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PaGouas mporpamma o6cykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
MEHE[)KMEHTA U CEPBUCA
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1. lenn u3yveHHs TUCHUIITAHBI

Llenp0 OCBOCHMS AMCIMIUIMHBI SIBISCTCS (OPMHUPOBAHUE MPEACTABICHHUMA, YMEHUH M
HAaBBIKOB B OOJIACTH COBPEMECHHOW OpraHM3allMd JOKYMEHTHUPOBAHUS YIPaBICHUYECKOM
JIeATEIbHOCTH Ha TPEANpPUATHH, BUAAX U CHOCO0ax paboThl ¢ JOKYMEHTAaMH HEOOXOIMMBIX
TH000MY MEHEIKEDY.

2. IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 10 AU CHUILINHE (MO1YJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOeHHs 00pa30BaTeIbHOM MPOrpaMMbl

Komnerenunun ody4daromnierocsi, opmupyembie B pe3yJibTaTe 0CBOEHMSI

AUCUMILTUHBI
Kon
KOMIIETEHIIMH 110 Komnerenmus
dI'0C BO
CrniocobeH pa3pabarbiBaTh 000CHOBAaHHBIE OpraHU3AL[MOHHO-YIIPABICHYECKUE
pEIIeHHUs C YYETOM UX COIMAIbHOM 3HAUUMOCTH, COJIEHCTBOBATh X
OIIK-3 peanu3anuy B YCIOBHUSX CIOKHOM U JMHAMUYHOMN CPEbl M OLEHUBATh MX
[TOCIICACTBHS

CTpyKTypa KOMNeTeHIIHH

Komnerenmus ®opmupyemsbie 3YHel
OIIK-3 Cnocoben pa3pabarbiBaTh
000CHOBAaHHbIE OPraHU3aAMOHHO- (3. 3HaTh OCHOBHBIE TPEOOBAHNUS K JOKYMEHTAIbHOMY
YIIPaBJIEHYECKHE PEMICHHUS C 0(OPMIICHHUIO OPraHU3alMOHHO-YIIPABICHYECKUX PEIICHUN
Y4ETOM HX COIHATIBHOM Y. YMeTh ToOKyMEHTaIbHO 0OPMIIATh OPTaHU3AIMOHHO-
3HAYMMOCTH, COJIECHCTBOBATh UX [YIPAaBICHUYECKHE PEIICHHUS
peanu3anuu B ycioBusx cioxnoi|H. Bragers HaBbikamu 0(OpMIIEHHS OTIETBHBIX PEKBU3UTOB
W TWHAMHYHOHN CpPENIbl U pU JOKYMEHTaJIbHOM O(OPMIICHUH OpraHU3al[IOHHO-
OLICHUBATh UX MOCJIEICTBUS YIIPABIEHYECKUX PELIEHUH

3. MecTo AUCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts  auctumuinael - BJIOK 1 JUCHUIUVIMHBI  (MOOYJIN):
OO6s3aTenbHast 4acTh.

JIMCUMIUIMHBL, UCIIOJIB3YIOIUE 3HAHUSA, YMEHMS, HaBBIKHM, IOJIYYEHHbIE NPH W3YYECHUU
naHHOW: "OnexkTpoHHas kommepuusa', "MenemxkMmeHT B uudpoBoir skoHoMuke", "1C
[Tpenmpusitue”

4. O0beM TUCHMILUIHHBI (MO1YJISAA) B 3a4€THBIX eIUHULAX € YKA3aHUEM KOJIMYeCTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYI0 padoTy 00y4alommxcs ¢
npenoaasareieM (Mo BUJAaM y4eOHbIX 3aHSITHIT) 1 HA CAMOCTOSITEJILHYIO PadoTy
00y4yarIuXxcs

OO01mast Tpy10eMKOCTh TUCIUIUTHHBI COCTaBIsIeT 3 3a4. eA.,108 uacos.

Bun yuebHol paboThl KonnuecTBo yacos
KonrtakTHas(aymuropHas) pabora
Jlekuun 18
[TpaxTuueckue (ceM, i1ab.) 3aHATHS 36

CamocrosTenbHas paboTa, BKJIIOYast MOATOTOBKY K SK3aMEHaM U
3ayeram

54




\Bcero 4acoB

108

5. Conep:kanne IMCHUIIHHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3jaesiaMm) ¢
YKa3aHHeM OTBeIeHHOI0 HA HUX KOJIHYeCTBA aKaJeMUYeCKUX YaCOB M BUI0B Y4eOHbIX
3aHATHH

5.1. Conep:xanue pa3iei0B M CHUILTAHBI

Cemunap| Camo- |B unrepa-| ®@opmbl TeKy1Iero
Ne Pa3zgen u Tema CeMme-| Jlek- p pu p ym
JlaGopat.| CTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHMILINHBI CTp | HumM
IlpakTu4., pao. dhopme yCneBaeMoCTH
IToaroroska
JIOKJIaJ0B. Y CTHBIN
ornpoc ""OcHOBHBIE
1 TepMUHOIOTMYECKUI 12 4 3 1 MIOHATUA
anmnapar JIOKYMEHTHUPOBaHUS,
Knaccudukanms
JOKYMEHTOB.
I'OCTer"
Cayx0a
TOKYMEHTAIlHOHHOT'O I'pynmoBoit mpoekt
2 loOecrieueHUs 12 4 8 11 "Opranuzanus
YIpaBJIEHUS: 3a]auu, ciryx0b1 JJOVY"
(yHKIINH, CTPYKTYpa
Pemenue keiica
JlokymeHT. CucreMbl " loKyMeHTHpOBaHHe
3 |noxkymeHToB. OcHOBHBIE | 12 4 6 11 y P .
YIIPaBJICHUECKOU
TOKYMEHTBI YIIpaBICHUS W
NESATETbHOCTH
[ToaroroBka u
ogopmIIeHHEe OCHOBHBIX WNHnuBuayanbHbIA
4 BUJIOB OpraHu3aiMoHHo- | 12 4 8 11 npoekT "PazpaboTka
[pacropsIANTENbHBIX JOKYMEHTOB"
ITOKYMEHTOB
TectupoBanue
"Opraau3zanus
Opranu3zanus XxpaHeHHUs
XpaHeHUus
S |1OKyMEHTOB M KOHTpoJs | 12 2 6 10
JIOKYMEHTOB 1
3a UCTIOJTHEHUEM
KOHTPOJIA
WCTIOJHECHUS "
NTOT'O 18 36 54
5.2. JIeKuMOHHBIE 3aHATHS, UX COJEePKAHUE
No Haumenosanue
Conepxanue
/11 pa3ziesIoB U TEM
[Ipeamer, conepxanue|[[OKyMEHT U CUCTEMBI IOKYMEHTALINH; YIIPaBIEHYECKas
1 1 OCHOBHBIC MTOHATHSA |[TOKYMEHTAIIHSI; CYITHOCTh JOKYMEHTHPOBAHHUS YITPABICHUYECKOM
I CIATUIUHBI nesitenbHOCTH (1Y ]]). Uctopus ctanosnenust 1Y ]l B Poccun
Cmyx0a
CoJiep)kaHue «JOKyMEHTAITMOHHOTO 00eCTIeYeHUS yIIPaBICHUS
TOKYMEHTAIMOHHOTO
(AOY)» u «1enonpon3BoJCTBay. 3aKOHOJATEIbHBIE ACTIEKThI
2 |obecneucHms TOKYMEHTHUPOBAHUS B FOCYJAapPCTBEHHBIX U KOMMEPUYECKHUX
VIIPABJICHUS: 3a]1a4H, M p yAap P
OpraHu3aIusIX
(yHKIMH, CTPYKTYypa




Ne HanmenoBanue
Conepxanue
/1 pa3esioB U TeM
TpebGoBaHMs K COCTaBICHHUIO U O(OPMIICHUIO JOKYMEHTOB
JlokymeHT. Cuctemsl P (op AOKYM ’
1OKYMEHTOB (bopmysip-oOpaszer, cocTaB U pacroiokKeHue pEKBU3UTOB, O0IIIHe
3 ) paBuiia 0pOPMIICHUS JOKYMEHTOB, TpeOOBaHUS K OJlaHKaM
OCHOBHBIE TOKYMEHTBI
ABJLCHIA TOKYMEHTOB, PEKBU3UTHI CITY)KEOHBIX JOKYMEHTOB M HX
b o(opMIIeHHE B COOTBETCTBUU C TOCYAAPCTBEHHBIMU CTaHAaPTaAMH.
[TonroToBka u CocraBnenue 1 0(popMIIEHUE OCHOBHBIX JOKYMEHTOB: JIOTOBOPOB,
odopmiieHue KOHTPAKTOB, IPUKA30B, CIY>KEOHBIX 3aMHCOK, TPOTOKOJIOB, aKTOB,
4 [OCHOBHBIX BHJIOB CIIPABOK U JJOKYMEHTOB JIMYHOT'O TIPOUCXOXKICHUS. Buasl u
OpraHu3aIOHHO- Pa3HOBUAHOCTH JI0KY-MEHTOB, OPTaHHU3allMOHHO-
PaCTIOPSANTENBHBIX  [paclopsauTeNbHbie T0Ky-MeHThI (OP/]), nndopmannoHHbie
TOKYMEHTOB TOKYMEHTBI, KaJIpoBasi TOKyMEHTaIlUs.
Opranu3zanus T0KyMEeHTO000pOTa, CUCTEMATH3AIIMS TOKYMEHTOB,
Opranu3zanus HOMEHKJIaTypa s ux GpopmupoBaHus u xpanenus. O6paboTka
5 [XpaHCHHS U KOHTPOJISI [TOKYMEHTOB, BXO/ISIIIIUNA-UCXOSIINNA KOHTPOJIb, PACCMOTPEHUE
3a UCIIOJIHEHUEM TOKYMEHTOB, PETHCTpAIUs U KOHTPOJIb UCIIOTHEHUS JOKYMEHTOB,
COCTaBJICHUE HOMEHKJIATYPHI JIeJ, XPaHEHUE IOKYMEHTOB

5.3. CemuHapckue, npaKkTH4YeCKHe, 1a00PATOPHbIE 3AaHATHS, HX COACPKAHNE

Ne paznena u
TEMBI

Copepxanvie v (HOpMBI IPOBEACHUS

(OCHOBHBIE TCPMHHBI, 5BOJIONUA JOKYMCHTHPOBAHUA, KJIaCCI/I(l)I/IKaHI/Iﬂ
MOKyMeHTOB. OCHOBHBIE MTOHSTHS, SBOJIOIHS TOKYMEHTUPOBAHUS U OPTaHU3AI[UN
MOKyMEHTO0000poTa, Kiaccudukaius nokymeHToB, ['OCTsl. [IpoBoauTcs B BUje
YCTHOTO OTpoca.

HpeI[MeT, COJACPIKaHNUEC U OCHOBHBIC ITOHATUA TUCHUIIIIUHBI. ITonsTe
JACIJIONIPONU3BOJACTBA U NOKYMCHTUPOBAHU ynpaBnqueCKOﬁ ACATCIIBHOCTH.
CucteMbl JOKYMCHTAIUH.

HOI[I"OTOBKa JOKJIag0B I10 TCMC.

Crny»x0a TOKyMEHTallHOHHOTO 00ecrieueHtsl ypaBiIeHus: 3a1a4u, QyHKIUH,
cTpykTypa. OCHOBHBIE MOJ0XKEHUS MO JOKYMEHTUPOBAHUIO YIIPaBIEHUYECKOH
JACATCIIBHOCTH. yHI/I(l)I/IKaIII/ISI " CTaHAapTU3alrd YIIPAaBICHYCCKUX JOKYMCHTOB.
Bubl TOKyMEHTOB U MX KJIaCCU(pHUKAIIHSL.

BrInonHeHne rpynnoBoro NpoeKTa.

JloxymenT. CucreMbl JOKyMEHTOB. OCHOBHBIE JOKYMEHTBI YIIPABICHHUSL.
Pa3paboTka 1 yTBEpKI€HHE KOMIUIEKCA OPraHNU3allMOHHO-TIPABOBBIX JOKYMEHTOB
(Ycras, Ilonoxxenue 00 opraHu3aiyu, CTpPYKTYpHBIX MOApa3elieHuH,
KOJIJICTHUAJIBHBIX U COBCIIATCIBHBIX opraHax; IITaTHOC pacm/IcaHI/Ie; I/IHCprKI_[I/II/I
MO OT/AETHHBIM BUJIAM JI€ATEIHHOCTH; JOKHOCTHBIE HHCTPYKIIHH).

Pemenne kefica 1mo Teme.

[ToaroroBka u ohopmiIeHHE OCHOBHBIX BHJIOB OpPraHU3alliOHHO-
pacropsiANTENbHBIX T0KyMeHTOB. OCHOBHOE Ha3HAUYEHUE PACIIOPIUTEIbHON
nokymenTaruu (P1). [IpaBuiia coctaBienust 1 opopMIIeHHs], OCHOBHBIX
OpraHU3aIMOHHO-PACTIOPSAAUTENbHBIX JOKYMeHTOB. CocTaBieHne u opopmiieHne
[IPUKA30B, [IOCTAaHOBJIEHUH, paciopsbkeHUH U T. 1. KoppecnionaeHuys, cBs3aHHas
C POBEACHUEM MEPUOINUECKUX MEpONpUITUid. JIOKyMEHTHI, cofepKaline
CBEICHMSI O pe3yibTaTax AEATEIbHOCTHU 32 ONPEAEICHHBIA IEPHO] BPEMEHU —
roJ, MOJyrojie, KBapTai, Mecsl. OyHKINA OTYETHOM JOKYMEHTAIlUH B

JACATCIIbHOCTHU OpraHHBaHHﬁ. KoMmiiekcsl 0TYEeTHBIX JOKYMCHTOB!




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

rOCYJapCTBEHHAs CTATUCTUYECKAst OTYETHOCTD, BEIOMCTBEHHAs! OTYETHOCTD,
OTYETHOCTb BHYTPH YUPEKICHUSA, JOKYMEHTALU.
BhInoIHEHNE MHIMBUYaJIbHOTO TPOEKTA.

Opranuzanus JokyMmeHToo0opoTta. CripaBouyHO-UH(DOPMAIMOHHAS IOKYMEHTAIIUS
(CHUM): cocraBienne u 0hOpMIICHHE MMPOTOKOJIOB, JOKJIAIHBIX (CIY)KEOHBIX) U
00BSCHUTEIBHBIX 3aMHUCOK, 3asBICHUH, IPEICTABICHUH, TEPETUCKH (CITyKEOHBIX

MyiceM, Telerpamm, TenedakcoB, (pakcorpaMm, FIEKTPOHHBIX COOOIICHU).
BrInoHeHNE WHAWBHIYaILHOTO MPOCKTA.

6. DOHJ OIEHOYHBIX CPEACTB /JIA MPOBEAEHUS TMPOMEXKYTOYHOM AaTTECTAUWM IO

AUCIHUIIJIMHE (l'[O.]'IHI)IfI TEKCT IPUBECACH B IPUJIOKEHUH K paﬁoqeifl nporpaMMe)

6.1. Tekymuii KOHTPOJIb

KOHTpOJ’[LHble 3aJaHud HJIH
HHbIC MaTepHaJIbl, Onucanme
Sranbi HeoOX0AMMBbI€ VIS OLIEHKH HoKazaTeTel 1
° oBa 3HAHUH, yMeHUii, HABBIKOB KDHTEDHER
¢popmupos Hl’\l'ﬂ Mepeuens (3yHI)IZ u (WIH) oNbITA puTep
Ne | KommeTenuui 3.1..3 S —— ouenuBanus
(4 (opmupyembix (3.1...3.n, > KOMINeTeHuuii Ha
(Tema u3 - XapaKTepH3YIOIHUX dTANbI
1‘[/1‘[ . KOMIIETCHIIMH Y.l ...¥.n dopMupoBanHs Pa3IMYHBIX TaNax ux
paboueii ? pMHPp ¢dopmupoBanus,
no ®I'OC BO H.1...H Il) KOMIIeTeHIHil B Ipolecce
nporpamMmmabl elloce L .| omucaHHe IIKAJ
0ocBOeHHUsI 00pa3oBaTeIbHOI 100
AMCHHUILIAHBI) nporpaMMI ouenusanus (1o 100-
0aJNILHOI 1IKaJIe)
(HaumenoBanue
OLICHOYHOI0 CPE/ICTBA)
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopMIICHHIO
OpraHu3alMOHHO-
YIpaBIeHYECKIX
[peleHui .
IloaroToBIeHHBIM
Y VMeTs U 3aIUIICHHBIN
) OKJIa,
TOKyMEHTaJIbHO A A
1. A — OIIEHUBAETCS 10
1 |Tepmunonoruyeck|OIIK-3 P [loxroroska qOKJIag0B 17 6auios, B
N OpraHU3alMOHHO-
Wil anmapat 3aBUCUMOCTH OT
YIpaBJIECHUYECKHE
pemenns MOJIHOTEI
aCKPBITUS TEMBI.
H.Bnaners HaBbIKaMHU Packp (17)
odopmIeHUs
OTJIETbHBIX PEKBU3UTOB
[P IOKyMEHTaJIHbHOM
o opMIICHHN
OpraHu3aI[MOHHO-
YIpaBIEHIECKIX
CIICHUI
3.3HaTh OCHOBHEIE
TpeOOBaHUS K OreHuBaeTccs B
TOKYMEHTaJIbHOMY 3aBUCUMOCTH OT
o opMIICHHIO Y cTHBIN onpoc TOJHOTHI U
OpraHru3alMOHHO- ""OCHOBHbBIEC IOHATHUS MPaBUJIBHOCTH
2 OIIK-3 YIIPaBJIEHYECKUX JIOKYMEHTUPOBAHU, OTBETOB Ha
[pereHni Knaccugukarus BOIIPOCHI 110 TEME,
mokymeHToB. OCTwr" 3a/1aBa€MBIX
Y. YMmerb Mperno/iaBaTeieM
TOKYMEHTAJIEHO (5)
0pOpPMITITD




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISl OIIEHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIETCHII NN 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n a60eii KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
P no ®I'OC BO H.1...H ll) KoMIleTeHIHii B pouecce (bopvmposanus,
IIpOI‘paMMbI oelloce . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
OpraHu3aIlMOHHO-
YIpaBICHUYECKHE
[peleHus
H.Bnanets HaBBIKAMH
odopmicHUs
OTJIEbHBIX PEKBU3UTOB
[pU TOKyMEHTaJIbHOM
odopmIIeHIN
OpraHU3alMOHHO-
YIIPaBJIEHYECKUX
CIICHHI
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKyMEHTaJbHOMY
0 opMIICHHIO
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
[peleHu i
b, Crryw6a YV Vues [Ipoekt coctout
) ) u3 8 3aJaHui.
TOKYMEHTALlUOHHO TOKYMEHTaJIbHO . A
['pynnoBoi npoexT [IpaBuibHO
ro o0ecreYeHus 0QOpMIIAT '\

3 OI1K-3 Opraan3anus cayXObl |  BBIIOJHEHHOE
YIIpaBJICHUS OpraHU3alMOHHO- 0" saate
3agaun, QyHKIMH TIpaBJICHYECKUE

Aas, GyHKumM, YIp olLleHUBaeTCA B 4

CTPYKTYypa [pereHus Ganna, (32)

H.Bnaners HaBbIKaMHU ’

odopmIIeHHS

OTJIETbHBIX PEKBU3UTOB

MpU TOKYMEHTaIHbHOM

odopmiIecHIN

OpraHU3alMOHHO-

YIpaBJIEHYECKUX

CIICHMI

3.3HaTh OCHOBHBIC

TpeOOBaHUS K

TOKYMEHTaJIbHOMY

0(pOpPMIICHHIO

Pemennerecra
OpraHu3aI[MOHHO-
onenuBaercs B 20

YIpaBIEHIECKIX SR

[peleHui .
3. JlokyMeHT. [IpaBunbHBII
CHCTEMBI v Vaers Pemenue keiica OTBET

OKYMEHTOB. : " JJOKyMEHTHUpOBaHUE oreHuBaercs B |

4 JLOKY OI1K-3 TOKYMEHTaJIbHO Hoxy P . o
OCHOBHBIE oOpMITS YIpaBJIEHYECKOM 6ai,
TOKYMEHTBI P mesaTeIbHOCTH" HenpauBJIbHBIH -

OpraHu3allMOHHO- .
yIpaBJeHUS 0aJI7I0B, HEMOJTHBIH
yIpaBleHUYECKHE N
bemeHus NpaBUJIbHBIN
otBeT- 0,5 Oama
H.Bnaners HaBbIKaMu (20)
o opMIICHHUS

OTICTHHBIX PEKBH3UTOB
[IpU JOKYMEHTAJIEHOM

o opMIICHHH




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIIeTeHIU i JesITeTbHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/H . KOMIEeTEeHIUH Y.l .. .Y.n d)0 MHDOBAHMS PA3JIUYHBIX dTANmax uxX
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
OpraHu3aIlMOHHO-
YIpaBJIEeHYECKUX
[pelIeHu
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
o0 opMIICHHIO
OpraHU3alMOHHO-
YIIPABJIEHYECKUX
[peLeHni
IIpoekT cocTout
4. ITogroroBka u V. VYMeTh P o
U3 IBYX 3aJaHUM.
oopmIIcHIE TOKYMCHTAJIbHO .
OCHOBHBIX BUJIOB 0OpMIIATH VI MBIy b Hb L TpaisHo
5 OIIK-3 P npoekT "Pa3paboTka BBITIOJTHEHHOE
OpraHu3alMOHHO- OpraHu3aIlMOHHO- "
ITOKyMEHTOB 3a/1aHue
[pactopsAUTEIbHBI YIpaBICHUYECKHE
OLIEHUBAaeTcs B 5
X JIOKYMEHTOB [peleHus Gaos. (10)
H.Bnanets HaBbIKaM# ’
odopmIeHUS
OTIENbHBIX PEKBU3UTOB
[pU TIOKyMEHTaJIbHOM
odopmIeHIN
OpraHU3alMOHHO-
YIpaBJIEHYECKUX
[peleHui
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKyMEHTaJbHOMY
odopMIICHHIO
OpraHu3aIlMOHHO-
YIIPaBJIEHYECKUX Tect cocTour u3
[peLeHni 16 Bonpocos.
Q)KJIbII MTOJIHBIN
K
V.VYmeTh MpaBUJIbHBIN
5. Opranuzanus TectupoBanue
TOKYMEHTaJIbHO " OTBET
XpaHeHUs Opranuzanus
0QOpMIIAT olieHuBaercs B 1
6 |1OKYMEHTOB U OI1K-3 XpaHEHUs! JOKYMEHTOB N
OpraHu3allMOHHO- 0aJij1, HEMOIHBIH
KOHTPOJIS 32 1 KOHTPOJIS N
YIpaBIECHICCKHE " MPaBWIIbHBII
HCTIOTHEHUEM MICTIOTHEHUS
[peIeHAS otBeT - 0,5 Gamna,
H.Bianets HaBBIKAMH HEeTpauBIIbHBIN
o opMIIeHHUS oTBeT - 0 6aysIoB
OT/IEJIbHBIX PEKBU3UTOB (16)
[pU IOKyMEHTaJIbHOM
odopmIIcHHN
OpraHu3allMOHHO-
YIpaBJIE€HYECKUX
eHICHUH
HTtoro 100

6.2. [IpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)



PabdounM y4yeOHBIM IVIAHOM NPeAyCMOTPeH JK3aMeH B cemecTpe 12.
BOITPOCHI JJ15 ITIPOBEPKU 3HAHUI:

1-it Bompoc Ounera (40 OamioB), Bua Bompoca: Tect/mpoBepka 3Hamwmii. Kpurepwmii: Tect
coctout u3 10 BonpocoB. Kaxk/plii mpaBHIIbHBIN OTBET OLICHUBAETCS B 4 Oasia..

Komnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIE OPraHM3ALHMOHHO-
ylHpaBJ/IeHYeCKHe pelleHHs] ¢ Y4eTOM HX CONHAJIBHOH 3HAYMMOCTH, COAeHiCTBOBATH MX
peaju3aly B yCJIOBHAX CJI0KHON U AUHAMUYHOM Cpelbl M OLICHUBATH UX MOCJIeICTBHUS

3HaHue: 3HAaTh OCHOBHBIE TPeOOBaHMS K JOKYMEHTAJIBHOMY O(QOPMIICHHIO OpPraHU3alMOHHO-
YIIPABJICHYECKUX PELICHUN

1. B xakux BpEMEHHBIX paMKaxX BeAETCS HyMepalus MHCeM, Telerpamm u hakcorpamMmm?

2. B Kkakux ciyyasx NpUMEHsETCs cMellaHHass (opMa OpraHHU3aLUU JTOKYMEHTHPOBAHUS
po(hecCuOHATIBHON NeSTEIbHOCTH IPUMEHSIETCS?

3. B kakoM nopsiike pacroJiaratorcs JOKyMEHThI — JieJla B HOMEHKJIaType Jein?

4. B TeueHUM KaKOTo CpOKa JEUCTBYET yTBEP)KICHHAsI HOMEHKJIATypa e’

5. I'ne perucTpupyroTcsi HPOTOKOJIBI U PEIIEHUs KOJUIeruu?

6. J11st yero HeoOXoaMMa perucTpanus’?

7. K kakoii kateropuu paOOTHHKOB OTHOCSATCS CEKpeTapH, MOMOLIHUKH PYKOBOJUTEIS
opraHu3amuun?

8. Kak oopMIIsitOTCS perucTpaliioOHHbIC CBEICHUS?

9. Kakue 1oOKyMeHTHI NOJIekKaT perucTpanuu?

10. Kakne 1OKyMEHTBI COCTaBIISIIOT HOMEHKIIATYPY J€a?

11. Kem ocymectBisiercst JIOY Ha npeanpusitun?

12. KTO mprHMMaeT y4yacTHE B COCTaBIEHUN HOMEHKJIATyphl A€’

13. KT0 cocTaBisieT mpoeKT ToKymMeHTa?

14. Ha3oBuTE 21€MEHTHI JOKYMEHTHPOBAHMUS

15. OcHOBHBIM OOBEKTOM H3yuU€HUS B JTIOKYMEHTHPOBAHUM NPOPECCUOHAIBHON NEATEIbHOCTH
ABJIAETCH:

16. Ilepeuncnute 3a1a4u JOKYMEHTHPOBAHUS

17. Ilo xakuM NpPUHIMIIAM CIEAYyEeT OPraHU30BBIBATh JTOKYMEHTHPOBAaHHE NMPO(ECcCHOHANBHOM
JeSTeIbHOCTH Ha IPEAIpUSITUN?

18. Ilo kakomy mpu3HaKy OyayT opMUpPOBaThCs TOKYMEHTHI € 3arojoBKoM jaena «llepenucka c
BBICIIMMHU y4EOHBIMU 3aBEJICHUSIMU O COBMECTHOM MOJTOTOBKE CIEIIMAIUCTOBY?

19. Yto Takoe 10OKymMeHT?

20. Yto Takoe perucrpanus 10KyMEHTOB?

TUITOBBIE 3AJIAHWS J1J151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owiera (30 OamwioB), BHUJ Bompoca: 3ajaHue Ha ymeHue. Kputepuii: 3amanue
orieHuBaercs a0 30 0amuioB B 3aBUCHUMOCTH OT ABYX cocTaBistomux: coorBerctBue ['OCTy
OTHOCHUTECIIBHO HATMYUA 1 MECTOITOJIOKEHUA PEKBU3UTOB TOKYMCHTOB, CTUJIb U3JIOKCHHUA..

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBICE OPIraHM3ALHMOHHO-
yhnpaBJ/ieHYeCKHe PellleHUs ¢ y4eTOM HX COUHMAJbHOH 3HAYUMOCTH, COAEiiCTBOBATH MX
peau3aly B yCJIOBHAX CJI0KHON M AUHAMUYHOM Cpelbl M OLICHUBATH UX MOCJIeICTBHUS

Ymenue: YMeTh JOKYMEHTAIBHO O(OPMIISATh OPraHU3alOHHO-YIIPaBICHYECKHE PEIICHHS
3amaua Ne 1. Pa3paboTaTh mpuKas 1mo 3aJlaHHON TeMe



TUITOBBIE 3ATAHMA JUTA ITIPOBEPKW HABBIKOB:

3-i1 Bompoc Oumnera (30 OamnoB), BUI Bompoca: 3ajgaHue Ha HaBblkA. Kputepwit: 3amaHue
ouenuBaercs 10 30 OaiIoB B 3aBHCHMOCTH OT TMOJHOTHI BBIBOJIOB aHalIM3a JIOKYMEHTOB. B
BBIBOJIaX JOJDKHBI OBITh OTPaXKCHBI: YMECTHOCTD MCIIOJIB30BAHUS TUIIA IOKYMEHTA JUIs 3aJaHHON
CUTYaIliH1, HATMIHE HEOOXOIUMBIX PEKBU3UTOB..

Komnerennusi: OIIK-3 Cmnoco0en paspadaTrbiBaTh O00OCHOBAHHbIE OPraHU3ALMOHHO-
ylpaBjieHYeCKHe pelleHusl ¢ y4eTOM HMX COUMAJIbHOH 3HAYMMOCTH, COIEiiCTBOBATH HX
peaiu3aluu B YCJIOBHUAX CJI0KHON U JUHAMUYHOM cpelbl M OLIEHUBATH UX MOCJIeICTBUS

HaBeik: Bragers HaBblkaMu O(OpPMIICHHS OTAETBHBIX PEKBU3UTOB NPU JOKYMEHTAJIBHOM
oopmileHHH OpraHU3aIOHHO-YIIPABICHYECKUX PELICHUH
3ananue Ne 1. [IpoBectu aHayin3 CTPYKTYpHI JOKYMEHTA

OBPA3EIL] BUJIETA

MUHHCTEPCTBO HAYKH M BBICIIET0 00pa30BaHus
Poccuiickoii @exepannn Hanpagnenue - 38.03.02 MenegxMeHT
DenepanbHOE rOCYIAPCTBEHHOE GHOKETHOE IIpo¢uus - Ypasnenne GU3HECOM
00pazoBaTesbHOE yUpEeXKICHUE K
BBICIIIETO 0Opa30BaHuUsL adenpa MCHE/KMEHTA U CepBHCa

«BAUKAJIBCKHAM TOCYJAPCTBEHHBIN [lucuumivna - Opranu3anus

YHUBEPCUTET» JTIOKyMEHTO000pOTa
(®I'BOY BO «bI'Y»)

3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 Gamnon).
2. Pazpaborarts npukas no 3aganHoit reme (30 6anmioB).
3. [IpoBectu aHanu3 CTpyKTyphl HokyMeHTa (30 6anios).

CocTaBuTenb A.B. CunanTheB

3aBenyronuit kageapou E.A. lllaruna

7. IlepeyeHb OCHOBHOI M 1ONIOJHUTEJIBLHOM Y4eOHOH JUTEPATYyPhbl, HEO0XOAMMOM IS
OCBOCHUS AMCHUIIMHBI (MOXYJIs1)

a) OCHOBHAS JIUTEepaTypa:

1. bapuxun A. b. [lenonpou3BOACTBO M JAOKYMEHTOOOOPOT. DIEKTPOHHBIM pecypc. MpakxT.
nocobue/ A. b. bapuxun.- M.: Kawxkusiit mup, 2010.-1 anekrpos. onT. auck (CD-ROM)

2. I'saeBa, 1. B. Jleaonpou3BoacTBo [DneKTpOHHEIN pecypc] : cupaBounuk / M. B. I'saesa, C. B.
CobaneBckuii. — DJIEKTPOH. TEKCTOBEIEC JaHHbIe. — MuHck : TerpaCuctemc, Terpamnut, 2014.
— 224 ¢. — 978-985-7067-96-1. — Pexxnm goctyma: http://www.iprbookshop.ru/28072.html

3. Ky3uenos, M. H. Jlenonpou3BoacTBo [DISKTPOHHEIN pecypc] : yueOHO-clIpaBoYHOE mocodue /
H. H. Ky3HenoB. — 8- u3a. — DIeKTpoH. TeKCTOBLIE manuble. — M. : Jlamkos u K, 2019. —
406 c. — 978-5-394-03393-3. — Pexum goctyna: http://www.iprbookshop.ru/85215.html

0) AOMOJIHUTEIbHAS JIUTepaTypa:

1. Aaapeea B. . Jlenonpoun3BoaCcTBO: OpraHu3aiius U BeJAeHUE. PeK. Yuel.-MeTo. IEeHTPOM
"Knaccuueckuid yueOHUK". y4el.-pakT. mocodbue s By30B. 3-€¢ u3l., nepepad. u nom./ B. .
Anppeea.- M.: KnoPyc, 2010.-294 c.
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www.iprbookshop.ru/28072.html
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2. TlaBnenko E. A. JlokymMeHTalimoHHOE OOECIEYCHHE YIPABICHUS: BBHIMOTHEHHE pPadoOT IO
npodeccuu  Aenonpou3BoAnTeNb. npakTukym/ coct. E. A. IlaBmenko.- Hpkyrck: W3a-Bo
BI'YDII, 2014.-78 c.

3. CwmupnoBa, E. II. Jlemompou3BoAcTBO JuIsd cekpeTapsa. Pa3paboTka, yYeT W XpaHEHUE
CAYKEOHOM JOKYMEHTAIUU [ DIEKTpOHHBIN pecypce] : mpakrtuueckoe mocoodue / E. I1. CmupHoBa.
— 2-e u3J1. — DJEKTPOH. TEKCTOBLIE AaHHbIe. — Caparos : Al I1u Dp Menua, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexum gocryna: http://www.iprbookshop.ru/79622.html

8. Ilepeuenb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKANUOHHOH ceTH «WHTepHeT»,
He00XOAMMBIX /111 OCBOEHHS JTHCHHMILUINHBI (MOAYJIsl), BKJIIOYasi MpodeccHoHaIbHbIE Ha3bl
JAAHHBIX U HHPOPMALHOHHO-CIIPABOYHbIE CHCTEMBI

JIns OCBOGHMs JMCUMILIMHBI OOyYalolmieMycss HEOOXOJHMMBI CIICAYIOIIUE PECypChI
UH(POPMAIMOHHO-TEIIEKOMMYHUKAITMOHHOU ceTn «THTepHeTY:
— Caiit baiikanbckoro rocy1apcTBEHHOrO YHHUBEPCUTETA, ajpec noctyna: http://bgu.ru/, nocryn
KPYTJIOCYTOYHBIH HEOTpaHUYEHHBIN U3 JII000H Touku VHTepHET
— UBUC - YauBepcanbHbie 0a3bl JaHHBIX, ajapec gocTymna: http://www.dlib.eastview.ru/. goctym
KPYTJIOCYTOYHBIH HEOTpaHUYCHHBIH U3 JTF000H TOYKU MHTEpHET MpU YCJIOBUH PETUCTpAIMU B
bI'y
— Hayunas snexkrponnas Oubiamorexka eLIBRARY.RU, anpec nocryma: http://elibrary.ru/.
JOCTYIl K POCCHICKHM JKypHaJaM, HaXOJSIIMMCSl IOJHOCTBIO HWJIM YaCTHYHO B OTKPHITOM
JOCTYTIE TPH YCIIOBUH PETUCTPAIIMU
— OO0pa3npl 1 mabJoHBI JOKYMEHTOB, aapec aoctyma: http://www.working-papers.ru. goctyi
HEOTpaHUYCHHBIN

9. MeTonnyeckue yKazaHusi VISl 00y4al0IMXCS M0 OCBOEHUIO TUCHMILIUHBI (MOIYJIs1)

N3yuaTh QUCHUIUIMHY PEKOMEHIYETCS B COOTBETCTBUM C TOW IOCIIEAO0BATENbHOCTHIO,
KoTOpass o0Oo3HaueHa B €€ cojepXaHud. /[ yCHemrHoro OCBOEHHsI Kypca oOydaroniuecs
JOJDKHBI MMETh IE€pPBOHAuYalbHbIE 3HaHMA B OOJIACTM MEHEPKMEHTa, KOMMepUYecKon
NeSITeTbHOCTH MTPEIIPHUSATHS, UCTOPUHN, SKOHMHUECKON KYIBTYPHI

Ha nexuusx mpenojaBarenb 03ByYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMTEPATyphl IO
TeMe, OOOCHOBBIBAET MECTO W pOJIb 3TOW TEMBl B JIaHHOW ITUCIMIUIMHE, DPAaCKPBIBAET e
IpakTUYecKoe 3HaueHue. B Xoze jekuui CTyAeHTYy HEeO0OXOAMMO BECTH KOHCHEKT, (pUKCHUpYys
OCHOBHBIE ITOHITHS U TIPOOIIEMHBIE BOIIPOCHI.

[IpakTHyeckne (CEeMMHApCKHE) 3aHATHS IO CBOEMY COJAEP)KAaHUIO CBSI3aHBI C TEMATHUKOMN
JEKIIMOHHBIX 3aHATHIA. HaunmHATh MOATOTOBKY K 3aHATHIO 11€I€CO00pa3HO C KOHCIIEKTa JICKITHH.
3ajaHMe Ha IPaKTHYECKOoe (CeMHHApCKOE) 3aHATHE cooOlaeTcs OO0ydarolummcs 0 €ro
npoBeneHus. Ha ceMuHape mpemnojaBarenb OpraHu3yeT OOCYXIEHHE STOW TEeMbI, BHICTYyIas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTAa M HKCIEpTa Y4eOHO-TIO3HABATEIBHOM JesTeIbHOCTH
00ydJaromerocs.

W3yuenne qUCUUIUIMHBI (MOIYJS) BKIIOYAET CAaMOCTOSTEIbHYIO paboTy o0yyaromierocs.

OCHOBHBIMHU BHJIAMH CaMOCTOSITEIIHHON PabOTHI CTYIGHTOB C y4acTHEM IIperoiaBaTele
SIBIISTFOTCSL:

* TEKyIUEe KOHCYIIbTAIINY;

* KOJUIOKBUYM Kak (popMa KOHTPOJIS OCBOCHHUS TEOPETUUECKOTO COAEPIKAHUS TUCIUITIINH:
(B yachl KOHCYJbTAIUH, IPETYCMOTPEHHBIE YUEOHBIM TIIAHOM).

OCHOBHBIMHU BH/IaMU CAMOCTOSITENILHON PaOOTHI CTYACHTOB 0€3 yyacTus MpernoiaBaTeneit
SIBIISTFOTCSL:

* (hopMupoBaHKE U YCBOCHUE COACP)KaHUS KOHCIIEKTA JICKIUI Ha 6a3e peKOMEH/1I0BaHHOM
JIEKTOPOM Y4YeOHOM JIMUTEepaTyphl, BKIIOYas HWHOOPMAIMOHHBIE OO0pa30BaTEIbHBIE PECYpPCHI
(371eKTpOHHBIEC y4eOHUKH, SJICKTPOHHbIE OMOIMOTEKH U Jp.);

* CaMOCTOSITEJIbHOE HU3YyYEHHME OTIEJIBHBIX TEM WM BONPOCOB IO Yy4EOHMKAM WM
y4eOHBIM TTOCOOHSIM;
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* HamMcaHue pedepaTos, J0KIAIOB;
* [IOJIFOTOBKA K CEMUHApaM.

10. Ilepeyens HHPOPMAITHOHHBIX TEXHOJIOTHii, HCTIOJIb3YeMBbIX PH OCYIIECTBJICHHHU
00pa30BaTeJbLHOI0 NMPOoLEcca Mo JUCHUIINHE (MOYJ/II0), BKJIIOYAs NlepeYeHb
NMPOrpaMMHOro odecrneyeHust

B ydeGHOM mpoliecce UCoab3yeTces ciaeaytoliee NporpaMMHOe o0ecTieueHue:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader_11,
— KoncynprantlInroc: Bepcus [Ipod - nadopmarimonHas cripaBodHas CUCTEMa,
— TI'apanTt mnardopma F1 7.08.0.163 - nundopmanmonHas cupaBodHasi CUCTEMa,

11. Onucanne MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HE0O0X0AMMOM VIl OCYLIeCTBJICHUSA
00pa3oBaTeILHOIO MPoIecca Mo JUCHUILIHHE (MOIYJII0):

B yuebHOM mporiecce ucoib3yercs ciaeayoliee 00opya0BaHue:
— IlomeneHust 17151 CAMOCTOSITENIFHOM PabOThI, OCHAIIIEHHBIE KOMITBIOTEPHON TEXHUKOI C
BO3MOXKHOCTBIO TIOJIKITFOUeHHS K ceTr "MHTepHeT" 1 00ecnieueHrneM J0CTyIa B AJICKTPOHHYIO
nH(}OpPMaLMOHHO-00pa30BaTENbHYIO CPENY BY3a,
— Y4eOHble ayIUTOPUU IS IPOBEACHUS: 3aHATHI JIGKITMOHHOTO TUIIA, 3aHATHH CEMUHAPCKOTO
TUIIA, MPAKTUYECKUX 3aHITHI, BBIMOJIHEHHS KyPCOBBIX pabOT, TPYNMOBBIX U MHIUBUYaTbHBIX
KOHCYJIbTAIMH, TEKYIIETO KOHTPOJIS U MPOMEKYTOYHOM aTTeCTalMK, YKOMILJIEKTOBAHHbBIE
CHEIHUAIN3UPOBAHHON MEOETBIO0 U TEXHUYECKUMU CPEACTBAMH O0YUYCHHS,
— Habops1 neMoHCcTparimoHHOT0 000pyA0BaHUS U y4eOHO-HATIISTHBIX TOCOOUIA



