MUHUCTEPCTBO OBPA3OBAHMI 1 HAVKH
JJOHEIIKOU HAPOJIHOU PECITYBJIMKH

['OCYJIAPCTBEHHOE OBPA30OBATEJIbHOE YYPEXXJIEHVE
BBLICIHIEI'O I'II?’O(DECCI/IOHAJIBHQFO OBPA30BAHUWA
«JTOHELIKMW HATITMOHAJIbHbIM YHUBEPCUTET»

BAKYJIBTET MATEMATUKHY Y MTHOGOPMALIMOHHBIX TEXHOJIOT M
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YTBEPKJIAIO

YIIPaBJICHUECKOH JEATEIbHOCTH» COCTAaBICHA HAa OCHOBaHWH PDejiepanbHOro rocyaapcTBEHHOr0
obpazoBatenpHOro craHjaprta Beicmiero obpazopanuss (OI'OC BO) no cnenuaisHOCTH
38.05.01 Dxonomuyeckas OesonacHOCTh (YPOBEHb CHEIHAIMTETA), YTBEPKACHHOTO IPHKA30M
MunncrepeTpa obpaszoBanus H Hayku Pocceuiickoit ®enepannu ot 16 susaps 2017 r. Ne 20.

Ilporpamma  cocraBnena ¢ yderom ['OC  BIIO mo  crnenuansHoct#
38.05.01 Dxonomuyeckas  0e30NaCHOCTh,  YTBEPXKJACHHOTO  IPHKa30M  MHHHCTEpCTBA
obpazoBauns ¥ Haykd JIHP or 04 mas 2020 r. Ne 59-HIL; Ilopsaaka opranusanuu y4deGHOro
npouecca B 00pa3oBaTeNbHBIX OpraHH3allHAX BBICIIEr0 NPodecCHOHANbHOro 00pa3oBaHHsa
Jlonenkoii Hapomnoit Pecnybmuxu, yreepiciensoro npukazom Munucrepersa obpasoBanus
naykn JIHP or 10.11.2017 Ne 1171 (¢ usmenenusmu, BHecenHsiMH oT 03.05.2019 Ne 567);
yueOHoro miana no crnenuanpHocTd 38.05.01 DxoHomuYeckas 6E30MaCHOCTh, CHENHATN3ALMH
«IKOHOMHKO-NIpaBoBoe obecreyeHne SKOHOMHYECKOi Be3zonacHocTHy», paspabotanubix B [OY
BIIO «/lonenkuit HaUHOHAIBHBIH YHUBEPCHTETY.

Pazpaborunk:
JIoleHT Kadeapsl HHPOPMANMOHHBIX CHCTEM Q) 107
YNPABJICHUS, KAHAWAT S3KOHOMHYECKHX HayK pe) 1. B. ®unarosa
. -1v
IIporpamma cOHOIM JTHCITHIUIHHBI «JIOKYMEHTALIHOHHOE obecrieuenue
porp y4 Y

ynpaBncuqccxoii JACATCIBLHOCTHY? YTBEPXAJICHA Ha 3acelaHuM Ka(l)ellpbl HHCI)OpMalIHOHHBIX
CHCTEM YIIpaBJICHHA.

[Tpotoxon ot «15» utons 2020 r. Ne 13

3apenyronmii kadeapoii % H. I11. TTonomapenko

[Iporpamma yueGHOIH JHCHMIIHHBI 0J00peHa y4YeOHO-METOIMYECKOH KOMMCCHE
dakynpTeTa MaTeMaTHKH 1 HH(OPMALIHOHHBIX TEXHOIOTHIH

[Tpotokosn ot «17» uronst 2020 r. Ne 10

Ilpencenarens yuebHO-METOAHUECKOI /P
KoMuccuu (axynsTera JI. K. Censxosa

[Tporpamma yueOHOH JHCIHMIUIMHBI 0JM00peHa Y4eOHO-METOAMYECKOH KOMHCCHEN
9KOHOMHUYECKOTO (haKyIbTeTa

ITporokon ot «16» uions 2020 r. No 10

Ilpeacenatens yueOHO-METOAHYECKOMH ;
KOMHCCHH (haKynbTeTa E. H. Ctpenuna
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1. OBJIACTb IPUMEHEHUA U MECTO JUCHUIIVIMHBI B YYHEBHOM ITPOIECCE

VYuebnass  puctmminHa — «JloKyMeHTanMoHHOEe ~ O0ecleYeHHue  yIpaBJICHYECKOMH
JEeATeIbHOCTH» OTHOCUTCS K 0a30BOM yacTu oOpa3oBaTesibHOW mporpammbl. s u3ydeHus
TaHHOW y4yeOHOW AMCUMIUIMHBI HEOOXOOMMBI 3HAHUS, YMEHHUS M HaBBIKH, @hopmupyemvie
npeduecmsyowumu (pycCKMH SI3bIK W KYJIbTYpa pPEYd, MEHE/DKMEHT, IIPAaBOBEICHHE) U
conymemeyrowumu oucyuniunamy (Kaaposas 0e30macHOCTh). JlaHHAs AMCUWIUINHA A61AEMcs
OCHOB01 T N3y4eHus1 yaeOHO! nuciumuinabl « HpopManuonHas 6e301mMacHOCThY U MOATOTOBKU
JUIUIOMHOU paboThl.

2. CTPYKTYPA JUCHUIIJINHBI

XapakTepucTuka y4eOHOM TUCIUTLTAHBI

Ounas popma
00y4eHus

3aouHas popma
00y4eHus

TEM

CrienuaabHOCTh 38.05.01 DxoHOMMYECKast 0€30TTaCHOCTh
DKOHOMHKO-TIPABOBOE 00ECTICUCHHE
Crenuanusanus N
ASKOHOMHYECKOM 0€30MacHOCTH
OO6pazoBarenpHas MporpaMma CrienuaanTer
Kpanuduxanms DKOHOMUCT
KonudecTBo conepkaTelIbHbIX MOTYJICH 1 2(9)

Jucrnunnuna 6a30B0# / BapuaTHBHOM
yacTh 00pa30BaTeIbHOMN MPOrpamMMbl

baszosas yacts

DopMBbI KOHTPOJISI

I MOAYIBHBINA KOHTPOJIb, 3a4ET B 7-M CEMECTPE

KonnuaecTBo 3a4eTHBIX €IMHUILL 2 2
T'ox moaroroBkn 4 4
CemecTtp 7 X
KonmnuecTBo vacos: 72 72
— JIEKIIMOHHBIX 18 4
— MIPAKTUYECKUX, CEMUHAPCKUX 18 4
— 1abopaTOPHBIX — —
— CaMOCTOSITEJIbHON PabOTHI 36 64
B T. Y. HHJMBHIyJIbHOE 3a/IaHUEC — -
HenenbHOE KOJTMYECTBO YacoOB, B T. Y. 4 X
ayJIUTOPHBIX 2 X

CaMOCTOSITEIILHOW Pa0OTHI CTY/ICHTA 2 X

3. OIMCAHHUE JUCHUIIJIMHBI

Ilenv Ooucyunaunbl — naTh 3HAHUS, HEOOXOJMMBIC JUIS IPABHIIBHOTO COCTABJICHUS H
opopMIIeHHST JTOKYMEHTOB, KOTOpblE BO3HUKAIOT B TMPOIECCe NPUHATUS € peaTu3aluu
yIPaBICHUYECKUX PEIICHHH, OCBOUTH OOIIETIPUHATHIE B MUPE MPEANPUHIMATEIbCTBA JIEKCUKY U
CTHJIb JETTOBON 1 KOMMEPUECKOH KOPPECTIOHACHIIUH JJIsi CBOOOTHOTO M paBHOTIPABHOTO OOIIEHUS
C TTApTHEPOM.

3aoauu oucuunIuHbL:

— O3HAKOMHUTH CTYACHTOB C OOIIMMHU MPUHIUIIAMHU TOKYMEHTAllMOHHOTO OOecreueHus
yIPaBICHUYECKOH AESITENFHOCTH MPEANPHUATHS, C TIOPSIKOM TOKYMEHTUPOBAHUS WH(DOPMAIINK;

— YCBOWTH MpaBuia U (GOPMBI I€JTOBON U KOMMEPUYECKOU MEePETHCKH;

— MPEeAOCTaBUTh 3HAHUSA 1O COBPEMEHHBIM  TpeOOBaHMSIM K
JIeTIOTIPOU3BOICTBA HA OCHOBE MCIOIB30BaHUSI KOMIIBIOTEPHON TEXHUKH

OopraHu3anuun
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— YCBOUTH TMIpaBWJa COCTaBJIECHHS M O(GOPMIICHUS pPA3IUYHBIX YIPABICHYECKUX
JOKYMEHTOB:  OpPraHU3alMOHHBIX, PACIOPIAIUTEIbHBIX, CIPABOYHO-MH(POPMAIMOHHBIX  C
HCIIOJIb30BAHUEM IIEPCOHATIBHOTO KOMIIBIOTEDPA.

TpeOGoBanus K pe3yibTaTaM 0CBOCHHS IMCHUILINHBI. [Tporiecc n3yuenus IuCUILUINHbL
HampaBJIeH HAa (OPMUPOBAHUE JEMEHTOB CICIYIONIMX KOMIETeHIUHA B cooTBeTcTBUU ¢ OT'OC
BO mno cnennansHocty 38.05.01 DxoHOMMYecKass 0e30MacHOCTh (YpOBEHb CHEIHATIHUTETA),
YTBEPKIEHHOIO MpHuKa3oM MuHucrepctBa oOpa3zoBanus U Hayku Poccuiickoit denepanuu ot
16 saBapst 2017 r. Ne 20:

oowexyromypuuix (OK)

OK-7 | cnocoOHOCTBIO K JIOTHYECKOMY MBINUICHNIO, apTyMEHTHPOBAHO M SICHO CTPOUTH
YCTHYIO M TUCBMEHHYIO PeUb, BECTH TIOJIEMUKY U JIUCKYCCHUU
OK-10 | ctocoOHOCTBIO OCYIIECTBIISITh MMCBMEHHYIO U YCTHYIO KOMMYHHUKAIIHIO HAa PYCCKOM
SI3BIKE
OK-12 | cmocoOHOCTBIO paboTaTh € PA3IUYHBIMH HHOOPMAIIMOHHBIMH PECypcaMu H
TEXHOJIOTUSIMH, TIPUMEHATH OCHOBHBIE METOJBI, CIIOCOOBI M CPENCTBA TMOJIYYEHUS,
XpaHEeHUs, IOMCKa, CUCTeMaTHU3alku, o0paboTKU U nepeaayu nHGopMauu

npogheccuonanvnuix (I1K)
[1K-28 | cocoOHOCTBIO OCYIIECTBIATH COOp, aHaiW3, CHCTEMATH3alHI0, OIEHKY H
WHTEPIPETAIHIO TAHHBIX, HEOOXOJMMBIX JIJIsl pelIeH s MPo(ecCHOHABHBIX 3a/1a4
[IK-44 | ciocOOHOCTBIO OCYIIECTBIIATh JOKYMEHTAIIMOHHOE OOECTIEYCHUE YIPABICHUYECKOM
JeSITEITbHOCTH

B pe3yabTaTe n3yyeHus1 y4eOHOM JUCHUIVIMHBI CTYAEHT J10JIKEH

3Hamb HOPMATUBHYIO 0a3y NOKYMEHTAallMOHHOTO OOecredeHus YIpaBJieHHs; OCHOBHbBIE
TEpMHUHBI U OIpeAeieHuss B 00JacTh JeJONPOU3BOJICTBA; KIACCU(DUKALNIO CITY)KEOHBIX
JOKYMEHTOB; OCHOBHBIE BU/IBI U Pa3HOBHUJIHOCTU OpraHU3aI[MOHHO-TIPABOBBIX,
pacnopsaUTENbHBIX, HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB; TPEOOBAHMS K H3TOTOBIICHUIO
OJIaHKOB JIOKYMEHTOB; COCTaB PEKBU3UTOB JIOKYMEHTOB; MpaBuiia U TpeOOBAHUSA K COCTABJICHUIO
1 0(pOPMIICHHUIO PEKBU3UTOB B Pa3HBIX BUaX OPraHU3AI[MOHHO-PACIOPATUTENbHBIX JOKYMEHTAX;
TpeboBaHUsA K O(OPMIECHUIO TEKCTOB CIY)KEOHBIX JOKYMEHTOB; OCHOBHBIE IIpaBHJIa
KOMITBIOTEPHOTO0 Habopa TEKCTOB JOKYMEHTOB; TpeOOBaHMS K JOKyMEHTaM, KOTOpbIE
U3rOTAaBJIMBAIOT € TMoMmoulpio KommbioTepHoi TtexHuku (IIK); opranmszammio paboTel co
CITY’>K€OHBIMU TOKyMEHTaMU;

yMemdp TIPUMEHSTH 3aKOHOJATENbHBbIE aKThl, HAIMOHAJBHBIE CTAHIAPTHI, Jpyrue
HOPMAaTUBHBIE U METOJUYECKUE AOKYMEHTHI B cdepe NeNONpOU3BOJICTBA; CUCTEMATU3UPOBATh
YIPaABICHUYECKYI0 JOKYMEHTAIMI0 IO  pa3IM4yHbIM  KJIACCU(UKAIMOHHBIM  IPU3HAKAM;
OpPraHU30BBIBATH PAIMOHATIBHOE JBIKEHHE JOKYMEHTOB B OPraHM3alUAX Pa3iInyuHBIX (hopm
cOOCTBEHHOCTH; MPUMEHATH MpaBUiIa KOMIBIOTEPHOTO Habopa Mpu OGOPMICHUH Pa3IUYHBIX
BHUJIOB TEKCTOBOTO MaTepuaia; COCTAaBIIATH TEKCThl TUIUYHBIX YIPABICHUYECKUX TOKYMEHTOB
(OpraHu3alMOHHBIX,  PACHOPSAUTENbHBIX,  HHQOPMAIMOHHO-CIPABOYHBIX);  O(QOPMIIATH
pa3nIUyYHbIE BHIBI CIYXKEOHBIX JOKYMEHTOB Ha KOMIBIOTEpE, HCHOIb3yd BO3MOXHOCTH
TeKCTOBOrO pepakropa MS Word,

é1ademb HABBIKAMH TIOMCKAa HEOOXOAWMON uWHGOpMalMu B 3aKOHOJATENBHBIX H
HopMmaTuBHbIX akTax [IHP mo nenompom3BoACTBY; HaBBIKAMM M METOAAMM PEILIEHHUS 3a/ad,
CBSA3aHHBIX C JOKYMEHTHPOBAaHUEM YIIPABICHUECKOW NEATEIbHOCTH Ha MNPEANpPUITHIX U B
OpraHMu3aIUsaX pa3IudHbIX (OPM XO3SHCTBOBAHHS, B COBPEMEHHBIX SKOHOMUYECKHUX YCIOBUSIX;
MpreMaMH U METOJaMH COCTaBIEHHS U 0(hOPMIICHHS BHIOB M Pa3HOBHUIHOCTEH OPTaHU3alIMOHHO-
MIPABOBBIX, PACHIOPSAUTEIBHBIX, HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.



4. COAEP) KAHUE JUCIUIIVIMHBI 1 ®OPMbI OPI'AHU3AIIHN
YYEBHOI'O TIPOLECCA

Huctmruimna  «JloKkyMeHTalMOHHOE o0OecredeHne YIpaBICHYECKONW AeATEIbHOCTH
IpeaycMaTpUBAET cleayromue (JoOpMbl OpraHu3ayy yueOHOTOo Ipoliecca: JIEKIUHU, IPAaKTHIeCKre
3aHSTHSL, CAMOCTOSITENIbHYIO pa0OTy CTYAEHTOB.

Marepuan  u3naraercsi C  HCIOJb30BAaHUEM  OOBSICHUTEIbHO-WIUIIOCTPATUBHBIX,
IBPUCTUYECKUX U UCCIIENOBATEIBCKUX METONOB IpenoaaBanus. [Ipu npoBeneHnn nexuui ams
00CyX/IeHUsI MaTepraa MIMPOKO MCIIONIB3YIOTCS MYJIbTHMEIHIHbIC TPE3CHTAIHH.

B ywyeOHOM mporiecce MMUPOKO NMPHUMEHSIOTCS aKTUBHBIE M HMHTEPAKTHUBHBIC (POPMBI
IIPOBEJICHUS 3aHATUN (pa300p KOHKPETHBIX CUTYalUii, BHIIIOJIHEHUE 3aJJaHUI 110 COCTABJICHUIO U
0(pOpPMIIEHHIO JOKYMEHTOB, AMCKYCCHS, MOJIEMHKA), BHEAyIMTOPHAsl CaMOCTOsITeNIbHasl padoTa,
0aJIbHO-PEUTUHIOBAsI CUCTEMA OLIEHKHU YCIIEBAEMOCTH, TMUHOCTHO-OPUEHTUPOBAHHOE 00YyU€EHUE,
npoOieMHoe 00yUYeHHE.

[IpenycMoTpeHO MCHOBb30BaHUE B y4EOHOM IpPOLECCE MHTEPHET-PECYPCOB MO JAHHOMY
KYpCy JUIsl peIIEHUs PAKTUYECKUX 3a1aHHM.

CamocTosTenbHas paboTa CTyJI€HTOB IPEIyCMaTPUBAECT BHINOJHEHUE WHIUBUIYAIbHBIX
3a/IaHUM, TOJArOTOBKY K IPAKTUYECKHM 3aHATHSM, COCTABJICHHE KOHCIEKTOB IO OTAECIbHBIM
BOIIPOCAM H3Y4aeMbIX TeM, U3ydyeHUE Y4eOHON U METOJMUECKOM JUTepaTyphbl, HAYYHbIX CTaTeH,
HOPMAaTUBHO-TPABOBOM 0a3bl, MOATOTOBKY U 3aIUTY MPE3EHTAINI U JOKJIA0B.

TemaTnueckuil nyIaH y4eOHON AUCHUIIIMHBI
«JloKyMeHTAllHOHHOE o0ecneyeHre YIPaBJIeHYeCKOH e TeJIbHOCTH)

Tembl Kparkoe conepkanue TeMbl

Cooeprcamenvhulit mooyns 1. /lokymenmuposanue oeamenpHocmu op2anu3ayuu,
npeonpusamusi, yupexcoeHus

Tema 1. OOmmas lens, 3amaum, coxaepkaHWe, JuTeparypa  ydeOHOH
XapaKTepUCTUKa JuctUIUIMHbBL. CyITHOCTh MOHATUS «IOKyMEHT». OCHOBHbBIE
HOPMAaTUBHO-METOJAMYECKON | MOHATUS B cdepe JAOKYMEHTALIMOHHOTO 00ecrnedyeHus
0a3bl TOKyMEHTAI[MOHHOTO ynpaBieHusi. OCHOBHBbIE  3aKOHOJATENbHbIE  aKThl |
obecrnieueHus yrpaBIeHUs HOPMAaTUBHO-METOJAUYECKUE TOKYMEHTBI JJIsi OpraHU3aluu
(10Y) nenonpousBojsictBa B Jlonenkoi Hapomnoit PecnyOmnuke:

3aKOHBI, MOCTAaHOBJICHUS, TUIOBbIE HHCTPYKIHMH, IpaBUIIA,
nepeyHu TUIIOBBIX yIIpaBJICHUYECKUX JTOKyMEHTOB,
HAI[MOHAJIbHBIE U MEXKOTpPACIeBbIe CTaHAAPTHI, albOOMBI
YHU(PHUIIMPOBAHHBIX (OPM, HOPMBI U TTOJTOKECHHSL.

Tema 2. O0mas Knaccupukamus — cnyxeOHbIX — JoKyMeHTOB.  llonsTue
XapaKTEepPUCTHUKA CIY)KEOHOro | YHU(DUKAUUKA U CTaHJAPTU3ALMHU CIY>KEOHBIX JOKYMEHTOB.
nokymeHnTa. Cucrema [lonstue  yHuduuupoBaHHOW  (GOpPMBI  JOKYMEHTa U
OpraHU3alMOHHO- YHU(QHUIIMPOBAHHOW CUCTEMBbl JokyMmeHTarnuu. [loustue,
pacnopsauTENbHOM oOmiass  XapakTepUCTHKa U OCOOCHHOCTH  CHCTEMBI
JOKYMEHTaluu OpraHU3alMOHHO-PACIOPSIUTEIBHON JOKYMEHTALIUH.
OpranuzanoHHbIE JOKYMEHTBI. PacniopsiaurensHele
JNOKyMeHThl. TH(opMalMoHHO-CIIPaBOYHbIE JOKYMEHTHI.
Tema 3. IIpaBuna OOmast  xapakrepucTuka THUMOBOM  MHCTPYKIMHM  TIO
COCTaBJICHUS M OPOPMIICHHUS | IEJIONIPOU3BOJICTBY B OpraHax TIOCyJapCTBEHHON BJacTH,
OpraHu3alMOHHO- opraHax MecTHOro camoymnpasieHus Jlonenkon Haponnoit
pacnopsIuTeNbHOM Pecnyonmuku  (yrBepkneHa — mocraHoBieHueM — CoBera
noxymenTaruu (OPJT) Munuctpos Jloneuxoit Hapoanoit Pecriy6mmku ot 16.10.2015

Ne 19-27). CocraB pekBusutoB OPJl. TpeGoBanus
COJICP)KAHUIO W Pa3MEIIEHUI0  PEKBU3HWTOB.  biaHku




Tembl

Kp aTKoO€ COACPKaHUE TEMbI

JAOKYMCHTOB. Tp€6OBaHI/IH K JOKYMCHTAaM, HU3rOTOBJIIEMBIX C
IIOMOIIBIO IMCYATHBIX YCTpOﬁCTB.

Tema 4", Cucrema
OpraHU3alMOHHO-IIPAaBOBOM

OCOOGeHHOCTH  OpraHU3allMOHHO-TIPABOBBIX  JOKYMEHTOB.
VYceras. Bunbl nonoxennid. Buasl nuHCTpyKImii. J10JKHOCTHBIE

JOKYMEHTaluu U paboure UHCTpYKUMU. Byl mpaBui.

Tema 5. Cuctema Buasl pacniopsauTenbHbIX TOKYMEHTOB. BuIbpl IpUKa3oB H
pacnopsauTeNbHOM OCHOBaHUS  JUIsl ~ MX  u3JaHusA.  brank  mpukasa.
JOKYMEHTaluu YauduuupoBanusie (HOpMBI MPHUKA30B. XapaKTEPHCTUKA

MpUKa3a II0 OCHOBHOM JIEATEIIbHOCTH KaK Ba)KHEHIIEro
MPEACTABUTENS PAaCIOPAIUTENbHBIX TOKYMEHTOB. [Ipuka3 mo

aIMUHUCTPATUBHO-XO35IMCTBEHHO N NESITEIILHOCTH.
OcoOenHocT OoQopMmIleHHsT PEKBU3UTOB MpHKaza. [Ipasuiia
ohopmIIeHHS MIPUIIOKEHU N K pactopsIuTETbHBIM

nokymeHntaMm. Ilponeaypa wu3maHus pacnopsIUTENIbHBIX
nokyMeHToB. OTMEHa M aHHY/IMpOBaHuE Npukasza. M3manHue
obuux nmpuka3zoB. Cpoku xpaHeHus: npuka3oB. OdopmieHue
BBIITMCKH M3 ITPpUKa3a.

Tema 6. Cucrema
MH(}OPMaLMOHHO-CITPABOYHOM
TOKYMEHTAITUH

[IpoTokoi: ompenenenue, BHUABI, (HOPMYISIP, OCOOCHHOCTH
cocTaBjieHUs1 U opopMiieHUs. Brimucka u3 mpoTokosa. AKT:
ompeneneHue, BUabl, GopMyIsip, 0COOEHHOCTH COCTABIICHUSI U
opopmiienus . JoknajHas 3amMcKa: OIpeleleHHe, BHIBI,
dbopmymsip, OCOOCHHOCTH COCTaBJICHUS W O(OpMIICHUS.
CnyxeOnas 3ammcka. OObscHHTENbHas 3amucka. CrpaBka.
3asiBJICHUE.

Tema 7. [lepenucka

OO6mras xapakTepucTuka ciykeOHou mnepenucku. [lonsTue,
GYHKIIMM ¥ KIacCH(UKAMS CITY)KEOHBIX JIETOBBIX ITHCEM.
PexBu3uthl muceMa. [ToHsITHE TEKCTa JETOBOTO TOKYMEHTA U
oOmre TpeOOBaHUS K COCTABICHHIO TEKCTOB. OCOOCHHOCTH
TEKCTA OT/ICIBHBIX BHJIOB CITY)KCOHBIX ITUCEM.

Cooeprcamenvhwlit mMooyns 2. Texnonozusa u opzanuzayus padomost ¢ 0OKymeHmamu

Tema 8. JlokyMeHTOOOOPOT.
TexHOJIOrHUeCKUe Tarbl
paboThI C JOKYMEHTaMH

[TonsiTue  gokymMeHTOOOOpoTa u  TpeOOBaHHS K  €ro
opranu3anuy. THIOBbIE TEXHOJIOTMYECKUE ITAIbl JBHKECHUS
BXOJISIIINX, HCXOIAUIUX U BHYTPEHHUX TIOKYMEHTOB. [Ipuem u
nepBuuHas oOpaboTka okymMeHTOB. llpenBapurensHoe
paccMOTpeHHe JOKYMEHTOB. Perucrtpanuss JOKYMEHTOB.
WNunexkcanmss ~ pokymeHtoB.  OpraHuzanus — nepenadyu
JOKYMEHTOB Ha ucrnoyiHeHue. KOHTpoab 3a HCIOIHEHHEM
IOoKyMeHTOB.  MHdopmanmonHo-cipaBoyHas  pabota ¢
nokymeHntamu. [lopsgok oOpabOTKH M OTHPABKU MCXOISAIINX
JIOKYMEHTOB.

Tema 9. OneparuBHOe
XpaHEeHUe T0KyMEHTOB

XpaHeHHe NOKYMEHTOB B YYPeXACHUAX. J[OKyMEeHTaIbHBIN
¢onn. Homenxmatypa nen. Cpok XpaHEHHMsS JTOKYMEHTOB.
Ilepeuenp JOKYMEHTOB ¢ yKa3aHHUEM CPOKOB XpaHeHHus. [lerno.
®opmupoBanue gen. Odopmienune nen. Dkcmeprusa
neHHoctu. CocTaBieHHE onmuceil Aeil. AKT O BBIICICHUM K
YHUUTO)KEHHIO JOKYMEHTOB, HE MOMJIEXKAIUX XPAaHEHHIO.
[lepenaya nen B apXuB YUPEKICHUS.

* BONPOCHI WJIN TEMbI, BBIHOCUMBIC Ha CAMOCTOATCIIBHOC N3YyUCHNUE CTYICHTOM




CrpykTypa yueOHoi JucHUIIHHBI «/[[0KyMeHTaHMOHHOe o0ecneyeHue
yYIPaBJIeHYEeCKOH JesiTeIbHOCTH 110 BUAaM y4eOHOI 1esiTeIbHOCTH
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Conep:xarenbnsblii Moayasb 1. JlokyMeHTHPOBaHUE IEATETLHOCTH
OpraHu3aIuu, MPeInPUsITHS, YIPeKITeHUs
Tema 1. O6mIast xapakTeprucTUKa
TS XapagTephe 6 | 1| 2| 3 |6 |05 - |55
HOpPMAaTUBHO-MeTouueckoi 6a3el JJOY
Tema 2. O06mmast XxapakTepruCTHKA CITy>KEOHOTO
nokymeHnTa. CucTeMa OpraHu3aiioOHHO- 2 1 - 1 2 - - 2
pacnopsaIuTENbHON JOKYMEHTAIUU
Tema 3. [IpaBuna cocraBneHus: 1 0QOPMITCHHSI
OpTraHHU3alMOHHO-PACIOPS U TEIbHOM 16 4 4 8 16 2 2 12
JIOKYMEHTAIIUH
Tema 4. Cucrema opraHH3aIIMOHHO-TTPABOBOM 5 5 5 5
JOKYMEHTALIUU B n n n
Tema 5. Crucrema pacnopsiIuTENsHON
pachopa 14| 4| 4| 6 |14]|05| - | 135
JOKyMEHTAIIU!
Tema 6. CI{CTeMa HH(OPMAIHOHHO- 12 5 4 6 12 | 05| - | 115
CIIPaBOYHON TOKYMEHTAIINH
Tema 7. [lepenucka 12 2 4 6 12 | 0,5 2 9,5
Hroro no 1 conep:kareJbHOMY MOIYJII0 64 | 14 | 18 32 64 4 4 56
ConepxaresibHbIi MOOY b 2. TexXHOI0THsI U OpraHu3anus padoTel ¢ JOKYMEHTAMU
Tema 8. JlokymeHTOOOOPOT.
TexHONMOTHYECKHE ATAIBI pabOTHI C 4 2 - 2 4 - - 4
JOKYMEHTAMHU
Tema 9. OnepaTuBHOE XpaHEHNE TOKYMEHTOB 4 2 - 2 - - 4
HToro no 2 coaep:kaTeJ-HOMY MOIYJIIO 8 4 - 8 - - 8
Bcero uacos 72 | 18 | 18 36 72 4 4 64

5. METOAUYECKHUE PEKOMEHIALIUWUA J1JIsA TIPOBEAEHUS JIEKIIMOHHBIX,
NPAKTUYECKUX U TJABOPATOPHBIX 3AHATUI

TeMbl JT1eKIIMOHHBIX 3aHATHH

Konuuecmeo uacos

Haseanue memot Ounan 3aounan
dopma dopma
Tema 1. O0mas xapakTepucTHKa HOPMATHBHO-METOINYECKON 0a3bl 1 05
A0y '
Tema 2. O0mas xapakTepucTHKa clIy)keOHOro JokymeHnTta. Cucrema 1 3

OPFaHI/IBaL[I/IOHHO-paCHOPSI,Z[HTCHBHOﬁ JOKYMCHTAllUN




Tema 3. [IpaBuna cocraBieHust 1 0OQOPMIIEHHS OpraHU3AKIOHHO- 4 5

pacmopsAUTENbHON TOKYMEHTAINH

Tema 4. Crucrema opraHu3allMOHHO-TIPABOBOM JOKYMEHTAIUN — —

Tema 5. Cucrema pacnopsauTeNbHON JOKYMEHTALUU 4 0,5

Tema 6. Cructema nH(pOpMaIMOHHO-CIPABOYHOH TOKYMEHTAIH 2 0,5

Tema 7. [lepenncka 2 0,5

Tema 8. JlokyMmeHT0000pOT. TEXHOIOrHUECKUE ITAIBI PA0OTHI C 5 —

JOKYMEHTaMH

Tema 9. OnepaTuBHOE XpaHEHHE TOKYMEHTOB 2 —
Bcero 18 4

TeMbl NPaKTUYECKUX 3aAHATHI

Konuuecmeo uacoes
Ha3zeanue memot Ounasn 3aounasn

dopma dopma

Tema 1. O01mas xapakTepuCTUKa HOPMATHBHO-METOIUUECKOM 0a3bl

A0y 2 -
Tema 2. O0mas xapakTepucTHKa cIy)XeOHOro JokymeHnTa. Crucrema

OpraHU3alHOHHO-PACTIOPAIUTENLHON JOKYMEHTAHN B B
Tema 3. [IpaBuna cocraBneHus: 1 0QOPMIIEHHS OpraHNU3AIFIOHHO- 4 2

pacropsIUTENbHON JOKYMEHTALMU

Tema 4. Crucrema opraHN3aIIOHHO-TIPABOBOM TOKYMEHTAINH - —

Tema 5. Crucrema pactopsSaANTEILHON TOKYMEHTAITUH 4

Tema 6. Crucrema nH(GOPMAIIMOHHO-CIIPABOYHOH JIOKYMEHTAIIHH 4 -
4

Tema 7. [lepenucka 2

Tema 8. JlokyMmeHT0000pOT. TEeXHOIOrHUECKUE ITAIbI PA0OTHI ¢

JOKYMEHTaMH B B

Tema 9. OniepatuBHOE XpaHECHHE TOKYMECHTOB - -
Bcero 18 4

6. METOAUYECKHUE PEKOMEHJALIUY 11O OPTAHU3ALINA
CAMOCTOATEJBHOU PABOTBI CTYJAEHTOB

OCHOBHBIMH 337]a4aMH CaMOCTOSATEJILHOW pab0Thl 00yYaromuXcs SABISIOTCS:

— OBJIAJICHUE HAaBbIKAMM CAMOCTOSITEJILHOIO 00yueHUs1, GOPMHUPOBAHUS NTOTPEOHOCTEH B
caMo00pa30BaHuH;

— OCBOEHHME COJEp)KaHUS JUCLUUIUIMHBI B paMKax TeM, IpeJHa3sHauYeHHbIX [UIs
CaMOCTOSTEJIBHOTO U3YYEHUS CTYJCHTA;

— OCO3HaHHe, yriIyOJeHHue COAepKaHusl U OCHOBHBIX MOJIOKEHUH YUeOHON JUCHUIUINHBI
BO BpEMsl YCBOEHHS 3aKOHCIIEKTUPOBAHHOIO Ha JIEKIMSIX Marepuaiga, ero mnpopaboTKM Ha
IPOTSHKEHUU MOATOTOBKH K MPAKTUUECKUM 3aHITUSIM;

— HCHOJb30BaHUE MATEPHUAJIOB, MOIYYCHHBIX BO BPEMs BBIIOJHEHHS CaMOCTOSTEIbHBIX
3aaHui, 17 3P (HEeKTUBHON NOArOTOBKU K MOJTyIbHOMY KOHTPOJIbHOMY 3aJIaHHIO U 3a4eTy.

CamocrosTenbHas paboTa CTY/A€HTOB IO AUCHUILTHHE «/]oKyMeHTalmoHHOe o0ecreueHne
YIIPaBJIEHYECKOH IEATETLHOCTI COAEPKUT CIIEAYIOIINE BUIAbI YUeOHOH 1 TeNbHOCTH:

1) nepBUYHOE O3HAKOMJICHUE C MaTepUaIaMu JICKIIHIA;

2) u3y4eHHe M YCBOCHHE JICKIIMOHHOTO MaTepraa,

3) caMOCTOSATENbHYIO TPOPAOOTKY JTUTEPATYPHBIX HCTOYHUKOB U 0000IICHHE H3YYCHHOTO
MaTepHana;

4) MOArOTOBKY K MPAaKTHYECKUM 3aHSITHUSM;

5) MOArOTOBKY YCTHBIX OTBETOB Ha BOMPOCHI JJIsi CAMOITPOBEPKH;

6) MOArOTOBKY K TECTOBBIM 33JaHUSIM M0 YCBOGHHOMY MaTepHaIY;

7) MHAMBUIYaJIbHYIO paboTy MO 33aHUSIM MPENo/IaBaTells;

8) MoAroTOBKY K BBIITOJHEHUIO MMCHBMEHHON MO/IYTbHON KOHTPOJIBHON paboThI;



9) MOArOTOBKY K 3a4eTy.

Opraﬂmaunﬂ CaMOCTOSITEIbHOI paﬁoTbI CTYACHTOB

Konuuecmeo uacos
Ha3zeanue memut 3aounasn
Ounas copma
tdopma

Tema 1. O0mmas xapakTepuCTUKa HOPMAaTHBHO-METOIUYECKOMN 0a3bl 3 55
A0y ’
Tema 2. O0mmas xapakTepuCcTUKa Cyx)e0HOro qokyMeHTa. Cucrema 1 2
OpPTraHHU3aIMOHHO-PACTIOPSIUTEIBHON TOKYMEHTAIIMH
Tema 3. [IpaBuiia coctaBiieHus 1 OPOPMIICHHS OpraHU3aI[MOHHO- 8 12
pacopsAAUTENBHON TOKYMEHTAIHH
Tema 4. Cucrema opraHU3aIMOHHO-TIPABOBOM JTOKYMEHTAITUN 2 2
Tema 5. Crucrema paciopsJuTeNLHON JTOKYMEHTAIIUU 6 13,5
Tema 6. Crucrema nH()OPMAIMOHHO-CITPABOYHOMN JOKYMEHTAI[UU 6 11,5
Tema 7. [lepenncka 6 9,5
Tema 8. JlokymeHT0000pOT. TEXHONIOrHUECKUE ITAIBI PA0OTHI C 5 4
JIOKYMEHTaMHU
Tema 9. OnepaTuBHOE XpaHEHHE TOKYMEHTOB 2 4

Bcero 36 64

7. AHAUBU Y AJIBHBIE 3ATIAHUSA

NHnuBuayanbHOE 3a1aHUE BHITIONHSCTCS C 1IEIBI0 TOBBIIICHUS peTHHTa. KOHTpOIbHBIMU
dbopMaMu MHAMBUAYaJIbHOM paboOThl MO JucHUIUIMHE «JloKymMeHTannoHHOe oOecnedeHue
YIOpaBIEHYECKOW JESATENbHOCTH» MOTYT OBbITh cleAyiolue: paboTa ¢ JUTepaTypHBIMU
MEPBOMCTOYHUKAMHM IO TE€MaM COJIEp>KaTENbHbIX MOJYJEH; BBINOJHEHHE HWHAWBUIyaTbHBIX
HAy4YHO-MCCIIEI0BATENbCKUX M MPAKTUYECKUX 3aJaHull, a TakKe TECTOB, MOATOTOBKA HAyYHBIX
JOKJIaJIOB, pedepaToB U aHAJIU3 KOHKPETHBIX CUTYaLIUH.

TeMbl HHAUBUAYAJIbHBIX 3aIaHUN

1. JlokymMeHTHpOBaHHE Kak OJMH W3 BHUIOB MNPOPECCHOHANBHON JesTeNbHOCTU
MeHeKepa, SKOHOMHUCTa, OyXranrepa.
Dranbl CTAaHOBJICHUS U PAa3BUTHS JIEJIONPOU3BO/ICTBA B TOCYAAPCTBE.
Hanpasnenus pa3BuTusi COBpEeMEHHOTO IOKYMEHTA.
PeueBoii atuker B cdhepe JJOVY.
PexkBu3UT U €ro MecTo B IOKyMEHTE.
WHcTpyKkims 1m0 AENONpPOU3BOJACTBY KaK OCHOBHOW HOPMAaTHBHO-METOAMYECKUN
JOKYMEHT.

7. Tunu4Hble OMHUOKH B CITYyKEOHBIX TOKYMEHTAX.

8. I'padmueckue cokpamienus, abOpeBuaTypsl U IudpoBas uHGOpManMs B TEKCTax
JOKYMEHTOB.

9. MHHocTpaHHBIE TEPMHUHBI B TEKCTaX JTOKYMEHTOB.

10. KaapoBbie TOKYMEHTHI.

11. Pesomrorus kak MH(popMaIus o fanbHeiIei pabore ¢ T0KyMEHTOM.

12. TleyaTh KaKk peKBU3UT JOKYMEHTA.

13. Pabota ¢ 1oKyMeHTaMH, COAEP)KAIUMU KOMMEPUECKYIO TalHYy.

14. CnocoObl coBepIIEHCTBOBAHUS TOKyMEHTOO0OpOTA.

15. VHCTpYKIMS 10 IIONPOU3BOJICTBY 110 OOPAIIEHUSIM TpaX1aH.

16. Pa3paboTka Ou3Hec-TJIaHA [0 YCTPAHEHHUIO Y3KMX MECT JIOKYMEHTAllMOHHOTO
oOecrieyeHus yIpaBiIeHHs Ha TPEANPHUATHH.

17. Pa3paboTka NOJ0KEeHUs O JOKYMEHTAIIMOHHOH ClTyk0e.

ok wn
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18. Pacuer 4YHCIEHHOCTH TE€pCOHANa CIYKOBl JOKYMEHTAIlMOHHOTO OOecreueHHs
yIIpaBIICHHUS.

19. TloaroToBKa  TEXHMYECKOTO  3aJaHUs, TEXHUYECKOrO  MpOeKTa, pabodei
JOKYMEHTAIMH 110 aBTOMATU3AI[1H JIeTIOTIPOU3BOICTBA.

20. [Tyt cOBepLICHCTBOBAaHHUS HOMEHKIJIATYPbl KaK CHUCTEMAaTH3UPOBAHHOTO MEPEYHS
Ha3BaHUU Je.

Kputepuu oueHuBanusi HHAUBUAYAJILHON PadoOTHI CTyIeHTA:

1. Ilens paGoTHI: HACKOJBKO Y€TKO CHOPMYIUPOBAHA.

2. CrpyKTypa: JOTHYHOCTh U TIOCIIEOBATEIBHOCTD M3JI0KEHUS MaTepHaa.

3. AprymenTamnusi: 000CHOBaHHOCTb, YOCIUTEIBHOCTh, HAJIMYUE TO3UTHBHOW OIICHKH U
BO3MOKHOW KPUTHKH, CEPhE3HOCTh HAYYHBIX UCTOUYHUKOB.

4. Hay4Hblif TOUCK: UCTIOJIb30BaHUE COOTBETCTBYIOIICH JTUTEPATYPHI, 00HEM IMTPOBEACHHBIX
Hay4HBIX HCCIJICTOBAHUM.

5. SI3bIK pabOTHI: MOHATHOCTh, FPAMOTHOCTb.

6. TBopyeckuii MOMEHT: TBOPUYECKOE OTHOIIEHHE K OTOOpy, 00paboTKe MaTepuaios,
HaJU4Yre OPUTHHAIBHBIX BBIBOJIOB.

8. BOITPOCHI K MOAYJbHOMY KOHTPOJIIO

Copep:xareabHblii MoayJb 1. JlokyMeHTHPOBaHME 1€ATEJILHOCTH OPraHU3aUM,
NpeANnpPUATHS, YYPeKICHU

1. OcHoBHBIE TOHATHSA B cdepe AOKYMEHTALMOHHOTO OOecredeHHsl YHpaBlIeHUs
(memompou3BOACTBA).

2. CoBpeMEHHBIN JIeJIOBOM JIOKYMEHT M €ro 0COOCHHOCTH. Jlemompou3BoicTBO B cdepe
YIIPaBJICHUSI OpraHU3aIuen.

3. OCHOBHBIE 3aKOHOJATENbHbIE AKThl U HOPMATUBHO-METOJMWYECKHE TOKYMEHTBI IS
OpraHu3aliy J1eJI0NPOU3BOICTBA.

4. Knaccuduxkanus cimy:KeOHbIX TOKYMEHTOB.

5. [lonatue yHuUKAMKM W CTAaHAAPTU3ALUU CIYy)KEOHbIX JOKyMeHTOB. [loHsTHe
YHUPUIUPOBAHHON  (OpMBI  CIy)kKeOHOTO JIOKyMEHTa U  YHU(UIUPOBAHHON  CHUCTEMBI
JOKYMEHTAI1H.

6. [lonarue, oOmias XapakTepUCTHKA U OCOOCHHOCTHM CHCTEMbl OpraHH3aIl[MOHHO-
pacnopsaUTENIbHON JOKYMEHTAIHH.

7. TunoBass MHCTPYKLHMS MO JEIONPOM3BOJICTBY B OpraHax rocyJapCTBEHHON BJIAaCTH,
opranax MecTHoro camoymnpanienuu Jlonenkoit Hapoanoit PecriyOnuku: o01ias xapakTeprcTuKa.

8. PexBU3UT nokyMeHTa (MOCTOSHHBIN, epeMeHHblii). CocTaB peKBU3UTOB CIYKEOHOTO
nokymenTa. @opmynsp T10KyMeHTa.

9. OO6mue TpeboBaHUS K MOJITOTOBKE, COCTABICHUIO U O(OPMIICHUIO CIYKeOHBIX
JOKYMEHTOB.

10. PexBusuts «I'ocynapcreennsiii repo JHP», «OMOnema opranuzanuu uivm TOBapHbIN
3HaK (3HaK OOCITYyKUBaHUS)».

11. PexBusutsl «Koa opranuzanuny», «Koa Gpopmsl JokymMeHTa.

12. PexBuzut «HanMmeHOBaHWE OpraHu3alliiy», BKIIOYAIOMIMKA CIEAYIOIIHE COCTABHbBIE
aneMeHThl: «HamMeHoBaHHMe BBIIECTOANIEH opranuzanum» (mpu Hamuuuu), «HammeHoBaHue
opranmzanun», «HauMeHoBaHWE CTPYKTYpHOTO TMOApa3leNeHHus opraHusaunuun»  (mpu
HeoOxoquMocTH), «HanMeHoBaHMe TOHKHOCTHOTO JTHIIAY.

13. PexBusut «CrpaBouHble JaHHBIE 00 OpraHU3aIII.

14. PexBusuthl «HanMeHoBaHue BUa JOKYMEHTay, «Jlata mokymMeHTay.

15. PexBu3uThl «PeructpaninoHHbI HOMEp TOKyMeHTay», « CChllIKa Ha PerUCTPAIMOHHBIN
HOMED M JIaTy TIOKYMEHTa».

16. PexBu3UT «MecTo COCTaBICHHSI WU U3AaHUS JOKYMEHTA.
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17. PexBmsutel «I'pud orpanmyeHuss JocTyna K JOKYMEHTY», «OTMeTKa o
KOH(UICHITNATEHOCTH.

18. PexBu3uT «Anmpecary.

19. PexBusut «I'pu cormacoBanusi JOKyMeHTa», «BU3bI».

20. PexBu3uT «I'pud yTBEp>KICHHUS JOKYMEHTa.

21. PexBuzuthl «Pezomronus», «OTMETKa O KOHTPOJIE».

22. PexBU3UTHI «3aroJioBOK K TEKCTY TOKyMEHTa», «OTMETKa O HATMYUH MTPUITIOKCHUI.

23. PexBusutsl «Ilognucey, « OTTUCK IIeYaTH.

24. PexBu3uThl «OTMETKA O 3aBEpEeHUH KOMUM», «OTMETKA 00 HCIIOTHUTEIEY.

25. PexBusuthl «OTMeTKa 00 WCHOJIHEHWW JOKYMEHTAa M HAINPABICHUH €T0 B JICIO»,
«OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTA B OpraHU3aIHIo».

26. PexBusnuThl «OTMETKa 0 HAIMYHMH JOKYMEHTa B DJEKTPOHHOH (opmey, «3ammch o
roCy/lapCTBEHHOW PETUCTPALIUN.

27. TpeboBaHHs K OJIaHKaM OpraHU3aIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB.

28. Bubl O1aHKOB OpraHU3aIMOHHO-PACTIOPSIUTENEHBIX JOKYMEHTOB.

29. BapuaHTBl M CHIOCOOBI pa3MeEIIeHUs] PEKBU3UTOB Ha OilaHKaX. PeKBU3UTHI OJaHKOB
OpraHU3al[MOHHO-PACTIOPSAIUTENbHBIX TOKYMEHTOB.

30. TpeboBaHHS K TOKYMEHTaM, U3TOTABIMBAEMBIX C TOMOIIBIO IEUYATHBIX YCTPOMCTB.

31. O6mue TpeOOBaHMS K COCTABICHHIO TEKCTOB JICIOBOTO JIOKYMEHTA.

32. Opuamueckasi criia OpraHU3alnOHHO-PACTIOPSTUTETHHBIX JOKYMEHTOB.

33. TlonsTre odUIMATBEHO-AETOBOTO CTHIIS JEJOBOTO JOKyMeHTa. [Ipu3Haku aernoBoro
ctiiig. CTusneBble IpUMEphl TEKCTOB.

34. PacripocTpaHeHHbIE OIMOKH B TEKCTE JICJIOBOTO JOKYMEHTA.

35. YcraB: cTpykTypa, 0COOEHHOCTH COCTaBJICHUS U OOPMIICHHSL.

36. Buaer monosxeHuii, 0COOEHHOCTH COCTABJICHUS U 0(hOPMIICHUSI.

37. Buapl HHCTPYKITUNA, 0COOCHHOCTH COCTABJICHUS M OPOPMIICHHUSL.

38. Busr mpaBuiL.

9. OBPA3EL 3AJAHUA MOAYJIBHOI'O KOHTPOJISA

IOy BIIO JIOHEIIKWI HAITMOHAJIbHBI YHUBEPCUTET»
DakyJbTeT MATEMATHKU U MHGPOPMALMOHHBIX TEXHOJIOT UM

Kadeapa undopMaumoHHbIX CHCTEM YIIPABJIEeHHUS

CneyuanbHocmy: 38.05.01 «Ixonomuueckas 6e30nacHOCHb)»
Cneyuanuzayusi: «IKOHOMUKO-NPABOGOE 0DecneyeHUe IKOHOMUYECKOTL
oe3zonacnocmuy

Ipoepamma nodzomosku: cneyuanumem

Cemecmp: VIl (Hopmamuensiit cpok odyuenus)

Yuebnas oucyuniuna. Jlokymenmayuonnoe obecneuenue ynpasieH4ecKo
oesamenbHOCMU

MOAYJIBHASI KOHTPOJIBHASA PABOTA
BAPUAHT Ne 1

1. OcHoBHBIEC IOHATHUS B chepe TOKyMEHTAIMOHHOTO 00ecrieueH s YIIpaBICHUS
(memompon3BoCTBA).
2. PexBusut «CripaBoYHEIE JaHHBIE 00 OPraHU3AIIIY.

YTBepkaeHO Ha 3acemaHud Kadenapbl WHGOPMAIIMOHHBIX CHCTEM YIIPaBICHUS, MPOTOKOI OT
« » 20 1. Ne .

3aBenyromuii kadeapoit H. III. [ToroMapeHkO
[IpenonaBatens 5. B. ®unartosa
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KpuTeplm OLICHUBAHMNA 3aJaHU MOAYJBHOI'0 KOHTPOJIHA

Homep 3axanus KoaunyecTBo 0a110B
3ananue 1 5
3ananue 2 5
Bcero 10 6ay10B

10. KOHTPOJIBHBIE BOITPOCHI K TIPOMEXYTOUYHOM ATTECTALIUA

Bonpocsl k 3aueTy
CoaepikaresbHblil Moay/b 1. JIOKyMeHTHPOBaHMe eI TeJIbHOCTH OPraHu3aluu,
npeanpusiTus, y4peKieHus

1. OcHoBHble mOHATHS B cdepe ITOKYMEHTALIMOHHOTO oOOecnedeHus YIpaBlIeHUs
(memompou3BOICTBA).

2. CoBpeMEHHBIN JCIOBOW JOKYMEHT M €ro 0COOCHHOCTH. [[emonpou3BoACTBO B cdepe
YIPABJICHUS OpraHU3aMe.

3. OCHOBHBIE 3aKOHOJATEIBHBIE aKTHl U HOPMATHBHO-METOJIUYECKHE JTOKYMEHTBI LIS
OpraHu3aliy JIeJI0NPOU3BOICTBA.

4. Knaccuduxarus cayKeOHbIX TOKYMEHTOB.

5. llonsatne yHMUKAMM U CTaHAAPTH3ALUHM CIYy)KEOHBIX JOKyMeHTOB. [loHsaTue
YHUPUIMPOBAHHON  (OpMBI  CIy’)KEOHOTO JTOKYMEHTa U  YHU(QUIUPOBAHHON  CHUCTEMBI
JOKYMEHTAI1H.

6. Ilonstme, oOmIas XapakTEPUCTHKA M OCOOCHHOCTH CHCTEMBl OpraHH3allMOHHO-
pacnopsaUTENTbHON TOKYMEHTAIIHH.

7. TumoBasi MHCTPYKIMS MO JEJIONPOU3BOJCTBY B OpraHax rocyJapCTBEHHOW BIIACTH,
opraHax MecTHOTO camoymnpasiienun Jlonenkoit Hapomuoit PecyOnmuku: o0rmas xapakTeprCcTHKA.

8. PekBusuT HO0KyMEHTa (IIOCTOSIHHBIN, TepeMeHHbIi). COCcTaB PEKBU3UTOB CIY)KEOHOTO
nokymenTa. @opmynsip 10KyMeHTa.

9. OOmume TpeOOBaHUS K TOATOTOBKE, COCTABJICHHIO M OGMOPMIICHHIO CITy)KEOHBIX
JOKYMEHTOB.

10. PexBu3uthl «I'ocynapcrBennsiii repo JIHP», «Ombnema opranuzanuy i TOBapHBIHA
3HaK (3HAK OOCTY)KUBAHUS ).

11. PexBusutsl «Kon opranuzanum», «Koa hopMbl TOKyMeHTa.

12. PexBu3ut «HanMeHoBaHuE OpraHuzaiiu», BKIIOYAIOIIMNA CIEAYIOLUIUE COCTABHbBIE
aneMeHThl: «HaumeHoBaHMe BbIIeCTOAIICH opraHuzauumn» (rpu Hanmuunu), «HanMeHnoBaHue
opranmzanun», «HauMeHoBaHUE CTPYKTYpHOrO MOApa3leNeHus opraHusauuun»  (mpu
HeoOxoquMocTH), «HanMeHoBaHKe TODKHOCTHOTO JTHIIAY.

13. PexBu3ut «CripaBo4HbIE JaHHBIE 00 OpraHU3aIuI.

14. PexBu3utsl «HanMmeHoBaHue BUAa JOKyMEHTa», «/laTa tokymeHTay.

15. PexBu3uThl «PeructpannoHnbiii Homep JoKyMeHTay, «Cchlika Ha PerucTpaliuOHHbIN
HOMEp U JIaTy JTOKYMEHTa.

16. PexBu3ut «MecTo COCTaBIICHUS WM U3JaHUS TOKYMEHTa.

17. PexBu3utel «I'pud orpaHuyeHus JOCTyma K JIOKyMEHTYy», «OTMeTka o
KOH(UIEHITNATEHOCTH.

18. PexBu3uT «Aapecar».

19. PexBusut «I'pu¢ cornmacoBanus Jo0KyMeHTa», «Busbm».

20. PexBu3ut «I'pud yTBepkaeHUS TOKYMEHTa».

21. PexBu3utsl «Pe3omonusny, «OTMETKa 0 KOHTPOJIEY.

22. PexBU3HTHI «3aroJioBOK K TEKCTY JOKYMEHTa», «OTMETKa 0 HATMYUH MPHIIOKESHUI.

23. PexBusutsl «Iloanuceky», «OTTUCK meYaTHy.

24. PexBu3uTthl «OTMETKA O 3aBEPEHUH KOMUN», «OTMETKa 00 UCTIOIHUTETIEY.
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25. PexBu3utbl «OTMeTKa 00 HCHOJHEHHWU JOKYMEHTa W HANpaBJICHUU €r0 B JEJIO»,
«OTMeTKa 0 MOCTYIVICHUH JOKYMEHTA B OPTaHU3AIHIOY.

26. PexBusuthl «OTMETKAa O HAJIMYUH JIOKYMEHTa B JJICKTPOHHOU (opmey, «3amuch o
rOCyJIapCTBEHHOM PEruCTpaIiimy.

27. TpeboBaHus K OJIaHKaM OPraHU3alMOHHO-PACIIOPSITUTEIBHBIX TOKYMEHTOB.

28. Buzpl 6JaHKOB OpraHU3alMOHHO-PACTIOPSAAUTEIBHBIX TOKYyMEHTOB.

29. BapuaHThl U cHOCOOBI pa3MENICHUs PEKBU3UTOB Ha OnaHkaxX. PekBH3WTHI OJaHKOB
OpraHu3aIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

30. TpeboBaHUs K TOKYMEHTaM, H3TOTABIMBAEMBIX C IOMOMIBIO IEYATHBIX YCTPOUCTB.

31. O6une TpeOoBaHUs K COCTABICHUIO TEKCTOB JIEJIOBOTO JJOKYMEHTA.

32. FOpunuyeckas cuiia OpraHu3alMOHHO-PACIOPSIAUTENLHBIX JOKYMEHTOB.

33. [lonsTne OQUIMATBHO-/IEIOBOTO CTHIIS JIEJIOBOTO JOKyMeHTa. [Ipu3HaKu NenoBoro
ctunsi. CTuieBble MPUMEPHI TEKCTOB.

34. PactipocTpaHeHHBIE ONTUOKU B TEKCTE JISTIOBOTO JIOKYMEHTA.

35. YcraB: cTpykTypa, 0COOCHHOCTH COCTABJICHUS U 0(DOPMIICHUSI.

36. Buibl os10KeHUI, 0COOCHHOCTH COCTaBJICHUS U 0(POPMIICHHUS.

37. Buapl MHCTPYKIIHMA, 0COOEHHOCTH COCTABIICHHS U 0(hOPMIICHHSI.

38. Buzp! mpaBuL.

39. Buzpl paciopsiAuTENEHBIX TOKYMEHTOB.

40. Cocrasiienue u o(hopMIICHHE ITPUKA3a 10 OCHOBHOM JESTCILHOCTH.

41. CocraBiiene u oQopMiIeHHE TpUKa3a MO aJMHHUCTPATHBHO-XO3SIHCTBEHHBIM
BOTIPOCAM.

42. OhopMiieHHE COBMECTHBIX MPUKA30B JIBYX OPTaHU3AIHA.

43. OdopmieHue BHIMUCKY W3 puKa3a. [IpaBuia 3aBepeHus KOMUK JOKYMEHTA.

44, TIpaBuna opopMIIeHUS IPUIIOKEHUN K PACTIOPSIIUTEILHBIM TOKYMEHTAM.

45. Dranbl co3aHus TPUKa3a B OpraHUu3aIlyH.

46. CtpykTypa u npaBmia opopMIICHUS TPOTOKOJIA.

47. CocraBnenue 1 0)oOpMIICHHE aKTa.

48. CocraBnienue 1 0(hopMIICHHE BHYTPCHHEH TOKIATHOMN 3aIHUCKH.

49. Cocrasnienue 1 o(hopMIIeHHE BHELTHEH TOKIaHOM 3aUCKH.

50. CocraBnenue u opopMIIeHUE CITY)KEOHOM 3aIUCKH.

51. OcobeHHOCTH cOCTaBlIeHUs W O(GOPMIICHHS Pa3IUYHBIX BHJIOB OOBSICHUTEIHHBIX
3aIHCOK.

52. Cocrapnenue u 0opMJIeHHE BHYTPEHHEH U BHEIIHEH CIPaBKH.

53. PekBU3HTHI CITy’)k€OHOTO MHChMA.

54. Bunpl ciy>keOHBIX MHUCEM.

55. CocraBnenue u 0opMIICHUE TEKCTA OTIIEIbHBIX BUJIOB CIIYKEOHBIX MHCEM.

ConepxarejbHbIA MOAYJIb 2. TeXHOI0THS M OPraHu3anys padoThl C JOKYMEHTAMH

56. [Tonsatne nOKyMeHTOOOOpOTa M TpeOOBaHWSA K €ro OpraHu3aluu. Yd4er oObema
JOKYMEHTO000pOoTa.

57. JIBI>KE€HUE BXOAIIUX JOKYMEHTOB.

58. JIBMKeHUE UCXOAALINX JOKYMEHTOB.

59. JIBr>keHUe BHYTPEHHUX TOKYMEHTOB.

60. ITpuem u nepBuuHas 06paboTKa BXOIAIMINX JOKYMEHTOB.

61. [IpenBapuTenbsHOE PACCMOTPEHUE U pacipeiesieHe JOKYMEHTOB.

62. [lonsTtue, 1eNb U MPUHLIMIIBI PETUCTPALUU TOKyMEHTOB. MHIekcaust TOKyMEeHTOB.

63. @opMbI perucTpanuu J0KyMeHTOB. JKypHanbHble ()OPMBI PErUCTPALIIH TOKYMEHTOB.
Kaprounas ¢opma perucrpanuud JOKYMEHTOB. ABTOMAaTH3MpOBaHHas (GopMa perucTpanuu
JOKYMEHTOB.

64. Opranu3anus UCIOJIHEHUS CITyKeOHBIX TOKYMEHTOB.
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65. Llenb, CYITHOCTB, 331241 KOHTPOJIA UCTIONHEeHUs. [lepeuHn TOKYMEHTOB, O UIeKAIIIX
KOHTPOJIIO HcriosiHeHHsI. CPOKM MCTIOTHEHUS TOKYMEHTOB.

66. MudopmarmonHo-crnpaBoyHasi paboTa ¢ JOKYMEHTaMH.

67. [Topsimok 00OpabOTKU M OTIPABKU UCXOIAIINUX JOKYMEHTOB.

68. Opranusanus XxpaHeHUs! JOKYMEHTOB.

69. JlokyMeHTaNbHBIN (HOHI.

70. Homenknatypa nein. CocTaBJeHHE 3aroJIOBKOB JICIT.

71. YcraHoBieHHE CPOKOB XpaHeHus jesl. DopMUpOBaHUE JEII.

72. Odopmienue 06m0xku aen. OdopmieHue aei.

73. DkcriepTr3a  [EHHOCTH JOKYMEHTOB. OkcmepTtHas komuccus (LlenTpanbhas
sKcriepTHas komuccus). CocraBieHne u 0(hopMIICHHE apXUBHBIX OMTUCEH el

74. AXT O BBIJICIIEHUH K YHHUTOXEHUIO JJOKYMEHTOB, HE TIOJISKAIINX XPaHEHHIO.

75. Ilopsinok nepenauu eyl B apXuB OpraHU3alim.

11. OBPA3EIl DKBAMEHAIMOHHOI'O BUIETA — ne npedycmompen.

12. OBPA3EILl TECTOBOI'O 3AJAHUSA

1. Perucrpanus TOKyMEHTOB — 3TO HA4aJIbHBIN JTall:
a) MCIOJIHCHHS JIOKYMEHTA;

0) TpenBapUTEIHLHOTO PACCMOTPEHHUSI TIOKYMEHTOB;
B) KOHTPOJIS 33 UCHOJHEHUEM JIOKYMEHTOB;

I') TIEPBUYHOMN 00pabOTKH TOKYMEHTOB.

OTtBer: B)
13. KPUTEPUU OLUIEHUBAHUA

B Tedyenume cemectpa oOydaromuiicsi MOKET 3apaboTarh Oayuibl (B OOIICH CIOXKHOCTH
MakcuMyM 100 6amioB) 3a ClieyrOIIHe BUIbI IEATETHHOCTH:

1) BBINOJHEHHE MPAKTHYECKUX 3aaHuUM;

2) HamucaHhe MOIYJIbHOU KOHTPOJBHOM paboTHI;

3) opranu3anoHHO-y4eOHast paboTa cryaeHTa (IOCEIaeMOCTh 3aHATHI, aKTUBHOCTH BO
BpEMsI MPOBEACHUS JIGKIIMOHHBIX M MPAKTHYCCKHUX 3aHITHI );

4) oTBETHI HAa BOIIPOCHI (OMPOC, TECTUPOBAHKE, aHAJIN3 KOHKPETHBIX CUTYAIIHii, HAIIUCAHHE
KOHCIIEKTOB WJIH OT/EIbHBIX BOIIPOCOB TE€M, BBIHOCUMBIX Ha CAMOCTOSITEIbHOE H3YUCHHUE);

5) BBINOJIHEHHE WHIUBUIYaIbHBIX TBOPYECKUX 3a/aHHi, HAlKMCAaHUE JOKJIAI0B |
pedeparoB (60HYCHBIE OaIIbI);

6) oTBeT Ha 3ayere.

Onenka 3HaHUM CTYAEHTOB mpoBoauTcs 1o 100-0annpHOM MIKale COTIaCHO CIIEAYIOUIUM
KPUTEPHSIM:

Ne i/ \ Buabl KOHTPOJIbLHBIX MEPONIPUATHIA \ KoanuecrBo 6a/1110B
Cooeporcamenvuutii modyns 1. /lokymenmuposanue oeamenvnocmu
Op2aHU3aAYUU, NPEONPUAMUSA, PUPEHCOCHUA

Tema 1
1. [IpakTuyeckas pabora 1 3
2. OpraHu3anoHHO-y4eOHasl paboTa CTy/IeHTa 0,5
Tema 2
1. Opranu3anoHHO-y4eOHas paboTa CTy/IeHTa 1
2. OTBeTbI Ha KOHTPOJIbHBIE/TECTOBbIE BOIPOCHI 0,5
Tema 3
1. IIpakTrnyeckas pabora 2 5
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Ne i/ Buabl KOHTPOJIBLHBIX MEPONIPUATHI KosanuectBo 6a/1510B
2. [TpakTuyeckas padora 3 5
3. OTBeTHI Ha KOHTPOJIBHBIE/TECTOBBIE BOIPOCHI 3
4. OpranuzannoHHO-y4eOHas paboTa cTyIeHTa 1
Tema 4

1. KoncnekT TemMsr 3)

2. OTBeTHI Ha KOHTPOJIbHBIE/TECTOBBIE BOIPOCHI 1
MoayJ/ibHbIH KOHTPOJIb 10
Tema §

1. [IpakTuueckas pabora 4 5

2. [IpakTnueckas pabora 5 5

3. OTBeThl Ha KOHTPOJIbHBIE/TECTOBBIE BOITPOCHI 3

4, Opraan3annoHHO-y4eOHast paboTa CTyJeHTa 1
Tema 6

1. [IpakTnyeckas pabora 6 5

2. [IpakTnueckas pabora 7 5

3. OTBeTHI Ha KOHTPOJIBHBIE/TECTOBBIE BOIPOCHI 3

4, Opraan3annoHHO-y4eOHast paboTa CTyJIeHTa 1
Tema 7

1. [TpakTnyeckas pabora 8 5

2. [TpakTuyeckas padora 9 5

3. OTBeTHI Ha KOHTPOJIHHBIE/TECTOBBIE BOIPOCHI 3

4, Opraaun3aninoHHO-y4eOHast paboTa CTyJIeHTa 1

Cooeprcamenvnuwvtit mooyns 2. Texnonozusn u opzanuzayus padoomot ¢ 00KyMeHmamu

Tema 8

1. OTBETHl HA KOHTPOJBHBIE/TECTOBBIE BOIPOCHI 1

2. Opraan3aninoHHO-y4eOHast paboTa CTyJeHTa 0,5
Tema 9

1. OTBeTHl Ha KOHTPOJBLHBIE/TECTOBBIE BOIPOCHI 1

2. Opraau3alnoHHO-y4eOHas paboTa CTyJaeHTa 0,5
3auer 20
BCEI'O 100

OneHka 3a ceMecTp BBIUMCISIETCS IMyTeM CYMMHPOBAHHS 3apaOOTaHHBIX CTYAEHTOM
0aJIoB 3a CeMeCTp W Ha 3aueTe W BBICTaBJIsEeTCs cornacHo mkaine, npunaroit B JIOHHY. Bonee
noApoOHbIE KPUTEPUH DPa3padaThIBAIOTCA MCXOJS W3 KOHTHMHIEHTa W JOBOJAATCA JI0 BeaoMa
CTYICHTOB B IEPBBI MecsI 00ydeHUsl.

Iopsaok oueHNBAHNS Y4eOHBIX JOCTHKEHUH 00y4aI0 M XCH

OneHka 1o Onenka no 100- OueHka 1o rocyJapCTBEHHOM 1IKae
mkane ECTS | GamnpHOM mKane | sk3ameH, AuddepeHIIIpOBaHHbIN 3a4eT 3a4er
A 90-100 5 (OTIUYHO) 3a4TE€HO
B 80-89 4 (xopo1110) 3a4TEHO
C 75-79 4 (xopo1110) 3a4TEHO
D 70-74 3 (YAOBIETBOPUTEIBHO) 3a4TEHO
E 60-69 3 (YAOBIETBOPUTENBHO) 3a4TEHO
FX 35-59 2 (HEYOBJIETBOPUTEIILHO) C HE 3aYTEHO
BO3MO’KHOCTBIO TIOBTOPHOM aTTeCTalluu
F 0-34 2 (HEYOBJIETBOPUTEIILHO) C HE 3aYTEHO
BO3MO>KHOCTBIO TIOBTOPHOM clauul MpU
ycI0BHH 00s13aTeNbHOr0 Habopa
JIOTIOJIHUTEIIbHBIX 0aJIIOB
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14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLHECCA

Jis mpoBeneHHsl JEKIMOHHBIX U TMPAKTHUYECKUX 3aHATHHA TpeOyeTrcs ayauTopus Ha
rpymmny, 000py1oBaHHAasE MEJIOBOM MM MHTEPAKTUBHOW TOCKOHM, MyJbTHMEIUIHBIM IIPOSKTOPOM
U DKpaHOM, HOYTOYK, BbIx0J] B MInTepHet, Wi-Fi nocTym B KopIycax yHUBEpCUTETa, TEKCTOBBIC U
AIIEKTPOHHBIE PECYPChl HAYYHOW OMONIMOTEKH YHUBEPCHUTETA.

15. PEKOMEHIOBAHHASA JIMTEPATYPA

Koa-so Hanuumne
Ne IK3eMILIAPOB N
i HanmenoBanue B GHOAMOTEKE 3J1eKTPOHHOIA
JTOHHY Bepcnu B JBC
Ocnosnan numepamypa
1 | Jenonpou3BoacCTBO 00pa3siipbl, JIOKYMEHTHI, 1 -
opranmzaius U TexHosorus padotsl / [B. B. 'anaxoB u
np. ; mox pen. U. K. Kopueera, B. A. Kynpsiepa]. — Uszn.
3-e. — Mockaa : [Ipocnekr, 2015. — 479 c.
2 | Manexa, }O. I. [okymeHTyBaHHS B MiJIIPUEMHHUIIBKIN 20 -
cdepi (31 3pa3kamu Cy4acHHUX JIOKYMEHTIB) : HaBY. MOCI0.
quist Buil. Had. 3akil. / 1O. L. Tanexa. — Kuis : Jlipa-K,
2010. — 509 c.
3 | Manexa, FO. I. Opranizariist 3araJibHOTO JUIOBOACTBA : (31 15 -
3paskamu cydacHux autopux marepis) / FO. 1. [Tanexa. —
2-re Bua. — Kuis : Jlipa-K, 2009. — 457 c.
4 | Ilorpebnas, JI. Jlenonpon3BoncTBO, KAKMM OHO JOKHO 1 -
obiTh / JI. [Torpebnas. — 2-¢ usa. — Xapokos : dakrop,
2008. -413c.
5 | ApacnanoBa, B. A. JlokymeHTarmoHHoe obecrieueHue - +
VIIpaBJICHUS y4eOHO-TIpakTh4Yeckoe mocooue /
B. A. ApacimanoBa. — Mocksa : upekr-Menua, 2013. — «Y HUBEPCHTETCKAs
240c. — PexuMm jgoctyma: 1O  TOANUCKE. — bubmorexa
URL: http://biblioclub.ru/index.php?page=book&id=137 ONLINE»
706 (maTa oopamenus: 01.04.2020). — ISBN 978-5-4458-
2253-0. — DOl 10.23681/137706. — Tekcr
3JIEKTPOHHBIH.
6 | bacakoB, M. 1.  JlokyMeHTallMOHHOE  OOEcCIeUCHHE - +
ynpasnenus : ([emonponsBonctBo) / M. U. bacakos. —
2-e 3., ucl. u aon. — Pocros-nHa-Jlony : ®ennkce, 2013. «YHHUBEPCUTETCKAS
- 352c. nn. — (Cpemnee mpodeccroHaIbHOE oubimoreka
oOpa3oBaHue). — Pexxum poctyma: mo moAmmCKe. — ONLINE»
URL.: http://biblioclub.ru/index.php?page=book&id=271
490 (mata ooparenus: 01.04.2020). — BuGnuorp. B KH. —
ISBN 978-5-222-20053-7. — TeKcT : 3JIEKTpOHHBIH.
7 | bpeckuna, H. B. OcHOBBI aenonpou3BoaCcTBa : yueOHOE - +
nocobue / H.B. Bbpeckuna ; Cesepo-KaBkasckuit
¢enepanbubiii yauBepcuter. — CraBponoib : CeBepo- «YHMBEPCHUTETCKAs
Kasxkasckuii ®enepanbubiii yausepcuter (CKDVY), 2015. oubmoTexa
— 123 c. : un. — PexuMm aocTyna: MO TOIIHCKE. — ONLINE»
URL.: http://biblioclub.ru/index.php?page=book&id=457
881 (mata oOpamenus: 01.04.2020). — bubmuorp.:
c. 118-119. — TekcT : 37IeKTPOHHBIH.
Haumenoeanuii ocnoenoii aumepamypui: 1 | 37 neuammnbix 3 anekmponmvix
IKIEMNIAPOB pecypca



http://biblioclub.ru/index.php?page=book&id=137706
http://biblioclub.ru/index.php?page=book&id=137706
http://biblioclub.ru/index.php?page=book&id=271490
http://biblioclub.ru/index.php?page=book&id=271490
http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=457881
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Jlononnumenvnan numepamypa

Bnacoga, E. E.  CoBpemeHHBIN [1€10BOM  JTOKYMEHT
Opranu3zanus JeIonporu3BOACTBa U JOKYMEHTO000pOTa
na npeanpustuu / E. E. Bracosa. — X. : Koncynbt, 2004.
-212c.

Hemun, 0. M. Jlenonpoussoacteo : [loaror. cimyxe6.
nokymerntoB / 0. M. Jlemun. — 2-¢ usn. — CI10. u ap :
IMutep, 2005. — 224 c.

10

EnuzaBeruna, T. M. Jlenonpon3BOICTBO Ha KOMIIbIOTEPE
: [cocT. moxymenToB. Opr. paGotel. Benenue yuera] /
T. M. ExuzaBeruna, M. B. JlenncoBa. — 3-e uza. — M. :
Kynun-o6pas ; CII6. : [Tutep, 2005. — 299 c.

11

Konsima, M. I'.  lenonpon3BoiCcTBO, OyXrantepus Hu
aHanu3 OM3HECA HAa KOMIIbIOTEpe : [yueld. mocobue s
PabOTHUKOB CIyX0 JIC/IONMPOM3BOJICTBA, CEKpeTapeH,
PYKOBOJMTENEH, CTYJACHTOB BY30B JKOH. mpodwis] /
M. I'. Konsga. — Jorenk : BAO, 2003. — 285 c.

19

12

Kpacasun, A. C.  JlokyMeHTallMOHHOE  OOecIriedeHne
yIpaBJIeHHs ~ KaJpamMH : @pakT. 1mocodue /
A. C. KpacaBun. — M. : UHOPA-M, 2003. — 191 c.

15

13

MuTtpodanosa, B. B. KagpoBoe nemonpom3BoacTBo B
KoMMepueckoi opranmzanuu / B. B. Murpodanosa. —
Mocksa : Ok3amen, 2005. — 143 c.

14

MManexa, FO. I. Opranizamis cy4acHOro JiJIOBOJCTBA :
HaB4. 1oci0. mis crya. BysiB / FO. 1. Ilanexa. — Kuis :
Koumop, 2007. — 190 c.

15

ITamexa, }0. I. KymeTypa mimoBomcTBa B CydacHHUX
yCTaHOBaX  YKpaiHW:  CTAaHOBJICHHS,  TEXHOJIOTIS,
opraisailis, KepyBaHHs : aBToped. AucC. Ha 3100. HayK.
cryn. kauza. ict. Hayk (07.00.10) / IO. I [Tanexa ;
Jepx. koM. apxiBiB YKpainu ; YKp. H.-1I. iH-T apX. CIIpaBH
Ta JoKymeHTo3HaBcTB. — K., 2005. — 18 c.

16

I'mamermeBa, K. 1. TpeGoBanmst k  oOpMIIEHUIO
OpPTaHHU3AIMOHHO-PACTIOPSIINTENBHBIX ~ JOKYMEHTOB  /
K. W. I'mageimreBa. — MockBa : JlabopaTopusi KHHTH,
2010. — 38c. — Pexum pocryma: mo TOANMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=878
45 (mata  obpamenns:  01.04.2020). —  Tekcr
3JICKTPOHHBII.

+

«YHUBEPCUTETCKAS
oubmmoTeka
ONLINE»

17

Hemun, FO.M. [lenonpousBoactso. JJokyMeHTaIllMOHHBII
MeHe/DKMEHT : ydeOHoe mocobue / 0. M. lemun. —
Mocksa ; bepnun : lupext-Memua, 2014. — 205 c. : a6,
cxeM. — Pexum gocTyma: 1Mo TOANMHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253
657 (nata obparmenus: 01.04.2020). — bubaworp. B KH. —
ISBN 978-5-4475-1572-0. — DOI 10.23681/253657. —
TEKCT : 3JIEKTPOHHBIM.

+

«YHUBEPCUTETCKASI
oubnmoTexa
ONLINE»

18

3axaposa, T. 1.  JlokymeHTalMOHHOE  oOeciiedeHue
yIpaBleHUs : Yy4YeOHO-TIpaKTU4eckoe mocobue /
T. W. 3axapoBa. — MockBa : EBpa3uiiCKuil OTKPBITBINA
uactuTyT, 2010. — 155¢. — Pexum pocryma: 1o
nomamucke.  —  URL: http://biblioclub.ru/index.php?
page=book&id=90346 (nata obpamenus: 01.04.2020). —
ISBN 978-5-374-00261-4. — TekcT : 3J1eKTPOHHBIH.

+

«YHUBEpCHUTETCKAS
ouobimoreka
ONLINE»

19

UYepnenxas, JI. M. Jlenonpon3BoacTBO
(IokyMeHTaMOHHOe  oOecredeHne  yHpaBJICHUS)
yuebnoe mnocobue / JI. M. Uepneukast ; Tomckuit



http://biblioclub.ru/index.php?page=book&id=87845
http://biblioclub.ru/index.php?page=book&id=87845
http://biblioclub.ru/index.php?page=book&id=253657
http://biblioclub.ru/index.php?page=book&id=253657
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TOCYAapCTBEHHBIH  YHHMBEPCUTET, MeXIyHapOAHBIH «YHUBEpCUTETCKAs
(akynerer ynpasnenus, Kadeapa conmanbHbix Hayk. — OoubnuoTeka
Tomck : ToMckuil TOCYHapCTBEHHBIM YHUBEPCHUTET ONLINE»
(TTVY), 2013. — 234 c. : w1 — Pexum jgoctyna: 1o

nomamucke.  —  URL: http://biblioclub.ru/index.php?

page=book&id=435323 (nara obpamenus: 01.04.2020).
— bubnuorp. B kH. — TeKCT : 3JEKTPOHHBIH.

Ilepuoouueckue uzdanusn
20 | Jenonpoussozactso. — 2007— . — Mocksa : JlenoBble 19 -
kommyHukanuu. — 2007— . — BeixoauT 4 pasa B roj,.
2007, Ne 1-4 ; 2008, Ne 1-4 ; 2009, Ne 14 ; 2010, Ne 1 ;
2011, Ne 3-4; 2012, Ne 1-4.

Haumenosanuii dononnumensvnoii aumepamypot: 13 | 65 neuammnoix 4 anexmponnvix
IKIEMNLAPOE pecypca
Bcezo no oucyunaune: 20 102 7

16. TH®OPMALIMOHHBIE PECYPCBI

1. T'ocymapcTBeHHas HH(GOPMAIHOHHAS CHCTEMAa HOPMATHBHBIX ITPABOBBIX aKTOB : TIOPTAJ
| MunuctepctBo tocturinu Jlonenkoi Hapoauoit Pecniyonmuku. — Jlonenk, [2016—  ]. — URL:
https://gisnpa-dnr.ru (mara ooparenus: 10.04.2020).

2. Bcepoccuiickuii  Hay4HO-HCCACIOBATEABCKHI ~ MHCTUTYT  JOKYMEHTOBEICHHS U
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17. MIPOTPAMMHOE OBECIIEYHEHHUE

1. Windows 7 PRO (xopnioparuBnas nurensust JJouHY Ne 46484614).

2. Microsoft Office (kopmoparuBnas nutiersus JJouHY Ne 46472919).

3. Jlunensun GPL, Apache, BSD s cBOOOAHOrO MpPOrpaMMHOTO OOECIICUCHMS:
Anrusupyc Kacnepckoro, Libre Office, Adobe Acrobat Reader, xPDF, Paint. NET, Gimp.

18. ©ICNIOJIb30BAHUE 3JIEKTPOHHOI'O OBYYEHUA
N JUCTAHOHUOHHBIX OBPA3OBATEJIbBHBIX TEXHOJIOT'MU

®.1N.0. npenogaBares
H BHJI 3JIEKTPOHHOT0 B3auMO/IeiCTBHS
NMpenoJaBaTe/b-CTyIeHT N0 TUCHUIIHHE

JucuuninHa Wi apyroi
BU/I YueOHO padoThl

HOK(%iiziilf{;iHoe ®unarosa 4. B.:
. O6naxko (https://cloud.mail.ru/public/inhF/2CNYjWwKM)/),
yIpaBJIeHUYECKOH

e-mail (ya.filatova@donnu.ru).
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