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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
JTaHHOM: "DNeKTpOHHAsE KoMMmepIus'"

4. O0bem AUCHMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIHYeCTBa
aKajgeMHYecKHX YacoB, Bbl/IeJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4yaroimuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYI0O Pa0doTy
0o0y4aromuxcs

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

Buz yue6HO# paboThl KonnuecTBo yacos
KonrtakTHas(ayauTopHas) pabora
Jlexknuu 18
[TpakTaeckue (cem, 1a6.) 3aHATHUS 36
CamocrosTenbHas paboTa, BKJIIOYas MOATOTOBKY K 9K3aMEHaM U 54

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 TeKy1ero
Ne Pa3nes u Tema Ceme-|Jlek- P pa P y
Jlabopar.| cTOSIT. | KTUBHOM KOHTPOJIA
n/n AUCUHMILINHBI CTp | HuM
IIpakTnu. paod. popme yCIeBaeMoCTH
IToaroroska
JIOKJIaJ0B. Y CTHBIN
ornpoc ""OcHOBHBIE
TepMUHOJIIOTMYECKHI TOHATHUS
1 12 | 4 8 11
anmnapar JIOKYMEHTUPOBaHUS,
Knaccudukanms
JOKYMEHTOB.
I'OCTwer"
Cayx0a
TOKYMEHTAIlHOHHOT'O I'pynmoBoii mpoekt
2 loOecrieueHus 12 4 8 11 "Opranuzanus
YIpaBJeHUS: 3a]a4u, cityx0b1 JJOVY"
(yHKIINH, CTPYKTYpa
Pewmenne keiica
JlokymeHT. CucteMbl " TloKyMeHTHpOBaHHE
3 |nokymeHTOB. OCHOBHBIE | 12 4 6 11 y P o
YIPABJICHYECKOM
TOKYMEHTBI YITpaBICHUS "
NESATEIbHOCTH
[ToaroroBka u
o(opMIIEHHE OCHOBHBIX NunuBuyanbHbIA
4 [BUIOB OPraHM3allMOHHO- | 12 4 8 11 npoekT "Pa3paboTka
[pacTopsIUTEIIbHBIX JIOKYMEHTOB"
JTOKYMEHTOB
TectupoBanue
"Opranu3zanus
Opranu3zanus XxpaHeHHUs
XpaHeHUs
S  |1OKyMEHTOB M KOHTpoJs | 12 2 6 10
JIOKYMEHTOB U
3a UCTIOJTHEHHUEM
KOHTPOJIS
UCIoNHeHus"
UTOT'O 18 36 54
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 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- Pa3sHOBUIHOCTH JJOKY-MEHTOB, OpPraHU3allMOHHO-
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.

[ToaroToBka u 0)opMIICHHE OCHOBHBIX BHJIOB OpPTraHU3aI[MOHHO-
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, Onucanmne
3Taﬂbl HeOﬁXO)]l/lMl)le JJISI OIEHKH o
MUDOBAHMS 3HAHUH, YMeHMii, HABBIKOB nolzca;::e.l:lzz "
(l)op posa . Hepeqem, (ByHI’I: M (WJIH) ONbITA P P
N KOMIIETCHIIUH 3.1...3 JesITeTIbHOCTH. OUEHHBANH
e (popmupyembix ( d...2.n, i KOMIeTeHIuii Ha
(Tema u3 . XapaKTepH3yIOLIMX 3TANbI
II/II o KOMIIeTeHI UM y.l .. .y.n dopMupoBanus Pa3IMYHBIX dTanax ux
paboueii ? PMHPC (dopmupoBanus,
no ®I'OC BO H.1...H Il) KOMIIeTeHIMii B Ipoiecce
HpOrpaMMbI olloce . < OINMHCAaHHE IIKAJ
OCBOCHHUSA Oﬁpa30BaTeJ’ILHOI/l 100
AMCUMILTHHBI) nporpaMmb1 ouennsanus (1o 100-
(Hanvienosanne 0aNIBHOI KaIe)
OICHOYHOI'0 cpeacnza)
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKyMEHTaJbHOMY
odopMIICHHIO
OpraHu3aIlMOHHO-
YIpaBJIEHYECKUX
[peLeHni .
IToaroroBneHHbII
V Vaers W 3alIMIIEeHHBIN
: OKJIa,
TOKYMEHTaJIbHO A A
1. A ep— OIICHUBAETCS J10
1 [Tepmunonoruueck |OITK-3 P [ToaroToBKa JOKJIA0B 17 6ansos, B
N OpraHu3aIlMOHHO-
Wi anmapart 3aBUCUMOCTH OT
YIpaBIEeHUIECKHE
bermenms MTOJTHOTHI
ACKPBITHS TEMBI.
H.Bnaners HaBBIKaMHU packp (17)
o opMIIeHHUS
OTJIEIbHBIX PEKBU3UTOB
[pU IOKyMEHTaJIbHOM
odopmIIcHHN
OpraHU3allMOHHO-
YIpaBJIE€HYECKUX
eIIeHU I
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
OrieHUBaeTCCS B
TOKyMEHTaJIbHOMY
odOpMICHHIO 3aBUCUMOCTH OT
P 'YcTHBIN ompoc MOJIHOTHI U
OpraHu3aI[MOHHO- M
OCHOBHBIE TTOHSTHS MPaBUIILHOCTH
YIpaBIEHIECKIX
2 OI1K-3 - IIOKYMEHTUPOBaHUA, OTBETOB Ha
P Knaccugukarus BOIIPOCHI 110 TEME,
v Vaers nokymeHtoB. OCTor" 3a/1aBa€MbIX
I[(;Ky'MeHTaJILHO npenojaBaTesieM
5
odopmiLsTh ®)
OpraHu3allMOHHO-




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
KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
Ne (popmupyembix ( .d...2.n, i KOMIIeTeHIii 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 . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
YIpaBIeHUYECKHE
[peleHus
H.Bnanets HaBBIKAMH
odopmicHUs
OTJIEbHBIX PEKBU3UTOB
[P IOKyMEHTaJIbHOM
odopmIeHIN
OpraHU3alMOHHO-
YIIPABJIEHYECKUX
eIIeHU I
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKyMEHTaJbHOMY
0 opMIICHHIO
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
[peleHu i
2. Cimyx0a Y. YmMeth TpoexT coctour
3 8 3amaHuii.
TOKYMEHTALlUOHHO TOKYMEHTAJIEHO N
['pynnoBoi npoexT [IpaBuibHO
ro o0ecrieYeHus 0QOpMIIAT '\

3 OI1K-3 Opraam3anus cayXObl |  BBIIOJHEHHOE
YIIpaBJICHUS OpraHU3alMOHHO- 0" saatie
3anayu, QyHKIUU TIpaBJIEHYECKHE
céyﬂ;gg HHH, gelrj)lem/m olieHUBaeTcs B 4

6amna. (32

H.Bnaners HaBbIKaMu (32)

odopmIIeHHS

OTJIETbHBIX PEKBU3UTOB

MpU JTOKYMEHTaIHbHOM

odopmiIeHIN

OpraHu3aIlMOHHO-

YIpaBJIEHYECKUX

elIIeHU I

3.3HaTh OCHOBHBIE

TpeOOBaHUS K

TOKYMEHTaJIbHOMY

odopmiieHnIO

OpraHu3alMOHHO- Pewenuerecra

YIIPaBJIEHYECKUX oneHuBaercs B 20

[pereHui Garnos.
3. JlokyMeHT. [IpaBunbHBII
CrcTeMbl Y. YMetb Pemienue ketica OTBET

4 [LOKYMEHTOB. OITK-3 TOKYMEHTaJIbHO " JlJoOKyMEHTUPOBAHHE olleHUBaeTCs B 1
OcHOBHBIE 0QOpMIIATH YIpaBJIEHYECKOM Oa,
TOKYMEHTBI OpraHru3alMOHHO- e TeIbHOCTH" HenpauBJIbHBIH -
yIpaBJeHUS yIpaBleHUYECKHE 0aJUTOB, HETIOTHBIH

[peleHus NpaBUJIbHBIN
H.Bnanerr HaBBIKaMU otBet- 0,5 Ganna
odopmitenns (20)

OTAENbHBIX PEKBU3UTOB
[pU TOKYMEHTaJIbHOM
o opMIICHHN
OpraHu3aIMOHHO-




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?122 -
3HAHUH, yMeHH i1, HABBIKOB
¢opmupoBanus Mepeuens (BYHabrI: w (1) ombira KpUTepHeB
KOMIIETEH i JeSATENLHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? pMHp dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
YIpaBJIeHYECKUX
[pelIeHu
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopmiteHnIO
OpraHu3aIlMOHHO-
YIIPaBJIEHYECKUX
[peLeHni
IIpoekT cocTtout
4. ITogroroBka u V. VYMeTh P o
U3 IBYX 3aJaHUM.
odopmIieHIEe TOKYMEHTaJIbHO N
OCHOBHBIX BHJIOB 0OpMIIATH VIRIBHIY AL Hb1A Hpasubno
5 OIIK-3 P npoekT "Pa3paboTka BBITIOJTHEHHOE
OpraHu3aluOHHO- OpraHu3aIlMOHHO- "
TOKyMEHTOB 3a/1aHue
[pactopsAUTEIbHBI YIpaBIeHUYECKHE
OLIEHUBAaeTCcs B 5
X JIOKYMEHTOB [peleHus Ganos. (10)
JIIOB.
H.Bnanets HaBbIKaMH
odopmIICHHS
OTIENbHBIX PEKBU3UTOB
[pU TOKyMEHTaJIbHOM
odopmIeHIN
OpraHU3alMOHHO-
YIpaBJIEHYECKUX
elIeHU I
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKyMEHTaJIbHOMY
o opMIICHHIO
OpraHu3aI[MOHHO-
YIIpaBJIEeHYECKUX Tect cocTout u3
[peIIeHuit 16 BOTIPOCOB.
Kaxxap1ii mosHbIH
YV.VYmeTh NpaBUJIbHBIN
5. Opranuzauus TecTtupoBaHue
TOKYMEHTaJIbHO '\ OTBET
XpaHeHUs Opranuzauus
0QOpMIIAT oreHuBaercs B |
6 |1OKYMEHTOB U OI1K-3 XpaHEHUs] JOKYMEHTOB N
OpraHu3allMOHHO- 0aJiy, HEMOJTHBIH
KOHTPOJIS 32 1 KOHTPOJIA N
YIIpaBIeHICCKHE " MPaBWIIbHBII
MCIIOJTHEHUEM ICTIOTHCHUS
[peIeHAS otBeT - 0,5 Gamna,
H.Bianets HaBBIKAMH HEeTpauBIIbHBIN
o opMIIeHHUS oTBeT - 0 6aysIoB
OTJIEIIbHBIX PEKBU3UTOB (16)
[P IOKyMEHTaJIHbHOM
odopmIIcHHN
OpraHU3alMOHHO-
YIpaBJIE€HYECKUX
eHICHUH
HTtoro 100

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



PabounM y4yeOHBIM IIAHOM NPeLyCMOTPeH JK3aMeH B cemecTpe 12.
BOITPOCHI JJ15 ITIPOBEPKU 3HAHUI:

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

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIE OPraHM3ALMOHHO-
yHpaBJ/IeHYeCKHe pelleHHs] ¢ Y4eTOM HX CONHAJIBHONH 3HAYMMOCTH, COAeHiCTBOBATH MX
peau3aliy B yCJIOBHAX CJI0KHON U AUHAMUYHOM Cpelbl M OLICHUBATH UX MOCJIeICTBHUS

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

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

2. B kakux ciydasx NpUMEHSETCS CMellaHHas QopMma OpraHu3aluu JOKYMEHTHPOBAaHUS
npo¢eCcCHOHATIBLHOM e TebHOCTH IPUMEHSETCs?

3. B kakoM nopsIke pacronararoTcs JOKYMEHTBI — Jieja B HOMEHKIaType Jaen?

4. B TeueHUM KaKOTo CpOKa JEUCTBYET yTBEP)KICHHAsI HOMEHKJIATypa Jaen?

5. I'ne perucTpupyroTcsi HPOTOKOJIBI U PEIIEHUs KOJUIeruu?

6. J11st yero HeoOXoaMMa perucTpanus?

7. K kakoii kateropuu paOOTHHKOB OTHOCATCS CEKpeTapd, MOMOLIHUKH PYKOBOJUTEIS
opraHu3amuun?

8. Kak oopMIIstOTCS perucTpaliioOHHbIC CBEICHUS?

9. Kakue 1oOKyMEeHTHI OJIekKaT perucTpanuu?

10. Kakue JOKyMEHTBI COCTaBIISIIOT HOMEHKIIATYpy Aei?

11. Kem ocymectBisiercst JIOY Ha npeanpusitun?

12. KTo mpyHMMaeT y4yacTHE B COCTaBIEHUN HOMEHKJIATyphl A€’

13. KT0 cocTaBisieT mpoeKT ToKymMeHTa?

14. Ha3oBuTE 21€MEHTHI JOKYMEHTHPOBAHMUS

15. OcHOBHBIM OOBEKTOM H3yuU€HUS B JIOKYMEHTHPOBAHUHM NPOPECCUOHAIBHON NEATEIbHOCTH
ABJIAETCS:

16. Ilepeuncnute 3a1a4u JOKYMEHTHPOBAHUS

17. Ilo xakuM NpPUHIMIAM CIEAYyEeT OPraHU30BBIBATh JTOKYMEHTHPOBAaHHE NMPO(EeCcCHOHANBHOM
JeSTeIbHOCTH Ha IPEAIpUSITUN?

18. Ilo kakomy mpu3HaKy OyayT opMUpPOBaThCs TOKYMEHTHI ¢ 3arojoBKoM jaena «Ilepenucka c
BBICIIMMHU y4EOHBIMU 3aBEJICHUSIMU O COBMECTHOM MOJTOTOBKE CIEIIUAIUCTOBY?

19. Yto Takoe 1oKymMeHT?

20. Yto Takoe perucrpauus 10KyMEHTOB?

TUITOBBIE 3AJIAHWSA J1J151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owmiera (30 OamwoB), BHUJ Bompoca: 3ajaHue Ha ymeHue. Kputepuii: 3amanue
orieHuBaetcs a0 30 6amioB B 3aBUCHUMOCTH OT ABYX cocTaBisromux: coorBerctBue ['OCTy
OTHOCHUTECIIBHO HATMYUA 1 MECTOITOJIOKEHUA PEKBU3UTOB TOKYMCHTOB, CTUJIb U3JIOKCHHU..

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIE OPIraHM3ALMOHHO-
yhnpaBJ/ieHYeCKHe PellleHUs ¢ y4eTOM HX COUHMAJbHOH 3HAYHUMOCTH, COAEiiCTBOBATH MX
peau3aly B yCJAOBHAX CJI0KHON M AUHAMUYHOM Cpelbl M OLICHUBATH UX MOCJIEICTBHUS

YMmenue: YMeTb JOKYMEHTAIBHO O(OPMIIATh OPraHU3alOHHO-YIIPABICHYECKUE PELLICHUS
3anaua Ne 1. Pa3zpaboTath mpukas 1o 3alaHHOi TeMe

TUITOBBIE 3ATAHIA JUTA ITPOBEPKH HABBIKOB:



3-it Bompoc Omnera (30 GamioB), BuA Bompoca: 3agaHue Ha HaBbIkUM. Kpurepuii: 3amanue
oueHuBaercs 10 30 OalIoB B 3aBHCHMOCTH OT IOJHOTHI BBIBOJIOB aHalM3a JOKYMEHTOB. B
BBIBOJIAX JOJDKHBI OBITH OTPAXKEHBI: YMECTHOCTh MCIIOJIB30BAHUS TUIA IOKYMEHTA JUIs 3aJaHHON
CUTYallU{, HAJIMYME HEOOXOJUMBIX PEKBU3HUTOB..

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIE OPraHM3ALMOHHO-
yHpaBJ/IeHYeCKHe PelleHHs] C Y4eTOM HX COLHATbHOH 3HAYMMOCTH, COAEHCTBOBATH MX
peaju3aly B YCJIOBHAX CJI0KHON U AUHAMUYHOM cpelbl M OLICHUBATH UX MOCJIeICTBHUS

HaBbix: Brnagers HaBbikaMu OQOpPMIICHHS OTAEIbHBIX PEKBU3UTOB TMPU JOKYMEHTAIbHOM
0(OPMIICHUH OPTaHU3AIMOHHO-YIIPABICHYSCKUX PEIICHUN
3aganue Ne 1. [TpoBectu aHaJIM3 CTPYKTYPHI IOKYMEHTA

OBPA3EIL BUJIETA
MI/IHI/ICTepCTBO HAYKH U BBICHICTO 06p330BaHI/I$I

Poccniickoit ®enepaunn Hanpasnenue - 38.03.02 MeHeKMEHT

denepanbHOE TOCYIAPCTBEHHOE OIOKETHOE HpO(bI/IJ'IIn _ YHpaBJ'IeHI/Ie GH3HECOM
00pa3oBaTenpHOE YIpEKICHHIE
BBICILIET'0 00pa30BaHUs Kacdenpa mene/ukmenTa 1 cepBrca
«BAHKAJIBCKHM TOCYJAPCTBEHHBIN /[lucunmnaa - Opraausanus
YHUBEPCUTET» ,Z[OKYMGHTOO60pOTa

(®TBOY BO «BI'Y»)
3K3AMEHAHI/IOHHI)II71 BUJIET Ne 1

1. Tect (40 GamoB).
2. Pa3paborarts npukas no 3aganHoit reme (30 6anioB).
3. [IpoBectu ananu3 CTpyKTyphl JokymenTa (30 6amioB).

CocraBurenb A.B. CunanTeeB

3aBenyronui kageapou E.A. lllaruna

7. llepeyeHb OCHOBHOI 1 1I0NIOJHUTEJILHOI y4eOHOM JIUTEepaTypbl, HE0OX0AMMOM s
OCBOCHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHasl JIMTeparypa:

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

2. I'BaeBa, U. B. Jlenonpou3BoACTBO [DieKTpOHHBIN pecypc] : cnpaBounuk / U. B. I'Baesa, C. B.
CobaneBckuii. — DIEKTPOH. TEKCTOBbIE JlaHHbIe. — MuHck : TerpaCucreme, Terpanut, 2014.
— 224 c. — 978-985-7067-96-1. — Pexum gocryna: http:// www.iprbookshop.ru/28072.html

0) AOMOJIHUTEIbHAS JIUTepaTypa:

1. Auapeea B. U. Jlenonpon3BoacTBO: OpraHu3aiiusi U BeJAeHUE. peK. Yuel.-MeTo. MeHTPOM
"Knaccuueckuil yueOHUK". yuel.-pakT. mocobue s By30B. 3-e u3l., nepepad. u nom./ B. W.
Anpapeesa.- M.: KaoPyc, 2010.-294 c.

2. IaBnenko E. A. JlokyMeHTallMOHHOE OOeclieueHUe YNPAaBJICHUS: BBIMOJIHEHHE paboOT 1o
npodeccuu  Aenonpou3BoAuTeNb. npaktukym/ coct. E. A. IlaBmenko.- Hpkyrck: W3a-Bo
BI'VOIL, 2014.-78 c.


www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html

3. CwmupnoBa, E. II. Jlemonpou3BOACTBO JUIsL cekperaps. Pa3paboTka, yuerT W XpaHEHHE
CIIY)KeOHON TIOKYMeHTauuu [ DneKTpoHHEIN pecypce] : mpaktrnuyeckoe mocodue / E. I1. CmupHoOBa.
— 2-e u3J1. — DJIEKTPOH. TeKCTOBbIE januble. — Caparos : Al [Tu Dp Meauna, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexxum poctyna: http:// www.iprbookshop.ru/79622.html

8. Ilepeuenb pecypcoB HMH(OPMANHOHHO-TEJEKOMMYHHKANUOHHON ceTH «UHTepHeET»,
He00XO0IUMBIX /IJIsl OCBOCHHUS IMCHHUILIMHBI (MOAYJIsl), BKJIIOYasi nmpodeccuoHaIbHbIe 0a3bl
JAHHBIX H MH(OPMAIMOHHO-CTIPABOYHbIE CHCTEMBI

Jlis  ocBOGHHS AMCHMILIUHBI O0ydYaromeMmycsi HeOOXOIMMBI CIIEAYIOIIUE PECYpCh
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTn «HTepHeT»:
— Caiit BaiikanbCckoro rocy1apcTBEHHOr0 YHHBEpCUTETA, ajpec AocTyma: http://bgu.ru/, noctyn
KPYTJIOCYTOYHBIM HEOTpaHUYEHHBIN U3 000 Toukn VHTepHeT
— VMBUC - YHuBepcansHble 0a3bl JaHHBIX, ajgpec nocrymna: http://www.dlib.eastview.ru/. moctym
KPYIJIOCYTOYHBIM HEOTpaHUYEHHBINH M3 000 TOYKM MHTEpHET MpH YCIOBUH PETUCTpAIMU B
bI'y
— Hayunas osnextponnas OumOmmoreka eLIBRARY.RU, anmpec mocryma: http://elibrary.ru/.
JIOCTYIl K POCCHUHCKHM >KypHaJIlaM, HaxXOJSIIMMCS MOJHOCTbIO WM YAaCTUYHO B OTKPBITOM
JIOCTYTIE TIPU YCIIOBUU PETUCTPALIUU
— OO6pa3upl 1 mabaoHbI JOKYMEHTOB, aapec moctymna: http://www.working-papers.ru. gocrtym
HEOrPaHWYECHHBIN

9. MeToauveckne yKa3aHUs Al 00YyYAKOIIUXCS 110 OCBOCHHUIO JUCHHUILIMHBI (MOLYJIs1)

W3yuaTh QUCHUIUIMHY PEKOMEHIYETCS B COOTBETCTBHH C TOW ITOCIIEAOBATEIHLHOCTHIO,
KoTopasi o0o3HadeHa B ee coaepxaHuu. [[is ycmemHoro OcCBO€HHUS Kypca OOydaroluecs
JIOJDKHBl HMMETh TIePBOHAYANbHBIC 3HAHWS B OOJACTHM MEHEIKMEHTa, KOMMEPYeCKOU
JESTENIbHOCTH MPEANPUSATHS, ICTOPUU, IKOHMHUECKOH KyIbTYPHI

Ha nexmusx mpenojaBarenb 03ByYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMTEPATYpPHI IO
TeMe, OOOCHOBBIBAET MECTO M pOJIb J3TOH TEMbl B JaHHOW IUCIUIUIMHE, PACKPHIBAaET ee
NpakTUYecKoe 3HaueHue. B Xoje JeKnuid CTyIeHTYy HEOOXOAWMO BECTH KOHCHEKT, (PUKCHPYs
OCHOBHBIE MTOHATHS U MPOOJIEMHBIE BOTIPOCHI.

[IpakTryeckne (CEeMHHAPCKHE) 3aHSATHS 110 CBOEMY COJCPIKAaHHUIO CBSI3aHBI C TEMATUKON
JIEKIIMOHHBIX 3aHATUH. HaumHATh MOATOTOBKY K 3aHATHIO IEIECO00Pa3HO ¢ KOHCIEKTa JEKIIUH.
3ajmaHre Ha TMPaKTUUECKoe (CEMUHAPCKOE) 3aHsATHE COoOOIaeTcss OOydJaronuMmcsi A0 €ro
npoBeneHus. Ha cemuHape mpernogaBaTtenb OpraHuU3yeT OOCYXAEHHE HTOW TEMbI, BBICTyMas B
Ka4ecTBE OpraHW3aTopa, KOHCYJIbTaHTAa M HKCIEpTa Y4eOHO-TIO3HABATEIBHOW IESTeIhbHOCTH
oOyuarorerocs.

N3ydenne qucuuminHel (MOIyJsl) BKIOYAET CAMOCTOSTENbHYIO paboTy 00ydaroIerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEIBHON pabOThI CTYACHTOB C y4acTHEM IpernoaaBaTeneit
SIBIISTFOTCSL:

* TEKYIIIHE KOHCYJIbTAIUH;

* KOJUTOKBHYM Kak (popMa KOHTPOJISI OCBOCHHUS TEOPETUIECKOTO COICPIKaHUS TUCIIHTLIIH:
(B yachl KOHCYNBTAIN, IPETYCMOTPEHHBIE YIEOHBIM TUIAHOM).

OCHOBHBIMHU BHJIaMU CAMOCTOSITEITLHON paOOTHI CTY/IGHTOB 0€3 y4JacTus Iperno/aBaresei
SIBIISTFOTCSL:

* popMuUpOBaHUE U YCBOCHHUE COJIEP KAHMS KOHCIIEKTa JIEKINI Ha 6a3e peKOMEHI0BaHHOU
JIEKTOpPOM Y4eOHON JuTeparypbl, BKIOYas WHGOPMAIMOHHBIE O00Opa30BaTeIbHBIC PECYPCHI
(97K TpOHHBIE YUEOHUKH, JIEKTPOHHbIE OMOIUOTEKH U Ip.);

* CaMOCTOSITENILHOE H3yYeHUE OTIENbHBIX TEM WJIM BOMPOCOB MO Y4YeOHUKAM WITU
y4eOHBIM TTOCOOHSIM;

* Hanucanue pedeparos, JOKIAIOB;

* IOATOTOBKA K CEMHUHApaM.


www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html

10. ITepeyenb MHGPOPMALMOHHBIX TEXHOJIOTMI, HCIOJIb3yeMbIX NPH OCYILECTBJIEHUMN
00pa30BaTeJbLHOI0 NMPOoLEcca Mo JUCHUILINHE (MOYJ/II0), BKJIIOYAs NlepeYyeHb
NMPOrpaMMHOI0 o0ecrneyeHust

B ydeGHOM mpoliecce UCoIb3yeTces ciaeaytoliee NporpaMMHOe o0ecTieueHue:
—7-Zip,
— MS Office,
— Adobe Acrobat Reader_11,
— KoncynprantlInroc: Bepcus [Ipod - nadopmarimonHas cripaBoyHas CUCTEMa,

11. Onucanne MaTepuaIbHO-TeXHNYECKOH 0a3bl, HEOOXOAUMOI 111 OCyLIeCTBJICHUSI
00pa30BaTeJbLHOI0 NMPoLEcca Mo AMCHUIINHE (MOYJII0):

B yuebHOM mporiecce ucoib3yeTcs ciaeayoliee 000pya0BaHue:
— IlomeneHus 17151 CAMOCTOSITENILHOM pabOThI, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXXHOCTBIO TIOJIKITFOUeHUS K ceTH "MHTepHeT" 1 o0ecniedeHneM JOCTyTa B AJICKTPOHHYIO
nH(pOpPMaIlMOHHO-00pa30BaTENbHYIO CPENY BY3a,
— YueOHble ayTMTOPUU J1s IPOBEACHMUS: 3aHATHH JIEKIIMOHHOTO TUIIA, 3aHATUH CEMUHAPCKOI0
TUIIA, MPAKTUYECKUX 3aHITHUM, BBIMOJIHEHHS KYPCOBBIX pabOT, IPYNIOBBIX U UHIUBUIYATbHBIX
KOHCYJIbTAIIMH, TEKYILIEro KOHTPOJIS U IPOMEKYTOYHON aTTeCTallui, YKOMIUIEKTOBAHHbIE
CHEIHAN3UPOBAaHHON MEOEBI0 U TEXHUYECKUMU CPEACTBAMH O0YUYCHHS,
— Habopbl 1eMOHCTPAITMOHHOTO 000pYIOBaHUS U YICOHO-HATJISTHBIX TOCOOUI



