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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 - BJIIOK 1 JUCHUIUVIMHBI  (MOAYJIN):
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.

Bun yue6HOM paboTh 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 OTBEJICHHOI'0 HA HUX KOJMYEeCTBA AKA/IeMHUYECKHUX YaCOB H BUAOB Y4eOHBIX
3aHATHI

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

Cemunap| Camo- |B unrepa-| ®opmbl TeKyl1ero
Ne Pa3nes u Tema Ceme-|Jlek- P pa P y
Jlabopar.| cTOSIT. | KTUBHOM KOHTPOJIA
n/n AUCUHMILINHBI CTp | HuM
IIpakTnu. paod. popme yCIeBaeMoCTH
IToaroroska
JOKJIaZ0B. Y CTHBIN
omnpoc ""OcHOBHBIE
TepMUHOJIIOTMYECKHI TOHATHUS
1 [P 32 | 4 0 18
anmnapar JOKYMEHTUPOBaHUS,
Knaccudukanms
JOKYMEHTOB.
I'OCTwer"
Cayx0a
TOKYMEHTAIlHOHHOT'O ['pynmoBoit mpoexT
2 loOecrieueHus 32 4 0 18 "Opranuzanus
YIpaBJeHUS: 3a]a4u, cityx0b1 JJOVY"
(yHKIINH, CTPYKTYpa
Pewenne keiica
JlokymeHT. CucteMbl " loKyMeHTHpOBaHHE
3 |nokymeHTOB. OCHOBHBIE | 32 4 0 18 y p o
YIPABJICHYECKOU
TOKYMEHTBI YITpaBICHUS "
NESATEIbHOCTH
[ToaroroBka u
o(opMIIEHHE OCHOBHBIX NunuBuyanbHbIA
4 [BUIOOB OPraHU3allMOHHO- | 32 4 0 18 npoekT "Pa3paboTka
[pacTopsIUTEIIbHBIX JIOKYMEHTOB"
JTOKYMEHTOB
TectupoBanue
"Opranu3zanus
Opranu3zanus XxpaHeHHUs
XpaHeHUs
S  |TOKyMEHTOB M KOHTpoJs | 32 2 0 18
JIOKYMEHTOB U
3a UCTIOJTHEHHUEM
KOHTPOJIS
UCIoNHeHus"
UTOT'O 18 90
5.2. JlekuMoHHbIE 3aHATHS, UX COEP/KAHHE
No HaunmenoBanue
Conepxanue
n/m pa3liesIoB U TEM
[Ipeamer, conepkanne|[JOKyMEHT U CHCTEMBI JIOKYMEHTAIINH; yIIPaBIeHYECKas
1 |1 OCHOBHBIE MOHATUSA |[TOKYMEHTALIUS; CYUTHOCTh JOKYMEHTUPOBAHHUS YIIPaBICHUECKOM
TACIIATUTNHBI nesitensHOCTH (JIY [1). Uctopus ctanosnenus 1Y/ B Poccun
Cnyx0a
CopepxaHue «I0KyMEHTAIIHOHHOTO 00eCTIeYeHHS YIIPaBICHUs
TOKYMEHTAI[MOHHOTO
(TOY)» u «aenonpon3BoCTBay. 3aKOHOJATEIHHBIC ACTICKTHI
2 |obecnieueHus
TOKYMEHTHUPOBAaHUS B TOCYAapPCTBEHHBIX U KOMMEPUYECKUX
YIpaBJICHUS: 33]1a4H,
OpraHu3aIusIxX
(byHKIINHU, CTPYKTYpa
3 |Hoxyment. Cuctemsl [IpeboBaHUs K COCTABICHUIO M OPOPMIICHHIO TOKYMEHTOB,




Ne Hanmenosanue
Conepxanue
/1 pa3esioB U TeM
TTOKYMEHTOB. (bopmymsip-00paser, CoCTaB M PaCHOI0KEHHE PEKBU3UTOB, 00IIHe
OCHOBHBIE TOKYMEHTHI[paBuia 0hOPMIICHHUS TOKYMEHTOB, TPEOOBaHMS K OIaHKaM
YIIpaBICHUS TOKYMEHTOB, PEKBH3HTHI CITY)KEOHBIX JOKYMEHTOB U HX

odopMIIeHHE B COOTBETCTBHH C TOCYAAPCTBEHHBIMU CTaHIAPTAMH.

IloaroroBka u

CocTraBiieHUE U O(i)OpMJ'ICHI/Ie OCHOBHBIX JOKYMCHTOB: 1OT'OBOPOB,

3a UCIIOJTHCHHEM

odopmiieHne KOHTPAKTOB, IPUKA30B, CITY)KEOHBIX 3aIMCOK, TPOTOKOJIOB, AKTOB,
4 [PCHOBHBIX BHJIOB CIIPABOK U JJOKYMEHTOB JIMYHOT'O MIPOUCXOXKACHUS. Busl u
OpraHU3alMOHHO- PAa3HOBHUJIHOCTH JOKY-MEHTOB, OpTraHU3aIl[MOHHO-
paclopsSAUTENbHBIX  [pacropsauTenbHbie 10Ky-MeHThl (OP/]), nndopmannonusie
TOKYMEHTOB TTOKYMEHTBI, KaJIpoBasi JOKYMEHTAIHSI.
Opranuzanus JOKyMEeHT0000poTa, CCTeMaTU3allrs JOKYMEHTOB,
Opranuzanus HOMCHKJIaTypa i uX popmMupoBaHus u xpanenus. O0padoTka
5 [XpaHEHHUS U KOHTPOJIA [TOKYMEHTOB, BXOJALIUH-UCXOAAIINI KOHTPOIb, PACCMOTPEHHE

JOKYMCHTOB, pECTUCTPAlld U KOHTPOJIb UCIIOJHCHUS JOKYMCHTOB,

COCTAaBJICHHUC HOMCHKIJIATYPBI JCJI, XPAaHCHUC JOKYMCHTOB

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

6. @oHI OUEHOYHBIX CPeACTB /Jsi TNPOBelIeHHS TMPOMEKYTOUHON AaTTecTAllUM IO
AucuuN/IMHe (MOJHbIH TEKCT NPUBeIeH B NPUJIOKEHUH K padoyeil mporpamMmme)

6.1. Texymuii KOHTPOJIb

KOHTpOHLHLle 3aJaHus WIHN
HHbIC MaTepHaJIbl, Onucanmne
3Taﬂbl HeOﬁXO,Hl/lMl)le JJISl OLIEHKH HoKazaTeeil u
o oBa 3HAHU, yMeHMii, HABBIKOB KDHTEDHEB
¢popmupos Hl’\l‘ﬂ Mepeuens (?)yHbI! u (WIH) oNbITA pHTep
Nt KOMIIETCHIIUH 3.1...3 eI TeJbHOCTH OIIeHMBaH]{ﬂ
o (l)OpMI/IpyeMbIX ( [P .Il, ? KOMIIeTeHIIMI HAa
(Tema u3 N XAPaKTePU3YIOUIMX ITAbI
]‘[/1‘[ . KOMIIETCHIIMH y.l ...vY.n bopmupoBanus Pa3IMYHBIX 3TANaX UX|
paboueii ? pMHp dopmupoBanus
no ®I'OC BO H.1...H n) KOMIIeTeHIMii B Ipoiecce >
InporpaMmmabl elloee i - ONMMCAHHME HIKAJI
OCBOCHUS oﬁpasonaTenbﬂou 100
JUCUMILIHHBI) nporpaMMI ouennBanns (1o 100-
(HammenoBanne 0aJUILHOI 1IKaJIe)
OLCHOYHOI'0 Cpe}ICTBa)
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKyMEHTaJIbHOMY
0(OpPMIICHHIO
OpraHu3aIlMOHHO-
TIPaBJICHYCCKHUX .
yeIIJ)JeHm‘/’I IToaroToBeHHBIN
P M 3alUIIEHHBIA
Y. YMerb Jloan
1. II(;K MEHTAILHO OILICHMBAETCS JI0
1 |Tepmunonoruueck|OITK-3 A (boy — [lonroToBka KOKIaJ0B 17 Gamnos, B
Wit anmapat P 3aBUCUMOCTH OT
OpraHu3allMOHHO- HONHOTHL
yIpaBleHUYECKHE
bemeHus PACKPBITHUS TEMBI.
17
H.Bianets HaBBIKAMH a7
o opMIIeHHUS
OT/ICJIbHBIX PEKBU3UTOB
MpU JOKYMEHTAIHbHOM
o opMIICHHN
OpraHu3allMOHHO-




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

5 Onucanune
3Taﬂbl HEOo X(:Hl*lMLle Hu.]'lﬁ OIICHKH HokazaTeeii u
MU BaHHS 3HAHUH, YMCHHH, HABBIKOB KDUTEDHER
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. OTCHIBAHITH
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/H . KOMIEeTEeHIUH Y.l .. .Y.n, q)OpMMpOBaHlHl Pa3JIHYHBIX 3TaNmax uX
paboueii . ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenupasms (00 100-
JUCUMILIHHBI) NpPOrpaMMel u .
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
YIpaBJIeHYECKUX
[pelIeHu
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopmiteHnIO
OpraHu3aIlMOHHO-
YIIPaBJIEHYECKUX
eIICHUN
P OueHuBaeTccs B
3aBUCUMOCTH OT
V.VmeTh .
'YcTHBIN onpoc TIOJIHOTHI U
TOKYMEHTaJIbHO M
OcCHOBHBIE OHATUS NIPaBUJIBHOCTH
0OpMIIATH
2 OIIK-3 IOKYMEHTUPOBAHHU, OTBETOB Ha
OpraHu3aIlMOHHO-
Knaccudukarus BOMIPOCHI TI0 TEME,
YIpaBIeHUYECKHE "
mokymeHToB. ' OCTol 3a/1aBaEMbIX
[peleHus
npernojaBaTeneM
H.Bnaners HaBbIKaMu )
odopmIICHHS
OTIENbHBIX PEKBU3UTOB
[pU TOKyMEHTaJIbHOM
odopmIeHIN
OpraHU3alMOHHO-
YIpaBJIEHYECKUX
eIICHUH
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKyMEHTaJIbHOMY
o opMIICHHIO
OpraHu3aI[MOHHO-
YIpaBIeHYECKIX
[peleHu i
[IpoexT cocTout
2. Ciyx0a Y. Ymets P .
U3 8 3amaHuii.
TOKYMEHTALlUOHHO TOKYMECHTAJIEHO .
["pymnmnoBoil mpoekT IIpaBunsHO
ro obecreyeHus odopmiLsTh "
3 OIIK-3 Opranuzamys Ciry>kObl |  BBITIOJIHEHHOE
YIpaBJICHUS: OpraHu3alMOHHO- "
3anaqn, QyHKIUN TIpaBJICHYECKHE 10V Jajiane
o KT’ g ’ yeII_I)IeHI/I}I orieHUBaeTcs B 4
PYKTYP P Ganna. (32)
H.Bianets HaBBIKAMH
o opMIIeHHUS
OTJIETbHBIX PEKBU3UTOB
[P IOKyMEHTaJIHbHOM
odopmIIcHHN
OpraHU3alMOHHO-
YIpaBJIE€HYECKUX
eHICHUH
3. JIOKyMeHT. 3.3HaTh OCHOBHEIE Pemenunerecra
Cucremsl TpeOOBaHUS K Peenue keiica onieHuBaercs B 20
4 [AOKYMEHTOB. OITK-3 TOKYMEHTaJIbHOMY " JloKyMEeHTUPOBaHHE 0aJuioB.
OCHOBHBIE 0(pOpPMIICHHIO YIIPaBJICHIECKOM ITpaBunbHBIH
TOKYMEHTBI OpraHu3alMOHHO- e TeTbHOCTH" OTBET
yIIpaBJICHUsI YIpaBJEHYECKUX olieHUBaeTcs B 1




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
3Taﬂbl HeOﬁX(:HHMLle Hu.]'lﬁ OIICHKH HokazaTeeii u
(1)0 MHUDOBAHUS 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
PMUP Ilepeyensn (3YHLI: u (WIH) ONBITa
N KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. OTCHIBAHITH
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II aﬁoqeﬁ KOMIIeTeHII UM y.l .. .y.n, d)OpMMpOBaHlm Pa3JIMYHBbIX 3TallaX UX
P no ®I'OC BO H.1...H ll) KoMIleTeHHii B pouecce (bopvmposanus,
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenupasms (00 100-
JUCUMILIHHBI) NpPOrpaMMel u .
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
pereHuit Oa,
HETpauBJIbHBIHN - 0
V. YMeThb 0aJI7I0B, HEMOJHBIH
TOKYMEHTaJIbHO MPaBUJIBHBIN
odopmiLsTh otset- 0,5 Oaya
OpraHU3alMOHHO- (20)
YIpaBICHIECKHE
[peIICHHS
H.Biagets HaBBIKAMU
odopmIeHUS
OTICITHHBIX PEKBH3UTOB
[pH IOKyMEHTAJIbHOM
odopmIIcHUN
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
[peleHu
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopMIICHIIO
OpraHU3aIMOHHO-
YIIpaBICHICCKAX
[peleHni
[Ipoext cocTtout
4. IToaroToBka u Y. YMerb - II)[B -
oopmiieHIE TOKYMEHTaJIbHO . Y )
OCHOBHBIX BIHIOB oOpMILITE VHauBuAYyanbHbII IIpaBunbHO
5 OIIK-3 P mpoekT "Pa3zpaboTka BBITTOJTHEHHOE
OpraHu3alMOHHO- OpraHu3aI[MOHHO- "
ITOKyMEHTOB 3a/1aHue
[PacTOpSIUTENbHBI YIpaBIeHUIECKHE OLEHHBACTCA B 5
X JIOKYMEHTOB [pereHus Ganos. (10)
H.Bnaners HaBbiKamMu ’
odopmIeHUS
OTICITHHBIX PEKBH3UTOB
[pU JOKYMEHTAIEHOM
odopmIICHHN
OpraHu3aI[MOHHO-
YIpaBIEHIECKIX
[peleHui
3.3HaTh OCHOBHBIC
TpeOOBaHUS K Tect cocTout u3
TOKYMEHTaJIbHOMY 16 BOTIPOCOB.
0(OpPMIICHHIO Kaxxap1ii moTHBIH
OpraHu3allMOHHO- MpaBUJIBHBIN
5. Opranuzanus P ! TectupoBaHue P
YIpaBJIE€HYECKUX " OTBET
XpaHeHUs . Opranuzanus
[peleHni onieHuBaercs B 1
6 |1OKYMEHTOB U OI1K-3 XPaHCHHS IOKYMEHTOB | ' = e
KOHTPOJIS 32 1 KOHTPOJIS > N
Y. YmMets " NpaBUJIbHBIN
HCIIOJTHEHUEM ICTIOTHEHUS
TOKYMEHTaJIbHO otBeT - 0,5 Oaia,
0pOpMITITD HETNPauBIILHBII
OpraHu3aIlMOHHO- otBeT - 0 OayutoB
YIIpaBJICHICCKHE (16)

peneHns




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

HeOoOXOAMMBbIe 1JIsl OLIEHKH Onucanne
Srans! 3HAHUH, yMeHH i1, HABBIKOB noxasareseii n
9 9
q)opanOBamin Mepeuens (BYHabrI: w (1) ombira KpUTepHeB
N KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. OTCHIBAHITH
o ¢opmupyembIx ( d...3.1, > KOMIIeTeHI Ui HAa
(Tema u3 N XAPAKTEPU3YIOIIMX ITAMbI
H/II o KOMIIeTeHII UM Y.l . .Y.n dopMupoBanus Pa3JIMYHBIX dTANaX UX
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
NpOorpaMmMbl elo. I, .| ommcaHWe mKaJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - onenuBanus (o 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue

OLIECHOYHOI0 CPEACTBA)

H.Bnanets HaBBIKAMH
odopmicHUs
OTJIEbHBIX PEKBU3UTOB
[P IOKyMEHTaJIbHOM
odopmIICHUN
OpraHu3aIlMOHHO-
YIpaBICHICCKIX
CIICHUI

HToro 100

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

PabouuMm yueOHBIM IUIAHOM NPeAyCMOTPeH JK3aMeH B cemecTpe 32.
BOITPOCHI JIJ151 ITIPOBEPKU 3HAHUI:

1-ii Bompoc Owiera (40 OGammoB), Bua Bompoca: Tect/mpoBepka 3HaHui. Kpurepuii: Tect
coctouT U3 10 BorpocoB. Kax/iplil nmpaBuiIbHBIN OTBET OlleHUBaeTcs B 4 Oaia..

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIC OPIraHM3ALHMOHHO-
ylpaB/ieHYeCKHe pelleHUs] ¢ Y4eTOM HX COIUAIbHOW 3HAYMMOCTH, CO/AEiCTBOBATH HX
peau3anuy B yCJIOBHAX CJI0KHON M AUHAMHYHOM Cpelbl M OLICHUBATH UX MOCIEICTBHUS

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

1. B kakux BpeMEeHHBIX paMKax BeAETCS HyMepalus MUceM, TelerpaMm U akcorpamm?

2. B kakux ciuydasx NpUMEHSETCS CMellaHHas QopMma OpraHu3alud JOKYMEHTHPOBAHUS
pohecCuOHATbHON JeSTeIbHOCTH TPUMEHSIETCS?

3. B xakoM nopsiike pacrnojaratoTcsi JOKyMEHThI — JieJla B HOMEHKJIAType J1e?

4. B Te4eHNH KaKOro CpoKa JICMCTBYET yTBEPKICHHAsI HOMEHKJIATypa e’

5. I'ie peructpupyroTcss IpOTOKOJIBI U PEILIEHUS KOJIIIETUN?

6. I yero HeoOXo1MMa perucTpanus’?

7. K xakoii kateropuu paOOTHHKOB OTHOCSATCS CEKpeTapu, MOMOLIHUKH PYKOBOJUTEIS
Opranu3anuu’?

8. Kax oopmistoress perucTpalilioOHHbIE CBECHUS ?

9. Kakne noKyMeHTBI ITOJUIeKaT PETUCTPALAN?

10. Kakue JOKyMEHTBI COCTaBIISIIOT HOMEHKIIATYpy Aein?

11. Kem ocymiecteisgercs JJOY Ha npeanpusitun?

12. KTo npyHUMaeT yyacTue B COCTaBICHUU HOMEHKJIATYpPHI J1e7?

13. KTo cocraBnsier npoeKT foKymeHTa?

14. Ha3oBuTE 311€MEHTHI TOKYMEHTUPOBAHMS

15. OcHOBHBIM OOBEKTOM H3Y4YEHHUS B JOKYMEHTHPOBAHHH MPO(HECCHOHATHHON NEATeITbHOCTH
SIBJISICTCSI:



16. Ilepeuncaute 3a1auu TOKYMEHTUPOBAHUS

17. Tlo xakuM TPHHIMIAM CJIEyeT OPraHU30BbIBATH JOKYMEHTHPOBAHHE MPOodeCcCHOHATBLHOMN
JIeATEeITLHOCTH Ha MPEPUSTAN?

18. ITo xakoMy npu3HaKy OynyT GOpMUPOBAThCS JOKYMEHTHI € 3aroyioBkoM Jnena «llepemnucka c
BBICIIUMU 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 OamwroB), BUA Bompoca: 3amaHue Ha ymeHuwe. Kputepuii: 3amanue
ornieHuBaercs 10 30 OaIOB B 3aBUCMMOCTH OT JBYX cocTaBisitomux: coorBerctBue ['OCTy
OTHOCUTEIIEHO HAJTUYHS U MECTOIOJIOKECHUS PEKBU3UTOB JOKYMEHTOB; CTUJIh H3JIOKCHHS. .

Komnerennusi: OIIK-3 Cnocobden paspadarsiBaTh 000CHOBAHHBIE OPraHM3ALMOHHO-
ylpaBjieHYeCKHe pelleHds]l ¢ Yy4eTOM HX COIHAJbHOW 3HAYUMOCTH, COAEHCTBOBATH HX
peau3alnuu B YCJAOBHAX CJI0KHON U JUHAMUYHOM cpelbl U OLIEHUBATH UX MOCJIeICTBUS

YMenne: YMeTh JOKYMEHTAIBHO OPOPMIISITh OpPraHU3aI[MOHHO-YIIPABICHUYECKUE PEIICHUS
3amaya Ne 1. Pa3paboTaTh npuKa3s 1o 3aJlaHHON TeMe

TUITIOBBIE 3ATAHIA T ITIPOBEPKH HABBIKOB:

3-it Bompoc Omiera (30 GamioB), BuA Bompoca: 3agaHue Ha HaBbIKM. Kpwurepwmii: 3amanue
oueHuBaercs 10 30 OamaoB B 3aBUCHMOCTH OT IOJHOTHI BBIBOJIOB aHajHM3a JOKYMEHTOB. B
BbIBOJAaX JOJIDKHBI OBITH OTpPaXCHbI: YMCCTHOCTL MCITIOJIb30BaHUA THUIIA JOKYMCHTA JIA SaHaHHOﬁ
CUTYallu{, HAJTMYME HEOOXOJJMMbIX PEKBU3HUTOB..

Komnerennusi: OIIK-3 Crnocobfen pa3padarbiBaTh 000CHOBAHHBIE OPraHM3aLMOHHO-
YIPaBJCHYECKHE PelIeHHs € Y4eTOM HMX COLHAJIbHOW 3HAYMMOCTH, COACHCTBOBATH HX
peaju3aly B YCJIOBHAX CJI0KHON U JAUHAMUYHOM cpelbl M OLIEHUBATH UX MOCJIeICTBUS

Hapbik: Brnaners HaBblkamMM OGOpPMIIEHUS OTAENBHBIX DPEKBU3UTOB IPH JTOKYMEHTAJIHLHOM
0(OpMIIEHUH OPraHU3aLMOHHO-YIIPABIEHYECKUX PEIICHUN
3ananue Ne 1. [IpoBectn aHan3 CTPYKTYpBI JOKYMEHTA

OBPA3EIL] BUJIETA

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

A Hanpasnenue - 38.03.02 MenegxMeHT
Poccuiickoii @enepanuu

®deepanbHOE TOCYIAPCTBEHHOE GI0KETHOR Hpodumnb - MeHeKMEHT 1 OusHec-
00pa3oBaTesibHOE YUPEKICHUE TEXHOJIOTUH
. BLICIIIETO 00pa3osaua . Kadenpa menemxmenTa u cepBuca
«BAUKAJIBCKHNU I'OCYJIAPCTBEHHBIN
VHHBEPCHTET» Hucuumuinaa - OpraHu3anus
(®T'BOY BO «BI'Y») JIOKyMEHTO000pOTa

3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 Gamnon).
2. Pa3pabotarts npukas no 3aganHoit reme (30 6anmioB).
3. [IpoBectu aHanu3 cTpyKTyphl 1okyMeHTa (30 0amios).

CocraBurenb A.B. CumanTeeB




3aBemyromuii kKadempoit E.A. lllaruna

7. IlepevyeHb OCHOBHOI U JONMOJTHUTEJIbHOH Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI /1151
OCBOEHHUS TUCUMILUINHBI (MOYJIs1)

a) OCHOBHAs JINTepaTrypa:

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'vaeBa, 1. B. JleaonpousBoacTBo [DneKTpOoHHEIN pecypc] : cnpaBounuk / M. B. I'saesa, C. B.
CobOaneBckuii. — DIIEKTPOH. TEKCTOBbIE JaHHbIe. — Munck : TerpaCucrtemc, Terpanut, 2014.
— 224 ¢. — 978-985-7067-96-1. — Pexxum goctyna: http://www.iprbookshop.ru/28072.html

3. Kysuenos, M. H. Jlenonpon3BoacTBO [DICKTPOHHBINA pecypc] : yueOHO-CIIPaBOYHOE Mocooue /
H. H. Ky3HenoB. — 8-e u3a. — DeKTpoH. TeKcToBble manHble. — M. : Jlamkos u K, 2019. —
406 c. — 978-5-394-03393-3. — Pexum gocryma: http:// www.iprbookshop.ru/85215.html

0) JOMOJIHUTE/IbLHAS JIUTEpaTypa:

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

2. TlaBnenko E. A. JlokymeHTallMoOHHOE OO€CIeYeHHE YIPABICHUS: BBIIOJHEHHE PA0OOT MO
npodeccuu AeNONMpON3BOAUTENh. NpakTukym/ coct. E. A. TlaBmenko.- Hpkyrck: M3n-Bo
BI'YOII, 2014.-78 c.

3. CwmupuoBa, E. II. Jlemompom3BoAcTBO I cekperaps. Pa3paboTka, y4eT M XpaHCHUE
CIY)KEOHOM JOKYMEHTAIMM [ONeKTpOHHEIN pecypc] : mpakruyeckoe nmocodue / E. 1. CMupHOBa.
— 2-e u3J1. — DIEKTPOH. TEKCTOBLIE JaHHbIe. — Capartos : 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), BKJIOYas NPodeccCHOHAIBbHBIC 0a3bl
JAHHBIX U MHGOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

JUiss OCBOGHMS JUCHMILIMHBI OOYYaroleMycsi HEOOXOAWMBI CJIEIYIOIUEe PecypcChl
MH(}OPMaLlMOHHO-TEIEKOMMyHUKAIIMOHHOM ceTn «HTepHEeT»:
— Caiir baiikanbckoro rocy1apcTBEHHOIO YHUBEpCUTETa, ajpec noctyna: http://bgu.ru/, noctyn
KPYTJIOCYTOYHbIN HEOTpaHWYEHHBbIN U3 110001 Touku MHTepHEeT
— NBUC - YHuBepcaibHble 60a3bl TaHHBIX, agpec goctyna: http://www.dlib.eastview.ru/. noctyn
KpYTIJIOCYTOUYHbI HEOTpaHWYEHHBINH U3 J1000i Touku VMHTEpHET mpu YCIOBUM PETUCTPALUU B
BI'Y
— Hayunas osnexktponnas Oubnmoreka eLIBRARY.RU, aapec pocryma: http://elibrary.ru/.
JOCTyll K POCCHUMCKMM JKypHalaM, HaXOISIIMMCS IOJHOCTbIO MM YaCTUYHO B OTKPBITOM
JIOCTYTIE MPH YCIOBUU PETUCTPALIUN
— OOpa3npl ¥ MabIOHBI TOKYMEHTOB, ajapec nocrtyma: http://www.working-papers.ru. ngoctyn
HEOIPaHWYEHHBIN

9. MeroauvecKkue yKa3aHUu sl 00y4alOIUXCH 110 OCBOCHUIO JUCUMILIMHBI (MOXYJIS)
N3yuaTh AMCHUIUIMHY PEKOMEHAYETCS B COOTBETCTBHMU C TOM MOCIEIOBATEIbHOCTHIO,
KoTopasi o0o3HaueHa B ee cojaepkaHuu. [[ns ycmemmHoro ocBoeHHs Kypca oOydarouiuecs
JIOJKHBl HMMETh TIepBOHAYANbHBIE 3HAaHWS B OONACTH MEHEIKMEHTa, KOMMEpYeCKOn
JEeSTEIIbHOCTH NMPEANPUATHS, UICTOPUU, SKOHMUYECKOU KYIbTYPBI
Ha JICKOUAX IPCIoAaBaTC/ib O3BYUMUBACT TEMY, 3HAKOMUT C IMCPCUHCM JIUTCPATYPHI 11O
TeMe, OOOCHOBBIBA€T MECTO M pOJIb 3TOH TEMbl B JaHHOW JWCUUIUIMHE, PAacKpbIBaeT ee
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MpaKTHYeCcKoe 3HaueHue. B xojae JeKkiuil CTyAeHTY HEOOXOAMMO BECTH KOHCIEKT, (pUKCUpPYS
OCHOBHBI€ MTOHATHS U MPOOIEMHBIE BOIIPOCHI.

[IpakTuyeckne (CEeMHHAPCKHE) 3aHATHS IO CBOEMY COJAEP)KAaHHUIO CBSI3aHBI C TEMATUKON
JIEKIMOHHBIX 3aHATUH. HaunHaTh MOATOTOBKY K 3aHSATHUIO 1€JIECO00Pa3HO C KOHCIEKTa JICKIIUHA.
3amanue Ha TPAKTHYECKOEe (CEMHHApPCKOE) 3aHSATHE COOOMIAeTCsl OOYyYaroIuMCcs OO0 €ro
npoBeneHus. Ha cemuHape mpernogaBarenb OpraHu3yeT OOCYXAEHHE HTOW TEMbl, BBICTYyMAas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTA M HKCHEpTa Y4eOHO-TIO3HABATEIBHOW ESTEIbHOCTU
00yyJaromerocs.

N3ydyenne quCUIUIMHB (MOJTYJIsl) BKIIOYACT CAMOCTOSATEIbHYIO PaboTy 00ydaroImerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEIbHON pabOThI CTYACHTOB C y4acTHEM IpenoaaBareneit
SIBIISTFOTCSL:

* TEKYIIHE KOHCYJIbTAIlUH;

* KOJUIOKBHYM Kak (popMa KOHTPOJISI OCBOCHHUS TEOPETUUECKOTO COACPIKAHUS TUCIIUILIINH:
(B yachl KOHCYNBTAIUH, IPETYCMOTPEHHBIEC YUYECOHBIM TLIAHOM).

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

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

* CaMOCTOSITENIbHOE H3yYEHUE OTIENbHBIX TEM WJIM BOMPOCOB MO Y4YeOHUKAM WIU
y4€OHBIM TTOCOOUSIM;

* HanucaHue pedepaTos, JOKIAIOB;

* MOJITOTOBKA K CEMUHApaM.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOT M, HCIIOJIb3YEMbIX IIPH OCYIIECTBJICHU U
o0pa3oBaTe/ILHOIO Mpolecca Mo JMCHUILINHE (MOAYJ110), BK/II0Yasi lepeyeHb
NPOrpaMMHOI0 o0ecrne4eHus

B yueGHOM mpoliecce UCTIOIb3yeTCs CeAyIollee NPorpaMMHOE 00ecTieueHue:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader 11,
— Koncynsrantllntoc: Bepcus Ilpod - nnpopmanronHas cipaBovHas cucrema,

11. Onucanne MaTepuaJbHO-TeXHNYeCKOH 0a3bl, HEOOXOAUMOIi VIl OCyIIeCTBJICHUS
00pa3oBaTeIbHOIO NMpoLecca Mo JUCHUIIHHE (MOAYJII0):

B yuebrOM mporiecce ucmoib3yeTcs caeayroliee 000pya0BaHueE:
— ITomenieHust [y CaMOCTOSATENIBHOM PabOThl, OCHAILIEHHBIE KOMITBIOTEPHOM TEXHUKOM €
BO3MOKHOCTBIO MOKITIOUeHUs K ceTH "MHTepHeT" n o0ecnieueHreM J0CTymna B JJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpelly BY3a,
— YueOHble ayTUTOPUU 7S IPOBEACHHUS: 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATUH CEMUHAPCKOI0
TUIA, TPAKTUYECKUX 3aHATUH, BHITIOJIHEHUS KyPCOBBIX pabOT, IPYNIIOBBIX U WHAWBUYAIbHBIX
KOHCYJIbTAIIMH, TEKYILIEro KOHTPOJIS U MPOMEKYTOUHOM aTTeCTalliH, YKOMIUIEKTOBAaHHBIE
CHeUATU3UPOBAHHON MEOEIbIO U TEXHUUECKUMU CPEICTBAMH 00yUueHUs,
— Habops!1 neMoHCTparimoHHOTO 000PYAOBaHUS U y4eOHO-HATIISTHBIX TOCOOMIA



