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1. IEJIM 1 3AJJAYHU OCBOEHUA JTUCIUIIJIMHBI:

Llenv  oceoenuss Oucyunaunsl  “JIOKyMEHTAllMOHHOE OOECIIEYCHHE YIpaBJICHUSA  —
dbopmupoBaHue y oOydarommxcsi mo nporpamMe OakamaBapuara 38.03.02 MeHeKMEHT, 3HaHUH
OCHOB JIOKYMEHTAI[HOHHOTO 00ecHeueHHs YyIpaBJICHUYECKOW JAEATENIbHOCTH M TEepBOHAYAIBHBIX
HaBBIKOB MX MPAKTHYECKOTO HCIIOIb30BAHMS.

3aoauu oceoenus OUCYUNIUHDL:

e chopMHUpOBaTh y OOYYarOMIMXCS TMPEACTaBICHHE OO0 OCHOBHBIX HANPABICHHUSIX H POJIU
CHCTEMBl JTOKYMEHTAI[HOHHOTO OOECTeYeHHs YIPABICHUS KaK HEOThEMJIEMOW COCTaBIIAIOLICH
MEHEKMEHTa OpraHu3alHy,;

© 00y4NUTh OOYYAIONIUXCS OCHOBHBIM TEXHOJIOTHSM COCTAaBJICHHS, BEICHHSA U 00pabOTKH
JIOKYMEHTAIMHY, Kacarolllecsl yIpaBiICHUs OparHu3aluen;

® [aTh TIPEJCTABICHHE O COBPEMEHHBIX TEHICHIUAX JOKYMEHTAIMOHHOTO O0OecreueHHs
yIpaBJICHUs] Ha POCCHHCKUX MPEANPHUITHAX M BO3MOXHBIX MYTSAX COBEPIICHCTBOBAHHS
3¢ GEKTUBHOCTH AETIONPOU3BOJICTBA B YIIPABIEHUH OpPraHU3alUsIMU.

2. MECTO JMCIIUIIVIMHBI B CTPYKTYPE OIIOII:

«JlokyMeHTallMOHHOE OOECTeueHUe YIPaBICHUS » SBIAETCA AUCHUILTUHONW MO BHIOOPY
gacth Y4eOHOro IuTaHa, (OPMHUPYEMOH y4JaCTHHKAMHU OOpa30BAaTEIbHBIX OTHOIICHUH, TIO
nporpamme O6akanaBpuata 38.03.02 MenemxmenT u umeet koa b1.B.J1B.03.01.

Jlo wu3ydeHuss [aHHOM JUCUMIUIMHBI CTYACHT JIOJDKEH OCBOUTH  COJIEp)KaHHE
MPEIIIeCTBYIOIUX JUCIUILINH (IIPAKTHUK), ¢ POPMUPOBAHUEM COOTBETCTBYIOIUX KOMIETEHIIUN
(w1 ux yactu): MeTomoi0rTus U MPaKTHUKa COIMOJIOTHYECKUX UCCIICIOBAHUM B MEHEIKMEHTE,
YnpaBrneHue npoeKTaMHu.

Huctunnuaa JlokyMeHTallMOHHOE OOECIeYeHHE YMPABICHUS » HM3Y4aeTcs B OJHOM
ceMecTpe ¢ IucHUIUIMHAMU (mpakTukamu): [lemompousBoactso, [IpeanumniaoMHas mpakTuka,
3amura BRITYCKHOW KBaTM(DUKAITMOHHOW paOOThI, BKIIOYAs MTOATOTOBKY K MPOIEAYpPE 3aIlUTH U

MPOLIEYPY 3ALIUTHI.

3. IIEPEYEHb IINTAHUPYEMBIX PE3YJIbTATOB OBYUEHMUS 110
JUCHUIIVIMHE, COOTHECEHHBIX C IINTAHUPYEMbIMH

PE3YJBTATAMHW OCBOEHUS OCHOBHOM

MPO®PECCHOHAJBHOM OBPA3OBATEJBHOM ITPOT'PAMMBI

[Ipouiecc n3yvyeHust AMCUUILIMHBI HAIIpaBJIeH Ha (OPMUPOBAHUE U Pa3BUTHE CIIEYIOIIMX

KOMIIETEHIINN:
Kona u naumenoBanue [lepeueHs mIaHNPyEMBIX PE3yIbTATOB OOYUYEHHUS 110 TUCIUILTHNHE,
peanuzyemoit COOTHECEHHBIX C UHAUKATOPaMHU JIOCTHKEHHS KOMIIETEHIUH
KOMIICTCHIIUN

[IK-2 cnocoOeH BnaneTh
METOJIAMH IPUHITHS U
JIOKyMEHTAJIEHOTO
o(OopMIICHHS PEIICHUH B
YIIpaBJIEHUH OTIEPAIIMOHHOMN
(TpOM3BOACTBEHHOM )
JeSITeTBHOCTBIO
OpraHu3alui,
yCTaHaBJIMBATH TPEOOBAHNUS
K CTaHjapTam

NJI-1nk2

3HaTh  OCHOBBI  JOKyMEHTAI[HOHHOI'O  OOEClleYeHHs  yNpaBlIeHHs  JUIs
WCIIOJIb30BAHMSI METOAOB MPUHSATUS U JOKYMEHTAILHOTO 0(OPMIIEHHS pEeIIeHNH B
YIPaBJIECHUH ONEPAOHHON (IIPOM3BOJCTBEHHON) JESATEIBHOCTHIO OpraHU3aluii,
YCTaHOBIICHHsI TPEOOBAHHH K CTaHIapTaM

NI-2nk-2

YMeTh NPUMEHSTh TEXHOJOTHH JTOKYMEHTALMOHHOTO OOECIIeYEeHHUS YIpPaBICHUS
JUIA  WCHOJB30BAHMS METOAOB TMPHUHATHS M JTOKYMEHTAJIBHOTO O(OopMICHUS
pemIeHni B YHPABICHWH OIEPAMOHHON (TIPOM3BOACTBEHHON) AEATENbHOCTHIO
OpraHU3aINi, yCTAaHOBJICHUS TPEOOBaHUN K CTaHIapTaM

NJI-3nx2

Bnaners HaBbIKaMH  JJOKyMEHTAIlMOHHOTO OO0ECIEYEHHUs yNpaBICHUs  JUIst
WCIIOJIb30BAHUS METOAOB MPUHSATUS U JOKYMEHTAILHOTO 0(OPMIIEHHS pEeIIeHNH B
YIPaBJICHUH ONEPAOHHON (IIPOM3BOJCTBEHHON) NESATEIBHOCTHIO OpraHU3aluii,
yCTaHOBJICHHs] TPEOOBAHMH K CTaHIAPTaM
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4.0bIHAA TPY JOEMKOCTDb JUCHUIIVINHBI

4.1. O0beM TMCUMILVIMHBI B 3a4eTHbIX equHuuax (scero) 3 3ET
4.2. O6beM TUCHUILIMHBI 10 BUAAM y4eOHO# padoTsl (B yacax):

KonnuectBo 9acos
Bt yue6Hoii pabots: (dopma o0ydeHHS - OUHAs)
B TOM YHCJIE TTO CEMECTpaM
BCETO IO IJIaHy 7 8
KonTtaktHas paboTa oOydarommuxcs ¢ 36 ) 36
npenogasaTesieM B cOOTBETCTBUM ¢ YII
AyIuTOpHBIE 3aHATHS
?;Z”[FOM Il)n/ICJIe: ’ 36 j 36
JIEKIUU 18 - 18
CEMHHAPHI M NPAKTUICCKUE 3aHATHS 18 - 18
1a00paTopHbIE pabOTHI, MPAKTHKYMBbI - - -
CamocrosiTenpHas paboTa CTyeHTa 72 - 72
®opMa TEKYILIEro KOHTPOJIA 3HAHUU U Hoxmnan - Hoxman
KOHTPOJISI CAMOCTOSTEIILHOIM paboTHI: Kommoxsuym Komnoxsuym
IIuceMeHHBIN onpoc ITrceMeHHBIH onpoc -
Kypconas pabdora - -
Bun npomMexxyTo4HOM aTTecTanuu 3auer - 3auer
Bcero yacoB no aucnumiusie 108 - 108

4.3. Copep:kaHue IHCHUIUIMHBI. Pacnpenesnenue 4acoB mo TeMaM M BHAAM Y4eOHOil
padoThI:
dopma 00ydeHHs OUHas

HasBanue paznenos | Bcero Bunpl yaeOHBIX 3aHATHHA ®dopma
U TeM AyIUTOpHBIE 3aHATHS 3aHs TEKYIIETo
Jlexun IMpaktnue- | JlaGoparop- TUS B Camocro- KOHTPOJIS

CKHE HBIE paboTHI, HHTED SITEITh 3HaHUH

3aHATHS, MPAKTHKYMBbI aKTHB Has paboTa
CEMMHAPBI HOMU
hopme
1. [Ipeamer, nenu u 16 2 2 - 2 12 Jlokman
3aJaun Kypca.
2.®opMupOBaHUe 16 2 2 - 2 12 JHoxnan

JOKYMEHTOB B JI€JIa,
X BCJACHUC U

XpaHeHHe.

3. OpraHu3anuoH- 20 4 4 - 2 12 ITucemen
HbIE JOKYMEHTBI HBII OIpocC
4. Pacniopsu- 20 4 4 - 2 12 ITucemen
TeIbHBIE HBI OMpocC
JIOKYMCHTEL.

5. JIOKyMEHTBHI, 16 2 2 - 2 12 Jloxman

cO3/1aBacMble B
rpoiiecce TpyAOBOM
JIeATeJIbHOCTH
pabOTHUKOB.

6. JlokyMeHTHI, 20 4 4 - 2 12 Komnoxsuym
periiaMeHTHPYIOIIUe
NpUeM, IBIKEHUE U
YBOJIbHEHUE
paboTHHKa.

Htoro 108 18 18 12 72

5. COAEP)KAHUE JUCIINJINHBI
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Tema 1. IIpeamer, ueJin, 3a1a4u U cojiepkaHue Kypca.
ConepxaHve AMCUUIUIMHBI, €€ Iedu W 3aaadyd. llpeamer MOKYMEHTAalMOHHOTO OOECTeYeHHUs
ynpasieHus. B3aumMocBsI3p M OTJIMYMS 1€10IPOU3BOACTBA U KaIpOBOI0 J€I0Npou3BoAcTBa. Posb n
MECTO 3HaHMM MO AMCUUIUIMHE «/[oKyMeHTanmoHHOe oOecrieyeHHe YIpaBIEHUS» B  IMPOLECCe
MOJITOTOBKM CTYJIEHTOB, MOJIYYAIOIUX KBaTH(UKAIHMIO (CTENeHb) «OakajaBp» IO HaIPaBIICHUIO
«MeHeIKMEHT.

Tema 2. ®opMupoBaHUe JOKYMEHTOB B /ieJia, X BeJeHHEe U XPaHEHHe.
dopmupoBaHUE KaapOBbIX JTOKYMEHTOB B nena. CoctaBieHre M OQOpPMIIEHHE HOMEHKJIATYPHI JeI.
XpaHeHHe KapoBbIX JOKyMEHTOB. OCOOEHHOCTH apXUBHOM pabOTHI C JOKYMEHTaMH.

Tema 3. Opranu3anoHHbIE JOKYMEHTBI.
CymHOCTh ¥ BUBI OPTaHU3AIMOHHBIX JOKYMEHTOB, OCHOBHBIE TPeOOBaHUS, NPEABSBISIEMbIE K UX
oopmiennto. OcoOeHHOCTH OGOPMIICHHS OPraHU3alMOHHBIX JOKYMEHTOB C HCIIOJIb30BaHHEM
uH(pOpMaMOHHBIX TexHosoruii. llltTaTHOE pacnucanie U OpraHu3aloOHHAast CTPYKTYpa YIpaBJICHUS:
COJICpKAHUE U B3aUMOCBSI3b.

Tema 4. PaciopsiiuTeibHbIe IOKYMEHTBI.
CymHocTh, 3HaY€HHE U BHJBl PaclOpPsAIUTENbHBIX J0KyMeHTOB. CocraBieHue u oQopMiIeHHE
NpUKa30B (pacnopspkeHui) Mo JUYHOMY cocTaBy. OOmmue TpeOoBaHMS K COCTAaBICHHUIO U
0(hopMIIEHHIO IPUKA30B 110 TUYHOMY COCTABY.

Tema S. JlokyMeHTBI, co31aBaeMble B Ipoliecce TPY/A0BOii 1eATeJIbHOCTH PAOOTHHKOB.
OcobeHHocTH cOcTaBiIeHUS U O(OPMIICHUS JOKYMEHTOB O TPYAOBOH IHCUMIUIMHE, B3bICKAHUSX,
MOOIIPEHUsIX pabOTHUKOB. JlOKnagHble, OOBSCHHUTENbHBIC 3alMCKU W CIPAaBKH: COAEpIKaHHE,
3Ha4YeHHUe, TPEOOBAHUS K UX COCTABJICHHUIO U PETUCTPALIHU.

Tema 6. JIokyMeHTBI, perJiaMeHTHPYIOLIHe TPUEM, IBH:KeHHe H YBOJIbHeHHe Pa0OTHHKA.
OcobenHoctu opopMiIeHHsT TPYAOBBIX J0roBopoB. Ilpukas (pacmopspkeHue) o mpueMe Ha palory.
Benenne nmunoro nema pabortHuka. TpymoBas KHWXKKa: ee odopmieHue, Beaenue. OCHOBaHUS
pacTOp)KeHUsI TPyAOBOro joroBopa. [lopsmok odopmiIeHHs TOKYMEHTOB TII0 YBOJBHEHHIO
paboTHHKa.

6.TEMbI TIPAKTHYECKNX 1 CEMUHAPCKHNX 3AHATHI
Tpy10eMKOCTb MPaKTUUECKUX U CEMUHAPCKUX 3aHATHH cocTaBiseT —18 yacos.

Tema 1. [Ipeamer, nesn, 3a1a4M U coep:KaHue Kypca.

Dopma npoeedenus CeMUHAPCKO20 3aHAMUs — TUCKYCCHS O POJIM M MeECTe 3HaHHWH MO
mucuuiuinHe  «JloKkyMeHTalMoHHOe — OOeClieYeHHe  yIpaBICHHS» B TPOLECCE  OCBOCHUS
KBanu(UKanuu (CTereHn) «OakamaBp» MO HarpaBleHHIO «MeHemxkMeHT». OOCyXIeHHe TO0KIalI0B
0 TeMe.

Bonpocvl no meme ons o6cysicoenuss Ha 3aHamuu.

1. KakoBa ponb aucHMIUTMHBI «JlOKyMEHTAIlMOHHOE OOecTiedeHre YIpaBICHUS» IPH
MOATOTOBKE MEHEKEPOB B PD?

2. 3HaHMWS KaKMX Y4YEOHBIX JAUCHHUIUIMH MOTYT OBITh HCIIOJNB30BaHbI MpPU TPUMECHEHUH
TEXHOJIOTUH KaJJpOBOTO JICJIONPOU3BOICTBA?

Bonpocwl no meme 015 camocmosamensbHo20 u3y4eHus.

3. B "eMm cocTosT pasnmmume M B3aMMOCBS3b CYIIHOCTH JIEJIOTIPOM3BOJICTBA M KaIpOBOTO
JIeJIOTIPON3BO/ICTBA?

4. KakoBbl OCHOBHbIE HAampaBi€HMS M TEHACHLMU COBEPLICHCTBOBAHUS  TEOPUHU
JOKYMEHTAIIMOHHOTO 00ecredyeHus yNpaBieHHs Ha COBPEMEHHOM JTane pPa3BUTHS
SKOHOMUYECKON HayKu?

Temamuxa 00x1a008 no meme:
1. OnsIT cTaHOBIIEHUS TEOPUU U MPAKTUKU JOKYMEHTALMOHHOIO OOEcleyueHHs yrpaBieHUs B
Poccun.

®dopma A Crpannna 4 u3 11
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2. CpaBHUTENbHBIH aHAJIH3 TOJOKEHHH JIOKYMECHTAIIMOHHOTO OOECIICYCHUs YIPABICHUS H
KaJIpOBOTO JICIIOTIPOM3BOCTBA.

Hanucanue oOoknaoa — 3TO KpaTKoe U3JIOKEHHWE B IMHCbBMEHHOM BHJE WIH IMYOJIUYHOE
BBICTYIIJICHHE TIepe/ TPYMIOi ¢ pe3yabTaTaMi HAay4HO-HCCIIEOBATENILCKOM paboThl MO Teme,
BbIOpaHHOW M3 MepeyuHs MpejuiaraeMbiX Bbllie TeM. Llens Hamucanus noknana — GopMupoBaHue
U pa3BUTHE KOMIIETEHIMHA oOydaromierocs B O0JAaCTH  CaMOCTOATENBHOM  Hay4dyHO-
HCCJIEIOBATENIBCKOM pabOThl CTY/IEHTa, B KOTOPOIl PacKpbhIBAETCS CYTh UCCIENYEeMON MPOOIEMBI.
O0béM JoKJIaja MOXKET pa3jIMYHbIM B 3aBUCHUMOCTH OT TeMbl. B cTpykrype nokiana
BBIICTISIIOTCS: TUTYJIBHBIA JIMCT, MaTepuai M0 TeMe, CIUCOK MCIIOJIb30BAaHHOW JuTEepaTyphl. B
JIOKJIa/Ie JIOTYCKAeTCsl BKJIIOUEHHE TaONuI], TpauKoB, CXeM, KaK B OCHOBHOM TEKCTE, TaK U B
KauecTBe NMpuioxkeHuil. Kputepun oueHku 0KiIana: COOTBETCTBHE TeMe; IiyOrnHa mpopadoTKu
MaTepuaa; paBUIbHOCTb U IIOJHOTA UCII0Jb30BAaHUS UCTOYHUKOB; BJIaJICHUE TEPMUHOJIOTHEN U
KynbTypoit peun. [lo ycMoTpeHuio aBTopa [OKJIala BO BpeMs IYOJIHYHBIX BBICTYILICHUMN
BO3MO>KHO MCIOJIb30BaHUE MYJIBTUMEIUNHON MTPE3EHTALIMU C COOTBETCTBYIOIIUM IOCIEAYIOLIIM
00CyXJIEeHUEM B TPYIIIIE.

Tema 2. ®opMupoBaHue JOKYMEHTOB B J1e/1a, HX Be/leHHe H XPaHEeHHe.

Dopma nposedeHuss CeMUHAPCKO20 3aHAMUA - CUTYallMOHHBIH aHaNIM3 KeWc-CUTyalui 1o
HOATpYyNIaM MO BompocaM (OpMHPOBaHMS JIOKAJIbHBIX [JOKYMEHTOB MpPEANpHUATHS B Jena.
OOcyxeHne JOKIag0B 110 TeME.

Bonpocvt no meme ons obcyscoenus na 3auamuu:
1. .KakoBbl npaBuia cocTaBieHus 1 opopmiieHHs HOMEHKIATYpbI 1ei?
2. OxapakTepusyiite TpeOOBaHHUS, IPEABABIAEMbIE K BEICHUIO HOMEHKIATYPhI J€1.
Bonpocwr ons camocmoamenvrHo2o uzyueHus:
3. B uém 3akimro4aroTcsi 0COOEHHOCTH XPaHEHHsI KaJpOBbIX JOKYMEHTOB?
4. KakoBbl BHJBl OTBETCTBEHHOCTH COTPYJHHKOB KaJpOBOH CIIy>KObI 3a HapylIeHUs Npu
oopmieHnu 1 (WIN) XpaHEHUH KaJIPOBBIX IOKYMEHTOB?

Temamuka 00k1a006 no meme:

1. Mexanusm GopMHpOBaHUS TOKYMEHTOB B JeJa.

2. HopmartuBHO-IIpaBOBbIe TPEOOBAHUS K XPAHECHUIO YIPABJIECHUECKUX JOKYMEHTOB.

3. OIBIT CTaHOBJICHUS U PA3BUTHS apXUBHOTO Jiefla B JOPEBOIIOLMOHHOI Poccun.

4. OIBIT CTAaHOBJICHUS M PA3BUTHS apXUBHOTO JieJla B cOBpeMeHHol Poccuu.
Hanucanue ooxknada — 3TO KpaTKOe H3JI0KEHHE B MHCbMEHHOM BHJE WM IYOJUYHOE
BBICTYIUICHHE Tepe]l TPyNIoi ¢ pe3yjbTaTaMH HaydHO-HCCIIEI0BATeNbCKON paboThl MO TEME,
BBIOpPAHHOW M3 MEepeyHs MpeagaraeMbix Boile TeM. Llenb Hanucanus nokiana — GopMupoBaHue
U pa3BUTHE KOMIIETEHIMI oOydaromierocss B 00JacTM  CaMOCTOSITEIBHOM  Hay4HO-
UCCIIEI0BATEIbCKON paboThI CTY/IEHTa, B KOTOPOM pacKpbIBAaeTCs CyTh UCCIEyeMON MPOOIIEMBI.
O0béM JoKJIala MOXKET pa3jMYHbIM B 3aBUCHUMOCTM OT TeMmbl. B cTpykType nokxmana
BBIJICJIAIOTCSA: TUTYJIBHBIA JIUCT, MAaTEpHUAIl IO TEME, CIIMCOK HCIOJIb30BAHHOM JIMTEpaTyphl. B
JIOKJIaJie OIYCKaeTcsl BKJIIOUYEHHE Taluull, rpaguKoB, CXeM, KaKk B OCHOBHOM TEKCTE, TaKk U B
KadyecTBe NMpuiiokeHuil. Kpurepun oleHKH J0KJaja: COOTBETCTBHE TeMe; ITyOrMHa MpopaboTKu
MaTepHuaa; NpaBWIbHOCTh U IMOJHOTA UCIOJIb30BAHNS UCTOYHUKOB; BIaJCHUE TEPMUHOJIOTHUEN U
KyneTypoil peun. Ilo ycmoTpeHuio aBToOpa JIoKJafa BO BpeMs MyOJIMYHBIX BBICTYIUICHUH
BO3MOKHO MCIOJIb30BaHUE MYJIbTUMEINWHON IPE3EHTALMH C COOTBETCTBYOIIUM MOCIIETYIOLIIUM
00CYX/IEHUEM B TpYIIIE.

Tema 3. Opranu3aninoHHbIe JOKYMEHTBI.

Dopma nposedenus ceMuHapcko2o 3anamusi — JejoBas urpa no paspadorke «llonoxenus» o
CTPYKTYPHOM TMOAPA3[eICHUU U INOATOTOBKE COOTBETCTBYIOUIMX «IOJIKHOCTHBIX HHCTPYKIHI» B
COOTBETCTBUM C OIHUCAHHOW B «KEHUC-CUTyallMl» OPraHU3allMOHHOM CTPYKTYpOH HpeanpusTHs.
[InceMeEHHBIN OIPOC MO TEME.

Bonpocwvl no meme ons 0b6cysrcoenusn na sanamuu:
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1. KakoBbI BUIBI OPTaHU3ANMOHHBIX JOKYMEHTOB?

2. B uéMm 3aKmoyaroTcs OCHOBHBIE TTOJIOKEHHUSI HOPMATHBHO-TIPABOBBIX aKTOB, PETJIaMEHTHPYIOLIHX
oopmieHre OpraHU3alMOHHBIX TOKYMEHTOB?

Bonpocwl no meme 015 camocmosamensbHo20 uyveHus.

3. OxapakTepusyite CTpyKTypHBIE SJIEMEHThI OpraHU3aIllMOHHBIX IOKYMEHTOB.

4. Tlepeuncnute TpeOoBaHMA, mpeabsBisieMble K odopmiienuto «llomoxxenuit», «J1omKHOCTHBIX
MHCTPYKIUI», U T.I. TOKYMEHTOB.

Tema 4. PacniopsiiutesibHbIe JOKYMEHTHI.

Dopma  npogedeHuss CeMUHAPCKO2O  3aHaAmus — JeloBas Wrpa IO  COCTABJICHHIO
«PacniopsikeHuin» B COOTBETCTBUM C 33JaHHBIMU CUTYallMOHHBIMH 33aJja4aMU U3 KaJpOBOM IMPaKTUKU
npeanpusatus. [IuceMeHHsbI onpoc 1Mo TeMe.

Bonpocwvl no meme 015 00cyscoenus Ha 3aHAMUU.
1. Oxapakrepusyiite pa3inyHble BUABI PACIOPAIUTENBHBIX TOKYMEHTOB.
2. Bpimenure OCHOBHBIE 3Tambl COCTABJICHUS W OQOPMIICHHS MPHUKA30B MO JUYHOMY COCTaBYy
OpraHH3aLHH.
Bonpocwl no meme 0ns camocmoamenbHo2o u3yueHus.
3. KakoBsl 00s13aTeNbHbIE PEKBU3UTHI PACIIOPAIUTEIbHBIX TOKYMEHTOB?
4. KakoBbl JOIOJIHUTENIbHBIE PEKBU3UTHI PACHIOPSIIUTEIbHBIX JOKYMEHTOB?

Tema S. JlokyMeHTBI, co3/1aBaeMble B Pollecce TPYA0BOii 1esITeJIbHOCTH PAOOTHHKOB.

Dopma npogedeHUs cCeMUHapcKoeo 3auamus - pojieBas Urpa 1O BBISBICHHIO HEJOCTATKOB B
oopMIIeHHN JOKYMEHTOB OpraHM3allid, CO37aBaeMbIX B IpOIecce TPYAOBOH NEATETHLHOCTH
pabOTHUKOB, MOATOTOBKA M TPE3EHTALUS PEKOMEHJAIMi MO coBepUIeHCTBOBaHUIO. OOCyKIeHHe
JIOKJIAJIOB TI0 TEME.

[Tocne nzyueHus TeMbl 5 CTyI€HT JOJDKEH:

®  3Hamb CONEpIKAHHE JJOKYMEHTOB, CO3/JaBa€MBIX B ITPOIECCE TPYJIOBOH NESITEIHOCTH;

® umemv npeocmaeieHue O BUAAX TpeOOBaHUI, NpPEABABISIEMbIX K O(OPMIICHHIO U

perucTpanuu nogooHOro poaa J0KyMEHTaM;

® yuemb COCTaBIATh M OGOPMIIATH JOKYMEHTBI, CO37aBaeMbleé B MPOIECCE TPYIOBOH

NesITebHOCTH PaOOTHHUKOB;

®  npuobpecmu HABbIKYU COCTABIECHUS TOKYMEHTOB 10 TPYAOBON JAEATEIbHOCTH pAOOTHHUKOB.
Bonpocwvl no meme ons 0b6cysrcoenusn Ha 3anamuu:

1. OxapakrepusyiiTe mpaBuiIa COCTaBICHUS U OQOPMIICHHS JOKYMEHTOB O TPYJOBOH IUCIMIUIMHE,
B3BICKaHMSX, TOOIIPEHUIX PAOOTHUKOB.

2. KakoBbl 0cOO€HHOCTH OQOPMIICHHUS JOKIATHBIX U OOBSICHUTEIBHBIX 3aITHCOK?

3. Kakum 00pa3om ohopMIISIOTCS TOKYMEHTBI, PeTJIaMEHTHPYIOIINE TIEPEBO/] Ha IPYTYIO padboTy?

Bonpocwl no meme 0151 camocmoamenbHo20 U3yueHus:

4. B uéM 3aKIr0uaroTcs mpaBuiia 0hOpMIICHHS OTITYCKOB paOOTHHUKOB?

5. KakoBbl mpaBuia JOKYMEHTAIMOHHOTO O(OpPMIIEHUS OTCTpaHEHUs pabOTHHKAa OT PabOThHI MO
WHUIHATHBE paboTomaTens?

Temamuxa 00Kk1a006 no meme:

1. JloxmaaHble 3alUCKU: COJlEpKaHNE, 3HAUCHHE, TpeOOBaHUS K 0()OPMIICHHIO.

2. OOBSICHUTENBHBIC 3AIMCKU: COJICPKaHUE, 3HAUCHUE, TPEOOBAHUSI K O(OPMIICHHUIO.
Hanucanue oOoknada — 3TO KpaTKoe H3JI0KEHHE B MNUCHbMEHHOM BHJE HIM IYOJUYHOE
BBICTYIUICHHE Tepe]l TPyNMoi ¢ pe3yjbTaTaMi HayYHO-HCCIIEI0BATeNbCKON paboThl MO TeMe,
BBIOpaHHOMW W3 MepeyuHs MpejiaraeMbIX Bhllie TeM. [lens HanmucaHnus qokmnana — GopMUpoOBaHUe
W pa3BUTHE KOMIIETEHIMIl oOydaromierocs B  OOJACTH  CaMOCTOSITENIbHOM — Hay4yHO-
UCCIIEIOBATEIbCKON paboThI CTY/IEHTa, B KOTOPOM pacKpbIBAaeTCs CYTh UCCIEyeMON MPOOIIEMBI.
O0béM JoKJIala MOXKET pa3jIMYHbIM B 3aBUCHUMOCTH OT TeMbl. B cTpykrype nokmana
BBIJICJISIFOTCS: TUTYJIBHBIM JIUCT, MaTepHall MO TEME, CIUCOK HCIOJIb30BAaHHOW JUTEpaTyphl. B
JOKJIaJie JOIYCKaeTcsl BKIIOUYEHHE Taluull, rpaguKoB, CXeM, KaKk B OCHOBHOM TEKCTE, TaKk U B
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KauecTBe NMpuioxkeHuil. Kputepun oueHku 0KiIana: COOTBETCTBHE TeMe; IiyOrnHa mpopadoTKu
MaTrepuaa; MpaBWIbHOCTD U MOJHOTA UCIIOIb30BAHMS UICTOYHUKOB; BIaJICHHE TEPMUHOJIOTUEH U
KynbTypoit peun. Ilo ycMoTpeHuio aBTopa [OKjiala BO BpeMs IYOIHYHBIX BBICTYIICHUMN
BO3MO>KHO MCIOJIb30BaHUE MYJIbTUMEIUMHON MPE3EHTALIMU C COOTBETCTBYIOIIUM MOCIIECTYIOIUM
00CyXJIEeHUEM B IpYIIIIE.

Tema 6. JloKyMeHTBI, perjJiaMeHTHPYIOIIHMe TIpHeM, ABHKeHHe H YBOJIbHEeHHe Pa00THHKA.
Dopma nposedeHuss CeMUHAPCKO20 3aHAMUA - POJEBas UIpa MO JOKYMEHTAJIbHOMY
oopmneHnio npuéma, ABMKEHHS U YBOJIBHEHHUS COTPYAHUKOB. KOIIOKBHYM 1O TeMe.
Bonpocwl no meme 015 00cyscoenus Ha 3aHAMUU.
1. Oxapakrepu3yiiTe 0COOCHHOCTH O(QOPMIICHHUS 3asBICHUSA O TpueMe Ha paboTy M YBOJBHCHUS
paboTHUKa C pabOTHI.
2. B uéM 3aKiIr0uaroTCs MpaBuila COCTaBICHUSI U PACTOPKEHUS TPYIOBOTO I0TOBOpa?
Bonpocwsl no meme 051 camocmoamenbHo2o u3y4eHus.
3. Ilepeuncioure TpeboBaHUs, MperbsABIseMble K OQOPMIIEHHIO IIpUeéMa Ha JIOJDKHOCTH C
MaTepuasbHOM OTBETCTBEHHOCTBIO M TpeOOBaHMS 1O JOKYMEHTAJbHOMY O(OPMIICHUIO
YBOJIFHEHUS] MAaT€PHAIbHO OTBETCTBEHHBIX JIUIL.

7.JIABOPATOPHBIE PABOTDI, IIPAKTUKYMbI

I[aHHBIfI BU pa60T 10 AUCLHHUIIIINHE y‘le6HI>IM IIJIaHOM HC MPEAYCMOTPCH.

8.TEMATHUKA KYPCOBBIX, KOHTPOJIbHBIX PABOT, PE®EPATOB

I[aHHBIfI BU pa6OTBI 10 JUCHUIIIMHE HE TIPEAYCMOTPECH y‘le6HbIM IIJIaHOM.

9. NIEPEYEHD BOIIPOCOB K 3AYETY

1 TIlpeaMeT MOKYMEHTAI[HOHHOTO OOECIICUEHUs YIIPaBICHUS.

2  B3auMOCBSI3b M OTJIIMYHS JIEIIONPOU3BO/ICTBA M KaJPOBOTO JIEIONPOU3BOICTBA.

3  ®opmupoBaHUE KaJIPOBBIX JOKYMEHTOB B JIeJIa.

4  XpaHeHUWe KaJPOBBIX IOKYMEHTOB.

5  CymHOCTb ¥ BUBI OPTaHNU3AIMOHHBIX TOKYMEHTOB.

6 OcHoBHBIC TPeOOBAHMS, TPEIBIBISIEMbIE K OPOPMIICHIIO OPTaHN3AIIMOHHBIX TOKYMEHTOB.
7 ®opmynsapbl-00pa3ibl JOKYMEHTOB, PETIIAMEHTUPYIONINX YIIPAaBICHUE TEPCOHATIOM.

8 IUlraTtHOE pactucaHue W OPTaHMU3ANUOHHAS CTPYKTYpa yIPABICHHS: COAEPKAHNE 1 B3aUMOCBSI3b.
9  CymHOCTb, 3HaYCHUE U BUBI PACTIOPSAIUTEIBHBIX IOKYMEHTOB.

10 OOGmme TpeOoBaHUs K COCTABICHHUIO U O()OPMIICHHIO PUKA30B M0 TMYHOMY COCTaBY.

11 [loxnaaHble, OObSICHUTEIBHBIEC 3AIUCKU M CIPABKU: COJepKaHUE, 3HAUCHUE, TPEOOBaHUSL.

OdopmieHne OTIyCKOB.

12 JIoKyMEHTBI, perJIaMeHTUPYIOIINE KOMaHAUPOBAaHHE COTPYAHUKOB.

13  Odopmienwue 3asBieHUs O IpHEeMe Ha paboTy, COCTaBIEeHNE aBTOOHOTpaduu.

14 CocraBnenue n oopMIICHHE TPYIAOBOTO JTOTOBOPA.

15 TIIpwuka3 (pacnopspkeHne) o mpreMe Ha padoTy.

16 JlokymeHTanmbHOE OOPMIICHHE aTTeCTAIli PAOOTHHKOB.

17 JloxymeHTanmmoHHOEe 0()OpMIIEHHE TPYIOBBIX CIIOPOB.

18 Ilpuem Ha JOMKHOCTH C MaTEPUATIBHONW OTBETCTBEHHOCTHIO.

19 JIuunas xaprouka gopmsl Ne T-2. Benenue muaHoTO fena pabOTHHKA.

20 TpynoBas KHIKKa: ee odopmieHHEe, BeIEeHHE, BHECEHHE B HEE CBEICHHUH O HarpakaeHHH
paOoTHUKaA.

21 VYdeT u XpaHEHHUE TPYJOBBIX KHIKEK.

22 OcHOBaHWHs PaCTOPXKEHUS TPYIOBOTO TIOTOBOPA.

23 Tlopsimok odopmileHHS JOKYMEHTOB IO YBOJIBHEHUIO paOOTHHKA.

24 OcobenHocty 0OpMICHHS YBOJIBHEHHS 110 HHUIIMATHBE paboTomaTens.
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25 Ponp wHPOpPMAIMOHHBIX TEXHOJOTHH B JOKYMEHTAIIMOHHOM OOCCIICYCHHH YIPaBICHUS
MIePCOHATIOM OpTaHU3ALNY.

10.CAMOCTOSATEJIBHASA PABOTA OBYYAIOIIIUXCSA
dopma 00ydeHHs OYHasI

HazBanue tem Bun camocTosiTenbHOM paboTHI Ob6Brem dopma KOHTPOIIA
B yacax
1. IIpenmer, memnw, [TpopaboTka yueOHOTO MaTepuana, yCTHbIE 12 [IpoBepka nokiIaga 1mo Teme
3ama4u Kypca OTBETHI Ha BONIPOCHI HA 3aKPEIUICHIE 3HAHUH,
MOATOTOBKA JIOKJIaJa 110 TeMe
2. ®opmuposanue | [IpopaboTka yaeOHOTO MaTepuana, yCTHBIE 12 [IpoBepka gokiIaga 1mo Teme
JOKYMEHTOB B JeNa, WX | OTBETHI Ha BOIPOCHI Ha 3aKpEIUICHUE 3HAHUI,
Be/ICHHE U XpaHEHHE. MOJTOTOBKA JIOKJIa/Ia 110 TEME
3. Opranuzanuonnsie | [IpopaboTka yueOHOro Marepuana, yCTHbIC 12 IIpoBepka 0TBETOB Ha
JOKYMCHTBI OTBCTHI Ha BOIIPOCHI HA 3aKPECILUICHUEC 3HaHHﬁ; MUCbMEHHBIN OoIpocC
MOATOTOBKA K MMCbMEHHOMY ONPOCY
4. PacniopsauTenbHbIe [TpopaboTka yueOHOro MaTepHaia, yCTHbIS 12 IIpoBepka oTBETOB Ha
JOKYMCHTHI. OTBCTHI Ha BOIIPOCHI HA 3aKPECILUICHUEC 3HaHHﬁ; MUCbMEHHBIN OoIpocC
MOATOTOBKA K MMCbMEHHOMY ONPOCY
5. JIOKyMEHTBHI, IIpopaboTka yueOHOro MaTepuana, yCTHbIC 12 [IpoBepka moxiana mo Teme
co3JaBaeMble B OTBETHI Ha BOIIPOCHI HA 3aKpEIJICHUE 3HAHUH,
nporecce TpyIoBor HOATOTOBKA JIOKJIaa 1o TeMe
JeATEeIbHOCTH
pabOTHHKOB.
6. JlokyMeHTHI, [IpopaboTka yueOHOTO MaTepuana, yCTHBIC 12 [IpoBepka oTBETOB Ha
perIaMeHTHpPYIOIIHUE OTBETHI Ha BOIIPOCHI HA 3aKPEIUICHUE 3HAHHH; BOIIPOCHI KOJUIOKBUYMa
NpHeM, IBIKCHUE U HO/ATOTOBKA K KOJUIOKBUYMY
YBOJIbHECHHE PaOOTHHKA.

11. YYEBHO-METOJANYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE

JNCHUIIVINHbI
a) CniucoK peKoMeH1yeMoii TuTepaTyphbl
OCHOBHAasl
1. Kysuenos, U. H. [lokymeHTanmonHoe o0ecriedeHre yrnpaBieHUs MEPCOHATIOM | yYeOHUK
u npaktukyMm i By3oB / M. H. Ky3neno. — 2-e u3n. — MockBa : M3aarenscTBo
FOpaiir, 2022. — 393 c¢. — (Bricmee obpazoBanne). — ISBN 978-5-534-14830-5. —
Texct : snextponHblii // OOGpa3zoBatensHas mmiardpopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/489305

2. Ilysanosa, H.H. OpraHuzanyss ¥ TEXHOJIOTUS JIOKYMEHTALIMOHHOTO oO0OecredeHus
yIpaBJIeHUs : y9eOHUK U mpakTukyMm Juis By30B / H. H. IllyBanoBa. — 2-e uzn., mepepaod.
u gon.— MockBa: HM3marensctBo FOpaiit, 2022.— 265c¢.— (Bsicmee
obpazoBanmue). —  ISBN 978-5-534-12358-6. Texkct :  DNEKTpOHHBIA  //
OopazoBarenbHas miarpopma FOpaiir [caiiT]. — URL: https://urait.ru/bcode/489984

JAOMOJTHUTEIbHAS
1. Hoponmna, JI. A. OpraHu3zanuss ¥ TEXHOJOTHs JIOKYMEHTAI[HOHHOTO OOecredyeHus
yhpaBieHus : y4eOHUK U mpakTukyM it By3oB / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznatenbctBo FOpaiit, 2022. — 233 c. — (Bricuiee o6pazoBanue). — ISBN
978-5-534-04568-0. — Tekcr : anexTpoHHbIH // OOpazoBaTenbHas iatdopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/489555
2. Kopruee, . K. JlokyMeHTHpOBaHWE YIPaBICHYECKOH IESITEIHHOCTH : y4EOHUK H
npaktukyM Juig By3os / . K. Kopuees, A. B. [lmenko, B. A. Mamypues. — 2-e u3n.,
nepepad. u gon. — Mocksa : WznatensctBo IOpaiit, 2021. — 384 c¢. — (Bsicuee
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obpazoBanme). — ISBN 978-5-534-04533-8. — Tekcr : oneKkTpoHHBIA //

OopasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/468837

3. Aoynanze, [I. I'. JloxymeHTanmoHHOE 0O€CIIeueHHEe YIIPaBICHUS MEPCOHATIOM : YYEOHHUK
u npakTukyMm s By3oB / JI. I'. AGynanze, U. b. Bempsokkuna, B. M. MacnoBa. — 2-¢
u3., nepepad. u pon. — Mocksa : U3garensctBo HOpaiit, 2022. — 370 ¢. — (Bsicmiee
obpazoBanme). — ISBN 978-5-534-14486-4. — Tekctr : DSJCKTPOHHBIA //
O6pasoBarenbHas wiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/489736

yueOHO-MeTOoAn4ecKas

1. benokomsiToBa H. I'. Meronuueckue ykazaHus Mo IUCHUILIHHE «J/[oKymMeHTaImoHHOE
oOecrieueHrne ynpaBJICHUs» MO0 OPTaHHU3AIMH CAMOCTOSITEILHOW paboThl 00ydJaroIuXcs,
ocauBarmmx OITOII mo nanmpasiaeHuto nmoaroroBku 38.03.02 «MeHemxMeHT» TpoduIIb
«CTparernueckoe IUIAHUPOBAHUE W MapKeTUHT» (ypOBEHb OakamaBpuara) : y4eOHO-
metonudeckoe mocobue / H. I'. benokomeitoBa; Ynl'V, MDub, Kad. ynpaBnenus. -
Vapsanosek : Yal'V, 2019. - 3arn. ¢ skpana; HeonyOnukoBaHHBIN pecypc. - DIEKTPOH.
TekctoBele gaH. (1 dain : 523 Kb). - Tekct :  SIEKTPOHHBIM.
/http://lib.ulsu.ru/MegaPro/Download/MObject/2745

CorsaacoBaHno:

I'maBHBII OHOIHOTEKAPD

otnena oociyxuBanus Uoub

Hay4yHOU OubnmuoTeku Yal'yY T lonocora M.H. 01.06.2022r.

0) IIporpammHoe obecnieyenne:

1.«1C: IIpennpusrue 8»;

2.Statistica Academic for Windows;

3.Kommuiekr T[10 «VYuuBepcan» («DunancoBwii ananmuz + OreHka OuszHeca, «/HBECTUIIMOHHBIM
aHanm3y», «bromker», «O1eHKa HEIBIKUMOCTH);

4 KomnerotepHas nenosas urpa «bBU3HEC-KYPC: Kopnoparus Ilmtoc. Bepeus 4»;

5.Windows Office;

6.MoitOduc CraHnapTHBII;

7.Antumnaruat.BY3
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B) llpogpeccuonanshuie 6azbl OQHHLIX, RHOOPMAUUOHHO-CNIPAGOUHBIE CUCHIEMBI

1. DAeRTPOHHO-OHOIHOTETHBIC CHCTEMBI:

1.1. Iudposoit obpaszosarensusiii pecypc IPRsmart : anexrpoxHo-6uGmioreunas
cucrema : caiitr / OO0 Kommanns «Aifr Ilm Ap Mema». - Caparos, [2022]. - URL:
hitpy/www ipthookshopru. — PekiM  JocTyna: VIS 3aperHceTpHp. nonbzosareneil, - Teker
3IeKTPOHHBIL. 2

1.2. OGpasosarenstas wiardopma IOPAIIT : oOpasosarensHslil pecype, 31CKIpOHHAs
onéanoTexa : caiit / 000 InekTponnoe mimatensctso IOPAIT. — Mocksa, [2022). - URL:
https://urait.ni. — Pe&IM J0ocTyna: JUIS 3aperiicTpip. Noak3oBaTeseil. - TeKeT : MeKTPOHHEIIL.

1.3. Basa jaHHBIX «JneKTpoHHas Gnbmmorexa Texmmieckoro BY3a (3BC «KoncyasranT
CTYICHTa») © 3:1e1crpouno-6;|6'mm'maﬂ cuc‘neua caiit / OO0 IMommrexpecype. — Mocksa,
[2022]. — URL: ; — Pexum joctyma: juis 3apersicTpup.
MONB30BATENeN. —Texc1 anexrpommm

1.4. KorcyapTant Bpaua. DIeKTpoHHas MenHcKas 6ubmtorexa : 6asa JaHHBIX : cafir /
000 Beiclmag [MKOJa OpraHm3alii | YOpapieHHs 3apaBooxpaHeHneM-KoMiekcHbil
MeIHIHHCKHIT KoHcamTuHT. — Mocksa, [2022]. — URL: https://www.rosmedlib.m. — Pexkim gocTyma:
JUISL 3aperTICTPHp. Noab3oBareneil. — TekeT : INeKTPOHHEIIL

1.5. Boasiuas MeuuuHekas oudmorexa : 3.1cmpomo-6nﬁmorclman cHcrema : caifr /
000 byxkan. — Tomek, [2022]. — URL: /www books-up nuny . — Pexmm jloetyna: s
3aperucIpup. noapsosareneit. — Texcr : 3:1ex-rpom-|uu

1.6. BC Jlanb : 31eKTpOHHO-OHOMIOTe Had cricTeMa : caiit / 000 IBC Jlanb, — CaHKT-
TetepOypr, [2022]. — URL: hmps//elanbookcom. — PexiM J0CTyma: VIS 3apermucIpHp.
nonk3oBareneil. — TeKcT : MeKTpOHHBIIL.

1.7. 3BC Znanium.com : 31eKTPOHHO-OuOIHOTe A% ciucTeMa : caitt / 000 3uaniym. -
Mocksa, [2022]. - URL: http//zanivmcom . — PexnM jocTyma : s 3aperiicTpHp.
noib3oBareneil. - TeKeT : WIeKTPOHHBIIL.

1.8. Clinical Collection : Hayuno-uspopmannonnas 6asa nanaex EBSCO // EBSCOhost
: [mopran]. — URL: hup://web.b,ebscohost com/ehost/searchadvanced vid=14&sid=90fS Tade1-1191-4] 4b-8763-
¢97828f0f7e 1% 0sessionmgr102 . — Pe&nM JocTyna @ JUIs aBTOpH3. noib3oBarteneii. — Tekcr :
TEeKTPOHHBIT.

1.9. Ba3sa sanubix «Pycckitit Kak HHOCTPaHHBIY | MMEKTPOHHO-00pa3oBaTe/bHbIl pecype
JUIS MHOCTPAHHBIX cTyaeHToR : caiit / OO0 Komnannus «Aii Ilm Ap Memma». — Caparos,
[2022]. — URL: https://ros-edu.m. — Pexin qocTyma: Juis 3aper HCTpHp. noibsoBareneil. — Texer
: WIEKTPOHHBIIL.

2. KoncyasranrILuoc [DnexTpornstii pecype|: cnpaotsas npasosas cicrema, /000
«Koncyaetant ILmocy - DnekTpon. man. - Mockea : KoncymsrantlLioc, [2022].

3. Ba3bl JAHHBIX NEPHOIHTECKHX H3TaAHMIT:

3.1. basa j1aHHBIX mepyoruecKiX migaHnii EastView | anekTponHbie xKypHams / 000
HBHC. - Mocksa, [2022]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexim HocTyna :
JUIS aBTOPI3. ITOTb30Bateneil. — TeKcT : 3IeKTpoHHEIL.

3.2, ¢LIBRARY.RU: nay4nas 3/1¢kIpoHHas Ondimorexa : caiir / OOO Hayunas
Dnextponnas bubmiorexa, — Mocksa, [2022]. — URL: http:/elibrarvu. — Pexnm soctyna : uist
ABTOPH3. MOTb30BaTeNeil. — TeKeT : AMeKTPOHHBIIT

3.3. Dnexrponnas 6nbmiorexa «I3narenscxoro goma «I pebenmnkosy (Grebinnikon) :
aneKTporHas 6nbdmiorexa / Q00 HJI I'pebennnkos, — Mocksa, [2022]. — URL: haps:/id2.action-
mediaru/Personal Products. — Peaum jgocTyma @ ans asTopn3. noapsosateneil. — Teker
INeKTPOHHBIL.

4. PegepanbHas rocylapcrsennas uHpopmannonsas cucrema «Haumonaabuas
JAeKTPoHHAs OndaHoTeRay : AeKTporHas Ondianoreka : caiit / ®I'BY PI'B. — Mocksa, [2022].
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@ - Pabouast mporpamMma 1o JUCLHUILINHE
URL: hips/int.pd. — Poxum aoctyna : ans nonssosarencii Hayunoii oubnuorexu. — Texer

MICKTPOHHBIL

5. SMART Imagebase : say io-inelopmauioiang 5o aamax EBSCO /Y EBSCOhost lll(’plELll
- URL.; frtps o ety sttrtsneeinese oo T TOKEN-E8SCO-
1A2IRea 533704822904 7223 a7dbdcc& cuslid -so895741, - Poxnm aocTyna - Ana U TOPHs
nons3osarenci. — H3o0paxeHne : IMCKTPOHHbIE

6. ®epepanpibie HHYOPMANHONNO-0DPAIOBATEILHBIC NOPTANLL

6.1, Eaunce okwo accTyn K obpaiopiressueam pecypean © (penepanbhnii nopran . — URL:

hitp-fwindow.edu ! . — TexeT : MEKTPOHHbIH

6.2. Poceniickoe ofipszopmue - (eaepanbiuii nopran / yupeanrens GIAY « PULTO». -
URL: Witpdiwwwedu ru. — TEKCT | MEKTPOHHBIH.

7. Obpazosareabubie pecypent Yal'y:

7.1. Dnexrpounas Gubnuorednas cucrema Yal'V @ moayns «aexTpornas Oubmorexan
ABUC Mera-TTPO / 000 «/lara Dxcnpeccy. URL: hup ibulsun/MegaPra/Web Pexum
focTYna : aas nonssosareneii nayynoit Gubamorexu. — Texer WCKTPOHHBIH

COI'JJACOBAHO

r L~ f > -/, Lt
iy 4T i’y Logph H& G—7
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01.06.2022 r.

Aara

12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI

Y4eOHbIC ayIUTOPUM JJIsl TPOBEACHUS 3aHATUH JIGKIMOHHOTO THIA, 3aHATUH CEMHHAPCKOTO
THINA, TPYNIOBBIX M HWHIWBUAYAJIBHBIX KOHCYJIBTAllM, TEKYIIETO KOHTPOJII M HPOMEKYTOYHOU
aTTeCTallMM, a TaKXKe IOMEIICHHS Ul CaMOCTOSATEIbHOW pabOTHl M TMOMENICHUS ISl XpaHCHUS M
IPOPIIAKTHYECKOTO 00CTY)KUBaHUsI yueOHOTO 000PYAOBAHHS.

AyIMTOPHH YKOMIUICKTOBAHBI CIEHAIM3UPOBAHHON MeOENbI0 M TEXHWYECKHMMH CPEICTBAMU
o0ydeHHs, CIIy)KallUMHU JUIS TpeACTaBlIeHUs y4deOHOW wuHGpopMarmu Oonbiioi ayxurtopud. Jlis
NPOBEICHHS 3aHITHUI JISKIIHOHHOTO TUIA MPeUIaraloTcs Habopbl JEMOHCTPAIIMOHHOTO 000PYIOBaHUS U
y4eOHO-HArJISIHBIX TIOCOOMH, O00eCleUYnBaOIIMe TEeMaTHUYEeCKUE MWUIrocTpaluu. [loMemenust s
CaMOCTOSITETIBHOW pabOThl OO0YYAIOIIMXCS OCHALICHBI KOMITBIOTEPHOH TEXHUKOH C BO3MOXKHOCTBIO
noakimoueHuss K cetd "MHrepHer" W oOecnedeHHMEM JIOCTyNa B DIEKTPOHHYIO HH(POPMAIMOHHO-
00pazoBaTeNbHYIO CPELy.

13.CIIEIHMAJIBHBIE YCJIIOBUA JJIA OBYYAIOIIIUXCA C OT'PAHUYEHHBIMUA
BO3MOXHOCTAMMH 310POBbs

B cnyyae HE0OX0IMMOCTH, OOYYArOIIMMCS W3 YHCJA JIUI[ C OFPAHUYCHHBIMH BO3MOXKHOCTSIMH
3M0pOBbsl (IO 3asBJICHUIO OOYYalOLIErocs) MOTYT MpeIUiaraTthCsi OJHM W3 CIEAYIOUIMX BapUaHTOB
BOCTIpUATHS HH()OPMAIINN C YIETOM WX HHIUBUAYAIBHBIX TICHXO()H3NIECKUX OCOOSHHOCTEH:

e U JMIl C HApYIICHUSMH 3pEHHUS: B TEe4aTHOH (opMme yBeTMUeHHBIM WPHPTOM; B POopMe 3IEKTPOHHOTO
JIOKyMeHTa; B (hopme ayanodaiina (epeBos yueOHbIX MaTepHaloB B ayanodopmar); B neqatHoi Gopme Ha
s3pIke  bpaiins; MHOMBUAYyaNbHBIE KOHCYJNBTallMM C  INPHUBJIEYEHHEM  THMIOCYpPJONEPEBOTUNKA;
WHJIUBHyaJIbHBIEC 3a1aHUS U KOHCYJIbTALNH;

e IS JIMI C HapyleHWsMH ciyxa: B ne4atHOH ¢Qopme; B ¢dopMe 3JIEKTPOHHOTO JIOKYMEHTA;
BU/IEOMATEpUAIIbl ¢ CyOTUTPAMM; WHAMBHyalbHbIE KOHCYJbTALMH C NPHUBJICYCHUEM CYpIONEPEBO/IUUKA;
WHJIUBH/yalIbHbIEC 3a[aHUsI U KOHCYJIbTAIIUH;

e IS JIMI C HAPYIICHUSMH OIOPHO-/IBUTaTEIbHOIO anmnapara: B nedaTHoi Gopme; B (opMe 3JIEKTPOHHOTO
JOKyMeHTa; B (hopme ayanodaiina; HHIUBHIyaIbHbIC 331aHKs M KOHCYJIbTAIHH.

B ciydae HE00X0IUMOCTH HCIOJIb30BaHUSA B yueOHOM npoiiecce

YaCTUYHO/MCKIIIOYMTEIBPHO  JTUCTAHIIMOHHBIX  00pa30BaTENIbHBIX  TEXHOJIOTUH,0praHU3allHs
pa6otel IIIC ¢ oOyuatonumucs ¢ OB3 u nHBaNIMIaMH TPEIyCMATPUBACTCS B AJIEKTPOHHOU
UH(POPMAIIMOHHO-00pa30BaTEIbHOM Cpelie C yYeTOM UX HHIUBUAYAIBHBIX MCHUXO(DHU3HMUECKUX
0COOEHHOCTEH.
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MHHHCTEpPCTBO HAYKHU H BBICIIEro oOpa3oBanus PO

VY I1bSHOBCKHMH rOCYAapCTBEHHbIH YHUBEPCUTET Popua
@ - Pabouast mporpaMma 1o JUCLUIIHHE
JUCT UBMEHEHUIA
Ne | Conepxanne u3MEeHEHUS WIH CChLIKA dPUO IMoanucey JlaTa
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MH()OPMAIIMOHHO-CITPABOYHBIC CHCTEMBI
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MHHHCTEpPCTBO HAYKHU H BBICIIEro oOpa3oBanus PO Dopma
VY I1bSHOBCKHMH rOCYAapCTBEHHbIH YHUBEPCUTET

@ - Pabouast mporpaMma 1o JUCLUILIHHE

INpunoxenne 1

I1. VYIEBHO-METO/INYECKOE M HH®OPMAIIHOHHOE OBECTIEYEHUE
AUCHHTLIHHBI

a) Cnncok pexomenyemoii JIHTEPATYphI

) OCHOBHAN JMTEpaTYpa:

1. Kopuees, H. K. Jloxymentiposanne ynpasnenueckoii ACATEALHOCTH : y4eOHMK ns By30B /
H. K. Koprees, A. B. ITmenko, B. A. Mamypues. — 3-e u3x., nepepab. u non. — Mocksa :
M3narenserso IOpaiir, 2023, — 438 ¢, — (Beicmee o6pasosanne). — ISBN 978-5-534-16001-7.
— Teker : oanextponmmit // Obpazosarensnas miarpopma  IOpaift  [caiit]. —

URL: https://urait.ru/bcode/523610

2. Ilysanosa, H.H. Opranmzauns w  Texmonorus JAOKYMCHTAIIHOHHOrO  obecneycHus

aon. — Mocksa : Hsparenserso IOpaiir, 2023. — 247¢. — (Beicmee obpazosanue). —
ISBN 978-5-534-16537-1. — Teker : eKTpoHHEI // O6paszoparensHas miargopma [Opaiir

[caiiT]. — URL: https://urait.ru/bcode/531239

6) ronoanuTeabnasn JHTeparypa:

1. I'pozoma, O.C. Jlenonpon3soactso : yuebroe nocobue s Bysos/ O. C. I'posopa. — 2-¢
H31. — Mocksa : WsparenscTro IOpaiit, 2023. — 131 ¢.— (Beicuiee  o6pa3zosanne). —
ISBN 978-5-534-15964-6. — Texer : eKTporHsIH // OGpasosarensnas nnargopma IOpaiir
[caiit]. — URL: https://urait.rw/bcode/5103 72

2. Kasakesn4, T. A. JlokymenToBeenue. JokymenTaunonnsiit cepeuc ; Y4eOHHK M MpPaKTHKYM
Auis By3os / T. A. Kasakesuu, A. U. Tkamny, — 2-¢ H3JL., ucnp. u gon. — Mocksa : U3garenserso
[Opaiit, 2023. — 167 c. — (Bsicmee oGpasosanue). — ISBN 978-5-534-06273-1. — Texer :
EKTPOHHBII I OGpasosarensnas maargopma [Opaiit [caiiT]. —
URL: https://urait.ru/bcode/51 3649

3. llysanosa, H. H. OcroBs ACTIONPOH3BOACTBA. S3BIK CykeGHOro AOKyMeHTa : Y4eOHHK M
NpakTHkym s Bysos/ H. H. lllysanosa, A. O. MBanosa; mnox obmeii penaxumeii
H. H. lllysanosoit. — 3-e u3n., nepepal. u jon. — Mockea : M3natenserso [Opaiir, 2023, —
384 c. — (Buicmee o6pasosanne). — ISBN 978-5-534-15217-3. — Teker : snekrponnsii //

OGpazosarenbnas niardopma IOpaiir [caiit]). — URL: https://urait.ru/bcode/511417

B) yuebno-meroanueckan JITeparypa:

1. Benokonwitosa H. I'. Mertommueckue YKasanud 1o jmcuMmmue «JlokymenTannonnoe
obecnieyenne ynpaBieHHs» 1o OPraHH3alHK  caMoCTOATENbHOM paboTsl  ofywarommxcs,
ocsanBaomx OIMOIT no wanpasrenmio moaroroekn 38.03.02 «MenekMenT» npoduis
«Ctparernyeckoe nianupoBanmue u MAapKeTHHI» (ypoBeHb GakanaBpuara): yaeGHO-MeTOHYecKOe
nocobue/ H. I'. Benokonsrrosa; Val'y, WOub, Kad. ynpasnenns. - Yapsuosck: val'y, 2019. -
3arn. ¢ axpana; Heony6mkosanmnmiii pecype. - DneKTpoH. TekcToskie jan. (1 aiin: 523 KB). -

Texcer: anextponnsii. - URL: http://lib.ulsu.m/MegaPro/Download/MObiect/2745

Cornacopano:
I"naBuerit Gubanorekaps /___Tonocosa M.H. / _L}!b / 05:06:2023 ¢
JlOMKROCTE COTPYANNKE HAYMHON OGHOANOTERN DHO NOAITHCH aama
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8) [podecenonaannunie Haint TANILIX, HIGOPMAUHOHHO-CIIPABOYHBIE CHCTEMBI

L DaekTponno-6nbanoreinie cHeremnt:

1.1. Lindposoii obpazosareanuniii pecype IPRsmart : ssiekrponno-oubanoreunas cuerema :
caitr / 000 Komnanus «Ait [Tn Ap Meaman. - Caparos, [2023]. — URL: hutp://www.iprbookshop.ru.
~ PexuM A0CTYNA: JUIR 3aPErHCTPHP. T0Jb30BaTENCH. - TEKCT & MIEKTPOHHBI.

1.2. OGpazopatenashan mnardpopma IOPANT : ot’)pa'mnewumu.m pecype, IEKTpOHHAA
GuGanoreka : caitt / 000 Daexrponnoe winareabctno «IOPAHT». — Mocksa, [2023]. - URL:
htps://urait.ru. — PEXUM J0CTYNA: JUIS 3aperucTpip. noaszosareeif. - Teker : amekTponnkiii.

1.3. baza aaunwix «Daekrponnas oGnbinoreka TEXHHYECKOTO BY3a (ObC «Koucyawtanr
CTVACHTA») © AEKTPONNO-Onbanoreunas cierema : caiit / 000 «llonurexpecyper. — Mocksa,
[2023]. - URL: https://www.studentlibrary. rw/cgi-bin/mbdx. — Pexum goctyna: UIR 3aperucipup.
noabzopareneii. — TeKeT @ MEKTPOHIbIIL.

1.4. 9BC Jlans : anextponno-Gudanoreunan cucrema : caiir / 000 IBC «lanby. — Cankr-
[lerepdypr. [2023]. — URL: https://e.lanbook.com. — Pexum pocryna: ais 3aperucTpHp.
nosb3oBareneii. — Teker : A1eKTPOHHbIii.

1.5. OBC Znanium.com : MeKTponno-6ubanoreunas cucrema : caitt / 000 «3nanuym». -
Mocksa, [2023]. - URL: http://znanium.com . — Pex#M 10CTYyNa : JUIs 3apErHCTPHP. No/AB30BATCIICH.
- Teker @ anexTponHbIil.

2. Koneyawrantllmoe [Daextponnsii pecype]: cnpasounas npasopas cucrema. / 000
«Koucyastant [Tnocy - DnekTpon. nau. - Mocksa : KoncynsrantlLuoc, [2023].

3. Baibl AaHHBIX NEPHOIHYECKHX HIIanHii:

3.1. ¢eLIBRARY.RU: nayunas snekrponnas OuGnmoreka : caitr / 00O «Hayunas
Inexrponnas bubamorekan. — Mocksa, [2023]. - URL: http://elibrary.ru. — Pexum aoctyna @ s
aBTOPH3. Nob30BaTene. — TeKCT : MMeKTPOHHbIH

3.2. Dnextponnas Gubmmorexa «M3nareasekoro soma «I'pebernukos» (Grebinnikon) :
anexTponnas Gubamorexa / 000 UJ1 «I'pebennnkony. — Mockea, [2023]. - URL: https://id2.action-
media.rw/Personal/Products. — Pexnm jgoctyna : juis aBropus. noip3zopateneii. — Teker
ICKTPOHHBIA.

4. ®eaepaasuan rocyrapersennan  undopmaumonnan cucrema  «Haunonainuan
yaeKTponnas Gubanorekar : aextponnas Gudinoreka : caiir / ®I'BY PI'b. — Mocksa, [2023]. -
URL: https:/u6.pd. — Pexum jocryna : ans nonssosareneit nayunoit 6ubanorexkn. — Texer :
VICKTPOHHBIN.

5. Poceniickoe obpasosanue @ denepansusit nopran / yupeaurens OFAY «OULTO». —
URL: hup://www.edu.ru, — Texcr : anekTponHbiii.

6. aexrponnas Gubamoreanan encrema Yal'V @ monyas «nexrponnas Gubnnorexan
ABUC Mera-ITPO / 000 «Jlara Ixenpecen. — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pesum
Aoctyna : s noassoparenedi nayunoit onoanoresn. — Teker @ ymextpornmiii,

COI'MMACOBAHO:
l [ ] ¢ M / / / j :
Wgwltp LeGuUul e L(ﬂgi';;u-l o (s RS it | 20 023
Jloaxuocrs c&p&gﬁum YHTuT J GHO MORNKE b ) Aara
dopma A
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[Tpunoxenue 1

11.YYEBHO-METOJNYECKOE n NH®POPMAIIMOHHOE
OBECIIEYHEHHUE JUCIHUIIVINHbI

a) CniucoK peKoMeHyeMOoil JIuTepaTypbl

a) OCHOBHAafA JIMTeparypa:

1. Kopuees, U. K. JlokymMeHTHpOBaHUE YIIPABICHICCKON ICATEIHHOCTH : YUCOHUK /st By30B / .
K. Kopuees, A. B. Ilmenko, B. A. MamypueB. — 3-¢ usn., nepepad. u gon. — Mockga :
NznarensctBo FOpatit, 2024. — 438 ¢. — (Briciiee oopazoBanue). — ISBN 978-5-534-16001-7.
— Tekcr : onexktponHwnid // OOpa3zoBatenbHas maatdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/536393

2. lllyBanosa, H. H. Opranu3zaius 1 TEXHOJIOTUS JOKYMEHTAMOHHOTO 00eCTIeYeHHS yIIPaBICHU
: yaeOHUK 1 nipaktukym st By3oB / H. H. IllyBanoBa. — 3-e u3n., mepepad. u non. — MocCKkBa :
WznatenbctBo FOpaiit, 2024. — 247 c. — (Boicmiee oOpa3oBanue). — ISBN 978-5-534-16537-1.
— Teker : osnextponsbii // OOpasoBarenpHas Ttuiatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/536968

0) J0IOJIHUTEIbHASI JIUTepaTypa:

1 I'po3osa, O. C. Jlenonpou3BOACTBO : yucOHOe mocodue s By30B / O. C. I'pozoBa. — 2-¢ us .
— Mocksa : U3natenbctBo FOpaiit, 2024. — 131 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — Tekct : anexkTpoHHbIi / O6pa3oBarensHas iardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/539522

2. KazakeBuu, T. A. JlokymeHTOBeeHUE. JJOKYMEHTAIIMOHHBIA CEPBUC | YICOHHUK U TTPAKTHKYM
s By3oB / T. A. KazakeBuu, A. W. Tkanua. — 2-e u3a., ucrp. u gor. — Mocksa : M3naTenscTBo
FOpaiit, 2024. — 167 ¢. — (Bsicmee obpazosanne). — ISBN 978-5-534-06273-1. — Texkcr :
NeKTpoHHBIH  //  OOpazoBarenbHas  miatgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/538386

3. lllyBanosa, H. H. OcHOBBI nenonpou3BoACTBa. S3BIK CIy)EOHOro JOKYMEHTa : yU4eOHHUK U
npaktukym ans By3oB / H. H. llysanoBa, A. FO. UBanoBa ; mox oOmieit penakuumeit H. H.
[yBanoBoii. — 3-e u3., nepepad. u gon. — Mocksa : I3garensctBo FOpaiit, 2024. — 384 c. —
(Beiciee oOpazoBanme). — ISBN 978-5-534-15217-3. — TekcT : SJEKTpOHHBIA //
Oo6pasoBatenpHas mwiardopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/536464

B) y4eOHO-MeTOAHYeCKAasl IuTepaTypa:

1. benoxomwsitoBa H. I'. Meroaudeckue ykazaHusi MO JUCHUIUIMHE «JlOKyMEHTAIlMOHHOE
oOecrieyeHne YMpaBICHHs» [0 OpraHW3alMd CaMOCTOSTENIBHONW pabOThl  00yYaroImuXxcs,
ocBauBaromux OIIOIl mo wnampasnenuto nonaroroBku 38.03.02 «MeHemxMeHT» TpOodUIH
«CTparernueckoe IIaHUPOBaHKUE U MApKETUHI» (YpPOBEHb OaKanaBpuaTa): ydeOHO-METOIUIECKOE
nocobue/ H. I'. bemokonwiroBa; Ynl'Y, UDub, Kad. ynpasnenus. - Yassaosck: Yul'VY, 2019. -
3arn. ¢ skpana; HeomyOnukoBaHHBINA pecypce. - DIeKTpoH. TekcToBbie naH. (1 daiin: 523 Kb). -
Tekcr:  amekrponnbid. -  URL:  http://lib.ulsu.ru/MegaPro/Download/MObject/2745

CoracoBano:

]

["1aBHBIM 6GuGHOTEKADD /___ Tonocosa M.H. /| &)

JlomxknocTs COTpYAHHKA Hay4HOH OUOIHOTEKH OHUO = / 2024 .

NOANMHCH Jara



http://lib.ulsu.ru/MegaPro/Download/MObject/2745
http://lib.ulsu.ru/MegaPro/Download/MObject/2745

[Tpunoxenue 2

o) Mporpammuoe obecnievenne —
¢ Onepaunonnas cacrema Windows;
o [laxer ofucunix nporpamm Microsoft Office,

1) Mpodeccnonannunie 6a3bl ARHABIX, HHPOPMATHOHHO-CIIPABOTHEIC CHCTEM L

1. Jaexrponno-Gubanoreunnie cHCTEMbI:

1.1. Iladporoii obpazosareasnsiil pecype IPRsmart : anexTponno-6uGanoredHas cHerema :
carr / 000 Komnmanus «Afi [lm Ap Memman. - Caparos, [2024]. -~ URL:
hip://www.iprbookshop.ru. — Pexmm joctyna: s 3aperscTpup. noab3osarenci. - Teker :
ATCKTPOHHBI.

1.2, 06pa';osa1enwu nnarpopma IOPAMT : ofpaiopatensisiii pecype. neKTpoHHAS
Gnbamorexa - caitr / 000 Inextponnoe wiaareanctso «FOPAMTY. — Mocksa, [2024). - URL:
htps:/uraitru . — Peskdm 0CTYNa: A0 3aperiCTPAp. NoALIoBaTene. - TekeT : aMeKTpoHHbIil.

1.3, basa nanubix «Dnextponsas Oubamorexa Texmwdeckoro BY3a (9BC «Koncyasrant
cTynema») ncnpouuo-6u6nuon=mal cueTeMa © caiit / 000 «ITomarexpecypen. — Mocksa,
[2024]. - URL: ~ PexnM A0CTYNA: IR 3apPETHCTPHP.
nonkloBatenei. — Tem © MMEKTPOHHBIN,
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