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JIUCT COI'JIACOBAHUA

PABOYAS ITPOI'PAMMA COCTABJIEHA B COOTBETCTBUH C TPEBOBAHUSMU ®ENEPAJIBHOI'O
T'OCYJAPCTBEHHOI'O OBPA3OBATE/IBHOI'O CTAHJAPTA BBICIIIET'O OBPA3OBAHUA (®I'OC BO)

38.04.02 MeHnepKMeHT
rog, Habopa rpynrbl: 2024

IIporpamMmmMmy cocTaBuiI:

Kadenpa P1 MEHE/JDKMEHT OPTAHU3AIINN
Crnenak Koncrantux bopucoBuy, [.3.H., mpodeccop

[Tporpamma paccMOTpeHa
Ha 3ace/jlaHUM Kadeapbl-pa3paboTurKa
paboueii nporpammel P1 MEHE/IDKMEHT OPTAHU3AIIUN

3aBenyromuii kadenpoii llmatko A.[., 1.3.H., ipod.

[Tporpamma paccMOTpeHa
Ha 3aceJJaHUM BBITyCKatolleit Kadeapsl

P1 MEHE/UKMEHT OPTAHUBALINN

3aBepaytommii Kadeapoii lImarko A.J., 1.3.H., ipod.




PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JTOKYMEHTHUPOBAHUE YITPABJIEHUECKOW JEATE/IPHOCTH

Paspensl paboyeii mporpaMmsI

1. HEJIN OCBOEHUSA JNCHUITIINMHBI

2. MECTO INCLHUIIIIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI

4. ®OPMbBI KOHTPOJIA OCBOEHUMA ANUCLIUITIMHBI

5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

TICK-1.3 — crocobHOCTh OCyIeCTB/IAThL COOp M aHAMW3 [JaHHBIX 0 BHITIOTHEHUIO pa3pab0TaHHBIX TJIAHOB,
00paboTKy wWH(}oOpMaMu C TIOMOIIBbI0 COBPEMEHHBIX HMH(OPMAIMOHHBIX TEXHOJIOTHH, COCTaB/IEHUE
aHa/IUTUUECKOTO OTueTa

@®opMHPOBaHHMIO KOMIIETEHLUI CITYKUT JJOCTIDKEeHHE CIIeAYIOIIUX Pe3y/IbTaToB 00pa30BaHMsI:
IICK-1.3

3HAHUA:

a YpOBHe Ipe/iCTaB/IeHus], [IOHUMaHUs U BOCIIPOU3BeZIeHNUs:

MeTOZIbI U COBpeMeHHble WH(GOpPMalLMOHHbIe TEXHO/OTMM [/ aHa/lu3a HOpPMaTHUBHO-MeTO[uueCKUX
6a3bl, TpeOOBAHUS IOCYAAPCTBEHHBIX CTaHZAPTOB B 00/1aCTH [/1e/I0NPOM3BOACTBA, YHU(HULIMPOBAHHBIX CHCTEM
JIOKyMeHTaLM1 M KaaccU(UKaly JOKYMEHTOB II0 Ha3HayeHUIO W TPUHIUIAM TOATOTOBKU K O(QOpPMIIEHMUIO.
TexHosmorno pa3paboTKM W TpaBwWia OGOPM/IEHHS OPraHW3alMOHHO-TIPABOBBIX, PACHOPSAUTENBHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIX ~ JOKYyMeHTOB. OdopMiieHHe JOKYMEHTOB TIO0 TPYAOBBIM OTHOLIEHHSIM.
TexHoMOTHIO [OKYMEHTOOOOPOTa B OpraHW3aldd OT MOMEHTa TIOMyueHHsi CO37aHWs AOKyMeHTa [0 ero
WCIIOJIHEHUS, OTIIPABKY WU ClaY Ha XpaHeHVe B apXUB;;

YMEHuA:

TeopeTUYeCKue:

cobuparh, aHa/JM3MPOBATh W WHTEPIIPETHPOBaTh HEOoOXOAMMYI0 WH(OPMALMIO, COJEpIKalylocs B
pa3MMUHBIX (OpMax OTUETHOCTH M TPOYMX OTEUeCTBEHHBIX M 3apy0eXHBIX HCTOUHMKAaX, paborate C
HOPMAaTMBHOM, ClleL{ia/JbHON 1 3aKOHOZATe/IbHOW JIUTepaTypoii /1 MPakTUYeCKOTro NpUMeHeHUs TPU CO3/jaHuH
¥ 0hopMJIeHHH [JOKYMEHTOB, COIJIACHO TPeOOBAaHHUSIM TOCY/apPCTBEHHBIX CTAHAAPTOB, COCTaBy U TIOPSIIKY
pa3paboTKy JOKyMEHTOB, UCIIOMB3YIOIIMXCS B YIIPaBIeHUeCKOM [1esaTe/lbHOCTH

MpaKTHYeCcKue:

pa3paboTaTb TIPOEKTHI [OKYMEHTOB, alrOPUTMBbI JeHCTBUsS DPabOTHUKOB Ka/IPOBBIX CJIY>KO, TIpH
oopmsieHNH JOKYMeHTALWH 110 TMYHOMY COCTaBYy;;

HABbIKU:

B/aZleTb HaBbIKaMK cOopa ¥ 00pabOTKM HeOOXOAUMBIX JAHHBIX, HABBIKAMH aHa/M3a U WHTepPIpeTalyn
uH(opMaly, cofepiKalljeiicsi B Pa3IMYHBIX OTeYeCTBEHHbIX M 3apyOeXHBIX MCTOUHMKAX, B/afeTh
3aKOHOZaTeNbHBIMUA akTamMu PP B cdepe mHPopMaru U JOKYMEHTALIOHHOTO O0OecrieueHusi yIipaB/ieHus,
ykasamu U pacnopsokeHusamu llpesngenrta P®, mnocraHoBnenusmu IlpaButensctBa P®, HOpMaTUBHO-
MpaBOBLIMU aKTamu (pefiepasbHBIX OPraHOB, B 00/1aCTH JOKYMEHTHMPOBaHHSI YIpaB/ieHUECKOW [esiTe/IbHOCTH,
roCy/lapCTBeHHBIMU CTaHZapTaMH Ha [OKYMEHThbI, YHU(HIMPOBaHHBIMU CHUCTEMaMH Ha [OKYMeHTaluu M
00111epOCCHUICKMMU K/1aCcCU(UKATOPaMH TeXHUKO-IKOHOMHUYeCKON U COLMaabHOM MH(OpMaLuy;.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

Muciynmna JOKYMEHTUPOBAHUE YITPAB/TEHUECKOU JEATE/TBHOCTMU sinsietcs
JVCLIMTUTMHON YacTH, (hpopMHupyeMoli yuacTHHKAaMH 00pa3oBaTe/IbHBIX OTHOLIEHUH 6/10Ka 1, mporpaMmbl
TOATOTOBKHM 110 Hampas/eHuto 38.04.02 MeHnedscmeHm.

CopepxaHue  [OUCLMIUVIMHBI  SIB/IAeTCS  JIOTUUECKMM  npopo/vkeHueM guciyiuivH:  TEOPUSA
OPTAHU3AIINU n OPTAHU3BAIIMOHHOE INIOBEJAEHUE, YITIPABJIEHUE
MEXKYJ/IBTYPHBIMU KOMMYHUKAIIUAMU, METOAO/IOITYSA CUCTEMBI YIIPAB/IEHUA
KAYECTBOM, YIIPABJ/IEHUE HWNH®OPMAIIMOHHBIMU IIOTOKAMHMX B OPIrAHU3AIINN,
NMH®OPMAILIMOHHBIE TEXHOJ/IOI'HA, YITPAB/IEHUECKUWE PEINIEHUS.

CogepxaHue JUCLUIIIUHBI AB/ACTCA ocHoBoM Ay ocBoenusi guciumuivH: [TPAKTUKA TIO
IMPOD®WIEO ITPOPECCHUOHAJIBHOU AEATE/IBHOCTUA.

ITpeBapuTe/bHBIE KOMITETeHLIMH, ChOPMHUPOBaHHBIE ¥ 00yUaroIierocs A0 Havyana U3yuyeHHst AUCLUTUIHBL:

e OIIK-2 — CniocobeH npUMeHsITh COBPeMeHHbIe TeXHUKH U MeTOJUKU cOopa JaHHBIX, TPOJBUHYThIE
MeTozibl X 00pabOTKH U aHa/M3a, B TOM UKC/Ie MCI0/Ib30BaTh HHTE/IeKTyabHble HH(OPMaIOHHO-
aHa/IMTUUYeCKHe CUCTeMBI, TP pellleHNH yTpaB/lIeHYeCKUX U UCCIeloBaTeIbCKUX 3a7iad

e ITK-92 — cnocob6eH K caMOPa3BUTHIO B YCIOBUSIX HEOTIpe/ie/IeHHOCTH, hopMynupoBath cebe
o0pa3oBaTe/bHBIE LI/ TI07, BO3HUKAIOLL[He )KU3HeHHbIe 3a/lauu, BbIOHMpaTh CriocoObl pelieHust U
HarpaB/IeHUs] pa3BUTHsI

e [1K-94 — cnocobeH K ynpapseHH0 HH$opMaLyel U JaHHBIMH, TIOMCKY UCTOUHHKOB HH(OpPMaLu U
JIAHHBIX, BOCIIPUSITUIO, aHa/IU3y, 3allOMUHAHHIO U Ilepejjade HH(POPMaLIMK C UCII0/b30BaHKeM LU(pPOBbIX
CpeJiCTB, a TAaK)Ke C TIOMOIIBI0 aTOPUTMOB ITPY paboTe ¢ MoTyyeHHBIMH U3 Pa3/IUYHBIX HCTOYHHKOB
JAHHBIMHU C 11e/1b10 3¢ QeKTUBHOTO MCII0/IH30BaHUsI TI0/TyuyeHHOW MH(OPMaLUK AJIs pelleHus 3aa4y

e [TK-95 — criocobeH K KpUTHUECKOMY MBILIEHHIO B LIMGPOBOI cpefie, oLjeHKe WHGOPMAaLuy, ee
JIOCTOBEPHOCTH, TOCTPOEHUIO JIOTUUECKHUX YMO3aK/TFOueHUM Ha 0CHOBaHMU MOCTYMAIIKUX WHGOopMaLuy
Y IaHHBIX

e TICK-1.3 — CnocobeH ocy1iecTBasTE COOp ¥ aHa/IN3 JaHHBIX 110 BHITIOHEHUIO Pa3paboTaHHBIX I/IaHOB,
06paboTKy MH(pOpPMAIK C TIOMOIIIBI0 COBPEMeHHBIX HH(OPMALMOHHBIX TEXHOIOTHI, COCTaB/IeHHe
aHa/IMTUUECKOTO OTYeTa

¢ YK-2 — CriocobeH yTipaB/isiTh POEKTOM Ha BCEX JTarax ero >XU3HEHHOTO LUK/Ia

¢ YK-3 — CrniocobeH opraHU30BBIBaTh U PyKOBOAUTL Pab0TOM KOMaH/bI, BEIpabarsiBasi KOMaHJHYIO
CTpaTeruio [/ JOCTYKeHHsI TI0CTaBIeHHOMU 11e/n

¢ YK-4 — CniocobeH nprMeHsTh COBPeMeHHble KOMMYHHMKAaTHBHbIE TEXHOJIOTUH, B TOM UMCJIe Ha
MHOCTPAHHOM(BIX) s13bIKe(ax), /111 aKaZieMHueCcKOTo U ITpodeCcCHOHaIBHOTO B3aUMOAEeHCTBUS

¢ YK-5— CrniocobeH aHaIM3UPOBaTh ¥ YUUTHIBAaTh Pa3HO0Opa3ue KyJIbTypP B MPOLIECCE MEXKKY/TBTYPHOTO
B3aMMOJIeNCTBUSA



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/sieT 3 3.e., 108 u.

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI

KYPC

CEMECTP

HaumeHoBaHHe Ppa3fieyioB U JUAAKTHYECKUX e JUHUL]

BCEI'O

Ay/MTOpHBIE 3aHATHS
B KOHTaKTHOIi ¢hopme

BCEI'O

Jlekuuu

IIpakTHyeckue
3aHATUA

CamocrosTenbHas
pabora cryjeHToB

®dopmupyemast
KoMmmereHus, %

TICK-1.3

11

Pa3pen 1. Ynpaeiienueckas u opucHas /iessTe/IbHOCTD. 1.1. Ba3oBbie noHsTHsS
yIipaB/ieHueCcKol AesiTe/lbHOCTH. 1.2. XapaKTepUCTHKHU yTipaB/ieHueckod 1 0(pHCHOM
nestenbHOCTH. 1.3. TIpo6remMbl opraHusanuy oQUCHOM AesiTeNbHOCTH.

12

EN

—_
-

11

Paspesn 2. OCHOBHbIE MOHATHSA JOKYMEHTHPOBaHH yIIpaB/IeHYeCKOMH JleTeTbHOCTH. 2.1.
JIOKYMEeHT U ero xapakTepuCTUKH. 2.2. YnpasieHue AokyMeHTaMu. 2.3. CucTeMa yrpaB/ieHUs:
JIOKYMEHTaMH.

12

11

1

Pa3paen 3. HopmMaTHBHO-1Ip 0a3a JOKYMEHTHP ynpas. KOH
pesitesibHOCTH. 3.1. O6I1jas xapakTepyucTHKa HOPMaTHBHO-TIPABOBO#t 6a3bl
JIOKyMEHTHPOBaHHs YIIpaB/ieHYecKoit iesitenibHOCTH. 3.2. [IpaBoBasi 6asa JOKyMeHTHPOBaHHs
yrpaB/ieHuecKol AesitesbHOCTH. 3.3. CTaHAApThI B JOKyMEHTUPOBAHUY YIIPaB/IeHUeCKOU
AeATe/bHOCTH. 3.4. HOpMﬂTI/IBHbIe TIPaBOBbIE AKTHI MEXXBEIOMCTBEHHOI'O U B€JOMCTBEHHOT'O
Xapakrepa.

12

11

Pa3paen 4. Cucrems! gokymeHTanuu. 4.1. O6iepoccuiickue CHCTeMBI JOKyMeHTaLuu. 4.2,

11 YHuULMpPOBaHHBIE CUCTeMBI yTIpaB/ieHueCKoi J0KyMeHTaluH. 4.3. YHu(ULMpoBaHHbIe 12 6 2 4 6

(opMbI OTpac/IeBOM JOKyMeHTalH.

11

Paszpen 5. B/IaHKM M COCTaB PeKBH3HTOB YIIPAB/IeHYeCKHX JOKYMeHTOB. 5.1. O6wiue

11 TpeGOBaHUsl K I0pU/UeCKOii crsie 1 0hOPMIIeHHIO JOKYMeHTOB. 5.2. TpeGoBaHust K 12 6 2 4 6

0(hOPM/IEHHIO yIIpaB/ieHueCKUX JOKyMeHTOB. 5.3. BlaHk JOKyMeHTa 1 er0 pa3sHOBHAHOCTH.
5.4. OcobeHHOCTH 0(OPMIIEHHSI MHOTOCTPAHHYHBIX JIOKYMEHTOB.

11

Paspen 6. OcodenHocTH oopmiieHHst HanGo/Iee pacCIPOCTPaHeHHbBIX BH/I0B

1 OpPraHHU3alMOHHO-PACTIOPSAANTETBHBIX JOKYMeHTOB. 6.1. [IpoTokonsl. 6.2. AKTHL 6.3. 12 6 P 4 6

JIOKyMeHTBI. 6.5. OpraHu3aliOHHO-TIPaBOBble JOKyMeHTbI.

JoknaziHble U 00BSICHUTE/IbHBIE 3aTMCKH, 3asiB/IeHHs, cnpaBku. 6.4. PacriopsijutesibHble

12

Paspen 7. [IucbMeHHas KoppecnioHfeHnus. 7.1. Tenerpammsl. 7.2. TenedoHHOrpammsl. 7.3.
®akcorpammsl. 7.4. Coo0LieHHst 3/IeKTPOHHOIA 1ouTkl. 7.5. TTicbMa, CBsI3aHHBIe C

11  |pacmpocrpanenyiem nHpopmaruu. 7.6. ITuckMa, CBsI3aHHBIe € 0OPALLieHHsIMU T10 TIOBOAY TexX 12 6 2 4 6

COMPOBOAUTE/IbHBIE MTUCbMA.

WM UHBIX AeicTBuil. 7.7. IlnceMa-otBetsl. 7.8. [TMcbMa npeTeH3MOHHOTO XapakTepa. 7.9.
ITuceMa, cBsi3aHHbIe C Bblpa)keHHeM BHUMaHUs U yyacTtusi. 7.10. PekomeH/jaTe/ibHble U

11

Paspen 8. Opranusanus AoKymenToobopora. 8.1. [Tonsitie JoKymMeHTOOGOpOTA. 8.2.

1 XapakTepucTHKM JoKyMeHToo6opoTa. 8.3. Jtanel JokymeHToo6opoTa. 8.4. OpraHu3sarys 12 6 P 4 6

KOH(IJI/I,E(EHL[H&J‘I]:HI:IMI/I JOKYMEHTaMH.

paboThl c1yKObI JOKYMeHTaLIOHHOTO obecrieyeHust yrpasienus. 8.5. Opranuzanyst paboTsl ¢

11

Pazpen 9. lokymeHTHpOBaHHe pa6oThI ¢ mepconasiom. 9.1. Komriiekc KaapoBoit
JoKymeHTaLpu. 9.2. [IokyMeHTHpOBaHKe rprema Ha pa6oty. 9.3. [JoKyMeHTHpOBaHKe

11 repeBojia COTPYAHHUKOB Ha Apyryo paboty. 9.4. IokyMeHTHpOBaHHe MOoOLpeHHs1 pabOTHUKOB 12 6 2 4 6

paboTHHKA.

1 HaJIO)KeHNUsl MCLUIUIMHAPHBIX B3bICKaHMH. 9.5. [IOKyMeHTHPOBaHNe YBOIbHEHHS

11

Bcero 3a 11 cemectp

108 51 17 34 57

100

Bcero no gucuuninHe

108 51 17 34 57

100

3.2. AyAMTOPHBIA MPAKTHKYM

Homep u HanMeHOBaHHe pa3jena
JAUCLUTLTHHBI

Tema MNPAKTHYECKOIr'0 3aHATUA

Oo0neMm,

ayp.
JacoB

Pasgen 1. YripaBneHueckasi 1 opucHas
[,esITe/IbHOCTb.

TectupoBaHue 10 pasgerny.

ITpoekTHUpOBaHWe OPraHU3al[MOHHOU
CTPYKTYPbI OpraHu3aIyu.

Pazgen 2. OcHOBHBIE TIOHATUS

JIOKYMEeHTHPOBaHUS yIpaBieHYeCKOU
JIesITeJTbHOCTH.

TectupoBaHue 10 pasgeny.

Cucrema ynpaBieHUs TOKyMeHTaMU

Pasgen 3. HopmaTtuBHO-TIpaBoBas 6asa
JIOKYMEeHTHPOBaHUS yTIpaBieHYeCKOU
JlesiTeNbHOCTH.

TecTtupoBaHue no paszeny.

Paspen 4. CucreMbl JOKyMeHTaLH.

TecTtupoBaHue 1o paszeny.

OO1epoccHiicKue CUCTeMBI JOKYMeHTAaLUH.

Pa3pen 5. biaHku 1 cOCTaB PeKBU3UTOB
YIIpaB/IeHYeCKUX [JOKYMEHTOB.

TectupoBaHue 10 pasgeny.

I[TpoekTrpoBaHye U 0OopMIIeHHe KapTOUKU
OpraHM3aLiH, MPOZOILHOTO U YITIOBOTO
0/1aHKOB OpraHU3aL{|H.

24851




10 |Pa3gen 6. OcobeHHOCTH OopMIIeHUSA TectrpoBaHue 110 paszeiny. 2
Haubos1ee PacrpOCTPAHEHHbBIX BUJOB IIpoekTupoBaHre 1 odopmiieHHe TIPOTOKOJIA
11 |OpraHu3aliMOHHO-pPaCIIOPAAUTE/IBHBIX coOpaHust aKIIMOHEPOB, OPraHU3aLMOHHO- 2
AOKYMEHTOB. pacropsAAUTe/bHBIX JOKYMEHTOB.
12 TecTupoBaHue N0 paszeny. 2
Paspen 7. IluceMeHHas KoppeCioOHAeHLUS. P DASACTY
13 [MpoexkTupoBaHue u odopmieHHe TTUCEM. 2
14 TectupoBaHue 10 pasgery. 2
15 Pa3,qen 8. OpFaHI/BaL[I/IH /I[OKYMEHTOO6OPOT&. HpOGKTHpOBaHI/Ie u O(l)Opr[eHI/Ie TTOJIOYKEeHUS] 2
006 otzese.
16 TecTtupoBaHnue no paszeny. 2
Pa3gen 9. /[JokymeHTHpOBaHHe paboThI C I P DAACTY
17 Imepconasom. POEKTHUPOBaHKe U 0(hOpMJIEHHE IIITATHOTO 2
pacrnycanusi, KaJpoBbIX JOKYMEHTOB.
Bcero 3a 11 cemectp 34
3.3. CamocrosnTenbHas padora crygenra (CPC)
Ne Homep u HaiMeHOBaHuUe pa3jesa Oo0bem,
Copep)xaHue yueGHOro 3aiaHus
n/n AUCLIUIINHBI 4acoB
Yrny6nénHoe n3yueHue v pedeprpoBaHue
1 Pa3men 1. YripaBneHueckast u odHMCHasi  |CITeLMaIbHON TUTepa-Typhl, IEKIIMOHHOTO 6
[lesiTeNbHOCTb. Marepua’ja o Bonpocam paszena 1; moaroToBKa K
TeCTHPOBAHUIO U 3a4eTy.
Yrny6néHnHoe n3yueHue v pedeprpoBaHue
Pazpen 2. OcHOBHBIE NOHATUS y °my pedepup
o CrieLjuanbHOM JIUTepa-Typhl, JEKLUOHHOTO
2  |IOKyMEHTHpOBaHUs yIpaBjeHUYeCKOU 7
Marepua’jia o BonpocaM paszena 2; oAroTOBKa K
JlesiTebHOCTH.
TeCTUPOBAHUIO U 3a4erTy.
Yiny6néHnHoe n3yueHve v pedeprpoBaHue
Pazgen 3. HopmaTtuBHO-TIpaBoBas 6a3a y ©my pedepup
N crieljuanbHOM JIUTepa-Typhbl, JEKLIUOHHOTO
3  |AOKyMeHTHpOBaHUs yIpaBjeHUYeCKOU 8
Marepua’ia 110 BOIpocaM pasgena 3; II0AT0TOBKa K
[lesiTebHOCTH.
TeCTUPOBaHUIO U 3aYeTY.
Yiny6néHHoe u3yueHve U pedeprpoBaHue
crieljuanbHOMN IUTepa-Typhbl, TeKLHOHHOTO
4  |Pa3sgesn 4. CucreMsbl JOKYMeHTALMH. ! Pa-Typbl, JICKIY 6
Marepua’ia 110 BorpocaM pasgena 4; oAroToBKa K
TeCTUPOBAHUIO U 3ayeTy.
YrnybnéHnHoe usyueHue v ped)eprpoBaHue
5 Pasgen 5. biaHKY ¥ COCTaB peKBH3WUTOB  |CieL{MalbHOM TUTepa-Typbl, JEKLMOHHOTO 6
yIpaB/ieHYeCKUX JOKYMEHTOB. Marepua’ia 1o BopocaM pasgena 5; IOAroTOBKa K
TeCTUPOBAHUIO U 3aYeTy.
Pazgen 6. OcobenHocty odopmieHust | YriyOséHHOe u3ydeHue u peepupoBaHe
6 Haunbosee pacrpoCTpaHeHHBIX BU/IOB crielianbHOM JIUTepa-Typhl, JIEKLIMOHHOTO 6
OpraHU3aLMOHHO-PaCopsAUTEeNBHBIX  |MaTepuasa o BompocaM pasfesa 6; MoAroToBKa K
JIOKYMEHTOB. TeCTHPOBAHUIO U 3a4eTy.
Yrny6néHHoe n3yueHne v pedeprpoBaHie
v Pasgen 7. ITucemeHHast CrieliaabHOM JTUTepa-Typhl, JIEKLIMOHHOTO 6
KOppeCIOH/IeHLHSI. Marepua’ia 1o Bonpocam paszena 7; oAr0TOBKa K
TeCTHPOBAHUIO U 3aYeTy.
Yiny6néHnHoe n3yueHne v pedeprpoBaHue
8 Pasgen 8. Opranusanus CrelvaabHOM JINTepa-Typhl, JIEKLIUOHHOTO 6
JOKyMeHT000opoTa. Marepuasa o BorpocaM paszena 8; moarotoBka K
TeCTUPOBAHUIO U 3a4erTy.
Yiny6néHHoe u3yueHve v pedeprpoBaHue
9 Paszen 9. /JokymMeHTHpOBaHue paboThl C |CTIeI[HATBLHOMN TUTepa-TypPhl, TEKIMOHHOTO 6
[1epCOHAJIOM. MarepuaJia 110 BOIpocaM pasgena 9; oAroroBka K
TeCTUPOBaHUIO U 3aYeTY.
Bcero 3a 11 cemectp 57
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4. ®OPMbI KOHTPOJII OCBOEHUSA TNCLHUIIVINHBI

CEMECTP HEJEJ/IN CEMECTPA
112 3 6 7 9 10 11 12 13 |14 15 |16 17
3az. 3az. 3af. 3az. 3az. 3ag. Bonp. 3ay,
1 CPC AP CPC CPC AP CPC CPC CPC AP 3ay.

Ycii0BHBIe 0003HAUCHUSA:

3da4. — 3a4erT.

[P — nuarHocTrueckasi paboTa;
3an. CPC — 3afiaHus 11 CAaMOCTOSITe/TbHOM pabOTh;
Bomp. 3au — BOIIpOCH! K 3a4eTy;

Tekymuii KOHTPOJ/Ib YCIIeBaeMOCTH CTYeHTOB IPOBOJUTCS B AVCKPETHBIE BpeMeHHbIe NHTepPBasbl B

cnenyrommx dpopmax:

¢ IMarHocTUYeckas pabora;
e 3a/laHUA [I/I CAMOCTOATE/TLHOM PaboThI;

® BOIIPDOCHI K 3a4eTy.

IIpomexxyTouHas arTecranus IIPOBOJUTCS B hopMax:

® 3d4yeT.
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5. YYEBHO-METOJIMYECKOE 1 TH®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas iMTeparypa no JUCLUILIMHE:

1. . K. KopHees, A. B. ITienko, B. A. Mamypijes. . [JoKyMeHTHpOBaHHe yIpaBl1eHYeCKOU [esTeTbHOCTH.
Mockga: FOpaiiT, 2022, a51. pec.

2. W. H. Ky3HenoB. . [loKyMeHTaIlMOHHOE 00ecIieueHue yrpasjieHus. [JJokyMeHToo00poT 1
Jenorpou3BoAcTBo. Mockga: FOpaiit, 2022, 351. pec.

3. M. 1O. KpbinoBa. . JJoKyMeHTHUpPOBaHHEe yIpaBieHuecKon gestenbHocTH. CII16.: BusHec-nipecca, 2004, 5
9K3.

4. H. A. JTvicenko, Bb. FO. CepbuHoBckuii, C. H. LIBeTKoBa. . [IOKyMeHTHPOBaHUe yIIpaBIeHUeCKOH
JedTe/IbHOCTU Ha MPeATpUsITHUU: [e0NPOU3BOACTBO U KoppecnonaeHms. Poctos v/1: MapT, 2002, 5
9K3.

5. H. I1. Kptokoga. . [JokyMeHTHpOBaHHe yIipaBiaeHueckou fesitenbHOCTA. M.: MTH®PA-M, 2010, 12 3K3.

6. T. A. KazakeBuu, A. 1. Tkanuu. . [JokymeHTOBejeHHe. [JOKyMeHTallMOHHbBIN cepBrc. MockBa: FOpaitt,
2022, 551. pec.

5.2. [lorionHUTebHAs IUTepaTypa Mo AUCLUIIIUHE:
He TpebyeTcsl.
5.3. Ilepuogrueckue u3aHus:

1. KagpoBoe pero;
2. CouuanbHble U TyMaHUTapHbIe 3HAHKS.

5.4. TlepeueHb peCypcoB UH(POPMAI[MOHHO-TE/IEKOMMYHUKAIIMOHHOMN ceTr "VIHTepHeT", HeoOXOAUMBIX /1/1sT
OCBOEHUS TUCIUIITUHBI, 3I€KTPOHHbBIE OUOTMOTEUHbIE CUCTEMBI:

1. https://library.voenmeh.ru — ®yHzamenTanbHast 6ubnmoreka BI'TY « BOEHMEX» um. [1.®. YcTHHOBa;
2. https://urait.ru — O6pa3oBarenbHas riatdopma «FOpaiiT». [y By30B U CCy30B..

CoBpeMeHHbIe TPoQecCHOHaNbHBIE 0a3bl JAHHBIX:

1. https://rusneb.ru — HatjmoHansHas 3sekTpoHHast onbmioreka (HOB);

2. https://cyberleninka.ru/ - HayuHast 3nekTpoHHast 6ubnioreka «KubepieHuHKa»;
http://www.rfbr.ru/rffi/ru/library - TTonmHoTeKkcTOBast 31eKTpoHHast bubMoTeka Poccutickoro doHzia
(byH/IaMeHTaIbHBIX UCC/Ie/IOBAHUH.

WHdopmaliioHHbIe cripaBOYHbIE CHCTEMBI:
1. Texakcriept — ViHbOPMal[MOHHBIN TIOPTal TEXHUYECKOTO PeryiupoBaHus: HopMbl, mpaBuia, CTaHZApThI
P®;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - b1 TOCTog

cobcteenHoM redepaiui BI'TY "BOEHMEX" um. /1. ®. YCTHHOBa;
3. http://www.consultant.ru/- KoncynsranTtILntoc- nH(OpMaIioOHHBIH ITOpTa ITPaBOBOM MH(OPMALUH.

5.5. TIporpaMMHOe 0becrieueHue:
1. Google Chrome;
2. Microsoft Office;
3. Open Office.

5.6. 'Hpopmal[oHHbIe TEXHOIOTHH:

B3auMoyielicTBue ¢ obyuaronumucs nocpenctBom SMOC Moodle BT TY «t BOEHMEX» um. [I.®. YcTHHORBA.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. JleKijnoHHbIE 3aHATHSA:

CreLa/IM3UpOBaHHbIe TpeOOBaHus 110 000PYZAOBaHMIO OTCYTCTBYIOT; ayAUTOPHUS C TIOCAZOUHBIMU
MeCTaMHU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

6.2. IIpakTHyeckue 3aHATHA:

1. ITpoekTop;

2. lHTepakTHBHas [0CKa;
3. Google Chrome;

4. Microsoft Office;

5. Open Office.

6.3. IIpouee:

1. pabouee mMecTo TIperioJjaBaresisi, OCHaIleHHOe KOMITBIOTEPOM C IOCTYTIOM B VIHTepHeT;
2. pabourie MecTa CTY/IEHTOB, OCHAIIleHHbIE KOMITbIOTEPAMU C JOCTYTIOM B VIHTepHeT, TipefiHa3HaueHHbIe
I71s1 pabOTRI B 3/IEKTPOHHOM 00pa30BaTe/IbHOU Cpefie.
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ITpunoxenue 1
K paboueli mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

AnHoTanusa paboueii nporpaMMsl

Iucipnmuda JOKYMEHTUPOBAHUE YITPABIEHUYECKOM JEATE/IBHOCTHU spnsercs
JUCLUIIMHON YacTH, (JOpMHPYeMOH yYaCcTHHMKaMH 00pa3oBaTe/IbHBIX OTHOIIEHHH 0/10Ka 1, mporpaMmbl
TOATOTOBKK 10 HampasieHuto 38.04.02 MeHedxcmenm. [ucLUIIIMHA peanu3yeTcs Ha Qakynbrete P
MexayHapoZHOrO TIPOMBILUIEHHOIO MeHepkMeHTa ¥ KoMMmyHuKauuu BI'TY "BOEHMEX" um. [I.®.
Ycrunosa kadenpoii P1 MEHE/DKMEHT OPTAHU3ALIVN.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
TICK-1.3 crocobHOCTh OCYIeCTBAST, COOpP W aHa/MW3 JIAHHBIX M0 BBITIOJHEHUIO0 pa3pabO0TaHHBIX TIIAHOB,
06paboTKy uWH(OpPMAIMU C TIOMOIIBI0 COBPEMEHHBIX WH(OPMAI[UOHHBIX TEXHOJOTHH, COCTaBIeHHEe
aHa/IMTUYeCKOro OTUeTa.

CopeprkaHre TUCHUIIMHBI OXBAaThIBaeT KPYT BOMPOCOB, CBSI3aHHBIX C JOKYMEHTHPOBAHKEM U C OpraHu3aleit
paboThI ¢ 0UIMATBHBIMU JOKYMEHTAMHU.

[IporpamMmoii JUCLUITIMHEI TTPelyCMOTPEHBI CJle/IyIollie BUABI KOHTPOJIA:

TeKyuii KOHTPOJIb YCIIEBAEMOCTH CTY/[eHTOB TIPOBOJJUTCS B JUCKPETHBIE BpeMEHHbIE NHTEPBAJIBI B
cnenyromux dhopmMax:
e MArHOCTUYECKas paboTa;
e  3a/1aHUA JJIsI CAMOCTOSITE/IbHOM paboThI;
¢ BOMPOCHI K 3aYeTy.

HpOMe)Ky'TOIIHaH dTTeCcTalUus ITPOBOAUTCA B (bopMaX:
® 3adyeT.

OO01jast TPyZI0EMKOCTh OCBOEHHSI AUCLUIUIMHBI cocTaBiasger 3 3.e., 108 u. TIporpamMMol AWUCIUTUTUHBI

MpeJyCMOTPEHbI JIeKIIMOHHBIE 3aHATHS (17 u.), mpakTuueckue 3aHsATHS (34 4.), camocTosiTeNbHas paboTta
cryzaenra (57 4).
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IIpuioxenue 2

K paboueli mporpaMme JUCIATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUSA

PexkoMeHganuu

10 OCBOEHHIO JUCLUIUIMHBI I/IA CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI cocTaBageT 108 4., u3 HUX 51 4. ayJUTOPHBIX 3aHATHM, U 57 4.,
OTBe/IeHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeH/IalIMM  TI0  pacrpe/ie/ieHHI0  yueOHOrO BpeMeHHW M0 BH/]AM CAMOCTOSITE/TBHOM paboThl |
pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI TIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTpOJIe yCI1eBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcs.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUS TPYBe/ieHbl B TPUIoKeHHH 3 K Paboueii mporpamme.

H TpyRoeMKOCTB,
anMeHOBaHHe PaboThI Pexkomenjyemas 1ureparypa uac.
Pa3pen 1. YnpaBieHueckasi ¥ oucHas JeATeTIbHOCTb.
YrnmybnéHHoe u3yueHue U
pedepupoBaHue crieliianbHOM mutepa- | U. K. Kophees, A. B. ITienko, B. A. Marypiies. .
TYPbl, JIEKLUOHHOI'0 Marepuasa 1o JoKymeHTHpOBaHMe yTipaBjieHueCKOu 6
BOITPOCaM pasfiesia 1; moroToBKa K nmesitembHOCTH: MockBsa: FOpaiit, 2022 (1)
TeCTHPOBAHUIO U 3a4eTy.
Wtoro no pazzeny 1 6

Pa3]I[EJ1 2. OcHOBHbBIE ITIOHATHSA AOKYMEHTHPDOBAHUA praBJIEHqECKOﬁ AeATe/IbHOCTH.

Yrny6néHHoe u3yueHue u
pedepupoBaHue CITelUaJIbLHON TUTepa-

N. K. Koprees, A. B. [Timienko, B. A. Mamypues. .
JloKymeHTHpOBaHMe yTrpaB/ieH4eCKOU
JesTenbHOCTH: MockBa: FOpaiit, 2022 (2)

TYPBl, TIEKL[UOHHOI'O MaTepuasa mno 7
YPEL 1 p T. A. Kazakeuu, A. M. Tkanmuu. .
BOIpOCaM paszesia 2; MoJroToBKa K s
TeCTHPOBAHIIO 1 3aue HokymeHTOBeileHUe. [lOKyMeHTal[IOHHbIM CEePBUC:
P Y. Mocksa: FOpaiit, 2022 (1-2)
Wtoro no pa3neny 2 7

Pa3pen 3. HopmaTuBHo-nipaBoBasi 6a3a JOKYMeHTHPOBAaHHA yIIPaB/IeHYeCKOH /lesiTe/IbHOCTH.

YrnmybnéHHoe u3yueHre U
pedepupoBaHue CIielaaIbLHON TuTepa-

. H. KysHenos. . [loKkyMeHTaljuOHHOE
obecrnieueHue yripaBieHust. [lokyMeHTO000POT U
JenonpousBozcTBo: Mocksa: FOpaiit, 2022 (1)

TYPBL, JIEKIIOHHOTO MaTeprana ro N. K. Koprees, A. B. [Timienko, B. A. Mamypues. . 8
BOTIPOCAM pa3sfiena 3; IMOJTr0TOBKa K *
TeCTHPOBAHMIO 11 3a9eTY, JoKymMeHTHpOBaHMe yTipaBjieHueCKOu
) nmesitenbHOCTH: MockBsa: FOpaiit, 2022 (2)
Wroro no pa3geny 3 8
Pa3pen 4. Cucrembl JOKYMeHTALMH.
VinyGnéusoe uaydeHue u . H. KysHewos. . [loKkyMeHTaljJuOHHOe
. obecrnieueHue yripasieHust. [lokyMeHTO000POT U
pedepupoBaHue crieliaabHOM UTepa- i . N
TYPBL, EKIHOHHOIO MATEPHANA TIO nenornpousBogcTBo: Mocksa: FOpaiit, 2022 (2) 6
YPBL, N. K. Kopnrees, A. B. [Tienko, B. A. Mawmypues. .
BOTIpOCAM pa3sziena 4; MoJroToBKa K &
TECTHPOBAHKIO ¥ 339eTy. JloKymeHTHpOBaHMe yTipaB/ieHueCKOU
’ nesitenbHOCTH: MockBa: FOpaiit, 2022 (2)
Wroro no paspeny 4 6
Paspen 5. b/1aHKH ¥ COCTaB PEKBU3UTOB yIpaB/IeHUYeCKUX JOKYMEHTOB.
N. K. Koprees, A. B. ITienko, B. A. Maiypiies. .
, JoKyMeHTHpOBaHWe yrpaB/ieHueCKon
fg}fﬁeiigzﬁs}g;eem;zinoﬁ TeDa- nesitenbHOCTH: Mocksa: FOpaiit, 2022 (2-3)
PE®EPHP 1 p H. A. JTvicenko, b. FO. Cepbunorckuii, C. H.
TYPBI, JIEKL[HOHHOTO MaTeprara o N 6
BOIDOCAM Da3Ae/A 5 OAOTOBKA K LIBeTKOBa. . [lJOKyMeHTHpOBaHHUe yrpaBl1eHYeCcKOU
TeCTI‘)I/IPOBaIl-:I)I/H-g u 3aq,e Ty'q JlesiTeTbHOCTH Ha MpeATpUATHH:
) Z1eJIONPOM3BO/ICTBO Y KOppeCIoHeHLYs: PocToB H/
O: MapT, 2002 (1-3)
12 24851



Wroro no pasgeny 5

| 6

Pazgen 6. OcobenHocTH 0(hopMIeHUs HauOo/Iee pacnpoCTPaHeHHbIX BUAOB OPraHU3alji0HHO-
PacnopsAUTe/IbHbIX JOKYMEHTOB.

Yry6néHHOe U3yueHue U
pedeprpoBaHye CrieLjianbHON IMTepa-

H. I1. Kprokoga. . [lokyMeHTUpOBaHue
yIpaB/ieHYecKoi gestenbHOCTH: M.: UHOPA-M,
2010 (1-3)

TYPBI, JIEKIMOHHOTO %V[aTePHaﬂa 1o N. K. Kopgrees, A. B. ITiienko, B. A. Mamypues. . 6
BOIMpoCaM pasziena 6; moaroToBka K L
TeCTHPOBAHMIO 1 3aUeTY, JoKyMeHTHpOBaHHe yTpaB/eHyecKo
JesTenbHOCTH: Mocksa: FOpaiit, 2022 (3)
Wrtoro o pasgeny 6 6
Pa3pen 7. IlucbMeHHasi KOPPeCIIOHAEHIMS.

N . K. Kophrees, A. B. ITiienko, B. A. Mamypues. .
YrnybnénHoe n3yueHnue u L
pedepupoBaHue CrielaabHOM UTepa- FAOKyMEHTHPOBAHHE yrip ABTEHHCCKOU

nesitenbHOCTH: Mocksa: FOpaiit, 2022 (3)
TYPBI, JIEKL[UOHHOIO Mareprarna Io 6
. N. 10. Kpeuiosa. . [JokymeHTHpOBaHuE
BOIMpOCaM pasziena 7; MoJroToBKa K o . .
TECTHPOBAHMIO K 344eTY, yripaBsieHYeckoii festenbHocTH: CII16.: Busnec-
npecca, 2004 (1-3)
Wrtoro no paspeny 7 6
Pazpen 8. OpraHuzanus JOKyMeHT0000poOTa.
H. I1. Kprokoga. . JlIokyMeHTUpOBaHue
yrpaBieH4Yeckol gestenbHocTy: M.: UHOPA-M,
YrnybnénHoe u3yueHve u 2010 (3)
pedepupoBanue crielianbHOM mutepa- | U. K. Koprees, A. B. ITimenko, B. A. Marypries. .
TYPBl, IEKL[UOHHOI'0 MaTepuasa mno JoKyMeHTHpOBaHWe yrpaBieHueCKon 6
BOIIpOCaM paszena 8; MoAroToBka K nesitenbHOCTH: Mocksa: FOpaiit, 2022 (3)
TeCTUPOBAHUIO U 3a4erTy. N. 1O. Kpeuiosa. . JJokyMeHTUpPOBaHUe
yTipaB/eH4Yeckoi gesitensHOCTH: CI16.: Busnec-
rpecca, 2004 (2)
Wrtoro no pasgeny 8 6
Paspen 9. [loKkyMeHTHpOBaHHe PabOTHI C IEPCOHAIOM.
. H. Ky3HerL0B. . [JoKyMeHTaL[uOHHOe
obecrieueHue yrpaeneHus. JI0KyMeHT0060pOT 1
Yry6néHHOe U3ydeHue U nmemnonpon3BozcTBo: Mockga: FOpaiit, 2022 (3)
pedepupoBanue crieriyanbHoM utepa- | M. K. Koprees, A. B. ITimenko, B. A. Mamypues. .
TYPBI, JIEKLJUOHHOIO Mareprara Io JloKymMeHTHpOBaHMe yrpaB/ieH4eCKOU 6
BOIIpOCaM pasfiesia 9; oJroToBKa K JesTenbHOCTH: MockBa: FOpaiit, 2022 (4)
TeCTUPOBaHUIO U 3a4eTy. T. A. KazakeBuy, A. 1. Tkamuu. .
HoxymenroBesieHre. JJOKyMeHTallMOHHBIN CEPBUC:
Mocksa: FOpaiit, 2022 (2)
Wroro no pa3geny 9 6
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IIpunoxenue 3
K paboueli mporpaMme JUCHATTHHBI
JOKYMEHTHPOBAHME YIIPAB/IEHUECKOU JESATEJIBHOCTHU

®OH/] OODEHOYHBIX CPEICTB

®oH/[| O1[eHOYHBIX CPe/CTB, MO3BOJISIOIIHE OL[eHUThL Pe3y/IbTaThl 06yUeHH s 10 JaHHOM AUCIUIT/IMHE, BKIFOYAIOT
B ce0s:

e UarHocTuueckas pabora

* BOIPOCHI K 3a4eTy;

e 3a/laHUs JI/Is1 CAMOCTOSATEIbHOM PabOThI;
e 3ayeT.

Kputepuu orjeHuBaHus

Juarnocruyeckas pabora
[uarHocTtrueckast pabora mpoBogutcs B popme Tecta B SMOC Moodle:

e IIpU NIPaBWJILHOM OTBeTe MeHee YeM Ha 60% BOIPOCOB - He aTTeCTallys;
¢ TIpU MpaBUIBHOM OTBeTe Ha 60% BOTIPOCOB U OoJiee - aTTecTarys.

Bonpocsl K 3auety
1. Ba3oBble MOHSATHS YIIPAaBI€HUECKOH [IesITeTbHOCTH: CUCTEMa, CBOMCTBA CUCTEMBI, 00IIasi cxema U
CTPYKTYypa CUCTeMBI YIIpaB/IeHMUs];
. [ToHsATHE ¥ XapaKTepUCTUKU yTIpaB/ieHYeCKOU U 0(DHUCHOM /1eATeTbHOCTH;
. [IpocTpaHCcTBeHHBIE XapaKTePUCTUKY O(UCHON AesATeTbHOCTY;
. BpemeHHbIe XxapaKTepuCTHKUA OQUCHON JieITeTbHOCTH;
. KapipoBbie xapakTepucTiku 0hHCHOU JesiTe/TbHOCTH;
. JJOKYMeHT U ero xapakTepUCTHKY;
. YripaB/ieHUe JOKyYMeHTaMuy;
. Cucrema ynpaB/ieHUsI JOKyMeHTaMU;
. Busipl HOpMaTUBHO-TIPaBOBLIX JOKYMEHTOB U UX OIpeZe/IeHUs;
0. ITpaBoBast 6a3a JOKYMEHTHPOBaHUS YTIPaBJIeHUeCKOU JesTeTbHOCTH;
1. OGI1IepOCCHIICKIE CUCTEMBI JOKYMEHTAI[UY;
12. YaudwuimupoBaHHbIe CUCTeMBI yTIpaBlIeHYeCKOM JOKyMeHTal[|y;
13. TToHsATHEe TenerpaMmbl. Buibl 1 0co0eHHOCTH 0()OPM/IEHHUS M OTIIPABKH TeJlerpamMm;
14. Tonsitue TenedoHorpaMmbl. Oco6eHHOCTH O0QOPMIIEHHS ¥ OTIIPABKU Tene(OHOTPaMM;
15. TTonsTtue dakcorpamMmmel. OcoGeHHOCTH OQOPMIIEHHS U OTIIPaBKU (akcorpamm;
16. DnekTpoHHas TiouTa. PeKBU3UTHI COOOIIEHNS 3/IeKTPOHHOM MOYTHI M 0COOEHHOCTH MX 0(OpMJIeHHS;
17. TluceMa, cBsi3aHHbIe C paclpoCTpaHeHHeM UH(OPMaLUK: BUBI U 0CO0eHHOCTH WX 0)OpMJIeHHS];
18. TTucbMa, cBsi3aHHBIE ¢ 0OpAITeHUSIMH 110 TTIOBO/Y TeX W/ WHBIX JIeMCTBHNA: BUIBI U 0COOEHHOCTH UX
odopmIieHus;
19. ITrceMa-oTBeTHI: BU/BI K 0COOEHHOCTH UX 0()OPMIIEHNS;
20. TTucbMa MpeTeH3MOHHOTO XapakTepa: BU/IbI 1 0COOEHHOCTH MX 0(hOpPMIIEHHST;
21. ITnucbMa, CBsI3aHHBIE C BhIPayKEHHEM BHUMaHUS M yUacTHs: BUJBI 1 0COOEHHOCTH X OOPMIIEHHUSI;
22. PekoMeH/iaTeTbHbIE U COTIPOBOJUTE/bHBIE MMChMa: XapaKTepUCTHKa U 0CO0eHHOCTH 0opMIIeHNST;
23. XapaKTepUCTHUKHY U 3Tarbl JOKYMEHTO000POTa;
24. KoMruiekC KaZipoBoii IOKyMeHTalLWu: TI/laHOBasi JOKyMeHTaLUs;
25. KoMriiekc KaipoBOl JOKYMEHTALMU: OpraHu3alOHHO-TIPaBOBast JOKYMeHTaLus;
26. Komriiekc KaZipoBo¥ JOKyMeHTaLUU: MlepCoHa/lbHas JOKyMeHTaLus;
27. KoMIiekC KaZipoBOii JOKyMeHTallMuU: J0rOBOPHas JOKYMeHTaLUs;
28. Komriiiekc Ka/ipoBoi AOKyMeHTALK: pacropsiguTe/ibHas JOKyMeHTalus;
29. Komriiekc KaZipoBoii JOKyMeHTallMK: yueTHasi KaipoBasi JOKyMeHTaLUs;
30. Komriieke KajpoBOU JOKYMEHTAI|U: JOKYMEHTAIUs TI0 YUeTy UCTOMb30BaHUS pabouyero BpeMeHH U
pacueToB C MePCOHA/IOM 10 OIJIaTe TPYAa;
31. Kommuiekc KaJJpoBOii IOKyMeHTaLUW: OTUeTHasi U OTUeTHO-CIIpaBOYHas JOKyMeHTaLlUs;
32. JokyMeHTHpOBaHMe TpreMa COTPYAHHKa Ha pabory;
33. JokyMeHTHpOBaHUe TepeBo/ia COTPYAHUKA Ha APYTyio pabory;
34. TokyMeHTHpOBaHUeE MOOIIPeHuUs1 pabOTHUKOB U HaIOXKeHHs! JUCLIMTIMHAPHBIX B3bICKaHUMH;
35. IoKyMeHTHPOBAaHKE YBOJIbHEHHs pabOTHHKA.

R, OO, WN

3ajaHuA /I CAaMOCTOATE/THHON PadoThI

14



3azmanue 1. TIpoeKTUpoBaHKe OTAHKOB OpraHU3aIvy
CocCTaBuTb /151 MPOEKTUPYEMOM OpraHu3al[uK 00IIME 6J1aHK C MPO/IOBHBIM PACTIOIOKEHUEM PEKBU3UTOB U
0/1aHK [I71s1 TTUCEM C YTJIOBBIM pacIioyioykeHreM peKBu3nToB. O0a O/1aHKa JJO/KHBI COlep>KaTh CIeyIOLHe
PEKBU3UTHL:
- Ha3BaHWe OpraHMU3alliy TI0JIHOe UM COKpaIlleHHOe C YKa3aHWeM OpraHu3aljMOHHO-TIpaBoOBOM JOPMBEI;
- UHH, KIIII opranu3saiuuy;
- [IOYTOBBIM afpec OpraHu3aLuyy;
- apyrue pekBu3nuThl opranm3aipy (OI'PH, OKB3/], OKIIO) ro ycMOTpeHHI0 00yJaroIerocsi.
3aganue 2. IIpoekTupoBaHue 1 0hopMiIeHHEe CTPYKTYPhI OpraHU3al[uu
CrpoekTupoBaTh ¥ 0(OPMUThL OPraHMU3aALIMOHHYI0 CTPYKTYDPY NPEATIPUSTHS C IITaTHOW YMC/IEHHOCTBIO He
MeHee 100 yesnoBexk.
Twur opraHy3aliMOHHON CTPYKTYPbI BEIOMpPAeTCs CTY/IEHTOM CaMOCTOSITE/TBHO B COOTBETCTBUU C BUIOM
JlessTeIbHOCTU MPOEKTUPYEMOM OpraHv3aLyiy.
PekomeH/TyeTCs BBIZIE/TUTH 3aMeCTHTe el reHepaIbHOrO AUPeKTopa 1o GyHKIMOHATBHBIM HalpaBIeHNsIM
(HampuMep, TeXHUUeCKUU JUPEKTOD, AUPEKTOP IO a[MUHUCTPATUBHO-X03SIMICTBEHHOM AeSITeJIbHOCTU U T.I1.).
B cTpykType opranu3saiuu 06s13aTesTbHO AO/DKHBI PUCYTCTBOBATh TaKUe MO/[pa3/ie/ieHus, Kak OyXranrepus,
TJIaHOBO-2KOHOMUYECKUN OT/ie1, OTAe KaJpoB, KaHlenspus (otaen JOY), ropuanueckuil oTaern.
3apanue 3. [IpoekTripoBaHue U 0oopmiieHHe IIITAaTHOTO PaCIIMCaHMSs
CripoekTupoBarh ¥ 0)OPMUTH IITaTHOE pacrriCaHye Ha OCHOBAaHUW OPTaHU3al[MOHHOW CTPYKTYPBI
TIpeJTpUATHS C INTaTHOM YMC/IeHHOCTBI0 He MeHee 100 yesioBek.
BrimosiHeHe 3a/jaHust IO/DKHO TIPOU3BOAUTLCS € UCTob3oBaHueM Microsoft Excel, Open Office Calc wim
JIPYrUX aHaJOrMUHBIX TTPOrPaMMHBIX TTPOAYKTOB.
3aganue 4. OdbopMieHre opraHM3alOHHO-PACIIOPSIUTETBHBIX TOKYMEHTOB
Cospars 1 0OPMHUTE CJlelytollIFe BUIbl OpraHW3aLlOHHO-PACIIOPAAUTENbHbBIX JOKYMEHTOB:
1. TIpoTtokon cobpanust akioHepoB (a1 AO u ITAO) unu cobctBeHHHKOB (7151 O00). Lenb cobpanus
COCTOUT B U30pPaHUM HOBOTO TeHEPATBLHOTO AMPEKTOPA OpPraHu3aIfuy. JornoTHUTETEHO 00yYatoIuMCs MOTYT
OBbITb UHUI[UATUBHO PACCMOTPEHBI JIPYTHe MYHKThI TOBECTKU [IHS.
2. ITpyka3 reHepaibHOTO JUPEKTOpa 00 YTBEPXK/[€HUM HOBOM OpraHW3aluOHHON CTPYKTYPhI. TeKCT TprKasa
TIOMHMO BCEro Mpouero J0/DKEH COJEeP)KaThb yKasaHue J0/DKHOCTHOMY JIMLy, OTBeYaroleMy 3a OCylLeCTBIeHUe
KOHOMHYeCKOH QyHKLWH, pa3paboTarh U Npe/ICTABUTE HA YTBEP)KAEeHHe TeHepalbHOMY TUPEKTOPY IITaTHOe
pacrnucaHie Ha OCHOBAaHUM yTBEPK/I€HHOW OpraHU3allMOHHOM cTPYKTYphl. Ha 060poTe mprkasa opopMiisieTcst
JIucT cornacoBaHus, CIMCOK PAacChbUIKY, a Takke npuBoguTcsa ®PVO ncnonHuTens), HoArOTOBUBIIETO IIPUKA3.
[MpuKa3 BBITIO/IHAETCS HA TIPOZIO/ILHOM OJIaHKe.
3. Tlpuka3 reHepaIbHOTO JUPEKTOPa 00 YTBEP)KAEHUH IITaTHOTO pacrvcanust. OhopmiisieTcss Ha 0CHOBAaHUU
rpeabiAyIero npyukasa. Ha obopore npuka3za odhopmiisieTcs JITUCT coryiacoBaHMsl, CIIMCOK PACChIIKK, a TAKXKe
npuBogutcst YO ucromHUTe NS, TOATOTOBHBIIIEro MprKa3s. [IprKa3 BLIMOTHSIETCS Ha MPO0IbHOM O1aHKe.
3aganue 5. OdopMieHue miceMm
OdopMUTb OT UMEHU OpPraHU3al[iy Ha YIJIOBOM OylaHKe TIMCHEMO PasHbIX BU/IOB. BU/IbI MCeM BBIOMPAIOTCS
00yuaroIuMcst CaMOCTOSTEIBLHO, TIPU ITOM COJIep>KaHUe TIMCEM [IO/PKHO COOTBETCTBOBATh BUJY /I€SITETbHOCTH
TPOEKTUPYeMOTro NpeAnpuUsiTHs. B 1eBoM HIDKHEM YTy YKa3bIBalOTCSI KOHTaKTHbIE JaHHbIe MCTIOTHUTEJIS
MYcbMa.
3ayanue 6. Pa3paboTka U ohopM/ieHHe TIOJIOKEHHS O CTPYKTYPHOM TI0/ipa3/ie/ieHu!
Pa3paboTtath ¥ 0(OpPMUTH TOTIOKEHHE O CTPYKTYPHOM Tiofipa3feneHud. CTpyKTypHOe MojpasfienieHue
BLIOMpAeTCs CTYIEHTOM CaMOCTOsATe/TbHO. CTPYKTYPHOE To/ipa3/ieieHHe I0/DKHO ObITh BBIOPAHO COIIaCHO
OpraHU3aljMOHHOM CTPYKTYype.
KpuTepuu o1ieHUBaHUS:
Or1ieHKa "3auTeH0" BBICTAB/ISIETCS:
- TIpY TIOJTHOCTBIO BBITIOJIHEHHOM 3a/laHWH, BO3MOXXHBI He3HAUUTe/TbHbIe HeloueThI;
- Y TIOJTHOCTBEO BBITIOJIHEHHOM 3a/laHuH, [IPY 3TOM UMEROTCSI CyLLleCTBEeHHbIe 3aMevaHust [10 OAHOMY U3
BOIIPOCOB 3a/JaHus WU B L[e/IOM 10 3a/|JaHUI0 UMEIOTCSI HeloueThl U 3aMedyaHusl.
OLleHKa "He 3aUTeHO0" BBICTABJISETCS, €C/IM 3a/laHre He BBIITOTHEHO WJIY BBITIOJIHEHO C CyIeCTBEHHBIMU
3aMevaHUsIMU.

3auer

VITOroBbIi KOHTPOJIB 110 JUCLIMIIMHE TIPOXOAUT B (hopMe 3aueta. [IomyckK K 3a4eTy ohOpMIIsieTCs TIpU
YCJIOBUH TIOJTHOTO BBITIONIHEHUSI BCEX MePOTPUSTHIM, TIpelyCMOTPeHHbIX rpa)MKOM KOHTPOJIbHBIX
MepONpHATHM.
3auer BK/IOYaeT B ce0si OTBET Ha TeOpeTHYeCKHe BOTIPOCHL.
O11eHKa «3auTeHO» BbICTaBISIeTCS:
- [IpY pa3BepHYThIX 1 TOYHBIX OTBETOB Ha 2 TeOPETHYEeCKUX BOMPOCA U JOIO/IHUTE/IbHbIE BOIIPOCEHI
TIperiofiaBareis;
- TIPM TOUHOM | TIOJTHOM OTBeTe Ha 1 TeopeTHueCKHi BOIIPOC C JOMyLjeHneM OIIMOO0K M HeTOUHOCTeH Mpu
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OTBeTe Ha 2 TeOpeTHUeCKUI BOIIPOC.
OLleHKa «He 3a4TeHO» BLICTAB/ISIeTCS TIPU HEMPaBU/IbHBIX OTBETAX Ha TEOPETUUECKHEe BOTIPOCHI.
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6 1 Pa3pen 1. YnpaBieHdeckas v 12 6 2 4 6 1 Bormpocs! K
oducHas jeATeIbHOCTD. 3a4eTy
Pa3pgen 2. OCHOBHbIE [TIOHATHA BOIMDOCH K

6 11 |moKymeHTHpOBaHUSA 12 5 1 4 7 11 3aILJIe
yIpaB/IeHYeCKOH AesiTeTbHOCTH. Yy
Paspgen 3. HopmarusHo-

6 11 |mpaBoBas 0aza | 4 5 ) 8 1 Bomnpocsr K
JAOKYMEHTHPOBaHUS 3a4eTy
yIIpaB/IeHUeCKOMH JieATe TbHOCTH.

Bompocs! K
3aueTy,

6 | 11 [PasAend. Cucrempi 12,6 2| 4 6 11 3apanus A
AOKYMEHTAL{HH. CaMOCTOSITE/IbHOM

paboThI
Bonpocs! K
Pa3pen 5. biaHnku u cocras 3auery,
6 11 |peKBHM3HUTOB yIpaB/ieHYeCKHX 12 6 2 4 6 11 3asanus Ass
JAOKYMEHTOB. CaMOCTOSATeTbHOU
paboThl
Pazpaen 6. OcobenHocTH
Bonpocs! K
odopmiienus HauboTee sauery,

6 | 11 PACTPOCTPAHEHHLIX BH]0B 126 | 2| 4 6 12 3aganus s
Oprafi3aoRHo- CaMOCTOSATeTbHOU
PacnopsiiUTe/TbHBIX

paboThI
JAOKYMEHTOB.
Bonpocs! K
3aueTy,

6 | 11 [Pasaen 7. Tlucomennan 126 | 2| 4 6 1 3ajanus s
KOpPpecCHoH/eHIIH. .

CaMOCTOSATEeTbHOU
paboThI

6 1 Pazgen 8. Opranmsanus 12 6 2 4 6 1 Bormpocs! K
JOKYMEHT0000pOTa. 3a4eTy

6 1 Paszpen 9. [lokymeHTHpOBaHUe 12 6 7 4 6 1 Bornpocs! K
PaboThI C mepcoHasioM. 3aueTy
Bcero 3a 11 cemectp 108 | 51 | 17 34 57 100
Bcero no aucuuIinHe 108 | 51 17 34 57 100
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Kputepuu oneHuBaHus

IICK-1.3

Bonpocbl omkpbimoz20 muna:

Ne 1l [aiiTe orpefiesieHre MOHATUIO «JOKYMEHT».

Ne 2 Ha3oBuTe 0CHOBHBIE BU/IBI JOKYMEHTALMOHHBIX TTOTOKOB.

Ne 3 HazoBute ocHOBHbIe BU/IbI MH(OPMALIMOHHO-CITPABOUHBIX [JOKYMEHTOB.

Ne 4 B uem pa3HMIIa TaKUX JOKYMEHTOB, Kak CTy»KeOHast 3armcKa, JOK/IaZiHask 3aricKa,
00bsICHUTE/TbHAS 3aTICKA U TIOSICHUTE TbHAs 3aricKa’?

Ne 5 UTo Takoe peksaMalys?

Ne 6 [aiiTe orpefeneHe MOHATHUIO «J€/I0TIPOH3BO/ICTBO».

Ne 7 [TatiTe onpe/iesieHye MOHATHIO «/JOKYyMEHTO0O0pOT».

Ne 8 B uem 3ak/1r0uaroTCs OCHOBHBIE 33/aUM apXyBa OpraHu3aLuu?

Ne 9 Kakvmu npaBuiamu ciiefyeT pyKOBOZCTBOBAThCS IIPU OpraHU3aliui XpaHeH!s
IIOKYMEHTOB U (hOpMHUPOBAHUH [JIe/T?

Ne 10 Kakast 0TBeTCTBeHHOCTH IIpe/lyCMOTPEeHa 3a HapylleHue IopsiKa [peCTaB/IeHNs
CTaTACTUUECKON MH(OPMAIK B OPTaHbI TOCY/IapCTBEHHON CTaTUCTUKA?
Bonpocsbl 3akpbimozo muna:

Ne 1 UTo Takoe JOKYMeHT?

A) D10 Kakoi-mMb0 MaTepuabHBIA HOCUTE/L C UH(MOpMaLyel, 06/1a jaroIui
ornpeie/IeHHbIMUA PEKBU3UTaMU

b) OT0 HemaTepuasbHBIM aKTUB OpraHy3aLn
B) D10 GymMaskHBII JIUCT C HAHECEHHBIM Ha HETO IeYaTHbIM TEKCTOM

I') 310 0OBEKT MaTepUaIbLHOTO MUPA, KOTOPBINA COAEPXKUT KaKyt0-T1u00 WHGMOPMaLHIO,
Heo0XoUMYI0 A1 pabouero mpoiiecca
Ne 2 UTo nogHUMAaETCs 1o/, ayTEeHTUUHOCTBIO JOKYMEHTa?

A) Bo3MO>KHOCTh B /TH000Y MOMEHT yCTaHOBUTb MECTOHAXOXK/IEHHE JOKYMEHTa U
BOCIIPOM3BECTH €ro

b) OtcyTcTBHe pOMyIIeHHBIX CTPAHUL] B JOKYMEHTe
B) CooTBeTcTBHe JOKYMEHTa 3asiBJIEHHOMY

I') Hanuune y fOKyMeHTa peKBHU3HUTOB
Ne 3 Kakoi1 U3 nepeuric/ieHHbIX JOKyMEHTOB OTHOCHUTCS K TPYIIIe NepCOHaMbHbIX
[JOKYMEHTOB?

A) Cny>xeOHOE TTICEMO
b) KonnekTuBHBIN AOrOBOP
B) IlltaTtHOe pacnivcaHue

I') TpymoBast KHKKa
No 4 C KaKkoi 1]eJTbI0 COCTAaBISIeTCS AOK/IaJHast 3armrcKa?

A) C yenbio noOy>xaeHust afpecara COBepILUTb Kakoe-T10o fieficTBre
B) C esbio nHMOOPMHUPOBAHKUS PYKOBOZUTEIS 0 X07le paboyero rporiecca
B) C 1je/1b10 pa3bsiCHeHsI IPUUMH HEUCITOJTHEHUSI CBOUX JIO/DKHOCTHBIX 00SI3aHHOCTEH

I') C gesnbro 3anpoca uHbopMaum
Ne 5 Kako¥i JOKyMeHT HCII0/b3yeTcst 7t GUKCaLK Xo7ia 00Cy>KAeHNsI BOTIPOCOB U TIPUHSITHS
pelIeHrH Ha 3ace/jaHusIX U cOOpaHusX?

A) CripaBka
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B) IIporokon
B) Pernament

I') Beinucka
Ne 6 JIoKanbHbBIe HOPMAaTUBHBIE AKThI 3TO

A) 3akoHbI cyonekToB Poccutickoii ®epepanyu
b) ®enepanbHble 3aKOHBI
B) HopmaTuBHO-TIpaBOBbIE JOKYMEHTHI, IPUHUMAaeMble KOHKPeTHOUW OpraHu3alyei

I') Cny>xebHble MUCbMa
Ne 7 Homenknarypa gen sto:

A) TOKyMeHT, UCTIONb3YeTCs /il aHa/Ti3a COCTaBa U yueTa JBIKEeHUS KaJpOB

b) crivcok 3arosioBKOB [ies1, 3aBOJAMMBIX B OpraHM3aliH, C yKa3aHHeM CPOKOB UX
XpaHeHUst

B) moKyMeHT onpeenstomyi GoHA OrIaThl TPy/ja pabOTHUKOB

I') criucok pabOTHUKOB OpraHU3aiiu
Ne 8 13) [lepcoHanbHbBIE AaHHBIE 3TO:

A) IOKyMeHTBI, TIO/[ITOTOB/IEHHBIe PAOOTHUKOM 10 3aZiaHui0 paboTozaTesst WK B CBSI3U C
BBIMOJTHEHHEM CBOMX JIOJDKHOCTHBIX 00s13aHHOCTeH

B)pe3ynbrarTel UHTE/UIEKTYaIBHOM JedaTelbHOCTH PabOTHHKA

B) sT0 ntobas nadopmaLysi, OTHOCSILASICS TPSIMO WM KOCBEHHO K OTpeie/IeHHOMY
(hr3ryecKoMy ULy

') cBepienust, 06/1a jaroNIe peasbHON WU MOTeHI[UaTbHON KOMMepUeCKOU 1[eHHOCThIO B
C/Ie[ICTBYE HEM3BECTHOCTH TPETbUM JIUL[aM

Ne 9 Odepta 3T0:
A) mpefocTap/ieHre TapaHTHSI OTLIATHI TI0 JIOTOBOPY

b) npennoxxeHue o 3ak/IOUEHUN JOTOBOPA O COTPYHHUUECTBE C yKa3aHHeM OCHOBHBIX
JleTajsiel cJlenKu

B) npeaBaputesnbHas cTagus repej oopallieHreM B apOUTpaXKHBIH Cyz 10 (akTy
HapyIIeHusl yCIOBUM ZI0TOBOpa

I') ogquH 13 BapraHTOB O/1ar0AapCTBEHHOTO MHMCHMa
Ne 10 Kakoli u3 nepeunc/ieHHbIX JJOKYMEHTOB OTHOCUTCS K TPYIIe pacropsuTe/TbHbIX
[JOKYMEHTOB?

A) Cny>xebHOe TTUCEMO
b) Ilpuka3s o mpueme Ha paboTy
B) lllTaTtHOe pacrniricaHue

I') TpynoBasi KHKKa
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