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OI'TABJIEHHUE

[osicHuTeNbHAS 32NN CKA

Henp u 3a1a4n AUCIUTUTMHBI

[lepedyenr mnIaHUPYEMBIX pe3yJIbTATOB OOYYEHHs IO TUCHUIUIMHE, COOTHECEHHBIX C
WHJIMKATOPaMHU JOCTHKEHHS] KOMIIETEHITUN

MecTo AMCHUIUIMHBI B CTPYKTYpEe 00pa30BaTeIbHON MPOTrpaMMBbl

CTpyKTypa THCHHUILIMHBI

ConepxxaHue THCUUILINHBI

Oo0pa3oBaTre/ibHbIE TEXHOJIOTHHI

Ouenka mIaHUPyeMbIX pe3yabTATOB 00y4eHH s

Cucrema olieHUBAHUS

Kputepuu BbicTaBIEHUS OIIEHOK

OueHouHble cpeAcTBa (MaTepuanbl) Uil  TEKYHMIEro KOHTPOJS — yCIIEBAaEMOCTH,
MPOMEXYTOYHOM aTTeCTAUU 0O0YJAFOIITUXCSI TI0 TUCITUTIIINHE

YueOHo-MeTOAMYecKOe 1 MHPOPMAIIMOHHOE O0ecTiedeHUe U CIUTIINHbI

CHnuCcOK UCTOYHUKOB U JIUTEPATYPHI

[Tepedens pecypcoB HHGOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHON ceTu «HTepHeT»
[Ipodeccronanbubie 6a3bl JAHHBIX U HHPOPMAITMOHHO-CIIPABOYHbIE CUCTEMBI
MarepuajibHO-TEXHHYECKO€E o0ecnedeHne TUCIMITHHBI

OolecnieyeHue 00pa3oBaTeJIbHOIO TMpoLecca sl JHUI € OrpaHUYEHHBIMU
BO3MOKHOCTSIMH 310POBbSI

MeTtoanyeckne MaTepuabl

[TnaHbl CeMUHAPCKUX / IPAKTHUYSCKUX / TaOOPATOPHBIX 3aHATHIA

Metouyeckre peKoMeHAANUU MO MOATOTOBKE MUChbMEHHBIX paboT

HNublie maTepuans

[Tpunoxenne 1. AHHOTAIUSA TUCIUILTUHBI

1. TlosicHHUTeJbHAA 3AIMCKA



1.1. Ieab ¥ 33124 TUCUHUILJIMHBI
Llenv Oucyunaumbl — TOATOTOBUTH BBITYCKHUKA, OO0JIAJAIONIET0 TEOPETUYECKUMHU U
MPAKTUYECKUMH 3HAHUSAMH M YMEHHUSMH, CIOCOOHOTO MPHUMEHITh KOMIIETEHIIMHM B cdepe
yIPaBJICHUS JOKYMEHTALIUEeH B OpraHU3alliH.
3aoauu oucyuniumol.
- 03HaKOMHUTH OAKaJIaBPOB C MOHITHEM «JIOKYMEHTHPOBaHHAs HHPOPMALIUS) U €€ POJIbIO B
YIIPaBJICHUU OpraHU3aluen;

- chopMHpOBATh HABHIKM aHAJM3a HOPMATHBHO-TIPABOBBIX M METOAMYECKHX OCHOB
JOKYMEHTAIMOHHOTO 00eCIieueHus yIpaBJIeHHUS;

- 03HAKOMUTH C OCHOBHBIMM JIEMEHTAMU CUCTEMBI YIIPABJIEHUS JOKYMEHTaMU;

- 00y4UTh METOJIaM HCIIOJIb30BAHMSI YHU(DHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIIHH;

- copMHUpPOBaTh HABBIKK JOKYMEHTALMOHHOIO OOecredeHHs] (PYHKIHOHAIBHBIX cdep

YIpaBJIECHUS.

1.2. Tlepeuensn

IUIAHMPYeMbIX

pe3yJIbTaToB

Oﬁy‘-le}llflﬂ mo AUCIUIIJIMHE,

COOTHECCHHBIX ¢ HHAUKATOPAMHU TOCTHKCHU S KOMIIeTeHI M

N3yuenune
KOMNEemeHYUl:

JIMCITATIITHEBI

HampaBlieHO Ha ¢opMupoBaHHE Yy OakalaBpoB

psana

VYK-4 CrniocoOeH oCyIecTBISATh JENOBYI0 KOMMYHMKAIIMIO B YCTHOM M HUCHBMEHHOMN
¢dbopmax Ha rocynapcTBeHHOM si3bike Poccuiickoit denepanuu 1 THOCTPaHHOM(BIX) S3bIKe(ax)

Komnerenuun
(Ko 1 HAaMMEHOBaHUE)

HNuaukaropsl
KOMITeTeHI M
(ko1 1 HAMMEHOBAHUE)

Pe3yabTaThl 00yueHust

YK-4 Cnocoben
OCYILIECTBIISITh JAETIOBYIO
KOMMYHUKAIMIO B YCTHOM
Y UCBbMEHHOU (hopMax
Ha TOCYJJapCTBEHHOM
si3pike Poccuiickoit
denepanuu 1
MHOCTPaHHOM(BIX)
s3bIKe(ax)

VK-4.3 Hcnonp3yer
nH(pOopMaImoHHO-
KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH MPU
MOMCKE HEOOXOAUMOM
nHpopmaruy B
IPOILECCE PEIICHUS
CTaH/IapPTHBIX
KOMMYHUKATUBHBIX
3a/1a4 JUIsl TOCTHKEHUS
npodeccuoHanbHBIX
ejie Ha
rOCy/IapCTBEHHOM U
HHOCTPAHHOM (-bIX)
SI3BIKAX

3Harthb:

- TIOHSITHE «IOKYMEHTHPOBAaHHAS
nHpopMaIus», TOHUMATh €€ POJIb B
YIpPaBJICHUH KOPIOpAIeH;

- OCHOBBI 3aKOHOJIATEJILCTBA B
YaCTH JOKYMEHTAIIMOHHOTO
o0ecreueHus, HOpPMaTUBHO-TIPABOBYIO U
METOUYECKYIO OCHOBBI
JOKYMEHTAIIMOHHOTO O00ecreueHus
yIpaBIeHUS] OpraHU3alHei, CTaHAapThI
0 YIPABICHUIO AETOBOM
JOKyMEHTalueH;

YMmern:

- HCIOJIB30BaTh YHU(DUIIMPOBAHHK
CUCTEMBI JOKYMEHTAIIHH;

- (opmupoBaTh (PYHKIIMOHAIBHE
CUCTEMBI JOKYMEHTAIIHH.

Biaagern:

- - UHCTPYMEHTAaMH HCIIOJIb30BaH]
YHU(PHUIIUPOBAHHBIX CUCTEM JIOKYMEHTAI[1}

- METOJaMH dbopmMupoBaHi
(GYHKIIMOHATBHBIX CUCTEM JJOKYMEHTAIIHH.




1.3. Mecmo oucyunnunsvt 6 cmpykmype 0CHO8HOIL 00PA306amM ENbHOU NPOZPAMMDbL

Jucuuninuza «OpraHu3anMOHHO-TIPAaBOBOE M JOKyMEHTAllMOHHOE oOecreueHne
YIPaBIECHYECKONW JAEATEIbHOCTH» BXOAMT B YacTh JUCLMIUIMH OakalaBpoB MO Mporpamme
noarotoBku Ne 38.03.02 MenemkMeHT, HaPaBICHHOCTD «MapKeTHHT»

Jlis ocBOEHUS TUCLUIUIMHBI HEOOXOAMMBI KOMIETEHIUH, C(hopMHUpPOBaHHbIE B X0Je
U3y4eHUs TucIUIUIMH «Vcropus ynpaBiaeHUeCKOW MbIciny, «BBenenue B npodeccuton, « ITuka
U KyJbTypa yIPaBICHUI.

B pesynbrare 0cBOEHHS TUCHMILIMHBI (POPMUPYIOTCS KOMIIETECHIINU, HEOOXOAMMBIE IS
U3y4eHUss JUCHUIIIMH «MEHEKMEHT opranusamum», «MapKeTHHr», «YIpaBlIeHYECKHE
penieHus» a TaKXkKe IPOXOKAEHUS MPOU3BOJCTBEHHON IIPAKTUKH.

2. CTpyKTYpa TUCUMILTHHBI
OOmast TpyI0EMKOCTh AUCIUTUINHBI cOocTaBisAeT 3 3.€., 108 akagemnyeckux gaca (OB).

CTpyKTypa IUCHUILIMHBI JJI51 04HOH (pOPMBI 00yUECHUS
O06beM TUCIUTUIMHBI B (DOpME KOHTAKTHOW Pa0OTHI OOYYAIONIUXCSI C TMeaarornyecKuMM
paboTHUKaMU U (WJIM) JIMLAMU, IPUBJIEKaEMbIMH K pean3allii 00pa30BaTebHON MPOrpaMMBl
Ha UHBIX YCIIOBUSAX, IPU MPOBEACHUN YUEOHBIX 3aHITHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KonnuectBo
4acoB
3 Jlexkmun 14
3 CemuHapbl/1a00paTopHBIC PAOOTHI 28
Bcero: 42

O6beM nucHMIUIMHBI (MOAY/s) B (opMe caMOCTOSATEIBLHOW pPabOThl O00YYArOITUXCS
cocraBisieT 66 akageMHUYECKHX YacoB.

CTpyKTypa IMCHUIIMHBI UISI 0YHO-3204HOI GopMbI 00yUeHHsI

O6beM mucHUILUIMHBI B ()OpMe KOHTAaKTHOM paboOThl OO0YyYaromMXCsl ¢ MeAarornuecKuMu
paboTHUKAMU U (UJIM) JIMLIAMH, [IPUBJIEKAEMBIMU K pead3alii 00pa30BaTeIbHON MpOrpamMMbl
Ha UHBIX YCIIOBUSX, PU MPOBEICHUH YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonunuecTBo
4acoB
3 Jlexuun 12
3 CeMuHapbl/mabopatopHbie paboThI 12
Bcero: 24

O0beM TucHMIIIMHBL (MOys1) B (hopMe caMOCTOATENIbHON PabOThl 00yJarOIIMXCs
cocraBisieT 84 akaileMMUYECKHUX Jaca.

3. Co ACPIKAHUC NTUCHUILINHBL

|.N‘9 | HaumeHoBaHue Copaeprxanue




pasaeJa
AUCHUILINHBI
JlokymeHTHpOBA IIpenmer, 3amauM M MCTOYHUKM H3ydeHHs Kypca. [lonsAtue
HHas OpraHu3allMOHHO-JIOKYMEHTAIIHOHHOTO  obecrieuerns. Ero ponp B
uHopManusa U | YIpaBICHUU OpraHu3aluei.
ee poJib B Ponp wuwadpopmanmm B  ynpaBinenun. MupopmammoHHas
ylpaBJIeHUH UHppacTpykTypa  opraHm3anuu.  MHpOopMammoHHsle  pecypcs
opraHmM3anueil | opraHu3sanui.
[lonatne «pokymeHT». llenum co3gaHuss W COXpAaHEHUS
JOKYMEHTOB, MX pOJIb B YIPABICHYECKOW JEATEIBHOCTH. Buusl
nokyMmeHToB. ConepikaHue, CTPYKTypa, KOHTEKCT JOKYMEHTOB U
METaJIaHHBIE.
HopmatuBHo- | IIpaBoBasg ocHOBa JOKYMEHTAIlMOHHOTO OOECHEYEHHUs YIpPaBJICHUS.
npaBoBasi U ®enepanbHble 3akOHbL. YKasbl [IpesupeHra PP u mocTtaHOBIEHUSA
metoauueckasi | [IpaButenscrBa PO.
OCHOBBI HopmaruBHO-IpaBOBBIE ~ aKThl ~ BEJOMCTBEHHBIX  OPraHOB
JOKYMEHTAIMOH | MCIIOJHUTEIBHOM BiacTu PO.
HOI'0 OCHOBHBIE  HOpPMAaTUBHBIE IPAaBOBbIE M  METOAUYECKHUE
o0ecrieyeHusl | JOKYMEHTHl IO JIOKYMEHTAllMOHHOMY OOECII€UEHUIO YIIpaBJICHUS
ylpaBJieHUs opranusanuei. ['ocynapcTBennsle ctangapTel. MHCTpyKIuy, npaBuia.
[lepeunu. HopMmbl BpeMeHH U KBaJM(UKALMOHHBIE XapaKTEPUCTHUKH.
Anb00MBI YHUPHUIIMPOBAHHBIX (GOPM.
Cucrema CucremHslil moaxon B yrnpasieHnd. Cucrema yIpaBJICHUS

ylpaBJieHHUs opranu3anuei. CucreMa yrnpasleHHs TOKYMEHTaMH OpraHU3alnuy

AOKYMEHTaMH Cucrembl pokymeHtauuu. X 3HadeHue B  yOpaBiIeHUH

opranm3anuu | opranuzanueil. Ilonstue cucrembl noxkymeHtauuu. Kcropuueckoe
pazBuTtHe cHUCTeM JokyMeHTauuu. [loHsTHE «yHUGUIUPOBAHHbBIE
CUCTeMBbl  JOKyMEHTaUuW» H  «(QYHKIUOHAJIbHBIE  CUCTEMBI
JToOKyMeHTauun» B Poccuiickoit denepanuu.

dyuknuoHaabH | CucremMa OpraHU3alMOHHO-PACIIOPSAMTENIBHOW JOKYMEHTAallUH B

ble CHCTEeMBbI ynpasienud. [loacucrema opraHn3aliliOHHO-NIPABOBOM JOKYMEHTALUH

AoKkyMeHTanmuu | (ycTaB, IIOJOXKEHME 00 OpraHu3aluy, IITaTHOE pacluCaHMUE,
JNOJKHOCTHBIE ~ MHCTpykuuu). [lomcuctema — pacmopsauTenbHOM

JOKYMEHTaluM (IIOCTaHOBJICHHE, PELIEHHE, MPUKa3, PaclOpsiKEHHE,
ykazanue u ap.). llogcucrema  uH(pOpPMaLMOHHO-CIPABOYHOMN
(mpoToKo, TOKJIAHAs 3alIUCKa, 00bACHUTEIbHAS 3aIIMCKA, 3asIBJICHUE,
JIeI0OBOE MUCHMO, 3JIEKTPOHHOE COOOIIEHHE U JIP.) U MH(POPMALIMIOHHO-
aHAJIMTUYECKOW JOKYMEHTAalMU (aKT, CIpaBKa, 3aKIOYEHHE, OT3bIB,
IEpEeYeHb, CIUCOK M Ap.). JlemoBas mepemnucka, CONPOBOXKAAMOIIAS
IIPOLIECC MPEACTABIEHUE UHTEPECOB U TOCPEIHUYECTBO.

Cucrema  JOKyMEHTalluM 1O TPYJOBBIM  OTHOLUEHUSM.
JIOKyMEHTallMOHHOE 00ecreueHre CUCTEMbI TPYJIOBBIX OTHOIICHUH B
yIpaBJIeHUH (TI€pBUYHBIE JOKYMEHTBI TPYJIOYCTPOICTBa, TPYyIOBOM
JIOTOBOP, JIMYHOE JIeNI0 COTPYAHHUKA, TPYyIOBas KHMXKKa, padoTa c
MUCHbMEHHBIM 00pAIIEHUSIMU TPAXKIaH).

Cuctema ¢uHaHCOBOW JOKyMEHTauuu B ymnpasieHuu. OOmias
XapaKTepUCTHUKA JIOKYMEHTOB 0 (PMHAHCOBO-PACUETHBIM OIEPALIUSIM.
Knaccugukamuss yueTHbIx gokymeHToB. (CrnocoObl HCIIpaBiIeHUS
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omurOOK B (UHAHCOBO-pacdyeTHON nokymeHTanuu. OdopmieHue
OTKpPBITHSL CcuUeTOB opraHuzanuil. OCHOBHBIE BBl JTIOKYMEHTOB IIO
(uHaHCOBO-pacyeTHBIM omepanusM. llepenucka 1Mo (QUHAHCOBBHIM
BOIIPOCaM.

Cucrema  JOKyMEHTAallUM IO CHAOXKEHMI0O U COBITY.
JIOKyMeHTallMOHHOE ~ OOecrieyeHne  yIpaBJIEHYECKUX  (QYHKIUH
cHaOxeHuss u cObita. JloroBopel. [loBepenHoctu. Haxmamabre.
Hapsinel. Kommepueckue axtel. IIperensnonnele nucema. MckoBbie
3asiBiieHus. JlenoBas nepenucka.

Cucrema JOKyMEHTAIlMM IO MAapKETUHTY. J[OKyMEHTallMOHHOE
obecrieuenue ¢yHKIMKU MapkeTuHra. Ilepemmcka 00 opraHuzamuw,
IJIAHUPOBAHUM U OCYILIECTBICHUM WH(OPMALMOHHON [€ATENbHOCTH,
MapKeTHHre. AHanmuTudeckue 0030pbl. MHpopMannoHHbie 0030pHI.
[lepenucka co CMU. Kputuueckue OT3bIBBI, OINPOBEPKEHUS
HEJOCTOBEPHBIX CBEJICHUH O NEATENIbHOCTH opranusanuu. [IporpamMmmbl
MapKeTHUHTOBbIX HCCIEAOBAHUNA. JIOKYMEHTHl [BUKEHHUS 1LI€H Ha
pBIHKE, 00 ONIEpaTUBHOM aHaJIM3€ NOTPEOHOCTH B MPOAYKIIUH U T.II.

CucrteMa JDOKyMEHTallMM IO pekiaMe. PekiaMHOe MNHChbMO.
Nudopmanmonnsie wu3manus. CraTbu, TEKCTHI Telepaguornepead,
IJIaHbl, IPOCTIEKTHI, CLIEHApUH U T.I. JJoKyMeHTHI (3asBKH, Mepenucka
u T.a1.).  JloroBopel O pa3MelIeHMH U BBINYCKE peKJaMbl U T.II.
JlenoBas mepemnucka, COMPOBOXKAAIONIAS OPraHMU3aLMI0 U y4yacTHE B

BBICTaBKax M sipMapKax.

4. Oopa3oBaTeibHbIE TEXHOJIOTHH
[Ipu peanuzanuu TporpaMmbl JUCIUIUIMHBI «MCIONB3YIOTCS pa3iMyHble 00pa3oBaTeIbHbIC

TEXHOJIOTUH, HalpaBjeHHbIe Ha (OPMHpPOBAHUE 3asBJIECHHBIX KOMIETeHLMH. B ayautophyio
Harpy3Ky BXOJSAT JIGKIIMOHHBIE M CEMUHAPCKUE 3aHATUS, a TAKXKe pa3inuHble (OPMbI KOHTPOJIA.
Hcnonb3yloTcss akTUBHBIE M MHTEPAKTUBHBIE (OpMBI mpoBeAeHus 3aHsaTHil. [lpu peanusauuu
MPOrpaMMbl JIUCHUIUIMHBI HCIOJB3YIOTCSA: MPOOJIEMHBI METOJ U3JI0XKEHHUS JIEKIIMOHHOTO
MaTtepuana, perieHre MpakTHYeCKUX 3a7a4 M0 BOIIPOCaM TeMbl Ha CEMHUHAPCKUX 3aHATHUSIX.

CamoctosarenbHass paboTa CTYAEGHTOB IMOAPa3yMEBAeT MOJATOTOBKY K CEMHUHAPCKUM
3aHATUSIM, IPOBOJUMBIM B (popme pa3zdopa KOHKPETHBIX CHTYaIlMil; HHIUBUIYaIbHYIO paboTy B
KOMITBIOTEPHOM Kiiacce u 6ubnunoreke. OHa HampaBlieHa Ha 3aKpeIJICHHE U YrayOieHue 3HaHUi,
MOJIyYEHHBIX B XOJI€ AyAUTOPHBIX 3aHITHIA.

W3ydyeHne NUCHUIUIMHBI 3aKaHYMBAETCS MOJTOTOBKON HTOTOBOWM MHCHMEHHON paboTHI,
HaMMCaHHOU CTYJeHTaMH Ha OCHOBE aHallM3a MaTepUajoB, COOPaAaHHBIX B XOJE CAMOCTOSATEIbHON
paboThl B KOMIBIOTEPHOM KJlacce u Oubnuoteke. Mtoropast mucbMeHHasi paboTa 1Mo JUCIUILTHHE
MO3BOJISIET TPOBEPHUTH YPOBEHb OBIAJAEHHUS CTyAEHTaMH 0OmenpodecCHOHANbHBIX U
npodeccHOHANBHBIX KOMITETEHIMH, 3asIBJICHHBIMH B JJaHHOW AMCIUIUIMHE U COOTBETCTBYIOIIUX

®I'OC BO no nanpanenuto noarotoBku 380302 «MeHemKMEHTY.



Ne HaumeHoBaHue Buasbl yue6Hoii padoThI
n/n TeMBbI Oo0pa3zoBare/ibHBIE
TEXHOJIOTHH
1. | JokyMeHTUpOBaHHAs Jleknus
nHopManus U ee [IpakTuueckoe 3ansiTie | Yuyactue B IMCKYCCUU
pOJIb B YIIpaBJICHUHU 1 Brinonnenue nmpakTuyecKux
Opra"u3amuen 3aJaHui
CamocrosTenbHas KoncynbrrpoBanue u mpoBepka
pabota JIOMAITHUX 33/IaHUH TIOCPEICTBOM
AIIEKTPOHHOMU MOYTHI
2. | HopmatuBHO- Jlexuus
MpaBoBasi 1 VYyacTue B IUCKYyCCHUHU
METOUYECKast [IpakTuueckoe 3ausiTie | BbImoJiHEHNE MPAKTHYECKUX
OCHOBBI 2 3aIaHU I
JOKYMEHTAI[MOHHOTO KontponbHas padota
obecrieueHus CamocrosTenbHas
yIpaBiICHUS pabota KoncynprrpoBanue u mpoBepka
JIOMAITHUX 3a/IaHUH TTOCPEACTBOM
3JIEKTPOHHOM MOYTHI
3
Cucrema Jlexmus VYuyactue B IUCKyCcCHU
YIPABIICHUS BelnonHeHNE TPaKTUYECKUX
JIOKYMEHTaMH1 B [IpakTyeckoe 3aHiITHE | 3aJlaHUI
OpraHu3aIuu 3
CamocrosiTenbHas KoncynpTHpoBaHue u npoBepka
pabora JIOMAIIHUX 3a/IaHUM IOCPEACTBOM
3JIEKTPOHHOM MOYTHI
4. | ®yHKUHOHAIbHBIE Jlexnus VYyactue B qucKyccuun
CUCTEMBI BrlnonHeHNE TPAKTUYECKUX
JOKYMEHTalUN 3a/laHul
(Cucrema [Ipaktnueckue 3ausatus | KonTpoasHas pabora
OpraHU3alMOHHO- 4-5 KoHcynbTrpoBanue u npoBepka
pacnopsAUTEIbHON CamocrosTenpHas JOMaIHUX 33/IaHUI OCPEICTBOM
JOKYMEHTAITUH) paboTa 3JEKTPOHHOM MMOYTHI
5. | @yHKUMOHAIbHBIC VYyacTtue B qucKyccuu
CUCTEMBI Jlexums BolnonHeHne NpakTUYECKUX
JOKYMEHTaluU 3a/laHui
(Cucrema [Ipaktuueckue 3auatust | KoHcynbTupoBaHue U MpoBEpKa
JOKYMEHTAIUU T10 6-7 JIOMAITHUX 3a/IaHUM OCPEACTBOM
TPYJAOBBIM CamocrosTenbHas AJIIEKTPOHHOW MOYTHI
OTHOIIICHUSIM) paboTa
6. | @yHKUMOHAIBHBIC Jlexnus VYuyactue B IUCKyCCUU
CUCTEMBI BrlnonHeHne TpakTHYECKUX
JOKyMEHTAIUU 3a1aHUI
(Cucrema [Ipaktuueckue 3anatust | KoHcynbTUpOBaHME U MPOBEPKA
(uHaHCOBOM 8-9 JIOMAIIHUX 3a/IaHUM IOCPEACTBOM
JOKYMCHTAI[HH) CamocrosTenbHas AIIEKTPOHHOU MOYTHI

paboTa




7. | @yHKUMOHAIbHBIC Jlexums VYyacTtue B JUCKYyCCUHU
CUCTEMBI BrinonHenue nmpakTuueckux
JOKYMEHTAIlNU 3aaHui
(Cucrema [MpakTrueckue 3aHITUS
JOKYMEHTAalUH 1O 10-11 KoncynberupoBanue u npoBepka
CHa0XXCHHUIO U CamocTrosTenbHas JIOMaIllHUX 3a/laHui IOCPEACTBOM
COBITY) pabota AIIEKTPOHHOU MOYTHI

8. | dyHKUMOHAJIbHBIE VYyactue B quckyccun
CHCTEMBI Jleknus BrinonHeHne npakTUYecKux
JTOKYMEHTAlNU 3aaHui
(Cucrema [MpakTHueckoe 3aHATHE
JOKYMEHTAIIH 110 12
MapKeTUHTY U CamocTtosTenbHas KoHncynpTupoBanue u npoepka
pekiame) pabota JIOMAITHUX 33/IaHUH TIOCPEACTBOM

3JIEKTPOHHOM MOYTHI

9. | Hanucaunue [IpakTHueckoe HToroBslii TECT
HUTOTOBOM 3aHaruel3
MMCbMEHHOU paboThI CamocrosTenbHas

pabota

10. | IIpomexyrouHas [IpakTnueckoe CobecenoBanue 1o pe3yinbTaTam
aTTecTanus 3ansitue 14 M3Yy4YEHHS Kypca
DK3aMeH

B nepuoa BpeMEHHOro HMPHOCTAHOBIEHUS MOCEUICHHS OOy4YaroIIMMHCS MOMEIIEHUN U
tepputopun PITY g opranmzanuu y4eOHOro mpoiiecca € MPUMEHEHHEM 3JIEKTPOHHOIO
oOyueHuss W JUCTAaHLUHUOHHBIX OO0pa30BATEIbHBIX TEXHOJOTHUI MOTYT OBITh HCIHOJIB30BaHBI

(R (S13%101105(5 06p330BaTCJ'II)HI>IC TCXHOJIOTUH.

— BUJIEO-JICKIIMH;

- OHHaﬁH-HeKHHH B PCKUME PCAJIBHOT'O BPEMCHHU

— JJICKTPOHHEIC y‘le6HI/IKI/I, y‘IC6HbIe HOCO6I/I$I, HaY4YHBbIC U3JaHH B 3JICKTPOHHOM BUAC U

AOCTYII K UHBIM 3JICKTPOHHBIM O6pa30BaTeJ'IBHBIM pecypcam;
— CHUCTCMBbI IJIA QJICKTPOHHOT'O TCCTUPOBAHMA,
— KOHCYJIbTallUU C UCIIOJIb30BAHNEM TCICKOMMYHHUKAIITUOHHBIX CPCACTB.
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5. OHEHKA IIVIAHUPYEMBIX PE3YJIbTATOB OBYUYEHUA

5.1. CucTeMa OLleHUBAHUA

B nponecce usydeHus Kypca IpOBOJUTCS PEUTHUHIOBBIA KOHTPOJIb 3HAHWM CTYIECHTOB B
cootBercTBUU ¢ llonoxenuem PITY o ero nposenenuu. OH npeanosnaraeT yuyeT pe3ysibTaToB
CaMOCTOSITEJIbHOM pabOThl MO BBINOJHEHUIO THUIIOBBIX M CHUTYallMOHHBIX 33JaHUM, a Takke
CTENEHU y4acTHUs CTYACHTOB B 00CYKJICHHUHU BOIPOCOB Ha CEMHUHAPCKUX 3aHATHSIX.

OneHka 3HaHUU TPENCTaBISIET COOON COBOKYIHOCTh PA3IMYHBIX IOKa3aTenell padoTbl
CTyIEHTa B TeueHue Bcero mnporecca oOyueHus. Ilo kKypcy mnpemycMarpuBaeTcsl TEKYLIUI
KOHTPOJb YCIIEBAEMOCTH B (QoOpMe oOIpoca Ha 3aHATHSAX, TECTUPOBAHMS, BBINOJIHEHUE
MpaKTUYeCKUX 3afaHuil. [IpomMeXyTOUHBIM KOHTPOJIb MPOBOJUTCS B (OpME TECTUPOBAHUS U
WTOTOBOM TMHCHMEHHOW KOHTPOJIBHOW paboThl. C y4eToM HAOpaHHBIX B CEMeCTpe OaylioB
CTYACHTHI MOJY4aroT 3a4eT ¢ oleHKoil. MTtoroBas koHTpoJsibHas paboTa MpoBOAUTCS B (opMme
MMCbMEHHOUM paloThl, MpeaycMaTpuBaroliell OTBETHl B CBOOOJHON (opMe Ha MOCTaBIIEHHBIE
BOIIPOCHI.

HrtoroBas olieHKa BBICTABISAETCS B TOJHOM COOTBETCTBHM C YTBepkAEHHOW B PITY

PEUTHHTOBOM CUCTEMOW KOHTPOJISI 3HAHUM.

Bun xouTpons Cpoku Kpurepun KonnuecTBo
POBEICHUS OIICHKHU 6amioB
(MaKCHMAJIbHO)
1. Yuactue B 00CyXACHUN B teuenune 10 4 OayuioB
TEOPETUYECKUX BOIIPOCOB HA Cemectpa 48

IMPAKTUYCCKUX 3aHATUAX U B PCIICHUHU
IPAKTHUYICCKUX 3aJaHuM

B Teuenun Jlo 6 GammoB 12
2. KonTpoapHbie paboThl (2 mIT) cemecTpa

[TomyueHHBI COBOKYIHBINA PE3y/bTaT KOHBEPTUPYETCS B TPAJAULMOHHYIO LKAy OLIEHOK
U B IIKalTy olleHOK EBpomnelickoil cucremsl nepeHoca u HakoruieHust KkpeautoB (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBUY ¢ TaOIHIICH:

100-6anrvnasn wxana Tpaouyuonnas wixana lxana ECTS
95— 100 OtnnuHO A
83-94 B
68 — 82 Xopo1o 3a4YTEHO C
56 — 67 D
50 55 yJIOBJIETBOPUTEIHEHO E
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20-49

0-19

HCYAOBJICTBOPHUTCIBHO

FX

HEC 3a4TCHO

5.2.KpuTepuu BbICTABJICHUS] OLECHKH MO IUCHHUILIMHE

Bannvi/
Llxana ECTS

Ouyenka
no oucyuniune

Kpumepuu oyenxu pezyriomamog o0dyuenust
no oucCyunuHe

100-83/
AB

«OTIIMYHOY /
«3a4TEHO
(oTmruHO)» /
«3aYTEHO»

BricraBnsiercs  oOydaromemycsi, €cii OH TJIyOOKO |
IIPOYHO  YCBOMJI TEOPETUYECKMH W  IPAKTUYECKUU
MaTepHuall, MOKET MPOJAEMOHCTPUPOBATH 3TO Ha 3aHATHIX
U B XOJI€ TPOMEKYTOUHOM aTTeCTal1H.

OOyuaromuiicsi MCYEPIBIBAIONIE W JIOTUYECKU CTPOITHO
u3araeT y4yeOHbIN MaTepuai, yMeeT YBSI3bIBaTh TEOPHUIO C
IPAKTUKOM, CIIpaBisieTCs ¢ pelleHueM 3ajaad npodeccu-
OHAJIbHOM HAIpaBJIEHHOCTH BBICOKOTO YPOBHS CJIOKHOCTH,
NPaBUIHLHO 0OOCHOBHIBAET MPUHSTHIC PEIICHUSI.

CBoOomHO opueHTHpYyeTcss B yueOHOMl u mpodeccu-
OHAJILHOM JTUTEpaType.

OneHka 1O JUCITUIUIMHE BBICTABJISIOTCS OOy4YaromeMycs
C y4€TOM pE3yJIbTATOB TEKyIIEH W MPOMEKYTOUHOU
aTTECTaILlMMU.

Komnerennuu, 3akperi€éHHbIe 3a TUCHUTUIMHOHN, chopMu-
pOBaHbI HA YPOBHE — «BBICOKUI».

82-68/

«xoporuioy /
«3a4TEHO
(xoporo)y /
«3aYTCHOY

BricTaBisiercst oOydaronieMycs, €Ciid OH 3HAeT TEOPEeTH-
YECKUH W MPAKTUYECKUI MaTepuall, PaMOTHO M IO CYIIIE-
CTBY M3JIaraeT €ro Ha 3aHATUIX U B XOJE MPOMEKYTOUHOU
aTTeCTaluu, HE JOIYCKas CYIIECTBEHHBIX HETOUYHOCTEM.
OOyyaromuiics MpPaBWIBHO TPUMEHSET TEOPETUUYECKHE
MOJIOKEHUsI TNPU  PEUIeHWHM  MPAKTHYECKUX  3aJad
npodeccuoHanbHON HAMpPaBIEHHOCTH PA3HOTO  YPOBHS
CJIOHOCTH, BJaJieeT HEOOXOAUMBIMU IS 3TOTO HaBBIKAMHU
Y IPUEMAaMHU.

JlocTaTouHO XOpOIIO OPUEHTUPYETCS B Y4EOHOW M MpO-
beccroHanbHOM TUTEpaTYypE.

OneHka Mo AUCLUUIUIMHE BBICTABISIOTCS OOy4aroliemycs
C Yy4€TOM pE3yJIbTaTOB TEKyIIEW M MPOMEKYTOUYHOMI
aTTeCTaluu.

Komnereniuy, 3akperui€éHHble 32 AUCHUIUIMHON, cPOpMU-
pPOBaHbI HA YPOBHE — «XOPOILLUI».

67-50/
D,E

«YIIOBJICTBOPH-
TETBHOY /
«3a4TEHO

(ymoBnerBopu-
TEJILHO)» /
«3a4TEHO»

BricraBnsercsa oOyuaromieMycs, €CiM OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUH W TPAKTUYECKUH MaTepual,
JIOMyCKAeT OTJeNbHbIe OIIMOKHM HpPU €ro M3JI0KEeHUM Ha
3aHATHUSIX U B XOJI€ TPOMEXYTOUHOH aTTeCTallMK.
OOyuaromuiicss UCTIBITHIBACT ONpeAETIEHHBIE 3aTPyIHEHUS
B NIPUMEHEHUM TEOPETUYECKUX IOJIOKEHUN IIPU PELICHUU
NPaKTUYECKUX 337124 NpoecCHOHATbHON HApPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CIIOKHOCTH, BJajgeeT HEoOXOoIu-
MBIMH /715 3TOTO 0a30BBIMU HaBBIKAMU M TPUEMaMH.
JleMOHCTpHpYeT NOCTaTOYHBI ypOBEHb 3HAHUS YyueOHOMH
JUTEPATYpPBI 110 TUCLUIUINHE.

OrneHka Mo JUCIMIUIMHE BBICTABISIIOTCS OOydaromeMmycs
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bannwi/ Oyenka Kpumepuu oyenxu pezynomamos ob6yuenus
Ilxana ECTS no OuCyuniune no OUCYUNIUHe
C Yy4€TOM pE3yJIbTaTOB TEKyLWIEHW M IPOMEKYTOYHOU
aTTeCTaLlUU.
Komnerenun, 3akperui€éHHbe 32 AUCHUILIMHOHN, chopMu-
POBaHbI HA YPOBHE — «JJOCTATOUHBII».
49-0/ «HeynoBueTBopute | BoicTaBisiercs oOydaromeMycs, €ciM OH He 3HAaeT Ha
F.FX JTBHOY / 0a30BOM ypOBHE TEOPETHUECKUN U IMPAKTUUYECKUNH MaTepu-
HE 3a4TEHO aJl, JIOIyCKaeT rpyOble OIMMOKH NpPU €ro H3JIOKEHHH Ha

3aHATHUSIX U B X0/1€ IPOMEXKYTOUHOM aTTeCTaluH.
OOyyaromuiics HCTBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
IPUMEHEHUH TEOPETUUYECKUX IMOJIOKEHUH MpHU pPELIeHUU
MPAKTHYECKUX 3a]a4 Npo(ecCHOHATLHON HANPaBIEHHOCTH
CTaHJAPTHOIO  YPOBHS  CIIO)KHOCTH, HE  BIIaJeeT
HEOOXOMMBIMHU JUI 3TOTO HaBbIKaMU U IPUEMAMH.
HemoHcTpupyer  ¢dparMeHTapHble 3HaHUS  y4yeOHOU
JUTEPaATypPhl MO TUCHUTIIMHE.

OneHka Mo AWCHUIUIMHE BBICTABIISIIOTCS OOydarouemycs
C Yy4€TOM pE3yJIbTATOB TEKyIIEHW M IPOMEKYTOUYHOU
aTTeCTallUU.

Komnerenium Ha ypoBHE «IOCTATOYHBIN», 3aKpeIIEHHbIE
3a TUCIUIUIMHON, HEe COPMUPOBAHBI.

Texywut koHmponw

Kpurepny oIieHKH OTBETOB Ha BOIIPOCKHI TECTOB:

- [IpaBuibHBIN OTBET HA 1 Bompoc tecta — 0,5 6amn

- He npaBwibHBIN OTBET Ha Bompoc Tecta — 0 6aioB

Kpurepnn olieHKH Ka4eCTBA BBIIOJIHCHUS aHATUTHISCKOTO

3agaHus (KOHTPOJILHON pabOoTHl):

- [lonHbIit OTBET HA BOTpoC — 6 6asIoB

- HenouHelit oTBET Ha Bompoc — 5-3 Gaia

- [loBepxHOCTHBII OTBET Ha Bompoc — 2-1 Gana

- Henmocratounslii 15 arTecTaniuu oTBET (OTCyTCTBUE 0TBeTa) — 0 OamioB

HtoroBas koHTposbHast pabora (40 Oamn.) mpoBoautTcss B (Gopme TecT-KOHTPOJIS,

coJiepkanero 0a3oBbie BONPOCHl y4eOHOM TUCIUIUTUHBI.

HpI/I IMPpOBCACHNN C06CCCI[0B8.HI/I}I CTYACHT HOJI’)KCH OTBCTUTDH HA 3 BOIIpOCa (,Z[Ba BOIIpoOCa

TEOPETHYICCKOI'O XapaKTEpa U OAWH BOIPOC MMPAKTUICCKOT'O XapaKTepa).

HpI/I OLCHMBAHWU OTBCTA HA BOIIPOC TCOPECTUUCCKOI'O XapaKTCpa YUUTHIBACTC:

—TCOPCTHUYCCKOC COHACPKAaHNC HC OCBOCHO, 3HAHUC MaATCpUalia HOCHUT

(parMeHTapHbIi XxapakTep, Hajauuue rpyosix ommbok B otBete (1-3 6amia);
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—TCOPCTHUICCKOC COACPIKAHHUEC OCBOCHO YaCTUYHO, MOOIIYIICHO HC Ooitee

JBYX-TPeX HEe04eTOB (4-7 6aloB);

—TEOPETUUECKOE COAEPKAHNE OCBOEHO TOYTH MOJHOCTBIO, AOMYLICHO  HE
Ooyiee OJHOTO-IBYX HEJOYETOB, HO OOy4alOmMHCS CMOT OBl WX HCIPAaBUTh

camocTosTeNnbHO (8-11 6amioB);

—TCOPETUICCKOC COACPIKAaHNEC OCBOCHO IMOJIHOCTHIO, OTBCT IMOCTPOCH 3 (0)

coOcTBeHHOMY Tu1any (12-15 6annos).

HpI/I OLCHMBAHWM OTBCTA HA BOIMPOC MPAKTUYCCKOI'0 XapaKTCepa YUYUTHIBACTCA:

=

—0TBET cojiepkuT MeHee 20% npaBuibHOTO penieHus (1-2 6amna);
—oTBeT cofiepkut 21-89% mnpaBunbHOTO pemnienus (3-8 6ayon);
—oT1BeT coqiepkut 90% u 6omee npaBmibHOTO pereHus (9-10 6amios).

5.3. Oyenounvie cpedcmea (mamepuanvl) 0Jis1 MeKyujeco KOHmpoJis
ycnesaemocmu, npOMeHCYMoyHOU ammecmayu 00y4arouuxcs
no oucyuniune
IIpumepHasi TeMaTHKA KOHTPOJBbHBIX padoT

KonTpoabHnas padora 1

3akoHOJaTeIbHbIE aKThI B cpepe HHPOpMAIIUN U JOKYMEHTAIIUH.

Vka3zsl u pacnopsbkeHust Ilpesunenta P®D, mocraHoBieHUs W pacnopsiKEHUS
[IpaButensctBa PO.

[IpaBoBbIe aKThl HOPMATHBHOTO M HMHCTPYKTUBHOI'O XapakTepa, METOJAUYECKUE
JOKYMEHTHI 110 IeJIOTIPOU3BOJICTBY YUPEKICHUI, OpraHu3aliuii, mpeInpusITHA.

I'OCT na poxymenrtanmio. YCJI, Obmepoccuiickue kiaccupukaTopbl TEXHHKO-
SKOHOMMUECKOH U COIMaIbHOM UH(OPMALIUK U Jp.

MexayHapoaHbld  CTaHJApT IO  YIPABICHUIO JIEJIOBOM  JIOKYMEHTalMEH.
HanmonansHbIl cTaHAAPT MO YIPABICHUIO AEIOBOM JOKYMEHTALMEH

KonTposbHnas padora 2

[Toacucrema opraHu3alMOHHO-NPABOBON JOKYMEHTAIIUH

[Toacucrema pacrnopsIMTENbHON JOKYMEHTALIUN

[Toacucrema nHbOPMaIMOHHO-CIIPABOYHOHN JOKYMEHTAIIHUH.

JlenoBasi mepenucka, COMpPOBOXKAAIONIAs MPOIECC MPEACTABICHUS MUHTEPECOB U
MOCPEIHUYECTBO.

el N =
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IIpuMepHBIii COCTAB BOIPOCOB TecTa

1. PersameHTanmusi BONPOCOB PaGoThl ¢ [JOKYMEHTaAaMH B JJIEKTPOHHOH ¢opme
npeaycMaTpuBaeTcst

1. ®enepanbupiM 3akoHOM «OO0 wHpOpMaIMK, UHPOPMAMOHHBIX TEXHOJIOTHSIX U O
3anIuTe HHPOPMALTUN»

2. T'OCT P 6.30-20083.

3. ®enepanbHbIM 3aKOHOM «O0 3JIEKTPOHHOHN U(POBOA MOAMTUCK.

2. IOKYMEHTbI, KOTOpbIe CJIYKAT MePBUYHBIMU YUETHHIMHM JTOKYMEHTAMHM NPUHUMAIOTCS,
€CJIM OHM COCTABJIEHBI B COOTBETCTBHH C:

1. VuuduuupoBanHeiMH (opMaMu, COJEpKalIUMUCS B adbOoOMax YHU(PHUIIMPOBAHHBIX
dhopm.

2. Ilonoxennem «O mopsiike oOpareHus co cIyKeOHO# MHPOpMaLue OrpaHUuIeHHOTO
pacnpocTpaHeHus B (efepalbHbIX OpraHax UCIOJHUTENbHON BlIaCTH

3. 3akoroM P®D ot 21.07.1993 Ne 5485-1 «O rocynapCcTBEHHOH TaiiHEe».

4. MeTtoau4eckuMH AOKYMEHTaMH MO JENONPOU3BOACTBY YUPEKACHUN, OpraHU3alni,
MPEANPUITHIA.

3. Kakoii u3 Humkemepe4yncjaeHHBIX TOKYMEHTOB SIBJIsIeTCSl HauboJiee KaTeropu4yHom
(¢opmoii pacnopsiIMTESHLHOr0 BO3EHCTBUSI B YNPaBJeHUH M 00S3bIBaeT NMOAYMHEHHBIX
TOYHO MCIOJHSATH IPUHATHIE PellleHUs B YCTAHOBJIEHHbIE CPOKH:

1. Ilpuxkas.

2. Pacniopsbxenue.

3. Vka3zaHue.

4. ucTpyKInH.

4. PacniopsizkeHUsl U31AI0TCHA OT UMEHM:
1. PykoBouTeneit opranu3aiuu.
2. 3aMecTuTenel pyKOBOIUTENS OpraHU3aIiH.
3. PykoBonutenei oTenos.

5. OpraHu3aliuoOHHAs CTPYKTYPa OPraHu3aluu
1. BBoMTCS B JeiicTBHE 003aTEIbHBIM MPUKA30M PYKOBOAUTEIIS.
2. He TpeOyeT U3JaHusl IPUKa3a pyKOBOIUTENs
4. BBOIUTCS B ICUCTBUE €€ MPEACTABICHUEM B rpa@iuecKOM BUJIE.

6. JIOKyMeHT — 3TO:

1. 3aukcupoBaHHas Ha MaTepUaIbHOM HOCHUTENE UHPOPMALIUs C PEKBU3UTAMH,
MO3BOJISIOIINMU €€ UACHTU(PHUIIUPOBATh.

2. Hocurens nHpopManum, HCHOIb3YyEMOH B LENAX PEryIMPOBAHUS COLUMAIBHBIX
OTHOILIEHUH.

3. NUadopmanus, 3apuKcUpoBaHHAas JIFOOBIM CIIOCOOOM Ha JII000M HOCHTEIE.

7. Ha xakom IK3EMILJISAAPE 1€J10BOI0 MMCbMa, MOATOTOBJICHHOM /JISl OTIIPABKH aapecarty 1o
mo4Te, NpoCTaBJAAIOTCSA BH3bI?

! Yactuuno Mcnonb30BaHbl BAPHAHTHI TECTOB:

TectoBble 3agaHus Mo TeMe «JJOKyMeHTalMOHHOE obecneyeHue ynpaBineHusn»// «Cekperapb-
pedepent» Ne§ 2007 / KourposnbHast pabora// Pesxxum nocrymna: http://www.profiz.ru/sr/8 2007/test/; Tectst mis
OLICHKH CTEIICHH YCBOCHUS IUCUMIDINHB « JJOKyMeHTaMOHHOEe o0ecrnedyeHne ynpaBieHus »//
CounanbHas ceTb pabOTHHKOB

o0pasoBaHus NS // Pexxum mocryma: http://nsportal.ru/npo-spo/ekonomika-i-
upravlenie/library/2013/12/06/testy-dlya-otsenki-stepeni-usvoeniya-distsipliny



http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/rubric/24/
http://www.profiz.ru/sr/8_2007/test/
http://nsportal.ru/
http://nsportal.ru/
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1. Ha nonmuHHMKE, OTHPABIISIEMOM aJipecary.
2. Ha xonuu, moMenaeMoi B J1eJI0 OpraHu3aiyi.

8. Uro 10J:KeH caeaTh padOTHUK OPraHU3alii, BUBHPYIOIIMIi TOKYMEHT, eCJIU OH He
COIJIACEH C ero cojepkanuem?

1. OTka3aThbCsi OT BUBUPOBAHUSI IOKYMEHTA.

2. 3aBU3UPOBATh JOKYMEHT, BbIPA3UB CBOE MHEHHUE.

9. K xakomy J10KYMEHTY OTHOCHUTCS CJEAYIOIIAas XapaKTePUCTHKA «SABJISETCS OCHOBHBIM
HOPMATHBHO-METOAUYEeCKUM JOKYMEHTOM, ONpe/leJIII0IIMM M YCTAHABJINBAIOIIMM eANHBbIH
MOPS/AOK COCTABJICEHNS, 0(OopMJIEHHS IOKYMEHTOB H Pa0d0Thl ¢ HUMHU B OPraHU3aLMN»?

1 MHCTpYKIHMS TO 1E€T0NPOU3BOJACTBY

2 HomenknaTypa aen

3 PernameHt paboThl

10. Ha3oBuTe BHIbI NHCbMEHHBIX JOKYMEHTOB, KOTOpble BXOAAT B COCTaB
YHU(PUIHPOBAHHOM CHCTEMbI OPraHU3allMOHHO-PACIIOPSAAUTEIbLHOM JOKYMeHTaluu?

1. OpranuzanioHHble, pacoOpAIUTENbHbIE, THPOPMAIIHOHHO-CIIPABOYHbIE JJOKYMEHTHI U
JOKYMEHTHI 110 TPYAOBBIM OTHOLIEHUSAM

2. OpraHM3anoOHHbIC U PACTIOPSAUTENEHBIC TJOKYMEHTHI

3. OpraHu3annoHHbIE, PaCTIOPSIAUTENbHBIE M HH()OPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI

11. Kakoii I'OCT pernameHTHpyeT npaBWja pa3MellleHHsi U oQopmiieHUs] PeKBU3UTOB
OPraHU3alMOHHO-PACHOPAIUTEIbHBIX JOKYMEHTOB?

1. TOCT P 6.30-2003

2.T'OCT 6.37-98

3T'OCT P 6.30-97

4 EI'C 10Y

6. Her mpaBunpHOTO OTBETA

Bomnpocekl Kk 3x3aMeny

1. Ponw uHbOpMaNyK B yIIpaBICHUH.

2. HNudopmannonHas HHPPaCTPyKTypa opraHU3aIUH.

3. HNudopmannoHHbIe pecypchl OpraHu3alui.

4. llenu cozmaHus M COXpaHEHUS TOKYyMEHTOB, UX POJIb B YIPABICHUYECKON NESTEIbHOCTH.

5. Buapl JOKyMEHTOB.

6. CogepxaHue, CTpyKTypa, KOHTEKCT JOKYMEHTOB U METa/IaHHBIE.

7. IlpaBoBasi OCHOBa JOKYMEHTAIIMOHHOTO oOecriedeHusi ympaBieHus. DenepanbHbie
3aKOHBI. HopmatuBHO-TIpaBOBbIE aKThl BEIOMCTBEHHBIX OPraHOB WCIOJIHUTEIBHOMN
Biactu PO.

8. OcHOBHBIE = HOpMATUBHBIE IIPaBOBbIE u METOIUYECKHE JIOKYMEHTBI 1o
JOKYMEHTAIMOHHOMY OO€CIIEYCHHIO YITPABICHUS OpraHu3aluen.

9. CucreMHBIH TOAXO/I B yIIPABICHHH.

10. Cuctema ympaBieHUs] OpraHU3alHeH.

11. Cuctema ympaBieHUs] JOKYMEHTaMH OpraHu3alluu

12. Cuctembl JOKYMEHTAIIUH

13. croprueckoe pa3BUTHE CUCTEM TOKyMEHTAIIUU

14. TlonaTne «yHUPHUIIMPOBAHHBIC CUCTEMBI JOKYMEHTAIUI

15. TlonsaTue «pyHKIIMOHAIBHBIE CUCTEMBI TOKyMeHTarum» B Poccuiickoit deneparnn



16.
17.
18.
19.
20.
21.

22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

36.
37.
38.
39.

40.
41.

wrh e
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Cucrema opraHu3alMOHHO-PACIOPSAIUTENLHON JOKYMEHTAIIMN B YIPABJICHUN
[Toacucrema opraHu3aliMOHHO-IIPABOBON JOKYMEHTALIUH

[Toacucrema pacnopsIMTENbHON JOKYMEHTALUU

[Toncucrema MHPOPMAITMOHHO-CIIPABOYHOM

[Moacucrema nHGOPMAITHOHHO-AaHATTUTUICCKON JOKYMEHTAIINH.

JlenoBass nmepenucka, CONPOBOXKJAIOIIAsi IMPOLECC MPEACTABICHUE HMHTEPECOB M
MIOCPETHUYECTBO

Cucrema JOKyMEHTALUU 110 TPYJOBBIM OTHOLIECHUSM

JlokyMeHTallMOHHOE 00eCIIeYeHUE CUCTEMBI TPYJOBBIX OTHOLLIEHUH B YIIPaBJIE€HUU
Cucrema (pMHAHCOBOMW JOKYMEHTALIUU B YIPABJICHHH.

OO01as xapakTepUCTUKA JOKYMEHTOB 10 (PMHAHCOBO-PACUETHBIM ONEPALIUAM
Knaccugukanus yueTHbIX T0KYMEHTOB

CriocoObl ucrpaBiieHys OMKO0K B PMHAHCOBO-PACYETHON JTOKYMEHTALIUH.

OdopmieHne OTKpbITUS CUETOB OpraHu3alnii

OcHoBHbIE BUbI JOKYMEHTOB 110 (PMHAHCOBO-PACYETHBIM OTIEPALUSIM.

[lepenucka no ¢puHAHCOBBIM BOIPOCAM

Cucrema T10KyMEHTALIUU 110 CHAOKEHUIO U COBITY

JlokyMeHTaIMOHHOE 00eCTICYeHHE YIIPABICHUCCKIUX (PYHKITMN CHA0KEHUS U cObITa
Cucrema T10KyMEHTAlLlUU [0 MAPKETUHTY.

JlokymeHTalmoHHoe odecrneuenne GyHKIIMU MapKeTUHTa.

[lepenncka 00 opraHu3anuy, IUTAHUPOBAHMM U OCYILECTBICHUH HH(YOPMAIIMOHHON
JEeSITeNbHOCTH, MapKETHHIe

Ananutuueckue 0630psi. (ITK-1)

Nudopmanmonnbie 0030pbI

[Tepenucka co CMUA

Kputndeckue OT3BIBBI, ONPOBEPKEHHS HEIOCTOBEPHBIX CBEICHUM O [EATCIBHOCTH
OpraHM3alHy.

[TIporpamMmMbl MapKETUHIOBBIX UCCIIEA0BAHUIM.

JIOKyMEHTBI [IBUKEHMs LI€H Ha pbIHKE, 00 ONepaTMBHOM aHaJu3€ NOTPEOHOCTH B
IIPOTYKIMH U T.II.

. Cucrema AOKYMCHTAIIUHU I10 pEKIaMe.

Peknamuoe nucemo.

HNudopmarioHHble H31aHUS.

CraTbH, TEKCTHI TEJIEpaaHoNepeaay, TUIaHbl, POCIEKThI, CIICHAPUUA H T.II. JJOKYMEHTHI
(3asBKH, TIEPENUCKA U T.I1.).

JIOoroBOpHI 0 pa3MEIEHUH U BBIITYCKE PEKJIaMbl U T.I1.

JlenoBasi TiepenucKa, COMPOBOXKIAMOIIAS OPraHU3alMI0 W YYacTHEe B BBICTABKaX W
sipMapKax.
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6. YueOHO-MeToquuecKoe 1 MH(HOPMAIIMOHHOE 00eCTICUeHNEe AUCIIUTLTUHBI
CIUCOK UCTOYHHUKOB U JINTEPATYPhI
Hcrounuku

OcHoBHbIE

Koncturynus Poccuiickoit denepanuu. — Mocksa: UHOPA-M, 2019. — 52 c.-Tekcer :
anextpouHsiid. - URL: https://new.znanium.com/catalog/product/1003253

I'paxxnanckuii kogexc Poccuiickoit @enepannu: Yactu I, 11, 111. - Mocksa: UHOPA-M,
2007. - 496 c.-Tekct:anexkrponnsiii.-URL: https://new.znanium.com/catalog/product/122306

TpymoBoit konekc Poccuiickoit ®enepanmu ot 30.12.2001 N 197-®3 - URL:
http://www.consultant.ru/document/cons_doc_LAW_34683/

3akoH P® «O s3pikax HaponoB Poccuiickoit @enepanuuny» (B pen. ot 11.12.2002) - URL:
http://www.consultant.ru/document/cons_doc_LAW_15524/

3axoH P® ot 21.07.1993 Ne 5485-1 «O rocynapcrBeHHoi TaitHe». (C U3MEHEHUSIMU U
JOTIONTHEHUSIMH OT: 6 OKTs10pst 1997 r., 30 utons, 11 Hos16pst 2003 r., 29 utons, 22 arycra 2004
r., 1 nexabps 2007 r., 18 uronst 2009 r., 15 Hoa6ps 2010 1., 18, 19 urons, 8 Host6ps 2011 1., 21
nexadpst 2013 r.). - URL: http://www.consultant.ru/document/cons_doc_LAW_ 2481/

®denepanbHblil 3ak0H «O kKoMmMepueckoi TaitHe» oT 29.07.2004 N 98-D3 (m3menenus O3
oT 12.03.2014 r. Ne35-®3 «O BHEceHNN U3MEHEHUH B YaCTH NIEPBYIO, BTOPYIO U YETBEPTYIO
I'paxxpanckoro konekca Poccuiickoii denepanvii M OTACIIbHBIE 3aKOHOIATEIILHBIE AKThI
Poccuiickoit ®enepanuu») roga - URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/

®denepanbHbIl KOHCTUTYIHMOHHBIN 3aK0H 0T 25.12.2000 Ne 2-®K3 «O ['ocynapcTBeHHOM
repoe Poccuiickoit ®enepanun» (¢ u3m. ot 09.07.2002; ot 30.06.2003) - URL.:
http://www.consultant.ru/document/cons_doc_LAW_29674/

®denepanpubiii 3ak0H 0T 10.01.2002 Ne 1-D3 «O06 31eKTpoHHON IMPPOBON TTOAMUCH» -
URL: http://www.consultant.ru/document/cons_doc_LAW_34838/

®denepanpHbliit 3aKk0H OT 27.12.2002 Ne 184-D3 «O TexHuveckoM peryiupoBannm» - URL:
http://www.consultant.ru/document/cons_doc_LAW_ 40241/

®denepanpublit 3ak0H 0T 27.07.2004Ne79-D3 «O rocynapCTBEHHON I'PaKIaHCKON CITyX)0e
Poccuiickoit deneparun» (B pea. Ot 12.04.2007 Ne48-D3) - URL
http://www.consultant.ru/document/cons_doc_LAW_ 48601/

®denepanbhbiii 3aK0H OT 22.10.2004 No125-D3 «O6 apxuHOM nene B Poccuiickoit
deneparnum» - URL: http://www.consultant.ru/document/cons_doc_LAW_ 1406/

®enepanbubiii 3ak0H PO o1 01.06.2005 No53-D3 «O rocynapcTBEHHOM SI3bIKE
Poccuiickoit @enepanun» - URL http://www.consultant.ru/document/cons_doc_LAW 53749/

®enepanbHblil 3ak0H 0T 27.07.2006 Ne 149-D3 “O6 undopmaiuu, HHGOPMAITMOHHBIX
TEXHOJIOTHAX M 0 3amuTe nadopmarum» - URL.:
http://www.consultant.ru/document/cons_doc LAW_ 61798/

[Tpuka3z Munkynetypsl Poccun ot 25.08.2010 N 558 (c u3m. ot 04.02.2015) "O06
yTBepxaeHud "l[lepedHst TUMIOBBIX YIPABICHUECKUX APXUBHBIX IOKYMEHTOB, 00pa3yIoluXcs B
MPOLIECCE IEATETbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBIECHUS U
OpraHm3alyii, ¢ ykazaHueMm cpokoB xpaHeHus" (3apeructpupoBanHo B Muntocte Poccun
08.09.2010 N 18380) - URL.: http://www.consultant.ru/document/cons_doc_LAW_104953/

[TocranoBnenue IpaBurenscTa PO ot 16.04.2003 N 225 (pexn. ot 25.03.2013) "O
TpyAOBbIX KHIDKKaX" (BMecTe ¢ "[IpaBunaMu BeieHHUS U XpaHEHUS TPYIOBBIX KHIDKEK,
M3rOTOBJICHUS OJaHKOB TPYIOBOM KHIDKKH U obecrieueHus uMu padoroaareneii’)- URL:
http://www.consultant.ru/document/cons_doc_LAW 41888/

ITocranosnenue [1paBurenscTBa Poccuiickoit deaepanuu ot 15.06. 2009 r. N 477 «O6
yTrBepxaeHuu [IpaBun nenonpou3BoicTBa B peiepadbHbIX OpraHax UCIOTHUTEIHLHON BIACT -
URL: http://www.consultant.ru/document/cons_doc_LAW_88695/

I'OCT P 7.0.97-2016 «Cucrema cranaapToB 1o HHGpOpMaLuu, 6HOIMOTEUHOMY U
u3aTeNnbekoMy neny. OpraHu3alnoHHO-pacTIoPSIIMTENbHAS ToOKyMeHTalus. TpeboBanus K



https://new.znanium.com/catalog/product/1003253
https://new.znanium.com/catalog/product/122306
http://www.consultant.ru/document/cons_doc_LAW_34683/
http://www.consultant.ru/document/cons_doc_LAW_15524/
http://www.consultant.ru/document/cons_doc_LAW_2481/
http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_34838/
http://www.consultant.ru/document/cons_doc_LAW_40241/
http://www.consultant.ru/document/cons_doc_LAW_48601/
http://www.consultant.ru/document/cons_doc_LAW_1406/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_104953/
http://www.consultant.ru/document/cons_doc_LAW_41888/
http://www.consultant.ru/document/cons_doc_LAW_88695/
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odopmieHnro 1okymeHToB» - URL:
http://www.consultant.ru/document/cons_doc_LAW_216461/

I'OCT P UCO 15489-1-2007. Cuctema cTanaapToB 10 HHGOpMAaLKU, ONOIMOTEUHOMY U
U3JAaTeIbCKOMY JIeTy. YpaBieHnue nokymentamu. O0mmue tpeboBanus. M.: CtangapTuHpOpM,
2007. - URL.: http://www.consultant.ru/document/cons_doc_LAW_135548/

I'OCT P 7.08-2013. CUBM /. [lenonpou3BOACTBO U apXUBHOE JeJI0. TepMUHBI U
ompeneneHus./ DIEKTPOHHBINA (OH MPAaBOBOM U HOPMATUBHO-TEXHHUECKOW JOKYMEHTAIIUH. -
URL: http://www.consultant.ru/document/cons_doc_LAW_163800/

Hopwmbr Bpemenn Ha pabOTHI MO JOKYMEHTAI[HOHHOMY OOECHEUCHHIO YIPaBICHUYECKHX
CTPYKTYp (enepaibHbIX OpraHOB HMCIOJHUTEIbHON Bractu. M., Muntpyma Poccum, 2002. . -
URL:
http://www.consultant.ru/document/cons_doc_LAW_91156/99aaedf5ba3e383e969e17fdd9cbbc
h9386b3c9b/

[TonoxeHue o Mmopsiike M CpoKax XpaHEHUs JOKYMEHTOB aKIMOHEPHBIX OOLIeCTB (YTB.
noctaHoBieHrueM denepanbHOl KOMHCCHM MO PBIHKY LEeHHBIX Oymar ot 16.07.2003) . - URL:
http://www.consultant.ru/document/cons_doc_LAW_44000/

O6mepoccuiickuii knaccudukarop ymnpasiaeHueckor mokymentanuu: OK 011-93 (OKY D).
M.: l'occrangapt Poccun, 1994. - URL:
http://www.consultant.ru/document/cons_doc_LAW_ 43631/

JlonoHUTEbHBIE

®denepanbHbIil 3aK0H OT 26.12.1995 N 208-D3 (pexn. ot 04.11.2019) "OO6 akunoHEepHBIX
obmecrBax" - URL: http://www.consultant.ru/document/cons doc LAW 8743/

®denepanbHbiil 3ak0H «O0 o0IIeCTBaX ¢ OrpaHUYCHHOW OTBETCTBEHHOCTHIO» Nel4-D3 ot
8.02. 1998 rojaa (pen. oT 29.07.2017 N 233-D3) URL.:
http://www.consultant.ru/document/cons_doc_LAW 17819/

®denepanpubiii 3akoH «O HEKOMMeEpYecKuX opranm3anusax» oT 12.01.1996 Ne 7-®d3 (c
n3MeHeHussMu Ha 19 nexabps 2016 rona) (penakius, aectByromas ¢ 1 urons 2017 roga) roga
-URL.: http://www.consultant.ru/document/cons_doc_LAW_8824/

®enepanphbiii 3akoH 0T 08.08.2001 1. Ne 129-®3 «O rocymapcTBEHHOM perucTpauuu
IOPUAMYECKUX JIMII M HHIUBUIYalIbHBIX HpeanpuHumarenei» (pex. ot 23.12.2003) - URL:
http://www.consultant.ru/document/cons_doc_LAW 32881/

[TocranoBnenue [IpaButensctBa PO ot 19.06.2002 Ne 439 «O6 yrBepxkaeHUN GOpM U
TpeboBaHUN K OOPMIICHHIO TOKYMEHTOB, UCIOJIb3yEMbIX IPHU FOCYAAPCTBEHHON perucTpaiuu
IOPUAMYECKUX JIUII, a TaK)Ke (PU3MUECKUX JIUI] B KaU€CTBE WHIMBUIYAIbHbIX
npeanpuHuMarenein» (B pea. ot 16.10.2003) - URL:
http://www.consultant.ru/document/cons_doc_LAW_ 37299/

ITpuka3z Muntpyna Poccun ot 15.05.2013 N 205 "O BHeceHMHN U3MEHEHMI B
KpanudukannoHHbIH CIIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIICIUATICTOB U IPYTHX
CIIyXalluX, YTBEPKIEHHbIN MOCTaHOBJIEHNEM MUHUCTEPCTBA TPyAa U COLUAIIBHOTO Pa3BUTHS
Poccuiickoit @enepanuu ot 21 aBrycra 1998 r. N 37" - URL:
http://www.consultant.ru/document/cons_doc_LAW 146815/

Obuepoccuiickuii knaccugukarop napopmanuu o Haceaenun OK 018-95. M.: Muntpyna
Poccun, 1996 - URL.: http://www.consultant.ru/document/cons_doc LAW_181559/

JIureparypa


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_91156/99aaedf5ba3e383e969e17fdd9cbbcb9386b3c9b/
http://www.consultant.ru/document/cons_doc_LAW_91156/99aaedf5ba3e383e969e17fdd9cbbcb9386b3c9b/
http://www.consultant.ru/document/cons_doc_LAW_44000/
http://www.consultant.ru/document/cons_doc_LAW_43631/
http://www.consultant.ru/document/cons_doc_LAW_8743/
http://www.consultant.ru/document/cons_doc_LAW_221219/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100060
http://www.consultant.ru/document/cons_doc_LAW_17819/
http://www.consultant.ru/document/cons_doc_LAW_8824/
http://www.consultant.ru/document/cons_doc_LAW_32881/
http://www.consultant.ru/document/cons_doc_LAW_37299/
http://www.consultant.ru/document/cons_doc_LAW_146815/
http://www.consultant.ru/document/cons_doc_LAW_181559/
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OcHoBHas uTeparypa
Y4eOHUKN U yueOHbIE TOCcoOust

bacakos, M. . JlenonpousBoactBo [[lokyMeHTallMOHHOE 00eCTIeUeHUEe YIPaBIICHHUS |:

YueOnuk / bacakoB M.U., 3amsiikoBa O.U., - 14-e uza., nepepad. - Pocros-na-Jlony :DeHukc,
2014. - 376 c.ISBN 978-5-222-23063-3. - TekcT : anexkTpoHHbIH. - URL:
https://new.znanium.com/catalog/product/908867

Kprokona, H. I1. JlokyMeHTHpOBaHHE yIIPABICHUECKON NI TEIBHOCTH: YUeOHoe nmocodue /
Kprokosa H.II. - Mocka :MH®PA-M Uznarensckuii JJom, 2014. - 268 c. (Briciiee
obpazoBanue)[SBN 978-5-16-003134-7. - Tekcr : anekrpoHHsIid. - URL:
https://new.znanium.com/catalog/product/432033

Hayunas

HUcaes, I'. H. TeopeTnko-mMeTo100rH4€CKHE OCHOBBI KaueCTBAa NH()OPMALIMOHHBIX
cucreM : MoHorpadwus / I.H. McaeB. — Mocksa : UHOPA-M, 2018. — 293 c. — (Hayunas
MBICTTE). — WWW.dX.doi.org/10.12737/monography 59a413ec0b8a59.07746295. - ISBN 978-5-
16-105883-1. - Tekct : anekTponHbIi. - URL: https://new.znanium.com/catalog/product/912793

Hleronesa, C. B. Teoperndeckue npoOiaemMbl 3aKOHOAATENBHOTO PETYIUPOBAaHUS B chepe
MCIO0JIb30BAaHMUS ANEKTPOHHBIX noanucel : Monorpadus / C. B. llleronesa. - Boponex : Hayunas
kHura, 2015. - 124 c. ISBN 978-5-4446-0732-9. - Tekcr : snexTponHsIii. - URL:
https://new.znanium.com/catalog/product/923111

JononauTENbHAS
brixoBa, T. A. lenonpousBoactBo: YueOHuk / T.A. beikoBa, JI.M. Bsnosa, JI.B. Cankuna;
[Ton pen. T.B. Ky3nenoso#. - 3 uza., nepepad. u gom.- Mocksa :HUIL[ MHOPA-M, 2013. - 364
c. + ( Jom. mat. znanium.com). - (BO: bakanasp.). ISBN 978-5-16-004923-6. - Tekcr :
anextpounsiid. - URL: https://new.znanium.com/catalog/product/395908
Kupcanoa, M. B. Kypc nemonpon3BoacTBa: JOKyMEHTAITMOHHOE 00ECTICUeHHE
ynpasieHus : yaeoHoe nocooue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢ 3., UCIIp. U JIOT.
— Mockga : UHOPA-M, 2020. — 257 c¢. + Jlon. maTepuansl [ DI€KTpOHHBIN pecypc]. —
(Bricmiee oopa3oBanue: bakanaspuar). - ISBN 978-5-16-104755-2. - TekcT : 2JI€KTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/1088888
Kyznemnos, 1. H. Jlenonpoun3BoacTBo [DneKTpoHHBIN pecypc] : YueOHO-CIIpaBOYHOE
nocobue / M. H. Ky3nenos. - 6-¢ u3z., nepepad. u gorm. - Mocksa : M3garenbcko-Toprosas
kopropanus «Jlamkos u K°», 2013. - 520 c. - ISBN 978-5-394-01981-4. - Tekcr :
anekrpoHHsii. - URL: https://new.znanium.com/catalog/product/414939
Kynses, H.H. HuadopmanumoHHble TEXHOJOTUH B JOKYMEHTAI[MOHHOM O0O0€CIeYeHHUH
ylpaBJeHHUs U apXuBHOM jene : yuyeOnuk g By3oB / H.H. Kynses, T.B. Konnpamosa, E.B.
TepentreBa, A.I'. ®abpuunoB ; moxa ooul. pen.a.ro.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (Hosas crynenueckas oubnuoteka) - ISBN 978-5-98704-786-6. - TekcT : 37€KTPOHHBIH.
- URL: https://new.znanium.com/catalog/product/1015021

6.2. Ilepeyenn pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIIMOHHOMI

cetu « MHTEpHET»

WWW.PtPU.IU — caliT MeXayHapoHOro KypHasa «[IpoOiaeMbl Teopuu U MPaKTUKH YIPABICHUS,
BKJIIO‘IaIOH_II/Iﬁ MHOI'O MHTCPCCHBIX CTaTeﬁ, KacCaromuxcs pas3JIM4HbIX BOIIPOCOB YIIPABJICHU.
http://www.cfin.ru/management/people/motivation/ - caldT DIEKTPOHHOH  OHOTMOTEKH
KOPHOPATUBHOTO MCHCI’KMCHTA, O6’beILI/IH5HOI_LII/II71 KakK pOCCHfICKPIC, TaK U 3apy6e>KHLIe PECYPChI

10
6OJ'H:I_HOMy KpYTY BOIIPOCOB YIIPaBJICHUA B COBPECMCHHBIX KOMITAHUAX.


https://new.znanium.com/catalog/product/908867
https://new.znanium.com/catalog/product/432033
https://new.znanium.com/catalog/product/912793
https://new.znanium.com/catalog/product/923111
https://new.znanium.com/catalog/product/395908
https://new.znanium.com/catalog/product/1088888
https://new.znanium.com/catalog/product/414939
https://new.znanium.com/catalog/product/1015021
http://www.ptpu.ru/
http://www.cfin.ru/management/people/motivation/
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http://ecsocman.hse.ru/ - Ha caiiTe npeacTaBiCH 00pa30BaTEIbHBIA MOpPTAN MO 3KOHOMHKE,

COLIMOJIOTHM ¥ MEHEKMEHTY. Poccuiickuii mpoekT 1mo oObeIUHEHHI0 KaK POCCHHMCKUX, TaK U
3apy0eKHBIX PECypcoB MO BceM cdepam ympaBieHus. Ha manHoM moprtanie umerorcs 6onee 6
TBIC. CCBUIOK HAa POCCUICKUE U 3apYOeKHBIE PECypPChI

6.3. [IpodeccuonaabHble 6a3b1 JAHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE CHCTEMBI

Hocrym k npodeccruoHanbHbIM 0a3am naHHBIX: https://liber.rsuh.ru/ru/bases

WubopmanioHHbIE CITPABOYHbBIE CUCTEMBI:
1. KoncynpranT Ilntoc
2. Tapanr

7. MarepuajabHO-TeXHHYECKOe o0ecreyeHne TUCUUIITUHbI
I[J'ISI oOecrieyeHus JUCHUITIINHBI HCIIOJIB3YETCA MaTCpUaAJIbHO-TCXHUYCCKAaA Oaza
00pa3oBaTeIbHOTO YUPEKIACHHS: KOMITBIOTEPHBIC KJIaCChl M Hay4yHas ononuoreka PITY.
CocraB mporpaMMHOTO 0OECTICYCHHUS:

Nenn Haumenosanue I10 [IpousBoaurtens Cmoco0
/m pacnpocTpaHeHus
(ruyenszuonnoe unu
8000010
pacnpocmpansiemoe)
1 Windows 10 Pro Microsoft JIMIIEH3HOHHOE
2 Microsoft Office 2016 Microsoft JIMIIEH3HOHHOE

8. O0ecneuyenne 06pa3oBaTEJIbHOIO MPOLECCA JIA JIMI C OTPAHNYEHHBIMU
BO3MOKHOCTSIMU 310POBbSI 1 HHBAJTH/I0B

B xoze peanusanuu IUCHUTUTAHBI UCIOJIB3YIOTCS CIEAYIOIIUE JTOMOJIHUTEIbHBIC METOIbI
00y4eHHsI, TEKYIIETr0 KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCTAlUK O0YYaIOIIUXCS B
3aBUCHMOCTH OT UX MHIMBHIyaTIbHBIX OCOOCHHOCTEIH:

* JIUISI CIICTIBIX U CIA0OBHIAIIMX: JEKIUU 0(GOPMIIAIOTCS B BHJIE SJCKTPOHHOTO JOKYMEHTA,
JOCTYITHOTO C TIOMOIIbIO KOMITBIOTEPA CO CIEIUATM3UPOBAHHBIM TPOTPAMMHBIM 00ECIIEYCHUEM;
MUCbMEHHBIC 3a/IaHKsI BHITOJHIIOTCS HA KOMIIBIOTEPE CO CHEHUATU3UPOBAHHBIM MTPOTPAMMHBIM
obecrieueHreM UIIH MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM; 00ECIICUMBACTCS MHANBUIYaTbHOE
paBHOMepHOE ocBeleHre He MeHee 300 JIFOKC; IS BBIMOJIHEHUS 3aJaHusl TIPH HEOOXOAUMOCTH
MPEA0CTABIISIETCS YBEIMUYMBAIOIIEE YCTPOMCTBO; BO3MOYKHO TAK)KE MCIOJIb30BaHUE COOCTBECHHBIX
YBEITMYUBAIOIINX YCTPOWCTB; MHUCbMEHHBIE 3aJaHUs OQOPMIISIOTCS YBEIHMYCHHBIM HIPUPTOM;
9K3aMeH M 3a4€T MPOBOJSATCS B YCTHOHM (popMe WM BBITIOJHSIOTCS B MUCHbMEHHOW (hopMme Ha
KOMIIbIOTEPE.

* I TIYXUX U CHa0OCHBINIANMX: JICKIMH O(GOPMIISIFOTCS B BHUJE DJIEKTPOHHOTO
JOKYMEHTa, JH0O TPEAOCTABIsETCS 3BYKOYCHJIMBAOIAS —armapaTypa HHIUBUAYaIbHOTO
MOJIb30BaHMsI, MUChMCHHBIC 3aJ[aHUsl BBIMOJIHSAIOTCS HAa KOMIIBIOTEPE B MUCHMEHHOU (opme;
9K3aMeH M 3a4€T MPOBOJATCS B MUCbMEHHON (popMe Ha KOMITBIOTEPE; BO3MOYKHO MPOBEACHUE B
(dbopmMe TeCTUpOBaHUSL.

* VISl JIMI] C HApYIICHUSMH OTOPHO-JBHUraTEIbHOTO ariapara: JEKIHH O(POPMIISIOTCS B
BUJC  JJCKTPOHHOTO  JIOKYMEHTa,  JIOCTYIIHOTO C  TOMOIINBIO  KOMIbIOTEpa  CO
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CMELUAIM3UPOBAHHBIM MTPOrPAMMHBIM OOecIie4eHNeM; MICbMEHHBIE 33/1aHUS BBIMOJIHSAIOTCS Ha
KOMIBIOTEPE CO CIEHUATU3UPOBAHHBIM MNPOTPAaMMHBIM 00ECHEUCHUEM; JK3aMEH M 3a4ér
MIPOBOJIATCS B YCTHOM (hopMe HITH BBITIOJHSIOTCS B TUCBMEHHON (hopMe Ha KOMITBIOTEpE.

[Tpu HeO6XO0IMMOCTH MpeyCMATPUBACTCS YBEITMUCHNE BPEMEHH IS MIOJITOTOBKH OTBETA.

[Ipouenypa  mpoBedeHHMsT  IPOMEXKYTOYHOM  arrectanuud A 0Oydaroluxcs
YCTQHABJIMBACTCS C Y4€TOM MX HWHAWBUAYAIBHBIX MNCHUXO(PHU3MUECKHUX OCOOCHHOCTEH.
[IpomexyTouHast aTTeCTalus MOXKET IIPOBOAUTHCS B HECKOJIBKO JTAIOB.

[Ipu mpoBeneHMH MPOLEAYPHI OLICHUBAHHUS PE3yIbTaTOB OOyYEHHS NPETyCMaTPUBACTCS
WCTIOJb30BAHNE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBSI3M C HWHAWBHIYaIbHBIMH
OCOOEHHOCTSIMU O0Y4YaroIUXCs. DTU CPeICTBa MOTYT OBITh MPEJOCTaBIEHbl YHUBEPCUTETOM,
WM MOTYT MCTIOJIb30BaThCsl COOCTBEHHbIE TEXHUUYECKHE CPE/ICTBA.

[IpoBenenune mpouedypbl OLEHUBAHUS  PE3YyJIbTaTOB OOY4YEHHMsS  JOMYCKAaeTcsl C
MCI0JIb30BAHNEM JMCTAaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIl.

ObecrnieunBaeTcst JOCTyNl K MHPOPMALMOHHBIM U OnMOnuorpaduyeckum pecypcaMm B CETH
WnTtepHer nns kaxaoro oOywaromierocsi B ¢opMmax, aJaNTUPOBAHHBIX K OTPaHUYEHUSM HX
3II0OPOBBSI ¥ BOCTIPHUATHS HH(POpPMAITUH:

* JUIA CJIETBIX M CIAa0OBUISAIIMX: B MeYaTHON (GopMe yBEIMUYEHHBIM LIpUPTOM, B (opme
ANIEKTPOHHOTO JIOKYMEHTA, B (hopme ayauodaiina.

* JUI TIIyXUX U caabociblianux: B neyaTHol ¢popme, B popMe 3JEKTPOHHOTO TOKYMEHTA.

* JUIs OOY4YalOIIMXCSl C HapyUICHUSIMU OIOPHO-/JBUIaTENbHOIO amnmapara: B I€4aTHOM
dbopme, B hopMe IEKTPOHHOTO TIOKYMEHTa, B popme ayauodaiina.

VY4eOHble ayIUTOPUU Ui BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITENILHOM pabOThl, Hay4Hast
OMOMMOTEKa W WHBIC TIOMEIICHHS JIJI1 OOYYEeHHsI OCHAICHBI CIEIUaIbHBIM 00OpYIOBaHHEM M
y4eOHBIMH MECTaMU C TEXHHUYECKUMHU CPEeICTBAMU 00yUEHUSI:

* Ul CJeNbIX U CIaOOBUISIINX: YCTPONUCTBOM JUIsl CKAaHHUPOBAHUS M YTEHHS C KaMepoi
SARA CE; nucnineem bpaitns PAC Mate 20; npuatepom bpaiinsg EmBraille ViewPlus;

* JUIA TIOYXUX U cIabOCHbIIIAIUX: aBTOMAaTU3UPOBAHHBIM Pa0OUUM MECTOM JUISl JIFOJCH C
HapyIICHUEM CIyXa U c1a0O0CIbIIIAIUX; aKyCTUHUECKUN YCHIIUTEIb U KOJIOHKH;

* U1 00y4aIoIIUXCs C HAPYIIEHUSMU OTOPHO-ABUTATENIBHOTO afmapara: nepeaBHKHbIMHU,
peryiupyeMbiMu  SproHoMudeckumu  napramu  CHU-1; KOMIBIOTEpHOM  TEXHHKOHW €O
CHEIHabHBIM POTrPaMMHBIM 00ECTIICUEHUEM.

9. MeToauyecKkne MaTepHaJIbI

9.1. [li1aHbl ceMUHAPCKUX 3AHATHI
Tema 1. JlokymeHTHpOBaHHas UHQOPMAIIHS U €€ POJIb B YIIPABICHUH OpraHu3aiuen

(2 yaca)
Bonpocwl 0n1 06cyarcoenus:

1. OxapakTepusyiiTe TMOHSTHE OPraHU3AMOHHO-IOKYMEHTAIIMOHHOTO obecrnieueHus
OpraHu3aluen.

2. TlosicauTe, KakoBa POJb HHPOPMAIIMH B YIIPABICHUH.

3. Packpoiite mousTHe «uHpOpMAIOHHAS HHQpACTpyKTypa Kopropaiuu». HazoBure

M3BeCTHBIE BaM MHGOpMAIIMOHHBIE PECYPCHI KOPIIOPAIIHH.

OxapakTepu3yiTe MOHITHE «TOKYMEHT.

KakoBbl 1enu co3gaHusi U COXpaHEHUs JIOKYMEHTOB, UX pOJIb B YIpPaBICHUYECKOM

ok
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NEATENBHOCTH.
6. HasoBute u3BecTHhIe Bam BUIBI TOKYMEHTOB.
7. YeM xapakTepu3ylTcs COAEpKaHUE, CTPYKTYpa, KOHTEKCT JIOKYMEHTOB U METa/laHHbIE?

Tema 2. HopmaTHBHO-TIPaBOBAasi U METOIMYECKAst OCHOBBI JJOKYMEHTAIIMOHHOTO 00CCIICUCHUS

YIPABJICHUS

(2 gaca)

Bonpocul ons oocyscoenus:

1.

2.

[losicauTe, KakoBa mMpaBoBasi OCHOBA JOKYMEHTAIIMOHHOTO OOecreueHus
YIPaBJICHUS OPraHU3aIUEN.

[IpuBeaure  npumMepsl  QenepaqbHbIX  3aKOHOB,  PErYJIHPYIOIIHUX
YIPABJICHUE TOKYMEHTAMH B KOPIIOPALUH.

[IpuBennre mnpumepsr yka3oB Ilpesupenra PP wu  nocraHOBIEHUHN
[IpaBurensctBa P®, perynupyroomux ymopaBieHUE JOKYMEHTAMH B
KOPITOPALIVH.

[IpuBennTe npuMepbl HOPMATHBHO-IIPABOBBIX AKTOB BEJIOMCTBEHHBIX
OpPraHoB HCHOJIHUTENbHOU BiacTu P®, perynupyronux ymnpaBiieHHE
JOKYMEHTaMH B KOPIIOPALIHH.

2. llpuBenute mpuUMepbl OCHOBHBIX HOPMATHMBHO- MPAaBOBBIX U METOJIUYECKHX
JOKYMEHTOB 10 JOKYMEHTAIIHOHHOMY 00€CIEUEeHUIO YIPABICHUS KOPHIOPAIHEH.
OxapakTepu3yiTe U3BECTHbIE TOCYAAPCTBEHHBIE CTAHAAPTHI, PETYIUPYIOLINX

ylpaBJeHHe TOKyMEHTaMU B opranu3auuu.Mictounnku

Tema 3. Cucrtema ynpapieHusi JOKYMEHTaMH OpraHu3aluu

(2 gaca)

Bonpocul ons obcysrcoenus:

Tema 4.

e N

el NS =

Kakwne cucrembl AOKYMCHTAIlUU Bawm u3BectHEBI?

Kax IIPOHUCXOANIIO UCTOPUICCKOC PA3BUTHUC CUCTCM ,I[OKYMGHTaI_II/II/I?
PaCKpOfITe IIOHATHC ((}’HI/I(I)HI_IHpOBaHHBIe CUCTCMbI JOKYMCHTALUN)).
PaCKpOfITe IIOHATHC (((bYHKI_[I/IOHaJ'IBHHe CUCTCMbI JOKYMCHTALUN)).

OyHKIMOHANBHBIE  CUCTEeMbl  JoKyMeHTanuu (CucremMa  OpraHu3allOHHO-
paciopsAaUTENEHON TOKYMEHTAIIH )

(4 gaca)

Bonpocwl 011 06cyarcoenus:

OX&paKTepPB}HZTe CUCTCMY OpFaHI/ISaLII/IOHHO-paCHOpHﬂHTGHBHOﬁ JAOKYMCHTAIIUH.
Yro Takoe mojcucremMa OpFaHHSaHHOHHO-HpaBOBOﬁ JIOKYMGHTELI_II/II/I?

Yro cocraBisieT MoACUCTEMY paCHOPHHHTCHBHOﬁ I[OKYMCHTS.LII/II/I?

KakoBbl COCTaBJIAIOIIHE ITOACUCTEMBI HH(bOpMaHHOHHO-CHpaBOQHOﬁ I[OKyMCHTaI_II/II/I?
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Tema 5. @yHKIIMOHANBHBIE CUCTEMBI JJOKyMeHTaluK (CructemMa JOKyMEHTAIUU IO TPYIOBBIM
OTHOIIEHUSIM )

(4 gaca)
Bonpocut ons ob6cyacoenust.

1. Oxapakrepusyite CUCTEMBI JOKYMEHTAIMH 110 TPYIOBbIM OTHOILIEHUSAM

2. UYTto Takoe mepBUYHBIC JOKYMEHTHI TPYI0YyCTpOiicTBa?

3. OxapakTepu3yiTe TMOHATHS «TPYIOBOHW JOTOBOp», JHYHOE MAEJI0 COTPYAHHUKA,
TPyZIOBasi KHIKKA,

4. KakoBa TeXHOJIOTHS JOKYMEHTAIIMOHHOTO o0OecnedyeHus paboThl C MHUCbMEHHBIM
oOpanieHusIMHU Tpakaan?

Tema 6 OyHKIIMOHAIBHBIE CHCTEMBI JIOKYMEHTAITUH
(Cucrema GpuHaHCOBOM TOKYMEHTAIUN)

(4 gaca)
Bonpocwt ons obcyscoenus:

1. KakoBbI OCHOBHBIE XapaKTEPUCTUKH JOKYMEHTOB MO  (pMHAHCOBO-PACYETHHIM
oTiepaIusm.
2.Ha3oBute kiaccu(UKAINIO YIETHBIX JOKYMEHTOB.
3.KakoBbI crtiocoObI HCTIpaBIeHUS OMUOOK B (PHHAHCOBO-PACYETHON TOKYMEHTAIIHH ?
Kaxosa nporieaypa ohopmMiIeHHUsT OTKPBITHS CYETOB OPraHU3aIUH.
2. HazoBute 0CHOBHbIE BUbI JOKYMEHTOB 110 (PMHAHCOBO-PACUYETHHIM OIEPALIHIM.

=

Tema 7 OyHKIIMOHAIBHBIE CUCTEMbI JOKYMEHTAIHH
(Cucrema TOKyMEHTAIIUH 10 CHAOKEHUIO M COBITY)
(4 gaca)
Bonpocul onst 0o6cyarcoenusi:

OxapakTepu3yiTe CUCTEMY JOKYMEHTALIUU 110 CHA0XKEHUIO U COBITY.
Urto Takoe 10TOBOPHI?

[IpumeHeHne TOBEPEHHOCTH.

UTto Takoe HaKJIaJHbIe, HAPSIBI?

[IpumeHeHre KOMMEPYECKHUX aKTOB.

[Topsinox opopmiieHHs TPETEH3UOHHBIX MTUCEM.

[Topsinox oopmiteHNsT NCKOBBIX 3asBJICHUH.

NOURWN

Tema 8 OyHKIIMOHATIBHBIE CUCTEMBI TOKyMeHTaIuH (CrcTteMa TOKYMEHTAIUH 110 MAPKETHHTY U
pekiame)
(2 gaca)
Bonpocwl 0ns ob6cyscoenus:

1. Ha3zoBuTE OCOOCHHOCTH CUCTEMBI JAOKYMCHTAIIUHU 11O MApPKCTUHTY.
2. TlosicHuTe KaKOBBI 0COOCHHOCTH CHCTEMBI AOKYMCHTAIIMHU 110 PCKIIaMeE.
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9.2. MeToauuecKkue PEKOMEHAAUH MO MOATOTOBKE MUCHbMECHHBIX paﬁ()T

B pamkax u3yueHHs AUCHUILUIMHBI IPETYCMATPHUBAIOTCS CIESIYIOIINE BU/IbI ITMCbMEHHBIX
pabor:
— JIOKJIa/bl (HE UMEIOT 0COObIX TpeOoBaHU, OT 3 10 5 CTpaHull);
— occe  (paboThl, OTpaKaloolMe HHIUBUIAYAJbHYIO IO3UIMI0 aBTOpa IO
00cyX1aeMoil Ha ceMuHape rnpoodieme, oT 2 10 3 CTpaHuIl);
— TMpe3eHTalus mojarotaBiuBaercs B (opmare PowerPoint u 3amminaercs Ha
MOCIIETHEM CEMUHAPCKOM 3aHSATHH,

— KOHTpoJibHasi paborta. [lpu oOlleHMBaHWU KOHTPOJLHOU paboThl (12 O6asuioB)
YUUTHIBACTCS:

- TIOJIHOTa BBIMOJHEHHON paloThl (3a7aHME BBINOJIHEHO HE TMOJHOCTHIO W/WIN
JOTYIIIEHBI JIBe U OoJiee OmMOKH WiTh TpHU U OoJtee HeTtouHocTH) — 0,5 Oana;

- 00OCHOBAaHHOCTb COJEpXaHUS U BHIBOJOB PaOOTHI (337aHKE BBIMIOJHEHO MOJIHOCTHIO,
HO 000CHOBaHHE COJIEPYKAHHSI U BBIBOJIOB HEJJOCTATOYHBI, HO PacCyXJICHUS BEpHBI) — 6 Oaiw,

- paboTa BBHITIOJIHEHA MOJTHOCTHIO, B PACCY)KICHHUIX M OOOCHOBAaHUH HET MPOOEITIOB WU
OoImMOOK, BO3MOKHA OJHA HETOYHOCTH -12 0ajIioB.

Memoouueckue ykazanus no no02omoske u 0gh)opmieHuO
00KNA008

O6bem poximana: 3-5 MalTMHONMUCHBIX CTPAHUIL.

TpeGoBanMs K HATMCAHUIO JTOKJIa/a: HATMCAHWE Pa3BEPHYTOr0 KOMMEHTAPHS T10
COOTBETCTBYIOIIEMY BOMNPOCY C CAMOCTOATEIIbHBIMHU BBIBOJIAMH.

Jloknaapl SBISIOTCS OJHOM W3 MPOMEXYTOYHBIX (JOPM aTTECTAIIMU CTYIACHTOB, KOTOPhIE
BBIMNOJIHSIOTCS B TCUEHHUE CEMECTPA B YCTAHOBJICHHBIE CPOKH.

TemaTtuka [NOKJIAJOB MpeayCMaTpUBaeT IPOBEPKY YPOBHS 3HAHUM CTyIJeHTa IO
HEKOTOPBIM BOINPOCAaM TEOPETUYECKOr0 JIEKIIMOHHOIO Kypca, a TaKkKe CaMOCTOSITEIbHOIO
M3Yy4YEHUs1 MU UCTOYHHUKOB U CIIELMAIBHOM JUTEPaTyphl. JloKIaabl BHIIOIHAIOTCA MUCBbMEHHO U
03BYUYHBAIOTCS YCTHO, TIOCJIE YETrO CAA0TCS Ha MIPOBEPKY MPENoiaBaTeito Kadeapsl.

CopepxaHue J[0KJIa/la BKIOYACT: OOOCHOBAaHUE AaKTYalbHOCTHM JAaHHOTO BOTPOCA,;
KpaTKU aHaIN3 UCTOYHUKOB U JUTEPATYPhl; TEOPETUUYECKYIO M/WIH MPAKTUYECKYIO 3HAYUMOCTh
JAHHOTO BOTIPOCA; OCHOBHOE COJIep KaHME BOTPOCA; MEPCIEKTUBBI pa3BUTH (B 3aBUCHMOCTH OT
TEMBI); BEIBOJIBI I PEKOMEHIAIIHH.

CnHcok UCOJIb30BaHHOM JTUTEPATYpPhl JOJKEH COCTABIISITHCS C YUETOM
COOTBETCTBYIOIIEH, U3y4aeMOU B TaHHOW y4eOHON AUCIUILITUHE.

Memoouueckue ykazanusi no n0020mogKe u 0ghopMaAeHUIO
KOHMPONbHBIX pabom
Mertoauueckre peKOMEHalluU MpeAHa3HaueHbl Ui CTYACHTOB THEBHOMU, BeuepHeil
u 3aouHOi (opMm oOyuenus ¢axkynprera ynpasinenus UOVYull PITY. Ilpu paspaborke
peKoMeHaanui YUUTHIBAINCH TpeGoBaHUs denepanbHOTO I'ocynapcTBeHHOTO
oOpazoBarensHoro crangapta BIIO mo cooTBeTCTBYIOIIEMY HANpaBICHHUIO MOATOTOBKH U
JEUCTBYIOIIUX HOPMATUBHBIX TOKYMEHTOB.
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KonTponeHble pabOThl SABISIOTCS OJHOH U3 MPOMEKYTOUHBIX (OpM aTTECTAllUU
CTYAEHTOB, KOTOPBIE BBIIIOJIHSIOTCS B TEUEHNUE CEMECTPA B YCTAHOBJIIEHHBIE CPOKH.

Temartuka KOHTPOJIBHBIX pabOT MpeayCMaTPUBACT MPOBEPKY YPOBHS 3HAHHH CTYACHTA 110
HEKOTOpPbIM BOIIPOCAM TEOPETHUECKOI0 JIEKIMOHHOIO Kypca, a TaKKe CaMOCTOSTEIbHOIO
M3yUYEHHs] UMU MCTOYHHUKOB U CIIEIHAIbHON JuTepaTypbl. KOHTpoIbHBIE paObOTHI BBHITIOIHSIOTCS
MUCHMEHHO U C/IAIOTCS Ha POBEPKY MPEToAaBaTento Kadeapsl.

KonTpossHbIe pabOThl MOTYT POBOJUTHCS HA JICKIIMOHHBIX MM CEMHHAPCKHUX 3aHATHUSIX
B ayJIMTOPHBIX KJIaccax MpU YCIOBUU MPEIBAPUTEIHHON MOATOTOBKU OaKalaBpOB.

KonTposnpHast paboTa HanpaBieHa Ha MHIUBHIyTH3AIHIO OOYYSHHS U MTOBBIIICHUE POITU
CaMOCTOSITENIbHOM paboThl OakaaaBpoOB, HOITOMY MPEAYCMOTPEH LUIUPOKUM CIIEKTP KOHTPOJIbHBIX
BOIIPOCOB, TO3BOJISIONIUI 0OakallaBpy BBIOpaTh HamOoJiee WHTEpeCHyro s Hero temy. C
TEMaTUKON KOHTPOJIbHBIX pabOT OakanaBpbl NO3HAKOMUTHCA B YMK AucuuniuHbL.

CopnepxaHue KOHTPOJBHOM pabOThl BKIHOYAET: OOOCHOBAHUE aKTyaJlbHOCTH JAHHOTO
BOIIPOCA; KPAaTKUM aHAIU3 MCTOYHUKOB M JIMTEPATYphl; TEOPETUUECKYIO H/WIHM MPAKTUYECKYIO
3HAYUMOCTh JIAaHHOTO BOIIPOCA; OCHOBHOE COJEp’KaHHE BOIPOCA; MEPCIEKTHBBI pa3BUTHS (B
3aBUCHUMOCTH OT TEMbI KOHTPOJIbHOM pabOThI); BHIBOIBI U PEKOMEHIAINH.

OO6muit o0bem TekcroBoro Marepuana 7-10 crpanun. CTpyKTypa TEKCTOBOM yacTu
KOHTPOJIbHOU pabOThl MOKET UMETh: BeIEHUE, OCHOBHYIO YacTb, BHIBObI, CIIMCOK HCTOYHUKOB U
nuTepatypsl. Pa3Onenune Tekcta Ha paszienbl U MoApa3fesibl MOXKET ObITh CAETaHO MO KeJIaHUIo
aBTOpa, OJHAKO HEOONBIIOW OO0BEM KOHTPOJIBHOW paboOTHl JelaeT dTO HE BCerjaa
1enecooOpa3HbIM.

OneHka KOHTPOJBHBIX PAOOT OCYIIECTBISIETCS B COOTBETCTBUU C YTBEPXKICHHOW Ha
Kadeape peHTHHTOBOM CUCTEMOM OIEHKH 3HAHUW CTYICHTOB M0 KaXKJI0UW TUCIIUTUIAHE.
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Tpunoocenue 1 Annomayus
paboueil npoepammvl OUCYUNTUHBL

AHHOTAIIAA PABOYEHN TPOT'PAMMBI T CHUTLJIAHBI

JucuunnuHa — SBISIETCS  JUCUUILIMHOM — 4acTH dopMupyemMoil  y4acTHHKaMH
00pa30BaTeNIbHBIX OTHOIICHWH Y4eOHOTO IUIaHa 10 HampaBieHuo mnoarotoBku 38.03.02
«MeHemxMeHT», «Mapketunr». JlucuuruiMHa peanu3yercs Ha (aKyJabTeTe yIpaBJICHUS
kadenpoii ynpasienus: IHCTUTYTa yrpaBiieHus, S)KOHOMUKH U TpaBa.

Llenv Oucyunaunvbl — TOJATOTOBUTH BBIIYCKHUKA, 00JIaJalOIIEr0 TEOPETUUYECKUMU H
MPaKTUYECKUMHM 3HAHUAMU M YMEHUSMH, CIOCOOHOTO NPUMEHSATh KOMIIETEHIUU B cdepe
yIpaBieHUs JOKyMEHTalllel B OpraHu3aliy.

3aoauu oucyuniumol.
- O3HAKOMUTH OaKaiaaBpOB C MOHATHEM «IOKYMEHTHpPOBaHHas MH(OpPMaLUA» U €€ POJIbIO B
YIPaBJIEHUU OpraHU3alUEN;

- chopMupoBaTh HABBIKM AaHaJN3a HOPMATHBHO-IIPABOBBIX M METOJAMYECKUX OCHOB
JOKYMEHTAI[MOHHOTO O0eCTieueHus yIpaBIeHUs;

- 03HAKOMHUTH C OCHOBHBIMHU AJIEMEHTAMU CHCTEMBI YIIPaBIEHUS JOKYMEHTaMU;

- 00y4HUTh METOAaM HCI0JIb30BAHUS YHU(DUIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH;

- copMUpPOBaTh HABBIKK JOKYMEHTALMOHHOTO oOOecredeHHs] (yHKIHOHAJIBHBIX cdep
yIpaBiIeHUS.

W3ydyeHne nucUUIUIMHBI HampaBieHO Ha (GopMupoBaHHEe Yy OakanaBpoB psaa
KOMNEemeHUUli:

VYK-4.3 Hcnons3yer uHGOPMAITMOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHHM TPU TOUCKE
Heo0X0AMMOM MH(pOpMaLUU B MPOLIECCE PELICHHUs CTaHIAPTHBIX KOMMYHUKAaTUBHBIX 3aJad AJIs
JOCTHXKEHUS MPO(PeCCHOHANIBHBIX LIeNIel Ha FOCYyJapCTBEHHOM M MHOCTPAHHOM (-bIX) SI3bIKaX

B pe3ynbpTaTe ocBOCHUS AUCITUIIIMHBI 00YJIArOITUNACS TOJDKEH:

3HaTh:

- TIOHATHE «JOKYMEHTHUPOBaHHas HH(OPMAIUs», IOHUMATh €€ POJIb B YIIPaBICHUN
KOpHOpaluen;

- OCHOBBI 3aKOHOJIATEIHCTBA B YaCTH JIOKYMEHTAIIMOHHOTO 00ecIieueH s, HOPMAaTHBHO-
MPaBOBYI0 M METOJIMYECKYIO0 OCHOBBI JJOKYMEHTAIITMOHHOTO OOCCIICUCHHS YIIPABICHUS
OpraHu3aIMei, CTaHAapThI 110 YIIPABIECHUIO JIEJI0OBOM JOKYMEHTAIIUECH;

- TIOHATHE «CUCTEMa YIPABIICHUS TOKYMEHTAMM;

- YHUUIIMPOBAHHBIE U (DYHKIIMOHATBHBIE CUCTEMBI JOKYMEHTAIIUH.

YMmerTh:

- BBIOMpaTh 3 (EKTUBHBIE HHCTPYMEHTHI YIPaBIEHUS JOKYMEHTaMHU;
- HCTI0JIb30BaTh YHU(PHUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH;

- ¢popmupoBaTh GYHKIIHOHATHHBIE CHCTEMBI IOKYMEHTALIUU.

Biaagern:

- croco0amMu IPUMEHEHHUSI OCHOBHBIX HHCTPYMEHTOB YIIPaBIE€HUS JOKYMEHTAMH,
- HHCTPYMEHTaMH UCTOJIb30BaHUS YHU(PHUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUU;

- Metogamu (hopMHupoBaHUS GYHKIIMOHAIBHBIX CUCTEM JIOKYMEHTAIUH.

Ilo mucuunauHe npeaAyCMOTpCHA NPOMCXKYTOYHAA aTTCCTAIUA B (bOpMC OK3aMcCHa.

061_[[351 TPYAOCMKOCTb JUCHHUIIJIMHBI COCTABJISACT 3 3a4cTHEIC CAVHUIIBI.
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