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1. OBJIACTb INPMUMEHEHUA WU MECTO AUCIMIVIMHBI B YYEBHOM
ITPOLOECCE

VYuebHasa aucuuiuimHa «JlokyMeHTHpOBaHUE NESATEIbHOCTH MPEANPUATHS, OpraHU3aluy,
YUPEKACHUSA» OTHOCHTCA K 0a30BOH 4YacTH 00pazoBaTeNbHONW mporpaMMmsbl. Jlisi U3ydeHHS
JAaHHOM  y4eOHOM  JMCUUIUIMHBI HEOOXOIUMBI 3HAaHUS M yMEHus, (QopMHpyeMble
npedwecmesylowumu oucyuniunamu — VIHGopMalmoHHbIE TeXHOJIOTHH, JlOKyMEHTOBEICHUE,
Opranu3anus U TEXHOJIOIUs JOKYMEHTAMOHHOTO 00eCieueH sl yIpaBiIeHus. 3HaHUSA U YMEHHUS,
IIOJIyYEHHBIE B XOJ€ U3YUYCHUS TUCLMILUINHBI «J[OKyMEHTUPOBAHUE ACATENBHOCTH IIPEANIPUATHS,
OpraHu3alUK, YUYPEXKIEHUS» SBISIIOTCA OCHOBOW MJsl M3YYEHUS HOCeO0yIiowux TUCLMILIMH:

Kaoposoe denonpouszsoocmeo u apxugvl 00KyMeHmos no iudHOMy COCmasy.

2. CTPYKTYPA JUCHUIIJIMHBI

. dopma 00ydeHHS
XapakTepucTuka yueOHOU JUCIUILTUHBI
Ounas 3aouHas
Hanpasnenne noarotoBku 46.03.02 JIokyMEHTOBEIEHHUE U apXHUBOBEJICHHE
[Tpoduns JlokyMeHTOBe/IeHHEe U apXUBOBE/ICHUE
OO6pazoBarenbHasi MporpaMma bakanaBpuar
Kpanuduxanus AxaneMuyeckuii bakaiaBp
KonnuecTBo copepkateabHbIX MOTYJIEH U TeM 1 (10)

Jucuurmna 6a30Boii / BapuaTHBHON YacTh

bazosoii vactn

00pa3oBaTeNbHOIN MPOrpaMMbl

1 MOAYbHBINA KOHTPOJIb,
| muChbMEHHBIN K3aMeH B 5-M cemecTpe AJIsl O4YHOMN

®DopMbI KOHTPOJIS o
(dbopMbI 00ydeHMs, Ha 3 Kypce Tl 3a09HOM (hopMBI

00y4eHus

I'ox moAroToBKM 3
Cemectp 5 x
KonnuecTBo 3a4€THBIX €IMHULL 4 4
KonngecTBo 4acoB Bcero 144 144
B T.4..
- JICKIMOHHBIX 36 6
- IPAKTUYECKUX WU CEMUHAPCKUX 36 6
- 1a00PAaTOPHBIX x x
- CAaMOCTOSTEJIbHOM paboThI 72 132

B T.4. UHIUBUAYAJIbHOE 33 IaHUE X %
HenenpHoE KOJIMUYECTBO 4acoB 9 x
B T. 4.. - QyTUTOPHBIX 4 x

- CaMOCTOSTEIbHON padOTHI CTYACHTA 5 x

3.OIIICAHME JUCIUIIJIMHBI

Heab u3ydyeHUus1 TMCUUILIMHBI «/[OKyMEHTHpOBaHHE AeSATEJbHOCTH IpeINpPHATHS,
OpraHM3anuy, Y4ypexaeHus» — (opMupoBaHue y CTYACHTOB 0a30BBIX 3HaHUH 110
JOKYMEHTUPOBAHUIO JEATENBHOCTH MPEANPUITHS, OpPraHHU3alid, YUYpPEKICHUs, HaBBIKOB
OopraHuzan paboThl ¢ JOKYMEHTaMH, HOPMAaTHBHOMY U JIOKYMEHTaJIbHOMY OOECHEeueHHUIO B
YCIIOBUSX HOBBIX HH(OPMAIIMOHHBIX TEXHOIOTHII.

3aoauu:

— (¢opMupOBaHUE MPEICTABICHUS O JOKYMEHTUPOBAHUU AESITENbHOCTU MPENNpHUSITHS,
OpraHu3aly, YYPEKICHHs, B3aUMOJCHCTBHUM C CHCTEMAMHM JOKYMEHTAlMU NPEANPUATHH,
OpraHu3alui, a Tak)kKe OPraHoB roCyJapCTBEHHOM BIIACTH;
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—  XapaKTepHCTHUKA FeHEPATUBHBIX, TPAH3UTUBHBIX, TEPMUHAIBHBIX U YTUIN3AIMOHHBIX
JOKYMEHTAJIbHBIX CHCTEM; PACCMOTPEHHE CHUCTEM JTOKYMEHTAllUU MPEINpUiTUH, YUpeKIeHUH,
OpraHoB BJacTH; 0OOCHOBAaHUE B3aWMOJICHCTBHS MPAaBOBON 0a3bl, JOKYMEHTAJILHBIX PECYPCOB U
COBpPEMEHHBIX  MHGOPMAIMOHHBIX  TEXHOJOTMH B  KOHKPETHBIX  JIOKyMEHTaJIbHO-
WH(OPMAIIMOHHBIX CHCTEMAX;

— ¢opMupOBaHHE TPAKTUYECKUX HABBIKOB pEIICHUS CUTyallUd MO OpraHu3aluu
JOKYMEHTAIMOHHOTO O0€CIeYeHHs] NPEINpUITHI, OpraHu3aluid, YUpEeKIEHUH C IOMOIIBIO

KOHKPCTHBIX I/IH(bOpMaLII/IOHHbIX TEXHOJIOT UM n CHUCTEM JJIA obecrneueHuUs ux
KHN3HCOCATCIIBHOCTH.
Tpeﬁ()BaHI/Iﬂ K pe3yjgbTartaM O0CBOCHUSA JUCHMUIIJIMHBI: Hpouecc HU3Yy4YCHUA

nucuurinabl - «MHbopMamoHHoe OOIIECTBO» HampaBieH Ha (OPMHPOBAHHUE JIJIEMEHTOB
ciaenyomux KommereHuuil B coorBerctBuu ¢ ®I'OC BO PO, 'OC BO IHP (mpoekt) mo
HanpaBjieHUu0 noarotoBku 46.03.02 JIokyMEHTOBEJAEHHWE U AapXMBOBEACHUE W OCHOBHOM
npoecCHOHANLHOM  00pa30BaTeNbHONW MPOrPaMMBI  BBICIIETO 00pa3oBaHUS HANPABICHUS
noarotoBku 46.03.02 JIokyMeHTOBEIEHHE U apXHUBOBeIeHUE, Mpopuist: «/{oKkyMeHTOBeeHIE U

a]

PXUBOBCIACHHUC):

Ilpogpeccuonanvnvie komnemenyuu (I1K):

[1K-3

Crocoben OpPTaHHU30BBIBATH U OCYHICCTBJIATH JOKYMCHTAIMOHHOC obOecricucHue

YIpaBJICHUA OpraHH3aHH€ﬁ

Pe3yJIbTaTOB OOyUYCHUSI:

I/IHIII/IKaTOpI)I JOCTHKEHHSI KOMIIETEeHIUH u pe3yJabTaThbl oﬁyqe}mﬂ. I[OCTI/DKCHI/IC
KOMIICTCHIIMM OIICHMBAEeTCS HAa OCHOBE TaKMX HHIAUKATOPOB M COOTBCTCTBYHOIIUX HM

3HaeT CHUCTEMBI YIIPaBICHYCCKOH JOKYMEHTAIUH,
YHU(QUIIMPOBAHHBIC CUCTEMBI JIOKYMEHTAIIUU
3HaeT BHbI OPTaHMU3aNIOHHO-TIPABOBBIX
JIOKyMEHTOB
[IK-3. Crocoben MK-3.1U-1. Ymeer 3HaeT HOPMATHBHO-METOAUYECCKYIO JTOKYMEHTAIIMIO,
OpraHM30BHIBATH H OpraHH30BBIBATH PErJIaMeHTUPYIOLIYI0 JTOKYMEHTUPOBAHUE OCHOBHBIX
OCYIIECTBIATE JIOKyMeHTHpOBarye | BU/IOB JEATENBHOCTH MPE/INPUATHS, OPraHU3AINH,
JIOKYMEHTAIIMOHHOE yIIpaBIEHYECKOM YIPEKACHUA
P O —. JeATENBHOCTH B 3HaeT HopsaoK O(OopMIICHHS JOKYMEHTOB Pa3HBIX
YIpaBICHHS OpraHu3aIuu BUJIOB
opraHusauueil YMeeT MpoBOAWTH aHAM3  OPTraHU3AI[MOHHBIX |
HOPMATHBHBIX  JIOKYMCHTOB,  yCTaHABJIMBAIOIINX
IpoeccHoHaTbHbII MpaBuJia CO3JIaHUS U O(OPMIICHUS JIOKYMEHTORB
crarnapt 07.004 YMeeT IpOBOAWTH aHAIM3 CUCTEM JOKYMEHTALWH,
«Crienuanuet no COCTaBIISITh 1 OPOPMIIATH JJOKYMEHTHI PAa3HBIX BUIOB
YHpABJICHUIO [IK-3.1-3. Ymeer | 3Haer  wHGMOPMAINMOHHBIE  TEXHOJOTHH IS
AOKYMCHTAIHCH MIPUMEHSTh MOJITOTOBKH, O()OPMIICHHUS U TIOUCKA JIOKYMEHTOB
OpTaHH3AIII, A HH(bOpMaHI/IOHHBIe VYwmeer HCIIOJIH30BaTh B JOKYMEHTAllUOHHOM
TEXHOJIOTHH B cepe | obecreueHnu YIPABJICHHUS nH(OpPMaITMOHHBIE
JTOKYMEHTAITHOHHOTO | TEXHOJOTUHU
obecrieueHus
yIpaBJICHHS
OpraHM3aIuy

4. ®OPMbI OPTAHU3ALIMYA YYEBHOTI'O MPOLIECCA U COJIEP’)KAHUE
JUCHUIJINHBI

JucuummuHa «/JloKyMeHTHpOBaHUE /AefiTeJIbHOCTH MNpeANpPHUATHS, OPraHu3aluu,
yUpe:KIeHHs1» MpeaycMaTpuBaeT cleayromue (opMbel oOpraHuzaluu y4eOHOro Iporecca:
JEKIMH, IPAKTUUECKUE 3aHIATUS, CAMOCTOSITEIbHAs paboTa CTyIEHTA.
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Marepuan  u3yaraeTcsi € HUCIOJb30BaHUEM  OOBSICHUTEIbHO-MIUTIOCTPATUBHBIX,
IBPUCTHYECKUX M MCCIENOBATENbCKUX METOJOB IpenoaasBanus. 1Ipu mpoBeneHnn Jekumi ais
00CyXJIeH!sI MaTepHralla IHUPOKO UCIOIb3YIOTCS MYJIbTUMEINIHBIE IPE3EHTAH, CIIELNAIbHOE
obopyoBaHue.

B yuyeOHOoM mporecce IMMPOKO NPHUMEHSIOTCS AKTUBHBIE M HMHTEPAKTUBHBIC (OPMBI
IPOBE/ICHUS 3aHATHH (pa300p KOHKPETHBIX CUTYallUi, BBINOIHEHUE 3a/1aHUH 110 COCTABJICHUIO U
0(pOpMIICHHIO JTOKYMEHTOB, IUCKYCCHS, TIOJIEMHKA), BHEAYJAUTOPHAS CaMOCTOATENIbHasE padoTa,
0aJUIbHO-PEUTUHIOBasl  CHCT€Ma OLEHKHM  YCIIEBA€MOCTH, JINYHOCTHO-OPUEHTHPOBAHHOE
oOydeHue, mpobieMHoe oOydeHue.

IIpenycMOTpeHO HCIOb30BaHUE B y4eOHOM IIpOLiecce MHTEPHET-PECYPCOB MO0 JaHHOMY
Kypcy AJIsl peLIeHUs IPaKTUYECKUX 3aJaHNH.

CamocrodrenbHas paboTa CTYIEHTOB MPEAYCMATPUBAET BBHINOJIHEHUE MHIUBUIYAIBHBIX
3aJaHMii, TMOATOTOBKY K TMPAKTHUYECKUM 3aHATHAM, H3ydeHHE Y4YeOHOH U METOAMYECKOU
JUTEPATypBhl, COCTABICHUE KOHCIIEKTOB, 3aIIUTa IIPE3EHTALlUi U JOKJIaJOB.

TemaTuueckuil mjiaH «I[OKyMeHTI/IPOBaHI/Ie ACATECJIBbHOCTH NIPEANIPUATUSA, OPTraHU3 AU,

yUpeRIeHH
OpPSIAKOBBI HOMeEP U TeMa Kparkoe conepkanue TeMbl
1 2
Cooepircamenvuulit Mooy 1.
1. Ilpenmer, 3anauu u 1.1.JloxymeHT, nH(pOpMAIHS U X POJIb B )KU3HU YEIOBEKA U

OCHOBHBIE ITOHITHS Kypca * o01ecTBa.
1.2.CucteMbl TOKyMEHTAIUN, YHU(DUIIUPOBAHHBIE CHCTEMBI
nokymenTaruu (YCJl), ux xknaccuduxarms.

2. JlokyMeHTHpOBaHUE 2.1. Buzapl 1 opraHu3alliOHHO-TIPABOBbIE ()OPMBI XO3SIUCTBYIOLINX

perucrpanuu cyObeKToB CyOBKTOB.

X03s1cTBOBaHUSA * 2.2. ITopsiioK JOKYMEHTHUPOBaHMS PETUCTPALIMN XO3IHCTBYIOIINX
cyobexToB. Co3/1aHne TPEeIPUSITHS KaK IPOEKT

3. JlokyMeHTHpOBaHHE 3.1.JlokyMeHTUpOBaHHE U perjaMeHTalHsl e TeIbHOCTH

OIpeieeHus npeanpusatis. CucTemMa opraHu3alMoOHHO-TIPABOBBIX JOKYMEHTOB

OpraHu3alMoHHO-TIpaBoBoro | 3.2. OmpeneneHue CTPyKTYphl U ITaTHOW YUCICHHOCTH

cTaryca npeanpusTHs ™ MPEIIPUSTHSL.

3.3.Pernamenrarnus npaBuil BHyTPEHHETO TPYAOBOTO pacropsiKa.
3.4. IlonoxeHns, MHCTPYKIINH, PETITAMEHTEHI.

4. Cuctema 4.1.1IpaBoBble OCHOBBI U HOPMATUBHBIE TOKYMEHTHI IO TPYIOBBIM
JIOKYMEHTHUPOBAHHUS 110 OTHOIICHUSAM. YUEeT JIMYHOTO COCTaBa Ha MPEIPUITHH.
nepcoHainy * 4.2. TpynoBoii 10roBop, KOHTPAKT. Tpy10BbIE KHIKKH.

4.3.TIpuKa3sl 10 JMIHOMY COCTaBY.
4.4.0¢dopmieHne JINYHBIX KapTOUEK U JIMYHBIX JIEI.

5. JlokyMeHTHpOBaHUE, 5.1.Cy1HoCTh U IPAaKTHKA I0TOBOPHBIX OTHOIICHUH.

3aKJII0OYeHHE U BbINOJHEeHHe | OpraHu3zaius JoOroBOpHOM padoThI.

JIOTOBOPOB U KOHTPAKTOB™ 5.2.BHenHeTOproBeIid KOHTPAKT. Y ciioBus MIHKOTepMC.
5.3.BrInoIHEeHUE U OIJIaTa J0rOBOPOB, KOHTPAKTOB.

6. JlokyMeHTHpOBaHNE 6.1./leHexHBII 000POT U CHCTEMa pacueTOB Ha MPEANPHUITHH.

CHUCTEMBI pacyeToB U 6.2.Hanuunsle pacueTsl Ha MPEIIPUSTHH.

ratexxedt Ha npeanpustan® | 6.3.001me 0CHOBBI IOKyMEHTHPOBAaHUS OC3HAJTMYHBIX PAaCUETOB.

7. JlokyMeHTaIbHbBIE U 7.1.1IpaBoBbIe IPUHIUIBI U MOPSAAOK HAIOTOOOIOKEHUS

[IPaBOBBIE OOCHOBBI MPEATPUATHI U YUPEKICHUN.

HAJIOT000JIOKEHUS * 7.2.JIOKyMEeHTHPOBaHHE YIJIaThl HAJOTOB.
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8. JlokymeHTalIbHOE
obecrieyeHre OpraHu3alum
OXpaHbI TpyZAa U
pacciieIoBaHus HECUACTHBIX
CITyJaeB Ha POU3BOJICTBE *

8.1.0Opranuzarusi oxpanbl Tpyaa. OTBETCTBEHHOCTH 3a HAPYIIICHUE
[IpaBUJI OXpaHbl TPyZQ.

8.2.PaccneioBaHre HECYACTHBIX CITy4YaeB: PABHJIA, BUIBI,
JIOKYMEHTHL.

8.3. OdopmiieHHE Pe3yNIbTATOB pacClieIOBaHHsI HECUACTHOTO CITydasl.

9. lokyMEeHTHPOBaHUE U

MOPAA0K OCYAOIIPOHU3BOACTBA
*

9.1.Cuctema cynoycrpoiictea B /IHP. JlokymenTrpoBanue
PacCMOTPEHHS CIIOPOB.

9.2.JlokyMeHTHUpOBaHKE TOCYAeOHOTO U CYAEOHOTO PACCMOTPEHHS
CIIOPOB Ha ITPUMEpPE apOUTPAKHBIX CY/IOB.
9.3.JlokymMeHTHpOBaHME CyJ€OHOTO U TOCYIeOHOTO PACCMOTPEHHUS
CIIOPOB Ha ITPUMEpPE IPaXKTAHCKOTO CY/IOPOU3BO/ICTBA.

10. HoxymeHTHpOBaHUE
NPEKpaICHUs IesTeIbHOCTH
CyObeKTa XO3IUCTBOBAHUS *

10.1.ITpaBOBbIC OCHOBBI CIUSTHHS, IPHUCOCTMHEHHSI, pa3ICICHUS,
BBIJICJICHUS, PEOOPA30BaHMS 1 JIMKBUIAIIMH X03HCTBEHHBIX
OOIIIECTB U MIPEIMPHSITHI.

10.2.TexHonorus u JOKyMEHTAIIMOHHOE O0ecIeueHe
peopranu3aimy CyobeKTOB MPEIIPUHUMATEIBCKOHN eI TEILHOCTH.
10.3.loxkyMeHTHUpOBaHKE U TIOPSAIOK JO0OPOBOIBHOM JTUKBUIALINU
MIPEANPUATHUS, YIPEIKICHHAN.

10.4. OcoGeHHOCTH TOKYMEHTUPOBAHUS, MOPSIIKA IUKBUAAIIMH TIPU
OaHKPOTCTBE MPENPHUSITHUIL.

* — IPaKTUKO-OPUEHTUPOBAHHBIE TEMBI.
** — BOIIPOCHI, BHIHOCUMBIE Ha CAMOCTOSTEIIbHOE U3yUEHHE

CTpykTrypa (ucuMninHbl «/[0KyMeHTHpPOBaHUeE /1eSITeIbHOCTH MpeANPUATHS,
OPraHM3alMU, YUYPEKIEHUD) M0 BUIaM Y4eOHO 1eATeIbHOCTH

KonnuecTBo 4acoB
Ounas ¢popma 3aounas ¢popma
o0y4eHuUs o0y4eHus
B T.4. B T.4.
HazBanus COoA€CpPKATECJIbHBIX MOZIyJ'[eﬁ Hu g §
TEM jus) T
s |5 s |5
¢ | s ¢ | 5
- | E| B |8E8| o | 5| E| 8¢
S| 5| & |2¢g| 8| 5| & | 2¢
aa) = E |0 al| M = = O o
CoaepxareJbHbIH MOAYJIb 1.
1. Ilpenmert, 3a1a4u U OCHOBHBIE 14 4 4 6 13 | 05| 05 12
TOHATHA Kypca *
2. JIoKyMEHTHPOBAaHUE PErUCTPALUU 16 4 4 8 14 1 1 12
CyOBEKTOB XO3SIICTBOBAHUS *
3. JIokyMeHTHpOBaHUE ONpPEACTCHUS 16 4 4 8 13 | 05| 05 12
OpraHU3alMOHHO-TIPABOBOIO CTaTyCa
npeanpusTHs ™
4. Cucrema JOKyMEHTHPOBAHUS 10 16 | 4 4 8 14 1 1 12
nepcoHany *
5. JIoOKyMEHTHpPOBaHUE, 3aKITIOYCHHUE U 16 4 4 8 15 | 05 | 05 14
BBITTOJTHEHUE JIOTOBOPOB M KOHTPAKTOB™
6. JIokyMeHTHpPOBaHHE CHCTEMBI 12 2 2 8 15 | 05| 05 14




pacyeToB U IIATSKEH HA MPEIIPUITHN

7. JIoKkyMeHTaJIbHBIC ¥ ITPABOBBIC 16 4 4 8 15 105 | 05 14

OOCHOBBI HAJIOTOO0JIOKEHHS ™

8. JlokyMeHTaIpHOE OOecIeueHne 16 4 4 8 15 105 | 05 14

OpraHu3aIiy OXPaHbI TPYy/Ia U

paccie0BaHus HECYACTHBIX CITy4acB Ha

IIPOM3BOACTBE™

9. JIOKyMEHTHPOBAHHUE U ITOPSIOK 14 4 4 6 15 105 | 05 14

CYJIOIIPOU3BO/ICTBA *

10. TokyMEHTHPOBAHUE TPEKPAILICHHS 8 2 2 4 15 105 | 05 14

JESITEILHOCTH CyOBEKTA XO3SIHCTBOBAHUSI

*

Hroro no cogep:xkareqibHomMy moaymio 1 [ 144 | 36 36 72 144 | 6 6 132
Bcero uyacon 144 36 36 72 144 6 132

3AHSTUI

TeMbl JIeKIHOHHBIX 3aHATHH

5. TEMATHUKA JIEKHUOHHBIX, IPAKTUYECKUX U TIABOPATOPHBIX

No KosmmyecTBO yacos
wn HazBanue Tembl Ounas | 3aouHas
dopma dopma
ConepxareJbHbIH MOAYJIb 1.
1 | Ilpeamer, 3ajaun 1 OCHOBHBIE MTOHATHS Kypca 4 0,5
2 | JIoKyMEHTHPOBaHUE PETUCTPAIIMH CYObEKTOB X03HCTBOBAHUS 4 1
3 | JlokyMeHTHpOBaHHUE OMPECIICHUS OPTaHU3AI[IOHHO-TIPABOBOTO 4 0,5
cTaryca npeAnpusITHsI
4 | CucreMa JOKyMEHTHPOBAHUS MO NEPCOHAITY 4 1
5 | JlokymMeHTHpOBaHUE, 3aKIFOUCHNE U BBIITOJIHEHUE JIOTOBOPOB U 4 0,5
KOHTPAKTOB
6 | JlokyMeHTHpOBaHUE CHCTEMbI PACUETOB M IJIATE)KEH Ha 2 0,5
PENPUATHH
7 | JlokyMeHTaIIbHBIC ¥ TPABOBBIE OOCHOBHI HAJIOTOOOIOKECHHS 4 0,5
8 | HoxyMeHTanbsHOE 0OecneueHre OpraHnu3aliii OXpaHbl Tpyia U 4 0,5
paccieioBaHHsT HECYACTHBIX CITy9aeB Ha MPOU3BOJICTBE
9 | JlokyMeHTUpOBaHHUE U MIOPSAOK CYIOMPOU3BOJICTBA 4 0,5
10 | JoxymMeHTHpOBaHHE IPEKPAICHUS ICATSIHHOCTH CYOheKTa 2 0,5
XO035IICTBOBaHMS
Bcero 36 6

TexcThl nekuuii mpHBeACHBI B JUCTAHIMOHHOM Kypce Ha tardpopme Moodle
yuuBepcuteta «JIUC JlokymenTanbHble uHDOpMannoHHble cucTteMbl (Maimenko)y http://dl-
test.donnu-support.ru/course/view.php?id=535

Tembl IPaKTHYECKUX 3AHATHH

KosanuecTBo 4acoB
Ne
Ha3Banue Tembl Ounas | 3aounas
n/n
dopma ¢opma
ConepxarejbHbIH MOAYJIB 1.
1 | Ipenmer, 3agaun 1 OCHOBHBIE NMOHATHS Kypca 4 0,5
2 | JIokyMeHTHpOBaHHE PETUCTPAIMH CYObEKTOB X035HCTBOBAHUS 4 1
3 | lokyMeHTHPOBaHHUE OIPEACIICHNUS OPTaHN3aAIMOHHO-TIPABOBOTO 4 0,5




cTaTyca npeAnpHusTUs
4 | CucreMa JOKYMEHTHUPOBAHUS 110 IEPCOHAILY 4 1
5 | JlokyMeHTHpOBaHHUE, 3aKIFOUCHHUE U BBIITOJHEHUE JOTOBOPOB U 4 0,5
KOHTPAKTOB
6 | JlokyMeHTHpOBaHHE CHCTEMbI PACUCTOB M ILJIATEIKEH Ha 2 0,5
PEIIPUATHH
7 | JlokyMeHTaJIbHBIC W TIPABOBBIE OOCHOBBI HAJIOTO00I0KEHHSI 4 0,5
8 | JlokymeHTanbHOE 0OeCeYeHHe OpraHu3aliK OXPaHbI TPy U 4 0,5
paccie0BaHus HECYACTHBIX CITyYaeB Ha IMPOU3BOJICTBE
9 | JIOKyMEHTHPOBAHKE U MOPSIOK CYIOMPOM3BOJICTBA 4 0,5
10 | JoxymeHTHpOBaHHE MPEKpAICHHS ACATEIHLHOCTH CYOhEeKTa 2 0,5
XO3SIHCTBOBAHUSI
Bcero 36 6

[Tnanb! (MPaKTUYECKUX, CCMUHAPCKHX ) 3aHATHH  MPUBEACHBI B TUCTAHIIMOHHOM Kypce
Ha miaatgopme Moodle «/IUC JlokymeHTanbHble HWHGOpMalMOHHBIE cHUCTeMbl (MalieHko)»
http://dl-test.donnu-support.ru/course/view.php?id=535

6. OPTAHU3AIIUA CAMOCTOATEJBbHOM PABOTHI CTYJIEHTOB

CamocrodrenbHas pabora UMeeT 0COOEHHOE 3HAUYeHUE /sl KPeaTUBHOIO (TBOPUYECKOIO)
YCBOEHHS OCHOBHBIX MOHSTUM M KaTeropuil aucuuiuiuHbl. CaMocTosTeNnbHas padoTa CTyleHTa
ABIsieTCA BakHOU (popmoil ydeOHOro mporecca, KoTopas MO3BOJSIET MPUOOpPECTH, a TaKxke
3aKpenuTh HOBBIE 3HAHUS, HABBIKK W YMEHHSA, CQOPMHPOBATH JIMYHBIE YOESKICHHUS,
UCIIOJB30BaTh IOJIYYCHHbIE 3HAaHUS M YMEHUA B IPAKTHUYECKOM JesaTesnbHOCTH. OHa
OCYIECTBIISICTCS HA MPOTSHKEHUH BCETO Mpoliecca 00yUSHHs U UMEET CIEAYIOIINE CTAIHH:

1) nepBUYHOE O3HAKOMJICHHE C MATEPHAIAMH JICKIIHI U COCTABIICHHE KOHCIICKTA JICKIIHIL;

2) W3yuYeHHE M YCBOCHHUE JICKIIMOHHOIO MaTepuaa;

3) camocTosiTenbHas ~MpopabOTKa JIUTEPATYPHBIX HCTOYHUKOB H  0000IICHHE
M3Y4YEHHOTO MaTepuaa;

4) MOArOTOBKA K MPAKTHYCCKUM 3aHSTHSIM;

5) wuHAMBUAYyaTbHAs paboTa 10 3aJJaHUI0 TPETIOIaBaTEls.

KoHnTponbsHbIMU bopmamu CaMOCTOSITEJIBHON paboTHI 1o JUCLIUILINHE
«/loxymMeHTHpOBaHHE NEATENBHOCTH MPEANPHUSATHS, OpraHU3aluy, YUPEKICHHs» MOTYT OBITh
cieayromme: pabora ¢ JUTEPATypHbIMH INEPBOMCTOYHMKAMU IO TeMaM JUCLUIUIMHBI; 0030p
Pa3HBIX MOAXOJOB K PEIIEHUI0 OJMHAKOBBIX MPOOJIeM M OOOCHOBAHMIO CBOEH TOUKM 3PEHUS;
BBITNIOJIHEHNE NHIMBUAYAIbHBIX 3a/IaHUH, a TAK)KE TECTOB, IOJrOTOBKA JOKJIA/I0B.

Opranu3anusi cCaMOCTOSITEJIbHOI pa00ThI CTYICHTOB

KosanuecTBo 4acoB
Ne
Ha3Banue Tembl Ounas | 3aounas
n/n
¢opma ¢opma
CoaepxareJbHbIi MOAYJIb 1.
1 | Ipeamer, 3a1a4u ¥ OCHOBHBIE MMOHATHS Kypca 6 12
2 | JlokyMEeHTHPOBAHNE PETUCTPAIIUH CYOBEKTOB X035HCTBOBAHUS 8 12
3 | JIoKyMEHTHPOBaHHUE OIPEIEICHUS OPraHU3aMOHHO-TIPABOBOTO 8 12
craTtyca npeAnpHUsITUsS
4 | CucteMa TOKYMEHTHPOBAHUSI [0 IEPCOHATY 8 12
5 | JlokyMeHTHpOBaHHUE, 3aKIFOUCHHUE W BHIITOJHEHUE JOTOBOPOB U 8 14
KOHTPAKTOB
6 | JlokyMeHTHpOBaHHE CUCTEMbI PACUYETOB U IJIATEKEH Ha 8 14
PEANPHUITHH




~
0 0]

JIoOKyMeHTaJIbHBIE U NTPAaBOBbIE OOCHOBBI HAJIOT000JI0KEHUS 14

8 | JlokymeHTanbHOE 0OecredeHre OpraHi3aliK OXPaHbl TPy U 8 14
pacciieJOBaHUsI HECYACTHBIX CIIy4aeB Ha IIPOU3BOJICTBE

9 | JIokyMEHTHPOBAHUE U MOPSIIOK CYIOITPOM3BOJICTBA 6 14

10 | JlokymMeHTHpOBaHKHE MPEKPALICHHS ACSITEIPHOCTH CyOhEKTa 4 14
XO3SIICTBOBAHUS

Bcero 72 132

7. KOHTPOJIBHBIE BOITPOCHI K TIPOMEKYTOYHOM ATTECTAIIUA

1. JloxymeHT, nH(pOpMaLMs U UX POJIb B )KU3HU YEIOBEKa M 00OLIeCTBa.

2. JIOKyMEHT, JOKYMEHTHUPOBaHHE, JOKYMEHTAI[MOHHAs CHUCTEeMa U JIOKyMEHTaJbHO-
MH(POPMAaLIMOHHAs CHCTEMa: MTOHITHE, 3HAUCHHE.

3. Cucrempl JOKyMEHTallMM, YHU(QHUIUPOBAHHBIE CHUCTEMbI JOKYMEHTAIlUH, UX
KJ1accuukarms.

4. llopsaok perucrpanuu Xo3sHCTBYIOIUX CYObEKTOB: 3Talbl U JOKYMEHTBHI.

5. Ilopsmok M JOKYMEHTHpPOBAaHWE JIMLIEH3UPOBAHMUS BUAOB JEATEIBHOCTH IpU
perucTpanuu Xo3sUCTBYIOINX CYObEKTOB.

6. Ilopsaok u oopmiieHHe NaTeHTa IpU PErMUCTPALUU XO3SHCTBYIOIUX CYOBEKTOB.

7. Tlopsmoxk M JOKYMEHTHpOBaHME CEepPTH()UKALMU TPOAYKIUH TIPH PErHCTPALUU
XO3SIMCTBYIOLINX CYObEKTOB.

8. Ilonarne X03SUCTBYIOIMMX CyOBEKTOB. BHIBI M OpraHU3aIlMOHHO-TIPAaBOBBIE (POPMBI
XO3SIMCTBYIOLINX CYObEKTOB.

9. Tlopsmok W JOKYMEHTHPOBAaHHE TOCYAApPCTBEHHOW PEruCTpalil MpPeKPaICHHs
IOPUJIMYECKOTO JIUIA (TI0 PeIIEHUI0 yUpeauTeeit).

10. JlokyMEeHTHpOBaHME W perIaMEHTauus JeATeNbHOCTH mnpeanpustus. Cucrema
OpPraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB.

11. OmnpeneneHue CTpYKTYpbl U IITATHOW YMCIEHHOCTU PEAIPUITHS.

12. PersiameHTanus npaBuJl BHyTPEHHETO TPYAOBOTO pacropsiKa.

13. TlomokeHusi, WHCTPYKIMH, PETIAMEHTBI: MX pOJb B CHCTEME OpPTraHMW3alMOHHO-
IIPABOBBIX TOKYMEHTOB IPEAIPUSITHS.

14. TlpaBoBble OCHOBBI JOKYMEHTUPOBAHUS TPYJOBBIX OTHOILIEHUH.

15. JlokyMeHTHpOBaHME y4eTa JUYHOTO COCTaBa Ha MPEeANPUITHH.

16. OdopmiteHne TUUHBIX KApTOYEK W JTHYHBIX JE]T Ha IPEIIPUSTHH.

17. OdopmiieHne TPYAOBBIX KHIKEK.

18. CymHoCcTh W TpakTHKa JOTOBOPHBIX OTHOMIEHWH. OpraHuzaius IOTOBOPHOM
paboTHI.

19. 3akrodyeHue BHEITHETOPTOBOTO KOHTpaKTa. Y cioBus MIHKOTepMC.

20. TexHonmorust W JIOKyMEHTHPOBAHHE paccielOBaHUs HECYaCTHBIX CJIy4aeB Ha
TPETPUSITHH.

21. TexHonorus W JOKyMEHTAllMOHHOE oOOecreueHHe peopraHu3aluu CyOBEeKTOB
pePUHUMATEIbCKOM e TEIbHOCTH.

22. JIOKyMEHTUpOBaHHE M TOPSAOK JOOPOBOJILHOW JIMKBUJALMU TMPEANPUATHS,
YUpEKIACHUN.

23. OcoOeHHOCTH  JIOKYMEHTHPOBAaHMSA, MOpSAAKA JIMKBUJAIMU TpH OaHKPOTCTBE
MPEANPUATHI.

24. YupenutenbHble JOKYMEHTBI IPEANPUATHS (YUPEXKICHH): BUABI, TOPSAIOK
odOopMIIEHUS U COCTaBJICHUSI.

25. AKKpeaMTHUB: XapaKTepUCTUKA, BUJIbI, CXeMa JIOKyMEHTO000poTa.

26. JIoKyMEeHTHpPOBaHHE 3aKTFOYCHUS KOHTPAKTA (JOTOBOPA) U €T0 OIEHKA.

27. JIOKyMEHTHI IO yIpaBJICHUIO UCTIOJIHEHHNEM KOHTpaKTa (J10roBopa).

28. JloroBOp M JIOKYMEHTBI KYIUTH-TIPOIKH.



29.
30.
31.
32.
33.
34.
35.
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JloroBop ¥ JOKyMEHTHI TPAaHCIIOPTHPOBKHU.

JloKkyMeHTUpOBaHHE yIJIaThl HaJOTOB.

[Tponerypa mokyMeHTHpOBaHUS 0(hOpMIICHHUS Ha padoTy.

OCHOBBI JOKYMEHTUPOBaHUS O€3HAIMYHBIX PACUYETOB.

JIoroBOp U TOKYMEHTBI ApEHIbI.

JloroBop ¥ TOKyMEHTHI IOAPSAA.

JIoOKyMeHTUpOBaHUE M TOPSAJOK PEIIEHUS XO34HCTBEHHBIX CIIOPOB  MEXIY

NPEANPUITHAMU (YIPEIKICHUSIMH ).

36.
37.
38.
39.

JIoKyMeHTHas CUCTEMaTHKa U HOPMaTUBHbIE JOKYMEHTBI, €€ pealn3yIolue.
JlokyMeHTupOBaHue yudeTa JICHEeXKHBIX CPEICTB U PacueTOB.

J1oroBop 0 pac4eTHO-KacCOBOM OOCITY>KUBAaHUU U PACUETHBIC TOKYMEHTHI.
JlokyMeHTupOBaHue U TOpANOK 0O0XaloBaHUS HEMPAaBOMEPHBIX JIEUCTBUMI

JIOJKHOCTHBIX JIML, TOCYUYPEKICHUN, IPEATIPUATHI.

40.
41.

[Iperen3usi: 0cOOEHHOCTU COCTABIICHUS, OCHOBHBIE PEKBU3UTHI.
[TonoxxeHue 0 CTPYKTYpPHOM IOJPa3ACIICHUH, JOJKHOCTHAS MHCTPYKUHS: TOHSTHUE,

[mpaBujia COCTABJICHUSI.

42.
43.
44,
45,
46.
47.
48.
49,

TpynoBoii 10roBOp, KOHTPAKT: OHATHE, IIPABUIIA COCATBIICHUS.

KomnnekTuBHbIN JOTOBOD.

HastoroBas nexknapanus: XapakTepUCTHKA, BUIbl, PEKBU3UTHI.

[TnarexHoe mopydeHue: NopsaoK 0GOpMIICHHUS U CXEMBI pacueTa.

WukaccoBoe mopydeHue: mopsaok ohopMIICHUST M CXEMBI pacueTa.

Pacuernbliii uek. PacuerHasi yekoBasi KHMKKA.

ToBapHO-TpaHCIIOPTHAS HAKJIAIHASL.

['enepartuBHbIC, TpaH3UTHbIC, TEPMHUHAIbHBIE JOKYMEHTAlMOHHBIE CHCTEMBI, HUX

XapaKTCPUCTHUKA U BUBI.

50.
51.
52.
53.
54,
55.
56.
57.
58.
59.

B JIHP.

60.
61.
62.
63.

nporiecc.

64.
65.
66.
67.
68.
69.
70.
71.
72.

VY4er TMYHOTO cOCTaBa Ha MPEANPUSTHH.

[Topsimox oopmIteHUsT IPUKA3O0B TI0 JIMYHOMY COCTaBY.

[TnarexxHble KAPTOUYKU: MOPATOK ODOPMIIEHUS M CXEMBI pacueTa.

[Topsiok ¥ TOKyMEHTAllMOHHOE 00ecIieueHrEe HAIMYHBIX pacyeToB Ha MPEIIPUITUH.
Knaccudukanus JOKyMEHTOB 110 CHCTEMAaTHYECKUM KaTETOPUSIM.

[IItaTHOE pacnycaHue: NOPSAIOK COCTaBICHUS U OPOPMIICHUS.

JlomKHOCTHAS HHCTPYKIIHS: TIOPSI0K COCTaBIEHUS M 0hOpMIIECHUSI.

PernamenT: mpaBuia coctaBiieHUst 1 0)OPMIICHHUS.

XO035ICTBEHHBIN JOTOBOP: MOHATHE, BUJIbI, CTAJIUN 3aKIOYEHUSI.
BremneskoHOMHUECKHI 1OTOBOP: TIpaBUjIa COCTABJICHUS], PEKBU3HUTHI, O(QopMIIeHUE

[Tpouenypa moAroTOBKM M MOANUCAHKS BHEIIIHEAKOHOMUYECKOTO Jorosopa B JIHP.
IIpennoroBopHasi, JOrOBOpHas U MOCJIEIOrOBOPHAs JOKYMEHTAM.

HcnonHenue u oriaTta 10roBOpoB, KOHTPAKTOB.

[Tporiecc UCTIOMTHEHNUSI KOHTPAKTA M JOKYMEHTHI, 00eCIIeYHBAIOIINE JTaHHBIN

AKT UCIIOJIHEHHUS IOTOBOPA.

XapakTepucTHKa JOKYMEHTOB, TOATBEPKIAIOIINX UCTIOJIHEHUE JOTOBOPA.
[Tpoueaypa u JOKyMeHTaIbHOE 0OOpMIIEHHE TIEPEBOJOB U YBOJIbLHEHUH.

[Tpouenypa 1 TOKyMEHTUPOBAHUE CUCTEMBI MOOIIPEHUN U B3bICKAHUM.

CucremMa KaJpoBOil TOKYMEHTAIIUU: BUJIbI, IPABHUIIA COCTABICHUS U OOPMIICHHUS.
Knaccudukanmst KaapoBhIX MPUKA30B COTIIACHO CPOKOB XpaHEHHUSI.

[Tpuka3 Mo OCHOBHOM AEATEIHLHOCTHU: TIPABHIIA COCTABICHHS U 0()OpMIICHUS.
Cucrema TOKYMEHTHPOBAHHUS 110 IEPCOHAITY.

Hocynebnoe YpEryJIMpOBaHUE XO03SIMCTBEHHBIX CIIOPOB: 0COOCHHOCTH

JOKYMCHTHUPOBAHUA.

73.

AJ'II‘OpI/ITM HCﬁCTBHﬁ, OpeAUICCTBYIONUX TOAA4Y€C UCKaA B CY.
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74. VickoBoe 3asiBIIeHUE: OCOOCHHOCTH COCTABJICHHUS, OCHOBHBIC PEKBU3HUTHI, BU/IBI.

75. JIOKyMEHTHpOBaHHE CYAEOHOTO M JOCYIeOHOTO PAaCCMOTPEHHUS CIIOPOB Ha MIPUMEPE
IPaXXJIaHCKOTO CYJOITPOM3BOICTBA.

76. JlokyMeHTaibHOE 0(OopMIICHUE OOpaIleHUI IpaXKIaH: JOKYMEHTBI, CPOKH H IMOPSIOK
paspernieHusl.

77. JIOKyMEHTUpOBaHHE BHECYIECOHOTO YpETyJIMPOBAaHHUS CIIOPOB B IPOIECCE 3allUTHI
IIpaB OTPEOUTENEH.

78. JlmuHoe JeJI0: COCTaB, MOPSAIOK BEACHUS.

79. CseneHusi, BHOCUMBIC B TPYJOBYIO KHUXKKY.

80. PaccrienoBaHue HECUACTHBIX CITy4aeB: MPaBUIIA, BUJIbI, JOKYMCHTHI.

81. Odopmienue pe3yabTaToB paccie0BaHMsI HECYACTHOTO CITyYasl.

82. Opranuzanus OXpaHbl Tpy/a Ha IPEIANPUSTHH: IPaBOBasi 0a3a, MOPSAIO0K MPOBEACHUS
MEI0CMOTPOB, MHCTPYKTAXEH, OTBETCTBEHHOCTh 32 HAPYIICHUSI.

83. JlokyMEHTHUpOBaHHE «OOBIYHOTO»  PACCICOBAHUS HECUACTHBIX CIIy4acB Ha
IIPOM3BOJICTBE.

84. JIOKyMEHTUPOBAHHE «CIICIIUAIILHOTO»  PAcCICIOBAHMUS HECUACTHBIX CIIy4yacB Ha
IIPOM3BOJICTBE.

85. YHuduuupoBaHHbIE CUCTEMbl JAOKYMEHTAllMM M YyHU(DUIUPOBAHHBIE (OPMBI
JOKYMEHTOB.

86. IIpoTokoi pa3HOTIacHUi K JOTOBOPY.

8. TEMbI KYPCOBBIX PABOT

1. JloKkyMEeHTHpOBaHME HAJIMYHBIX M OE3HAIMYHBIX PAcyeTOB, aBTOMATH3alMs UX Ha
HOPENIPUATHH (B YUPEKICHUN).

2. JIOKyMEHTUpOBaHHE CHCTEMbl YOpPaBJIEHHs IO HEPCOHANLy  IPeIIpUsTUS
(Y4IpexaeHus1) 1 aBTOMATH3AIHs ee paboTHI.

3. HupopmanMoHHO-TOKyMEHTAllMOHHAs TIOJ/IEPKKA YIIPABIEHUS IPOEKTaMHU.

4. JloxyMeHTalbHble WH(OPMALIMOHHBIE CHUCTEMBI IO (QUHAHCOBOMY U OH3Hec-
IUIAHUPOBAHMIO.

5. [IIpoexkTHBI TOAXOA K CO3JAaHUI0O U COBEPIICHCTBOBAHUIO JOKYMEHTAIHHOM
CUCTEMBI.

6. HWudpopmanroHHBIE CUCTEMBI IPEANPUSTHIA U HAIPABICHUS UX COBEPIICHCTBOBAHHS
Y OLICHKH.

7. BusHec-TuIaH MpOEKTa U €ro JOKyMEHTaJIbHO-NH(OPMAaLMOHHOE 00ecrieYeHHE.

8. JloxymeHTallbHble HHPOPMALIMOHHbIE CUCTEMBI OMOIHOTEK.

9. JlokyMeHTalbHbIE HHPOPMAIMOHHBIE CHCTEMBI MYy3€€B.

10. loxymeHTalMOHHO-MH()OPMAIIMOHHAS CUCTEMA apxuBa MU IIyTH ee
COBEpUICHCTOBAHUS.

11. JlokyMEeHTHpOBaHME M  TOPSAOK  PErucTpaluu  CyObEeKTa  XO3SHCTBEHHOM
JEeSTEIbHOCTH, OTE€UECTBEHHBIN U 3apYOEKHBII OMBIT aBTOMAaTU3AIIH.

12. JlokyMeHTHpOBaHME YIpAaBICHUS KaJpaMH B OpPraHMU3alUHd U METOIbl €ro
COBEpIICHCTBOBAHMUS.

13. JlokyMEeHTHpOBaHHE OIIEHKH JAEATEJIbHOCTH TMEepCOHalia C  HCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX TEXHOJIOTHUH.

14. JToxymeHTasibHBIE HH(POPMALMOHHBIE TEXHOJIOTHH B CTPOUTEIIHCTBE.

15. NUndopmanronHoe obecriedeHre KOHTPAKTHONW CUCTEMBI TOKYMEHTAIIUH.

16. JloxymeHTanMoOHHO-MH()OPMAIIMOHHOE 00eCTIeYeHNE IEATEIbHOCTH OPraHoOB Cy/Ia.

17. JlokyMeHTanmMOHHO-UH(OPMAITHOHHOE o0ecredeHne (HUHAHCOBOTO  YIPaBICHUS
HPEIITPUATHSL.

18. OpraHu3anrOHHO-TIPABOBOBBIE OCHOBBI JIOKYMEHTUPOBaHUS KaJIpOBOI
JESATEIBHOCTH.
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19. JlokyMeHTHpOBaHHE MACSATEILHOCTH KaJIpOBOM CIYy>KObI W HamNpaBlIEHUS €ro
COBEPIIICHCTBOBAHUS (HA IPUMEPE KOHKPETHOM OpraHu3aIiim).

20. KaapoBas mHPOpPMAIIMOHHO-TOKYMEHTAIIMOHHASI CUCTEMA B OpraHU3aIluu U MyTH €€
COBEPILICHCTBOBAHMSI.

21. JIoKkyMeHTalMOHHO-UH(POPMALMOHHBIE CUCTEMBI Ha TOPTOBBIX MPEATIPHITHUSAX.

22. JIOKyMEHTaIlMOHHO-UH(POPMAIMOHHBIC CUCTEMBI B METUITUHCKOM YUPEKICHHUH.

23. JIoKyMEHTaIlMOHHO-MH(POPMALMOHHBIE CUCTEMBI B HAJIOTOBOH cepe.

24. JIoKyMEHTAIlMOHHO-UH(POPMAIMOHHbIE CHUCTEMBI B OpraHax TOCYJIapCTBEHHOM
BJIACTH.

25. JIOKyMEHTUpOBAaHHE ¥ TOPSJIOK  PETUCTpPAIlMM  CYOBEKTOB  XO3SHCTBEHHOM
NeSITeIbHOCTH, OTEYECTBEHHBIN U 3apyOeKHBIN ONBIT aBTOMATH3AlINH.

26. JIoKyMeHTalMOHHO-UH()OPMAIMOHHBIC CHUCTEMBI OpraHoB COIIMAJIBHOTO
obecreueHus.

27. JIOKyMEHTaIlMOHHO-WH()OPMAITMOHHBIE CHUCTEMBl O00pa30BaTEIbHBIX W HAyYHBIX
YUPEKIACHUN.

28. JloKyMEHTallMOHHO-UH(POPMALMOHHOE 00eclIeueHUe YIIPaBICHUECKON NesTeIbHOCTH
IPEANPUATHI, OPraHU3ALUHN, YUPEKICHUMN.

29. JIoKyMEHTallMOHHO-UH(POPMALMOHHbIE CUCTEMBI IO OXPaHe TpyAa.

30. JlokyMeHTaIlMOHHOE O0ecleYeHne MapKeTUHTOBOW ACATENbHOCTH TPEANPHITUS H
IIyTU €r0 COBEPIICHCTBOBAHUS.

31. Opranuzanus U JOKyMEHTHPOBAHUE MaPKETHHTOBBIX UCCIICAOBAHMIM

32. JIOKyMEHTallMOHHBIE  PEecypcChbl (MHAHCOBO-XO3SIMCTBEHHONM  JI€STEIbHOCTH
IPEIIPUITUS

33. MeToab! COBEpLICHCTBOBaHUS JJOKYMEHTUPOBAHUSI YIIPaBIEHYECKOH 1€ TeIbHOCTH.

34. Ananu3 JOKYMEHTHPOBAHHS OCHOBHOW JESITEIBHOCTH OPTaHW3AIlMM U HANpaBIICHUS
€€ COBEpIICHCTBOBAHUS (Ha IpUMepe OpraHu3aluii 10001 opraHn3aluoHHO-TIPAaBOBOH (hOPMBI).

35. JIoKyMeHTaIlMOHHOE OOeCTeueHne YIPABICHYECKONH JESTeIbHOCTH B YCIOBHUSX
IPUMEHEHHs aBTOMAaTH3MPOBAHHOM TEXHOJOTHH (Ha MpUMepe KOHKPETHOM OpraHu3alium).

36. CoBepIIeHCTBOBaHHE JOKYMEHTAIIMOHHOTO ¥ HWH(QOPMAIMOHHOTO 00eCredeHus
yIpaBJI€HUS! B YCIOBHMSX TNPUMEHEHHUS COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJOIMH (Ha
KOHKPETHOM TIPUMEPE).

37. OpraHu3allMOHHO-TIPABOBOE M JOKYMEHTAI[MOHHOE obecreueHne YIrpaBieHHs
OpraHu3anuy (Ha KOHKPETHOM MpUMEPE).

38. Opranusanus paboTsl ¢ JOKYMEHTaMH M €€ COBEPLICHCTBOBAHNE B OpraHU3aluu (Ha
KOHKPETHOM TIPUMEPE).

39. JloKyMeHTalMOHHO-UH(POPMALIMOHHOE obecrieueHue MIPEANPUHUMATEIBCKON
JeSITEIbHOCTH.

40. CoBeplIeHCTBOBaHHE nporecca JNOKYMEHTUPOBAHHUS KOH(HICHIIMATIBHOI
uH(pOpMallMU B OpraHU3alMsIX.

41. JIoKyMEHTHPOBAaHUE PaCTIOPATUTEIBHOM JIeSITETbHOCTH OpraHu3alHi.

42. OcoOeHHOCTH OpraHM3aIi padOThl ¢ JOKYMEHTAaMH OTPaHMYEHHOTrO JocTyrna (Ha
IIpUMeEpE AEATEIbHOCTH KOHKPETHON OpraHU3alun)

43. HWudopmMannoHHO-TOKyMEHTAIMOHHAS HHPPACTPYKTYpa MPEATIPHUSITHS.

9. OBPA3ELN 3AJAHUSA MOAYJBHOI'O KOHTPOJIA

OG6pa3zoBarenpHas mporpamma; OakanaBpuar

Hampasnenne noarorosku: 46.03.02 JIokyMEeHTOBEIEHUE U ApXUBOBEICHUE

[Tpoduns: JlokymeHTOBeIeHIE U apXHUBOBEICHHE

Ounas ¢popma oOyuenus. Cemectp: 5

3aounas popma oOydenus. ['omx: 3

YuyebHast qucuuiuinHa:  JIOKyMEHTUPOBaHHE A TeIbHOCTH NPEANPUSTH, OpraHU3aluH,
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YUpEeXKJIEHUs

Monay/ibHasi KOHTPOJbHAs padoTa
Bapuanrt Ne 1
1. JlokymeHTHpOBaHME 3aKIIOUCHUS KOHTPAKTA (JOrOBOPA) U €ro OIICHKA.
2. JIOKyMEHTBI 10 YIIPABJICHUIO UCIIOJIHEHHEM KOHTPaKTa (JI0roBopa).

YTBep)KICHO Ha 3aceqaHuu Kadeapbl HHOOPMALMOHHBIX CHCTEM YITPABJICHHUS, TPOTOKOJ No
or*« ” 20 T

H. III. IToromapenko
H. E. Mamenko

3aB. kadenpoii
IIpenonaBarens

10.KPUTEPUU OLNEHUBAHUS 3AJAHUA MOAYJBbHOI'O KOHTPOJIA

Homep 3ananus KoanuyecTtBo
0aJL10B
3aganue 1 5
3amanue 2 5
Bceero 10 6am0B

11.0BPA3EILl DK3AMEHAIIMOHHOI'O BUJIETA

O0pazoBarenbHas mporpaMma: OaxkaaaBpuar

Hamnpasnenue noaroroku: 46.03.02 JIokyMEHTOBEIEHUE U apPXUBOBEICHUE

[Ipoduns: lokyMeHTOBEICHNE U apXUBOBEICHUE

Ounas ¢popma oOyuenus. Cemectp: 5

3aounas Gopma oOyuenus. ['ox: 3

VYuebHast qucuuiuiiHa:  JIOKyMEHTHPOBaHHE ACITEIHHOCTH NPEAPUSTHS, OPTaHU3AIIH,
YUPEKAECHUS

IK3aMeHALUOHHBI onter Ne 1

1. TlonsTue cyObekTa X0351iCTBOBaHUS. BUabl 1 OpraHU3aIllMOHHO-TIPABOBEIE (POPMBI CYOBEKTOB
XO3SIMICTBEHHOM €SI TEIBHOCTH.

2. TlonokeHHsI, WHCTPYKIIMH, PETIAMEHTHI: MX POJb B CHCTEME OPTaHH3AIlMOHHO-TIPABOBBIX
JTIOKYMEHTOB TIPEANPHUSATHUS.

3. [Iperensus, uck: 0cOOEHHOCTH COCTABIIEHUS, OCHOBHBIC PEKBU3UTHI.

VYTBepKICHO Ha 3acenaHuu Kadeapbl MHGOPMALMOHHBIX CHCTEM YIPABJICHUsI, MPOTOKOI No oT
(13 2 20 r

H. III. IToHomMapeHkKO

H. E. Mamenko

3apenyrommii Kadeapoit
OK3aMeHaTop

12. KPUTEPUU OLUEHUBAHUSA DK3AMEHALIMOHHOI'O 3AJIAHUS

Homep 3ananus KounuectBo 0a/1510B

Bonpoc 1 15
Bormpoc 2 15
Bormpoc 3 10

Bcero 40 oaJL10B
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13. UHAUBU A YAJIBHBIE 3AJAHUSA

OaHuM U3 BUJOB HWHJMBUIYaJIbHOW PabOTHI CTYIEHTOB SIBISIETCS IMOJATOTOBKA JIOKJIAJa C
MYJIbTUMEIUIHON Tipe3eHTanueid. Llens maHHON pabOThI — OCMBICIICHHE W YIiyOJieHue 3HaHUN
M0 JaHHOW [JUCIMIUIMHE, pPa3BUTHE HABBIKOB CaMOCTOSITENILHONH paboThl 1O  cOOpy,
CUCTeMaTH3allKi MaTepraia, IPOBEICHUIO UCCIEI0BaHUs U aHANNU3a. SIBISAACH OJTHUM W3 BHUJIOB
HAyYHO-UCCIIEIOBATENILCKOW pabOThl CTYJICHTOB, TOJATOTOBKA JIOKJIAaNa C MYJIbTUMEIHHHON
npe3eHTanue crnoco0cTByeT (OPMUPOBAHHMIO Y CTYIEHTOB aHAJIMTHYECKOrO, TBOPYECKOIO
MBIILICHHUS.

TeMbl HHAUBUAYAJIbHBIX 3aJaHUM
1. TIlporpammubie cpencrtBa sl JOKyMEHTaIbHO-UH(OPMALMOHHOW CHCTEMBI IO
NepCOHATy OpraHu3aly (IPEIIPUSITHS).
2. TlporpamMmHble CpejcTBAa Ul JOKYMEHTaIbHO-MH()OPMALMOHHON CHCTEMBI IO
3aKJIFOYEHHIO U BHITIOJIHEHUIO KOHTPAKTOB.
3. TIlporpammHuble cpeicTBa ISl JOKYMEHTAILHO-UH(DOPMAILMOHHON CHCTEMBI IO
pacueram U miaTexam.

4. TlporpamMHBle cpeacTBa Uil JOKYMEHTAILHO-UH(OPMALMOHHONW CHCTEMBI IO
YIIPABJICHHIO MPOEKTaMH, (PUHAHCOBOTO 1 OM3HEC-TUIAHUPOBAHHSL.

5. TIlporpammHble cpeicTBa ISl JOKYMEHTANLHO-UH(DOPMAILMOHHON CHCTEMBI IO
MapKETHHTY.

6. IIporpaMMHbIE CpenCTBa NEKTPOHHBIX OUOIMOTEK, a TaKke Ui MH(QOPMIEHTPOB,
apXUBOB.

7. TlporpaMmHbIE CpEACTBA JUIS  OIEPATHBHOTO  YIPABJIEHHMS  IIPOM3BOACTBOM
(oneparusiMu).

8. [IIporpamMMmHbIE CpeiCTBa VIl JOKYMEHTAILHO-UH()OPMALMOHHON CHCTEMBI MaJIbIX,
CPEeIHHX U OOJBIINX MPEANPHATHN (YIPESIKICHHA ).

14. KPUTEPUH OLIEHUBAHUS WUHIANBUAYAJIBHON PABOTHI CTYJEHTA

1. [{ens pa®OThI: HACKOJIBKO YETKO CHOpMyIHpPOBaHA.

2. CrpyKTypa: JOTHUHOCTH U TOCIIEI0BATENbHOCTh U3JI0KEHUS MaTepuaa.

3. AprymeHTtanusi: 000CHOBAaHHOCTh, YOEIUTENHHOCTh, HATUYUE TMO3UTHUBHOMN
OIIEHKH U BO3MOKHOM KPUTUKH, CEPbE3HOCTh HAYYHBIX UCTOUHUKOB.

4, Hayunbiii mOWCK: WCIONB30BAaHUE COOTBETCTBYIOIIEH JUTEpaTyphl, O0O0BEM
MIPOBEICHHBIX HAYYHBIX UCCIEIOBAaHUMN.

S, SA3bIK pabOTHI: HOHATHOCTH, IPAMOTHOCTb.

6. TBopueckuit MOMEHT: TBOPUECKOE OTHOIIEHHE K 0TOOpY, 00paboTKe MaTepraos,

HaJn4Kie OPUTMHAIBHBIX BBIBOJIOB.
15. KPUTEPUY OLIEHUBAHUSA OBIIEN YCIIEBAEMOCTH

B Tteuenue cemecTtpa oOydaromuics MOXET 3apaboTarth Oanbl 3a CICAYIONINAE BHJIBI
NESTENIbHOCTH: MOMAYJIBHYIO KOHTPOJIBHYIO paloTy, MPaKTUYECKHE 3a/IaHus MO TUCIUILINHE,
MHAMBHUAYalIbHbIE 3a/aHus (pedeparsl, Mpe3eHTauu, TOKIabl) U IK3aMEH.

OreHka 3HaHM CTYAEHTOB MPoBoaUTCS 1Mo 100-0ampHOI MIKaie COrlacHO CIEAYIOIUM
KPUTEPUAM:

Conep:karesibHbIE
Aep Bun padorsl Bbanabl
MOIYJIH
Conepskarenpusiii | OPraHH3aLHOHHO-yqe0Has paboTa CTy/ACHTA B 43
Moayib 1 CamocrosrenbHas pabora 7
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MopynsHas KOHTPOJIbHAS paboTa 10
JK3aMeH 40
OO6umii uror 100

IMopsinok oneHUBAHUS Y4eOHBIX TOCTHKEHUH 00yYAOIUXCS

OleHKa 110 Onenka 1o 100- OreHka 1o rocy1apCTBEHHOM 1IKalie
wkane ECTS | Gannbnol mikane | sk3ameH, quGpepeHIupOBaAHHbIN 3a4€T 3ayer
A 90-100 5 (OTIMYHO) 3a4TEHO
B 80-89 4 (xopor1o) 3a4TCHO
C 75-79 4 (xopor1o) 3a4TEHO
D 70-74 3 (yIOBIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (YyIOBJIETBOPUTEIHHO) 3a4TEHO
FX 35-59 2 (HeyIOBJIETBOPUTENBHO) C HE 3a4TEHO
BO3MOYXHOCTBIO TTOBTOPHOM aTTECTAIlUN
F 0-34 2 (HeyIOBJIETBOPUTENBHO) C HE 3a4TEHO
BO3MO>XHOCTBIO TTIOBTOPHOU C/IaYul TIPH
yCIIOBUU 00513aTeIbHOr0 Habopa
JIOTIOJTHUTEIIHHBIX 0aJIOB

16. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE YYEBHOI'O ITPOLECCA

VYueOHble 3aHATUS NPOBOAATCA B 8-M yueOHOM Kopryce (. [lonenk, yn. YentocKUHLEB,
1. 198 a) yauBepcurera. sl mpoBeneHHs JEKIMOHHBIX W MPAKTHUYECKUX 3aHATHH TpeOyeTcs
ayauTopus, 000py0BaHHAsE MEJIOBOW WIJIM MApKEPHOHM NOCKOHM, MyJIbTUMEIUHHBIM IPOEKTOPOM
U DKpaHOM, HOYTOYKOM, KOMIUIEKTOM Y4eOHOW MeOenu Al CTYAEHTOB, padoyuM MECTOM
npenoaaBatesst. Berxos B IHTepHET NpOBOIHOM MITH ¢ UCToNb30BaHneM Wi-Fi.

Jlis caMOCTOSITENIbHOM pabOThl HCIOJIB3YIOTCS TEKCTOBBIE U DJIEKTPOHHBIE PECYPCHI
Hayunoii 6uOnMoTekM yHHMBEpCUTETAa M JPYTUX 3JEKTPOHHBIX OMOIMOTEYHBIX 0a3 JaHHBIX,
MaTepuaibHO-TEXHUYEeCcKass 0a3a yueOHoW snabopaTopuu kadeapbl MHOOPMALMOHHBIX CHUCTEM
ynpasneHus (ayn. 206 a).

B mpomecce 00yueHus CTyIEHTBI HMMEIOT BO3MOXKHOCTh WCIIOIB30BaTh y4eOHBIC
MaTepuaisl M0 AUCHUILIMHE «JOKYMEHTUPOBAaHUE NEATENbHOCTH NMPEANPUATHS, OPTaHU3ALNN,
yupexaeHus », pasmenieHHbie Ha miardgopme Moodle IleHTpa AUCTaHIIMOHHOTO OOpa30BaAHMS
oy BIIO «/lonHY». C wucnonb3oBaHHEM pPeCypcoB IIATGOPMBI  AMCTAHIIMOHHOTO
o0pa3oBaHMsl TaKXe OCYUIECTBIISIETCS TEKYIIMH KOHTPOJb 3HAHUM CTYIEHTOB Ha OCHOBE
TECTUPOBAHUS U POBEPKH PE3YIIbTATOB CAMOCTOSATEIBbHOM padoThI.

17. PEKOMEH/IOBAHHAS JIUTEPATYPA

Ne HanmenoBanue Koxa-Bo Hanu4yue
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B OubJmorTeke BEpCHHU B
JouHY IBC

OcHoBHas1 JInTEepaTypa

1. | JdemompousBoacTBO : 00pa3iipl, JIOKYMEHTBHI, 1 -
opranmzanus u TexHonorus padotsl / [B. B. ['anaxoB u
ap. ; mox pen. U. K. Kopueesa, B. A. Kyapsesa]. - U3a.
3-e. - Mockaa : [Ipocnekr, 2015. - 479 c.

2. | denonpousBonctBo : (OpraHuszaiysi ¥ TEXHOJIOTHH 1 -
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TOKyMeHT. obOecneuenust ynp.) / Ilox pen. T. B.
Ky3nenonoii ; E. H. bacosckasi, T. A. beikoa, JI. M.
Bsinosa u ap. - M. : FOHUTH, 2001. - 359 c.

I[OHOJ'IHI/ITCJILHHH JuTepar

pa

Bnacosa, E. E. CoBpeMeHHBI AEIOBOM JOKYMEHT :
Opranu3zaiiys JeI0NpoOu3BOACTBA U JOKYMEHTOO000pOTa
Ha npennpusatuu / E. E. Bmacosa. - X. : KoHcynbT,
2004. - 212 c.

Kastope, C. Co3nmanne  (perucrtpamusi) |
nepepeructpauus npeanpustus / C. Kastopes, O.
ButkoBckas. - 3-¢ u3n. - XapekoB : ®akrtop, 2006. -
317 c.

MartseeBa, B. Kagpopas noxymenTanus / B. MaTBeeBa,
B. Kyznenos, O. BuTtkoBckas. - 6-¢ u3a. - XapbKoB :
®dakTtop, 2006. - 388 c.

Metoauyeckue pEeKOMEHJALUMU 10  BBIIOJIHEHUIO
KYpPCOBBIX paboT mo aucuurinHe "JlokyMeHTanbHbIe
WHPOPMAIIMOHHBIE CHCTEeMBI" : JUIi  CTYIEHTOB
HanpaBJICHUSA IMOATOTOBKU 46.03.02
"JIOKyMEHTOBEJICHHE W apXuBOBeleHHE" Bcex (opm
oOyuenus / [coct. H. E. Mamenko] ; [loneukuii Hai.
yH-T, Dak. maremaTuku 1 uHOGOPM. TexHonorui, Kad.
unpopm. cuctem ymp. - Joneuk : JJouHY, 2016. — 20 c.

[Ipaktukym 1no  gucuuiuinHe  "JloKyMeHTaslbHbIE
uHpOpPMAllMOHHbIE cHCTeMBbl" : JUIi  CTYIEHTOB
HaIpaBJICHUs HOJrOTOBKU 46.03.02
JIOKyMEHTOBEJIeHE M apXHMBOBeAE€HUE BceX (opm
o0yuenust / [coct. H. E. Mamenko]| ; T'OY BIIO
"JloHeUKUi HallMOHAIbHBIN yHMBepcuTeT', DakynbTeT
MaTeMaTUKd U UHQPOPMAIMOHHBIX  TEXHOJIOTUH,
Kadenpa uHOpManMOHHBIX CHUCTEM YIpPaBICHHS. -
Homnenk : HorHY, 2017. - 88 c.

Pomanos, B. II. IIpoexTtupoBaHME HDKOHOMHYECKUX
MH(pOPMALMOHHBIX CUCTEM: METOJI0JIOTHS "
COBpPEMEHHBIE TEXHOJOIMM : Yueb. mocobue it
CTYJEHTOB BY30B, OOy4YalOIIUXCS IO CHEHUAIbHOCTH
"Ilpuknan. wHpopmatuka B skoHomuke" / B. IIL
Pomanos, H. 3. EmenssinoBa, T. JI. Ilapteika ; Poc.
okoH. akan. mMm. I'. B. IlnexanoBa. - M. : Dk3ameH,
2005. - 254 c.

[[IBemnoBa-Boaka, I'. H. OOmias teopusi 1OKymMeHTa H
KHUTH : ydeOHoe mocobue / I'. H. IlIBenosa-Boaka. -
Mocksa : Peibapu ; Kues : 3nanns, 2009. - 487 c.

10.

HckoBble 3asiBICHUS B CyA OOIIEH IOpPUCAUKIUH /
[Coct. M. KO. Tuxommpor]. - 3-¢ wm3m. - M.
Tuxomupos, 2005. - 128 c.

11.

CmupnoBa, JI. JI. MeHemKMEHT  mepcoHasna
[OnexTpoHHbI pecype] : yueOHoe mocobue / JI. JI.
CmupaoBa ; mox obmieit pemakiuenr B. H. Cepmrox ;
I'OY BIIO "Jlonenkunii HalMOHAJIBHBIN YHUBEPCUTET'.
- Jlonenk : 'OV BIIO "IouHVY", 2019. - DnekTpoHHbIE
TeKCTOBBIC HaHHbIe (1 daiin).
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12. | Edpemona, O. C. JlokymeHTanusi mo OXpaHe TpyJa B 1 -
opranuzaiuu / O.C. Eppemona. - M. : Ansda-IIpecc,
2008. - 134 c.

13. | Murpodanosa, B. B. KaapoBoe me10npor3BOACTEO B 1 -

KoMMepueckor opranusanuu / B. B. Mutpodanosa. -
M. : Dk3amen, 2005. - 143 c.

14. | XossiictBeHHOe mpaBo VYKpamHbl : Y4eOHHK JJIs 31 -
cTyneHToB By30B / [A. C. BacunweB u jp.] ; moxa pen. A.
C. Bacunbena, O. II. IloguepkoBHoro. - M3n. 4-e. -
XapbkoB : Onucceit, 2010. - 487 c.

15. | Undpopmatuzaums OusHeca: KOHIEHLIUM, TEXHOJIOTHH, 1 -
cucremsl / A. M. Kapmunckuii, C. A. Kapmunckuii, B.
I1. HecrepoB, b. B. YUepnuxoB ; Ilog pea. A. M.

Kapmunckoro. - [2-e u3n. - M. : ®unHaHchl
cratuctuka, 2004. - 415 c.
16. [TorpeGnas, JI. Jlenonpou3BoacTBO, KAKUM OHO JIOJIKHO 1 -
obITh / JI. [lorpebHas. - 2-¢ u3a. - XapekoB : dakrtop,
2008. - 413 c.
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19. MIPOT'PAMMHOE OBECIIEYEHHUE

1. Windows 7 PRO (xopnoparuBnas nunensus JOHHY Ne 46484614)

2. Microsoft Office (koprmoparusnast munensust JOHHY Ne 46472919)

3. Microsoft Visual Studio (mumensus nporpamvber DreamSpark mist Beiciimx
y4eOHBIX 3aBEJICHUIN)
Antuupyc Kacnepckoro, Adobe Acrobat Reader, XPDF (iuniensun GPL, Apache, BSD mns
CBOOOJTHOTO TTPOTPAMMHOTO 00eCTICUeHN).




