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AHHOTEII.[I/ISI K JUCHUIIIIMHEC

Ha3zeanue oucuyuniunul

Je10B0l JOKYMEHT0000pOT

Hanpaeénenue  noozomoexu
(cneyuanvnocmo)

38.03.01 «DOxoHOMHKAY

Hanpaenennocmeo
(npoghunv/npozpamma/cneyua
auzayus)

«OKOHOMHUKA MPEANPUATUN U OpraHU3aLUI»

Mecmo oucuunaunvt

CDaKy.HI)TaTI/IBHI)Ie JUCHUITIINHBI

Tpyooemkocmy (3.e. / uacwt)

2172

ILlenv uzyuenusa oucyuniunot

Jlatb 3HaHMSI, HEOOXOAUMBIE ISl IPABUIIBHOTO COCTaBIIEHUS U
opopMIIeHHsS] JIOKyMEHTOB, BO3HHUKAIOUIUX B Ipoliecce
OPUHSITHS U pealu3aliy yIpaBiIeHUYECKUX PEIIeHUN, OCBOUTh
OOLIENPUHATBIE B MHUpPE MNPEANPUHUMATENBCTBA JIEKCUKY U
CTWIb JEJIIOBOM M KOMMEpPYECKOM KOPPECIOHACHIIUU IS
CBOOOJHOTO U PABHOIIPABHOT'O OOIIEHMSI C TAPTHEPOM.

Komnemenuyuu,
dopmupyemoie 6 pezyromame
0C60€eHUS OUCUUNTIUHDL

OIIK-4 CnocobeH mpeiaraTb 5KOHOMHUYECKH U (PUHAHCOBO
000CHOBaHHBIE OPraHU3AIMOHHO-YIIPABICHYECKHE PEIICHUS B
1poheCcCHOHATBHON IeITeTLHOCTH

Cooepicanue  OucuunIUHb
(ocnoeHble pazoenvt u memut)

Opranuzanus. CtpykrypHas cxema opranuszanud. [loaroroska
51 JIOKYMEHTUPOBAaHHUE COBEILIAHMH, KOH(pepeHIuH,
CHUMITO3UYMOB, coOpanuii. JlenoBas moe3aka. KommyHukamum
B YIPAaBJICHUYECKOW NEATETLHOCTH M MX JOKyMEHTHPOBAHHE.
Jlenonpou3BoACTBO M €ro MECTO B  YIPaBJICHUYECKOU
JEeATEeIbHOCTH  opraHu3zanud.  OCHOBHBIE  JTOKYMEHTBI
ynpaBieHus. CrnpaBo4HO - WH(GOPMAIMOHHBIE JOKYMEHTHI.
HoroBopa. PacnopsigutensHple W OpraHU3allMOHHBIC
JOKYMEHTHI. [IOKyMEeHTBI IO TUYHOMY cocTaBy. OpraHuzanus
paboTel C  JOKYMEHTaMH. 3aKOHOJATEJbHbIE  OCHOBBI
nenomnpousBojacTBa. PaboTa ¢ JOKyMeHTaMH OrpaHUYEHHOIO
JOCTyIaA.

Dopma nPOMENHCYMOUHOIU
ammecmayuu

3aueT




1. Ileam m 3a1a4M JIUCHUILINHBI

Heas: nath 3HaHUS, HEOOXOAUMBIE JJISI MPABUIBHOTO COCTABJICHUS U O(OPMIICHHS JOKYMEHTOB,
BOZHUKAIOIIMX B INPOLECCE MPHUHATHS M pealu3ally YIPaBJIECHUYECKUX pPELICHUM, OCBOUTH
oOIIENpUHATEIE B MHpE TNPEeINPUHUMATEIBCTBA JIEKCHKY W CTWUJIb JIEJIOBOH M KOMMEpPYECKOMH
KOPPECTIOHICHIINH JUII CBOOOJHOTO U PABHOIIPABHOTO OOIICHUS C TAPTHEPOM.

3anauu:

— O3HAKOMHUTH CTYJIEHTOB C OOMMMH MOPHUHIMIIAMH JOKYMEHTAI[MOHHOTO  OOeCIeYeHus
JESITeIbHOCTU MPEAIPUATHS,

— C MOPSAJKOM JOKYMEHTHPOBAHUS UH(POPMALIUH.

— O3HAKOMHUTH C TIOPAJKOM TIPAaBOBOM 3aIlUTHl JOKYMEHTHUPOBaHHOW wWHMOpMammu U ¢
OpraHu3alyedl paluOHAIBHOTO JIBWKEHMSI JIOKYMEHTOB Ha MPEINpUATHH, B TOM 4YHCIE C
KOHUENINEN CO3AaHus JIEKTPOHHOTO oduca.

— HayyuTb KayeCTBEHHO M ObICTpOo o0OpabaTbiBaTh HHPOpPMALMIO B IEJIIX CBOEBPEMEHHOIO
MPUHSTHS COOTBETCTBYIOIIMX YIIPABIEHYECKUX PELICHUM.

— YCBOWTH IIpaBUJIAa U POPMBI AEJOBOM M KOMMEPUECKOH Mepenucku (B TOM UMCIIe HA HHOCTPaHHOM
SI3BIKE TIO BEIOOPY CTYZICHTA).

2. Tlnanupyemble pe3yabTaThl 00yUeHHUs

B pe3ynbpTaTe 0CBOGHUS AUCHUIUIMHBL y CTYJAEHTA JOJKHBI ObITh CHOPMUPOBAHBI

3HaHus, npuodperaemMble B X0/1e M3YUeHHUs TUCIUIIHHBI

Ne ni/m 3 3HaHusA

COBPEMEHHbIE TMpPaBOBblE W HOPMATUBHO-METOJWYECKHE JIOKYMEHTHI B cdepe
JOKYMEHTAIIMOHHOTO 00eCIeYeH s yIIPaBICHMSI,

2. OCHOBHBIE NOJXOBI K CAMOPA3BUTHIO JTUYHOCTH;

OCHOBHBIE  BMJIbl  OpPraHU3aLMOHHO-PACHOPSAAUTENIBHOM U MH(OpPMAIMOHHO-

1.

3. CIIPABOYHOW IOKYMEHTAIUU;
4. pa3IMYHbIE BUBI 1€JIOBON KOPPECTIOHCHIINH;

YMeHus1, npuodpeTaemMbie B X0/ie M3YUeHHU s TUCIUNIHHBI

Ne i/m Y YMmenust
1 pazpabaTeiBaTh U pENAKTUPOBATb  OCHOBHBIE  BHUJBI  OPraHU3AlMOHHO-
' pacnopsauTeNsHON U HH(GOPMAIIMOHHO-CIIPABOYHOM IOKYMEHTAIUU;
5 CBOEBPEMEHHO U KA4€CTBEHHO OpPraHH30BaTh JAOKYMEHTAIIMOHHOE oOecredyeHune
yIpaBJICHHUS;

3. MaKCHMaJIbHO ONTHMH3UPOBATH JOKYMEHTOO0OPOT;
4. obecreunBaTh HaJIC)KHOE XPAHEHHUE JOKYMEHTOB;
5. aHanu3upoBath coctosgaue JJOY opranuzanmu;
6. NPUMEHSITh METOAbl M CpEACTBa MO3HAHUA JUIS HHTEUIEKTyallbHOTO DPa3BUTHS,

TTOBBIIICHUA KYJIBTYPHOI'O YPOBHJI, HpO(I)GCCHOHaHBHOfI KOMIICTCHLINH
HaBBIKH, npnoﬁpeTaeMble B X0/1€ H3YYCHUA TUCIHHUIIJIHHBI

Nenm/m H HaBpbIkH BJ1aJieHUS
1 METOJJaMM  PAlMOHAIbHOM MOCTAHOBKHM  JEJIONPOM3BOJACTBA B  COBPEMEHHOM
OpraHu3aIuy;
2. HaBBIKAMM CaMOPA3BUTHS U METOJIaMH MOBBIIICHUS KBAIH(UKAIIUH.
Komnerenuuu, npuodperaeMbie B X0/1e H3y4eHHs TUCHHMILIHHBI
Komnerenuun HNuauxkaropsl 3HaHus YMmenuss | Habiku
OIIK-4 Cnocoben | OIIK-4.1 3HaTh: 3aKOHOMEPHOCTH H
npeJiarath NPUHLUIBL YIPABICHUS Pa3IUnYHBIMU
SKOHOMMYECKH M | CHCTEMaMH, BHJbl YIPaBIECHYECKHX 1-4 1-6 1-2
¢$uHaHCOBO pelIeHNt W MeToAbl WX MPHHATHUS;
000CHOBaHHBIE OCHOBHBIE  TIOKA3aTelIM, CHUCTEMY

4



OpraHm3alMoHHO- | cOopa W 00paboTkm wuHpOpMaHH,
yIIpaBJIEHUECKUE HEOOXOAMMOW Ui TOATOTOBKHU
pereHus B | 000CHOBaHHBIX OpraHu3alMOHHO-
npo(ecCHOHANBHO | YIPaBICHUECKUX PELICHUN
W 1eATEeIIbHOCTH
TIK-4 Crocob6en | [1K-4.1 3HATh: OCHOBHBIE BUJIbI
CIPOEKTHUPOBATh OpraHU3aIMOHHBIX CTPYKTYP
OPraHU3AIUOHHYI0 | MPOMBIILICHHBIX OpraHu3aIui,
CTPYKTYPY, OCHOBHEBIE BUJIBI BHYTPCHHHX
MIOJIOKEHHE 0 | JIOKaJIbHBIX aKTOB,
[OApa3/ICIICHUSX, PETNAMEHTHPYIOINX  JIEATENBHOCTS 1.4 1-6 1.
JOJKHOCTHBIE CTPYKTYPHBIX MOApa3JIeNeHUH,
WHCTPYKITUU C | OTIENBHBIX UCTIOJTHUTEIIEH;
y4eToM HOPMAaTHBHO-TIPABOBBIC aKTHI,
HOPMAaTHUBHO- perJaMeHTHPYIOIINE  NIESTeTBbHOCTh
[IPaBOBBIX  AKTOB, | MPEANPUATHUS (OpraHU3aLIUN)
periiaMeHTHPYIOIIH
X nesTenbHoCTh | [1K-4.2 YmeTh: pa3pabaTbiBaTh
TIPETPUATHS BHYTpEHHHUE JIOKAJTbHBIC aKThI,
(opraHuzamnmm) paboTath B KOJUICKTHUBE, BHICTPAUBAThH
3¢ exTuBHBIE  KOMMYHHUKAllUH  C
KOJuIeraMu u PYKOBOJICTBOM;
dbopmupoBarh  0azy  JaHHBIX W 1-4 1-6 1-2
pa3pabaThIBaTh OpraHu3aIMOHHO-
YIPaBJICHUYECKYIO JIOKYMEHTALUI0 C
HCIIOJIb30BaHUEM COBpPEMEHHBIX
TEXHOJIOTHI 3JIEKTPOHHOTO
JIOKYMEHTO000POTa

3. MecTo aucumniMHbl B cTpykType OOIT

JucuumninHa oTHOCUTCA K 4yacTu PakynbraTtuBHbIC quciuIuinabl OOIL.

JucuumninHa n3yyaercs Ha 3 Kypce B 6 cemecTtpe.

W3ydeHne qUCHUILIMHBI 6a3UpyeTcs Ha 3HAHUSIX, YMEHUAX M HaBBbIKaX, MMOJYYEHHBIX IPU OCBOCHUU
mucruiinH (Moaynei): I[paBo, TpynoBoe u X03iCTBEHHOE MPaBo, MeHEPKMEHT.

[lepeueHs mocneayrOMMUX TUCHUIUIMH (MOJIyJeH), UId KOTOPBIX HEOOXOAUMBI 3HaHUS, YMEHUS U
HaBbIKM, (opMupyeMble NaHHOW y4yeOHO#l aucuurmuHOW (Moaynem): Cucrema MeEHEIKMEHTa
KauecTBa, [[poeKTHBIN MEHEI)KMEHT, buzHec-TIaHnpOBaHUE.

4. CTpyKTypa H coaepKaHue TUCHUIIMHBI
4.1. Pa3aejbl THCHMILINH U BUABI 3AaHATHI

<
= PacnpenesieHue Tpya0eMKOCTH
e o
Pazjen mucummmupl, | § 5| 5| Padena (B wacax) no BuAaM Conep:kanue
No ®opma g 5 g yuebHoii paboThI CaMOCTOSATEILHON
= ., )
u/n NPOMEKYTOYHOMH g & O KOHTAKTHASI padoThI
arTecTanuu 33 CPC
1 == aex | mpak | 1a6 | KHA
N3yyenune
Opranusanusi. JOTIOJTHUTEIBHOTO
1 | CrpykrypHas cxema | 75 |6 | 1 0,5 - - 6 MaTepuana,
OpraHH3aIuH. IPOCMOTP BUJIEO,
MOJI'OTOBKA K




MPAKTUYECKOU
pabote

N3yyenune
IToaroroBka u ya
JIOTIOJIHUTEIILHOTO
JOKYMEHTHUPOBAHUE
COBELIaHUH vatepnaia,
> 7,5 1 0,5 MIPOCMOTP BHUIEO,
KOH(EpEHIHHA,
MOJITOTOBKA K
CUMIIO3UYMOB, .
z MIPAKTHICCKOU
coOpaHwmii.
pabote
N3yyenune
JOTIOJTHUTEIILHOTO
Henosas Moe3/Ka. Marepuaia,
JloKyMeHTBI wiss | 8 1 1 MPOCMOTP BHJIEO,
JIEITOBOM TTOE3IKH. MMOJITOTOBKA K
MPAKTUYECKOU
pabote
N3yyenune
JIOTIOJTHUTEITHHOTO
KommyHukanumn B
aBJICHYECKOHN Matepraia,
yrip 7,5 0,5 1 MIPOCMOTP BHJICO,
NESITEILHOCTH W X
MOJITOTOBKA K
JOKYMEHTHPOBAHHE. .
MIPAKTHIECKON
pabote
N3yuenne
Jlenonpou3BOACTBO | JOTIOJTHUTEIHLHOTO
ero MECTO B MaTepuaa,
yIPaBJICHUYECKOU 7,5 0,5 1 MIPOCMOTP BHUJIEO,
JlesiTenbHOCTH MOATOTOBKA K
OpraHu3aluu. MPaKTUYECKOM
pabote
N3yuenune
OcHOBHbBIE JIOKYMEHTHI JOTIOJTHUTEIHLHOTO
yIpaBJICHUS. MaTepuaa,
CnpaBouHo- 8 1 1 MIPOCMOTP BHUJIEO,
nH(pOopMaLlMOHHbIE MOATOTOBKA K
TOKyMeHTHI. [loroBopa. MPAKTHYECKOU
pabote
N3yuenune
PacniopsinurenbHble | JOTIOJTHUTEIHLHOTO
OpraHU3aIMOHHbIE Marepuana,
JOKYMEHTBI. 8 1 1 MIPOCMOTP BHUJIEO,
JIOKyMEHTBHI 110 MOATOTOBKA K
JTUYHOMY COCTaBY. MIPAKTHYECKOU
pabote
N3yyenune
JOTIOJTHUTETHLHOTO
MaTtepuana
Opranuzanus paboTsl ¢ P ’
8 1 1 MIPOCMOTP BHUJIEO,
JOKyMEHTaMH.
MOJATOTOBKA K
[IPaKTUYECKOU
pabote
3aKOHOJATEIbHBIE 8 1 1 W3yuenne




OCHOBBI
ACIIOIMPOU3BOACTBA.

Pabora ¢ moxymeHTamu

JIOTIOJIHUTEIILHOTO
MaTepuaa,
IPOCMOTP BUJEO,

OTPaHUYEHHOTO MOJTOTOBKA K
J0CTyIIA. [IPaKTUYECKOU
pabote
Sauer 2 |6 - | - 03 | 17 | loaroromkax
3a4eTy
Bcero 72 16| 8 8 0,3 | 557 -
4.2  CopepxaHue pa3iesioB Kypca U ()OPpMHUPYEMBIX B HUX KOMIeTEeH Mt
Ne Pa3pen Kozer dopma
komneTeHun u | 3uanus | Ymenus | HaBbiku
n/n AUCHUTLTUHBI KOHTPOJIS
HHIMKATOPOB
Opranu3zanusi. OITK-4.1, TTK- ITpoBepka
1 | CrpykrypHas cxema 1-4 1-6 1-2 MPaKTUYECKUX
4.1, TIK-4.2 .
OpraHu3aIuH. 3aJTaHuH
TloaroroBka "
JTOKYMEHTHUPOBaHUE
coBelIaHHi, OIIK-4.1, TIK- Hporepia
2 . 1-4 1-6 1-2 MPAKTHYECKUX
KOH(epeHIHi, 4.1, IK-4.2 .
3aJaHAN
CUMIIO3UYMOB,
coOpaHuid.
HenoBass  moesnka. OITK-4.1, TIK- [IpoBepka
3 | JlIokyMeHTbI TUTST 1-4 1-6 1-2 MPaKTUYECKUX
9 4.1, 11K-4.2 .
JIeJI0OBOI MOE3IKH. 3aJlaHui
KomMmyHukanuu B
yIPaBIIeHUECKOIi OITK-4.1, TTK- Hporepia
4 1-4 1-6 1-2 MPaKTUYECKUX
NEATEILHOCTH U HX 4.1, 11K-4.2 .
3aJlaHui
JOKYMEHTUPOBAHUE.
Jlenonpou3BoACTBO
W ero MECTO B | ., 1, TIK- [TpoBepka
5 | ympaBiieHuecKou 1-4 1-6 1-2 MPaKTUYECKUX
4.1, 11K-4.2 .
JlesiTenbHOCTH 3aJlaHui
OpraHu3alii.
OcHoBHbIE
JTIOKYMEHTBI
yIpaBICHUS. OIK-4.1, [TK- [TpoBepka
6 | CnopaBouHO- 1-4 1-6 1-2 MPaKTUYECKUX
4.1, 11K-4.2 .
nH(pOpMaLMOHHBIE 3alaHui
JOKYMEHTBI.
Jlorosopa.
PacniopsinutenbHbie
" IIpoBepka
v OpraHu3alMOHHbIE OIIK-4.1, TIK- 1-4 1-6 1-2 T
JOKYMEHTBHI. 4.1, 11K-4.2 o
3alaHui
JIOKyMeHTBHI 110
JTUYHOMY COCTaBY.
O IT
8 pa%;i?auﬂﬂ c OTIK-4.1, TTK- 1-4 1-6 1-2 Hpal?flf:el:)c?nx
4.1, 11K-4.2 .
JOKyMEHTaMH. 3alaHui
9 | 3akoHO/aTEeNBHBIE OIIK-4.1, ITK- 1-4 1-6 1-2 ITpoBepka




OCHOBBI 4.1, 11K-4.2 IIPAKTUYECKUX
JIEIIONPOU3BOACTBA. 3alaHu I
Pabora c
JOKyMEHTaMH
OTPAaHUYEHHOTO
JOCTYyTA.
4.3. HaumeHoBaHHe TeM JIEKIHIi, X COJepPKAHUE H 00BEM B Yacax
Ne Ne paznena . Tpynoe
S HaumeHnoBaHue JieKumii MKOCTh
(uac)
1 1 Opranunzanus. CTpyKTypHasi cCXeMa OpraHu3allii. 1
2 2 [ToaroToBka u JTOKYMEHTUPOBAHUE COBEIIIAHUH, 1
KOH(epeHIHii, CHMIIO3UyMOB, COOpPaHUH.
3 3 JlenoBas moe3ika. JIOKyMEHTBI JUIS ISIIOBOM TIOC3]IKH. 1
4 4 KoMMyHHKAIM B yIpaBJIICHYSCKOW JIEATSIBHOCTH M HX 0.5
JTIOKYMEHTHPOBAHHE.
5 5 Jlenonpou3BOJACTBO M €ro MECTO B  YIpaBIEHYECKOU 0.5
JESITETHbHOCTH OPTaHU3alliu.
6 6 OcHOBHBIE JOKYMEHTHI yrpaBiieHusa. CIpaBO4HO- 1
nH()OPMAIMOHHBIE JOKYMEHTHI. JloTOBODEI.
7 7 PacriopsiiuTenbHblE W OpraHHW3aIllOHHBIC  JIOKYMEHTEHI. 1
JIOKyMEHTBI TOJIMYHOMY COCTAaBY.
8 8 Opraau3anus paboThl C TOKYMEHTaMHU. 1
3akoHOJAaTeIbHbIE OCHOBBI
9 9 JeONpou3BOICTBA. PaboTa ¢ JOKyMEHTaMH OTPaHUYCHHOTO 1
JOCTYTIA.
Bcero 8




4.4. HauMeHOBaHHE TEM NMPaAKTHYCCKUX paﬁoT, HUX COACPKAaHUC U 00beM B yacax

Ne Ne pazgena Tpynoe
e HaumeHoBaHHe NpPaKTHYECKUX PadoT MKOCTh
(4ac)
OdopmiieHue CTPYKTYPHOM CXEMBbI OpraHu3alud. AHaIH3
1. 1 CTPYKTYpHBIX CXeM opraHuzanuii. Poixp u mecrto oduc- 0,5
MEHeKepa.
2 9 CocraBneHne  aaropuTMa  IMOJATOTOBKH  O(HUIIHAIBEHOTO 05
coBentanys. [loAroToBka JOKyMEHTOB JIJIsl COBELIAHMS. ’
3 3 [IpoBeaenue nenoBoi urpel «IloAroToBKa AENIOBOM MOE3IKHU 1
PYKOBOJIUTEIS TPEATIPUATHS.
Tunsl komMmyHukaumii. JlemoBass wurpa «lleperoBopbi»
4 4 (moaroToBkKa, [IpOBeJICHNE u JOKYMEHTUPOBAaHUE 1
opuIMaIbHEIX HeperoBopoB). OOcyxaeHue pedepaToB IO
TEME.
O3HakoOMJIEHHE C TEXHHYECKHMMH CpPEICTBAMU O(POPMIIEHHMS,
5. ) pa3MHOXKEHMs, XpaHeHHsT M 1nepegadud  uHoOpMaluw, 1
IIPUMEHSIEMBIMH B JIETIONPOU3BOJICTBE. Y CTHBIN ONPOC.
Ananu3 omub0K B O(GOPMIIEHHH pEabHBIX JIOKYMEHTOB
6. 6 (Te7oBoe MHUCHMO Ha PYCCKOM SI3BIKE, JIEJIOBOE IMUCHMO Ha 1
AHTJIMICKOM SI3bIKE, (DaKC, aKT). Y CTHBIN OMPOC.
Ananmu3 ommOOK B O(OPMIIEHUH  pacHOpPSIUTENbHbIX,
7 7 OpPraHU3aI[MOHHBIX JOKYMEHTaX U JOKYMEHTax MO JUYHOMY 1
cocTaBy (TpUKa3bl, pACHOPSIKEHHUS, pPE3IOME, JTOTOBOPHI
(KOHTpPAKTHI)).
8 8 CocraBiieHne TUIaHa paboThl oOQuUC-MEHEIKepa Ha JCHb. 1
) BrinosiHeHHE MPaKTUYECKOTO 3a/IaHMS.
Pa3paboTka mpoekra TpynoBOTO JIOTOBOpPa B COOTBETCTBUU C
9. 9 tpeboBanusimu Tpynooro Kogekca P®. BrimonHenue tecra 1
110 OCHOBHBIM T€MaM Kypca.
Bcero 8

4.5. HamMeHOBaHuUe TeM JIaDOPATOPHBIX PadoT, UX COJAep:KaHHue U 00beM B Yyacax

JlaGopatopHbIX pabOT HE MPETYCMOTPEHO TIAHOM

5. OuneHoyHble MATepHAJbl UIS TEKYIIero KOHTPOJISI YCIEeBAeMOCTH M TPOMeXKYTOUHOI
aTTecTalluy MO0 AUCUHUILINHE

J1J1 KOHTPOJIS pe3y/IbTaTOB OCBOCHUS AUCHHUIIIIMHBI TPOBOAATCS:
KoHnTposnbHbie paboThl, MpaKTUYECKUE PaOOTHI.

[Ipumeuanue: OLeHOUHBIE MaTepHalbl (TUIOBBIE BapHAHTHI TECTOB, KOHTPOJILHBIX pabOT u JIp.)
MIPUBECHBI B MPUJIOKEHUH K pabodeil mporpaMMe AUCIUTLTHHBL
[IpomexxyTouHast aTTecTalus 0 UTOraM OCBOCHHUSI TUCLUUTUIMHBI — 3a4eT.

6. YueOoHo-MeTOaM4Yeckoe U HHGOPMALMOHHOE 0fecreyeHue JUCHUILIHHBI.
a) OCHOBHAas1 JINTeparypa

Ne T'on
HanMmenoBanune KHUTH
n/n N3AaHuA
JlokyMeHTaImoHHOe o0ecrieueHre yIpaBieHus : YUeOHHK I CTYICHTOB BY30B,
1 0o0ydJaroImuxcsi IO  HampaBieHUSIM «ODKOHOMHUKa» ©  «MEHeIKMEHTY, 2017

cneuuanbHocTAM «MH(popMmaTuka», «/lokyMeHTOBeIeHNE U JJOKYMEHTAIHOHHOE
o0ecrieyeHue ynpasieHus», « ABTomaruzanus u ynpasienue» / A. C. 'punbepr,
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H. H. T'op6aués, H. H. I'op6aués, O. A. Myxamermuna. — Mocksa : FOHUTHU-
JAHA, 2017. — 391 ¢. — ISBN 978-5-238-01770-9. — TekcT : 37eKTpOHHBI
// LludpoBoit obOpazoBarenbHbi pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/71213.html (nara o6pamenus: 16.04.2024).

Kysnenoga, 1. B. JlokymeHTalnOHHOE OOECIICUCHHE YIIPABIICHUS IEPCOHAIIOM :
yueOHoe mocobue s O6akanaspos / M. B. Ky3nenona, I'. A. Xauarpsa. — 2-¢
u31. — Mocksa : JlamkoB u K, Ait [Iu Op Meaua, 2019. — 220 ¢. — ISBN 978-
5-394-03124-3. — Tekct : snexrponHbli // LudpoBoit 00pazoBaTEIbHBIN
pecype IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/83142.html
(mara obpamenus: 16.04.2024).

2019

CumonsH, P. S. JlokyMeHTamoHHOE OOECleUeHUEe CHUCTEMBl YIpPaBICHUS
opranuzarnueit : yueonoe nocodue / P. fI. Cumonssn. — Caparos : Aii [1u Op
3 | Memma, 2018. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 2JIEKTPOHHBII 2018
/I Ludposoit obpazoBarenbubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/72458.html (nata obpamnienus: 16.04.2024).

0) IONMOJTHUTEIbHASI JJUTEpaTypa

Ne T'on
HanMmeHnoBanue xuuru
n/m N31aHUS

MenseneBa, O. B. OCHOBBI JTOKYMEHTAIIMOHHOTO OOECTIEYCHHS YIpaBICHUS :
yueOHoe mocobue / O. B. MenseneBa. — Kpacnomap : HOxHbIi MHCTUTYT
1 | menemxmenta, 2011. — 181 ¢. — Tekcr : snextponHsiii // Iudposoit
obpazoBatenbHbii  pecypc  IPR SMART :  [caiit]. —  URL:
https://www.iprbookshop.ru/9565.html (nara oopamenus: 16.04.2024).

2011

beproBckuit, FO. H. OcHoBbl uacHTH(DHUKAINK MPOIYKIIUA W JOKYMEHTOB :
ydeOHOe TocoOue i CTYJIEHTOB BY30B, OOYUAIOIIMXCS MO CICIHATBHOCTIM
skoHoMukn u ymopaBiaeHus (080100), wampaBnenuto «CraHmapTH3alns,
ceprudukanus u Merposorusi» (200400), cnenuanbHOCTH «J[oKyMEHTOBEICHNE
2 | m J;oxkyMeHTalmmoHHOe oOecnedenue ympasiaeHus» (032001) / KO. H. | 2017
bepuoBckuit. — Mocksa : FOHUTU-JAAHA, 2017. — 350 ¢. — ISBN 978-5-
238-01241-4. — Tekct : snekrpoHHbIN // I{udpoBoit 0Opa3oBaTelbHBIA pecypc
IPR SMART : [caiir]. — URL: https://www.iprbookshop.ru/81814.html (zara
obOpamenus: 16.04.2024).

3axapoBa, T. W. [loxymeHTarimoHHoe oOecIieueHHE YIpPABJICHHUS : Yy4eOHOE
nocooue / T. U. 3axapoBa. — Mocksa : EBpasuiiCKuii OTKpBITBIA HHCTHTYT,
3 |2010. — 156 c. — ISBN 978-5-374-00261-4. — Tekcr : snektponnsii // | 2010
Hudposoii obOpazoBarensHblii pecypc IPR SMART : [caiit] — URL:
https://www.iprbookshop.ru/10665.html (nata obpamienus: 16.04.2024).

B) MeTOAMYECKUE YKAZAHUS

1. OdopmneHne KOHTPOJBHBIX paboT, pedeparoB, KYpCOBBIX pabOT M MPOEKTOB, OTUETOB IIO
MPAKTUKE, BBIMTYCKHBIX KBATM(UKAIMOHHBIX paboT: Meroauueckue Yykaszanus/cocT.. A.IO.
VYpazbaxtuna, P.M. bakupos, B.A. CmupnoB — Botkunck: Uzn. BO UxI'TY umenu M.T.
Kamamaukosa,2018-25c. Pexxum JOCTyIa:
http://vfistu.ru/images/files/Docs/metodichka_po_oformleiu_v3.pdf

2. Y4eOHO-MeTOAUYEeCKOe TMOocoOre MO OpraHu3allul CaMOCTOSITENTFHOM paboThl 0OydaOIIUXCS:
Ui 00ydaroluxcs Mo HampaBieHHIO MOAToTOBKU 15.03.05 — KOHCTPYKTOPCKO-TEXHOJIOTUYECKOE
o0ecrieyeHne MalIMHOCTPOUTENBHBIX Mpou3BojacTB/ coct.. P.M. bakupos, E.B. Uymaxkosna.-
Borkunck:M3n. B® WxI'TY wumenn M.T. Kanamnukoa,2019.—15c.-Pexum  poctyna:
http://vfistu.ru/images/files/Docs/metorg_po_sam_rabote.pdf

) NepeYeHb pecypcoB HH(POPMAaMOHHO-KOMMYHUKAIIMOHHOM ceTn UHTepHeT:

1. DnexTpoHHO-6UOIMOTEYHAS cucreMa IPRBooks http://istu.ru/material/elektronno-
bibliotechnaya-sistema-iprbooks.

2. HammonanwsHas 3eKTpoHHas Oubmuoreka — http://H36.pd.
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http://vfistu.ru/images/files/Docs/metodichka_po_oformleiu_v3.pdf
http://vfistu.ru/images/files/Docs/metorg_po_sam_rabote.pdf
http://istu.ru/material/elektronno-bibliotechnaya-sistema-iprbooks
http://istu.ru/material/elektronno-bibliotechnaya-sistema-iprbooks
http://нэб.рф/

3. Muposgas nudposas oudanoreka — http://www.wdl.org/ru/.

4. MexayHapoIHbIi nHAEKC HaydHoro nutupoBanus Web of Science — http://webofscience.com.
5. Hayunas snexrponnas 6uonmnoteka eLIBRARY.RU — https://elibrary.ru/defaultx.asp.

J) NIpOorpaMMHoe odecrie4eHue

1. Microsoft Office 2016.

2. Apache OpenOffice (cBob6oaHO pactpoctpansiemoe [10).

7. MaTepuajibHO-TeXHUYECKOe o0ecriedeHne T CUNIIITUHbI

1. JlexunoHHBIE 3aHATHUS.

VY4eOHble ayAUTOPUU JJIsl JISKIUOHHBIX 3aHATHH YKOMIUIEKTOBAHBI MeOENbI0 M TEXHUYECKUMHU
cpencTBaMu OOydeHUSs, CIY)KallUMHU I TPEACTaBIICHUs Yy4eOHOW wuH(opManuu OOIbIIoi
ayIuTOpuu (MPOEKTOP, SKpaH, KOMIIbIOTEP/HOYTOYK).

2. IlpakTHueckue 3aHATHUS.

VY4eOHble ayIUTOpUM ISl TMPAKTUYECKUX 3aHSATHUH YKOMIUIEKTOBAHBI CHEUATIN3UPOBAaHHON
Me0eIbI0 U TEXHUYECKUMU CPeCTBAaMU 00ydeHHs! (IIPOEKTOP, 3KpaH, KOMIIbIOTEP/HOYTOYK).

3. CamocrosiTenpHas padora.

[lomemiennss Uisi  CaMOCTOSITENIBHOM — pabOThl  OCHAIIEHbl KOMIIBIOTEPHOM  TEXHHUKOW ¢
BO3MOYHOCTBIO MOJKIIIOUEHHS K ceTu «MHTepHEeT» U AOCTYIOM K 3JIEKTPOHHOM MH(OPMALIMOHHO-
obpazoBarenbHOi cpene VDkI'TY umennm M.T. Kanammwmkoa: 6ubnuorexka BO VkI'TY umenn
M.T. Kanamaukosa (aapec: 427430, r. Borkunck, yi. [llyBanosa, . 1).

[Ipu HeoOxoauMoOCTH paboyas MporpaMMa JUCHUILUIMHBI (MOTYJIs1) MOKET ObITh aJanTHPOBaHA JIJIs
obecrnieueHrs 00pa30BaTENIbHOTO Mpollecca MHBAIMIOB U JIMI[ C OTPAHUYEHHBIMU BO3MOKHOCTSIMU
3I0pOBbs, B TOM 4Hcie A1 OOydeHHs C IPUMEHEHHEM AUCTaHIMOHHBIX 00pa30BaTENIbHBIX
TexHoJorui. Jlias 3Toro TpeOyercsi 3asBICHME CTYAEHTa (€ro 3aKOHHOIO IpPEICTaBUTENs) U
3aKJTI0YCHUE TICUX0JIOTO-MeArKO-Tieaarornaeckoit komuccuu (IIMIIK).
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http://www.wdl.org/ru/
http://webofscience.com/
https://elibrary.ru/defaultx.asp

JIner yrBep:kaeHus1 pado4eil NporpaMMbl JUCHHMILIMHBI (MO1YJIs1) HA Y4eOHbIi roj

Pabouas mporpamma qucuuIuinHbl «/le10Boii 1T0KYyMeHT0000pOT» 110 HANIPABICHHUIO MOTOTOBKH
38.03.01 «OxonoMuKa» npoduis « IKOHOMHKA MPEIIPUATHI 1 OpraHu3aLUi»

corjacoBaHa Ha BeJIeHUE y4eOHOTO Ipoliecca B yueOHOM TOJIy:

«CormacoBaHo»:
VYuaeOubrit 3aBeyroNil KaQeapoi,
roJ oTBETCTBEHHOM 3a PII/]
(monmuck u naTa)
2026 - 2027
2027 - 2028
2028 - 2029
2029 - 2030
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MHWHOBPHAYKU POCCHUN
BoTkunckuii punman
(enepanpHOro rocyJapcTBEHHOI0 OIOPKETHOTO 00pa30BaTEILHOTO
YUpEeXIEHUS BBICIIETO 00pa30BaHUs
«>xeBckuii roCcy1apCTBEHHBIN TeXHUUeCKUi yHuBepcuteT uMeHu M. T. Kanamnukosa»

OneHouyHble cpeacrea
mo JTMCHMIIJINHE

JleJJ0BOM JOKYMEHT0000POT
(HauMEHOBaHUE JMCIUTLTHHBI)

HanpasieHue 38.03.01 «9koHOMUKA»

npobuiTh «IKOHOMUKA MPEANPUITHI M OPraHU3AIIUNY

ypOBEHBb 00pazoBaHMs: OaKagaBpuaT
dhopma oOyueHus: ouHas

o6ma;1 TPYAOCMKOCTb JUCHUIIIMHBI COCTABJIACT: Z 3a4CTHBIX CAHMHHUIIbI

13



1. OueHo4Hble cpeacTBa

Dopmbl
Ne Koabt P
Pe3yabTaT 00yyeHust TEeKYLero u
n/ | KOMIeTeHIHH H
(3HanUs, YMeHUs U HABbIKU) NPOMEKYTOYH
n WHINKATOPOB OF0 KOHTPOIS
OIIK-4.1  3uaTh: | — COBpPEMEHHbICE MPABOBBIE W  HOPMATHBHO-
3aKOHOMCPHOCTH H | METOJAUYCCKHUEC JTOKYMEHTBI B chepe
MIPUHITATIBI JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPABIICHIS,
yHupaBJICHUA —  OCHOBHBIE ITOAXO0JbI K CAMOPA3BUTHUIO JIUYHOCTHU,
pa3IIHbIMHU —  OCHOBHBIE BUJIbI OPraHu3alMOHHO-
CHCTCMaMH,  BHIBIL | pacriopsiAUTENIbHOW U MH(MOPMALMOHHO-CIIPABOYHON
YHOPaBJICHUYCCKHUX JIOKYMEHTAIlWH;
PEHICHUN U METOMIBL | pasjypgnple BUABI AETOBOM KOPPECIOH IECHIIUM;
ux HPUHATHA, | paspaGaThiBaTh M PENAKTUPOBATH OCHOBHBIE
OCHOBHBIC BUIBl  OPraHM3allMOHHO-PACHOPSIUTENLHON M
HOKa3aTeHH% MH()OPMALMOHHO-CIIPABOYHOMN JOKYMEHTAIINH; O6cysKieHne.
CECT%MY coopa M| _  cpoeBpeMeHHO M KAYECTBEHHO OpPraHW30BaTh | OTBETHI Ha
00pabOTKH JIOKYMEHTAIIMOHHOE 00eCTIeueHNE YIPaBICHNS; BOTIPOCHI.
1 | undopmanumu, B
6 o —  MaKCHMAaJIbHO ONTUMH3HUPOBATH BIIIOJIHCHUC
HCOOXORUMOM JUIA | 11y e yMenT00GOpOT; MHCbMEHHOH
MOJITOTOBKH
— obecrieynBaTh HaAEeKHOE XpaHEeHNE paboTsl. 3auer
000CHOBaHHBIX i
JIOKYMEHTOB;
OpraHu3aIMOHHO-
— a”anm3upoBarth coctosinue JJOY opranuzanuu;
YIIPaBJICHYECKUX
e — — TPHUMEHATh METOIBl W CPEIACTBA TIO3HAHUS IS
WHTEIUICKTYaJIbHOTO pa3BUTHSA, TIOBBIIIICHHSI
KYJIBTYPHOTO YPOBHSI, npodecCHOHaTBHON
KOMTICTCHITHH;
—  MeTOoJaMH panroHaTEHON MOCTAaHOBKH
JIETIOTIPOU3BOICTBA B COBPEMEHHON OpraHU3alluu;
— HaBBIKAMH  CaMOPAa3BHTHUS H  METOJaMH
TIOBBIIIICHUS KB (DUKAITIH
I1K-4.1 3HaTs: — COBpEMEHHbIE IpPaBOBbIE U  HOPMAaTUBHO-
OCHOBHBIC BHUABI | MECTOOUYICCKHUEC JOKYMCHTBI B chepe
OpPraHM3alMOHHBIX | JOKYMEHTAI[HOHHOTO 00CCIICUCHH S yIIPaBICHUS,
CTPYKTYD —  OCHOBHBIE ITOAXOBI K CAMOPA3BUTHIO JUYHOCTH;
NPOMBINICHHBIX —  OCHOBHBIE BUEI OpraHHu3aIMOHHO-
OpraHu3aIny, pacmopsSAUTENTbHON U MHPOPMAIIIOHHO-CIIPABOYHOMN
OCHOBHBIC BUABbI JOKYMEHTAllUH;
BHYTPCHHHX —  pa3JIMYHBIC BHJBI AE€I0BO KOPPECIIOHICHIIIH, OO6cyx IeHue.
JIOKAIPHBIX  aKTOB, | _  paspaGarTeiBaTh M PEIAaKTHPOBATh OCHOBHBIE | OTBETHI Ha
) peIAMCHTHPYIO- BHABl  OPraHU3alMOHHO-PACTIOPAJMTENLHON M | BOIPOCHI.
IHHX - ACATCIBHOCTD |y hopmarmoHHO-CIIPaBOYHOM JOKyMEHTAIINY; BeinonHenne
CTPYKTYpHBIX — CBOCBPEMEHHO M KAueCTBCHHO OpPraHH30BaTh | MMCBMCHHON
HoApasieneHuy, JIOKYMEHTAIIMOHHOE 00eCTIeUeHHE YIPABIICHNS; paboTsL. 3auer
OTIETBHBIX
. —  MakcHUMalbHO ONITHMHU3UPOBATh
UCTIOJTHUTENEH; )
JOKYMEHTO000pOT;
HOPMAaTHBHO-
— obecrnieuyuBaTh HaJIekKHOE XpaHeHHe
NpaBOBBIE  aKTHI, .
JOKYMEHTOB;
periaMeHTHpYIO- ‘
— ananusupoBath cocrosiHue JIOY opranuzanmu;
e AeATeNbHOCTD
NpenpHsTHS — TIPUMEHATH METOJbl U CPEACTBA TO3HAHMS JUIS

HWHTCJUICKTYAJIbHOT'O Ppa3sBUTHUA, IOBBIIICHUA
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Ne Koasl Popmel
U — PesynbTaT 00yuenus TeKyl1ero u
(3HaHUA, YMEHUs U HABBIKU) NMPOMeKYTOYH
n HIIHKATOPOB 0ro KOHTPOJIf
(opranuzarmmm) KYJIbTYPHOTO YPOBHH, podecCuoHaATBLHOM
KOMIICTCHIINH;
—  MeToJamu palnoHaIbHON [IOCTaHOBKHU
JIEJIONIPOU3BOJICTBA B COBPEMEHHON OpraHU3ally;
— HaBbIKAMM  CaMOpPa3BUTHS M METOJaMU
TOBBIICHUS KBATM(PUKAIIUU
I1K-4.2 YmeTs: — COBpPEMEHHBIE  IIPaBOBBIE U  HOPMATUBHO-
pas3pabaTbIBaTh METOTUYECKUE JTOKYMEHTBI B chepe
BHYTpEHHUE JOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHHUS,;
JIOKQJIPHBIE  aKTBL; | —  OCHOBHBIE MOAXOABI K CAMOPA3BUTUIO JUYHOCTH;
paborats B | —  ocHoBHBIE BU/IbI OPraHu3aMOHHO-
KOJUICKTHBC, pacnopsauTeNbHON M MHPOPMAIIMOHHO-CIIPAaBOYHOMN
BBICTPANBAThH JIOKYMEHTALIHIL
dddexTrBHBIC —  pasJHMYHbIE BUBI JEJI0BOM KOPPECIIOH ICHIINH,
KOMMYHHUKAIMN €| _  paspaGaTeiBaTh M PEJAKTHPOBATh OCHOBHBIE
KOJLIeraMu W Buppl  OpraHU3alMOHHO-PACIIOPANUTENBHON U
PYKOBOZCTBOM,; UHPOPMALUOHHO-CIIPABOYHON JOKYMEHTALUH; OG6CyxK IeHHe.
(hopmuposaty 0asy | _ CBOEBPEMEHHO U KauyeCTBEHHO OpraHu3oBaTh | OTBETHI Ha
3 AAQHHBIX " noxyMeHTaIMOHHOE 0GecIeueH e YIPaBIICHNS; BOIIPOCHI.
paSpa6aTBIBaTI) — MAaKCHMaIBHO ONTUMU3UPOBATH Brimonnenue
OPraHM3aUMOHHO- | o OKYMEHT00BOPOT; MMCbMEHHOM
YHPABJICHACCKYIO — obecreunBaTh HaJEKHOE xpaHeHue | paboThbL. 3ader
JOKYMEHTAIMI0  C
JOKYMEHTOB;
HCIOJIb30BaHUEM )
COBDEMEHHBIX — a”anm3upoBarth coctosiHue JJOY opranuzanuu;
TeXHOIOr I — TPUMEHSATh METOJAbl U CpEeACTBAa MO3HAHMS IS
MEKTPOHHOTO MHTEIJIEKTYaJIbHOTO pa3BuUTHS, MOBBILICHUA
OKyMeHT00GOopoTa | KYIBTYPHOTO YPOBHS, npodeccuoHanbHOM
KOMIIETEHIINH;
—  MeToJamu paloHaIbHON MOCTaHOBKHU
JIeJIONPOM3BOJICTBA B COBPEMEHHON OpraHu3allvy;
— HaBBIKAMH  CaMOPa3BUTHUS M METOJAaMH
MOBBIIICHUS KBATH(PUKAIIUU

Tumnosble 3a1aHus 1715 OLEHUBAHUS (POPMHPOBAHUSI KOMIIeTeHI U
Haumenoganue: 3auet
IlIpeocmagnenue ¢ @OC: nepeyeHb BOIIPOCOB

Ilepeuens ¢éonpocoe onsa npogedenusn 3auema:

Hcroprueckue 3tarbl JeI0IPON3BOICTBA.
Oo6mepoccuiickue knaccuduraropst OKIIO, OKY /], OI'PH.
OcHoBHBIEe yHUHUIIMPOBaHHBIE ccTeMbl B cocTae OKY /.
Cucrema rocyjapcTBEHHBIX OpraHoB ynpasieHus JOVY.
CocraBneHne pa3IUYHbIX BUJIOB OJIaHKOB JJIs1 UHIAMBUIYyalbHO 33/1aHHBIX MTPEIIPUATHI.
OcHoBHBIE TIpaBUIa OPOPMIICHUS MAIIMHOIIMCHBIX TEKCTOB.
CocraBnenue ¢opmynsipa-oOpasia OpraHM3allMOHHOTO JOKYMEHTa JUIsl WHAMBHIYalbHO
3aJJaHHOTO MPEATIPUATHSL.
8. OcraBieHue pa3IMUYHBIX Pa3HOBUIHOCTEH CIIyKEOHBIX MHUCEM JUIS WHAWBUIYAJIBHO 3aJJaHHOTO
PEaNPUATHS

NogakrwnpE
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9. CocraBneHue pa3IUYHBIX BUAOB KAJPOBBIX JOKYMEHTOB I HHIMBUAYAJIHHO 33JaHHOTO
IIPEAIPUATHS

10. CamocTosiTENbHOE COCTABJICHUE DPA3JIMYHBIX BHJIOB JIOBEPEHHOCTEH, KOMMEPYECKHX aKTOB,
IIPETEH3UI U UCKOB Il MHAUBUAYAIBHO 33aHHOTO IPEAIPUATHS.

11. M3yuyeHue MHCTPYKLMHU 110 JOKYMEHTHPOBAHUIO YIIPABIEHUECKOM 1EATEIbHOCTH.

12. Uzyuenwue 3TanoB 00pabOTKU BXOAAIINX, HCXOASIIUX U BHYTPEHHUX JIOKYMEHTOB.

13. W3yueHue mpueMOB perucTpaniy JOKYMEHTOB B pa3IMYHbIX (hopMax

14. TocynapctBenHas cucrema JIOY.

15. O0mme TpeOoBaHMs K JOKyMEHTaM U CIOyk0aM TOKYMEHTAllMOHHOTO O0OecreueHHs
yIIpaBJICHUS.

16. TumoBasi MHCTPYKLHUS IO JEIONPOU3BOACTBY B MHUHHUCTEPCTBAX M BeAoMCTBax Poccuiickoii
®denepanun

Kpumepuu oyenku:

[IpuBenens! B paznene 2

Haumenoeanue: koHTpoibHAs paboTa

Ilpeocmasnenue ¢ @OC: HabOp BapUaHTOB 3aJaHUI

Bapuanmui 3a0anuii:

Ncropus nemonpounsBojicta B Poccum.

Nudopmanus u JOKyMeHT.

CpoiicTBa U PYHKINUU JOKYMEHTA.

JIoKyMeHTaIlMOHHOE 00eCTIeUeHUE YIIPABIICHUS U €r0 CTPYKTYpa.

HopmaruBHO-MeToqrueckas 6a3a JIeJI0mpOn3BOJICTBA.

Knaccuduxkaruys 10kyMeHTOB.

VYnpasnendyeckas H”HGOpMaIus, YIpaBIeHYECKHI TOKYMEHT U OCHOBAHU S ISl €TO CO3JaHMUSI.
CucremMbl TOKyMEHTAIIH.

. YHUGUIIUPOBAaHHBIE CUCTEMBI JOKYMEHTAIIHH.

10 CrocoObl TOKYMEHTHPOBaHUS HHMOPMAITUH.

11. O6mmii Bum, coctaB W TpeOOBaHUS K O(GOPMIICHUIO PEKBHU3UTOB 3aroJIOBOYHOW YaCTH
OpraHU3aIMOHHO-PACTIOPAIUTENBHBIX TOKYMEHTOB.

12. O6mmii Bua, coctaB M TpeOOBaHUS K OGMOPMIICHUIO PEKBHU3UTOB COJCP)KATEIBLHON YacTh
OpraHU3aIMOHHO-PACTOPSAIUTENBHBIX TOKYMEHTOB.

13. O6mmii Bua, coctaB W TpeOoBaHWS K O(GOPMIICHHIO PEKBHU3UTOB OMOPMILIIONIEH YacTh
OpraHU3aIMOHHO-PACTOPSAIUTENBHBIX TOKYMEHTOB.

14. KOpuauveckasi cuja JOKyMEHTA.

15. Cxema pacnosjoxeHus: peKBU3UTOB JIOKyMeHTa ((opMyIsip TOKYMEHTA).

16. Ilousartue, BuAbI U TpeOOBaHMS K OPOPMIICHUIO OJIAaHKOB OPraHU3AI[MOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB.

17. Ocobennoctu oopmiieHUs JOKYMEHTOB TP UCIIOJIb30BAHUU TEXHUYECKUX CPECTB.

18. OcHoBHbIE 0COOEHHOCTHU AETOBOTO A3bIKA U CTUJISI JOKYMEHTOB.

19. OcHOBBI 3THKETA JEJIOBOIO OOIIEHHUS.

20. Hasznauenue, cocTaB U 0pOpMIICHUE OPTAaHN3AIIMOHHBIX IOKYMEHTOB.

21. HasznaueHue, cocTaB U 0QOpPMIICHHE PACTIOPATUTENBHBIX JOKYMEHTOB.

22. HasznaueHue, coctaB U opopmiieHue HHPOPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB.

23. Buppl u coaepkaHue JOKYMEHTOB IO TUYHOMY COCTaBY, MX YYET U XpaHEHHE.

24. OdopmieHre opraHU3aMOHHO-KaIPOBIX JOKYMEHTOB.

25. OdopmieHre opraHU3aIMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB KaAPOBOM CITYKOBI.
Kpumepuu oyenku:

[IpuBeneHs! B paznene 2

CoNoORwNE

Haumenoganue: paboTa Ha MPAKTUYECKUX 3aHATUAX: TEKYILIUH KOHTPOJIb BBIIOJHEHUS 3a/1aHU
Ilpeocmasnenue ¢ @OC: nepeveHb 3a1aHNN
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Bapuanmu 3a0anuii:

1. OdopmneHne CTPYKTYpHOH CXEMbl OpraHM3aluu. AHATU3 CTPYKTYPHBIX CXEM OpraHH3alui.
Ponp u MecTo oduc-meHemxepa.

2. CocraBiieHHE alropuT™Ma MOoArOTOBKH O(UIIMATBHOTO coBemanus. [loroToBka TOKyMEHTOB IS
COBEILIAHUS.

3. [IpoBenenue nenoBoit urpsl «I1oaroToBKa A€7I0BOM NOE3AKH PYKOBOJUTENS IPEITPUSITHSI.

4. Tunbsl kommyHukauuid. J[lenoBas wurpa «lleperoBopb» (IOArOTOBKA, IPOBEIEHUE U
JOKYMEHTUPOBAaHUE OPHUIHMATLHBIX TIeperoBopoB). O0cyxaeHue pedepaTos 1Mo TeMe.

5. O3HaKOMJIGHHE C TEXHMYECKHMMH CpEICTBAMH OG(OpMIICHHUS, DPAa3MHOXKEHUS, XpaHEHHUS U
nepeaayn HHGOPMaIK, TPUMEHSIEMBIMH B JISTIONPON3BOACTBE. Y CTHBIN OIIPOC.

6. AHanmu3 ommOOK B 0(hOPMIICHUHU PEANbHBIX JOKYMEHTOB (ZIEJOBOE MUCHMO HA PYCCKOM SI3BIKE,
JIeJI0BOE MHUCHhMO Ha aHTJIMHCKOM SI3bIKE, (paKc, akT). Y CTHBIN OIpocC.

7. AHamu3 ommOOK B OG(OPMIIEHUM PpACHOPAIUTENbHBIX, OpPraHU3AlMOHHBIX JOKYMEHTax H
JOKYMEHTaxX IO JINYHOMY COCTaBy (IIpHUKa3bl, paclopsHKEHUs, pe3toMe, IOTOBOPBI (KOHTPAKTHI)).

8. CocraBiieHne miana paboTel orc-MeHeKepa Ha IeHb. BhIMOTHEHNe TPaKTUYECKOTO 3a/1aHMUs.
9. Pa3paboTka npoekTa TpyJI0BOTO JIOTOBOpPa B COOTBETCTBUU ¢ TpeboBaHusMu Tpynosoro Konekca
P®. BeimonnHeHne Tecta o OCHOBHBIM TEMaM Kypca.

Kpumepuu oyenku:

[IpuBenens! B pasaene 2
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2. Kpurtepun un mkaJjbl oueHMBaHUS

JUIs KOHTPOJBHBIX MEPONPUATUHA (TEKYIIEro KOHTPOJS) YCTAaHABIMBAETCSI MHUHHUMAJIBHOE U
MaKCUMAaJIbHOE KOJHMYECTBO OajuloB B COOTBETCTBUM ¢ Tabnuued. KoHTpoibHOE MepompusiTHe
CUMTAETCS TPOMJICHHBIM YCIEUIHO NpU YCIOBMM Habopa KoJIM4YecTBa OallOB HE HIDKE
MUHHMAaJbHOTO.

Pesynbrar oOy4ueHHs MO AWCHUUIUIMHE CUUTAETCA JOCTUTHYTHBIM IPHU YCIEIIHOM IPOXOXKAECHUU
00y4aroImuMcs BCEX KOHTPOJIBHBIX MEPOIIPUATHH, OTHOCSIIUXCS K JaHHOMY PE3yJIbTaTy 00ydeHHUsI.

Pazoenwt Konuuecmeo 6annoe
Dopma Konmponsn -
OUCUUNIUHDL min max
1 KonTponsHas pabota 25 50
2 [TpakTudeckas padora 25 50
Hroro 50 100

[Ipn oueHMBaHUM peE3yAbTATOB OOYYEHUsS MO JUCIHUIUIMHE B XOJ€ TEKYIIero KOHTPOJIs
YCIIEBa€MOCTU HUCIHONB3YIOTCS CIEAYIOIIME KpPUTepUH. MMHUMAalbHOE KOJIMYECTBO OaioB
BBICTaBiIsieTcs  oOyyaromieMmycs IpH  BBIIOJHEHMM  BCeX  IOKaszarenei, JOMyCKaroTCs
HCCYIICCTBCHHBIC HCTOYHOCTHU B U3JIOKCHUHN U O(i)OpMJ'IeHI/H/I Marcpuraia.

Haumenosanue,
Ilokazamenu évicmagnenus MUHUMAIbHO20 Koauuecmea 0annoe
obo3nauenue
3amaHus BBINIOJIHEHBI Oojiee 4eM HamojoBUHY. [IpuUCYTCTBYIOT cepbE3HbIE
ommOku. IIpomeMOHCTpUpPOBAaH yIOBICTBOPUTEIBHBIM YPOBEHb BIAJICHUS
MaTepHaIoM.
KontponbHas
AGoTa [IposiBeHbl HHU3KHE CHOCOOHOCTH TPUMEHSTh 3HAHUA W YMEHHUS K
P BBITIOJTHEHUIO KOHKPETHBIX 3aJJaHUH.
B koHTposibpHON paboTe AaHbl MpaBUIIbHBIE OTBETHI HE MeHee yeM Ha 50%
3aJJaHHBIX 3aTaHUM.
3amaHus BBINIOJIHEHBI Oojiee 4eM HamoJjoBHHY. lIpucyTcTBYIOT cephE3Hble
omnOku. IlpogeMOHCTpUPOBAH yIOBIETBOPUTEIbHBIMN YPOBEHb BIIAJICHUS
MaTepUAIOM.
[IpakTrnueckas
aGoTa [IposiBneHbl HU3KUE CIOCOOHOCTH NPUMEHATh 3HAHUS M YMEHHUA K
p BBIITOJIHEHUIO KOHKPETHBIX 3a1aHHI.
Ha 3amuTe npakruyeckoil paboThl JaHbl MPaBUIIbHBIE OTBETH HE MEHEE YeM Ha
50% 3amaHHBIX BOTIPOCOB

[IpomexyTouHas arrecTalusl MO TUCHUIUIMHE NPOBOAUTCA B (POpMe KOHTPOJIBHOM pabOThHl IO
JTUCLUILTNHE MOXET ObITh OLIEHEHA Ha OCHOBE PE3YJIbTATOB TEKYLIEr0 KOHTPOJIS C UCIIOIB30BaHUEM
CJIeTyIONIeN MIKaJIbI:

Ouenka Habpano 6annoe
«JIOMYIIEH» K 3a4eTy 50-100
«HE JOMYILIEH» K 3a4eTy Memnee 50

Wrorosas aTrectanus o AUCUUILUIMHE TPOBOAUTCS B popme 3auera B 6 cemectpe.

Bpewms Ha noaroroBky: 40 MUHYT.

IIpu oneHMBaHUU pPE3yabTAaTOB OOYUEHMs MO JUCLUIUIMHE B XOJ€ NMPOMEXKYTOUYHOHM aTrTecTaluu
VICIIOJIB3YIOTCS CJIEYIOIME KPUTEPHUH U IIKAJIA OLICHKH.

Ouenxka Kpumepuu oyenku

OOyuaromuiicss JE€MOHCTPUPYET 3HAHUE OCHOBHOIO Y4eOHO-IIPOTPaMMHOTO
Mmarepuaia B oObeMe, HEOOXOAMMOM [Uis JajlbHeHIiel yueObl, ymeeT
HOPUMEHSTh €ro MPHU BBINOJHEHUM KOHKPETHBIX 3aJlaHHi, MpelyCMOTPEHHBIX
IpOrpamMMOil TUCIMITIIMHEI

«3adYTCHO»

OOyuaromuiicss JEeMOHCTPUPYET 3HAUUTENIbHbIE TPOOEIIbI B 3HAHUSAX OCHOBHOTO
y4eOHO-TIPOrPaMMHOT0 MaTepuana, JOMYCTHJI NMPUHIMIHATIbHBIE ONIMOKU B
BBIMIOJTHEHUN TPEAYCMOTPEHHBIX NPOrpaMMOM 3aJaHUil M He CIocoOeH
MIPOJIOJKUTH 00yUeHHe

«HEC 3a4YTCHO»
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