





1. OBJIACTb IPUMEHEHUS U MECTO JUCLUIIJINHBI B YYEBHOM
MPOLIECCE

VYyeOnast aucuuiinHa «J{okyMeHTalbHbIe WH()OPMAIIMOHHBIC CUCTEMB» OTHOCUTCS K
06a30BOH YacTu NMPoPeCCHOHAIBHOrO 0J0Ka MUCIMIUIMH 0 HampapiieHuio nmoarotoBku 46.03.02
JIoKyMeHTOBE/ICHUE U apXHBOBeleHUE. V3yueHne NTaHHOW JUCIMIUTMHBI OCHOBBIBACTCS Ha Oa3e
muciuiuind:  MHGopManmonHbie TexHoaoruu, JJokymMeHToBeaeHre, Opranu3aius 1 TeXHOJIOTHs
JIOKYMEHTAITMOHHOTO O0ECIICUeHUS YIIPABICHUs. SIBISETCSI OCHOBOM ISl M3YYCHHSI CIICIYFOIIHX
quciiuiiH: MHGopMannoHHbIe TEXHOJIOTHH B JJOKYMEHTAIMOHHOM O0OCSCIICUCHUH YITPABJICHUS U
apxuBHOM Jiene, KanpoBoe 1enonpon3BoACTBO M ApXUBBI JOKYMEHTOB IO IWYHOMY COCTAaBY.

HopmaTuBHBI€ CCBLIIKH — He npedycMompeHo

2. CTPYKTYPA JUCHUIIJINHBI

Xapakmepucmuka y4eoHoil OuCYUnIUHbL

HanpaBnenune noaroToBku

46.03.02 JlokyMeHTOBeIeHUE U

APXHNBOBCICHUC

OO6pa3oBarenbHasl porpaMma

OaxajiaBpuaT

Kpanudukanms

aKaJeMHYeCKHil OakaiaBp

KonngecTBo conepkaTeabHbIX MOTyICH
(Tem)

1 (10)

JucnuniarHa 6a30Boii / BApHAaTUBHOMN YacTH
00pa30BaTebHOM POrpaMMbl

ba3zoBas 9acTh npodeccHoHanbHOTO 0JI0Ka

DopMBI KOHTPOJIA

1 MOIyNbHBI KOHTpPOJb,

1 »sk3ameH
(nucbMeHHbIN) U 1 KypcoBas paboTa

ouHas hopma
oOyueHus Ha 0aze

3aouHas Gpopma
oOyueHus Ha 0aze

Ilokazarenu
HOpMaT. YCKOP. HOpMaT. YCKOP.
CPOK CPOK CPOK CPOK
KonnuecTBo 3aueTHBIX eAnHUIL (KPEAUTOB) 4 4 4 4
I'ox moaroToBKHM 3 1 3 1
Cemectp 5 1
KoanuectBo yacos 144 144 108 108
- JIEKI[HOHHBIX 36 32 6 6
- IPAKTUYECKNX, CEMHUHAPCKUX 54 48 12 10
- TaOOPATOPHBIX - - - -
- CaMOCTOSITEIILHOM pabOThHI 54 64 126 128
B T.4. UHANBHUIYAJIbHOE 3a/I1aHHE - -
HenenbHOE KOMMYECTBO YacoB, 8 8
B T.4. ayJUTOPHBIX 5 5

3. OIUCAHUME JUCHOUIIJIMHBI

Ieaun u 3apa4un
Ilenvy — dopmupoBanme

y CTYACHTOB 0a30BBIX 3HAHUH 1O JOKYMEHTaJIbHBIM

I/IH(I)OpMaI_II/IOHHBIM CUCTCMAaM, HABLIKOB OpraHu3anuun pa6OTLI C HHUMHU, HOPMATHBHOMY H

JOKYMCHTAJIbHOMY 00eCIeYEHHIO B YCIOBUAX HOBBIX I/IH(I)OpMaHI/IOHHBIX TEXHOJIOTHIA.

3aoauu:

—  (opmupoBaHue MpeACTaBICHUS O MOKYMEHTaJIbHBIX HH(GOPMAIIMOHHBIX CHCTEMaX,
WX COJIEpP KaHUH, B3aUMOJICHCTBUM C CHCTEMaMH JIOKYMEHTAllUU MPEANPHUITHI, OpraHu3aIii, a



TaKXe OPraHOB rOCY/1apCTBEHHON BJIACTH;

—  XapaKTepHUCTHKA I'eHePaTHBHBIX, TPAH3UTHBHBIX, TEPMUHAIBHBIX U YTHIIN3AIMOHHBIX
JIOKYMEHTaJIbHBIX CHCTEM; PaCCMOTPEHHE CHCTEM JOKYMEHTALUU MPEANPUATUH, yUpexIeHU,
OpraHoB BJAacTH; 0OOCHOBAaHUE B3aMMOJICHCTBHS MPAaBOBOK 0a3bl, JOKYMEHTAJIBHBIX PECYPCOB U
COBPEMEHHBIX  HMH(MOPMALlMOHHBIX  TEXHOJOTMH B  KOHKPETHBIX  JIOKyMEHTaJIbHO-
UH(POPMALIMOHHBIX CHCTEMAX;

— (opMupoBaHHE NPAKTUYECKUX HABBIKOB PELIEHUS CUTyallud IO OpraHu3aluu
JIOKYMEHTALMOHHOTO 00ecneueHus] NpeANpUsITUH, OpraHu3alui, y4peKACHUH C IOMOIIbIO
KOHKPETHBIX ~ HWH(POPMALIMOHHBIX  TEXHOJOTMH M  CHUCTeM s OOecledeHus  Hx
AKHU3HEIEATEIIbHOCTH.

TpeGoBanuss Kk pe3yjJbTaTaM OCBOeHUsI AucHMILIMHBI: [Ipomecc wu3ydeHus
JUCLMIUIMHBl HampaBlieH Ha (OPMHUPOBAHME 3JIEMEHTOB CJIEIYIOIIUX KOMIIETCHUUH B
coorBerctBuM ¢ TpeboBanusmMu ['OC BIIO mno nHampasneHuto mnoarotoBku 46.03.02
JIOKyMEeHTOBe/IeHUE U apXUBOBEJEHHE M OCHOBHOM 00pa30BaTENbHOM MpPOrpamMMbl BBICIIErO
oOpaszoBanusi HampasieHus mMoAroToBku 46.03.02 JlokyMeHTOBEIEHHE U apXUBOBECHUE:

a) oowexyromypuvix (OK):

CIOCOOHOCTh HCIIONIb30BaTh OCHOBBI IKOHOMHYECKMX 3HAHMA B Pa3IUYHBIX cdepax
nesrenapaoctr (OK-3);

CIOCOOHOCTh ~ MCIIONIB30BaTh OCHOBBI INPABOBBIX 3HAaHWM B Pa3IUYHBIX cdepax
nesreiapaoctr (OK-4);

CIIOCOOHOCTBIO K CaMOOpraHu3aluu U camoodpazosanuto (OK-7);

0) oowenpogeccuonanvnuvix (OIIK):

BJIaJICHHNE HAaBBIKAMHM HCIOJIb30BAHUA KOMIBIOTEPHONH TEXHUKH M HMH(OPMAIIMOHHBIX
TEXHOJIOTUI B IOMCKE HCTOYHUKOB M JIMTEPATYphl, MCIIOJb30BAaHMM HPABOBBIX 0a3 JaHHbIX,
COCTaBJICHUH OHONMorpaduueckux u apxuBHbIX 0030poB (OITK-4);

8) npogheccuonanvnuvix (IIK):

HAY4YHO-HCCIeJ0BATE]bCKAS NeATeIbHOCTD:

BJIaJICHHE 3HAHUSMU OCHOBHBIX TPOOJIEM B 00JIACTH TOKYMEHTOBEACHUS U apXUBOBEICHHS
(TK-3);

BJIaJICHUE TEHACHIMSAMH Pa3BUTHs WH(OPMAIIMOHHO-TOKYMEHTAIIHOHHOTO M 00ecreueHus
ympasienus apxusHoro naena (I1K-5);

TeXHOJIOTHYeCKAas 1eATeTbHOCTh:

CIOCOOHOCTh ~ COBEPILEHCTBOBAaTh TEXHOJOIMHM  JIOKYMEHTALMOHHOTO  OOecredYeHus
YIIPaBJICHUS M apXMBHOTO JieNa Ha 0a3e MCIoib3oBanus cpeacTB aproMmaTu3anuu (I1K-15);

CIOCOOHOCTh HCIMOJIb30BaTh IMpaBWiIa TOATOTOBKH YIPABJIEHYECKUX JOKYMEHTOB H
BesieHus aesoBoi nepenucku (I1K-19);

CIOCOOHOCTH MCIIOJIb30BaTh MpaBHiia OPraHU3alMy BCEX TAoB PabOThI C JOKYMEHTaMH, B
TOM uuciie apxuBHbIMU okymMeHTamu (I1K-20);

BJIaJICHHME HaBbIKAMM IIOJATOTOBKH YIPABICHUECKUX JOKYMEHTOB U BEIEHHUS JEJI0BOM
nepenucku (ITK-25);

OPraHU3alMOHHO-YNIPaBJIeHYeCKAs 1eATeIbHOCTh:

CIIOCOOHOCTh OPTaHM30BBIBATH PabOTy CHYKObI JOKYMEHTAIMOHHOTO OOecreueHus
yIIpaBJICHUS U apXUBHOTO XpaHeHus gokymenToB (I1K-30);

CIOCOOHOCTh  pa3palaThiBaTh JIOKAJTbHBIE HOPMATHBHBIE AaKTBl M HOPMAaTHBHO-
METOAMYECKHE JOKYMEHTHI 10 BEJICHHUI0O MH(POPMAIMOHHO-TOKYMEHTAIMOHHOTO OOECTIeYeHNUs
yrpasieHus u apxuBnoro jaena (ITK-31);

BJIaJICHUE 3aKOHOJATeNbHOW M HOPMAaTHBHO-METOAMWYECKON 0a30ii uH(bOpMaIMOHHO-
JOKYMEHTAIlMOHHOTO  OOECTICUeHHsT  YNpaBJICHUS H  apXUBHOTO JeJa, CIOCOOHOCTBHIO
OPHEHTHPOBATHCS B IPABOBOI 0a3e cMexkHbIX obuacteit (ITK-32);

3HAHHE OCHOB TpyA0BOro 3akoHonarenbeTa (ITK-33);

coOro/IeHre TpaBil 1 HOpM oxpanbl Tpyna (I1K-34);

3HaHUe TPeOOBaHUI K OpraHU3alMK KaJpOBOI0 NEIONPOU3BOJICTBA U JOKYMEHTHPOBAHUIO



TPYAOBBIX OTHOIIEHUH, XpaHCHHUIO JOKYMEHTOB 110 TnaHOMY cocTaBy (ITK-36);
NMPOEKTHAS JeSITeJIbHOCTD:
CIIOCOOHOCTH COBEPIIEHCTBOBATH JOKYMEHTAI[HOHHOE oOecreuenue yupasiacaus (ITK-50).
B pe3ysibTare nzyueHus y4eOHOH JUCHUILUINHBI CTYIEHT JI0/KEH

3namop:

MIPABOBBIE OCHOBBI W TIOPSAOK PEIICHUS ONPEACICHHBIX BOMPOCOB B KOHKPETHBIX
JOKYMEHTaIbHO-UH(GOPMAIIMOHHBIX CHUCTEMaX; YHU(GUIMPOBAHHBIE CHUCTEMBbI JOKYMEHTAIUU;
MOPSIOK TOCYAAPCTBEHHOW perucTpanud, (QYHKIMOHUPOBAHUS, JUKBUAANUUA CyOHBEKTOB
XO3SUCTBEHHON JIEATENbHOCTH; JOKYMEHTAI[MOHHBIE CHUCTEMBbl KOHTPAKTHOW JesTeIbHOCTU
OPEINPHUATHIA, 110 OXpaHe TPYyHa; MTOKYMEHTATbHO-UH()OPMAIMOHHYIO CHCTEMY OTHOCHUTEIHHO
pacueToB M IUIATEXeH; JTOKYMEHTbl OTHOCUTEIIbHO HAJIOTOB U 00S3aTEeNbHBIX IIJIaTEXKeH;
JIOKYMEHTAIMOHHO-UH(POPMAITHOHHYIO CUCTEMY OyXrajTepcKoro y4era; o01mIyIo
XapaKTePUCTUKY JOKYMEHTAIMH M0 KaJpOBBIM BOIIPOCaM; JOKYMEHTUPOBAHUE B3aUMOICHCTBUS
HIPEANPUATHI, YIPEKIACHHUM 110 BOIIPOCAM AHTUMOHOIIOJIBHOW IIOJIMTUKH, OXPaHbl OKPYKAKOLICH
CpeIbl, 3aHATOCTH; MOPSAOK OO0KaJlOBaHUS HEMPABOMEPHBIX JACWCTBUN JOJHKHOCTHBIX JIHII,
TOCY/IapCTBEHHBIX OPTAHOB, MPEATPUATHH;

Ymemy:

pemiate  3a7a4d  JIOKYMEHTOB, KOTOpbIE€  MCIOJNB3YIOTCS B  JOKYMEHTAJIbHO-
MH(OPMALIMOHHBIX CHUCTEMax: MOPSAIOK COCTaBIeHUs, O(GOpMIIECHHUS, PETUCTpallUU, Tepeaayd,
MIPOXOXKACHUS U YTUITH3AIUY;

Bnaoemy:

HaBBIKAMHU COCTABJICHUS M OQOPMIICHHS JOKYMEHTOB pPa3jIMYHBIX JOKYMEHTAIBHBIX
CUCTEM.

4. COJEPKAHME JUCHUIUIAHBI ¥ ®OPMBI OPTAHU3AIIMY YYEBHOT O
MPOLIECCA

Kypc mucuummmnsl «J{okyMeHTalbHbIe WHPOPMAIIMOHHBIE CUCTEMBI» MPEIyCMaTpUBACT
creayronme (GopMbl OpraHu3alMyd y4eOHOTO Tpollecca: JIEKIUH, MPAKTHUECKUE 3aHATHS,
caMoCTosITeNIbHas paboTa CTYJCHTA.

Marepuan  u3naraetcss € UCIOJIb30BAHHEM  OOBSICHHUTEIbHO-UIUTFOCTPATHUBHBIX,
IBPUCTHYUECKUX M HMCCIICIOBATEIbCKUX METOJIOB MpernojaBanus. [Ipu nmpoBeneHUN JEKIUH s
00CyXICHUSI MaTepHalia IIUPOKO UCTIOIB3YIOTCS MYJIbTUMEIUNHBIE MPE3EHTAIIMN, aHUMAITUH.

B yueOHOM mporiecce MIMPOKO MPUMEHSIOTCS AKTHBHBIE W HMHTEPAKTUBHBIC (OPMBI
IIPOBEJCHUS 3aHATUH (Pa300p KOHKPETHBIX CUTYAllUii, BBIMOJIHEHNE 3a/1aHUi 110 COCTABICHUIO U
0(hOPMIICHHIO JIOKYMEHTOB, TUCKYCCHsI, TIOJIEMHKA), BHEAYJUTOPHAsI CaMOCTOSTEIbHAsE padoTa,
6aJ'IJ'IBHO-p€I\/'ITI/IHFOBa$[ CUCTEMAa OLCHKHN YCn€Ba€MoOCTHU, JIMYHOCTHO-OPUCHTUPOBAHHOC
oOyudenue, mpobremMHoe oOydeHue, 6109HO-MOAYIbHOE O0yUeHue.

[TpeaycMOTpEeHO HCITOB30BaHKUE B yICOHOM IMPOIECCE MHTEPHET-PECYPCOB MO JTaHHOMY
KypCY JUIs PEIICHUS IPAKTUYCCKHUX 3a/IaHUM.

CamMocTosTeabHas pa60Ta CTYACHTOB IPCAYCMATPHUBACT BBINNOJIHCHUC WHAWBUAYAJIBHBIX
3aJlaHMii, TMOJATOTOBKY K TIPAKTHUECKUM 3aHATHUSM, H3y4CHHE YUYECOHOH W METOJAMYECKOM
JMTEPATyphl, COCTABIICHHE KOHCIIEKTOB, 3allliTa MIPE3EHTAIMIA 1 JTOKJIa I0B.

IopsakoBbIii HOMEP U Kpartkoe cogep:xanue TeMbl
TEeMa

1 2

Cooeporcamenvuutit modyns 1.

Tema 1. [Ipeamer, 3agaun u | JlokyMeHT, HHQOpPMAIUSI U UX POJIb B XKU3HU YEJIOBEKa U
OCHOBHBIE IIOHATHS Kypca oOmiectBa. CHCTEMBI IOKYMEHTAIMH, YHU(DHUIIMPOBAHHBIE




cuctembl fokymenTarmn (YCJI), ux kinaccupukamms.

Tema 2. [TonsiTne cyObekTa X03sIiiCTBOBAaHUS. BUIbI M OpraHu3alnoHHO-
JlokymeHnTupoBanue paBoOBbIC POPMBI CYOBEKTOB X035 HCTBEHHON JEATEIbHOCTH.
pPETHCTpalliK CYObEKTOB [Topsimok perucTpamnuu CyObeKTOB X03UCTBEHHONW JEATEIbHOCTH
XO3SHMCTBOBAHMS U JJOKYMEHTUPOBAHUS PErUCTPALMH CYOBEKTOB
MPEANPUHUMATEIBCKOMN NeATEIbHOCTH, TUIICH3UPOBAHUS,
MATCHTOBAHUS, CEPTU(DUKAIIMH BUJIOB (JEATSIHEHOCTH)
xo3siiicTBOoBaHus. Co3/laHke NPEANPUATHS KaK ITIPOECKT.
Tema 3. JlokyMeHTHpOBaHUE U periiaMeHTalus e TeIbHOCTH
JloxkyMeHTupOBaHuUE npeanpuarus. CucteMa OpraHu3aliOHHO-TIPABOBBIX JOKYMEHTOB.
onpeeeHus OrnpezenieHre CTPYKTYPbl U IITATHOW YUCICHHOCTH MPEATPUSITHSL.
OpraHU3aIlMOHHO- PernamenTanusi npaBuil BHYTPEHHETO TPYIOBOTO paciopsiaKa.
MPaBOBOTO CTaTyca [Tonoxenus, UHCTPYKIIUHU, PETIAMEHTHI.
PEIPUATHS

Tema 4. Cucrema
JIOKYMEHTHPOBaHUS 110
nepCcoHAITY

IIpaBoBBIE OCHOBBI 1 HOPMATHUBHBIE JOKYMEHTBI 110 TPYAOBBIM
OTHOLICHMSM. Y4eT JIMYHOIO COCTaBa Ha MPEeANpUATHH. TpyaoBon
JIOTOBOP, KOHTPAKT. TpynoBble KHWKKH. [Ipruka3pl o tu4HOMY
coctaBy. OgopmiieHHe TUYHBIX KAPTOUEK U JIUYHBIX JeIl.

Tema 5.
JlokyMeHTupoOBaHue,
3aKJIFOUYCHUEC U BBIIIOJIHCHHUC
JIOTOBOPOB M KOHTPAKTOB

CylurHoCTh ¥ MpaKTHUKA JOTOBOPHBIX OTHOIIEHUH. Opranu3anus
JIOTOBOPHOI paboThl. BHENIHETOPTroOBBIN KOHTPAKT. Y CIIOBUS
NuxorepMmc. BoinosmHeHne u omiara 10roBOPoB, KOHTPAKTOB.

Tema 6. [loxymeHTaIbHO-
UHPOPMAIIMOHHAS CHCTEMa
[0 pacyeTaMm U IUIaTekam

JleHexHbII 000pOT U CHCTEMa PacyeTOB Ha MPEIIPUSTHH.
Hanuunele pacuersl Ha npeanpusTuu. OOIIKe 0CHOBbI
JIOKYMEHTUPOBAHHUS O€3HAIMYHBIX PACUETOB.

Tema 7. [JokyMEHTHI U
0a3bl JaHHBIX 110 HAJIOTam
U 00s13aTeNbHBIM
I1aTeXaM

[TpaBoBbI€ MPUHLUIIBI K OPSAAOK HAJIOTOOOI0KEHUS
IPENIPUATHN U yupeKaeHU. [JOKyMEHTUPOBaHUE YILIAThI
HaJIOTOB.

Tema 8. /fJokymeHTaIBHO-
UH(pOPMAIOHHAS CUCTEMA
I10 Opranu3al OXpaHbI
TPYAa ¥ paccie0BaHUIO
HECYACTHBIX CITy4aeB Ha
MIPOM3BOJICTBE

Opranuzanus oxpanbl Tpyaa. OTBETCTBEHHOCTD 32 HAPYIIICHHUE
MIPaBUJI OXpaHbl Tpyaa. PaccienoBaHre HECUAaCTHBIX CITy4aeB:
MpaBUiIa, BUIbI, JOKyMeHThI. OdopMiIeHHEe pe3ylIbTaTOB
paccieoBaHHus HECUACTHOTO CITyYast.

Tema 9. JlokymeHTHpOBaHNE
Y MIOPSIOK
OCYIONIPOM3BOICTBAOKATIOBA
HUSI HETIPaBOMEPHBIX
JIEUCTBUH JTOJDKHOCTHBIX
JIMLI, TOCYAApPCTBEHHBIX
OPraHOB, IPEAIPUATHI

Cucrema cynoycrpoiictsa B IHP. JlokymenTrpoBanue
paccMOTpeHHs CopoB. JJOKyMEHTUpOBaHUE JOCYAEOHOT0 U
Cy/1e€0HOTO PaCCMOTPEHHS CIIOPOB Ha MpUMepe apOUTPAXKHBIX CYI0B.
JlokymeHTHpOBaHKE CYIeOHOTO B TOCYIEOHOTO PACCMOTPEHUS
CIIOPOB Ha IIPUMEPE IPAKIAHCKOTO CYIOITPOU3BO/CTBA.

Tema 10.
JlokyMeHTHpOBaHHE
[peKpaleHUs AeATETbHOCTU
CyOBbeKTa X03HCTBOBAHUS

IIpaBoBBIE OCHOBBI CIIMSIHUS, TPUCOETUHEHNS, PA3ICIICHUS,
BBIZIEJIEHHS, [TPE0OPa30BaHUs U IMKBUIALMH XO3IHCTBEHHBIX
00111eCTB U MpeanpusITUil. TEXHOIOTUS U TOKYMEHTAIIMOHHOE
obecrieyeHne peopraHu3aluy CyObeKTOB MpeIPUHUMATETbCKON
JeSITeNIbHOCTH. JJOKyMEeHTHpOBaHUE U MOPSI0K TI00POBOIBHON
JIMKBUIALMY TIPEANIPUATHS, yapexkaeHn. OcoOeHHOCTH
JIOKYMEHTHPOBaHMUsI, MOpsAIKa JTUKBUIALINY ITPU OAaHKPOTCTBE
IIPEAIPUATHI.




TemaTrnueckuii mian

Conep:xkaTeabHblii MOayJIb 1

KoaunuecTBO 4acoB

Ounas popma

3aounas popma

HopmatuBHbIi cpok YckopeHHBIH Cpok HopmatusHbIi cpok YckopeHHBII CpoK
o0yueHust 00yueHust 00yueHust 00yueHust
B T.4. B T.4. B T.4. B T.4.
Ha3Banusi comep:kaTeJIbHbIX MOIYJI€il  TeM o < o <
S 3|3 g 2|z gl 2| 2 S 2| 3
e| =| Bl 2|54 2| =| | |84 | =| 2| &/ 5¢ g| =| E| & 3¢
= Q ol & d o = o ol & d Q = ) ol B o o = o ° = o
g = Il oe5|l=s9g 2 g 2| 8|l39gd 2 = S OB BQ E.? g g [ Ets!
Z = s | © d 2 = S| 2 d 1> = S| @ s > = < o s
o E a5 9 Q > Qo 9 o = ol 5 9 ) = ol 5 &
AR A E| 818 2| E| &l 2% R g g=
tS) © © ©
gl 2|3 -1 gl g| 2 E| g| 3
=518 5S 5|8 5| 8
1 2 3 4 5 6 7 8 9 10 | 11 12 13 14 | 15 16 17 18 19 20 21
Tema 1. IIpeamer, 3a1a4u ¥ OCHOBHBIC TIOHSTHS Kypca 12 3 4 1 - |5 1 2| 4] - 1|5 2 | 05 |05 - 11 10 05 |05 - 1
Tema 2. JlokyMeHTHPOBaHUE PETHCTPALIUU CyObEKTOB 15 4 6 -5 15 6| -] 5 14 05 | 05| - 13 10 05 |1 - 13
XO34HCTBEHHOM JESITEAbHOCTH
Tema 3. JIOKyMEHTHPOBAHHE OTIPEIEITCHUSL 14 3 6 | - | 5 13 2| 6| - |5 15 1)1 - 13 115 171 - 13
OpraHHU3alOHHO-TIPABOBOI0 CTATYCA [PEIIPHUSITHS
Tema 4. CucreMa TOKyMEHTHPOBAHUS 10 TIEPCOHATY 15 4 6| - | > 5 46 -]5[145) 05 |1 - 13 1 05 |1 - 13
Tema 5. JIoOKyMeHTHpOBaHHUE, 3a-TIOYEHHE U BBITTONHEHNE | 15 3 6 - | 6 16 4 | 6| - | 6 [145] 05 |1 - 13 1 05 |1 - 13
JIOTOBOPOB M KOHTPAKTOB
Tema 6. [lokyMeHTanbHO-MH(POP-MAILIMOHHAS CHCTEMa O 16 4 6 | - | 6 14 | 4| 4| - 6145 05 |1 - 13 1 | 05 |1 - 13
pacueram u maTexam
Tema 7. JIokyMeHTHI ¥ 6a3bl JAHHBIX [0 HAJOTaM H 15 4 6 - 5 13 4 4 - 5| 145 | 05 |1 - 13 1 05 |1 - 13
00s13aTeNbHBIM IUIATEKAM
Tema 8. JlokymMeHTaIbHO-NH(OP-MaMOHHAs CUCTEMA TI0 15 3 6 - | 6 12 2 | 4| -] 6 [15] 05 |1 - 13 1 05 |1 - 13
OpraHu3aliy OXpaHbl TPYAA U PACCleJOBAHHUIO
HECUYACTHBIX CJIyJacB Ha IPOM3BOJCTBE
Tema 9. JIoKyMEHTHPOBAHHUE U TIOPSIOK 13 3 4 - | 6 12 2 | 4| -] 6 [145] 05 |1 - 13 1 05 |1 - 13
CY/IOIPOH3BOACTBA
Tema 10. /lokyMEeHTUPOBaHUE ITIPEKPAILECHU 13 4 4 1 - |5 31 44| -15 13 171 - 1 115 1 ]1 - 13
JSSTEIIBHOCTH CYOBeKTa X03siICTBOBaHUS
Bcezo uacoe no mooynio 144 36 54 - 54 144 32 | 48 - 54 | 144 6 12 - 126 108 6 10 - 128




5. METOAUYECKHUE PEKOMEHJALIHWUA JIUIA ITPOBEAEHU A
JEKIIMOHHBIX, MIPAKTUYECKHNX U JIABOPATOPHBIX 3AHATHI

TeMbl JIEKIITHOHHBIX 3aHATHI

Konuuecmeo
Ne uacoes
n/n Ha3zeanue memol O“Ha"c‘b"pm q)?)‘;‘:;’lc 3(;2;‘;" fbao‘;ﬁ*;"c
HOPMaTHBHBIM|YCKOPEHHBIM{HOPMAaTUBHBIM| YCKOPCHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
0o0y4eHus 00yueHus 0o0y4eHust 0o0y4eHust
1 [[Ipeamer, 3a7a4u U OCHOBHBIC MTOHATHS Kypca 3 2 0,5 0,5
2 |[JokyMeHTHpOBaHHE PETUCTPAINH CYyObEKTOB 4 4 0,5 0,5
X 03SUCTBEHHOM JICSITEIbHOCTH
3 |HdoxymeHTHpOBaHHE OIpPEACIICHUs] OPTaHU3aAMOHHO- 3 2 1 1
MPABOBOT'O CTAaTyCa MPEATPUATHS
4 |CucremMa TOKYMEHTHPOBAHUS TI0 TIEPCOHATY 4 4 0,5 0,5
5 |lokyMeHTHpOBaHUE, 3aKIIOYEHHUE U BHIIOJTHEHNE 3 4 0,5 0,5
ITOTOBOPOB M KOHTPAKTOB
6 |dloxymeHnTanpHO-HH(DOPMAIIMOHHAS CHCTEMA TIO 4 4 0,5 0,5
pacyeTam M IiaTexam
7 |doxymeHTBI 1 0a3bl JaHHBIX [0 HAJOTaM U 4 4 0,5 0,5
00513aTEIBHBIM IIJIaTEKaM
8 |dokymeHTanbHO-HH(DOPMAIIOHHAS CUCTEMA TIO 3 2 0,5 0,5
OpraHU3aIK OXPaHbl TPyAA U paccie0BaHUIO
HECYACTHBIX CIy9aeB Ha IIPOU3BOJICTBE
9 |JdokymMeHTHpOBaHUE U HOPSIOK 00KATOBAHUS 3 2 0,5 0,5
HEIIPAaBOMEPHBIX ACHCTBUN JOJKHOCTHBIX JIMII,
rOCy/IapCTBEHHBIX OPTaHOB, MPEANPUATHN
10 |JoxyMeHTHpOBaHUE MPEKPAIICHUS NeSTEIbHOCTH 4 4 1 1
CcyOBeKTa X03SIICTBOBAHUS
BCEI'O 36 32 6 6
Tembl IPAKTHYECKUX 3aHATHHI
Konuuecmeo
N uacoe
n/n Haseanue memut O“Ha"c‘b"pm q)?);‘:;"c 3;?);‘:42" 3)1‘;‘3*:"0
[HOPMAaTUBHBIM|YCKOPECHHBIM|HOPMAaTHBHBIM| YCKOPEHHBIM
CPOKOM CPOKOM CpOKOM CpOKOM
obydenns | oOydenus | oOydeHus o0y4eHus
1 |[Ipenmer, 3a1a4u 1 OCHOBHBIE MTOHITHUS Kypca 4 4 0,5 0,5
2 |[lokyMeHTHpOBaHHE PETUCTPAIH CyObEKTOB 6 6 0,5 1
XO3STMCTBEHHOMN IeITeTLHOCTH
3 |[doxymeHTHpOBaHWE OmpeneNIeHUsT OPTaHNU3aIMOHHO- 6 6 1 1
[PABOBOTO CTAaTyca MPEANPUATHS
4 |Cuctema JOKYMEHTHPOBAHMS TI0 TIEPCOHAITY 6 6 1 1
5 |[lokyMEeHTHpOBaHHE, 3aKIIOUYECHNE U BHITIOJIHCHHE 6 6 1 1
TOTOBOPOB M KOHTPAKTOB
6 |JdokymeHTanbHO-MH(OPMAIIMOHHAS CUCTEMA IO 6 4 1 1
pacueTam | IiaTekam




7 |dokymeHTHI 1 6a3bl JaHHBIX [0 HAJIOTaM U 6 4 1 1
00s13aTEIBHBIM TIATEXKaM

8 |doxymenranpHO-UH(DOPMAIIMOHHAS CHCTEMA TIO 6 4 1 1
OpraHu3allui OXPaHbI TPY/A U PACCIICIOBAHUIO
HECYACTHBIX CJIy9aeB Ha IPOU3BOJICTBE

9 |dokymeHTHpOBaHHE U TOPSIOK 00KATOBAHHMS 4 4 1 1
HEIPaBOMEPHBIX JEHCTBUI TOJKHOCTHBIX JIULI,
rOCY/1apCTBEHHBIX OPTaHOB, NPEANPUATUI

10 |[doxymMeHTHpOBaHHE MPEKPALICHUS ACITEIHHOCTH 4 4 1 1
CyOBEKTa X03HCTBOBAHUS
BCEI'O 54 48 12 10

6. METOIUMYECKUE PEKOMEHJALIMHA 110 OPTAHU3ALIUHN
CAMOCTOSTEJBHOMN PABOTHI CTYJEHTOB

CaMocTosiTenbHast pabota uMeeT 0cOOEHHOE 3HAYEHUE JUISI KPEaTUBHOTO (TBOPYECKOTO)
YCBOEHHSI OCHOBHBIX MOHATUH M KaTeropuil aucuuruinabl. CamocTrosTenbHas paboTa CTyJIeHTa
ABIIIETCS BaXXKHOU (hopMoil yueOHOro mporiecca, KOTOpas MO3BOJISET MPHOOPECTH, a Takke
3aKpeNnuTh HOBBIE 3HAHUSA, HABBIKK M YMEHHUS, CQOPMUpPOBATH JIMYHBIE YOEXKIEHUS,
UCIIOJIb30BaTh IIOJIyYEHHbIE 3HAHUS M YMEHHUS B MPAKTUUYECKON nearenbHOcTH. OHa
OCYIIECTBIISICTCS HA MPOTSHKEHUH BCETO Mpoliecca 00yUeHHs U UMEET CIIEAYIOIINE CTA IHH:

1) mnepBUYHOE O3HAKOMIICHHE C MaTepHAIaMH JIEKIIUI U COCTABJICHHE KOHCIIEKTA JICKIIHIA;

2) W3yuYeHHE M YCBOCHHUE JICKIIMOHHOI'O MaTepuaa;

3) camocrosiTenbHas —MpopabOTKa  JUTEPATYpPHBIX HCTOYHHUKOB M 000OIICHHE
M3Y4YEHHOTO MaTepuaa;

4) MOArOTOBKA K MPAKTHYSCKUM 3aHSTHSIM;

5) wuHaMBUAYyaTbHAs paboTa 10 3aJaHUI0 TIPETIOIaBaTEls.

KoHnTponbsHbIMU bopmamu CaMOCTOSITENIbHOM paloThI 1o JTUCLIUILINHE
«JlokyMeHTanbHble HMH(OPMAIIMOHHBIE CHCTEMBD» MOTYT OBITh clenyromue: pabora cC
JUTEPATypHbIMU TEPBOMCTOUYHUKAMHU [0 TeMaM JUCLUIUIMHBI, 0030p pPa3HBIX MOAXOIO0B K
PELICHNUI0 OJMHAKOBBIX IMpo0jieM U OOOCHOBAHUIO CBOEM TOYKM 3PEHHUsS; BBIIOJHEHUE
WHIVBUAYAJIBHBIX 3a/laHUM, a TAK)KE TECTOB, IOJrOTOBKA JI0KJIAa/I0B.

Opranu3anusi CaMOCTOSITEJIbHOI Pa00ThI CTYICHTOB

Konuuecmeo
Ne yacog
nh Haszeanue memol Ouas opual | Ot | Saowan | Saouas
HOPMaTUBHBIM|yCKOPEHHBIM|HOPMATUBHBIM| YCKOPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
obydenns | oOydenus | oOydeHus o0ydeHus
1 [[Ipenmer, 3a1aun ¥ OCHOBHBIC TTOHATHS Kypca 5 5 11 11
2 |loxymeHTHpOBaHHE pETHCTPAIMH CYOBEKTOB 5 5 13 13
XO3AMCTBEHHOU J1€ATEIbHOCTH
3 |[doxymeHTHpOBaHWE OmpeneNIeHUsT OPTaHNU3aIMOHHO- 5 5 13 13
IPaBOBOIO CTATyca MPEANPUATHS
4 |Cucrema TOKyMEHTHPOBAHHUS MO IEPCOHATY 5 5 13 13
5 |JdokymeHTHpOBaHHE, 3aKIIOYEHUE U BHITIOJIHEHUE 6 6 13 13
TOTOBOPOB M KOHTPAKTOB
6 |doxymeHTansHO-MH(pOPMAIMOHHAS CHCTEMA IO 6 6 13 13
pacyeTam M IjiaTexam
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7 |dokymeHTHI 1 6a3bl JaHHBIX [0 HAJIOTaM U 5 5 13 13
00s13aTeNIbHBIM IIJIATEKAM

8 |doxymenranpHO-UH(DOPMAIIMOHHAS CHCTEMA TIO 6 6 13 13
OpraHu3aliyi OXPaHbl TPY/a M PACCIICAOBAHUIO
HECUACTHBIX CJIy4acB Ha MPOM3BOJICTBE

9 |[doxymeHTHpOBaHHE U IOPSAIOK 00KATOBAHHUS 6 6 13 13
HEMPaBOMEPHBIX JICHCTBUI TODKHOCTHBIX JIMIL,
rOCYIapCTBECHHBIX OPTaHOB, MIPEAIPUATHIA

10 |JoxyMeHTHpOBaHUE MPEKPAIICHUS IESTSIHHOCTH 5 ) 11 13
CyObeKTa X03sHCTBOBAHUS
BCEI'O 54 54 126 128

7. AHAUBU A YAJIBHBIE 3A TAHUSA

OpHUM W3 BUJIOB MHAMBUAYAJIBHOM pabOThl CTYIEHTOB SBISETCS MOATOTOBKA JOKJIAAA C
MYJIbTUMEANIHON mpe3eHTanueil. Llenp nanHONH pabOThI — OCMBICIICHHE W YTIyOJieHHe 3HAHHUNA
0 JaHHOM JAWUCUUIUIMHE, pa3BUTHE HABBIKOB CaMOCTOSTENbHONH paboTel 1o cOopy,
CHUCTEMAaTU3alMy MaTepUalla, MPOBEACHUIO NCCIEA0BaHUA U aHaIu3a. SIBIsAsACh OHUM U3 BUJIOB
HAY4YHO-UCCIIEJOBATEIbCKOM pPabOThl CTYAEHTOB, IOArOTOBKA JOKJIaja C MYJbTUMEIUHHON
npe3eHTalmeld crmocodcTByeT (HOPMUPOBAHUIO y CTYACHTOB aHAJUTHYECKOTO, TBOPYECKOTO
MBILLICHHUS.

Tembl HHAUBHUYAJIBHBIX 3a1aHUHI

1. Tporpammuble cpeacTBa sl  JIOKYMEHTaIbHO-MH(OPMAIMOHHON CHCTEMBI IO
NIEPCOHATy OpraHu3aluy (PEeaIpUsITHS).

2. TlporpaMMHbIe CpeicTBa ISl JOKYMEHTaIbHO-MH()OPMAIMOHHON CHCTEMBI IO
3aKJIFOUYEHHIO U BBITIOJIHEHUIO KOHTPAKTOB.

3. TIporpamMMmHbIe cpeCcTBa Ml JOKYMEHTAIbHO-MH(OPMALMOHHOM CHCTEMBI IO pacyeTaM
U ILIaTEXKaM.

4. TlporpamMMHBIE CpEICTBA JUIS  JOKYMEHTAIBHO-MH()OPMAIMOHHONW CHCTEMBI IO
YIIPaBJIEHUIO IPOEKTaMH, (PHAHCOBOTO U OU3HEC-TIIIAaHUPOBAHUSL.

5. TIporpamMMHBIE CcpeacTBa Uil JOKYMEHTAIbHO-UH()OPMALMOHHONW CHCTEMBI IO
MapKETHHTY.

6. IlporpaMMHBIE CpEICTBA BJIEKTPOHHBIX OMONHMOTEK, a TaKke Uil MH(OPMIIEHTPOB,
apXHBOB.

7. TlporpaMmHble  CpeCTBAa Ui ONEPATHBHOTO  YIPAaBIEHUS  MPOU3BOACTBOM
(omepanusmMu).

8. TIlporpammHble cpeicTBa sl JOKYMEHTaIbHO-MH(MOPMALMOHHON CHCTEMBI MalbX,
CPEITHHX U OOJIBIINX TPESANPHUATHI (YIPSIKICHH ).

Kpurepuu oneHuBaHus MHIMBUAYAJIbHOH PadOThI CTY/IEHTA

1. Ilenp paGoTHI: HACKOJIBKO YETKO CHOPMYTHUPOBAHA.

2. CrpyKTypa: JOTUYHOCTb U MOCJIEA0BATENLHOCTh H3JI0KEHUS MaTeprana.

3. AprymeHTarusi: 000CHOBaHHOCTh, YOCIUTEIHHOCTh, HAIMYUE TO3UTHBHOW OICHKH W
BO3MO>KHOM KPUTHKH, CEPHE3HOCTh HAYUHBIX UCTOUHUKOB.

4., HayuHbplii TIOWCK: WCIOJb30BAaHUE COOTBETCTBYIONIEH  JIMTEPATypbl, OO0BEM
MIPOBEICHHBIX HAYYHBIX UCCIIEIOBAaHUMN.

5. SI3bIk pabOTHI: HOHSITHOCTH, TPAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOPYECKOE OTHOIICHHE K OTOOpYy, 00pabOTKe MaTepHhalios,
HaJN4He OPUTHHAIBHBIX BBIBOJIOB.
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8. BOITPOCBI K MOJAYJIBHOMY KOHTPOJIIO

1. JlaiiTe XapakTepUCTHKY MOHSATHS JOKYMEHTA, IPUYWH €TO MOSIBICHHS.
2. JlaiiTe ompeneicHne CHCTEMbl JIOKYMEHTAIMH, JOKYMEHTHBIX pPECypCcoB U HX
KJIacCU(PUKALIHH.
Kakoii mopsiiok perucrparuy cyobeKTOB X03sIIICTBOBAHMUS?
B 4eM 0cOOEHHOCTH pEruCTpaniy PUANICCKHUX JTUI U GU3NICCKUX JTUIL?
Kakue ToOKyMEeHThI MOHO OTHECTH K OpTaHH3aI[HOHHO-TIPABOBBIM?
YuapenuTenbHble JTIOKYMEHTBI: Ha3HAYCHHE, COJICP)KaHHE, MpaBHIIa COCTABICHHS W
odopmiteHusI.
7. Ha3oBHTE OCHOBHBIC JOKYMEHTHI 10 YYETY KaJpOB.
8. Kakue ocobeHHOCTH 0OPMIICHHS ITPUKA30B 0 JIUIHOMY COCTaBY?
9.
1

ousw

OdopmieHne TUYHBIX KapTOUEK U JIMYHBIX J€: 0COOCHHOCTH.
0. IlonsiTne moroBopa. 3akiO4YeHUE JOrOBOpA, CTAIUU 3aKIIOYCHUS XO3SHCTBEHHOTO
JI0TOBOpA.

9. OBPA3BELl MO YJIBHOI'O KOHTPOJIA

rOY BIIO «1OHEIKUI HALIMOHAJILHBI YHUBEPCUTET»
®AKYJBTET MATEMATAKHA U THO®OPMALIMOHHBIX TEXHOJIOT Ui

Hanpaenenue noocomosxu: 46.03.02 /lokymenmosedenue u apxugogeoenue
ObpaszosamenvHas npocpamma  Oakanagpuam

Cemecmp \%

Yuebnas oucyuniuna JloKymenmanvhuvle un@opmayuonnvle cucmemol

MOAYJbHASA KOHTPOJIBHAS PABOTA
BAPHUAHT Ne 1
1. XapakrepucTtuka npeaMeTHON 00JIaCTH TPaJAULIMOHHOTO apXuBa JOKYMEHTOB.
2. TexHO0THs TPUXKOJAOBONH aBTOMAaTHYECKON UACHTU(PHUKAIIMN JOKYMEHTOB.

YTBepkaeHo Ha 3acenaHud Kadeapbl THPOPMAIIMOHHBIX CHCTEM YIPaBICHHS, IPOTOKOI Ne
(13 29
or*“ 20 1.
3aB. kadenpoii
IIpenonasarens

H. III. ITonomapeHnko
H.E

. Maniesnko

KpuTepnu OCHUBAHUA MOAYJBHOI'0 KOHTPOJISA

Homep 3apanus KoanuecTBo
0aJ10B
3amanune 1 5
3aganue 2 5
Bcero 10 6anaoB

10. KOHTPOJBbHBIE BOIMPOCHI K MIPOMEXKYTOYHOMN ATTECTAIIUA

KoHTpoJibHBIE BOIPOCHI K IK3aMEHY
1. JloxymeHt, uHdopMalus U UX pojib B )KU3HU YeJIOBEKa U 00IIeCTBa.
2. JlokyMeHT, IOKyMEHTHpOBaHHE, IOKYMEHTAllMOHHAs CHCTeMa M JOKYMEHTaJIbHO-
nH(pOpMallMOHHAs cUCTeMa: MIOHATHE, 3HAaUCHHUE.
3. Cuctembl  JOKyMEHTAallMM, YHU(UIUPOBAHHbIE CHUCTEMbl JOKYMEHTAIUH, HX
KJaccuukanms.
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4. Tlopsimok perucTpanuy Xo3siCTBYIOINX CyOBEKTOB: ITAlNbl U JOKYMEHTHI.
5. Tlopsnok W JOKYMEHTHPOBAaHHE JIMIEH3UPOBAHHS BUIOB JICATEIILHOCTH  IPH
perucTpanuy Xo3aUCTBYIOLUINX CyObEKTOB.
6. Tlopsaok u oopmiieHnE MaTEHTa IPU PETHCTPALUH XO3SHCTBYIOIINX CYOBEKTOB.
7. Tlopsook MW JOKYMEHTHpPOBaHME CepTU(UKALUM HPOAYKLIMH IIPU PETUCTPALUU
XO35IUCTBYIOIINX CYOBEKTOB.
8. TlonsaTHe XO3SMCTBYIOIMX CYOBEKTOB. BHIBI M OpraHM3allMOHHO-TIPABOBBIE (HOPMEI
XO3SIMCTBYIOLIUX CYOBEKTOB.
9. Ilopsmok W JOKYMEHTUPOBAaHHE TOCYJapCTBEHHOW PETUCTPAllMM  MPEKPaICHHS
IOPUIMYECKOTO0 JIUIA (TI0 PELIEHUI0 YUpeauTeIeit).
10. /lokymeHTHpOBaHUE ¥  perjaMeHTalus JesTeNbHOCTH npeanpustus. Cucrema
OpraHU3alMOHHO-TIPABOBBIX TOKYMEHTOB.
11. Onpenenenue CTpyKTyphl ¥ IITATHON YMCIEHHOCTH NPEATIPUATHS.
12. PernameHTanus npaBuil BHYTPEHHETO TPYIOBOI'O pacopsIIKa.
13. TlonoxeHus, MHCTPYKIINH, PETIIAMEHTBI: UX POJIb B CHCTEME OPTaHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB MPEANPUATHUS.
14. TIpaBoBbIE OCHOBBI TOKYMEHTHPOBAHUS TPYIOBBIX OTHOIICHUI.
15. JlokyMeHTHpOBaHHUE yueTa JJMYHOTO COCTaBa Ha NPEANPUATHH.
16. OopmieHne TMYHBIX KapTOUEK U JIMYHBIX /I Ha MPEATPHITHH.
17. Odopmienue TpydOBBIX KHIKEK.
18. CymHOCTb 1 pakTHKa JIOTOBOPHBIX OTHOMIEHUA. OpraHu3aius 10roBOPHOH paboTHI.
19. 3axiroueHMe BHEIIHETOPIrOBOI'O KOHTpaKTa. Y ciaoBus MHkoTepMme.
20. TexHomoruss W JOKYMEHTHPOBAaHUE paccleOBaHMA HECUACTHBIX CIlydyaeB Ha
HOPENPUATHH.
21. TexHomorusi ¥ JIOKyMEHTAlMOHHOE OOECHeueHHe pPEeopraHu3aluu  CyOBEKTOB
HpeANPUHUMATENIBCKOM NesTeTbHOCTH.
22. JlokyMEeHTHpPOBaHUE U MOPSIOK JOOPOBOIBHOM JTMKBUAALNH MIPENPUATHS, YIPESKICHUH.
23. OcobeHnHoCTH JOKYMEHTUPOBAHUs, TOps/Ka JIMKBUJAIMK TpH  OaHKPOTCTBE
HPEANPUATHI.
24. YupeaurtenbHble JOKYMEHTBI IPEANpUATUS (YUPEKACHUS): BUIbL, TOPSIOK 0(OPMIICHUS
U COCTaBJICHHS.
25. AKKpeIUTHB: XapaKTepUCTHKaA, BUbI, CXeMa JOKYMEHT0000pOoTa.
26. JlokyMeHTHpOBaHHUE 3aKITIOYCHIS] KOHTPAKTA (JIOTOBOPA) U €Tro OICHKA.
27. JJokyMeHTHI 110 YIPaBICHHUIO UCIIOJHEHNEM KOHTPAKTa (JI0T0BOPA).
28. JIoroBop 1 TOKyMEHTHI KyTLTU-TIPOJIAKH.
29. JIoroBop 1 1OKyMEHThI TPAHCIIOPTUPOBKH.
30. JlokyMeHTHpOBaHUE YILIATHl HAJIOTOB.
31. Ilpouenypa JOKyMEHTHPOBaHUS 0(OpMIIEHUS HA PaboTy.
32. OCHOBBI JOKYMEHTHPOBAHUS O€3HAINYHBIX PACUYETOB.
33. JloroBop 1 JOKYMEHTBI apEH/IbI.
34. JloroBOp U JOKYMEHTHI TTOJIPSIIIA.
35. JIokyMEeHTHpOBaHHE M  TOPSIOK  pEIIEHUS  XO3SIMCTBEHHBIX  CIOPOB  MEXIY
IPEeNNPUATHIMH (YUPEKICHUSIMU).
36. JlokyMeHTHas cucTeMaThKa U HOPMaTUBHBIE IOKYMEHTBI, €€ pealln3yrollue.
37. JlokyMEHTHpOBaHNE YydeTa IEHEKHBIX CPEIICTB M PACUETOB.
38. JloroBop 0 pacueTHO-KacCOBOM OOCITY>KHBaHUU U PACUETHBIE JOKYMEHTHI.
39. JlokyMEeHTHpOBaHWE W  TOPSAOK  OOXaJOBaHWS  HEMPABOMEPHBIX  JEHCTBUH
JOJDKHOCTHBIX JIUIL, TOCYUYPEXKICHUH, TPEIPUATHA.
40. IpeTeH3usi: 0COOCHHOCTH COCTABIICHHS, OCHOBHBIC PEKBHU3HTHI.
41.TlonoxeHne O CTPYKTYPHOM IOJpa3/eieHnH, JOJDKHOCTHAs WHCTPYKLUS: TIOHSTHE,
IpaBUJIa COCTaBIICHHS.
42. TpynoBoii 10roBop, KOHTPAKT: MOHATHE, IIPABUJIA COCATBIICHHS.



43.
44,
45.
46.
47.
48.
49.
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KosnekTuBHBIN 10T0OBOD.

HanoroBas nexnapainus: xapakTepucTUKA, BUIbI, PEKBU3UTHI.

[TnaTexxHOE MOpy4YeHHe: MOPsA0K OPOPMIICHHS U CXEMBI pacuerTa.

NukaccoBoe nmopydeHue: mopsaok opopmMIIeHUs U CXEMBI pacueTa.

PacueTHriil yek. PacueTHas yekoBast KHUKKA.

ToBapHO-TpaHCHOPTHASL HAKJIAIHAS.

['eHepatuBHBIC, TpaH3UTHBIC, TEPMHUHAIBHBIC JOKYMEHTAI[MOHHBIE CHCTEMBI, UX

XapaKTEPUCTUKA U BUJIBIL.

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

JIHP.

60.

VY4eT IMYHOro cocTaBa Ha MPEANPUATHH.

[Mopsimok oopmieHHs TPUKA30B MO JIUYHOMY COCTaBY.

[Inare)xHble KapTOUKU: MOPAIOK OPOPMIICHHS U CXEMBI pacyeTa.

[Topsii0K M TOKyMEHTAlMOHHOE 00ecrieueHIe HAINYHBIX PACY€TOB Ha MPEANPUATHH.
Knaccugukanus 10KyMEHTOB IO CUCTEMaTHYECKUM KaTErOPUSM.

[ITatHOe pacnicaHue: MOPSA0K COCTABICHUS U 0(POPMIICHHUS.

JIOJPKHOCTHASI UHCTPYKIMSL: MTOPSAZOK COCTaBIEHUS U O(POPMIICHHUSL.

PersnameHnT: npaBuiia cocTaBiaeHUsI U 0QOPMIIEHHUSL.

X 0351ICTBEHHBIN JOTOBOP: MOHATHUE, BUJIbI, CTA UM 3aKJIIOUCHHUS.

BHemHE KOHOMUYECKUI JTOTOBOP: MpaBWiIa COCTABICHUS, PEKBU3HUTHI, O(OpMIICHUE B

[Ipouenypa noAroTOBKY M MOANMCAHUS BHEIIHEAKOHOMHUYECKOTO ToroBopa B JIHP.

61. IIpeanorosopHas, JOTOBOPHAS M TIOCIEIOTOBOPHAS JOKYMEHTAIIHS.

62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.

73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.

84.

Hcnonnenue u orjata J0roBOpoB, KOHTPAKTOB.

[Tporecc ucToHEHUS] KOHTPAKTa M IOKYMEHTHI, 00eCTIeYuBaroIIre JaHHBIN TPOIIECC.
AKT UCIIOJIHEHHUS IOTOBOPA.

XapakTepucTrUKa JOKYMEHTOB, TOATBEPKIAIOIINX UCIIOJIHEHUE 0T OBOPA.

[Tpouenypa u JoOKyMeHTalIbHOE OPOPMIIEHHE TIEPEBOOB U YBOJIbHEHHIA.

[Tpouenypa 1 TOKyMEHTUPOBAHUE CUCTEMBI MIOOIIPEHUN U B3bICKAHUM.

CucremMa KaJpoBOil TOKyMEHTAILIUW: BUJIbI, IPABHUIIA COCTABICHUS U O(OPMIICHHUS.
Knaccudukanus kagpoBbIX MPUKA30B COTIACHO CPOKOB XPaHEHHUS.

[Tpuka3 Mo OCHOBHOM AEATEIbHOCTHU: MIPABHIIA COCTABICHUS U 0OPMIICHHS.

CucreMa 10KyMEHTHPOBAHUS 110 IEPCOHAITY.

Hocynebnoe yperyJMpoBaHue XO35HMCTBEHHBIX CIIOPOB: 0COOEHHOCTH
JIOKYMEHTUPOBAHUS.

ANTOpUTM AEHCTBUN, MPEAIIECTBYIOIIMUX MO1a4€ UCKA B CY/I.

HckoBoe 3asBieHHEe: 0COOEHHOCTH COCTABIIEHUS, OCHOBHbBIE PEKBU3UTBI, BUJIBL.
JlokyMeHTupoBaHHe CyAeOHOro M J0CYyJeOHOr0 PAacCMOTPEHHUs CIIOPOB Ha IMpHUMEpe
IPAXKIAHCKOTO CYJONPOU3BOJICTBA.

JlokyMeHTanbHOe odopmiieHne OOpalieHuil TpaKAaH: TOKYMEHTBI, CPOKH U TOPSIOK
paspereHus.

JlokyMeHTHpOBaHNE BHECYAEOHOTO yperyJaupOBaHHUs CIIOPOB B MPOIECCE 3alUTHI MpaB
norpedurenei.

JInynoe neno: cocTas, NOPSAIOK BEICHHUS.

CBelieHNs, BHOCUMBIE B TPYJIOBYIO KHIKKY.

PaccnenoBanne HECUACTHBIX CIIy4aeB: IIPaBUJIa, BUAbL, TOKYMEHTHI.

Odopmienne pe3ybTaToB paccieI0BaHUs] HECYACTHOTO CiTyydasl.

Opranuzanus OXpaHbl TpyAa Ha TPEINPHUSITHH: TpaBoBas 0asza, MOPSAOK MPOBEIACHHUS
MEJOCMOTPOB, HHCTPYKTAKEW, OTBETCTBEHHOCTD 34 HAPYILIECHHUS.

JlokyMeHTUpOBaHUE  «OOBIYHOTOY pacciieloBaHusl HECUACTHBIX CJIy4aeB Ha
IIPOU3BOJICTBE.

JIOKYyMEHTUPOBAaHHUE «CIIELIMATBHOT O pacciieioBaHusl HECUACTHBIX CJIy4yaeB Ha
IIPOU3BOJICTBE.
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85. Yau(ummpoBaHHbIE  CHUCTEMBl  JOKYMEHTAllMd W  yHU(HUIIUpOBaHHBIE  (OPMBI
JIOKYMEHTOB.
86. Iporokou pa3Horiacuii K JOTOBODPY.

TeMbI KypCcOBBIX padoT

1. adopmManmoHHO-TIpaBOBbIE  MPHHLMUIIBL, IOPHUAMYECKAas CHUJa JOKYMEHTOB M
OTBETCTBEHHOCTH 32 Pa0OTy C HUMH.

2. JIOKyMEeHT, TOKyMEHTHpPOBAaHUE, JOKYMEHTaJIbHAs U JOKYMEHTAllMOHHAs CHUCTEMa B
YIPaBICHUMU.

3. JlokyMeHTallbHble MH(OPMAIMOHHBIE CHUCTEMbl HAIMYHBIX M OE3HAIMYHBIX PACUETOB,
aBTOMAaTU3alMs MX Ha MPEANPUSTUH (B YUPESIKICHUN ).

4. JlokyMeHTalbHble HH(OPMALMOHHBIE CHUCTEMBI [0 [EPCOHANY MPEeANpUATUs
(Y4pexaeHus1) 1 aBTOMATH3AIHs UX pabOoThI.

5. JlokyMeHTalbHble MH()OPMAIMOHHBIE CHUCTEMbI IO AHTUMOHOIIOJIBHOW IOJIUTHUKE,
OXpaHe OKPYKaloIlel cpeibl, CTATUCTUKE (IO KaXIO CUCTEME).

6. JlokymMeHTanbHble HWH(QOPMALMOHHBIE CHCTEMbl [0 YIPABJICHUIO MPOEKTAMH,
(uHAaHCOBOMY U OM3HEC-TNIAHUPOBAHHUIO.

7. IIpoexTHbIH MOAXO K CO3JAHUIO U COBEPIIEHCTBOBAHUIO IOKYMEHTAIBHON CUCTEMBI.

8. JlokymeHTanbHbIe WH(OPMAIMOHHBIE CHCTEMBl MPEANPUATHA M HANpPABICHUS HUX
COBEpPILEHCTBOBAHUS U OLIEHKH.

9. busHec-mIaH MpoeKTa M €ro J0KyMEHTAIbHO-UH(POPMAIIMOHHOE 00ecIIeueHue.

10. HdokyMmeHTasnbHble HH(GOPMAIMOHHBIE CHCTEMbl OHMOIHOTEK, MY3€e€B, apXHUBOB,
MH(OPMaLIMOHHBIX LIEHTPOB.

11. JlokyMEHTHUpOBaHME U TMOPSJIOK JIMIEH3UPOBAaHUS, CEPTU(DUKALUHU, MOTyYCHUS
TOPrOBOI'0 NATEHTA, OTEYECTBEHHBIN U 3apyOEHBIN ONBIT aBTOMATU3ALINH.

12. JloxymeHTallbHble HH(OPMAIMOHHBIE CHCTEMBl I10 YIPABICHHIO KaJpamMH Ha
TPEINPUSTHH.

13. JIokyMEHTHpOBaHME OLIEHKH JEATEJIbHOCTH TMEepCOHalda C  HCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX TEXHOJIOTHUH.

14. JToxymeHTaslbHbIE HHPOPMALMOHHBIE TEXHOJIOTHH B CTPOUTENIBCTBE.

15. NndopmanronHoe obecriedeHre KOHTPAKTHON CUCTEMBI TOKYMEHTAIIUH.

16. JloxymeHTaJibHbIe HH(POPMALIMOHHBIE CUCTEMBI CYIeOHOM NesTeTbHOCTH.

17. JlokyMeHTanlMOHHO-UH(OPMAIITHOHHOE o0ecredeHue (HUHAHCOBOTO  YIpPaBIECHUS
PEINpPUATHSL.

18. JloxymeHTanMoHHO-MH(POPMAITMOHHOE OO0ECIeYeHne KaJpOBOW MIEATEIbHOCTH Ha
HPENPUATHH.

19. JloxymeHTanMoHHO-MH(POPMAITMOHHOE oO0ecriedeHne Oe3HANNYHBIX pacuyeToB Ha
HOPENPUATHH.

20. JlokymeHTanbHbIe HHPOPMAIIMOHHBIE CHCTEMBI Ha TOPTOBBIX MPEIIPUSTHIX.

21. JlokyMeHTanbHble HH(POPMALMOHHbBIE CUCTEMBI B Cepe MEeTUIMHBI.

22. JlokyMeHTalbHbIe HH(GOPMAIIMOHHBIE CHCTEMBI B HAJIOTOBOH cdepe.

23. JlokyMeHTalbHble HH(POPMAIMOHHBIE CUCTEMBI B OpraHax rocy1apCTBEHHOM BJIACTH.

24. JIOKyMEHTUPOBAaHHE ¥ TIOPSJIOK PETUCTpPAIlMH  CYOBEKTOB  XO3SHCTBEHHOM
JesITeIbHOCTH, OTEYECTBEHHBIN U 3apyOeXHbBIH ONBIT aBTOMATHU3aLINH.

25.  Knaccugukamusi TOKYMEHTOB, WHPOpPMANUKM M OOECleYeHHE HUX XpaHCHHUS.
WNHdopMalinoHHbIE CUCTEMBI APXUBHOT'O XpaHEHHUSI.

26.  JlokyMeHTaJbHbIe  WH(GOpPMAIIMOHHBIE  CHCTEMBl  OPraHOB  COIMAIBHOTO
obecrieueHusl.

27. TekcT MOKyMEHTa, ero yHU(HKAIHsI, B3aUMOJICHCTBIE C KoMu(UKarmeil nHpopManu u
aBTOMAaTU3UPOBAHHBIMU IIPOIPAMMHBIMH CPEJCTBAMM.

28.  JlokyMeHTaJlbHbIe WH(OPMAIMOHHBIE CHUCTEMBI 00pa30BATENBHBIX M HAyYHBIX
YUpEKIACHUN.
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29.  JloxymMeHTaImOHHO-UH(POPMAIIUOHHOE oOecrieueHne YIPaBJICHUYECKOM
JeATEIbHOCTH IPEIIPUATUI, OPraHU3aALUN, YIPEKACHUN.
30.  JlokymeHTanbHbIe HH(OPMALMOHHBIE CUCTEMBI 10 OXpaHe TPYAa.

11.0BPA3EILl DK3AMEHAIIMOHHOI'O BUJIETA

IOy BIIO «IOHEIIKA HAIIMOHAJIbHbIA YHUBEPCUTET»
®AKYJBTET MATEMATHKHA 1 HH®OPMAIIMOHHBIX TEXHOJIOT U

Hanpaenernue noocomosxu: 46.03.02 /lokymenmoseoenue u apxueoseoenue

Obpazosamenvras npocpamma oaxkanaepuam

Cemecmp \%

Yuebnas oucyuniuna JloKymenmanvhvle UHGOPMAYUOHHBIE CUCHEMDBL
BUJIET Ne 1

1. [TonsTie cyOBeKTa XO3SUCTBOBAHMSI. BUIBI M OpraHU3AIIMOHHO-TIPABOBBIC (POPMBI CYOBEKTOB
XO3AHCTBEHHON IEATEIHHOCTH.
2. TlonokeHHsI, WHCTPYKIIMH, PETIAMEHTHI: MX POJIb B CHCTEME OpPTraHU3alMOHHO-TIPABOBBIX

JOKYMEHTOB NPEANPUATHUS.
3. Ilperensus, UCK: 0COOEHHOCTH COCTABJICHHUS, OCHOBHBIC PEKBU3UTHI.

YTBepKIeHO Ha 3acefaHud Kadeapbl HHPOPMAIIMOHHBIX CUCTEM YHPAaBICHUs, MPOTOKON No oT
“” 20 1.

3aBenyrommii Kadeapoit

III. IToHoMapeHko
DK3aMeHaTop E.

H.
H. E. Mamenko

Kpurtepun oneHuBaHus IK3aMeHA

Homep 3apanus KounuectBo 6a/1510B
Bonpoc 1 15
Bonpoc 2 15
Bompoc 3 10
Bcero 40 daJy10B

12. OBPA3EIl TECTOBOI'O 3ATAHUA

1. TepmuHaNbHBIE JOKYMEHTHBIE PECYPCHI - TAKHE, KOTOPHIE:
a) CO3JIal0T IOKYMEHTHBIH MOTOK;

0) BOBHUKAIOT Ha CTAJIUU CO3/IaHUS IOKYMEHTOB;

B) CO3/IaI0T JJOKYMEHTHBIH (HOHI.

2. JIoOKyMEHTHBIE PECYpPCHI - 3TO:

a) 4yacTb MH(POPMAIIMOHHBIX PECYPCOB;

0) pecypchl, OTJeJIeHHbIE OT MH(POPMAITMOHHBIX U APYTHX BUIOB PECYPCOB;
B) TOKJIECTBEHHOE MOHATHE WH(POPMAITMOHHBIM PECypCaM.

13. KPUTEPUU OLHIEHUBAHUA

CornacHo MOAYJIBHOMY TNPUHIMIY OpraHU3alMd y4eOHOro TMpolecca CoAep)KaHue
yueOHOW AMCUMILIMHBI COCTOUT U3 OJHOTO 3aYETHOI'O MOJYJS. 3a4€THBIM MOJYJIb COCTOMUT U3
TEOPETUYECKOr0 MaTepraia U MPaKkTHUECKUX 3a7ay, BHIMOJIHEHHE KOTOPBIX TpeOyeT OBIIAJCHUS
TEOpHEN B yKa3aHHOM B MOJlyJIe 0ObeMe.
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OreHka 3HaHUHN CTYIEHTOB TPoBOaUTCS MO 100-0aIbHOM ITKajIe COTJIACHO CIIEAYIOIINM

KPUTEPUSIM:
N Buabl KOHTPOJIBHBIX MEPONIPUATHH Komecrso
n/n 0a/1J10B
Tema 1
1. ITpakTHueckoe 3agaHue 2
2. Tekyliiee TecTupoBaHue 1
Tema 2.
1. IIpakTuyeckoe 3amganue 1-3 7
2. Teky1ee TecTUpOBaHUE 1
Tema 3
1. [TpakTHueckoe 3aanue 4
2. Teky1ee TecTUpOBaHUE 1
Tema 4
1. ITpakTnueckoe 3amanue 1-4 4
2. Tekyliee TecTupoBaHue 1
Tema S
1. [IpakTnyeckoe 3ananue 1-3 4
2. Teky1iee TecTupoBaHue 1
Mopay/ibHBII KOHTPOJIb 10
Tema 6
1. ITpakTnueckoe 3amanue 1-2 5
2. Tekyliee TecTupoBaHue 1
Tema 7
1. [IpakTnyeckoe 3ananue 1-2 5
3. Texyiee TeCTUPOBAHKE 1
Tema 8
1. [TpakTHueckoe 3aaHue 5
2. Tekyuee TecTupoBaHue 1
Tema 9
1. [TpakTiueckoe 3aganue 1-2 5
2. Tekyuiee TecTupoBaHue 1
Tema 10
1. [TpakTHyeckoe 3a1anue 5
2. Teky1iiee TecTupoBaHue 1
IK3aMeH 40
Bcezo 3a cemecmp: 100
Ikana coorBeTcTBHUs 0AJUI0B rOCyIapCTBEHHOM HIKAJIe
Ouenka Cymma 6as10B 32 BCe OuneHka 1o rocyiapcTBeHHOM Ouenka mo )
ECTS BH/IbI y4eOHOM mKaJje (3K3amMmeH, rocCyAapCTBEHHOM
AeATeN1bHOCTH auddepeHunaabHbIi 324€T) mKaJje (3a4er)
A 90-100 5 (OTIIUYHO) 3a4TEHO
B 80-89 4 (xoporo) 3a4TE€HO
C 75-79 4 (xoporo) 3a4TE€HO
D 70-74 3 (YIOBJIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (YAOBJIETBOPUTENIBHO) 3a4TEHO
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2 (HeYJIOBJIETBOPUTEILHO) C

FX 35-59 N HE 3a4TE€HO
BO3MOYKHOCTBIO TTIOBTOPHOU CHAYN
2 (HeYJIOBJICTBOPUTEIILHO) C
BO3MOKHOCTBIO IOBTOPHOU CcHaYu
F 0-34 P HE 3a4TE€HO

IPH YCJIOBUU 00513aTEIILHOTO
HaOopa TOMOJTHUTEIBHBIX 0AJIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE YYEBHOI'O ITPOIECCA

pa6oqer0 MECTa IpernoaaBaTciisi,

JIeKIIMOHHBIE ¥ TPAKTUYECKUE 3aHATHS TPOBOAATCA B y4eOHOM ayIUTOPHH IS
IIPOBEJCHUS 3aHATUN JICKUMOHHOIO THUIIA, IPAKTHYECKUX 3aHATUH, TEKYLIEro KOHTPOIS U
POMEXYTOYHOW aTTECTAIlMH, OCHAIIEHHOW KOMIUJIEKTOM Yy4eOHOW MeOenH, KOMILIEKTOM

IPOEKTOPOM, HOYTOYKOM (1 mmiT.).

MEJIOBOM (MapKepHOM) mgockoi, 1

15. PEKOMEHJIOBAHHAS JIUTEPATYPA

MYJIBTI/IMG,Z[HI;'IHBIM

HaumenoBanue

KoJa-Bo
IK3eMILISIPOB
B OMOJIMOTEKE

JdouHY

Hanuuyue
3JIEKTPOHHOM
BEpPCHHU B
IbC

OcHoBHas1 JIMTEpaTYypa

Jlenonpon3BOACTBO o0pa3siibl, JIOKYMEHTBHI,
opraHm3anys u TexHonorus padotsl / [B. B. 'anmaxoB u
ap. ; nox pen. U. K. Kopueesa, B. A. Kyapsesa]. - 13x.
3-e. - Mockaa : [Ipocnekr, 2015. - 479 c.

1

Jlenonpoun3BoaCcTBO (Opranmzamusi U TEXHOJOTUU
TOoKyMeHT. obOecneuenust ynp.) / Ilox pen. T. B.
Kysnenonoii ; E. H. bacosckas, T. A. beikoa, JI. M.
Bsiosa u p. - M. : KOHUTH, 2001. - 359 c.

IlOlIOJ'IHI/ITeJIbHaH JUuTepart

pa

Bnacosa, E. E. CoBpemeHHBIN 1€0BOM OKYMEHT :
Opranuzanus AeJ0MpOn3BOICTBA U IOKYMEHTO000pOTa
Ha npennpusatuu / E. E. Bmacosa. - X. : KoHcynsT,
2004. -212 c.

Kastope, C. Co3nanne  (perucrtpamusi)
nepepeructpauus npeanpustus / C. Kastopes, O.
ButkoBckas. - 3-e u3n. - XapekoB : @axrop, 2006. -
317 c.

Marseesa, B. KanpoBas nokymenranus / B. MaTBeesa,
B. Ky3nenos, O. BurkoBckas. - 6-¢ u3n. - XapbKoB :
daxtop, 2006. - 388 c.

Metoauyeckne peKOMEHJALMU MO  BBIIOJHEHHUIO
KypCOBBIX paboT mo aucuuiuimHe "JlOKyMeHTalbHbIE
MH(OPMALIMOHHBIE  CHCTEMBI" UL CTYIAEHTOB
HaIpaBJICHUS MIOATOTOBKH 46.03.02
"JlokymMeHTOBEZIcHUE W apxuBoBeneHue" Bcex (opm
obyuenus / [coct. H. E. Mamenko] ; [loHeukuii Hai.
yH-T, Pak. MaTeMaTuku U uHPopM. TexHosoru, Kad.
uHpopM. cucteM ynp. - Jlonenk : JlouHY, 2016. —20 c.

[Ipaktukym mno jgucnumiuuHe "J{OKyMeHTaJabHbIE
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WHpOpPMAlMOHHBIE  CHCTEMBI" : i1 CTY/ACHTOB
HaIpaBJICHUS IIOATOTOBKH 46.03.02
JlokyMeHTOBe/IeHHe U apXuBOBeleHUE Bcex (opm
oboyuenust / [coct. H. E. Mamenko] ; T'OY BIIO
"JloHeUKWiI HalMOHAIbHBIN yHUBEpCUTET", DaKynbTET
MaTeMaTHKd ©  UHQPOPMAIMOHHBIX  TEXHOJIOTUH,
Kadenpa unpopmManMOHHBIX CHCTEM YIpaBICHHS. -
Houeux : HouHY, 2017. - 88 c.

Pomanos, B. II. IIpoexktupoBaHHME 3KOHOMHUYECKHX
MH()OPMAITMOHHBIX CUCTEM: METO/10JI0T U u
COBpEMEHHBIE TEXHOJOTMH : Yueb. mocodue it
CTYJICHTOB BY30B, OOYYAIOIIUXCS IO CHEIUATBHOCTH
"l[lpuknan. wHpopmaTtuka B dkoHomuke" / B. IL
Pomanos, H. 3. EmenssinoBa, T. JI. Ilapteika ; Poc.

9KOoH. akax. uM. I'. B. Ilmexanoma. - M. : Dk3ameH,
2005. - 254 c.

[IIBenoBa-Bonka, I'. H. O6mas teopust A10KymMeHTa U
kHuTH : yaeOHoe mocobue / I'. H. IlIBenoBa-Boaka. -
Mocksa : Peibapu ; Kues : 3nanns, 2009. - 487 c.

10.

HckoBbie 3asBieHHss B cyn oOmeid ropucaukuuud /
[Coct. M. KO. TuxommpoB]. - 3-e wu3a. - M.
Tuxomupos, 2005. - 128 c.

11.

CmupnoBa, JI. JI. MeHemKMEHT  mepcoHaia
[DnexkTpoHHBI pecypc] : yuebHoe mocobue / JI. ]I
CmupnoBa ; mox obuieit pemakuuenn B. H. Cepurox ;
'OV BIIO "oneuxkuii HallMOHAJIbHBIA YHUBEPCUTET'.
- Jlonenk : 'OV BIIO "IouHVY", 2019. - DnexkTpoHHbIe
TeKcToBbIe naHHble (1 daiin).

12.

Edpemona, O. C. [JokymeHTanus 1mo oxpaHe TpyJa B
opranuzaiuu / O.C. Eppemona. - M. : Ansda-IIpecc,
2008. - 134 c.

13.

MutpodanoBa, B. B. KaagpoBoe nenonponsBojicTBo B
KoMMepueckoi opranuzauuu / B. B. Mutpodanosa. -
M. : Dx3amen, 2005. - 143 c.

14.

X034HCTBEHHOE TMpaBO YKpaWHbl : Y4YeOHUK JUIs
ctyneHToB By30B / [A. C. BacunweB u jp.] ; mox pen. A.
C. BacunbeBa, O. Il. TloauepkoBHoro. - U3n. 4-e. -
XapbkoB : Onucceit, 2010. - 487 c.

31

15.

Nudopmaruzanus Ou3Heca: KOHIICTIINH, TEXHOJIOTHH,
cucremsl / A. M. Kapmunckuii, C. A. Kapmunckuii, B.
II. Hecrepo, b. B. YUepnukos ; Ilom pen. A. M.
Kapmuuckoro. - [2-e wu3n. - M. : ®unHaHchl
craructuka, 2004. - 415 c.

16.

[Torpe6nas, JI. Jlenompon3BoACTBO, KAKMM OHO JOKHO
ob1Th / JI. [lorpebHas. - 2-e u3n. - XapbkoB : dakTop,
2008. - 413 c.

16. THOOPMALIMOHHBIE PECYPCBHI

1. ATJIAC KopnioparusHslii nH(pOpMaIMOHHBIH nopTai /www.atlas.com.uarusportal
2. BYTE-Poccust KopriopatrsHbIe opTaiibl / www.bytemag.ru
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3. DOCFLOW  Vkpaina 2007. Tesucel koH(pepenimu. HayuHo-TexHuveckas
KOH(EpEHIIsI — BBICTABKA [0 JIICKTPOHHOMY JIOKYMEHTOOOOPOTY | YIIPABJICHHIO OW3HEC-
nporeccamu. — K., 2007. // www.DOCFLOW.UA

4. e-Commerce ru. KoprnoparuBHbie WHPOPMAIMOHHBIE MOPTAILI / WWWw.e-COmmerce.ru

5. Uadopmarmst o Microsoft SharePoint Portal Server Ha caiire koprnoparuu Microsoft //
http://www.vert.ru/articles/reviews/vert20050620163240.

6. Mnadopmarust o nponykrax Jlokymentym Cepucuz CHI // http://documentum.ru

7. Madopmanus o npoaykrax 3A0 "JIAHUT" // http://www.landocs.ru .

8. Hcnonb3oBaHME KOPIIOPATHBHOTO TIOpTAia Ui YIPABICHUS WHTEIUICKTYaJIbHBIM
KallTajoOM M WHHOBAIMSIMU Ha KPYIMHOM Mpempusitad // WWw.ci.ruinform.

9. KusizeBa T. B. CpaBHEHHE OTE€UYECTBEHHBIX CHCTEM ABTOMATH3ALMU AEIONPOU3BOACTBA U
ANIEKTPOHHOTO JOKyMeHTo00opoTa // http://www.csys.ru/delo/docs/045.

10. Cuctembl 3JEKTPOHHOTO YIPABICHUS] TOKYMEHTaMH: 0030p, KiIacCH(UKAIMs M OIICHKA
BO3Bpata oT BHeapenus // http://www.mdi.ru/-library/analit/sysel.html.

11. Vaiir K. Microsoft SharePoint Portal Server — momymuctckuii mopran // Intelligent
Enterprise. — 2002. — No2 // http://iemag.ru/?1D=472458.

12. DnekTpoHHBI JTOKyMEHTOOO0pOT — CHCTEMbI JIOKYMEHTAIIMOHHOTO OOeCIeYCHHs
ynpasnenus // http://www.IT.ru.

17. IPOTPAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (kopniopatusnas nurensus JOHHY Ne 46484614)

2. Microsoft Office (kopnopatuBnas munensus JJOHHY Ne 46472919)

3. Microsoft Visual Studio (siuuensust nporpammer DreamSpark st Beicmx
yueOHBIX 3aBEJICHHI)

4. Antuupyc Kacnepckoro, Adobe Acrobat Reader, XxPDF (munensun  GPL,
Apache, BSD st cBOOOIHOTO IPOrPAMMHOTO OOECTICUCHHS ).

18. UCITOJIb30OBAHUME JIEKTPOHHOI'O OBYYEHUSA
U IUCTAHIIMOHHBIX OBPA3OBATEJIbHBIX TEXHOJIOT U

DHUO npenooasamensn

Hucyunauna unu opyzou .
U 6U0 INEKMPOHHO20 63AUMOOETICHEUS

6u0 yueonoit pasomar npenooagamenb-cmyO0eHm no OUCYUnIuUHe
Mamenko H.E.:
JlokymeHTanbHbIE O6nako (https://cloud.mail.ru/public/2rxR/SBTyWLrOV/),

uHdopmanmonnsie cuctembl | BK (https://vk.com/maschenko n),
e-mail (n.mashchenko@donnu.ru)

Pabouas mporpamma paccMOTpeHa U TIepeyTBepXkKJIeHa Ha 3acelaHuM Kadeapbl ¢
n3MeHeHnssMu (0e3 m3menennit) Ha 2021-2022 rox.
B pabouyio npocpammy oucyuniuHvl 6Hecenbl Credyloujue usMeHeHus U OONOIHEeHU:

[TpoTtokon 3acenanust kageapnl Ne oT . 3aB.xadeapoit
Pabouass mporpamMma paccMOTpeHa H TIepeyTBEp)KIeHa Ha 3aceqaHuu Kadeapel ¢
u3MeHeHusMu (6e3 usmenenunii) Ha 2022-2023 rox.

B pabouyio npoecpammy oucyuniunvl neceHvl credyioujue UsMeHeHUus U OONOIHEeHUsL:

[Tporokon 3acenanus kadeapst Ne oT . 3aB.kadeapou



