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AHHOTanms pabodeil mporpaMMbl TUCITUTUTHHBI

Llenbto yueOHOM AMCHMITINHBI «JlOKyMEHTallMOHHOE OOecriedeHne U JAEJONPOU3BOJACTBO B
MEHE/KMEHTE OpraHu3aluh» SIBISETCS OCBOEHUE CTYJEHTAMU TEOPETUYECKUX 3HAHUM TIO0
JOKYMEHTUPOBAHUIO  YNPABICHYECKOM JIEATEIBHOCTH B COOTBETCTBHUM C  CYHIECTBYIOLIUMH
TpeOOBaHUSMU TOCYAAPCTBEHHBIX CTAHIAPTOB, 03HAKOMIICHHE C TPAKTHKOW pabOThI C JOKyMEHTAMHU
B YUPEKICHUSAX, TOPIOBBIX OPraHU3aLMIX U HA IPEANPUATHSIX.

OCHOBHBIMH 33a/lauaMH U3Y4Y€HHUs] Kypca B COOTBETCTBUU C TpeOOBaHUAMU (eaepaibHOTO
rocyJapCTBEHHOTO 00pa30BaTeIbHOTO CTaHapTa BBICIIETO 00pa30BaHUs, IBISIOTCSA:

1. [Tpuobperenue cTyneHTaMH TEOPETUYECKHX 3HAHUM B 00JACTH JOKYMEHTAIMOHHOTO
o0ecrnieueHus 1 AeTONpPOU3BOACTBA.

2. OBnazeHne CHEUUAIBHOW TEpMHUHOJOTMEH B  00JacTH  JIOKyMEHTAIlMOHHOTO
o0ecrnieueHus 1 AeTONpPOU3BOACTBA.

3. [Tpuobperenne HaBHIKOB O()OPMIICHHUS PA3IMYHBIX BUAOB CIYKEOHBIX TOKYMEHTOB IO
YCTaHOBJIEHHBIM T'OCY/IapCTBEHHBIMU CTaHIapTaMH TPEOOBaHUSIM.

4. O3HaKkoOMJICHME C OCHOBHBIMH  COBPEMEHHBIMH  TEXHOJIOTHSIMH  palbOThl €
JNOKYMEHTaMHU.

5. Pa3BuTh €caMOCTOATENBHOCTh MBILUICHUS M TBOPYECKHUM IOAXOJ NPU OpraHU3ALUU

paboThI C TOKYMEHTaMH.

PabGouass mporpamma  cocTaBieHa Ha  OCHOBaHMH  DelepallbHOTO  TOCYJapCTBEHHOTO
obpazoBarenbHoro crangapra ®I'OC BO no vanpasiennto 38.03.02 Meneodscmenm
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JononEsHEA H HSMSHSHH A EHECSHHEE B palouyie IpoTpaMMy, VIESDKOSHE Ha 3aCe DaHHH
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I. OPTAHU3AIIMOHHO-METOJMYECKHAI PA3JIEJ

Ienv oucyunaunwl

Llenbto yueOHOM AMCHMITINHBI «JlOKyMEHTAllMOHHOE OOecliedeHne U JAEJONPOU3BOJCTBO B
MEHE/DKMEHTE OpPTaHM3alMU» SIBISETCS OCBOCHHE OOYYAIOIIMMHUCA TEOPETHUECKUX 3HAHUU 110
JOKYMEHTUPOBAHUIO  YIPABICHYECKOM JIEATEIBHOCTH B COOTBETCTBHM C  CYHIECTBYIOIIUMH
TpeOOBaHUSMU TOCYAAPCTBEHHBIX CTAaHIAPTOB, 03HAKOMJICHHE C TPAKTHKOW pabOThI C JOKyMEHTaMHU
B YUPEKIECHUSAX, TOPIOBBIX OPraHU3aLUIX U HA IPEANPUATHSIX.

Yuyeonwie 3a0auu oucuunnunvt

3amayaMy JUCLIUILUIMHEI SIBIISTFOTCS:

6. [TpuoOperenne  OO0y4YarOUTUMUCS TEOPEeTUYECKNX  3HaHWH B oOmactu
JOKYMEHTAIMOHHOTO 00€CTIeYeHHs U 1€JI0POU3BOICTBA.

7. OBnazieHne CHEUUAIBHOW TEpMHUHOJOTMEH B 00JacTH  JIOKyMEHTAIlMOHHOTO
obecreyeHus U 1e10IpOr3BOICTBA.

8. [Tpuobperenne HaBHIKOB O(hOPMIICHHUS PA3TUYHBIX BUAOB CIYKEOHBIX TOKYMEHTOB IO
YCTaHOBJIEHHBIM F'OCY1apCTBEHHBIMU CTaHIAPTAMU TPEOOBAHUSM.

9. O3HaKOMJICHME C OCHOBHBIMH  COBPEMEHHBIMH  TEXHOJIOTHUSIMH  pabOThl ¢
JOKYMEHTaMH.

10. Pa3BUTh CaMOCTOSTETHLHOCTh MBIIUICHUS M TBOPUYECKUH IMOIXOJ MPHU OpTraHU3aLNH

paboThI C TOKYMEHTaMHU.

Mecmo oucuyunaunvt ¢ cmpykmype OIIOII BO (ocnoenoii npogheccuonanvnoil 0opazoeamenbHoil
npoOZpammul 8bicuiezo 00pa306aHu)

HucuummuHa  «/{okyMeHTalmoHHOe oOOecreueHre ¥ JICJIONPOM3BOJACTBO B MCHEIKMEHTE
OpraHM3alMN» OTHOCUTCS K BapHaTUBHON YacTh (aKyIbTaTUBHBIX JUCIUILIMH y4eOHOTO IUIaHa.

O0beM TMCHMIJIMHBI M BUABI Y4e0HOH padoThI

Bcero yacos no gopmam o0yueHust

IToxka3arean o0bemMa JAUCHHUILIMHBI
OuHaA | 3404HaAn | YCKOpernHan

O0BeM QUCIUILINHEI B 3a4ETHBIX €IUHULIAX 13ET
O0BeM QUCIAIUINHEL B Yacax 36
KonTaktHasg pabora 00yJaromuxcs ¢ IpernoaaBaTeieM
p YHatom penol 14 4,25 4,25

(o BuaM y4eOHBIX 3aHATHI) (BCETO)

O6beM ayTuTOpHOI paboThI (BCero) 12 4 4

B TOM YHUCJIC:

e JIEKIUU 6 2 2
e ;1a00paTOpHBIC 3aHATHUS
® [IPAKTUYCCKUEC 3aHATHUS 6 2 2
KonTakTHas paboTta mmo npom. aTTecTaluu )
(Karr)

KonrtakTHas paboTa mo mpomMexyToqHOM

0,25 0,25
arrectanuu B ceccuu (Karrek)

CamocTosTenbHas pabora (Bcero) 22 31,75 31,75

B TOM YHCIJIC:

e camocrosiTenbHas pabora B cemectpe (CP) 22 28 28
® caMoCTOsTeNIbHAs paboTa B Mep. IK3.CECCUU 375 375
(KonTposin) ’ ’

I[I/ICI_II/IH.HI/IHa OCHOBABIBACTCA HAa 3HAHUN CJIG,Z[yIOH_II/IX JOUCLUIIIINH:
b1.5.05 JlenoBbie KOMMYHUKALIUH;




b1.5.06 IIpaBo;

b1.5.10.01 Teopust MEHEAKMEHTA;

b1.B.03 Bgenenue B mnpodeccuro: OCHOBB MNpPO(ECCHOHATBHONW NEATENbHOCTU U
OpraHM3alus HAy4YHO-UCCIEJ0BATEIbCKOW pabOTHI.

JUis  yCHENIHOTO  OCBOGHHUS  JUCHUIUIMHBL  «J[OKYMEHTallMOHHOE  OOeclieyeHne |
JIEIONTPOU3BOJICTBO B MEHE/DKMEHTE OpPTraHU3aIiiy», CTYECHT JOJIKEH:

1. 3HaTh: OCHOBHl KOMMYHHMKAIlMM B YCTHOW M NHCbMEHHOH (OpMax Ha PYCCKOM U
MHOCTPAaHHOM  s3bIKaX Ui pELIeHHs 3aJad MEKIMYHOCTHOIO M MEXKYJIbTYpPHOIO
B3aUMOJCICTBUS; OCHOBHBIE HOPMAaTUBHbIE U  IIPaBOBBIE  JIOKYMEHTBI B  CBOEH
npopeCCUOHATIBHON  AEATENIBHOCTH; TOAXOAbl K IPOEKTUPOBAHMIO  OPraHHU3aLMOHHBIX
CTPYKTYp; CTpaTerHH yIpaBJICHUS 4eloBeuecKUMH pecypcamu opranuzanuii (OK-4; OIIK-1;
OIIK-3).

2. YMeTh: OCYIIECTBIIATH JIEIOBOE OOIIEHUE U IMyOIMYHBIE BBICTYIUICHUS, BECTH TIEPETOBOPHI,
COBEIIAHUS, OCYLIECTBIATh  [JEJIOBYIO IEPEeNuCKy M MOAJIEPKHBATH  AIIEKTPOHHbBIE
KOMMYHMKAIlMU; pPACHpelNeisiTh M  JEJIerupoBaTh IOJHOMOYMS C  YYETOM JIMYHOM
OTBETCTBEHHOCTHU 33 OCYLIECTBIISIEMbIE MEPOIIPUATHUS; TOITAITHO KOHTPOJIUPOBATH PEATTU3ALMIO
OM3HEC-TNIAHOB M YCIIOBHMM 3aKIJII0YaeMbIX COTJIAIICHHH, JOTOBOPOB M KOHTPAKTOB, YMEHUEM
KOOPAMHUPOBATh JEATEIbHOCTh UCIOIHUTENEN C MOMOIIBIO METOJUYECKOr0 HHCTPYMEHTapHs
peanu3aiy yrnpaBleHUYECKUX peIIeHHH B 00JacTH (YHKIMOHAJIBHOTO MEHEDKMEHTa s
JOCTHKEHHUSI BBICOKOW COTJIACOBAaHHOCTH IIPU BBINOJIHEHUM KOHKPETHBIX MPOEKTOB U PaboT
(OIIK-3; OIIK-4; IIK-7).

3. Buaagerb: CHOCOOHOCTBIO K CaMOOpraHM3allid M €caMOOOpa30BAHUIO; yYMEHUEM
KOOPJAMHHUPOBATh AEATEIbHOCTh UCIOIHUTENEH C MOMOIIBI0O METOJANYECKOT0 MHCTPYMEHTApHUSI
peanu3any yrnpaBJIeHYECKUX peIleHUH B 00JacTH ()YHKIMOHAJIBHOTO MEHEDKMEHTa IJIs
JTOCTHIKEHUSI BBICOKOW COTJIACOBAHHOCTH TIPU BBINOJIHEHHUH KOHKPETHBIX NPOEKTOB U PaboT

(OK-6; TIK-7).

N3ydyenne muCHUIUIMHBI «J{OKYMEHTallMOHHOE OOECTeYeHHE U JIeJIOMPOU3BOJCTBO B MEHEIKMEHTE
OpraHU3aInn») HEOOXOAUMO JUTS AATBHEHINET0 N3YUYeHUS TAKUX JUCIUILTIH, KaK:

b2.B.03 (I1x) IIpenaumninoMuas nmpakTHKa;

b3.5.02 (/1) 3amuTa BEINYCKHON KBAIM(UKAITMOHHON pabOTHI.

Tpeboeanusn K pe3yiomamam 0C60eHUA COOEPHCAHUA OUCHYUNTIUH DL

(IInanupyemvoie pezyromamot 00yueHUs no OUCYUNIUHE(MOOYTIO0)

B pe3ynbrare 0OCBOGHUS IUCIUILTUHBI TOJKHBI OBITH COPMHUPOBAHBI CIIETYIOINE KOMIETCHIIUH:

Bun pesrenpHOCTH: OpraHU3allMOHHO-YIIPaBIeHYECKas

IIK-8 - BiameHneM HaBBIKAMH JIOKYMEHTAJIBLHOTO O(GOpPMIICHUS PEIIEHWH B YIpaBICHUU
OIEPALIMOHHON (TPOM3BOACTBEHHON) JNeATEIIbHOCTH OpraHu3anui npu BHEAPEHUU
TEXHOJIOTHYECKUX, IPOAYKTOBBIX MHHOBALMI WM OPraHU3aLHOHHBIX U3MEHEHUM.

B pesynbrare ocBoenus komnerenuuu IK-8 oGyuaromuiicst momxken:

3HaTh: TpaBWiIa JOKYMEHTAIHHOTO OGOPMIICHHS PEIICHWH B YIOPaBICHUU OIEparmOHHOU
(MpOU3BOACTBEHHON) NEATENBHOCTH OpraHU3alUK MPU BHEAPEHUM TEXHOJIOIMYECKUX, MPOILYKTOBBIX
WHHOBALUM WJIM OPraHU3allMOHHBIX U3MEHEHHIA.

YMeTh: TOKYMEHTAIBHO OQOPMIISATh PELICHHUS B YIPABICHUU ONEPAMOHHON (IPOU3BOJCTBEHHOMN)
NEeATEIbHOCTH OpraHU3allyd IPU BHEJIPEHUU TEXHOJOTWYECKHMX, MPOJYKTOBBIX HWHHOBALMN WIH
OpPraHMU3alMOHHBIX U3MEHEHUH.

Bnaners: HaBbIKaMU JOKYMEHTAIbHOIO OGOPMIICHHS pELIEHUH B YIOPaBIECHUU OMNEpPAllMOHHOMN
(MpOU3BOACTBEHHON) NEATENBHOCTH OpraHU3alUy MPU BHEAPEHUM TEXHOJIOIMYECKUX, MPOILYKTOBBIX
WHHOBAIUM WJIM OPTraHU3allMOHHBIX U3MEHEHHIA.



Bup nesrenpHOCTH: IpeATPUHUMATEIBCKAS

IIK-20 - B1ageHueM HaBbIKAMHM MOATOTOBKH OPraHU3alMOHHBIX U PACHOPSIUTEIbHBIX JOKYMEHTOB,
HGOGXO,Z[I/IMBIX JJI1 CO3JaHUA HOBBIX Hpe,Z[HpI/IHI/IMaTGHBCKI/IX CprKTyp.

B pesynbsrare ocBoenus komrnerennun IK-20 oOygaronuiics 10KeH:

3HaTb: BUIbI OpI‘aHI/IBaL[I/IOHHBIX 148 paCHOp}II[I/ITeJIBHBIX ,Z[OKYMGHTOB, H€O6XOI[I/IMI>IX IJIA CO3JaHUA
HOBBIX NPEANTPUHUMATEIBCKUX CTPYKTYP.

YMeTI)I TOTOBUTH OpI‘aHI/ISaI_II/IOHHBIe nu paCHOpH,Z[I/ITG.HBHBIe ,Z[OKYMGHTBI, HGOGXOI[I/IMBIG JJI
CO3/IaHUsI HOBBIX MPEANPUHUMATEIIBCKUX CTPYKTYP.

B.]'[a}.]eTb: HaBbIKaAMHA IIOATOTOBKH OpI‘ AHN3AaIINOHHBIX nu paCHOpH,Z[I/ITe.HBHBIX ,Z[OKYM€HTOB,
HEOOXOUMBIX ISl CO3/IaHMS HOBBIX MPEANPUHUMATEIECKUX CTPYKTYP.

Dopmbl KOHmMpPONA

Texywuu u pydexcuvili KOHmMpOTb OCYIIECTBISETCS JIEKTOPOM U TpernojaBaTeieM, BeAyIIUM
MPAKTUYECKHE 3aHATHS, B COOTBETCTBUU C TEMAaTUYECKUM IJIAHOM.

Hpomeofcymouna}z ammecmayusl 6 7 cemecmpe — 3a4€T.

Pe3ynbTarhl TEKyIero KOHTPOJIS U MPOMEKYTOUHOH aTTecTalui (OPMHUPYIOT PEHTHHTOBYIO
OLIeHKY paboThl cryaeHTa. Pacmpenenenue OamnoB mpu (GOpMHUPOBAHUHM PEHTUHTOBOM OICHKH
paboThl CTYJEHTa OCYHIECTBISETCS B COOTBETCTBUU C «[lojojkeHHMEM O pEeHTHHIOBOM CUCTEME
OLIEHKM YCIIEBAEMOCTH M KauyecTBa 3HAHUM CTYAGHTOB B (elepalbHOM TOCYAapCTBEHHOM
010/ UKETHOM 00pa30BaTEIbHOM YUPEKIACHUHU BBICHIETO 00pa3oBaHus «Poccuiickuii SKOHOMUYECKUNA
yauBepcuteT uMmenu ['.B. IlnexanoBa». Pacnpenenenue 0auioB MO OTACNBHBIM BUAAaM pPaboOT B
porecce OCBOCHMS JUCLHUIUIMHBL «/OKyMeHTalmoHHOE o0ecrieueHne U JAEIONpPOHU3BOJCTBO B
MEHEDKMEHTE OPTaHU3aLM1» OCYILECTBISETCS B COOTBETCTBUHU € pasaenom VIIIL



II. COAEP KAHUE JUCIUITJIMHDBI

U ONNMCaHMe N0KAa3aTesled M KPUTepHeB OLleHMBAHUSA KOMIIETEHINH HA PAa3JIMYHbIX 3Tanax ux
¢dopmupoBanus B mpouecce 0CBOeHUs1 00pa30BaTebHON MPOrpaMMbl

Ne | HammenoBanwme Coneprxanue dopmupye PesynbTaThl ocBOSHUS (3HATH, YMETD, OO6pazoBare
/ pasnmena MEbIe BIIaIETh, TOHUMATBh) JILHBIC
i JTUCTIATUINHBI KOMIIETEHI] TEXHOJIOTUHI
(Temsr) un
Cemecmp 7
1. | Tema 1. Beenenwne. Mctopus TIK-8; 3HaTh: OCHOBEI JEJI0OBOI0 OOIIECHHMS, Jlexnus,
IIpaBoBoe u JIEJIONPOU3BO/ICTBA B IIK-20 | NpUHLMIIBI ¥ METO/BI OPTaHU3aAlUN MpaKThyec
HOPMATHUBHO- Poccun. Cocras JICIIOBBIX KOMMYHUKAITHHA, pa3THUHbIC KHe
METOIMYECKOE HOPMAaTHUBHO- TEXHOJIOTUH, TIPAaBUIA U MPUCMEI 3aHATHS,
obecrieueHne METOINYECKO Oa3bl 3¢ PEKTUBHOTO OOIIEHHMS, CIIOCOOBI MUCbMEHH
paboTHI ¢ JICITOTIPON3BOICTBA. MOJIICPKKH U HCIIOJIb30BaAHHUS BIC WK
JOKyMeHTaMu B | OCHOBHBIC TIOHATHS U ANIEKTPOHHBIX KOMMYHUKAIHIA; IPaBUIIa YCTHBIC
MEHEHKMEHTE TEPMUHOJIOTHS: JIOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHUN | JOMAITHHE
OpTaHU3aIIH JOKYMEHTHPOBaHHAS B YTIPaBIICHUH OTIEPALTUOHHON 3a1aHms,
nHpOpMaIKs, TOKYMEHT, (TIpOM3BOACTBEHHON) NIEATEIHHOCTH CaMOCTOSIT
JIEIIOTIPON3BOICTBO, OpTaHM3aIUH [P BHEIPCHUN enpHas
JOKYMEHTAIIHOHHOE TEXHOJIOTHIECKUX, TIPOTyKTOBBIX pabora,
obecrieueHne yIpaBIeHUS, WHHOBAIMH WA OPTaHU3AIIMOHHBIX KOHCYJIbTa
yIpaBJICHUEC W3MCHCHHI; BU/IBI OPTaHU3aIMOHHBIX H 10105
JIOKYMCHTaMH, pacToOpSIUTEIbHBIX JOKYMECHTOB, mpernoaBa
JIOKYMCHTHPOBaHHE. HEOOXOIUMBIX JUTS CO3IaHUS HOBBIX Tenen
Knaccudukarus MPEIIPUHIMATEIECKAX CTPYKTYP.
JIOKYMCHTOB. YMeThb: 0CyIIECTBIAT JACOBOE OOIICHHE
YupaBiaeHUCCKUIA U TTyOJIUYHBIC BBICTYIUICHUS, BECTH
nokyMeHT. CHCTEMBI MIEPETOBOPHI, COBEIIAHUS, OCYIIECCTBIISATh
JOKYMEHTAIUH. JIEJIOBYIO TIEPETHICKY, B TOM YHCIIE C
YauduurpoBaHHbIE HCTIOJIE30BaHUEM COBPEMEHHBIX CPEICTB
CUCTEMBI JOKYMEHTAIHH. KOMMYHHUKAIIH; JOKYMEHTAIEHO
0hOPMIIATH PEICHHS B YIIPABICHIH
OTIePAIMOHHOM (TIPOU3BOJCTBEHHOM )
JIESITETFHOCTH OPTaHU3aI|H [TPH
BHCAPCHUH TEXHOJIOTHUYCCKUX,
MPOAYKTOBBIX WHHOBAIIMN MITH
OpTraHU3aIUOHHBIX U3MEHCHHIT; TOTOBUTH
OpTraHU3aIUOHHBIC U PACTIOPSUTEITEHEIC
JTOKYMEHTHI, HEOOXOAUMBIE IS CO3TaHUS
HOBBIX MPEINPHUHIMATEIECKUX CTPYKTYP.
Bnapaerps HaBBIKAMU JI€JIOBOTO OOIICHNUS,
MTyOJTUYHON ¥ HAYIHOHN pedH, BeICHUS
JIEJIOBBIX MIEPErOBOPOB, Oecen, IUCKYCCHH,
BEJICHHUS AETOBOM MEPEMUCKHU U
OCYIIIECTBIICHUS AJICKTPOHHBIX
KOMMYHUKAIIWIA; HABBIKAMHU
JIOKYMEHTAJIBHOTO 0(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTICPALUOHHOM
(IpOU3BOACTBEHHON) S TETBHOCTU
OpTraHU3aIUH TP BHEIPCHUN
TEXHOJIOTHIECKUX, TIPOTYKTOBBIX
WHHOBAIMH WA OPTaHU3AIIMOHHBIX
W3MEHEHHUH; HABBIKAMH ITOATOTOBKHU
OpPTaHMU3AIMOHHBIX U PACTIOPSIIUTEIHHBIX
JTOKYMEHTOB, HEOOXOAUMBIX IS CO3TaHUS
HOBBIX MPEINPUHIMATEIECKAX CTPYKTYP.
Tema 2. Crioco0bI TIK-8; 3HaTh: OCHOBBI JIEJIOBOTO OOIIICHHUS, Jlexus,
O6mas JIOKYMEHTUPOBAHHUS IIK-20 | mpUHIUNBI U METOABI OpraHU3aluu IIPAKTUYEC
XapakTepucTuka | mHpopmanuu. Oouuit JICIIOBBIX KOMMYHUKAITUHA, pa3THUHbIC KHe
VIPaBJICHYCCKA | BHUJ, COCTaB U TPEOOBAHUS TEXHOJIOTUH, TIPABUIA U MPUCMEI 3aHATHS,
X TOKYMCHTOB B | K O)OPMIICHHIO 3¢ (GEKTUBHOTO OOIIEHHUS, CIIOCOOBI MUCHbMEHH
OpTaHU3aIIH PEKBU3HUTOB MTOJIICPKKH U MCIIOJIb30BaAHHS BIC WK




OpTraHU3aI[OHHO-
pacnopsANTEIHHBIX
JIOKyMEHTOB.
FOpunndeckas cuna
JnokymeHnTta. @opmysip
JnokyMeHTa. biiank
nokymeHnTa. OCoOeHHOCTH
o opMIICHHS TOKYMECHTOB
TIPH UCTIOJIE30BAHUH
TEXHUYECKHUX CPEIICTB.
SI3BIK U CTHIIBb
JIOKYMCHTOB.

ANEKTPOHHBIX KOMMYHUKAIHI; IPaBUIIa
JIOKYMEHTAJIBHOTO 0(OPMIICHHS PELICHUIN
B YIIPaBIICHUH OTIEPALTUOHHON
(IpOM3BOACTBEHHON) NIEATEIHHOCTH
OpTaHW3aIUH [P BHEAPCHUN
TEXHOJIOTHIECKUX, TIPOTYKTOBBIX
WHHOBAIMH WA OPTaHU3AIIMOHHBIX
W3MCHCHHI; BU/IBI OPTaHU3aIMOHHBIX H
pacTOpSIUTEIbHBIX JOKYMEHTOB,
HEOOXOIUMBIX JUTS CO3IaHUSI HOBBIX
MPEIIPUHIMATEIECKAX CTPYKTYP.
YMeTh: OCyLIECTBISTH AEJIOBOE OOLICHUE
U TyOJINYHBIC BBICTYIICHUS, BECTH
MIEPETOBOPHI, COBEIIAHUS, OCYIIECTBISATh
JIEJIOBYIO TIEPETIICKY, B TOM YHCIIE C
HCTIOJIE30BaHUEM COBPEMEHHBIX CPEACTB
KOMMYHHUKAIIH; JOKYMEHTAIEHO
0hOPMIIATH PEIICHHS B YIIPABICHIH
OTIePaITMOHHON (POU3BOICTBEHHOM)
JIESITETFHOCTH OPTaHU3AINH [TPH
BHCJPCHUH TEXHOJIOTHYCCKUX,
MPOAYKTOBBIX MHHOBAIIMN MU
OpTraHU3aIUOHHBIX U3MEHCHHIT; TOTOBUTH
OpTraHU3aIUOHHBIC M PACTIOPSUTEIIEHEIC
JIOKYMEHTBI, HEOOXOIUMBIE IS CO3TaHUS
HOBBIX MPEINPHUHIMATEIECKAX CTPYKTYP.
Bnaperps HaBBIKAMH /I€JI0BOTO OOIICHNS,
MyOJTUYIHON ¥ HAYIHOHN pedH, BeICHUS
JIEJIOBBIX MIEPErOBOPOB, Oecel, IUCKYCCHH,
BEJICHHUS AETOBOM MEPENUCKHU U
OCYIIIECTBIICHUS AICKTPOHHBIX
KOMMYHUKAIIWIA; HABBIKAMHU
JIOKYMEHTAJIBHOTO O0(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTICPALUOHHOM
(IpOU3BOACTBEHHON) IS TETBHOCTU
OpTraHU3aIUH TP BHEIPCHUU
TEXHOJIOTHIECKUX, TIPOTyKTOBBIX
WHHOBAIMH WA OPTaHU3AIIMOHHBIX
W3MEHEHHUH; HABBIKAMH ITOATOTOBKHU
OpPTaHMU3AIMOHHBIX U PACTIOPSIIUTEIHHBIX
JTOKYMEHTOB, HEOOXOAUMBIX IS CO3TaHUS
HOBBIX MPEINPUHIMATEIECKAX CTPYKTYP.

YCTHBIC
JIOMAIITHUE
3a7aHus,
CaMOCTOSIT
eJbHas
pabora,
KOHCYJIbTa
1805041
mpernoaBa
Tenei

Tewma 3.
CocrasiieHue u
odopmirenne
JIOKYMCHTOB B
MEHEKMEHTE
OpraHu3aIu

Haznauenue, coctaB u
odopmrenne
OpTaHU3AI[HOHHBIX
nokyMeHTOB. HazHaueHue,
cocTaB 1 oopmiIeHHE
PaCTIOPSITUTEIHHBIX
JIokyMeHTOB. Ha3HaueHue,
cocTaB 1 0pOpMIICHHE
WHPOPMAITMOHHO-
CIPaBOYHBIX JOKYMEHTOB.

TIK-8;
1IK-20

3HATh: OCHOBBI JICJIOBOTO OOIICHUS,
MPUHIIUTIB ¥ METOJIBI OPTaHU3aInU
JIENIOBBIX KOMMYHUKAIIHMI, Pa3THYHbBIC
TEXHOJIOTHH, TIPABUJIA U IPUEMBI

3¢ (GEKTUBHOTO OOIIEHHUS, CIIOCOOBI
MOJIEPKKH U UCTIONIE30BaAHHSI
ANIEKTPOHHBIX KOMMYHHKAIIUIT; paBHIIa
JIOKYMEHTaJIBbHOTO 0(OPMIICHUS PELICHUI
B yIpaBJICHUX ONEPAlMOHHOMN
(TIpOM3BOACTBEHHOM) NIEATEIHHOCTH
OpraHU3aliy PU BHEIPECHUH
TEXHOJIOTUYECKHX, MPOYKTOBBIX
WHHOBAIUH UITH OPraHH3alHOHHBIX
W3MEHEHHI; BUJIBI OPTaHU3AIUOHHbBIX U
PpacopsIIUTEbHBIX JJOKYMEHTOB,
HEOOXOAUMBIX JJISI CO3IaHUST HOBBIX
MPEANPUHIUMATENBCKUX CTPYKTYP.
YMeTh: 0CyLIECTBISTH AETIOBOE OOLICHUE
U yONMYHBIE BBICTYIUICHHS, BECTH
MePEroBOPbI, COBEILIAHUSI, OCYIIECTBISTH
JIENIOBYIO IEPETUCKY, B TOM YHCJIIE C

Jlexnus,
MpaKTH4eC
KHe
3aHATHS,
MHUCbMEHH
bl€ WIA
YCTHBIS
JIOMallIHue
3aJaHMsl,
CaMOCTOSIT
eJIbHas
pabora,
KOHCYJIbTa
105071
npenoaana
Tenen
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HCTONB30BaHUEM COBPEMEHHBIX CPEACTB
KOMMYHHUKAIINH; JOKYMEHTAIbHO
0OpMIIATH PELICHHS B YIIPaBICHUN
OTIepaIlMOHHOM (POU3BOICTBEHHOM)
JIESITEIbHOCTH OPTaHU3aINH NIPH
BHEJ[PEHUH TEXHOJIOTHIECKHUX,
MIPOYKTOBBIX MHHOBAINH HIIH
OpraHU3aMOHHBIX H3MEHEHHI; TOTOBUTH
OpraHU3allUOHHBIE U PACTIOPSAAUTENbHEIE
JIOKYMEHTBI, HE0OX0IMMBIE ISl CO3/1aHMs
HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP.
Buagerp HaBbIKaMH J1€JI0BOTO OOIIEHMS,
yOIMYHOM 1 HayYHOH pedH, BeJCHUS
JIENIOBBIX IIEPETOBOPOB, Oecel], IUCKYCCHH,
BEZICHUS JEIOBOM MEPENHUCKU U
OCYIIECTBJICHHS JIEKTPOHHBIX
KOMMYHUKAINi; HaBBIKaMH
JIOKYMEHTaJIbHOTO 0()OPMIICHUS PELICHUH
B YIPaBJICHUX ONEPallnOHHOMN
(TpOM3BOACTBEHHON) €A TEILHOCTH
OpraHHU3aIMK IPU BHEIPEHUH
TEXHOJIOTUYECKUX, TIPOTYKTOBBIX
WHHOBAIIUH WIIM OpraHM3allMOHHBIX
N3MEHEHHH; HABBIKAMH MOATOTOBKH
OPTraHU3aMOHHBIX U PACTIOPSANTEIBHBIX
JIOKyMEHTOB, HEOOXOANMBIX IS CO3JaHUs
HOBBIX IIPEANPUHAMATEIBCKHX CTPYKTYP.

Tema 4.
Opranuzanus
JIOKyMEHTO000p
0Ta, XpaHCHUS U
HCITOJIb30BaHMS
JIOKYMCHTOB B
OpTaHU3AIIH

JIoKyMEeHTO000pOT
opranusaruu. Padora ¢
BXOSIIIIUMH, UCXOIAIIHMHA
Y BHYTPSHHUMH
JIOKYMCHTaMHU.
Perucrpanust TOKyMEHTOB.
KonuTpois ucromHeHus
JIOKYMCHTOB.
Howmenknarypa nmemn,
(opmupoBanue,
odpopMIcHHE U
OTIepaTHBHOE XPaHECHUE
Jienn. DKCIepTr3a
[EHHOCTHU JTOKyMEHTOB.
ITonroroBska men x
nepeaaye B apxuB.
OCHOBBI apXUBHOTO
XpaHCHHUS JOKYMEHTOB.
Pabora ¢
KOH(HICHIINATbHEIMH
JIOKYMCHTaMHU.

ITK-8;
IIK-20

3HaTh: OCHOBEI JEJI0BOI0 OOIIECHHMS,
MIPUHITUITE] ¥ METOABI OpTaHU3aluN
JIEIIOBBIX KOMMYHUKAIHH, pa3THIHbIC
TEXHOJIOTHH, TIPaBUIa U IPUEMBI

3¢ (GEKTHBHOTO OOIIEHHUS, CIIOCOOBI
MOJIICPKKH U HCIIOTb30BaAHHUS
ANIEKTPOHHBIX KOMMYHUKAIHI; IPaBUIIa
JIOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTICPALUOHHOM
(IpOU3BOACTBEHHON) IS TETBHOCTA
OpTaHW3aINH [P BHEIPCHUN
TEXHOJIOTHIECKUX, TIPOTyKTOBBIX
WHHOBAIMH WA OPTaHU3AIIMOHHBIX
W3MEHEHHUH; BUIbI OPTaHU3ALUOHHBIX
paciopsaauTeIbHBIX JOKYMEHTOB,
HEOOXOIUMBIX JUTS CO3IaHUSI HOBBIX
MPEIIPUHIMATEIECKAX CTPYKTYP.
YMeThb: OCyIIECTBIAT JCOBOEC OOIICHHE
U TTyOJIUYHBIC BBICTYIUICHUS, BECTH
MIEPErOBOPHI, COBEIIAHUS, OCYIIECTBIISATh
JIEJIOBYIO TICPETHCKY, B TOM YHCJIIE C
HCTIOIB30BaHNUEM COBPEMEHHBIX CPEICTB
KOMMYHHUKAIIH; JOKYMEHTAIBHO
0hOPMIIATH peICHHS B YIIPABICHIH
OTIepaIlMOHHOM (POU3BOICTBEHHOM)
JIESITETFHOCTH OPTaHU3aINH [TPH
BHEJPCHUH TEXHOJOTHYECKUX,
MPOAYKTOBBIX WHHOBAIIMN MU
OpTraHU3aIUOHHBIX U3MEHCHHIT; TOTOBUTH
OpTraHU3aIUOHHBIC U PACTIOPSAIUTEITEHEIC
JIOKYMEHTEI, HEOOXOIUMBIC JIJISl CO3TaHuUs
HOBBIX MPEANPUHUMATEIECKAX CTPYKTYP.
Bnaners HaBBIKAMU JICJIOBOTO OOIICHUS,
MyOJTUYHON ¥ HAYIHOH pedH, BEICHUS
JIEJIOBBIX MIEPErOBOPOB, Oecex, IUCKYCCHH,
BEJICHHS AETIOBOM MEPEMUCKH U

Jlexmus,
MIpaKTHIEC
KHe
3aHATH,
[MACbMEHH
bl€ WIA
YCTHBIE
JIOMAIITHUE
3a7aHus,
CaMOCTOST
eJIbHas
pabora,
KOHCYJIbTa
803978
nperoaaBa
Tenen
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OCYIIIECTBIICHUS AICKTPOHHBIX
KOMMYHHUKAIWi; HaBbIKAMH
JIOKYMEHTaJIBHOTO 0(OPMIICHUS PELICHUI
B yIpaBJICHUU ONEPAlMOHHOMN
(TIpOM3BOACTBEHHON) NIEATEITHHOCTH
OpraHu3aliy IPU BHEIPECHUH
TEXHOJIOTUYECKHX, MPOYKTOBBIX
WHHOBAIUI WA OPTaHU3AI[MOHHBIX
M3MCHCHHI; HABBIKAMU ITOATOTOBKU
OpTaHU3AIUOHHBIX U PACTIOPSITUTEIHHBIX
JIOKYMEHTOB, HCOOXOUMBIX [T CO3IaHUs
HOBBIX MPEINPUHIMATEIECKUAX CTPYKTYP.

Tema 5.
Henonpoussoac
TBO B KaJpOBOH
ciyx0e

Bunet u conepxanue
JIOKYMCHTOB TI0 JINYHOMY
COCTaBY, UX Y4YeT U
xpanenne. OpopmiieHne
OpraHHU3aI[IOHHO-
KaJIPOBBIX,
OpraHHU3aI[IOHHO-
pacnopsIUTeNIbHBIX
JIOKYMCHTOB H
JIOKYMCHTOB I10
TPYAOYCTPOMCTBY, yUETY U
pabote ¢ xaapamu. Paborta
¢ oOpameHusIMHA U
JKamoO0aMu rpakiaaH.

TIK-8;
1IK-20

3HATB: OCHOBBI JICJIOBOT'O OOIICHUS,
MIPUHITUITE] ¥ METOBI OpPTraHU3aIux
JIEIIOBBIX KOMMYHUKAIIH, pa3THIHbIC
TEXHOJIOTUH, TIPAaBMIa U IPUEMBI

3¢ pexTHBHOTO OOIIEHUS, CITTOCOOBI
MTOJIACPKKH U HCIIONIB30BAHUS
ANEKTPOHHBIX KOMMYHUKAIIWIA; IpaBUIIa
JIOKYMEHTAJIBHOTO 0(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTICPALIUOHHOM
(TpOM3BOACTBEHHON) €A TEILHOCTH
OpTraHU3aIUH TP BHEIPCHUU
TEXHOJIOTUYECKHX, MPOYKTOBBIX
WHHOBAIUI WA OPTaHU3AIMOHHBIX
W3MEHEHHUH; BUIbI OPTaHU3ALUOHHBIX
pacopaauTeIbHBIX JOKYMEHTOB,
HEOOXOIUMBIX JUIS CO3IaHMUS HOBBIX
MIPEIIPUHIMATEIECKAX CTPYKTYP.
YMeTh: OCYIIECTBIIATH JICIIOBOE OOIIECHHE
U MyOJIMYHBIE BBICTYIICHHUS, BECTH
HEPErOBOPHL, COBEIIAHUS, OCYILECTBISATh
JIEJIOBYIO IEPEMNNCKY, B TOM YHCIE C
HCTONB30BaHUEM COBPEMEHHBIX CPEACTB
KOMMYHUKAIIIH; JOKYMECHTAIEHO
0(pOPMIIATH PEIICHHS B YIIPABICHUH
OTIePAIMOHHOM (TIPOU3BOJCTBEHHOM )
JIESITETFHOCTH OPTaHU3aIlH [TPH
BHEAPCHUH TEXHOJOTHYECKUX,
MIPOAYKTOBBIX MHHOBAIINN HITH
OpTaHM3AITHOHHBIX N3MEHEHHIT; TOTOBUTH
OpTraHM3aIMOHHBIC M PACIIOPSAIUTEILHEIC
JIOKYMEHTBI, He0OXO0IMMBIE ISl CO3/1aHMs
HOBBIX MPEANMPUHIUMATEIECKAX CTPYKTYP.
Buiagerp HaBbIKaMH J1€JI0BOTO OOIIEHMS,
yOIMYHOM 1 HayYHOH pedH, BeJCHUS
JIETIOBBIX IIEPErOBOPOB, Oecel], ANCKYCCHH,
BEJICHUS AETIOBOM MEPENUCKU U
OCYIIECTBIICHUS 3JIEKTPOHHBIX
KOMMYHHUKAIIHIA; HABBIKAMHU
JIOKYMEHTAJIBHOTO 0(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTIEPALTUOHHON
(TIpOM3BOACTBEHHOM) JIEATEIHHOCTH
OpTaHW3aIUH [P BHEIPCHUN
TEXHOJIOTUYECKHX, MPOYKTOBBIX
WHHOBAIUI WA OPTaHU3AIIMOHHBIX
W3MCHCHHI; HABBIKAMU ITOATOTOBKU
OpTraHU3AIUOHHBIX U PACTIOPSITUTEIHHBIX
JIOKYMEHTOB, HEOOXOAUMBIX JUIS CO3JaHus
HOBBIX MPEANPUHUMATEIECKUAX CTPYKTYP.

Jlexnus,
MpaKTH4eC
KHe
3aHATH,
MUCHbMEHH
BI€ WIn
YCTHBIC
JIOMaIlIHHe
3a7aHUs,
CaMOCTOST
eJIbHAas
pabora,
KOHCYJIbTa
103978
nperoaaBa
TeneH

Tema 6.
Opranuzanus
JIEATEILHOCTH

Cognepxanue
YIPaBICHYECKUX (YHKIHN
Y BUIBI pa0bOT B

TIK-8;
IIK-20

3HaTh: OCHOBEI JCJII0BOT'O 06HICHI/I${,
TIPUHIUIIBI 1 MECTOJBI OpTraHU3allun
JCJIOBBIX KOMMyHHKaHHﬁ, Ppa3JINnIHbIC

Jleknus,
MpaKTHIeC
KHe
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JICIIOTIPOU3BOIC | JCIOMPOU3BOICTBCHHOM TEXHOJIOTUH, TIPABUIA U MPUCMEI 3aHATHS,
TBEHHBIX CITyX0 | CIyk0e OpraHm3aIlui. 3¢ pexTHBHOTO OOIIEHUS, CITTOCOOBI MUChMEHH
B opranm3anuu | OpraHn3anoHHas MTOJIACPKKH 1 HCIIOIB30BAHUS bIe WIH
CTPYKTYpa, 3a/1a4H U ANEKTPOHHBIX KOMMYHHUKAIIWI; IpaBUIIa YCTHBIE
¢dhyHKIIH JIOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHUH | JOMAITHHE
JIEIIOTIPON3BOACTBEHHO N B YNIPaBIICHUH OTIEPALTUOHHON 3a1aHus,
ciyx0b1. Ponb u pyHKIMN (IpOM3BOACTBEHHON) NIEATEINHHOCTH CaMOCTOSIT
CeKpeTaps ¥ MOMOIIHUKOB OpTraHU3aIUH TP BHEIPCHUU eNbHas
PYKOBOIUTEIS TEXHOJIOTUYCCKUX, TPOTYKTOBBIX paborta,
OpTaHU3aIHH. WHHOBAIUI WA OPTaHU3AIIMOHHBIX KOHCYJIbTa
Opranuzanus Tpyna W3MCHCHHI; BU/IBI OPTaHU3aMOHHBIX H 10105
pabOTHHUKOB pacToOpSIUTEIbHBIX JOKYMECHTOB, mpernoaBa
JICITOTIPOU3BOACTBEHHON HEOOXOIUMBIX JUTS CO3JIaHUSI HOBBIX Tenen
CITy’>XOBI M X pabouux MIPEOIPUHIMATEIECKAX CTPYKTYP.
MECT. DTHKET IEJIOBOTO YMeTb: OCYIIECTBIIATH JACTIOBOE OOIIEHNE
oOrIeHus. 1 MyOJMYHBIE BBICTYIUICHHUS, BECTH
MIEPETOBOPHI, COBEIIAHUS, OCYIIECTBISATh
JIEJIOBYIO TIEPETIICKY, B TOM YHCIIE C
HCTIOJIb30BaHUEM COBPEMEHHBIX CPEACTB
KOMMYHUKAIIMH; JOKYMECHTAIEHO
0(pOPMIIATH PEIICHHS B YIIPABICHUH
OTIePAIMOHHOM (TIPOU3BOJCTBEHHOM )
JIESITETLHOCTH OPTaHU3AIUH [TPH
BHCJPCHUH TEXHOJOTHYCCKUX,
MIPOAYKTOBBIX MHHOBAIINN FITH
OpTraHM3aITUOHHBIX N3MEHEHHIT; TOTOBUTH
OpTraHM3aIMOHHBIC U PACIIOPSAIUTEILHEIC
JIOKYMEHTHI, HEOOXOIUMBIE /IS CO3TaHUS
HOBBIX MPEINPUHIMATEIECKUX CTPYKTYP.
Bnapers HaBBIKAMU /I€JI0BOTO OOIICHNS,
yOJMYHOM 1 Hay4HOH pedH, BeJCHUS
JIEJIOBBIX MIEPErOBOPOB, Oece, IUCKYCCHH,
BEJICHUS JCTIOBOM MEPEIUCKU U
OCYILIECTBIICHUS AICKTPOHHBIX
KOMMYHUKAIIWIA; HABBIKAMHU
JIOKYMEHTaJIBHOTO O(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTIEPALTUOHHON
(TIpOM3BOACTBEHHON) NIEATEIHHOCTH
OpTaHW3aINH TP BHEIPCHUN
TEXHOJIOTHIECKUX, TIPOTyKTOBBIX
WHHOBAIMH WA OPTaHU3AIIMOHHBIX
W3MCHCHHI; HABBIKAMU ITOJATOTOBKU
OpPTraHU3aIUOHHBIX U PACTIOPSITUTEIHHBIX
JTOKYMEHTOB, HCOOXOUMBIX [T CO3IaHUS
HOBBIX MPEANPUHIMATEIECKUAX CTPYKTYP.
Tema 7. OcHOBHBIE HamNpaBJICHUS TIK-8; 3HaTh: OCHOBBI JIEJIOBOTO OOIICHHS, Jlexus,
COBEpIIICHCTBOB | COBEPIICHCTBOBAHHUS IIK-20 | mpUWHIUIEI ¥ METOABI OpPTraHU3aAIUN MpaKTH4eC
aHue cocraBa u (hopM JICIIOBBIX KOMMYHUKAITUHA, pa3THUHbIC KHe
JOKYMEHTAIIHOH | JOKYMEHTOB. YHH(pHUKaIus TEXHOJIOTUH, TIPAaBMIa U IPUEMBI 3aHATHS,
HOTO COCTaBa JOKYMEHTOB. 3¢ pexTHBHOTO OOIIEHUS, CTTOCOOBI MUCHhMEHH
obecrieueHus Yaudukamus Gopm TTOIJIEPKKH U UCTIOTB30BAHUS bI€ WITH
YIpaBICHUS U JOKYMEHTOB. Y HU(DHKAIHS ANEKTPOHHBIX KOMMYHUKAIIWIA; IpaBUIIa YCTHBIE
JIEJIOTIPONU3BOJIC | TEKCTOB JTOKYMEHTOB. JIOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHUH | JOMAITHHE
TBa Mertoms! yuera u B YIIPaBIICHUH OTIEPALTUOHHON 3a1aHms,
COKpAIIICHHS (IpOU3BOACTBEHHON) IS TETBHOCTH CaMOCTOST
JIOKYMEHTO000pOTa OpTraHU3aIUH [P BHEIPCHUN eNbHas
OpTaHU3aIHH. TEXHOJIOTUYCCKUX, TIPOTYKTOBBIX paborta,
DNEeKTPOHHBINA TOKYMEHT H WHHOBAIUI WA OPTaHU3AIIMOHHBIX KOHCYJIbTa
JIEKTPOHHBIHN W3MCHCHHI; BU/IBI OPTaHU3aIMOHHBIX H 10105
JIOKYMEHTOO0OPOT. PacTOpSIUTEIbHBIX JOKYMEHTOB, mpernoaBa
Wudopmarmonnsie HEOOXOIUMBIX JUTS CO3IaHMUS HOBBIX Tenei
TEXHOJIOTHH OPTaHU3aIIH MIPEIIPUHIMATEIECKAX CTPYKTYP.
JIOKyMEHTO0000pOTa, YMeTb: OCYIIECTBIISATH ACIOBOE OOIIEHUE
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XpaHCHHS U TIOUCKA
WHpOpMAITUH.

U TTyOJIUYHBIC BBICTYIICHUS, BECTH
MIEPETOBOPHI, COBEIIAHUS, OCYIICCTBIISATh
JIEJIOBYIO TIEPETHICKY, B TOM YHCIIE C
HCTIOJIb30BaHUEM COBPEMEHHBIX CPEICTB
KOMMYHHUKAIIH; JOKYMEHTAIEHO
0hOPMIIATH PEIICHHS B YIIPABICHIH
OTIePaIlMOHHON (POU3BOICTBEHHOM)
JIESITETHHOCTH OPTaHU3aI|H [TPH
BHCJPCHHUH TEXHOJIOTHYCCKUX,
MPOAYKTOBBIX WHHOBAIIMN MU
OpTraHU3aIUOHHBIX U3MEHCHHIT; TOTOBUTH
OpTraHU3aIUOHHBIC M PACTIOPSUTEIIBHEIC
JTOKYMEHTEI, HEOOXOIUMBIC JIJISl CO3TaHuUS
HOBBIX MPEINPUHAMATEIECKAX CTPYKTYP.
Bnapners HaBBIKAMH /I€JIOBOTO OOIICHNS,
MTyOJTUYIHON ¥ HAYIHOH pedH, BeISHUS
JIEJIOBBIX MIEPErOBOPOB, Oecel, IUCKYCCHH,
BEJICHHUS AETOBOM MEPEUCKHU U
OCYIIECTBIICHUS 3JIEKTPOHHBIX
KOMMYHUKAIIWIA; HABBIKAMHU
JIOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHUI
B YIIPaBIICHUH OTICPALUOHHOM
(TIpOU3BOACTBEHHON) S TETBHOCTA
OpTraHU3aIUH [P BHEIPCHUN
TEXHOJIOTHIECKUX, TIPOTyKTOBBIX
WHHOBAIMH WA OPTaHU3AIIMOHHBIX
W3MEHEHHU; HABBIKAMH ITOATOTOBKHU
OpPTaHM3AIMOHHBIX U PACTIOPSIUTEIHHBIX
JTIOKYMEHTOB, HEOOXOAUMBIX IS CO3TaHUS
HOBBIX MPEINPUHIMATEIECKUX CTPYKTYP.

III. OBPA3OBATEJIBHBIE TEXHOJIOI'MA

B mpouecce ocBoeHus AUCHUILIUHBL «JlOKyMEHTAllMOHHOE OOecneueHre U AEJIONpPOM3BOJCTBO B
MEHE)KMEHTE OpraHU3alUN» UCTIOb3YIOTCS CIEAYIOIINE 00pa30BaTeIbHbIE TEXHOIOTHUNU:
1. CtanpapTHble MeTOAbI 00y4YeHHUs:

JICKIINH;

MMPAKTUYCCKUE 3aHATHUA, Ha KOTOPBIX O6CY)KI[3IOTC$I OCHOBHBIC HpO6J’ICMBI, OCBCIIICHHBIC B
JCKIHUAX U Cq)OpMyHI/IpOBaHHBIG B JOMAIIHUX 3aJaHUAX,

MUChMEHHBIC WIH YCTHBIE IOMAIIHUE 3aJaHHS;
KOHCYJIBTAIIMH TIPETIO/IaBaTeNeH;

camocTrosiTelibHas paboTa CTYIEHTOB, B KOTOPYIO BXOJHUT OCBOCHHE TEOPETHUYECKOTO

Marc€puajia, IMOATOTOBKa K MPAKTUYCCKUM 3aHATHAM,

MUCHMEHHBIX M YCTHBIX 33/IaHUM, paboTa ¢ IUTepaTypoil.

BBITIOJIHCHUC YKA3aHHBIX BBIIIC

2. Meroabl 00y4eHusi ¢ IPMMEeHeHHEeM HHTEPAKTHBHBIX (opM 00pa30BaTeIbHBIX TEXHOJIOTHIA:

HWHTCPAKTUBHBLIC JICKIIUU,

aHaJIu3 JEJIOBBIX CUTYAIlMi Ha OCHOBE KEHWC-METO/1a;

JIETIOBBIE U POJIEBBIE UTPHI;
00CYyXJIeHUE MOJATOTOBIEHHBIX CTYJACHTAMHU ICCE;
TPYNIOBBIE JUCKYCCHHU.
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IV. YHEBHO-METOANYECKOE, TH®OOPMAIIMOHHOE U
MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYHEHHUE JUCIUIIJIMHbI

(B cooTBETCTBUU C MMyHKTOM 7.3. «TpeboBaHuUs K MaTepUaIbHO-TEXHUYECKOMY U y4eOHO-
MeToandeckomy obecrnieueHuto mporpammeny GI'OC BO)

4.1. Pekomenoyeman numepamypa

OcHoBHas1 JuTeparypa:

1. JlokyMeHTallMOHHOE OOeCleYeHne yIpaBlIeHUs (IeIONpoUu3BOACTBO): YdyeOHoe mocodue / T.A.
brikoBa, T.B. Ky3nenoga, JI.B. Cankuna. — 2-¢ u3zg., nepepad. u non. — M.: UHOPA-M, 2017. —
304 c.

2. Jlenompou3BOACTBO: JOKYMEHTAIIMOHHOE oOecreueHne yrpapieHus: YdeOHoe mocobue /
ITanacenko FO.A., - 3-e u3n. - M.: PUOP, MHOPA-M, 2016. - 112 c.

3. Jenonpou3BoacTBO. J[okymeHTanmoHHOe oOecrnieueHue ympasieHus: YueOnuk / bacakop M.U.,
3ampbinkosa O.1. — 14-e uzn., nepepad. — Poctos-n//l: @enuke, 2014. — 376 c.

JlonotHUTE/ILHAS JIUTEpaTypa:

1. Kypc nenompousBojcTBa: JOKYMEHTAIIMOHHOE OOECIICUCHHE YMpaBJeHHUS: YdeOHoe mocooue /
Kupcanosa M.B., Akcenos FO.M. — 6-e u3a., ucn. u gom. — M.: HUL] Uudpa-M, 2014. — 256 c.

2. CoBpeMeHHOE NeNonpor3BOACTBO: YuebHoe nocobue / KupcanoBa M.B. - 4-e u3a.- M.: HUI]
NHO®OPA-M, 2014. - 312 c.

3. Jlenonpoun3BoacTBo: YueOHO-cipaBouHoe nmocobue / Kysnernos WU.H. - 6-¢ u3n., mepepad. u mor.-
M.: UT/JI JamkoB u K, 2010. - 460 c.

4. Jlenonpou3BOACTBO U CEKpeTapckas paboTa Ha MEPCOHAIbBHOM KOMIIbIOTepe: YueOHoe mocobue /
[Tonos C.JI. - M.: COJIOH-IIp., 2013. - 424 c.

4.2. llepeuenv unghopmayuonno-cnpagounvix cucmem:

1. CnpaBounas npaBoBast cuctema «Koncymbprant [Tmrocy.
2. CnpaBo4Has 1 nouckoBas cuctema «I'apanT.

4.3. Ilepeuens 31eKmponn0-00pazoeamenbHvlx pecypcos:

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

4.4. llepeuens npogheccuonanvnvix 6a3 OaHHbIX:

1. baza nannbix «bubanoreka yrpasieHUs» - KopnopaTuBHBIA MEHEIKMEHT -
https://www.cfin.ru/rubricator.shtml

2. @enepanbHblii  00pa3oBaTeNbHBIN mopTan «IkoHOMUKA Conuonorus MEHEIHKMEHT» -
http://ecsocman.hse.ru

4.5. Ilepeuens pecypcos unghopmauuoHHo-meneKOMMYyHUKayuonnou cemu «Mumepnemy,
Heo0X00UMbBIX 07151 0C80CHUA OUCUUNTUHBL (MOOYIA):

http://council.gov.ru/ — Coser ®eaepanun OC PO.

http://www.e-rus.ru/ — ®UIT «dnexkrporHas Poccusy.

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

http://www.duma.ru — I'ocynapctBennas JJyma ®C PO.
http://www.government.gov.ru — [IpaButensctBo Poccutickoii deneparuu.
http://www.kremlin.ru — I[Ipe3unent PO.

http://www.pravo.eup.ru — «fOpugndeckas IeKTpOHHAs OMOIHOTEKAY.

Nk W=
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8. http://www.rostrud.info - ®enepanbHas cnyx6a Mo TPyAy U 3aHATOCTH.

0. http://www.rsl.ru — Poccuiickas ['ocynapcrBennas bubnunotexka.

10.  https://www.aup.ru - DIeKTpOHHbIE KHUTU: MEHEPKMEHT U YIPABJICHUE MTPEAIPUSITHEM.

11. https://www.businessvoc.ru - buznec-cioBaps.

12.  https://www.ecsocman.edu.ru - ®DeznepanbHblii 00pa3zoBaTeNbHBIA TOPTAT — 3KOHOMHKA,
COIIMOJIOTHS, MEHE/KMEHT.

13.  https://www.e-xecutive.ru - CooOIIECTBO MEHEIKEPOB.

14. https://www.expert.ru - xypHai «IKCIEePT».

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

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

17.  https://www.iteam.ru - TeXHOJIOTHH KOPIIOPATUBHOTO YIIPABJICHHUS.

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

19.  https://www.mgmt.ru - MapkeTHHr MeHe)KMEHT.

20. https://www.new-management.info - HoBsIif MEHEIKMEHT.

21.  https://www.riskm.ru - sxypHan «PHUCK-MEHEIKMEHT.

22. https://www.rjm.ru - Poccuiickuii >xypHajl MEHEIPKMEHTA.

23.  https://www.RomirMonitoring.ru - MapKeTUHTOBbIE UCCIICTOBAHHS.

24, https://www.top-personal.ru - xypHai «YTpaBJIeHHUE TEPCOHATIOM.

25.  https://www.vedomosti.ru/companies/a-z - CipaBOYHHK KOMITAaHUH U OpraHU3aIHHA.

4.6. Ilepeuenv UHGOPMAUUOHHBIX MEXHONO2UIl, UCHOIL3YEMBIX HPU  OCYULECHIGIEHUU
obpazoeamenvHo20 npoyecca No OoucyuniuHe (Mooyio), 6KIIOYAs NepeUeHb NPOZPAMMHOZ0
obecneuenusn

IIporpammHoe obecnieyeHue:

Omneparmonnast cucreMa Microsoft Windows 7, Tlaker mpukmamueix mporpamm Microsoft Office:
2010, Visual Studio 2017-2019 community, Acrobat Reader DC, 7-Zip, Notepad ++, ['papuueckuit
penaktop GIMP, Inkscape, Dnextponnsiii crnpaBounuk 2GiS, CnpaBounas [IpaBoBas cuctema
«KoHcynbTaHT TUIIOC DKCHepT», DNeKTpoHHBIN crpaBouHuk "Cuctema [Mapant", Bpaysep: Google
Chrome, Mozilla Firefox, MS Internet Explorer, AntuBupycHas nporpamma Windows defender,
AnTuBupycHas nporpamma 360 Total Security.

4.7. llepeuens yuedoHo-memoouueckozo obecneuenus 0asa camoCcmoameibHoi padomul
o0yuarwuxca no OucyunIuHne

Tema 1. [IpaBoBoe 1 HOPMATHBHO-METOANYECKOE 00ecnieyeHne padoThl C JOKYMEHTAMHU B
MEeHeIKMeHTe OPraHu3aluu

Jlureparypa: O-1; O-2; O-3; A-1; 1A-2; 1-3; J1-4.
Bonpocs! 1J1s1 caMonpoBepKH:

1. Hcropus nemonpoussoacrsa B Poccun.

2. CocTtaB HOpMaTUBHO-METOIMUECKON Oa3bl AETONMPONU3BOICTRA.

3. OcHOBHBIE TIOHATHS W TEPMHHOJOTHS: JAOKYMEHTHPOBaHHAs WHOpMAIus, JTOKYMEHT,
JIEIOTIPOU3BOJICTBO, JTOKYMEHTAIIMOHHOE OOCCIICYCHHE YIPABJICHUS, YIpaBICHUE JIOKYMECHTAMH,
JIOKYMEHTHUPOBaHUE.

4. Knaccudukanmsi 1oKkyMeHTOB.

S. VYipaBineH4eCKUN JOKYMEHT.

6. CucreMbl TOKYMEHTAIUU.

7. YHUuMUIUpOBaHHBIE CUCTEMBI JOKYMEHTAIUH.

3aganus 1J151 CAaMOCTOATEIbHOM padoThI:

1. [Ipukaznoe 1em10npPOU3BOICTBO.

2. Konexckoe nenonpon3BoACcTBO.

3. MuHucTepckoe AeI0npor3BOICTBO.
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4. LenTpann3zoBaHHOE JEIOMPOU3BOCTBO.

5. 3akoHomarenbHble akThl Poccuiickont ®eneparmu, ykaspl U pacnopstbkeHus IIpesuagenta
Poccuiickoit ®enepanyn, nocraHoBnenus [IpaBurennsctBa Poccuiickoit denepanyu B chepe
UH(pOPMAaLIUH U IOKYMEHTAIIUH.

6. HopmatuBHbIe IpaBoBbIe akThI (he/iepabHBIX OPraHOB UCTIONHUTEIBHOM BIACTH (MHUHUCTEPCTB,
KOMHTETOB, CIYXO, areHTCTB W Jp.), PErIaMEHTHPYIOLIHE BOMPOCH JTOKYMEHTALMOHHOTO
o0ecreyeHusI.

7. ["ocymapcTBeHHBIE CTaHAAPTHI HA TOKYMEHTBHI.

NuauBuayanbHoe 3a1aHue:
CocraBneHue KpoccBopla MO TEPMHUHOJOTUU JOKYMEHTAIIMOHHOTO OOecHedeHus Hu
JIeIIOTIPOU3BOICTBA.
TemaTHKa TOKJIA0B:
«['enepanbhblii permamenT» 1720 r.
«Obmee yapexaeHue ryoepackoe» 1775 r.
«O0miee yapexaenne MUHUCTEpCTB» 1811 T.
[lepBbie AekpeThl COBETCKOM BiIacTU 00 yIMOPSIOUEHUH JOKYMEHTUPOBAHUS.
Obmepoccuiickue Kiaccu(puKaToOpbl TEXHUKO-YKOHOMHYECKOHN M COIMAIbEHON HH(OpMAIIHH.
YHuuuupoBaHHble CUCTEMBI JOKYMEHTAIUH.
TeMaTmca acce:
Nudopmarnmonnas GyHKIUS JOKYMEHTA.
CornmanbHast QyHKIUS JOKYMEHTA.
KommyHukaTHBHAS GYHKIUS TOKYMEHTA.
KynpTypHas QyHKIHS TOKyMEHTA.
VYpasnenuyeckasi GQyHKIUS JOKYMEHTA.
[IpaBoBast pyHKIHS TOKYMEHTA.
Hayuno-ucropuyeckast GyHKIUS JOKYMEHTA.

O L
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Tema 2. O01mas xapakTepucTUKa YIPaBJIeHYECKUX JOKYMEHTOB B OPraHu3aluu

Jlureparypa: O-1; O-2; O-3; I-1; A-2; A-3; 1-4.
Bomnpocs! 11 camonpoBepKu:

1. Crioco0Obl JOKyMEHTHPOBAaHUS MH(HOPMAITHH.

2. OOmmii Bux, coctaB W TpeOoBaHHMA K O(GOPMICHHIO PEKBU3UTOB OPTraHU3AI[MOHHO-
pacrnopsaUTEIbHbIX JOKYMEHTOB.

3. IOpuaunueckast cuna 10KyMeHTa.

4. Dopmysiap TOKYMEHTA.

S. biiaHk noKyMeHTa.

6. Ocob6enHoctu 0hopMIIeHNS JOKYMEHTOB TP UCIOIb30BAHNN TEXHUUYECKUX CPEICTB.

7. SI3BIK U CTUIIb JJOKYMEHTOB.

3aganus 1J151 CAaMOCTOATEIbHOM padoThI:
PexBU3UTHI 3ar0J10BOYHOM YacTU JOKYMEHTA.
PexBu3HUTHI coepxaTEeIbHON YaCTH TOKYMEHTA.
PexBU3UTHI 0OpMIIAIONIEH YaCTH TOKYMEHTA.
OdopmiieHre peKBU3UTOB JOKYMEHTOB C UCIIOJIb30BAHUEM TEXHUYECKUX CPEJICTB.
DKCTPATMHTBUCTUYECKIE OCOOEHHOCTH JOKYMEHTA.
JIuHrBUCTHYECKHE OCOOCHHOCTH JOKYMEHTA.
I/IH):[I/IBH):[yaJILHOB 3aJaHue:
Cocranenue u opopmiienne Gopmynsapa-odpasma u 6manka OPJI.
TeMaTHKa JOKJIAJA0B:

RPN S

1. IOpuanyeckas cuna JOKyMEHTA.
2 DopMyIsIp JOKYMEHTA.

3. biiank nokymeHrTa.

4 CranpapTuzaius JeKCUKH.
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S. Cranpaptuzanys cI0BOCOUETaHUM U NTPEITIOKEHUH.
6. YHudukamnus TeKcta J0KyMeHTa: Tpadaper, aHkeTa, TabIuIa.

Tema 3. CocraBiienue u opopMiieHHE JTOKYMEHTOB B MEHEXKMEHTe OPraHu3anumn
Jlureparypa: O-1; O-2; O-3; A-1; A-2; 1-3; J1-4.
Bonpocs! 111 camonpoBepku:

1. Ha3znauenue, coctaB 1 oopMIIeHHE OpraHU3alMOHHBIX JTOKYMEHTOB.

2. Haznauenue, coctaB u oopMiIeHHE pacOPsIAUTEIbHBIX TOKYMEHTOB.

3. Hasznauenwue, coctaB u odopmiieHHe HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3aganus 1J151 CAMOCTOATEIbHOM padoThI:

1. CocraB u TpeboBaHMs K OPOPMIICHUIO OPTaHU3ALMOHHBIX JTOKYMEHTOB.

2. CocraB u TpeboBaHUs K 0POPMIICHUIO PACHOPSAIUTEIbHBIX JOKYMEHTOB.

3. CocraB u TpeboBaHMs K OPOPMIICHHIO HH(OPMAIIMOHHO-CIIPAaBOYHBIX JJOKYMEHTOB.
NuauBuayanbHoe 3a1aHue

1. Pa3paboTka opraHu3allMOHHOTO JOKYMEHTA MO 3aJJaHHOM CUTYaIUH.

2. Pa3zpaboTka pacnopsiuTeIbHOTO JOKYMEHTA 10 3aIaHHOW CUTYaIluH.

3. PazpaboTka nH(pOpMAIIOHHO-CIIPABOYHOT'O IOKYMEHTA 110 3a/JaHHON CUTYyalluH.

TemaTHKa TOKJIAN0B:

1.  OdopmneHre TOKYMEHTOB C HUCHOJIb30BAHMEM COBPEMEHHBIX MPOTPAMMHBIX M TEXHUYECKHUX
CPEICTB.

2. PenmaktupoBaHME JOKYMEHTA.

3. CocraB u TpeboBaHus K 0QOPMICHHUIO PEKBU3UTOB OPraHU3aLMOHHBIX IOKYyMEHTOB.

4.  CocraB u TpeOoBaHUS K OPOPMIICHUIO PEKBU3UTOB PACHIOPSAUTEIBHBIX JOKYMEHTOB.

5. CocraB u TpeOoBaHus K OG(GOPMICHHIO PEKBU3UTOB HH(POPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

Tema 4. Opranuszanusi I0KyMeHTO0000pOTa, XPAHEHHUS M UCII0JIb30BaHUs JOKYMEHTOB B
OpraHu3anun

Jlureparypa: O-1; O-2; O-3; A-1; 1A-2; 1-3; J1-4.
Bonpocs! 1J1s1 caMonpoBepKH:

1. JIOKyMEHTOOO0POT OpraHHU3alNu.

2. Pabora ¢ BXOASMMUMHU, UCXOASAIIMMU U BHYTPEHHUMH JOKYMEHTaMHU.
3. Perucrpanus 10KyMeHTOB.

4. KonTposb ucnosiHeHUs: TOKYMEHTOB.

5. Howmenknarypa nen, opmupoBanue, ohopMICHHE U OTIEPATUBHOE XpaHEHUE JIETI.
6. DKCIepTh3a IEHHOCTU JOKYMEHTOB.

7. IToaroroBka zen K nepenade B apxus.

8. OCHOBBI ApXHUBHOTO XpPaHEHHUsI TOKYMEHTOB.

9. Pabota ¢ koHpUIEeHIIMATbHBIMA JOKYMEHTAMH.

3aganus 1J151 CAaMOCTOATEIbHOM padoThI:

1. Pabora ¢ BXOIAIMUME, UCXOAAIIMMU U BHYTPEHHHUMHU JOKYMEHTaMH.
2. Homenknarypa gen.

3. XpaHeHHe JOKYMEHTOB.

NuauBuayaabHoOe 3a1aHKeE:
CocraBieHue cxeMbl JOKyMEHT0000pOTa MPEANPUATHS 110 3aJaHHON CUTYaLlUH.
TemaTHKa TOKJIA0B:

1. TpeboBanus Kk GOPMUPOBAHUIO JIEI.
2. [Topsaok mpoBeaeHNs SKCIIEPTH3BI IIEHHOCTH JOKYMEHTOB.
3. OcobeHHoCcTH paboThl ¢ KOH(DUACHIMAIBHBIMU JOKYMEHTaMH.

Tema 5. Jle1onpou3BoACTBO B KAJAPOBOii ci1yxde
Jlureparypa: O-1; O-2; O-3; I-1; A-2; A-3; 1-4.
Bomnpocs! 11 camonpoBepKu:
18



1. Bunsl u conepkaHue JOKYMEHTOB I10 JIMYHOMY COCTaBY, UX y4e€T U XpaHEHUE.

2. Odopmienue OpraHHU3alOHHO-KaIPOBbIX, OpraHU3aI[MOHHO-PACTIOPSAUTENbHBIX
JOKYMEHTOB U JJOKYMEHTOB I10 TPYJIOYCTPOHCTBY, YUETY U paboTe C KaapaMu.

3. Pabota c oOpamenusiMu 1 skat00amMu TpaxkaaH.

3aaHus 1J151 CAMOCTOATEIbHON padoThI:

1. [lITaTHOE pacniucanue: coAaepKaHue, PEKBU3UTHI.

2. JInynas kapTouka: coepxKaHue, PeKBU3UTHI.

3. TpynoBas KHMKKA: COEPKAHUE, PEKBU3UTHI.

NuauBuayanbHoe 3a1aHue:
CocraBnenue u opopmiieHHnEe KaJpOBbIX JOKYMEHTOB.
TemaTuka 10KJI210B:
1. CocTaB peKBU3UTOB JJOKYMEHTOB I10 KaJIpaM.
2. TpeboBanust kK 0OPMIICHUIO PEKBU3UTOB JOKYMEHTOB O KaJpaMm.

Tema 6. Opranu3anus AeATeJbHOCTH 1eJIONPOU3BOICTBEHHBIX CIIY:K0 B OpraHH3aIluu
Jlureparypa: O-1; O-2; O-3; I-1; A-2; A-3; 1-4.

Bomnpocel 11 caMOnIpoBepKH:

1. Conepxanue ynpaBieHUYeCKHX QYHKIIMNA U BUABI paboT B ciayx6e IOY opranuzamnuu.

2. Poub u QpyHKIMH CEeKpeTaps U MOMOIIHUKOB PYKOBOJIUTENS OpraHU3alUu.

3.  Opranuzanus Tpyaa paboTHHKOB ciayx0b1 JJOY u ux pabounx Mmecr.

4.  DTHKET OEJI0OBOro OOIIEHUS.
3aganus 1J151 CAMOCTOATENIbHOM padoThI:
1.  Opranu3anuoHHas CTPYKTYypa, 3a1auu U GyHKuuu ciyxos JJOY.

2. [TonosxeHnne o 1eTOMPON3BOICTBEHHOM CITyKOe.
NuauBuayanbHoe 3a1aHue:
PazpaboTka JIOKaJIbHBIX HOPMAaTHUBHBIX aKTOB 10 OpraHu3aIuu paboTsl
JeTOTIPOU3BOACTBEHHON CITYKOBI.
TemaTHKa TOKJIAN0B:

1. CrpykTypa U copepkaHHe JOKHOCTHOW HMHCTPYKIIMH DPAaOOTHHKA AENONPOW3BOJACTBEHHOM
CITYXKOBI.
2. TpebGoBaHUs MO COCTABIECHUIO HHCTPYKIIUHU IO JEIONPOU3BOJICTBY B OpraHU3aIUH.

Tema 7. CoBepuieHCTBOBaHHE JOKYMEHTAIMOHHOT0 o0ecneyeHus yIpaBJaeHUs U
AeJ0NPOU3BOACTBA
Jlureparypa: O-1; O-2; O-3; A-1; A-2; 1-3; J1-4.
Bonpocs! 111 camonpoBepKu:
VYHU}UKaLKA cocTaBa JOKyMEHTOB.
Yauduxkarnus Gopm T0KyMEHTOB.
VYHU(HKALKSA TEKCTOB JOKYMEHTOB.
MeToabl ydeTa U COKpalleHus JOKYMEHTO000pOTa OpraHu3aliu.
Komnbrotepusarust paboThl ¢ JOKyMEHTaMHU.
DNEKTPOHHBIA TOKYMEHT | 3JICKTPOHHBIA TOKYMEHTOOOOPOT.
KoMrmibroTepHbIC TEXHOJIOTUN TTOJTOTOBKH TEKCTOBBIX U TAOMUYHBIX TOKYMEHTOB.
NudopmanmonHble TEXHOJIOTUM OpraHU3alud JOKYMEHTOOOOpOTa, XpaHEHHS U IOUCKa
uHpOpMaLIUY.
3aganus 1J151 CAMOCTOATEIbHOM padoThI:
1.  Meronuka aHaaM3a COCTOSHUS JOKYMEHTALMOHHOTO 00eCTieueH sl YIPaBICHUS U
JIeJIONPOU3BOCTBA.
2. Pa3paboTka mpeuiosKeHHU 10 COBEPIICHCTBOBAHUIO JOKYMEHTAI[MOHHOTO O0ECTICYeHUS U
JICTIOTIPOM3BO/ICTBA B OpraHu3aIuu (pearnpusiTan ).
NuauBuayanbHoe 3aiaHue:
AHaIN3 COCTOSIHUS IOKYMEHTALMOHHOTO 00eCIeYeH sl U JIEIONPOU3BOICTBA B OpraHU3allUH.
TemaTuka 10KJI210B:

NN R =
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1.  IIpoGrembl COBpEeMEHHOTO JIEIOMPOr3BoICcTBA B Poccum.

2. IlpuumHbI pocTa JOKyMEHTOOOOPOTa B COBPEMEHHBIX OpraHU3alUsX.
3. TenaeHuuu pa3BUTHS HOBBIX MH(OPMAIIMOHHBIX TexHOMoruil B IO/
TemaTuka 3cce:

1 OCHOBHBIE HaIPaBJIEHUs COBEPLIEHCTBOBAHUS JOKYMEHTOB.

2 Hanpasnenus ananuza cocrosus IO/l B opranuzanuu.

3 [Tpo6emMbl COBPEMEHHOT'O AETONPOU3BOJCTBA U MTyTH UX PEIICHHUS.
4 [TpuunHbI pocTa JOKYMEHTOOOOPOTa B COBPEMEHHBIX OpraHU3aIHsIX.
5. IIpoGneMsl UCTIONIBH30BAHUS HOBBIX HH(POPMAITMOHHBIX TEXHOJIOTUH B IEIIONPOU3BO/ICTBE.
6 Posnb aBTOMaTH3a1MK B AEIONPOU3BOICTBE.

7 [IpeumymectBa u HegocTaTku Komnerorepusanuu JO/1.

4.

8. Mamepuanvno-mexnuueckoe obecneuenue OucCUyuUnIuUHbl (pazoenos)

JlucuMiinHa ooecreueHa:

— y4eOHOW ayauTOpue [UIsi TPOBEJACHUS 3aHITHH JIEKIIMOHHOTO THUIA, O0OpPYJIOBaHHOU
MYJIbTUMEANIMHBIMU CPEICTBAMHU O0yUYEHUS AJIsl AEMOHCTPALUU JIEKIUI-Ipe3eH T,

— y4eOHOW ayauTopuedl i TPOBENCHUS 3aHATUA CEMUHAPCKOrOo TuMa (CEMHHAPHI,
MpaKTUYECKHE  3aHATHSA) JUIsl  TPYNNOBBIX W HMHOUBUAYalIbHBIX  KOHCYJIbTAIHi,
MPOMEXYTOYHON aTTeCTalllK, OOOpYIOBAaHHOW y4eOHOW MeOenbl0 M TEXHUYECKUMHU
CpeacTBaMH O0y4YeHUSs, CIYKAIlIUMHU [Tl IPEACTaBIeHUsl yueOHON NH(GOPMAIUU CTYACHTaM;

— TIOMEHICHUSIMU [IJIS CAMOCTOSITEIBHOW pabOThl, OCHAIICHHOW KOMIBIOTEPHOW TEXHHUKOW C
BO3MOXXHOCTBIO TOAKITIOUEHUs K ceTu «VHTepHeT» U 00eCnedYeHHON JOCTyloM B
AJIEKTPOHHYIO HHPOPMAIIMOHHO-00pazoBarenbHyto cpeny UHcTturyTa.
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V. TEMATHUYECKHUM IIJIAH U3YUEHUS TUCIIUTLIVHBI

(Cooeprrcanue oucyuniunsvt, CmpyKmypupoeannoe no memam (pazoenam) ¢ yKazanuem 4acoe u U006 3aHamuit)
10 04HOI (popme 00yUeHUsI

KoHnTakTHbIE Yachl

CamocTosiTe1bHas padora

AY/IHTOPHbIE 9aChI NuauBu Komnr. Koncyan KoHT. yacsl
AyanbHA Yyacskl 0 Tanus no
Yacol B | NPOMEKYTO nepen NPOMEKYTOYH
Jla6o B TOM 4YHCJIe ii i o Dopmbl
Ne II P JJIEKTPOHHOIH KOHCYJIb 4YHOI IK3aMeH oii
HaumeHoBaHMe pa3jesioB U PpakT _ TeKyuero/
o/ a B UHTEPAKTHBH | ¢hopme 00yueHnst Tanus arTecTauyu om (K9) | arrecranmu B KOHTPO
TeM it u- cer (dopMbl | uacel py0esxHOro
il EKIHU TOPHBI bl yac u (Karr) nepuos 3K3. b
u YyecKue o 0 K KOHTPOJIst
3aHATH ayn. ( ) ceccun
q pabor TIPAKTH (KaTm3k)
yac | JIeKIH
Bl (opmbl YecKHe
Bl u
3aHATUA
Tewma 1. [IpaBoBoe u .
ITuceMenHbIi
HOPMAaTUBHO- onpoc
METOAUYECKOE A.n.c INucemennoe
| obecrieueHne paboThI C 2 2 . Jur. Ip.| 3 JOMallHee
JOKYMECHTAaMHU B I 321{(1215{146
eiic
MCECHCI)KMCHTC Jluckycens
OpraHu3anun
Tema 2. O6mas TMuchMeHHbIiH
XapaKkTepUCTHKa .. lglr;pc(r),iaeﬂﬂoe
2 YIpaBICHYCCKUX 2 2 Ag.c ﬁHT- 3 JOMaIHee
JIOKyMEHTOB B . P 3a7aHme
OpraHM3aluu L.n. Keiic
Juckyccust
Tema 3. CocraBiienue u ucemennbii
ompoc
odopmieHHe A.n.c Thur INucemennoe
3 JOKYMCHTOB B 2 2 . i ’ 3 JIOMalIHee
MEHEPKMEHTE r.o P 3a[aHiE
OpraHuzanuun Keiic
Juckyccust
Tema 4. Opranuzanus TTuchMeHHbI
JIOKYMEHTO000pOTA, Arc l(zlnpoc
XPaHEHHUS U A T, HCHMEHHOE
4 1 1 . 3 JIOMAaIllHEe
UCHOJIb30BAHUS 'n Ap. sazanie
JIOKYMEHTOB B o Keitc
OpraHu3aluu Juckyccus
Tema 5. A.nc IucemennbIi
5 | Jlenompou3BoOACTBO B 2 2 . Jur. Lp.| 3 HH:;E::H oc
KaZ[pOBOf/'I C.Hy)K6C .o JIOMaIIHee




3amaHue
Keiic
Juckyccust
Tema 6. TTucbMeHHbIi
omnpoc
Opranuzanus A.n.c [MucbMenHoe

6 JACATCIBHOCTHU 1 1 . Jlur. 4 JoMallHee
JEJIONPOU3BOACTBCHHBI .o I.p. 3a7aH1e
X CI1yk0 B I.n. Ketic
OpTaHM3AINN Henosas urpa

Juckyccust
Tema 7. ITuchbMeHHbIH
CoBepIIeHCTBOBAHNE ompoc
ITucbmenHoe
OKYMCHTAIITMOHHOT'O .

7 AOKYM o 2 2 Ac ﬁm 3 JloMalIHee
obecrnieueHHs . P sajanne
YIOPaBJICHUS U .. Keiic
JEI0IIPOU3BOJACTBA Huckyccus

Hroro: 6 6 12 22
3auer 2
Bcero no nucuuniuHe:
6 6 6 12 2 22

COKpaH_[eHI/IH, HCIOJIb3YCMBIC B TemaTuueckoMm ILIaHE HU3YUCHUSA JUCHUIIIINHBI:

Ne i/m Coxkpamenne Bup padotsl
1. Jlur. Pabota c nmutepaTypoit
2. H.p. BeinonHenue NucbMEHHOM WM YCTHOW AoMaIlHei paboThl
3. A.n.c. AHaJIN3 JIETOBBIX CUTYyaIlMi HA OCHOBE KEWC-METO1a
4. .. NuTepakTrBHAS JIEKINS
S. A Jlenosas urpa
6. I'.n. I'pynmoBast nuckyccus

[Tpu peanu3anuy JaHHOW JUCHMIUIMHBI MO OYHO-320YHOW M 3a04HOW (opmMaM OO0ydeHHS K MporpaMMme A00aBISIFOTCS TEMaTHYECKHE
IUTaHbl U3Y4YE€HUS JUCLUILIMHBI IO COOTBETCTBYIOIIMM (hopMaM Kak mpuitokenue k PITJL.

22



VI. ®°OH/JI OHEHOYHbIX CPEJACTB

OneHouyHble CpeACTBa MO JUCIHUIUIMHE pa3paboTaHbl B coOoTBeTCTBUHM ¢ llomoxkeHuem o Qonae
orieHouHbIX cpeAcTB B PI'BOY BO «PDY uwm. I'.B. [1nexanosay.

(Dono ouenounvix cpeocme xpanumcsa Ha Kageope, odecneuusarouieli npenooasanue 0aHHoU
OUCHUUNIUHDL)

6.1. Ilepeyenb KOMIEeTEHIMI ¢ YKAa3aHUEM 3TanoB uX GoOpMHUPOBAHUSA B Mpollecce 0CBOEHMS
o0pa3oBaTe/bHOIi porpamMmsbl (cM. Tadauny pasaena II).

6.2. Onucanue mnokasarejedl M KPUTePHEB OLCHUBAHHUS KOMIIETCHIHH HAa Pa3JIMYHBIX

sTanax MX (OPMHMpOBAHMS, ONHCAHHE IIKAJ omeHuBaHus (cM. Taoauny pasgeaa Il u
pasnea VIII).

6.3. TunoBble KOHTPOJIbHBbIC 3aJaHUSI WJIM MHbIe MaTepHAaJbl, HeO0X0AMMbIE 1JIsl OLEHKH
3HAHUM, YMEHHWI, HABBIKOB M (WIH) ONbITA [AeATEJbLHOCTH, XAPAKTEPHU3YIOIIMX 3Talbl
(¢opMupoBaHus KOMIIETEHIHII B ITpoLecce 0CBOCHUsI 00pa30BaTeJbHOH IPOrPaMMBI.

e TemaTnka KypcoBbIX padoT
KypcoBas pabora o mucnuiminHe «/{oKkyMeHTalmOHHOEe 00eCIIeYeHHE U IETIONPOM3BOICTBO B
MEHEDKMEHTE OpPTraHu3aliny He TPETyCMOTPEHA.

e Bompocsl k 3auery

JIOKYMEHT, ero CBOWCTBA U (DYHKIIHH.

JIokyMeHTaIlMOHHOE o0ecrieueHue yIpaBieHus Kak HayKa U yuyeOHasi TUCIUIUINHA.

Teopus u npakTUKa JOKYMEHTOBEIEHUs B Poccun.

HopMmatuBHo-MeToanueckas 6a3a AeI0npon3BOACTBA.

Knaccugukanus 10KyMeHTOB.

VYnpasnendyeckas HHGoOpMaIus, yIpaBJIeHYeCKUI JOKYMEHT U OCHOBAHHUS IS €r0 CO3AaHMUS.
CucremMpl JOKyMEHTaIUH.

YHuuuupoBaHHble CHCTEMBI JOKYMEHTAIUH.

9.  CnocoObl JOKYMEHTUPOBAHUS UH(OPMAIIHH.

10. OOmwmit BuI, cocTaB W TpeOoBaHUS K O(GOPMIICHUIO PEKBU3UTOB OPTraHU3AIMOHHO-
paciopsAUTENbHBIX JOKYMEHTOB.

11. HOpuauueckas cuiia JOKyMEHTa.

12.  Cxema pacrnojoXeHUs: PEeKBU3UTOB JOKyMeHTa (HOpMyJIsip JOKYMEHTA).

13. Ilonstue, Buabl U TpebOBaHUS K OPOPMIIEHHIO OJIaHKOB OPraHU3AI[MOHHO-PACTIOPSAUTENbHBIX
JOKYMEHTOB.

14.  Ocobennoctu oopMIICHUS TOKYMEHTOB IIPH MCTIOIB30BAaHUN TEXHUUECKUX CPECTB.

15.  OcHoOBHBIE OCOOCHHOCTH JIETIOBOTO SI3bIKA U CTUJIS CITY)KEOHBIX TOKYMEHTOB.

16. Haznauenue, coctaB U 0popMIIEHHE OpTraHU3AIMOHHBIX JIOKYMEHTOB.

17. VYcraB opranusanuu: coCTaB COAEPKATEIbHON YaCTH, PEKBU3UTHI.

18. IlonmoxkeHue 0 CTPYKTYPHOM MOAPA3IACICHUH: COCTaB COAEPKATEIbHON YaCTU, PEKBU3UTHI.
19.  MomxHOCTHas MHCTPYKIMS B OPraHU3alMU: COCTAaB COAEPIKATEIbHON YaCTH, PEKBU3HTHI.

20. Haznadenue, cocTaB U 0pOpMIICHHUE PACTIOPAIUTEIBHBIX TOKYMEHTOB.

21. [Ilpuxka3: cocTaB cofepx aTeIbHON YaCTH, pEKBU3HUTHI.

22. PacnopsixeHue: cocTaB CoAepKaTeIbHOM YaCTH, PEKBU3UTHI.

23. Pemenue: coctaB COAEPKATEIBHON YaCTH, PEKBU3UTHI.

24. HaznaudeHue, cocTaB U opopMiieHHEe HH(POPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB.

25. Ilportokois: cocTaB copepkKaTeIbHON YaCTH, PEKBU3UTHI.

26. AKT: cocTaB coAepKaTeIbHON YaCTU, PEKBU3UTHI.

27. JlokmajgHas 3allMCKa: COCTAB COAEPKATEIBbHOM YaCTH, PEKBU3UTHI.

28. CmpaBka: cOCTaB COAEPKATEIBHON YaCTH, PEKBU3HTHI.
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29. IluceMo: cocTaB COJEP/KATENbHON YaCTH, PEKBU3UTHI.

30. Bwugsl, conepxanue u opopMIICHHE JOKYMEHTOB TI0 KaJIpaM.

31. ®opmupoBaHue JIMYHOTO Jena pabOTHHKA.

32. TpynoBas KHWXKKa: BbIada, opopMiIeHUE, XpaHEHHE.

33. CucreMaTuzanys U XpaHEHHE [ 110 KaapaMm.

34. TloHsTHE ¥ MPUHIIMITHI OpTaHU3AINH JTOKYMEHTO000pOTA.

35. OO0BeM TOKyMEHTOO0O0pOTa, CIIOCOOHI €T0 yUeTa.

36. Pabora ¢ BXOASIMMMH TOKYMEHTaMU OpPTaHU3aI1H.

37. Pabota ¢ UCXOISAIMMHI JOKYMEHTaMHU OpraHU3alHH.

38. Pabora ¢ BHyTpeHHUMH JOKYMEHTaMH OpTaHU3aINH.

39. Peructpanusi JOKyMEHTOB.

40. KOHTpOJIb UCIIONHEHUS YIIPABIEHYECKUX JOKYMEHTOB: IIOHATHE, BUbI, 3HAUCHUE.
41. Howmenknarypa, GopMupoBaHue u 0ohopMIICHHUE JIEI.

42. OmnepaTUBHOE XpaHECHHE JCII.

43. TloaroroBka Jien K nepeaaye B apXus.

44, DxcnepTHu3a IEHHOCTH JOKYMEHTOB: MOHATHE, (DYHKITUHU, COCTAB SKCIIEPTHBHIX KOMUCCHH.
45. Pabota ¢ KOH(pUAECHINATBHBIMH JOKYMEHTAMH.

46. OcHOBHBIC HAMPABJICHHUS COBEPIICHCTBOBAHMS COCTaBa U (JOPM JOKYMEHTOB.
47. Meronbl yueTa U COKpaIeHus TOKyMEHT0000poTa OpraHu3aIiH.

48. OCHOBBI KOMIIBIOTEPU3AIUN PAOOTHI C TOKYMEHTAMHU.

49. DNeKTPOHHBIA JOKYMEHT M JIEKTPOHHBINA JOKYMEHTOOOOPOT.

50. OpranuzanuoHHas CTpyKTypa, 3aaauu u Gysakuu ciryxos1 1O/,

npuMep Ouiera s 3a4era B [Ipuinoxenun 1

o Temamuxa 0enoeoit ucpot
«CocraBienue u 0popMIIEHHE JOKAIbHBIX HOPMAaTUBHBIX aKTOB MO JOKYMEHTAIIHOHHOMY
00EeCTIEUCHHUIO U JICIIONPON3BOICTBY Ha MPEATPUITUN

e 3adanusn 013 peuwieHusa Keic-3a0anus

1. «CocraBieHue KpoCCBOpJIA IO TEPMUHOJOTHHM JIOKYMEHTAI[HOHHOTO O0ecledyeHus: H
JETOIPOU3BOICTBA»

2. «Cocrtasnenue u opopmienue Gpopmynspa-odpasua u 6manka OPJ]»
. «Pazpabotka OP/]»
. «Cxema TOKyMEHTO000pOTa MPEATPUATHUS»
. «CocraBieHne 1 0popMIEHHE KaJPOBBIX TOKYMEHTOB)
. «/lemonpon3BoCTBEHHAs CITyk)0a»
. «Cocrosgaue JOI»

e )T, I SN OS)

e Temamuxa 3cce

HNudopmarmonHas GyHKIMS JOKyMEHTA.

CormranpHast (DyHKIMS JOKYMEHTA.

KomMmyHukaTuBHas (GYHKLIMS JOKYMEHTA.

KynbrypHas QyHKIus TOKyMeHTa.

VYnpasnenyeckast QyHKIMS JOKYMEHTA.

I[TpaBoBast pyHKIMSI TOKyMEHTA.

Hayuno-ucropuueckast yHKIHs TOKyMEHTA.

OCHOBHBIE HAMPABICHUS COBEPIIICHCTBOBAHUS JOKYMEHTOB.
Hanpasnenus ananuza cocrosaus O/ B opranuzanuu.

[TpoGiemMbl COBPEMEHHOTO JEIIONPOU3BOJICTBA U TyTH UX PEUICHUS.
[IpuunHbI pocTa JOKYMEHTOOOOPOTa B COBPEMEHHBIX OpraHU3alHsIX.
[TpoGnembr UCTIOJIb30BaHUS HOBBIX UHPOPMAITMOHHBIX  TEXHOJOTHUI B
JIeIIONPON3BOICTBE.

e A

—_—— — \O
N=or
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13. Ponp aBTOMaTH3alMK B AETONPOU3BOICTBE.
14. IlpeumyinectBa u HemocTaTku kKomnberotepusanuu JO/I.

o [lepeuenv mem 014 nposedenus OUCKyccuu, NOa1eMuKu, oucnyma, oebamoe

1.  «'enepanpHblil pernmamenT» 1720 r.

2. «OOmee yupexaeHue ryoepackoe» 1775 r.

3. «OOmee yupexaeHue MUHUCTEpCTB» 1811 .

4.  IlepBble neKpeTHl COBETCKOM BJIACTH 00 YMOPSTOYECHUN JOKYMEHTHUPOBAHHS.

5. OO6mepoccuiickue  KIacCCH(PUKATOPHI  TEXHUKO-DKOHOMHUYECKOM U  COIMAIBHOMN
nHpopMaIuu.

6.  YHu(UIUPOBaHHBIC CUCTEMBI JOKYMEHTAIUH.

7. IOpuanueckas cuna JOKyMeHTA.

8.  Dopmymsp JOKYMEHTA.

9. biank noxymeHra.

10. CranpapTusanus JEKCHUKH.

11. CranmapTuzanys CJIOBOCOYETAHHUI U MPEIJIOKEHHUIA.

12.  Yuudukanus Tekcra 1oKyMeHTa: Tpadaper, aHkeTa, Tabnuua.

13. OdopmiieHne AOKYMEHTOB C HKCIOJB30BAaHUEM COBPEMEHHBIX MPOTPAMMHBIX |
TEXHUYECKHUX CPEJICTB.

14. PenaxtupoBaHMe JOKYMEHTA.

15. CocraB u TpeboBanus K 0OPMIICHUIO PEKBU3UTOB OPTaHU3AIMOHHBIX TJOKYMEHTOB.

16. CocraB u TpeOoBaHUs K OPOPMIICHUIO PEKBU3UTOB PACHIOPSAUTENBHBIX JTOKYMEHTOB.

17. CoctaB u TpeboBaHHs K OGOPMIICHHIO PEKBU3UTOB HH(OPMAIMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

18. TpebGoanus k GOpMHUPOBAHUIO JICTI.

19. Ilopsarok npoBeAEHUS SKCIIEPTU3bI LIECHHOCTH JOKYMEHTOB.

20. Ocobennoctu pabOTHI ¢ KOHPUICHITUATLHBIMHU TOKYMEHTAMH.

21. CocraB peKBU3UTOB JOKYMEHTOB I10 KaJpaM.

22. TpebGoBaHus K 0pOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB IO KaJpaM.

23. Crpykrypa u coJiep)KaHue JOJIKHOCTHOM UHCTPYKLUU paboTHUKa
JIeJIOTPOU3BOCTBEHHOMN CITYKOBI.

24. TpeboBaHHs [0 COCTABICHUIO HHCTPYKIIUU TIO I€TIONPON3BOICTBY B OPraHU3AIUH.

25. TIpoGaembl COBpEMEHHOTO JIEI0NPON3BoIcTBAa B Poccun.

26. IlpuumHBI pocTa JOKYMEHTOOOOPOTA B COBPEMEHHBIX OpraHU3aLUsX.

27. TenaeHuu pa3BUTHS HOBBIX HHGOPMAIIMOHHBIX TexHOnorui B J1O/I.

e Tecmoeswie 3a0anun

BbiOpath eIMHCTBEHHBII BEPHBII OTBET
1. [elicTBytolee cTaHAAPTU3UPOBAHHOE OMPEACIICHUE TEPMUHA «TTOKYMEHT»

a) MaTepHalbHBbI 00BEKT ¢ MH(OpMAIMeid, 3aKPETNICHHOH CO3aHHBIM YEJI0OBEKOM
CIIOCOOOM JJIs €€ IepeAauu BO BPEMEHU U IIPOCTPAHCTBE

0) 3ahuKkcUpoBaHHAas HA HOCUTENE HH(OPMAIIHS C PEKBU3UTAMU, ITO3BOJISIOIINMH €€
UJIEHTU(DHUITPOBATH

B) uHpopmanus, 3apUKCUPOBaHHAs HA HEKOTOPOM (PU3HMUECKOM HOCUTENE U
paccuMTaHHas Ha AJIUTEIbHOE MHOIOKPaTHOE UCIIOIb30BAHNE

r) CpPEeACTBO OpraHU3aluy HHPOPMAIIUHN U CPEACTBO OOMEHA €10
2. YHudukanus 10KyMEHTOB

a) ONITUMH3AIMS JOKYMEHTOIIOTOKOB B OPTaHU3aI1H

0) MIPOCTABJICHHUE HA IOKYMEHTE HEOOXOAMMBIX PEKBU3UTOB

B) 3aroyiHeHUe OJTAaHKOB YHU(PULIMPOBAHHBIX (HOPM TOKYMEHTOB

T) YCTaHOBJICHUE €IMHO0OPa3us B cOCTaBe U (hopMax TOKYMEHTOB

3. CTpaHHLBI TOKYMEHTAa HyMEPYIOTCS
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a) C MEpPBOl CTpaHUIIbI

0) apabckumu 1udpamMu ¢ mogYepKUBAHUEM

B) HYMEPYIOTCS] BTOpasi M MOCJIEIYIOIINE CTPAHUIIBI

r) KaK7asi yeTHasi CTpaHuIa
4. OTMeTKa 0 HAIMYUU MPUITIOKEHHS, HA3BAHHOTO B TEKCTE JOKYMEHTA, BKIIFOYAET

a) cioBo «IIpunoxxkenney», KOJIMUYECTBO JUCTOB, KOJMUYECTBO SK3EMILISIPOB

0) cioBo «lIpunoxkeHney», KOJIMIEeCTBO CTPAHUI], KOJTHMYECTBO IK3EMIUISIPOB

B) cioBo «lIpunoxxkeHney», KOIMUYECTBO IK3EMIUISIPOB

r) KOJIMYECTBO JIUCTOB, KOJMYECTBO IK3EMIUISIPOB
5. K opraHu3aiiiOHHBIM TOKYMEHTaM OTHOCSTCS

a) MIPHUKa3, PACIOpsHKEHUE, TOCTAHOBIICHUE

0) JOKJIaJ, OObSICHUTEIbHAS 3alIMCcKa, OTYET

B) WHCTPYKIHUS, PEKOMEHAINH, IITATHOE PACITUCAHHE

T) Tenekc, (hakc, TenerpaMmma
6. 3arosoBOK Jiejla B HOMEHKJIATYpE AOKEH UMETh

a) KpaTkoe 0003HaueHue CBEICHU O COCTaBe U COIEPKAHUH JOKYMEHTOB Jiefia

0) KpaTKo€e cofiepkKaHue, qaTta (Iepuoj) K KOTOpOMY OTHOCSITCS] IOKYMEHTBI, CPOK
XpaHeHus aena

B) HAaUMEHOBAHHE BHJIA JOKYMEHTOB, UCTIOTHUTEIH, aTa (MIEpUOoJT) K KOTOPOMY
OTHOCSITCS] IOKYMEHTHI

r) HAaUMEHOBAHHE BHJIA JOKYMEHTOB, UCTIOTTHUTEIN, KPATKOE COJIep:KaHNe
7. JIOKyMEeHTO0OOpOT

a) JBUKCHHUE JOKYMEHTOB B OPTaHU3AIMHA C MOMEHTA UX CO3JaHMSI WU TIOTYICHHS JI0
3aBepUICHMS] UCTIONIHEHUS WM OTIPaBKU

0) COBOKYITHOCTH JOKyMEHTOB OJTHOTO BHJIa WJIM Ha3HAYCHUS, UMCIOIINX €INHBIHA
MapupyT

B) JOKYMEHTHUPOBaHUE U OpraHu3anus padboTsl ¢ opUIIHaTbHBIMU JOKYMEHTAMHU

r) XpaHEHUE U UCTIONIb30BaHNUE JJOKYMEHTOB B TEKYILICH JIEATEIbHOCTH YUPEKACHUS
8. Howmenknatypa aen

a) COBOKYITHOCTb JJOKyMEHTOB, 00pa3yIOLINXCs B JEATEILHOCTH OpraHu3aluu

0) JOKYMEHT WJIH COBOKYITHOCTh JIOKYMEHTOB, OTHOCSIIIUXCS K OJTHOMY BOIIPOCY WIIH
YYacTKy AESITeIbHOCTH, TOMEUICHHBIX B OTACIbHYIO O0JI0XKKY

B) MepeyeHb YCTAaHOBJICHHBIX K MPUMEHEHHUIO YHU(DHUITUPOBAHHBIX (HOPM JOKYMEHTOB

r) CUCTEMAaTHU3UPOBAaHHBIN NEpeUeHb 3ar0JI0BKOB JIEN, CO3aBaeMbIX B OPTaHU3AlUU, C

yKa3aHHUEM CPOKOB UX XpaHEHUS
9. TI'pud yrBepxkaeHus — peKBU3UT OUIINATHLHOTO JOKYMEHTA

a) BBIPXKAIOIINI COTTIAaCHE YUPEKIACHUS UITU €T0 OpraHa, He SBISIOIETOCS aBTOPOM
JIOKYMEHTa, C €r0 CO/IepIKaHueM

0) CBUJIETEIBCTBYIOLIUI O IIPABOBOM CTaTyCe JOKYMEHTA

B) COCTOSIIIHIA U3 HAITUCH HA IOKYMEHTE, CICITAaHHOW JJODKHOCTHBIM JIUIIOM U
COJIEpIKaIIei MPUHATOE UM PEIICHHE

T) MPEACTABISIIONTUN cO00H COOCTBEHHOPYYHYIO POCTTUCH TTOJTHOMOYHOTO

JOJIDKHOCTHOTI'O JIMLIa
10. JloknmaaHas 3ammcka

a) azipecoBaHa PyKOBOJICTBY, COACPIKUT U3JT0KEHUE KAaKOT0-TM00 BOMPOCA C BHIBOJIAMHU
1 TIPEUIOKCHUSMH COCTaBUTEIIS

0) ¢bukcupyer xoa 00CyKACHUS BOIIPOCOB U KOJIJIETHAIBHOE PUHATHE PELICHUN Ha
coOpaHusX, COBCIIAHNAX, 3aCEAHUAX U T.JI.

B) 0000111eHHOE Ha3BaHHUE PA3JINYHBIX IO COJCPKAHUIO JOKYMEHTOB, IEPECHUIAEMBIX 110
1oYTe, KyphepOoM, IOCPEICTBOM (paKCUMHIIBHOM CBSI3U H T.11.

r) OIUCHIBACT (PAKTHI OCHOBHOM JIESITEIBHOCTH OPraHU3aIlNH UM MOITBEPKAACT

CBeZieHUs OnorpaduuecKoro win CiayKeOHOTO XapaKkTepa
11. Jlenonpous3BOACTBO — ACSITETHLHOCTD, 00ECIIEUHBAIOIIIAS
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a) CUCTEMY XPaHEHHUs JOKYMEHTOB

0) oopMIIeHHE PEIICHHS YIIPABICHYECKOT0 BOIIpoca

B) JTOKYMEHTHUPOBaHHE, JOKyMEHTO000POT, OTIEpaTHBHOE XPAaHEHHUE U UCIIOIb30BaHNE
JOKYMEHTOB

r) OpraHu3aIMio paboThl C JOKYMEHTaMHU
12. KOpunuueckou cuioi 00agaroT

a) KCEpPOKOIHS JOKYMEHTA

0) (dhoTOoKOTHS JOKYMEHTA

B) KONus JOKYMEHTa

T) nyOIuKaT TOKyMEHTa
13. PexBusut «HanmeHoBaHUE BHIAa TOKyMEHTa» 0(hOpMIIIETCS

a) Ha BCEX BHUJIaX IOKYMEHTOB, KpOMeE MHChbMa

0) Ha MHChMax

B) Ha BCEX BHUJIAX IOKYMEHTOB

r) Ha OPTaHU3AIMOHHBIX U PACTIOPSIUTEIBHBIX JOKYMEHTaX
14. Pe3omronusg BKIIIOYAeT B ce0s

a) (haMuITHK, HUITUAIB] HCTIOTHUTENCH, COJIepKaHne IOPYUEHUSs], CPOK UCTIOTHECHHSI,
MOJIKUCH U AaTy

0) WHUIUATB] 1 (aMHUITUIO UCTIOTHUTENS (MCTIOTHUTENEH ), TOpydeHue, MOAIUCh U JaTy

B) MPUHSTOE JOJKHOCTHBIM JIMLIOM peIIeHHE, TOIMUCh U JIaTy

r) (haMuIIH, THUITUATBI HCTIOTHUTENICH, Colep KaHrue TOPyUeHUs, TIOJIUCH U ATy
15. [ToamuHHKMK TOKYMEHTa

a) KOIHS TOKYMEHTa, Ha KOTOPOH B COOTBETCTBUU C YCTAHOBJICHHBIM MOPSIKOM
MPOCTABJISAIOT HEOOXOAMMbIE PEKBU3UTHI, IPUIAIOIIUE €M IOPUINUECKYIO CUITY

0) JOKYMEHT, TIOJIHOCTbIO BOCIIPOU3BOAIINI HH(OPMAIIHIO MOAIMHHOTO JOKYMEHTa U
BCE €r0 BHEIIHHUE MTPU3HAKU WM YacTh UX, HE UMEIOLIUI IOPUINYECKON CHITBI

B) MIEPBBIN WM STUHCTBEHHBIN IK3EMILISP TOKYMEHTA

r) MOBTOPHBIN SK3EMILISP OPUTHMHANIA JOKYMEHTA, UMEIOIIUN IOpUAUUECKYIO CHITY
16. Kakoii pekBU3HT (PEKBU3UTHI) HE BXOJUT B COCTaB (pOpPMYIIspa MUChMa, 32 UCKITIOUECHUEM
rapaHTUUHOTO

a) mara

0) aapecar

B) 3aroJIOBOK K TEKCTY

r) HAaMMEHOBAaHME BUJIA TOKYMEHTA
17. O6beM TOKyMEHTO0O0POTa — KOJMYECTBO IOKYMEHTOB

a) MOCTYIUBIIMX B OPraHU3AINIO 32 ONpeAeNICHHbINA TEPUOA

0) MOCTYIHUBIIMX B OPraHU3ALMI0 U CO3/IaHHBIX €10 3a ONPEAEICHHBIN IEPUOA

B) OTHPaBJICHHBIX OpPTraHU3alMeN 3a ONPECTCHHbIA TEPUO/T

r) CO3JJaHHBIX OpraHU3aluel 3a OIPEIEICHHBIN IIEPUOL

BriOpath aBa u 60Jiee BEpHBIX OTBETOB
18. PexBu3uTHI cocTaBa hopmyJisipa mprKas3a 1o OCHOBHOM €SI TEIIBHOCTH

a) HAaUMEHOBAHHE BHUJIA JOKYMEHTA
0) OTTHCK TI€YaTH
B) HOJIIHNCH
T) 3aroJIOBOK K TEKCTY
19. K unopMaIiioHHO-CIIPaBOYHBIM IOKyMEHTaM OTHOCSTCS
a) aKT
0) 3aKJIIOYCHUE
B) oTYeT
T) CTaHJ1apT

Y CcTaHOBUTH COOTBETCTBUE
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.

20. Oprann3alluOHHO-PACIOPSAAUTENBHBIE TOKYMEHTHI: 1-YcraB. 2-Pemenue. 3-Jlorosop. 4-
ITucemo.
a) 0000LIeHHOE HA3BaHUE Pa3IMYHBIX MO COJIEPKAHUIO JOKYMEHTOB, ITEPEChIIaeMbIX O MOYTe,
KypbepoM, ITOCPEICTBOM (PAKCHUMUIIBHOM CBSA3H U T.1.

0) MPUHUMAETCS KOJUIETHAIbHBIMU M COBEIATEIbHBIMI OpraHaMH OpraHU3alui B IeNsaX
paspelnieHus: Hau0oJiee BaXKHbIX BOIPOCOB UX AEATEIbHOCTH

B) MPEJCTaBIsET COOOM COTIalIeHne CTOPOH 00 YCTAaHOBJICHUU U PETYIUPOBAaHUH KaKHX-
1100 OTHOIIEHUH

r) oIpeJieNIAeT npasa, QYHKIUH, CTPYKTYPY OpraHu3aiuu B cepe rocy1apcTBEeHHOM,
KOMMEPYECKON MU OOIIECTBEHHOH ACATEIHHOCTH

o Temamuxka KOHMPOIbHBIX PAdOmM

CymiHOCTh M1 OCHOBHOE Ha3HA4YCHHE JTOKYMEHTAIIMOHHOTO OOCCIICYCHHS U JCIIONPOU3BOCTBA B
COBPEMEHHBIX yCIOBHSIX.

HopmaTtuBHO-ipaBoBas 6a3a JOKyMEHTAITMOHHOTO O0ECTIEYeHUS U ACIONPOU3BOCTBA B PD.
Opranuzans JOKyMEHTAlIMOHHOTO  OOECIeueHuss W JENONPOM3BOACTBA HA  MalbIX
MPEANPUSITHSIX.

Crenn¢uka TOKyMEHTAIMOHHOTO 00ECTIEYeHUS U AETOMPON3BOICTBA B TOPTOBBIX CETSX.
Bo3MOXHOCTH ~ UCHONB30BAaHUST  COBPEMEHHOW  OQUCHOW TEXHHWKH B  ONTHMHU3ALUHU
JIOKYMEHTOO0OpOTa B OpraHU3aIliH.

BO3MOXHOCTH  HCIONB30BAaHUS  CIEIUATM3UPOBAHHBIX TMPOTPaAaMM  JUIsl  OCYIIECTBIICHUS
JOKYMEHTAITMOHHOTO 000pOTa B COBPEMEHHBIX OpTraHU3aIusIX.

Hcropusi cTaHOBICHHS] U Pa3BUTHS JOKYMEHTAIIMOHHOTO 00ECMeYeHHs U JIEIIONPOU3BOJICTBA B
Poccun.

SI3BIK ¥ CTUITH CITY’KEOHBIX JIOKYMEHTOB

Bo3MoOXHOCTH MCTIOJIB30BaHUSI METOJIOB MAaTEMAaTHYECKOTO MOJEIUPOBAHUS I ONTHMHU3AINN
JOKYMEHTO000pOTa HA MPEIIPUSITHH.

Crnenuduka TOKyMEHTAIIMOHHOTO 00€CTIeueHUs U JEIOMPON3BO/ICTBA B KAJPOBBIX CITyK0ax.
3apyOex)HBbIN OTBIT OPTaHU3AINH JOKYMEHTAIIMOHHOTO 00ECTICUCeHHUS U AETOTPOU3BOJICTBA.
[lepcnekTriBHBIE  HampaBiICHUS B  Pa3BUTUU  JIOKYMEHTAllUOHHOTO  OOCCIEYCHHS U
JIENIONPOU3BOJICTBA B MEHE[XKMEHTE.

Mertoap! ynopsiiodeHusi TOKYMEHTOOOpa30BaHUs B OpraHU3aIliH.

HampaBnieHusi COBepIIICHCTBOBAHUS JOKYMEHTAIIMOHHOTO 00ECTIEYCHUS U JeTTOTPON3BOCTBA.
Opranmsanus JTOKYMEHTAllUOHHOTO OO€CTeUueHHUsT ¢ JICJIONPOU3BOJACTBA B  TOPTOBBIX
OpraHH3aIusIX.

Cnenuduka co3gaHuss W OpraHu3aluu pabOThl CIYXO JTOKYMEHTAIIMOHHOTO OOecredeHus u
JIEIIONIPOU3BOJICTBA B COBPEMEHHBIX OpPraHU3aIUsX.

CoctaB W TmpeaHa3HAYE€HHWE BHYTPEHHUX OPTaHU3aIMOHHO-PACIIOPSAUTEIBHBIX JTOKYMEHTOB
OpraHu3aI|y 1Mo paboTe C MePCOHATIOM.

[IpuMeHeHne METOJ0B COBPEMEHHOIO MEHEKMEHTa B OpraHu3allid JOKYMEHTAIIMOHHOTO
obecriedeHus 1 AeTOMPON3BOJICTBA.

[IpuMeHeHne rocyaapCTBEHHBIX CTaHAApTOB B OPTaHU3AIlMU JOKYMEHTAIIMOHHOTO 00eCTIeueHus
U JICTIOTPOU3BOJICTBA.

Hcnonws3oBanne 3apyOeKHOTO OIBITA B OpPraHU3alMH JTOKYMEHTOOOOpOTa Ha POCCHUUCKHX
MPENPUATHSIX.

XapakTepucTuKa CIYy)XObl JOKYMEHTAIIMOHHOTO OOCCTICYCHHSI | JIeJOMPOM3BOJICTBA HA
KOHKPETHOM TMpeanpusITHH (110 BEIOOPY CTYIACHTA).

AHanmM3 COCTOSIHHSI JTOKYMEHTAIIMOHHOTO OOECHeYeHHs M JCJIONPOM3BOACTBA B KOHKPETHOM
opraHu3aiyu (1o BEIOOPY CTYACHTA).
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VII. METOJANMYECKHUE YKA3ZAHUSA VIS OBYYAIOIIUXCA 110 OCBOEHUIO

T CIATITAHBI (MOYJIST)

[Tonoxenune 00 MHTEPAKTUBHBIX Gopmax oOyuenus (http:// www.rea.ru)
[Tonoxenne 06 opraHu3aIy CaMOCTOSITEIbHON paboThl cTyaeHToB (http://www.rea.ru)
[TonoxxeHne 0 peUTUHIOBOM CUCTEME OLICHKHU yCIIEBAEMOCTH M Ka4€CTBA 3HAHUM CTYJEHTOB

(http://www.rea.ru)

[Tonoxxenue 006 yueOHO-UCcIen0BaTenbCKOM padore ctryaerToB B ®I'OY BO "POY um. I'.B.
[Tnexanora" (http://www.rea.ru)

Buo yuebnuvix zanamuii

Opeanuzayus desmenbHocmu cmyoenma

Jlexyus

Hanucanue koncnekma nekyuu: Kpamko, CXeMAmMuyHo, NOCIe008AMeNbHO
@urcuposams 0CHOBHBIE NONOJCEHUS, 8bI8OOL, POPMYIUPOBKU, 0000UeHUsL,
nomeyams  8AdCHbIE MBICIU, B6bIOENAMb Kllodesble Cl08d, MEPMUHDBL.
IIposepka mepmuno8, NOHAMUL C NOMOWBIO IHYUKIONEOUl, closapell,
CNPABOYHUKOG C BbINUCHLIBAHUEM MOAKO8anull 6 mempads. Qbo3nauumo
60NPOCHI, MEPMUMbI, Mamepuai, KOmopbwili 6bl3bleaem mpyOHOCHU,
nomemums U NONLIMAMbCA HAUMU OMBEM 8 PEKOMEHOYeMOlU aumepamype.
Ecnmu  camocmosmenvno me yoaemcs pasobpamvca 6 mamepuaie,
HE0OX00uMo chopmyauposams 60ONPOC U 3a0amb NPEenodasamento Ha
KOHCYIbMAYyuy, HA  NPAKMuyeckom  3auamuu. Yoeiumv  6HUMAHUE
CeOVIOWUM NOHAMUAM (nepeyucieHue NOHAmuiL) u op.

Ilpaxmuueckue
3auHAMUS

Ilpopabomra paboueii npoepammvl, yoensis o0coboe SHUMAHUe Yeusim U
3a0avam, cmpykmype u cooepocanuio oucyuniunvl. Koncnexmuposanue
ucmounukos. Paboma c KOHCheKmoOM JeKyutl, no020mMo6Ka Omeemos K
KOHMPONbHbIM ~ BONPOCAM, NPOCMOMP  PEKOMEHOYeMOU  umepamypul,
paboma ¢ mekcmom (ykazamov mexcm u3 ucmouHuka u op.). [lpociywusanue
ayouo- u eudeozanuceli nO 3A0AHHOU meMe, peuwleHue pacyemHo-
epaguueckux 3adanuil, peuienue 3a0a4 o a120PUmMMy u op.

Koumponvnas paboma /
UHOUBUOYAIbHbIE

3nakomcmeo ¢ OCHOBHOU U OONOJTHUMENLHOU JUMEPAmypoll, GKIoUas
cnpasounvie U30AHUSA, 3APYOedCHble UCTMOYHUKU, KOHCHEKM OCHOBHBIX

3a0anust NONOJICEHUU, MEPMUHOB, C8eOeHUll, MpedYIowuxcsa O 3aNOMUHAHUS U
ABIAIOWUXCSL OCHOBONONazatowumu 6 smoti meme. Cocmasienue aHHomayuil
K NPOYUMAHHBIM JUMEPAMYPHbIM UCTIOYHUKAM U Op.

Occe Touck rumepamypul u cocmagnenue oudbauozpagpuu, ucnorv3osanue om 3 00

5 Hayumeix pabom, usnogcenue MHEHUS ABMOPOS U CBOE20 CYHCOCHUs NO
BLIOPAHHOMY — 8ONPOCY,  U3NONCEHUE OCHOBHBIX ACNEKMO8 NpoOIeMbl.
O3HakomMumvcsi co cmpykmypou u oghopmaenuem scce (pegpepama,.

VIII. METOAUYECKHE MATEPUAJIBLOIPEAE/IAIOIHUE ITPOOELYPbI
OINEHUBAHUA 3HAHUU,YMEHUU,HABBIKOB 1 (MJIN) OIIBITA
AEATEJIBHOCTU,XAPAKTEPU3YIOIIUX DTAIIBI ®OPMUPOBAHUA

KOMIIETEHLIUIA

®opmupoBaHue 0aJIbHON OLEHKH MO IMCHUILIHHE «/lokyMeHTanimoHHOe o0ecneyeHne u
J1eJIONPOU3BOJACTBO B MEHEIKMEHTE OPraHu3auum)
B cootBercTBHM ¢ «IlonokeHHEM O PEUTUHIOBOM CHCTEME OLIEHKH YCIIEBAEMOCTH M KauecTBa
3HaHUH CTYACHTOB B (peepaIbHOM TOCYJapPCTBEHHOM OOJKETHOM 00pa30BaTEIbHOM YUPEKICHUU

BbICIIETO 00pa30BaHUS

«Poccuiickuii 3KOHOMUYECKHM yHuUBepcurer uMmenu ['.B. Ilnexanosa»

pacnpezenenue 6amioB, GOPMHUPYIOMNUX PEUTUHIOBYIO OIIEHKY pabOThl CTYAEHTA, OCYIIECTBISAETCS

CIIeyIOIuM 00pa3oMm:
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Bunpr pabot MaxkcuMallbHOE KOJIMYECTBO 0aJIOB
Brinmonnenue yueOHbIX 3aaHUN Ha ayJUTOPHBIX 20
3aHATHAX
Texymmii U pyOeXHBIH KOHTPOIIb 20
TBOpUYECKU PEUTHUHT 20
IIpomexyTrouHas arrecranus (3K3aMeH) 40
UTOI'O 100

1. Texyummii u py0e:KHbIN KOHTPOJIb

Pacuyer 6annoB no pe3ysibTaTaMm TEKYIIETo U pyOeKHOIO KOHTPOJISI B 7 ceMecTpe:

HaumeHoBaHue pa3znesia/ KoanuecTtBo
®opma dDopMa npoBeIeHUs
TeMbl, BLIHOCHMBIX Ha 0aJLI0B,
KOHTPOJIA KOHTPOJIA
KOHTPOJIb MAKCHMAJIbHO
Tema 1. IIpaBoBoe u IIncemenHsIi onpoc 0,5
HOPMAaTHBHO-METOUYECKOE [InceMeHHOE TOMaIITHEE 0,5
obecrnieueHne paboTHI C 3a/laHue 1.0
JTIOKYMEHTaMU B MEHEJPKMEHTE Keiic-3amaua 0:5
TOPrOBOM OpraHu3aluu Jluckyccus
Tema 2. OOmiast xapaktepucTika | [IncemenHslii onpoc 0,5
YIPABICHUECKUX TOKYMEHTOB B | LIMCPMEHHOC JloMallHee 0,5
o 3alaHueC
TOPTrOBOM OpraHU3aINH Kefic-sanaua 1,0
Juckyccust 0,5
Tema 3. CocTaBiieHue u ITiceMeHHBIIT opoc 0,5
O(bOpMJIeHI/Ie JIOKYMEHTOB B ITuceMeHHOC JOMaITHEE 0,5
MEHEIKMEHTE TOPTrOBOM Jaarie
A p Keiic-3amaua 1,0
Opranu3aniH Jnckyccnst 0,5
b
Tewma 4. Opranuzanus ITnceMenHBIiT orpoc 0,5
JIOKYMEHT00G0POTA, XPaHEHHS 1 | [IACbMCHHOE loMallHee 0,5
o 3alaHuC
1. Texymuii u WCIIOJIb30BaHUS JOKYMEHTOB B Ksﬁc sanaua 1.0
OCIKHBIN ” ) ’
EZHT o TOPTOBOW OpTraHU3aIIH JlHckyccus 0.5
POJb, BTH. | Tena 5. J1enonpoun3BoICTBO B [TucbMeHHBIH ompoc 0,5
KaJ[pOBOH CITyKOe IIncemenHOE oMalIHee 0,5
3a7aHue 1.0
v b
Keic-3anava 0.5
Juckyccus
Tema 6. IInceMeHHBINM onpoc 0,5
Opranu3anus AeITeIbHOCTH [TucpmenHoOe nomaniHee 0,5
EIIOTIPOM3BOICTBEHHBIX CIYHKO | e
A p - A y Keiic-3amaua 1,0
B TOPTrOBOM OpraHU3aluu JlHCKycCHs 0,5
[Henosas urpa 1,0
Tema 7. CoBepliieHCTBOBaHUE HncpMeHHblii onpoc 0,5
JIOKYMEHTALIHOHHOTO IIuceMenHOE JOMAIIHEE 0,5
obecreueHUst aBJICHUS U Janatie
yup Keiic-3amaua 1,0
JIeTIONPOU3BOJICTBA JlHcKycens 0.5
PyOexHbIil KOHTPOJIB Tecr 1,5
HUTOI'O 20

2. Tsopueckuii peiTHHT
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Pacnipenenenne 0anioB OCYIIECTBISIETCS MO PEHICHHIO METOIUYECKOW KOMHUCCHU Kadempsl u
pe3yabTaT pachpeneneHuss OaJIoB 32 COOTBETCTBYIOIIME BHUABI PAa0OT MPEICTABISIOTCS B BHIE
CIIeyIOTIel TaOIUIIh:

KoanuecTBoO
HaumenoBaHue pa3aesia/ TeMbl U CHUIIMHBI Bua pa6orsl
0aJI7I0B
Tema 1. [Ipe3enTanus 2
[IpaBOBOE M1 HOPMATUBHO-METOIUYECKOE Occe 3

obecrieueHre pabOTHI C TOKYMEHTaMHU B
MEHEPKMEHTE TOPrOBOM OpraHu3aluu

Tema 2. IIpesenramus 2
OO6w1ast XapakTEPUCTHKA YIPABIECHYECKAUX
JIOKYMEHTOB B TOPrOBOM OpraHM3aliy

Tema 3. IpesenTanus 2
Cocrasienue 1 0OpMIIEHHE TOKYMEHTOB B
MEHEPKMEHTE TOProBOM OpraHu3anuu

Tema 4. Ipesenramus 2
Opranuzanus JOKyMEHT0000pOoTa, XpaHSHHSI 1
HCIIOJIB30BaHUA JOKYMCHTOB B TOprOBOI?'I

OpraHu3aIu
Tewma 5. Jlenonpon3BoICTBO B KaJAPOBOI CIIykOe IIpe3zenTanus 2
Tema 6. IpesenTanus 2

Opranuzanus AesiTeIbHOCTH
JEIONPOU3BOJICTBEHHBIX CITY>KO B TOPTOBOMA
OpraHu3aluu

Tema 7. CoBepIlICHCTBOBaHHE JOKYMEHTAITMOHHOTO | IIpesenrarms 2
o0ecreyeHHs yIpaBJICHUS U JICIONPOU3BOICTBA Jcce 3
HUTOI'o 20

3. IIpomexyTouHasi aTTecTalUsA

3aueT Mo pe3yiabTaTaM HU3y4YeHHs y4eOHOW AUCHUIUIMHBI «J{OKyMEeHTalMOHHOE obOecrevyeHue u
ACIIOMPOU3BOJACTBO B MCHCIKMCHTC OPraHU3aAlluN» B 7 CCMECTPC OCYHICCTBIIACTCA IMUCBMCHHO IIO
3a4eTHBIM OMiIeTaM, BKIIIOUYAIOUIMM JIBa TEOPETUYECKUX M OJUH MpakThuyeckuil Bompoc. OleHka mno
pe3yjibTaTaM 3a4€Ta BBICTABJIACTCS IO CICAYIOINIUM KPUTCPUSAM!

® TIPaBWJIBHBIA OTBET Ha MEPBBIN Bompoc — 15 0.;

® TIPaBWIBHBIA OTBET HA BTOPOM Bompoc — 15 6.;

e TpaBWIBHOE pernieHue 3agaun — 10 6.

B cnyyae 4acTUYHO IIPaBUIBHOIO OTBETA HA BOIPOC WM pEUICHUE 3aJadd, CTYIEHTY
HAUYUCIIAETCs OIpeesieMoe penojaBaTeaeM KOIUYecTBO OalIoB.

HroroBbiii 621 GpopMupyercs CyMMHUPOBaHHEM 0aIOB 32 TIPOMEKYTOUHYIO aTTECTAIUIO U
O6ammoB, HaOpaHHbIX mepen arrecrauueil. IlpuBegeHne cymmapHOW OalTbHOW OLEHKH K

YETBIPEXOAITLHOM IIKaJIe MPOU3BOIUTCS CIAEAYIOIINM 00pa3oM:

Iloka3zatenu n KPpUTEPUH OLICHUBAHHUSA MIJIAHUPYEMBIX PE3yJbTAaTOB OCBOCHHUSA KOMIIeTeHIINi 1
pe3yJabTaToB oﬁy'{e}mﬂ, IKaJa OCHUBAaHUA
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100-
oaJIbHAS
cucreMa
OLlEHKH

TpaauuuonHas
YyeTbipexOaIbHAs
CHCTEMA OLlEeHKH

dopmMupyemblie
KOMIIeTeHIIUH

(MHAUKATOPBI

KOMIIeTeHIIHi1)

Kpurepun oueHuBanus

85 -100
OaJUI0B

«OTIHUYHO»

I1K-8

3HaeT BEPHO M B MOJHOM 00beMe:

MpaBuia JOKYMEHTAIBHOTO 0(OpMIICHUS
pPEUICHUI B yIIPABJICHUH ONEPAIIMOHHOMN
(MTPOM3BOACTBEHHOMN) 1EATELHOCTH
OpraHU3aIy PU BHEAPEHUU
TE€XHOJOTMYECKHX, IPOAYKTOBBIX MHHOBALIUI
VJTH OpraHU3alMOHHBIX U3MEHEHUH

'YMeeT BepHO U B NIOJTHOM 00beMe:
TOKYMEHTaJIbHO OOPMIISITh PEIICHHUS B
YIIPABJICHUH OIIEPALlMOHHOMN
(TpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpraHU3aL1H [IPU BHEAPEHUU
TEXHOJOTHYECKHX, MPOJTYKTOBBIX HHHOBALIUN
VJIM OpraHU3allMOHHbBIX U3MEHEHUI

BiiageeT HABbIKAMH BEPHO U B MOJHOM
o0beme:

HaBbIKAMU JIOKYMEHTAJILHOTO 0(hopMIIEHUS
PELICHUH B YIIPABICHUH OIlEPalUOHHOU
(MpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpraHU3aL1H NIPU BHEAPEHUU
TEXHOJOTHYECKHX, MPOJTYKTOBBIX MHHOBALIUN
VJIM OpraHU3allMOHHbBIX U3MEHEHHUH

[1K-20

3HaeT BEPHO M B MOJHOM 00beMe:

BUJIbI OPraHU3AallMOHHBIX U PACIIOPAAUTCIIBHBIX
ITOKYMEHTOB, HEOOXOAUMBIX ISl CO3JaHHs
HOBBIX IIPEAIPUHUMATENLCKUX CTPYKTYP
'YMeeT BEpHO M B MOJHOM 00beme:

COTOBUTH OPraHU3allUOHHLBIC U
pacrnopsiAuTeIbHbIE JOKYMEHTBI, HEOOXOIUMbIE
JJI CO3aHUs HOBBIX ITPECATTPHUHUMATCIIBCKHUX
CTPYKTYp

Biageer HaBbIKAMU BEPHO U B NMOJHOM
o0beMme:

HAaBbIKaMU IMOATOTOBKH OPraHU3allMOHHLBIX U
pacTopsiANTENbHBIX TOKYMEHTOB, HEOOXOIUMBIX
JJI CO3aHUs HOBBIX ITPECATPHUHUMATCIIBCKHUX

CTPYKTYP

70 — 84
OaJUI0B

«XOpOLLIO»

I1K-8

3HaeT ¢ He3HAYUTEJIbHbBIMH 3aMeYAHUSIMU:
MpaBuia JOKYMEHTAIBHOTO 0(OPMIICHUS
PELICHUH B YIIPABICHUH OIlEPaLUOHHOU
(TpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpraHu3aluy NpU BHEAPEHUU
TEXHOJOTHYECKHX, MPOJTYKTOBBIX MHHOBALIUN
WU OpraHU3alMOHHBIX U3MEHEHUN

'YMeeT ¢ He3HAYNTEIbHBIMH 3aMeYaAHUSIMU:
NTOKYMEHTAIbHO 0(OPMIIATH PELICHHUS B
YIPaBJICHUH OMEPAIMOHHON

(pOW3BOICTBEHHOI ) NEATEILHOCTH
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OpraHu3aIuH MIPH BHEIPESHUH
TCXHOJIOTUYCCKUX, TPOAYKTOBBIX I/IHHOBaI_II/Iﬁ
VITA OPTaHU3AIMOHHBIX U3MEHEHHA

BiiaeeT HABBIKAMH ¢ HE3HAYUTEIbHBIMH
3aMeYaHUsIMU: HaBBIKAaMH TOKYMEHTAJIHHOTO
oopmieHns peneHuii B ynpaBieHUN
OTIEPAIIMOHHOM (TIPOX3BOICTBEHHOM )
JACATCIIbHOCTH OpraHu3aliu Npyu BHCAPCHUU
TEXHOJIOTUIECKUX, TPOTYKTOBBIX HHHOBAITHA
HJIM OpraHU3allMOHHBIX U3MCHEHUU

[IK-20

3HaeT ¢ He3HAYUTEJIbHBIMH 3aMeYaAHUSIMHU
BU/JIbI OPraHU3ALMOHHBIX U PACHOPSAIUTEIbHBIX
ITOKYMEHTOB, HEOOXOIUMBIX JIJISI CO3/TaHUS
HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP
'YMeeT ¢ He3HAYUTEIbHBIMHI 3aMeYaHUSAMMU:
FOTOBUTH OPraHU3ALMOHHBIC U
pactopsIUTENbHBIE JOKYMEHTHI, HEOOXOIMMbIC
IJ1s1 CO3aHUsI HOBBIX MPEANPUHUMATEIbCKUX
CTPYKTYP

Bianeer HaBBIKaAMH ¢ HE3HAYHTEJILHBIMH
3aMeYaHHSIMH: HaBBEIKAMU IOJATOTOBKH
OpTraHU3aIlMOHHBIX U PACTIOPSAUTEIbHBIX
ITOKYMEHTOB, HEOOXOIUMBIX JIJISI CO3/TaHUS
HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP

50 - 69
OaJUI0OB

«YIOBJIETBOPU-
TEIBLHO»

I1K-8

3HaeT HA 0a30BOM YPOBHE, ¢ OLIMOKAMHU:
MpaBuia JOKYMEHTAIBHOTO 0(OpMIICHUS
PEUICHUI B yIIPABICHUH ONEPALIMOHHOMN
(pOU3BOICTBEHHOI ) IESATEILHOCTH
OpraHu3aIy PU BHEAPEHUU
TCXHOJIOTUYCCKUX, TPOAYKTOBBIX I/IHHOBaI_II/Iﬁ
VTH OpraHU3alMOHHBIX U3MEHEHUH

'YMeer Ha 6a30BOM YpOBHe, ¢ OIIMOKAMU:
TOKYMEHTaJIbHO OPOPMIISITh PEIICHHUS B
YIIPABJICHUH OIIEPALlMOHHOMN
(MpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpTraHu3al Ipru BHCAPCHUN
TEXHOJOTHYECKHX, MPOJAYKTOBBIX HHHOBALIUN
NJIN OpraHU3allMOHHBIX U3MCHEHUN

Baaneer Ha 0a30BOM ypoBHeE, ¢ OIIMOKAMM:
HaBBIKAMU JIOKYMEHTAJILHOTO O(POPMIICHHS
PEUICHUI B YIIPABICHUH ONEPALIMOHHOMN
(MpOU3BOICTBEHHOI ) IEATENLHOCTH
OpraHU3aIy PU BHEAPEHUU
TCXHOJIOTUYCCKUX, TPOAYKTOBBIX I/IHHOBaI_II/Iﬁ
VJTH OpraHN3allMOHHBIX U3MEHEHUH

ITK-20

3HaeT Ha 6a30BOM ypOBHe, ¢ OIIMOKAMU:
BUIbl OPraHU3aLMOHHBIX U PACIIOPSIUTENbHBIX
MTOKYMCHTOB, HGOGXO,Z[I/IMBIX JJIs1 CO3JaHus
HOBBIX IIPEANPUHUMATENBCKUX CTPYKTYP
'Ymeer Ha 6a30BOM YpOBHe, ¢ OIIMOKAMU:
FOTOBUTH OPraHU3AI[IOHHBIE U

ACIOPAAUTCIIbHBIC TOKYMCHTHI, H€O6XOI[I/IMBIG
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TUTSL CO3JJaHUSI HOBBIX MPEANPUHUMATEIbCKUX
CTPYKTYP

Baaneer Ha 6a30BOM ypoBHeE, ¢ OIIMOKAMM:
HAaBbIKaMU IMOATOTOBKH OPraHU3allMOHHLBIX U
pacTOpsIAUTENbHBIX TOKYMEHTOB, HEOOXOIUMBIX
JJI CO3aHUs HOBBIX ITPECATTPHUHUMATCIIBCKHUX

CTPYKTYP

MmeHee 50
OaJUI0B

«HEY/I0BJIETBOPH-
TEJIBHO»

I1K-8

He 3naer Ha 6a30BOM ypoOBHe:

MpaBuiia JOKYMEHTAJIBHOTO 0pOpMIIeHUS
PELICHUH B YIIPABICHUH OIlEPaLUOHHOU
(MpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpraHu3aluy NpU BHEAPEHUU
TEXHOJOTHYECKHX, MPOJTYKTOBBIX MHHOBALIUN
WU OpraHU3alMOHHBIX U3MEHEHUN

He ymeeT Ha 6a30BOM ypOBHe:
NTOKYMEHTAIBHO 0(OPMIIATH PELICHHUS B
YIPaBJICHUH ONEPAIMOHHON
(MTPOM3BOACTBEHHOMN) IEATEILHOCTH
OpraHU3al1y IPU BHEAPEHUU
TEXHOJOTMYECKHX, IPOAYKTOBBIX MHHOBALIUI
VTH OpraHU3alMOHHBIX U3MEHEHUH

He Bi1afgeer Ha 6a30BOM ypoBHe:
HABbIKAMU JIOKYMEHTAJILHOTO 0(opMIIeHUS
PELICHUH B YIIPABICHUH OIlEPaLUOHHOU
(MpOM3BOICTBEHHOMN ) ACATEIHHOCTH
OpraHu3aluu NpU BHEAPEHUU
TEXHOJOTHYECKHX, MPOJTYKTOBBIX NHHOBALIUN
MJT OpraHU3allMOHHBIX U3MEHEHUN

[1K-20

He 3HaeT Ha 0a30BOM ypOBHeE:

BUJIbI OPraHU3allMOHHBIX U PACIIOPAAUTCIIBHBIX
ITOKYMEHTOB, HEOOXOAUMBIX ISl CO3JaHHS
HOBBIX IIPEAIPUHUMATENLCKUX CTPYKTYP

He ymeeT Ha 6a30BOM ypOBHe:

COTOBUTH OPraHU3allUOHHLBIC U
pacrnopsiAUuTeIbHbIE JOKYMEHTBI, HEOOXOIUMbIE
JJId CO3aHUs HOBBIX ITPECANTPHUHUMATCIIBCKHUX
CTPYKTYp

He B1ageer Ha 6a30BOM ypoBHe:

HABbIKAMU MOJTOTOBKH OPraHU3AIIOHHBIX U
pPacrnopsAauTCIbHBIX JOKYMCHTOB, H€O6XOI[I/IMBIX
TUTSL CO3JaHUSI HOBBIX MPENNPUHUMATETbCKUX

CTPYKTYpP
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I[Ipunoxenne 1

Ilpumep 3auemnozo ounema

MuHHCTEPCTBO HAYKU U BBICIIEro oOpazoBanus Poccuiickoit denepannu
(benepaibHOE TOCYIAPCTBEHHOE OIOKETHOE 00pa30BaTEeIbHOE YUPESKICHUE
BbICIIETr0 00pa3oBaHus
“Poccuiickuii skoHoMu4eckuil yuusepcutetr umenu ['.B. [lnexanosa”
[epmckuit HHCTUTYT ((uamran)
®dakynbTeT MeHeKMeHTa
Kadenpa TexHonornu nutanust 1 MEHEHKMEHTA

BMJIET Ne 1
0 TUCIUIUTMHE «J[OKyMEHTaIlMOHHOE 00ECTIEYeHNE U JCIIONPOMU3BOJICTBO B MEHEPKMEHTE
OpraHu3alum»
Hanpasnenune «MeHemkMeHT»
[Ipoduns «MeHemKMEHT OpraHU3aIII)

1. Knaccudukarus JOKyMEHTOB. TIK-8;

1IK-20
2. Pabora ¢ BXOASIMUMH TOKYMEHTaMU OpPTraHU3aIiu. TIK-8;

1IK-20
3amaga: CocTaBbT€  KpaTKMH  IPOTOKOJ  IIPOU3BOJCTBEHHOTO 1IK-8;
COBCIIAHMS OTAeNa MapKeTUHra IO BOIPOCY BHEIPEHUS HOBBIX 1IK-20
pa3zpaboTok. OTpa3ute pe3yiabTaThl TOJOCOBAHHUS U 3aKpEILICHUE
COOTBETCTBYIOILIETO PEIICHUSI.

VYTBepkIeHO Ha 3aceJaHuu Kapeaphl « _ » 201 rona, mpotoxon Ne

3aBenyrommii Kadenpoit

(nmoamucek)
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Kapra o0ecnie4yeHHOCTH TUCHMILINHBI «/[0OKyMEeHTAaUMOHHOE o0ecneYeHue U 1eJIONPON3BOACTBO B MEHEIKMEHTe OPraHu3alun»

Kadenpa MenemxmenTa 1 mpaBa

OIIOII BO no nanpasnenuto noarorosku 38.03.02 MEHEJ[DKMEHT,
HaIpaBJIeHHOCTH (MPohuih) «MEHEIHKMEHT OpraHu3aIum
YpoBeHb MOATOTOBKH MPHUKIATHON OakataBpuar

Y4eOHbIMHU M3JAHUSMHU U HHBIMHA HHPOPMALMOHHO-0MOJIMOTEYHBIMH pecypcaMmu

bubnmnoreka I[Tepmckoro
uHCTUTYTA (Pprmana) POY um

KomnuaectBo

IToxa3aTens 00eCIeueHHOCTH

X [.B. Ilinexanosa SK3CMILIAPOB Ha Yucnien- :chy(z[eHTOB nmepaTgpgg .
/;IH HanmenoBanue, aBTop BrixonHsle qaHHBIE KOJIMYECTBO namre B OEC kadenpe (B CT;{;):;;)B Tput Ha;;l;ml B ’
31?32?;;{;);3 (ma/mer), na6o(p;$(;pnn) (wemn.) =(kostorka 4/ konouka 7) (npu
3BC ' orcyrctBuu B OBC)
(HIT.) Ha3BaHUC
OcHoBHas IuTEpaTypa
1. | JokyMeHTalMOHHOE M.: UHOPA-M, 2017. — 304
obecrievueHne yrpaBIeHUs c. — ISBN 978-5-16-004805-5 na,
(1emonponu3BOACTRO): OBC
VYuebnoe mocoodue / T.A. X «ZNANIUM» X X 1,0
brikora, T.B. Ky3Herona,
JI.B. Cankuna
2. | demonmpousBoacTBo: M.: PUOP, UHDPA-M, 2016. a
JIOKYMEHTAIMOHHOE - 112 c¢. - ISBN 978-5-369- SHB’C
obecrieuenue ynpasnenus: | 01054-9 X X X 1,0
YuebHoe nmocodue / «ZNANIUM>
ITanacenko FO.A.
3. | HenonpousBOACTBO. Pocros-u//1: ®enukc, 2014. — a
JlokyMeHTalMOHHOE 376 c. — ISBN 978-5-222- SHBEZ
obecnieuenue ynpasieHus: | 23063-3 X «NANTUM>» X X 1,0
yueOnuk / bacakos M.I.,
3ampinkoBa O.1.
JlonoJiHUTe/IbHAA JTUTEpaTypa
1. | Kypc nenonpousBojcTsa: M.: HULI Uudpa-M, 2014. — X na, X X 1.0
JIOKYMEHTAIlHOHHOE 256 c. - ISBN 978-5-16- 9BC ’




obecnieuenue ynpasienus: | 006789-6 «ZNANIUM»
Y4eOHoe nmocobue /
Kupcanosa M.B., AkceHnoB
HO.M.
2. | CoBpeMeHHOE M.: HUI] UH®PA-M, 2014. - Ia,
JEJI0TIPOU3BOJICTBO: 312 c. ISBN 978-5-16-004491- 9BC 1.0
Y4eOHoe mocodue / 0 «ZNANIUM» ’
Kupcanosa M.B.
3. | denmonpousBoacTBo: M.: UTJ Hamkos u K, 2010.- na,
Y4ebHO-CcripaBOYHOE 460 c. — ISBN 978-5-394- 2bC
nocodue / Ky3zneros U.H. 01981-4 «Biblio- 1,0
online.ru»
4. | Jemonpou3BOACTBO U M.:COJIOH-IIp., 2013. - 424 na,
cekperapckas paboTa Ha c. - ISBN 978-5-91359-109-8 9bC
MePCOHAIBHOM «Biblio- 1,0
KoMIIbIoTepe: Y4yeOHoe online.ru»

nocobwue / [Tomos C.JI.

3aB. kadenpoit
05 urous 2018r.
CormacoBaHo:

3aB. OMOIMOTEKOMI
05 urous 2018r.

/MonromonoB E.M./

/JTrobumosa JI.B./
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