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1. lenn u3yveHHs TUCHUIITAHBI

Llenp0 OCBOCHMS AMCIMIUIMHBI SIBISCTCS (OPMHUPOBAHUE MPEACTABICHHUMA, YMEHUH M
HAaBBIKOB B OOJIACTH COBPEMECHHOW OpraHM3allMd JOKYMEHTHUPOBAHUS YIPaBICHUYECKOM
JIeATEIbHOCTH Ha TPEANpPUATHH, BUAAX U CHOCO0ax paboThl ¢ JOKYMEHTAaMH HEOOXOIMMBIX
TH000MY MEHEIKEDY.

2. IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 10 AU CHUILINHE (MOAYJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOeHHs 00pa30BaTeIbHOM MPOrpaMMbl

Komnerenunun ody4daromnierocsi, opmupyembie B pe3yJibTaTe 0CBOEHMSI

AUCUMILTUHBI
Kon
KOMIIETEHIIMH 110 Komnerenmus
dI'0OC BO
CrniocobeH pa3pabarbiBaTh 000CHOBAaHHBIE OpraHU3AL[MOHHO-YIIPABICHYECKUE
pEIIeHHUs C YYETOM UX COIMAIbHOM 3HAUUMOCTH, COJIEHCTBOBATh X
OIIK-3 peanu3anuy B YCIOBHUSX CIOKHOM U JMHAMUYHOMN CPEbl M OLEHUBATh MX
[TOCIICACTBHS

CTpyKTypa KOMNeTeHIIHH

Komnerenmus ®opmupyemsbie 3YHel
OIIK-3 Cnocoben pa3pabarbiBaTh
000CHOBAaHHbIE OPraHU3aAMOHHO- (3. 3HaTh OCHOBHBIE TPEOOBAHNUS K JJOKYMEHTATIBHOMY
YIIPaBJIEHYECKHE PEMICHHUS C 0(OPMIICHHUIO OPraHU3alMOHHO-YIIPABICHYECKUX PEIICHUN
Y4ETOM HX COIHATIBHOM Y. YMeTh ToOKyMEHTaIbHO 0OPMIIATh OPTaHU3AIMOHHO-
3HAYMMOCTH, COJIECHCTBOBATh UX [YIPAaBICHUYECKHE PEIICHHUS
peanu3anuu B ycioBusx cioxnoi|H. Bragers HaBbikamu 0(OpMIIEHHS OTIETBHBIX PEKBU3UTOB
W TWHAMHYHOHN CpPENIbl U pU JOKYMEHTaJIbHOM O(OPMIICHUH OPTaHU3allMOHHO-
OLICHUBATh UX MOCJIEICTBUS YIIPABIEHYECKUX PELIEHUM

3. MecTo AUCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts  auctumuinael - BJIOK 1 JUCHUIUVIMHBI  (MOOYJIN):
OO6s3aTenbHast 4acTh.

[IpenmecTByroniye TUCHMILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO [yl YCIEHUIHOTO
ocBoeHusi gaHHoW): "Ucropus (uctopus Poccum, BceoOmass uctopus)", "DKoHOMHYECKas
KyibTypa"

JIMCIUTITNHBI, WCTIONB3YIOIINE 3HAHMS, YMEHHS, HaBBIKH, MOJYYCHHBIC TPHU H3YICHHUH
naHHoM: "OnexkTponHas komMmepius'”, "1C [Ipennpustue"

4. O0beM TUCHMILTHHBI (MOAYJISAA) B 3a4€THBIX eIUHULAX ¢ YKa3aHMeM KOJIUYecTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYI0 padoTy 00y4alommxcs ¢
npenoaasarteseM (Mo BUJIaAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEIbLHYIO PadoTy
00y4yarIuXxcs

OO01mast Tpy10€MKOCTh TUCIUIUTHHBI COCTaBsIeT 3 3a4. ef.,108 uacos.

KomnuectBo yacos | KonmnuecTBo yacos

Bun yueonoii padotet (ounas ®O) (ouno-3aounas ®O)

KonraktHasi(ayauTopHasi) pabora

Jlexknuu 18 18




[TpakTrueckue (cem, 1ab.) 3aHATHS 36 0
CamocTosTenbHas paboTa, BKIIOYast MOATOTOBKY K 54 90
PK3aMeHaM U 3a4eTam
Bcero yacos 108 108

5. Coneprkanue IMCHUIIMHBI (MOAYJIs1), CTPYKTYPHUPOBAaHHOE 110 TeMaM (pa3aesam) ¢
YKa3aHUEM OTBEJeHHOr0 HA HUX KOJMYEeCTBA aKaJeMUYeCKUX YaCOB U BUI0B Y4eOHBIX
3aHATHH

5.1. Conep:xanue pa3ieioB M CHUIITHHBI

OuHo-3204Has popma o0yueHust

Cemunap| Camo- |B unrepa-| ®@opmbl TeKy1ero
Ne Pa3gen n Tema Ceme-| Jlek- P pu p ym
JlaGopar.| CTOAT. | KTUBHOM KOHTPOJIA
n/n AUCUHMILINHBI CTp | HuM
IIpakTuy. pao. dopme yCIeBaeMOCTH
YcTHbI onpoc
""OCHOBHBIE
MIOHATHUSA
. JIOKYMEHTHUPOBAHUS,
TepMUHOIOTMUECKUI
1 P 12 4 0 18 Knaccudukamnms
arnmnapar
JIOKYMEHTOB.
I'OCTwr".
[ToaroroBka
JIOKJIa/I0B
Cmyx0a
NTOKYMEHTAIMOHHOTO I'pynnoBoit mpoekt
2 |obecnieueHus 12 4 0 18 "Opranuzauus
YIIPaBJICHMS: 3a1a4H, ciyx6s1 JJOVY"
(yHKIIH, CTPYKTYpa
Pemenue keica
JlokymeHT. CucteMbl " loKyMeHTHpOBaHHE
3 |nokymeHTOB. OCHOBHBIE | 12 4 0 18 yM P o
YIPABJIEHUYECKOU
TOKYMEHTBI YITPaBICHUS "
NEeSTeTbHOCTH
[ToaroroBka u
o opMIIEeHHE OCHOBHBIX NunuBuyanbHbIA
4 |BUIOB OPraHM3allMOHHO- | 12 4 0 18 npoekT "Pa3paboTka
paCTIOPSATATENBHBIX JIOKYMEHTOB'"
JTOKYMEHTOB
TectupoBanue
"Opranu3zauus
Opranu3zanus XxpaHeHus
XpaHeHUs
S  |AOKyMEHTOB M KOHTposs | 12 2 0 18
JIOKYMEHTOB U
3a UCTIOJTHEHUEM
KOHTPOJISI
UCIONHEeHUs "
UTOT'O 18 90
Ounas ¢popma o0y4eHus
Cemunap| Camo- |B unrepa-| ®@opMbl TeKyLIero
Ne Pa3zpnen u Ttema Ceme-| JIek- p pa P y
JlaGopat.| CTOAT. | KTHBHOM KOHTPOJIA
n/n AUCHMUILINHBI CTp | HuM
IlpakTu4., pao. dopme yCneBaeMoCTH
TepMUHOIOTMYECKHIT VYcTHbIi onpoc
1 12 4 8 11 "
armapar OcHOBHBIE




Cemunap| Camo- |B unrepa-| ®@opmbl TeKy1Iero
Ne Pa3gen u Tema Ceme-| Jlek- P pu P ym
JlaGopat.| CTOAT. | KTUBHOM KOHTPOJIA
n/n AUCUHMILINHBI CTp | HuM
IlpakTuy., pao. dopme yCneBaeMoCTH
MIOHSATHUS
JOKYMEHTUPOBaHUS,
Knaccudukanus
JOKYMEHTOB.
I'OCTwr".
IToaroroska
JTOKJIaJI0B
Cmyx0a
TOKYMEHTAllHOHHOT'O I'pynmoBoit mpoekT
2  |obecrieueHus 12 4 8 11 "Opranuzanus
YIpaBJIEHUS: 3a]a4uu, cityx0b1 JJOVY"
(yHKIINH, CTPYKTYpa
Pewmenne keiica
JlokymeHT. CucteMbl " TloKyMeHTHpOBaHHE
3 |nokymeHTOB. OCHOBHBIE | 12 4 6 11 y P o
YIPABJICHYECKOM
TOKYMEHTBI YIIPaBICHUS W
NEeSATEIbHOCTH
[ToaroroBka u
ogopmIIeHHEe OCHOBHBIX WNHnuBuayanbHbIi
4 BUJIOB OpraHu3alMoHHo- | 12 4 8 11 npoekT "Pa3paboTka
[pacropsIAUTENIbHBIX JOKYMEHTOB"
ITOKYMEHTOB
TectupoBanue
"Opraau3zanus
Opranu3zanus XxpaHeHHUs
XpaHeHus
S  |1OKyMEHTOB M KOHTpoJs | 12 2 6 10
JIOKYMEHTOB 1
3a UCTIOJTHEHUEM
KOHTPOJIA
WCTIOTHEHUS "
NUTOT'O 18 36 54
5.2. JlekunoHHbIE 3aHATHS, UX COJEpP/KaAHHE
No Haumenosanue
Conepxanue
/1 pa3ziesIoB U TEM
[Ipeamer, conepxkanne|J[OKyMEHT U CUCTEMBI JOKYMEHTALINH; YIIPABIEHYECKAs
1 1 OCHOBHBIC MTOHATHSA |[TOKYMEHTAIIUsI; CYITHOCTh JOKYMEHTHPOBAHHUS YITPABICHUYECKOM
IACIIATUIUHBI nesitenbHOCTH (1Y ]]). Uctopus ctanoenenust 1Y ]l B Poccuun
Cnyx06a
CoJiep)kaHue «JOKyMEHTAITMOHHOTO 00eCTIeYeHUS yIIPaBICHUS
TTOKYMEHTAI[MOHHOTO
(AOY)» 1 «1enonpon3BoJCTBa». 3aKOHOJATEIbHBIE ACTIEKThI
2 |obecnenenus TOKYMEHTHPOBAHUS B TOCYAAPCTBEHHBIX 1 KOMMEPYECKUX
YIIpaBJICHUS: 3a/1a4H, M p yAap P
OpraHu3aIusIX
(yHKIINH, CTPYKTYpa
TpeboBaHMs K COCTABICHHUIO U 0(OPMIICHUIO IOKYMEHTOB
JlokymeHT. Cuctemsl P (op AOKYM ’
HOKYMEHTOB bopMyIsp-o0paselr, COCTaB U PACTIONOKEHHE PEKBU3UTOB, OOIIHE
3 M ) paBuiia 0pOPMIIEHUS JOKYMEHTOB, TpeOOBaHUS K OJIaHKaM
OCHOBHBIE TOKYMEHTbI
ABITCHIA TOKYMEHTOB, PEKBH3UTHI CITYKEOHBIX JOKYMEHTOB M HX
b 0hOopMIIEHHE B COOTBETCTBUHM C TOCYAAPCTBEHHBIMH CTaH/IAPTaAMHU.
[loaroroBka u CocraBienue u opopmIiiIeHHe OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB,
4 lodopmiienue KOHTPAKTOB, IPUKA30B, CIY>KEOHBIX 3aIHCOK, TPOTOKOJIOB, AKTOB,
OCHOBHBIX BUJIOB CIIPaBOK U JJOKYMEHTOB JINYHOTO TPOUCXO0KIeHUs. Bunibl n




Ne Hanmenosanue
Copnepxanue
/1 pa3esioB U TeM
OpPraHU3alMOHHO- Pa3HOBUAHOCTH IOKY-MEHTOB, OPraHU3allMOHHO-
pacropsIUTeIbHBIX  [pacnopsauTenbHble JoKy-MeHThl (OP/I), napopmannonnbie
JTOKYMEHTOB JTIOKYMEHTBI, KaIpOBasi JOKYMEHTaLUs.
Opranuzanus J0KyMEHTO000pOTa, CHCTeMaTH3alus JOKYMEHTOB,
Opranuzanus HOMEHKJIaTypa JUlsl uX popMupoBaHus U xpaHeHus. O6paboTka
S [XpaHEHHs U KOHTPOJISI |TOKYMEHTOB, BXOIAIUN-UCXOAAIINN KOHTPOJIb, PACCMOTPEHUE
33 NCIIOJIHEHUEM JTOKyMEHTOB, PETHCTPALUs U KOHTPOJIb UCIIOJHEHNS JOKYMEHTOB,
COCTaBJICHNE HOMEHKJIATYPbI €], XpaHEHUE JJOKYMEHTOB

5.3. Cemunapckue, NnpakTHiecKme, JadopaTopHbie 3aHATHS, UX COJAepPKAHUe

Ne paznena u
TEMBI

Copepxanuie u (HOpMbI IPOBEACHUS

OCHOBHBIE TCPMHHBI, 5BOJIONUA JOKYMCHTHPOBAHUA, Knaccn(bnxaum[
MTOKyMEHTOB. OCHOBHBIE IMOHATHSL, SBOJIOLHUS TOKYMEHTUPOBAHUS U OpraHU3aluu
ToKyMeHTOo0OopoTa, Kinaccudukaius 1okymMmeHToB, [ OCTsl. [IpoBomuTcs B BUC
YCTHOTO OIpoca.

[Ipeamer, comep:kaHre U OCHOBHBIC MIOHATHS TUCUMUIUIUHEL. [loHsTHE
IEIONPOU3BOICTBA U JOKYMEHTUPOBAHUS YIIPABICHYECKON IS TEIbHOCTH.
CHuCTeMbl JOKYMEHTAIUH.

[ToaroroBka JOKJIAI0B II0 TEME.

Cnyx0a TOKyMEHTAIIMOHHOTO 00eCTIeYeHHUs YIPABICHHS: 3a/1a4d, (YHKIIUH,
cTpykTypa. OCHOBHBIE MOJIOKEHUS 10 JOKYMEHTHPOBAHUIO YIIPaBIEHUYECKOM
JACATCIIBHOCTH. yHI/I(l)I/IKaIII/ISI " CTaHAapTU3alrd YIIPAaBICHYCCKUX JOKYMCHTOB.
Bubl TOKyMEHTOB U MX KJIaCCU(pHUKAIIHSL.

BrInoaHeHne rpynnoBoro NpoeKTa.

JloxymenT. CucreMbl JOKyMEHTOB. OCHOBHBIE JOKYMEHTBI YIIPABICHHUS.
Pa3paboTka 1 yTBEepKI€HHE KOMIUIEKCA OpPTraHNU3aIlHOHHO-TTPABOBBIX TOKYMEHTOB
(Ycras, [lonoxxenue 00 opraHu3aiyu, CTpyKTypHBIX MOApa3aeieHuH,
KOJIJICTUAJIBHBIX 1 COBCIIATCIIBbHBIX opraHax; IITaTHOC paCHI/IcaHI/Ie; I/IHCTp}IKHI/II/I
MO OT/AETHHBIM BUJIAM JIEATEIbHOCTH; JOKHOCTHBIE HHCTPYKIIHH).

Pemenne kevica 1mo Teme.

[TonroroBka u oOopMIIEHHE OCHOBHBIX BUIOB OpraHU3aI[MOHHO-
pacTOpsSIANTENbHBIX TOKYMEHTOB. OCHOBHOE Ha3HAYEHUE PACTIOPSATUTETHHOM
moxymenTaruu (PJ]). [IpaBuna cocraBienus u opopmiieHus], OCHOBHBIX
OpraHU3aIMOHHO-PACTIOPAIUTEIBHBIX TOKyMeHTOB. CocTaBieHue u opopMiIeHHE
[IPUKA30B, IOCTAHOBJIEHUH, pacriopsikeHul u T. 1. KoppecnoHaeHus, cBsi3aHHas
C MIPOBEJICHUEM NEPUOIUIECKUX MEPOTIPUITUI. JIOKYMEHTBI, CoAepKaIle
CBEJICHUS O PE3YJIbTaTax AEATEIIBHOCTH 3a ONPEAEIEHHBIN MIEPUOJ BPEMEHU —
roJ, MOJIyroJie, KBapTaj, Mecal. OyHKIHS OTYETHOM TOKYMEHTAIIUH B
NesATeTbHOCTH opranu3anuii. KoMIiekcsl OTYETHBIX IOKYMEHTOB:
rOCYIapCTBEHHAS] CTATUCTHYECKAsi OTYETHOCTh, BEJJOMCTBEHHAs OTYETHOCTb,
OTYETHOCTh BHYTPHU YUPEXKACHUSA, JOKYMEHTALUA.

BrInosiHeHNE WHIMBUAYAJIBHOTO MTPOEKTA.

Opranuzanus JokyMeHToo00opoTta. CripaBoyHO-UH(DOPMALIMOHHAS TIOKYMEHTAIIUS
(CHUM): cocraBienne u ohOpMIICHHE POTOKOJIOB, JOKJIAIHBIX (CITY)KEOHBIX) U
00BSICHUTENBHBIX 3aMCOK, 3asiBIICHUH, IPECTAaBICHUHN, TEPENUCKH (CITyKEOHBIX
myceM, Telerpamm, TenedakcoB, (pakcorpaMm, FIEKTPOHHBIX COOOIICHH ).

Brimmonaenue WHIUBUYAJIbHOI'O IIPOCKTA.




6. ®DOoHI OLEHOYHBIX CPEeICTB VI MNPOBeJCHHS MPOMEKYTOYHOH AaTTeCTAUMH IO

AUcUUNJIMHe (MOJHbIH TEKCT NMPUBeeH B NPUJIOKEHUH K padoyeil mporpamMmme)

6.1. Texymuii KOHTPOJIb

KOHTpOJ’leble 3aJaHUA WIH
HHbIEC MaTepHaJIbl,

3Taﬂbl HeOﬁXOHl/lMLle JJIST OIICHKH “02:3]:::::::; -
(])0 MUDOBAHMS 3HAHUH, yMeHHii, HABBIKOB KDHTEDHER
pMHp . Iepeuenn (BYHbzr: u (WIH) oNbITa purep
N KOMIIETCHUHUH 3.1...3 JeSTeILHOCTH. OMCHHBAHHI
e (popmupyembix (3.1...3.n, ’ KOMIIeTeHUMI Ha
(Tema u3 N XAPAKTEPU3YIOIIMX ITAMbI
H/II o KOMIIeTeHIIUH Y.l . .Y.n dopmupoBanus Pa3JIMYHBIX dTaNax ux
paboueii ? pmHp (dopmupoBanns
% 9
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tpoiecce
IporpaMmmabl elloee e " ONHMCAHHeE HIKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILIHHBI) HporpaMMbi ouenusanus (1o 100-
(Hanvienosanne 0aJNIBHOI 1IKaJIe)
OLICHOYHOI0 CPE/CTBA)
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKyMEHTaJbHOMY
o opMIICHHIO
OpraHu3aIlMOHHO-
YIpaBIeHYECKIX
[peleHu i N
[ToaroroBneHHbII
YV VMeTh Y 3aITUIISHHBIN
i OKJIa,
TOKYMEHTaJIbHO A A
L. odopMITS OILICHUBAETCA 110
1 |Tepmunonorunyeck|OIIK-3 P [loaroroska qOKJIagoB 17 6amios, B
N OpraHU3alMOHHO-
Wil anmapat 3aBUCUMOCTH OT
YIIpaBJIEHUECKUE
bemerms TIOJIHOTBI
ACKPBITHS TEMBI.
H.Bnaners HaBbIKaMu packp (17)
odopmIIeHHS
OTJIETbHBIX PEKBU3UTOB
MPU TOKYMEHTaIbHOM
odopmiIecHIN
OpraHu3aI[MOHHO-
YIpaBJIEHYECKUX
elIIeHU I
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJbHOMY
odopMIICHHIO
OpraHu3aIlMOHHO-
YIpaBIEHIECKIX
elIeHU
P OneHuBaeTccs B
V Vaters 3aBUCHUMOCTH OT
) 'Y CTHBIN oTIpocC TIOJTHOTHI 1
TOKyMEHTaJIbHO M
odopMTH OCHOBHBIE TIOHSTHUS MPaBUIILHOCTH
2 OIIK-3 P JIOKyMEHTUPOBAHHU, OTBETOB Ha
OpraHu3allMOHHO-
Knaccugukarus BOIIPOCHI 110 TEME,
yIpaBlIeHUYECKHE "
bermenus mokymeHToB. 'OCTr1 3a/1aBa€MbIX
npenojaBaTesieM
H.Bnaners HaBbIKaMu p Il( 5)
odopmIeHUs
OTJIETbHBIX PEKBU3UTOB
[P IOKyMEHTaJIHbHOM
o opMIICHHN
OpraHu3aI[MOHHO-
YIpaBJIEHYECKUX
pereHui
3 2. Ciryx0a OIK-3 3.3HaTh OCHOBHBIC ["pynmoBoit mpoexT [IpoekT cocTout
JIOKYMEHTallUOHHO TpeboBaHUs K "Opranuzauus cIyxO0bl | u3 8 3agaHui.




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3 Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Tanbl i
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB nolzca;::e.;zz "
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATH
Ne (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paboueii . ¢dopmuporanus,
no ®I'OC BO H.1...H KOMIIeTeHIHii B Tipoiecce
NPOrpaMMblI A...0.1n .| onmcanme mkan
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
ro obecreyeHus IOKyMEHTaJIbHOMY JIOY" IIpaBunsHO
yIIpaBJICHUS: odopmiteHnIO BBINTOJIHEHHOE
3aga4u, GyHKINH, OpraHU3allMOHHO- 3a/laHue
CTpYKTypa YIpPaBIEHYECKUX oleHuBaercs B 4
[pereHui bamna. (32)
V.VmeTh
TOKYMEHTaJIbHO
0QOpMIIAT
OpraHU3alMOHHO-
YIIpaBJIEHUECKUE
[peIeHus
H.Bnagers HaBbIKaMu
odopmIICHHS
OTIEIBHBIX PEKBU3UTOB
[IpU JOKYMEHTAJIBHOM
odopmIIeHUN
OpraHU3alMOHHO-
YIIPaBJIEHYECKUX
CIICHUN
3.3HaTh OCHOBHBIE
TpeOOBaHUS K
TOKYMEHTaJIbHOMY
odopMIICHHIO
OpraHU3aIIMOHHO-
YIIPaBICHYECKUX Pewmenuerecra
[peleHu i onienuBaercs B 20
6asnnos.
3. JlokyMeHT. Y. YMeTh [IpaBunbHBII
CucTeMsl TOKYMEHTaJIbHO Pemenue keiica OTBET
4 [AOKYMEHTOB. OITK-3 0QOpMIIAT " JJOKyMEHTUPOBaHHE onieHuBaercs B 1
OcHOBHbIE OpraHU3alMOHHO- YIpaBJIEHYECKOM Oar,
TOKYMEHTBI YIpaBJIECHUYECKHE e TeNbHOCTH" HeNpauBJIbHBIH - 0
yIpaBJieHUs [peLeHus 0aJUTOB, HETIOTHBIH
H.Bnanerr HaBBIKaMU NpaBUJIbHBIN
o opMIIeHHUS otBet- 0,5 6anna
OT/IEJIbHBIX PEKBU3UTOB (20)
[pHU JOKYMEHTAIEHOM
o opMIICHHN
OpTraHU3aIOHHO-
YIIPaBIEHIECKUX
eIEeHUH
3.3HaTh OCHOBHEIE
eOoBaHMSA K
b IIpoexT coctout
4. ITogrotoBka u TOKYMEHTaJIbHOMY N
U3 ABYX 3aJaHuUil.
oopmIIeHHE o opMIICHHIO .
NHauBuayanbHbINA [IpaBuibHO
OCHOBHBIX BUJIOB OpraHU3alMOHHO- "
5 OIIK-3 npoekT "Pa3paboTka BBIIIOJIHEHHOE
OpraHU3alMOHHO- YIPaBJIEHUYECKUX "
. TOKYMEHTOB 3a/1aHme
[pacopsAUTEIbHBI peleHui
X TOKYMCHTOB OIIEHUBAETCS B 5
6amos. (10
V.VmeTs (10)

JTOKYMCHTAJIbHO




KOHTpOJIbele 3aJaHudA WIH
HHbIC MaTepHaJbl,
3 HeOﬁXOHl/lMLle JJISE OIICHKH Omucanue
Tanbl i
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB “ol:(a;::e‘zzz "
¢dopmupo " Iepeyenn (3yHbI: o (WJIM) ONbITA purep
Nt KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paboueii K PMHPC ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
odopmiLsTh
OpraHu3aIlMOHHO-
YIpaBlIeHUYECKHE
[peleHus
H.Bnanets HaBBIKAMH
odopmicHUs
OTIENbHBIX PEKBU3UTOB
[pU TOKyMEHTaJIbHOM
odopmIeHIN
OpraHU3alMOHHO-
YIIPABJIEHYECKUX
[peleHu i
3.3HaTh OCHOBHBIC
TpeOOBaHUS K
TOKyMEHTaJbHOMY
0 opMIICHUIO
OpraHu3aIlMOHHO-
YIIPaBJIEHYECKUX Tect cocTout u3
[peLeHni 16 BonpocoB.
Kaxxapiii mosHbIH
V.VYmeTh MpaBUJIbHBIN
5. Opranuzauus TecTtupoBaHue
TOKYMEHTaJIbHO " OTBET
XpaHEHUs Opranuzanus
0QOpMIIAT olieHuBaeTcs B 1
6 |1OKYMEHTOB H OI1K-3 XpaHEeHUs1 JOKYMEHTOB .
OpraHu3alMOHHO- 0aJut, HeTOTHBIT
KOHTPOJIS 32 1 KOHTPOJIS N
YIpaBIEeHUIECKHE " MIPaBUIIbHBII
HCTIOTHEHUEM MICTIOJTHEHUST
[pereHus otBeT - 0,5 Gamna,
H.Bianers HaBbIKaMu HEIPAUBJIbHBII
odopmIICHHS oTBeT - 0 6aysioB
OT/IEJIbHBIX PEKBU3UTOB (16)
MpU JTOKYMEHTaIHbHOM
odopmIeHIN
OpraHU3alMOHHO-
YIpaBJIEHYECKUX
eIICHUH
Ntoro 100

6.2. IIpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

Pado4nM y4yeOHBIM IVIAHOM NPeAyCMOTPeH JK3aMeH B cemecTpe 12.

BOITPOCHI J1J151 ITIPOBEPKU 3HAHUI:

1-it Bompoc Ounera (40 OamioB), BuA Bompoca: TecT/poBepka 3HAHHIA.
coctouT U3 10 BorpocoB. Kax/plil mpaBuiIbHBIN OTBET OlleHUBaeTcA B 4 Oana..

Kpurepnii: Tect

Kommnerennusi: OIIK-3 Crnocoden pa3padarbiBaTh 000CHOBAHHBIE OPraHM3ALMOHHO-
yHpaBJ/IeHYeCKHe PelIeHHs] C Y4eTOM MX COLHMATbHOH 3HAYMMOCTH, COAeHCTBOBATH MX
peau3alny B yCJIOBHAX CJI0KHON U AUHAMUYHOM Cpelbl M OLICHUBATH UX MOCJIeICTBHUS



3Hanue: 3HAaTh OCHOBHBIE TPeOOBaHMA K JOKYMEHTAJIbHOMY O(GOPMIICHHIO OpPraHU3alMOHHO-
YIPaBICHYECKUX PEILIECHUI

1. B xakux BpEMEHHBIX paMKax BeAETCS HyMepalus MICceM, Telerpamm u hakcorpamm?

2. B kakux ciydasx NpUMEHSETCS CMellaHHas QopMma OpraHu3alud JOKYMEHTHPOBaHUS
npodeCCHOHATBLHOM e TETbHOCTH IPUMEHSETCS?

3. B kakoM nopsiike pacronaraloTcs JOKYMEHTBI — Jieja B HOMEHKJIaType aen?

4. B TeueHUM KaKOT0 CpOKa JIEUCTBYET YTBEP)KICHHAsI HOMEHKJIATypa e’

5. I'ne perucTpupyroTcsi MPOTOKOJbI U PEIICHUS KOJIJIETUn?

6. J11st yero HeoOXoaMMa peructpanus’?

7. K kakoil kareropuu pabOOTHUKOB OTHOCSTCS CEKpeTapHu, HMOMOUIHUKU PYKOBOJIUTEIS
opraHu3aiuun?

8. Kak odopmisitoTcss perucTpalliOHHbIE CBEIeHUs?

9. Kakue 1oOKyMeHTHI OJIekKAT perucTpanuu?

10. Kakue JOKyMEHTBI COCTaBIISIIOT HOMEHKIIATYpy Aei?

11. Kem ocymectBisiercst JIOY na npeanpusitun?

12. KTo npyHMMaeT yyacTue B COCTaBICHUU HOMEHKJIATYpPHI 1717

13. KT0 cocTaBisieT mpoeKT ToKymMeHTa?

14. HazoBuTE 371€MEHTHI IOKYMEHTUPOBAHHUS

15. OCHOBHBIM OOBEKTOM M3YYEHHUS B JOKYMEHTHPOBAHUH MPO(HECCHOHAIBHOU JEATEIbHOCTH
SABIISETCS:

16. Ilepeuncaute 3a1a4u JOKYMEHTUPOBAHUS

17. Tlo xakuM NPUHIUIAM CJIeAyeT OpPraHU30BbIBaTh JTIOKYMEHTHPOBaHHE MpodeccrnoHaNbHON
JESATENIbHOCTH Ha IPEAIpUITUN?

18. ITo xakoMy mpu3HaKy OynyT GOpMUPOBATHCS JOKYMEHTHI € 3aroyioBkoM Jnena «llepemnucka c
BBICIIMMHU y4€OHBIMU 3aBEJICHUSIMU O COBMECTHOM MOJTOTOBKE CIEIIMAIUCTOBY?

19. Yto Takoe 1oOKymMeHT?

20. Yrto Takoe perucrpariusi JOKyMeHTOB?

TUITOBBIE 3AJIAHUSA J1J151 IIPOBEPKM YMEHUU:

2-i1 Bompoc Owiera (30 OamwtoB), BUJ Bompoca: 3ajaHue Ha ymeHue. Kputepuii: 3amanue
onieHuBaercs a0 30 6amioB B 3aBUCHUMOCTH OT ABYX cocTaBistomux: coorBerctBue ['OCTy
OTHOCHUTCIJIBHO HAJTMYUA 1 MECTOIIOJIOKECHUA PCKBU3UTOB JOKYMCHTOB, CTUJIb U3JIOKCHHUA..

Komnerennusi: OIIK-3 Crnocobden pa3padarbiBaTh 000CHOBAHHBIE OPraHM3aLMOHHO-
YIPaBJCHYECKHE PelIeHHs ¢ Y4eTOM HX COLHAJTbHOW 3HAYMMOCTH, COACHCTBOBATH HX
peajindanuu B YCJI0BUAX CJO0KHOMN U IlHHaMH‘IHOﬁ Cpeabl 1 OCHUBATD UX MOCJICACTBUA

YMenue: YMeTh JOKyMEHTAIbHO OPOPMIISITh OPTraHU3AIMOHHO-YIIPABICHYECKUE PEIICHHS
3amaua Ne 1. Pa3paboTaTh mpuKas 1mo 3alaHHON TeMe

TUITIOBBIE 3ATAHMA JUTA ITPOBEPKH HABBIKOB:

3-it Bompoc Owmiera (30 GamtoB), Bua Bompoca: 3amaHue Ha HaBbIkWM. Kpwurepwii: 3amanue
ouenuBaerca 10 30 OamioB B 3aBHCHMOCTH OT IOJHOTHI BBIBOJOB aHalIM3a JOKYMEHTOB. B
BbIBOAAaX JOJIKHBI OBITH OTpa’XCHbI: YMCCTHOCTb MCITIOJIb30BAHUA THUIIA JOKYMCHTA JJI Sa)IaHHOﬁ
CUTYallU{, HAJTMYME HEOOXOJJUMbIX PEKBH3HUTOB..

Komnerennusi: OIIK-3 Cnocoden paspadaTrbiBaTh 00OCHOBAHHbIE OPraHU3ALUOHHO-
yIpaBjieHYeCKHe pelleHds]l ¢ y4eTOM HMX CONHAJbHOW 3HAYUMOCTH, COAEHCTBOBATH HX
peau3alu B YCJIOBHUAX CJI0KHON U JUHAMUYHOM cpelbl M OLIeHUBATH UX MOCJIeICTBUS



HasrIk: BHaI[eTB HaBbIKaMH Oq)OpMJICHI/IH OTACIIbHBIX PCKBU3UTOB IMpPU AOKYMCHTAJIbHOM
oopmiieHHH OpraHN3aIOHHO-YIIPABICHYECKUX PELICHUH
3ananue Ne 1. [IpoBectu aHayIu3 CTPYKTYpHI JOKYMEHTA

OBPA3EIL BUJIETA
MI/IHI/ICTepCTBO HE}’yKI/I 51 BBICIIETO 06pa30BaH1/m HaHpaBJ'IeHI/Ie _ 3 8 03 02 MCHCH)KMCHT
Poccuiickoit ®enepanuun
®deepanbHOE TOCYIAPCTBEHHOE OI0KETHOE [Ipoduns - Ypasnenue Ou3HECOM
06pasoBaTebHOE YUperKICHNE Kadenpa MeHeKMEHTa, MAPKETUHTA U

BBICIICTO 06pa30BaHI/ISI
«BAVKAJIBCKHM T'OCYJAPCTBEHHBIN
YHUBEPCUTET»

(®T'BOY BO «BI'Y») JIOKYMEHTO000pOTa

cepBHca
Hucnunnuna - Opranu3anus

3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 GamtoB).
2. Pa3paborats npukas no 3aganHoit reme (30 6amioB).
3. [IpoBectu aHanus cTpykTyphsl 1okyMeHTa (30 6amios).

CocraBurenb A.B. CunanteeB

3aBenyromuit kageapou O.H. baeBa

7. IlepeyeHb OCHOBHOI M IONOJHUTEJIbHON Y4eOHOM JUTEPATYPbl, HEOOXOAMMOM A5
OCBOCHUS AMCHUIIMHBI (MOXYJIs1)

a) OCHOBHAsI JIUTEPaTypa:

1. bapuxun A. b. [lenonpou3BOJACTBO U JOKYMEHTOOOOPOT. DJIEKTPOHHBIM pPECypcC. MpPaKT.
nocodue/ A. b. bapuxun.- M.: Kumxkusiit mup, 2010.-1 snextposn. ont. muck (CD-ROM)

2. I'vaeBa, 1. B. JleaonpousBojicTBo [DIeKTpOHHEIN pecype] : cnpaBounuk / M. B. I'saesa, C. B.
CobaneBckuii. — DIIEKTPOH. TEKCTOBEIE MaHHbIE. — MuHCK : TerpaCucrtemc, Terpanut, 2014.
— 224 ¢. — 978-985-7067-96-1. — Pexxum gocrymna: http://www.iprbookshop.ru/28072.html

3. Ky3uenos, M. H. JIenonpou3BoacTBo [DAeKTPOHHEIN pecype] : yueOHOo-clIpaBoyHoe mocodue /
N. H. Ky3HenoB. — 8- u3a. — DaeKTpoH. TeKCToBLIe JaHHble. — M. : Jlamkos u K, 2019, —
406 c. — 978-5-394-03393-3. — Pexum goctyna: http://www.iprbookshop.ru/85215.html

0) 10MOJTHUTEJIbHAS JIUTEpaTypa:

1. AnapeeBa B. 1. Jlenonpou3BoCTBO: OpraHU3alus U BeJeHHUE. peK. Y4el.-MeTol. IEHTPOM
"Kimaccuueckuit yueOHuK". y4el.-mpakT. mocobue ajst By30B. 3-e¢ u3., nmepepad. u mom./ B. U.
Anpgpeesa.- M.: KnoPyc, 2010.-294 c.

2. TlaBnenko E. A. JlokymMeHTanlMoOHHOE OOECTeUeHUE YIPaBJICHUS: BBIMOJHEHHWE PadOT IO
npodeccuu AeNOmpou3BOAUTENb. TMpakTukym/ cocT. E. A. TlaBmenko.- Hpkyrck: M3a-Bo
BI'VDII, 2014.-78 c.

3. CwmupnoBa, E. II. Jlemompou3BoAcTBO Juisi cekperaps. Pa3paboTka, yueT M XpaHEHUe
CIY)KeOHOUW JOKYMEHTAINU [ DIEeKTPOHHBIN pecypc] : mpakTuyeckoe nocodue / E. T1. CmupHOBa.
— 2-¢ U3, — DIIEKTPOH. TeKCTOBbIC jJlaHHbIe. — CapartoB : A [Tu Op Meaua, 2019. — 210 c.
— 978-5-4486-0465-2. — Pexwnm noctyna: http:// www.iprbookshop.ru/79622.html

8. Ilepeuenbp pecypcoB HMH(OPMANHOHHO-TEJEKOMMYHHKANUOHHON ceTH «UHTepHeET»,
HEOOXOAMMBIX /IJISl OCBOEHUS] TUCUUIIMHBI (MOXYJIsl), BKJIKOYAas nmpodeccuoHaJbHbIe 0a3bl
AAHHBIX H HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI


www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/28072.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/85215.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html
www.iprbookshop.ru/79622.html

JUiss  OCBOEHMSI JAMCUMIUIMHBI OO0ydaromiemycs HEOOXOJUMBI CIEIYIOIIHE PecypChl
UH(POPMAIMOHHO-TEIIEKOMMYHUKAITMOHHON ceTn « THTepHeTY:
— Caiit baiikanbcKoro rocy1apcTBEHHOTO YHHUBEPCUTETA, ajpec nocrtyma: http://bgu.ru/, noctyn
KPYTJIOCYTOYHBIM HEOTPaHUYCHHBIN U3 10001 Touku MHTEpHET
— UBUC - YauBepcanbHbie 0a3bl JaHHBIX, ajapec goctymna: http://www.dlib.eastview.ru/. moctym
KPYTJIOCYTOYHBIH HEOTpaHUYEHHBIH M3 JTF000M TOYKU MHTEpHET MpH YCIOBUHM PETUCTPAIMU B
BI'y
— Hayunas snexkrponnas 6ubOmunoreka eLIBRARY.RU, aagpec mocryma: http://elibrary.rul/.
JOCTYII K POCCHICKHM JKypHaJIaM, HaXOJSIIMMCSl IOJHOCTBIO WM YaCTHYHO B OTKPBITOM
JOCTYTIE TPH YCIIOBHH PETUCTPAIINA
— OOpa3npl 1 mabJoHBI JOKYMEHTOB, agpec aoctymna: http://www.working-papers.ru. goctym
HEOTpaHMYCHHBIN

9. MeToauyeckne yKa3aHus JJsl 00y4aKOIIUXCS M0 OCBOEHMI0 TUCHMILIMHBI (MO1YJIs1)

N3yuaTh QUCLUIUIMHY PEKOMEHIYETCS B COOTBETCTBUM C TOW IOCIIE€A0BATENbHOCTHIO,
KoTopass o0O3HaueHa B ee coaepkaHuM. [[ns ycnemHoro ocBoeHHs Kypca oOydaroluecs
JOJDKHBl MMETh II€pBOHAuYaJIbHbIE 3HaHMA B OOJIACTM MEHEPKMEHTa, KOMMepUYecKou
JESTEIbHOCTH MPEANIPUATHS, UCTOPUU, SKOHMUYECKOU KYIbTYpPBI

Ha nexuusax mpenojaBarenb 03ByYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMTEPATYyphl 110
TeMe, OOOCHOBBIBAET MECTO W pOJIb 3TOW TEMbl B JAaHHOW IMCUWIUIMHE, PACKpHIBAcT ee
IpaKkTUYecKoe 3HaueHue. B Xxoze nekuuil CTyieHTy HeoOXOAMMO BECTH KOHCIEKT, (puxcupys
OCHOBHBI€ ITOHATHUS U POOJIEMHBIE BOIIPOCHI.

[IpakTHyeckue (CEeMHHApCKHE) 3aHATHS IO CBOEMY COJAEP)KAHUIO CBSI3aHbI C TEMAaTHUKOMN
JEKUMOHHBIX 3aHATUN. HaunHaTh MOATOTOBKY K 3aHATHIO 1I€JIECO00Pa3HO C KOHCIEKTA JIEKLIUM.
3ajaHMe Ha IpaKTUYECKOoe (CeMUHApCKOE) 3aHATHE cooOlaercs oO0ydaroummces 10 €ro
nposeneHus. Ha cemuHape mpenogaBarenb OpraHu3yeT OOCYXJAEHHE ITOW TEMbl, BBICTyHAas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTAa M HKCHEpTa y4eOHO-TIO3HABATEIBHOM JesTeIbHOCTH
00ydJaromerocs.

W3yuenne qUCUUIUIMHBI (MOYJIsI) BKIIOYAET CAMOCTOSTEIbHYIO paboTy 00yUaromnerocs.

OCHOBHBIMU BUJaMH CaMOCTOSITEILHOM PabOThI CTY/IEHTOB C Y4acCTHEM IpernoaBaTesiei
ABIISIOTCA:

* TEKYIIHE KOHCYJbTallUH;

* KOJUIOKBUYM Kak (popMa KOHTPOJISE OCBOEHHUS TEOPETUUECKOTO CO/IEPIKAHUS TUCIIUITIINH:
(B yachl KOHCYJIbTAUH, IPEAYCMOTPEHHBIE YUEOHBIM ILJIAHOM).

OCHOBHBIMHU BH/IaMU CAMOCTOSITENILHON PaOOThI CTYACHTOB 0€3 yyacTus IpernoiaBaTeneit
ABIISIOTCS:

* (hopMupoOBaHKE U YCBOCHHE COACP)KaHUS KOHCIIEKTA JICKIMI Ha 6a3e peKOMEH/I0BaHHOM
JIEKTOpPOM Y4eOHOH JuTepaTypbl, BKJIOYas HHGPOpPMAIMOHHbIE OOpa30BaTeIbHBIE PECYPCHI
(371eKTpOHHBIE y4eOHUKH, SJIEKTPOHHbIE OMOIMOTEKH U Jp.);

* CaMOCTOSITENIbHOE H3yY€HHUE OTIENbHBIX TEM WM BOMPOCOB IO Yy4yeOHUKAM WIIU
y4eOHBIM MTOCOOUSIM;

* HanucaHue pedeparos, JOKIIAJI0B;

* IOATOTOBKA K CEMUHApaM.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOT M, HCIIOJIb3YEeMBbIX IIPH OCYIIECTBJICHHHU
00pa30BaTeJbLHOI0 MPOLECcca Mo AUCHUILINHE (MOYJ/II0), BKJIIOYasi NlepeYeHb
NMPOrpaMMHOI0 o0ecrnedeHnst

B yuebHOM mporiecce uCnonib3yeTcs cleayroliee MporpaMMHOe 00ecTICUeHHE:
—7-Zip,
— MS Office,



— Adobe Acrobat Reader_11,
— Koncynprantlnroc: Bepcus [Ipod - nadopmarmonHas cripaBodHas CUCTEMa,
— TI'apanTt mnardopma F1 7.08.0.163 - nundpopmanronHas cupaBodHasi CUCTEMA,

11. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAMMOM JISl OCYIIeCTBJICHMSI
00pa3oBaTe/ILHOIO MPoIecca Mo AMCUUILIHHE (MOIYJII0):

B yueGHOM mpoliecce UCoab3yeTces cieaytomiee 000pyI0BaHueE:
— IlomenieHus 1151 CaMOCTOSITENILHOM pabOThI, OCHAILIEHHBIE KOMIIBIOTEPHOM TEXHUKOM €
BO3MOKHOCTBIO MOKIIIOUEHUS K ceTH "MHTepHeT" 1 00ecnieueHreM J0CTyIa B JJIEKTPOHHYIO
nH(OPMAIIMOHHO-00pa30BaTEIBLHYIO CPENY BY3a,
— YueOHble ayTUTOPUU 7Sl IPOBEACHHUS: 3aHATHH JIEKIIMOHHOTO TUIIA, 3aHATUIH CEMUHAPCKOI0
TUIIA, MPAKTUYECKUX 3aHITHIA, BBITIOJHEHHS KYPCOBBIX PabOT, IPYNIIOBBIX M HHIUBUIYATBHBIX
KOHCYJIBTALINH, TEKYILIEr0 KOHTPOJIS U IPOMEXKYTOYHOM aTTECTAllUH, YKOMILJIEKTOBAHHBIE
CHeHaIN3UPOBAHHON MEOEIIBIO0 U TEXHUYECKUMU CPEACTBAMU 00YUYEeHMS,
— Habops!l 1eMoHCTpanimoHHOTO 000pyI0BaHuUs U Y4eOHO-HATJISAHBIX TOCOOU



