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Ha3zeanue oucuyuniunol

JdenoBoii JOKYyMEeHTO000POT

Hanpaenenue noozomoexku
(cneuuanvnocms)

38.03.01 «DxoHOMHUKAY

Hanpaenennocmow
(npogpunv/npozcpamma/cneyua
auzauus)

«OKOHOMUKA MPEANIPUATHI U OpraHu3aLuin

Mecmo oucuuniunbl

q)aKYJ'II)TaTI/IBHI)IC JAUCHUITIINHBI

Tpyooemxkocmy (3.e. / uacwt)

2/72

Henwv uzyuenus oucyunaunsl

Jlatb 3HaHUsA, HEOOXOAUMBIE JUIS IPABHIILHOTO COCTABIICHUS U
opopmIIeHHsT JOKYMEHTOB, BO3HHUKAIOIIUX B IIpoIecce
MPUHATUSA U PEAM3AlNKN yIPABICHYECKUX PELICHUN, OCBOUTh
OOMICTIPUHATBIE B MHUPE NPEANPUHUMATEIBCTBA JIEKCHKY H
CTWJIb JIJIOBOM M KOMMEPYECKON KOPPECIOHACHUMHU IS
CBOOOIHOTO ¥ PaBHOIPABHOTO OOIICHHUS C TAPTHEPOM.

OIIK-4 Cnocoben mpejiaraTb SKOHOMHYECKH U (PUHAHCOBO
000CHOBaHHBIC OPTaHU3AIMOHHO-YIIPABICHYCCKUE PEIICHUS B
poecCHOHANBHOM A TEIbHOCTH

Komnemenuuu,
[IK-4  CnocobGeH  CHOpOeKTHpOBAaTH  OPTaHU3AIMOHHYIO
dopmupyemole 6 pezyrvmame
CTPYKTYpY, TIOJIOKEHHE O TMOApa3ACICHUSAX, TOHDKHOCTHBIC
0C60CHUA OUCUUNIUHDL MHCTPYKIMM ~ C YYeTOM HOPMATUBHO-TIPABOBBIX aKTOB,
perIIaMEeHTHPYFOIITUX JeSITeTbHOCTD NPEANPUSITHS
(opranuzanun)

Cooeporcanue oucyuniunl
(ocnosnble pazdenvt u memot)

Opranuzanus. CTpykTypHas cxema opranusauuu. I[lonroroska
U JIOKYMEHTUPOBAHUE COBEIIAHM, KOH(epeHIINH,
CHUMIIO3UYMOB, coOpanuil. JlenoBas moe3aka. KommyHukanmuu
B YNPaBICHYECKON MAESITEIbHOCTH M HMX JOKYMEHTHpPOBAHUE.
Jlenonpou3BOACTBO U €r0  MECTO B YIPABIECHYECKOU
nesTenbHOCTH  opraHu3auuu.  OCHOBHBIE  JJOKYMEHTBI
ynpasieHus. CrnpaBo4HO - HH(OPMAIMOHHBIE JIOKYMEHTBHI.
HoroBopa. PacnopsiaurensHbie u OpraHu3alHOHHbBIC
JNOKYMEHTBI. JIOKYMEHTBI O JIMYHOMY cocTaBy. OpraHuzanus
paboThl €  JOKyMEHTaMHM. 3aKOHOJATEJIbHBIE  OCHOBBI
JeNonpon3BoicTBa. Pabota ¢ JOKyMEHTaMH OrpaHHYE€HHOTO
JOCTYIIA.

Dopma npomercymouHoi
ammecmayuu

3auer




1. Ieam v 3aga4M TUCUUILIMHBI

Heab: nath 3HaHUS, HEOOXOIMMBIC ISl MPABUIBLHOTO COCTaBICHHUS M O(OPMIICHUS JOKYMEHTOB,
BO3HUKAIOLIMX B IIPOLIECCE TMPUHATHS U pEATU3ALMUA  YNPABICHUYECKUX PELIEHUN, OCBOMUTH
OOIIEPUHATHIE B MHpE MPEANPUHUMATEIHCTBA JIGKCUKY W CTHJIb JICJIOBOM M KOMMEPYECKOM
KOPPECTIOHACHIIUY JJIsi CBOOOTHOTO U PABHOIIPABHOTO OOIIEHUS C MAPTHEPOM.

3amaun:

— O3HAKOMUTH CTYACHTOB C OOLIMMM TPUHLMIIAMU JOKYMEHTAlMOHHOTO  OOECIEeYeHUs
JEATeIbHOCTH MPEAIPHUATHS,

—  C IOPSIIKOM JJOKYMEHTHPOBAaHUS HH(OpMAIIHY.

— O3HAaKOMHUTh C TIOPSIKOM TIPAaBOBOM 3aIIMTHl JOKYMEHTUPOBaHHOW HH(MOpMAIMU # ¢
OpraHu3anyueil paloHaIbHOTO JBMKEHHSI IOKYMEHTOB Ha MPEANPUATHH, B TOM YUCIIE ¢ KOHLEMIHen
CO3JIaHUS DIIEKTPOHHOTO o(uca.

— HAy4YUTh KAaueCTBEHHO U ObIcTpo oOpabaThiBaTh HHGOpPMAIMIO B LEISIX CBOEBPEMEHHOIO
NPUHATHS COOTBETCTBYIOIIMX YIPABIECHUYECKUX PEIICHUH.

—  YCBOUTH IpaBujIa U (JOPMBI JIEIIOBOM M KOMMEPUYECKOW MEPENHCKH (B TOM YHCIIe HA HHOCTPAHHOM
S3BIKE 10 BEIOOPY CTYACHTA).

2. Ilnanupyemble pe3yJibTAaThl 00y4eHHs
B pesynbrare 0cBOCHUS TUCIMIUIMHBL y CTYACHTA JIOJDKHBI OBITH C(OPMHUPOBAHBI

3HaHI/Iﬂ, npuoﬁpeTaeMbIe B X04€ UBYIYCHUSA TUCHUIIIUHBI

Nenm/m 3 3HaHuna
1 COBPEMCHHBIC TPABOBBIE W HOPMATHUBHO-METOJIWYCCKUE JOKYMEHTHI B cdepe
) JIOKYMEHTAITMOHHOTO 00eCIIeUeHHUs YIIPABJICHHUS;
2. OCHOBHBI€ MOAXObI K CAMOPA3BUTHIO JTUYHOCTH;
3 OCHOBHBIE BBl  OpPraHHU3AIMOHHO-PACTIOPSAUTEILHOW U HMH(OPMAIMOHHO-
CIIPAaBOYHOM JOKYMEHTAIINH;
4, pa3JIMYHbIC BUBI JICIOBOM KOPPECTIOH ICHITUY;

YMeHusi, npuooperaemMble B X0/1€ M3yYeHHsT TUCIUTLTHHBI
Nen/my YmMenus
L pa3pabaTeiBaTh ¥ pPEJAKTUPOBATh  OCHOBHBIE  BHJBI  OPTaHU3AIUOHHO-
paciopsIMTEIbHON W MHPOPMAITMOHHO-CIIPABOYHOM JIOKYMEHTAIINH;
CBOCBPEMEHHO M Ka4eCTBEHHO OPraHW30BaTh JIOKYMEHTAIIMOHHOE OOeCTieueHue
YIpaBJICHUS;
MaKCHMaJIbHO ONTHMH3UPOBATH JJOKYMEHTOO0OPOT;
o0ecrevrBaTh HaJS)KHOE XPaHEHHE TOKYMEHTOB;
aHam3upoBaTh coctossare JIOY opranmzanuuy;
MPUMEHATh METOJbl M CpEACTBA TMO3HAHUS [UIsl HMHTEUIEKTYalIbHOTO pPa3BUTHS,
MOBBIIIICHHSI KYJBTYPHOTO YPOBHS, TPO(EeCCHOHATHLHOW KOMITCTCHITHH,

AN Rl Eal Bl B

HaBbiku, npuodperaembie B X0/1€ H3YUYeHHUS TMCHHUIIHHBI

Nen/m H HaBbIKkH BJ1aJieHUA
L. METOJaMH  PAIlMOHAJILHON  IMOCTAHOBKU  JICJIOTIPOM3BOJICTBA B COBPEMEHHOM
OpraHu3allny;
2. HaBBIKAMH CAMOPA3BUTHUS U METO/IAMH TOBBIIICHUS KBATH(DUKAIINH.

KOMIETEHIM, TIPUOEPETAEMBIE B XOJE U3YUEHUSA TUCITATIINHBI
Komnerenuun HNuaukaropsl 3HaHUS YmMenus HaBbiku




OIIK-4 Cnoco6en | OIIK-4.1 3HaTh: 3aKOHOMEPHOCTH
npeasiaraTh u MPUHIUIIBI yIpaBICHUS
SKOHOMHMYECKH U | pa3MUYHBIMU CHUCTEMaMHU, BH/IBI
¢uHaHCOBO YOPaBICHUYECKUX  PEIICHHH U
000CHOBaHHbIE METOJIbl UX MPHUHSITHS, OCHOBHbBIE
OpTraHHU3alMOHHO- NOKa3aTenu, CUCTeMy cbopa u 1,234 1,2,3,4,5,6 1,2
YIIPaBJICHUYCCKHE 00paboTKn nHpopmanuu,
pelieHus B | HEOOXOUMOUM NI TOJATOTOBKHU
npoeCCHOHAILHO | 0OOCHOBAHHBIX OpPTraHU3aI[MOHHO-
1 JIEeSATEIIBHOCTU YIIPABJICHUYECKUX PELICHUI
[IK-4  Cmocoben | [1K-4.1 3HaTh: OCHOBHBIE
CIIPOEKTUPOBATH BU/IBI OpTraHU3aIMOHHBIX
OpPraHM3alOHHYIO | CTPYKTYp MIPOMBIIIICHHBIX
CTPYKTYpY, OpraHM3allfii, OCHOBHBIE BHJbI
MOJIO’KEHUE O | BHYTPEHHHUX JIOKQJIBbHBIX AaKTOB,
noJipa3AeNeHusIX, perJaMeHTUPYIOIINX
JOJIKHOCTHBIE NesATeTbHOCTD CTPYKTYPHBIX
MHCTPYKIUU C | moApa3ieNeHun, OTOENbHBIX 1,234 1,2.3.4,5.6 1,2
y4EeTOM UCIIOJTHUTENEH; HOPMAaTUBHO-
HOpPMaTHUBHO- MIPaBOBbIE aKTHI,
IPABOBBIX  aKTOB, | pErJaMEeHTHPYIOIINE
PErJaMeHTUPYIOIIHN | IeATETbHOCTh MPEIPUITUS
X JeSTeNIbHOCTD | (OpraHu3alum)
OPEIPUITUS
(opranuzanumn) [1K-4.2 YMeTb:
pa3pabaTsIBaTh BHYTpPEHHHUE
JOKaJIbHbIE aKThl, padoTath B
KOJUIEKTHUBE, BBICTPAUBaTh
3¢ PexTUBHBIE KOMMYHHUKAIIUA C
KOJUIETAaMHU U PYKOBOJCTBOM;
dopmupoBath 0a3zy HaHHBIX U 1,2,3.4 1,2,3.4,5.6 1,2
pa3pabaThiBaTh OPraHU3AIMOHHO-
YIPaBIECHYECKYIO0 JOKYMEHTAIHIO
C HCIIOJIb30BAHUEM COBPEMEHHBIX
TEXHOJIOTHI 3JIEKTPOHHOTO
JIOKYMEHT0000poTa

3. Mecto aucunmimnbl B ctpykrype OOII
JlucrumimHa OTHOCUTCS K 4yacTu (akyinbTaTuBHBIC quciuiuinabsl OOIL.

JucrumimHa n3yvaercst Ha 3 Kypce(ax) B 6 cemectpe(ax).

N3yuenne qucruiuinHbl 0a3upyeTcsl Ha 3HAHUAX, YMEHHSIX U HaBBIKAaX, MOJYYCHHBIX TIPU OCBOCHUU
mucturiuH (Moxayneit): [IpaBoBenenue, MeHeKMEHT.



KadecTBa.

4. CTpyKTYypa U cofepKaHMe JUCHUILTHUHBI

4.1. Pasneanl JUCHHUILIMH U BUABI 3aHATHHA

[Tepedyens mocneAyOMMX AUCHHUIUIAH (MOIYJIEH), AT KOTOPBIX HEOOXOAUMBI 3HAHUS, YMEHUS
U HaBbIKH, (hopMmHpyemble TaHHOW ydeOHOW aucuuruimHON (Momynem): CucTeMa MEHEIKMEHTa

s Pacnpeneienue TpyA0eMKOCTH
Pasnen = Conep:xanue
@ c pasaeJia (B yacax) 1o BUaam CAMOCTOSTENLHOI
e = .
AHCIMILIHHBL. S <| £ y4e0H0ii padoThI
N ®opma RN padoThI
° . | 2
npomexytounoii | © £| & KOHTAKTHAasl CPC
n/n aTTecTalMH 3
1t &2 Ak | np | 16 | KYA
(mo cemecrpam)
N3yuenne
JIOTIOTHUTEITFHOTO
Opranuzanus.
CrpykrypHas vatepraia,

1 y 65 | 6]025]025]| - ; 6 | mpocmoTp BHIEO,

cxema
MOJITOTOBKA K
OpraHH3aIiH. .
MPAKTHICCKOH
pabote
N3yuenue
ITonroroBka u y
JIOTIOTHUTETHHOTO
JIOKYMEHTUPOBaHU
e COBEILAHUI Vatepuaia,

2 o 16,5 | 6] 0,25 0,25 - - 6 MPOCMOTP BUJEO,
KOH(EpeHIINi,

MOJIFOTOBKA K
CHUMIIO3UYMOB, .

: MPaKTUYECKOU

coOpaHHUi.

paboTe

N3yuenne

JIOTIOJTHUTEIHHOTO
JenoBas moe3nka. MaTepuaia,

3 | Hokymentst gusa| 6,5 | 6 | 0,25 | 0,25 - - 6 MIPOCMOTP BHUJIEO,

JIeJIOBOU MTOE3/IKH. MOATrOTOBKA K
MPAKTUYECKOM
paboTte
N3zyuenune

Kommynukanum B JIOTIOTHUTEIBHOTO

yIpaBlIeHIeCKON MaTepuaa,

4 | pegrenpHocTH M UX | 6,5 | 6 | 0,25 | 0,25 - - 6 MIPOCMOTP BHUJIECO,
JIOKYMEHTUPOBaHU MOJITOTOBKA K
e. [IPaKTUYECKON

pabote
N3yuenne

Jlenonpon3BoaCTBO JOTIOTHUTETHHOTO

U €ero Mecrto B MaTepuaia,

5 | ynopaBieHUECKOU 7 6 05 | 05 - - 6 MPOCMOTP BUAEO,
JesTenbHOCTH MOATOTOBKA K
OpTraHHU3aIIH. MPaKTHYECKON

pabote

6 | OcHOBHBIC 7 6 | 05 0,5 - - 6 H3yuenue
JIOKYMEHTBI JIOTIOJTHUTEIFHOTO
yIpaBIeHUsI. MaTepuana,
CnpaBouHo- MIPOCMOTP BHUIEO,
uH(GOPMaIIMOHHBIE MOJITOTOBKA K
JIOKYMEHTBI. MPAKTHYECKON




JloroBopa. paboTe
N3yuenne

PacniopsimutenbHbI

. " JIOTIOJTHUTEIHHOTO

OpraHU3aIOHHBIC viatepaaia,

7 p 9 6| 05 0,5 - - 8 MIPOCMOTP BHUJIEO,
JIOKYMEHTBI.

MOJITOTOBKA K
JIoKyMeHTBI 110 N

MPAKTHYECKON
JTUYHOMY COCTaBY.

paboTte

N3zyuenune

JIOTIOTHUTEIBHOTO
Opranuzanus MaTepuana,

8 | paboThI c| 9 6 05| 05 - - 8 MIPOCMOTP BHUJIECO,

JIOKYMEHTaMHU. MOJITOTOBKA K
[IPaKTUYECKON
pabote

3aKoHOmATEIbLHEBIE Nsyuenue

OCHOBBI JOTIOTHUTETHHOTO

JIeIOTIPON3BO/ICTBA. Marepuana,

9 | Pabora c| 12 | 6 1 | - - 10 | npocmoTp BHIEO,
JIOKYMEHTaMHU MOJITOTOBKA K
OTPaHUYEHHOTO MPAaKTHYECKON
JIOCTYTIA. pabote

3auer
BBICTABJISIETCS 110
COBOKYITHOCTH
10 | 3auer 2 6 - - - 0,3 1,7 | pe3ynbTaToB
TEKYLIETro
KOHTPOJIA
yCIIEBAEMOCTH
Bcero 72 | 6 4 4 - 0,3 63,7 -
4.2 ConepikaHue pa3nejioB Kypca 4 popMHupYeMBbIX B HUX KOMIEeTeHIH
Koanl
Ne
Paszpnen KOMIeTeHIH | 3HAHM Hasbik dopma
n/ Ymenust
I AACHUTLTHHBI Hu | " KOHTPOJIsI
HHIMKATOPOB
IIpoBepka

Opranuzanusi.

U | Crpyxrypras cxema | OTRALTIR |y o5 01 sys | qp | mpaxmme

PyIIyp 41,TIK-42 | 007 | o0 ’ KHX

OpraHu3alllHu. .

3a/1laHui

IToaroroska u

JIOKYMEHTUPOBaHUE IIpoBepka

e i OIIK-4.1, TIK- e

, | cosewanui, , 1234 | 123456 12 MpaKTHyeC
KOH(EepeHIINH, 4.1, 11K-4.2 KHX
CUMII03UYMOB, 3a/laHui
coOpaHuii.

IIpoBepka
enoBast MOe3 KA.

3 §0K MEHTHI ) g | OHKALII 1 5 5 4 1 1034506 1,2 | MpaKmmeC

yME a 4.1, 11K-4.2 e T ’ KHX

JIETIOBOM TOE3/IKH. .

3a/IaHui

Kommynukarnmm B [IpoBepka

MIPABJICHYECKOM OIIK-4.1, TIK- MPaKTUYEC

4 | YIP ’ 12,34 | 123456 | 12 P
nearensHocTH M ux | 4.1, [1K-4.2 KHUX
JIOKYMEHTUPOBAHHE. 3aaHuM

5 | HenonpousBoacteo u | OIIK-4.1, I1IK- | 1,2,34 | 1,2,3,4,5,6 1,2 IIpoBepka




ero MECTO B
IIPaBJIECHYECKON fpaxTiHee
yop 4.1, TIK-4.2 KHX
JlesTenbHOCTH .
3a1aHuH
OpraHu3alyH.
OCHOBHBIE JTOKYMEHTBI
I aBJIeHI/IHI[ g Hposepxa
6 | Copamoro. ONK-a.LIK- |y 34 | 123456 | 12 | ‘pakmiiec
p 4.1, 1IK-4.2 T T ’ KHX
MH(POPMALIMOHHBIE .
3aaHui
JIOKyMeHTHI. JloroBopa.
PacnopsaurensHple  H
0 raH§3§ NOHHBIC Hposepka
7 | roxywermes OHK-A. 1L IR 534 | 123456 | 1,2 | ‘pakmwice
AOKY ' 4.1, T11IK-4.2 T T e ’ KHX
JloKyMeHTBI 110 .
3aJaHui
JUYHOMY COCTaBY.
[IpoBepka
Opraunuzanus padotsl ¢ | OITK-4.1, TIK- MpaKTH4IEC
g | P HIp 12,34 | 123456 | 12 P
JIOKyMEHTaMHU. 4.1, TIK-4.2 KHUX
3aJaHui
3aKOHOJIaTeJIbHBIC
OCHOBBI [IpoBepka
€IIONIPOU3BO/JICTBA. OIIK-4.1, TIK- MPAKTUYEC
9 | ACTONPONSEOA ’ 1234 | 123456 | 12 P
Pabota ¢ nokymentamu | 4.1, [1K-4.2 KUX
OrpaHU4YECHHOTO 3a1aHui
JIOCTYTIA.
4.3. HaumeHoBaHMe TeM JIeKIMid, X COlepPKaHUE U 00bEM B Yacax
No Ne pazgena Tpynoe
I /;1 JUCUUILIMH HauMeHoBaHue JieKIM MKOCTb
bl (1ac)
| 1 Oprannsanus. CTpyKTypHasi cXeMa OpraHHu3aluu. 0,25
) ) [ToaroToBka U TOKyMEHTHPOBAHUE COBEIIAHUH, KOH(PEPEHIINH, 0,25
CUMITO3UYMOB, COOpaHUH.
3 3 JlenoBas moe3aka. JIOKyMEHTBI J1s 1eJTIOBOM TTOS3/IKH. 0,25
4 4 KoMMmyHuKanum B yNpaBIIEHYECKOW  JI€ATEIbHOCTH ux 0,25
JIOKYMEHTHUPOBAHHE.
5 5 Jlenonpon3BOACTBO U €T0 MECTO B YIIPABIEHUYECKOM 0,5
JlesiTenbHOCTH OpraHu3aIiy.
6 6 OcHoBHbIE JIOKYMEHTBI YIIPABJICHUS. CrnpaBouHo- 0,5
nH($OpMallMOHHbIE TOKYMEHTHI. JloroBopa.
7 7 PacniopsautenbHble 1 OpraHu3allMOHHbIE TOKYMEHTHI. J|OKyMEHTHI 0,5
10 JITYHOMY COCTaBY.
8 8 Opranuzaius padoThI ¢ JOKYMEHTaMHU. 0,5
9 9 3aKoHOMATEIbHBIE  OCHOBBI  JCJIONPOM3BOACTBA. Pabora ¢ 1
JOKYMEHTaMH1 OTPaHUYCHHOTO JIOCTYTA.
HToro 4




4.4, HAMUMEHOBAHME TEM ITPAKTUYECKHNX PABOT, UX COAEPXAHUE U OBBEM B YACAX

Ne Ne paznena Tpynoem
e A — HaunmeHnoBaHue npakTH4eCcKUX padoT KOCTh
(dac)
OdopmieHne CTPYKTYpHOM CXEMbI OpraHU3aluH. AHAIU3 0,25
l. 1 CTPYKTYPHBIX CXeM opraHuzanuii. Pomp u mecto oduc-
MEHEKEpa.
) ) CocraBieHue ajaropuTMa TOATOTOBKHM  OQHUIIMATIBLHOTO 0,25
copemanus. IloaroToBka JOKYMEHTOB JUIsl COBELIAHHUS.
3 3 [IpoBenenue nenoBoit urpsel «lloaroroBka nea0BoN moe3aKu 0,25
PYKOBOJUTEIIST TPETPUSITHSD.
Tunbl komMmyHukauuii. [lemoBas wurpa «lleperoBopni» 0,25
4 4 (moaroroska, IIPOBEJICHUE u JIOKyMEHTHPOBAaHNE
odpuIMaIbHEIX TeperoBopoB). OOcyxneHue pedepaToB IO
TEME.
O3HaKOMJICHHE C TEXHUYECKUMHU CpeACTBaMHU O(opMIIeHHS, 0,5
5. 5 pPa3MHOXKEHHUS, XpaHeHHs U T[epeAadyd HHpopMaluH,
IIPUMEHSIEMBIMU B EJIONPOU3BOICTBE. Y CTHBIHN OIPOC.
AHanu3 omuOOK B OQOPMIICHHU pEalIbHbIX JOKYMEHTOB 0,5
6. 6 (1ennoBoe MMCbMO Ha PYCCKOM S3bIKE, JEJIOBOE MUCHMO Ha
AHTJIMHACKOM SI3bIKE, (haKc, aKT). Y CTHBIN Ompoc.
Anamu3 ommOOK B OGOPMIIEHHH paCTIOPSIUTEIbHBIX, 0,5
7 7 OpPraHM3AIMOHHBIX JOKYMEHTaX U JIOKyMEHTax MO JIMYHOMY
cocTtaBy (IpUKa3bl, PpaCHOPSIKEHMS, PpE3IOME, JOTOBOPHI
(KOHTPAKTHI)).
3 3 CocraBiienne mmuaHa pabOTBl OQUC-MEHEIKEepa Ha JICHb. 0,5
BolnosiHeHNE NPaKTUYECKOTO 3a/1aHusl.
Pa3paboTka npoekTa TpyAOBOIro JOTOBOpa B COOTBETCTBUU C
9. 9 tpeboBanusmu Tpynosoro Kogekca P®. Beinonnenue tecra 1
110 OCHOBHBIM TEMaM Kypca.
Hroro 4

5. OuneHouYHble MaTepHajbl IS TEKYLIero KOHTPOJS YCIeBAeMOCTH H IPOMEKYTOYHOM
aTTrecTalMy M0 JMCHUIIIHHE

J1J1 KOHTPOJIS pe3yJIbTaTOB OCBOEHUS TUCHUIUIMHBI POBOISATCS:

KoHTponbHble paboThl, IPaKTUUYECKUE PAOOTHI.

[Ipumeuanue: OueHouHble MaTepHayibl (THIOBBIE BAPUAHTHI TECTOB, KOHTPOJBHBIX pabOT U Ap.)
MIPUBE/ICHBI B MPUIIOKEHUU K paboyeil mporpaMMe JUCIUILTHHBIL.
IIpomexyTouHas aTTecTanys 1o UTOraM OCBOCHHUS JUCLMILIMHBI — 3a4eT (6)

6. YueOHO-MeTOoqMYecKOe U MH(OPMALIMOHHOE o0ecnedeHne JUCIUIIHMHBI.
A) OCHOBHAS JIMTEPATYPA

Ne T'on
HaunmMmenoBanve KHUTH
/1 U3JaHUA

JIokyMeHTaIlMOHHOE O0ecredeHue yIpaBieHUs [DIEKTPOHHBIA pecypc]
yUeOHUK JUIs CTYJICHTOB BY30B, 00YYaIOLIMXCS 10 HANPABICHUAM « DKOHOMHKA»
u «MeHemKMeHTy», cnenuaibHocTIM «HMHpopmaTuka», «JlokymeHTOBEACHUE H
JOKyMEHTAIlMOHHOE  oOecreueHue  YIpaBlICHHUS»,  «ABTOMaTH3alMs U
yopasnenue» / A. C. I'punbepr, H. H. TI'opbaués, H. H. T'opbaués, O. A.
MyxameTminHa. — OJNeKTpoH. TekcToBble naHHble. — M. : IOHUTU-/IAHA,
2017. — 391 c¢. — 978-5-238-01770-9. — Pexum pgocryna:
http://www.iprbookshop.ru/71213.html

2017

2 | Ky3nenoBa, M. B. JlokymeHTanmoHHOEe oOecrnieueHre ynpaBieHus nepcoHanioMm | 2019



http://www.iprbookshop.ru/71213.html

[DnexTpoHHBIH pecypc] : yuebHOoe nmocodue s 6akanaspos / M. B. Ky3Henona,
I'. A. XauatpsiH. — 2-€ u3Ql. — DJIEKTPOH. TEKCTOBbIE AaHHBIe. — M. : JlamikoB
u K, At [Iu Op Meaua, 2019. — 220 c. — 978-5-394-03124-3. — Pexum
noctyna: http://www.iprbookshop.ru/83142.html

Cumonsin, P. fI. JlokymeHTanmmoHHOE oOOecleyeHHe CHUCTEMBl YTPaBICHUS
opraHm3anuen [DNeKTpoHHbBIN pecypc] : yuebnoe mocodue / P. . CumonsH. —
3 | OnexkTpoH. TekcToBbIe naHHble. — CapatoB : Al [Iu Op Meaua, 2018. — 180 c. 2018
— 978-5-4486-0167-5. — Pexum JI0CTyma:
http://www.iprbookshop.ru/72458.html

5) JIOTIOJTHUTEJILHASL INTEPATYPA

Ne T'on
HaunmenoBanue KHUTH
/1 U3IaHUA

MenseneBa, O. B. OCHOBBI [OKYMEHTAllMOHHOTO OOECNEeYeHUs YIpaBIeHUSI
[DnexTpoHHBI pecypce] : yaeOHOe mocobue / O. B. MenBenesa. — Dnektpon. | 2011
TeKCTOBbIE JaHHble. — KpacHoaap : HOHbIIl UHCTUTYT MeHeKkMeHTa, 2011, —
181 c. — 2227-8397. — Pexkum noctyna: http://www.iprbookshop.ru/9565.html

MengseneBa, O. B. OCHOBBI JOKYMEHTAIIMOHHOTO 00ECIICUEHHUs YIIPaBICHUS. 2-€
3N, [DnekTpoHHBIH pecypc] : ydueOHOe mocobue / O. B. MenBeneBa. —
2 | OnekTpoH. TekcToBble naHHble. — KpacHomap : IOxsblidi wuHCTHTYT | 2012
MeHemxmenTta, 2012, — 175 c¢. — 2227-8397. — Pexum jgocryna:
http://www.iprbookshop.ru/9566.htm

3axapoBa, T. U. JlokymeHTaIlMOHHOE OOECIIEUCHHE YIPaBIeHUs [ DIEKTPOHHBIH
pecypc] : yuebnoe nocodue / T. . 3axapoBa. — DIEKTPOH. TEKCTOBBIC TAHHBIC.
— M. : EBpasuiickuii OTKpbITBIA WUHCTUTYT, 2010. — 156 c¢. — 978-5-374-
00261-4. — Pexum nocryna: http://www.iprbookshop.ru/10665.html

2010

r) epevYeHb pecypcoB HH(POPMALMOHHO-KOMMYHHUKANMOHHO ceTn UHTepHeT:

1. DnextponHo-OnbnMoreynas cucrema IPRBooks http://istu.ru/material/elektronno-bibliotechnaya-
sistema-iprbooks.

2. HammonanbeHas snekTpoHHas onbauotexa — http://H30.pd.

3. Muposas udposas 6ubiamnorexa — http:// www.wdl.org/ru/.

4. MexmyHapoaHbIi HHIEKC HayuHoro rutupoBanus Web of Science — http://webofscience.com.

5. Hayunas snextponnas 6ubnuoreka eLIBRARY.RU — https://elibrary.ru/defaultx.asp.

r) [IporpamMHoe oGecnieyeHue:
1. Microsoft Office 2016.
2. Apache OpenOffice (cBob6oaHO pacmpoctpansiemoe [10).

J1) METOJIMYECKUE YKA3AHMSA

No Ton
Haumenosanue
n/m U30aHuA

OdopmieHre KOHTPOJIBHBIX paboT, pedepaToB, KypCOBBIX pabOT U MPOEKTOB,
OTUYETOB IO MPAKTUKE, BHIMYCKHBIX KBATU(PUKAIMOHHBIX paboT. MeTonuueckue
ykazanusi/Cocraputenn A.}Q. VYpazoaxtuna, P.M. bakupo, B.A. CmupHOB
[DneKTpOHHBIH pecypc]. Pexum JOCTYyTIA:
HTTP://WWW.VFISTU.RU/IMAGES/FILES/DOCS/METODICHKA PO OFORMLENIU V3.
PDF

2018

Y4eOHO-MeToIn4ecKoe MocoOue M0 OpPraHu3aluM CaMOCTOSATENILHOW pPabOThI
oOyyJaronuxcsi: sl 00ydJarolmxcs Mo HampaBieHuo moarotoBku 15.03.05 —
KOHCTPYKTOPCKO-TEXHOJIOTUYECKOE obecrieueHne MaIIMHOCTPOUTEIBHBIX
npou3BoAcTB/ coct.: P.M. bakupos, E.B. UymakoBa.- Borkunck: N3zx. BD
NxI'TY wumenn M.T. KamamnukoBa, 2019. —15c. - Pexum pgocryna:
HTTP://VFISTU.RU/IMAGES/FILES/DOCS/METORG PO SAM RABOTE.PDF

2019



http://vfistu.ru/images/files/Docs/metorg_po_sam_rabote.pdf
http://www.vfistu.ru/images/files/docs/metodichka_po_oformleniu_v3.pdf
http://www.vfistu.ru/images/files/docs/metodichka_po_oformleniu_v3.pdf
https://elibrary.ru/defaultx.asp
http://webofscience.com/
http://www.wdl.org/ru/
http://istu.ru/material/elektronno-bibliotechnaya-sistema-iprbooks
http://istu.ru/material/elektronno-bibliotechnaya-sistema-iprbooks
http://www.iprbookshop.ru/10665.html
http://www.iprbookshop.ru/9566.htm
http://www.iprbookshop.ru/9565.html
http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/83142.html

Mertoanyeckue yka3aHMA Ui BBIIOJHEHUS KOHTPOJIBHOM paboThl MO

3 | Amcuuniuie «JloxymeHTannoHHoe obecrieyeHne YIPaBJICHUSA» / 2014
10.C.3annymmna. —Botkunck: BO UxkI'TY umenn M.T.Kanamnukosa, 2014.-
25c.

7.MaTepuajibHO-TEXHUYECKOE o0ecredeHne TUCIUIIUHbI:

1. Jlex1imoHHbIE 3aHATHSL.

Y4eOHbIC ayaUTOpUN I JICKIMOHHBIX 3aHATHA YKOMIUICKTOBAHBI MEOCNBI0 W TEXHHYSCKUMU
CpeacTBaMH OOy4YeHUs, CHyXKallUMH IS TpeAcTaBleHUs ydeOHOW uHpopManuu OOoNbIIOHN
ayJIUTOpUH (IIPOEKTOP, IKPaH, KOMIIBIOTEP/HOYTOYK).

2. [IpakTHyeckue 3aHATHSA.

Y4eOHbIe ayJUTOPHH JIJIsl TPAKTHYCCKHUX 3aHITUNA YKOMIUIEKTOBAHBI CIICTIHATM3UPOBAHHON MEOCITBIO
1 TEXHUYECKUMU CpecTBaMu 00y4YeHHS (MPOEKTOP, IKPaH, KOMITBIOTEP/HOYTOYK).

3. CamocTosiTenbHas padborta.

[TomemieHust A7 cCaMOCTOSATENBHON pabOThI OCHAIIEHBI KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBHIO
MOJIKITIOUCHUS K ceTH «VIHTepHEeT» U JIOCTYIIOM K 3JICKTPOHHOW WH(OPMAIMOHHO-00pa30BaTeILHOM
cpene WkI'TY umenn M.T. Kanamunkosa: 6uonuoreka BO Voxk['TY mmenn M.T. Kanmamaukosa
(ampec: 427430, r. Borkunck, yiu. llysanosa, a. 1);

[Tpu HeoOxoauMocTH pabovasi MporpaMma JUCIHUIIIMHBI (MOIYJIS) MOXET OBITh aJanTHPOBaHA IS
obecriedeHns 00pa30BaTENBHOIO Mpollecca MHBAIMIOB U JIUI| C OTPAaHUYEHHBIMU BO3MOXKHOCTSMHU
3I0pOBbs, B TOM 4Hcie A1 OOy4eHHs C TNPUMEHEHMEM JUCTaHIIMOHHBIX O0O0pa30BaTEJIbHBIX
texHosoruil. [lnsg »Toro TpeOyercs 3asBIEHHE CTyAEHTa (E€ro 3aKOHHOIO NpPEeACTaBUTENS) H
3aKJIIOYEHUE TICUXO0JIOT0-MeAuKo-neaarornueckoit komuccuu (IIMIIK).



JIner yrBepikaeHus pado4eil nporpaMMsbl AMCUMIIMHBI (MOLYJ151) HA Y4eOHBIH roj

PaGouas mporpamma IUCHUTUTHHEI «/l€10BOM 1OKYMEHT0000pPOT» 10 HATIPABIEHUIO MOATOTOBKU
38.03.01 «DxoHOMHKaY MPOGUITH « IKOHOMHUKA MPEIMPHUATHI U OPTaHU3AIIAI»

corjacoBaHa Ha BeJEHUE yU4eOHOTO mpoliecca B Y4eOHOM ToJTy:

«CormacoBaHOy:
YueOHbIit 3aBeyIoNIHii Kadeapoi,
rox oTBeTcTBEeHHOM 3a PIIJ]
(moamuce U narta)
2023-2024
2024-2025
2025-2026
2026-2027

2027-2028




MHWHOBPHAYKHU POCCHUN
Botkunckuii pumman
(benepanbHOro TOCYAapCTBEHHOTO OIOPKETHOTO 00pa30BaTEIbHOTO YUPEKICHHS
BBICILIEr0 00pa30BaHUs

«xeBckMi rocyAapCTBEHHBINM TeXHUYECKUH yHUBepcuTeT nMeHu M. T. KanamnukoBay
(B® ®I'bOY BO «MxkI'TY umenn M.T. KanamHukoBa»

OILEHOYHBIE CPEJICTBA

MO JUCHUTIJIMHE

J1es10BOM TOKYMEHTO000POT
(HaMMEHOBaHUE JUCITUTUTHHBI)

HarpaBienue: 38.03.01 «DkoHOMMUKa»

npoduib: «IKOHOMUKA NPENNPUATHA U OPraHU3AIIHID)

YpOBEHb 00Opa3oBaHus:_OaKkajiaBpuart
dhopma o0ydeHHs: QUHO-3a09HAS

OO6m1ast TpyI0eMKOCTh TUCIUIUTAHBI COCTABIISCT: 2 3a4€THBIC €IMHUIIBI



1. OILEHOYHBIE CPEJICTBA

DopmbI
Ne Koabl TEeKYIIero u
A Pe3yabTar 00yyeHus ym
n/ | KOMIIeTEeHIHH U MPOMEKYTOUYHOT
(3HaHUs, yMeHUsi U HAGbIKU)
n HHIHKATOPOB 0 KOHTPOJIsI
— COBPEMCHHBIC TPAaBOBbIE W HOPMATHBHO-
METOIUYECKHUE JTIOKYMEHTBI B chepe
JIOKYMEHTAITMOHHOTO 00ECIICUCHUs yIPaBJICHHSI,
— OCHOBHBIE TMOAXOIbI K  CaMOPa3BUTHIO
OIIK-4.1  3HaTh: | yyygocru:
b
3aKOHOMEPHOCTH H | _  gcxopHBIE BUJIBI OpraHU3alMOHHO-
TIpUHIHIIBI pacropsIMTEILHON u UH(POPMALIMOHHO-
YHUPABJICHUA CIIPABOYHOI JOKyMEHTALUH;
pasIHiHbIMU —  pasIUYHbIC BUJBI I1€JI0BON KOPPECTIOHICHIIHH;
CUCTEMAMU, BHJIBI
’ ABLT _ pa3pabareiBaTh W PEIAKTHPOBATH OCHOBHBIC
MPaBJIEHYECKUX o
yip . BHUJbI  OPraHU3ALMOHHO-PACIIOPSAUTEIIBHON |
peleHui u . ) O6cyxaenue.
WH(POPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIIHH; o
METO/IbI X TBETHI Ha
A — CBOEBPEMECHHO WM Ka4YeCTBCHHO OPTraHWU30BaTh
NPUHATHS, BOTIPOCHL.
JIOKYMEHTAIMOHHOE 00eCTIeueHUE YIIPABICHUS;
1 | ocHOBHEBIE Bremonnenue
—  MakCHMAaJbHO ONTUMHU3HPOBATH o
[IOKa3aTeNH, MMUCHEMEHHON
JIOKYMEHTO000POT;
cucteMy cbopa u 5 paboThI
0GpaGoTKH — o0ecrieunBaTh HaIEKHOE XPaHCHHE | 3.0
HH(OPMAIIHH, JIOKYMEHTOB;
HEOOXOMMMON Jurst | —  @HAIM3MPOBATH COCTOSIHHE A0y
MOJITOTOBKH OpraHu3alvH,
060CHOBAHHAEIX —  NPUMEHSTH METOJBI M CPEACTBA TIO3HAHUS JIJIS
OpraHW3aUUOHHO- | MHTCIUICKTYaTbHOrO pa3BUTHS, [TOBBIIIIEHHS
YIIPaBIEHIECKHX KyJIbTYPHOTO YPOBHH, pohecCHOHATTLHOM
peleHuil KOMIIETEHIIHH;
—  MEeTOIaMu panoHaIbHON IIOCTaHOBKHU
JICIIONIPOU3BOICTBA B COBPEMEHHOW OpraHHU3allVH;
— HaBBIKAMHU  CaMOPa3BUTHUS W  METOJaMHU
MOBBIIICHUS KBATH(DUKAIIUH
2 | 1IK-4.1 3HaTh: | — COBpeMeHHble TpaBoBbie W HopMmartuBHO- | OOCyXneHue.
OCHOBHBIC  BHBI | METOIMYIECKUE JIOKyMEHTBI B ctepe | OTBETHI Ha
OpPraHHM3allMOHHBIX | JTOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHNUS; BOIIPOCHI.
CTPYKTYP — OCHOBHBIE  MOAXOABI K  CaMOpPa3BUTHIO Brimonnenue
TPOMBIIIICHHBIX JTMYHOCTH; [MUCHbMEHHOU
OpraHu3alui, —  OCHOBHEIE BUJIBI OpraHU3aIMOHHO- paborst
OCHOBHBIC  BHIBI | pacriopsIuTeIbHON " uH(OPMAIHOHHO- | 334eT
BHYTPCHHHUX CIIPABOYHOM JIOKYMEHTAIIUH;
JIOKAIBHBIX  aKTOB, | —  pasjyuqHple BUIBI AET0BOM KOPPECIIOHICHIIUM;
PCTTIAMCHTHPYIONWM | paspaGarTeiBaTh M peaKTHPOBATh OCHOBHBIE
X ACATCIBHOCTD | pynp  opraHM3allMOHHO-PACTIOPAANTENRHON 1
CTPYKTYpHBIX MH()OPMAIMOHHO-CIIPABOYHOM JTOKYMEHTAIINH;
NOApasAeICHIH, — CBOEBPEMCHHO W KAa4YCCTBCHHO OPraHW30BaTh
TIEIbHBIX
oTAeH . JIOKYMEHTAITMOHHOE O00eCTIeueHUE YIIPABICHUS;
HCIIOJIHUTEIIEH;
’ —  MakKCHMAaJbHO ONITUMHU3HPOBATH
HOPMAaTHBHO-
p JIOKYMEHTO000POT;
[IPAaBOBBIE  AKTHI
p > | — olecreunBaTh HaIEXKHOE XpaHCHUE
periiaMeHTHPYIOIIH OKYMEHTOB:
b

€ JACATCIIBHOCTD




DopMbI

Ne Konr Pe3yabTar 00yueHus TeKymero u
n/ | KOMNeTeHIHH U NPOMEKYTOUHOT
(3HaHUs, yMeHUsi U HABLIKU)
n HHIHKATOPOB 0 KOHTPOJISt
—  aHaJIU3UPOBATh COCTOSIHUE A0y
OpraHu3alum,
—  [PUMEHSTH METOJBI M CPEICTBA MO3HAHUS IS
UHTE/UICKTYaJbHOIO  DPa3BUTUS,  IMOBBIIICHHS
IpeIPHATHS N
(oprammsamun) Ky.]'IBTypHOFO. YPOBHSI, po(heCcCHOHATBHON
KOMIIETEHIIHH;
— METOJAaMU  pAalUOHAJIBHOM  IIOCTAHOBKH
JIETIOTIPOM3BOJICTBA B COBPEMEHHOM OpraHMU3allny;
— HaBBIKAMM  CAMOPA3BUTHA M METOJIAMHU
HOBBIIICHUS KBATH(DUKALIUIH
—  COBpPEMEHHBIE TIPaBOBbIE W  HOPMAaTHUBHO-
METOANYECKHE JIOKYMEHTEI B chepe
JOKYMEHTAIMOHHOTO 00ECTICYEH s YIIPaBICHUS;
MK-4.2 VmMerp: | — OCHOBHBIE — IOAXONbI K  CaMOPa3BUTHIO
paspabaTbiBaTh JHIHOCTH,
BHYTpEHHHE —  OCHOBHBIE BUJIBI OpraHu3aluOHHO-
NOKaJbHBIE ~ aKTHI; | PACTIOPATHTENBHOH u UH(OPMAIMOHHO-
paGoTarh B | CTIpaBOYHOM JOKYMEHTAIINH;
KOJUIEKTHBE, —  Pa3IMYHBbIC BUJbI ACTTOBOU KOPPCCIIOHACHIINN,
BBICTPAaUBATh — paspabarelBaTh M PEIAKTUPOBATH OCHOBHEIE
> peKTHBHEIE BUJIBl  OPraHM3al[MOHHO-PACIIOPSANTENBHON M OcyneHe
KOMMYHHKAIIMH ¢ | HHQOPMAIMOHHO-CIIPABOYHOM JOKYMEHTALINH; OTBZTH : i
KOJUIEraMu M| — CBOEBPEMEHHO W KAyeCTBEHHO OPraHHW30BaTh BOTIPOCEL
3 | PYKOBOZCTBOM; JIOKYMEHTALMOHHOE 00€ECTIeUeHHE YIIPABIIECHUS; BLIMOHeMIe
GopmupoBate 0a3y | — MaKCHMAJIBHO ONTUMU3MPOBATE | 0 o
JTaHHBIX U | TOKyMEHTO00O0pOT; paBoTE!
paspabatbIBath — o0ecmeunBarthb HaJIe)KHOE XPAaHEHHUE | 3.0y
OpraHHU3allMOHHO- JOKYMEHTOB;
YIIPaBJICHICCKYTO —  aHAJIU3UPOBATHh COCTOSIHHE A0y
JOKyMEHTAalMIO € | opraHu3aLum;
HCIIOJIb30BaHHEM —  IPUMEHATH METObI M CPEACTBA MO3HAHUS IS
COBPEMCHHBIX UHTEJUIEKTYaJbHOTO  Pa3BHUTHs,  [OBBIIICHUS
TCXHOJIOTHH KYJBTYPHOTO YPOBHH, npodecCHOHAIBHOM
3JIEKTPOHHOTO KOMIICTEHITHH
JIOKYMEHTO000POTA | _  \rororiavm pAllMOHAIBHOM  MOCTAHOBKH

ACJIOIIPONU3BOJACTBA B COBpeMeHHOI\/'I OpraHu3alu,
—  HaBbIKaMH CaMOpa3BUTUA n METOJaMU
INOBBIINICHUA KBaJ'II/I(bI/IKaHI/II/I




Ormnucanug >nemesToB @OC

Haumenosanue: 3auer

IIpeocmagnenue ¢ @OC: nepeyeHb BOIPOCOB

Ilepeuensv éonpocos o1 npogedenus 3auema:

Hcropuyeckue 3Tamnsl JeI0IPOU3BOICTBA.

O6mepoccuiickue knaccudukaropsl OKI1O, OKV ]I, OI'PH.

OcHoBHbIe YHUUIMPOBaHHBIE ccTeMbl B cocTtae OKY /1.

CucreMa rocy1apCTBEHHBIX OpraHoB ynpasieHus JOVY.

CocraBieHne pa3IMyHbIX BUJIOB OJIAHKOB JUUIsl UHAMBUYAIbHO 33/1aHHBIX MTPEIIPUATHIHA.
OcHoBHbIe TpaBuiia 0HopMIIEHUS MAIIMHOMHUCHBIX TEKCTOB.

CocraBienue ¢opmyisipa-oOpaslia OpPraHM3alMOHHOTO JOKYMEHTa s HMHIUBHIYaJbHO
3aJJaHHOTO MPEATPUSITHS.

8. OcraBiieHHE pa3IMYHbIX PA3HOBUIHOCTEH CIyKEOHBIX MUCEM S HWHAMBUIYaJIbHO 3aJJaHHOTO
MPENPUITUS

9. CocraBieHrEe pa3NUUYHBIX BHUJOB KaJApPOBBIX JOKYMEHTOB JUISl HMHAWBHUIYaJIbHO 33JaHHOTO
MPENPUITUS

10. CaMOCTOATENIBHOE COCTABJIEHUE PA3JIUYHBIX BUJOB JOBEPEHHOCTEH, KOMMEPUYECKHX AaKTOB,
MIPETEeH3UH U UCKOB JJIs1 MHAUBHUIYAIbHO 33JaHHOTO PEIIPUITHUS.

11. W3ydeHne MHCTPYKIUH N0 JOKYMEHTHPOBAHUIO YIIPABICHUECKOHN A€ATEIbHOCTH.

12. U3ydenue 3TanoB oOpabOTKH BXOISAIINX, UCXOIAIINX U BHYTPEHHUX JOKYMEHTOB.

13. M3ydeHue npueMoB perucTpanuy JOKYMEHTOB B Pa3IUUHBIX opMax

14. T'ocynapctBennas cucrema JIOVY.

15. O6mue TpeboBaHUs K JOKYMEHTaM M CIIy>k0aM TOKYMEHTAallMOHHOTO 00ecrieueH sl yIpaBIeHusI.
16. TunoBass MHCTPYKLIHMs IO JEJIONPOU3BOACTBY B MHUHHCTEPCTBAX M BeAOMCTBaX Poccuilckoin
denepaunu

Kpumepuu oyenku:

IIpuBeneHsl B pazaene 2

NounhsLDdD =

Haumenoeanue: KoHTpoJbHAsA padoTa

Ilpeocmaenenue ¢ @OC: HaboOp BapUAHTOB 3aTaHUI

Bapuanmu 3a0anuii:

Ucropus nenonpousBoactsa B Poccun.

Wudopmanus 1 T0KyMEHT.

CBoiicTBa M QYHKIIMU JOKYMEHTA.

JIoKyMeHTallMOHHOE 00eclieueHne YIpaBIeHUs U €r0 CTPYKTYypa.

HopMmartuBHo-MeToanueckas 6a3a AeI0npou3BOICTBA.

Knaccudukamus 10KyMeHTOB.

VYnpasnendyeckass HHPOpMAaIHs, yIPaBIeHYECKUI TOKYMEHT U OCHOBaHUS JJIsl €r0 CO3/1aHusl.
Cucrempl TOKyMEHTALUH.

9. YHuduimpoBaHHble CUCTEMBI TOKYMEHTAIIUH.

10. Croco0bl TOKyMEHTHPOBAaHUS HHPOPMALIUH.

11. O6uuit BuA, coctaB U TpebOBaHUS K OQOPMIICHHIO PEKBU3UTOB 3arojOBOYHOM YacTu
OpraHMU3allMOHHO-PACTIOPSIAUTEIbHBIX TOKYMEHTOB.

12. OOGmwmit Bua, coctaB W TpeOOBaHUA K O(POPMIICHUIO PEKBU3UTOB COJEP)KATEIHLHON YacTH
OpraHM3alMOHHO-PACTIOPSIAUTEIbHBIX TOKYMEHTOB.

13. OO0t Buja, coctaB U TpeOoBaHUS K O(OPMIIEHHIO PEKBU3UTOB OdopMIIsiiomel dYacTu
OpraHMU3alMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB.

14. KOpunnueckas cuiia JOKyMEHTa.

15. Cxema pacrnoioskeHHsi pEeKBU3UTOB JOKYMEHTa ((POpMyIIsp TOKYMEHTA).

16. Ilonsatue, BuIbI U TpeboBaHUs K OopMIIeHHIO OJaHKOB OpraHM3alMOHHO-PACIIOPATUTENbHBIX
JOKYMEHTOB.

17. Ocobennoctu 0hopMIICHHS TOKYMEHTOB TTPH MCTIOJIb30BAaHUN TEXHUUECKUX CPECTB.

18. OcHoBHbIE 0OCOOCHHOCTH JIETOBOTO S3bIKA M CTHJISL JOKYMEHTOB.

19. OcHOBBI 3THKETA JAEJIOBOT0 OOIIECHUS.
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20. Ha3znauenwme, coctaB u 0()OpMIICHHE OPTaHU3AITHOHHBIX JOKYMEHTOB.

21. Haznavenue, cocTaB U 0)OPMIICHHE PACTIOPSIUTEIBHBIX JOKYMEHTOB.

22. Haznauenwme, coctaB u oopmiIeHHE HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

23. Buasl u conepxkaHue JOKYMEHTOB I10 JUYHOMY COCTaBY, UX YUYET U XpaHEHHE.

24. OdopmieHne opraHM3aMOHHO-KaAPOBBIX JOKYMEHTOB.

25. OdopmieHne opraHU3aIMOHHO-PACTIOPSIUTEIFHBIX JOKYMEHTOB KaJIPOBOU CITYKOBI.
Kpumepuu oyenku:

[IpuBenens! B pazaene 2

Haumenoseanue: pabota Ha MPaAKTUICCKUX 3aHATUAX: TEKYIIUH KOHTPOIIb BHITIOTHEHHUS 33/ 1aHUN
Ilpeocmasnenue 6 @OC: nepeveHs 3a1aHUN

Bapuanmu 3a0anuii:

1. OdopmiieHne CTPYKTYPHOU CXEMBI OpTaHU3aIlui. AHAIN3 CTPYKTYPHBIX CXeM opranu3ainuii. Pois
U MecTO ouc-MEeHeKepa.

2. CocTaBieHHe alropuT™Ma MOATOTOBKH O(QHUIIMATLHOTO coBemianus. [1oAroToBka MOKYMEHTOB JIst
COBEIIaHMS.

3. IlpoBeaenue nenoBoi urpsl «IloaroroBka 1em0BOM MOE3AKA PYKOBOIUTEIS MPEATPUITUS.

4. Tunsl xommyHukauuid. JlemoBas wurpa «lleperoBopb» (HMOArOTOBKa, MPOBEACHHE U
JIOKyMEHTHUPOBaHKE O(PHUIIMATIBHBIX TIEperoBopoB). OOCykaeHne pedepaToB 1Mo TEME.

5. O3HaKOMIIEHUE C TEXHUYECKUMH CPEJICTBAaMH OPOPMIICHHUS, Pa3MHOKEHHUSI, XPAHCHHUS U TIepeaun
nH(pOpMalny, TPUMEHSEMBIMU B JIEJIONPOU3BOICTBE. Y CTHBIN OMpOC.

6. Ananu3 ommOOK B OhOPMIIEHUU pEaTbHBIX JOKYMEHTOB ([IEJIOBOE MHUCHMO HAa PYCCKOM S3BIKE,
JIeJIOBOE MHMChMO Ha aHTJIMHCKOM sI3bIKe, (aKc, akT). Y CTHBIN OIpoc.

7. Anamu3 omub0K B OGMOPMICHUH paCHOPSAUTENBHBIX, OPraHU3AIMOHHBIX JOKYMEHTaX |
JOKYMEHTAaxX I0 JINYHOMY COCTaBYy (IPUKa3bl, PACTIOPSKEHUS, pE3IOME, TOTOBOPHI (KOHTPAKTHI)).

8. CocraBnenue miaHa padoThl ohuc-MeHeKepa Ha JeHb. BhIMOTHEHNE MPAKTUIECKOTO 3a/1aHuSs.

9. Pa3paboTka mpoekTa TpyJA0BOTr0 JOTOBOpPa B COOTBETCTBHH ¢ TpeboBanmsimu TpymoBoro Komekca
P®. BrimonHenue Tecta 1o OCHOBHBIM TEMaM Kypca.

Kpumepuu oyenxu:

[IpuBenens! B pazaene 2



1. Kpurepun u mkaabl oneHuBaHUS

Jlis  KOHTPONBHBIX MEpPONPUATUH (TEKYIIeT0 KOHTPOJIS) YCTAaHABIMBACTCS MUHUMAIBbHOE W
MaKCHMajbHOE KOJUYECTBO OalllIoB B COOTBETCTBHM C TaOnuuei. KoHTponbHOe Mepornpusitue
CUMTAETCS TMPOWIEHHBIM YCIENIHO TpPH YCIOBHM Ha0opa KOIUYeCTBa OalllloB HE HIKE
MHHUMAJIHOTO.

PE3VJIFTAT OBYYEHMSI 1O JUCHUIIJIMHE CUYUTAETCSI JOCTUTHYTBIM TIIPM  YCIEUIHOM
MMPOXOXJIEHNN OBYUAIOIIMMCA BCEX KOHTPOJIBHBIX MEPOHPI/IHTI/Iﬁ, OTHOCAIINXCA K JAHHOMY
PE3VJIbTATY OBYYEHNA.

Pazoenwt Konuuecmeo 6annos
Dopma konmpona ;
OUCYUNTIUHDL min max
1 KoHTponbHas pabota 25 50
2 [TpakTnueckas pabora 25 50
Hroro 50 100

HpI/I OIICHUBAHUU PE3YyJIbTATOB O6y‘IeHI/I${ 10 JUCHUIINIMHE B X04€ TCKYLICTO KOHTPOJIA yCIIEBAEMOCTHU
HCIIOJB3YOTCS CIEAYIOIME KpuTepud. MUHUMAJIBHOE KOJIMYECTBO BAJUIOB BBICTABJISIETCS
OBYYAIOIIEMYCS TIPA BBIIIOJHEHUU BCEX TIIOKA3ATEJIEM, JOIYCKAIOTCS HECYILECTBEHHBIE
HETOYHOCTH B U3JIOKEHUU U O©OPMJIEHMI MATEPUAJIA.

Haumenosanue,
Ilokazamenu evicmaesneHus MUHUMAIbHOZ0 KOUYecmea 6a1106
obo3nauenue
3agaHus BBINOJIHEHb! Oojiee 4eM HamosoBHHY. IIpucyTcTBYIOT cepbé3Hble
omnOku. IlponeMoHCTpUpPOBaH yIOBJIETBOPUTEIbHBIA YpPOBEHb BIIAJCHUS
MaTepHaJIOM.
KoHntpoinbHas
aGo1a [IposiBieHbl HU3KHE CHOCOOHOCTHM TPUMEHATH 3HAHUS M YMEHHA K
P BBINOJIHEHUIO KOHKPETHBIX 3a/1aHUi.
B konTponpHOW paboTe naHbl MpaBWIIbHBIE OTBETHI HE MeHee ueM Ha 50%
3aJJaHHBIX 3a/1aHUM.
3amaHus BBIOJNHEHBI OoJjiee 4YeM HaroJIoBHHY. [IpHCyTCTBYIOT cepbhEé3HbIe
omOku. IIpoeMOHCTpUPOBaH yIOBJIETBOPUTEIbHBIN YPOBEHb BIaJICHHS
MaTEepUaJIOM.
[IpakTnueckas
aGoTa [TposiBieHbl HU3KHE CHOCOOHOCTH TPUMEHATh 3HAHUS M YMEHUA K
P BBITNIOJTHEHUIO KOHKPETHBIX 3aJJaHUi.
Ha 3amuTe npaktuueckoil paboThl AaHbl IPaBUIbHBIE OTBETHl HE MEHEE 4eM
Ha 50% 3a7aHHbBIX BOIIPOCOB

I[TPOMEXYTOUYHASL ATTECTALIMA MO JUCLUIUIMHE ITPOBOJUTCS B ®OPME KOHTPOJIbHOM PABOTHI
[0 AMCHUIUIMHE MOXET BbITb OIIEHEHA HA OCHOBE PE3VJIbTATOB TEKVYIIEI'O KOHTPOJISI C
KMCHOJIb30BAHUEM CJIEJIYIOILEM IITKAJIBIL:

Ouenka Haoépano 6annoe
«JIONYIIIEH» K 3a4eTy 50-100
«HE JOMYIIEH» K 3a4eTy Menee 50

WToroBas arrectanus 1Mo AUCHUILIMHE TPOBOIUTCS B (hopMe 3aueTa B 6 cemecTpe

Bpewms Ha moarorosky: 40 MUHYT.

[IPM OLIEHMBAHUM PE3VJIbTATOB OBYYEHUS [0 JAUCUUIUIMHE B XOJE IPOMEXYTOYHOU
ATTECTAIIMU NCIIOJIB3YIOTCA CIIEAYIOINWE KPUTEPUN U HIKAJIA OIIEHKHN

Ouenka Kpumepuu oyenku

OOyyaromuiics  JEeMOHCTPUPYET 3HaHHWE OCHOBHOTO  y4eOHO-
MIPOrPaMMHOTO MaTepuaja B 00beMe, HEOOXOUMOM [Tl AalibHEHTIIeH
y4eObl, yMeeT MPUMEHSITh €ro MpU BBHIMOIHEHUH KOHKPETHBIX
3aJaHUM, PETYCMOTPEHHBIX TPOrPaMMON THCITUIIIINHBI
OOyuaromuiicss 1eMOHCTPUPYET 3HAUYUTENIbHbIE MPOOENbl B 3HAHUAX
OCHOBHOTO y4e0HO-ITPOrPaMMHOT0 Marepuaia, JOITYCTHJII
MPUHIUIKATBHBIE OMMOKM B  BBIOJHEHUH MPEILyCMOTPEHHBIX
[IPOrpaMMoOii 3aJaHUi U He crloco0eH MPOJIOJKUTh 00yUeHue

«3a4YTCHO»

«HE 3a4TCHO»
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