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PeuenseHTsr:

Hazunor WM.M., kanammat WCTOpUYECKMX HAyK, 3aBenylomuid Kadeapodl CONMaIbHBIX U
rymanutapubix aucuumuiad [TA(¢d) POY um. I'.B. [Inexanosa

CamoiutoB A.H., kanaunaT BOCHHBIX HayK, JOLICHT, IUPEKTOP PETMOHAIBHOIO 1ieHTpa «Bricimas
IKOJIa TOCyAapCTBEHHOTO yrpasineHus» [lepmckoro ¢pummana PAHX u I'C

AHHOTanms paboveil MporpaMMBbl TUCITUTUTHHEI

[lenpto ydeOHON MUCHUILIUHBI «J[OKyMEHTAIIMOHHOE OOEcIeueHue W JCIIONPOU3BOJICTBO B
MEHEPKMEHTE OpraHu3aluu» SIBISAETCS OCBOCHHME CTYJICHTAMU TEOPETUYECKUX 3HAHUM 10
JOKYMEHTUPOBAHUIO  YNPABICHYECKOM JICSITEJIBHOCTH B COOTBETCTBUM C  CYIIECTBYIOIIMMU
TpeOOBaHUSAMU TOCYIAPCTBEHHBIX CTAHJAAPTOB, O3HAKOMIICHUE C MPAKTUKON pabOThI ¢ TOKYMEHTAMH
B YUPEXKACHUAX, TOPTOBBIX OPraHU3ALMAX U HA IPEANPUATHUIX.

OCHOBHBIMH 33JlauaMH MU3Y4YCHUS Kypca B COOTBETCTBHUH C TPeOOBAHUSIMU (eAepaibHOTO
rocyapCTBEHHOr0 00pa30BaTEIbHOTO CTaHAAPTa BBICIIETO 00pa30BaHUs, SIBJISIOTCS:

1. [Tpuobperenue cTyieHTaMHU TEOPETUYECKUX 3HAHWN B 00JaCTH JOKYMEHTAIIHOHHOTO
o0ecreyeHus U 1eI0NpOU3BOJICTRA.

2. OBnazeHne CHENUAIBHOW TEPMUHOJOTMEH B  00JacTH  JTOKYMEHTAIIMOHHOTO
o0ecreyeHus U 1eI0NpOU3BOJICTRA.

3. [TpuoOperenne HaBHIKOB O(OPMIICHUS PA3TUYHBIX BUIOB CITY>KEOHBIX JOKYMEHTOB 10
YCTaHOBJICHHBIM IOCYJapCTBEHHBIMH CTaHAAPTaMU TPEOOBAHUSAM.

4. O3HakOMJIEHME C OCHOBHBIMM COBPEMEHHBIMH  TEXHOJIOTMSIMU  paboOThl €
JOKYMEHTaMH.

5. Pa3BuTh CaMOCTOSTENHHOCTh MBIIUICHUS W TBOPYECKHI MOAXOA MPU OpraHHU3aIUu

pa60TLI C JOKYMCHTAaMHU.

Pabowas  mporpamma  cocraBieHa Ha  OocHOBaHMH ~ DeaepanibHOT0  TOCYAAPCTBEHHOTO
obpazoBarensHoro crangapra ®I'OC BO no nanpasnenuto 38.03.02 Menedscmenm
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Cocrasurens: ,/44% 7 Jonrononos E.M., K.soei.u., onent, 3as. kadeapoii

MCHCJUKMCHTA H Npasa

Pabouas HPOrpaMMa YTBCPHJICHA HA 30CC/1anny K(l(l)c,lpl.l MCHCJUKMCHTA 1 HIpasa

nporoxosn Ne 12 or «05» mions 2018 r.
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JonmoNHeHHA H HSMEHEHH A, BHECEHHEIE B paGouyio MPOrpaMMy, YIBSKOSHBl HA Sace JaHHH
xadeapel TeXHOMOTHHE MTHTAHHA H MEeHSDAM SHT 4,
npotoxon Ne 4 ot «15» Mapra 2020 r.

3asenyiommil kageapo <t - o E.M Tonrononos

Onotpero YMC [epuckoro mECTHTYTA ((umuana) P3Y ma. I'.B Ilnexanosa,
nporoxot Ne 9 or «21» Maz 2020 r.

Ipencenarens et B.H. fxosnes
JonmonHeHHA H HSMEHEHH A, BHeCEHHBIE B palouyio MPOrpaMM Yy, YTBSKIeHbl Ha 3aceJaHHH
xadeapel
opoToKoT Ne OT « » 201 _r
3asenyommil Kadeapoi
(monmice) (£1.0)

OnoGpero
npoToxon Ne OT « » 201 _r
IIpencenarens

(nommece) (£H1.0)

JonmonHeHHA H H3MEHEHH A, BHECEHHEIE B pabouyio MPOrpaMMy, YTESKOSHEl Ha SaCeJaHHH

Kadenpel )

nporoxon Ne OT « » 201 _r.
3asenyrommil Kadeapoi

(nogmice) (£1.0)
Onobpero
nporoxon Ne OT « » 201 _r.
IIpence natens

(nommece) ($1.0)

JonoNHEHHA H HSMEHSHH A, BHeC SHHEIE B paCouyio MPOrpaMMy, YTESpKISHEl HA $3Ce JaHHH
xagenper
npoToxon Ne OT « » 201 r.
3asenyrommil Kadeapoi

(nonmice) (£1.0)
Onobpero
mporoxon Ne OT « » 201 _r.
IIpence narens

{monmHcE) ($H1.0)



JononEsHHA H HSMEHEHH A, EHeCSHHEIE B palouyio MporpaMMy, YIESpKIeHbl Ha Sace JaHHH

xadenpe! MeHemsMeHTa H IYMAHHT 3PHBIX THCIHIUTHE,
npotoxon Ne 11 or «04» mora 2019 1.

A &
3aBeIWOINIT Ka (e apol y A_éﬁ_/ HH. Hasumos

Onotpere YMC Iepuckoro mHCTHTYTA (fumuana) POV ma. I'.B Ilnexanosa,
nporoxon Ne @ ot «26» mora 2019 1.

[Ipencegarens Aatn T B.H. fxosnes
JononHeRHA H HSMEHSHH A, BHeCSHHBIE B palouyio MporpaMMy. YIBSKASHbl HA 33Ce JaHHH
xadeapel
npoToxot Ne oT ) 201 _r
3aBeWOMM I Kadeapoit
(mommzce) (£1.0)

OnoGpero
nporoxon Ne OoT « » 201 _r.
I[Ipencenarens

(monmzce) {($£H1.0.)

JomonHeHHA H H3MEHSHH A, BHSCSHHBIE B palouyio MporpaMMy, YIESKASHbl HA 33CeJaHHH

xaeapel

npoToxon Ne oT » 201 _r
3aseqyonm i Kadeapoi

(nommice) (£1.0)
Onobpero
npoToxot Ne OT « » 201 _r.
I[Ipencenarens

(mopmuce) (£H.0)

JononEeHHA H HSMeHEHH A, BHeCSHHEIE B palouyio MporpaMMy, YIBSpIeHbl Ha Sace JaHHH
Kagenpel
npoToxon Ne oT&___ » 201 _r.
3aseqyommH i Kade mpoi

(nommice) (£11.0)
Onobpero
npoToxon Ne oT « » 201 _r.
[Ipencenarens

{nommce) (£1.0)
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I. OPTAHU3AIIMOHHO-METOJUUYECKHI PA3JIEJ

IHenv oucyunnunuvt

[lenpto ydeOHON MUCHMILIMHBI «JlOKyMEHTAIIMOHHOE OOecIeueHne W JCIIONPOU3BOJICTBO B
MEHE/DKMEHTE OpPTaHM3aIMUy» SIBISICTCS OCBOCHHE OOYYAIOIIMMHUCS  TCOPETHYECKUX 3HAHUU 110
JOKYMEHTUPOBAHUIO  YNPABICHYECKOW JIEATEIBHOCTH B COOTBETCTBMU C  CYIIECTBYIOIIMMU
TpeOOBaHUSAMU TOCYIaPCTBEHHBIX CTAHAAPTOB, 03HAKOMIICHUE C MPAKTUKOW pabOThI C JOKYMEHTAMHU
B YUPEXKACHUAX, TOPTOBBIX OPTAHU3ALMAX U HA MPEANPUATHUSX.

Yueonwie 3a0auu oucyunnunv

3aﬂa‘laMI/I JUCHUITIIMHBI ABJIAOTCA:

6. [TpuoOperenne  O0Oy4YarOUITUMUCS TEOPETUYECKUX  3HAHUH B 0o0JIacTH
JTOKYMEHTAI[IOHHOTO 00ECTIeUeH s U JIEJIONPON3BO/ICTBA.

7. OBnazeHue CHeUUAIBHOW TEPMHUHONOTMEH B  00JacTH  JOKYMEHTAI[HOHHOTO
o0ecrieueHns 1 JeTI0NPOU3BOICTBA.

8. [Tpuobperenne HaBHIKOB O(OPMIICHUS PA3TUYHBIX BUIOB CITY>KEOHBIX JOKYMEHTOB 10
YCTaHOBIICHHBIM T'OCY/IapCTBEHHBIMU CTaHIAPTaMU TPEOOBAHMSIM.

9. O3HaKkOMJICHME C OCHOBHBIMH  COBPEMEHHBIMH  TEXHOJIOTHSIMH  PabOTHI  C
JTOKYMEHTaMHU.

10.  Pa3BuTh CaMOCTOATENHHOCTh MBIIUICHHUS W TBOPYECKHH TOAXON IPU OpraHU3alud

pa6OTI>I C JOKYMCHTAaMH.

Mecmo oucyunnunwt 6 cmpykmype OIIOII BO (ocnoenoit npogheccuonanvnoil 0opazoeameibHoil
npozpammol 6blcuLE20 00PA308aAH)

I[I/ICIJ;I/IHJII/IHa «I[OKYMGHTaIII/IOHHOC oOeclieueHUEe U ACIONPOU3BOACTBO B MCHC/IXKMCHTC
OopraHu3alrn» OTHOCHTCA K BapHaTHBHOﬁ qaCTu (I)aKYJ'ILTaTI/IBHBIX JUCHUITIINH y‘IC6HOFO I1J1aHa.

O0beM IMCHMIJIMHBI M BUABI Y4eOHOI padoThI

Bcero yacos no popmam 00yveHust
IHoka3aTenb 00bemMa IUCHUIITHHBI
ouHan | 3aounan | yckopennas
O0BEeM QUCIUILIMHEI B 3aUE€THBIX €IUHUIIAX 13ET
O0BeM OUCIHILIMHEI B 4acax 36
KonTtakTHas paboTa 00ydaronuxcs ¢ mpernoiaBaTesieM 14 495 495
(mo Bugam y4ueOHBIX 3aHATUI) (BCEro) ’ '
O0beM ayTuTopHOI paboTHI (BCETO) 12 4 4
B TOM YHCIIE!
® JICKIIUU 6 2 2
e J1a00OpaTOPHBIC 3AHATHUS
® IPaKTUYECKUE 3aHATHUS 6 2 2
KonrtakTHas paboTa 1o npoM. arTecTaiuu 9
(KatT)
KonrtaktHas paboTa 1o npoMexyToO4HOM 0.95 0.95
arrecranuu B ceccun (Karrek) ’ '
CamocTosiTenbHas paboTa (Bcero) 22 31,75 31,75
B TOM YHUCIIE:
e camocTosTenbHas pabota B cemectpe (CP) 22 28 28
e camocTosTeNbHas paboTa B Mep. 9K3.CECCUU 375 375
(Kontposnb) ’ '

JluciMIuimHa OCHOBBIBACTCS HA 3HAHUU CIICAYIONTUX JTUCIUTUINH:
b1.5.05 JlenoBeie KOMMYHHKAIIUH,




b1.5.06 IIpaso;

b1.5.10.01 Teopus MeHeI)KMEHTA,

b1.B.03 Bgemenue B mnpodeccrio: OCHOBB NPOPECCHOHAIBHON AESATEIbHOCTH H
OpraHu3anys Hay4YHO-UCCIEA0BATEIbCKOM PabOTHI.

I[HSI yCeurHoro OCBOCHUA JUCHUITIINHBI ((I[OKyMeHTaL[I/IOHHOe obOecricucHue u
ACIOIIPOU3BOJACTBO B MECHEIPKMECHTEC OpraHusannn», CTYACHT JOJIKCH:

1. 3HaTh: OCHOBBI KOMMYHHKAI[MM B YCTHOM W MHCBMEHHON ¢opMax Ha pPYCCKOM U
WHOCTPAHHOM  SI3bIKax JUIsl peLIeHUs 3aJad MEXJIMYHOCTHOTO U MEXKYJIbTYpHOTO
B3aUMOJICHCTBHUS; OCHOBHBIE HOPMATHBHbIE M  IIPaBOBbIE  JIOKYMEHTHl B  CBOEH
npodeccuoHabHOM ~ 1EATENbHOCTH; IMOAXOJbl K MPOEKTHPOBAHUIO OPTraHU3ALMOHHBIX
CTPYKTYp; CTpaTerHH yIpaBJICHUS YeloBeuecKkuMu pecypcamu opranusaiuii (OK-4; OIIK-1;
OIIK-3).

2. YMeThb: OCYIIECTBISIT JICJIOBOE OOIEHNE W MyOIMYHBIC BBICTYIUICHUS, BECTH MEPETOBOPHI,
COBCILLAHUS, OCYILECTBIATh JENOBYIO TIEPENUCKYy U  MOJIJAEPKHUBATh  SJICKTPOHHBIC
KOMMYHUKAIIMW; paclpeiesarh M JCJIETHPOBaTh IOJHOMOYHS C  Y4YETOM  JIMYHOM
OTBETCTBEHHOCTH 32 OCYIIECTBIIIEMbIE MEPOIPUATHS; TIOITAITHO KOHTPOJIUPOBAThH PEATU3ALIUIO
OW3HEC-IJIAHOB M YCJIOBHI 3aKJIFOYA€MBIX COTJIAIICHUH, TOTOBOPOB M KOHTPAKTOB, YMEHHUEM
KOOPJIUHHUPOBATH AEATEIHHOCTh UCHIOTHUTENEH C MOMOIIBI0 METOJINYECKOTO UHCTPYMEHTapUs
pealiM3ayy YIPaBICHYCCKUX PEIMICHUH B 00JIACTH (YHKIIMOHATHHOTO MEHEIKMEHTA JUIS
JOCTUKEHHSI BBHICOKOW COTJIACOBAHHOCTH TPH BBIMOJHEHUU KOHKPETHBIX MPOEKTOB M padoT
(OIIK-3; OIIK-4; ITK-7).

3. Buaagerb: CHOCOOHOCTBIO K CaMOOpPraHM3allM M  CaMOOOPAa30BAHMIO;, YMEHHEM
KOOPJAMHHUPOBATH JIEATEIbHOCTh UCIOJHUTEIEH C TTOMOIIBIO METOJIMYECKOTO0 UHCTPYMEHTApHsI
pealiv3aliy yIpaBiICHUYECKUX pEIICHUH B 00JacTH (PYHKIHMOHAIBHOTO MEHEKMEHTa IS
JOCTHKCHHSI BBICOKOW COTJIACOBAHHOCTH TIPH BBIMIOJIHGHUM KOHKPETHBIX MPOCKTOB M PadoT

(OK-6; TIK-7).

W3yuenne nucuuIUMHBL «/{oKyMeHTarmoHHOe oOecneueHre M JeJIONPOU3BOJICTBO B MEHEIKMEHTE
OpraHu3alin» HeOOXOAUMO NS TadbHEHIIero N3y4eHNUs TaKUX JUCIUILINH, KaK:

b2.B.03 (I1n) [Ipenauninomuas npakTHKa;

b3.5.02 (/1) 3amuTa BeIMYyCKHON KBaTU(UKAIUOHHON PaOOTHI.

Tpebosanus K pe3ynbmamam 0C60eHUA COOEPIHCAHUA OUCUUNTUHDL

(IInanupyempoie pe3ynomamol 00yuenus no OUCUURIUHE(MOOYIIIO)

B PE3YJIbTATEC OCBOCHUA JUCHUIIJIMHBI JOJIKHBI OBITH C(i)OpMI/IpOBaHI)I CICAYIOIMEC KOMIICTCHIINM .

Bun nesrensHOCTH: OpraHU3allMOHHO-YIIPaBIEeHYECKas

IIK-8 - BrageHMeM HaBbIKAMU JOKYMEHTAJIbHOTO O(OpMIIEHUS pElIeHuH B yIpaBICHHUH
OnepalvoOHHON (TIpOM3BOICTBEHHOI ) JIEATEIIbHOCTH OpraHu3aui npu BHEJPECHUUN
TE€XHOJIOTMUECKHUX, MPOTYKTOBBIX MHHOBAIIMI WJIM OPraHU3allMOHHBIX U3MEHEHHUII.

B pesynbrare ocBoenus komnerennuu ITK-8 oOygaromnuiicss momkeH:

3HaTh: TMpaBWiIa JOKYMEHTAJIbHOTO OGMOPMIIEHUS pEIICHUH B YIPaBICHUH OIMEPAIlMOHHON
(TIpOM3BOICTBEHHOM) JACATEIHPHOCTH OPTaHU3AIMH MPU BHEIPEHUU TEXHOJIOTHYSCKUX, MPOTYKTOBBIX
WHHOBALIMM UM OPTaHU3AIIMOHHBIX U3MEHEHUN.

YMeThb: TOKYMEHTAILHO O(QOPMIISITH PEIICHUS B YIMPABICHUH OMEPAMOHHON (IIPOU3BOJICTBEHHOM )
NESATEIbHOCTH OpraHW3allid TMPU BHEIPEHUM TEXHOJOTUYECKUX, MPOJYKTOBBIX WHHOBALMM WU
OpraHU3aIMOHHBIX W3MEHECHUM.

Bnaners: HaBbIKAMU JOKYMEHTAIBHOTO OGOPMIICHHS DPEUICHUH B YIpPaBICHUH OIMEPAIlMOHHON
(TIpOM3BOICTBEHHOM) JAEATEIHPHOCTH OPTraHU3aIuU MPU BHEIPEHUN TEXHOJIOTHYECKUX, MPOIYKTOBBIX
WHHOBALIMM UM OPTaHU3ALIMOHHBIX U3MEHEHUN.



Bun nesrenbHOCTH: IpeANPUHUMATEIbCKAS

IIK-20 - BnageHueM HaBbIKAMU MOJATOTOBKU OPTaHU3ALIMOHHBIX U PACTIOPSAUTEIbHBIX TOKYMEHTOB,
HEOOXOIUMBIX JIJIsl CO3/IaHUS HOBBIX MPEIIPUHUMATEIECKUX CTPYKTYP.

B pesynbsrare ocBoenus kommnerenuuu IK-20 oOygaromuiics 10DKeH:

3HaTh: BHUJIBI OPTAHU3AIMOHHBIX U PACIOPSIUTEIBHBIX JOKYMEHTOB, HEOOXOAUMBIX JJISi CO3aHHMSI
HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP.

YMeTh: TOTOBHTH OpPTaHW3AlMOHHBIE W PACHOPSIUTEIBHBIC JIOKYMEHTHI, HEOOXOIUMBIC IS
CO3/IaHUS HOBBIX MPEIIPUHUMATENBCKUX CTPYKTYP.

Bnanerb: HaBbIKaMU MOATOTOBKM OPTraHU3AIMOHHBIX M PACTIOPSAUTENBHBIX JIOKYMEHTOB,
HEOOXOIUMBIX JJISl CO3/IaHUS HOBBIX MPEANPUHUMATEILCKUX CTPYKTYP.

Dopmobt KOHmMpPONA

Texywuu u pyOexcuvill KOHmMpONb OCYIIECTBISETCS JIEKTOPOM M IPENoAaBaTesieM, BEIyIIUM
MIPAKTUYECKHE 3aHITHSI, B COOTBETCTBUU C TEMAaTUYECKUM IJIAHOM.

Hpomeo;cymormaﬂ ammecmayusl 6 7 cemecmpe — 3a4€T.

Pe3ynpTaThl TEKyIEro KOHTPOJIS U MPOMEXKYTOUHOM aTTecTaui GOpMUPYIOT PEHTUHIOBYIO
OLleHKY paboTel cryaeHTa. Pacmpenenenue OamioB mpu (OpMUPOBAHMHM PEHTHHTOBOW OIICHKH
paloThl CTyAeHTa ocyllecTBisercss B cooTBeTcTBUM ¢ «llojoxeHuneM o peHTHHIOBON cucreme
OLIEHKM YCIIEBAEMOCTH M KayecTBa 3HAHHWHA CTYACHTOB B (elepaJbHOM TOCyAapCTBEHHOM
OI0JKETHOM 00pa3oBaTeIbHOM YUPEXKJIEHUH BbICIIEro o0pa3oBaHus «POCCHHCKUN IKOHOMMUYECKHMA
yauBepcuter uMmeHu [.B. IlnexaHoBa». Pacmpenenenune 0amuioB mo OTAETBHBIM BHIAM paboT B
Iporecce OCBOCHMS IUCLUIUIMHBL «JoKyMeHTalmoHHOe ob0ecliedeHne U JeIO0NpPOU3BOACTBO B
MEHEKMEHTE OpPTaHU3aIMI» OCYILECTBIIAECTCS B COOTBETCTBHH ¢ pasaenom VIII.



1. COAEPKAHME JUCHUIIJINHBI

U ONHCaHMe NO0KAa3aTesell 1 KpUTepHueB OLleHUBAHUSA KOMIIETEHIMA HA Pa3/IMYHBIX 3TANax uX
(popMupoBanus B npouecce 0CBOeHHs1 00pa3oBaTebHOI MPOrpamMMbl

Ne | HammenoBanme Coneprxanne Dopmupye Pesynpratel ocBOeHUS (3HATH, YMETH, Obpa3zoBare
n/ pasznena MBIE BIIAJICTh, TOHMUMATB) JIBHBIE
I JVICIUTITHHBI KOMIICTEHII TEXHOJIOTUH
(Temsr) 4111
Cemecmp 7
1. | Temal. Brenenmne. Ucropus TIK-8; 3HaTh: OCHOBBI JEJI0BOI0 OOIIEHMS, Jlexnmst,
ITpaBoBoe u JIEJIONIPOU3BOJICTBA B IIK-20 | mpuHOMIBI ¥ METOJBI OpTaHU3aLuH MpaKkTHyec
HOPMaTHBHO- Poccun. Cocras JICTIOBBIX KOMMYHUKAIWH, pa3InIHbIC Kne
METOIMYECKOE HOPMaTHBHO- TEXHOJIOTHH, IPABUIJIA U IPUEMBI 3aHATHS,
obecrieueHne METOINUECKOI Oa3bl 3¢ PEeKTUBHOTO O0IIEHHMS, CIOCOOBI MUCbMEHH
paboThI ¢ JIeTIONPOU3BO/ICTBA. TIOJIIEPKKH Y UCTIOJIb30BaHUS ble W
JoKyMeHTaMu B | OCHOBHBIEC OHSTHUS U 9JIEKTPOHHBIX KOMMYHHKAIUIT; IpaBHiIa YCTHBIC
MCHEIKMEHTE TEPMHUHOJIOTHS: JOKYMEHTAJIFHOTO O(OPMIICHHS PEIICHUH | JOMAIIHUE
OpTaHM3aIN JIOKyMEHTHPOBaHHAS B YIIPaBJICHUX ONEPAlMOHHOM 3a7aHus,
nH(popManus, TOKyMEHT, (MpON3BOACTBEHHON) AEATENHEHOCTH CaMOCTOSAT
JIETIONPON3BOJICTBO, OpTaHM3aINY TPH BHEIPEHUH eNbHas
JIOKyMEHTAI[IOHHOE TEXHOJIOTHYECKHX, TIPOTYKTOBBIX pabora,
obecrieueHne ynpasieHus, MHHOBALIUH WII OPTaHU3aHOHHBIX KOHCYJIbTa
YIIpaBJICHUE W3MEHEHUI; BUIbl OPraHU3al[MOHHBIX U 805051
JOKYMCHTaMHU, pacnopAaUuTEIbHBIX JOKYMEHTOB, npenoaana
JOKYMCHTUPOBAHUC. HeO6XOI[I/IMI>IX JUIA CO3aaHUsI HOBBIX TeJien
Kiaccudukanms MPEAIPUHUMATENBCKUAX CTPYKTYP.
JIOKYMEHTOB. YMeTh: 0CyLIeCTBIISATH JEJI0BOE OOLICHUE
YnpasieH4eckuil U MyOJIMYHBIE BBICTYIUICHUS, BECTH
JOKyMeHT. CHCTEMBI TIEPETOBOPHI, COBELIAHUS, OCYIIECTBIAT
JIOKyMEHTAIHH. JIETIOBYIO TIEPEIIICKY, B TOM YHCIIE C
YHupunupoBaHHbIe HCTIONIB30BAaHMEM COBPEMEHHBIX CPEICTB
CHCTEMBI JOKyMEHTAIHH. KOMMYHUKAIINH; JOKyMEHTAIEHO
oopMIIATH pelIeHns B ypaBlIeHUN
OTIepPaLlMOHHOMN (TIPON3BOACTBEHHOIN)
JIeSTeNIbHOCTH OpraHu3alyy [Py
BHEAPECHUUN TEXHOJIOTHUCCKUX,
MPOAYKTOBBIX MHHOBAIIMHN UIIU
OpraHnu3alMOHHbIX I/I3M€HCHI/II\/'I; TOTOBUTH
OpraHMU3alMOHHBIC U PACIOPATUTECIILHBIC
JOKYMEHTBI, HEOOXOJUMBIE JUISI CO3JJaHUs
HOBBIX NMPEANPUHUMATEIBCKHX CTPYKTYP.
Buiiagerp HaBBIKaMH /1€I0BOTO OOIIEHMS,
MyOMMYHON U HAYIHOM pedu, BeICHHS
JIETIOBBIX MIEPETOBOPOB, Oecel, ANCKYCCHH,
BEICHUS JEJI0BOH MEPENCKU 1
OCYIIECTBIICHHUS IJIEKTPOHHBIX
KOMMyHHKaHHﬁ; HaBbIKaMH
JIOKYMEHTAJILHOTO 0(OPMIICHHS PeIIeHUI
B YIPaBJIECHUH ONIEPALIUOHHON
(TIpOM3BOACTBEHHO) AESATETHHOCTH
OpraHu3amnuu 1npu BHCAPCHUN
TEXHOJIOTHYECKHX, TIPOIYKTOBBIX
WHHOBALIUH WIIM OpraHU3alMOHHBIX
N3MEHEHHH; HAaBBIKAMH MOATOTOBKA
OPTaHM3AIOHHBIX U PacIOPSIUTENBHBIX
JIOKyMEHTOB, HEOOXOIMMBIX JUISl CO3aHUs
HOBBIX NPCANTPUHUMATCIBCKUX CTPYKTYP.
Tema 2. CrocoObI ITK-8; 3HATb: OCHOBBI JICJIOBOTO OOIICHUS, Jlekus,
O61mas JIOKYMEHTUPOBAHUS ITK-20 TIPUHIUIIBL K METOABI OPraHU3alnU MPAKTHAYEC
xapakTepuctuka | nHpopmanuu. OOnmit JIEJIOBBIX KOMMYHHUKAIUN, pa3IudHbIC Kue
YIIpaBJICHYECCKHU BUJO, COCTAaB U Tpe6OBaHHH TEXHOJIOTHH, ITpaBUjIa U MPUEMBI 3aHATHA,
X JIOKYMEHTOB B | K 0()OPMIICHUIO 3¢ exTrHBHOTO 0OIIEHUS, CITOCOOBI MMACbMEHH
OpraHnu3anuun PEKBU3UTOB TIOJAJACPIKKN U MCITIOJIb30BAHU A bIC WJIN




OpraHU3alMOHHO-
pactopsAANTEIHHBIX
JIOKYMEHTOB.
IOpunndaeckas cruma
JoKkyMeHTa. opmyIsip
JIOKyMeHTa. biaaHk
nmokymeHnTa. OcoOeHHOCTH
o(opMIICHHS TOKYMECHTOB
MIPH UCTIOJIb30BAHUU
TEXHUYECKUX CPEJCTB.
SI3BIK U CTHIIB
JIOKyMEHTOB.

9JIEKTPOHHBIX KOMMYHHKAIIUIT; IpaBHiIa
JOKYMEHTAJIbHOTO O(OPMIICHHS PEIICHHI
B YIIPaBJICHUN ONEPALUMOHHOM
(TIpOn3BOACTBEHHON) NESITETHHOCTH
OpTaHM3aINY TIPH BHEPEHUH
TEXHOJIOTHYECKHX, TIPOTYKTOBBIX
WHHOBALIUH WII OPTaHM3aMOHHBIX
HM3MEHEHMH; BUABI OPTaHU3aLUOHHBIX U
pacnopsauTeIbHbIX JOKYMEHTOB,
HEOOXOAMMBIX JJISl CO3JIaHMSI HOBBIX
MIPEAIPUHIMATENIECKUX CTPYKTYP.
YMeTh: 0CyLIeCTBIIATH AEJIOBOE OOIICHUE
U MyOJUYHBIE BBICTYIUICHUS, BECTU
TIEPETOBOPHI, COBEILIAHUS, OCYIIECTBIST
JETIOBYIO TIEPEIIICKY, B TOM IHCIIE C
HCTIONIB30BaHIEM COBPEMEHHBIX CPEICTB
KOMMYHUKAIINH; JOKyMEHTAIbHO
oopMIIAT pelIeHns B yIpaBICHUN
OTIepaIlMOHHOH (TIPON3BOICTBEHHON)
JeSITeIbHOCTH OPTaHU3aINH [IPU
BHE/IPEHUU TEXHOJIOTUYECKHUX,
MPOAYKTOBBIX HHHOBALUN WU
OpraHU3aI[MOHHBIX U3MEHEHUH; TOTOBUTH
OpraHU3aIOHHBIE U PACHIOPSAUTEIbHBIC
JOKYMEHTBI, HEOOXOJUMBIE TSI CO3JaHUs
HOBBIX MPEANPUHAMATEIBCKHX CTPYKTYD.
BuiageTp HaBBIKAMH /1€IOBOTO OOIIEHHS,
MyOMMYHON U HAYIHOH pedn, BeIeHUS
JIETIOBBIX NIEPETOBOPOB, O€cell, ANCKYCCHH,
BEACHUS JETI0BOH MEPENHICKU U
OCYILECTBIICHUS NEKTPOHHBIX
KOMMYHHKaIU; HaBBIKAMH
JOKYMEHTAJILHOTO O(OPMIICHHS PeIeHUI
B YIIPaBJICHUH ONIEPAIIMOHHON
(TIpOU3BOACTBEHHON) AESITENHHOCTH
OpraHU3aIMK IPU BHEJIPEHUH
TEXHOJIOTHYECKHX, TIPOTYKTOBBIX
WHHOBALUH WIIM OPTaHU3alMOHHBIX
N3MEHEHHH; HABBIKAMH MOATOTOBKH
OPTaHM3AIIOHHBIX U PACIOPSIUTENBHBIX
JOKyMEHTOB, HEOOXOIMMBIX JUIS CO3IaHUs
HOBBIX IPEANPHUHUMATEIBCKUX CTPYKTYP.

YCTHBIE
JIOMAaIIIHUE
3a1aHUS,
CaMOCTOST
enbHas
paborta,
KOHCYJIbTa
LUK
npenojasa
Tenen

Tema 3.
CocraBiieHue u
odopmieHue
JIOKYMEHTOB B
MCHCI)KMCHTC
OpraHu3aIu

Haznauenue, coctaB u
odopmieHne
OpraHU3aI[MOHHBIX
JIokyMeHTOB. Ha3HaueHue,
cocTaB 1 opopMIIeHHE
pacnopsaauTeIbHbBIX
nIokyMeHToB. HazHaueHue,
cocTaB ¥ opopMIIeHHE
nHpopManmoHHO-
CIPaBOYHBIX JOKYMEHTOB.

1IK-8;
1IK-20

3HaTb: OCHOBBI JICJIOBOTO OOIICHUS,
TMPUHIUIIBEI 1 METOABI OPraHru3anun
JCJIOBBIX KOMMyHHKaHHﬁ, PaA3JINYHBIC
TEXHOJIOTHH, ITpaBujia U MPUEMbIL

3¢ (GEeKTHBHOTO OOIIEHHUS, CIIOCOOBI
MOAJACPIKKU U UCTIOJIb30BAHU A
JJIEKTPOHHBIX KOMMYHHKAIIUIT; paBHIia
JIOKYMEHTAIBHOTO O(OPMIICHHS PEIICHUI
B VIIPABIICHUH OTIEPAIIMOHHOM
(TIpOU3BOACTBEHHON) JESTETHHOCTH
OpTaHU3AINH [IPU BHEIPCHUU
TEXHOJIOTHYECKUX, MPOTYKTOBBIX
I/IHHOBaHI/Iﬁ WM OpTraHUu3allMOHHBIX
HBMGHGHHﬁ; BUIBI OpTraHU3allTUOHHBIX U
pacunopsaauTECIbHBIX TOKYMEHTOB,
HeO6XOl]I/IMBIX JUIA CO3aaHUS HOBBIX
NPEANPUHUMATENBCKUX CTPYKTYD.
YMeThb: OCYIIECTBIIATH ISIOBOE OOIICHHE
Y TTyOJINYHBIC BBICTYIICHUS, BECTH
MIEPErOBOPHI, COBEIIAHUS, OCYIIECTBIISATh
JICIIOBYIO TIEPETIHCKY, B TOM YHCIIE C

Jlexuus,
NIpaKTH4IEC
KHe
3aHATHUS,
IINCbMCHH
bIC UJIN
YCTHEIE
JIOMaIHue
3aJ1aHus,
CaMOCTOST
eJIbHast
pabora,
KOHCYJIbTa
ba970%0
mpernoiana
Tenen
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HCIOJb30BaHUEM COBPEMEHHBIX CPEICTB
KOMMYHUKAIUH; JOKYMEHTAJIBHO
oopMIIAT pelIeHus B yIpaBICHUN
OTIepPalMOHHON (TIPON3BOACTBEHHOI)
JESTEIbHOCTH OPTaHU3ALNH IPU
BHEJPEHUH TEXHOJIOTMYECKUX,
MIPOAYKTOBBIX HHHOBALMI WU
OpraHU3aI[MOHHBIX U3MEHEHUN; TOTOBUTH
OpraHU3aIOHHBIE U PACIOPSAUTEIbHBIE
JOKYMEHTBI, HEOOXOJUMBIE JIISI CO3JJaHuUs
HOBBIX MPEINPUHUMATENIBECKUX CTPYKTYD.
Biragerp HaBBIKaMH J1€I0BOTO OOIIEHHS,
yOJIMYHOM 1 Hay4HOH pedH, BEJCHUS
JIETIOBBIX MIEPETOBOPOB, O€cel, ANCKYCCHH,
BEJICHHUS JEIOBOI MEPEMUCKHU U
OCYILECTBIIEHHS IEKTPOHHBIX
KOMMYHUKAIWH; HaBBIKAMU
JOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHHI
B YNPaBJICHUH ONEPALHOHHOM
(IpoU3BOACTBEHHON) JESATENbHOCTU
OpraHu3aIiy IpU BHEIPEHUU
TEXHOJIOTHYECKHUX, MPOTYKTOBBIX
MHHOBAIMH WM OpraHU3allMOHHBIX
U3MEHEHUH; HaBBIKAMH MTOJITOTOBKH
OPraHU3aIOHHBIX U PaCIOPAIUTEIbHBIX
JOKYMEHTOB, HEOOXOIUMBIX JUIS CO3IaHUS
HOBBIX IPEANPUHUMATENBCKUX CTPYKTYP.

Tema 4.
Opranuzauus
JIOKYMEHTO000D
0Ta, XpaHEHUS U
HCIIOJIB30BaHUs
JIOKYMCHTOB B
OpraHu3aIu

JIoKyMeHT0000pOT
opraxu3zamyn. Pabdora c
BXOISIIIIAMH, UCXOIAIIAMHA
U BHYTPCHHUMH
JIOKyMEHTaMH.
Perucrpanus 10KxyMeHTOB.
KonTponb ucnonnenus
JIOKYMEHTOB.
Howmenknarypa nein,
(hopmMupoBanue,
odopmIeHHE T
OTIepaTUBHOE XPaHCHUE
Jien. DKcnepTusa
LEHHOCTU JTOKYMEHTOB.
[MonroroBka men k
nepeaaye B apXuB.
OCHOBBI apXUBHOTO
XpaHeHHs IOKYMEHTOB.
Pabora ¢
KOH(MUEHITNATEHBIMH
JIOKyMEHTaMH.

1IK-8;
1IK-20

3HaTh: OCHOBHI JICJIOBOTO OOIICHUS,
TIPUHITUIE] © METOABI OpTraHU3aluN
JIEITOBBIX KOMMYHHKAIIAN, pa3IHIHbIC
TEXHOJIOTHH, TIPABUIIA H IPHEMBI

3¢ (GEKTHBHOTO OOIIEHHMS, CIIOCOOBI
HOJICP’KKU U UCTIOJIb30BAHUS
3JIEKTPOHHBIX KOMMYHHUKAIUH; IpaBUiIa
JIOKYMEHTAJILHOTO 0(OPMIICHHS PeIIeHUI
B YIIPaBJICHUH OTIEPALIUOHHON
(IpOM3BOACTBEHHON) NIEATENHHOCTH
OpTaHU3AIMH IPU BHEIPCHUU
TEXHOJIOTHYECKUX, MPOTYKTOBBIX
WHHOBAIMI WA OPTaHU3aIIMOHHBIX
M3MEHCHHIA; BUIBI OPTaHU3aIMOHHBIX
pacopsSIIUTEIbHBIX JOKYMEHTOB,
HEOOXOUMBIX ISl CO3JaHHUS HOBBIX
HpeANPUHUMATEIECKUX CTPYKTYP.
YMeThb: OCyIIECTBIATH JEI0BOE OOLICHHE
U TyOJIMYHBIE BRICTYIUICHUS, BECTH
HIePEroBOPHI, COBEIIAHMS, OCYIECTBIAT
JIEJIOBYIO TIEPETINCKY, B TOM YHCIIE C
HCTIOJb30BaHUEM COBPEMEHHEIX CPE/ICTB
KOMMYHUKAIUH; JOKYMEHTAIBHO
oopMIIATH pelIeHHs B yIpaBIeHUN
OTIepaIIMOHHOH (IIPON3BOJICTBEHHOMH)
JeSITeIbHOCTH OPTaHU3alUH IPpU
BHEJPEHUH TEXHOJIOTMUYECKUX,
MIPOAYKTOBBIX MHHOBAIINN T
OpraHU3aIOHHBIX U3MEHEHUH; TOTOBUTH
OpTraHU3AIOHHEIE U PACHIOPSIAUTEIHLHBIE
JOKYMEHTBI, HEOOXOTUMBIE [T CO3/IaHMs
HOBBIX MPEINPUHIMATEIECKUX CTPYKTYD.
Baapers HaBBIKAMU J1€7I0BOTO OOIICHUS,
ITyOJIMYHOM 1 HayYHOH pedH, BeJCHUS
JIETIOBBIX NIEPETOBOPOB, Oecel, ANCKYCCHH,
BEJICHUs JEI0BOI NEPENUCKU U

Jlexmus,
TIpaKTHIeC
Kue
3aHATHS,
MMACEMEHH
BI€ WU
YCTHBIC
JIOMaIlIHue
3aJaHus,
CaMOCTOST
eJIbHAas
paborta,
KOHCYJIbTa
105071
mpernoaBa
Teaen

11




OCYILECTBIICHUS IJIEKTPOHHBIX
KOMMYHHUKAIMi; HAaBbIKAMH
JOKYMEHTAILHOTO O(OPMIICHHS PEIIeHHUI
B YIPaBJICHUU ONEPALUOHHOM
(TIpOM3BOACTBEHHON) ACSATETHHOCTH
OpraHM3aliy IPU BHEIPEHUN
TEXHOJIOTHYECKHX, TIPOIYKTOBBIX
WHHOBAIUI WA OPTaHU3aIIMOHHBIX
U3MCHCHHIA; HABBIKAMU MTOJATOTOBKU
OPTaHU3AIMOHHEBIX U PACTIOPSTUTEIHHBIX
JIOKYMEHTOB, HCOOXOIUMBIX JUISL CO3TaHUS
HOBBIX MPEANPUHIUMATEIECKUX CTPYKTYP.

Tema 5.
JHenonpoussosc
TBO B KaJpOBOI
ciyxoe

Bunbt u coneprxkanue
JIOKyMEHTOB 10 JINYHOMY
COCTaBY, UX Y4eT U
xpanerne. OdopmieHne
OpraHHU3aI[HIOHHO-
KaJIpOBBIX,
OpraHHU3aI[OHHO-
pachopsIUTEbHBIX
JIOKyMEHTOB U
JIOKyMEHTOB IO
TPYAOYCTPOUCTBY, YUETY U
pabote ¢ kagpamu. Pabora
¢ oOpateHus MU 1
JKarmo0aMu TpakIaH.

TIK-8;
TIK-20

3HATh: OCHOBBI JIEJIOBOTO OOIICHUS,
MIPUHIUIIBI U METOABI OpPTraHU3alluu
JIENTOBBIX KOMMYHHKALMI, pa3IHYHbIE
TEXHOJIOTHH, TIPAaBUJIA ¥ TPHEMBI

3¢ ($eKTHBHOTO OOIIEHHS, CTIOCOOBI
MOAEP>KKH U HCIIOJIb30BAHUS
JIEKTPOHHBIX KOMMYHHUKALWI; IpaBUIa
JOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHHI
B YIIPaBJICHUU ONIEPALIUOHHON
(IpoU3BOACTBEHHON) JESITENbHOCTU
OpraHU3aIy IpU BHEIPEHUHU
TEXHOJIOTHYECKHUX, MPOTYKTOBBIX
MHHOBAIMH WM OpraHU3allMOHHBIX
M3MEHEHHH; BUABI OPraHU3aLUOHHBIX U
pacnopsauTeNbHbIX JOKYyMEHTOB,
HEOOXOANMBIX AJISl CO3/IaHMST HOBBIX
MPEAIPUHIMATENLCKAX CTPYKTYP.
YMeTh: OCyIIECTBIIATH AETIOBOE OOLICHHUE
1 IyONMYHBIE BBICTYIUICHHS, BECTH
HIePEroBOPHI, COBCIAHMS, OCYIECTBIAT
JE€TIOBYIO TIEPEIUCKY, B TOM YHCIIE C
HCTIOJIB30BAaHHEM COBPEMEHHBIX CPEJICTB
KOMMYHHKAIIUH; TOKyMEHTAJIBHO
oopMIIAT pelIeH s B yIIPaBIeHUH
OTIepPallMOHHON (TIPOU3BOJCTBEHHON)
JESTEAbHOCTH OPTaHU3ALNH IPU
BHEJPEHUH TEXHOJIOTMYECKHX,
MIPOAYKTOBBIX HHHOBALIUN WU
OpraHU3alIOHHBIX U3MEHEHUI; TOTOBHUTH
OpraHU3alIOHHBIE U PACIOPSAUTEIbHBIE
JOKYMEHTBI, HEOOXOUMBIE [T CO3/IaHHS
HOBBIX IPEANPHUHUMATEIBCKUX CTPYKTYP.
Baaners HaBBIKAMU J1€JI0BOTO OOIIEHUS,
myOJINYHOM U HAYyYHOU pedH, BeACHUSI
JIEJIOBBIX EPETOBOPOB, O€ce]l, AUCKYCCHH,
BEJICHUSI JI€JI0BOM IIEPENUCKU U
OCYILECTBIICHHS HIEKTPOHHBIX
KOMMYHUKAIUH; HaBbIKAMU
JOKyMEHTAJIEHOTO 0(OPMIIEHHS PEIICHUI
B yNPaBJICHUH ONEPALMOHHOM
(IPOM3BOACTBEHHON) JEATENLHOCTH
OpraHu3alK NpU BHEIPEHUU
TEXHOJIOTHYECKUX, TIPOTYKTOBBIX
HMHHOBAIUI MM OPTaHU3aI[HOHHBIX
W3MEHEHHH; HABBIKAMH ITOATOTOBKHU
OPTaHU3AIMOHHBIX U PaCTIOPIIUTEIbHBIX
JOKYMEHTOB, HEOOXOIUMBIX JUIS CO3/IaHH
HOBBIX MIPEANPHUHIMATEIECKUX CTPYKTYP.

Jleknus,
MIpaKTUiec
Kue
3aHATHS,
MMMUCbMEHH
BI€ AN
YCTHEIC
JIOMAIIIHUE
3aJjaHus,
CaMOCTOST
eJIbHas
paborTa,
KOHCYJIbTa
145071
mpernoaBa
TeIeH

Tema 6.
Opranuzauus
JIeATENHLHOCTH

Conepxanue
yIpaBIeHYCCKAX (DYHKITHIA
W BUJBI paboT B

IIK-8;
IIK-20

3HATb: OCHOBBI JICJIOBOTO OOIICHUS,
TIPUHITUIIE] ¥ METOABI OPTraHU3aIUuN
JICITIOBBIX KOMMYHHKAIIHN, pa3IHIHBIC

Jlexums,
[paKTU4ec
KHE
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JICNIONIPOU3BOAC | JEIONPOU3BOACTBEHHOIM TEXHOJIOTHH, TIPABUJIA U IPUEMBI 3aHATHS,
TBEHHBIX CITYXO0 | CIyk0e OpraHm3allui. 3¢ pexTHBHOTO OOIIEHUS, CTTOCOOBI MMMChMEHH
B opranm3anuu | OpraHn3anuoHHas MTOIACPKKH 1 MCTIONIB30BAHUS b€ WIN
CTPYKTYpa, 3a/1a4H U AJIEKTPOHHBIX KOMMYHHUKAIIU; IpaBUIIa YCTHEIE
(hyHKIIH JOKYMEHTAIBHOTO O(OPMIICHHS PEIICHAH | TOMaITHNe
JIEITOTIPON3BOACTBEHHON B YIIPABIICHUH OTIEPAIIHOHHOM 3aaHus,
ciyx051. Poip n pyHKINHN (TIpOM3BOACTBEHHON) ACSATEITHHOCTH CaMOCTOSAT
CeKpeTaps ¥ MOMOIIHUKOB OpraHM3aliy IPH BHEIPEHUH eNnbHas
PYKOBOIUTEA TEXHOJIOTHYECKHX, TIPOIYKTOBBIX pabora,
OpraHu3aIHH. WHHOBALIUI WIIM OpraHU3allMOHHBIX KOHCYJIbTa
Opranuzanus Tpyaa W3MEHEHHI; BU/Ibl OPIaHU3alMOHHbIX U N
pabOTHHUKOB pacIopsITUTENbHBIX TIOKYMEHTOB, npenojaasa
JIEJIONPOU3BOACTBEHHOM HEOOXOANMBIX JJISl CO3JIaHMST HOBBIX Tenei
CITy>kOBI ¥ X pabodux MIPEIIPUHIMATEIECKAX CTPYKTYP.
MECT. DTHKET JIeIOBOTO YMeTb: OCyIIECTBIATH JEIOBOE OOIICHHE
oOrmIeHus. 1 TyOJIMYHBIC BBICTYIUICHNUS, BECTH
TIEPErOBOPHI, COBEIIAHUS, OCYIIECTBIISATh
JIEIIOBYIO TIEPETIHCKY, B TOM YHCIIE C
HCTIOJIF30BaHUEM COBPEMEHHBIX CPE/ICTB
KOMMYHUKAIUH; TOKYMEHTAIbEHO
oopMIIAT pelIeH s B yIIpaBIeHUN
OTIepPaLlMOHHON (TIPOU3BOACTBEHHOIN)
JIeTeIbHOCTH OpraHU3alyy Py
BHEJJPEHUU TEXHOJOTUUECKHX,
MIPOAYKTOBBIX MHHOBAIIAN T
OpraHU3AIMOHHBIX U3MEHEHHU; TOTOBUTH
OpTaHU3AIMOHHEIC U PACTIOPSIAUTECIEHBIE
JOKYMEHTBI, HEOOXOUMBIC IS CO3IaHM
HOBBIX MPEANPUHIMATEIBECKUAX CTPYKTYP.
Baagerp HaBBIKAMH JI€JIOBOTO OOIICHUS,
NyOJMYHOM U HAYYHOW peyu, BeACHHS
JIETIOBBIX NIEPETOBOPOB, Oecel, AUCKYCCHH,
BEJICHUS JIeJIOBOM MEPENUCKH U
OCYILECTBIICHHS NEKTPOHHBIX
KOMMYHUKaINil; HaBbIKaMH
JIOKYMEHTAJILHOTO 0(OPMIICHHS PEIIeHUI
B VIIPABIICHUH OTIEPAIIMOHHON
(TIpOU3BOACTBEHHON) IESITETHPHOCTH
OpTaHU3AINH IPU BHEIPCHUU
TEXHOJIOTHYECKUX, MPOTYKTOBBIX
WHHOBAIMI WA OPTaHU3aIIMOHHBIX
W3MEHEHHH; HaBBIKAMH NOATOTOBKU
OpraHM3aI[MOHHBIX U PACIOPSIUTENbHBIX
JIOKYMEHTOB, HEOOXOIMMBIX JUISl CO3aHUsI
HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYD.
Tema 7. OcCHOBHBIE HAPaBJIECHUS TIK-8; 3HaTb: OCHOBBI JICJIOBOTO OOIICHUS, Jlexuumsi,
COBEpIIEHCTBOB | COBEPIICHCTBOBAHHUS 1IK-20 NPUHLUITBL 1 METO/bI OpraHU3aIH MpakTH4yec
aHue cocTaBa 1 hopM JICTIOBBIX KOMMYHUKAIIWH, pa3IndHbIe Kue
JIOKYMEHTAI[MOH | JOKYMCHTOB. YHH(UKAIUSA TEXHOJIOTHH, TIPABUIIA F IPHEMBI 3aHATHS,
HOTO COCTaBa JIOKYMEHTOB. 3¢ PEeKTUBHOTO O0IIEHHS, CITOCOOBI MTUCEMEHH
obecrieueHus Yanduxanus Gopm TIOJI/IEPKKH ¥ UCTIOJIb30BAHHS bIC WX
YIIpaBJICHUS U JIOKyMEHTOB. Y HU(HKALU AJIEKTPOHHBIX KOMMYHUKAIHIA; IpaBUIIa YCTHEIE
JIENIONPOU3BOAC | TEKCTOB JOKYMEHTOB. JOKyMEHTAJIEHOTO O()OPMIICHHS PEIICHUH | JOMallHue
TBa Meronsl yueTa u B YIIPABJICHUH ONEPallMOHHOM 3a7aHus,
COKpalIeHus (IpOM3BOACTBEHHON) IEATEINBHOCTH CaMOCTOSIT
JIOKYMEHT0000poTa OpTaHU3aIX IPU BHEIPSHUH enpHast
OpraHU3aIHH. TEXHOJIOTHYECKUX, TIPOTYKTOBBIX paborta,
DJIeKTPOHHBIN TOKYMEHT U WHHOBALIMI1 WIIM OPraHU3alHOHHBIX KOHCYJIbTa
AIIEKTPOHHBIH H3MEHEHHI; BUJbl OPraHU3AIMOHHBIX 1 IUH
JIOKYMEHTOO00POT. pacropsAIUTENbHBIX TOKYMEHTOB, npenojasa
WNudopmanmonusie HEOOXOAMMBIX JJISl CO3/IaHMSI HOBBIX TeneH
TEXHOJIOTUH OpTraHHU3aliN MIPEIPUHIMATEIECKAX CTPYKTYP.
JIOKyMeHT0000poTa, YMeTh: 0CyIIeCTBIISITh AEJI0BOE O0LICHUE

13




XpaHCHHS U MIOUCKA
nHPOPMAITHH.

1 1yOIMYHBIE BBICTYIUICHHS, BECTH
TIEPETOBOPHI, COBEIIAHUS, OCYIIECTBISTH
JETIOBYIO TIEPEIIICKY, B TOM IHCIIE C
HCTIONB30BaHMEM COBPEMEHHBIX CPEICTB
KOMMYHHUKAIINH; JOKyMEHTAIEHO
oopMIIAT pelIeHus B yIpaBICHUN
OTIepPalMOHHON (TIPON3BOACTBEHHOIN)
JIeATeIbHOCTH OpraHu3alyy Mpy
BHEJIPEHHH TEXHOJOTHYECKUX,
MIPOYKTOBBIX MHHOBAIMH WIIH
OpTaHM3aIlMOHHBIX U3MEHEHHH; TOTOBUTH
OpTaHM3aIlMOHHBIC U PACTIOPSAAUTEIIbHbIC
JOKYMEHTBI, HEOOXOJUMBIE JIISI CO3JJaHuUs
HOBBIX NPEANPUHAMATEIBCKHX CTPYKTYP.
BuiageTb HaBBIKAMH IEIOBOTO OOIIEHHS,
MyOMYHOM U HAYIHOH pedn, BeICHHS
JIETIOBBIX [IEPETOBOPOB, O€cel, ANCKYCCHH,
BEACHUS JETIOBOM MEPENHCKU U
OCYIIECTBIICHUS 3JIEKTPOHHBIX
KOMMyHHKaHHfI; HaBbIKaMH
JOKYMEHTAJILHOTO O(OPMIICHHS PeIIeHUI
B yNPaBJICHUU ONEPALUOHHON
(IpoU3BOACTBEHHOH) JESITENbHOCTU
OopraHusanuu 1npmu BHCAPCHUU
TEXHOJIOTHYECKHX, TIPOTYKTOBBIX
WHHOBALIUH WIIN OPTaHU3aHOHHBIX
N3MECHEHHH; HaBBIKAMH MOATOTOBKA
OPTaHM3AIOHHBIX U PACIIOPSIUTEIBHBIX
JOKYMEHTOB, HEOOXOIUMBIX JUIS CO3IaHUS
HOBBIX NIPEANPUHIAMATEIBCKHX CTPYKTYP.

B nmponecce OCBOCHHUA IUCHUIIIIMHBI ((I[OKYMeHTaHI/IOHHOG obOecricucHue ACIIOIPOU3BOJCTBO B

I11. OBPA3OBATEJIBHBIE TEXHOJIOI'MU

MEHE/KMEHTE OpraHU3aliy HCIIONb3YIOTCS CIEAYIONIE 00pa30BaTeIbHbIE TEXHOIOTHUHU:
1. CranaapTHbie MeTOAbI 00yUYeHMUSI:

JICKIIMH;

MPAKTUYCCKUC 3aHATUA, Ha KOTOPBIX O6CY)KIIaI-OTC$I OCHOBHBIC Hp06J'ICMI:>I, OCBCIIICHHBLIC B
JCKIHUAX U C(i)OpMYJ'II/IpOBaHHI)IG B AOMAIIHUX 3aJaHHUAX,

IMUCbMCHHBIC WJIM YCTHBIC JTOMAIIHUEC 3adaHus;
KOHCYJIbTAallUU npenoz[aBaTeJIeﬁ;

CaMOCTOATCIIbHAA pa60Ta CTYACHTOB, B KOTOPYHO BXOAUT OCBOCHHC TCOPECTUUCCKOI'O

MaTrepuajia, IMNOATOTOBKA K IIPAKTHUYCCKUM 3aHATHAM,

MMCbMEHHBIX M YCTHBIX 33/IaHU, paboTa ¢ TUTEPaTypOi.

BBITIOJIHCHUC YKAa3aHHBIX BBIIIC

2. MeToabl 00y4YeHHUs1 ¢ MPUMeHEeHHEeM HHTEPAKTHBHBIX (popM 00pa3oBaTebLHBIX TEXHOJIOTHIA:

HHTCPAKTUBHBIC JICKIIUH,

aHaJIn3 JCJIIOBBIX CI/ITyaI_II/Iﬁ Ha OCHOBC KCﬁC-MCTOﬂa;

ACJIOBLIC U POJICBBIC UTPBI;
06CY)K,HGHI/I6 MOATOTOBJICHHBIX CTYACHTAMM 3CCEC;
TpyHIoBbIC TUCKYCCHU.
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V. YHEBHO-METOANYECKOE, UTH®OOPMALIMOHHOE "
MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJIMHbI

(B coorBercTBHH ¢ TyHKTOM 7.3. «TpeboBaHMs K MaTePUATbHO-TEXHUIECKOMY B Y4eOHO-
MeToandeckomy odecnieueHuto mporpammeny GI'OC BO)

4.1. Pexomenoyeman numepamypa

OcHoBHas1 JiUuTEpaTypa:

1. JlokyMeHTaIMOHHOEe OOecIeueHNe YIpaBieHUus (IeIOMpON3BOACTBO): YueOHoe mocobue / T.A.
brikoBa, T.B. Ky3nenoga, JI.B. Cankuna. — 2-¢ usn., nepepad. u gon. — M.: UHOPA-M, 2017. —
304 c.

2. Jlemonpou3BOACTBO: JOKYMEHTAI[MOHHOE oOOecleueHue yrpaBjieHus: YdeOHoe rmocobue /
IManacenko IO.A., - 3-e u3a. - M.: PUOP, UH®PA-M, 2016. - 112 c.

3. Henonpou3BoacTBo. J[okymeHTaImoOHHOE oOecrieueHrne ynpasieHus: YueOHuk / bacakor M.U.,
3ambiikoBa O.U. — 14-e uzn., mepepad. — Pocros-u//1: ®ennkc, 2014. — 376 c.

JonosHUTe/ILHASA JIUTEpPaTypa:

1. Kypc nenonpou3BOJACTBa: JOKYMEHTAIMOHHOE OOeclicueHue yrpaBicHus: YdeObHoe mocooue /
Kupcanosa M.B., Akcenos FO.M. — 6-¢ u3a., ucn. u gomn. — M.: HUL] Uuadpa-M, 2014. — 256 c.

2. CoBpeMeHHOE JeIIONnpou3BOACTBO: YuebHoe mocodue / KupcanoBa M.B. - 4-¢ uzna.- M.: HUL]J
HNH®PA-M, 2014. - 312 c.

3. Jlenonpou3BoacTBO: YueOHO-cripaBouHoe nocobue / Kysuenos U.H. - 6-¢ u3., mepepad. u A01.-
M.: UTJ Hamkos u K, 2010. - 460 c.

4. Jlenonpou3BOACTBO U CEKpeTapckas padoTa Ha MEPCOHATILHOM KOMIIbIOTEpe: YueOHoe ocooue /
[Tonos C.JI. - M.: COJIOH-IIp., 2013. - 424 c.

4.2. Ilepeuensv ungpopmayuoHHo-cRPABOUHBIX CUCHIEM:

1. CnpaBounas npaBoBas cuctema «KoncynpranT [Tinrocy.
2. CripaBo4Has ¥ TOMCKOBasi cuctema «l apant.

4.3. Ilepeuens r1eKmMponn0-00pazosamenbHbIX Pecypcos:

http://moodle.rea.perm.ru/

4.4. Ilepeuenv npogheccuonanvnwvix 6a3 OGHHBIX:

1. ba3a nannbix «bubnuoreka ynpasieHus» - KopnopaTUBHBIM MEHEIKMEHT -
https://www.cfin.ru/rubricator.shtml

2. ®epnepanbHblii  oOpa3zoBarenbHbI TOpTan «JkoHoMmuKa Coruonorus MeHemIKMEHT» -
http://ecsocman.hse.ru

4.5. Ilepeuens pecypcos ungopmayuoHHO-mea1eKOMMYHUKAYUOHHOU cemu «nmepnemy,
He00X00UMbIX 01 0CB0EHUA OUCUUNTUHBL (MOOYIA):

http://council.gov.ru/ — Coset ®enepanuu ©C POD.

http://www.e-rus.ru/ — ®LIT «Dnexkrpornas Poccusy.

http://www.cfin.ru - KopriopaTiBHbIi MEHEIKMEHT.

http://www.duma.ru — I'ocynapcteennas JJyma ®C POD.
http://www.government.gov.ru — [IpaButensctBo Poccuiickoit @enepanmu.
http://www.kremlin.ru — Tpe3unent P.

http://www.pravo.eup.ru — «lfOpuauuaeckas dJIeKTpOHHAs OHOIMOTEKaY.

NoookrwbdPE
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8. http://www.rostrud.info - ®enepanbHas ciryx6a o TPyIy U 3aHATOCTH.

9. http://www.rsl.ru — Poccuiickas I'ocynapcTBernas bubnmoreka.

10.  https://www.aup.ru - DIeKTPOHHBIC KHUTU: MEHEKMEHT ¥ YIIPABJICHUE TPEATIPUITHCM.

11.  https://www.businessvoc.ru - busaec-ciioBapsb.

12. https://www.ecsocman.edu.ru - ®deaepanbHblii 00pa30BaTEIbHBIN MOPTAl — SKOHOMHMKA,
COIMOJIOTHSI, MEHEKMEHT.

13.  https://www.e-xecutive.ru - CooOIecTBO MEHEDKEPOB.

14.  https://www.expert.ru - sxypaana «IKCrepT».

15.  https://www.glossary.ru - TepMHHOIOTHS MEHEIKMEHTA.

16.  https://www.hrm.ru - HR MeHemKMeHT.

17.  https://www.iteam.ru - TexHOIOTUM KOPIIOPATUBHOTO YIIPABIICHUSI.

18. https://www.marketing.rbc.ru - MccnenoBanust ppIHKOB.

19. https://www.mgmt.ru - MapketuHr MeHeKMEHT.

20.  https://www.new-management.info - HoBblii MeHeI»KMEHT.

21. https://Www.riskm.ru - sxypHai «PUCK-MCHEPKMEHT.

22. https://Www.rjm.ru - Poccuiickuii )xypHan MEHEeKMEHTA.

23. https://www.RomirMonitoring.ru - MapKeTHHIOBbIC HCCIICOBAHUS.

24. https://www.top-personal.ru - sxypHai «YpaBiieHHE IEPCOHATIOM.

25.  https://www.vedomosti.ru/companies/a-z - CipaBOYHHK KOMITAHUI U OpraHU3aIHi.

4.6. Ilepeuenv UHOOPMAUUOHHBIX MEXHONO2UN, UCHOIL3YEMBIX NPU  OCYULECHIBICHUU
oopazoeamenvHo20 npouecca no oucyuniune (MoOyio), 6KII0OHUAA NepeueHb NPOZPAMMHO20
obecneuenusn

IIporpammHoe obecrieuenue:

Onepanuonnas cucreMa Microsoft Windows 7, Ilaker mpuknaaneix mnporpamm Microsoft Office:
2010, Visual Studio 2017-2019 community, Acrobat Reader DC, 7-Zip, Notepad ++, I'paduueckuii
penaktop GIMP, Inkscape, Onextponnsiii cnpaBounuk 2GiS, CnpaBounas I[IpaBoBas cucrema
«KoHCcynbTaHT TII0C DKCnepT», DNeKTpoHHBIN crnipaBoyHuK "Cucrema [Mapant", bpayzep: Google
Chrome, Mozilla Firefox, MS Internet Explorer, AutuBupychnas nporpamma Windows defender,
AnTtuBupycHas nporpamma 360 Total Security.

4.7. Ilepeuens yueoHo-memoouueckozo obecneuenus 0 CamocmosmebHol padomol
odyuarowuxca no oucyuniune

Tema 1. [IpaBoBoe 1 HOPMATUBHO-METOAMYECKOE OOecnieueHUue padoThl ¢ JIOKYMEHTAMH B
MEHe/IKMEHTe OPraHu3alnuu

Jluteparypa: O-1; O-2; O-3; A-1; A-2; A-3; 1-4.
Bomnpocel 11 caMonpoBepKHU:

1. Hcropus nemonpounsBoacrsa B Poccun.
2. CocTaB HOPMAaTUBHO-METOAMUYECKON 0a3bl 1€T0NPOU3BOJICTBA.
3. OcHOBHbIE TIOHATHA W TEPMUHOJIOTHS: JIOKYMEHTHpPOBaHHas HMHQOpMalus, ITOKYMEHT,

JIeTIOTIPOU3BOICTBO, JOKYMEHTAllMOHHOE OOECIeYeHHe YIPABJICHUS, YIpaBlIeHUE JIOKYMEHTaMH,
JOKYMEHTUPOBAaHUE.

4. Knaccudukanus 10KyMeHTOB.

5. VYnpaBiieH4ecKuil TOKyMEHT.

6. CucteMbl TOKYMEHTALUH.

7. YHupuImpoBaHHbIe CHCTEMBI JOKYMEHTAIIHH.

3aaHus 1J151 CAMOCTOATEIbHOM padoThI:
[Tprka3zHoe 1eonpon3BOACTBO.
Komnnexckoe 1e10mnpou3BoJICTBO.
MuHHUCTEPCKOE IETONPOU3BOICTBO.
[{enTpain30BaHHOE EJIONPOU3BOACTBO.

el oA
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S. 3akoHonaTenbHble akThl Poccuiickoit depepaumu, ykasbl W pacnopsbkeHus llpesunaenra
Poccwmiickoit denepanmu, nocranosieHus [IpaBurensctBa Poccuiickoit denepanmu B chepe
uH(pOpMaLIUK U JOKyMEHTALIUH.

6. HopmatuBHbIE MpaBOBbIC akThI (peepaibHBIX OPraHOB MCIIOJIHUTEIILHOW BIACTH (MUHUCTEPCTB,
KOMHTETOB, CIYXO0, areHTCTB W Jp.), PETIAMEHTHPYIOIIUE BOMPOCH JOKYMEHTAIMOHHOTO
obecrieueHus.

7. ["ocymapcTBEeHHBIE CTaHAAPTHI HA JOKYMEHTHI.

NupuBuayanbHoe 3a1aHue:
CocraBiieHHEe KpOCCBOpJa IO TEPMHHOJOTHUH JOKYMEHTAIIMOHHOTO OOECIeUeHUuss U
JIeJIONPOU3BOICTBA.
TemaTuka J0KJIA10B:
1 «I"enepanibHbIil peramameHT 1720 r.
2 «Obmee yupexxaenue ryoepackoe» 1775 r.
3 «Obmee yuapexaeHue MUHUCTEPCTB» 1811 1.
4, [TepBbie AEKPETHI COBETCKOM BIACTU 00 YIOPSIOYCHUH JOKYMEHTUPOBAHUS.
5 Obmepoccuiickue KIacCcu(pUKaTOpbl TEXHUKO-3KOHOMHUYECKOHN M COIMAIbHON HHPOPMAITIH.
6. YHUPUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIINH.
Temaruka 3cce:
Wudopmanonnasi GyHKIHS TOKyMEHTA.
ConumanbHas QyHKIUS JOKYMEHTA.
KoMmmyHuKkaTHBHAsS PYHKIUS JOKYMEHTA.
KynbrypHas GpyHKuMS JOKyMeHTa.
Yrpasiendeckasi QyHKIUS JOKYMEHTA.
[TpaBoBas GpyHKIIHS JOKYMEHTA.
Hay4aHo-ucropuueckas GyHKIUS JOKYMEHTA.

NookrwnpE

Tema 2. O01as xapaKTepUCTHKA YIIPABJIEeHYECKHUX IOKYMEHTOB B OPraHU3anuu

Jluteparypa: O-1; O-2; O-3; A-1; A-2; A-3; 1-4.
Bomnpocel 11 caMONIPOBEPKU:
1. CriocoObl JOKYMEHTUPOBAaHUS HH(OPMALIUH.
2. OOummii Bux, coctaB W TpeOOBaHHUA K OG(OPMIIEHUIO PEKBU3UTOB OPraHU3alMOHHO-
paciopsAUTENbHBIX JOKYMEHTOB.
IOpuaunueckast cuna 10KyMeHTa.
DopMyIIsIp TOKYMEHTA.
brnank noxymMmeHTa.
Ocobennoctu 0hopMIICHUS IOKYMEHTOB TIPH UCIIOJIb30BaHUU TEXHUUECKUX CPEJICTB.
SI3BIK ¥ CTUIIb TOKYMEHTOB.
3a}1a}mﬂ JJISl CAMOCTOSITE/ILHOM padoThI:
PexkBU3NTEI 3ar0JI0BOYHON YaCTH TOKYMEHTA.
PexBHU3UTEI cOnEpKaTENTLHON YaCTH JOKYMEHTA.
PexBU3UTHI 0OpMIISAIONIEH YaCTH JOKYMEHTA.
OdopmieHne peKBU3UTOB JJOKYMEHTOB C UCIIOJIb30BAHUEM TEXHUUYECKUX CPE/ICTB.
OKCTPaTMHTBUCTUYECKHE OCOOEHHOCTH JIOKYMEHTA.
JIuHrBucTHYECKHE OCOOEHHOCTH JOKYMEHTA.
I/IH):[I/IBI/IL[yaJILHOC 3alaHue:

Cocranenue u opopmiienne Gopmyisapa-odpasma u 6manka OPJI.
TemaTnka 10K12/10B:
IOpunnueckas cuiia JOKyMeHTa.
Dopmysp JOKyMEHTA.
biank moxymeHra.
CranpapTuzanus J€KCUKH.
CranmapTusanus CJIOBOCOYETAaHUN U MPEIIOKEHUMN.

Noobkow

ogakrwdE

agkrownE
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6. YHubHKanms TeKcTa JOKyMeHTa: Tpadaper, aHkeTa, Tabiauia.

Tema 3. CocraBienue u opopMiIeHHe T0KYMEHTOB B MEHEIZKMEHTE OPraHu3aluu
Jlureparypa: O-1; O-2; O-3; A-1; A-2; A-3; 1-4.
Bomnpocel ISt CAMONIPOBEPKH :

1. Hasnauenue, coctaB 1 0OopMIICHHE OPraHU3aIMOHHBIX JOKYMEHTOB.

2. Haznauenue, coctaB 1 0(pOopMIICHHE PACTIOPSAUTEIBHBIX JOKYMEHTOB.

3. Hasnauenue, coctaB 1 odopmieHne HHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

3aganus 1J15 CAaMOCTOSITEIbHOI padoThI:

1. CocraB 1 TpeOoBaHUS K OPOPMIICHHIO OPraHU3aMOHHBIX JOKYMEHTOB.

2. CocraB u TpeboBaHMS K OPOPMIICHHIO PAaCTIOPATUTEIbHBIX JOKYMEHTOB.

3. CocraB 1 TpeboBaHUs K 0POPMIICHHIO HHPOPMAIIMOHHO-CIPABOYHBIX JTOKYMEHTOB.
NuauBuayajibHoe 3a1aHne

1. Pa3paboTka opraHM3aMOHHOTO TOKYMEHTA [0 33JaHHON CUTYaIlHH.

2. Pa3paboTka pacniopsIuTeabHOro JOKyMEHTA M0 3aJaHHON CUTYaIUH.

3. Pa3paboTka nHPOPMAIIMOHHO-CIIPABOYHOTO JOKYMEHTA 10 3aJaHHOW CHTYaIlHH.

TemaTuka 10KI12a10B:

1.  Odopmienne TOKyMEHTOB C HCIIOJIb30BAHUEM COBPEMEHHBIX NMPOrPAMMHBIX M TEXHHUYECKHX
CPEICTB.

2.  PepmaktupoBaHue JOKyMEHTA.

3. CocraB u TpeboBaHUs K 0)OPMIICHUIO PEKBU3UTOB OPTaHU3AIOHHBIX JOKYMEHTOB.

4.  CocraB u TpeOoBaHUS K OPOPMIICHUIO PEKBU3UTOB PACTIOPSAUTEIBHBIX JOKYMEHTOB.

5. Cocra u TpeboBaHuss K OG(GOPMIICHHIO PEKBH3UTOB HH()OPMAIIMOHHO-CIPABOYHBIX
JTOKYMEHTOB.

Tema 4. Opranuzanusi JOKyMeHTO000pOTa, XPAHECHHUS U HCII0JIb30BAHUSA JOKYMEHTOB B
OpraHu3anuu
Jlureparypa: O-1; O-2; O-3; A-1; A-2; A-3; A-4.
Bonpocs! 1151 camonpoBepKu:
JIOKyMEHTO0O0POT OpraHU3ally.
Pabora c BXOOAIIUMHU, UCXOOAIIUMHA U BHYTPCHHUMHU JOKYMCHTAMU.
Perucrpanus 1oKkymeHTOB.
KoHTposb HenonHeHUsT JOKYMEHTOB.
Homenxknarypa aen, dopmupoBanue, opopmiieHre U ONepaTUBHOE XpaHEHHE Jell.
DKcnepTu3a HEHHOCTH IOKYMEHTOB.
[ToaroroBka nien k nepeaaye B apxus.
OCHOBBEI APXUBHOI'O XpaHCHUS JOKYMCHTOB.
PaGora ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH.
3a}1a}mﬂ JJISl CAMOCTOSITE/ILHOM padoThI:
1. Pabora ¢ BXOASIMKUMHU, UCXOASIIMMU U BHYTPEHHUMHU JJOKYMEHTaMHU.
2. Homenknarypa nen.
3. XpaHeHUE JOKYMEHTOB.
NuauBuayanbHoe 3a1aHue!
CocraBiieHre CXeMbI TOKYMEHTO000pOTa MPEANPUATHS IO 33IaHHON CUTYAIIHH.
TemaTuka 10KJIA10B:

CoNoO~WNE

1. TpeboBanus Kk GOPMUPOBAHUIO JIEI.
2. [Topsimok poBeIeHUs SKCIIEPTU3HI IIEHHOCTH JIOKYMEHTOB.
3. OcobeHHoCcTH paboThl ¢ KOH(DUACHIMAIBHBIMU TOKYMEHTAMHU.

Tema 5. /le10n1pon3BOACTBO B KaAPOBOH CJIyxkoe
Jluteparypa: O-1; O-2; O-3; A-1; 1-2; A-3; 1-4.
Bomnpocsl 11 caMONIPOBEPKU:
1. BI/I)]BI H COACPKAaHNEC JOKYMCHTOB I10 TUYHOMY COCTaBy, UX YUYCT U XPAaHCHUC.
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2. Odopmiienue OpraHMU3alIOHHO-KaIPOBBIX, OpraHU3aLMOHHO-PACIOPSAIUTENBHBIX
JOKYMEHTOB M JOKyMEHTOB TI0 TPYAOYCTPOMCTBRY, YUETY U paboTe C KaJpamu.

3. Pabota ¢ oOpareHusMu 1 xanodamMu rpaxkJIaH.
3aganus 1J151 CAMOCTOATEIbHOM padoThI:

1. [ItaTHOE pacnucaHue: CoaepKaHUE, PEKBU3UTHI.
2. JInyHas KapToUKa: CoJlep)KaHUE, PEKBU3HTHI.

3. TpynoBast KHIKKA: COIep)KaHNEe, PEKBU3UTHL.

NuauBuayaibHoe 3a1aHNe:
Cocrasyenue u opopmileHHE KaAPOBBIX JOKYMEHTOB.
TemaTHKka TOKJIAN0OB:
1. CocraB peKBU3HUTOB JIOKYMEHTOB IO KaJpaM.
2. TpeGoBanust kK 0HOPMIICHUIO PEKBU3UTOB JTOKYMEHTOB I10 KaJpaMm.

Tema 6. Opranuszanus 1esiTeJIbHOCTH J1eJI0NPOU3BOJACTBEHHbIX CJIY:K0 B OpraHu3auuu
Jluteparypa: O-1; O-2; O-3; A-1; A-2; A-3; 1-4.

Bonpocs! u1si cCaMONIPOBEPKH

1.  Copnepxanue ynpaBieHUYECKUX QYHKIUN U BUABI padboT B ciayxOe JJOY opranuzanumu.

2.  Ponp u pyHkuu cexperaps U MOMOIIHUKOB PYKOBOJUTEISI OpraHU3aIiu.

3. Opranuzanus Tpyna pabotHukoB ciayk0b1 JJOY u ux paboyux mecr.

4, DTHKET JEJI0BOTO OOILIECHUS.

3agaHus 1J151 CAMOCTOAITEILHOMH padoThI:

1. OpranuzanuoHHas CTpyKTypa, 3a1auu u pyHkuuu ciyxos JJOY.

2.  TlomoxxeHue o IeIONPOU3BOJCTBEHHON CITykOe.

NuauBuayaibHoe 3a/1aHKe:
PazpaboTka  JTOKaJIBHBIX HOPMAaTHBHBIX aKTOB 1o OpraHm3al  PabOTHI

JIEIIOTPOU3BOICTBEHHOM CITY>KOBI.

TemaTnka 10K/I12/10B:

1. Crpykrypa U cojaepkaHHE JOJDKHOCTHOW WHCTPYKIIMUM PaOOTHHUKA JEIOMPOHM3BOJCTBEHHOM
CITYXKOBI.
2.  TpeOGoBaHMs MO COCTABICHUIO HHCTPYKIIUU 1O ACTOMPOU3BOACTBY B OPraHU3AIIHH.

Tema 7. CoBepiieHCTBOBaHHME JOKYMEHTAIIHOHHOI0 00ecnieYeHsl YIIPABJICHUS H
AeJI0NPOU3BOACTBA
Jlureparypa: O-1; O-2; O-3; A-1; A-2; A-3; 1-4.
Bonpocs! 1151 camonpoBepKu:
VYHU}UKanus cocraBa JOKyMEHTOB.
VYuudukanusa GopM JOKYMEHTOB.
VYHU(UKALKS TEKCTOB JOKYMEHTOB.
MeToab! ydeta U COKpalleHUs JOKyMEHTO000pOTa OpraH13aliu.
Komnbrotepusaryst paboThl ¢ TOKyMEHTaMHU.
DJEeKTPOHHBIA JOKYMEHT U JIEKTPOHHBIN TOKYMEHTOOOOPOT.
KoMnbroTepHbI€ TEXHOJIIOTHUH MOJITOTOBKH TEKCTOBBIX M TAOJMYHBIX JOKYMEHTOB.
NudopmanimoHHble TEXHOJOTUH OpraHU3alMi JIOKyMEHTOOO0OpOTa, XpaHEHUs U IOoHCKa
uH(pOpMaLIUH.
3agaHus 1J151 CAMOCTOATEIbHOM padoThI:
1.  Meroauka aHanu3a COCTOSIHUA JOKYMEHTAIIHOHHOTO 00eCTIeYeHus YIIPaBICHHS U
JeJI0TIPOU3BOICTBA.
2.  Pa3zpaboTka npeanoKeHUi o COBEPIIEHCTBOBAHHIO JOKYMEHTALIMOHHOTO 00ecieueH s 1
JIeJIONPOU3BOICTBA B OpraHU3aluu (MPEANPUATHH).
NuauBuayanbHoe 3a1aHne:
AHaIN3 COCTOSIHUS IOKYMEHTALIMOHHOTO 00eCIIedeHHsI U JIeJIONPON3BOCTBA B OpraHU3aluu.
TemaTnka 10K/12/10B:
1.  IIpobGiemMbl cOBpeMEHHOIO Aeonpon3BoicTBa B Poccum.

ONoGaR~wWdE
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2. [TpuuuHBI pocTa JOKYMEHTOOOOPOTa B COBPEMEHHBIX OPTaHU3AIIHSIX.
3. TenaeHuy pa3BUTHS HOBBIX HHPOPMAIIMOHHBIX TexHomoruit B JIO/1.
TemaTuka 3cce:
OcCHOBHbBIE HAITPaBJIECHUS COBEPIIICHCTBOBAHUS JJOKYMEHTOB.
Hanpasnenus ananusa cocrosauus 10/l B opranuzanuu.
[Tpo6iemMbl COBPEMEHHOTO JISTOTPOU3BOACTBA U ITYTH X PEIICHUS.
[IpuumnHB! pocTa TOKYMEHTOOOOPOTa B COBPEMEHHBIX OpPTraHU3aIUsIX.

Ponb aBTOMaTH3a11MM B 1€710IIPOU3BOJICTBE.
[IpeumyiiectBa 1 HepocTaTku kKomnbrotepusauu O /1.

1
2
3
4
5. HpO6HCMBI HCITOJIBb30BaHHs HOBBIX I/IH(l)OpMaHI/IOHHI)IX TEXHOJIOTUH B ACIOIMPOU3BOJACTBE.
6
7
4.

8. Mamepuanvno-mexnuueckoe odecneuenue OUCyUnIUnbL (Pazoesnos)

JucuumimHa ooecreueHa:

— y4eOHOU ayauTopuel HJisi TMPOBENCHUS 3aHATUN JIEKIIMOHHOTO THIA, O0OpYyIOBaHHOU

MYJIbTUMEANHHBIMU CPEICTBAME OOYUICHHS IS IEMOHCTPAIUH JICKIIHI-TTPE3SHTAITHH,

— yueOHOM ayauTOpueil [uid MpPOBEACHUS 3aHATHHA CEMMHApCKOro THMa (CeMHUHAapHI,
MPaKTUYECKUE  3aHATUSA) JUIsl TPYNNOBBIX W HMHAUBUAYAIbHBIX  KOHCYJIbTAlLMM,
IIPOMEKYTOUHOM aTTecTaluu, OOOpYAOBaHHOM yueOHOH MeOenblo M TEeXHUYECKUMHU
CpeAcTBaMU O0YYEHHs, CIYKAIUMHE JUIS IPECTaBIeHUS yueOHOM NH(POpMALINU CTY/ICHTaM;

— TOMELICHUSAMHU AJIi CAMOCTOSITENIbHONW pPabOThl, OCHAILCHHONH KOMIIBIOTEPHOW TEXHUKOW C
BO3MOYKHOCTbIO TNOJKMIOUEHUsT K cetu «VHTepHeT» U 00ecle4eHHOM JOCTylloM B

3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny Mucturyra.
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V. TEMATHYECKHUM! IIJTIAH U3YUEHUS TUCIIUILINHBI

(Cooeprcanue oucuunaunsl, cmpykmypuposannoe no memam (pazoeiam) ¢ yKazanuem 4acos u U0 3aHAmuiL)
1o 04HOI (hopme 00yUeHUs1

KoHTaKkTHBIE Yachl

CamocTosiTe1bHas pagoTa

AY/IHTOPHbIE 9aChI HWuausn Konr. Koncyan Konr. yacsl
AyanabHA Yackl 10 Tanus no
Yacel B | MPOMEXKYTO nepen MPOMEKYTOYH
Jla6o B TOM 4YHCJIe it “ o ®opmbI
Ne II P 3JIEKTPOHHOI KOHCYJIb YHOIH IK3aMeH oii
HaunMeHoBaHHe pa3iesioB U PaKkT - Tekyuiero/
/ B a B UHTEPAKTHBH | ¢dopme 00ydyeHust Tauus aTTecTanu om (K9) | arrecranuu B KOHTPO
TeM bt u cer ¢opmbl | yackl py0exkHOro
i CKIH TOPHBI bI€ qac u (Karr) MEePHOJ IK3. b
" JecKue e o K KOHTPOJIsI
3aHATH ayn. (AK) ceccun
q pabor TIpaKTH (KatmKk)
qac JIeKIU
bl hopmbl YeCcKue
bl n
SaHATHUA
Tema 1. [IpaBoBoe u 0 .
HCBbMCHHBIN
HOPMATUBHO-
ompoc
METOAUYCCKOC A.,Z[.C IMucemenHoe
1 obecrieueHre pabOTHI C 2 2 . Jur. Op.| 3 JloMariHee
JTOKYMCHTaMHU B .. zaljé[aljne
eiic
MCEHCPKMCHTC JTluckycens
OpraHu3anuu
Tema 2. O0Owas ITnceMennbIit
XapaKTepUCTHKA W %I:/Ipciideﬂﬂoe
JloMarHee
2 | ynpaBieHuecKux 5 2 A.n.c gm. 3
JTOKYMCHTOB B . P 3aJlaHue
OpraHu3aLuu L.a. Eeﬁc
HUCKyCCHUs
Tema 3. CocraBnenue u T[TucEMeHHBI
ompoc
O(POPMIICHHUE
¢op A.n.c T IMncsMeHHOE
3 JOKYMEHTOB B 2 2 . 1 ’ 3 JIOMaIlHee
MEHEKMEHTE T P 3ajaHue
OpraHu3anuu Eeﬁc
HCKyCCHUsL
Tema 4. Opraanzaus TTHCEMEHHBIIT
JIOKyMEHTO000pOoTa, Axc (ﬁnpoc
4 XpaHCHUA U 1 1 A TTur. 3 N glnj:rleﬁlézoe
HCIIOJIb30BaHUA I Hp. 3aanue
JOKYMCHTOB B Keiic
OpraHu3anuu Juckyccus
Tewma 5. Agic HHC;WCH:HH
5 | Jlenonpou3BOACTBO B 2 2 ) Jar. Ip.| 3 HHCME:HH%
KaapoBoH ciyx0e L. JloMallHee




3ajlaHue
Keiic
Juckyccust

Tema 6. ITnucbMeHHBII
Oprasu3zanus onpoc
p I A.n.c ITncsMeHHOE

6 IeSITEeILHOCTH ) ) ) Tlur. A JOMAIIHee
AEI0IIPOU3BOACTBCHHBI I.o H.p. 3a/1aHue
X CI1yk0 B .. Keitc
opranmsanun JlenoBas urpa

Juckyccust
Tema 7. ITncpMeHHbII
CoBepIIEHCTBOBAHUE onpoc
IIncemenHoe
OKYMEHTALIMOHHOT'O .

7 A 5 yM I 2 2 A.nc gm 3 JIOMallIHee
obecnedeHus . P- 3ananme
YIIpaBICHUA U L. Keiic
JEI0IIPOM3BOJACTBA Juckyccus

Hroro: 6 6 12 22
3auer 2
Bcero nmo qucuuniinHe:
Amen 6 6 12 2 22

36 u

COKpaHIGHI/Iﬂ, HCIIOJIb3YEMbBIC B TemaTnueckoM IjaHe HU3YUCHUA JUCHUIIIINHBI:

Ne ni/m Coxpauenue Buj pa6orsi
1. JIur. Pabota ¢ nturepatypoit
2. H.p. BrinosHeHne NMCbMEHHOM WM YCTHOM JToMaliHed paboThl
3. A.n.c. AHanus 1e10BbIX CUTyallui HA OCHOBE KeHC-MeToAa
4. N.m. HNuTepakTrBHAS JIEKINS
5. Hn. JlenoBast urpa
6. I'.1. I'pynnoBas quckyccus

[Ipu peanuzauuu AaHHOW TUCHUIUIMHBI [0 OYHO-3a04YHOM M 3a04HOM (hopmam oOydeHHs K mporpamme J0O0aBISIOTCS TeMaTHUYECKHe
IUTaHBl U3YYEHUSI TUCLUILUIMHBI IO COOTBETCTBYIOIIUM (popmam Kak npuinoxenue k PIT/I.
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V1. ®OHJl OHEHOYHbIX CPEJACTB

OneHouyHble CpeACTBa MO JUCIHHUILUIMHE pa3paboTanHsl B cooTBeTcTBUM ¢ [lonoxenuem o donzae
orieHouHbIX cpeAcTB B PI'BOY BO «PDY um. I'.B. [1nexanosay.

(Dono ouenounvix cpedocme xpanumcs na kageope, obecneuusaroumenl NPenoOAsanue OAHHOU
OUCHUUNTUHDL)

6.1. Ilepeyenb KOMIETEHIIMI ¢ YKA3aHUEM 3TAnoB uxX GopMUpPOBaHMs B MpoLecce 0CBOCHUS
00pasoBaTe/IbHOI NPorpaMMbl (cM. Taéiuny pasaea | |).

6.2. Onucanue mnokazarejell u KPpUTEPUEB OLCHUBaAHUSA KOMIIETEHIIMH Ha PA3JTHYHBIX

3ranax ux (GOPMHPOBAHMS, ONMMCAHME IIKAJI ONEHMBaHMs (cM. Tabaumy pasgeaa |l u
pasnea VIII).

6.3. TunoBble KOHTPOJIbHBbIE 3aJaHUsI WM HMHbIE MaTePUAJIbI, HEOOXOAUMBbIE /JIsl OIEHKH
3HAHUM, YMEHHWiIl, HABBIKOB H (WIH) ONbITA [AeATEJIbLHOCTH, XAPAKTEPU3YIOIIMX ITAIbI
(opMupoBaHus KOMIEeTEeHINH B MpoLiecce 0OCBOeHHs 00pa30BaTeIbHOM MPOrPaMMBI.

e Temarnka KypcoBbIX padoT
Kypcosas pabora o aucuuminae «J{oKkyMeHTannoHHOe o0ecrieueHre H AEIONPON3BOACTBO B
MEHEKMEHTE OpraHU3aIMN» HE TPETyCMOTPEHA.

e Bomnpocsl k 3auery

JIOKYMEHT, ero CBOMCTBA M (DYHKIIHH.

JIOKyMEHTallMOHHOE 00ecreueHne YIpaBiIeHNs Kak HayKa U yueOHasi TUCIMITIMHA.

Teopus u npakTHKa JOKyMEHTOBeIeHHs B Poccun.

HopmartuBHo-MeToqMueckas 0a3a 1e101nporu3BOICTBA.

Knaccugukanus 10KyMeHTOB.

VYnpasienuyeckas nHpopManus, ynpaBIeHUECKU TOKYMEHT U OCHOBAHUS JUIsl €70 CO3/IaHMs.
CucTteMbl TOKYMEHTAINH.

YHUPUIUPOBAaHHBIE CUCTEMBI IOKYMEHTAIIUH.

CrniocoObl TOKYMEHTUPOBaHUS HH(OPMALIUH.

0. OOwmwmit Bua, cocraB U TpebOOBaHUSI K OQPOPMICHHIO PEKBU3UTOB OPraHU3aIOHHO-
pacropsINTeIbHBIX JOKYMEHTOB.

11. HOpuaunueckas cuia JOKyMEHTA.

12. Cxema pacmojio>KeHUsI PEKBU3UTOB JIOKYMEHTA ((OPMYIISIp TOKYMEHTA).

13. Tlonsrtue, BUIbI U TpeOOBaHUSA K OQPOPMIICHHIO OJIAHKOB OpraHU3allMOHHO-PACTIOPSIUTENbHBIX
JTOKYMEHTOB.

14.  OcoGeHHOCTH 0GOPMIIEHHS JOKYMEHTOB IPHU MCIIOIb30BAaHUH TEXHUUYECKUX CPEJICTB.

15.  OcHoBHbIE 0COOEHHOCTH JIEIOBOTO SI3bIKA M CTUJIS CITY’KEOHBIX JOKYMEHTOB.

16. Haznauenue, coctaB 1 0()OpMIIEHUE OPTraHU3AIMOHHBIX JTOKYMEHTOB.

17. VYcraB opranuzaluu: COCTaB COIEPKATEIbHON YacTH, PEKBU3UTHI.

18. TlonokeHue 0 CTPYKTYPHOM MOAPA3EIEHIH: COCTAaB COEPIKATENbHOM YacTH, pEKBU3UTHI.
19. JlomxHOCTHasi HHCTPYKIMS B OPTaHU3AIMHU: COCTAB COJIEPKATEIHHON YaCTH, pEKBH3HTHI.

20. Ha3nauenue, cocTaB U 0(hopMIICHHE PACTIOPSIUTENBHBIX TOKYMEHTOB.

21. Tlpuka3s: cocTaB COCPKATENLHOW YaCTH, PEKBU3UTHI.

22. PacrniopsbkeHHe: COCTaB CO/IEPKaTeIbHON YacTH, PEKBU3UTHI.

23. Pemenwue: cocTaB coepKaTEIbHOW YaCcTH, PEKBU3UTHL.

24. Ha3nauyenue, coctaB U ohopmieHrne HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

25. TIpoTOKOI: COCTaB CONEPIKATETBLHON YaCTH, PEKBU3HUTHI.

26. AKT: cocTaB coJiepKaTelbHON YacTH, pEeKBU3HTHI.

27. ]JloxmagHas 3aIMcKa: COCTaB COEPKATEIbHON YaCTH, PEKBU3UTHI.

28. CnpaBka: cocTaB COJIEP)KATEIbHOM YacTH, PEKBU3UTHI.

RBoOoo~Nooa~WONE



29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.

[TrceMo: cocTaB copepKaTeIbHOM YaCTH, PEKBU3UTEI.
Bupnpl, cogeprkanne u opopmiieHHE JOKYMEHTOB IO KaJpaM.
dopmupoBaHue JIUYHOTO Jieja PaOOTHUKA.

TpynoBast kunkKa: Belgada, oopmiieHHe, XpaHEHHUE.
Cucremaru3zaius 1 XpaHeHHUE e [0 KaJpaM.

[TonsiTHE ¥ NPUHIKIIBI OPraHU3AIMN JTOKYMEHTO000pOTA.
O0BeM JOKYMEHTO000pOTa, CIIOCOOHI €T0 yYeTa.

Pabota ¢ BXOAAIMMHU TOKYMEHTaMU OpPTraHU3aIIH.

Pabota ¢ ucxonsmumu JOKyMEHTaMH OpTaHH3aIIUH.

PabGota c BHyTpeHHHMH TOKYMEHTaMU OpraHN3aIHH.
Perucrpanus 1OKyMEHTOB.

KoHTposs ucnoaHeHus yrpaBIeHYecKuX JOKYMEHTOB: ITOHATHE, BU/IbI, 3HAYCHHE.
Howmenknarypa, popmupoBanue u opopmieHue aem.
OmnepaTBHOE XpaHEHHUE AEI.

[ToaroroBka aen K nepeiaye B apXuB.

9KCHepTI/I3a HEHHOCTH NOKYMCHTOB: IIOHATHUC, Q)YHKHI/II/I, COCTaB 3KCIICPTHBIX KOMUCCHH.

Pabora ¢ koH(pHIEeHIMATBHBIMHA JOKYMEHTAMH.

OcHOBHbIE HaINpaBJIEHUs COBEPIICHCTBOBAHUS COCTaBa U ()OpM TIOKYMEHTOB.
MerToab! ydeTa U COKpaIleHUs JOKyMEHTO000pOTa OpraHu3aluHy.

OCHOBBI KOMIIBIOTEPU3ALMU PAOOTHI C JOKYMEHTAMHU.

DNEKTPOHHBIM JOKYMEHT U 3JIEKTPOHHBIN TOKyMEHTOOOOPOT.
Opranu3annoHHas CTPYKTypa, 3a1a4u U GyHkuuu ciayxosr JJO/I.

npumep ouiera s 3a4era B [Ipuinoxkenun 1

Temamuka 0enoeoii uzpul

«CocraBiienne u OCI)OpMJICHI/IC JIOKAJIbHBIX HOPMATHUBHBIX aKTOB 11O JOKYMCHTAIIUOHHOMY

00ECTICYCHHUIO U JICTIONPOU3BOJICTBY HA IPEAIPUSTHI

3aoanusn 01a pewienusa Keic-3a0anus

1. «CocraBneHue KpoccBopla MO TEPMUHOJIOTUU JOKYMEHTAlMOHHOTO oOOecredeHusl u
JEJIONIPOU3BOICTBA»

2. «CocraBnenue u opopmienue hopmyispa-oopasma u oxanka OP]»
3. «Pa3zpabotka OP/]»

. «CxeMa 1OKyMEHTO000pOTa MPEANPUATU

. «CocraBneHue u 0hopMIIEHUE KaJIPOBBIX JTOKYMEHTOB)»

. «Jlemorpon3BoACTBEHHAS CITYK0a»

. «Cocrostaue 10 /»

~NOo O b

Temamuka rcce

NupopmarmionHast pyHKIMS TOKyMEHTA.

CortmarnbHast QyHKITHS JOKYMEHTA.

KommyHukaTvBHas (DYHKIMS JOKYMEHTA.

KynbrypHas QyHKIMS TOKyMEHTa.

Ynpasnendeckast QyHKIMS JOKYMEHTA.

[IpaBoBast pyHKIMS JOKYMEHTA.

Hayuno-ucropuueckast yHKIHS TOKyMEHTA.

OcCHOBHBIE HAMPAaBJICHUS COBEPIICHCTBOBAHUS JOKYMEHTOB.
Hamnpasnenus ananuza cocrosinus J10/] B opranuzanuu.

0. IIpoGiemMbl COBPEMEHHOTO JCIIONPON3BOJICTBA U ITyTH UX PEIICHHUS.
1. IIpuuunHs pocTa TOKYMEHTOOOOPOTa B COBPEMEHHBIX OpPraHU3AIIUAX.

RRpowoo~NoOR~wNE

12. TIpobnemsr HCITOJIb30BaHUS HOBBIX MHGOPMAITMOHHBIX TEXHOJIOTHI

ACIJIOMPOU3BOJACTBE.
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13. Ponp aBTOMaTH3alKU B AETONPOU3BOJICTBE.
14. TlIpeumymiectBa u HepocTaTku Kommnbrotepusaruu JJO/I.

o [lepeuenv mem 0121 nposedenus OUCKyccuu, nOAeMuKu, oucnyma, oedéamoes

«["enepanbublii pernamenT» 1720 r.

«Obmee yapexaeHue ryoepackoe» 1775 r.

«OO01ee yupexaeHue MuHucTepcTs» 1811 1.

[lepBbie AeKpeThl COBETCKOM BIacTU 00 yIOPSIOUEHUH JOKYMEHTUPOBAHUSI.

Oo6mepoccuiickue  Ki1accU(PUKATOPBI  TEXHUKO-DKOHOMHUYECKOM U COIMAIBHOMN

nHpopMaIuu.

6 YHUMUIUPOBaHHBIC CUCTEMBI JOKYMEHTAIUH.

7.  KOpuauueckas cuia TOKyMEHTA.

8.  dopmynsap JOKyMEHTA.

9. brnank nokymeHra.

10. Crangapruzanus JEKCUKH.

11. CrangapTu3anus CJIOBOCOUYETAHUHN U TIPEITIOKCHHM.

12.  VYaudwukanus TeKkcTa T0KyMeHTa: Tpadaper, aHKeTa, TabauIa.

13. Odopmnenre AOKYMEHTOB C MCIOJIb30BAHUEM COBPEMEHHBIX MPOTPAMMHBIX H
TEXHUYECKHUX CPEJICTB.

14. PepaxTupoBaHuE TOKyMEHTA.

15.  CocraB u TpeboBaHus K 0POPMIICHUIO PEKBU3UTOB OPTaHU3AIMOHHBIX IOKYMEHTOB.

16. CocraB u TpeOoOBaHUS K OPOPMIICHUIO PEKBH3UTOB PACTIOPSIUTEIHHBIX JIOKYMEHTOB.

17. CocraB u TpeOoBaHUA K O(GOPMIICHHIO PEKBHU3UTOB HH(POPMAIMOHHO-CIPABOYHBIX
JOKYMEHTOB.

18. TpeboBanus k GOPMUPOBAHUIO JEI.

19. Tlopsnok mpoBEACHUS IKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.

20. OcobenHoctu paboThl ¢ KOHPUACHIUATHHBIMU JOKYMEHTAMH.

21. CocraB peKBU3UTOB JIOKYMECHTOB TI0 KaJIpaM.

22. TpeGoBanus Kk 0pOPMICHHUIO PEKBU3UTOB JOKYMEHTOB I10 KaJIpaM.

23. Crpykrypa u coJiepKaHue JOJKHOCTHOU WHCTPYKITUH paboTHUKa
JIEIIOTPOU3BOJICTBEHHOMN CITYKOBI.

24. TpeOoBaHMS 11O COCTABICHUIO MHCTPYKITUH TI0 JICIIOMPOU3BOICTBY B OPTaHU3AIIHH.

25. IIpoGneMbl COBpEMEHHOTO JeIONpOu3BoACTBa B Poccum.

26. IIpwumHBI pocTa JOKYMEHTOOOOPOTa B COBPEMEHHBIX OPTaHHU3AIIHSIX.

27. TenaeHuMU pa3BUTH HOBBIX HH(OpMAIIMOHHBIX TexHoJorui B JIO/].

arONE

o Tecmoevie 3a0anus

Br10paTh €1MHCTBEHHBIN BEPHBIA OTBET
1. JlelicTByrolee CTaHIapTU3UPOBAHHOE OIpEIe/IEHNE TEPMUHA «TOKYMEHT)

a) MaTepuaIbHBIN 00BEKT ¢ HH(GOPMAIUEH, 3aKPETITIEHHON CO3/IaHHBIM YEJIOBEKOM
CIIOCcOOOM JJIs ee epeaud BO BPEMEHH U IPOCTPAHCTBE

0) 3aUKCUPOBAaHHAS HA HOCUTENE HHPOPMAIIHS C PEKBU3UTAMHU, TIO3BOJISIIOIITUMU €€
UACHTU(DUIIMPOBATH

B) uHpopmanus, 3apuKcupoBaHHasi HA HEKOTOPOM (HU3MUECKOM HOCUTENE U
paccurTaHHas Ha JTUTEIbHOE MHOTOKPATHOE UCTIOIb30BaHUE

r) CPEICTBO OpraHU3aluy HHPOPMAIUU U CPEICTBO OOMEHA €10
2. YHuduxams J0KyMEHTOB

a) ONTUMHU3ALNS TOKYMEHTOIOTOKOB B OPTaHU3alIUN

0) MIPOCTABJICHHE HAa JOKYMEHTE HEOOXOAUMBIX PEKBU3UTOB

B) 3arojHeHue 0JIaHKOB YHU(PHUIIMPOBAHHBIX (OPM TOKYMEHTOB

r) yCTaHOBJICHHE €IMHO00pa3us B cocTaBe M (popMax TOKYMEHTOB

3. CrpaHHIIBI JOKYMEHTa HYMEPYIOTCS
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a) C IIEpBOI CTpaHUILIbI

0) apabckumu 1udpaMu ¢ moguepKUBaHUEM

B) HYMEPYIOTCSI BTOpasi M MOCJICTYIOIINE CTPAHHUIIBI

r) KaKasi yeTHasi cTpaHuIa
4. OTMeTKa 0 HAIMYUH MPUIOKCHHSI, HA3BAHHOTO B TEKCTE JIOKYMEHTA, BKIIFOUACT

a) cioBo «IIpunoxxkenney», KOJIMYECTBO JIMCTOB, KOJMUECTBO IK3EMIUISIPOB

0) cioBo «lIpuoxkeHney», KOJMIEeCTBO CTPAHMII, KOJTHYECTBO IK3EMILISIPOB

B) cioBo «IIpunoxxkenney, KOIMUECTBO IKIEMIUISIPOB

r) KOJIMYECTBO JIMCTOB, KOJIHMYECTBO IK3EMIUISIPOB
5. K opranuzaioHHBIM JOKYMEHTaM OTHOCSTCS

a) MIPHUKa3, PACIIOPSHKEHUE, TOCTAHOBIICHHE

0) JIOKJIaJ, OObsICHUTEIbHAS 3alIMCKa, OTYET

B) WHCTPYKIIHUS, PEKOMEHIAINH, IITATHOE PACITUCAHKE

T) Tenekc, (hakc, TererpaMmma
6. 3arosjoBOK Jiejia B HOMEHKJIATYpPE JOKEH UMETh

a) KpaTKkoe 0003HaueHue CBEICHUN O COCTAaBE U COJIEPKaHUU JOKYMEHTOB Jieya

0) KpaTKoe cojepKaHue, gaTa (Mmepruoa) K KOTOpoMy OTHOCSITCSI JOKYMEHTBI, CPOK
XpaHeHus aena

B) HaMMEHOBAHHE BUA JIOKYMEHTOB, UCTIOJIHUTENH, 1aTa (IEPHO/T) K KOTOPOMY
OTHOCSITCS] IOKYMEHTHI

r) HAaUMEHOBAHHE BHJIA JIOKYMCHTOB, UCTIOJTHUTEIH, KPATKOE COJICpIKaHUE
7. JlokymMmeHTO00OpOT

a) JBUKCHHUE JOKYMEHTOB B OPTaHU3AIMHA C MOMEHTA X CO3JIaHHMSI U ITOTYICHHS JI0
3aBEepIICHUS] UCIIOJIHEHUS WU OTIPABKH

0) COBOKYITHOCTH JJOKYMEHTOB OJTHOTO BHJIA WJIM HA3HAYCHHSI, UMEIONIUX CIUHBIN
Mapupyr

B) JOKYMEHTHUPOBAaHUE U OpraHu3anus paboTel ¢ O(QUIIHATBHBIMU JTJOKYMEHTAMH

r) XpaHEHUE U UCTIOIb30BAaHUE JOKYMEHTOB B TEKYIIEH 1eATEeIbHOCTH YUPEKACHUS
8. Homenkmatypa nen

a) COBOKYITHOCTb JOKyMEHTOB, 00pa3yIOLIUXCS B EATEILHOCTH OpraHu3aluu

0) JOKYMEHT WJIA COBOKYITHOCTh JOKYMEHTOB, OTHOCSIIIUXCSI K OJJHOMY BOITPOCY HITH
YUYaCTKY J1€ATeIbHOCTH, TIOMEIICHHBIX B OTAETHHYIO0 00I0KKY

B) MepeUeHb YCTAaHOBJICHHBIX K TPUMECHECHUIO YHU(PHUITUPOBAHHBIX (OPM JIOKYMEHTOB

r) CHUCTeMAaTHU3HPOBAHHBIN NIEPEUCHB 3aT0JIOBKOB JIEN, CO3/1aBAEMbIX B OpraHU3AIINH, C

YKa3aHHEM CPOKOB UX XPaHEHUs
9. TI'pud yrBepxaeHus — peKBU3UT OPUIHATBHOTO JOKYMEHTa

a) BBIPA)KAIOLINH COINIaCUE YUPEKICHUS WIN €r0 OpraHa, He SIBJISIOILErocsl aBTOpPOM
JOKYMEHTA, C €ro COJIepKaHueM

0) CBUJICTEBCTBYIOLIUI O IIPABOBOM CTaTyce TOKYMEHTa

B) COCTOSIIIMN U3 HAAMKMCH Ha JTOKYMEHTE, CACITAHHOW JTOJKHOCTHBIM JIMIIOM U
CoJiep Kalllel MPUHATOE UM PEIICHHE

r) MPEJCTABISAIOMINN COO0H COOCTBEHHOPYUHYIO POCTIHCH TTOJTHOMOYHOTO

JOJHKHOCTHOTO JTHIIA
10. JToxmagHas 3amucka

a) aJZipecoBaHa PyKOBOJICTBY, COACPIKUT M3JI0KEHUE KAKOTO-THOO BOTIPOCa C BHIBOJIAMH
U TIPEJIOKEHUSIMU COCTaBUTEIIS

0) (dbuxcupyet X071 00CYXICHHS BOIPOCOB U KOJUIETHATHHOE MPUHATHE PEIICHUH Ha
cOOpaHMsX, COBEIIAHUAX, 3aCEJaHHIX U T.JI.

B) 0000111eHHOE HAa3BaHUE PA3IIUYHBIX 110 COJIEP’KAHUIO JOKYMEHTOB, [IEPECHUIAEMBIX 10
oYTe, KyphepoM, OCPeICTBOM (PaKCUMMIIBHOM CBS3U U T. 1.

r) OIMCHIBAET (PAKTHI OCHOBHOM JESITETHPHOCTH OPTaHU3AIMH WITH TIOTBEPIKIAET

CBEICHHSI OMOTpauIecKOro WK CIy)eOHOTo Xapakrepa
11. JIenmompou3BOACTBO — ACSITEIBHOCTD, 00ECTICUNBAIOIIIAS
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a) CUCTEMY XpaHEHUsl JOKYMEHTOB

0) oopMIIeHHE PEIICHHS YIIPABIEHYECKOTO BOIIpoca

B) JTOKYMEHTUPOBaHHE, JOKyMEHTO000POT, OTIEpaTUBHOE XPAaHEHUE U UCIIOJIb30BaHHE
JIOKYMEHTOB

r) OpraHHU3aIHI0 padOTHI ¢ JOKYMEHTaMHU
12. YOpuaudeckoit criioi o0aaaaroT

a) KCEpOKOITUS JOKYMEHTa

0) (dhoToKOIHS JOKYMEHTA

B) KOIIMSI IOKYMEHTa

T) TyOIuKaT TOKyMEHTA
13. PexBusut «HanMmeHoBaHUE BUAA JOKYMEHTa» O0(OPMIISETCS

a) Ha BCEX BHUJIaX IOKYMEHTOB, KpOMeE MHChbMa

0) Ha IIHChMax

B) Ha BCEX BUJIaX IOKYMEHTOB

r) Ha OPTaHU3AIMOHHBIX ¥ PACTIOPSAUTEIBHBIX JOKYMEHTAX
14. Pe3osronus BKIIOYaEeT B ceOs

a) (bamuTIM, THUIHAJIB! UCTIOJIHUTENICH, COJiepKaHne TIOPYIEHUSs], CPOK UCTIOTHEHUS,
MOJIHUCH U 1aTy

0) VMHUIHAAJIB! ¥ (DaMUIIAIO UCTIONHUTENS (MCIIOTHUTENEH ), TOpyYeHHE, TIOANNCH U ATy

B) MPUHSATOE TOJDKHOCTHBIM JIMIIOM pEIIeHUe, TOIUCh U JaTy

r) (bamuTuy, THUIHAIB! KCIIOTHUTENICH, COZepKaHue IMOPyIeHUs, MOIMUCH U 1aTy
15. [TopnuHHUK AOKYyMEHTa

a) KOIHS TOKYMEHTa, Ha KOTOPOH B COOTBETCTBUU C YCTAHOBIICHHBIM ITOPSIKOM
MIPOCTABJISIOT HEOOXOAUMBIE PEKBU3UTHI, TPUIAIOLINE €l FOPUINUECKYIO CHITY

0) JOKYMEHT, TIOJIHOCTBIO BOCTIPOU3BOSIINI HH(OPMAIIHMIO MOTMHHOTO JOKYMEHTA
BCE €r0 BHEIIHHUE MTPU3HAKU WIH YacTh UX, HE UMEIOIINH IOPUIMUYECKON CHIIBI

B) MIEPBBIN WM STUHCTBECHHBIN K3EMILISIP TOKYMEHTA

r) MTOBTOPHBIN AK3EMILISIP OPUTHHANA JOKYMEHTA, UMEIOIIUN IOPUANYECKYIO CUITY
16. Kakoii peKBU3UT (PEKBU3UTHI) HE BXOAUT B COCTaB (hOpMyJIsipa MIChMa, 32 HCKITIOYCHUEM
rapaHTUIHOTO

a) naTa

0) aapecat

B) 3aroJIOBOK K TEKCTY

r) HAaUMEHOBAHHE BHJIA TOKYMEHTA
17. O6bem 10KyMEHTO000pOTa — KOJIMYECTBO JOKYMEHTOB

a) MOCTYMUBIINX B OPraHU3AIIHIO 32 ONPEAEeTICHHBIN eprUo/

0) MOCTYNUBIIMX B OPTaHU3aLMIO U CO3/IAHHBIX €10 32 ONPEIEIECHHbBINA MEPHUO/T

B) OTIIPaBJICHHBIX OpraHU3aIuel 3a ONpeIeIeHHBIN epruo

r) CO3JJaHHBIX OpraHU3alueN 3a ONPEIEICHHBIN IepUoL

Br16path 1Ba 1 60J€e BEpHBIX OTBETOB
18. PexBu3uTHI cocTaBa popmylisipa MpHKa3a o OCHOBHOM JeSITeIbHOCTH

a) HaMMEHOBAaHME BUJIA IOKyMEHTa
0) OTTHCK TI€YaTH
B) MTOATHUCH
r) 3aroJIOBOK K TEKCTY
19. K nHpOpManmoHHO-CITPABOYHBIM JJOKYMEHTAaM OTHOCSTCS
a) aKT
0) 3aKITFOUCHUE
B) OTYET
r) cTaHAapT

VY cTaHOBUTH COOTBETCTBUE
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.

20. Opranu3aloHHO-PacOpsIIUTEeNbHbIE TOKyMEHTHI: 1-YcraB. 2-Pemenue. 3-Jlorosop. 4-
ITucemo.
a) 00001IeHHOE HAa3BaHUE PA3IMYHBIX MO COJIEPKAHUIO JOKYMEHTOB, IIEPEChIIAeMBbIX 10 MOUTE,
KypbepoM, ITOCPEACTBOM (haKCUMUIIBHOU CBSI3H U T.JI.

0) MPUHUMAETCS KOJUIETHAIbHBIMU M COBELIATEIbHBIME OpPTaHaMH OpTaHMU3alui B LEJSIX
pasperieHns Hanbosee BaXKHBIX BOIPOCOB UX AEATEILHOCTH

B) MPEJCTaBIsAET COOO COTIAalIeHne CTOPOH 00 YCTAaHOBJICHUU M PETYIHMPOBAHUH KAKHX-
1100 OTHOIIEHUH

r) oIpeeNseT npasa, QYHKIMH, CTPYKTYPY OpraHu3aluu B cepe rocy1apcTBEHHOMH,
KOMMEpPYECKOH MM OOIIECTBEHHON AEATEIbHOCTH

o Temamuxka KOHMPOALHBIX padOmM

CyIlHOCTh 1 OCHOBHOE Ha3Hau€HHE JTOKYMEHTALMOHHOIO 00ecreueHus! U JeI0NpPOU3BO/ICTBA B
COBPEMEHHBIX YCIOBHUSIX.

HopmartuBHo-1ipaBoBasi 0a3a JOKYMEHTAL[MIOHHOIO 00eCTIeYeHUs U 1eI0Ipon3BoIcTBa B PO.
Opranuzanys JOKYMEHTAlMOHHOIO  OOecleyeHus: W JEeJIONPOM3BOACTBA HAa  MallbIX
IPEeaIpUATHIX.

Crenuduka TOKYMEHTAIIMOHHOTO 00ECTICUSHHSI U AETOMTPOU3BOICTBA B TOPTOBBIX CETSX.
B03MOXHOCTH  WCIONIB30BAaHUS  COBPEMEHHOW  O(UCHOW TEXHHKHM B  ONTHUMH3ALUU
JOKYMEHTO000pOTa B OpraHU3aluu.

Bo3MOXHOCTH  HMCIIONB30BaHUS — CHEUUAIM3UPOBAHHBIX IpPOrpamMM Uil  OCYIIECTBIICHUS
JOKYMEHTAI[MOHHOTO0 000pOTa B COBPEMEHHBIX OPraHU3aLUX.

WcTtopusi craHOBiIEHUs M pa3BUTUS JTIOKYMEHTALMOHHOTO OOECHedeHus: U JEJIONPOU3BOJICTBA B
Poccun.

SI3BIK ¥ CTUJIB CITY’)KEOHBIX TOKYMEHTOB

B03M0OKHOCTH MCHOJIb30BaHUS METOJ0B MAaTEMaTUYECKOI'0 MOJAEIMPOBAHUSA JUIS ONTUMM3ALUU
JOKYMEHTO000pOTa Ha MPEATIPHUITHH.

Crnenuduka TOKyMEHTAIMOHHOTO 00ECIIeYeHNs U IeTI0NPOU3BOJICTBA B KaJIPOBBIX CITYXK0ax.
3apyOeKHBINM OMBIT OPTAHU3AIMN JOKYMEHTAIIMOHHOTO O0eCTIeYeHHS U JeIONPOU3BOICTRA.
[lepcnekTUBHBIE  HANpaBlI€HWsT B  Pa3BUTHUM  JIOKYMEHTALMOHHOTO  oOecreueHus |
JIeJIONPOU3BOJICTBA B MEHE)KMEHTE.

MeToab! ynopsiioueHust JOKyMEHTOO00pa30BaHUs B OpraHU3allly.

Hanpasnienusi coBepiieHCTBOBaHUS JOKYMEHTAIMOHHOTO 00€CNIeYeHNs U JeJIONPON3BOICTBA.
Opranu3anus JOKyMEHTAllUOHHOTO OOecreueHuss W JIeNONpPOM3BOJCTBA B TOPIOBBIX
OpraHu3alusIX.

Crnenuduka co3gaHus U OpraHu3alMyd padoThl CIYyXO JOKYMEHTAIMOHHOIO oOecreueHus U
JIEJIONPOU3BO/ICTBA B COBPEMEHHBIX OpraHU3aIUsX.

CoctaB M mnpenHa3HauYeHUE BHYTPEHHUX OPraHU3alMOHHO-PACIOPSAUTENbHBIX JOKYMEHTOB
OpraHM3alH 10 paboTe C MEPCOHATIOM.

[IpumeHeHrEe METOJOB COBPEMEHHOIO MEHEDKMEHTA B OpraHM3alMd JOKYMEHTALIMOHHOTO
o0ecrnieueHus 1 AeI0NpPOU3BO/ICTRA.

[IpuMeHeHHe rocy1apcTBEHHBIX CTaHJAPTOB B OpraHU3alllU JTOKYMEHTAlMOHHOTO 00eCcTeueH s
U JIETIOTPOU3BO/ICTBA.

Hcnonb3oBaHue 3apy0eKHOTO OIbITa B OpPraHMU3alldU JTOKYMEHTOOOOpOTa Ha POCCHUHCKHX
MPeNPUATHSIX.

XapakTepucTuKka CiayXObl JOKYMEHTAl[MOHHOIO OOecleyeHus U JIeNONpPOM3BOJCTBA Ha
KOHKPETHOM MpPeaNpHUsITHH (110 BBIOOPY CTYJEHTA).

AHanmu3 COCTOSHMS JIOKyMEHTAllMOHHOTO OOECIeYeHHs U JINONPOM3BOJCTBA B KOHKPETHOM
opranusanui (1o BeIOOpY CTYyJIEHTA).
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VII. METOANYECKHUE YKA3AHUSA U1 OBYYAIOIUXCA 110 OCBOEHHIO

TACIATLITAHBI (MOYJIST)

[Monoxxenue 06 nHTEpakTUBHBIX (hopmax oOyuenus (http://www.rea.ru)
[Tonosxenre 06 OpraHU3aIMKu CaMOCTOATEIbHOM paboThl cTyaentos (http://www.rea.ru)
[TosoKeHUe 0 PEHTHHTOBOM CUCTEME OIICHKH YCIIEBACMOCTH U Ka4eCTBa 3HAHHI CTYICHTOB

(http://www.rea.ru)

[Tonoxxenue 00 yueOHO-UCCIIeOBaTENLCKOM padoTe cryaeaToB B PI'EOY BO "PDY um. I'.B.
ITnexanosa" (http://www.rea.ru)

Buo yuebnuvix 3anamuii

Opeanuzayus oesmenbHOCmu cmyoeHma

Jlexyus

Hanucanue xoncnekma nexyuil: Kpamko, CXeMamudHo, NOCIe008aMeNbHO
Quxcuposams 0CHOBHBIE NONOIHCEHUS, 8bI800bL, POPMYIUPOBKU, 000OUIeHUsL,
nomMeyams  8AdCHbIE MBICIU, B6bI0ENAMb KIloUesble Cl08d, MEPMUHDBL.
IIposepxka mepmuHo8, NOHAMUL C NOMOWBIO SHYUKIONEOUU, closapell,
CNPABOYHUKOB C BbINUCLIBAHUEM MOaKosanuti ¢ mempadsb. Ob6o3Hauumo
60NPOCHL,  MEPMUHbI, MaAmepual, Komopwlli 6vi3vleaem mpyOHOCHU,
nomMemums U NONbIMAMbCs HAUMU OMeem 8 PeKoMeHOYeMOou aumepamype.
Ecnmu  camocmosmenvno me yoaemcs pazobpamvci 6 Mmamepuare,
HeobXooumo cgopmynruposams 60NPOC U 3a0amb npenooasamenio Ha
KOHCYIbMAyuy, HA  NPAKMUYeckom  3aHamuu. Yoemums  6HUMAHUE
CReOVIOWUM NOHAMUAM (nepeyucierHue NOHAmMuiL) u op.

Ilpaxkmuueckue
3auAMUs

IIpopabomka paboueil npocpammvl, yoeusss 0coboe SHUMAHUE YeNAM U
3a0auam, cmpykmype u cooepicanuro oucyuniunsl. Koncnekmuposanue
ucmounuxos. Paboma c KoHcnekmom JneKyuil, no020moeKa Omeemos K
KOHMPOTIbHLIM ~ 80NPOCAM, ~ NPOCMOMP — DEKOMEHOYeMOl  Iumepamypul,
paboma ¢ mexcmom (ykazamv mexcm u3 ucmounuxa u op.). Ilpocaywueanue
ayouo- u euoeosanucei NoO 3A0AHHOU meMe, peuleHue pacyemHo-
epaguueckux 3a0anuil, peuterue 3a0a4 o an2opummy u op.

Konmponvnas paboma /

3nakomcmeo ¢ OCHOBHOU U OONOIHUMENLHOU JUMepamypou, 6KIouas

UHOUBUOYATIbHBLE Cnpasounvie U30AHUSA, 3ApPYOedCHble UCMOYHUKU, KOHCHEKM OCHOBHBIX

3a0anusl NOJIOJNCEHULl, MEPMUHOB, CBEOeHUU, MPeOVIOWUXcs O0ns1 3aNnOMUHAHUS U
ABNAIOWUXCSL OCHOBONONazaowumu 6 smoi meme. Cocmasnenue aHHomayuti
K NPOYUMAHHBIM JUMEPAMYPHbIM UCTOYHUKAM U Op.

Occe Touck numepamypuvl u cocmasienue oubaUoZpaPuU, UCNONbL306AHUE OM 3 00

5 Hayunwix pabom, u3nodiceHue MHEHUS ABMOPO8 U CBOE20 CYIHCOEHUs NO
8bIOPAHHOMY ~ BONPOCY,  U3NONCEHUE OCHOBHBIX ACHEKMO8 NpoOLeMbl.
O3nakomMumucsi co cmpykmypou u opopmienuem scce (peghepama).

VI1I. METOINYECKHAE MATEPHAJIBLL,OMPEAEISIIOIINAE TTPOLETYPBI
OLIEHUBAHMSI 3HAHUI1L,YMEHUI, HABBIKOB U (M1J1A) OTNIBITA
JNESTEJIbHOCTU,XAPAKTEPU3YIOIINX DTAIBI ®OPMUPOBAHUS

KOMIIETEHIIUI

®opmupoBaHue 0aJIBHONM OLEHKH 0 AMCUHMILINHE «/lokyMeHTaninOHHOE 0o0ecneuyeHne u
AEJIONPOU3BOACTBO B MEHEI)KMEHTE OPraHu3 Al
B cootBercTBHM C «[lomokeHHEM O PEHTUHIOBOM CUCTEME OIIEHKHM YCIIEBA€MOCTH M KayecTBa
3HaHUU CTYIEHTOB B (peiepaibHOM TOCYJApPCTBEHHOM OIOKETHOM 00pa30oBaTENbHOM YUYPEKIACHHUH

BBICILIETO 00pa3oBaHUs

«Poccuiickuii sKOHOMHUYECKHH yHuUBepcuTeT uMeHH ['.B. [lmexanoBa»

pacripenienienue 0amioB, GOPMUPYIOIIUX PEHTUHTOBYIO OLIEHKY PabOThI CTYJIEHTAa, OCYLIECTBISAETCS

CJIETYIOIM 00pa3oM:
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Bunpr pabot MaxkcuMalIbHOE KOJIMYECTBO 0aJIOB
BrinonHenue yueOHbIX 3ajaHUi Ha ayJTUTOPHBIX 20
3aHATUAX
Texymmii 1 pyOeKHBINH KOHTPOIb 20
TBOpUeCKUil peUTHHT 20
IIpomexyrouHas arrecranus (3K3aMeH) 40
NTOI'O 100

1. Texkyumwuii u pyOeskHbIi KOHTPOJIb

Pacuyer 6ainioB 1o pe3ysibTaTaM TEKYIIETo U pPyOeKHOTO KOHTPOJIA B / CEMeCTpe:

HaumeHoBaHue pasaesa/

KoanuyecTBO

®opma ®opma npoBeaeHus
TeMbl, BBIHOCUMBIX HA 0aJl10B,
KOHTPOJIA KOHTPOJIsA
KOHTPOJIb MAaKCHMAJIbHO
Tema 1. IIpaBoBoe u ITuceMeHnHBIN onpoc 0,5
HOPMAaTHUBHO-METOJUYECKOE [IucebmenHoe nomaniHee 05
obecrieueHue paboThI C 3a/1aHKe 10
JOKYMEHTaMU B MEHEJI)KMEHTE Keiic-3agaua 05
TOPIrOBOU OpraHu3aluu Juckyccus
Tema 2. OOmias xapaktepuctuka | [InceMenHbii onpoc 0,5
YIIPABJICHYECKUX JOKYMEHTOB B | [IMCBMCHHOC oMaMHCe 05
o 3a1aHuC
TOProBOM OpraHU3aluu Kefic-3anaqa 1.0
Juckyccus 0,5
Tema 3. CocraBienue u IIncpmenHblii onpoc 05
0(hOpMIICHHE TOKYMCHTOB B ITnceMeHHOE TOMAaIIHEE 0,5
MEHEPKMEHTE TOPrOBOU Sananme
a p Keiic-3amaua 1,0
OpraHusanun Jluckyceus 0,5
Tema 4. OpFaHI/I3aHI/I$I [TuceMeHHBIN onpoc 0,5
JIOKYMEHTOO00POTa, XPAHEHHs 1 | | IMICPMEHHOE JlomanHee 0.5
i 3a/1aHke
1. Texymmii u UCIIOJIb30BaHUs JOKYMEHTOB B K’Hv
6eKHEIIH N elic-3amaua 1,0
py' TOProOBOM OpraHU3aluu Jluckyceus 05
KOHTpPOJIb, B T.4. =
OHTPOIIB, Tema 5. [1enonpoun3BoacTBO B IInceMeHHBIN onpoc 0,5
KaJIpOBOH city:x0e [IncemenHoe nomaniHee 05
3a/1aHKE 10
Keiic-3anaua 05
Huckyccus
Tewma 6. [MuceMeHHBIN onpoc 0,5
Opranuzanus AesiTenbHOCTH Iucbmennoe fomantee 0,5
3a/laHueC
ZINONPON3BO/ICTBEHHEIX CIIyx0 Kefic-3azaua 10
B TOPrOBOM OpraHU3aluu JlHcKycens 05
JlemoBast urpa 1,0
Tema 7. CoBeplIeHCTBOBaHNE IIncpmenHblii onpoc 0,5
JIOKYMEHTAIIHOHHOTO [TuceMeHHOE JOMaIHee 0,5
3aaHne
o0ecrieyeHns ynpaBlIeHUs U Kefic-3anaua 1.0
ACJIOIMPOU3BOJACTBA Juckyccus 0,5
Py0exHblif KOHTPOIb Tect 1,5
HUTOTO 20

2. TBopYecKuii peHTHHT
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Pacnipenencaue 06aioB OCYIIECTBISAETCS MO PEIICHUI0 METOAMYCCKONW KOMHCCHHU Kadeapsl U
pe3ysbTaT pachpeieicHuss 0asioB 3a COOTBETCTBYIOIIME BHUIbI pabOT MPEACTABISIOTCS B BHUJIC
CIIeTyIOIIeH TaOIUIThL:

KoaunugecTBoO
HaumeHnoBaHue pa3iesia/ TeMbl JUCHHIJIHHBI Bux padorsl
0aJJ10B
Tema 1. [IpezenTanus 2
[IpaBoBOE 1 HOPMATUBHO-METOANYECKOE Occe 3

obecneyeHne pa6OTBI C IOKYMCHTaMHU B
MCHCIP)KMCHTC TOpI‘OBOfI OopraHu3alun

Tema 2. [IpezenTanus 2
OO0111as1 XapaKTepUCTHKA YIIPABICHYECKUX
JJOKYMEHTOB B TOPIOBOM OpraHu3aluu

Tewma 3. [Ipesenranus 2
CocraBnenue 1 0opMIICHUE TOKYMEHTOB B
MCHCIXKMCHTC TOpFOBOﬁ OopraHru3aln

Tema 4. [Ipe3enTanus 2
Opranu3zanus T0KyMeHTO000pOTa, XpaHESHUS U
HCIOJIb30BaHUs JOKYMEHTOB B TOPTrOBOM

OpraHu3aluu
Tema 5. JlenonpousBoJICTBO B KaJAPOBOI CiIyx0e [Ipe3enTanus 2
Tewma 6. [Ipesenrtanus 2

Opranuzanus AesTeIbHOCTH
JIEJIONPOU3BOJCTBEHHBIX CIIYKO B TOPrOBOM

OpraHu3aIu

Tema 7. CoBepIICeHCTBOBaHUE IOKYMEHTAIIMOHHOTO [TpesenTanus 2

obecrieueHus yrpaBiaeHHUs U ACJIONPOU3BOACTBA Occe 3
UTOro 20

3. IIpome:kyTouHasi aTTecTALMSA

3ayer Mo pe3yabTaTaM HM3y4eHHUs yueOHOH AMCHUIUIMHBI «JlOKyMEHTallMOHHOE oOeclieueHue U
J€TOIPON3BOJICTBO B MEHE/DKMEHTE OpraHM3allih» B 7 CEMECTPE OCYIIECTBISIETCS MUCHbMEHHO I10
3a4eTHbIM OWJieTaM, BKJIIOYAIOIIMM JIBa TEOPETUYECKUX M OJHUH MpakTHYeckuil Bompoc. OleHka 1o
pe3yabpTaTaM 3adeTa BHICTABISIETCS MO CIEAYIONIM KPUTEPHUSIM:

e [IPaBUJIBHBIN OTBET Ha MepBbIi Borpoc — 15 0.;

e [IPaBUJIBHBIN OTBET Ha BTOPOi Bompoc — 15 6.;

e [paBUIIbHOE pereHue 3agauu — 10 0.

B cjIyda€ 4YaCTHUYHO IIPaBHUJIBHOTO OTBE€TAa HA BOIPOC HWIM PCIOCHUE 3adadyd, CTYACHTY
HaYUCIACTCA OMPCACIIICMOC IIPCIIOAaBaTCIICM KOJIUYCCTBO 0aJios.

HToroBslii 62111 hopMupyeTcsi CyMMHpPOBaHHEM OAIlJIOB 32 MPOMEKYTOYHYIO aTTECTAIHI0 U
OanyoB, HaOpaHHBIX mepen arrectanued. [lpuBeneHue cymmapHOW Oa/UTPHOM OIEHKH K

4eThIpex0aIbHON 1IKaIe IPOU3BOIUTCS CIETYIOIUM 00pa3oM:

IMoka3aTeu M KpUTEPUM OlLIEHMBAHUS TJIAHUPYEMBbIX Pe3y/IbTATOB OCBOECHUSI KOMIETEHUMIA U
pe3yabTaToB 00y4eHusl, IKAJIA OLleHUBAHUS
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100-
oaJlIbHAS
cucremMa
OIlEHKH

TpaauuuonHasi
YyeThIpex0aILHAs
CHCTEMA OLlEeHKH

dopmMupyemblie
KOMIIeTeHIIHH

(MHAUKATOPBI

KOMIIeTECHIM )

Kpurepun oueHuBanus

85 -100
OaJUI0B

«OTJIMYHO»

[1K-8

3HaeT BEPHO U B MOJIHOM 00beMe:

MpaBuia JOKYMEHTAIBHOTO 0(OpMIICHUS
PELICHUI B yIIPABJICHUU ONEPAIMOHHOMN
(IpOU3BOACTBEHHOI) NEATENBHOCTH
OpraHu3anuy Ipyu BHEAPEHUU
TEXHOJIOTHYECKUX, MPOJTYKTOBBIX HHHOBAIUI
WU OpraHU3allMOHHBIX U3MEHEHUN

'YMeeT BepHO U B NIOJTHOM 00beMe:
ITOKYMEHTaIbHO OPOPMIISITH PEIICHHUS B
YIIPABJICHUH OIIEPALlMOHHOMN
(IpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpraHu3aIuy Ipyu BHEAPEHUU
TEXHOJIOTMYECKUX, MPOJAYKTOBBIX HHHOBAIUI
WJTH OpraHU3alMOHHBIX U3MEHEHUN

Baianeer HaBbIKAMU BEPHO M B NOJIHOM
o0beme:

HABBIKAMU JIOKYMEHTAJILHOTO O(opMIIeHus
[PELICHUI B YIIPABJIECHUH ONEPALIMOHHOMN
(TpOU3BOICTBEHHOIN ) NESATENbHOCTH
OpraHu3aIuy Ipyu BHEAPEHUU
TEXHOJIOTMYECKUX, MPOJAYKTOBBIX HHHOBAIUI
MJTH OPTaHU3alMOHHBIX U3MEHEHUN

[1K-20

3HaeT BEpHO U B MIOJIHOM O0beMme:

BUJbI OPTaHHU3alMOHHBIX U PACIIOPAAUTCIIBHBIX
ITOKYMEHTOB, HEOOXOUMBIX ISl CO3JJaHH
HOBBIX IIPEAIIPUHUMATEIBCKUX CTPYKTYD
'YMeeT BepHO M B IOJTHOM o0beme:

COTOBUTH OPraHU3allMOHHBIC 1
pacTopsAUTENbHbIE JOKYMEHTBI, HEOOXOIUMbIE
JI1 CO3AaHMs HOBBIX ITPEANTPHUHUMATCIIBCKUX
CTPYKTYp

Baaneer HaBbIKaMU BEPHO M B NMOJHOM
o0beme:

HaBbIKaMU IMOATOTOBKH OPraHU3allMOHHBIX U
pacTOpSAUTEIbHBIX TOKYMEHTOB, HEOOXOMMBIX
JI1 CO3AaHMs HOBBIX ITPEANTPHUHUMATCIIBCKUX

CTPYKTYD

70-84
OaJIOB

«XOopouIo»

I1K-8

3HaeT ¢ He3HAYMTEJIbHBIMYU 3aMEeYAHUSIMU:
MpaBuja JOKYMEHTATLHOTO 0(OPMIICHUS
[PEICHUI B YIIPABJIECHUH ONEPALIMOHHOMN
(TpOU3BOICTBEHHOI ) IEATENLHOCTH
OpraHU3aly TPU BHEIPEHUHN
TEXHOJOTUYECKUX, TPOAYKTOBBIX HHHOBALIUI
WA OPTaHU3ALMOHHBIX U3MEHEHU I

'YMeeT ¢ He3HAYUTEJIbHBIMH 3aMeYaHUAMMU:
IMTOKYMEHTAITHHO O(DOPMIISITH PEIICHHUS B
YIIPABJICHUH ONEPALMOHHON

(IpOU3BOICTBEHHOI) NESATENBHOCTH
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OpraHu3aIluy MIPH BHEIPESHUH
TEXHOJIOTUYECKUX, TPOAYKTOBBIX HHHOBAIUI
VUTA OPTaHU3AIMOHHBIX W3MEHEHHI

BiiaseeT HABbIKAMH ¢ He3HAYHMTEIbHBIMU
3aMeYaHUsIMH: HaBbIKAMH JJOKYMEHTAIBHOTO
oopMIIeHHS PELICHU B YIPABICHUN
OTIepaIIMOHHON (TIPOU3BOICTBEHHOM )
MEesITeILHOCTH OPTaHNU3aLUH TIPH BHEIAPESHUH
TEXHOJIOTUYECKUX, TPOAYKTOBBIX HHHOBAIUH
VUIA OPTaHU3AIMOHHBIX W3MEHEHH

[1K-20

3HaeT ¢ He3HAYUTEJIbHBIMH 3aMEYAHUSIMU:
BU/Ibl OPraHU3ALMOHHBIX U PAaCIOPAIUTEIIbHBIX
ITOKYMEHTOB, HEOOXOMMBIX AJIS CO3aHUs
HOBBIX MPEAIPUHUMATEIIBCKUX CTPYKTYP
YMeeT ¢ He3HAYMTEJIbHBIMH 3aMeYaAHUSIMU:
rOTOBUTH OPraHU3aLMOHHbIE U
pacropsAuTeIbHbIE JOKYMEHTbI, HEOOXO0AUMBIE
ISl CO3JaHUS] HOBBIX MTPEANPUHUMATEIbCKUX
CTPYKTYp

Bianeer HAaBbIKAMH € HE3HAYUTEIbHBIMHA
3aMe4aHUsIMHU: HaBbIKAMH ITOATOTOBKH
OpraHU3alMOHHBIX U PACIOPSAIUTEIbHbBIX
ITOKYMEHTOB, HEOOXOIUMBIX JJISi CO3aHUs
HOBBIX NPEANPUHUMATEIIBCKUX CTPYKTYP

50 - 69
OaJUIOB

«YIOBJIETBOPU-
TEJILHO»

I1K-8

3HaeT Ha 0a30BOM ypOBHeE, ¢ OIIMOKAMMU:
MpaBuia JOKYMEHTAIBHOTO 0(OPMIICHUS
[pEIEHUI B yIIPABICHUH ONEPAlMOHHON
(TpOM3BOICTBEHHOMN ) AEATEIHHOCTH
OpraHu3aly Ipyu BHEAPEHUN
TEXHOJOTUYECKUX, TPOAYKTOBBIX NHHOBALIUN
MJIM OpraHU3alMOHHBIX U3MEHEHUN

'YMmeer Ha 6a30BOM YPOBHE, C OIIMOKAMM:
ITOKYMEHTaIbHO 0(OPMIIATh PELICHUS B
YIIPaBJICHUH ONEPAIMOHHON
(TpOM3BOICTBEHHOMN) 1eATENLHOCTH
OpraHU3aly IPU BHEAPEHUU
TEXHOJIOTHYECKUX, MPOAYKTOBBIX HHHOBAIUI
VJTH OpraHU3allMOHHBIX U3MEHEHUN

Baaneer Ha 6a30BOM ypOBHe, ¢ OIIMOKAMU:
HaBbIKaMU JIOKYMEHTAJILHOTO 0(hOpMIIEHUS
[PELLIECHUI B yIIPaBJICHUH ONEPAlMOHHON
(TIpOM3BOICTBEHHOMN ) JAEATEIHHOCTH
OpraHu3aly Ipyu BHEAPEHUU
TEXHOJOTHYECKHX, MPOJTYKTOBBIX NHHOBALIUN
MJTM OpraHU3allMOHHBIX U3MEHEHUN

I1K-20

3HaeT Ha 0a30BOM YPOBHE, ¢ OLIMOKAMHU:
BU/IbI OPTaHU3AIMOHHBIX U PACTIOPSTUTEIBHBIX
MMOKYMCHTOB, HGO6XO)II/IMBIX JJ1s1 CO31aHUS
HOBBIX MPEANPUHUMATENBCKUX CTPYKTYP
'YMmeer Ha 6a30BOM YPOBHE, C OIIMOKAMM:
TOTOBUTH OPTaHU3AIMOHHBIE 1

PacCopAaUTCIbHBIC TOKYMCHTEI, HGO6XO)II/IMI)IG
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TSI CO3aHUS HOBBIX MTPENNPUHUMATETbCKUX
CTPYKTYp

Bianeer Ha 6a30BOM ypoBHe, ¢ OIIMOKAMM:
HaBbIKaMHU IMOATOTOBKH OPraHU3allMOHHBIX U
PaCOPSAUTEIbHBIX TOKYMEHTOB, HEOOXOJUMBIX
JI CO3aaHrA HOBBIX IMPECANTPUHUMATCIIBCKHUX

CTPYKTYP

menee 50
OaJIOB

«HEYHOOBJICTBOPU-
TCIIBHO»

I1K-8

He 3naeT Ha 6a30BOM ypoBHe:

MpaBuia JOKYMEHTAIBHOTO 0popMIIeHUs
[PELICHUI B YIIPABJIECHUH ONEPALIMOHHOMN
(IpOM3BOICTBEHHOM ) ACATEIHHOCTH
OpraHu3aluy Ipyu BHEAPECHUU
TEXHOJIOTMYECKUX, POAYKTOBBIX MHHOBALIUI
MJTU OpraHU3alMOHHBIX U3MEHEHUN

He yMeeT Ha 6a30BOM ypOBHe:
ITOKYMEHTaIBHO 0()OPMIIATH PELICHUS B
YIIPaBJICHUH OIEpallMOHHOMN
(IpOU3BOICTBEHHOI) JEATENBHOCTH
OpraHu3alyu Ipyu BHEAPEHUU
TEXHOJIOTHYECKUX, MPOTYKTOBBIX HHHOBAITUI
MJIM OpraHU3alMOHHBIX U3MEHEHUN

He Bi1asgeer Ha 6a30BOM ypoBHe:
HABBIKAMU JIOKYMEHTAJILHOTO 0(hOpMIICHUS
[PELIECHUI B YIIPABJIECHUH ONEPALIMOHHOMN
(pOU3BOICTBEHHOIN ) NESATENbHOCTH
OpraHu3aIuy Ipyu BHEAPEHUU
TEXHOJIOTMYECKUX, MPOJAYKTOBBIX HHHOBAIUI
MJTH OPTaHU3alMOHHBIX U3MEHEHUN

[1K-20

He 3naer Ha 6a30BOM ypoBHe:

BUJIbI OPTaHHU3allMOHHBIX U PACIIOPAANTCIIbHBIX
ITOKYMEHTOB, HEOOXOIMMBIX JJISl CO3IaHUs
HOBBIX IIPEAIIPUHUMATEIBCKUX CTPYKTYP

He ymeer Ha 0a30BOM ypoBHe:

COTOBUTH OPraHU3allMOHHBIC 1
pacropsAuTeIbHbIE TOKYMEHTbI, HEOOXOAUMBIE
JI1 CO3AaHU HOBBIX ITPEATTPHUHUMATCIIBCKUX
CTPYKTYp

He Bi1ageer Ha 0a30BOM ypOBHe:

HAaBBIKAMU TIOJrOTOBKU OPTaHU3AaLMOHHBIX U
PaCoOpAAUTCIbHBIX JOKYMCHTOB, HGO6XOI[I/IMI)IX
TSl CO3JaHUS HOBBIX ITPEANTPUHUMATEIbCKUX

CTPYKTYD
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Ipunoxenne 1

IIpumep 3auemnozo dunema

MuHuCTEpCTBO HayKU U BhIcLero oopasosanus Poccuiickoit deneparun
(benepanbHOE TOCYAAPCTBEHHOE OIOIKETHOE 00pa30BATEIBHOE YUPEKACHUE

BBICILIET0 00pa30BaHuUs

“Poccuiickuii s)koHOMHYeCKU yHUBepcuTeT nMeHu ['.B. [1nexanosa”

[TepMmckuit HHCTUTYT (unmran)
®dakynbTeT MeHeKMeHTa

Kadenpa TexHonoruu nutanvs U MEHEKMEHTA

BIWJIET Ne 1

110 JUCHUIIJIIMHEC ((I[OKYMCHTaHI/IOHHOC obecIieueHue u ACIOIPOU3BOJACTBO B MECHEIXKMCHTC

OpraHu3alumny
Hamnpasnenue «MeHeTKMEHT
[Ipoduns «MeHeIKMEHT OpraHu3aIuu»

1. Knaccudukanus J0KyMEHTOB. I1K-8, I[1IK-20
2. PaGora ¢ BXOQSMIMMH JOKYMEHTAaMU OpTraHu3alllu. I1K-8, I[1IK-20
3amaga: CocrtaBbTe  KpaTKWii  TPOTOKON  mpousBojcTBeHHoro | [1K-8, [TK-20
COBEIIAHUS OTJella MapKeTHHra IO BOMPOCY BHEAPEHUS HOBBIX

pa3zpaboTok. OTpa3uTe pe3yiabTaThl TOJOCOBAHHUS U 3aKPEILICHUE
COOTBETCTBYIOIIETO PEIICHUSI.

YTBEpKICHO Ha 3aceqaHuu Kadeapbl «_ » 201__ ropa, mporokos Ne

3aBeaytomuii kadeapoit

(momucsk)
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KapTa 00ecne4eHHOCTH AUCHHUIIINHBI «I[OKyMeHTaIII/IOHHOG odecrneueHue ACJTONMPOU3BOACTBO B MECHEAKMEHTEC OPraHu3sanumn

Kadenpa MenemxmenTa u mpasa

OIIOII BO no nanpasnenuto noarorosku 38.03.02 MEHE/[DKMEHT,
HarnpaBJIeHHOCTh (11po¢puiib) «MeHEeHKMEHT OpraHu3alum
YpoBeHb OATOTOBKM NPUKJIAJHOMN OakamaBpuar

Y4eOHbIMHU M3IAHUSMHU U HHBIMH HHPOPMALIMOHHO-0MOJIMOTEYHBIMH pecypcamMu

Bubmmoreka [Tepmckoro
uHCcTHTYTA (prmana) POY um

KomndgecTBo

TToka3arens 00€CIICUEHHOCTH

X [.B. [IiexanoBa SK3EMILIAPOB Ha Yucnen- =CleﬂeHTOB JII/ITepaT}:/)p];)éIZ'
/'H HaunmenoBanue, aBTop BrixoaHble TaHHBIE KOJIMYECTBO kadenpe (B HOCTB (pu HamM 1MW B );
I Hanuuue B ObC CTYJCHTOB WIN
MeYaTHBIX nabopaTopun) _
(ma/uer), () (aen.) =(kosoHKa 4/ KonoHKa 7) (mpu
3K36(1\14;Tﬂ;[p03 nassanue DBC ' orcyrcteun B OBC)
OcHoBHasi IuTEpaTypa
1. | JlokyMeHTalloHHOe M.: HIH®PA-M, 2017. — 304
obecrieueHre yrpaBICHHS c. — ISBN 978-5-16-004805-5 na,
(1eronpor3BOJICTBO): ObC
VYuebHoe mocooue / T.A. X «ZNANIUM» X X 10
brikoBa, T.B. Ky3Hnenosa,
JI.B. Cankuna
2. | Jenonpou3BOACTBO: M.: PUOP, UH®OPA-M, 2016. a
JIOKYMEHTAIMOHHOE - 112 ¢. - ISBN 978-5-369- BHBEJ
obecnieuenue ympasnenus: | 01054-9 X «ZNANIUM> X X 1,0
VYuebHoe mocodue /
Ilanacenko 1O.A.
3. | demonpoun3BoaCTBO. Pocros-u//1: ®ennkc, 2014. — N
JloxymeHTanmoHHOe 376 c. — ISBN 978-5-222- I;IB’C
obecnieuenue ynpasieaus: | 23063-3 X X X 1,0
«ZNANIUM»
yuebHuk / bacakos M.U.,
3amrinkosa O.U.
JlonotHUTE/ILHAS JIUTEPaTypa
1. | Kypc nenomnpoun3BoacTsa: M.: HUII Uudpa-M, 2014. — % na, X % 10
JIOKYMEHTAIMOHHOE 256 c. - ISBN 978-5-16- ObC ’




oOecrieueHue yrnpaBaeHUs:
VYuebHoe nocodue /
Kupcanosa M.B., AkceHoB

006789-6

«ZNANIUM>»

IO.M.

2. | CoBpemenHOE M.: HULl UH®PA-M, 2014. - Ia,
JIEJIONIPOU3BOICTBO: 312 c. ISBN 978-5-16-004491- 9bC 10
VYyebnoe nocobue / 0 «ZNANIUM)» :
Kupcanosa M.B.

3. | JemonpounsBoaCTBO: M.: UT/J] Jamxkos u K, 2010.- Ia,
Y4eOHOo-cIpaBOYHOE 460 c. — ISBN 978-5-394- OBC
nocob6ue / Kysuemnos N.H. 01981-4 «Biblio- 1,0

online.ruy»

4. | Jenonpou3BOJCTBO U M.:COJIOH-IIp., 2013. - 424 na,
cekperapckas paboTa Ha c. - ISBN 978-5-91359-109-8 9bC
NIEPCOHATBHOM «Biblio- 1,0
KOMITbIOTEpE: YueOHOe online.ru»

rmocodue / ITomos C.JI.

3aB. kadenpoit
05 urons 2018r.
CoracoBano:
:'/I :

3aB. OUOIIMOTEKON
05 nrous 2018r.

/[lonromnonos E.M./

/JIrobumosa JI.b./
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