AHHOTALINA
K paboueil mporpamMMe AUCHUILINHbI

OI1.05 «JIOKYMEHTALIMOHHOE O0ecIeYeHne YIPABJICHHUS))

Cnemmnansnoctb 38.02.03 OnepanuoHHast ASSITEIBHOCT B JIOTUCTHUKE
KBanudukanust BBINYCKHUKA ONEPALMOHHBIN JIOTUCT
HopmatusHbIii cpok 00yuenus 2 roga 10 mecsiies

®opMma 00yueHust O4Has
I'ox nauama mogroroBkn 2025

1. HaumeHoBaHHe 00pa3oBaTe/IbHOI NPOrpaMMbl, B paMKaX KOTOPOIi u3y4aeTrcs
AUCHUIIIMHA

Jucnumnnna «/IoOKyMeHTaloHHOe o0ecnedyeHne yIpaBJeHus» BXOIUT B OCHOBHYIO
obOpazoBarenpHylo mporpammy 1o crenuainbHoctd 38.02.03 OmnepanuoHHasi eATEIbHOCTh B
JIOTHUCTHUKE.

2. O0mas Tpy10éMKOCTh

Jucnumnraa «/IOKyMeHTAllHOHHOE olecrieyeHHe YIIPaBJEeHHs» H3ydaeTcs B 00beMe
46 yacoB, koTopble BKiItovaroT (18 u. nexuuii, 20 4. mpakTUUECKUX 3aHATHH, 8 4. CaMOCTOSTEIbHBIX
3aHSTUN).

B ToM uncne koan4ecTBo yacoB B popMe MPpaKTHUECKOH moaroroBku: 16 4.

3. MecTo TMCHMIUIMHBI B CTPYKTYpe 00pa3oBaTeibHOI MPOrpaMMbl

MJucnummbaa «/loOKyMeHTANMOHHOE o0ecnedyeHue ymnpasJjeHuss» otHocutTcs k OII
(o0menpodeccHoHAILHOMY IMKJY) YacTH Y4eOHOI0 IJIaHa.

N3yuenne muctuminHbl «/loKyMeHTAlIMOHHOE o0ecrneyeHne VIpaBJeHHus1» TpeOyeT
OCHOBHBIX 3HAHWH, YMEHHH M KOMIETEHIHMH CTyJIEHTa IO JUCHUIUIMHAM: «MeEHEDKMEHTY,
«O01ecTBO3HAHNEY, K DKOHOMHUKA OPraHM3aIuK) .

Jucrunanaa «/lOKYMEHTaIMOHHOEe  o0ecrneueHre  VIPaBJEHHsI»  SBIISCTCSA
MPEALIECTBYIONICH /IS MOATOTOBKH BBIITYCKHOW KBAU (PUKAITMOHHOU PaOOTHI.

4, TpeOoBaHusi K pe3yibTaTaM 0CBOCHHUS IMCUMILIUHBI

[Iponecc n3yuenus nucuuIinabl «/lOKYMeHTallMOHHOE o0ecnedeHre VIIPABJICHU»
HarnpasJieH Ha popmupoBanue cienyonmx oomux komnerenuuii (OK) u npodeccuonaaibHbIX
komnereHumi (IK):

OK 01. — BriOuparh cmocoObl pelieHus 3aAad MpoPecCHOHANBHON NeATeNbHOCTH
MPUMEHUTEIBHO K PA3TMYHBIM KOHTEKCTaM;

OK 02. — HMcnonb30BaTh COBPEMEHHBIE CPEJCTBA MOMCKA, aHAIM3a U MHTEPHPETAIIH
uHpopManuu U UHPOPMALMOHHBIE TEXHOJOTHUU JAJS BBITIONHEHUS 3a7ad MpoQeccHOHATBHOM
JIESITEIIbHOCTH

OK 03. — IInanupoBath ¥ peain30BbIBATh COOCTBEHHOE TPOPECCHOHATBHOE M TMIHOCTHOE
pa3BUTHE, MPEANPUHUMATEIBCKYIO JEATEIBHOCTh B MPO(ECCHOHANBHON cdepe, HCIOIb30BaTh
3HAHUSI 1O MPABOBOM U ((MHAHCOBON rPaMOTHOCTH B PA3IMYHBIX )KU3HEHHBIX CUTYaIIHSIX;

OK 04. — DddexTuBHO B3aUMOACHCTBOBATH U pabOTaTh B KOJJIEKTUBE U KOMaH/Ie

OK 05. — Ocy1ecTBisTh YCTHYIO U NUCBbMEHHYIO KOMMYHUKAIIMIO HA TOCYIapCTBEHHOM
s3ike Poccuiickoit deneparuu ¢ yaeToM 0COOEHHOCTEH COTMATBHOTO M KYJBTYPHOT'O KOHTEKCTA;

OK 09. — Ilonb3oBarbest npodeccuoHaIbHOM JTOKyMEHTAlMell Ha ToCyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX;




IIK 1.1 — OcymecTBadTh CONPOBOXKICHUE, B TOM YKCII€ JOKYMEHTAI[MOHHOE, IPOLIEAYPbl
3aKYIIOK;
[TIK 1.3 — Ocy1ecTBasATh JOKYMEHTAI[MOHHOE COIIPOBOKICHUE CKIIAJCKUX Ollepaluid.

B pesynbrate n3ydeHus AUCHUTIINHBI CTYICHT JOJDKEH

3HaTh:

— TIOHSTHE, LIeTU, 3a7]a4i ¥ IPUHLIUIIBI IeJIONPOU3BOICTBA;

— OCHOBHBIE MTOHATHUS JOKYMEHTAI[MOHHOT'0 00 CIICUCHH S YIIPABICHUS,

— CHCTEMBI JIOKYMEHTAIHOHHOTO 00eCIICUCHUS yITPABIJICHHUS,

— KJaccU(PUKAIUIO JOKYMEHTOB;

— TpebOBaHMS K COCTABIICHUIO U OPOPMIICHUIO IOKYMEHTOB;

— OpraHm3alui JOKyMEHTOOOOpoTa: mpueM, o0padoTKa, perucrpamnus, KOHTPOJIb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATypa JIe.

YmMmers:

— 0o(opMIIATh JIOKYMECHTAIIUIO B COOTBETCTBUHM C HOPMATHBHOH 0a30#l, B T.4. MCIIOJB3YS
I/IH(I)OpMaLU/IOHHLIC TEXHOJIOTUH;

— YHHQPHITUPOBATH CHCTEMBI JOKYMEHTAIUH;

— OCYIIECTBJISITh XpaHEHHUE U MOUCK JOKYMEHTOB;

— OCYIIECTBJISITh aBTOMATH3AIINIO 00pabOTKU TOKYMEHTOB;

— HCIOJIb30BATh TEJICKOMMYHHKAITMOHHBIC TEXHOJIOTHUH B JIEKTPOHHOM JIOKYMEHTOO00POTE.

NmeTh npakTUUECKU ONBIT:

— 3aroJHEHUS JOKYMEHTAIlHH, CBA3aHHOH C 3aKyITKaMH;

— 3aMoJHEHUs JOKYMEHTAllUH, CBA3aHHOM C CKIIQJICKUM YYETOM;

— cocraBiieHHS (OpPM TIEPBUYHBIX JIOKYMEHTOB, IPUMEHSEMBIX I O(OPMIICHUS
XO3SICTBEHHBIX ONEpalHii, COCTaBJIEHUS TUIIOBBIX JIOTOBOPOB MPHUEMKH, IEpeJayd TOBAPHO-
MaTepuaIbHBIX I[EHHOCTEH.

S. Coaep:xaHue AUCHUTNIIHHBI
B ocHOBe TuCIUTIIMHBI JISKAT 2 OCHOBOIIOJIAT AIOLIUX pa3/iena:
1. Opranu3zanus 10KyMeHTO000pOoTa Ha TPEIIPUATHH;

Buipl 1OKyMEHTOB M MOPSIIOK pabOThI C HUMHU.

OOydeHue MNPOXOTUT B XOAE AyJUTOPHOH (IPAKTHUECKUE 3aHSATUSA, JIEKUHUH) H
BHEAYJAUTOPHOM (CaMOCTOSATENbHON) paboThl OOyyarolmMXxcs, YTO IO3BOJISIET NpHOOpeTaTh
OyAyIIUM CIIeLHATNCTaM He0OX0AUMbIE 3HaHHU s, HABBIKUA U YMEHHUSL.

7. ®opMbl OpraHu3aniu y4e0HOro nmpouecca 1mno JMcuMIInHe
N3yuenue qucuuminHbl «/l0KyMEeHTallMOHHOe o0ecnieyeHne YIpPaBJIeHHs»
CKJIA/IBIBAETCS U3 CICAYIOLIUX 3JIEMEHTOB!

—  JIEKIIUU [0 JTUCUUILIUHE (MTPOoPecCHOHATbHOMY MOJYJII0) B COOTBETCTBHU C paboueit
IPOrpaMMOM U KaJIEHJapHBIM IIJIAHOM,;

—  NPaKTHUYECKUE 3aHATHS;

—  caMmocTosATeIbHas paboTa 00YyYaromerocsi Mpu U3yuYeHHH YIeOHOTO/TEOPETUUECKOrO
MarepHaia (1o KOHCIEKTaM JIEKLHU ), U3y4yeHHe OCHOBHOM U IOMOIHUTENbHON JTUTEpaTyphl;

- caMoCTOsATeNbHAas paboTa MpPHU MOATOTOBKE K MPAKTHUYECKUM 3aHATHSIM;

—  BBINOJIHEHUE HHMBUIyalbHOTO MJIU IPYIIIIOBOTO 331aHUS;

-  NOJArOTOBKA K IPOMEXYTOYHOMN aTTECTALIUU.

[ToaroToBKa K NpaKTUYECKUM 3aHSITUSIM M CAMOCTOSITEIbHOE U3yUEHUE OTAEIbHBIX
PEKOMEHAYEMbIX K U3YUEHHIO BOIIPOCOB U BBINOJIHEHHE KyPCOBOI'O IIPOEKTA OCYILECTBIISETCA C
MCII0JIb30BAHUEM:

—  JIGKIIMOHHBIX MaTE€pHAJIOB;

-  PEKOMEHJyeMOH JIUTepaTyphl;

-  NEPUOAUYECKUX U3JAHUM;




- CETHU «HHTepHeT».

8. Buabl koHTpOJISI

3a4€T C OHCHKOﬁ — § CEMCECTP.
(popma npomeacymounoit ammecmayuu)




