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1. lenn u3yveHHs TUCHUIITAHBI

Llenp0 OCBOCHMS AMCIMIUIMHBI SIBISCTCS (OPMHUPOBAHUE MPEACTABICHHUMA, YMEHUH M
HAaBBIKOB B OOJIACTH COBPEMECHHOW OpraHM3allMd JOKYMEHTHUPOBAHUS YIPaBICHUYECKOM
JIeATEIbHOCTH Ha TPEANpPUATHH, BUAAX U CHOCO0ax paboThl ¢ JOKYMEHTAaMH HEOOXOIMMBIX
TH000MY MEHEIKEDY.

2. IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 10 AU CHUILINHE (MO1YJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOeHHs 00pa30BaTeIbHOM MPOrpaMMbl

Komnerenunun ody4daromnierocsi, opmupyembie B pe3yJibTaTe 0CBOEHMSI

AUCUMILTUHBI
Kon
KOMIIETEHIIMH 110 Komnerenmus
dI'0C BO
CrniocobeH pa3pabarbiBaTh 000CHOBAaHHBIE OpraHU3AL[MOHHO-YIIPABICHYECKUE
pEIIeHHUs C YYETOM UX COIMAIbHOM 3HAUUMOCTH, COJIEHCTBOBATh X
OIIK-3 peanu3anuy B YCIOBHUSX CIOKHOM U JMHAMUYHOMN CPEbl M OLEHUBATh MX
[TOCIICACTBHS

CTpyKTypa KOMNeTeHIIHH

Komnerenmus ®opmupyemsbie 3YHel
OIIK-3 Cnocoben pa3pabarbiBaTh
000CHOBAaHHbIE OPraHU3aAMOHHO- (3. 3HaTh OCHOBHBIE TPEOOBAHNUS K JOKYMEHTAIbHOMY
YIIPaBJIEHYECKHE PEMICHHUS C 0(OPMIICHHUIO OPraHU3alMOHHO-YIIPABICHYECKUX PEIICHUN
Y4ETOM HX COIHATIBHOM Y. YMeTh ToOKyMEHTaIbHO 0OPMIIATh OPTaHU3AIMOHHO-
3HAYMMOCTH, COJIECHCTBOBATh UX [YIPAaBICHUYECKHE PEIICHHUS
peanu3anuu B ycioBusx cioxnoi|H. Bragers HaBbikamu 0(OpMIIEHHS OTIETBHBIX PEKBU3UTOB
W TWHAMHYHOHN CpPENIbl U pU JOKYMEHTaJIbHOM O(OPMIICHUH OpraHU3al[IOHHO-
OLICHUBATh UX MOCJIEICTBUS YIIPABIEHYECKUX PELIEHUH

3. MecTo AUCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts  auctumuinael - BJIIOK 1 JUCHUIUVIMHBI  (MOAYJIN):
O0s3arenbHas 4acTh.

[IpenmecTByroniye TUCHMILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO [yl YCIEHUIHOTO
ocBoenus ganHoi): "crtopus (ucropust Poccun, Bceobas uctopus)"

JIMCUMIUIMHBL, UCIIOJIB3YIOIUE 3HAHUSA, YMEHMS, HaBBbIKHM, IOJYYEHHbIE NPH W3Y4YE€HUU
naHHOW: "OnexkTpoHHas kommepuuda', "MeHemkmenT B uudpoBoi skoHomuke", "1C
[Tpenmpusitue”

4. O0beM TUCHMILIHHBI (MOAYJISAA) B 3a4€THBIX eIHHULAX ¢ YKA3aHUEM KOJM4YeCTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYI0 padoTy 00y4alommxcs ¢
npenoaasarteseM (Mo BUJIaAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEIbLHYIO PadoTy
00y4yarIuXxcs

OO01mast Tpy10€MKOCTh TUCIUIUTHHBI COCTaBsIeT 3 3a4. ef.,108 uacos.

Bun yaeOHOM paboThI KonnuecTBo yacos

KonTtakTHas(aymuTopHas) pabora

Jlexuun 18

[TpaxTuueckue (ceM, 1ab.) 3aHATHS 36




3a4€

TaM

CamocTosTenbHas pa60Ta, BKJIIOYas MOoATOTOBKY K 5K3aMCHaM U

54

Bcero uacos

108

5. Conep:kanme IMCHUIIMHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3jaesiaMm) ¢
YKa3aHHeM OTBeIeHHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKUX YaCOB M BUIOB Y4eOHbIX
3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

Cemunap| Camo- |B unrepa-| ®opmbl TeKyl1ero
Ne Pa3zgen u Tema CeMme-| Jlek- P p“ P ym
Jlabopar.| cTOSIT. | KTUBHOM KOHTPOJIA
n/n AUCHMILINHBI CTp | HuM
IIpakTnu. paod. popme yCIeBaeMOCTH
YcrHblii onpoc
""OcHOBHBIE
MOHATHUSA
. JIOKYMEHTHUPOBAHUS,
TepMUHOIOrMUECKUI
1 P 12 4 8 11 Knaccudukanms
arnmapar
JIOKYMEHTOB.
I'OCTwr".
[ToaroroBka
JIOKJIa/I0B
Cmyx0a
TOKYMEHTA[MOHHOTO ['pynnoBoii npoekt
2 |obecnieueHUs 12 4 8 11 "Opranuzanus
YIIPaBJICHUS: 3a1a4H, ciyx6s1 JJOVY"
(yHKIIUH, CTPYKTYpa
Pemenue keica
JlokymeHT. CucteMbl " loKyMeHTHpOBaHHE
3 |nokymeHTOB. OCHOBHBIE | 12 4 6 11 yM P o
YIPABIEHYECKOU
TOKYMEHTHI YIIpaBICHUS "
NEeSTeTbHOCTH
[ToaroroBka u
o(opMIIEHHE OCHOBHBIX NunuBuyanbHbIA
4 [BUIOOB OpPraHM3allMOHHO- | 12 4 8 11 npoekT "Pa3paboTka
[pacropsIUTEIIbHBIX JIOKYMEHTOB"
JTOKYMEHTOB
TectupoBanue
"Opranuzauus
Opranu3zanus XxpaHeHus
XpaHeHUs
S  |AOKYMEHTOB M KOHTposs | 12 2 6 10
JIOKYMEHTOB U
3a UCTIOJTHEHUEM
KOHTPOJISI
UCIONHEeHUs "
UTOT'O 18 36 54
5.2. JlekuMoHHbIE 3aHATHS, UX COEP/KAHHE
No Haunmenosanue
Conepxanue
n/m pa3liesIoB U TEM
[Ipeamer, conepkanne|[JOKyMEHT U CHCTEMBI JIOKYMEHTAIINH; yIIPaBIeHYECKas
1 |1 OCHOBHBIE MOHATUSA |[TOKYMEHTALUsI; CYUTHOCTh JOKYMEHTUPOBAHUS YIIPaBICHUYECKOM
U CITATLINHBI nesitensHoCcTH (JIY [1). Uctopus ctanosnenus JIY /] B Poccun
) Cayx6a CopaepxaHue «I0KyMEHTAIIHOHHOTO 00ecTieueH s YIpaBlIeHUs
moxkymeHTarmoHHoro |(JIOY)» u «aenonpon3BoAcTBa». 3aKOHOAATEIIbHBIC ACTIEKTHI




Ne Hanmenosanue
Conepxanue
/1 pa3esioB U TeM
obecnieyeHus TOKYMEHTHPOBAHUS B FOCYIapCTBEHHBIX U KOMMEPUECKUX
YIIPaBICHUS: 3a7aud, |OpraHU3alMsIX
(GyHKLMU, CTPYKTYypa
TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB,

JloxymeHT. CUcTeMBbI
HOKYMEHTOB (bopmysip-oOpaszel, cocTaB U pacroiokKeHue peKBU3UTOB, 001IHe

3 Y ) npaBuiIa 0POPMIICHHS JOKYMEHTOB, TpPeOOBaHUS K OJaHKaM
OCHOBHBIE IOKYMEHTHI

ABJLCHIA TOKYMEHTOB, PEKBU3UTHI CITy>KEOHBIX JOKYMEHTOB U MX

P odopmIIeHHE B COOTBETCTBHH C TOCYAAPCTBEHHBIMU CTaHIAPTAMH.
[lonroroBka u CocrapneHue 1 0(pOpMIIEHUE OCHOBHBIX JOKYMEHTOB: J10TOBOPOB,
oopmenue KOHTPAKTOB, IIPUKA30B, CIYKEOHBIX 3aIHCOK, IPOTOKOJIOB, aKTOB,

4 [OCHOBHBIX BHJIOB CIPaBOK U JOKYMEHTOB JINYHOT'O IPOUCXOXKICHUS. Bunpl u
OpraHU3alOHHO- Pa3HOBUAHOCTH JIOKY-MEHTOB, OPraHU3allMOHHO-
pacropsUTeNbHbIX  [pacnopsauTenbHble JoKy-MeHThl (OP/I), nunpopmannonHsle
TTOKYMEHTOB JTOKYMEHTBI, KaJIpoBasi JOKYMEHTalUs.

Opranuzanus J0KyMEHTO000pOTa, cCUCTeMaTH3alus JOKYMEHTOB,

Opranuzanus HOMEHKJIaTypa sl uX popMupoBaHus u xpanenus. OOpaboTka

5 [XpaHeHHUs U KOHTPOJIA |TOKYMEHTOB, BXOASIIUI-UCXOASIINI KOHTPOJIb, pACCMOTPEHHE

3a UCIIOJTHCHHEM

JOKYMCHTOB, pECTUCTPAllMAd U KOHTPOJIb UCIIOJHCHUS JOKYMCHTOB,

COCTAaBJICHHUC HOMCHKIJIATYPBI JCJI, XPAHCHUC JOKYMCHTOB

5.3. Cemunapckue, npakTH4ecKme, JJ1adopaTopHble 3aHATHS, HX COAepPKaHUe

Ne paznena u
TEMBI

Copepxanuie v (OpMbI IPOBEACHUS

OCHOBHBIE TEPMUHBI, HIBOJIIOLIHS TOKYMEHTUPOBAHHUS, KIIaCCHU(PUKAIIUS
moKyMeHTOB. OCHOBHBIE MIOHATHSI, SBOJIONNS IOKYMEHTHPOBAHUS U OpraHU3AII
mokyMeHTooOopoTa, knaccudukanus AokymeHToB, [l OCTsl. [IpoBonuTcs B Buze
YCTHOT'O OIIpoca.

[IpenMer, coaepKaHue U OCHOBHBIE IOHATHS TUCLUILIMHBL. [loHATHE
IETONPOU3BOJICTBA U JOKYMEHTHPOBAHUS YIIPABICHUECKON JEATEIIbHOCTH.
CucTemMbl JOKYMEHTAIUU.

[lonroroBka JOKJIAJOB IO TEME.

Cnyx0a TOKyMEHTAllMOHHOTO 00ecrieueHus YIpaBIeHUs: 3a/1aud, QYHKIUH,
cTpykTypa. OCHOBHBIE ITOJIOKEHUS 110 JJOKYMEHTHPOBAHUIO YIIPABICHUIECKOM
NesITeTbHOCTH.
Bupl TOKyMEHTOB U MX KJITACCHU(PUKAIIHSL.
BrInonHeHue rpynmnoBoro mpoeKTa.

YHI/I(I)I/IKaI_II/I}I " CTaHAapTU3alrd YIIPABIICHYCCKUX NOKYMCHTOB.

JlokymeHT. Cuctembl JOKYMeHTOB. OCHOBHBIE JOKYMEHTHI YIIPaBICHHUS.

Pa3zpaboTka 1 yTBEp>KACHHE KOMILJIEKCa OpraHU3allHOHHO-TIPABOBBIX JTOKYMEHTOB
(Ycras, Ilonoxxenue 06 opranusaiyu, CTpyKTypHBIX MO/Ipa3/iesieHuH,
KOJIJIETHAJIBHBIX U COBEIATENIbHBIX OpTraHax; MITaTHOE PaCHCaHUE; MHCTPYKIUH
110 OTACJIBbHBIM BUJaM ACATCIIBHOCTH, JOJDKHOCTHBIC I/IHCTPYKIII/II/I).

PelieHne keiica 1o teMe.

[ToaroToBka u ohopmiIeHNE OCHOBHBIX BHJIOB OpPraHU3allMOHHO-
pacropsiANTENbHBIX T0KyMeHTOB. OCHOBHOE Ha3HAUYEHUE PACIIOPIUTEIbHON
nokymenraruu (P1). [IpaBuiia coctaBieHust 1 0pOpMIICHHS, OCHOBHBIX
OpraHU3alMOHHO-PACIOPSAAUTENBHBIX T0KyMeHTOB. CocTaBieHue U opopmiIeHHUE
[IPUKA30B, [IOCTAHOBJIEHUH, paciopsbkeHUH U T. 1. KoppecnionaeHuys, cBsi3aHHas

C MPOBEACHUEM MEPUOINUECKUX MeponpusTuil. JIOKyMeHTHI, cofepKaline




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

CBEJICHUS O pPe3ysbTaTax AEATEIIbHOCTH 3a ONPECICHHbBIN MEPUOJ] BPEMEHN —
o, MOJIyroJe, KBapTaj, Mecal. OyHKIHS OTYETHOM TOKYMEHTALUU B
NeATeIbHOCTH Opranu3annii. KoMIieKchl OTYETHBIX JJOKYMEHTOB:

X OCYI[apCTBeHHaSI CTaTUCTHUYECCKAA OTUCTHOCTh, BEAOMCTBCHHAA OTUCTHOCTD,
OTYETHOCTh BHYTPU YUPEKACHUSA, TOKYMECHTAIUA.

BBIHOJIHCHI/IC I/IHI[I/IBI/IIIyaJIBHOI‘O HpOeKTa.

Opranuszanus 10KyMmeHnToobopora. CripaBoyHO-MH(POPMAIMOHHAS JOKYMEHTAIHS
(CHU[): cocraBienue u opopmiieHHE TPOTOKOJIOB, TOKJIAAHBIX (CIyKeOHBIX) U
0O0BSCHUTEIBHBIX 3aIIMCOK, 3asBICHUI, IPEICTABICHNH, IEPETIUCKHU (CITyKeOHBIX

MUCEM, TeJIerpamMMm, TenedakcoB, (pakcorpaMmm, MEKTPOHHBIX COOOIICHHMIA).
BbIOJHEHHE HHINBUIYaTbHOTO POCKTA.

6. @oHJ OIEHOYHBIX CpeacTe Jid MNpoBEACHUSA l'lpOMC)KyTO‘IHOifI arrecranum 1o

AucuuNJInHe (MOJHbIH TEKCT NPUBeJeH B NPUJIOKEHUH K padoyeil mporpamMmme)

6.1. Tekyumuii KOHTPOJIb

KOHTpOJ’[LHble 3aJaHudA WIH
HHBbIC MaTepHaJIbl, Ouncanue
3Taﬂbl HeOﬁXO)]l/lMl)le JJISI OIEHKH HokazaTeeii u
MHDOBAHMST 3HAHUH, YMeHMii, HABBIKOB KDUTEDHER
¢bopmuposa " IepeueHn (ByHbI: " (MJIH) ONBITA puTep
Nt KOMIIETCHIMUA 3.1...3 IeATeIbHOCTH. ouermnamlﬂ
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(TeMa us3 o XapaKTepu3ylouuXx 3Tanbl A3 IMYHBIX ITAMAX UX
n/n padoueii KOMIIETEHIMH Y.1...V.n, $opmuposanms i (dopmupoBanus
no ®I'OC BO H.1...H n) KOMIIeTeHIMii B Ipoiecce pMHp i
rlporpaMMbI oefloce . < OINMHCAaHHE IIKAJ
OCBOCHUSA oﬁpasoBaTenbﬂou 100
AUCHHILTAHBI) HporpamMMbi onenusanns (no 100-
0aJJIBHOI 1IKaJIe)
(HaumenoBanue
OICHOYHOI'0 cpencnza)
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKyMEHTaJIbHOMY
o opMIICHHIO
OpraHu3aI[MOHHO-
YIpaBJIEHYECKUX
[peLeHni N
[ToxaroroBneHHbIM
V Vuers W 3alMIIEHHBIN
: OKJIa,
TOKYMEHTaJIbHO A A
1. A — OIIEHUBAETCS J10
1 [Tepmunonoruueck |OITK-3 p [loaroroska JOKJIaI0B 17 6amios, B
. OpraHu3aI[MOHHO-
uii anmapart 3aBUCUMOCTH OT
YIIpaBIECHICCKHE
bemmerus MTOJTHOTHI
ACKPBITHS TEMBI.
H.Bnaners HaBBIKaMU packp (17)
o opMIIeHHUS
OTJIEIbHBIX PEKBU3UTOB
[pU IOKyMEHTaJIbHOM
odopmIIcHHN
OpraHu3allMOHHO-
YIpaBJIE€HYECKUX
eIIeHU I
3.3HaTh OCHOBHBIE O1rieHrBaeTCCA B
TpeGOBaHUS K 'YcTHBIN onpoc 3aBUCHMOCTH OT
TOKYMEHTaJIbHOMY ""OCHOBHBIE TIOHSATHUS MOJIHOTHI ¥
2 OI1K-3 0(pOpPMIICHHIO ITOKyMEHTHPOBAHHUS, TIPaBUIIBHOCTH
OpraHru3alMOHHO- Knaccudukarus OTBETOB Ha
YIpaBIEHIECKUX imokymeHToB. 'OCTBI" |BOIIPOCHI IO TEME,
CHICHU I 3a/1aBaEMbIX




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3 HeOﬁXOHl/lMLle JJISl OIIEHKH Onucanue
Tanbl ii
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB nolzca;::e.;zz "
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIIeTeHI Ui JIeATeJIbHOCTH OUCHHBAHMH
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMMIX STAMBL ) 3 gy sTamax ux
n/n 6 o KOMIECTCHIMH V.1.. .Y.n, (opmupoBanus P
paoouen . ¢hopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI onenuBasms (00 100-
JUCUMILIHHBI) NpPOrpaMMel u »
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
npenojaBaTeneM
Y.YmeTh )
TOKYMEHTaJIbHO
odopmiLsTh
OpraHu3aIlMOHHO-
YIpaBIeHUYECKHE
[peLeHus
H.Bnagets HaBBIKAMU
odopmIeHUS
OTIENbHBIX PEKBU3UTOB
[pU TOKyMEHTaJIbHOM
odopmIIcHUN
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
[peleHu i
3.3HaTh OCHOBHEBIC
TpeOOBaHUS K
TOKyMEHTaJbHOMY
odopMIICHIIO
OpraHU3alMOHHO-
YIpaBJIEHYECKUX
[peLeHni
IIpoekT cocrout
2. Ciyx0a Y. YmMets P .
u3 8 3a/1aHM.
TOKYMEHTAITMOHHO TOKyMEHTaJIbHO N
['pynnoBoi npoexT IIpaBunbHO
ro o0ecredeHus odopmiLsTh N

3 OIIK-3 Opraauzamus ciayXObl | BBITOTHEHHOE
YIpaBICHUS: OpraHu3aI[MOHHO- oy" sanate
Banayu, QyHKINH, YIpaBIEeHUIECKHE olieHmBacTCA B 4
CTpYKTypa CIICHUS

PYKTYP P Ganna. (32)
H.Bnaners HaBBIKaMH
odopmIeHUS
OTIIEbHBIX PEKBU3UTOB
[pU TIOKyMEHTaJIbHOM
odopmIeHIN
OpraHu3allMOHHO-
YIpaBIEHIECKIX
[peleHui
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
IOKYMEHTATLHOM Pemenunerecrta
Y y ouennsaercs B 20

0(pOpPMIICHHIO
OpraHu3allMOHHO Garios.

3. JIOKyMeHT. P [IpaBunbHbIIT
YIpaBJIE€HYECKUX N

CHucTeMbI N Pemienue ketica OTBET
[peleHni '\

4 [AOKYMEHTOB. OIK-3 JoxyMeHTUpOBaHue oneHuBaercs B 1
OCHOBHBIE V Vaers YIpaBJIEHYECKOM 6ai,
TOKYMEHTBI ’ mesaTeIbHOCTH" HenpauBIIbHBIH -

TOKYMEHTaJIbHO .
yIpaBJIeHUS oOpMISTS 0aJIJI0B, HEMOJTHBIH
0 F;I)-II/ISaI_II/IOHHO NpABUIIbHbIi
p otBeT- 0,5 Gamra
yIIpaBJIeHYECKUE (20)
pereHus

H.Binanets HaBBIKAMH




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02::::[1]:::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIIETeHIHi JeSATENLHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus Pa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
HpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
odopmicHus
OTJIEbHBIX PEKBU3UTOB
[pU JOKYMCHTAJIEHOM
odopmIICHUN
OpraHu3aIlMOHHO-
YIpaBIEeHYECKUX
eIIeHU I
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopMIICHIIO
OpraHU3aIMOHHO-
YIpaBIeHYECKIX
[peleHum
[Ipoext cocTout
4. IToaroToBka u Y.YMerh P N
W3 IBYX 3aJaHHM.
oopmIIeHHE TOKYMCHTAJIbHO .
OCHOBHBIX BUJIOB 0OopMIIATH VIHIHBH Y AL HbH Hpasubo
5 OIIK-3 P npoekT "Pa3paboTka BBITIOJTHEHHOE
OpraHNU3aIIMOHHO- OpTraHU3aIMOHHO- "
TOKYMEHTOB 3a/IaHue
[pacTIOpSIUTEIHHEI YIpaBJICHIECKHE
X TOKYMECHTOB [peIICHHS OUCHHMBACTCA B 5
6ayos. (10
H.Biagets HaBBIKAMU (10)
odopmIeHUS
OTICITHHBIX PEKBH3UTOB
MpU JTOKYMEHTaIHbHOM
odopmiIecHIN
OpraHu3aI[MOHHO-
YIpaBIeHYECKIX
[peleHui
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
o opMIICHHIO
OpraHU3aIMOHHO-
YIpaBJIE€HYECKUX TecT cocTout u3
[peleHni 16 BOmIPOCOB.
Kaxxaprit momHbIi
V.VmeTs IIPABWJIBHBII
5. Opraanzarus TectupoBanue
TOKyMEHTaJIbHO " OTBET
XpaHEHUs Oprananzamus
0(pOpPMITITE olleHUBaeTCs B 1
6 |TOKyMEHTOB U OI1K-3 XpaHEHUs JOKYMEHTOB .
OpraHu3allMOHHO- 0aJ1, HEMOIHBIH
KOHTPOJIS 32 1 KOHTPOJIS N
YIpaBIECHICCKHE " NPaBUJIbHBIH
HCIIOJTHEHUEM MCTIOJTHEHUS
[peleHns otBeT - 0,5 Oaia,
H.Bnaners HaBbiKamMu HEeNpauBIIbHBII
odopmIeHUs otBeT - 0 baymToB
OTJEIbHBIX PEKBU3UTOB (16)
[P JOKYMECHTAIEHOM
odopmIIcHHN
OpraHu3aIlMOHHO-
YIpaBIEHIECKUX
pereHui
NToro 100




6.2. IIpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

PaGoyum yuyeOHBIM IJIAHOM NPEAYCMOTPEeH JK3aMeH B cemecTpe 12.
BOITPOCHI J1J151 IIPOBEPKU 3HAHMIA:

1-it Bompoc Ounera (40 OamioB), Bua Bompoca: Tect/mpoBepka 3Hamwmii. Kpurepwmii: Tect
coctout u3 10 BonpocoB. Kaxk/plii mpaBHIIbHBIN OTBET OLICHUBAETCS B 4 Oasia..

Komnerennusi: OIIK-3 Crnocoden pa3padarbiBaThb 000CHOBAHHBIE OPraHM3ALMOHHO-
yHpaBJ/IeHYeCKHe pelleHHs ¢ Y4eTOM HX CONHAJIBHONH 3HAYMMOCTH, COAeHiCTBOBATH MX
peau3aly B yCJIOBHAX CJI0KHON U AUHAMUYHOM Cpelbl M OLIEHUBATH UX MOCJIeICTBHUS

3HaHue: 3HAaTh OCHOBHBIE TPeOOBaHMS K JOKYMEHTAJIBHOMY O(QOPMIICHHIO OpPraHHU3alMOHHO-
YIIPABJICHYECKUX PELICHUN

1. B Kakux BpeMEHHBIX paMKax BeAETCs HyMepalus M1ceM, Telerpamm U akcorpamm?

2. B kakux ciydasx NpUMEHSETCS CMellaHHas (opMma OpraHu3aluu JOKYMEHTHPOBAHUS
npo¢eCCHOHATIBLHOM 1A TeIbHOCTH IPUMEHSETCs?

3. B xakoM nopsiike pacronararorcs JOKYMEHTBI — JieJa B HOMEHKIaType Jaen?

4. B TeueHNM KaKOTo CpOKa JACHCTBYET YTBEP)KICHHAsI HOMEHKIIATypa ae?

5. I'me perucTpupyroTcsi IPOTOKOJIBI U PEIICHUS KOJUIETHHU?

6. 1151 yero HeoOXoAMMa perucrpanus’?

7. K kakoil kareropuum paOOTHHUKOB OTHOCSTCSI CEKpETapH, IOMOILIHUKA PYKOBOJUTENS
OopraHu3aluun?

8. Kak opopMIIsitoTCst perucTpaiioHHbIe CBEICHUS?

9. Kakue 1OKyMEHTBI NOJIEkKAT PETUCTPALVN?

10. Kakue 70KyMEHTBI COCTABIISIOT HOMEHKIIATYpY Aein?

11. Kem ocymectBasercs JJOY na npeanpustun?

12. KTo nmpuHMMaeT yyacTHe B COCTaBI€HUN HOMEHKJIATyphl Jen?

13. KTo cocTaBisieT NpoeKkT J0KyMeHTa?

14. Ha3oBuTE 371€MEHTHI TOKYMEHTUPOBAHUS

15. OCHOBHBIM OOBEKTOM H3Y4EHHUS B JOKYMEHTHPOBAHUHU MPO(HECCHOHATBHOU JEATEIIbHOCTH
ABJISETCS:

16. Ilepeuncaute 3a1auu JOKYMEHTUPOBaHUS

17. Tlo xakuM MPUHIUIAM CIEAyeT OPraHU30BBIBATh JOKYMEHTHPOBaHHUE MPOGECCHOHATHHOU
JEATENILHOCTH Ha IPEAIPUITHN?

18. ITo xakoMy npu3HaKy OynyT GOpMUPOBAThCA TOKYMEHTHI € 3aroyioBkoM nena «llepenucka c
BBICHIMMHU y4EOHBIMU 3aBEJCHUSMHU O COBMECTHOM MOATOTOBKE CIIEIIUATUCTOBY?

19. Yro Takoe 1OKyMeHT?

20. Yro Takoe perucrpanus 10KyMeHTOB?

TUITOBBIE 3AJIAHWS J1J151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owmiera (30 OamwioB), BHUJ Bompoca: 3ajaHue Ha ymeHue. Kputepuii: 3amanue
orieHuBaercs a0 30 OamioB B 3aBUCHMMOCTH OT ABYX cocTaBistomux: coorBerctBue ['OCTy
OTHOCHUTECIJIBHO HATMYUA 1 MECTOITOJIOKEHUA PEKBU3UTOB TOKYMCHTOB, CTUJIb U3JIOKCHHUA..

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIE OPraHM3ALHOHHO-
yHpaBJ/IeHYeCKHe PelIeHHs] ¢ Y4eTOM HX CONHAJIBHONH 3HAYMMOCTH, COAeHCTBOBATH MX
peau3alny B yCJIOBHAX CJI0KHON U AUHAMUYHOM Cpelbl M OLICHUBATH UX MOCJIeICTBHUS



YMmenue: YMeTb JOKyMEHTAIbHO OPOPMIISITh OpraHU3aIMOHHO-YIIPABICHYECKUE PEIICHUS
3amaua Ne 1. Pa3paboTaTh mpuKa3s 1mo 3aJlaHHON TeMe

TUITOBBIE 3ATAHMA UL ITPOBEPKH HABBIKOB:

3-i1 Bompoc Ounera (30 GamioB), BUI Bompoca: 3agaHue Ha HaBblkA. Kputepwii: 3amanue
ouenuBaercs 10 30 OaiIoB B 3aBHCHMOCTH OT TMOJHOTHI BBIBOJIOB aHalIM3a JIOKYMEHTOB. B
BBIBOJIAX JOJDKHBI OBITh OTPaXKEHBI: YMECTHOCTD MCIIOJIL30BAHUS TUIIA IOKYMEHTA JUIs 3aJaHHON
CUTYaIliH, HATMIHE HEOOXOIUMBIX PEKBU3UTOB..

Komnerennusi: OIIK-3 Cmnoco0en paspadaTrbiBaTh O00OCHOBAHHbIE OPraHU3ALMOHHO-
yIpaBjieHYeCcKHe pelleHusl ¢ Yy4eTOM HMX COUMAJIbHOH 3HAYHMOCTH, COIEiiCTBOBATH HX
peaiu3aluu B YCJIOBHUAX CJI0KHON U JUHAMUYHOM cpelbl M OLIEHUBATH UX MOCJIeICTBUS

HaBeik: Bragers HaBblkaMu O(OPMIICHHS OTAETBHBIX PEKBU3UTOB NPU JOKYMEHTAIBHOM
oopmIleHHH OpraHU3aIOHHO-YIIPABICHYECKUX PELICHUH
3ananue Ne 1. [IpoBectu aHa)IU3 CTPYKTYpPHI JOKYMEHTA

OBPA3EIL] BUJIETA
MUHHCTEPCTBO HAYKH U BBICIIETO 0Opa30BaHUSA

Poccutickoii ®enepanmnu Hampasnenue - 38.03.02 MeHea)xMeHT

denepanbHOE TOCYIAPCTBCHHOE OOIKETHOE HpO(l)PIJIL _ praBJ'IeHI/Ie GH3HECOM
00pa3oBaTenpHOE YIpEKICHHE
BBICILIET'0 00pa30BaHUs Kadenpa mene/ukmenTa 1 cepBrca
«BAUKAJIbCKAM T'OCYJAPCTBEHHBIN Jlvcuumniuna - Opranusanus
YHUBEPCUTET» JIOKyMEHT0000pOTa

(®I'BOY BO «bI'Y»)
SK3AMEHAIIMOHHBINA BUJIET Ne 1

1. Tect (40 Gamnon).
2. Pazpaborats npuka3s mno 3aganHoit reme (30 6amioB).
3. [IpoBectu ananu3 CTpyKTyphl JokymeHTa (30 6amioB).

CocTaBuTenb A.B. CunanTheB

3aBenyronuil kageapou O.H. baera

7. llepeyeHb OCHOBHOI1 1 10NIOJHUTEJIbHOI y4eOHOM JUTepaTypbl, HEOOX0AMMOM A5l
OCBOECHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHAS JIUTEepaTypa:

1. Bapuxun A. b. [lenonpou3BOACTBO M JAOKYMEHTOOOOPOT. DIEKTPOHHBIM pecypc. MpakxT.
nocobue/ A. b. bapuxun.- M.: Kuwxkusiit mup, 2010.-1 anekrpos. onT. auck (CD-ROM)

2. I'saeBa, 1. B. Jleaonpou3BoacTBo [DneKTpOHHEIN pecypc] : cupaBounuk / M. B. I'saesa, C. B.
CobaneBckuii. — DJIEKTPOH. TEKCTOBEIEC JaHHbIe. — MuHcK : TerpaCuctemc, Terpanut, 2014.
— 224 ¢. — 978-985-7067-96-1. — Pexxnm goctyma: http://www.iprbookshop.ru/28072.html

3. Ky3uenos, M. H. Jienonpon3BoacTBo [DIESKTPOHHEIN pecypc] : yueOHOo-clIpaBoYHOE mocodue /
U. H. Ky3HenoB. — 8- u3a. — DIeKTpoH. TeKCToBhle manuble. — M. : Jlamkos u K, 2019. —
406 c. — 978-5-394-03393-3. — Pexum goctyna: http://www.iprbookshop.ru/85215.html



www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/85215.html

0) MOMOJIHUTEIbHAS JTUTEPaTypa:

1. Aaapeea B. U. Jlenonpon3BoaCcTBO: OpraHu3aiius U BeJAeHUE. PeK. Yuel.-MeTo. IEeHTPOM
"Knaccuaecknii yaeOHUK". yuel.-pakT. mocobue it By30B. 3-¢ u3j., nepepad. u gom./ B. U.
Angpeea.- M.: KnoPyc, 2010.-294 c.

2. TlaBnenko E. A. JlokyMeHTallMOHHOE OOECIIEYCHHE YIPABICHUS: BBITIOJHEHUE PA0OOT IO
npodeccuu  AeNonpou3BoAuTeNb. npakTukym/ coct. E. A. IlaBmenko.- Hpkyrck: W3a-Bo
BI'Y3II, 2014.-78 c.

3. CwmupnoBa, E. IlI. JlenompousBoacTBO Juisi cekperaps. Pa3paboTka, yueT M XpaHEHUe
ciy)keOHOM ToKyMeHTaIuu [ DIeKTPOHHEIN pecypce] : mpakTudeckoe nocodue / E. T1. CmupHOBa.
— 2-¢ u3/1. — DJICKTPOH. TeKCTOBBIC jJaHHbIe. — CapartoB : Aii [1u Op Meama, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexwum nmocryna: http://www.iprbookshop.ru/79622.html

8. Ilepeuenb pecypcoB HHGPOPMAUMOHHO-TEJIEKOMMYHUKANUOHHOH ceTH «MHTepHeT»,
He00XOAMMBIX /111 OCBOEHHS JTHCHHMILUINHBI (MOAYJIsl), BKJIIOYasi MpodeccHoHaIbHbIE Ha3bl
JAAHHBIX U HHPOPMATIHOHHO-CIIPABOYHbIE CHCTEMBI

JUis OCBOEHMSI AMCUMILIMHBI O0ydYaromeMmycsi HEOOXOIMMBI CIIEAYIOIHUE PECYPChH
UH(POPMAIMOHHO-TEIICKOMMYHUKAIIMOHHOU ceTh «THTepHeT»:
— Caiit BaiikanbCKOro rocy1apcTBEHHOIO0 YHHBEPCUTETA, aapec JocTyma: http://bgu.ru/, noctym
KPYTJIOCYTOYHBIH HEOTpaHUYEHHBIN U3 000 Touku VHTepHET
— UBUC - YauBepcanbHbie 0a3bl JaHHBIX, aapec gocTymna: http://www.dlib.eastview.ru/. goctym
KPYTJIOCYTOYHBIH HEOTpaHUYCHHBIA U3 JIF000M TOYKU MHTEpHET MpU YCJIOBUH PETUCTpAIMU B
bI'y
— Hayunas snexkrponnas Oubimmoreka eLIBRARY.RU, anpec nocryma: http://elibrary.ru/.
JOCTYII K POCCHICKHM JKypHaJaM, HaXOJSIIMMCSl IOJHOCTBIO WJIM YaCTHYHO B OTKPHITOM
JOCTYTIE TP YCIIOBHH PETUCTPAIIMU
— OOpasiupl U mabJaoHBl JOKYMEHTOB, aJpec NocTyma: http://www.working-papers.ru. goctyn
HEOTpaHUYEHHBIH

9. MeToauyecKkue yKa3aHus 1Jisl 00y4ar0IUXCsl 0 0CBOEHUIO THCIUIITHHBI (MOTYJIsH)

N3y4arh AMCUMILTUHY PEKOMEHIYeTCS B COOTBETCTBUU C TOM MOCIEAOBATEIHHOCTHIO,
KoTopass o0O3Ha4YeHa B €€ cojaepkaHuu. J[Isl yCHemrHOro OCBOCHHS Kypca OOydaromiuecs
JMOJKHBl HMMETh TIepBOHAYalbHBIE 3HAaHWA B OONACTH MEHEIKMEHTa, KOMMeEpYeCKOn
JIEATEIbHOCTH IPEIIPUATHS, UCTOPUH, SKOHMHUYECKON KYJIbTYPbI

Ha nexkumsix mpemnopaBatenb 03BYYMBAET TEMY, 3HAKOMUT C MEPEUHEM JIUTEPATYpPhI 1O
TEME, 00OCHOBBIBAET MECTO H POJIb STOU TEMBI B ﬂaHHOﬁ AUCHUIUIMHE, PaCKpbIBACT €€
MpakTHYeCcKoe 3HadeHne. B xoJe JNeKnuil cTyleHTy HeoOXOAUMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBIC ITIOHATHUSA U HpO6J'ICMHI)Ie BOITPOCHI.

[IpakTuueckue (ceMUHAPCKUE) 3aHATHS IO CBOEMY COJIEP’KAHHUIO CBSI3aHBI C TEMATUKOU
JIEKIIMOHHBIX 3aHATUH. HaunHaTh MOATOTOBKY K 3aHATHIO IE€€CO00Pa3HO ¢ KOHCIEKTA JICKITHA.
3amaHue Ha TpPaKTHYECKOe (CEMHHApPCKOE) 3aHATHE COOOmaeTcsl OOydJaroIuMcs A0 €ro
npoBeneHus. Ha cemuHape mperogaBarenh OpraHU3yeT OOCYXJACHHE ITOW TEMBI, BBICTYIAs B
KauecTBE OpraHu3aTopa, KOHCYJIbTAaHTA W JKCIEpPTa Yy4eOHO-TIO3HABATEIHHOU AESITENbHOCTU
00ydJaromerocs.

N3ydenne quCUIIMHBI (MOTYJIsl) BKIIOYAET CAMOCTOSTENbHYIO paboTy 00ydaroIerocs.

OCHOBHBIMHU BHJIaMH CaMOCTOSITEIIBHON paOOThI CTYJACHTOB C y4acTHEM IperoaaBaTeiieit
SIBIISTFOTCS:

® TCKYIIUEC KOHCYJIbTAalllH,

* KOJUIOKBHYM Kak (popmMa KOHTPOJIS OCBOSHUSI TEOPETHUECKOTO COJEPKaHUS JUCIIUILIINH:
(B 9achl KOHCYJIBTAIHMH, PEyCMOTPEHHBIE YICOHBIM IJIAHOM ).

OCHOBHBIMHU BH/IaMHU CAMOCTOSITENILHON PaOOTHI CTYACHTOB 0€3 yyacTus MpernoiaBaTeneii
SIBIISTFOTCSL:


www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html

* (hopMupoBaHMe U YCBOCHHUE COIEPKAHMS KOHCIIEKTA JIEKIMI Ha 0a3e peKOMEHIOBaHHOM
JIEKTOPOM Y4YeOHOM JIMTEepaTyphl, BKIIOYas HWHOOPMAIMOHHBIE 0OO0pa3oBaTEIbHBIE PECYpPCHI
(371eKTpOHHBIE y4eOHUKH, SJICKTPOHHBIE OMOIMOTEKH U JP.);

* CaMOCTOSITENIbHOE H3yYEHHE OTIENbHBIX TEM WJIM BOMPOCOB MO Yy4YeOHUKAM WIIU
y4eOHBIM MTOCOOUSIM;

* HarucaHue pedeparos, JOKIAJI0B;

* MOJITOTOBKA K CEMUHApaM.

10. Ilepeyenb nHGOPMANMOHHBIX TEXHOJIOTHA, MCIIOJIb3yEMbIX IPH OCYIIEeCTBJIECHUH
00pa3oBaTeIbLHOIO Mpolecca Mo JMCHUILINHE (MOAYJ110), BK/II0Yasi lepeyeHb
MPOrpamMMHOro odecrneyeHust

B yuebHOM mporiecce UCIONb3yeTCs CIeayolee MPOrpaMMHOE 00ecieueHue:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader 11,
— Koncynprantllmoc: Bepcus [Ipod - nabopmannonnas cripaBoyHasi CUCTEMA,
— I'apanT mmatdopma F1 7.08.0.163 - uadopmarmornHas cipaBoYHas CUCTEMA,

11. Onucanne MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HE0O0X0AMMOM VIl OCYLIeCTBJICHUSA
00pa3oBaTeIbHOIO Mpolecca Mo AMCHUIIHHE (MOAYJII0):

B yueOHOM mporecce ucnonb3yeTcs cieayroliee 000py1oBaHueE:
— IlomenieHus 1711 caMOCTOSITENILHOM pabOThl, OCHAIIIEHHbIE KOMIIBIOTEPHON TEXHUKOM C
BO3MOKHOCTBIO MOAKIIIOYEHU K ceTH "MHTepHeT" 1 obecrieueHueM JOCTyIa B 3JIEKTPOHHYIO
MH(}OpPMallMOHHO-00pa30BaTEIbHYIO Cpeay BY3a,
— YyeOHble ayJJUTOPUH TS IPOBEJCHUS: 3aHATHH JEKIIMOHHOTO TUIIA, 3aHATUH CEMUHAPCKOTO
TUIIA, TPAKTUYECKUX 3aHSITUH, BBIMOJIHEHUS KypCOBBIX pabOT, IPYNIOBBIX U MHIUBUYaTIbHBIX
KOHCYJIbTAIMH, TEKYILEr0 KOHTPOJIS U IPOMEKYTOYHOH aTTeCTalliH, YKOMIUIEKTOBaHHBIE
CHeHaIn3UPOBAaHHON MEOEIBI0 U TEXHUYECKUMU CPEACTBAMU 00yUYEeHMS,
— HaGops!l 1eMOHCTpallmOHHOT0 000pYI0BaHUS M yU€OHO-HATJISAIHBIX TOCOOMH



