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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hanpasnennocts (npoduis) [Ipon3BoACTBEHHBI MEHEPKMEHT

Krammduxamms Bbakanasp

dopma oOydeHHs 3a04Hast

OO6mas TpyI0eMKOCTh 33ET

YacoB 1o yaeOHOMY IIaHy 108 Bupas! koHTpOIS:
B TOM YHCIIE: 3auer
ayIUTOPHBIE 3aHATHUS 8
CaMOCTOsTebHAs paboTa 96
4acoB Ha KOHTPOJIb 4

Pacnpeneneﬂne YacCoB JUCHMILUIMHBI 110 KypCcaM

Kypc 5

— Hroro
Bup 3ansTuii I | PO

Jlexumu

IIpaxTuueckue

Uroro ayn.

R 0| N | B
0| 0| N | B

4 4
4 4
B Tom uuncne uHT. 6 6
8 8
8 8

KonTakrnas pabora
Cam. paboTa 9% 196 |96 |96
Yacel Ha KOHTPOJIb 4 4 4 4
Hroro 108 [ 108 | 108 | 108




[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[Ipu pazpaboTke pabodeld MpOTrpaMMBI TUCHUIUIMHB (MOAyms) "/IOKyMeHTHpOBaHHWE YIPABICHYECKON MEsATETHHOCTH" B OCHOBY
TIOJIO>KEHBI:

1. denepanbHbIii TOCYNApCTBEHHBIH 00pa3oBaTeNbHBIM CTaHAApT BHICHIEro oOpa3oBaHWsl - OakajaBpHaT [0 HAIIPaBICHHIO
moarotoBku 38.03.02 MenemxmenT (npuka3 Munoopaayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuaebnsiii ran: Hanpasnenne noarorosku 38.03.02 MeHem»KMEeHT
Hanpasnernocts (mpodmins) [Ipon3BoaCcTBEHHBIN MEHEMKMEHT, ono0peHHbii YuenboiM coBetoM ®I'BOY BO Uysamckuit 'AY
ot 30.08.2024 r., mpoToxoa Ne 16.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI''TACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.

[Ipencenarens MeToAMYECKOH KOMUACCHHU (haKyIabTeTa

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 | ocBOEHHE TEOPETUUECKUX 3HAHUN 110 OCHOBHBIM BOIIPOCAM JOKYMEHTHUPOBAHUS YIIPABIEHUECKOH NEeATEIbHOCTH,
BBIPa0OTATh MPAKTHUECKHE HABBIKK COCTaBJICHUS JOKYMEHTOB U OpraHH3alUH JOKyMEHTO000pOTa, MPHOOpeTeHne
po(hecCHOHANBHBIX HABBIKOB M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBanusl K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | [Ipou3BoACTBEHHAS IPAKTHKA, TEXHOJIOTHUECKAs (IIPOCKTHO-TEXHOJIOTUYECKasl) IPaKTHKa

2.1.2 | Puck-MeHeIKMEHT

2.1.3 | BHEIIHEOKOHOMHUYECKHE CBSI3H MPEANPHUATUN arpONpOMBIIUIIEHHOTO KOMILJIEKCa

2.1.4 | NlupopMannoHHbIE TEXHOJIOTHH B MEHEKMEHTE

2.1.5 | [IpeanpuHUMATETHCKOE MPABO

2.1.6 | lenoBble KOMMYHHUKALIUN

2.1.7 | UHOCTpaHHBIH A3BIK

2.1.8 | Uctopust (uctopust Poccun, BceoOmias HCTOpHs)

2.2 | JucuMmIMHbI ¥ IPAKTUKH, JI51 KOTOPbIX OCBOEHHE JaAHHON AMCUMIJIMHBI (MOAYJIA) HEOOXOAUMO KaK
npeauecTBymoLIee:

3. KOMIETEHLAY OBYYAIOLETOCSI, POPMUPYEMBIE B PE3YJIBTATE OCBOEHMS JUCIUIIINHBI
(MOZYJIs)

YK-4. CriocoOeH oCyIecTBIATh AEIOBYI0 KOMMYHHKALMIO B YCTHO M TMCbMEHHOI (hopMax Ha TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @exepanuy 1 HHOCTPaHHOM(BIX) S3bIKe(aX)

VK-4.1 3HaeT: NpUHIUIBI HOCTPOEHUS YCTHOTO M MUChbMEHHOTO BBICKA3bIBaHMS HAa PYCCKOM M MHOCTPAHHOM SI3BIKAX, PABUNIA U
3aKOHOMEPHOCTH JIEI0BOM YCTHOM M MUCBMEHHON KOMMYHUKALUU

YK-4.2 YMeeT: IpUMEHATH Ha IPAKTHUKE ACIOBYI0 KOMMYHHUKAIIHIO B YCTHOH U MMCbMEHHOHN (popMax, METOBI ¥ HaBBIKH JETOBOTO
OOIIIEeHUS HA PYCCKOM U MHOCTPAHHOM SI3BIKaX

VK-4.3 lIMeeT HaBBIKH: YTCHUS U nepeBozia TCKCTOB HAa HHOCTPAHHOM S3BIKEC B HpO(bGCCI/IOHaJILHOM OOIIeHHH

[IK-2. CnocobeH pa3pabaTbIBaTh METOANYECKYIO  HOPMATHBHYIO 0a3y CHCTEMBI YIPaBICHNS OpraHH3aUel ¢ yIeTOM IIPHHIIUIIOB
YIPaBJIEHUS PUCKAMU B paMKax OT/EIbHBIX OM3HEC-NIPOLIECCOB M (DYHKIMOHAIBHBIX HAIIPaBICHUI

TIK-2.1 3HaeT: mOJ0XKEHUS MEeKIYHAPOJHBIX  HAIIHOHAIBHBIX CTAHAAPTOB IO PUCK-MEHEPKMEHTY,
MPUHLHUIIBI TOCTPOEHUS PEECTPA PUCKOB, KAPTHI PUCKOB, METO/IbI, TEXHUKH, TEXHOJIOTUHU YIIPABIEHUS Pa3IUYHbIMHU BUIAMHU pHUCKa

ITK-2.2 Vmeer: pa3pabaThIBaTh METOAWIECKYIO 0a3y 1 HOPMATHBHYIO JJOKYMCHTAIIUIO CHCTEMBI YIIPABJICHUS OpraHH3aluei Ha
OCHOBE POCCHICKOTO 3aKOHOATENBCTBA U MEXKIYHAPOTHBIX CTAaHIAPTOB PUCK-MEHEIKMEHTA

TTK-2.3 MmMeeT npakTU4eCKUi OIBIT: OPraHU3aluN CUCTEMBI BHYTPEHHETO JOKYMEHTO000pOTa MPEATIPHUITHS C UCTIOIE30BaHIEM
COBpPEMEHHBIX HH)OPMAIIMOHHBIX TEXHOJIOTHI

B pesyibTare 0CBOCHHS JUCHUILUIMHBI 00y4AIOIMIICS N0JIKeH

3.1 (3HaTh:

3.1.1 | HopMaTHBHO-METOANYECKYO 0a3y neronponsBocTBa B Poccuiickoit deneparyy;

3.1.2 | 0COGEHHOCTH SI3BIKA U CTUJISI COCTaBJICHUS CITY)KEOHBIX JOKyMEHTOB;

3.1.3 | cnenuduky opranuzauui HHHOPMAITMOHHO-TIOUCKOBON CUCTEMBI U KOH-TPOJISI UCTIOHEHHS JJOKYMEHTOB;

3.1.4 | TpeboBaHUs K OJIaHKAM CITy)keOHOTO JOKYMEHTa,

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIMOHHO-PACHIOPAIUTEIFHON JOKYMEHTA-IIN 1 IIPaBHiIa UX 0(OPMIICHHS;

3.1.6 | Ha3HAUCHHUE, CTPYKTYPY U COJEPKAHUE CUCTEMBI OPTaHU3ALUOHHO -PACIOPSAUTENLHON JOKYMEHTALUHY;

3.1.7 | yaudunmpoBaHHBIE (HOPMBI OpraHU3aAIOHHO-PACHOPSUTEIBHBIX J0-KyMEHTOB;

3.1.8 | HOPSIOK, 3Tambl U OCHOBHBIE MPOIIECAYPHI OPraHU3aHK PAOOTHI C TOKY-MCHTAMHU;

3.1.9 | aTanbl ABMKEHUS JOKYyMEHTOB B OpraHU3aIMU B MpoLiecce TOKyMEHT0-000pOTa U MOPSIIOK UX PETHCTPALIUH;

3.1.10 | mpaBua paboTHI ¢ BXOJSAIIUMHE, UCXOASIIIMH U BHYTPEHHUMH TOKY-MEHTaMH;

3.1.11 | ocoberHOCTH PabOTHI ¢ KAAPOBEIMHU JOKYMEHTaMH, C OOpAICHUSIMI TPaskIaH.

3.2 | YMmeTh:

3.2.1 | opraHU30BBIBaTh JOKYMEHTOOOOPOT M JOKYMEHTAJIBHOE COIIPOBOKICHNE PAOOTHI B OpraHax rocyIapCTBEHHOU U
MYHUIIATIAILHOW BJIACTH Y WHBIX OpTaHU-3aIUsX;

3.2.2 | opopMIIsATE OpraHU3allOHHBIC, PACTIOPSAUTEIBHBIC, CIIPABOYHO--HH(POPMAIIMOHHBIC BUIBI JOKYMEHTOB, TOKYMEHTHI 110
JIMYHOMY COCTaBY;




323

OpraHU30BBIBATH JOKyMEHTOIIOTOKH B CHCTEME JOKYMEHTO000pOTa, MapIIPyTHl IBIDKCHHUS JOKYMEHTOB B OpraHHU3AIIH,
IIOJArOTOBKY JIE]l K IIepelaye PErUCTPUPOBATh JOKYMEHTHI B OPraHU3al1H;

324

OpraHu30BbBIBATH pa60Ty C BXOJAMMMHU U C UCXOAAMNMU JOKYMEHTAMU

325

TIOATOTABIIMBATH JOKYMEHTEI K IEPEIAUC HA XPAHCHUE B apXUB.

33

HmMeTh HABBIKH M (MJIM) ONBIT AeATEJIbHOCTH:

3.3.1

COCTaBJICHHS, 00pabOTKH M PadOTHI ¢ JOKyMEHTAIMEH Pa3IMyHOTO YPOBHS M HAIIPABJICHH;
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pacnopsIUTENbHON JOKYMEHTALNY;

COCTaBJICHUA, IIPABKU U PEAAKTUPOBAHHA BUAOB JOKYMCHTOB, BKIIOYEHHBIX B CUCTEMY OpraHU3allMOHHO-

3.3.3 | cocraBneHusI HOMEHKIATYPHI JIET;

334

(dopmupoBanus 1 0QOPMIICHNUS 1€N1a, OMKCH AElI.

4. CTPYKTYPA U COJEP)KAHUE JUCLOUILIUHBI (MOIY.JIS)

HaumeHnoBaHue pa3eoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHsaTus/ Kypc 107071 pakT. | moar.
Paznen 1. Conep:xanne TeMaTHKH Kypca
"IoKyMeHTHPOBAHHUE YIPaBJIeHYeCKOi
aeareanbHocTH"
Tema 1. JlokyMeHTHpPOBaHHOE OOECIICUCHHE 5 1 YK-4.1 VK- JIL.1J12.1 0 0
NpennpusATHii 1 opranmzanuii /JIex/ 4.2 VYK-4.3 2.2
91
Tema 1. JlokyMeHTHpOBaHHOE OOecIieueHre 5 14 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
peAnpusITaii u opranusaruii /Cp/ 42 VYK-43 J2.2 TECTHpPOBAHUE,
91 TBOpYECKast
pabota
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 5 2 YK-4.1 VK- JIL.1J12.1 2 0 poOeMHast
npaBuia ux opopmienus /Jlex/ 4.2 YK-4.3 2.2 JIEKUUS
31
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 5 14 | VK-4.1 VK- JI1.1J12.1 0 0 Joxnan,
npasmia ux opopmierus /Cp/ 4.2 VYK-4.3 2.2 TECTUPOBAHUE,
31 TBOpYECKast
pabora
Tema 3. OpranuzanoHHO- 5 1 YK-4.1 VK- JIL.1J12.1 0 0
pacropsiAUTENbHBIE TOKYMEHTBI, IPAaBUJIa UX 42 VYK-43 J12.2
cocraBnenus /Jlex/ 31
Tema 3. OpranuzaiioHHO- 5 14 VK-4.1 VK- JI1.1J12.1 0 0 Joxman,
pacnopsiiuTe bHbIe JIOKYMEHTBI, IPaBHJIa UX 42 VYK-43 J2.2 TECTHpPOBAHUE,
cocrasienus /Cp/ €| TBOpYECKast
pabota
Tema 4. I opMaLIHOHHO — CLIPaBOYHBIE 5 14 | YK-4.1 VK- J1.1J12.1 0 0 Hoxnan,
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABIICHHSI U 42VYK-43 J2.2 TECTHpPOBAHUE,
opopmnenus /Cp/ 31 TBOpYECKast
pabora
Tema 5. Ha3znauenue, knaccuukanms 5 2 YK-4.1 VK- JI.1J12.1 2 0 KeHChl
CITY)KeOHBIX ITHCEM, OCOOCHHOCTH HX 42 VK43 J2.2
cocrainienus /TTp/ 21
Tema 5. Ha3znauenue, kiaccudukarms 5 14 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
CITy’KeOHBIX MHICEM, 0COOEHHOCTH MX 4.2 VK43 J12.2 TECTUPOBAHUE,
cocrasienus /Cp/ 31 TBOpYECKast
pabota
Tema 6.0pranu3zanus paboThI ¢ 5 2 YK-4.1 VK- JIT.1J12.1 2 0 JlernoBas urpa
noxkymentamu /IIp/ 42 VK-43 J2.2
31
Tema 6.0Opranusaius paboThI ¢ 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
nokymentamu /Cp/ 4.2 YK-4.3 J2.2 TECTUPOBAHHE,
€| TBOpYECKast
pabota
Tema 7. CocraBnenue u oopmieHue 5 12 YK-4.1 VK- JI.1J12.1 0 0 Hoxnan,
JIOKyMEHTOB IT0 THYHOMY cocTaBy /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
€| TBOpYECKast

pabota




3auer /3auét/ 5 4 YK-4.1 VK- J1.1J12.1 0 0
4.2 VK43 J12.2
91

5. ®OHJ1 OIEHOYHBIX CPEJACTB

5.1. IIpumepHbIii NepeyeHb BONMPOCOB K 3a4eTy

L. OCHOBHBIE «TEPMHUHBI», «HOHATHM) TOKyMEHTUPOBAHUS

2. Hcropus cTaHOBIEHUS pa3BUTHUs CHCTEMBI AENONpons3BoacTBa B Poccun

3. Coayx0Bl TOKYMCHTHPOBAHHS YIIPaBICHUCCKOH IESATEIFHOCTH: COCTaB U MX (DYHKIUH

4. Opranusanus 1eJ0NpPOU3BOACTBA HA IPEAIPUATHIX

5. HopmatuBHO-MeTOqMuecKast 6a3a AeI0MpPOU3BOJICTBA.

6. ®dopmatsl Oymaru it opopMIIeHHST JOKYMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moselt Ha GlaHKAaX JOKYMEHTOB

8. braHku NOKYMEHTOB: MOHSTHE, BUIBI U UX PEKBU3UTHI

9. PeKBU3UTHI TOKYMEHTOB: IIOHATHE, COCTAaB M NPaBHIa UX 0(OPMIICHUS

10. VYTII0BOE W MPOIOIBHOE PACIIONOXKEHHE PEKBH3UTOB HA JOKYMEHTaX

11. Knaccnduxamms u GyHKINN JOKYMEHTOB

12. CocraB ynpaBleHUECKUX JTOKYMEHTOB MPEINpPUSTHIHA.

13. TekcT MOKYMEHTa, €ro CTpyKTypa M TpeOOBaHHUS K €ro COCTAaBICHUIO

14. PacmiopsianTenbHBIe TOKYMEHTHI, N37aBaeMble Ha IIPHHIUIIAX KOJUICTHAJIBHOCTH: BHJBI, PEKBH3HUTHI M IIpaBHJIa UX
odopmIeHHS

15. PacniopsianTenbHble JOKyMEHTHI, W3/1aBaeMble B YCJIOBUSX €IMHOHAYAJINS: BUIbI, PEKBU3UTHI, NIpaBuia UX 0(opMIICHHS
16. JloKkyMeHT0000pOT: MOHATHE, KIacCH(OUKALINS U €ro OpraHHM3aIls Ha MPEIIPHSITHH.

17. IMopsimok pa®oTHI ¢ BXOASIIMMH, UCXOAAIINMH U BHYTPEHHUMH JTOKyMEHTaMHU

18. Perucrpanus HOKyMEHTOB: BHUIBI U MOPSAOK PETHCTPAIMU BXOISIIUX, UCXOAAIIUX U BHYTPEHHUX JOKyMEHTOB
19. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3HUTHI, (OPMHUPOBaHHE U 0(GOPMIICHUE /eI

20. OpraHu3anoHHbIe JTOKyMEHTHI: MOHSATHE, Ha3HAUEHHE, BUIBI M IIPaBUiIa MX O(QOPMIICHHS

21. HudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI: BHJBI, HA3HAUEHHE, OCHOBHBIC PEKBH3HTHI, IIPaBHIA X O(GOPMIICHHS
22. CnyxeOHble (Ie0BbIe) MHChbMa: Ha3HAYEHHE, BUBI TUCEM, PEKBH3HTHI, MPaBHiIa UX OPOPMIICHHUS

23. IIpoToxois! coBemanuii, coOpaHUH M 3acefaHuii: BHIBI, COCTAB PEKBU3UTOB W MOPSIOK HX O0(opMIICHUS

24. JIOKyMEHTHI IO THYHOMY COCTaBY IPEIIPHATHS: Ha3HAUEHHE, COCTaB, 0COOEHHOCTH PadOTHI C KaJpPOBBIMH
JOKyMEHTaMH

25. Ipykasbl 10 JIMYHOMY COCTaBY: BHABI U OCOOCHHOCTH MX OQopMiIeHHs

26. Bunsr 1 mopsiiok paboThl ¢ THCEMaMH 1 0OpaIIeHUIMH TPpaXxIaH

27. CoBpeMeHHBIE TEXHOJIOTHH TOKYMEHTAIMOHHOTO O0OECHEUEHNs YIPaBICHIECKOH IeITeTbHOCTH

5.2. IlpuMepHbIii NepedyeHb BONMPOCOB K IK3aMeHY

He npenycMoTpeHo yaeOHBIM IIIaHOM

5.3. TemaTuka KypcOBBIX padoT (KypCOBBIX MPOEKTOB)

He npenycMoTpeHO yaeOHBIM IIAHOM

5.4. ®OoHA OLEHOYHBIX CPEACTB AJIf NPOBeICHUs TEKYILIero KOHTPOJIsI

Tembl 10KITag0B

1.0co6eHHOCTH TMCHMEHHOTO JIETIOBOTO OOIIEHHS.

2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.

3.CucreMbl JOKyMEHTOB.

4.0Opranu3anroOHHO-TIPABOBbIE JOKYMEHTBHI.
5.PacnopsiiuTenbHBIE TOKyMEHTHI.
6.adopMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.

7.PexBu3uTH fOKyMeHTOB. O0s3aTenbHbIE U (haKyIbTaTUBHEIE.
8.PexBU3UTHI faTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM JTOKYMEHTOBEICHUU.
9. DTHKETHBIC aCIEeKTHI eJI0BOTO MHUCEMa.

10.2KaHpBI MHCEMEHHOTO JETI0BOTO OOIICHHS.

11. 3aronoBox 1 Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBoAUTEIHLHOE TUCHMO K JIOKYMEHTAM.
13.1upKyssipHbIE IUCbMA.

14.ITpukassl.

15.ITucbmMo-noATBEPIKACHHE.

16.Teneponorpamma.

17 .bnanku.

18.Tpadapetsl, hopMynsipbl, 1a0IOHBI.

19. TlpereH3noHHas Mepernucka.

20. Kommepueckuii 3anpoc.

TemaTtuka scce




A e AR B

basza naHHBIX

bnank noxymeHnra

JlenoBast mepemnucka. DTUKAa U MpaBHIIa

JlokyMeHT0000pOT

JloKkyMeHT000OpOT Ha KOMIIBIOTEpE

JIOKyMEHTHI M MX KIacCH(HKAIHS

JIOKyMEHTBI IO JIMYHOMY COCTaBy

JIOKyMEHTBI 1O JJUMYHOMY COCTaBY M UX OCHOBHBIC BHIbI
Enunas rocymapctBenHas cucteMa aeiomnpousBojctsa (EI'C/I)

10. 3amuTa JOKyMEHTOB
11. 3ammra >JIeKTPOHHBIX JOKYMEHTOB
12. H3sroroBneHue JOKyMEHTa Ha KOMIBIOTEPE
13. WudopmannonHO-cIIpaBoYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpe
14. HudopmMannoHHO-CIIPaBOYHbIE JOKYMEHTHI
15. Hctopus pa3BuTHs Cyx0 TOKyMeHTaluu B Poccuu
16. Kraccnguxammm nOKyMeHTOB
17. KoHTponb ncnonHeHust JOKyMEHTOB
18. Haznauenune u ocHOBHBIE BUIBI MH(POPMAIHOHHO-CIIPABOYHBIX TOKYMEHTOB
19. HopmartuBHBIE TOKYMEHTBI MO JOKyMEHTAallMOHHOMY OOECHEYEHHIO YHpaBICHHS
20. OOBEKT U IpeIMET IeNOIIPON3BOACTBA
21. Opranu3anun paboTsl ¢ JOKYMEHTaMH
22. OpraHu3alnyioHHast CTpYKTypa IHepcoHala, o0ecrednBaronero paboTy ¢ J0KyMEHTaMu
23. Opranu3alioHHbIE TOKYMEHTBI, UX Ha3HAUYEHUE W BUIBI
24. OCHOBHBIE TIPHUHIIMITEI OPraHU3aLUHN PAOOTHI C JOKYMEHTaMH
25. [lepBUHBIi JOKYMEHT
26. [TnceMo, BUABI MUCEM
27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPAHEHHIO
28. IIpaBuaa BHYTPEHHETO TPYHAOBOIO PacIoOpsIKa
29. [Tpuka3
30. Perucrpanus nokymeHTOB
31. PexBU3UTEI JOKYMEHTOB
32. Ponp undopMayu B COBpeMEHHBIX OOIECTBEHHBIX OTHOIIEHHUIX
33. Cucrema OpraHM3allMOHHO-PACTIOPSAAUTENBHON JOKYMEHTALUI
34, Croco0bl 3aKkperuieHus] HHPOPMALIUH TSl TOKYMEHTAITMOHHOTO HCIIOIE30BaHHS
35. CrangapTHu3anus B CHCTEMax AEIONPOU3BOJCTBA
36. CtpykTypa OpraHuzaluu
37. TexHonorust XxpaHeHus: TOKyMEHTOB
38. YHudpuuupoBaHHas CHCTeMa JOKyMEHTAIHN
39. YcraB npeanpusTus
40. ®dopmupoBanue U ohopMIICHHE JIET
6. YHAEBHO-METOJUYECKOE U THOOPMALIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)
6.1. PexoMeHayemas IuTepaTypa
6.1.1. OcHoBHas 1UTEpPaTypa
ABTOpBI, COCTaBUTENN 3armaBue WznarensctBo, ron | Komna-Bo
JI1.1 | Kocrtsirosa JI. A. JIoOKyMEHTHPOBaHHE YIIPABICHUECKOI eI TeIbHOCTH: yaeOHOe M.: MUCuC, 2012 | DnexrpoH
nocobue HBIN
pecypc
6.1.2. JlonosiHuTEIBHAS JIUTEPATypPa
ABTOPBI, COCTaBUTEIH 3arnaBue W3zpatensctBo, rox | Konnd-Bo
JI2.1 |BacunbeBa U.H., OpraHu3zanus AeI0NpOU3BOJICTBA U TIEPCOHATILHBIN M.: By3oBckuit 0
Kemanuckmii I'. C. MEHEDKMEHT: yaeOHoe mocooue yaebHuK, 2004
JI2.2 | Ky3nenos U. H. JIoKyMeHTaIlMOHHOE 00eCIIeueHNE YITPABICHUS 1 M.: Opaiir, 2010 0
JIeTIOMPOU3BOICTBO: yIEOHHK
6.2. [lepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHMKAIMOHHOM ceTH ""UnTepHet"
D1 | XKypnan "JenonpounsBoactsohttps://www.top-personal.ru/officeworks.html

6.3.1 Ilepevyennb NporpaMMHOro odecrne4eHust

6.3.1.1 | OC Windows XP

6.3.1.2 | SuperNovaReaderMagnifier

6.3.1.3 [ Access 2016




6.3.1.4 | Project 2016

6.3.1.5| Visio 2016

6.3.1.6 | VisualStudio 2015

6.3.1.7 | Office 2007 Suites

6.3.1.8 | GIMP

6.3.1.9 | MozillaFirefox

6.3.1.1 | MozillaThinderbird

6.3.1.1]7-Zip

6.3.1.1 | CnpaBounas npaBoBas cuctema Koncynsrantllinroc

6.3.1.1 | DnexkTpoHHBIHA epuoArYecKuid cipaBouHUK «Cuctema ['apanTy

6.3.1.1 | OfficeStandard 2010

6.3.1.1 | OfficeStandard 2013

6.3.1.1 | LibreOffice

6.3.1.1 | OC Windows Vista

6.3.1.1 | OC Windows 7

6.3.1.1 | OC Windows 8

6.3.1.2 | OC Windows 10

6.3.1.2 | Ubuntu (Mint)

6.3.1.2 | Project Expert 7 Holding

6.3.1.2 | OpenOffice 4.1.1

6.3.1.2 | 1C: IIpeampusitue 8. Cenbckoe Xo3s1iicTBO. KoMIUIEKT U1t 00ydeHHs B BBICIINX M CPESIHUX Y 3.

6.3.1.2 | «Ilanopama 3EMJIEJEJIME»

6.3.1.2 | mequanpourpsiBarens VLC

6.3.2 TIlepeueHb MHGOPMAIMUOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | HanmonansHas 3neKTpoHHas Oubnuoreka. JlocTyn HoCpecTBOM UCHOIb30BaHus cetu «HTepHeT» Ha 32 TepMUHANa
noctyma. https://H36.pd/

6.3.2.2 | Dnexrponuslii nepuoanyeckuil cnpaBouHuk «Cucrema APAHTY. [TomHOTEKCTOBBIH, 00HOBIsIeMbIid. JlocTyn 1Mo
JIOKaJIBHOH CEeTH aKaJleMHH

6.3.2.3 | Onexrponnas cucrema «l'ocdunance. [TonHOTEKCTOBAsSI IIEKTPOHHASI CUCTEMA, TOCTOSIHHO MOTIOJIHEMas.
VHmuBHIyanbHBIN HEOTpaHMYCHHBIH TOCTYN Yepe3 (GUKCHpoBaHHBIN BHemHMH [P anpec akagemun u3 000 TOUKH, B
KOTOpO# nMeeTcs focTyl Kk cetnt MaTepHeT. http://www.gosfinansy.ru/

6324

6.3.2.5 | Dnexrponnas 6uénmoreunas cucrema «95C FOPAUT www.biblio-online.ruy. TToMHOTEKCTOBAs ATEKTPOHHAs
6nbnmoTexa. IHAMBUyaTbHEIH HEOTPAaHWIEHHBIH TOCTYI Yyepe3 (GUKCHPOBaHHKIH BHemHNH [P anpec akagemMun
HEOrpaHMYEHHOMY KOJMYECTBY M0JIb30BaTeIeH 13 1000 TOUKH, B KOTOPOI UMeeTcs OCTyI K ceTh VIHTepHeT.
https://www.biblio-online.ru/

6.3.2.6 | Dnexrponno-6ubmuoTeynas cucrema ZNANIUM.COM. [TonHoTeKkcTOBas 3IeKTpoHHAs 6ubnrnoreka. HAWBUAYATbHBIH
HEOTpaHWYCHHBIN JOCTYI Yyepe3 PUKCUPOBAHHBIA BHEIHM [P ajpec akaneMun HEOrpaHUICHHOMY KOJIMIECTBY
OJIb30BaTeNel 13 000 TOYKH, B KOTOPOI UMeeTcs TocTym K cetr aTepHeT. http://znanium.com/




6.3.2.7 | Onexrponnas 6nbnmoreka Texanaeckoro BY3a (ObC «KoncynpraHT cTyenTa»). I[ToHOTEKCTOBAs 3I€KTPOHHAS
6ubnuoteka. MHaUBHUyalbHBIA HEOTPAaHUUEHHBIN JOCTYI yepe3 GuKcupoBaHHbIM BHeHU [P anpec akagemun
HEOTpaHNYEHHOMY KOJIMYECTBY I10JIb30BATENEH U3 TI000H TOUKH, B KOTOPOH UMEETCs IOCTYI K ceTH MIHTepHeT.
http://www.studentlibrary.ru

6.3.2.8 | OnexrponHas OMONMMOTEYHAs crcTeMa u3aTenbeTa «Jlanby. [JodHOTEKCTOBAs IIEeKTpOHHAS OHOIHOTEKA.
VHnuBuayanbHBIN HEOTpaHMYCHHBIH JOCTYN Yepe3 GUKCHpOBaHHBIN BHEeNHNMI [P anpec akagemMun HEOTpaHUUYCHHOMY
KOJIMUECTBY MOJIb30BaTeNeH U3 M000# TOUKH, B KOTOPOH MMeeTcst 1ocTyn K cetu MuTepHert.http://e.lanbook.com

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

Aynuropus Bug pa6ot Haznauenue OCHAIIEHHOCTb
YueOHast ayauTopust Cron nmpenogaBatens (1 mrt.), ctonsl (30 mT.), cTynbs (60 wrT.), cTyn
npenonasatens (1 wr.), nocka aynutopHas (1 wr.), pulyna (1 wr.),
35a Jlex JIEMOHCTPAIMOHHOE 000pynoBaHue (Oenas JJakoBasi MarHUTHO-

MapkepHas focka (1 mr.), mpoekrop Toshiba (1 mT.) n yae6n0-
HaIISLIHBIE TTOCOOUS

ITomerenune st JleMoHCTpaLMOHHAs TeXHUKA (MHTepakTuBHAas nocka Hitachi
camocTosATenbHON padoThl | Starboard FX-63 D (1 mir.), HoyrOyk Acer Asp T2370 (1 mur.),
npoekrop Toshiba (1 mrT.)), cTONI MOTMPOBAHHEIH (3 IIT.), CTOXT
236 CP yaeHudeckui (7 mr.), cToa kommneiorepusli (11 mwr.), crya (20 mrt.),
CTYJbsI, KOMIIbIOTEpHAs TEXHUKA C BO3MOKHOCTBIO ITOAKIIOUEHUS K
cerr "MHTepHET" M 0OeCIIeueHNEM TOCTYIIA B HJICKTPOHHYIO
nH()OPMAIMOHHO-00pa30BaTeIbHYIO cpeay opranu3anuu (10 mr.)

[Momerienue amns KommbroTepHast TEXHHKA ¢ BO3MOKHOCTBIO MTOIKITIOYEHUSI K CETH
camocTosTenbHON paboThl | "MHTepHET" U obecreyeHneM JOCTYIa B 3JEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHYIO cpeny opranu3anuu(19 mr.),
ctoisl (17 mT.), KOMIBIOTEPHBIH CTOJ 6-1 MECTHBIH (3 IIT.), CTyNbs
yaenuudeckue (34 mwr.), ctyaps /M (18 mr.), cremnaxu c
nuTepartypoii, Buaeoysennuutens Optelec Wide Screen (1 mit.)

123 CP

VY4eOHas aymuTOpHs CCron npenonaarens (1 mrT.), mapra 3-xMectHast co ckameiikoi (10
mT.), CTyAbs (5 wr.), cryn npenogasatens (1 mwr.), gocka (1 mrT.),

51la TpubyHa (1 mrt.), AeMoHCTparMoHHOE 0060pynoBanue (DKpaH ¢
anekrpornpuBoaoM Electric Screen (1 wit.), mpoektop Toshiba (1 mrT.),
HOYTOYK Acer Asp T2370 (1 mrt.)) ¥ yueOHO-HATIIAAHBIE TOCOOHS

YaeOHast aynuTopust Cron nperiogaBatens (1 mrt.), ctoisl (6 mrt.), cTyabs (18 mrt.), cTyn
npenonasatens (1 mr.), gocka (1 mwrT.), croa kommbroTepHbIi (10

45a mT.), cTyAabst (10 mrT.), IeMoHCcTpaLmoHHOE 00pyaOBaHUE (KOMIIBIOTED
Intel G32603 3 GHz 3 M (10 mur.), mosotHO pynonHoe (1 mT.))
y4eOHO-HATIISTHBIE TOCOOUS

8. METOMYECKHE YKA3AHUSA /IS OBYYAIOIIIUXCS IO OCBOEHUIO JUCHUIIJIMHBI (MOZLY JIS)

Meroauka H3ydeHHS Kypca MperycMaTpUBaeT HAPSIy C JISKIMAMH U TPAKTHIECKUMH 3aHATHAMH, OPTaHU3AIHIO CAMOCTOSITEIIBHOM
paboTHI CTY/ICHTOB, IPOBECHUE KOHCYIbTALUH, PYKOBOACTBO JOKIAIAMHU CTYJCHTOB JUIS BRICTYIJICHHS Ha HAYIHO-IIPAKTUIECKUX
KOH(EpEeHINSX, OCYIIECTBICHHE TEKYILIEr0, IPOMEXYTOUYHOTO M UTOrOBOr0 (hOpM KOHTPOJIS.

Cucrema 3HaHUH 1O TUCIUIUINHE «/OKyMEHTHpPOBaHNE YIIPaBICHUSCKOH EITEFHOCTI» (GOpMHUPYETCs B X0/Ie ayTUTOPHBIX U
BHEAYTUTOPHBIX (CAMOCTOSATENBHBIX) 3aHATHH. cronp3ys JCKIIHOHHBIN MaTepHal, yIeOHUKH 1 yaeOHbIe TOCo0Hs,
JOMOTHUTENBHYIO IUTEPATYpPY, IPOSBIISLS TBOPUECKUN TOAXOJ, CTYAEHT TOTOBUTCA K MPAKTUUECKIM 3aHATHUSIM, pacCMaTpUBast UX
KaK IOIIOJTHEHNE, YIITYOJIeHHEe, CHCTeMaTH3alusl CBOMX TEOPETUUCCKUX 3HAHUH.

Jln1s 0CBOCHUS UCITUIUINHEI CTYAEHTaMH HEOOXO0IMMO:

1. ITocemaTs JeKUUH, Ha KOTOPBIX B CKATOM M CHCTEMHOM BHUJIE U3/IaralOTCsl OCHOBBI AUCHUILTHHBL JAIOTCS ONpeeIeH s
HOHSATHH, 3KOHOB, KOTOPBIE JOJDKHBI 3HATh CTYACHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH IOBEACHUS SKOHOMHYECKUX CyOBEKTOB.
CTyneHTY BaKHO ITOHATH, YTO JISKIHUS eCTh CBoeoOpasHas TBOpUYeckas opMa caMOCTOSTENBHOM padoTsl. Hamo meITaThCs cTaTh
AKTUBHBIM COYJaCTHHKOM JICKIHH: TyMaTh, CPABHUBATH H3BECTHOE C BHOBD MIOIY4aeMBIMH 3HAHUSIMHU, BOMTH B JIOTHKY W3JI0KCHUS
MaTepHala JEKTOpOM, CIEIUTh 3a XOJI0M €ro MbICJIeH, 3a ero apryMeHTanueil, HaxoJuTh B Hel KaxKyluecs: Bam ciadoctu. Bo
BpeMs JIEKIIMH MOXKHO 33/1aTh JICKTOPY BOIIPOC, KEIaTEIbHO B MUCHbMEHHOM (hopMe, YTOOBI HE MEIIATh M HE HapyIIATh JIOTUKA
npoBeneHus Jekuun. Cirymast JJeKIuio, ciaeayeT 3ahUKCHPOBaTh OCHOBHEIC HJICH, ITOJIOXKEHH, 00001IeHns, BEIBOABL. PaboTta Hax
3aMHCHIO JICKI[UH 3aBepiIaeTcsa gfoma. Ha cBexxyro ronoBy (moxa ere JeKIHs B aMsITH) HaJl0 YTOUHUTH TO, YTO 3aIHCAHO,
000raTUTH 3aIMCh TEM, YTO HE yAAJIOCh 3a()MKCUPOBATh B XOJ€ JIEKIUH, 3a[IUCATh B BUE BOIIPOCOB TO, YTO HAJI0 MPOSICHUTb, J10
KOHIIa IOHATE. Ba)kHO cOOTHECTH MaTepHal JIEKIUN ¢ TEMOH Y4eOHOH IIPOTpaMMBI H YCTAHOBHTH, KaKHE €€ BOIPOCH HAIIIIH
OCBEII[EHUE B MPOCIYIIAHHOH JeKuy. Toraa mone3Ho o0pamarsest U K yueOHuKy. JIekius i yaeOHIK He 3aMEeHSIOT, a JOTOIHSIIOT
ApYT Apyra.

2. ITocemaTh NpaKTUYECKHE 3aHATHS, K KOTOPBIM CIEIyeT TOTOBHTBCS M AKTUBHO HA HUX paboTaTh. 3aJjaHue K MPAKTHYECKOMY
3aHATHIO BRIJAET IIPEToAaBaTeNb. 3aJaHue BKIIOIAeT B ce0sl OCHOBHBIE BOIPOCHI, 3a/1a4H, TECTHI U pedepaTsl I
CaMOCTOATEIBHON PabOTHI, IUTEpaTypy. [IpakTudeckre 3aHATHS HAUWHAIOTCS C BCTYUTENBHOTO CI0BA MPEIoAaBaTens, B KOTOPOM
Ha3bIBAIOTCS 1IENb, 33Jja4 U BOIIPOCHI 3aHATHA. B mpolecce mpoBeaeHNs 3aHATHH IpenojaBaTellb 3aJaeT OCHOBHBIE U
JIOTIOTTHATEIBHBIE BOTIPOCHI, OPTaHU3YeT UX 00cykaeHne. Ha mpakTHdeckix 3aHATHAX PEIIaloTcsl KOHKPETHBIE 3a1a4H 110




JIeTIOMPOU3BOJICTRY, Pa30HPArOTCs TECTOBBIE 3aJaHN U 3a1aHH, BEIIAHHBIE I CAMOCTOSTENBHON pabOoThI, 3aCITyIIUBAIOTCS
pedepaTuBHbIe BEICTyIIICHHS. CTYAEHTHI, NPOIYCTUBILINE 3aHATHE, WM HE TOrOTOBHUBILIHNECS K HEMY, IPHUIVIAIIAIOTCS Ha
KOHCYJIBTAIMIO K IpernoaaBaTento. [Ipakrinueckoe 3aHATHE 3aKaHYMBACTCS [TOIBEICHHEM HTOTOB: BEIBOIAMH IO TEME 1
BBICTABJICHHEM OIICHOK.

3. CucreMaTHUYEeCKH 3aHUMAThCS CAMOCTOSTENbHOM paboTOM, KOTOpask BKIIIOUAET B ce0sl H3ydeHUE HOPMATHBHBIX JJOKYMEHTOB,
MaTepHaJIoB YUeOHHKOB M CTaTeH M3 3KOHOMUYECKOH JINTEpaTyphl, pelieHHe 3a1a4, HallucaHue JO0KIanoB, pedeparos, scce.
3aaHust A1 CaMOCTOSATENbHOM paOOTHI BBIAAIOTCS IIPEIOAABATEIEM.

4. Ilox pykoBOJCTBOM IIpENoaBaTeNsl 3aHUMAaThCsl HAyIHO-HCCIIeJ0BATENbCKOI paboTOH, 4TO MpeAnoIaraeT BEICTYIICHUS C
JIOKIIaJJaMH Ha HayYHO-IPaKTHIECKHX KOH(EPEHIMSX 1 ITyOIMKALIMIO TE3UCOB U CTATEH 110 UX Pe3ylbTaTaM.

5. IIpy BO3HUKAIONIMX 3aTPYAHEHHUSX TIPH OCBOCHHUH JUCIIUIUINHEI «J[OKyMEHTHPOBAaHUE YIIPABICHIECKON IESTEIBHOCTIY, IS
HEYCIIEBAIOIIX CTYACHTOB U CTYICHTOB, HE MMOCCIAIOIINX 3aHATHS, IPOBOAATCS XKCHEICIbHbBIE KOHCYIBTAIIH, HA KOTOPBIE
MPUTIIAIIAIOTCS HEYCTIeBAOIIUE CTYIEHTHI, a TAIOKe CTYAEHTHI, HCIBITHIBAIONIIE TOTPEOHOCTh B IOMOIIY TPeNnogaBaTels Ipu
U3Y4EHUH OMCIUIUIUHEL.

[Ipn m3ydeHnn TUCIUITIMHEL « JJOKyMEHTHpOBaHHUE YIIPABIEHUECKON IESTEIFHOCTIY CIEIyeT YCBOUTh:

- JTOKYMEHTHpPOBaHHOE oOecredeHIe NPEeANPUATHIA 1 OpraHU3aIHi;

- COCTaB PEKBU3UTOB JJOKYMEHTOB M IIPaBmJIa UX 0(pOpPMIICHHS;

- OpraHM3aIOHHO-PACHIOPSIUTENBHEIE JOKYMEHTHI, TPaBHJIa HX COCTaBIICHNUS;

- OpraHMU3aIHIo pabOTHI C JOKYMEHTAMHU.

MMPAJIOXKEHUSA

Ipunoxernne 1 (MY x @OC).docx




JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



