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1. INTAHUPYEMBIE PE3YJIBTATBI OBYUYEHUA 11O JUCIIMIIJIMHE

DopMHUpYEMBIE KOMITETCHLINN

No | Kon xomnerennuu \

Kommerenmus

TpeboBanus k pe3yabTaTamMm 00y4eHHs

[IpodeccuonanbHbIe

1

I1K-7

Hcnonw3oBanue coBpe-
MEHHBIX CTaHJ]APTOB U
METOJIUK, pa3paboTka
PETIIaMEeHTOB /151 Opra-
HU3ALIU YIPaBJICHUS
IpOIIecCaM KH3HEHHO-
ro mukia UT-
UH(PACTPYKTYPHI IIpei-
MIPUATHI

B pe3ynbrare 0CBOCHMS TUCIUTLIMHEI 00yJaro-
IIUHCS JOJDKEH:

3Harh:

- CHCTeMY CTaH/IapTOB 110 HH(pOpMAaIMu, 6uo-
JMOTEYHOMY WJTH M3/1aTEIIbCKOMY JICITY;

- CYIIIHOCTh M COZIEP)KaHUE OCHOBHBIX MOHATH,
onpenenstomux UT-undpactpykrypy;

- CTaHJApThl W METOAUKH Ui OpTraHU3aIUH
YIIPaBJICHUS IPOIECCAMU >KU3HEHHOTO IMKIIA
UT-unppacTpyKTypsl OpraHu3aIiH.

Ymern:

- BBIOMpAaTh U PAIMOHAIBHO HCIIOIb30BATh
KoMroHeHTbl U T-un(pacTpyKTypHI;

- paspabarbIBaTh PErJIAMEHTHI JJIsi OpraHH3a-
LMY YIpaBJICHUs [POLIECCAMU KUZHEHHOTO
nukina UT-undpactpykTyphl npeanpusTiid;

- TpaBWIbHO O(GOPMIATH OpraHU3alMOHHO-
PacoOpsSIAUTENBHYIO TOKYMEHTALUIO.

Baagern:

- mpodeCCHOHATBHON TEPMUHOJIOTHUH B 0071a-
ctu ynpasnenus UT-undpactpykTypoii,
- HaBbIKAMU MOATOTOBKU JOKYMEHTAIUU 10
pe3ysibTaTaM npoBenenus: ayaura UT-

UHPPACTPYKTYPHI.

2. MECTO JUCILIUILIMHBI B CTPYKTYPE OBPA3OBATEJILHOM
IMPOI'PAMMBbI

Conepxanve TUCHUIUIMHBI OCHOBBIBACTCS U SIBISCTCS JIOTHUECKUM MPOJOJIKEHUEM
CIHEAYIONTUX AUCITUTIINH:

Ne

HaumeHoBaH#e TUCIIUTUIMHBI (MOJTYIIS)

Hastoru u Haimoroo0noxeuue

I{lenoob6paszoBanme

Opranu3anys, HOpMAPOBaHHE U OIlIaTa Tpy/a nepcoHana GUpMsl

CucrteMbl TOAAEPKKUA MPUHATUS PELICHUI

AHanu3 u TUarHocTuka (PMHAHCOBO-XO3SIIICTBEHHON EATEIbHOCTH IPEIIPUITHS

D¢ dexTuBHOCTD ynpaBIeHUs] HHBECTUIIMOHHON JIESITEIbHOCThIO

OpFaHI/I3aI_II/I}I HHBGCTHHHOHHOﬁ ACATCIIbHOCTH

NudopMannoHHbIe CHCTEMBI YIIPABJICHHS MTPOU3BOJICTBEHHON KOMIIaHUEH

O O NOOOHPBWIN -

ABTOMAaTU3MPOBaHHBIE MH()OPMAITMOHHBIEC TEXHOJIOTUU B 3KOHOMHUKE




4

Conepxanve JUCUMUIUIMHBI CIY>KUT OCHOBOM [IJIi M3YYEHHUs CIEIYIOIIUX IUCIIU-
IUIMH:

Ne HanmeHoBaH#e TUCIIUTUIMHBI (MOJTYIIS)
1 OKkoHOMUKA U 3()(HEKTUBHOCTh MH()OPMAITMOHHBIX CUCTEM

2 DKOHOMHKA WH)OPMAITMOHHBIX CUCTEM

3 VYrpaBieHue npoeKTaMu

4 VYrpaBiieHHe CTOUMOCTbIO KOMITAHUU

3. OBBEM JUCHUIIJINHBI
OO611as TpyA0€MKOCTh AUCIMILIMHBI COCTABIIICT 2 3a4E€THBIE €IMHUIIbI, 72 Jaca.

Bun yueGHOM paboThI Bcero Cemectp 7
4acoB

OO6miast TpyA0€MKOCTh JUCITUTUTHHBI,

qac 72 72
KonTakTHast padora (ayaMTOopHbIE

3aHATHSA), B T.U.: 34 34
JIEKIIUNA 17 17

nabopaToOpHbBIC
IIPAKTUYECKUE 17 17

CamocTrosiTesqibHasi padoTa cTy-

JEHTOB, B TOM YHCJIe: 38 38

KypcoBoii mpoekT - -

Kypcosast pabota - -

PacueTHo-rpaduueckoe 3aganus - -

NupuBunyansHOE JOMAIIHEE 3a10a-
HUE - -

Jlpyeue 6uovi camocmosamenbHol
pabomoi 38 38

dopma npoMeKyTOUHasl aTTeCTalus
(3ayeT, 3K3aMEH)
3auer 3auer




4. COIEPKAHUE TUCHUTIIIVHBI

4.1 HaumeHoBaHMe TeM, HX CO/IEP:KaHNE H 00beM

Kypc 4 Cemectp 7

O0bEM HA TEMATUYECKUN

paszen 1o BUaAaM y4eOHOM

Harpy3KH, 4ac

JOKYMEHTOB, (hopmysip-oOpasel, COCTaB M PAaCIIOIOKEHUE
PEKBU3HTOB.
brank nokymenta. IlpaBiia opopmieHHs] peKBU3HTOB JIOKY-

MCHTOB
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1. lokyMeHTHPOBaHHE YIIPABJICHYECKOI 1esiTeIbHOCTH
(HaI/IMeHOBaHI/IG TEMATUYECCKOI'O pa3aena)
1 [Tpeamet "JlokyMeHTOOOOPOT Ha MPEANIPUATUN" U €TO 3a- 1
nauu. B3anMocBs3b peaMeTa ¢ APYruMu AUCIUILTAHAMEI
yuebHoro miaaHa. JIOKyMEeHTUPOBaHUE, CHUCTEMBI JOKY-
MEHTAIIMH U TOCYIapCTBEHHBIC CTAHIAPTHI. Y IpaBJICHYE-
CKasl JOKyMEHTaIlusl.
2. IlpaBusa opopMiIeHUA YIIPABJICHUYECKOH TOKYMEHTALMHU
1. (mammeHOBaHHME TEMaTHUECKOTO Pa3zema)
2 | O0uwe nmpaBuia U TPEOOBAHMS K COCTABJICHUIO M O(DOPMIICHHIO

3. UH¢opMaIHOHHO-T0KYMEHTAIIMOHHOE O0ecreuyeHHe 1eATeJIbHOCTH OPraHu3aumn

(HamMEHOBaHUE TEMATUIECKOTO pasiesa)

CocraBnenue u opopmiieHHe OCHOBHBIX JOKYMEHTOB: J0-
TOBOPOB, KOHTPAKTOB, TPHUKA30B, CIYXEOHBIX 3aMHUCOK,
MPOTOKOJIOB, aKTOB, CIIPABOK U JTOKYMEHTOB JIMYHOTO TPO-
UCXOXKICHUS: TPUKA3bl TI0 JIMYHOMY COCTaBY, BBIITUCKA U3
MpYKa3a 1Mo JIMYHOMY COCTaBY, BUBI 3asIBIICHUM, MIPABHIIA UX
cocTaBlieHUsI U O(pOPMIICHUS; XapaKTePUCTHKA, JIMYHAS J10-
BEPEHHOCTh, PE3lOMe, aBTOOHMOrpadus, TPYIAOBOE COTJalle-
HHE, JIOTOBOP, MEKOTPACIIEBBIC TUTIOBBIE (DOPMEI.

4. TexHoJ10TUM 1€JIONPOU3BOJACTBA

(HaMMEHOBaHUE TEMATUIECKOTO pa3Jiena)

OOmme MpUHIUIBI OpraHU3aIHs JOKYMEHTO00OpoTa. Y4er
KOJIMYECTBA JIOKYMEHTOB; IOHSATHE O JIOKYMEHTOIIOTOKAX.
TurmoBble TEXHOIOTUU OOPaOOTKM JOKYMEHTOB (paboTa ¢
BXOJISIIIIMY, UCXOMSIIMMHA ¥ BHYTPEHHHMH JIOKYMEHTAMH).
Perucrparus cimyxeOHbIX TOKyMeHTOB. KOHTposs rcnonHe-

HUSI CITY’KEOHBIX JJOKYMEHTOB.

5. CucremMaTu3aums J0KyMEHTOB Ha NMPeINpPUsTHH

(HamMEHOBaHUE TEMATUIECKOTO pasiesa)

CucremaTtu3zanus 10KyMEHTOB Ha MPEANPUITHH, HOMEH-
KJaTypa Ui ux GopMUpoBaHUs U XpaHeHus. TpeboBaHus K

¢dopmupoBanuio nen. I'pynmupoBka TOKyMeHTOB B fiena. [1o-

2




CIIEJIOBATEBHOCTb PACIIOI0KEHHs IOKYMEHTOB B JIEJI€.
Odopmiienne nen, XpaHeHue u nepenaya aen B apxus. Oc-
HOBHBbIE HAIIPABJICHUS COBEPIIIEHCTBOBAHUS TOCY1apCTBEH-
HOT'O JIEJIONPON3BO/ICTBA

6. KoMnbroTepHble TEXHOJIOTHH B 1€JI0NPOU3BOACTBE

(HaMEHOBaHME TEMAaTHYECKOT0 pasJielia)

CoBpeMeHHBIE CIOCOOBI U TEXHUKA CO3/aHMS JOKYMEH-
ToB. KoMInbloTepHasi MOATOTOBKAa JOKYMEHTOB. Komribio-
TEpHAsl CTPYKTypa TEKCTOB JAOKYMEHTOB. [lopsigok kxom-
MBIOTEPHOM MOJATOTOBKH KOMIIOHEHTOB TOKYMEHTOB. [log-
roToBKa TabyuIl B JoKyMeHTaX. CeTeBble TEXHOJIOTHU WH-
dopmManoHHOH paboTHI.

2

7. UHdopManMOHHO-TOKYMEHTAIIMOHHOE O0ecredeHue AesiTeJIbHOCTH OPraHu3alnu

(HamMEHOBaHUE TEMATUIECKOTO pasiesa)

JlenoBble W KOMMEpUYECKHE TMHChMA: KJIACCH(HUKAIINA,
CTPYKTYpa, PEKBH3UTBHI IEIOBOIO IHCHMA, CTAHIAPTHHIE
(dpasbl ¥ BEIpaXKEHUS, SA3bIK JOKYMEHTA.

2

2

4

8. OcobennocTH oopmiieHNS NMEPENUCKH C 3apyOesKHBIMHU NapTHEPaMH

(HaMEHOBaHME TEMAaTHYECKOT0 pas/ielia)

[TpaBuna u popMbl KOMMEpPUYECKON MEPEITUCKHU C 3apyOexK-
HbIMH TTapTHEpamMu. CTpykTypa GopMyIsipa U COCTaB PEK-
BU3HUTOB JIEJIOBOTO MHUChMa. JIEKCHKa M CTHIIb KOPPECTIOH-
JCHIINH, O6H.[€HpI/IH$ITBIe B MCXKAYHApPOJAHOM ACJIOBOM MHU-

pe.

1

1

9. lokyMeHTHPOBaHMeE YIIPABJEHYECKOM 1eATeIbHOCTH

(HaMMEHOBaHUE TEMATUIECKOTO pasiesa)

Koppecnionaennus, cBsizaHHasi ¢ IPOBEACHUEM TEPUOIUYIE-
CKUX MEpONPUSTUI U TIpoyasi KOPPECHOHACHIINS

1

1

10.

Opranusanusi padoThl ¢ JIOKYMEHTAMHU, COAEPKAIMMHA KOH(UIeH

IHUAJTbHbIC CBCACHUA

(HaMEeHOBaHNE TEMATHYECKOTO pa3Jiena)

10

Opranu3anus paboThl ¢ JOKYMEHTaMH, COJEPKAIIMMU KOH-
buneHManbHbIe CBEACHUA. be3omacHOoCTh WHGOpPMAIHOH-
HBIX pecypcoB (MH(popmarn). KoHduaeHunanbHbIA 10KY-
MeHT. Cpoku KOH(PHIESHIMATHPHOCTH TOKyMeHTa. [lepeueHn
KOH(UICHIINATBHBIX CBeeHUH. ['prud KoHPUIEHIMAIEHOCTH
nokymeHTa. [Topsmok pabGoTel ¢ KOH(PHIECHIMAIHHBIMU J0-
KyMEHTaMHU. YTPo3bl KOH(PUICHIIMATBHBIM TOKYMEHTaM. 3a-
nmTa HHQOpManuu.

1

1

3

HUTOI'O:

17

17

38

4.2. Coaep:xanne NPAKTHYECKUX (CEMUHAPCKHUX) 3aHATHIA

/11

HaunmenoBaunue
pazzaena IUCIUILTAHbBI HATHUA

Tema nmpakTudeckoro (CEMUHAPCKOTo) 3a-

K-Bo
paK-
THY.
3aH.

K-Bo
4acoB
CPC

cemectp /

JdoxymeHTHpOBaHME
yIIpaBJIeHYECKOH Jesi- -
TeJIbHOCTH

IIpaBuna opopmiennss | IloctpoeHHe Ha OCHOBE KOHCTPYKIIMOHHOU




ynpaBJieHYeCKOoil 10-

cetku o 'OCT P 6.30-2003 dbopmymsipa-

KYMEHTaluu o0pasia ¢ yriaoBbIM U IPOAOJIBHBIM pac-
MOJIO)KEHUEM PEKBU3UTOB.
OdopmiieHre peKBU3UTOB JOKYMEHTOB
3 | UudopmanuoHHo- CocraBnenue u ooOpMIIEHHE CIIPABOYHO- 5 6
AOKYMEHTAIlHOHHOE UH(POPMALIMOHHBIX JTOKYMEHTOB.
o0ecreyeHue aesiTeb- CocraBnenue 1 opopMiIeHHE JOKYMEHTOB
HOCTH OPraHHM3aIU1 10 JIMYHOMY COCTaBY
CocraBneHnue u opopMIIEHHE OpraHU3aIH-
OHHBIX JIOKYMEHTOB.
CocraBienue 1 0pOpMIICHUE PACIIOPSIU-
TETbHBIX IOKYMEHTOB
CocraBnenue 1 0popMIICHHE JTOKYMEHTOB
o0111ero xapaxkrepa
4 | Texnojoruu aegonpo- | Cxembl pabOThI C BXOASLIUMU, UCXOIS- 2 2
U3BO/ICTBA [IMMH U BHYTPEHHUMU JTOKYMEHTAMHU
5 | Cucremaru3anus no- CocrapiieHre HOMEHKIIATyphl Jel. Bunel, 2 1
KYMEHTOB Ha NMpeANnpu- | Ha3HaUeHUEe HOMEHKJIATYpsl aen. Tpedo-
SITHH BaHMsI K 3ar0JIOBKaMm Jiell.
6 | KomnbrotepHble Tex- KomnbrotepHas moaroToBka KOMIOHEH- 1 2
HOJIOTHH B JIeJIONPOM3- | TOB TOKyMeHTOB. CocTaBJIeHUE U OTIIPAB-
BO/ICTBE Ka KOPPECHOH/ICHIIUH Yepe3 dJIEKTPOHHYIO
MOYTY B JIOKAJIbHOW BBIYMCIIUTEIILHOM Ce-
TH.
7 | NudopmManuoHHO- CocraBnenue 1 oopMIIeHUE JEIOBBIX TH- 2 2
AOKYMEHTAIlHOHHOE CEM C YIJIOBBIM U MPOAOIBHBIM PACIIONO-
obdecneyeHue JesITeNb- | )KCHHEM IOCTOSHHBIX PEKBU3UTOB
HOCTH OPraHM3alHH
8 | OcobennocTn opopm- Odopmiienne nmucem 3apy0eKHOMY MapT- 1 2
JICHUSI epenucKn ¢ Hepy
3apy0e:KHbIMH NapTHe-
pamMu
9 | lokymeHTHpOBaHHE [IpoBeneHne nEpUOANYECKUX MEPOIIPHSI- 1 2
yInpaBJieHYeCKOil Jesi- tui. [Ipuem noceturenei, npezeHranus,
TeJILHOCTH opranu3anus KomanaupoBok. Odopmienue
JIOKYMEHTOB
10 | Opranusamus padorsl ¢ | Pabora ¢ koH(UAEHIMATBHBIMU JTOKYMEH- 1 2
AOKYMeHTaMHu, cojep- | Tamu. ['pu¢d KOH(UIESHIMATBHOCTH [OKY-
JKAIUMH KOH(UIEHIU- | MEHTA
aJIbHbIE CBe/IeHUsl
HUTOro: 17 23

4.3. Conep:xanue J1a00paTOPHBIX 3aHATHIA

He npenycMoTpeHbl yueOHbBIM IJITaHOM




5. ®OHJ OHEHOYHBIX CPEACTB JJIsA HPOBEJAEHUA TEKYIHIEI'O

KOHTPOJISI YCIEBAEMOCTH, TIPOMEKYTOUYHOM ATTECTA-
A 110 U'TOI'AM OCBOEHUA JNCIIUAIIJIMHBI

5.1. IlepeyeHb BONPOCOB MPOMEKYTOYHOI0 KOHTPOJIS (THIIOBBIX 3aaHMI)

Haumenosanue
paszaena IUCHUIUIMHBI

ConeprxaHue BOIPOCOB (TUITOBBIX 3aJJaHU)

JoxymMeHTHpOBaHUE
yInpaBJieHYeCKOil Jesi-
TeJbHOCTH

IIpaBuia opopmienus
yIIpaBJIeHYECKOH TOKY-
MEHTAlHH

HNupopmannoHHo-
JOKYMEHTALlMOHHOe 00ec-
nevyeHue JesITeJJbHOCTH
OpPraHM3alnu

TexHoJI0rMH 1eJT0NPOun3-
BOJACTBA

1.Yto noHnMaeTcs noj 10KyMEHTUPOBAaHUEM YIIPABJIEHYECKON
NEITEILHOCTH?
. UTo Takoe TOKYMEHT U JUIs YETO OH CO37aeTcsi?
. Uro Takoe kinaccudukanus 10KyMEeHTOB?
. Ha3oBuTe K1accel TOKyMEHTOB.
. [lopsinox odopmiieHns KakuX peKBU3UTOB OIpeieIeH
I'OCT P 6.30-2003?
. UTo Takoe peKBU3UT?
. Uto Takoe popmynsp-odpazer 1oKyMmeHTa?
. Kakue TpeboBanms mpeabsaBIsSIOTCS K OTaHKaM
¢ n3o0paxkenueM repoa Poccuiickoit deneparun?
. Kakue xnaccel tokymenToB oTHocsaTcst K YCOPJI?
2. Kakue ynpaBiieHUE€CKHE IOKYMEHTBI OTHOCSTCSA K KJ1accy
JIOKYMEHTOB 110 JIMYHOMY COCTaBy?
3. Kakue ynpaBieH4eCKUE TOKYMEHTBI OTHOCSTCS K Kiaccy
CIPaBOYHO-UH(GOPMALIMOHHBIX IOKYMEHTOB?
4. Kakue ynpaBieHUECKHE JOKYMEHTBI OTHOCATCS K KJIacCy
JIOKYMEHTOB 0OIIero Xxapakrepa?
5. Kakue ynpaBieHdeckue 10KyMEHTBI OTHOCSITCS K KJaccy OT-
YeTHO-()MHAHCOBBIX JJOKYMEHTOB?
. Kakumu pabotamu orpeensercs IeI0mporu3BOICTBO?
. Kakue noxymenronoroku Brl 3HaeTe?
. Uto Takoe JOKyMEeHTO0O00pOT?
. OyHKIAH CITYKOBI TOKYMEHTAIIMOHHOTO 00eCTIeueHUS

N P AW

—_—

N W

yIpaBJeHHUS.
5. KakoB nopsok npuema u rnepBoHadaIbHOM 00padoTKH
JIOKYMEHTOB?

Cucremaruszanus 10Ky-
MEHTOB Ha NMPeINPUATHH

1. Kto ocymiecTBisieT JOKyMEHTalIMOHHOE 0OecrieueHne
B OpraHuzanuu’?
2. OnpenieneHue MOHATHS HOMEHKIIATYPhI 1€, BUIbI
HOMEHKJIATYPHI JeT1.
3. TpeGoBanus k HOpMYITUPOBKE 3aT0JIOBKOB JIEIT
B HOMEHKJIAType.
4. XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX MTOIPA3/ICICHUSX.
5. TpeGoBanus K opopMIICHHIO JeIl.
6. TpeboBanwus Kk HOPMUPOBAHUIO JEII.

KomnbrorepHbie TexHo-
JIOTHU B /1€J10TIPOU3BO/-
CTBe

1. Knaccudukarus cpecTB OpraHu3allMOHHON TEXHUKH IS
COBPEMEHHBIX O()PUCHBIX TEXHOJIOTHIA.

2. ITopsitoK KOMITBIOTEPHOM MOJATOTOBKH KOMIIOHEHTOB
JOKYMEHTOB.

3. KoMnploTepHBIE TEXHOJIIOTUH NTOMCKA TOKYMEHTAJILHOM HH-
dhopmaruun




HNudopmaunonHo-
JOKYMEHTAIIHOHHOE 00ec-
neyeHue aeaTeJbHOCTH
OpraHu3anuu

1. Kak kimaccuduiupyrorcs 1emoBbie miuchma?

2. CTpyKTypa JAeI0BOr0 MHChMA.

3. IlepeuncnuTe peKBU3UTHI MUCbMA U KX PACIIOIOKEHUE.
4. Ha xaxoMm Os1aHKe 0()opMIISIOTCS THChbMa?

8 | OcobennocTu odopmite- 1.CtpykTypa Gopmyisipa u COCTaB PEKBHU3UTOB JEIIOBOTO
HHUA MMEePEenMCKA C 3apy- nucbMa.
0eKHbIMU NAPTHEPaAMU
9 | JlokymMeHTHpOBaHUE 1./lIoKkyMeHTUpPOBaHUE AEIOBBIX BCTPEY, COBELAHUH,
ynpaBjeHYecKoM esi- cOoOpaHui.
TeJbHOCTH 2. JIoKyMeHTBI, COTPOBOKIAIONINE TPUEM TOCETUTEIIEH.
10 | Opranu3amnus paéoTsI ¢ 1.Yt0 Takoe KOH(pUICHINATBHBIA JOKYMEHT?
AOKYMEHTAMH, coJep:Ka-
IHUMH KoHpuaeHunaab- | 2. Kakue ocHOBHbIE yrpo3bl BOSHUKAIOT MPU paboTe
Hble CBeJleHUs ¢ KOH(UCHIIMAIBbHBIMUA JOKYMEHTaMH?
IlepeyeHb BONPOCOB TEKYLIEro KOHTPOJISA (THIOBBIX 3aJaHUI)
HanmenoBanmue ConeprxaHue BOIPOCOB (TUITOBBIX 3aJJaHU)
Ne paszaena TUCUUILTMHbI
n/n
1 | JokymeHTHpOBaHHE 1. KTo ocyIiecTBisier JOKyMEHTallMOHHOE 00ecTIeUeHe
yInpaBJieHYeCKOil Jesi- B OpraHu3anuu?
TeJILHOCTH 2. Kakumu HOpMaTHBHBIMU JTOKYMEHTAMH PETTIAMEHTHPYETCS
JIOKYMEHTAIMOHHOE O0ecTieueHue yrpaBieHus?
3. YUro takoe I'CZAOY u st yero ona paspadborana?
4. Knaccudukanus JOKyMEHTOB 11O TTPU3HAKAM.
5.. YHu(UIMpOBaHHbBIE CUCTEMBI JOKYMEHTAIUH.
2 IIpaBuia opopmienus 1. Kakue BubI G1aHKOB yCTaHABIMBAET
yIpaBJIeHYeCKOM T0KY- I'OCT P 6.30-2003?
MEeHTAUHNHU 2. Kakue TpeboBaHUs yCTaHABIUBAIOTCA K OJIaHKaM
JIOKYMEHTOB?.
3. Uem otnmyaetcs opopMiieHne PeKBU3UTOB 00IIero 0raHka
oT OyiaHka nucbma’?
3 | UudopmannoHHo- 1. IlpaBuna oopmiieHUsI peKBU3UTOB, YCTAHOBIEHHBIX
JOKYMEHTAI[HOHHOE 00ec- I'OCT P 6.30-2003
neveHue esiTeJIbHOCTH 2. O6pa3oBaHue UHIEKCA JIeJla B HOMEHKIIAType.
OpraHu3anuu 3. HopmatuBHO-TIpaBoBasi 0a3a B I€IONPOU3BOJICTBE.
4. C kaxoii menpro pa3padaTbIBalOTCs HHCTPYKIIMH 110 JIET0-
IPOM3BOJICTBY, UTO B HUX HEOOXOIMMO MPEIYyCMOTPEThH?
5. KakumMu HOpMAaTHBHBIMH IOKYMEHTaMU PETIaMEHTUPYETCS
JIOKYMEHTAITMOHHOE 00ECTIeYeHNE YIPABICHHS?
4 | Texnonoruu nesonpoms- | 1. KakoBa ocHoBHas 3amaua ciyx0e1 IOY
BOJCTBA 2. YTto moHuUMaeTcs Moj opraHusanueil TokyMeHToo0opora?
3. Uto Takoe cXeMBbI JOKYMEHTO000pOTa, 3a4eM OHU HY)KHBI
4. VKaXuTe TEXHOJIOTMYECKYIO TIOCIEI0BATEIbHOCTD ITAIOB
paboThI ¢ BXOJSIMIMMH JOKYMEHTaMHU.
5. KakoBa mocnenoBaTeabHOCTh Onepaluii mpu padore
C BHYTPEHHUMH JOKYMEHTaMuU?
5 | CucremaTu3anus 10Ky- 1.®opMupoBaHUE U XpaHEHHUE /I B JIETIONPOU3BOICTBE.

MEHTOB HAa NIPpEANIPUATHHA

2. IToaroroBka u nepenaya A€l B BEIOMCTBEHHBIN apXHUB.
3. OnpeneneHue U COCTaBICHUE OMUCEH.
4. Kak ocyIecTBIsIeTCs IpueM-repeiada 1€ B apXuB?
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5. Kakyto nadopmaruro coaep>xuT HOMEHKIaTypa aein?
6. UTo nmoHuMaeTcst oj dKCIEepTU30il LIEHHOCTH TOKyMEHTa?
7. Kakue KpUTepuu UCIOIb3YIOTCS MPU OLIEHKE TOKYMEHTOB?

6 | KoMnbloTepHbIe TEXHO- 1.CpenctBa opraHu3alMOHHON TEXHUKH, UCTIOIB3yEeMbIE Ha
JIOTHH B /1€JI0NPOU3BO/I- aBTOMATHU3HPOBAHHOM pPaboueM MecTe CIelUaNIncTa
CTBe U pYKOBOJIUTEIIS.

2. KoMmnbroTepHbI€ CpeacTBa MOATOTOBKH JOKYMEHTOB.
3. Ilouck nadopmanuu B UuTepHeTe.

7 | MadopmanuonHo- 1. Vxaxure ocHOBHbIE TpeOOBaHUS K O(OPMIICHHIO JIETIOBOTO
AOKYMEHTalHOHHOe 00ec- nUChMa.
neyeHue AesiTeTbHOCTH 2. BapuaHTbI pacnoio;KeHUs MMOCTOSHHBIX PEKBU3UTOB HA
OpPraHM3alnu OJ1aHKe muchMa.

3. Kakue TpeboBaHMs IPEIBABISIOTCS K TEKCTY MTPUKa3a,
IIPOTOKOJIA, aKTa?

8 | Ocodennoctu oopmie- 1. KakoBbl TpeOOBaHMs TPEIBABISIOTCS K 0()OPMIIEHHUIO PEK-
HHS NIePeNnuCcKH ¢ 3apy- BU3UTOB?
0e:KHBIMH NIapTHepaMu 2.0co0eHHOCTH OOPMIICHHS TIEPETTUCKH C 3apYOEKHBIMU

napTHEPaMH.

9 | JlokymeHTHpPOBaHUE 1. Kakue popmbl IPOTOKOJIOB MOKHO HUCIIOIB30BATh
yInpaBJieHYeCKOil Jesi- B YIIPABJIIEHUYECKOM IEATEIBHOCTH, B YEM UX OTJIMYHE?
TeJIbHOCTH 2. Kakue TOKyMEHTBI COIPOBOXKAAIOT TAKHE MEPOIIPUSITHUS KaK:

Ipe3eHTalUsI, TPUEM MTOCETUTENeH, KOMaHUPOBKH.
10 | Opranu3anusi padoThl ¢ 1.Kto moxeTt paboTaTh C JOKyMEHTaMH, COAEPKAIIUMH IPpUd

JOKYMEHTAMHU, CO/IepKa-
UMH KOH(pUIAEHIIHATb-
Hble CBeJeHNs

OrpaHHUYEHUs A0CTymna’?

2. YKaxxute 0COOCHHOCTH BEJICHUS JICTOMPOU3BO/ICTBA,
00eCTIeUnBaOIIETO YUeT U COXPaHHOCTh KOH(UICHITHAITb-
HOM MH(pOpMAIMK U JJOKYMEHTOB.

3. Uto moHuUMAaeTCs Mo 3alUIEHHBIM JOKYMEHTO000POTOM,

3a CYET Yero MOXKeT OBITh o0ecreueHa ero 3ammura’?

5.2. [lepeyeHb TeM KypPCOBBIX IPOEKTOB, KyPCOBbIX padoT,
HX KpaTKoe coJep:KaHue U 00beM.

He npenycMoTpeHbl yueOHBIM ILJTaHOM

5.3. IlepeyeHb MHAMBUAYAJIbHBIX JOMANIHUX 3aJaHUM,
pacuyeTHO-rpauYeCKUX 3aAaHUM.

He npenycMoTpeHbl yueOHbBIM IJIaHOM

5.4. IlepeyeHb KOHTPOJILHBIX PadOT.

He mpexycMoTpeHs! yaeOHBIM TITAHOM
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6. OCHOBHAS U JONNOJIHUTEJIbHASA JINTEPATYPA

6.1. [lepeyeHb OCHOBHOI JIMTEPATYPbI

1. JlIokyMeHTaIMOHHOE OOecTieueHre YIpaBiIeHUs U AeTONMPOU3BOACTBO : y4uel. s
OakanaBpoB : y4eb. sl CTYJCHTOB By30B, OOYJAIOIINXCS 110 YKOH. CTIICIIHAITBHOCTSIM /
. H. Ky3nenos. - M. : IOpaiit, 2012. - 576 ¢

2. UndopmanoHHbIe TEXHOIOTMH B SKOHOMUKE U yIpaBIeHUH: YueOHUK / pen. B.
B. Tpodumog. - M. : FOpaiit, 2011. - 478 c. - (OCHOBBI HayK).

3 Kprokosa H. II., JlokyMeHTHpOBaHuE ylpaBieHYECKON nedarenpHocTd M.: MH-
®PA-M, 2013

4. BHenpeHue CUCTEMBI AIEKTPOHHOTO JJOKYMEHTOO0OpOTa B BHICIINX YYEOHBIX 3a-
BeneHusax Poccuu / E. B. bymyesa // Yuensiii cosert. - 2012. - N 2

5. T'yryeBa T. A., KonduaenuuanbsHoe 1eI0MPOU3BOJICTBO: yueO. mocodue s CTy-
nentoB By30B / T. A. I'yryeBa. - M. : Anpda-M : UTHOPA-M, 2012

6. Jlenmompon3BoACTBO (IOKyMEHTAIIMOHHOE 00ECIICUeHNE YIIPABIICHHS OpraHu3aIlu-
eit Ha ocHoBe ['OCT P 6.30-2003) : 100 sx3amenarnmonnsix orBeToB / M. U. bacakos. -
M. : MapT, 2004. - 331 c. - (Okcnpecc-CrpaBOYHUK JJIs CTYACHTOB BY30B). - ISBN 5-
241-00348-7

7. KoMmbroTepHOE Ie10Mpon3BOACTBO : yueb. mocodue / H. B. Makaposa, I'. C.
Hukonaituyk, }0. ®. Turosa. - CII6. : [Tutep, 2005. - 410 c. - (Yuebnsiii kypc). - ISBN
5-318-00676-0

8. Jlemomnpou3BOICTBO: COCTABJICHHE, PEIAKTUPOBAHHE U 00pabOTKa JOKYMEHTOB :
yae6. mocobue / O. I1. Comory®6. - 3-¢ u3a., crep. - M. : Omera-JI, 2008. - 206 c. - (bu6-
avoTeka Beiciien mkossl). - ISBN 978-5-370-00625-8

7. JIOKyMEHTaIlIMOHHOE OOECIeueHre yNpaBiIeHUs B OpraHu3aluu : yued. mocooue
st cryaeHToB By3oB / O. H. CokonoBa, T. A. Akumoukuna. - M. : KHOPVYC, 2010. -
156 c. - ISBN 978-5-406-00215-5

9. JlenoBas mepenucka : yue0.-cipaB. mocodue / M. H. Ky3nenos. - 2-¢ u3a. - M. :
Jamxos u K, 2008. - 401 c. - ISBN 978-5-91131-959-5

10. UudopmarimoHHble TEXHOJIOTUU U CUCTEMBI : yuel. mocodue Jj1si CTYJICHTOB BY-
30B, oOy4Jaromuxcs 1o crenranbHocTH 080801 - ITpuknannas nHdopmMaTUKa U IPYTUM
aKkoH. crieruaiabHocTsM / E. JI. denorosa. - Mocksa : UJ] ®OPYM : Uudpa-M, 2013. -
351 c. : rpad., puc. - (Bricuiee oobpazoanue). - ISBN 978-5-8199-0376-6

6.2. IlepevyeHb TOMOJTHUTEIBLHOM JIUTEPATYPBHI

1./loxkyMeHTHpOBaHKE yIPABICHUYECKON ACITEILHOCTH : yueh. mocodue sl CTy-
JEeHTOB, oO0yJatomuxcs 1o cueruanbrHocTr 080502 / O. U. Adonromkuna. - benropos :
M3a-Bo BI'TY um. B. T'. Illyxoga, 2014. - 112 c.

2.OCHOBBI JOKyMEHTAITMOHHOTO 00CCTICUCHHS YIIPABIICHUS : yuel. mocooue s
CTYZIEHTOB Bcex (opm oOyueHus HanpaieHus OakanaBpuarta 080100 - DxoHOMEKA
npo¢uis noAroToBky - byxranrep. yder, ananu3 u ayaut / M. B. llleBuenko ; BI'TY
uM. B. I'. lllyxoga. - benropox : U3a-Bo BI'TY um. B. I'. Illyxosa, 2013. - 184 c.

3. HenonpousBojactBo [Text] : koHcnekt gekuuii / M. B. Ctentokos. - M. : [Ipuop-
uznar, 2005. - 143 c. - ISBN 5-9512-0329-5
4. JlokyMeHTallUOHHOE 0OecIieueHre yIpaBieHUs B OpraHu3alluy : y4eo. mocodue s
ctyaenToB By30B / O. H. Cokomnosa, T. A. Akumoukuna. - M. : KHOPVYC, 2010. - 156
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c. - ISBN 978-5-406-00215-5

5. CoBpeMEHHOE JIeTIONPOU3BOICTBO : yueb. mocodbue / M. B. Kupcanosa. - 4-¢ uz. -
M. : UH®PA-M, 2004. - 310 c. - (Beiciiee o6pazoBanue). - ISBN 5-16-001873-5

6. [lenonpon3BoacTBo. OOpasiibl, TOKyMeHTbl. OpraHu3amus ¥ TEXHOJIOTHS padOTHI :
¢ yuetom HOBOro ['OCT P 6.30-2003 / B. B. I'anaxoB [u ap.]. - 2-¢ u3a., nepepad. u
nor. - M. : TIpocnekt, 2006. - 455 c. - ISBN 5-482-00863-0

7. YaudumupoBaHHbIE CUCTEMBI TOKYMEHTAIIMW. YHU(PUITMPOBAHHAS CUCTEMA Opra-
HU3AIIMOHHO-PACTIOPSAIUTEHHON JOKyMeHTaIuu. TpedoBaHus kK 0(hOPMIICHUIO TOKY-
meHToB / ['occtannapt Poccun. - Been. ¢ 01.07.03. - M. : U3a-Bo crangapros, 2003. -
17 c. - ("'ocynapctBennsblii crannapt Poccuiickoit @enepanun). -

6.3. IlepeyeHb HHTEPHET pecypcoB
1. TOCT P 6.30-2003. YHupuuupoBaHHblE CUCTEMBI JOKYMEHTALMH. YHUDUIIUPO-
BaHHasl CHCTEMa OPraHU3AIMOHHO-PACIIOPSAIUTEIbHON JTOKyMEeHTaluu. TpeboBaHUs K
odopmitennto nokymeHnToB / ['occrangapt Poccun - http://base.garant.ru/185891/
2. TpynoBoii konekc Pocculickonn ®@enepanuu -
http://www.consultant.ru/document/cons_doc_LAW 34683/
3 . ®enepanbHblii 3ak0H «O koMMepueckoi TaitHe» oT 18.12. 2006 roma Ne 231-
@3 - http://base.garant.ru/12151067/#help
4. ®enepanbhbiil 3akoH «O0 uHbOpMaIKK, HHOOPMAITMOHHBIX TEXHOJIOTHIX U 3a-
e nHopmaimu» ot 27.07.2006 Ne 149 - http://docs.cntd.ru/document/420280868

/. MATEPUAJIBHO-TEXHUYECKOE U THOOPMALIMOHHOE
OBECIIEYEHME

JIeKUMOHHBIE U TPAKTUYECKUE 3aHATUS — ayAUTOPUS, OCHAILICHHAS CLIEHUATIU3UPO-
BaHHOU MeOeNbI0 U MPE3EHTAIMOHHON TEXHUKOM.

CamocrosiTenbHasi paboTa — YUTAIBHBIA 3271 OMOJIMOTEKH, OCHAIIEHHBIN CIierna-
JU3UPOBAHHON MeOeIbl0, KOMIBIOTEPHON TEXHUKOM, MOAKIIOYeHHON K cetn « HTep-
HET» U UMEIOIIEH JOCTYM B 3JIEKTPOHHO-UH()OPMALIMOHHYIO 00pa30BaTEIbHYIO CpPENy.

[lepevens JIMIIEH3MOHHOTO MporpaMMmHoro obecnedyenusi: Microsoft Windows 7,
Kaspersky Endpoint Security 10 mos Windows, Microsoft Office Professional 2013,
Google Chrome, Mozilla Firefox.






8. VIBEPK/JIEHUE PABOUEI MPOTPAMMBI

Yruepuienue pabouedi nporpaMmbl ¢ U3MEHEHHSIMH, J0HOJHEHUAMMU.
[’abovas nporpaMmMa ¢ M3MEHEHMSMH, JIONOIHEHHSIMH yTBepkaeHa Ha 201£/2019
yHebHLIR o,

[Tporokon Ne 40 zacenanus kade wd0y  mad 2018 r.

Sasenyrommil kadeapon O.A. Jlopowenko

NOAIHG bcﬁd (9]

6. OCHOBHASI W IONNOJIHUTEJIBHAS JIMTEPATYPA
6.1. Ilepeuens ocHOBHOII THTEPATYPBI
I Adomowmxnna, O. M. JlokymentupoBanne ynpasieHuecKon AeATeNbHOCTH:

yueOHoe nocodHe A CTYASHTOB YKOHOMHUCCKHUX CHIEUHAILHOCTEH H HanpaBiIeHnH /
0 1 Adwosomwkusa. — Beropoa : Usparenserso BITTY um. B. T, [lyxosa, 2017, -

JINPEKTOp HHCTUTYTA 10.A. Jlopomietko

e

2. Kyzwenos, WM. H. Jlokymentanuonnoe obecrieueHue ynpasjeHus M
ICA0HPOR3BOACTBO:  yueOnuk Juis OakanaBpos: YYeOHHMK ISl CTYACHTOB BY30B,
OVHAIOIIMXCA 110 YKOHOMUYecKuM cneunanshocTam / M. H. Kysunenos. — M. 1Opaiir,
012. - 576 c.

3, Cokonosa, O. H. JloxymentaunonHoe oO0CCrCUCHUE YIPABICHUS B
opranusanmm; yuebnoe nocobue ans cryaenros By3os / O. H. Cokonosa, T. A
Axnmouknna. — M.: KHOPYC, 2010. - 156 ¢

4. baspanosa, T. H. busnec-koppecnonaeHuus: nocobue no odbyueHnio aenosomy
(HCEMY JITS H3YUalOIUX PYCCKHii si3bik kax uHocTpanHuiii / T. H. bassanosa, T. K.
Opnoea, — 3-¢ wia., ucnp. - Mockea : Pycekuit sizsik. Kypest, 2014, — 151 c.

5. Adonomkuna, O. M. JlokyMeHTHPOBaHME YIPABICHYECKONH JACATENBHOCTH
| DICKTPOHHBEI  pecype]:  METOAMMECKME  YKazaHMAs K NPAKTHHECKUM
COMOCTOATSITBHBIM - 3aHATAAM  JITH  CTYJIEHTOB HAITPAB/IEHWA ﬁaxemaapna'ra 3204HOM
popsist 00yUYeHHs € NpPHMEHEHHEM JMCTAHUMOHHBIX TexHonoruii  38.03.01
nconomiika, 380302 — Menemkment, 38.03.05 — busuec-undopmaruka / O. U
(porokena. — benropoa: Msparenscreo BI'TY nm. B, T, Ulyxosa, 2016. — Pesxim
weryna: hitips://elib. bstu.ru/Reader/Book/2017082409530600800000657946

0. Jlokymenraunontoe obecnieueHne  ynpasieHust | DACKTPOHHBIH  pecypel:

VUEDHMK Ui CTYACHTOR BY30B, 0DY4alOWIMXCA NO HanparieHHAM «DKOHOMHKa» M
«Menemsmenty,  coeumnansHocTam  «Mudopmatrka»,  «JlokymeHTOBEICHHE M
HOKYMEHTAIMOHHOE 00ecreueHne yrpaslieHus», «ABTOMATH3AUMSA M ynpasieHue» /
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vC. Ipunbepr [u gp.]. — M.: IOHUTH-JIAHA, 2017. — 391 ¢. — Pesxkum aoctyna;
hitpwww.iprbookshop.ru/71213 html

7. JloKkyMeHnTHpOBaHME YIPABIEHYECKOH AeATeNbHOCTH ;. yueb. mocobue ans
CryaenTos, obdyyarommxes no Hanpasienusm noarotoBkn  38.03.01 — Dkonomuxka,
‘80305 ~ busuec-undopmatruka, 38.03.02 - Menemkment, 38.0501 —

roHomMnyeckan OesomacHocts/ O. M. Adonomkuna. - bearopon: Mza-so BI'TY uwm.
B. I'. lllyxosa, 2014. - 113 ¢.
6.2. IlepeueHnb TOMOJHHTEILHOM JIMTEPATYPbI

I Kysneuos, . H. Hoxkymenraunonnoe obecriedeHHne ynpaBjiCHUS NEPCOHAIOM:
yaeOnuK U npaktakym ans npuknagHoro Oakanaspuara / M. H. Kysneuos. — M.:
[Opatit, 2018. — 520 ¢

2. Abynanse, 1. I'. Jlokymentauponsoe obecneuenne yrnpaBaeHnus EPCOHAIOM
vaeOHMK W NPAKTHKYM Ul aKageMHYeckoro OakajaBpuata, i CTYACHTOB BY30B.
OByualomMXCs N0 SKOHOMHWUYECKUM HanpasleHWAM W cneuwansnoctam / JI. T
Abnynamse, . b. Bempsokxuna, B. M. Macnosa. — M.: FOpaiit, 2018. — 298 ¢.

3. bopuckun, B. B. Oduunansoe 1e710Mpon3BoACTBO: BUIBI U (hOPMBI
oxymedTon: yuebHo-npaktuueckoe nocodue / B. B. bopuckun, H. M. Tlosamkapnosa. —
Z-¢ w3, crep. — Mocksa : OMEI'A-J1, 2007. - 196 ¢.

4. Kupcanosa, M. B. Jlenosas nepenucka: yuebno-npaktuueckoe nocobue / M. B.
Kupcanosa, H. H. Anoanna, 10. M. Akcenos. — 3-¢ u3a. — M.: MHOPA-M, 2007. - 136

f

dnkosnu LA, Jlenonpon3BoacTBo B kaapoBoii ciyikbe [DieKTpoHHbIi
pecype|: yuebnuk / LA, Saxkosuu, — M.: KOHUTH-JIAHA, 2012. — 160 ¢. — Pexum
noctyna: http://’www.iprbookshop.ru/15353 html

6. IMaposa JL.M. Jlokymentanuonnoe obecrieueHre ynpasieHUs [DAEKTPOHHBIH
pecype]: yuetroe nocobue / J1.M. Naposa — Kanununrpan: Bantuiickuii (eaepanbhbiii
vausepcuter uM. HMwmmanymna Kanmra, 2008, — 112 ¢, -Pexwum pocryma:
http /Awww.iprbookshop.ru/23843 html

7. Kaygpman H.IO. JlokyMeHTHpOBaHHE yHNpPaBICHUECKOW IEATEIBLHOCTH
| JuexTponmbii pecype]: yuebnoe nocobme / HIO. Kaydman. — Omck: Owmckuti
POCYNAPCTBEHHBIH  MHCTHTYT cepBuca, OMCKWH  rocyapCTBEHHBIH TEXHHYECKHH
vieusepenTeT, 2014, — 177 ¢. — Pexxum noctyna: http://www.iprbookshop.ru/2668 1 html

& bpecxkuna H.B. OcnoBsl gemoriponsBoactsa [DnekTpoHHbiil pecype]: yuebhoe
vocobue / H.B. Dbpeckmuna. — Crapponons: Cesepo-Kaskasckuii  denepanbubiii
vinsepenter, 2014, — 123 c. — Pexxum goctyna: hitp:/www . iprbookshop.ru/63228 html

Y Mumnosa WM. JlokyMeHTMpOBaHWE YNPABIEHYECKOH JEATENLHOCTH
| e poHEBIH pecype]: npakTukyM. YuebHoe nocobue misi cryaeHToB By30B / .M.
Dunurosa. — M.: Acnekr [lpece, 2009. - 127 c¢. — Pexum pocryna:
ittps/www iprbookshop.ru/8966 html
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10, #sos, M.M. CoBepuicHCTBOBAHME JOKYMEHTHPOBAHHS YIPaBISHYECKOH
eaTenbHOCTH [Onextponnbii pecype] / MM. f308. — M.: JlaGopatppus krurn, 2010
2 ¢. - Pexum pocryna: http://biblioclub.ru/index.php?page=book&id=89713
1. Ocnosbl okyMeHTalROHHOTO ofecneveHns ynpasnenus ; yued. nocobue /uis
cryneHros seex (opm oOyuenus naupasienusi Oaxanaspuara 080100 - Dxonommuka
npogus M0AroTOBKH - byxranrep. yuer, aHanu3z w ayaut / M. B. [llesuenko ; BI'TY
. B I Illyxosa. - benropon: Msp-so BI'TY wm. B. I'. Illyxosa, 2013. - 184 c.
12, Kysnweuosa HW.B. JIoKyMEHTHPOBAHME YNPABIACHYECKOH [EATENBHOCTH
| JnexTponuwii pecype]: yuebnoe nocobue mna Oaxamaspos / M.B. Kysueuora, T.A.
Kauarpan. — Mocksa, Caparos: Jlamkos u K, A [Tu Dp Meama, 2017. — 240 ¢. —
Peium aoctyna: http://’www iprbookshop ru/59274 html
6.3. llepeuern nHTEPHET pecypcon
L. TOCT P 6.30-2003. VYuuduuupoBaHHble CHCTEMBI  JIOKYMEHTAILMH.
Vimduunposansas  cucTeMa  OPraHW3alMOHHO-PACTIOPAJMTEIbHON  OKYMEHTALIMH.
I peboranng k odopmnennio nokymentos / I'occrangapr Pocenn - Pexum moctyna:
iltp://base. garant ru/185891/

2. Tpynoeoit kogexc Pocewuiickoi Oepepaunn - Pexum  jocrtyna:

hitp//www consultant.ru/document/cons doc LAW 34683/

3 Menepanbabii 3aKk0H «O KoMMepyeckoit Taiine» ot 18.12. 2006 roga Ne 231-
@05 - Pexum noctyna: http://base.garant.ru/12151067/#help

4. Denepanbabli 3akoH «O0 uHdopmauun, WAGOPMALMOHHBIX TEXHONOTUAX H
amure  wHpopmagum» ot 27.07.2006 Ne 149 - Pexum pocryna:
itn.//does entd ru/document/420280868

5. TOCT P 7.0.97-2016. Cuctema cranaaptos no uudopmanun, OudinoTeusomy 1

H3ATENBCKOMY Aeny. YuupuuuposanHasn cucrema OpraHu3alMoHHO-
pacropsauTenbHod  nokymentauun. TpeboBanns k odopMACHHIO TOKYMEHTOB /
[ oceranapt Poccun - Pexum JocTyna:
i

(tip //www.consultant.ru/law/hotdocs/49855 html/
6. Cnpasouno-npaBosas cuctema «Koucyvisrantilmocy. — Pesxkum goctyna: http://
ww.consultant.ru/
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roju.

6. YTBEPKJIEHUE PABOYEN ITPOrPAMMBI

M3menenue paboueil mporpaMmel 63 H3MEHEHHH.
PaGoyas nporpamma 6e3 nameHeHuit yreepiaena Ha 2019/2020 yueOusrit

[Tporokon Ne 11  3acenanus xadenpsl ot «06» uions 2019 r.

3asenyromuii kadeapoii 10.A. JlopoweHko

S 4
Jlupexkrop uHCTUTYTa &»/ 1O0.A. Jlopoenko
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rona.

8. VTBEPK/IEHUE PABOYEN [TIPOI'PAMMBI
M3smenenue paboyei nporpamMmbl 6e3 M3MEHEHHH.

PaGouas mporpamma 6e3 u3meHeHuil yTBepxkaena Ha 2020/2021 yueOHbiii

[potokon Nel0 3acenanus kadenps: o «06» mas 2020 r.

3aBenyrouui kadeapoi /Lf ' _ KO.A. [opotieHko

v] 77
JIUpeKTOp MHCTHTYTA /G)‘ G [0.A. JlopoieHko
/
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romu.
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8. VTBEPJKJIEHUE PABOYEN ITPOT'PAMMBI

Yreepkaenue paboueii nporpammel 6e3 usmMeHeHuil
Pabouas nporpamma 6e3 usmeHennii yreep:kaeHa Ha 2021/2022 yueOHblit

ITporokos Ne_11/1 3acenanus kadeapsi ot «19»_ mas 2021r.

3asenyroumii kadenpoit 10.A. Jlopouienko

<1

Jlupexrop MHCTHTYTa 10.A. JlopoteHko
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MMPUJIOKEHUS
Ipuioxkenue Ne 1. YyebHoe mocodue st 00ydaromerocs 1o OCBOSHUIO AUCITUTIITHHBI

Y4eOHoe mocodue CTYyAEHTaM IO CAMOCTOSITEIbHOMY U3y4Y€eHHIO
AUCHMILINHBI «/l0KyMeHTHPOBaHHE YIIPABJIEHYECKOIl 1esITeIbHOCTH»

Ilpakmuueckue 3anamus MOCBSIIAIOTCS U3yUYEHUIO HaOOJIee CIOKHBIX BOIIPOCOB
Kypca. OHu TIPOBOATCS B JOpME CEMUHAPOB, B X0J1€ KOTOPHIX 00CYKIAIOTCSl HauboJsee
WHTEPECHBIE BOIIPOCHI, IMPOBOMSATCS JIE€JIOBBIE UIPHI MO TOKYMEHTUPOBAHUIO KOHKPET-
HBIX )KU3HEHHBIX CUTYallUi, aHAIM3UPYIOTCS KOHKPETHBIE CUTYalluH, PACCMAaTPUBAIOTCS
BOIPOCHI, TPEOYIOIINE U3YUYEHHUSI IONIOJIHUTEIBHOM JINTEPaTyphl U T.1.

[ToaroToBKYy K MPAKTUYECKUM 3aHSATHUSM CJeAyeT HauMHaTh C YTEHHUSI KOHCIIEKTa
nexkuuu. CreayeT NOANPABUTH HEYETKO 3alKMCAHHbIE (POPMYIMPOBKH, paciiv(poBaTh
ab0peBUaTypbl, COKPAILIEHHOE HANIMCAHUE CJIOB, BBIJEIUTH Y3JIOBBIE BOMPOCHI, ONPEIe-
JICHUSs, T.€. JOBEPIIUTh B KOHCIIEKTE TO, YTO HE YCHENH CAENaTh Ha JIEKIIUH.

JlekimoHHas TeTpaab JOJKHA UMETh IOJIs, HA KOTOPBIX MOKHO TTOMECTUTH CBOU TO-
SCHEHUS, YTOUHEHUS, JOTOJHEHUS U3 JINTEPATYPHBIX UCTOUHUKOB, KPATKUW CTATHCTH-
YECKUU MaTepuall.

3aTeM clielyeT O3HAaKOMHTBCS C BONPOCAMM IIJIaHA MPAKTUYECKOTO 3aHSATHUS, BO-
MIpOCaMU JIJIsi CAMOKOHTPOJISI, CIUCKOM JIMTEPATYpPhl, PEKOMEHIOBAHHOM ISl U3yUYECHHSI.
[Tone3Ho nenaTh KpaTKUil KOHCIIEKT OTBETOB HA OTJENbHBIE BOIIPOCHI AJIsl OOCYKICHHUSL.

BaxxHoe 3HaueHUE I 3aKPEIICHUS 3HAHUN UMEET BBINOJIHEHHUE 3aJaHul I CaMo-
CTOSITEJILHON pabOThI, MPUBEACHHBIX B yUeOHOM MOCOOWHU MO TaHHOU auciuiimHe. Ha
MPAKTUYECKOM 3aHSITHH BCE 3aJaHUs IPOBEPSIOTCS U UCIPABIISAIOTCS OMINOKH.

CamocmosamenvHasn (6HeayoumopHnas) paboma CTyJeHTOB COCTOUT B TPOPAOOTKE
JIEKIIMOHHOTO MaTepHalia, OCHOBHOW W JOMOJHUTEIbHON JIUTEPATypPhl IO COOTBETCTBY-
IOILIEH TEME.

CamocTosTenbpHast paboTa CTPOUTCS Ha OCHOBE HCIIOIH30BAHHS MAaTEPUAIIOB JICKIIUU
U y4eOHOU TUTepaTyphl:

1. JlIokyMeHTalMOHHOE 00eCIieYeHUe YIPaBICHUS U JEIOMPOU3BOACTBO : yueO. Juis
OakaaaBpoB : y4eO. JUIsl CTYJECHTOB By30B, OOYYAIOIIMXCS 110 HKOH. CHEIUATbHOCTSM /
N. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 ¢

2. Kprokxosa H. Il., lokymMeHTHpOBaHuEe ymnpaBieHYecKo naesTenpbHOocTH M.: MH-
®PA-M, 2013

3. .JlokyMeHTHpOBaHUE YIIPABICHYECKOMN JEATEIBHOCTH : yuel. mocoOue A CTy-
JeHTOB, oOydaromuxcs 1o cueruanbaoct 080502 / O. U. Adonromkuna. - benropos :
N3n-so BI'TY um. B. I'. lllyxosa, 20014. - 112 c., coaepxaiero IjaaH CEMUHAPCKUX
3aHATUN, BOIIPOCHI U 3aJJaHUS 110 KaXIO0U TEME.

No | Tema Hctounuk
1 | lokymMeHTHpOBaHHE 1. JlIokyMeHTaIlMOHHOE O0eCTieueHUE YIpaBIeHUs
yHpaBJeHYeCKOii esi- | U ACTONMPOU3BOACTBO : yueOl. s OakanaBpoB : yueO.
TeJbHOCTH JUISL CTYJIEHTOB BY30B, 00YYaOIIMXCS 110 IKOH. CIEIH-
anpHocTsM / . H. Ky3nenos. - M.: FOpaiit, 2012.
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2. Kprokosa H. II., [lokymMeHTUpOBaHUE yNpaBJICH-
yeckou aesreapbHoct M.: UTHDPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKON JEATENb-
HOCTH : y4e0. mocoOue /st CTY/ICHTOB, 00YJaIONuXCs
no cneruanbHocTy 080502 / O. U. AdonroumkuHa. -
benropoa: M3n-so BI'TY nm. B. I'. Illyxoga, 2014.

IIpaBuia opopmite-
HHS YIIPaBJIeHYeCKOH
AOKYMEHTALUH

1. JlIokyMeHTaIlMOHHOE O0ecTieueHUE YIpaBIeHUs
U JIETIOTIPOU3BOJICTBO : yueO. asisi 6akanaBpoB : yueO.
JUTSL CTYZIEHTOB BY30B, OOYYAIOIIMXCS 110 SKOH. CIEIH-
anpHOCTsIM / UI. H. Ky3Hnenos. - M.: IOpaiit, 2012.

2. Kprokosa H. II., [lokymMeHTUpOBaHUE YNpaBJICH-
yecko aesreapbHoct M.: UTHDOPA-M, 2013

3. .JlokyMeHTHpOBaHUE YNPABIEHYECKON JIesITelb-
HOCTH : y4e0. mocoOue i CTyA€HTOB, 00YUYarOIINXCS
no crnenuanbHocTH 080502 / O. U. AdonromkuHa. -
benropoa: M3a-so BI'TY nm. B. I'. IllyxoBa, 2014.

NupopmannoHHo-
AOKYMEHTALMOHHOE
o0ecnieyeHue jes-
TeJIbHOCTH OPraHu3a-
U

1. JIokyMeHTaIlMOHHOE OOecTeueHNE YIIpaBICHUs

U JIETIOTIPOU3BOJICTBO : yueO. asisi OakanaBpoB : yueO.
JUTSI CTYZICHTOB BY30B, OOYYAFOIINXCS 110 YKOH. CTICIIH-
anpHOCTsIM / UI. H. Ky3Henos. - M.: IOpaiit, 2012.

2. Kprokosa H. II., [lokymeHTUpOBaHUE YyNpaBJICH-
yecko aesreapbHoct M.: UTHDOPA-M, 2013

3. .JIokyMeHTHpOBaHUE YNPABIEHYECKON JIesITelb-
HOCTH : y4e0. mocoOue i CTyA€HTOB, 00yUYarOIIXCs
no cnenuanbHoctr 080502 / O. U. AdoHoomkuHa. -
benropon: M3a-so BI'TY um. B. T'. [llyxoga, 2014.

TexHoJOrUH [J€J10-
MPOU3BO/JICTBA

1. JlTokyMeHTaIIMOHHOE 00€CTICUCHNE YIPABICHUS

U JIETIOTIPOU3BOJICTBO : yueO. asisi 6akanaBpoB : yueO.
JUTSI CTYZICHTOB BY30B, OOYYAFOIIMXCS 110 DKOH. CTICIIH-
anpHocTsM / U. H. Ky3nenos. - M.: FOpaiit, 2012.

2. Kprokona H. II., /lokyMeHTHpOBaHUE yIIpaBJECH-
yeckou aesreapHoct M.: UTHDOPA-M, 2013

3. .JIOKyMEeHTHpOBaHHUE YIPABJICHUYECKOHN JIeATEIb-
HOCTH : y4e0. mocoOue i CTyA€HTOB, 00YUYarOIINXCs
no cnenuanbHoctr 080502 / O. U. AdoHoomkuHa. -
benropon: M3n-so BI'TY um. B. T'. [llyxoga, 2014.

CucremaTusanus 10-
KYMEHTOB Ha Mpe/-
NPUSTUA

1. loxyMeHTaImoHHOE 00ecTIeueHUE yIpaBIeHUs
U JIETIOTIPOU3BOJICTBO : yueO. asisi 6akanaBpoB : yueO.
JUTSI CTYZICHTOB BY30B, OOYYAFOIIMXCS 110 YKOH. CTICIIH-
anpHocTsM / U. H. Ky3nenos. - M.: FOpaiit, 2012.

2. Kprokona H. II., /TokyMeHTHpOBaHUE yIIpaBJECH-
yeckol neareabHoctd M.: UHOPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKOMN JEATENb-
HOCTH : y4e0. mocoOue i CTyA€HTOB, 00YUYarOIINXCs
no cnenuanbHoctr 080502 / O. U. AdoHoomkuHa. -
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benropon: M3n-so BI'TY um. B. T'. [llyxoga, 2014.

Komnbrorepubie Tex-
HOJIOTHM B [1€J10IIPOo-
U3BO/ACTBE

1. JIokyMeHTaIlMOHHOE 00ecTeueHUE YIIpaBICHUs

U JIETIOTIPOU3BOJICTBO : yueO. asisi 6akanaBpoB : yueO.
JUTSI CTYZICHTOB BY30B, OOYYAFOIIMXCS 110 DKOH. CTICIIH-
anpHocTsM / U. H. Ky3nenos. - M.: FOpaiit, 2012.

2. Kprokona H. II., /TokyMeHTHpOBaHUE yIIpaBJECH-
yeckol neareabHoctd M.: UHOPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKOMN JEATENb-
HOCTH : y4e0. mocoOue i CTyACHTOB, 00YUYarOIINXCs
no cnenuanbHoctr 080502 / O. U. AdoHmoomkuHa. -
benropon: M3n-so BI'TY um. B. T'. [llyxoga, 2014.

HNudopmannoHHO-
AOKYMEHTALHOHHOE
o0ecrneveHme jaes-
TeJIbHOCTH OPraHn3a-
1107001

1. lokyMeHTallMOHHOE 0OecTieueHne yIpaBieHUs
U JICJIONPOU3BOACTBO : yueO. /s OakanaBpoB : yueo.
JUISL CTYJIEHTOB BY30B, 00YyYaOIIMXCS 11O 3KOH. CIEIH-
anpHocTsIM / . H. Ky3nenos. - M.: FOpaiit, 2012.

2. Kprokona H. II., /lokyMeHTHpOBaHUE yIIpaBJECH-
yeckol nesareabHoctd M.: UHOPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKOMN JEATENb-
HOCTH : y4e0. mocoOue /It CTY/ICHTOB, 00yJaIONuXCs
no cnenuanbHoctr 080502 / O. U. AdoHwomkuHa. -
benropon: M3n-so BI'TY um. B. T'. [llyxoga, 2014.

OcoOennoctu opopm-
JICHUS MIePEeNUuCKu ¢
3apy0eKHbIMH NAPT-
HepaMHu

1. lokyMeHTalMOHHOE 0OecrieueHne yIpaBiIeHUs
U JICJIOMPOU3BOACTBO : yueO. /s OakanaBpoB : yueo.
JUTSL CTYZIEHTOB BY30B, OOYYAIOIIMXCS 110 SKOH. CIELH-
anpHOCTsIM / U. H. Ky3Henos. - M.: IOpaiit, 2012.

2. Kprokosa H. II., /lokyMeHTHpOBaHUE yIIpaBJECH-
yeckoi neareabHoctd M.: UHOPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKOHN JEATENb-
HOCTH : y4e0. mocoOue /st CTY/ICHTOB, 00yJaIONuXCs
no cneruanbHocTi 080502 / O. U. AdonroumkuHa. -
benropoa: M3a-Bo BI'TY nm. B. I'. Illyxoga, 2014.

JJokymeHTHpOBaHUE
yHnpaBJIeHYECKOM Jes-
TeJIbHOCTH

1. lokyMeHTallMOHHOE 0OecrieueHrne ypaBieHus
U JICJIOMPOU3BOACTBO : yueO. /s OakanaBpoB : yueo.
JUTSL CTYZIEHTOB BY30B, OOYYAIOIIMXCS 110 SKOH. CIeLH-
anpHOCTsIM / U. H. Ky3Hnenos. - M : IOpaiit, 2012.

2. Kprokosa H. II., /lokymMeHTUpOBaHUE YNpaBJICH-
yecko aesreapHoct M.: UTHDOPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKON JEATENb-
HOCTH : y4e0. mocoOue /it CTY/ICHTOB, 00yJaIONuXCs
no crnenuanbHocTH 080502 / O. U. AdonromkuHa. -
benropoa: M3a-so BI'TY nm. B. I'. Illyxoga, 2014.

10

Opranusanus padoTsbl
¢ IOKYMEHTaMH, CO-
AepKaUMU KOHpU-
ACHIHAJIbHbIE CBeJIe-

1. JlIokyMeHTaIlMOHHOE O0eCTieueHUE YIpaBIeHUs
U JICJIOMPOU3BOACTBO : yueO. /s OakanaBpoB : yueo.
JUTSL CTYZIEHTOB BY30B, OOYYAIOIIMXCS 110 SKOH. CIELH-
anpHOCTsIM / . H. Ky3Henos. - M.: IOpaiit, 2012. -
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HHUA

576 ¢

2. Kprokosa H. II., [lokymMeHTUpOBaHUE yNpaBJICH-
yeckol neareabHoctd M.: UHOPA-M, 2013

3. .JlokyMeHTHpOBaHHE YNPABICHUECKOMN JEATENb-
HOCTH : y4e0. mocoOue /it CTY/ICHTOB, 00yJaIONnuXCs
no cneruansHocTy 080502 / O. U. AdonromkuHa. -
benropoa: U3n-so BI'TY um. B. I'. Illyxosa, 2014. -
112 c.,

[Tony4yeHHy10 B XOJIe CAMOCTOSITEIbHOM PabOThl OMOJHUTEIBHYIO HMH(MOPMAIUIO
0 U3y4aeMbIM TeMaM JUCHUIUIMHBI 11eJ1ecO00pa3HO BHOCUTh B COOTBETCTBYIOIIUI pa3-
JIeT KOHCIIEeKTa JICKIUU (>KellaTeabHO, YTOObI JICKIIMOHHAS TeTpajb COJAepxk ana OHO-
BPEMEHHO J[BE€ COCTABJISIOIINE - JICKIIMOHHBIA MaTepual U JIONOJHUTEIbHYI0 HHpOpMa-

LIUIO 10 TEME).

OTBeuaTp Ha BOIPOCHI JIJIsI CAaMONPOBEPKU (KEIAaTeIbHO B MUCHBMEHHOU (opme,
c/laya MpenojiaBaTeiio He MPeayCMOTpPEeHa) 1eIecoo0pa3Ho Mocie U3yueHus: U3JI0KEeH-
HBIX B JIEKIIMU TEOPETUYECKUX OCHOB U MPOPAOOTKU JOTMOIHUTEIbHBIX UCTOYHUKOB HH-
dbopMaruu B mporecce MOArOTOBKA K CEMHUHAPCKOMY 3aHSTHIO MO COOTBETCTBYIOIIEH

TEMC.




