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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
Hanpasnernocts (mpodmins) [Ipon3BoaCcTBEHHBIN MEHEMKMEHT, ono0peHHbii YuenboiM coBetoM ®I'BOY BO Uysamckuit 'AY
ot 17.04.2025 r., mpotokon 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 HpOI/I?:BOI[CTBeHHaS[ IMMpaKTHUKa, TEXHOJIOTHYCCKas (HpOGKTHO—TCXHOJIOI‘I/I‘-IeCKaSI) MIpaKTHUKa

2.1.3 | Puck-meHe;xMeHT

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 | OCHOBBI POCCHICKOH TOCYNapCTBEHHOCTH

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 | Ha3HAaUCHHUE, CTPYKTYPY U COJIEPKAHNE CUCTEMBl OPTaHU3AIMOHHO -PACTIOPSAUTENFHON JOKYMEHTALINH;
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 [ Ymern:
3.2.1 | opraHH30BHIBATE JOKYMEHTOOOOPOT M JOKYMEHTAIFHOE CONPOBOKACHHUE pabOTHI B OpraHax TOCyIapCTBEHHOH U
MYHUIIMTIAILHOW BITACTH U MHBIX OPTaHU-3aIIUsX;
3.2.2 | opopMIISITE OpraHU3aIMOHHbIE, PACTIOPSIUTENbHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUIBI TOKyMEHTOB, JOKYMEHTHI 110
JUYHOMY COCTaBY;
3.2.3 | opraHu30BHIBATh JOKYMEHTOIIOTOKU B CUCTEME JOKyMEHTO000POTa, MapIIPYTHI IBM>KEHHS JOKYMEHTOB B OPTaHHU3aIlNH,
MOJTOTOBKY JIeJ K [lepejaue PerucTpupoBaTh JOKYMEHTHI B OpraHH3aLuH;
3.2.4 | opraHM30BBIBATH PabOTY C BXOAAIIUMHE U C HCXOISIIUMH JOKYMEHTaMU;
3.2.5 | noaroraBnMBaTh JOKYMEHTHI K IIepefaue Ha XpaHEHUE B apXUB.
3.3 | IMeTh HABBIKM M (UJIH) ONBIT AeSITeJbHOCTH:
3.3.1 | cocraBneHus1, 00pabOTKU U PaOOTHI ¢ JOKYMEHTAIMEH Pa3IMYHOTO YPOBHS U HANIPABIICHHUH;
3.3.2 | cocTaBieHus, IPABKU U PEIAKTHPOBAHKS BHOB JTOKyMCHTOB, BKITFOYEHHBIX B CHCTEMY OPraHU3allMOHHO-
PpacmopsITUTENFHOM TOKYMEHTAIINY;
3.3.3 | cocTaBieHUs] HOMEHKIATYPHI A€,
3.3.4 | bopmupoBanus u oGopMIICHHS Aeja, OTIUCH Jedl.
4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOAY JIsI)
HaumeHnoBaHue pa3/ieoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanue
3aHsaTHs/ Kypc 107071 pakT. | moar.
Pazpgean 1.
Tema 1. JlokyMeHTHpOBaHHOE OOECIICUCHIE 5 1 YK-4.1 VK- JIT.1J12.1 0 0
HpexnpusTHii u opranm3anuii /JIex/ 4.2 VYK-4.3 J12.2J12.3
IIK-3.1 IIK- 31
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOECIICUCHUE 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npeanpusITuii u opranuzammii /Cp/ 42 VK-43 JI2.2J12.3 TECTHpPOBAHUE,
IIK-3.1 IIK- 31 TBOpUECcKas
3.2TIK-3.3 pabora
Tema 2. CocTaB peKBHU3UTOB JJOKYMEHTOB U 5 2 YK-4.1 VK- JIL.1J12.1 2 0 rpoOieMHast
npaBmia ux opopmienus /JIex/ 4.2 VK-4.3 JI2.2 J12.3 JIEKITUST
IIK-3.1 IIK- €|
3.2TIK-3.3
Tema 2. CoctaB peKBH3UTOB JJOKYMEHTOB U 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npaBmia ux opopmienus /Cp/ 4.2 VK-4.3 J12.2J12.3 TECTUPOBAHUE,
IIK-3.1 IIK- 91 TBOpYECKAsI
3.21IK-3.3 pabota
Tema 3. OpranuzaioHHO- 5 1 YK-4.1 VK- JIL.1J12.1 0 0
pacnopsauTeNbHble TOKyMEHTBI, IIpaBUila UX 4.2 VYK-4.3 JI2.2J12.3
cocraBnenus /Jlex/ TIK-3.1 IIK- 21
3.2 TIK-3.3
Tema 3. OpranuzaioHHO- 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Joxnan,
pacnopsiiuTe bHbIe JIOKYMEHTBI, IPaBHJia UX 42 VYK-43 JI2.2J12.3 TECTHpPOBAHUE,
cocrasnenus /Cp/ IK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabota
Tema 4. HpopMaIMOHHO — CIIPaBOYHBIE 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Joxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-43 JI2.2J12.3 TECTHpPOBAHUE,
odopmirerns /Cp/ [IK-3.1 K- 31 TBOpYECKast
3.2TIK-3.3 pabota
Tema 5. Ha3nauenue, knaccuukanus 5 2 YK-4.1 VK- JIL.1J12.1 2 0 KEHChI
CITY)KEOHBIX ITUCEM, OCOOCHHOCTH HX 42 VK43 J2.2J12.3
cocrasienus /I1p/ [K-3.1 K- 31
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.

Temartuka 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

45

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 | Onexrponnsiii nepuoanyeckuit cpaBouHuK «Crucrema [APAHTY. [TomHOTEKCTOBBIH, 00HOBIsAeMBIiA. JlocTyn mo
JIOKaJIbHOM CETH aKaJeMUH

6.3.2.2 | OnekxrponHas OnONMOTEUHas cucTeMa u3naTenbeTBa «Jlanby. [TomHOTEKCTOBas MIEKTPOHHAS OHOIHOTEKA.
WHuauBuaya bHbBIH HEOTPAaHUYCHHBIN TOCTYI Yyepe3 PUKCHPOBaHHBIN BHEUTHUH [P afapec akameMun HEOTpaHUICHHOMY
KOJTMYECTBY TIOJIh30BATEINEH 13 JIF00O0# TOYKH, B KOTOPOW MMeeTCsT TOCTy K ceth MHTepHeT. http://e.lanbook.com

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

Aynutopust Bug padot Hasnauenue OCHAIIICHHOCTb

Cron npenonasarens (1 wr.), cronst (30 wrT.), cryass (60 mT.), cTyn
npenoxaBatens (1 mr.), mocka ayguropHas (1 mT.), TpuOyna (1 mrT.),
35a Jlex VY4eOHas aymuTOpHs JEeMOHCTpAallMOHHOEe ~ oOopynoBaHue (Oemast JakoBasi ~MarHUTHO-
mapkepHast nocka (1 mr.), mpoekrop Toshiba (1 mT.) M ydebHO-
HaJISTHBIE TTOCOOHS

JleMoHCTpallMOHHAasT ~ TeXHWKa  (MHTepakTHBHas  jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mrt.),
npoekrop Toshiba (1 mT.)), cTon moaMpoBaHHBIA (3 1INT.), CTON
yaeHudeckuit (7 mT.), cron kommbrotepubrit (11 mrt.), crya (20 mr.),
CTYJbs, KOMITBIOTEPHAS TEXHUKA C BO3MOXXHOCTBIO TOJKITIOUCHUS K
cetu "HUnTtepHer" u oOecneueHHeM JOCTya B  DIEKTPOHHYIO
HHGPOPMAIIMOHHO-00pa3oBaTeNbHyI0 cpeny opranu3anuu (10 mT.)

ITomemenue st
CaMOCTOATENHHOM PabOTHI

236 Cp

KoMmmprotepHass TeXHWKa C BO3MOXKHOCTBIO IIOJKIIOYEHHS K CETH
"NuTepuer” n  obecrieueHMEM  JOCTyma B OJICKTPOHHYIO
ITomemenue aus nH(pOPMAIMOHHO-00pa30BaTeNbHYI0 cpefy opraHusanuu(l9 mr.),
CaMOCTOSATEIbHOM paboThl | CTONBI (17 INUT.), KOMIBIOTEPHBIA CTON 6-M MECTHBIH (3 IUT.), CTYIbs
yaenngeckne (34 mr.), crymes 1w/m (18 mT.), cremmaxu ¢
nuTepaTypoii, Bugeoysenuautens Optelec Wide Screen (1 mit.)

123 CP

CCron npenoapasatens (1 mr.), mapra 3-xMectHasi co ckameiikoit (10
wT.), cryabst (5 wmrT.), ctyn npenonasarens (1 mr.), mocka (1 mir.),
Sla VYueOHast aynuropust Tpubyna (1 1T.), AeMOHCTpammoHHOe oOopynoBanne (DkpaH C
anekrpornpuBoaoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mr.),
HOYyTOYK Acer Asp T2370 (1 mit.)) ¥ ydeOHO-HATIAAHbBIE TOCOOHS

Cron mpenomasartens (1 mr.), cronsl (6 mrt.), ctyabs (18 mT.), cTyn
npenogaBatens (1 mr.), mocka (1 mT.), cronm KommbiorepHbIH (10
45a VYueOHas ayquTopHs mr.), cTynbs (10 mrT.), eMOHCTpaoHHOEe 00pyaOBaHHE (KOMIIBIOTEP
Intel G32603 3 GHz 3 M (10 mr.), mosoTHo pynoHHoe (1 mmT.)) H
y4eOHO-HATISATHBIE TTOCOOUS

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

1. IlocemaTsp JneKMH, Ha KOTOPBHIX B CKaTOM M CHCTEMHOM BHJC H3JIaraloTCs OCHOBBI IHCIMIUIMHBL: JTAIOTCS OMpENeNICHUS
HOHSATHH, 3aKOHOB, KOTOpBIC IOJDKHBI 3HATh CTYAEHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH MOBENCHUS KOHOMHUYECKHX CyOBEKTOB.
CTyzeHTy BaXHO IIOHATH, YTO JIEKUUS €CTh CBOeoOpasHas TBOpuYeckas (opmMa camocTOsTeNbHOW paboTel. Hamo mbltaThes craTh
AKTUBHBIM COYJACTHHKOM JICKI[MH: TyMaTb, CPAaBHMUBATH M3BECTHOE C BHOBPH ITOJIy9aeMBIMHU 3HAHHSIMH, BOHTH B JIOTHKY H3JIOKCHUS
MaTepuaa JIEKTOPOM, CJIEIUTh 32 XOJOM €ro MBICIEH, 3a €ro apryMeHTalueldl, HaXOJWTh B Hell Kaxymuecs BaM ciaboctu. Bo
BpeMsl JIEKLIMHM MOXKHO 3a/iaTh JIEKTOPY BOIPOC, JKENATENbHO B MHUCbMEHHOH (opMme, 4TOOBI HE MEIIaTh M HE HApyIaTh JIOTUKA
npoBeneHus Jekuun. Ciymasi JISKIMIO, cleayeT 3a(UKCHpPOBAaTh OCHOBHBIC MIEH, MOJIOXKEHHMs, 0000mieHus, BeIBOAbL. Pabora Han
3aIUCBI0 JICKIIMM 3aBepIuaercss nomMa. Ha cBexylo TonoBy (IOKa emie JIeKIHs B ITaMATH) Hag0 YTOYHHTH TO, YTO 3aIHCaHo,
000TraTUTh 3aIUCh TE€M, YTO HE YAaJoCh 3a(UKCHPOBATh B XOAE JIEKIUH, 3aMHCaTh B BHAE BOIPOCOB TO, YTO HAJO MPOSICHUTH, 1O
KOHLIa TIOHATH. BakKHO COOTHECTHM MaTepHai JIEKIMHM C TEeMOW Y4eOHOH NHporpaMMbl M YCTaHOBHUTBH, KAaKHE €€ BOIIPOCHI HAIUIH
OCBCII[CHHE B MPOCITYIIAaHHOW JIeKiuH. Torna mosne3Ho oOpamaThes M K ydeOHHUKY. JIekuus W ydeOHHK He 3aMEHSIOT, a JOTIOJHSIOT
Apyr Apyra.

2. Iocemate MmpakTUYECKHE 3aHATHS, K KOTOPBIM ClEIyeT TOTOBHThCA M AKTHMBHO HAa HUX paboTaTh. 3aJaHue K MPAKTHIECKOMY
3aHATHIO BBIIACT MIPEIoJaBaTelb. 3aJaHMe BKIIOYaeT B ceOs OCHOBHBIC BOIPOCHI, 33Jaud, TECTHl M pedepaTsl It
CaMOCTOSATENBHONW paboThl, IHuTepaTypy. IIpakTndeckie 3aHATHS HAYMHAIOTCS C BCTYIHTENBHOTO CIIOBA IIPENOJaBaTelsl, B KOTOPOM
Ha3bIBAIOTCSA I€Nb, 33Ja9M M BOIPOCHI 3aHATHS. B mporecce NpoOBeAeHMS 3aHATHH TIPENoJaBaTeNb 3aJaeT OCHOBHBIC U
JOTIOJIHUTENbHBIE BOINPOCH], OpPraHu3yeT HuX oOcyxkneHHe. Ha mpakTHdeckux 3aHATHSX pEIIAalOTCs KOHKPETHBIE 3aladd II0
JICIIOTIPOU3BOCTBY, pa30MPAIOTCS TECTOBBIC 3aJaHMSl M 3aJaHus, BBIIAHHBIC JUII CAMOCTOSATENBHOH paboThI, 3aciIylIMBAIOTCS
pedepaTuBHBIE BBICTYIIICHUS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, I HE MOATOTOBUBINMECS K HEMy, IPHITANIAIOTCS Ha
KOHCYJIbTAllMIO K MpernojaBaTeiio. IIpakTuueckoe 3aHATHE 3aKaHYMBAETCS IIOJBEACHHEM HTOTOB: BBIBOJAMU II0 TeMe U
BBICTaBJICHHEM OIICHOK.

3. CucreMaTHUeCKH 3aHMMATHCS CaMOCTOSTENBHON paboToi, KOoTopas BKIIOYAaeT B ceOs M3ydeHHE HOPMATHBHBIX IOKYMEHTOB,
MaTepuanoB y4eOHMKOB M CTaTell M3 SKOHOMHYECKON IJHTepaTyphbl, pelIeHHe 3agad, HalHMCaHWe MOKIANoB, pedepaToB, 3cce.
3aaHust 4711 CAMOCTOSITENBHOM paOOTHI BBIIAIOTCS IIPEHOAABATEIIEM.

4. Tloxm pyKOBOACTBOM IIpENOJaBaTeNsl 3aHUMAThCS HAaydHO-HCCIENOBATEIbCKOM pabOTOM, YTO NpenrosaracT BBICTYIICHHS C
JIOKJIaIaMH Ha HAyJHO-TIPAKTHIECKUX KOH(PEPESHIUAX 1 MyOIMKAIIIIO TE3MCOB U CTATeH TI0 UX pe3yIbTaTaM.

5. Tlpy BO3HHMKAIOIMX 3aTPYAHCHUSX IPU OCBOCHUM JMCLMIUIMHBI «/IOKyMEHTHPOBAaHUE YIPABICHUECKOW MAESATEIBHOCTH», IS




HEYCIIEBAIOIUX CTYJCHTOB M CTYAEHTOB, HE MOCCUIAIOMUX 3aHATHSA, MPOBOJITCS €XKEHEHENbHBbIC KOHCYNbTallUH, Ha KOTOPBIC
NPUITIALIAIOTCS HEYCHEBAIOIIME CTYICHTBI, a TAKKE CTYICHTbHI, MCHBITHIBAIOMIME MOTPEOHOCTH B IMOMOIIM HPENOAaBaTels IpH
W3ydeHUH TUCIATUTNHEL

[Ipu u3ydeHnn TUCIUITINHEL « JJOKyMEHTHPOBAaHHUE YIIPABIEHUECKON ESITETFHOCTI) CIEAyeT YCBOUTh:

- TOKyMEHTUPOBaHHOE 0OecredeHue MpeanpusITUii 1 OpraHu3aLHii;

- COCTaB PEKBU3HUTOB JJOKYMEHTOB U IIPaBMJIa UX 0(OPMIICHHS;

- OpraHU3aIIOHHO-PACIOPIIUTENBHBIE JOKYMEHTHI, TPaBHJIa HX COCTaBIICHNS;

- OpraHMU3aIHIo pabOThI C JOKYMEHTAMHU.

TpeboBanus, npebsABISIEMbIE K BHIITOJHEHUIO KOHTPOJIBHBIX 3alaHuid. [Ipy BBIIIOJIHEHUH KOHTPOJIBHBIX 3aJ1aHUH CIIeyeT:

1. ITosryduTh YeTKHiA OTBET Ha BCE BOIPOCHI, COJCPIKAIIIECS B KOHTPOJIBEHOM 3aJaHUH.

2. MakcuManbHO YeTKO H3JI0KHUTH CIIOCO0 BBITIOTHEHUS KOHTPOJIBHOTO 3a1aHHS.

3. OdopmHuTh 33aHUE B COOTBETCTBUHU C MPEABSBICHHBIMU TPEOOBAHUSIMH.

4. ITo BO3MOXHOCTH, OCYIIECTBUTH IPOBEPKY NOTYy4EHHBIX PE3YIBTATOB.

[lo cormacoBanmio c mpermojgaBaTelieM WIM IO €r0 3aJaHHI0 CTYOEHTHI MOTYT TOTOBHTH pedepaTsl IO OTAEIBHBIM TeMaM
quctuinHel. OCHOBY MOKIA[OB COCTaBIseT, KaK IIPaBHUJIO, COJIEpXKaHHE IOJTOTOBICHHBIX CTyleHTaMH pedepatoB. KauecTBo
y4eOHOi  paboThl CTyAEHTOB IpenojaBaTelb OLEHMBAacT MO pe3ylabTaTaM TECTUPOBAaHMS W 3adera. |eCTUpOBaHHUE
OpTaHM30BHIBAETCS B KOMITBIOTEPHBIX Klaccax. Bce BOIPOCH TECTHPOBAHUS OOCYKIAIOTCS Ha JEKIMOHHBIX W IPaKTHYECKIX
3aHATHAX. [loATOTOBKA K 3a4deTy MpednojiaracT W3ydeHHEe KOHCHEKTOB JIEKIMH, PEKOMEHIyeMOH JHTepaTypsl M JApYrux
UCTOYHMKOB, IOBTOPEHUE MATEPHAJIOB MPAKTUYECKUX 3aHATHIL.

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



