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1. HEJH OCBOEHHSI JUCHMIIIHHBI

Heabio aucuunanisl «JloKyMeHTHPOBaHHOE 00eCneueHHe YNPaBICHYECKOH ACATEBHOCTHY ABJIACTCA
dopMHpOBaHHe Y CTYCHTOB HABLIKOB JOKYMCHTHPOBAHHA M OPraHH3auiH paboTel ¢ JOKYMEHTaMH B
MpOLIECCe OCYUIECTBACHHSA HMH YNPAB/ICHUYECKHX YHKLMI.
3anauM H3YHCHHA JMCIMTUTHHB! 00SCTIeHBAIOT PCATH3ALIHIO tpeGosannit ®I'OC BO no sonpocam:
e  W3yYeHHE OCHOBHBIX MOHATHIT IOKYMEHTAIMOHHOrO 00ECTICHCHHA YNPABICHHA,
e  03HAKOMHTB CTY/ICHTOB C OCHOBHBIMH BHIAMH HOPMATHBHBIX JIOKYMEHTOB, CO3/IaBACMBIX WIn
NPHMEHACMBIX B OpraHH3alnK,

®  H3VUCHHC NPHHUMIOB OPranu3alHu ﬂOKyMCHTOOGOPON B OpraHH3aiHH.

2. MECTO JMCUMILUIHHBI B CTPYKTYPE OIIOIT BO
Jucwsmmmua bB1.5.26  «JlokymenTnpopantoe — obecneuenue YNPAB/ICHYECKOH  JACATCILHOCTH?
oTHOCHTCH K jmcumrumHam Oasosoil wactu (B) Gnoxa (Bl) amcummumy. [nyGokoe ycBOeHHE MarepHaia
0BeCICUMBACTCA COYCTAHMEM aYINTOPHBIX 3AHATHI H CAMOCTOATETBHOMH paboTel CTYACHTOB C JIHTEPATypOi.
OCHOBHBIM BHIOM YHEOHBIX 3aHATHII 1O JAHHONH AHCUMILIMHC ABJIAIOTCA JCKUHOHHBIC H MPaKTHYCCKHE
3aHsTHA. M3yuenue JMCUMIUIHHBI 1A CTY/ICHTOB OCYIUCCTBIACTCH B TEHECHHC OIHOIO cemectpa. [lo
JHCILMIVIHHE OCYIIECTRAACTCH TEKYIUHI KOHTPO/Ib H MPOMEXKYTOUHAS ATTECTALMAA B (opme 3auera

3. KOMITETEHIIHH OBYYAIOUIETOCSl, ®OPMHPYEMBIE B PE3YJILTATE OCBOEHHS
JIUCHMIIJIMHBI (MOAYJIS)

lMpouecc H3yHeHHS MCUMIUIHHBI «YTpaBieHHe MNPOSKTaMH» HANPasicH Ha GopMHpOBaHHE
CACAYIOUHX KOMIETCHLMI:

obmenpodeccHoOHATLHBIE KOMITCTEHITHI:

OIK-1 BrazeHmeM HABBIKAMH NOMCKA, aHATH3A W MCIO0/Ib30BAHHA HOPMATHBHBIX H MPABOBIX
JIOKYMEHTOB B CBOCH npodecCHORATBHON JeATEABHOCTH;

OINK-4 cnocoGHOCTs OCYIIECTBAATH AeioBoe ofmeHHe W MyOnH4HbIC BBICTYIUICHHA, BECTH
NeperoBops!, COBEIAHMS, OCYIICCTRASTH JENOBYIO NEPENHCKY H  MOLICPKHBATH 3/ICKTPOHHBIE
KOMMYHHKALIHH.

NpoPecCHOHAILHBIC KOMITCTCHINHI

[1K-20 Brazesne HABBHIKAMH NOATOTOBKH OPraHM3aUHOHHBIX H PACMOPAAHTENbHALIX JOKYMCHTOB,
HEOOXOAMMBIX U1 CO3IaHHA HOBBIX NPEANPHHUMATEILCKHX CTPYKTYP

Tabauna 1

ll.'muupye.\lue Pe3VIabLTATEI 06)"I¢llllﬂ 1o AucuHivIinne
[Laannpyembie pe3yasTaThl 06y4enus
110 ANCURNANHE

&0}! KOMIICTQI"II"J COJCP“I"IC KOMMCTEHUHN

3nare:

31 (OMK-1) - HopMaTBHbie it IPaBOBbIC 0KYMEHTBI B CBOCH
NpodecCHOHANLHOM JCATEABHOCTH

32 (OIMK-1) = OcHOBHbIE METOb! MOHCKA HOPMATHBHLIX H
NPaBoBbLIX AKTOB

Ymere:
srazenmes Hanuxasi nouexa, awanza | ¥ 1 (OMK-1) — OCywecTBAATL NOKCK, AHANHI H HCAONBIOBAHHE
OIK-1 H HCNIOABIOBAHMS HOPMATHBHBIX H HOPMATHBHBIX H NPABOBLIX IOKYMEHTOB
NPaBOBBIX JOKYMCHTOB B CBOCH V2 (OMK-2) -~ AHANHIHPOBATE HOPMATHBHbIC H NPABOBLIC
NPOQECCHONATLHON ACTEALHOCTH | QOKYMEHTLI, CBA3AHHbIE CO CBOCH NPOPECCHOHATRHOM
ACRTENLHOCTBIO
Baaners:

B1 (OINK-1) = Hauikamit NOHCKA, AHANH3A H HCTIONB3OBAHNA
HOPMATHBHBIX H NPABOBBLIX IOKYMEHTOB B CBOCH
npodecCHOHANBHOM ACATEABHOCTH, B T.4. B N0HCKOBO-
CNPABOYHBIX CHCTEMAX




Ol Komner tlllllll]

Coaepxanne komuerenumn

Iaannpyesuie pesyastarss oGyvenus
10 AMCUMIANNE

OIK-4

CIOCOOHOCTLIO OCYLECTBAATH
nenosoe obwense u nyGanunbe
BBICTYNACHUA, BECTH NEPETrOBOPHI,
COBCILANHA, OCYINCCTRAATE
ACNOBYIO NEPENNHCKY M
NIOMUIEPAHBATL MMEKTPOHHME
KOMMYHHKAUNH

3narn:

31 (OITK-4) ~ ocHositic Buan npeseHtauui

32 (OIK-4) ~ MCTOAL OCYMIECTRACHHS ACTOBOTO OGIICHHA K NPOBCACHHA
nyGanNLIX BCTYnaCHni

33 (OI1K-4) ~ 0cobennoctss npueson cocrapacimns Gilnec-npelenTaunii
34 (OI1K-4) = ucTpyMentis NpoBeaenis ACA0BLIX myGANINLX
puCTYNACHHA

35 (OT1K-4) — cnocobut NOAICPAKH IACKTPORHLIX KOMMYHUKaLHT
36(OIMK-4) ~ ocnonu Aca080ro 061ICHHA

37(OT1K-4) ~ ocHoBuLIC NPaBAa ACAOBOM NEPEIHCKH H HCIIONLIOBAHNA
IEKTPOHHBIX KOMMYHIKAUMA

Yuern:

Y1 (OINK-4) — cocrasnars npesentaumnn Gusnec-naeii

Y2 (OINK-4) — nposoauts Gusnec-npesenraimu

V3 (OIK-4) - Hcnons308ath KOMABIOTEPHYIO TEXHHKY U1A
npelenTauii, BeacHNA 1enosoro obenns

V4 (OITK-4) ~ ohopMAATE H ACMOHCTPHPOBATE NPEICHTALMK
V5 (ONK-4) ~ rpaMotHo oGopMAATh HHBOPMALIIO B paMKax
JANAHHOI TEMBI

Y6 (OI1K-4) — cobmoaarh npasuna NoBEACHHA BO BPEMA
NPOBCACHHA NPEICHTALMK

¥7 (OIK-4) - ocywecaars aenosoe obiuenne

Y8 (OI1K-4) ~ ocymiecTBAATS 2€N0BYIO NEPENUCKY H
MOUICPAKHBATE VICKTPOHHBIC KOMMYHHKALHI

Baaaers:

B1 (OIK-4) ~ nanbixasic COCTABACHNUS NPeICHTRLMGH

B2 (OI1K-4) - nassixamu paGornt ¢ [10 ans cosnanmus npesenauni (MS
Power Point)

B3(OT1K-4) ~ nankixasis BEACHHUS AC10BOA NEPENUCKI M OCYLIECTRICHHS
MMCKTPOHHBIX KOMMYHUKR UM

B3 (OI1K-4) — nanwikamu aenosoro obmenus

MK-20

OBNAJCHHEM HABLIKAMM NOArOTOBKH
OPraHH3alHOHHBIX H
PACNOPRANTEABHBIX IOKYMEHTOB,
HECOOXOAMMBIX JUIS COZNANHA HOBBLIX
NPEANPHHHMATENLCKHX CTPYKTYP

3uar:

3 1 (INK-20) THNOBKIEC OPranmIaUMONHLIE ¥ PACHOPAAHTEALHLIC
ROKYMEHTHI

3 2 (T1K-20) HOpMaTHBHEIC AOKYMENTLI, PErIAMEHTUPYIOUIHE NOPARAOK
COAANMA HOBLIX NPCANPHHIMATCALCKIX CTPYKTYD

3 3 (I1K-20) npasina seacHus ayantopos paGouci 10KyMenTaumi

3 4 (T1K-20) npasuna ohopmACHHA PE3yALTATOB AYAMTOPCKOH NPOBEPKIL
3 5 (ITK-20) nOpa10K BLLIAYH NONLIOBATENRM PEIYALTATOR NpoBEPoOK

Ywmern:

¥ 1 (T1K-20) roTonKTs THIOBLIC OPranHIAHONNLIE H PACTIOPLANTEALHEIS
AOKYMCHTLE

¥ 2 (MK-20) #cnoas308arh HOPMATHBNHBIC AOKYMEHTS 18 COINAHMS
HOBBIX NPEANPHIHMATEALCKHX CTPYKTYP

¥ 3 (T1K-20) suipaxats apryMEHTHPOBANHOE MICHHE O A0CTOBCPHOCTH
PUHANCOBOH OTYETHOCTH OPraHNIALM

Baaners:

B 1 (MK-20) Hasuikasy n0ArOTOBKH THIOBMX OPrasinalHONHLX 1
PACROPAAMTCALHBIN JOKYMCHTOB, HCOOXOAMMBIX 118 COINAHHA HOBLIX
NPEANPHHHMATEIBCKHX CTPYKTYP

B 2 (TTK-20) 20KyMEHTAILIONO OHOPMACHIS Ay AHTOPCKOR NIPOBEPKI;
COCTABACHMA AYAMTOPCKOrO JAKMONCHIA 110 PEIYALTATAM NPOBEACHHOMN
AYAHTOPCKOM NPOBCPRH
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4. CTPYKTYPA H COJIEPKAHME JIMCUMILIHHBI (MO/LYJIS)

Kype paccumras Ha 18 yacos nexumii, 18 4acoB npaKTHYCCKHX JansTHiE M 36 4acoB  CAMOCTOATE/ILHOM
pabote. Beero 2 3adersbix e/unnin! (72 vaca). [pomexyTounas arrectaums B ¢opme 3adera npeaycMOTpeHa B

4 cemecrpe.
Tabnuma 2
CTpyKTYpa AHCHHILTHHDI
Bt yueGuoit paborel, srmovas Obem Dopmst
CAMOCTORTENLHYIO PaboTy CTYACHTOR yueoHon TeXywero
W TPYAOEMKOCTS (B “acax) paGort KOHTPOAR
E = ' YCNEBACMOCTH
Ne Paszen (Tema) E g o NPUMEHEHHE ::::: MP“):
wn JAMCLMILTHHL é = 2 1 N a pent ,
= =
& 32 2 | mHTCpaKTHBl
g § § i .§. g E BIX METOJ08 »e “’ o
S ~§ 2 | (o wacax/%) aTTecTaLMH
= = wa (no cemecmpam)
1 | Beeaenue 8 «[loKyMEHTHPOBAHHOC 4112 2 2 4 2/50
obccnedcHHe ynpaBieHeckoi
NICATEABHOCTH
2 | OcHOBHBIC BIABI YNIPABACHUECKHX 4|34 2 2 4 2/50
JIOKYMEHTOB
3 | OcHoBuble TpebOBAHHA K 4156 2 2 Bl 2/50 PefTunr-
OQOPMACHHIO YNPABACHYCCKHX KOHTpOaS |
JIOKYMCHTOB
4 | Co3nanme 1 MPEACTABACHHE 4(78 2 2 4 2/50
npe3enTauni
5 | OcHOBHBIE BHABI MIEKTPOHHBIX 419-10 2 2 4 2/50
JNOKYMEHTOB
6 | Cayxba nenonpon3soacTsa B 4111-12 | 2 2 4 2/50 PefiTunr-
OpraHi3aumHi KOHTpOIb 2
7 | Opranssauns pabors ¢ nokymentamn | 4 | 13-14 2 2 4 2/50
8 | Jlenonpon3soncTsoO NO AHMHOMY 4| 15-16 2 2 4 2/50
COCTaBY
9 | Homenxnarypa aea. lMoarorosxa 4|17-18 2 2 4 4250 PeitTunr-
JNOKYMEHTOB LIS XPAHEHHA B apXHBE KOHTpOJb 3
Bceero 18 | 18 Ped | 36 18/50 3auer
TaGnuua 3
Coaepaanne AHCUHIVIHHB
aaka Koawt 3YH
Nen/n Haumenosanne tem Conepxanne em b i (s coo:::;c:;nu <
Tema 1 Beenenue B Moustie aokymerTa. CyuHOCTL J0KYMCHTHPOBAHHOTO OIK -1 31 (OI1K-1),
«JIOKYMEHTHPOBAHHOE oBecneueus yNpaBaenyecko aeareasnocti. Ociosnsie 32 (OIK-1),
obecnedenie NOHATHA JOKYMCHTHPOBAHHOIO O0CCeHCHUA V1 (OIK-1)
yNpaBieHYecKof ynpasacuueckoil aesreasnoctin, Jloxyment i V2(OTIK-1 )‘
miopmauns. Qopmyasp aokymenta. KOpuanieckas cuaa Rk
el 20kyMeHTa. THINONOMMA AOKYMEHTOB. BI(ONK-1).
Tema2 | OcHOBHBIC BHABI KaaccHPHKALMA HOPMATHBHLIX JOKYMCHTOB. ONnK -1 31 (OIK-1),
yNpaBneHyeckux OpraHHIaUHONHO-PACTIOPATHTEALHLIC AOKYMCHTLL NK-20 32 (OI1K-1),
JOKYMENTOB @Ounancoso-Oyxrarrepekas aokysmenrauns. Haywno- Y1 (OIK-1)
TEXHHYCCKAR JOKYMEHTauMA. HopMaTHoias npasosas YZ(OHK-I)'
aokymenTauns. Tpyaosas aokymenrauns. Oraerio- B1(OMNK-1 !
CTATHCTHYECKNE AOKYMEHTH. [1pOeKTHAR AOKYMCHTAUMS, 33 ((nK ,; 0;‘
34 (NK-20),
Y1 (ITK-20),
B1 IK-20),
Tema3 | Ocrosubte TpeGosanua | Iopasox JAOKYMEHTHPOBAHKA ynpasaenyeckoi OlNK -1 31 (OIK-1),
NCSTEARHOCTH.  YHudukaums W CTAHAAPTHIAUMA




Koaw 3VH

Nen/n Haumenonanue rem Conepxanne vem mu::;:““ n m‘;t::\':rru v
K OOPMIICHIIO YIPABACHHECKUX 10Ky MenToR. Biam Gaankon. Ocnomiae OIK - 4 32 (ONK-1),
YIIPABAEHYECKHUX pexkeianTE  gokymenton.  [lopRaox  noaroroskit W V1 (ONK-1),
JOKYMEHTOB OOPMACHHS  NPOCKTOR oKymenTon.  Twpakuponanie Y2(OIK-1),

AOKYMEHTOB.  [TOPRAOK OPOPMACHHE OTACABHMN  BILION BIOIK-),

HOPMATHBHEIX  AOKYMEHTOB,  COBPEMENNOE  AcH0Boe 38 (O1K-4),

nuehMO. Tpannan BEACHNS ACAOROI NepenncKi. Jﬁ (ONK _4)‘
37 (O1K),
V7 (01K,
VR(OTIK-),
B3(ONK-1),
BAOTIK-).

Temad | Cospanue n OCHOBIBIC AOKYMCHTRE COLMBACMEIC 118 OCYLECTIACHIS ONK -4 31 (OTK-A),
NpeACTaBACHNEe REAOROTO OGUICHI W NpoBeaCHI NyGaHmN 32 (O1K-),
npesenTaLit BLCTYIACHIA B opravmsawni. Bivan npesermaunil. 33 (O1K-4),

Mopsaox conranns Guanec-npeserrainit. Hucrpymenrd 34 (1K),

NPOBEACHNA ACAOBRIX Ny GANIMN macTynacimil. Y1 (ONK-)

TTOPAROK NPEACTARACHNS NPEICHTANNI.. V2(OIIK -4):
VI (OK-),
YA(OIK-),
VS (OFK-),
Vo(OIK-4),
BI(OINK),
B2ONKA),

Tema5 | Ocnosibie BHLI TTONATHE 2CKTPONNOID AOKYMENTA Kaaccmpixains OlK - 4 35 (O1K-4),
MEKTPOHNBIX MMEKTPOHHIN AOKYMEHTON, DACKTPONIBIC JOKYMENTH B 36 (ONK-1),
OKYMEHTOR PAMKAX ASKTPOHNLIN KoMy kaunil. Paora ¢ 37 (ONK-4),

MEKTPOHHMMIE JOKYMenTaMi. TTopraox nepenoia V7 (O1K-4),
AACKTPOHNON A0KYMEITaIHM B Gyamxuy 1o opay i VS(OIK-4)
O6paTo, Do MEKTPONNLIN AOKYMEHTON OPUANIIALI, i
OGeenencnne MGopMatnonnoft GeIonaciocTin npin BI(ONK-4).
PABOTE € WICKTPOIIIMI JOKYMEITAMIL. BA(OIK-4).
Tema 6 | CayxGa Nopaaok  opraman w pabotw  oraenon  ae- OINK - 1 31 (OHK-1),
ACAONPON3IBOACTEA B AONPONIBOACTIA B Opranatingx. Llean i saaan caywiu 32 (O11K-1),
opramIaL JIOV, @yuxin caywGu JIOY, Tpana n omaercrneniocts Y1 (O1K-1),
caywGia JIOY. Hopsaox mansmoaeicrnng caywbu JIOY ¢ V2(OIK-1),
APYIHMM
CTPYKTYPHMMM TOAPKUICICHIAMIN. BIOIK-1).
Tema 7 | Opramsauns pabotut ¢ | Flopraox npuesma AOKYMEHTOR. Perncrpanms, ONK - | 31 (OIK-1),
AOKYMEHTAMH HanpanIcie " paceMoTpenie oanued 1K-20 32 (OHK-1),
Koppecnoiaeninng. FTOpRaok (ATOTORKI I PErICTRALIMN V1 (ONK-1),
WCXOANUUIX W BIYTPSIN Aokymenton. Yuer ofnema V2(OIK-1)
JOKYMENTOO00POTA. OPranisatng KOHTPOIR HENOATeHI Bl (Ol\K-I).
AOKYMCHTON. 12(1K-20) y
Tema8 | JleaonpoMssoacTio no | 3Hatciine Kponkix ACKyMEHTOR. B xaaposiix OlK -~ 1 31 (ONK-1),
JHOMY COCTaBY aoxymenron. Tpyaosoit soronop. Jlokymanmatmonios 32 (O1K-1),
odropsaciie npiesta i paGory. Tpyaonas Kinosxa. V1 (OHK-1),
Jhwanas kaprodka, Jinanoe aeao corpyanika. Topuaok V2(O11K-1)
XPAEHMN KVIPOILIN AOKYMEHTOR, BI(ONK-1 )‘
Tema 9 | Homcuxnarypa aci. COCramicine  HoMenKaaypi aen. Dopauposaiie  u ONnK - 1 31 (ONK-1), g
Moarotonka aokymerton | ogopsaciie jgea. Bian peectpon. OIRCHCPEIN BEHIOCTI 32 (OHK- 1),
AU XPANCHIA B APXHIE pokymenron,  TIopaaox — nepeaatin  aea  n o apaim, Y1 (ONK-1),
TIOMEKONMIE CHETEMBE TI0 LOKYMENTAA, V2(ONK-1),

BIONK-1). |

5. OBPABOBATEJALHBIE TEXHOJOTHN
Jlenonas MIPA ~ METOL MMINTALII TIPHESTIN POIICHIS 1 PATIUNLIX HPOITHOACTHEHINX
CHTYAIMAX, OCYIIECTHANCMBIX 110 JLAHNLIM TPABIIAM TPYIION MOACH B AHAIOTONOM PERMME, AxTimoe
cpeactTso 00y eHnA,



2. Jluckycens — dopma yueOHoil paboThl, B paMKax KOTOPOii BBICKA3BIBAIOT CBOC MHCHHE 10
BONPOCY, MOCTAaBNEHHOMY npenojasarenem. [lposesenne AUCKYCCHit noapasymMeBacT CaMOCTOATE/ILHBIH
[IOATOTOBHTE/bHbIH ITAll B BH/C HANHCAHHUA 3CCe, TE3NCOB, pedepaTa 1o Npe/UIKCHHOMY BONPOCY.

3. Metoa Keifc-cTajun — oOydeHne, npH KOTOPOM CTY/ICHTHI M NPENOAaBaTe/H yuacTsyloT B
HEMOCPCACTBCHHOM 06cy7|me|mu JICNI0BOI CHTYQIHH WM 33J1a49H, BIATON M3 NPaKTHKH peaibHOro
(QYHKIHMOHHPYIOWIETrO NPE/NPHATHA.

6. OLEHOUYHBIE CPEJICTBA JUISI TEKYHIEIO KOHTPOJIS YCIHEBAEMOCTH,
NPOMEZKYTOYHOIM ATTECTAIMH 110 HTOI'AM OCBOEHMS JIMCIHIIIHHBI H
VYEBHO-METO/IHUECKOE OBECHEYEHHE CAMOCT OSITEJILHOM PABOTBI
CTYJIEHTOB

TPyA0eMKOCTE CAMOCTOSTENLHOH PabOTBI CTYACHTOB 110 JIMCUMILIHHE «JIOKyMEHTHPOBaHHOE

ofecrneueHne ynpaBIeHUecKol AeATEILHOCTH) COoCTaBseT 36 Jacos.
Tabmuna 4

Bonpocet 045 camocmoamebHo20 usyveHusn

Ne
TEMBI
1 OCHOBHbIE CTAHAAPTHI, NPHMEHACMBIC TIPH COZAAHNA NOKYMCHTOB B OPraHH3auMu.
Opranmnsauns paboTel cekpeTapa-pediepenTa 8 OpranniaumH.
3aK0HOAATENLHBIC AKTHI O ﬂOK)’MQNTIIpOBZII"IOﬁ uuq)opuamm € OrpaHHCHHLIM NOCTYNOM.
OCHOBHBIC METOLI 3ALINTHI und)opualum B OPrasu3aumm.
bBasel fanHmX, HII@OPMBUHOIINO-CIIP@BO‘!HNC H NOHCKOBLIC CHCTCMBI
Opransauna paboTu 31eKTponHoro Gubanoreunoro GOHAA B OPrAHM3ALNY,
Llean u 3anaum co3aanns GoHAR HA HICKTPOHHBIX HOCHTEAAX,
ABTOMATH3IHPOBAHHBIC CHCTEMB! 00pabOTKH AOKYMCHTOB B OpraHi3aliH
ABIOM&IUI}HPOMMMHC CHCTCMBI KOHTPOJIA 324 HCTNOAHCHHEM JIOKYMEHTOB
Hroro: 36

[IpoMexyTOUHASA ATTECTALMA CTYACHTOB 10 JMCUHIUIHHE «JlokymeHTHpOBaHHOE ofecneyeHHe
YNPaBACHYECKOI JCATEILHOCTHY TPOBOAUTCA B COOTBETCTBHH € YyeGubiM m1anoM B gopme 3auera B 4
cemectpe /Uis CTyAeHTOB. CTYACHTHI JOMYCKAIOTCA K 3a4€Ty MO AHCUMILTHHE B CayHac BBINOJIHEHHA HM
yueGHOro niana Mo JMCUMIUIHHE: BBINOJHCHHS BCEX 3a/IaHHIT M MCPONPHATHI, NPeJyCMOTPCHHBIX
nporpaMmoii aucuuiMusl 1 cornacho «llonoxenuio o PEHTHHIOBOIT CHCTEME KOMILIEKCHOH OLCHKH
3nanmii cryaento B Bal'¥» nalpanHOoe CTYJACHTOM CyMMAapHOE KOJIHHCCTBO OWUIOB MO JIHCUHILIHHE
JOKHO ObITH He MeHee 20 peliTHHIoBLIX SaLIoB.

IIpuMepbl TECTOBLIX 3aAanuii
no amennmumue «/lokymentuposannoe obecnedenye YIPABJICHYCCKOI AEATEILHOCTI
HCIO0/IB3YEMBIX IIPH TEKYLIeM KONTpoJe
Peiirnur kourpoan Ne 1

BOII')OCH. BLIHOCHMBIC HA CAMOCTORTEILHOE HIYHCHIE Koa-po wacor

sl alalalaalas

Ol &aiwin

1. CoBoKynHOCTh PafoT 1O JIOKYMEHTHPOBAHMIO JICATC/ABHOCTH YHMPCHKICHHA H 1O OpraHH3aliH
JIOKYMEHTOB B HEM — 3TO:

1) 06BeKT J1eI0NpOH3BOACTBA;

2) AeN0NPOH3BOCTBO;

3) co3nanne CHCTEMbI JIOKYMEHTAHH]

4) efMHAA rOCYAAPCTBEHHAS CHCTEMA JIOKYMCHTAUHH.

2. COBOKYNHOCTh B3aHMOCBA3AHHBIX JIOKYMEHTOB, TNPHMCHACMBIX B onpeaenéHHoii  chepe
NEATEIBHOCTH, — 3TO

1) cucTeMa IOKYMEHTAIHH]

2) 00BEKT JIC/I0NPOH3BOJICTBA;

3) npeaMer AeN0Npon3BOACTBA;

4) esnas rocy/1apCTBCHHAA CHCTEMA JIOKYMCHTALIHH.

3. JIokyMeHTanHoHHOe 00ecrneyeHne yIpaBIeHHs — 5T0:

1) ACATeLHOCTH ANNApaTa yNnpapeHns, OXBATHIBAIOWIAA BOMPOCH! JOKYMEHTHPOBAMA | OpraHu3aluH
paGoTBI ¢ IOKYMEHTAMH B IIPOLECCE OCYLIECTBACHHA HM YNPABICHUCCKHX dynKumii;




2) npasuabHO ohOPMICHHBIE JOKYMEHTbI, OTPAKAIOLHE BECH CIIEKTP YIpaB/eHYeCKOl JCATE/ILHOCTH
NPEANPHATHS;
3) oprasusaius I0KYMeHTO000pOTa B YUPEHKACHHH,
4) KOMIUIGKC OCHOBHBIX MOJOXKEHWIl, ONpEACASIOWMX H  PErIaMeHTHPYIOLIHX OpraHM3aLHIo
JAOKYMEHTHPYEMBIX IPOUECCOB HA NPEANPHATHH.
4. Cranjaprusanus — 370;
1) cBEpKA JOKYMEHTOB YUpEKJICHHS ¢ TpeboBanus I'oCT;
2) npouecc YCTAHOBJICHMSA M TNPHMCHEHHA NpPaBHil € UCILIO YNOPAAOYCHHA JICATEILHOCTH B
JIeTIONPON3BOJICTBE,
3) cBEPKa JOKYMEHTOB YYpexJeHHs ¢ (QAKTHUCCKHM HATHUHEM COOTBETCTBYIOIIHX MaTepHAIbHBIX
Onar;
4) KOMILIEKC NOI0KEHHMIT, ONPE/IENIOUIX OPraHH3ALHIO JOKYMCHTOB Hil NpeUIPUATHH.
5. CucTeMa JIOKYMEHTAIHH, CO3/IaHHast [0 eIMHBIM NpaBHiaM H TpeboBannAM, — ITO:
1) yuudHuHpOBaHHAs CHCTEMA JOKYMCHTAIHH;
2) ErCH;
3)I'OCT;
4) 00BEKT 1eI0NPOH3BOACTBA.
6. KOMILIeKC OCHOBHBIX MO/I0KEHHil, ONPEAE/AIONIX H PEMIAMEHTHPYIOWMX OPraHH3alHio NPOLECCOB
Ha NPeANPHATHH, — ITO:
1) EF'CJ1: Enunoii rocy1apeTBeHHOi CHCTEMBI JICIONPOH3BOACTBA
2) I'OCT;
3) 00BeKT ACIONPOH3BOACTBA;
4) yruQHUIIPOBAHHAA CHCTEMA JIOKYMCHTALIHH.
7. CucreMa JOKYMEHTAlHH — 3TO:
1) COBOKYNHOCTh B3QHMOCBA3AHHBIX ~JIOKYMCHTOB, [MPHMCHACMBIX B onpejenéuHoit  cdepe
JICATEILHOCTH;
2) COBOKYNHOCTB BCEX IOKYMCHTOB, OTBEHAIOUMX tpeGosanuam 'OCT;
3) COBOKYMHOCTB BCEX JIOKYMEHTOB, CO3/1aHHaA B COOTBETCTBHH C EICH:
4) ohopMIICHHE TOKYMEHTOB 110 €/IHHBIM NPABH/IAM.
8. Uto Hesb3s OTHECTH K cepe Aenonpon3soacTsa’?
1) opopmrenne ceKpeTapéM MpHKasa 0 npuéme Ha paboTy COTPYAHHKA,
2) ohopmieHHE CEKPeTapEM MO npockGe HaYaTbHUKR N03PABHTE/BHOMN TECTPAMMbl JUIA €ro MaTepH;
3) odopmienne cekpeTapéM Mo npocs0e HauwIbHMKA CY#KeGHOH 3alMCKH B BBILECTOAULYIO
HHCTAHLMIO,
4) odopmIIeHHE CEKPETapéM MPOTOKOJIA COBCLIAHHA PYKOBOJAMTEIEH OTCIIOB.
9. Kaxoli M3 HHKe NEPEYHCICHHBIX JOKYMCHTOB HE OTHOCHTCA K rpynne HMHGOpMALHOHHO-
cnpaBoyHbIX?
1) oOBscHHTEIBHAS 3AMHCKA]
2) NOK/IA/IHAA 3AMHCKA;
3) CIHCOK:
4) rpaduK.
10. O6BeKT Ae0NPOH3BOACTEA — ITO:
1) oopmeHHe JOKYMEHTOB, OTPAKAIOUHX BECh CNEKTP YNPAB/IEHYECKON ASATEALHOCTH NPEANPHATHA,
a TaKKe OPraHH3aLMIO JOKYMEHTO000POTA B YHPEKICHHH,
2) cHcTeMa JOKYMEHTOB, CO3/1alHas HA OCHOBE CIHHBIN CTaH/IAPTOB;
3) npasuia, ONpeASIAIOIHE OPraHH3ALIIo JIOKYMEHTHPYEMBIX MPOUECCOB HA MPEANPHATHH;
11. Oprann3aius JIOKyMeHTO000pOTa HA NPEANPHATHH BKIOYAET JIBHIKCHHE JIOKYMEHTOB ¢ MOMCHTa
HX MOJTY4YCHHA M CO3/1aHHA H J10:
1) MX PerHCTPALIH B COOTBETCTBYIOIIEM KYyPHAIC;
2) 3aBepiICHHA HCIIONTHEHHA, OTIPABKH HIH CIIa4H B JIeN0;
3) BX nepeaay COOTBETCTBYIOUIHM J0/KHOCTHBIM aHuaM;
4) HX aHHYJIHPOBaHHA.
12. CicTeMaTH3HPOBAHHbII NIepeyeHb 3aroI0BKOB Jei1 € yKa3aHHeM CPOKOB HX XPaHCHHSA — IT0:




1) HOMeHKnaTypa;
2) abOpesuarypa;

3) apXHBHBIii CIIHCOK;

4) karanor XpaHeHHs.

13. B uéMm cocToMT GOPMHPOBAHHE JIeJ B OPraHn3aumu?

1) B OTHECEHHH JIOKYMEHTOB K ONPEACAEHHOMY JIE/TY H CHCTEMATH3AUMH JIOKYMEHTOB BHYTPH JCIIA;
2) B GOpMHPOBAHHH NMOAMHBOK JOKYMCHTOB;

3) B cOCTaBNEHHM ONHCeli MOMEIENHBIX B MANKY JIOKYMEHTOB;

4) B OTHECCHUH JIOKYMCHTOB K ONpPEACAEHHOMY JIeNy W Ca4H HX B apXHB.

14. CKONBKO IK3eMIUISPOB AOKYMEHTOB BKIIOYAeTCs B Jen0”?

1):2:

2)3;

)1

4) 10 YCMOTPEHHIO OPTraHH3aLHH.

15. Kakoit nomkna 6bITh TONIMHA Aena?

1) ne menee 400 ymcTos;

2) ne Gonee 250 aHCTOB;

3) ne menee 250 JIHCTOB;

4) B 3aBHCHMOCTH OT 00BEMA NAIKH.

16. I'ne xpanst Texymme aena?

1) B cneuHaIbHOM OT/IC/IC apXHBA,

2) B ceiidhe pyKOBOJHTEIIA OPraHH3aLHK;

3) Ha pabouHx MecTax;

4) B CICUHANBHBIX XPAHHIHINAX.

17. T'ne opMupyrOTCs TeKyue aena?

1) B CTPYKTYPHBIX NOAPA3ACICHHAX HIIH Y CCKPETaps;

2) B /IMHHHCTPALHH YUPCKICHHA;

3) y pYKOBOJMTEJI OPraHN3aIN;

4) B CrieUHANBHOM OT/CJIC APXHBA.

18. Jle10npoH3BOACTBO — 3TO:

1) COBOKYIHOCTS paboT NO JAOKYMEHTHPOBAHHIO JCATE/ILHOCTH YUpEHKACHHS;

2) ohopMmIIcHHE JOKYMEHTOB, OTPOKAIOLIHX BECH CIIEKTP YNPaBIeHYECKOH AEATEIbHOCTH NPEAPHATHI;
3) npasuabHOCTh  ODOPMICHHS  JIOKYMEHTOB, OTP&KAIOUMX BECh  CMEKTP YIIPaBJICHYECKOH

JICATENLHOCTH NPCANPHATHA.
4) COBOKYNHOCTD JIOKYMEHTOB, IPHMEHACMBIX B onpeeneHHoil chepe ACATEILHOCTH.

Peitrunr kourpo/an Ne 2
1. B kaxoM c/yyae Ha JOKYMEHTE He BOCTIPOH3BOAHTCA amGiema oprain3auun?
1) eci Ha IOKYMEHTE YKe NOMELIEH repb Poccniickoit denepaunu;
2) ec/ii Ha JJOKYMEHTEC YIKE nomeiué repd cyobexta Poccuiickoii deepauni;
3) ecaH Ha JIOKYMEHTE yiKe nomewén repd Poccuiickoil deaepaunn i repb cyonexra Poccuiickoit
derepanui;
4) ec/1i OPraHH3aLMA HE CYMTACT HYXKHBIM IIOMELIATE amO/1eMy Ha JIOKYMCHTE.
2. '1e noMenaeTcs TOBapHbli 3HAK HIH amGrema opranu3aun?
1) B BepXHEM JICBOM YII1Y;
2) B BEPXHEM NPABOM YTIIY;
3) B LEHTPE BEPXHETO MO,
4) B COOTBETCTBHH € YCTABOM HJIH NOJOXKCHHEM OpraHH3aLHH.
3. B xaxom cay4ae 0hopMIACTCS KO oprann3aumn?
1) N0 KeNaHHIO OPraHH3ALMH;
2) ecyu TaKoil KO NPHCBOCH;
3) ec/H IOKYMEHT SBAACTCA HCXOAUTHM;
4) ec/i IOKYMEHT AB/ACTCH 0c000 BAXKHBIM.




4. Kax nomken oopMasThes Ko opranusaumn?

1) B BHzIe P B NpaBoil BepXHeit YacTH cTpanuubl Nel;

2) B Bue undp B 1eBoil Bepxiei yacTH cTpanuun Nel;

3) B Bijte Gyks i nudp B 1€BOI BepXHeit yacTh crpanuubl Nel;

4) B Buzie Gyks 1 udp B npasoii Bepxueit yacTi crpannub Nel.

5. B COOTBETCTBHH C YeM NpoOCTaBiseTcs Kot GopMbl 1okyMeHTa?

1) B COOTBETCTBHH C BHY TPECHHHMH NPABHIAMH OPraHH3alHi;

2) B COOTBETCTBHH € OOEPOCCHIICKHM KIACCH(PHKATOPOM YNPABICHHS JOKYMCHTALIHI,

3) B COOTBETCTBHH C HAUICKAUMM TpeboBanueM I'OCT;

4) B coorserctenn ¢ EI'CJL

6. 1 yKa3uIBaeTCs HAMMEHOBAHHE BbILIECTOALIEH opranmnsanuu?

1) HA/l HAMMECHOBAHHEM OPTAHH3ALMM, BLITYCKAIOLICH AOKYMEHT;

2) 110/1 HANMEHOBAHMEM OPraHH3ALKH, BBINYCKAOLICH JOKYMEHT;

3) cileBa OT HAUMEHOBAHHS OPTAHH3ALMH, BHINYCKAIOWICH JIOKYMEHT;

4) cnipaBa OT HAMMCHOBAHHSA OPraHH3ALHH, BBINYCKAIOUICH JIOKYMEHT.

7. UTo BRIIOUAIOT B CeGs CNPABOUHBIC JaHHBIC 00 opraHH3aumu?

1) nourossiii anpec 1 e-mail;

2) nouToBLIt anpec 1 HoMepa TeeOoHOB;

3) noutoBkiii anpec, HOMEpa TeeOHOB H APYTHE CBEACHHS, KOTOPHIC OPraHH3alid CUHTAET HYKHBIM
yKa3aTh;

4) e-mail, nomepa tenedonos u daxca.

8. Jliis Kakoro BHjIA IOKYMECHTOB HAHMCHOBAHHE IOKYMCHTA HE ykazeiBaerca?

1) BBINKCKA M3 POTOKO/IA;

2) nenoas 3anHCKa;

3) NHCHMO;

4) oruér.

9. Kakni CHMBOAMH 0OPMISETCS J1aTa IOKyMeHTa?

1) pumckuMH undpami;

2) apabGekimit Hdpamu;

3) puMcKHMI 1 apabCKuMK i pai;

4) pUMCKHMH 1 apaOCKHMH undpamu 1 GyKBaMH.

10. Kaxum 06pa3om J10/DKHA BRINIAACTD JaTa aokymenta?

1) B BHJIC: ICHb, MECALL, O

2) B BHAE: MECHLL, TOJL;

3) B BUIE: BPEMA, JICHb, MCCALL, FOL;

4) B npon3BoLHOIT GopMe.

11. Kakyto aary ciejyeT npocTaBiasTh B IPOTOKONE sacefanun?

1) nary 3aceaHus;

2) naty 0pOpPMICHHSA IPOTOKOA;

3) aaty NOAMHCAHHA POTOKOA;

4) naty oopmIeHHS NPOTOKOIA B JI€]I0.

12. W3 4ero COCTOHT perucTPaHOHHBIH HOMED JAOKyMeHTa?

1) 13 NOPAAKOBOIO HOMEPA, KOTOPbIH MOKET OBITh JIOTOJHEH 10 YCMOTPEHHIO OPraHH3aluu]

2) TOABKO H3 MOPAIKOBOr0 HOMEPA IOKYMEHT,

3) W3 HHJIEKCA JIefia, B KOTOPOE NOULHBACTCSA JOKYMEHT,

4) no YCMOTPEHHIO OPraHH3aLHH.

13. Y10 HE BXOAMT B COCTAB PCKBH3HTA «IOANHCHLN?

1) nHYHAA MOMIHCH;

2) HaUMEHOBAHHE JIODKHOCTH JIHLA, MOIIHCABLICTO JIOKYMEHT,

3) yposeHb 0Gpa3oBaHHA JHILA, NOANKCABLIETO JIOKYMEHT,

4) paMums THUA, MOMHCABLIETO JIOKYMCHT.

14. W3 4yero cOCTOHT rpHQ COrnacoBaHus NOKyMenTa?

1) cnosa «COIJIACOBAHO»;




2) u3 cnosa «COI'JIACOBAHO» u noamuicy ¢ paciindpoBKoi;

3) u3 caosa «COTJIACOBAHOY, noanuck ¢ paciuugpoBKoii # AaThI NOTHCAHHA JOKYMCHTA;

4) Uz cnosa «COTJIACOBAHO», A0/DKHOCTH JHIA, HAMMCHOBAHMA OPraHM3ALMH M MOMITHCH €
pacuindposkoit.

15. Y13 4ero COCTOHT OTMETKA O 3aBEPEHHH KOMHH?

1) naanuc « BEPHO» # noanuesH 10KHOCTHOTO Jinla ¢ pacungpoBKoii;

2) naanucn «BEPHO», NOANKCH JOKHOCTHORO JIHIA € pactindpoBKOil 1 1aTOH 3aBepeHHA;

3) nanmucn « BEPHO», 10KHOCTH 3aBEPAIOLIETO JIHIA, €ro MOJNMHCH H J1aThl 3ABCPEHHA,

4) naanuck «BEPHO», 10/KHOCTH 3aBEpAIOICro JIHLA, €ro MOAMHCH € pacuHpoBKoil H AaThl
3aBepPEHHA.

16. MOKHO 111 J1€/1aTh OTMETKY O NOCTYIUICHHH JOKYMEHTa ¢ NOMOLUBIO wramna?

1) aa, 1Mo YCMOTPEHHIO OPraHH3alliH;

2) Her;

3) 1@, TOABLKO B KPYMHBIX OPraHH3aliax;

4) na, TOABKO B TOCYAAPCTBEHHBIX OPraHH3alHax.

17. Kakoii ¢opmar Gymaru ie HCIONb3yeTes JUIA 6nanxos?

1) Ad4;

2) AS;

3) A3;

4) A6.

18. Kakyio Gymary »eaaTe/IbHO HCIOIb30BaTh JUIA H3TOTOB/ICHHA 61aHKOB JIOKYMEHTOB?

1) Genyio;

2) KeNTy1o;

3) rony0Oyio;

4) pa yCMOTpEHHE OpraHH3alHH.

Peitrunr-konrposn Ne 3

1. I'z1e XpaHsTCs Jea Mo HCTCUEHHH CPOKa TEKYIIEro xpanenus?

1) B apxuBe;

2) y PYKOBOJHTEIA OPraHH3alHH;

3) y cexkpeTapst pyKOBOAMTE/IS OPraHH3aliy;

4) nojuiexar aHHYIHPOBAHHIO.

2. Kakum o0pazom onpejensercs HEHHOCTh JIOKYMEHTOB?

1) 10 NOJI0KEHHIO B OPTaHH3ALUKMH JIHIA, NOAMHCABLICTO JIOKYMCHT;

2) 110 CPOKY JABHOCTH JOKYMEHTa]

3) ¢ NOMOMUIBIO IKCIEPTH3BL

4) B 3aBHCHMOCTH OT TOTO, MALIMHOMHCHBIH HIH PYKOIMHCHBII TEKCT NPHCYTCTBYET B IOKYMEHTE.
3. KT0 npOBOMT IKCIIepTH3Y AOKYMeHTa?

1) pyKOBOJKTE I OPraHH3aLHI;

2) cekpeTaph HIH Je10NPON3BOJHTEb;

3) aKkcnepTHas KOMHCCHS,

4) npesicTaBHTE b APYTOil OPraHH3aluH.

4. Kax Ha3bIBAIOTCA JOKYMEHTBI, HCIOJIB3yIoIHmecs B cdepe yrpasieHns?

1) opraHH3alHOHHO-PACNIOPAAHTEIIBHLIC,

2) opraHu3alHOHHO-TEXHHHYECKHE,

3) aAMHHHCTPATHBHBIE;

4) ynpasieH4eCKHE.

5. JIomKHOCTHAA HHCTPYKIHA — 3TO:

1) soxyMeHT, W3zaBaeMmbiii [IpaBHTENBCTBOM Poccniickoii MDeepauun B LEIAX PeraMEHTALHK

OpraHH3aIHOHHO-NPABOBOTO MOJOKCHHA paboTHHKa;

2) JOKYMEHT, H31aBacMbli opraHm3auneii B UEAX PEraMCHTAUMH  OPraHH3AlHONHO-NPABOBOro

MOJ0KeHHA pabOTHHKA,




3) IOKYMEHT, H31aBaeMblil OPraHu3alieil, B KOTOPOM PeraMeHTHPYIOTCS YCIOBHA TPYAA paboTHHKA,
4) NOKYMEHT, W3/aBacMblii Oprasu3aiueii, B KOTOPOM PerJIaMCHTHPYCTCA pasMmep JIOJKHOCTHOIO
OKJIaza.
6. JI1s KaKuX J0/DKHOCTEH NPeyCMOTPEHE! HHCTPYKIUMH?
1) s pYKOBOJALIMX;
2) JUIA HCTIOMHUTEIBCKHX;
3) /1S TEXHHYECKOTO NEePCOHAA;
4) s BCex.
7. B KakoM JOKYMEHTE ONpE/CICHBlI CTPYKTYPA, YHCICHHOCTD M AOKHOCTHON cocTaB pabOTHHKOB
opranu3anHu?
1) nosnoxenue 00 OpraHu3ainm;
2) CIHCOK COTPY/JAHHKOB;
3) WITaTHOE PACIHUCAHHE;
4) npukas o npuéme Ha pabory.
8. VcTas opraiusaiiu — 3To:
1) npaBoBoii aKT, ONpE/e MO NOPSAOK 00pasoBaHHs H OPralH3aLHIo paboThl NPEANPHUATHA]
2) npaBoBoji AKT, ONPEIC/MIOUINI 321241 H Le/TH OPraHH3aLHH;
3) npaBoBoii aKT, ONPEACIAIONI CTPYKTYPY, (YHKIIH ¥ NIPABA NPEUTPHATHA]
4) ipaBoBOii aKT, ONpeIeRIOUIHI MOPAIOK PaspellcHits CIOPHLIX BONPOCOB Ha NPEANPHATHH.
9. B uéM COCTOMT HA3HAYCHHE PACHIOPAAHTE/BHBIX IOKYMCHTOB?
1) B pery/MpoBaHiH JeSTebHOCTH, H 00eCTIe e HHH PCATH3ALMH NIOCTABICHHDIX 3314 ¢ MaKCHMaIBHOM
3¢ PeKTHBHOCTBIO;
2) B Ay0HPOBAHKN OPTrAHH3AUHOHHBIX IOKYMCHTOB;
3) B OPraHH3aLtH CHCTEMbI OOWIPEHHHT 1 HaKa3auii pabOTHHKOB;
4) B IONONHUTEILHOM HHPOPMHPOBAHIH PaGOTHHKOB BHYTPH OPraHi3aLiH.
10. Kakoii 13 HiKe NEPEUHCICHHBIX JOKYMCHTOB HE H3/aETCA PYKOBOAHTEICM eIHHOIHYHO?
1) npuxas;
2) yKazaHue,
3) pacnopsKeHHe,;
4) axT.
11. Mecto cocTaBIeHHA JOKYMEHTA HE NPOCTABIIACTCA Ha:
1) npukasax;
2) 1eNOBBIX 3aMHCKAX,
3) cayxeOHBIX THCBMAX]
4) yKaszaHHsX.
12. CKONBKO AIPECaTOB HE MOXKET HMETh JOKYMEHT?
1
2)5;
3)3;
4)4.
13. Kakim o0pa3oM J0/KSH H3/1araTbCa TEKCT B IOKYMEHTE «MHCTpYKIIMA»?
1) OT nepBOro AMIA eAMHCTBEHHOIO HHCA;
2) OT NepBOro JHIA MHOKECTBEHHOTO HHC/A;
3) OT TPETHEro JHLA CAMHCTBCHHOIO YHCA;
4) OT TPeTLEro LA CAMHCTBEHHOTO MM MHOKECTBEHHOTO HHCIA.
14. Yto HeoOX0AHMO YKa3blBaTh B OTMETKE O HAIHYHH npHIoKeHHA?
1) KOIHYECTBO;
2) KOJIMYECTBO JHCTOB, HA KOTOPBIX PacNON0KEHb! MPHIOKCHIA,
3) KOHYECTBO MPHIAOKEHHI H KOJIHUECTBO JHCTOB, HA KOTOPBIX PACTONOKEHbI IPHIIOKECHUSA]

4) Huuero.




Bonpockl K 3adery mno amcumnanue «Jloxkymentuposannoe obecneuenne YHpaBIeH4ecKoil

ACATEILHOCTHY

LD e

© % N

1
1
1

1
1
1
1
1
1
1
2

1. [TonsTHe NOKYMEHTA.

CYIIHOCTB IOKYMEHTHPOBAHHOTO 00€CICUYCHNS YIIPAB/ICHYECKOH JeATEIHOCTH.

OCHOBHBIE OHATHA AOKYMEHTHPOBAHHOTO 00eCTICYCHHS YIIPABICHYCCKOH ACATENbHOCTH.

. JIokymeHT H uudopManus.

DopMmyasp JOKYMEHTA.

[Opuanyeckas cHiIa JOKYMCHTA.

. Tunonorus 1OKYMEHTOB.

Knaceuukaiis HOpMATHBHBIX JIOKYMCHTOB.

. Oprasu3alHoOHHO-PACTIOPAIHTE/IBHBIC JIOKYMCHTHI.

0. OunancoBo-0yXrarTepeKas A0KYMCHTAHA.

1. HayuHo-TeXHHYeCKas JJIOKYMEHTALHA.

2. OpraHu3alHOHHO-NIPABOBAs JIOKYMEHTALMH: YUPeIMTE/bHBIA J0r0BOP, YCTas, nonoxenne 06
OpraHM3alMK, CTPYKTYPA M LITATHAS YHCICHHOCTb, NOJOKEHHE O CTPYKTYPHOM NOApa3AC/ICHHH,
WITATHOE PACIHCAHHE, JOIKHOCTHAA HHCTPYKLHS.

3. OT4YeTHO-CTATHCTHYCCKHE JIOKYMCHTBL

4. [poeKTHaA JOKYMEHTALHA.

5. TTopAA0K AOKYMEHTHPOBAHHSA YIIPABICHHYECKOH JCATENLHOCTH.

6. Yuudukaus # CTAHIApPTH3AUMS YIPABICHYCCKHX JOKYMEHTOB.

7. Buasl 6:1aHKOB.

8. OcHOBHBIE PEKBH3HTBI IOKYMCHTOB.

9. [MopAI0K NOArOTOBKH i 0GOPMICHHA POCKTOB JOKYMEHTOB.

0. TupaxkupoBaHHe JOKYMEHTOB.

21. INopsaok oGopMICHHS OTACABHBIX BHIOB HOPMATHBHBIX JOKYMCHTOB.
22. CoBpeMeHHOE JEJI0BO¢ MHCHMO.

2
2

2
2
2
2
2
3
3
3
3
3
3
3
3

3

3. INpasiaa Be/lcHHA JCI0BOH NMEPENHCKA.

4. OCHOBHBIC JIOKYMEHTBI CO3/1aBaeMble IS OCYIICCTBACHHA JCJI0BOro o0leHHs H MpOBEACHHA
nyGIHYHBIX BBICTYIUICHHI B OPraHH3alHy.

5. Buzpl npe3eHTauui.

6. Topsanok co3nanus GH3HeC-NPe3eHTallM.

7. MHCTPYMEHTHI IPOBEICHHS JCTOBBIX MyOAHUHBIX BHICTYIICHHH.

8. [Tops/I0K Npe/ICTABICHHSA NPE3EHTAIHI.

9. [ToHATHE NEKTPOHHOrO JIOKYMCHTA.

0. Kraccudukauus 31eKTPOHHBIX JOKYMEHTOB.

1. DAeKTPOHHBIC JOKYMEHThI B PAMKAX JMEKTPOHHAIX KOMMYHHKalHH.

2. PaGota ¢ 21¢KTPOHHBIMH JIOKYMCHTAMH.

3. Tops10K NepeBo1a /1EKTPOHHO#H JOKYMCHTAUHH B Gymaxuyio Gopmy H oOparHo.

4. Mo INEKTPOHHBIX JOKYMCHTOB OpraHH3allii.

5. OGecneyenne HHGOPMAIHOHHOI 6e30MacHOCTH NPH paboTe ¢ MMEKTPOHHLIMH JOKYMCHTAMH.

6. [opsa0K oprafi3aiiti # paboTh! OT/1E10B ACIONPOH3BOICTBA B OPraHH3ALMAX.

7. e u 3anaun cayx0et JIOY.

8. Oyuxuun cayxos JJOVY.

39. [pasa 1 oTBeTCTBEHHOCTH C1yX0H! JIOY.
40. Topsiaok B3anmoelicTans cayx0st JIOY ¢ apyrumi

4

CTPYKTYPHBIMH [0Pa3/Ie/ICHHAMH.
1. Mopsi0K NpHeMa JOKYMEHTOB.

42. PerucTpauns, HanpasIcHHe H pacCMOTPEHHE BXOJALEIl KOPPECMOHACHIHH.
43. ITopsaOK NOArOTOBKH H PErHCTPAIIHH HCXOAAIIMX i BHYTPEHHHX JAOKYMCHTOB.
44. Yuet oObema 10KymMeHTo000pOTA.

45. Oprasu3alis KOHTPO/IA HCIONHCHHUA JOKYMEHTOB.

46. 3naycHNe KaJAPOBLIX JOKYMEHTOB.

47. Buasl KQIpOBLIX A0OKYMEHTOB.




48. Tpynosoit norosop.

49. JlokymeHTanMonHoe odopMiIeHNe npHeMa Ha paboty.
50. TpynoBas KHHKKA.

51. JInynas Kaprouka.

52. JInukoe 1e10 COTPYAHHKA,

53. TTops0K XpaHeHHs KaAPOBBIX TIOKYMEHTOB.
54. CocrasjicHHe HOMEHKJIATYPBI JIeJl.

55. ®opmuposanie # 0hopMIACHHE JIe.

56. Buabl peecTpos.

57. DKCrepTH3a HeHHOCTH JJOKYMEHTOB.

58. INopsaaoK nepeiaqu e/l B apXHB.

59, [ToMCKOBBIC CHCTEMBI 110 JIOKYMCHTAM.

7. VYYEBHO-METO/IHYECKOE H HHOOPMAIHOHHOE OBECIIEYEHHE
JIUCHHUTIIJIHHBI (MOJ1YJIS)

a) OCHOBHAS JHTEpaTYypa:
1. JlokyMeHTaUHOHHOE ofecnederne ynpasIeHus: Vue6roe nocodue/ImaauiE.B. - M.: UL PUOP, HULT
UH®OPA-M. 2016. - 249 ¢.: 60x90 1/16. - (ITpodeccronanniioe obpasosariue) (Tepenaér) ISBN 978-5-369-
01042-6 - Pesxkum aocryna: http://znanium.com/catalog/product/468335
2. JIoKyMeHTAIHOHHOE ofecne eHne YnpaBIeHis (neaonpon3soactro) : yueb. nocodue / T.A. Brixosa,
T.B. Ky3uenosa, JI.B. Canknna. — 2-¢ H37., nepepad. u on. — M. : HHOPA-M, 2017. - Pexnym goctyna:
http://znanium.com/catalog/product/566178
§) AONOJHHTEALHAS JINTEPATy pa:
1. JIoKyMenTAUHONNOE oDecredenie YpaBIenus B COUNNILHO-KYILTYPHOM CEPBHCE 1 TypH3IME:
VyeGnoe nocobue / N'ymmna M. A, 3aiiuesa H. A. - M. Ansda-M, HULl HHOPA-M, 2015.-240¢.:
60x90 1/16 (Iepennér 7BLY) ISBN 978-5-98281-152-3 - Pekum pocTyna:
http://znanium.com/catalog/product/489737
2. J1e0npon3BOACTBO: JOKYMCHTAIHOHHOE 00eCTIeyeHHe YNPaBICHHA: Vyebroe nocodue / [Tanacenxo
I0.A.. - 3-¢ n3a. - M.:PHOP, HTHOPA-M, 2016. - 112 c. - (BO: bakanaspuar) - Pexum jpoctyna:
http://znanium.com/catalog/product/542773
3. OcnoBbi AeaonponssocTsa : yued. nocodue / A.M. Acanues, WM. Muponosa, E.A. Kocapesa, I'.I'.
BykoBuy. — 2-¢ H3]L., Henp. u aon. — M. MUHOPA-M, 2017. — 146 ¢. — (Beicuee o0pasosanue:

Baxanaspuar). - Pexxum jocryna: http://znanium.com/catalog/product/782839
8. MATEPHAJIbHO-TEXHHYECKOE OBECIIEYEHHE JHCHHILIHHBI (MOAYVJISI)

AyaMTOpH#, JOCTAaTOMHAs M0 pasMepy A1d paborel  2-3 MaiBIX TIPYNn  OJHOBPEMEHHO;
My/IbTHMEAHITHBI NPOCKTOP; KOMIBIOTEP; IKPaH HIIH JIMCILICIT; KOMITBIOTEPHBIC KJ1ACChl ¢ YCTAQHOBJICHHBIM
CHEUHATH3HPOBAHHBIM NPOTPAMMHBIM  00ecneyeHHeM HHQOPMALMOHHBIME  EKTPOHHBIMH  Basamu;
GnbamoTeKa; aneKkTpornas Gubanorexa.




PaGouyio nporpammy coctasun gou. kad. MHuMP, k.2.1. Jloskosa E.C. W
(®HO, noanwucs)

Peuensent: /’%
lenepanbubiii aupexkrop 000 «3onoteie necku» [lonsxosa 5.B. /e

(Mecto paGoTsi, 10mKHOCTS, DHO, ndAnics)

[Iporpamma pacemortpena n 0100peHa Ha 3ace1anu Kageapbl « MEHEUKMEHT H MAPKETHHI»

[Tpotokon Ne / or« of» CAK 20 ﬁon%
3asenyomuii kadeapoii 1.9.1., npod. Guanmonosa H.M. L

(PHO, noanuce)

PaGouas nporpamma paccMOTpeHa  0100peHa Ha 3ace/laHiH y4eOHO-METOAMYECKOH KOMHCCHH HaNpaBICHHA

38.03.02 «MeHemrMeHT»

ITpoTtokon Ne { o3 » O A 20_/z7rona

[peacenareab KOMHCCHR:
3aseayrommii kadeapoit a.9.4., npod. Gummonosa HM

(®HO, noanucs)




