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1. INosicHuTe/JbLHas 3aMHUCKA

1.1. Heab u 3agaum AMCHUILINHbI
Illenv  Oucyunaumbl —  TOATOTOBUTH  BBIIYCKHUKA,  O00JIaJarOLIEro
TEOPETUYECKUMU ¢ TMPAKTUYECKUMHU 3HAHUSIMHU U YMEHHUSMH, CIIOCOOHOTO
MIPUMEHSITH KOMIIETEHIIMU B cepe yrpaBieHUs JOKyMEHTaIMel B OpraHu3aluy.
3aoauu oucyuniunol:
- O3HAKOMHTH C TIOHSATHEM «JIOKYMEHTHpPOBaHHas MH(POpMAIUS» U €€ POJIbIO
B YIIPaBJICHUH OpraHU3aIlueH;
- cpopMHUpOBaATh HABBIKK aHAJIM3a HOPMATUBHO-TIPABOBBIX U METOAMYECKUX
OCHOB JJOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABICHUS;
- O3HAaKOMHUTh C OCHOBHBIMU JJIEMEHTaMU CHUCTEMbl  YIPaBJICHUS
JTIOKYMEHTaMU;
- 0o0yuuTh MeETOAaM  HCIOJIb30BAHUS  YHU(PUIUPOBAHHBIX  CHUCTEM
JIOKYMEHTAI1H;
- chopMUpoBaThH HaBBIKU JIOKYMEHTAITMOHHOTO obecrieueHus
(yHKIHOHAIBHBIX c(ep ynpaBICHUS.

1.2. TlepeyeHb NJIAHMPYEMBIX Pe3yJabTATOB 00y4eHHS MO IMCUHUILINHE,
COOTHECEHHBIX ¢ HHANKATOPAMH JO0CTUKEHUS KOMIIEeTeHIIUil

[Iporecc nzyueHusi TUCIUIIMHBI HampaBjieH Ha (OPMUPOBAHUE CIEAYIOUIUX
npodeccuonansubix (I1K), mpemycmorpennbix ®I'OC BO mno HampaBlieHHIO
nmoarotoBku 38.03.02 «MeHemKMEHT .

N3yueHne  AUCHMIUIMHBI  HAmpaBieHO Ha  (GOpMHpOBaHUE  psaa
KOMNnemeHyuti.

[IK-1 - cnocoGHOCTh MJIaHUPOBATh W OPraHU30BBIBATH MEKIYHAPOAHYIO
(BHEIIHEOKOHOMHYECKYI0) JIEATEIbHOCTh

KoMmnerenuuun Nuaukaropsl PesyabTarhl 00y4eHust
(Ko ¥ HAUMEHOBAHUE) KOMIIeTeHITH I
(xoJ1 ¥ HAMEHOBaHUE)
T1K-1 I1K-1.2 3HaTh:
- IOHSATHE «JOKYMEHTUPOBAHHAS
Crioco6eH TIaHupPOBaTh U OOecrneunBaet nH(popMaIus», TOHUMATh €€ POJIb B
OpTaHM30BHIBATH COMPOBOXKACHUE yIpaBJIeHUU KOpPHOpaluen;
MEXIYHAPOIHYIO BHCIITHEOKOHOMHNYECKOU - OCHOBHI 3aKOHOATCJIBCTBA B
(BHEIITHEOKOHOMHYECKYI0) | AOKYMCHTALUH YacTH JIOKYMEHTALIMOHHOT'O
JIeSITEIbHOCTE obecreueHus, HOpMaTUBHO-TIPABOBYIO U
METOJANYECKYH0 OCHOBBI
JIOKYMEHTAITMOHHOTO 00ecreueHust
yIpaBJ€HUs] OpraHu3allei, CTaH1apThl
M0 yIPaBJIEHHUIO JET0BOM
JIOKYMEHTaIHE;




Ymersn:
- HCIOJIb30BaTh YHU(DUIIMPOBAHHE
CHCTEMBI JJOKYMCHTAIUH,
- (dopmupoBath (PyHKIHOHAILHE
CHUCTEMBI JJOKYMCHTAIUH.

Baanern:

- - MHCTPYMEHTaMH HCIIOJIb30BaH}
YHA(UIMPOBAHHBIX CUCTEM JTOKYMEHTAIINK

- MeTOoJlaMu ¢dbopmupoBaH?
(YHKIIMOHAJIBHBIX CUCTEM JIOKYMEHTAIIHH.

1.3. Mecmo Oucuuniunvl 6 cmpyKmype OCHOBHOU 00pA306amebHO
npozpammol

Jlucuumuinea «Opraan3allMOHHO-TIPABOBOE M JTOKYMEHTAlHOHHOE
o0ecrieueHre YNpaBiICHUECKON JAESITEIbHOCTH» BXOAMT B BAapUATHUBHYIO YacTh
JUCHMIUIMH  TpodeccuoHansHoro nukina oOydenus (bl) mo mporpamme
moarotoBku Ne 38.03.02 MeHeKMEHT.

JI1st OCBOEHUSI TUCHUILTMHBI HEOOXOAMMBI KOMITETEHIINN, CPOPMUPOBAHHBIC
B XOJ€ u3yueHus quciuiuine «lcropus ynpasiieHUeCKOW MbICIn», « BBenenue B
npodeccuioy, « ITUKA U KyJIbTypa YIPABICHUS.

B pesynbrare OCBOCHMS JUCIUIUIMHBI (HOPMHUPYIOTCS KOMIIETEHIIUH,
HEOOXOJUMbIC IS U3YYEHUsS] JUCHUIUIUH «MEHEIKMEHT OpraHu3alumny,
«Mapketunr», «MeXIyHapoOAHBIM  ONBIT  yOpaBiI€HUS  WU3MEHCHUSIMU B
KOMIaHUSAX, «YTpaBJIeHYECKUE pEeLIEHUs, «YTIpaBIEHYECKOE
KOHCYJIbTUPOBAHME» a TaKXe MPOXOXKIACHUS MNPOU3BOACTBEHHOW mpakTtuku (I1V

ceMecTp).



2. CTpyKTYypa TUCHUNIHHBI

OO6mmas Tpya0€MKOCTh TUCIMILUIMHBI COCTaBIsIeT 3 3.€., 108 akanmemuueckux yaca (0B).

CTpyKTypa IMCUMIJIMHBI JIS 04HOI opMbI 00yUeHM I

O0beM AUCHUIUIMHBI B ()OpME KOHTAKTHOW PaOOTHl OOYyYaroUmuXcs ¢ IMeJaroru4ecKuMu

paboTHUKaMU U (WIM) JULAMH, IPUBIEKAEMBIMU K peai3aliii 00pa30BaTeIbHONW MPOrpamMMbl
Ha UHBIX YCJIOBUSX, IIPU POBEJCHUN YUEOHBIX 3aHATHMI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
Jlexuu 14
Cemunapsl/mabopaTopHblie pabOoThI 28
Bcero: 42

O6beM nmucuUIUIMHBL (MOIyNsA) B (OpMe CaMOCTOATENBHOM pPadOThl O00yYaIOIIUXCS

cocTaBsieT 66 akageMuueckux Jaca(oB).

3. ConeprkaHue TUCITATITUHBI

Ne HaunmeHnoBanue Coaep:xkanue
pazaena
JUCHUITJIMHBI
1| DoxkymenTupo [Ipenmer, 3amaum W MCTOYHUKHA HM3Y4YEHHUs Kypca.
BaHHasA [TonsiTue OpPraHU3alMOHHO-TOKYMEHTAIMOHHOTO
uHopmanus | obecrieueHus. Ero posns B yrpaBlieHUH OpraHU3aIue.

U ee poJib B Ponbs undopmanuu B ynpasnenuu. Mudopmannonnas
ynpasJjieHuu | uHQpacTpyKTypa OpraHu3alvu. Nudopmarnmonteie
OpraHusanue | pecypchbl OpraHu3aIuu.

H [Tonsatue «npokymeHT». Llenn co3manust U coXpaHEeHUs
JOKYMEHTOB, UX pOJb B YHNPAaBICHUYECKOW JESTEIbHOCTH.
Buasl noxkymentoB. ConepxaHue, CTPYKTypa, KOHTEKCT
JIOKYMEHTOB U META/IaHHBIE.
2 | HopmaTtuBHo- | [IpaBoBas OCHOBa JIOKYMEHTAlMOHHOTO  OOECIeYeHHs
npasoBasi 1 | ynpasieHus. @enepanibHble 3aKOHbL. YKa3sl [Ipe3uaenra PO
MeToAuYecKa | u mocraHosiseHus lIpaBurenscrBa PO.
sl OCHOBBI HopmaTtuBHo-ipaBoBbIE aKThI BEIOMCTBEHHBIX
AOKYMEHTAIU | OPraHOB MCIIOJHUTEIBHOU Bi1acTu PO.
OHHOI'0 OCHOBHBIE HOPMATHBHBIE MPABOBBIE U METOJIMYECKHE
o0ecneyeHMsl | TOKYMEHTbI 1O  JIOKYMEHTAIlMOHHOMY  OOECIICUCHUIO
YIPaBJIeHUS | YOPaBICHHUS OpraHu3anued. ['ocygapcTBEHHbIE CTaHIAPTHI.

NuCcTpyKumu, mnpasuia.
KB (PUKAIIMOHHBIE
YHUGDUIIUPOBAHHBIX (OPM.

Ilepeunu. Hopmsl
XapaKTEPUCTHUKHU.

BpEMCHU |
AJ00MBI
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Cucrema CucremHblll OAX0 B ynpaBieHud. CucTema yNnpaBieHUs
ynpasjieHus | opranuzainued. CuctemMa  ymnpaBjieHUST  JTIOKYMEHTaMu
AOKYMEHTAMHU | OpraHU3aLNU
OpraHu3anuu CucteMmsbl fokymeHTanuu. VX 3HaueHue B yIpaBJICHUH

OpraHu3aleH. [TonsTue CHUCTEMBbI JIOKYMEHTALUU.
Hctopuueckoe pa3BUTHE CUCTEM AOKyMeHTauuu. [loHsTue
«YHU(PUIIUPOBAHHBIC CHCTEMBI JTOKYMEHTAIII u
«GyHKIIMOHAIBHBIE CUCTEMBI JIOKYMEHTaIu» B Poccuiickoit

denepann.
®yuxkuuonaa | Cucrema OpPraHu3alMOHHO-PACTIOPSAUTEIBHON
bHbIE JIOKYMEHTaIu1 B yIIpaBJICHUHU. IToncucrema

CHCTEMbI OpraHU3alMOHHO-TIPAaBOBOM JIOKYyMEHTAIu! (ycras,
JOKYMEHTAIM | MOJIO)KEHWEe 00 opraHu3alluy, IITaTHOE paclucaHue,

" JIOJDKHOCTHBIE UHCTPYKIINH). IToxcucrema

pacmopsiAUTEIbHOW  TOKyMEHTAILUU (TmocTaHOBIIEHHE,
pelieHue, TNpuKa3, paclnopssKeHUe, YyKaszaHue U JIp.).
[Toncucrema  MH(MOPMALMOHHO-COIPABOYHON  (IIPOTOKOIL,
JOKJIa/IHas 3alrcKa, OOBsICHUTENbHAS 3alKCKa, 3asBJICHUE,
JICJIOBOE THUCBMO, DJIEKTPOHHOE COOOIIEHHE U Jp.) U
MH(OPMAITMOHHO-aHATUTHYECKON  JIOKyMEHTaluu  (aKT,
CIpaBKa, 3aKJIIOUEHHUE, OT3bIB, NEPEUYCHb, CIHUCOK U JIp.).
JlenoBasi ~ mepemnmucka, COINPOBOXK/AIOMIAs  TPOIIECC
MpEeICTaBICHUE HHTEPECOB U MIOCPETHUIECTRO.

CucreMa JOKyMEHTAIMH 1O TPYJOBBIM OTHOIICHUSIM.
JIOKyMEHTaIlMOHHOE  00ECHEYEeHHE CHCTEMBbI TPYJIOBBIX
OTHOIICHUN B ympaBieHWHW (TICPBUYHBIC JTOKYMEHTHI
TPYIAOYCTPOIMCTBa, TPYAOBOH JIOTOBOp, JHUYHOE JIEJI0
COTPYIHMKA, TPYyAOBas KHIDKKA, paboTa C MHUChMEHHBIM
oOpaIIeHUsIMU TPaXKIaH).

Cucrema pUHAHCOBOM TOKYMEHTAIIMU B YIIPABJICHHH.
OOmasi XapakTepucTUKa JIOKYMEHTOB 10 (PMHAHCOBO-
pacyeTHbIM  omepamusaM.  Knaccudukamuss — y4eTHBIX
noKyMeHTOB. CrtocoObI HCTIPaBJICHUS OITMOOK B ()MHAHCOBO-
pacueTHOM nokymeHTauuu. OdopmiieHue OTKPBITHS CUETOB
opranuzanmii. OCHOBHBIC BUBI TJOKYMEHTOB MO (PMHAHCOBO-
pacueTHeIM omepammsM. llepenucka 1o (HHUHAHCOBBIM

BOIIPOCAM.

CucteMa JTOKyMEHTAIlUU TIO CHAOXEHUIO U COBITY.
JIoKyMEeHTaIlMOHHOE obecrieueHue yIpaBIeHYECKUX
byHkumii cHaGxeHust U cObiTa. JloroBopkl. [loBepeHHOCTH.
Haxkmnanueie. Hapsbl. KomMmmepueckue aKThbl.
IIperen3nonnbie nucbMa. MckoBeie 3asBieHus. JlemoBas
nepenucka.

Cucrema JOKYMEHTAIUU 110 MApKETHHTY.
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JlokymeHTanmoHHoe obecredeHne (yHKIUU MapKETHHTA.
[lepenmucka 00  opraHmM3anuu,  IUIAHUPOBAHUU |
OCYLIECTBICHUU UHGOPMAITMOHHON NEeSTENbHOCTH,
MapKeTHHre. AHajmuTuueckue 0030pbl. MHpopmanmoHHbIE
o030pe1. Ilepemmcka co CMMUM. Kputudeckue OT3BIBHI,
OIIPOBEPKEHUSI HETOCTOBEPHBIX CBEIECHUN O JEATEIBHOCTH
opranu3anuu. [IporpaMmbl MApKETUHTOBBIX MCCIIEIO0BAHUN.
JIOKyMEHTBl ABW)KEHHS I1IEH Ha pbIHKE, 00 ONEpaTHUBHOM
aHaJIn3€e MOTPEOHOCTU B POAYKIMHU U T.II.

Cucrema JOKyMEHTaluu IO pekiaMe. PekiiamHoe
nuceMo. HWHpopmaunonnsie uznanus. CrTaTbu, TEKCTHI
Tejepaauonepenay, IJIaHbl, MPOCHEKThl, CLHEHAPUU M T.I.
JlokymMeHThl (3asBKHM, Iepenucka u T.1.).  JloroBopsl o
pa3MeIIEHHd M BBbINYyCKe pekiaamMbl U T.1. Jlenosad
NEepenucKa, COMPOBOXKIAIOIIAsA OPraHU3ALMIO0 U ydacThe B
BBICTaBKax U sipMapKax.

4. O0pa3oBare/ibHbIE TEXHOJOTHH
IIppu peasmsanum  nporpamMmbl  AUCHUIUIMHBL  «MEHEIKMEHT  HEKOMMEPYECKHMX

OpraHMu3aIyil» HCIONB3YIOTCA pa3iNuHble 00pa3oBaTeNbHBbIE TEXHOJIOTUM, HaIpaBleHHbIE Ha
dbopMupoBaHUEe 3asBICHHBIX KOMIIETEHIMI. B aynuTopHyr0 Harpy3ky BXOJIST JIEKIIHOHHBIE U
CEeMMHApCKHE 3aHATHs, a TaKkKe pasiuyHble (OopMbl KOHTposs. Mcmonb3yroTcs akTHBHBIE U
UHTEpaKTHBHBIE (HOpMBI TpoBeneHUs 3aHATHH. [Ipu peann3annu MpOrpamMMbl JTUCIHILTHHBI
«TaliM-MEHEIPKMEHT)»  HCHOJB3YIOTCS: MPOOJIEMHBIM  METOJ HW3JI0KEHUS  JIEKIMOHHOTO
MarepHaia, peleHre NPakTHYeCKUX 3a/1a4 110 BOIPOCaM TeMbl Ha CEMUHAPCKHX 3aHATHAX.

CamocrosTenbHas paboTa CTYACHTOB MOApa3yMeBaeT MOATOTOBKY K CEMHUHApCKUM
3aHATHUSAM, IPOBOJUMBIM B (popMe pa30opa KOHKPETHBIX CUTYaIMil; MHINBUAYAIbHYIO padoTy B
KOMIIBIOTEPHOM KJlacce ¥ oubnunorexke. OHa HampaBieHa Ha 3aKpeIUIeHne U yIiayOiIeHne 3HaHUM,
HOJIYYEHHBIX B X0J1€ ayAUTOPHBIX 3aHATUH.

W3yueHne NUCUUIUIMHBI 3aKaHYMBAETCS MOJATOTOBKON HTOrOBOW NMHUCBMEHHON pPabOTHI,
HAIMCaHHOM CTYJ€HTaMH Ha OCHOBE aHaJIM3a MaTepUaIOB, COOPAHHBIX B X0JI€ CAMOCTOSITEILHOM
paboTHI B KOMIBIOTEPHOM Kjacce U 6ubimoTeke. Mtoropas mucbMeHHas paboTa 1o JUCIHUILINHE
MO3BOJISIET NPOBEPUTH YPOBEHb OBJAJACHHUS CTyJEHTaMHU OOLIenpo(ecCHOHAIBHBIX U
npo¢eCCHOHATIBHBIX KOMIETEHIINH, 3asBJICHHBIMUA B JAHHOW JUCLUUIUIMHE U COOTBETCTBYIOIINX

®I'OC BO no nanpasnenuto noarotoBku 380302 «MeHeKMEHT).



Ne | HaummeHoBaHue Buabl yueOHoit
/i TeMbI paﬁOT],I 06pa30BaTeJIbele
TEXHOJIO0I'Nn
1. | doxymenTtupoBanHnas Jlexius
uH(popManus u ee [IpakTHyeckoe 3aHsTHE | Y4acTHe B IUCKYCCHH
pOIIb B YIIPaBICHUN BrimonHeHre npakTHUeCKuX 3aJaHui
opraHm3anmeit CaMOCTOSTENLHAS KoHncynbTupoBanue u npoBepka JOMaIHUX
paGora 3a[JaHA TIOCPEJCTBOM 3JIEKTPOHHOM TTOYTEI
2. | HopmarusHO- Jlexrmst
IpaBoBas u VYyacTue B JUCKyCCUH
METOIUYECKAs] [IpakTHYeCKOE 3aHsTHE | DPIOTHCHNC PAKTHICCKHX 3a1aHui
OCHOBEL KonrponbHas padorta
HOKyMeHTaHHOHHOFO CaMOCTOHTeHBHaH KOHcyHLTI/IpOBaHI/Ie 1 MPOBEPKa AOMAIIHUX
obecrieyeHus pabota . 5
3aJaHUuU IMOCPCACTBOM DJICKTPOHHOMU IMOYTHI
YIIPaBJICHUS
Yyactue B JAUCKYCCHH
BrimoHeHne MPAKTUYICCKUX Sa,Z[aHI/Iﬁ
3 Jlexrust
Cucrema KoncynpTrupoBaHme U mpoBepKa JOMaIIHAX
YIipaBJICHUSA HpaKTquCKoe 3aHSTHE | 3aJaHUi TOCPEACTBOM AJIEKTPOHHOMN MOYTHI
AOKYMCHTaMH B CamMocTosTenpHas
opraHu3aiuu pabota
4. | ®ynkuuoHanbHBIE Jlexuus VdacTue B IUCKyCCHH
CHUCTEMBI BrinonHeHre npakTUUECKUX 3aJaHui
JOKyMEHTALHHA KonTponbHast pabota
(CI/ICTeMa HpaKTI/IquKHe 3AHSTUS KOHcyHbTI/IpOBaHI/IC U MPOBEPKaA AOMAIIHUX
OpraHI/ISaHI/IOHHO- CaMOCTOHTeHBHaﬂ Sa,I[aHI/Iﬁ oCpeACTBOM 3J'IeKTpOHHOI71 II0YThI
pacropsIUTENbHON pabota
JIOKYMEHTAIIUH )
5. | ®yHKUMOHAIBHEIE VdacTue B AUCKyCCHH
CHCTEMBI Jlexims BrinonHeHre NpakTUUECKUX 3aJaHui
,Z[OKYMGHTaLII/II/I KOHCyHLTI/IpOBaHHe 1 MPOBEPKaA JOMAITHUX
(Cucrema TIpaKkTHYECKUE 3aHATHS 3aJJaHUI TIOCPEICTBOM DJIEKTPOHHOM ITOYTEI
JOKYMEHTALUU 110 CamocTosiTenbHas
TPYAOBBIM pabora
OTHOIICHUSIM)
6. OyHKIMOHAJIBHbIE Jlexknusa VYuactue B IUCKyCCUH
CHCTEMBI BrinonHeHre npakTUUeCKUX 3aJaHuit
,Z[OKYMCHTaI_II/II/I KOHCyHBTHpOBaHHC 1 MPOBEPKaA TOMAITHUX
(Cucrema TIpaKkTHYEeCKUE 3aHATHS 3aJJaHUM TIOCPEICTBOM DJIEKTPOHHOM ITOYTEI
¢buHaHCOBOM CamocTrosaTenbHas
JTOKYMEHTAIHH) pabota
7. | OyHKIMOHAIBHBIE Jlexmus Y4acTue B AUCKYCCHH
CUCTEMBI BrimonHenue MPAKTUYICCKUX 3a,Z[aHHI71

AOKYMCHTAllUU
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(Cucrema [IpakTueckue 3aHATHS | KoHCyabTHPOBaHKE U IIPOBEPKA JOMALIHUX
JOKYMEHTAIlMH 110 CamocrosTenbHas 3a/laHui IOCPENCTBOM 3JIEKTPOHHOM 1OYTHI
CHAOKEHUIO U pabota
cOBITY)

8. OyHKIMOHAJIbHbIE VYyacTtie B AUCKyCCHA
CHCTEMBI Jlexius BrlnonHeHue NpakTHYECKUX 3a1aHui
JJOKYMCHTalIuHU
(Cucrema [IpakTHueckoe 3aHsATHE

AOKYMCHTAIUHU 110
MapKETUHTY H
pekiiame)

CaMocTosTenbHast
pabora

KoHncynpTupoBaHue u npoBepka JOMaIIHUX
3a/laHui IOCPEACTBOM 3JIEKTPOHHOM MOYTHI

9. | Hamucanue
UTOTrOBOU
HHUCEMEHHOH paboThI

[IpakTHyeckoe 3aHIATHE
CamocTtosTebHas
pabora

Hroroserii TecT

10. | IIpomexyTounas
aTTecTanus
Ok3ameH

HpaKTI/I‘leCKOG 3aHATUC

CobecenoBanue Mo pe3yabTaTaM H3y4eHHs
Kypca

B IIepnuog BPCMCHHOI'O IIPHUOCTAHOBJICHHA IIOCCIICHUA O6y‘laIOHII/IMI/IC5I

nomemiennii u teppuropun PITY anga opranumzanum ydeOHOro mporecca ¢

INPUMCHCHUEM JJICKTPOHHOI'O O6y‘-ICHI/I$I N AUCTAaHIIMOHHBIX O6p2130BaTCJ'IBHBIX

TEXHOJIOT UM MOI'yT

TCXHOJIOTHH:

— BHACO-JICKIIUH,

OBITH

HCIIOJIB30BaHBbI

CJICOYIOIIHUC 06p330BaTeJII>HBI€

— OHJI&IZH-HGKHHH B PCIKMMC PCAILHOI'O BPECMCHU,

— DJIGKTPOHHBIC YUYE€OHUKH, Yy4YeOHBbIE TMOCOOWS, HayuyHble W3JAHUS B

AJIIEKTPOHHOM BHUJIE U IOCTYT K UHBIM JIEKTPOHHBIM 00pa30BaTENIbHBIM pecypcam;

— CUCTEMBI JIs SJICKTPOHHOI'O TECTUPOBAHMUA

— KOHCYJIbTallUM C HUCIIOJIb30BAHUCM TCIICKOMMYHHUKAITMOHHBIX CPCIACTB.
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S. OHEHKA IINTAHUPYEMBIX PE3YJIbTATOB OBYYEHUA

5.1. Cucrema oueHUBaAHUA

B mpomnecce usydeHust Kypca NpOBOJUTCS PEUTHUHIOBBIA KOHTPOJIb 3HAHUU CTYJIEHTOB B
cootBercTBUU ¢ [lonoxenuem PITVY o ero npoenenun. OH mpeanosaraeT ydyeT pe3ysbTaToB
CaMOCTOSITENILHOM pabOThl 1O BBITOJHEHUIO THUIIOBBIX M CUTYAI[MOHHBIX 3aJaHHiA, a TaKkKe
CTEMNEeHH y4acTus CTYJEHTOB B 00CYK/I€HUU BOIPOCOB HA CEMHUHAPCKUX 3aHATHUSX.

OneHka 3HaHUU MpelcTaBisieT cOOO0M COBOKYIHOCTb PAa3IMYHBIX IOKaszareneil paboThl
CTyJIeHTa B Te4YeHHE Bcero mporecca odyuenus. [lo kypcy «MeHEIKMEHT HEKOMMEPUYECKUX
OpTaHM3EIHi» MPeayCMaTPUBACTCS TEKYIIMH KOHTPOJbL yCIIeBaeMOCTH B (opme ompoca Ha
3aHATUSAX, TECTUPOBAHMUS, BBINOJHEHUE MPAKTUYECKUX 3adaHuil. [IpoMeKyTOuHBI KOHTPOJIb
npoBOAUTCA B (hOpMe TECTUPOBAHUS W UTOTOBOM MUCbMEHHOIN KOHTPOJIbHOM paboThl. C yueTom
HaOpaHHBIX B CEMECTpPE OAJUIOB CTYJIEHTHI IMOJIYUYalOT 3a4eT ¢ OLIEHKON. MToroBasi KOHTpOJIbHAs
paboTa nmpoBoauTCs B hopMe MUCEMEHHOUM PabOoTHI, MIPEeIyCMAaTPUBAIOIIEH OTBETHI B CBOOOTHOM
¢dbopMe Ha MOCTaBICHHBIE BOIIPOCHI.

Htorosass OLEHKa BBICTABISETCA B IOJHOM COOTBETCTBUU C yTBepKIAEHHOW B PITY

PEUTHHIOBOM CUCTEMOW KOHTPOJISI 3HAHUM.

Bun xonTpOSIS Cpoxu Kpurepun KomnuecTtBo
IIPOBEACHUS OLICHKHU 6aymioB
(MakcuUMaJIbHO)
1. Yuactue B 00CyX1eHUH B Teuenne 10 4 6amnoB
TEOPETUIECKHUX BOTIPOCOB Ha CemecTtpa 48

MPAKTUYECKUX 3aHATUSAX U B PELICHUU
MPAKTUYECKUX 3aJaHUI

B Teyenun Jlo 6 6ammoB 12
2. KonTponbHble paboThI (2 1IT) cemecTtpa

ITosmy4yeHHBIM COBOKYIHBIM pE3yJIbTaT KOHBEPTUPYETCS B TPAAULMOHHYIO
IIKaJly OLIEHOK W B IIKAIy OLEHOK EBpONEWCKOW CHUCTEMBI II€peHOca U
HakorieHus: kpeautoB (European Credit Transfer System; mamee — ECTS) B

COOTBETCTBUU C TAOJIULICH:

100-6annvHas wxana Tpaouyuonnas wxana Ulxana ECTS
95-100 0 A
83 -94 IO 3a4TEHO B
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68 — 82 Xoporio C
56 — 67 S
50 - 55 YIIOBJIETBOPUTEIBHO 2
20 —49 =
0-19 HEYJIOBJIETBOPUTEIILHO HE 3a4TECHO =

5.2.Kputepun BbICTABJICHUSA OLIEHKH 110 JUCHUIINHE

Bannwl/
Llxana ECTS

Ouyenka
no OUCYUnuHe

Kpumepuu oyenxu pezyriomamos o6yuenus
no OuUCYunIuHe

100-83/
AB

«OTIUYHOY /
«3a4TEHO
(oTmugHO)» /
«3a4TEHOY

BeicraBnsiercs oOywaromiemycs, €ciad OH INIyOOKO U
IIPOYHO  YCBOWJI TCOPETUYECKHMM U  IPAKTUYECKUI
MaTepHuall, MOXKEeT IPOJAEMOHCTPUPOBATh 3TO HA 3AHATHUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OOyuaronuiics HcCUEpNbIBAIOIE M JIOTUYECKU CTPOWHO
u3jaraeT yuyeOHbI MaTepual, yMEeT yBSI3bIBaTh TEOPHIO C
MIPAKTUKOH, CIpPaBIseTCA C pelleHueM 3ajad npodeccu-
OHAJIbHOW HaNpaBJI€HHOCTU BBICOKOTO YPOBHS CJIOKHOCTH,
IIPABUIILHO OOOCHOBBIBAET MIPUHSATHIC PEIICHUS.

CBoOOgHO oOpueHTHpyeTcss B y4eOHOM u mpodeccu-
OHaJIbHOM JMTEpaType.

OneHka Mo IUCHMILIMHE BBICTaBIAIOTCA OOydaroLIeMycs
C Y4Y4€TOM pE3yJbTATOB TEKyIIEW M IPOMEKYTOYHOU
aTTECTaLlUU.

Komnerenmun, 3akperui€éHHbIe 32 TUCIUILITMHON, chopMu-
pOBaHbl Ha YPOBHE — «BBICOKHIN.

82-68/

«xoporuioy /
«3a4TEHO
(xoporto)y /
«3a4TEHO»

BricTaBnsiercs oOydaromieMycsi, €Clii OH 3HaeT TEOpEeTH-
YECKUI U MPAKTUYECKUIM MaTepuas, rpaMOTHO U IO Cylie-
CTBY M3JIaraeT €ro Ha 3aHATUAX U B XO0J/1€ IPOMEKYTOUHOU
aTTecTalluu, HE JOIYCKasl CYIECTBEHHBIX HETOUHOCTEM.
OOyyaromuiics NpPaBWIBHO TPUMEHSET TEOPETHYECKHE
MOJIOKEHU ~ NIPM  PEUICHMM  INPaKTUYECKUX  3a]ad
npodeccnoHalbHOM  HamNpaBJIEHHOCTU Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIeeT HEOOXOIMMBIMU JJISl 3TOTO HaBBIKAMU
U NIpUEMaAMU.

JIOCTaTOYHO XOPOILO OpPUEHTHUPYETCs B y4eOHOM W Ipo-
(heccuoHaIbHOM JIUTEpaTypE.

OneHka Mo MUCHMILIMHE BBICTaBIAIOTCA OOydaroLIeMycs
C Y4Y€TOM pE3yJbTATOB TEKyIIEW M IPOMEKYTOYHOU
aTTeCTallUu.

Komnereniuu, 3akperui€éHnble 3a TUCHUIUIMHON, copMu-
pOBaHbl HA YPOBHE — «XOPOLIMI».

67-50/
D,E

«YIOBJIETBOPH-
TETBHOY /
«32YTEHO

(ynosnerBopu-
TEJIBHO)» /
«3a4TEHO»

BricTaBnsiercs oOyuatomiemMycs, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHUYECKUII M TNPAaKTUUYECKUH MaTepual,
JIOTIYCKaeT OTJENIbHbIE OUIMOKH MpU €ro M3JI0XKEHUH Ha
3aHATHUSAX U B XOJI€ MPOMEXKYTOUHOM aTTecTaIum.
OOyyaromuiicss UCHBITHIBAET ONpPENENEHHbBIE 3aTPyAHEHUS
B NPUMEHEHUH TEOPETHUYECKUX MOJIOKEHUN MPH peIIeHUH
MPaKTUYECKHX 3a/1a4 Ipo¢deCCHOHaIbHONW HAIIPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CJIOXHOCTH, BiajgeeT HeoOXOoIu-
MBIMH JIJIsl 5TOTO 0a30BBIMH HABBIKAMHU U MPHEMaMHU.
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Bannwi/ Ouyenka
Hlxana ECTS no OuCyuniume

Kpumepuu oyenxu pezynomamos o6yuenus
no OuCyunIuHe

JleMOHCTpUpYET AOCTaTOYHBIH YPOBEHb 3HaHUS Y4eOHOM
JIUTEPATYyPHI 110 TUCLUIIIMHE.

OneHka Mo JMCUUIUIMHE BBICTABISAIOTCS OO0yYarouiemycs
C Y4€TOM pe3yJbTaTOB TEKyIIEHW W IPOMEKYTOUYHOU
aTTeCTalUu.

Komnerennuu, 3akperui€éHHble 3a TUCLUIUIMHON, chopmMu-
POBaHBI HA YPOBHE — «IOCTaTOYHBIN».

49-0/ «HEYJIOBJICTBOPUTE
FFX JILHOY /
HE 3aYTCHO

BeicraBnsiercs oOywaromemycsi, €CliM OH HE 3HaeT Ha
0a30BOM YpPOBHE TEOPETHUYECKHI M MPAKTUIECKUN MaTepu-
aJl, JONycKaeT rpyOble OMIMOKM IpU €ro M3JIOKEHUH Ha
3aHATUAX U B XOJE IIPOMEXYTOYHOU aTTECTALIUM.
OOyuaronuiics HCHBITBIBAET CEPbE3HBIE 3aTPYIHEHHS B
IIPUMEHEHUH TEOPETHYECKHUX IIOJIOKEHUN INPHU PEIICHHUU
MPAKTUYECKUX 3ajjad IPOPecCHOHATbHON HApPaBIEHHOCTH
CTAHJApPTHOI'O  YPOBHA  CIOKHOCTH, HE  BIAJACET
HE0O0XOMMBIMU JIJIS1 3TOTO HaBBIKAMU U MIPUEMaMHU.
HemoncTpupyeT  (parmMeHTapHbBIE  3HAHUS  Y4eOHOH
JIUTEPATYPBI 110 TUCLUIIIMHE.

OneHka MO JMCUUIUIMHE BBICTABISAIOTCS OO0yYarouiemycs
C YyYETOM pE3yJbTaTOB TEKYLIEW U IPOMEKYTOUHOU
aTTECTALUN.

KomMniereHiun Ha ypoBHE «JOCTATOUYHBIN», 3aKpEIJIEHHBIE
3a AMCUMUIUIMHOW, HE CHOPMHUPOBAHBI.

Texywuti KoHmpob

KDI/ITGDI/II/I OLICHKH OTBCTOB HA BOITPOCHI TCCTOB:

- [IpaBunbHbIl oTBEeT HAa 1 Bompoc Tecta — 0,5 6an

- He nmpaBunbHbIi 0TBET Ha Borpoc Tecta — 0 6aioB

KDI/ITGDI/II/I OLCHKH Ka4CCTBA BBINMOJHCHUSA aHAJIUTHYCCKOI'O

3aaaHus (KOHTPOJILHOM pabOThI):

- [TonHbIiA O0TBET HA BOTIpOC — 6 OayToB

- HenosiHplii 0TBET Ha Bompoc — 5-3 Gasuia

- [ToBepxHOCTHBIN OTBET Ha Bompoc — 2-1 Gaa

- Hepocrarounslit 1j1s1 arTecTanuu oTBeT (OTCyTCTBHE 0TBeTa) — 0 GasuioB

Hrorosas koHTpoasHas pabora (40 Oamn.) mpoBomutcs B (opMe TecT-

KOHTPOJIs1, coJiepKaliero 0a30Bbie BOMPOCH yUeOHOM TUCIUILITUHBI.
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[Tpu mpoBeneHun cobecenoBaHusl CTYICHT JOJDKEH OTBETUTh Ha 3 BOIMpoca

(IBa BOIpOCa TEOPETHYECKOTO XapaKTepa M OJUH BOMPOC TMPAKTUUYECKOTO
Xapakrtepa).

[Ipy olleHWBaHWU OTBETAa HA BONPOC TEOPETUYECKOTO XapakTepa
YYUTHIBACTCS:

— TEOPETUYECKOE COJIep’)KaHWe HE OCBOCHO, 3HAHUE

MaTepuaia HOCHT (parMEHTapHBI XapakTep, HaJudue TpyObIx

omubok B oTBeTe (1-3 Gamna);

- TCOPCTUYICCKOC COACPIKAHUC OCBOCHO JaCTHU4HO,

JOMYIIEHO He 0oJjiee NBYX-TpeX HeaoueToB (4-7 OaioB);

- TEOPETUUYECKOE COACP)KaHNUE OCBOCHO MOUYTH IMOJTHOCTBIO,
JOMYIIEHO He 0oJiee OJHOTO-ABYX HEIO0YETOB, HO OOyYarolIUiCs

CMOT OBl UX UCIIPABUTH CAaMOCTOATENHHO (8-11 6amioB);

- TCOPECTUICCKOC COACPIKAHUC OCBOCHO ITOJIHOCTBIO, OTBECT

MOCTPOEH 10 coOCTBeHHOMY TuiaHy (12-15 Gamnos).

[Ipy oueHMBaHMUM OTBETa HAa BONPOC MPAKTHUYECKOTO  XapakTepa

YUUTHIBACTCS:
- OTBET cofepKuT Menee 20% mnpaBuinbHOTO perienus (1-2
Oamna);
— otBeT coiepkut 21-89% mnpaBunbHOrOo pemenus (3-8
0anoB);
— otBeT conepkuT 90% u 6osee mpaBuIBLHOTO perieHus (9-
10 6amnoB).

5.3. Oyenounvie cpeocmea (mamepuansl) 0Jis1 MeKyujeco KOHmMpoJs
YCnesaemocmu, NPOMeNCYMo4UHOU ammecmayuu 00y4aruuxcs
no OUCYUNIUHe
IIpumMepHasi TeMaTHKA KOHTPOJIbHBIX PadoT

KontpoabHasi padora 1 (ITK-1)
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3akoHO/IaTeNbHbIE AKTHI B cpepe nHPOopMaIlMU U JOKYMEHTALIUH.

VYka3el u pacnopstkenus Ilpesumenta P®, mnocrtaHoBieHUs u
pacnopspkenus 1IpaBurenscrBa PO.

[IpaBoBbIE AaKTBI HOPMATUBHOTO W HWHCTPYKTHBHOIO XapakTepa,
METOIMYECKUE JOKYMEHTBI II0 JEJIONPOU3BOACTBY YUPEKICHHM,
OpraHU3alUN, TPEIITPUATHN.

['OCT na poxymentanuio. Y CJl, OOmiepoccuiickie KiacCupuKaToOpbI
TEXHUKO-IKOHOMHYECKOW U COIMaNIbHON MH(OpMAIUK U JIp.

MexyHapoIHbIN CTaHJapT no YIIPaBIICHUIO JETI0BOM
JOKyMEHTauen. HaluoHanbHbI CTaHAApPT 110 YIIPABJICHUIO JIEJIO0BOU
JIOKYMEHTAIMEN

KontpoabHnas padora 2 ([1K-1)

[Toxcucrema OpraHu3allMOHHO-TIPABOBOM JOKYMEHTALIMH
[Toacucrema pacnopsiAMTENILHON JOKYMEHTALUH

[Toncucrema HHPOPMALIMOHHO-CIPABOYHOMN TOKYMEHTALIUU.

JlenoBast IepenucKa, CONPOBOXKAAIOIIAs IPOLECC NPEACTABICHUS
WHTEPECOB U MOCPETHUYECTBO.

W
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IIpuMepHbIii cOCTaB BONPOCOB TecTal

1. PersiaMmeHTanusi BONPOCOB PadoThl ¢ JOKYMEHTAMM B 3JIeKTPOHHOH (popme
npexycmatpuBaetcs ([1K-1)

1. ®epepanbubiM  3akoHOM «O6 wuHoOpManmu, HHYOPMAIMOHHBIX
TEXHOJOTHIX U O 3aIUTe HHPOPMAIHID)

2.TOCT P 6.30-2003.
3. ®enepanbHbIM 3aKOHOM «O0 311eKTPOHHOM IU(PPOBOM TOIMUCHY.

2. JIOKyMeHTBI, KOTOpbI€ CJYKAT NEPBUYHBIMH YYeTHBIMH JOKYMEHTAMHU
NPUHHMAIOTCSHA, €CJIH OHHM COCTaBJIeHbI B cooTBeTcTBHM C: (ITK-1)

1. VuauduuupoBaHHbiMH (QopMaMu, colepKallUMHCS B  albOoMax
YHUGULIUPOBAHHBIX (OPM.

2. Tlonoxennem «O mopsike oOpamieHHsl CO CIyKeOHON WH(pOpMaIreH
OTPaHUYEHHOTO PACIpOCTpaHeHUsT B (eAepanbHBIX OpraHax HCIOTHUTEILHON
BJIACTH

3. 3akonoM PO ot 21.07.1993 No 5485-1 «O rocyaapcTBEHHOM TaitHEY.

4. MeToIMYeCcKUMHU JOKYMEHTaMH IO JCIOMPOM3BOACTBY  yUPEKICHUH,
OpraHU3alUN, PEATPUATHN.

3. Kakoii wu3 HHKeNmepeuynCJIeHHBIX [JOKYMEHTOB SIBJIsieTCs HamoJiee
KAaTeropu4Hod GopMoi pacnopsiiuTeIbHOI0 BO3JACHCTBUA B YNPaBJEHUM U
00513bIBa€T TMOAYMHEHHBIX TOYHO MWCHOJHATH TPHHSATHIE pelleHusT B
ycraHoBJieHHbIe cpoku: ([TK-1)

1. Ilpukas.

2. Pacniopsixenue.

3. Ykazanue.

4. UHCTpYyKUUU.

4. Pacnopsukenust u3nawres ot umenn: (I1K-1)
1. PykoBoauTenel opraHu3alyi.
2. 3amecTuTeNnel pyKOBOAUTENSI OPTaHU3AIIHH.
3. PykoBoauTeneii oTaenos.

5. Opranu3zanuonHasi cTpykrypa opranm3amuu ([1K-1)
1. BBOIUTCS B ielicTBHAE 00S3aTEILHBIM ITPHUKA30M PyKOBOIUTEIIS.
2. He TpeOyeT u3aHus MpUKa3a pyKOBOAUTEIS
4. BBOJUTCS B ICHCTBUE €€ MPEICTABICHUEM B IpaaeckoM BHUJIC.

1 YacTUYHO MCIIOJIb30BaHbI BapUaHTBI TECTOB!

TecToBBIe 3amaHusg o TeMe «JlokyMeHTanmMOHHOEe obecmedyeHnue ynpaBaeHus»// «Cekperapb-
pedepent» Ne§ 2007 / KonrpoabHas pabora// Pexxum nocryna: http://www.profiz.ru/sr/8 2007/test/; Tects mst
OIIEHKH CTEINICHH YCBOCHMS AUCHUIUINHB « JJOKyMeHTanmoHHOE o0ecrnmedyeHne yupaBiaeHusA»//
CormanbHas ceTh paOOTHUKOB

o6pasoBanus NS // Pesxum pocryma: 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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6. Joxyment —3T0: ([1K-1)

1. 3adpukcrpoBaHHas Ha MaTEPHAIBHOM HOCHTENIEC HHGOPMAITUS C
PEKBU3UTAMU, TTO3BOJISIONIMMHA €€ UIACHTU(DUITUPOBATH.

2. Hocurens nHbOpMAaLINK, UCTIOIH3YEMOU B IENISIX PETYIUPOBAHUS
COLMAJIBHBIX OTHOILICHUH.

3. Uadopmarnus, 3apukcupoBaHHas JTOOBIM CIIOCOOOM Ha JTFOOOM HOCUTETIE.

7. Ha kxakoM 3K3eMILIsIpe eJI0BOr0 MUChMa, MOAT0TOBJIEHHOM JIUISI OTIPABKH
ajipecary 1o noure, npocrapisiiorcst Bu3bi? (I1K-1)

1. Ha noayiMHHKKE, OTIIPABIIsIEMOM ajIpecary.

2. Ha konuu, MoMeIaeMoi B JICJI0 OpraHu3aIuu.

8. UTo 1os:keH caeaTh pa0OTHUK OPraHu3aluu, BUZHPYIOIIHI JOKYMEHT,
€CJIM OH He corJiaceH ¢ ero coaep:xkannem? (I1K-1)

1. OTka3aTbecs OT BUSMPOBAHUS JOKYMEHTA.

2. 3aBU3HMpPOBATh JOKYMEHT, BEIPA3UB CBOE MHEHHUE.

9. K KaKkoMy JOKYMEHTY OTHOCHTCSI CJIeyIOIIasi XapaKTePUCTHKA «SABJISI€TCS
OCHOBHBIM HOPMATHBHO-METOJAMYECKHM JOKYMEHTOM, ONpPEAeJSIOIHM ¢
YCTAHABJHMBAOIIMM  €IHHBIH  TMOPSAAOK  cocTaBjieHHsl, ogopMIeHHUSs
JIOKYMEHTOB H PadoThl ¢ HUMHU B opranuzanumn»? ([1K-1)

1 MHCTpYKIHS 10 JCIONPOU3BOACTBY

2 HomeHnknaTypa aen

3 PernamenT paboThl

10. Ha3oBuTe BHIbI MHUCbMEHHBIX JTOKYMEHTOB, KOTOpPbIe BXOASAAIT B COCTaB
YHUPUIIAPOBAHHOM CHCTEMBI OpraHu3anMOHHO-PACTIOPSAIUTEIHLHOM
noxkymentamuu? (ITK-1)

1. OpraHu3anuoOHHbBIE, PACIOPSIUTEIBHBIC, HHPOPMAIIMOHHO-CIIPABOYHBIC
JOKYMEHTBI M IOKYMEHTBI IT0 TPYIOBBIM OTHOIICHHSIM

2. Opranu3aIiiOHHbBIC M PaCHOPSAUTEIbHBIC JOKYMEHTBI

3. Opranu3anuoHHbBIE, PACTIOPAIUTEIbHBIC U HHHOPMAITMOHHO-CIIPABOYHBIC
JTIOKYMEHTBI

11. Kaxkoit 'OCT perinameHTHpyeT npaBmwjia pa3MmemieHuss U opopmJieHust
PEKBU3HTOB OPraHU3aIMOHHO-PACTOPSIANTEIbHBIX ToKkyMeHTOB? ([TK-1)

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3TOCT P 6.30-97

4 EI'C 10Y

6. Her npaBunbsHOrO oTBETa

Bonpocsl k 3k3aMeny
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Ponb nndopmanuu B ynpasiaeaun. (ITK-1)

HudpopmannonHas naHpactpykrypa opranu3zamuu. (ITK-1)

Hupopmannonnsie pecypebl oprannzanuid. (ITK-1)

[lenn co3maHus M COXPAHEHUS JOKYMEHTOB, X POJIb B YIPaBICHYCCKOU

nesitenbaocTH. (ITK-1)

Buner mokymenTtos. (ITK-1)

Conepxxanue, CTPYKTypa, KOHTEKCT JOKyMEeHTOB U MeTananHble. (ITK-1)

7. IlpaBoBass OCHOBa JIOKyMEHTAlIMOHHOTO OOECMeYeHHUs  yMIpaBICHHUS.
denepanbHbIC 3aKOHBI. HOpMaTHBHO-TIPABOBBIE  aKThl  BEAOMCTBEHHBIX
OpPraHoOB UCHOJHUTENbHOM BiiacTh P®. (ITK-1)

8. OcHOBHBIC HOPMATHBHBIC MPABOBBIE M METOAUYECKHUE JTOKYMEHTHI 10

JOKYMEHTAITMOHHOMY 00€CITeYeHHIO yIipaBiieHus opranu3samueii. (ITK-1)

9. Cucremubiii moaxon B ynpasineHun. (ITK-1)

10.Cucrema ympasnenus opranuzanueit. (ITK-1)

11.Cucrema ynpaieHus fokyMmeHTaMmu opranusaruu([1K-1)

12.Cuctemsr nokymenraiuu. (ITK-1)

13.Mcropudeckoe pa3suthe cuctem nokymenraiuu. (ITK-1)

14 . TlonsiTre «yHU(PHUIUPOBAHHBIC CHCTEMBI JOKyMeHTarm». ([TK-1)

15.1TonsiTe «(YyHKIMOHATIBHBIE CUCTEMBl JOKyMEHTauuuw» B Poccuiickoi
®deneparunm. (ITK-1)

16.Cucrema OpTraHU3aIMOHHO-PACTIOPSAAUTEIHEHOMI JTIOKyMEHTAITIH B
ynpasienuu. ([1K-1)

17.TToacuctema opraHM3allMOHHO-TIPaBoOBOM JokyMmeHTaruu. (ITK-1)

18. Ioacucrema pacrnopsautenbHoi gokymenTarmn. (ITK-1)

19.TToacucrema nudopmanuonHo-crpaBouHoi. (ITK-1)

20.IToacucrema nHGOPMAIIMOHHO-aHATUTHYECKON TOKYMEHTAIUH.

21.]lenoBasi  mepemnucka, COMPOBOXKIAIONIAsh  TPOIECC  TPENICTaBIICHUE
uHTEepecoB U nocpeanndectso. ([MK-1)

22.CucTtema JOKyMEHTAIUH 110 TPYA0BbIM oTHOIIeHUs M. ([TK-1)

23.JlokyMeHTaIMOHHOE 00€CTeueHrne CHUCTEMBbI TPYJOBBIX OTHOIIEHUW B
ynpasienunu. (ITK-1) (TTK-1)

24. Cucrema (UHAHCOBOM TOKyMEHTAIMH B YIPaBICHUH.

25.00mas  XapakTepuCTHKa JOKyMEHTOB 1O  (PHHAHCOBO-PACUETHBIM
onepanusm. (ITK-1)

26.Knaccugukaius yuetHeix g1okymenToB. (ITK-1)

27.Cnoco0sl ucnpapiieHus OMKUOOK B PUHAHCOBO-PACYETHON JTOKYMEHTAIUH.

28.0dopmiienne oTKpbITHs cueToB opranmu3amuid. (ITK-1)

29.0cHOBHBIE BUJIBI JOKYMEHTOB 110 (PUHAHCOBO-PACUYETHBIM OTIEPALTUSIM.

30.ITepenwucka mo punancoBbiM Bonpocam. (ITK-1)

31.Cucrtema JOKyMEHTAIUH 110 cHaO)eHuo u cobITy. (ITK-1)

32.JlokyMeHTaImoOHHOE O00ecreYeHUE yIpaBiIeHUeCKUX QyHKIUNM CHAOKESHUS U
conrta. (ITK-1)

33.Cuctema gokymenrtaiuu mo Mmapketunry. (ITK-1)

=l N

o o
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34. lokyMeHTalmonHoe ooecrneueHue Gpynkuun Mmapketunra. (I1TK-1)

35.1lepenucka 00  oOpraHuM3alnuy, IUITAHUPOBAaHUU U OCYIIECTBICHHUH
UHPOPMAIMOHHOH nesiTenbHocTH, MapkeTurre. (I1K-1)

36. Ananmutrueckue 0630psl. (ITK-1)

37.Nupopmanmonnsie 0030psl. (ITK-1)

38.I1epermncka co CMU. (I1K-1)

39.KpuTHdeckre OT3bIBBI, OIPOBEPIKEHUS HEIOCTOBEPHBIX CBEJCHUU O
nesitenbHocTH opranu3aiuu. (ITK-1)

40.I1porpaMMbl MapKeTHHIOBBIX HccaenoBanuii. (ITK-1)

41.JIOKyMEHThl JBW)KCHHS IICH Ha pBIHKE, 00 OINEpaTHBHOM aHAJM3e
norpedHocTH B nmpoaykiuu U T.1. (ITK-1)

42.Cuctema nokymenraiuu mno pekiame. (ITK-1)

1. PexnaMHOE MUCHMO.

2. Undopmarmonnsie n3nanus. (ITK-1)

3. Crarbu, TEKCTHI TeJIEpaguoIepead, TIaHbl, MPOCIEKTHI, CIICHAPHHA U T.II.

JlokyMeHTHI (3asBKH, epenucka u 1.11.). (ITK-1)

JIOrOBOPBI 0 pa3MEIICHUH U BhIITycke pekiaMbl U T.11. ([TK-1)

JlenoBasi TiepenucKa, COMPOBOXKIAIONIAS OpPTraHW3alHUI0 W y4yacTue B

BhICTaBKax u sipmapkax. (I1K-1)

o b
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6. YueOHO-MeTOAMYECKOEe U MH(POPMAIIHOHHOE o0ecnevyeHne TUCITUTINHBI
CnuCOK HCTOYHUKOB U JIUTEPATYPbI
HcTounuku

OCHOBHBIE

Konctutynus Poccuiickoit @eneparnuu. — MockBa: UTHOPA-M, 2019. — 52
c.-Tekcr : anexkTpoHHbIi. - URL:
https://new.znanium.com/catalog/product/1003253

['paxnanckuii kogekc Poccniickoit @enepanuu: Yacru 1, 11, III. - Mocksa:
NH®PA-M, 2007. - 496 c.-Tekct:anekTponnsiii.-URL:
https://new.znanium.com/catalog/product/122306

Tpynooit kojneke Poccuiickoit deneparuu ot 30.12.2001 N 197-03 - URL:
http://www.consultant.ru/document/cons_doc LAW_34683/

3akoH P® «O s3bikax HapoaoB Poccutickoit @eneparuu» (B pell. OT
11.12.2002) - URL.: http://www.consultant.ru/document/cons_doc LAW 15524/

3akoH PO o1 21.07.1993 Ne 5485-1 «O rocynapctBenHo# TaitHe». (C
U3MEHEHUSIMU U JIOTIOJIHEHUSIMU OT: 6 okTs10pst 1997 1., 30 utons, 11 nos6ps 2003
r., 29 utons, 22 asrycra 2004 r., 1 gexa6ps 2007 r., 18 utong 2009 r., 15 Hos10ps
2010 1., 18, 19 utons, 8 Hos16ps 2011 r., 21 nexabps 2013 r.). - URL:
http://www.consultant.ru/document/cons_doc LAW 2481/

@enepanbHbli 3aK0H «O KoMMmepueckoi TariHe» 0T 29.07.2004 N 98-D3
(m3menenus @3 ot 12.03.2014 r. Ne35-D3 «O BHECeHUN U3MEHEHUM B YaCTH
MIEPBYI0, BTOPYIO U 4eTBepTyto [ paxnanckoro kogaekca Pocculickon denepanuu u
OTZIeJIbHBIC 3aKOHOaTeIbHbIE akThl Poccuiickoit denepanun») roga - URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/

PenepabHbI KOHCTUTYUMOHHBIN 3aK0H 0T 25.12.2000 Ne 2-®K3 «O
['ocynapctBenHom rep6e Poccuiickoit @eneparum» (¢ uzm. ot 09.07.2002; ot
30.06.2003) - URL.: http://www.consultant.ru/document/cons_doc LAW 29674/

®denepanbHbii 3akoH 0T 10.01.2002 Ne 1-D3 «O06 a51eKkTpoHHOM TUGPOBOI
noamucu» - URL: http://www.consultant.ru/document/cons_doc LAW_34838/

denepanbhbiil 3aK0H OT 27.12.2002 Ne 184-D3 «O TexHUYECKOM
perynupoBanum» - URL:
http://www.consultant.ru/document/cons_doc LAW 40241/

®enepanbHblii 3aK0H 0T 27.07.2004Ne79-03 «O rocyaapCTBEHHOU
rpaxkaaHckoi ciayskoe Poccuiickoit @enepanum» (B pea. Ot 12.04.2007 Ned8-D3)
- URL http://www.consultant.ru/document/cons_doc_LAW 48601/

denepanbHbIi 3akoH 0T 22.10.2004 Nel125-D3 «O0 apXxuBHOM Jiejie B
Poccuiickoit @eneparnun» - URL:
http://www.consultant.ru/document/cons_doc LAW_1406/

®enepanbbiil 3ak0H PO ot 01.06.2005 Ne53-D3 «O rocynapcTBEHHOM
s3bike Poccuiickoit deaepannm» - URL
http://www.consultant.ru/document/cons_doc LAW 53749/

®denepanbHbiii 3ak0H 0T 27.07.2006 Ne 149-D3 “O6 urpopmanuu,
WH(OPMAITMOHHBIX TEXHOJIOTHSX | 0 3amuTe nHhopmarmm» - URL:
http://www.consultant.ru/document/cons_doc LAW 61798/



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/
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[Tpuka3z MunkynasTypbl Poccun ot 25.08.2010 N 558 (¢ u3m. ot 04.02.2015)
"O0 yrBepxkaeHuu "llepeuHst TUITOBBIX YIPABIEHUYECKUX apPXUBHBIX JOKYMEHTOB,
o0pa3yromuxcs B IPOIecce NeATeILHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPTaHOB
MECTHOTO CaMOYTPABJICHUS U OpraHU3alliii, C yKa3aHHEeM CPOKOB XpaHeHUs"
(3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380) - URL:
http://www.consultant.ru/document/cons_doc LAW 104953/

[Toctanosnenue [IpaBurensctea PO ot 16.04.2003 N 225 (pen. ot
25.03.2013) "O TpynoBsIx KHIKKax" (BMecTe ¢ "[IpaBriiaMu BeIeHUs] M XpaHCHUS
TPYJIOBBIX KHI)KEK, U3TOTOBJICHUS OJIAHKOB TPYAOBOM KHIDKKU M 00€CTieYeHUs
umu pabdotonaarenei'")- URL:
http://www.consultant.ru/document/cons_doc LAW 41888/

[Tocranosnenue IIpaButensctBa Poccuiickont @enepanuu ot 15.06. 2009 r. N
477 «O06 yrBepxkaenun [IpaBui genonpousBoacTBa B (he/iepaibHBIX OpraHax
UCIIOJTHUTENbHOM BracTu» - URL:
http://www.consultant.ru/document/cons_doc LAW 88695/

I'OCT P 7.0.97-2016 «Cuctema ctannapToB o UH(pOpMauu,
OMOJIMOTEUHOMY U U3JIaTeNIbCKOMY Aeiy. OpraHu3aliuoOHHO-pacoOpsIUTEIbHAS
nokymeHTanus. TpeboBanus K ohopmiieHHIo 10KyMeHToB» - URL:
http://www.consultant.ru/document/cons_doc LAW 216461/

['OCT P UCO 15489-1-2007. Cuctema cTaHAapTOB MO0 HHPOpMAIIHH,
OMOIMOTEUHOMY U U3JIATENbCKOMY Jeiy. YnpaBiieHue JokymeHTamu. Ooiue
tpeboBanus. M.: Ctangaptundopm, 2007. - URL:
http://www.consultant.ru/document/cons_doc LAW 135548/

I'OCT P 7.08-2013. CUBU /. /Iemonpon3BOACTBO U apXHUBHOE JEJI0.
Tepmunsbl u onpenenenus.// DIEKTPOHHBINA (OH IPABOBOW U HOPMATHBHO-
TeXHUYECKOM nokymenTanuu. - URL:
http://www.consultant.ru/document/cons_doc LAW 163800/

Hopmbl BpeMeHn Ha paboOThl MO JOKYMEHTAIlMOHHOMY OOECIEUYEHUIO
YIPaBIEHYECKUX CTPYKTYpP (henepalbHbIX OPTaHOB MCIOJHUTEILHOU BiacTu. M.,
Muntpyna Poccun, 2002. - URL
http://www.consultant.ru/document/cons_doc LAW 91156/99aaedf5ba3e383e969
el17fdd9cbbch9386b3c9b/

[TonoxxeHne O MOPSAKE U CPOKaX XpaHEHUs JAOKYMEHTOB AaKIIMOHEPHBIX
oOmiectB (yTB. mocTaHoBieHneM dDenepalbHOW KOMUCCUM IO PBIHKY IIEHHBIX
Oymar oT 16.07.2003) : - URL:
http://www.consultant.ru/document/cons_doc LAW_44000/

Oo6mepoccuiickuii  kiaccupukaTop ympaBieHueckoi mpokymenrtamuu: OK
011-93  (OKVY]). M.: Toccrammapr Poccum, 1994. -  URL:
http://www.consultant.ru/document/cons_doc LAW_43631/



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/
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/
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JIOnOJTHUTEIBbHBIE

denepanbHbIi 3aK0H OT 26.12.1995 N 208-D3 (pexa. ot 04.11.2019) "O6

aKIMOHEepHBIX obmecTBax" - URL:
http://www.consultant.ru/document/cons doc LAW 8743/

denepanbHbIi 3aKk0H «OO0 00IIecTBaX ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIOY
Nel4-®d3 or 8.02. 1998 roma (pen. or 29.07.2017 N 233-®3) URL:
http://www.consultant.ru/document/cons_doc LAW_ 17819/

DenepanbHblil 3aK0H «O HEKOMMeEpUeCcKuX opranuzanusax» ot 12.01.1996 Ne
7-®d3 (c uzmenenussimu Ha 19 nexadps 2016 roga) (pemakuus, AercTByromas ¢ 1
WTOJIS 2017 roja) roaa -URL:
http://www.consultant.ru/document/cons_doc LAW 8824/

®enepanbubii 3akoH oT 08.08.2001 r. Ne 129-®3 «O rocynapCcTBEHHOM
perucTpanvu IOpUIUYECKUX JIMI U UHIAUBUIYATbHBIX npe):[anHHMaTeneﬁ» (pen.
oT 23.12.2003) URL:
http://www.consultant.ru/document/cons_doc LAW 32881/

[Toctanosnenue [IpaBurensctBa PO ot 19.06.2002 Ne 439 «O06
yTBEpKIeHUH (POopM U TpeOoBaHUM K 0(OPMIIEHUIO TOKYMEHTOB, UCIIOJIb3YEMbIX
MIPU TOCYJJAPCTBEHHOM PETUCTPALUU IOPUANYECKUX JIUII, a TAKKe PU3MUECKUX JTUIL
B Kau€CTBE MHIMBHUAYaJIbHBIX IpeanpuuuMarenein» (B ped. ot 16.10.2003) - URL:
http://www.consultant.ru/document/cons_doc LAW 37299/

[Tpuka3z Muntpyna Poccun ot 15.05.2013 N 205 "O BHeceHUU U3MEHEHHI B
KBanudpukanoHHbIi CIPaBOYHUK JTOJKHOCTEN PYKOBOJIUTENEH, CIICIIUATUCTOB U
JIPYTUX CIY’KAIIUX, YTBEPAKACHHBIN OCTaHOBJIEHHEM MUHUCTEPCTBA TpyAa U
corainbHoro pazsutusa Poccuiickoii @enepaunn ot 21 aBrycra 1998 r. N 37" -
URL.: http://www.consultant.ru/document/cons_doc LAW_ 146815/

Oo6mepoccuiickuii knaccudukarop napopmanuu o Hacereann OK 018-95.
M.: Muntpyna Poccuu, 1996 - URL:
http://www.consultant.ru/document/cons_doc LAW 181559/

Jluteparypa
OcHosHas numepamypa
Y4eOHuku 1 yueOHbIe TOCOOUS

bacaxos, M. U. [lenonpou3BoacTso [[lokymeHTaIlmoHHOE 0OEcTIieueHne

ynpasienus |: Yueonuk / bacakoB M.U., 3ameitikoBa O.U., - 14-e u3z., nepepad. -
PoctoB-na-/lony :®@enukc, 2014. - 376 c.ISBN 978-5-222-23063-3. - Tekcr :
atektporHbIi. - URL: https://new.znanium.com/catalog/product/908867

Kprokosa, H. I1. JlokymMeHTHpOBaHUE YIIPABICHYECKON AEATEIBHOCTHU:
Yuebnoe nocodue / Kprokosa H.II. - Mocka :MH®PA-M Mznatensckuit owm,
2014. - 268 c. (Boicuiee oopazoBanne)[SBN 978-5-16-003134-7. - TekcrT :
anexTpoHHbIA. - URL: https://new.znanium.com/catalog/product/432033

Hayunas


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/
https://new.znanium.com/catalog/product/908867
https://new.znanium.com/catalog/product/432033
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Ucaes, I'. H. TeopeTuko-METOA0IOTUYECKHE OCHOBBI KAUECTBA
uHbOpMaIMOHHBIX cucTeM : MmoHorpadwus / I'.H. UcaeB. — Mocksa : UHOPA-M,
2018. — 293 c. — (Hayunas MbICIIB). —
www.dx.doi.org/10.12737/monography_59a413ec0b8a59.07746295. - ISBN 978-
5-16-105883-1. - Tekcr : anekrponnsIit. - URL:
https://new.znanium.com/catalog/product/912793

[Ileronesa, C. B. TeopeTuueckue mpoOiaemMbl 3aKOHOIATEIHOTO
perympoBaHus B cpepe UCIOIb30BaHMS JICKTPOHHBIX MOANMCEH : MOHOTpadus /
C. B. llleronena. - Boponex : Hayunas xuura, 2015. - 124 ¢. ISBN 978-5-4446-
0732-9. - Tekcr : anexkTponnbii. - URL:
https://new.znanium.com/catalog/product/923111

JlononnumenvHnas

brikora, T. A. JlenonpousBoactro: Yueonuk / T.A. beikoBa, JI.M. Bsiiiosa,
JI.B. Cankuna; [Ton pea. T.B. Ky3nenonoil. - 3 u3a., nepepad. u no1m.- Mocksa
:HULl UHOPA-M, 2013. - 364 c. + ( Jomn. mat. znanium.com). - (BO: bakanagp.).
ISBN 978-5-16-004923-6. - Tekcr : anexktponHsIif. - URL:
https://new.znanium.com/catalog/product/395908

Kupcanoa, M. B. Kypc nenonpons3BoacTBa: TOKYMEHTAITUOHHOE

obOecnieueHue ynpasieHus : yaeoHoe nocodue / M.B. Kupcanoa, FO.M. AkceHOB.
6-e u3z., ucnop. u gon. — Mocksa : UHOPA-M, 2020. — 257 ¢. + Jlom.
MaTepuaibl [ JIeKTpoHHbIN pecypc]. — (Boiciiee oOpazoBanue: bakanaBpuar). -
ISBN 978-5-16-104755-2. - TekcT : anexkTpoHHbId. - URL:
https://new.znanium.com/catalog/product/1088888

Kysnenos, U. H. [lenonpou3BoacTBo [DaeKTpOoHHBIN pecypc] : YueOHo-
cpaBodHoe nocodue / M. H. Ky3nenos. - 6-e uzn., nepepad. u jnorm. - Mocksa :
Wznatenbcko-Toprosas kopmopamus «Jlamkos u K°», 2013. - 520 c. - ISBN 978-5-
394-01981-4. - Tekcr : anektponnsIil. - URL:
https://new.znanium.com/catalog/product/414939

Kynses, H.H. WudopmanuonHble TEXHOJOTMM B JAOKYMEHTAI[MOHHOM

oOecrieyeHuu yIrpaBieHusl U apXUBHOM Jjene : yueOHuk juist By3oB / H.H. KyHses,
T.B. Kongpamona, E.B. Tepentbena, A.I'. ®abpuuHoB ; moj oOuml. pen.j.ro.H.,
npod. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c. - (HoBas crynenueckas
oubnmuoreka) - ISBN 978-5-98704-786-6. - Tekct : anekrtponnsii. - URL:
https://new.znanium.com/catalog/product/1015021

6.2. Ilepeyenb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIUMOHHOMI

cetu «MHTEpHET»

WWW.PtPU.ru — calT MexayHapoaHoro xypHana «[IpobaeMbl TEOpUU U MPAKTHKU YIIPABICHUS,
BKJ'HO'—IaIOHlI/II\/'I MHOI'O UHTCPECHBIX CTaTef/'I, KacCaromuxcCs pas3JIMdHbIX BOIIPOCOB YIIPaBJICHHUS.
http://www.cfin.ru/management/people/motivation/ - caiiT  3IeKTPOHHOH  OHUOJTHOTEKH
KOpIIOpaTUBHOI'O MCHC’KMCHTA, O6T>CIII/IH$IIOI_I_II/II71 KakK pOCCHﬁCKHC, TaxK U BapyGC)KHBIC PECYpPChI
oo

6OJ'ILI_HOMy KpyTy BOIIPOCOB YIPABJICHUA B COBPEMCHHbBIX KOMITaHUAX.



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 mpeacTaBieH 00pa30BaTEIbHBINA IMOpPTAl MO SKOHOMHKE,

COLIMOJIOTMM U MEHEKMEHTY. PocCUIICKUI MPOEKT 10 OOBbEIMHEHUIO KaK POCCHICKUX, TaK U
3apyOeXHBIX PecypcoB IO BceM cdepam ynpasineHus. Ha nannom moprane umerorcs 6osee 6
TBIC. CCBUIOK Ha POCCHICKHE U 3apyOeKHbIE pECypPChI

6.3. lIpodeccuonanbubie 6a3bl JAHHBIX U HHGOPMAIMOHHO-CIIPABOYHbIE CHCTEMBbI

Hoctyn k npodeccuonanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WHdopMaLroHHbIE CLIPABOYHBIE CUCTEMBI:
1. Koncynbsrant [lmtoc
2. Tapanr

7. MarepuajJIbHO-TEXHHMYECKOe O0ecrieyeHne QU CUMILTUHbI
Jns  olecrnieueHuss  TUCHUIUIMHBI  HUCHOJB3yeTCS ~ MaTepuaibHO-TeXHHuYeckas  0asa
00pa30BaTeNbHOTO YUPEKACHHS: KOMITBIOTEPHBIE KJIAcChl U Hay4yHas Oubnuorteka PITY.
CocraB nporpaMMHOTro 00eCredeHHs:

Nenn Haunmenosanue 110 IIpousBoaurtens Cmoco6
/m pacrpocTpaHeHHs
(ruyenzuonnoe unu
68000010
pacnpocmparsiemoe)
1 Windows 10 Pro Microsoft JINIEH3UOHHOE
2 Microsoft Office 2016 Microsoft JINIEH3VUOHHOE
3 Kaspersky Jlabopatopus JIMIIEH3UOHHOEC

Kacnepckoro

8. Obecneuenne 00pa3oBaTEILHOTO NMPOIECCA LISl JIUI C OTPAHUYEHHBIMH
BO3MOKHOCTSIMM 3/I0POBbsI 1 HHBAJIUI0B

B xone peanuzanuu AMCHUTUIMHBI UCTIOJIB3YHOTCS CIEIYIONIUE JTOTOTHUTEIBHBIC METOIbI
00yueHHsI, TeKYIIIET0 KOHTPOJISI YCIIEBAEMOCTH U MPOMEXKYTOYHOM aTTeCTallMi 00YyYaroInuXcs B
3aBHCUMOCTH OT MX MHMBHYaTbHBIX OCOOCHHOCTEH:

® U1 CJICIIBIX U CJ'Ia6OBI/IJI$IHII/IX: JICKIIUU Oq)OpMJ'IHIOTCH B BUJIC DJICKTPOHHOI'0O JOKYMCHTA,
JIOCTYITHOTO C ITOMOIIBIO KOMITBIOTEPA CO CIEIHATU3UPOBAHHBIM IIPOTPAMMHBIM 00ECTICUCHHEM:;
IMUCbMCHHBIC 3a/IaHUs BBIMIOJIHATOTCA Ha KOMIIBIOTCPE CO CIICHUAIM3UPOBAHHBIM ITPOrpaMMHBIM
o0ecrieueHreM Uin MOTYT OBITH 3aMEHEHEI YCTHBIM OTBETOM; oOecrieunBaeTcs HHIWBUIYaJIbHOC
paBHOMepHOE ocBerlieHrne He MeHee 300 JIoKC; Ui BBIOJHEHUS 3aaHus P HEOOXOAMMOCTH
NPEOCTABIIACTCS YBEIMYMBAIOIIEE YCTPOUCTBO; BOBMOXKHO TAKXKE MCIIOJIB30BAHUE COOCTBEHHBIX
YBEIUYHUBAIONINX YCTPOWCTB; MUChMEHHBIC 3aaHusi O(QOPMIISIOTCS YBEIUYCHHBIM MIPUDTOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (hOpMe WIIM BBINOJHSIOTCS B MHCBMEHHOW (opMme Ha
KOMITBIOTEPE.

¢ A TIIYXHUX U Cna6ocm,nnanmx: JICKOUHN O(i)OpMJ'ISII-OTCS[ B BHAC DJJIICKTPOHHOI'O
JMOKYMEHTa, MO0 TPEIOCTaBIsACTCS 3BYKOYCHJIMBAIOIIAS —araparypa WHAWBHIYaJIbHOTO
IMMOJIb30BaHM, IMHUCBMCHHBLIC 3aJaHHWs BBINOJHAOTCA Ha KOMIIBIOTEPEC B NHUCHbMEHHOU (bopMe;
9K3aMEH U 3a4€T MPOBOASTCS B MUCbMEHHOW (hopMe Ha KOMIIBIOTEPE; BO3MOXHO MPOBEJCHHUE B
dbopMe TecTUpOBaHHS.
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* JUIsl JILl C HApYLIEHUSIMU OMOPHO-IABUTATEIBHOrO ammapara: JIEKIHH O(QopMIIsSIOTCS B
BUJE  OJIEKTPOHHOTO  JOKYMEHTa, JOCTYHOITO €  TIOMOINBIO  KOMIBIOTEpa  CO
CTHEHMATU3UPOBAHHBIM MTPOrPAMMHBIM O0€CIIeYeHNEM; TUCbMEHHBIC 3aJ[aHUs BBIMOIHAIOTCS Ha
KOMITBIOTEPE CO CHEIHAIM3UPOBAHHBIM TPOTPaMMHBIM OOECIeueHHEeM; 5K3aMeH M 3a4éT
IPOBOJIATCS B yCTHOM (hOpME MITH BBITIOIHSIOTCS B TUCbMEHHON (pOpME Ha KOMITBIOTEPE.

[Tpu HEe0OXOIMMOCTH TpeyCMaTPUBAETCS YBEIUYCHHE BPEMEHH JIJIs IIOJTOTOBKU OTBETA.

[Ipouenypa  mpoBeAeHHs  MNPOMEXKYTOYHOW  arTecTaluu A OOydarouuxcs
YCTaHABIMBAETCS € YYETOM UX UHAUBUAYAIbHBIX IMCHUXO(PU3UYECKUX OCOOCHHOCTEH.
[TpomexyTouHast aTTecTalus MOXKET MIPOBOAUTHCS B HECKOJIBKO STAIOB.

[Ipu mpoBeneHUH MPOLEAYpPHl OLEHUBAHUS PE3yJHTATOB OOYyUEHHUS NpEeayCcMaTpUBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBA3M C HHIUBUAYAIbHBIMU
0COOEHHOCTSIMH O0YyYaroIuXcs. DTH CPEICTBA MOTYT OBITh HPEIOCTAaBICHBI YHHBEPCHTETOM,
WA MOTYT HCIIOJIb30BaThC COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[IpoBeneHne mpoleaypbl OICHHBAHHS  pPE3YyJIbTAaTOB OOYYEHHs JOMYCKAaeTcs C
MCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

ObecnieunBaeTcss O0CcTyn K MHGOOPMALMOHHBIM M OHOIHOrpadUUEeCKUM pecypcam B CETH
WuTepHer s Kaxkaoro oOywaromierocss B ¢opMax, aJanTUPOBAHHBIX K OTPAaHUYEHHUSAM HX
3JI0POBBSI ¥ BOCTIPHSITUS HHPOPMALIH:

* JUIA CIETBIX M CIa0OBHAIIMX: B MEYaTHOH (opme yBenmuueHHBIM mpudrom, B hopme
JICKTPOHHOTO JJOKYMEHTa, B popme ayamnodaiina.

* JUIS TIIYXUX ¥ cIa0O0CTBIIIANINX: B IeYaTHOH opme, B hopMe 3JeKTPOHHOTO TOKYMEHTA.

e IUIsl OOYyYaroIMXCs C HApYyIICHUSMHU OIOPHO-ABUTATENBHOIO ammnapara: B Ie4aTHOM
dbopme, B popme 3IEKTPOHHOTO TOKYMEHTA, B hopme aynuodaiina.

Y4eOHble ayIUTOPUU AJIE BCEX BHUJIOB KOHTAKTHOW U CAMOCTOATEIbHOW pabOThI, HAy4YHAS
6u0nMoTEeKa M MHbIE MOMEIIEHUs /ISl 0Oy4eHUs OCHAIIEHBI CIEIHaIbHBIM 000pYAOBaHHEM U
y4eOHBIMH MECTaMU C TEXHUYECKMMHU CPEACTBAMU O0YUEHUS:

* JUI CIIENIBIX U CIIA0OBUASAIINX: YCTPOMCTBOM JUISI CKaHUPOBAHMS W YTEHHS C KamMepou
SARA CE; nucnneem bpaiinsg PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

* ISl TIIYXUX M CIa0OCHBIIIAIINX: aBTOMAaTU3UPOBAHHBIM Pab0OYUM MECTOM ISl JIFOJIEH ¢
HapyIIEHHEM CITyXa M CITa0O0CIBIIIANINX; aKYCTHIECKUH YCHIIUTENh M KOJIOHKH;

* Ul 00YyYaroIuXcsl ¢ HapyIEHUsIMA ONTOPHO-JBUTaTeNIbHOTO arnmapara: nepeJBUKHbIMH,
peryaupyeMbIMu  3proHomuueckuMu  napramu  CH-1; KOMIBIOTEpHOM  TEXHMKOH €O
CHeMaIbHBIM ITPOrPaMMHBIM 00€CTIeUeHHEM.

9. MeToanueckue MaTepuabl

9.1. [li1aHbI CEeMUHAPCKUX 3aHATHI
Tema 1. Joxymentuposannas nadopMmaims u e posib B YIIPABIEHUU OpPraHHu3alHei

(2 yaca)
Bonpocuwl ons 06cyscoenus:

1. Oxapakrtepusyiite MOHSITHE OpraHU3alMOHHO-T0KYMEHTAIIMOHHOTO
oOecrieyeHus: opraHu3alMe.
2. llosicHuTe, KakoBa poJib UHPOPMALIMU B YIIPABICHHUH.
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3. Packpoiite mnonsatrve «uHOpPMAIMOHHAS HWHQPPACTPYKTypa KOPIOPAINY.

HazoBute n3BectHrie Bam nHopMannoHHbie pecypchl KOPIOpaIui.

OxapakTepu3yiTe NOHATUE «JTOKYMEHT.

KakoBbl 1emu co3maHuss W COXPAHEHUS JOKYMEHTOB, HX pOJb B

YIIPaBJICHYECKON AEATECIBHOCTH.

Ha3zoBute n3BectHbie Bam BubI JOKYMEHTOB.

7. Uem xapakTepu3yloTCs COJAEp>KaHHUE, CTPYKTypa, KOHTEKCT JIOKYMEHTOB U
MeTaJlaHHEIE?

ok

o

MamepuanvHo-mexnuueckoe obecneyeHue 3aHAMUSL.
1 PC npenonasarers.
WHTepakThBHAs 10CKA.
MapkepHas gocka.
[IpoekTop.

DVD (MynbTHUCKpPUHHBINM BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 2. HOpMaTI/IBHO-HpaBOBaH N MCTOOAUYCCKAsA OCHOBBI JOKYMCHTAIXMOHHOI'O

oOecrieueHust ypaBJICHUS

(2 yaca)

Bonpocuw ons 06cyscoenus:

1. TlosicHuTe, KakoBa IpaBOBas OCHOBAa JIOKYMEHTallMOHHOTO
oOecrieyeHus: ynpaBJIeHUs OpraHU3aluen.

2. IlpuBenute mpumepsl QenepanbHbIX 3aKOHOB, PETYIUPYIOLIIX
YIIPaBJIEHUE TOKYMEHTAMHU B KOPIIOPALIUH.

3. IlpuBenure  mpumepsr  yka3oB  IIpesunenta PO wu
nocrtaHoBiieHnii  [IpaBurensctBa PO,  perymupyrommx
yIIpaBJICHHUE TOKYMEHTaMU B KOPIIOPALIUH.

4. TlpuBenure npUMEpPHI HOPMaTHUBHO-TIPABOBBIX  AKTOB
BEJIOMCTBEHHBIX OpPraHOB MCIIOJIHUTEIBHOM Biactu PO,
PEryJIMpyIOINX yIPaBIECHUE JOKYMEHTaMU B KOPIIOPALIAH.

2. IlpuBenutre mnpuMepbI OCHOBHBIX HOPMAaTHBHO- TIPaBOBBIX W
METOJMYECKUX JTOKYMEHTOB IO JOKYMEHTAI[MOHHOMY OOeCTeueHHUIO
YIIPaBJICHUs KOPIIOPALUEH.

OxapakTepu3yiTe U3BECTHBIE TOCYJAPCTBEHHBIE CTAHIAPTHI,

PEryIUPYIOLINUX YIIPABJICHUE TOKYMEHTaMU B Opranu3auuu.icrounnku
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Mamepuaﬂbﬁo-mexHuquKoe obecnevenue 3aHAMUSL.

1 PC npenonaBarensi.

WHTepakTUBHAsA JOCKA.

MapxkepHas gocka.

[TpoexTop.

DVD (MynbTHCKPUHHBIA BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 3. Cuctema ynpaBieHus! JOKyMEHTaMH OpraHU3alliu

(2 gaca)

Bonpocwt onsa obcyarcoenus.

1. Kakue cuctembl ToKyMeHTanuu Bam n3BecTHBI?

2. Kaxk nmpoucxoamiio HICTOPUIECKOE pa3BUTHE CUCTEM JOKYMCHTAIIHH ?
3. Packpoiite monsTHe «yHU(DUIHMPOBAHHBIE CUCTEMBI JOKYMEHTAITU).
4, Packpoiite noHsITHE «(PyHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTAIIUI.

Mamepuaﬂbﬁo-mexnuqecme obecneyenue 3aHamus.

1 PC npenonaBareus.

NuTepakTuBHas q0CKa.

Mapkepnas gocka.

[Ipoekrop.

DVD (MyJIbTUCKPUHHBIA BUACOKOMITBIOTEPHBIN KJ1acce).

Tema 4. OyHKIIMOHATBHBIE CUCTEMBI JokyMeHTauu (Cuctema opraHu3alMoOHHO-
pacrnopsauTeIbHON JOKYMEHTAIINH)

oW

(4 yaca)

Bonpocwt ona obcyscoenus:

Oxapakrepusyire CUCTEMY OPTraHU3alUOHHO-PACTIOPSAAUTEIILHON
JIOKYMEHTALUU.

Uto Takoe mojcucTeEMa OPraHU3alMOHHO-TIPABOBOM TOKYMEHTALIUH?

UTto cocTaBisieT MOACUCTEMY PACHOPSIAUTENBHON JOKYMEHTALUN?
KakoBbl cocTaBisifonye MOACUCTEMBl HWH(POPMAIMOHHO-CIPABOYHOM
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JIOKYMEHTAIUU?

MamepuanvHo-mexunuueckoe obecneyeHue 3aHAMUI:
1 PC npenonaBarensi.
WHTepakTuBHAsA JOCKA.
Mapkepnas gocka.

[TpoexTop.

DVD (MynbTHCKPUHHBIA BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 5. CDYHKIII/IOHEUIBHBIG CUCTCMBbI JOKYMCHTAIINH (CI/ICTeMa AJOKYMCHTAIINH I10

TPYJIOBBIM OTHOIICHUSIM )
(4 gaca)

Bonpocuwi 0ns 06cyscoenus:
1. OxapakTepu3yiiTe =~ CUCTEMBbl  JOKYMEHTAIlMK TIO0  TPYJAOBBIM
OTHOIICHUSIM

2. UTto Takoe nepBUYHBIE TOKYMEHTHI TPYI0yCTpOcTBA?
3. OxapakTepusyiTe TOHSITHS «TPYAOBOW JOTOBOPY», JHYHOE JIEJI0

COTPYIHHKA, TPYAOBask KHUKKA,
4. KakoBa TEXHOJOrUSl JOKYMEHTAIMOHHOIO oOOecnedeHus padoThl C

MUCHMEHHBIM 00paIeHUsIMHU TPaXkKIaH?

MamepuanvHo-mexuuueckoe obecneyerue 3aHAmus.
1 PC npenonaBareus.
NuTepakTuBHAsA 10CKA.
MapkepHas gocka.
IIpoekrop.

DVD (MynbTUCKPUHHBIN BUIEOKOMITBIOTEPHBIN KI1ACC).
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Tema 6 @yHKIIMOHAIBHBIE CUCTEMBI IOKYMEHTAIIUN
(Cucrema (prHAHCOBOMW JOKYMEHTAIIHH )

(4 gaca)
Bonpocwi 0nsa 06¢cyarcoenus:

1. KakoBbI OCHOBHBIE XapaKTEPUCTUKU JIOKyMEHTOB 1O  (DMHAHCOBO-

pPacCUYETHBIM OTICPAITHSIM.

2.HazoBuTte knaccupuKaImio y9eTHBIX TOKYMEHTOB.

3.KakoBbl crocoObl WCHpaBieHHUS OMUOOK B (HUHAHCOBO-PACUYETHOM

JTOKyMEHTAaIu?

Kaxosa niporierypa oopMIIeHHS OTKPBITHSI CUETOB OpTaHU3AIIHA.

2. HazoBuTe OCHOBHBIE BHJABI JOKYMEHTOB TIO (DMHAHCOBO-PaCUYCTHBIM
OTICpAITHSIM.

=

MamepuanvHo-mexuuueckoe obecnevenue 3aHamust’
1 PC npenonaBarensi.
NuTepakTuBHas q0CKa.
Mapkepnas gocka.
IIpoekrop.

DVD (MynbTHCKPUHHBINA BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 7 OyHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTALIUH
(CucreMa JOKyMEHTAIMH MO CHA0KEHUIO U COBITY)
(4 gaca)

Bonpocwi 0ns 06¢cyarcoenus:

OxapakTepu3yiTe CUCTEMY JOKYMEHTAIMH 110 CHA0XKEHHIO U COBITY.
UYto Takoe 10roBOpHI?

[IpuMeHeEHNE JOBEPEHHOCTH.

YTo Takoe HaKIJIaJHbIE, HAPSABI?

[IpuMeHeHne KOMMEpPUYECKUX aKTOB.

[Topsinok odopmiieHHs PETEH3UOHHBIX MMHCEM.

[Topsinok ohopmileHHs HCKOBBIX 3asIBICHUI.

No kWM

MamepuanvHo-mexnuueckoe obecneueHue 3aHAMUSL.
1 PC npenonaBareus.

NuTepakTuBHasA n0CKa.
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MapxkepHas qocka.
[TpoexTop.

DVD (MynbTHCKPUHHBIA BUIEOKOMITBIOTEPHBIN KIIACC).

Tema 8 OyHKIIMOHAIBHBIE CUCTEMBI JoKyMeHTannu (Cucrema TOKyMEHTAIUU 10

MapKETHHTY ¥ PeKJIame)
(2 gaca)

Bonpocwi ons 06¢cyarcoenus:

1. HazoBHUTE OCOOCHHOCTH CUCTEMBI JOKYMEHTAITUN TI0 MAPKETHHTY.
2. TlosicHUTE KaKOBBI OCOOCHHOCTH CUCTEMBI IOKYMEHTAITUH 10 peKIIaMe.

MamepuanvHo-mexnuueckoe obecneyeHue 3aHAMUsL.
1 PC npenonaBarers.
NuTepakTuBHas q0CKa.
MapkepHas gocka.
[IpoekTop.

DVD (MynbTHCKpUHHBIN BHIEOKOMITBIOTEPHBIN KIIACC).
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9.2. MeroaguuyecKkne peKOMEHIAUM 10 MOAT0TOBKE NMUChbMEHHBIX padoT

B paMKax M3YUYCHHA JUCHUILIMHBI IMPCAYCMATPUBAIOTCA CIICAYIOINMHUC BUAbI

MUCBMEHHBIX padoT:
— Jokiaabl (He UMEIOT 0COOBIX TpeOoBaHUM, OT 3 710 5 CTpaHUII);

— acce (paboThl, oTpaxkarollve WHANBUIYAIbHYIO MO3UIUI0 aBTOpa IO

o0cyXIaeMol Ha ceMruHape mpodieme, oT 2 10 3 CTpaHuIl);

— Tpe3eHTaIMs  ToaroTaBimBacTcs B (opmare  PowerPoint wu

3alIUIIACTCS Ha IMMOCJICAHEM CCMUHAPCKOM 3aHATHH,

— KOHTpoJibHast pa®oTa. Ilpu OlEHWBaHUK KOHTPOJIbHOW padoThl (12
OaJIJIOB) YUUTHIBACTCS:

- TMOJHOTA BBIMOJHEHHOW paloThl (3alaHUE BBINOJIHEHO HE MOJHOCTHIO
W/WJIM JOMYIIEHBI JBE W OoJyiee OmMOKUA Wik Tpu U Oojee HerouHoctu) — 0,5
Oaia;

- 000CHOBaHHOCTBH COJICP)KAHUS U BBIBOJOB PAOOTHI (3aaHKE BBIMOJHECHO
MOJHOCTBIO, HO OOOCHOBAaHHE COJCP)KAHHMS W BBIBOJOB HEIOCTATOYHBI, HO
paccy’kIeHus BepHbI) — 6 0aw;

- paboTa BBITIOJHEHA TOJIHOCTHIO, B PACCYKIEHUSX M OOOCHOBAHWM HET
po0eJIoB UM OITMOOK, BO3MOKHA OJTHa HETOYHOCTH -12 6asios.

Memoouueckue ykazanusi no no02omoeke u 0phopmieHuIo
00KIA006

O0BeM JokIana: 3-5 MaIIMHOIMCHBIX CTPAHHUII.

TpeOoBaHUs K HATMCAHUIO JOKJIa/Ia: HAIIMCAHKUE PAa3BEPHYTOIO
KOMMEHTApHs 10 COOTBETCTBYIOIIEMY BOIPOCY € CAMOCTOSITEIbHBIMHA BBIBOIAMH.

Jlokiafapl SBJISIOTCS OJHOM M3 TMPOMEKYTOYHBIX (OopM  aTTecTanuu
CTYJCHTOB, KOTOPBIC BBIMOJIHIIOTCS B TCUCHUE CEMECTPa B YCTAaHOBIICHHBIC CPOKH.

Tematuka J0KIaI0B MpeAyCMaTpPUBACT MPOBEPKY YPOBHS 3HAHHWM CTyJIEHTA
10 HEKOTOPBHIM BOMPOCAM TCOPETHUECKOIO JIEKIIMOHHOTO Kypca, a TakKkKe
CaMOCTOSITEJIbHOTO HW3YYCHHS HMH HCTOYHUKOB M CICIHAILHOW JINTEPaTypHI.
Jlokj1abl BBITOIHSIOTCS MTUCAMEHHO U 03BYUYHMBAIOTCS YCTHO, IIOCIIC YEro CHAFTCS
Ha IIPOBEPKY IIPEI01aBaTelio Kadeaphl.

CopaepikaHre JOKJIaga BKJIOYACT: OOOCHOBAaHHE aKTYaJbHOCTH JaHHOTO
BOIIPOCA; KPaTKWH aHajIn3 WCTOYHUKOB W JIUTEPATYPHI; TCOPETHUCCKYIO H/WITA
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MPAKTUYECKYI0 3HAYUMOCTh JAHHOTO BOMNPOCA; OCHOBHOE COJAEPIKAHHUE BOIPOCA;

MEPCIIEKTUBBI Pa3BUTHUSA (B 3aBUCUMOCTH OT TEMBI); BEIBOAbI U PEKOMEHAIUU.
CnucoK UCMOIB30BaHHOM JIUTEPATYPHI JOKEH COCTABIIATHCS C YUETOM

COOTBETCTBYIOIICH, N3y4aeMOi B JTaHHOW y4eOHOMN TUCIIUIUINHE.

Memoouueckue ykazanus no no020moegke u 0QhopMIeHUIo
KOHMPObHBIX pabom

Meroauyeckue pEeKOMEHJALMKW MPEIHA3HAYEHbl Uil  CTYJIECHTOB
JTHEBHOM, BedepHeld U 3a04yHOUM (opMm oOydeHus (axkynbTeTa yHpaBICHUS
N2VYull PITY. Ilpu pa3paboTke peKOMEHAALMA YUYUTHIBAIUCH TPeOOBaHUS
®enepansHoro ['ocymapctBeHHOro oo6paszoBatenbHoro cranaapra BIIO mo
COOTBETCTBYIOIIEMY HAIPABIICHUIO MOJTOTOBKH U JIEVUCTBYIOIINX HOPMATHBHBIX
JIOKYMEHTOB.

KonTponpHble paboOThl SBISIOTCS OJHONM W3 MPOMEKYTOUHBIX (HopM
aTTeCTallMd CTYIAEHTOB, KOTOpPBIC BBINIOJHAKOTCS B TEUCHUE CEMECTpa B
YCTaHOBJICHHBIE CPOKHU.

TeMatnka KOHTPOJBHBIX Pa0bOT MpeayCMATPUBAET MPOBEPKY YPOBHS 3HAHUI
CTYJIEHTA ITI0 HEKOTOPBIM BOIPOCAM TEOPETHUUECKOTO JIEKIIMOHHOIO Kypca, a TAKKE
CaMOCTOSITEJIbHOTO M3YYECHUSI MMM HMCTOYHUKOB W CIICIIUAIBHOW JIUTEPATYPHI.
KoHTponbHble paOOThl BBIMOJHAIOTCA MHUCHBbMEHHO M CHIAIOTCAd Ha IPOBEPKY
npenojiaBarento Kaheapol.

KontponbHbie paboOThl MOTYT TIPOBOJAUTHCS Ha JIEKIIMOHHBIX WM
CEMMHApPCKUX 3aHATUIX B ayJUTOPHBIX KJIaccax IMPU YCIOBUM MPEABAPUTEIBLHOU
MOATOTOBKHU CTYJICHTOB.

KontponbHass paGoTta HampaBjieHa Ha HHAMBUAyaIU3alUI0 OOy4YEHUS U
MOBBIIICHUE POJIM CAMOCTOATENBLHON paboThl, TOITOMY MPEAYCMOTPEH MIUPOKUIN
CIIEKTp KOHTPOJBHBIX BOIPOCOB, MO3BOJSIONIMN CTYyACHTY BBIOpaTh HaumbOoJiee
UHTEpECHYI0 s Hero TeMmy. C TeMaTUKOM KOHTPOJIBHBIX pPadOT CTYACHTHI
no3HakoMsITcsa B Y MK nucHuIIMHEL

Conepkanue KOHTPOJIBHOM pabOThl BKJIIOYAET: 00OCHOBAHUE aKTyaJIbHOCTH
JTAHHOTO BOIIPOCA; KPATKWK aHAIU3 MCTOYHUKOB U JIUTEPATYpPbI; TEOPETUUECKYIO
W/WIU TPAKTHYECKYI0 3HAYMMOCTh JAHHOTO BOIIPOCA; OCHOBHOE COJIEpKaHUE
BOIPOCA; TMEPCHEKTUBBI Pa3BUTUS (B 3aBUCUMOCTH OT TEMbI KOHTPOJILHOMN
paboThI); BBIBOJBI U PEKOMEHIAITUH.

OO6mmit 00beM TekcToBoro matepuaina 7-10 crpanui. CTpyKTypa TEKCTOBOM
YaCTU KOHTPOJIbHOW PabOThI MOKET UMETh: BEJCHUE, OCHOBHYIO YacTh, BBHIBOJIBI,
CIIUCOK MCTOYHUKOB M JIUTEpaTypbl. Paz0oneHune Tekcta Ha pasiesbl U MOApa3aeiibl
MOXXET OBITh CHIEJTaHO TI0 JKEJIAHUI0 aBTOpa, OJIHAKO HEOOJBIION 00BheM
KOHTPOJILHOM paOOThI JIEIaeT 3TO HE BCET/IA 11eJIeCO00Pa3HBIM.

OueHka KOHTPOJBHBIX pPabOT OCYIIECTBISETCS B COOTBETCTBUHU C
YTBEPKJICHHON Ha Kadeape peHTUHIOBOM CUCTEMOM OIIEHKU 3HAHUM CTYAEHTOB I10
KaKI0W JUCIIUILINHE.
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IIpunoowcenue 1 Annomayus
pabouetl npoepammvl OUCYUNTUHDBL

AHHOTAIIMSI PABOYEM ITPOT'PAMMBI JUCIHUILIVHBI

JlucuuriauHa SBISETCS YacThio MPO(EeCCHOHANBHOTO IUKJIA JAUCHUILIINH
y4eOHOrO TuTaHa 10 HampaBieHnto moarotoBku 380302 «MeHemKMeHT».
JucuunnuHa peanusyeTcss Ha (akyiabTeTe yIpaBlieHUs Kadeapoil yIpaBieHHUs
WNHcTuTyTa yripaBiaeHus, 3KOHOMHUKHU U IIPaBa.

ILlenv  Oucyunaumver —  TOATOTOBUTH  BBITYCKHUKA,  00JaJar0IIEro
TEOPETUYECKUMH U TMPAKTUUYECKUMHU 3HAHUSIMH U YMEHHSIMHU, CIIOCOOHOTO
MPUMEHSTH KOMIIETEHIIUU B cpepe yIpaBIeHUs TOKYMEHTalMel B OpraHU3aluu.

3aoauu oucyuniunol:
- 03HAKOMUTH C MOHATHEM «IOKYMEHTHpPOBaHHAas MH(OpMAIUs» U €€ POJIbIO
B YIIPaBJICHUH OpraHU3alUEH;

- chopMupOBaTh HABBIKM aHAIM3a HOPMATUBHO-NPABOBBIX U METOAMYECKUX
OCHOB JJOKYMEHTAallMOHHOTO O0ECIICUEHHMSI YIIPABICHUS;

- O3HAKOMHUTb C OCHOBHBIMHM 3JIEMEHTAMU CHUCTEMBbI  YIIpaBJICHUS
JIOKyMEHTaMU;

- 00y4yuThb METOJAaM  HCIOJb30BAaHUA YHUPUIMPOBAHHBIX CHUCTEM
JOKyMEHTAINH;

- chopMHpOBaThH HaBBIKH JOKYMEHTAI[MOHHOTO obecrieueHus
(yHKIHOHAIBHBIX c(ep yrnpaBICHUS.

W3yuenne  OUCHUIUIMHBI ~ HAmNpaBJeHO Ha  (GOpMHUpOBaHUE  psaa
KOMHEemeHyuil.

- [IK-1 — cnocoGeH mIaHUPOBATh U OPTraHU30BBIBATH MEXKIYHAPOIHYIO
(BHEILIHEAKOHOMUYECKYI0) JIEATEIbHOCTh

B pe3ynbrare 0cBOEHUS AUCUUIUIMHBI 00YYaIOUIUICs TOJKEH:

3HaTh:

- IOHSATHUE «JIOKYMEHTHUPOBaHHAasl HH(OpMaIIUI», IOHUMATh €€ POJib B
YIIPaBJICHUH KOPIIOPALIUEH;

- OCHOBBI 3aKOHO/IATEIBCTBA B YACTU JOKYMEHTALIMOHHOTO 00€ecTeueHus,
HOPMATUBHO-TIPABOBYIO U METOJIUYECKYIO OCHOBBI IOKYMEHTALIUOHHOTO
oOecrieyeHus ynpaBJIeHHs OpraHU3alue, CTAaHAAPTHI 10 YIPABICHUIO 1€T0BOM
JIOKYMEHTAI1EN;

- IOHSITUE «CUCTEMA yIIPABIEHUS IOKYMEHTaMU»;

- yHU(UIIMPOBAHHBIE B (PYHKITMOHAIBHBIE CUCTEMBI IOKYMEHTAIIUH.

Ymerb:

- BBIOMpaTh 2P HEeKTUBHBIC HHCTPYMEHTHI YIIPABJICHHS IOKYMEHTAMH;
- HCTIOJIH30BaTh YHU(UIIUPOBAHHBIE CUCTEMBI JJOKYMECHTAIIHH;

- opmupoBaTh GyHKIIMOHATBHBIE CUCTEMBI JOKYMECHTAIIHH.

Biaanern:
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- crnoco0aMu  NPUMEHEHUS  OCHOBHBIX  HMHCTPYMEHTOB  YIIpaBJICHHUS
JNOKYMEHTaMU;
- HHCTPYMEHTaMH HCIIOJIb30BaHUS YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH;
- MeToaMu (OpMUPOBAHUS (PYHKIMOHATBHBIX CUCTEM JTOKYMEHTAIUH.
[Io pucuumMHE NpPEeIyCMOTPEHA MPOMEXYTOYHAsl aTTecTaluss B (opme

9K3aMCHa.

OO6m1ast TPy 10€MKOCTh JUCIUTIIMHBI COCTABIISACT 3 3a4ETHBIC €IMHUITBI.



