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[Iporpamma cocrasiena B coorBeTctBur ¢ @I'OC BO no nanpasnenuto 38.03.02
MeHeKMeHT.

Astop A.B. Cunantees
PaGouas mporpamma o6cykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
MEHE[)KMEHTA U CEPBUCA

3aenyrommii kaheaporr E.A. [llaruna



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 Komnerenmus
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 - BJIOK 1 JUCHUIUIMHBI (MO VYJIN):
O0s3aTebHas YacTh.

JIMCUMIUTUHBI, WUCIIONB3YIONIUE 3HAHUSA, YMEHHs, HaBBIKH, MOJYYCHHbIE MPH U3YUYECHUU
nanHoi: "1C Ilpeanpustue", "®unancoBbld yUET", "DnekTpoHHas KOMMepLHs"

4. O0bemM AUCHMILIMHBI (MOYJI51) B 3a4€THBIX eAUHULIAX C YKa3aHHEM KOJIH4eCTBa
aKajgeMMYecKHX YacoB, BbIIeJICHHbIX HA KOHTAKTHYIO padoTy o0y4yaromuxcst ¢
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 TeKyl1ero
Ne Pa3nes u Ttema Ceme-|JIek- P pa P y
Jlabopar.| cTOSIT. | KTUBHOM KOHTPOJIA
n/n AUCHMILINHBI CTp | HuM
IIpakTnu. paod. popme yCIeBaeMOoCTH
IToaroroska
JOKJIaJ0B. Y CTHBIN
omnpoc ""OcHOBHBIE
TepMUHOJIIOTMYECKH I TOHATHUS
1 12 | 4 8 11
anmapar JOKYMEHTUPOBaHUS,
Knaccudukanms
JOKYMEHTOB.
I'OCTwor"
Cmyx0a
TOKYMEHTAIlHOHHOT'O ['pynmoBoit mpoexT
2 loOecrieueHus 12 4 8 11 "Opranuzanus
YIpaBJIeHUS: 3a]auu, ciryx0b1 JJOVY"
(yHKIINH, CTPYKTYpa
Pewenue keiica
JlokymeHT. CucteMbl " loKyMeHTHpOBaHHE
3 |nokymeHTOB. OCHOBHbIE | 12 4 6 11 yM P .
YIPABIEHYECKOU
TOKYMEHTBI YIIPaBICHUS "
NEeSTeTbHOCTH
[ToaroroBka u
o opMIIEeHHE OCHOBHBIX NunuBuyanbHbIA
4 [BUIOOB OpPraHM3allMOHHO- | 12 4 8 11 npoekT "Pa3paboTka
[pacropsIUTEIIbHBIX JIOKYMEHTOB"
JTOKYMEHTOB
TectupoBanue
"Opranuzanus
Opranu3zanus XxpaHeHHUs
XpaHeHUs
S  |1OKyMEHTOB M KOHTpoJs | 12 2 6 10
JIOKYMEHTOB 1
3a UCTIOJTHEHHUEM
KOHTPOJIS
UCIONHEHUs "
UTOT'O 18 36 54
5.2. JlekuMoHHbIE 3aHATHS, UX COAEP/KAHHE
No Haunmenosanue
Conepxanue
n/m pa3liesIoB U TEM
[Ipeamer, conepkanne|[JOKyMEHT U CHCTEMBI JJOKYMEHTAIINH; yIIPaBIeHYECKas
1 |1 OCHOBHBIE MOHATUSA |[TOKYMEHTALIUS; CYUTHOCTh JOKYMEHTUPOBAHHUS YIIPaBICHUECKOMN
TACIIATUTNHBI nesitensHOCTH (JIY [1). Uctopus ctanonenus JIY /] B Poccun
Cnyx0a
CopepxaHue «I0KyMEHTAIIHOHHOTO 00eCTIeYeHHs YIPaBIeHUs
TOKYMEHTAI[MOHHOTO
(TOY)» u «aenonpon3BoCTBay. 3aKOHOJATEIHHBIE ACTICKTHI
2 |obecnieueHus
TOKYMEHTHUPOBAHUS B TOCYAAPCTBEHHBIX U KOMMEPUYECKUX
YIpaBJICHUS: 33]1a4H,
OpraHu3aIusIxX
(byHKIINHU, CTPYKTYypa
3 |Hoxyment. Cuctemsl [IpeboBaHUs K COCTABICHUIO M OOPMIICHHIO TOKYMEHTOB,




Ne HanmenoBanue
Conepxanue
/1 pa3esioB U TeM
TTOKYMEHTOB. bopMyIsip-oOpasell, COCTaB U PACIIONOKEHHE PEKBU3UTOB, OOIIIHE
OCHOBHBIE TOKYMEHTHI[paBuia 0hOPMIICHHUS TOKYMEHTOB, TPEOOBaHMS K OIaHKaM
yIIpaBlIeHUs TOKYMEHTOB, PEKBU3UTHI CIIY)KEOHBIX JOKYMEHTOB U UX
odopMIIeHHE B COOTBETCTBHH C TOCYAAPCTBEHHBIMU CTaHIAPTAMH.
[loaroroBka u CocraBieHue u opopmiieHne OCHOBHBIX JIOKYMEHTOB: JOTOBOPOB,
oopmenue KOHTPAKTOB, TIPUKA30B, CIYKEOHBIX 3aIHCOK, IPOTOKOJIOB, aKTOB,
4 [PCHOBHBIX BHJIOB CIIPABOK U JJOKYMEHTOB JIMYHOT'O MIPOUCXOXKACHUS. Busl u
OpTraHU3aIMOHHO- Pa3sHOBUHOCTH JJOKY-MEHTOB, OpPraHU3aI[HOHHO-
paclopsSAUTENbHBIX  [pacropsauTenbHbie 10Ky-MeHThl (OP/]), nndopmannonusie
TTOKYMEHTOB TOKYMEHTBI, KaJJpoBasi JOKYMEHTALHSI.
Opranuzanus JOKyMEeHT0000poTa, CCTeMaTU3allrs JOKYMEHTOB,
Opranuzanus HOMCHKJIaTypa i uX popmMupoBaHus u xpanenus. O0padoTka
5 [XpaHEHHUS U KOHTPOJIA [TOKYMEHTOB, BXOJALIUH-UCXOAAIINI KOHTPOIb, PACCMOTPEHHE
32 UCTIOJTHEHUEM TOKYMEHTOB, PETUCTPAIHS U KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB,
COCTaBIICHNE HOMEHKJIATYPHI Jell, XpaHEHHE TOKYMEHTOB

5.3. Cemunapckue, npakTH4ecKme, JJ1adopaTopHble 3aHATHS, X COAepPKaHUe

Ne paznena u

TEMBI

Conepxanuie v (OpMbI IPOBEACHUS

OCHOBHBIE TEPMUHBI, HBOJIFOLIMS TOKYyMEHTUPOBAHHUS, KIIAaCCHU(pUKALIUS
moKyMeHTOB. OCHOBHBIE MOHATHSI, SBOJIOLUS IOKYMEHTUPOBAHUS U OpraHU3aII
mokyMeHTooOopoTa, knaccudukaius 1okymeHToB, ' OCTrol. [IpoBoauTcs B Buze
YCTHOT'O OIpoca.

[Ipenmer, coaepKaHue U OCHOBHBIE IOHATHS TUCLUILIMHBL. [loHATHE
IETONPOU3BOJICTBA U JOKYMEHTHPOBAHUS YIIPABICHUECKON JIEATEIIbHOCTH.
CucTemMbl JOKYMEHTAIUU.

IloxroroBka JOKJIAJOB IO TEME.

Cnyx0a TOKyMEHTAllMOHHOTO 00ecrieYeHus YIpaBIeHUs: 3a/1au, PYHKIUH,
cTpykTypa. OCHOBHBIE TTOJOKEHHUS TI0 JOKYMEHTHPOBAHHIO YIIPABICHIECKOH
NesITeIbHOCTH. YHU(UKALUSA U CTaHIapTU3aLUs YIPAaBISCHYECKUX JOKYMEHTOB.
Byl JOKYMEHTOB U X KJaccu(UKaIus.

BbInosHeHNe rpyninoBoro NpoeKTa.

JlokyMeHT. Cuctemsl JOKYMEHTOB. OCHOBHBIE JOKYMEHTHI YIIPaBICHHUS.
Pa3zpaboTka 1 yTBEp>KACHHUE KOMILJIEKCa OpraHU3allMOHHO-TTPABOBBIX JTOKYMEHTOB
(Ycras, Ilonoxxenue 06 opranusaiyu, CTpyKTypHBIX MO/Ipa3iesieHuH,
KOJIJIETHAJIBHBIX U COBEIIATENIBbHBIX OpraHax; IITaTHOE pacluCaHue; MHCTPYKIIMU
110 OTACJIBbHBIM BUJIaM ACATCIIBHOCTH, JOJDKHOCTHBIC I/IHCTPYKIII/II/I).

PelieHne Keiica 1o teMe.

[ToaroroBka u 0)opMIIEHHE OCHOBHBIX BHJIOB OpPTraHU3AI[MIOHHO-
pacnopsIUTENbHBIX TOKYMEHTOB. OCHOBHOE HA3HAYEHUE PACTIOPSATUTEIHHOM
moxymenTaruu (P1). [IpaBuna cocraBineHust 1 opopMIICHUSI, OCHOBHBIX
OpTraHU3aI[MOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB. CocTaBieHune u oopmIIeHHE
MMPUKA30B, IOCTAHOBJIEHUI, pacliopsKeHuil U T. 1. Koppecnonaenus, cBsizaHHas
C IIPOBEJICHUEM NIEPUOAUYECKUX MEPONIPUATUI. JIOKYMEHTHI, COAEpKAILINE
CBEJICHUS O Pe3ysIbTaTax AEATEIbHOCTH 32 ONPEIAEIECHHBIN MEPUO BPEMEHN —
roJ1, OJIYToJie, KBapTai, Mecsl. OyHKIUs OTYETHON JOKYMEHTALINH B
NEeATeIbHOCTH Opranu3annii. KoMIIeKChl OTUETHBIX JOKYMEHTOB:

roCcyaapCTBCHHAA CTATUCTUYCCKASA OTYCTHOCTh, BECAOMCTBCHHASA OTYCTHOCTD,




Ne paznena n
pasi Copneprxanue u GOpMBbI IPOBEACHUS

TEMBI
OTYETHOCTh BHYTPH YUPEKACHHS, TOKYMEHTAIIHS.
Brimmonaenne WHIWUBUIYAJIBbHOI'O ITPOCKTA.
Opranuszanus 10KyMmeHnToobopora. CripaBoyHO-MH(POPMAMOHHAS JOKYMEHTAIHS
(CU): cocraBienue u opopmiieHHE TPOTOKOJIOB, TOKJIAIHBIX (CIyKeOHBIX) U
5 0O0BSCHUTEIBHBIX 3aIIMCOK, 3asBICHUI, IPEICTABICHNH, IEPETIUCKHU (CITyKeOHBIX

MUCEM, TeJIerpamMm, TenedakcoB, (pakcorpamMm, MEKTPOHHBIX COOOIICHHMIA).
BbI0JHEHHE HHINBUIYaTbHOTO POCKTA.

6. @oHI OIEHOYHBIX CpeacTs Jid MNpoBEACHUSA l'lpOMe)KYTO‘IHOﬁ arrecranum 1o

AUcUUINJIMHE (MOJHbIH TEKCT NMPUBeeH B NPUJIOKEHUH K padoyeil mporpamMmme)

6.1. Texymuii KOHTPOJIb

KOHTpOHBHble 3aJaHuA U
HHBbIC MaTepHaJIbl,
HeOﬁXO)]l/lMl)le JJISI OIEHKH Onmcasme
Oransl " o nokasareseii u
MHDOBAHUS . 3HAHUH, YMEHHH, HABBIKOB KpHTepHen
(bopmup " Iepeyenn (ByHbI. " (MJIM) OMBITA
Nt KOMIIETCHIMUA 3.1...3 IeATeIbHOCTH ouermnamlﬂ
e (popmupyembix ( d...2.n, i KoMIeTeHIuii Ha
(TeMa u3 o XapaKTepU3yIIMMX ITANbI
n/n N KOMIIeTeHIMii V.1...V.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paboueii . (dopmupoBanus,
no ®I'OC BO H.1...H Il) KOMIIeTeHIMii B Ipoiecce
l'lporpaMMbI olloce . < OINMHCAaHHE IIKAJ
OCBOCHHUSA Oﬁpa30BaTeJ’ILHOI/l OleHHBAHHS (“0 100-
AMCUMILTHHBI) NpPOrpaMMel b -
0aJJILHOI 1IKaJIe)
(HaumenoBanue
OICHOYHOI'0 cpeacnza)
3.3HaTh TeOpEeTHUECKUE
MOIXOBI K
OpraHU3aIH
YIIpaBJIEHUYECKOU
JICSATEILHOCTU HA IToaroroBneHHBIN
[pEeANPUATUI W 3alMIIEHHBIN
Y. YMeTh npuMeHsTh 0K
1. TEOpETUUECKUE OIIEHUBAETCS J10
1 [Tepmunonoruueck (OINK-1 MOIXOJIBI JJIS [loxroroska qOKJIag0B 17 6auios, B
Wil anmapat OpraHu3aluu 3aBUCUMOCTH OT
yIpaBJIeHUS TTOJTHOTHI
NIeATEeIIbHOCTHIO PACKPBITHS TEMBI.
H.Bnaners HaBbIKaMu (17)
OpraHU3aIH
YIIpaBJIEHYECKOU
NIeATeIbHOCTH
[IpeAnpUsITHS
3.3HaTh TeOpeTUUECKUE
[TOIXOTbI K
OpraHu3alu
yIpaBJIeHYECKO
NesTeTbHOCTH Ha O1rieHUBaeTCCA B
MpeANPUATHI 3aBUCUMOCTH OT
Y.VYMeTh npuMeHAaTh  |YCTHBIN 0npoc TIOJIHOTBI ¥
TEOPETUUECKUE ""OCHOBHBIC TOHATHSA NIPaBUJIBHOCTH
2 OIIK-1 MOAXOIBI JJIST IIOKYMEHTUPOBaHUA, OTBETOB Ha
OpTraHU3aIH Knaccudukarus BOIIPOCHI 110 TEME,
YIIpaBJICHUS moxymeHToB. [OCTer" 3a/1aBaeMbIX
NIeATEeIIbHOCTHIO npernoaBaTeeM
H.Bnanerr HaBBIKaMU (5)
OpraHu3alu
yIpaBJIeH4YeCKOil
NeATeIbHOCTH
[IpeANPUSITHS




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3 HeOﬁXOHl/lMLle JJISE OIICHKH Omucanue
Tanbl ii
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB nolzca;::e.;zz "
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIETCHIIUH 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIMYHBIX ITANAX HX
paboueii . ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
3.3HaTh TeOpeTUUECKUE
[TOIXO/IbI K
OpraHu3alu
YIIPaBJIECHYECKOU
NesTeIbHOCTH Ha
MpePUATHN [IpoekT cocTout
2. Cimyx0a PEATID P .
Y. YMeTh npuMeHsITh 3 8 3amaHuii.
TOKYMEHTALlUOHHO N
TEOpETUUECKUE ['pynnoBoit npoexT [IpaBuibHO
ro obecreyeHus \
3 OIIK-1 MOIXOIBI JJIs Opraan3anus cayXObl |  BBITIOJTHEHHOE
YIIPABJICHUS: "
OpraHu3alu JIOY 3a7aHue
3amaun, QyHKIHH,
TDVETVDA YIIpaBJICHUS oleHuBaeTcs B 4
PYKTYP eSITeIbHOCTBIO 6amna. (32)
H.Bnanets HaBbIKaM#
OpraHu3aIiu
YIIpaBJIECHUYECKOU
NIeATeIbHOCTH
peANPUSTUS
3.3HaTh TeOpEeTHUECKUE
ITOXOBI K
OpraHu3aIuu
P ! o Pemennerecta
YIpaBJIEeHYECKON
oneHuBaetcs B 20
NeATeTbHOCTH Ha
peaIpUsITHNA Gamos.
3. JIOKyMEHT. PP IIpaBunbHbIN
Y. YMeTh npuMeHsTh .
CHCTEMBI Pemenue keiica OTBET
TOKYMEHTOB [eOpeTHieckHe " JIOKyMEHTHpPOBaHUE oleHnBaercs B 1
4 Y ’ OIIK-1 [MOAXOJbI IS Y P .
OCHOBHBIE YIIpaBJIEHYECKOM Gai,
OpraHU3aIH " .
TOKYMEHTBI eI TeIBHOCTH HEeNpPauBIbHEIH -
YIpaBIeHUS N
YIpaBICHUS 0aJlJIOB, HETIOJIHBIN
NIeATEeIIbHOCTHIO N
MIPaBUIIbHBII
H.Bnaners HaBBIKaMH
otBet- 0,5 Ganna
OpraHu3alu (20)
yIpaBJIeHYECKOU
NeATeIbHOCTH
[IpeAnpUSITH
3.3HaTh TeOpeTUUECKUE
[TOIXO/TbI K
OpTraHu3aIH
YIIpaBJIEHYECKOH
NIeATeILHOCTH Ha
MpeaIPUATHA IIpoekT cocrout
4. ITonroToBKa u PeATp p N
odbopruierse Y.VYMeTh IpUMEHATh W3 IBYX 3aJaHUN.
p TEOPETUIECKUE VHauBuAyanbHbIN IIpaBuibHO
OCHOBHBIX BHJIOB o
5 OIIK-1 [IOAXOBI It npoekT "Pa3paboTka BBIIIOJIHEHHOE
OpraHu3alMOHHO- "
OpraHu3aluu TOKyMEHTOB 3a7laHue
[pactopsiAUTEIbHBI
yIpaBJIeHUS OIlEHUBAeTCs B 5
X JIOKYMEHTOB
NIesITEIbHOCTRIO 6amos. (10)
H.Bnanerr HaBBIKaMU
OpraHu3aluu
YIIpaBJIeHYECKOM
eATeTbHOCTH
MpeapUsITHS
6 |5. Opranmzamus  |OIIK-1 3.3HaTh TeopeTnyeckue [TecTnpoBanne TecT cocTout U3




KOHTpOHbele 3aJaHudA WIH
HHbIC MaTepHaJbl,
Onucanune
Sranbi Heo0XO0HMBIE ISl OLEHKH noKazaTeneil
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo Iepeyenn (3yHbI: o (WJIM) ONbITA purep
KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. OTCHIBAHITH
Ne (popmupyembix ( .d...2.n, i KOMIeTeHI il Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n Goucii KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIMYHBIX ITANAX HX
paoouen . ¢hopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
NMPOrpamMMal d... 0l .| omnmcanme mxanx
0CBOEHHSI 00pa30BaTeILHOI onenuBasms (00 100-
JIMCHHITHHBI) NMPOrpamMMbl b N
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
XpaHEeHUs MOXOMBI K " Opranuzarus 16 BompocoB.
TOKYMEHTOB U OpraHu3anuu XpaHeHus! JOKyMeHTOB | Kaxapiii momHbIH
KOHTPOJIS 3a yIIpaBJI€HYECKON 1 KOHTPOJISL MIPaBUJIbHBIN
HCIIOJIHCHUEM IESATEIIbHOCTU HA HCIIOTHEHUS " OTBET
MpeanpUATHA oreHuBaercs B 1
Y.YMeTb NpuMEeHsITh 0aJu1, HeMOJTHBIH
TEOPETUIECKHE NpaBUJIbHBIN
MOIXOIBI I otBeT - 0,5 Gamna,
OpraHu3anuu HENPauBIIbHBII
YIIpaBJICHUS oTBeT - 0 6ayIoB
e TSIIEHOCTHIO (16)
H.Bnanetrs HaBbIKaMu
OpraHu3anuu
YIIpaBJIECHYECKOU
JIESATEIIbHOCTH
MpeaNpUsITUs
Hroro 100

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

PaGounM yueOHBIM JIAHOM NPeAyCMOTPeH JK3aMeH B cemectpe 12.

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

BOITPOCHI JJ15 ITIPOBEPKU 3HAHUI:

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

Kpurepunii: Tect

Komnerennusi: OIIK-1 Cnoco0en pemiats npogeccioHabHbIE 321a4¥ HA OCHOBe 3HAHMA
(Ha TPOMEKYTOYHOM YPOBHE) 3KOHOMHYECKOI, OPraHM3alMOHHON H YNpPaBJeHYeCKO
Teopuu

3HaHue: 3HaTh TEOPETHUYECKUE IMOAXOJbl K OpraHM3alMM YIPABJICHYECKON NEATEIbHOCTH Ha
IpeNPUITHH

1. B xakux BpEMEHHBIX paMKax BeAETCsS HyMepalus M1ceM, Telerpamm 1 hakcorpamMm?

2. B kakux ciydasx NpUMEHSETCS CMellaHHas QopMmMa OpraHu3alud JAOKYMEHTHPOBAHUS
npodecCHOHATBLHOM e TeTbHOCTH IPUMEHsIeTCs?

3. B kakoM nopsiike pacrnojararoTcsi JOKyMEHTHI — JieJIa B HOMEHKJIAType 1en?

4. B TeueHNM KaKOTo CpOKa JAECHCTBYET YyTBEPKICHHAsI HOMEHKIIATypa aen?

5. I'me perucTpupyroTCsi IPOTOKOJIBI U PEMICHUS KOJUIETUu?

6. J11s1 yero HeoOXoaMMa perucTpanus’?

7. K kakoil kareropum pabOOTHUKOB OTHOCSTCS CEKpeTapHu, HNOMOUIHUKU PYKOBOJIUTEIS
opraHu3aiuun?

8. Kak opopMIIsit0TCsSl perucTpaliioOHHbIe CBEICHUS?

9. Kakue 10OKyMeHTHI OJIekKAT pErUCTpalvu?

10. Kakue 7OKyMEHTBI COCTaBIISIFOT HOMEHKJIATYPY J1ei?

11. Kem ocymectBasercs JJOY na npeanpustun?



12. KTo npuHMMaeT yyacTHe B COCTaBJIEHUN HOMEHKJIATyphl 1en?

13. KTo cocraBisier mpoeKT JOKymMeHTa?

14. Ha3oBuTE 371€MEHTHI IOKYMEHTUPOBAHMS

15. OCHOBHBIM OOBEKTOM H3Y4€HHUS B JOKYMEHTHPOBAHUH NMPO(ECCHOHAIBHOU AEATEIbHOCTH
ABJIAETCS:

16. [lepeuncinure 3a1a4n TOKYMEHTUPOBAHUS

17. 1o KakuM TPUHIUIAM CIIEAYET OPraHU30BBIBATH JOKYMEHTHPOBaHHE MPOQeCcCHOHATHHON
JEATEIIBHOCTH Ha IPENIPUATHN?

18. Ilo kakomy mpu3HaKy OyayT GOpMUpPOBATHCA TOKYMEHTHI C 3arojoBKoM jaena «llepenucka c
BBICHIMMHU y4EOHBIMHU 3aBEJCHUSMHU O COBMECTHOM MOATOTOBKE CIELIUATUCTOBY?

19. YUto Takoe 1OKyMeHT?

20. Yto Takoe perucrpanus 10KyMEHTOB?

THUITOBBIE 3AJIAHUS J1J151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owmnera (30 OamnoB), BuA Bompoca: 3anaHue Ha ymenuwe. Kputepuii: 3amaHue
onieHuBaercsa 10 30 OauioB B 3aBUCHUMOCTH OT ABYX cocTaBisitomux: coorsercteue ['OCTy
OTHOCHTEJIBHO HAJIMYKSI U MECTOIIOJIOKEHHUS! PEKBU3UTOB IOKYMEHTOB; CTHIIb H3JI0KEHUS. .

Komnerennusi: OIIK-1 Cnoco0en pemats npogeccuoHaabHbIe 32Ja4H HA OCHOBE 3HAHMUIl
(Ha MPOMEKYTOYHOM YPOBHE) 3KOHOMHYECKOI, OPraHM3allMOHHON H YNpPaBJEeHYeCKO

Teopuu
YMmeHue: YMeTb HpPUMEHSTbH TEOPETUYECKHE MOAXOAbl JJIS OpraHu3alUM YIpaBJICHUS
JeSITEIIbBHOCTBIO

3amauya Ne 1. Pa3zpaboTaTh mpuKa3s 1o 3aJlaHHON TeMe
THUITOBBIE 3AJIAHUA J151 ITPOBEPK HABBIKOB:

3-ii Bompoc Owmiera (30 OamoB), BUJ Bompoca: 3ajaHue HAa HaBbIKU. Kputepwmii: 3amanue
ornieHuBaercs A0 30 OGamoB B 3aBHCHUMOCTH OT IOJHOTHI BBIBOJIOB aHajiH3a JIOKYMEHTOB. B
BBIBOJIaX HOJI)KHBI OBITH OTpaXCHbI: YMCCTHOCTH MCITIOJIb30BaHUA THUIIA JOKYMCHTA JJIA Sa)IaHHOﬁ
CUTYalliH, HATMYHe HEOOXOIUMBIX PEKBU3UTOB..

Komnerennusi: OIIK-1 Cnocofen pemats npogeccuoHaJbHbIE 331244 HA OCHOBE 3HAHMI
(Ha TPOMEKYTOYHOM YPOBHE) 3KOHOMHYECKOI, OPraHM3allMOHHON H YNpPaBJIeHYECKO
Teopuu

Hasbik: Binaners HaBbIKaMu OpraHU3alMK yIPABICHUYECKON AEATEIbHOCTU IPEAIPUSITHS
3ananue Ne 1. [IpoBectu aHa/IU3 CTPYKTYpPHI JOKYMEHTA

OBPA3EILl BUJIETA
MUHHCTEPCTBO HAYKH M BBICLIErO 00pa30BaHHUsI Hanpagsnenue - 38.03.02 MeHeUKMEHT
Poccwuiickoit Penepannn [Tpoduns - Yopasnenue 6uznecom
dezepalbHOE TOCYAAPCTBEHHOE OI0IKETHOE (PyccKko-KuTaifcKast IporpaMma ABOIHOTO
00pa3zoBaTeIbHOE YUPEKACHUE
BEICIIIETO 0Opa30BaHUs Z[I/IHJ'IOMI/IpOBaHI/IH)
«BAMKAJIbCKUI TOCYJAPCTBEHHBIN Kadenpa meHempxMeHTa u cepBuca

YHUBEPCUTET» HMucuuruinHa - Opranuzanys

(®PIr'bOY BO «bI'Y») JIOKyMEHTO0G0pOTA

3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 Gamnon).



2. Pa3paborars npukas mno 3aganHoit Teme (30 6amioB).
3. [IpoBectu aHanu3 CTpyKTyphl 1okyMeHTa (30 6asioB).

CocraBurenb A.B. CunanteeB

3aBenyrouui kapeapoi E.A. lllaruna

7. IlepeyeHb OCHOBHOI M 10NIOJTHUTEJIBLHOM y4eOHOH JUTEPaTypPbl, HEO0X0AMMOM IS
OCBOEHMS TMCHUIJIMHBI (MOXYJIs1)

a) OCHOBHAs JIMTepaTrypa:

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

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

3. Ky3uenos, . H. Jleaonpou3BoacTBo [ DISKTPOHHEIN pecype] : yueOHO-clpaBoYHOE Imocodue /
H. H. Ky3HenoB. — 8- u3a. — DeKTpoH. TeKcToBble maHHble. — M. : Jlamkos u K, 2019. —
406 c. — 978-5-394-03393-3. — Pexum gocrymna: http:// www.iprbookshop.ru/85215.html

0) JOMOJIHUTE/IbLHAS JIUTEpaTypa:

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

2. TlaBnenko E. A. JlokymeHTallmOHHOE OO€CIeYeHHE YIPABICHUS: BBIIOJHEHHE PA0OT MO
npodeccuu  AeNonpou3BoAuTeNb. npakTukym/ coct. E. A. IlaBnenko.- Wpkyrck: W3a-Bo
BI'YO3II, 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-e u3Jl. — DJIEKTPOH. TEKCTOBLIE JaHHbIe. — Caparos : A [Tu Op Meama, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexxum goctyna: http:// www.iprbookshop.ru/79622 .html

8. Ilepeuenb pecypcoB HMH(OPMANHMOHHO-TEJEKOMMYHHMKANUOHHON ceTH «UHTepHeT»,
He00XOAUMBIX /IJISl OCBOCHHS IMCHMILIMHBI (MOAYJIs1), BKJIOYasi npodeccuoHalbHble 0a3bl
JAAHHBIX M1 MH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

JUis  OCBOEHMSI AMCHMILIMHBI O0ydYaromeMmycsi HEOOXOIMMBI CIEAYIOIUE PECYPChI
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHOU ceTn «HTepHeT»:
— Caiir baiikanbCKoro rocyapcTBEHHOTO YHUBEPCHUTETA, aapec aoctyma: http://bgu.ru/, moctym
KPYIJIOCYTOYHBIM HEOrpaHUYEHHBIN U3 000 Touku MHTEepHeT
— VMBUC - YHuBepcanpHble 0a3bl JaHHBIX, aapec goctymna: http://www.dlib.eastview.ru/. moctym
KPYIJIOCYTOYHBIM HEOrpaHMYEHHBIH M3 000 TOYKHM MHTEpHET MpH YCIOBUHM PETUCTpAIMU B
BI'y
— Hayunas osnexrponnas Oubnmoreka eLIBRARY.RU, anpec nocryma: http://elibrary.ru/.
JOCTYN K POCCHMCKUM >KypHajaM, HaXOSIIMMCS MOJHOCTbIO MJIM YaCTUYHO B OTKPBITOM
JIOCTYTIE TIPH YCIIOBUM PETUCTPAIUU
— OOpasupl U mablIoHBl JOKYMEHTOB, aJpec NMOcTyma: http://www.working-papers.ru. goctyn
HEOrpaHUYEHHBIN

9. MeroauvecKkue yKa3aHU il 00y4alOIUXCH 110 OCBOCHUIO JUCUMILIMHBI (MOXYJIS)
I/IBY‘-IaTB AUCHUIINIMHY PCKOMCHAYCTCA B COOTBCTCTBUU C TOMU IoCJICO0BATCIbHOCTHIO,
KoTopasi o0o3HaueHa B ee coaepxaHuu. [[ns ycmemHoro ocBoeHHs Kypca oOydarouiuecs
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JIOJKHBl HMMETh T[EePBOHAYAIIbHBIE 3HAHWS B O0JIACTH MEHEKMEHTa, KOMMEPYECKOU
JEeSATEIIbHOCTH NMPEANPUATHS, UICTOPUU, SKOHMUYECKOU KYIbTYPBI

Ha nexnusx mpenojaBarenb 03ByYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMTEPATYpPHI IO
TeMe, OOOCHOBBIBAET MECTO M pOJIb 3TOM TeMbl B JaHHOW JWCUUIUIMHE, PAacKpbIBaeT ee
NpakTUYecKoe 3HaueHue. B Xoze neKkuuid CTyAeHTYy HEOOXOAMMO BECTH KOHCHEKT, (pUKCHUpYys
OCHOBHBIE MMOHATHUS U MPOOIEMHBIE BOIIPOCHI.

[IpakTuyeckne (CEeMHHAPCKHE) 3aHATHS IO CBOEMY COJAEP)KAHHUIO CBSI3aHBI C TEMATHUKON
JICKIMOHHBIX 3aHATUN. HaunHaTh MOATOTOBKY K 3aHSATHUIO 1€JIECO00Pa3HO C KOHCIEKTA JICKIIUH.
3amanue Ha TPAKTHYECKOEe (CEMHHAPCKOE) 3aHSATHE COOOMIAeTCsl OOYyYaroIuMcs OO0 €ro
npoBeneHus. Ha cemuHape mpernogaBarenb OpraHu3yeT OOCYXAEHHE HTOW TEMbl, BBICTyMAas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTA M HKCIEpTa Y4eOHO-TIO3HABATEIBHOW IESTEIbHOCTH
00yyJaromerocs.

N3ydyenne quCIUIUIMHB (MOJTYJIsl) BKIIOYACT CAMOCTOSATEIbHYIO pab0oTy 00ydaroImerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEILHON pabOThI CTYACHTOB C y4acTHEM IpenoaaBareneit
SIBIISTFOTCSL:

* TEKYIIHE KOHCYJIbTAIUH;

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

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

* (hopMupoOBaHKE U YCBOCHUE COAEPIKaHUS KOHCIIEKTA JICKIIUI Ha 6a3e peKOMEH/I0BaHHOM
JIEKTOpPOM Yy4eOHOHN nuTeparypbl, BKIO4Yas WHGOPMAIMOHHBIE OOpa30BaTeIbHBIE PECYPCHI
(27EKTpOHHBIE YUEOHUKH, 3JIEKTPOHHbIE OMOINOTEKH U Ip.);

* CaMOCTOSITENIbHOE H3yYEHUE OTIENbHBIX TEM WJIM BOMPOCOB MO Yy4eOHUKAM WIU
y4eOHBIM TTOCOOUSIM;

* HamucaHue pedepaTos, JOKIAIOB;

* MOJITOTOBKA K CEMUHApaM.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOTHH, HCIIOJIb3YEMbIX IIPH OCYIIECTBJICHHHA
o0pa3oBaTe/ILHOIO Mpolecca Mo JMCHUIINHE (MOAYJ110), BK/IIOYasi lepeyeHb
NPOrpaMMHOI0 o0ecrne4eHus

B yue6HOM mpoliecce UCTIOIb3yeTCs CaeaAyIolee MporpaMmMHoe o0ecrieueHHe:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader 11,
— Koncynsrantllntoc: Bepcus Ilpod - nndpopmanronHas cipaBovHas cucrema,

11. Onucanne MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAMMOM VIl OCYLECTBJICHUSA
00pa3oBaTeILHOIO MPOUECCa MO0 AUCHUILINHE (MOIYJII0):

B yuebHOM mporiecce ucmoib3yeTcs ciaeayroliee 000pya0BaHueE:
— IomerieHus 17151 CAMOCTOSITENIEHOM PabOThI, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM €
BO3MOKHOCTBIO MOKITIOUeHUS K ceTH "MHTepHeT" n oOecnieueHreM J0CTymna B JJIEKTPOHHYIO
nH(HOPMaIMOHHO-00pa30BaTENBHYIO CPENY BY3a,
— Y4eOHble ayTUTOPHUH IS IPOBEACHUS: 3aHATHI JIEKITMOHHOTO TUTIA, 3aHATHH CEMHUHAPCKOTO
TUTIA, MPAKTUYECKUX 3aHATUN, BBIMIOTHEHUS KYPCOBBIX PaboT, TPYNIOBBIX M HHIUBUIYATbHBIX
KOHCYJIBTAINH, TEKYIIETO KOHTPOJIS ¥ TIPOMEKYTOYHOM aTTeCTaINK, YKOMITJIEKTOBAHHBIC
CHEIUAN3UPOBAHHON MEOETBIO0 U TEXHUYECKUMU CPEACTBAMH O0YUCHHSI,
— Habopb!l neMoHCTparimoHHOTO 000pYA0BaHUS U y4eOHO-HATIISTHBIX TOCOOMIA



