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I. OPTAHU3AIIMOHHO-METOINYECKHWI PA3JEJ

Ieab 1 3a7a4n 0CBOEHUS JUCHHUILJIMHBI

Henabro y4eOHO#N aucuumiIuHbl «/JloKymMeHTanHOHHOEe o0ecmedeHHe YNPaBJICeHHUS
ABIIAETCA POPMHUPOBAHUE y CTYJCHTOB 3HAHUM TEOPETHUECKUX U MPAKTUUYECKUX OCHOB CO3/IaHUs
JOKYMEHTOB YTpaBJICHHs, a TaKKe MPUOOPETEHHWE HABBIKOB TPaMOTHONM U 3(dEeKTUBHOMN
OpraHu3alMKi COBPEMEHHOTO JEJIOMPOU3BOICTBA HA MPEAIPUATHSAX U B OPraHU3ALUAX.

3agaum y4eOHOIl IMCUMIVIMHBI «JOKyMEHTallMOHHOe o0ecneyeHue yIpaBJIeHHS»
3aKJIIOYAIOTCS B:

1. H3yuuTp  3aKOHOJATEIbHBIE W  HOPMATUBHO-METOJIWYECKHUE  JIOKYMEHTHI,
periaMeHTUPYIOUUX padoTy ¢ JOKYMEHTaMH OpraHU3allMK; MPaBUJI COCTABICHUS U 0(OPMIICHUS
yHpaBIE€HUYECKUX JOKYMEHTOB; MOPsiiKa paObOThI C IMYHBIMU U CIIYKEOHBIMH JJOKYMEHTaMHU.

2. @®opMupOBaTh HAaBbIKM COCTaBICHHS U OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
yHpaBJIEHUS; U3yUYEHUU pabOThI CIY>KObI JOKYMEHTAIIMOHHOTO OOECTIEUeHUs YIIPaBICHUS;

3. Pagpaborarp  mpeasio’keHUss MO  COBEPIICHCTBOBAHUIO  OpraHU3alMOHHO-
pacnopsAUTENbHON JOKYMEHTAIMN U OpraHU3alluu J0KyMEHTO000pOoTa.

4 AHaANM3UPOBATH YCHEIIHbIE KOPIOPATUBHBIE MPAKTUKU MO OPraHU3alMK HOPMHUPOBAHUS
TpyJa JAJid pa3iu4HbIX KaTEropuil mepcoHana, OCOOCHHOCTEH NpPOM3BOJCTBA U JACSATENbHOCTU
OpraHu3alVH.

MecTo IMCUMILVIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI MPOorpaMMbl

HucuumuinHa — «JlokyMeHTanmoHHOe oOecrledyeHue YyMOpaBjiCHUs», OTHOCUTCS K  YacTH,
dbopmupyemMoil yuacTHUKaMH 00pa30BaTeIbHBIX OTHOIIICHUMN
O0beM TUCHUIUIMHBI U BUAbI y4e0HOU PadoThI

Tabmumna 1
.. Bcero yacoB no gpopmam o0yuenust
Iloka3zaTenu 00 béMa TUCHUNTHHBI
ouHan ‘ O0YHO-3A0YHAA
O0BEM QUCHUIUINHEI B 3aU4ETHBIX €IUHULIAX 43ET
O0BeM JUCIMIUIMHEI B aKajl.yacax 144
[TpomexxyTouHast aTTeCTaITHS:
(bopma 9K3aMeH 9K3AMeEH
KonTakTHas padora o0y4yaomuxcs ¢ npenogaBaresiemM 58 28
(KoHTaKT. 4acekl), Bcero:
1. KonrakTHast paboTa Ha MPOBE/ICHUE 3aHATUI
JIEKIIMOHHOTO ¥ CEMUHAPCKOTO THUIIOB, BCETO 54 24
9acoB, B TOM YHCIIE:
e JIEKIUU 24 12
® MPaKTUYECKUE 3aHSATHS 30 12
e 1a00OpaTOpPHBIC 3aHATHUS - -
B TOM YHCJIe TPAKTHYECKasl MOATOTOBKA 12 -
2. Mamusuayaneabie KoHcynpTammu (MK) - -
3. KonTaktHas paboTta 1o npoMexyToqHOn
attecrauuu (Katr) ] i




4. Koncynpranus nepen 3x3ameHoMm (K9)

5. KonrakrtHas paboTta 1o npoMexyToqHoOn
aTTECTAallUU B TIEPUO/] 9K3. CECCUU / CECCHH

3a04yHUKOB (KarTiK)

CamocrositesbHas padora (CP), Bcero:

86 116

B TOM YHCJIC:

® CaMOCTOATCIIbHAsA pa60Ta B IIEpUOJ 3K3. CECCUU

(CPaxk)

32 32

e camocrosTensHas padora B cemectpe (CPc)

54 84

B TOM YHCJIE, CAMOCTOSITEIIbHAsI pa00Ta Ha KypCOBYIO

pabory

e usyuenue JOP

® u3ydYeHHUe y4eOHOH JTUTepaTypsl

® HallMCaHUC 3CCC

® U Opyaue 8uobl

54 84

Hepeqeﬂb IJIAHUPYEMBIX PE€3YyJIbTAaTOB Oﬁy‘leHI/Iﬂ o AMCOMIIJINHE

®opmupyemblie Nuaukaropsl focTukennss | Pe3yabraTel 00yuyeHus (3Hanus,
KOMIIeTEHIIUH KOMIIeTeHI U ymenus)
(k00 u naumenosanue (k00 u Haumenosanue
KOMHemenyuu) UHOUKAmMOopa)
IIK-1 ®opmMupoBanue IIK-1.1 Buisienne, c6op wu | IIK-1.1. 3-1. 3uaer npeamerHyro
BO3MOKHBIX aHanu3  uHboOpManuM  Ou3Hec- | oOnacTb W crHeuuduKy JeSTelbHOCTH
peuleHuii Ha OCHOBe a”aiauza JUIst (opMHpPOBaHUs | OpraHU3alUK B 00bEME, TOCTATOYHOM JIS

pa3padoTaHHBIX JAJS HUX
1eJeBBIX MoKa3aTejien

BO3MOXXHBIX peH.IeHI/Iﬁ

peueHus 3aaa4 OH3HEC-aHaIIN3a.

I[IK-1.1. V-1. ¥Ymeer aHaIM3UPOBAThH
BHYTpeHHHE (BHEIIHHE) (aKTOphl W
YCIIOBHS, BIMAIONINE HA JEATEIBHOCTh
OpraHU3aIHH. OneHuBath OusHec-
BO3MOXKHOCTh PEAIM3ALMU PEUICHUs C
TOYKM 3pEHHS BBIOPAHHBIX  IENEBBIX
nokasaresei. BbIABIATh, pEruCTPUPOBATh,
aQHAIM3MPOBAaTh U KIACCH(HUIUPOBATH
pUCKH W pa3pabaThiBaTh  KOMILIEKC
MEPONPUSITHHA N0 UX MUHUMU3ALIH

IIK-3 TakTH4eckoe ynpasJjieHHEe
npoueccaMu OpraHu3anuu
NMPOU3BO/ICTBA

[1K-3.2 -Pa3paboTka npeiosxxeHui
T10 PaIMOHANIN3AIMN CTPYKTYPBI
yTIpaBJIEHUs IIPOU3BO/ICTBOM B
COOTBETCTBHH C LEISIMH U
CTpaTeruey opraHu3anuy,
JEHCTBYIOINX CHCTEM, (DOPM H

I1K-3.2. 3-1. 3Haer  CTaHmApTHI
YHU(DULIUPOBAHHOM CHCTEMBI
OPraHMU3aOHHO-PACHIOPS IUTENLHOM

JIOKYMEHTALMH, enuHas cucTeMa

TEXHOJIOTMYECKOI JOKYMCHTalNU

Tabauua 2



METOJIOB YIIPABICHUS IK-3.2. V-1. ¥Ymeer pacnpenensit M

MIpOU3BOACTBOM, 11O KOHTPOJIHMPOBATH HCII0JIb30BaHUC
COBCPUICHCTBOBAHUIO MMPOU3BOACTBCHHO-TCXHOJIOTUYCCKUX
OpraHnu3aliMOHHO- PECypPCOB, BLIITOJIHATH pa60T1,1 IO MPOCKTY

pacIopsIIUTENIbHON JOKYMEHTAMM | B COOTBETCTBUM C TpPEOOBAHUAMHU 110
W OpraHu3aluy JOKyMEHTO000pOoTa, | KayecTBY HOBOTO IPOIYKTa

10 BHEIPEHUIO TEXHUYECKHX
cpencTB 00paboTKH HH(OPMAITHH,
MIEPCOHAIILHBIX KOMITBIOTEPOB U
cereld, aBTOMaTU3MPOBAHHBIX
paboumx MeCT




sTanbl GOPpMUPOBAHUS U KPUTEPUH OLIEHUBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIM i
AJis1 o0yqaromuxcst 04HO# (popmbl 00yueHust

1. COAEP KAHUE JUCHHUIIJINHbI

Tabmuua 3.1
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Cemectp 5
1. | Tema 1 Oprann3anuoHHbIe OCHOBBI 4 4 | - 1 5 20 MK -1.1. IK-1.1. 3-1. 0. T c]
JeJIONPON3BOACTBA. BlIaHKN JOKYMEHTOB. HK-1.1.¥-1.
Yuudukanus ©  CTAHIAPTU3AIUS  JCJIOBOM 1K-3.2. 31
JNokyMmeHTanuu. OOmmMe HOpPMBI M MpaBUia Dt
TIK-3.2. IK-3.2. V-1.
opopMiIeHHS JNOKYMEHTOB (pa3Mmepsl Oymard,
MOJICH, HyMepaIusi CTPaHUI[ U T.J.) MPHUMEHIEMOE
B JICJIONIPOHM3BOICTBE.
2. | Tema 2. Opranu3amMoOHHO-PACTOPSAUTEIbHAS 4 4 - 1 5 20 MK -1.1. MK-1.1. 3-1. 0. T. D
AoKyMeHnTanus. OB1Ias XapaKTepHCTHKA NK-1.1. V-1.
CTHJISA CJIYKeOHOH JOKYMeHTAaluu
Knaccudukarus EJIOBOU JIOKyMEHTaLUuu [IK-3.2.3-1.
) TIK-3.2. IIK-3.2. V-1.

[paBuna ohopMIICHUSI PEKBU3UTOB OJIaHKA M UX
pacrooKeHus: Ha cTaHaapTHOM (opmare Oymard,
pa3mepbl  mnosnieil. Dopmysp-oOpaser] rpyIIbI
JIOKyMEHTOB, IIPUHAJISKAIHUX K OJTHOI cHcTeMe.
[IpoekTupoBanue OJ1aHKOB JIOKyMEHTOB
OpraHU3aIHH. Cocras, odopmieHwe,
M3TOTOBIICHUE, XPaHEHHe OJIAaHKOB OpraHU3allry.
Brank 1OKyMeHTa: IOHSTHE, Ha3HAUEHHE, BUJIbI
OmankoB (00mIuMil OaHK, OJAaHK MUChMa, OJIAHK
KOHKPETHOTO BHJIa JIOKyMEHTa (KpoMe IMHUChMa).
Cocras, o(hopMiIeHNE PEKBU3NUTOB OJIaHKa.
OCOOCHHOCTH SI3BIKA CITY>KEOHBIX JJOKYMEHTOB.
Kommnosumust nokymenrta. CTpyKTypHBIE OIIHOKH.
HeymecTtHoe 1 HeomnpaBaaHHoe ynoTpediieHne
MHOCTPaHHBIX CJIOB.




Tema 3 CnipaBouHO-uHpOPMAIHOHHBIE
JTOKYMeHTHI. JleJioBasi mepemnucka.
CocTaBiieHHE AKTOB W MMPOTOKOJIOB.

Odukcanus (OMUCAHUC) JTOKATBHBIX TPABUI, HOPM,

MOJIOXKEHHUH, OTIpeIeIONINX cTatyc
OpraHM3allvy, ee CTPYKTYDY, HITaTHYIO
YHCIIEHHOCTh u JIOJDKHOCTHOM COCTaB,

KOMITETEHIINN JOJDKHOCTHBIX JIMII M CTPYKTYPHBIX
noapasziesneHnl, (QyHKIMOHAIBHOE COJAEpKAHUC
JEATCIIPHOCTH ~ OpraHm3allid B ILIEJOM, ec
noApasieNieHuii W pabOTHUKOB, WX IIpaBa,
00S53aHHOCTH,  OTBETCTBEHHOCTb W  Zp., B
OpraHU3aI[MOHHO-PACIOPSIUTEIBHBIX JOKYMEHTaX

OpraHU3aIHH.
CtpykTypa, Ha3zHauy€HHE, TOPSAOK pa3padOTKH,
COTIJIaCOBAaHMS u YTBEPKICHUA IIpaBun

BHYTPEHHETO TPYAOBOrO pacrnopska, I[lomoxenus
0o nepcoHane, IlonoxkeHus O CIPYKTYpHOM
nogpasjeneHuy, J{OJKHOCTHOM — MHCTPYKIIMH.
IlltaTHOE pacnMcaHue Kak MEPBUYHBIA YUYETHBIN
JOKYMEHT MO Yy4eTry KaapoB. O3HakoMIIeHHE
pabOTHHKOB C  JIOKAJbHBIMH  HOPMAaTHBHBIMH
aKTaMH OpPTaHU3alHH.

Bunpl n HazHaueHNE HHPOPMAIIMOHHO-
CIIPABOYHOM JOKYMEHTalUu 1o Kaapam. Ilopsaok
oopmiteHHs, OCHOBHBIE PEKBH3HUTHI U
MPaBONPUMEHUTENbHAS TPAKTUKA UCTIONb30BaHUS
JIOKJIJIHBIX, CIIY)KEOHBIX 1 00BICHUTEIBHBIX
3aMUCOK, MTPEICTABICHUH, MPEIJIOKEHUH,
3asiBJICHUH, aKTOB, CIIPABOK U JIP. B KAUeCTBE
OCHOBAHUH IJIsI IPUHATHH PEIIeHH B cepe
yHpaBJIEeHUs IEPCOHAIOM OpPraHU3aLMH.

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 PacnopsiguTeiabHble JOKYMEHTBI.

CocraBieHue NPHUKA30B, yKa3zaHui,
pacnopsiskeHuii. Opranu3anoHHbIC
JOKYMEHTBI.

OpraHu3alMOHHO-PaCOPs AU TEIbHbIE
JOKYMEHTBI: TIOHSTHE, Ha3HAuCHHE, OCHOBHBIC
BUIbl (OpPraHU3alMOHHbIC, PacHOpPSAUTENBHEIE,
CIPaBOYHBIE).

OpraHu3anoHHbIE JOKYMEHTBI: ycTaB,
HOJIOXKEHHE, CTPYKTYpa M LITaTHas YHCICHHOCTS,
IITATHOE pPACIHCAaHWE, IPaBHIa, JOJDKHOCTHAS
HWHCTPYKIMA, UX HA3HAUYCHHUC, XapaKTCPUCTHKA U
cocTaB, TpeOOBaHMS K O(OPMIICHHUIO, MOPSIOK
YTBEPKACHHUS.

PaCHOpHI[I/ITCHI)HbIe JOKYMCHTBI: IIOCTAaHOBJICHUC,
npruka3 (10 OCHOBHOHM JEATETBbHOCTH U IO
JUYHOMY COCTaBY), PacCIOpsDKEHHE, COBMECTHBIN
PACIOpSIUTENBHBIN JTOKYMEHT, WX Ha3HaucHUE,
XapaKTepUCTUKa M  COCTaB, TpeOOBaHHA K
0 OpPMIICHHIO.

CrpaBo4yHO-HH(POPMALUOHHBIE JOKYMEHTBL:
CIy)KeOHblE  THCbMA,  CIIPaBKH,  JOKIAJHBIC
3alHCKH, ITPOTOKONBI, aKTBl, 3asBICHUS, HX
XapaKTepuCTHKa W  COCTaB, TpeOoBaHUs K
0 OpPMIICHHIO.

Tuner JOKYMEHTOB: NOJJIMHHUK, KOIIUA, I[yGHI/IKaT,
BBIIIMCKA, WX HazHaueHue. [lopsiok odopmieHus
U BblJAa4YU KONUH U }Iy6J'II/IKaTOB JTOKYMECHTOB,
BBIITMCOK U3 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 Opranusanusi J0KyMeHT0000poTA.
Opranu3anus perucTpanum J0KyMeHTOB 1
KOHTPOJIb HCTIOJTHEHUSI IOKYMEHTOB.

Perucrpanus 10KyMeHTOB: IOHSTHE, LIETH,
3a/la4u, MECTa PErUCTPaIMK Pa3IMUHBIX
KaTeropuit JokyMeHToB. CHCcTEMBI U POPMBI
peructpanuu (KypHaJlbHasl, KapTOJHas,
ABTOMATH3MPOBAHHAS ), X JJOCTOMHCTBA H
HenoctaTku. [lokazaremny, BBOIUMBIE B
peructpanuoHsabie GopMbl. OcoOeHHOCTH
perucTpanuy BXOAAIINX, HCXOIAIINX 1
BHYTPEHHUX JOKYMEHTOB.

CocTaB BBINOIHAEMBIX Pa0OT NP OTIPABKE
UCXOJAIMINX JOKYMEHTOB: IPOBEPKa
NPaBHILHOCTH O(OPMIICHHS, HATNYNS
NPUIIOKEHUH, agpecara, COpPTHPOBKA IO
ajzipecataM M BUAaM OTIPABJICHUH, COCTaBIECHUE
OTIHCH pacChUIKA. TpaIullMOHHEIH crIoco0
OTIIPAaBKH JOKYMEHTOB (104To#). OTIpaBKa
JIOKYMEHTOB C TIOMOIIbIO TenedoHa, (akca.
KoHTpons HCroTHEHNST TOKYMEHTOB: TIOHSTHE,
Ha3HaueHWe, BUABL. [[pUHIMITEI OpraHu3aIium
KOHTPOJIsL. CPOKH UCTIOTHEHHS: TUIIOBOM,
WHIUBUAYaTbHBIN. TeXHOIOTUs BeleHUs
KOHTPOJISI. AHAJIN3 MCTIOHEHNUS JOKYMEHTOB B
yupexxaeHn. B3anMOoCBsI3b perucTpaiiu
JIOKYMEHTOB U HH(POPMALIMOHHO-CIIPaBOYHON
paboTel. Opranuszaiust paboThI C TOMOIIBIO
CIPaBOYHBIX KAPTOUEK.

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.

Ip.a

K/p

Tema 6. Opranuszanusi ONepaTUBHOIO
XpaHeHHus1 N0KyMeHTOB. @opMupoBaHue ae.
Homenknarypa  nmem:  moHsATHe.  3Ha4yeHHUe
HOMEHKJATypsl ~ Aen  JUId  KJIacCH(UKALUH
JOKyMEHTOB, OIIEPATHBHOTO XPaHEHHS W WX Ipex
apXUBHOHM MOArOTOBKH. Buabl HOMEHKIATYp HEIl.
ITopsinok COCTaBJICHUS, odopmIieHus,
YTBEPKIAEHUSI U  IPUMEHEHUs  KOHKPETHOM
HOMEHKJIaTypsl aen. [lopsmokx popmMupoBaHus el
OpFaHmaum{ XpaHCHUA UCTIOJTHEHHBIX
JOKyMeHTOB. OCHOBHBIE TPEOOBAHHUS
HOPMAaTHUBHBIX TOKYMECHTOB, PETTIAMCHTHPYIOIIUX
JIaHHBIH 3TaIl IOKyMEHTO000poTa.
OTBETCTBEHHOCTb 32 COXPAHHOCTb JJOKYMEHTOB.

10

16

MK -1.1.

MK-3.2.

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

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

I'p.o.

10




Tema 7. IloaroToBKa 10OKYyMEHTOB K
nmocJenyonleii mepeaavyn J0KyMeHTOB B apXUB
WJIN Ha YHHYTOKEHHeE.

OCHOBHBIE 3Tanbl IePEeIavn JOKYMCHTOB B apXUB
WY Ha YHUYITOKEHUE: MOITOTOBUTEIILHBIN
(0b6ocHOBaHUE BBIOOpA CIOCO0A COXPAHCHHUS WU
YHHYTOXKCHUS MyTEM MPOBEACHUS IKCIICPTU3BI
[EHHOCTHU JIOKyMEHTOB), OCHOBHOH (ITOATOTOBKA
JIeIT 171 TIepeladdl B apXUB), 3aBEPIIAIOIIHN
(mepenava B apX¥B WM YHUYTOXKEHIE).
OKcrepTr3a IeHHOCTH TOKYMEHTOB: TIOHSTHE,
Ha3zHadeHue. [[pHHINIIEI U KPUTEPUHT
onpeneNeHrs HayYHOU, UCTOPUUECKON 1
HpaKTH‘IeCKOﬁ HIEHHOCTU JOKYMCHTOB.
OKcHepTHbIE KOMUCCHUH, X (DYHKLIUH, TIpaBa.
Oranbl npoBeacHus KcepTu3bl. OdhopmMieHue
Pe3yabTaToB SKCHEPTH3bl. CPOKU XpaHCHHS
JOKYMCHTOB. Hepe‘lHI/I JOKYMCHTOB C YKa3aHUCM
CPOKOB XpaHCHHS, NX BUBI, HA3HAYCHHE, CXEMBI
noctpoeHus. [lopaaok nepenadu e B apXuB WIH
YHHYTOKCHUS TOKYMEHTOB.

TpeboBaHMs K OQPOPMIICHHIO JET IIOCTOSIHHOTO,
BPEMEHHOTO CPOKOB XpaHECHUS U 10 THIYHOMY
cocraBy. [IpaBuia o(hopMIICHHUS U COCTABICHUS
onucu aein. [lopsaok nepenayu aen B apxus.
ApXI/IBZ IIOHATUC, HA3BHAYCHUC. BI/II[I)I APXHBOB!
rocy1apCTB€HHbIC, BEJOMCTBCHHEIC,
00BbeIMHEHHBIE BEIOMCTBEHHBIC, 00BhEeTMHEHHBIC
ME)KBEJJOMCTBCHHBIC 10 TMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIBHBIH,
TOCYIapPCTBEHHBIN.

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.

Kouncynomayus nepeo sxzamenom (K3)

Koumaxmnasi paboma no npomesncymounot
ammecmayuu 8 nepuood K3. ceccuu / ceccuu
3aounurxos (Kammox)

Camocmosmenvuas paboma 6 nepuoo 9K3.
ceccuu (CPax)

32/-

32

Hmozo

24

30

12

86/4

144
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Jrtanbl GopMHPOBAHMA M KPUTEPHH OLICHUBAHHUA C()OPMHPOBAHHOCTH KOMIIETEHIIHI

JJIS 00Y4YAIOLIUXCS OYHO-3204HOM (DOPMBI 00yUeHU s

Tabnuua 3.2

pr}lOeMKOCTL, aAKaJIeMHY€CKHE YacCbl
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Cemectp 6
1. | Tema 1 OpraHu3anuoOHHbIE OCHOBBI 2 2 | - - 5 9 nK-1.1. | IIK-1.1. 3-1. 0. T c]
JeJIONPOU3BOACTBA. BlIaHKHM J0KYMEHTOB. HK-1.1. V-1.
YHuQUKamMs W CTaHmApTHU3almusd  JEJOBOM e
JNokyMmeHTauuu. OOmme HOpMBI M TMpaBUiIa Dt
TIK-3.2. TIK-3.2. V-1.
oopmiIcHHS JOKYMEHTOB (pa3Mmepbl Oymarw,
MOJICH, HyMepaIusi CTPAHUI[ ¥ T.J.) MPHUMEHIEMOE
B JICJIONIPOHM3BOJICTBE.
2. | Tema 2. Oprann3anuoOHHO-PACIOPSIANTEIbHAS 2 - - - 7 9 IK -1.1. TIK-1.1. 3-1. 0. T. )
Aokymenrtamusi. O61as XxapaKkrepucTuKa NK-1.1. ¥-1.
CTHJIS CJIYKeOHOM JOKYMEHTAIINH
Knaccudukarus EJIOBOU JIOKyMEHTaLuu TIK-3.2. 3-1.
) TIK-3.2. TIK-3.2. V-1.

[paBuna ohopMIICHUSI PEKBU3UTOB OJIaHKA M HX
pacroioKeHus: Ha cTaHaapTHOM (opmare Oymary,
pa3mepbl  mnosieil. Dopmyssp-oOpaser] rpyIIbI
JIOKyMEHTOB, IIPUHAJISKAIHUX K OJHOH CHCTEME.
IIpoexTupoBanue 0JIaHKOB JIOKYMEHTOB
OpraHU3aIHH. Cocras, odopmieHwe,
W3rOTOBJICHHE, XPaHEHHE OJJAHKOB OPraHU3aL[HH.
biaHk qOKyMEHTA: OHATHE, HA3HAYCHUE, BHIBI
Os1aHkoB (0OmIMiA OJTaHK, OJTaHK MUCHMAa, OJIAaHK
KOHKPETHOTO BH/Ia JJOKyMEHTa (KpOoMe MUChMa).
CocraB, ohopMIIEHUEC PEKBU3UTOB OJIAHKA.
OCOOCHHOCTH SI3BIKA CITY>KEOHBIX JJOKYMEHTOB.
Komnoszuius nokymenTa. CTpyKTYpHBIE OITHOKH.
HeymecTHOe 1 HeonpaBIaHHOE YIOTpEOICHHE
WHOCTPAHHBIX CJIOB.

12




Tema 3 CnipaBouHO-uHpOPMAIHOHHBIE
JTOKYMeHTHI. JleJioBasi mepemnucka.
CocTaBiieHHE AKTOB W MMPOTOKOJIOB.

Odukcanus (OMUCAHUC) JTOKATBHBIX TPABUI, HOPM,

MOJIOXKEHHUH, OTIpeIeIONINX cTatyc
OpraHM3allvy, ee CTPYKTYDY, HITaTHYIO
YHCIIEHHOCTh u JIOJDKHOCTHOM COCTaB,

KOMITETEHIINN JOJDKHOCTHBIX JIMII M CTPYKTYPHBIX
noapasziesneHnl, (QyHKIMOHAIBHOE COJAEpKAHUC
JEATCIIPHOCTH ~ OpraHm3allid B ILIEJOM, ec
noApasieNieHuii W pabOTHUKOB, WX IIpaBa,
00S53aHHOCTH,  OTBETCTBEHHOCTb W  Zp., B
OpraHU3aI[MOHHO-PACIOPSIUTEIBHBIX JOKYMEHTaX

OpraHU3aIHH.
CtpykTypa, Ha3zHauy€HHE, TOPSAOK pa3padOTKH,
COTIJIaCOBAaHMS u YTBEPKICHUA IIpaBun

BHYTPEHHETO TPYAOBOrO pacrnopska, I[lomoxenus
0o nepcoHane, IlonoxkeHus O CIPYKTYpHOM
nogpasjeneHuy, J{OJKHOCTHOM — MHCTPYKIIMH.
IlltaTHOE pacnMcaHue Kak MEPBUYHBIA YUYETHBIN
JOKYMEHT MO Yy4eTry KaapoB. O3HakoMIIeHHE
pabOTHHKOB C  JIOKAJbHBIMH  HOPMAaTHBHBIMH
aKTaMH OpPTaHU3alHH.

Bunpl n HazHaueHNE HHPOPMAIIMOHHO-
CIIPABOYHOM JOKYMEHTalUu 1o Kaapam. Ilopsaok
oopmiteHHs, OCHOBHBIE PEKBH3HUTHI U
MPaBONPUMEHUTENbHAS TPAKTUKA UCTIONb30BaHUS
JIOKJIJIHBIX, CIIY)KEOHBIX 1 00BICHUTEIBHBIX
3aMUCOK, MTPEICTABICHUH, MPEIJIOKEHUH,
3asiBJICHUH, aKTOB, CIIPABOK U JIP. B KAUeCTBE
OCHOBAHUH IJIsI IPUHATHH PEIIeHH B cepe
yHpaBJIEeHUs IEPCOHAIOM OpPraHU3aLMH.

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.

13




Tema 4 PacnopsiguTeiabHble JOKYMEHTBI.

CocraBieHue NPHUKA30B, yKa3zaHui,
pacnopsiskeHuii. Opranu3anoHHbIC
JOKYMEHTBI.

OpraHu3alMOHHO-PaCOPS IUTEIbHbIE
JOKYMEHTBI: TIOHSTHE, Ha3HA4YeHHWE, OCHOBHBIC
BUIb (OpPraHU3alIOHHbBIC, PACIOPSAUTEIBHEIC,
CIIPaBOYHBIE).

OpraHu3anoHHbIE JOKYMEHTBI: ycTaB,
HOJIOXKEHHE, CTPYKTYpa M LITaTHas YHCICHHOCTS,
IITATHOE pPACIUCAaHHE, IpaBUia, JOJDKHOCTHAS
MHCTPYKLHMS, MX Ha3HAYCHHE, XapaKTEePUCTHKA U
cocTaB, TpeOOBaHHMS K O(OPMIICHHUIO, MOPSIOK
YTBEPKACHHUS.

PaCHOpHI[I/ITCHI)HbIe JOKYMCHTBI: MIOCTaHOBJICHUC,
nprka3 (IO OCHOBHOHM JEATETbHOCTH U IO
JUYHOMY COCTaBY), PaclOpsDKEHUE, COBMECTHBIH
paCHOp}II[HTeHLHbIﬁ JOKYMEHT, HMX Ha3HA4YCHUC,
XapaKTepUCTUKa M  COCTaB, TpeOOBaHHA K
0 OpPMIICHHIO.

CrpaBoyHO-HH(POPMALUOHHBIE JOKYMEHTBL:
Cy)KeOHblE  THCbMA,  CIIPaBKH,  JOKIAJHBIC
3alHCKH, INPOTOKONBI, aKTBl, 3asBICHUS, HX
XapaKTepUCTUKa M  COCTaB, TpeOOBaHHA K
0 OpMIICHHIO.

Tunsl JOKYMEHTOB: TIOJUIMHHUK, KOMUS, TyOJIUKaT,
BBIIIMCKA, WX HazHaueHue. [lopsiok odopmieHus
U BblJAa4YU KONUH U }Iy6J'II/IKaTOB JTOKYMECHTOB,
BBIITMCOK U3 HUX.

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 Opranuzanus 10KyMeHT0000poOTA.
Opranuszanys perucTpauuu 10KyMeHTOB H
KOHTPOJIb MCIOJIHEHUS JOKYMEHTOB.
Perucrparus 10KyMeHTOB: IOHSTHE, LIETH,
3a/1a4u, MECTa PErUCTPaIMK Pa3ITHUHBIX
KaTeropuit JokyMeHToB. CHCcTEMBI U POPMBI
perucrpanuy (KypHajibHas, KapTouHas,
aBTOMATH3MPOBAHHAs), UX JOCTOMHCTBA U
HegocTatku. [lokazareny, BBonuMbIe B
peructpanuoHsabie GopMbr. OcoOeHHOCTH
PETHCTpaMy BXOISIINX, HCXOMAIINX U
BHYTPEHHUX JTOKYMEHTOB.

CocTaB BBINOIHAEMBIX Pa0OT NPH OTIPABKE
HUCXOOAIINX TOKYMEHTOB: ITPOBEPKaA
NPaBHILHOCTH O(OPMIICHHS, HATUYUS
MPUIIOKEHUH, agpecara, COpTHPOBKA IO
ajzipecataM M BUAaM OTIPABJICHUH, COCTaBICHUE
OIUCH pacChUIKH. TpaaunnoHHbIH cI0co0
OTHPaBKH JOKyMEHTOB (T104To#). OTnpaBka
JOKyMEHTOB C TIOMOIIbIO TenedoHa, Gakca.
KoHTponb HCTIONTHEHNS TOKYMEHTOB: TTOHATHE,
Ha3Ha4eHue, BUBL. [[puHINIBI OpraHu3anum
KOHTPOJIs. CPOKH HUCIIOTHEHUS: THUITOBOH,
WHIVBHIYalIbHbIH. TeXHOIOTHS BEICHUS
KOHTPOJIA. AHanu3 UCHOTHEHUS JJOKYMECHTOB B
yupexaeHuu. BzauMocssi3b perucrpanuu
JIOKyMEHTOB U MH(OPMAIMOHHO-CIIPABOYHOMN
paboTel. Opranu3zaius paboThl C MOMOIILIO
CIIPaBOYHELIX 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.

Ip.a

K/p

Tema 6. Opranusanus onepaTuBHOIO
XpaHeHHs 10KyMeHTOB. PopMupoBaHue ae.
Homenknmarypa  nmem:  moHsATHe.  3Ha4yeHHUe
HOMEHKJIATYypsl ~ Ael  JUId  KJIacCH(HUKALUH
JIOKyMEHTOB, OIIEPATHBHOTO XPaHEHHS W WX Ipex
apXMBHOHM TOJTrOTOBKH. BHIIBI HOMEHKIATYp Hed.
[opsimox COCTaBJICHUS, odopmienns,
YTBEPKIAEHUSI U  IPUMEHEHUs  KOHKPETHOM
HOMeHKJIaTypbl fei. [lopsaok dopmupoBanus aei.
OpFaHI/ISaHI/Iﬂ XpaHCHUA UCTIOJTHEHHBIX
JOKyMeHTOB. OCHOBHBIE TPEOOBAHHUS
HOPMAaTHUBHBIX TOKYMEHTOB, PETTIAMCHTHUPYIOIINX
JIAHHBIN dTam JOKYMEHTOO00pOoTa.
OTBETCTBEHHOCTh 32 COXPAHHOCTH JOKYMEHTOB.

14

18

MK -1.1.

MK-3.2.

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

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

I'p.o.
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Tema 7. IToAroTOBKa JI0KYMEHTOB K - 2| - - 32
nmocJenyonleii mepeaavyn J0KyMeHTOB B apXUB
WJIN Ha YHHYTOKEHHeE.

OCHOBHBIE 3Tanbl IePEeIavn JOKYMCHTOB B apXUB
WY Ha YHUYITOKEHUE: MOITOTOBUTEIILHBIN
(0b6ocHOBaHUE BBIOOpA CIOCO0a COXPAHCHHS WU
YHHYTOXKCHUS MyTEM MPOBEACHUS IKCIICPTU3BI
[IEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
JIeIT 171 TIepeladdl B apXUB), 3aBEPIIAIOIIHN
(mepenava B apX¥B WM YHUYTOXKEHIE).
OKcrepTr3a IeHHOCTH TOKYMEHTOB: TIOHSTHE,
Ha3zHadeHue. [[pHHINIIEI U KPUTEPUHT
omnpeneNeHrs HayYHOU, UCTOPUUECKON 1
HpaKTH‘IeCKOﬁ HIEHHOCTU JOKYMCHTOB.
DKcHepTHbIE KOMUCCUH, UX (DYHKLUH, TIpaBa.
Oranbl npoBeacHus KcepTu3bl. OdhopmMieHue
Pe3yabTaToB SKCHEPTH3bl. CPOKU XpaHCHHS
JOKYMCHTOB. HepeqHI/I JOKYMCHTOB C YKa3aHUCM
CPOKOB XpaHCHHUS, NX BHUIBI, HA3HAYCHHE, CXEMBI
noctpoeHus. [lopaaok nepenadu e B apXuB WIH
YHHYTOKCHUS TOKYMEHTOB.

TpeboBaHMs K OQPOPMIICHHIO JET IIOCTOSIHHOTO,
BPEMEHHOTO CPOKOB XpaHECHUS U 10 THIYHOMY
cocraBy. [IpaBuia o(hopMIICHHUS U COCTABICHUS
onucu aei. [lopsaok nepenayu Aen B apXuB.
ApXI/IBZ IIOHATUC, HA3BHAYCHUC. BI/II[I)I APXHBOB!
rocy1apCTB€HHbIC, BEJOMCTBCHHEIC,
00BeIMHEHHBIE BEIOMCTBEHHbBIE, 00bETMHEHHBIE
ME)KBEJJOMCTBCHHBIC 10 TMYHOMY COCTaBY.
ApxuBHBIE QOHABI: TOKYMEHTAIBHBIH,
TOCYIapPCTBEHHBIN.

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 npomesncymounot
ammecmayuu 8 nepuood 3K3. ceccuu / ceccuu - - - - -2
3aounurxos (Kammox)

Camocmosmenvras paboma 6 nepuoo k3.

ceccuu (CPax) ] B ] 32l

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.)
Konmponwvuas paboma (K/p)
Dopmut 3a0anuii 013 meopueckozo peiimunza: Dcce (D.)
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I11. YAEBHO-METOJANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHME JUCIIUIIJINHbI

PEKOMEHAYEMAS JIUTEPATYPA

OcHoBHasi iuTEpaTypa:

1. Bapmyng, B. B., JlokymeHnTanmonHoe obecrnievuenre ynpasienus : yueOnuk / B. B. Bapmyn.
— Mocksa : HOctumus, 2026. — 271 c¢. — ISBN 978-5-406-15047-4. — URL:— Pexum
nocrymna:https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMilsInR5cCI61kpXVCJ9.eyJ1c2Vy X
2lkljotMSwiZ3JvdXBfaWQiOJEONywiYm9val9pZCI60TU4Nzgl

2. beikona, T. A. JlokyMeHTalimOHHOE o0OecrieueHrue yrpaBiaeHus (JIeT0IPOU3BOACTBO) | YIeOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6ur. pea. T. B. Ky3Heunosoii.
— 2-e u3M., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlon. maTtepuaibl
[DnexTpoHHEIi pecypc]. — (Bricmiee o6pasoBanme: bakanaBpuar). - ISBN 978-5-16-004805-5.
- Tekcr : anexTpoHHbINA. — Pexxum moctymna: https://znanium.ru/read?id=437674

3. Cokonosa, O. H., JlokymeHTallMOHHOE OOecleyeHre YIpaBIeHNUs B OpraHu3aluy : yuyeOHoe
nocob6ue / O. H. Cokonosa, T. A. Akumoukuna. — Mocksa : KnoPyc, 2024. — 192 c. — ISBN
978-5-406-13032-2. — URL:— Pexum JOCTyTIa:
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMilsInR5cCI61kpXVCJ9.eyJ1c2VyX2IkljotM
SwiZ3JvdXBfaWQiOjEONywiYm9val9pZCl60TUzNDAXL CJib29rX2FjY2Vzcyl6MSwidXNI
cl9IbWFpbCI61i0iLCJ1c2VyX3R5cGUIOJESImMV4cCIEMTcOOTU2NjkxNiwiaWFO0ljoxNzQ5N
TQ1Mjg2fQ.LjY yTBh9SJIZL L2aEeWal5t5eC 8LxXwwOPvJPbtpiBInPIly9KZyTVMflg3y B
EJW_K20hDWLReG9036muGkA

JlonoIHUTeIbHAS JJUTepaTypa:

1. ApacnanoBa, B. A. JlokymeHTannonHoe obecrieueHue ympasienus / B. A. ApacnaHosa. -
Mocksa : lupext-Memua, 2020. - 265 c. - ISBN 978-5-4499-1454-5. - TekcT : 37CKTPOHHBIN. - —
Pexxum nmoctyna: https://znanium.ru/read?id=425973

2. beikoBa, T. A. JlokyMeHTalMOHHOE OOECleYeHne YIPaBICHUS HErocyAapCTBEHHBIX
opranuzaiyii : yaeoHoe mocooue / T. A. brikoBa, JI. B. Cankuna. — 2-e u3[., nepepad. u oM.
— Mocksa : UHOPA-M, 2020. — 302 c. + Jlon. matepuansl [DIEKTPOHHBIN pecypc]. —
(Briciee obpaszoBanme: bakamaspuar). - ISBN 978-5-16-010379-2. - TekcT : 3MeKTpOHHBIN. —
Pexxum nmoctyma: https://znanium.ru/read?id=355409

3. JlaBpentheBa, M. I'. JlokyMeHTallMOHHOE OOeCIieUeHUE KaJpOBOU JeATeIbHOCTH B chepe
UHAYCTPUHM TOCTEIPUUMCTBA: TNPAKTUKyM : ydyeOHoe mocobue / M.I'. JlaBpenTtheBa, A.B.
MoskaeB; Mo peai. KaHJ. UCT. Hayk, noi. H.I'. MoxaeBoit. — Mocksa : UHOPA-M, 2022. — 99
c. — (Bsicmiee oOpa3oBaHue: bakanaspuar). — DOl
10.12737/textbook_5923d72ab18433.20521839. - ISBN 978-5-16-011901-4. - Tekcr
3NEKTPOHHBIN. — Pexxum noctyma: https://znanium.ru/read?id=378487

HopmaTuBHO-IpaBOBbIE JOKYMEHTBI:

1. Koncrutyuus Poccuiickoit ®enepaunu. [Ipunsra BceHapoaubiM ronocoBanueM 12.12.1993
(c yueTom nomnpaBok, BHeceHHbIX 3akoHaMu P® o nonpaBkax k Koncturyuu PO ot 30.12.2008
Ne 6-OK3, ot 30.12.2008 Ne7-®K3, ot 05.02.2014 Ne2-®OK3, ot 21.07.2014 Nell-DK3).
http://www.consultant.ru/document/cons_doc_LAW_28399/

2. Tpaxnanckuit kogekc Poccmiickoit denepanuu. Yactu miepBasi, BTopasi, TPEThs M 4YeTBEpTasl.
http://www.consultant.ru/document/cons_doc_LAW 5142/

3. Tpynosoii konekc Poccuiickoit @eneparuu. [Tpunsat ocynapcrBennoi Jymoit 21.12.2001.
Ono6pen Coserom Deneparun 26.12.2001.
http://www.consultant.ru/document/cons_doc_LAW_34683/
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https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTU4Nzg1
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTU4Nzg1
https://znanium.ru/read?id=437674
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTUzNDAxLCJib29rX2FjY2VzcyI6MSwidXNlcl9lbWFpbCI6Ii0iLCJ1c2VyX3R5cGUiOjEsImV4cCI6MTc0OTU2NjkxNiwiaWF0IjoxNzQ5NTQ1Mjg2fQ.LjY_yTBh9SJIZLL2aEeWaJ5t5eC_8LxXwwOPvJPbtpiB9nPIy9KZyTVMflq3y_BEJW_K2OhDWLReG9o36muGkA
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTUzNDAxLCJib29rX2FjY2VzcyI6MSwidXNlcl9lbWFpbCI6Ii0iLCJ1c2VyX3R5cGUiOjEsImV4cCI6MTc0OTU2NjkxNiwiaWF0IjoxNzQ5NTQ1Mjg2fQ.LjY_yTBh9SJIZLL2aEeWaJ5t5eC_8LxXwwOPvJPbtpiB9nPIy9KZyTVMflq3y_BEJW_K2OhDWLReG9o36muGkA
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTUzNDAxLCJib29rX2FjY2VzcyI6MSwidXNlcl9lbWFpbCI6Ii0iLCJ1c2VyX3R5cGUiOjEsImV4cCI6MTc0OTU2NjkxNiwiaWF0IjoxNzQ5NTQ1Mjg2fQ.LjY_yTBh9SJIZLL2aEeWaJ5t5eC_8LxXwwOPvJPbtpiB9nPIy9KZyTVMflq3y_BEJW_K2OhDWLReG9o36muGkA
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTUzNDAxLCJib29rX2FjY2VzcyI6MSwidXNlcl9lbWFpbCI6Ii0iLCJ1c2VyX3R5cGUiOjEsImV4cCI6MTc0OTU2NjkxNiwiaWF0IjoxNzQ5NTQ1Mjg2fQ.LjY_yTBh9SJIZLL2aEeWaJ5t5eC_8LxXwwOPvJPbtpiB9nPIy9KZyTVMflq3y_BEJW_K2OhDWLReG9o36muGkA
https://reader.new.book.ru/?t=eyJhbGciOiJIUzUxMiIsInR5cCI6IkpXVCJ9.eyJ1c2VyX2lkIjotMSwiZ3JvdXBfaWQiOjE0NywiYm9va19pZCI6OTUzNDAxLCJib29rX2FjY2VzcyI6MSwidXNlcl9lbWFpbCI6Ii0iLCJ1c2VyX3R5cGUiOjEsImV4cCI6MTc0OTU2NjkxNiwiaWF0IjoxNzQ5NTQ1Mjg2fQ.LjY_yTBh9SJIZLL2aEeWaJ5t5eC_8LxXwwOPvJPbtpiB9nPIy9KZyTVMflq3y_BEJW_K2OhDWLReG9o36muGkA
https://znanium.ru/read?id=425973
https://znanium.ru/read?id=355409
https://znanium.ru/read?id=378487
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/

HNEPEYEHb HTH®OPMAIINOHHO-CIIPABOYHbBIX CUCTEM
1. CnpaBouno-npaBoBas cuctema «Koncynbrantllnroc» http://www.consultant.ru/
2. Hudopmanmronno-npasoas cucrema «["apant» http://garant.ru
3. HudpopmarroHHO-TIpaBoBas cucteMa «3akoHoaaTescTBo Poccumn» http://pravo.gov.ru/ips/
IHNEPEYEHDB TIPO®ECCHUOHAJIBHBIX A3 JTAHHBIX

1. ba3za nanueix 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 rocy1apCTBEHHBIX CTaHIAPTOB, CTPOUTEIHHBIX HOPM U TTPaBUII
(PAT'C) http://www.rags.ru/gosts/2874/

IHEPEYEHDb PECYPCOB NHPOPMAIIMOHHO-
TEJJEKOMMYHUKALIMOHHOU CETHU "UHTEPHET'", HEOBXOIUMBbIX
JUIA OCBOEHUSA TUCHHUTIJIMHBI

1. http://www.uisrussia.msu.ru/ - yauepcuterckas uadopmaimontas cuctema POCCHUSA

2. http://cyberleninka.ru/ - nHayunas snekTponHas oubnuoreka «KubepJleHnHKay

3. http://www.eup.ru - Hay4HO-00pa3oBaTelbHBIN MOPTad «DKOHOMHKA W YIpaBJICHHE Ha
HPEANPUATHSIX». BHOINOTEKa SKOHOMUYECKOM U YIIPABICHUCCKOM JTUTEPATYPhI

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

5. http://www.cfin.ru - Bubnuoreka ynpaBieHus

6. https://eios.reakf.ru/ - KommbroTepHas moaiepixka yueOHoM aesTeabHocTH KpacHomapckoro
¢bumuana POY um. I'.B. Ilnexanosa

HEPEYEHDb NHOOPMALIMOHHBIX TEXHOJIOT UM,
NUCHIOJIB3YEMBLIX IIPH OCYIIECTBJIEHUHN OBPA3OBATEJIBHOI'O
HPOLHECCA 1[0 JAUCIHUIIJIMHE, BKJIIOYASA HEPEYEHDb

IMPOI'PAMMHOI'O OBECIIEYHEHU S
1. OC Windows XP PRO
2. Office Professional Plus 2007 Rus OLP NL AE (Microsoft Word, Microsoft Excel,
Microsoft Access, Microsoft PowerPoint, Microsoft Publisher)
3. AnrtuupycHas nporpamma Kacniepckoro Kaspersky Endpoint Securrity mis 6usneca-
Pacmmpenssiii Rus Edition
4. TIporpammuoe obecrieuenue no suienzun GNU GPL: PeaZip, Google Chrome

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCIIUITJINHbI

JucnunnuHa «/lokyMeHTalmoHHOe o0ecTieueHue yIpaBieHus» o0eceueHa:
JUTSL IPOBEJICHUSI 3aHATUN JICKIIMOHHOTO TUTIA!
— y4eOHO# aynuTopuei, 000pyA0BaHHOU Y4eOHON MEOENbI0, MyJIbTHMETHIHHBIMU
CpeaCcTBaMU OOyUYEHUS JJIsi AEMOHCTPAIIUHU JIEKIUI-TIPE3eHTaI;
JUTSE IPOBEICHUS 3aHATHI CEMUHAPCKOTO TUTIA (npakmuyuecKkue 3aHamusl);
— y4eOHOU aynuTopuei, 000pyA0BaHHOW YIeOHOU MEOETbI0 U TEXHUIECKUMHU CPEICTBAMU
00y4eHus1, CITy KalllUMU JJIsl IPeCTaBICHUs yueOHOU HH(POpMAIUH:
JUISL CAMOCTOSITEITLHOM PaOOTHI,
— TIOMENIEHUEM JJISI CAMOCTOSATEIHLHON padOThl, OCHAIIEHHBIM KOMITHIOTEPHOU TEXHUKOU C
BO3MOXKHOCTBIO TIOJIKITFOUeHUS K ceTn «HTepHeT» u obecneueHrneM J0CTyma K
3JIEKTPOHHOU MH(POPMAITMOHHO-00Pa30BaTEILHON Cpejie YHUBEPCHUTETA.
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IV. METOAMYECKHME YKA3ZAHUSA JJISI OBYUYAIOIIMXCS 1O
OCBOEHMIO TUCHUMIUHBI

> MCTOZ[I/I‘-IGCKI/IC PECKOMCHAANH 110 OpraHu3aliviy U BBIITOJHCHUIO BHeay,Z[I/ITOpHOI\/'I
CaMOCTOSTENILHON PabOTHI.
» Meroauueckrue peKOMEH/IAIMH 110 HAIMCAaHUIO pedepaTa U J0KIaI0B.

V. METOAUYECKHUE MATEPHAJIbL, ONPEJNE/ISIIOHNUE ITPOLELYPbI
OLEHUBAHWA 3HAHUU U YMEHUH, XAPAKTEPU3YIOINX 3TAIIbI
POPMUPOBAHUA KOMIIETEHIIUU

Pe3ynpTarhl TeKylIero KOHTPOJSI W TNPOMEXKYTOYHOW arrecTtaiud  (HOpMHUPYIOT
PEUTHHTOBYIO OIIEHKY paboThl oOydvaromierocs. Pacrpenenenue OannoB mpu (HOPMUPOBAHHUU
PEUTHHrOBOM OLIGHKH pabOThl OOYy4aromlerocsi OCYIIECTBISIETCS B  COOTBETCTBUU C
«ITonoxxeHneM 0 peMTUHIOBOM CHUCTEME OLICHKH YCIIEBAEMOCTH M Ka4eCTBA 3HAHUM CTYJICHTOB B
MpOLeCCe OCBOCHHUS AMCHMIUIMHBI «J[OKyMEHTallMOHHOE oO0OecreyeHne YIpaBJICHUS» B
denepabHOM TOCYNAapCTBEHHOM OIO/PKETHOM 00pa30BaTeIbHOM  YUPCSIKICHUHM  BBICIIETO
oOpa3zoBanus «Poccuiickuit sxoHomuueckuii ynusepcurer umenu I'.B. IlnexanoBay.

Tabauua 4
MakcumajibHOE KOJIHYeCTBO
Buab1 pator
0aJ1J10B

BpinonHeHue yueOHbIX 33JJaHui Ha ayIMTOPHBIX 3aHATHSIX 20
Texymmii KOHTPOJIb 20
TBOpUeCKHil peUTHHT 20
[TpomesxyTouHas arrecranus (9K3amen) 40
UTOI'O 100

B coorBerctBum ¢ llosoxkeHneM O pPEHTHHIOBOM CHUCTEME OLIEHKH YCIIEBAEMOCTH M
KayecTBa 3HaHUM, OOYYalOLIMXCS «IpernojaBarenb Kadeapbl, HEMOCPEJCTBEHHO BeAyIIUH
3aHATHSL CO CTYJIEHYECKOW Ipynmnol, o0s3aH NPOMH(MOPMHUPOBATH TPYMIy O PacHpelesIeHUu
PEUTHHIOBBIX OaJIOB IO BCEM BUAAM pabOT Ha MEPBOM 3aHATHH y4yeOHOro MOIyJs (ceMecTpa),
KOJIMYECTBE MOAYJEH Mo y4eOHOW AMCUMILIMHE, CpOKax U (opMax KOHTPOJSI UX OCBOEHUS,
dopMe NpOMEXYTOUHOM aTTeCTallMM, CHU)KEHUH OajlIoB 32 HECBOEBPEMEHHOE BBITIOJIHEHUE
BBIZIAaHHBIX 3a/aHui. OOyuaromuecss B TeUeHHE Y4eOHOro MOAYJs (CeMecTpa) MOJy4aroT
MH(pOpPMaLIMI0O O TEKYLIEM KOJIMYECTBE HAOpaHHBIX IO JUCHMIUIMHE OaJlJIoB 4Yepe3 JIMYHBIN
KaOMHET CTy/IEHTay.

VI. OHEHOYHBIE MATEPHUAJIbI JJI51 ITPOBEJEHUSI TEKYIIEI'O
KOHTPOJIA 1 ITPOMEXKXYTOYHOU ATTECTAIIUU

OrneHOYHBIE MaTepHalbl MO AUCHHUILIUHE pa3padoTaHbl B COOTBETCTBHHM C [lonoxeHuem 00
OIICHOYHBIX MaTepuajax B (enepabHOM TOCYIapCTBEHHOM OIOPKETHOM 00pa3oBaTeIbHOM
YUpEXKJIEHUU BBICIIETO 00pa3oBaHus «Poccuiickuii SJKOHOMHYECKUN YHUBepcUTEeT uMeHu [.B.
IInexanosay.

Temamuka Kypcoewvix pabom/npoexkmos
KypcoBast pabora/mpoexkT mo jauciuiuimHe «JlokymeHTanmoHHoe —oOecrnieueHue
yIpaBieHUs» y4eOHBIM IIJIAHOM HE MpPeayCMOTpeHa
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Ilepeuensv eonpocoe k IxK3ameny:

Hom
cp

ol IlepedyeHb BOIIPOCOB K DK3aMEHY

poca

1. Uro noHnMaeTcs noJ OpraHu3auuei JOKyMeHToooopora?

2. [TonsATHe TOKYMEHTO000POTA, €r0 KOJIMYECTBCHHBIC U KAYECTBEHHBIC XapaKTEPUCTHKHU.

3. MecTo U posib JOKYMEHTOB B YIPABJICHUU HA COBPEMEHHOM JTalle.

4. QPyHKINHU JET0NPOU3BOJCTBA.

5. CocraB HOpMaTUBHO-MeToanueckoi 6asel JIOY.

6. Yrto nmoHMMaETCs MOJ1 IOKYMEHTAIIMOHHBIM 00eClieueHHEeM yIIpaBICHUs?

7. [ToHsATHE OpraHU3allMOHHBIX TOKYMEHTOB

8. Cranmaprusanus v yaudukanus cucremsl JIOY.

9. Ob1uepoccuiickue KiaacCuPpUKaTOpbl JOKYMEHTALUH.

10. | l'ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecneueH s yIpaBIeHHUs.

11. | braHku JOKYMEHTOB U TPeOOBaHMSI K HUM.

12. | Ctpykrypa noxkymenra. TpeboBanus k odopmienuto n1okymeHToB mo ['OCT P 6.30-
2003.

13. | IIpaBuia odopmiienus pekBusurta "aapec", "mara", "ungekc", "Bu3a", "3aromoBok",
"moanuce".

14. | C kakoii nenbto pa3padbaTbIBalOTCs HHCTPYKIUU 10 AEJIONPOU3BOACTBY, UTO B HUX
HE00XO0IUMO MPETYCMOTPETH?

15. | Cucrema opraHu3allMOHHON JOKYMEHTAIUH.

16. | Cucrema pacnopsaAMTeNbHON TOKYMEHTALUH.

17. | JlaiiTe onpeseneHue TepMUHA '"pacriopsIUTENbHbBIE TOKYMEHTHI .

18. | HazoBute Bubl pacnopsIUTeIbHbIX JOKYMEHTOB.

19. | Bujasl 1 Ha3HAYCHUE JIMYHBIX JJOKYMEHTOB.

20. | Jlaiite ompenesnieHHe TepMUHA "OpraHU3allMOHHbIE IOKYMEHTHI".

21. | HazoBuTe BU/IbI OPraHU3AIMOHHBIX JOKYMEHTOB.

22. | Cucrema nH(QOPMAIIMOHHO-CIIPABOYHON JIOKYMEHTAIIHH.

23. | Ciy:xebHas nepenucka Ha IpeAnpHUsITHH.

24. | TlpaBuia oopMIIeHUS CITY)KEOHOTO MUChMA.

25. | CTpyKTypa AETIOBbIX 1 KOMMEPYECKHX IHCEM.

26. Knaccudukanms 1e10BbIX 1 KOMMEPYECKUX MTHUCEM.

27. | TloHsiTve ¥ IPUHIMIIBI OPTaHU3AIMH JJOKYMEHTO000POTA.

28. | O6paboTKa BXOASIINX JOKYMEHTOB.

29. | O6paboTKa NCXOISIIUX JOKYMEHTOB.

30. BHyTpeHHHE TOKYMEHThI OpraHU3aIIH.

31. | YKaxkuTe TEXHOJIOTHIECKYIO ITOCIIEA0BATEIFHOCTh 3TAIOB PA0OTHI C BXOISAIIAMHA
JOKYMEHTaMH.

32. UTto Takoe HOMEHKJIATypa JIeJ, C KaKOH IeIbI0 pa3padaThIBAIOTCS TUTIOBHIE
HOMEHKJIATYphI J1en?

33. | Pabora c muchMamMu U OOpaIIeHUSIMH TPaXK/IaH.

34. | IlpuBenuTe MpUMEPHI PETHCTPALNHU IOKYMEHTOB.

35. | CocraBneHue HOMEHKIIATYPBHI JIeII.

36. | ®opmupoBanue U 0HOpMIICHHUE JIEIL.

37. | IloaroroBka M nepejaya JJOKyMEHTOB HA apXUBHOE XpaHEHHUE.

38. | Uto Takoe KOH(UICHINAIBHBIA JOKYMEHT?

39. | Opranuzanusi paboThl C JOKYMEHTaMH, KOTOpPbIE OTHECEHBI K TOCYIapCTBEHHOH TaiiHe.

20



40. | YkaxuTe 0COOCHHOCTH BEJIEHUS JETIONPOU3BOICTBA, 00ECIICUHNBAIOIIETO yUeT U
COXPaHHOCTbh KOH(UACHINAIbHOW HHPOPMALIUU U JOKYMEHTOB.

41 TunoBslie OpraHu3alMOHHBIE CTPYKTYPHI CIIY>KOBI AETOMPOU3BOACTBA

42 YcaoBus Tpyaa paOOTHUKOB CITYKOBI I€JTONPOU3BOJICTBA

43 | KoMIplOTEpHBIE TEXHOJIOTHH B JIJIONPOU3BOICTBE

44 ObecneyeHre COXPAaHHOCTH IOKYMEHTOB B JICKTPOHHOU (hopme

45 YcTaB Kak OCHOBHOM OpraHU3allMOHHBIA JOKYMEHT.

46 Cranpaptaeie (pa3bl M BEIPKECHHUS AETOBBIX 1 KOMMEPYECKHX ITHCEM.

47 [TpoxoXkeHHEe UCXOSIIMX U BHYTPEHHUX JOKYMEHTOB.

48 | OcoOeHHOCTH SI3bIKA U CTUJISL CITY)KEOHBIX JOKYMEHTOB.

49 | PekBU3UTBI MEKAYHAPOAHOr0 MuchMa. OCHOBHBIE PEKOMEHJALIMU IO COCTaBJICHUIO
TEKCTOB MEKIYHAPOIHBIX MHCEM.

50 Uro onpenenser GopMyisap JOKyMEHTA B 4eM OTJIndaeTcs GopmyIisp
JOKYMEHTa OT (hopMyJisipa-oopasma?

51 Ha3zoBute ocHOBHbIE rpynibl PyHKLUI TokyMeHTa. YeM xapakTepusyer
KOKIYI0 rpynmy?

52 | Uro obyciaBiauBaeT IOPUIMUECKYIO CHITY O(QUITHATIBHOTO JOKYMEHTa?

53 @DyHKIUN OCHOBHBIX M0/Ipa3ieieHUi CIIyKObl TOKyMEHTallUOHHOTO
o0ecreYeHus yIpaBICHHsL.

54 | ABTOMaTHU3UPOBAHHBIE TEXHOJIOIMHU 00pPAOOTKH JOKYMEHTOB U UX BIMSHUE HA CUCTEMY
JIeTIONIPOU3BOACTBA KOHKPETHON OpraHU3allHH.

55 CnipaBoYHO-MH(POPMAIIMOHHBIE IOKYMEHTBHI.

56 CtpykTypa u conepx)aHue KaJapoBoil TokyMeHTanuu. OpraHu3aioHHO-KaapOBbIE
JOKYMEHTBI.

o517 OCHOBHBIE aCTIEKThI KYJIbTYPbI JI€JI0OBON pPEUH.

58 CranpnapTuzanus si3blka JOKyMeHTa. SI3bIKkoBbIe TpeOOBaHUS K 0()OPMIICHHUIO
PEKBU3UTOB JJOKYMEHTA.

59 Tunuyable OIMOKY B SI36IKE M CTHJIC JOKYMEHTOB.

60 | S3pikoBOE 0opMIIeHHE JIUYHBIX JOKYMEHTOB.

61 WHCTpyKLKs 10 IeTONPOU3BOJCTBY

62 [TonsaTus: MHPOPMALUS» «TOKYMEHTY, «I0KYMEHTHPOBAHUEY.

63 CBsi3p mH(MOpMAIMH U IOKYMEHTA.

64 @yHKuM JokyMeHTa. FOpuanueckas cuia JOKYMEHTa.

65 Posp JOKYMEHTOB B peajau3alyy YIPaBICHYECKUX PELICHUN U JCHCTBUM.

66 [Tonnuuauky U konuu. Buael konuil. [lopsgok odpopmiieHns KOUN JOKYMEHTOB.

67 PekBHM3UTHI yIPaBICHYECKUX JIOKYMEHTOB.

68 | PekBU3UT «HaMMEHOBAaHWE OPTaHHU3AIMH - ABTOPA JOKYMEHTa», TPEOOBaHUS K HEMY.

69 | PexkBU3UT «ajapecaTy, €ro 3Ha4YeHUE U COBPEMEHHbIE TpeOOBaHuUs K 0()OPMIICHHUIO.

70 Jatbl B nokymeHTe. TpeboBaHus K MX OPOPMIICHHIO; 1aTa KaK COCTaBHAsI YacTb
JPYTUX PEKBU3UTOB.

71 Opranu3aioHHbIe POPMBI IETOTPOU3BOACTBA. VX 3aBUCUMOCTH OT CrielIU(PUKH
OpPraHU3aLMOHHON CTPYKTYPbI YUPEKICHHUSI.

72 TpeboBanust K CTPYKTYpe U COCTaBY MH(POPMALIUH.
Ilpakmuyeckue 3a0anus K IK3AMeH)

HowMm | IlepeueHb pakTUYECKUX 3aJaHUHN K DK3aMEHY

cp

3a1a

HUS
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JlaTb TOJIKOBaHHE CJIOBaM, COCTABUTH C HUMH MPEII0KCHHUS:
1) aBu30; 2) 1060H; 3) BEeKCeb.

JlaTh TOJKOBaHHUE CIIOBAM, COCTABUTh C HUMH TPEIIOKEHHSL:
1) matent; 2) nemnuHr; 3) sMOapro.

JlaTh TOJIKOBAaHUE CJIOBAM, COCTABUTh C HUMU NPEI0KECHUS:
1) pexnamanusi; 2) MapKUpoOBKa; 3) cTarHaiusl.

JlaTh TOIKOBaHUE CIIOBAM, COCTABUTh C HUMH HPEII0KEHHSL:
1) npe3enTauusi; 2) JU3KHT; 3) AUTIED.

JlaTb TOJIKOBaHHE CJIOBaM, COCTABUTH C HUMH MPEII0KCHHUS:
1) waprep; 2) auctpudbiorep; 3) 6pokep.

JlaTh TOJIKOBaHHE CIIOBaM, COCTABUThH C HUMH MPEITIOKEHUS:
1) oBepapadt; 2) undasuus; 3) KOHCATTHHT.

JlaTh TOJIKOBaHHE CIIOBaM, COCTABUTh C HUMH MPEITI0KEHUS:
1) odbepta; 2) XoaauHT; 3) MApKUPOBKA.

JlaTh TOJIKOBaHHE CIIOBaM, COCTABUThH C HUMH IPEITIOKEHUS:
1) nipaiic-nucr; 2) nedet; 3) rpud.

JlaTh TOJIKOBaHHE CIIOBaM, COCTABUThH C HUMH IPEITIOKEHUS:
1) akmenr; 2) akt; 3) peectp.

10

JlaTh TOJIKOBaHHE CIIOBaM, COCTABUThH C HUMH IPEITIOKEHUS:
1) ceptudukar; 2) TMMUT; 3) aKKPESIUTHB.

11

Haiit ommOku, MCTIpaBUTh UX:

1) BbIBO/IbI KOMUCCHH ITPOTUBOPEYAT C MHEHHEM TPYIOBOTO KOJIJICKTUBA;

2) Manblii Ou3HEC pacTBOpsieTCs U3-3a OpeMEHU HAJIOTOB;

3) Hanoru ¢ kax/1oro aBTOMOOUJISI B3bIMAIOTCSI C YYETOM CYMMBI PACTAMOXKKH.

12

Haiit ommOku, MCTIpaBUTh UX:
1) IlpenbsBisist mpeTeH31uu, pyKOBOAUTENAM HEOOXOUMO YKa3bIBaTh IPUUUHBL;
2) N'apanTHpOBaHHOE MUCHMO OTIPABIEHO BOBPEMS;

3) ApeHL[aTop O65[3y€TCSI 3aKJIIOYUTH BCC HeO6XO,[[I/IMLIe A0TOBOpa Ha CTPAXOBAHHCE.

13

Haiitu ommbku, McipaBUTh UX:

1) Becerna Heo6xoaumMo 000CHOBBIBATh CBOM BBIBOJIBI HA pacyeTax;
2) [oamuckiBasi TOrOBOPEI, OIIATa FAPAHTUPYETCS;

3) OnyaynBasi HOBYIO TEXHHMKY, BaM HEOOXOJMMO yU€CTh BCE HAJIOTH.

14

3aKOHYUTh JAHHBIE MTPEATIOKEHUS:

1) B cBs3u ¢ BOBHUKIINMYU (PUHAHCOBBIMU TPYAHOCTSIMH. ..
2) Ccpbutasich Ha yCTHYIO JOTOBOPEHHOCT. . .

3) B nensax ckopeiiiiero pemeHus Bompoca. ..

15

3aKOHUYUTH JAHHBIE NIPEATIOKEHU:

1) Ha ocHOBaHMM npeACTaBIE€HHBIX JOKYMEHTOB. ..

2) B cBs3u ¢ HapylieHueM rpaduka NoCTaBOK MPOAYKIIHUH. ..
3) Bo u3bexanne KOHQIUKTHBIX CUTYAlHH. . .

16

3aKOHUYUTH JAHHBIE NIPEATIOKEHU:

1) I1o npuumHe 3a/1ep>KKH 3apIijaThl. . .

2) BBuny 3a1ep>KKu MOy4eHUs rpysa. . .

3) BenenctBue n3aMeHeHHUs 1IeH Ha SHEPrOHOCUTEH. . .

17

CoCTaBUTH MMM CBbMO-3aIIpocC.

18

CocTaBuTh OTBET HA MHCHMO-3aMPOC.

19

CoCTaBUTH MU CBbMO-PCKJIAMAIIHIO.

20

CoCTaBUTH IMMPE3CHTAIITMOHHOC IMUCBMO.

21

CocTaBUTh MHUCHMO-TIOATBEPKICHHE.

22

CocTaBUTH aKT.
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23 CocTaBUTh rapaHTUHHOE MHCHMO.

24 CocTaBUTh MHUCHMO-TIPUTIIANIICHNUE.

25 CocTaBUTh MHCHbMO-PE3IOME.

26 CocTaBUTh CONPOBOIUTEIHHOE MUCHMO.
27 CocTaBuTh MUCHMO-TIPOCHOY.

28 CocraBuTh 0Jar0IapCTBEHHOE TUCHMO.
28 CocTaBUTh MHUCHMO-TIPUTIIANIICHHUE.

30 CocTaBUTh MUCHMO-OTKA3.

31 CocTaBUTh MHCHMO-JICKJIAPAITHIO.

32 CocTaBUTh MHUCHbMO-PEKJIAMALIHIO.

33 CocTaBUTh NMPHKA3 KaK PACIOPSIUTEIbHBINA JJOKYMEHT.
34 CocTaBuTh OOBIACHUTEIBHYIO 3aITUCKY.
35 CocTaBUTh NUCHMO-TIPEIOKEHHUE.

36 CocTtaBuTh MHCHMO-0depTy.

Tunoevie mecmoevie 3a0anus:
1. K opranu3anoOHHBIM JOKYMEHTAM OTHOCATCH (Ha3BATh HYKHbI¢ BADHMAHTBI):
a) aKThl;
0) ycTaBbl;
B) IITaTHOE PAaCIUCaHUE;
T') JOJKHOCTHASI MHCTPYKIUS;
1) OTYETHI,
€) mIuchMa.
2.Kaxkoii 0/1aHK OpraHu3anuu NPUMeHSIIOT 1JIs1 0popMJIeHHs MPHKA32a 0 OCHOBHOI
HesITeILHOCTH?
a) OJaHK MHUCHbMa;
0) GJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA;
B) OJIaHK JOJKHOCTHOTO JIMIIA.
3. lloanucpIBaeT NPUKa3bl
a) pyKOBOJUTEIb CTPYKTYPHOTO MOAPA3AeICHHUS;
0) pYKOBOAHTENb OPraHU3AIINH;
B) JIOJKHOCTHOE JINL[O-COCTaBUTEbIIPHKA3a.
4. Kakoii pekBH3HMT 00813aTeJIbHO 0()OPMIISIETCSI IPH BHEIIHEM COIVIACOBAHUM JOKYMEHTa?
a) rpu coriacoBaHus;
0) BU3BI COTJIaCOBaHUS;
B) rpu OrpaHUYEHUS JOCTYIA K JOKYMEHTY.
5.3 kaKkuXx Tpex J0KyMeHTONOTOKOB COCTOMT I0OKYMEHTO000POT Nnpeanpusitus?
a) UCXOJISIIIETO;
0) BHYTpPEHHET0;
B) MIOCTOSIHHOT'O;
T') IEPEMEHHOTO;
1) CIIy49aitHOTO;
€) BXOJISAIIETO.

Ipumepwt 6onpocoe 01a onpoca:

1.KakoBbI coBpeMeHHbIe TpeOOBaHUS K A3bIKY M CTUIIIO YIIPABIEHYECKUX TOKYMEHTOB?
2.Uto coboit mpencraBiser YcraB opranu3anun? KakoBbl OCHOBHBIE TPeOOBaHUS K €ro
COCTaBJICHUIO U 0(OPMIICHUIO?
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3.Kak odopmuTs [onoxenue o6 ornene wim ciryx0e opraHu3arum?

4. Kak opopMHTb ITaTHOE pacnucaHue?

5. Kakue TpeGoBaHus NpeabsBISIIOTCS K 0(POPMIIEHHUIO JOTOBOPa, KOHTpaKTa?
6.YTo Takoe MHCTPYKIIHUS, KAKOBO €€ coaepx aHue u opopmiieHue?

Ilpumepst mem 2pynnoevix oucKyccuii:

1 CpaBHEHHE UCTOPUYECKHX ITEPHOIOB B PA3BUTUU POCCUICKOTO JEIONPOU3BO/ICTBA.

2 AHain3 COBETCKOTO MEPHO/A B PA3BUTUH JICTIONPOU3BOJICTBA.

3 Pa3zpabotka 0J1aHKOB JIOKyMEHTOB /11 KOHKPETHON OpraHU3aIluy.

4 Pacuet uncineHHoCTH ciyK0b1 JIOY.

5 Pa3pabotka yHudumupoBaHHbIx GopM JOKyMEHTOB B cpene Microsoft Word.

6 Paspaborka mabnoHOB s OQOpPMIICHHS OPTraHHU3AIMOHHOW JOKYMEHTAIlUU
KOHKPETHOM opraHu3anuu B cpeae Microsoft Word.

7 Peructpanus BXOAALIEN U UCXOAAIIEN KOPPECTIOHACHIINH.

Ilpumepvl munoegvix 3a0anuii 011 KOHMPOJIbHOU PAOOmMbL:

1./laTh TONKOBaHHE CIOBAaM, COCTABUTH C HUMH MPEITIOKEHUS.
[IpoTokod, oTueT, AeT0BOE MUCHMO, aKT, peKiIaMarus, GakKTOPHHT.
2.HaiiTu ommOKu B MpeUI0KEHUSX, 3aHCaTh MPAaBUIBHO:

a. MBI IIPOKO TOTOBWIIMCH OTIPA3THOBATh FOOMIIEH Halllel KOMITAHUH.
0. 41 nanexo ele He UCI0JIb30Bal BO3MOKHOCTH HOBOT'O METO/1A.
B. Crouisip ciena 3TOT CTOJ U3 Ay0a ¢ YeTHIPbMSI HOXKKaAMHU.

3.Z[O68.BI/ITB CYHICCTBUTCIIBHBIC K IMpEAjioraMm " MNpPCAJIOKHBIM COYCTAaHUAM, COCTAaBUTb 2-3
MNpEaAIOKCHUA C HCKOTOPBIMU U3 HUX:

B cBsa3u C, IO IIpHUYHUHEC, BCICACTBUC, KaACATCJIIbHO, HCE3aBUCHUMO OT, B LCIIAX, B
OTHOIICHUMU.
4. CocTaBUTh IMpUKa3; MMCbMO-3aIpoc.

Tunoewvie mecmoewie 3aoanus:

1. K opranu3anuoOHHBIM JOKYMEHTAM OTHOCATCS (HA3BATHh HYKHbIC BADHAHTBI):

a) aKThl;

0) ycTaBbl;

B) IITaTHOE PAacIHCaHUE;

I') JOJKHOCTHAsI UHCTPYKIIMS;

1) OTYETHI,

€) Im1MchMa.

2.Kakoii 6;1aHK opraHu3anuy NPUMEHSIOT 1J1s1 0()OpMJIeHHST MPUKA32a 10 OCHOBHOIM
aeaTeJbHOCTH?

a) OJaHK MHCHbMa;

0) 6J1aHK KOHKPETHOT'O BHJIA IOKYMEHTA;

B) OJIaHK JOJHKHOCTHOTO JIMIIA.

3. lloanuchiBaeT NPUKa3bl

a) pyKOBOJUTEIb CTPYKTYPHOTO MOPA3AeICHHUS;

0) pYKOBOJMTENh OPraHU3AIINH;

B) JIOJKHOCTHOE JINLIO-COCTaBUTENBIIPHKA3A.

4. Kakoii pekBU3HMT 00513aTeJIbHO 0()OPMIISIETCSI IPH BHEIIHEM COIVIACOBAHUM JOKYMEHTa?
a) rpud coriacoBaHus;
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0) BU3BI COTJIaCOBAHUS;
B) Tpud OrpaHUUYEHUS JTOCTYIA K JOKYMEHTY.
5.13 kakuX Tpex J0KYMEHTONMOTOKOB COCTOUT JIOKYMEHTO0000POT NMpeanpusiTusi?
a) UCXOJIAIIETO;
0) BHYTPEHHETO;
B) IOCTOSIHHOTO;
T') IEPEMEHHOTO;
1) CIIy4aitHOTO;
€) BXOJIAIIIETO.

Temamuka rcce:

1. HOpMaTI/IBHaH OCHOBA IIponecca IOKYMECHTUPOBAaHUA YIIPaBJICHUA IICPCOHATIOM.
2. OpI‘ AHU3allMOHHBIC KaAPOBBIC JOKYMCHTBI: COCTAB, COACPIKAHUC, ITOPAAOK NOATOTOBKHU U

odopmIIeHHUS.
3. JlomKxHOCTHAS MHCTPYKIUS KaK OPraHU3aIlMOHHBIN KaIpOBbIi JOKYMEHT.
4. TlonoxxeHHe 0 CTPYKTYpHOM MOAPA3e/ICHUH KaK OpPraHU3aLMOHHBINA KaJpOBBII
JIOKYMEHT.
5. JlokyMeHTHpOBaHUE MpoLecca YBOIbHEHUS COTPYIHUKOB.
6. JlokyMeHTHpOBaHHE MpoIiecca OTKOMAaHIUPOBAHUS NIEPCOHAA.
7. CoctaB 1 BU/IbI KaJIpOBOM JJOKYMEHTALUH.
8. Ayrcopcunr u ayrcrad(GUHT IepcoHama: MpakTUKa MpUMeHeHus. [JoOKyMeHTHpOBaHUE
npoliecca NpeoCTaBIeHHs OTITYCKOB.
TunoBasi cTpyKTypa 3K3aMeHALMOHHOT0 OnJieTa
Haumenoganue oyenounozo mamepuana Makcumanvhoe
Koiuuecmeo 0annos
Bonpoc 1 16
Bonpoc 2 16
Ilpaxmuyeckoe 3a0anue 8

Ioka3aTe/n U KpUTEPHH OLIECHNBAHNS IJIAHUPYEMBbIX Pe3yJIbTATOB OCBOCHUS
KOMIIETEHIIUI U Pe3yJbTATOB 00y4eHHUs, HIKAJIA OLeHNBAHUS

Tab6mumna 5
Yposensb
HNupuxartop
dopmupyemble Kpurepun O0CBOEHMHS
Ixana oneHnBaHUA MOCTHIKEHHUSA
KOMITeTeHI[HH OlLeHUBAHUS KOMIIeTeHIH
KOMIIeTeHI[HH i
[MK1-®opmupoBanue 3HaeT BepHO U B IIpoaBUHYTHI
BO3MOKHBIX MOJIHOM O0beMe: W
pellleHHii HA OCHOBE MPEeIMETHYIO 00J1acTh U
a3paboTaHHBIX JIst CrieTTU UK
pasp AT 11 BrisBnienue, unuKy
HUX 1eJeBbIX e TeIbHOCTH
. coop u aHaIN3
85— nokazareJiei OpraHu3aly B o0beMe,
nHpOpManuKu  OU3HEC-
100 ITOCTATOYHOM ISt
«OTJIMIHO» aHAITHM3a JUTST
0asn [pereHus 3a1a4 Ou3Hec-
(hopmMupoBaHUs
OB aHau3a.

IBO3MOXKHBIX peIHCHI/Iﬁ

'YMeeT BepHO U B
M0JIHOM 00Beme:
QHAITM3UPOBATH
BHYyTpCHHUE (BHEIITHUE)
(baKTOpHI U yCIOBHS,
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BIMSIOIINE Ha
eATeIbHOCTD
OpraHHU3aIHH.
OueHunBaTh OM3HEC-
BO3MOYKHOCTb
[peaIM3aliy PEIeHHs C
[TOYKH 3pEHUS
BEIOpAHHBIX LIEJIEBBIX
MOKa3aTeIeH.
IBEISIBIIATE,
[PETHCTPUPOBATH,
AHAITN3UPOBATH U
KITacCH(UITPOBATH
[PCKH 1 pa3pabaThiBaTh
KOMILIEKC MEPOIPHATHIHA
[0 UX MUHUMH3AIHUU
IK-3 TakTnyeckoe - 3 » Pa3pa60TKa3HaeT BEPHO U B IIpoaBHHYTBI
ynpasBJieHue NpeioKeHHit [1oMO/THOM oobeme: i
npoueccaMmu paronaI3aTIH CTaHIapPThI }
Opranu3anum CTpyKTypBI lYHU(UIIMPOBAHHOK
MpOU3BOJCTBA yripaBeHHst CHCTEMBI
HPOW3BOSICTBOM plOPTaHH3ALHOHHO-
0OTBETCTRII pacTIOps T TEIbHOM
emsMu w0 crparerueiiftOKYMEHTALIH, eHAs
OpTaHH3aINH, cacTeMa .
neficTByrommx  crctem,[TEXHOTOTHIECKOH
bopm  m  meromopflOKYMEHTALIH
yrpaBienns 'Ymeer BepHO U B
POM3BOICTBOM, 1100/ THOM 00Beme:
coBepimencTBOBaHHI0 [PACTIPCACIIATE 1
OpraHU3aIHOHHO- KOHTPOJINpOBATDH
paCTIOPSHTETBHOIT MCTIOJIB30BaHHE
MOKYMEHTAIIH I/Il'[pOPI?)BO,I[CTBCHHO-
. [TEXHOJIOTUUECKUX
HOKyMeHT0060pOTa, MOPECYPCOB; BBINOMHATS
BHEPCHUIO [pabOTHI 110 MIPOEKTY B
TexHuuecKnx ~ cpezcTalo OO TBETCTBII €
0GpaGoTKH [TpeGoBaHMSAMH TIO
WHpOpMaIH, Ka4ecTBY HOBOTO
MepCOHaIbHBIX MpOAyKTa
KOMITBIOTEPOB M CETEH,
ABTOMAaTU3UPOBAHHBIX
[pabouux MecT
[MK1-®opmupoBanue 3Haer ¢ I[MoBbIIEHHBI
BO3MOKHBIX He3HAYNTeTbHBIMI i
pelleHHIT Ha OCHOBe 3aMeYaHUsIMH:
pa3padoTaHHBIX  IIA MpeaIMETHY0 001acTh U
HUX HeJeBbIX| crienuduky
nokasarteJei MK-1.1 BrisBrienue, nesiTeIbHOCTH
70— coop " aHaIM30praHu3aluu B 00beMe,
84 nHpOpMaUK  OW3HEC-HOCTATOYHOM JIJIS
ama «XOpO1I0» aHaIM3a JulsipereHns 3a1a4d OusHec-
oB (bopMupoBaHUs aHaIM3a.
BOBMOJKHBIX PELICHUN [YMeeT ¢
He3HAYNTeTbHBIMHA
3aMeYaHHUsIMH:
QHAITM3UPOBATH
BHYTpPEHHIUE (BHEIITHHUE)
(bakTOpBI U YCIIOBUS,
IBIIUAIOIINC HA
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eI TeIbHOCTh
OpraHu3aIuy.
OrieHuBaTh OU3HEC-
BO3MOYKHOCTD
[PeaNTU3aIH PEIICHHUS C
[TOYKH 3PCHUS
BEIOPAHHBIX IIEIEBBIX
MmoKa3aTeseH.
IBEISBIIATE,
[PETUCTPUPOBATS,
AQHATTU3UPOBATH U
KIIacCH(UITIPOBATD
[PUCKH U pa3pabaTHIBaTh

o X MUHHUMU3AIIUU

KOMILUIEKC MEpPOTIPUATHUIL

MK-3
ynpaBJieHue
npoueccamu
OpraHu3anum
MPON3BO/ICTBA

TaxrtuueckoelIK-3.2

OpraHu3alHy,
IMeHCTBYIOIMX CUCTEM,
bopm m
[YIIpaBIICHUS
MPOU3BOJICTBOM, o
COBEPIICHCTBOBAHHIO
OpraHHU3aIlMOHHO-
[pacTiopsAUTENbHON
IMOKyMEHTaIUN "
OpraHHu3aIiu
IMOKYMEHT0000pOoTa, TI0
BHEJIPCHUIO
TeX HUIECKHX
00paboTKH
MH(pOpMAINH,
epCOHABHBIX
KOMIIBIOTEPOB U CETEH,
ABTOMATH3HPOBAHHBIX
[pabouux MecT

CPCACTB

Pazpabotka3naer ¢

MpeI0oKEeHUH MOHe3HAYHMTeIbHBIMHA
[PallMOHaIU3aluU BaMeYaHHsIMU:
CTPYKTYPBI CTaHIApPTHI
[yIpaBIeHUSA lYHU(UIIMPOBAHHOK
MPOU3BOJICTBOM BCHCTEMBI
COOTBETCTBUH ClOpraHU3allHOHHO-
LEeNIMA M CTpaTerHedpacnopsIuTeIbHON

HAOKYMCHTAallUU, €ANHas
CHCTEMA

MeTOHOBTeXHOJ’IOFH‘IeCKOﬁ

IMOKyMEHTAIMN
3HaeT BepHO U B
MOJIHOM 00beMe:
[pacTpenensaTh U
KOHTPOJIMPOBATh
HCITOJIE30BaHKE
HpOI/I3BOZ[CTBeHHO'
[TEXHOIOTNYECKHUX
[PECYPCOB, BBIMOIHSATH
[paboThI 10 POEKTY B
COOTBETCTBUU C
[Tpe0OoBaHUAMH TI0
Ka4eCTBY HOBOT'O
pOIyKTa

50 —
69
o0aJu
0B

«YAOBJICTBOPUTECJIBHO»

BO3MOKHBIX
pelieHn Ha

HHUX
nmoxKa3areJsei

pa3padoTaHHbIX

[MK1-®opMupoBanue

OCHOBC|
IS
eJIEBBIX

MK-1.1 Brisienenue,
coop u aHamn3
nHpopManny  OnzHecH
aHaIM3a US|
(bopmupoBaH¥s
BO3MOYKHBIX pELICHUH

3HaeT Ha 6a30BOM
YpPOBHe, ¢ OIIUOKAMU:
peMETHYIO 001aCTh U
criennpuKy
esaTeTbHOCTH
OpraHu3alyu B o0beme,
IMOCTaTOYHOM JIJIS
pereHus 3a1a4 OnuzHec-
aHaIM3a.

'YMeeT Ha 6a30BOM
YPOBHE, C OLIMOKAMM:
aHaJIM3UPOBATh
BHYTpPEHHNUE (BHEIITHHUE)
(baKTOPHI M yCIOBHS,
BJIMSIFOIIIAC HA
NesTeIbHOCTh
OpTraHHU3aIHH.
OueHuBaTh OM3HEC-
BO3MOXKHOCTb

ba3oBblii
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[peaM3aIiy PEIIeHHNS C
[TOYKH 3PEHUS
BEIOpAHHBIX LIEJIEBBIX
TOKa3aTeseH.
IBEISIBIIATS,
[PETUCTPUPOBATS,
QHAITU3UPOBATh U
KJIacCUPHUIIPOBATD
[PUCKH U pa3pabaThIBaTh
KOMILJIEKC MEPONPUATUI
[0 X MUHUMH3AINI
MK-3.2 Pazpabotka3Haer Ha 6a30BOM
MPEAI0KEHUIN MOypOBHE, C OLIMOKAMM:
[PAlMOHATH3ALH CTaHAApPTHI
IK-3 TakTn4yeckoecrpykTyph! lyHUHUIMPOBAHHOI
yIpaBJcHHUC lyIIpaBJICHUS CHCTEMBI
mpoueccaMu MPOM3BOJICTBOM BOpraHUM3alMOHHO-
OpraHu3sanuu COOTBETCTBUU CpacnopsIUTeIILHON
MPOU3BOACTBA LeasIMA U CTpaTeTHMEeN[TIOKyMEHTaluH, euHas
OpraHu3aIuy, crcremMa
MEMCTBYIOIIMUX CHCTEM,TEXHOJIOTHYECKON
bopM W METOAOBIOKYMEHTAIUH
[yIpaBieHUs
MPOU3BOJCTBOM, nojYmeer Ha 6a30BOM
COBEpIIICHCTBOBAHUIO [yPOBHE, C OIIMOKAMM:
OpTaHU3aIIMOHHO- pacIipenensiTh u
[pacTIOpsITUTENbHOM KOHTPOJIMPOBATH
IMOKyMEHTAI1H H[UCIIOJIb30BAHNE
OpraHu3aIuu MPOU3BOICTBEHHO-
IMOKyMEHTO000pOTa, MOTEXHOJIOTHUECKHX
BHEIPECHUIO [PECYPCOB, BBITIONHATH
TEXHUYECKUX CPEACTBPaOOTHI O NPOEKTY B
00paboTKH COOTBETCTBUH C
MHpOpMAINH, [TpeOOBaHUAMU 110
MepCOHaIbHBIX Ka4eCcTBY HOBOTO
KOMITBIOTEPOB M CETEH,[TPOTyKTa
ABTOMATH3HPOBAaHHBIX
[pabodnx MecT
[MK1-®opmupoBanue 3Haer ¢ Komnerenuu
BO3MOKHBIX He3HAYNTeTbHBIMI U He
pelleHHIT Ha OCHOBe BaMeYaHUsIMU: copmuposa
pa3padoTaHHBIX  UIf NpeIMETHYI0 00J1acTh U HbI
HHUX 1eJeBbIX crennpuKy
noxkasaresei ESATEIIBHOCTH
OpraHusaiiu B 00beMe,
IMOCTATOYHOM ISt
MK-1.1 BrrusBiienue, pereHus 3a1a4 OusHec-
coop u aHAITU3aHAIH3A.
MEHe
mHpopManmy OuzHec-YMeeT ¢
¢S50 | «Hey10BJIETBOPHUTEILHO
Bam N aHamu3a JUISHEe3HAYHMTeIbHBIMHA
oB (bopMupoBaHUs _ paMedaHHAMM:
BO3MOJKHBIX PEIICHUN [aHAITM3HPOBATH
BHYTpPEHHNUE (BHEIITHHUE)
(bakTOpBI U yCIIOBUS,
BIMSIOIINE HA
MesITeIbHOCTD
OpTraHU3aIHH.
OueHunBaTh OM3HEC-
BO3MOKHOCTb
[pean3auy peleHus ¢
[TOUKH 3pEeHUs
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BHIOPAHHBIX IIEJIEBBIX
ToKa3aTeJeil.
IBEISIBIISATS,
[PETUCTPUPOBAT,
QHATM3UPOBATH U
KIacCH(MUITUPOBATH
[PUCKH U pa3pabaThIBaTh
KOMILJIEKC MEPONPUATUI
M0 UX MUHUMHU3AIIH

MnK-3 TakTHYeckoe
ynpaBJieHue
npoueccamu
opraHu3anuu
MPOU3BOCTBA

IK-3.2 PazpaboTtka
MpEAI0KEHU I 10|
[paliOHATH3a1UH
CTPYKTYPbI
lyIpaBieHuUs
[IPOM3BOICTBOM B
COOTBETCTBHHU c
LEeIsIMH M CTpaTerHey
OpraHH3alIiy,
MEMCTBYIOIIUX CHUCTEM,
dbopM W METOHOB
lyrpaBieHuUs
[IPOHU3BOICTBOM, 1o
COBEPIIICHCTBOBAHHIO
OpraHU3aI[MOHHO-
[pacTiopsITUTENbHON
IMOKyMEHTAIMN u
OpraHU3aIiu
IMOKYMEHTO000pOTa, 0
BHEIPEHHIO
TeXHUYECKUX
00paboTKH
mHbOpMaLUH,
MEepPCOHAIBHBIX
KOMITBIOTEPOB U CETEH,
ABTOMATH3UPOBAHHBIX
[pabodnx MecT

CpencTB

He 3HaeT Ha 6a30BOM
YPOBHe:

CTaHAAPTHI
[YHHPHUIHPOBAHHOM
CHCTEMBI
OpTaHU3aIIMOHHO-
[pacopsAUTEIbHON
IMOKyMEHTAIUH, eANHAs
crcremMa
[TEXHOJIOTUYECKOU
IMOKyMEHTaIUN

He ymeet Ha 6a30BOM
YpoBHe:
pacIipenensiTh u
KOHTPOJIMPOBATH
MCTIONB30BAHKE
TIPOU3BOICTBEHHO-
[TEXHOJIOTHYECKHUX
[PECYPCOB, BBITIONHATH
[pPabOTEHI 10 MPOEKTY B
COOTBETCTBUH C
[TpeOOBaHUSAMU TTO
KayecTBY HOBOTO
NpOIyKTa

29




Ilpunoscenue 1

MWHUCTEPCTBO HAYKH U BBICHIET'O OBPA3OBAHMSI POCCUIMCKOMN ®EJIEPALIUN

DenepalibHOE TOCYIAPCTBEHHOE OIOKETHOE 00pa30BaTe/IbHOE YUpesIeHHe BbICIIEro 00pa3oBaHUsI
«Poccuiickuii 5xoHoMuYeckuii ynusepcurer umenu I'. B. Ilnexanosa»
Kpacnonapckuii puauan PIY um. I'. B. [linexanosa

(DaKy.HBTeT 9KOHOMHKH, MCHCIPDKMCHTA U TOPT'OBJIN

Kadenpa kopnopaTuBHOro U rocyJapCTBEHHOTO YIIPABICHUS

AHHOTAIIUS K PABOUYEM TIPOT'PAMME JUCIHUIIJIAHBI

b1.B.06 JOKYMEHTAIIMOHHOE OBECHHEYEHUWE YIIPABJIEHUA

Hanpapaenue noarorosku 38.03.02 MEHEJIKMEHT

Hanpasiaennocts (mpo¢guiib) mporpaMMsl
MEHE/UKMEHT OPITAHU3AILIMU

YpoBeHb BbICHIET0 00pa30BaHMSI bakanasepuam

Kpacuomap — 2024 r.
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1. Heas u 32024y AUCHUIIIHHBI:

Henbto ywyeOHOM nuCHUIUIMHBI «JlOKyMEHTAIlMOHHOE O00eCleYeHue YNpaBICHUS
ABIseTCA (POPMUPOBAHKE Y CTYIEHTOB 3HAHUHN TEOPETHUECKUX U MPAKTUYECKUX OCHOB CO3IaHUS
JOKYMEHTOB YIpaBJICHHS, a Takke NpUOOpEeTeHHEe HABBIKOB TpaMOTHOM u 3hdexTuBHON
OpraHu3allii COBPEMEHHOTO JICIONPON3BOJICTBA HA MPEANIPUITUSAX U B OPTaHU3AIMSIX.

3amaun  ydyeOHOW AMCHMIUIMHBI «JlOKyMeHTalMOHHOE OOecreyeHre YIpaBICHUS
3aKJIIOYAIOTCS B:

- M3y4YEHUM  3aKOHOJATENIbHBIX W  HOPMAaTHUBHO-METOJAMYECKUX  JIOKYMEHTOB,
periaMeHTHpyomux paboTy ¢ JOKYMEHTaMH OpraHW3allid; TPaBWJI COCTABICHHUS H
oQOopMIICHHS YNPABICHUECKUX JIOKYMEHTOB; MOpSAIKAa padOThl C JUYHBIMU M CIYKEOHBIMU
JOKYMEHTaMU;

- (QopMHpOBaHUU HaBBIKOB COCTABIIEHHUS W O(POPMIICHHS OCHOBHBIX JOKYMEHTOB
yIpaBJICHUS; U3yYSCHUH PAOOTHI CIIy>KOBI JOKYMEHTAIIHOHHOTO 00ECTIeYeHHS yIIPaBICHUS;

- BBIABIICHUH, cOope U aHanu3e HHpopMmanmuu Ou3Hec-aHAIM3a ISl (POPMHUPOBAHUS
BO3MOYKHBIX PEIICHU;

- pa3paboTke  TMpPENJioKEHUH 1O  COBEPLICHCTBOBAHMIO  OPTraHU3AIMOHHO-
pacropsIuTeTbHON JOKYMEHTAlMM W OpraHu3alud JIOKyMEHTOOOOpOTa, IO BHEAPEHHIO
TEXHUYECKUX CPEJICTB 00pabOTKH MHPOPMAIIUH.

2. Conep:xaHue THCHHUIIINHBI:

HaunmeHoBaHMe pa3iesioB / TeM AUCHUTNIIHHBI

1. | Tema 1. Oprann3anioHHbI€ OCHOBBI JI€JIOMPOU3BOJCTBA. BJIaHKN JOKYMEHTOB

Tema 2. Opranu3zalMOHHO-pacropsIuTeNbHas JoKyMeHTaus. O01mas xapakTepucTuKa
CTHJISL CIY>K€OHOM TOKYMEHTALUU

3 Tewma 3. CnpaBouHo-uHpOpMaIIMOHHBIE JOKYMEHTHI. JlenoBas nepemnucka. CocTaBieHre
" | aKTOB U IPOTOKOJIOB

4 Tema 4. PacniopsinurenbHble 1okyMeHThI. CocTaBlieHUE PUKA30B, YKa3aHUMH,
" | pacnopsikeHuit. OpraHu3aliMOHHbIE JOKYMEHTHI

5 Tewma 5. Opranuzanusi 1okyMeHToo00poTa. Opranu3aius perucTpaiuu J0KyMEHTOB U
" | KOHTPOJIb UCTIOJTHEHUSI TOKYMEHTOB

6. | Tema 6. Opranuzanus OnepaTUBHOTO XPAHEHUS JOKYMEHTOB. DOpMUPOBaHHE JCIT

Tema 7. Iloarororka HAOKYMCHTOB K HOCJ'ICIIYIOH_Ieﬁ nepeaadn J0KyMEHTOB B apXUB WA
Ha YHUYTOXCHUC

TpyaoeMKkoCTb IMCHHILIMHBI cOcTaBasAeT 4 3.e. / 144 yaca

(I)opMa KOHTPOJIA — IK3dMEH

CocraBuTe/ib:
JouieHT kKadeapsl KOPIOPATUBHOTO M TOCYAAPCTBEHHOTO YIIPABICHUS
Kpacuogapckoro ¢pununana POY um. I'.B. Ilnexanosa, k.5.H. M.f. Benpukosa

31




