[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHdopmaumsa o Bnagenbue:

®WO: NMetposckas AHHa BuktoposHa

[omkHocTb: [upekTop

[ata nognucanus: 25.07.2023 12:54:12

YHUKanbHbI MPOrpaMMHbIA KIKOY:

[Ipunoxxenue 3

K OCHOBHOM mpodeccroHaIbHOM 00pa30BaTEILHOM MPOTrpaMMe
798bda6555fbdebe827768f6f1710bd17a9070c31fdc1bbabac5alfl0c8c5199 10 HanpaBaeHUto noarorosku 38 .03.02

MeHneKMEHT

HarpasjcHHOCTD (MpoduiIh) MporpaMMbl MeHEKMEHT Ha TPEITPUATHIX
PECTOPaHHO-TOCTUHUYHOTO OM3HECa U Typu3Ma

MuHHCTEpPCTBO HAYKHU M BbICIEro oopasoBanus Poccuiickoit @enepanuu

denepanbHOe rocy1apcTBeHHOE 0I0MKEeTHOE 00pa30BaTeIbHOE YUPeKIeHHe

BbICILIET0 00pa30BaHUA

«Poccuiickunit 3xoHoMu4Yeckuil yausepcurer umMmenu I'.B. Iliexanosa»
Kpacnonapckuii puanan PIY um. I'.B. [lnexanosa

CDaKYJ'IBTCT 9KOHOMHMKH, MCHCIKMCHTA 1 TOPIrOBJIN

Kadenpa sxoHoMuku 1 ynpaBlieHUs

PABOYAS ITPOTPAMMA JUCHUITJIMHBI

b1.B.06 JOKYMEHTAIIMOHHOE OBECHEYEHUE YIIPABJIEHUA
HPEAITIPUATUU PECTOPAHHO-'OCTUHUYHOI'O BUBHECA U TYPU3MA

Hanpasiaenue noarorosku 38.03.02 Meneorcmenm

Hanpasiaennocts (mpoguisb) nporpamMmbl MeHeIKMEHT HA NPEeANPUATHIX
PEeCTOPAHHO-TOCTHHUYHOI0 OM3Heca M Typu3Ma

YpoBens Bbiciero oopazosanusi  baxanaspuam

I'ox navyaaa moaroroeku 2021

Kpacunomap — 2021 r.



CocTaBUTEND:

K.3.H., JOLEHT Kadenpsl DSKOHOMHKH U
ynpasinenuss M.S1. Benpukosa

Pabouas nporpamma o100peHa Ha 3acefaHuy Kadeapbl SKOHOMUKHU U yIPABIICHUS

poTokoJ Ne 6 ot «28» ssuBaps 2021 r.



COJIEPYKAHUE

L. OPTAHU3AIIMOHHO-METOJIUYECKHN PA3JIEJ 4
EJIb Y SAITAYN OCBOEHUS JUACIIUATIIITHDBL. .......cevveeeeeeeeeeneeeeeaeeeeeeseeeesseeeenseeeensseesesaeseensessansesesnssesessssessnseseensseseessssesnsessennseesnsseesssseeesennnnnes 4
MECTO JIMCUMIIINAHBI B CTPYKTYPE OBPA3OBATEIBHOM ITPOTPAMMBDBL.........ceivvieeeueeeeeteeeeeteeeeenseeeeseeeenaeeeeeseeseeseeeeseseensseseesesssnseeeeseeeens 4
OBBEM MUCIHUTITIAHBL Y BUJIBL VUEBHOM PABOTDL. ... ..veeieuveieieteeeeeteeeeeseeeeseseeeesteeessssessssseessnsesssnsssssassesssssesesnsseesasseessssesssssssesssseesssseessssnnnnns 4
ITIEPEYEHD INIAHUPYEMBIX PE3VJIbTATOB OBYUYEHUS MO JIMCITUTITIMHE. .......eeeeuvvieiereeeeeseeeeeeeeeeiseeeeteeeesseeessnsessenseeessssssssseessnseeesssssssnnnnns 5
II. COIEPKAHWE JUCITUAIIJINHBI 6
1. YAEBHO-METOINYECKOE 1 MATEPUAJIBHO-TEXHUYECKOE OBECITEYEHHNE JACITHAIIINAHDL.................. 12
PEKOMEHIAYEMAS  JIATEPATYPA . ... oottt ettt ettt e e e et e e e sttt e e s e e aaateeeeessaaaaeeeesseasaaeeesessnnaaeeesesnnsnnsnssnsnnnsnnnsnns 12
INEPEYEHb UHOOPMAITMOHHO-CITPABOYHDBIX CHCTEM.....ouviiiiiiiieiiee ettt ettt e et s eaate e e s e s s s eeesaaeeeas 12
HOEPEYEHDB DJIEKTPOHHO-OBPA3ZOBATEIIBHBIX PECYPCOB........ooiiiiiieeeie et et eennaeeeeeeean 12
HOEPEYEHD [TPODPECCUOHAJIBHBIX BA3 JTAHHDBIX ......ooiiiiiieeciieeeeee ettt eetee et e e e e eaeeeenaneeeeaneesenneseeneeeennees 12
EPEYEHD PECYPCOB MHO®OPMAITMOHHO-TEITEKOMMYHUKAITMOHHOW CETU "UHTEPHET", HEOBXOJIMMBIX JITS
OCBOEHUS JTUCTTHTTIIITHDBL. ........oeiiouiie ittt eeee e et eete e e et e eaaeesemaeeeemaeeesaaaeesneeesenaesesnsaeesnaeessnsesesnneessennnsseseeeeessennnns 13

HEPEYEHb UHOOPMAILIMOHHbBIX TEXHOJIOTMI, KUCTIOJIb3YEMbIX ITPU OCYIIIECTBJIEHUNA
OBPA3OBATEJIBHOI'O MTPOIECCA 110 JUCIUTIJIMHE, BKJIFOYA A TEPEYEHD ITPOT'PAMMHOI'O OBECITEYEHWA...13

MATEPUAJIBHO-TEXHUYECKOE OBECTIEYEHUWE JUCIIATIIIAHDBL.......c..cociiiiiiiiiiienieieeicieeecteeeeee e 13
IV. METOJNYECKWE YKAZAHUA JJIA OBYYAIOIHINUXCH IO OCBOEHWIO JUCITATIJINHBI 13
V. METOJIMYECKHWUE MATEPHUAJIbL, ONPEJIEJSIONINUE TPOIETYPHI OIIEHUBAHUS 3HAHU U YMEHW,
XAPAKTEPU3YIOUINX 3TAIIBI ®OPMUPOBAHWA KOMITIETEHIIAA 14
VL. OIEHOYHBIE MATEPUAJIBI JIJISI IPOBEJEHUS TEKYIIET'O KOHTPOJIS Y IPOMEXYTOYHOM
ATTECTAIINN 14
AHHOTAIIUAA K PABOYEM ITPOTPAMME JUCHUATIIIMHBIL. ... e 30



I. OPTAHU3AIIMOHHO-METOJINYECKHWA PA3IEJ

Heﬂb H 3aJJa9Y1 OCBOCHUA JUCHHUIIIINHBI

Henabo y4eOHOH aMCHUIUIMHBI «/lOKyMeHTaunMOHHOe o0ecnevyeHre YNpPaBJICHHUS
NpeInpUATHIi PeCTOPAHHO-TOCTHHUYHOIO OM3Heca» SBIseTCs (OPMHUPOBAHUE Y CTYICHTOB
3HAHUN TEOPETUYECKUX U IPAKTUYECKUX OCHOB CO3J1aHMS JOKYMEHTOB YIIPABJICHUSA, 4 TAKKE
OpUOOpeTEeHNEe HaBBIKOB TI'paMOTHOM U 3(Q(EeKTUBHOM  OpraHU3alud  COBPEMEHHOIO
NEJI0IIPOU3BOACTBA HA NIPEAIIPUATUAX U B OpraHU3aLUAX.

3agaun y4eOHOHl IMCOMIVIMHBI «/lOKyMEHTAIMOHHOE oO0ecneYyeHue YIpaBJeHHUsA
NpeanpUATHI PECTOPAHHO-TOCTUHUYHOI0 OM3HeCa» 3aKI0YalOTCA B:

1. HW3yuutrb 3aKkOHOJATENbHBIE W  HOPMAaTUBHO-METOJUYECKHUE  JIOKYMEHTHI,
perJaMeHTUPYIOIUX padoTy C TOKyMEHTaMU OpraHU3aIiH; MPaBU COCTaBICHUS U 0()OPMIICHHUS
YIPABJIEHUYECKUX JOKYMEHTOB; MOPSAIKA PAOOTHI C IMYHBIMU U CITYKEOHBIMU JTOKYMEHTaMHU.

2. ®opMHpOBaTh HABBIKM COCTaBJIECHHUA M O(OPMIIEHHS OCHOBHBIX JIOKYMEHTOB
YIOPABJICHUS; U3YYEHUH pa0OThI CIIyKObl JOKYMEHTAILIMOHHOT'O 00E€CIeUeHUs YIIPaBICHUS;

3. PagpaboraTtp  HpeNIOKEHUS IO  COBEPILICHCTBOBAHUID  OpPraHU3al[MOHHO-
pacnopsaIuTeIbHON TOKYMEHTAlMU U OpraHU3alui JOKyMEHTO000pOoTa.

4 AHanM3upoOBaTh YCIEIIHbIE KOPIIOPATUBHBIE NIPAKTUKHU 110 OPraHU3alld HOPMHUPOBAHUS
TpyJa Ul pa3lM4YHBIX KaTeropuil mMepcoHana, 0COOEHHOCTEH MPOU3BOJACTBA U JIEATEIBHOCTH
OpraHu3aluu.

MecTO TUCHMILIHHBI B CTPYKTYpe 00pa30BaTeIbHOI MPOrpaMMbl

Hucrmmummaa  «JlokymeHTanmoHHoe oOecreueHne YIpaBiIeHUs MPEANPHUITHI PECTOPaHHO-
TOCTUHUYHOTO OM3HECa», OTHOCUTCS K YacTH, (OPMUPYEMOU YYaCTHHUKAMU OOpPa30BATEIBHBIX
OTHOIIEHU

O0beM AUCHUIIMHBI M BUABI y4e0OHOU padoThI

Tabmuma 1
Bcero yacos no ¢popmam o0yuyeHust
IToxa3zaTen 00BLEéMA TUCHUIIITHHDI
S OUHO-3A0UHaA
O0BeM QUCIUILIMHBI B 3aUETHBIX €IUHHUIIAX 4 3ET
OO0beM JIHUCIUIUIMHEL B aKaj.gacax 144
[IpomexxyTodyHas aTTecTaIus:
bopma IK3aMeH IK3aMEH
KonrakTHas paboTa 00y4arommxcs ¢ npenogaBarejiemM 58 28
(KoHTaKT. 4acekl), BCero:
1. KonTakTHas paboTa Ha MPOBEICHUE 3aHATUI
JIEKIIMOHHOTO U CEMUHAPCKOr0 TUIIOB, BCETO YacOB, B TOM 54 24
quclIe:
e JIGKIIMHU 24 12
® [IPAKTUYECKUE 3aAHITHUSA 30 12




e 1abopaTopHbIC 3aHATH - -
B TOM YHUCJIC TPAKTHYECKAsl IIOATOTOBKA 4 -
2. NnguBuayanbubie koHCynbTanuu (MK) - -
3. KonrakTHas paboTa 1o nmpomMeXyTOYHOU aTTeCTaIlluu
(Karr)
4. Koncynpramus nepen sk3ameHom (KD) 2 2
5. KonrtakTHast paboTa o MpoMeXyTOUHOI aTTecTally B 2
nepuos dK3. ceccuu / ceccun 3a09HUKOB (KarTak) 2
CamocrosiTesabHasi padora (CP), Bcero: 86 116
B TOM YHUCIJIE:
e caMocCToOsTeNbHAas paboTa B mepuo dk3. ceccur (CPak) 32 32
e camocTosTenbHas pabota B cemectpe (CPc) 54 84
B TOM YHCIIE, CAMOCTOSITeNIbHAs padoTa Ha KypCOBYIO paboTy ; -
e u3yuenue DOP 10 20
e W3yueHUE YUeOHOU JINTEpaTyphl 10 20
e HaIMCaHHUE 3CcCce 20 30
® U Opyaue 6uobl 14 14

IlepedyeHb MJIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHsI M0 IUCHUILIINHE

dopMupyemblie Nupukaropsl nocTuskenust | Pe3yabrarbl 00yyeHus (3nanus,
KOMIICTCHIIMU KOMHeTeHHI/Iﬁ ymemm)
(k00 u Haumenosanue (k00 u Haumenosanue
KomMnemeHyuu) UHOUKAMOpaQ)
K-S Opranusauus Tpyaa TIK-5.1 AHamm3 yenemnpix | [IK-5.1. 3-1. 3naer meTonsl yyera u
nepcoHaJjia KOPIIOPAaTUBHBIX NpaKTHUK 0 | aHaJIM3a MOoKa3aTelel 1Mo TpyAy U oIIaTe
OpraHH3allid HOPMHPOBAHHUA TPYIa | Tpyna;
I Pa3sIAYHBIX Kareropuii | ITK-5.1. 3-2. 3HaeT CHCTEMbl, METOABI 1
HepcoHaa, 0COGEHHOCTEH | (hopmBI MATEPHATIBHOTO 1
HpOU3BOACTBA M MCATCIBHOCTH | penvarepranbHOTO CTUMYJIMPOBAHHUS
OpraHu3anun

TpyJa IepcoHaa;

TIK-5.1 3-3. 3HaeT OCHOBEI TEXHOJIOTHH
TIPOU3BOJICTBA U AEATEIBHOCTH
OpraHU3aIH

[IK-5.1. V-1. YmeeT BHEAPATH METOABI
paIoHaIbHON OpTaHU3aIK TPY/IA;
TTIK-5.1.Y-2. ¥YMeeT pa3pabarbiBaTh U
0OPMIIATH JOKYMEHTBI IO HAIPABJICHUIO
JIeATEeIIbHOCTU

Tabauua 2




IIK-5.2 Onpenencane
3G GEKTHBHOCTH PaOOTBHl CHCTEMBI
OpraHu3aluu Tpyaa "
HOPMHUPOBaHUS TPyAa Ha pabounx
MecTax

IIK-5.2. 3-1. 3naer OCHOBBI
JIOKyMEHTO0000pOoTa u
JIOKYMEHTAI[MOHHOT'O 00ECTICUCHHS;

[1K-5.2. 3-2. 3naeT KaJIpoByIO
MOJIUTHUKY U CTPATETUIO

OpraHu3aluu

[IK-5.2. V-1. YMeeT aHAIN3UPOBATH

3¢ hekTUBHOCTH PAOOTHI CHCTEMBI
OpraHM3alyy TPyAa MepCoHANa 1
HOPMHUPOBAHUS TPYJia Ha paboUYMX MecTax




II. COAEP KAHUE JUCIIUITJIMHBI

Tanbl (OPMUPOBAHNUS U KPUTEPUH OLIEHUBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIUIA
AJIs1 00y4arommuxcs o4Hoi GopMbl 00y4eHHs

Tao0mnuma 3
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Cemectp 5
1. | Tema 1 OprannsanuoHHble OCHOBBI 4 4 - - 5 13 IIK -5.1. IK-5.1. 3-1. 0. T €]
aejaonpou3BoacTBa. BiiaHku 10KyMeHTOB. [K-5.1. 3-2.
VYuundukarms u CTaHIAPTU3ALISL JIeJI0BOM [IK-5.1. 3-3.
nokyMeHTarun. OOIIe HOpMBI U IpaBuiIa 0)OPMIICHHS [IK-5.1. V-1.
JIOKYMEHTOB (pa3Mmepbl Oymaru, IMoJeld, HyMepamus [K-5.1. ¥-2.
CTpaHUIL U T.J1.) IPUMEHSIEMOE B JIETIONPOU3BO/ICTBE.
TIK-5.2. IK-5.2. 3-1.
IK-5.2. 3-2.
MK-5.2. V-1.




Tema 2. OpraHu3anMOHHO-PACIOPAIUTEIbHAS
AokyMmeHTanus. O0mas XapaKTepHCTHKA CTHJISA
CJIy:Ke0HO JOKYMEeHTAIUU NpeAnpUATHI
pecTOpaHHO-TOCTUHHYHOI0 OU3Heca

Krnaccudukammst nenmoBoit  nokymeHtamuu. IlpaBmia
oopMIIeHHST PEKBH3HUTOB OJIAHKA U MX PACIIOIOKCHUS
Ha cTaHgapTHoM ¢opmaTte Oymarm, pa3Mepsl IIOJIEH.
Dopmysip-odpaser TPYIIIBI JIOKYMEHTOB,
MPUHAATIEKAIINX K OJHOH cCHCTeMe.

ITpoexTrpoBaHue ONaHKOB JOKyMEHTOB OPraHHU3ALHH.
CocrtaB, oQopMIeHHE, H3TOTOBICHHE, XpaHCHHE
OJIAHKOB OpTraHU3aIUH.

BraHk mokyMeHTa: IOHATHE, Ha3HAUCHUE, BUIB
Oy1aHKOB (0OMIHMil OaHK, OJIAHK MUCHMa, OJIAHK
KOHKPETHOTO BHJa ToKyMeHTa (kpome nucbMa). Cocras,
odopmiieHHE PEKBU3UTOB OaHka. OCOOCHHOCTH SA3bIKA
CITyeOHBIX JOKyMeHTOB. Kommosurus 1okyMeHTa.
CrtpykTypHBIe ommbku. HeymecTHOE 1 HeonpaBaaHHOE
YIOTpeOICHIE HHOCTPAHHEIX CJIOB.

13

IK -5.1.

I1K-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
.Y-2.

IK-5.1

[K-5.2.
IK-5.2.
IK-5.2.

3-1.
3-2.
3-3.
V-1.




Tema 3 CnipaBouHo-uH(pOpMAIHOHHBIE
N0KyMeHTHI. [lesioBasi mepenucka.
CocraBjieHHe aKTOB M MPOTOKOJIOB.

Oukcanus (OMUCAHUE) JOKATBHBIX MPABIII, HOPM,

TIOJIOXKEHHH, OTIPEETSIONINX cTaryc
OpraHH3alHH, ee CTPYKTYDY, HITaTHYIO
YHCIEHHOCTh u JIOJDKHOCTHOM COCTaB,

KOMIIETEHIIMH JOJDKHOCTHBIX JIMI M CTPYKTYPHBIX
nojipasjienieHui, (QYHKIMOHAIBLHOE COJepKaHHUe
JIeITENPHOCTH ~ OpPraHM3allid B LIEJIOM, €€
nojipasfeneHuii W pabOTHUKOB, WX IIpaBa,
0053aHHOCTH,  OTBETCTBEHHOCTb M Jp., B
OpPraHU3alOHHO-PACIOPSIIUTENBHBIX JOKYMEHTaX
OpraHu3aIHy.

CrpyKTypa, Ha3HayeHWe, MOPsJIOK pa3paboTKHy,
COTIJIaCOBAaHMS 51 YTBEPKICHUSA [IpaBun
BHYTPEHHETO TPYAOBOTO pacrnopsaka, I[lomoxenus
o mnepcoHane, IlomoxkeHHss O CTPYKTypHOM
noapasfeieHuy, JIoOJDKHOCTHOW — MHCTPYKLMH.
IllTaTHOEe pacnucaHMe Kak MEPBUYHBIA YYETHBIA
JOKYMEHT MO YyueTy KaapoB. O3HaKoMIIEHUE
pabOTHMKOB C  JIOKQJbHBIMH  HOPMAaTHBHBIMH
aKTaMM OpTaHU3aIUH.

Buns! 1 HazHaueHNe HHPOPMAIMOHHO-
CIIPaBOYHOM JOKYMEHTauuu 1o kagpam. ITopsaox
oopmIIeHHs, OCHOBHBIE PEKBU3HUTHI 1
IIPaBOIPUMEHHTENBHAS PAKTHKA UCIIOIb30BAHUS
JIOKJIaTHBIX, CITy>KEOHBIX ¥ 00BSICHUTEIBHBIX
3aMUCOK, IPEACTaBICHUH, IPEIIOKEHHH,
3adBJICHUH, aKTOB, CIIPABOK U Jp. B KAUECTBE
OCHOBaHMH JUIS IPUHSATHI pEIeHNH B cdepe
YIPaBJICHHUS IIEPCOHAJIOM OpPTaHU3AIMH.

13

IK -5.1.

I1K-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.

[K-5.2.
IK-5.2.
IK-5.2.

3-1.
3-2.
3-3.
V-1.
V-2.




Tema 4 PaCHOPHZIHTeJ'l])HLIe AOKYMEHTDI.

CocraBiieHne MPHKA30B, yKa3aHHUi,
pacnopsKeHMii. OpraHu3anuoHHbIE
AOKYMEHTBI.

OpraHu3ainnoHHO-PACTIOPSTUTENbHBIE
JOKYMCHTBI: TIOHSTHE, HA3HA4YCHHE, OCHOBHBIC
BUIbl  (OpraHU3alUOHHBIC, PACIOPSAUTEIbHbIC,
CIIPaBOYHBIE).

OpFaHI/ISaHI/IOHHLIe JOKYMCHTBI: ycCras,
MOJIOKEHHE, CTPYKTYpa M IITATHAsE YUCICHHOCTb,
LITATHOE pachucaHue, MpaBuia, JODKHOCTHAS
WHCTPYKIIMS, UX HA3HAYCHUE, XAPaKTEPHCTHKA U
cocTtaB, TpeboBaHHsS K OMOPMICHHIO, MOPSIOK
YTBEPIKACHUSL.

PacniopsiauTenbHble JOKYMEHTBI: MMOCTAHOBIICHHUE,
mpuka3 (II0 OCHOBHOH JEATENBHOCTH W TIO
JMYHOMY COCTaBY), PACIOPSKEHHE, COBMECTHBIH
pachopsIIUTENbHBI OKYMEHT, UX Ha3HAueHHE,
XapaKTepUCTHKAa W  COCTaB, TpeOOBaHUS K
0(pOPMIICHHIO.

CripaBoYHO-HH(OPMALUOHHBIE JIOKYMEHTBI:
Cly)KeOHble  MHChbMa,  CIPAaBKH, JOKIAJHBIC
3alMCKH, TPOTOKOJNIBI, AaKThl, 3asBICHUS, HUX
XapaKTepUCTHKAa MW  COCTaB, TpeOOBaHUSI K
0(OpPMIICHHIO.

Twurbl JOKYMEHTOB: NOJIMHHKK, KOMHS, TyOIHKaT,
BBINTUCKA, UX Ha3HaueHue. [Iopsaok odopmiieHus
U BBIAYU KOMHH H JyONHKATOB JOKYMEHTOB,
BBIITUCOK M3 HUX.

13

IK -5.1.

I1K-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.

[K-5.2.
IK-5.2.
IK-5.2.

3-1.
3-2.
3-3.

V-1.
V-2.

I'p.n.

10




Tema 5 Opranuzauusi JOKyMeHT0000poOTA.
Opranuszanusi perucTpanuu 10KyMeHTOB 1
KOHTPOJIb HCIIOJTHEHHSI IOKYMEHTOB.
Perucrparyst JOKyMEHTOB: TIOHSTHE, IIETIH,
3a7a4M, MECTa PETUCTPALIMH PA3TUIHBIX
KaTeropuii TokyMeHTOB. CUCTEMBI U (OPMBI
perucrpanuu (KypHajbHas, KApTOYHasI,
aBTOMaTI/IBI/IpOBaHHaH), UX IOCTOHMHCTBA N
Henocratku. [Tokaszaresnu, BBOAUMbIE B
peructparmonssie popmbl. OcoOeHHOCTH
pETHCTpayy BXOJSIINX, UCXOSIINX U
BHYTPEHHHUX JOKYMEHTOB.

CocraB BBINOJIHIEMBIX Pa0dOT IIPH OTIIPABKE
UCXOJSIIIUX TOKYMEHTOB: ITPOBEPKa
MIPaBUJIBHOCTH O(OPMIICHHSI, HATNYUS
MIPUIIOKEHUH, afpecara, COpTUPOBKA 110
azpecataM M BUIaM OTIIPABJICHUH, COCTAaBICHUE
OTIMCH PacCBUTKH. TpamuIoHHbIH crtocod
OTIIPaBKH JTOKYMEHTOB (1mouToi). OTmpaBka
JIOKyMEHTOB C TIOMOIIbIO TesiedoHa, (akca.
KoHTpob HCTIONTHEHUS] TOKYMEHTOB: IIOHSTHE,
Ha3Ha4yeHue, BUbl. [[puHIMTIBI OpraHu3anum
KOHTpOJIsl. CPOKH HUCIIOJTHEHUS: THITOBOHA,
WHJIMBUAYaNbHbIN. TexHonorus BeieHus
KOHTPOJIA. AHanu3 UCIOTHEHHUS JTOKYMCHTOB B
YUPEKICHNH.

B3anMocBsI3b perucTpanu J0OKyMEHTOB U
nH(POPMaMOHHO-CIIPAaBOYHON PabOTEHI.
Opranu3zanus paboThI C TOMOIIBIO CIIPABOYHBIX
KapTOYeK.

10

20

IK -5.1.

I1K-5.2.

IK-5.1.

IK-5.1

[K-5.2.
IK-5.2.
IK-5.2.

3-1.

.32
IK-5.1.
IK-5.1.
IK-5.1.

3-3.

V-1.
V-2.

K/p

Tema 6. Opranu3zanys onepaTuBHOIO XpaHEHUs
JIOKyMeHTOB. PopMHUpOBaHUE JEIl.

Homenknatypa  nem:  mHoHATHe.  3HaueHHE
HOMEHKIATYpsl A€l A’ KJaccuUKanuu
JTOKYMEHTOB, OIIEPATUBHOIO XPAaHCHHUS M UX Hped
apXMBHON TOATOTOBKH. BHIBI HOMEHKIATYp HEIl.
IMopstmox COCTaBJICHUS, odopmierns,
YTBEpXKIEHHS W  TPUMEHEHUS  KOHKPETHOH
HOMeHKJaTypsl ziei. [lopsiiok hopMupoBanust nei.
Opranuzanys XpaHeHUs HCIIOJTHEHHBIX
JoKkyMeHTOB. OCHOBHBIE TpeOOBaHUS
HOPMAaTHUBHBIX JOKYMEHTOB, PETIIaMEHTHPYIOIINX
JAHHBIH 3TaI JOKyMEHTO000pOTa.
OTBETCTBEHHOCTH 38 COXPAHHOCTH JOKYMEHTOB.

10

16

IK -5.1.

IIK-5.2.

IK-5.1.
IK-5.1.
[IK-5.1.
IK-5.1.
MK-5.1.

IK-5.2.
IK-5.2.
IK-5.2.

3-1.
3-2.
3-3.

V-1
V-2.

3-1.

V-1.

I'p.n.
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Tema 7. IlonrotToBka JOKyMEHTOB K
MOCIIEAYIONIEH TIepejaur JOKyMEHTOB B apXUB
WIN Ha YHUYTOXXEHHUE.

OCHOBHBIE 3Tallbl IIepe/ladd JOKYMEHTOB B apX1B
WIN Ha YHUYTOXKEHHUE: ITOrOTOBUTEIIHHBIN
(o6ocHOBaHME BBIOOpA CITOCO0A COXPAHCHUS WU
YHUYTOXEHUSI TyTEM IPOBEAEHUS SKCIIEPTU3BI
LIEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
JIelT ISl TIepejadkl B apXUB), 3aBEPILAFOLIHI
(mepemada B apXWB WA YHUYTOKEHHE).
OKcrnepTH3a HEHHOCTH JOKyMEHTOB: MOHSTHE,
Ha3HavyeHue. [IpuHIHITE 1 KpUTEpHH
orpeziesIeHus] HayYHO!, NCTOPUYECKOH 1
MPaKTHYECKOH IEHHOCTH JIOKYMEHTOB.
DKcnepTHhIE KOMUCCUH, X (DYHKLINH, IIpaBa.
Orarnsl npoBeaeHus dKcnepTH3bl. OdopmiieHre
Ppe3ysbTaToB dKcepTU3bl. CPOKU XpaHEHUsI
JIOKyMeHTOB. [lepeynn TOKyMEHTOB C yKa3aHHUEM
CPOKOB XPaHEHUs], X BH/IbI, HA3HAYECHHUE, CXEMBI
noctpoeHus. [lopsok repenayuu 1en B apxuB WK
YHHYTOKEHUS TOKYMEHTOB.

TpeboBanust k 0HOPMIICHHUIO JIEJT TIOCTOSIHHOTO,
BPEMEHHOT'O CPOKOB XPaHEHHUSI U 110 JINYHOMY
cocraBy. [IpaBuna odopmiieHns u cocTaBieHus
onucu gen. [lopsaok nepenayuu fen B apXuB.
ApXUB: IOHATUE, Ha3HAUEHUE. Buapl apxuBoB:
TOCYAapCTBEHHBIE, BEIOMCTBEHHBIE,
00beAMHEHHBIC BEJJOMCTBEHHBIE, 00BEJHHEHHBIC
MEKBEIOMCTBEHHBIE I10 JINYHOMY COCTaBY.
ApxuBHBIEC (OHJIBI: IOKYMEHTAJIbHBIH,
roCyJapCTBEHHBIH.

14

20

IK -5.1.

I1K-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.

[K-5.2.
IK-5.2.
IK-5.2.

3-1.
3-2.
3-3.

V-1.
V-2.

0.I'p.

Kouncynomayus nepeo sxsamenom (K3)

Konmaxkmmnas paboma no
NPOMENCYMOUHOU AMMECMAYUU 8 NEPUOO
9K3. ceccuu / ceccuu 3a04nuxo8 (Kammoax)

Camocmosimenvhas paboma 6 nepuoo 9K3.
ceccuu (CPax)

32/-

32

Hmozo

24

30

86/4

144
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9Tanbl (l)OpMHpOBaHI/Iﬂ U KPUTECPHUHU OLICHUBaAHUSA C(l)OpMI/IpOBaHHOCTI/I KOMIIeTeHIIMH

AJIs1 00y4aKOIIUXCH 0YHO-32049HOH (POPMBI 00yUeHHS

Tabmuua 1.1
Tpya0eMKOCTh, aKaJeMHYECKHE YACHI g E o E E "
E ay E é =
Nd F E 5 S S8 =
> = = 2 =3 =
) & % = © 3 = s = g =%
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! = | &| & z g g5 £EE8 g5 g Z o =25 a
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= | i|8| 22 |85 | 5| 253 2 5 € & Z S2cC¢
o] 2| = 2 g sz 8 = g 83 2= XS o = B
= || 8| 28 |Ofxs| & | S2¢ &8 - & = SEEZE
Cemectp 6
1| Tema 1 OpraHu3anoHHbIe OCHOBBI 2 2| - - 12 16 MK -5.1. IK-5.1. 3-1 0. T €]
JeJIONPOU3BOACTRBA. BiIaHKH JOKYMEHTOB. HK-5.1. 3-2.
Yaudpukanms " CTaHAAPTU3ALUS IEIIOBOU TIK-5.1. 3'31-
nokyMmeHtaruu. OOmme HOPMBI W TIpaBWIIA gﬁ'giz 5
oopmiteHnst TOKyMeHTOB (pa3Mepsl Oymaru, IoJeH, o
HyMepalus CTPaHdll W T.J.) [pUMEH’IEMOe B K-5.2. MK-5.2. 3-1.
JIeTIONIPOHU3BO/ICTBE. K-5.2. 3-2.
IK-5.2. V-1.
2| Tema 2. OpraHu3aiuOHHO-PACTIOPSIANTEIbHAS 2 2| - - 12 16 MK -5.1. IK-5.1. 3-1 0. T. c)
HoKkyMenTamusi. O0mAas XapaKTePUCTHKA CTHJIS TK-5.1. 3-2.
cJIy:Ke0HOIl JOKyMeHTANMH NPeANPUATHI TIK-5.1.3-3.
PeCTOPAHHO-TOCTUHUYHOI0 OM3Heca TIK-5.1. ¥-1.
. TIK-5.2. IK-5.1. ¥-2.
Knaccudukanus nenopoit nokymentauuu. [IpaBuia
opopmiieHnsT  peKBU3MTOB  OJlaHKA W HX MK-5.2. 3-1.
pAacIooKeHUs] Ha cTaHaapTHoOM (opmaTe Oymarw, MK-5.2. 3-2.
pasMepsl  mosieid.  @opmymsip-oOpaszenr  TpyMIbI IK-5.2. V-1.

JIOKYMEHTOB, IPUHAJICIKAIMX K OJHON CUCTEME.
[IpoekTupoBanue OJaHKOB JIOKYMEHTOB
opranusanuu. Cocras, 0)OpMIICHUE, U3TOTOBJICHHUE,
XpaHeHHE OJJAHKOB OpPTaHU3AIMH.

biank JOKYMCHTA: MOHATHUEC, HA3HAUYCHUC, BUJIbI
OmankoB (00mmuMil ONaHK, OJaHK MUChMa, OJIAHK
KOHKPETHOT'O BH/Ia JOKyMEHTa (KpoMe MHChMa).
Cocrag, opopmiieHue peKBU3UTOB OJaHKa.
OCOOCHHOCTH S3BIKA CITY’KEOHBIX JTOKYMEHTOB.
Komnozumus nokymenTa. CTpyKTYpHBIE OIITHOKH.
HeymecTHOe 1 HeolIpaBIaHHOE YIIOTPEOICHHE
HWHOCTPAaHHBIX CJIOB.
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Tema 3 CnpaBouHo-uH(pOpMAIHOHHBIE
IoKkyMeHTHI. JlesioBas mepenucka. CocraBieHue
aKTOB U MPOTOKOJIOB.

Oukcanus (OnMcaHUE) JIOKANBHBIX IPAaBHI, HOPM,
TTOJIOKEHHUH, ONPEACTAIOMINX CTaTyC OpTaHU3allHH,
ee  CTPYKTypy, IITaTHyl0  YHCIEHHOCTh U
JIOJKHOCTHOM COCTaB, KOMIIETEHLIUU JIOJKHOCTHBIX
JIULL 51 CTPYKTYPHBIX [OJIpa3IeJICHUH,
(hyHKIIMOHATIBHOE coJiep)KaHue JIeSITENIbHOCTH
OpraHu3allii B IEJOM, €€ MOJpa3leleHu H
pabOTHHKOB, X paBa, 00513aHHOCTH,
OTBETCTBEHHOCTb U  [JIp., B  OpraHU3alMOHHO-
PaCTIOPSIIUTETHHBIX JOKYMEHTaX OpPTraHU3aIlHH.
CTpykTypa, Ha3HAu€HHUE, TOPAIOK pa3pabOTKH,
corjacoBaHus W yTBepxkIeHus [IpaBui BHyTpEeHHETO
TPYZIOBOTO pacmopsiaka, [lomoskeHus o mepcoHaie,
ITonoxenust O  CTPYKTYpHOM  MOApa3NEICHHH,
HomxHocTHOM MHCTpyKuuu. llltatHoe pacnucanue
KaK TEPBUYHBIA YYETHBIA JOKYMEHT IO YYeTy
kanpoB. O3HAKOMJICHHE PAOOTHHUKOB C JIOKATBHBIMHU
HOPMATHBHBIMH aKTaM{ OpPTaHU3AIHU.

Bunet u Ha3HaueHUEe HHDOPMAIIMOHHO-CITPABOYHOM
JIOKYMEHTAIUH 1o kajapaM. [Topsaok opopmicHus,
OCHOBHbBIC PECKBU3UTEI U MPAaBONPUMEHUTEIIbHASA
IMpaKTHUKa UCIO0JIb30BaHUA TOKIAAHbIX, CJ'[y)Ke6HBIX u
OOBSICHUTENFHBIX 3aIMCOK, IPEICTABICHUH,
NIPEAJIOKEHUH, 3asBJICHUI, aKTOB, CIIPABOK U JIp. B
KauyecTBE OCHOBAaHUH AJIsl IPUHSATUHN pELICHU B
cdepe yIpaBIeHHS NEPCOHAIOM OpraHHU3aIliH.

12

16

IK -5.1.

TIK-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.

[K-5.2.
IK-5.2.
IK-5.2.

3-1
3-2.
3-3.

V-1.
V-2.
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Tema 4  PacnopsauTebHble  JOKYMEHTBI.
CocraBiieHune MPHKA30B, yKa3aHHUi,
pacnopsizkenuii. Opranu3aloHHbIe AOKYMEHTBI.
OpraHu3alMOHHO-PACHOPSAAUTENbHbIE  JOKYMEHTBI:

MIOHSITHE, Ha3HAuYCHUE, OCHOBHBIE BUJIBI
(opraHuzanyoHHbIE, pacropsituTeNnbHbIE,
CIIPaBOYHBIE).

OpFaHI/IBaHI/IOHHBIe JOKYMCHTBI: yCTaB, ITOJIOKCHHE,
CTPYKTypa W I1OTaTHad YHUCJICHHOCTb, IOTATHOC
pacnmcanue, MpaByiIa, JOJDKHOCTHAS HHCTPYKIHS, HX
Ha3HAYeHUE, XapaKTEePUCTHKA U COCTaB, TPEOOBAHUS
K 0()OPMIICHHUIO, TIOPSIIOK YTBEPKICHHS.
PacniopsiauTenbHble  HOKYMEHTBI:  IIOCTaHOBJICHUE,
npuka3 (110 OCHOBHO# EATEIBHOCTH M MO JTUYHOMY
COCTaBy), pacropsbKeHue, COBMECTHBbIH
paCHOpHHHTeHBHBIﬁ JOKYMCHT, HMX Ha3HA4YCHUE,
XapaKkTepucTHKa W COocTaB, TpeOOBaHUS K
o opMIICHHIO.

CripaBo4HO-HH(pOPMALIIOHHEIE JTOKYMEHTHI:
CIy)KeOHbIC NMUCbMa, CHPABKH, JOKIAJHBIC 3aIMCKH,
MIPOTOKOJIBI, aKThI, 3asBJICHHS, HX XapaKTEPUCTHKA H
cocTaB, TpeOOBaHUS K OOPMIICHHIO.

Turbl AOKYMEHTOB: MOJJIMHHUK, KOIUs, NyOJiuKar,
BBINTMCKA, MX Ha3HavyeHue. [lopspok opopmieHHs u
BbLJJa4u KOITUH U I[y6J'II/IKaTOB JOKYMEHTOB, BBIITMCOK
13 HUX.

12

16

IK -5.1.

TIK-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.

[K-5.2.
IK-5.2.
IK-5.2.

3-1
3-2.
3-3.

V-1.
V-2.

I'p.n.
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Tema 5 Opranmn3zanusi JOKyMeHT0000POTA. 14 18 MK -5.1. IK-5.1. 3-1 O..I'p K/p 3.
OpraHu3anusi perucTpanuu J0KyMeHToB U TIK-5.1. 3-2. J
KOHTPOJIb HCTIOJTHEHHS JOKYMEHTOB. IIK-5.1.3-3.

Perucrpanust JOKyMEHTOB: TIOHATHE, LeJH, 3a7a1H, K52, gi:g} z;

MeCTa PerucTpaluy Pa3InuHbIX KaTeropui

JOKyMEHTOB. CHCTEMBI U POPMBI pEerHCTpaIIdy K-5.2. 3-1.
(KypHaJbHas, KAPTOYHAsI, ABTOMATH3UPOBAHHA), UX MK-5.2. 3-2.

JIOCTOMHCTBA U HenmocTaTku. [TokazaTenu, BBOAUMBIE MK-5.2. V-1.

B peructpanroHubie popmbl. OcoOeHHOCTH

PETHCTPALMK BXOASIINX, UCXOISAIINX U BHYTPEHHHX

JOKYMEHTOB.

CocTaB BBINOJHACMBIX pabOT MPHU OTIPABKE

HCXOSAIIUX JOKYMEHTOB: IPOBEPKa NPABUILHOCTH

oopmiteHns1, HaTMYUS IPUIIOKEHNH, ajipecara,

COPTUPOBKA IO aJpecaTaM U BUIaM OTIIPABJICHUMH,

COCTAaBJICHUE OIUCH PaCChUIKU. TpaauIOHHBIH

Croco0 OTIpaBKH JOKyMeHTOB (11ouToit). OTnpaBka

JIOKYMEHTOB C TTOMOIIIBIO TenedoHa, pakca.

KoHTpoIb HCroHEHNS TOKYMEHTOB: IOHSTHE,

Ha3HAYeHHUE, BUABL. [IpUHIHUITBI OpraHU3aluu

KOHTPOJIs. CPOKH HCIIOJTHEHHS: TUIIOBOH,

UH/IMBUIYaTbHbIA. TeXHOIOTHS BEACHUS KOHTPOJIS.

AHAIN3 UCTIOIHEHUS JOKYMEHTOB B YUPEKICHHU.

B3anMOCBsI3b perucTpainm J0KyMEHTOB H

uH(popMaLMOHHO-CIIPAaBOYHOM paboThl. OpraHu3aius

paboThI C MOMOIIBIO CIIPAaBOYHBIX KAPTOYEK.

Tema 6. Opranuzanus onepaTuBHOIO XpaHEHHS 14 16 K -5.1. IK-5.1. 3-1 (O T 3.
JOKYMeHTOB. DOpPMUPOBAHUE eI, 1IK-5.1. 3-2. Ip.n.
Howmenknarypa JIe: HIOHSTHE. 3HaueHHe gﬁ'gi 37' 31'
HOMEHKJIATYPbI aen Ut KJIacCU(UKALIUH TIK-5.. K51 V-2

JOKYMEHTOB, OIEPATHBHOTO XPAHCHHS W WX MpeJ

apXMBHOM NOATOTOBKU. Buabsl HOMEHKIATyp Jeil. MK-5.2. 3-1.

Iopsmok cocraBieHus, opopMIeHHS, YTBEPKICHHUS MK-5.2. 3-2.

U TPUMEHEHHUs KOHKPETHOH HOMEHKJIATYphl Iell. MK-5.2. V-1.

[opsinok hopmupoBanus nei.

Oprasuzanus XpaHeHHs UCTIOJHEHHBIX TOKYMEHTOB.
OcHoOBHBIE TPEOOBaHNSI HOPMATUBHBIX JIOKYMEHTOB,
peraMeHTHPYIOINX JaHHBIH dTan
JOKyMeHTOo00opoTa. OTBETCTBEHHOCTh 32
COXPaHHOCTh JOKYMEHTOB.
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Tema 7. [lonroroBka JOKyMEHTOB K MOCEAYIOIIEH
Tepeiadn JOKyYMEHTOB B apXHB WIN Ha
YHUYTOXXCHHE.

OCHOBHBIE 3Talbl Nepead JOKyMEHTOB B apX1B
WM Ha YHUYTO)KEHHE: TT0/IrOTOBUTEIBHBIA
(obocHOBaHUE BEIOOpA CIOCO0A COXPAHCHHS WA
YHUYTOXXCHUS ITyTEM MPOBEAEHUSI SKCIIEPTH3BI
LEHHOCTH JIOKYMEHTOB), OCHOBHOM (IIOATOTOBKA €I
JUIA TIepeiady B apXHB), 3aBEpLIAIONIN (Iepenada B
apX¥B WM yHUYTOXXEHHE).

OKcnepTn3a NEHHOCTH JOKYMEHTOB: ITOHATHE,
Ha3HayeHue. [IpHHIUITEI ¥ KPUTEPUH OTIpEIeTICHUS
Hay4HOH, UCTOPUYECKON U MPAKTUYECKON [IEHHOCTH
JIOKyMEHTOB. DKCIIEPTHBIE KOMUCCHH, UX (DYHKIIUH,
paBa. JTarbl NPOBEAECHHS IKCIIEPTH3HI.
Odopmitenre pe3yabTaToB 3kcnepTu3bl. Cpoku
XpaHeHHsl JOKYMEeHTOB. [lepedyHu IOKyMEHTOB ¢
yKa3aHHUEM CPOKOB XPaHEHHUsI, MX BHIbI, HA3HAUCHHE,
cxeMbl mocTpoeHust. ITopsamok nepenadn e B apxus
I YHUUTOXXEHHUS TOKYMEHTOB. TpeboBaHus K
o(opMIIEHHIO J1eT TTOCTOSIHHOTO, BPEMEHHOTO CPOKOB
XpaHEHUs U 10 JINYHOMY cocTaBy. [IpaBuia
odopmiieHns u cocraBieHus onucu aein. [lopsmox
Tepeaayn el B apXuB.

ApxHuB: IOHsITHE, Ha3HAUYeHHE. BUbl apxUBOB:
TOCYAapCTBEHHBIE, BEZIOMCTBEHHBIC, 00bEANHEHHBIE
BEIOMCTBEHHBIE, 00BEIMHCHHBIC
MEKBEIOMCTBEHHBIC 10 JINYHOMY COCTaBY.
ApxuBHBIE (QOHIIBI: TOKYMEHTAJIbHBIH,
TOCYyJIapPCTBEHHBIH.

10

IK -5.1.

TIK-5.2.

IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.
IK-5.1.

[K-5.2.
IK-5.2.
IK-5.2.

3-1

3-3.

V-1.

0.I'p.

Koncynomayus nepeo sxzamenom (K3)

Konmaxmmuas paboma no npomexcymounou
ammecmayuu 8 nepuoo K3. ceccuu / ceccuu
3aounuxos (Kammoaxk)

CamocmosmenvHas paboma 8 nepuoo 3Kk3. ceccul
(CPax)

32/-

Hmozo

12

12

116/4

144

Dopmbl yueOHbIX 3A0AHUT HA AYOUMOPHBIX 3AHAMUAX:

Onpoc (0.)

I'pynnosas ouckyccus (I'p.o.)
Dopmbl meKywezo KOHMpoOn:

Tecm (T.)

Koumponvuwie pabomut (K/p)

Dopmul 3a0anuii 0711 MEOPUECKO20 PellMmUH2a:

Occe (3.)
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III. YHEBHO-METOAUYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHHUE JUCIUITJINHBI

PEKOMEHAYEMAS JIMTEPATYPA_

OcHoBHas1 JiUTepaTypa:

1. DieKTpoHHOE NPaBUTEILCTBO. DJIEKTPOHHBIA JTOKYMEHTOOO0OpOT. TepMuHbl U
onpexaenenus : yue0. mocodue / C.JO. Kabamos. — M.: UHOPA-M, 2019. — 320 c. —
(Boiciiee oOpa3oBaHue: bakanaspuar). - Pexum J0CTyna:
http://znanium.com/catalog/product/1002479

2. DneKTpoHHO-00pa30BaTeNIbHbIE PECYPCHl B pa3BUTUN MH()OPMAIIMOHHOTO O0ILECTBa
(o606menue u npaktuka) / TpaiineB B.A., - M.:[lamkos u K, 2018. - 256 c.: ISBN 978-5-394-
02464-1 - Pexxum noctyna: https://znanium.com/bookread2.php?book=513047

3. lokyMeHTaIlMOHHOE 00ECTICUCHHE YIIpaBiIeHuUs (IeIOMPOU3BOACTRBO) : yuel. mocodue /
T.A. brikoBa, T.B. Ky3uenosa, JI.B. Cankuna. — 2-e uzf., nepepa6. u gon. — M.: UHOPA-M,
2017. — 304 c. + Jomn. matepuaisl [ DIEKTPOHHBIN pecypc; Pexxum noctymna
http://www.znanium.com]. — (Bsiciiee o6pazoBanue: bakanaspuar). - Pexxum noctyma:
http://znanium.com/catalog/product/762591

4. OcHOBBI J1e710BOH (CiykeOHOI) MMCbMEHHOM peun B cepe ynpasieHus : yueo.
noco6ue / C.10. Kabamos. — M.: UHDOPA-M, 2019. — 163 c. + [lon. maTepuaisl
[DnexTpoHHBIN pecypc; Pexxum nocryna: http://www.znanium.com)]. — (Bsiciiee oOpa3oBanue:
bakanaspuar). — www.dx.doi.org/10.12737/textbook 5bd2d52ef2ede4.18824396. - Pexxum
noctyma: http://znanium.com/catalog/product/908317
HopMaTHBHO-TIpaBOBbIE TIOKYMEHTBI:

1. T'paxnanckuii kogekc Poccuiickoit ®enepannu (4acts BTopasi) — oT 26.01.1996 N 14-
@3 (pen. ot 18.03.2019, ¢ u3m. ot 28.04.2020)

2. http://www.consultant.ru/cons/cgi/online.cgi?
rnd=715313B1F6586DAF522715F61C61CCF0&req=doc&base=L AW &n=320455&REF
FIELD=134&REFDST=1000000007&REFDOC=340325&REFBASE=L AW &stat=refco
de%3D16876%3Bindex%3D11#58q51z0ym94

3. Tpynosoii konekc Poccuiickoit @enepanun. ot 30.12.2001 N 197-®3 (pen. ot
24.04.2020)

http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&ts=25614196306658403540541817&cacheid=9DESCS8O0DBBBC4AAA11BF68

FOF87EC849&mode=splus&base=LAW&n=351274&rnd=0.3662321453604922#1mmx8
S6akzw

4. Hanorosslii konekc Poccuiickoit denepanun. Yacts (yacth neppast)" ot 31.07.1998 N
146-®3 (pen. ot 01.04.2020)
http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&ts=164852911804087900410305467&cacheid=E3C4BAA49EA7792D9E47F8
AC64CA9783 &mode=splus&base=LAW &n=334660&rnd=0.3662321453604922#21vjth
tx1lrm

5. @enepanbHblil 3ak0H «O0 akIMOHEPHBIX obOmecTBax » oT 26.12.1995 Ne 208-D3 (B pexn.
or 03.07.2016 Ne343-®3). Ilpunst ['ocymapctBennoit Hymoun 24.11.1995. // CIIC:
Koncynprant mitoc. - http://www.consultant.ru/document/cons_doc LAW_8743/

JlonoiHUTeIbHAS JTUTEPaTypa:

1. DNEeKTPOHHBIA TOKYMEHTOOOOPOT U o0ecreueHne 0€30MacCHOCTH CTaHIaPTHBIMH
cpenctBamu windows : yueOHoe nmocobue / JLM. EBnokumosa, B.B. Kopsiokun, A.H. I[IpuibkuH,
O.I'. lIBeukoBa. — M.: KYPC, 2017. — 296 c. - Pexum nocryna:

http://znanium.com/catalog/product/851088
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2. OpraHu3aisi ¥ TEXHOJOTHS paObOThI ¢ KOH(PHUICHIIMATHHBIMHI TOKYMEHTAMH :
yue6. mocobue / B.I1. 3BepeBa, A.B. Hazapos. — M.: KYPC: UH®PA-M, 2018. - 320 c. -
(Cpennee npodeccronanbHoe oOpa3oBaHue). - Pesxxum gocTymna:
http://znanium.com/catalog/product/754287

3. IIpaBaa 06 snekTpoHHOM A0KyMeHToobopoTe / Pomanos /I.A., Mnsuna T.H.,
JloruroBa A 1O, - 2-e m3n., (311.) - M.: JIMK TIlpecc, 2018. - 222 c.: ISBN 978-5-93700-062-0 -
Pexxum noctyna: http://znanium.com/catalog/product/983192

4. JoxymenToBenenue: YueOHoe nmocodue / Ymakosa O.A. - M.: HUL| UHOPA-M,
2017. - 64 c.: 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexxum noctymna:
http://znanium.com/catalog/product/809874\

Kapra obecrnieueHHOCTH AUCIMIUIMHBI YI€OHBIMU W3TaHUSIMHU ¥ HHBIMA WH(OPMAIIMOHHO-
OMOIMOTEYHBIMH pecypcaMu Mpe/ICTaBlIeHa B IPUIOKEHUH 1.

IHHEPEYEHb HTHO®OPMAIMOHHO-CITPABOYHbBIX CUCTEM

1. http://www.consultant.ru - CnpaBouno-nipaBoBas cuctema Koncynerant [Itoc;
2. https://www.garant.ru/ - CnpaBo4HO-IIpaBoBas cuctema [ 'apant

INEPEYEHD 3JIEKTPOHHO-OBPA3OBATEJIBHBIX PECYPCOB
1. OBC «<MH®PA-M» http://znanium.com
2. Hayunas snexrponHnas Oubnuoreka elibrary.ru https:/elibrary.ru/
3. ObC BOOK.ru http://www.book.ru

INEPEYEHD ITPO®PECCHUOHAJIBHBIX BA3 IAHHBIX
1. baza mannasix Oxford Journals Okcdopackasi OTKpbITasi MHUIIMATHBA BKITIOYAET MOJIHBIN 1
(bakynbTaTUBHBIN OTKPBITHINA JocTyn K Oonee, uem 100 sxypHangam, BBIOpaHHBIM U3 KaXK10M
npeaMeTHou obmactu - https://academic.oup.com/journals/pages/social sciences
1. baza gannbix Research Papers in Economics (camas 6ombIiiast B MUPE KOJISKITUS
AJIEKTPOHHBIX HAYYHBIX IMyOIMKAIMI 10 SKOHOMHUKE BKIIIOUaeT OnOmorpaduaeckue
OTHCaHus MyOIuKaIui, cTaTell, KHUT U IPYTuX HHOOPMAIMOHHBIX PECYPCOB) -
https://edirc.repec.org/data/derasru.html
2. dexnepanbHbIi 00pa3oBaTEIbHBIN MOPTAT « DKOHOMHKA Conronorus MeHeHKMEHT)

http://ecsocman.hse.ru

IIEPEYEHD PECYPCOB NHPOPMAIIMOHHO-
TEJJEKOMMYHUKAIIMOHHON CETHU "UHTEPHET", HEOBXO/JIUMbIX
JUIA OCBOEHUA INCHUITJINHBI

1. Caiit «KommbroTepHasi moJiepKKa yueOHO-METOIUUECKON IesTeNbHOCTH (pummanay
http://vrgteu.ru

2. EpuHoe okHO JgocTyma K 00pa3oBaTeNbHBIM pecypcam -  (enepanbHas
MH(POPMALMOHHAS CHUCTEMa OTKPBITOTO JAOCTyNa K MHTErPAIbHOMY KaTajory 00pa30BaTeIbHBIX
HMHTEPHET-PECYPCOB U K JIEKTPOHHON OMOIHOTEKE yueOHO-METOUIECKIX MaTEpHUaIoB sl BCEX
ypoBHe# oOpazoBanus: http://window.edu.ru/

3. Kypuan E38867 Menemxment B Poccuu u 3a pydexom.
http://www.mevriz.ru/annotations/2020/2/
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IHHEPEYEHD NHPOPMAIIMOHHBIX TEXHOJIOT UM,
NCHOJIB3YEMBIX 1P OCYHWECTBJIEHUNU OBPA3OBATEJIBHOI'O
IHPOLHECCA 1800 JAUCIHHHUIIJIMHE, BKJIIOYASA HEPEYEHD

IMPOI'PAMMHOI'O OBECITEYEHU S
1. OC Windows XP PRO
2. Office Professional Plus 2007 Rus OLP NL AE (Microsoft Word, Microsoft Excel,
Microsoft Access, Microsoft PowerPoint, Microsoft Publisher)
3. AwntuBHpycHas nporpamma Kacnepckoro Kaspersky Endpoint Securrity mis 6usneca-
Pacmmpennsiit Rus Edition
4. TIporpammuoe obecnieuenue no aunensun GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI

JucuumimHa «/lokyMeHTalMoHHOe o0eclieyeHue YNpaBiIeHUs NPEINpUSATHA pPecTOpPaHHO-
TOCTHHUYHOTO OM3HECa U TypHu3Ma» oOecredeHa:
IUI IPOBEJICHUS 3aHATUH JICKIIMOHHOTO THUIIA!
— yueOHOH ayauTopuei, 000py10BaHHON yueOHOM MeOebIo, MyJIbTUMEIUIHHBIMU
cpencTBamMu OOyYeHHMsI IJIs1 IEMOHCTPALIUU JICKIIUH-TIPEe3CHTAIH;
U1l IPOBEJICHHSI 3aHATUI CEMUHAPCKOTO TUNA (npakmuuecKue 3aHAmusl);
— yueOHOU ayauTopuei, 000pyJ0BaHHON y4eOHOI MeOenbI0 M TEXHUYECKUMH CPEICTBAMU
00y4eHHUs, CITy>KalllUuMU JUIsl IPEeICTaBICHUs yueOHOM nH(popMalmu:
IUISL CAMOCTOSITENILHON pabOThI;
— TIOMEUICHHEM JUIsl CAMOCTOSATEIbHON PadOThI, OCHAIIEHHBIM KOMITBIOTEPHON TEXHUKOU C
BO3MOXHOCTbIO MOJAKIIIOYEHHUs K ceTU «IHTepHeT» U obecnieueHrneM JOCTyma K
AJIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTENbHON Cpelle YHUBEPCUTETA.

IV. METOJUYECKHME YKA3AHMS JJISI OBYYAIOLUXCS MO
OCBOEHWIO JTUCHUNIAHBI

» Metoaudeckne peKOMEH IAIUY 110 OPTaHU3AIMH U BEITIOJTHEHHUIO BHEAY TUTOPHON
CaMOCTOSITENIbHOM pabOTHI.
» Meroanueckue peKOMEHIANH 0 HAMCaHHUIO pedepaTa u JOKIaI0B.

V.METOAUYECKHUE MATEPHAJIBI, OIIPEJAEJAIOLUIUE IMTPOLEAYPbI
OIIEHVBAHMS 3HAHUM 1 YMEHUM, XAPAKTEPU3YIOIINUX STAIBI
®OPMHUPOBAHUSA KOMIIETEHIIAN

Pe3ynpTathl Tekymiero KOHTPOJISE UM IMPOMEKYTOYHOH arrecTamuu  (HOPMHUPYIOT
PEHTHUHTOBYIO OIIEHKY paboThl oOywaromierocs. Pacmpenenenue OammoB npu (OpMHUPOBAHUHU
pPEUTHHTOBOM  OIEHKH pPa0OThl  OOYYaloOLIErocs OCYWIECTBISETCS B  COOTBETCTBUH  C
«ITonoxxeHremM 0 peUTUHTOBOM CUCTEME OLIEHKH YCIIEBAEMOCTH M KaueCTBA 3HAHMUI CTYJIEHTOB B
mporecce  OCBOGHHMS — TUCHMIUIMHBI  «JlOKyMEHTallMoHHOe  oOecreyeHue  yIpaBJIeHUs
MPEeNNpUITU  PECTOPAaHHO-TOCTUHUYHOIO Ou3Heca» B  (¢eaepalbHOM TOCYJapCTBEHHOM
OI0JUKETHOM  00pa3oBaTeIbHOM  YUpEXKAEGHHWH  BbIcimiero  obOpaszoBanus  «Poccuiickuit
SKOHOMMYECKH yHUBepcuteT umenu [.B. Tlnexanosay.

Tab6numua 4

MakcumMajibHOE KOJINYeCTBO

Buasl pador
AbLp 0aJLJI0B

BrinonHenne y4eOHbIX 3aJaHU Ha ayIUTOPHBIX 3aHATHUAX 20
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Tekymmii KOHTPOJIb 20
TBOpUYECKU PEUTHUHT 20
[IpomexxyTouHast arTectanust (9K3ameH) 40
UTOI'O 100

B cootBerctBum c IlomokeHneM O PEUTHHIOBOW CHCTEME OIICHKH YCIIEBAaEMOCTH U
KayecTBa 3HAHWN, OOYYAIOIIMXCS «IperojaaBareidb Kadempsl, HEMOCPEACTBCHHO BeIyIIU
3aHATUS CO CTYACHUECKON Tpymmoi, o0s3aH MpoUH(DOPMHUPOBATH TPYIIY O pacmupeiciieHUuu
PEHUTHHTOBBIX 0aJUIOB MO BCEM BHaM pabOT Ha MEPBOM 3aHATHUU YU4eOHOTO MOYJIS (CEMecTpa),
KOJIMYECTBE MOAYJECH Mo yueOHOW NUCIUIUIMHE, CpOKax U (opmax KOHTPOJIS MX OCBOCHWS,
dbopMe TPOMEKYTOUYHOM AaTTeCTAllMH, CHUKCHHUH OauIOB 32 HECBOEBPEMEHHOE BBITIOJTHCHHE
BBIaHHBIX 3afaHuil. OOywarommecs B TeueHHUE Y4eOHOTro MOAyJs (ceMecTpa) MOIy4aroT
nHpOpMAIIMI0O O TEKYIIEeM KOJWYECTBE HAOpaHHBIX MO AUCIHUIUIMHE OAJIOB 4Yepe3 JIMYHBIN
KaOWHET CTY/ICHTa.

21




VI. OHEHOYHBIE MATEPHUAJIbI JJIA IPOBEAEHUA TEKYIIEI'O
KOHTPOJISI U TIPOMEXKYTOYHOM ATTECTAILIUNA!

OrneHouHBIe MaTepHAaIIbl 110 TUCIUIUIMHE pa3paboTaHbl B cOOTBETCTBHHU ¢ [lomoxeHnuem o
(dhoHIE OIEHOYHBIX CPENCTB B (efepalbHOM TOCYJIapCTBEHHOM OIOKETHOM 00pa30oBaTEIIbHOM
YUpEXKACHUU BBICIIEro oOpa3zoBaHus «Poccuiickuil skoHOMHUYeCcKHi yHuUBepcuteT numenu I'.B.
[InexanoBay.

Temamuxa Kypcoevlx pabom/npoekmos
KypcoBast paboTa/mipoeKT mo IUCHUILIHHE «/oKyMeHTalmoHHOe 00ecTieueHHe yIpaBIeHUs
MPENNPUITUIA PECTOPAHHO-TOCTHHUYHOTO OM3HEecay y4eOHBIM IJIAHOM He MpeyCMOTpeHa

Hepeueﬂb 60NRPOCOB K IK3AMEHY:

Howm
€p
oLl [IepeueHs BOMPOCOB K 3K3aMEHY
poca
1. Uto moHMUMAaETCs 1o/ OpraHu3aIuel JOKyMeHToo0opoTa?
2. [TonsiTHe TOKYyMEHTOOOOPOTA, €T0 KOJIMUECTBEHHBIC U KAU€CTBCHHBIC
XapaKTEePUCTUKHU.
3. MecTo 1 posihb TOKYMEHTOB B YIIPABJICHHUH HA COBPEMEHHOM dTarle.
4. @YHKIIUU AETOTPOU3BOJICTRA.
5. CocTtaB HOpMaTUBHO-MeToan4deckoi 6asel JIOY.
6. UTo moHUMAETCs O] IOKYMEHTAIIMOHHBIM 00ECTICYCHUEM YIIPABIICHHSI?
7. [ToHsiTHEe OpraHU3aIMOHHBIX JOKYMEHTOB
8. Crangapruzauus u yHudukanus cucremsl JJOVY.
9. Ob6mepoccuiickue KiaccupUKaTOphl TOKYMEHTALIUH.
10. | I'ocynapcTBeHHas cHcTeMa TOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YITPaBICHUSI.
11. | briaHku JOKYMEHTOB M TpeOOBaHUS K HUM.
12. | Ctpyktypa nokymenra. TpeboBanus k odopmieHuto fokymeHToB mo 'OCT

P 6.30-2003.

13. | [IpaBuna opopmienus pexBusuta "aapec", "nata", "ungexc", "suza",
"3aronoBoK", "moanuce".

14. | C xaxoi#i 1enpro pa3padbaThiBalOTCs HHCTPYKLUH 110 1€TONPOU3BOJCTBY, UTO
B HUX HEOOXOJIUMO MTPETYCMOTPETH?

15. | CucreMa opraHM3allMOHHON IOKyMEHTALIUU.

16. CucreMa pacnopsIuTeIbHON JOKYMEHTAIIHH.

17. | JlaiiTe onpesiesieHUe TepMUHA "pacriopsiANTeNIbHbIE JOKYMEHTHI'.

18. HazoBute BUbI pacnopAIuTCIIbHBIX JOKYMCHTOB.

19. Bupl 1 Ha3HAYEHUE JTUYHBIX TOKYMEHTOB.
20. | Haiite onpezesieHHe TepMUHA ""OpraHU3allMOHHbIE JOKYMEHTHI".
21. HazoBute BUbI OpraHU3allMOHHBIX JOKYMEHTOB.

'B JaHHOM Pa3acCIC MPUBOIAATCA MPUMEPHI OLICHOYHBIX CPEICTB
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22. | Cucrema nH(MOpPMALMOHHO-CIPABOYHOHN JTOKYMEHTAIIHH.

23. | CnyxeOHas repenvcka Ha NpepUsITHH.

24. | IlpaBuia oopmiieHHs CITy>KeOHOTO MUChMA.

25. | CTpyKTypa AENOBBIX © KOMMEPUYECKHX MHCEM.

26. Krnaccudukanus 1e10BbIX 1 KOMMEPYECKUX TTHCEM.

27. | lloHsiTe ¥ MPUHIIMIIBI OPTAHU3AIUH JOKYMEHT0000pOoTa.

28. O06paboTKa BXOIAIINX TOKYMEHTOB.

29. | O6paboTKa UCXOASANIUX JTOKYMEHTOB.

30. BHyTpeHHHE JOKYMEHTBI OpraHHU3aIiH.

31. | VkaxuTe TEeXHOJOTUYECKYIO MOCIEA0BATEILHOCT ATANIOB PabOTHI €
BXOJISAIINMH IOKYMEHTAMHU.

32. | Yro Takoe HOMEHKJIaTypa Jell, C KaKoH LIeIbI0 pa3padaTbiBalOTCs TUIIOBBIE
HOMEHKJIATyphbI Aei?

33. | Pabota c nucbMaMu 1 0OpalieHUsIMU TpakJIaH.

34. | IlpuBeauTe OpUMEphI PETUCTPAIIMU JOKYMEHTOB.

35. | CocraBiieHME HOMEHKJIATyphl Je.

36. | ®opmupoBanue u opopmiieHUE e

37. | lloaroroBka u nmepegavya JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

38. | Yro Takoe KOHOUACHIMATbHBIA JOKYMEHT?

39. | Opranuzanus paboTsl ¢ JOKYMEHTaMH, KOTOPhIE OTHECEHBI K
rOCyJJapCTBEHHOM TailHe.

40. | YkaxxuTe 0COOCHHOCTHU BEICHUS JIEIONPOU3BOCTBA, 00ECIIEYMBAIOILIETO
y4eT U COXPaHHOCTh KOH(MUIEHINATBbHON HHpOpPMALMY U JOKYMEHTOB.

41 TunoBble OpraHU3alMOHHBIE CTPYKTYPBI CITY>KOBI IEJI0NPOU3BOICTBA

42 YcnoBus Tpyaa pabOTHUKOB CITy>KObI EIONPOU3BOICTBA

43 KoMnbroTepHbIE TEXHOJIOTHH B IEJIONPOU3BOICTBE

44 ObecnieueHne COXpaHHOCTH JOKYMEHTOB B 9JICKTPOHHOM hopme

45 ¥YcTaB Kak OCHOBHOM OPraHM3allMOHHBIN TOKYMEHT.

46 CranapTHbie Gpa3bl M BRIPAKEHUS JCIOBBIX H KOMMEPUCCKHUX IHCEM.

47 [Ipoxosk1eHre UCXOASIIIMX U BHYTPEHHUX JOKYMEHTOB.

48 OCOOEHHOCTH SI3bIKA U CTHJISL CITYXKEOHBIX JOKYMEHTOB.

49 PexBu3uThl MexayHapoAHOTO uchMa. OCHOBHBIE PEKOMEH AU TI0
COCTAaBJICHUIO TEKCTOB MEKIYHAPOIHBIX MHCEM.

50 Uro omnpenenseT GopMyIsip JOKYMEHTa U 4eM OTIndaeTcs: GopMyIisp
JIOKyMeHTa oT (popmyuisipa-obpasma?

51 HazoBute ocHOBHBIE Tpynibl GYHKIUI TOKyMeHTa. UeM XapaKkTepu3yer
KOKIYIO rpyny?

52 Yrto 00ycriaBIMBaET IOPUAMYECKYIO CHITY ODUIIHMATIBLHOTO TOKyMeHTa?

53 DYHKITMY OCHOBHBIX MOJIPA3ICIACHUIN CITY>KOBI IOKYMEHTAITMOHHOTO
obecrnieueHus ypaBieHUs.

54 ABTOMaTH3UPOBAaHHBIE TEXHOJIOTHH 00paOOTKH TIOKYMEHTOB U MX BIHSHHE
Ha CUCTEMY JI€JIONPOU3BOJICTBA KOHKPETHON OpraHu3altu.

55 CnpaBouHO-UH()OpPMALIMOHHBIE JOKYMEHTHI.

56 CtpykTypa #u cofepkaHue KaJapoBoi JoKyMeHTauu. OpraHu3aioHHO-
KaJIpOBBIE€ IOKYMEHTHI.

57 OCHOBHBIE aCIEKTHI KyJIbTYpPHI I€JTOBOM peyH.

58 CranpapTusanus sS3blka JOKyMeHTa. SI3bIKoBbIE TpeOOBaHUsS K 0(hOPMIICHUIO
PEKBU3UTOB JOKYMEHTA.

59 TunuyHbIe ONTMOKHU B S3BIKE M CTHIIC JJOKYMEHTOB.

60 | s3pikoBOE opopMIIeHHUE JIUYHBIX TOKYMEHTOB.
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61 HNHCTpyK1IKA 1O 1eT0NPOU3BOICTBY

62 [TonsaTus: MHGOPMALMSD «JOKYMEHT», «IOKYMEHTHPOBAHUEY.

63 CBs13b nH(MOpMAIMHK U IOKYMEHTA.

64 @®yHkumu jokyMeHTa. fOpuandeckas cuiia JOKYMEHTA.

65 Posib TOKYMEHTOB B peaju3alny yIIpaBIeHYECKUX PEIICHUN U JCHCTBUM.
66 [Mopnuuuuky 1 konuu. Buas! konuii. [Topsaok opopmienus konui
JIOKYMEHTOB.

67 PexkBU3UTHI yIIPABICHUYECKUX JOKYMEHTOB.

68 PexBU3UT «HaUMEHOBaHHE OPraHU3aALUY - aBTOPA JOKYMEHTa», TPEOOBaHUS
K HEMY.

69 PexBu3UT «anpecary», ero 3HaueHUE U COBPEMEHHBIE TPEOOBAaHUS K
0hOpMIICHHUIO.

70 Jatel B nokymenre. TpeOoBaHus K UX 0pOPMIICHHUIO; J]aTa KaK COCTaBHasI
4acTh JPYIMX PEKBU3UTOB.

71 OpranuzannoHHble (GOpMBI JeT0NPOn3BOACTBA. X 3aBUCUMOCTD OT
cHenu(pUKY OpraHU3alMOHHON CTPYKTYPbI YUPEKICHHUSL.

72 TpeboBaHMsI K CTPYKTYpe U COCTaBy HHPOPMALIUH.

Tunoewvie mecmogole 3a0anus K IK3ameny:

1. K opraHu3aniuoHHBIM TOKYMEHTAM OTHOCATCS (HA3BATh HYKHbI€ BAPHAHTHI):
a) aKThI;

0) ycTaBsl;

B) IITaTHOE PACIIMCAHHE;

T') TOJDKHOCTHAS! MHCTPYKITUS

1) OTYETHI;

€) MUchMa.

2.Kakoii 0,1aHK OpraHu3anvy NPUMEHSIIOT it 0(popMJIeHHsI PUKA3a M0 OCHOBHOM
aeaTeJLHOCTH?

a) OJaHK MHUCHhMa;

0) OJlaHK KOHKPETHOTO BHJIA JIOKYMEHTA;

B) OJIaHK JOJKHOCTHOTO JIUTIA.

3. loagnucehIBaeT NMpPUKAa3bI

a) PYKOBOJUTEIb CTPYKTYPHOTO TIOJIpa3/ICIICHHS,

0) pyKOBOJHTEIH OPTaHU3AIINH;

B) JIOJUKHOCTHOE JIMIIO-COCTABUTEIBIIPHUKA3a.

4. Kakoii pekBU3UMT 00513aTeJIbHO 0()OPMIISIETCSI MPY BHEIIHEM COTJIACOBAHUM JOKYMEHTAa?
a) rpud CoTIacOBaHUS,

0) BU3bI COIIACOBAHMS;

B) rpu( orpaHUYeHus AOCTyNa K TOKYMEHTY.

5./3 kakux Tpex J0OKYMEHTONOTOKOB COCTOUT TOKYMEHTO0O0OPOT MpeInpusiTus?
a) KCXO/ISAIIETO;

0) BHYTpEHHETO;

B) IMIOCTOSTHHOTO;

I') IEPEMEHHOT0;

1) Cy4aitHOrO;

€) BXO/IAIIETO.
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Ilpumepwt 6onpocoe ona onpoca:

1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K S3bIKY U CTHIIIO YIPABIEHYECKUX TOKYMEHTOB?

2.Yrto coboit nmpezacrasisier YcraB opranuzanuu? KakoBbsl OCHOBHBIE TPeOOBAaHUS K €rO
COCTaBJICHHIO U O(POPMIICHHUIO?

3.Kak opopmurts Ilonoxenue 06 oTnene wim ciy>x6e opranu3anum?

4. Kak ohopMuTh mITaTHOE pactucaHue?

5. Kakue tpeOoBaHus NPeIbABISIOTCS K 0()OPMIIEHHUIO 10TOBOPa, KOHTpaKTa?

6.UT0 Takoe MHCTPYKITHS, KaKOBO €€ cojepkanue u ohopmiieHue?

Ilpumepvr mem 2pynnogvix oucKkyccuii:

1 CpaBHeHHE UCTOPUUYECKUX TIEPUOJIOB B PA3BUTHH POCCUIMCKOTO JEIONPOU3BOACTBA.

2 AHanu3 COBETCKOTO MEpHOo/ia B pa3BUTUH JICIOIPOU3BO/ICTBA.

3 Pa3paboTka G1aHKOB TOKYMEHTOB /1JIs KOHKPETHOI OpraHu3alluu.

4 Pacuet uncneHHOCTH cityx0561 JIOVY.

5 Pa3paboTka yHudumupoBaHHbIX GopM TOKyMEHTOB B cpene Microsoft Word.

6 Paspaborka mabnoHOB st OQOpPMIICHHS OPraHU3AMMOHHOW JOKYMEHTAI[UU
KOHKPETHOM opraHu3anuu B cpene Microsoft Word.

7 Peructpanus BXOAAIIEH U UCXOASIIEH KOPPECTIOHICHIINH.

Ilpumepvt munoeswvix 3a0anuii 011 KOHMPOJAbHOU PAbOmul:

1./laTh TONKOBaHUE CIOBAaM, COCTAaBUTh C HUMH MPEATIOKEHUSI.
[Iporokoi, oTyeT, AEIOBOE MUCHEMO, aKT, PeKJIaManvs, (PaKTOPUHT.
2.Haiitu ommOKu B MpeIOKEeHUSX, 3aiCcaTh IPaBUIBHO:

a. MBI IIUPOKO TOTOBHIIUCH OTIIPa3AHOBATh FOOMIIEH Halllel KOMITaHWH.
0. S nanexo enie He UCIOJIB30BaT BO3MOXXHOCTH HOBOI'O METO/A.
B. Cronsp cuenan 3TOT CTON U3 Ay0a ¢ 4eThIPbMsI HOKKAMHU.

3.I[O6aBI/ITL CYIICCTBUTCIIBHBIC K IIpcajioraM M IPCIJIOKHBIM COUYCTAHUAM, COCTABUTH 2-3
NpEaAIOKCHUA C HCKOTOPBIMU U3 HUX:

B cBs3u C, IO MNpHUYHUHEC, BCICACTBUC, KaCATCJIbHO, HCE3aBUCUMO OT, B IMCIIAX, B
OTHOIIICHHUH.
4. CocTaBUTH IMpUKa3; IMMCbMO-3alIpocC.

Temamuka 3cce:

—

HopmaruBHas ocHOBA IpoLecca JOKyMEHTUPOBAHKS YIIPABIICHUS [IEPCOHAIIOM.

2. OpraHu3alMOHHbIE KaJpOBbIE JOKYMEHTBI: COCTaB, COJIEP KaHKE, IOPSAIOK MOATOTOBKH U
oopmieHus.

JIOJDKHOCTHASI MHCTPYKIMS KaK OPraHU3alMOHHBIN KaJpOBBIN JOKYMEHT.

[TonoxeHue o CTpyKTYpHOM NOAPA3ACICHUH KaK OPraHU3allMOHHBIN KaJpOBBII
JOKYMEHT.

JIOKyMEHTUPOBAaHKE MPOLECCA YBOJIBHEHUs COTPYIHUKOB.

JIOKyMEHTHPOBaHHUE TPOLECCa OTKOMAHIUPOBAHUS IEPCOHAIIA.

CoctaB ¥ BUIbI KaIpOBOM JOKYMEHTALUH.

AyTcopcuHr 1 ayTcTa@UHT epcoHaa: MpakTuka npuMeHeHus. JJokyMeHTHpoBaHUe
IpolLecca NpeJoCTaBICHNS OTIIYCKOB.

bl

© N AW
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Haumenoeanue OUCHOYHOZ20 cpedcmea

Maxcumanwvnoe
Konuuecmeo 041086

Bonpoc 1 16
Bonpoc 2 16
Keric 8

IToxa3aTenu n KPUTECPHUHU OHCHUBAHUSA IVIAHUPYEMBIX PE3YJbTATOB OCBOCHUSA
KOMHeTeHIII/Iﬁ H peE3yJbTaTOB oﬁyqemm, IMKaJa OncHuUBaHUA

Tabmuna 5
HNHpuxartop Yposenn
IIkana oneHMBaHUSA Popwupyembie JOCTHKEHUSI Kpurepun OCBOCHUA
KOMIETEeHIUH OlLleHUBAHUSA KOMIIETEHI]
KOMIEeTeHI[HH 9
0
85— «OTJIHYHO» T1KS- 3HaeT BepHO U B IIpoaBunyT
100 Opranuzanus MOJIHOM 00beMe: Blii
06as10 TpyAa MepcoHaa METOJIbI yIeTa U
B AHaTM3a MoKa3aTeleit
10 TPYAY | OIUIaTe
TpyZAa; CHCTEMBIL,
METOJIBI ¥ QOPMBI
MaTepHAEHOTO U
IK-5.1 AHanu3zHeMaTepHaaIbHOTO
[YCIICIITHBIX CTHUMYJIMPOBAHHS
KOPITOPATHBHBIX TpyAa mepcoHaa
MMPaKTUK IIOJOCHOBBI TECXHOJIOTHHU
OpTraHU3aIIH TPOU3BOJICTBA U
HOPMHPOBAHUS TPYAANESTSTFHOCTH
TSt Pa3TMYHBIXOPTaHU3AIIHY;
KaTeropuit OCHOBBI TEXHOJIOTUH
repcoHaa, MPOU3BOJICTBA U
ocoOeHHOCTEH IMesITeIbHOCTH
MIPOU3BOICTRBA nYMeeT BEepHO H B
IeATELHOCTH MOJIHOM 00LeMe:
OpTraHU3aIIH BHEIPSATH METOJIBI
[pallMOHAIbHON
OpTraHU3aINH TPY/Ia;
[pa3pabartbIBaTh U
0QOPMIATH
ITOKYMEHTBI T10
HATPABICHUIO
IMesITeIbHOCTH
MK-5.2 3HaeT BEpHO U B
OnpeneneHue MOJTHOM o0beMe:
A HEKTUBHOCTH OCHOBBI
PabOTHI CHUCTEMBIIOKyMEHTO000pOTa H
OpTraHu3alnn TPYZa HinoKkyMEHTalMOHHOTO
HOPMUPOBAHHUS TPY 1alnGecrieueHHus:;
Ha pabodnX MecTax. Ka[POBYI0  TIONHTHKY)
131 CTPaTeTHIo
OpraHU3aIHH
'YmeeT BepHO U B
MOJTHOM o0beMe:
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AHATM3UPOBATH
P HEeKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aliy Tpyaa
mepcoHana u
HOPMHUPOBAHUS TPyHa
Ha paboYnX MecTax

70 —
84
o0as10

«Xopouio»

TKS5-
OpraHusanusi
Tpy/Aa mepcoHasia

3Haer ¢ IloBbIIEHH
HEe3HAYUTEJIbHBIMHU 18171
BaMeYaHUsAMM:

IMETOJIBI y4deTa U
QHaITN3a TIoKa3aTesei
[0 TPy | oIuiaTe
TPyZla; CUCTEMBI,
MeTOJIbI 1 (hOPMBI
MaTepuarbHOTO U

OpraHH3aIiy TPyaa 1
HOPMHUPOBAHUS TPYIa
Ha paboYMX MecTax.

HEMaTepHaIbHOTO
CTHUMYJINPOBAHHS
MK-5.1 AHanu3rpyna nepcoHaia
[YCIICTITHBIX OCHOBBI TEXHOJIOTUH
KOPITOPATHBHBIX MPOU3BOJICTBA U
MPAKTUK MO TEIEHOCTH
OpraHu3anun OpraHu3anuun
HOPMHPOBAHUA TPYAAOCHOBBI TCXHOJIOT MU
TSt Pa3NAYHBIXIPOU3BOACTBA
KaTeropui NneaTeIbHOCTH
[epCOHaNa,
ocobeHHOCTEH Ymeer ¢
[IPOU3BOJICTBA HHEe3HAYNTEIbHBIMHA
eI TeTPHOCTH BaMeYaHHSIMU:
OpraHu3anun BHCAPATH MCTO/bI
[palliOHaNBHOMN
OpraHU3aINH TPYAa;
pa3pabareIBaTh U
0QOpPMIIATH
ITOKYMEHTEI T10
HATIPABJICHUIO
IMesITeTbHOCTH
IIK-5.2 Bnaer ¢
OnpeznencHue  [He3HAYHTEIbHBIMU
3G (GEKTUBHOCTH  [BaMeYaHHSIMU:
pabOThI CUCTEMBI  |[OCHOBBI

ITOKYMEHTOO00pOTa U
IMOKyMEHTaI[HOHHOT'O
oOecIeYeHus;

[KQIPOBYIO  IOJHUTHKY]

158 CTPATCruLo
OpraHu3anuu
'YMmeet ¢
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He3HAYMTEeTbHBIMHI
3aMeYaHUsSIMH:
AHATM3UPOBATH

P HEeKTUBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aIiy Tpyaa
nepcoHasa u
HOPMHUPOBAHUS TPYIa
Ha paboymx MecTax

50 -
69
o0asL10

«yAOBJIETBOPHUTEIBHO»

TIK5-
Opranuszanusi
TpyAa mepcoHasia

BHaeT Ha 6a30BOM
YPOBHe, C
OIIHOKAMM:

METO/IbI yUeTa U
aHaAJIN3a IMoKa3aTee
M0 TPYIy U OIjIaTe
TpyZAa; CHCTEMBI,
METOIBI ¥ (QOPMBI
MaTepUaILHOTO U

ba3oBblii

HEMaTepPHaIbHOTO
IK-5.1 AHanu3 P
CTUMYJIMPOBAHUA
YCIICTITHBIX
Tpya nepcoHana
KOPIIOPaTUBHBIX
OCHOBBI TEXHOJIOTUH
[PAKTUK 1o
MPOM3BOJICTBA U
OpTraHU3aIIH
HOPMUPOBAHUS TPy el O
PMHD Y. OpraHU3aINH;
TSt Pa3INYHBIX
N OCHOBBI TEXHOJIOTUU
KaTeropuit
MPOU3BOJICTBA U
repcoHala,
. e TenbHOCTH
ocoOeHHOCTEH
MTPOM3BOICTRBA u
eI TebHOCTH
'Ymeer Ha 6a30BOM
OpTraHU3aIIH
YPOBHE, C
oIIMOKaAMM:
BHEJPATH METOIBI
[pallMOHaIbHON
OpraHu3alyy TPyaa;
[pa3pabaTbiBaTh U
0pOpPMIIATH
ITOKYMEHTEI I10
HAIIPaBJICHUIO
MesITeTbHOCTH
IK-5.2 3HaeT Ha 0a30BOM
Ornpenenenue YPOBHE, C
A PEKTHBHOCTH omIMOKaMM:
paboThI CHCTEMBIOCHOBEI

OpraHu3alun Tpyzaa H

IMOKYMEHTOO00pOTa 1

HOPMHUPOBAHUSA TPYAAnoKyMEHTAlMOHHOTO

Ha pa60q1/1x MECTax.

00CCIICUCHMUS;
[KaJJPOBYIO  TOJUTHUKY]
148 CTPATETHIO
OpraHu3aIu

'YMeet Ha 6a3oBoM
YPOBHE, €
OIIHOKAMM:
AHATTN3UPOBATH

P HEeKTHBHOCTD

a00TEI CHCTEMBI
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OpraHu3aIiy Tpyaa
repcoHana u
HOPMHUPOBaHHUSA TPy A
Ha pabo4YMX MecTax

MeHee
50
0aJL10

«HEYTOBJETBOPUTEJIbH
o»

TKS5-
OpraHu3anusi
Tpy/Aa mepcoHasia

TK-5.1.
[YCIIEITHBIX
KOPIOPATHBHBIX
MPaKTHK 10|
OpTraHU3aIIH
HOPMHPOBAHUS TPYAa
et pa3INYHBIX
KaTeropui
[epcoHana,
0COOEHHOCTEH
MPOU3BOJICTBA
eATETBHOCTH
OpTraHU3aIIH

Ananus|

MECATCIBHOCTH
i

He 31aeT Ha 6a30BoM
YPOBHe:

METOJIBI yUeTa U
QHAIM3a TIOKa3aTenei
[0 TPy | OIuIaTe
TPyZla; CUCTEMBI,
METOIBI ¥ (YOPMBI
MaTepuabHOTO U
HEMaTepPUaIbHOTO
CTUMYJIHPOBAHUS
Tpyza epcoHaza
OCHOBBI TEXHOJIOTHH
MPOU3BOACTBA U

eI TeNbHOCTH
OpraHu3aIn
OCHOBBI TEXHOJIOTHU
MPOM3BOJICTBA U

He ymeer Ha
0a30BOM ypoBHe:
BHEJIPSITH METO/IBI
[pallMOHaIbHON
OpraHu3alvy Tpyaa;
[pa3pabaTbiBaTh U
0pOpPMIIATH
ITOKyMEHTBI 1O
HaIpaBJICHUIO
NesaTenbHOCTH

KoMmnerenix

HH HE

chopmupos

AHBbI

I1K-5.2

Ornpenenenue

B hEKTHBHOCTH
[padoThHI CHCTEMBI
OpraHu3aliy TPyaa U
HOPMHUPOBaHUsI TPYd
Ha pabovnx MecTax.

He 3HaeT Ha 6a30BOM
YPOBHe:

OCHOBBI
InokymeHTOoOOOpOTa U]
MTOKYMCHTATUOHHOT'O
oOecIeYeHus;
KaJpPOBYIO  TMOJHUTHKY]
i%§ CTpaTeruio
OpraHU3aLHN

He ymeer Ha
0a30BOM ypoOBHe:

AHATM3UPOBATH
P HEeKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aliy Tpyaa
repcoHana u
HOPMHUPOBAHUS TPyHa
Ha paboYnX MecTax
nmokasarenein
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MUHUCTEPCTBO HAYKH U BBICIIEI'O OGPA3OBAHMS POCCUNCKOM ®EJEPAIIAN

PenepanbHOE TOCYAAPCTBEHHOE OIOUKeTHOE 00pasoBaTe/IbHOE YUPE/KICHHE BBICIICr0 00pa3oBaHMsI
«Poccuiickuii 3xkoHoMuYeckuil yuusepcurer umenu I'. B. Ilnexanosa»
Kpacnopapckuii pusmman POY um. I'. B. Ilnexanosa

(DaKy.IIBTeT O9KOHOMHKH, MCHCI?KMCHTA U TOPIr'OBJIN

Kadenpa skoHoMuku u ynpaBieHus

AHHOTAIIUS K PABOYEN IPOT'PAMME JUCHUILJIMHBI

b1.B.06 TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJEHUWUA

NOPEJINPUATHIA PECTOPAHHO-TOCTUHHYHOI'O BU3HECA U
TYPUIMA

Hanpasaenne noarorosku 38.03.02 MEHEJIZKMEHT

HanpasJiienHocTh (Ipoduib) nporpaMmmel

MEHE/UKMEHT HA NPEJANNPUATUAX PECTOPAHHO-
I'OCTUHUYHOI'O BUZHECA U TYPU3IMA

YpoBeHnb BbicHIero 00pa3zoBaHus baxanaspuam

Kpacnonmap — 2021 r.
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1. Leap 1 3a1a4u AUCHMIIMHBI:

Henbto yuyeOHONM AMCIUIUIUHBI  «JlOKyMEHTAllMOHHOE OOecleueHue yIpaBJICHUS
MPENNpPUITUI PEeCTOPAHHO-TOCTUHUYHOTO Ou3Hecay sBiseTcss (OPMUPOBAHHE Y CTYJIEHTOB
3HaHUH TEOPETHYECKUX M NPAKTUYECKUX OCHOB CO3/IaHUSl JOKYMEHTOB YIIPABIICHUS, a TAKXKe
NpuOOpeTeHNe HAaBBIKOB TI'PaMOTHOM U A(QQEKTUBHOM  OpraHu3alud  COBPEMEHHOTO
JIEJIONPON3BOACTBA HA IPEAIPUATHAX U B OPraHU3aLUsAX.

3amaun  ydyeOHOW AMCHUIUIMHBI  «JlOKyMEHTalMoOHHOe oOOecredeHre yMIpaBiICHUS
NPENPUATHIA PECTOPAHHO-TOCTUHIUYHOTO OM3HECA» 3aKIIIOYAIOTCA B:

- M3y4YeHUM  3aKOHOJATENIbHBIX U  HOPMAaTHUBHO-METOJWYECKUX  JIOKYMEHTOB,
perimaMeHTHpyonmx paboTy ¢ JOKyMEHTaMH OpraHu3alliM; MpaBWJI COCTaBICHUS U
oopMmIleHUsI YIIPaBICHYECKUX JOKYMEHTOB; MOpsika pabOThl C JUYHBIMH U CIIy>KEOHBIMU
JOKYMEHTaMH;

- (QopMHpOBaHUU HABBIKOB COCTaBJIEHUS U O(OPMIIEHHS OCHOBHBIX JOKYMEHTOB
yIpaBJICHUs; U3YYCHUHU paOOTHI CITyKOBI IOKYyMEHTAIIUOHHOTO 00eCIICUeHUs YIIPaBICHHUS;

- pa3pa0oTKe  TPEAJIOKEHMH 1O  COBEPIICHCTBOBAHMIO  OpPraHU3al[lOHHO-
pacropsaUTEIbHON TOKYMEHTAlMU U OpraHu3alliK JOKYMEHTO000pOTa,

- aHaJIM3€ YCIENIHBIX KOPIOPAaTUBHBIX MPAKTHK M0 OpraHU3al[Ml HOPMUPOBAHUS TpyJa
JUI  pa3iM4YHBIX KaTeropuil mepcoHana, OCOOCHHOCTEH NPOM3BOJACTBA U JIEATEIHOCTH
OpraHu3aluy; ornpeaenacHue >PQPEKTUBHOCTH pabOThl CHCTEMbl OpraHM3allu Tpyaa H
HOPMHPOBAHHUS TPyla HA pabOYNX MecTax.

2. Copep:kanue JUCHUIIHHBI:

HaunmenoBaHue pa3iesioB / TeM JUCHUNIHHBI

1. | Tema 1. Opranu3alluOHHbIE OCHOBBI JI€JIONPON3BOJACTBA. biiaHKH TOKyMEHTOB
Tema 2. Opranu3zaiiioOHHO-pacopsIUTeNbHas ToKyMeHTalus. Oomas

2. | XapaKTepUCTUKA CTUIIS CITy>)KeOHOM TOKyMEHTAaIlK IPeIpUiTUil peCTOpaHHO-
TOCTMHUYHOTO Ou3Heca

Tema 3. CnpaBouHO-uHGOPMAIIMOHHBIE JOKYMEHTHI. JlenoBas nmepernucka.
CocTaBiieHHE aKTOB M IPOTOKOJIOB

Tema 4. Pacniopsiautenbabie JOKyMeHThl. COCTaBI€HHE MPUKA30B, YKA3aHUH,

4. | pacnopsukeHuid. OpraHu3alMOHHbIE JOKYMEHTBI IPEAIPUATUN PECTOPAHHO-
TOCTUHUYHOTO Ou3Heca

Tema 5. Opranuzanusi J0KyMeHTo000poTa. Opranu3aius perucTpaiuu J0KyMEHTOB U
5. | KOHTPOJIb UCTIOJHEHUSI JOKYMEHTOB Ha MPEINPUATUSAX PECTOPAHHO-TOCTHHUYHOIO
OusHeca

6. | Tema 6. Opranusaiusi ONepaTuBHOrO XpaHeHUs1 JOKyMeHToB. DopmupoBaHue aein
Tema 7. IloaroroBka TOKyMEHTOB K ITOCJIEAYIOIIEH ITepeayn JTOKYMEHTOB B apXHB
WIM Ha YHUYTOXKEHHE

TpynoeMKkocTh TMCHUILIHHBI cocTaBseT 4 3.e. / 144 yaca

®opMa KOHTPOJIS — IK3AMEH

CocraBuTens:
K.3.H., JoueHT M.S. Benpukosa
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