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1. HEJIX OCBOEHUA TUCIHUITINHBI

1.1

CdopMupoBaTh CHCTEMHOE MIPEICTABICHIE O CBOMCTBAX, PU3HAKAX, DYHKIHAX, CTPYKTYpe U MHOT000pa3nu
JIOKYMEHTOB, MX KJIacCH(pUKaLUK, METOIaX U crioco0ax JOKyMEHTHPOBaHUs, @ TAKXKE 03HAKOMHTD CTYICHTOB C MTPOLIECCOM
WX cO3/1aHMs, 00pabOTKH, XpaHEHHsI U HCIIOJIb30BaHUs, OLIEHUTh POJIb TOKYMEHTHpoBaHus B rpouecce JJOY u B
COBEPILCHCTBOBAHUY YIPABIICHHS JOKYMEHTOOOOPOTOM,

2. MECTO JUCHHIIVIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT: |Bl .B.ZIB.02

2.1

TpedoBaHus K MpeIBaApUTEIbHOIl MOATOTOBKE 00y4YaIOUIerocs:

2.1.1

VYnpasienue J0KyMEHTO000pOTOM

2.12

Pycckuit 361K ¥ KyIbTYypa peun

2.1.3

IIpaBoBeneHue

2.14

Ludposast rpaMOTHOCTH

2.2

I[I/ICIII([IUII/[H]:I U MMPAKTUHKH, JJIS1 KOTOPBIX OCBOCHUE JAHHOM JUCHMILTMHBI (MOZIyJ'Iﬂ) HCOGXOZIPIMO Kak
npeaumecTrBylouiee:

2.2.1

VYnpasieHue J0KyMeHTO000pOTOM

3. KOMIIETEHIIMHX OBYYAIOIIETOCsA, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSA JUCIUIIJINHBI

(MOJY.JIST)

IK-

4.2: OIIeHI(IBaeT npouecc 1I0KyMEHTHUPOBAaHUSA yIIpaBJIeH‘leCKOﬁ ACATECJIbHOCTH U COBEPHICHCTBYET YIIPABJICHHE
JAOKYMEHT0000p0oTOM

B pe3yabTaTe 0OCBOCHUS TUCHUIIIHHBI oﬁyqaloumﬁcsn JOJIZKEH

3.1

3HaTh:

3.1.1

TCOPETUICCKHUE OCHOBBI JOKYMCHTOBECACHU S, €0 TCPMHUHOJIOTUIO U 3a/1a4H;

3.1.2

HOPMAaTHBHO-METOMUYEKYI0 0a3y, peryIupyIIyI0 AeJI0NPOU3BOACTBO U TOKYMEHTHPOBAHHUE;

3.13

KJ'[aCCI/I(bI/IKaLII/IIO U OTJIMYUTCIIBHBIC XapaKTCPUCTHUKU PA3JIMYHBIX BUJOB JOYIIMCHTOB,

3.14

KOoH(UACHINATIBHBIE CTy>KEOHBIE JOKYMEHTHI H OpPraHU3alUI0 Pa0OThI MO MX 3alIUTe OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA;
poib JokyMeHTHpoBaHus B rponecce JJOY u B coBepIIeHCTBOBAHNY YIPABJICHHs JOKYMEHTO000pOTOM

3.2

YMmerh:

321

pelIaTh CTaHAapTHEIE 3a1a9¥ MPO(eCCHOHATLHON ASSITENFHOCTH Ha OCHOBE HH(POPMAIIMOHHOM 1 OHOIHOTrpaduuecKoit
KyJbTYpPBI ¢ IPUMEHEHHEM HH()OPMALOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

322

HCTIO0JIB30BaTh CTAHAAPTHI U APYTI'YIO HOPMATUBHYIO JOKYMCHTAIIHUIO IIPH OLICHKE Mpouecca JOKYMECHTUPOBaHUs,

323

JOKYMEHTHPOBATh OCHOBHBIC BUIBI OpFaHI/I3aHI/IOHHO-paCHOpH,I[PITeHLHOfI JOKYMCHTAIINH,

324

OpraHu30BaTh paboTy JOKYMEHTO000pOTa Ha MPEANPUATHH,

325

HUCIIOJIB3YA CPEACTBA O(I)I/ICHOPII aBTOMATU3allu1, METOABI U CPCACTBA YIIPABJIICHUS JICKTPOHHBIMU JOKYMCHTAMMU,

3.2.6

q)OpMI/IpOBaTI) AcJia 1 MOoAr0oTaBJIMBAaTh JOKYMCHTEI K IIE€PEAAYUC Ha ApXUBHOC XPaHCHUC,

3.2.7

OLICHUBATH MPOLECC NOKYMEHTALITUOHHOT'O obecrieyeHust YHpaBJICHUA

4. CTPYKTYPA U COJEPKAHME JUCIAIIIMHBI (MOLYJIST)

Kon

| 3aHATHA 3anaTusg/ Kvpe 00707

HaumenoBanmue pa3nesioB u Tem /Bua | Cemectp /| YUacos | Kommeren- | Jluteparypa IIpumeyanne

Paznen 1. [lokymeHT B cucTeme
ynpasJjeHust npeanpusiruemM. Posn
JOKYMEHTA B IPUHATHH
YHpaBJIeHYeCKOro perieHus.
Oco0eHHOCTH JOKYMEHTHPOBAHHS B
YCIOBHSIX 3JIeKTPOHHOTO
AeJIOTPON3BOJCTBA




1.1 JIoKyMeHT B cucTeMe YIIpaBIeHUS [IK-4.2 JIL.1JI1.2
npennpusitueM. Ponbs tokymeHnTa B JIT.3 JI1.4J12.1
MPUHATHN YIPaBIEHYECKOTO PELIECHNU. J12.2 J12.3]13.1
Oco0eHHOCTH TOKYMEHTHPOBAHHUS B JI3.2J13.3
YCIIOBHSIX AJIEKTPOHHOTO 2253 54
Jienonpou3BoacTsa /Jlex/

1.2 W3yuenue pa3nuyHbIX BUAOB JOKYMEHTOB, I1K-4.2 J1.1J11.2
TepmuHOB /TIp/ JI1.3 J11.4J12.1

J12.2 J12.3J13.1
J3.2J13.3
023354

1.3 B3syukeHnue onbiTa paboTHI ¢ IK-4.2
noxkymenramu /Cp/

Paznen 2. 3akoHogaTesbHAA H
HOPMAaTHBHO-MeTo/in4ecKas 0a3a
JOKYMEHTHPOBaHHSA, TPEOOBAHUS K
o opMIIeHNIO T0KYMEHTOB, OPS/I0K
NpUMeHeHHUs1 peKBU3UTOB

2.1 3akoHOJaTeNnbHas ¥ HOPMaTHBHO- K-4.2 JIL.1J11.2
MeToAnYecKas 0aza JOKyMEHTHPOBAHHUS, JI1.3 J11.4J12.1
TpeOOBaHUs K OPOPMIICHUIO JIOKYMEHTOB, JI2.2 J12.3J13.1
MOPSIOK IPUMEHEHHUS peKBU3UTOB /JIek/ JI3.2J13.3

023354

2.2 N3ydenue 3akoHOIaTENbHON U [IK-4.2 JI1.1J11.2
HOPMAaTHBHO-METOIUUECKON 0a3bl, TOPSIIOK JI1.3 JI1.4J12.1
MpUMEHEHUs pekBU3UTOB /I1p/ JI2.2 J12.3J13.1

JI3.2J13.3
023354

2.3 Paspabotka koHcriekTa mo teme «Poib [IK-4.2 JIL.1JI1.2
JIOKyMEHTa B IIPUHATUU YIIPABIEHYECKOTO JI1.3 J11.4J12.1
pewenust /Cp/ JI2.2 J12.3J13.1

JI3.2J13.3
023354
Paznean 3. [lopsiok u TexHoIOTHSA
odopmIeHHs1 OPraHU3aLHOHHBIX
JOKYMEHTOB,0C00€HHOCTH JJIEKTPOHHOT O
AOKYMEHTHPOBAHHS

3.1 [Mopsinox u TexHOMOTUS 0HOPMIICHHS [K-4.2 JIL.1J11.2
OpTaHU3aIMOHHBIX JI1.3 J11.4J12.1
JIOKyMEHTOB,0COOEHHOCTH 3JIEKTPOHHOTO J12.2 J12.3J13.1
JlokyMeHTupoBaHus /JIex/ JI3.2J13.3

023354

3.2 OCOOCHHOCTH AJEKTPOHHOTO [1K-4.2 JI1.1J11.2

JIOKyMeHTupoBaHus (rpakruka) /Tlp/ JI1.3 J11.4J12.1
J12.2 J12.3J13.1
JI3.2J13.3

0923354




33 OdopmiieHr KOHKPETHOTO 6 IIK-4.2 JIT.1 JI1.2
OpraHu3alMOHHOTO JoKymeHTa /Cp/ JI1.3 JI1.4J12.1
JI2.2 J12.3J13.1
JI3.2J13.3
01323354
Paznen 4. Ilopsiiok u TexHoI0THS
odopmieHnst HHPOPMALMOHHBIX
JOKYMEHTOB,0CO00€HHOCTH 3J1eKTPOHHOI'0
JOKYMEHTHPOBAHUS
4.1 [Mopsimok 1 TexHOI0THs 0OQOPMIICHHS 2 11IK-4.2 JI1.1 J11.2
HHPOPMAITHOHHBIX JI1.3 JI1.4J12.1
JIOKYMEHTOB,0COOCHHOCTH 3JICKTPOHHOTO J12.2 J12.3J13.1
JOKyMeHTUpoBaHUs /JIek/ JI3.2J13.3
023354
42 Topsiok ¥ TeXHOIOTHs 0OQOPMIICHHS 2 IIK-4.2 JIT.1 JI1.2
MH(OPMALMOHHBIX JOKYMEHTOB B JI1.3 J11.4712.1
snextpoHHoM Buze /IIp/ J12.2 J12.3J13.1
JI3.2J13.3
0233 54
43 PazpaboraTh anropurm opopmieHUs 4 [1K-4.2 JI1.1JI1.2
Pa3nUYHBIX HHQOPMAIIMOHHBIX JI1.3 J11.4J12.1
noxymeHToB /Cp/ JI12.2 J12.3J13.1
JI3.2J13.3
01323354
Paznen 5. Ilopsaaok U TexHoI0TUs
oopmaeHns: pacnopsIuTeTbHBIX
JOKYMEHTOB,0CO00€HHOCTH 3JIeKTPOHHOI'0
JOKYMEHTHPOBAHUS
5.1 [Mopsinox 1 TexHOI0TUs OQOPMIICHHS 1 IIK-4.2 JIT.1 J11.2
pacnopsAuTEIbHBIX JI1.3 J11.4J12.1
JIOKYMEHTOB,0COOE€HHOCTH 3JICKTPOHHOTO J12.2 J12.3J13.1
JOKyMEHTHpOBaHus /JIek/ JI3.2J13.3
D233 54
5.2 TMopsimok 1 TeXHOIOTHs 0OQOPMIICHHS 4 [IK-4.2 JIT.1JI1.2
pacnopsiAUTENbHBIX JOKYMEHTOB, JI1.3 J11.4J12.1
3JIeKTpOHHBIH BapuaHt /TIp/ J12.2 J12.3J13.1
JI3.2J13.3
023354
53 Pa3paboTka anroput™a opopMIICHHS 10 [1K-4.2 JIT.1 JI1.2
pacTopsAAUTENILHBIX JOKYyMEeHTOB /Cp/ JI1.3 J11.4J12.1
J12.2 J12.3J13.1
JI3.2J13.3
01323354

Pa3nmen 6. [lesioBOe MUCHEMO U JAe10Bast
NepenucKa - 0CHOBA YCTAHOBJIEHUS
JeJOBbIX KOHTAKTOB, TaNbI U MPaBHJIa
CO3TaHHs




6.1 JlenoBoe muCHEMO U AeNoBasl IIepenrcKa - 1 T1IK-4.2 JI1.1 J11.2
OCHOBA yCTAHOBIJICHUS AETOBBIX JI1.3 J11.4J12.1
KOHTAaKTOB, 3Tallbl ¥ IIPaBUJIA CO3aHUs J12.2 J12.3J13.1
/JTex/ JI3.2J13.3

923354
6.2 PazpaboTka 1 HanMcaHUe AEI0BOTO 2 [1K-4.2 JI1.1J11.2
mucema /TIp/ JI1.3 JI1.4J12.1
J12.2 J12.3J13.1

JI3.2J13.3

223354

6.3 PaspaboTka 1 oopmiIeHHE 3JTEKTPOHHOTO 20 [K-4.2 JI.1 J11.2

nucsma /Cp/ JI1.3 J11.4J12.1
J12.2 J12.3J13.1

JI3.2J13.3
0103233 54

Paznen 7. Opranuszanust

AOKYMEHTHPOBAHUS HA

npeanpuaTuun.OneHka npouecca

AOKYMEHTHPOBAHUS, My TH

COBEPLIEHCTBOBAHNS YIIPABJICHHS

NpeANnuATHEM B acNeKTe

AOKYMEHTOBeIeHUsI

7.1 Opranuzanus JOKYMEHTUPOBAHUS HA 2 IK-4.2 JIT.1 J11.2
npeanpustuu. OLeHka mnpoiecca JI1.3 JI1.4J12.1
JIOKYMEHTUPOBaHHUS, MyTU JI2.2 J12.3J13.1
COBEPIIEHCTBOBAHMUS YIIPABICHUS JI3.2J13.3
MIPEAMUSTHEM B aCIIeKTe 023354
nokyMeHroBeaeHus /Jlex/

7.2 Ornenka nporiecca JOKYMEHTHPOBaHH 2 [IK-4.2 JIT.1JI1.2
Mp/ JI1.3 J11.4J12.1

J12.2 J12.3J13.1
JI3.2J13.3
023354
7.3 TBopueckas paboTa 1o MOKCKY MpodIeM U 20 [IK-4.2 JIT.1 JI1.2
myTeit copepieHcTBoBaHus /Cp/ JI1.3 J11.4J12.1
JI2.2 J12.3J13.1

JI3.2J13.3
313233 54

7.4 /3auét/ 2 [1K-4.2 JI.1J11.2
JI1.3 J11.4J12.1
J12.2 J12.3J13.1

JI3.2J13.3

223354

7.5 /Kontp.pad./ 8 I1K-4.2 JI1.1J11.2
JI1.3 J11.4J12.1
J12.2 J12.3J13.1

JI3.2J13.3

24

5. OHEHOYHBIE CPEICTBA




5.1. OueHo4yHbIe MATEPHUAJIBI IJISI TEKYIIET0 KOHTPOJISI H MPOMEKYTOUYHOI aTTeCTAIUH

Hpe,I[CTaBIIeHI)I OTACIIBHBIM JOKYMECHTOM

5.2. OueHovHbIe MaTepuaJibl 1J51 THATHOCTUYECKOI'0 TECTUPOBAHUSA

HpeﬂCTaBJ'IeHLI OTACIIbHBIM JOKYMEHTOM

6. YYUEBHO-METOAUYECKOE U HTHOOPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOY JIs)

6.1. Pexomenayemas JiuTeparypa

6.1.1. OcHoBHas JauTEpaTYpa

ABTOpBI, COCTaBUTENN 3arnaBue Wznarenscto, roa | Konuu-so
JI1.1 |Konbimukuna T. B., JlenoBble KOMMYHUKALUH, IOKYMEHTOO00POT U Mocksa: 1
ycruna U. B. JIEJIOTIPOU3BOJICTBO: Y4ueOHOe mocobue WznarenbcTBO
IOpaiir, 2019,
ONeKTPOHHBIHI
pecypc
JI1.2 |Ky3uenos U. H. JloKkyMeHTallMOHHOE 00ECIIEUEHUE YIIPaBIICHHUSI. Mockaa: FOpaiir, 1
JIoKyMeHT000O0pOT ¥ JeJIONPOU3BOJCTBO: Y YeOHHK U 2020, DnexTpoHHBIN
IPaKTUKYM JUIs BY30B pecypc
JI1.3 |Kopnees U. K., JlokyMeHTHpOBaHUE yIpaBIeHYECKOH AedarenpHoCcTH: YueOHuk |Mocksa: FOpaiiT, 1
ITmenko A. B., Y IPAaKTHKYM JJIsI By30B 2020, DnexTpoHHBIN
Mamrypres B. A. pecypce
JI1.4 |Kproxosa H.IT. JlokyMeHTHpOBaHUE yIpaBIeHUECKOH feaTenbHocTH: YuebHoe |[Mocksa: OO0 1
nocobue "HayuHo-
U3IATeNbCKUN
uentp UHOPA-M",
2019, DnexTpoHHBII
pecype
6.1.2. lononHMTeIbHAS JUTEPATYypa
ABTOPBI, COCTABUTEIH 3arnaBue WznarensctBo, rox | Kommy-Bo
JI2.1 |Hoponuna JI. A., JlokyMeHTOBeieHHe: Y UeOHUK U IIPAKTUKYM IS BY30B Mocksa: FOpaiit, 1
Wsanosa JI. A., 2020, DneKTpoHHbII
Kapneruesa E. B., pecypce
ITmenko A. B.,
Pacuxuna JI. @.
JI2.2 | Jdoponuna JI. A., OpraHuzanus 1 TEXHOJIOTUS TOKYMEHTaMOHHOTO obecnieuenus |[Mocksa: FOpaiir, 1
Hputukosa B. C. yIpaBieHus: Y4eOHUK U IPaKTUKYM VIS By30B 2020, DneKTpOHHBIN
pecypc
JI2.3 |Ky3nenosa, U. B., KonduaeHnnaisHOe AETONPOU3BOACTBO U 3AIUILICHHBIH Mocksa: At [Tn Ap 1
Xauatpsy, I'. A. JIEKTPOHHBIN IOKYyMEHTO000POT: yueGHOe Iocodue 1t Menua, 2020,
0akaaBpoB ONeKTpOHHBIH
pecype
6.1.3. MeToagu4yeckue pa3padoTKu
ABTOpBI, COCTAaBUTEIH 3arnaBue W3narensctBo, roxa | Koauu-Bo




ABTOPBI, COCTABHUTEIH 3arnaBue UznarensctBo, rox | Komuu-Bo
JI3.1 |Ky3zuemnos U. H. JIoKyMeHTaIlMOHHOE 00eCTIeYCHNE YIPaBICHHSL. Mocksa: 1
JIoKkyMeHTO000POT U JEeIONPOU3BOACTBO: Y UeOHUK U W3natenscTBO
MIPaKTUKYM IOpaiir, 2019,
DNIeKTPOHHBIN
pecypc
JI3.2 |Konpiukuna T. B., JlenoBble KOMMYHUKALUH, JOKYMEHTOOO0OPOT U Mocksa: FOpaiir, 1
lycTtuna U. B. JIEJIOTIPOU3BOJICTBO: Y4ueOHOE mocobue Jisi By30B 2020, DnexTpOHHBIH
pecypc
JI3.3 |XauatpsH, I. A., OpraHuzanys 1 CONpOBOXKICHHE dJIEKTPOHHOTO Caparos, Mockaa: 1
Kysuemnoga, 1. B. JIOKYMEHT0000pOoTa: YIeOHHK IS CTIO IIpodobpazoBanue,
At [Tu Ap Menna,
2020, DneKTpOHHBII
pecypc
6.2. Ilepeuens pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHUKAIIUOHHOM ceTH "UHTepHeT"

31 |YHuuBepcurerckas napopmanuonHas cucrema «POCCHUS» - anekrpoHHas OnOIMOTeKa CTATUCTHYECKUX COOPHUKOB IS
WCCIIeJIOBAaHUH U yUeOHBIX KYpPCOB B 00JIaCTH SKOHOMHKH, YIPaBJICHUS, COLMOIOTUH, (PHIOCOPHHN, MEKTYHAPOTHBIX
OTHOLICHUH U Ap. HayK. http://uisrussia.msu.ru

D2 | AIMUHHCTpPaTHBHO-YIIPaBICHYECKUH MOpTal - MpeJHa3HaueH AJIsl pyKOBOIUTENEH, MEHEDKEPOB, MapKETOIOT OB,
(DMHAHCUCTOB ¥ SKOHOMHCTOB MpeAnpusaTHiA. OCHOBOW ITOpTAaja SBISETCS JIEKTPOHHAS OHOIMOTEKa IEI0BOM JTIUTEPATyPBI
1 TOKyMEHTOB, a TaKkKe On3Hec-(pOopyM 110 Pa3IMYHBIM acIIeKTaM TEOPHH M MPAKTHKU OpraHU3aliH, IUTAHUPOBAHUS U
yIpaBJIeHUs ACATENbHOCTBIO peanpusaTuid. http://www.aup.ru/

33 |DnerpoHHBIN pecype ttps://go.mail.ru/redir?
type=sr&redir=eJwNzMENgjAUAFB28OTFk9dPSykoDmNS4Ssk9Lf5 YRwM3ES4w5ud4gBevLuBvgFeLxLTQal5SnvMk
U2dszpNibA

D4  |HNudopmarmoHHbIe pecypchl MHTepeT mpobieM https://www.stud24.ru/records-management/informacionnye-resursy-

interneta-po-problemam/506703-2060429-page2.html

6.3.1 Ilepeyens NporpaMMHOro odecnevdeHust

6.3.1.1 |HaKeT npuKiIagHbIX mporpamm Microsoft Office

6.3.2 IlepeueHb HH(POPMALHOHHBIX CHIPABOYHBIX CHCTEM

6.3.2.1 |<<FapaHT», «KoHcynpTaHT TUTFOCY

7. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIIMHBI (MOAY JIS)

7.

—_—

YyeOHast ayquTOpus Ui IPOBEICHUS 3aHITUH JICKIIMOHHOTO TUIIA, 3aHITHI CEMHUHAPCKOTo TN (J1abopaTOPHBIX
3aHATHI), TPYIIIIOBBIX ¥ WHAWBUAYAIbHBIX KOHCYJIbTALMH, TEKYIIIET0 KOHTPOJISA H IPOMEXKYTOYHOH aTTecTalluy OCHAIeHa!
KOMIUIEKT CHeHaTN3UPOBaHHON yaeOHOI Mebenn, MapKepHast (MeNoBasi) T0CKa, KOMILUIEKT EPEHOCHOTO
MYJIBTUMEANHHOTO 000pyI0BaHUS - KOMITBIOTED, IIPOEKTOP, IPOCSKIIMOHHBIN 3KpaH, KOMITBIOTEPBI C BO3MOXHOCTBIO
BbIX0/1a B IHTEpHET M IOCTYIIOM B 3JIEKTPOHHYIO HH(POPMaMOHHO-00pa3oBaTeIbHyI0 cpeny. OdecredeH JOCTYI K CeTH
MHTEpHET U B 3JIEKTPOHHYIO HH(POPMALMOHHYIO CPEy OpraHUu3aIiH.




