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I. OPTAHU3AIIMOHHO-METOJINYECKHWA PA3IEJ

Heﬂb H 3aJJa9Y1 OCBOCHUA JUCHHUIIIINHBI

Heabo y4yeOHoOil aucuuIuiuHbl «/lokyMeHTanmoHHoe oOecnedyeHue YyHpaBJIEeHUD)
aBisieTcsl GOPMUPOBAHUE Y CTYJECHTOB 3HAHUI TEOPETUYECKUX U MPAKTUUECKUX OCHOB CO3JaHUS
JOKYMEHTOB YIIpaBIE€HUs, a TaKKe NPHOOpPETeHHE HABBIKOB TI'PaMOTHOM U 3(PQPeKTUBHOU
OpraHM3alyd COBPEMEHHOTO JEIONPOU3BOACTBA HA MPEANPUATUIX U B OpraHU3aIUsiX.

3agaun y4eOHOM IMCHMIUIMHBI «/lOKyMeHTanMOHHOE o0ecnedYeHHe YNPaBJICHUSD
3aKJIF0YAIOTCS B:

l. HM3yuntp 3aKkOHOJATENbHBIE W  HOPMAaTUBHO-METOJUYECKHUE  JIOKYMEHTHI,
perJaMeHTUPYIOIUX padoTy C TIOKyMEHTaMU OpraHU3aliH; MPaBUJI COCTaBICHUS U 0)OPMIICHHS
yIpaBIECHYECKUX JOKYMEHTOB; MOPsiIKa pabOThI C IMYHBIMU U CITY>)KEOHBIMU JTOKYMEHTaMH.

2. ®opMHpOBaTh HABBIKM COCTaBJIE€HHA M O(OPMIICHHS OCHOBHBIX JIOKYMEHTOB
YIOPABJICHMS; U3YYEHUH pa0OThI CIIyKObl JOKYMEHTALIMOHHOT'O 00ECIeUEeHUs yIIPaBICHUS;

3. PagpaboraTh  MOpeNIOXKEHHS 1O  COBEPIIEHCTBOBAHWIO  OPraHM3allMOHHO-
pacnopsaaIuTeNbHOM TOKYMEHTAlMU U OpraHU3alui JOKyMEHTO000pOoTa.

4 AHanM3UpOBATH YCHEIIHbIE KOPIOPATUBHBIE MPAKTUKHU 10 OPraHU3alid HOPMHUPOBAHUS
TpyJa A pa3iudHbIX KaTerOpuil mepcoHaya, 0COOEHHOCTEW MPOU3BOACTBA U JIEATEIHLHOCTH
OpraHu3aluu.

MecTo 1MCUMILIMHBI B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl

Hucrumumaa  «JlOKyMEHTallMOHHOE — O0ecriedeHre  YIpaBiCHUs», OTHOCHTCS K  YacTH,
dhopMuUpyeMOil ydacTHHKaMH 00pa30BaTeIbHBIX OTHOIIICHUIN
O0bemM qUCHUIIMHBI U BBl Y4eOHOH padoThl

Tabmuna 1
. Bcero yacos no ¢popmam o0yueHust
IMoxa3zarenn 00bLEMA TUCHUIIIINHBI
OYHaA | OYHO-3A0UHAA
O0BbeM QUCHUIUINHBI B 3a4E€THBIX €OUHUIIAX 43ET
O0BeM OUCIMIUIMHEI B aKaa.gacax 144
[IpomexxyTouHas aTTecTanus:
bopma IK3AMEH IK3AMEH
KonrakTHas pa6oTa 00y4aommXxcs ¢ npenojgaBarejiemM 58 28
(KoHTaKT. 4Yachl), BCero:
1. KonTakTHas paboTa Ha NpOBEACHNUE 3aHATUN
JIEKIIMOHHOTO U CEMUHAPCKOT0 TUIIOB, BCETO 54 24
4acoB, B TOM YHCJIC:
® JICKIIMU 24 12
® IPAKTUYECCKUE 3aHATHUS 30 12
e 11a0OpaTOPHBIE 3aHSATHUS - -
B TOM YHCJIE MPAKTUYECKas MOArOTOBKA 12 -
2. NUnpuBuayanbable KoHCyabTanuu (UK) - -
3. KonrakTHast paboTa o IpoOMeKyTOUYHON
arrecrarmn (Karr) ) i




4. Koncynpranus rnepes 3x3ameHoM (K9)

5. KonrakTHas paboTa 1o mpomMexyTOYHOU
aTTECTAlllU B MIEPHOJ IK3. CECCUU / CECCHH
3a04yHUKOB (KarTIK)

CamocrositesbHas padora (CP), Bcero:

86 116

B TOM YHUCJIC:

e camoCTOsATeNIbHAs paboTa B EPUOJT IK3. CECCHH
(CPak)

32 32

e camocTosATenbHas pabota B cemectpe (CPc)

54 84

B TOM YHCJIe, CAMOCTOsTEIbHAS paboTa Ha KypCOBYIO
paboty

e u3yueHue JOP

e u3yuyeHHe y4eOHOIl TuTepaTypsl

® HaIllMCAaHHEC 3CCC

® 1y Opyeue 8udbl

54 84

IlepeyeHb MIAHMPYEMBbIX Pe3yJbTATOB 00yYeHMsI IO JUCHUILIIMHE

®opmupyembie Nupukaropsl nocTu:kenusi | Pesyabtatel 00yuenus (3nanus,
KOMIIeTEeHIIUH KOMIIeTeHIIU I YyMeHus)
(K00 u naumenosanue (K00 u naumenosanue
KoMnemeHuuu) UHOUKaAmMopa)
MK-1 ®opmupoBanue TIK-1.1 Boiseienne, c6op wu | I[IK-1.1. 3-1. 3maer mnpeaMernyro
BO3MOKHBIX aHanmm3 nHpopmanum OusHec- | 00MacTh W cHeUUQUKY JESTEIbHOCTH
peleHuii Ha OCHOBE aHaim3a A (hopMHpOBaHUS | OpTaHU3AINH B 00BEME, TOCTATOYHOM IS

pa3padoTaHHbIX AJIs HUX
neJieBbIX MOKa3aTeseil

BO3MOXHBIX PEIICHUN

pernieHus 3a1a4d Ou3Hec-aHaIN3a.

I[K-1.1. V-1. ¥Ymeer aHanu3upoBaTh
BHYTpeHHHE (BHemIHHE) (GaKTopsl U
YCIIOBUS, BIMSIOIME Ha MAEATEIBHOCTH
OpraHU3aINH. O1eHuBaTHL OonsHec-
BO3MOXHOCTb PEaIM3ALUU PELICHUS C
TOYKM 3pEHHs BBIOpDAaHHBIX  IIEJIEBBIX
HoKazaresnel. BoIsABIATh, perucTpupoBarh,
aHAJIM3MPOBaTh U KIACCU(HUIUPOBATH
pucKH W pa3pabaThiBaTh  KOMILIEKC
MEpPONIPHUATHHA IO UX MHHUMHU3AIIH

IK-3 TakTHuyeckoe ynpapjeHue
npoueccaMu OpraHu3anuu
NMPOU3BOJCTBA

10 palMOHAIU3ALUH CTPYKTYPEI
YIIpaBJICHUS ITPOU3BOICTBOM B
COOTBETCTBHH C LIEJISIMH U
CTpaTerueil opraHu3anuu,
JEUCTBYIOIIUX CUCTEM, (HOPM U
METOJIOB YIIPABJICHUS
IPOU3BOACTBOM, I10
COBEPLICHCTBOBAHHUIO
OpraHU3alOHHO-

MO0 BHEAPCHUIO TEXHUYCCKUX

ITK-3.2 -Pa3paboTka mpeiosKeHmi

T1K-3.2. 3-1. 3Haer CTaHIaPTHI
YHUDULIPOBAHHON CUCTEMBI
OpraHU3aLMOHHO-PACIIOPSAUTENLHON

JOKYMEHTALUH, enuHas cucTeMa

TEXHOJIOTHYECKOM JAOKYMCHTallun

paCHOpHZ[PITeHLHOﬁ JAOKyMCEHTallun
" OpraHu3alun Z[OKyMeHTOO60pOTa,

cpencTB 00paboTkK MHGOPMALIH,

[IK-3.2. V-1. ¥Ymeer pacnpenenirtb u
KOHTPOJIMPOBAThH UCIIOJIb30BaHHE
MPOU3BOICTBEHHO-TEXHOJIOTUUECKHUX
PECYpCOB, BBIMOIHSITH PaOOTHI MO TPOSKTY
B COOTBETCTBHH C TPEOOBAHUSAMH IIO
Ka4eCcTBY HOBOTO TIPOTyKTa

Tabmuna 2



MEPCOHATBHBIX KOMITBIOTEPOB U
ceTeil, aBTOMaTU3UPOBAHHBIX
pabovmx MeCT




Tansl (OPMHUPOBAHUS M KPUTEPHUH OLCHUBAHUSI ¢()OPMHPOBAHHOCTH KOMIIETEHIIHI
IJIS1 00y4YAKOIIUXCS OYHOM (popMBI 00YyUeHU S

II. COAEPKAHUME JUCIIUIIJIMHBI

Tab6muma 3.

1

prll()eMKOCTl), AKAJICMUYCCKHE YacCbl

)
= g2
: : g
= E 9
=] =
: 2:
5
& = 5 = o B
2 = = z =
o = S ) = < s =
= = = =] ) 2>
= = = g )
Ne = = = g £ = = " g 3
a/n HaunmenoBanme pasgesa, TeMbl JUCHUTNIIHHBI = = =S ® o = 5 : = g_ =
™ P = S = [ - = S -]
o o = 2 S = @g = = g & _
= | =z ] = — = ) s = =73
- £ S o 2K = 3 = e E =238
g | = g - S = 3 & E &S
2| 8 5 gE 2= I~ g ® = :?'; g
= ® o 7= =
= S| g = 58 g5 2 g 25 g 2
S | 5|8 £ 2 | g | EE 2 5 S 5 = ez
bt 2| = =0 3 z 2 FS - § s25
= =B = OX == =2 SN > 3 = =
Cemectp 5
l. | Tema 1 OpraHu3zanuoHHbIe OCHOBBI 4 4 - 1 5 20 IK -1.1. IIK-1.1. 3-1. 0. T €]
J€JI0NPON3BOACTBA. BJaHKU T0KYMEHTOB. HK-1.1. Y-1.
VHudukanus W CTaHOAPTU3AIMs  JICIOBOH K32, 3.1
mokyMmeHtarun. OOmue HOPMBI W IpaBWiIa K32 HK-3. 2'y- 1

odopmiiennss JTOKyMeHTOB (pa3mepsl Oymarwm,
HOJICH, HyMepanysi CTPaHHL U T.J.) IPHUMEHIEMOE
B JISIOIPOU3BOACTBE.




Tema 2. Opranu3anuoOHHO-pPACTOPAIAUTETbHAS
AokyMeHTanus. O0masi XapakTepucTHKa
CTHJIA CJIy:KeOHOM TOKyMeHTauuu
Knaccudukarms JIeTIOBOH JIOKyMEHTAIIHH.
[TpaBuna odopmieHUs] pEeKBU3UTOB OJIaHKa M WX
pacrosoxxeHus Ha cTaHnapTHOM (opmare Oymarw,
pasmepbl mnonedl. Dopmynsap-oOpaser; TrpymIbl
JIOKYMEHTOB, MPUHAJICKAIIUX K OJHOU cHCTEME.
[IpoektupoBanue 0JIaHKOB JIOKyMEHTOB
OpTaHU3aIIH. Cocras, odopmIenue,
N3TOTOBIICHNE, XpPaHEHHUE OTaHKOB OpPTraHNU3aLHH.
bnank moxymeHTa: moHSTHE, HA3HAYEHHE, BUIBI
0J1aHKOB (0OIIMIA OJIaHK, OJTAHK IMHChMa, OJIaHK
KOHKPETHOT'O BHJIa JOKYMEHTa (KpoMe TTHChMa).
Cocras, ohopMIIeHHE PEKBU3UTOB OJIaHKA.
OCOo0EHHOCTH S3bIKa CITYKeOHBIX JIOKYMEHTOB.
Kommo3unust fokymenTta. CTpyKTypHbIE OIIHOKH.
HeymecTHOE 1 HeonpaBaaHHOE yrIOTpeOIcHNE
HMHOCTPAHHBIX CIIOB.

20

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. 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,

KOMITETEHIIMH JOJDKHOCTHBIX JIUIL U CTPYKTYPHBIX
nojipasjienieHui, (QYHKIMOHAIBLHOE COJepKaHHUe
JIESITENIPHOCTH ~ OpPraHm3allii B IIEJOM, €€
nojipasfeneHuii W pabOTHUKOB, WX IIpaBa,
0053aHHOCTH,  OTBETCTBEHHOCTb M Jp., B
OpTaHHU3aALMOHHO-PACTIOPAANTENBHBIX JOKyMEHTaX

OpraHu3al|H.
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.

18

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.




Tema 4 PaCHOPHZIHTeJ'l])HLIe AOKYMEHTDI.

CocraBiieHne MPHKA30B, yKa3aHHUi,
pacnopsKeHMii. OpraHu3anuoHHbIE
AOKYMEHTBI.

OpraHu3annoHHO-PacIOPSITUTENbHBIE
JOKYMEHTBI: TIOHSATHE, Ha3HAYE€HHE, OCHOBHbIC
BH/IbI (OpFaHI/ISaHI/IOHHBIC, pacnopsAanuTEIbHBIC,
CIIPaBOYHBIE).

OpraHu3anuoHHbIE JOKYMEHTBIL: ycTaB,
MOJIOXKEHHE, CTPYKTypa M LITaTHas YHCIECHHOCTS,
IITATHOC pACHCaHHe, INPaBUIA, IOJKHOCTHAS
MHCTPYKLHMS, UX Ha3HaYCHHE, XapaKTePHCTHKa U
cocTtaB, TpeOOBaHHMA K O(MOPMIICHHUIO, MOPSIOK
YTBEPIKIACHUSL.

PaCHOpHI[I/ITeJ'IBHBIe JOKYMCEHTBI: ITOCTaHOBJICHUC,
mpuka3 (110 OCHOBHOH JEATENBPHOCTH H IO
JMYHOMY COCTaBY), PacropsHKeHHE, COBMECTHBIH
PaCIOpsIUTENbHBI JTOKYMEHT, WX Ha3HAueHUe,
XapaKTepUCTHKa W  COCTaB, TpeOOBaHUS K
0pOPMIICHHIO.

CrnpaBouHO-HH(DOPMAIHOHHBIE JIOKYMEHTBL:
Clly)KeOHble  MHChbMa,  CIPABKH, JOKIAJHBIC
3allUCKH, IPOTOKOJIBI, aKThbl, 3asdBJICHUA, HX
XapaKTepUCTHKA W  COCTaB, TpeOOBaHUSI K
0pOPMIICHHIO.

THnbI JOKYMEHTOB: NOAJIMHHUK, KOIHA, yOJIHMKaT,
BBINIMCKA, MX Ha3zHaueHue. [lopsaaok odopmiteHus
W BBIAaYM KOMUH M IyOJHMKAaTOB JOKYMEHTOB,
BBIMMCOK M3 HUX.

18

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.

I'p.n.

10




Tema 5 Opranuzauusi JOKyMeHT0000poOTA.
Oprasusanmsi perucTpauuy 10KyMeHTOB U
KOHTPOJIb MCIIOJTHEHHS] JOKYMEHTOB.

Perucrparyst JOKyMEHTOB: IOHSTHE, LIETIH,
3a[a4i, MECTa PETUCTPALNU PA3TITHUHBIX
KaTeropui JoKyMeHTOB. CUCTEMBI U OPMBI
peructpanmu (KypHajibHasi, KapTO4Has,
aBTOMaTPI?,PIpOBaHHaS[), UX IOCTOMHCTBA N
Henoctatku. [lokaszaTenn, BBoauMbIE B
peructparmonssie popmbl. OcOOEHHOCTH
perucTpanyy BXOSIINX, UCXOSIINX 1
BHYTPEHHHUX JOKYMEHTOB.

CocTaB BBINOJHIEMBIX Pa0dOT MPU OTIIPABKE
UCXOJIIUX TOKYMEHTOB: ITPOBEPKa
MPaBUIIBHOCTH O(OPMIICHHS, HATHMYHS
MIPUIIOKEHUH, afpecara, COpPTUPOBKA 110
azipecaTtaM M BHJaM OTIPaBIICHHH, COCTaBICHHE
OIIHMCH PacCBUTKH. TpamuIioHHbIH crtocod
OTIPABKH JJIOKyMEHTOB (mourtoit). OTnpaBka
JIOKyMEHTOB C TIOMOIIbI0 TesiedoHa, (akca.
KoHTposb NCTIOTHEHUS] TOKYMEHTOB: ITOHSTHE,
Ha3HavyeHue, BUbl. [IpuHIMIBI OpraHu3anum
KOHTpOJIsI. CPOKH UCTIOTHEHHMSI: TUTTOBOM,
WHJIMBUAYaNbHbIN. TexHonorus BeeHus
KOHTPOJIS. AHAIN3 UCTIONTHEHUS JOKyMEHTOB B
yupexaeHn. B3anuMocBs3b perncrpanuu
JIOKyMEHTOB 1 HH(OPMAIIHOHHO-CIIPABOYHOMN
pabotsl. Opranuzanyus paboThl C TOMOIIBIO
CIPaBOYHBIX KapTOYEK.

10

20

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.

K/p

Tema 6. Opranusanus onepaTuBHOIO
XpaHeHHs 10KyMeHToB. @®opMupoBaHue ge.
Homenknatypa  gen:  moHsATHE.  3HadeHHE
HOMEHKJIATYypsl A€l A KJIAacCH(UKaluH
JIOKyMEHTOB, OTIEPATUBHOTO XPAaHEHHS W WX TIPEx
apXUBHOM MOATOTOBKU. BBl HOMEHKNATyp Ielnl.
Iopsnok COCTaBJICHUS, odopmienns,
YIBEP)KICHUS W  TPUMEHEHUS  KOHKPETHOM
HOMeHKJatypsl nei. [lopsiiok hopmupoBanust nei.
Opranuszanus XpaHEHUs! NCTIOTHEHHBIX
JTIOKyMeHTOB. OCHOBHBIE TPeOOBaHHUS
HOPMAaTHBHBIX JOKyMEHTOB, PETIaMEHTHPYIOIINX
JTaHHBIHN 3TaIl JOKYMEHTO000pOTA.
OTBETCTBEHHOCTb 332 COXPAaHHOCTh JOKYMEHTOB.

10

16

[K -1.1.

IIK-3.2.

I'p.x.

11




Tema 7. IloaroroBka 10KyMEHTOB K
nocJeayoueii nepejaiu J0KyMEeHTOB B apXHUB
WU HA YHHYTOKEHHe.

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,
rOCyJapCTBEHHBIN.

14

30

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.

Kouncynomayus neped sxzamenom (K3)

Konmaxmuas paboma no npomescymounoii
ammecmayuu 8 nepuod K3. ceccuu / ceccuu
3aounurxos (Kammox)

Camocmosmenvhas paboma 8 nepuoo K3.
ceccuu (CPsxk)

32/-

32

Hmozo

24

30

12

86/4

144

12
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Cemectp 6
1. | Tema 1 OpranuzanoHHbIe OCHOBBI 2 2 - - 5 9 MK -1.1. MK-1.1. 3-1. 0. T C)
JeJIONPON3BOIACTBA. BiIaHKH JOKyMEHTOB. IK-1.1. V-1.
Yaudukanus W CTaHZAPTU3AIMs  JICIOBOU K32, 3.1
nokyMmeHTarui. OOIIMe HOPMBI W IPaBUiIa T
I1K-3.2. I1K-3.2. V-1.
opopmIeHHS TOKYMEHTOB (pa3mepsl Oymarw,
MoJIeH, HyMepamusl CTPaHuIl U T.A.) IPUMEHSIEMOe
B JICTIONIPOU3BOJICTBE.
2. | Tema 2. Oprann3anHOHHO-PACIOPAAUTEIbHAS 2 - - - 7 9 MK -1.1. MK-1.1. 3-1. 0. T. €]
HokyMenTanusa. O0Imas XapaKTepHCTHKA IK-1.1. ¥V-1.
CTHJISL CJIYKeOHOM JOKYMeHTAIlUN 1K3.2.3.1
Knaccuduxamms €JIOBOH OKYMEHTAINH. T
buxan A HOKY H MK-32. | IK-3.2. V-1.

IIpaBuna odopmiieHUs PEKBU3UTOB OJlaHKA U HX
pacrtioyio’keHus Ha cTaHaapTHoM (opmaTe Oymarm,
pasmepsl  moneit. Dopmynsp-oOpasern  TPYIIIbI
JIOKyMEHTOB, IPUHAIJIC)KAIINX K OJTHOM CHCTEME.
[TpoextupoBanue OJ1aHKOB JIOKyMEHTOB
OpTaHH3aIHH. Cocras, oopmienue,
W3rOTOBJICHNE, XpPaHEHHE OJIaHKOB OpPraHN3alUH.
bnank JOKYMEHTA: IMOHATUC, HA3HAYCHUEC, BUBI
OsaHKOB (00U Oy1aHK, OJTaHK MUChMa, OJIaHK
KOHKPETHOT'O BU/Ia JOKYMEHTa (KpOMe IHChMA).
Cocra, ohopMireHrEe pEKBU3UTOB OJIaHKA.
Oco0eHHOCTH S3bIKa CITy>KEOHBIX JTOKYMEHTOB.
Kommosumust nokymenTta. CTpyKTypHBIE OIIHOKH.
HeymecTHoe 1 HeonpaBaaHHOe yrioTpedieHne
HWHOCTPaHHbIX CJIOB.
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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,

KOMITETEHIIMH JOJDKHOCTHBIX JIUIL U CTPYKTYPHBIX
nojipasjienieHui, (QYHKIMOHAIBLHOE COJepKaHHUe
JIESITENIPHOCTH ~ OpPraHm3allii B IIEJOM, €€
nojipasfeneHuii W pabOTHUKOB, WX IIpaBa,
0053aHHOCTH,  OTBETCTBEHHOCTb M Jp., B
OpTaHHU3aALMOHHO-PACTIOPAANTENBHBIX JOKyMEHTaX

OpraHu3al|H.
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.

11

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.
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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.

11

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.

I'p.n.
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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
yupexIeHnd. B3anMocBs3b perncrpannu
JIOKyMEHTOB 1 MH(OPMAIIHOHHO-CIIPABOYHOMN
pabotsl. Opranuzanys paboThl C TOMOIIBIO
CIPaBOYHBIX KapPTOYEK.

12

16

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.

K/p

Tema 6. Opranusanus onepaTuBHOIO
XpaHeHHus1 I0KyMeHTOB. @opMupoBanue aei.
Homenknmatypa  gem:  moHsATHE.  3HadeHHE
HOMCHKIJIATYPbI A JJIsA KHaCCI/I(i)I/IKaHI/II/I
JIOKyMEHTOB, OTIEPATUBHOTO XPAaHEHHS M HUX TIpex
apXMBHOM NOJATrOTOBKU. Buabsl HOMEHKJIATYp HEIl.
Iopstnox COCTaBJICHUS, odopmieHns,
YTBEpXKIEHHS W  TPUMEHEHUS  KOHKPETHOH
HOMeHKJatypsl nei. [Topsiiok hopmupoBanust nei.
Opranu3anus XpaHeHUs NCTIOTHEHHBIX
IOKyMeHTOB. OCHOBHBIE TPeOOBaHHS
HOPMAaTHUBHBIX JOKYMCHTOB, PECTIIAMCHTUPYIOIIIUX
JTaHHBIN 3Tall JOKYMEHTO000pOTa.
OTBETCTBEHHOCTH 38 COXPAHHOCTH JOKYMEHTOB.

14

18

IK -1.1.

TIK-3.2.

IK-1.1. 3-1.
[K-1.1. V-1.

IK-3.2. 3-1.
IK-3.2. V-1.

I'p.o.
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Tema 7. IloaroroBka 10KyMEHTOB K
nocJeayoueii nepejaiu J0KyMEeHTOB B apXHUB
WU HA YHHYTOKEHHe.

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,
rOCyJapCTBEHHBIN.

32

34

MK -1.1.

TIK-3.2.

IK-1.1. 3-1.
MK-1.1. ¥-1.

IK-3.2. 3-1.
MK-3.2. V-1.

Kouncynomayus neped sxzamenom (K3)

Konmaxmuas paboma no npomescymounoii
ammecmayuu 8 nepuod K3. ceccuu / ceccuu
3aounurxos (Kammox)

Camocmosmenvhas paboma 8 nepuoo K3.
ceccuu (CPsxk)

32/-

32

Hmozo

12

12

116/4

144

Dopmul yuedHvIX 3a0aHUIL HA AYOUMOPHBIX 3AHAMUAX:

Onpoc (0.)

I'pynnoeas ouckyccus (I'p.o.)
Dopmbl meKyuwiezo KOHmpona:

Tecm (T.)

Konmponvnas paboma (K/p)
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Dopmel 3a0anuii 01 meopueckozo peiimunza: Icce (3.)
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III. YHEBHO-METOAUYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHHUE JUCIUITJINHBI

PEKOMEHAYEMAS JIMTEPATYPA_

OcHoBHas1 JiUTepaTypa:

1. DJNEeKTPOHHOE IPABUTENIBCTBO. DJIEKTPOHHBIM  JOKyMeHTooOopoT. TepmuHBI U
onpezaenenus : yuyed. nocodbue / C.}O. Kabamos. — M.: UHOPA-M, 2019. — 320 c. —
(Boiciiee  obpasoBanume: bakamaBpuat). - Pexum goctyna: https:/znanium.com/read?
1d=333614

2. JlokyMeHTaIlMoHHOe OOecredeHre ynpaBaeHus (IeIONpON3BOACTBO) : yuel. mocodue /
T.A. beixoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e uzn., nepepad. u gorn. — M.: UHDOPA-
M, 2017. — 304 c. + Jon. Marepuansl [OJeKTpOHHBIN pecypc; Pexum pocrtyna
http://www.znanium.com]. — (Bwicmee oOpa3oBanue: bakamaBpmar). - Pexum moctyma:
https://znanium.com/read?id=28598

3. OcHOBBI J1€7I0BOM  (CiTyKeOHOW) TNHUCbMEHHOW peun B cdepe ympamieHus : y4eO.
nocobue / C.JO. Kabamos. — M.: UHOPA-M, 2019. — 163 c. + J[lon. marepuaibl
[OnexkTponHblii  pecypc; Pexum  goctyma:  http:/www.znanium.com]. — (Bsicmiee
o0Opa3oBaHHeE: BbakanaBpuar). —
www.dx.doi.org/10.12737/textbook 5bd2d52ef2eded.18824396. - Pexum JOCTYTIA:

https://znanium.com/read?1id=335870
HopmaTuBHO-paBoOBbIE TOKYMEHTBI:

1. Koncturyuus Poccuiickoit ®@enepanuu. [Ipunsata BceHapoaHsiM rojocoBanuem 12.12.1993
(c yuerom normpaBok, BHeceHHbIX 3akoHamu P® o nmonpaskax k Koncruryuuu PO ot 30.12.2008
Ne 6-OK3, ot 30.12.2008 Ne7-®K3, ot 05.02.2014 Ne2-OK3, ot 21.07.2014 Nell-DK3).
http://www.consultant.ru/document/cons_doc LAW_28399/

2. TD'paxpanckuii kogeke Poccuiickoit @enepaunn. Yactu nepsasi, BTopas, TPEThbsl U YETBEpTasl.
http://www.consultant.ru/document/cons_doc LAW_ 5142/

3. Tpynosoii kogekc Poccuiickoit ®enepaunu. [punsart 'ocynaperBennoit Jymoit 21.12.2001.
Onob6pen Coserom Deneparuu 26.12.2001.
http://www.consultant.ru/document/cons_doc LAW_34683/

JlonoIHNTeIbHAS JINTEpaTypa:

1.  DnexTpoHHBIM JOKyMEHTOOOOpOT U olecrieueHne O€30MacHOCTH CTaHAApTHBIMU
cpenctBamu windows : ydebHoe mocobue / JL.M. EBmokumona, B.B. Kopsokun, A.H.
[IpubkuH, O.I. HIBeukoBa. — M.: KYPC, 2017. — 296 c. - Pexum pocryna:
https://znanium.com/read?1d=193725

2.  IIpaBma 06 snexTpoHHOM HokymeHTooOopote / Pomanos JI.A., Unbuna T.H., JloruHoBa

AlO., - 2-e u3n., (31.) - M.: IMK TIlpecc, 2018. - 222 c.: ISBN 978-5-93700-062-0 - Pexum

noctymna: https://znanium.com/read?id=325508
3. JlokymenroBenenue: YueOHoe mocobue / Yirakosa O.A. - M.: HUI] UH®PA-M, 2017. -

64 c.:. 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum mocryna:
https://znanium.com/read?1d=216012

Kapra o6ecrieueHHOCTH TUCITUTUIMHBI YYEOHBIMU U3AHUSIMU U UHBIMU HH(POPMAIIMOHHO-
OMOIMOTEYHBIMH pecypcaMu Mpe/CTaBlIeHa B IPUIOKEHUH 1.

HEPEYEHb UH®OPMAIINOHHO-CIIPABOYHbBIX CUCTEM

1. CnpaBouno-mipaBoBas cucrema «Koncynprantllimrocy» http:/ www.consultant.ru/
2. WndopmanmonHo-npaBoBas cucrema «lapant» http://garant.ru
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http://garant.ru/
http://www.consultant.ru/
https://znanium.com/read?id=216012
https://znanium.com/read?id=325508
https://znanium.com/read?id=193725
http://www.consultant.ru/document/cons_doc_LAW_34683/
http://www.consultant.ru/document/cons_doc_LAW_5142/
http://www.consultant.ru/document/cons_doc_LAW_28399/
https://znanium.com/read?id=335870
https://znanium.com/read?id=28598
https://znanium.com/read?id=333614
https://znanium.com/read?id=333614

3. HudopmannoHHo-npaBoBas cucreMa «3akoHoaaTeabcTBo Poccum» http://pravo.gov.ru/ips/
INEPEYEHD ITPO®PECCHUOHAJIBHBIX BA3 TAHHBIX

1. baza nanusix PATENTSCOPE https://patentscope.wipo.int/search/ru/search.jsf

2. Crannmaptsl 1 pernamenTsl (DenepanbHOE areHTCTBO MO TEXHUYECKOMY
perynupoBaHuio U merposiorun Poccrangapt) http:/www.gost.ru

3. Poccuiickuii apXuB roCcyIapCTBEHHBIX CTAHAAPTOB, CTPOUTEIBHBIX HOPM U TIPABHJI
(PAT'C) http://www.rags.ru/gosts/2874/

IIEPEYEHD PECYPCOB NHPOPMAIIMOHHO-
TEJJEKOMMYHUKAIMOHHON CETH "UHTEPHET", HEOBXO/IUMbIX
JUIA OCBOEHUA INCHUITJINHBI

1. http://www.uisrussia.msu.ru/ - yaHuepcuterckas nuapopmannonsas cucrema POCCHUSA

2. http://cyberleninka.ru/ - Hay4uHas snexTponHas oubnuoreka «KubepJlennnkay

3. http://www.eup.ru_- Hay4HO-0Opa30BaTelbHBIH MopTall «IDKOHOMHMKA M YIpaBJICHHE Ha
npeanpusITusx». bubanoreka SKOHOMUYECKOM U yIpaBlIeHUYECKON JTUTEpPaTyphbl

4. http:// www.economicus.ru — 00pa3oBaTeIbHO-CIIPABOYHBII CAUT 110 SKOHOMUKE

5. http://www.cfin.ru - bubnuoreka ynpasieHus

6. https://eios.reakf.ru/ - KomnprorepHas nojiepxka yuebHoii aesrenbHoctd KpacHomapekoro
¢dumuana POY um. I'.B. Ilnexanosa

HNEPEYEHD NHP®OPMAILIMOHHBIX TEXHOJIOT UM,
NCIHOJIB3YEMBIX ITPU OCYIIECTBJIEHUHN OBPA3OBATEJIBHOI'O
MHNPOLHECCA 1100 JAUCIHHHUIIJIMHE, BKJIIOYASA HNEPEYEHD

IMPOI'PAMMHOI'O OBECIIEYEHUA
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. AwntuBupycHas nporpamma Kacnepckoro Kaspersky Endpoint Securrity mis 6usneca-
Pacmmpennsriii Rus Edition
4. TIporpammuoe obecnieuenue no aunensuu GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIIUITJINHbI

JucuuniuHa «J{okyMeHTallnoOHHOe obecrieueHne yrnpaBieHus» o0ecreyeHa:
JUIS IPOBEJICHUS 3aHATUH JIEKIIMOHHOTO THUIIA!
— y4eOHOH ayUuTOpHel, 000pyA0BaHHOU YUeOHON MeOebI0, MyJIbTUMEIMHHBIMU
cpeAcTBaMU O0y4eHUS sl IEMOHCTPAIMH JEKIMNA-TIPe3eHTalN];
IUIs IPOBEJICHUSI 3aHATUI CEMUHAPCKOTO TUINA (npakmuyecKue 3aHAmusl);
— yueOHOH ayauTopuei, 000py10BaHHON yueOHOM MeOEebI0 U TEXHUUECKUMHU CPEICTBAMU
o0yueHus, CIIy>KallUMH JIJIs IPeACTaBIeHUs yueOHON HHPOpMaIUK:
U1l CAMOCTOSITENIbHON pabOThI;
— TIOMEUICHHEM JUIsl CAMOCTOSTENbHON PabOThI, OCHAILEHHBIM KOMITBIOTEPHON TEXHUKOU C
BO3MOXHOCTBIO MOAKIIIOYEHHUs K ceTU «IHTepHeT» U obecnieueHrneM JOCTyma K
AIIEKTPOHHOH MH(POPMAITMOHHO-00pa30BaTENbHON Cpeie YHUBEPCUTETA.
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http://www.cfin.ru/
http://economicus.ru/
http://www.eup.ru/
http://cyberleninka.ru/
http://www.uisrussia.msu.ru/
http://pravo.gov.ru/ips/

IV. METOJUYECKHME YKA3AHMS JUISI OBYYAIOLUXCS MO
OCBOEHWIO JTUCHUNIAHBI

» Metoaudeckne peKOMEH IAIUH TI0 OPTaHU3AIMH U BBITIOJTHEHHUIO BHEAY TUTOPHON
CaMOCTOSITENIbHOM pabOTHI.
» Metoaudeckne peKOMEHIAIUMY TI0 HATMCAHUIO pedepara u JOKIaI0B.

V. METOANYECKHE MATEPHAJIbI, OIIPEJE/ITIOLME ITPOUENYPbI
OLEHUBAHMSA 3HAHUU U YMEHUH, XAPAKTEPU3YIOIINX 3TAIIbI
®OPMUPOBAHUA KOMIIETEHIIUHU

PesynbraThl TeKylero KOHTPOIsS M MPOMEXKYTOYHOM aTTecTalud (OPMHUPYIOT
PEUTHHTOBYIO OLIEHKY paboThl oOywaromierocs. Pacmpenenenue OamnoB npu (HOpMHUPOBaAHUU
pPEUTUHIOBOM  OLEHKM pPabdOThl O0YyYaroLIErocss OCYLIECTBISETCS B  COOTBETCTBUU €
«IlonoxeHreM 0 PEUTUHIOBOM CHCTEME OLICHKHU YCIIEBAEMOCTU U KaueCTBA 3HAHUU CTYJEHTOB B
Ipolecce OCBOCHUS AUCHUILIMHBI «/lOKyMEHTalMOHHOE oOOecleYeHne YIpaBlIeHUs» B
(denepaTbHOM TOCYAapCTBEHHOM OIOJDKETHOM 00pa30BaTENIbHOM  YUYPEXIEHUH  BBICIIETO
oOpazoBanus «Poccuiickuit skoHOMUYecKuit yHUBepcuTeT nMeHu [.B. [lnexanosay.

Tab6mnumna 4
MaxkcumajibHOe KOJIN4eCTBO
Buasi pador
0aJ1J10B

BrinonHenne y4eOHbIX 3aJaHU Ha ayIUTOPHBIX 3aHATUAX 20
Texymuil KOHTPOJIb 20
TBOpYECKUI PEUTHUHT 20
[TpomexxyTouHast arTecTanust (9K3aMeH) 40
UTOI'O 100

B coorBerctBum ¢ IlosokeHHEM O PEUTHHIOBOM CHUCTEME OLICHKH YCIIEBAEMOCTH M
KauecTBa 3HAHUN, OOyYaIOIIMXCS «IpernojaaBareib Kadeapbl, HEMOCPEACTBEHHO BeIyIIUi
3aHATHSL CO CTYJEHYECKOH rpynmoi, o0si3aH MpOMH(POPMHUPOBATH TPYIILY O paclpeieiIeHuu
PEUTHHTOBBIX 0AJUIOB MO BCEM BHJIaM pabOT Ha MEPBOM 3aHATHH YU4EOHOTO MOJYJIs (CEMecCTpa),
KOJIMYECTBE MOJyJIeH Mo y4eOHOW IUCHMIUIMHE, CPOKax U (opMax KOHTPOJIS MX OCBOCHUS,
dbopMe NPOMEKYTOUHON aTTECTAllMM, CHIKEHUH OallJIOB 32 HECBOEBPEMEHHOE BBITIOJHEHHE
BBIAHHBIX 3ajaHuii. OOydarommecs B TeueHHUE Y4eOHOTO MOAyJs (CeMecTpa) MOIydaroT
nHGOPMALIMI0O O TEKyIIeM KOJMYECTBE HAOpaHHBIX IO AMCLUUIUIMHE OajuIoB uepe3 JIMYHBIH
KaOMHET CTy/EHTa».

V1. OHEHOYHBIE MATEPHUAJIbI JJI51 HPOBEJEHHUS TEKYIIEI'O
KOHTPOJIA 1 ITPOMEKXYTOYHOU ATTECTALINHU

OneHouyHble MaTepuaiabl MO AUCHUIUIMHE pazpaboTaHsl B coorBercTBUU ¢ [lomoxkenuem 00
OIICHOYHBIX Marepuanax B ¢eaepaJlbHOM TOCYJapCTBEHHOM OIODKETHOM 00pa3oBaTEIIbHOM
yUpEXKJIEHUH BBICIIET0 oOpazoBaHus «Poccuickuil IKOHOMUYECKUi yHuUBepcuteT umeHu [.B.
IInexanoBay.

Temamuka Kypcoevix padom/npoekmos
KypcoBast paborta/mpoekT mo aucuuiuiiHe «JlOKyMEHTallMOHHOE obecredeHue
yIpaBlIeHUD y4eOHBIM IUTAHOM HE IPeTyCMOTpEeHa
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nepedensb 6onpocoeé K IK3ameny:

Hom
ep

ol [IepeyeHb BOIPOCOB K IK3aMEHY

poca

1. Urto nmoHMMaeTCs ToJ] OpTaHu3anuell JOKyMeHToo0opoTa?

2. [TonsITHE TOKYMEHTOO0OPOTA, €r0 KOJIMYECTBECHHBIE M KAYeCTBEHHBIC
XapaKTePUCTHKHU.

3. MecTo U posib JOKYMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM JTarle.

4. QYHKIHMH JeJIONPOU3BOACTBA.

5. CocrtaB HOpMaTUBHO-MeTotn4Yeckor 6asbl JIOY.

6. Uto noHMMaeTCs MOJ] IOKYMEHTAIIMOHHBIM 00eCIIeYeHUEM YIIpaBICHUS?

7. [ToHsiTHE OpraHN3allMOHHBIX JTOKYMEHTOB

8. Crangaprusanus U yaudukamms cucremsl JJOVY.

9. OO6rmepoccuiickue Ki1acCuhUKaToOpbl TOKYMEHTAITUH.

10. | I'ocynapcTBeHHas cUCTeMa JJOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPaBIICHUSI.

11. | bnanku JOKYMEHTOB M TpeOOBaHUS K HUM.

12. | Crpyktypa nokymenra. TpeboBanus k opopmieHuto fokymeHToB 1o 'OCT
P 6.30-2003.

13. | IIpaBuna opopmienus pexkuzuta "agpec”, "mara", "unnexc", "Buza",
"3aroioBoK", "moanuce".

14. | C kaxoii uenbio pa3pabdaTbiBalOTCS UHCTPYKIUHU IO JIETOMPOU3BOJCTBY, YTO
B HUX HECOOXOJMMO IIPEAYCMOTPETh?

15. CucreMa opraHu3alMOHHON JOKYMEHTAIIUH.

16. | Cucrema pactopsiIMTeIbHON JOKYMEHTAIINH.

17. | JlaiiTe onpenesieHue TepMUHA "paclopsiANTENbHbIE JOKYMEHTHI'.

18. | HazoBHTEe BUIBI pACIOPSAUTENBHBIX JOKYMEHTOB.

19. Buipl 1 Ha3HAYEHUE JIMYHBIX JIOKYMEHTOB.

20. | JlaiiTe onpenesieHre TEPMUHA "OpraHN3allMOHHBIE TOKYMEHTHI'".

21. | HazoBure Bu/bl OpraHU3alMOHHBIX JOKYMEHTOB.

22. | Cucrema nHGOpMaIMOHHO-CIPABOYHON TOKYMEHTAIIUH.

23. | CiyxeOHas mepenucka Ha NpeAnpusTUH.

24. | [IpaBuna odopmiieHHS CIYKEOHOTO TUChMA.

25. | CtpykTypa AeIOBBIX © KOMMEPUYECKUX MTUCEM.

26. | Knaccudukanus qe0BbIX 1 KOMMEPYECKHUX MTHUCEM.

27. | lloHsiTHe U MPUHLIMIIBI OPraHU3aluu JOKYMEHTO000pOoTa.

28. | O6paboTKa BXOASIIUX JTOKYMEHTOB.

29. | O6paboTKa HCXOIAUINX JOKYMEHTOB.

30. BHyTpeHHME JOKYMEHTBI OpraHu3alu.

31. | YKaxuTe TeXHOJOTHUYECKYIO MOCIEI0BATEILHOCTD 3TAlOB PabOTHI €
BXOJSIIIIMMH TOKYMEHTaMHU.

32. | Uro Takoe HOMEHKIATypa Jell, C KaKoi Lebl0 pa3padaTbIBalOTCS TUIIOBbIC
HOMEHKJIATyphI J1e1?

33. | Pabora c muchMaMu U 0OpaIieHUsIMH TPakJIaH.

34. | [IpuBeauTe mpuMepbl PETUCTPALIUN JOKYMEHTOB.

35. | CocTaBiaeHue HOMEHKJIATYPHI JIEIL.

36. | ®opmupoBanue u 0hoOpMIICHHE JIEI.

37. | llonroToBka u nepegavya JOKyYMEHTOB Ha apXUBHOE XPAHEHUE.

38. | Yro Takoe KOHOUIACHIUATHHBIA JOKYMEHT?
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39. | Opranusanus paboThl ¢ JOKyMEHTaMH, KOTOPbIE OTHECEHBI K
TrOCYIapCTBEHHOMW TalHE.

40. | YkaxxuTe 0COOCHHOCTH BEIEHUs JICIIONPOU3BOICTBA, 00ECTIEYMBAIOIIETO
y4eT ¥ COXPaHHOCTh KOH(MUISHIINAIbHON HHpOpPMAIMK U JOKYMEHTOB.

41 TunoBble OpraHu3alOHHbIE CTPYKTYPBI CIYKOBbI AETONPOU3BOICTBA

42 YcnoBus Tpyaa pabOTHUKOB CIIYKOBI JI€JI0MPOU3BOICTBA

43 KoMmnbroTepHble TEXHOJIOTMH B ACJIOIPOU3BOACTBE

44 ObecnieueHne COXpaHHOCTH JOKYMEHTOB B DJICKTPOHHOU (opme

45 YcTaB Kak OCHOBHOM OpraHU3allMOHHBIA JTJOKYMEHT.

46 CraHjapTHbIe Gpa3bl U BRIPAKCHHS JACIIOBBIX H KOMMEPUYECKHX ITHCEM.

47 [IpoxoxkaeHre NCXOASIINX U BHYTPEHHUX JOKYMEHTOB.

48 Oco0OeHHOCTH S3bIKa U CTHJISL CIIYKEOHBIX JOKYMEHTOB.

49 PexBu3nTel MexayHapogHoro nucbMa. OCHOBHBIE PpEKOMEHIALIMY 110
COCTaBJICHUIO TEKCTOB MEXAYHAPOIHBIX MMHCEM.

50 Uro onpeaensier GopMyssp JOKYMEHTA U YeM OTIn4aeTcs GopMysip
JIOKyMeHTa 0T (popmyisipa-obpasna?

51 HazoBute ocHOBHBIE rpyNIbl PyHKIUHI ToKyMeHTa. Yem xapakTepusyer
KOKAYI0 rpyniy?

52 Ut0 00ycaaBIuBacT IOPUINICCKYIO CHIY ODHIIMAIBHOTO JTJOKYMEHTA?

53 OYHKIMHA OCHOBHBIX MOPA3/IEIEHU CIIyKObI TOKyMEHTAllHOHHOTO
oOecrnieueHus ynpaBJaeHusl.

54 ABTOMaTH3UPOBAHHBIE TEXHOJIOTHH 00pa0OTKHU JOKYMEHTOB M UX BIHSHHE
Ha CHCTEMY JIeJIONPOU3BOJICTBA KOHKPETHON OpraHU3alUH.

55 CrpaBo4HO-HH(OPMAIIMOHHbIE IOKYMEHTBHI.

56 CTpyKTypa H coJiepKaHue KaJpoBOH JOKyMeHTauu. OpraHn3aiuoHHO-
KaJpOBBIE JOKYMEHTHI.

57 OCHOBHBIE aCIIEKThI KYJIbTYPbI JEJI0BOM PEUH.

58 Crannaptuzainus si3pIKa JOKYMEHTa. SI3pIKoBbIe TpeOOBaHUS K 0(hOPMIICHHUIO
PEKBU3HUTOB JOKYMEHTA.

59 TunuyHbIe OMMOKY B SI3BIKE U CTHJIE JOKYMEHTOB.

60 SA3bIKOBOE 0hOpPMIICHHE JTHUHBIX JOKYMEHTOB.

61 WHCTpyKIMS 110 1ETONPOU3BOJICTBY

62 [ousaTus: nHGOPMAIHSD «TOKYMEHT», «IOKYMEHTHPOBAHUEY.

63 CBs13p HHpOPMAIIMK U TOKYMEHTA.

64 Oyukuuu gokymenTa. FOpuanueckas cuia IOKyYMEHTa.

65 Posib TOKYMEHTOB B peajin3aluy yIpaBJICHUYECKUX PEIICHUN U ICUCTBUM.

66 Hommuanky u konuu. Buaer konuit. [Topsaok opopmieHns Kommii
JIOKYMEHTOB.

67 PexBHU3UTHI yIIpaBI€HUYECKUX JTOKYMEHTOB.

68 PexkBU3UT «HaMMEHOBaHHE OPTaHU3aIlUH - aBTOPA JOKYMEHTa», TPeOOBaHUS
K HEMY.

69 PexBu3uT «agpecar», €ro 3HaU€HUE U COBPEMEHHbIE TPEOOBaHUS K
0(hOPMIIEHHIO.

70 Hatel B nokymente. TpeGoBanus K X 0o(hOpMIICHHUIO; AaTa KaK COCTaBHAs
YacTh APYTMX PEKBU3UTOB.

71 OpranuzannoHHbie (YOPMBI AETOMPOU3BOACTBA. X 3aBUCUMOCTD OT
CHeU(PUKN OPraHU3ALMOHHON CTPYKTYPBI YUPEIKICHHUS.

72 TpeboBaHusI K CTPYKTYpE M COCTaBy MH(POPMALINH.
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Tunoevie mecmoegoie 3a0anus K IK3ameny:

1. K opraHu3aniuoHHBIM JOKYMEHTAM OTHOCATCS (HA3BaTh HYKHbI€ BAPHAHTHI):
a) aKThI;

0) ycTaBbl;

B) IITAaTHOE pacHUCaHUE;

T') JOHDKHOCTHASI HHCTPYKIIHS,

1) OTYETHI;

€) muchbMma.

2.Kakoii 0J1aHK OpraHu3auuu NPUMEHSIOT 1 0(pOpMIIeHHUS NIPUKA3A 110 OCHOBHOM
aeaTeJJLHOCTH?

a) OJaHK MUChMa;

0) 671aHK KOHKPETHOTO BHJa TOKYMEHTA;

B) OJIaHK JOJKHOCTHOTO JIUTIA.

3. lloagnucepiBaeT NpUKa3bI

a) PyKOBOJUTENb CTPYKTYPHOTO MOAPA3/IEICHHUS;

0) pyKOBOAMTEIH OPTaHU3AIINH;

B) JIOJDKHOCTHOE JIMI[O-COCTaBUTEIbIIPHUKA3a.

4. Kakoii pekBU3HMT 00513aTeJIbHO 0(pOpMIISieTCSsl IPH BHEIIHEM COIJIACOBAHUM JOKYMEHTa?
a) rpud COTIacCOBaHUS,

0) BU3bI COIIACOBAHMS;

B) rpu( orpaHUYEHUs TOCTyMa K JOKYMEHTY.

5.3 kakuX Tpex J0KYMEeHTONMOTOKOB COCTOMT I0KYMEHTO000POT NpeANpUsiTHA?
a) HCXOJSIIIETO;

0) BHYTpEHHETO;

B) NTOCTOSTHHOTO;

I') IEPEMEHHOTI0;

1) CITy9aifHOTO;

€) BXOJSIIETO.

Ipumepuwt 6onpocoe oa onpoca:

1.KakoBsI coBpeMeHHbIe TPeOOBAHUS K S3bIKY U CTUIIIO YIIPABICHYECKUX IOKYMEHTOB?

2.Uto coboii mpencrapisier Ycrap opranm3anuu? KakoBBI OCHOBHEIE TPeOOBAHHS K €T0
COCTaBJICHUIO ¥ 0()OPMIICHUIO?

3.Kak opopmurts Ilonoxxenue 06 oTnene wim ciry>x6e opranu3anum?

4. Kak ohopMuTh mMITaTHOE pactucaHue?

5. Kakue TpeboBanus IpeabsIBISIOTCS K 0)OPMIICHHIO JOTOBOPA, KOHTpaKTa?

6.Yto Takoe MHCTPYKIUS, KAKOBO ee cojepkanue u opopmiienue?

Ilpumepvr mem 2pynnoevix ouckyccuii:

1 CpaBHEHHE HCTOPUYECKUX MIEPHUOJIOB B PA3BUTHH POCCHICKOTO JICTIOMPOU3BOJICTBA.

2 AHayu3 COBETCKOTO MEPHO/Ia B Pa3BUTHH JICTIONPOU3BOJICTBA.

3 Pa3paboTka 0JIaHKOB TOKYMEHTOB JIJIsl KOHKPETHOM OpraHU3aIliH.

4 Pacuet uncneHHOCTH ity k0561 JIOVY.

5 Pa3paboTka yHudumupoBaHHbIX GOpM JTOKyMEHTOB B cpene Microsoft Word.

6 Paspaborka mabnoHOB st O(QOpPMIICHHS OPraHU3AMMOHHOW JOKYMEHTAI[UU
KOHKPETHOM opraHu3anuu B cpene Microsoft Word.
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7 Peructpanus BXOIALIEH U UCXOAAIIEN KOPPECTIOHACHIINH.

Ilpumepvl munoewvix 3a0anuil 011 KOHMPOALHOU PAdOmMbl:

1./laTh TONKOBaHUE CIIOBAaM, COCTaBUTh C HUMHU MPEAIOKEHUSI.
[Iporokoin, oT4yeT, AeIOBOE MUCHEMO, aKT, peKIaManivs, (PaKTOPUHT.
2.HaiiTi ommOKy B MPEIOKEHUSIX, 3aMMCaTh MPABUIBHO:

a. MBI IIUPOKO TOTOBHIIUCH OTIPa3AHOBATh I00MIIEH Halllel KOMIIaHUH.
0. S1 manexo enre He UCIOJIL30BaJI BO3MOKHOCTA HOBOI'O METOA.
B. Cromnsip cienain 3TOT CTOM U3 Jy0a ¢ 4eThIPbMsI HOKKaMHU.

3.JI06aBuTH CyIIECTBUTENBbHBIE K TpeaIoraM W TMPEeJIOKHBIM COYETaHUSIM, COCTaBUTH 2-3
HpGIIHO)KeHI/IH C HCKOTOpBIMI/I N3 HUX:

B cBs3um c, mo mnpuumHe, BCIEACTBHE, KacaTelbHO, HE3aBHUCHMMO OT, B IEJAX, B
OTHOILICHUMH.
4. CocTaBuTh NMPHUKA3; TUCHMO-3aIPOC.

Tunoevie mecmoewie 3a0anus:

1. K opranu3anoHHbIM JOKYMEHTAM OTHOCATCS (HA3BATh HY’KHble BADHAHTDI):
a) aKThl;
0) yCTaBslI;
B) IITaTHOE PaclMCaHUE;
T') JOJDKHOCTHASI MHCTPYKIIHS,
1) OTYETHI;
€) muchMa.
2.Kakoii 6;1aHK OPraHU3alii NPUMEHSIOT I 0(popMIIeHHsI MPUKA3a M0 OCHOBHOI
IeATeJILHOCTH?
a) OJIaHK MHUCHMa;
0) 6;1aHK KOHKPETHOTO BH/Ia IOKYMEHTA;
B) OJIaHK JOJKHOCTHOTO JIUIIA.
3. lloanuchiBaeT NpUKa3bl
a) PyKOBOJHUTEIb CTPYKTYPHOTO TOPAa3ICICHHUS,
0) PyKOBOJIMTEIb OpTraHU3AIINH;
B) JIOJDKHOCTHOE JIMIIO-COCTABUTENBIIPUKA3a.
4. Kakoii pekBH3HMT 00513aTe/IbHO 0OPMJISIeTCS NMPH BHEIIIHEM COTJIACOBAHUM JIOKYMeHTAa?
a) rpud cormacoBaHus;
0) BU3bI COTJIACOBAHWS;
B) TpU} OrpaHUUYCHUS JOCTYIA K JOKYMCHTY.
5.3 kakuX Tpex J0KYMEeHTOMOTOKOB COCTOMT IOKYMEHTO000POT NpeAnpUusiTHs?
a) UCXO/SIIIETO;
0) BHYTPEHHETO;
B) MTOCTOSIHHOTO;
T') IEPEMEHHOTO;
1) CITy4aifHOTO;
€) BXOJIAIIETO.
Temamuka 3cce:

1. HopmaTuBHasi OCHOBa IpoIecca JOKYMEHTUPOBAHHS YIIPABICHHUS TIEPCOHAIOM.

2. OpraHu3aiMoHHbBIE KaJPOBbIC JOKYMEHTHI: COCTaB, COACPIKaHUE, MOPSAIOK MOITOTOBKH U
odopmIteHUSI.

3. JIoMmKHOCTHAS MHCTPYKIIMS KaK OpPraHU3al[MOHHBINA KaJPOBBIN TOKYMEHT.
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4. IlonmoxeHue o CTPYKTYPHOM MOAPA3ACIICHUN KaK OpPaHI/IBaI_II/IOHHHﬁ KaI[pOBBIﬁ

JIOKyMEHT.

5. JIOKyMEHTHpOBaHHUE Mpoliecca YBOJIbHEHUS COTPYIHUKOB.

6. [loxymeHTHpOBaHHE Mpolecca OTKOMaHIUPOBAHUS MTEPCOHAA.

7. CoctaB 1 BUJIbI KaJPOBOM JOKYMEHTAIUH.

8. Ayrtcopcunr u ayrctadHUHT TIepcoHala: MpakTUKa NpuMeHeHus. JJOKyMeHTHpOBaHue

rpoliecca Mpe0CTaBICHUS OTITYCKOB.
Tunosasi CTPyKTypa 3K3aMeHAIlHOHHOI0 OujeTa
Haumenosanue oyenounozo mamepuana Makcumanvnoe
Koiuuecmeo 6annos

Bonpoc 1 16
Bonpoc 2 16
Tecm 8

Iloka3aTean U KpUTEPUN OLIEHUBAHMS MJIAHMPYEMbIX Pe3yJIbTATOB OCBOCHHS
KOMIIETEHIIUI U Pe3yJIbTATOB 00y4eHHs1, IIKAJIA OLeHNBAHUS

TS peneHns 3aaad
OM3HEC-aHaTN3a.
'YMeeT BepHO U B
MoJITHOM 00beMme:
AHAITU3UPOBATH
BHYTPCHHHUE
(BHEIIHUE) AKTOPHI U
[YCITOBHSL, BITHSIOIIHC
Ha IeITeIbHOCTh
OpraHU3aIHH.
OrnenuBaTh OU3HEC-
BO3MOXKHOCTD
[peaTi3aliy PeIICHUs
C TOYKH 3pEHUS
BBIOPAHHBIX [IE€JIEBBIX
TIOKa3aTeIICH.
IBEISIBIIATE,
[PETUCTPUPOBATS,
AHAITN3UPOBATh U
KiaccuuIpoBaTh
[PUCKH U
pa3pabaTeIBaTh
KOMITJIIEKC
IMepoan/Is[Tnﬁ 10 UX

Tabmuua 5
YpoBensn
HNupnkatop
®opMupyeMble Kpurtepun OCBOEHHSA
HIxana oneHMBaHUA JOCTH/KEHUS
KOMIIeTeHIIUH OlLleHUBAHUS KOMIIETEHI]
KOMIICTeHIIUH .
Ui
85 - «OTJIHYHO» I[MK1-®dopmuposanue [[IK-1.1 Brianenue,3HaeT BepHO U B IIpoasunyT
100 BO3MOKHBIX cOop ¥ aHAWIM3MOJHOM 00Beme: bIii
0asa peleHnii Ha OCHOBeMH(pOPMAIUU MpeJIMETHYIO 00J1acTh
OB pa3paboTaHHBIX MJasOM3HEC-aHAN3a JUISH CHeUU(pHUKY
HHX 1eaeBbIX/(pOopMIPOBaHHS NeATeNbHOCTH
noka3areJeii BO3MOXXHBIX OpraHu3aiuv B
[pEILIEeHUI 00bEMeE, T0CTaTOUHOM
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MUHUMU3AIUN

IMK-3 Takrtnueckoe[llK-3.2 Paspaborka3naer BepHO n B IIponBunyT
yIpaBJIcHHE MPeJI0KEHUH MO[II0JTHOM O0beMe: bIii
npoueccamMu [palMoOHATIM3auN CTaHIapTHI
OpraHu3anuu CTPYKTYPBI YHU(ULUPOBAHHOMH
MPOU3BOCTBA YTIpaBICHUS CHCTEMBI
MIPOHU3BOJICTBOM BOpPraHU3alMOHHO-
COOTBETCTBUH ClpactopAaUTENLHOM
LENSIMA U CTpaTeTHeH|TOKyMEHTAINH,
OpraHu3aIuy, e/IMHAas CUCTeMa
IneficTBYOIUX TEXHOJIOTUYECKON
cucreM, (GOpM  HTOKYMEHTALUU
METOZIOB YIpPaBJICHUSAY MeeT BEpPHO U B
[IPOU3BOJICTBOM, IIOMOJHOM 00beme:
COBEPIIEHCTBOBAHHIO [PACIIPEACIIATh U
OpPTaHHM3AIOHHO-  [KOHTPOJIMPOBATH
[PacIIOPSITUTENIFHON  ICTIONb30BaHNE
ITOKYMEHTAIIH U[NPOU3BOACTBEHHO-
OpraHu3aIy €XHOJIOTUYECKUX
ITOKYMEHTO000pOTa, [PECYpPCOB, BHITOIHSTH
o BHEAPEHUIOPAOOTHI IO MPOEKTY B
TEXHIYECKNX COOTBETCTBHH C
cpenctB  00pabOTKUTPEOOBAHUSIMH IO
nH(popManuy, a4ecTBY HOBOTO
MEePCOHATBHBIX MpOIyKTa
KOMIIBIOTEPOB U
ceTei,
ABTOMATH3HPOBAHHEI
X pabounx MecT
70 — «X0poLI0» [MK1-®dopmuposanue [[IK-1.1 BriaBnenue,3naer ¢ IoBbI1IEHH
84 BO3MOKHBIX coop u aHAIM3He3HAYMTEJbHbIMU | 8171
Oann peleHnii Ha OCHOBeHMH(pOPMAINU BaMeYaHUsIMH:
OB Pa3padoTaHHBIX JJIA0M3HEC-aHAM3a JUIAIPEIMETHYIO 001acTh
HUX 1eseBbIX|(pOpMUPOBAHHS U crienupuKy
nmokasarteJieii BO3MOYKHBIX MesITeIbHOCTH
[pereHni OpraHu3aluy B

00BEME, TOCTATOYHOM
TS peleHus 3a0a4
OM3HEC-aHalIn3a.
'YMeert ¢
He3HAYUTEILHBIMH
3aMeYaHUSIMU:
AHATU3UPOBATh
BHYTPCHHHE
(BHEIIHHE) (DAKTOPEI U
[VCITOBHSI, BITHSIOIIHC
Ha 1€ATeIbHOCTh
OpTraHU3aIHH.
OlLeHuBaTH OU3HEC-
BO3MOXKHOCTE
peaTn3aiy PEeIICHUs
C TOYKH 3PCHUS
BEIOPAHHBIX IIETIEBBIX
TIOKa3aTelICH.
IBEISIBIISTE,
[PETUCTPUPOBATS,
AHAITU3UPOBATH U

HNCKU U

Enaccmbnunposan,
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Easpa6aTHBaTL

IMK-3 TakTuueckoe
ynpaBJieHue
npoueccaMmu
OpraHu3anuu
MPON3BOACTBA

OMILJICKC
IMEPOTIPUATHH 1O UX
IMHHAMH3aLUH
I1K-3.2 PaspaboTka3Haer ¢
MpeI0KeHHN MOHEe3HAYHMTeJIHLHBIMH
[paIIMOHATII3AIIAN BaMeYaHUSIMU:
CTPYKTYPBI CTaHIApPTHI
YIpaBJICHUS VHHPHUIIPOBAHHOM
MPON3BOICTBOM BCHCTEMBI
COOTBETCTBUH ClopraHU3aluOHHO-
LENSIMU U CTpaTerueljpaciopsiIuTenbHON
OpraHu3aiuu, MMOKYMEHTaluu,
ﬂeﬁCTByIOH.lHX CAUHas1 CUCTEMA
cucreM, (opM  HTEXHOIOTHIECKOI
METOZOB YIPAaBICHUATOKYMEHTALIUU
MPOU3BOJICTBOM, TIO3HAET BEPHO U B

COBECPIICHCTBOBAHUIO IOJITHOM oobeMme:

OpraHu3aIlIOHHO- acIpeessiTh 1
[pacIopsSIIUTENIEHON  [KOHTPOJIMPOBATh
ITOKyMEHTa1N H[ICIIONIb30BaHNE
OpraHu3aIy MPOM3BOJICTBEHHO-
ITOKyMEHTO000pOTa, TEXHOJIOTHIECKUX
o BHEJIPEHHUIOPECYPCOB, BBITIOIHSTD
TEXHIYECKNX a0O0TBI IO TIPOEKTY B
cpeacTB  00pabOTKH|COOTBETCTBUH C
nH(popManuy, peOOBaHUSMHU 110
MEepCOHATBHBIX a4ecTBY HOBOTO
KOMITBIOTEPOB U[IPOAYKTA
ceTel,
ABTOMATH3MPOBAHHEI
X pabo4Ynx MeCT
50 — | «ynosaerBopurtesnbHo [IK1-®opmuposanme [[IK-1.1 Beisisnenue,3naeT Ha 6a30BoM Ba3zoBbiii
69 » BO3MOKHBIX coop u aHaJIU3ypPOBHE, €
ERA) peulennii Ha ocHoBeuH(poOpMaLUK omMoKaMM:

OB pa3paGoTaHHbIX JJIsOM3HEC-aHaIM3a JUISNPEIMETHYIO 00J1acTh
HHIX 1eJ1eBbIX|(OpPMUPOBAHIIS 1 CIEIU(UKY
noka3zareJiei BO3MOXKHBIX NeATenbHOCTH

[peIIeHU OpraHu3aIiy B

00BEME, TOCTATOYHOM
TS pelieHuUs 3a1a4
OM3HEC-aHAIN3a.
'YMeer Ha 6a3oBoM
YPOBHE, C
OIIMOKAMMU:
aHaJIM3UPOBATh
BHYTPCHHHC
(BHEIIHHE) (AKTOPEI U
[YCITOBHSI, BITHSIOIIIC
Ha JeSITeIbHOCTD
OpraHU3aIHH.
OlLieHHBaTh OM3HEC-
BO3MOYKHOCTE
peanu3anuy peleHus
C TOYKH 3PCHUS
BEIOPAHHBIX LIEIEBBIX
[MOKa3aTeNeH.
IBEISBIISTS,
[PETUCTPUPOBATD,

QHATM3UPOBATH U

28



KiaccuuIpoBaTh
WCKH U

a3pabaThIBaTh
OMILIIEKC
MEPOIPUATHH MO UX
IMK-3 TakTnueckoe, MUHUMH3ALUNA
ynpasJienue I1K-3.2 Pa3zpaboTtka3HaeT Ha 6a30BOM
nmpoueccaMu MpeIoKEHUN IIOypOBHE, ¢
OpraHu3anuu [paloOHaIA3a UKl oOIIMOKAMH:
MPOU3BOACTBA CTPYKTYPBI CTaHIapThI
yIpaBIeHUs YHU(ULINPOBaHHOMN
MIPOU3BOJICTBOM BCHCTEMBI
COOTBCTCTBUU CloOpraHu3aloOHHO-
LESIMU M CTPAaTErHENpacopsaIUTEIILHON
OpTaHHU3ALMH, IMOKyMEHTAIHH,
IMEHCTBYIOIINX enuHas cucTeMa
cucteM, (GOpPM  H[TEXHOJOTHYECKOH
METOJIOB YIPaBJICHHSIOKYMEHTALNH
MIPOU3BOJICTBOM, IIO
COBEPILIEHCTBOBAHUIO |YMeeT Ha 6a30BOM
OpraHM3aI[IOHHO-  [YPOBHeE, €
pacTIOpAIUTENBHON  (OIIMOKaAMM:
ITOKyMEHTaIN H[pacIpenensiTh 1
OpTaHHU3aNN KOHTpOHI/IpOBaTB
ITOKyMEHTO000pOTa, [MCIIOIb30BaHNE
o BHEJIPEHHUIOIPON3BOJICTBEHHO-
TEXHUYECKHUX TEXHOJIOTUYECKUX
cpencTB  00paboTKHU[pecypCcOB, BHIMOIHSTH
nH(popManuy, [pabOoTHI 11O MIPOEKTY B
MEPCOHATIBHBIX COOTBCTCTBUU C
KOMITBIOTEPOB UTpeOOBaHMAMHU IO
ceTeld, KaueCTBY HOBOT'O
ABTOMATH3MPOBAHHEI [IPOAYKTA
X pabodnx MecT
MeHe | «HeyaoBJeTBopuTeab [IK1-®opmupoBanme [[IK-1.1 Brrsnenue,3naer ¢ Komnerenn
e 50 HO» BO3MOKHBIX cOop ¥ aHaIM3HEe3HAYUTEJbHbIMH MM He
0as pelieHHii Ha OCHOBeHH(OpPMAIHH BaMeYaHUSIMU: copmupos
OB pa3padoTaHHBIX AJA0M3HEC-aHANN3a UIAIPEIMETHYIO 001acTh aHbI

HUX
nmoKa3areJeii

HEJICBBIX|

(bopMupoBaHUs
BO3MOKHBIX
[pereHni

M crienn UKy

e TENNEHOCTH
OpraHU3aIUH B
00BEME, TOCTATOUHOM
TS pelieHus 3a1a4
On3HeC-aHaM3a.
'YMeeT ¢
He3HAYHTEIbHBIMH
BaMeYaHUsIMU:
AHATM3UPOBATH
BHYTPCHHUE
(BHEIIHUE) QAKTOPHI U
yCHOBI/IH, BIINAIOIINC
Ha OJCSATCIBbHOCTD
OpraHU3aIUH.
O1ieHuBaThH OM3HEC-
BO3MOHOCTh
peanu3anuy pelieHus
C TOUKH 3PCHHUS
BBEIOPAHHBIX LIEIEBBIX
roKazaTeeH.
IBBISBIISITS,
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IMK-3 TakTnueckoe
yIpaBJieHHe

CrUCTPpUPOBATh,
AHAJIU3UPOBATH U

nmpoueccaMu
OpraHu3anuu
NPOU3BOICTBA

TacCu(UIIPOBATH
WCKH U
a3pabaThIBaTh
KOMILIEKC
MEpOTIPUSITHH 110 UX
MHHUMH3aLIH
IMK-3.2 Pa3paborkaHe 3HaeT Ha 6a30BOM
MpeIIOKESHHI MOYPOBHE:
PaLOHAIN3ALUH CTaH/apTh
CTPYKTYPBI HU(QHUIUPOBAHHOM
[YIIpaBIIE€HUS CHCTEMBI
MPOU3BOACTBOM BOpTraHU3allUOHHO-
COOTBETCTBHH CJpacriopsAUTEIbHON

HCJIAMHA 1 CTpaTCFHCﬁ OKYMEHTAalUH,

OpraHU3aIH, eIMHAasI CHCTEMA
MENCTBYIOIIMX €XHOJIOTHYECKON
cucreM, (GOpM  HITOKYMEHTALUU

METOOOB YIpaBJICHUAHE YMEET Ha

[POU3BOJICTBOM, I1100230BOM YPOBHE:
COBEPIIIEHCTBOBAHHIO [pACTIPEACISATh U
OpraHU3aOHHO- OHTPOJIMPOBATh
[PACTIOPSIIUTENILHON  [MCIIOIb30BaHKE
ITOKyMEHTAIH H[IPOU3BOJICTBEHHO-
OpraHu3aIu €XHOJOTUUECKIX
ITOKyMEHTO000pOTa, [PECypCOB, BBHIIOIHSITD
o BHEJIPEHHUIOPAOOTHI IO IPOCKTY B
TEXHUYECKUX COOTBETCTBHH C
CpeacTB  00pabOTKU[TPEOOBAHUSAMU 11O
mH(popManuu, a4ecTBY HOBOTO
MEepCOHATBHBIX MpOyKTa
KOMITBIOTEPOB u

ceTeit,

ABTOMATH3MPOBAHHEI

X pabounx Mect
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Ilpunoorcenue 1

MUHUCTEPCTBO HAYKH U BBICIIEI'O OGPA3OBAHMS POCCUNCKOM ®EJEPAITAN

PenepanbHOE TOCYIAPCTBEHHOE OIOUKeTHOE 00pasoBaTe/IbHOE YUPE/KICHHE BBICIICr0 00pa3oBaHMsI
«Poccuiickuii 3xkoHoMUYeckuil yaHusepcuter umenu I'. B. Ilnexanosa»
Kpacnopapcknii punnan PIY um. I'. B. Iliexanosa

CDaKy.]'IBTeT O9KOHOMHKH, MCHCIZKMCHTA U TOPI'OBJIN

Kadenpa skoHomMuku u ynpaBieHus

AHHOTAIIUS K PABOYEH IPOT'PAMME JUCIHUILIVHBI

b1.B.06 JIOKYMEHTAIIMOHHOE OBECIIEYEHWE YIIPABJEHWA

HanpasJaenune noarorosku 38.03.02 MEHEJIZKMEHT

Hanpagsyennocrts (mpo¢uib) nporpaMmmasl

MEHE/UKMEHT OPI'TAHU3AIIUA

YpoBeHnb BbicHIero 00pa3zoBaHus baxanaspuam

Kpacnonmap — 2021 r.
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1. Heab n 3agaum JTUCUMIIIUHBI:

Lenbto y4yeOHOW AMCHMIUIMHBI «J{OKyMeHTallMOHHOE oOOecreyeHne YIpaBICHHUs»
sBIsieTCS (POPMUPOBAHKE Y CTYICHTOB 3HAHUI TEOPETHUECKUX U MPAKTUIECCKUX OCHOB CO3IaHUS
JOKYMEHTOB YIpAaBJICHHUS, a Takke NpUOoOpeTeHHe HABBIKOB TPaMOTHOM M 3¢ (EKTUBHON
OpTaHU3aIHd COBPEMEHHOTO JIEIOTIPOU3BOCTBA HA MPEINPUATHSIX U B OPTaHU3AIIUSIX.

3amaun  y4eOHOM AMCUHUIUIMHBL «J{OKyMEHTallMOHHOE OOeCIeYeHne YIpaBICHUS
3aKJTIOYArOTCS B!

- U3YYEHUM  3aKOHOJATEIbHBIX W  HOPMAaTMBHO-METOJUYECKUX  JOKYMEHTOB,
perTaMeHTHpYIoNMX paboTy ¢ JOKYMEHTaMH OpraHW3alliH;, TPaBWJI COCTABICHHUA W
oopMiIeHHsT yNpaBIEHYECKUX JIOKYMEHTOB; MOpsKa pabOThl C JIMYHBIMH U CIIy)KEOHBIMHU
JTOKYMEHTaMH;

- (opMupoBaHMM HaBBIKOB COCTaBICHHS U O(OPMIICHUS OCHOBHBIX JIOKYMEHTOB
YIpaBJICHUS; H3YYSHUN PaOOTHI CITYKOBI JJOKYyMEHTAIIMOHHOTO 00ECIICUeHUS YIIPABICHHUS;

- BBIABJIIGHUH, cOOpe W aHanu3e HH(popMalMu OH3Hec-aHanmu3a Uil (HOpMUpPOBAHUS
BO3MOYKHBIX PELICHUI;

- pa3paboTKe MpemOkKEHWH MO  COBEPUICHCTBOBAHUIO  OPraHU3allMOHHO-
pacTopsANTEIbHON JOKYMEHTAIlMM W OpPTaHW3alliil  JOKYMEHTOO0OpOTa, 1O BHEIPEHUIO
TEXHUYECKUX CPEJICTB 00pabOTKH MH(OPMAIIHH.

2. Copep:kanue JUCHUIIHHBI:

HanMeHoBaHue pa3iesioB / TeM JHCHUILIHHBI

1. | Tema 1. Opranu3alluOHHbIE OCHOBBI JI€JIONPOU3BOJACTBA. bilaHKK IOKYMEHTOB

Tema 2. Opranu3zaliMOHHO-paCOpAAUTENbHAS JoKyMeHTanus. Oomas

2 XapaKTepUCTUKA CTUJISI CITY>KeOHOM TOKyMEHTaIM!
3 Tema 3. CpaBouHO-UH(pOPMALIMOHHBIE JOKYMEHTHI. JlenoBas nepenucka.
" | CocTaBieHre aKTOB U MPOTOKOJIOB
4 Tema 4. PacniopsinurensHble 1oKyMeHTbl. COocTaBlIeHUE IPUKA30B, YKAa3aHUH,
" | pacnopsikeHuid. Opranu3allMOHHBIE TOKYMEHTBI
5 Tema 5. Opranuzanus 1oKymMeHT0o000poTa. Opranu3aiys perucTpanii JOKYMEHTOB U

KOHTPOJIb UCTIOJTHCHHUA TOKYMCHTOB

6. | Tema 6. Opranusaiysi onepaTUBHOIO XpaHEHUs JOKyMEHTOB. PopMHUpOBaHUE €]

Tema 7. IloaroroBka AOKYMCHTOB K HOCJ'ICI[YIOIJ_Ieﬁ nepeaadn JOKyMCHTOB B apXUB
HJIM HA YHUYTOXKCHHUC

TpynoeMkocTh AUCHUIIMHBI cocTaBJsieT 4 3.e. / 144 yaca

®dopMa KOHTPOJS — IK3AMEH

CocraBuTe/ib:
JloueHT Kadeapbl 5SKOHOMHUKHU U YIPABICHUS
Kpacnonapckoro ¢punuana POY um. I'.B. [Tnexanosa, k.3.H. M.S. Benpukosa
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