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1. LEJIM OCBOEHUSI IMCLUILIMHBI

Heabo  auenumiannb: «/loKyMEHTHDOBAHHE  YNPABICHYCCKON  1eSITEMBHOCTIN ABJISICTCS
(hopMHpOBaHHE Y CTYACHTOB HaBBLIKOB AOKYMEHTHPOBAHWS M OPraHu3alum paboThl ¢ JTOKYMEHTAMH B
HPOLIECCE OCYIUECTBICHUS UMM YIIPABICHUYECKHN (DYHKILMIT.

3ajauamu ncuMIUIMBLL SBIIOTCS

# M3YUCHNC OCHOBHBIX NOHATHI TOKYMEHTAMOHHOIO 00eceucHns YIPaBICHHS;

. O3HAKOMHTB CTYZIEHTOB ¢ OCHOBHBIMH BH/IAMM HOPMATHBHBIX JIOKYMCHTOB, CO3/IaBAEMBIX HJIH
IIPAUMEHSEMBIX B OpPraHU3allMu;

. hopmuposanue ymenwuii O(OpMIIEHHS OCHOBHBIX BHJIOB HOPMAaTHBHBIX J10KYMEHTOR;

. O3HAKOMHTb CTY/ICHTOB C TOPS/IKOM HCITONb30BaAH HSI HOPMATHBHOH JIOKYMEHTAIMH B pamMKax

JICJOBOTO OOIIEHUS, TYOIHYHBIX BBICTYILICHHII, IIPOBCIICHHS TICPErOBOPOB, COBEINAHHUI, OCYIIECTBICHHS
ACIIOBOH NEPEIHCKH H NMOJUICPKUBAHHIS YICKTPOHHBIX KOMMYHUKaI[HIi;
. H3YICHUC IPHHLMIIOB OPraHU3AIMH I0OKYMEHTOOBOpOTa B OpraHH3anmu,

2. MECTO JIMCUHUIIJIMHBI B CTPYKTYPE OI1OIT BO

Hucnummna B1.B.J1B.08.02 «JIOKyMEHTHPOBAHHE YIIPABICHUYECKONH NeSTCeIBHOCTIY OTHOCHUTCS K
Aucnumiunam 1o Beibopy (J1B.08.02) sapuarusnoii yacru (B) Onoka (B1) qmcunmmn. I'nybokoe yepoenue
Marepuaia obecrneuuBacTcs coveranmem AY/IITOPHLIX 3aHATHH M CAMOCTOSTENLHON PaboThI CTYJEHTOB ¢
TUTEpaTypoH. OCHOBHBIM BHJIOM y4eOHBIX 3aHATHII MO JaHHOI JIHCHHITMHE  SBJIAIOTCS JICKIIMOHHBIE U
NpaKTHYeCKue 3aHATHA. M3ywenwe wmcrmmumansl uis CTYZICHTOB  OCYIIECTBIISETCS B TEUEHHE OHOTO
cemectpa. Ilo amcnmunimue ocymecrsiusercs TEKYLIMH KOHTPOIIL M IPOMEKYTOUHAS ATTECTAIMS B (hopme
5K3aMeHa.

3. INTAHHUPYEMBIE PE3VYJIbTATBI OBYYEHMUS 110 JAUCITHITJIUHE
[Tnarupyemer Pe3yIbTaThl 00YUEHHMS 110 AUCHMIUIHHE, COOTHECEHDI ¢ TIAHHPYCMBIMH pe3yIbTaTaMu
ocBoeHust OITOI1

Kon
thopmupyembix

[lnanupyembie pesyabtate 0dyuenus

YpoBeHus ocBoeHus )
10 ANCURILIHHE, XapaKTePU3yoLme HTans GopMupoBanus

KOMIETEeHIHH

KOMIeTeH LHii KOMNETEHUHIT (T0Ka3aTe/H 0cBOeH S KOMMeTeHLHH)
3HaTe: Hopmarushbie u  npasosbie JOKYMEHTBl B CBOEi

npo(eccHoHanbLHOI nesTenbHOCTH

OCHOBHbBIE MCTOLbI 110HCKA HOPMATHBHBIX H 1IPABOBBIX aKTOB

Ymern: OcyuiecTsasth nouck, ananns n HCTIONIL30BAHHE HOPMATHBHBIX

M [IpaBCBRIX RoKYMEHTOR = S S

Buajers: Hasbikamu nowcka, ananmsa u ucnonnsosanng HOPMAaTHBHbIX

M TIpABOBLIX NOKYMEHTOB B CBOEH NpOdieccHOHANLHON AesTenbHOCTH, B

T.49. B NONCKOBO-CMPABOHLIX CcHCTeMax

3uaTh: GasoBble YCIOBMS 3aKIIOUACMBIX COrnalieHunii, J10roBopoR 1

KOHTPAKTOB 1A IOCTHKEHUA  BBICOKOH  COINIACOBAHHOCTH npu

BbIMOJHEHWH KOHKPETHBIX [POEKTOR

OCHOBBI OM3HEC-IIIAHMPOBAH S

METO/IMKH KOHTPOJIA W peanu3alni 0U3HeC-M1aHoR

0asoBble YCIOBHA 3aKIOYaEMbIX COrNauIeHU, 10roBOPOB H KOHTPAKTOB

METONMUECKHIT MHCTPYMEHTAPHIA Pealln3aliiy ynpasienyeckux peLueHuii

B 00/1aCTH (hyHKUHOHANBHOIO MeHe kMeHTa Ui JOCTHIKEHHS BBICOKOI

COIVIACOBAHHOCTH MPH BLIMOJHEHHH KOHKPETHBIX [IPOEKTOB M pabot

¥MeTb: M09TanHo KOHTPONHPOBATH peanu3aluio yeIoBUI 3aKI0YaeMbl X

COTNAlIeHNii, 10rOBOPOB M KOHTPAKTOB IS JOCTHKEHMUS BBLICOKOH

COMIACOBAHHOCTH NPH BBINOJTHEHNH KOHKPETHBIX MPOCKTOR

[MosTanuo  koHTpOAMpoBaTh PEATH3ALMIO  OM3HEC-NIAHOB M YCIOBHI]

SAKTIOHACMBIX COrNAILCHNI, 10rOBOPOB M KOHTPAKTOR

ROOPAHHMPOBATL  NEATENLHOCTb  WCMONHMTENEH ¢ NOMOLLbLIO

METOIHYECKOrO HHCTPYMEHTAPHS peall3alliy YNpaBIeHueCKIX perteHuii

B 00N1aCTH (PYHKUMOHANLHOTO MeHeKMEeHTa st JOCTHIKEHHUSA BBICOKOI

COTTACOBAHHOCTH NPU BbINOJTHEHHN KOHKPETHBIX NPOEKTOB H pador
MO3TANHO  KOHTPOJIMPORATL  PeaNH3alMIO  OH3HEC-IIAHOB | YCII0BHIA

L 3AKTIOUACMbIX COMMTALLIECHMIA, 10rOBOPOB 1 KOHTPaKTOB

OI1K-1 YaCTHYHBIIT

[MK-7 YACTHYHBI i1




—

Baagers: nasbikavn  nosrannoro KOHTPOIIS  peanu3alii - ycnosuii
3AKIMNOUACMBIX COrauIeHnii, 10roBOPOB U KOHTPAKTOR /181 HOCTHIKEHHS
BHICOKOIH COITIACOBANNOCTH MPH BLINOAHEHUH KOHKPETHBIX MPOEKTOB

HABLIKAMU NOITANHOTO KOHTPOUIS peal3alinn GUIHEC-ITAHOB U yCIoBHii
SAKIOUACMbIX COTIALICHN I, 10TOBOPOB H KOHTPAKTOR

K-8

3Harn: Oa3oBble npagiia AOKYMEHTAILHOTO OhOPMIIEHHS pelleHuii B
YNPABIEHHH  ONepauiontoil  (NPoH3BoACTBEHHOIH) NEATENLHOCTH
OPraHH3alin - 1P BHEAPEHHN  TEXHONOrMYECKMX, MPOAYKTOBKIX
HHHOBALIMI WJIH OPraHU3aLHOHHBIX H3MEHEH Hi]
YMern:  n0kyMeHTasnbHO opOpMIATE  pelieHus B yhpaBieHuu
OMepaunoHHOI (npomBOLlCTBeHHoF:) ACATCILHOCTH  OpraHn3auny npu
BHCAPEHHH  TEXHONOTMYECKHX,  NPOJLYKTOBHIX WHHOBAUMH  wiaM
| OPTraHM3aLHOHHBIX H3IMEHEHMUIT -
Baaners: HaBnikamu NOKYMEHTaNbHOTO  O(opMIIeHHS  pellenuii B
YOPAaBNAEHWH  onepaunoHHOI (NPOM3BOACTBEHHOI)  jesATENbHOCTH
Opraiu3alnn  npu  BHEAPEHMH  TEXHONOFMUYECKUX, NPOIYKTOBBIX
MHHOBALMH WM OPraHU3ALMOHHBIX HIMEHEH 1]

YaCTHYHBI I

[TK-11

3naTe: BUaLL, cocTas 1 CTPYKTYPY JIOKYMEHTOB, OTPaKalouMx cucTeMy
BHYTPEHHETO JNOKYMEHTO000pOTA OpraHu3aimiu, oprator
FOCYMAPCTBEHHOTO M MYHHUMNATLHOTO YIpaBIcHUS

METO/IbI H METOLMKY BeleHNs §a3 JaHHbIX N0 PA3NHYHBIM MOKA3ATENIM B
OPraHu3aumsN. — oprasax — rocyAapcTBeHHOr0  u MYHHLUMMNAILHOrO
ynpasJeHus

MPUHLAMBL W ocoOeHHOCTH  hopmMupoBaHHS HHpOpMaUHOHHOTO
obecneyenns B opranmsanmsy, OpraHax — rocy/apcTBEHHOro M
MYHHLUHNAILHOTO YNpaBJieHHs

4aCTHIHBIi YMeTb: YMeTh paccuuThiBaTh OCHOBHBIC NoKasaTeu, HeodXoAUMBIe 111
PCANTH3ALINK OPraHH3AUMOHHBIX IPOEKTOR

OCYWECTRIATL BBIOOP MHOPMALHOHHBIX cpencTs s ux obpaboTku B
COOTBCTCTBHM ¢ nocTarieHnoil 3azaueii, aHAM3UPOBATL  PE3y/IbTaThl
pacteTos 1 O0OCHOBHLIRATH  MOJNYUEHHBIC RBLIBOALI s NPHHATHA
| YNPAaBICHUECKHX pellennii .

Baanern: wasnikamun ananusa MH(OPMALIHH, HCMOMB3YEeMOIl B npouecce
YNPABICHUsA,  [IAHWPOBAHMS W NPOFHO3MpOBaHHS, peanusaunu
OPraHU3alOHHBIX TPOEKTOR

ITK-20

3HaTh: TUMOBbIE OPraHN3aLMONHbIC 1 PACNOPANUTENbHBIE JOKYMEHTBI
HOPMATHBHLIC IOKYMCHTBI,  PEriiaMeHTHPYIOLLIHE NOpsIok  co3aHms

HOBBIX MPEANPUHAMATENLCKHX CTPYKTY

MpaBuIa BEACHUA ay INTOPOM paBoveii NoKyMeHTalmn

npaBuia 0hOPMICHNS pe3yiLTaToR ay/IMTOPCKOii npoBepku

MOPAIIOK BBIAAYH M0JIb30BATEIIAM pe3y/IbTaTOR [IPOBEPOK

YMeTh:  rOTOBHTL THNOBBIC OpramM3aUMONHbIE H pacnopsanTe/ibHble

JIOKYMEHTbI

MCIONb30BaThL HOPMAaTHBHbIE NOKYMEHTBI s cO31aHus

HOBBLIX MIPEANPHHUMATENLCKHX CTPYKTY]

BLIPAAKATL APTYMEHTHPOBAHHOE MHEHHME O J0CTOBEPHOCTH (unancoroii
OTUCTHOCTH Opranmsauun
Bnajxers: HaBbIKAMH TIOATrOTOBKM THIMOBLIX OPraHM3aLUMOHHBIX M

PaClOPAIUTENILHBIX IOKYMEHTOB, HEOGXOAMMBIX NS CO3IAHUA HOBBIX

MPEANPHHUMATEILCKHX CTPYKTYp

AOKYMEHTANILHOTO  0hopMACHHS Ay AMTOPCKOi] TMPOBEPKH; COCTABIEHHS

aY/IMTOPCKOTO 3aKJIFOMEHHS 110 pe3y/ibTaTam NMPOBEACHHON ayanTopcKoii
ee— L . : \J

- #_r_lgﬂemamn YHPABICHUA ONEPAUHOHHON JICATENLHOCTLIO OpraHu3almii

YACTUYHbI I




4. OBbEM U CTPYKTYPA AUCHHUITTIJIMHBI
Tpynoemxocrs et cocranisier 4 3aueTHRIX eaunnIL 144 yaca

— - S T f.h_
Bius yuednoit padorsl, rnioyas
CAMOCTOATE/ILHYI0 paboTy CTYaeHTOR Obnbem Dopmbl Tekyiero
= H TPYOEMKOCTE (B Yacax) yueOHo# KOHTPOJIA
5 paboThl, YCneraemMocTu
5 Q = 3 e0e
No Pazziei (tema) 2 § & [ B % H“C:C”H et ()no,*,{f,? Lfﬁm
n/n JIMCUMIIMHBI _ﬁ = £ l = m]ﬂc SRR cemec I,f'C ;
O 5 = 5 = e PAKTHBHDI (hopma
b} é i = 25 g X METOJI0R NPOMCKYTOUYHOH
= & g E :c“-. l»‘é— o (B yacax / %) arrecrauuu
,.é- '1_95 fno cemecmpam)
1 Beenenne 10 | 41 | B 9 100
2 OcHoBHbIE BUBI YIIpaBIeHUECKIX 10 11 | 1 10 100
=} .ﬂOK!Mf?HT‘OB e g s | N - - S
3 OCHOBHbIE TpeboBaHUs K r 10 ‘ 2/100 | Peiirunr-
oopMIEeHHIO YIpaBiicHYeCKIX KOHTPOJIL No|
NIOKYMEHTOR
4 Cosnanue u npencrasnenme 2/100
NpeseHTauuni
5 OcHOBHbIE BHIBI M€K TPOHHBIX 2/100
JIOKYMEHTOB : _ _ , T ||
6 Cnyxba nenonpoussoncrsa g 2/100
opraHuzaumun gt .
7 Oprauuzanms paboTsl ¢ JNOKYMEHTaMM 2/100 PeiiTunr-
KOHTpOJIb No2
8 Jenonpouseoacrso no JIHYHOMY 2/1 00‘<
cocraBy
9 Homenknatypa nen. 2/100
10 | loarotoeka nokymeHTOB U5 2/100 | Peiitunr- |

XpPaHEeHHs B dApXHBEC

Beero 3a 10 cemectp

(S KOHTPOJIb No3
_ 18/100 | Sksamen (27)

Hanuune B aucunnnune KIT/KP

Hroro nmo auctmnnune
V10 1O IHCHMIUIHHE

18100 | Disamen 27)

Coaepkanne JneKUMOHHBIX 3ausTHil 1o JHCHHIUIHHE

Tema 1. Beenenne.

louste  mokymenra. CymHOCTE  JI0KyMEHTHPOBAHHOTO obecneuennss  ynpaenenueckoii
ACATENLHOCTH. OCHOBHBIC MOHATHS JIOKYMEHTHPOBAHHOI'O 00CCCUCHHS YIIPaBIEHYCCKOI e TEIbHOCTH.
HokymeHnT u  undopmanus. Popmyssap  noxymenta.  [Opujrueckas  cra JlokymenTa.  Tunonorus
JIOKYMEHTOB.

Tema 2. OcuoBubie Bu/bI YHPABJCHYECKHX TOKYMEHTOB.

Knacendukanms nopmarusmmix JOKYMEHTOB. - OpraHu3alnOHHO-PACTIOPSIMTE b HbIE JIOKYMEHTBI.
®unancoBo-6yxranrepckas AOKyMenTauns. Hayuno-rexunieckas okymenranms, Hopmaruehas npasosas
AOKymeHtauus.  TpynoBas — jgoxymenranms. OTtuerHo-cTaTHCTHUCCKME JOkyMeHTbL.  [IpoekTHas
JIOKYMEHTaIlHsI.

Tema 3. OcnoBubie TpedoBanus K 0opMIEHHIO YIIpAB/IeHYCCKIX MOKYMEHTOB.

Hopsnok pokymentuposanus YNPaBICHICCKOH JiesTe/bHOCTH. YHHbUKAIMS 1 CTaHJapTH3alus
YIPABJICHYECKHX JJOKYMEHTOB. Bu/ibl Oitankor. OcHOBHbIE PEKBH3UTHI IOKYMEHTOB. [TOpI0K NOAroTORKH 1
OhOPMIEHHS TIPOEKTOR JIOKYMENTOR. Tupaxuposanne 10kymenos. Hopssiok odopmienus otaenpubix
BHJI0B HOPMAaTHBHbIX JIOKYMCHTOB. COBPEMEHHOE JIC/I0BOE [THCHMO, [pasuia eacums nenopoii EPEHUCKH.

Tema 4. Coznanne n npencrapienme Hpe3seHTAIHI,

OcHOBHbIE JIOKYMEHTHI CO37aBacMble Ju1s OCYIICCTRICHNS  JICIOBOIO  OOIICHUA M [POBEICHMUS
NyONHYHBIX BRICTYIUICHHH B Opranu3arim, Buner npesentanmii. Mopsyok cosnamnus OU3HEC-TIpeseHTAaIHiA.
Hucrpymentst mposenenus nenormix ITyOJIMYHBIX BBICTYIICHHIA, [opsnox npejucrasnenus NIpe3eHTAaI[HH. .

Tema 5. OcHoBHBIC BH/IBI WIEKTPOHHBIX /IOKYMEHTOR.

[lonsitue anexTponnoro flokymenTa. Kiaccupukains s1ekTpoHmbix JIOKYMEHTOB. DJIEKTPOHHBIC
AOKYMEHTBI B paMKaX 3JICKTPOHHBIX KOMMYHHKaluii. PaGorta ¢ JICKTPOHHBIME JloKymMeHTamu. [lopsiaok




[I€pEBO/Ia SNIEKTPOHHOH TOKYMEHTAIIMH B Oymaxknyto gopamy u 00parHo. MOHL HeKTPOHHBIX JIOKYMEHTOB
opranusanmu. Obecrneyenue nH(popManHonHoii GezonacHocTH [TpH padoTe ¢ IMEKTPOHHBIMHU JIOKYMEHTaMH.

Tema 6. Ciysxoa ACJI0NIPOM3BO/ICTBA B OPraHU3AIHH,

Hopsanox opranmsanum u PaboTEl OT/IENOB JeTonpon3BOICTRA B Opranusanuax. Ilenm u 3amaun
cnyx6bl  JIOY.  ®yukimu cyxOer JIOV. Ilpasa u  orreTcrBeHHOCTL cnyxonl JIOY.  Tlopsiok
B3aUMOLeHCTBUs CinykOb JIOY ¢ apyrumu CTPYKTYPHBIMHM MO Ipa3/IeIICHUAMHU.

Tema 7. Opranmsauns pPadoTkI ¢ ToKyMenTaAMH

Iopsamox  npuema JIOKYMEHTOB.  Perucrpanms, wanpasjienue u paccMOTpeHHe  BXOSIICH
Koppecnonnenuuu. Iopsyiok noarotosku u PETHCTPALIMK UCXOMAIMX W BHYTPEHHHX [1OKYMCHTOB. Yiyer
o0beMa I0KyMeHT00G0poTa. Opranusaiust KOHTPOJIS HCMOTHEe s JIOKYMCHTOB.

Tema 8. lesionpoussoacrso mo JIHYHOMY COCTAaBY.

3HayeHHe  KaapOBBIX AOKYMECHTOB.  BHIABI  KaJpOBBIX  1OKYMEHTOR, Tpynosoii  norosop.
Jokymenrtanmonnoe odopmiieHne npuema na padoty. Tpynosas kuuskka. Jlnunas Kaprouka. JIuunoe neso
coTpyanuKa. Hopsiiok Xpanenus kaaposnix JIOKYMEHTOB.

Coaepxanne npakruuecknx sansuii mo JAHCHHILIHHE

Tema 3. Ocnosnbie TpedoBanns K 0(hopMJICHHIO yIIpaBIeHYeCKIX JAOKYMEHTOB.
Buanl 6nankos. Ocropubie PCKBU3HTBI TIOKYMEHTOR.

Hopsinox noarorosku u opopmienus IIPOCKTOB JIOKYMEHTOB.

Hopsinox odpopmaenus ornensupix sion HOPMATHBHBIX JIOKYMEHTOR.

Tema 4. Cozpanne u npexcrasienne Npe3eHTAIHIA,

Buasl npesenranuii,

[Topsitok cosnanus OM3HEC-TIpe3eHTaI i,

WHeTpymMenThI npoBeenus nenosnix 1yOIMYHBIX BBICTVITICHHIA,

Tema 5. OcnoBubie BujbI WIEKTPOHHBIX IOKYMEHTORB.,

DNEKTPOHHBIE TOKYMEHTHI B PaAMKaXx SJICKTPOHHDLIX KOMMYHUKaIHIA,

Pabora ¢ snekrpornbiMm 1okymenTamy.

Obecneuenne undopmarmonnoii Oesonacnocti npu padore ¢ NICKTPOHHBIMHU JIOKYMEHTAMH,
Tema 6. Cay:xéa ACJIONPOU3BO/ACTBA B OPraHU3aNH.

[Topsinok oprarusanuu u paGoTer oTe08 JICTTONPOU3BOICTRA B OPraHu3aimsx.
Henn w 3anaun cayx6w1 JIOV. Oyukiuu ciyxos JJOV.,

IIpaBa 1 OTBETCTBECHHOCTE ciyx0b1 JIOV,

Tema 7. Opranusanus padors: ¢ JOKYMEHTAMH

Perucrpanus, nanpagssienue un PAacCMOTPEHHUE BXOAALIEH KOPPECTIOH/ICHIINH.
[opsok noarorosku u PETHCTPAIN UCXOSAIIMX H BHYTPEHHUX TOKYMEHTOR.
Oprasusanust KOHTposIst HCMOTHEHUS! JIOKYMEHTOB.

Tema 8. Jleronponssoacrso mo JIHYHOMY COCTAaBY.

Tpynosoit norosop.

Hoxymenrannonnoe oopmienue npuema na pabory.

Hopsinox xpanenus kajposnix JOKYMEHTORB.

Tema 9 Homenknarypa aeu.

CocraBnenue HOMEHKIATYPBbI JIE]1.

®opmuposanue u odopmichue e,

Buel peectpos

Tema 10. TMMoaroroska JIOKYMEHTOB /I/Isl XPAHEHHS B apXHuBe,

OKCIIEPTH3a HEHHOCTH JOKYMEHTOR.

[Topsitok nepenaun nen B apxus.

lonckosrie cuctemsl 110 10kyMenTaMm.

5. OBPA3OBATEJIBHBIE TEXHOJIOT WU
B npemogasanmu  jmcimmmmmm «JIoKyMeHTHpOBaHHE  yrpaBjieHYCCKOi JIeATEIILHOCTHY
HCIIOIB3YIOTCS. pa3HOOOpasHbie 06pazoBaTe/ibHble TEXHOIOIHH Kak TPalXHIMOHHBIC, TAK M C NPUMCHEHHEM
AKTHBHBIX H HHTEPAKTHBHBIX METO/I0B 0OYUEHHS,
AKTHBHBIE H HHTEPAKTHBHbIE METO b 00yueHus:




- I pynnoswie duckyccuu (memwr Noj iy, 5 9 )
- Case-study (memwr No 2, 4. 5. 6. 8)

6. OHEHOYHBIE CPEJ/ICTBA VIS TEKYUIET'O KOHTPOJISI YCIIEBAEMOCTH,
IPOMEKYTOYHOM ATTECTAIIMUA 110 UTOTAM OCBOEHMSI TUCIUILIAHBI U
YYEBHO-METO/IMYECKOE OBECTIEYEHHE CAMOCTOSITEJIBHOM PABOTBI
CTYJIEHTOB

Texymuii konrpoas yenesaevocrn
Peiitunr konrposan No 1

1. CoBokynHocTs pabor 110 AOKYMEHTHPOBAHHIO JIEATEIILHOCTH YUPESKIEHHS H 110 OpraHu3aluu
JOKYMECHTOB B HEM — 3TO:

1) o6bexT nenonpoussoucrea;

2) nenotnpousroIcTRO:

3) co3nanme cuctempl JOKYMEHTAIINH;

4) enuuas rocy 1apeTBEHHAs CHETEMA JIOKYMEHTAIHH.

2. CoBOKYIIHOCTh  B3aHMOCBSI3ANHBIX AOKYMCHTOB, [IPUMEHSEMBIX B ONpe/IeéHHON chepe
JICATENBHOCTH, — 3TO

1) cucrema noxymenTanuu:

2) 0OBeKT J1eONPON3BOACTRA:

3) npeaMeT AeNonpor3BoaCTRA:

4) ennnas rocylapeTBeHHAs CHCTEMA JOKYMCHTAIIMH.

3. lokyMenTannonHoe obecreyenme YIPABJICHUS — 3TO;

1) nearembuocrs  annapara YUPABICHUSA,  OXBATBIBAIOMIAS  BONPOCHI JOKYMEHTUPOBAHHS ©
OpraHH3aliyl paboThl ¢ JOKYMEHTAaMHU B Npoliecce OCYIICCTBIICHUS UM YIPABICHYECKUX (hYHKIMI;

2) npaBuiBHO  O(OpMIEHHDIE AOKYMCHTBL,  OTPaKalOlME  BECh  CHEKTp YIpaBjieH4YecKoi
ACATEIBHOCTH MIPEAIIPUSTHS;

3) opranusanus AOKYMEHTO000POTA B yUpPEKICHUH;

4) KOMIUIEKC OCHOBHBIX MOIOKEHMIL. OMPEICIAIONMX M PErIaMeHTHDPYFOIIHX OpraHH3aIHIo
AOKYMEHTHPYEMBIX IPOLECCOB HaA HPE/INPUSTHH.

4. Cranpaprusanms — 9710:

1) cepka nokymenTor YUpeKIeHust ¢ tpedosanus [OCT:

2) mpomecc ycraHoBieHHs u HPUMCHCHHS TIPABUJI ¢ LEJIBIO  YIIOPSAOYCHHS JeATe/LHOCTH B
JICITONIPOU3BOJICTRE;

3) CBepKa JOKYMEHTOR YupeK/ICHHS ¢ hakTnueckum Hammunem COOTBCTCTBYIOIIMX MaTEPHATLHBIX
Ounar;

4) KOMILIIEKC 110JI0KeHH i, ONPEICISIOIINX OPraHH3aHIO JIOKYMEHTOR Ha MPEIPHSITHH.

3. CucreMa I0KyMeHTAINH, CO3AaHHAS 110 THHbIM lIpaBujIaM u TpebOBAHUAM, — 7TO:

1) ynudununposannas cucrema JIOKYMEHTAIHH;

2) EI'CJ;

3) I'OCT;

4) o6beKT nenonpon3BoICcTEA,

Peiitunr-konrposn Ne2

1. B kaxom crryyae na nokymentre ne BOCIIpOU3BOAUTCS 5MOJ1eMa opraHu3ariu?

1) ecitn Ha lokymenTe yixe nomemén rep0 Pocceniickoii ®enepariy:

2) ecam Ha IOKyMEHTe yiKe moMeén repd cyowexra Poceniickoii Denepannu;

3) ecrn Ha MOKYMeEHTe YKe nometien repd Poceniickoit Meneparuau mim repd cyonexra Poceniickoit
Denepanu;

4) eclit opraHu3anms He cunTaCT HYKHBIM [TOMEIUATL YMONeMy Ha JI0KymenTe,

2. I'ne momermmaercs TOBapHbIi 3HAK MM SMOIIeMa opranusaly?

1) B BepxHem nerom yriy;

2) B BEPXHEM NPaBoM yriy:

3) B LIGHTPE BEPXHEro 105

4) B cOOTBeTCTRHH ¢ YCTaBOM MJIH 110JIOKEHUEM OPraHH3alHH.




3. B kakowm ciyuae oopmIIseTes Ko opranmsanmmn’?

1) no sxenanuio opranmsanmn:

2) ecim Takoii Kot npucBoeH:

3) ecim JIOKYMEHT SIBIISIECTCS HEXOSIIIM:

4) eclu IOKYMEHT sBIIsIeTCs 0060 BaKHBIM.

4. Kax jtomken odopmisthes ko Oopranusaiun?

1) B Buze undp B npasoii BEPXHCH YacTH cTpanuis Nl :

2) B BuZE (P B NeBOii BCPXHEH yacTh crpanmuip: Nol:

3) B BuJte OYKB U 1Hp B 1eBO# BEPXHEH 4acTH ctpaHuis Nol :

4) B Buze OYKB U nH(p B IpaBOH BepXHeit yacTu crpanum Nol.
5. B coorBeTeTBHE ¢ yem POCTaBIIACTCS KO POPMBI TOKYMEHTA?
1) B cootBeTcTBIY ¢ BHYTPeHHEMHU MpaBHIIAMH OPraHH3AIHH:

2) B COOTBETCTBHH C 0BIIEpOCCHiiCKIM KJIACCH(DUKATOPOM yIIpaBiieHus JIOKYMEHTAIIHY;
3) B COOTBETCTBHH ¢ HA/IEKALITHM TpedoBanuem 'OCT:

4) B cootBercTBHM ¢ EI'CJI.

Peiitunr-konrpoas No3

1. I'nte xpausirest nena 1o nerevenmn CPOKa TEKYILEro xpaHeHus?

1) B apxuse;

2) y PYKOBOIHTEIS Opranu3aum:

3) ¥y cexpeTaps pyKoRroHTE s OpraHu3alim;

4) NONEKAT AHHYTHPOBAHHIO.

2. Kaxum obpaszom onpenesnsiercs nennocts JIOKYMEHTOR?

1) mo nonosxenuto B opranusary JIHIIa, O/IHMCABIIETO JIOKYMEHT;

2) 0 CPOKY JIaBHOCTH JTOKYMEHTa:

3) ¢ IOMOIIBIO SKCTIEPTH3DI

4) B 3aBHCHMOCTH OT TOTO, MAIIMHOIHCHBIH HITH PYKOIHCHBIH TEKCT IIPUCYTCTBYET B JIOKYMEHTe.

3. Kto nposoaut IKCIEPTH3Y TOKyMeHTa?

1) pykoBoauTens opranusarmy:

2) cekpeTaph WIIK JCONPON3BONTE D!

3) aKkcneprHas KOMHCCHSI;

4) mpeicTaBUTENb JIPYTOi OpranusaIm,

4. Kak Ha3bIBatorTcs JoKyMenThl, HCIIOB3YIomuUecs B cepe yipapieHus?

1) opranusannoHHo-pacops e b HbIC:

2) oprauusanMonHoO-TeXHHYeCKHE:

3) aIMHHHCTPATHBHBIC;

4) YIIpaBICHYCCKHE.

5. lomknocTHas uHCTPYKIMS — 910

1) noxymeHt, wu3naBaempiit [IpaButensctBoM Poccuiickoii Denepanuu B 1ensx periiaMeHTanuu
OPraHU3alHOHHO-NPABOBOTO TMOJNOKEHHS PaGOTHHKA;

2) JOKYMEHT, M3JaBaeMpblii OpraHusalueil B LeNIX perjaMeHTaluu OpraHu3alHOHHO-TIPABOBOIO
I10JI03KeHUs pabOTHHKA;

3) JIOKYMEHT, M31aBaeMblii OPTaHM3ALMCH, B KOTOPOM  periaMeHTHpYIOTCS YCIIOBHSL  TpyJa
paboTHHKa;

4) NOKyMeHT, u3naBaemblii OpPraHHu3alueH, B KOTOPOM PCTIIAMCHTHPYCTCS pasMep J0JIKHOCTHOT'O
OKJIa/a.

Boupocnr k 9x3ameny no amenmmnimnne «/lokymenTuposanue ynpasienueckoii ACATEJILHOCTH
IlonsiTe nokymenra.

CyLHOCTh T0KYMEHTHPOBAHHOTO 0becTcyeH s YIIPaBICHYCCKOM JCATEILHOCTH.

OcHOBHBIE MOHSITHS AOKYMEHTHPOBAHHOIO 0OCCHEYEHHUS YIIPABICHYCCKON 1S TCIbHOCTH.
Hoxkyment u undopmars.

DopmyIisip 10KyMeHTa.

IOpuanueckas cuna noxymenta,

Tunonorus moxymenTos.
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Knaccudukanns ropmarupmnix JIOKYMEHTOB.
Opranu3anuoHHo-pacopsAnTe, biiLie JIOKYMEHTHI.
Ounancoso-Oyxranrtepekas JIOKYMEHTALLMSI.
Hayuno-rexuuueckas JIOKYMEHTALHS.
Opranmsanmonno-npasosas AOKYMCHTALIHH:  YUPEINTENbHBIH  Jl0roBop, YCTaB. IOJOKEeHHe 06
OPTaHH3auH, CTPYKTYpa M INTATHAS YHCIEHHOCTD, IOJIOKEHMHE O CTPYKTYPHOM T0/Ipa3/ie/eHHH,
LITATHOC paclucanme, 0IKHOCTHAS HIICTPYKILHS,
OtuetHo-cTatucTHYecKHe JIOKYMCHTHI.
IlpoexrtHas jokymenTanus.
[Topsijiok AOKYMCHTHPOBAHHS YIIPABICHUECKON JIESTe THHOCTH.
YHupHKaums u cranaaprisanus YHPAaBJICHYCCKUX JTIOKYMEHTOB,
Buasl 6iankos.
OCHOBHBIE PEKBH3HTEI JIOKYMCHTOB,
[opsiiox moprororku u oopmireHns npoekTon JIOKYMEHTOR.
Tupaxuposanue noxymenrton.
Hopsinok oopmnenus orensunix sitos HOPMATHBHBIX JIOKYMCHTOR.
CoBpeMeHHOE J1e10BOE MHCHMO.
IpaBuna Benenus nenosoii HEPECIHUCKH.
OcHOBHbIE JOKYMEHTH CO3aaBaeMble Juis OCYLICCTBICHHS JICTIOBOTO  OOIUEHUS. M 1IPOBEICHHS
yOJIMYHBIX BRICTYILICHHIT B Opranusamum.
. Buasr mpesentanuii.
- Mopsinox cosnanns Guanec-npesenraryii,
- MuctpymentTsr nposenenns nenosbix yOJHYHBIX BBICTYTUICHHI,
- Iopsinok npexncrarienus npesenrtanymii,
- lonsitue snexTpornoro nokymenta,
- Knaccndukanms snexrponnnix JIOKYMEHTORB,
- DJNEKTPOHHBIC JIOKYMEHTHI B PAMKaX 3CKTPOHHBIX KOMMYHHKAIIHII.
. Pabora ¢ anexrponpmvu JIOKYMEHTaMH.
. [opsaok nepepona NIEKTPOHHOH JIOKYMEHTALIUH B Oymaknyro Gpopmy obpartHo.
- DOHJ IIEKTPOHHBIX JIOKYMECHTOR OpraHu3alum.
- Obecneuenne nndopmannonoii Ge3onacHocTs HpH paboTe ¢ YIEKTPOHHBIMU JIOKYMEHTaMH,
- opsnox opranusammm u paGors ot ieson JICTIOTIPOM3BOJICTBA B OPraHH3aIHsX.
- Hemn u 3amauu cnys6er JIOY.
. Oynknuu ciyxos JJOV.
- IlpaBa u otBeTcTBEHHOCTD ciyx0b1 JIOY.
. Iopsnok B3aumozeiicTeus ciyx0b1 JIOV ¢ npyrumu
CTPYKTYPHBIMH TTOIPA3ICICHUAMH.
- Hopsnox npuema nokymenTos.
. Perucrpanus, nanpasienue n PaCCMOTPEHHE BXO/IAIIEH KOPPECTIOHACHIIMY.
- Hopsiox noxroroeku u perucrparuu HCXOJIIIMX M BHYTPEHHHX JIOKYMEHTOB,
- Yuer obbema 10KkyMeHT0060poTa.
. Opranu3sauns KoHTpOIIs MCTIOHEHHS JOKYMEHTOB.
- 3HAYCHHE KaPOBBIX I0KYMCHTOB.
. Buner kanposeix gokymenton.
- Tpynogoii gorosop.
. Hokymenrannonnoe opopmieHne npuema Ha pabory.
. Tpynosas kumxka.
. Jln4nas kaprouka.
- JIuunoe neno corpynuka.

3. HOpHILOK XpaHeHHUs KaIpOBbIX JAOKYMCHTOB.

- Cocrasienue HOMEHKIATYBI Jie.

- @opmupoBanme n odopmieHue Jie.
. Buser peecrpos.

- OKCIEPTH3A EHHOCTH JIOKYMEHTOR.
- Tlopsinox nepenaun sien B apxus.




59. IouckoBeie cuctempl o JIOKYMEHTAaM.

Camocrositeannas padora CTY/IeHTOB

Camocrositensuas paGota crysentor HPEAYCMATPUBACT H3YUYCHHE H KOHCIEKTHPOBAHME HAYYHOH H
YueOHOH OCHOBHOH M JIOTIONHMTEIILHOI {IMTEPATYPBI B COOTBETCTBHH ¢ KPYrOM BOIPOCOB, IJIAHUPYEMBIX
IporpamMmol K ocBoenuio. OGIUPHBI MATCPHAIL JUIL CAMOCTOSITEIILHON  pabOThI CONEPIKHT TaKKe
ICPHONMYECKH M3/laHUs M CceTeBble pecypchl. [lo PE3yIIbTaTaM OCBOCHHE CTYACHTam IIpeiiaraercs
IOTOTOBUTE JIOKNIA/IBI 11O CICAYIOLIUM TEMAM:
OcHoBHBbIE CTaH1aPTHL, MPUMEHSACMBIC IIPH CO3AHHS IOKYMEHTOB B OPraHH3aliuiL,
Oprauusanus paGors CeKpeTapsi-peheperta B opranuzanmy,
3aKOHOﬂaTeJIbeIE AKTBI O ﬂOK_VMCHTP]pOBaHIIOH HH([JOPM&MHH & OI'paHUYCHHbBIM JAOCTYIIOM.
OCHOBHBIC METOJIBI 3AIIHTLI HHpOPMALMK B Oprafusaly.
basbr manneix, MH(DOPMAITHOHHO-CHIPABOMHBIC M TOUCKOBLIC CHUCTEMbI
Opranusanums paGoTn AICKTpoHHOro Oubimoreunoro domnja B Oopramu3aImm.
Llemn u 3aaun cosnanus pouna na DJICKTPOHHBIX HOCHTEJISX.
ABTOMaTH3UPOBAHHbBIE CHCTEMBI 00paboTKH JIOKYMEHTOR B OpraHm3am
ABTOM&THBHPOB&HHHG CHCTEMBI KOHTPOJISI 3a UCTTOJITHEHHUEM JAOKYMCHTOR
DOoHJ1 OLEHOYHBIX CPEACTR IS MPOBE/ICHUS ATTECTALMH YPOBHS C(POPMHPOBAHHOCTH KOMITETEHIHi
00YYaIOLINXCS 110 JUCIHILTHHE ohopMIISIETCs OT/EIBHBIM JIOKYMCHTOM.
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7. VYYEBHO-METOJIMYECKOE U HH®OPMAIIMOHHOE OBECITEYEHUE ANCHUITIIAHBI

7.1. Kuurootecneyennocers
- KHUTOOBECIIEYEHHOCTE

Haumenosanue JIMTEPATYpLI: aBTOP, ['on m3nanns

HasBaHHe, BUJ U3/1aHMs, U31aTelIbCTBO T’J\’OJI-IEIET;{_) i ["]a_f.[ldli o
IKIEMIUIAPOB M3TAHUIT B WICKTPOHHOI
Oubnuoreke Bal'V g Oubnuoreke Bal'y
COOTBETCTBHH ¢ D[ OC
—————ee . BOG
I - S 2__7 - J_ 3 B 4
CHOBHas uTepaTypa*

Ynpassenue npoextavn ; yucGu / 2019 T Peskum focryna:
noa pen. HM. ®umumonosoii, H.B. http://znanium.co
Moprynogoit, H.B. Pomuonogoii. — m/catalog/product/
M. : UHOPA-M, 2019. — 349 ¢. — 997138
(Bricmee oOpazoBanue;
bakanaBpuar). e
www.dx.doi.org/10.12737/textbook 5
a2a2b6fa850b2.17424197. w0 T e
Vnpasienne HPOCKTAMH 2019 Pexum nocryna:
oprammsaumm  :  yueGuuk / [ J]. http://znanium.co
AHTOHOB, O.I1. Usanoga, B.M. m/catalog/product/
Tymun, — M. : UTHOPA-M, 2019, — 1003622
244c. — (Beicmee oOpaszoBanue:
bakanaspuar). — |
www.dx.doi.org/10.1273 7/textbook 5 ,
MokymenTaunonnoe  ofecreucnie 2019 Peskum nocryna:
YUpaBJieHHsl (1eJI0NPOH3BO/ICTRO) : http://znanium.co
yued. mocobue / T.A. Brikosa, T.B. m/catalog/product/

Kysuenosa, JI.B. Cankuua ; o1 o011, 1016098
pea. T.B. Kysuenopoit. — 2-e nay.
nepepab. u jom. — M. : MHOPA-M,
2019. — 304 c. + Jom. MaTepUaIbl

[Dnexrponnsrii pecypc; Pesxum

J0CTyTa http://www.znanium.com]Jﬁ___ - R

a03fa3bd86424.97179473. o / mmEe—




— (Bricee

oOpasoBanue:
bakanaspuar). -

Ynpasienne npoexramu
(MpoEKTHLIIT MeneKMenT) :
yuebHoe mocodue / I'.A. [Toramega.
— Mocksa : UHOPA-M, 2020, —
224 ¢. + Jlon. mateprasisl
[DsekTporusIit pecype]. — (Boicmee
oOpasosanme: bakanaspuar). — DOI

10.12737/17508.
Yupasjienne npoextamu :
nocoOue / FO.H. Tlonos,

O.B. SIxoBenko. — M. : MHDOPA-M,
2019. — 208 ¢. — (YuebHuKH ISt
nporpammel MBA). -

2020
|

}

)ftﬁe_c’)_.T 2019 T_ .

Yupasiaenne NpPOeKTaAMM:
NPAKTHKYM : yued. nocobue / Q..
TuxomupoBa. — M. : MH®OPA-M,
2019. — 273 ¢ — (Bricinee
oOpa3oBanue: bakanaBpuar). —
www.dx.doi.org/10.12?37/l7635._
Hndopmanmonnsie rexnosornn
YNpPaB/JIeHHs NPOeKTaMH : yyeh.
nocodue / H.M. Cpetnog, I'.H.
Ceernosa. — 2-¢ w31, nepepat. u
nom. — Mocksa : UHOPA-M, 2020,
— 232 ¢. — (Bricuiee obpazopanue:
| bakanaspuar). -

2019

2020

7.2. Mlepuoauueckue w3 anmsi

]

Jlononuntenbuas nureparypa

B

Texoer :
| IEKTPOHHBIH. -
URL:
http://znanium.co
m/catalog/product/
! 1055100
|

h’emum JOCTYyna:

http://znanium.co

m/catalog/product/
983557

Pexum nocryna:
http://znanium.co
m/catalog/product/
1021494

Texcr :
ANICKTPOHHBIA. -
URL:
http://znanium.co
m/catalog/product/
1044525

]

1. Kypnan «ITpoGiemsl Teopuu u 1 PaKTHKH YIIPaBICHUSY .
2. Kypnan «MenemkMenT B Pocein 1 3a pyoeomy.

3. XKypnan «Boupocs! ynpasiennus IPEAITPUATHCM .,

4. XKypuan «Yupasienne nponaskanmin.

5. XKypuan «Ynpasnenue npoektammy.

7.3. Unrepuer-pecypcenl
1. http://www.quicksite.name - sesienne Gusneca MOCPE/ICTBOM HHTEPHET-MAPKETHHTA.
2. http://www.bci-marketing.aha.ru/ — cajit Kyprana «lIpaktnyecknii mapkeTunry
3. https://pmmagazine.ru/ — caiit KypHaJIa « Y 1ipaBlieHHe IPOeKTaM iy .
4. http://www. sovnet.ru/ — caiit Poccniickoii Acconnanuu Yipasienus Ipoexramy COBHET.

8. MATEPUAJIBHO-TEXHUYECKOE OBECHNEYEHUE JINCHUIIIUHBI

Hns npoBeenus nexmuii u CEMHHAPOB TPeOyIOTCS CTaAHAapTHO 000pyI0BaHHbIE Ay MTOPHH:
BH/ICOITPOCKTOP, 9KPaH HACTEHHbIIT, My IbTHME IHIH HbIe CpeJicTBa M JIp.

Jlns yenentnoro ocsoenus AMCHATUIMHEL, CTYICHT UCTIOB3YET CIIC/YIOIME TPOrPaMMHbIe cpexacTRa:
Word Office (tekctsr), Power Point (npesentanun), EXEL (taGnumm u rpa(QuKm). K TPOHHEBIE YUeOHbIe
Matepuaist Ha CD u B MHTepHer, JJICKTPOHHLIE pacchliKK 1o E-mail.
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