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1. HEJIX OCBOEHUA JUCHUTIINHBI

1.1

CdopMupoBaTh CHCTEMY IPEICTABICHUS O JOKYMEHTO00OPOTE, IPUBUTH HABBIKU YIIPABICHUS JOKYMEHTOO00POTOM
MOCPEICTBOM aHalIHn3a HHGOPMALK O BHYTPEHHEM JOKyMEHTOO00POTe, O COBEPIICHCTBOBAHNH OPTaHH3AIINH
JIOKyMEHTAIIHOHHOT'0 00€CIeUEeHUs IIPOEKTOB.

2. MECTO JUCIHHUIIJIMHBI B CTPYKTYPE OOII

Huka (pazgen) OOIL: |BI.B.Z[B.02

2.1

TpeboBanus K NpeABAPUTEIbHOI NOATOTOBKE 00y4alomerocs:

2.1.1

Pycckuit s13bIk 1 KynbTypa peun

2.12

WHocTpaHHBIH A3bIK B TPOdECCHOHANBHOM cdepe

2.1.3

HpOI/BBOZ[CTBeHHaH IMMpaKTUKa, HAYYHO-HUCCJIEAOBATCIbCKAA pa60Ta

2.14

HNudopmaruka

2.2

JMCUMIUIMHBI U IPAKTHKH, 151 KOTOPBIX OCBOEHHE JAHHOM AUCHHILTHHBI (MOYJI51) HEOOX0IUMO KaK
npeIIecTByoIee:

2.2.1

Opranuzanus IpeaIprHIMaTebCKON eI TENbHOCTH

222

Opranu3anys ormIaTel Tpyaa

3. KOMIIETEHIINH OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIBbTATE OCBOEHUA JUCHUIIJINHBI

(MOJY.JIST)

IK-4.2: OueHuBaeT npouecce JOKYMEHTHPOBAHUS YIPaBJIeHYECKOM AeATeILHOCTH H COBEPILIEHCTBYET ypaBJeHne

lIOK)’MCHTOOﬁOpOTOM

B pe3yabTaTe 0CBOCHUS JUCHUIINHBI 00y4YalOLIUIiCS H0KEH

3.1

3HaTh:

3.1.1

TEOPETUYECKHE OCHOBBI JOKYMEHTOBEICHUS, €r0 TEPMUHOJIOTHIO U 3aJJaYNHOPMAaTHBHO-METOJMUEKYIO a3y,
PEryIUpYIONIYIO AETIONPOU3BOJACTBO U JOKYMEHTHPOBAHUE;

3.12

KJ'IaCCI/I(I)I/IKaHI/IIO 1 OTVIMYUTEIIbHBIC XapaKTECPUCTUKHU PA3JIMYHBIX BUJAOB JOYIIMCHTOB;

3.1.3

KOH(UICHINATBHBIE CITy>KeOHBIE TOKYMEHTBI M OPTraHU3aluIo padoTHI [0 UX 3alIUTe OT HECAHKIIMOHNPOBAHHOTO AOCTYIIA;
poib NoKyMeHTHpoBaHus B nponecce JJOY u B coBepIIeHCTBOBAaHUM YIIPABJICHUS JOKYMEHTOO00POTOM

3.2

YMeTh:

3.2.1

pelarh CTaHJapTHHIE 3aJa4y MPOPECCUOHANBHON AEATEIILHOCTH HAa OCHOBE HH(POPMALMOHHON 1 Onbnuorpaduueckoi
KyJIBTYpHI C IPIMEHEHHEM HH(POPMAIMOHHO-KOMMYHHUKAIMOHHBIX TEXHOJIOTHH;

322

UCIIOJIb30BaTh CTAHJAPTHI U APYTYI0 HOPMATUBHYIO JTOKYMEHTAIUIO IIPH OLIEHKE Ipoliecca J0KyMEHTHPOBaHMUs,

323

JAOKYMEHTHPOBATh OCHOBHBIC BHU/IbI OpFaHI/I3aLlI/IOHHO-paCHOpﬂ[{MTCJ’[bHOﬁ JOKYMEHTAIUH,

324

OpraHu3oBaThb pa60Ty ,Z[OKyMeHTOO60p0Ta Ha npeanpusiTru,

3.25

3.2.5 HCIIOJIB3Ys CpEACTBA 0(1)I/ICHOI‘/‘I aBTOMATU3allu, MECTOAbI U CPEACTBA YIIPABJIICHHUSA 3JICKTPOHHBIMU JOKYMCHTAMMU;

3.2.6

3.2.6 bopMupOBaTh JieNa U MOArOTABINBATH TOKYMEHTHI K IIepeaade Ha apXUBHOE XpaHEHUE

33

Baanern:

3.3.1

KYJIETYpOH NpUMEHEHHs UHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI C Y4€TOM OCHOBHBIX TPeOOBaHUIA
UH()OPMAMOHHOW 0€30MaCHOCTH;

332

HaBBIKAMH PabOTHI ¢ HOPMATHBHO-CIIPABOYHOM JINTEPATYPOi U 0a3aMu JaHHBIX;

333

HaBBIKAMH MTOJATOTOBKU OPraHM3aLMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB, IPOLeypoii 00pabOTKH 1 MOATOTOBKH K
XpaHEHUIO;

334

HaBBIKaMH J1€JI0BOI'O 06HL€HI/15[ 1 DJICKTPOHHBIX KOMMyHI/IKaLlI/If/’I; TEXHOJIOTHECH OLICHKHU Iporecca TOKYMCHTHUPOBaHU

praBJ’IeH‘IeCKOfI ACATCIIBHOCTHU; UMETH HABBIKM COBCPIICHCTBOBAHUSA Z[OKyMeHTOO60pOTa

4. CTPYKTYPA U COJEPJKAHME JUCIAIIMHBI (MOYJIsT)

Kon

| 3aHdATHd 3aHATHA/ Kvpe 1010

HaumenoBanue pa3nenoB u Tem /Bug | Cemectp / | YacoB | Komneren- | Jluteparypa [Ipumeuanue

Pazpen 1. JlokymeHTanIMOHHOE
ofecrneyeHne yIpaBJeHUs U ero
HOPMATHBHO-MeTouYecKas 0a3a, Kak
(haKkTOpPBHI COBEPILIEHCTBOBAHMUS
ynpaBJieHUs JOKYMEHT0000pPOTOM




1.1 JlokyMeHTallMOHHOE 00ecTIeYeHUe 2 TIK-4.2 JI1.1J12.1
yIpaBJIEHHs], IOHATHE HOPMAaTHBHO- J12.2J13.1 JI3.2
Meronuueckas 6asa /JIex/ J3.3

Ol

1.2 JlokyMeHTallMOHHOE 00ecTIeYeHUe 4 TIK-4.2 JI1.1J12.1
yIpaBJIEHHs U €T0 HOPMAaTHUBHO- J12.2J13.1 JI3.2
MeToanYeckas 0asa, Kak (akTophl JI3.3
COBEPILEHCTBOBAHUS YIIPABICHUS 013233
nokymenrooboporom /Cp/

1.3 CpaBHUTENBIHBIN aHAU3X MPABOBOU U 2 TIK-4.2
MeToauueckoi 6a3sl /IIp/

Pazpen 2. lokymeHTaLIMOHHOE
obecreyenue ynpasJjeHus, ciayxoa J10Y

2.1 Cucrema ynpasieHuUs JOKyMEHTOOOOPOTOM 2 I1K-4.2 JI1.1J12.1
/JTex/ J12.2J13.1 JI3.2

J3.3
32

2.2 N3yudenne cxeM IBUKEHUS JOKYMEHTOB, 2 I1K-4.2 JI1.1J12.1
(yHKIHOCATbHBIC 00SI3aHHOCTH CITYKOBI JI2.2J13.1 JI3.2
Y0 Mp/ J3.3

213233
2.3 CocTaBlieHHE CXEM JIBUKCHUS, 10 TIK-4.2 JI1.1J12.1
paluoHAaNbHBINA JOKyMeHTO000pOoT /Cp/ JI2.2J13.1 JI3.2
J3.3
213233
Paznen 3. Opranunzanus
JOKYMEHTO0000POTA, TeXHOJIOTUSsI
PalMOHAJbHOTO IBUKEHHS TOKYMEHTOB

3.1 Opranu3zanysi JOKyMeHT0000poTa, 2 TIK-4.2 JI1.1J12.1
TEXHOJIOTHSI PAI[HOHATBHOTO ABIKEHUS JI2.2J13.1 JI3.2
JOKyMeHTOB /JIex/ JI3.3

0133

3.2 Opranu3zaiys JOKyMeHT0000poTa, 4 TIK-4.2 JI1.1J12.1
TEXHOJIOTHSI PAllMOHATBHOIO ABMKEHUS JI2.2J13.1 J13.2
nokymenros /TIp/ JI3.3

013233

33 Opranu3zanys JOKyMeHT0000poTa, 22 TIK-4.2 JI1.1J12.1
TEXHOJIOTHSI PAallMOHATBHOIO ABMKEHUS JI2.2J13.1 J13.2
JIOKYMEHTOB OEpEKIIMBBIi JI3.3
JOKYMEHTOO00O0POT, JIOTUCTUYECKUK CXEMBI 013233
/Cp/

Paznen 4. Peructpanusi JT0KyMeHTOB U
OpPraHU3alUOHHO-UH(OPMALOHHOIO
00cTy:KUBaAHUS

4.1 Peructpamus 1oKkyMeHTOB 1 2 TIK-4.2 JI1.1J12.1
OpraHU3allMOHHO-UH(POPMALUOHHOTO JI2.2J13.1 J13.2
obcyxuBanus /Jlex/ JI3.3

013233

4.2 Peructpamus 1oKkyMeHTOB 1 2 TIK-4.2 JI1.1J12.1
OpraHU3allMOHHO-UH(POPMALUOHHOTO JI2.2J13.1 J13.2
obcyxuBanus /T1p/ JI3.3

013233

43 Peructpamus 1oKkyMeHTOB 1 10 TIK-4.2 JI1.1J12.1
OpraHU3allMOHHO-UH(POPMALUOHHOTO JI2.2J13.1 J13.2
obcyxuBanus /Cp/ JI3.3

219233

Paspen 5. OpranuzannoHHo-
pacnopsiiuTeIbHbIe JOKYMEHTBI, KaK
0CHOBa 3G (PEeKTHBHOI0 YIIPaBJECHYECKOT 0
npoiecca




5.1 Cucrema T0KyMEHTALlUN OPTaHU3ALNN 2 T1IK-4.2  [JI1.1 JI1.2J12.1
/JTex/ JI2.2J13.1 J13.2
JI3.3
019233
5.2 CocraBiieHue pa3In4YHbIX BUJIOB 2 TIK-4.2  [JI1.1 JI1.2J12.1
nokymenros /TIp/ JI2.2J13.1 J13.2
JI3.3
0233
53 Paspabotka nakera gjokymeHToB /Cp/ 4 MK-4.2  |JI1.1 J11.2J12.1
J12.2J13.1 J13.2
JI3.3
213233
Paznen 6. Koutpoab ucnosiHenus
JOKYMEHTOB
6.1 KonTtposb ncnonueHust JOKyMeHToB /JIek/ 2 T1IK-4.2  [JI1.1 JI1.2J12.1
J12.2J713.1 J13.2
JI3.3
301052 33
6.2 Kontposs ucnonuenust nokymenton /I1p/ 2 MK-4.2  |JI1.1 J11.2J12.1
JI2.2J13.1 J13.2
JI3.3
019233
6.3 Kontposp ncnonuenus 1okymenTos /Cp/ 10 MK-4.2  |JI1.1 J11.2J12.1
JI2.2J13.1 J13.2
JI3.3
019233
Pazgea 7. loaroroBka u nepenava aes B
apXuB OpraHu3anuu
7.1 IloaroroBka u nepenayda Aen B apXuB 4 TIK-4.2  [JI1.1 JI1.2J12.1
opranusanuu /Jlex/ JI2.2J13.1 J13.2
JI3.3
7.2 JIOKyMEHTaIlMOHHOE COMPOBOXKICHHE 2 TIK-4.2  [JI1.1 JI1.2J12.1
TIOATOTOBKH U TIepefayuu e B apXHUB J12.2J13.1 J13.2
opranu3zauuu /I1p/ JI3.3
2193233
7.3 JIoKyMeHTaIIMOHHOE COTIPOBOXKICHHE 16 T11K-4.2 JI1.1 J11.2J12.1
HNOJTOTOBKY U IIEPEIauH €N B apXUB JI2.2J13.1 J13.2
opranusanuu /Cp/ JI3.3
301052 33
7.4 /3auét/ 0 TIK-4.2 JI1.1 JI1.2J12.1 | oTAENBHBIM JOKYMEHTOM
JI2.2J13.1 J13.2 TEOPETUYECKUI U
JI3.3 TPaKTUIECKHA BOIIPOCHI
CRCYACK]
7.5 /KouTp.pab./ 0 MK-4.2  [JI1.1 JI1.2J12.1 [3apaHue Ha KOHTPOJIBHYIO
J12.2J13.1 JI3.2|  paboTy OTAEIbHBIM
JI3.3 JIOKyMEHTOM
019233

5. OHEHOYHBIE CPEJICTBA

5.1. OueHouyHbIe MaTepHuaJIbl VI TEKYLIIEro KOHTPOJIdA U l'lpOMe)KyTO'-lHOﬁ aTTreCTallmu

HpeHCTaBHeHbI OTACIIBHBIM JOKYMEHTOM

5.2. OueHo4yHble MATEPUAJIBI JISI JMATHOCTHYECKOr0 TECTUPOBAHUS




HpeHCTaBHeHbI OTACIIbHBIM JOKYMEHTOM

6. YYHEBHO-METOANYECKOE U THO®OPMAIIMOHHOE OBECIIEYHEHUWE JUCHUIIJIMHBI (MOAYJIS)

6.1. Pekomenayemas Jureparypa

6.1.1. OcHoBHas JuTEpaTypa

ABTOpI:I, COCTaBUTECIN

3arnaBue

I/I3,I[aTeJILCTBO, rong

Konnu-Bo

I'pozora O. C.

Jenonpoun3BoacTBo: YueOHoe mocodue

MockBa:
WznarenscTBo
IOpaiiT, 2019,
JJIEKTPOHHBII
pecypce

1

J1.2

BrikoBa T. A.,
Kysnenosa T. B.

JIOKyMEHTAlIMOHHOE 00ECIICYCHUE YITPABICHHUS
(menonpounsBoacTBO): YueOHOE Tocobue

Mockpa: OO0
"Hayuno-
H31aTeIbCKUI
uentp [1?7HOPA-
M", 2020,
SJIEKTPOHHBII
pecype

6.1.2. lononHuTeIbHAS TUTEPATYypa

ABTOpI:I, COCTaBUTECIN

3arnaBue

I/I3,I[aTeJILCTBO, rong

Konnu-Bo

J12.1

ITanacenko 10. A.

JIOKyMEHTHpPOBaHHUE YIIPABICHUECKON ACATEILHOCTH: YUeOHOe
rocobue

MockBa:

Wz narenbckuii
Hentp PUO[, 2018,
JJIEKTPOHHBII

pecypce

1

J12.2

Pasznopoxnslii A. A.

JIOKyMEHTHPOBaHUE YIIPABIEHUECKOH AeATeIbHOCTH: YueOHOe
nocobue

Mocksa: OOO
"Hayuno-
H31aTEeNIbCKUM
nentp [1?7HOPA-
M", 2018,
3JIEKTPOHHBIA
pecype

6.1.3. MeToanueckue pa3padoTKku

ABTOpI)I, COCTaBUTECIN

3arnaBue

W3paTenscTBO, TOI

Komnunu-so

JI3.1

Bonkosa E.A.

ﬂeHOHpOI/BBOHCTBOZ MMPAKTUYCCKOC mocooue

Kpacnonap,
Caparos: FOxHbIit
HWHCTUTYT
MEHEDKMEHTa, Al
[Iu Op Menmua, 2017,
3JIEKTPOHHBII

pecypce

1

JI3.2

Cwmupnosa E. I1.

Jenonpoun3BoacTBO [yt cekperapsi. Pa3paboTtka, y4er u
XpaHeHue
ciyxeOHO# fokyMeHTanuu: [IpakTruyeckoe mocodue

Capatos: At [Tu Op
Menua, 2019,
SJIEKTPOHHBII
pecype




ABTOPBI, COCTaBUTENHU 3arnaBue UznarenscTBo, ron | Konny-Bo

JI3.3 |Kysnenos U. H. JloKkyMEeHTalMOHHOE 00EeCIIEYeHUE YIIPABICHHUS. Mocksa: 1
JloKyMeHTO00OPOT U IENONPOU3BOACTBO: Y UeOHHK H H3znarenscTBo
HNPaKTUKYM IOpaiit, 2019,
3JIEKTPOHHBII
pecype

6.2. [lepeyeHnb pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHHKAMOHHOH ceTn "UHTepHeT"

D1 |OxoHOMUKA U yIpaBICHUE Ha NPENIPHUIATUIX: HAY4HO-00pa3oBaTeNbHbIi nopTai [IpeacTaBieHs! OTAeIbHBIM

nmokymentomhttp://eup.ru/

92  |YuuBepcuterckas ndpopmannonnas cucrema «POCCHUSD» - sanexTpoHHas 6MOIMOTEKA CTATUCTUYECKUX COOPHUKOB IS

UCCIIEI0BaHUH 1 y4eOHBIX KYpCOB B 00J1aCTH SKOHOMMKH, YIIPaBJICHHUs, COLUOIOTHH, (UIOCO(HH, MEKyHAPOIHBIX
OTHOIIEHMH U Ap. HayK. http://uisrussia.msu.ru

93  |XKypnan «dunaHcoBblii aupekTop» http://www.fd.ru/

6.3.1 Ilepeyenb mporpaMMHOro odecre4eHust

6.3.1.1

|HaKeT npuKIaaHbIX mporpamMm Microsoft Office

6.3.2 Ilepeuenb HHGOPMATMOHHBIX CHIPABOYHBIX CHCTEM

6.3.2.1

HNudopmanmonHo-npaBoBoit moptai ['apant.py http://www.garant.ru

6.3.2.2

CrpaBouHo-npaBoBas cuctema Koncynsrant Ilmoc http://www.consultant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIIUIIJIMHBI (MOYJIST)

7.1

Y4eOHble ayAUTOPHH JIJIsl IPOBEACHUS 3aHATHH JICKIIMOHHOTO TUTIA, 3aHSITUH CEMHUHAPCKOTO THIA (IPAKTHYECKUX 3aHATHI),
IPYMIIOBBIX M HHAWBUAYAIBHBIX KOHCYJIBTAIMK, TEKYIET0 KOHTPOJIS U IIPOMEXYTOUHON aTTECTAllUi OCHAICHBI:

7.2

KOMIUTEKTCIICIIMATU3HPOBAHHON YU4eOHO! MeOesu, MapKeTpHast JO0CKa, KOMILIEKT
[EPEHOCHOTOMYJIbTUMETUHHOT0000PYA0BAHUS- KOMIIBIOTEP, IPOEKTOP, TPOSKIIUOHHBIN 3KPaH, KEOMIIBIOTEPHI C
BO3MOKHOCTBIO BBIXOZIa B HHTEPHET U JJOCTYIIOMB JIEKTPOHHYIO HH(POpManOoHHO-00pa3oBaTeIbHylo cpeny. OdecrnedeH
JIOCTYT K ceTH IHTepHEeT U B 3JIEKTPOHHYIO HH(YOPMALMOHHYIO Cpely OpraHu3aluu.




