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Pabouas mporpamMma AHMCIUMIUIMHBI  COCTaBJI€Ha B COOTBETCTBHM ¢ TpeOoBaHusMu DenepaabHOro
roCy/1IapCTBEHHOI'0 00pa30BaTEIbHOIO CTaHIapTa BBHICIIErO0 0Opa30BaHUs [0 HANPABIECHUIO MOATOTOBKU

38.03.01 «DOxoHoMuEKa» (YpoBeHb OakanaBpuata), yrBepkaeHHoro [Ipukazom MunoOpHayku Poccun ot
12.11.2015 r. N 1327.

PaGouas nmporpaMmma JUCHUILIMHBI IMp€AHasHad€Ha I NpCnoJaBaHUA AWCHUILIMHBI, OTHOCHmeﬁCH K

0a30BOl wWacTH IMKIAa JUCHMIUIMH broka 1 OakamaBpuarta 1O HAmpaBJICHUIO TOATOTOBKH
38.03.01 DxoHoMuKa.

CocraBuTelns pabodeil mporpaMMbl TUCIUILITNHBL:
UYucnona E.A., npenogaBatens kadeapsl HCTOPUU TOCYapCTBa U MpaBa.



1 Lean ocBoeHNs IMCUMILIMHBI «/[OKyMeHTAlIMOHHOE 00ecredeHne YIpaBJIeHUs»

Ilenb ocBoeHust OUCHUIUIMHBI  «/loKyMeHTalnMOHHOe oOOecreueHue  yIpaBICHUS -
(hOpMHUPOBAaHHE Y CTYACHTOB TEOPETHUYECKHX U MPAKTUYECKUX 3HAHWN W HABBHIKOB KOMMYHHUKAIINH B
YCTHOW M MHCbMEHHON (popMax Ha PYCCKOM SI3bIKE JJIS PELICHUS MEKIUYHOCTHOTO U MEXKKYIbTYPHOTO
B3aUMOJICHCTBHS B 00J1aCTH OpraHU3alMy AEJIONPOU3BOICTBA H JOKYMEHTOO00POTA.

2 MecTo JUCUMILIMHBI B CTPYKTYpe 00pa30oBaTe/ibHOI NPporpaMmMbl 0aKkajaBpuara

JucuumumHa «/lokyMeHTamoHHOe 00eciieYeHne yrpaBIeHus» - TUCIHUILIMHA HAIIPaBICHHOCTEH
(npoduneit): byxraarepckuii yder, aHanu3 u ayaut, KopnopatuBHbIe (PUHAHCHI M OAHKOBCKOE JEIIO
0a30Boif yacTu 1uKIIa AUCHUILTNH biioka 1 cTpykTypsl mporpamMbl OakanaBpuara.

OcBoeHne IUCHUIUIMHBI «/loKyMeHTalmOHHOE OOeCIeUYeHrue YIPaBICHUS» MPEANoIaracT
HAJINYKE y 00y4aroUIMXCsl 3HAaHUM, yMEHUI M HaBBIKOB 10 TUCHUILUINHE. «PYyCCKUH S3bIK», OTYYEHHBIX B
pamMKax OCBOCHHs 00pa30BaTeIbHON IPOrpaMMBbI CpeIHEro 00LIero 00pa3oBaHMUs.

3HaHUS KOHIENTYaJbHBIX OCHOB «J/[OKyMeHTallMOHHOE OOEeCreYeHHE YIPABICHHS» SBISIOTCS
0a30BBIMU JJIS1 U3YYCHHUS AUCLMILTUHBL «/leroBast nepenucka.

3 Iliiannpyemble pe3yibTaThl 00y4eHHs M0 JUCHHUILINHE, COOTHECEHHbIE ¢ IVIAHNPYeMbIMH

€3yJbTATAMHI OCBOECHHUsI 00Pa30BaTeJIbHOM MPOrpaMMbl 0aKaJlaBpuaTa

. B pe3ynbpTare ocCBOCHHS AUCIUIUIMHBI 00YYarOITUICS TOJKEH
IlepeueHb KOMIIETEHUMIA
3HATh YMETh BIIQJIETh
CrocoOHOCTh pemiath | - CrIocoObl pelieHHs | - pemiats | - HaBBIKAMU
CTaH/IapTHbHIE 3aJa4M | CTAaHJAPTHBIX  3aJa4 | CTaHJAapTHBIC 33Ja4 | PEelICHUs
po(hecCHOHATTLHOM poQeCCHOHAIBHON MpoECCHOHANIBHON | CTAaHIAAPTHBIX 3aja4
NESTEIbHOCTH  Ha  OCHOBE | JACSTENbHOCTH C | meATenbHOCTH Ha | mpodeccuoHaNbHOM
UH(OPMAITMOHHON U | IPUMCHEHHUEM OCHOBE NESATCIIbHOCTH ~ Ha
oubmorpaduaeckoit nH(pOpMaIMOHHO- WH(pOPMAITMOHHOW M | OCHOBE
KYJIBTYpPBl C TPUMEHEHHEM | KOMMYHUKAIIMOHHBIX | OmOyimorpaduveckor | HHPOPMAIIMOHHOW U
nHpOpMaIMOHHO- TEXHOJOTMI M C | KyJIbTyphl ¢ | oubnmorpadudecko
KOMMYHHKAITHOHHBIX y4eTOM MIPUMCHEHHEM 0 KymbTypel ¢
TEXHOJOTHI W C y4eToM | HH()OPMAIMOHHON UH(OPMaIIMOHHO- PUMEHEHUEM
uH(pOpMaIMOHHOM 0€301acHOCTH; KOMMYHUKAITMOHHBI | HH()OPMAIIMOHHO-
6e3omacHoctr (OITK-1); X TEXHOJIOTHUH; KOMMYHUKAITHOHHBI
X TEXHOJOTHM H C
y4eTOM
UH(pOpMaLMOHHON
0€3011aCHOCTH
CIIOCOOHOCTH OCYILIECTBIIATh -0cOOEHHOCTHU - OCYILECTBIIATH - HaBBIKAMH U
cbop, aHanu3 u 00paboTKy OCYIIECTBICHUS cOOp JTaHHBIX, MeTogamMu  coopa,
JAHHBIX, HEOOXOTUMBIX JJIsI cOopa, aHaM3a U HEOOXOTUMBIX JIJIS aHaiamn3a u
pemieHus mpoecCUuoOHaNbHBIX | 00pabOTKU JaHHBIX, peueHus 00paboTKK JaHHBIX,
3agau (OT1K-2); TpeOyeMbIX ISt MPOPECCUOHANIBHBIX | HEOOXOAUMBIX  JIJIsI
pelieHus 3aJa4 ¥ IPOBOANTh | PEIIeHUs
npodeccuoHaNbHbIX VX aHaJIN3; npodeccnoHamIbHbIX
3ajad; 3amay;




IIepeueHb KOMIIETEHLIMIA

B pesynbrare 0OCBOGHUS IUCIUILTHHBI 00YYaIOUIHics JOKEH

3HATh YMETb BJIAJICTh
CIIOCOOHOCTh HAXOJIUTh - CIIOCOOBI - HAXOJUTh - HaBBIKAMH
OpraHU3aluOHHO- HaXO0XKJICHUSA OpraHu3aIMOHHO- TPUHATHS
yIIpaBJICHYECKUE PEIICHNS B OpraHU3alMOHHO- yIpaBJIeHYECKHE OpraHU3aOHHO-
npodeccuoHanbHON YIIPaBJIEHYECKUX peleHus B yIIPaBJICHYECKUX
JeATEIILHOCTH ¥ TOTOBHOCTD peuieHuii B npodecCHOHAIbHON | pelIeHui B
HECTH 32 HUX npodeccuOHaTBLHON JESTEIIbHOCTH U npodeccuoHaIbHON
otBercTBeHHOCTH (OITK-4). JeATEIILHOCTH. TOTOBHOCTH HECTH 32 | JCSTEIBbHOCTH.

HUX
OTBECTCTBCHHOCTbD.




4 O0bemM, CTPYKTypa M COAep:KaHHE JUCHUIIMHBI «/[OKyMEHTAMOHHOE o0ecneyeHue
ynpaBJieHUsD

O0beM TUCHMILIMHBI COCTaB/ISCT 3 3aueTHbIC equHMIbI, 108 akajmeMHUYeCKHX 4acoB.

Buabl y4eOHOW padoOTBI, MPEIYCMOTPEHHBIC YUYEOHBIM IUIAHOM: JICKIIMH, CEMHHapHI
(paKTHYECKUE 3aHSTHSA), CAMOCTOSATEIIbHAS padoTa.

KoHtakTHasi paboTa BKIIIOYAET: 3aHATHS JICKIMOHHOTO THWIIA, 3aHSATHS CEMHUHAPCKOTO THIIA,
WHIWBUIYAIBHBIC W TPYIIOBBIC KOHCYIbTAIMH, TPOMEKYTOUHYIO aTTECTaIMIO (3a4eT).

Buabl KOHTPOJISI IO THCHUIJIHHE:

- TEKyIIUH KOHTPOJIb YCHEBAEMOCTH — 3TO KOHTpoJibHBIM onpoc (Ko), cobecenoBanue (C);
tectupoBanue (T), KOHTPOIIb BBITOJHEHUS] KOHTPOJIbHOU paboThl (Kp), BRINONHEHHE TOMAIIIHETO 33 aHuUs
([13), nanmucanwme pedepara (P).

-IPOMEXKYTOYHAsI aTTeCTalus: ovHas (popma oOydeHus: Kypc 2, cemecTp 4 — 3ader; 3a04Has
dbopma oOyueHus: Kypc 3 - 3ayer.

Crpykrypa nucuuninubl «/J{okymeHTanmoHHOE o0ecneyeHne yIpaBIeHUus »
Ounas ¢popma o0ydeHus1
Bunpl yueOHOI pabOThL, BKIItOUas
CaMOCTOSITENILHYIO PadoTy U
TPYJIOEMKOCTb (B aKaJIeM. yacax)

DopMbl
TEKYILETO
KOHTPOJIS U
MIPOMEKYTOUYHO
¥ aTTecTaluu

Htoro oobem
Pa3nmen, tema KonTakrHas pabora IHACIATUINHEI
JIACIIUIUTHHBI (B akajeM.
Jacax)

Jlexnun
CeMuHapbl
(mpakr.
3aHSITHSL)
JIao0.
paboThI
Hpyras
KOHTAaKTH
as pabora

CPC

Pazgen 1. Ilpeamer wu
3a1aun Kypca
«/loxyMeHTannnoHHOE
obecrnieueHue
yIIpaBIICHUS

Tema 1 CymHocTs
TIOHSATHS
«JloKyMeHTaIMOHHOE
obecrieueHre yrnpaBiIeHHs 2 2 4
Tema 2. OcHoBHBIE
CBOMCTBA, byHKIUY, KP, 13
IIPU3HAKU JOKYMEHTA 2 2 4
Tema 3. Cranpaptusanus
u yHU(UKALUSA 13, Kp
JIOKYMEHTOB 2 2 4
Tema 4. [IpaBuna
oQopMIIEHHST PEKBU3ZUTOB Kp, 13, Ko
JIOKYMEHTOB 4 4 2 10
Tema 5 birankn

JIOKYMEHTOB 2 2 4 Kp, 13
Tema 6  OcoGeHHOCTH
SI3BIKA U CTHIIS
CIIy’)kK€OHBIX JTOKYMEHTOB.
TpeboBaHMs K TEKCTaM. 2 2 4
Tema 7 Cucrempl u
KOMIUIEKCHl  CITyKeOHOH Kp, 13
JOKYMEHTaluu 2 2 4

Ko, I3, T

13, Kp




Pazgen, Tema
MUCIUAILINHBI

Bupl yueGHO# paboThI, BKIIFOYAs
CaMOCTOSITENIbHYIO PadoTy U
TPYJIOEMKOCTbH (B aKaJieM. yacax)

KonTaktHas padora

Jlexnun
CeMuHapbl
(paxT.
3aHSITHSL)
JIao.
paboThI
Apyras
KOHTAKTH
ast pabora

CPC

Hroro o6bpem
JVCIIATUTHHBI
(B akazeM.
Jacax)

®opMbl
TEKYIIETO
KOHTPOJISL U
MPOMEKYTOUYHO
M aTTecTanun

Tema 8.
YHauduuupoBanHas
CUCTEMa OpraHHU3aI[MOHHO
- pacrnopsIuTENbHON
JIOKYMEHTaIu1

13, Ko

Tema 9. CuyxeOHas
nepenucKa.
Kiaccudukanms,
TpeOOBaHMS.

Kp, I3

Paznen 2. Opranuzamus u
TEXHOJIOTHUS
JOKYMCHTAIITUOHHOT'O
o0ecrieueHHs yIpaBJICHUS

Tema 10. Opranusanus
CILY>KOBI
JOKYMEHTAI[HOHHOTO
o0ecrieueHHs yIpaBIeHUsI

Ko, Kp

Tema 11.
Opranuzauus
JIOKYMEHTO000pOTa

Ko, 13

Tema 12. Pabora ¢
BXOISIINMH,
HCXOIAIUMHA u
BHYTPEHHUMU
JIOKYMEHTaMH.

Kp, I3

Tewma 13. Peructpauus
JIOKYMEHTOB 17§
UH(POPMALIMOHHO -
crpaBoyYHasi paboTa.

Kp, I3

Tema 14. ITocTtaHoBka
JIOKYMEHTOB Ha KOHTPOJIb

13, Kp

Tema 15. Ocobennoctu
paboTsl c Jieamu,
coziepKamMu
KOMMEPYECKYIO TalHY.

Ko, P

Tewma 16. Opranuzanus
XpaHEHUs JOKYMEHTOB U
obecreueHus 150
COXPaHHOCTH

Kp, I3

Tema 17. Dopmsbl
perucTpainuu J10KyMEeHTOB
Y TIOPSA0K UX
3aI10JIHEHMSL.

Ko, 113




Bupl yueGHO# paboThI, BKIIFOYAs

CaMOCTOSITENIbHYIO PadoTy U

DopMbl
TPYJOEMKOCTh (B aKaJieM. 4acax) HToro oGeem - Il)uero
Pasnen, tema KonrakrHas pabora IUCLAILINHBI y
MUCIUAILINHBI 3 o (B akagem KOHTPOJIA 1
= |22% =zZ|=EE&| O " | IpoMexyTo4YHO
S S EEleE|BSE8| ~ qacax) o
5 |Esg | 588 O i1 arTecTanuu
P = o 8 O =
O 5 B I B s ;%f g o
= 8= 8 =¥ S5
Tema 18. IlepcriekTuBBI
CaMOCOBEPILICHCTBOBAHUS Kp, C
i(0)% 2 2 4
[Ipomexyrounas
3auer
aTTecTanus 2 16 18
Htoro 18 34 2 54 108
3aounas popma 00yyeHus
Bunpl yaeOHOW pabOThI, BKITFOUAst
CaMOCTOSITENIbHYIO paboTy U
TPYAOEMKOCTb (B aKaJeM. 4acax) Dopmbl
Htoro o6bem
KonTakTHas pabora TEKYILETOo
Paznen, tema JUCITATINHBI
JUCIUILTAHBI 2 S (B akazem KOHTPOIIL 1
N . 19
E |§& 5 Al T | O IPOMEKYTOUHOM
5 IEXEQSE|IEE S| & yacax)
> S 8 =S Sl xs58| © aTTecTaluu
() S EIZR 8| 2E
= O — S o q T o
o 9 S
=
Pazgen 1. Ilpeamer wu
3a/1a4u Kypca
«/loxyMeHTannnoHHOE
obecrnieueHue
YIIPABIICHUS
Tema 1 CymHocTs
TIOHSITHS
A3, T
«/lokymeHTalnoHHOE
o0OecrnieyeHre yrpaBIeHHs 4 4
Tema 2. OCHOBHBIE
CBOMCTBA, byHKIUY, 13, Kp
IIPU3HAKU JOKYMEHTA 1 4 5
Tema 3. Crannaptusanus
u yHU(UKALUSA 13
JIOKYMEHTOB 1 4 5
Tema 4. IIpaBuia
oQopMIIEHHST PEKBU3UTOB Kp, 13
JIOKYMEHTOB 1 5 6
Tema 5 biiankn
A3, Kp
JIOKYMEHTOB 4 4
Tema 6  OcobeHHocTu
SI3BIKA u CTHIIS
Kp, 113
CIIy’)K€OHBIX JTOKYMEHTOB.
TpeOGoBaHMsI K TEKCTaM. 1 5 6
Tema 7 Cucrembl u
KOMIUIEKCHl  CITyKeOHOH 3, T
JIOKYMEHTAuu 1 5 6




Paznen, tema
JUACIUATUIMHEI

Bunpl yue6HO# paboThI, BKIIFOYAs

CaMOCTOSITENIbHYIO PaboTy U

TPYJOEMKOCTb (B aKaJieM. Jacax)

KonTakTHas pabora

Jlexnnn
CeMuHapbl
(paxr.
3aHSATHS)
J1ab
paboThI
Hpyras
KOHTaKTHas

pabora

CPC

Htoro o0bem
IUCIATUTHHEI
(B akameMm.
yacax)

Dopmsbl
TEKYLIETro
KOHTPOJISI U
MIPOMEKYTOUYHOM
aTTecTaluu

Tema 8.
YHubumpoBanHas
CUCTEMa OpPTaHHU3AI[MOHHO
- paciopsAuTeIbHON
JIOKYMEHTaLUH.

Kp, 113

Tema 9. CuyxebOnas
MeperrcKa.
Knaccudukanus,
TpeOOBaHUS.

A3

Paznen 2. Opranuzamus u
TEXHOJIOTHS
JTOKYMEHTAIlMOHHOTO
o0OecrnieueHus ynpaBIeHUs

Tema 10. Opranuzamus
CILYKOBI
JOKYMEHTAIlMOHHOTO
o0OecrnieyeHus ynpaBIeHUs

13, Kp

Tema 11.
Opranuzanus
JIOKYMEHT0000pOTa

Kp, 113

Tema 12. Pabora ¢
BXOISIINMH,
HACXOISIINMHA u
BHYTPEHHUMU
JIOKYMEHTaMH.

3

Tema 13. Peructpanus
JIOKYMEHTOB U
MH(OPMaLIMOHHO -
crpaBoyHas pabora.

3

Tema 14. ITocranoBka
JJOKYMEHTOB Ha KOHTPOJIb

Kp, 113

Tema 15. OcobGeHnHocTtu
paboThI c Jieamu,
COJIepKAIMH
KOMMEPUYECKYIO TaliHy.

KP, 13

Tema 16. Opranuzanus
XpaHEHUsl JOKYMEHTOB U
obecrieueHus Hx
COXPaHHOCTH

A3

Tema 17. Dopmsbl
pEerucTpanuy J0KyMEHTOB
" IOPpAOOK UX
3aI0IHEHHUS.




Bunpl yue6HO# paboThI, BKIIFOYAs
CaMOCTOSITENIbHYIO PaboTy U
TPYJOEMKOCTb (B aKaJieM. Jacax) I/I 5 DopMEI
TOT0 00bEM
KonTakTHas pabora TEKYIIETo
Paznen, tema U CITUTLIIMHBI
VCIIUTUIUHBI = S (B akazem KOHTPOIIL 1
Auch =EE-TERC) Al s EH <s| O MM ipoMeyTouHoil
= EEEgE|EES| & wacax) | Do
2 /= &= = glzsg| © arTecTaluu
) = )
= 825 &z &
o 9 S
Tema 18. IlepciekTUBBI
CaMOCOBEPILICHCTBOBAHUS Ko, 13
JA0Y 2 3 5)
[IpomexxyTouHas
3auer
aTTecTalus 2 16 18
Hroro 4 6 2 96 108

Copaeprxanue IucHMIVINHBI «/{0KyMeHTallHOHHOE o0ecnieyeHne yIIPaBJIeHUsD)

Paznen 1. Ilpeamer u 3agaun Kypca «J{okyMeHTallMOHHOE 00eclieYeHUe YIIPaBIeHHUS.

Tema 1. CymHocTs NOHATHS «JloKyMeHTallMOHHOE obOecrnieueHue ynpasiaeHus. [loHsTue
«IJOKYMEHTAllMOHHOE o0ecleyeHne ymnpaBieHus MnepcoHasom». Kiaccupukanus JOKYMEHTOB 110
YIPaBJIEHUIO IEPCOHAIIOM B OpraHu3auuu. TUmsl, CTpyKTypa U Ha3HAYeHHE JOKYMEHTOB, CO3JaBa€MbIX U
(GYHKIMOHUPYIOLIUX B CUCTEME YIPABJIEHUS IIEPCOHAIIOM OpraHU3alllu.

Tema 2. OcHOBHBIE CBOWCTBA, (YHKUMHU NPU3HAKK JOKyMeHTa. TpeGoBaHus K 0OGOPMIICHHIO
JOKYMEHTOB, cojeprkaiuecss B TpynoBom, I'paxknanckom u HanoroBom kozpekcax P®, B denepaibHbIx
3aKOHAaX, B MOCTAHOBJIEHUSIX MUHUCTEPCTB U BEIOMCTB, B T'OCYNapCTBEHHbIX MHCTpyKuusx u apyrux
HOPMATHBHBIX IOKyMEHTaX.

Tema 3. Crangaptuzanmst ¥ yHH(UKanus ITOKYMEHTOB. BHyTpeHHss yHuHpHKaus ¢(opm
JOKYMEHTOB, CO3JaBaéMbIX U (DYHKIHMOHUPYIOIIUX B JEJIONPOU3BOJCTBE CIIYKObI yIpaBJIEHUS
[IEPCOHAJIOM OpraHu3aluu: 00eCleYeHHE €IMHCTBA BHYTPEHHUX IPaBUJI BHIIOJHEHUS U OPOPMIICHHUS
JOKYMEHTOB, OIITUMHU3ALUS KOJMYECTBA U 00beMa JIOKyMEHTOB IO KaJIpaM.

Tema 4. [lpaBuna odpopmieHUs peKBU3UTOB JOKYMEHTOB. Bupl 1 Ha3HaueHHe MHPOPMALIMOHHO-
cripaBoyHON JokyMeHTauuu. [lopsaok odopmieHusi, OCHOBHbIE PEKBU3UTHI U MPaBONPUMEHUTEIbHAS
MIPaKTUKa MCIOJIb30BAaHUS JIOKJIAJHBIX, CIY)KEOHBIX M OOBSICHUTEIbHBIX 3alHMCOK, IPEICTaBICHUH,
NPEUIOKEHUH, 3asBICHUH, aKTOB, CIIPABOK U JIp. B KAUeCTBE OCHOBaHMM JJIsl MPUHATHN pelleHuit B cdepe
yIpaBJIEHUS TIEPCOHAIIOM OPraHU3alHH.

Tema 5. bnanku goxkymeHntoB. Buasl GmankoB. Odopmienue u copepkanue OiaHkoB. OOuue
IIPaBUJIA CO3/1aHUs OJAHKOB JTIOKYMEHTA.

Tema 6. OcoOeHHOCTH s3blKa M CTHJIA CIIY’K€OHBIX JTOKYMEHTOB. TpeOoBaHUS K TEKCTaM.
TpebGoBaHMsI TOCYapCTBEHHBIX CTAHJIAPTOB K O(QOPMIIEHHMIO yIpaBieHuYecKol aokymeHTanuu. Cocras
JOKYMEHTOB.

Tema 7. Cucrembl U KOMIUIEKCHl CIyKE€OHOM IOKyMeHTaluu. PenakrupoBaHue TOKYMEHTOB.
HenoBoit ctuib. OdopmieHne nepBUUHON ydeTHOM gokymeHTanuu. CoctaB nokyMeHTauuu. CHCTEMbI
ciy>ke0HOM ToxkyMmeHTanuu. Kommekcesl cinyke0HOM JTOKyMEHTaI1H.

Tema 8. VYHu}UUIUpOBaHHAS cCHCTEMa OPraHM3allMOHHO — PACHOPSAUTENILHOW TOKYMEHTAlLWH.
BuyTtpennsas  yHudukanmus  ¢GopM  JIOKYMEHTOB, CO3/1aBaéMbIX U (QYHKIUOHHUPYIOIIUX B
nenornpousBoacTBe. O0ecrneyeHne KOMIIJIEKCHOTO ydeTa U OBICTPOro MOUCKa JIOKYMEHTOB, OpraHu3aIus
¢ depeHIIMPOBAHHOTO JOCTYMA K IOKYMEHTAM.

Tema 9. CnyxeOHas nepenucka. Kinaccuduxanus, tpedoBanus. Haznauenue u coctaB cripaBOYHO-
nH(OPMALIMOHHON JOKyMeHTaluu. TpeOoBaHUS K COCTaBlIeHHI0 U odopmiieHuto. Pa3zHoBUAHOCTH
CITy’)K€OHBIX MHCeM (CONMPOBOIUTENBHOE MUCHMO, MUCHMO-TPOCch0a, MHCBMO- 3ampoc, MHUCHMO-OTBET,
MUCbMO-COOOIIeHNe, HWH(POPMAIMOHHOE MHCHbMO, MHUCHMO-TIpUIJIALIEHHE U T.1A.). JIOKyMEeHTHI
nepezaBaeMble MO KaHalaM CBSI3U (Tenerpamma, Teyekc, gakcorpamma, TeseoHorpaMma, dJIeKTPOHHOE
MHACHMO).



Pazpmen 2. Opranu3zaiusi ¥ TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00ECTICUeHUs YIIPABICHUS.

Tema 10. Opranuzanus ciayxObl JTOKYMEHTAallMOHHOTO oOecriedeHusi yrpasieHus. Ilonstue
«IOKYMEHTO000pOoT». IIpuHIMMIBI OpraHu3anuu JA0KyMeHTooOopoTa. DopMbl OpraHu3anuu paboOTHl C
nokymeHtamu. TabGenb  QopM  JAOKYMEHTOB, TMpUMEHSEMBIX B  opraHuzamuu. PabGota ¢
KOH(UICHIIMATLHBIME JOKYMEHTaMU. DJIEKTPOHHBINA JOKYMEHTOOOOPOT.

Tema 11. Opranmzanus aokymeHTooOopoTa. OOmas XapakTepUCTHKa OpraHU3allMOHHBIX
TEXHUYECKUX CPEACTB B «JlOKYMEHTAIIMOHHOM OOECIe4YeHHH yrpaiieHus». KommbroTepHbie cpeacTBa
MOATOTOBKU JIOKYMEHTOB. M3rotoBjeHue, KOMUPOBAaHHWE W TUPAKUpOBaHHE TOKyMeHTOB. CpencrBa
00paboTku HoKkyMeHTOB. [IpaBuiia 6e30macHoi paboThI ¢ OPITEXHUKOM.

Tema 12. PaboTa ¢ BXOASIIMMH, UCXOASIIUMH U BHYTPEHHHMH JTOoKyMeHTaMu. Knaccudukarus
CIIy’)kKeOHBIX MUCEM TI0 33JaHHBIM B TE€KCTe TeMaM. biiaHku u pekBU3UTHI mHceM. OCOOEHHOCTH TEKCTOB
nuceM. KoHKypeHTBI muceM: Tenerpamma, teiedoHorpamma, (akc. VX 0COOEHHOCTHM W CpPOYHOCTH
WCIIOJTHEHHUSI.

Tema 13. Peructpamus 1oKyMeHTOB M MH(GOPMAIIMOHHO - CIIpaBOdYHAas padorta. Perucrparmus u
MHIEKCAIUs IOKyMEHTAIlMH TI0 YIPaBICHHIO nepcoHanoM. MHPpOpMamOHHO-TTOUCKOBBIE CHCTEMBI.

Tema 14. IlocTtaHOBKa JOKYMEHTOB Ha KOHTPOJIb. KOHTpPOJIb HMCHOJHEHHS JOKYMEHTOB.
VYrpaBneHue KOpHopaTuBHBIMUA HH(POPMAITMOHHBIMH PECYPCAMH.

Tema 15. OcoGeHHOCTH pabOTHI C AeTaMH, COIEPKAIUMU KOMMEPUECKYI0 TailHy. YIpaBlieHue
ANEKTPOHHBIM JTOKYyMEHTOOOOPOTOM. YTIpaBlieHUE JaHHBIMH, HHPOpMAIed u 3HaHUAMU. OTUyKICHHE
naHHbIX, WHGopManuu U 3HaHui. KoHduaenuunanbHocTh MHGopMaruu. [IpaBuna paboThl M 3alIUTHI
KOH(UICHIIMATBHBIX JOKYMEHTOB.

Tema 16. Opranuzanusi XpaHeHUsI JOKYMEHTOB U 00ECIEUYEeHUs] X COXPAHHOCTH. YTpaBlieHUE
MH(GOPMAIMOHHBIMH 3aIllacaMu M pecypcaMu. Moienn 3JIeKTPOHHOTO JOKyMEHTO000pOTa.

Tema 17. ®opmbl perucrpanuu AOKYMEHTOB U TMOPSIOK HX 3amoiiHeHus. Tabenb Qopm
JIOKYMEHTOB, TPUMEHSIEMBIX B opraHu3aiuu. Co3laHue perucTparioHHOW (QOpMBI IJisi pPerucTpanuu
BXOJAIIET0 JOKyMeHTa. Peructpaunus wucxomsmero gokymeHnta. (CocTaBieHue u  OQoOpMIICHUE
HOMEHKJIATYpBbI JIeI.

Tema 18. IlepcnextuBsl camocoBepuieHCTBOBaHUs — JIOY. OcHOBHBIE  HalpaBJieHUs
copepuieHcTBOBaHusA  JIOY. OcHOBHBIE 3aKOHOMEPHOCTH HH(POPMAIMOHHO-AOKYMEHTALIUOHHOTO
oOecrnieueHus yrnpaBIeHUs.

HNuTepakTuBHbIC (POPMBI IPOBEICHUSA 3aHATHH
Y nenbHbIN Bec 3aHATHIA, TPOBOAUMBIX MO TUCHUIUINHE «/]OKyMEeHTallMOHHOE o0ecrieueHne
YIPaBJICHUS» B MHTEPAKTUBHBIX (hopMax
Ounas ¢popma o0y4eHus1

3aHATHS JEKIUOHHOTO | 3aHATHS CEMHUHAPCKOTO Beero
THIIA THIIA
Pasnen, TemMa TUCHUIUIMHEBL 00BeEM, 00beM, | 00BEM, 1 Bec
dhopma aKaJieM. dhopma aKaJieM. |aKajeMm. y '% ’
4acoB 4acoB | 4acoB
Paznen 1. Ilpeamer u 3amaum
Kypca «/loxyMeHTalmoHHOE
oOecrieueHre yrpaBIeHUs
Tema 4. TlpaBwia odopmieHus
PEKBU3HUTOB JOKYMEHTOB Kpyruslii cron
2
Tema 5 bianku 1OKyMEHTOB [TpobnemHuas
JICKIIUS 2
Pasnen 2. Opranusanus u
TEXHOJIOTHS
JOKYMEHTAI[MOHHOTO




3aHATHUS JEKIUOHHOTO | 3aHATHS CEMHUHAPCKOTO Beero
THIIA THIIA
Pasnen, TemMa TUCHUIUIMHEBL 00BeEM, 00BeM, | 00BEM, 1 Bec
dhopma aKaJieM. dhopma aKaJieM. |aKaJeMm. y '% ’
4acoB 4acoB | 4acoB
o0ecrieyeHus yrpaBaeHHUs.
Tema 12. Pabora ¢ BXOOAIIUMH,
UCXOJSIIMMA M BHYTPECHHUMU Cemunap-
JOKyMEHTaMH. JTUCKYCCUs
4
Tema 15. OcobGennocTr paboTHI
C JIeJIaMH, COJIepKaIIUMU Jlexuus ¢
’ pKal 3JIeMEHTaMU
KOMMEPYECKYIO TallHY
JIUCKYCCUU 5
Tema 18. IlepcriekTuBbI Cemunap-
camocoBepieHcTBoBanus JJOY JUCKYCCUS 2
Hroro 4 8 12| 22,22
3aounasi popma 00yueHus
3anaHus JIEKIIMOHHOTO | 3aJaHusi CEMUHAPCKOIO Beero
THTIA THTIA
Pasnien, TeMa JUCHUIIIMHEL 00BeM, 00beM, | 00BeM, 1 Boc
dbopma aKaJieM. dbopma aKaJieM. |aKaJem. Y ’% ’
4acoB 4acoB | 4acoB
Paznen 1. Ilpeamer u 3amgaum
Kypca «/loxkyMeHTannoHHOE
o0ecriedyeHure yrpaBieHUs
Tema 4. IlpaBuia odpopmiaeHus
PEKBU3UTOB IOKYMEHTOB Kpyrasrii cron
2
Pazgen 2. Oprasumzanus u
TEXHOJIOTHS
JOKYMEHTAI[MOHHOTO
oOecrniedeHus ynpaBIeHUs.
Tema 18. ITepcriekTUBEI
Cemunap-
camocoBepieHcTBoBaHus JJOY
JTUCKYCCHS 5
HTtoro 4 4 33,3

5 YueOHO-MeTOoAUYECKOE 00ecTieueHHe CAMOCTOATEIBLHOM padoThl 00y4YarommXxcst

Y4eOHO-MeToInYecKoe 00ecreueHue CaMOCTOSTEIbHONH paboThl O0YYarOIMXCs COIEPKUTCS B
Metonuyeckux ykazaHusx ([lpunoxenune 1) u ¢onne oueHounsix cpeacts (IIpunoxenue 2) mo
aucuuIuinHe  «JloKyMeHTalMoHHOe OOecleYeHrne YIpaBIeHHs», JOCTYH K KOTOPbIM OTKpBHIT Ha
opUIMATBEHOM caliTe HHCTUTYTA.



6 DoHA OLEHOYHBIX CpeaAcCTB AJdA IPOBCACHUSA l'lpOMe)KyTO‘IH()ﬁ aTTeCTallMil MO0 MUTOramM
OCBOCHHUSA NUCHUITINHBI

®oH/1 OIIECHOYHBIX CPEACTB JJI MPOBEACHUS TEKYIIETO KOHTPOJIS U MPOMEKYTOUHOU aTTECTaIlluu
oOyyarolmuxcsi M0 JAUCHUIUIMHE «J{OKyMEeHTallMOHHOE OOecleyeHne YIpaBICHUS» COACPKUTCS B
[Tpunoxkenun 2 k paboueil mporpamMme JUCIHUIUIMHBI, JOCTYI K KOTOPOMY OTKPHIT Ha O(HIMaTbHOM
caiiTe UHCTUTYTA.

7 IlepeyeHb OCHOBHOW M [ONOJHHUTEJbHOH Yy4eOHOW JHMTEepaTypbl, HEOOXOAMMOM [JIsi
OCBOCHHS TUCHHUILIUHBI

7.1 OcHoBHasi y4eOHasl 1UTEpaTypa

1. Apacnanosa, B.A. JlokyMeHTallMOHHOE OOECleYeHHEe YIpaBJICHUS: y4eOHO-IPaKTHUECKOE
nmocobue B cxemax, tabmuiax, oopasmax : [12+] / B.A. ApacnanoBa. — 2-¢ u3a., JOM. U mepepad. —
Mocksa ; bepnun : Jlupekr-Meaua, 2020. — 266 c. : wi., Tabn. — PexxuMm mgoctyma: 1mo moAmnucKe. —
URL.: https://biblioclub.ru/index.php?page=book&id=578394. — bubmuorp. B ku. — ISBN 978-5-4499-
1454-5. — DOl 10.23681/578394. — Tekcr : snekrponusiii. (PexomenmoBano CoBerom YueOHO-
METOJIMYECKOTO0 OOBEIMHEHUSI IO OOpa30BaHHIO B KadyecTBE Y4eOHOro mOCOOUs JUIsl CTYACHTOB,
o0yyJaroIuxcs 1o HanpaBJICHUIO NOArOTOBKHU «JlOKYMEHTOBEIEHHE U apXUBOBEACHUE).

2. Ky3nenos, U.H. [lemonpon3BoactBo : yuedbnoe nocodwue : [16+] / U.H. Ky3nenos. — 9-¢ u3.,
nepepab. — MockBa : JamkoB u K° 2020. — 406 c. : un. — Pexum pocTtyma: mo MHOJIHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=572967. — bubauorp.: c. 359-363. — ISBN 978-5-
394-01981-4. — TekcT : 3JIEKTPOHHBIH.

3. Opra#uzanusi ¥ TEXHOJIOTUS TOKYMEHTAIMOHHOTO OOECTICUeHHs YIPABIICHUS: SJIEKTPOHHOE
yuebHoe nocodbue / coct. C.E. Mumenun ; KemepoBckuii rocynapcTBeHHbIH yHUBEpcUTET, HCTUTYT
UCTOpUH, TOCYJApCTBEHHOTO YIIPaBIEHUS M MEXKIYHAapOJHBIX OTHomeHud u ap. — Kemeposo
KemepoBckuii rocyaapcrBeHHslii yHusepcutrer, 2017. — 478 c¢. — Pexxum noctyna: mo noamucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=481592. — bubmuorp. B kH. — ISBN 978-5-8353-
2149-0. — TekcT : PICKTPOHHBIM.

7.2 lonoiHuTe/IbHAsE y4yeOHAas JUTEPaTypa

1. BemkypoBa, A.b. JlokymMeHTalmoHHOE oOecreyeHue yrnpaBieHus: ydeOHoe mocobue ams
CTYZEHTOB cpeAHero npodeccuonanbHoro odpasosanus : [12+] / A.b. Bemkyposa. — MockBsa ; bepnun :
Hupexkt-Meana, 2020. — 170 c¢. : wm, Tabnm. — Pexum goctyma: 10 TMOANHUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=570999. — Bbubmuorp.: c. 156-159. — ISBN 978-5-
4499-0436-2. — DOI 10.23681/570999. — TekCT : 371€KTPOHHBIIA.

2. Opra#m3anys ¥ TEXHOJIOTHS TOKYMEHTAIIMOHHOTO OOECTICYCHHS YIPABIICHUS: JJIEKTPOHHOE
yuebnoe nocodbue / coct. C.E. Mumenun ; KemepoBckuil rocyapcTBeHHbI YHUBEpCUTET, MHCTUTYT
UCTOpPUH, TOCYJApCTBEHHOTO YIPaBICHUS M MEXKIyHAapOJHBIX OTHomeHud u ap. — Kemeposo
KemepoBckuil rocynapctBeHHbll yHuBepcureT, 2017. — 478 c. — Pexxum pocTyma: no HOANHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=481592. — bubmuorp. B kH. — ISBN 978-5-8353-
2149-0. — TekcT : 3IEKTPOHHBIM.

3. VYmpaBneHue NOKyMEHTalMed W apXuBaMH 3a pybOexom : ydeOHoe mocobue : [16+] / cocrT.
C.B. Makapuyk, C.II. 3Barun ; KeMepoBckuil rocynapCTBEHHbI yHHUBEpcUTeT. — KemepoBo
KemepoBckuii rocynapctBeHHbiii yauBepcurer, 2019. — 274 c. — Pexxum poctyma: mo MoANHCKe. —
URL: http://biblioclub.ru/index.php?page=book&id=574229. — buGmuorp. B ku. — ISBN 978-5-8353-
2361-6. — TekcT : AIEKTPOHHBIA.

HopMaTHBHO-TIpaBOBbIE AKThI

1. Poccuiickas ®enepaumst. Koncturynus (1993). Koncturynus Poccuiickoit @eneparuu: [c
U3MEHEHMSMHU, OJOOpeHHBIMH B Xoze oOmepoccuiickoro romnocoBanust 01.07.2020]. — Texcr
anekTpoHHbIH // Hexommepueckue uHTepHeT-Bepcun cucremMbl Koncynprantllmoc. — URL:
http://www.consultant.ru/document/cons_doc_LAW _28399/.

1. Poccumiickas ®enepamus. 3akonsl. OO0 apxuBHOM gene B Poccmiickoit denepanuu:
®enepanbublif 3akoH oT 22.10.2004 N 125-@3. — Tekct: anekTpoHHBIH // HekoMMepueckue MHTEpPHET-



BEpCHUU CUCTEMBI Kouncynprantltoc. - URL:
http://www.consultant.ru/document/cons_doc_LAW_1406/.

2. Poccuiickas @epepanus. 3akonsl. OO0 oOpaszoBanumm B Poccuiickoit ®Denepanum:
®denepanpHblil 3aKk0H 0T 29.12.2012 N 273-D3. — Tekcr: 25eKTpoHHBIN // HekoMmMepueckne WHTEpHET-
BEPCHUU CUCTEMBI Koncynbrantlitoc. - URL:
http://www.consultant.ru/document/cons_doc_LAW_140174/.

7.3 Ilepuoauyeckasi JuTeparypa

1. Bectnuk BUDIIII: Hay4Hblid xypHan / yupen. ¥ u3l. BOMKCKHHA WHCTUTYT 3KOHOMHMKH,
negaroruku u npasa (Bomxckuit); riaBHbIl penakrop Bunorpanos B.B. ; pemakiuonnsiii coser: ..
Ymamupckasa[u ap.]. — 2018. —Bomxckuii, 2021. — M3ngaercs 2 paza B roa. — Pexum moctyma: ajis
3aperucTpUpoOBaHHbBIX mojb3oBarenei. — URL: https://www.elibrary.ru/title_about_new.asp?id=69901. —
TeKCT : JIEKTPOHHBIH.

2. Jlemompou3BOJCTBO: HAYUYHBIN X)ypHaI / yupen. u u3f. JenoBeie kommyHuKamu (Mocksa) ;
riaBHbId penaktop Opnenko B.B. ; pemakumonnsiii copet: .M. Xupnos[u ap.]. — 1996. — Mocksa,
2021. - Uzmaercs 24 pasza B ron. — URL: https://www.top-personal.ru/officeworks.html. — Tekcr:
3IIEKTPOHHBIM.

8 [Ilepeuenb pecypcoB HHPOPMANMOHHO-KOMMYHMKAUMOHHOI ceTu HHTepHer mu
HH(pOPMATMOHHBIX TEXHOJIOTH, HEO0OXOAMMBIX JIJIsi OCBOEHUSI JUCITHIIJIMHBI

1. eLIBRARY.RU : nayunas snekrpoHHas OuOnmoreka : caidT. - Mocksa, 2000 - . - URL:
https://elibrary.ru. - Pesxum moctyma: ajs 3aperucTpUp. Moab30BaTeseii. - TEKCT : SJIeKTPOHHBIN.

2. ONLINE.VIEPP.RU: caiitr / MBOY «BoOMKCKHN HMHCTUTYT SKOHOMHKH, TICIarOTUKUA H
npaBay. — Bomxkckuii, 2020 - . — Pexxum goctyma: https://online.viepp.ru/. — Pexxum goctyma : s
aBTOPH3. NIOJIb30BATENIEH. — TEKCT : JIIEKTPOHHBIN.

3. Bomkckuii MHCTUTYT SKOHOMMKH, TeIarorukd u mpasa : caiit / MBOY «Bomxkckuii
MHCTUTYT SKOHOMMKH, NEAAroruku u npasay». — Bomwkckuii, 2006 - . — OOHOBISETCS] B TEUEHUE CYTOK. —
Pexxum noctyma: http://www.viepp.ru/. — TEKCT : 2JIEGKTPOHHBIH.

4. KubGepJlennnka: HayyHast 2JIEKTpOHHAsE OMOIHOTEKa : caiiT. — Mocksa, 2020 - . O6HOBsIETCS
B TeueHue cyTok. - URL: https://cyberleninka.ru. - TekcT : 271€KTPOHHBIIA.

5. Hexommepueckas unTepHeT-Bepcus cucreMbl Koncynprantllotoc : caiit». - Mocksa, 1997 - .
- O6HoBIsieTcs B TeueHue cyrok. - URL: http:// http://www.consultant.ru/online. - Tekct : 3IeKTPOHHBIN.

6. DOnekrpoHHas OuOnIHMOTEYHass cucTeMa «YHHUBEpCUTEeTCKas OmOnmmoreka online» : calt /
Jupexkr-Meaua. - Mocksa : Jlupekt-Menua, 2006 - . - URL: http://biblioclub.ru. - Pexxum mocryma: mo
MOATMCKE. - TeKCT : JIIEKTPOHHBIM.

IlepeyeHs NPOrpaMMHOIo odecnedeHust

1. Microsoft Office Standard 2016 (moroBop OOO «Kommnbrotepabie MHpopMannoHHbIC
Cucremb» ot 01.12.2015N KN C-485-2015, OPEN 93740388ZZE1606 2014-06-25).

2. Microsoft Windows 10 Pro (moroBop OOO «Kommobiotepubie WHbopmannoHHbe
Cuctembivor 01.12.2015 N KHUC-485-2015, ot 31.08.2017 N KMC-519-2017, ot 21.11.2017 N KHC-
837-2017, OPEN 98108561ZZE1903 2017-03-03, ot 30.01.2020 N KM C-128-2020).

3. Microsoft Windows Multipoint Server Premium 2012 (moroop OOO «KommbroTepHbie
Nudopmarmonnsie Cucrembi» ot 29.11.2012 N KNUC-225-2012, OPEN 91258913ZZE1412 2012-12-05).

4. Microsoft Windows Server — Standard 2012 (moroBop OOO «KommbroTepHbie
Nudopmanmonnsie Cuctembn» ot 29.11.2012 N KHC-225-2012, OPEN 91258913727E1412 2012-12-05).

5. Microsoft Windows Server Standard Core 2016 (moroBop OOO «KommbroTepHbie
HNudopmarmonnsie Cucrembn» ot 28.02.2017N KMC-087-20170PEN 981085612ZE1903 2017-03-03).

6. Microsoft Windows 8.1 (moroop OOO «Kommbrotepusie Mudopmannonabie CHCTEMBI» OT
22.04.2015 N KMC-122-2015, OPEN 93740388ZZE1606 2014-06-25).

7. AUBC «MAPK-SQL» (Bepcus 1.8 / 3A0 HIIO «Muadopm-Cucremay, norosop N 18/2004-M
or 18.02.2005, JIunensuonHoe cornamenue Ha wucnonbzoBanue AMNBC «MARK SQL 1.8» N
100320050303 ot 10.03.2005).



8. CmpaBounas mnpaBoBas cucrema (CIIC) Koucynbrantllmoc (0OHOBISIETCS TOCTOSIHHO,
norosop ot 11.01.2021 N 2-K).

Ilepedyennb npodeccuoHaIbLHBIX 023 JTaHHBIX M1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM
1. AUBC «MAPK-SQL» (6a3a nannbix Ha 01.01.2021).
2. CnpaBounas npaBoBas cuctema (CIIC) KoncynpranTlntoc (0OHOBISETCS TOCTOSIHHO).

9 MartepuajibHO-TEXHHYECKas 0a3a, He0OXoAUMAS IJIS1 OCYIIEeCTBJIECHNSI 00Pa30BaTeIbLHOIO
npoiecca mo JMCUMIINHE

Jnsg  ocBoeHHs ~ JAHHOM  JUCUUIUIMHBI  PEKOMEHAYETCS  ayAUTOpHs,  OCHAILEHHas
MYJIbTUMEAUNHBIMU CPECTBAMH (IIPOEKTOP U Ap.), KaK JJIsl IPOBEACHUS 3aHATHI JIEKLIMOHHOTO TUIA, TaK
U JUIsl TPOBEACHMSI 3aHATUM CEMUHApCKOro THIA. 3aHATHS CEMUHAPCKOIO THUIIA PEKOMEHAYETCS
MPOBOAWTh B AyJUTOPUHU, OCHAIIEHHOM MEPCOHAIBHBIMU KOMIIbIOTEpAaMHU, HH(YOPMAILIMOHHBIM,
IPOrpaMMHBIM M anmapaTHBIM O0OECTIEYeHUEM JIOKAIbHON KOMITBIOTEPHOW CeTH, WH(OPMAIIMOHHBIM H
MIPOrpaMMHBIM oOecrieueHueM riaodanbHoi cetu HTepHeT.

[ToMemieHust [UIsi BBIMOJHEHUS CaMOCTOSITEIbHON pabOThl 0OydYaromMXCsl JOJDKHBI  OBITH
OCHAILIEHbl KOMIIBIOTEPHON TEXHUKOM C BO3MOXHOCTBIO MOJKIIOUEHUS K cetu «HTepHer» u
o0ecreYeHrneM JIOCTYIIa B AJIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTEIbHYIO CPEly HHCTUTYTA.
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