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Pabouast mporpamma nucuuruinebl «JlokymeHTaIbHOE OhopMiieHHe yITPpaBJIeHYeCKO
AeATEJBHOCTH» U1l O0ydaronmmxcs Mo HampaBieHuo moAaroToBku 38.03.02 MeHemKMEHT
(ITpodunb: VYmpaiaenwe, MapKeTHHI, JIOTUCTHKA, OW3HEC), COCTaBlieHa Ha OCHOBAaHUU
@DenepantbHOTO TOCYIAPCTBEHHOTO 00pa30BaTEIbHOIO CTaHAApTa BBICIIETO OOpa3oBaHUA —
OakanaBpuaT 1Mo HarpasiieHHt0 moarotoBku 38.03.02 MeHeHKMEHT, YTBEPKACHHOTO MPUKA30M
MunucrepcrBa odpazoBanus U Hayku Poccuiickoit @enepannu ot 12 aBrycra 2020 roga Ne 970
(c u3m. u nom.), Ilopsiaka opranu3ayu U OCYIIECTBICHUS 00pa30BaTEIbHON ACSITENLHOCTU 10
o0Opa3oBaTeNbHBIM IpPOTpaMMaM BBICHIETO 00pa3oBaHMs — TIporpamMmaM OakajaBpuara,
nporpaMMaM  CHEIMalIuTeTa, M[porpaMMaM MarucTpaTypbl, YTBEPKIECHHOIO IPUKA30M
MunucTepcTBa HayKH U Bbiciiero oopasosanusi Poccuiickoit @eneparuu ot 06 anpenst 2021 1. Ne
245 (c U3M. U JI01.), B COOTBETCTBUU C y4E€OHBIM IUIAHOM, YTBEPKIACHHBIM YUYEHBIM COBETOM
OI'BOY BO «loul'Y» mns Habopa 2026 rona.

PazpaboTtunk:
JOLEHT Kadeapbl MApKETUHIA U JIOTUCTUKH
KaHJ. 9KOH. HayK, JIOL. H. E. UnxoBa

Pabouas nmporpamma oj00peHa Ha 3aceflaHuy Kadeapbl MApKETUHTA U JIOTUCTHKH
[Ipotokoi ot 08.04.2026 r. Ne 9

3aBenyronuii kadeapoit T. B. MOparumxanuioBa
COI''TACOBAHO:

JlekaH 5KOHOMUYECKOTo (haKyIbTeTa 1O. H. TTonmxkoB
10.04.2026 r.

Y4eOHO-MeToIn4ecKass KOMUCCHSI SKOHOMHYECKOTO (haKyIbTeTa
[Ipotokom ot 10.04.2026 1. Ne 8
[Ipencenarens E. H. Crpenuna

PykoBonuTenb ocCHOBHOM 00pa3oBaTeabHOM
IPOrpaMMBbl:

II-p DKOH. HayK, JOII. T. B. U6parumxanuioBa
10.04.2026 1.
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1. MECTO JUCHHUILIVMHBI B CTPYKTYPE OBPA3OBATEJIbHOM ITPOT'PAMMBI

1.1. TpeOoBanusi K  NpeIBAPUTEJbHOM  MOATOTOBKE  00y4aromuxcs,
NnpealecTBYOINEe U CONYTCTBYIONIHE TUCUMILIUHBI, HA KOTOPbIX OCHOBBLIBAETCH U3y4YeHHe
JAHHOM:

JUCHUIUIMHBL TporpaMMbl  OakanaBpuata: «Pycckuil A3bIK M KyJbTypa peum»,
«ITomutakoHoMUSY, «BBenenne B crieuaibHOCTEY, « MuKposkoHOMHKaY, «H(DOpMannoHHbIE
TEXHOJIOTMHU U UHCTPYMEHTBI IPOrPAMMHUPOBAHU, « CAMOMEHEIHKMEHT, « bUXeBHOpecTHIEeCKUil
MEHEJDKMEHT», « TeopHsi oprauu3anuii 1 OpraHn3alMoOHHOE MoBeIeHue», «[IpaBoBeneHue».

1.2. JIucuMnjmMHbI, KypcoBbie padoThl U NPAKTHKH, 1JI51 KOTOPBIX 0CBOEHHE JAHHOH
AUCHHUILUINHBI He00X0UMO KAK MOCJIeAyIolue:

«MeHemKMeHT», «OJKOHOMHMKA MpEeANnpusATHd U opraHuzanui», «KoprnopatuBHas
COLIMAJIbHAsl OTBETCTBEHHOCTH», «MeTo/bl TPOTHO3UPOBAHUS U YIPABICHUS PHUCKaAMU»,
«DUHAHCOBBIM  MEHEIKMEHT», «CTpaTernyeckuii MEHEIKMEHT», «MeToabl NpUHATHUS
YIOPaBIEHYECKUX pelIeHu», «OCHOBBI JIOTUCTUYECKOW JEATEIbHOCTU», «AHTUKPU3NUCHBIN
MEHEKMEHT», «MapKkeTuHr», « DyHKIHOHAIbHAS JIOTUCTUKA.

2. OIMCAHUME JUCHHUIIJINHBI
2.1. O0mas xapakTepucTHKA

HanMmenopanme mmoka3aTeins 3HaueHuE IMOKa3aTelIs

HazBanue oOpa3oBareabHON MpOTrpaMMbI 38.03.02 MeHeKMEHT
(ITpowib:  YmpaBneHnue, MapKETHHT,
JIOTUCTHKA, OU3HEC)

HIudp n HazBanue B coorBeTcTBUM ¢ yueOHbIM | B1.B.JIB.4.1 «/lokymeHTabHOE 0opMiIeHne

IUIAHOM YIPaBIEHYECKOU IS TEITLHOCTI
Yactb 00pa3oBaTenbHOM MPOrpaMmbl BapuaTtuBHas 4acTh: AUCHUILIIMHA 110 BBIOOPY
KomnuecTBO 3a4eTHBIX €AMHULL / BCETO YACOB 4/144

B cnyuae mpembsBiaeHus OT OOydYaroIIerocss WM €ro poauTens (3aKOHHOTO
MPEJICTAaBUTENS) 3asBICHUS Ha OOy4YeHHE MO aZanTHUPOBAHHOW O00pa30BaTeNbHOU Mporpamme
BBICIIETO 0Opa30BaHUs, MOJIKPEIJIEHHOTO 3aKIIOUYEHHEM TICHUXOJI0Tr0-MeINKO-TIeAarornaecKoim
komuccun (IIMIIK) nnm meanko-cornuanbHoit sxceptussl (MCD) ¢ peKOMEHIAIUSIMU CO3/IaHus
UHAMBUAYaIbHONM mporpammbl peabunutanuu u  abwiurauun (MIIPA), nannas paGouas
mporpaMMa MOKET OBITh aJalTHPOBAaHA C yYETOM WHIUBUAYaIbHBIX OCOOEHHOCTEW 3/10pOBbS
oOyyJaromerocs.

2.2.Pacnpenesienue yacoB no ¢opmam u nepuoaam o0y4eHust

OO0111€e€ KOJINYECTBO YaCOB
o = CaMOCTOS-
®opma 2| @ .
> | 2 | mekuu- nabopa- | MpakTH- | TEeTbHOU dopma
00yueHus 2|3 BCETO
59 OHHBIX | TOPHBIX | YECKUX | pabOThI + KOHTPOJIS
KOHTPOITh
Ovynag 2 3 34 0 17 93 144 3a4YeT
OuHo-3a04Has 2 3 8 0 8 128 144 3a4eT




3. EJIN JUCTUTIIAHBI

[TpuoOperenue cTyJeHTaMU TEOPETHUECKUX W MPAKTHUYECKUX 3HAHUN OpOopMIICHUS U
COCTaBJICHUS] OPIaHM3ALMOHHO-PACIIOPAJUTEIbHBIX JIOKYMEHTOB Kak 0a30BOro Ipouecca B
pea3aiyy yrpaBieHIeCKUX (QyHKITHA.

4. KOMIIETEHIOHUU OBYYAIOLIEI'OCA, POPMUPYEMBIE B PE3YJIBTATE
OCBOEHUS KOMIIOHEHTA OBPA3OBATEJIbHOM TPOI'PAMMBI, UX
NHIANKATOPBI X IINTAHUPYEMBIE PE3YJIbTATBI OBYYEHUSA

4.1. KomnereHuuu
YK-2. CrniocobeH ompenensars Kpyr 3ajad B paMKaxX MMOCTABJICHHOH IIeNTM U BLIOUpATh
ONTUMAJIbHBIE CIIOCOOBI MX PEHICHUS, UCXO/S U3 JCHCTBYIOIINX MPABOBBIX HOPM, HMEIOIIHXCS

pPECYPCOB U OTPaHUYCHUM.

4.2. UHauKaTopbl KOMIETEeHIUH

Kommerenimu Hunukatopsl Pe3ynbTarhl 00yueHus
VYK-2.1.1. 3naem OCHOBHbBIC NPUHLUIIBI U HOPMBI
VK-2. U-1. Bribupaet Benenust JOKyMEHTaIIMOHHOTO 00ECTICUSHNUS
VK-2. Criocoben OIITHMAJIbHBIE CITOCOOBI praBHeHIIeCKOf/'I JACATCIIbBHOCTH
OIIPEEIISTh KPYT peurenus 3ana4, ucxoaa u3 | YK-2.1.2. Vwmeem TpamoTHO pa3padaThIBaTh,
37124 B paMKax HMCIOIIMXCA peCYECOB n COCTaBIIATD, 3aII0JIHATD yIpaBJIeHYSCKUE
IOCTABIICHHOM OTpaHNICHNHN JOKYMEHTBI, HCIIOIB3YEMBI B  IEATEIBLHOCTH
LI U BEIOUPATh TIPCATPHATI
ONITUMATLHBIE YK-2.2.1. 3naem OCHOBHbIE TOHSTHS KyJIbTYpPbI
CHOCOBHI KX peun, HOPMAaTHUBHBIE, KOMMYHUKATHBHBIE,

3THUYECKUE AaCIeKThl ITHChbMEHHOM pe€un 1pu

pELICHHS, UCXOS
(hopMUPOBAaHUU JIOKYMEHTAITMOHHOTO 00CCIICUCHMSI

3 JICHCTBYIONINX VK-2. U-2. Bnaneer .
NPABOBBIX HOPM, HABBIKAMH PAGOTEI C yIPaBJICHYECKON NEeITeIbHOCTH
HMEIOINXCs HOPMATHBHO-IPABOBO# YK-2.2.2. Ymeer WHCHONb30BaTh COBPEMEHHBIH
pecypcos n JIOKyMEHTaIeH MOHSATUHHBINA anmapar mpodecCHOHATEHON
OTpaHUYECHUH IEATCIBHOCTH I OpraHu3anuu
JIOKYMEHTAIIMOHHOTO 00ECTICYCHHUS YIIPaBICHIECKON
JeATeILHOCTH

S. IMPOI'PAMMA M CHUIIJINHBI

Tembl ‘ KpaTtkoe conep:xkanue TeMbl

Paznea 1. TeopeTnyeckne 0CHOBBI JOKYMEHTALMOHHOT0 00ecnieyeHHsl YIPaBJIeHYeCcKOH
AeATEJIbHOCTH

Tema 1. JoxymeHnt u ero mecto B | 1. [Ipeamer, comepkanue U MOHATHE TOKYMEHTAIIHOHHOTO
CUCTEME yTPaBIICHUS oOecrieueHus yIpaBIeHUSI.

2. MecTo u poJib TOKYMEHTOB B COBPEMEHHOM YITPABIICHHH.
3. Buasl JOKyMEHTOB 1 UX Kiaccuukarius.

4. Cryx0a TOKyMEHTalIUOHHOTO 00eCTIeYeHHsI YIIPaBICHUS U
€€ MECTO B OPTaHU3aIIMOHHON CTPYKTYPE.

Tema 2. Crangaptsl U HopMmatuBbl | 1. HopmaTtuBHO-MeToIMueckas 6a3a JOKyMEHTAllMOHHOTO
JIOKYMEHTAIMOHHOTO obecrieueHurs yrpaBiIeHIECKON NeITEIbHOCTH.

o0ecredyeHus yIpaBIeHHsI 2. I'ocynapctBennsle cranaaptsl Poccuiickoit denepannn.

3. MexnayHapoaHas CTaHAAPTU3ALUSA JOKYMEHTAIMOHHOIO
o0ecreyeHus yrpaBJieHHsl.
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Tema 3. dopmupoBaHHe
JIOKYMEHTO000pOTa Ha
MPEIIPUSTHH

1. OcHOBHBIE TPUHIMIBI U  CHOCOOBI
JIOKYMEHTO000pOTa MPEAPUATHS.

2. ®opMBl M CXeMa OpraHu3aluu JOKyMEHTOOOOpOTa Ha
HPEANPUATUH.
3. Ilepconai,
HPEANPUATUH.
4. KoHTposb JOKYMEHTOO0OpPOTa B OpraHU3aLiH.

OpraHu3aluu

3aHUMAIOIITUCS ACJIONPONU3BOACTBOM  Ha

Tema 4. CucreMbl JOKYMEHTALMH.
OpraHu3anuoHHO-
pacnopsiAuTeNpHas JTOKyMEHTalus
HPEATIPUATHSL.

1. Opranu3anoOHHbIE JOKYMEHTHI.
2. PacnopsiiutenbHble JOKYMEHTHI.
3. CnpaBo4HO-MH(OPMAITMOHHBIA JOKYMEHTHI.
4. CoBpeMEHHOE JIEJI0BOE MTUCHMO.

Pa3nen 2. Oco0eHHOCTH OPraHU3aluM U BeleHUs JOKYMEHTAIMOHHOI0 00ecne4yeHus
yIpPaBJIeHYECKOI 1esITeJIbHOCTH

Tema 5. OOmuye HOPMBI B TIPABHIIA
oOpMIICHUS JTOKYMEHTAIIHOHHOTO

1. Obume TpeboBaHus 0GOPMIICHHS EIOBBIX JOKYMEHTOB.
2. FOpuandeckas cuiia JOKyMEHTa.

obecrieyeHus ynpaBieH4ecKol | 3. SI3bIK ynpaBieHYECKUX JOKYMEHTOB.
JeSITEbHOCTH
Tema 6. IlpaBuna cocraBnenus u | 1. VYcraB. IlojoxkeHue O CTPYyKTypHOM MOAPA3JEICHUU
oopmieHHss ~ OpPraHU3aLMOHHBIX | MPEATPHUATHUSL.
JIOKYMEHTOB 2. CtpykTypa u mTatHoe pacnucanue. [IpaBuia BHyTpeHHEro
pacropsiika.
3. JIoJKHOCTHAsA MHCTPYKLUS paOOTHHUKA PEAIIPUSATHSL.
Tema 7. Opranuzauusa npuema, | 1. IlpueM mnDocTynmaronmx JOKyMEHTOB, OpraHu3alus

paccMOTpeHUs |
JIOKyMEHTOB

perucrpanuu

JOCTaBKU JIOKYMEHTOB.
2. Opranu3anust pacCMOTPEHHUS JOKYMEHTOB.
3. Perucrpanus 10KyMEHTOB.

Tema 8. MudopmarmionHo-
KOMMYHUKAI[HOHHOE
JOKYMEHTAI[MOHHOTO O0CCIIeYeHNUs
yIPaBJICHYECKOM e TeTbHOCTH

1. Ilousitve, BUIBI, LEJIHM, 3aJa4d M Ha3HAUECHHE CUCTEM
ANEKTPOHHOTO JJOKYMEHTO000pOTA.

2. IlpuHnMIBI aBTOMATH3AIMH Pa0OTHI C TIOKYMEHTAMH.

3. OCHOBHBIE byHKIIUN CHCTEM 3IIEKTPOHHOIO
JIOKYMEHTOO000pOTa.

4. ba3bl JaHHBIX U MPUKIATHOE MPOTpaMMHOe o0ecrieueHre B
JOKYMEHTAIIMOHHOM O0€creueHun Ou3Heca W apXUBHOM
Jene.

5. HNHTEpHET-TEXHOIOT N B JIOKyMEHTAlHOHHOM
obOecrnieueHnr OM3HECa U apXUBHOM JIETIE.

Tema 9. OcobenHocTu ohopmIIeHHS
MEPBUYHBIX YUETHBIX JIOKYMEHTOB

1. Ocobennoctu
JIOKYMEHTOB.

2. O6s3arenbHbIE PEKBU3UTHI B IEPBUYHBIX JOKYMEHTAX.

3.  VYauduuupoBaHHble (OpMBI MEPBUYHONH  yUETHOMH
JOKYMEHTAIN 10 YYETy MAaTepUasoB.

4. ToBapHO-CONIPOBOAMNTEbHAS JOKYMEHTALIMS.

O(bOpMJ'IeHI/IfI NEPBHUYHBIX  YUCTHBIX

Tema 10. Opranuzainus
JOKYMEHTAIIMOHHOTO O(OPMIICHUS B
rnpouecce MNPUEMKH, XPaHEHUS U
otrpy3ku TMI]

1. Opranuzanys JAOKyMEHTAllMOHHOTO O(QOpMIICHHUS B
rporiecce NpuEMKH, XpaHeHus u oTrpy3ku TMIL.
2. [Topsnok opopmienus, yuéra u peructpauuu TML

6. CTPYKTYPA U COAEPKAHME JUCHHUIIJIMHBI

6.1. ®opma o0yueHus1 — o4Has1, Kypc — 2, cemecTp — 3




HanMenoBaHus COACPIKATCIbHBIX MO,Ilyjleﬁ n TeM

KonnuectBO yacos

Jlexr. | JlaGop. \ [Tpakr. | CPC+K | Bcero

Paznen 1. TeopeTnueckne 0CHOBBI JOKYMEHTAIU

OHHOTO0 00ecTeYeHHus yIpaBJIeHYIeCKON

AesATeIbHOCTH
Tema 1. JIokyMeHT 1 €T0 MECTO B CUCTEME YIIPABIICHU 2 - 1 11 14
Tema 2. CtaHAapTHI 1 HOPMATHUBbI
JIOKYMEHTAIIMOHHOT0 00ecrieueH!s yIpaBlIeHHs 2 - 1 11 14
Tema 3. DopMupoBaHHEe TOKYyMEHTOO00OpPOTA HA
TpeANPUATHA 4 - 2 10 16
Tema 4. Cucrtemsl JokymMeHTauu. OpraHu3alMOHHO-
pacnopsiguTeIbHas JOKyMEHTALUs IPEANPUATUS 4 - 2 10 16
Hroro nmo pazaeay 1 12 - 6 42 60
Pazpnen 2. Oco0eHHOCTH OPTraHU3ANMHU U BeIeHUSI JOKYMEHTALMOHHOT0 00ecrneyeHust
ynpaBJieH4eCKOH e TeJbHOCTH

Tema 5. OOmume HOpMBI W TpaBwiIa OQGOPMIICHUS
JOKYMEHTAIIHOHHOTO 00ecreueH s yNpaBlIeHUYECKON 4 ) ) 3 14
JeATeIbHOCTU
Tema 6. IIpaBuna cocraBienus 1 opopmiIeHUs
OpraHU3allMOHHBIX JIOKYMEHTOB 4 3 2 8 14
Tema 7. Opranuzanus mnpuema, pacCMOTPEHHS U
perucTpanuu 10KyMEeHTOB 2 - 1 11 14
Tema 8.  MHdopManroHHO-KOMMYHHUKAIMOHHOE
JOKYMEHTAI[HOHHOTO o0ecreueHus yNpaBlIeHYeCKON 4 ) 2 ] 14
JeATeNIbHOCTU
Tema 9. Ocobennoctu opopmiieHHS NEPBUYHBIX
Y4ETHBIX JOKYMEHTOB 4 - 2 8 14
Tema 10. Opra#umzanmuss JAOKyMEHTAMOHHOTO
oopmiieHHsI B mpolecce NPUEMKH, XPaHEHUS U

4 - 2 8 14
otrpy3ku TMIT
Hroro no paszneay 2 22 - 11 51 84
Bcero no komnonenty OINOII 34 0 17 93 144

6.2. ®opma o0yueHust — O4HO-3204HAsSA, Kypc — 2, cemecTp — 3

HaumeHoBaHus coaepKaTeIbHBIX MOAYJIEH U TeM

KonnuectBo yacoB

Jlek. ‘ JlaGop. ‘ [Ipaxr. | CPC+K | Bcero

Pa3neu 1. Teoperudeckue 0CHOBBI JOKYMEHTAIU

OHHOTI'0 o0ecrevyeHHus! ypaBJieHYeCKOi

AeATeJbHOCTH
Tema 1. JIOKyMEHT U €ro MECTO B CUCTEME YIIPABICHHUS 1 - 1 12 14
Tema 2. CtanznapTsl 1 HOPMaTHUBBI
JOKYMEHTAIIHOHHOTO 00eCTieueHHs yIpaBICHHS 1 - 1 12 14
Tema 3. ®opmupoBaHHue JOKYMEHTOO0OPOTa HAa
NPEINPUSITHN 1 - 1 14 16
Tema 4. Cuctemsl nokymeHTauuu. OpraHn3alioHHO-
pacniopsAuTeIbHAs TOKYMEHTAIUS TIPEATPUSTHS 1 - 1 14 16
Hroro no pazneay 1 4 - 4 52 60

Pa3nes 2. Oco6eHHOCTH OPraHM3alUM U BeICHUsI

AOKYMCHTAIITMOHHOI' O o0ecreyeHust

YIPaBJIeHYEeCKO JeTeJTbHOCTH




Tema 5. OOmme HOpMBI W TpaBwiIa O(OpMIICHUS

JOKYMEHTAIIHOHHOTO 00ecreueHHs yNpaBIeHUYECKON 1 ) 1 12 14
JeATeIbHOCTH

Tema 6. [IpaBuna cocraBienus: u opopmieHus

OpraHM3aIMOHHBIX JOKYMEHTOB 1 3 1 12 14
Tema 7. Opranmzanusi mpuemMa, pacCMOTPEHHS H

perucTpanyy J0OKyMEHTOB 0,5 - 0,5 13 14
Tema 8.  HMupopManmoHHO-KOMMYHHUKAIIMOHHOE

JTOKYMEHTAI[MOHHOTO O0eCTe4eHus YIpaBIeHYECKOI i i i 14 14
JeATEeNbHOCTH

Tema 9. OcoGenHoctn OGOpPMIEHHS TEPBUYHBIX

YUYETHBIX JJOKYMEHTOB 1 - 1 12 14
Tema 10. Opra#uzaimuss  JAOKYMEHTALMOHHOI'O

ohopmieHUsT B TMpolecce NPHUEMKH, XpPaHEHUS U 05 i 05 13 14
otrpy3ku TMIT ’ ’

Hroro no paszneuy 2 4 - 4 76 84
Bcero no komnonenty OINOII 8 0 8 128 144

7. OLNEHOYHBIE MATEPHAJIBIL (CPEACTBA) IJI51 TEKYIIET'O KOHTPOJIA
YCIIEBAEMOCTH, IPOMEXYTOYHOU ATTECTAIIUU

7.1.  KoHTpoJIbHbIE BONPOCHI
PA3JIEJI 1.

TEOPETMYECKHE OCHOBBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHMA
YITPABJIEHYECKOU JEATEJIBHOCTHU

1. [lpeamer, conepXkaHWe W TOHATHE JOKYMEHTAllMOHHOTO oOecreyeHus
yIpaBJICHUS.

2. MecTo 1 poJib JOKYMEHTOB B COBPEMEHHOM YIIPABIICHHH.

3. Buasl 1oKyMeHTOB 1 UX KiaccuuKarus.

4. Cnyx0a JOKYMEHTALlMOHHOTO OOECTeYeHUs YIpaBICHHUS M €€ MeCTO B
OpraHU3alMOHHON CTPYKTYpE.

5. HopmatuBHo-MeToanueckass ~ 6a3a  JTOKyMEHTAllMOHHOTO  oOecreyeHus
YIpaBIE€HYECKON AESITETbHOCTH.

6. I'ocynapctBenHblie ctanaaptel Poccuiickoint @enepanuu.

7. MexnayHapogHasi ~— CTaHIApTU3AlMs  JOKYMEHTAIlMOHHOTO  OOECIeYeHHs
YIPaBJICHUS.

8. OcHOBHBIE TPHUHLMIIBI U  CIHOCOOBI  OpraHU3alMd  JIOKyMEHTO00OpOTa
NPEATIPUATHSL.

9. @DopMBI U cXeMa OpraHu3aliy JOKYMEHTO000pOTa Ha MPEANPUSITUH.

10. Ilepconat, 3aHUMAOIIMIICS 1E€TONPOU3BOICTBOM HA IPEIIPHUITHH.

11. KoHTposb 10KyMeHTO000pOTa B OpraHU3alvy.

12. Oprasu3alOHHbIE JOKYMEHTHI.

13. PacniopsiutenbHble JOKYMEHTHI.

14. CrnpaBouHO-UH(YOPMAIIMOHHBIN JOKYMEHTHI.

15. CoBpeMeHHOE /1eJI0BOE MUCHMO.

PA3JIEJI 2.

OCOBEHHOCTHU OPT'AHM3ALIMN 1 BENEHI JOKYMEHTALIMOHHOI'O
OBECIIEYEHNMA VIIPABJIEHUECKOU AEATEJIBHOCTHU



16. O6mue TpedoBaHusT 0POPMIICHHUS JETOBBIX IOKYMEHTOB.

17. IOpuanueckas cuna JOKyMeHTa.

18. SI3BIK yIpaBiIE€HYECKUX TOKYMEHTOB.

19. VYcras. [lonoxeHnne o CTpyKTYpHOM MOJpa3/IeICHUH TPEANPUATHS.

20. CrpykTypa 1 mratHoe pacnucanue. [IpaBuia BHyTpeHHEro pacopsiika.

21. JlomkHOCTHAS MHCTPYKIMS paOOTHHUKA MPEATIPUSITHUSI.

22. [Tpuem mocTymnarmmmx J0KyMEHTOB, OpraHU3aIHs JOCTaBKH JOKYMEHTOB.

23. Opranuzanus pacCMOTPEHUS JOKYMEHTOB.

24. Perucrpanus 10KyMEHTOB.

25. [lonatue, BuAbl, LEAM, 3aJa4d W HAa3HAYCHHUE CHCTEM 3JIEKTPOHHOIO
JTIOKYMEHTOO00pOoTa.

26. [TpuHIMIIBI aBTOMATU3ALUU PaOOTHI C JOKYMEHTaMH.

27. OcHoBHBIE PYHKIIHH CUCTEM IJIEKTPOHHOTO JOKYMEHTOO0OPOTA.

28. ba3bl JaHHBIX ¥ NPUKIAJAHOE TPOrpaMMHOE OOecrieueHre B JOKYMEHTAI[MOHHOM
oOecrieyeHnH OM3HECA M ApXUBHOM JIETI€.

29. HHTepHeT-TEXHOIOTUM B JIOKYMEHTAllMOHHOM  oOecriedeHun Ou3Heca W
ApXHUBHOM JIeJie.

30. JHosepennocts (popmbr Ne M-2 u Noe M-2a).

31. [Tpuxoansrii kKaccoBblit opaep (popma Ne M-4).

32. AKT 0 npuemke Matepuaios (hopma Ne M-7).

33. JlmmutHO-3200pHas kapTta (popma Ne M-8).

34, TpeboBanue-naknaanas (popma Ne M-11).

35. Haknagnast Ha oTIryck MaTepuanoB Ha cTopoHy (popma Ne M-15).

36. Kaptouka yuera marepuanosn (¢popma Ne M-17).

37. KoMIutekcHbIe TOBapHO-COITPOBOIUTEIBHBIE JOKYMEHTHI.

38. ToBapHO-COMPOBOAUTEIBHBIC JOKYMEHTHI IO KAUECTBY.

39. KonnuecTBeHHBIE TOBAPHO-CONPOBOAUTEIbHBIE JOKYMEHTHI.

40. PacyeTHble TOBapHO-COMIPOBOIUTENBHBIE IOKYMEHTHI.

7.2. Tembl nokj1a10B (pedepaToB)

He nNpeayCMOTPCHBI HpOFpaMMOﬁ JUCHHUITIITNHBI

7.3. TeMbl NMCbMEHHBIX PadoOT (TUINBI 32/124)

MonynbHas KOHTpOJIbHAs paboTa MPOBOAMTCS B BHJI€ MUCbMEHHON KOHTPOJIBHOM paboTHI.
Bpewms BeimmonHenust — 60 MUHYT.
[Tpumep MOy TbHON KOHTPOJIBHOM pabOThI IPUBENIEH HUXKE.

1. Teopemuueckuii éonpoc:

1.

KoHTpoab 10KyMeHTO000pOTa B OpraHU3ally.

2. MecTo 1 posib JOKYMEHTOB B COBPEMEHHOM YTIPABJICHUH.

2. Omeemumsv nHa mecmol.

JesrenpHOCTh, 00eCTIeunBaIOIIast PEATH3AITUIO SUHON MTOJIMTHKHU ¥ CTAHIAPTOB I10
OTHOIIICHUIO K JOKYMEHTATbHOMY (DOHY OpraHu3alliu, — 3TO

JEJIONPOU3BOJICTBO B | ynpaBnenue nokyMeHTamu

JIOKYMEHTAI[OHHOE 00ecrieueHne
YIIPaBJICHHUS

I' | moxymeHTO00OpOT

IOpuanueckn 3HaUNMBIN JOKYMEHT, KOTOPBIN HAJIENSIET COTPYIHUKA TOJTHOMOYHMSIMHU
JIECTBOBATH B KAYECTBE TPEJICTABUTENS GUPMBI-paObOTOAATEINS TIPHU TTOTyYSHUH TOBAPHO-
MaTepUAJIbHBIX LICHHOCTEH Y ITOCTABIIMKA — 3TO:




TUIIOBAsi 0OBEpeHHOCTH (hopma M-2)21 B | mpuxozasslii opaep (bopma M-4)

aKT 00 OIIPUXOJOBaHNU MaTCPHUATIBHBIX

b | noBepernocTs o popme Ne M-2a r Hennocreif (hopuma M-35)

JlOKyMeHT, KOTOPbIi puMeHseTcst 11 ohOpMIICHHSI IPaBa JIUIa BBICTYIIATh B KAUECTBE

3 JIOBEPEHHOTO JINIIa OPTaHN3aIlNH TPH TIOTYYSHHH MaTepHAIBHBIX IIEHHOCTEH, OTITyCKaeMbIX
MTOCTABITNKOM IT0 HapsAy, CUETY, IOTOBOPY, 3aKa3y, COTIAMEHHIO — 3TO:
TUIOBAs ToBepeHHOCTS (hopma M-2) 21 B | mpuxoauslii opaep (bopma M-4)

B J1oBepeHHOCT 110 hopme Ne M-2a r |aT 00 ONPHXOJ0BAHIH MaTCPHATBHBIX

neHrocTel (popma M-35)

JIOKyMEeHT, KOTOPBIi IPUMEHSIETCS IS ydeTa IBM)KEHHSI TPOAYKIMH BHYTPU OpraHn3aluu

4 MEXy MaTepHaibHO OTBETCTBEHHBIMH JIMIIAMH PA3IMYHBIX CTPYKTYPHBIX MOApa3AeiIeHuil, —
9TO:
TpeboBanme — HakIagHas (popma M-11) B ToBapHBIA oT4eT (hopma TOPI™-29)

5 KapTOYKa CKJIAJICKOr0 y4eTa MaTepHaioB r JTUMUTHO-3a00pHast kapta (popma Ne M-
(bopma Ne M-17) 8)
OT4eTHOCTD, BKIFOYAOIas HH(PpOPMALIHIO 0 pe3ybTaTax ACATEIbHOCTH KaKOH-ITN00

5 CTPYKTYpPHOU €TUHHIIBI IPEATIPUATHUS WA 00 OTAENBHBIX HANPABICHUSX €€ ACATEIbHOCTH, U
0 pe3ynbTaTax JAesITeIbHOCTH 10 KOHKPETHBIM reorpaiuecKiM peruoHam — 3To:

A | yactHas

b BHEILHSS

B BHYTPEHHSIA

6 OT4eTHOCTS, CIyXKallas CPEACTBOM HHPOPMUPOBAHHUS TIOJIB30BATENICH, 3aHHTEPECOBAHHBIX B
XapakTepe IesiTeNbHOCTH, IOXOIHOCTH U NIMYIIIECTBEHHOM MOJIOKEHUH MPEATIPHSITHS — TO:

A BHEITHSS

b BHYTPEHHSIA

B oOmras

7 OT4eTHOCTh, XapaKTePU3YIOMIAsl Pe3YIbTATHI ISATEIIEHOCTH MPEIIPUSATHS B IIEIIOM, - 3TO:

A YacTHast

b BHYTPEHHSIA

B oOmras

8 Io comeprkannio nHGOPMAIMK BHYTPEHHHUE OTYETHI TOPa3IEISIFOTCS Ha:

A TEeMaTUYECKUE

b CBOJIHBIE

B AHAJUTUYECKUE

9 ITo popmam mpecTaBIeHUs] BHYTPEHHUE OTYETHI COCTABIISIOTCS B!

A TaOJIMIHON (opme

b rpaduueckoii hopme

B TEKCTOBOU hopme

r cXeMaTtniyeckor dopme
[TpoBepka HaMYUs UMYIIIECTBA OPTAaHU3AIUK U COCTOSHUS €€ (DMHAHCOBBIX 0053aTeIbCTB Ha

10 OTIPENEeNIEHHYIO IaTy MyTEM CIUYeHHs (PaKTHUECKUX JAHHBIX C JAHHBIMU OyXTalTepCKOTo
y4éra — 3710:

A MHBEHTAPU3ALMS

b o0ciemoBaHue

B KOHTPOJIbHAs 3aKyIKa

I CBEpKa




Kpurepun onneHuBaHUS MOAYJIbHON KOHTPOJbLHON padoThl

Homep 3aganust KosaunyecTBo 0a/1/10B
TeopeTnyeckue BOMpOCkI 10
TecToBbIE 3aMaHM 10
Bcero 20
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8. PACHIPEJAEJIEHUE BAJIJIOB, KOTOPBIE ITIOJYYAIOT OBYYAIOHIUECSA

OO6mrast olleHKa 3HAHWKA OOYYAIOIIMXCS MO JUCHMIUIMHE MpoBoautces mo 100-6ammbHoi
IIKAJIE€ HUCXOJs W3 MaKCUMyMa, MPHBEICHHOTO B Tabmuie Hke. OpraHu3anuoHHO-y4YeOHas
paboTa B ayAMTOPUHU OIICHUBACTCS HAa OCHOBE TAKWX KPUTEPHEB KaK IMOCEHIAEMOCTh 3aHATHH,
CBOEBPEMEHHOE M Kaue€CTBEHHOE BBINMOJIHEHUE JAOMAIIHUX 3aJlaHUW, AKTUBHOCTH BO BpEMS
MIPOBEICHUS JICKITMOHHBIX M TPAKTUYECKHX 3aHATHH (ydacThe B OOCYXICHUH TEKYIIETro W
MIPOMICHHOT'O MaTepuaa, pereHune 3aaad u T.11.).

Pasjnennt Buasbl pador Bbajsl
OpranuzaninoHHO-y4eOHast paboTa CTyJeHTa B 15
ayJIMTOpUU

Pazgen 1 MoynbHas KOHTpoJIbHas paboTa 20
CamocTtosaTtenbHas paboTa 20
Uroro 55
OpranuszannoHHo-yueOHast paboTa CTyAeHTa B 75
ayJIMTOpUU
Paznen 2
CamocTtosaTtenbHas paboTa 20
Utoro 45
3auer 100
CooTrBercTBHE 02JIJIOB OLICHKE
OreHka 1o nsATHOAUTEHON TIKaJie
Konnuecto 6amios »
s 100 ECTS Ok3ameH, 11} depeHInpoBaHHbII 3auer
3a4er
90-100 A OTJINYHO 3a4TEHO

80-89 B 3a4YTEHO

75-79 C XOpotto 3aYTEHO

70-74 D 3a4YTEHO

60-69 E YJI0BJIETBOPUTEIHLHO Sa9TeHO

35-59 FX HE 3a4TeHO

0-34 F HEYJIOBJIETBOPUTEIHHO T,

9. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOHECCA

VY4eOuble 3aHATUS TpoBOAsTCS B 7-M U 5-M kopmycax Joul'Y (r. Joneuk, yi.
YemrockuHues, 186; 1890). Jlns npoBefieHUs JIEKIMOHHBIX U MPAKTHUYECKUX 3aHATHH TpeOyeTcs
ayuTopus, 000pyJOBaHHAs MEJIOBOW MJIM MapKEpPHOM NOCKOW, MyJIbTUMEIUNHBIA MPOEKTOP U
9KpaH, HOYTOYK, KOMIUIEKT y4yeOHOW MmeOenu A CTYJeHTOB, pabouee MECTO MpernoaaBaTes,
BbIX0/1 B IHTEepHET — NpoBOIHOM UM ¢ ucnosib3oBaHueM Wi-Fi.

Jist caMOCTOSITETbHOM paboThl HMCIIONB3YIOTCSI TEKCTOBBIE U 3JIEKTPOHHBIE PECYpCHI
Hayunoil O6MOIMOTEKH YHUBEpPCUTETa M JPYTUX DJIEKTPOHHBIX OMONIMOTEUHBIX 0a3 JaHHBIX,
yueOHO-MeToJuueCKoe 00ecreyeHue, NPeICTaBIeHHOE B yueOHO-METOIUUECKOM KaOHHETE 7-ro
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kopmyca (aya. 103).

OGy‘IaIOH_II/IeCH HUMCIOT BO3MOXXHOCTB HCIIOJIb30BaTh y‘IeGHBIC MaTcpHraJibl 1O AUCIUILIINHE,
pasmeneHHble Ha tuiatpopme Moodle LlenTpa TucTaHIIMOHHOTO 00Pa30BaHMs IKOHOMHYECKOTO
daxynbrera «{oHl Y». [Ipn M3ydeHUH AUCIUIUIMHBI IPUMEHSIOTCS JIEKTPOHHOE OOydYeHHE U
JUCTAaHIIMOHHBIC O6pa3OBaTeJIbHBIC TCXHOJIOI'UH.

C  wucmonmp30BaHMEM  PECYypcOB  IUIATGOPMBI  TUCTAHIMOHHOTO  0Opa30BaHUS
OCYIICCTBIISICTCS TEKYIIUH KOHTPOJIb 3HAHHMK OOYYaloIIMXCS HAa OCHOBE TECTHPOBAHHS H
HPOBEPKH PE3YJIBTATOB CAMOCTOSTEIBHONU PaOOTBHI.

10. PEKOMEHAYEMAS JIMTEPATYPA

10.1. OcHoBHas 1uTEpaTypa

1.  Jloponuna, JI. A. JlokyMeHTOBeeHUE: YUYeOHUK U MPAKTUKyM i By3oB / JI. A.
HoponuHa [u ap.] ; mox penakuueii JI. A. Jloponnnoi. — 3-¢ u3f., nepepad. u gon. — MocCKBa :
NznarensctBo KOpaiit, 2022. — 336 c.

2. lllysanosa, H. H. OcHOBBI [e10MpOU3BOJACTBA. SI3BIK CIYKEOHOrO NOKYMEHTa :
yueOHHUK 1 pakTukyM it By3oB / H. H. lllyBanosa, A. FO. Banosa ; mox o0mieii penaxiueii H.
H. llyBanoBoii. — 3-e u3n., nepepad. u gom. — Mocksa : M3natensctBo FOpaiit, 2022. — 384 c.

3.  Psaboma, C. B. JlokyMeHTanIMOHHOE OOECIIEYCHNE YIPABICHYECKON JEATEIbHOCTH:
yuebHoe nocobue / C. B. Pg6oBa; YibsH. roc. TexH. yH-T. — YibsiHOBCK : Yl TV, 2021. — 340 c.

4.  BemkypoBa A. b. J[lokxymeHnTannonHoe odecrieueHre yrnpasiaeHus : yaeOHoe mocoodue
IUIsL CTYJIEHTOB cpefHero mpodeccuonansHoro obpasosanus / A.b. BemkypoBa. - Mocksa :
Hupexr-Menaua, 2020. - 169 c.

5. I'OCT P 7.0.97-2016 «Opranu3ainOHHO-paCIOPSIANTENIbHAS TOKYMEHTALUS»

6.  ®enepanbublii 3ak0H OT 06.04.2011 Ne 63-P3 PD «O0 351€eKTpOHHON HOIHCKY.

10.2. lonoinuTeIbHAS JJUTEPATYpPa
1. Kysnenona, 1. B. [JokymeHTanimonHoe obecrieueHre yrpaBieHUs MEPCOHATIOM

[Tekct]: yuebnoe nocodbue / U. B. Ky3nenosa, I'. A. Xauatpsia - Mocksa: [lamkos u Ko, 2015. -
220 c.

2. Pymbiauna, JI. A. JlokymMeHTaniMoHHOE oOecrieyeHre YIpaBaeHHs: YYeOHUK JUIs
CTyH. yupexaeHui cpea. npod. obpazoBanus / JI. A. PympiHuHa. — 6-€¢ M31.,cTep. — M.
W3narenbckuii neHTp «Akanemus», 2008. — 224 c.

3. AnexceeBa, T. B. JlokyMeHTanimoHHoe obecrieueHune ynpasieHus: yue0. mocodue
/ T. B. AnekceeBa. — M.: MockoBckast (huHaHCOBO-ITpoMbIlIeHHas akagemus, 2010. — 220 c.

4. Cenuenko, I1. B. JlokymeHTaliioHHOE 0O€ecrieyeHne yIpaBIeHYeCKUX peleHuit /
I1. B. Cenuenko, FO. II. ExnakoB, B. E. Kupuenko. — Tomck: Tomck. ['oc. yH-T cucrem

yIOpaBieHUs ¥ paauo3ieKTpoHuku, 2018. — 180 c.
11. AH®OPMAIIUOHHBIE PECYPCBbI

1. Hayuynas saextponnas ou6anoreka eLIBRARY.RU: caiitr / HOb (OOO0O). — Mocksa, 2000-
. — URL: https://elibrary.ru (mata oOpamenus: 08.04.2026). — Pexum poctyna: aisl aBTOPU3OB.
M0JIb30BaTeNel. —TeKCT: 3IEeKTPOHHBIH.

2. Hayunas jnextponnasi oméamnoreka «KubGepJlenunkay: caiit / Accommanus «OTKpbITas
Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/ (nata oopamenus: 08.04.2026). — Pexum
JlocTyma: cCBOOOAHBIN. — TeKCT: AIeKTPOHHBIN.

3. HaumonajabHas moanucka: caWr / PIHHW. - Mocka, 2020- . - URL:
https://podpiska.rcsi.science/  (mata  obpamennsa:  08.04.2026). — Pexum  goctyma: A
aBTOpu30B.1NoIb30Bareneil JJoul'Y. — TekcT: 3neKTpOHHBIN.
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4. HanuoHajJbHasi »3JeKTponHas Oudauoreka (HDOB): denepanshas rocygapcTBeHHAS
uHpopMarmonHas cuctema / MunucrepctBo Kynetypsl P®; Poccuiickas rocynapcTBeHHas OHOIHOTEKa.

— Mocksa, 2019- . — URL: https://rusneb.ru/ (aara oo6pamenus: 08.04.2026). — Pexxum pocryna:
CBOOOHBIN. — TeKCT: ANEKTPOHHBIN.
5. Oopa3oBareabHasi miaatgpopma FOpait: caiit. — Mocksa, 2013- . — URL:

https://urait.ru/library/svobodnyy-dostup/ (mata oGpamenus: 08.04.2026). — Pexxum moctyna: M3gaHus
CBOOOJHOTO JIOCTYIIA, JJIsl aBTOPU30B. TOJIb30BaTeNei. — TeKcT: 3JIeKTpOHHBIH.

6. DaexkrponHas oudauorexka PI'b: paznen cafita / PI'b. — Tekct: anekTponnsii / Poccuiickas
rocyfapcTBeHHas OuOnmoTeka: odumuanpHbI calT. — https:/Idiss.rsl.ru/electroniclibrary. — Pexum
JOCTyIA: TOHMCK CBOOOJHBIN, AJIEKTPOHHBIE IOKYMEHTH — BupTyanbHelii uurtanbheiii 3an PI'B nHa
teppuropun Hb JloHI'Y.

7. JnexTponHo-0udanoTeuHasn cuctema Jlans: caiit / ObC Jlans. — C.-IletepOypr, 2011- . —
URL: https://e.lanbook.com (mara oOpamienus: 08.04.2026). — Pexxum poctyna: usmanus CereBoi
3JIEKTPOHHOHN OMONIMOTEKH, I aBTOPU30B. MOJIb30BaTeNeil. — TEKCT: AIEKTPOHHBIN.

8. DaexTponHo-0ubanoTeuHasi cucrema [Joul'Y: caiir / ®I'BOY BO «/lonl'Y». — JloHenk,
2016- . — URL: http://library.donnu.ru/ (gara obpamenus: 08.04.2026). — Pexxum noctyma: cBOOOIHBIN. —
TekcT: 31eKTPOHHBII.

9. Daexrponnblii katanor Hayunoii 6ubmuorexku [oul'Y: pa3nen caiira / Hb J{onl'VY. — TekcT:
anekrponnblii // DBC [oul'Y: caiit. — URL: http:/library.donnu.ru/catalog/ (marta obpamenus:
08.04.2026). — Pexxum nocTyma: MOUCK CBOOOAHBIN, DIIEKTPOHHBIE JOKYMEHTBI — JJIsl TOJb30BaTeseh
Joul'VY.

10.2nexrponnbrii apxuB Joul'yY: paznen caitra / Hb Jlonl'Y. — Tekct: anekrponnsrii / 3bC
Houl'Y: caiit. — URL: http://repo.donnu.ru/ (mara oOpamenusi: 08.04.2026). — Pexum nocrymna:
CBOOOIHBIIA.

12. TIPO'PAMMHOE OBECIIEYEHUE
1. PEJ] OC, Astra Linux (OEM).
2. OpenOffice, LibreOffice.
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