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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)
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Hanpasnennocts (npoduis) YrpasieHue 4enoBeYECKUMH pecypcaMu
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HPIETPEBETHE CEIIbCKOrO XO3SMCTBA POCCUIICKON ®EIEPALINN



[Iporpammy cocTaBui(u):
cm.np., 3aiiyesa Haoeoxcoa Ilemposna

[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
HanpasnenHocts (po¢uib) YpaBieHHE YeIOBSUECKUMH pecypcaMu
, onoOpennsIii YuensiM coBetoM @PI'BOY BO Uysamickuii 'AY ot 17.04.2025 r., mpotokoxn 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 | KagpoBblii ayauT U AEI0IPOU3BOICTBO

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

2.1.4 | BHEIIHEOKOHOMUYECKHE CBSI3U MIPEANPUATUN arpOIpPOMBIIUIEHHOIO KOMILIEKCa

2.1.5 | MadopManmoHHBIC TEXHOIOTHH B MEHEIXKMEHTE

2.1.6 | [Ipou3BoACTBEHHAS IPAKTHKA, HAYIHO-HUCCIIEA0OBATENbCKAs paboTa

2.1.7 | YueOHas nmpakTuka, HaydHO-HCCIIeA0BaTeIbCcKas paboTa (MOTydeHHUE MEPBUYHBIX HABBIKOB HAYYHO-HUCCIIEIOBATENbCKON
paboTHI)

2.1.8 | JlenoBble KOMMYHUKALIUU

2.1.9 | MlHOCTpaHHBIH A3bIK

2.1.10 | MapxeTusr

2.1.11 | MeToapl MpUHATHS YIPABIEHYECKUX PEIICHUH

2.1.12 | Ctatuctuka

2.1.13 | Yuebnas npakTrka, 03HAKOMUTEIbHAS TIPAKTHKA

2.1.14 | IIcuxonorus IMYHOCTH U Ipo(ecCHOHATBHOE CAMOOIIpeIeTICHUE

2.1.15 | [Icuxocamoperyssinust 00yJaromerocsi ¢ OrpaHUYCHHBIMEA BO3MOXHOCTSIMHU 310POBBS

2.1.16 | DxoHOMUYECKasT COLUOJIOTHS

2.1.17 | DxoHOMUYECKask TEOPUS

2.1.18 | Uctopus (ucropus Poccuun, BceoOiast ucropus)

2.2 | JucuMJIMHbI M IPAKTUKH, 1JI51 KOTOPbIX OCBOECHHME JAHHON AMCUMIJIMHBI (MOAYJIA) HEOOXOAUMO KaK
npeauIecTByoIee:

3. KOMIETEHIIY OBYYAIOLIETOCSI, POPMUPYEMBIE B PE3YJILTATE OCBOEHMS JUCIIUIIINHBI
(MOJY.JIST)

YK-4. CiocobeH oCcyImecTBIATh AETOBYI0 KOMMYHHKAIHIO B YCTHOH 1 IINCBMEHHOW (hopMax Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanun 1 THOCTPAaHHOM(BIX) S3bIKE(aX)

VK-4.1 3Haer: npuHIMIIBI TOCTPOEHHS YCTHOTO U MUCHbMEHHOTO BBICKA3bIBAaHUS HA PYCCKOM M MHOCTPAHHOM f3bIKaX, MpaBuia U
3aKOHOMEPHOCTH JEJI0BOH YCTHOHN U MMCbMEHHOM KOMMYHHUKALIUK

VYK-4.2 YMeeT: mpUMEHSITh Ha MPAKTHKE ACTOBYI0 KOMMYHHUKAIIMIO B YCTHON U MUCbMEHHOM (popMax, METOIbI M HABBIKU JI€JIOBOTO
0OIIeHNs] HA PYCCKOM M HHOCTPaHHOM SI3bIKaX

VYK-4.3 meeT HaBBIKA: YTCHUS U nepeBoJia TCKCTOB HAa HHOCTPAHHOM S3BIKEC B HpO(I)CCCI/IOHaJ'ILHOM 06mex—mn

TIK-3. CocoGeH ocyIiecTBasTh cOOP, MOHUTOPHUHT U 00pabOTKY AaHHBIX C UCTIOIb30BAHUEM NEPEIOBBIX HH)OPMAITMOHHBIX
TEXHOJIOTHH 1JIsl IPOBEJCHUS PACUETOB 3KOHOMUYECKHX ITOKa3aTeeit

ITK-3.1 3Haet: MeTo 16l cOOpa ¥ 00PaOOTKH IKOHOMHYECKOW HH(POPMAITUH, METOBI yIeTa M aHAJIN3a SKOHOMHUYECKUX MoKa3aTenei
XO3SIMCTBEHHOM JeATEIFHOCTH OPTaHN3AIMHY | €€ TT0Ipa3IeTICHIH C yIeTOM OTPAcCIeBOIl HAPaBICHHOCTH S TEIEHOCTH

ITK-3.2 YMeeT: oCymecTBIATs cO0p, MOHUTOPUHT U 00pabOTKY MCXOTHBIX JaHHBIX [UIS COCTaBICHHUS IIPOCKTOB (PHHAHCOBO-
XO3HCTBEHHOH, MPOU3BOICTBEHHOW N KOMMEPUECKOH JeITeIbHOCTH (OM3HEC-TUIAHOB) OpraHU3aIiH

[1K-3.3 MmeeT mpaKTHUECKHUH OIBIT: y4eTa U aHaI3a SKOHOMUYECKUX MOKa3aTeNlel eI TelNbHOCTH OPTraHU3allH C
UCIOJIb30BaHUEM COBPEMEHHBIX TEXHHMYECKHX CPEICTB M MH(POPMALOHHBIX TEXHOJIOT U

B pe3yJabTaTe OCBOCHUSA TUCHUILINHDBI oﬁyqaloumﬁcs; JOJIZKECH

3.1 |3nars:

3.1.1 | HOpMaTUBHO-METOINIECKYIO Oa3y nenonpon3BojcTBa B Poccuiickoit deneparum;

3.1.2 | 0cOOEHHOCTH SA3bIKA U CTHIIS COCTABICHHS CJ'Iy)K€6HLIX JOKYMCHTOB;

3.1.3 | cenm¢puKy opraHu3anui HHOOPMALUOHHO-TTIOMCKOBON CUCTEMBI M KOH-TPOJISL HCIIOJTHEHUS IOKYMEHTOB;

3.1.4 | TpeboBanHus K OaHKaM CIIy)keOHOTO JOKYMEHTAa,

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIOHHO-PACIOPAIUTEIPHON JOKYMEHTA-I[UX U IpaBHUiIa UX 0(OPMIICHHUS;

3.1.6 | Ha3HAUECHUE, CTPYKTYPY U COJAEPKAHUE CUCTEMBI OPTaHU3ALUOHHO -PACHIOPSAUTENILHON JOKYMEHTALUY;




3.1.7

yHI(HUIIPOBaHHEIE (OPMBI OPraHU3aNNOHHO-PACIOPSIUTEIBHBIX JO-KyMEHTOB,

3.1.8

TIOPAIOK, OTAallbl 1 OCHOBHBIC TPOUEAYPHI OpTaHU3alun pa60T1)1 C IOKYy-MEHTaMU,

3.1.9

OTalnbl ABMXCHUA JOKYMCHTOB B OpraHU3alli B IIPOILIECCe I[OKyMeHTO—O60pOTa 1 NIOPAAOK UX PETUCTPALIUH;

3.1.10

InpaBujia paGOTLI C BXOJAIIMMH, UCXOAAIIUMMHA U BHYTPECHHHUMH JOKY-MCHTAMU,

3.1.11

0COOCHHOCTH PabOTHI C KJIPOBBIMH JOKYMEHTaMH, C 00pALICHUAMH IPaXKIaH.

3.2 | YmeTh:

3.2.1

OpPTraHU30BBIBATH TIOKyMEHTOOOOPOT U JOKYMEHTAILHOE COTPOBOXKIICHNE paOOTHl B OpraHax TOCyIapCTBEHHON H
MYHUIIMNIAIIBHOMN BJIACTH M UHBIX OPTaHU-3aLUsX;

322
JIMYHOMY COCTaBY;

0OpPMIIATh OpraHU3AIIOHHBIE, PACHOPIAUTEIBHBIC, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI T10

323

OpraHn30BbBIBATH JOKYMECHTOIIOTOKA B CUCTEME ,HOKyMCHTOO60pOTa, MapupyThbl ABUKEHUA JOKYMEHTOB B OpraHu3aluu,
IOATOTOBKY €I K II€peaavc peruCTpupoBaTb AOKYMCHTEI B OpraHU3alluu;

324

OpraHu30BbIBATH pa60Ty C BXOJAIMMMHU U C UCXOAANMU JOKYMEHTaAMU

325

TMOATOTABIIMBATH JOKYMEHTEI K IEPEIavu€ Ha XpaHCHUE B apXUB.

3.3

HNmeTh HAaBBIKM M (MJ1H) ONBIT JESITEIbHOCTH:

33.1

COCTaBJIEHHS, 00pabOTKH M PadOTHI ¢ JOKyMEHTAINEH pa3IMgHOTO YPOBHS M HAIIPABJICHH;

332
pacnopsauTeNTsHON JOKYMEHTAIINH,

COCTaBJICHUA, IIPABKU U PEAAKTUPOBAHHA BUAOB JOKYMCHTOB, BKJIFOYEHHBIX B CHUCTEMY OpraHMU3allMOHHO-

3.3.3 | cocTaBiieHUs HOMEHKIIATYpPhI JI€T;

334

(bopmupoBaHus U 0pOPMIICHHS A€Na, OTIHCH AC.

4. CTPYKTYPA U COAEPJKAHHUE ANCLHUILIAHGI (MOLY.JIST)

HaumeHnoBaHue pa3jeoB U TeM /BH] Cemectp / | Haco | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHsaTUs/ Kypc 107071 pakT. | moar.
Pazpgean 1.
Tema 1. JlokyMeHTHpOBaHHOE OOecIIeueHne 5 1 YK-4.1 VK- JI1.1J12.1 0 0
npexnpusTuil u opranmzanuii /Jlex/ 4.2 VK43 J12.2J12.3
TIK-3.1 IIK- 31
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOecIieueHne 5 14 [ YK-4.1 VK- JI1.1J12.1 0 0 Joxnan,
npeanpusTuii u opranuzanuii /Cp/ 42 VK-43 JI2.2J12.3 TECTHUpPOBAHUE,
IIK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 2. CoctaB peKBH3UTOB JJOKYMEHTOB U 5 2 YK-4.1 VK- JIT.1J12.1 2 0 poOIeMHasT
npasmiIa ux opopmieHus /Jlex/ 4.2 VK-4.3 JI2.2J12.3 JIEKLUS
TIK-3.1 IIK- 31
3.21IK-3.3
Tema 2. CoctaB peKBH3UTOB JOKYMEHTOB U 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npasmia ux opopmienus /Cp/ 4.2 VK43 J12.2J12.3 TECTHPOBaHME,
IIK-3.1 IIK- 31 TBOpUECKast
3.21IK-3.3 pabota
Tema 3. OpranuzanoHHO- 5 1 YK-4.1 VK- JIL.1J12.1 0 0
pacnopsiauTeabHbIe JTOKYMEHTBI, IPaBHiia UX 42 VYK-43 JI2.2J12.3
cocraBnenus /Jlex/ IIK-3.1 IIK- 31
3.21IK-3.3
Tema 3. OpranuzaioHHO- 5 14 VK-4.1 VK- JI1.1J12.1 0 0 Joxman,
pacopsiAUTENBHBIE TOKYMEHTHI, IPAaBHIIa UX 42 VYK-43 JI2.2J12.3 TECTUPOBAHNE,
cocraienus /Cp/ IIK-3.1 IIK- 91 TBOpYECKAsI
3.2 TIK-3.3 pabora
Tema 4. UIH)OPMAITMOHHO — CIIPABOYHBIC 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Joxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 4.2 VYK-4.3 JI2.2 J12.3 TECTUPOBAHNUE,
odpopmnenus /Cp/ IK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabota
Tema 5. Haznauenue, kiaccuduranus 5 2 VK-4.1 VK- JI1.1J12.1 2 0 KEHCHI
CITY>KeOHBIX ITHCEM, 0COOCHHOCTH X 4.2 VK-4.3 J12.2712.3
cocrasnenus /ITp/ TIK-3.1 IIK- 21

3.2TIK-3.3




Tema 5. Ha3nauenue, knaccuukanus 5 14 VK-4.1 VK- JI1.1J12.1 0 0 Joknan,
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 42 VYK-43 JI2.2J12.3 TECTHPOBAHUE,
cocrasienus /Cp/ [IK-3.1 K- 31 TBOpYECKast
3.21IK-3.3 pabora
Tema 6.0Opranu3zarust paboTHI ¢ 5 2 YK-4.1 VK- JI.1J12.1 2 0 JlenoBas urpa
nokymentamu /TIp/ 42 VYK-4.3 J12.2J12.3
IK-3.1 TIK- 31
3.2TIK-3.3
Tema 6.0Opranu3zamust paboTsI ¢ 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
nokymentamu /Cp/ 4.2 VYK-4.3 J12.2712.3 TECTHPOBAHHUE,
ITK-3.1 TIK- 21 TBOpUECKas
3.2TIK-3.3 pabora
Tema 7. CocraBinenue u ohopMiieHHE 5 12 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
JIOKyMEHTOB 110 THYHOMY cocTaBy /Cp/ 4.2 VK-4.3 JI2.2J12.3 TECTUPOBAHHE,
ITK-3.1 TIK- 21 TBOpUECKast
3.2TIK-3.3 pabora
3auer /3auét/ 5 4 VYK-4.1 VK- JI1.1J12.1 0 0
4.2 YVK-4.3 J12.2712.3
IIK-3.1 IIK- 31
3.2TIK-3.3

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 TOKITag0B

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. Basza maHHBIX
2. bnank noxymeHra
3. JenoBas nepenucka. DTUKA U MpaBUiia
4. JlokyMeHT0000pOT
5. JloKyMEeHTOOOOPOT Ha KOMIIBIOTEpPE
6. JIOKyMEHTHI ¥ MX KTacCH(HKAIHS
7. JIOKyMEHTBI IO JINYHOMY COCTaBYy
8. JIOKyMeHTBI IO TMYHOMY COCTaBY U UX OCHOBHBIE BHJBI
9. Enunas rocynapcrBennas cucrema nenornpousBojictsa (EI'CJI)
10. 3ammura JOKYMEHTOB
11. 3ammra >JIeKTPOHHBIX JOKyMEHTOB
12. H3roroBneHue JOKyMEHTa Ha KOMIBIOTEPE
13. WudopmannoHHO-CIIpaBoYHAsT paboTa 110 JOKYMEHTaM Ha KOMITBIOTEpe
14. HudopmMannoHHO-CIIpaBOYHbBIE JOKYMEHTHI
15. Uctopus pazButus cuyx0 noxymeHtanuu B Poccun
16. Kraccuduxanuu 10KyMEHTOB
17. KoHTposp ucnonHenus JOKyMEHTOB
18. Ha3nadeHue 1 OCHOBHBIE BB HH(OPMAI[IOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopMaTuBHBIE JOKYMEHTBI 110 JOKYMEHTAlUOHHOMY OOECTIEUEHUIO YIIPaBICHHS
20. OOBEKT U TpeIMET JIeNONIPON3BOICTBA
21. OpraHu3anuu paboTsl ¢ JOKYMEHTaMH
22. OpraHu3alMoHHas CTPYKTypa MepcoHana, o0ecrneyrBaroero paboTy ¢ J0KyMeHTaMu
23. OpraHu3aloOHHbIE TOKyMEHTBI, X HA3HAYEHUE U BUJBI
24. OCHOBHBIE TIPUHIIMITEI OPraHU3alUH PAOOTHI C TOKYMEHTaMH
25. IlepBuuHBIi OOKYMEHT
26. [TuceMo, BUABI MUCEM
27. IlonroToBka HOKYMEHTOB K apXUBHOMY XPaHEHHIO
28. IIpaBuna BHYTPEHHETO TPYAOBOIO PacloOpsIKa
29. [Tpuka3
30. Perucrpanust 10KyMeHTOB
31. PexBU3UTHI TOKYMEHTOB
32. Pons ua(OpManuM B COBPEMEHHBIX OOIIECTBEHHBIX OTHOMICHHUAX
33. Cucrema OpraHu3allMOHHO-PACTIOPSAAUTENBHON JOKYMEHTAUU
34, Crioco0bl 3aKperuieHus] HHPOPMALUU TS TOKYMEHTAIIMOHHOTO HCIIOJIb30BaHHS
35. CranyapTu3alys B CUCTEMax JeJONpOU3BOICTBA
36. CTpyKTypa OpraHu3aliu
37. TexHonorust XpaHeHUsI TOKYMEHTOB
38. YHudunupoBaHHas cHCTeMa JOKyMEHTAIIHN
39. VYcraB npeanpusTus
40. ®dopmupoBanue U 0hopMIICHHE eI
6. YHEBHO-METOJUYECKOE U THO®OPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIIMHBI (MOAY JIS)
6.1. Pexomenayemas aureparypa
6.1.1. OcHoBHas 1UTEpPaTypa
ABTOPBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Komud-Bo
JI1.1 |Jleonoma C. JI. JloKymMeHTHUpOBaHUE YIIPaBIEHYECKOH 1€ATEIIbHOCTH: Mocksa: PTY DNeKTpoH
[Ipaxruxym: yueOGHOE ocobue MUPDA, 2022 HBIN
pecypc




6.1.2. lono/THNTe/ILHAS JJUTEPATYPa

ABTOpBI, COCTaBUTENN 3arnaBue W3znarenscTBO, TOA

Komnu-Bo

J12.1

Maxosernxuii B. B. JIOKyMEHTHpOBaHHE YIIPABICHUECKOI NeATeIbHOCTH: yaeOHOe M.: KomnocC, 2005
nocobue
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2.2

IIonos B. H. JloxyMeHTHpOBaHUE YIIPaBICHYECKOH IeATEIBHOCTH: ydeOHOe Hosocubupck:
mocooue CI'VBT, 2019

DNEKTPOH
HBII

pecypc

J12.3

Koponesa T. A. JIOKyMEHTHpOBaHHE YIIPABICHUECKOI! NeATEeIbHOCTH: yaeOHOE Camnkr-IlerepOypr:
rnmocoobue CIIoI'MKuT, 2020

OnexTpoH
HBIA

pecypc

6.2. Ilepeuens pecypcoB HH(pOPMAIHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH "UHTepHeT"

Ol

Kypnan "IenonpounsBoacrso”

6.3.1 IlepevyeHsb MpOorpaMMHOro odecrevdeHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

6.3.14

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

CmpaBouHas npaBoBas cuctema Koncynsrantllinroc

6.3.1.1
3

DJIEeKTPOHHBIH TIeproauueckuii cripaBoyHuk «Cucrema ['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: Ipennpusrtue 8. Cenpckoe X03s#cTBO. KOMIUIEKT /U1 00y4eHHs B BEICIINX U CPEIHUX Y 3.

6.3.1.2
5

«ITanopama 3EMJIEJIEJIE»

6.3.1.2
6

MezauanpourpeiBarens VLC

6.3.2 Ilepeuenb MHGOPMANHOHHBIX CPABOYHBIX CHCTEM




6.3.2.1 | OnexrponHas 6nbnMoTeyHas cucreMa u3naTenbeTsa «Jlanby. [TomHOTEKCTOBAS NIEKTPOHHAS OHOIHOTEKA.
VHauBHyanbHBINA HEOrpaHHUYCHHBIH IOCTYN Yepe3 (PUKCUpOBaHHBIN BHemHuil [P agpec akageMun HEOrPaHUYCHHOMY
KOJIMYECTBY TOJIb30BATEINCH 13 JIF00O0# TOYKH, B KOTOPOW MMeeTCst IOCTym K ceTh MHTepHeT. http://e.lanbook.com

6.3.2.2 | DnexrpoHHbIi eproarueckuit crpaBouHuk «Cructema 'APAHTY». I[ToqHOTEKCTOBBIH, 00HOBIsIeMBIi. JlocTyr Mo
JIOKAJIbHOM CETH aKaJieMUH

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

Aynutopust Bug padot Hasnauenue OCHAIIICHHOCTb

Cron npenogasatens (1 mr.), cronsl (6 wrT.), cTyabs (18 wT.), cryn
npenogaBatens (1 mr.), mocka (1 mT.), cronm KommbiorepHbIH (10
45a VYueOHas ayquTopHs mr.), cTynbs (10 mrT.), neMoHCTpauoHHOEe 00pyaoBaHHE (KOMIIBIOTEP
Intel G32603 3 GHz 3 M (10 wrT.), monotHo pynonHoe (1 wT.)) u
y4eOHO-HATTISTHBIC TIOCOOHS

Cron mpenogasatenst (1 mr.), cromsr (30 mT.), crymbs (60 mit.), cTyn
npenonaBatens (1 mr.), nocka aymutopHas (1 mrT.), TpubyHa (1 mr.),
35a Jlex Y4eOHast aynuTopust JeMOHCTpallMOHHOe obopynoBanue (Oenmast J1akoBask ~MarHUTHO-
MapkepHass nocka (1 mr.), mpoekrop Toshiba (1 mT.) m ydeOHO-
HaTJBITHBIE TIOCOOHS

JeMoHCTpallMOHHAsT  TeXHMKa  (MHTepakTHBHas  Jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mrt.),
npoekrop Toshiba (1 mr.)), crom nommpoBaHHBIN (3 INT.), CTOX
yaeHudeckuit (7 mr.), cron xommbiotepHbli (11 mrt.), ctyn (20 mr.),
CTYNbsl, KOMIIBIOTCPHAsE TEXHHKA C BO3MOXKHOCTBIO IOJAKIIOYCHUS K
cetn "HUuTepHer" wu obOecrieueHWEeM JIOCTya B  JICKTPOHHYIO
nHGOPMaTMOHHO-00pa30BaTEIbHYIO cpey opranu3anyd (10 mr.)

ITomemienne mist

236 CP .
CaMOCTOATETIBHON PabOTHI

KoMmbrotepHasi TeXHHKa C BO3MOXKHOCTBIO IOJKIIOYEHHS K CETH
"Untepuer" u  obecneyeHWeM  JOCTylla B DJIEKTPOHHYIO
[Homemenue qist nHGOPMAIMOHHO-00pa30BaTeNbHYI0  cpexy  opraHu3anuu(19 mr.),
CaMOCTOATENbHON paboThl | CTOMBI (17 IIT.), KOMIBIOTEPHBIH CTONT 6-M MECTHBIM (3 INT.), CTYIbs
yaenuueckue (34 wmT.), cryaest w/m (18 mT.), cremmaxu ¢
nuTeparypoii, Buaeoysennuutenb Optelec Wide Screen (1 mir.)

123 CP

CCron mpenogaBatens (1 mrt.), mapra 3-xMecTHas co ckameiikoi (10
mrt.), cTyabst (5 mT.), ctyn mpemoxaBatens (1 mr.), mocka (1 mmit.),
Sla VYdeOHas aymuTOpHs Tpubyna (1 1mT.), IOeMoHCTpanuOoHHOE obOopynoBanue (DkpaH ¢
anekrporpuBoaoM Electric Screen (1 mt.), mpoekrop Toshiba (1 mir.),
HOyTOYK Acer Asp T2370 (1 mt.)) n yueOHO-HATIIAHBIE TOCOON

8. METOIMYECKHE YKA3AHUSA U151 OBYYAIOIUXCSA 11O OCBOEHUIO JTUCHUIIJIMHBI (MOAY JIS)

Meronuka W3ydeHHs Kypca IpeaycMaTpHBaeT Hapsly C JEKIUSAMH W NPAKTHISCKUMH 3aHATHSAMH, OPTaHHU3AIHIO CAMOCTOSATEIHHON
paboOTHI CTYICHTOB, NPOBEICHUE KOHCYIBTAIMH, PYKOBOACTBO AOKIAJAaMH CTYAEHTOB JUIS BBICTYIUICHHS HA HAyYHO-TIPAKTHYECKHX
KOH(EpEeHINSX, OCYIIECTBIEHHE TEKYILIET0, IPOMEXYTOUYHOTO (HOPM KOHTPOJIS.

Cucrema 3HaHWH IO IUCHHUIDIMHE «JlOKyMCHTHpOBAaHHE YIPABICHYCCKOW AEATENEHOCTH» (OPMHUPYETCS B XOAE AayAHTOPHBIX WU
BHEAYyMUTOPHBIX  (CAMOCTOSITENBHBIX) 3aHATHH. VICIONB3ys JICKIMOHHBIH  MaTepwan, Yy4eOHMKM ¥ ydeOHbIe ITOCOOWS,
JONMOTHUTENBHYIO JUTEPATypy, MPOSBIAS TBOPUECKHH IOAXOJ, CTYyAEHT TOTOBHTCS K MPAKTUYECKUM 3aHATHSM, pacCMaTpUBas HX
KaK TOIONHEHUE, YIIyOJIeHne, CHCTEMAaTU3aLUI0 CBOMX TEOPETUUECKUX 3HAHUI.

Jn1s1 0CBOCHUS UCIMIUIMHEI CTYAEHTaMH HEOOXO0IMMO:

1. Tlocemarp mnexkuu, Ha KOTOPBIX B CXKAaTOM M CHCTEMHOM BHJE WH3JIAaralOTCs OCHOBBI IHCIMIUIMHBL: JAIOTCA OMNpENSICHUL
MOHATUH, 3aKOHOB, KOTOpBIE IOJDKHBI 3HATh CTYAEHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTU MOBEIEHUS KOHOMHUECKHX CYOBEKTOB.
CTymeHTy BaKHO IIOHATB, YTO JICKIMS €CTh cBoeoOpasHas TBOpUecKkas (opMa caMOCTOSTENBHOM paboThl. Hamo meITaThes crath
AKTUBHBIM COYJAaCTHHKOM JICKI[MH: IyMaTh, CPABHHUBATH M3BECTHOE C BHOBbH ITOJ[y9a€MBIMHU 3HAHHSIMH, BOHTH B JIOTHKY W3JIOKCHUS
MaTepuaia JEKTOpOM, CIEOUTh 3a XOAOM €ro MBICIEH, 3a €ro apryMeHTalnueil, HaXOAuTh B Hell Kaxymuecs BaM ciaboctu. Bo
BpeMsl JIEKIMHM MOXKHO 3a/aTh JIKTOPY BOIPOC, KENATENbHO B MHCHMEHHOH (opMme, 4TOOBI He MeIIaTh M HE HApyllaTh JIOTUKU
npoBefeHus Jekuud. Ciymas JISKIHIO, CIeyeT 3a(UKCHPOBATH OCHOBHBIC WIEH, MOJIOXKEHHsS, 0000meHus, BeIBOABL. PaboTta Hax
3aIUChI0 JICKIIMM 3aBepiuaercss goma. Ha cBexylo TroioBy (IOKa eme JeKHus B IaMATH) HAag0 YTOYHHTH TO, YTO 3aIHCaHO,
000TraTUTh 3alUCh TE€M, YTO HE YAaloCh 3a(UKCUPOBAaTh B XOA€ JIEKLUH, 3alMHcaTh B BHAE BOIPOCOB TO, YTO HAJO MPOSICHUTH, 1O
KOHIIa TIOHATH. BakKHO COOTHECTHM MaTepHai JIEKIMH C TeMOHW ydeOHOH NHporpaMMbl M YCTAHOBHUThH, KAaKHE €€ BOIPOCH HAIUIH
OCBEIlIEHNE B MPOCITYyIIaHHOH Jekiuu. Torma mone3Ho oOpamaTses U K ydeOHUKy. JIekius u ydeOHUK HE 3aMEHSIOT, a JOIOJHSIOT
ApyT Apyra.

2. Iocemare mpakTUYeCKHE 3aHATHS, K KOTOPBIM CleIyeT TOTOBHThCA M AKTMBHO Ha HUX paboTaTh. 3ajaHuE K MPAKTHYECKOMY
3aHATHIO BBIAAET TMIpeNoJaBaTeNb. 3aJlaHWE BKIOYaeT B Ce0S OCHOBHBIE BOTPOCHI, 3aJadM, TECTRI M pedeparsl Uit
CaMOCTOATENBHON paboThl, MuTepaTypy. IIpakTudeckie 3aHATHS HAYMHAIOTCS C BCTYNUTENBHOTO CIIOBA IIPENOJaBaTeNs, B KOTOPOM
Has3bIBAIOTCS L€Nb, 3aJadd M BONpPOCHl 3aHATUS. B mpolecce NpoBeleHUs 3aHATHH TpernojaBaTeNb 3aJaeT OCHOBHBIE U
JOTIOJTHUTENbHBIE BOMNPOCH], OpPraHu3yeT uX oOcykneHHe. Ha mpakTHdeckux 3aHATHSAX pEIIAaloTCs KOHKPETHBIE 3aladd II0
JEIONPON3BOACTBY, Pa30MPAIOTCA TECTOBBIE 3aJaHMS M 3aJaHUS, BBIIAHHBIE JUIT CAMOCTOATENBHOH pabOTHI, 3acIIyIMBAIOTCS
pedepaTuBHBle BBICTyIIeHUs. CTymeHTH, NPOMYCTHBIINE 3aHATHE, HIM HE MOATOTOBUBINHECS K HEMy, IPUITAIIAIOTCS Ha




KOHCYIbTallMI0 K MpenojaBaTento. [IpakTudeckoe 3aHATHE 3aKaHYMBACTCS IIOJBEICHMEM HTOTOB: BBIBOJAMHM IO TeMe U
BBICTAaBJIEHHEM OILICHOK.

3. CucreMaTHUecKl 3aHAMATHCS CaMOCTOSTENBHOH paboTOi, KoTopas BKIIOYAaeT B ceOs M3ydeHHE HOPMATHBHBIX IOKYMEHTOB,
MaTepuanoB y4eOHMKOB M CTaTell W3 SKOHOMHYECKOI JHTepaTyphl, pelleHHe 3ajad, HalHMCaHue MOKIANoB, pedepaToB, 3cce.
3afaHus AT CAMOCTOSATENBHON pabOTHI BBIAAIOTCSA MPENO/IaBaTEIEM.

4. Tloxg pyKkOBOACTBOM IIperojaBaTeNsl 3aHUMAThCs HAaydHO-HCCIENOBATEIbCKOM pabOTOM, YTO NpearosaracT BBICTYIIEHHS C
JIOKIIalaMH Ha HayYHO-IIPAKTHIECKUX KOH(PEPESHIMAX U IyOIMKAIIHIO TE3MCOB U CTaTeH TI0 UX pe3yIbTaTaM.

5. Ilpu BO3HMKAIOIIMX 3aTPyNHEHUSX IIPU OCBOCHHUHM AUCHUILIHHBEI «JlOKyMEHTHPOBAaHME YIPABICHUECKOH [EeATEIbHOCTHY», IS
HEYCNEBAIOIUX CTYJEHTOB M CTYAEHTOB, HE MOCEUIAIOMUX 3aHATHUS, MPOBOJATCS €XKEHENENbHbIE KOHCYNbTAllUH, Ha KOTOpBIE
TPUTJIAIIAIOTCS HEYCIICBAIONINE CTYACHTBI, a TaloKe CTYACHTHI, HCIBITHIBAIOMINAE IIOTPEOHOCTE B IIOMOIIM IIPENOJaBaTeNs IIpH
U3Y4CHUH IUCIHTUINHEL

IIpu u3ydeHnn TUCHUIIIHHBI «J{OKyMEHTHPOBAHUE YIPABICHIECKON AESTENBHOCTIY CIEIYeT YCBOHUTH!

- IOKyMEHTHPOBaHHOE 00ECIeUeHHE MPEIPUATHI U OpraHU3aLUi;

- COCTaB PEKBU3UTOB JJOKYMEHTOB U ITPaBMIIa HX O()OPMIICHUS;

- OpraHU3aIIOHHO-PACHOPAAUTENIBHBIE JOKYMEHTHI, IPAaBUIIa UX COCTaBIICHNUS;

- OpPraHU3aIHIo PAOOTHI C JOKYMEHTAMH.

TpebGoBaHMSA, IPEeIBABIIACMBIC K BHITIOIHEHHIO KOHTPOJIBHBIX 3aJaHUH. [Ipy BEIOTHEHNH KOHTPOJIBHBIX 3a/IaHUN CIEIyeT:

1. IlonyuuTs 4eTKUH OTBET HA BCE BOIIPOCHI, COAEPKALUECS B KOHTPOIbHOM 3a1aHUHU.

2. MakcuManabHO YETKO U3J0KUTh CIIOCOO BBIMOJHEHUS] KOHTPOIBHOTO 3alaHHUSI.

3. OdopmuTh 331aHNE B COOTBETCTBHH C IIPEIbSBICHHBIMU TPEOOBaHUSIMH.

4. ITo BO3MOXHOCTH, OCYIIECTBUTH IIPOBEPKY NOTYIEHHBIX PE3yIbTATOB.

Ilo cormacoBanmio c mpemojaBaTelieM HIM MO €ro 3aJaHUI0 CTYOEHTHI MOTYT TOTOBUTH pedepaTsl MO OTACIBHBIM TeMaM
JucuuiivHbl. OCHOBY [IOKIIAJOB COCTABISICT, KaK IIPABHIIO, COJAEp)KaHWUE MOATOTOBJIEHHBIX CTyJAeHTaMH pedeparoB. KauecTBo
ydeOHOM  paboOTBl CTyNEHTOB IpPEHNOAABAaTeNb OICHWBACT IO pe3ydbTaTaM TECTUPOBAaHMS UM 3adeTa. |eCTUpOBaHHUE
OpPTaHM3OBHIBAETCA B KOMITBIOTEPHBIX KIaccax. Bce BOIPOCH TECTHPOBAHUS OOCYXKIAIOTCS Ha JICKIMOHHBIX W IPaKTHYECKIX
3aHATUAX. lloAroToBKa K 3adeTy MpeAnojaraeT HU3ydeHHE KOHCIIEKTOB JIGKLHUH, pPEeKOMEHIyeMOW IJUTepaTypbl M JIPYyrux
UCTOYHMKOB, IOBTOPEHUE MATEPUAIIOB MTPAKTUYECKUX 3aHATUH.

INPAJIOXKEHHNSA




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



