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I. OPTAHU3AIIMOHHO-METOJUYECKHAI PA3IEJ

He.]'lb H 3aJJa9Y1 OCBOCHHUA JUCHUITIINHDBI

Henabo y4eOHOl aMCHUILIMHBI «/lOKyMeHTALMOHHOEe o0ecneyeHHe YIPaBJICHHUD)
ABJISIETCS (POPMHUPOBAHUE Y CTYACHTOB 3HAHUN TEOPETUYECKUX U IMPAKTUUECKUX OCHOB CO3JaHUS
JOKYMEHTOB YIIPaBJICHMs, a TaKKe IPUOOPETEHHUE HABBIKOB T'PaAaMOTHOM M 3(PQPEKTUBHOM
OpraHM3ali COBPEMEHHOT'O JAEJIONPOU3BOICTBA HA IPEANPUATUSAX U B OPraHU3aLUAX.

3agaunm y4eOHOH AMCHMIVIMHBI «/lOKyMeHTallMOHHOe o0ecleYyeHHe YNPaBJICHUS»
3aKJIFOYAIOTCS B:

1. W3yuuTp  3aKOHOJNATENbHBIE W  HOPMATUBHO-METOJIMYECKHE  JTOKYMEHTHI,
periaMeHTUPYIOUIUX padoTy ¢ JOKYMEHTaMHU OpraHU3alliK; MPaBUJI COCTABICHUS U O(POPMIIEHUS
YIPABJICHUYECKUX JOKYMEHTOB; OPSAKA paOOTHI C JIMYHBIMU U CITY>KEOHBIMU JTOKYMEHTAMH.

2. ®opmupoBaThb HAaBBIKM COCTaBJICHUS W OQPOPMIIEHUS OCHOBHBIX JOKYMEHTOB
YIPABJICHHS; U3YYEHUH Pa0OThI CIIyKObI JOKYMEHTAIIMIOHHOTI'O 00ECTIEUEeHUS YIIPaBICHHUS;

3. Pazpaborarb  NOpemsOKEHHS O  COBEPIICHCTBOBAHUIO  OPraHU3alMOHHO-
pacnopsIMTENbHON TOKYMEHTALUH U OpraHu3alii J0KyMEHTO000pOoTa.

4 AHaNM3UPOBATH YCHEIIHbIE KOPIIOPATUBHBIE MPAKTUKU IO OPraHU3alMi HOPMHUPOBAHHUS
Tpyda JUIsl pa3iMyHBIX KaTeropuil IepcoHasla, 0COOEHHOCTEH MPOU3BOACTBA U JEATEIbHOCTH
OpraHU3aLVH.

MecTO TMCUMILTHHBI B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl

HuctunmHa — «JlokymeHTalnimonHoe oOecrieueHue  yNpaBlIEHUs», OTHOCUTCS K  4YacTH,
dbopMupyeMoil ydacTHHKaMH 00pa30BaTeIbHBIX OTHOIIICHUN
O0beM TUCHUIIMHBI M BUABI Y4e0OHOM PadoThI

Tabmuma 1
. Bcero yacoB no ¢gopmam o0yueHust
Iloxka3zatenu 00bémMa TMCHUITHHBI
ouHas ‘ O0YHO-3a04HaA
O0BeM QUCILUIIIAHEI B 3a4ETHBIX €IUHULIAX 4 3ET
O0BeM TUCLMIUIMHEI B aKaI.gacax 144
[IpomexxyTodHas aTTecTarus:
(bopma 9K3aMeH 9K3aAMEH
KonTakTHas padora odyuyalommxcs ¢ npemnojgaBarejiemM 58 8
(KoHTaKT. 4yachl), BCero:
1. KonrakTHast paboTa Ha poBe/IeHUE 3aHATUI
JIEKIIMOHHOTO ¥ CEMMHAPCKOT'0 TUIIOB, BCETO 54 24
4acoB, B TOM YHCIIE:
® JIEKIIUU 24 12
® [PAKTUYECKUE 3aHATHS 30 12
e 1a00paTOPHBIC 3aHATHUS - -
B TOM YHCJI€ TPAKTHYECKasl MOATOTOBKA 12 -
2. NapuBuayansueie koHcynbranuu (1K) - -
3. KonTakTHas paboTa 1o mpoMeXyTouHOI
arrectanuu (Karr) i i




4. Koncynpranus nepen sx3ameHom (KJ)

5. KonrakTtHas paboTa 110 IpOMEXyTOUHOU
aTTeCTalluy B IIEPUO/] IK3. CECCUU / CECCUU

3a0uHUKOB (KaTTaK)

CamocrositeqbHas padora (CP), Bcero:

86 116

B TOM YMCJIC:

® CaMOCTOATCIIbHAsA pa60Ta B IICPpHUO/J 3K3. CCCCHUH

(CPak)

32 32

e camocrosTenbHas padora B cemectpe (CPc)

54 84

B TOM YHCJIC, CAMOCTOATECIIbHAs pa60Ta Ha KypCOBYIO

pabory

e wusyuerue JOP

e u3y4yeHHe yueOHOU JuTepaTyphl

® HallMCaHUC 3CCC

® 1 Opyaue 6uobl

54 84

IlepedyeHb MIAHUPYEMBIX Pe3YJIbTATOB 00y4YeHUsI M0 IUCHUILIIMHE

®opmupyemble HNupukaropsl noctuxkenusi | Pe3yabrarsl 00yueHus (3Hanus,
KOMIIeTeHIINH KOMIIeTeHIU I yMmenus)
(k00 u Haumenosanue (k00 u Haumenosanue
KoMnemenyuu) UHOUKAMOpAQ)
MK-1 ®opmupoBanue I[K-1.1 Boisinenne, c6op wu | IIK-1.1. 3-1. 3naer npeamerHyro
BO3MOKHBIX aHajau3 uHpopManuu  Ou3Hec- | 00MacTe W CIEHU(UKY AEATEIHHOCTH
pelIeHHIT Ha OCHOBE aHanmsa JUIS dbopMupOBaHUs | OpraHu3aluu B 00beMe, JOCTATOYHOM ISt

pa3padoTaHHbIX 1JIS HUX
1eJIeBBIX MoKa3aTeIe

BO3MOXHBIX PEIICHUN

peueHus 3aaa4 OH3HEC-aHAaIIN3a.

[MK-1.1. V-1. ¥Ymeer aHanu3upoBaTh
BHYTpeHHHE (BHEIIHHE) (aKTOphl W
YCIIOBUS, BIHMSIOIIME Ha MAEATEIHHOCTh
OpTaHH3aIH. OrneHuBath OuzHec-
BO3MOXKHOCTb pEaJM3allid PEUICHUs C
TOYKM 3pEHHs BBIOpPAaHHBIX IEJIEBBIX
nokasaresnei. BeIABIATh, peruCTpUPOBATH,
aHAIM3MPOBAaTh U KIACCU(HUIUPOBATH
pUCKH W  pa3pabaThIBaTh  KOMIUIEKC
MEPONPHUATHNA 0 IX MHHUMHU3AIIH

IIK-3 TakTH4YecKoe ynpaBJieHHe
npoueccaMu OpraHu3anum
NMPOU3BOACTBA

I1K-3.2 -Pa3paboTka npeioxeHnit
0 PaIMOHANN3AIMH CTPYKTYPBI
YIPaBJICHUS TPOU3BOJICTBOM B
COOTBETCTBUH C LIEJISIMH U
CTpaTerueil opraHuzarum,
JEHCTBYIONINX CUCTEM, (POPM H

[1K-3.2. 3-1. 3Haer  craHmapTHI
YHU(DULIUPOBAHHOM CHCTEMBI
OPraHU3alMOHHO-PACIIOPSAMTENLHON

JOKYMEHTALMH, efnHas cucreMa

TEXHOJIOTUYECKOI JOKYMCHTaNU

Tabnuua 2



METOJIOB YIIPaBICHHUS
HPOU3BOACTBOM, I10
COBEPILECHCTBOBAHUIO
OpraHU3aLOHHO-
pactopsIUTeIbHON TOKyMEHTaluH
1 OpTaHU3aLUH JOKYMEHTO000pOTa,
10 BHEIPSHUIO TEXHUIECKHX
cpeacTB 00paboTKu HHGOPMALIUH,
HEePCOHAIBHBIX KOMIBIOTEPOB U
ceTeil, aBTOMaTH3UPOBAHHEIX
pabouux Mect

IK-3.2. V-1. ¥Ymeer pacnpenensit M
KOHTPOJIUPOBATh UCIIONB30BaHUE
HPOU3BOACTBEHHO-TEXHOJIOTHYECKHX
PECypCoB, BEIIOIHATL PA0OTHI IO IPOEKTY
B COOTBETCTBHHM C TpPEOOBAaHUSAMHU IO
Ka4yecTBY HOBOT'O MPOJYKTa




sTanbl GOpMUPOBAHMS U KPUTEPUHN OLIEHUBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIM i
IJIS 00Y4aIOIIUXCsl OYHOM (popMBbI 00yUeHU s

1. COAEP KAHUE JUCHHUIIJINHBI

Tabnuua 3.1

prHOBMKOCTb, AKaJIeMUYECCKHE YaChbl
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CemecTtp 5
1. | Tema 1 Oprann3anuoHHbIe OCHOBBI 4 4 | - 1 5 20 MK -1.1. IK-1.1. 3-1. 0. T c]
JeJIONPOU3BOACTEA. BiIaHKH JOKYMEHTOB. NK-1.1.¥-1.
YHudukanmmss W CTaHZApTH3alUs  JEJIOBOH
JnokyMmMeHTanuu. OOmpMe HOPMBI M IIpaBHJIa IIK-3.2. 3-1.
[K-3.2. [K-3.2. V-1.
opopmieHHs ITOKYMEHTOB (pa3Mephl Oymarw,
HoJield, HyMepanys CTPaHMI U T.J.) IPUMEHsIeMoe
B JICJIONPOM3BOJICTBE.
2. | Tema 2. Opranu3anMoOHHO-PACHOPSAUTEIbHAS 4 4 | - 1 5 20 MK -1.1. MK-1.1. 3-1. 0. T. €]
nAokyMenTanusi. O0Imas XapaKTepUCTHKA NK-1.1. ¥-1.
CTHJISI CJIY7KeOHOI JOKYMeHTAIuu
Knaccudukanus IETIOBOM JIOKyMEHTallu1 TK-3.2.3-1.
' [K-3.2. [K-3.2. V-1.

[IpaBuna opopmieHUs] PEKBU3UTOB OJaHKa M HX
pacrosioKeHus1 Ha cTaHIapTHOM (opmare Oymary,
pasmepsl  mojyeit. Dopmyisap-obpasern; TIpyMIsl
JIOKYMEHTOB, IIPUHAJISKAIHUX K OJTHOI cHcTeMe.
[Ipoextuposanue OIaHKOB JIOKyMEHTOB
OpTaHM3aIHH. Cocras, odopmienue,
M3TOTOBJICHNE, XPaHEHNE OJIAHKOB OpraHU3alny.
bnank moxyMmeHTa: OHSTHE, HA3HAYCHHUE, BUJIBI
OmankoB (00mIuMil OaHK, OJaHK MUChMA, OJaHK
KOHKPETHOT'O BH/Ia JIOKYMEHTa (KpOMe IHUChMa).
Cocras, ohopmiieHHEe PEKBU3UTOB OJIaHKA.
Oco0eHHOCTH SI3BIKA CITY>KEOHBIX TOKYMEHTOB.
Komnozumus noxkymenta. CTpyKTypHBIE OITHOKH.
HeymecTtHoe n HeomnpaBaaHHOe yrnioTpedieHne
MHOCTPaHHBIX CJIOB.




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 JOJDKHOCTHOH COCTaB,

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

CrpykTypa, Ha3Ha4eHHE, MNOPSIOK pa3pabOTKH,
COTJIACOBaHUS u YTBEPXKICHHS IpaBun
BHYTPEHHETO TPYAOBOro pacnopsika, [Tomoxenus
o mnepcoHane, [lomoxkeHus 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. Ilopsaaok
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.

18

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.




Tema 4 PacnopsguresibHble JOKYMEHTBI.

CocraBieHue NPHKA30B, yKa3aHmii,
pacnopsiKeHuil. OpranuzaunoHHbIe
JOKYMEHTBbI.

OpraHu3anuoHHO-PACIOPSIUTEIbHBIC
JOKYMEHTBI: TIOHATHE, HA3HAUYCHHWE, OCHOBHBIC
BUABl (OpPraHM3aIlMOHHBIE, PACIOPSIUTENbHBIC,
CIIPaBOYHBIE).

OpraHu3anoHHbIe JIOKYMEHTBI: yCTaB,
MOJIOKEHHE, CTPYKTYpa M INTaTHas YHUCIICHHOCTb,
IITaTHOE pacHHucaHue, TpaBHia, JIOJDKHOCTHAS
MHCTPYKIHUS,, UX Ha3HaYCHUE, XapaKTePHCTHKA M
cocraB, TpeOOBaHHSA K OQOPMIICHHIO, IOPSIAOK
YTBEPKIACHHS.

PacnopsianTensHbIe JOKYMEHTBI: IIOCTAHOBIICHHE,
npuka3 (IO OCHOBHOW JAEATEIBHOCTH U TIO
JUYHOMY COCTaBY), PaclOpsDKCHHE, COBMECTHBIH
pacnopsAUTEeNbHBIA JTOKYMEHT, WX Ha3HAdeHHE,
XapaKTepUCTHKa W  COCTaB, TpeOoBaHUS K
0(OpPMIICHHIO.

CripaBo4HO-UH(POPMAIIMOHHBIC JIOKYMEHTBHI:
CJ'IyH(eGHI)Ie mUcbMa, CIIpaBKH, JOKJIaTHBIC
3alUCKHA, TPOTOKOJBI, AaKTbl, 3asBICHUS, UX
XapaKTepUCTHKa W  COCTaB, TpeOoBaHUS K
0 OpPMIICHHIO.

TuIel JOKYMEHTOB: OJJIMHHMK, KOS, AyOIHUKaT,
BBIIIMCKA, NX HazHaueHHe. [lopsok odopmieHus
M BbIJJaYM KOMHMH M AyOJMKAaTOB JOKYMEHTOB,
BBIITMCOK M3 HUX.

18

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

I'p.o.




Tema 5 Opranuzauus J0KyMeHT0000pOTA.
Opranuszanus perucTpanui 10KyMeHTOB H
KOHTPOJIb HCITOJIHCHUS TOKYMEHTOB.

Perucrpamus TOKyMEHTOB: TIOHSATHE, IETIH,
3a/1a4n, MEeCTa PETUCTPAIINH PAa3ITMIHBIX
KaTeropuii TOKyMeHTOB. CHCTEMBI B (DOPMEI
peructpanuu (KypHaJbHas, KapTOUHas,
ABTOMATH3MPOBAHHAs ), UX JOCTOMHCTBA U
HenocTatku. [lokasareny, BBoAUMEBIC B
peructparnuonsbie Gopmbl. OCOOCHHOCTH
perucTpanyy BXOSIINX, HCXOJSMIIHNX U
BHYTPEHHHUX JIOKYMEHTOB.

CocTaB BBINOTHAEMBIX Pa0OT IIPH OTTIPABKE
HCXOJIAMINAX JOKYMEHTOB: TIPOBEPKa
MPaBUIBHOCTH O(hOPMIICHUS, HATHIHS
MPWIOKEHUH, agpecara, COpTHPOBKA I10
azipecataM W BHAaM OTIPABJICHUH, COCTABICHUE
OTIHCH pacChUIKA. TpanuIMOHHEIH crIoco0
OTIIPAaBKH JOKYMEHTOB (1o4Toif). OTmpaBka
JIOKYMEHTOB C TIOMOII[bI0 TeJedoHa, Bakca.
KOHTpOJ'II) HCTIOJIHCHUA JOKYMCHTOB! IIOHATHC,
Ha3HA4YCHUC, BUIBI. HpI/IHHI/IHLI OopraHmuzanuun
KOHTpOoJIsL. CPOKM UCTIOTHEHUS: TUTIOBOH,
WHIUBHUAYaIbHBIN. TEeXHOIOTUS BeIEeHUS
KOHTPOJISI. AHAJTU3 MCTIOTHEHHS JOKYMEHTOB B
yapeKaeHNH. B3arMOCBS3b perucTparim
JIOKYMEHTOB M HH(POPMAIIMOHHO-CIIPAaBOYHON
pabotel. Opranu3anus paboThI C MOMOIIEIO
CIPAaBOYHBIX KAPTOYEK.

10

20

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

JIp.a

Tema 6. Opranuszanusi ONepaTUBHOIO
XpaHeHUs A0KyMeHToB. @opMupoBaHue ae.
Homenknatypa  gem:  NOHATHE.  3HA4yeHUE
HOMCHKJIaTYPBbI JAca JUIA KJ'IaCCI/I(bI/IKaHI/II/I
JOKYMCHTOB, OINICPATUBHOI'O0 XPAHCHUA U HUX MNPEI
apXUBHOM NOATOTOBKU. Buabl HOMEHKIIATyp AEll.
Iopsnox COCTaBJICHUS, odopmiieHus,
YTBEPXKIACHUS U  TPUMEHEHUS  KOHKPETHOM
HOMEeHKJaTypsl fen. [Tlopsaok ¢dopMupoBanus aei.
Opranu3anust XpaHeHUs! UCIIOJTHEHHBIX
JoKkyMeHTOB. OCHOBHBIE TpeOOBaHMUS
HOPMATUBHBIX JOKYMEHTOB, PETIaMEHTHPYIOLIUX
JIaHHBIH 3TaIl IOKYMEHTO000poTa.
OTBETCTBEHHOCTh 34 COXPaHHOCTH JOKYMCHTOB.

10

16

MK -1.1.

MK-3.2.

MK-1.1. 3-1.
MK-1.1. V-1

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

I'p.o.

10




Tema 7. IloAroToBKa 10KYMEHTOB K
MocJIeAyIoNIeii Mepeayn 10KyMEeHTOB B apXHB
WJIM HA YHHYTOKEHHe.

OCHOBHBIE 3Talbl Iepeladn JOKYMEHTOB B apXHB
WA Ha YHHYITOKEHHUE: ITOITOTOBUTEIEHBIN
(ob6ocHOBaHME BEIOOpA CIIOCOOA COXPAaHEHUS WITH
YHHYTOXCHUS ITyTeM TIPOBEICHUS SKCIIEPTHU3BI
[IEHHOCTHU JTOKyMEHTOB), OCHOBHOH (ITOATOTOBKA
JIeT1 ISl TIepeiady B apXUB), 3aBEPILAFOLTHIA
(mepenaya B apXuB WIN YHHUYTOKEHHUE).
OKkcnepTr3a HEHHOCTH JOKYMEHTOB: MTOHSTHE,
Ha3HaueHUE. [[pUHIIUITBI U KPUTCPUU
oIpezieIeHus Hay4YHOH, HCTOPHYECKOH U
MPaKTUIECKON IEHHOCTH JOKYMEHTOB.
DKcIrepTHRIE KOMUACCHH, MX (YHKIINH, 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, BEIOMCTBEHHBIE,
00BeTMHEHHBIC BEIOMCTBEHHBIC, 00bEINHCHHEIC
ME)KBEJJOMCTBCHHBIC TI0 IMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIHHEIH,
TOCYJTapCTBEHHBIN.

14

30

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

Koucynomayus nepeo sxzamenom (K3)

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

Camocmosmenvuas paboma 6 nepuoo k3.
ceccuu (CPax)

32/-

32

Hmozo

24

30

12

86/4

144
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Jdranbl GOPMUPOBAHUS U KPUTEPHUHU OLIEHNBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIIU

AJIs1 00y4aroIuXcsl 09YHO-3204HOH GopMbI 00yYeHHs

Tabnuua 3.2
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Cemectp 6
1. | Tema 1 OpraHu3anuoHHbIE OCHOBBI 2 2 | - - 5 9 MK -1.1 IK-1.1. 3-1. 0. T €]
JAeJIONpPOoU3BoACcTBA. BIaHKH 10KyMEHTOR. HK-1.1. ¥-1.
Yuupukaumss W CTaHAApTU3ALUs  JIEJOBOIi .
JokyMmeHTanuu. OOmue HOPMBI M IIpaBUIa IIK-3.2. 3-1.
IK-3.2. [K-3.2. V-1.
opopmieHHsT ITOKYMEHTOB (pa3Mephl Oymarw,
HoJiel, HyMepanys CTpaHHI U T.J.) IPHMEHSIEMOe
B JICJIONPOM3BOJICTBE.
2. | Tema 2. Opranu3anMoOHHO-PACHOPSAUTEIbHAS 2 - | - - 7 9 MK -1.1. MK-1.1. 3-1. 0. T. €]
AokyMenTanusi. O0Ias XapaKkTepUCTHKA MK-1.1. V-1.
CTHJISA CJIYKeOHOH JOKYMeHTAUMHU K3, 31
Kinaccudukausa EJIOBOU JOKYMEHTALIUH. Dt
¢ Y MK-3.2. | TK-32. V-1.

[IpaBuna opopmieHUs] PEKBU3UTOB OJaHKa M HX
pacrosioXeHusi Ha cTaHgapTHOM (opmare Oymarwy,
pasmepsl mojneit. Dopmyisap-obpasern; TpyMIsl
JIOKYMEHTOB, IIPUHAJISKAIHUX K OJTHOI cHcTeEMe.
[IpoexTupoBanue OJIaHKOB JIOKYMEHTOB
OpraHU3aIHH. Cocras, odopmIeHHE,
W3TOTOBJICHHE, XpaHCHHE OJIAHKOB OPTaHU3AIIHH.
bnaHk noxyMeHTa: MOHSTHE, HA3HAYEHHE, BUIbI
OmankoB (00mIuMil OaHK, OJaHK MUChMA, OJaHK
KOHKPETHOTO BH/IA JIOKYMEHTa (KpOMe IHChMa).
CocraB, ohopMIIEHUEC PEKBU3UTOB OJIAHKA.
Oco0eHHOCTH SI3BIKA CITY’KEOHBIX TOKYMEHTOB.
Komnozumus noxkymenta. CTpyKTypHBIE OITHOKH.
HeymecTtHoe n HeonpaBaaHHOe yrnioTpedieHne
MHOCTPaHHBIX CJIOB.
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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 JOJDKHOCTHOH COCTaB,

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

CrpykTypa, Ha3Ha4eHHE, MNOPSIOK pa3pabOTKH,
COTJIACOBaHUS u YTBEPXKICHHS IpaBun
BHYTPEHHETO TPYAOBOro pacnopsika, [Tomoxenus
o mnepcoHane, [lomoxkeHus 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. Ilopsaaok
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.

11

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. 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 OpPMIICHHIO.

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

11

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. 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
HCXOJIAIMINAX JOKYMEHTOB: IIPOBEPKa
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/I?) HCIOJHCHUA TOKYMECHTOB B
YIpeKaeHNU. B3anMOCBS3b perucTparim
JIOKYMEHTOB M HH(POPMAIMOHHO-CIIPAaBOYHON
pabotel. Opranu3anus paboThI C MOMOIIEIO
CIPAaBOYHBIX KAPTOYEK.

12

16

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

JIp.a

Tema 6. Opranuszanusi oNepaTUBHOIO
XpaHeHHs N0KyMeHTOB. @opMupoBaHue JgeJl.
Homenknmatypa  gem:  NOHATHE.  3HA4YeHUE
HOMCHKJIaTYPBbI JAca JUIA KJ'IaCCI/I(bI/IKaHI/II/I
JOKYMCEHTOB, OINICPATUBHOI'O0 XPAHCHUA U HUX MNPEI
apXUBHOH NOATOTOBKU. Buabl HOMEHKIATyp AEll.
Iopsnox COCTaBJICHUS, odopmiieHus,
YTBEPKIACHUSI U  IPUMEHEHUS  KOHKPETHOM
HOMEeHKJaTypbl fein. [Tlopsaok ¢popMupoBanus aei.
Opranu3anus XpaHeHUs! UCIIOJTHEHHBIX
JokyMeHTOB. OCHOBHBIE TpeOOBaHMUS
HOPMAaTUBHBIX JOKYMEHTOB, PETIaMEHTHPYIOLINX
JIaHHBIH 3TaIl IOKYMEHTO000poTa.
OTBETCTBEHHOCTb 32 COXPAHHOCTb JJOKYMEHTOB.

14

18

MK -1.1.

MK-3.2.

MK-1.1. 3-1.
MK-1.1. V-1

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

I'p.o.
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Tema 7. IloAroToBKa 10KYMEHTOB K - 2 | - - 32
MocJIeAyIoNIeii Mepeayn 10KyMEeHTOB B apXHB
WM HA YHUYTOKEHHeE.

OCHOBHBIE 3Talbl epejaui JOKYMEHTOB B apXHB
W HA YHUYTOXKEHHUE: MOJATOTOBUTEIbHBIN
(ob6ocHOBaHME BEIOOpA CIIOCOOA COXPAaHEHUS WITH
YHUYTOXKCHUSI TyTeM MPOBEICHUS SKCIIEPTU3BI
[EHHOCTHU JIOKyMEHTOB), OCHOBHOH (TTIOATOTOBKA
JIeT1 ISl TIepeiady B apXUB), 3aBEPILAFOLTHIA
(mepenaya B apXuB WIN YHHUYTOKEHHUE).
OKkcnepTr3a HEHHOCTH JOKYMEHTOB: MTOHSTHE,
Ha3HaueHUE. [[pUHIIUITBI U KPUTCPUU
oIpezieIeHus Hay4YHOH, HCTOPHYECKOH U
MNPaKTHYECKOW [IEHHOCTH JIOKYMEHTOB.
DKCHepTHbIE KOMUCCUH, X (DYHKIIUH, TIPaBa.
Oransl npoBeAeHus dKcnepTu3bl. OdopmieHne
pe3ysbTaToB dKCnepTH3bl. CPOKU XpaHEHHs
JOKyMEHTOB. [lepeyHn JOKYMEHTOB C yKa3aHUEeM
CPOKOB XpaHEHHUsI, UX BH/IbI, HA3HAYCHUE, 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.
ApXWuB: NIOHSITHE, Ha3HAUEHHE. BH/IbI apXUBOB:
rOCY/IapCTBEHHBIE, BEJIOMCTBEHHbIE,
00beIMHEHHbBIE BEJIOMCTBEHHbBIE, 00bEJMHEHHBIE
MEKBEIOMCTBEHHBIE 10 JINYHOMY COCTaBY.
ApxuBHBIE POH/IBI: IOKYMEHTAIbHBIH,
rOCY/JIapCTBEHHBIN.

34

MK -1.1.

IK-3.2.

IK-1.1. 3-1.
IK-1.1. V-1.

IK-3.2. 3-1.
[K-3.2. V-1.

Koucynomayus nepeo sxzamenom (K3) - - - - -2

Koumaxmnasi paboma no npomesncymounou
ammecmayuu 6 nepuood 3K3. ceccuu / ceccuu - - - - -2
3aounuxos (Kammox)

Camocmosmenvuas paboma 6 nepuoo k3.
- -] - - 32/-
ceccuu (CPax)

32

Hmozo 12 12| - - 116/4

144

Dopmul yueOHbIX 3a0AHUT HA AYOUMOPHBIX 3AHAMUAX:
Onpoc (0.)
I'pynnosas ouckyccus (I'p.o.)
Dopmbi meKyuie2o KOHmMpona:
Tecm (T.)
Koumponvnas paboma (K/p)
Dopmut 3a0anuii 0na meopueckozo peiimunza: Dcce (D.)
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I1l. YYHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHMUME JUCIUITJINHbI

PEKOMEHAYEMAS JIUTEPATYPA

OcHoBHas JuTepaTypa:

1. DJNEeKTPOHHOE TMPABHUTENBCTBO. DJIEKTPOHHBIM JOKYMEHTOOOOpoT. Tepmuubl U
onpeneneHus : yue6. mocoobue / C.}O. Kabamo. — M.: UHOPA-M, 2019. — 320 ¢. —
(Beicuiee oOpa3oBaHue: bakanaspuar). - Pexum JOCTYyTIA:
https://znanium.com/read?id=333614

2. JIoKyMeHTaIlMOHHOE 00eCIIeYeHHE yIpaBIeHHs (IeTOMPON3BOACTBO) : yueld. mocodue /
T.A. beixoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3z., nepepad. u non. — M.: UHDPA-
M, 2017. — 304 c. + Jlon. wmatepuanbl [DIEKTpOHHBIM pecypc; Pexum npocrtyma
http://www.znanium.com]. — (Beicmiee ob6pa3zoBanue: bakamaBpuar). - Pexxum pocryma:
https://znanium.com/read?id=28598

3. OcHOBBI 11€710BO# (CcIy:ke0HOI) MMCbMEHHOM peuu B cepe ympaBieHus : yued. mocodue

/ C.IO. KabamoB. — M.: UH®PA-M, 2019. — 163 c. + Jlon. maTepuaisl [IIEKTPOHHBINA
pecypc; Pexxum nocryna: http://www.znanium.com]. — (Briciiee oO6pa3zoBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/textbook_5bd2d52ef2e4e4.18824396. - Pexum mgocryma:
https://znanium.com/read?id=335870
HopMmaTuBHO-npaBoBbIe JOKYMEHTHI:
1. Koucrutyuus Poccuiickoit ®enepauuu. [Ipunsrta BcenapoausiM ronocoBanuem 12.12.1993
(c yuerom nomnpaBok, BHeceHHbIX 3akoHamu P® o nomnpaskax k Koncturynuu PO ot 30.12.2008
No 6-®DK3, or 30.12.2008 Ne7-®K3, ot 05.02.2014 Ne2-®K3, ot 21.07.2014 Nell-OK3).
http://www.consultant.ru/document/cons_doc_LAW 28399/
2. T'paxnanckuii koaekc Poccuiickoit @eaepannu. Yactu mepBasi, BTOpasi, TPEThsl U YE€TBEpTasl.
http://www.consultant.ru/document/cons_doc_LAW 5142/
3. Tpynosoii konexc Poccuiickoit @eneparuu. [Ipunst ['ocynapcreennoit Hymoii 21.12.2001.
Ono6pen Coserom Dexnepanuu 26.12.2001.
http://www.consultant.ru/document/cons_doc_LAW 34683/

JlonoJIHUTeIbHAS JIUTepaTypa:

1.  DnexTpoHHBIH JTOKYMEHTOOOOpPOT © obecrieueHne O€30MacHOCTH CTaHAAPTHBIMU
cpenctBamu windows : ydeOHoe mocobue / JL.M. Epmoxumona, B.B. KopsOkun, A.H.
[Meubkun, O.I'. IeeukoBa. — M.: KVYPC, 2017. — 296 c¢. - Pexum npocryma:

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

2.  IlpaBma o0 3nekTpoHHOM JMoKyMeHTooOopote / PomanoB JI.A., Unbuna T.H., JlorunoBa
AXO., - 2-e u3n., (31.) - M.: IMK Ilpecc, 2018. - 222 c.: ISBN 978-5-93700-062-0 - Pexum
noctyna: https://znanium.com/read?id=325508

3. JloxymeHntoBezneHue: YuebHoe nocobue / Ymakosa O.A. - M.: HUL] UHOPA-M, 2017. -
64 c:. 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum pgocryna:
https://znanium.com/read?id=216012

Kapra obecrieueHHOCTH JUCIUIUTMHBI YI€OHBIMU U3/IaHUSMU U HHBIMU UH(POPMAITMOHHO-
OMOIMOTEYHBIMH PECYpCaMH MPECTABICHA B IPUIIOKEHUN 1.

HNEPEYEHb NTHOOPMAIIMOHHO-CITPABOYHBIX CUCTEM

1. CnpaBouno-npaBoBas cucrema «Koncynbrantllnroc» http://www.consultant.ru/

2. UudopmannonHo-mnpaBosas cucrema «["apant» http://garant.ru

3. HudopmanmonHo-npaBoBas cucteMa «3akoHonateiabcTBo Poccumy» http://pravo.gov.ru/ips/
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https://znanium.com/read?id=333614
https://znanium.com/read?id=28598
https://znanium.com/read?id=335870
http://www.consultant.ru/document/cons_doc_LAW_28399/
http://www.consultant.ru/document/cons_doc_LAW_5142/
http://www.consultant.ru/document/cons_doc_LAW_34683/
https://znanium.com/read?id=193725
https://znanium.com/read?id=325508
https://znanium.com/read?id=216012
http://www.consultant.ru/
http://garant.ru/
http://pravo.gov.ru/ips/

HNEPEYEHDb IPO®ECCUOHAJIBHBIX A3 TAHHBIX
1. Baza nannsix PATENTSCOPE https://patentscope.wipo.int/search/ru/search.jsf
2. Cranmaptsl u periamenTsl (PeepanbHoe areHTCTBO 10 TEXHUYECKOMY
peryaupoBaHuio U MeTposioruu Poccranmapr) http://www.gost.ru

3. Poccuiickuii apXuB roCyapCTBEHHBIX CTAaHAAPTOB, CTPOUTEIBHBIX HOPM H MTPABHI
(PAT'C) http://www.rags.ru/gosts/2874/

IHEPEYEHDb PECYPCOB NHPOPMAIIMOHHO-
TEJJEKOMMYHUKAIIMOHHOU CETH "UHTEPHET'", HEOBXOIUMBbIX
JUIA OCBOEHUA JTUCHUIIJIMHBI

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

2. http://cyberleninka.ru/ - nayunast snekrponHas oudauorexa «KubepJleHnnka

3. http://www.eup.ru - Hay4HO-0Opa3oBaTebHBIN MOpTal «IKOHOMHKA W YIPaBICHHE Ha
peAnpUATHIX». BUOIHOTEKa SKOHOMUYECKOW U YIIPABICHYECKOM JTUTEPATyPhI

4. http://www.economicus.ru — o6pa3oBaTeabHO-CIIPABOYHbBIN CAUT 110 SIKOHOMHUKE

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

6. https://eios.reakf.ru/ - Komnbrorepnas momaepxka yueOHol nesteabHOcTH KpacHomapckoro
dbumuana POY um. I'.B. [lnexanosa

INEPEYEHD NHOOPMAIIMOHHBIX TEXHOHOFHﬁ,
NCITOJIB3YEMBbBIX ITPU OCYHECTBJIIEHUU OBPA3OBATEJIBHOI'O
IMPOLECCA 110 JANUCHUIIINHE, BKJIFOYAS INEPEYEHDb
IMPOI'PAMMHOI'O OBECIIEYUEHHA
1. OC Windows XP PRO
2. Office Professional Plus 2007 Rus OLP NL AE (Microsoft Word, Microsoft Excel,
Microsoft Access, Microsoft PowerPoint, Microsoft Publisher)
3. Awnrtusupychas nporpamma Kacrniepckoro Kaspersky Endpoint Securrity mis 6usneca-
Pacmmpennsiii Rus Edition
4. TIporpammuoe obecnedenue no aunensun GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEHEHUE JTUCIHUIIJIMHbI

Jucnunnuna «JlokyMeHTalmoHHOe o0ecTieueHue YIpaBIeHUs» o0ecTeueHa:
JUTSI TIPOBEJICHUS 3aHATHH JICKIIMOHHOTO THTIA!
— y4yeOHOU aynuTopHeil, 000pyA0BaHHOMN yueOHOM MeOeNbio, MyIbTUMETUHHBIMU
CpeacTBaMU OOy4YeHUS ISl AEMOHCTPALUH JEKINI-TIPE3eHTaIil;
JUTsl TIPOBE/ICHUSI 3aHATHI CEMHUHAPCKOTO TUIA (npakmuyeckue 3aHamusi);
— y4eOHOU aynuTopueii, 000pya0BaHHOHN yueOHOI MeOenbio M TEXHUYECKHUMHE CPEICTBAMU
00y4YeHus, CITy>KalIUMU 7Sl IPeCTaBIeHUs yueOHoI nH(OpMaIIUK:
JUTSL CAMOCTOSITENTEHOU PabOTHI;
— TIOMEIIEHHUEM ]ISl CAMOCTOATEIbHOU PaboThl, OCHAIIEHHBIM KOMITBIOTEPHON TEXHUKOM €
BO3MOXKHOCTBIO TIOJIKITFOUEHUS K ceTH «HTepHeT» u obecnieueHneM JoCTyma K
3JIEKTPOHHOU MH(POPMAITMOHHO-00Pa30BaTEILHON CpeJie YHUBEPCHUTETA.

V. METOZUYECKHME YKA3AHMSI U151 OBYYAIOLIMXCS O
OCBOEHMIO JUCHUIJIUHBI

> MGTOHHqGCKHe PEKOMCHAAWH IO OpraHru3aliiyv U BBITTOJIHCHUIO BHanHHTOpHOﬁ
CaMOCTOSTEIbHOM pa60TBI.
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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/

» Meroauveckrue peKOMEHIAIMH 110 HAMIMCAHUIO pedepaTa U JOKIaI0B.

V. METOAUYECKHUE MATEPHAJIbIL, OIPEAEJ/ISIIOIUE ITPOLEYPbI
OLEHUBAHWA 3HAHUU U YMEHUU, XAPAKTEPA3YIOIIHUX 3TAIIbI
POPMUPOBAHUA KOMIIETEHIIUU

Pe3ynbrarthl TEKylIero KOHTPOJISI U IPOMEXKYTOUYHOM arrecTanuu  (HOpMHUPYIOT

PEUTHHTOBYIO OIIEHKY paboThl oOydwaromierocs. Pacmpenenenune OainoB mpu (HOpMUPOBAHUU
pPEUTHHIOBOM  OLEHKM paboThl 00ydYaroLIerocs OCYLIECTBISETCS B  COOTBETCTBUU €
«IonoxeHneEM 0 PEUTUHIOBOM CUCTEME OLICHKH YCIIEBAEMOCTH U KadyeCcTBa 3HAHUH CTYIECHTOB B
Iporecce OCBOCHUS JAUCHUIUIMHBL  «JlOKyMEHTalmoHHOEe oOOecreueHue YIpaBlIeHHUs» B
denepaabHOM TOCYAapCTBEHHOM OIO/DKETHOM 00pa30BAaTENbHOM  YUPEKACHUU  BBICIIETO

obpazoBanus «Poccuiickuii skoHOMUYecKui yHUBepcuTeT numeHu ['.B. TlinexanoBay.

Tabnuua 4
MakcuMajbHOE KOJIHYECTBO
Buawbi pador
0as10B

BrimonHenue y4eOHbIX 3aaHUil Ha ayTMTOPHBIX 3aHATHSIX 20
Texyiuit KOHTPOIIb 20
TBopueckuil pedTHHT 20
ITpomexyTouHast aTTecTanus (9K3ameH) 40
HUTOI'O 100

B coorBerctBum ¢ llosoxkeHueM O pPEHTHHIOBOM CHUCTEME OLIEHKH YCIIEBAEMOCTH M
KauecTBa 3HAHUN, OOYYAIOIIMXCS «IIpernojaBareib Kadeapbl, HEMOCPEACTBEHHO BEIYIIUN
3aHATHUSL CO CTYJAEHYECKOW Ipynnoi, o0s3aH NPOUH(YOPMHUPOBATH TPYIIY O pacHpelesieHun
PEUTHHTOBBIX OAJJIOB MO BCEM BHAaM pabOT Ha MEPBOM 3aHATHH YueOHOr0 MOy (ceMecTpa),
KOJIMYECTBE MOAYJIEH Mo y4eOHOW AMCIUIUIMHE, CPOKax W (OopMax KOHTPOJIS HUX OCBOCHHSA,
dbopMe MPOMEKYTOUHON aTTECTAllMH, CHIKEHUH OallJIOB 32 HECBOEBPEMEHHOE BBITIOJHEHUE
BBIIAHHBIX 3aaHuid. OOyuwaromuecs B TeUeHHE Y4eOHOTO MOAYJS (ceMecTpa) MOJydaroT
UHPOPMALIMIO O TEKYyLIeM KOJMYECTBE HAOpaHHBIX MO TUCHMIUIMHE OalljIoB uepe3 JMYHBIN
KaOWHET CTY/ICHTa.

VI. OHEHOYHBIE MATEPHUAJIBI JJI51 ITPOBEJEHUSI TEKYIIEI'O
KOHTPOJIA 1 TPOMEXYTOYHOU ATTECTAIIUA

OneHouyHble MaTepHalbl MO AUCHMILIMHE pa3paboTaHbl B cooTBeTcTBHM C IlonoxeHuem o0
OLICHOYHBIX MaTepuajax B (eAepalbHOM TOCYJapCTBEHHOM OOJKETHOM 00pa30BaTeIbHOM
YUpEeXKIEHUU BBHICIIETO oOpa3zoBaHusi «Poccuiickuii 3KkOHOMHYECKUi yHHBEpcUTEeT UMeHH [.B.
IImexanoBay.

Temamuxa Kypcoewvix pabom/npoekmoes
KypcoBas pabGota/mpoext 1o jucuuiuinHe «JloKyMeHTallMOHHOEe obOecreyeHue
yIpaBJIeHUs» y4E€OHBIM IIJIAHOM HE MPeayCMOTpEHa

nepeuenb 60nPOCO8 K IK3AMEHY .

Howm
€p
BOII
poca

HepequL BOIIPOCOB K 9K3aMCHY
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Uto moHuMaeTcs 1o OpraHu3anueid JOKyMeHToo00poTa?

2. [TonaTHe 1OKyMEHTOO0OPOTA, €0 KOJIMYECTBEHHBIE U KaYeCTBEHHBIC
XapaKTePUCTHUKH.

3. MecTo 1 posib JOKYMEHTOB B YIPABJICHUU Ha COBPEMEHHOM JTarle.

4. @yHKINHU JEI0IPOU3BOCTBA.

5. CocraB HOpMaTUBHO-MeToauueckon 6asel JIOY.

6. UYto moHMMAaETCs MOJT JIOKYMEHTAIIMOHHBIM 00€CIIeYeHNUEeM YIIPaBICHUS ?

7. [ToHsiTHE OpraHN3alMOHHBIX TOKYMEHTOB

8. Crannaptuzanus u yaudukanus cuctems! JJOVY.

Q. O6mepoccuiickue KiacCuUKaTOPphbl TOKYMEHTAIIUH.

10. | l'ocynapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO 00eCieueH sl YIIpaBJICHUsI.

11. | bnaHku TOKyMEHTOB M TpeOOBAHHUS K HUM.

12. | Ctpykrypa nokymenrta. TpeboBanus Kk odhopmiieHuIo Jo0kyMeHTOB 1o 'OCT
P 6.30-2003.

13. | IIpaBuna odopmiienus pekBusura "aapec", "nara", "unngexc", "pusza",
"3aroinoBok", "moanuce".

14. | C kakoii 1enbio pa3padbaTbIBAlOTCs HHCTPYKIIUU 10 ASTOMPOU3BOACTBY, YTO
B HUX HEOOXOJMMO MPEAYCMOTPEThH?

15. | Cucrema opranu3aliMOHHON JOKYMEHTAIIHH.

16. | Cucrema pactiopsauTeIIbHON TOKYMECHTAIINH.

17. | Jlaiite onpeneneHne TepMuHa "pacopsIuTeNIbHbIE TOKYMEHTHI'.

18. | Ha3zoBuTe BUBI pacOpSIUTENbHBIX JOKYMEHTOB.

19. | Bunpl u Ha3HaYCHHE JIMYHBIX JOKYMEHTOB.

20. JlaiiTe onpenenenyie TepMUHA "OpraHU3allMOHHBIE TOKYMEHTHI".

21. | HazoBuTe BUIBI OPraHU3AIMOHHBIX TOKYMEHTOB.

22. | Cucrema nHGOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIIUU.

23. | CnyxebHas mepenucKka Ha NpeANpUsSTUH.

24. | IlpaBuia oopmiteHuUs CIy)eOHOTO MUCHMA.

25. | CtpyKTypa JeNOBbIX U KOMMEPUYECKUX MHCEM.

26. Knaccudukanms n1enoBbIX 1 KOMMEPUYECKUX MTHUCEM.

27. | TloHsiTve M MPUHLMIIBI OPTaHU3AIMH JJOKYMEHTO000pOTa.

28. | OOpaboTKa BXOJSIINX IOKYMEHTOB.

29. | O6paboTKa UCXOSAIIUX JOKYMEHTOB.

30. BHyTpeHHHE TOKyMEHTBl OpraHU3alHH.

31. | YKaxuTe TEXHOJIOTHIECKYIO MOCIIET0BATEILHOCTh ATAIOB PA0OTHI C
BXOJIAIUMH IOKYMEHTaMHU.

32. | Uro Takoe HOMEHKJIATypa Jell, ¢ KaKOH 1eIbI0 pa3padaThIBAIOTCS TUTIOBEIE
HOMEHKJIATYPHI J1e71?

33. | Pabora c nmuceMamu 1 0OpalIeHUSIMU TPaXK/IaH.

34. | IlpuBenuTe npuMepsl perucTpalvi JOKYMEHTOB.

35. | CocraBieHHe HOMEHKJIATYPHI JICI.

36. | ®opmupoBanue u 0HopMIICHHUE JIEII.

37. | IloaroroBka u nepejaya JOKyMEHTOB Ha apXMBHOE XpaHEHHE.

38. | Uro Takoe KOH(UICHINAIEHBIA JOKYMEHT?

39. | Opranuzanus paboTsl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K
roCyZapCTBEHHOM TaliHe.

40. | YkaxuTe 0COOCHHOCTH BEJEHUS JIEJIOMPOU3BOJICTBA, OOECIICUNBAOIIIETO
YUYeT M COXPAaHHOCTh KOH(DUICHIINATBHOW WHPOPMAIIUY U TOKYMEHTOB.

41 TunoBsle OpraHu3alMOHHBIE CTPYKTYPHI CIIY>KOBI 1€JI0NPOM3BOJICTBA

42 YcnoBus Tpyaa pabOTHUKOB CIIy>»KObI 1€JI0MPOU3BOJICTBA
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43 KommnbroTepHbIe TEXHOJIOTHH B JACIOMPOU3BOICTBE

44 ObecneueHre COXPaHHOCTHU TIOKYMEHTOB B 3JIEKTPOHHOH (opme

45 YcTaB Kak OCHOBHOM OpraHU3allMOHHBINA JJOKYMEHT.

46 Crangaptabie Gpa3bl ¥ BRIPAKEHUS JCTOBBIX H KOMMEPUYECKHUX TTHCEM.

47 [TpoxoxaeHne HCXOAAIINX U BHYTPEHHUX TOKYMEHTOB.

48 | OcoOeHHOCTH SI3bIKA U CTUIIS CITY’)KEOHBIX JOKYMEHTOB.

49 PexBU3UTHI MEXTyHAPOAHOTO TUChMa. OCHOBHBIE PEKOMEH/IALIMH 110
COCTABJICHUIO TEKCTOB MEXKIYHAPOAHBIX ITUCEM.

50 | Yro onpexnensier popMyIsip JOKYMEHTA U YeM OTIUYAETCs (PopMyIisip
JOKyMeHTa oT (hopmyisapa-obpasma?

o1 Ha3zoBute ocHOBHBIE rpyNIbl PYHKIUI T0OKyMeHTa. YeM xapakTepusyer
KXy rpynity?

52 Urto o0ycnaBiIMBaeT OPUINICCKYIO CHITY OQHUIIMALHOTO TOKYMEHTa?

53 | OyHKUUY OCHOBHBIX MOPa3/ICIICHUI CITy)KObI TOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBIeHHsL.

54 ABTOMaTI/I3I/IpOBaHHBIe TCXHOJIOI'MHU 06pa6OTKI/I JOKYMCHTOB 1 UX BJIMAHUC
Ha CUCTCMY ACJIONPONU3BOJCTBA KOHerTHOI\/JI OopraHr3anuu.

55 CripaBouHO-HH()OPMAIIMOHHBIC JJOKYMEHTHI.

56 CtpykTypa u colepkanue KaapoBoil TokymeHTanuu. OpraHu3aioHHO-
KaJIpOBBIC JIOKYMEHTHI.

57 OCHOBHBIE acIlIeKThl KYJIbTYpBI J€JI0BOH peyu.

58 CranpmapTusanus s3pIKa JOKYMEHTA. SI3bIKoBBIe TpeOOBaHUs K 0(hOpMIICHHIO
PEKBU3UTOB JJOKYMEHTA.

59 TunuaHbie OMMOKH B SI3BIKE U CTHIIC JIOKYMEHTOB.

60 S13p1K0BOE 0hOPMIICHHE JTMYHBIX JOKYMEHTOB.

61 WHCTpYKIIMS TIO AETONPOU3BOICTBY

62 [TonsaTus: nHGOPMAIHSY «TOKYMEHT», «TOKYMEHTHPOBAHUE).
63 CBs13b nH(GOpPMAIIUU U TOKYMEHTA.

64 @ynkuuu JokyMmenTa. FOpuandeckas cuia J0KyMEHTA.

65 | Poib TOKYMEHTOB B peajiu3alliy ypaBIeHYeCKUX pellIeHUH U 1eHCTBUI.

66 [Nopnuuuuky u konuu. Buael konuit. [lopsaok opopminenns konuit
JOKYMEHTOB.

67 PexBH3UTHI yIIpaBIEHUYECKUX TOKYMEHTOB.

68 PexkBu3nT «HauMeHOBaHKE OpraHU3alluy - aBTOPA JJOKYMEHTa», TpeOOBaHU
K HEMY.

69 | PekBU3UT «ampecaTy, €ro 3HAYCHUE M COBPEMEHHBIE TPEOOBAHUS K
0()OpMIICHHUIO.

70 Hatbl B nokymenTe. TpeboBaHus K UX 0POPMIICHHIO; 1aTa KaK COCTaBHAas
4acTh JPYTMX PEKBU3HUTOB.

71 OpranuzannoHHble GOPMBI JEI0NPOU3BOACTBA. VX 3aBUCHMOCTb OT
crieln()UKH OPraHU3aMOHHON CTPYKTYPBI YUPEKICHHUS.

72 TpeboBaHuUsI K CTPYKTYpe U cocTaBy MHPOpPMAIUK.

Tunoevie mecmoevie 3a0anus K IK3AMEHY .

1. K opranu3anuoOHHBIM IOKYMEHTAM OTHOCSTCS (HA3BATh HY’KHbIC BADHAHTBI):
a) aKThl;

0) ycTaBbl;

B) IITATHOE PACIIHCAHUE;

T') JOJKHOCTHAS! MHCTPYKIIHS;
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1) OTYETHI,

€) mIchMa.

2.Kakoii 6;1aHK opraHu3anuy NPUMEHSIOT 1Jis1 0()OPMIIeHUS PUKA3a 110 OCHOBHOM
nesiTeJJbHOCTH?

a) OJaHK MHICHMA,

0) 0J1aHK KOHKPETHOTO BHJIa IOKYMEHTA;

B) OJIaHK JOJHDKHOCTHOTO JIHIIA.

3. lloanmucbIiBaeT NPUKA3bI

a) pyKOBOJUTEIb CTPYKTYPHOTO TIOPA3ACTICHUS;

0) pyKOBOJMTEIb OpPraHU3aIiH;

B) JIOJDKHOCTHOE JIUIIO-COCTaBUTEIBIIPUKA3A.

4. Kakoii pekBH3UT 00513aTeIbHO 0OPMJISeTCS NMPU BHEIIIHEM COIJIACOBAHUM JOKYMeHTA?
a) rpud cormacoBaHus;

0) BU3BI COTJIaCOBaHUS;

B) Tpud OrpaHUUYCHUS JIOCTYIA K JOKYMEHTY.

5.13 kakuX Tpex J0KYMeHTONMOTOKOB COCTOUT JIOKYMEHTO000POT NMpeanpusiTusi?
a) UCXOJISIIIETO;

0) BHYTpEHHETO;

B) IIOCTOSIHHOT'O;

I') IEPEMEHHOT0;

1) CIIy4aitHOTO;

€) BXO/JIAIIETO.

Ilpumepol 6onpocoe 011 onpoca:

1.KakoBbI coBpeMeHHbIE TPEOOBAaHUS K SI3bIKY M CTHIIIO YIIPABJIEHUYECKUX JTOKYMEHTOB?

2.Yto coboit npexactasisier Ycrap opranuzanuu? KakoBbl OCHOBHBIE TPeOOBaHMS K €r0
COCTaBJICHUIO ¥ 0(OPMIICHUIO?

3.Kak opopmurts [Tonoxenue o6 otaene umu ciyx06e opranuzanun?

4. Kak opopMHTh HITaTHOE pacnucaHue?

5. Kakue TpeOoBaHUs NPEAbABISAIOTCS K 0()OPMIIEHHUIO 10TOBOpa, KOHTpaKTa?

6.UT0 Takoe MHCTPYKIHs, KAKOBO €€ cojepkanue u opopmiieHue?

Ilpumepvt mem 2pynnoewix oucKyccuii:

1 CpaBHEHHE UCTOPUYECKHUX NIEPUOAOB B PA3BUTUN POCCUIICKOTO J1E€JI0IPOU3BOJICTBA.

2 AHanu3 COBETCKOTO MepHo/ia B pa3BUTHH JEJIOMPOU3BOICTRA.

3 Pa3paboTka 01aHKOB IOKYMEHTOB JJIsi KOHKPETHOW OpraHU3aIlHH.

4 Pacuyet unciaeHHOCTH ciyx0b1 JIOY.

5 Pa3pabotka yHupunupoBaHHbeix Gopm gokymeHToB B cpene Microsoft Word.

6 Pazpaborka mabioHOB st OGOPMIICHHUS OPTaHM3ALMOHHOM JTOKYMEHTAIUH
KOHKpETHOU opranuzainuu B cpeae Microsoft Word.

7 Peructpanus BXOASIIEH U UCXOAAIIEN KOPPECTIOHICHIINH.

Ilpumepvl munoewvix 3a0anuil 0,151 KOHMPOALHOU padombl:

1./laTb TONIKOBaHME CIOBAM, COCTABUTH C HUMH NPEAIIOKEHUS.
[IpoTokod, oTueT, AeT0BOE MUCHMO, aKT, peKIaMarus, aKTOPHHT.
2.Haiitu ommOku B MpeUI0KEHUIX, 3aMCaTh PaBUIBHO:
a. MBI HIMPOKO TOTOBUIIMCH OTIPA3/AHOBATH I00MIIEH Halllel KOMIaHHUH.
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0. S nanexo elie He UCI0JIb30Ba BO3MOKHOCTH HOBOT'O METO/1A.

B. Cromnsip cenan 3TOT CTOJ U3 Ay0a ¢ YEThIPbMs HOKKaMHU.
3.J106aBUTh CyYIIECTBUTEIbHBIC K MPEAJIOraM W NPEAJIOKHBIM COYETAaHHUSIM, COCTaBUTh 2-3
MPEJJIOKEHHUS C HEKOTOPBIMU U3 HUX:

B cBa3u ¢, mo mnpuuMHe, BCIEACTBHE, KacaTeIbHO, HE3aBUCMMO OT, B LEJIAX, B
OTHOIICHUHU.
4. CocTaBuTb MPUKA3; MTUCEMO-3aIPOC.

Tunoewvie mecmoewie 3aoanus:

1. K opranu3aniuOHHBIM JOKYMEHTAM OTHOCATCS (HA3BATh HY’KHbI€ BAPUAHTHI):
a) aKThl;
0) ycTaBhI;
B) IITaTHOE PACIIMCAHUE;
T') JOJKHOCTHAS! MHCTPYKITHS;
1) OTYETHI,
€) mIuchMa.
2.Kaxkoii 6;1aHK opraHu3anuy NPUMEHSIOT 1Jis1 0(hopMJIeHHS MPUKA3A 10 OCHOBHOI
aesiTeJJbHOCTH?
a) OJaHK MKUCbMa;
0) GJ1aHK KOHKPETHOTO BHJIa JOKYMEHTA;
B) OJIaHK JIOJPKHOCTHOTO JIALA.
3. lloanuchbIBaeT NPUKA3bI
a) PYKOBOJUTENb CTPYKTYPHOTO TIOPa3ICIICHUS;
0) pyKOBOAMTEh OPTaHU3AIINY;
B) JIOJDKHOCTHOE JIUIIO-COCTaBUTEIBIIPHKA3A.
4. Kakoil pekBU3UT 00s13aTe/IbHO 0(popMIIsSeTCS] IPH BHEIIHEM COIVIACOBAHWH JOKYMEHTa?
a) rpud cormacoBaHws,
0) BU3BI COTJIaCOBAHUS;
B) rpu¢ OrpaHUYEHUS 10CTyNA K JOKYMEHTY.
5.13 kakuX Tpex JOKYMEHTOMOTOKOB COCTOUT IOKYMEHTO000POT NpeAnpusATHs?
a) UCXOJISIIIETO;
0) BHYTpPEHHET0;
B) MIOCTOSIHHOT'O;
I') IEPEMEHHOT0;
1) CIIy4aitHOTO;
€) BXOJIAIIETO.
Temamuka 3cce:

1. HopmaruBHas OCHOBa IpoIiecca JOKYMEHTUPOBAHHSI YIIPABICHUS TICPCOHAIIOM.
2. OpraHu3alOHHBIE KaIPOBBIE IOKYMEHTHI: COCTaB, COJAEPKaHUE, MOPSIOK MOJATOTOBKU U
odopmIIeHHUS.

3. JlomxHOCTHAs MHCTPYKIUS KaK OpraHU3allMOHHbIN KaJIpOBbIA JOKYMEHT.

4. TlonoxxeHue O CTPYKTYPHOM IOAPA3/IEICHUN KaK OpraHU3allMOHHBIN KaJpOBBIi
JIOKYMEHT.

5. JlokyMeHTHpOBaHME MpOLiecca YBOJIbHEHUS COTPYAHUKOB.

6. JlokyMeHTHpOBaHHE MpoIiecca OTKOMaHIUPOBaHUS NIEPCOHANIA.

7. CocraB 1 BUbl KaJpOBOIl TOKYMEHTALIUH.

8. AyrcopcHHr u ayrcta@UHI IepcoHana: NpakTuka NpuMeHeHus. JJokymeHTupoBanue

mnmponecca NpeaoCTaBJICHUA OTITYCKOB.
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TunoBasi CTPyKTypa 3K3aMeHAIlMOHHOT0 OuJjieTa

Haumenoeanue oyenouno2o mamepuana Maxcumanvnoe
Koiuuecmeo 0annoe
Bonpoc 1 16
Bonpoc 2 16
Tecm 8

Iloka3aTe/in U KPpUTEPHH OLIEHUBAHUS IVIAHUPYEMbIX Pe3yJIbTATOB OCBOECHMS

KOMIIETEHIUI U pe3yJbTATOB 00y4YeHHs1, IIKAJIA OLleHNBAHUS
Tabmuua 5

Nuaukaro Yposer
dopmupyemMble A P

Kpurepun OCBOCHHS
Ixajaa oneHuBaHusA JTOCTHKEHHUS
KOMIIETEeHIUH OLeHUBaHMS KOMIETEeHIH
KOMITETEHIHH i

[MK1-®opmupoBanue 3HaeT BEpHO U B IIpoaBHHYTHI
BO3MOSKHBIX MOJIHOM O0beMe: i

pelleHNii Ha OCHOBeE MPEeAMETHYIO 00JIaCTh U
pa3padoTaHHBIX  JJId crnienuduky

HHX HeJIeBbIX NesTeIbHOCTH
noxkasareJei OpraHu3saliu B 00beMe,
MOCTaTOYHOM JIJISI
[pereHus 3aqa4 Ou3Hec-
aHaIH3a.

'YMeeT BepHO U B
MoTHOM o0beme:
QHAITM3UPOBATH

MK-1.1  BreisiBneHue,BHyTpeHHNE (BHEIITHHC)
coop u aHaNu3((haKTOPHI U YCIOBHSA,
MHpOpMANUN  OM3HEC-BIUIIONINEC HA

QHAIIN3a JUISIIESITeNIEHOCTD
(bopmupoBaHus OpraHU3aINH.
BO3MOXHBIX perreHuii |OneHuBats Ou3Hec-
BO3MOXKHOCTb
[peaM3aliy peIeHus ¢
[TOYKH 3pEHUS
BEIOpPAHHBIX LIEJIEBBIX
MoKa3aTeneH.
IBEISIBIIATS,
[PETUCTPUPOBATH,
QHAITM3UPOBATH U
KIIacCU(HUIMPOBATH
[PUCKHU U pa3pabaThiBaTh
KOMIUIEKC MEPOIPUATUI
M0 UX MUHUMH3aLUU

85—
100 «OTJIHYHO»

oaJu1
0B

MK-3 TakTuueckoe[1K-3.2 PazpaboTka3HaeTr BepHO U B IIpoaBUHYTHI
ylpaBJjieHHe [peATI0KEHUH TIO[I0JIHOM 00beMe: /|
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npoueccaMu [palMOHaTM3aLuH CTaHIapTHI
OpraHu3anuu CTPYKTYPBI YHHU(HUIIMPOBaHHON
MPOM3BOACTBA [yIpaBieHuUs CHCTEMBI
TIPOU3BOICTBOM BlOpPTraHNW3aIMOHHO-
COOTBETCTBHH ClpacTiopsIINTENbHOM
LEMIMA W CTpaTerHeHIOKyMEHTAINH, CANHAS
OpTaHH3aIHH, crcTeMa
IMENACTBYIOIUX CHUCTEM,TEXHOJIOTUYECKOM
bopM W METOHOBIOKYyMEHTAIMH
[yIpaBIieHUs 'YMeeT BepHO U B
MIPOU3BOICTBOM, HOMOJIHOM o0beMe:
COBEPIICHCTBOBAHHUIO [pacHpeNelsiTh U
OpTraHHU3aIMOHHO- KOHTPOJIUPOBAThH
[pacTiopsITUTENbHOM MCIIONIb30BaHKE
IMOKyMEHTaIN H[TPOM3BOACTBEHHO-
OpTaHHU3aIIH [TEXHOJIOTUYECKUX
IMOKyMEHTO000pOTa, TO|PECYpPCOB, BBINOIHATH
BHEIPEHHIO [pabOTHI TI0 MIPOEKTY B
[TEXHMYECKUX CPEICTBCOOTBETCTBUH C
00paboTKH [TpeOOBaHUAMH 110
mHbOpMaLUH, KayecTBY HOBOTO
MEepPCOHATIBHBIX NpOIyKTa
KOMIIBIOTEPOB U CETEH,
ABTOMATH3HPOBaHHBIX
[pabouux MecT
[NK1-®opMupoBanue 3Haer ¢ IloBbIIICHHD]
BO3MOKHBIX He3HAYNTeJTbHBIMHU i
pelleHnii Ha OCHOBE 3aMeYaHUsIMH:
pa3padoTaHHBIX I NpeIMETHYIO 001acTh U
HUX HeJIeBbIX crnienuduky
nokazareJiei NeaTeTbHOCTH
OpraHM3aIyu B o0beMe,
MOCTaTOYHOM JIJIS
[pemeHust 3aqa4 OM3HeC-
aHaIM3a.
'Ymeer ¢
He3HAYNTEeTbHBIMHU
MK-1.1 BLIHBHGHI/Ie,gaMeannﬂMH:
AHAIM3UPOBATH
70— coop 1 aHaﬂH3BHyTpeHHHe (BHEITHME)
uHdopmanuu  Ou3Hec-
84 «XOpOoIIo» (bakTOpBI U yCIOBHS,
Oann AHaiHsa M nustrowue Ha
OB (bopumposar . |1esTensHOCTD
BO3MOXKHBIX PEIICHUN
OpTaHHU3aIHH.
OueHnBath OM3HEC-
BO3MOXKHOCTb

[peanu3aly peeHus ¢
[TOYKH 3pEHUS
BEIOpAHHBIX IIETIEBBIX
rokasaTeseil.
IBEISIBISTS,
[PETUCTPUPOBATD,
QHAJIU3UPOBATH U
KIacCH(QUIIUPOBATH
[PUCKH U pa3pabaThIBaTh
KOMILJIEKC MEPONPUATUI
MO0 X MUHUMM3AIUU

ImK-3 TakTHYeCcKoe
ynmpaBJieHHE

npoueccamMmu

3Haer ¢
HE3HAYUTECJIbHBIMHA
BaMCYaHUSIMMU:

MK-3.2 Pa3paboTka
MPENIOKEHU I 10|
[PALlOHAIU3ALIIH
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OpraHu3anuu
NMpou3BOACTBA

BHEIPEHHIO

00paboTKH
MHpOpMAINH,
[IEPCOHAIBHBIX
KOMIIBIOTEPOB U CETEH,
ABTOMATU3UPOBAHHBIX
[pabouux MecT

CTPYKTYpBI CTaHIApPTHI
lyIpaBiIeHUs YHHU(HUIIMPOBaHHON
MTPOU3BOJICTBOM B(CHCTEMBI
COOTBETCTBHH ClOpraHU3alnoOHHO-
LEIsIMU M CTpaTeruepacnopsanTeabHON

OpTaHH3aINH, IMOKyMEHTAINH, CANHAS
MEWCTBYIOIINX CHCTEM,CHCTEMA

bopM W METOAOBTEXHOJIOTHYECKOU
[yIIpaBiIeHUs IMOKyMEHTaIN
MIPOU3BOJICTBOM, no;3HaeT BEPHO U B
COBEPILIEHCTBOBAHUIO |MOJIHOM 00BeMe:
OpraHU3alMOHHO- [pacTipeienaTs u
[PaCTIOPSIUTEIbHOMN KOHTPOJIMPOBATH
IMOKyMEHTAI1H UUCIOIB30BAHNE
OpTaHHU3aIIA TIPOU3BOICTBEHHO-

MOKyMEHTO0000pOTa, MOTEXHOIOTHIECKUX

[pPECypCOB, BBITIOJIHATH

TEXHHYECKUX  CPEACTBPabOTHI IO MPOCKTY B

COOTBETCTBHUH C
[TpeOOBaHUAMH 110
KayecTBY HOBOTO
MpPOIyKTa

50 —
69
oaJu1
0B

«YAOBJICTBOPUTECJIBHO»

[TIK1-®opMupoBanue
BO3MOKHBIX
pelieHuii Ha
pa3padoTaHHbIX st
HHUX HeJIeBbIX
MmoKasareJiei

MnK-3 TakTHUYeCKO0e
ynpaBJieHue
npoueccamu
OpraHu3anuu

OCHOBC|

MK-1.1 BrisiBienue,
coop u aHau3
uHdopmanuu  Ou3Hec-
aHaIHM3a US|
(hopmMupoBaHus
BO3MOXKHBIX PEIICHUN

3HaeTt Ha 6a30BOM
YPOBHE, ¢ OLIMOKAMU:
peMETHYI0 001aCTh U
cnennuKy
MesITeIbHOCTH
OpraHU3aIy B 00bEMeE,
IMOCTATOYHOM ISt
[peIIeHUS 3a1a9 OU3HeC-
aHaM3a.

'YmeeT Ha 6a30BoOM
YPOBHE, ¢ OLIMOKAMU:
aHATN3UPOBATh
BHYTPEHHHUE (BHEITHHE)
(haKTOPHI M YCIOBHUS,
BJIMAKOIINEC HA
MesITeTbHOCTD
OpraHU3aIHH.
OrneHUBaTH OM3HEC-
BO3MOKHOCTB
[peaTN3aIiy PEIICHUS C
[TOYKH 3pEHUA
BI:I6paHHI)IX LEJIEBBIX
rokasaTeseil.
IBBISBIISTS,
[PETUCTPUPOBATD,
AHATU3UPOBATH U
KITacCH(QUITIPOBATH
[PUCKH U pa3pabaThIBaTh
KOMILIEKC MEPOIIPHATHI
IT0 UX MUHUMH3AIUI

ba3oBblii

IK-3.2
MpeaaoKeHu i
[pallMOHaTU3aLUU
CTPYKTYpBI
[YIIpaBJICHUS

10|

COOTBCTCTBUHU C

Pa3paboTka3naer Ha 6a30BOM

YPOBHE, ¢ OLUMOKAMU:
CTaHIapThbL
YHHU(UIIMPOBaHHON
CUCTEMbI

MPOU3BOACTBOM BEpFaHI/ISaHI/IOHHO-

aCIOPSIANTEIIbHOU
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MPOU3BOACTBA

BHEAPCHUIO

iHCJIAMU U C’I‘paTeFHeﬁ[{OKyMeHTaHHH, CAHaA

OpraHu3aluy, cucremMa
INEMCTBYIOIUX CUCTEM,[TEXHOIOTUYECKOI
bopM W METOHOBIOKYyMEHTAIMH
[YIIpaBIeHUs

TPOU3BOJCTBOM, nojYmeer Ha 6a30B0M
COBEPILIECHCTBOBAHHUIO [YPOBHE, ¢ OLIUOKAMU:
OpTaHU3aIMOHHO- pacIipenensiTh u
[pacTIOpsITUTENbHOM KOHTPOJIMPOBATH
IMOKyMEHTaI1H HHUCIOIB30BAHNE
OpraHu3aIuu MIPOU3BOICTBECHHO-

[[OKyMeHTOOGOpOTa, TO[TCXHOJIOTUYCCKHNX

[PECYpPCOB, BBITIOJHSATH

TCXHHUYCCKUX Cpe)ICTBIpa6OTI)I I10 MPOCKTY B

00paboTKH COOTBETCTBHUH C
MHpOpPMAaINH, [TpeOOBaHUAMH 10
MepPCOHATbHBIX KayeCcTBY HOBOT'O
KOMIBIOTEPOB U CETEH,IPOLYKTa
ABTOMATH3UPOBAHHBIX
[pabodnx MecT
[MK1-®opmupoBanue 3Haer ¢ Komnerenun
BO3MOKHBIX He3HAYMTeIbHbBIMHU H He
pelIeHHiI Ha OCHOBe BaMeYaHHsIMU: copmuposa
pa3padoTaHHBIX  JJId NpeIMETHYIO 00J1acTh U HBI
HUX HeJIeBbIX crienuduky
noxkasaresei EeATEIILHOCTU
OpraHu3saliu B 00beMe,
MOCTATOYHOM ISt
[pemeHust 3aqa4 OM3HeC-
aHaIu3a.
'Ymeer ¢
He3HAYHMTEIbHBIMHU
BaMe4YaHHSAMU:
TK-1.1 BrisiBienue,
QHAJTN3UPOBATh
coop u aHaIu3
BHYTpPEHHUE (BHEIIIHHE)
uHdopmanuu  Ou3Hec-
(haxTOPHI M YCIOBHUS,
aHaM3a IS
BIIMSIONINE Ha
(bopmupoBaHus
. |1eATeNBHOCTh
BO3MOXHBIX PEIICHUI
OpraHU3aIHH.
MEHe
e 50 «HEYIOBJIETBOPUTEJIbHO OnenuBaTh OM3HEC-
» BO3MOKHOCTb
Oann
[pean3aiy PEeIeHNs C
OB
[TOUKH 3pEHUS
BEIOpPAHHBIX LIEJIEBBIX
[OKa3aTEIICH.
IBBISBISTS,
[PETUCTPUPOBATS,
QHAITU3UPOBATh U
KIIacCU(HUIMPOBATH
[PUCKHU U pa3pabaThiBaTh
KOMILIEKC MEPOTIPUATHUI
10 UX MUHMMHU3ALUI
MK-3 Taxruueckoe[1K-3.2 PaspabotkaHe 3naer Ha 6a30BOM
yIpaBJIeHHe MIpeUI0KEHUH NO)ypoOBHe:
nmpoueccamu [pPalliOHAJIM3aIIHA CTaHIapThI
OpraHu3anuu CTPYKTYPBI [YHUHIPOBAHHOI
[IPOU3BOJACTBA [YIIPABJICHUS CUCTEMBI
ITPOU3BOJICTBOM BOPraHU3aIOHHO-
COOTBETCTBUU CpacnopsIUTEILHON
eJTIMH W CTpaTerHeHIOKyMEeHTAlNH, eHas

OpraHu3aIu,

CUCTCMa
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INEWCTBYIOINX CHCTEM,
dbopM W MeTOHOB
[yIpaBIICHHUS
MPOU3BOACTBOM, (v
COBEPIICHCTBOBAHHUIO
OpraHU3alHOHHO-
[pacopsAUTEIbHON
ITOKYMEHTAIIN! u
OpraHu3au
IMOKyMEHTO000pOTa, 0|
BHEIPEHHIO
TEXHUYECKUX CPEICTB
00paboTKH
nHpopManuy,
[epCOHAIBHBIX
KOMITBIOTEPOB U CETEH,
ABTOMaTHU3MPOBAHHBIX
[pabodnx MecT

[TEXHOJIOTUYECKOI
IMOKYMCHTAIHH

He ymeeT Ha 6a30BOM
YpoBHe:
pacripeensTh u
KOHTPOJIUPOBATH
MCIIONIb30BaHKE
IPOM3BOICTBEHHO-
[TEXHOJIOTUYECKHUX
[PECYPCOB, BBITIOJIHATH
[PaOOTEHI 1O MPOCKTY B
COOTBETCTBUHU C
[TpeOOBaHUSMU IO
KauyeCTBY HOBOTO
MpoIyKTa
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Ilpunoscenue 1

MWHHUCTEPCTBO HAYKH U BBICHIEI'O OBPA3OBAHMS POCCUIMCKOM ®EJEPAIIMN

DenepanbHOEe TOCYIAPCTBEHHOE OIOIUKeTHOe 00pasoBaTeIbHOE YUpe/KIeHHe BBICILIEr0 00pa3oBaHMsI
«Poccuiickuii JxoHomMuvecknii ynusepcuretr umenu I'. B. Iliexanosa»
Kpacnopapcknii pusnnan PIY um. I'. B. IliexanoBa

cDaKy.TII)TeT 9KOHOMHKH, MCHCI?KMCHTA XU TOPT'OBJIA

Kadenpa sxoHoMuku 1 ynpaBieHUs

AHHOTAIIMSA K PABOYEH ITPOT'PAMME JTUCIUILIAHBI

b1.B.06 JOKYMEHTAIHNOHHOE OBECIIEYEHUE YIIPABJIEHUA

Hanpasienue noarorosku 38.03.02 MEHE/KMEHT

Hanpasiaennocts (mpo¢ujib) MporpaMMsbl
MEHE/UKMEHT OPTAHU3SAIINU

YpoBeHb BbICHIEro 00pa3oBaHMs bakanasepuam

Kpacnomap — 2021 r.

29



1. Hean u 3212494 JUCHUILIMHBI:

Lenpto y4eOHOW AUCHUIIUHBI «J{OKyMEHTalIMOHHOE OOECHeueHHe YIpPaBICHUS)
ABJsieTcsa (POPMUPOBAHKE Y CTYIEHTOB 3HaHUHN TEOPETHUECKUX U MIPAKTUYECKUX OCHOB CO3IAHUs
JOKYMEHTOB YIpaBJICHHSA, a TakXKe IPHOOpPETeHHWE HABBIKOB TI'PAaMOTHOM U 3(QeKTUBHOM
OpraHu3alMi COBPEMEHHOTI'O JIeI0IPOU3BOJICTBA HA MPEANIPHUITUAX U B OPraHU3ALMSIX.

3amaun  y4eOHOM JUCHUIUIMHBL  «J[OKyMEHTAllOHHOE oOecreueHre YIpaBICHUS)
3aKJII0YAI0TCS B!

- U3YYEHUHM  3aKOHOJATEIbHBIX W  HOPMAaTHBHO-METOAWYECKHX  JIOKYMEHTOB,
perinaMeHTupyoumx paboTy ¢ JOKYMEHTaMH OpraHu3alliM; [paBWJl COCTaBICHUA U
oopmieHHS YNpPaBICHUECKUX JOKYMEHTOB; MOpsAKAa padOThl C JIMYHBIMH U CIY)KEOHBIMHU
JIOKYMEHTaMU;

- (opMupoBaHMHM HABBIKOB COCTAaBICHUS U O(OPMIICHHS OCHOBHBIX JOKYMEHTOB
yIpaBJIEHUS; U3yYEHUN PaOOThI CIIyKOBI JOKYMEHTAIL[MIOHHOT'O O0ECIIeYeHUs YIIPABICHMS;

- BBUIIBJIICHUH, cOOpe W aHanu3e uHpopManmu Ou3Hec-aHanmu3a s (OPMHUPOBAHUS
BO3MOYKHBIX PELLICHUH;

- pa3paboTKe  NPEATOKEHHH 1O  COBEPUICHCTBOBAHMIO  OPraHU3AI[MOHHO-
pacropsaUTENbHON JOKYMEHTAllMM W OpraHu3alud JIOKYMEHTOOO0OpOTa, 10 BHEAPEHHIO
TEXHUYECKHUX CPENICTB 00paboTKH HH(OpMAIIH.

2. Conepma}me AUCHHUIIIMHbI

HanmenoBanue pa3aesioB / TeM JUCHUNIMHBI

1. | Tema 1. OpranuzanroHHbIE OCHOBHI I€JIONPOU3BOICTBA. bIaHKU JOKYMEHTOB

Tema 2. OpranuzanroHHO-pacnopsAuTeNbHast JoKkyMeHTalus. O01as XxapakTepucTuKa
CTHJIS CITY’K€OHOM JIOKyMEHTaIH

3 Tema 3. CnpaBouHO-uH(pOpMaLMOHHbBIE JOKYMEHTHI. JlenoBas nepenucka. CocraBieHue
" | aKTOB U IPOTOKOJIOB

Tewma 4. PacniopsautensHbie JOKyMeHTh. COcTaBlIeHHE PUKA30B, YKa3aHUM,
pacrniopspkennil. OpraHu3alMOHHbIE JOKYMEHTHI

Tema 5. OpFaHI/ISaHI/Iﬂ I[OKYMCHTOO60pOTa. OpF aHu3alusa perucTpanmuu J0KyMEHTOB U
KOHTPOJIb UCITOJTHCHHUA TOKYMCHTOB

6. Tema 6. OpFaHI/ISaHI/IH OINCPATUBHOI'O XpaHCHUSA JOKYMCHTOB. q)OpMI/IpOBaHI/Ie pI{SA) |

Tewma 7. IloagroToBKa TOKYMEHTOB K ITOCIEAYIOLIEH NTepeayn JOKYMEHTOB B apXUB WIH
HA YHUYTOXKECHHE

TpyaoeMkocTh 1MCHUILIMHBI cocTaBjseT 4 3.e. / 144 yaca

®opma KOHTPOJIS — IK3AMEH

CocraBuTeb:
JlouieHT Kadeapbl 5JKOHOMUKHU U YIIPaBICHUS
Kpacnonapckoro ¢unuana POY um. I'.B. [Inexanosa, k.3.H. M.Sl. Benpukosa
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