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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 1yacoB no ¢popmam o0yueHnunst
IToxa3zaTenu 00b€Ma TUCIHUIIINHDBI ounas OYHO-3A0UHAA 3a0uHan *
O0BeM QUCIUILIMHBI B 3aUETHBIX €IUHHUIIAX 4 3ET
OO0beM IHUCIUIUIMHEI B aKaj.gacax 144
[IpomexxyTodyHas aTTecTaIus:
dbopma oK3AMEH IK3AMEH -
KonrTakTHas padora o0y4yarommuxcs ¢ 58 28 )
npenogasaresieM (KoHTakT. yacel), Bcero:
1. AyauropHas pabota (Ayz.), akaj. 4acoB 54 24 )
BCET0, B TOM YHCIJIE:
e JIEKIINH 24 12 -
® TIPAKTHYCCKUE 3aHATHUS 30 12 -
e j1a0opaTOpHBIC 3aHATH - - -
B TOM YHCJIC TPAKTUYECKAs MIOJTOTOBKA 4 - -




2. NnnusBuayansubie koHCcyabTanuu (MK) - - -
3. KoHnrakTHas paboTa 1o npomMexyToqHOU
arrecrauuu (Karr) ) i )
4. Koncynpranus nepen dx3ameHoM (K9) 2 2 -
5. KonrakTHast paboTta o mpoMexyTOUHOM 2 -
aTTecTalliu B IEPUOJ IK3. CECCUU / cCeccuu 2
3a04yHukoB (Karrak)
CamocrositesbHas padora (CP), Bcero: 86 116 -
B TOM YHUCJIC: -
® caMOCTOsITeNbHAs paboTa B MEPUOT IK3. 32 32 )
ceccun (CPak)
e camocrosTenpHas padora B cemectpe (CPc) 54 84 -
B TOM YHCIIE, CAMOCTOSITENIbHAsA paboTa Ha
KYPCOBYIO padoTy ) i )
e wusyueHue JOP 10 20 -
e u3yueHUE Y4eOHOU IUTepaTyphl 10 20 -
e HamMcaHHUE ICcCe 20 30 -
® U Opyeue 6uobvl 14 14 -

* 3aounas popma obyuenus no nanpasienuio 38.03.02 Menedoicmenm He npedycmompena
IMepevyeHb MIAHUPYEMBIX Pe3yJbTATOB 00yYeHHS MO AUCHHUILIMHE

dopMupyemblie Nupukaropsl nocTuskenust | Pe3yabrarbl 00yyeHus (3nanus,
KOMIICTCHIIUU KOMHeTeHHI/Iﬁ ymemm)
(K00 u naumenosanue (K00 u naumenosanue
KOMNnemeHyumn) UHOUKAMOpaQ)
IIK-5 Opranusanust Tpyaa IIK-5.1 Amnanus yenemnsix | IIK-5.1. 3-1. 3maer meromnl yuera u
nepcoHaja KOPIOPATUBHBIX MPaKTUK 110 | aHaJu3a MOKa3aTeae mo TpylLy W oIulare
OpraHu3alii HOPMHPOBAHUS TpyJa | Tpyla; CHCTEMbI, METOAbl U (HOPMBI
TSI PasIMYIHBIX KaTeropHil | MaTepHalbHOTO M HEeMaTepHalbHOTO
TepcoHaa, 0COOEHHOCTEH | CTUMYJIMPOBAaHWS  Tpyda  TIEPCOHANA;
NPOU3BOACTBA W  JEATCIBHOCTH | OCHOBBI TEXHOJIOTMH MPOU3BOJCTBA U
OpraHU3aLHu JEATEIEHOCTH OpraHU3aliu
IIK-5.1. V-1. Ymeer BHeApATH METOIbI
palMOHANBGHOM ~ OpraHM3allik  TPY/a;
pa3pabathiBaTh U OQOPMIIATH JOKYMEHTHI
0 HATIPABJICHHIO EATEIbHOCTH
IIK-5.2 Onpenenenne | [1K-5.2. 3-1. 3naer OCHOBBI
3G PEeKTUBHOCTH PabOTBI CHUCTEMBI | JTOKYMEHTOOOOpOTa U
OpraHu3aIn Tpyaa M | JOKYMEHTAIIHOHHOTO obecrieueHus;
HOPMHUPOBAHUS TpPyJa Ha pabouux | KaApPOBYKO  MOJUTHKY W  CTPaTETHio
MecTax OpraHu3aIix

Tabauua 2




IIK-5.2. YV-1. ¥YMeeT aHanu3upoBaTh
3(hGEKTUBHOCT PaOOTHI CHCTEMBI
OpraHM3alyy TPyAa MepCcoHaNa 1
HOPMHUPOBAHUS TPy/ia Ha paboUYMX MecTax




II. COAEP KAHUE JUCHUIIJINHBI

sTanbl GOPMHUPOBAHUS U KPUTEPUH OLleHUBAHMS C()OPMHPOBAHHOCTH KOMIIETEH LU

Tabnuua 3

Ounas dopma 00yueHus
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Cemectp 5
1. | Tema 1 Opranu3anmoHHblie OCHOBBI 4 4 - - 5 13 IK -5.1. MK-5.1. 3-1. 0. T €]
JeJI0NIPOU3BOACTBA. BlIaHKH JOKYMEHTOB. IK-5.1. ¥-1.
YHandukamnms u CTaH[apTU3aLUL JIeTIOBOM
nokyMeHTaruu. OOIye HOpMBI U IpaBuiia 0hOpMIICHHS IIK-5.2. 3-1.
JIOKyMEHTOB (pa3Mepbl Oymaru, TIojed, HyMmeparys IIK-5.2. IK-5.2. ¥V-1.
CTpaHHUI ¥ T.1.) IPUMEHAEMOE B JEJIONPOU3BOACTBE.
2. | Tema 2. OpraHu3auMOHHO-pPACHOPSIANTEIbHAS 4 4 - - 5 13 [IK -5.1. [K-5.1. 3-1. 0. T. D
aoxkyMeHTanus. O0uias XapaKTepHCTHKA CTHIISA IK-5.1. ¥-1.
CJIy:Ke0HO JOKYMeHTAIUU NpeAnpUATH]
PecTOPpaHHO-TOCTUHHYHOIO OM3Heca [IK-5.2. 3-1.
Krnaccudukanmst nenoBoit  nokymentamuu. IlpaBmia TIK-5.2. IIK-5.2. ¥V-1.

odopmIIeHHST PEKBH3UTOB OJIAHKA U HMX PACIIOIOKCHUS
Ha cTaHgaptHoM ¢opmaTte Oymaru, pasMepsl IIOJIeH.
Dopmysip-obpasern IpYIIBI JOKYMEHTOB,
NPUHAJICKAIIMX K OJHOM CHCTEME.

ITpoekTupoBaHue OJaHKOB JOKYMEHTOB OpraHM3allHu.
CoctaB, o¢OpMIIeHHE, H3TOTOBJICHHE, XpaHCHHE
OJIaHKOB OpraHM3ALH.

Brnank nokyMeHTa: IOHATHE, HAa3HAUCHUE, BUIBI
6y1aHKOB (001K OaHK, OJIaHK MUChMa, OJIAHK
KOHKPETHOTO BUJIa TIOKyMeHTa (Kpome mrchma). CocTas,
odopmieHre pekBU3UTOB Oaanka. OcOOEHHOCTH S3bIKa
CIIy>keOHBIX TOKyMeHTOB. KomMmo3uuus 1oKyMeHTa.
CrpykrypHble omnbku. HeymMecTHOE M HeonpaBIaHHOE
ynoTpeOeHHe HHOCTPAHHBIX CJIOB.




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.

13

IK -5.1.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.




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.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.

I'p.n.




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.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.

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.

TIK-5.2.

IK-5.1. 3-1.
MK-5.1. ¥-1.

IK-5.2. 3-1.
MK-5.2. ¥-1.

I'p.n.

10




Tema 7. IloaroroBka 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.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.

0.I'p.

Hmozo

24

30

54

108
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Cemectp 6
1. | Tema 1 Opranu3zanoHHble OCHOBBI 2 2 - - 12 16 MK -5.1. MK-5.1. 3-1. 0. T €]
JeJIONPON3BOICTBA. BiIaHKH JOKYMEHTOB. IIK-5.1. V-1.
Yaudukauus W CTaHZAPTU3AIMs  JCIOBOH K59, 3.1
nokyMmeHTanuu. OOIIMe HOPMBI M IPaBUiIa [1K-5.2 l‘[K-Slz.y- 1‘
opopmIeHHS TOKYMEHTOB (pa3mepel Oymarw, - R
MoJIeH, HyMepamusl CTPaHuIl U T.1.) IPUMEHSIEMOe
B JICTIONIPOU3BOJICTBE.
2. | Tema 2. Oprann3anHOHHO-PACIOPAAUTEIbHAS 2 2| - - 12 16 MK -5.1. IK-5.1. 3-1. 0. T. 9
HokyMenTanusa. O0Imas XapaKTepHCTHKA IK-5.1. V-1.
CTHJISL CJIYKeOHOM JOKYMeHTAIlUN 1K.5.2. 3.1
NPeANPUITHII PECTOPAHHO-TOCTHHUYHOTO IIK-5.2 HK_ 5' 2' y_ 1’

Ou3Heca

Knaccudukarms JIETTOBON JIOKyMEHTALIUU.
[IpaBuna odopmieHUs PEKBU3UTOB OJaHKA M UX
pacrosoxeHus Ha cTaHIapTHOM (opmare Oymarw,
pasmepsl moned. Dopmyrsap-oOpaser TpyIITbI
JIOKyMEHTOB, IPUHAIJICIKAIIMX K OJTHON CUCTEME.
[TpoektupoBanue 0J1aHKOB JIOKyMEHTOB
OpTaHU3aIIH. Cocras, odopmIieHue,
W3rOTOBIICHNE, XpPaHEHHE OJIAHKOB OpPraHM3alUu.
bnank moxymeHTa: MOHSTHE, HA3HAYEHHE, BUIBI
OsiaHkoB (0OmIMiA OJ1aHK, OJIAHK MHChMa, OJTaHK
KOHKPETHOTO BHJIa JOKYMEHTa (KpOMe TTHChMa).
Cocras, ohopMIIeHNE PEKBU3UTOB OJIaHKA.
Oco0eHHOCTH S3bIKa CITy>KEOHBIX JIOKYMEHTOB.
Kommosunust nokymenTta. CTpyKTypHBIE OIIHOKH.
HeymecTHoe 1 HeolpaBaaHHOe yroTpedieHne
HMHOCTpPAaHHBIX 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.

12

16

IK -5.1.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.
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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.

12

16

IK -5.1.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.

I'p.n.
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Tema 5 Opranuzauusi JOKyMeHT0000poOTA.
Oprasusanmsi perucTpauuy 10KyMeHTOB U
KOHTPOJIb MCIIOJTHEHHS] JOKYMEHTOB.

Perucrparus TOKyMEHTOB: MOHSTHE, IEIH,
3aJ]a4M, MECTa PErUCTPALMH PA3TUIHBIX
KaTeropui JoKyMeHTOB. CUCTEMBI U OPMBI
peructpanmu (KypHajibHasi, KapTO4Has,
aBTOMaTH?;PIpOBaHHaS[), UX IOCTOMHCTBA N
HepoctaTku. [loka3zaTenu, BBOAUMBIC B
peructparmonssie popmbl. OcOOEHHOCTH
PETUCTpAIH BXOISIINX, HCXOISIITUX U
BHYTPCHHUX JOKYMCHTOB.

CocTaB BBINOJHIEMBIX Pa0dOT MPU OTIIPABKE
UCXOJIIUX TOKYMEHTOB: ITPOBEPKa
MPaBUIIBHOCTH O(OPMIICHHS, HATHMYHS
NIPUJIOKEHUH, azpecara, COPTUPOBKA MO
azpecaraM ¥ BUIaM OTIIPABIICHUI, COCTaBICHUE
OIIHMCH PacCBUTKH. TpamuIioHHbIH crtocod
OTIIPaBKH OKYMEHTOB (mmouToi). OTIpaBka
JTOKYMEHTOB C ITOMOIIBIO TenedoHa, (akca.
KoHTposb NCTIOTHEHUS] TOKYMEHTOB: ITOHSTHE,
Ha3HavyeHue, BUbl. [IpuHIMIBI OpraHu3anum
KOHTpOJIsI. CPOKH UCTIOTHEHHMSI: TUTTOBOM,
WHJIMBUAYaNbHbIN. TexHonorus BeeHus
KOHTPOJIS. AHAIIN3 UCTIOTHEHHSI JOKYMEHTOB B
YUIPEKICHAN.

B3anMocBsi3b perucTpanny J0KyMEHTOB U
HHPOPMAMOHHO-CIIPaBOYHON PaOOTHL
Opranu3anus padoThI C TOMOIIBIO CIPABOYHBIX
KapTOYeK.

14

18

IK -5.1.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.

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.

14

16

IK -5.1.

IK-5.2.

IK-5.1. 3-1.
MK-5.1. ¥-1.

IK-5.2. 3-1.
MK-5.2. ¥-1.

I'p.n.
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Tema 7. IloaroroBka 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.
Oransl IpoBeieHus dKcepTr3bl. OpopmiieHre
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.

10

IK -5.1.

TIK-5.2.

IK-5.1. 3-1.
IK-5.1. ¥V-1.

IK-5.2. 3-1.
MK-5.2. V-1.

0.I'p.

Hmozo

12

12

84

108

Dopmol yueOHbIX 3040AHUN HA AYOUMOPHBIX 3AHAMUAX:

Onpoc (0.)

I'pynnosas ouckyccusa (I'p.o.)
Q)OPMbl meKyuieco KonmpaoJis:

Tecm (T.)

Koumponvnvie pabomot (K/p)

Dopmul 3a0aHUIL 0N MEOPUECKO20 PelmUn2a:

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.

INEPEYEHb NTH®OPMAIINOHHO-CITPABOYHBIX CUCTEM

1. Uadopmanmonno-npaBoBoii nmoprai «Koncynerantllmrocy http://www.consultant.ru

2. Konexcel u 3akoHsl P® - mpaBoBas CIPaBOYHO-KOHCYJIBTAI[MOHHAs CHUCTEMa
http://kodeks.systecs.ru

3. CnpaBouHo-nipaBoBas cucteMa «[ apant» http://www.garant.ru/
4. NudopmarimoHHO-TIpaBoBas cucrema «3aKOHOAATEIBCTBO Poccuny
http://pravo.gov.ru/ips/
IMEPEYEHD DJIEKTPOHHO-OBPA3OBATEJIBHBIX PECYPCOB
1. OBC «<MH®PA-M» http://znanium.com
Hayunas snekrponnas 6ubnuoreka elibrary.ru https://elibrary.ru/
OBbC BOOK .ru http://www.book.ru
OBC «Jlanb» https://e.lanbook.com/
YHuBepcurerckas 6mbamoreka online http://biblioclub.ru/
OBC «Grebennikon https://grebennikon.ru/

Sk

HEPEYEHD ITPO®ECCHUOHAJIBHBIX BA3 IAHHBIX
1. baza manueix PATENTSCOPE https://patentscope.wipo.int/search/ru/search.jsf
2. Crangaptsl 1 perinamenTsl (DenepaabHOE areHTCTBO M0 TEXHUYECKOMY
peryiupoBaHuio U Metposioruu Poccranmapr) http://www.gost.ru

3. Poccuiickuii apXxuB rocyAapCTBEHHBIX CTAHAPTOB, CTPOUTEIBHBIX HOPM U IIpaBUJI
(PAT'C) http://www.rags.ru/gosts/2874/

IHEPEYEHD PECYPCOB NH®OPMAILIMOHHO-
TEJEKOMMYHUKAILIMOHHONU CETU "UHTEPHET", HEOBXOJIUMBbIX
VIS OCBOEHUA JTUCHUITJIMHBI

1. Caiit «KommbroTepHasi nojepxKa yueOHO-METOIUUYECKON IesTeNbHOCTU (pummaiay
http://vrgteu.ru

2. EpuHoe okHO jgoctyma K 00pa3oBaTelbHBIM pecypcam -  (denepaiabHas
MH(POPMALIMOHHAS CHUCTEMa OTKPHITOrO JAOCTyHa K MHTErpaJlbHOMY KaTajory oOpa3oBaTesIbHBIX
MHTEPHET-PECYPCOB U K AIIEKTPOHHON OMOIMOTEKe yueOHO-METOJMUECKUX MAaTePHAIIOB JIJIsl BCEX
ypoBHell o6pazoBanus: http://window.edu.ru/

3. Kypnan E38867 Menemxment B Poccun u 3a pyoexom.
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. METOANYECKHE MATEPHAJIbI, OIIPEJE/ITIOLIME ITPOUENYPbI
OLHEHUBAHMS BHAHAU U YMEHHNHU, XAPAKTEPA3YIOIIHUX 3TAIIBI
®OPMUPOBAHUA KOMIIETEHIIUU

PesynbraThl TeKylmero KOHTPOIsS M MPOMEXKYTOYHOM aTTecTalud (OPMHUPYIOT
PEUTHHTOBYIO OLIEHKY paboThl oOywaromierocs. Pacmpenenenue OamnoB npu (HOpMHUPOBaAHUU
pPEUTHHIOBOM  OLEHKM pPabOThl O0YyYaroLIErocss OCYLIECTBISETCS B  COOTBETCTBUU €
«IlonoxeHreM 0 PEUTUHIOBOM CHCTEME OLICHKHU YCIIEBAEMOCTU M Ka4eCTBA 3HAHUU CTYJECHTOB B
polecce  OCBOGHMsS  TUCHMIUIMHBI  «JlOKyMEHTalMoOHHOe  OOecreyeHHe  yNpaBJICHUs
OPENpUATHA  PEeCTOPaHHO-TOCTMHUYHOTO OHM3Heca» B  (enepaJbHOM TOCYJapCTBEHHOM
OIO/DKETHOM ~ 0Opa30BaTeIbHOM  YUPEKIEHWW  BhICHIero  oOpa3zoBanus  «Poccuiickuit
SKOHOMUYeCKU yHuBepcuteT umenu I'.B. Ilnexanosay.

Tabmua 4
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MakcumajibHOE KOJIHYeCTBO
Buas1 pador
0aJU10B
BrinonHeHne y4eOHBIX 33JaHUI HA ayIUTOPHBIX 3aHATHUIX 20
Tekymumii KOHTPOJIb 20
TBOpYECKUI PEUTHHT 20
[TpomMexyTouHas aTTecTalus (9K3ameH) 40
NTOT'O 100

B cootBerctBun ¢ IlonoxeHnemM O pEUTMHTOBON CHUCTEME OIEHKH YCIIEBAEMOCTH H
KayecTBa 3HaHUM, OOYYaIOLIMXCS «IpernoaaBaresb Kadeapbl, HEMOCPEICTBEHHO BeAyIIUH
3aHATUS CO CTYACHUYECKON TIpymmol, o0s3aH MpouH(OPMHUPOBATH TPYIIY O paclpeaeseHUuu
PEUTHHTOBBIX OAJUIOB IO BCEM BUAAM pabOT Ha MEPBOM 3aHATHH y4eOHOro MOIYJs (cemecTpa),
KOJIMYECTBE MOAYJeH Mo yuyeOHOW NUCUUIUIMHE, CpoKax U (opMax KOHTPOJS MX OCBOCHMS,
¢dopMe TPOMEKYTOUHOM aTTECTAllMM, CHIDKEHHHM OasIoB 32 HECBOEBPEMEHHOE BBHITIOJIHEHUE
BBIJAaHHBIX 3amaHuid. OOyuaromuecs B TeUeHHWE YydeOHOTO MOAyis (cemecTpa) MOJydaroT
HH(POPMAIIMIO O TEKYIIeM KOJHMYECTBE HAOpaHHBIX MO AWCHUIUIMHE OaJUIOB uYepe3 JMYHBIN
KaOWHET CTyJCHTaY.

VI. OHEHOYHBIE CPEACTBA VI HPOBEJEHHWS TEKYHIEI'O
KOHTPOJISI U TIPOMEXYTOYHOU ATTECTALIUNA'

OneHouHbIEe CpeACTBA MO JUCLMILIMHE pa3paboTaHbl B coOTBETCTBUU C IlonoxkeHnem o
(oHIEe OLEHOYHBIX CPEICTB B (peepantbHOM TrOCYAapCTBEHHOM OOJKETHOM 00pa3oBaTEIbHOM
YUpeXJIEHUU BhICIIETO 00pa3oBaHus «PoccuiickMii SKOHOMHYECKUH YHHMBEpcUTEeT nMeHu ['.B.
[InexanoBa».

Temamuka Kypcoevix padbom/npoexkmaos
Kypcosas paboTta/mpoexT no aucuuiiinie «JlokyMeHTallMoOHHOe oOecrieueHre yIpaBlieHus
HOpPeANPUATHIA PECTOPAaHHO-TOCTUHUYHOIO OU3HECa» yueOHBIM IJIAHOM HE IPELyCMOTPEHa

Tunoeoii nepeuenv 60npocoe K IKIAMEHY:

HomMm
Y
ol [lepeyenb BOMpPOCOB K 3K3aMEHY
poca
1. Uto moHUMAaETCs 1Mo OpraHu3aIuel JOKyMeHToo0opoTa?
2. [TonsiTHe TOKYyMEHTOOOOPOTA, €T0 KOJIMUYESCTBEHHBIC U KaUeCTBCHHBIC
XapaKTePUCTUKH.
3. MecTo U poJib JOKYMEHTOB B YIIPABJICHUH HA COBPEMEHHOM 3Tarle.
4. QDYHKIMU AEIONPOU3BOACTBA.
5. CocTtaB HOpMaTHUBHO-MeTOoIM4YecKoi 0a3bl JIOY.
6. Yto noHuMaeTcs Mo IOKyMEHTaLHOHHBIM 00eCIIeYeHUEM yIIpaBICHHUsI?
7. [ToHsiTE OpraHU3allMOHHBIX TOKYMEHTOB
8. Cranpaptuzanus 1 yaudukanus cuctemsl JJOVY.
0. Ob6mepoccuiickue KiacCuUKaTOPhI IOKYMEHTALIUH.
10. | I'ocynapcTBeHHas cHCTeMa JTIOKYMEHTAIIMOHHOTO 00€CTICUCHUS YITPaBICHUSI.

'B JaHHOM Pa3acCIC MPUBOIAATCA MPUMEPHI OLICHOYHBIX CPEICTB
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11. | braHku JOKYMEHTOB M TpeOOBaHUS K HUM.

12. | Ctpykrypa nokymeHnta. TpeboBanus k opopmiiennto 1okymeHToB mo ['OCT
P 6.30-2003.

13. | IlpaBuna odhopmienus pekBuzuta "aapec", "mara", "ungexc", "Buza",
"3aronoBok", "moanuce".

14. | C kakoii uenbio pa3padaTbiBalOTCA UHCTPYKIUU MO JEIOMPOU3BOJCTBY, YTO
B HUX HEOOXOJIUMO MTPETYCMOTPEThH?

15. | Cucrema OpraHM3allMOHHON TOKYMEHTALIUHU.

16. | Cucrtema pactiopsiANTEeIbHON JOKYMEHTAITHH.

17. | JlaiiTe onpesesieHUe TepMUHA "pacliopsiANTENIbHbIE JOKYMEHTHI'.

18. HazoBute BUJIbI pacHOPSIANTENBHBIX IOKYMEHTOB.

19. Bupl 1 Ha3HAYEHUE JTUYHBIX TOKYMEHTOB.

20. | JlaiiTe onpenesnieHre TEPMUHA "OpraHU3aIIMOHHBIE JOKYMEHTHI'".

21. Ha3zoBute BUbl OpraHu3allMOHHBIX JOKYMEHTOB.

22. | Cucrema nH(MOpPMAIMOHHO-CIPABOYHON JOKYMEHTAIIHH.

23. | CnyxeOHas repenvcka Ha MpenpHUsITHH.

24. | IlpaBuna odhopMyIeHHsI CITy>KeOHOTO MTUChMa.

25. | CTpyKTypa JeJI0BbIX U KOMMEPUYECKUX MHUCEM.

26. Kraccudukaius 1e0BbIX 1 KOMMEPYECKHX TTHCEM.

27. | lloHsiTe ¥ MPUHIIMIIBI OPTaHU3ALKUH JOKYMEHT0000poTa.

28. O06paboTKa BXOIIINX TOKYMEHTOB.

29. | O6paboTKa UCXOAANIUX JOKYMEHTOB.

30. BHyTpeHHUE TOKYMEHTBI OpraHu3allii.

31. | YkaxuTe TEeXHOJOTUYECKYIO MOCIEA0BATEILHOCT ATANIOB PaOOTHI €
BXOJISAIIMMH IOKYMEHTAMHU.

32. | Uro Takoe HOMEHKIIATypa Jell, C KaKOH IeIbI0 pa3padaThIBAIOTCS TUIIOBEIE
HOMEHKJIATyphbI 1e7?

33. | Pabota c nucbMaMu 1 oOpallleHUsIMU TPakJIaH.

34. | IlpuBeauTe NpUMEphI PETUCTPAIIMU JOKYMEHTOB.

35. | CocTaBiieHE HOMEHKJIATyphl J€.

36. | ®opmMupoBaHue U 0popMIICHUE JCII.

37. | lloaroroBka u nmepegaya JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

38. | Uro Takoe KOHOUACHIIMATBHBINA JOKYMEHT?

39. | Opranuzanus paboThl ¢ JOKYMEHTaMH, KOTOPhIE OTHECEHBI K
roCyJJapCTBEHHOM TailHe.

40. | YkaxuTe 0COOCHHOCTHU BEICHUS JIeIONPOU3BOJICTBA, 00ECIIEYMBAIOILIETO
Y4eT M COXPAaHHOCTh KOH(PHICHIIMATbHON HH(MOPMAIIUU U TOKYMEHTOB.

41 TunoBbie OPraHU3alUOHHBIE CTPYKTYPHI CIYKOBI ASTOMPON3BOICTBA

42 YcnoBus Tpyaa pabOTHUKOB CIIy>KObI EIONPOU3BOICTBA

43 KoMnbroTepHbI€ TEXHOJIOTHH B ICJIONPOU3BOICTBE

44 ObecnieueHne COXpaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOM hopme

45 YcTaB Kak OCHOBHOM OPraHM3allMOHHBIN JTOKYMEHT.

46 CrangaptHbie Gpasbl ¥ BRIPAKEHUS ACTOBBIX H KOMMEPYECKHX MTHUCEM.

47 [Tpoxox1eHre UCXOASIIINX U BHYTPEHHUX JOKYMEHTOB.

48 Oco0eHHOCTH SI3bIKA U CTHJISL CITYKEOHBIX JOKYMEHTOB.

49 PexBu3uThl MexayHapoAHOTO NuchMa. OCHOBHBIE PEKOMEH AU T10
COCTABJICHUIO TEKCTOB MEKTYHAPOIHBIX MTHUCEM.

50 Uro omnpenenseT GopMymsip JOKYMEHTa U YeM OTIn4daeTcs: GopMyIisp
JIOKYMEHTa 0T (hopmMyIsipa-oopasmna?

51 HazoBuTe ocHOBHBIC Ipyninbl GYHKIUI TOKyMeHTa. YeM XapakTepu3yer
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KOKIYIO rpynmny?

52 Uto 00ycaaBauBaeT OPUINIECKYIO CHITY ODHIIMAIIBHOTO TOKYMEHTa?

53 @DyHKIMY OCHOBHBIX MO/IPA3/IeNIEHUH CIIyKObI JOKyMEHTALlMOHHOT'O
oOecrieueHus ypaBiIeHUsl.

54 ABTOMAaTHU3UPOBAHHBIE TEXHOJIIOTUN 00PaOOTKH TOKYMEHTOB M UX BITUSHHE
Ha CHUCTEMY JIeJIONPOU3BOICTBA KOHKPETHOM OpraHHU3alUu.

55 CnpaBouHO-UH()OpPMALIMOHHBIE JOKYMEHTHI.

56 CrpykTypa U colepkaHue KaapoBoil ToKyMeHTaluu. OpraHu3alioOHHO-
KaJIpOBbIE IOKYMEHTBHI.

57 OCHOBHbIE aCIEKThI KYJIbTYPHI JIEJIOBOM peyH.

58 Crangapruzanus s3blka JOKYMEHTA. SI3bIKkoBbIe TpeOOBaHUS K 0(POPMIIEHUIO
PEKBU3UTOB JOKYMEHTA.

59 Tunuuxeie OMMOKY B A3BIKE U CTHIIC JOKYMEHTOB.

60 S13p1KkOBOE 0OPMIIEHHE TUYHBIX JOKYMEHTOB.

61 HNHCcTpyKIuMs N0 1eI00POU3BOICTBY
62 [TousiTHs: MHPOPMALTUSD «TOKYMEHTY, «TOKYMEHTHPOBAHHEY.
63 Csi3p HHGOpPMAITUH U IOKYMEHTA.

64 OyHKIMU JOKyMeHTa. FOpuanyeckas cujia JOKyMEHTa.

65 Posb TOKYMEHTOB B peajn3alyy yIIpaBICHYECKUX PEIICHUN U JCHCTBUM.
66 [Tonnuaauky 1 konuu. Buasl konuii. [Topsinok opopmienus konuit
JIOKYMEHTOB.

67 PexkBU3UTHI yIPABICHUECKUX JTOKYMEHTOB.

68 PexkBU3UT «HauMEHOBaHKME OpraHU3alUH - aBTOpPa JOKYMEHTa», TpeOOBaHUS
K HEMY.

69 PexBu3uT «ampecary», ero 3Ha4CHUE U COBPEMEHHBIE TPeOOBaHUS K
0(hOPMIICHHUIO.

70 atel B nokyMeHTe. TpeboBanus K uX ohOpMIICHHIO; JaTa KaK COCTaBHAs
4acTh JIPYTUX PEKBU3UTOB.

71 OpranuzannoHHbie (OPMBI IETOMPOU3BOACTBA. VX 3aBUCUMOCTD OT
CHEIM(PUKN OPTAHU3AIMOHHON CTPYKTYPHI YUPEIKICHHSL.

72 TpeGoBaHMsI K CTPYKTYPE M COCTaBY MH(MOPMALIUH.

Tunoevie mecmoegole 3a0anus:

1. K opranu3aniuoHHBIM JOKYMEHTAM OTHOCATCS (Ha3BaTh HYKHbIe¢ BAPHAHTHI):
a) aKThI;

0) ycTaBbl;

B) IITATHOE pacHUCaHUE;

T') JOHDKHOCTHASI HHCTPYKIIHS,

1) OTYETHI;

€) nrchma.

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

a) OJaHK MUChMa;

0) OJlaHK KOHKPETHOTO BHJIA IOKYMEHTA;

B) OJIaHK JOJKHOCTHOTO JIUTIA.

3. lloanuceiBaeT NpUKa3bI

a) PyKOBOJUTENb CTPYKTYPHOTO MOAPA3/IEICHHUS;

0) pyKOBOAMTEIH OPTaHU3AIINH;



B) JIOJKHOCTHOE JINL[O-COCTABUTEIbIIPHUKA3a.

4. Kakoil peKBU3UT 00s13aTe/IbHO 0(hopMIIseTCsl IPH BHEIIHEM COIJIACOBAHUM JOKYMeHTa?
a) Tpud coraacoBaHus;

0) BU3bI COTJIACOBAHWS;

B) rpu( orpaHnveHus A0CTyna K JOKyMEHTY.

5.13 kakux Tpex J0KYMEHTONOTOKOB COCTOUT JOKYMEHTO0000POT NpenpusiTus?
a) UCXOSIIETO;

0) BHyTpEHHETO;

B) MMOCTOSIHHOTO;

I') IEPEMEHHOT0;

1) CIIy4aifiHOTrO;

€) BXO/IAIIETO.

Ilpumeput 6onpocoe ons onpoca:

1.KakoBbI coBpeMeHHbIe TPEOOBAHUS K SA3bIKY U CTHIIIO YIPABICHYECKUX TOKYMEHTOB?

2.Yto coboii mpeacrasnseT YcraB opranuzanuu? KakoBbl OCHOBHBIE TPeOOBaHMS K €0
COCTaBJICHHIO U OPOPMIICHUIO?

3.Kak oopmuTs I[lonoxxerue o6 otnesne wim ciyx0e opraHu3amnum?

4. Kak oopMHTh IITAaTHOE pacnucaHue?

5. Kakue TpeboBanms peIbsBISIOTCS K 0()OPMIICHHUIO T0TOBOpa, KOHTpaKTa?

6.YTo Takoe MHCTPYKLHS, KAKOBO €€ coJiepxKaHue u opopmiieHue?

Ilpumepvt mem 2pynnoswvix OUcKyccui:

1 CpaBHEHHE UCTOPUUECKUX IEPUOJIOB B PA3BUTHH POCCUMCKOIO JEJIONPOU3BOACTBA.

2 AHaiu3 COBETCKOTro MepHo/ia B pa3BUTUH JI€IOIPOU3BO/ICTBA.

3 Pa3zpaboTka 6;1aHKOB TOKYMEHTOB JIJIsl KOHKPETHOM OpraHU3aINH.

4 Pacyet uncneHHOCTH ciryx0b1 JIOY.

5 Pa3pabotka yHu(uImpoBaHHbIX (OpPM TOKYMEHTOB B cpee Microsoft Word.

6 Paspaborka mabioHOB Ui O(OPMIIEHUS OPraHU3aLMOHHOM JOKyMEHTaIUH
KOHKpPETHON opranuszaiuu B cpeae Microsoft Word.

7 Peructpanus BXOISIIEH U UCXOISIIECH KOPPECTOHACHIIUH.

Ilpumepol munoevix 3a0anuil 07151 KOHMPOJIbHOU pAdOmbL:

1.JIaTh TOJIKOBAHHE CIIOBaM, COCTABUTh C HUMH MPETIOKEHUS.
ITpoTokoJ1, OTYET, 1EI0BOE MUCBMO, KT, peKIaMalus, (PakTOPUHT.
2.Haiitu ommOKy B PEUI0KEHUAX, 3aIICaTh IPaBUIIBHO:

a. Mel IMUPOKO I'OTOBUJIMCH OTIIPA3IHOBATb FoOUIeH Halllel KOMIIAHWH.
0. 41 maneko ele He UCIOIb30Bal BO3MOKHOCTH HOBOTO METO/A.
B. CTOJ'I?Ip caciaall 3TOT CTOJI U3 IIY68. C YCTBIPbMS HOKKaMU.

3.J106aBUTH CyIIECTBUTENbHBIE K MpeAIoraM W MPeJIOKHBIM COYETaHUSIM, COCTaBUTh 2-3
MPEJIOKEHHS C HEKOTOPBIMU U3 HUX:

B cBa3u ¢, mo mpuumHe, BCIIEACTBHE, KacaTelbHO, HE3aBUCHMO OT, B LEIIX, B
OTHOILICHUH.
4. CocTaBuTh IpUKa3; TUCHMO-3aIIPOC.
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Temamuka >cce:

1. HopmatuBHast ocHOBa npoiecca JOKYMEHTUPOBAHUS YIIPaBICHUS IEPCOHATIOM.
2. OpraHu3alMoOHHbIE KaJpOBbIe JOKYMEHTHI: COCTaB, COIep KaHKe, OPSAIOK MOATOTOBKH U
oopmienus.
3. JomKHOCTHast MHCTPYKIUS KaK OpraHU3allMOHHbBIA KaJpOBBI JOKYMEHT.
4. TlonoxeHue o CTPYKTYpPHOM MOAPA3ACICHUN KaK OpraHu3allMOHHBIA KaJpOBbIi
JOKYMEHT.
5. JIOKyMEHTHpOBaHHUE IIPOLECCa YBOJIBHEHUS COTPYHUKOB.
6. JloxymMeHTHpOBaHHUE Mpolecca OTKOMaHIUPOBAHUS MTEPCOHAA.
7. CoctaB 1 BUJIbI KaJPOBOW JOKYMEHTAIUH.
8. Ayrtcopcunr u ayrctadHUHT TIepcoHaa: MpakTUKa NpuMeHeHus. JIOKyMeHTHpOBaHNe
IpoLecca NpeaoCTaBICHHs OTITYyCKOB.
Haumenoeanue ouyenounozo cpeocmaa Makcumanvhoe
Koiuuecmeo 06annoe
Bonpoc 1 16
Bonpoc 2 16
Keric 8

Iloka3aTe/an U KpUTEPUN OLICHUBAHMSA IJIAHMPYEMbIX Pe3yJIbTATOB OCBOCHHS
KOMIIETEHIIUI U Pe3yJIbTATOB 00y4YeHHs1, HIIKAJIA OLeHNBAHNUS

Tabmuma 5
Yposenp
HNupukatop P
®opmupyemsble Kpurtepun OCBOCHHSA
IIxaJjia oneHnBaHNA OCTHIKEHHUS
KOMIIeTeHIIUH OLICHUBAHUSA KOMIIETEeHI]
KOMIIeTeHIIUH .
Ui
85 - «OTIHYHO» TKS- TK-5.1 Ananmuz3HaeT BepHO U B IIpoasunyT
100 Opranusanust [YCHEIIHBIX MOJIHOM o0beMe: bl
6as10 TpyAa nepcoHana [KOPIOPATUBHBIX METOJIBI yueTa 1
B MPaKTHK nojaHaau3a nokasareneit
OpraHU3aIH [0 TPYZIy U oIjare
HOPMHPOBAHUS TPYIATPYIa; CUCTEMBI,
st Pa3TMYHBIXMETOABI U (pOpMBI
KaTeropui MaTepuaIbHOTO U
repcoHaia, HEMaTepHAIbHOTO
ocoOeHHOCTEN CTUMYJIMPOBAHUS
[IPOU3BOJICTBA UTpyJa nepcoHansa
MesTeNbHOCTH OCHOBBI TEXHOJIOTUU
OpraHU3aIH MPOM3BOJICTBA U

IMes TeNIbHOCTH
OpTraHU3aIIH
'YMeer BepHO U B
MOJHOM 00beMe:
BHEIPSTH METOJIBI
[pallMOHATILHON
OpraHu3aluu Tpya;
pa3zpabareIBaTh U
0QOPMIIATH
[TOKYMEHTEI I10
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HaIpaBICHHUIO
NesaTenbHOCTH

IK-5.2
Ornpenenenue
B hEKTHBHOCTH

PabOTHI CHCTEMbIaHATIN3UPOBATH
OpraHu3aliy TPyAa HpdhdheKTHBHOCTh

HOPMHUPOBAHUA TPYIAPabOThl CUCTEMBI
Ha pabovnx MecTax.

3HaeT BEpHO U B
MOJIHOM 00BbeMe:
OCHOBBI
IMOKyMEHTO000pOoTa U
ITOKYMEHTAIMOHHOI'O
0OecTieYeHNS
[KaJJPOBYIO  TOJUTHUKY]
131 CTpaTeruio
OpraHu3aIu

'YMeeT BepHO 1 B
MOJIHOM 00heMe:

OpraHM3aIy TpyAa
repcoHana u
HOPMHPOBaHUS TPy/a
Ha pabo4YMX MecTax

70 —
84
0as10

«XOpOIIO0»

TIK5-
Opranuszanus
TpyAa mepcoHasa

MK-5.1 Anamuz3Haer ¢

YCIICIIHBIX He3HAYNTEeTLHBIMU
KOPIOPaTHBHBIX BaMeYaHUsIMH:
MPaKTHK MIOMETOIBI yUeTa 1
OpraHu3anuu aHaJIM3a [0Ka3arenei
HOPMUPOBAHUS TPYAAIIO TPy U OIJaTe
TSt Pa3TUYHBIXTPYAA; CHCTEMBI,
KaTeropui METOIBI ¥ (hOPMBI
repcoHaia, MaTepHaIbHOTO 1
ocoOeHHOCTEH HEeMaTepUaILHOTO
MPOU3BOJICTBA H[CTUMYJTPOBAHHUS
IEesITeIbHOCTH TpyZia epcoHaza
OpraHu3anun OCHOBBI TCXHOJIOT'UH

MPOU3BOACTBA U
MECATCIBHOCTH
OpraHn3aluun

Ymeer ¢
He3HAYHTEIbHBIMHA
BaMeYaHUSIMU:
BHEAPSITH METOBI
[pallMOHAIbHON
OpraHU3aIiH TPYIa;
pa3pabarbIBaTh U
oopmitTh
ITOKYMEHTBI I10
HATIPABICHUIO

e TeIIbHOCTH

IloBbIIEHH
18471
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IIK-5.2
Onpenenenre
3¢ PEKTHBHOCTH
PpaboTHI CHCTEMBI
OpTaHU3AIIH TPYa H
HOPMHUPOBAHU TPYa
Ha pabo4nx MecTax.

Bnaer ¢
HEe3HAYNTETbHBIMUI
BaMeYaHHSIMU:
OCHOBBI
ImoKymMeHTOoOO0pOoTa U
ITOKYMEHTAIHOHHOTO
00ECIICUCHMUS;
[KaJPOBYIO  TIOJIUTHUKY]
158 CTPATETHIo
OpraHu3alu

Ymeer ¢
HEe3HAYUTETbHBIMUI
BaMeYaHUsSIMH:
AHAITU3UPOBATH

P HEeKTHBHOCTD
PabOTHI CUCTEMBI
OpraHu3aIiy Tpyaa
mepcoHasna u
HOPMUPOBAHUSI TPYIa
Ha pabo4nX MeCcTax

50 -
69
o0asL10

«YAOBJICTBOPUTECJIBHO»

TKS5-
Opranusanusi
Tpy/Aa mepcoHasia

BHaeT Ha 0a30BOM
YPOBHE, €
OIIHOKAMM:

METOJIBI ydeTa 1
aHaJIM3a IoKa3aTese
o TpyLy U OIuiaTe
TpYJla; CUCTEMBI,
MeTOJIbI ¥ (DOPMBI

ba3oBblii

OpraHU3aINy TPyAa U

Ha pa60q1/1x MECTax.

IK-5.1 AHanu3
MaTEePHATHLHOTO U
[y CIIELITHBIX
HEMaTePHATHHOTO
KOPIIOpaTUBHBIX
CTUMYJIMPOBAHUA
MPaKTUK 1o
TpyZAa mepcoHana
OpraHU3aIIH
L ODMIDOBAHILS HaOCHOBH TEXHOJIOTUHI
PMHP By, MPOU3BOJICTBA U
TSt pa3IAYIHBIX
N MesITeTbHOCTH
KaTeropuit
OpraHU3aIiK
MepCoHana,
0coOeHHOCTEH
'Ymeer Ha 6a30BOM
MPOU3BOJICTBA
YPOBHE, C
eI TENPHOCTH
oIIMOKaAMM:
OpraHU3aIIH
BHEAPSATH METOJBI
[pallMOHaIbHON
OpTraHU3aINH TPYa;
[pa3pabaTbiBaTh U
0QOPMIIATH
ITOKYMEHTEI T10
HATPABICHUIO
MesITeTbHOCTH
IK-5.2 3HaeT Ha 6a30BOM
Ornpenenenue YPOBHE, C
B HEKTUBHOCTH omuOKaMM:
paboThI CHCTEMBIOCHOBEI

IMOKyMEHTO000poTa Y

HOPMHUPOBAHUSA TPYAAnoKyMEHTAlMOHHOTO

0OecTieYeHNS

aJpOBYI0  TOJIUTHUKY]
CTPAaTeTHIO
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OpraHu3aIui

'YmeeT Ha 6azo0BoM
YPOBHE, C
olIuOKaAMM:
AHATU3UPOBATh

P GHEKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aIiy Tpyaa
[epcoHana u
HOPMHUPOBAHUS TPYIa
Ha pabo4nX MecTax

MeHee
50
0as10

«HEYAOBJICTBOPUTEC/IbH
o»

TK5-
OpraHusanusi
Tpy/Aa mepcoHaia

He 3HaeT Ha 06a30BoM
YPOBHe:

IMETOJIBI yIeTa U
QHaJIM3a TIoKa3aTeneit
[0 TPYIy | OIuIaTe
TpyZAa; CUCTEMBI,

KoMnerenu

HH HE

copmupos

AHBbI

OpraHu3aluy Tpyaa u

Ha pabodnX MecTax.

IK-5.1. AnHamu3MeTo bl 1 HOPMEI
[y CIIEIITHBIX MaTEPUAIBHOTO U
KOPIOPATHBHBIX HeMaTepUaIbHOTO
MPaKTHK MTOCTUMYJINPOBAHHS
OpraHu3aIu TpyJia nepcoHana
HOPMHPOBAHUS TPYAaOCHOBBI TEXHOJIOTHI
st PasIMYHBIX[IPOU3BOJICTBA U
KaTeropuit e TEIIBHOCTH
repcoHa’a, OpraHu3aliu
ocoOeHHOCTEH
MPON3BOICTBA nHe ymeer Ha
IesITeIbHOCTH 0a30BOM ypoBHe:
OpraHu3aIu BHE/IPSITH METObI
[pallMOHaIBLHON
OpraHu3aliy TPYAa;
[pa3pabaThiBaTh U
oopmILsITh
MIOKYMEHTBI 110
HAIpPaBJICHHUIO
e TebHOCTH
MK-5.2 He 3HaeT Ha 6a30BoM
Ornpenenenue YPOBHe:
A GCKTUBHOCTH OCHOBBI
PabOThI CHCTEMBIIOKyMEHTO000POTa H

HOPMUPOBAHWS TPYNdoHecrieueHuS;

HMOKYMCHTAIMOHHOT O

[KaZpOBYIO  TIOJIUTHUKY]
n CTpaTeruio
OpTraHU3aIIH

He ymeer Ha
0a30BOM ypoBHe:

AHAIM3UPOBATH
P GHEKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3alyy Tpyna
epcoHana u

HOPMHUPOBAHHUS TPYyIa
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Ha pabo4YMX MecTax
Mmokasaresnei
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Ilpunoorcenue 1
MHWHHUCTEPCTBO HAYKH U BBICHIET'O OBPA3OBAHUSA POCCUMCKOM ®EJIEPAIIUMA

DetepaibHOEe TOCYIAPCTBEHHOE OIOKeTHOe 00pa3oBaTeIbHOE YUpe/KIeHHe BbICIero 00pa3oBaHMs
«Poccuiickuii 3xoHomMu4ecknii ynusepcuretr umenu I'. B. Iliexanosa»
Kpacnopapckuii pusman POY um. I'. B. Ilnexanosa

(DaKyaneT 9KOHOMHUKH, MCHCIPKMCHTA U TOPI'OBJIN

Kadenpa skonomuku 1 ynpaBieHHs

AHHOTAIIUS K PABOUYEH IPOTPAMME JUCILUILIVHBI

b1.B.06 JOKYMEHTAIIMOHHOE OBECIIEYEHWE YIIPABJIEHUA

NPEANPUATHIA PECTOPAHHO-TOCTUHNYHOI'O BU3HECA U
TYPU3IMA

Hanpasienune noarorosku 38.03.02 MEHE/KMEHT

Hanpasaennocrts (mpo¢uib) nporpaMmmasli

MEHE/UKMEHT HA NPEAINIPUATUAX PECTOPAHHO-
I'OCTUHNUYHOI'O BU3HECA U TYPU3MA

YpoBeHb BbICHIEro 00pa3oBaHMs bakanaspuam

Kpacnomap — 2022 r.

29



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

Pa3patGorunk:
JlotieHT Kadeapbl SKOHOMHUKHU U YIIPABICHUS
Kpacnonapckoro ¢punuana POY um. I'.B. [lnexanora M.51. BenpukoBa
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