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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 VIIPaBICHYCCKUX PEIICHUH

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

[Mpunamnexxnocts  auctumuinael - BJIOK 1 JUCHUIUVIMHBI  (MOOYJIN):
OO0s3aTenbHast 4acTh.

JIMCUMIUTUHBI, WUCIIONB3YIONIUE 3HAHUSA, YMEHHS, HaBBIKH, MOJYYCHHbIE MPH U3YUYECHUU
nanHon: "1C Ilpenmpusitue"

4. O0beM UCUMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIH4eCTBa
aKajgeMHYecKHX YacoB, Bbl/IeJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4yaroimuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYI0O Pa0doTy
0o0y4aromuxcs

OO6m1ast TpyI0€MKOCTh TUCIMIUIMHBI COCTABIISIET 3 3ad. e.,108 gacos.

Buz yue6HO# paboThl KonnuecTBo yacos
KonrtakTHas(ayauTopHas) pabora
Jlexknuu 18
[TpakTaeckue (cem, 1a6.) 3aHATHUS 0
CamocrosTenbHas paboTa, BKJIIOYas MOATOTOBKY K 9K3aMEHaM U 90

3adycTaM

Bcero uacos 108




5. Conep:kanue TUCHUILINHBI (MOYJIs1), CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3aesiam) ¢
YKa3aHHeM OTBeJeHHOI0 Ha HUX KOJIUYeCTBA aKaJeMHYeCKHX YaCOB 1 BH/I0B y4eOHbIX

3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

Cemunap| Camo- |B unrepa-| ®@opmbl TeKy1ero
Ne Pa3nes u Tema Ceme-|Jlek- P pa P yut
Jlabopar.| cTOSIT. | KTUBHOM KOHTPOJIA
n/n AUCHUILIUHBI CTp | UMM
IIpakTnu. paod. popme yCIeBaeMoCTH
YcrHblit onpoc
""OCHOBHBIE
MOHSTUS
. JIOKYMEHTHUPOBAHUS,
TepMHUHOIOTMYECKHIT
1 P 32 4 0 18 Knaccudukamnms
arnmnapar
JIOKYMEHTOB.
I'OCTwr".
[ToaroroBka
JTOKJIaJIOB
Cmyx0a
TOKYMEHTAIMOHHOTO I'pynmoBoit mpoekT
2 |obecnieueHUs 32 4 0 18 "Opraauzanus
YIPABJICHUS: 33]1a4H, ciyx6sb1 JJOV"
(byHKINHU, CTPYKTYypa
Pewenue keiica
JlokymeHnT. Cuctemsl " ToKyMEHTHpOBaHHE
3 |nokymeHTOoB. OCHOBHBIE | 32 4 0 18 Y P o
YIPABJIEHUYECKOU
TOKYMEHTBI YIIPaBICHUS W
NEeSTeTbHOCTH
[ToaroroBka u
ogopMmIIeHHEe OCHOBHBIX NuauBuayanbHbIN
4 BUJIOB OpraHu3aiMoHHO- | 32 4 0 18 npoekT "Pa3paboTka
pacropsIANTENbHBIX JOKYMEHTOB"
TOKYMEHTOB
TectupoBanue
"Opraau3zanus
Opranu3zanus XxpaHeHus
XpaHeHus
S |1OKyMEHTOB M KOHTpoJsi | 32 2 0 18
JIOKYMEHTOB 1
3a UCTIOJTHEHUEM
KOHTPOJIA
WCTIOJHEHUS "
NTOT'O 18 90
5.2. JIeKuMOHHBIE 3aHATHS, UX COJEePKAHUE
No Haumenosanue
Conepxanue
/11 pa3ziesIoB M TEM

HpC,Z[MCT, COACPpIKaHUC I[OKYMCHT " CUCTEMbI NOKYMCHTAIUU, YIIPABJIICHYCCKAA

1 |1 OCHOBHBIE TOHATHA JOKYMCHTAMA, CYIIHOCTh JOKYMCHTUPOBAHUA ynpaBnqueCKoﬁ

IACIIATUIUHBI nesitenbHOoCTH (1Y ]]). Uctopus ctanosnenus 1Y ]l B Poccuun

Cmyx0a
[[OKYMGHTEU_[I/IOHHOFO
2 |obOecreueHus
YIIpaBICHHU: 3a/1a4H,

(byHKHI/H/I, CTPYKTypa OpTraHU3alMAX

CoJiep)kaHue «JOKyMEHTAITMOHHOTO 00eCTIeYeHUS yIIPaBICHUS
(AOY)» u «1enonpon3BoJCTBa. 3aKOHOJATEIbHBIE ACTIEKThI
TOKYMEHTHPOBAHUS B TOCYJIAPCTBEHHBIX U KOMMEPUYECKHUX




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.
[lonroToBka 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 JIOKY-MEHTOB, OPTaHHU3allMOHHO-
PaCTIOPSANTENBHBIX  [paclopsauTeNbHbie T0Ky-MeHTHI (OP/]), nndopmannoHnHbie
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

34 HCIIOJIHCHUEM

JOKYMCHTOB, pETUCTPALIUA U KOHTPOJIb UCIIOJHCHUS JOKYMCHTOB,

COCTABJICHMC HOMCHKJIATYPBI €)1, XPAHCHHUC JOKYMCHTOB

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

6. @oHI OLEHOYHBIX CPEeICTB /I NPOBeJeHHs] MPOMEKYTOYHOH AaTTeCTAUMH IO
AUCHHUILIMHE (MOJHBIH TEKCT NPUBEIEH B NPUJI0KEHUHU K padoueil mporpamMmme)

6.1. Texymuii KOHTPOJIb

KOHTpOJ’leble 3aJaHudA WIH
HHBbIC MaTepl/laJ'lBl,
He00X0AMMbIe UISl OLleHKH Omncanne
Oransl " M nokasareJeii u
MHDOBAHUS . 3HAHUH, YMEHHH, HABBIKOB KpHTepHes
(bopmup i Mepedenn (BYHbpr: u (MJIM) oNbITA
Ne | Komnerenumii 3.1...3 eSITILHOCTH ONEHHBAHHSI
e (popmupyembix (3.1...3.n, ’ KOMIeTeHUHii Ha
(Tema u3 N XAPAKTEPU3YIOUIMX ITAMbI
n/n . KOMIIETeHIIMi V.1...¥V.n (popmmposarus Pa3IMYHBIX 9TANAX HX
paboueit ’ PMHPC ¢dopmApoBanus
no ®I'OC BO H.1...H Il) KOMIleTeHIHUii B Ipouecce i
NporpaMmMbl odeo Al .| onucaHue miKan
OCBOCHHUSA OﬁpaSOBaTeJ’IbHOl/l 100
}JI/ICHHHJII/IHLI) NpOrpaMMbl oueH"Bamﬁﬂ (no )
0aJsIBHOI 1IKaJTe)
(HaumeHoBaHHe
OICHOYHOI'0 cpeacrsa)
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopmiieHnIO
OpraHu3allMOHHO-
YIpaBJIE€HYECKUX [HoaroroBneHHbII
[peleHni U 3aLUILEHHBIH
JIOKJIa
1. V. YmeTh OIICHUBAETCS JI0
1 [Tepmunonoruueck |OITK-3 TOKyMEHTaJIbHO [ToaroToBKa JOKIIAI0B 17 6amos, B
Wi anmapart 0(pOpPMITITE 3aBUCUMOCTH OT
OpraHu3aI[MOHHO- MOJTHOTHI
YIpaBIECHICCKHE PACKPBITHS TEMBI.
[peLeHus 17
H.Bnanerr HaBBIKaMU
odopmicHUs
OTJIEbHBIX PEKBU3UTOB
[pU TIOKyMEHTaJIbLHOM
odopmIIcHHN




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
N KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
OpraHu3aIlMOHHO-
YIpaBJIEeHYECKUX
[pelIeHu
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
o0 opMIICHHIO
OpTraHU3aIMOHHO-
YIpaBICHICCKIX
eIIeHU I
P OueHuBaeTccs B
3aBHCHMOCTH OT
Y. YMethb N
'YcTHBIH ompoc TTOTHOTHI U
TOKYMEHTaJIbHO M
oopMISTS OCHOBHBIE TIOHSTHUS MPaBUIILHOCTH
2 OIIK-3 P IOKyMEHTUPOBAHHU, OTBETOB Ha
OpraHu3aIlMOHHO-
Knaccugukarus BOIIPOCHI 10 TEME,
YIpaBICHUYECKHE "
bemenns moxymeHToB. ' OCTr1 3a/1aBa€MbIX
npenojaBaTeneM
H.Bnanetrs HaBbIKaMu p ﬂ( 5)
odopmIeHUS
OTICITHHBIX PEKBH3UTOB
[pU JOKYMEHTAIEHOM
odopmIeHIN
OpTraHU3aIOHHO-
YIIPaBICHICCKAX
[peleHui
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKyMEHTaJbHOMY
odopMIICHHIO
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
[peLeHni
2. Crry»6a V Vaters [Ipoekt cocrout
' ' u3 8 3aaHul.
TOKYMEHTALlUOHHO TOKYMEHTaJIbHO . A
["pymnmnoBoil mpoekT IIpaBunsHO
ro obecreyeHus odopmiLsTh "

3 OIIK-3 Opranuzamys Ciry>kObl |  BBITIOJIHEHHOE
YIIPaBJICHUS OpraHu3aI[MOHHO- oy" sajanie
3anaqn, QyHKIUN TIpaBJICHYECKHE

Aasu, QyHKiH, TP oreHuBacTcs B 4

CTPYKTypa [peIeHAS Ganma. (32)

H.Bnanets HaBbIKaMu ’

o opMIIeHHUS

OTJIETbHBIX PEKBU3UTOB

[pU IOKyMEHTaJIbHOM

odopmIIcHHN

OpraHu3allMOHHO-

YIpaBJIE€HYECKUX

eHICHUH
3. IOKyMEHT. 3.3HaTh OCHOBHBIE Pewwerme Keiica Pewenuerecra
CrucTeMbl TpeOOBaHUS K M oneHuBaercs B 20
JoxymentupoBanue
4 |MTOKyMEHTOB. OI1K-3 TOKyMEHTaJIbHOMY . OayoB.
YIpaBIEHIECKOM .

OCHOBHBIE odopmMIIeHHIO [—— [IpaBunbHEII
TOKYMEHTHI OpraHU3aIMOHHO- OTBET




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIIETEH i JeSATENLHOCTH. OUCHHBAHM
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II paﬁoqeﬁ KOMIIeTeHII UM Y.l . .Y.n, dopmupoBaHus PA3JIMYHBIX dTanax ux
no ®I'OC BO H.1...H ll) KOMIIETEHIMIi B mpolecce ¢bopmuposanus,
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
yIpaBICHUS YIpaBJIeHYECKUX oreHuBaercs B |
[peIICHMIA Oam,
HETpauBJIbHBIN - 0
V. YMeThb 0aJI7I0B, HEMOJHBIH
TOKYMEHTaJIbHO TPaBUJIBHBIN
0OpMIIATH otBet- 0,5 Oamna
OpTraHU3aIMOHHO- (20)
YIpaBJICHIECKHE
[peIICHIS
H.Biagets HaBBIKAMU
odopmIeHUS
OTJIEbHBIX PEKBU3UTOB
[P IOKyMEHTaJIbHOM
odopmIIeHUN
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
CIICHU I
3.3HaTh OCHOBHEBIC
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
0 OpPMIICHHIO
OpTraHU3aIMOHHO-
YIIpaBICHICCKAX
[peLeHni
IIpoekT cocTout
4. [TonroToBka u V. Ymerhb p .
Y3 IBYX 3aJaHUH.
oopmiieHIE TOKYMEHTaJIbHO .
OCHOBHBIX BHJIOB 0opMIISITH VIHTBH LY AL b1 TpasusHo
5 OIIK-3 P mpoekT "Pa3zpaboTka BBITTOJTHEHHOE
OpraHu3aIMOHHO- OpraHu3aIlMOHHO- "
ITOKyMEHTOB 3a7laHue
[PacCTOpSIUTENbHBI YIpaBIeHUYECKHE
X TOKYMEHTOB [peIICHS OTCHMBACTCA B 5
6ayos. (10
H.Biagets HaBbIKaMU (10)
odopmIeHUS
OTICITHHBIX PEKBH3UTOB
[pHU IOKyMEHTaJIbHOM
odopMIICHHN
OpraHu3aIlMOHHO-
YIpaBIEHIECKIX
[peleHui
3.3HaTh OCHOBHBIC
COOBAMMS K Tect cocTout u3
P 16 BompOCOB.
TOKyMEHTaJIbHOMY N N
o(OpMICHIIO Kasx1p1id MOJTHBIH
TPaBHJIbHBIN
5. Opranuzanus OpraHru3alMOHHO- TecTtupoBaHue P oTBET
XpaHEHUs YIIPaBJIEHYECKUX "Opranusanus olenmBaetcs B 1
6 |1OKyMEHTOB U OIIK-3 [peleHni XpaHEHUs JOKYMEHTOB N
0aJiy, HEMOJTHBIH
KOHTPOJIS 32 1 KOHTPOJIS N
" MIPaBHIIBHBII
MCIIOJIHEHUEM Y. YMerb MCTIOJIHEHUS
otBeT - 0,5 Gamna,
TOKyMEHTaJIbHO .
A — HETPauBJILHBII
p oTBeT - 0 6ayIoB
OpraHu3aIlMOHHO- (16)

yIIpaBJIeHIECKHE




Kom‘pom,m,le 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
JTanbl HeOﬁX(:)]HMLle JUISt OLCHKH HoKazaTeneil 1
MHDOBAHHST 3HAHUii, yMeHHIi, HABBIKOB KDHTEDHEB
‘l)OP po 1 Hepequ]’ (3YHLI: o (W) ONBITA OIIl:’,HMBl:lHMﬂ
KOMIICTCHIIMN
Ne ¢opmupyembIx (3.1 .o .3.“, AEATETLHOCTH, KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n 6 o KOMIECTCHIMH V.1.. .Y.n, (dopmupoBanus P
paoouen . ¢hopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
NpOorpaMmMbl elo. I, .| ommcaHWe mKaJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
[peleHus
H.Bnanets HaBBIKAMH
odopmicHUs

OTJICITBHBIX PEKBU3UTOB
[Py JOKYMECHTAIEHOM
odopmIICHUN
OpraHU3aIMOHHO-
YIIpaBIeHIECKUX
eIIeHU I

HToro 100

6.2. IIlpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

PaGounM y4yeOHBIM IUIAHOM NPEAYCMOTPEeH JK3aMeH B cemectpe 32.
BOITPOCHI JIJ151 [IPOBEPKU 3HAHMIA:

1-i1 Bompoc Oumnera (40 OamnoB), Bua Bompoca: Tect/mpoBepka 3Hanuil. Kputepmii: Tect
cocrouT U3 10 BorpocoB. Kax/iplil mpaBuiIbHBIN OTBET OlleHUBaeTcs B 4 Oaia..

Komnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIC OPIraHM3ALMOHHO-
ylpaB/jieHYeCKHe pelleHUs] ¢ Yy4eTOM HX COIHAIbHOW 3HAYMMOCTH, CO/EeiCTBOBATH HX
peau3anuy B yCJIOBHAX CJI0KHON M AUHAMHYHOM Cpelbl M OLICHUBATH UX MOCJIEICTBHUS

3HaHue: 3HATh OCHOBHBbIE TPeOOBaHMS K JTOKYMEHTAJIbHOMY O(OPMIIEHUIO OpPraHU3allMOHHO-
YIPaBIECHUYECKUX PEILICHUI

1. B Kakux BpEMEHHBIX paMKax BeAETCs HyMepalus M1ceM, Telerpamm 1 akcorpamm?

2. B kakux ciydasx NpUMEHSETCS CMellaHHas QopMmMa OpraHu3alud JOKYMEHTHPOBAHUS
npodecCHOHATIBLHOM e TeTbHOCTH IPUMEHSETCS?

3. B xakoM nopsiike pacrnoararoTcsi JOKyMEHTBI — JieJla B HOMEHKJIAType J1e?

4. B TeueHNM KaKOro CpOKa JAECHCTBYET YyTBEP)KICHHAsI HOMEHKIIATypa aen?

5. I'me perucTpupyroTCcsi IPOTOKOJIBI U PEMICHUS KOJUIETUu?

6. J11s1 yero HeoOXoaMMa perucTpanus’?

7. K kakoil kareropum paOOTHHUKOB OTHOCSTCS CEKpETapH, IMOMOIIHUKA PYKOBOJUTENS
opraHu3aiuun?

8. Kak oopMIIsitoTCsl perucTpaiioHHbIe CBEICHUS?

9. Kakue 1OKyMeHTBI NOJIekKAT PETUCTPpaLvn?

10. Kakue 7OKyMEHTBI COCTaBIISIFOT HOMEHKJIATYPY J1ei?

11. Kem ocymectBasercs JJOY na npeanpustun?

12. KTO npyHMMAaeT yyacTue B COCTaBICHUN HOMEHKJIATYpPHhI 1e1?

13. KTo cocTaBnsieT NpoeKT JOKyMeHTa?

14. HazoBuTe 351eMEHTHI JOKYMEHTUPOBAHUS



15. OCHOBHBIM OOBEKTOM H3yU€HUS B JTOKYMEHTUPOBAHHH MPO(ECCHOHATBLHON NeATEIBHOCTH
ABIISIETCS:

16. Ilepeunciaute 3a1a4u JOKYMEHTUPOBAHUS

17. Tlo xakuM NPUHIUIAM CJIEAyeT OpPraHU30BbIBaTh JTOKYMEHTHPOBaHHE MPOodeccroHaIbHON
JESTEIIbHOCTH Ha TIPEIPUSITHN?

18. ITo xakoMy npu3HaKy OynyT GOpMUPOBAThCS JOKYMEHTHI € 3aroyioBkoM Jnena «llepenucka c
BBICIIMMU y4EOHBIMU 3aBEJICHUSIMU O COBMECTHOM MOATOTOBKE CIICIIHATTUCTOBY?

19. Yto Takoe JOKyMEHT?

20. Yrto Takoe perucrpaiusi JOKyMeHTOB?

TUIIOBBIE 3AJIAHWA 17151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owmiera (30 OamnoB), BuA Bompoca: 3amaHue Ha ymeHue. Kputepuii: 3amanue
ornieHuBaercs 70 30 OaIOB B 3aBUCMMOCTH OT JBYX cocTaBisitomux: coorBerctBue ['OCTy
OTHOCUTEIIEHO HAJTMYHS U MECTOIOJIOKCHUS PEKBU3UTOB JOKYMEHTOB; CTUJIb H3JIOKCHHS. .

Komnerennusi: OIIK-3 Cnocobden paspadarsiBaTh 000CHOBAHHBIE OPraHM3ALMOHHO-
ylpaBjieHYeCcKHe pelleHds]l ¢ Yy4eTOM HMX COIHAJbHOW 3HAYUMOCTH, COAEHCTBOBATH HX
peau3anuu B YCJI0BHUAX CJI0KHON U JUHAMUYHOM cpelbl U OLIEHUBATH UX MOCJIeICTBUS

YMenne: YMETh JOKYMEHTAIBHO OPOPMIISITh OpPraHU3aI[MOHHO-YIIPABICHUYECKUE PEIICHUS
3amauya Ne 1. Pa3paboTaTh mpuKa3s 1o 3aJlaHHON TeMe

TUITIOBBIE 3AJAHIA UL ITIPOBEPKH HABBIKOB:

3-ii Bompoc Owmnera (30 OGamwioB), BUJ Bompoca: 3amaHue HAa HaBbIKKM. Kputepwmii: 3amanue
onieHuBaercs a0 30 GanyoB B 3aBHCHMMOCTH OT IOJHOTHI BBIBOJIOB aHain3a JOKYMEHTOB. B
BBIBOJIaX HOJI)KHBI OBITH OTpaXCHbI: YMCCTHOCTH MCITIOJIb30BaHUA THUIIA JOKYMCHTA JJIA Sa)IaHHOﬁ
CUTYalluH, HATMYHE HEOOXOIUMBIX PEKBU3UTOB..

Komnerennusi: OIIK-3 Crnocobfen pa3padarbiBaTh 000CHOBAHHBIE OPraHM3aLMOHHO-
YIPaBJCHYECKHE PelIeHHs € Y4eTOM HMX COLHAJIbHOH 3HAYMMOCTH, COACHCTBOBATH HX
peaju3alu B YCJIOBHUAX CJI0KHON U JAUHAMUYHOM cpelbl M OLIEHUBATH UX MOCJIeICTBUS

Hapbik: Brnaners HaBblkaMM OGOpPMIIEHUS OTAENBHBIX DPEKBU3UTOB INPH JTOKYMEHTAJIbHOM
0(OpMIIEHUH OpraHU3aLIOHHO-YIIPABIEHYECKUX PEIICHUN
3ananue Ne 1. [IpoBectn aHaIn3 CTPYKTYpPBI JOKYMEHTA

OBPA3EIL] BUJIETA

MI/IHI/ICTepCTBO HAaYKH U BBICHICTO 06pa30BaH1/15{

A Hanpagnenue - 38.03.02 MenegxMeHT
Poccuiickoii ®enepanyu

®deepanbHOE TOCYAPCTBEHHOE GI0KETHOR Hpodunb - MeHeKMEHT 1 Ou3Hec-
00pa3oBaTesibHOE yUPEKICHUE TEXHOJIOTUH
. BLICIIIETO 00pa3osaHua . Kadenpa menemxmenTa u cepBuca
«BAUKAJIBCKHNU I'OCYJIAPCTBEHHBIAN
VHHBEPCHTET» Jucuumuinaa - OpraHu3anus
(®T'BOY BO «BI'Y») JIOKyMEHTO000pOoTa

9K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 Gamnon).
2. Pa3paborarth npukas mo 3aganHou Teme (30 6amios).
3. [IpoBectu aHanu3 cTpyKTyphl 1okyMeHTa (30 0amios).



Cocrasurenb A.B. CumaHTeeB

3aBeyronuit kageapou O.H. baesa

7. IlepevyeHb OCHOBHOI U JOMOJHUTEJIbHOH Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 151
OCBOEHHUS TUCUMILUINHBI (MOYJIs1)

a) OCHOBHAs JIUTEepaTypa:

1. bapuxun A. Bb. [lenonpou3BOJACTBO U JOKYMEHTOOOOPOT. DJIEKTPOHHBIM pecypc. MpPaxT.
nocobue/ A. b. Bapuxun.- M.: Kuwkasiid mup, 2010.-1 anextpon. ont. auck (CD-ROM)

2. I'BacBa, . B. Jlenonpou3Boactso [DaekTpoHHbIH pecypce] : cpaBounuk / M. B. I'aesa, C. B.
CobaneBckuii. — DJIEKTPOH. TEKCTOBBIE JaHHbIe. — MuHcK : TerpaCucrtemc, Terpanut, 2014.
— 224 ¢. — 978-985-7067-96-1. — Pexxum gocryna: http://www.iprbookshop.ru/28072.html

3. Ky3uenos, M. H. Jleaonpou3BoacTBo [DAeKTPOHHEIN pecypc] : yueOHOo-cIpaBoyHoe mocodue /
H. H. Ky3HenoB. — 8- u3a. — DaeKTpoH. TeKCTOBbIe JaHHble. — M. : Jlamkos u K, 2019. —
406 c. — 978-5-394-03393-3. — Pexum goctyna: http://www.iprbookshop.ru/85215.html

0) JOMOJIHUTE/IbLHAS JIUTEpaTypa:

1. AuapeeBa B. U. Jlenonpou3BoacTBO: OpraHu3aiusi U BeJeHUE. peK. Yuel.-MeTo. IEeHTPOM
"Knaccuueckuii yueOHUK". yuel.-pakT. mocobue i By30B. 3-e¢ u3f., nepepad. u gom./ B. U.
Anpapeesa.- M.: KaoPyc, 2010.-294 c.

2. TlaBnenko E. A. JlokymeHTallmOHHOE OO€CIeYeHHE YIPABICHUS: BBIIOJHEHHE PA0OT MO
npodeccuu AeNOmpON3BOAUTENh. NpakTukym/ coct. E. A. TlaBmenko.- Hpkyrck: M3n-Bo
BI'YOII, 2014.-78 c.

3. CwmupnuoBa, E. II. Jlemompom3BoAcTBO I cekpeTaps. Pa3paboTka, y4eT M XpaHEHUE
CIY)K€OHOM JTOKYMEHTAIMM [DNeKTpOHHEIN pecypc] : mpakruyeckoe mocobue / E. I1. CMupHOBa.
— 2-¢ u3J1. — DIEKTPOH. TEKCTOBLIE JaHHbIe. — Caparos : A ITu Op Meama, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexxum goctyna: http:// www.iprbookshop.ru/79622 .html

8. Ilepeuenb pecypcoB HH(OPMAIMOHHO-TEJEKOMMYHMKAUMOHHOI ceTn «MHTepHeT»,
HE00XOIMMBIX /ISl OCBOCHHUS AUCHMILIMHBI (MOAYJIs1), BKJIIOYas NPodeccCHOHAIbHBIE 0a3bl
JAHHBIX U MHGOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

JUiss OCBOGHMS JUCHMILIMHBI OOYYaroleMycsi HEOOXOAWMBI CJIEIYIOIUEe PecypChl
MH(}OPMaLlMOHHO-TEIEKOMMyYHUKAIIMOHHOM ceTn «HTepHEeT»:
— Caiit baiikanbckoro rocy1apcTBEHHOIO YHUBEpCUTETa, ajpec noctyna: http://bgu.ru/, noctyn
KpYTJIOCYTOUYHbIN HEOIpaHWYEHHbIN U3 10001 Touku MHTepHET
— UBUC - YuuBepcanbHbie 0a3bl JaHHBIX, ajapec goctymna: http://www.dlib.eastview.ru/. moctyn
KPYTJIOCYTOUYHBI HEOTpaHWYEHHBIN U3 J1000i Touku VMHTEpHET mpu YCIOBUM PETUCTPALUU B
BI'Y
— Hayunas osnexktponnas Oubmmoreka eLIBRARY.RU, aapec pocryma: http://elibrary.ru/.
JOCTyll K POCCHUMCKHM JKypHajlaM, HaXOSIIMMCS IOJHOCTbIO MM YaCTUYHO B OTKPBITOM
JOCTYTIE NP YCIOBUU PETUCTPALIUN
— OOpa3npl ¥ MabIOHBI TOKYMEHTOB, ajapec noctyma: http://www.working-papers.ru. goctyn
HEOTPaHWYEHHBIN

9. MeToauveckne yKa3aHus AJs 00yYAOLIUXCS 110 OCBOCHHUIO JUCHUIJIMHBI (MOAYJIs1)

N3yuaTe AMCHUIUIMHY PEKOMEHAYETCS B COOTBETCTBHU C TOM MOCIEHOBATEIBHOCTHIO,
KoTOpas o0Oo3HaueHa B €€ cojepXaHuW. J[Js yCHemrHoro OcBOEHHsI Kypca oOyuarommecs
JIOJKHBl HMMETh II€pBOHAYalbHbIE 3HAaHUA B OOJACTM MEHEIKMEHTa, KOMMEPUECKOn
JIEATEIbHOCTH IIPEAPUATUS, UCTOPUH, SKOHMUUYECKOU KYJIbTYPbI


www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html

Ha nexmnmsx mpemojaBaTellb 03ByYHMBAET TEMY, 3HAKOMHT C TEPEYHEM JHUTEPATYphl 1O
TeMe, OOOCHOBBIBA€T MECTO M pOJIb 3TOH TeMbl B JaHHOW JWCLUUIUIMHE, PAacKpbIBaeT ee
NpakTUYecKoe 3HaueHue. B Xoze jeKkuuid CTyAeHTYy HEeO0OXOAMMO BECTH KOHCHEKT, (pUKCHUpYys
OCHOBHBIE MTOHATHS U MPOOIEMHBIE BOIIPOCHI.

[IpakTryeckne (CEeMHHAPCKHE) 3aHATHS IO CBOEMY COJAEP)KAHHUIO CBSI3aHBI C TEMATUKON
JIEKIMOHHBIX 3aHATUN. HaunHaTh MOATOTOBKY K 3aHSATHUIO 1€JIECO00Pa3HO C KOHCIEKTa JICKIIUHA.
3amanue Ha TPAKTHYECKOEe (CEMHHAPCKOE) 3aHSATHE COOOMAeTCsl OOYyYaroIuMcs OO0 €ro
npoBeneHus. Ha cemuHape mpernogaBarenb OpraHu3yeT OOCYX AEHHE HTOW TEMbI, BBICTyMAas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTA M HKCHEpTa Y4eOHO-TIO3HABATEIBHOW ESTEIbHOCTU
o0ydJaromerocs.

N3ydyenne quCIUIUIMHB (MOJTYJIsl) BKIIOYACT CAMOCTOSATEIbHYIO paboTy 00ydaroImerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEILHON pabOThI CTYJACHTOB C y4acTHEM IIpenoaaBareneit
SIBIISTFOTCSL:

* TEKYIIHE KOHCYJbTAIUH;

* KOJUTOKBHYM Kak (popMa KOHTPOJISI OCBOCHHS TEOPETUYECKOTO COICPIKAHUS TUCITUILIINH:
(B yachl KOHCYNBTAIUH, IPEAYCMOTPEHHBIE YYCOHBIM TLIAHOM).

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

* (hopMupoBaHKE U YCBOCHUE COACP)KaHUS KOHCIIEKTA JICKIIUI Ha 6a3e peKOMEH/I0BaHHOM
JIEKTOPOM Yy4eOHOHM suTeparypbl, BKIO4Yas HHGOPMAIMOHHBIE OOpa30BaTEIbHBIE PECYPCHI
(27EKTpOHHBIE YUEOHUKH, 3JIEKTPOHHbIE OMOIMOTEKH U Ip.);

* CaMOCTOSITENIbHOE H3yYeHUE OTIENbHBIX TEM WJIM BOMPOCOB MO Y4YeOHUKAM WIU
y4eOHBIM TTOCOOUSIM;

* HanucaHue pedepaTos, JOKIAIOB;

* MOJITOTOBKA K CEMUHApaM.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOTH, HCIIOJIb3YEMBbIX IIPH OCYIIECTBJICHHHU
o0pa3oBaTe/ILHOIO Mpolecca Mo JMCHUIINHE (MOAYJ110), BK/IKOYasi lepeyeHb
NMPOrpaMMHOI0 obecrne4eHus

B yueGHOM mpoliecce UCIOIb3yeTCs CeayIollee NPporpaMMHOE 00ecTieueHue:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader 11,
— Koncynsrantllntoc: Bepcus Ilpod - nndpopmanronHas cipaBovHas cucrema,

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

B yuebHOM mporiecce ucmosib3yeTcs ciaeayroliee 000pya0BaHue:
— IomerieHus 17151 CAMOCTOSITENIEHOM PabOThI, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM €
BO3MOKHOCTBIO MOKITI0UEHUS K ceT "MHTepHeT" n o0ecnieueHreM J0CTyna B JJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENIbHYIO Cpelly BY3a,
— YueOHble ayTUTOPUU 7S IPOBEACHHUS: 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATUH CEMUHAPCKOI0
TUTIA, MPAKTUYECKUX 3aHATUMN, BBIMIOTHEHUS KYPCOBBIX paboT, TPYNIOBBIX M HHIUBUIYATbHBIX
KOHCYJIbTAIIMH, TEKYILIEro KOHTPOJIS U MPOMEKYTOUHOM aTTeCTalliH, YKOMIUIEKTOBAaHHBIE
CHEIUAN3UPOBAHHON MEOETBI0 U TEXHUYECKUMU CPEACTBAMH O0YUCHHSI,
— Habops!1 neMoHCTparimoHHOTO 000PYA0BaHUS U y4eOHO-HATIISTHBIX TOCOOMIA



