





PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JOKYMEHTHUPOBAHUE MHHOBAITMOHHON JEATE/IBHOCTU

Paspensl paboyeii mporpaMmsI

1. HEJIN OCBOEHUSA JNCHUITIINMHBI

2. MECTO INCLHUIIIIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI

4. ®OPMbBI KOHTPOJIA OCBOEHUMA ANUCLIUITIMHBI

5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

IICK-2.2 — crnocoOHOCTh TJIAHUPOBATh U JAOKYMEHTa/JbHO O(QOPM/ISTH TIPUPOAOOXPAHHYIO [1eTeIbHOCTh
OpraHu3aluun

DOpMHUPOBaHHIO KOMITETEHI[UH CITY>KUT JOCTKEHUE CJIeIyIOLIUX Pe3y/IbTaToB 00pa30BaHus:

IICK-2.2

3HAHUS:

CoBpeMeHHBIX METO/IOB T/IAHUPOBAHKS TIPUPO/[00XPAHHOM JIesITe/TbHOCTH TPeIPUSATHS U 0COOEHHOCTU
UX TIPUMEHEHUS;

YMeHus:

[1naHupoBaTh U JOKYMEHTaIBHO 0GOPMIISITE TIPUPOA00XPAaHHYO0 JesiTeTbHOCTh OPraHU3al[iK C yUeToM
COBpPEMEHHOT0 yPOBHS LU POBU3aLIH;

HaBbIKU:

ITnaHupoBaHUsS W TOKYMEHTA/TLHOTO O(OPM/IeHUs TIPUPOAOOXPAHHON JesTeTbHOCTH OpraHu3aliy C

yueToOM COBPEMEHHOT'O YPOBHSA L[I/I(i)pOBI/BaL[I/II/I.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

Iuctunmuaa JOKYMEHTUPOBAHUE MHHOBAIIMOHHOM JEATE/IBHOCTMU sBnsercs
TUCLIMTUTUHON YacTH, (popMHUpyeMoii yuaCTHUKAMH 00pa3oBaTe/IbHBIX OTHOILIEHUH 6;10Ka 1, mporpaMmbl
noAroToBku 1o Harpaenenuto 20.04.01 TexHocgepHas 6ezonacHocmb.

CogepxaHue [UCLMIUIMHBL SB/ISETCA JIOTUYeCKUM Tpogo/vkeHneM gucuuiuvivH: YIIPAB/JIEHUE
ITPOEKTAMMN.

[pesBapuTeTbHLIE KOMITETEHI[H, COPMHUPOBAHHBIE Y 00yUarOILerocs /10 Hauasia U3yueHus TUCLIATUTAHBL:

¢ OIIK-3 — cnocobeH npeCTaB/IAThL UTOTH MPodeCcCUOHATBHOMN /1eATeTbHOCTU B 00/1aCTU TeXHOCHepHOH
0e30MacHOCTH B B/l OTUETOB, pedepaToB, CTaTeld, 3asiBOK Ha BbIIauy TIOTEHTOB, 0)OPMIIEHHBIX B
COOTBETCTBUH C TMPEbSBISEMBIMHA TPeOOBAHUSAMU

¢ ITK-92 — criocobeH K caMOpa3BUTHIO B YCJIOBUSIX HEOTIPe/IeIEHHOCTH, (hopmMymupoBaTth cebe
obpa3oBaTe/bHbIE TIe/U TI0/] BO3HUKAOII[HE )KU3HEHHbIE 33/Iauu, BLIOUpATh CIIOCOObI PellieHus U
HarpaB/ieHUs1 Pa3BUTUS

e YK-2 — CrniocobeH yIipaB/sTh MPOEKTOM Ha BCeX 3Tariax ero KM3HeHHOTO LUK/a



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/sieT 3 3.e., 108 u.

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI

KYPC
CEMECTP

HaumeHoBaHHe Ppa3fieyioB U JUAAKTHYECKUX e JUHUL]

BCEI'O

Ay/MTOpHBIE 3aHATHS
B KOHTaKTHOIi ¢hopme

BCEI'O

Jlekuuu

IIpakTHyeckue
3aHATUA

CamocrosTenbHas
pabora cryjeHToB

®dopmupyemast
KoMmmereHus, %

TICK-2.2

Pa3pen 1. Ynpaeiienueckas u opucHas /iessTe/IbHOCTD. 1.1. Ba3oBbie noHsTHsS
yIipaB/ieHueCcKol AesiTe/lbHOCTH. 1.2. XapaKTepUCTHKHU yTipaB/ieHueckod 1 0(pHCHOM
nestenbHOCTH. 1.3. TIpo6remMbl opraHusanuy oQUCHOM AesiTeNbHOCTH.

N

—_
v

Paspesn 2. OCHOBHbIE MOHATHSA JOKYMEHTHPOBaHH yIIpaB/IeHYeCKOMH JleTeTbHOCTH. 2.1.
JIOKYMEeHT U ero xapakTepuCTUKH. 2.2. YnpasieHue AokyMeHTaMu. 2.3. CucTeMa yrpaB/ieHUs:
JIOKYMEHTaMH.

11

15

Pa3paen 3. HopmMaTHBHO-1Ip 0a3a JOKYMEHTHP ynpas. KOH
pesitesibHOCTH. 3.1. O6I1jas xapakTepyucTHKa HOPMaTHBHO-TIPABOBO#t 6a3bl
JIOKyMEHTHPOBaHHs YIIpaB/ieHYecKoit iesitenibHOCTH. 3.2. [IpaBoBasi 6asa JOKyMeHTHPOBaHHs
yrpaB/ieHuecKol AesitesbHOCTH. 3.3. CTaHAApThI B JOKyMEHTUPOBAHUY YIIPaB/IeHUeCKOU
AeATe/bHOCTH. 3.4. HOpMﬂTI/IBHbIe TIPaBOBbIE AKTHI MEXXBEIOMCTBEHHOI'O U B€JOMCTBEHHOT'O
Xapakrepa.

11

10

Pa3paen 4. Cucrems! gokymeHTanuu. 4.1. O6iepoccuiickue CHCTeMBI JOKyMeHTaLuu. 4.2,
YHuULMpPOBaHHBIE CUCTeMBI yTIpaB/ieHueCKoi J0KyMeHTaluH. 4.3. YHu(ULMpoBaHHbIe
(hopMbl OTpac/IeBOi JOKYMeHTaLUH.

11

10

Paszpen 5. B/IaHKM M COCTaB PeKBH3HTOB YIIPAB/IeHYeCKHX JOKYMeHTOB. 5.1. O6wiue
TpeGOBaHUsl K I0pU/UeCKOii crsie 1 0hOPMIIeHHIO JOKYMeHTOB. 5.2. TpeGoBaHust K
0(hOPM/IEHHIO YTIpaB/IeHueCKNX JJOKyMeHTOB. 5.3. B/laHK JOKyMeHTa 1 ero pasHOBUHOCTH.
5.4. OcobeHHOCTH 0(OPMIIEHHSI MHOTOCTPAHHYHBIX JIOKYMEHTOB.

13

10

Paspen 6. OcodenHocTH oopmiieHHst HanGo/Iee pacCIPOCTPaHeHHbBIX BH/I0B
OpraHM3alHOHHO-PaCIOPAAUTEeNLHBIX JOKYMeHTOB. 6.1. [IpoTokosnbl. 6.2. AKTEHL 6.3.
JloK/aiHble U 0ObSICHUTE/IbHBIE 3aITMCKH, 3asiB/IeHus], CPaBKU. 6.4. PacriopsijuTe/bHble
JIOKyMeHTBI. 6.5. OpraHu3aliOHHO-TIPaBOBble JOKyMeHTbI.

13

10

Paspen 7. [IucbMeHHas KoppecnioHfeHnus. 7.1. Tenerpammsl. 7.2. TenedoHHOrpammsl. 7.3.
®akcorpammsl. 7.4. Coo0LieHHst 3/IeKTPOHHOIA 1ouTkl. 7.5. TTicbMa, CBsI3aHHBIe C
pacrpoctpaHeHueM nH$opmauuy. 7.6. [TncbMa, cBsi3aHHbIe C 06palleHUsIMU TI0 TTOBOAY TeX
WM UHBIX AeicTBuil. 7.7. IlnceMa-otBetsl. 7.8. [TMcbMa npeTeH3MOHHOTO XapakTepa. 7.9.
ITuceMa, cBsi3aHHbIe C Bblpa)keHHeM BHUMaHUs U yyacTtusi. 7.10. PekomeH/jaTe/ibHble U
COMPOBOAUTE/IbHBIE MTUCbMA.

13

10

Paspen 8. Opranusanus AoKymenToobopora. 8.1. [Tonsitie JoKymMeHTOOGOpOTA. 8.2.
XapakTepucTHKM JoKyMeHToo6opoTa. 8.3. Jtanel JokymeHToo6opoTa. 8.4. OpraHu3sarys
paboTHI C/Ty>kOb! OKyMeHTaLMOHHOT0 obecriedeHus yrpapenus. 8.5. OpraHusanys paboTsl ¢
KOH(¥/IeHLIa/IbHbIMK JOKYMEHTaMH.

13

10

Pazpen 9. lokymeHTHpOBaHHe pa6oThI ¢ mepconasiom. 9.1. Komriiekc KaapoBoit
JoKymeHTaLpu. 9.2. [IokyMeHTHpOBaHKe rprema Ha pa6oty. 9.3. [JoKyMeHTHpOBaHKe
repeBojia COTPYAHHUKOB Ha Apyryo paboty. 9.4. IokyMeHTHpOBaHHe MOoOLpeHHs1 pabOTHUKOB
Y Ha/IOKeHWsI AUCLUIINHAPHBIX B3bICKaHUiA. 9.5. [JOKyMeHTHPOBaHHe YBOJIbHEHNUS
paboTHHKA.

14

10

Bcero 3a 11 cemectp

108

51

17

34

57

100

Bcero no gucuuninHe

108

51

17

34

57

100

3.2. AyAMTOPHBIA MPAKTHKYM

Homep u HanMeHOBaHHe pa3jena
JAUCLUTLTHHBI

Tema MNPAKTHYECKOIr'0 3aHATUA

Oo0neMm,

ayp.
JacoB

Pasgen 1. YripaBneHueckasi 1 opucHas
2  |edTelbHOCTb.

TectupoBaHue 10 pasgerny.

ITpoekTHUpOBaHWe OPraHU3al[MOHHOU
CTPYKTYPbI OpraHu3aIyu.

3 |Pa3gen 2. OcHOBHbBIE TIOHATUS
JIOKYMEHTHPOBaHUs yTIpaB/ieHueCKOi
4 nesiTeTbHOCTH.

TectupoBaHue 10 pasgeny.

Cucrema ynpaBieHUs TOKyMeHTaMU

Pasgen 3. HopmaTtuBHO-TIpaBoBas 6asa

JIOKYMEeHTHPOBaHUS yTIpaBieHYeCKOU
JIesITeJTbHOCTH.

TecTtupoBaHue no paszeny.

Paspen 4. CucreMbl JOKyMeHTaLH.

TecTtupoBaHue 1o paszeny.

OO1epoccHiicKue CUCTeMBI JOKYMeHTAaLUH.

Pa3pen 5. biaHku 1 cOCTaB PeKBU3UTOB
YIIpaB/IeHYeCKUX [JOKYMEHTOB.

TectupoBaHue 10 pasgeny.

I[TpoekTrpoBaHye U 0OopMIIeHHe KapTOUKU
OpraHM3aLiH, MPOZOILHOTO U YITIOBOTO
0/1aHKOB OpraHU3aL{|H.




10 |Pa3gen 6. OcobeHHOCTH OopMIIeHUSA TectrpoBaHue 110 paszeiny. 2
Haubos1ee PacrpOCTPAHEHHbBIX BUJOB IIpoekTupoBaHre 1 odopmiieHHe TIPOTOKOJIA
11 |OpraHu3aliMOHHO-pPaCIIOPAAUTE/IBHBIX coOpaHust aKIIMOHEPOB, OPraHU3aLMOHHO- 2
AOKYMEHTOB. PaCIopsIUTe/IbHBIX JOKYMEHTOB.
12 TecTupoBaHue N0 paszeny. 2
Paspen 7. IluceMeHHas KoppeCioOHAeHLUS. P DASACTY
13 IIpoekTrpoBaHre U opopMJIEHNE TTUCEM. 2
14 TectrpoBaHue 10 paszeiny. 2
15 Pa3,qen 8. OpFaHI/BaL[I/IH /I[OKYMEHTOO6OPOT&. HpOGKTPIpOBaHI/Ie u O(l)Opr[eHI/Ie TTOJIOYKEeHUS] 2
006 oTaene.
16 TectupoBaHue 110 paszeny. 2
Pa3gen 9. /[JokymeHTHpOBaHHe paboThI C I P DAACTY
17 Imepconasom. POeKTUpOBaHKe U 0)opMIIeHre LITaTHOTO 2
pacnrcaHusi, KaZJpoBbIX JOKYMEHTOB.
Bcero 3a 11 cemectp 34
3.3. CamocrosnTenbHas padora crygenra (CPC)
Ne Homep u HaiMeHOBaHuUe pa3jesa Oo0bem,
Copep)xaHue yueGHOro 3aiaHus
n/n AU CIUITUHBI 4acoB
[ToaroroBKa K JIeKLMsAM U [IPaKTUUe CKUM 3aHATUAM
Pazgen 1. YripaBneHueckas u ohucHas o N
1 C MCII0/Ib30BaHMEM MaTrepuasioB JIEKL|UH, OCHOBHOU 5
[lesiTeNIbHOCTb. .
Y IOTIO/THATE/IEHOW JIUTepaTyphbl.
Yriny6nénHoe n3yuyeHue U pedeprpoBaHie
Pa3zpen 2. OcHOBHBIE NOHATUSA y o my pedepup
o CrellaIbHOM JINTepaTypkl, JIEKLIUOHHOTO
2  |IOKYMEHTHpOBaHUS yIIpaBjieHuYeCKOn 5
MaTepHaJsa 110 BOIpocaM pasZiesia 2; MoAroTOBKa K
JlesiTeNIbHOCTH.
TeCTUPOBAHHIO U 3aYeTy.
Yrny6néHHoe n3ydyeHne U pedeprpoBaHie
Pazgen 3. HopmaTuBHO-TIpaBoBasi 6a3a y °my pedepup
N CrelvaabHOM JINTepaTypkl, JIEKLIMOHHOTO
3  |AOKYMEeHTHpOBaHUs yIpaBjieHueCKoi 5
MaTepHaJsia 1o BoIpocaM pasziesa 3; MOAr0TOBKa K
LlesITeJIbHOCTH.
TeCTUPOBAHUIO U 3a4erTy.
Yriny6nénHoe n3ydeHrie v peeprpoBaHie
CrellanbHOM JIMTepaTyphl, IeKLMOHHOTO
4  |Pa3spen 4. CrucreMsbl JOKyMeHTaL[1H. ! PaTypbl, JIEKIY 5
Marepua’ia 110 BOoIpocaM pasgena 4; IoAroToBKa K
TeCTUPOBAHUIO U 3ayerTy.
Yrny6nénHoe n3ydeHrie v peeprpoBaHe
5 Pasgen 5. biaHky M cOCTaB peKBU3WUTOB  |CIIeL{Ma/IbHOW JIUTEPaTyphbl, JEKLMOHHOTO v
yIIpaB/IeHYeCKUX [JOKYMEHTOB. Marepua’a 110 BOIpocaM pasgzesa 5; IOAT0TOBKa K
TeCTUPOBAHUIO U 3a4eTy.
Pazpen 6. Ocobennoctu odopmieHust  |YimybnéHHoe u3yueHne U ped)eprpoBaHue
6 Haunbosee pacrpoCTpaHeHHBIX BU/IOB CreliaabHOM JIMTepaTyphl, IeKLIMOHHOTO 7
OpraHy3alLMOHHO-PACIIOPSIAUTE/IBHBIX  (MaTepuasa 110 BOIIpocaM paszesa 6; IIOAT0TOBKA K
[JOKYMEHTOB. TeCTUPOBAHUIO U 3a4eTy.
YrnybnéHnHoe n3yueHne v pedeprpoBaHue
v Pasgen 7. ITucemeHHast CrieIfiabHOM IUTepaTyphbl, TEKI[HOHHOTO v
KOPPeCIIOH/IeHIUS. MaTepHarsa 110 BOIIpocaM pasziesia 7; MOAr0TOBKa K
TeCTUPOBAHUIO U 3a4eTy.
Yriny6nénHoe n3yueHue U pedeprpoBaHie
8 Pasgen 8. Opranusarus CreL{Ma/IbHOM JIUTepaTypbl, 1eKLIOHHOIO v
JOKyMeHT000opoTa. MaTepHasa 1o BoIpocaM pasziesa 8; MoAroToBKa K
TeCTUPOBAHUIO U 3a4erTy.
YrinybnénHoe n3ydeHre v pedeprpoBaHie
9 Pa3gen 9. [JokyMeHTHpOBaHUe PaboTHI C |CrielidaIbHOM JIMTepPaTyphbl, IEKLIMOHHOTO 9
[1epCOHAJIOM. MarepuaJia [0 BOIpocaM pasgena 9; oaroroBka K
TeCTUPOBAHUIO U 3a4erTy.
Bcero 3a 11 cemectp 57




4. ®OPMbI KOHTPOJII OCBOEHUSA TNCLHUIIVINHBI

CEMECTP HEJE/IN CEMECTPA
1/2/3(4(5 6 10 11 /12(13|14 |15 16 17
11 TexkK TexK TexkK Bormp. 3ay, 3au.

Ycii0BHBIe 0003HAYCHUSA:

e TexK — Bonpoch!I fi/151 TeKYI1[eT0 KOHTPOJIS;

e Borp. 3au — BONpoCHI K 3a4eTy;

® 3a4. — 3ay4erT.

TEKyH.[aH dTTeCTadlUs CTYAEHTOB IIPOBOJUTCA B JUCKPETHBIE BpEMEHHBIE€ MHTEPBAJ/IbI B C/IEAYIOILINX

dhopmax:

*  BOIPOCHI AJIsl TEKYILIero KOHTPOJIS;

® BOIIPOCHI K 3a4eTy.

PYGE)KHaH dTTeCTalUA CTY€HTOB IIPOMU3BOJWUTCA 110 UTOTI'aM TTOJIOBUHBLI CeéMeCTpa B C/IeJYyIOIInX

dhopmax:

®  BOIIPOCHI AJis1 TEKYIIIero KOHTPOJIS.

HpOME)KyTO‘lHaH dTrTecTalus IIpOBOAUTCA B (popmax:

¢ 3adyeT.




5. YYEBHO-METOJIMYECKOE 1 TH®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas iMTeparypa no JUCLUILIMHE:

1. . K. KopHees, A. B. ITienko, B. A. Mamypijes. . [JoKyMeHTHpOBaHHe yIpaBl1eHYeCKOU [esTeTbHOCTH.
Mockga: FOpaiiT, 2022, a51. pec.

2. W. H. Ky3HenoB. . [loKyMeHTaIlMOHHOE 00ecIieueHue yrpasjieHus. [JJokyMeHToo00poT 1
Jenorpou3BoAcTBo. Mockga: FOpaiit, 2022, 351. pec.

3. M. H. Ky3HeL0B. . JloKyMeHTaLlMOHHOe obecrieueHre yrpasjieHus nepcoHanoMm. Mocksa: FOpaiit, 2019,
3J1. pec.

4. 1. YO. KpsuioBa. . [loKkyMeHTHPOBaHUe yTipaBieHueckoi fgesrenbHocTH. CI16.: Busnec-mipecca, 2004, 5
9K3.

5. H. A. JIeicenko, b. FO. Cepbunosckuii, C. H. LlpeTkoBa. . [IoKyMeHTUPOBaHHe yIipaBieHYeCKOH
JleTeJIbHOCTU Ha MPeATpUsiTUU: [e0MPOU3BOACTBO U KoppecrnoHaeHus. Poctos H/[: MapT, 2002, 5
9K3.

6. T. A. KazakeBuy, A. U. Tkamuu. . [JokymeHTOBefieHe. [JoKyMeHTalMOHHbIN cepBUC. MockBa: FOpaitt,
2022, sn. pec.

5.2. JlorionHUTe/IbHAs IUTepaTypa Mo AUCLUIIIMHE:

1. 1. K. Kophees, A. B. ITmenko. . /{efoBas nepenucka 1 o0pasijpl oKyMeHTOB. M.: Benbu, 2006, 3 3k3.
2. H. 1. KprokoBa. . [JokymMeHTHpOBaHUe yTipaBieHueckoil fedarenbHocTU. M.: UHOPA-M, 2008, 3 3k3.

5.3. Ilepuoguyeckue U3gaHus:
He TpeOyroTCSl.

5.4. TlepeueHb peCypcoB UH(POPMAI[MOHHO-TEIEKOMMYHHUKAITMOHHOMN ceTy "VIHTepHeT", He0OXOAUMBIX /1/1sT
OCBOEHUSI TUCLIUTUIMHBI, 3/IeEKTPOHHBIE OMO/THOTeUHbIe CUCTEMBI:

1. https://e.lanbook.com/ — 3BC JlaHs;

2. http://library.voenmeh.ru — ®yngamenrtanshasi 6ubnoreka BI'TY « BOEHMEX» um. [1.®. YcTHHOBa;

3. https://urait.ru — I'maBHas — O6pa3oraresbHas riardopma FOpaliT. 11 By30B U CCy30B.;

4. https://ibooks.ru — 3BC AHOYyKC.py - 3T0 00JIbILION BLIOOp aKTya/IbHOM JIUTEPATYPHI /1 Balllek
O1O/INOTeKY B 37IEKTPOHHOM BHUJIE.

CoBpeMeHHbIe MpodeccroHanbHbIe 0a3bl JAHHBIX:

1. https://rusneb.ru — HaijuoHaisHas 3/ekTpoHHas 6ubmoreka (HOB);

2. https://cyberleninka.ru/ - HayuHast anektpoHHast 6ubnmoreka «KubeprieHuHKa»;
http://www.rfbr.ru/rffi/ru/library - ITonHoTekcToBas 37ekTpoHHas 6ubaroTeka Poccutickoro oHza
dbyHIaMeHTaIbHBIX UCC/IeI0BaHHI.

VHdopMaLioHHbIe CTIpaBOYHbIE CUCTEMBI:
1. Texakcriept — ViHGOPMaLMOHHBIN TIOPTaI TEXHUYECKOTO perymvpoBanusi: HopMbl, paBuia, CTaHAAPThI
P®;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - B/ TOCTos

cobcrBenHoi reHepauyu BI'TY "BOEHMEX" um. []. ®. YcTHHOBa;
3. http://www.consultant.ru/- KoncynsrantIintoc- nH$opMalioHHbI# 1TOpTa IpaBoBoM MHPOPMALUH.

5.5. TIporpaMMHoe obecrieueHue:
He TpebyeTcsl.
5.6. H(dopmalioHHbIe TeXHOJIOTUU:

B3auMogelicTBHe ¢ obyuarorrumucs rocpeactsoM OMIOC Moodle BI'TY «t BOEHMEX» um. [].®. YcTuHOBa.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. JleKijnoHHbIE 3aHATHSA:

CreLa/IM3UpOBaHHbIe TpeOOBaHus 110 000PYZAOBaHMIO OTCYTCTBYIOT; ayAUTOPHUS C TIOCAZOUHBIMU
MeCTaMHU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

6.2. IIpakTHyeckue 3aHATHA:

CTIeL[aTM3UpOBaHHbIe TpeOOBaHUs 10 000PYZAOBaHUIO OTCYTCTBYIOT; ayAUTOPUS C TTOCAZOUHBIMU
MecTaMU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

6.3. Ilpouee:

1. pabouee MecTo rperiofaBaress, OCHaIleHHOe KOMITBIOTEPOM C JJOCTYNoM B VIHTepHerT;
2. pabourie MecTa CTYA€HTOB, OCHaIL|eHHbIe KOMITBEOTEPAMU C JOCTYTIOM B VIHTepHeT, npe/jHa3HaueHHbIe
I paboThI B 57IEKTPOHHOM 06pa3oBaTeNbHOU cpejie.
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ITpunoxenue 1
K paboueii mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE NHHOBAITMOHHOMU JEATE/IBHOCTHU

AnHoTanusa paboueii nporpaMMsl

Muciynmaa JOKYMEHTUPOBAHUE WHHOBAIIMOHHOMW JEATE/IBHOCTH spnsercs
JUCLUIIMHON YacTH, (JOpMHPYeMOH yYaCcTHHMKaMH 00pa3oBaTe/IbHBIX OTHOIIEHHH 0/10Ka 1, mporpaMmbl
MOATOTOBKK 10 HampasneHuto 20.04.01 TexHocepnas 6e3onacHocmb. JIACHMIUIMHA peaid3yeTcss Ha
(hakyneTeTe P MexxayHapoZAHOTO TIPOMBIIIJIEHHOTO MeHe/pkMeHTa M KommyHuKaiuu bI'TY "BOEHMEX" nm.
[.®. Ycrunora kadeapoit P1 MEHEDKMEHT OPTAHU3ALVUA.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
[ICK-2.2 crnocoOHOCTh TJIAHUPOBaTb U JOKYMEHTAAbHO OGMOPM/ISTH TPUPOJOOXPAaHHYI0 /IeSITeTbHOCTh
OpraHu3aluunu.

CojiepkaHue JUCLUITIMHBI OXBaThIBaeT KPYT BOMPOCOB, CBSI3aHHBIX C JOKYMEHTUPOBAHKEM U C OpraHu3alei
paboThI ¢ oUIMATBHEIMI JOKYMEHTAMHU.

[TporpamMmMoit AUCLUTIIMHBI TIPeyCMOTPEHHI CleiyIoliiie BUABI KOHTPOJIS:

Tekyias arrecraius CTyJIeHTOB MMPOBOJUTCS B TUCKPETHbIE BDEMEHHbIE MHTEPBAJIbI B CIEYIOIINX
dhopmax:
*  BOIPOCHI /IJIs1 TEKYIIIETO KOHTPO/IS;
e BOIPOCHI K 3a4eTy.

Py6GexxHasi arrecTaius CTY[eHTOB MIPOU3BOJUTCS 110 UTOT'aM TIOJIOBUHBI CEMECTpa B CIAYIOIHX
dhopmax:
*  BOIIPOCHI /IJIs1 TEKYIIIETO KOHTPOJIS.

HpOME)KYTO‘-IHaH dTTecTaluda rMpoBOAUTCA B d)opMax:
e 344eT.

OO6m1as TPyZI0EMKOCTh OCBOEHUsSI JUCLMIUIMHBI cocTaBisgeT 3 3.e., 108 u. TIporpaMMol JUCIUIIHHEL

MpeAyCMOTPeHbl JieK[MOoHHbIe 3aHsiTus (17 4.), mpakTtudeckve 3aHsTus (34 4.), camocTosTesnbHast pabora
cTypeHra (57 u).
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IIpuioxenue 2

K paboueii mporpaMme JUCIATTHHBI
AOKYMEHTUPOBAHUE NHHOBAITMOHHOMU JEATE/IBHOCTHU

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUSA

PekoMeH/Jaliy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI cocTaBageT 108 4., u3 HUX 51 4. ayJUTOPHBIX 3aHATHM, U 57 4.,
OTBe/IeHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeH/IalIMM  TI0  pacrpe/ie/ieHHI0  yueOHOrO BpeMeHHW M0 BH/]AM CAMOCTOSITE/TBHOM paboThl |
pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI TIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTpOJIe yCI1eBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcs.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUS TPYBe/ieHbl B TPUIoKeHHH 3 K Paboueii mporpamme.

HaumenoBanue
paboThI

PexkomeHpiyeMasi iuTeparypa

TpyRoeMKOCTB,
Jac.

Pa3pen 1. YnpaBieHueckas v opUCHAA JeATe/TbHOCTb.

IMogroToBka kK
JIEKIUSIM U
MpaKTUUeCKUM
3aHSITHSM C
WCIT0/Tb30BaHUEM
MaTepuasioB
JIeKLIUH,
OCHOBHOI 1
JIOTIO/THUTE/IbHOM
JIATEPATYPhl.

H. K. Koparees, A. B. [Timienko, B. A. Mawypues. . JlokymeHTUpOBaHUe
yIipaB/ieHYeCKoH AesiTesibHOCTH: Mocksa: FOpaiit, 2022 (1)

Wroro no pa3geny 1

Pa3;[e11 2. OcHOBHbIE [TIOHATHSA AOKYMEHTHDOBAHUA praBJIEH‘lECKOﬁ AeATe/IbHOCTH.

Yrny6néntoe
U3yueHue u
pedepupoBaHue
crielia/IbHOM
JIUTEpPaTypBHl,
JIEKITMOHHOTO
Marepuaria o
BOIMpOCam
paszena 2;
TMOZITOTOBKA K
TeCTUPOBAHUIO U
3auery.

. K. Kopgrees, A. B. [Tiienko, B. A. Mamypues. . JloKkyMeHTUpOBaHue
yIpaBieH4YeCcKol fiesTesbHOCTH: Mocksa: FOpaiit, 2022 (2)

T. A. KazakeBuu, A. U. Tkamuu. . JIoKyMeHTOBeZieHue.
JokymeHTalMoHHbIN cepBrc: Mocksa: FOpaiiT, 2022 (PIT ®opym
PykoBogctBo Co3zpath [TerpoBa E.A. Pabouasi mporpamMma JUCLUTTAHEI
I'maBnast CocraBurtenu Uudopmariius Lienn ocBoernss CTpyKkTypa
Kpurepnu onjenrBanus @opmsel KOHTposig CTpyKrypa AysuTopHas
Harpy3ka KommeteHuuu (%) Cemectp Paszgen Jlekuus [1/3 CPC IICK-1.3
Paspen Nol CeepHyThb PekomeHziyeMast iuteparypa 1o paszeny dopma
KOHTPOJIS 0CBOeHUs1 pasziesa (oLieHouHoe cpefictBo) HarimeHoBaHue TecT
Bonpocs! K 3auety [IpakTuueckue 3aHsaTus (4 / 4) Tema mpakTHueckoro
3aHATHSA Ay/l. Harpy3ka Tema npakThueckoro 3aHaTust Ayj. Harpyska
CamocTosTenbHas pabota crygenta (6 / 6) Pazgen Ne2 CBepHYTh
Pexkomenpyemast muteparypa o pasgeny Haumenosanue T. A. KasakeBuu,
A. . Tkanmuu . [lokymeHTOBefieHNe. [JOKyMeHTalMOHHBINA cepBUC (2022)
I'naBe1 HaumenoBanue U. K. Koprees, A. B. [Tienko, B. A. Mamypues .
[lokymMeHTHpOBaHUe yIIpaBJieHuUeCcKol AearenbHOCTH (2022) I'maBel Popma
KOHTPOJIsSI 0CBOeHUs1 pasziesia (oLieHouHoe cpeficTBO) [IpakTuueckue
3ausTus (4 / 4) CamocrositennbHast pabota cryaenTa (7 / 7) Pa3men Ne3
CsepHyTb PekomeHiyemasi nuteparypa 1o paszgeny ©opma KOHTPOJISA
0cBoeHuUs paszena (oueHouHoe cpecTBO) [lpakTrueckue 3anHsaTus (2 / 2)
CamocrositenbHas pabora cryzaenTa (8 / 8) Paznen Ne4 CBepHYTh
PexomeHryeMasi tuTepatypa o paszeny Popma KOHTPOJISE OCBOEHUsI
pasziesna (orieHouHOe cpeficTBO) [IpakTHueckue 3aHsATHs (4 / 4)
CamocrositenbHas pabora cryzaenTa (6 / 6) Pasgen No5 CBepHYTh
PexkomeHyemast ntuTepaTypa 1o pasfeny @opma KOHTPOJIS 0CBOEHUSI
paszena (oueHouHOe cpeficTBO) [IpakTrueckue 3aHsiTuUs (4 / 4)
CamocrositenbHas pabora cryzaenTa (6 / 6) Pazgen No6 CBepHYTh
PexomeHyeMasi tuTepatypa 1o paszgeny PopMa KOHTPOJISE OCBOEHUsI

12




pa3zena (oteHoUHOe cpeficTBO) [IpakTrueckue 3aHsTys (4 / 4)
CamocTosTenbHas pabota ctygenTa (6 / 6) Pazaen No7 CBepHYThH
PexomenyeMasi tuteparypa 1o pasgeny Popma KOHTPOJISE OCBOEHUS
pasziena (oLieHouHOe cpeficTBO) [IpakTrueckue 3aHsATuUs (4 / 4)
CamocrositenbHas pabora cryaenTa (6 / 6) Pasgen Ne8 CBepHYTh
PekomeHryeMasi iuTepatypa 1o paszeny ®opma KOHTPOJIS OCBOEHUsI
pa3zena (oueHoYHOe cpeficTBO) [IpakTrueckue 3ausTus (4 / 4)
CamocTosTenbHas pabota ctygenTa (6 / 6) Pazgen Ne9 CBepHYTh
Pekomeniyemasi tuteparypa o pasgeny P@opma KOHTPOJISE OCBOEHUS
pasziena (oLieHouHOe cpeficTBO) [IpakTrueckue 3aHsATuUs (4 / 4)
CamocrositenbHasi pabora crygenra (6 / 6) UTOI'O 3A 11 CEMECTP 17/
17 34 /3457 /57 100 U'TOI'O 11O AUCUUIIJINHE 17 /17 34 /34 57 / 57
100 / 100 MaTepua/ibHO-TEXHHUUECKOE U IPOrpaMMHOe obecrieueHre
Jlekumu IlpakTtrueckue 3aHatus Ilpoektop VIHTepakTBHAsA JOCKa
Ilepuognueckue u3nanus [lepuoaryeckue U3gaHys)

Wrtoro no pasgeny 2

5

Pazpen 3. HopmaruBHO-npaBoBasi 6a3a JOKyMeHTHPOBAaHHA yIPaB/JIeHYeCKOH JesATe/IbHOCTH.

YrnybnénHoe
v3yueHue 1
pedepupoBaHUe
CTieLMaTbHOM
JINTepaTyphl, N. K. Koprees, A. B. ITienko, B. A. Mamypres. . JlIokyMeHTUpOBaHue
JIEKI[UOHHOTO yIipaB/ieHYeCKoH AesiTesibHOCTH: Mocksa: FOpaiit, 2022 (2) 5
MaTepuasa 1o W. H. Ky3HewoB. . [JOKyMeHTallMOHHOe 00ecrieyeHre yrpaB/ieHusl.
BOIpOCaM ITokymMeHTO0060pOT U efonpou3BozACTBO: Mockea: FOpaiit, 2022 (1)
paszena 3;
MOJrOTOBKA K
TeCTHPOBaHUIO U
3ayery.
Wrtoro mno pa3zeny 3 5
Pazgen 4. Cucrembl AOKYMeHTaLMU.
Yrny6nénHoe
v3yueHue 1
pedepupoBaHUe
CrielaTbHOM
JIATepaTypkl, . K. Kopsrees, A. B. ITiienko, B. A. Mamypres. . JlokyMeHTUpOBaHue
JIEKI[MOHHOTO yIIpaB/ieHYeCKOH AesiTeibHOCTH: Mocksa: FOpaiit, 2022 (2) 5
Marepuasa I1o U. H. Ky3HewoB. . [JoOKyMeHTallMOHHOe 00ecriedeHre yrpaBIeHust
BOIIpOCaM nepcoHanoM: Mockga: FOpaiit, 2019 (2)
paszena 4;
MOJrOTOBKA K
TeCTHUPOBaHHUIO U
3ayery.
Wroro no pa3geny 4 5
Paspen 5. B/1aHKH ¥ COCTaB PeKBU3UTOB yNpPaB/JIeHUYeCKUX /JOKYMEHTOB.
Yrny6nénHoe
v3yyeHue U
pedepupoBaHue
CrefuanbHon H. K. Kopsrees, A. B. [Timienko, B. A. Mawypues. . JlokymeHTUpOBaHUe
JIATEpPaTyphl, " . ' L
J1eKLIOHHOTO yIIpaB/e€HYEeCKOU JesTebHOCTH: MOCK]ia. FOpaiiT, 2022 (2-3)
MaTepHaTA 110 H. A. Jlvicerko, b. FO. CepbunoBckwii, C. H. LigeTkoga. . 7
[okymeHTHpOBaHHe yTipaB/ieHUeCKOU JiesTeTbHOCTH Ha TpeANpUsTHN:
BOIIpOCaM ) .
. JlesIoTIpOU3BO/CTBO 1 KoppecnoHAeHus: Pocros v//l: MapT, 2002 (1-3)
pasgena 5;
TOArOTOBKA K
TeCTHUPOBaHUIO U
3auery.
Uroro no pa3geny 5 7

Paspen 6. OcobeHHocTH o opM/IeHHs1 HaHOo/Iee pacpOCTPAHEHHBIX BH/I0B OPraHU3al{HOHHO-

pacnopaauTe/IbHbIX JOKYMEHTOB.

Yrny6nénHoe

H. K. Kopsrees, A. B. [Tiienko, B. A. Mawypues. . JlokymeHTUpOBaHUe
13
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H3yyeHue U
pedepupoBaHue
crielia/ibHOM
JIUTepaTyphl,
JIEKLIMOHHOT'O
Marepuaria 1o
BOIIpOCam
paszena 6;
TOATOTOBKA K
TeCTUPOBAHHIO U
3auerTy.

yTpaBeH4YeCcKol fesitesibHOCTH: MockBa: FOpaiit, 2022 (3)
H. I1. Kprokoga. . /[JoKyMeHTHpOBaHHe yrpaB/ieHUYeCKO! JedaTebHOCTH: M.:
NHOPA-M, 2008 (1-3)

Urtoro no pasgeny 6

Paszgen 7. IlncbMeHHas KOPpPeCHOH/eHL M.

YrnybnéuHoe
U3yueHue U
pedepupoBaHue
crieliaibHOM
JIUTEpPaTypHl,
JIEKL[MOHHOTO
Marepuaria 1o
BOIIpOCam
paszena 7;
TOATOTOBKA K
TeCTHPOBAHUIO U
3a4eTy.

N. K. Kopnees, A. B. ITieHko. . [lesioast riepernvcka u 06pasiibl
IOKyMeHTOB: M.: Benibu, 2006 (3)
N. FO. KpeinoBa. . [JoKyMeHTHPOBaHUE yTIpaBIeHUeCKOH 1eaTeTbHOCTHU:
CII6.: busnec-tipecca, 2004 (1-3)

Wrtoro no pasgeny 7

Pazgen 8. Opranu3zanusa AOKYMeHT0000poTa.

YrnybnénHoe
v3yueHue 1
pedepupoBaHUe
crielia/ibHOM
JIUTEepaTyphbl,
JIEKI[UOHHOTO
MaTepuasa 1o
BOIpOCaM
paszena 8;
TIOJrOTOBKA K
TeCTUPOBAHUIO U
3a4eTy.

H. I1. Kprokoga. . /[JoKyMeHTHpOBaHHe yrpaB/lieH4YeCKOU JeaTe/lbHOCTH: M.:
NH®PA-M, 2008 (3)
. K. Kophrees, A. B. [Tiienko, B. A. Mamypues. . ZJIoKkyMeHTUpOBaHHe
ymipaB/jieHuUeckoit fesarensHOCTU: Mocksa: FOpatit, 2022 (3)
N. FO. KpeinioBa. . [JoKyMeHTHPOBaHUeE yTIpaBIeHUeCKOl eaTeTbHOCTHU:
CII6.: busHec-tipecca, 2004 (2)

Wroro no pasgeny 8

Pazgen 9. [lokyMeHTHPOBaHHe PaboThI C ePCOHAIOM.

YrnybnénHoe
H3yueHue u
pedepupoBaHUe
CTieLMaTbHOM
JIUTEPATYPBHI,
JIEKITUOHHOTO
MaTepuasa 1o
BOIpOCaM
paszena 9;
TIOZITOTOBKA K
TeCTUPOBAHUIO U
3a4ery.

N. H. Ky3Heros. . [IokyMeHTaI[MOHHOe 0becTieueHre YIpaBIeHus
nepcoHasioM: Mocksa: FOpair, 2019 (3)
H. K. Kopsrees, A. B. [Tiienko, B. A. Mamypues. . JlokymeHTUpOBaHUe
yIipaB/ieHuYeCcKol AesiTesibHOCTH: Mockga: FOpaiit, 2022 (4)
T. A. KazakeBuu, A. U. Tkanuu. . JlokyMeHTOBeJeHue.
JoxkymMmeHTal[MoHHbIHN cepBuc: Mocksa: FOpatit, 2022 (2)

Wroro no pasgeny 9
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IIpunoxenue 3
K paboueii mporpaMme JUCIATTHHBI
JOKYMEHTHNPOBAHME NHHOBAIIMOHHOM JEATE/IBHOCTH

®OH/JbI ONEHOYHbBIX CPEACTB

®DOoH/IBI OL[EHOUHBIX CPE/CTB, TIO3BOJISION1E OL[eHUThL Pe3y/IbTaTbl 00yUeHH s 10 JaHHOM AUCIUIIHHE,
BKJIFOUAKOT B Ce0s:

BOIIPOCHI AJ1d TEKYILEro KOHTPOJIA;
BOIIPOCHI K 3d4eTy;
3ayerT.

Kputepuu onjeHuBaHus

Bonpoce! AA TeKyiero KOHTpo/is
Tema 1.1 «Pa3BuTue fenonpousBoacTsa B Poccum»
1. OcHOBHBIE U3MEHEHUS B [1e/I0NIPOU3BO/CTBE IPEBHEPYCCKOr0 TOCYAapCTBa.
2. OCHOBHBIE U3MEHEHHsI B [IeJIONIPOU3BO/CTBE B 1epro/, heofanbHOM pa3apo0ieHHOCTH.
3. OcHOBHBIe U3MeHeHUs B IIPUKA3HOM [eJI0NIPOM3BO/CTBE.
4. OCHOBHBIe U3MEHeHHUs B KOJIJIE)KCKOM [1e/I0TIPOU3BO/CTBE.
5. OCHOBHBIE U3MEHEeHUS B [1eJIOTNIPOU3BO/ICTBE B COBETCKYIO 3110XY M COBPEMEHHOM.

Tema 1.2 «CoBpemMeHHasi perjiaMeHTaIUs U OPraHU3ariust CTy>KObI»
1. TloHsiTHE [EN0TIPOU3BOACTBA.

2. OCHOBHbIe IPUHLIUMEI e0MPOU3BOACTBA.

3. HopmaruBHasi 6a3a yrpap/ieHusi JOKyMeHTaluel

4. 3agaun ¥ GYHKIMN CITYXKOBI [1eI0TPOU3BO/ICTRA.

Tema 2.1 «Knaccudukauysi JOKyMeHTOB. PeKBU3UTBI JOKyMEHTOB»

1. Busibl 6/1aHKOB IOKyMEHTOB.

2. KakoBbl TpeOoBaHUs K 0()OPMJIEHHIO PEKBU3UTOB.

3. B1aHKY IOKyMEHTOB, Ha3HaueHHe U TpeOoBaHus K OaHkam. OO1ye 6/1aHKY, O/1aHKH THCEM
Y KOHKDETHOT'0 BU/Ia IOKYMEHTOB.

4. CocraB 00s3aTeNbHBIX U JIOTIOTHUTETBLHBIX PEKBU3NUTOB JOKYMEHTA, TIPaBH/Ia UX
odopmieHus1, 0COOEHHOCTH UCTIOTHEHUS

Tema 2.2 «O6mue TpeOOBaHMUs K TEKCTY JOKyMEHTa»
1. KakoBel 001111ie TpeOGOBaHUS K TEKCTY AOKYMeHTa?
2. HasoBure 3Tarsl IOATOTOBKU JOKYMeHTA.

3. CMBIC/IOBBIE YaCTH JOKYMEHTA.

4. TpeboBaHUS K COCTABIEHUIO TabHL.

Tema 2.3 «Oco6eHHOCTH sI3bIKa U CTHIISE OQULMATBHBIX JOKYMEHTOBY

1. OcobeHHOCTH 513bIKA U CTUJIS CITY>KeOHBIX JOKYMEHTOB?

2. [IpakTryeckoe MpuMeHeHHe 3HaHUI 0 TepMUHAX, YIOTpeb/isieMbIX TIPU COCTaBIeHUN
Cy»keOHOTO JIOKyMeHTa?

3. Iopsgok yrnotpebieHust COKpallieHHi 1 abOpeBHaTyp B CTy»KeOHBIX JOKyMeHTax?

4. Jlekcrueckye OLIMOKH (TTPUBECTH NIPUMEPBI).

5. I'pammarrueckue oIMOKY (TIPUBECTH TIPUMEDHI).

Tema 3.1 «OdopmieHue TTPUKa30B»

1. CocraBsbTe TpUKas:

a) o mpueMe Ha paboTy toprcrom ViBaHoBoii M.I1.

6) 06 yBo/IbHEHHU PabOTHUKA B CBSA3U C JIUKBUZAIIUEN TIpeTIPUITHS

2. CocraBbTe TMpUKa3:

a) 00 YBOJIbHEHUHM T10 COOCTBEHHOMY >KEJTaHUFO

6) 00 yBO/IbHEHHMHY TIEPEBO/IOM B JIPYTYHO OpPraHU3aLUIo.

B) B CBSI3U C HECOOTBETCTBHMEM BBITIO/IHSAEMOU PabOTHI MPEABLABIAEMBIM TPeOOBaHUAM

Tema 3.2 «OdopmrieHre pacriopsbkeHUH, aKTOB U ITPOTOKO/IOB

1. CocraBbte pacriopspkeHue Ne 23 ot 12.04.2022 . AO «IIporpecc» 06 oka3aHuU
TeXHUYeCKOU TIOMOILM B pa3paboTke pabourx yepTeXkel HAaCOCHOM cTaHLUH. Jpyrue peKBU3UTHI
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YKa)KATe CaMOCTOSITE/TbHO.
2. Cocrasbre pacriopspkeHue Ne 80 ot 01.04.2022 1. 1poM3BOACTBEHHOIO YIIpaB/IeHUs
NacCaXUPCKUX NepeBo30K KUpOBCKOMY IPOU3BOACTBEHHOMY KOOIepaTuBy «BeKTop» 110 BOIpOCy
obecrieueHus 3arTaCHBIMU YacCTSMU 1apKa aBTo0ycoB. [Ipyrvie peKBU3UThI yKaKUTE CaMOCTOSITETBHO.

Tema 3.3 «Odopmnenre nHHOPMaI[MOHHO-CTIIPABOUHBIX JIOKYMEHTOB»

1. CocTaBbTe 00BSICHUTE/TLHYO 3aMMMCKY Haua bHUKA OT/IeIa PYKOBOJUTEITIO TIPEITIPUSTHS O
(hakTe HEBBIMOHEHHUS PACTIOPSPKEHHMST 0 MOHTa)kKe 000PY/IOBaHUS Ha yUacTKe, Mo TPUUKHe ¢1aboro
KOHTPOJISI CO CTOPOHBI T7IABHOTO MeXaHHKa.

2. CocraBbTe [JOK/Ia[HYIO 3alMCKy HadyabHUKA TIaHOBO-9KOHOMUYECKOTO OTAeNa

PYKOBOJUTEJTIO TIPEATIPUSTHS 00 00eCrieueHrH OT/e/1a UeThIPbMs KOMITbIoTepaMu. OCTa/lbHbIe
PEKBU3UTHI YKOKHATE CaMOCTOSITENTHHO.

Tema 4.1 «/JoKyMeHTOOOOPOT, JOKYMEHTOTIOTOK»

1. Tath MOHSATHE JOKYMEHTO0O0POT?

2. [1aTb NOHATUE JOKYMEHTOIIOTOK?

3. Kako#i myTb ipoxoaut 06paboTka BXOJSAINX, UCXOASAIINX, BHYTPEHHUX JOKYMEHTOB?

Tema 4.2 «Peructpanysi JOKyMEHTOB»

1. laTe NIOHATHE PeruCTPaLUU.

2. HazoBute QOpMBI perucTpaLyi JOKyMeHTOB.

3. Ilepeuncivre TEXHOJIOTMY PerUCTPALIMA JOKYMEHTOB

Tema 4.3 «KoHTpO/Ib UCTIOJTHEHHS JOKYMEHTOB

1. Posib KOHTPOJIS1 UCTIOJIHEHUS JOKYMEHTOB.

2. 3ala4y KOHTPOJISL UCIIO/IHEeHUS IOKYMEHTOB.

3. DTanbl U YPOBHU KOHTPOJIA UCTIOJIHEHUS JOKYMEHTOB.

Tema 4.4 «Cucremarvsanys U XxpaHeHue JOKyMEeHTOB»

1. IIpuHLMnBl pOpMUpPOBaHUS Jel.

2. HomeHknatypa fiern1, X BH/bl, TpeOOBaHMS K COCTABIEHUIO ¥ 0()OPMIIEHHIO.

3. DKcIiepTH3a LieHHOCTH [JOKyMEHTOB: 9KCIIePTHbIE KOMUCCUH: BUAbI U UX (DYHKLIUH.
4. TToAroroBKa JOKyMeHTOB K apXUBHOMY XPaHEeHUIO.

Tema 5.1 «CpepicTBa Co3/jaHus1, KONMPOBaHWsl, Pa3MHOXKeHHsI JOKYMEHTOB U Iepejjaun
uHpopMarm»

1. OCHOBHBIe TEXHOJIOTMH KOMUPOBAHWS U pa3MHOKeHUs JIOKYMEHTOB.

2. CpencrBa COCTaB/IeHUS U U3TOTOB/IEHUS JOKYMEHTOB.

3. CpezcTBa orepaTUBHOM MOAUrpaduu.

4. CpencrBa penpoayKLUH.

Tema 5.2 «ABTOMaTH3aLMs TIPOLIECCOB AeJI0TIPOU3BOACTBA»
1. OCHOBHBIe IPUHLUIIBI 1e/I0IIPOU3BO/CTBA
2. Ilpenmy1iecTBa aBTOMaTH3aLUU [1€/I0NIPOM3BO/CTBA

Tema 6.1 «OcobeHHOCTH, OCHOBHbIE HAIIPaB/IeHUsI U KaueCTBa cekpeTapsi-pedepeHTa»
1. Opranu3anus ¥ KyaeTypa pabouero Mecra cekpeTtapsi.

2. Pabora cekpeTapsi C JOKyMeHTaMH.

3. [le/ioBBIe Y JIMUHBIE KaYeCTBa CeKpeTapsl.

Bonpocsl K 3auery
1. Ba3oBble MOHSTHS YIIPaBIeHUECKOH [iesiTelbHOCTH: CUCTeMa, CBOMCTBAa CUCTEMBI, 001IIasi cxema 1
CTPYKTypa CUCTeMBI YIIpaB/eHNs;
. [lonsATHe 1 XapaKTepUCTUKU yTIpaB/ieHYeCKOU U 0(hHUCHOM /1eATeTbHOCTH;
. [IpocTpaHCcTBeHHBIE XapaKTePUCTUKK OUCHOU [IesITeTbHOCTH;
. BpemeHHbIe XxapaKTeprUCTHKN OQUCHOM [1eSITebHOCTH;
. KagpoBble xapakTepucTHKM 0(UCHOH [1esTe/IbHOCTY;
. [IOKyMeHT U ero XxapakTepHCTUKHY;
. YpaB/ieHHe JJOKYMeHTaMu;
. Cucrema ynpaB/ieHUs! JOKyMeHTaMU;
. Buzibl HOpMaTHUBHO-NPaBOBBIX JOKYMEHTOB U UX OMpe/ie/IeHus;
10. TTpaBoBast 6a3a JJIOKyMEeHTUPOBAHHUs yIIPAaB/IeHUeCKOH JIeSITeTbHOCTH;
11. O61epoccuiickue CUCTEMBI JOKYMeHTal[|Y;

OO, WN
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12. YauduipoBaHHbIe CUCTEMbI YTIPaBIeHYeCKOM JOKYMeHTal[1y;

13. INonHsTHe TeserpaMmbl. Bipl 1 0c0OeHHOCTH 0OPMIEHHSI M OTIIPABKU TeJIerpaMM;

14. TlonsaTtue TenedoHorpaMmbl. OcobeHHOCTH 0OPMIIEHHS 1 OTTIPABKU Tejie)OHOTpaMM;

15. TTonsTue dakcorpamMmmel. Oco6eHHOCTH OQOPMIIEHHS U OTIIPaBKU aKcorpamm;

16. DnekTpoHHas TiouTa. PeKBU3UTHI COOOIIEHNS 3/IeKTPOHHOM MOYTHI M 0COOEHHOCTH MX 0(OpMJIeHHS;
17. TTucbMa, CBSi3aHHBIE C PaCMIPOCTpaHeHUeM MH(MOPMAILK: BUBI U 0COOEHHOCTH WX 0hOpMIIeHHS;
18. TTuckMa, cBsi3aHHbIe ¢ 0OpaIeHUsIMHU TI0 TIOBO/LY TeX WM WHBIX I€HCTBUI: BUZIBI U 0COOEHHOCTH UX
odopmieHus;

19. IT1cbMa-0TBeTHI: BU/BI K 0COOEHHOCTH UX 0()OPMIIEHNS;

20. [TrucbMa NpeTeH3UOHHOTO XapaKTepa: BU/bI M 0COOeHHOCTH MX 0(OpMJIeHHS;

21. ITucbMa, CBsI3aHHBIE C BbIPayKeHHEM BHUMAaHUS M YUacTHs: BUJBI 1 0COOEHHOCTH X O(OPMITEHHUSI;
22. PekoMeH/iaTeTbHbIE W COTIPOBOIUTE/TbHBIE MMChMa: XapaKTepUCTHKA U 0CO0eHHOCTH 0(hopMIIeHNUS;
23. XapaKTepUCTHKU U 3Tarlbl IOKYyMEHTO000POTa;

24. KoMriieKkc KaipOBOM JOKyMEHTALUU: TJIaHOBasH JOKYMeHTaLlusI;

25. KoMmriiekc KaZipoBoii JOKyMeHTallMy: OpraHU3aljiOHHO-TIpaBoBasi JOKyMeHTaLs;

26. Komriiekc Ka/ipoBoi JOKyMeHTaluK: TlepCoHa/bHask JOKyMeHTalus;

27. KoMIiekC KaZipoBoii JOKyMeHTaLMuU: J0rOBOPHasi JOKYMeHTaLYs;

28. KoMmruiekc KaZipoBoit JOKyMeHTallMU: pacriopsiiuTe/ibHast JOKyMeHTaLlus;

29. Komriiekc KaipoBOM JOKYMEHTALUU: yYeTHast KaJpoBast JOKyMeHTaLus;

30. Komrinekc KafpoBoil JOKyMeHTaly: JOKYMeHTAaLYs 110 yUeTy UCII0Nb30BaHus pabouero BpeMeH! U
pacueToB C NIePCOHAJIOM I10 OIUIaTe TPYAa;

31. Komriekc KaipoBOil JOKyMeHTaL[MK: OTUeTHast ¥ OTUETHO-CIIPaBOYHasl JOKYMeHTaLUs;

32. JokyMeHTHpOBaHUe TpreMa COTPyAHUKA Ha pabory;

33. [IoKyMeHTHUpOBaHUeE TIepeBoZia COTPYHHUKA Ha IPYTYI0 paboTy;

34. [JoKyMeHTHPOBaHUeE MOOITIPeHuUs1 pabOTHUKOB U HAIOXKeHHS! TUCIIATTHHAPHBIX B3bICKAHUMH;

35. JloKkyMeHTHpOBaHHe YBOJIbHeHHsI pabOTHHKA.

3auet
OrjeHKa «3auTeHO» BBICTAB/ISIeTCs], eC/I CTyAeHT OTBETU/I Ha TeopeTHueCKHii BOTIpocC,

TIPOZIEMOHCTPUPOBAJI CIIOCOOHOCTE K HAYYHOMY aHa/H3y, BbICKa3bIBal CBOe MHEHHE.

OLIEHKa «HEe 3a4TeHO» BBICTABJ/IAECTCH, €C/IU CTYJEeHT He OTBETUJ/I Ha 3a,£[aHHI:II>1 BOIIpOC.
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[MacriopT doH/1a OLIEHOUHBIX CPeJICTB

KYPC

CEMECTP

HaumeHoBaHHe pa3/ie/ioB U
JMHAJAKTHYECKUX eJUHHILY

BCEI'O

AyauTopHbIe

3aHATHUA B

KOHTAKTHOM

dopme

BCEI'O

Jleknuu
IIpakTHueckue

3aHATHUA

CamocrosiTesibHas
paboTa CTyAeHTOB

dopmupyemas
KoMmeTeHusA, %

IICK-2.2

HANMEHOBAHUE
OLIEHOYHOTI'O CPEJJCTBA

11

Pa3pen 1. YinpasieHueckas u oucHas
AesITe/IbHOCTb.

Bormpocsl
K 3auery,
Bornpocsl
inb|
TeKYILero
KOHTPOJIA

11

Pazfen 2. OcHOBHbIE ITIOHATHSA
JOKYMEeHTHPOBaHHS yNpaB/ieHUeCKOu
JesATe/TbHOCTH.

11

15

Bormpocsi
K 3auery,
Bompocsl
ISt
TeKyLLero
KOHTPOJISA

11

Pazgen 3. HopmaruBHo-nipaBoBasi 0asa
AOKYMEHTHPOBAHHS YIPaB/JIeHYeCKOl
JesTe/IbHOCTH.

11

10

Bormpocsl
K 3auery,
Bornpocsl
IS
TeKYILero
KOHTPOJIA

11

Pazpgen 4. Cucremsbl JOKYMeHTalMH.

11

10

Bormpocsi
K 3auerTy,
Bompocei
LISt
TeKyLLero
KOHTPOJISA

11

Paspen 5. biiaHKH U cOCTaB peKBU3UTOB
yIpaB/ieHYeCKUX JOKYMEeHTOB.

13

10

Bormpocsl
K 3auery,
Bornpocst
Jinbi|
TeKYILero
KOHTPOJIA

11

Pazgen 6. Ocodernnoctu odopmieHust
HauboJiee pacpoCTPAHEHHbBIX BU/I0B
OpraHU3alMOHHO-PACTIOPAJUTETHHBIX
JAOKYMEHTOB.

13

10

Bormpocsi
K 3auery,
Bompocei
ISt
TeKyLLero
KOHTPOJISA

11

Pazpnen 7. ITncbMeHHasn
KOppeCcnoHAeHIHA.

13

10

Bormpocsl
K 3auery,
Bornpocst
inb|
TeKYIL|ero
KOHTPOJIA
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Bompocsi

K 3a4eTy,
1 Pa3pen 8. Opranusanus 13 6 9 4 7 10 Bornpocsl
JAOKYMEHT0000poTa. ISt
TeKyI1lero
KOHTPOJISI
Bornpocst
K 3auerTy,
1 Pazgen 9. [lokymMeHTHpOBaHHe PadoThI C 14 5 1 4 9 10 Bomnpocsl
MepCcoHaIoM. ISt
TeKYII[ero
KOHTDOJIS
Bcero 3a 11 cemectp 108 | 51 17 34 57 100
Bcero no AucIuIUInHEe 108 | 51 | 17 34 57 100
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