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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)

3HATh:MIPUEMBI JI€JI0OBOTO OOIIEHUS U OCHOBBI

MyOJIMYHOTO BBICTYIUICHUS; IPABUIIa BEICHUS

MEpEroBOPOB, COBEIIAHUM, ITPABUIIA JI€JIOBOM

OIIK-4 criocoOHOCTHIO OCYIIECTBIATH JIeJIoBoe  [IEPCIUCKH, B TOM YHCJIC IO CPEACTBAM
oOleHye ¥ My6IMYHbIE BHICTYIUICHHUS, BeCTH  |?ICKTPOHHBIX KOMMYHHKAIUM

IEPCroBOpPLI, COBCIIAHUA, OCYIICCTBIIATH ACJIOBYIO yMGTBZFpaMOTHO COCTaBJIATh JOKYMCHTAIIMIO, B TOM
NEPCIUCKY U MMOAACPKNUBATL SJICKTPOHHLBIC UHUCJIC IIPpU ITOMOIIU DJICKTPOHHOI'O O6paH_[eHI/I${,
KOMMYHUKallun Q)OpMyHHpOBaTI) 1 COCTaBJIATh OCHOBHBIC BHUbI
JOKYMCHTOB Ha INPCAIIPUATHU

BiageTs:pakTH4eCKUMU HaBBIKAMH COCTABIICHMUS
J1€JI0BOY ITEPENUCKH HA NIPEATPUATHIX

3. Mecro nucuuninnbl B ctpykrype OII BO

[lepeuenp npeanIecTBYOMUX JUCIUIUINH, [Tepeuens nociaeayOUMX AUCIUILINH,
BUJIOB paboT y4eOHOro 1miaHa BUJIOB paboT

Her /1B.1.02.01 MH(popMalimoHHbIE TEXHOJIOTHH B




| |npo¢)eCCH0Haan0171 JeSITeTTLHOCTH

TpeboBaHUs K «BXOIHBIM» 3HAHUSIM, YMEHUSIM, HABbIKAM CTYIE€HTA, HEOOXOAUMbIM
IIPY OCBOCHUHU JJAHHOM JAUCIMIUIUHBI U IPUOOPETEHHBIM B PE3yIbTaTe OCBOCHUS

MPEAIIECTBYOMINUX TUCITUTIIAH:
Her

4. O0bém 1 BUABI YUeOHOI padOTHI

OO6mmas Tpy10eMKOCTh JUCHIUILUIMHBI COCTABIISIET 2 3.€., 72 .

Pacnpenenenue
Bcero M0 CEMECTpaM B yacax
Bun yuebHoll paboThl
4acoB Howmep cemectpa
1
OO6mmas Tpy10EMKOCTh TUCIIUTUTHHBI 72 72
AyoumopHhvie 3auamusi: 32 32
Jlexumu (JI) 16 16
[IpakTuueckue 3aHsITHs, CEMUHAPHI U (WIIH) JPYTHE BUIBI 16 16
ayauTopHbIX 3aHaTuil (I13)
JlaGopatopusie pabotsl (JIP) 0 0
Camocmosmenvras paboma (CPC) 40 40
BBITIOJITHEHHE CEMECTPOBOM paboThl Ha Temy " [IpaBuia 30 30
ogopMIIeHHsI OCHOBHBIX BUJIOB TOKyMEHTOB"
BBINOJIHEHUE KOHTPOJIBHBIX 3aJaHUI 10 10
B uToroBoro KOHTpos (3auet, Aud.3a4yeT, SKk3aMeH ) - 3a4er

5. Conep:kaHue qMCUUIIMHBI

O0beM ayTUTOPHBIX 3aHATHH 10
pasjfena HanmeHoBaHue pa3iesioB JUCIUTLIHHEI BHIIAM B Hacax
Bcero J| 113 JIP
1 |lenonpou3BOACTBO HA MPEATPHUATUH. 8 4 4 0
5 [IpaBuiia oopmIleHNs OCHOBHBIX BUJIOB OPTaHU3alMOHHO 16 6 10 0
PacCTIOPSAUTETHHBIX TOKyMEHTOB
3 |OcHOBHBIE IPUHLIUIIBI PAOOTHI C IOKYMEHTAMHU 8 6 2 0
5.1. Jleknun
Ne Ne Kox-
rexuuulpasena HaumeHoBaHMe WM KpaTKoe COAEpKaHUE JIEKIIMOHHOTO 3aHATUS BO
4acoB
1 1 JlokymeHT. HopmMaTuBHO-MeTOIMYECKasi OCHOBA Jenonpon3BoacTBa. lOpuanyeckoe )
3HAYECHHME JJOKYMEHTA.
2 1 |Bunsl G1aHkOB ¥ TpeOOBaHUS MPEIBSIBIIEMbIE PU UX 0POPMIICHUN 2
OpranuzaloOHHbIE JOKYMEHTHI: 3HAUeHUs, PYHKIIUU U TpaBUia ux opopmieHus.
3 ) YctaB opranuzaiuu. [lonoxxenne 06 opranuzanuu. YUpeauTelIbHbIN JOTOBOP. )
WHCTpyKLIKSA. TIpaBUiia BHYTPEHHETO TPYIOBOTO pacnopsiaka. [Tomoxenue o
nepcoHane. PernmaMeHt. cTpykTypa u mraTtHasi yucyieHHocTh. llltatHoe




pacnucaHue.
4 5 PacriopsiauTenbHble TOKyMeHTHI. [Iprka3. pacriopskeHue U ykazaHue. Beinncka n3 )
MpHKa3a. pacopsIUTeNbHbIE TOKYMEHTBI, IPUHATHIE KOJIJIETHAaJbHBIMUA OpraHaMH.
5 ) CnpaBouyHo-uH(pOpMaIMOHHBIE JOKYMEHTHI. Ciryske0Hoe muchMo. [IpoTokosn. AKT. )
Crnpaska. JloknaaHas 3anucka. ObsICHUTENbHAS 3alIUCKA.
6 3 OCHOBHBIE IPUHIIMIIBI PAOOTHI ¢ TIOKyMeHTaMu. JlenoBas urpa "HpOBe,Z[CHI/Ie" )
1EJIOBOT'0 COBEIIAHNS U OCHOBHBIE NTPaBUJIa BEJCHUS JI€JIOBBIX IEPETOBOPOB
7 3 |OneparuBHOE XpaHEHHE €1 U TIOATOTOBKA K NIEpeaye B apXUB HA NPEANPUATHIX | 2
3 3 JKCIepTU3a [IEHHOCTH JOKyMEHTOB. PaboTa ¢ KoH(pHUIeHIIMATbHBIMU )
TOKYMEHTaMU
5.2. llpakTHyeckue 3aHATHS, CEMHUHAPbI
Ne Ne Kox-
sansuspasena HaumeHnoBanue muim kpaTkoe cofepKaHue MPAaKTUYECKOTO 3aHATHS, CEMHUHApa BO
4acoB
1-2 1 |McTopust BOSHUKHOBEHMS I OCHOBHBIE PEKBU3UTHI JJOKYMEHTA. 4
YcraB opranuzaiun. [lonoxxenue 06 opranuzanuy. YupeauTeabHbli 10T0BOP.
3.4 5 WHcTpyKuys. IpaBuiia BHYTPEHHETO TPYIOBOro pacnopsaka. [lomoxenue o 4
nepcoHaie. PermamMenT. cTpykrypa u mraTHas yucieHHocTs. [lItatHoe
pacrnucaHue.
5.6 ) [Ipuka3. PacnopsxeHne n ykasanue. Beinncka u3 npukasa. pacropsiAuTeNIbHbIe 4
TOKYMEHTBI, TPUHATHIE KOJUIETHATIbHBIMU OPTaHAMM.
7 ) Cnyxxeonoe mucbMo. [Ipotokon. Akt. CripaBka. JloknaaHas 3amucka. )
ObsicHUTENIbHAS 3aIMCKa.
8 3 |[HomeHnknarypa nen 2

5.3. JlaboparopHbie padoThI

He npenycmorpeHsl

5.4. CamocrosiTeqibHasi padoTa CTyIeHTA

Brimonuenue CPC

Bua pabote! 1 copeprkaHue 3a1aHus

Crnucok nureparypsl (¢ yKa3aHueM
pa3eiios, [JIaB, CTPAHNULL)

Koin-Bo yacos

CorracHO OCHOBHOM U JONOJHUTEIBHOMN

BBITIOJTHEHHE CEMECTPOBOU pabOThI [PEKOMEHI0BAaHHOM JIMTEPATYyPHI 1O 30
TMCLIUIIIINHE
ConnacHO OCHOBHOM U JAOIOJHUTEIBHON

[perieHne KOHTPOJIBHBIX 3aJaHUI PEKOMEH/I0BAHHOM JIMTEPATYPHI 1O 10
TUCLIMIIIINHE

6. UnHOBanMOHHbBIE 00pa30oBaTe/IbHbIEe TEXHOJOT UM, HCNIOJIb3yeMble B Y4eOHOM

npouecce
HNuHOBanmoHHbIE GOPMBI Bun pabotsl Kon-Bo
oy Kparkoe onucanue
y4eOHBIX 3aHATUN (JI, I13, JIP) ayJl. 4acoB
[IpoBeneHnEe 1€I0BOTO COBELIAHUSA U
[IpakTryeckue POBEAL A B
[lenoBast urpa OCHOBHBIE MPABUJIA BEICHUS JEIOBBIX 2
3aHSATHUS U CEMUHAPBI
[EPEroBOPOB




Co0cTBeHHBbIE HHHOBALIMOHHBbIE CIIOCO0BI M METOAbI, HCIIOJIb3yeMble B
o0pa3oBaTeJILHOM MpolLecce

WHHOBaOHHBIE POPMEI
00y4JeHUst

Kparkoe onrcanue u npuMepbl UCIIOJIb30BAHMS B TEMAX U pasaenax

pazbop keicoB

odopmIteHHEe UX

KEHCBI II0 COCTABIIEHUIO JCI0BBIX COBEIIAHUN U JOKYMCHTAITMUOHHOC

Hcnonp30BaHue pe3ysbTaTOB HAyYHBIX HUCCIIEIOBAHNM, IPOBOAUMBIX YHUBEPCUTETOM, B
paMKax JTaHHOW JTUCLUIUIMHBL: HET

7. ®onn oueHouHbIX cpencTs (POC) st npoBeAeHNs TEKYHIEro KOHTPOJIS
yCIeBaeMOCTH, IPOMEKYTOYHOM ATTECTAMH [0 UTOraM OCBOCHUS TMCUHUILIMHBI

7.1. IlacopTt ¢oHIa OLIEHOYHBIX CPEACTB

HanmenoBanue pasaciioB

Bun xonTposs

KonTtponupyemast komnetenuus 3Y Hoi (BKITROUAS NoNo 3aganuii
JACTTUTUTAHBI .
TEKYIIHN)
OITK-4 criocoOHOCTBIO OCYLIECTBIISIT
JIETIOBOE OOIIEHNE U MyOTUIHBIC
BBICTYIUICHHS, BECTU TIEPETOBOPHI
Bce paznenst Y ’ P Pl 3a4er 1-27
COBEILIaHUs, OCYIIECTBISATH JETOBYIO
MIEPETHCKY U TOIEPKUBATh
AIIEKTPOHHbBIE KOMMYHHUKALIUU
OIIK-4 criocoOHOCTBIO OCYIIECTBISITH
[TpaBwia opopmiteHus
JIeNI0BOE O0ILeHHE U MyOIMYHbIe
OCHOBHBIX BUJIOB
BBICTYIUICHHS, BECTH TICPETOBOPHI, ceMecTpoBas
OpPraHU3alMOHHO 1-13
COBEIIIaHUs, OCYIIECTBISATH JAETOBYIO pabota
pacnopsAUTEIbHBIX
MIEPETHCKY U TIOJICPIKUBATH
JTIOKYMEHTOB
AIIEKTPOHHBIE KOMMYHHUKAIIUN
OIIK-4 ciocoOHOCTBIO OCYIIECTBIATh
JIEII0BOE OOIIIEHNE U MTyOTUYHbBIC MPaKTUYECKUE
OCHOBHBIE TPUHITUTIBI BBICTYIUICHHUS, BECTU TIEPETOBOPHI, TeKYIIUH 3alaHus s
paboThI C TOKyMEHTAMH COBEILIaHUs, OCYIIECTBIATH JEJIOBYIO KOHTPOJIb TEKYIIEero
MIEPETHCKY U MOAIEPKUBATh KOHTPOJIS

OJICKTPOHHBIC KOMMYHUKAIIUN

7.2. BI/II[LI KOHTPOJIsI, IPOUEAYPHI MPOBEACHUN, KDUTCPHUHU ONCHUBAHUA

Bun
KOHTPOIIA [Ipouenypsl mpoBeAEHNS U OLICHUBAHUS Kpurepuu oniennBanus
3a4eT npoBoAUTCA B (hOpME UTOTOBOTO KOMITbIOTEPHOTO
TE€CTUPOBAHUS, IO PE3YJIBTaTaM KOTOPOTO CTYIEHT MOXKET

MOJTy4nTh MakcuMasibHO 50 GamioB. MitoroBoe TectupoBanue

conepxkut 50 BOIIPOCOB, 3aTparuBaroLINX BCE pa3ieibl Kypca (3auTeHO: BEITUYHMHA

" JIokyMeHTOOOOPOT U JIETOMPOU3BOACTBO" ¥ TIO3BOJIIONINX |[PEUTHHTA 00yJaroIIero OT
saueT OLIEHUTH C(HOPMUPOBAHHOCTH koMneTeHuil. Ha otBeter  |60%

otBonuTcs 1 yac. [Ipu olleHuBaHUM pe3yabTaTOB MEPONPUSATHUS
UCTIONB3yeTcs OaIbHO-PEHTUHTOBAs CUCTEMA OLIEHUBAHUS
PE3YJIBTATOB YUEOHOU JEATeTLHOCTH 00yYarOIIIXCs
(yTBepkeHa npuka3oM pekropa ot 24.05.2019 . Ne 179)
[IpaBusbHBII OTBET Ha BOIPOC COOTBETCTBYET 1 Oasy.
HenpaBuiibHBIN OTBET Ha BONIPOC cOOTBETCTBYET () OasioB.

He 3auteHo: BeIMunHa
peiTHHra 00yJaromero
Mmeree 60%




MakcuManbHOE KoTrudecTBO 06amioB — 50. MuHUMAaIbHBIH Oast
- 30. [Tocne MpoXoKIE€HUSI UTOTOBOTO TECTUPOBAHUS, €TO
pe3yJIbTaThl CyMMUPYIOTCS C pe3yJIbTaTaMU, OJy4YeHHBIMU B
TeueHue yueoHoro cemectpa. [Ipu HeynoBIETBOPUTETEHOM
MPOXOXKICHUH TECTUPOBAHUS CTYEHTY MOXET OBbITh
MIPEIOKEH TEOPETHUECKUN OMIIET, BKITIOYAIOIINI 2 BOIIpoca U3
pasnenoB Kypca. Ha moaroroBky oTBeTOB CTYJEHTY Jaercs 45
MUHYT, TIOCJI€ YeTO MPOUCXOIUT UHIUBUIYyaIbHas Oecena ¢
npenojasaresieM. B ciyyae HEKOpPEKTHO WIIM HEPABUIIBHO
JAHHBIX OTBETOB CTYACHTY MOTYT OBbITh 3a/1aHbl YTOUHSIOIINE
BOIIPOCHI U3 3TOM TeMbl. [Ipu oLleHHBaHUU pe3yIbTaTOB
MEPOIPUATHSI UCTIONIb3yeTCs 0aIbHO-PEUTHHIOBAs CCTEMA
OIICHUBAHUS PE3YJIbTAaTOB YUEOHOU AeSATEIHLHOCTH
obOy4arormuxcs (yTBepskIeHa mpruka3oM pekropa ot 24.05.2019
. Ne 179) Becogoii ko3 durnmenr -1.

ceMecTpoBast
pabota

[IpoBepka mpakTHYECKHUX 3aJaHU, BXOASIINX B COCTaB
CEeMEeCTPOBOM pabOTHI 1O AUCIUIUIMHE. 3aJaHue Ha
CEMECTPOBYIO pabOTy BBIAAETCS HA IEPBOM 3aHATUH YU€OHOTO
cemectpa. [locie npoBepku paboOTH U YCTpaHEHUH BCEX
3aMeuyaHuil paboTa gomyckaercs k 3ammure. [lpu onieHnBaHun
PE3yIIBTaTOB MEPONPHUSATHS HCTIOIB3YETCs OaITbHO-
pPEUTHHIOBAasI CUCTEMA OLIEHUBAHUS PE3yJIbTaTOB YU4eOHOM
JeSITETFHOCTH 00yJaromuxcs (YTBepKIeHa MPUKa30M peKTopa
o1 24.05.2019 1. Ne 179). MakcumanbHoe KonruecTBo — 50
6ayoB. MuHumanbHoe KoinnuecTBo 6amios-30. Becosoii
k03¢ urreHT meponpusTus — 1.

3auteHo: ot 60% u BbIlIE
BBITTOJIHEHHE 3aJJaHUH,
IMPAKTUYCCKUX 3a/1a4,
BKJIIOUEHHBIX B
CEMECTPOBYIO paboTy

He 3auTeno: pedTtnHr
oOyuyarorerocs 3a
Meponpusitie MmeHee 60 %

TEKYILUN
KOHTPOJIb

MIPOBEPKA BBINIOJIHEHUH NTPAKTUYECKUX 3a1aHuii. Ha
MPAKTUYECKUX 3aHATUAX CTYJICHTAM BBIIAIOTCSI BAPUAHTHI C
MpakTUYeCKUMU 3a1auamu. [Ipy olleHuBaHUN pe3yabTaToB

MEPOTPUSITHS UCTIONB3YETCsl OANIbHO-PEUTHHTOBAsI CUCTEMA
OIICHUBAHUSA PE3YyIbTATOB yUeOHOM e TEIbHOCTH
oOy4aroruxcs (yTBepskieHa mpruka3oM pexropa ot 24.05.2019
. Ne 179). MakcumanbHbINH 0ajut 3a 3aJaHue 5. MUHIMAJIbHBIN
6am -0. BecoBoit ko duruenT kaxaoro 3amaanus -1. Beero 3a
ceMecTp CTyAeHT noiydaer 10 npakTuueckux 3agaHuil.

3ayTeHO: BEJIMYMHA
perTHHTa 00yJaromero oT
60%

He 3auTeHO: BeanumHa
peiTuHra 00y4aromero
MmeHee 60%

7.3. TunoBble KOHTPOJIbHbIE 3aJaHUS

Bun xonTpons

TumnoBsie KOHTPOJIBHBIC 3aJITaHUA

3a4€CT

[1] c. mm.
KoHTpobHBIE BOIPOCHI U 3a/1aHMs 17151 TPOBEICHUS 3aUeTa:

2.PekBU3HUTHI JOKYMEHTOB
3. TpeboBaHus K TOKyMEHTaM
4.OCHOBHBIE I'PYIIIBI YIIPABIEHUYECKUX TOKYMEHTOB

odopmieHus

7.AKTBI: TIOHSATHE, OCOOCHHOCTH COCTABIEHUS B O(OPMIICHHUS
8.JloktaTHBIC 3aITMCKU: TIOHITHE, 0COOCHHOCTH COCTABJICHUS U

coracHo yuebHoMy nocobuto: [lImunr, A. B. [lenonponsBoacTBo Ha npeanpusiTuu TekcT
yueb. nocodue no Hampasiaeruo 080100 "Sxonomuka" u ap. HanpasieHusM A. B.
[[Imuar, H. FO. Bapkosa, 10. M. Kasuyra ; IOx.-Ypain. roc. yu-T, Kad. DxoHomuka u
MeHeKMEHT cepBuca ; OYpI'Y. - Yensbunck: Uznarensckuii Lientp OYpI'Y, 2013. - 60,

1.OcHoBHBIE TpeOOBaHUS MO OPOPMIICHHUIO YIIPABICHUECKOH TOKyMEHTallUN

5.IIprka3bl MO OCHOBHOM ESITEIILHOCTH: TIOHATHE, OCOOCHHOCTH COCTABIICHUS U

6.IIpoTokosibl: MOHATHE, 0COOEHHOCTH COCTaBICHUS U 0POPMIICHUS

odopmIieHus

9.00bBSICHUTEIILHBIC 3AITUCKU: ITOHATHC, 0COOCHHOCTH COCTABICHHS U O(I)OpMJ'ICHI/IH




10.CnpaBku: OHATHE, OCOOCHHOCTH COCTABJICHUS U O(OPMIICHHS
11.KoHTpakThI: MOHATHE, 0COOEHHOCTH COCTaBIIECHUS U 0OPMIICHHUS
12.lokymeHTaIus 1o JIMYHOMY COCTaBy

13.I1pukassl 10 JIMYHOMY COCTABY: MOHATHE, OCOOEHHOCTH COCTABJICHUS U OPOPMIICHUS
14.0cobGeHHOCTH COCTaBa PEKBU3UTOB U 0opMIIeHHUs 00IIero OiaHka, OJaHKa MHChMa,
0JJaHKOB KOHKPETHOTO BHJIa JOKYMEHTa

15.®naroBeiii ¥ HEHTPOBOH CIIOCOO PACTIONOKEHHS PEKBU3UTOB

16.ITonsTus: "odpunmansueii nokymeHt", "Opurunan”, "Konus", "lyomukar"
17.Knaccudukanus J0KyMEHTOB, CO3JAIOIINXCS B MIPOLIECCEe YIIPaBICHUECKON
NesITeIbHOCTH

18.0OcHoBHBIE (PYyHKIMH JOKYMEHTOB

19.CymiHOCTh YHU(UKAIIUK U CTaHJIAPTH3ALNN JOKYMEHTOB
20.®opMHupoBaHHE JIENT

21.IToaroroBka Aen K MOCIEAYIONIEMY XPAaHEHHUIO U UCTIOIb30BaHUIO
22.CoBpEMEHHOE ETI0BOE TUCHMO

23Tlopsimok paboThl ¢ BHYTPEHHUMH JJOKyMEHTaMHU

24 HomeHnkiatypa nen. OOIme mogoKeHus

25.006paboTKa MoCTynaronux J0KyMEHTOB

26.3ammuTa J0KyMEHTOB, COIEpKAINX KOMMEPUYECKYIO TaliHy

27.CBeneHus, OTHOCAIIUECS K KOMMEPUECKON TallHe MPENPUITHS

OuseTsl Kk 3a4eTy OCHOBBI JIEONPOU3BOACTBA.dOCX; MPUMEPHBIN TECT IS
MOArOTOBKHU.dOCX

3aaHue Ha CEMECTPOBYIO paboTy:

CocTaBUTh OCHOBHBIE BHJIBI IOKYMEHTOB, @ UMEHHO JIMYHBIE TOKYMEHTBI
(1.aBTOOMOTpadus, 2.pe3romMe), OPraHU3aAIMOHHO - PACTIOPATUTEIBHBIC IOKYMEHTHI
(3.ITpuka3s, 4.pacrnopspkeHuE,S. CIIy:KeOHYI0 3aMHCKy, 6.J0KIATHYIO 3aIHCKY,
7.00BSICHUTENIBHYIO 3aITUCKY, 8.pemienne, 9.mpoTokoi, 10. BeIMHUCKY U3 mpoTokona, 11.akt
12.cpaBKy JMYHOTO Xapaktepa. 13. crpaBKy MPOU3BOACTBEHHOTO XapaKTepa).

3aTaHMsl 17151 CEMECTPOBOM paboThl.docx

cemMecTpoBas
paborta

TEKYIIMH [BapUaHTHI U1 NIPAKTUYECKUX 3a1aHUM.
KOHTPOJIb  [3a/1aHUs JUIsl KOHTPOJIbHOM paboTel.docx

8. YueOHO-MeTOAMYECKOE M MH(POPMAIIMOHHOE OOecniedeHue TUCIHUIIIMHBI

IleyaTHas y4yeOHO-MeTOANYECKAS JOKYMEHTAUS
@) OCHOBHAs TUMepamypa:

1.  Tpynosou xonekc Poccuiickont @eneparum TekcT o coct. Ha 25
aaBaps 2013 1. - M.: Omera-JI, 2013. - 198 c.

2. HenonpousBoactBo: O6pasiibl, JOKyMeHThl. OpraHu3anus u
texHonorust padbotel. C yuetom HoBoro 'OCT P6.30-2003 "VYHudunmrpoBaHHbie
CUCTEMBI IOKyMEHTAIlMU. YHU(PUIIMPOBAHHAS CUCTEMa OPTaHU3aI[MOHHO-
pacnopsaIUTeIbHON ToKyMeHTauu. TpeboBanus K 0pOpMICHUIO JOKYMEHTOB"
bonee 120 nok. B. B. I'anaxos, 1. K. Kopuees, I. H. Kcangonysno u ap.; [lox pen.
. K. Kopueesa, B. A. Kynpsesa. - 2-e uzn., nepepab. u jom. - M.: [Ipocnekt, 2006.
-455 c.

3.  Kupcanora, M. B. CoBpemeHHOE J1e710TPON3BOACTBO TEKCT yueo.
nocobue 171 By30B 10 9KOH. ciennanbHocTsiM M. B. Kupcanoga ; Poc. akaz. roc.
cnyk0n1 ipu [Ipe3unente Poc. ®enepanuu, Cubd. akas. roc. CiayxOsbl. - 4-e u3. -
M.: UTHOPA-M, 2012. - 312, [1] c. ni.

6) OononHumenvbHas Iumepamypa:



1. JlenonpousBonctBo: Opranu3anus U TEXHOJIOTUH TOKYMEHTAMOHHOTO
oOecrnieueHus ynpasnenus Yue6. 1y By3oB T. B. Kysnenona, JI. B. Cankuna, T. A.
brikoBa u ap.; [lox pen. T. B. Ky3uenonoii. - M.: OHUTH, 2002. - 359 c. u.

2.

OxoTtHuKOB, A. B. JIoOKyMEeHTOBEICHHUE U JICIIONPOU3BOJICTBO Yueo.

nocobue A. B. Oxotnukos, E. A. bynaBuna. - 2-e u3z., nepepad. u gor. - M.: Mapr,

2005. - 301 c.

3. Towmomna, A. U. Uctopus rocynapctBa u npaBa Poccun Yueb. mocobue
15 cpen. npod. odpazoBanus no crnenuanbHoct 0611 "Iemonpon3BoacTBo 1
apxuBoBeneHue" A. . I'omona, C. I. [lanuepnas. - 2-e usa., ucop. u gom. - M.:

Axanemus, 2005. - 190, [1] c.
4,
M.: IOpaiit, 2004. - 181 c.

5. JenonpousBoactro : Opranu3anusi ¥ TEXHOJIOTUH
JIOKyMEHTAIIMOHHOTO o0ecrieueHust ynpapieHus [Tekct] yue6. aus By3os T. B.
Ky3nenona, JI. B. Cankuna, T. A. beikoBa u 1p.; noxg pea. T. B. Ky3nemosoii. - M.:

IOHUTHU-IAHA, 2001. - 359 c.
6.

[Tmenko, A. B. Jlenonpoussoactso A. B. ITmenko, JI. A. lopoHuHa. -

Kyrymesa, T. B. JlenonpousBosnctso [Tekcr] yueb. mocobue asis By30B

no HanpasieHuto 38.03.02 "Menemxment" (ctrenens "0akanaBp") T. B. Kyrymiesa,
T. C. JlackoBa, K. ®. Mexannesa ; mox pea. T. FO. Anomdenxko. - Pocros u//1.:

®denukce, 2017. - 296 c. u.
7.

Kupcanosa, M. B. CoBpemenHoe 1em0npou3BoJcTBO TekcT yueo.

nocoOue Juisl By30B 110 3KOH. cnenuaibHocTsM M. B. Kupcanosa ; Poc. akan. roc.
cinyx0n1 ipu [Ipesunente Poc. ®enepanuu, Cubd. akas. roc. CiayKO0sbl. - 4-¢ U3, -

M.: UHOPA-M, 2012. - 312, [1] c. uu.

8) ome4yecnmeeHHble U 3Clpy6€9fCHbl€ IHCYPHAIIbL NO 0ucuunﬂuﬂe, umerouuecs 6 oubnuomexe:

2) Memoouueckue yKazanus Os CIyOeHmos8 no 0C80EHUI0 OUCYUNTUHDL:
1. A.B.IImuar, H.YO. Bapkora, FO.M.KaBuyra Yuye6H0e mocooue
" lenonpousBoacTBO Ha npeanpusatuun'. 1M3-so OYPTY, 2014

U3 Hux. yue5u0—memoduqecme obecnevenue camocmosmenbHou pa60mbz

cmyoenma.

DJIeKTPOHHAS Y4eOHO-MeTOoANYeCKAasl IOKYMEeHTAIUs

JoctynHocTh
Haumenosanue |(cets UnTEpHET /
Ne Bun HaumenoBanue pa3paboTku peeypean | JIOKAIBHAA CETh,
JUTEPATyPHI AIIEKTPOHHOH | aBTOPU30BAHHBIN
dbopme / cBOOOMHBII T10-
crym)
Eropoga, JI.b. /JlokyMeHTalMOHHOE
obecnieueHue ynpasieHus (JJokyMeHTOBeieHHE.
OCHOBBI J1€TIONIPOU3BOJICTBA): DIEKTPOHHOE DJIEKTPOHHO-
OCHOBHAS yuebHoe nocobue [ DneKTpoHHbIN pecypc] : OubnmoTeuHas MokatsnasCers /
1 sreparypa y4eb. mocodbre — DnekTpoH. faH. — CaHkT-  [cucTema CBoGOMHBI
[TetepOypr : ©DO CII6YTYuD, 2008. — 410 c. [u3narenscTBa
— Pexum noctyna: Jlanb

https://e.lanbook.com/book/63757. — 3ar1. ¢
DKpaHa.




Me:xyesa, T.H. CnpaBo4HuK 110 EKTDOHHO-

NIEJIONIPOU3BOACTBY [ DNEKTPOHHBIN pecypc] : 6I/I6J'II/II())TC‘IHa$I
JlononHuTeNbHAA [clIpaB. — DJIEKTPOH. AaH. — MocKBa : JlokanbHasCets /

2 cucrema .

nuTeparypa ['poccMenua, 2012. — 264 c. — Pexum 3 IATCIECTEL CBOOOIHBII

nocryna: https://e.lanbook.com/book/9065. — A

Jlanb
3arv1. ¢ SKpaHa.

9. UndopManiuoHHbIE TEXHOJIOTHH, HCIIOJIb3yeMble IPU OCYLIECTBICHUH
00pa3oBaTeJIbHOIO Mpouecca

[TepedeHp UCTIONB3YEMOTO MTPOTPAMMHOTO OOECIICUCHHS:

1. Microsoft-Office(6eccpouno)

IlepedeHb UCTIONB3YyEMbIX HHPOPMALIMOHHBIX CIIPABOYHBIX CUCTEM:

1. OOO "T'apantYpanCepsuc"-I'apanT(6eccpouHo)

10. MarepuajibHO-TEXHUYECKOe O0ecnedyeHue TUCHMIIIMHBI

OcHOBHOE 060py,Z[OBaHI/Ie, CTCHbI, MAKCTbI, KOMIIbXOTCpHAA TCXHHUKA,

Bun 3anaruit aJ;f; IPEIyCTaHOBICHHOE IIPOrPaMMHOE 00€eCIIeUeHHE, UCIIOIb3YEMOE IS
pa3IMYHBIX BUAOB 3aHITUN
Kontpomns o7 [KommBIOTED, MOHOOJIOKH, MOAKJIIOYEHHBIE K CeTH VIHTEpHET U ¢ J0CTYIOM
CaMOCTOSITENILHOM (36) B SJICKTPOHHYI0 HH()OPMAIIMOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA
paboThI , IPOEKTOP, FIKpaH

[TpaxTrueckue 3ansaTus |127

KOMIIbIOTEP, MOHOOJIOKH, MOJIKIIIOUEHHBbIE K ceTu MHTepHeT u ¢ qocTynoM
B SJICKTPOHHYI0 HH()OPMAIIMOHHO-00pa30BaTEIbHYIO Cpe/ly YHUBEPCUTETA

1 CEMHUHAPBI (30)
, TPOEKTOP, SIKPaH
o7 [KommbioTED, MOHOOJIOKH, TIOAKJIFOYCHHBIC K CeTH MIHTEpHET U ¢ 0CTYIIOM
Jlexumn (36) B DIIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTeNIbHYIO Cpely YHHUBEPCUTETA

, IPOEKTOP, IKpaH




