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HPIETPEBETHE CEIIbCKOrO XO3SMCTBA POCCUIICKON ®EIEPALINN



[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[Ipu pazpaboTke pabodeld MpOTrpaMMBI TUCHUIUIMHB (MOAyms) "/IOKyMeHTHpOBaHHWE YIPABICHYECKON MEsATETHHOCTH" B OCHOBY
TIOJIO>KEHBI:

1. denepanbHbIii TOCYNApCTBEHHBIH 00pa3oBaTeNbHBIM CTaHAApT BHICHIEro oOpa3oBaHWsl - OakajaBpHaT [0 HAIIPaBICHHIO
moarotoBku 38.03.02 MenemxmenT (npuka3 Munoopaayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuaebnsiii ran: Hanpasnenne noarorosku 38.03.02 MeHem»KMEeHT
Hanpasnenrnocts (mpoduins) MeHemKMeHT opraHm3annii, omoOpeHHbI YuensiM coerom ®I'BOY BO Uysamckuii 'AY ot
17.04.2025 r., mpoToxkon Ne 14,

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI''TACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.

[pencenarens MeToamyeckoir komuccnuu daxynpreta Mensenesa T.A.

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 |ocBOEGHHE TEOPETUYECKMX 3HAHUKM IO OCHOBHBIM BOIPOCAaM JOKYMEHTUPOBAaHUS YINPABICHYECKOM OEATENbHOCTH,
BBIPa0OTaTh MPAKTUYECKHE HABBIKA COCTaBJIEHHS MJOKYMEHTOB U OpraHM3allid JOKyMEHTOOO0OpOTa, NpHOOpeTeHHe
po(hecCHOHANBHBIX HABBIKOB M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | Byxrantepckuil yueT u aHajau3

2.1.2 | UccnenoBaHue CUCTEM yIPABIEHUS

2.1.3 | [Ipon3BoACTBEHHAS IPAKTHKA, TEXHOJIOTHYECKasK (IIPOCKTHO-TEXHOJIOTUIECKAs) IPAKTHKA

2.1.4 | Puck-MmeHeKMEHT

2.1.5 | BHeIIHEPKOHOMHUYECKHE CBSI3U HpC,I[HpI/IHTI/Iﬁ arponpoOMBIIIIICHHOTO KOMIIJIEKCAa

2.1.6 | MlupopmManinoHHbIE TEXHOIOTHH B MEHEIKMEHTE

2.1.7 | TIpou3BoACTBEHHAS PAKTHKA, HAYTHO-UCCIICIOBATENIbCKas paboTa

2.1.8 | YueOHast mpakTHKa, HAy9HO-HUCCIEA0BaTENbCKas paboTa (MOTydeHHe IePBUYHBIX HABBIKOB HAyUHO-HCCIE0BATENbCKOH
paboThI)

2.1.9 | lenoBbie KOMMYHUKAIUU

2.1.10 | MHOCTpaHHBIH SI3BIK

2.1.11 | MapkeTuHr

2.1.12 | Meroabl IpUHATYUS YIPABICHYECKUX PELICHUI

2.1.13 | CraTucruka

2.1.14 | YuebHas mpaKTHKa, 03HAKOMHUTEIbHAS IPAKTHKA

2.1.15 | [Icuxos10THs JIMIHOCTH ¥ TTPO(ECCHOHATBHOE CaMOOTIPEICIICHIE

2.1.16 | [Icuxocamoperyssinys 00yJaromerocsi ¢ OrpaHUueHHBIMA BO3MOXXHOCTSMU 310POBBS

2.1.17 | DxoHOMUYECKast COIMOJIOTHS

2.1.18 | DxoHOMHYECKAS TEOPHS

2.1.19 | Uctopus (uctopust Poccuu, BceoOImas nCTopust)

2.2 | JucuMmIinHbI ¥ IPAKTUKH, JJI51 KOTOPbIX OCBOEHHE JAHHOW AMCUHUIIMHBI (MOIYJIA) HEOOXOTUMO KAK
npelIecTBYIOIIee:

3. KOMIIETEHI[HY OBYYAIOLIETOCSI, ©OPMUPYEMBIE B PE3YJIETATE OCBOEHUSI TUCLUATLIAHBI
(MOJYJIST)

YK-4. Cnoco6eH ocyIecTBIATh AeT0BYI0 KOMMYHHKALIMIO B YCTHON M MMCbMEHHON ()OpMax Ha rOCYIapCTBEHHOM S3bIKE
Poccuiickoit denepanum 1 nHOCTpaHHOM(BIX) sI3bIKE(aX)

YK-4.1 3HaeT: mpUHIKMBI TOCTPOEHHS YCTHOTO U MICbMEHHOTO BBICKAa3bIBAHUS HA PYCCKOM M MHOCTPAHHOM S3bIKaX, IpaBUiIa U
3aKOHOMEPHOCTH JIEI0BOM YCTHOM M MUCbMEHHON KOMMYHUKALIUU

VYK-4.2 YMeeT: mpUMEHSITh Ha MMPAKTHKE JICTOBYI0 KOMMYHHKAIIMIO B YCTHON M MUCbMEHHOM (popMax, METOIbI M HABBIKU JICIIOBOTO
0OLIEHUS HAa PYCCKOM U HHOCTPAHHOM SI3BIKaxX

YK-4.3 Mimeet HaBBIKU: YTE€HHS U MepPeBOJia TEKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIBFHOM OOIIeHHN

[IK-3. Cnoco6eH ocyImecTBIATs cOOp, MOHUTOPHHT M 00paOOTKY TaHHBIX C MCIIOIB30BAaHUEM MEPEOBBIX HH(POPMAIIIOHHBIX
TEXHOJIOTHH JUISl IPOBEJCHUS PACUETOB SKOHOMHUECKUX ITOKa3aTenei

[1K-3.1 3naer: Meroas! cOopa 1 06pabOTKH S3KOHOMUUYECKOH HH(OPMAIMN, METO/IBI YIeTa U aHANIN3a SKOHOMHYIECKHX ITOKa3aTenei
XO3SIICTBEHHOM 1eATEIbHOCTH OPraHU3alM U €€ ITOAPA3JIeIEHUI C y4ETOM OTpaciieBOI HAaNIPaBIEHHOCTH JESATEIbHOCTU

TIK-3.2 YMmeeT: ocymiecTBIATE cOOP, MOHUTOPHHT U 00paOOTKY UCXOAHBIX JaHHBIX JUIS COCTaBJICHUS MPOEKTOB (PMHAHCOBO-
XO3SHCTBEHHO, IPON3BOCTBCHHON M KOMMEPYECKOH ACATENEHOCTH (OM3HEC-TIIAHOB) OpPTraHU3anI

I1K-3.3 Umeer HpaKTI/I‘-IeCKI/Iﬁ OIIBIT: YUCTa K aHaJIn3a SKOHOMHUYCCKUX MOKa3aTellel IeITCIbHOCTH OpraHu3anuu C
HCIIOJIB30BAHNUEM COBPEMCHHBIX TCXHUICCKUX CPEIACTB U I/IH(i)OpMaI_II/IOHHI)IX TEXHOJIOTHI

B pe3yabTaTe 0cBOeHHS THCHHILITHHBI 00yYAIONINTiCS TOKEH

3.1 (3HaTh:

3.1.1 | HopMaTUBHO-MeTOINYECKYIO 0a3y nenonpousBoacTsa B Poccuiickoit ®eneparum;

3.1.2 [ ocOOEHHOCTH SI3BIKA U CTHIIS COCTABIICHUS CITyKEOHBIX JOKyMEHTOB;

3.1.3 | cnermuky opraHu3anuy HHGOPMAIHOHHO-TIONCKOBOHW CHCTEMBI U KOH-TPOJIS UCIIOTHEHHS TOKyMEHTOB;

3.1.4 | TpeboBanHms K OIaHKaM CITy)KeOHOTO JJOKyMEHTA,

3.1.5 [ cocTaB peKBH3UTOB OPraHU3AIOHHO-PACIOPIUTEIFHON JOKYMEHTA-IIN 1 TIPaBHiIa UX 0(OPMIICHHS;




3.1.6 | Ha3HAYEHHE, CTPYKTYPY U COACPKaHNE CHCTEMBI OPraHIM3aLHOHHO -PACHIOPAAUTEIFHON JOKYyMEHTALIUH;
3.1.7 | yaudumpoBaHHbIe (POPMBI OPTaHU3aUOHHO-PACTIOPSIUTENBHBIX I0-KyMEHTOB;
3.1.8 | mOpsIIOK, 3TAmBI 1 OCHOBHBIE IPOIEAYPHI OPraHU3AINH PAOOTHI C TOKY-MEHTAMH;
3.1.9 [ aTanbI ABIKCHHS JOKYMEHTOB B OpraHHU3aIMH B ITPOIIECCce JOKYMEHTO-000pOTa ¥ MOPSIIOK HX PErHCTPaIny;
3.1.10 | mpaBuisia paboThI C BXOJSAIIMMHU, UCXOJSAIIMMH U BHYTPEHHUMH JIOKY-MEHTaMH;
3.1.11 [ ocobenHOCTH PabOTHI C KaJPOBBIMU JOKYMEHTaMH, C OOpaIleHUAMU TPaxIaH.
3.2 | YmeTh:
3.2.1 | opraHH30BHIBATE JOKYMEHTOOOOPOT M JOKYMEHTAIFHOE CONPOBOKACHHUE pabOTHI B OpraHax TOCyIapCTBEHHOH U
MYHUIIMTIAILHOW BITACTH U MHBIX OPTaHU-3aIIUsX;
3.2.2 | opopMIIATE OpraHU3aIOHHBIE, PACTIOPAUTEIBHBIC, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI 110
JUYHOMY COCTaBY;
3.2.3 | opraHH30BHIBATH JOKYMEHTOIIOTOKH B CHCTEME JOKYMEHT0000pOTa, MapIIpyTHl IBIDKCHIS JOKYMEHTOB B OpraHHU3aIlIH,
MIOATOTOBKY JIeJ K Niepeiade PerucTpUpOBaTh JOKYMEHTHI B OpraHU3aIIH;
3.2.4 | opraHM30BBIBATH PabOTY C BXOAAIIUMHE U C HCXOISIIUMH JOKYMEHTaMU;
3.2.5 | noaroraBnMBaTh JOKYMEHTHI K IIepefaue Ha XpaHEHUE B apXUB.
3.3 | UmeTh HABBIKH ¥ (MJIH) ONBIT JESITETbHOCTH:
3.3.1 | cocraBneHus1, 00pabOTKU U PaOOTHI ¢ JOKYMEHTAIMEH Pa3IMYHOTO YPOBHS U HANIPABIICHHUH;
3.3.2 | cocraBneHus, IPaBKU M peJaKTUPOBAHUSI BUIOB JOKYMEHTOB, BKIIOUEHHBIX B CUCTEMY OPraHU3allMOHHO-
pacnopsaUTeNnbHON JOKYMEHTALNN;
3.3.3 | cocTaBieHUs] HOMEHKIATYPHI A€,
3.3.4 | bopmupoBanus u oGopMIICHHS Aeja, OTIUCH Jedl.
4. CTPYKTYPA U COAEP)KAHUE JUCIUITJIMHBI (MOAYJIS)
HaumeHnoBaHue pa3/ieoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanue
3aHsaTHs/ Kypc 107071 pakT. | moar.
Pazpgean 1.
Tema 1. JlokyMeHTHpOBaHHOE OOeCIIeueHNe 5 1 YK-4.1 VK- JI1.1 0 0
TPEANPHUITAR 1 opranu3ammii /JIex/ 42 VYK-43 JI1.2J12.1
IIK-3.1 IIK- 2.2
3.21IK-3.3 31
Tema 1. JlokyMeHTHpOBaHHOE OOECIICUCHUE 5 14 YK-4.1 VK- JIT.1 0 0 Hoxnan,
npexnpusTuii u opranmsanuii /Cp/ 4.2 VK-4.3 JI1.2712.1 TECTUPOBAHUE,
IIK-3.1 IIK- 2.2 TBOpYECKAsI
3.2TIK-3.3 21 pabora
Tema 2. CocTaB peKBHU3UTOB JJOKYMEHTOB U 5 2 YK-4.1 VK- JIT.1 2 0 rpoOieMHast
npaBmia ux opopmienus /JIex/ 4.2 VK-4.3 JI1.2712.1 JIEKITUST
IIK-3.1 IIK- 2.2
3.21IK-3.3 31
Tema 2. CoctaB peKBH3UTOB JJOKYMEHTOB U 5 14 YK-4.1 VK- JIT.1 0 0 Hoxnan,
npasmia ux opopmierus /Cp/ 4.2 VK43 JI1.2J12.1 TECTHPOBaHME,
IIK-3.1 IIK- 2.2 TBOpUYECKast
3.21IK-3.3 31 pabota
Tema 3. OpranuzaioHHO- 5 1 YK-4.1 VK- JIT.1 0 0
pacnopsauTeabHbIE TOKYMEHTBI, IIPaBUJIa UX 4.2 VYK-4.3 JI1.2J12.1
cocraBnenus /Jlex/ TIK-3.1 IIK- J12.2
3.21IK-3.3 31
Tema 3. OpranuzaioHHO- 5 14 YK-4.1 VK- JIT.1 0 0 Joxnan,
pacnopsiiuTe bHbIe JIOKYMEHTBI, IPaBHJia UX 42 VYK-43 JI1.2J12.1 TECTHpPOBAHUE,
cocrasnenus /Cp/ IK-3.1 IIK- 2.2 TBOpYECKast
3.2TIK-3.3 91 pabota
Tema 4. HpopMaIMOHHO — CIIPaBOYHBIE 5 14 YK-4.1 VK- JI1.1 0 0 Joxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-43 JI1.2J12.1 TECTHpPOBAHUE,
odopmirerns /Cp/ [IK-3.1 K- 2.2 TBOpYECKast
3.2TIK-3.3 91 pabota
Tema 5. Ha3nauenue, knaccuukanus 5 2 YK-4.1 VK- JI1.1 2 0 KEHChI
CITY)KEOHBIX ITUCEM, OCOOCHHOCTH HX 42 VK43 JI1.2J12.1
cocrasienus /I1p/ [K-3.1 K- 2.2
3.2TIK-3.3 91




Tema 5. Ha3nauenue, knaccuukanus 5 14 VK-4.1 VK- JI1.1 0 0 Joknan,
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 42 VYK-43 JI1.2J12.1 TECTHPOBAHUE,
cocrasienus /Cp/ [IK-3.1 K- 2.2 TBOpYECKast
3.2TIK-3.3 91 pabora
Tema 6.0Opranu3zarust paboTHI ¢ 5 2 YK-4.1 VK- JI1.1 2 0 JlenoBas urpa
nokymentamu /TIp/ 42 VYK-4.3 JI1.2J12.1
IK-3.1 TIK- 2.2
3.2TIK-3.3 91
Tema 6.0Opranu3zamust paboTsI ¢ 5 14 YK-4.1 VK- JI1.1 0 0 Hoxnan,
nokymentamu /Cp/ 4.2 VYK-4.3 JI1.2J12.1 TECTHPOBAHHUE,
ITK-3.1 TIK- J12.2 TBOpUECKas
3.2TIK-3.3 €| pabora
Tema 7. CocraBinenue u ohopMiieHHE 5 12 YK-4.1 VK- JI1.1 0 0 Hoxnan,
JIOKyMEHTOB 110 THYHOMY cocTaBy /Cp/ 4.2 VK-4.3 JI1.2J12.1 TECTUPOBAHHE,
ITK-3.1 TIK- J2.2 TBOpUECKast
3.2TIK-3.3 31 pabora
/3aqét/ 5 4 VYK-4.1 VK- J1.1 0 0
4.2 YVK-4.3 J1.2J12.1
IIK-3.1 IIK- 2.2
3.2TIK-3.3 31

5. ®OHJI OHEHOYHBIX CPEJACTB

5.1. IlpumepHbBlii NepevyeHsb BONMPOCOB K 3a4eTy

L. OCHOBHBIE «TEPMHUHBI», «HOHSATHM) TOKyMEHTUPOBAHUS

2. Vcropus cTaHOBIEHUS pa3BUTHUs CHUCTEMBI AENONpon3BoacTBa B Poccun

3. Coayx0Bl TOKYMCHTHPOBAHHS YIIPABICHUECKOH IESATEIFHOCTH: COCTaB U MX (DYHKIUH

4. OpraHu3aiys IeIoIpOn3BOACTBA Ha MPEAIPUATHIX

5. HopmatuBHO-MeTOMueckast 6a3a AeI0MpOU3BOJICTBA.

6. ®dopmatsl Oymaru it opopMIIEHHST JOKYyMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha GlaHKAaX JOKYMEHTOB

8. braHku NOKYMEHTOB: HOHSTHE, BUIBI U UX PEKBU3UTHI

9. PeKBU3UTHI IOKYMEHTOB: IIOHATHE, COCTAaB M NPaBHiIa UX 0(OPMIICHUS

10. VYTII0BOE M MPOIOIFHOE PACIIONOXKEHHE PEKBH3UTOB HA JOKYMEHTaX

11. Knaccnduxamms u GyHKINN JOKYMEHTOB

12. CocraB ynpaBleHUECKUX JTOKYMEHTOB MpEINpPUSTHIHA.

13. TekcT MOKYMEHTa, €ro CTpyKTypa M TpeOOBaHHUS K €ro COCTAaBICHUIO

14. PacmiopsiainTenbHbBIe TOKYMEHTHI, N37aBaeMble Ha IIPHHIUIIAX KOJUICTHAJIBHOCTH: BH/BI, PEKBH3HUTHI M ITpaBHIIa UX
odopmIeHHs

15. PacniopsianTenbHble JOKyMEHTHI, W3/1aBaeMble B YCIIOBUSIX €IMHOHAYAINS: BUIbI, PEKBU3UTHI, IIpaBmila UX o(opMIeHHs
16. JloKyMeHT0000pOT: MOHATHE, KIaCCH(UKAIINS U €ro OpraHHM3aIls Ha TPEIIPHSITHH.

17. IMopsimok paboTEI ¢ BXOASMIMMH, UCXOMAIINMH U BHYTPEHHUMH JTOKyMEHTaMHU

18. Perucrpanus HOKyMEHTOB: BHUIBI U MOPSAOK PETHCTPAIMU BXOISIIUX, UCXOAAIIUX U BHYTPEHHUX JOKyMEHTOB
19. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3HUTHI, (OPMHUPOBaHHE U 0(GOPMIICHUE /eI

20. OpraHu3anoHHbIe TOKyMEHTHI: MOHSATHE, Ha3HAUEHHE, BUIBI M IPaBUiIa MX O(QOPMIICHHS

21. HudopmMannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHUIBI, HA3HAUEHHE, OCHOBHBIC PEKBU3UTHI, IPaBUIa X O(GOPMIICHUS
22. CrnyxeOHble (IeJ0BbIe) MMChMa: Ha3HAYEHHUE, BUBI MUCEM, PEKBH3HTHI, MPaBHiIa UX OPOPMIICHHUS

23. IIpoToxois! coBemanuii, coOpaHUi M 3acefaHUii: BHIBI, COCTAB PEKBU3UTOB H MOPSIOK HX O0(QopMIICHUS

24. JIOKyMEHTHI IO TMYHOMY COCTaBY IPEIIPHATHS: Ha3HAYEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJPOBBIMH
JOKyMEHTaMH

25. Ipykasbl 10 JIMYHOMY COCTaBY: BHJBI U OCOOCHHOCTH MX OQopMiIeHHs

26. Bupsr 1 mopsiiok paboThl ¢ THCBMaMH 1 0OpaIIeHUIMH TpaXxIaH

27. CoBpeMeHHbIEe TEXHOJIOTHH TOKYMEHTAlMOHHOTO OOECHEeUEHNs YIpPaBICHIECKOH NeITeIbHOCTH

5.2. IIpumepHblii NepevyeHb BOMPOCOB K IK3aMeHY

He npenycMoTpeHo yaeOHBIM IIIaHOM

5.3. TemaTuka KypcOBbIX padoT (KypcOBBIX NPOEKTOB)

He npenycMoTpeHO yaeOHBIM IIIAHOM

5.4. ®oHA OLEHOYHBIX CPEACTB /JIf NPOBEICHUS TEKYIIero KOHTPOJISI

Tembl 1OKITag0B

1.0co0eHHOCTH THCBMEHHOTO JICIOBOTO OOIICHHSI.
2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.
3.CucreMsl JOKYMEHTOB.
4.0Opranu3aOHHO-TIPABOBbIE JOKYMEHTBHI.
5.PacnopsiiuTenbHbBIE TOKyMEHTHI.




6.MadopMannOHHO-CIIPaBOYHbIE JOKyMEHTEI.

7.PexBu3uthl 1okyMeHTOB. O0s3aTeNbHBIC H (haKyTbTaATUBHEIC.
8.PeKBU3HTEI 1aTa, TIOAIICH B POCCHIICKOM 1 3apyOS)KHOM JOKYMCHTOBEICHHH.
9. DTHKETHBIE aCHEKTH JeJI0BOTO MUCHMa.

10.2)KaHpbl NHCHMEHHOTO ETOBOTO OOIIEHUS.

11. 3aronoBok 1 Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBOAUTENBHOE MUCBMO K JOKyMEHTaM.
13.[{upKyaspHbIE MUCHMA.

14.ITpuka3ssl.

15.ITucbmMo-noATBEPIKACHHE.

16.Teneonorpamma.

17.bnanku.

18.Tpadapetsl, HhopMyIsapbl, N1a0IOHBI.

19. IIpereH3u0OHHAs NEPENUCKA.

20. Kommepuecknit 3ampoc.

Tematuka scce

1. ba3a naHHBIX

2. bnank nokymeHra

3. JlenoBast mepenucka. DTUKAa U MpaBUIIa

4. JlokymeHT0O00pOT

5. JIOKyMEHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMEHTBI U UX Ki1acCH(pUKaIHS

7. JIOKyMEHTBI 10 TMYHOMY COCTaBy

8. JIOKyMEHTBI 1O TUYHOMY COCTaBY U UX OCHOBHBIE BH[bI

9. Enunas rocymapcrBenHas cucteMa aenomnpousBosctsa (EI'C/I)

10. 3ammra JOKYMEHTOB

11. 3amuTa 3JeKTPOHHBIX JIOKYMEHTOB

12. UsroroBieHne qOKyMEHTa Ha KOMIIbIOTEPE

13. WudopmannoHHO-cIIpaBOYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpE

14. WNnpopMannoHHO-CIIPaBOYHBIE JOKYMEHTBI

15. Hctopus pa3Butus ciiyx0 mTokymeHTanuu B Poccuu

16. Kraccnguxammm nOKyMEHTOB

17. KoHTponb ucnonHenus: JOKyMEHTOB

18. Ha3nauenue 1 OCHOBHbIE BU/IbI HH(POPMALIIOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTAIIHOHHOMY OOECIICUCHHUIO YIIPaBICHHS
20. OOBEKT U IpeIMET IeMONPON3BOACTBA

21. Opranuzauuy paboThl ¢ TOKyMEHTaMHU

22. OpraHu3anyoHHas CTpYKTypa HepcoHaia, 00ecIednBaronero paboTy ¢ JOKyMEHTaMu
23. OpranuzalnnoHHbIE TOKYMEHTBI, UX Ha3HAYEHUE U BUIBI

24. OCHOBHBIE NIPHUHIIMITBI OPraHU3ALUN PAOOTHI C JOKYMEHTaMU

25. [lepBHUuHBI JOKYMEHT

26. [IncbMo, BHIIBI TTHCEM

27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPAHEHHIO

28. [IpaBuia BHYTPEHHETO TPYAOBOTO paclopsaka

29. [Tpuxka3

30. Perucrpanus n1okymMeHTOB

31. PexBU3UTHI JOKYMEHTOB

32. Poxnb nH}OpMaIy B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHSX

33. CucreMa opraHu3allMOHHO-PACIOPAJUTENBHON TOKyMEHTaUI

34. Crioco05! 3akperieHnst HHYOPMAINH JUTs TOKyMEHTAI[OHHOTO HCIOIb30BAHUSL
35. CranpapTu3anus B CHCTEMax JAEIONPOU3BOICTBA

36. CtpykTypa OpraHuzaluu

37. TexHonorust XxpaHeHUs TOKyMEHTOB

38. YHuumupoBaHHas CUCTeMa JOKYMEHTaIluU

39. YcraB npeanpusTus

40. ®dopmupoBanue U 0hopMIICHHE JIET

6. YHEBHO-METOJUYECKOE U THO®OPMALIMOHHOE OBECIIEYEHUE JUCHUIIIMHBI (MOAY JIS)

6.1. Pexomenayemas aureparypa

6.1.1. OcHoBHas TUTEpPaTypa

ABTOpBI, COCTaBUTENN | 3arnaBue | W3znarenscTBO, TOI | Konng-Bo




ABTOPBI, COCTaBUTEITH

3araBue

W3narenscTBO, TO1

Komnu-Bo

Koponesa T. A.

JloKyMEHTHpOBaHHE YIIPABICHUECKOI! NeATeIbHOCTH: yueOHOe
nocob6ue

Camnkr-IlerepOypr:
CII6I'MKuT, 2020

OnexTpoH
HBIA

pecypc

J1.2

Jleonona C. JI.

JloKyMeHTHpOBaHUE YIIPaBICHYECKOH NeATEIIbHOCTH:
IMpakrukym: yaebHOE mocobOue

Mocksa: PTY
MUPDA, 2022

DNeKTpoH
HBIN

pecypc

6.1.2. JlonosiHuTEIBHAS JIUTEPATYPA

ABTOpLI, COCTaBUTCIIU

3aryaBue

UsnarenscTBo, rox

Komnnu-Bo

J12.1

Makosenxuii B. B.

JIoKyMEHTHPOBAaHHUE YIIPABIEHUECKOM IEITETbHOCTH: yueOHOE
rocooue

M.: KonocC, 2005
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2.2

TTomos B. H.

JIOKyMEHTHPOBaHKE YIIPABICHYECKOM e TEIbHOCTH: yaeOHOE
rmocooe

HoBocubupck:
CI'VBT, 2019

DIeKTpoH
HBIA

pecypc

6.2. Ilepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHMKALMOHHOM ceTu ""UnTepHeT"

€|

Kypnan "Ienonpouzsoactso"https://www.top-personal.ru/officeworks.html

6.3.1 IlepeyeHb MPOrpaMMHOro odecne4eHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

63.14

Project 2016

6.3.1.5

Visio 2016

6.3.1.6

VisualStudio 2015

6.3.1.7

Office 2007 Suites

6.3.1.8

GIMP

6.3.1.9

MozillaFirefox

6.3.1.1
0

MozillaThinderbird

6.3.1.1
1

7-Zip

6.3.1.1
2

CrpasouHas npaBoBas cucreMa Koncynerantllnroc

6.3.1.1
3

ONEKTPOHHBIH Nepuoauueckuil cripapoyHuk «Cucrema I'apanT»

6.3.1.1
4

OfficeStandard 2010

6.3.1.1
5

OfficeStandard 2013

6.3.1.1
6

LibreOffice

6.3.1.1
7

OC Windows Vista

6.3.1.1
8

OC Windows 7

6.3.1.1
9

OC Windows 8

6.3.1.2
0

OC Windows 10

6.3.1.2
1

Ubuntu (Mint)

6.3.1.2
2

Project Expert 7 Holding

6.3.1.2
3

OpenOffice 4.1.1

6.3.1.2
4

1C: IIpennpusrtue 8. Cenbckoe x03s1iicTBO. KoMrnekr st 00ydeHust B BBICIIUX U CPEIHUX Y 3.

6.3.1.2
5

«ITanopama 3EMJIEJIEJTUE»




6.3.1.2 | meguanpourpsiBatens VLC

6.3.2 IlepeueHb MHGOPMANHOHHBIX CPABOYHBIX CHCTEM

6.3.2.1 | OnexrponHas 6HONMMOTEUHAs cUcTeMa U3naTenbeTBa «JlaHby. [TomTHOTEKCTOBAs 3MIEKTPOHHAS OHOIHOTEKA.
VHnuBHayanbHBINA HEOrpaHHYCHHBIH JOCTYN Yepe3 (pUKCHpOBaHHBIN BHemHUH [P anpec akageMun HEOrpaHUYCHHOMY
KOJIMYECTBY TIOJIH30BATEINCH U3 JIF00O0# TOYKH, B KOTOPOW MMeeTCst 1oCTyn K ceth MHTepHeT. http://e.lanbook.com

6.3.2.2 | DnexTpoHHBIN Tieproaryueckuit cripaBouHuK «Cructema '’APAHTY. I[TomHOTEKCTOBBIH, 00HOBIsIeMBIi. JlocTyr Mo
JIOKQJIbHOM CEeTH aKaJIeMUH

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUME JUCHUIIJIMHBI (MOAY JIS)

Aynuropust Bun pabot Hasnauenue OCHaIIEHHOCTh

Cron npenonasarens (1 wr.), cronst (30 wr.), cryass (60 mrT.), cTyn
npenoxaBatens (1 mr.), mocka ayguropHas (1 mT.), TpuOyHa (1 mT.),
35a Jlek VY4eOHas aymuTOpHs JEeMOHCTpallMOHHOEe  obopynoBanue (Oemast JakoBasi MarHUTHO-
MapkepHas mgocka (1 mr.), mpoekrop Toshiba (1 mT.) W ydeOHO-
HaTJISTHBIE TTOCOOHS

JleMoHCTpallMOHHAasT ~TeXHWKa  (MHTepakTWBHas  Jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOYyrOyk Acer Asp T2370 (1 mrt.),
npoekrop Toshiba (1 1mT.)), cTon moiaMpoBaHHBIA (3 1INT.), CTOX
yaeHmdeckuit (7 mrt.), cton KommbiorepHbri (11 mT.), crym (20 mT.),
CTyNbSl, KOMITBIOTEPHAsT TEXHHKA C BO3MOXKHOCTBIO ITOAKIIOUCHUS K
cetu "HUntepHer" u olecneueHHeM JOCTya B  BIEKTPOHHYIO
“HGPOPMAIIMOHHO-00pa3oBaTeNbHyI0 cpeny opranu3anuu (10 mT.)

ITomemenue i
CaMOCTOSATENBHON PabOTHI

236 CP

KommprotepHass TeXHWKa C BO3MOXKHOCTBIO IIOJKIIOYEHHS K CETH
"NuTepuer” n  obecrieueHMEM  JOCTyma B OJICKTPOHHYIO
ITomemmenue ams nH(pOPMAIMOHHO-00pa30BaTeNbHYI0 cpedy opraHusanuu(l9 mr.),
CaMOCTOSATENBHON paboThl | CTONBI (17 IIT.), KOMIBIOTEPHBIH CTONT 6-M MECTHBIM (3 IUT.), CTYIbs
yaenmueckue (34 mmT.), crymes 1mw/M (18 1mT.), cremmaxkm C
nuTepaTypoii, Bugeoysenuautens Optelec Wide Screen (1 mit.)

123 CP

CCron nmpenogasartens (1 mr.), mapra 3-xmectHass co ckamerikoit (10
mrT.), cTyAbst (5 mT.), ctyn mpenoxaBatens (1 mr.), gocka (1 mmir.),
Sla VYueOHast aynutopust Tpubyna (1 1mT.), IeMoOHCTpamuOoHHOE obOopynoBanue (DKpaH ¢
anexrponpuBojgoM Electric Screen (1 mT.), mpoexrop Toshiba (1 mt.),
HOYTOYK Acer Asp T2370 (1 mit.)) 1 ydeOHO-HATIAAHBIE TOCOOHS

Croxn nperomaBarens (1 mr.), cronsl (6 mr.), ctyabs (18 mT.), cTyn
npenopaBatens (1 mmr.), mocka (1 mT.), cronm KommbiorepHbId (10
45a VYdeOHas aymuToOpHs mrt.), cTynbs (10 mrT.), TeMOHCTpaluoHHOEe 00pyaoBaHHE (KOMIBIOTEP
Intel G32603 3 GHz 3 M (10 mrT.), momotHo pynonnoe (1 wT.)) U
y4eOHO-HaTIISATHBIE TOCOOUS

8. METOMYECKHE YKA3AHUSA /IS OBYYAIOIIIUXCS IO OCBOEHHUIO JUCHUIIJIMHBI (MOZLY JIS)

Meroauka M3ydeHHs Kypca INpeaycCMaTpHBAaeT Hapsimy C JICKIMSAMH W NPAKTHYCCKUMH 3aHATHUSAMH, OPTaHHM3AIMIO CAMOCTOSATEIHHON
paboOTHl CTYIEHTOB, NPOBEICHUE KOHCYIBTAIMH, PYKOBOACTBO AOKIAJaMH CTYAEHTOB JUIS BBICTYIUICHHS HA HAy4YHO-TIPAKTHUECKUX
KOH(EPEHIHAX, OCYILECTBICHNE TEKYIIET0, MPOMEXKYTOUHOTO (hOPM KOHTPOIISL.

Cucrema 3HaHHH IO IUCHHUIDIMHE «JlOKyMEHTHpOBAaHHE YIPABICHYECKOW AEATENEHOCTH» (OPMHUPYETCS B XOAE AayAHTOPHBIX W
BHEAyMUTOPHBIX  (CAMOCTOSITENBHBIX) 3aHATHH. VICONB3ys JICKIMOHHBIH — MaTepuan, Yy4eOHMKM ¥ ydeOHbIe ITOCOOWS,
JOMOTHUTENbHYIO JUTEPaTypy, MPOSBIAs TBOPUECKUH IOAXOJ, CTYyAEHT TOTOBHUTCS K MPAKTUUECKUM 3aHATHSM, paccMaTpuBas UX
KaK MOTIOJTHEHHE, YIITYOJIeHHE, CHCTEMaTU3alHI0 CBOMX TEOPETHUECKUX 3HAHMI.

Jn1s 0CBOCHUS TUCITMIUINHEI CTYAEHTaMH HEOOXO0IMMO:

1. TlocemaTp neKkuu, Ha KOTOPBIX B CXKATOM M CHCTEMHOM BHJE W3JIaralOTCsl OCHOBBI IHUCIMIUIMHBL: JAIOTCA OMNpEIeICHUSI
MOHSTUH, 3aKOHOB, KOTOpBIE IOJDKHBI 3HATh CTYAEHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTU MOBEIEHUS KOHOMHUECKHX CYOBEKTOB.
CTyneHTy BaKHO IIOHATB, YTO JIEKIMS €CTh cBoeoOpasHas TBOpUecKkas (opMa caMOCTOSTENBHOM paboThl. Hamo meITaThes crath
AKTUBHBIM COYJAaCTHHKOM JICKI[MM: IyMaTh, CPABHHUBATH M3BECTHOE C BHOBbH IIOJIy4a€MBIMHU 3HAHHSIMH, BOHTH B JIOTHKY W3JIOKCHUS
MaTepHuaja JEKTOpOM, CIEJUTh 3a XOJOM €ro MBICIEH, 3a ero aprymMeHTanueil, HaXoAuTh B Hell Kaxymuecs BaM ciaboctu. Bo
BpeMsl JIEKIMHM MOXKHO 3a/laTh JIEKTOPY BOIPOC, KENATENbHO B MHCbMEHHOH (opMme, 4TOOBI HE MEIIaTh M HE HApYyIIaTh JIOTUKU
npoBeneHus Jexkiuu. CIymmas JIeKIUo, cleayeT 3a(HUKCHpOBAaTH OCHOBHBIC HJIEH, MOJOKEHMs, 0000meHNs, BBIBOABI. Pabora Han
3alHChI0 JIEKIHMU 3aBepmiaeTca aoma. Ha cBexyro ronoBy (IOKa emie JeKuus B MaMITH) HAfo0 YTOYHHTh TO, YTO 3allUCaHO,
000TraTUTh 3alUCh TE€M, YTO HE YAaloCh 3a(UKCHPOBAaTh B XOA€ JIEKLUH, 3alMucaTh B BHAE BOIMPOCOB TO, YTO HAJO MPOSICHUTH, 1O
KOHIIA TIOHATh. BakHO COOTHECTH Martepwan JeKIMH C TeMOW yueOHOH MporpaMMBI W YCTaHOBHTH, KaKHe €€ BOIPOCH HAILIH
OCBCII[CHHE B MPOCIyIIaHHOW JieKiy. Torma monesHo oOpamaThes M K ydeOHHKY. JIekums u ydeOHHK He 3aMEHSIOT, a JOTIOJIHSIOT
ApYT Apyra.

2. Iocemare MpakTUYeCKHE 3aHATHS, K KOTOPBIM ClelyeT TOTOBHThCA M AaKTMBHO Ha HUX paboTaTh. 3aJaHHE K MPAKTHYECKOMY
3aHATHIO BBIAACT TMIpeNoJaBaTeNb. 3aJlaHUE BKIOYaeT B Ce0S OCHOBHBIE BOINPOCHL, 3aJadd, TECTRI M pedeparsl Uit
CaMOCTOATENBHON paboThl, MuTepaTypy. IIpakTudeckue 3aHATHS HAUYMHAIOTCS C BCTYNUTENBHOTO CIIOBA IIPENOJaBaTels, B KOTOPOM
Has3bIBAIOTCA LENb, 3aJadd M BONpPOCHl 3aHATHS. B mpolecce mpoBeleHUs 3aHATHH TpernojaBaTelb 3aJaeT OCHOBHBIE U




JONMOTHUTENbHBIC BOIMPOCHL, OpraHM3yeT HX oOcyxkneHue. Ha mpakTudeckux 3aHATHAX peIIaroTcs KOHKPETHBIE 3aJadd Mo
JICIIONIPOU3BOJICTBY, Pa30MPAIOTCS TECTOBBIC 3aJaHMsl M 3aJaHus, BBIIAHHBIC JUI CaMOCTOSTEIBHON pabOThI, 3aCIyLINBAIOTCS
pedepaTuBHBIe BBICTYIUICHHS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, I HE MOJATOTOBUBINMECS K HEMy, IPHIJANIAIOTCS Ha
KOHCYIbTAllUI0 K MpenoaaBaTento. IIpakrhuueckoe 3aHATHE 3aKaHUMBAETCA IIOJABEACHUEM UTOIOB: BBIBOJAMHM 10 TEME U
BBICTAaBJIEHHEM OIIEHOK.

3. CucreMaTH4YecKd 3aHUMAThCS CaMOCTOSITENILHOW pabOTOH, KOTOpas BKIIOYaeT B ceds M3ydeHHE HOPMATHBHBIX JOKYMEHTOB,
MaTepHalloB Y4eOHHKOB M CTaTeil M3 JKOHOMHYECKOH JMTEpaTyphl, peIIcHHWEe 3aJad, HalHCaHHe IOKIanoB, pedeparos, 3cce.
3ajaHus AT CAMOCTOATETIBHON pabOTHI BBIIAIOTCSA MPENO/aBaTeIeM.

4. Tlon pyKOBOACTBOM TpeNoJaBaTeNlsi 3aHMMATbCsS HAYYHO-UCCIEAOBATENBLCKOW paboToll, 4TO MpennosaracT BHICTYIUIEHHSA C
JIOKIIaIaMH Ha HayJHO-TIPAKTHIECKUX KOH(PEPESHIMAX 1 IyOIMKAIIIIO TE3MCOB U CTaTeH TI0 UX pe3yabTaTaM.

5. Ilpu BO3HHMKAIOIUX 3aTPyAHEHHMAX IPU OCBOCHUHU NUCLUILUIUHBL «JlOKYMEHTHPOBAHUE YIPABICHUYECKOM JAEATEIBbHOCTHY», VI
HEYCNIEBAIOIUX CTYJEHTOB M CTYAEHTOB, HE MOCEUIAIOMUX 3aHATHUSA, MPOBOJATCS €XKEHENENbHbIe KOHCYNbTallUH, Ha KOTOpBIE
NPUITIAMIAIOTCS HEYCHEBAIOIINE CTYICHTBI, a TAKKE CTYICHTHI, WCIBITHIBAIOMINE IMOTPEOHOCTh B IOMOIIM IPENOAaBaTels IpH
U3y4E€HUH JUCLUILINHBL.

IIpu n3yyeHny QUCUUILIUHBI « JJOKyMEHTUPOBaHUE YIIPABJIEHUECKON AEATEIIbHOCTH CIELYET YCBOUTD:

- JOKYMEHTHpPOBaHHOE oOecnedyeHe NPeaNpUATHH 1 OpraHu3aIuii;

- COCTaB PEKBU3UTOB JJOKYMEHTOB U ITpaBMIIa HX 0()OPMIICHUS;

- OpPraHU3alMOHHO-PACIOPSAUTENBHBIE JOKYMEHTBI, IPABUIIA UX COCTABICHUS;

- OpraHM3aIHIo pabOThI C JOKYMEHTAMHU.

TpeboBanus, npebsABIsIEMbIE K BHITOJIHEHUIO KOHTPOJIBHBIX 3a/1aHui. [Ipy BBIIIOTHEHUY KOHTPOJIBHBIX 3aJJaHUH CIIeyeT:

1. IlonyuuTh 4eTKUH OTBET HA BCE BOIIPOCHI, COAEPKALUECS B KOHTPOIbHOM 3alaHUMU.

2. MakcuManabHO YETKO M3T0KUTD CTIOCOO BBIOIHEHUS] KOHTPOIBHOTO 3a[aHHUS.

3. OdopmuTh 331aHNE B COOTBETCTBHH C IIPEIbSBICHHBIMU TPEOOBaHUSIMHU.

4. ITo BO3MOKHOCTH, OCYILIECTBUTH IIPOBEPKY MOJIy4EHHBIX PE3YJILTATOB.

Ilo cormacoBanmio C mpemojaBaTelieM WIM IO €r0 3aJaHHI0 CTYOEHTHI MOTYT TOTOBHUTH pedepaTsl IO OTACIBHBIM TeMaM
qucoumnHel. OCHOBY JMOKIAJOB COCTaBNIseT, KaK IIPaBHUJIO, COJEp’KaHUE IOJrOTOBIEHHBIX CTyleHTaMH pedepatoB. KauecTBo
y4eOHOH  paboThl CTyAEHTOB IpeHojaBaTellb OLECHMBAacT IO pe3ydbTaTaM TECTUPOBAaHMS U 3adera. |eCTUpOBaHHUE
OpPTaHM30BHIBACTCS B KOMITBIOTEPHBIX KIaccax. Bce BOIPOCH TECTHPOBAHMS OOCYKIAIOTCS Ha JICKIMOHHBIX W IPaKTHYECKIX
3aHaTHAX. IloaroroBka K 3adeTy NpPEANONaraeT H3y4eHUE KOHCIIEKTOB JIEKLUH, PEKOMEHIYEMOH JHMTepaTypbl M JAPYIHX
UCTOYHMKOB, IOBTOPEHUE MATEPUAIIOB MPAKTUYECKUX 3aHATUI.

INPAJIOXKEHHUSA




JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



