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COCTaBJICHA HA OCHOBAHHWH y‘{C6HOFO TJ1aHa:

38.03.02 MeHemKMEHT
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3aBeayronmii kKadenpoit 1.3.H., goueHt [llupunkuna E.B.



1. HEJIX OCBOEHUA JUCIUITJINHbI

1.

—_

CdopMupoBaTh CHCTEMHOE IIPEACTABICHUE O CBOICTBAX, NPU3HAKaX, QyHKLUIX, CTPYKTYPe U MHOT000pa3uu
JOKYMEHTOB, UX KIIACCH(HKAINH, METOaX U CII0c00aX JOKyMEHTHPOBAHMUS, a TAKXKE O3HAKOMHTB CTYACHTOB C IIPOLIECCOM
UX CO3/1aHMs1, 00paOOTKHU, XPaHEHHUS M UCIIONB30BaHH, OLIEHUTh PONIb JOKYMEHTHpoBaHus B npouecce JJOY u B
COBEPILCHCTBOBAHUY YIIPABJIEHUS JOKYMEHTO000pOTOM,

2. MECTO JUCIIMIIVIMHBI B CTPYKTYPE OOII

ukx (pasaen) OOIL: [B1.B.]1B.02

2.1

TpeGoBanusi K NpeABAPUTEIbLHON MOATOTOBKE 00y4al0LIerocs:

2.1.1

VYrpaeieHue J0KyMEHT0000POTOM

2.1.2

Yuebnas IMpaKTHKa,03HaKOMHUTEJIbHAs

2.13

IIpaBoBeneHue

2.1.4

IMudposas rpaMOTHOCTD

2.1.5

I/IH(bOpMaHI/IOHHBIe TEXHOJIOT'MH B MCHCIXKMCHTC

2.1.6

Pycckuit 361K ¥ KyTIBTYpa peun

2.1.7

Z[GJ'IOBHG KOMMYHHKaIIUHA

2.2

I[HCIIHH.]'[P[HI:I U MPAKTUKH, 1JI51 KOTOPBIX OCBOCHHE JAHHON AUCHUILTHHBI (MOHy.]'lfl) HEeo0X0UMO KaK
npeamecTByrouee:

221

IIpon3BoaCcTBEHHAs MPAKTHKA, TEXHOJIOTHYECKas (IIPOEKTHO-TEXHOJIOTHIECKast)[IPaKTHKa

222

VYnpasnenue JOKyMEHT0000pOTOM

3. KOMIIETEHIINHA OBYYAIOIIEI'OCs, ®OPMUPYEMBIE B PE3YJIBTATE OCBOEHUS TUCITUITJINHBI

(MOJLYJIST)

I1K-4.3: Ol_leHl/IBaeT npouecc 1I0KyMEHTHPOBaHUSA ynpaBnqueCKoﬁ ACATECIbHOCTH U COBEPHICHCTBYET yIIPpaBJICHUE

IIOKyMeHT0060p0TOM

B pe3yjabTaTre OCBOCHUA TUCHHUIIINHBI oﬁyqa}omm‘flcsn JOJIZKECH

3.1

3HaTh:

3.1.1

TCOPETUICCKUE OCHOBBI JOKYMECHTOBCACHMSA, €TI0 TCPMUHOJIOTHIO U 3a/1a4H,

3.1.2

HOPMAaTHBHO-METOANYEKYI0 0a3y, peryJupyIoLIylo JeJI0NPOU3BOJACTBO M JOKYMEHTHPOBAHUE;

3.13

Knaccnclmxaumo 1 OTJIMYUTEIIBHBIC XapaKTCPUCTUKN PA3JINIHBIX BUIOB JOYIIMEHTOB,

3.14

KOH(UICHINATIbHBIE CITy>KeOHbIE JOKYMEHTHI 1 OPTraHU3aluio paboThI 10 UX 3alUTe OT HECAaHKLIIMOHUPOBAHHOTO JOCTYTIA;
PoJb HoKyMeHTHpoBaHus B poriecce JJOY U B COBEPIIEHCTBOBAHUM YIIPaBICHUS JOKyMEHTO000POTOM

3.2

YMmerh:

3.2.1

penath CTaHAAPTHBIE 331241 NPOGECCHOHANBHON AeITeIbHOCTH Ha OCHOBE MH(POPMALMOHHON 1 OuOmuorpaduueckoi
KyJBbTYpPBI ¢ IPUMEHEHHEM HH()OPMALOHHO-KOMMYHHKAIIUOHHBIX TEXHOJIOTHUI;

322

HCIOb30BaTh CTAHAAPTHI M JPYTYI0 HOPMATUBHYIO JOKYMEHTALIMIO TP OLIEHKE Tpoliecca JOKYMEHTUPOBAHHUS,

323

JOKYMCHTHPOBATb OCHOBHBIC BUJIbI OpFaHI/ISaI_H/IOHHO-paCHOpH}IHTCﬂBHOﬁ JOKYMCHTAIINH,

324

OpraHu30BaTh paboTy TOKYMEHTO000pOTa Ha MPEAIIPUSTHH,

3.2.5

UCIIOJIB3Ysl CpeACTBa O(DUCHON aBTOMAaTHU3AIMHU, METO/IbI M CPEJICTBA YIIPABICHUS JICKTPOHHBIMH JJOKYMEHTaMU;

3.2.6

(bOpMHpOBaTI) AcJia ¥ TIOATOTaBJINBATh JOKYMCHTBI K II€PEAadC Ha apXUBHOC XPAaHCHUC

4. CTPYKTYPA U COJAEPKAHUE TUCIIUITJIMHBI (MOY JIST)

Kon

3AHATHSA /B 3aHsaTHSA/ / Kypce 117078

HanmeHoBaHue pa3ie/ioB 1 TeM Cemectp | Yacos | Kommneren- | JIuteparypa IIpnmeuanue

Paznen 1. JIokyMeHT B cucTeMe
ynpagsJieHus npeanpusirueM. Posb
JOKYMEHTA B IPHHATHH
YNpPaBJIeHYeCKOro pelieHus.
Oco0eHHOCTH JOKYMEHTHPOBAHUS B
YCJIOBHSAX 3JICKTPOHHOI'0
JeJIONMPOH3BOACTBA

1.1

JIOKyMEHT B cUCTEME yIpaBIECHUs 5 4 I1K-4.3 J1.1J11.2
npennpustaeM. Pois 1okymMeHTa B JI1.3 J11.4J12.1
MIPUHATHM YIIPABJICHYECKOTO PEILIEHUS. J12.2 J12.3J13.1
OCOOEHHOCTH JIOKYMEHTHPOBAHUS B JI3.2J13.3
YCIIOBHUSX 3JIEKTPOHHOTO 0202354
nenorpou3BocTsa /Jlex/




1.2 W3yuenne pa3auuHbIX BUAOB TOKYMEHTOB, I1K-4.3 J1.1J11.2
tepMuHOB /TIp/ JI1.3 J11.4J12.1
JI12.2 J12.3J13.1
JI3.2J13.3
223354
1.3 B3yukenue onbita pabOTHI ¢ JOKyMEHTaMH [1K-4.3
/Cp/
Pazgen 2. 3akoHoaaTenbHas U
HOPMATHBHO-MeTOIHYecKas 0a3a
JAOKYMEHTHPOBaHHS, TPeGOBAHHS K
0()OpMJICHUIO TOKYMEHTOB,
NOPSIIOK NPUMEHeHNsl PeKBU3HUTOB
2.1 3akoHOHaTehHASI © HOPMATHBHO- [1IK-4.3 JI1.1 J11.2
Meroauueckas 6a3a JOKYMEHTHPOBAHUS, JI1.3 J11.4712.1
TpeOoBaHUs K OOPMIICHUIO JOKYMEHTOB, J12.2 J12.3J13.1
MOPSIOK IPUMEHEHHS PeKBU3UTOB /JIex/ JI3.2J13.3
0203354
22 M3yueHune 3aKk0HOIATEIBHON 1 [1IK-4.3 JI1.1JI1.2
HOPMaTUBHO-METOJUYECKON 0a3bl, JI1.3 J11.4J12.1
HOPSIOK NPUMEHEHUs peKBU3UTOB /IIp/ J12.2 J12.3J13.1
JI3.2J13.3
D233 524
23 Pa3paboTka koHCHeKkTa 1o Teme «Poib [1IK-4.3 JI1.1 J11.2
JOKyMEHTa B IIPUHATHH YTIPABIEHYECKOTO JI1.3 J11.4J712.1
petrenust /Cp/ JI2.2 J12.3J13.1
JI3.2J13.3
0203354
Paznen 3. [lopsaaok U TEXHOJTOTHS
odopmaeHns: OpraHu3auOHHBIX
JOKYMEHTOB,0CO0€HHOCTH 3JIeKTPOHHOI0
JOKYMEHTHPOBAHHSA
3.1 [Mopsimok 1 TeXHOIOTHs 0OQOPMIICHHS [1IK-4.3 JI1.1J11.2
OpTraHU3aI[OHHBIX JI1.3 J11.4J12.1
JIOKYMEHTOB,0COOCHHOCTH 3JIEKTPOHHOTO J12.2 J12.3J13.1
JOKyMeHTUpoBaHus /Jlex/ JI3.2J13.3
02039354
32 OCOOEHHOCTH ANEKTPOHHOTO TIK-4.3 JI1.1J11.2
JOKyMeHTHpoBaHUs (mpaktuka) /IIp/ JI1.3 J11.4J12.1
J12.2 J12.3J13.1
JI3.2J13.3
023354
33 OdopmileHH KOHKPETHOTO TIK-4.3 JI1.1J11.2
OpraHu3alMoOHHOro JqoKymeHra /Cp/ JI1.3 JI1.4J12.1
J12.2 J12.3J13.1
JI3.2J13.3
31 3233 54

Paznean 4. [lopsaiok u TexHOIOTHSA
oopMIIeHUS] HH(POPMALIMOHHBIX
AOKYMEHTOB,0C00€HHOCTH 3JIeKTPOHHOI'0
JOKYMEHTHPOBAHUS




4.1 [Mopsimok u TexHONMOTUS 0OHOPMIICHHS TIK-4.3 JI.1J11.2
UH()OPMALTHOHHBIX JI1.3 J11.4J12.1
JIOKYMEHTOB,0COOCHHOCTH 3JIEKTPOHHOTO J12.2 J12.3J13.1
JOKyMeHTUpoBaHus /JIex/ JI3.2J13.3

0923354

4.2 [Mopsimox 1 TexHoI0TH 0POPMITCHUS TIK-4.3 JI1.1 JI1.2
HH(POPMAIMOHHBIX JOKYMEHTOB B JI1.3 JI1.4J12.1
anekTpoHHoM Buze /TIp/ J12.2 J12.3J13.1

JI3.2J13.3
0923354

43 PazpaboraTh alroputM opopmIeHUs T1K-4.3 JI.1J11.2
Pa3IMYHBIX HHPOPMALUOHHBIX JI1.3 J11.4J12.1
JIOKyMEHTOB JI12.2 J12.3J13.1
/Cp/ JI3.2J13.3

3013233 54
Paznen 5. llopsinok u TeXHOIOTUSA
odopMIeHNsI pacOPSIUTEIbHBIX
AOKYMEHTOB,0C00€HHOCTH 3JIeKTPOHHOI'0
AOKYMEHTHPOBAHMSI

5.1 [opsinox u TexHOMOTUS 0OpMIICHHS TIK-4.3 JI1.1J11.2
pacropsauTENbHBIX JI1.3 J11.4J12.1
JIOKyMEHTOB,0CO0EHHOCTH JIEKTPOHHOTO J12.2 J12.3J13.1
IOKyMeHTupoBaHus /JIex/ JI3.2J13.3

023354

52 [opsinox 1 TexHoIOTHA 0POPMITCHUS TIK-4.3 JI1.1J11.2
PacHoOpsIAUTENBHBIX JOKYMEHTOB, JI1.3 J11.4J12.1
ANIEKTPOHHBIN BapuaHt /IIp/ J12.2 J12.3J13.1

JI3.2J13.3
0923354

53 Paspabotka anropurma oQopmMiIeHuUs TIK-4.3 JI1.1J11.2

pacropsAuTENbHBIX JOKyMEeHTOB /Cp/ JI1.3 JI1.4J12.1
J12.2 J12.3J13.1

JI3.2J13.3
313233 54

Pa3znea 6. /lesioBoe nucbMo M JejioBast

NepenucKa - 0CHOBA YCTAHOBJIEHUS

JeJIOBBIX KOHTAKTOB, ITaNbl U MPaBUJja

CO3/IaHMsI

6.1 JlenoBoe nMuchbMO | JeNoBas MepPernucKa - [K-4.3  [JI1.1 J11.2 J11.3
OCHOBA YCTaHOBJIEHUS JIENIOBBIX KOHTAKTOB, JT1.4J12.1 J12.2
9Talbl U npaBuia co3uanus /Jlex/ JI2.3J13.1 JI3.2

JI3.3
023334

6.2 Pa3paboTka u HamMcaHue JeT0BOTO MUChMa [K-43  [JI1.1 JI1.2 JI1.3

Mp/ J1.4J12.1 J12.2
J12.3J713.1 JI3.2
JI3.3

023354




6.3 PazpaboTka u opopmiieHHE IEKTPOHHOTO 5 10 [K-4.3  [JI1.1 J11.2 J11.3

nucema /Cp/ JI1.4J12.1 J12.2

J12.3J13.1 JI3.2
J13.3

31 52 33 B4

Paznen 7. Opranuszanust
JOKYMEHTHPOBAHUS HA
npeanpusaTun.OneHka npoiecca
JOKYMEHTHPOBAHUS, MYTH
COBEPLIEHCTBOBAHNUS YIIPaBJIEHHA
NpeANnUusTHEM B acNeKTe

JOKYMEHTOBE/IeHHSI
7.1 Opranuzanusi JOKYMEHTHPOBAHHS Ha 5 2 [K-43 [JI1.1 J11.2 JI1.3
npeanpustuu. OLeHka mnpoiecca J1.4J12.1 J12.2
JIOKyMEHTHUPOBAHUS, ITyTH JI2.3J13.1 JI3.2
COBEPIIEHCTBOBAHMUS YIIPABICHUS JI3.3
IPEANUATUEM B aCIIEKTe 0233524

nokymeHroBeneHus /Jlex/

7.2 OreHka mpouecca JOKyMEHTHPOBaHUS 5 4 [IK-4.3  [JI1.1 J11.2 J11.3
Mp/ J1.4J12.1 J12.2
J12.3J13.1 JI3.2
3.3
02033 24

7.3 TBopueckas paboTa 1o OUCKY poOIeM U 5 10 [K-4.3  [JI1.1 J11.2 J11.3
nmyTel coepiieHcTBoBaHUs /Cp/ JI1.4J12.1 J12.2
J12.3J713.1 JI3.2
J13.3
21323354

74 /3auér/ 5 0 MK-4.3  [JI1.1 J11.2 J11.3
JT1.4J12.1 J12.2
J12.3J13.1 JI3.2
JI3.3
0233324

7.5 /KoHTp.pad./ 5 0 IK-4.3  |JI1.1 J11.2 JI1.3
J1.4J12.1 J12.2
JI2.3J13.1 JI3.2
33
34

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KoHTpo/ibHbIE BONPOCHI U 3aJaHUs

HpeZ[CTaBJ'IeHLI OTACJIbHBIM JTOKYMEHTOM

5.2. Tembl nUCbMEHHBIX padoT

Hpe}lCTaBJ'IeHI)I OTACJIbHBIM JTOKYMCEHTOM

6. YHEBHO-METOANYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE IMCHUIIJIMHBI (MOAYJIA)

6.1. Pexomenayemasi 1uTeparypa

6.1.1. OcHoBHasi JUTepaTypa

| ABTOpLI, COCTaBUTECIIN | 3arnaBue | I/I3HaTeHLCTBO, roqg | Komma-so




J1.1

Konprmkuna T.
b., Ulyctuna 1.
B.

JlenoBble KOMMYHHUKALIUH, TOKYMEHTOOOOPOT U
JIETIONPOU3BOJICTBO: YueOHOe ocodue

Mockaa:
H3narenscTBo
OpaiiT, 2019,
3JIEKTPOHHBIH
pecype

JI1.2 |Kysneuos U. H. JlokyMeHTalMOHHOE 00ecTeYeHne yIpaBIeHHs.. Mockaa: FOpaiir, 1
JIOKyMEHTO00OPOT U JIIONPOU3BOJICTBO: YUCOHUK 1 2020, 2meKTpOHHBIH
MPAaKTUKYM JJIsl By30B pecypc
JI1.3 |Kopnees U. K., JIOKyMEHTHUpPOBaHHUE YIPABICHYECKOM JesTenbHocTH: YueOHuk |Mocksa: IOpaiir, 1
ITmenko A. B., U IIPAKTUKYM JUIS By30B 2020, >eKTpOHHBIN
Mamypres B. A. pecypce
J1.4 |Kprokosa H.IL. JIOKyMEHTHpPOBaHHUE YIIPaBJICHUYECKOH AesTenbHocTH: YueoHoe |Mockea: OO0 1
rocobue "HayuHo-
H30aTEITbCKIAN
uentp MHOPA-M",
2019, snexTpoHHBbIiH
pecypc
6.1.2. lonoaHuTeAbHAS JINTEPATypa
ABTOpBI, COCTABUTEIH 3arnaBue WznarensctBo, rog | Komnu-Bo
JI2.1 |Hoponuna JI. A., JlokymMeHTOBeieHHe: Y YeOHUK U TIPAKTUKYM JUTS BY30B Mocksa: OpaiiT, 1
HBanona JI. A., 2020, 3meKTpOHHBIN
Kapmneruesa E. B., pecypce
ITmenko A. B.,
Pacuxuna JI. .
JI2.2 |Hdopouuna JI. A., Oprasuzaiys 1 TEXHOJIOTH JOKYMEHTalMoHHOro obecnedeHus | Mocksa: FOpaiir, 1
Hputukosa B. C. ynpaBieHus: YUeOHUK U IPaKTUKYM JUIS BY30B 2020, 31eKTpOHHBIH
pecypc
ABTOpBI, COCTaBUTENN 3arnaBue WznarensctBo, rog | Konuu-Bo
J12.3 |Ky3menosa, U. B., KondunenuunansHoe JIEeITOMPOU3BOCTBO u Mocksa: At [Tu Ap 1
Xagatpss, . A. 3aIIUIICHHBI SJIEKTPOHHBIN JIOKYMEHTO00O0pOT: Menna, 2020,
yueOHOe nocobue i 0akanaBpoB 3JIEKTPOHHBIN pecypc
6.1.3. MeToauueckue pa3padoTKu
ABTOpBI, COCTaBUTEIH 3ariaBue WsnarenscTBo, rog | Konuu-Bo
JI3.1 [Ky3zmenos 1. H. JlokyMeHTarnmonHoe o0ecredeHne yrpaBIeHusI. Mocksa: 1
JloKyMEeHTO000POT U JeI0NPOU3BOACTBO: YUEOHUK U W3pnarenbcTBo
MIPaKTHKYM IOpaiir, 2019,

3JIEKTPOHHBIN pecypc

3.2

Komprmkuna T. B.,
ycTtura U. B.

JlenoBble KOMMYHHKAIMH, TOKYyMEHTOOOOPOT U
JICTIOTIPOU3BOJICTBO: YueOHOEe ocobue s By30B

Mocksa: FOpaiit,
2020, »IIeKTpOHHBIHA
pecypce

JI3.3

Xauatpsa, . A.,
Kysnenosa, 1. B.

OpraHu3aiys ¥ COIPOBOXKICHNE
9JIEKTPOHHOTO TOKYMEHTO000pOTa: yIeOHUK
JJISL CIIO

CapatoB, Mockaa:
IMpodobpazoBanue,
Aii [In Ap Menna,
2020, ek TPOHHBIH
pecype

6.2. Ilepevennb pecypcoB UHGOPMANMOHHO-TETEKOMMYHUKAIUOHHOM ceTH

"HurepHer"




01

‘YHuBepcurerckas uHpopmanuonHas cucrema «POCCHUS» - anexkTponHas OubIMoTeKa CTaTHCTHYECKUX COOPHUKOB IS
HCCIIeIOBAaHUH M ya9eOHBIX KypcOB B 00JIaCTH SKOHOMUKH, YIIPABICHHS, COIMOIOTHH, (HI0CcOMHN, MK TyHAPOTHBIX
OTHOIICHUH | Ap. HayK. http://uisrussia.msu.ru

32 |AIMUHHCTPATHUBHO-YIIPABICHYECKUIT IOPTAI - IpeAHA3HAYCH IS PyKOBOUTENCH, MEHEIKEPOB, MapKETOJIOTOB,
(hPMHAHCHCTOB ¥ 5KOHOMHCTOB IpeanpusaTuii. OCHOBOI MOpTaia sSBIIETCS IEKTPOHHAS ONONIMOTeKa JeT0OBOH JIUTEPaTyPHI U
JTOKYMEHTOB, a TakKe OU3Hec-(hopyM MO Pa3IndHBIM aCIEKTaM TEOPHUH U NPAKTHUKK OPraHU3aLiH, INIAHUPOBAHUS U
yIpaBIeHUs AEATEIbHOCTBIO NpeanpuaTHii. http://www.aup.ru/

33  |DnerponHslii pecypc ttps://go.mail.ru/redir?
type=sr&redir=eJwWNzMENgjAUAFB280TFk9dPSykoDmNS4Ssk9LtS YRwM3ES4wSud4gBevLuBvgFeLxLTQalSnvMk
U2dszpNibA

D4 |MudopmannoHHble pecypcsl HHTEpeT mpobuieM https://www.stud24.ru/records-management/informacionnye-resursy-
interneta-po-problemam/506703-2060429-page2.html

6.3.1 [lepeyeHp MPOrpaMMHOro odecreyeHnst
6.3.1 ]| [MakeT nmpuknanueix nporpamm Microsoft Office
6.3.2 Ilepeyenb MHGOPMALMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.]| «["apanT», «KOHCYIBTaHT TLTIOCH
7. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI (MOY JIST)
7.1 | YueOHbIE ayTUTOPHH JUIS IPOBEICHUS 3aHATUI JIEKIIMOHHOTO THIIA, 3aHATHH CEMUHAPCKOTO THIA (IPAKTHYESCKUX 3aHATHIA),

IPYTIIOBBIX M HHAWBUAYAIbHBIX KOHCYJIbTALMH, TEKYIIETO0 KOHTPOJIS ¥ IPOMEKYTOYHOH aTTecTallii, YKOMIUIEKTOBAHBI
CHENUANTN3UPOBAHHON MEOEIbI0 U TEXHUYECKUMH CPEICTBAMU 00YUCHUS (IOCKa, SKpaH (CTAlMOHAPHBII WM IEPEHOCHOI),
npoexTop). [TomenieHus 11 caMoCTOSTENbHOM Pab0Thl 00Y4atOLIMXCsl, OCHAILICHHbIE KOMITBIOTEPHON TEXHUKOI ¢
BO3MOXHOCTBIO TIOJIKIIIOUCHHUS K ceTH "MHTepHeT" 1 00eceyeHus 10CTyMa B AJIEKTPOHHY0 HH)OPMAIIMOHHO-
00pa30BaTENbHYIO CPEYy OpraHU3ALHH.




