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Pabouast mporpaMmMa JUCITUTUIMHBI COCTABJICHA B COOTBETCTBUM ¢ DeepaibHBIM TOCy1ap-
CTBEHHBIM 00pa30BaTeILHBIM CTAHIAPTOM BBICIIIETO 00pa30BaHUS IO HAMMPABICHUIO MO/
rotoBku 38.03.04 [NocynapcTBeHHOE MYHUITUTIAILHOE YIIPABICHUE

IIporpamMmmy cocTaBHII:
JlotieHT Kadeapsl SKOHOMUKHA U MEHEHKMEHTA, @&/
KaHJI. TICUXO0JI. HAYK, JOLI. ' N.N. Ceparok

26 anpens 2019 r.

Pabouvast mporpamMma JUCIMIUTMHBI yTBEPKIeHA Ha 3aceIaHuy KadeIpbl SKOHOMUKH U Me-
HE/DKMEHTA
26 anpens 2019 r. mpotokon Ne 8

Kels

N.o0. 3aBeayroniero kadenpoil, 1-p SKOH. HAyK, JOII. E.B. Kopomntox

VYTBepkieHa Ha 3ace/laHnK YueOHO-MeToanIeckoi komuccuu prmana mo YI'H «Dxonomuka
Y yTIPaBIICHUE»

26 anpens 2019 r. nporokon Ne 6

[Ipeacenarens YMK ¢umana no YI'H «OkoHomuka [)/

Y yIPaBJIEHUE», KaH/I. JKOH. HAYK, JIOLL. ’ M.I'. UmaHoBa

26 anpens 2019 . |

Penenzentnr:

K.K. Yapaxusix, npodeccop kadeapsl S5KOHOMUKH B MeHekMeHTa punuaina DT'BOY BO
Ky6I'Y B r. ApmaBupe, I-p 9KOH. HayK, JOII.

M.B. Mutoga, gupexkrop OOO «LleHTp 0Ka3aHHsI KOHCAITUHIOBBIX YCIYT»



1. IEJIM U 3AJTAYU U3YHEHUSA JTUCIUITIJIMHDBI

1.1. eanb ocBOeHUST TUCHHUILIHHDI:

pUOOpEeTeHUE CTyICHTaMU TEOPETHYECKUX 3HAHUHN B 00JIaCTH JOKYMEHTAI[MOHHOTO 00ECTIeYeHUs
yIpaBJICHUs, 03HAKOMJICHUE C BUJIAMH JIOKYMEHTOB, UCIIOIb3YEMBIMH B JICSITCILHOCTH OPTaHU3AI[Mi U OPraHOB
BJIaCTH, HOJIyLICHI/Ie HpaKTI/I'-IGCKI/IX HABBIKOB 110 CO3IaHHUIO U 06pa6OTK€ 9TUX I[OKYMCHTOB.

1.2. 3agauu AUCHMIIINHDL:

— O3HAKOMHTDH CTYACHTOB C OCHOBAaMH JIEJIONPOU3BOJICTBA U JOKYMEHTOO0OPOTa, ¢ OCOOEHHOCTSIMHU 3a-
IIUTHI CITY)KEOHOU M KOH(UICHIIMAILHON WH(OpMAIIMU, 00SCIIEYeHUSI OTKPBITOTO JOCTYIIA TPaXaaH K HHPOP-
Maluu B COOTBETCTBHH C MOJIOKEHUSIMHU 3aKOHO/1aTEIbCTBA;

— copMUpPOBaTh YMEHHUE BECTH JCIOMPOU3BOACTBO M JOKYMEHTOOOOPOT B OpraHax rocyAapCTBEHHOU
Bractu Poccuiickoit deneparuu, opraHax rocyJapcTBEHHON BiIacTH cyObekToB Poccuiickoit deneparuu, op-
raHax MECTHOTO CaMOYIPAaBJIEHHUS, TOCYJAPCTBEHHBIX M MYHUIMMNAIbHBIX HPEANPUATUIX U YUPEKICHUSX,
HAy4YHBIX U 00pa30BaTEIbHBIX OPraHU3AIMIX, TOJIUTUYECKUX MApTUSIX, OOIIECTBEHHO-TIOTUTHYECKUX, KOMMEp-
YECKUX U HEKOMMEPUYECKUX OpTraHU3alMIX;

— HAYYUTh CTYJIEHTOB OPHUEHTUPOBATHCS B CUTYAlUsIX, TPEOYIOUIMX H3/IaHUS COOTBETCTBYIOIIUX JIOKY-
MEHTOB.

1.3. MecTo AuCUMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa30BaTe/ibHON NPOrpaMMbl

JlaHHas TUCLUIUIMHA OTHOCUTCS K 06a30Boii yactu biioka 1 «/ucuumuimyel (Moayn)» ydeOHOro IiaHa.

Kypc «OcHOBBI 1€701IpOU3BOICTBA U IOKYMEHTOO00POTa» ABJIAETCS 0a30BBIM KypCcOM i BCEX, KTO IO-
JTy4aer oOpa3oBaHKE yIpaBlIeHIa, COOTBETCTBYIOIIEE MEKAYHAPOIHBIM CTaHJapTaM.

Jucuunnuza «OCHOBBI 1€JI0NPOU3BOICTBA U TJOKYMEHTOOOOPOTa» HAXOJIUTCS B JIOTUYECKOU U COJepKa-
TEJIbHO-METOJUUECKOM B3aMMOCBSI3U C APYrMMH YacTIMU OCHOBHOI 00pa3oBaTelbHOI MporpamMmbl U 6a3upy-
€TCsl Ha 3HAHMSIX, [TOJIYYEHHBIX MPU U3YyYEHUH TaKUX JUCUUIUIMH, Kak: «Teopus ynpasinenus», «Teopus opra-
Hu3auun», «OCHOBBI TOCYIapCTBEHHOIO U MYHUIMIAIBHOIO YIpaBieHUsm», «OCHOBBI yIPaBICHUS MEPCOHA-
nom». Habop 3HaHMI W yMEHUi, COCTOUT B IOHUMAaHUH IOPUINYECKON CHIIBI JOKYMEHTOB, SKOHOMUYECKUX ac-
IIEKTOB OpPTraHU3alMK AEIONPOU3BOICTBEHHBIX CIYXO, ClIEU(PHUKU JOKYMEHTALUHU, POJIM KOMIBIOTEPHBIX TEX-
HOJIOTUH B paboTe ¢ JOKYMEHTaMH.

[Tonmy4yenHsle B mpouecce oOydeHHsI 3HaHUS MOTYT OBITh MCIIOJIb30BAaHbl MPU U3YYEHHUU TAKUX TUCIIH-
IUTMH, KakK: «YTpaBiieHue npoektaMm», «IIpoekTHas 1eTeIbHOCThb B YIIPaBICHUI.

Taxxe ocBoeHUE TaHHON TUCHMILIMHBI ABISETCS HEOOXOIUMON OCHOBOM ISl MOCJIEAYIOIIETO BBITOJIHE-
HUs pedepaToB U MOATOTOBKE K TOCYAAPCTBEHHOM UTOTOBOM aTTeCTalUH.

1.4. llepevyenb MJIaHNMPYeMbIX Pe3yJIbTATOB 00yYeHHs MO AMCHUILINHE (MOAYJII0), COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00Pa30BaTeIbHON NMPOrPaMMbl

W3ydeHnne naHHON TUCIUIIMHBI HaMpaBleHO Ha (OpMUPOBAHKE y O0yUaronmxcs oomenpodeccuonab-
"Hout kommerenmn: OITK-1.

HNupexc Conepxanue B pesynbprare uzydeHust yueOHON AUCIUILIMHBI
KOMIIE- | KOMIETEHLUH (Wiu €€ 00yyYaromuecst T0HKHBI
TEHIIUU ‘-IaCTI/I) 3HAThb YMETH BJIAaJ€Th
OIIK-1 BnageHnue HaBbIKaMu | — OCHOBHBIE HOpMa- — UCIOJIb30BaTh OC- — HaBBIKaMH IOUCKA
ITIOHCKa, aHajlM3a ¢ | TUBHO-IIPABOBBIC J0- HOBHBIC ITOJIOKECHUA JOKYMCHTOB;,
UCIIOJIb30BAaHNS  HOP- | KyMEHTHI; HOPMAaTUBHO-IIPABOBBIX | — HABBIKAMHU dJIe-
MAaTUBHBIX MW IIPaBO- | — HOPMAaTUBHO- AKTOB Ha INPAaKTHKE; MCHTApPHOI'0 aHajin3a
BbIX JIOKYMEHTOB B | IPaBOBBIE JOKYMEHTBI | — HAXOJUTh U UCIIOJIb- | HOPMATHUBHO-
cBOEH npodeccuo- | B cBOeH eaTeabHO- 30BaTh HH(GOPMAIIMIO, | MPAaBOBBIX JOKYMEH-
HaJIbHOM  JAESTENBHO- | CTH, HEOO0XO0AUMYIO ISt TOB;
CTH — YPOBHHU HOPMATUB- | OpPUECHTUPOBAHUA B — HaBBIKAMU aHAJIN3a
HO-TIPaBOBOTO PETY- KOHKPETHOU TEKyIleH | CIEelMaIbHOM JIuTe-
JIUPOBAHUS XO035ii- npobieme; paTypbl, pa3paboTKu
CTBEHHOMU JIEATENIBHO- | — aKTUBHO M10JIb30BaTh- | OCHOBHBIX pacrnops-
CTH PA3JIMYHBIX CYOb- | Cd DKOHOMHUYECKUMH U | AUTENIBHBIX JTOKY-
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3HAHUSIMH, METOJIaMHU
SKOHOMMYECKOTO HC-
CJIeZIOBaHUS, IPHMeE-
HSTh UX K PEIICHUIO
IIpaBOBBIX NPOOJIEM B
npodeccuoHaTbHON
NEeSTeIbHOCTH U pabo-
TaeT ¢ nH(OPMAaLIUOH-
HO-TIPAaBOBBIMHU CUCTE-
MaMHu

Nupekc Conepxanue B pe3ynbrare nzyueHus: yaeOHON AUCHUTIIMHBI

KOMIIe- | KOMIETeHUUHU (Wiu eé 00yJaronuecs TOJKHBI

TEHIIUN YacTH) 3HATH yMeTh BJIA/IETh
€KTOB COLIMOJIOTHYECKUMU MEHTOB

2. CTPYKTYPA U COAEP)KAHUE JUCIIUITJIMHBbI

2.1 PacnipeaesieHre TPYA0EMKOCTH JUCHHUILIMHBI IO BHAaM padoT

OO6ri1as Tpy10EMKOCTh AUCIMIUIAHBI cocTaBisieT 3 3ad.ei. (108 yacoB), Mx pacmpezeneHue Mo BUIaM pa-

00T mpencTasieHo B Tabmuue (s ctyaentos 300).

Bun yuebnoit paboTbl Bcero Cemectpbl
4acoB (dachn)
5 6

KonTakTHasi pa6oTa (Bcero), B TOM 4HcCJI€: 8,3 4 43
AyauTOpHBIE 3aHATHS (BCEro): 8 4 4 -
3aHsATUA JTEKIIMOHHOTO TUTIA 4 4 - -
JlaBGoparopHble 3aHATHS - - - -
3aHATUS CEMUHAPCKOTO TUTIA (CEMHHAPHI, TPAKTHYECKUE 4 i 4 i
3aHSATHS)
HNuas koHTaKTHas1 padoTa (Bcero): 0,3 - 0,3 -
KonTpons camoctositensHoi padotsl (KCP) - - - -
ITpomesxyrounas arrecrauus (MKP) 0,3 - 0,3 -
CamocrosiTejibHas pa6oTa (Bcero), B TOM YHcJIe: 91 32 59
ITpopaboTka yueOHOro (TEOpPETHIECKOro) MaTepraa 30 12 18 -
BeinonHeHue WHAMBHTyaIbHBIX 3a7aHUH (BBITIOJTHEHUE 31 10 91 i
yIpaXHEHUH U 3a/1a4)
IloaroroBka K TEKylemMy KOHTPOJIIO 30 10 20 -
KoHTpoJib: 8,7 - 8,7
IToaroroBka K 3K3amMeHy 8,7 - 8,7
OO0mas Tpy10eMKOCTh yac. 108 36 72 -

B TOM YK CJIe KOHTAKTHASA 8.3 4 43 i

paboTa

3a4. ef 3 1 2 -

2.2 CTpyKTypa AMCUMIIIMHBI

Pacnipenenenue BuoB yueOHOM pabOTHI M MX TPYIOEMKOCTH TI0 pa3zesiaM TUCIUATIITUHEI.
Pasnenbl quCHMIUIMHBL, U3ydaeMble B 5, 6 cemecTpax (3aouHas popma).




KonnuecTBo yacos
AynuropHas Breay -
Ne HanmenoBanue pasznenos TOpHast
Bcero pabota pabora
JI 113 JIP CPC

1 OCHOBHBIE OHATHUS TOKYMEHTOBEICHUS 16 2 14
2 | Opraauszanus TOKyMEeHTO000poTa 16 2 14
3 | Knaccudukanus 10KyMEHTOB 16 2 14
4 Opranu3aloOHHO-PACIOPAIUTEIBHBIE TOKYMEHTHI 18 18
5 | CnpaBouHO-UH(POPMALIMOHHBIE JOKYMEHTHI 17 17
6 JIOKYMEHTBI 110 TUYHOMY COCTaBY 16 2 14
Hmoeo no oucyunnune: 4 4 91

2.3. Conep:xanue pa3ieoB IUCHUILIAHBI
B nanHOM moppaszerne mpuBOIUTCS OMUCAHUE COACPKAHUS JUCIUILUIMHBI, CTPYKTYPUPOBAHHOE TI0 pa3jie-
JaM, ¢ yKa3aHHEM IO KaKIIOMY paszaeny (OpMbI TEKyIIero KOHTPOJs: B — BOMPOCH! Jisl YCTHOTO Oompoca; 3 —

YIIPpA)KHCHUS U 3aJa1U; T — TecThl.

2.3.1 3aHsATHA JeKINOHHOI0 THIIA

®opma
Ne HaumenoBanue paznena Coneprxanue pasjena TEKYIIETO
KOHTPOJIA

OcHoBHBIE 0a30BbIC MOHATHS U TEPMUHBI JOKYMEHTOBE/IE-
Hus. JlemonpousBonactBo. JlokyMeHTalmoHHOE obecreue-
Tema 1. OcHoBuble oHsTUs | HUE yrpaieHus (JOVY). JlokymentupoBanue. [JoxymeH-
JIOKYMEHTOBE/ICHUS Toobopot. Jlokyment. Uudopmanus. OyHKuuu AOKYMEH-
ta. Opranuzanus paboTsl ¢ AokymMeHTamHu. CHUCTEMBI J0-
KyMEHTAIUH.

Cucrema nokyMeHTO000pOTa B opranu3aiuu. Peructpa-
LU TOKyMEHTOB. biianku g1okymeHToB. TpeboBaHus K co-
cTaBy pekBu3UTOB. O0IIME TpeOoBaHMS K 0OPMIIEHHUIO
Tema 2. Opranuzanus 1o- PEKBU3UTOB. AHAIHN3 TI0KyMEHTO000poTa. MeTo b1 co-
KyMEHTO000poTa BEPILIEHCTBOBaHUS JOKyMeHTooOopoTa. PaboTa ¢ koH(pu-
JIeHLIMAIbHBIMU JOKyMeHTaMH. KoMnbloTepHbIe TeXHOIIO-
THH B JETONPON3BoIcTBE. KOHTPOIH MCTIONHEHHS TOKY-
MEHTOB.

2.3.2 3aHATHS CeMHHAPCKOI0 THIA

®dopma
No HaumenoBanue pasnena TemaTuka MpakTUYECKUX 3aHATHN (CEMHUHAPOB) TEKYIIETO
KOHTPOJIS

1. Homenknarypa genn.

2. YHudumupoBaHHAS cHCTEMa OpraHu3aIMOHHO-
pacniopsiautenbHoi JokymenTauu (Y COP/I).

Buabl 10OKyMEHTOB.

Kpurtepun knaccudukanuii JOKyMEeHTOB.

Paznuunbie kmaccudukanuu JOKyMEHTOB.

I'OCT P 6.30-2003.

JIOKyMEHTHUPOBaHHE YIIPABIECHYECKOHN AESITEIbHOCTH.
Opraau3anoHHO-PaCTIOPSIIUTEIbHBIE JOKYMEHTHI.
CrnpaBouHO-UH(DOPMAIIMOHHBIE JOKYMEHTHI.

Tewma 3. Knaccuduxarnms

3,T
JTOKYMEHTOB ’

©CoN O~
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®dopma
Ne HanmenoBanue paszneina Temaruka NpakTUYECKUX 3aHATHH (CEMUHAPOB) TEKYILIETO
KOHTPOJIS

10. JIokyMeHTBI IO TUYHOMY COCTaBY.

1. Tlpuka3 no JUYHOMY COCTaBY.

2. Odopmiienne KaJapoBbIX MPUKA30B, BBIMHUCKA U3 MPHUKa-
3a.

3. 3asBneHue.

4. AmroGuorpadus.

5. XapakTepucTuka.

6. Odopmienue 3asBieHus, aBTOOMOrpaduu, XapakTepu- 3, T
CTHKHU.

7. Pesrome.

8. Odopmiienue pesrome.

9. TpynmoBast KHHXKKA.

10.TIpaBuna opopMiICHHS TPYIOBBIX KHHUKEK.
11.Cucrema XxpaHeHHUsl JOKYMEHTOB 10 JJMYHOMY COCTaBY.

Tema 6. JIokyMeHTHI 110
JMYHOMY COCTaBYy

2.3.3 JIaGopaTopHbIe 3aHATHS
Jlabopamopnvie 3aHamus He npedycmMompeHul.

2.3.4 IlpumepHasi TeMaTHKA KypPCOBBIX padoT
Kypcoesvie pabomel ne npedycmompenbi.

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00ecIeYeHUs JIA CAMOCTOSATEIbHOI PadoThl 00yUYaloIIUXCsl
10 AUCHUILIMHE (MOAYJII0)

HepequL y‘I66HO-M6TOI[I/ILICCKOFO obecreueHus JHUCLHMITIIIMHBI I10 BBIIIOJI-

No Bug CPC .
HEHHIO CaMOCTOSTEIBHON pabOThI
[TpopaboTka yueGHOTO
1 | (reopermueckoro) mare- | CamocrosTenbHas paboTa CTyACHTOB: METOJMYECKUE PEKOMEH IAllHH
puana 1utst OakanaBpoB HampasieHus nmoarotoBku 38.03.04 T'ocympapcTBeHHOE

MYHUIIUIAJIHEHOE aBJIeHHE, YTBEPKICHHBIE Kadheapoil DKOHOMUKH U
[ToaroToBka K TeKylemy v ynip » YTBED (benp

2 meHemkMenTa (mpotokost Nel or 30.08.2018 .)
KOHTPOJTIO
[TucbMeHHBIE paOOThI CTYICHTOB: METOMUECKUE PEKOMEHIAINH JIJIS
3 Breimonnenue ynpaxkHe- | 6OakanmaBpoB HampasiieHus moarotoBku 38.03.04 T'ocynapcTBeHHOE My-
HUI U 337124 HUIMITAJIBHOE YIIPaBJICHUE, YTBEPKICHHbBIE KaQeIpoii SKOHOMUKH U Me-

HepkMeHTa (mpotoko Nel ot 30.08.2018 1.)

VY4eOHo-MeToInYEeCKHEe MaTepUalbl AJIsl CAMOCTOSITENIbHOM pabOThl 00Yy4arOIIKXCs U3 YMCIa HHBAJUAOB U
JIMII ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3710poBbs (OB3) npenocraistores B popmax, aJalTUPOBAHHBIX K
OTPaHUYEHUSM UX 3/I0POBBS U BOCIIPUATHS HHPOPMALIUH:

JUia nu1 ¢ HapyIIEHUSIMH 3pEHU:

— B MleyaTHOU (hopme yBeIMUEeHHBIM HIPU(TOM;

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIst AL ¢ HapyIEeHUsIMH CITyXa:

— B I1e4aTHOH (hopme;

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA.

JUig au1 ¢ HapyLIeHUSMH OIIOPHO-JBUTATEIBHOTO anmapara:

— B TIeYaTHOU (opme;

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TIepedeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTUHI'€HTa 00y4JaroluXxcsl.

3. OBPA3OBATEJIBHBIE TEXHOJIOT' T



B mporiecce n3ydeHus: AUCIUTUIMHBI 3aHATHS JIEKIIMOHHOTO THUTIA M 3aHSTHSI CEMHHAPCKOTO THIIA SBIISIOT-
cs Bexymmmu (popmamu 00ydeHHs B paMKax JIGKIIMOHHO-CEMHUHAPCKOM 00pa30BaTEIbHON CHCTEMBI.

B yueOHOM mporiecce UCTIONB3yIOTCS CIEAYIOINE 00pa3oBaTeIbHbIC TEXHOIOTHH:

— TEXHOJIOTHS MPOOJIEMHOTO OOYYEHUs: TOCIIEA0BATEIbHOE M IIEJICHAIPABICHHOE BBIIBUKCHUE IEPE]
CTY/ICHTOM TIO3HABATEJILHBIX 3aJ1a4, pa3pelias KOTOPbIe CTYJACHThI aKTUBHO YCBaWBAaIOT 3HAHUS;

— TEXHOJIOTHS PAa3BHBAIOIIETO OOYUYCHHS: OPHEHTAIMS YIeOHOTO Mpolecca Ha MOTSHIUAbHBIC BO3MOXK-
HOCTH YEJIOBEKA M UX PeaH3alHIo;

— TexHonorus auddepeHIupoBaHHOrO 00yUYEeHHS: YCBOGHHE NMPOTrPaMMHOI0 MaTepualia Ha pa3iIHYHBIX
TUTAHUPYEMBIX YPOBHSX, HO HE HIKE 00513aTeIbHOTO;

— TEXHOJIOTHSI aKTUBHOTO (KOHTEKCTHOT'0) O0yUYCHHS: MOACITHUPOBAHHUE MTPESIMETHOTO U COLUAIBHOTO CO-
nepxaHus Oyaymiei mpodeccnoHaIbHOM NeATeTbHOCTH.

Taxke Mpu OCBOCHHH JWCIHUILIMHBI B Y4eOHOM TPOIIECCE UCIONB3YIOTCS aKTUBHBIC M WHTEPAKTHBHBIC
(B3ammopelicTByomIHe) (OPMBI IPOBEICHUS 3aHIATUH.

Jlnist Il ¢ OrpaHHUYEHHBIME BO3MOXKHOCTSIMU 3/I0POBBSI TIPEIYCMOTPEHA OpraHM3alusl KOHCYJIbTAlUN C
MCTOJIb30BAHUEM IJIEKTPOHHON TIOYTHI.

4. OHEHOYHBIE CPEACTBA JJISA TEKYIIEI'O KOHTPOJISA YCIIEBAEMOCTHU U
MMPOMEXYTOYHOM ATTECTALIIUA

4.1 DoHJ 01LIEHOYHBIX CPpEaACTB AJisl MPOBEACHUA TEKYILICI0 KOHTPOJIsA

@OH/T OIICHOYHBIX CPECTB M0 AUCIUILTHHE 0(hOPMIIEH KaK OTAEIbHOE MPUIIOKEHNE K paboueii mporpam-
Me.

IIpumepHbIe BONPOCHI VI YCTHOTO 0IIpoca

Tema 1. OcHOBHBIE NOHATHS JOKYMEHTOBEICHUSI
KakoBbl 0OCHOBHBIE 0a30BBIE TIOHATHS U TEPMHHBI TOKYMEHTOBEICHUS ?
B 4yem cyTh nenonpounsBoacTea’?
Urto 03HavaeT JOKyMEHTAllMOHHOE 0OeciiedeHne yrnpaBieHus /
Yro Takoe JOKYMEHTUPOBaHUE?
Uto Takoe TOKyMEHTOOOOPOT?
Yro Takoe JOKYMEHT?
KaxoBa 3HaunMocTs nndopmaruu?
KakoBsl (pyHKIIMM JOKyMEHTa?
. B uem 3akirouaercs cyTh Opranuszanuu paboThl ¢ TOKyMEHTaMu?
10 KaxoBbI cuCTEMBI TOKYMEHTALUH?

CoNR~LNE

IIpnMepHbIe ynpaKHeHUs U 32/1a4U

Tema 3. Kiaccnpukanus 10KyMeHTOB
Omnpenenure, B 4eM 3aKJIIOUAIOTCS 001Me TPeOOBAaHUS K YHU(PUKALUU JOKYMEHTOB.
[Tepeuncnure Bce BUIbI JOKYMEHTOB U YKaKUTE, IO KAKMM IPU3HAKaM OHU KJIaCCUPHUIMPYIOTCA.
Konkperusupyiite 0coOEHHOCTH OpraHu3alyu AeI0IPON3BOJICTBA.
CocraBbTe onucs aena.
ITosicHuTe equHbIe MpaBUiIa JOKYMEHTUPOBAHHUS YIIPABICHYECKNX JACHCTBUM.

agrownE

IIpuMepHBbIE TECTbI

Tema 3. Kinaccupukanusi 10KyMeHTOB
1. CoBMeCTHBIH JOKYMEHT HECKOJIbKHX OPraHu3anui opopmisiercs:
a) Ha OJlaHKe OJHOW U3 OpPTaHHU3alINA;
0) Ha cOBMECTHOM OJIaHKe BYX M 00Jiee OpraHn3alui;
B) Ha yrcTOM OsaHke popmara A4;



T') Ha OJ1aHKE BBIIIECTOSIICH OpraHU3aInH.

2. llpu cocTaBIeHUH CIY:KeOHBIX JOKYMEHTOB BbIIEP:KMBAIOT CTHJIb:
a) HaAy4YHBIH;

0) IuTepaTypHBIi;

B) MyOJUIIUCTUYCCKUIA;

T') OUITHATEHO-1eJI0BOM;

1) pa3rOBOPHO-0OMXOTHBIM.

3. B Tekcrax ciy:KeOHbIX IOKYMEHTOB He J0/IKHbI HCNOJIb30BATHCS:
a) HEOJIOTU3MBI,

0) cienuanbHbie (HPa3eoTOrUu3MBbI;

B) apXau3Mbl;

r) 00pa3HbIe (Ppa3eosOrH3MBbI.

4. TekcTbl C1y:KeOHBIX JOKYMEHTOB HMEIOT CJIeYIOIIHe XapaAKTePUCTUKM:
a) JOCTOBEPHOCTh MH(POPMALINH;

0) cyObeKTHUBHAsI OLICHKA;

B) MHOTO3HAYHOCTb;

') apryMEHTUPOBAHHOCTH;

1) HEUTPaJIbHBIN TOH U3JI0KEHUS.

5. K ynnpuuupoBaHHBIM TEKCTAM OTHOCATCH:

a) Tpadaper;

0) repevcHb;

B) CIIHMCOK;

r) TabIuIa;

1) aHKEeTa.

6. @opmyasap-o0pa3el] JOKYMEeHTA NpeACcTABJIsIeT cO00ii:

a) MaKkeT OJIaHKa JJOKYMEHTA, MOATOTOBICHHOTO K U3AaHUIO THIIOTPAPCKUM CIOCO00M;
0) oOpaszer 61aHKa JOKYMEHTA;

B) CXEMY PacCIOJI0KEHHUS BCEX PEKBU3UTOB JIOKYMEHTA;

r) oOpa3zel] KOHKPETHOTO BUa JOKYMEHTA.

7. IleyaTh HA IOKYMEHTAX MPOCTABJSETCH:

a) Ha JTF0O0M CBOOOHOM MECTE;

0) Ha PEKBU3UTE «IIOJIITUCHY;

B) Ha PEKBU3UTE «HAMMEHOBAHUE JOHKHOCTH PYKOBOIUTEIS;

T') Ha IOMETKE «MECTO JIJIS TIeYaTh».

8. 3aro/10BOK K TEKCTY MOKHO He COCTABJIATh:

a) Ha JoKyMeHTax (opmara AS;

0) HA TOKYMEHTAaX, COCTaBJICHHBIX Ha OJJaHKAX JIOJKHOCTHOTO JIUIIA;

B) Ha COBMECTHBIX JJOKYMEHTaX;

I') Ha JOKyMeHTax gopmara A3.

9. MartepuaJbl, npeIHa3HAYEHHBIE /15 HEOTPAHUYEHHOT0 KPyra Jul, — 3T0:
a) HH(POPMAaLIMOHHBIE PECYPCHI;

0) uHpOpMaIMOHHBIE TPOAYKTHI;

B) MaccoBas nuHpopmanus;

I) Iu4Has uHGoOpMaIus.

10. Bu3bl Ha JOKYMeHTAX NPOCTABJISAIOTCS:

a) Ha HIDKHEM TI0JIe TIEPBOTO JINCTA MOTHHHUKA JIOKYMEHTA,

0) Ha MOCJeIHEM JINCTE TIOJTMHHUKA IOKYMEHTA HUKE PEKBU3HUTA IIOIHCHY;
B) Ha TIEPBOM JIFICTE BTOPOTO IK3EMIUTIPA JOKYMEHTA;

T') Ha TIOCJIEIHEM JINCTE TIO/UTMHHHUKA IOKYMEHTA HUKE PEKBU3UTA TEKCT.

1.

4.2 ®oHJ OLICHOYHBIX CPEACTB s MPOBeJICHUs MPOMEKYTOUYHOM aTTecTAlNU

BOl'[pOCbI JIS MOATOTOBKH K 3K3aMECHY

OcHoBHBIE 0a30BEIC TTIOHATHS U TEPMHHBI JOKYMCHTOBCICHH .

2. Jlenompou3BOJICTBO.
3. JloxymeHTarmonHoe obecnieuenue ynpasiaeHus (JIOVY).

8



JIoKyMeHTHUpOBaHUE.
JIoKyMeHTOO0OOPOT.

JloKyMeHT.

WNudopmanusi.

OyHKIUN TOKYMEHTA.

Opranu3zanus paboThl C TOKyMEHTaMHU.
CucTeMbl TOKYMEHTAIIUH.

. Cucrema JOKyMEHTOOOOpOTa B OpraHU3aIINH.

Perucrpanust 10KyMeHTOB.

biraHKM TOKYMEHTOB.

TpeOoBaHMsI K COCTaBY PEKBU3UTOB.

OO6ure TpeboBaHUsS K 0(hOPMIICHUIO PEKBU3HUTOB.
AHanmu3 10KyMEeHTO000pOTa.

Mertoab! COBEpIIEHCTBOBAHUS IOKYMEHTO00OPOTA.
Pabora ¢ koH(pUICHIIMATBHEIMU TOKYMEHTaMHU.
KoMIbIoTepHbIE TEXHOIOTUY B JCIONPOU3BO/ICTBE.

. KoHnTponb ucnonHeHus JOKyMEHTOB.
. Homenkiarypa nen.
. YHubunupoBaHHas CUCTeMa OpraHU3alMOHHO-pacnopsaauTenbHoil nokymentanuu (Y COP/I).

Buapl 10KyMEHTOB.
Kputepuu knaccudukanuii JOKyMeHTOB.

. Paznmunbie xnaccudukanmyu JOKYMEHTOB.

. TOCT P 6.30-20083.

. JlokymeHTHpOBaHUE YIIPABICHYECKON AEATEIBHOCTH.
. Opranu3anMOHHO-PacIOPSAUTENbHBIE JOKYMEHTHI.

CrpaBouHO-HH(DOPMAIIMOHHBIC JOKYMEHTHI.

. JIOKYMEHTBI 110 INYHOMY COCTaBYy.

. XapaKTepUCTHUKA OPraHU3alMOHHO-PACIIOPAIUTENBHON TOKYMEHTALUU.

. MHCTpyKLIMK, periaMeHTUPYIOLIUe TOPAJOK BHIIOIHEHUS KaKoro- 1100 mpoliecca.
. J10JKHOCTHBIE HHCTPYKIIHH.

CocraBneHue JOJIDKHOCTHBIX HHCTPYKHHﬁ.

. Odopmienue opraHu3alMOHHO-PACTIOPATUTETHFHON TOKYMEHTAIIUH.
. IIpuka3 mo OCHOBHOH AESTENbHOCTH.

. Beimucka u3 npukasa.

. IlocranoBnenus.

. Pacnopsxenusi.

. YKa3zaHusl.

. XapakTepucTuKa CpaBoOvYHO-UH(OPMAITMOHHBIX JOKYMEHTOB.
. AKT.

. IIpoTokou.

. JloknagHas u cioykeOHas 3amucka.

. ITucemo.

. Crpaska.

. IIpuem u 06paboTka BXOAAIINX JOKYMEHTOB.

. Pabora c anekTpoHHOI TOKyMEeHTalHeH.

. PaccmoTpenune 1oKyMeHTOB pyKOBOCTBOM (PE30JTFOITH).

. Pabora ¢ ucxoasmumMu T0KyMeHTaMH.

. IIpuka3 mo JMYHOMY COCTaBY.

. Odopmnenne kaapoBbIX MPUKA30B, BEIKMCKA U3 TIPHUKa3a.

3asBIIeHHUE.

. ABrobuorpadusi.

. XapakTepucTHKa.

. Pesrome.

. Odopmnenue pesrome.

. TpynoBast KHMXKKa.

. IlpaBuna opopmieHHs TPyLOBBIX KHUKEK.



60. Cucrtema XxpaHEHHUS TOKYMEHTOB 110 TUYHOMY COCTaBY.
Kpurepuu onieHuBaHus 0TBETa HA JK3aMeHe

CryneHTsl 00s13aHBI CJaTh 9K3aMEH B COOTBETCTBHH C PAclUCaHUEM M Y4eOHBIM IJIaHOM. DK3aMeH 10
IUCLUUIUIMHE TIPECclIeAyeT el OLUEHUTh padoTy CTyIeHTa 3a KypcC, MOJyYeHHE TEOPETUYECKHX 3HAHHH, MX
MIPOYHOCTh, PA3BUTHE TBOPUYECKOTO MBIIUICHUS, TPUOOPETEHNE HABBIKOB CAaMOCTOATEIbHOU pabOThI, YMEHHE
MPUMEHSTH MTOJTyYCHHBIC 3HAHUS JIJIS1 pEIICHUS MPAKTHUECKUX 3a/1au.

Dk3aMeH - popma MPOMEKYTOUHOM aTTeCTalllH, B PE3yJIbTaTe KOTOPOTro 00yJaromuiics moay4aeT OleH-
Ky B YeThIpeXOanbHOM MmKaje («OTIMYHOY», «XOPOIIO», «YIAOBICTBOPUTEIBHO», «HEYIOBIETBOPUTEIHHOY). Oc-
HOBOM JUIsl OMpE/IeNICHUsI OLICHKH Ha HK3aMEHax CIY>KUT 00BbEM U ypOBEHb YCBOCHHS CTYACHTaMU MaTepuaina,
MPEYCMOTPEHHOTO paboueii MporpaMMOid TUCITUTLTAHBL.

HToroBas oneHKa y4yUTBHIBAET COBOKYITHBIE PE3yJIbTaThl KOHTPOJIA 3HaHUN. DK3aMEH MPOBOAMUTCA MO OU-
neraM B YCTHOH (opme B Buje onpoca. Conepxkanue Ounera: 1-e 3amanue (TeOpeTHdecKuid BOIpoc); 2-e 3aaa-
HUE (TEOpEeTUUYECKHUI BOMPOC); 3-¢ 3aanue (3amaqa).

O1neHKa «OTIUYHOY» CTABUTCS, €CJIM CTYACHT IIyOOKO M MPOYHO YCBOWJ BECh NMPOTPaMMHBIN MaTepual,
MCYEpIBIBAIOIIIE, [T0CIIEIOBATENILHO, TPAMOTHO U JIOTHYECKU CTPOHHO €r0 M3JIaraeT, TECHO YBSA3BIBAET TEOPUIO
C TIPAKTHUKOI; HE 3aTPYAHACTCS C OTBETOM IIPH BHIOM3MEHEHHUH 3a/IaHUsI, CBOOOIHO CIIPABIACTCS C 33a4aMH,
3aJJaHUSIMU U IPYTUMH BUJaMH [TPUMEHEHUS 3HAHUH, TOKA3bIBaeT 3HAHUS 3aKOHOJATEIbHOTO U HOPMAaTUBHO-
TEXHUYECKOTO MAaTepUajoB, NMPaBHJILHO OOOCHOBBIBAET IPHHATHIC DPEUICHHS, BIAJCET Pa3HOCTOPOHHUMHU
HABbIKAMU U TPUEMaMU BBIMIOJHEHUS MPAKTUYECKUX paldoT, OOHApYKUBAET YMEHHE CaMOCTOSTEIbHO 0000-
IaTh ¥ U3JIaraTh MaTepual, He JOMycKast OIIHUOOK.

OrneHKa «XOpoILI0Y» CTaBUTCS, €CIM CTYJAEHT TBEPAO 3HAET MPOTrpaMMHBINA MaTepuall, TPaMOTHO U MO CY-
IIECTBY M3JIaraeT €ro, He JOMYyCKAaeT CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BOMPOC, MOXKET MPAaBUIHHO
MPUMEHSTh TEOPETUUECKUE TMOJIO0KEHHS U BllaZieeT HeOOXOIMMBIMH HaBBIKAMU MIPH BBHITOJHEHUH MPAKTUYECKUX
3alaHUI

OneHka «yJI0BJIETBOPUTEIHLHOY» CTABUTCS, €CIIM CTYACHT YCBOWJI TOJIBKO OCHOBHOI MaTepuai, HO He 3Ha-
€T OTACNBHBIX JETaleH, JOMyCKAaeT HETOYHOCTH, HEAOCTATOYHO IPABUIIBHBIE (OPMYIUPOBKH, HAPYIIAET IO-
CJIEIOBATENILHOCTD B U3JIOKEHUHU IPOrPaMMHOTO MaTepHalla U UCIIBITHIBACT 3aTPYJHEHHS B BHIIOJHEHUH TIPaK-
THUYECKUX 3aJaHUM.

OrneHka «HEYIOBIETBOPUTEIHHOY» CTABUTCS, €CIU CTYIACHT HE 3HACT 3HAYUTEIbHONW YaCTH MPOTPaAaMMHOTO
MaTepuala, OMyCKaeT CYIIECTBEHHbIE OIMOKH, ¢ OOJBIIUMH 3aTPYJHEHHUSIMHU BBITTOJIHSAET MPAKTHUECKUE pa-
OOTBHI.

O1eHOUHBIE CPENICTBA JIJIs1 MHBAIMAOB U JIMIl C OTPAHMYSHHBIMHA BO3MOXKHOCTSIMHU 3JI0POBbBSI BBIOHMPAIOTCS
C YYETOM UX WHIUBUAYATbHBIX MCUXO()U3NIECKIX OCOOCHHOCTEH.

— TIpY HEOOXOIMMOCTH MHBAJIHJIAM | JIUTI]AaM C OTPAaHWYCHHBIMHA BO3MOKHOCTSIMH 370POBBSI IPEIOCTABIIS-
eTcs JONOJHUTEIbHOE BpeMs JUIsl TOATOTOBKH OTBETA Ha SK3aMEHE;

— TP IPOBEJICHUH TIPOIIETyPHI OLIEHUBAHHS PE3YIbTATOB O0YUYECHHUSI MHBAIUIOB U JIUI] C OTPAHUYCHHBIMA
BO3MOKHOCTSIMH 3/I0pOBbsI IIPElyCMaTPUBAETCSI UCIOJIb30BAHUE TEXHUUECKUX CPEJCTB, HEOOXOAUMBIX MM B
CBSI3U C UX WHAMBHyaTbHBIMH OCOOCHHOCTSIMU;

— IpU HEOOXOJUMOCTH JJIsl 00YYaroIUXcs ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMH 370pPOBbSl U MHBAJINI0B
npoIieTypa OIeHUBaHUS Pe3yJIbTaTOB O0YUYSHHS MO JUCIUTUIMHE MOXKET IPOBOJUTHCS B HECKOJIBKO ITAIIOB.

[Ipouienypa olieHMBaHUs PE3yabTaTOB O0yUEHUS] WHBAIHIOB U JIUIl C OTPAaHMYEHHBIMH BO3MOXKHOCTSMU
3I0POBBS 110 JUCIUIUIMHE (MOJIYIIIO) TIPeIycMaTpUBaeT MpeaocTaBieHne nHdopmauu B popmax, aganTupo-
BaHHBIX K OTPAaHUYEHUSM UX 3I0POBbS U BOCTIPUATHS HHPOPMAIUH:

JU71st TTT C HApYIICHUSIMH 3PEHHS:

— B mieyaTHOU popme yBeTHMUEHHBIM HIpU(TOM,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA.

J17is U1 ¢ HApYIICHUSIMH CITyXa:

— B TIeYaTHOU opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JI71st T ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO armapara:

— B I1e4aTHOM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN IepevYeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTUHTE€HTa 00yUYalOIIUXCsl.
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5. HEPEYEHDb OCHOBHOM ¥ JOMOJHUTEJbHOM YYEFHOM JINTEPATYPHI,
HEOBXOJINMOMU JJIs1 OCBOEHUA JUCHUIIJIMHBI (MO Y JIA)

5.1 OcHoBHas TuTEpaTypa:

1 TI'pozosa, O.C. Jlenmonpou3BoACTBO [DIEKTPOHHBIN pecypc]: ydeOHOoe mocodue mjis akaJaeMHIeCKOro
0akanaBpuata / O.C. I'po3oBa. — DnektpoH. naH. — M.: M3natensctBo FOpaiit, 2017. — 124 ¢. — Pexum nocty-
ma: https://biblio-online.ru/viewer/5F1C27F2-251B-4B74-BE78-AC06A5D30956/deloproizvodstvo#page/1

2 JlokyMeHTOBe/leHHe [ DNeKTPOHHBINA pecypc]: ydeOHUK U MPAKTUKYM I aKaJleMUYecKoro OakanaBpu-
ata / JI.LA. loponuna [u np.]; mox pen. JL.A. JloporuHo#. — DnektpoH. gan. — M.: M3garenscTBo HOpaiit, 2017.
- 309 c — Pexum  gocrtyma:  https://biblio-online.ru/viewer/D9B7BFC1-6B55-496C-973E-
B435FE7AFCB1/dokumentovedenie#page/1

3 Kysnenos, N.H. JlokymeHTannonHoe o0ecrieyeHne yIpaBiIeHUs U JACIONPOU3BOJICTBO [ DIEKTPOHHBIH
pecypc]: yueOnuk mns 6akanaBpos / M.H. Ky3neros. — Dnekrpon. nan. — M.: U3garensctBo HOpaiit, 2015. —
575 c. — Pexum  gmocryma: https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-
FCOFOD93A8AF/dokumentacionnoe-obespechenie-upravleniya-i-deloproizvodstvo#page/1

IL]'I?I OCBOCHUA JUCHUIIIMHBI HHBAJIUAAMHA W JIMIAMH C OrpaHUYCHHBIMHU BO3MOXKHOCTAMHU 3JO0POBbS UMCIOTCA
M3JIaHUS B 3JIEKTPOHHOM BHJIE B 3JIEKTPOHHO-0MOIMOTeYHON cructeme «tOpaiT.

5.2 lonoJiHUTEIbHAS JIUTEpPaTypa:

1 Ab6ynamze, 1. I'. JlokymeHTalimoHHoe o0ecrieueHue yrpaBieHus IIEPCOHAIOM [ DNEeKTPOHHBIN pecypc]:
y4eOHHK U MPAKTUKYM Ui akagemuueckoro Oakanaspuara / [. I'. AGynanze, U. b. Beinpsokkuna, B. M. Mac-
joBa. — DnekTpoH. maH. — M.: M3aarensctBo IOpaiit, 2018. — 299 c. . — Pexxum noctyma: https://biblio-
online.ru/viewer/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom#page/1

2 Jloponuna, JI.LA. Opranuzanus 1 TEXHOJOTHS JOKYMEHTAIMOHHOTO 00ECIIeYeH sl yIIpaBieHus [ Dnek-
TPOHHBIN pecypc]|: y4eOHUK U MPaKTUKYM IS akagemuueckoro O6akanaBpuata / JILA. Jloponuna, B.C. Uputu-
KOBa. — OJJeKTpoH. maH. — M.: MsmarenbctBo IOpaiit, 2017. — 233 ¢. — Pexxum mocryma: https://biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOC1D

3 HBanoBa, A.lO. Pycckuii s3bIK B J1e7I0BOM JOKYMEHTALUU [ DNEKTPOHHBIN pecypc]: y4eOHMK M Hpak-
TuKyM 11 By30B / A.JO. BaHoBa. — DnekTpoH. naH. — M.: U3natensctBo FOpaiit, 2018. — 157 ¢. — Pexxum no-
cTyma:. https://biblio-online.ru/viewer/A9822169-D834-44A4-87C0-CD6B14681E8E/russkiy-yazyk-v-
delovoy-dokumentacii#page/1

4 KazakeBuu, T.A. JlokymentoBenenue. JJOKyMEHTAIIMOHHBIN CEPBUC [ DIEKTPOHHBIN pecypc]: : ydeo-
HUK W IPAaKTUKYM JIIs ipukiaaaoro 6akanaBpuara / T.A. Kazakesuyu, A.W. Tkanud. — 2-e u3., UCTIP. U JIOTL. —
Dnektpon. gaH. — M.: MsmarenbctBo IOpaiit, 2017. — 161 c¢. — Pexum pgocrtyma:  https://biblio-
online.ru/book/16E65DFF-AF58-482C-9A4C-0A2B72EDSC3A

5 Konsimkuna, T. b. JlenoBsle KOMMyHUKaIMK, JOKYMEHTOOOOPOT U JAEIONPOU3BOACTBO [ DIEKTPOHHBIN
pecypc]: ydebHOe mocobue s mpukiiagHoro 6akanaspuara / T. b. Koneimkuna, U. B. Hlyctura. — 2-¢ u3.,
UCIIp. U JIOM. — DIeKTpoH. aaH. — M.: M3aarensctBo HOpaiit, 2018. — 163 ¢. — Pexxum goctyma: https://biblio-
online.ru/viewer/6E7DOBC9-15EE-44FC-A7B8-1DCA54C136F1/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo#page/1

6 Kopnees, . K. JlokymMeHTHpOBaHHE YIpPaBICHYECKON NEATEIBHOCTH [DIEKTPOHHBIN pecype]:  yued-
HUK M TPaKTUKYM JJIs akajgemuuyeckoro 6akanaspuata / M. K. Kopuees, A. B. ITmenko, B. A. Mamypues. —
2-¢ u3A., mep. M oM. — DneKTpoH. aaH. — M.: M3narensctBo IOpaiit, 2018. — 384 c. — Pexxum nocryma:
https://biblio-online.ru/viewer/04FOAOD5-BF41-47D1-9AA9-FA622A3FEA49/dokumentirovanie-
upravlencheskoy-deyatelnosti-testy-v-ebs#page/1

7 Kysznenos, .H. [lokymeHnTannonHoe obecredenne ynpapieHus. JJoOkyMeHTO000pOT U AeTOMpPOU3BO/I-
CTBO [DJIeKTpOHHBIN pecypc]: y4yeOHUK UM MPaKTUKyM JUId pukiagHoro 6akanaspuara / M.H. Ky3nenos. — 3-¢
U3, Mep. U J1om. — ONEeKTpoH. naH. — M.: M3parensctBo Opaiit, 2018. — 461 c. — Pexum nocryna:
https://biblio-online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo#page/1

11
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https://biblio-online.ru/viewer/D9B7BFC1-6B55-496C-973E-B435FE7AFCB1/dokumentovedenie#page/1
https://biblio-online.ru/viewer/D9B7BFC1-6B55-496C-973E-B435FE7AFCB1/dokumentovedenie#page/1
https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-FC0F0D93A8AF/dokumentacionnoe-obespechenie-upravleniya-i-deloproizvodstvo#page/1
https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-FC0F0D93A8AF/dokumentacionnoe-obespechenie-upravleniya-i-deloproizvodstvo#page/1
https://biblio-online.ru/viewer/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom#page/1
https://biblio-online.ru/viewer/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom#page/1
https://biblio-online.ru/viewer/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom#page/1
https://biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
https://biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
https://biblio-online.ru/viewer/A9822169-D834-44A4-87C0-CD6B14681E8E/russkiy-yazyk-v-delovoy-dokumentacii#page/1
https://biblio-online.ru/viewer/A9822169-D834-44A4-87C0-CD6B14681E8E/russkiy-yazyk-v-delovoy-dokumentacii#page/1
https://biblio-online.ru/book/16E65DFF-AF58-482C-9A4C-0A2B72ED8C3A
https://biblio-online.ru/book/16E65DFF-AF58-482C-9A4C-0A2B72ED8C3A
https://biblio-online.ru/viewer/6E7D0BC9-15EE-44FC-A7B8-1DCA54C136F1/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo#page/1
https://biblio-online.ru/viewer/6E7D0BC9-15EE-44FC-A7B8-1DCA54C136F1/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo#page/1
https://biblio-online.ru/viewer/6E7D0BC9-15EE-44FC-A7B8-1DCA54C136F1/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo#page/1
https://biblio-online.ru/viewer/04F0A0D5-BF41-47D1-9AA9-FA622A3FEA49/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs#page/1
https://biblio-online.ru/viewer/04F0A0D5-BF41-47D1-9AA9-FA622A3FEA49/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs#page/1
https://biblio-online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo#page/1
https://biblio-online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo#page/1

8 Kysuenon, 1. H. JlokymeHTanimoHHOE OOECI€UeHNE YIPABICHUS MEPCOHAIOM [DJIEKTPOHHBIN pe-
cypc]: yueOHHWK W MPaKTHKyM sl mpukiagHoro 6akamaBpuara / U.H. Ky3nernos. — DnektpoH. gan. — M. :
UznarensctBo FOpaiit, 2017. — 520 ¢. — Pexxum moctyna: https://biblio-online.ru/viewer/BDE14AC8-BFC6-
4C18-BBDF-ADO0O6E453A417/dokumentacionnoe-obespechenie-upravieniya-personalom#page/1

9 Ilysanosa, H.H. OcHOBBI AemOMPON3BOACTBA. SI3BIK CITY)KEOHOTO JOKYMEHTA [ DIEKTPOHHBINA pecypc]:
yu4eOHMK ¥ IPAaKTUKYM JJIs akagemudeckoro Oakanaspuara / H.H. lyBanosa, A.}O. MBaHoBa ; mox o0mi. pex.
H.H. IllyBamoBoii. — DnektpoH. maH. — M.: MzgarensctBo Opaiit, 2017. — 375 c¢. — Pexxum pocryna:
https://biblio-online.ru/viewer/E472872E-07FD-4FDA-A714-897DAC5E36DA/osnovy-deloproizvodstva-
yazyk-sluzhebnogo-dokumenta#page/1

10 IlyBanoBa, H.H. Opranu3zamust 1 TEXHOJIOTHS TOKYMEHTAIMOHHOTO 00ECIIeYeHUs YIPaBICHUs [ DIeK-
TPOHHBIN pecypc]: Y4eOHHK M MPAKTUKYM JUIs akagemuueckoro Oakanaspuara / H.H. IllyBanoBa. — DneKTpoH.
naH. — M.: U3narenbctBo HOpaiit, 2017. — 221 ¢. — Pexxum poctyna: https://biblio-online.ru/viewer/B621F068-
A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya#page/1

5.3 Ilepuoguyeckue U3IaAHUA:
Bectauk MI'Y. DxonoMmuka

Bomnpockl 5kOHOMUKH

ITonutnyeckue Kcciief0OBaHUS
Poccuiickuil 53KOHOMUYECKUH KypHaII
[IpoGieMbl MECTHOTO CaMOYTIPaBICHUS
Yenosek. CooO1iecTBO. YpaBlieHUE

6. MIEPEYEHb PECYPCOB MTH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM CETH
«MHTEPHET», HEOBXOJIUMBIX JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOAYJIA)

Kaxnpiii oOyvaromuiicss B TeueHUE BCEro mepuoja o0ydeHus: oOecredeH WHAMBHUAYaIbHBIM HEOTpaHU-
YEHHBIM JIOCTYIIOM K 3JIEKTPOHHOM MH(OpMalMOHHO-00pa30BaTeNbHON Cpelie OpraHu3aluu U K mpodeccuo-
HaTbHBIM 0a3aM JaHHBIX, JEKTPOHHBIM 00pa3oBaTeNbHBIM pecypcaMm, VHTepHeT-caliTaM clielnaaIn3upoBaH-
HBIX BEJIOMCTB.

HaunMmenoBaHue caiita Anpec caiita
DnexkrponHas oubaunoreka auccepranuii PI'b http://diss.rsl.ru/
DnexktponHas 6ubaroreka grebennikon.ru www.grebennikon.ru
ba3bl qanubix komnanuu «Mcr Beio Madopmeiiinn Cepsucus, HK» http://dlib.eastview.com
YUC «Poccus» http://uisrussia.msu.ru
«Jlexropuym» (MuroOpHayku Poccnu, JlemapraMeHT CTpaTpa3BUTHS) http://www.lektorium.tv/
HarmonanweHas aekTpoHHas 6nbnuoreka http://H306.pd/
DneKkTpOoHHBIN apXuB TokyMeHToB Kyol'Y http://docspace.kubsu.ru
Koncrurynus Poccuiickoit Deneparyn http://constitution.ru/

7. METOJAUYECKHUE YKA3AHUSI JJIS1 OBYYAIOIIUXCSI IO OCBOEHUIO
TUCIHUATLTAHBI (MOYJIST)

[Tpu u3y4yeHNn TUCIUTUIMHBI UCTIONB3YIOTCS cieayromie Gopmbl padoTHI.

1. Jlexuuu, Ha KOTOPBIX pAaCCMAaTPUBAIOTCSI OCHOBHBIE TEOPETUUECKUE BOTIPOCKHI IAHHOW JTUCITUTIIIUHBI.

2. [IpakTudeckue 3aHATHS, HA KOTOPHIX pa30uparoTcs MpoOJIeMHbIE CUTYaIldH, PEIIaroTcs 3ajadd, 3a-
CIIYIITUBAIOTCS JTOKJIAJbI, TTPOBOJIATCS HAYYHBIE JTUCKYCCHH, OMPOC MO TEOPETHYECKUM BOMPOCAM H3Y4aeMBIX
TeM U TecTupoBaHue. [Ipy moAroToBKe K MPaKTUYECKOMY 3aHATUIO CIIEYET:

- UCTIOJIb30BaTh PEKOMEHIOBAaHHBIC TIPETIOaBATEIIMA YICOHUKN U YIeOHBIE TOCOOUS - JJI 3aKpeTICHHUs
TEOPETHUUECKOr0 MaTepuana;

- IOJITOTOBUTD JIOKJIAABI U COOOIICHUS, pa3o0paTh MPOOIEMHBIE CUTYAIUH;
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- pa300paTh COBMECTHO C APYTMMHU CTYyJEHTaMHU U OOCYIHUTH BOIPOCHI 10 TEME MIPAKTUYECKOTO 3aHATUS U
T.JI.

3. CamocrosTenbHas paboTa, KOTOpast ABISETCA OJHUM U3 INIABHBIX METOJIOB U3YUEHUS AUCLHUIINHBI.

Lenp camocTOATENBbHOM paboThl — pacIIUpeHue Kpyrozopa M yriyOieHue 3HaHUi B 00JacTH TEOpUU U
IIPAKTUKU BOIPOCOB M3y4aeMOM JUCLUILIMHBI.

KoHTpomb 32 BBINOJIHEHHEM CaMOCTOATENBHON paboThl IPOBOIUTCS MIPHU U3YUEHUHU KaXKIO0H TEMbI TUCITH-
IUTMHBI HA CEMUHAPCKUX 3aHATUAX. DTO TEKYLIUH ONPOC, TECTOBbIE 3aJaHMSL.

CamocrosrenbHas paboTa CTyIeHTa B IPOIIECCE OCBOCHUS AUCIUIUIMHBI BKIIOYAET B CEOS:

— U3y4YE€HUE OCHOBHOM U JOIOJIHUTEIBHOM JIUTEPATYpBI IO KYpCY;

— paboTy ¢ AMEKTPOHHBIMU OMOTUOTEYHBIMU CUCTEMAMHU;

— U3y4YEHHE MaTepUasoB NepUoIn4ecKoil neyartu, IHTepHET-pecypcoB;

— UHIUBHUYaJbHBIE U TPYIIIOBBIE KOHCYIbTAIINH;

— MOATOTOBKY K 9K3aMEHY.

4. DK3aMeH 1o JUCHHUIUIMHE. DK3aMeH caaercs B ycTHou ¢opme. [Ipencrasiser co0oi CTpyKTYypUpOBaH-
HOE 3aJlJaHHe II0 BCEM paszziesiaM JUCLMILIMHBL. i1 MOArOTOBKM K 3K3aMEHY CJEIyeT BOCIIOJIb30BaThCs PEKO-
MEH/IOBaHHBIM IIPEToiaBaTesieM YUeOHHUKAaMH, METOAMYECKUMH YKa3aHUSAMU K MPAKTUYECKUM 3aHATHAM U ca-
MOCTOSITEIbHON KOHTPOJIMpPYeMOil paboTe CTyAeHTa 110 JUCLUIUIMHE, [TI0CCAPHEM, CBOUMH KOHCIIEKTaMU JIEK-
U ¥ IPaKTUYECKUX 3aHATUH, BHITIOJTHEHHBIMU CAMOCTOSTEIBHBIMH PabOTaMH.

B ocBoeHMM TUCHMITIMHBI MHBAJIMAAMHU U JUIAMU C OFPAaHUYEHHBIMU BO3MOXKHOCTSMHU 3]10POBbsI 0OJIb-
oe 3HAYCHHWE MMEET WHIMBHIyallbHAas ydeOHas pabora (KOHCYJIbTAIlMH) — JOMOJHHUTEIHHOE pPa3bsCHEHUE
y4eOHOro MaTepuaia.

WupuBuyanbHbIe KOHCYJIBTAIMU 110 IPEIMETY SBISIOTCS BAKHBIM (PaKTOPOM, CIIOCOOCTBYIOLIMM HH]IH-
BUyaJIN3alluU OOyYEHUs U YCTAHOBJIEHUIO BOCHUTATEIBHOTO KOHTAKTa MEXAY IpernojaBarejeM U o0ydaro-
IIMMCSI MTHBAJIUIOM HJIH JIMIIOM C OTPaHUYEHHBIMU BO3MOYKHOCTSIMU 3/I0OPOBBSI.

8. MEPEYEHb MH®OPMALIMOHHBIX TEXHOJIOT Wi, UCMIOJIL3YEMBIX TTPA
OCYILECTBJIEHUU OBPA30BATEJLHOI'O MPOLIECCA MO JUCHUIIJIMHE (MOJYJIIO)

8.1 [lepeuenb HE0OXOAUMOT0 MPOTPAMMHOI0 O0ecTedeHust

— KOMIIJIEKC B3aMMOCBSI3aHHBIX MTPOrpaMM, MpeaHa3HAYeHHBIX A yrpasienus pecypcamu [1K u opra-
HU3AI[MKA B3aMMOJICHCTBHS C TOJIb30BareseM ornepannonnas cucrema Windows XP Pro (morosop Ne77 AD®-
223-03-2017 ot 03.11.2017);

— TaKeT MPUJIOKEHUHN JUIA BBIIIOJHEHHS OCHOBHBIX 33]a4 KOMITBIOTEPHON 00pabOTKM pa3iIMyHBIX THIIOB
noxkymentoB Microsoft Office 2010 (morosop Ne77 AD®D-223-D3-2017 ot 03.11.2017);

— mporpamma JuIsi KomruiekcHoi 3amuThl 11K, o0benunsromas B cebe aHTUBUPYC, aHTUIIIAOH U (PyHK-
U0  YAAICHHOrO aJIMUHHCTpupoBaHus aHtuBupyc Kaspersky endpoint Security 10 (ITuchmo
AQ_Jlabopatopus Kacnepckoro Ne 3368 ot 03.08.2016);

— noroBop Ne 128-HK o B3aumuom coTpyauuyectBe co CrnpaBouno - [louckoBoit Cucremoit I'apant ot
19.12.2014 (GeccpodHbIi).

8.2 Ilepevyennb MHGPOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OOyyarommMcst o0ecriedeH JOCTYI K COBPEMEHHBIM NMPO(ECCHOHANBHBIM 0a3aM JaHHBIX, CIPABOYHBIM U
MOMCKOBBIM CHCTEMaM.

1. CrpaBouno-nipaBoBas cucrema «Koncynsrant [Tiroc» (http://www.consultant.ru).

2. DnekTponHas 6ubnmoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

9. MATEPHAJILHO-TEXHUUECKASI BA3A, HEOBXOJIMMAS JJIS1 OCYIIECTBJEHUS
OBPA30OBATEJILHOI'O ITPOLIECCA IO JUCIHUILJIMHE (MOY.JIIO)

HanmMeHoBaHMe crienMaIbHBIX TTIOMEIEHNUN 1 OcCHaneHHOCTh CHENUAIBHBIX TOMENICHUN 1

MOMEIIEHUH JUIsl CaMOCTOATENbHOM paboThl MOMEIIEHUH JUIsl CAMOCTOATENbHOM padoThI
VYyeOHast ayTuTOpus AJIsl IPOBEACHUSI 3aHATHIH MynbTUMEANINHBINA IPOEKTOP, EPCOHAIBHBINA KOM-
JIEKLIMOHHOI'O TUIIA, 3aHATUI CEMUHAPCKOI0 TUIIA, NIBIOTED, BBIXOJ B VIHTEpHET, 3JIEKTPOHHBIE PECYPCHI,
I'PYNIOBBIX ¥ UHAWBUAYAJIBHBIX KOHCYJIbTALMM, yueOHast Mme0elb, 1ocKa yueOHas,
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TEKYIETO KOHTPOJIS ¥ IIPOMEKYTOYHOH aTTeCTalluu
352120, KpacHogapckuii kpai,

r. Tuxopenxk, yn. OxtsaOpsckas, 1. 240,

Ne 501

[TomemeHue st CaMOCTOSITENILHOM pabOTHI, C pa-
00YMMH MECTaMH, OCHAIIIEHHBIMU KOMITbIOTEPHOM
TEXHUKOH C MOAKIIIOYEHUEM K ceTu «HTepHEeT» 1
o0ecrieueHneM HEOrpPaHWYEHHOIO JOCTYIa B AJIEK-
TPOHHYIO HH(POPMAITMOHHO-00Pa30BaTEIBHYIO Cpe-
Iy OpraHU3aI|H IS KQXKI0T0 00y4aronierocs
352120, KpacHogapckuii kpai,

r. Tuxopenxk, yn. OxtsaOpnckas, 1. 246

Ne 406

[Tomemenue st CAaMOCTOSITENILHOM pabOTHI, C pa-
004YMMH MECTaMH, OCHAIIIEHHBIMU KOMITbIOTEPHOM
TEXHHUKOH C MOAKIIIOYEHUEM K ceTu «HTepHeT» 1
o0ecrieueHreM HEOrPaHUYEHHOTO JOCTYIIa B AJICK-
TPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENIbHYIO Cpe-
Iy OpraHU3aI|H IS KQXKI0T0 00y4aronierocs, B
COOTBETCTBUH C 00bEMOM H3y4aeMbIX JTUCIUTUTHH
352120, Kpacnogapckuii kpai,

r. Tuxopenxk, yin. OxtsiOpbckast, a. 240,

Ne 36

[Tomemenue ams XpaHeHus ¥ MPOPUIAKTUIECKOTO
00CITy>)KUBaHUsI YI€OHOTO 000PYAOBaHUS

352120, Kpacnogapckuii kpai,

r. Tuxopenx

y4eOHO-HarJIsAIHbIE TTOCOOUS, 00eCTIeUNBAIOIIHNE TE-
MATHUYCCKHC I/IJ'IJ'IIOCTpaI_[I/II/I

[TepconanbHBIE KOMIBIOTEPHI, IPUHTEDP, BHIXO]I B
HutepHer, yueOHast MeOeIb.

[TepconanbHBIE KOMIBIOTEPHI, IPUHTEDP, BHIXO]I B
HutepHer, yueOHas MeOeb.

Ctos KOMIIBIOTEPHBIH, celid, Mebenb opucHas, CTe-
JaKU METAJTHYECKHE.
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