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1. HEJIX OCBOEHUA JTUCHUTIINHBI

1.1|u3yderne 3aKOHOMEPHOCTEH JOKYMEHTOOOPa30BaHMS, TIPOIIecca CKIIAABIBAHNSA U Pa3BUTHS CHCTEM JOKYMEHTAINH; a TakKe
TEOPETUYECKUX U MPAKTUUECKUX IPOOIEM CO31aHUs JOKYMEHTHPOBAHHOM HHpOpMaLuK yupeskaeHUH 1000i
OpraHU3allMOHHO-TIPaBOBOH (HOPMBEI.

2. TPEBOBAHUA K PE3YJBbTATAM OCBOEHUA JUCITUIIJIMHBI

IIK-8:B1ageHneM HaBbIKAMH JOKYMEHTAJIBLHOT0 0¢opMJIeHHs PellleHUil B yPaBJeHHH oNlepaliiOHHOIi (IPOM3BOICTBEHHOIH)
JNeATeJIbHOCTH OPraHU3aluii MPH BHeAPEHUH TEXHOJOTHYEeCKHNX, MPOAYKTOBBIX HHHOBAIMI UM OPraHU3alMOHHbBIX H3MEHEeHHit

MK-20:B1ageHneM HABBIKAMH MOATOTOBKH OPraHU3ALUOHHBIX H PACHOPSANTEIbHBIX JOKYMEHTOB, HEOOX0IUMBIX JJISl CO3TaAHUS
HOBBIX NPEANPUHUMATEIbCKUX CTPYKTYP

B pe3ybTaTe 0CBOCHUS JUCHUILIHHDI 00Y4AIOLIMIiCS 10JIKeH

3HaTh:

- HOpMaTUBHbBIE U IPABOBBIE JOKYMEHTBI, HCIIOJIb3yEMbIE B YIIPABJICHUECKOW ICATEILHOCTH;

- IpaBHJIa COCTaBIICHNS! (UHAHCOBON OTYETHOCTH C YIETOM;

MpaBUIa JOKYMEHTAJIHHOTO O(OPMIICHHUS PEIICHHH B YIPaBICHUHU ONIEPAIMOHHON (IIPOU3BOACTBEHHOIT) I€ATEILHOCTH OpraHU3alui pu
BHE/IPEHHUHU TEXHOJIOTHYECKHX, TPOAYKTOBBIX MHHOBAILIUI MIIM OPTaHU3ALMOHHBIX H3MEHEHHUH;

- IIpaBUJIa NOATOTOBKH OPraHU3aIMOHHBIX U PACTIOPSANTEIbHBIX JOKYMEHTOB, HEOOXOIUMBIX JJISl CO31aHUS HOBBIX IPEANPHHUMATEIBCKUX

CTPYKTYP.

YMeTb:

- HaXOIUTh HEOOXOIMMbIE HOPMATHBHBIE U TIPABOBBIE JOKYMEHTHI, HCTIONb3YEeMBIE B YIIPABICHUECKOH AEATEIbHOCTH;

- COCTaBJISATH (PUHAHCOBOW OTYETHOCTH C YUETOM;

- IOKYMEHTaJIbHO 0)OPMILITE PENICHHUH B YIIPAaBISHUH ONEPallMOHHON (IIPOU3BOJICTBEHHON) IEATEIPHOCTH OPTaHU3aIMi IPH BHEAPSHUH
TEXHOJIOTHYECKHX, ITPOAYKTOBBIX HHHOBAIMH WIIM OPraHU3allMOHHBIX N3MEHEHU,

- IOATOTABJIMBATh OPTaHU3ALMOHHbIE M PACTIOPSAANTETbHBIE JOKYMEHTHI, HEOOXOANMBIX JUISl CO3/IaHMsI HOBBIX MPEANPUHAMATEIECKIX

CTPYKTYP.

Baanernb:

- HaBbIKaMU TIOMCKa U COCTaBJICHNUS HOPMaTHUBHBIX U MPABOBLIX JOKYMEHTOB, UCIOJIb3YEMbIE B YIIPABIEHYECKONH JESTEIbHOCTH;

- HaBBIKAMH COCTaBJIEHHS (PMHAHCOBOW OTUYETHOCTH C YIETOM;

- HaBbIKaMU O0(OPMJIICHHS PELICHUH B yIIPABICHUH ONIEPAIMOHHO (IIPOU3BOACTBEHHO) IEATEILHOCTH OPTaHU3alUi IPH BHEAP CHUH
TEXHOJIOTHYECKUX, TPOYKTOBBIX HHHOBALUI WIIN OPTaHN3alIMOHHBIX N3MEHEHUN

- HaBBIKaMH MOJIrOTOBKH OPTaHU3al[HOHHBIX M PACIOPSIIUTEIbHBIX TOKYMEHTOB, HEOOXOJUMBIX IS CO3JJaHUSI HOBBIX MPEANPHUHUMATEIBCKHX

CTPYKTYP.

3. CTPYKTYPA U COJAEP KAHUE JTUCHUIIJINHBI

Kox HaumenoBaHue pa3iesioB U TeM /BU 3aHATHUSI/ Cemectp / | HacoB | Komneten- | Jlutepatypa
3aHATHS Kvbe 107071

Paznen 1. Knaccudukanus ynpabijieH4eCKOil JOKyMeHTAMT

1.1 Tema 1.1. Cucrema TOKYMEHTAI[MOHHOTO 00ECTICYCHUS 4 4 ITK-8 TIK-20 | JI1.1J12.1 J12.2
yIIpaBJICHHS
Mp/

1.2 Tema 1.1. Cucrema 1OKyMEHTAILIMOHHOTO 00ecTIeYeHus 4 2 ITK-8 TIK-20 | JI1.1J12.1 J12.2
yIIpaBJICHHS
IMoaroToBka K MpaKTHYECKUM 3aHATHAM 110 Teme 1.1 /Cp/

1.3 Tema 1.2. Odopmnenue ynpasieHueckol foxymeHTauu /IIp/ 4 4 MK-8 I1K-20 [ JI1.1J12.1 J12.2

1.4 Tema 1.2. OdopmieHne ynpaBieHIeCKON JOKyMEHTAUN 4 6 ITK-8 TIK-20 | JI1.1J12.1 J12.2
[MonroToBka K nmpakTHYeCKUM 3aHATUAM 110 Teme 1.2. /Cp/

1.5 Tema 1.3. IIpuHIMIIB OpraHU3aUK A0KyMeHToobopoTa /TIp/ 4 4 MK-8 I1K-20 [ JI1.1J12.1 J12.2

1.6 Tewma 1.3. [IpuHIMIIBI OpraHU3alry JOKYMEHTOO00pOTa 4 2 MK-8 IMK-20 [ JI1.1J12.1 J12.2
[MoxroToBka Kk nmpakTHYecKuM 3aHsATusAM 110 Teme 1.3. /Cp/

1.7 Tewma 1.4. Opranu3anioOHHO-PACTIOPSIIUTENbHAS JOKYMEHTAIIHS 4 4 ITK-8 TIK-20 | JI1.1J12.1 J12.2
(OPJI)
Mp/

1.8 Tema 1.4. Opranu3alliOHHO-PACIOPAAUTENbHAS JOKYMEHTALUL 4 4 ITK-8 TIK-20 | JI1.1J12.1 JI2.2
(OPJI)

[TonroroBka Kk npakTudeckuM 3aHsaTusM 1o teme 1.4. /Cp/




1.9 Tema 1.5. JlokymeHTaI|s 110 JCHEKHBIM U (PHAHCOBO- 4 4 TIK-8 TIK-20 | JI1.1J12.1 J12.2
pacYeTHBIM OTePAITUSIM
Mp/

1.10 Tema 1.5. JlokyMeHTalUs 110 JEHEKHBIM ¥ (PUHAHCOBO- 4 4 ITK-8 TIK-20 | JI1.1J12.1 J12.2
pacYeTHBIM OTEPAITHSIM
[TonroroBka K nmpakTHYeCKUM 3aHATHAM 110 Teme 1.5 /Cp/

111 Tema 1.6 JlokyMeHTaIUs 10 KOMMEPYECKOH JIeSTeIbHOCTH 4 4 TK-8 T1K-20 | JI1.1J12.1 J12.2
TPEATPUSITUS
Mp/

1.12 Tema 1.6 lokyMeHTaIUs 10 KOMMEPYECKOH JeSITeIbHOCTH 4 4 TK-8 T1K-20 | JI1.1J12.1 J12.2
MPEATPHUSITUS

[TonroToBka K MpakTHYECKUM 3aHATHAM 110 Teme 1.6 /Cp/

Paznen 2. TexnoJiorusi paGoThl ¢ AOKYMEeHTAMH Ha NPeINpUI TR

2.1 Tewma 2.1. Opranusanus aenornpoussoactea /TIp/ 4 4 TK-8 T1K-20 | JI1.1J12.1 J12.2

2.2 Tema 2.1. Opranuzanus 1eJI0IPOU3BOJICTBA 4 6 TK-8 TIK-20 [ JI1.1J12.1 JI2.2
IToaroToBka K MpakTHYECKUM 3aHITUAM 110 Teme 2.1. /Cp/

2.3 Tema 2.2. ApxuBHOe XpaHeHHEe TOKyMeHTOB. /TIp/ 4 2 TIK-8 T1K-20 | JI1.1J12.1 J12.2

2.4 Tema 2.2. ApxuBHOE XpaHEHHE JOKYMEHTOB. 4 6 IK-8 TIK-20 [ JI1.1J12.1 JI2.2
IToaroToBKa K MpakTHYECKUM 3aHITUAM 110 Teme 2.2. /Cp/

25 Tewma 2.3. KommnbroTepusanus aenonpoussozctsa /I1p/ 4 2 TIK-8 T1K-20 | JI1.1J12.1 J12.2

2.6 Tewma 2.3. KoMmbroTepusalys AeI0MPOU3BOICTBA 4 6 TIK-8 T1K-20 | JI1.1J12.1 J12.2

Pabota ¢ nuteparypoii no reme. /Cp/

4. ®OHJ OHEHOYHBIX CPEJICTB

CtpyKTypa u cojepkanue (oHIa OLEHOYHBIX CPEACTB VIS MPOBEICHNUS TEKYIIeH 1 IIPOMEKYTOYHOH aTTeCTalliy NIPEACTABICHBI B
IMpunoxenuu 1 x paboueil mporpamMMe JUCHUIIIMHBL.

5. YYHEBHO-METOJMYECKOE U THOPOPMAIIMOHHOE OBECHHEYEHUE JUCIHUITIINHBI

5.1. OcnoBHas 1uTEpPaTYypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, rox Konuu-Bo
JI1.1 |AngpeeBa, Banentuna |[lenonpoun3BoacTBo: opranusaius u Benenue: yued. [M.: KHOPVYC, 2013 10
HBanoBHa -TIPaKT. mocooue

5.2. lonoiHUTE IbHAS JINTEPATyPa

ABTOpBI, COCTABUTEIH 3arnaBue W3parenscTBO, TOA Komnunu-Bo
JI2.1 |Ky3HenoB JIOKyMEHTAIHOHHOE 00CCIIeUeHIE YITPABICHUS U M.: FOpaiir, 2010 0
JIETIONPOU3BOACTBO: yuel. st BBICII. U CPEJL. CIELL.
3aBEACHUN
JI2.2  |Kysuenos U. H. Jlenonpou3BoCTBO: yueOHOE OCobHe Mocksa: Jlamkos u K°, 2020/ http://biblioclub.ru/index.
php?

page=book&id=572967
HGOFp&HIA'—[CHHbIﬁ ﬂOCTyl’l
JUIS 3apETUCTPUPOBAHHBIX
MoJIb30BaTeNeH

5.3 IIpodeccuonanbHbie 6a3bl AAHHBIX U HHGOPMALMOHHBbIE CIPABOYHbIE CHCTEMbI

http://ek-lit/agava.ru  — wHa caiitTe pa3MmelleHbl CCBUIKH Ha BeO-CTPAHHIBI COAEPXKAIINE HHPOPMAIIMIO IO SKOHOMHUKE
YIPABJIEHHIO HA NPEANPUATHUSX, TIEPEXOAHON SIKOHOMUKE U T.II.

http://eup.ru — pasmernena 6ecruiatHas 3JeKTpoHHast OnbIMoTeKa (MOHOTpa(UH, TUCCEPTAINH, KHUTH, CTATHH, EJIOBBIC HOBOCTH, KOHCIIEKTHI
JeKnuit, pedepatsl, yaeOHuKH). TeMaTHKa:, )KOHOMHUUYECKHH aHaIM3, 3KOHOMHKA, SKOHOMHKA MaJIoro Ou3Heca, MEHEDKMEHT, MApKETHHT U
T.I.

www.gks.ru —caiit I'ockomcrara Poccum.

www.rbc.ru — caiir I/IH(bOpMaHI/IOHHOFO areHTCcTBa «POCOM3HECKOHCAITHHTY.

http://www.aup.ru/economics — DxoHoMHYeCKast CTPAHULA AIMUHUCTPATHBHO-YIIPABICHIECKOrOMOPTalId, HA KOTOPOH HOMEIEHBI TEKCThI
Y4eOHHKOB U SKOHOMHUYECKHX CTaTeH.

http://fecsocman.edu.ru — penepanpubiii 06pazoBaTeabHbIN mopTan «IkoHoMuUKA. Corronorus. MeHeHKMEHT» Ha KOTOPOM HMEIOTCS
MaTrepHalibl SKOHOMUYECKOTO COJICPIKAHHUSL.




http://www.gaudeamus.omskcity.com/ - snekrponnsie 6ubaunoreku Poccuu

5.4. IlepeyeHb MPOrpaMMHOro odecreveHust

Microsoft Office
5.5. yqeﬁHO-MeTOle/I‘leCKl/le MaTepuaJabl AJd CTYACHTOB ¢ OrpPaHUYC€HHBIMHA BO3MOKHOCTAMM 310POBbHA

Ilprr HEOOXOAUMOCTH MO 3asBICHHIO OOYYArOMIErOCs C OIPAHMYCHHBIMHA BO3MOJKHOCTSIMH 3J0POBbsSI Y4EOHO-METOANYCCKHE MaTepHalIbl
MPEIOCTABISIIOTCS B popMax, alanTHPOBAHHBIX K OTPAHHYCHUSIM 37I0POBbS U BOCTIPUATHS HHPOpMAIWK. J[JIs NIl ¢ HAPYILICHUSIMH 3PCHUS: B
¢dopme aynnodaiina; B nmeyarHoi Gopme yBenrueHHbIM mpudToM. JIJis UL ¢ HAPYIICHUSAMH CiiyXa: B (popMe DIIEKTPOHHOTO IOKYMEHTA; B
neyatHo# (opme. st U] ¢ HAPYIICHUSIMU OTIOPHO-IBUTATENBLHOTO amnmnapara: B GopMe 3JeKTPOHHOTO JJOKYMEHTa; B IEUYaTHOH opMe.

6. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JUCITUITJIMHBI (MOY JIS1)

[Tomemnenus aA7st NpOBEAECHHUS BCEX BUIOB PabOT, MPEAYCMOTPEHHBIX y4EOHBIM IIIAHOM, YKOMILIEKTOBaHBI HEOOXOIMMOM
CIENMANN3UPOBAHHON yueOHOW MeOeIbIo M TEXHUYECKUMHU cpeacTBaMu 00y4yeHus. J{ist mpoBeieHust JIeKIMOHHBIX 3aHATHH UCTIONB3YeTCs
JIEMOHCTPaLMOHHOE 000pyIOBaHHUE.

7. METOAUYECKHUE YKA3ZAHUSA JJIS1 OBYYAIOIAXCSA 11O OCBOEHUIO JUCHUTIIJIMHBI (MOY JIST)

Meroaudeckue yka3aHHs 110 OCBOSHHIO TUCIUILIMHBI IIpeCTaBIeHb! B [IpuiokeHnu 2 K pabouei mporpaMMe AUCIUTUIHHEL




®OH/I OHEHOYHbBIX CPEJACTB
1 Onucanue noka3areseid M KpUTepUeB OLIEHUBAHUS KOMIIETEHIMI HA Pa3IMYHBIX 3Tanax
UX (pOpMHUPOBaHUS, ONIMCAHUE IIKAJ OLlEHHBAHUS

1.1 Tloka3arenu U KpUTEPHUH OICHUBAHUS KOMITCTCHIIHN:

ITpunoxxenue 1

3VH, cocrapusromniie
KOMIIETEHITUIO

Ilokazarenu OLICHHNBAHUA

Kpurepuu
OIICHUBAHUS

CpencrtBa
OLICHUBAHU

[1K-20: BnageHremM HaBbIKaMH MMOJTOTOBKH OPTaHU3ALMOHHBIX U PACTIOPSIUTEIHHBIX

JOKYMEHTOB, HEOOXOAMMBIX JJIS1 CO3/JaHMsI HOBBIX PEANPUHUMATEIBCKUX CTPYKTYP

3 - HOpMaTUBHBIE U
IPaBOBBIC JIOKYMEHTHI,
UCTIOJIb3yeMbIC B
yIIPaBICHYECKOM
JeATENILHOCTH;

- [IpaBUJIa COCTABJICHUS
(buHAHCOBOW OTYETHOCTH
C YYETOM;

OCYILIECTBIICHUE ITOUCKA
u cbopa HeoOXOoAUMOM
JTUTEPATYPHI,
WCIIOJIb30BAHUE
pa3nuyYHbIX 0a3 JaHHBIX,
COBPEMEHHBIX
HH(POPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUN U
r100aJIbHBIX
MH(OPMALIMOHHBIX
pecypcoB, B TOM YHCIIE
MPaBOBbBIX 0a3 JaHHBIX,
JAIOIINX BO3MOKHOCTh
pPaccMoOTpeTh
oO1enpu3HaHHbIe
MIPUHIIUITBI H HOPMBI;

COOTBETCTBUE
npobieme
UCCJIEI0BAHMS;
MIOJIHOTA U
COZIEpKATEIbHOCTD
OTBETAa; YMEHHE
MPUBOAUTH PUMEPHI;
YMEHHE OTCTauBaTh
CBOIO MTO3UILIHIO;
YMEHHME I10JIb30BaThCS
JTIOTIOJIHUTEIbHOM
JUTEPaTypou Npu
MOATOTOBKE K
3aHATHUAM;
COOTBETCTBUE
MPEJCTAaBICHHON B
OTBeTax MHpOpMaLUn
MaTepuagam JeKIUU
U yueOHOU
JUTEPaTyphl,
CBEICHMSIM U3
WH(pOPMaITMOHHBIX
pecypcoB HTEpHET

B3 — Bonpockl k
3a4yery

YV - HaxomuTh
HE00XO0IuMblIe
HOpPMAaTHUBHBIEC U
IPaBOBBIE IOKYMEHTHI,
HCIIOJIb3YEMBIE B
YIIPABJIIEHYECKOU
JeSITEIbHOCTH;

- COCTaBIIATh
(uHAHCOBON OTYETHOCTH
C YUETOM;

BBISIBJICHHE MTPOOJIEMBI,
aHaJIi3 ¥ UCIIOJIb30BaHUE
Pa3TUYHBIX UCTOYHUKOB
nHbopManuu As
HCIIOJIb30BAHUS B CBOCH
npodeccroHanbHOM
NESATSIILHOCTH HOPM 1
aKTOB MPABOBOTO
MTOJI0KEH U,

yMEHUE TTPUBOJAUTH
MIPUMEPBL; YMEHUE
OTCTauBaTh CBOIO
MO3ULINI0; YMEHUE
MOJIH30BATHCS
JIOITOJTHUTEIIbHOU
JUTEPATYpOH Npur
MOATOTOBKE K
3aHATHUSM;
COOTBETCTBHUE
MPEJICTaBICHHON B
0TBeTax MHPOpMAIUN
MaTrepuaiam JICKITUu
U yueOHOU
JTUTEPaTypHI,
CBEJICHUSIM U3
WH(pOPMAITMOHHBIX

B3 — Bonpocel k
3ayery




pecypcoB UHTEpHET

B naBbikamu noucka u
COCTaBJICHUS
HOPMAaTUBHBIX u
MIPaBOBBIX

JIOKYMEHTOB,
UCIIOJIb3yEeMbIE B
YIpaBJICHUYECKON
JeATEIbHOCTH
HaBbIKAMHU COCTaBJICHUS
(UHAHCOBOW OTYETHOCTH
C y4eToM

BBITTIOJTHEHHUE 3aJJaHUM,
pellIeHEe TOCTaBICHHBIX
3aJ1a4 B COOTBETCTBHUE C
npoOeMoit
HCCIIEIOBAHUS, HOPMaMH
U aKTaMH MPaBOBOIO
MOJIOKEHHS;

CIIOCOOHOCTH
OILICHUBATh JICHCTBUS
(6e3nericTBUN)
CcyOBEKTOB
3eMEJILHOTO ITPaBa, a
TaKkxke PU3HMIECKUX U
FOPUINICCKUX JIHII
rocyJapcTBa, B
COOTBETCTBHUHU C
oOnIenpU3HaHHBIMU
HNPUHIUTIAMA U
HOpPMAaMH;

B3 — Bompock! k
3a4ery

[1K-8: B1ageHreM HaBBIKAMU TOKYMEHTAILHOTO O(POPMIICHHS PELICHUN B YIIPABICHUN

OTIEPAIMOHHOM (TIPOM3BOJICTBEHHOM ) AEATEIHLHOCTH OPraHU3aIluii IPU BHEAPECHUU

TCXHOJIOTHYCCKUX, IPOAYKTOBBIX I/IHHOBaIII/If/'I HJIM OpTraHrU3allMOHHBIX N3MCHECHHH

3 mpaBumia OpraHu3anus HOCIIeJOBaTENbHAS, B3 — Bompocs! k
IMOATOTOBKH uHpopmanuu B sICHasA, KpaTkasi, 3a4eTy
OPraHU3alMOHHBIX U HPE3CHTALINIO, XOpoLIo

OpraHM30BaHHAs
PacIopsANTENbHBIX

npesenTanus. Jlerko

OKYMECHTOB
JIOKYM ’ yCICIUTD 32
HEOOXOIMMBIX TSI KITIOUEBBIMU
CO3JIaHUsI HOBBIX MOMEHTaAMH
e IIPHHAMATEIHCKUAX HPE3CHTALIUH.
CTPYKTYP
Y JTOKYMEHTAJIBHO | UCTIOJIb30BAHUE COOTBETCTBHUE B3 — Bompocs! k
Oq)OpMJ'IﬂTI) pemeHHf/’I B PA3JIMYHBIX IPABOBBIX Hp06ﬂeMe 3a4eTy
yTIpaBIeHIH 0a3 IaHHBIX, UCCIIC/IOBAHMS
. UCIIOJIb30BAHUE MOJHOTA U
OTIepaIIMOHHOM
. COBPEMEHHBIX COZIEPXKATEITBHOCTD
MPOU3BOJICTBEHHOI
(MpOK3BOAICTEEHHOM) UH(POPMAIIMOHHO- OTBETa; yMEHHE
ACATCIBHOCTH KOMMYHHUKAITHOHHBIX NPUBOJHUTH TIPHMEPHI;
OpraHH3alui IpH TEXHOJIOTHI U YMCHHE IOJIb30BATHCA
BHEIPCHUH rI00aTbHBIX JIOTIOJTHUTEITbHOM
TEXHONOTHYECKHX, UH()OPMAIIMOHHBIX JIUTEPATypOii TIPH
[POJIYKTOBBIX pecypcos; MOJITOTOBKE K
. 3aHSITHSIM;

WHHOBAIIAHN I

COOTBETCTBUE
OpraHU3alMOHHBIX [IPE/ICTABIICHHO B
U3MEHEHUN

oTBeTax MHpopMauu
MaTepuasgam JeKIUU
U yueOHOU
JTUTEPaTyphl,
CBEICHMSIM U3
MH(OPMaLMOHHBIX
pecypcoB HTEpHET




B HaBBIKaMH | BBICTYILJICHHUE MEPE]T VYBepeHHo BrIcTymaer, | B3 — Bonpocs! k
JIOTUYECKOTO ayTUTOpUEH U repenaya | yAepKUBaeT 3aueTy
MBILUICHHUS, CBOCH TOUKH 3pEHUS B BHUMaHUe
MO3BOJISIOIIIUMH cdepe mpaBoOBBIX ayJUTOPUH,
ObIcTpee W  yCIHelIHee | OTHOUICHUH APYrum bopmynupyer u
OpPUEHTUPOBATHCS B | IIOJISIM; JIOHOCHT J10
JIEIIOBOM ayTUTOpUU
po(hecCuOHATEHOM COOCTBEHHYIO
0OIIIeHNH. MO3UIIHIO B chepe

MIPABOBBIX

OTHOIICHUH.

1.2 IIIxajsl OLICHUBAHUS:

Texymmii KOHTPOJIb YCIIEBAEMOCTH M IMPOMEKYTOUHAS aTTECTAIMs OCYLIECTBISECTCS B
paMKax HaKOMUTEIbHOU OaTbHO-PEUTHHIOBOM cucTeMbl B 100-0aiibHOM 1IKae:

84-100 GaysioB (OIIEHKA «OTIHYHOY)

67-83 6aToB (OLIEHKA «XOPOIIO»)

50-66 6amIoB (OIIEHKA «YIOBIETBOPUTEIHLHO)

0-49 6anoB (olIeHKa «HEYOBIETBOPUTEIHLHO).

2 TunoBble KOHTPOJIbHBbIE 33IaHUSI MJIM HHbIe MATepHAJIbl, He00X0AMMBbIe JIsl OLEeHKH
3HAHWH, YMEHUIl, HABBLIKOB M (MJIHM) ONbITA JAeATEJbHOCTH, XapaKTePHU3YIIIUX 3TANbI
(opMupoBanusi KoMIeTeHIIMA B Mpolecce 0CBOCHUN 00pa30BaTeIbLHOI MPOrPaMMBbl

Bomnpocsl k 3a4ery

1. [TonsiTue, CylIHOCTh U 3HaYEHHE JEIONPOU3BOJICTBA B KOMMEPUYECKON JESATENbHOCTH
IIPEIITPUITHS

2. HopmaTuBHO-MeTO1MueCKas 6a3a J1eJI0MPOU3BOJICTBA — TOHATHE, CTPYKTYpPa, COCTABIISIOLIME.
3. JIOKyMEHTHpPOBAaHUE U CUCTEMBI JOKYMEHTUPOBAHUS.

4. FOpuaunueckas cuia TOKyMEHTa — IMOHSTHE, 3HAU€HUE, 0COOEHHOCTH 00eCIeUeHNs.

5. JIoKyMeHTBI — OHATHE, (PYHKLNHU, KIacCUDUKAIIIH.

6. JlenoBble TOKYMEHTHI — ITOHATHE, KJIacCU(UKALIUU, HA3HAYECHHUE.

7. JJokyMeHTbI, UX (PYHKIIUH; CUCTEMbI JOKYMEHTALIUH.

8. CucteMbl JOKYMEHTAIH — IIOHATHE, CYIIHOCTh, Ha3HaYeHHE. Y HU(PUIIMPOBAHHBIE CUCTEMBI
JIOKYMEHTaI1H.

9. Cocras neiicTByronmx B Poccun yHHDUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH.

10. JlokyMeHTOO0OpOT — OHATHE, CYIIHOCTh, MECTO B CUCTEME JIETIONPOU3BO/ICTBA.

11. JlokyMeHTOO0OpOT — MOHATHE, CTPYKTYpa, PEryIUpPOBaHHE.

12. JIOKyMEHTOIIOTOK — MOHATHE, CTPYKTYpa, HA3HAYEHUE.

13. Tunosas cxema ABHXKEHUS JOKYMEHTA HA MPEIIPUATHH.

14. Cnyx6a IOY Ha KOMMEpUYECKOM NMPEANPUITUN — MOHATHE, 0COOEHHOCTH OpraHU3alluHy,
OCHOBHBIE (DYHKITUH.

15. Crumictudeckre ohOpMIIEHUS 1€T0BBIX TOKYMEHTOB.

16. OcHOBHBIE TPeOOBaHUS K €JIOBBIM JOKYMEHTaM.

17. Tpadapers! 1 6J1aHKH - MIOHATHE, HA3HAYCHUE, KJIacCU(PUKAIINH.

18. TloHsiTHE PEKBU3UTOB, UX Ha3HAUEHUE, KIacCU(UKAIIUU.

19. CocraB pekBH3UTOB JeNI0OBOT0 JoKymeHTa coriacHo 'OCT P 6.30-97.

20. YTBepxkaeHNE TOKYMEHTOB — OHATHE, CYITHOCTh. JIOKYMEHTBI MOJIekKAIIUE U HE




MOoJJIeKaIINe YTBEPKICHHUIO.

21. Perucrpanusi IeTOBBIX JOKYMEHTOB — IOHSITHE, CYIITHOCTh, OPSA0K OOPMIICHHS.
JIOKyMEHTBI MOIJIKAIIUE U HE TTOITICKAITUE PETHCTPAIIHH.

22. JlenoBbIe TOKYMEHTHI JIMYHOTO XapaKTepa (JTUYHbBIE 3asBICHUS, aBTOOHOTrpadus, pe3rome).
[TonsiTre, TOPSIOK COCTABJICHUS U OPOPMIICHUS.

23. JlenoBble TOKYMEHTBI JIMYHOTO XapaKTepa (I0BEpEHHOCTb, PaclKCcKa, XapaKTepUCTHKA,
pEeKOMEeH1alus, XapaKkTepucTuka-pekomenaanus). [lousitue, mopsiiok COCTaBICHUS U
odopmIIeHHUS.

24. JlenoBble MHCbMa — MOHATHE, CYIIHOCTh, BU/bI, PEKBU3UTHIL.

25. Tenerpammsl U Tene(OHOTPAMMEBI — MTOHSITHE, CYITHOCTh, BUIBI, PEKBU3UTHL.

26. UapopManimoHHO-CIIpaBOYHAs JOKYMEHTAIIUS — MTOHSITHE, OCHOBHBIC BHJIbI JOKYMEHTOB U
npaBmia uX 0OPMIICHHSL.

27. Ilpukassl — MOHSATHUE, CYIIIHOCTh, BUJIbI, PEKBU3HUTHI. [IpaBuia cocraBiieHus U opopMIICHUS.
28. IIpoTOKOJIBI — MOHSATHE, CYIHOCTD, BUBI, peKBU3UTHL. [IpaBuiia coctaBieHus u
odopMITCHHUS.

29. CipaBKH — MOHATHE, CYLTHOCTb, BUbI, peKBU3UTHI. [IpaBuia coctaBneHus 1 ohopmieHus.
30. JJoxnanusie, ciyxeOHbIe, 00bICHUTENbHBIC U MOSCHUTENbHBIEC 3aHCKU — IOHSTHE,
CYIITHOCTb, BUJBI, peKBU3UTHI. [IpaBmiia coctaBieHust U ohopMIICHUSI.

Kpurepun onenku:

oIleHKa «OoTIUIHO» (84-100 6ayuI0B) BRICTABISETCS O0YUYAIOMIEMYCs, €CIIH OH TIEPEUYHCIIET BCE
CYIIECTBEHHBIC XapaKTEPUCTUKU 0003HAYEHHOT'O B BOIPOCE MPEIMETa U BO3MOYKHBIC BAPHAHTBI

JAIIbHENIIIETO pa3BUTHSI PEILIEHUs TPOOIJIEMBI, €CITH 3TO BO3MOXHO;

olleHKa «xopomo» (67-83) OamnoB), ecinu CTYIAEHT pacKpbul TOJBKO 4YacTh OCHOBHBIX
MOJIO)KEHUH BOMpOCa, MPOJEMOHCTPUPOBAT HETOYHOCTh B MPEACTABICHUSAX O MpeaMere

BOIIpOCa;

OIIEHKA «yJIOBIETBOPUTENHHOY (50-66), eciu CTyIeHT 0003HAYMJI OOIIYI0 TPAeKTOPHIO OTBETA,

HO HC CMOT" KOHKPETHU3UPOBATH OCHOBHBIC KOMIIOHCHTBI;

OIlCHKa «HEyIoBJIeTBOpUTENbHO» (0-49), ecnu CTyneHT HE MPOJAEMOHCTPUPOBAT 3HAHUU

OCHOBHBIX TIOHSITUH, IPE/ICTABIICHUN 00 U3yuaeMOM TpEAMETE.
3ananus AJs1 KOHTPOJIbHBIX padoT

B naHHOI yacTu npuBeaeHs! 3a7jaHus AJ1s cocTaBieHHs (0pOpMIIeHHNS) TUTTOBBIX
JIEJIOBBIX (YIPaBJIEHYECKUX) TOKYMEHTOB JIJISl IPOMEXKYTOYHOTO KOHTPOJIS

JIOKyMEHTBI Clle[lyeT BBIOIHATH Ha TUcTax Gopmata A 4, ¢ cobmtogeHrneM TpeOoBaHuM

I'OCTor u YC/I.

HabGop BapuaHTOB 3aaHMii TSI CTICIIUATBHOCTH, aKaIEMUYECKOM TPYIIIBI WIH
KOHKPETHBIX CTYJEHTOB OINpPEIEIISIETCS NPErnogaBaTeseM.
CocTaBUTH CIIEIYIONTNE JOKYMEHTHI JIAYHOTO XapaKTepa
1. JIngaOE 3asIBIICHHE
2. ABrobuorpadus
3. Pestome
4. JloBepeHHOCTh JIMUHOTO XapaKTepa



5. Pacnincka

6. Xapakrepucrtuka (Pexomenganus; XapakTepucTuKa-peKOMeHIa1us)
CocTaBUTh TOKYMEHTHI 10 OOIIUM U aIMUHUCTPATUBHBIM BOIIPOCAM
* MUCHMO-TIPUTJIAIICHHUE

* MMChbMO-HAIIOMHUHAHUE

* MUCHbMO-U3BELICHHE

* MUCHMO-TIPENIOKEHHE

* UTH(QOPMAIIOHHOE W/WUJIH PEeKIIaMHOE TUCHMO

* COIIPOBOAUTEIBHOE MTUCHMO.

CocTaBUThH 1€T0BOE MHUCHMO

* MUCHbMO-KOMMEPUECKOE MPEII0KEHNE

* HHQOPMAIIMOHHO-PEKIAMHOE TTUCHMO

* COIPOBOJIUTENILHOE TUCEMO



IIpuaoxenne 2

METOAUYECKHUE YKA3AHMUA 11O OCBOEHHUIO JUCHUITVIMHbI

«/lokyMeHT0000pOT B ypaBJIeHHH»

Conepxxanue y4eOHOW MPOTrpaMMBbl JUCHUIUIMHBI «J{eT0NpOM3BOICTBO B YIPABICHUN
peayin3yroTcs MOCPENCTBOM JIEKIIMOHHBIX, CEMUHAPCKUX 3aHATUNH U CAMOCTOATEIbHOW padOThI
CTyeHTOB. PexomeHJyemble BUABI JIEKUUH: TpaJMLMOHHAs, JeKuus - Oecena, JEKUUA C
pa300pOM KOHKPETHBIX CHUTYaIUH.

PexomeHnnyemple  MeTOIbl  OOy4EHHUS:  CUTYAallMOHHBIM  aHalW3, HMUTALlUOHHBIE
YIpaXXHEHMUS], IEJI0Basi UTPa, KOHCYJIbTALU.

PexomeHyemble BU/IBI CaMOCTOATENBHBIX pPabOT: KOHCIEKTHpPOBaHUE, pedepupoBaHue,
COCTaBJICHHE OMNOPHBIX CXEeM, MpPOopaboTKa TECTOBBIX 3aJaHUN, (POPMYJIHPOBAHHE BOMIPOCOB K
00CYX/IEHUIO. PexomeHnyembple METOABI TEKYIIETO KOHTPOJS 3HAHUH OOydaroLIMXCs:
KOHTpOJIbHAsl pab0oTa, TECTUPOBAHUE.

KoHnTponb 3HaHUN NPOBOAMUTCS BO BpEeMs INPOMEXKYTOUHOM aTTeCTallMU (3aueT) - B BUIE
YCTHBIX OTBETOB CTY/IEHTOB Ha BOIIPOCHI U PEIICHUS 3a]Ia4H.

B nendx akTMBU3aUuU YCBOCHMsI 3HAHWN, YMEHUI W HAaBBIKOB M IOBBIIICHHUS KadecTBa
00pa3oBaTENBHOTO MPOLEcca MPUMEHSIOTCS aKTUBHBIE MeTObI. [Ipy n3ydeHnu qaHHOM yaeOHOH
JUCLIMILIMHBI HCIIOJIB3YOTCS:

CuryannonHnslii ananu3. KoHkpeTHas cutTyarusi — Jito00oe COObITHE, KOTOPOE COJECPKHUT B
ce0e MPOTHUBOpPEUUE WIN BCTYNAeT B MPOTHUBOPEUUE C OKpysKarouled cpenoil. Curyauun Moryt
HECTH B ce0e KaK MO3UTHUBHBIN, TaK U OTpULIATENIbHBIN ONBIT. Bee cuTyanuu aensarcs Ha IpoCThIe,
KPUTHYECKHE U DKCTPEMAJIBHBIE.

[Ipe3eHTanuss Ha OCHOBE COBPEMEHHBIX MYJIbTUMEAUNHBIX cpeAcTB. IIpe3eHranms —
3¢ deKTUBHBIN crioco0 JoHECeHUs: HHPOpMAallUY, HATJISATHO MPEJICTABUTh COJIepyKaHHe, BBIJICIUTh
U TPOWLIIOCTPUPOBATh COOOLIEHHE W €ro cojaepxkarenbHble (yHKIuU. WHauBuayanbHbIE
TEMaTUYECKHE 3a/laHNsl NHTEPAKTUBHOTO IJIaHa.

[loneBble wuccleOBaHMS MapKETHMHIOBOE HCCJIEIOBaHUE, CHEelU(pHKa KOTOpOro B
HETMOCPEJCTBEHHOM U BCECTOPOHHEM H3YYEHUH MAapKETHHIOBOIO OOBEKTa MCCIEOBAHUS B
peasIbHbIX PBIHOYHBIX ycnoBHsX. [lojeBoe uccienoBaHue 3akirodaeTcs B cOOpe MepBUYHOM
uHpOpMallMY, ONEpPaTUBHBIX JaHHBIX 00 YCIOBUSAX NpPOAaX KOHKPETHOIO ToBapa Ha
OTpEeICIEHHOM DPBIHKE, a TaKK€ O peaklUu MOKyHaTellel Ha IMpeajiaraeMble U3eiaus U 00 ux
OTHOWIEHMH K QupMaM-nipousBoauTensaM. [lepBuuHyl0 HMHPOpPMALUIO COOMpAIOT IMyTeM
HaO/oleHnH, O00CIeOBaHUN, SKCIEPUMEHTOB, MPOBOAMMBIX CIEUUAIBHO JJIsi PpEIICHUS
KOHKPETHOW MapKEeTUHTOBON MPOOIEeMBI.



	2022-2023_38_03_02_01-19-4-МЕН_plx_Документооборот в управлении
	Приложение 1 Документооборот в управлении
	Приложение 2 Документооборот в управлении

