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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 (MOAYJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOeHHs 00pa30BaTeIbHOM MPOrpaMMbl

Komnerenunun ody4daromnierocsi, opmupyembie B pe3yJibTaTe 0CBOEHMSI

JUCIHIIINHBI
Kon
KOMIIETEHIIUH 11O Kommerenmus
dI'oC BO

CriocoGeH pemiath npodeccrnoHabHEIC 32/1a9K HA OCHOBE 3HAHUH (Ha
OIIK-1 [IPOMEXKYTOUHOM YPOBHE) IKOHOMUYECKOM, OpraHU3aI[MOHHOMN U
YIIPABJICHUYECKON TEOPUU

CTpyKTypa KOMIETCHIIHH

Komnerenuus dopmupyembie 3YHbl
OIIK-1 CnocobeH pemiath
podecCHOHANIbHBIC 33/1a4l Ha
OCHOBE 3HaHUH (Ha
[IPOMEKYTOUHOM YPOBHE)
SKOHOMMYECKOM,
OPraHU3ALMOHHON 1
YIIPaBJIE€HYECKOH TEOPUU

3. 3HaTh TEOPETUYECKHUE MOAXOABI K OpPraHU3alnn
YIIPABJIEHYECKOM IEATEIBHOCTH HA IPEANPUATHH

Y. YMETh IPUMEHATh TEOPETUYECKUE MOAXOBI I
OpraHu3aluy yIpaBIeHUs AeATEIbHOCTBIO

H. BiageTs HaBbIKaMK OPraHU3alUU YIIPABICHYECKOU
NIEeATEIbHOCTH IIPEAPUATUS

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

[Mpunamnexxnocts  auctumumael - BJIIOK 1 JUCHUIUIMHBI  (MOJVYJIN):
O0s3aTebHas YacTh.

JIMCUMIUTUHBI, WUCIIONB3YIONIUE 3HAHUSA, YMEHHs, HaBBIKH, MOJYYCHHbIE MPH U3YUYECHUU
nanHoi: "1C Ilpeanpustue", "DnekTpoHHast KOMMepIUs"

4. O0bemM AUCHMILIMHBI (MOYJI51) B 3a4€THBIX eAUHULIAX C YKa3aHHEM KOJIH4eCTBa
aKajgeMM4YecKHMX YacoB, BbIIeJEHHbIX HA KOHTAKTHYIO padoTy 00y4aromuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYIO PadoTy
o0yJaromuxcs

OO61mast Tpy10€MKOCTh TUCIUIUTHHBI COCTaBIsieT 3 3a4. ef.,108 vacos.

Bun yuebHol paboThl KonnuecTBo yacos
KonrtakTHas(ayauTopHas) pabora
Jlexknuu 18
[TpakTudeckue (cem, 1ab.) 3aHATHUS 36
CamocTosTenbHas paboTa, BKIIOYast MOATOTOBKY K AK3aMEeHaM U 54

3adcTaM

Bcero uacos 108




5. Conep:kanue TMCHUILIHHBI (MOAYJIsI), CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jesaMm) ¢
yYKa3aHHeM OTBEJICHHOI'0 HA HUX KOJMYeCTBA AKAIeMHUYECKUX YaCOB H BUAOB Y4eOHBIX
3aHATHI

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

Cemunap| Camo- |B unrepa-| ®@opmbl TeKy1ero
Ne Pa3znen u tema Ceme-|JIek- P pa P y
Jlabopar.| cTOSIT. | KTUBHOM KOHTPOJIA
n/n AUCHMILINHBI CTp | HuM
IIpakTnu. paod. popme yCIeBaeMOoCTH
YcrHblii onpoc
""OCHOBHBIE
MTOHATHUSA
. JIOKYMEHTHUPOBAHUS,
TepMUHOJIIOTMYECKHI
1 p 12 4 8 11 Knaccudukanus
anmnapar
JIOKYMEHTOB.
I'OCTwr".
[ToaroroBka
JIOKJIa/I0B
Cmyx0a
TOKYMEHTA[MOHHOTO I'pynnoBoit mpoekt
2 |obecnieueHUs 12 4 8 11 "Opranuzanus
YIPABJICHUS: 33]1a4H, ciyx6s1 JJOV"
(byHKINHU, CTPYKTYypa
Pemenue keiica
JlokymeHT. CucteMbl " loKyMeHTHpOBaHHE
3 |nokymeHtoB. OcHOBHBIE | 12 4 6 11 y P "
YIIPaBJICHUECKOU
TOKYMEHTHI YIIPaBICHUS W
NEATEIbHOCTH
[ToaroroBka u
ogopMmIIeHHEe OCHOBHBIX WNHnuBuayanbHbIA
4 BUJIOB OpraHu3aiMoHHo- | 12 4 8 11 npoekT "Pa3paboTka
pactopsIANTENbHBIX JOKYMEHTOB"
ITOKYMEHTOB
TectupoBanue
"Opraauzanus
Opranu3zanus XxpaHeHus
XpaHeHus
S |1OKyMEHTOB M KOHTpoJsi | 12 2 6 10
JIOKYMEHTOB 1
3a UCTIOJTHEHUEM
KOHTPOJIA
WCTIOJHEHUS "
NTOT'O 18 36 54
5.2. JIeKuMOHHBIE 3aHATHS, UX COJEePKAHUE
No Haumenosanue
Conepxanue
/11 pa3ziesIoB M TEM
[Ipeamer, conepxkanue|[[OKyMEHT U CUCTEMBI IOKYMEHTALINH; YIIPABIECHYECKAs
1 |1 OCHOBHBIC MTOHATHSA |TOKYMEHTAIIHSI; CYITHOCTh JOKYMEHTHPOBAHUS YITPABICHUYECKOM
IACIIATUIUHBI nesitenbHOoCTH (1Y ]]). Uctopus ctanosnenust 1Y ]l B Poccuun
Cmyx0a
CoJiep)kaHue «JOKyMEHTAITMOHHOTO 00eCTIeYeHUS yIIPaBICHUS
TOKYMEHTAIMOHHOTO
(AOY)» 1 «1enonpon3BoJCTBa». 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
TpebGoBaHus K COCTaBICHUIO U 0O)OPMIIEHUIO JOKYMEHTOB,
JlokymeHT. CucteMbl
LOKYMEHTOB (bopmysip-oOpaszer, cocTaB U pacroiokKeHue pEKBU3UTOB, O0IIIHe
3 y ) paBuiia 0pOPMIICHUS JOKYMEHTOB, TpeOOBaHUS K OJlaHKaM
OCHOBHBIE TOKYMEHTBI
ABJLCHIA TOKYMEHTOB, PEKBH3UTHI CITY)KEOHBIX JOKYMEHTOB H UX
b o(opMIIeHHE B COOTBETCTBUU C TOCYAAPCTBEHHBIMU CTaHAaPTaAMH.
[ToaroroBka u CocrasiieHre U opopmIIeHHE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB,
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 JeJ, XpaHCHHUE TOKYMEHTOB

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 3aJaHudA WIH
HHbIC MaTepHaJIbl, Onucanme
aTaHBI Heoﬁxgzmmue Z!'Hﬂ OLEHKH noKazareieii u
ODMHUDOBAHMST 3HAHUHU, YMCHHHU, HABBIKOB KpHTepHeB
bopmup . Ilepeuensn (3yHI)I: H (WIH) ONbITAa
Ne | KommeTenuui 3.1..3 S —— ouenuBanus
e (opmupyembix (3.1...3.n, > KOMINeTeHuuii Ha
(Tema u3 - XapaKTepH3YIOIHUX dTANbI
n/n . KOMIIETeHIIMi V.1...Y.n, (bopMmpoBanus Pa3IMYHBIX 3TaNax HX
paboyeii . dopmupoBanus,
no ®I'OC BO H.1...H Il) KOMIIeTeHIHil B Ipolecce
nporpamMmmabl elloce L .| omucaHHe IIKAJ
0CBOCHHUSI 00Pa30BaTE/IbLHOI 100
AMCUMILIHHBI) nporpaMMI ouenusanus (1o 100-
0aJNILHOI 1IKaJIe)
(HaumenoBanue
OLICHOYHOI0 CPE/ICTBA)
3.3HaTh TEOPETUUYECKHE
[OAXO0.IbI K
OpraHu3alu
yIpaBJIeHYECKOU
ESTEIbHOCTH Ha [HoaroroBneHHbI
peIIpUITUN Y 3alUIIEHHBIH
Y.YMeTb NpuMEeHsITh JOKJIaJ
1. TEOpEeTUIECKUE OIICHUBAETCS JI0
1 [Tepmunonoruueck (OITK-1 [10JIXOJTBI JJIST [ToaroToBKa JOKJIA0B 17 6ansos, B
Wi anmapart OpraHU3aIH 3aBUCHUMOCTH OT
YIpaBIeHUS MOJTHOTHI
e TEIbHOCTBIO PACKPBITHUS TEMBI.
H.Bnaaets HaBBIKaMu (17)
OpraHu3alu
yIpaBJeHYeCKOU
e TeIbHOCTH
MIpe AP U THS
3.3HaTh TEOpEeTHUECKUE
[TOIXOJTBI K
OpTraHu3aIH
TIPaBJIEHYECKON
P OneHuBaeTccs B
e TeIbHOCTH Ha
3aBUCHUMOCTH OT
MPEeATPUATHI .
Y cTHBIN onpoc TIOJIHOTHI U
Y. YMeTh NpUMEHATE |y,
OCHOBHBIE TIOHSTHUS MPaBUIBHOCTH
TEOpeTUUEeCKue
2 OIIK-1 JIOKyMEHTUPOBAHHU, OTBETOB Ha
[OAXOJIBI JIst
Knaccugukarus BOIIPOCHI 110 TEME,
OpraHu3alu "
nokymeHToB. ['OCTol 3a/1aBa€MbIX
yIpaBJIeHUS
npenojaBaTesieM
e TEIbHOCTBIO )
H.Binanets HaBBIKAMH
OpraHu3alnuu
YIIpaBJICHYECKOM
e TEIBHOCTH




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

HeOﬁXOHl/lMLle JJISE OIICHKH Omucanue
Iranml " M nokaszareJeii u
MUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup Iepeuenn (3YHLI. H (WIK) onbITa
KOMIIETeHIHi JeSATENLHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMMIX STAMBL ) gy sTamax nx
H/H 6 - KOMIETCHIINH Y.l .e .Y.n, (opmupoBanus P
paooueu o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenmBanns (o 100-
AMCUMILIMHBI) MporpamMMbI u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
[IpeANPUSITHS
3.3HaTh TeOpeTUUECKUE
[TOIXO/IbI K
OpraHu3alu
YIIpaBIEHYECKOU
NesTeIbHOCTH Ha
> Civik6a MpEeANPUATHI [IpoexT cocTouT
HéK ;;HTauHOHHo Y. YMeTh npuMeHsITh u3 8 3aJaHUi.
o o}éecneqeﬂnﬂ TEOpETUUECKUE ['pynnoBoit npoexT [IpaBuibHO
3 DABICHIS: OI1K-1 [OAXOJBI ISt "OpraHu3anys CIIy>KObl | BBITIOJTHEHHOE
z;;;qn b Hkuﬂn OpraHu3alu JIOV" 3a/1aHue
o T’ g ’ YIIpaBJICHUS oleHuBaercs B 4
PYKIYP e TeNIbHOCTHIO bamna. (32)
H.Bnanets HaBbIKaM#
OpraHu3aIiu
YIIpaBJIECHUYECKOU
e TeIbHOCTH
peANPUSTUS
3.3HaTh TeOpEeTHUECKUE
ITOXOBI K
OpraHu3aIuu
P ! N Pemenuerecra
YIpaBJIeHYECKOU
oneHuBaeTcs B 20
NeATeTbHOCTH Ha
MpeanpUsTHA Gaswios.
3. JIOKyMEHT. PP IIpaBunbHbIN
Y. YMeTh npuMeHsTh .
CHCTEMBI Pemenue keiica OTBET
TOKYMEHTOB [eOpeTHieckHe " JIOKyMEHTHpPOBaHUE orneHnBaeTcs B 1
4 Y ’ OITK-1 [MOIXOIBI JJIsST Y P .
OCHOBHBIE oDrAHW3ALIH YIIpaBJIEHYECKOM Gai,
TOKYMEHTBI P mesTeTpHOCTH" HEeMpauBIIbHEIH -
YIpaBIeHUS N
YIpaBICHUS 0aJIsIOB, HEMOJTHBIN
e TEIbHOCTHIO N
MIPaBUIIbHBII
H.Bnaners HaBBIKaMH
otBet- 0,5 Ganna
OpraHu3alu (20)
yIpaBJIeHYECKOU
NeATeIbHOCTH
[IpeAnpUsITHS
3.3HaTh TEOpEeTUUECKUE
[TOIXO/TbI K
OpTraHu3aIH
YIIpaBJIEHYECKOH
e TeIbHOCTH Ha
MpeanpUATHA IIpoekT cocTtout
4. ITonroToBka u N
oo f/meHne Y.YMeTb NpuMeHsITh W3 JBYX 3aJlaHUU.
OCHé;HLD(BHHOB TEOPETUUECKHE MHuBuayanbHbIN [IpaBunbHO
5 N —. OI1K-1 TOJIXOABI I mpoekT "Pa3zpaboTtka BBIMIOJIHEHHOE
gcno B — OpraHu3aluu IOKyMEHTOB" 3a7laHue
E 10K pMeHTOB yIpaBJIeHUS OIlEHUBAeTCs B 5
Y eSITEbHOCTBIO 6amos. (10)
H.Bnanerr HaBBIKaMU
OpraHu3alu
YIIpaBJIeHYECKOM
eATeIbHOCTH

MIpEIIPUATHS




KOHTpOJIbele 3aJaHud WU
HHbIE MaTepl/laJ'lbl, Om/[ca}me
3Taﬂbl HeOﬁXOHl/lMLle JJISl OIIEHKH -
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo " Iepeyenn (3yHbI: o (WJIM) ONbITA purep
KROMIICTCHIUHA esITeJILHOCTH, OHEHHBAHUHA
-N‘(—) (110pMI/IpyeMbIX (3-1 .o .3-“, A ? KOMIIETEHIUI HA
(Tema u3 N XAPAKTEPU3YIOIIMX ITAMbI
H/II paﬁoqeﬁ KOMIIeTeHII UM Y.l . .Y.n, dopMupoBanus Pa3JIMYHBIX dTaNax ux
o OPMHPOBAHUS
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce (bopymp i
HpOI‘paMMbI oL oee . o OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
3.3HaTh TeOpeTUUECKUE
MOIXOOBI K
OpraHu3alu
. Tect cocTout u3
yIpaBJIeHYECKOU 16 BOIDOCOR
IesITCILHOCTH Ha vp .
penpus T Kaxaprii moaHeIi
MPaBUIILHBIN
5. Oprannzanus Y. YMets npuMensaTs  [TecTupoBaHue P oTBET
XpaHEHUs TEOpETUUECKUE " Opranusarus omenmBaeTes B |
6 |1OKYMEHTOB U OIIK-1 IIOIXOIBI JIJIS XpaHEeHUs1 JOKYMEHTOB ALl HeHOHLL
KOHTPOJIS 3a OpraHu3alu 1 KOHTPOJIA o ;BHHLHLH\/,I
HCIIOJTHCHUCM YIIpaBJICHUS HCTIOJTHCHUS " P
otBeT - 0,5 Gamna,
ICATCIBHOCTRIO HEMpanBJILHBIN
H.Bnaners HaBBIKaMU P
oprauusai oTBeT - 0 6aoB
. 16
yIpaBlIeHYeCKON (16)
IesITEIbHOCTH
peANPUSTUS
Hroro 100

6.2. IIpoMesKyTOYHBIH KOHTPOJIb (324€T, IK3aMEH)

PaGounM yueOHBIM JIAHOM NPeAyCMOTPeH JK3aMeH B cemecTpe 12.

1-it Bompoc Owiera (40 OGannmoB), BUA Borpoca: TecT/mpoBepka 3HAHHIA.

BOITPOCHI JJ15 ITPOBEPKU 3HAHUI:

coctouT u3 10 BonpocoB. Kaxxaplil npaBuiIbHBIN OTBET OlleHUBaeTCs B 4 Gaia..

Kpurepunii: Tect

Kommnerennusi: OIIK-1 Cnoco0en pemats npogeccHoOHATbHbIC 321a4H HA OCHOBE 3HAHMII
(Ha MPOMEKYTOYHOM YPOBHE) IKOHOMHYECKOH, OPraHM3allMOHHON M YNpPaBJEHYECKOM
TEOPUH

3HaHue: 3HaTh TEOPETHUYECKHE MOAXOJAbl K OpraHU3alMM YIPABICHYECKON NEATEIbHOCTH Ha
IPEIITPUATHH

1. B kakux BpeMEHHBIX paMKax BeAETCS HyMepalus muceMm, TelerpaMm u ¢akcorpamm?

2. B kakux cnyyasx NpUMEHsSETCs cMellaHHas (opMa OpraHM3alldd JTOKYMEHTHPOBAHUS
MpoeCCHOHAIBHON JESTENHPHOCTH IPUMEHSETCS?

3. B xakoM nopsiike pacronararorcsi JOKYMEHTBI — JieJla B HOMEHKJIaType aen?

4. B Te4eHNH KaKoro cpokKa JEHUCTBYET YTBEPKIAEHHAs HOMEHKIIATypa aen?

5. I'ie perucTpupyroTcss IpOTOKOJIBI U PEILIEHUS KOJIIIETUn?

6. I yero HeoOXo1MMa perucTpanus’?

7. K xakoif kareropuu paOOTHHUKOB OTHOCSATCS CEKpeTapu, MOMOLIHUKH PYKOBOJIUTEIS
Opranu3anuu’?

8. Kak oopmisitoress perucTpaliiOHHbIE CBEACHUS ?

9. Kakue JOKyMEeHTBI OJJIekKaT perucTpanuu’?

10. Kakne 10KyMEHTBI COCTaBIISAIOT HOMEHKIATYPY €17



11. Kem ocymectBusiercs JJOY na npeanpustun?

12. KTo npyHUMAaeT y4yacThe B COCTABJIEHUH HOMEHKJIATyphI e’

13. KT0 cocTaBisieT mpoeKT JoKymMeHTa?

14. HazoBuTe 351eMEHTHI JOKYMEHTUPOBAHUS

15. OcHOBHBIM OOBEKTOM H3yU€HUS B JOKYMEHTHPOBAHUM MPOPECCHOHAIBHON NEATEeIHbHOCTH
ABIISETCS:

16. Ilepeuncnute 3a1a4u JOKYMEHTUPOBAHUS

17. Tlo xakuM NPUHIMIAM CJIeAyeT OpPraHU30BbIBaTh JIOKYMEHTUPOBAHHE IMpodeccHoHaTbHON
JESTEIIbHOCTH Ha TIPEIPUITHN?

18. ITo xakoMy npu3HaKy OynyT GOpMUPOBAThCS JOKYMEHTHI € 3aroyioBkoM Jena «llepemnucka c
BBICIIIMMU y4EOHBIMU 3aBEJICHUSIMU O COBMECTHOM MOJTOTOBKE CIICIIHATUCTOBY?

19. Yto Takoe JOKyMEHT?

20. Yrto Takoe perucrpaiusi JOKyMeHTOB?

TUITOBBIE 3AJIAHUA 17151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owiera (30 OamwioB), BUA Bompoca: 3amaHue Ha ymeHue. Kputepuii: 3amanue
onienuBaercs a0 30 6amioB B 3aBUCHUMOCTH OT ABYX cocTaBistomux: coorBerctBue ['OCTy
OTHOCHUTCJIbHO HAJIMYUA 1 MECTOIIOJIOKCHUA PEKBU3UTOB JOKYMCHTOB,; CTUJIb U3JIOKCHUI. .

Komnerennusi: OIIK-1 Cnocoden pemiats npoeccioHAJIbHBbIE 321241 HA OCHOBE 3HAHMU
(Ha MPOMEKYTOYHOM YPOBHE) 3KOHOMHMYECKOH, OPraHM3ALMOHHOW W YNpPAaBJIEHYECKOM

TeoOpUH
VYmenune: YMmerthb IMPUMCHATDH TCOPCTUUCCKHUEC IIOAXOABI IJid OpraHu3aluv yHpaBJICHUA
NEeSITEITbHOCTHIO

3amaga Ne 1. PazpaboTath nmpukas 1o 3aJaHHON TeMe
TUTTOBBIE 3ATAHUA U1 TIPOBEPKU HABBIKOB:

3-it Bompoc Omiera (30 GamioB), BuA Bompoca: 3ajaHue Ha HaBblkW. Kpurepwuii: 3aganue
onieHuBaerca A0 30 GamoB B 3aBHCHUMOCTH OT IOJHOTHI BBIBOJIOB aHajiM3a JIOKYMEHTOB. B
BBIBOJIAX JOJIKHBI OBITH OTPaXKEHbI: YMECTHOCTh MCIIOJIB30BAHUS TUIA JOKYMEHTA JUIs 3a/JaHHON
CUTYaIllH, HAJTMYNE HEOOXOJJMMBIX PEKBH3HUTOB..

Komnerennusi: OIIK-1 Cnoco0en pemiats npogecCHOHAJIbHBIC 32/1a4M HA OCHOBE 3HAHMM
(Ha MPOMEKYTOYHOM YPOBHE) IKOHOMHYECKOH, OPraHM3allMOHHON H YNpPaBJEHYECKOM
TEOPUH

Hagsbik: BiageTs HaBbIKaMM OPraHU3aLMN YIIPABICHYECKON AEATEIbHOCTH PEIITPUATUS
3ananue Ne 1. [IpoBectu aHan3 CTPYKTYpBI JOKYMEHTA

OBPA3EIl BUJIETA
MUHHUCTEPCTBO HAYKH M BBICIIErO 00Pa30BaHUs Hanpagsnenue - 38.03.02 MeHeKMEHT
Poccuiickoii ®enepartin [Tpoduns - YrpaBnenue 6usnecom
DeepabHOE TOCYIAPCTBEHHOE OI0KETHOE (Pyccko-KuTaiickas IpOrpaMma JBOHHOTO
00pa30BaTENLHOE YUPEKIEHUE
BBICIIETO 0OPa30BaHUs JUITIOMAPOBAHH)
«BAMKAJIBCKHUI TOCYJAPCTBEHHBIN Kadenpa menemxkmenTa u cepBrca

YHUBEPCUTET» Jucturuimaa - Opranuzanus

(®I'bOY BO «bI'Y») JIOKYMEHT0060pOTa

3K3AMEHAIIMOHHBIN BUJIET Ne 1



1. Tect (40 GamioB).
2. Pazpaborath npukas mo 3aganHon Teme (30 6amioB).
3. [IpoBectu aHanu3 cTpykTyphl 1okyMeHTa (30 0amioB).

CocraBurenb A.B. CumanteeB

3aBenyrouui kageapoi O.H. baera

7. IlepevyeHb OCHOBHOI U ONMOJHUTEJIbHOH Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI /151
OCBOEHUS TUCUMILUINHBI (MOYJIs1)

a) OCHOBHAs JINTepaTrypa:

1. bapuxun A. b. Jlenonpou3BOJACTBO U JOKYMEHTOOOOPOT. DJIEKTPOHHBIM PECypC. IPaKT.
nocobue/ A. b. bapuxun.- M.: Knwxkusiit mup, 2010.-1 anekrpos. onT. auck (CD-ROM)

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

3. Kys3uenos, M. H. Jlenonpon3BoacTBO [DIAEKTPOHHBINA pecypc] : y4eOHO-CIIPaBOYHOE mocooue /
H. H. Ky3HenoB. — 8-e u3a. — DeKTpoH. TeKcToBble manHble. — M. : Jlamkos u K, 2019. —
406 c. — 978-5-394-03393-3. — Pexum goctyma: http:// www.iprbookshop.ru/85215.html

0) JOMOJIHUTE/IbLHAS JIUTEpaTypa:

1. Auapeea B. U. Jlenonpou3BoacTBO: OpraHu3aiusi 1 BeJeHUE. peK. Yuel.-MeTo. IEeHTPOM
"Knaccuueckuii yueOHUK". yueb.-pakT. mocobue i By30B. 3-€ u3., nepepad. u gom./ B. U.
Anpgpeesa.- M.: KaoPyc, 2010.-294 c.

2. TlaBnenko E. A. JlokymeHTallmoHHOE OOecCleYeHHEe YIpPAaBIEHUS: BBIIOJHEHHE PAa0OT MO
npodeccuu  Aenonpou3BoAuTeNb. npaktukym/ coct. E. A. IlaBnenko.- Wpkyrck: W3a-Bo
BI'YO3II, 2014.-78 c.

3. CwmupuoBa, E. II. Jlemompom3BoAcTBO I cekperaps. Pa3paboTka, y4eT MW XpaHEHUE
CIY)K€OHOM JTOKYMEHTAIMM [DNeKTpOHHEIN pecypc] : mpakruyeckoe mocodue / E. I1. CMupHOBa.
— 2-¢ u3Jl. — DJIEKTPOH. TEKCTOBLIE JaHHbIe. — Caparos : A ITu Op Meama, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexxum goctyna: http:// www.iprbookshop.ru/79622 .html

8. Ilepeuenr pecypcoB HH(OPMAIMOHHO-TEJEKOMMYHMKAUMOHHOI ceTn «MHTepHeT»,
HE00XOIMMBIX VISl OCBOCHHUS AMCUMILIMHBI (MOAYJIA), BKJIOYasA NPodecCHOHATbHBIC 0a3bl
JAAHHBIX M1 HH(POPMALMOHHO-CITIPABOYHbIE CHCTEMBI

JUiss OCBOGHMS JUCHMILIMHBI OOYYalolEeMycsi HEOOXOAWMBI CJIEIYIOIIUEe PecypcChl
MH(}OpPMalMOHHO-TEIEKOMMyHUKAIIMOHHOM ceTn «IHTepHET»:
— Caiit baiikanbckoro rocy1apcTBEHHOIO YHHUBEPCUTETa, ajpec noctymna: http://bgu.ru/, noctyn
KpYTJIOCYTOYHBIN HEOTpaHWYEHHBIN U3 10001 Touku MHTepHeT
— UBUC - YuuBepcanbHbie 0a3bl JaHHBIX, ajipec gocTymna: http://www.dlib.eastview.ru/. moctyn
KpPYTJIOCYTOUYHBI HEOTpaHWYEHHBINH U3 J1000i Touku MHTEpHET mpu YCIOBUM PETUCTPALUU B
BI'y
— Hayunas osnexktponnas Oubnmoreka eLIBRARY.RU, aapec pocryma: http://elibrary.ru/.
JOCTYIl K POCCHUHCKUM >KypHajlaM, HaXOJSIIMMCS TMOJHOCTbIO WJIM YaCTHYHO B OTKPBITOM
JIOCTYTIE NP YCIOBUU PETUCTPALIUN
— OOpa3npl ¥ MabIOHBI TOKYMEHTOB, ajapec nocrtyma: http://www.working-papers.ru. goctymn
HEOIpaHWYEHHBIN

9. MeroauvecKkue yKa3aHUs il 00y4alOIUXCH 10 OCBOCHUIO JUCUMILIMHBI (MOXYJIS)
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W3yyaTh AMCLUUIUIMHY PEKOMEHIYETCSI B COOTBETCTBMM C TOW IOCIIEAOBATEIbHOCTHIO,
KoTopasi o0o3HaueHa B ee coaepxaHuu. [[ns ycmemHoro ocBoeHHs Kypca oOydarouiuecs
JOJDKHBI MMETh II€PBOHAUYAIbHBIE 3HAaHMA B OOJIACTH MEHEPKMEHTa, KOMMEpPUYECKOU
JESATEIIbHOCTH NMPEANPUATHS, UICTOPUU, IKOHMUYECKOU KYIbTYPBI

Ha nexnusx mpenojaBarenb 03ByYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMTEPATYpPHI IO
TeMe, OOOCHOBBIBA€T MECTO M pOJIb 3TOM TeMbl B JaHHOW [WCUUIUIMHE, PAacKpbIBaeT ee
NpakTUYecKoe 3HaueHue. B Xoze jeKkuuid CTyAeHTYy HEOOXOAMMO BECTH KOHCHEKT, (pUKCHUpys
OCHOBHBIE MMOHATHS U MPOOIEMHBIE BOIIPOCHI.

[IpakTryeckne (CEeMHHAPCKHE) 3aHATHS IO CBOEMY COJAEP)KAaHHUIO CBSI3aHBI C TEMATHUKON
JICKIMOHHBIX 3aHATUH. HaunHaTh MOATOTOBKY K 3aHSATHUIO 1[€JIECO00Pa3HO C KOHCIEKTA JICKIIUH.
3amanue Ha TPAKTHYECKOEe (CEMHHApPCKOE) 3aHSATHE COOOMIAeTCsl OOYyYaroIuMcs OO0 €ro
npoBeneHus. Ha cemuHape mpernogaBarenb OpraHu3yeT OOCYXAEHHE HTOW TEMbl, BBICTyMAas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTA M HKCIEpTa Y4eOHO-TIO3HABATEIBHOW IESTEIbHOCTH
oOyuarorerocs.

W3yuenne qUCHUTUTMHBI (MOZYJISA) BKIFOYAET CAMOCTOSITEIBHYIO paboTy 00ydaromerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEIbHON pabOThI CTYACHTOB C y4acTHEM IIpenoaaBareneit
SIBIISTEOTCSL:

* TEKYIIHE KOHCYJbTAIUH;

* KOJUTOKBHYM Kak (popMa KOHTPOJISI OCBOCHHUS TEOPETUIECKOTO COACPIKAHUS TUCITUILIIIH:
(B yachl KOHCYNBTAIUH, IPEAYCMOTPEHHBIE YYCOHBIM TLIAHOM).

OCHOBHBIMU BUJIaMU CaMOCTOSITEILHOM pabOTHI CTY/IEHTOB 0€3 y4acTHsl IpernoiaBareien
SBIISIOTCS:

* (hopMupoOBaHKE U YCBOCHUE COICPIKaHUS KOHCIIEKTA JICKIIUI Ha 6a3e peKOMEH/I0BaHHOM
JIEKTOpPOM Yy4eOHOHN nuTeparypbl, BKIO4Yas WHGOPMAIMOHHBIE OOpa30BaTEIbHBIE PECYPCHI
(27EKTpOHHBIE YUEOHUKH, 3JIEKTPOHHbIE OMOINOTEKH U Ip.);

* CaMOCTOSITEJIbHOE HU3YyYEHHME OTIENbHBIX TEM WM BOMNPOCOB IO YUeOHHMKAM MWIIH
y4eOHBIM TTOCOOUSIM;

* HanMcaHue pedepaTos, J0KIAJI0B;

* MOJITOTOBKA K CEMUHApaM.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOTH, HCIIOJIb3YEMbIX IIPH OCYIECTBJICHHHU
o0pa3oBaTe/ILHOIO Mpolecca Mo JMCHUILINHE (MOAYJ110), BK/IIOYasi lepeyeHb
NMPOrpaMMHOI0 o0ecrne4eHus

B yueGHOM mpoliecce UCTIONIb3YeTCs CaeaAyIolee MporpaMmMHoe o0ecrieueHHe:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader_11,
— Koncynsrantllntoc: Bepcus Ilpod - nndopmanronnas cnpaBovHas cucrema,

11. Onucanne MaTepHaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAMMOM Il OCYLECTBJICHUSA
00pa3oBaTeILHOIO MPoOUEcca MO0 AUCHUILINHE (MOIYJII0):

B yuebHOM mporiecce ucnoib3yeTcs caeayroliee 000pya0BaHue:
— IomerieHus 17151 CAMOCTOSITENIEHOM PabOThI, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM €
BO3MOKHOCTBIO MOKITIOUEHUS K ceTH "MHTepHeT" n oOecnieueHreM J0CTymna B JJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpelly BY3a,
— YueOHble ayTUTOPUU 7S IPOBEACHHUS: 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATUH CEMUHAPCKOI0
TUTIA, MPAKTUYECKUX 3aHATUMN, BBIMIOJTHEHUS KYPCOBBIX PaboT, TPYNIOBBIX M HHIUBUIYATbHBIX
KOHCYJIBTALIMH, TEKYILIETO KOHTPOJIS U IPOMEXYTOYHOM aTTeCTallK, YKOMIIJIEKTOBAHHbIE
CHEIUAIM3UPOBAHHON MEOETBIO0 U TEXHUYECKUMU CPEACTBAMH O0YUICHHS,
— Habopb!1 neMoHCcTparimoHHOTO 000pYA0BaHUS U y4eOHO-HATIISTHBIX TOCOOMIA



