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Paboyast mporpaMMa TUCIUILTHHBL
OcCHOBBI 1€JIONIPOU3BO/CTBA

paspaborana B coorBeTcTBHU ¢ PI'OC:

DenepaiabHBINA FOCYIapCTBEHHBIN 00pa30BaTeNBHBIN CTAaHIAPT BEICIIEr0 00pa30BaHMs I10 HANpPaBICHUIO MOATOTOBKH 38.03.02
MEHEJDKMEHT (ypoBens 6akanaBpuarta) (mprka3 MunoOpHayku Poccun ot 12.01.20161. Ne7)

COCTaBJICHA HA OCHOBAaHUH yqe6Horo IJIaHa:

Hamnpasnenne nonrorosku 38.03.02 MenemxmeHT
Hanpasnennocts (mpoduinb) MeHeIKMEHT OpraHu3aIiu

YTBEPKICHHOTO YUYEHBIM COBETOM By3a oT 27.08.2020 mpoTokon Ne 1.



1. HEJIX OCBOEHUSA JUCLUAITJIMHBI

1.1 | Llenpro U3y9YeHUS QUCIMILUINHEI ABIETCS: (JOPMUPOBAHKE Y CTYJCHTOB (DyHIaMEHTANBHBIX U IIPUKIAIHBIX 3HAHUH B
o0nacTu eNoMpOU3BOICTBA, a TAKKE YMEHUH 110 COCTABICHHUIO U O(OPMIICHHIO OTIENBHBIX BUJOB JOKYMEHTOB U
OpraHu3aLyy padoThl C HUMH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Hukn (pazpen) OOIT: b1.b

2.1 | TpeGoBaHus K NpeABapPUTEIbHOI MOAT0TOBKE 00y4al0IIerocs:

2.1.1 | Mladopmaruka

2.1.2 | Ucropus

2.1.3 | YueOHas npakTHKa (IPaKTHKA T10 TOIYYECHHUIO IIEPBUYHBIX MTPO(GECCHOHANBHBIX YMEHUH 1 HAaBBIKOB)

2.1.4 | be3onacHOCTD KU3HEAEATETLHOCTH

2.1.5 | Kyneryposnorus

2.1.6 | Ilcuxomorus

2.1.7| Ctynenr B cpene e-learning

2.1.8 | @unocodus

2.2 | AucuMnJMHbI M NPAKTHKH, 1JI51 KOTOPbIX OCBOEHHE JAHHOM JMCHUIJIUHBI (MOAYJIs1) HEOOXOTUMO KAK
npeiIecTBYOIIee:

2.2.1 | lenoBble KOMMYHHUKAIIUH

2.2.2 | UHHOBAIIMOHHKII MEHEI)KMEHT

2.2.3 | UccnenoBanue cucTeM yrpaBieHUS

2.2.4 | Teopust MEHEIKMEHTA

2.2.5 | YopaBneHue Ka4eCTBOM

2.2.6 | Mapketunr

2.2.7 | IIpon3BoCcTBEHHAS MPAKTHKA (TIPAKTHKA IO TOIYyYSHUIO TPOGECCHOHATBHBIX YMCHHUH 1 ONBITA TPOdeCCHOHATHHON
JeSITeTbHOCTH)

2.2.8 | TpynoBoe mpaBo

2.2.9 | KopniopaTrBHBIE (hHHAHCHI

2.2.10 | JIoructuka

2.2.11 | TexHOJIIOTUYECKUE OCHOBBI TPOU3BOJICTBA

2.2.12 | MeToap! MOAEIMPOBAHUS U IPOTHO3UPOBAHUSI B SKOHOMUKE

2.2.13 | OxoHOMETpHKa

2.2.14 | Byxrantepckuil ynpaBieHYECKUI ydeT

2.2.15 | UndopMaioHHBIE TEXHOJIIOTHH YIPaBICHASA

2.2.16 | [Ipon3BOACTBEHHBIN MEHEIKMEHT

2.2.17 | OneKTpOHHBINH JOKYMEHTOO00POT

2.2.18 | 3amura BBITYCKHOW KBATH(DUKAIIMOHHON pabOTHhI, BKIOYas MOATOTOBKY K HPOLEIYPE 3aIlUThI U MIPOLEAYPY 3aIIUTHI

2.2.19 | TloaroToBka K cave u cada rocy1apcTBEHHOT0 dK3aMeHa

2.2.20 | IIpon3BoacTBeHHAs MPAKTHKA (IIPEAUIIIOMHAS [IPAKTHKA)

3. KOMIIETEHLIMHA OBYYAIOIIETOCSI, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCLIMITIMHBI
(MOJYJIST)

OIIK-7: cnoco0HOCTHIO peliaTh CTAHAAPTHBIE 32/1a4H MPo¢ecCHOHATBHOI 1eSITeIbHOCTH HA OCHOBE HH()OPMALIMOHHON U
Oubauorpaguyeckoii KyJabTypbl ¢ NpUMeHeHHeM HH(OPMALMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI M € Y4€TOM OCHOBHBIX
TpeOGoBaHuil ”HGOPMALMOHHOI 0e30ACHOCTH

Oco0eHHOCTH BelleHHS AETI0BOM MEPENUCKH U TOKYMEHTALu!

OIIK-5:  BJaaseHHeM HABbIKAMH COCTABJICHHS (PMHAHCOBOM OTYETHOCTH € Y4ETOM NOC/IEACTBHIl BJIMAHUS Pa3JIMYHbIX
METO/I0B H CII0c000B (UHAHCOBOIO y4eTa Ha (PMHAHCOBBIE Pe3yJIbTAThI eATEIbHOCTH OPraHU3aLMH HA OCHOBE
HCIO0JIb30BAHNS COBPEMEHHBIX METO0B 00paG0oTKH 1e/10B0 HH(POPMALUH U KOPNIOPATHBHBIX HH(POPMAIMOHHBIX CHCTEM

Metonamu JAOKYMCHTALIMOHHOI'O 06CJ'Iy>KI/IBaHI/I$I YUpPCIKACHUA

TeOpeTI/II{CCKI/IMI/I S3HAaHUAMHU U MIPAKTUICCKUMHU HaBbIKaMH yHI/I(bI/IKaI_II/II/I " CTaHAapTU3alluy YIIPABJICHYCCKUX TOKYMEHTOB




OIIK-7:  cnoco0HOCTBIO pelIaTh CTAHAAPTHBIE 32241 NPO(ecCHOHAILHOM JeATeIbHOCTH HAa 0CHOBe HH(OPMAaLlMOHHOM U
oudMorpaduyueckoii KyJbTypsl ¢ NpUMeHeHHeM HHPOPMAIHOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTHI M € Y4€TOM OCHOBHBIX
TpeOGoBaHUii MHGOPMALMOHHOI 0€30MACHOCTH

HaxoauTe HOpMBI U IpaBHiIa, peryaupyromue ohopMICHHE TOKYMEHTOB

Cnoco0bt O(l)OpMJ'IeHI/IH Pa3JIMIHBIX JOKYMCHTOB B COOTBETCTBHU C HOpMaMH U IIpaBUJIaMU

Cnoco0bl HCIOIB30BAHUS I/IH(I)OpMaL[I/IOHHBIX TEXHOJIOTUM Ipu BEACHUU OCIT

OIIK-5: BJIa/ICHHEM HABBIKAMM COCTABJICHUS (PMHAHCOBON OTYETHOCTH € Y4€TOM MOC/IeICTBUH BJIMAHUSA Pa3InYHbIX
METO/I0B M CIIOCO00B (PMHAHCOBOIO Y4eTa HAa (PMHAHCOBBIE Pe3YJIbTATHI IeITEIbHOCTH OPraHU3alii HA OCHOBE
HCII0JIb30BAHNS COBPEMEHHBIX MeTO10B 00pa0oTKH e/ 10B0ii HHPOPMALUM M KOPIIOPATHBHBLIX HHYOPMAILIHOHHBIX CHCTEM

HasrpikamMn HpO(l)eCCHOHaHBHOfI KOMMYHHUKalUU ¢ UCTIOJIB30BAHUEM I/IH(I)OpMaI_II/IOHHO-KOMMyHI/IKaI_lI/IOHHI)IX TEXHOJIOTHH

Crioco051 0opMITeHHS pa3INIHBIX JOKYMEHTOB B COOTBETCTBHH C HOPMaMH U IIpaBHIIaMA

HOPSII[OK Ooprann3ani J0KyMCEHTOB B KOMIIJICKCBI

3aKOHOM€pHOCTI/I Pa3BUTHA JOKYMCHTA U CUCTCM JOKYMCHTAIIUN

Bectn ACJIOBYIO MEPCIMCKY U MMOCBUIATH O(I)I/IL[I/IaJ'ILHLIG JAOKYMCHTBI B 3JICKTPOHHOM BHU/I€

O(i)OpMJ'IHTB JAOKYMCHTBI B COOTBETCTBUH C Tpe6OBaHI/IHMI/I TOCyAapCTBCHHBIX CTaHAApTOB

YHHAPHUIHUPOBATH TEKCTHI JOKYMEHTOB

OIIK-7:  cnoco0HOCTBIO peliaTh CTAHAAPTHBIE 33Ja4M NPOo(ecCHOHAILHOI eATeJIbHOCTH HA 0CHOBe HHPOPMALIMOHHON U
O6udnorpadguyeckoii KyJIbTypbl ¢ IPpEMEHEHHEM HHGOPMAIHOHHO-KOMMYHHKAHOHHBIX TEXHOJIOTHIi M ¢ Y4€eTOM OCHOBHBIX
TpeOGoBaHuUii MHGOPMALMOHHOI 0e30MaACHOCTH

AHanu3upoBaTh HOPMATUBHBIE U [IPABOBBIE TOKYMEHTBI, PETYIMPYIOLINE AEI0IPOU3BOICTBO B PD

IIK-8: B1ageHneM HaABbIKAMHU JJOKYMEHTAJLHOr0 0(h)opMJIeHH pellleHHii B yIPaBJeHHH ONePaluOHHOI
(IpOM3BOACTBEHHOIT) eI TeJbHOCTH OPraHU3alUii IPY BHEAPEHUH TEXHOJIOIHYeCKHUX, IPOAYKTOBbLIX HHHOBALMIl WU
OpPraHM3alMOHHBIX U3MEHEHHI

YHuDUIHPOBATH TEKCTHI JOKYMEHTOB

OdopMIIATh JOKYMEHTBI B COOTBETCTBUH C TPEOOBAHUSAMHU TOCYJAPCTBEHHBIX CTAHAAPTOB

Pa3pabarsiBaTh OpraHU3allMOHHBIE U HOPMATHBHO-METOJHUECKUE JOKYMEHTEI

HaBpIkaMM HCTIOJIB30BAaHHS KOMIIBIOTEPHON TeXHHKH U HH(POPMAIMOHHBIX TEXHOJIOTHH MPU COCTABICHUH U O(OPMIICHUU
JIOKYMEHTOB

TeOpCTI/I‘{CCKI/IMI/I S3HAaHUAMHU U IPAKTUICCKUMHU HaBbIKaMH yHI/I(I)I/IKaL[PII/I U CTaHJapTHU3alluH YIIPABJICHYCCKUX JOKYMCHTOB

MeTonamu JOKYMCHTAIMOHHOI'O O6CJ'Iy)KI/IBaHI/I$[ YUpCIKACHUA

3aKOHOMepHOCTI/I Ppa3BUTHA JOKYMCHTA U CUCTEM JOKYMCHTAllUU

OIIK-7: cnoco0HOCTHIO peliaTh CTAHAAPTHBIE 3aa41 NPO(ecCHOHAIbHO 1eITeIbHOCTH HA 0OCHOBE HH()OPMALMOHHOM 1
O6udnorpadguyeckoii KyJIbTyphl ¢ IPpAMEHEHHeM HH(OPMAIMOHHO-KOMMYHHKANMOHHBIX TEXHOJIOTHIl M ¢ y4eTOM OCHOBHBIX
TpeOGoBaHuii MHGOPMALMOHHOI 0€30MaACHOCTH

HaBreikamu O(i)OpMJIeHI/ISI OJICKTPOHHBIX TOKYMCHTOB

Hasreikamu moncka HeO6XO}IHMOI>i I/IH(I)OpMaIH/II/I npu pCICHUN HpO(i)CCCI/IOHaJ'ILHBIX 3aaa4

OdoppMIISITh Pa3THIHOTO POJIA TOKYMEHTHI

IIK-8: B1ageHneM HaBbIKAMHU JOKYMEHTAJIBLHOr0 0opMiIeHUs pellleHU i B YIIPaBJIeHUH oNepaluoHHOi
(MpOU3BOACTBEHHOIT) 1eATEJHLHOCTH OPraHU3alUil NP BHEPEHHHU TEXHOJOTNYEeCKHX, MPOAYKTOBBIX HHHOBAIIMI WJIH
OPraHu3alMOHHbIX U3MEHEeHUIl

HOp}I,HOK oprann3ali JOKYMEHTOB B KOMIUICKCHI

[IpaBuna coctaBneHUs U 0GOPMIICHHS JOKYMEHTOB

OIIK-7: ¢cnoco0HOCTHIO pemiaTh CTAHAAPTHBIE 32124 NPO(ecCHOHATBHOM 1eATeIbHOCTH HA OCHOBE MH(POPMAIIMOHHOM U
Ooudanorpadguyeckoii KyIbTyphl ¢ IPpUMeHeHHeM HH(OPMAIHOHHO-KOMMYHHKAIMOHHBIX TEXHOJIOTHii M ¢ y4eTOM OCHOBHBIX
TpeOoBaHUii HHPOPMALMOHHON 0€301ACHOCTH

Hagbikamu HpO(I)eCCPIOHaJILHOI;’I KOMMYHHKalIUX C UCIIOJIb30BAHUEM I/IH(l)OpMaI.II/IOHHO-KOMMyHI/IKaI.lI/IOHHLIX TEXHOJIOTHH

OIIK-1: BJIaICHUEM HABbIKAMU MOUCKA, aHAJIN3Aa U UCITI0JIB30BAHUA HOPMATUBHLIX U IIPABOBLIX TIOKYMEHTOB B cBoeil
npoq)eccnonanbnoﬁ ACATECIbHOCTH




HopMaTHBHBIE U IPaBOBBIC JOKYMEHTHI, PETYIUPYOLIHE IETOMPOU3BOICTBO B PD

OK-6:  cnoco0HOCTBIO K CAMOOPTaHU3AIUU H CAMOOOPA30BAHMIO

TeOpeTH‘IeCKHMI/I SHAHUAMU U TPAKTUICCKUMU HaBbIKaMU yHI/Iq)I/IKaHI/II/I " CTaHAAPTU3AIUN YIIPABJICHYCCKUX JOKYMCHTOB

Hasbikamu BeieHMs 1€710BOM MepenucKu

OIIK-1: BJIa/IeHEM HABBIKAMM MOMCKA, AHAJIN32 U UCMOJIH30BAHUSA HOPMATUBHBIX U MPAaBOBBIX JOKYMEHTOB B CBO€il
npogeccHoOHAIbHOI eI TeJIbHOCTH

Haiftu HOpMBI 1 IpaBHiIa, HEOOXOJUMBIE IPHU 0(OPMIICHUH KOHKPETHOTO JOKyMEHTa

Bunsr nokymeHToB

Croco05! aHaTH3a HOPMATUBHEIX M MPABOBBIX JOKYMEHTOB, PETYIHPYIOIINX JIEIOMPOU3BOICTBO B PO

OK-6: cnoco0HOCTBHIO K CAMOOPTraHU3AMU U CAM0O00Pa30BAHMIO

HaBpikamu kiaccu(ukaniy 1 opopMICHHS pa3IHyHOrOpo/ia JOKYMEHTOB

HopMaTHBHBIE U IPaBOBBIC JOKYMEHTHI, PETYIUPYOLIHE IEIOMPOU3BOICTBO B PD

CriocoObl BeJICHHS AET0BOM MEPEHCKH

Busl 10KyMEHTOB

OdoppMIISATh YyIIpaBIECHUECKHE U HHBIE JOKYMEHTBI

AHanu3upoBaTh HOPMATUBHBIE U [IPABOBBIE JTOKYMEHTBI, PETYIMPYIOLIHUE AEI0NPOU3BOICTBO B PD

Pa3pa63TLIBaTI) OpraHu3anMoOHHbIC 1 HOPMATUBHO-METOAUYCCKNE JOKYMCHTDI

OIIK-1:  BJaaseHHeM HABBIKAMH IHOMCKA, AHAJIM3A M HCIIO0JIb30BAHUSI HOPMATHBHBIX H IPABOBLIX IOKYMEHTOB B CBOeii
NnpodecCHOHAIBbHOM JeATeTbHOCTH

AHanu3upoBaTh HOPMAaTUBHBIE M MPABOBbIE JOKYMEHTBI, PeryIHpYIOIIUe AeI0NpPOU3BOACTBO B PO

OIIK-4:  crnocoGHOCTLIO OCYLIECTBJSATH AeJIOBOE 00IeHHe H MyOJHYHbIe BBICTYIICHHUS], BECTH IeperoBopbl, COBELIAHHUS,
OCYLIECTBJISITH /IEJIOBYIO TIEPENMCKY M MONIePKUBATH 3JIeKTPOHHbIE KOMMYHHKAIIHH

FpaMOTHO " JIOTMYHO H3J1araTb I/IH(bOpMaL[I/I}O IpU YCTHOM U NIMCbMEHHOM OTBETC

Hcnoas3oBath 3JICKTPOHHBIC PECYPCHI, B TOM YHCJIC DJICKTPOHHYIO IIOYTY B HpO(bﬁCCI/IOHaJ'IbHOﬁ JACATCIbHOCTHU

BecTu nenoByto nepenucKy U NochUIaTh OQUIMANbHbIC JOKYMEHTHI B 3JIEKTPOHHOM BHJIE

HaBblkamu rpaMOTHOM YCTHOW M TUCbMEHHOM pedyM NPU KOMMYHUKALUU

Hassikamu o opMIeHUSI JOKYMEHTOB B 3JIEKTPOHHOM BHJIE

Hasbikamu BeneHMs 1€10BOH NepenucKu

Ocobennoct 0popMIICHHS TOKYMEHTOB B DJICKTPOHHOM BHJIE

OIIK-1:  BJaseHMeM HABBIKAMH HOMCKA, AHAJIM3A M HCII0JIb30BAHUSI HOPMATHBHBIX H IPABOBLIX IOKYMEHTOB B CBOeii
NnpoecCHOHAIBbHOM JeATeTbHOCTH

Hapbikamy noucka, HHTEPIPETALUY U IPUMEHEHUS Ha IIPAKTUKE HOPM M IIPAaBUIL, PErYIUPYIOLIUX JEIONPOU3BOACTBO B PO

Hassikamu knaccuduxanuy 1 opopMICHHS pa3InyHOTOpoa JOKYMEHTOB

OdoppMIATH YIpaBICHIECKHE U HHBIC JJOKYMEHTEI

OIIK-4: cnoco0HOCTBIO OCYLIECTBJISATH [Je10B0€ 00LeHHe U My0IUYHbIe BBICTYIUICHHUS], BECTH N1ePeroBopbl, COBEIAHUS,
OCYIECTBJIATH [e10BYI0 NepPeNuCKY U MOAAeP:KHBATh 3JIEKTPOHHbIe KOMMYHHKALMH

Croco0bI OCYIIECTBIIATE AEKTPOHHYIO MEPENUCKY TIPH BEACHUN JIeIT

Croco0Obl BeIeHH AEI0BOI! MEPeNUCKH

OIIK-1:  BJaseHHeM HABBIKAMH IHOMCKA, AHAJIM3A M HCIIO0/JIb30BAHUSI HOPMATHBHBIX H IPABOBLIX IOKYMEHTOB B CBOeil
npoecCHOHAIbHOM JeATe1bHOCTH

Hassikamu o opMiIeHHs JOKYMEHTAllUU B COOTBETCTBUU ¢ HOPMaMU U CTaHIapTaMU

B pe3yJabTaTe 0OCBOCHUS TUCHUILIINHBI oﬁyqammm”lcﬂ JOJIZKEH

3.1 |3narTh:

3.1.1 | HopmaTuBHbIE U IPAaBOBLIE JOKYMEHTBL, PErYJIUPYIOIINE AEIOIPOU3BOACTBO B PO




3.1.2

Cnoco0bl aHaTM3a HOPMATUBHBIX M IIPABOBBIX JOKYMEHTOB, PETYIHPYIONINX JEIONPON3BOICTBO B PD

3.13

Buner nokymeHToB

3.14

CnocoObI BeIeHHS ICITOBOM EPETTUCKH

3.1.5

Crioco0sI OCYIICCTBJIATDH DJICKTPOHHYIO IICPECITUCKY ITPU BEACHUHN ACIT

3.1.6

OcobeHHOCTH 0pOPMIICHHUS TOKYMEHTOB B JICKTPOHHOM BHJIE

3.1.7

Oco0eHHOCTH BeleHHsI IeTIOBOI MEPENUCKH U JOKyMEHTAalU!

3.1.8

Cnoco0bI HCTIONB30BaHUS HH(OPMAIIMOHHBIX TEXHOJIOTHI IPU BEJCHUH T

3.1.9

Croco0Ost OQ)OpMHeHI/IH Pa3iiMIHbIX JOKYMEHTOB B COOTBETCTBUU C HOPMaMU U IPpaBUJIaMU

3.1.10

[IpaBuia cocraBiieHusI 1 0QOPMIICHUS TOKYMEHTOB

3.1.11

HOpHZ[OK OpraHu3aliui JIOKYMCHTOB B KOMITJICKCBI

3.1.12

3aKOHOMepHOCTI/I Ppa3BUTHA JOKYMCHTA U CUCTEM JOKYMCHTAIIUH

3.2

YMmernb:

3.2.1

Haiitn HOpMBI 1 IIpaBHiIa, HEOOXOAUMBIE IPH 0(OPMIICHIH KOHKPETHOTO JOKYMEHTa

322

AHaJ'[I/ISI/IPOBaTI) HOPMATHUBHBIC U IPABOBBIC TOKYMCHTHI, PETYJIHNPYIOIIUE ACTIOITPOU3BOACTBO B PO

323

OdoppMIISITh yIIpaBIeHUYSCKUE U MHBIC JOKYMECHTBI

324

Bectu JACJIOBY1O IIEPECIIUCKY U MMOChLIATH O(I)I/II_II/IEUIBHBIG JOKYMCHTEI B 3JICKTPOHHOM BUC

3.2.5

Hcnonb3oBaTh QJICKTPOHHBIC PECYPCHI, B TOM YHCJIC DJICKTPOHHYIO IIOYTY B HpO(I)eCCHOHaHLHOi/‘I JACATCIBbHOCTHU

3.2.6

I'paMOTHO ¥ TOTMYHO U37araTh UHGOPMAILHUIO IPH YCTHOM M MHCBMEHHOM OTBETE

3.2.7

Haxoaute HOPMBI U IpaBHIIa, PeTryIHpyIomue oGopMIeHNIE JOKYMEHTOB

328

AHanu3upoBaTh HOPMATUBHBIE U [IPABOBBIE TOKYMEHTHI, PETYIHPYIOLIHE AEI0IPOU3BOICTBO B PD

329

OhoppMITATE Pa3TUIHOTO POJIA JOKYMEHTHI

3.2.10

PaSpaﬁaTLIBaTL OpraHrn3alluOHHBIC © HOPMATUBHO-METOAUUCCKHUEC JOKYMCHTDBI

3.2.11

O(I)OpMJ'IS{TL JOKYMEHTBI B COOTBETCTBUHU C Tpe60BaHI/IHMI/I rocyJapCTBE€HHBIX CTAaHIApPTOB

3.2.12

YHu(pUIUpoBaTh TEKCTHl JOKYMEHTOB

3.3

Baanern:

33.1

Hasrpikamu KJ'[aCCI/I(i)I/IKaHI/II/I u O(bOpMJ'ICHI/ISI pa3IMIHOropoja I0KyMEHTOB

332

Hapwixkamu IIOUCKa, HUHTCPIPETAllUN U IPUMCHCHHS Ha IIPAKTUKC HOPM U IIpaBUJI, PETYJIMPYIOMINX ACITOIPOU3BOACTBO B
P®

333

Hasrpikamu O(l)OpMJ'ICHI/IH JAOKYMCHTAIlUU B COOTBETCTBUH C HOpMAaMH U CTaHAapTaMH

334

HaBbikaMu BesieHHS AEIOBOM NEPCINCKU

3.3.5

HaBpikamMu O(bOpMJ'ICHI/Iﬂ JOKYMCHTOB B 3JICKTPOHHOM BUIEC

33.6

HapbikaMu rpaMOTHO# yCTHOI U MMCHbMEHHOM pedr MpU KOMMYHHUKAIUU

3.3.7

HassIkamu noncka He00X0qUMOH HHGOPMAIUU NIPU PEIICHUH ITPO(eCCHOHANBHBIX 33124

33.8

Hassikamu 0¢opMITEHHS 3TIEKTPOHHBIX JOKYMEHTOB

339

Hasrpikamn HpO(bCCCHOHaJIBHOﬁ KOMMYHHUKAIUH C UCIIOJIb30BAHUCM I/IH(1)OpMaHI/IOHHO-KOMMyHI/IKaLII/IOHHBIX TCXHOJIOTHIA

3.3.10

Mertonamu JAOKYMCHTALIMOHHOI'O 06CJ'Iy)KI/IBaHI/IH YUPCIKACHUSA

33.11

TeOpeTI/I‘IeCKI/IMI/I 3HaHUAMHU U NPAKTHICCKUMHU HaBbIKaMH yHI/I(I)I/II(aLII/II/I U CTaHJapTHU3alluu YIIPAaBJICHYCCKNX JOKYMCHTOB

33.12

HaBbIkaMu HCTIONB30BaHMS KOMIBIOTEPHOI TEXHUKH M UH()OPMALMOHHBIX TEXHOIOTHH P COCTaBICHUH U 0(OpMICHUI
JOKYMEHTOB

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI (MOAYJISA)

Kon

3aHATHS Kypc

HaunmeHoBaHuUe pa3iesioB U TeM /BU/ 3aHATHS/ Cemecrp / Yacos

Paszgen 1. Jlekuun

1.1

Jlenonpon3BOACTBO KaK Hay4YHAs TUCIUIUINHA /JIek/

1.2

Jlenonpu3BOACTBO Kak Hay4Has qucrurumHa /Cp/

1.3

[onsTre o nokymenre. CBoiicTBa nokyMeHnTa Knaccudukarms nokymenToB /JIex/

1.4

[onsTHe 0 MOKyMeHTe. cBoCTBa TokyMeHTa Kitaccnduxkamus nokymenTos /Cp/

1.5

Crpykrypa gokymeHra. TpeGoBaHHs K 0(OpMIICHHIO TOKYMEHTOB /JIex/

1.6

Crpykrypa gokyMmeHra. TpeboBaHus K o(opMIIeHHIO TOKyMeHTOB /Cp/

1.7

Cucremsl fokymeHTarmu. OpopMiIeHHe YIpaBIeHYECKAX JOKYMEHTOB /JIex/

1.8

Cucremsl fokymeHTtarmu. OpopMiieHHe YIpaBIeHYeCKUX JOKyMeHToB /Cp/

1.9

W W W W W] W] W] W| W
o O —| oo —| O —]| Cof —

T'ocynapcTBeHHOE perynupoBaHue AenonpousBoactsa /Cp/




1.10 HomeHknartypa zen, METouKa €€ COCTaBJICHUs U IPUMEHEHHS] B IPAKTUYECKOM 3 6
nesitenbHoCcTH /Cp/
1.11 dopmuposanue Tekynmx aen /Ip/ 2
1.12 [ToaroroBka Jien K mepefave M MOPSAOK Iepeiadu el B apXHB IS JaJbHEHIIIEro 8
xpanenus /Cp/
1.13 Opranuzamyst padoThI ¢ TOKYMEHTAI[HOHHON HH(pOpMAaIHeil orpaHIIeHHOTO 3 8
nocryna /Cp/
Paznen 2. IlpakTuyeckue 3aHATHS
2.1 Ipuxkas /Tp/ 3 3
2.2 Ipuka3z /Cp/ 3 6
2.3 Tpynosoe cornamenune /Cp/ 3 8
24 Axr /Tlp/ 3 3
2.5 Axr /Cp/ 3 8
2.6 Henooe mucemo /Cp/ 3 7
2.7 JHorosop moapsina /Cp/ 3 5
2.8 Jorosop nopyuutensctsa /Cp/ 3 5
2.9 JloroBop Ha apeny nomenienus /Cp/ 3 5
2.10 HckoBoe 3asBienue /Cp/ 3 5
2.11 IIperensus /Cp/ 3 5
2.12 3asBieHre 00 OCBOOOXICHHH OT TUIATHI TOCTTONLTAHEI /Cp/ 3 5
2.13 /Ox3amen/ 3 9

5. OHEHOYHBIE CPEJCTBA

5.1. Bonpochl AJ151 CAMOKOHTPOJISI M TeKyIlel aTTecTaluu

Oransl CTaHOBJIEHHS IEIONPOU3BOACTBA B Poccui.

Jokyment. @yHKIUU JOKYMEHTA.

HenonpousBoactso. HopmatusHO-npaBoBast 6a3a A€IOMPOU3BOICTBA.

YHudukauus u cTaHIapTU3anys B JeI0NPOU3BOICTBE.

Kraccudmkanus nenoBoi TOKyMEHTAIUH.

OOmye HOpMBI U ITpaBUIIa 0OPMIICHHS JOKYMEHTOB ((hopMaT, ToJIs, HyMepanus CTpaHuL], 0popMICHNE JaThI).
OpraHu3aluOHHO-PACIOPAAUTENBHBIE JOKYMEHTHI, UX BUIBL.

I'OCT P 6.30-2003. O6macTh IpUMEHEHUS.

CocraB pekBu3utoB OPJl. CxeMbl pacrooKeHUs PEKBU3UTOB.

brnanku 10KyMeHTOB.

I'epOoBbIe Oi1aHKH IOKYMEHTOB. TpeGOBaHUs K M3TOTOBJIECHHIO, yUETY U XPaHCHHUIO.

TpeboBanus kK opopmireHH0 pekBU3uToB OP/], pa3MeIieHHbIX Ha IT0JIe YTTIOBOTO FIIH MPOJOIBHOTO IITAMIIOB.
TpeboBanus k opopmienuto peku3utoB OPJl, pa3MeeHHbIX Ha pabodeM MoJie JOKyMEHTa.

TpeboBanus k opopmieHuo 1okyMmeHntoB OPII, pa3MelieHHBIX Ha CITy:KeOHOM I10JIe JOKYMEHTA.

OdopmiieHre OpraHU3alOHHBIX JOKYMEHTOB (YCTaB, ITaTHOE PACIUCAHUE, TIOJIOKEHUE, TOIDKHOCTHAST HHCTPYKIIHSA).
OdopmireHre pacIopsIIUTENBHBIX JOKYMEHTOB (IIOCTaHOBJICHHE, YKa3aHHUE, IIPUKA3 10 OCHOBHOM AEATEIBHOCTH).
Odopmnenne caykeOHBIX THCEM.

OdopmieHne MpoTOKOoa, aKTa.

OdoppmIieHne IprKasa

OdopmiieHre pa3TUaHOTO POjia JOTOBOPOB

OdopmiieHre A0KIaIHOH, cIyKeOHOH 1 00BSICHUTENFHON 3aHCOK.

CrpyKTypa ciTyKObI A€TONPOU3BOACTBA.

HopmaTtuBHO-TIpaBoBast 6a3a 1eJI0MPOU3BOACTBEHHOI CITyKOBI.

WHCTpyKIMsA IO JeT0NpOU3BOACTBY.

HOpﬂZ[OK MMPOXOXKACHUA U UCIIOJIHCHHUA BXOAAIINX, UCXOOAIINX U BHYTPCHHUX TOKYMCHTOB. PeFI/ICTpaI_II/IH JAOKYMCHTOB.

Pabora ¢ mIchMEHHBIMI 0OpAIIEHISIMH I'paskIaH.
O6BeM 10KyMEHTOO00pOTA.

Knaccudukanus TOKyMEHTOB 110 JTUYHOMY COCTaBY.
OdopmireHre JOKYMEHTOB IIPH ITOCTYIICHUN Ha padoTy.
OdopmiteHre TpyIOBOH KHIDKKH, IEPEBOJ PAOOTHHKA Ha IPYTYIO padoTy.
Odopmnenne oTIycka, Mepbl B3bICKAHUS U IOOMIPEHUSL.
CocTaB JOKYMEHTAIMH IIPH YBOJIBHEHUH pabOTHUKA.
CocraBneHne HOMEHKIIATYPHI el

IIpaBuna popmupoBaHus Aem.

DKcrepTH3a HEHHOCTH JOKYMEHTOB.

[ToxroroBka Kk apXMBHOMY XPaHCHHIO.

5.2. TeMbl NHCbMEHHBIX PA0OT (KOHTPOJIBHBIX U KYPCOBBIX padoT, pedeparTos)




ObocHyiiTe, moueMy JOKYMEHTAIUS SBISIETCSI BXKHBIM JEJIOBBIM aKTUBOM MIPEATIPUATHS.

Omnpenenure OCHOBHbIE TEHJEHINU pa3BUTHUs JOKYMEHTHPOBAHHS YIPABICHYECKON IESATENbHOCTH B COBPEMEHHBIX
YCIIOBUSIX.

INoscHute, KakKM 00pa30M OCYIIECTBIICTCS PETyINPOBAHNE COCTaBA JOKYMEHTOB MPEINPHUATHS H3y9aeMoi Bamu otpacim.
Iepeuncnure u3BecTHsle BaM HOpMaTHBHBIE aKThI, B KOTOPBIX JaHBI ONpeeNCHUs TEPMHUHA «T0KYMEHT». OOBSICHUTE, B 4YeEM
3aKJII0YAETCs MPUHLUIMANBHASA PAa3HHULA MEXKIY CYLIECTBYIOIIUMH TPAKTOBKAMHU JAHHOTO MOHATHS.

Ha3zoBuTe BHyTpeHHIE HOPMATHBHBIEC JOKYMEHTHI IPEIIPHATHSA, CO3/1aBacMBbIe [T YHOPAIOUYEHHS ero paboTHI C
JOKyMEHTHUPOBAaHHOH nH(popManue.

[epeuncianTe peKBU3UTEI, ABIISIONIUECS 003aTEIbHBIMU JJIsL BCEX JIOKYMEHTOB, BXOJAIINX B YHU(DUIMPOBAHHYIO CHCTEMY
OpTaHM3aI[IOHHO-PACTIOPSTUTEIBHON TOKYMEHTAIHH.

PackpoiiTe 0coOeHHOCTH MPUIAHUS IOPUITYECKON CHIIBI SJIEKTPOHHOMY TOKYMEHTY.

CocrtaBbTe 0011Me OJaHKH 1 OJJAaHKH MUCbMa JJISl BCeX CTPYKTYPHBIX NoApasaeneHuil npeanpusatus Bameit orpaciou. Cocta
CTPYKTYPHBIX NOJpa3/ieIeHUI ONPENETUTE CAMOCTOSTENBHO.

CocraBpTe 00mue OJaHKK U OJJAHKU IMHCHMA JUTS BCEX PYKOBOIINX JOJDKHOCTHBIX JIHIL, TIPEANPHATHS Batmei orpaciy,
o0JaaroIux npaBoM noanucu. HanMeHoBaHUS JOMKHOCTEH PyKOBOAUTENEH HCIIONb3yiiTe Mo Bamemy ycMoTpeHHIO.
O0ocHyiiTe, moyeMy He0OX0MMa CTaHAAPTH3ALNS (POPMATOB 3IEKTPOHHBIX JOKYMEHTOB.

ITpuBemuTe MpUMepH! yIpaBIeHIECKNX JOKYMEHTOB, B KOTOPBIX OCHOBHAS JJaTa MOKET HE COBIANATh ¢ (hPaKTUIECKIM BpEeMEHEM MX
HONUCAHUSL.

YkakuTe NPUHIUIHAIBHBIE PAa3INYUs COCTABICHUS MIPOLIECCHBIX PErTIAMEHTOB U CTPYKTYPHBIX PETJIAMEHTOB.

PackpoiiTe 0cCOOCHHOCTH PaboTHI ¢ IOKyMEHTaMH, COJEPKANMU KOH(HUICHINAIbHY0 HHPOPMAIHIO (IIEPCOHANBHbIC JaHHbIE,
KOMMEPUYECKYIO TaifHy).

CocraBbre Kozmekc koprnopaTHBHON 3THKH Hpeanpustus Barmeit orpacnu. B nepsoit vactu Kogexca u3moxute EHHOCTH, LIEIH U
HNPUHLUIBI IPEANPUATHS, B COOTBETCTBUU C KOTOPBIMHU JOJKHBI BHICTPAaUBAThLCSI €10 OTHOIIEHHS C MApTHEPAMH, KIIHEHTaMH,
TOCYZapCTBOM M O0LIECTBOM; CHOPMYIHPYHTE MUCCHIO IpeanpHATHs. Bo BTopoii yacti Kozmekca omummre STHYecKne HOPMEI 1
MpaBIJIa MOBEACHHS paOOTHUKOB MPEINPHATHS.

Pa3pabotaiiTe mpoeKTHl yCTaBa U YUpeAUTENFHOTO JOroBopa NpeanpusTus Baieit otpacnu, co3ganHoro B popme odIecTna ¢
OrpaHHYECHHON OTBETCTBEHHOCTHIO, yUPEIUTEIIMH KOTOPOTO BEICTYTAIOT JBa (hU3NUecKuX JHla. OCTaIbHBIC YCIOBUS ONPEACIIUTE
Ha Bame ycmotpenue.

PazpaboTaiiTe IpoeKT JOroBopa MeXIy NpeAnpuaTHeM Barreit oTpaciy u ero KIHMeHTOM (MIPEATPUATHEM WIN (PU3NIECKUM JIUIIOM).
YcnoBust oroBopa yKakuTe B COOTBETCTBUH C CYLIECTBYIOIUMHI B IPakAaHCKOM 3aKOHOJIATENbCTBE HOPMAaMU JUIsl JaHHOTO BHJA
(pPa3HOBHIHOCTH) JOTOBOPOB M B 3aBHCUMOCTH OT CIICIIH(DUKHI eI TEIEHOCTH MPEIIPHSATHS.

ObocHyiiTe, B KaKUX YIPaBICHYECKUX CUTYAIUAX [eJIeCO00pa3HO U3aHUE COOTBETCTBYIOLIETO PACIIOPSIIUTEIFHOTO JOKYMEHTA: a)
npuKa3; 0) pacnopsbKeHHE; B) yKazaHUe.

[NosicHuTe, KaK CBA3aHbI HOPSIOK COCTABICHMS U O(OPMIICHHS NIPHUKa3a C KAUECTBOM Pean3alluy yIpPaBICHUECKOI0 PELICHHUSI.
OnumuTe TOPAIOK TOKYMEHTAIIOHHOTO 0(OPMIIEHHS AETeTHPOBAHMUS ITOTHOMOYHH PyKOBOJIHUTENIEM OPTaHU3AINN HA H3JaHNe
PacHopSaUTENBHBIX JOKYMEHTOB.

B OAO «PaccBer» Obli1a mpon3BeeHa MpoBepka (GUHAHCOBO-XO03HCTBEHHON JICATEIBHOCTH, B X0/1€ KOTOPOH BBISIBIEHO YTO HA
TPEANPUSATHN HE BEAETCS )KypHaJ ydeTa BBIa4d IOBEPEHHOCTEH M OTCYTCTBYET OTYETHOCTD IO KOMaHANpoBKaM. COCTaBbTe
coOTBeTCTBYIOmMi puka3. Hanmenosanue nomkxoctelt u @.1.0. paboTHHKOB npennpusTis — Ha Barre ycmorpenue.
CocraBbTe IPUKa3 10 OCHOBHOM JESATENBHOCTH O rpaduke paboThl B Mpa3IHUYHbIE AHU (Ha4adbHUK OXPaHBbI JODKEH oleuaTaTh
HPOU3BO/ICTBEHHBIE TIOMEILCHUS 1 00ECTICUUTh OXpaHy; IUPEKTOP 110 MEPCOHAITY JIOJDKEH 00ECIIeUUTh JIEXYPCTBO Ha TenedoHe
TJIABHOTO O(hHCa JJIsI OTIEPAaTHBHOTO PELIEHNS BOIIPOCOB; IMIaBHBIH OyXTanTep JOIDKEH OIUIATUTh AEKYPCTBO B IBOMHOM pa3Mepe).
HaunmenoBanue ©.11.0. paboTHUKOB IpeAnpusTys — Ha Bame ycmoTperue.

CocraBbTe IIPOEKT MPHKa3a 10 JMYHOMY COCTaBY CO CIETYIOMIUMH JaHHBIMU:

a) 0 mpreMe Ha paboTy Ha TOJDKHOCTE cekperapsi-pedepenra [letpoBoit AHHBI FIBaHOBHEI,

6) 06 yBomsHeHIH CMupHOBa [TaBna CepreeBuda ¢ JOIDKHOCTH INTAaBHOTO OyXTanTepa B CBSI3H C yXOJOM Ha IICHCHIO;

B) O MPEIOCTABICHUH OUYEePETHOr0 OTIycKa 3koHOMUCTY CTpenbiioBoit Mapuu BacunbeBHe.

OcranpHble JaHHBIE YKAXKUTE MO0 CBOEMY YCMOTPEHHIO.

Ha obmewm 6manke npennpustus Barmeit orpacim, co3qaHHOTO B ()OpMe OTKPBITOTO aKIIOHEPHOTO 00IIECTBA, COCTAaBHTE MIPOEKT
pemenust CoBeTa JUPEKTOPOB 00 yIacTHHU BBICTaBKE, TOCBSIIEHHOH MpobieMaM 1 HepclieKTUBaM Pa3BUTHA oTpacii. Temy
BBICTaBKH, MECTO U MECTO €€ MPOBECHNS YKaXUTE CaMOCTOATENbHO. B KOHCTaTHpYIOLIeH YacTH COLITHTECh Ha TO, YTO y4acTHe B
JIaHHOW BBICTAaBKE TPEyCMOTPEHO KOOpAUHAIMOHHBIM I1aHoM CoBeta nmupekTopoB oT XX.XX.20 . B nocraHoBisOMIEH 4acT, B
TOM UHCIIE:

- IOPY4HUTE 3aMECTUTEIIO TeHEPAIbHOTO JUPEKTOPa NOATOTOBUTE MPEUIOKEHUS [0 COCTaBY AeNeraliy 1 NpeoCTaBUTh Ha
paccmoTpenue CoBeTy AUPEKTOPOB B ONPENEIEHHBIN CPOK;

- IOPYYUTE OT/EITYy MapKeTHHTa BO IIaBE C €ro HaYaJIbHUKOM YTOYHUTH CIIMCOK INIAHUPYEMBIX K IEMOHCTPAIMH Ha BHICTaBKe
JOCTHXKEHHH, 000pyA0BaTh ClienUalbHbIE CTEHIBI AT AEMOHCTPAIHH JOCTIDKEHUH U MOATOTOBUTH MIPE3EHTAIMIO U JOKJIAA B
oIpezielIeHHbIE CPOKHU (TeMy MPE3eHTAIMU U A0KJIa/la YKaKUTE CAaMOCTOSITENIBHO).

CocTaBbTe COOTBETCTBYIOMINI PACHOPSAUTEIBHBIA TOKYMEHT, ONTHPAsiCh Ha MPEUIOKECHHYIO CUTYaIHIo:

1). Aupextop OAO «Cymep-Typ» uzngai... 00 opraHu3aliy CEMEHHBIX TypoB 1o Poccun u 3a pybexom B cpok 1o 21.06.2007.
IToaroroBuTh HEOOXOAUMBIE JOKYMEHTHI TOpYyUeHO cTapiiemy MeHekepy M.O. Bacunseny.

2). Coset nupekropoB OAO «IIpa3aHuk» uznani... 06 oobeauHeHrn opranuzanuii «Ceroaus» u «Kaxaplil J1eHb» B CPOK 10
03.09.2007. KOHTPOJIH 32 HCIOJIHEHHEM ... OBUT BO3JIOKEH Ha reHepansHoro aupekropa 3A0 «Ceroxasa» P.A. Kacarknna.
Odopmute npoTokoa coOpaHus pabOTHUKOB KOMMEPUECKOI OpraHn3aIliy ¢ TTOBECTKOM JTHS:

1) O HampaBneHHsAX Pa3BUTH KOMMEPUECKOI! AesTeIbHOCTH MPEANPUITHS.

2) O BBeICHUH HOBBIX PETJIAMEHTOB IT0 IKCIIEPTH3E KauecTBa TOBAPOB.

OcranbHble 1aHHbIe — Ha Bame ycMmotpenue.

HazoBute ocHOBHBIE (D)YHKINH, KOTOPBIE BHINOIHSET B TEKCTE JETI0BOr0 MUCbMa oOpallieHue K afpecaTy.




Ha3zoBuTe 0CHOBHBIE pa3IudMs B O(OPMIICHHH JEIOBBIX MICEM B OTCUECTBCHHON M 3apyOeKHOI (B T.4. MEXKAYHAPOIHOIN)
HpaKTHKE.

YkaxuTe 0COOEHHOCTH NIEKTPOHHBIX MHCEM KaK (pOpMBI eTTOBOH ITEePEnHCKH.

Omnpenenure pa3sHOBUIHOCTH JIEIOBOTO MHChMA 10 SA3BIKOBBEIM (hopMymam:

1) Ilpocum cooOIIMTh JaTy npHesna aenerauru ot Bameit hupmbt

2) MsI yBepeHsl, uTo Bac 3auHTEpeCyeT BHICOKOE KauyeCTBO HallIel MPOTYKIUH. ..

3) B cBs3u ¢ mpuOIIKEeHREM CPOKOB ITOCTaBKH, HalOMUHaeM Bawm, 4To. ..

4) Ham Oyner npuatHo BuAeTh Bac Ha ro0uiee Harmeil GupMBbl, KOTOPBIH COCTOUTCS. ..

5) K coxanenuto, Mbl He MOXKeM NPUHATH Baile npennoxenue. . .

6) I[Ipencrasisio Ha yTBEpKACHHUE IIPOCKT IUIAHA. ..

BbI KoMMepUecKui AUPEKTOp ONTOBON TOProBoi (pupmsl «KpacoTa i rapMOHUS 1O MPOJakKe KOCMETHIECKON 1 map(roMepHOit
npoayKuuu. Bam Heo6X0UMMO MPOBECTH peKIaMHY0 koMmaHuo. OhopMuUTe peKIaMHOE MHChMO JUIS IEJIOBBIX MapTHEPOB.

BeI siBNIsieTECh BEAYIMM CIIELUANNCTOM KHIDKHOM sipMapku. CocTaBbTe TEKCT MUChMa-NPUTIIALIEHUs] OTEHIHAIBHBIM YYaCTHUKAM
SApMapKd. YYacTue B 3TON sipMapKe MO3BOJIHT ITHUPOKO MPEACTABUTH KHIDKHYIO IIPOXYKINIO MAPTHEPOB, IPOJATh SKCIOHATHI CO
CTEH/IOB, H3Y4YUTh OCOOCHHOCTH PHIHKA U 3aKJIFOYUTH BBITOJHBIC CIACTKH.

CocTaBbTe TEKCT HChMA, OATBEPXKAatoIero coryiacue GupMbl « COTHBILIKO» € NPEATOKEHHBIM GpupMoii «O0nauko» rpadukom
TIOCTaBKU TOBAPOB B TEUCHUE CPOKa ACHCTBHUS JOTOBOpPA ITOCTaBKH. B MicEMe Takke yKa3sIBaeTCs Ha HalpaBieHHE GUPMOit
«CoIHBIIIKOY» [UIS TTONIUCAHNS SK3EMIUIIPOB JOTOBOPA, YXKE IMOAMNCAHHBIX C €€ CTOPOHBI.

CocraBbrte 3asBineHne MmeHepkepa benkunoit C. C. o mpenoctaBieHuy el ouepenHoro otmnycka 3a 20 roa.

Ha o6mem 6:1anke Bamnrero npeanpusTust cOCTaBbTe HHCTPYKLHUIO MO JIETIONPOU3BOJCTBY, PyKOBOACTBYSCh PEKOMEHIALUsIMH,
TPeTyCMOTPEHHBIMH POCCHICKOM HOPMaTHBHO-METOANIECKOH 6a30ii.

Pazpabotaiite monoxenue o ciryx0e JOKyMeHTaI[MOHHOTO obecriedeHus ynpasnenus (JOY) npennpustus Bameit orpacnu.
Hazsanue u cocras ciryx0b1 JIOY onpenennte caMOCTOSTENIBLHO B 3aBUCUMOCTH OT CTaTyca U Macurada Bamero npeanpustust.
PazpaboraiiTe 1oKyMEeHTAIIMOHHOE 00ECTICYeHNE pekUMa KOMMEPUIECKO# TaltHbI Ha TipeanpuaTu Bameid orpaciu. C 3ToH 1eNbio
COCTaBBTE:

- IepeyeHb HHPOPMAIIUH, COCTABIIIONIEH KOMMEpUECKYIo TaiiHy Bamiero npeanpustus;

- CIIMCOK JOKyMEHTOB IPEANPHUATHS, COAEPKALIMX KOMMEPYECKYIO TaliHy;

- HHCTPYKIHIO 110 paboTe C JOKyMEHTaMH, COJIeP KAaIlIMHA KOMMEPUECKYIO TaiHy.

Omnpenenure NpeuMyIecTBA PETHCTPAIIMU JOKYyMEHTOB Ha OCHOBE IPUMEHEHHS aBTOMAaTU3UPOBAHHBIX TEXHOJIOT U B
JEII0NPOU3BOJICTBE.

[TepeuncinTe TOKYMEHTHI, BKIIFOUAaEMbIE B apXHUBHBIH (DOH] OpraHU3aIliH.

YKaXuTe OCHOBHBIE (DYHKIIMH, KOTOPHIC BEIITOTHAET HOMEHKIIATYPa A€ OPTraHU3aI|N.

YkaxxuTte, Kakue JeHcTBUS HEOOXOIUMO MpeAPUHUMATh U Kakue (haKTOpsbI cleyeT yUUThIBAaTh AJs 00ecIeueH s JUINTEIbHOTO
XpaHEHHs dJIEKTPOHHBIX JOKYMEHTOB.

Brinenure rpynisl pabOTHHKOB OpTaHM3alHH B COOTBETCTBUH ¢ (PYHKIMSIMH, BBITOTHIEMBIMI HMH B CHCTEME aBTOMATH3AIIH
JeTIOMPOU3BOJICTBA U JOKYMEHTO000POTA.

5.3. OueHoyHbIe CpeACTBA ISl MPOMEKYTOYHOM aTTeCTANNH

IIpencrasnen B YMK nucruniussl

6. YA EBHO-METOINYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JTUCHUIIJIMHBI (MOAYJIS)

6.1. PexoMennyemas autepatypa

6.1.1. OcHoBHasi uTepaTypa

ABTOPBI, COCTABHTEIH 3armaBue W3patenscTBO, rof, 311. agpec
JI1.1 |bacaxos M. H. JlokyMeHTaloHHOE 00ecrieueHe YIIPaBICHHUS PocroB-u//1.:®ennkce, 2013
(Hemonpon3BoacTBo): YueOHUK http://biblioclub.ru/index.php?

page=book&id=271490

6.1.2. lonoiHUTeIBHAS JIUTEPATypa

ABTOpBI, COCTaBUTENU 3araBue WznatenscTBO, TOA, 3I1. agpec
JI2.1 |Kosuna E. C. Jenonpon3BoacTBO: YueOHO-METOANYECKOE Tocooue M.: lupexr-Menua
HTTP://BIBLIOCLUB.RU/,
2013
URL:

http://biblioclub.ru/index.php?
page=book&id=141469

JI2.2 | Poroxwun M. IO. J1enmonpou3BoICTBO : KypcC JEeKIHiA: yaeOHOoe TToco0ue M., bepnun: Jupext-
Menua//biblioclub.ru, 2014
http://biblioclub.ru/index.php?
page=book&id=253702

6.2.1 IlepeyeHs NporpaMMHOro odecreveHust

6.3.1.1 | OpenOffice

6.2.2 Hepeqeﬂb COBPEMEHHBIX l]pO(l)eCCHOHa.]I])HLIX 0a3 JAHHBIX U I/IH(l)OpMalIHOHHBIX CIIPaBOYHbIX CUCTEM




6.3.2.1 | http://www.consultant.ru/ CnpaBounas npasoBas cuctema «KoncymnsranTlImrocy.

6.3.2.2 | sdo.tiei.ru - DnexTpoHHas nHpopMaOHHO-00pa3oBaTenbHas cpena(QUOC)

6.3.2.3 | http://biblioclub.ru/ 9BC «YHuBepcuTeTckas 6ubimoreka online»

6.3.2.4 | http://library.tiei.ru/ - DJIEKTPOHHASI HAYYHO-OBPA30BATEJIbHASI BUBJIMOTEKA

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHME JUCIUIIJIMHBI (MOY JIS)

7.1 | CnennanbHbIe TOMEIIEHHS IPEICTABIAIOT cO00H yaeOHbIC ay JTUTOPHUH JUIS IIPOBEACHUS 3aHATHH JICKIIHOHHOTO THUIIA,
3aHSATUI CEMHHAPCKOTo THUIA, KypCOBOTO MPOSKTUPOBAHUS (BBIIOIIHEHUS KYPCOBBIX PaboT), TPYIHIOBBIX U
HHIUBHUIYaJIbHBIX KOHCYJIBTALMH, TEKYIIEro KOHTPOJIS M IPOMEKYTOUHON aTTECTALUH, a TAKKE MOMEIEHUS Ul
CaMOCTOATEIIFHOM PaOOTHI ¥ MOMEIIEHHNS [T XPAaHEHUS U IPOGHUIAKTHIECKOTO 00CITyKUBaHHUA YIeOHOTO 000py I0BAaHHSI.
CrnenuanbHbIe TTOMEIIEHH YKOMILUIEKTOBAHbI CIEHAT3UPOBAHHON MeOENbI0 H TEXHUIECKIMHU CPECTBAMH O0yUeHHH,
CIJTy KallMH ISl IpecTaBIeHHs yueOHOH HH(pOpMALMU OOJIBIOH aytuTopuu. [Jjist mpoBeieHnst 3aHATHIH JEKIIHOHHOTO
THUIIA TIPEJUIATaloTCsl HA0OPHI IEMOHCTPAIIMOHHOTO 000PYIOBaHUS U Y4eOHO-HATIISTHBIX TIOCOOMH, 00ecneYrnBaromme
TEMaTHYECKHE WLTIOCTPAINH, COOTBETCTBYIOIINE IPUMEPHBIM IIPOrpaMMaM AUCIUILTHH (MOIyJIel), pabounM y4eOHBIM
IIporpaMMam JUCIMIUIMH (Moayieit). [lomenmenus s caMOCTOSITENbHON paboThl 00yYaromuXcsi OCHALICHBI
KOMIIBIOTEPHOH TEXHUKOH C BO3MOXKHOCTBIO MOAKITIOUEHHS K ceTH «MHTepHeT» 1 00ecIeueHneM JI0CTyIIa B 3IEKTPOHHYIO
MHGOPMAINOHHO - 00Pa30BaTENBHYIO CPEY.

8. METOAUYECKHE YKA3ZAHUA JJIAA OBYYAIOIIUXCA IO OCBOEHUIO U KPUTEPUAM OIIEHUBAHUA
OCBOEHUS TUCTTUTIJIMHBI (MOAYJIS)

OOyuaronMcst H0OX0AUMO ITOMHUTB, YTO Ka4eCTBO MOIYIEHHOTO 00pa30BaHMs B HEMAJIOH CTENCHU 3aBUCHUT OT aKTHBHOW POJIH
camoro ody4aroierocsi B yueOHOM mporecce. OOyyaronuiAcs JODKEeH OBITh HAalleIeH Ha MAKCHMAJIBHOE YCBOCHHE T01aBacMOT0
JIEKTOPOM MaTepHaJIa, OCJIe JICKIIUHI U BO BPEMsI CIICIIMAIFHO OPTaHN3YeMbIX HHANBUIYATbHBIX BCTPEY OH MOXKET 331aTh JIEKTOPY
UHTEPECYIOILUE €r0 BOIIPOCHL.

JleK1IMOHHBIE 3aHATHS COCTABIAIOT OCHOBY TEOPETHYECKOT0 OOYUEHUS U JOJDKHBI 1aBaTh CUCTEMaTHU3UPOBAaHHBIE OCHOBBI 3HAHUIA
0 TUCHUIUTHHE, PACKPHIBATh COCTOSHHE W IIEPCIICKTUBBI Pa3BUTHS COOTBETCTBYIOIICH 001aCTH HayKH, KOHIICHTPHPOBATh BHUMaHHUE
-00yJaronuxcs Ha HanboJee CIIOKHBIX U Y3JIOBBIX BOIIPOCAX, CTUMYIHPOBATh UX AKTUBHYIO ITO3HABATENIBHYIO JIESTEIFHOCTD U
CIOCOOCTBOBATh (POPMHUPOBAHUIO TBOPUECKOTO MBIIITICHUS.

I'maBHast 3a7a4a JISKIMOHHOTO Kypca - cOpMHUPOBATE Y 00yYArOLIUXCS CHCTEMHOE MPEACTABICHUE 00 H3y4acMOM IPEIMETE,
o0ecIeynTh YCBOCHNE OYIYyIINMH CIICIIHAINCTAMH OCHOBOIIOJIATAIOMIEro yaeOHOTro MaTepuraa, IPHHIUIIOB U 3aKOHOMEPHOCTEH
Pa3BUTHSI COOTBETCTBYIOIIEH HAYYIHO-TIPAKTHUECKOI 00/1acTH, a Tak)Ke METOI0B IPUMECHEHHS TIOJTyICHHBIX 3HAHUH, YMEHUH U
HaBBIKOB.

OcHoBHbIe QyHKINY Jeknuii: 1. [TosHaBaTenpHO-00y4aromast; 2. PaspuBaromast; 3. OpueHTHpYONIe-HAPaBIIOmas; 4.
AxrtuBusupytomas; 5. BocriurarensHas; 6. Opranmsyromnias; 7. HHGOpMaIroHHas.

BrInonHeHNe TPaKTUIECKUX 3aJaHUI CITy>KHT BaXKHBIM CBSI3YIOIIUM 3B€HOM MEXKIY TCOPETHIECKUM OCBOCHHEM JTaHHOU
JUCLUIUIMHBI ¥ IPUMEHEHHUEM €€ NOJI0KEeHUH Ha npakThke. OHU CIOCOOCTBYIOT pa3BUTHIO CAMOCTOSTENILHOCTH 00yJaromuxcs,
0oJree aKTHBHOMY OCBOCHHIO YIEOHOTO MaTepHaa, sIBISIOTCS BAXHOW IPEIIOCEUTKON (POpMUPOBaHHS TPO(HECCHOHATBHBIX KAYeCTB
OymyIINX CHEenHaICTOB.

IIpoBeaeHue NpakTUYECKUX 3aHATUI HE CBOAUTCS TOJIBKO K OPraHUYECKOMY JAOTIOJTHEHHIO JIEKIIMOHHBIX KYPCOB U CAMOCTOSITEIbHOM
paboTsl 0Oygarommxcs. FIX BMecTe ¢ TeM ClIeAyeT pacCMaTpuBaTh KaKk BAYKHOE CPEJICTBO ITPOBEPKH YCBOCHHS 00YYAIOIIMMHUCS TEX
WITH WHBIX TIOJIOKCHHUH, TaBaeMBIX Ha JICKITHH, a TAKXKe PEKOMEHTyeMOil I H3ydeHNs JINTepaTyphl; Kak (JopMa TeKyIero KOHTPOIIS
3a OTHOIIIEHHEM 00ydaromuxcs kK ydede, 3a ypoBHEM HX 3HAHHH, a CIeJOBATENbHO, X KaK OJUH U3 BAXHBIX KaHAJIOB I
CBOEBPEMEHHOT'O MOTATHBAHMS OTCTAONINX 00yYarOIIHXCS.

ITpu moaroToBKE BayKHBI HE TOIBKO Cepbe3Hast TeOpeTHIECKas IIOATOTOBKA, HO M YMEHHE OPHEHTHPOBATHCS B Pa3HOOOPa3HBIX
MPaKTHIECKUX CUTYAIHAX, ©XECJHEBHO BO3HUKAIOIINX B €T0 JESTENEHOCTH. DTOMY CIIOCOOCTBYET (hopMa 00yIEHHS B BUJC
MPaKTUYECKUX 3aHATHHA. 3a7auil MPAKTUYECKUX 3aHATHUI: 3aKpeIieHHe U yIiyOJieHHe 3HAaHU, ITOTy4YeHHBIX Ha JIEKIHUAX U
NPUOOPETEHHBIX B IPOIECCE CAMOCTOATEIBFHOM PaOOTHI ¢ yUeOHOH IuTepaTypoi, GopMHUPOBaHUE Y 00YHAIOIINXCS YMEHHN H
HABBIKOB pabOTHI C NCXOIHBIMHU JAaHHBIMH, HAYIHOH JINTEPATYPOH U CHIeNHATLHBIMI TOKyMEHTaMH. [IpakTHaecKoMy 3aHATHIO
JIOJDKHO IIPEAIIeCTBOBATh O3HAKOMIICHHE C JICKIHEH Ha COOTBETCTBYIOIIYIO TEMY U JIUTEPaTypoH, yKa3aHHOH B IJIaHE 3THX 3aHATHI.
[Tpu npoBeneHNY yueOHBIX 3aHATHIA 00ECIIEYMBAIOTCS Pa3BUTHE y 00YYAIOIINXCSl HABBIKOB KOMaHTHOM PaOOThI, MEXKIIMYHOCTHON
KOMMYHHUKAIUH, IPHHATHS PEIICHNH, THASPCKUX KauecTB (BKIF0Yas PH HEOOXOAMMOCTH IIPOBE/ICHHE HHTEPAKTUBHBIX JICKIINH,
TPYIIHOBBIX AUCKYCCHH, POJIEBBIX UT'P, TPEHIHTOB, AHATH3 CUTYaI[Mi 1 IMUTAIHOHHBIX MOJEIIeH, MpernoaaBaHue JUCIIUTIINH
(Momymneit) B hopMme KypcoB, COCTABIEHHBIX HAa OCHOBE PE3YJIbTATOB HAYYHBIX UCCIIEIOBAHUH, TPOBOJUMBIX OpraHU3alel, B TOM
YHCJIe C yYETOM PErHOHAIBHBIX 0COOCHHOCTEN TPOECCHOHATBHON IEATENEHOCTH BBITYCKHUKOB U MOTpeOHOCTEH paboTonarerneit).
CamocrositensHast padoTa MOXKET OBITh YCIICIITHOI IIPH OIPEIeNICHHBIX YCIOBHAX, KOTOPbIe HE0OX0IMMO opraHu3oBats. Ee
MpaBHIIbHAS OPTaHU3ALHU, BKIIOYAIOIas TEXHOJIOTUH 0TO0Opa Liesel, cofepxKaHusl, KOHCTPYHPOBAHHUS 3aJJaHUI U OpPraHU3aLUI0
KOHTPOJISl, CHCTEMATHYHOCTh CAMOCTOSTEIIBHBIX YUeOHBIX 3aHATHIH, LIeIeCO00pa3HOE IIAHUPOBAHUE PabOYEro BPEMEHH MO3BOJISICT
NPUBHUTH CTYJCHTAM YMCHUS U HaBBIKM B OBJIAJICHUH, M3Y4YCHHUH, YCBOCHHH M CHCTEMAaTH3allMH IPHOOpeTaeMBIX 3HAHMI B TIporiecce
00y4eHHs, IPUBUTH HABBIKH MOBBIMICHHUS IPO(ECCHOHATIBHOTO YPOBHS B TEUEHHE BCEH TPYIOBOH AEATEIHHOCTH.

J171s KOHTPOJIS 3HAHUM CTYAEHTOB MO JAHHOW AUCHUILIMHE HEOOXOJUMO MPOBOAUTH ONIEPATUBHBIN, pyOEKHBIA U UTOTOBBIH
KOHTPOJb.

OmnepaTHBHBINH KOHTPOIIb OCYIIECTBISIETCS IyTEM IIPOBEICHNS OIIPOCOB CTYICHTOB Ha CEMHUHAPCKUX 3aHATHAX, IPOBEPKA
BBIIIOJTHEHHS TIPAKTUYECKHX 33aJaHHUMH, a TaKkKe yueTa BOBJICUEHHOCTH (aKTUBHOCTH) CTYACHTOB P 00CYKICHUN MHHU-OKIAII0B,
OpraHU3aI1M POJIEBBIX UIP U T.II.

KoHTpomb 32 caMOCTOATENEHOH paboTOH CTYAEHTOB ITO KypCy OCYIIECTBISIETCS B IBYX (POpMax: TEKYIIHH KOHTPOJIb ¥ HTOTOBEIH.




PyOGesxHbII KOHTPOIB (aTTecTanus) IOAPa3yMeBaeT MPOBEAeHUE TECTUPOBAHUS MO MPOIICHHBIM pa3zienaM Kypca. B rectupopanue
MOTYT OBITH BKIIFOUECHBI TEMBI, IPEJUIOKEHHBIC CTYICHTaM JJIsl CAMOCTOSATEIBHOM OATOTOBKH, a TAKXKE NPAKTHYECKHUE 3a1aHHUsI.

YpoBeHb chopMUPOBAHHOCTH MPOHECCHOHATBHBIX KOMITETECHIINHI Ka)KA0TO 00Yy4JaIoIerocs: OIEHUBASTCS MO CIEAYIoIe mKaie (0T
1 o 5):

1 — He cpaBiIAeTCs C BHIIIOIHEHNEM THIIOBBIX IPO(ECCHOHANBHBIX 33/1a4, HE TIPOSIBISIET HU OANH U3 HABBIKOB, BXOISIINX B
KOMITCTEHIINIO;

2 — He CTIPaBIAETCS C BBIIOJHEHNEM TUIIOBBIX IPO(ECCHOHATBHBIX 3aa4, IPOABISIET OTJeIbHbIC HABBIKU, BXOAAIINC B
KOMITIETEHIINIO;

3 — BBINIOJIHACT THITOBEIC MIPO(eCCHOHATBHBIE 3a1a4H ITPH KOHCYJIBTAIIOHHON ITOIEepIKKe: TOPOTOBEIA (KPUTHIECKH) YPOBEHb
TOTOBHOCTH;

4 — caMOCTOATENIBHO BBINOIHACT THIOBbIE MpodeccuoHanbHbIe 3a1auu. s pelleHns HeCTaHAapTHBIX 3a/1a4 TpedyeTcs
KOHCYJbTallMOHHAs TIOMOIL: TIOPOTOBBIi (OITyCTHMBIN) YPOBEHb TOTOBHOCTH;

5 — Bce mpodeccHoHaNbHBIE (THITOBBIE ¥ HECTaHJAPTHEIE) IPO(eCCHOHATBHBIE 33/1a91 BBIITOIHIET CAMOCTOSTEIFHO: ITOBBIIIICHHBIH
YpOBEHb TOTOBHOCTH.

banbHO-peTHHIOBast OLIEHKA O MPOMEKYTOUHOM aTTeCTalluy NPOBOANMOM B hopMe dK3aMeHa u (1inn) JudhepeHIIPOBAaHHOTO
3adeTa BBICTABILCTCS B COOTBETCTBHH CO CIIEYTOMIEH IIKaJIOH:

50-71 — «yOBIIETBOPUTENBHON;

71-92 — «xopouioy;

92-100 — «OTIHYHON.

Jlanee npuBOIATCSA KPUTEPHHU OIIEHKH PE3yJIbTaTOB 0TBeTOB. Hamprmep:

Onenka "OTJIMUYHO" craButcs o0y4aromeMycsi, HOKa3aBIIeMy OBBIIIEHHBIH YPOBEHb TOTOBHOCTH.

Ornenka "XOPOIIO" cTaBuTcs 00y4aroneMycs, oKa3aBIieMy TOPOTOBbIi (JOMYyCTHMBIH) YPOBEHb TOTOBHOCTH.

Onenka "YJIOBJIETBOPUTEJIBHO" craButcst o0ydaronieMycs, oKa3aBIIeMy ITOPOTOBBIH (KPUTHIECKHI) YPOBEHb TOTOBHOCTH.
BanbHO-pedTHHTOBAsI OLICHKA IO IPOMEXKYTOUHOH aTTECTAI[NH IIPOBOJNMON B (hopMe 3aueTa BEICTABISETCSA B COOTBETCTBUH CO
CJeyIoIIeH IKaIOoM:

51-100 — «3auTeHOM.

Jlanee npuBoOIATCSA KPUTEPHH OIIEHKH PE3yJIbTaTOB 0TBeTOB. Hamprmep:

OreHka "3auTeHO" CTaBUTCA 00yUaroleMycs, MUHIMAIBHO [TOKa3aBIIeMy ITOPOTOBBIi (KPUTHYIECKHUH) YPOBEHh TOTOBHOCTH.




