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1. llesu u 3212494 AU CIUILIHHBI

[lens AMCIMTUIMHBI - 1aTh 3HAHUSI, HEOOXOAMMBIE VISl TIPABMIIBHOTO COCTABIICHUS U
oopMIIEHUST JOKYMEHTOB, BO3HUKAIOIINX B MPOIIECCE MPUHATHUS U peain3aIiiu
yIPaBICHYECKUX PEIICHUH, OCBOUTH OOIIECTIPUHATHIC B MUPE MPEATIPUHAMATEIHLCTBA
JICKCUKY ¥ CTHJIb JIEJIOBOM M KOMMEPYECKOU KOPPECTIOHACHITUH JJI CBOOOTHOTO H
PaBHOIIPABHOTO OOIICHMS C MMAPTHEPAMH Ha MPEANPHUITHAX. 3a1a91 TUCIIUTUIAHEI -
03HAKOMHWThH CTYJICHTOB C OOIIMMH MPUHIIMITAMH JTOKYMEHTAIIMOHHOTO 00CCIICUCHHMSI
JEATETBHOCTH MPEANPHATHS, C IIOPSIKOM JOKYMEHTHpOBaHUs nHMopmanyu. Hayunts
CUCTEMATH3UPOBATh MH(POPMAIIUIO MO KATETOPUAM U YPOBHSIM JI0CTyTa K HEH.
O3HAKOMUTHCSA € TIOPSIKOM MPABOBOM 3aIUTHI IOKYMEHTUPOBAHHON MH(MOPMALINH U C
OpraHu3alMen parMoHaIbHOTO JBUKEHUS JOKYMEHTOB Ha Tpennpusitud. Hayuuts
Ka4eCTBEHHO U OBICTpO 00padarbiBaTh HHGOPMALIUIO B IEJISIX COBPEMEHHOTO MPUHSATHUS
COOTBETCTBYIOIIUX YIIPABICHUECKUX PEIICHUH. YCBOUTH MIpaBuia U OPMBI JIEJTOBON U
KOMMEPYECKOU MEePENUCKH HA MIPEATPUITHSIX.

Kparkoe cogepxxaHue IuCHUIIIMHBI

[TonsiTHe JOKYMEHTa, CUCTEMBI IOKYMEHTAIIUU U YIIPABICHYECKOM TOKYMEHTAITNH:
TpeOOBaHUS K COCTABICHHIO U opopmiteHHIo, hopMymsip-o0pasell, CocTaB U
PacIoiOKeHNE PEKBU3UTOB; COCTABICHHE U 0()OPMIICHHE OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, MPUKA30B, CIIY)KEOHBIX 3aMHICOK, IPOTOKOJIOB, aKTOB, CIIPABOK U
JOKYMEHTOB JIMYHOTO XapaKTepa; OpraHu3aImsl TOKyMEHTO000pOTa;CUCTeMAaTH3aIUs
JIOKYMEHTOB, HOMEHKJIATypa JIsl X (POPMUPOBAHUS U XPAHCHHS; COBPEMEHHBIC CITOCOOBI
¥ TEXHUKA CO3JIaHUs JOKYMEHTOB;ICJIOBBIC 1 KOMMEPUYECKHE MUChMa: KiIacCUpUKAIIHS,
CTPYKTYypa, CTaHIApTHBIE ()pa3bl M BRIPAKCHUS; TIpaBuiIa U POPMbI KOMMEPUYECKOMH
NEPENUCKN; OpraHu3arus paboThl ¢ JOKYMEHTaMH, COJICP KAIUMHK KOH(MUICHIINATbHBIC
CBE/ICHUSI.

2. Komnerennuu odyuyawuerocsi, opmMupyembie B pe3yJibTaTe 0CBOCHUS
AUCIHUTIJIMHBI

[TnanupyemMble pe3yabTaThl OCBOCHUS [Mnanupyemblie pe3yabTaThl
OII BO (xommnieTeH1Iun) ob0ydenwust o gucruruinHe (3Y Her)

3HAaTh:MIpaBUJIa OCYILIECTBICHUS
JTOKYMEHTAIIMOHHOTO 00€CIIeUeHUAYIPaBICHUECKON

[1K-44 criocoOHOCTHIO OCYIIECTBIIATH JCATCIIbHOCTH
JIOKyMEHTAIIMOHHOE 00eCIIeUeHUE YIPaBICHYECKOM |YMETh:paboTaTh ¢ BHYTPEHHUMHU JOKYMEHTaMHU
JEITELHOCTH MPEATPUATHS

Brnagerb:npuemMamMu 10KyMEHTAlIMOHHOTO
oOecreueHys ynpaBIeHUYECKOH 1eATeIbHOCTH

3HaTh:MpaBUia OCHOBHBIC MPaBUJIa K OCOOCHHOCTH
TOKYMEHTaJIbHOTO 0(pOpMIIEHUS JOKYMEHTOB
pe3yNbTaThl NPOECCHOHAIBHON ACITEIbHOCTH

[1K-17 cnocoOHOCTHIO MPaBMIIBHO U TTOJIHO
OTpakaTh Pe3yJIbTaThl NPOPECCUOHATBEHOM
JESATEILHOCTH B MPOLIECCYAIbHOM U CITyKEOHOU
JOKYMEHTAIuu

YMeTb: pOpPMYIHPOBATH U COCTABISTH OCHOBHBIE
BH/JIbI IOKYMEHTOB, OTPaXKalOIUX YIIPaBICHYECKHE
pELICHUS U IIPOU3BOJACTBEHHYIO JEATEIbHOCTD
IPEANPUATHS

BJI&I[GTI)IHpaKTI/I'-ICCKI/IMI/I HaBBIKaMH COCTaBJICHUA
CTAHAAPTHBIX BUJOB JOKYMCHTOB




3HaTh:0CHOBHBIE TPUEMBI Pa0OThI ¢ Pa3TUUYHBIMU
MH(GOPMAIIMOHHBIMH PECYpCaMU U TEXHOJIOTUSIMU;
Ha IIPAKTUKE IPUMEHATH OCHOBHBIE METO/BI,
CIIOCOOBI U CPEJICTBA MOJIyUYEHHUS, XPAaHEHMUS,
MOWCKA, CUCTEMAaTH3alM1, 00pabOTKHU U Nepeaadn

OK-12 crioco6HOCTBIO paboTaTh C pa3IMYHBIMU WHbopMAIHH

UH()OPMAIIMOHHBIMH PECYpCaMU M TEXHOJIOTUSIMH,
IPUMEHSTh OCHOBHBIE METOIbI, CIOCOOBI M CPEICTBA
MOJTYYCHHSI, XPaHCHUS, TOUCKA, CHCTEMATH3aIlUH,
00paboTKH U nepesadr nHPOopMaLuu

yMGTI:IHpI/IMeHSITI) OCHOBHBIEC METOBI, CIIOCOOEI U
CpEeACTBa MOIYy4YEHUs, XpaHEHHMs], TIOUCKa,
CUCTEMAaTU3aluK, 00pabOTKH U Mepeadn
UH(QOPMAIIK HA NPEANPUATHUSIX

BitageTs:npaBuiiaMy pErUCTPALMKA BCEX OCHOBHBIX
BUJIOB IOKYMEHTOB Ha MPEANPUITHH,
[PaKTUYECKUMHU HABBIKAMU COCTABIICHHUS
HOMEHKJIATY bl €] Ha NPEANPUATHH

3. Mecro nucuuniunnbl B ctpykrype OII BO

[lepeueHb npeANIECTBYIOMNUX AUCIUTUINH, [TepeueHs mocaeAYIONIMX AUCIUTLINH,
BUJIOB PabOT yueOHOro IjiaHa BUJIOB paboT

B.1.07 IlpodeccrnonanbHast ITHKA U CITYKEOHBII
DTHKET,

/1B.1.03.01 Mu(popMaimoHHbIE TEXHOIOTHH B
npodeccHoHaTBHOI eI TeNEHOCTH

b.1.10 Uudopmaruka

TpeboBaHMs K «BXOIHBIM» 3HAHUSIM, YMEHUSIM, HABbIKAM CTYIE€HTA, HEOOXOAUMbIM
IpY OCBOCHHUH JJAHHOM AMCLMIUIUHBI M MPUOOPETEHHBIM B PE3YJbTaTe€ OCBOCHUS
NPEALIECTBYOIUX JUCUUTLINH:

Jucnuninmna TpeboBanus
3HaTh OCHOBHBIE ITpUEMBI paboTel B Microsoft-
b.1.10 Uudopmaruka Office; ymeTh paboTarh ¢ MakeToM IPOrpamMm
Microsoft-Office; Bnaners HaBbikamu padoTsl ¢ [1K

4. O0béM 1 BUABI YUeOHOIT padoThI

OO6m1as TpyA0€MKOCTh JUCHUIUIUHBI COCTABIISIET 2 3.€., 72 4.

Pacnpenenenue
Bcero 110 CeMecTpaM B yacax
By yuebHo# paboThI
4acoB Homep cemectpa
3
OO01mast TpyI0EMKOCTh JUCIUTLITTHBI 72 72
Ayoumopnvie 3aHAmMusL: 32 32
Jlexuuu (JI) 16 16
[IpakTudeckue 3aHATUS, CEMUHAPHI U (HJIN) IPYTHE BUIBI 16 16
ayuTOpHbIX 3aHsaTHi (I13)
Jlabopatopusie pabotsl (JIP) 0 0
Camocmosmenvuas paboma (CPC) 40 40
BBIIOJIHEHUE KOHTPOJIBHBIX 3aJaHUI 10 10
BBHITIOJTHEHHE ceMecTpoBor paboThel Ha Temy " IlpaBuna 30 30
odopMIIeHUsI OCHOBHBIX BUJIOB IOKyMEHTOB"




|B1/m UTOTOBOTO KOHTPOJIS (3a4eT, 1ud.3a4eT, IK3aMeH ) - 3a4eT

5. CoaeprkaHue TUCHMILIIMHBI

OO0beM ayTUTOPHBIX 3aHATUH 11O
paizgena HanmeHoBanue pa3aenoB IUCHUIIMHb BHJIaM B 4acax
Bcero J | 113 JIP
1 |denonpon3BoiCTBO HA MPENITPUITHH. 8 4 4 0
) [TpaBuia opopmiIeHHS OCHOBHBIX BHJIOB OPTaHU3aLMOHHO 16 6 10 0
pacopsANTEIbHBIX TOKyMEHTOB
3 |OcHoBHbBIE IPUHIUIIBI PaOOTHI C TOKYyMEHTaMHU 8 6 2 0
5.1. Jlekuun
Ne Ne Kox-
nexummlpasena HanmMeHoBaHMe WIIN KpaTKoe ColepKaHKe JEKIIMOHHOTO 3aHATUS BO
4acoB
1 1 JlokymeHT. Bunpl, pyHkunu nokymenta. HopmatuBHO-MeToMuECKast OCHOBA ’
nenonpousBojacTBa. FOpuanyeckoe 3HaYeHHE TOKYMEHTA.
2 1 |Bunel Gi1aHkoB ¥ TpeOOBaHUS NPEAbSIBIIEMbIE PU UX 0POPMIIEHUN 2
OpraHu3aliOHHbIE JOKYMEHTHI: 3HaUeHUsI, QYHKIUU U TIPaBUiIa UX OPOPMIICHHS.
VYeraB opranuzanuu. [lonoxxenne 00 opranuzanuy. YupeauTeabHblil J0roBop.
3 2 [AHCTpYyKIMS. MpaBHiia BHYTPEHHETO TPYAOBOTO pacnopsaka. [lonoxenue o 2
nepcoHase. PeriaMeHT. cTpykTypa U mTarHas yucieHHocTs. [lltatHoe
pacnycaHue.
4 > Pacniopsaurenbabie JOKyMEHTBI. [Ipukas. pacniopsbkeHHe U yka3aHue. Beinucka u3 2
[pUKa3a. paCOPSANTENIbHbIE JOKYMEHTBI, IPHUHATHIE KOJUIETHaIbHBIMU OpraHaMHu.
5 ) CnpaBouyHo-uH(pOpMaImoHHbIe JOKyMEeHTHI. CiryskeOHoe muchMo. [IpoTokon. AKT. )
Crnpaska. JloknaaHas 3anucka. ObsICHUTENbHAS 3aIIUCKA.
6 3 OCHOBHBIE IPUHIMIIBI Pa0OTHI ¢ JOKyMeHTaMH. JlenoBas urpa ”HpOBeneHHe" ’
IEJIOBOTO COBEIIAHNS U OCHOBHBIE NPaBUJIa BEJCHUS JI€JIOBBIX IEPETOBOPOB
7 3 |OnepartuBHOE XpaHEHUE €1 U TIOATOTOBKA K NIEpeaye B apXUB HA NPEANPUATHIX | 2
3 3 JKcIepTH3a IEHHOCTH JIOKYMEHTOB. PaboTa ¢ KoH(pUACHIINATLHBIMU )
TOKyMEHTaMU
5.2. llpakTHyecKkue 3aHATHS, CEMHUHAPbI
Ne Ne Koa-
sansTnslpasenal HaumeHoBaHMe MM KpaTKO€ COAEPKaHUE MPAKTUYECKOTO 3aHATHUS, CEMUHApa BO
4acoB
1-2 1 |McTopust BOSHUKHOBEHMS I OCHOBHBIE PEKBU3UTHI JJOKYMEHTA. 4
YeraB opranuzanun. [lonoxenue 06 opranuzanum. YupeauTenbHbIi 10T0BOP.
3.4 ) M HCcTpyKIMA. IpaBuila BHYTPEHHET0 TPY0BOro pacnopsaka. [lomoxenue o 4
nepcoHaie. PernmamMent. cTpykTypa U mraTHast yucieHHocTs. [lltarnoe
pacrucaHue.
5.6 ) [Ipuka3. PacnopsbxkeHne n ykazanue. Beinncka u3 npukasa. pacropsiAuTeNbHbIe 4
JTOKYMEHTBI, IPUHATHIE KOJUIETHATIbHBIMU OPTaHaAMHU.
7 ’ Cayxe6Hoe ucbeMo. [Ipotokon. Axt. CripaBka. JlokaaHas 3ammcka. )
ObsicCHUTEbHAS 3aIICKa.
8 3 |[HomeHnkmarypa nen 2

5.3. JlabopaTtopHbie padoThI




He npenycMoTpenbt

5.4. CamocrosiTesibHasA padoTa CTyAIeHTA

Brimonuenne CPC

Crniucok auTepatypsl (C yKa3aHueM

Bun paGotsl u conepkanue 3aJaHus
pasnenos, riiaB, CTPAHUII)

Koi-Bo yacos

CorracHO OCHOBHOM U JOIOJIHUTEIBHOM

BBITMIOJTHEHHE CEMECTPOBOM pabOTHhI [PEKOMEH/I0BAaHHOM JIUTEPATyphI MO 30
TTUCIIUTIITUHE
CornacHo OCHOBHOM U JOTMOJHUTEIbHON

pellIeHNEe KOHTPOJbHBIX 3aJaHUN [PEKOMEHIOBAHHOM JINTEPATYPHI 110 10
TTUCIUTUTHE

6. UnHOBaMOHHBIE 00pa30BaTe/ibHbIEC TEXHOJIOTUH, HCIOJIb3yeMble B y4eOHOM

npoiecce
WHHOBanmoHHbIE (OPMBI Bun pabotst Kon-Bo
< Kparkoe onucanue
y4eOHBIX 3aHATUN (JI, 113, JIP) ayJl. 4acoB
[IpoBeneHne 1e10BOrO COBEIAHUS U
[IpakTHueckue poBel a Hl
Jlenosas urpa OCHOBHBIE IPaBUJIA BEICHUS JEI0BBIX 2

SAHATUA 1 CCMHUHAPBI

[epEroBOPOB

CoOcTBEHHDBIE HHHOBAaIIlMOHHBIC CIocooObI 1 ME€TO0/Abl, UCITOJIB3YEMbBIC B
06p33OBaTeHLHOM nmpomecce

VHHOBaIIMOHHBIE (POPMBI
0o0y4JeHwms

KpaTKOC OINMMCAaHUC U MPUMCPBI UCITOJIB30BAHUA B TCMAX U pa3aciiax

paz0bop keiicoB

odopmIIeHHE UX

KEHCBI IT0 COCTABIICHHIO JCJIOBBIX COBeH_[aHI/Iﬁ U JOKYMCHTAIIMOHHOC

Hcnonb3oBaHue pe3yinpTaTOB HAyUYHBIX UCCIEA0BAHNUM, IPOBOAUMBIX YHUBEPCUTETOM, B

paMKax HaHHOﬁ JUCHHUIIJIMHBI: HCT

7. ®ona oueHouHbIX cpeacts (POC) Aist npoBeAeHHs TEKYLIEro KOHTPOJIs

YCnI€eBa€EMoOCTH, HpOMC)KyTO‘IHOﬁ arTeCTalli 110 uToraM OCBOCHUSA TUCHUIIJIMHbBI

7.1. llacnopTt poHAA OLIEHOYHBIX CPEACTB

Bun xonTposns

HanmenoBanue pasnenon NoNe
Kontponupyemast komnerenuus 3YHel (BKITIOUAs .
JTUCTIUTLTUHBI . 3alaHuit
TEKYIIHN)
OK-12 cnnocoOHOCTBIO paboTaTh ¢ pa3IuIHBIMHU
UH(POPMAIMOHHBIMU pecypcamu U
(opman peeyp BOIIPOCHI K
TEXHOJIOTUSIMH, TPUMEHSATH OCHOBHBIE METO/IbI,
Bce paznenbt 3a4er 3agery (1-
CHOCOOBI U CPeACTBA MOIYUYEHUS, XPaHEHHS, 27)
MMOMCKa, CUCTEMaTU3aInH, 00pabOTKH 1
nepeaayn HHPOpMaIuu
[TK-17 cnocoOHOCTHIO MPAaBUIBHO U TIOJTHO
N BOTPOCHI K
OTpaXkaTh Pe3yJbTaThl NPOQECCHOHATEHON
Bce paznenst - . 3a4eT 3auety (1-
JeSITeIbHOCTH B MPOLIECCYAIbHON U CITy)eOHOH 27)

JOKYMCHTAaIUH




[TK-44 criocoOHOCTBIO OCYIIECTBIISATH BOIIPOCHI K
Bce paznenst JIOKYMEHTAITMOHHOE 00ECIICUCHHE 3a4eT 3auety (1-
YIIPABJICHUYECKOU JEATEIbHOCTU 27)
[IpaBuna opopmienus
OCHOBHBIX BHUJIOB [1K-44 ciocoOHOCTBIO OCYIIECTBISATh COMCCTPOBAS
OpraHU3aIMOHHO JOKYMEHTAI[MOHHOE 00ecTieueHne 36(5[8_ 1-13
pactopsANTEILHBIX YIPaBICHYCCKOHN JIeITeTLHOCTH p
JIOKYMEHTOB
[TK-44 criocoOHOCTHIO OCYIIECTBIATH
OCHOBHBIE TPUHITUIIBI ceMecTpoBas
JIOKYMEHTAIMOHHOE 00€CIIeueHIE 1-13
paboTHI C TOKyMEHTAMH . pabota
YIpaBICHYECKON A€ITETbHOCTH

7.2. Buabl KOHTPOJIs1, IPOLEXYPbI NPOBeAeHNs, KPUTEPUH OlleHMBAHUSA

Bun
KOHTPOJISI

[Ipouenypsl mpoBeICHNS U OLIEHUBAHUS

Kpurepun onenuBanus

3a4eT

3adeT nmpoBoAUTCA B (hOpME UTOTOBOTO KOMITBIOTEPHOTO
TECTHPOBAHUA, TIO PE3yJIbTaTaM KOTOPOTO CTYJEHT MOXKET
MONyYUTh MakcuManbHo 50 6amnoB. MitoroBoe TecTupoBaHue
conepkut 50 BOIPOCOB, 3aTparuBarolnX BCE pa3aeibl Kypca
" JIOKyMEHTOOOOPOT | JIEIOMPOU3BOACTBO" U TTO3BOJSIONIUX
OIICHUTH C(HOPMHUPOBAHHOCTH KOMIIeTeHITNH. Ha oTBeTHI
orBoguTcs 1 yac. [Ipu olleHHBaHUM pe3yNbTaTOB MEPOIIPHUSATHUS
HCTIONB3YyeTCs OATbHO-PEHTHHTOBAS CHCTEMA OICHUBAHMS
PE3yABTATOB YUEOHOU NEATEIHHOCTH O0YYarOIINXCS
(yTBeprkeHa npuka3oM pekropa ot 24.05.2019 . Ne 179)
[IpaBuNBHEII OTBET Ha BOIIPOC COOTBETCTBYET 1 Oasy.
HenpaBuibHbIi OTBET Ha BONPOC cOOTBeTCTBYET () OasuioB.
MaxkcumanbHOE KoJarudecTBO 0amioB — 50. MuHUMAabHBIH 0ast
- 30. [Tocie MpOXOKICHUSI UTOTOBOTO TECTUPOBAHUS, €TO
pe3yJIbTaThl CyMMUPYIOTCS C pe3yJIbTaTaMu, OJy4YeHHBIMU B
TeueHue yueoHoro cemectpa. [Ipu Heyn0BIETBOPUTETEHOM
MIPOXOXKACHUH TECTUPOBAHUS CTY/IEHTY MOXKET OBIThH
MpeJIOKEeH TEOPETUUECKUI OUJIeT, BKIIFOYAIOLIU 2 Bompoca U3
paznenoB Kypca. Ha moaroroBky oTBeToB CTyAeHTY faercs 45
MHHYT, TTOCJI€ Yero MPOUCXOAUT HHANBUAyaIbHas Oecea ¢
npenojasateneM. B ciyyae HEKOPPEKTHO WIIM HETPABUIIBHO
JIAHHBIX OTBETOB CTYICHTY MOTYT OBITh 3aJIaHbI YTOUHSIOIIINE
BOIIPOCHI U3 3TOM Tembl. [Ipu olleHNBaHUM pe3ynbTaTOB
MEPOTPUSITHS UCTIONB3YETCsl OANTbHO-PEUTHHTOBAsI CUCTEMA
OIICHUBAHUS PE3YyIbTATOB YUeOHOM e TEIbHOCTH
obydaroruxcs (yTBepKIeHa mpruka3oM pexropa ot 24.05.2019
r. No 179) BecoBoii koaddunmenr -1.

3a4TeHo: BeIMYMHA
perTruHra 00y4aromiero ot
60%

He 3auteHo: BenmnunHa
peiiTiHra 00yJaromero
Menee 60%

ceMecTpoBast
pabota

[IpoBepka mpakTHYECKHUX 3aJaHU, BXOASIIUX B COCTaB
CEeMECTPOBOM pabOTHI MO AUCIUIUIHHE. 3aJaHue Ha
CEMECTPOBYIO paboTy BBILAAETCS HA IEPBOM 3aHATUH y4€OHOTO
cemectpa. [locie npoBepku pabOTHI M YCTpaHEHUH BCEX
3aMeuyaHuil pabota gomyckaercs k 3ammure. [Ipu onieHnBanuu
Pe3yIIBTaToOB MEPONPHUATHS HCTIOIB3YETCs OaITbHO-
pPEUTHHIOBasE CUCTEMa OIICHUBAHHUSI PE3YIBTaTOB YUeOHOM
JeSITETFHOCTH 00yJaromuxcs (YTBepKIeHa MPUKa30M peKTopa
ot 24.05.2019 1. Ne 179). MakcumanbHoe KonnuecTBo — 50
6aynoB. MuHumanbHoe KoinnuecTBo 6amios-30. Becosoi
ko3¢ durmeHt meponpusTus — 1.

3auteHo: ot 60% u BeILIE
BBINOJIHEHHE 3aJJaHUH,
IMPAKTUYCCKUX 3a/1aY,
BKJIFOUEHHBIX B
CEMECTPOBYIO paboTy

He 3auTeHo: pedTnHr
oOyyarorierocs 3a
Meponpusitie MmeHee 60 %




7.3. TunoBble KOHTPOJIbHBbIE 3aJaHUS

Bun xonTpons

Tumnosbie KOHTPOJIBHBIC 3aJJaHUA

3a4CT

cortacHo yuebHoMy nocoduto: IlImunr, A. B. [lenonponsBoacTBo Ha npeanpusituu TekcT
yueb. nocodue no HampasiaeHuo 080100 "Sxonomuka" u ap. HanpasieHusMm A. B.
[munar, H. FO. Bapkosa, FO. M. Kasuyra ; FOx.-Ypain. roc. yH-1, Kad. DxoHomuka u
MeHeKMEHT cepBuca ; OYpI'Y. - Yensbunck: Uznarensckuii Lientp OYpI'Y, 2013. - 60,
[1] c. mm.

KoHTpoJIbHBIE BOIIPOCHI U 3ajaHUs AJIs IPOBEICHUS 3aueTa:

1.OcHOBHBIE TpeOOBaHUS 10 OPOPMIICHHUIO YIIPABICHUECKOH TOKyMEHTalUN
2.PeKBU3HUTHI JOKYMEHTOB

3. TpeboBaHus K TOKyMEHTaM

4.OCHOBHBIE I'PYIIIBI YIIPABIEHUYECKUX TOKYMEHTOB

5.IIpuka3bl 10 OCHOBHOI 1€ATEIbHOCTU: OHIATHE, OCOOEHHOCTU COCTABIICHUS U
odopmienus

6.IIpoTokosibl: MOHATHE, 0COOEHHOCTH COCTaBICHUS U 0(OPMIICHHUS

7.AKTBI: HOHSATHE, OCOOEHHOCTH COCTABJICHUS U 0OPMIICHHS

8.JlokJagHbIe 3aIUCKU: TOHSITHE, 0COOEHHOCTH COCTaBJIEHUS U O(pOpMIIEHUS
9.00bsiCHUTENBHBIE 3aITUCKU: TIOHATHE, 0COOEHHOCTH COCTaBIICHUs U 0(pOpMIICHUS
10.CripaBku: MOHSTHE, 0COOEHHOCTH COCTABIIEHUS U 0hOPMIICHUS

11.KoHTpaKThl: MOHATHE, 0COOCHHOCTH COCTaBIEHUs U OpopMIIeHUS
12.JlokyMeHTanus o JIUMYHOMY COCTaBY

13.IIpuKa3sl 0 IMYHOMY COCTaBY: MOHSATHE, OCOOCHHOCTH COCTABJICHUS U 0(OPMIICHHS
14.0cobeHHOCTH cocTaBa PeKBU3UTOB B o(hopmiteHHs o01iero O1aHka, 6JlaHKa MUCchMa,
071aHKOB KOHKPETHOT'O BHJIA IOKYMEHTa

15.®naroBblil M IEHTPOBOM CIIOCOO PACHIOIOKEHHSI PEKBU3UTOB

16.ITonsTus: "opunuaneusiit fokymeHt", "Opurunan”, "Konus", " Ayonukar"
17.Knaccudukanus 10KyMEHTOB, CO3JAIOLIUXCS B IPOLIECCE YIIPaBICHYECKOM
NIESTEIIBHOCTH

18.0OcHOBHBIE PYHKIINU JOKYMEHTOB

19.CymHOCTh YHU(PUKALUY U CTAaHIAPTU3ALUH JJOKYMEHTOB

20.DopmupoBaHue e

21.IToaroroBka A€l K MOCIENYIOIEMY XPaHEHHUIO U UCIIOJIb30BaHUIO

22.COoBpeMEHHOE JIETIOBOE MHCHMO

23I1opsinok paboThl C BHYTPEHHUMHU JOKYMEHTaMH

24.Homenkinarypa nen. OOmiue nojgoKeHus

25.00paboTKa NOCTYMAOIIMX TOKYMEHTOB

26.3amuTa J0KyMEHTOB, COIEpKAIIUX KOMMEPUYECKYIO TallHy

27.CBenieHus1, OTHOCSIMECS K KOMMEPYECKOH TallHE MPeIIPpUITHS

ounetsl k 3a4eTy OCHOBBI J1€70MPOoU3BoACTBa.dOCX; IPUMEPHBIN TECT 1S
noAarotoBku.docx

ceMecTpoBas
pabora

3aaHue Ha CEMECTPOBYIO paboTy:

CocTaBuTh OCHOBHBIC BUJIbI JJOKYMEHTOB, & UMEHHO JIMYHBIE JIOKYMEHTHI
(1.aBTOOMOrpadus, 2.pe3romMe), OPraHU3alMOHHO - PACTIOPATUTENbHBIE TOKYMEHTBI
(3.I1pukas, 4.pacniopspkeHune,S. ciykeOHYyI0 3aMMHUCKy, 6.10KJITHYIO 3aIHUCKY,
7.00BSICHUTENbHYIO 3aITUCKY, 8.perienue, 9.mpotoko, 1 0. BRIMKUCKY U3 IpoToKona, 11.akT
12.cripaBKy JIMYHOTO XapakTepa. 13. crpaBKy MPOU3BOJICTBEHHOTO XapaKTepa).

3aIaHMsl 1711 CeMECTPOBOM paboThl.docx

8. YueOHO-MeTOAMUYECKOE M MH(OPMAIIMOHHOE O0ecTiedeHUue TUCIUIIIMHBI

IeuaTHas y4yeOHO-MeTOAUYECKAS] JOKYMEHTALUS
@) OCHOBHAs TUMepamypa:

1.  Tpynosou xonekc Poccuiickon @eneparum TekcT 1o cocT. Ha 25

aaBaps 2013 1. - M.: Omera-JI, 2013. - 198 c.




2. JemonpousBoactBo: O0pasisl, JOKyMeHTbl. Opranu3aius u
texHonorus padbotel. C yuetom HoBoro 'OCT P6.30-2003 "VHudunmrpoBaHHbie
CUCTEMBI IOKyMEHTAIMU. YHU(PUIIMPOBAHHAS CHCTEMa OPTaHU3aIMOHHO-
pacnopsaIuTeIbHON ToKyMeHTauu. TpeboBanust K 0pOpMICHUIO JOKYMEHTOB"
bonee 120 nok. B. B. I'anaxos, U. K. Kopnees, I'. H. Kcannonyno u np.; Ilox pen.
. K. Kopreesa, B. A. Kynpsesa. - 2-e uzn., nepepab. u gom. - M.: [Ipocmext, 2006.
-455 c.

3. Kupcanosa, M. B. CoBpemeHHO€ 1€10MPOU3BOACTBO TEKCT yueo.
nocoOue Juisi By30B 110 3KOH. cnenuaibHocTsM M. B. Kupcanosa ; Poc. akan. roc.
cy0w1 nipu [Ipesunente Poc. ®enepanuu, Cubd. akaj. roc. CayxO0sbl. - 4-¢ U3, -
M.: UIH®PA-M, 2012. - 312, [1] c. w.

6) OononHumenbHas IUmepamypa:

1.  JenmonpousBoacTBo: Opranuzaius U TEXHOJIOTHH IOKYMEHTAIMOHHOTO
obecrnieueHus ynpasnenus Yueb. 1y By3oB T. B. Kysnenona, JI. B. Cankuna, T. A.
brikosa u np.; Ilox pex. T. B. Ky3znenonoii. - M.: KOHUTH, 2002. - 359 c. uxn.

2.  OxorHukoB, A. B. JIokyMeHTOBEICHHE U ACIONPOU3BOJICTBO Yueo.
nocobue A. B. Oxornukos, E. A. bynaBuna. - 2-e u3z., nepepab. u gorm. - M.: Mapr,
2005. - 301 c.

3. Tomomna, A. . Vctopus rocynapctsa u ipaBa Poccun Yue0. nocooue
15 cpen. pod. odpazoBanus no crnenuanbHocty 0611 "Ienmonpou3BoacTBO U
apxuBoBeneHue" A. . I'omona, C. I. [lanuepnas. - 2-e uza., ucop. v gom. - M.:
Axanemus, 2005. - 190, [1] c.

4. TTwenko, A. B. [JenonpousBoactso A. B. [Tmenko, JI. A. JloponuHna. -
M.: FOpaiit, 2004. - 181 c.

5. JenonpousBoacTso : OpraHuzanusi 1 TEXHOJIOTUU
JIOKYMEHTAIIMOHHOTO o0OecrnieueHus ynpasienus [ Tekct] yue0. ans By3oB T. B.
Ky3nenona, JI. B. Cankuna, T. A. beikoBa u j1p.; o pea. T. B. Ky3nemnosoii. - M.:
IOHUTH-JAHA, 2001. - 359 c.

6. Kyrymesa, T. B. [lenonpousBoactso [Tekct] yaed. mocoOue 1ist By30B
no HanpasieHuto 38.03.02 "Menemxment" (ctenens "6akanaBp') T. B. Kyrymiesa,
T. C. JlackoBa, K. ®@. Mexaniiesa ; noa pea. T. FO. Anonuenko. - PoctoB H//1.:
®denukc, 2017. - 296 c. uin.

7.  Kupcanona, M. B. CoBpemeHHO€ Je10Mpon3BOICTBO TeKCT yueo.
nocoOue Juisi By30B 110 3KOH. cnenuaibHocTsaM M. B. Kupcanosa ; Poc. akan. roc.
ciyx0n1 ipu [Ipesunente Poc. ®enepanuu, Cubd. akas. roc. CiayxO0sbl. - 4-¢ U3, -
M.: UIHOPA-M, 2012. - 312, [1] c. u.

6) omedyecmeeHHble U 3apy6€9fCHbl€ IHCYPHAJIbL NO ducuunﬂuﬂe, umerouuecs 6 oubnuomexe:

2) Memoouueckue YKazanus 0Jisi Cmy0eHmos no 0C80EHUI0 OUCYUNTUHDL:
1. A.B.lmuar, H.IO. Bapkosa, KO.M.Kasuyra Yue6Hoe mocooue
" lenonpousBoAcTBO Ha npeanpusituu'. 1M3-so FOYPT'Y, 2014

U3 HUX: yueOHO-Memoouyeckoe obecneyerHue camoCmosamenbHou pabomol
cmyoenma.

DJIeKTPOHHASI Y4eOHO-MeToAuYeCKasl IOKYMEeHTaIUs



HocrtynHocTh
HaunmenoBanwme |(cets MuTEpHET /
B .
Ne e HaumenoBanue pazpaboTku peeypeap 1 JOKAIBHAT CCTh,
JUTEepaTyphbl AIIEKTPOHHON | aBTOPU30BAHHBIN
dbopme / cBOOOMHEII T10-
cTym)
Eropoga, JI.b. /JlokyMeHTalmoHHOE
obecniedeHue ynpasieHus (JJokyMeHTOBe1eHHE.
OCHOBBI 1€TTOTIPOU3BOICTBA): DICKTPOHHOE DJIEKTPOHHO-
OCHOBHAS yuebHoe 1nocobue [ DneKTpoHHBIN pecypc] : OubnroTeuHas MoxansaasCers /
1 TeDATYDA y4eb. mocoore — DnekTpoH. 1aH. — CaHKT-  [cHucTema CroGOMHBI
patyp [TetepOypr : D0 CII6YTYu3, 2008. — 410 c. |[u3garenscTBa
— Pexxum noctyna: Jlanb
https://e.lanbook.com/book/63757. — 3aru1. ¢
DKpaHa.
Mexyesa, T.H. CnpaBo4HuK 110
. . |9nexrpoHHO-
JIeJIOTIPOU3BOJICTBY [ DIEKTPOHHBIH pecypc] :
OubIroTeUHas
JloronHuTenbHad [cripaB. — DIEKTPOH. AaH. — Mocksa : JlokanpHasCetsb /
P cucreMa .
ureparypa ['poccMenna, 2012. — 264 c. — Pexxum CBOOOTHBII
M3aTeIbCTBA
nocryna: https://e.lanbook.com/book/9065. — Tans
3anI. ¢ dKpaHa.

9. UndopManinoHHbIe TEXHOJIOTHH, HCIIOJIb3yeMble PU OCYHIeCTBIEHUN
00pa3oBaTeJIbHOTO Mpomecca

[lepedeHb UCTIONB3YyEMOIO TPOrPAMMHOTO OOECIIEUEHMS:

1. Microsoft-Office(6eccpouno)

Hepequb HCIIOJIB3YEMBbBIX I/IH(bOpMaIII/IOHHBIX CIIpaBOYHBIX CUCTCM:

1. OOOQO "T'apant¥YpanCepsuc"-I"apanT(6eccpodno)

10. MaTepHaJIbHO-TeXHI/I‘leCKOG obecreueHue AUCHHUIIINHBI

No OcHoBHOE 000py/IOBaHKE, CTEH/IbI, MAKEThI, KOMITBIOTEpHAas TEXHUKA,
Bun 3anaruit aYI_l IpeIyCTaHOBJICHHOE MPOrpaMMHOE 0OecriedeHre, UCTI0Ib3yeMOoe st
Pa3IUYHBIX BUJIOB 3aHSATHI
KonTpons o7 |KOMIbIOTED, MOHOOJIOKH, MOJKIIOUEHHbIE K ceTH VIHTEpHET U ¢ 10CTyIIOM
CaMOCTOSITENIbHOM (36) B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTeNIbHYI0 CPEy YHUBEPCUTETA
paboTHI , IPOEKTOP, IKpaH
o7 [KommBIOTED, MOHOOJIOKH, MOAKIIOYEHHBIE K CeTH VIHTepHET U ¢ J0CTYIOM
Jlexuun (36) B DJICKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEIbHYIO CpEely YHUBEPCUTETA
, IPOEKTOP, FIKpaH
Mpaxrieckue sassrus 127 KOMITBIOTEP, MOHOOJIOKHU, TIOAK/IIOUEHHbIE K ceT MIHTepHeT U ¢ JocTynoM
1 CeMMHapbI (36) B SJICKTPOHHYI0 HH()OPMAIIMOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA
, IPOEKTOP, IKpaH




