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I. OPTAHU3AIIMOHHO-METOJUYECKHAI PA3IEJ

He.]'lb H 3aJJa9Y1 OCBOCHHUA JUCHUITIINHDBI

Heabro y4eOHOIl aMCHUIVIMHBI «J{OKyMeHTAUMOHHOE o0ecneyeHne YIpPaBJIeHHs
NpeInpUATHA PeCTOPAHHO-TOCTUHUYHOIO0 OM3Heca» sBisAeTCS (OPMHPOBAHUE Y CTYICHTOB
3HAHUWA TEOPETUYECKUX U MPAKTUYECKUX OCHOB CO3/JaHUSl JTOKYMEHTOB YIIPABIICHHUS, a4 TAKKE
OpUOOpPETEeHNE  HABBIKOB TI'PaMOTHOM W 3(Q¢EKTHUBHOM  OpraHU3alMK  COBPEMEHHOTO
JEJONPOU3BOICTBA HA MPEANPUATHAX U B OPTaHU3ALUSX.

3agaum y4yeOHOM AUCHMIVIMHBI «J[OKyMeHTALMOHHOE o0ecredyeHue YNpaBJIeHUsA
NPeANPUATH PECTOPAHHO-TOCTUHHUYHOT0 OM3HeCca) 3aKII0YAI0TCS B!

1. HW3yuuTb  3aKOHOJATENbHbIE W  HOPMATUBHO-METOJIUYECKHUE  JIOKYMEHTHI,
periaMeHTUPYIOUX padoTy ¢ TOKYMEHTaMU OpraHU3allNK; TPaBUI COCTABJICHUS U 0OpPMIICHUS
yIpaBIEHYECKUX JTOKYMEHTOB; MOPSKAa pabOThI C TUYHBIMU U CITY>KEOHBIMU JTOKYMEHTaAMU.

2. @opMHupoBaTh HAaBBIKM COCTABJICHUS U OQPOPMIICHHS OCHOBHBIX JOKYMEHTOB
yIpaBJeHUsI; U3YYEHUU PA0OTHI CITYKObI TOKYMEHTAIIMOHHOTO 00ECIIEUeHHUsI YIIPABIICHHUS;

3. Pazpaborarb  NOpeNsOKEHHS MO  COBEPIICHCTBOBAHUIO  OPraHU3alMOHHO-
pacnopsiIUTETLHOM IOKYMEHTAIMU U OpTraHu3aIii TOKYMEHTO000pOoTa.

4 AHanu3upoBaTh YCIEUIHbIE KOPIOPATUBHBIE TPAKTHKU MO OPraHU3allMd HOPMHUPOBAHUS
TpyJa JJid pa3IU4HbIX KaTEropuil mepcoHana, OCOOEHHOCTEH MPOU3BOJICTBA U JIESITEIBHOCTU
OpraHHU3allH.

MecTO TUCUMILTHHBI B CTPYKTYpPe 00pa30BaTeIbHOM MPOrpaMMbl

JucuumummHa  «JloKyMeHTalMOHHOE OOCCIeUeHUe YIpaBiICHUS MPEANPHUSATAN PECTOPAHHO-
TOCTUHUYHOTO OM3HEcCa», OTHOCUTCA K YacTH, (POPMUPYEMOM y4aCTHHUKAMH OOpa30BaTEIbHBIX
OTHOUIECHHI

O0beM TUCHUILIMHBI M BUABI Y4e0OHOM PadoThI

Tabmuma 1
. Bcero yacoB no ¢gopmam o0yueHust
Iloka3zaTenu 00 béMa TUCHUITHHBI
ouHas ‘ OYHO-3a04HaA
O0BeM IUCIHUITIAHEI B 3a4ETHBIX €IUHHALAX 4 3ET
O0BeM JUCIMIUIMHEI B aKajl.dyacax 144
IIpomMexxyTounas arrecrauus:
(bopma 9K3AMEH 9K3AMEH
KonTakTHas padoTa 00y4arommxcs ¢ npenogaBareyem 58 8
(KoHTaKT. 4yachl), BCero:
1. KonrakTHast paboTa Ha IpOBE/IEHUE 3aHATUI
JIEKIIMOHHOTO ¥ CEMMHAPCKOT'0 TUIIOB, BCETO 54 24
4acoB, B TOM YHCIIC:
® JICKIUU 24 12
® [PAKTUYECKUE 3aHATHUS 30 12
e ;1a00paTOpPHBIC 3aHATHUS - -
B TOM YHCJIC TPAKTHIECKAs ITOATOTOBKA 12 -
2. NapuBuayansueie koncynpranuu (1K) - -




3. KonTakTHas paboTa 1o mpoMexyTouHOM
arrectanuu (Karr)

4. Koncynpranus nepen sx3ameHom (K9)

5. KonrakTtHast paboTa 0 IpOMEXyTOUHOU
aTTeCTAalluM B IIEPUOJ] IK3. CECCUU / CECCUU
3a0uHUKOB (KaTTHK)

CamocrositeabHas padora (CP), Bcero:

86 116

B TOM YMCJIC:

®  CaMOCTOsTENIbHAs paboTa B MEPUOJT IK3. CECCHH
(CPak)

32 32

e camocrosTenbHas padora B cemectpe (CPc)

54 84

B TOM YHCIIE, CAMOCTOSITeNIbHAs paboTa Ha KYpCOBYIO
pabory

e wusyuerue JOP

e u3y4yeHHe yueOHOU JuTepaTyphl

® HallKuCaHUC 3CCC

® 1 Opyaue 6uobl

54 84

Hepeqeﬂb IJIAHUPYEMBIX PE€3YyJIbTAaTOB Oﬁy‘leHHﬂ o JTuCIOUIIJIMHE

®opmupyemble HNuaukaropsl qoctuxkenusi | Pe3yabtarsl 00yueHus (3Hanus,
KOMIIETCHIIUH KOMIIeTCHIUH ymeHnus)
(KO@ U HAUMEHO6AaHUue (KO& U HAUMEHO6AaHUue
KomMnemenyuu) UHOUKAMOpAQ)
IK-5 Opranusauus Tpyaa IIK-5.1 Amnanus yenemnsix | [IK-5.1. 3-1. 3naer meromsl yuera u
nepcoHasia KOPIOPATHBHBIX MPaKTHK aHaJM3a NoKazaTelel 1o TPyAy M oIuiaTe
OpraHu3alMi HOPMHUPOBAHHS Tpyda | TPYAd; CHCTEMBI, METOAbI W  (OPMBI
TSI Pas3IHIHBIX KaTeropuii | MaTepHalbHOT0 H  HEMATepPHAIBLHOTO
nepcoHana, O0COOCHHOCTEW | CTUMYJNMpPOBaHWS  TpyJa  HepCcoHaja;
NPOU3BOACTBA M  JEATEIBHOCTH | OCHOBBI TEXHOJIOTWH IPOU3BOJCTBA U
OpraHu3aluu JIeATEeIbHOCTH OPTaHU3aAIHH
IIK-5.1. V-1. ¥YMeer BHEAPSATH METOMbI
palOHAIBHOW ~ OpraHu3alu  TPY/a;
pas3pabateiBaTh U OGOPMISTH TOKYMEHTHI
0 HAIPABJICHHIO ACATEIbHOCTH
[K-5.2 Omnpenenenne | I1K-5.2. 3-1. 3uaer OCHOBBI
3G PEKTUBHOCTH PAOOTBI CHUCTEMBI | JIOKYMEHTOOO0OpOTa u
OpraHu3anu Tpyna JIOKYMEHTAI[HOHHOTO obecrieueHust;
HOPMHPOBAHHS TPyZa Ha PaboOdYMX | KaJApPOBYKO MOJHUTHKY W  CTPATETHIO

MECTax

OpraHu3aIuu

IMK-5.2. Y-1. YMmeer aHanu3upoBarh
3(h(HEeKTUBHOCTH pabOTHI CHCTEMBI
OpTraHU3aINH TPY/Aa IepCOHAIa U
HOPMHUPOBAHUS Tpy/Ja Ha pabovYnX MecTax

Tabauua 2



I1. CONEPY)KAHUE JUCHMUILIAHBI

Tanbl GOPpMHUPOBAHNS M KPUTEPUH OLleHUBAHKMS CPOPMHUPOBAHHOCTH KOMIIETEH Ui
AJis1 o0yqarommxcst 04HO# (popMbl 00yueHHnst

Tabmuma 3.1
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Cemectp 5
1. | Tema 1 OpraHu3annoHHbIe OCHOBBI 4 4 - - 5 13 MK -5.1. MK-5.1. 3-1. 0. T c)
J1eJIONPON3BOJCTBA. Bi1aHKH I0KYMEHTOB. IK-5.1. V-1.
Yuudukarnys " CTaHIapTU3aLus JIEJIOBOM
nokymeHTanuu. OOIHe HOPMBI U TipaBuia 0hOPMIICHUS IK-5.2. 3-1.
IIOKYMEHTOB (pa3mepbl Oymaru, IOJield, HyMepars [K-5.2. [K-5.2. V-1.
CTPAHHII | T.JI.) IPUMEHSEMOE B ACTOIPOU3BOICTBE.
2. | Tema 2. Opranu3aioOHHO-PACHOPSAUTEIbHAN 4 4 - - 5 13 IK -5.1. MK-5.1. 3-1. 0. T. )
nokyMenTanus. O01mas XapakTepucTHKA CTHIIA MK-5.1. V-1.
c1y:Ke0HOM JOKyMeHTAlluU NpeAnpUATHI
PeCTOPAHHO-TOCTUHUYHOTO OU3Heca IK-5.2. 3-1.
Knaccudukarust nenoBoit  goxkyMmeHTtaruu. [IpaBuia T1K-5.2. T1K-5.2. V-1.

oopmiIeHHsT PEKBH3UTOB OJIAHKA W MX PACIOJIOKEHHUS
Ha CTaHIapTHOM ¢QopmaTe Oymar, pasMepbl IOJEH.
Dopmynsp-obpasert IpYIIEL JOKYMEHTOB,
MPUHAJISKAIMX K OJJHON CHCTEME.

IIpoekTHpoBaHHe OIAHKOB TOKYMEHTOB OpraHH3alluH.
CocrtaB, oQopMIeHHE, H3rOTOBICHHE, XpaHEHHE
0JIaHKOB OpraHU3aIiH.

bnank JOKYMEHTA: IOHATUE, HA3HAYCHUE, BUbI
6saHKoB (001K Gy1aHK, OJIAaHK MUChMa, OJIAaHK
KOHKPETHOTO BU/ia JOKyMeHTa (kpoMme nucbMa). Cocras,
odopmienne pekBu3nToB O61anKa. OCOOEHHOCTH S3bIKA
CIy’)KeOHBIX TOKyMEHTOB. KOMITO3HUIHS TOKYMEHTa.
CrpykrypHble ommOku. HeymecTHOe 1 HeonpaBiaHHOE
ynoTpeOIeHHe HHOCTPAHHbIX CJIOB.




Tema 3 CnpaBo4HO-MH(OPMALTOHHBIE
JIOKyMeHTHI. [le1oBas mepenucka.
CocrapJjieHHe AaKTOB H IPOTOKOJIOB.

Oukcanus (OMHCaHUE) JTOKAIBHBIX TPABWI, HOPM,

TIOJIOKCHNUH, OTIPECIISIOIINX cTaryc
OpTaHM3alNY, ee CTPYKTYDY, IITaTHYIO
YHCIEHHOCTh u JOIDKHOCTHOH COCTaB,

KOMIIETEHIIMN JODKHOCTHBIX JIMIl U CTPYKTYPHBIX
nozapaszesnieHnl, (QyHKIMOHAIBHOE COJEpKaHUe
JIeATCNIBHOCTY ~ OpraHu3alud B LEJIOM, €€
noapasieieHuii M pabOTHUKOB, HX IIpaBa,
0053aHHOCTH,  OTBETCTBEHHOCTb W  JIp., B
OpraHU3aI[IOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTaX
OpraHU3alHH.

CrpykTypa, Ha3Ha4eHHE, MNOPSIOK pa3pabOTKH,
COTJIACOBaHUS u YTBEPXKICHHS IpaBun
BHYTPEHHETO TPYAOBOro pacnopsnka, [Tomoxenus
o mnepcoHane, IlonoxkeHHs O CTPYKTypHOM
nogpasjeneHuy, J{OJKHOCTHOM — MHCTPYKIIMH.
IlltaTHOE pacnycaHue Kak MEPBUYHBINA YYETHBIN
JOKYMEHT Mo Yyd4eTy KaapoB. O3HaKoMIICHHE
pabOTHUKOB C  JIOKaJbHBIMH  HOPMAaTHBHBIMH
aKTaMU OpraHU3aluH.

Busbl 1 Ha3HayeHUe HHOPMALMOHHO-
CIIPABOYHOM JOKYMEHTaIUU 110 Kaapam. Ilopsaok
oopmiteHns, OCHOBHBIE PEKBH3HUTHI U
MpPaBONPUMEHUTENbHAS TPAKTHKA UCTIONIb30BaHUS
JIOKJIAJIHBIX, CITy’KEOHBIX 1 00BSICHUTEIBHBIX
3aMUCOK, NPEACTaBICHUN, IPEUIOKEHHH,
3asIBJICHUH, aKTOB, CIIPABOK U JIP. B KAUECTBE
OCHOBAHUH IJIsI IPUHATHH pelieHu B cepe
YIPpaBJIEHUs] IEPCOHAJIOM OpPraHU3aluu.

13

IK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.




Tema 4 PacnopsguresibHble JOKYMEHTBI.

CocraBieHue NPHKA30B, yKa3aHmii,
pacnopsiKeHuil. OpraHuszanoHHbIE
JOKYMEHTBbI.

OpraHu3aluoOHHO-PACTIOPS U TENbHbIC
JOKYMEHTBI: TIOHATHE, HA3HAYCHHUE, OCHOBHBIC
BUIbl (OpPraHM3allMOHHBIE, PACIOPSIIUTENbHbIC,
CIPaBOYHBIE).

OpraHu3andoHHbBIC JIOKYMCHTBI: yCTaB,
MOJIOXKEHHE, CTPYKTYpa M LITAaTHAs YHCICHHOCTS,
IITATHOC pPACMHCAHKME, TMpPaBUiIa, JODKHOCTHAS
HUHCTPYKIMS, WX Ha3HAYCHHE, XapaKTePHCTHKA U
cocraB, TpeOOBaHHS K O(QOPMICHHIO, MOPSIOK
YTBEPIKICHHS.

PacrniopsiauTenbHble JOKYMEHTBI: TOCTAHOBIICHHE,
npuka3 (IO OCHOBHOW JEATEIBHOCTH U IO
JUYHOMY COCTaBY), PaclOpsDKEHUE, COBMECTHBIH
pacnopsUTENIbHBIA JOKYMEHT, UX Ha3HAuCHHE,
XapaKkTepUCTHKAa W  COCTaB, TpeOOBaHUS K
0 OpPMIICHHIO.

CripaBo4HO-UH(POPMAIIMOHHBIC JIOKYMEHTBI:
CJ'IY)KeGHI)Ie IMUChbMa, CIIpaBKH, JOKJIaJJHBIC
3alUCKHA, TPOTOKOJBI, AaKThl, 3asBICHUS, UX
XapaKTepUCTHKA H  COCTaB, TpeOOBaHHSA K
0 OpMIICHHIO.

Turel JOKYMEHTOB: HOAJMHHKK, KOIUSI, 1yOJIUKaT,
BBIITUCKA, WX Ha3HaueHue. [1opsok ohopmieHus
M BbIJIAYU KOMHHA M JyOJMKATOB JOKYMEHTOB,
BBIITUCOK U3 HHX.

13

IK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.

I'p.o.




Tema 5 Opranuzauus J0KyMeHT0000poOTA.
Opranu3anus perucTpanuu 10KyMeHTOB H
KOHTPOJIb HCIOJIHEHUS TOKYMEHTOB.
Perucrpanus TOKyMEHTOB: TIOHSITHE, IETIH,
3a/1a4n, MEeCTa PETUCTPAINH PAa3ITMIHBIX
KaTeropuii TOKyMeHTOB. CHCTEMBI B (DOPMBI
peructpanuu (KypHaJbHas, KapTOUHas,
ABTOMATH3MPOBAHHAS ), X JOCTOMHCTBA H
HenoctaTku. [loka3aresnu, BBOIUMbIC B
peructparnuonsbie Gopmbl. OCOOCHHOCTH
PETUCTPAINH BXOISIIUX, HCXOSAIIUX U
BHYTPCHHUX JJOKYMCHTOB.

CocTaB BBIMOIHSICMBIX PA0OT P OTIIPABKE
UCXOIIAMINAX JOKYMEHTOB: TIPOBEPKa
MPaBUIBHOCTH O(hOPMIICHUS, HATHIHS
TPWIOKEHUH, agpecara, COPTHPOBKA IO
ajzipecataM W BHAaM OTIPABJICHUH, COCTABICHUE
OTIHCH pacchUIKA. TpanuIMOHHEIH crIoco0
OTIIPAaBKH JOKYMEHTOB (1o4Toi). OTIpaBKa
JIOKYMEHTOB C TIOMOII[bI0 TeJedoHa, Bakca.
KOHTpOJ'II) HCTIOJIHCHUA JOKYMCHTOB! IIOHATHC,
Ha3HA4YCHUC, BUIBI. HpI/IHHI/IHLI OopraHmuzanun
KOHTpoJIsA. CPOKHU MCIIOTHEHUS: TUTIOBOH,
WHIUBHUAYaTbHBIN. TEeXHOIOTUS BeIEeHUS
KOHTPOJIA. AHaJ'II/IS HCIIOJIHCHUA TOKYMEHTOB B
YIpEeKICHUH.

B3anMocBs3b peructpanun JOKYMEHTOB H
WHPOPMAMOHHO-CIIPABOYHON paOOTHI.
Opraam3anus paboTHI ¢ TOMOIIBIO CIIPAaBOYHBIX
KapTO4eK.

10

20

IK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.

JIp.a

Tema 6. Opranuzauus ONepaTUBHOTO XpaHEHHUS
JIOKyMEeHTOB. DOPMHUPOBAHUE JIEIL.

Homenknarypa  gem:  moHatue.  3HaueHUE
HOMEHKJATypbl ~ Ael  JUId  KJIacCH(HUKALUH
JIOKYMEHTOB, OIEPAaTHBHOTO XPAaHEHUS U WX Tpes
apXUBHOH NOATOTOBKU. Buasl HOMEHKATyp Aell.
ITopsinok COCTaBJICHUS, odopmIieHus,
YTBEpKICHUS W  TPUMECHEHHUS  KOHKPETHOM
HOMEHKJIaTypsl Aen. [lopsmokx ¢popmMupoBaHus el
Opraan3anys XpaHeHUs] HCTIOJTHEHHBIX
JoKkyMeHTOB. OCHOBHBIE TpeOOBAHMS
HOPMATUBHBIX JOKYMEHTOB, PETIAMEHTHPYIOLINX
JIaHHBIH 3TaIl IOKYMEHTO000poTa.
OTBETCTBEHHOCTb 32 COXPAHHOCTb JJOKYMEHTOB.

10

16

MK -5.1.

MK-5.2.

MK-5.1. 3-1.
IK-5.1. V-1.

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

I'p.o.




Tema 7. [loaroToBKa 1OKyMEHTOB K
HOCJIeTyIOLIeH TTepeaady JOKYMEHTOB B apXUB
WA Ha YHIYITO)KCHHE.

OCHOBHBIE 3Talbl Iepeladn JOKYMEHTOB B apXHB
WA Ha YHHYITOKEHHUE: ITOITOTOBUTEIEHBIN
(ob6ocHOBaHME BEIOOpA CIIOCOOA COXPAaHEHUS WITH
YHHYTOXCHUS ITyTeM TIPOBEICHUS SKCIIEPTHU3BI
[IEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
JIeT1 ISl TIepeiady B apXUB), 3aBEPILAFOLTHIA
(mepenaya B apXuB WIN YHHUYTOKEHHUE).
OKkcnepTr3a HEHHOCTH JOKYMEHTOB: MTOHSTHE,
Ha3HaueHue. [IpuHIMITBI 1 KpUTEpUH
oIpezieIeHus Hay4YHOH, HCTOPHYECKOH U
MPaKTUIECKOH IEHHOCTH JOKYMEHTOB.
DKcrepTHRIE KOMUACCHH, MX (YHKIIUH, TIPaBa.
Oransl npoBeeHus dKcepTH3sl. OdopmireHne
pe3yabpTaToB SKCHEpPTH3Hl. CPOKH XpaHSHHS
JIOKyMeHTOB. [lepednn JOKyMEHTOB C yKa3aHHEM
CPOKOB XpaHCHHS, NX BUIBI, HA3HAYCHHE, CXEMBI
noctpoenus. [Tlopsok nepenauu qen B apXuB HIIH
YHUYTOXKCHUA TOKYMCHTOB.

TpeboBanust K 0POPMIICHHIO €T IIOCTOSIHHOTO,
BPEMCHHOT'O CPOKOB XpaHCHHUA U 1O JINYHOMY
coctaBy. [IpaBuia ohOpMIIEHUS M COCTABIICHHS
onucu aein. [lopsaok nepenayu aen B apxus.
ApXuB: IOHATHE, HA3HAYCHUE. BB apXHUBOB:
rOCyapCTBEHHEIC, BEAOMCTBEHHBIE,
00BeTMHEHHBIC BEIOMCTBEHHBIC, 00 bEINHCHHEIC
ME)KBEJJOMCTBCHHBIC TI0 IMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIHHEIH,
TOCyIapCTBCHHBIN.

14

20

IK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.

0.I'p.

Koucynomayus nepeo sxzamenom (K3)

Konumaxmnasi paboma no npomesncymounot
ammecmayuu 8 nepuood k3. ceccuu / ceccuu
3ao0unuxos (Kammak)

Camocmosamenvhas paboma 6 nepuoo 3K3.
ceccuu (CPaxk)

32/-

32

Hmozo

24

30

12

86/4

144
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Jdranbl GOPMUPOBAHUS U KPUTEPHUHU OLIEHNBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIIU

AJIs1 00y4aroIuXcsl 04YHO-3204HOH GopMbI 00yYeHHs

Tabnuua 3.2

TpynoeMKoOCTb, aKaJeMHYECKHE YAChI
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Cemectp 6
1. | Tema 1 OpraHu3anuoOHHbIE OCHOBBI 2 2 | - - 12 16 IK-5.1. | IK-5.1. 3-1. 0. T €]
AeJIoNpou3BoAcTBa. BIaHKH 10KyMeHTOB. HK-5.1. V-1.
Vuudukanums W CTaHgapTH3alus  JEJIOBOM —
JNokyMmeHTauuu. OOmme HOpMBI M TMpaBUiIa Dt
[1K-5.2. TIK-5.2. Y-1.
odopMmieHHs JOKYMEHTOB (pasMepsl Oymarw,
0JIeM, HyMepalus CTPAHHUIL M T.J1.) IIPUMEHAEMOE
B JIEJIONPOM3BOJICTBE.
2. | Tema 2. Opranu3anMOHHO-PACHOPSAUTEIbHAS 2 2 | - - 12 16 MK -5.1. MK-5.1. 3-1. 0. T. c)
AoKyMeHTanus. Of1as XapaKTepuCTHKA IK-5.1. ¥-1.
CTHJIA CJIYKeOHOH JOKYMeHTAUMH 1K-5.2. 3.1
NpeaNpUATHH PECTOPAHHO-TOCTHHHYHOIO o
peanp pecrop MK-5.2. | MK-5.2. V-1.

O0u3Heca

Krnaccudukarus JIEJIOBOM JIOKYMEHTAIUH.
IpaBuna oopMiIeHHST PEKBHU3UTOB OJIaHKA W HX
pacrosioXeHusi Ha cTaHgapTHOM (opmare Oymarwy,
pasmepsl moyeit. Dopmynsap-obpasern; TpyMIsl
JIOKYMEHTOB, IIPUHAJISIKAILUX K OJTHOI cHcTeEMe.
[Ipoextuposanue OIaHKOB JIOKyMEHTOB
OpTaHM3aIH. Cocras, odopmienue,
M3TOTOBJICHNE, XPaHEHNE OJIAHKOB OpraHU3alyy.
bnank noxyMeHTa: MOHSTHE, HA3HAYEHHE, BUIbI
OmankoB (00muMit OaHK, OJaHK MUChMA, OJIAHK
KOHKPETHOTO BH/Ia JIOKYMEHTa (KpOMe IHChMa).
Cocras, ohopmiieHHEe PEKBU3UTOB OJIaHKA.
Oco0eHHOCTH SI3BIKA CITY)KEOHBIX JTOKYMEHTOB.
Komnozumus noxkymenta. CTpyKTypHBIE OITHOKH.
HeymecTtHoe n HeonpaBaaHHOe yrnoTpedieHne
WHOCTPAHHBIX CJIOB.

11




Tema 3 CnpaBo4HO-MH(OPMALHOHHEIE
JIOKyMeHTHI. [le1oBas mepenucka.
CocrapJjieHHe AaKTOB H IPOTOKOJIOB.

Oukcanus (OMHCaHUE) JTOKAIBHBIX TPABWI, HOPM,

TIOJIOKCHNUH, OTIPECIISIOIINX cTaryc
OpTaHM3alNY, ee CTPYKTYDY, IITaTHYIO
YHCIEHHOCTh u JOIDKHOCTHOH COCTaB,

KOMIIETEHIIMN JODKHOCTHBIX JIMIl U CTPYKTYPHBIX
nozapaszesnieHnl, (QyHKIMOHAIBHOE COJEpKaHUe
JIeATCNIBHOCTY ~ OpraHu3alud B LEJIOM, €€
noapasieieHuii M pabOTHUKOB, HX IIpaBa,
0053aHHOCTH,  OTBETCTBEHHOCTb W  JIp., B
OpraHU3aI[IOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTaX
OpraHU3alHH.

CrpykTypa, Ha3Ha4eHHE, MNOPSIOK pa3pabOTKH,
COTJIACOBaHUS u YTBEPXKICHHS IpaBun
BHYTPEHHETO TPYAOBOro pacnopsnka, [Tomoxenus
o mnepcoHane, IlonoxkeHHs O CTPYKTypHOM
nogpasjeneHuy, J{OJKHOCTHOM — MHCTPYKIIMH.
IlltaTHOE pacnycaHue Kak MEPBUYHBINA YYETHBIN
JOKYMEHT Mo Yyd4eTy KaapoB. O3HaKoMIICHHE
pabOTHUKOB C  JIOKaJbHBIMH  HOPMAaTHBHBIMH
aKTaMU OpraHU3aluH.

Busbl 1 Ha3HaueHue HHOpPMALIMOHHO-
CIIPABOYHOM JOKYMEHTalUu 1o kaapam. Ilopsaok
oopmiteHns, OCHOBHBIE PEKBH3HUTHI U
MpPaBONPUMEHUTENbHAS TPAKTHKA UCTIONIb30BaHUS
JIOKJIAJIHBIX, CITy’KEOHBIX 1 00BSICHUTEIBHBIX
3aMUCOK, NPEACTaBICHUN, IPEUIOKEHHH,
3asIBJICHUH, aKTOB, CIIPABOK U JIP. B KAUECTBE
OCHOBAHUH IJIsI IPUHATHH PEIIeHHA B cepe
YIPpaBJIEHUs] IEPCOHAJIOM OpPraHU3aluu.

12

16

IIK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.
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Tema 4 PacnopsguresibHble JOKYMEHTBI.

CocraBieHue NPHKA30B, yKa3aHmii,
pacnopsiKeHuil. OpranuzaunoHHbIe
JOKYMEHTBbI.

OpraHu3aluoOHHO-PACTIOPS U TENbHbIC
JOKYMEHTBI: TIOHATHE, HA3HAYCHHUE, OCHOBHBIC
BUIbl (OpPraHM3allMOHHBIE, PACIOPSIIUTENbHbIC,
CIPaBOYHBIE).

OpraHu3andoHHbBIC JIOKYMCHTBI: yCTaB,
MOJIOXKEHHE, CTPYKTYpa M LITAaTHAs YHCICHHOCTS,
IITATHOC pACMHCAaHKME, TMpPaBIiIa, JOKHOCTHAS
HUHCTPYKIMS, WX Ha3HAYCHHE, XapaKTePHCTHKA U
cocraB, TpeOOBaHHS K O(QOPMICHHIO, MOPSIOK
YTBEPIKICHHS.

PacrniopsiauTenbHble JOKYMEHTBI: TOCTAHOBIICHHE,
npuka3 (IO OCHOBHOW JEATEIBHOCTH U IO
JUYHOMY COCTaBY), PaclOpsDKEHUE, COBMECTHBIH
pacnopsIUTENIbHBIA JOKYMEHT, WX Ha3HAYCHHE,
XapaKkTepUCTHKAa W  COCTaB, TpeOOBaHUS K
0 OpPMIICHHIO.

CripaBo4HO-UH(POPMAIIMOHHBIC JIOKYMEHTBI:
CJ'IY)KeGHI)Ie IMUChbMa, CIIpaBKH, JOKJIaJJHBIC
3alUCKHA, TPOTOKOJBI, AaKThl, 3asBICHUS, UX
XapaKTepUCTHKA H  COCTaB, TpeOOBaHHSA K
0 OpMIICHHIO.

Turel JOKYMEHTOB: TOAJIMHHUK, KOIUSI, 1yOIHKaT,
BBIITUCKA, WX Ha3HaueHue. [1opsok ohopmieHus
M BbIJIAYU KOMHHA M JyOJMKATOB JOKYMEHTOB,
BBIITUCOK U3 HHX.

12

16

IIK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.

I'p.o.
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Tema 5 Opranuzauus J0KyMeHT0000pOTA.
Opranu3anus perucTpanuu 10KyMeHTOB H
KOHTPOJIb HCIOJIHEHUS TOKYMEHTOB.
Perucrpamus TOKyMEHTOB: TIOHATHE, IETIH,
3a/1a4n, MEeCTa PETUCTPAINH PAa3ITMIHBIX
KaTeropuii TOKyMeHTOB. CHCTEMBI B (DOPMBI
peructpanuu (KypHaJbHas, KapTOUHas,
ABTOMATH3MPOBAHHAS ), X JJOCTOMHCTBA H
HenoctaTku. [loka3aresnu, BBOIUMbIC B
peructparnuonsbie Gopmbl. OCOOCHHOCTH
PETUCTPAINH BXOISIIUX, HCXOSAIIUX U
BHYTPCHHUX JJOKYMCHTOB.

CocTaB BBIMOIHSICMBIX PA0OT P OTIIPABKE
UCXOIIAMINAX JOKYMEHTOB: TIPOBEPKa
MPaBUIBHOCTH O(hOPMIICHUS, HATHIHS
MPWIOKEHUH, agpecara, COPTHPOBKA I10
ajzipecataM W BHAaM OTIPABJICHUH, COCTABICHUE
OTIHCH pacchUIKA. TpanuIMOHHEIH crIoco0
OTIIPAaBKH JOKYMEHTOB (1o4Toi). OTIpaBKa
JIOKYMEHTOB C TIOMOII[bI0 TeJedoHa, Bakca.
KOHTpOJ'II) HCTIOJIHCHUA JOKYMCHTOB! IIOHATHC,
Ha3HA4YCHUC, BUIBI. HpI/IHHI/IHLI OopraHm3zanuun
KOHTpOoJIL. CPOKH UCTIOTHEHUS: TUTIOBOH,
WHIUBHUAYaTbHBIN. TEeXHOIOTUS BeIEeHUS
KOHTPOJIA. AHaJ'II/IS HCIIOJIHCHUA TOKYMEHTOB B
YIpEeKICHUH.

B3anMocBs3b peructpanun JOKYMEHTOB H
WHPOPMAMOHHO-CIIPABOYHON paOOTHI.
Opraam3anus paboTHI ¢ TOMOIIBIO CIIPAaBOYHBIX
KapTOYeK.

14

18

IIK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.

JIp.a

Tema 6. Opranuzauus ONepaTUBHOTO XpaHEHHUS
JIOKyMeHTOB. POpMHpOBaHUE JIEII.

Homenknatypa  gem:  NOHATHE.  3HA4yeHUE
HOMEHKJATypbl ~ Ael  JUld  KIacCH(pHUKALUH
JIOKYMEHTOB, OINEPAaTHBHOTO XPAaHEHHUS U HX Ipexd
apXUBHOH NOATOTOBKU. Buabl HOMEHKIIATyp Aell.
ITopsinok COCTaBJICHUS, odopmIieHus,
YTBEPXKIACHUS U  TPUMEHEHUS  KOHKPETHOM
HOMEeHKJaTypsl fen. [Tlopsaok ¢dopMupoBanus aei.
Opranu3anust XpaHeHUs! UCIIOJTHEHHBIX
JoKkyMeHTOB. OCHOBHBIE TpeOOBaHMUS
HOPMAaTUBHBIX JOKYMEHTOB, PETIIaMEHTUPYIOLINX
JIaHHBIH 3TaIl IOKYMEHTO000poTa.
OTBETCTBEHHOCTD 32 COXPAHHOCTH JOKYMEHTOB.

14

16

IK -5.1.

IK-5.2.

MK-5.1. 3-1.
IK-5.1. V-1.

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

I'p.o.
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Tema 7. [loaroToBKa 1OKyMEHTOB K
HOCJIeTyIOLIeH TTepeaady JOKYMEHTOB B apXUB
WA Ha YHIYITO)KCHHE.

OCHOBHBIE 3Talbl Iepeladn JOKYMEHTOB B apXHB
WA Ha YHHYITOKEHHUE: ITOITOTOBUTEIEHBIN
(ob6ocHOBaHME BEIOOpA CIIOCOOA COXPAaHEHUS WITH
YHHYTOXCHUS ITyTeM TIPOBEICHUS SKCIIEPTHU3BI
[IEHHOCTHU JIOKyMEHTOB), OCHOBHOH (ITOATOTOBKA
JIeT1 ISl TIepeiady B apXUB), 3aBEPILAFOLTHIA
(mepenaya B apXuB WIN YHHUYTOKEHHUE).
OKkcnepTr3a HEHHOCTH JOKYMEHTOB: MTOHSTHE,
Ha3HaueHue. [IpuHIMITBI 1 KpUTEpUH
oIpezieIeHus Hay4YHOH, HCTOPHYECKOH U
MPaKTUIECKON EHHOCTH JOKYMEHTOB.
DKcImepTHRIE KOMUACCHH, MX (DYHKIINH, IIPaBa.
Oransl npoBeeHus dKcepTH3sl. OdopmireHne
pe3yabpTaToB SKCHEpPTH3Hl. CPOKH XpaHSHHS
JIOKyMeHTOB. [lepednn JOKyMEHTOB C yKa3aHHEM
CPOKOB XpaHCHHS, NX BUIBI, HA3HAYCHHE, CXEMBI
noctpoenus. [Tlopsok nepenauu qen B apXuB HIIH
YHUYTOXKCHUA TOKYMCHTOB.

TpeboBanust K 0POPMIICHHIO €T IIOCTOSIHHOTO,
BPEMCHHOT'O CPOKOB XpaHCHHUA U 1O JINYHOMY
coctaBy. [IpaBuia ohOpMIIEHUS M COCTABIICHHS
onucu aein. [lopsaok nepenayu aen B apxus.
ApXuB: IOHATHE, HA3HAYCHUE. BB apXHUBOB:
rOCyapCTBEHHEIC, BEIOMCTBEHHBIE,
00BeTMHEHHBIC BEIOMCTBEHHBIC, 00bEINHCHHEIC
ME)KBEJJOMCTBCHHBIC TI0 IMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIHHEIH,
TOCYJTapCTBEHHBIN.

10

IIK -5.1.

IK-5.2.

IK-5.1. 3-1.
IK-5.1. V-1

IK-5.2. 3-1.
[K-5.2. V-1.

0.I'p.

Koucynomayus nepeo sxzamenom (K3)

Koumaxmnasi paboma no npomesncymounou
ammecmayuu 8 nepuood K3. ceccuu / ceccuu
3aounuxos (Kammox)

Camocmosmenvras paboma 6 nepuoo 9K3.
ceccuu (CPax)

32/-

32

Hmozo

12

12

116/4

144

Dopmul yueOHbIX 3a0AHUT HA AYOUMOPHBIX 3AHAMUAX:

Onpoc (0.)

I'pynnosas ouckyccus (I'p.o.)
Dopmovl meKkyue2o KOHmMponA:

Tecm (T.)

Koumponwuvie pabomut (K/p)

Dopmut 3a0anuii 0na meopueckozo peiimunza: Icce (0.)
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I1l. YYHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHMUME JUCIUITJINHbI

PEKOMEHAYEMAS JIUTEPATYPA

OcHoBHas JuTepaTypa:

1. 'anuera, H. B. JlokymeHTanmonHoe obecrnieuenue ynpasienus : yaeOnuk / H. B. I'anuena, XK.
K. I'anmues. - Mocksa : Uzna. [Jlom HUTY «MHCuCx», 2021. - 188 c. - ISBN 978-5-907227-50-7. -
Tekcer : anexTponHbIid. — Pexxum nocryna: https://znanium.ru/read?id=420654

2. beikoBa, T. A. JlokymMmeHTallMOHHOE OOeCIIeYeHUE yIPaBIICHHs (JIETOMPOU3BOJICTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6ur. pea. T. B. Ky3neunoBoii.
— 2-e u3M., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlon. maTtepuainbl
[DnexTpoHHBIi pecypc]. — (Briciiee oopasoBanme: bakanaspuar). - ISBN 978-5-16-004805-5.
- Tekct : anekTpoHHbBIN. — Peskum mocryma: https://znanium.ru/read?id=437674

3. Kupcanosa, M. B. Kypc aenonpon3BoacTBa: JOKYMEHTAIIMOHHOE 00ECIIeUeHUE YIPaBICHHS :
yuebHoe nocobue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ u3f., ucrp. u nom. — Mocksa :
NH®PA-M, 2020. — 257 c. + Hdomn. marepuaybl [DIeKTpoHHBIN pecypc]. — (Bricuiee
obpazoBanue: bakanaBpuat). - ISBN 978-5-16-006789-6. - Tekcr : aneKTpoHHBIH. — Pexum
noctyna: https://znanium.ru/read?id=358180

JlonoJiHUTeILHASA JINTEpPaTypa:

1. ApacnanoBa, B. A. JlokymentaunonHoe obecriedyenue ynpasienus / B. A. Apacnanosa. -
Mocksa : Jlupexr-Menua, 2020. - 265 c. - ISBN 978-5-4499-1454-5. - TekcT : 37eKTPOHHBIN. - —
Pesxxum poctyna: https://znanium.ru/read?id=425973

2. beikoBa, T. A. JloKyMEHTallMOHHOE OOECIIEYCHHWE YIPABICHHUS HETOCYAapCTBEHHBIX
opranuzanuii : yueonoe nocobue / T. A. beikoBa, JI. B. Cankuna. — 2-e uzn., nepepab. u J01.
— Mocksa : UHOPA-M, 2020. — 302 c. + Jlon. matepuansl [DIEKTPOHHBIN pecypc]. —
(Boiciiee obpaszoBanue: bakanaspuar). - ISBN 978-5-16-010379-2. - TekcT : 31€KTpOHHBIN. —
Pexxum nmoctyna: https://znanium.ru/read?id=355409

3. JlaBpentheBa, M. I'. JlokymMeHTallMOHHOE OOecTeueHne KaJpOBOW AESITENLHOCTH B cdepe
UHAYCTPUU TOCTETIPUUMCTBA: MpakTUKyM : ydeOHoe mnocobue / M.I. JlaBpenTtwheBa, A.B.
MoskaeB; moa pea. KaHm. UCT. Hayk, foil. H.I'. MoxaeBoii. — Mocksa : UHOPA-M, 2022. — 99
c. — (Bricmiee oOpa3oBaHue: bakanaspwuar). — DOl
10.12737/textbook_5923d72ab18433.20521839. - ISBN 978-5-16-011901-4. - Tekcr
SIIEKTPOHHBIN. — Pesxum noctyma: https://znanium.ru/read?id=378487

HopmaTuBHO-IpaBOBbIE TOKYMEHTHI:

1. I'paxnanckuii koaekc Poccuiickoit denepannu (yacts 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=715313B1F6586 DAF522715F61C61C
CF0&reg=doc&base=L AW&n=320455&REFFIELD=134&REFDST=1000000007&REF
DOC=340325&REFBASE=L AW &stat=refcode%3D16876%3Bindex%3D11#58951z0y
m94

3. Tpynoroii kogeke Poccuiickoit @eneparuu. ot 30.12.2001 N 197-®3 (pen. ot
24.04.2020)
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=2561419630665840354054181
7&cacheid=9DESC80DBBBC4AAA11BF68FIF87EC849&mode=splus&base=L AW&n
=351274&rnd=0.3662321453604922#1mmx856akzw

4. Hanorossiii kogekc Poccuiickoit @enepanuu. Yacts (wacts nepsasi)” ot 31.07.1998 N
146-®3 (pexa. ot 01.04.2020)
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https://znanium.ru/read?id=420654
https://znanium.ru/read?id=437674
https://znanium.ru/read?id=358180
https://znanium.ru/read?id=425973
https://znanium.ru/read?id=355409
https://znanium.ru/read?id=378487
http://www.consultant.ru/cons/cgi/online.cgi?rnd=715313B1F6586DAF522715F61C61CCF0&req=doc&base=LAW&n=320455&REFFIELD=134&REFDST=1000000007&REFDOC=340325&REFBASE=LAW&stat=refcode%3D16876%3Bindex%3D11#58q51z0ym94
http://www.consultant.ru/cons/cgi/online.cgi?rnd=715313B1F6586DAF522715F61C61CCF0&req=doc&base=LAW&n=320455&REFFIELD=134&REFDST=1000000007&REFDOC=340325&REFBASE=LAW&stat=refcode%3D16876%3Bindex%3D11#58q51z0ym94
http://www.consultant.ru/cons/cgi/online.cgi?rnd=715313B1F6586DAF522715F61C61CCF0&req=doc&base=LAW&n=320455&REFFIELD=134&REFDST=1000000007&REFDOC=340325&REFBASE=LAW&stat=refcode%3D16876%3Bindex%3D11#58q51z0ym94
http://www.consultant.ru/cons/cgi/online.cgi?rnd=715313B1F6586DAF522715F61C61CCF0&req=doc&base=LAW&n=320455&REFFIELD=134&REFDST=1000000007&REFDOC=340325&REFBASE=LAW&stat=refcode%3D16876%3Bindex%3D11#58q51z0ym94
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=25614196306658403540541817&cacheid=9DE8C80DBBBC4AAA11BF68F9F87EC849&mode=splus&base=LAW&n=351274&rnd=0.3662321453604922#1mmx856akzw
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=25614196306658403540541817&cacheid=9DE8C80DBBBC4AAA11BF68F9F87EC849&mode=splus&base=LAW&n=351274&rnd=0.3662321453604922#1mmx856akzw
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=25614196306658403540541817&cacheid=9DE8C80DBBBC4AAA11BF68F9F87EC849&mode=splus&base=LAW&n=351274&rnd=0.3662321453604922#1mmx856akzw

http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=1648529118040879004103054
67&cacheid=E3C4BAA49EAT792DIEA7TFBAC64CA9783&mode=splus&base=L AW&n
=334660&rnd=0.3662321453604922#21vjthtx1rm

5. @enepanbHblil 3akoH «O0 aKIMOHEPHBIX 00mIecTBax » OT 26.12.1995 No 208-D3 (B pex.
or 03.07.2016 Ne343-®3). Ilpunsr [ocymapcrBennout Hdymoit 24.11.1995. // CIIC:
Koncynbrant miroc. - http://www.consultant.ru/document/cons_doc LAW_8743/
Kapra o0GecrieyeHHOCTH JUCUUIUIMHBI YYeOHBIMU W3aHUSAMU U MHBIMUA WH(POPMALIMOHHO-

OMOJIMOTEYHBIMH PECYpCaMHM MPECTABICHA B IPUIIOKEHUH 1.

INEPEYEHb NTHO®OPMALINOHHO-CITPABOYHbBIX CUCTEM

1. Uadopmannonno-npaosoii mopran «KoucymnsrantlLiocy http://www.consultant.ru

2. Kopmexkcel u 3akoHbl P® - mpaBoBas CHpaBOYHO-KOHCYJIbTAIIMOHHAS CHUCTEMA
http://kodeks.systecs.ru

3. CnpaBouHo-tipaBoBasi cuctema «["apant» http://www.garant.ru/
4. WudopmarmoHHo-1ipaBoBas cucreMa «3aKOHOIATEITLCTBO Poccuny
http://pravo.gov.ru/ips/
INEPEYEHD 3JIEKTPOHHO-OBPA3OBATEJIBHBIX PECYPCOB
1. 3BC «MH®PA—-M» http://znanium.com
Hayunas snexktponnas 6ubnuoreka elibrary.ru https://elibrary.ru/
3bC BOOK.ru http://www.book.ru
OBC «Jlanb» https://e.lanbook.com/
YHauBepcurerckas 6ubnmoreka online http://biblioclub.ru/
3BC «Grebennikon» https://grebennikon.ru/

ook wn

IHNEPEYEHDb TIPO®ECCHUOHAJIBHBIX BA3 TIAHHBIX
1. baza nannsix PATENTSCOPE https://patentscope.wipo.int/search/ru/search.jsf
2. Cranpmaptsl u periamenTsl (DeaepanibHOE areHTCTBO 10 TEXHUYESCKOMY
peryaupoBaHuto U Merposiioruu Poccranmapr) http://www.gost.ru

3. Poccuiickuii apXuB TOCYAapCTBEHHBIX CTaHAAPTOB, CTPOUTEIBFHBIX HOPM H ITPABHI
(PAT'C) http://www.rags.ru/gosts/2874/

IHEPEYEHDb PECYPCOB NHPOPMAIIMOHHO-
TEJEKOMMYHUKAIIMOHHON CETU "WHTEPHET", HEOBXO/JIUMbIX
VIS OCBOEHUA TN CHHUTIJIINHBI

1. http://www.uisrussia.msu.ru/ - yauepcurerckas uaopmaimontas cuctema POCCHUSA

2. http://cyberleninka.ru/ - nay4nas snekrponHas oudnnorexa «KnodepJlennakay

3. http://www.eup.ru - HayuHO-00pa30BaTeNbHBI MOPTaT «DKOHOMHKA M YIpaBlICHHE Ha
NpeAnpUATHIX». BHOIMoTeKa YKOHOMUYECKOW M YIIPaBIeHYECKOH JIUTEPATyphI

4. http://www.economicus.ru — o6pa3oBaresibHO-CIIPABOYHBIN CANT O IKOHOMHKE

5. http://www.cfin.ru - bBubnmoreka ynpasneHus

6. https://eios.reakf.ru/ - KommeroTepHas moanepikka yaeOHo# aesTenbHOCTH KpacHomapckoro
¢wimana POY um. I'.B. IInexanosa

NEPEYEHDb NHOOPMALIMOHHBIX TEXHOJIOT UM,
NCHOJIB3YEMBLIX ITPH OCYHECTBJIEHUHN OBPA3OBATEJIBHOI'O
HPOLHECCA o JANCIHUIIJIMHE, BKJ/IIOYASA HEPEYEHDb

IMPOI'PAMMHOI'O OBECITEYEHUA
1. OC Windows XP PRO
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http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=164852911804087900410305467&cacheid=E3C4BAA49EA7792D9E47F8AC64CA9783&mode=splus&base=LAW&n=334660&rnd=0.3662321453604922#21vjthtx1rm
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=164852911804087900410305467&cacheid=E3C4BAA49EA7792D9E47F8AC64CA9783&mode=splus&base=LAW&n=334660&rnd=0.3662321453604922#21vjthtx1rm
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=164852911804087900410305467&cacheid=E3C4BAA49EA7792D9E47F8AC64CA9783&mode=splus&base=LAW&n=334660&rnd=0.3662321453604922#21vjthtx1rm
http://www.consultant.ru/document/cons_doc_LAW_8743/
http://kodeks.systecs.ru/
http://www.garant.ru/
http://pravo.gov.ru/ips/
https://patentscope.wipo.int/search/ru/search.jsf
http://www.gost.ru/
http://www.rags.ru/gosts/2874/
http://www.rags.ru/gosts/2874/
http://www.uisrussia.msu.ru/
http://cyberleninka.ru/
http://www.eup.ru/
http://economicus.ru/
http://www.cfin.ru/

2. Office Professional Plus 2007 Rus OLP NL AE (Microsoft Word, Microsoft Excel,
Microsoft Access, Microsoft PowerPoint, Microsoft Publisher)
3. Anrtuupychas nporpamma Kacnepckoro Kaspersky Endpoint Securrity muis 6usneca-

Pacmupennsiii Rus Edition

4. Tlporpammuoe obecrieuenue no smrenzun GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JTUCIHUIIJIMHbI

Hucuunnuna «JlokymeHTalmoHHOE O00€CleueHue YIPABICHUS TMPEAIPUATUN pPECTOPAHHO-

TOCTHHHUYHOTO OM3Heca» odecIieueHa:
AJIA IIPOBCACHU A 3aHATHHI JCKIIMOHHOI'O THUIIA:

— y4eOHOH aynuTopueit, 000pyI0BaHHOM y4eOHON MeOEIbI0, MYJIbTHMEIMHHBIMH
CpeAcTBaMu O0YYCHUS ISl IEMOHCTPAIUH JICKIHI-TTPE3CHTAIHIH;
JUIsl TIPOBE/ICHUSI 3aHATHIH CEMHUHAPCKOTO TUIA (npakmuyeckue 3aHamusi);
— y4eOHOU ayauTopueii, 000pyI0BaHHOM y4eOHOM MEOCIIbIO M TEXHUYECKUMHU CPEICTBAMHU
00y4YeHHMSI, CITY>KAIIUMHU JIJIS IPEJICTABICHUST Y4eOHOW MHPOPMAIIUY:

JUIsl CAMOCTOSITENIbHON PabOThI;

— TMOMEIIEHUEM JJIsi CAMOCTOSITEIILHON pa0OThI, OCHAIEHHBIM KOMITBIOTEPHOW TEXHUKOM C
BO3MOXKHOCTBIO TIOAKIIIOUYCHHS K ceTH «MHTEpHET» U 00ecreueHueM OCTyIa K
AIICKTPOHHON MH(OPMAIMOHHO-00pa30BaTEIbHOM Cpe/ic YHUBEPCUTETA.

IV. METOANYECKHUE YKA3ZAHUSA 1JIAA OBYUYAIOLLIUXCA 11O
OCBOEHMUIO IUCIUITJIMHBI

> MGTOZII/IIIGCKI/IC PEKOMCHAAIWH 110 OpraHu3aliy U BBIITIOJHCHUIO BHCaYIlHTOpHOI;'I

CaMOCTOSITEIbHOM pa6OTBI.

» Meronuveckne peKOMEHIAIMH 110 HATMCAHUIO pedepaTa U JOKIaI0B.

V. METOAUYECKHUE MATEPHAJIBL, ONPEAE/ISIIOIIUE ITPOUEIYPbI
OINEHUBAHMUS 3HAHUU U YMEHUU, XAPAKTEPU3YIOLUX DTAIIbI
®OPMUPOBAHUA KOMIIETEHIIUNA

Pesynbrarthl TeKymiero KOHTPOJST W TMPOMEKYTOYHOM arTecTaluu  (HOpPMHUPYIOT
PEUTHHTOBYIO OIICHKY paboThl oOywaromierocs. Pacnpenenenue OawioB mpu (HOpMHUPOBAHUH
PEUTHHTOBOM OLIEHKH pabOThl OOYy4aromIerocss OCYIIECTBISIETCS B COOTBETCTBHUH C
«ITosoXkEHNEM O PEUTUHTOBOM CHUCTEME OLIEHKH YCIIEBAEMOCTH M Ka4eCTBA 3HAHUMN CTYJECHTOB B

mnmponecce OCBOCHUA JAUCIUITIIMHBI «I[OKYMGHTEIL[I/IOHHOC

NPEeNNpUsITH  PECTOPAHHO-TOCTUHUYHOTO  OU3HEca»

SKOHOMHYECKHM yHUBepcuTeT umenu [.B. [lnexanosay.

o0ecrieyeHue  ympaBJICHUS

denepanbHOM TOCYIapCTBEHHOM
OIO)KETHOM  00pa30BaTEIIbHOM  YUPEXKJIECHHWU  BBICIIETO

obpazoBanusi  «Poccuiickuit

Tabmauma 4

Buas1 patdor

MakcuMaJIbHOE KOJIHYeCTBO

0as10B
BrimonHenne yueOHbIX 3aaHui Ha ayJJUTOPHBIX 3aHITHIX 20
Texyumuit KOHTPOJIb 20
TBopueckuil pedTHHT 20
[TpomexyTouHast aTTecTanus (9K3aMeH) 40
NTOTI'O 100
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B coorBerctBun ¢ llosoxeHueM O pEUTHHIOBOM CUCTEME OLIEHKU YCIIEBAEMOCTH M
KayecTBa 3HAHUN, OOYYalOIIMXCS «IIpenojaBareib Kadeapbl, HEMOCPEACTBEHHO BeIyIIU
3aHATUS CO CTYACHYECKOH TpYNmoi, 00s3aH NMpoMH(GOPMHUPOBATH TPYIIy O paclpeaeieHUn
PEUTHHTOBBIX 0AJUIOB IO BCEM BHJIaM PabOT Ha MEPBOM 3aHATUH y4eOHOTO MOJYJIA (CeMecTpa),
KOJINYECTBE MOAYyJEH Mo y4eOHOW AMCIUIUIMHE, CPOKaxX U (OpMax KOHTPOJIS UX OCBOCHHSA,
dbopMe MPOMEKYTOUHON aTTECTAllMH, CHUKEHUU OaJlJIOB 32 HECBOEBPEMEHHOE BBIIIOJHEHUE
BBIIaHHBIX 3amaHuii. OOydarommecs B TeUeHHE YYeOHOTO MOIyns (ceMecTpa) MOIydaroT
MH(GOPMALIMI0O O TEKYIIeM KOJMYECTBE HAOpaHHBIX IO JUCHMIUIMHE OaJlJIOB Yepe3 JWYHBIN
KaOMHET CTy/IEHTay.

VI. OHEHOYHBIE MATEPHAJIBI JIUIA ITPOBEJAEHUSA TEKYIEI'O
KOHTPOJISI U IPOMEXYTOUYHOM ATTECTAIIUA

OrneHouHble MaTepUalbl MO TUCIHHMIUIMHE pa3paboTaHbl B cooTBeTcTBHM ¢ [lomoxenuem o0
OLICHOYHBIX MaTepuajiax B (peAepalbHOM TOCYJapCTBEHHOM OOJKETHOM 0Opa30BaTeIbHOM
YUpEXKJIEHUHU BBICLIET0 00pa3oBaHus «Poccuiickuil SKOHOMUYECKUN yHUBepcUTET uMmeHu [.B.
IInexanoBay.

Temamuka Kypcoevix pabom/npoexmoas
KypcoBas pabota/mpoexT 1o nuciuiuinae «/lokyMeHTannonHoe obecreueHne yrpaBieHus MpearnpusaTuit

Hepeueub 60NPOCOB K IK3AMEH) .

Howm
€p
ol [IepedyeHp BOIPOCOB K IK3aMEHY
poca
1. Uto nmoHuMaeTcs 1o OpraHu3anuen JOoKyMeHToo0opoTa?
2. ITonaTHE 1TOKYyMEHTOO0OPOTA, €0 KOJIMYECTBEHHBIE U KaUYeCTBEHHbIE

XapPAKTEPUCTUKH.

Mecto u POJIb JOKYMCHTOB B YIIPABJICHUH Ha COBPCMCHHOM 3TallC.

QDYHKIINN JEI0NPOU3BOJCTBA.

CocraB HOpMaTUBHO-MeToanueckoi 6assl JIOY.

ITonsTie OpraHru3allMOHHBIX TOKYMCHTOB

Crannaptuzanus 1 yHudukanus cucrems! JJOVY.

3
4
5
6. Y10 moHUMAaETCS noJa JOKYMCHTAIMOHHBIM O6GCHC‘I6HI/ICM ynpaBHeHI/ISI?
5
8
9

Ob1epoccuiickue KiaacCuPUKaTOpbl JOKYMEHTAIUH.

10. FOCy,I[apCTBCHHaH CUCTCMA JOKYMCHTAIITMOHHOTI'O obecneueHus YIIpaBJICHUS.

11. | bnaHku TOKyMEHTOB U TpeOOBaHHUS K HUM.

12. | Crpykrypa noxymeHnTa. TpeboBanus k oopmiieHuto jokymeHToB o 'OCT

P 6.30-2003.

13. | [IpaBuna opopmiieHus pexBusuta "anpec”, "nara", "unmexc", "Buza",
"3aroyioBok", "moanuce".

14. | C xakoii enpro pa3padaThIBAIOTCS HHCTPYKIIUH T10 ACIIOMPOU3BOCTBY, YTO
B HUX HEOOXO0JIMMO PEAYCMOTPETH?

15. | Cucrema oprann3allMOHHON JOKYMEHTAIIHH.

16. | Cucrema pacropsauTeabHON TOKyMEHTAIINH.

17. | JlaiiTe onpeneneHue TepMuHa "pacnopsIuTeNIbHbIE TOKYMEHTHI'.

18. | HazoBuTe BUABI pacIOpSIIUTENLHBIX TOKYMEHTOB.

19. Buasl 1 Ha3HaYEHNE TUYHBIX JOKYMCHTOB.
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20.

JlaiiTe onpeneneHyue TepMuHa ""opraHu3alMOHHBIE TOKYMEHTHI .

21. | HazoBuTe BBl OPraHU3AIIMOHHBIX JOKYMEHTOB.

22. | Cucrema nH(GOPMAITMOHHO-CIIPABOYHON JIOKYMEHTAIIUH.

23. | Ciy)xeOHasi mepenucka Ha MPEANPHUITHN.

24. | IlpaBmia ohopmIIeHHS CIIYKEOHOTO IMHChMa.

25. | CTpyKTypa AeJI0BbIX 1 KOMMEPYECKHX IHCEM.

26. | Kiaccuduxanus 1enoBbIX 1 KOMMEPYECKHX IHCEM.

27. | TloHsiTve ¥ NPUHLMIBI OPraHU3aMK JOKYMEHTO000pOTa.

28. | O6paboTKa BXOAAIINX JOKYMEHTOB.

29. O6paboTKa UCXOSIINX JOKYMEHTOB.

30. BHyTpeHHHE JOKYMEHTBI OpraHu3aluy.

31. | YkaxuTe TeXHOJOTHYECKYIO I10CIe10BaTEIbHOCTh 3TAOB PabOThI C
BXOJSIIIIMMH TOKYMEHTAMHU.

32. | Uro Takoe HOMEHKJIATypa Jiell, ¢ KaKOH 11eIbI0 pa3padaThIBAIOTCS TUIIOBHIE
HOMEHKJIATyphbI J1ei1?

33. | Pabora c nuceMamu 1 0OpaIIeHUsIMU TPAXK/IaH.

34. | IlpuBeauTe npuMepsl perucTpalvu JOKyMEHTOB.

35. | CocraBieHHEe HOMCHKJIATYPHI JICI.

36. | ®opmupoBanue u 0hopMIICHUE JEIT.

37. | llogroroBka u nepejada JOKyMEHTOB Ha apXMBHOE XpaHEHHUE.

38. | YUro Takoe KOH(UIECHIIMATBHBIN JOKYMEHT?

39. | Opranu3zanus paboTsl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K
rOCyJapCTBEHHOM TaliHe.

40. | YkaxxuTe 0COOCHHOCTH BeJIeHHs J1eJIONPOU3BOJICTBA, 00ECIIEUUBAIOLIETO
YUYeT U COXPAaHHOCTh KOH(UICHINAIbHON HH(POPMALIUU U TOKYMEHTOB.

41 TunoBble OpraHu3alMOHHbIE CTPYKTYPBI CIIY>KObI 1€JI0IPOU3BOJICTBA

42 YcnoBust Tpya pabOTHUKOB CITYXKOBI IEIOPOU3BOJICTBA

43 | KoMIbploTepHbIE TEXHOJIOTHH B JIEIONIPOU3BOICTBE

44 ObecrnieyeHre COXpaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM popme

45 YcTaB Kak OCHOBHOM OpraHHU3allMOHHBIA JOKYMEHT.

46 | CrannaptHble (pa3bl U BEIPRKEHUS JIEIOBBIX 1 KOMMEPYECKUX MHCEM.

47 | IlpoxoxaeHne HCXOSIUX U BHYTPEHHHUX JIOKYMEHTOB.

48 OCOOEHHOCTH SI3bIKA U CTUJISI CIYKEOHBIX TOKYMEHTOB.

49 | PexBU3UTHI MEKAYHAPOIHOTO TUChMa. OCHOBHBIE PEKOMEH AN TI0
COCTABJICHUIO TEKCTOB MEXKIYHAPOIHBIX THUCEM.

50 | Yro onpexnensier GopMyIsip JOKYMEHTA M YeM OTIUYaeTcsi popMyIisip
JOKYMEHTa OT Gopmyiisipa-obpasna?

o1 HazoBute ocHOBHBIE Ipynibl GYHKIUH JOKyMEHTA. YeM XapakTepu3yer
KOKIYIO rpynmy?

52 UYrto 00ycraBIMBaET IOPUIMUECKYIO CHITY OHUIIMATIBHOTO JOKyMEHTa?

53 | OyHKIMHA OCHOBHBIX NOJPA3ICIICHUI CITYKOBI JOKYMEHTAIHOHHOTO
o0ecreyeHus yrpaBieHHsl.

54 ABTOMaTH3UPOBAHHbIE TEXHOJIOTHH 00pabOTKH TOKYMEHTOB U UX BIIHMSHHE
Ha CUCTEMY JIeJIONPOM3BOJICTBA KOHKPETHOM OpraHu3allny.

55 CrnipaBouHO-HH(OPMAIIMOHHBIE JOKYMEHTHI.

56 | CtpyKkTypa 1 conepkaHue KaJpoBoi JoKyMeHTaluu. OpraHn3aluoHHO-
KaJJpOBBIC JIOKYMEHTHI.

57 OCHOBHBIE acIIeKThl KYJIbTYpHI J€JI0BOH peyn.

58 | CrangapTu3zanus s3bIKa JOKyMeHTa. SI3bIKOBBIE TPpeOOBaHUS K OPOPMIICHHIO

PEKBU3HUTOB JOKYMCHTA.
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59 Tunuyabie OMMOKYU B S3bIKE M CTHIIC JJOKYMEHTOB.

60 | SA3piKkOBOE OOpMIICHHE JIUYHBIX JOKYMEHTOB.

61 WNHCTpyKIus 110 TeTOTPOU3BOICTBY
62 [TonsaTtus: nHGOPMAI «TOKYMEHT», «TOKYMEHTHPOBAHUE).
63 CBs13b HHGOPMAITH U TOKYMEHTA.

64 Oyukiuu qokymenTa. Opuandeckas cuia TOKyMEHTa.

65 Posibp JOKYMEHTOB B peanu3alyy yIpaBIeHYECKUX PEIICHUN U JCHCTBUM.

66 [Momymmuanky 1 konuu. Bunbl konui. [Topsnok odopmiieHust Komuit
JIOKYMEHTOB.

67 PekBu3NTHI ynpaBaeHYECKUX JOKYMEHTOB.

68 PexBHU3HUT «HaMMEHOBaHHME OPTaHU3AIUH - aBTOPA JOKYMEHTA», TPEOOBaHHS
K HEMY.

69 | PekBu3UT «aapecaty, ero 3HaYCHUE U COBPEMEHHBIC TPeOOBaHUS K
0(OPMIICHUIO.

70 Hatel B fokymente. TpeGoBaHus K X 0pOpMIICHHUIO; ]aTa KaKk COCTaBHAs
YacTh JPYTHX PEKBU3UTOB.

71 Opranuzannonabie (OpMBI JEIONPOU3BOACTBA. X 3aBUCHMOCTD OT
cienu()MKHA OPTaHU3aMOHHON CTPYKTYPhI YUPEIKICHHUS.

72 TpeboBaHust K CTPYKType U cocTaBy HHGOpPMAIUU.

Tunoevie mecmoevie 3a0anus K IK3AMEHY .

1. K opranu3anoOHHBIM JOKYMEHTaM OTHOCATCH (Ha3BATh HYKHbI¢ BADHMAHTBI):
a) aKThl;

0) ycTaBbl;

B) IITaTHOE PACIUCaHUE;

T') JOJKHOCTHAS! MHCTPYKITHS;

1) OTYETHI;

€) mIchMa.

2.Kakoii 61aHK opraHu3anuy NPUMEHSIOT 1Jis1 0(hopMIIeHHsI MPUKA3A 10 OCHOBHOI
AeATEeJbHOCTH?

a) OJaHK MHUCbMa;

6) 6;1aHK KOHKPETHOTO BHJIA IOKYMEHTA;

B) OJIaHK JOJXKHOCTHOTO JIMIIA.

3. lloanuchIBaeT MPUKa3bl

a) pyKOBOJUTEIb CTPYKTYPHOTO MOJPA3AeICHUS;

0) pyKOBOAMUTENh OPTaHU3AIINY;

B) JIOJKHOCTHOE JINL[O-COCTaBUTEBIIPHKA3a.

4. Kakoii peKkBH3HT 00513aTeJIbHO 0()OPMIISIETCSI IPH BHEIIHEM COIVIACOBAHUM JOKYMEHTA?
a) rpu corlacoBaHus;

0) BU3BI COIJIaCOBaHUS;

B) Irpu¢ OrpaHUYEHUS IOCTYIA K JOKYMEHTY.

5.M3 KakuX Tpex J0KYMEHTONOTOKOB COCTOMT JOKYMEHTO000pOT NpeAnpUusTHs?
a) UCXOJIAIIIETO;

0) BHYTpPEHHETO;

B) MIOCTOSIHHOT'O;

I') IEPEMEHHOTO;

1) CIIy9aitHOTO;

€) BXOJSIIIEro.
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Ilpumepwvr 6onpocoe ona onpoca:

1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K S3BIKY M CTUIIIO YIIPABICHYSCKUX IOKYMEHTOB?

2.Uto coboit npeacTarisieT YcraB opranusanuu? KakoBbl OCHOBHBIE TPeOOBaHHS K €r0
COCTaBIICHUIO U 0(hOpMIICHUIO?

3.Kak odopmuTs [lonoxkenue o6 otnene wim ciy>x0e opraHu3aum?

4. Kak opopMHTh mITaTHOE paciucaHue?

5. Kakue tpeGoBanus NpeabsBIsIOTCS K 0POPMIICHHIO TOTOBOPA, KOHTpaKTa?

6.YTo Takoe MHCTPYKLUS, KAKOBO €€ coaepxkanue u opopmiieHue?

Ilpumepst mem 2pynnoevix ouckyccuii:

1 CpaBHEHHE UCTOPUUECKUX NIEPUOIOB B PA3BUTUU POCCUICKOTO J1E€I0IPOU3BO/ICTBA.

2 AHayni3 COBETCKOTO MEPHOAA B PA3BUTUU JI€IOIPOU3BOJICTBA.

3 Pa3paboTtka 01aHKOB IOKYMEHTOB JJI1 KOHKPETHON OpraHu3aliH.

4 Pacuyer uncnenHocTy ciyxo0b1 JJOY.

5 Pazpabotka yHuumpoBaHHbIX (opM TOKyMEHTOB B cpee Microsoft Word.

6 Pazpaborka mabioHOB [uid OG(OPMIIEHUS OPraHU3allMOHHOM JJOKyMEHTaIuH
KOHKPETHOU opranu3anuu B cpeae Microsoft Word.

7 Peructpanus BXOAALIEH U UCXOAIIEH KOPPECTIOHCHILIUH.

IIpumepvl munoegvix 3a0anuil 011 KOHMPOJIbHOU PAOOMbL:

1./laTb TONIKOBaHME CIOBAaM, COCTAaBUTh C HUMHU IIPEIIIOKEHUSI.
IIpoTokou, OoTYeT, 1e10BOE NUCbMO, aKT, peKIaMaus, GaKTOPUHT.
2.Haiiti ommOKu B IPEUIOKEHUSIX, 3aIMCATh MPABHIIBHO:

a. Mp1 IIUPOKO I'OTOBUJIMCH OTIIPA3aAHOBATDH F00MIeH Halllel KOMIIAaHHH.
0. S1 manexo emie He UCIO0Ib30Bajl BO3MOXKHOCTH HOBOT'O METoJa.
B. CTOJ'IHp CAciall OTOT CTOJI U3 Z[}/'6a C YCTBIPbMS HOXKKaMH.

3.J106aBUTEL CYIIECTBUTEIbHBIE K TPEUIOraM W MPEAJIOKHBIM COYETAHUSM, COCTAaBUTh 2-3
MPEJIOKEHHUS C HEKOTOPBIMU U3 HUX:

B cBs3u ¢, mo mnpuuuHE, BCIEACTBHE, KacaTelbHO, HE3aBHCHMO OT, B ICNIAX, B
OTHOIICHUH.
4. CocTaBuTh MPUKA3; TUCHMO-3aIPOC.

Temamuka 3cce:

1. HopmaruBHas ocHOBa mpolecca JOKYMEHTUPOBAHUS YIIPABICHUS IEPCOHAIIOM.

2. OpraHu3alMOHHbIE KaJIpOBbIE JOKYMEHTBI: COCTaB, COJIep>KaHHe, OPSIOK MOATOTOBKU U
odopmITeHHUs.

3. JlomxHOCTHAs MHCTPYKIUS KaK OpraHU3allMOHHbIN KaJIpOBbI JOKYMEHT.

[TonoxxeHue 0 CTPYKTYpHOM MOAPA3AELICHUN KaK OPraHU3allMOHHBINA KaJpOBbIN

JIOKYMEHT.

JIokymMeHTHpOBaHHUE MPOLECCa YBOJIBHEHUS COTPYIHUKOB.

JIoKyMEeHTHPOBaHUE MPOLEecca OTKOMAHIUPOBAHMS IIEPCOHAIA.

CocraB 1 BUIBI KaIpOBOM TOKYMEHTALIUH.

AyTcopcHHT U ayTcTagUHT IEpCOHaNa: MPAKTUKA IpUMEHEeHUs. JJokyMeHTHpOBaHue

Ipolecca MpeJoCTABICHUS OTITYCKOB.

B

NGO

TunoBasi CTpyKTypa 3K3aMeHALMOHHOT0 OMJIeTa
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Haumenosanue OUECHOUHO020 mamepuaia

Maxcumanvnoe
Koauuecmaeo 0anioe

Bonpoc 1 16
Bonpoc 2 16
Tecmoesnie 3a0anus 8

Iloxka3aTenu u KPUTECPHUH OHCHUBAHUA IVIAHUPYEMBIX PE3yJabTaTOB OCBOCHUS
KOMl'leTeH]_lI/Iﬁ H peE3yJabTaToOB oﬁyquml, InmKaJga OoncHuBaHUA

85—
100
0aJ10B

Tabnuma 5
HWupuxarop Yposenb
IIkayia oneHMBaAHUSA PopmupyembIe JOCTHAKEHUS Kpurepuu OCBOCHITH
KOMIIeTeHIIUH OLlCHUBAHUS KOMIIeTeHIH
KOMIIeTeHIIUH i
I1K5- Opranusanus 3HaeT BepHO U B IIpoaBUHYTHI
TpyJa nepcoHaja MOJIHOM O00BLeMe: )7 |
METOBI y4eTa U
AHaIM3a IoKa3aTelei 1o
TpyZy W oIiare Tpyna;
CHCTEMBI, METOZIBI U
MK-5.1 AHanu3((hopMBI MaTepHAIBHOTO
[YCTICIITHBIX M HEMaTepHaIbHOTO
KOPHOPAaTHBHBIX CTUMYJIHPOBAHUS TPyIa
MPaKTHK TMOIEPCOHANIA OCHOBBI
OpraHu3aIuu [TEXHOJIOTUHI
HOPMHMPOBAHUS  TPYIANPOU3BOACTBA U
s Pa3IUYHBIX|[IEATEIEHOCTH
KaTeropuil MepcoHaa,0praHu3aluu
ocobeHHOCTEH 'Ymeer BepHO U B
MPOU3BOJICTBA H[I0JIHOM 00beMe:
NesaTeIbHOCTH BHEJIPATH METO/BI
OpTaHHU3aIIN [pPaMoOHAIBHOM

«OTJINYHO»

OpTraHM3aliy TPYAA;
[pa3pabaThIBaTh U
0opMIIATE TOKYMEHTHI
110 HaIPaBJICHUIO
esITeIbHOCTH

[K-5.2 OmnpenencHue
B dEeKTHBHOCTH
[paboTHI CHCTEMBI
OopraHu3anuu Tpyna u
HOPMHPOBAaHUS  TPYIa
Ha paboYnx MecTax.

3HaeT BEpHO U B
MOJITHOM 00beme:
OCHOBBEI
IMoKyMeHTOOOOpOTa U]
IMOKYMEHTAI[HOHHOTO
00CCIICUCHMUS;
KaJpOBYIO TMOJIUTHKY U
CTpATETHIO
OpraHu3aIuu

'YMeeT BepHO U B
MoJIHOM o0BbeMe:
AHAJTU3UPOBATH
phdexkTHBHOCTL pabOThI
CUCTEMbBI OpraHUu3alnu
Tpyzla mepcoHaia u
HOPMHUPOBAHUS TPYya

Ha pa60q1/1x MECTax
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70 -84
0aJL1I0B

«X0poIio»

[K5- Opranusanus
TpyAa mepcoHaja

MK-5.1
[yCTIEIIHBIX
KOPHOPATHBHBIX
MPaKTHK
OpTaHHU3aIIN
HOPMHPOBAaHUS  TPYAQ
st Pas3INIHBIX
KaTeropuil IepcoHaa,
0cobeHHOCTEH
MPOU3BOJICTBA "
nesITeIbHOCTH
OpraHu3aIuu

Ananms|

10|

3Haer ¢
He3HAYHUTEJIbHBIMHI
3aMeYaHUIMHU:
METOJIBI y4eTa u
aHaIM3a IMoKa3aTeeH 10
TpyIly U OIIaTe TPYya;
CHCTEMBI, METOJIbI U
(hopMBI MaTEpPHATHLHOTO
1 HEMaTEepUATbHOTO
CTUMYJUPOBAHUS TPy
mepcoHana OCHOBBI
TEXHOJIOTUH
MPOU3BOJICTBA H
IeSITEMbHOCTH
OpraHU3aINN

YMmeer ¢
He3HAYUTEJIbHBIMHA
3aMeYaHUSIMHU:
BHCI[pSITI:- METOAbI
[pallMOHAJIbHO M
OpraHu3aliy TPyJa;
[pa3pabaThIBaTh U
0QOPMIIATH JOKYMEHTHI
[0 HANpaBJICHUIO

eI TeIbHOCTH

IloBbINIEHHD]

H

[IK-5.2 OmnpenencHue
3 PEKTHBHOCTH
paboThI CHCTEMBI
OpraHM3aliy Tpyjaa 1
HOPMHUPOBAHUS TPyIa
Ha pabounx MecTax.

3Haer ¢
He3HAYUTEILHBIMHI
3aMeYaHUSIMU:
OCHOBBEI
IMoKyMeHTOOO0OpOTa U]
ITOKYMEHTAI[HOHHOTO
00CCIICUCHMUS;
KaJIpOBYIO IOJHUTUKY ||
CTpaTeruio
OpraHu3aluu

'Ymeer ¢
He3HAYUTEJILHBIMU
BaMeYaHUsSIMU:
AHATM3UPOBATH
phdexkTHBHOCTL pabOThI
CHUCTEMbI OpraHU3alNH
Tpylla nepcoHaia u
HOPMHPOBaHUS TPYyIa
Ha paboYnx MecTax

50 -69
0aJ1710B

«YAOBJIETBOPHUTEJIBHO»

[MK5- Opranuszanus
Tpyaa mepcoHasna

IMK-5.1
[YCTICIIIHBIX

Ananus|

3HaeT Ha 6a30BOM
YPOBHE, ¢ OLUMOKAMU:

IKOPIIOPATUBHBIX

ba3oBbIii

IMCTOJIbI y4€Ta U
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MPaKTHK o
OpraHHu3alin
HOPMHpPOBaHUS  TPYyAa
st Pas3INIHBIX
KaTeropui IepcoHana,
ocoOeHHOCTEH
MPOU3BOJICTBA u
NeATeTbHOCTH
OpTaHHU3aIIA

AHaIM3a IoKa3aTesei 1o
TpyZLy U oIiaTe Tpyna;
CHCTEMBI, METOIBI U
(hopMBI MaTEpHATIHLHOTO
M HEeMaTepHaJIbHOTO
CTUMYJIHPOBAaHHA TPy
[epcoHaa OCHOBEI
[TeXHOJIOTUH
MPOU3BOACTBA U

e TeIbHOCTH
OpraHHu3aIiy

'YMeer Ha 6a30BOM
YPOBHe, ¢ OIIUOKAMHU:
BHEJIPSATH METO/BI
[PallMOHATIBHOM
OpTaHM3aINN TPYAA;
[pa3pabaTeIBaTh U
0(hopMIIAITE JOKYMEHTBI
IO HAIIPABJICHHIO
nesITeIbHOCTH

MK-5.2 OmpenencHue
B PeKTHBHOCTH
[paboThI CHCTEMBI
OopraHu3anuud Tpyna u
HOPMHUPOBAHUSI  TPY/4
Ha paboynx MecTax.

3HaeT Ha 6a30BOM
YpPOBHe, ¢ OIIUOKAMU:
OCHOBBI
IMOKYMEHTO000pOTa
IMOKYMEHTAI[HOHHOTO
0OecIIeUeHNs;
KaIpOBYIO IIOJIUTUKY H
CTpaTeruio
OpraHU3aIiu

H

'YMeeT Ha 0a30BOM
YPOBHE, € OLIMOKAMU:
AHATM3UPOBATH

P GEKTHBHOCTD PabOThI
CUCTEMbI OpraHUu3alnu
Tpyzia mepcoHana u
HOPMHUPOBAHUS TPya
Ha pabodnx MecTax

MeHee
50
0aJL10B

«HEYTOBJICTBOPUTECJIHHO»

[MK5- Opranuszauust
TpyAa mepcoHaja

IHe 3HaeT Ha 0a30BOM
ypoBHe:
METOJIBI y9eTa

IK-5.1. Ananus .

aHaJIM3a [T0Ka3aTeIe 110
[YCIIeIITHBIX )

[TPYAy ¥ OIIaTe TPyna;
KOPIIOPaTHBHBIX

CHCTEMEI, METOIBI 1
TPaKTHK 110

(hbopMBI MaTepHUATBHOTO
OpraHu3aIH

1 HEMATEePUATBHOTO
HOPMHPOBAHHUSA TPYIa

CTHUMYJIMPOBAHHS TPy
st pa3IMYHbBIX

. TepcoHaza OCHOBBI
KaTeropuii TepcoHana,
o TEXHOJIOTUH

0cOoOeHHOCTEH

MPOU3BOJCTBA U
TPOU3BOJICTBA %1

esITeIIbHOCTH
IesITeIIbHOCTH

OpraHu3aIu
OpraHu3aIH

He ymeeT Ha 6a30BOM
ypoBHe:
BHEIPSTH METO/IBI

[pallMOHATIBLHOM

Komnerenuu
H He
chopmuposa
HBI
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OpraHu3alMU TPY/A;
[pa3pabaThIBaTh U
0(QOPMIISITH JOKYMEHTBI
IT0 HATIPABJICHUIO
MesITeIbHOCTH

MK-5.2 OmnpenencHue
B heKTHBHOCTH
[paboThI CHCTEMBI
OpraHu3anui Tpyaa |
HOPMHPOBAHHUS TPy
Ha paboumx MecTax.

He 3HaeT Ha 0a30BOM
YpoBHe:

OCHOBBI
IMOKyMeHTOOOOpOoTa U
IMOKYMEHTAITUOHHOTO
oOecITeueHus;
KaIpOBYIO TONUTHKY U
CTpATETHIO
OpraHU3aINN

He ymeer Ha 6a30BOM
YpoBHe:

QHATU3HPOBATh
P EKTHBHOCTH PabOTHI
CHCTEMBI OPTraHU3aI1N
Tpy/a mepcoHaa u
HOPMHUPOBaHUS TPy
Ha paboynx MecTax

rmokaszaTenaeH
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Ilpunoscenue 1
MUWHHUCTEPCTBO HAYKH 1 BHICIHIEI'O OFPA3OBAHMSA POCCUMCKOM ®EJIEPAIIMA

DenepalibHOE TOCYJAPCTBEHHOE OIOKETHOE 00pa30BaTe/IbHOE YupesIeHHe BbICIEro 00pa3oBaHUsI
«Poccuiickuii 3xkoHoMuYecKkuil ynusepcurer umenu I'. B. Ilnexanosa»
Kpacnonapckuii puiauan PIY um. I'. B. [liiexanosa

cDaKy.TIBTeT 9KOHOMHKH, MCHCI?KMCHTA U TOPT'OBJIN

Kadenpa sxoHoMuku U ynpaBieHHs

AHHOTAIIMSA K PABOYEH ITPOT'PAMME JTUCIUILIAHBI

b1.B.06 JOKYMEHTAIIMOHHOE OBECHHEYEHUWE YIIPABJIEHUA
OPEJNPUATUIN PECTOPAHHO-TOCTUHUYHOI'O BU3BHECA

Hanpasienue noarorosku 38.03.02 MEHE/KMEHT

Hanpasiaennocts (mpo¢guiib) mporpaMMsl
MEHE/UKMEHT HA ITPEAINTPUATUAX PECTOPAHHO-
IF'OCTUHNYHOI'O BU3HECA U TYPU3MA

YpoBeHb BbICHIEro 00pa3oBaHMs bakanasepuam

Kpacuomap — 2022 r.
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1. Hean u 3212494 JUCHUILIMHBI:

Lenpto y4yeOHOW AuCHUIUIMHBL «J[OKyMEHTAIlMOHHOE OOECleYeHUe YIpaBJICHUS
OPEINpUATHA PECTOPAaHHO-TOCTUHUYHOTO Ou3Heca» sABIseTcd (POPMUPOBAHUE Yy CTYICHTOB
3HAHUN TEOPETUYECKUX U INPAKTUYECKUX OCHOB CO3[IaHUs JTOKYMEHTOB YIIPAaBJICHHS, a TaKkKe
npuoOpeTeHNe  HABBIKOB TI'PaMOTHOM M 3(QQEKTUBHOM  OpraHM3allid  COBPEMEHHOIO
JIeTIONIPOU3BO/ICTBA HA IIPEANPUATHUAX U B OPTaHU3ALUAX.

3amaun  y4eOHOM JUCHMIUIMHBI  «JlOKyMEHTallMOHHOE O0ecleyeHue yIpaBJICHUsS
HIPEIIPUATHI PECTOPAHHO-TOCTUHUYHOTO OM3HECa» 3aKIH0YAt0TCS B!

- H3Yy4YCHUM  3aKOHOJATCIIBHBIX W  HOPMAaTUBHO-METOAMYECKHX  JOKYMEHTOB,
perimaMeHTHpyoumx paboTy ¢ JOKYMEHTaMH OpraHU3alliH; TpaBHJI COCTABICHUSA U
oopMIIeHHs YNPABICHUECKUX JAOKYMEHTOB; IOpsiiKa pabOThl C JIMYHBIMH U CIY)KEOHBIMHU
JIOKyMEHTaMHU;

- (opMuUpOBaHMM HaABBIKOB COCTaBJIEHHS U OG(OPMIIEHHUS OCHOBHBIX JOKYMEHTOB
yIIpaBJICHUS; U3yYSHUN PaOOTHI CITY>KOBI JOKYMEHTAIIMOHHOTO 00€CIIeUeHUs YIIPABIICHHUS;

- pa3pa0oTKe  MPEAJIOKEHMH IO  COBEPLICHCTBOBAHMIO  OPraHU3al[IOHHO-
pacnopsAUTENbHON TOKyMEHTAlMU U OpraHu3aluu JOKYMEHT0000poTa,

- aHaJIM3€ YCHEIIHbIX KOPIOPAaTUBHBIX NPAKTUK 10 OpPraHU3allid HOPMHUPOBAHMS Tpyna
JUI  Pa3UYHBIX KATETOPHH TMepcoHaja, OCOOEHHOCTEH MPOM3BOJACTBA H JAEATEIBHOCTU
opranuzanuu; onpeneneHue 3((EKTUBHOCTH pabOThl CUCTEMbl OpraHu3allud Tpyla U
HOPMHUPOBaHUA TpyZAa Ha pabdounX MecTax.

2. Conepma}me AUCHUIIIMHbI:

HanmenoBanue pa3aesioB / TeM JUCHUNIMHBI

1. Tema 1. OpraHI/I3aI_II/IOHHLIe OCHOBBI OCJIONTPOU3BOACTBA. bnanku JAOKYMCHTOB

Tema 2. OpranuzanroHHO-pacnopsauTenbHast JokymeHTanus. O0mias XxapakTepucThKa
CTHJIS CITY’)K€OHOM JTOKYMEHTAIH NPEePUITUI peCTOPaHHO-TOCTUHUYHOI0 Ou3Heca

Tema 3. CnpaBouHO-uH(pOpPMaLlMOHHbBIE JOKYMEHTHI. JlenoBas nepenucka. CocraBieHue
aKTOB U NMPOTOKOJIOB

Tema 4. Pacniopsinurensable 1oKyMeHTBI. COCTaBlIeHUE IPUKA30B, YKA3aHUH,
4. | pacnopsixeHuil. OpraHu3allMOHHbIE JOKYMEHTBI IPEANPUATHI pecTOpaHHO-
TOCTMHUYHOTO Ou3Heca

Tema 5. Opranusanus 1oKyMmeHToo00poTa. Opranusanus perucTpanuyu JOKYMEHTOB U
5. | KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB Ha MPEANPHUATUAX PECTOPAHHO-TOCTUHUYHOTO
Ou3Heca

6. Tema 6. OpFaHI/ISaHI/IH OINCPATUBHOI'O XpAaHCHUS JOKYMCHTOB. (DOpMI/IpOBaHI/Ie pI(SA) |

Tewma 7. IloaroToBka JOKYMEHTOB K ITOCIEAYIOIIEH Iepeauu JOKYMEHTOB B apXUB WUIU
HA YHUYTOXXECHHE

TpyaoeMkocTh TMCHUILIMHBI cocTaBseT 4 3.e. / 144 yaca

®opma KOHTPOJIS — IK3AMEH

CocraBuTeb:
JlouieHT Kadeapbl 53KOHOMUKHU U YIIPaBIECHUS
Kpacnonapckoro ¢uimana POY um. I'.B. [Inexanosa M. . Benpukosa
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