AHHOTANUA K padoyeil mporpamme
no pucuuniaude OI1.06 lokymeHTannoHHOe o0ecnieyeHre yIIpaBJIeHHUs

1.1. MecTo IMCHMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHON MPOrpaMMbl

VYyeOnass aucnumuiiHa «J{oOKyMEHTallMOHHOE OOecleueHne YIpaBiICHUs» SBISETCS
00s13aTeNbHOM  YacThi0  00mIENPO()EeCCHOHATLHOTO  IIMKJIAa OCHOBHOW  00pa3oBaTenbHON
nporpammbl B cooTBeTcTBUM ¢ DPI'OC CIIO mno cnemumansHoctd 38.02.01 DkxoHOMHKA H
Oyxrantepckuii yuder (mo otpacisaMm) (kBanudpukamus «Oyxraurep, CHEIHAIUCT IO
HAJIOTO00JI0KEHHIO).

VYuebnas aucuuiuimHa «J{okyMeHTanmoHHoe oOecrieueHHne yIpaBlIeHHs» 00eCleurnBaeT
dbopmupoBanre MpodhecCHOHANBHBIX U OOMIMX KOMIETEHIMH IO BCEM BHUAAM JESTEIbHOCTH
OI'OC mo cneumansHocTd 38.02.01. DkoHOMHMKA W OyXraarepckuili yder (IO OTpacisiM)
(xBanmuukanus «0yxraiarep, CIeHAIACT 110 HAJIOTOOOI0KEHUIOY).

Ocoboe 3HaueHne yyeOHasi TUCIUILIMHA UMEET PU (POPMUPOBAHUH U PA3BUTUH OOLIUX U
pohecCuOHANBHBIX KOMIIETCHIIUNI:

OK 02 Hcmonb30BaTh COBpPEMEHHBIE CHOCOOBI IOKMCKA, aHAIM3a W HWHTEPIPETAIHU
uH(popMalui, 1 UHOOPMALIMOHHBIE TEXHOJOTUU JUIS BBIMOJIHEHUS 3a7ad NMPoQecCHOHANIbHON
JeSITEIIbHOCTH;

OK 05 OcymiecTBisiTh yCTHYIO M NHUCbMEHHYI0 KOMMYHHUKAIIMIO HAa TOCYJIapCTBEHHOM
A3BIKE C YYETOM OCOOEHHOCTEHN COLMAIbHOIO U KYJIbTYPHOTO KOHTEKCTA;

OK 09 TIlonb3oBaThcsi MpohecCHOHATBHONW TOKYMEHTAlMell Ha TOCYJapCTBEHHOM U
MHOCTPAHHBIX SI3bIKAX;

IIK 1.1. O6pabatbiBaTh NepBUYHBIE OyXTaaTepCKue JOKYMEHTHI,

INIK 1.3. IlpoBOOUTh y4eT ICHEXKHBIX CPEACTB, O(GOPMIIATH JCHEKHBIE M KacCOBBIC
JIOKYMEHTHI;

[IK 2.2. BpInosHATh NOpYYEHUS] PYKOBOJICTBA B COCTaBE KOMHCCUU IO MHBEHTapU3alUU
AKTHBOB B MECTAaX UX XPaHEHUS;

[IK 2.7. BbINOJMHATH KOHTPOJIbHBIE MPOLEAYPbl U UX JOKYMEHTHPOBAaHUE, TOTOBUTH U
0(OpMIIATH 3aBepIIAOIINE MAaTEPHAIIbI IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJISL.

1.2. Ileab ¥ NJIaHUPYeMble Pe3yJIbTAThl 0CBOCHUS Y4eOHOi TUCIMIIJIMHBI:

enpro n3yuenus yueOHON TUCHUTITHHBI [JoKyMeHTaIlMOHHOE 00€CTIeUeHNEe YIPaBICHUS
ABJIACTCA MOTYUYCHUC TCOPETHICCKUX 3HAaHUU U MPAKTUYCCKUX HABBIKOB B o0JacTu opraHu3alnuun
JIeNTOTIPOU3BOICTBA U IOKYMEHTOO0OpOTa B OPraHU3aAIHSIX.

B pe3ynbrate ocBoeHUs y4eOHON NUCHUIIIMHBI 00yYaIOUIUIICs T0JIKEH

HMeTh NPAKTHYEeCKUH ONbIT:

- odopmieHusi, TPOBEPKH TMPABUILHOCTH COCTABJICHMS, OOECHeUYeHUs, XPaHCHHS
OpPTraHU3alMOHHO — PACHOPSAUTENBHBIX U UHBIX HEOOXOJUMBIX JJOKYMEHTOB C MCIIOJIb30BaHHEM
ABTOMATHU3UPOBAHHBIX CUCTCM.

B pamkax mporpamMmbl y4eOHOW NUCIMIUIMHBI O0YYaIOINIMMHUCS OCBAUBAIOTCS YMEHUS U
3HAHUS



opranuzamuu JJOY

OdopmiATe  pe3yabTaThl NPOBEIEHHBIX
KOHTPOJIbHBIX ~ MEPOINPHUATHH  MyTem
COCTaBJIEHUS AKTOB U CIIPABOK
Pa3bupatbcs B HOMEHKIIAType 1

Kon Ymenust 3Hanus
IIK, OK

OK 02, AHanu3upoBarhb conepxanue | IlpaBuna cocraBienust 1 0opMIICHUS

OK 05, YIPaBJICHUYECKUX JTOKYMEHTOB YIPaBJICHUYECKON JOKYMEHTAIUU

OK 09, CocraBnsTthb U opopmisTe | HopmaTuBHO-TIpaBoBas 6aza

IIK 1.1, JOKYMEHTAllMl0 B  COOTBETCTBUE C | JOKYMEHTAIIMOHHOTO oOecrieueHus

IIK 1.3, HOPMATUBHBIMH JIOKYMEHTaMHU YIIPABJICHUSA

[IK 2.2, Odopmnsate neHexHbie W KaccoBble | OCHOBHBIE BHIBI COBPEMEHHBIX

IIK 2.7 JIOKYMEHTBI MHPOPMALIMOHHBIX  TEXHOJIIOTUH U
[IpoBepsiTh HamUuMe B  TMEPBUYHBIX | OCOOCHHOCTH X IPUMEHEHUS
OyXrajaTepckux JOKYMEHTax | B JIEJIONPOU3BOICTBE
00s3aTeNbHBIX PEKBU3UTOB OcHoBHble  (GOpMaThl  3JIEKTPOHHBIX
IIposepsTh HEOO0XOUMYIO | TOKYMEHTOB, HCIIONB3yeMbIX B JJOY
JIOKYMEHTALUIO JUTSL 3axmoueHust | OcobeHHocTH IIPOBEICHUS
JIOTOBOPOB KOHTPOJIbHBIX MEpONPUSITHI
[TpumeHsTh mporpaMMHOE OOECIIeUeHHE B | OpraHaMu, OCYUIECTBISAIOIUMHU

(UHAHCOBBIN KOHTPOJIb.

OOuue TpeGoBaHus K OyXIraaTepcKoMy
y4yeTy B 4YacTU JOKYMEHTHPOBAHMS
XO3SIMICTBEHHBIX JICUCTBUNA U OTEepaIfil
[TpuHIMTIBL OpraHu3aIuu
JIOKYMEHTO0000poTa

IlpaBuna ©®  CpOKM  XpaHEHHs
JIOKYMEHTOB

1.3. Ko1tu4uecTBO 4acoB Ha 0CBOeHHE padoUeii mMporpaMMebl AU CHUILIMHBI:
MaxkcuManbHasi Harpy3ka ooydJaromierocs -52 yaca, B TOM YHCIIE:
- TeopeTudeckoe oOyueHue — 18 gacos,
- MPAKTUYECKUE 3aHATHS — 18 4acos.

1.4. ®opma koHTpoOJIsi: AU PepeHIMPOBAHHDII 3a4eT.




