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1. IEJTA OCBOEHUSI JUCLUTIIMHBI (MO1Y.J151)

1.1 | Llenpro QUCIUIUIMHEI IBIsIeTCS (OPMHUPOBAHIE 3HAHUH y 00yJaromuxcs B 00JIaCTH JOKYMEHTHPOBaHUSA H OCHOBaMH
opraHu3aIiy paboThl ¢ OPraHU3aOHHO-IIPABOBBIMU, PACTIOPAIUTEIBHBIMH, CIIPABOYHO-HH(GOPMAIIHOHHBIMH,
TPYAOBBIMH JOKYMEHTAMH NPEIIPUATHS C UCIIOJIb30BAHUEM COBPEMEHHBIX aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHH.

2. MECTO JUCIMITIJIMHBI MOAYJIA) B CTPYKTYPE OBPA30OBATEJIBHOU ITPOT'PAMMBbI

Iuxn (paznmen) OIT: | b1.B.Z1B.03.02

3. KOMINETEHIIUU OBYYAIOIIETOCSl, POPMHUPYEMBIE B PE3YJIbTATE OCBOEHUS IV CLIUTIINHBI
(MOJIY.JIsT)

[1K-8: B1ageHneM HaBBIKAMH JOKYMEHTAIBHOTO O0(OPMIICHHS PEIICHUH B YIIPAaBICHUN ONEPANUOHHO (IIPON3BOCTBEHHOI)
JeATeIbHOCTH OpraHU3aIui IPU BHEAPEHUH TEXHOJIOTUYECKHUX, IPOYKTOBBIX MHHOBAIIMI UIIM OPTraHU3allUOHHBIX H3MEHEHUH

3HaTh:

TepMI/IHOHOFI/IIO, ,HGfICTByIOHlHe TOCyAapCTBEHHBIC HOPMATUBHO-METOAUYECCKUEC NTOKYMCHTBI, PErIIaMCHTUPYIOIINEC
JACJIONPOU3BOJACTBO B praBﬂeH‘leCKOﬁ ACATCIIBHOCTU U OpraHU3aluio I/IHq)OpMaI.lI/IOHHO-,I[OKyMeHTaI_II/IOHHOFO O6C.]'Iy)KI/IBaHI/I$I.

VMmerb:

CocTaBisTh U O(I)OpMJ'IfITL HamnboJsee pacupoCTpaHC€HHBIC BUIbl JOKYMCHTOB

Bnanets:

HaBBIKAMHU JJOKYMEHTAIIbHOTO O(hOpMIICHNUS pelIeHni onepaluoHHO (IPOU3BOACTBEHHOMN ) IeATEIbHOCTH OpraHU3aIl1 IPH
BHEJIPEHUHY MHHOBALMi U U3MEHEHUH

[TK-20: BJIaICHUEM HaBbIKaMHU ITOATOTOBKH OpPTaHU3allMOHHBIX U paClIoOpAAUTECIIbHBIX JOKYMCHTOB, HCO6XO,I[I/IMLIX JUIA CO3JIaHUs
HOBBIX IPEANTPUHUMATEIIBCKUX CTPYKTYP

3HaTh:

IpaBuna coctaBieHUs 1 0POPMIICHHS CITY)KEOHOW TOKYMEHTAIIUH, COOTBETCTBYIONINE HOPMATHBEI U CTaHAAPTHL. TpeboBaHUs K
paIMoHAIFHON OpTraHU3aIMU pa0OTHI C JOKYMEHTaMHU

VYMeTh:

CocTaBnsaTh 1 0pOPMIIATE BCE BH/IBI JOKYMEHTOB, IPUMEHSAEMBIX B YIIPABIEHUECKOH AEATEINEHOCTH C yUeTOM MX Ha3HAUCHUS.
OpraHu30BaTh palMOHAIBHOE XpaHEeHHEe U AP (eKTHBHOE HCII0NIBb30BaHNE HH(OPMAINOHHO-JOKYMEHTAIHOHHBIX MACCHBOB

Bnaners:

HABBIKAMH MOJATOTOBKH OPTaHU3AI[MOHHBIX U PACIIOPSIUTEIBHBIX TOKYMCHTOB, HEOOXOIMMBIX JJISI CO3JaHUS HOBBIX
NpPEANPUHUMATEIECKUX CTPYKTYP

40.049. IIpodeccuonanbubiii crangapt "CIHEIMUAJIACT 1O JIOTUCTUKE HA TPAHCIIOPTE", yrBep:xkaéHHbIH
npuka3oM MuHHCTEPCTBA TPYAa U cONUAILHOM 3amuThl Poccuiicko @enepanun ot 8 cenrsadops 2014 r. N 6161
(3aperucrpupoBad Munucrepcrsom 1octunnu Poceniickoii @enepaunn 26 cenrsiops 2014 r., perucrpannonnbiii N 34134)

[IK-8. B. Opranusanus mporecca IepeBo3KU Ipy3a B IEMH NOCTaBOK
B/01.6 Opranuzanust JOTHCTHYECKON JIEITEINBHOCTH MO IEPEBO3KE IPY30B B LICTTH OCTABOK

TIK-20. B. Opranusanus npoiiecca IepeBo3KU Ipy3a B LIENTH OCTABOK
B/01.6 Opranuzanusi TOTUCTUUECKON AATETLHOCTH IO IEPEBO3KE IPY30B B LIEMTH TOCTABOK

B pe3yabTarte ocBoeHUs JMCUUIIMHBI (MOAYJIs1) 00y4YaloIuiics J0/KeH

3.1 | 3nars:

3.1.1 | - TepMHHOIIOTHIO, ACHCTBYIOLIIE rOCYIapCTBEHHbIE HOPMaTUBHO-METOINUECKHIE JOKYMEHTBI, PETTIAMEHTHPYIOLIHE
JIETIOTIPON3BOJICTBO B YIIPABIECHUECKOH ACATENFHOCTH M OPTaHN3AIHI0 HH(POPMAHOHHO-T0OKYMEHTAIIHOHHOTO
o0cyXUBaHUS

3.1.2 | - [IpaBuina cocTaBneHUs U 0(OPMIIEHHS CIyKEeOHOH JOKYMEHTAIUH, COOTBETCTBYIOIINE HOPMATUBEI U CTaHJapTHI

3.1.3 | - TpeboBaHus K pariMOHATBHON OpPTaHU3aIUH PaOOTHI C JOKYMEHTaMH

3.14

3.2 | YmeTh:

3.2.1 |- CocraBnsTh ¥ 0QOPMIATh HaHOOJIee PACIPOCTPAHECHHBIC BUIBI JOKYMCHTOB

3.2.2 |- CocTaBiaTh U O(I)OpMJ'I}ITB BCC BUbI JOKYMCHTOB, IPUMCHACMBIX B praBJ'ICH‘leCKOﬁ JACATCIBHOCTU € YIETOM UX
Ha3zHAa4YCHUA

3.2.3 | Oprann3oBath pannoHAIEHOE XpaHeHHe 1 3(Q(HEeKTHBHOE UCIIONIF30BaHIE HH(POPMAOHHO-OKYMEHTAIHOHHBIX
MacCHBOB

324

3.2.5

3.2.6

3.3 | Baagern:

3.3.1 | HaBBIKAMHU TOKYMEHTAJIBHOTO O(OPMIICHHUS PEIIeHHH ONepaniOHHOH (IIPOU3BOICTBEHHON ) IESTETHOCTH OpraHU3aIIH
IIpU BHEIPEHUU UHHOBAIUI U U3MEHEHUI




3.3.2 | HaBBIKAMH TTOATOTOBKH OPTaHU3AI[HOHHBIX U PACHOPSIIUTENBHBIX JOKYMEHTOB, HSOOXOIUMBIX IJISl CO3aHUS HOBBIX
IIPEANPUHUMATEIBCKUX CTPYKTYP

4. CTPYKTYPA U COAEP KAHUE JUCHUTIITUHBI (MO YJIS)

Kon HaumeHoBaHue pa3/iesioB U TeM /BU]I 3aHATHS/ Cemectp | YacoB | IIpumeuanue
3aHATHS / Kypc

Paznen 1. CucremMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTA

1.1 Tema 1. McxoaHble MOHATUS HHGOPMAIIMOHHBIX CHCTEM YIIPABICHHS 3 2
nokymMeHToobopoToMm. /Jlex/ /Jlex/

1.2 INousTHE HHPOPMAIIMOHHBIX CHCTEM YIPABIICHAS TOKYMEHTOO00OPOTOM. 3 2
OpraHu3aliiOHHO-PAaCIOPSAUTENbHBIE JOKYMEHTHI. /I1p/

1.3 Tema 5. Opranuzanus UHPOPMALMOHHOM CHCTEMBI YITPABICHUS 3 2
JTokymeHToo6oporom. Tema 8. YpasineHne JOKyMEHTOOOOPOTOM B PELICHUSIX
SAP /JIex/ /Jlex/

1.4 WHadopmannoHHast cucTeMa ypasieHus JokymeHToooopotoMm. /TIp/ /Tlp/ 3 4
1.5 IMoaroroka k aexmusim /Cp/ 3 2
1.6 [ToaroroBka k mpakTH4eckuM 3aHATHAM /Cp/ 3 6
1.7 KonrakTHBIE Hackl Ha aTTecTanuio B mepuog OC /KD/ 3 0,25
1.8 Tema 2. CocTaB peKBU3UTOB M BUABI OJJAHKOB OPraHU3AI[IOHHO- 3 10
pacnopsimurensHeIx fokymeHToB TOCT P 6.30-2003. OopmiieHne pekBU3UTOB
JnokymeHToB /Cp/
1.9 Tema 3. OdopmiieHne OpraHu3alMOHHO-TIPABOBBIX U PACIIOPSIUTEIBHBIX 3 10
JoKyMeHTOB. /Cp/
1.10 Tema 4. OopmiteHne ciry>)keOHBIX IIUCEM U IPYTHX OMEPAaTHBHO- U CIIPABOYHO- 3 10

MH()OPMAIIMOHHBIX TOKYMeHTOB. OdopMileHre JOKYMEHTOB IO TPYIOBBIM
npaBooTHOLIeHUsIM /Cp/

1.11 Tema 6. ABTOMaTH3a1Ms COCTABIICHHS SJICKTPOHHBIX IOKYMEHTOB U MPOIECCOB 3 10
BBOJIa TOTOKOB BXOJAIINX JOKYMEHTOB. /Cp/

1.12 Tema 7. OpraHu3ainus CHCTEMEBI AIEKTPOHHOTO TOKyMeHTo00opoTa. /Cp/ 3 10

1.13 OmmoOKH B A3bIKE U CTHIIC IEOBON JoKyMeHTarwu. /Cp/ 3 10

1.14 OdopmiteHre ciTy)keOHBIX TIHCEM, OTIEPaTHBHO- CIIPAaBOYHO-HH(POPMAIIMOHHBIX 3 10
nokymeHToB. /Cp/

1.15 Mapmpyrusaris JOKyMEHTOIIOTOKOB. Mosens pemenus SAP. /Cp/ 3 12

1.16 CocraBineHue 3IeKTPOHHBIX JOKyMeHTOB. /Cp/ 3 4

5. OIEHOYHBIE MATEPHAJIBI

OueHOYHbIe MaTepHabl JUlsl IPOBEICHHUS IIPOMEXYTOYHON aTTECTAlMU O0YJAIOMUXCS IPUBEICHBI B IIPHIIOKEHUU K
paboueii mporpaMMe TUCHHUIUTHHBL.

@DOpMBI ¥ BHIBI TEKYIIETO KOHTPOJIS IO AUCIHUILINHE (MOIYIIO), BHIBI 3aJJaHUH, KPUTEPUH MX OI[CHUBAHUS,
pacopernenenue 6aIoB M0 BUAAM TEKYIIEro KOHTPOIIA pa3padaThIBAlOTCs MpenojaBaTelieM AUCIUILTHHEL C yIeTOM €€ CIeIU(UKH U
JOBOZATCS JI0 CBEJICHHS 00yJaroUXcsl Ha IEPBOM y4EOHOM 3aHSTHH.

Tekymuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBIISETCS MIPENoAaBaTeIeM IUCIUILIAHEL (MOIYIIA), KaK MPaBHo, C
ucnons3oBanreM DVOC mim myTeM MpoBepKH MUCHMEHHBIX padoT, IPeIyCMOTPEHHBIX pabOYNMH IIPOTPaMMaMH JUCIHUILUIHH B
paMKax KOHTaKTHOI paboThl M CAMOCTOSTENbHOM paboThl oOyuarommxcs. s GpukcnpoBanus pe3yabTaToB TEKYLIEro KOHTPOJIS
MoXeT ucnoinbsopaTtbes DMOC.

6. YAEBHO-METOAUWYECKOE U TH®OPMALIMOHHOE OBECIIEYEHME JUCHUIIJIMHBI (MO YJISA)

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHAs JIMTepaTypa

ABTOpBI, COCTaBUTENHN 3arnaBue W3narensc On. agpec
TBO, TOJ[
JI1.1 | AntyxoBa H.®. u nip. | CHCTEMBI 3JIEKTPOHHOTO TJOKYMEHTOO0O0pOTA. Mocksa: //www.book.ru/book/931
KuoPyc,

2019




ABTOPBI, COCTaBUTEITH 3arnaBue Wsnatensc Om. agpec
TBO, TOJ[
JI1.2 | lysanosa H. H., OCHOBBI JICTIONTPOU3BOJICTBA. SI3bIK CIY)KEOHOTO TOKYMEHTA: Mocksa:  [tps://urait.ru/bcode/4390¢
HBanosa A. 0. Y4eOHNK U IPaKTHKYM IOpaiir,
2019
6.1.2. JlonosiHuTEIBHAS JIUTEPATypa
ABTOpBI, COCTaBUTEIH 3arnaBue Wznatensc O11. aapec
TBO, TOJ
JI2.1 |Beperexuna C.B. JlucranonHsI Tpya. Oprann3amnus 3JeKTPOHHOTO MockBa:  //www.book.ru/book/934
JIOKYMEHTOO0OPOTAa B KaIPOBOM JIEJIOMPOU3BOJICTBE! Pycaiinc,
Mownorpadus 2020
J12.2 | Coxomnosa O.H., JlokyMeHTalmoHHOE 00OecTieueHe yIpaBIeHHs B Mocksa: //www.book.ru/book/932
AxumoukuHa T.A. OpraHu3aIUH. KunoPyc,
2020

6.2 NHdopManMOHHbIE TEXHOJOTHH, HCIOJIb3yeMble NMPH 0CYIIECTBICHHH 00Pa30BaTeJbHOT0 MPOLEcca MO AUCIUILINHE
(Moay.ar0)

6.2.1 IlepevyeHb JTUIIEH3HOHHOIO U CBOOOJHO PACIPOCTPAHAEMOI0 NPOrPaAMMHOI0 00ecrneveHHust

6.2.1.1 | Microsoft Office

6.2.2 IlepeuyeHb nMpoecCHOHAIBHBIX 023 TAHHBIX 1 MH(POPMAIHOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1 | ®eaepanbHbIii 00pa3oBaTenbHbIH TOpTan « IkoHOMHUKA Connonorust MeHemKkMeHT - http://ecsocman.hse.ru

6.2.2.2 | baza nanHBIX «MaKpOIKOHOMHUKAY - UH(HOPMAIIMOHHO- aHATUTUYECKHH pa3zen opuIuaibsHOTo caiita MUHICTEpCTBa
¢unancos P® - http://info.minfin.ru/prices_index.ph

6.2.2.3 | ba3a nannbix «bubnnoTeka ympasieHus» - KopnopatuBHslii MeHemkMeHT - https://www.cfin.ru/rubricator.shtml

6.2.2.4 | Cratuctuueckas 6a3a ganasix EDOK OOH - http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _20-ME__ 1-MEOV/

6.2.2.5 | CnpaBouno-mpaBoBas cucrema «Koncynsrantllmtocy (http://consultant.ru)

6.2.2.6 | CnpaBouHo-mipaBoBas cucrema «['apant» (http://garant.ru)

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MO YJIS)

7.1 | YaeGHBIC ayquTOpHH U IPOBEICHNS 3aHATHH JISKIIMOHHOTO THITA, YKOMIUIEKTOBAaHHBIE CIICIHATIII3UPOBAaHHON MeOebIo
U TeXHHYECKUMH CPEACTBAMHU 00y4eHHs: MyIbTHMEIUIHOE 000pyIOBaHHE TSI IPENOCTAaBICHUS yaeOHOH HHpOpMaIn
0O0JIBLION ayTUTOPUU H/WITH 3BYKOYCHIIMBAIOIIee 000pyIoBaHuE (CTAMOHAPHOE WK TIEPEHOCHOE).

7.2 | VueOHbIe ayquTOpHH UTS IPOBEACHHUS 3aHATHH CEMHHAPCKOTO THIIA, TPYIHIOBBIX U HHANBHIYAIbHBIX KOHCYIBTAIIHH,
TEKYILIEro KOHTPOJI ¥ MPOMEXKYTOUHOM aTTeCTalllH, yKOMILIEKTOBAaHHbIE CHIEUATN3UPOBAaHHON MeOenbio U
TEXHUYECKIMH CPECTBAMH O0y4eHUs: MyIbTUMEANITHOE 000pyIOBaHHE N/HIN 3BYKOYCIIIUBAIOIIEE 000py/I0BaHUE
(cTanmoHapHOE NN TIEPEHOCHOE).

7.3 | TTomemeHns 115l CaMOCTOSATENFHON pabOThI, OCHAIICHHBIC KOMITBIOTEPHOH TEXHUKOW C BO3MOXKHOCTHIO TIOTKITFOYCHUS K
cetu "MHTEepHET" M 0OEcIIeueHrEeM JOCTYIA B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENbHYIO CPELY YHUBEPCUTETA.

7.4 | [TomeneHNs AT XpaHEHHUS ¥ IPO(UIAKTHIECKOTO 00CTy)KUBaHNS YIeOHOTO 000PyTOBaHHS.




