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1. IVTAHUPYEMBIE PE3YJIBTATBI OBYYEHUA 1O JMCHUIIJIMHE

KOI[ 1 HAUMCHOBAHUEC

HanmenoBaHue moxkazaTens

Kareropwus (rpymma) Kon u HaumeHnoBaHue HWHJIUKaTOpa OLICHUBAHUS pPE3yJIbTaTa
KOMIIETEHIINH KOMIIETEHIIUN NOCTHIKEHUS 00y4JeHUs 10 AUCIUTUINHE
KOMIICTCHIIM
[Tpodeccuonanpuas IK-1 Cnocoben | TTK-1.1. 3uanus OCHOBHBIX
KOMIIETEHIIUS OCYIIECTBIATE  cOOp, | [IpumenseT TEXHOJIOTHMM 1o  cOopy,
00padoTKy, COBPEMCHHBIC 00paboTKe ®  XpaHCHHS
CUCTCMATH3AlMI0 - M | pexpyonorun IUIA | JAHHBIX, cocTaBa
aHayIu3 MHpOpMAIH B coopa, 0O0pabOTKH W | HOPMATUBHO-
Eleij(gg(pMaHI/IOHHOFO 4 | XPAHCHHS [aHHBIX B METOTUICCKON 0a3sI
noxymenTamormoro | NV JOKYMEHTAIMOHHOTO }
S MH()OPMAIIMOHHOTO U | O0SCTIICUeHUsT W Oleparuid
YIIPaBIIEHYeCKOi JOKYMEHTAIMOHHOTO | 110 00paboTKe JOKYMEHTOB;
JESITeITBHOCTH, oOecrieueHus YMmenus MIPUMEHSATD
UCTIONB3YS yIpaBICHUYECKUX TEXHOJOTMH 1o  cOopy,
COBPEMEHHBIH pelLIeHui 00paboTke U  XPaHEHUIO
METOIMIECKUIA JaHHBIX, aHaIU3UPOBATH
MHCTpYMEHTApHii U uH(OpManuIo, BECTH
LHppoBbie 00paboTKy MH(pOpPMAMU U
TEXHONIOTHH NPUHUMATH PEHICHUS Ha €€
OCHOBE U JJOKyMEHTaJIbHOTO
odopmiIeHUs
YIPaBICHYECKUX PEIICHUN;
HaBbikn  ocyiecTBiIeHHS
coopa, 00paboTku "
XpaHEHUIO TAHHBIX,
HaBBIKaMU
JTIOKYMEHTAJIbHOTO
oopmIteHUs
yIpaBIECHUYECKUX PelIeHUl;
IK-5. Cnoco0en | T1K-5.4. 3HaHMA  CTPYKTYpHl W
OCYIIECTBIISITh Ocymectnisier cocTaBa  JOKyMEHTa |
TUIAaHUPOBAHUE, pazpaboTKy HOPMATUBHBIX TpeOOBaHUIA
OpTraHU3aIUIO Y | OpraHU3alOHHO- K COCTaBJICHHUIO u
KOHTPOJIb pacnopsauTeTHbHON o OopMIICHHUIO
OTIePAITIOHHOMN JOKYMCHTAITUH W | OpraHU3aI[MOHHBIX u
(MPOU3BOJICTBEHHOM) | OohopMIIeHHE pactopsANTEeNbHBIX
JeSITEIIbHOCTH, YIPaBICHUYECKUX JIOKYMEHTOB, CIIOCOOBI U
pazpaboTKy U | peleHni B | METOJIBI BEJICHUS u
JOKyMEHTAITbHOE OTepaIMOHHOM ONITUMU3AIHH
oopmiieHme (TTPOM3BOJICTBEHHOM) | TOKYMEHTO00OPOTa,
YIIPaBJIEHUECKUX JeATeTTbHOCTH YMenusi  pa3pabaThIBaTh
pelieHnid, BKITIOYast OCHOBHBIC BH/IBI
BHEJIPEHNE yIPaBIECHUYECKUX
WHHOBAIHI B JIOKYMEHTOB, COCTaBIISITh W
COOTBETCTBUU co opopMIIITH JOKYMEHTHI B
CTpaTerHYeCKUMHU COOTBETCTBUU c
3a1a4aMu HOPMAaTHUBHBIMHU
OpraHu3aluu TpeOOBaHUSIMU




OpTraHU3aIMOHHBIX "
pacropsIUTeIbHBIX
JOKYMEHTOB;  TPUMCHSTH
COBPEMEHHBIC TEXHOJIOTHU
OpraHu3aIH
JOKYMEHTO000pOTA.
HaBbIKM COCTaBJICHUS U
odopmITeHUS B
COOTBETCTBUU c
HOPMaTHBHBIMH
TpeOOBaHUSAMU
OpraHu3aIOHHBIX u
pacropsIuTeIbHBIX
JOKYMCHTOB; PUMCHCHHS
COBPEMEHHBIX TEXHOJIOTHIA
OpraHu3aIiK
JIOKYMEHT0000pOTA.

2. MECTO JMCIIMIIVIMHBI B CTPYKTYPE
OBPA30BATEJIbHOM ITPOI'PAMMBI

1. Komnerenmus [IK-1 Cnocoben ocymiecTBisiTh  cOop, 00paboTKy,
CHCTeMAaTH3allMi0 W aHam3 UWHpopMamMu B TeIIX WHPOPMAIMOHHOTO U
JOKYMEHTAIIMOHHOTO OOCCIICUCHHsT YIPABICHYCCKON JESTCIIBHOCTH, HCIONB3YS

COBPEMEHHBIN METOMUYECKHI MHCTPYMEHTapUil U IU(POBBIE TEXHOIOTUI

JlanHast koMrieTeHI sl HOPMUPYETCS CASAYIONUMU TUCIUILIMHAMMU.

Cragust HanmeHoBaHMSA TUCIIUILINHEI

1 OKOHOMHKA OTPACJIEBBIX PHIHKOB

I[OKYMGHTEIL[I/IOHHOC obecneucHue YIIPAaBJICHUA

[{udposast Tpancopmariyisi On3HeEC-MPOLECCOB

I{lenooOpa3zoBaHue

HpOI/ISBO,Z[CTBCHHaSI TCXHOJIOTHYCCKas (HpOCKTHO-TCXHOHOF I/I‘{CCKaH) IIpaKTHUKa

N[N ||

HpOI/ISBO)ICTBeHHaSI NpCAAUIIIIOMHAs IMpaKTHUKa

Komnerenmusi ITIK-5 CrnocoGeH oCyIecTBIATh IJIAHUPOBAHKUE, OPTaHU3AINI0 U
KOHTpPOJIb ~ OMEpaIMoOHHOW  (NIPOW3BOJICTBEHHOM)  JEATENBHOCTH,  Pa3pabOTKy U
JOKYMEHTAJIbHOE  O(OpMIICHHE  YIPABJICHYECKUX PEHICHWH, BKIIIOYas BHEIAPEHHE
WHHOBALIMHA B COOTBETCTBUHU CO CTPATETMYECKUMU 3aJauaMy OpPTraHW3allMUd COBPEMEHHBIN

METOIMYECKUN UHCTPYMEHTAPHIA U IU(PPOBBIE TEXHOJIOTHH



I[aHHa}I KOMIICTCHIINA q)OpMI/IpyeTCH CICAYIONIMMHU JUCHUIITIMHAMM.

Cragus HanmeHoBaHMS THCIIUILIMHEI
| OKOHOMUKA OTPACIJIEBBIX PHIHKOB
2 JlokyMeHTaImoHHOE 00ecIieueHNE YIIPaBICHUS
3 DKOHOMHYECKHE OCHOBBI TEXHOJOTHYECKOIO PA3BUTHS
4 MHHOBAaLIMOHHBIN W IPOECKTHBI MEHEPKMEHT
5 IOpuanyeckoe conpoBOXKICHUE YITPABICHUYECKON NEATEIbHOCTH




3. OFBbEM JJUCIIUIIJINHBbI
OO1mas Tpy10eMKOCTh AUCLMIUIMHBI COCTABIISIET 2 3a4. €UHULBI, /2 yaca.
JIMCIuIUIMHA peaau3yeTcsl B paMKax IPAKTUYECKOM MOATOTOBKHU:
dopMa NpOMEKYTOUHOMN ATTECTALMKA ~ 3a4ET

(9K3ameH, tr(depeHIPOBaHHEBI 3a4eT, 3a4eT)

Bun yueGHO# paboThI Bceero Cemectp
4acoB Ne 6
OO0mast TpyT0EMKOCTh TUCIUTUIMHEI, Yac 72 72
KonrakTHasi pa6ora (ay1uTOpHbIE 3aHITHS), B T.4.: 36 36
JIEKIUHU 17 17
nabopaTopHbIE — —
MPAKTUYECKUE 17 12
TPYNIOBBIE KOHCYIbTAIUU B IEPUOJ] TEOPETUYECKOTO OOYUCHHUS U 2 2
MIPOMEKYTOYHOM aTTECTALNKU
CamocrosiTesibHast paboTa CTyAeHTOB, BKJIIOYAas HHIAMBUAYAJIbHbIE 36 36

U I'PYININOBLIC KOHCYJbTAllUH, B TOM 1UCJIE:

KypcoBoii mpoexr — —

KypcoBas pabora — —

Pacuerno-rpaduueckoe 3aganue - -

WuauBuayanbHOe TOMaIIHee 3aJaHue 9 9

CamocrosTenbHas padoTa Ha IOATOTOBKY K ayIUTOPHBIM 3aHATHIM 27 27
(JIeKIIMH, IPaKTUYECKUE 3aHATHSL, JJa0OpPaTOPHBIE 3aHATHSI)

DK3aMeH - -




4. COJIEPKAHUE TUCHUTIIIVHBI

4.1. HammeHoBaHMe TeM, UX coJiep:KaHue U 00beM

Kypc3 Cemectp 6

/o

HaumenoBanue paznena
(KpaTKoe coziepKaHue)

O0bEM HA TEMATUYECKUN
paszen 1mo BuaaM y4eOHoH

Harpysku, 4ac

Jlexun

[IpakTuueckue
3aHATHUS
3aHATHUSA

CamocrosiTenbHast

paboTta Ha TOATOTOBKY
ayJUTOPHBIM

JlaGoparopHbie

RAHATUAM

1. TeOpeTI/I‘IeCKI/Ie OCHOBbBI TOKYMCHTAIIMOHHOT' O obOecrieueHus YHpaBJICHUA

JIOKyMEHTUpPOBaHUE, CUCTEMBI JTOKYMEHTALUH MU
roCyJapCTBEHHbIE CTaHJapTHI. TpeboBanus
3aKOHOJATENbCTBA B 00JACTH  JOKYMEHTHPOBAHUS.
OCHOBHBIE IOHATHS TOKYMEHTALMOHHOTO0 00eceueHMsl.

YHUDUIUPOBAHHBIC CUCTEMBI M OOIIEPOCCUICKUI
KJIacCU(UKATOP TEXHUKO-IKOHOMHUYECKOW M COLMAIbHOMN
uHpOpMaLnH. Knaccudukanus JIOKYMEHTOB.
VYrpaBieHdyeckas JOKyMEHTalMs. 3aJadd IOBBIIICHUS
npodeccuoHanu3Ma Ha OCHOBE COBPEMEHHBIX CIOCOOOB
co3aHus U paboThl ¢ JOKyMeHTamu. [loHsATHE W HOPMBI
YHU(QUKAIUU ¥ cTaHaapTusanuu. [loaxoasl kK opraHu3anuu
JJOKYMEHTAIITMOHHOT0 00eCIeueH sl yIpaBIeHusl.

2

2 —

W

2. IokyMeHTUpOBaHuE U 0(hopMIIeHUE TOKYMEHTALIUH

TpeboBanust Kk  OQOPMIIEHHIO  PEKBU3UTOB
JIOKYMEHTOB. Bnank JOKyMeHTa. Buzapl Onankos. [IpaBuia
opopMIIeHHS  PEKBU3UTOB  JOKyMeHTOB IloaroroBka
JIOKYMEHTOB. Opranu3annoHHO-PACIOPIUTENbHbBIE
JIOKYMEHTHI. PacniopsinurensbHbie JIOKYMEHTBHI.
HNHdopmaninoHHO-cIIpaBoUHble TOKyMeHThl. OdopmieHue
CIIy’k€OHBIX IOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
I'OCTa.

2

3. Cucrema JOKYMCHTAITUOHHOTI'O obecneueHUs YHPpaBJICHUA

JIOKyMEHTaIlMOHHOE O0ecrieyeHne yIpaBIeHus Kak
cuctema. CyIIHOCTh JOKYMEHTAIIMOHHOTO YIIPaBICHUS.
JlokymeHT0060poT opranuzanuu. DopMbl opraHuzaluu
paboTel C JOKyMeHTaMu. Perucrtpauus U KOHTPOJb
UCIIOJIHEHUST JAOKYMEHTOB. Cucremarusainus JOKYMEHTOB
Ha MpEeANPUATUN, HOMEHKJIaTypa A uX GOpMUPOBAaHUS U
xpaHeHus.  TpeboBaHuss K  (GOPMHPOBAHUIO  JIEI.
TpeboBanusi K cucTeMaTu3alud U (OPMUPOBAHUIO JEIl.
@opmMupoBaHUE U HOMEHKJIATypa Je€l. YCTaHOBIEHHUE
CpoKOB  xpaHeHuss jen. OmnepaTuBHOE  XpaHEHHE
JOKYMEHTOB U (OPMHPOBAHUE JIEII. I'pynnuposka
JIOKyMEHTOB B feina. IlocienoBareabHOCTh pacionoKeHUs
nokymeHtoB B gene. Odopmienue nen, XpaHeHHE U
nepesaya el B apXuB.

4

4 — 4

4. NudopmanmoHHO-JOKYMEHTAIIHOHHOE 00eCTIeueHUE IeATEIHbHOCTH OPTaHUu3aluN




CocraBnenne u oQOpMIICHHE OpraHU3allMOHHBIX U 4 4 _ 4
pPacClOpPAIUTENBHBIX JOKYMEHTOB: YCTaB, IIOJIOKEHHUE,
[IpaBuja, UHCTPYKLMH, LITATHOE PACIIMCAHME, IPUKA3 110
OCHOBHOM JI€ATEIILHOCTH IPEIIPUATUS, PACIOPSIKEHUE,
yKa3aHue, IIOCTaHOBJICHHE; OCHOBHBIX  JIOKyMEHTOB
HOPEIIpPUATHS:  JOTOBOPOB, KOHTPAaKTOB,  CIIy’KEOHBIX
3allUCOK, IPOTOKOJIOB, AaKTOB, CIPaBOK MU JOKYMEHTOB
JIMYHOTO ITPOUCXOXKACHMS: IIPUKA3bI 10 JUYHOMY COCTaBY,
BBIIIMCKA U3 IIpUKa3a II0 JMYHOMY COCTaBy, BHJIbI
3asBIICHHUM, TMpaBWJIa HMX COCTABICHUA M OQOPMIICHHS;
XapakTEepUCTUKA,  JIMYHAas  JOBEPEHHOCTb,  pE3IOME,
TPYyIOBOE  COIVIAILIEHHE,  JIOrOBOp,  MEKOTPACIIEBbIE
TUIOBbIE (OpMBbI. Bubl [€7I0BBIX NUCEM: rapaHTUHHBIE,
pEKIIaMHBIE,  pEKJIaMalUOHHBbIE,  PEKOMEHJIATEIbHBIC.
JlenoBble M KOMMEpYECKHE IHCbMa: KiacCUpUKaIMs,
CTPYKTYpa, PEKBU3HUTBl JE€IOBOIO IIMCbBMAa M  HX
pacIoyio’keHue, CTaHJapTHbIe (pa3bl U BBIPAKEHUS, S3bIK

JIOKYMEHTA.
5. JIOKyMEHTHpOBaHUE TPYAOBBIX TPABOOTHOIICHHI U OCHOBHBIX KaJPOBBIX MPOLIECCOB
XapakTepucTuka KOMILJIEKCOB KaJpoBOI ) ) 4

nokymenrtanuu. IlpaBuna co3manus u  odopMIIeHHUS
KaJpOBBIX JOKYMEHTOB. YHH(HIUPOBaHHBIE (POPMEI
MEPBUYHOU Y4ETHON KaJ[pOBOU JIOKYMEHTALUH.
JIOKyMEHTBI o JUYHOMY COCTaBy. [Tpouecc
dbopMupoBaHus W BeaeHUs ~ JUYHBIX Jen. [Iporecc
JIOKYMEHTUPOBAHHMS y4€Ta U OTYETHOCTH MO KaJpam.

6. I/IH(I)OpMaI_[I/IOHHBIe TCXHOJIOTMU JOKYMCHTAIWMOHHOI'O obecrnieueHUs YIIpaBJICHUA

CoBpeMeHHbBIE CTMOCOOBI W TEXHHKA CO3JaHUS ) 2 _ 4
ToKymMeHTOB. KommbroTepHass MOArOoTOBKa JOKYMEHTOB.
KoMmnbrorepHas cTpyKTypa TEKCTOB JOKyMEHTOB. Ilopsinok
KOMITBIOTEPHOM MOJATOTOBKM KOMIIOHEHTOB JOKYMEHTOB.
[ToaroroBka Tabnui B nokymeHTax. CeTeBble TEXHOJIOTUH

nH(MOPMaIMOHHON paboThL. DNEeKTPOHHBIN
JIOKYMEHTOOOOPOT W HHU(pPOBasi MOAMKUCH. IJIEKTPOHHASL
Mepenucka. ABTOMAaTU3UPOBAHHBIE CHUCTEMBI

JOKYMCHTAITMOHHOT' O o0OecrieueHus YIpaBJICHUAA.

7. OpFaHI/BaHI/IS{ pa6OTBI C JOKYMCHTAaMHU, COACPIKAINNUMU KOHPUICHIINAJIbHBIC CBCICHUS

Opranuzanus paboThI c JIOKYMEHTaMH, 1 1 _ 4
coJiepKaIUMHU KOH(HIEHIINATIbHBIE CBEJICHMS.
besonacHocTh MH(OPMALIMOHHBIX pecypcoB
(uapopmarn). KondunennuanbHblii 10KkyMeHT. CpokH
KOH(HICHIIHATHHOCTH JTOKYMEHTA. [Tepeuenn
KOH(HICHIINATIbHBIX CBEICHMM. I'pud
KOH(QHUICHIIMATHPHOCTH JOKyMeHTa. [lopsmok paboTsl C
KOH(HICHIIMATbHBIMU JIOKYMEHTaMH. VYrpo3sl

KOH(HICHIIMAIBHBIM JOKYMEHTaM. 3anuTa nHopmaImm.

| BCET'O 17 | 17| - | 27




4.2. Coneprxkanue NpaKTHYECKUX (CEMMHAPCKUX) 3aHATHIH

/o

Haumenosanue
pazzena AUCHUIUTUHBI

Tema npakTudeckoro (CEMUHAPCKOI0)
3aHATHUS

K-Bo
4acoB

CamocTrosTenbHas
pabora Ha
MTOJITOTOBKY K
ayJUTOPHBIM
3aHATUAM

cemectp Ne 6

Teopetnueckue
OCHOBBI
JIOKYMEHTAIMOHHOTO
obecnieueHus
yIpaBICHUS

JlokyMeHTHUpOBaHuUE, CHUCTEMBI
JOKYMEHTaluii U  roCyJapCTBEHHbIE
CTaH/apTBhI.

TpeGoBanust 3aKOHOJATENbCTBA B
00JacTH JOKYMEHTHPOBAHHUS.

OcHOBHBIE MOHATUS
JIOKYMEHTAILlMOHHOT'O 00eCIICUEHNS.

YHUQUUUPOBAaHHBIE  CUCTEMBl U
oOuiepoccuiickuit Kiaccuukarop
TE€XHUKO-3KOHOMHUYECKOM U COLMaIbHOM
uH(pOpMaLIUH.

TToaxonel K
JIOKYMEHTAIUOHHOTO
yIIpaBJICHUSL. Nx
JPYTUMH HayKaMH.

OpraHH3aIiH
oOecrieueHus
B3aUMOCBSI3H C

JIOKyMEHTHpOBaHHE
" oopmnenne
JOKYMEHTALIH

TpebGoBanus Kk 0HOPMICHUIO PEKBU3UTOB
JIOKYMEHTOB.

bnank gokymenTa. Bunbl 61aHKOB.
[IpaBuna  odopmiileHUsT  PEKBU3UTOB
JIOKyMEHTOB

[ToaroroBka JTOKYMEHTOB.
OpranuzanoOHHO-PACTIOPSIUTENbHbBIE
JIOKYMEHTHI.

PacniopsinurensHble JOKYMEHTBI.
WNupopmaninoHHO-CIIpaBOYHbIE
JIOKYMEHTHI.

Odopmienue ciry’eOHBIX TOKYMEHTOB B
cootBercTBUH ¢ TpeboBanusiMu ['OCTa.

Cucrema
JIOKYMEHTAIMOHHOTO
o0ecrieyeHus
yIpaBIeHUS

JlokyMeHTalMoHHOE o0ecrnieueHue
yIpaBIeHUsS KaK cucrema.
JloKyMeHTOO0OpOT OpraHU3aIliH.
@®opmbl  OpraHmW3anmu  paboThl ¢
JOKYMEHTaMH.

Perucrpamuss ¥ KOHTPOJIb HCHOTHEHUS
JIOKYMEHTOB.

TpebGoBanusi K  CcHCTeMaTU3allUd U
dbopmupoBannio nen. opmMupoBaHuEe U
HOMEHKJIaTypa Jed.

VYCTaHOBIIEHHE CPOKOB XpaHEHUS eIl
OnepaTHBHOE XpaHEHHE JIOKYMEHTOB H
dbopmupoBaHHe Je.

['pynmupoBka MOKYMEHTOB B  Jena.
[TocnenoBareabHOCTh pacmoIoKeHUs
JIOKyMEeHTOB B jene. Ocdopmienue nen,
XpaHeHue U nepeaya el B apXuB.

WndpopmannoHHo-

CocraBieHue u oopmienue




JOKYMEHTAI[HOHHOE
obecnieyenne
NEATEILHOCTH
OpraHu3aIuu

OpPraHU3aIMOHHBIX U PaCIOPSAUTEIbHBIX
JIOKYMEHTOB u UH(OPMALIMOHHO
CIIPABOYHBIX IOKYMEHTOB.
Opranu3anroHHO-pacIopsIUTENbHbIE
JIOKYMEHTHI.

PacniopsinuTenbHble JOKYMEHTHI.
HupopMalinoHHO -ClipaBOYHEIE.
JlenoBble 1 KOMMEpPUYECKHE TUChMA!
KJIacCU(UKaLUs, CTPYKTYpa, PEKBU3UTHI
JIEJIOBOTO MKUCbMa U UX PaclOJIOXKEHUE,
cTaHaapTHbIC (pa3bl U BEIPAKEHHUS], A3BIK
JIOKYMEHTA.

5 | JokymeHTHpOBaHUE
TPYJIOBBIX
MPABOOTHOUICHUH |
OCHOBHBIX KaJpPOBBIX
MIPOLIECCOB

XapakTepucTuKa KOMIUJIEKCOB KaJIpOBOM

JIOKYMEHTAIUU.
[IpaBuna coszmanuss u  odopmieHUs
KaJIpOBBIX JIOKYMEHTOB.

YHauduuupoBanusle (HOpMbl MEPBUUHOM
YYETHOM  KaIpOBOW  JOKYMEHTALMH.
JIOKyMEHTBl 110 JUYHOMY COCTaBY.
[Ipoiecc ¢dopmMupoBaHHsT H  BEICHHA
JIMYHBIX JEII.

IIponecc TOKYMEHTHpOBaHUS ydeTa U
OTYETHOCTHU IO KaJpaM.

6 | MudpopmanmonHsie
TEXHOJIOTUH
JOKYMEHTAIHOHHOTO
o0ecrieueHus
yIIpaBJICHUS

CoBpeMeHHBIE CIIOCOOBI M TEXHHKA
co3JaHusa JOKyMeHTOB. KommbrorepHas
MOJITOTOBKA JIOKYMEHTOB.
KomneloTepHast ~ CTpyKTypa  TEKCTOB
JOKyMeHTOB. [lopsnok KoMmbrOTEpHOU
MOJATOTOBKA KOMIIOHEHTOB JOKYMEHTOB.
[TonroroBka Tabmuil B JIOKYMEHTaXx.
DJNEeKTPOHHBIH  TOKYMEHTOOOOpOT U
rdpoBas MomuCh.

OneKTpOHHAas MepEenucKa.
ABTOMaTH3UPOBAHHBIE CUCTEMBI
JOKYMEHTAllMOHHOTO obecrieyeHus
yIpaBJIeHUSL.

7 Opranuzanus
paboTsl c
JIOKYMEHTaMHU,
coJiepKalIuMHU
KOH(UICHIHATEHBIE
CBEJICHUS

Opranuzanus paboThl ¢ JOKyMEHTaMH,
coJiepKalIuMHU KOH(HICHIHATHHBIE
CBEJICHUS. besonacHocTh
WH(pOPMAITMOHHBIX pecypcoB
(uadopmaryn). KondunennmansHbIi
nokyMeHT. CpokH KOH(HUIESHITHATEHOCTH
JIOKYMEHTA. Ilepeuenn
KOH(QUICHIMANBHBIX cBefeHui. ['pud
KOH(HIEHIINATILHOCTH JOKYMEHTA.
[Topsmox paboThI c
KOH(HICHIIMATHHBIMH JOKYMEHTaMH.
VYrpo3sl KOH(UICHIIMATBHBIM
JJOKYMEHTaM. 3aiuTa nH(pOpMaIuu.

BCETI'O:
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4.3. Conep:xaHue J1a00pPaTOPHBIX 3aHATHIA

He npenycMOTpeHO yueOHBIM MIIaHOM.




4.4. Conep:xaHue KypcoBOro mpoekTa/padorTsbl
He npenycMoTpeHo y4eOHBIM ITaHOM.

4.5. Conep:xxanue pacuyeTHO-rpa¢puuecKoro 3aaHus,
HHAUBUAYAJIbHBIX JOMAIIHUX 3aJaHUI

Coaep:xanue pacueTHO-rpagpu4ecKoro 3aJaHus

WnauBunyansHoe npomamnee 3ananue (MJ3) — 310 mnucemeHHas paborta,
(dopMupyroLIas yMEHHE CAMOCTOSATEIBHO aHAIU3UPOBATh U 0000IIATh TEOPETUUECKHUE U
OPAKTUYECKHE  3HAaHWA  CTyJEHTa [0  JHCHMIUIMHE  «JlOKyMeHTHpoBaHUE
yIpaBICHUYECKOM JesTeNbHOCTH». JlaHHas palOoTa SBISETCS BaXXHBIM 3TalloM
MOJITOTOBKU CTYACHTOB 00pa30BaTENbHO-KBATU(UKALMOHHOTO YPOBHS «0akajiaBpy IO
HamnpasyeHuto 38.03.02 « MeHeKMeHT».

Heab BoinosHennss U3 coctont B yrinyOJaeHUN U 3aKPETNIEHUH TEOPETHUECKUX
Y NPAKTUYECKUX 3HAHUH, MOJYYEHHBIX CTYJIEHTOM B IPOLECCE U3YUEHUS AUCLMILINHBI
«JlOKyMEHTUPOBAaHHE YIPABICHYECKON NEATENBHOCTHY». Ero BBINOJIHEHUE MO3BOJISET
ONpENEIUTh W OLEHUTh CTENEHb YCBOCHHS TEOPETUYECKOTO MaTepuajia U YMEHHE
IIPUMEHATh TEOPUIO INPU PELIEHUM KOHKPETHBIX NPAKTUYECKUX CUTyallMd W 3aj1ad.
CryneHTsl npUOOpETarOT HAaBBIKM CaMOCTOSATEIbHOM pabOThl C JMUTEpPATypoM, ydarcs
CpaBHMBaTh, AHAIU3UPOBATH M CHUCTEMATHU3UPOBaTh HH(GOPMALMIO M3 Pa3IMYHBIX
uctouHukoB. WJI3 cmocoOcTByeT Oosee yriIyOJEHHOMY M3YYEHHUIO CTYIEHTOM
TEOPETUUECKOr0 MaTepuasa, 3aKperyieHHI0 U 000OIIEHUIO MOTYYEHHbIX 3HAHUNA U UX
WCIIOJIb30BAHUIO U1 KOMIUIEKCHOTO pEUIEHUs MPAaKTHYECKUX 3a7ad, a TakKkKe
bopMUpyeT yMEHHE CTyAEHTa CaMOCTOSITENbHO paboTaTh HaJ PEKOMEHIOBAaHHBIM
MaTepuanioM, CO3HATEIbHO BBIpAXaTh M 3alIUIIATh CBOI TOUYKY 3pPEHHs, Pa3BUBATH
camocrositenbHOe MbinuieHue. [loaroroska n BeimonHenne MJI3 nact BO3MOKHOCTB
CTYJIEHTY TJIy0>K€ M3y4YHTh OCHOBHBIE BOMPOCHI MO JAMCLUMIUIMHE «J OKyMEHTHpOBaHUE
YVIPABJICHUYECKOW NEATEIbHOCTH», KaK Kypca MpodecCHOHAIbHOTO HAMpAaBICHUS U Ha
OCHOBAaHHH 3TOTO JEJIaTh COOCTBEHHBIE BHIBOJIbI M MPOTHO3HI.

['maBHOE TpeOoBaHME K HAMMCAHUIO MHIUBUIYAIBHOTO JOMAIIHErO 3aJaHusl —
3TO CAMOCTOATEIBHOCTh, JMYHAs WHULUATUBHOCTb, OOOCHOBAaHHOCTh U TBOPUYECKHM
MIOAXO0J K HAIMCAaHUIO, UCIOJIb30BAHNE MHHOBALMOHHBIX TEXHOJIOTUM IPU MOATOTOBKE
1 o(popMIIEHUHU PAOOTHI.

CTpyKTypa HHAMBHAYAJIbHOI0 IOMAIIHEr0 3aJaHUA

PacueTHO-rpadguueckoe COCTOUT U3 CAEAYIOUINX CTPYKTYPHBIX JIEMEHTOB:

- TUTYJIbHBIN JIUCT;

- TIOCJIEZIOBATENIbHOE OCBEILEHUE COAEPKAHUSI TEOPETUUECKUX BOMPOCOB, BHIOOP
KOTOPOTO OCYIIECTBISAETCA U3 MIPELIAraeMOro NepeyHs;

- COCTAaBJICHHUE TECTOBBIX 3aJJaHUI B COOTBETCTBUU C TEMOM, KOTOPAsk OCBEILIAECTCS
MpY HAMCaHUU TEOPETUUECKOTO BOIPOCa;

- COCTaBJICHUE TUIIOBBIX JOKYMEHTOB B COOTBETCTBUU ¢ TpeOoBanusmu ['OCTa;

- CIIMCOK HUCTIOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI.

O60mue TpedoBaHus K 0(pOPMJICHUI0 MHANBHAYAJbLHOI0 JOMAIIHEr0 3aJaHMs

O6wvem U/I3 nomxen ObiTh B mpeaenax 20-25 crpanuil cTangapTHOro (opmara
6e3 mpunoxxkennid U 25-30 cTpaHUIl C TPUIOKEHUSIMU U APYTUMU O(POPMHUTETHCKUMU
JUCTaMU (TUTYJIbHBIM, COAEPKAHUEM ).



Texkct PI'3 nabupaercss KOMMbIOTEpHBIM criocobom — peaaktrop MS WORD,
mpudt Times New Roman pasmepom 14 uepe3 1,5 uHTEepBana Ha OJHOH CTOpPOHE
cTaHjapTHON Oenort Oymaru dopmara A4 (210 X 297 mm). AG3amuseiii orcrym 1,25.
[Tonst TekcToBOM wyacTu JHcTa (CTpaHUIBI) JOJKHBI HMMETh CIEAYIOIIME Pa3Mephl:
CBEpXy OTCTYII OT kpasi — 20 mM, cHu3y — 20 mmM, ciieBa — 30 mm, cripaBa — 15 mm.

PexomeHnaanuu K BbINOJHEHUIO HHAMBHIYAJBHOIO IOMALIHET0 3aJaHMS:

1. Tpebosanus k oghopmrenuro meopemuyeckux eonpocog. Kaxablii CTyIeHT
BBIOMpAET TPU TEOPETUUYECKUX BOIpPOCa MO Mocheanen nudpe B 3aueTHON KHIDKKE. Bo
BpeMsl BBITIOJTHEHUS IAHHOTO ATara CTYAEHT JOJDKEH TITyOOKO M BCECTOPOHHE PACKPHITh
COJIEp’)KaHME BBIOPAHHOTO BOIPOCa, MPOAHATU3UPOBATH JIUTEPATypHbIC HCTOUYHHKU,
pa3IMuHbIE TMOJAXOJbl K MPEAMETY HCCICAOBaHUSA, TMPUBECTU MPUMEPHI U3
OTEYECTBEHHOU M 3apyOexkHO# mpakTuku. CoaepkaHue TEOPEeTHYECKOro Marepuana
JOJHKHO COOTBETCTBOBATH COBPEMEHHOMY YPOBHIO Pa3BUTHS 3KOHOMHYECKOW HAYKHU.
CTyAeHT NOKEeH TiIyOOKO M BCECTOPOHHE OCBETUTH aKTyalbHOCTh MpobOsieMbl. OO0beM
Teopernueckoro 3amanust — 15-20 ctpanuin. Ocoboe BHUMaHUE CleayeT OOpaTHTh Ha
nepuoMyeckue HaydHble wuzgaHus. CoOpaHHBIN, H3y4YEHHBIH W TPOpPabOTaHHBIN
MaTepuall Mo ONPEETEHHOMY TEOPETUUECKOMY BOIIPOCY JOJIKEH MOJIaBaThCA JIOTUYHO,
MOKET OBITb pa3/lelieH Ha HECKOJbKO IMYyHKTOB M MNOAMyHKTOB. llemecooGpazno
MCIIOJIb30BAaHUE HATJISAIHOTO MaTepHuaa: TaOaull, pUCYHKOB, JUarpaMM U T.J1.

2. Tpebosanus k cocmasnenuio mecmos. CTyIEHT JOJDKEH cocTaBuUTh 10
TECTOBBIX 3aJaHUl B paMKaxXx TEMATUKH BBIOPAHHOTO TEOPETUUYECKOT03a/IaHMs,
paccmoTrpeHHoro B mepBoi uvactu MJ[3. TecroBble 3agaHus JOJKHBI  OBIThH
chopMynupoBaHbl B (OpME KOPOTKOTO CYXIEHUS (3aKJIIOUCHHS) SICHBIM, UYETKUM
S3bIKOM. PekoMeHIyeTCsl HauMHATh COCTaBJIEHHE TecTa ¢ (hOPMYJIMPOBKU MPABUIILHOTO
OTBETa, 3TO IOMOTaeT H30eKaTh HECKOJBKUX TMPaBWIbHBIX OTBETOB. I30eraiite
MOJICKa30K B TECTAX, 3a/1a4yax U 00pa3lax OTBETOB. DT MOJACKA3KH MMOMOTal0T yrajaaTh
MpaBUJIBLHBIN OTBET, HE 00JaJasi TOCTATOYHBIM YPOBHEM 3HAHHWM U ymMeHuu. M3 TekcTa
3a/laHusi HeOOXOJAMMO HCKIIOUUTh BCE BEpOAJIbHBIE aCCOLMAIMM, CIOCOOCTBYIOIIUE
BBIOOpY TMPaBUJILHOTO OTBETA Yepe3 yrajbiBaHUE. TaKUMH MOACKa3KaMU MOTYT OBITh:
rpaMMaTUYECKUE MOJICKA3KH, aCCOIIMATUBHBIE CIOBA U OMPEACIICHUS, CHCTEMATUYECKOE
MMOBTOPEHUE HEKOTOPBIX YEpPT MPABUIBHOTO OTBETA (HApPHUMEpP, B TECTOBOM 3aJaHUU
3aKPBITON (POPMBI MPABHIIBHOM Yallle BCETO SBIISICTCS CaMbIi JUIMHHBIM MO KOJWYECTBY
3HaKOB OTBET).

B 3amaHusix He JOMKHO OBITH 3aBEIOMO JIOKHBIX BapUAaHTOB OTBETOB,
coAepKallMX MOJCKAa3Ky, a TaKK€ BApPHUAHTOB OTBETOB, SBHO BBIACISIONIMXCS, WU
000C00JICHHBIX. 3amnpeniaeTcsi IPUMEHEHHE BCEX MPABWIHHBIX WIIA BCEX HEMPABUIHHBIX
BapuaHTOB OTBETOB. Kaxkioe TecToBO€ 3ajaHue MOJDKHO MMETh OJWH TPABUIIBbHBIN
OTBET.

Cpenu BapuaHTOB OTBETA JOJLKEH CYIIECTBOBATH TOJBKO OJIUH MPABUIIBHBIN WIIH
HanOosiee MpaBUIbHBIN OTBeT. OOIIee KOJUYECTBO OTBETOB — UEThIpE. BapuaHTh
OTBETa JOJDKHBI OBITh KOPOTKMMH, MMETh MPUMEPHO OJMHAKOBYIO JJIMHY U OBITH
OJIMHAKOBO MPUBIICKATEIbHBI ISl TEX, KTO TECTUPYETCS.

B orTBeTtax He pPEKOMEHIYETCS MCIIOIb30BaTh CIIOBA «BCE», «HU OJHOTO»,
«HUKOT/@» «BCErJa» U BBIPAKEHUE «BCE IMEPEUUCICHHbIE», «HU OJHA W3
MEePEUYNCICHHBIX», TaK KaK OHU CIOCOOCTBYIOT YTaJbIBAHWIO TPABWIHBHOTO OTBETA.
TecToBOoE 3aaHuE COCTaBJISETCS TaKUM OOpa3oM, 4YTOOBI €ro OCHOBHOM TEKCT H
BapUaHThl OTBETOB HE ObUIM KIIFOUOM JJIA ApYrux 3amanuid. [Ipu cocraBieHnn rpynmbl



3aJlaHUM, OTHOCSAILIUXCS K OJIHOMY pa3feiny, HeoOX0auMO 00ecreunTh HE3aBUCUMOCTh
3alaHuidl Ipyr OT JApyra, 4ToObl MPAaBUIBLHOCTH BBIMIOJHEHHSI OJIHOTO 3aJaHHs HE
3aBHCEJIa OT IPABUIIbHOCTH BBIIIOJHEHHUS IPYTOTO.

Ilpumep 1. Ha xakoif MaKCUMaJIbHBIH CPOK IPUHUMAIOTCS paOOTHUKHU Ha paboTy,
KOTOpasi HOCUT CE30HHBIA XapakTep:

a) 1o 1 mecsia;

0) OeccpouHo;

B) J10 6 MECSIICB;

r) 1o 1 roxa.

OtgBeT: B).

3. Cocmasnenue munogvlx OOKYMEHMO8 6 COOMEEemcmeuu ¢ mpebo8anHusmu
I'OCTa. JomxHO OBITH pUIIOKEHUE 6 BUOB TOKYMEHTOB. BBIOOp BHAOB JTOKYMEHTOB
ONpeaeNsIeTCs MPEernogaBaTeseM.

Teopernueckue BONpPOCHI
JJIS1 BBITIOJIHEHUS] MHAVNBHUAYAJIbHOT0 JOMAIIHET 0 32 IaHUSA

5. OHEHOYHBIE MATEPHUAJIbI JIUIA ITPOBEJIEHUA TEKYIIEI'O
KOHTPO.I1, TIPOMEXYTOUYHOM ATTECTALIMA

5.1. Peaau3anusa KoMmneTeHIui
1 Komnerenumsi 11K-1 CriocoGeH ocyIecTBIsSTh COOp, 00pabOTKY, CHCTEMATH3AIUIO
U aHaJM3 MH(OpMAITMK B LIEIIX UHGOPMAIIMOHHOTO U JOKYMEHTAITMOHHOTO
o0ecrieueHus YIpaBJICHUYECKON IeITETbHOCTH, UCTIONB3YS COBPEMEHHBIN METOTMIECKUI
WHCTPYMEHTapuii ¥ IM(POBBIC TEXHOJIOTUN

(k00 u GhopmynuposKka KomnemeHyuu)

HanmenoBanme HHAUKAaTOpa JOCTHKCHUS
HCHOJ’IB3y€MH€ CpeAcCTBa OICHHUBAHUA

KOMIETEHINH
[IK-1.1. IIpumensier coBpeMeHHbIe | 3auer, 3aummTa M/13, ycTHbI ompoc.
TEXHOJIOTUU g cOopa, 00paboTku U
XpaHEHHS JTAHHBIX B EIsIX

MH(OPMALIMOHHOTO U JIOKYMEHTallMOHHOTO
oOecrieueHus yIpaBJIeHUECKUX pPelIeHUN

Komnerenmusi [1K-5 Cnoco0GeH OCyIIeCTBIISITh TUIAHUPOBAHUE, OPraHU3aIU0 U
KOHTpPOJIb ~ OMEpaIMoOHHOW  (NIPOW3BOJCTBEHHOM)  JAEATENBHOCTH,  Pa3pabOTKy U
JTOKYMEHTaJIbHOe  OOpMIJICHHE  YMPABJICHYECKUX PEIICHUM, BKJIIOYas BHEIPEHHUE
WHHOBAIIMN B COOTBETCTBUU CO CTPATETHYCCKUMU 3a7a4aMHi OpraHu3aiiu

HanmMeHnoBanme MHAMKATOpA JOCTHXKECHUS
Hcnonp3yembie cpeacTBa OIIEHUBAHUS

KOMIIETEHIINH
[1IK-54. Ocymectsisier pazpabotky | 3ayer, 3amuTa M/13, ycTHBII onpoc.
OpraHU3alMOHHO-PACTIOPSANTETBHON

JOKYMEHTaLUH " ohopmiieHne

YIPABJIECHUYECKUX PEIICHUI B ONEPAMOHHON
(TPOM3BOJICTBEHHOM ) AEATENHHOCTH




5.2. TunoBble KOHTPOJIbHbIE 32IaHUS /15l IPOMEKYTOYHOM ATTeCTAIMN

5.2.1. IlepeyeHb KOHTPOJILHBIX BONIPOCOB (THIMOBBIX 33/ IaHUI)
NJI51 3K3aMeHa / nuddepeHuMpoOBaHHOIO 3a4eTa / 3a4eTa

n/n

HaunmenoBanue
pasjena TUCIUILITUHbI

Copeprkanue BOpOCOB (TUIMOBBIX 3aJJaHUI)

TeopeTI/I‘IeCKI/IC OCHOBBI
JOKYMCHTAITUOHHOT'O
obecnieueHus YHpaBJICHUA

. Oxapakrepusyite

. Oxapakrepusyite

TpeOOBaHMS
00acTH TOKyMEHTHPOBAHHUS.

3aKOHOJAaTCJIbCTBA B

. PaCKpOﬁTC OCHOBHBIC IIOHATHA OOKYMCHTALIMOHHOI'O

obOecrieueHus.
rOCyJIapCTBCHHBIC ~CTaHIApPTHl Ha

JIOKYMEHTAIUIO.

. Uto Takoe yHU(PUIIMPOBAHHBIC CUCTEMBbI JOKYMCHTAIUH.
. IIpuBenere knaccuukanuo T0KYMEHTOB.

JloxkymenTupoBanue u
odopmiieHre
JIOKYMEHTaluu

OObsicuure TpeOOBaHUA K O(OPMIIECHUIO PEKBU3UTOB
JIOKYMEHTOB.

Pacckaxute o 6ianke qokyMeHTa. Buabl 6J1aHKOB.
OxapakTepusyiiTe npaBuiaa 0oQGOpPMIIEHUS PEKBU3UTOB
JIOKYMEHTOB.

OpraHu3anroHHO-pacoOpAIUTEIbHbIC TOKYMEHTBI.
Oxapakrepu3yiite pacopsiiuTeIbHble JOKYMEHTBHI.
OxapaxTepusyire MH(pOPMAaIIMOHHO-CIIPABOYHBIE
JOKYMEHTBI.

Packpoiite odopmiieHne Ciy)KeOHBIX JIOKYMEHTOB B
cootBeTcTBUM ¢ TpeboBaHusiMu ['OCTa.

Cucrema
JIOKYMEHTAIMOHHOTO
obecrnieueHus yrpaBIeHUs

Yro Takoe JOKYMEHTOOOOPOT OpraHU3aIiH.
Oxapakrepusyiite ¢GopMbl OpraHu3anuu paboOThl ¢
JOKYMEHTaMH.

OOBsicHuTe perucTpanusi M KOHTPOJb HCIIOTHEHUS
JOKYMEHTOB.

Packpoiite = TpeGoBaHMsT K  CHCTeMaTH3allUd |
¢dopmupoBanuto nen. GopmMupoBaHHE M HOMEHKJIATypa
Jell.

OOBsicHUTE yCTAaHOBJIEHUE CPOKOB XpAaHEHUS Je]l.
OObsicHUTE OINEepaTUBHOE XpaHEHHE JOKYMEHTOB H
(dbopmupoBaHue aeI.

OO6®bsicHuTe MIOCJIEZI0BATEILHOCTD pacroaokeHus
nokymMeHToB B gnene. Odopmienue aen. XpaHeHUE HU
nepesiaya Jesl B apXuB.

HNudopmannoHHo-
JOKYMEHTAIMOHHOE
oOecrieueHue
JeSITeTbHOCTH
OpraHH3aluH

PackpoiiTe TpeGoBaHUs K COCTaBIECHUIO U 0(OPMIICHHIO:
OpraHU3alMOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB.
PackpoiiTe TpeGoBaHUs K COCTaBIEHUIO U O(OPMIICHUIO:
PacIoOpsIIUTENBHBIX TOKYMEHTOB.

PackpoiiTe TpeGoBaHMs K COCTABICHUIO U O()OPMIICHUIO
MH(OPMALIMOHHO —CIPABOYHBIX JJOKYMEHTOB.
OxapakTepu3yiTe JeJI0BblE U KOMMEPUYECKNE TUChMA: X
KJIacCU(UKALINIO, CTPYKTYPY, PEKBU3UTHI J€JI0BOTO
MUChbMa U MX PACIOJI0KEHUE, CTaHapTHBIE (pas3bl U
BBIPAKEHUS, SI3bIK JOKYMEHTA.

JlokymeHnTupoBanue
TPYJAOBBIX

[Hanre XapaKTEPUCTUKY KOMILIEKCa KaJpoBOH

JIOKYMEHTAITUH.




MPaBOOTHOILIECHHI u 2. OxapaktepusylTe TMpaBwia co3laHusi U OGOPMIICHHS
OCHOBHBIX KaJIpOBBIX KaJIpOBBIX TOKYMEHTOB.
MPOIIECCOB 3. Oxapakrepusyite YHU(DUIIMPOBAHHBIC hopmbl
IIEPBUYHOM YYETHOU KaJAPOBOM JOKYMEHTALIMH.
4. OxapakTepu3zylTe JTOKYMEHTHI MO JIUYHOMY COCTaBY.
5. Packpoiite mporecc GopMUPOBaHUS U BEACHHUS JTHYHBIX
Jel.
6. Packpoiite mpouecc JAOKYMEHTHPOBaHMS Yy4eTa U
OTYETHOCTH 110 KaJpaM.
WNudopmannoHnsle 1. OxapakTepu3yiTe COBPEMEHHBIE CIIOCOOBI M TEXHHUKY
TEXHOJIOTHH CO3JaHUs1 JOKYMEHTOB.
JIOKYMEHTAllHOHHOT'O 2. JlaiiTe XapaKTepUCTHKY KOMIIBIOTEPHOM IOATOTOBKE

obecnieueHus YHpaBJICHUA

TokyMeHTOB.  KommbroTepHoi TEKCTOB
JIOKYMEHTOB.

3. OxapakrepusyiTe NOPsI0K KOMIIbIOTEPHOU MOATOTOBKU
KOMIIOHEHTOB JJOKyMeHTOB. IloaroroBka Tabmui B
JIOKYMEHTaX.

4. PackpoiiTe NoHATHE AIEKTPOHHBIH JOKYMEHTOOOOPOT U
uudpoBast MOIMKCH.

5. Packpoiite nporiecc 3J1eKTPOHHON NEPETTHCKHU.

CTPYKTYype

6. OxapakTepu3yiTe  aBTOMATU3UPOBAHHBIE  CHUCTEMBI
JIOKYMEHTAITMOHHOTO 00ECIICUCHUS yIIPABIICHHSI.
Opranuzanus paboTel € Packpoiite  opranuzamuss paboTBl €  JAOKyMEHTamH,
JIOKYMEHTaMH, coAepKaIMMHU KOH(UICHITHATLHBIC CBEJICHMUSL.
coziepKaluMu be3zonacHocTh HH)OPMALIMOHHBIX pecypcoB (MH(OPMALIUN).
KOH(UICHIIMALHBIC Haiite mnonHsTHE KOH(QUIACHIMAIBHBIN 1TOKyMeHT. Cpoku
CBEJICHUSA KOH(UICHIIMATFHOCTU JOKYMEHTA.

Oxapakrepusyite MepeYCHb KOH(HICHITNATBHBIX
ceegenuil. ['pud koHbuaeHIIMATEHOCTH JTOKYMEHTA.
Packpoiite mopsnok paboTel ¢ KOHGPHUICHIUATHHBIMU
JOKyMEHTaMHU. YTPO3bl KOH(UIEHIIMAIBHBIM JOKYMEHTaM.
3amuTa UHPOPMAIIUH.

5.2.2. IlepeyeHb KOHTPOJIbHBIX MATEPHAJIOB
JJISl 3AIIUTHI KYPCOBOT0 NMPOEKTa/ KYpCcoBOil padoThI
He npenycMoTpeHo y4eOHBIM MJIaHOM.




5.3. TunoBble KOHTPOJIbHBIE 3aJaHUA (MATePHAJIbI)
A1 TeKylIero KOHTPOJIsl B ceMecTpe

Texymuii KOHTPOJIb OCYIIECTBISIETCS B TEUEHUE ceMecTpa B (opMe YCTHOTO

orpoca 1 KOHTpoJIs BeimoaHeHust NJ13.

A i

. OCHOBHBIE TOHSATHS, JOKYMEHT, (YHKIUH JOKYMEHTa, JOKYMEHTHPOBAHHE.

JlokyMeHTaImonHoe obecrnieuenue ynpasnenus. Hopmatusnas 6aza JI0VY.

Homenknatypa nen. [lopsgok odhopmnenus ned.

OpraHuzaiusi apXMuBHOTO XpaHEHUs! JOKYMEHTOB.

OO61ue nmpaBuiia COCTaBlIeHUs U 0(OPMIICHUE YIIPABICHUYECKOM TOKYMEHTAIUH.

JIOKyMeHTUpOBaHuUE: IOHATHE, HA3HAYEHUE, OCHOBHBIE CIIOCOOBI.

YHuduxkanusa v crangapTuzanus J0KyMEeHTAI|H.

[IpaBmina odopmieHuss aokymeHToB. CoctaB u mpaBwia 0QpOpPMIICHUS
PEKBU3UTOB.

OpraHu3alMoOHHO-PaCHOPSAIUTENbHbBIE  TOKYMEHTBI:  TOHSTHE, Ha3HAa4Y€HUE,
OCHOBHBIE BU/Ibl (OpraHU3AIIMOHHBIE, PACTIOPSIUTEIbHBIE, CIIPABOYHBIE).

. OpraHu3aiiioHHbIe JTOKYMEHTHI: (yCTaB, TMOJIO)KEHHME, CTPYKTypa M IITaTHas

YUCJIEHHOCTD, IITaTHOE PaClUCAHUE, IIPAaBUJIA, JOJDKHOCTHAS MHCTPYKLUSA, UX
Ha3HAa4YeHHE, XapaKTEPUCTUKA U COCTaB, TPeOOBaHUS K OPOPMIICHHUIO, TOPSATOK
YTBEPKIACHUS.

10. PacnopsauTenbHble JTOKYMEHTBI: IOCTAHOBJICHHE, TpuKa3 (110 OCHOBHOM

NEATETbHOCTH, JIMYHOMY  COCTaBy) pAaCIOpsDKCHHE WX  Ha3HAYCHHUE,
XapaKTepUCTHKA U COCTaB, TpeOOBaHUs K 0(hOPMIICHHUIO.

11. CnopaBouHO-UH(GOPMAIIMOHHBIE JOKYMEHTBI: CITy>KEOHbIE TTUChMA, MTPOTOKOJIBI,

aKThl, CHpPaBKW, JOKJIAJHBIE 3allUCKH WX XapakTePUCTHKAa U COCTaB,
TpeboBaHus K 0POPMIICHHIO.

12.  JloxyMeHTOOOOpOT: MOHATHE, OOILIME MPUHLIUIBI Opranu3auuu. HopMmaTtusHbie

JOKYMEHTBI PErJIaMEHTHPYIOIINE OpPraHU3aluIo JOKYMEHTO000pOTa.

13. Peructpanus JAOKYMEHTOB: TMOHsATHE, Ieiu, 3aaaud, Cucrembl U (HOPMBI

perucTpauuu JOKyMEHTOB.

14. KOHTpoJb UCTIOIHEHUST TOKYMEHTOB.

15. Howmenknarypa nen. [lopsmok obopmiienus aen.

16. DOxcneprusa HEHHOCTU JOKYMEHTOB.

17. IIpaBwmiia opopmiieHUs U cOcTaBIeHUs onucH ea. CpoKn XpaHEHUs J1e.

18. Knaccudukaius 1e10Boil Nepenucku.
19. TpeboBaHus K TEKCTY ACIOBOI0 MUChMA

20. KoMiuiekc KaapoBOi JOKYMEHTALMH.

21. TexHonorus JOKyMEHTHPOBAHUA MIpHEeMa rpakKaaH Ha padoTy.

22. JloxyMeHTMpOBaHHE MOOIIPEHUS U HAJIOKEHUS TUCUUIIIIMHAPHBIX B3bICKAHMIA.

23.  VYuaudunupoBaHHbie (HOPMBI JOKYMEHTAIMU 10 YUETY KaJApPOB.



24. JloxyMeHTHpOBaHUE MPOLIETYPbl YBOJbHEHHUS.

25. ®opMHUpOBaHHE JIUYHOTO JIeJIa COTPYAHHUKA.

26. 3ammTa NepCOHAIBHBIX JAHHBIX B KaJIpOBOH CIIyK0e.

27. O06s3aTenabHble JOKYMEHTHI IO YIIPABICHHUIO TTIEPCOHATIOM.

28. KoMIbIOTEpHBIE TEXHOJIOTHH B KaJPOBOM JI€JIONPOU3BOICTRBE.

29. OO01ue NpUHIKITBI OPTaHU3alMK IOKYMEHTO000POTa Ha MPEANPUITHH.

30. OcHOBHBIE TEXHOJOTHU O(POPMIICHHUS JTOKYMEHTOB W JTambl KOMITBIOTEPHOMN
MOJATOTOBKU TEKCTOBBIX KOMIIOHEHTOB JJOKYMEHTOB.

Temsr PI'3 BoiOuparoTcst mo mocienHedt nudpe 3a4eTHOM KHUKKU (HallpuMep eciiu

udpa 3, To He0OXOANMO B3ITh TeMy 3,13,23).

Cocmaenenue munogvix 00OKymeHmog 8 coomeemcmeuu ¢ mpevosanuamu ['OCTa.

I[OJDKHO OBITH IMPHUIIOKCHHC 6 BHUAOB HOOKYMCHTOB. BBI60p BHUAOB HOOKYMCHTOB
OIIPCACIIACTCA IIPCIIOAaBaATCIICM.

5.4. Onucanue KPHUTEPHUEB OLICHUBAHUA KOMHeTeHIII/Iﬁ 1 IIKAJbI ONCHUBAHUSA

[Ipn mpomexyTOUHOM arTrecTalvd B (popMe 3adeTa MCHOJIb3YETCs CIeAyHoIas
IIKajia OLICHUBAHUS: 3a4TE€HO, HE 3a4TEHO.

KpI/ITCpHHMI/I OLCHUBAHU IIOCTI/I)KGHI/Iﬁ MOKa3aTeJIeh SIBJISIOTCS:

HaumeHnoBanue
MMOKa3aTelIs
OLICHUBAHHUS
pe3yibTaTa O0y4eHHs
110 JUCITATIINHE

Kputepuii onennBanus

3Hauus

3HaHMSI OCHOBHBIX TEXHOJOTHH 1Mo cOopy, 00paboTKe M XpaHEHMs JaHHbIX,
cocraBa HOPMAaTHUBHO-METOANUYECKON 6a3bl JOKYMEHTAIlMOHHOT O
obecrieueHus U oneparuii mo 00padoTKe TOKYMEHTOB

3HaHWE CTPYKTYphl U COCTaBa JOKYMEHTa M HOPMATHUBHBIX TPEOOBaHMM K
COCTaBICHUIO U O(OPMIIEHHIO OPraHU3AIMOHHBIX M PACHOPSIUTEIBHBIX
JOKYMEHTOB,  CIOCOOBI M METOABl  BEACHUS W  ONTUMHU3AIUHU
JOKYMEHT0000poTa

O06BeM 0OCBOCHHOT'O MaTepuana

IlonHOTa OTBETOB Ha BOIIPOCHI

YeTKOCTh U3JI0)KEHNS] M HHTEPIIPETAllMy 3HAHUI

YMmenusa

YMeHus NPUMEHATh TEXHOJIOTUH 1o cOopy, 00paboTKe M XpaHEHHUIO TaHHbIX,
aHAJIM3UPOBaATh UHPOPMAIINIO, BECTH 00pabOTKy MH(GOpMalUu U MPUHUMATH
pelIeHrsl Ha €e OCHOBE M JIOKYMEHTAJIbHOro O(OpMIICHHUS YIPaBICHUECKUX
peleHui

YMeHue pa3pabaTbiBaTh OCHOBHBIE BHJBI YIPABICHUYECKUX JIOKYMEHTOB,
COCTaBJSITh U O(POPMIISATH JOKYMEHTHI B COOTBETCTBHU C HOPMATUBHBIMH
TpeOOBaHUSMU  OPraHW3AIMOHHBIX U PACHOPSAUTEIBHBIX JOKYMEHTOB;
MIPUMEHATHh COBPEMEHHBIE TEXHOJIOTUU OPTraHU3aIii JOKYMEHTO000poTa

HaBbixkn

Hasbiku ocymiectBieHus c6opa, 00pabOTKH M XpaHEHUs! JaHHbBIX, HAaBBIKAMU
JIOKYMEHTAJIbHOTO 0(OPMIICHHUS YIIPABICHUYECKUX PEIICHUI

HaBbiku cocrtaBienuss u odopmiieHUST B COOTBETCTBUU C HOPMAaTHUBHBIMU
TpeOOBaHUSAMHU  OPraHM3AIMOHHBIX W PACIOPSIUTEIBHBIX JOKYMEHTOB;
MIPUMEHEHHSI COBPEMEHHBIX TEXHOJIOTHI OpraHu3aluu J0KyMeHTo000poTa




OHGHKa npenoaaBaTCji€cM  BBICTABIICTCA  HMHTCIPAJIbHO C y‘IéTOM BCEX
roKa3arejeHn u KpUTCPHUECB OLICHUBAHUS.
OHCHKa C(I)OpMI/IpOBaHHOCTI/I KOMHGTCHHHI?I I10 TIOKa3aTeIi0 3HAHMS.
Kpurepuit YPpOBEHb OCBOCHHS U OLICHKA
He 3aureno 3auTeHo
3HaHWE OCHOBHBIX TEXHOJOTMH 1o cOopy,| He 3maer OCHOBHBIC|3HaeT OCHOBHBIE
o0paboTKe ¥  XpaHEHHs] JIaHHBIX, CoOcTaBa| TCXHOJIOTHH II0 cOopy,|TexHonorun 1o coopy,
HOPMATHBHO-METOAMYECKOl Gaspr| 00pabOTKe M XpaHEeHUs1|00pabOTKE M XpaHEHHs
JIOKyMEHTAaLMOHHOro obecriedeHus 1 onepanuii no| AdHHBIX, COCTaBa TaHHBIX, cocTaBa
06PAGOTKE TOKYMEHTOB HOPMATUBHO- HOPMATUBHO-
METOAMYECKON  0a3bl|METOIUYECKON 0a3bl
JOKYMEHTAMOHHOTO  |I0KYMEHTallHOHHOI'O
oOecnieueHus u|obecrneueHus u
oreparnuit nojonepamnuii mo oopadboTke
00paboTke JIOKYMEHTOB B, TPH 3TOM
JIOKYMEHTOB; MOXET JOMyCKATh
HETOYHOCTHU
(hopMyHpOBOK
3HaHue CTPYKTYphl W cocTaBa JoKyMeHTa u| He 3Haer CTpyKTypy H|3HaeT CTPYKTYpPY u
HOPMATHBHBIX TpeOOBaHWUH K COCTaBJICHUIO u| COCTaB TOKYMCHTOB H(COCTaB [JOKYMCHTOB H
o(hopMIICHHIO OpraHU3aMOHHBIX y| HOPMaTUBHBIC HOpPMAaTHUBHBIC
PacIOpANUTENbHBIX  JIOKyMEHTOB, CIIOCOOBI M TpeOoBanMs K K|TpeboBaHus K K
METOIBI BeIeHHs " onumusanuy| COCTABICHHUIO Y|COCTaBJICHUIO u
0(OPMIICHUIO 0(OPMIICHUIO
JOKYMEHTO000pOoTa.
OpPraHU3AIMOHHBIX  HM|OPTaHU3AIMOHHBIX u
pacnopsAIUTENbHBIX  |paclOpPSAUTENIbHBIX
JIOKYMEHTOB, CITOCOOBI|IOKYMEHTOB, CIIOCOOBI U
U METOJbl BEACHUS HM|METOAbl  BEACHHUS U
ONTUMU3AIUH ONTUMU3AIUH
JIOKYMEHTO000POT; JTOKYMEHTOO0OpOT,  mpH
TOM MOXET JIOMyCKAaTh
HETOYHOCTH
(hopMyIHPOBOK
OOBeM OCBOSHHOTO MaTepHaa He 3Haer 3HaumrensHON| 3HaeT MaTepual
qaCcTu mMarepuajial JUCHUILIAHBI B
JIMCIUTUTHHB JIOCTaTOYHOM o0beme,
OJTHAKO, BO3MOXKHO  HE
YCBOMJI BCEX €ro JIeTanei
[TosiHOTa OTBETOB Ha BOIPOCHI He onmaer ortBersl Ha| JlaeT OTBETHI Ha BOMPOCHI,
OOJIBIIIMHCTBO BOIPOCOB | HO HE BCE - MOJIHBIE
YeTKOoCTh U3M0KEHNS U MHTEPIIPETALIUN 3HAHUI Wznaraer 3nanms  Oes|M3nmaraer 3HAHUSA 0e3
JIOTHYECKOMN HapyLIeHUHd B JIOTHYECKOM
MOCJIE/I0BATEIbHOCTH MOCJIEIOBATEIIBHOCTH M C
HECYIIIECTBCHHBIMU ee
HAPYLICHUSAMH
He wutrocTpupyeT| MInmocTpupyeT n3inoxeHne
HN3JI0KECHHE MOACHAKIINMHU IIpUMEPaAaMHU
HOSICHSAFOLIUMHA KOPPEKTHO ¥ MOHATHO JH00
ImpuMepamMunu 00| ¢ HE3HAYNTCIIbHBIMN
MPUBOJUT  OMIMOOYHBIE| OIIUOKAMU
IIPUMEPBHI
HesepHo wm3maraer u| ['paMOTHO W MO CYIIECTBY

WHTEPIIPETUPYET 3HAHUS

nusjaract 3HaHUWA, XOTA
BO3MOKHBI U HCKOTOPLIC
HCTOYHOCTHU




OHCHKa C(l)OpMI/IpOBaHHOCTI/I KOMHCTCHHI/Iﬁ 10 MOKA3aTeI0 Y MCHHUSL.

Kpurepuit YPpOBEHb OCBOCHHS U OLICHKA
He 3a4reHo 3auTeHo
YMeHHsT TpPUMEHSATh TEXHOJIOTMH 10 cOopy,| He ymeer mnpuMeEHSTH YMeer [IPUMEHATH

00paboTKe W XPaHEHUIO JAHHBIX, AHATU3HPOBATH

TEXHOJIOTHH I10 cOopy,

TEXHOJIOTHH 110 cOopy,

uHpOpMAIHMIO, BecTH 00paboTKy mH(popmamuu u| 00padoTKe 1/00pabOTKE U XPaHEHHIO
NpUHMMATH  pelmleHus Ha  ee  ocHope | XPAHEHHMIO  JAHHBIX,JIAHHBIX, AHAIM3MPOBATE
JIOKYMEHTAIIbHOTO O(GOPMICHHS YIPaBICHUIECKHX| oo M3HPOBATH uHpopmaLuio, BECTH
pemeHuii HHpOpMaLIUIO, BECTH|0OPaOOTKY HH(pOPMAIIMH

00paboTKy U TPUHUMATH PEUICHUS

nHbopManuu MHAa €ee  OCHOBE W

OPUHUMATh  PEUICHHS|JOKYMEHTAIbHOTO

HA ee OcCHOBe H|0hOpMIICHUS

JIOKYMEHTAJIbHOTO yIpaBICHUYECKUX

o opMIICHHUS pEIICHHUIA;

yIpaBICHUYECKUX

PELLICHHUI;
Ymenue  paspabareiBaTh ~ OCHOBHbIe  Bujbl|He ymeet|Ymeer pa3pabaThIBaTh
YIPABICHUYECKUX JOKYMEHTOB, COCTaBJIATh 11| Pa3pabaThIBaTh OCHOBHBIC BHU/IbI
opOpMIIATE  JOKYMEHTHI B  cooTBeTcTBum  ¢|OCHOBHBIC BUJIBL YIIPABJICHYCCKUX
HOPMATHBHBIMU TPEOOBAHMSAMY OpraHH3ALMOHHBIX|> | PAbICHICCKUX AOKYMCHTOB, - COCTABJIATH

JIOKYMEHTOB, U 0hopMIIATH JOKYMEHTHI
M PAaCMOPSIUTEIBHBIX JOKYMCHTOB; HPHMCHSATD|  rn o uls COOTBCTCTBI c
COBPEMEHHBIC TEXHOJIOTHH OPTaHU3AUMH| o hopMIISTE J1OKYMEHTHI|HOPMATHBHBIMH
JIOKYMEHTO000pOTa B COOTBETCTBUU  C|TpeOOBAHUSIMH

HOPMAaTUBHBIMH OpTraHU3aI[MOHHBIX u

TpeOOBaHUSIMU pacmopsiAUTEIbHBIX

OpPTaHW3AIlMOHHBIX  H|IOKYMEHTOB, MPHUMEHSTH

pacTops AU TEITHLHBIX COBpEMEHHBIC

JIOKYMEHTOB; TEXHOJIOTHH OpraHW3aIluu

MIPUMEHSATH JIOKYMEHTOO0O0pOTa

COBPEMEHHBIC

TEXHOJIOTHHI

OpTraHu3aIuu

JIOKYMEHTO0000pOTa Wiin

OpPHUEHTHpYETCS.  KpaiiHe

cinabo

Orenka copMUPOBaHHOCTH KOMIICTCHITUH 110 TIOKa3aTelto HaBbIKy.

Kpurepuit YPpOBEHb OCBOEHHS U OIICHKA
He 3aureno 3auTeHo

HaBbikn ocymectBienust  cOopa, oOpaboTku wu| He Bnajgeer HaBBIKAMH|COCTABJICHHS H
XpaHeHUs HAHHBIX, HaABBIKAMH JOKYMEHTAJIbHOIO| OCYIICCTBIICHUA oopmienus B
odopMmIIeHHs YIIPaBICHUYECKUX PELIeHUI coopa, 00pabOTKH H|coorBeTcTBHY C

XpaHEHUs JRHHBIX, | o\ A THBHEIME

HaBbIKAMH TpeOOBaHUSIMU

JIOKYMEHTaJIbHOI'O

odbopMeHHS OpPraHMU3aLMOHHBIX U

YIIPABIEHUECKHX pacnopsAUTENbHBIX

pelenHii a; JIOKYMEHTOB
HaBbiku  cocraBiaenuss u  odopmiienuss  B|He Biageer HaBBIKAMHU|COCTaBICHHS U
COOTBETCTBMM C HOPMATHBHBIMH TpeOoBaHUsIMH|COCTABICHUA HlodopmieHus B
OpraHU3aIMOHHBIX u pacriopsauTebHplx| OPOPMICHNS BlcoorBercTBum €

COOTBETCTBHH




JIOKYMEHTOB; MIPUMEHEHUS COBpPEMEHHBIX
TEXHOJIOTUI OpraHu3alud JOKYMEHT0000poTa

HOPMAaTHBHBIMH
TpeOOBaHUSIMH
OpraHu3aIlHOHHBIX
pacropsIUTEIbHBIX
JIOKYMEHTOB;
MIPUMEHEHHUS
COBPEMEHHBIX
TEXHOJIOTHH
OpraHu3aIuu
JIOKYMEHT0000pOTa

HOPMAaTHBHBIMU
TpeOOBaHUSMU
OpraHU3alUOHHBIX U
pacropsIUTeIbHbIX
JIOKYMEHTOB




6. MATEPUAJIBHO-TEXHUYECKOE
N YYEBHO-METOIUYECKOE OBECIIEYEHHUE

6.1. MarepuajJbHO-TEXHUYECKOE O0ecreyeHue

Ne HaumenoBanue cnienuainbHbIX oMeeHU 1 | OCHAIIEHHOCTh CIIEHHUAIbHBIX IOMELIEHUN U
MTOMEIIEHUH JJIsl CAMOCTOSITENIbHOM paboThI MOMEIEHUH JIJIsl CAMOCTOSITENILHOM pabOThI
1 YyeOuble ayautopuu A nposeneHus | Crenuanu3upoBaHHas MeOellb, TEXHUYECKUE
3aHSATUNA JICKIMOHHOTO M CEMHUHAPCKOTO THIIA, | CPeICTBA O0ydeHHs: HOYTOYK, MPOEKTOD,
TPYIIIOBBIX u WHJUBUIYAJIbHBIX | IPOCKIIMOHHBIN 3KpaH
KOHCYNbTAllUM, TEKYIIero KOHTPOJs U
IIPOMEKYTOYHOM aTTECTALNU
2 YyeOHast ayauTopus Uil caMocCTosTenbHOU | Crienuanu3upoBaHHass MeOelb, TEXHUICCKUE
pabotsl (aymutopust YK 504) cpencTBa O0y4ueHus: TPOEKIMOHHBIN IKPaH,
MIPOEKTOP, KOMITbIOTEPHAsI TEXHUKA
MOAKIIOUEHHAas K ceTu «HTepHeT 1
MMEIOIIAst IOCTYII B 3JIEKTPOHHYIO
nH(OPMaIIMOHHO-00pa30BaTENBHYIO CPEAYy.
3 YuranbHblid 3an OonbIMoTEKN st | Creruanu3upoBaHHast MeOelb,

CaMOCTOSITEILHOM pa6OTBI

KOMIIBIOTEPHAsT TEXHHKA, TMOIKIIOUEHHAs K
cetn «MHTEpHET» W HMeEIOWAs JOCTYN B
AJIEKTPOHHYIO UH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpeay

6.2. JInnieH3noHHOE M CBOOOIHO PACIIPOCTPAHsIeMOe IPOrPAMMHOe odecrneuyeHne

No

[lepeueHb TUIIEH3MOHHOTO
MIPOTrPaMMHOTO 00€CTIeUeHUS.

PexBu3uTHI MOATBCPKAAOMICTO JOKYMCHTA

Microsoft Windows 10
KopnoparusHas

Cornamenne Microsoft Open Value Subscription
V6328633. Cornamenue aericreutensHo ¢ 02.10.2017
1o 31.10.2023). Horosop IIOCTaBKU 1O
0326100004117000038-0003147-01 ot 06.10.2017

Microsoft Office Professional Plus
2016

Cornmamenne Microsoft Open Value Subscription
V6328633. Cornamenue aeiicreurensHo ¢ 02.10.2017
o 31.10.2023

Kaspersky  Endpoint  Security
«Crangaprtabiii Russian Edition»

CyO6munensnonnsii moroop Ne 102 or 24.05.2018.
Cpok nerictBus aunensuu a0 19.08.2020
I'paxnancko-npaBoBoit Jlorosop (Kontpakr) Ne 27782
«[TocTaBka mpo IeHUs TIpaBa MOJIb30BAHUS (JTUIICH3UH)
Kaspersky Endpoint Security ot 03.06.2020. Cpok
nevcreus nunen3un 19.08.2022r.

Google Chrome

CBobomno pacrpoctpansiemoe [1O cormacHo ycaoBusM
JIMLEH3UOHHOTO COTJIAlIeHUs

Mozilla Firefox

CBobomno pacnpoctpansiemoe [1O cormacHo ycaoBusM
JIMLIEH3UOHHOT'O COTJIalleHus




6.3. IlepeyeHnb y4eOHBIX U3IaHUI U Y4eOHO-METOAMYECCKUX MATEPHAIOB

1. AOynan3e, 1. I. JIoKyMeHTalMOHHOE o0ecrieueHue
yIPaBJICHUS] IEPCOHAIIOM : YYEOHHUK M MPAKTUKYM JUIsl aKaJieMHUUecKoro OakajiaBpuara,
JUIS  CTYJIEHTOB BY30B, OOYy4YaloOIIMXCAd IO SKOHOMUYECKMM HAIpaBJICHUSIM U
cnenunanbHocTsM / JI. I'. A6nynansze, . b. Bempspokkuna, B. M. Macnosa. - Mockaa :
IOpaiit, 2018. - 298 c.

2. Ky3nenoB, M. H. [JokymeHTanmoHHOe oOecrnedyeHue YIpaBiIeHUS U
JIEIONIPOU3BOACTBO : YYCOHHWK sl OakaJaBpoB : YYEOHHWK IS CTYJCHTOB BY30B,
oOydJaroruxcsi o 3koHOMHuuYecknM crernuaibHocTsiM / U. H. Ky3neros. - Mocksa :
Opaiit, 2012. - 576 c. -

3. Ky3nenos, . H. JIoKyMeHTalMOHHOE obecrieueHue
yIpaBJI€HUs TIEPCOHAJIOM : YUEOHHUK U IPAKTUKYM JJIsl IPUKJIaAHOro Oakanaspuata / 1.
H. Ky3nenos. - Mocksa : IOpaiit, 2019. - 520 c.

4. CokonoBa, O. H. JlokyMeHTalMOHHOE OOECeUYeHUE YIPABJICHUS B
opraHuzanuu : yuyeOHoe mnocobue s cryaeHtoB By3oB / O. H. Coxonosa, T. A.
AxumoukuHa. - Mocksa : KHOPYC, 2010. - 156 c.



6.4. IlepeueHb HHTEPHEeT pecypcoB, NpodecCHOHAIbHBIX 0a3 JaHHBIX,
HH(OPMANIMOHHO-CIIPABOYHBIX CHCTEM

1.

SR W

http://www.constitution.ru/ —  o¢unuaneHbeiii  caiitr  KoHctutynuum
Poccutickon ®@enepanumu.

http://www.allpravo.ru/catalog — xaranor IIpaBo Poccun.
http://Www.].-servis.ru — IopuandIecKuii ”HGHOPMAITMOHHBIN TTOPTal.
www.hrm.ru; www.begin.ru — Accouyanus CeUIMCTOB 10 MIEPCOHAIY.
www.biblioclub.ru — CnopaBounuk kagpoBuka. llonHOe mnpakTHUecKoe
PYKOBOJICTBO.



http://www.constitution.ru/
http://www.allpravo.ru/catalog
http://www.j.-servis.ru/
http://www.hrm.ru/
http://www.begin.ru/
http://www.biblioclub.ru/

7. YTBEPKJIEHUE PABOYEM ITPOT'PAMMBI

PaGouass mporpamma yTBepkaena Ha 20 /120 Y4EOHBINM TOJ

0e3 u3MeHeHH / ¢ N3MCHCHHUAMMU, JOITOJITHCHUAMA

[TpoTokon Ne 3acenanus kadeapsl OT « _ » 20 T.

3aBeayromuii kadeapou

noamucs, DO

JMpeKkTop MHCTUTYTA

noanuck, PO



