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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 yacoB no ¢popmam o0yueHust
Ioxa3zaresin 00béMa TUCHUILIHHBI
ounasn | OUHO-3A0UHAA
O0beM QUCIUAIUIUHEI B 3a4E€THBIX €OUHHUIIAX 4 3ET
O0BeM QUCIUIUIMHBI B aKaj.gyacax 144
[IpomexxyTouHast aTTecTarus:
bopma OK3AMEH IK3AMEH
KontakTHasi pa6oTa 00y4arommXxcs ¢ npemnojgaBarejiemM 58 28
(KoHTakT. 4yacsl), Bcero:
1. KonTakTHas paboTa Ha IpoOBEACHNUE 3aHATUN
JIEKIIMOHHOTO U CEMUHAPCKOT'0 TUIIOB, BCETO 54 24
YacoB, B TOM YHCJIE:
e JICKIIUU 24 12
® TIPAKTHYECCKUE 3AHITHS 30 12
e j1a0opaTopHBIC 3aHATHS - -
B TOM YHCJI€ MPaKTHYECKas MOATOTOBKA 12 -




2. WapuBupayansabie KoHCYyIbTammu (MK)

arrectaiuu (Karr)

3. KonrakTHas paboTa 1o mpomMexyToqHOM

4. Koncynpranus nepes 3x3ameHoM (K9)

3ao04yHukoB (Karrak)

5. KonrakTHas paboTa 10 IPOMEKYTOUHOU
aTTeCTalllu B MEPHOJ K3. CECCUU / CECCUH

CamocrositeasHas padora (CP), Bcero:

86 116

B TOM YHCIJIC:

(CPak)

® CaMOCTOATCIIbHAsA pa60Ta B IICPpUOJ OK3. CCCCUU

32 32

e camocrosTenbHas padbora B cemectpe (CPc)

54 84

paboty

B TOM YHCJIe, CAMOCTOsITEeIbHAS pa00Ta Ha KypCOBYIO

e u3yuenue JOP

e U3ydeHue y4eOHOH JIUTepaTyphl

® HaIllMCaHHC 5CCC

® U Opyeue 6uobvl

54 84

IlepeueHb MIAHNPYEMBIX Pe3yJIbTATOB 00YUYEHUsI MO JUCHUIIUHE

MeECTax

Tabauma 2
®opmupyemble HNupuxartops! nocTukenusi | Pesyabrarbl 00yueHus (3nanus,
KOMIIETeHI UM KOMIIeTeHI U ymenusn)
(k00 u naumenosanue (k00 u HaumeHnosaHue
KOMnemeHyuu) UHOUKAMOpaQ)
ITK-5 Opranuszanus Tpyaa [IK-5.1 Ananus yenemnsix | [TK-5.1. 3-1. 3naer meromsl y4era u
nepcoHajia KOPIOPATUBHBIX MpPaKTHK [0 | aHaiuu3a IOKa3aTeley 1o TpyAy W oIulare
OpraHu3ald HOPMHUPOBAHUS Tpyla | TPYAQ; CHCTEMBI, MeTOObl U  (OpPMBI
UL Pa3IMYHBIX KaTeropuil | MaTepuaibHOr0 M HEeMaTepHAILHOTO
nepcoHana, 0COOCHHOCTEH | CTUMYNHPOBaHUS  Tpylna  IIepCOHAa;
NPOU3BOACTBA W  JCATENHGHOCTH | OCHOBBI TEXHOJOTMH IPOU3BOACTBA U
OpraHu3aluu JIeATENbHOCTH OPTraHU3aLHH
[K-5.1. V-1. Ymeer BHeApSATH METOABI
palOHANIBHOW ~ OpraHM3aliKl  TPYy.Ia;
pa3pabatbiBaTh U 0OQOPMIIATH JOKYMEHTHI
110 HAIpaBJICHUIO JACATCIbHOCTH
IK-5.2 Omnpenenenne | 11K-5.2. 3-1. 3naer OCHOBBI
3¢ peKTHBHOCTH pabOTHl CHCTEMBI | JOKyMEHT0000pOoTa u
OpraHU3aLiH Tpyaa U | ZOKYMEHTallMOHHOT'O o0ecredeHus;
HOPMHPOBaHHs TpyAa Ha pabo4yHX | KaIpOBYH  MOJUTHKY W  CTPATErHIO

OpraHyu3anunu

[IK-5.2. V-1. ¥YMeeT aHaIN3UPOBAThH

3¢ GEKTUBHOCTD PAOOTHI CUCTEMBI
OpraHH3aliK TPyJa NepcoHaa 1
HOPMHUPOBaHUsI TPYJia Ha pabo4YMX MecTax




II. COAEP KAHUE JUCHUIIJINHBI

sTanbl GOPMHUPOBAHUS U KPUTEPUH OLleHUBAHMS C()OPMHPOBAHHOCTH KOMIIETEH LU
A7 00y4aroIuXcst O4HO (pOpMBI 00yUeHHS

Tabmura 3.
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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.




Tema 7. IlonrotToBka JOKyMEHTOB K
MOCIIEAYIONIEH TIepejaur JOKyMEHTOB B apXUB
WIN Ha YHUYTOXXEHHUE.

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

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

14

20

IK -5.1.

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.

Koucynomayus nepeo sxzamenom (K9)

Konmaxmmnas paboma no npomesicymounou
ammecmayuu 8 nepuod K3. ceccuu / ceccuu
3aounukos (Kammoxk)

Camocmosamenvuas paboma 8 nepuoo K3.
ceccuu (CPaxk)

32/-

32

Hmozo

24

30

12

86/4

144
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ITanbl (l)OpMI/IpOBaHI/Iﬂ U KPUTECPHUHU OLICHUBaAHUSA C(l)OpMI/IPOBaHHOCTI/I KOMIIeTeHIUii

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

Tab6muma 3.2
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Cemectp 6
1. | Tema 1 OpraHu3zanuoHHbIe OCHOBBI 2 2 - - 12 16 IIK -5.1. IK-5.1. 3-1. 0. T c)
le10npou3BoAcTBa. BilaHKH JOKyMeHTOB. IK-5.1. V-1
VHudukanus W CTaHOAPTU3AIMs  JICIOBOW 1K.5.2.3.1
nokymeHtaiuu. OOIMe HOPMBI UM IpaBUiia Tl O
[1K-5.2. IK-5.2. Y-1.
odopmwiiennss JTOKyMeHTOB (pa3mepsl Oymarwm,
IoJIel, HyMepalus CTpaHuIl U T.1.) IPUMEHsIEeMOe
B JICJIONIPOU3BOJICTRE.
2. | Tema 2. Opranu3alMOHHO-PACHOPSI/IUTEIbLHAS 2 2| - - 12 16 K -5.1. [K-5.1. 3-1. 0. T. €]
nokymenTanusi. O0mas XxapaKTepucTHKa MK-5.1. V-1.
CTHJISA CJIYKeOHOM JOKYMeHTalluu [1K.52. 3.1
NPeANPHUSITHH PeCTOPAHHO-TOCTUHUYHOTO A
peanp pecrop MK-52. | IK-5.2.V-1.

On3Heca

Krnaccudukarms JIeTIOBOH JIOKyMEHTALHH.
IIpaBuna odopmiieHUs PEKBU3UTOB OJlaHKA U HX
pacrosoxxeHus Ha cTaHIapTHOM (opmare Oymarw,
pasmepel  moneit. DopmynsAp-oOpasern  TPYIIIbI
JOKYMEHTOB, IIPHHAJIEKAIINX K OJTHOH CHCTEME.
[IpoexTupoBanue 0JIaHKOB JOKYMEHTOB
OpTaHU3aIH. Cocras, odopmIieHue,
U3rOTOBJICHNE, XpaHEHHE OJTaHKOB OpPraHN3alUH.
bnank mokymeHTa: OHATHE, HA3HAYEHHE, BUIIBI
OsaHKOB (00Ul Oy1aHK, OJaHK MUChMa, OJIaHK
KOHKPETHOT'O BHJIa JOKYMEHTa (KpoMe ITHChMa).
Cocras, ohopMmireHre pEKBU3UTOB OJIaHKA.
OCOOEHHOCTH SI3bIKa CITY)KEOHBIX JOKYMEHTOB.
Komnosunus gokymeHTa. CTpyKTYpHbIE OIIHOKH.
HeymecTHoe 1 HeolrpaBaHHOE yIoTpeOiicHue
HWHOCTPaHHBIX CJIOB.

11




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.
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.

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.
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.

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.

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

Dopmbl yueOHbIX 3A0AHUN HA AYOUMOPHBIX 3AHAMUAX:

Onpoc (0.)
I'pynnosas ouckyccus (I'p.o.)

Dopmvl mexyuwyeco konmponsn: Tecm (T.), Koumponvuwie pabomel (K/p)
Dopmul 3a0aHUIL 013 MEOPUECKO20 pellmunza: Dcce (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/

Jlomo/IHMTeIbHAS JIUTepaTypa:

.  DJeKTpOHHBIH JIOKYMEHTOOOOpPOT H obecrmeueHue O€30MacHOCTH CTaHAAPTHBIMU
cpenctBamu windows : ydyebHoe mocobue / JL.M. EBmokumona, B.B. Kopsbkun, A.H.
[Teubkuu, O.I. IIBeukoBa. — M.: KYPC, 2017. — 296 c. - Pexum pocryna:

https://znanium.com/read?id=193725
16


https://znanium.com/read?id=193725

2.  IIpaBma 06 snexTpoHHOM HoKymeHTooOopote / PomanoB JI.A., Unbuna T.H., JloruHoBa
AXO., - 2-e u3n., (on.) - M.: IMK Ilpecc, 2018. - 222 c.: ISBN 978-5-93700-062-0 - Pexxum
noctymna: https://znanium.com/read?id=325508

3.  JloxymenroBenenue: YueoHoe mocooue / Ymakosa O.A. - M.: HUL| UHOPA-M, 2017. -
64 c.:. 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum mgocryna:
https://znanium.com/read?id=216012

NEPEYEHb UHO®OPMAIINOHHO-CITPABOYHBIX CUCTEM

1. Uadopmanmonno-npasoBoii noptan «Koncynsrantllnroc» http://www.consultant.ru

2. Komekcel u 3akoHbl P® - mnpaBoBas CIPaBOYHO-KOHCYJIBTALIOHHAS CHCTEMa
http://kodeks.systecs.ru

3. CnpaBouHno-mpaBoBas cuctema «IapanT» http://www.garant.ru/
4. NudbopmanroHHo-IpaBoBas cucTema «3aKOHOIaTENIbCTBO Poccuny
http://pravo.gov.ru/ips/
INEPEYEHD 3JIEKTPOHHO-OBPA3OBATEJ/IBHBIX PECYPCOB
1. DBC «MH®PA-M» http://znanium.com
Hayunas snextponnas 6ubnmoreka elibrary.ru https://elibrary.ru/
3BbC BOOK.ru http://www.book.ru
OBC «JIanb» https://e.lanbook.com/
VYuuBepcurerckas oubnuoreka online http://biblioclub.ru/
OBC «Grebennikon https://grebennikon.ru/

SARNANE e

HNEPEYEHDb NIPO®ECCUOHAJIBHbBIX A3 JAHHBIX
1. ba3a nanusix PATENTSCOPE https://patentscope.wipo.int/search/ru/search.jsf
2. CraHmaptsl B periameHThl (DeaepaabHOe areHTCTBO MO TEXHUIECKOMY
perynupoBaHuio U MeTposoruu Poccrannapt) http://www.gost.ru

3. Pocculickuii apxuB rocy1apCTBEHHBIX CTAHJIAPTOB, CTPOUTEIBHBIX HOPM U TIPABUI
(PAT'C) http://www.rags.ru/gosts/2874/

IHEPEYEHD PECYPCOB NH®OPMAILIMOHHO-
TEJJEKOMMYHUKAIIMOHHON CETH "UHTEPHET", HEOBXO/IUMbIX
JUIA OCBOEHUA JTUCHUITVIMHBI

1. http://www.uisrussia.msu.ru/ - yHuBepcuteTckas nHpopmannonsas cucrema POCCHUA

2. http://cyberleninka.ru/ - Hay4yHas snekTpoHHas oubnuoreka «KubepJlennnkay

3. http://www.eup.ru_- Hay4HO-0Opa30BaTelbHBIH MopTall «IDKOHOMHMKA M YIpaBJI€HHE Ha
npeanpusITusIX». budanoreka SKOHOMUYECKOH U yIpaBlIeHUYECKON JIUTEpaTyphbl

4. http://www.economicus.ru — 06pa3oBaTeIbHO-CIPABOYHBIN CANT MO SKOHOMHKE

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

6. https://eios.reakf.ru/ - KommnbrorepHas moanepxka yaeOHO# aestenbHocTH KpacHomapckoro
¢wimana POV um. I'.B. IInexanosa

IHEPEYEHD NHOPOPMAIIMOHHBIX TEXHOJIOT UM,
NCITOJIB3YEMBIX 1P OCYHECTBJIEHUN OBPA3OBATEJIBHOI'O
IMPOIECCA IO JUCHUIIJIMHE, BKJIIOYASA IHEPEYEHD

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)
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3. AwntuBHpycHas nporpamma Kacnepckoro Kaspersky Endpoint Securrity mis 6usneca-
Pacmmpennsriit Rus Edition
4. TIporpammuoe obecnieuenue no aunensuu GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI

JucuumimHa «/lokyMeHTalMoHHOe o0eclieyeHue yNpaBiIeHUs NPEANpUSATHA pPEecTOpPaHHO-
TOCTHHUYHOTO OM3HECa U TypH3Ma» oOecriedeHa:
IUIS TPOBEJICHUS 3aHATUH JICKIIMOHHOTO THUIIA!
— yueOHOI ayauTopuei, 000py10BaHHON yueOHOM MeOebio, MyJIbTUMETUIHHBIMU
cpeacTBaMH O0y4YeHHS 7Sl IEMOHCTPAUH JIEKIIMH-TTPE3eHTALINT;
JUIs1 IPOBEJICHHSI 3aHATUI CEMUHAPCKOTO TUNA (npakmuyuecKue 3aHAmusl);
— y4eOHO# ayauTopuei, 000py10BaHHON yueOHOM MEOEThIO M TEXHUUYECKUMHU CPEICTBAMHU
00y4eHus, CITy>KallluMU JUIsl TPeCTaBIeHUs yueOHOM nH(popMamu:
JUIS CAMOCTOSITENIbHOM paboTHlI;
— TIOMENICHUEM JJISI CAMOCTOSITEIbHOW padOThI, OCHAIEHHBIM KOMITBIOTEPHON TEXHUKOH C
BO3MOXHOCTBIO MOJAKIIIOYEHHUs K ceTU «VIHTepHeT» U obecneueHrneM JOCTyma K
AJIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTENbHON CpeJie YHUBEPCUTETA.

IV. METOAUYECKHME YKA3AHMSA JUISI OBYUYAIOLUXCS MO
OCBOEHWIO JTUCHUTIAHBI

» Metoaudeckne peKOMEH IAIUY TI0 OPTAHU3AIMH U BBITIOJTHEHHUIO BHEAY TUTOPHON
CaMOCTOSITENIbHOM pabOTHI.
» Metoaudeckne peKOMEH IAIUY TI0 HATMCAHUIO pedepara u JOKIaI0B.

V.METOANYECKHUE MATEPHAJIbI, OIIPEJE/ITIOLIUE ITPOUENY PbI
OLEHMBAHMS 3HAHUU U YMEHUH, XAPAKTEPU3YIOIINX 3TAIIbI
®OPMUPOBAHUA KOMIIETEHIIUU

Pe3ynbraThl TeKylero KOHTPOJIsS M IPOMEXKYTOYHOM aTTecTalud (OPMHUPYIOT
PEUTHHTOBYIO OLEHKY paboTel oOywaromierocs. Pacnpenenenue 6auioB mpu (pOpMHUPOBAHUH
pPEUTHHIOBONM  OLEHKM pPabOThl O0YyYaroLIErocss OCYLIECTBISETCS B  COOTBETCTBUH €
«IIonoxeHreM 0 PEUTUHIOBOM CHCTEME OLICHKHM YCIIEBAEMOCTU M KaueCTBA 3HAHUU CTYJEHTOB B
nporecce  OCBOGHMsS  JUCHMIUIMHBI  «JlOKyMEHTalMoOHHOe  oOecrneyeHue  yIpaBiIeHUs
OPENPUATHA  PEeCTOPaHHO-TOCTHHUYHOTO OHM3HEeca» B  (enepaJbHOM TOCyJapCTBEHHOM
OIOJUKETHOM  00pa3oBaTeIbHOM  YUpEXKAEHUM  Bblcliero  obpaszoBanus  «Poccuiickuit
SKOHOMUYECKUN yHUBepcuteT umenu I'.B. Ilnexanosay.

Tabmuma 4
MaxkcumajibHOe KOJINYeCTBO
Buasi pador
0aJ1J10B

BoinosnHeHne yueOHbIX 3aJaHUM Ha ayIUTOPHBIX 3aHATHUAX 20
Tekymumii KOHTPOJIb 20
TBOpUECKUI PEUTHHT 20
[IpomexxyTouHast arTectauus (9K3ameH) 40
UTOI'O 100

B cootBerctBuu ¢ Ilomoxkenuem o peﬁTHHFOBOﬁ CUCTCMC OLCHKH YCIICBACMOCTHU H

KayecTBa 3HaHUM, OOYYaIOLIMXCS «IperoaaBaresb Kadeapbl, HEMOCPEICTBEHHO BEAyIIUN
3aHATUS CO CTYACHUECKON TpymmoH, o0s3aH MpoWH(OPMHUPOBATH TPYIIy O paclpeiciieHuu
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PEUTHHTOBBIX OAJIOB IO BCEM BUAAM pabOT Ha MEPBOM 3aHATHM y4eOHOTo MOy (cemecTpa),
KOJIMYECTBE MOAYJEeH Mo yuyeOHON NUCUUIUIMHE, CpoKax M (opmax KOHTPOJS MX OCBOCHMS,
¢dopMe NPOMEKYTOUHOM aTTECTAllMM, CHIDKEHHHM OasIoB 32 HECBOEBPEMEHHOE BBIMIOJHEHUE
BBIJAaHHBIX 3aMaHuid. OOydaromuecs B TeUeHHWE YydeOHOTO MOAyis (ceMmecTpa) MOJydaroT
MHPOPMALIMIO O TEKYIIeM KOJMYECTBE HAOpaHHBIX MO JUCLUUIUIMHE OaJuIOB 4Yepe3 JIMYHBIN
KaOWHET CTyJCHTaY.

VI. OHEHOYHbBIE MATEPHUAJIbBI JJIA IPOBEAEHUSA TEKYIIEI'O
KOHTPOJISI U TIPOMEXKYTOYHOM ATTECTAIIUA

OneHouHble MaTepHaibl MO TUCHMIUIMHE pa3paboTaHbl B coorBeTcTBHU ¢ Ilomoxenuem 00
OLIEHOYHBIX MaTepuajax B (enepaJbHOM TOCYAapCTBEHHOM OHOJKETHOM 00pa30BaTEIbHOM
YUpEXKJIEHUU BhICIIETO 00pa3oBaHus «PoccuiCKMil SKOHOMMYECKUN YHHMBEpCUTET nMeHu ['.B.
IInexanoBay.
Temamuxa Kypcoevlx pabom/npoekmos
KypcoBast paboTa/mipoeKT mo IUCHUILIHHE «/oKyMeHTalmoHHOe 00ecTieueHHe yIpaBIeHUs
NPENpUATHHA PECTOPAHHO-TOCTUHUYHOIO OU3HECa» yUeOHBIM IUIAHOM He NMpeayCMOTpeHa

Hepeueﬂb 60NRPOCOB K IK3AMEHY:

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

P 6.30-2003.

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

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

15. | CucreMa opraHM3allMOHHON IOKyMEHTALIUU.

16. CucreMa pacnopsIuTeIbHON JOKYMEHTAIIHH.

17. | JlaiiTe onpesiesieHUe TepMUHA "pacriopsiANTeNIbHbIE JOKYMEHTHI'.

18. | HazoBuTe BUbI pacriopsIuTeNbHBIX JOKYMEHTOB.

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

22. | Cucrema nH(MOpPMALMOHHO-CIPABOYHOMN JTOKYMEHTAIIHH.
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23. | CnyxeOHasi mepenucka Ha IPeIpUiTHH.

24. | IlpaBuia ohopmiieHHs CIIyKEOHOTO MHChMa.

25. | CTpyKTypa A€NI0BBIX U KOMMEPUYECKHUX ITHCEM.

26. Knaccudukanus 1e10BbIX 1 KOMMEPYECKUX TTHCEM.

27. | IloHsiTMe ¥ NPUHLMIIBI OPTaHU3ALUU JOKYMEHT0000pOTa.

28. | O6paboTKa BXOASIINUX TOKYMEHTOB.

29. O06paboTKa HCXOMSIIMX JOKYMEHTOB.

30. BayTpenHue JOKyMEHThI OpraHu3aliu.

31. | YkaxuTe TEXHOJOTHYECKYIO MMOCIEI0BATEILHOCTD ITANoB paboOThI €
BXOJISIIIIMMH IOKYMEHTAMH.

32. | Yro Takoe HOMEHKJIaTypa Jell, C KaKOH LeJIbI0 pa3padaThiBalOTCS TUIIOBBIC
HOMEHKJIATypHhI Aei?

33. | Pabota c nrucbMaMu U 00palIeHUsIMU TPaKIaH.

34. | IlpuBeauTe NpUMeEpbI pETUCTPALMU JOKYMEHTOB.

35. | CocTaBneHue HOMEHKJIATYPHI Jell.

36. | ®opmupoBaHue U opopMIICHUE JCII.

37. | lloaroroBka u nepegaya JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

38. Uto Takoe KOH(HICHIIMATLHBINA JOKYMEHT?

39. Opranuzanuys padoThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K
TOCYIApCTBEHHOM TalHE.

40. Ykaxxutre 0COOCHHOCTH BEJICHUS JISTIOMPOU3BO/ICTBA, 00ECTICUNBAIOIIETO
y4eT U COXPaHHOCTh KOH(MDUISHIMATLHON HH(DOPMAIIMY U TOKYMEHTOB.

41 TumnoBble OpraHU3aIMOHHBIE CTPYKTYPHI CITYXKOBI IEJIOTPON3BOICTBA

42 YcnoBus TpyJa pabOTHUKOB CITYKOBI JIEIOMPOU3BOICTBA

43 KomnploTepHble TEXHOJIOTHHU B ASOMPOU3BOICTBE

44 ObecnieueHne COXPaHHOCTHU JIOKYMEHTOB B JIEKTPOHHOH (opme

45 YcraB Kak OCHOBHOM OpraHU3alMOHHbBINA JTOKYMEHT.

46 CrannapTHbie Gpa3bl U BRIPAKEHUS JCIOBBIX 1 KOMMEPUYECKHUX IMHCEM.

47 [TpoxoxkIeHre UCXOASIINX U BHYTPEHHUX JJOKYMEHTOB.

48 OCcOoOCHHOCTH SI3bIKA U CTHJISI CITYKEOHBIX JIOKYMEHTOB.

49 PexBU3UTHI MEKTyHApOAHOTO THUChMa. OCHOBHBIE PEKOMEH/IAINH 110
COCTaBJICHUIO TEKCTOB MEKIYHAPOIHBIX MHCEM.

50 | Yro onpexnensier GopMyIisip JOKYMEHTA M YeM OTIUYaeTCs (popMyIisip
JIOKyMeHTa oT (opmyisipa-obpasma?

51 HazoBute ocHOBHBIE Ipynnbl GQyHKIUI T0KyMeHTa. YeM XapakTepusyer
KOKIYIO rpynmny?

52 Uto 00ycnaBauBaeT IOPUINIECKYIO CUITY ODHUIIMAIIBHOTO TOKYMEHTA?

53 @OyHKIIMM OCHOBHBIX MOJIPA3/I€ICHUH CITy>KObI TOKYMEHTAllMOHHOTO
obecrieueHus yrpaBIeHUsI.

54 ABTOMAaTHU3UPOBAHHbIE TEXHOJIIOTUN 00PaOOTKH TOKYMEHTOB U UX BIUSHHE
Ha CHCTEMY JIeJIONPOU3BOJICTBA KOHKPETHOM OpraHu3altu.

55 CripaBo4HO-MH()OPMAIIOHHBIE JIOKYMEHTBHI.

56 CrpykTypa 1 cofep:kaHue KaapoBoi JOKyMeHTauuu. OpraHu3aioOHHO-
KaJIpOBbIE IOKYMEHTBHI.

57 OCHOBHbIE aCIIEKThI KYyJIbTYpPHI JIEJIOBOM peyH.

58 Crangaptuzanus s3blKa JOKYMEHTA. SI3bIKOBbIe TpeOOBaHUS K 0(POPMIIEHHUIO
PEKBU3UTOB JOKYMEHTA.

59 TunuyHbie OMMOKY B S3BIKE M CTHJIC TJOKYMEHTOB.

60 S13p1KOBOE O(hOPMIICHHE JTUYHBIX JOKYMECHTOB.

61 WHCTpyKIIKS 1O IeTONPOU3BOJCTBY

20



62 [Tonstitusi: HHGOPMAIHSD «TIOKYMEHTY», «TOKYMEHTUPOBAHHUEY.

63 CBs13p HHGOPMAIIMK B IOKYMEHTA.

64 @®yHkuuu JokyMmeHTa. fOpuandeckas cuiia JOKyMEHTa.

65 PoJib JOKYMEHTOB B pealin3aiiiy YIPABICHUYECKUX PEIICHUH U JICVCTBUMH.
66 [Tonnuuuuky 1 konuu. Buas! konuii. [lopsinok opopmiienns konuit
JIOKYMEHTOB.

67 PexBH3UTHI yIIPABICHUYECKUX JOKYMEHTOB.

68 PexBHU3UT «HaUMEHOBaHHE OPTaHU3AINH - aBTOPA JOKYMEHTa», TPEOOBaHUS
K HEMY.

69 PexBu3uT «anpecary», ero 3Hau€HUE U COBPEMEHHBIEC TPEOOBAHUS K
0hOpMIICHHUIO.

70 Jatbl B nokymenre. TpeboBanus kK uX opopMIICHHIO; J]aTa KaKk COCTaBHAs
4acTh JPYTMX PEKBU3UTOB.

71 OpranuzanuoHHbie GOPMBI ACIOMPOU3BOACTBA. X 3aBUCHMOCTD OT
crneur(UKHU OpraHu3alMOHHON CTPYKTYPbI YUPEKICHHUS.

72 TpebGoBaHMsI K CTPYKTYPE M COCTaBy HH(OPMALIKH.

Tunoevie mecmoewie 3a0anus K IK3ameny.:

1. K opranu3anuOHHBIM JOKYMEHTAM OTHOCATCS (HA3BaTh HY’KHbI€ BAPUAHTDI):
a) aKThl;

0) yCTaBslI;

B) IITaTHOE PAcIMCaHUE;

I') JOJDKHOCTHAsI HHCTPYKIIMS,

1) OTYETHI;

€) mrchMa.

2.Kakoii 01aHK OpraHu3aniy NPUMEHSIOT VI 0(popMIIeHHS TPUKA3a 110 OCHOBHOI
IeATeJILHOCTH?

a) OJIaHK MHUCHMa;

0) 6;1aHK KOHKPETHOTO B/ IOKYMEHTA;

B) OJIaHK JOHKHOCTHOTO JIIIA.

3. lloanucehiBaeT NpUKa3bl

a) pyKOBOAUTEIb CTPYKTYPHOT'O MOAPA3/ICIICHNUS;

0) PyKOBOJMUTEb OpTraHU3AIINH;

B) JIOJKHOCTHOE JINL[O-COCTABUTEIIbIIPHUKA3a.

4. Kakoil pekBH3UT 00513aTeIbHO 0OPMJISETCS NMPH BHEIIIHEM COTJIACOBAHUM IOKYMeHTa?
a) Tpud coraacoBaHus;

0) BU3bI COTJIACOBAHWS;

B) Tpu} OrpaHUYEHUS JTOCTYIA K JOKYMEHTY.

5.13 kaKkuX TpeX JOKYMEHTONMOTOKOB COCTOUT JOKYMEHTO000POT NpeAnpusTus?
a) UCXO/SIIIETO;

0) BHYTPEHHETO;

B) MMOCTOSIHHOTO;

T') IEPEMEHHOTO;

1) CIly4aiftHOrO;

€) BXO/ISIIETO.

Ilpumepuvr 6onpocoe ona onpoca:
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1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K S3bIKY U CTHIIIO YIPABICHYECKUX TOKYMEHTOB?

2.Yto coboii mpeactasiseT YcraB opranuzanuu? KakoBbl OCHOBHBIE TPeOOBaHHS K €Tr0
COCTaBJICHHIO U 0POpMIICHUIO?

3.Kak odopmuTs [lonoxkerue 06 otnene wim ciyxk0e opraHu3amum?

4. Kak oopMHTh IITaTHOE pacnucaHue?

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

6.YTo Takoe MHCTPYKLUS, KAKOBO €€ coJiepxaHue U opopmiieHre?

Ilpumepot mem 2pynnoevix OucKyccuii:

1 CpaBHEHHE HCTOPUYECKUX MTEPUOIOB B PA3BUTHH POCCHICKOTO JEI0NPOU3BOJICTBA.

2 AHanu3 COBETCKOro Mepuoja B pa3BUTUH JI€JIONPOU3BOICTBA.

3 Pa3zpaboTka 6J1aHKOB TOKYMEHTOB JIJIsl KOHKPETHOM OpraHU3aIiH.

4 Pacyet uncneHHOCTH Ciryx 0561 JIOVY.

5 Pa3pabotka yHu(UIIMpOBaHHBIX (OPM TOKYMEHTOB B cpee Microsoft Word.

6 Pazpabotka maGioHOB It  OQOPMIICHUS OPTraHU3AIMOHHOW JTOKyMEHTAIlU!
KOHKpPETHOHU opranuszaiuu B cpeae Microsoft Word.

7 Peructpanus BXOISIIEH U UCXOISIIEH KOPPECTOHACHIIUH.

Ilpumepvl munogvix 3a0anuii 011 KOHMPOJIbHOU PAOOMbL:

1./laTh TOJNIKOBaHUE CIIOBAM, COCTaBUTh C HUMM IIPEJIOKEHUSI.
[TpoTokoi1, OTYET, EJI0BOE MUCbMO, aKT, peKIaMalus, (PaKTOPUHT.
2.Haiitu ommOKy B PEUI0KEHUAX, 3aIIMCATh [IPaBUIIbHO:

a. Mu1 IMUPOKO I'OTOBUJIMCH OTIIPA3IHOBATb FoOuIeH HallleH KOMIIAHWH.
0. Sl maneko elle He UCIO0JIb30Bajl BO3MOKHOCTH HOBOTO METO/A.
B. CTOJ'IHp caciall 3TOT CTOJI U3 z[y6a C YCTBIPbMS HOKKaMU.

3./106aBUTh CyIIECTBUTENbHBIE K MpeAIoraM W MPeJIOKHBIM COYETaHUSIM, COCTaBUTH 2-3
MPEJIOKEHHS C HEKOTOPBIMU U3 HUX:

B cBa3u ¢, mo mpuumHe, BCIEACTBHE, KacaTelbHO, HE3aBUCHMO OT, B LEIAX, B
OTHOILICHUH.
4. CocTaBuTh IpUKa3; TUCbMO-3aIIPOC.

Temamuka >cce:

—

HopmatuBHas ocHOBa mporiecca JOKyMEHTHPOBAHHUS YIIPABICHHUS TEPCOHATIOM.

2. OpraHu3airoHHbIE KaJPOBbIC JOKYMEHTHI: COCTaB, COACPIKaHUE, MOPSAIOK MOITOTOBKH U
odopmIteHHSI.

JIOJKHOCTHASI MHCTPYKIIHS KaK OPTaHU3aI[HOHHBIA KaAPOBbIiA JOKYMEHT.

[TonoxeHne o0 CTPYKTYPHOM TOApa3AeICHUN KaK OpraHU3aIMOHHBINA KaApOBBIT
JOKYMEHT.

JIoKyMEHTHUpOBaHUE MPOLECCA YBOJIBHEHUS COTPYAHUKOB.

JIoKyMEeHTHpOBaHHUE MpoIiecca OTKOMAaHANPOBAHHS TIEPCOHAIA.

CocTaB ¥ BUJIbI KaIpOBOW JOKYMEHTAI[HH.

AyTtcopcuHr u ayrcradGUHT MepCOHANa: MPaKTUKa IpUMeHeHUs. JIOKyMEeHTHPOBaHHE
npoliecca MpeI0CTaBIeH s OTITYCKOB.

W

XN

TunoBasi cTpyKTypa 3K3aMeHALMOHHOI0 OnJIeTa

Haumenosanue OUCHOYHO020 mamepuaia | Makcumanwvrnoe |
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Koiuuecmeo 0aioe

Bonpoc 1 16
Bonpoc 2 16
Tecm 8

Iloxa3arenu u KPUTECPHUHA OLICHUBAHUA IVIAHUPYEMBIX PE3YyJdbTAaTOB OCBOCHHUSA
KOMHeTeHIII/Iﬁ H peE3yJibTaTOB oﬁyqem/m, IIKaJJa OCcHUBaAaHUA

Tabmma 5
YpoBenn
HNupukartop p
dopmupyembie Kpurepun OCBOCHHS
Ixana oneHUBaAHUSA NOCTHIKEHHUS
KOMITeTeHI[UH OlleHUBAHUS KOMIIeTeHI]
KOMITeTeHI[HH 9
Hii
85— «OTJIMYHO» TTKS- 3HaeT BepHO U B IpoaBunyTt
100 Opranuzanus MOJHOM 00BbeMe: Bl
o0as10 TpyJAa nmepcoHasa IMETOIBI yu€Ta U
B aHanM3a rMmoka3arenei
o TpyLy U OIuiaTe
TpyJla; CUCTEMBI,
METOAbI U (DOPMBI
I1K-5.1 AnanaTOR 1 GoP
MaTepUaIbHOTO U
[y CIIEIIHBIX
HEMaTEePHATHHOTO
KOPIIOpaTUBHBIX
CTUMYJIMPOBAHUA
MPaKTUK 1o
TpyZAa mepcoHana
OpraHU3aIIH
ODMIDOBAHILS HaOCHOBH TEXHOJIOTUH
PMHP By, MPOU3BOJICTBA U
TSt pa3IAYIHBIX
N MesTeIbHOCTH
KaTeropuit
OpraHu3aIuu
repcoHana,
N 'Ymeer BepHO U B
0coOeHHOCTEH
MoJIHOM 00BbeMe:
MIPOU3BOJICTBA
BHEJIPSITH METO/IbL
eI TEeNPHOCTH .
[paIMOHATHHOM
OpTraHU3aIIH
OpraHU3aIiH TPYIa;
pa3pabarbIBaTh U
oopmITh
HMMOKYMEHTBI 110
HaPaBJICHUIO
MesITeTbHOCTH
IK-5.2 3HaeT BEpHO U B
OnpeneneHue MOJTHOM o0beMe:
B hEKTHBHOCTH OCHOBBI
[paboThI CUCTEMBIIOKyMEHTO000pOTa H
OpTraHu3alnn TPYZa HinoKyMEHTalMOHHOTO
HOPMHUPOBAHUS TPYIdoGecrieueHus;
Ha paboYnX MECTax. Ka[POBYIO  TIONHTHKY)
158 CTpaTeTuio
OpTraHU3aIIH
'Ymeer BepHO U B
MOJHOM o0BbeMe:
AHATTN3UPOBATH
P GHEeKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aluu Tpyaa
MepcoHana u
HOPMHUPOBAHUSA TPy
Ha paboYnx MecTax
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70 —
84
o0as10

«XOpOoIIO0»

I1K5S-
Opranusanusi
Tpy/Ja nepcoHasia

IK-5.1
[YCTICTITHBIX
KOPITOPATHBHBIX
MPaKTUK 110
OpraHu3aIuu
HOPMHPOBAHUS TPYAa
JJIA paSJ’II/I‘IHBIX
KaTeropui
MepCcoHaa,
0COOCHHOCTEH
MPOU3BOJICTBA

eI TeIbHOCTH
OpraHu3aIuu

Anamms|

3Haer ¢
He3HAYUTeNbLHbBIMU
3aMeYyaHHsIMHU:
METOJIBI ydeTa U
AHaJIM3a TIoKa3areneit
[0 TPYIy | OIuIaTe
TpyZia; CUCTEMBI,
MeTOJIbI ¥ (DOPMBI
MaTepHaNIbHOTO U
HEeMaTepHAaIbHOTO
CTUMYJTHPOBAHUS
Tpy.Ia mepcoHaia
OCHOBBI TEXHOJIOTHU
MPOU3BOACTBA U

e TenbHOCTH
OpraHu3aliu

Ymeer ¢
HEe3HAYUTETbHBIMUI
BaMeYaHHSIMU:
BHEJPSTH METOJIbI
[pallMOHaIbHON
OpraHu3aIy Tpya;
[pa3pabaTbiBaTh U
0pOpPMIIATH
ITOKYMEHTEI I10
HAIIPaBJICHUIO
MesITeTbHOCTH

IloBbINIEHH
blii

IK-5.2
Onpenencane
3¢ PEKTUBHOCTH
paboThl CHCTEMBI
OpraHu3alyy Tpyaa u
HOPMHPOBAHHS TPYIQ
Ha pabo4nx MecTax.

BHaer ¢
HE3HAYUTEIbLHLIMHA
BaMeYaHHSIMU:
OCHOBBI
ImoKymMeHTO000pOTa U
IMOKYMEHTAIMOHHOTO
0OecTIeYeHNS,
[KaJPOBYIO  TIOJIUTHKY]
I3 CTpaTeruio
OpraHu3aIiy

Ymeer ¢
He3HAYUTEIbLHBIMU
BaMeYaHUsIMH:
AHATU3UPOBATH

P GHEKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aliy Tpyaa
nepcoHasa u
HOPMUPOBAHUS TPYIa
Ha pabodnX MecTax
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TKS5- 3HaeT Ha 6a30BOM Ba3zoBblIii
Opranuzanus YPOBHE, C
TpyAa IepcoHaia omnbKamu:
METOJIBI y4eTa 1
AHaITN3a TI0Ka3aTenei
[0 TPYIy U OIjiaTe
TpyJa; CUCTEMEI,
METOABI U (HOPMBI
IK-5.1 Anaua"CTORe 1 dop
MaTCpHUATIBHOTO U
[YCTICTITHBIX
HEMaTepHaIbHOTO
KOPITOPATHBHBIX
CTHMYJIAPOBAHHS
MPaKTUK o
TpyAa IepcoHaa
OpraHU3aIIH
HODMIDOBAHILS HaOCHOBLI TEXHOJIOTUH
P P Py, MMPONU3BOJICTBA U
TSt Pa3INYHBIX
N e TeNIbHOCTH
KaTeropuit
OpTraHU3aIIH
repcoHana,
ocoOeHHOCTEH
'YMeer Ha 6a3zoBOM
MPOM3BOJICTBA i1
YPOBHE, C
eI TeTPHOCTH
omIuOKaAMM:
OpTraHU3aIIH
BHEAPSATH METOJIBI
[palliOHaIBHOMN
OpraHu3aIiK TPYa;
pa3pabaTeIBaTh U
50— oopmitTh
69 «yIOBJICTBOPHUTEIbHO» IOKYMEHTBI 110
0aLIo HAIIPaBJICHUIO
B IMesITeTbHOCTH
3HaeT Ha 6a30BOM
YPOBHE, €
OIIUOKAMM:
OCHOBBI
IMOKYMEHTOO00pOTa U
ITOKYMEHTAI[IOHHOT O
oOecIeueHus;
KaIpOBYIO IOJHTHUKY]
[1K-5.2 174 CTPATECTHIO
OnpeneneHue opramusamm
B hEKTHBHOCTH
[padoThHI CHCTEMBI
OpraHu3alvy TpyZ1a Y MeeT Ha 02a30BOM
HOPMHPOBAHUA pr,llaypo];]-[e, 'y
Ha pabodnX MECTaX. |QmMOKAMM:
AHATTU3UPOBATH
P (HEeKTHBHOCTD
[pabOTHI CHCTEMBI
OpraHu3aIiy Tpyaa
rmepcoHaia u
HOPMHPOBAHUA TPyJa
Ha paboYnX MeCTax
MeHee | «HeyaoBJieTBopuTeabH [[IKS- IK-5.1. AnanuzHe 3naet Ha 6a3oBoM| KomneTeHn
50 o» Opranuzanus |y CIIEIIHBIX YpOBHe: uM He
0aJL10 TpyJAa mepcoHasa KOPIIOpaTUBHBIX METObI Yy4€Ta U C(l)OpMPlpOB
B MPAKTUK mojaHaIu3a moKa3aTelneit aHbI
OpraHU3aIIH MO TPYZIy U OIjIaTe

HOPMUPOBAHUSI TPYAATPYAA; CUCTEMBI,

st Pa3TMYHBIXMETOABI U (GOpMBI
KaTeropuit IMaTepUAIBLHOTO U
[epcoHana, HeMaTepHaIbHOIO
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0COOCHHOCTEH
MIPOU3BOICTRBA "
IEeATENBHOCTH
OpraHu3aIu

CTUMYJINPOBAHUS
Tpyza nepcoHaza
OCHOBBI TEXHOJIOTHN
MPOU3BOACTBA U
esITeIbHOCTH
OpraHU3aIIH

He ymeer Ha
0a30BOM ypoBHe:
BHEIPSATH METOJIBI
[pallMOHAIbHON
OpraHu3aluu Tpya;
[pa3pabarbiBaTh U
0QOPMIIATH
ITOKYMEHTBI 10
HaIIPaBJICHUIO
MesITeIbHOCTH

I1K-5.2

Onpenenenne

A DCKTUBHOCTH
[paboTHI CHCTEMBI
OpraHu3anuu Tpyaa U
HOPMHPOBAHUS TPYIa
Ha pabounXx MecTax.

[KaAPOBYIO  TIOJIUTHUKY]

IHe 3HaeT Ha 6a30BOM
YPOBHE:

OCHOBBI
ImoKymMeHTOoOO0pOoTa U
ITOKYMEHTAIHOHHOTO
00eCIICUCHMUS;

n CTpaTeruio
OpTraHH3aIN

He ymeer Ha
0a30BOM ypoBHe:

AHAITU3UPOBATH
B hHEKTHBHOCTD
PabOTHI CUCTEMBI
OpraHu3aliy Tpyaa
mepcoHasa u
HOPMHUPOBAHUS TPYIa
Ha pabovYKx MecTax
mokasareneit
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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

Kadempa xopnopatussoro u rocy1apcTBEHHOTO yHpaBIeH s

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 — 2023 r.
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1. Leap 1 3a1a4u AUCHMIIMHBI:

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

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

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

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

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

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

2. Copep:kanue JUCHUIIHHBI:

HaunmenoBaHue pa3iesioB / TeM JUCHUNIHHBI

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

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

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

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

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

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

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

TpynoeMKkocTh TMCHUILIHHBI cocTaBseT 4 3.e. / 144 yaca

®opMa KOHTPOJIS — IK3AMEH

CocraBureJb:
JlotieHT Kadeapbl KOPIMOPATUBHOTO U TOCYAAPCTBEHHOTO YIIPABICHUS
Kpacnonapckoro ¢punuana POY um. I'.B. [lnexanosa M.S. Benpukora
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