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1. INTAHUPYEMBIE PE3YJIBTATBI OBYYEHMUS 11O JUCHUIIJIMHE

PopMHpyEMbIE KOMIIETCHIIUI

Kon
KOMIICTCHIIUN

Kommerenus

TpeboBaHus K pe3ybTaTaM 00ydeHHs

[Ipodeccronanbubie

[IK-1

CIOCOOHOCTH K pa3paboTKe
Y BHEJIPEHHIO
TEXHOJIOTUUECKIX
IPOLIECCOB, UCTIOIB30BAHUIO
TEXHUYECKON
JOKYMEHTAIWH,
paciopsITUTENTHHBIX aKTOB
TIpePHSATHS

B pesynbTare 0cBOCHHS JUCUUIUIAHBI
00yJarOIIUICS TOJIDKEH
3HaTh:

— OCHOBHBIE ITPHUHITUITBI OPTaHU3AINT
JIETIONPOM3BO/ICTBA U JIOKYMEHTO000pOTa Ha
TIPSANIPUSTHH;

— HOPMaTHBHO-TIPAaBOBYIO 0a3y (B T.4. U
TEXHUYECKYIO IOKYMEHTAIINIO), PETYIMPYIOUIYIO
XO3SHUCTBEHHYIO JISSITEITBHOCTD TPEITPHSITHS.
Ymersn:

— HCTIONIb30BATh TEXHUYECKYIO JIOKYMEHTAIHIO,
pacropsiTUTEIIbHBIC aKTHI IPEIPHUSITUS B
pa3paboTKe ¥ BHEPEHUIO TEXHOIOTUUECKUX
MPOIIECCOB;

— pa3pabaThIBaTh UHCTPYKIIUH 110
JIOKYMEHTAITMOHHOMY O00ECTICYCHUIO
TIPOM3BOICTBEHHOM JEATSIIHBHOCTH M YIIPABJICHUS
TIPEITPUATHEM.

Baaners:

— HaBBIKAMU HCIOJIb30BAHUSI TEXHUYECKOM
JNOKYMEHTALUH, PACIOPAIUTENLHBIX aKTOB
TPEATIPUSTHSL.

I1K-10

CMOCOOHOCTH K
MIPEIOCTABIICHUIO
TPY300TIPABUTEISIM U
IPY30I0JTy4aTeNIsIM YCITYT:
1o oopMIIEHUIO
TIEPEBO30YHBIX
JIOKYMEHTOB, C/1aue 1
TIOJTy9CHHUIO, 3aBO3Y U
BBIBO3Y I'PY30B; 110
BBIIOJIHEHHIO TTOTPY304YHO-
Pa3rpy304HbBIX U CKIAJICKHX
oreparyii;

TIO TIOJITOTOBKE
TIO/IBJKHOTO COCTaBa; 10
CTPaxOBaHHUIO IPY30B,
TAMOYXCHHOMY
o(opmIIeHHIO IPy30B U
TPAHCIIOPTHBIX CPEJICTB; TIO
MPEI0CTABTICHUIO
UH(OPMAITUOHHBIX U
(bPMHAHCOBBIX YCITYT

B pe3ynbTare 0cBOSHMS AUCIUTUTUHBI
00yJarOIIUICS JOIDKEH
3HaThb:

— KJIFOYeBbIe HHGOPMAIIMOHHBIE CUCTEMBI
yIIpaBJICHUS] MaTePUATIHLHBIM TIOTOKOM, MX
OCHOBHbBIC Ha3HAUCHHS U OPOpPMIICHHE
COOTBETCTBYIOIIICH JIOKYMEHTAIIHH,

— TOPAIOK 0(hOPMIICHHIO TIEPEBO30YHBIX U
JIPYTUX JOKYMEHTOB, B T.U. ITO CTPAXOBAaHHUIO
IPY30B, TAMOXECHHOMY O(DOPMIICHHIO TPY30B U
TPAHCIOPTHBIX CPEJICTB.

YMmerb:

— pa3pabaTbIBaTh UHCTPYKIIUH 110
JOKYMEHTALMOHHOMY O0ECTICUEHHIO YIIPABIICHUS;
COCTaBJISITh HOMEHKJIATYPY /€]l OpraHu3alluig;
PEIAKTUPOBATh CITYKEOHBIE IOKYMEHTBL;

— 0(hopMIIATh JOKYMEHTAITHIO T10
MPEIOCTABICHHUIO YCIYT TPY300TIPABUTEINSM U
TPY30I0TydaTesIsIM.

Baapers:

— HaBBIKaMU 10 0(OPMIICHHIO TIEPEBO30YHBIX
JIOKYMEHTOB, CJIaue U MOJIy4YEHHIO, 3aBO3Y U
BBIBO3Y I'PY30B; 10 BBIIIOJHEHHIO [TOTPY304HO-
Pa3TPY30YHBIX U CKIIAJCKUAX OTIePAITHIA.




2. MECTO JJUCHUILIVHBI B CTPYKTYPE OBPA3OBATEJIBHOM
IMPOI'PAMMBbI

Coz:epxcaHHe AUCHUIIIMHBIOCHOBBIBACTCA U ABJIACTCA JIOTHYCCKUM ITPOAOJIZKCHUCM
CICAYIOMUX TUCHUILIINH

Ne HaumenoBanue 1ucuuIuivHel (Moaysas)
1 VYnpasieHue nepcoHaioM
2 DKOHOMHKA

ConepmaHHe AUCHUILIIMHBICITYXXHT OCHOBOH JJIA HN3Yy4YCHUA ClICeaAyromux
JUCHUITIINH

Ne HanmenoBanue nucuuruivHel (Moays)

1 DKOHOMHKA JOPOKHOTO JIBHKECHUS

3.0bEM /INCIUIIJINHBI

OO6m1as TpyI0€MKOCTh JUCITUIIIMHBI COCTAaBIIsAeT 33a4. eauHUIbI, 108 vaca.

Bun yaebHoii paboTh Eefcegg Ce;\}/lg eng
OO6m1ast TpyI0€MKOCTh TUCIMILIUHBI, Yac 108 108
KonTakTHasi padora (ay1UTOPHbIE 3aHATHS), B T.4.: 51 51
JIEKIIUU 17 17
nabopaTopHbBIC
MIPaKTUYECKHE 34 34
CamocrosiTejibHasi pa6oTa CTYJI€eHTOB, B TOM YHCJIe: 57 57
KypcoBoii mpoekT
Kypcosas pabora
PacuetHo-rpaduueckoe 3amaHust
WNuauBuayaibHOE TOMAIITHEE 3a/IaHUC
Jpyeue 6udvi camocmosmenvHou pabomul 57 57
dopma MpoMEeKyTOYHAs ATTECTALUS
(3aueT, PK3aMeH) saaet saaet




4. COAEP KAHUE JUCHUIIJIMHbI

4.1 HaumeHoBaHue TeM, UX COIePKAHME U 00beM

Kypc3 Cemectp 6

/o

HaumenoBanue paszaena
(KpaTkoe cozepkaHue)

O0BeM Ha TeMaTHYCCKUI
paszzien 1o BuAaM yuyeOHon

HarpyskKu, 4ac

3aHATUA

3aHATUA

CaMocrosTenpHas

pabota

2

W Jleknuu

~| Ipakruaeckne

o | J1aboparopubie

(ep]

Paznen |. JlokymeHTalMoOHHOE 0O€ecIiedeHne yrpaBIeHUs

1.

JIoKyMeHTOOO0pOT U AETONPOU3BOICTBO B MPOPECCHOHATBHOMN AEATEIbHOCTH.

OcHoBHble TOHATUS Kypca. MHdopmarms. J{oKymeHT.
PexBuzutr  pokymenra.  OduuuanbHble  JOKYMEHTHI.
Opumnueckass cuna  gokymeHrta.  Jlelnompou3BOJCTBO.
JIOKyMEeHTHpOBaHUE. JlokymMeHT0000pOT.
JIokyMeHTaIMoHHOE o0ecrieueHue yIIpaBIICHUSI.
Knaccuduxanmss ngoxkymenroB. Cucrema JTOKyMEHTAllWH.
I'pynna opraHn3aliMOHHO-PACHIOPSAAUTENBHBIX JOKYMEHTOB.
Cranpaprusanus u yHUUKALHSA JIOKYMEHTOB.
VaudunupoBannas  cucrema  jgokymentarmm  (YCI).
IpunHuumns! nenonponsBoacTBa. Cxema opraHuzauu padboTsl
C JOKyMEHTAaMH MPEANPHUSITHUS.

2

4

2.

PernamenTanust oTe4eCTBEHHOTO JACIONPOU3BO/ICTBA.

3aKOHOJATEIbHOE PETYIUPOBAHHUE JIEIOMPOU3BOICTBA.
HopmartusHo-mMeToanueckoe perynupoBaHue
JIeIONIPOU3BOICTBA. l'ocynapcTBenHas cucrema
JOKYMEHTAIlMOHHOTO oOecrniedueHus ympasieHus. Oouiue
nonoxkenus. OOmwue TpeboBaHUA K JOKYMEHTaM U
ciyk6aM JokymeHTanumoHHoro obecnedenus. ['OCT P
6.30-2003: YHuduuupoBaHHas cucTeMa OpraHU3aIMOHHO-
pacnopsaUuTeNbHON TOKyMEHTAIIH.

3. Cny>1<6a AOKYMCHTAILIUOHHOT'O obOecIieueHust YIIPpaBJICHUS NPCAIIPUATHS: eé Ha3HaA4YCHUC,

3ala4vu, CTPYKTYypa U COCTAaB.

OO6mue TpeboBaHuss K OGOPMIICHHIO YIPaBICHUYECKHX
(opranu3alMOHHO-PACTIOPSIUTENBHBIX) JOKYMEHTOB.
bnanku poxymentoB. IlpaBuna cocraBieHus OJIaHKOB
JOKYMEHTOB, (hopMaTHUpoBaHUE JOKyMeHTa ((dopmaTbl
Oymaru, pacrnosoxeHue pekBU3HTOB). COCTaB PEKBU3UTOB
(rocymapcTBeHHbI repb, Tepd cyObekTa, 5SMOnema
OpraHu3allu, TOBapHbIM 3HAK, KOJ OpraHu3aluu, KOJ
(opMBI JOKyMEHTa, HAUMEHOBAHHE OPraHU3alUN | T.11.).




4. Bwuapl JOKYMEHTOB M UX KJIaCCU(DUKAIIUS.

OcHoBHbIE Tpynnbl JOKyMEHTOB. OpraHu3alliOHHBIE
JOKYMEHTBI NpeAnpusaTus. PacnopsaurenbHble JOKYMEHTBI
npeanpusaTus.  JIOKyMEHTbI IO  JIMYHOMY  COCTaBy.
WNudpopmanoHHO-cripaBoYHbIe T0OKYMEeHTbI. HopMaTHBHBIE
JOKYMEHTBI F'OCY/1apCTBEHHBIX OPTaHOB.

5.

Opranu3aioHHO-pacopsAUTEIbHAS IOKYMEHTALIUS

Opranu3anioHHbIe JOKYMEHTHI. BupopranuzanuoHHO-
IIPaBOBBIX JIOKYMEHTOB. IIpumepnas CTPYKTypa
HOPMATUBHBIX AKTOB: IIOJIOKCHUSA, YCTaBbl, MHCTPYKIHH.
OcobGennoctu MOJITOTOBKH u odopmieHHs
OpPraHru3allMOHHBIXTIOKYMCHTOB. OcHOBHBIE 3aJa4du
Ka)XJIOTO BUJIA IOKYMEHTA.

Paznen |l.Ilpunuunel opranuzanuu padoTel ¢ JOKyMEHTaMU

6. I[OKYMCHTI/IPOBaHI/Ie ACATCIIBHOCTU C KOHTpAarcHTaMu MpCAaANpruATHA.

OdopmieHue nepeBo30YHbIX JOKYMEHTOB, TOKYMEHTOB
0 coade W TOJYYEHHWIO, 3aBO3y W BBIBO3Y TPY30B; IIO
BBIIIOJTHEHUIO IIOTPY304YHO-Pa3sTPy304YHBIX M CKJIAJICKUX
omepanuii; ohopMIIEHHE TOKYMEHTOB TII0 ITOJIIOTOBKE
MOJBIDKHOTO ~ COCTaBa; IO  CTPAaxOBaHUIO  TPY30B,
TaMOKEHHOMY O(OPMIICHHIO TPY30B W TPAHCHOPTHBIX
CpeACTB.

2

7.

JlokymeHTHpoBaHKEe HH(GOPMALTMOHHO-CIIPABOYHBIX MaTepHa

NudopmanronHo-cripaBounsle  JlokymeHTsl.  Bumabl
MH(OPMALIMOHHO-CIIPABOYHBIX ~ JJOKYMEHTOB (JIOKJIagHas
3amucKa, CIy’keOHas 3amucka, OObSICHUTEIbHAS 3aIucKa,
CIpaBKa, MHUCbMO, TeJerpamMma, TejaedoHOTpamMma, Tele
(dbakc) u ap.).OdopmnernenHbopMaIMOHHO -
CIPaBOYHBIXIOKYMEHTOB.

8.

CocraBnenne 1 opopmIIeHHE KaIpOBO# TOKYMECHTAIIHUH.

JlokymeHTanuss mo Ju4HoMy cocrtaBy. OdopmieHue
JOKYMEHTOB TIpU IMpHEMEe, YBOJbHEHHH U IEpPeBOJIe
paboTHUKAa Ha APYryl OOJDKHOCTb. AHKera. TpynoBbie
KOHTpakThl. [Ipuka3pl mo guuHOMy cocTtaBy. OCHOBHBIE
PEKBHU3UTHl JIOKYMEHTOB M MpaBwia HUX OGOPMIICHHUS.
KpaTtkue cBenenust o mpaBmiiax o(opmiieHHS TPYIOBBIX
KHIDKEK, JIMYHBIX KapTOYeK, TNYHBIX JIe]1 pAaOOTHHUKOB.

9.

XpaHeHHe AOKYMCHTOB B OpraHu3aliv U obecrieueHue ux COXpPaHHOCTH.

[lonsiTue  omepaTMBHOrO  XpaHEHUS  JOKYMEHTOB.
[lonsitue, QopMa u cocTaBieHHE HOMEHKJIATYPHI JIel.
IIpaBuna  ¢opmupoBanus  jen.  TpebGoBaHus K
(hopMUpPOBaHUIO Jed. CoBpemeHHbIe cpeacTBa
ONEpPaTUBHOTO XpaHEHUs JO0KyMeHTOB. OOlecrneueHue
COXPAaHHOCTHU JOKYMEHTOB B CTPYKTYPHBIX
nospaszenenusax. OpraHuzanyst CHpaBOYHOH pabOTHI U
MOPSIIOK BbIIaYM JOKYMEHTOB BO BPEMEHHOE II0JIb30BaHUE
OpU  XpaHEHHMM B  CTPYKTYPHBIX  IOJpa3feiCHHUsIX.
OcHOBHBIE TpeOOBaHMSI K XpaHEHUIO JIOKyMEHTOB B
OpraHu3aIuy.

1

BCEI'O

17

34

57




4.2. Conep:xaHue NPAKTHYECKHUX (CEMUHAPCKHUX) 3aHATHIA

Ne HanmenoBanue Tema npakTHyeckoro (CEMUHAPCKOro) K- K-Bo
/o paszzaena JUCUUTUTHHEIL 3aHATHUSA BOTIPAKT. | YacoB
4acoB CPC
cemectp Ne 6
1 JIoKyMeHTOO00pOT 1 JoxymMeHTOO0OpOT 1 4 4
JIETIOTIPOU3BOJICTBO B JIETIOTIPOU3BOICTBO B
npodeccnoHaIbHON po(heCCHOHATBHOM IeSITETLHOCTH
JESITETbHOCTH PernameHTanys 0Te4eCTBEHHOTO 4 4
JIEJIONPOU3BOJICTBA
Cnyx0a TOKyMEHTaIlMOHHOTO 4 4
obecrieueHusl yrpaBIeHHs
NpenpusaTHs: e€ Ha3HAYCHHE, 3a/1a4H,
CTPYKTYypa M COCTaB
Buapl JOKyMEHTOB 1 UX
KJ1accuduxaus
OpraHu3anoHHO-PACTIOPSTUTETBHAS
JOKYMEHTAITUS
2 [puHIMIBI JloKkyMeHTHUpOBaHUE JESITENBHOCTHU C 4 4
opraHuzaiuu paboThI ¢ KOHTpareHTaMH IPEAPHUSITHS
JOKyMEHTaMH JlokymeHTHpOoBaHKEe HHPOPMAITMOHHO- 4 4
CIPaBOYHBIX MaTEPUAIOB
Cocrasiienne u 0(hopMIICHHE KaJPOBOI 4 4
JOKYMEHTAIIUU
XpaHeHHne JOKyMEHTOB B OpraHu3aluu 2 2
1 00ecTeueHre UX COXPAHHOCTH
NUTOT'O: 34 34

4.3.Conep:xaHue J1a00paTOPHBIX 3aHATHH
Yuebuvim nnanom ne npedycmompero.

5. ®OHJ OHEHOYHBIX CPEACTB JJIA TPOBEJAEHUA TEKYHIET'O
KOHTPOJIA YCIIEBAEMOCTH, ITIPOMEXKXYTOYHOU ATTECTAIIUMU I1O
HNUTOI'AM OCBOEHMA JUCHUIIJINHBI

5.1.1lepevyeHb KOHTPOJbHBIX BONIPOCOB (TUIOBBIX 321aHMI)

Ne HanmenoBanue o
CopeprkaHue BOIPOCOB (THITOBBIX 3aaHU)
/a pasnena JUCIUIUTHHBI
1 2 3
1 JIOKyMeHTOOO0POT 1 OCHOBHBIE HOHATUA Kypca:uH(opMaIus, TI0KyMEHT,PEKBUZHUT
JIEJIONTPOU3BOICTBO B JOKYMEHTA U JIp.
npodeccuoHaIbHON Odunuanbable JOKYMEHTHI. FOpuanyeckas cuiia J0KyMEHTA.
NIESITEIBHOCTH HenonpousBoactso. JlokymentupoBanue. JJokyMeHTOOO00POT.

JlokyMeHTaIlMOHHOE O0ecTieueHue YIpaBIeHUsI.

Knaccudukanus qokymentoB. Cuctema T0OKyMEHTAIUH.

I'pynma OpraHU3aI[MOHHO-PACTIOPSTUTENEHBIX JOKYMEHTOB.
Crangaptuzanus U yHUGUKALKS TOKYMEHTOB. YHUDUIIMPOBAHHAS
cuctema nokymentaruu (Y CJI).

[MpuHnune! genonpousBoacTBa. CxeMa opraHu3aidd pabOThl C
JOKYMEHTaMU TPEIIPUSITHSL.

3aKOHOATETLHOE PETYIUPOBAHKE JEIONIPON3BOICTBA.




HopmartusHo-MeTOqMUECKOE PETYIMPOBAHUE IETOIPOU3BOICTBA.
locynapctBenHass cuctemMa JOKYMEHTAllUOHHOTO oOOecredyeHust
yIpaBJIEHUS.

OOmme  TpeboBaHMs K  O(QOPMIICHHIO  YIPaBICHYECKUX
(opraHu3anMoOHHO-PacCOPAAUTEIbHBIX) TOKYMEHTOB.

bnanku noxymenTos. [IpaBuna coctaBieHus: 0J1aHKOB IOKYMEHTOB,
dopmarupoBanue nokymenrta. CoctaB peKBH3HTOB.
WNudpopmanioHHO-CTIpaBOYHBIE TOKYMEHTHI.

Bux  opraEu3anMoHHO-IPAaBOBBIX  JOKYMEHTOB. [IpumepHas
CTPYKTypa  HOPMATHUBHBIX  aKTOB:  IIOJIO)KEHHUS,  YCTaBbl,
UHCTPYKLUH.

OCOOeHHOCTH TIOATOTOBKM W OGOPMIICHUS OPTraHU3aMOHHBIX
JJOKYMEHTOB.

HpI/IHIII/IHBI opranmu3anuvun
paboThl ¢ JOKYMEHTaAMH

Odopmrenue mepeBo30YHBIX JOKYMEHTOB, JOKYMEHTOB O clladye U
MOJTy9EHUI0, 3aBO3Y M BHIBO3Y I'PY30B.

Odopmnenue JTOKYMEHTOB TIO  BBINOJHEHUIO  TOTPY304HO-
pa3rpy30YHBIX U CKJIQJICKHX OTICpaIiii.

Odopmienue T0KyMEHTOB IO TIOJATOTOBKE TOIBIIKHOTO COCTaBA.
Odopmienue JOKyMEHTOB TI0 CTPAXOBAHUIO TPY30B, TAMOKEHHOMY
0(QOPMIICHHIO TPY30B U TPAHCTIOPTHBIX CPEICTB.
HNudopmanrionHo-cripaBoyHbIe JIOKYMEHTBI. Buasl
MH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB U UX 0(OPMIICHHE.
JlokymMeHTanmsi o JUIHOMY coctaBy. OdopmieHne TOKyMEHTOB
NpH TpHEMe, YBOJBHEHHH W TIEpeBOJieé pabdOTHHKA HA JPYryro
JOJIKHOCTb.

TpynoBbie KOHTPAKTHI.

[Tpuka3bl M0 JIUYHOMY COCTaBY.

[IpaBmia odopMieHUs TPYIOBBIX KHHKEK, JUYHBIX KapTOUEK,
JIMYHBIX 7Nl paOOTHHUKOB.

[TonsiTHE ONIEPAaTUBHOTO XpPaHEHUS JOKYMEHTOB.

[Tonsatue, ¢opmMa u cocraBieHHe HOMEHKIATyphl nen. [lpaBuia
dbopmupoBanus aen. TpeboBaHus K GOPMHUPOBAHUIO JIEN.
CoBpemMeHHbIE CpeACTBa ONEPATUBHOTO XpaHEHHUS JIOKYMEHTOB.
OObecrieyeHre  COXPAaHHOCTH  JIOKYMEHTOB B CTPYKTYPHBIX
M0/Ipa3/IeNICHUsX.

Opranuzanus crpaBoyHOM pabOThl U MOPSAIOK BbIIAUYN JOKYMEHTOB
BO BPEMEHHOE II0JIb30BAHME IMPH XPAaHEHHUH B CTPYKTYPHBIX
MO0/Ipa3IeNICHUsX.

OcHoBHbBIE TPeOOBaHMSI K XPAHEHUIO TOKYMEHTOB B OPTaHU3AIIHH.

5.2.IlepeyeHnb TeM KypCOBBIX IPOEKTOB, KYPCOBBIX pador,
HX KpPaTKoe coJep:KaHue U 00beM.

Yuebuvim nnanom He npedycmompero.

5.3.1lepeyeHb MHAUBUAYAJbHBIX TOMANIHUX 321aHUIA,
pacyeTHO-rpadpuYecKuX 3aJaHHI.

Yuebnvim nianom He npedycmompeno.

5.4.1lepevyeHb KOHTPOJIBHBIX PA0OT.

Yuebnvim nianom He npedycmompeno.




6. YHEBHO-METOINMYECKOE U UHOOPMAILINMOHHOE
OBECIHHEYEHHUE JUCHUIIVINHbBI

6.1. IlepeyeHb OCHOBHOM JTUTEPATYPbI

1. KysnenoB W.H. JlokyMeHTalMOHHOE OO€CIIEYEHUE YIpPABICHUS U
nenonpousBonctBo: yueonuk / M. H. Ky3zunenos. — M.: FOpaiir, 2011, 2012. — 576 c.

2. KanpoBoe 1enonpou3BoJICTBO (IPaBOBbIE€ OCHOBBI) : MpakT. nocodue / 0. I1.
Opnosckuii [u ap.]. ; pen. FO. II. Opnosckuii ; ['oc. yH-T - BpIcul. K. 9KOHOMUKH. —
M.: IHOPA-M-KOHTPAKT, 2013. — 232 c.

3. CokonoBa O. H. JlokyMmMeHTanMOHHOE OOECNEYeHHE YIpaBICHUS B
opranuzauuu: yueb.nmocoobue qns crygeHtoB By3oB / O.H. Coxonosa, T.A.
Axumouknna. — M.: KHOPVYC, 2010. — 156 c.

4. T'Baeea W.B. JlenonpousBoacTBO [DIEKTPOHHBIA pecypc]: CHpaBOYHUK/
I'aecea WM.B., CobaneBckuii C.B.— DONeKTpOH.TEKCTOBbIE JaHHbIE.— MMUHCK:
TerpaCucremc, Terpanur, 2014.— 224 C.— Pexum J0CTyna:
http://www.iprbookshop.ru/28072.— 9B5C «IPRbooksy, o mapostro.

6.2. Ilepevyenb JONMOJTHUTEIbHOM JUTEPATYPHI

1. T'paxnanckuii  komekc Poccuiickoit ®enepanuu. IOpugudeckue nwuia
[DnexTpoHHBIN pecypc]: mocTareinbii koMmMmeHTapuit k riase 4/ E.B. bagynuna [u ap.]
— M.: Craryrt, 2014.— 524 c.— Pexxum nocryna: http://www.iprbookshop.ru/29148.— 5bC
«IPRbooksy», mo maposo.

2. Tpynomoit komekc Poccuiickoit ®enepanuu [DIEKTpOHHBIA pecypc]. —
OnekTpoHHO-OmbOMMoTeynass cucrema IPRbooks, 2016. — 226c. — Pexum moctyma:
http://www.iprbookshop.ru/1251. — 3bC «IPRbooksy, mo mapoio.

3. Bam kanpoBslif cexpeTapb: cpaBoYHHK : 130 maeanbHbIX KaApPOBBIX JIOK. —
M.: 3A0 "Axtnon - Mexana", 2012. — 400 c.

4. T'ycatnukoBa [[.E. KagpoBslil y4eT ¢ Hyns. 2-€ u3ll. [DNEKTpOHHBIN pecypc]:
npaktuaeckoe mocobue/ I'ycaraukoBa JI.E.— DOnexkrtpon.TekcToBble maHHBIE.— M.:
HNamkoB u K, A Ilm D3Op Memma, 2012. — 217 c— Pexum goctyma:
http://www.iprbookshop.ru/5969.— DBC «IPRbooksy, o maposiro.

5. Kayoman H.IO. JlokymeHTHpOBaHHE YIPaBICHUYECKOW JI€ATEIbHOCTU
[OnexTponHbiii pecypc]: yuebHoe mocobue/ Kaypman H.KO.— DrnexTpoH.TEeKCTOBBIC
naHHble.— OMck: OMCKUM rocyJapCcTBEHHbIN HHCTUTYT cepBuca, 2014. — 177 ¢.— Pexxum
nocryma: http://www.iprbookshop.ru/26681. — 3bC «IPRbooksy, 1o mapoio.

6. KoHduneHmuaapHoe IETONPOU3BOACTBO W 3alIUIIECHHBIA  3JIEKTPOHHBIN
JOKYMEHTO000pOoT [DnektponHsli pecypc]: yueOnux/ H.H. Kynse [u 1p.].—
DnekTpoH.TekcToBble naHHble.— M.: Jloroc, 2013. — 452 c. — Pexum pgoctyma:
http://www.iprbookshop.ru/9083. — SbC «IPRbooksy, 1o mapoto.

7. Kys3nemnona N.B. JlokymeHTaImoHHOe oOecrieyeHue yrpaBIeHUs TTePCOHAIOM
[OmekTpoHHBIN pecypc]: yueOHOe mocobme/ Kysnemosa WM.B., Xawarpsa I'.A.—
DnekTpoH.TekcToBBIe JdaHHbie.— M.: JlamkoB u K, Al ITu Op Menua, 2014.— 220 c.—
Pexxum nocrtyma: http://www.iprbookshop.ru/15713.— 3bC «IPRbooks», mo mapoito

8. Menpenena O.B. OCHOBBI IOKYMEHTAIIMOHHOTO O0OCCIICUCHUS YIIpaBICHUS. 2-
€ u3d. [DnekTpoHHBIM  pecypc]:  yueOHoe mocobue/ MenseneBa O.B.—
DIIeKTpOH.TEKCTOBBIE JaHHble.— KpacHomap: FOxHbId MHCTUTYT MeHeKMeHTa, 2012.—



175 c.—Pexum pnoctyma: http://www.iprbookshop.ru/9566.— OBC «IPRbooks», mo
NapoJto

9. Hekpaxa A.B. Opranuzanuss KOH(PUACHLHMAIBLHOTO JE€JONPOU3BOACTBA U
3ammTa UHPOpMAIMU [DIEKTPOHHBIA pecypc]: yueOHoe mocobue/ Hekpaxa A.B.,
[IeBroBa I'.A.— DnekTpoH.TeKCTOBBIE AaHHbIE.— M.: Akanemudeckuid 1Ipoekt, 2015.—-
222 c.— Pexum noctyna: http://www.iprbookshop.ru/36849.— OBC «IPRbooks», mo
NapoJIto.

10. Ilpuxoapko A.H. JloKkyMEHTHpOBaHUE YIPABJICHUYECKOMW JESITEIbHOCTH
[DnexkTpoHHbIN pecypc]: yueOHoe mocobue/ IIpuxonbko A.H.— DIeKTpOH.TEKCTOBbLIE
nanubie.—  CII6.:  Cankrt-lTletepOyprckuii  rocyapCTBEHHBIM — apXUTEKTYPHO-
ctpoutenbHbll - yHuBepcurer, 2ObC ACB, 2013.— 270 c— Pexum pgocryna:
http://www.iprbookshop.ru/26872.— 5C «IPRbooks», 1o maposiro.

6.3. Ilepeyenb HHTEPHET pecypcoB

1. http://lecsocman.hse.ru — denepanbubiii 00pa3zoBaTeabHbIH MopTan DCM.

2. http://www.elibrary.ru — mnHayuHass osnekTpoHHas OubOanoreka. I[IpoekT
Poccuiickoro ¢onma GpyHaaMeHTaIbHBIX HCCIICTIOBAHU.

3. http://www.rbc.ru — uadopmarmonnas cucrema «PocbusnecKoncanTuary.

4. http://www.sekretariat.ru — mopran PRO-mgenonpousBozacto: XypHan mis
PYKOBOJUTENEH.

5. http://www.economist.com.ru — ;xypHai « DKOHOMHCT.

6. http://www.top-personal.ru — JlenoBoii xypHai «YpaBieHUE MEPCOHATIOM.

7. https://www.consultant.ru/law/podborki/deloproizvodstvo_v_organizacii -
Odunmanbubiii  cadt komnanuu «KoHcynbTaHT TuIROC»: Jle0mpOU3BOICTBO B
OpraHu3aIHH.

8. www.hr-portal.ru — IopTtan kaapoBOro JAEIONPOU3BOJICTBA: CAWT MOCBAIICH
BOIIPOCAM YIIPABJICHHs MEPCOHAIOM, pabOThI C TPYJOBBIMH pECypcaMu U KaJpOBOTO
JICJIOTIPOU3BO/ICTBA.

7. MATEPUAJIBHO-TEXHUYECKOE U THOOPMAIIMOHHOE
OBECIIEYEHHE

Aynutopun, OCHAaIEHHBIE BHUACONPOCKTOPAMHM, TO3BOJSIONINE OCYIIECTBISAThH
JEMOHCTpAIlMI0 TIpe3eHTaluid W BujueomarepuanoB. [IpemycmarpuBaercs Hanuuue
HOYTOYKOB, TEPEHOCHBIX TMPOEKTOPOB W mp. BO3MOXKHO HMCHOJIB30BaHUE
WHTEPAKTUBHBIX JIOCOK.

JIist  ycremrHoro  OCBOCHHSI  AUCIUIUIMHBI  CTyIGHTAMH ¥ TOBBIIICHUS
(G ()EKTUBHOCTH CaMOCTOSITENIBHOW pal0OThl TPU HU3YYCHHH TEM JUCIUIUIUHBI Ha
MPAKTUYECKUX 3aHATUSX TPOBOJAUTCA TIO PALy TEeM JEMOHCTpalus Tpe3eHTaIunH,
y4eOHbIX  KHHOQWIBMOB  Takumx Kak  «Pa3paboTka  cTparermm  pa3BUTHSY,
«Opra"u3anoHHOe MOBEACHNE» | Ap. B yueOHOM mporiecce mpu caMOCTOATEILHOU 1
WHIUBUIYaIbHON paboTe PeKOMEHAYETCS MCIOIb30BaTh MPaBOBbIC WH(DOPMAIIMOHHO-
cripaBo4HbIe cucTeEMBI («KOHCYNBTAaHT TUTFOC» U TIP.).

B yueGHOM miporiecce nmpu caMOCTOSITENNPHONW M MHANBUAYaTbHON paboTe, B TOM
qyclie TPU TOJATOTOBKE pedepara PEeKOMEHIYeTCs HCIOIb30BaTh MAKET MPOrPaMM
MicrosoftOffice (B uactHocTH, PowerPoint) — smnensus Ne31401445414 or
25.09.2014 .


http://ecsocman.hse.ru/
http://www.elibrary.ru/

8. YTBEPKJIAEHUE PABOYEM ITPOI'PAMMbI
YTBepxkaeHue paboyeit mporpaMmbl 0e3 U3MEHEHUH
PaGouas nmporpamma 0e3 U3MeHEHUH yTBep)K/AeHa Ha 201{/20_/}_‘}/%6%1171 rof.

[Mportokon e JO  3acenanus kadeapbl oT « £ » 400§ 2064 1.

3aBegyrolui Kapeapoi C}/ \/ Kynpusnos C.B.

_ nounuW/
JAMpeKTOp HHCTHTYTA Jopowenko HO.A.

nonnﬁé{, dUO




8. YTBEPKJIEHUE PABOYEN ITPOIr'PAMMbI
Y1BepxkaeHue pabouei nporpaMmel 0€3 U3MEHEHU N
PaGouas nporpamma 6e3 u3MeHeHUH yTBep)KIeHa Ha 20&/20ﬁ yueOHBIA ToJ.

[Tporokon Ne 70 3aceanus Kaeapsl oT « 5 »  wuaed  207#r.

3aBenyrolui kadeapoi 5(7 Kynpusnos C.B.

noanuch, OU

JMpeKTOp HHCTHTYTA Jopowenko FO.A.
noanfés, ®UO




8. YTBEPKJIEHUE PABOYEI ITPOI'PAMMBI
YTBepxkaeHUe paboyelt mporpamMmmel 0e3 U3MEHeHU!
PaGouas nporpamma 6e3 usmeHeHuii yreeprkaena Ha 204 /2079 yuebublit ros.

[Tporokomn Ne 9  3acenmanus kadenps! ot « /0 » a0y 20@ T

3aBeayrolIui Kapeapoi 4‘:/’7/ Kynpusuos C.B.

) NMNOAINUCH lr/[
JAMpeKTOp HHCTUTYTA ﬁ)/\ Hopouenko F0.A.

nounM DOUO




8. YTBEPKJIEHUE PABOYEN TIPOTPAMMBI

VrBepkaeHue paboueit mporpaMmsl 6€3 H3MeHEHUH
PaGouas nporpamma 0e3 u3meHeHuil yrBepxkieHa Ha 2019 /2020 yueOHbld rof.

[Tporokoa Ne 11 3acenanus kadeapst or «10» urons 2019 r.

3aBenyroluit kapeapoi 7 Tpoumn A.C.

noanucek, @,

/ Jupextop HHCTUTYTa ’W Jopomenko 10.A.

noanuck, PHO




8. VYTBEPXK/JIEHUE PABOYEN INPOI'PAMMBI

YTBepxneHue padboueil mporpaMmsl 0e3 U3MEHeHHH
Paboyas nmporpamma 6e3 n3meneHuit yreepxaerna Ha 2021/2022 y4eGHbI# ro.

[Tporokon Ne 10 3acemanus kadenpsl ot «14» mas 2021 r.
3aBenyronuii kadeapoit A.C. Tpomun

noun»y%o/
,/III/IpeKTOp UHCTHUTYTa "@ 1O.A. Jlopouienko

noanuck, PUO




INPUJIOKEHUSA

Hpuino:xkenune Nel.Meroanueckue ykazanusi A 00y4aromerocsi 1o OCBOEHUIO
JUCHUIUIMHBI «J{0KyMEHTOOOOPOT U 1eIONPOU3BOICTBO»

Kypc «JlokymMeHTO000pOT U AETONPOU3BOICTBO» PACCUUTAH HA BCECTOPOHHEE U
IyOOKO€ M3Y4YeHHE MPOIIECCOB YNPABJICHUS B TPAHCIIOPTHOM OpPTraHU3allU U CITY>KUT
PYKOBOJICTBOM JIJIsSI IPUHATHS IKOHOMUYECKUX PELICHUH, CBI3aHHBIX C TUIAHUPOBAHUEM
U ONpeesiCHUEM TMEPCIeKTUB XO3SHUCTBEHHOM JCSITEIbHOCTH W Pa3BUTHS  (UPMBIL,
OpraHMu3aller U OLEHKOM €€ NEATEIIbHOCTH, MOTHMBALIMEN IEPCOHANIA U IPEICTABIISET
co00li HEOTHEMIIEMYIO COCTABHYIO YaCTh MOJATOTOBKHM O0YYaIOIIUXCS 0 HAMPABJICHUIO
OakanaBpuata « TeXHOIOTHS TPAHCIIOPTHBIX MPOIECCOBY.

3aHATUS TPOBOASATCA B BHJE JIGKIIMA U TPAKTHUECKUX 3aHiATHH. BakHoe
3HAYCHHE JJISI U3YUYCHHS Kypca UMEET CaMOCTOsITeNIbHAsI paboTa CTY/IEHTOB.

dopMbl KOHTPOJISI 3HAHMK CTYACHTOB IMPEAINONararoT TEKYIIUH U UTOTOBBIM
KOHTPOJIb. TEKyIHUA KOHTPOJIb 3HAHWN TPOBOAUTCS B (POpME CHUCTEMATUUYECKHUX
OMPOCOB, TMOJTOTOBKH JOKJIAA0B M pedeparoB, MNEPUOJIUYECKOTO0 TECTUPOBAHMUS,
peuieHuit 3aaa4 v T.11. DOpMO UTOrOBOTO KOHTPOJIS SIBJISIETCS 3a4eT.

CamocTtosTenbHasi paboTa SBISETCS TJIaBHBIM YCJIOBHUEM YCIEITHOTO OCBOCHUS
u3y4aeMon y4eOHOH TUCHUIUIMHBI U (OPMUPOBAHUSI BBICOKOTO TMpodecCHOoHaIn3Ma
Oynymux O0akaiaaBpoB.

N3ydeHne oTaeNbHBIX TEM Kypca HEOOXOUMO OCYIIECTBISATh B COOTBETCTBUU C
NOCTaBJIEHHBIMUA B HUX LIEJISIMU, UX 3HAYUMOCTHIO, OCHOBBIBASACH HA COAEPKAHHH M
BOIIPOCAX, MOCTABJICHHBIX B JIEKIIMU IPENOAABaTelii M IPUBEICHHBIX B IUIAHAX U
3a1aHUSAX K MPAKTUYECKUM 3aHSATHSIM.

B y4yeOnukax v y4eOHBIX MOCOOMSX, MPEACTABICHHBIX B CITUCKE PEKOMEHIYEeMOU
JUTEpaTypbl, COAEPKATCS  BO3MOXKHBIE OTBETBI HAa  IIOCTABICHHBIE  BOIMPOCHL
NHcTpymMeHTaMl OCBOEHHsI Yy4eOHOro MaTepualia SIBJISIOTCSI OCHOBHBIE TEPMHHBI U
MOHATHUS, COCTaBJISIOUIME KAaTErOpUalbHBIN amnmapaT IUCUUIUIMHBL VX OCMBICIECHHE,
3allOMUHAaHUE W TIPAKTHMYECKOE HKCIIOIb30BAaHUE SBISIOTCA 00s3aTENbHBIM  YCIOBHEM
OBJIQZICHHS KYpCOM.

Jlns popMupoBaHus y 00yUYaIOIMIMXCS YCTOMYHUBBIX HABBIKOB M IPEICTABIICHHM
00 M3ydaeMou TUCIUIUIMHE UM CIISYEeT BOCIIOIb30BaThCSl YICOHBIMHU TTOCOOUSMMU:

Kysnenmos WM. H. JlokyMeHTanMOHHOE OOECICUYCHHE YIPABJICHHUS U
JICIOMIPOU3BOJICTBO: yueO./uia OakamaBpoB: yueO. ansi cryaeHtoB By3oB / M. H.
Ky3nenos. - M.: FOpaiir, 2012. - 576 c.

st Gornee riryOOKOTO HW3ydeHHsS MPOOJIeM Kypca TpU TOATOTOBKE pedeparos,
JOKJIAIOB W  BBICTYIUICHUH  HEOOXOIMMO O3HAKOMUTBCS C  IMyOJMKAlUsIMH B
MEPUOANYECKUX SKOHOMHUYECKUX M3JAaHUSX U CTATUCTUYECKUMU MaTepuaniamu. [louck
¥ Tom00p TaKWX HM3JaHUM, CTaTel, MaTepHAIIOB W MOHOTpa(uil OCYIIECTBISIETCS HA
OCHOBe OmOMMorpaduuecknx ykasaHUH U MPEeIMETHBIX KaTajloTOB.

JI1s1 u3ydeHust AUCUUILTIMHBI BHUMATEIBHO CIYIIATh U KOHCIIEKTUPOBATh JIEKIIHH,
paboTaTh ¢ y4eOHBIM MTOCOOHMEM M0 JUCLUUILIMHE, YATATh PEKOMEHIYEMYIO JIUTEpaTypy,
MpOCMaTpPUBaTh MEPUOAUYECKYIO I€4aTh, AKTUBHO YYacTBOBaTh B CEMHUHAapax.
Hcnonw3oBath pecypebl cetu MHTEpHET At pacliMpeHusl U JOTIOJHEHUS JIEKIIMOHHOTO
MaTepuaia, oAr0OTOBKH JOKIA0B, COOOIIeHH, pedepaToB.



PekoMmeHyeTcst  OCYHIECTBIATh MOAOOP  CHELUANBHONM  JUTEPATyphl IO
ANEKTPOHHOMY KaTayiory. Tak, oOydYaromMecsijisi CaMOCTOATENbHOM padOThl MOTYT
BOCIIOJIb30BATHCS CAEAYIOIMMU HCTOYHUKAMMU:

Kaypman  H.FO.  JlokymeHTHpOBaHWE  YNPaBICHUYECKOM  JeATETbHOCTH
[DnexTpoHHbIi pecypc]: yueOHoe mocobue/ Kaypman H.FO. — DnekTpoH.TEKCTOBBIE
nanHbele. — OMck: OMCKUH ToCyJapcTBEHHbIM WMHCTUTYT cepsuca, 2014. — 177 c. —
Pexxum nocrtymna: http:// www.iprbookshop.ru/26681. — ObC «IPRbooksy, no maposto.

KondunennuansHoe  1€JI0NPOU3BOJACTBO M 3aAlUIICHHBIA  DJIEKTPOHHBIN
JTIOKyMEHTO000pOoT [DnekTpoHHslii pecypc]: yueOnux/ H.H. Kynse [u ap.]. —
OnekTpoH.TeKcToBble aaHHble. — M.: Jloroc, 2013. — 452 c. — Pexum pocrymna:
http://www.iprbookshop.ru/9083. — 3bC «IPRbooksy, mo mapoio.

VYcnemiHoe  OCBOGHHME — Kypca  JUCHUIUIMHBI  BO3MOXHO — JIMIIb — [PHU
CUCTEMaTHYeCKOW pabore, TpeOyroImieil TIyOOKOTO OCMBICICHUSI W TOBTOPEHUS
OPONJEHHOr0 MaTepuania, Mo3TOMY HE0OOXOAUMO JeNaTh COOTBETCTBYIOIIME 3AMKUCH T10
KaXKJ101 TEME.

3auer no aucuuIiuHe «JloKyMeHTO00O0pOT U JIeTONPOU3BOCTBOY» MPOBOIUTCS B
ycTHOHU (hopme (cobeceoBaHue) MO TeMaM Kypca Ha 3a4eTHOM Heenu 6-To ceMecTpa.



