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Mporpammy avcumnnuHbl paspabotan(a)(v1) aoueHT, K.H. puropbesa E.A. kadpenpa
9KOHOMMKO-MaTeMaTnyeckoro MmogenmposaHns VIHCTUTYT ynpaeneHuns, SKOHOMUKN N (PUHAHCOB ,
EAGrigoreva@kpfu.ru

1. Uenn ocBOEHNS AUCLUMINHBI

OucumnnunHa "denonpon3BoacTBO B OpraHn3aummn” npeactasnset cobo oTpacnb 0esaTeNbHOCTH,
obecneyrBaioLLyto JOKYMEHTUPOBAHWE 1 OpraHn3aumio paboTbl C AOKYMEeHTaMu. TO NPoLece C
MOMEHTa CO34aHNs OOKYMEHTA M ero YHUYTOXEHMS Unn nepenadm Ha xpaHeHue B apxme. OcBoeHme
CTyLEHTaMM OUCUUMIINHBI Y CTYOEHTOB NO3BONSET CPOPMMPOBATbL UX NYHbIE KAYECTBA,
obecneymBaiolwme camopasBuTUE U NPOPECCNOHANbHOE CaAMOCOBEPLIEHCTBOBAHMNE, a TaKXe
aKTUBHYIO XWU3HEHHYIO MO3ULMIO, MO3BONSIOLWY HECTM OTBETCTBEHHOCTb 3a MPUHATUE CBOUX
peweHnin.

Llenb amcumnnuHbl - 0OPMUPOBAHE TEOPETUHECKUX MU NPAKTUYECKMX OCHOB 3HAHWIA NO
LOKYMEHTUPOBAHMWIO OEATENBHOCTY NPEANPUSATUI U YYPEXOEHNIA, OpraHn3aLmmn 0oKyMeHToobopoTa,
MCMNONb30BaHNIO B AENOMNPON3BOLACTBE COBPEMEHHbIX TEXHONOTUIA.

13 nocTaBneHHoOM Lenu QUCUMnAnHbI BbITEKAKOT Cnegyrowme 3anayu:

- cchopMmpoBaTb 6a30Bble 3HAHWS MO JOKYMEHTUPOBAHWIO OEATENbHOCTM NPEnNnpUATUA 1
y4ypexaeHuii n opraHmsaunm 0oKyMeHTo060poTa;

- BblpaboTaTb yMEHMS 1 HaBbIKK MO Knaccugomkauum, yHupukaumm, ctTaHoaptnsaumm u
OopopMNEHNIO OOKYMEHTOB;

- OBNlAAETb HAaBblKaMy CaMOCTOSATENBHOW pa3paboTkmn 1 0POPMNEHNSI [OKYMEHTOB MO Pa3nnyHbIM
HanpaBneHNsaM OeSTENbHOCTU NPEeANnPUATUA N y4PEXOAEHWIA.

2. MecTO AMCUMNNNHBI B CTPYKTYype OCHOBHOM 06pa3oBaTtefibHOM NPOrpammbl BbICLLETO
npocpeccuoHanbHOro o6pasosaHus

JaHHas yyebHas oncumnnunHa BkodeHa B pasgen " 51.B.OB.8 OucuunnunHbl (Mogynm)" OCHOBHOW
obpasoBaTtenbHol nporpammbl 38.03.01 SKOHOMKKA U OTHOCUTCS K AMCLMMAMHAM Mo Bblibopy.
OcBavBaeTtcs Ha 3 Kypce, 5 cemecTp.

N3yyeHunto aucumnnunubl " enonpon3soacTBo B opraHn3aumn” npeawecTsyeT OCBOEHNE Takmnx
ancumnnuH kak: "ctopusa”, "Noruka".

JaHHas omcumnnuHa cnocobCTByeT OCBOEHMIO CNeayoWnNX AucunnavH: "Byxrantepckuii
gomHaHcoBbIN yyeT", "Byxrantepckas oMHaHCOBas OTY4ETHOCTL", "OKOHOMMKA Tpyaa",
"Byxrantepckoe geno", "BaHkoBckoe feno”, "KoOMnAekCHbI 3KOHOMUYECKNIA aHaNn3 X035ACTBEHHOM
neatenbHocTn", "OKOHOMUKA opraHu3aunin (NnpeanpuaTuim)”.

3. KomneTteHuumn obyuarowierocsi, popMupyemble B pe3ynbTare 0CBOEHUS AUCLUMIINHDI
/mopyns

B pe3ynbTate 0CBOEHUS AMCLMNINHBI (OOPMUPYIOTCS CNeaytowme KOMNeTEeHUNN:

Pacwudcposka
LLincpp komneteHumu npuobpetaeMoi KOMNeTeHL NN
K-
86u?e|< BTVDHbIE CnocobeH nornyecky BEPHO, apryMEHTUPOBAHO U SICHO CTPOUTb
KOMI'IeT)éHLl,Vvala) YCTHYIO 1 MUCbMEHHYIO peyb.
AK-2 CnocobeH Ha OCHOBE TUMOBbIX METOAMK W OeACTBYOLWe
(MPOECCHOHANBHbIE HOPMaTMBHO-MPaBoBON H6a3bl paccymTaTb 3KOHOMUYECKUE U
KOMMETEHLIN) coumanbHO-9KOHOMMNYECKME MoKasaTenu, xapaktepusyouwme
LeSTeNbHOCTb XO35NCTBYIOWMX CyObEKTOB.
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Pacwmndpposka
npuobpetaemon KOMNeTeHLUn
MNK-3 CnocobeH BbINONHATL HEOOX0AUMbIE A1t COCTABNIEHNS
3KOHOMUMHYECKNX pa3aenos ninaHoB pacyeThl, 060CHOBbIBATb WX

Lncpp komneteHLUN

npo NOHasbHbI
(K O%Hffg:uﬁmf © N NPeLACTaBnNATb pedynbTathl paboTbl B COOTBETCTBUN C
NPUHATBIMW B OpraHMsaunmn ctaHoapramu.
MK-5 CnocobeH BbibpaTb MHCTPYMEHTaNbHbIE CpeacTBa ans
TKW 9KOHOMUYECKUX OAHHbIX B TBETCTBUN
(MpocheccmonantHbie 2gg$£§neHH%;32uaq§; n (J)l:Haanl C(;);aﬂ:e Ce3 anCaTbl
KOMreTeHuunn) > 1P P pe3y

pac4yeToB ” obocHoBaTb nony4yeHHble BblBOAbI.

B pesynbtate 0CBOEHUS ONCUMMNUHBI CTYAEHT:
1. DONXeH 3HaThb:

- 3aKOHOAATENbHbIE Y HOPMATUBHO-MPABOBLIE aKThl, PErnamMeHTpytoLme
NPOV3BOACTBEHHO-X03SICTBEHHYIO AesSTENbHOCTb NPEANPUATUS, @ TaKXe CUCTEMY YrNpaBeHUs
LNOKYMEHTOOO0POTOM Ha NPeanpuUsiTAm;

- TpeboBaHNS K 0OGOPMNEHMIO, PErMCTPaLNN, YHETY N XPAHEHWIO AOKYMEHTOB;
- NPVHUMMbI JOKYMEHTUPOBAHNS OeATeNIbHOCTY KONNernanbHbIX OpraHoBs;
- OCHOBHbIE MPUHLIMMbI 3TVKN OEN0BbIX OTHOLWEHWIA.

2. DONTXEH yMeTb:

- CAMOCTOSATENbHO aHann3npoBaTb HOPMATUBHO-NPABOBYIO, 3KOHOMUYECKYIO N HAaYYHYIO NnuTepaTypy;
- FOTOBUTb COBPEMEHHOE OEN0BOE NMUCHMO;

- BECTWN 0EeNonpon3BOACTBO C NOMOLLbIO OPUCHbBIX MPOrpaMMHbIX CPEACTB;

- BECTU AENONPOM3BOLACTBO MO MMCbMEHHBIM U YCTHBIM 0bBpalLeHnsaM rpaxaaH.

3. 0OMXeH BnageTb:

- METOLAaMU yrpaBneHns LOKyMEHTOOO0POTOM Ha NPON3BOACTBE;
- npriemMammn paspaboTky LOKYMEHTOB HA NPELNPUSTUAN.

4. NONXEeH JEeMOHCTPMPOBaTb CNOCOOHOCTb 1 FOTOBHOCTb:
- NMPUMEHSITb MONY4YEeHHbIe 3HaHUSI Ha NPaKTUKe.

4. CTpyKkTypa U cogepXxaHue AUCLUNIUHBI MOAYNS
Obwas Tpya0eMKOCTb AUCLIMIMIMHBI COCTaBnsSeT 2 3a4eTHbIX(ble) eanHuL(bl) 72 Yaca(os).
dopmMa NPOMEXYTOHHOIr0 KOHTPONS ANCUMNMINHBI 3a4€eT B 5 cemecTpe.

KETPOHHBH
B_EPCHTET
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CyMMapHo no AMcumnanHe MoxHo nony4ntb 100 6anno., U3 HMX Tekylwas paboTta oueHmBaeTcs B 50
6anno., ntorosas popma KoHTpons - B 50 6annos. MnHMManbHoe KONM4YeCcTBO ANst AOMNycKa K 3a4eTy
28 6annos.

86 bannos 1 bonee - "oTANYHO" (OTN.);

71-85 6annos - "xopowo" (xop.);

55-70 6annos - "ynosnetBoputenbHo" (yaooB.);

54 6anna n MeHee - "HeyIOBNETBOPUTENBHO" (Heyn.).

4.1 CTpyKkTypa u cogepxaHue ayauTtopHOW paboTbl MO AMCLUNIMHE/ MOBYNIO
TemaTtnyecknn nnaH gUCUUNIAUHbI/MOAYNS

Bugbl n yachbl
Pasgen ayauTopHon paborTbl,
Henens UX TPYAOEMKOCTb Tekywime coopmbl
NI Mcuannuel - CeMecThoyoorpa (e uacax) Yortpans,
Nexumn MpakTuueckumelllaboparopHbie
3aHATUA paboTbi
Tema 1. VicTopus
OTEYeCTBEHHOIO
Jenonpon3BoACcTBa. NMMCbMeHHoe
1 ["ocypnapcTBeHHoe 5 1 0 0 0 JomatuiHee
‘lperynupoBaHue paboTbl 3anaHve
C NOKYMeHTaMu B
Poccuickon
denepaunn.
TecTnpoBaHue
Tema 2. KONINOKBUYM
JlokymeHTMpoBaHme 5 1 5 5 0 NMCbMEHHOoe
yrnpaBneH4YecKom nomauHee
0eAaTenbHOCTU. 3ajaHve
Tewma 3. lNpasuna KONNOKBIYM
rectpotae
3.|ochopmneHns 5 1 2 2 0 noMauHee
OTAENbHbIX BUOOB sanaHme
JOKYMEHTOB.
Tema 4. OpraHusaumns NMMCbMEHHoe
4. cnyxobl 5 1 5 0 0 nomauHee
[enonpon3BoaCcTBa 3ajaHve
(LOY).
NMMCbMeHHoe
5 Tema 5. OpraHunzauns 5 1 0 0 0 nomatuiHee
"|mOKymMeHTOOb60pOTA. 3anaHve
Tema 6. Peructpauus
JOKYMEHTOB U1
opraHusauus
MHpopMaLNOHHO-CpaBQ4HON MMCbMEHHoe
6.[paboTbl. KoHTponb 5 1 0 0 0 fomalliHee
CPOKOB MCMONTHEHUS sanaHine
JOKYMEHTOB.
JlokymeHTanbHbI PoHA
opraHusauum.
PerucTpaumoHHbiin Homep 9549117 m 3;?{%}(1‘;‘;}{%%2
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Buabl n yachbl

ayouMTopHoOM paborTbl,
Pasnen ¥ P P

Hepens MX TPy AO0EMKOCTb Tekywume copmbl
N ‘D'"Kn"(")':lr;;}r;”b'/ C("w'echcemecrpa (B yacax) KOHTpOnsi
Nekumm MpakTnyeckmelllaboparopHbie
3aHATUA paboTbi
NMNCbMEHHOE

Tema 7. OpraHmsaums

7.|nenonponssoncrea no 5 1 0 0 0 ggg:lﬂ]m”: ©
obpalleHnsaM rpaxaaH.
Tema . Itorosas 5 0 0 0 3ayer

" |dopma KoHTpOnNA

NTtoro 6 4 0

4.2 CopepxaHue OUCLUMNIMNHbI

Tema 1. UcTopusa oTeuecTBEHHOro genonpou3asoacTea. [ocynapcTBeHHOe perynmpoBaHue
paboTbl ¢ pokymeHTamu B Poccuinckon depepauun.

Tema 2. [loKymeHTMpOBaHue ynpasneHYeckon AesTeNlbHOCTM.
NeKuMnoHHoe 3aHsiThe (2 yaca(os)):

OCHOBHbIE MOHATUSA U TePMUHbI. Tunonorus aokymeHToB. Popmartsbl Gymarm n nons. Obwue
TpeboBaHUsi K COCTABNEHNIO 1 OCDOPMNEHNIO AOKYMEHTOB. MoHATUe ?6naHk aokymeHTa?. bnaHku
LNOKyMeHTOB. Mopsaok odbopMneHns peksuanToB 6naHka. NarotoeneHne bnaHkos. MNpasuna
0COOPMNEHNS PEKBU3NTOB, ONPELENSIOWMNX IOPUANYECKYIO CUy AOKYMeHTa. MNpaBuna opopMneHus
PEKBU3NTOB, OTpaxatowumx 06paboTKy 1 ABMXEHNE OOKYMEHTA (0EN0NPON3BOLCTBEHHbBIE OTMETKN).
TpeboBaHus K TEKCTY AOKyMeHTa. TpeboBaHMs K N3roTOBEHMIO LOKYMEHTOB.

npaKkTudeckoe 3aHsitne (2 yaca(os)):

1. IlokyMeHT ? onpegnenexHve, CBoCTBa 1 goyHKUMK. 2. MonndyHKLUMOHANbHOCTb OKYMeEHTa. 3.
dakTopbl, BNMsOWMe Ha MHOPMALIMOHHYIO LIEHHOCTb OOKYMEHTA.

Tewma 3. NpaBuna noarotToBku U ochopmneHUst oTaenbHbIX BUAOB O,0KYMEHTOB.
JIeKLMOHHOe 3aHsiTne (2 4yaca(oB)):

OpraHn3aunoHHbIe AOKYMEHTbI, onpeneneHHble 3aKkoHo4aTenbCTBoM Poccuiickoi denepaumm.
CocTaB opraHM3auUMOoHHbIX OKYMEHTOB, BKIOYEHHbIX B YHUGULMPOBAHHYIO CUCTEMY
OpraHn3auUMoHHO-pacnopsAnTeNbHON AOKYMeHTauun. HasHauyeHne pasnnyHbix BUOOB
OpraHn3aLMoHHbIX AOKYMEHTOB. TpeboBaHNs K COCTaBNEHMIO 1 OCDOPMIEHUNIO OPraHN3aLMOHHbIX
LOKYMEHTOB, UCMOMb3yeMbIX B AesiTenbHOCTU cnyx6bl [JOY. Ponb 1 3Ha4eHne pacnopsaantenbHom
LOKYMEHTaLMN B NOKYMEHTUPOBaHMM ynpaBneH4Yeckon aesatensHocTn. CoctaB pacnopsaanTenbHblX
LOKYyMEHTOB. HopMaTuMBHblE 1 NMPaBOBble aKTbl KaK BUL PacnopsanTeNbHbIX AOKYMEHTOB
henepanbHblX OpraHoB UCMOMHUTENbHOM BnacTu. MNpukas kak OCHOBHOM AOKYMEHT, UCMONb3yeMbll
LS AOKYMEHTMPOBAHUS eANHOHAaYaNbHOW pacnopsaanTenbHol aestenbHocTu. MNpasmna
COCTaBNEHUs N 0GPOPMSIEHNS MPUKA30B MO OCHOBHOW AeSTENbHOCTU OpraHnsauun. PasHoBuaHocTu
pacnopsixeHuii. Mpasuna cocTaBneHns 1 oPopPMIEHUs pacrnopsixeHuii. Beinucka ns
pacnopsiaMTeNbHOMO NOKYMEHTa, Nopsaaok ee ocpopmneHus. KOpuanyeckas cuna
pacnopsiamMTenbHbIX AOKYMEHTOB. Ponb 1 3Ha4YeHne npoTokona B LOKYMEHTUPOBAHMM
ynpaBneH4YecKon aesTenbHOCTN. Pa3HOBUAHOCTU NPOTOKONOB. TpeboBaHMs K X COCTaBNIEHMIO U
ocbopmneHnto. 3akoHonaTeNnbHas pernaMeHTaumnst CoaepXaHns 1 0POPMIEHUS OTAENbHbIX BUAOB
NPOTOKONOB. Bbinncka n3 npoTokona, Nopsaok ee opopmneHunst. JokyMeHTupoBaHue
pacrnopsiAMTENbHON OeATeNbHOCTM KONNernanbHbix opraHoB. KOpuandyeckas cuna npoTokona u
BbIMUCKM M3 MPOTOKONOB PasfiMyHbIX Pa3HOBMAHOCTER. Ponb 1 3HaYeHne MHPOPMaLUMOHHBIX
LOKYMEHTOB B yrnpaBfieHYeckoin aestenbHocT. CoctaB MHAPOPMaLMOHHBIX JOKYyMeHTOB. CnyxebHas
nepenucka. NMncbMo Kak OCHOBHOW BMI JOKYMEHTA L/15 OCYLLECTBNEHNS KOMMYHMKaLWIA.
BHyTpeHHss nepenvcka opraHnsauuii. [loknaaHble 3anvckuy, Cnpasku, Npasuia nx ooopMIeHus.
Mepenncka ¢ MCNonb30BaHWEM CPELCTB 9NEKTPOCBSA3M (TENerpamMmbl, TeNegOHOrpamMmbl, akchl).
AKT KaK BUL MHPOPMALMOHHO-CNPaBOYHOIO AOKYMEHTA.

npaktnyeckoe 3aHsitne (2 4aca(os)):

KETPOHHBH
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1. ?PekBn3nT? 1 ?2cbopmMynsip? [okymeHTa. 2. TpeboBaHUst K 0POPMIEHNIO AOKYMEHTOB. 3. bnaHk
LOKYMEHTa 1 BUL OOKyMeHTa. 4. TeKCT AOKYMeHTa Npu pas3nnyHbix cnocobax LOKyMEHTUpoBaHMS. 5.
YHupukaumns OKyMEHTOB.

Tema 4. OpraHnsauus cnyx6bl penonpoussoactsa (O O0Y).
NeKUuMoHHoe 3aHsiThe (2 yaca(os)):

OpraHm3aunoHHble hopmbl fenonponssoactea. CTpykTypbl cnyx6el JOY. 3anaumn n goyHKLMK
cnyx6bl JOY. JonXHOCTHON 1 YncneHHbili coctas cnyx6ul JOY. PernameHtauns cnyx6osl JOY.

Tema 5. OpraHuaauusi LOKyMeHToo60poTa.

Tema 6. Peructpauusi [OKYMEHTOB M OpraHu3auust UHCPOpPMaLMOHHO-CMNPaBOYHON PaboTbl.
KOHTpONb CpOKOB MCNONTHEHUSA OOKYMEHTOB. [LoKyMeHTanbHbI (pOHA, OpraHusauum.

Tema 7. OpraHnsaums Aenonpou3BoACcTBa MO 0OpaLLLEHUSM FpaX aaH.

4.3 CTpyKTypa M copgepxaHue caMOCTOATENIbHOM paboTbl AUCLUNNIUHBI (MOAYNS)

Crtpanunua 7 us 19.

Buabi
N Paspen Cemect Hepens | camoctositenibHon [TpynoeMKOCTb g%%"g:'o:‘::;'::g;
AuncumnnnHbl pcemecha pabortbl (B yacax) 260TbI
CTYyOEeHTOB P
Tema 1. VicTtopus
OTEeYEeCTBEHHOrO
0enonpon3sBoacTsa.
noaroToB
1 ["locynapCcTBEHHOE 5 1 ﬂgﬂ a?uﬁ erKc? 8 noMallHee
‘lperynupoBaHue paboTbl 3anaHms 3agaHve
C LOKYMEHTaMu B
Poccuiickon
depepaunn.
noaroToBKa
JoMallHero 4 QSEZ:JMH: ©
LeMa 2. 3a0aHus
OKYMEHTMpPOBaHME
2. " 1
ynpasneH4YecKomn 5 Egﬁ;g;gsl(a > 2 KONNOKBUYM
0eaTeNnbHOCTN. ymy
NoAroToBka K
TECTMPOBAHMIO 2 TecTupoBaHue
noarotoBka
JomallHee
Tema 3. MNpasuna AOMaLIHEro 4 3anaHne
NoaroToBKN U 3anaHnA
.|odpopmneHuna 5 1 noAroToeka K
OTHeNbHbIX BUOOB KONNOKBUYMY 4 KONNOKBUYM
JOKYMEHTOB. n
olroroska K 2 TecTupoBaHue
TeCTUPOBaAHUIO
Tema 4. OpraHusaums
cnyx06bl 5 1 Hgﬂ;ﬂ:eBrKg 8 nomauwHee
‘laenonponsBoacTea sananms 3apaHve
(4oy).
Tema 5. OpraHunsaumns 5 1 zgﬂ;ﬂggr'(g 8 noMallHee
"|lnoKyMeHT Ta. H
nokymeHToobopoTa 3anaHns 3afaHue
PerncrpaumnoHHblii Homep 9549117 DAEKTPOHHEH
Bl VHHBEPCHTET
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Buabl
N Pasnen Cemect Henens | camoctositenbsHon [TpymoeMKOCTb gﬁ%ﬁ:;ﬁ?:;ﬁﬁgz
AducumnnuHbl pcemeCTpa paborthbl (B yacax) 260TbI
CTyAOeHTOB P
Tema 6. Peructpaums
JOKYMEHTOB U1
opraHusauus
NHJOOPMaLNOHHO-CNPaBOHYHOM noaroToBKa
6.|paboTbl. KoHTponb 5 1 JomauwHero 8 QSEZ:JMH: ©
CPOKOB UCMNOMTHEHNSA 3anaHus
JOKYMEHTOB.
JlokyMeHTanbHbI POoHA,
opraHusauumu.
Tema 7. OpraHnsaumns noaroToBkKa OMAWHEe
7.|oenonponssoacTea no 5 1 JoMallHero 8 3anaHme
obpalleHnsiM rpaxnaH. 3a4aHns
Ntoro 58

5. O6bpa3oBarenbHble TEXHONOIMU, BK/IHOYAsA MHTEPaKTUBHbIE hOpMbl 06yUYeHUs

OcBoeHve gncuunnuHbl "enonponsBoacTeo B OpraHmMsaumn” npegnonaraet UCNONb3oBaHe Kak
TPaOVULUMNOHHBIX (NeKunn, NpakTu4eckmne 3aHATUS ¢ UCNONb30BaHNEM METOOANYECKMX MaTepuanos),
Tak U MHHOBALMOHHbIX 06pa3oBaTenbHbIX TEXHOMOMMI C NCNONb30BaHNEM B y4eOHOM npoLiecce
aKTUBHbIX N UHTEPAKTUBHbIX POPM MPOBEAEHNSA 3AHATUIN: peleHne 1 aHann3 "CuTyaLmMoHHbIX 3a0a4".

6. OLueHOYHble cpeacTBa OJisl TEKYLLLEro KOHTPONS yCrneBaeMoCTU, NPOMEXYTOUHOM
aTTecTauum rno UToram OCBOeHUs OUCLUMNIMHBbI U yuebHO-MeToauueckoe obecneueHne
CaMOCTOSITe/IbHOW paboTbl CTYAEHTOB

Tema 1. UcTopua oTeueCTBEHHOro genonpou3ssoacTtea. FocynapcTBeHHOe perynmpoBaHue
paboTbl ¢ pokymeHTamu B Poccuinckon denepauun.

noMalHee 3afnaHue , NpUMeEpPHbIe BOMPOCHI:

HokymeHTposaHue B IX-XV BB. MpukasHoe nenonpomussonctso (XVI-XVII Be.). Konnexckoe
nenonpounssoctso (XVIII B.). MuHnctepckoe nenonponssoncteo XIX ? Havano XX B.
dopmumpoBaHme cucTeMbl coBeTckoro genonpoussonctea (1917 ? 1940 rr.). Cosetckoe
nenonpounssoacteo B 1950-1960-e rr. PassuTtue cosetckoro genonpoundsoactea (1970-1980 rr.).
HanpasneHus pa3sutusa 3akoHoOaTeflbHOro perynnmpoBaHns OOKYMEHTMPOBaHUS yrpaBieH4eCcKom
neatenbHoctn. CTaHoapTn3auns 1 yHugomkaums 4oKyMeHToB. [focynapcTBeHHOe perynvpoBaHme
NpOoLEeCCOB OpraHM3aunm paboTbl ¢ LOKyMeHTaMn. HopMaTtMBHO-MeETOANYECKME OOKYMEHTHI
MEXO0Tpacnesoro f4encTens. PernameHtauns coxpaHHOCTM OOKYMeHTOB. OTBETCTBEHHOCTb
pykoBOAMUTENEN U OOMKHOCTHBIX UL, 32 PpaboTy C AOKYMEHTaMMU.

Tema 2. [10KyMeHTUpOBaHUe yrnpaBjieHY4eCKon OeATe/IbHOCTU.
JoMallHee 3agaHue , NpuMepHbie BOMPOCHI:

OCHOBHbIE MOHSATUNS N TEPMUHBI. TUnonorus 4okymeHToB. dopmathbl Bymaru un nonsi. Obwme
TpeboBaHMS K COCTaBNEHNIO 1 OCPOPMIEHUNIO NOKYMEHTOB. [MoHsTUEe ?6naHk AokymeHTa?. bnaHkm
LOKYMeHTOB. Mopsinok odoopmMneHns peksmanTos bnaHka. MiarotoeneHme 6nankos. Mpasuna
0pOpMEHNS PEKBM3NTOB, ONPEAENSIoWmNX OPUANYECKYIO CUy AoKyMeHTa. MNpaBnna odoopMneHns
PEKBM3NTOB, OTpaxarowmx 06paboTky 1 ABUXEHME AOKYMEHTA (0enonpon3BOACTBEHHbIE OTMETKM).
TpeboBaHus K TEKCTY AOKYMeHTa. TpeboBaHNS K M3roTOBNEHUIO LOKYMEHTOB.

KONNOKBUYM , NMpUMEpPHbIE BOMPOCHI:
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OCHOBHbIE MOHSATUNS 1 TEPMUHbLI. TUnonorus 4okymeHToB. dopmaTtbl Bymaru n nons. Obwme
TpeboBaHNS K COCTaBNEHMIO 1 OCPOPMIEHUNIO NOKYMEHTOB. [MoHsTUE ?6naHK AokymeHTa?. bnaHkm
LOKYMeHTOB. Mopsinok odoopMneHns peksmantos bnaHka. MiarotoeneHme 6nankos. Mpasuna
0pOpMEHNS PEKBM3NTOB, ONPEAENSIoWNX OPUANYECKYIO CUNy AoKYMeHTa. MNpaBuna odoopMneHns
PEKBM3NTOB, OTpaxatowmx 06paboTky 1 OBUXEHME AOKYMEHTA (4enonpon3BOACTBEHHbIE OTMETKM).
TpeboBaHus K TEKCTY AOKYMeHTa. TpeboBaHNS K M3roTOBNEHUIO LOKYMEHTOB.

TecTnpoBaHune , npmMMepHbIe BOMpPOChI:

OCHOBHbIE MOHSATUS U TEPMUHBI. Tunonorust 4okymeHToB. dopmaTtbl Bymaru n nons. Obwme
TpeboBaHMS K COCTaBNEHNIO 1 OCPOPMAEHUNIO NOKYMEHTOB. [MoHsITUEe ?6naHk AokymeHTa?. bnaHkm
LOKYMeHTOB. Mopsinok odoopMneHns peksmantos bnaHka. MiarotoeneHme 6nankos. Mpasuna
0cpopMEHNS PEKBM3NTOB, ONPEAEnsoWmnX PUANYECKYIO CUNy AoKyMeHTa. MNpaBuna odoopMneHns
PEKBM3NTOB, OTpaxarowmx 06paboTky 1 OBUXEHME AOKYMEHTa (4enonpon3BOACTBEHHbIE OTMETKM).
TpeboBaHus K TEKCTY AOKYMeHTa. TpeboBaHNS K M3roTOBNEHUIO LOKYMEHTOB.

Tema 3. MpaBuna noaroToBkKu U ocpopMneHnsi oTAeNbHbIX BUAOB OOKYMEHTOB.
ooMallHee 3afaHue , NpUMepHbIe BOMPOCHI:

OpraHn3aunoHHble LOKYMEHTbI, onpeaeneHHble 3akoHoaarenbctTsoM Poccuinckon denepaumm.
CocTtaB opraHmM3aumOHHbIX LOKYMEHTOB, BKIIIOYEHHbIX B YHU(PULNPOBAHHYIO CUCTEMY
OpraHn3aunoHHO-pacnopsaanuTenbHON 4okyMeHTaunn. HasHavyeHne pasnnyHbiX BUOOB
OpraHn3aumMoHHbIX OKYMEHTOB. TpeboBaHNS K COCTABNEHNIO U OCPOPMNEHMNIO OPraHN3aLMOHHBIX
LLOKYMEHTOB, UCMNOMNb3yeMbIX B fesiTenbHOCTU cnyx6bl JJOY. Ponb 1 3Ha4eHne pacnopsaantenbHom
[OKYMEHTauun B JOKYMEHTMPOBAHUW ynpasneH4yeckon gestenbHoctu. CocTtae pacnopsanTenbHbIX
NOKYMEHTOB. HopMaT/BHblE 1 MPaBOBble akTbl KaK BUA, pacrnopsaamTenbHbIX JOKYMEHTOB
doenepasnbHblX OpraHoB UCNOSTHUTENBHOM BNaCcTW. [1prkas Kak OCHOBHOM JOKYMEHT, UCMOMb3YyeEMbIii
ONS OOKYMEHTUPOBAHWUS e4MHOHa4YanbHOM pacrnopsaanTensHom geatensHocTtu. lNMpasuna
COCTaBNeHnst 1 0POPMNEHNS NPUKA30B MO OCHOBHOWN AesATeNbHOCTUN opraHmu3aumi. Pa3HoBMOHOCTM
pacnopsixeHuin. lNMpaeuna coctaBneHns 1 0PopMIEHUs pacrnopsaxeHuin. Boinucka ns
pacnopsanTenbHOro 4OKyMeHTa, nopsanok ee ocpopmneHus. KOpuanyeckas cuna pacnopsaamTenbHbIX
NOKYMEHTOB. Posb 1 3Ha4yeHre NpoToKona B JOKYMEHTUPOBAHUW YNpaBneHYeCcKon AesTeNlbHOCTH.
PasHoBMOHOCTM NPOTOKOMOB. TpeboBaHMs K NX COCTABNEHUIO N 0CDOPMNEHNI0. 3aKkoHOoAATENbHAS
pernameHTaums cogepxaHus 1 opopMneHns oTaenbHbIX BUOOB NPOTOKONOB. Bbinncka na
npoTokona, Nopsaok ee opopmneHus. [JokyMeHTMpoBaHUe pacnopsanTeibHoON OesTeNbHOCTH
KonnernanbHbIX opraHos. KOpnguyeckas cvna npoTokKona 1 BbIMUCKN N3 NPOTOKONOB PasnnyHbIX
pasHoBuaHocTen. Ponb 1 3Ha4eHne MHPOPMaLMOHHbIX JOKYMEHTOB B YrpaBneH4YeCcKomn
nestenbHoctn. CoctaB MHGOPMALIMOHHBIX BOKYMEHTOB. CnyxebHas nepenuvcka. MNucbMo kak
OCHOBHOW BM[I OOKYMEHTa ONS OCyWeCTBNEeHNS KOMMyHUKauuin. BHyTpeHHSAs nepenncka
opraHusauui. [loknagHble 3anncku, cnpaeku, npaeuna nx ooopmneHuns. lNepenncka c
NCNONb30BaHNEM CPELCTB SNEKTPOCBA3N (Tenerpammbl, TenegpoHorpammbl, gpakcbl). AKT Kak BUA4
NHPOPMaLNMOHHO-CNPAaBOYHOIO LOKYMEHTA.

KONNOKBWUYM , MPUMEpPHbIE BONPOCHI:
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OpraHn3aunoHHbIe LOKYMEHTbI, ONpeaeneHHble 3akoHoaatenbcTBoM Poccuickon denepaumm.
CocTtaB opraHvM3aumOHHbIX LOKYMEHTOB, BKIIIOYEHHbIX B YHU(PULNPOBAHHYK CUCTEMY
OopraHM3aunoHHO-PacnopaanTeNIbHON OOKYyMeHTauun. HasHavyeHme pasnuyHbIX BUOOB
OpraHn3auUMoHHbIX AOKYMEHTOB. TpeboBaHNS K COCTaBNEHMIO U OCDOPMIEHUNIO OPraHN3aLNOHHbIX
LOKYMEHTOB, UCMOMb3yeMbIX B fesiTenbHOCTU cnyx6bl [JOY. Ponb 1 3Ha4eHne pacnopsaantenbHom
LOKYMEHTaUUN B JOKYMEHTMPOBAHUW ynpaBneH4yeckon geatensHoctu. CocTtae pacnopsanTenbHbiX
JOKYMEHTOB. HopMaTtuvBHble 1 NPaBOBbIE akTbl KaK BUI pacrnopsanTenbHbIX JOKYMEHTOB
doeneparnbHbIX OPraHoB UCMONMHUTENBHOM BnacTu. MNpukas kak OCHOBHOW OOKYMEHT, MCMOb3YEMbII
ONns NOKYMEHTUPOBaHMS eaMHOHa4YanbHOM pacrnopsanTenbHom gearensHoctu. Npaeuna
cocTasneHuns N opopmMneHns Npukasos No OCHOBHOWM OesATeNbHOCTM opraHnsauun. PasHoBUaoHOCTHY
pacropsixeHui. [lpasuna cocTasneHns n oopMneHns pacrnopsxeHun. Boinncka s
pacnopsanTenbHOro 4OKyMeHTa, nopsanok ee ochopmneHus. Kopuanyeckas cuna pacnopsaamTenbHbIX
NOKYMeHTOB. Ponb 1 3Ha4yeHne NpoTokona B OKYMEHTMPOBAHUN yrpaBlieHYeCKon OeSaTeNbHOCTH.
PasHoBMOHOCTM NPOTOKONOB. TpeboBaHMs K NX COCTABNEHUIO N 0OPMNEeHNI0. 3akoHoAaTENbHAS
pernameHTaumns cogepxaHus n opopmMneHns oTaenbHbIX BUOOB MPOTOKONOB. Beinncka n3
npoToKona, Nopsaaok ee ogpopmneHns. [lokyMeHTMpoBaHne pacrnopsanTenbHOM OesTeNbHOCTH
KonnervanbHbIX opraHos. KOpuauyeckas cuna NnpoToKona 1 BbIMUCKN N3 NPOTOKONOB PasnnyHbIX
pasHoBMOHoCcTen. Ponb 1 3HayeHne NHPopMaLMOHHbIX LJOKYMEHTOB B YrpaB/ieHYeCKOoM
nesitenbHoctn. CoctaB MHGOPMALMOHHbBIX BOKYyMeHTOB. CnyxebHas nepenvcka. MNucbMo kak
OCHOBHOW BMI OOKYMEHTa ON15 OCYWeCTBNeHNs KOMMYHUKauuin. BHyTpeHHAs nepenncka
opraHunsauun. loknagHble 3anvucku, cnpasku, npasuna nx ocpopmnenHus. Nepenuvcka c
NCronb30BaHNEM CPELCTB 3/IEKTPOCBA3N (Tenerpammbl, TenedooHorpammol, goakcbl). AKT Kak BuL
NHJOOPMaLIMOHHO-CMPaBOYHOr0 OOKYMEHTA.

TecTnpoBaHune , npmMMepHbIe BOMpPOChI:

OpraHn3aunoHHbIe LOKYMEHTbI, ONpeaeneHHble 3akoHoaatenbcTBoM Poccuiickon denepaumm.
CocTtaB opraHmM3aunOHHbIX LOKYMEHTOB, BKIIIOYEHHbIX B YHU(PULNPOBAHHYK CUCTEMY
opraHM3aunoHHO-PacnopaanTeNIbHON OOKYyMeHTauun. HasHavyeHme pasnumyHbIX BUOOB
OpraHn3aLMoHHbIX AOKYMEHTOB. TpeboBaHNs K COCTaBNEHMIO 1 OCDOPMIEHUNIO OPraHN3aLNOHHbIX
LOKYMEHTOB, UCMOMb3yeMbIX B AesiTenbHOCTU cnyx6bl [JOY. Ponb 1 3HaYeHne pacnopsaantenbHom
LOKYMEHTaUUN B JOKYMEHTMPOBAHUK ynpaBneH4yeckon geatensHoctu. Coctas pacnopsanTenbHbIX
NOKYMEHTOB. HopMaTtuvBHble 1 NPaBOBbIE akTbl KaK BMUI pacrnopsanTenbHbIX LOKYMEHTOB
doeneparnbHbIX OPraHoB UCMONHUTENbHOM BnacTu. MNpukas kak OCHOBHOW OOKYMEHT, MCMNO/b3YyEMbII
ONns NOKYMEHTUPOBaHMS eaMHOHa4YanbHOM pacrnopsantTenbHom gesrenoHoctu. Npaeuna
cocTaBneHuns N opopmneHns NpPukasos No OCHOBHOM OesATeNbHOCTM opraHn3auumn. PasHoBUOHOCTHY
pacropsixxeHui. [lpasuna coctasneHns n oopMneHns pacnopsxeHun. Boinncka ns
pacnopsanTenbHOro 4OKyMeHTa, nopsanok ee ochopmneHus. KOpuanyeckas cuna pacnopsaamTenbHbIX
NOKYMeHTOB. Ponb 1 3Ha4yeHne NpoTokona B AOKYMEHTMPOBAHUN yrpaBlieHYeCKOn OeSaTeNbHOCTH.
PasHoBMOHOCTM NPOTOKOMOB. TpeboBaHMs K NX COCTABNEHUIO 1 0DOpMNeHNt0. 3akoHoaaTeNnbHas
pernameHTaumns cogepxaHus n opopmMneHns otTaenbHbIX BUOOB MPOTOKONO0B. Beinncka n3
npoToKona, Nopaaok ee ogpopmneHns. [lokyMeHTMpoBaHne pacrnopsanTenbHOM OesTeNbHOCTH
KonnernanbHbIX opraHos. KOpuauyeckas cuna NnpoToKona 1 BbIMUCKN N3 NPOTOKONOB PasnnyHbIX
pasHoBMOHoCcTen. Ponb 1 3HayeHne NHPopMaLMOHHbIX LJOKYMEHTOB B YrpaB/ieHYeCKOoM
nesitenbHoctn. CoctaB MHGOPMALMOHHbBIX AOKyMeHTOB. CnyxebHas nepenvcka. MNucbMo kak
OCHOBHOW BM[I OOKYMEHTa O/ OCYWeCTBNeHUs KOMMYHUKauuin. BHyTpeHHAs nepenncka
opraHunsauun. [loknagHble 3anvucku, cnpasku, npasuna nx ocpopmnenHus. lNepenucka c
NCronb30BaHNEM CPELCTB 3/IEKTPOCBA3M (Tenerpammbl, TenedoOHOrpammbl, goakchbl). AKT Kak BuL
NHJPOPMaALMOHHO-CNPAaBOYHOro JOKYMEHTA.

Tema 4. OpraHnsauus cnyx6bl penonpoussoactsa (O O0Y).
JoMallHee 3ajaHne , NPUMEpPHbIE BONPOCHI:

OpraHun3aunoHHble hopmbl fenonponssonctea. CTpykTypbl cnyx6el JOY. 3anaumn n goyHKLMK
cnyx6bl JOY. JonXHOCTHON 1 YncneHHbili coctas cnyx6bl JOY. Pernamentauns cnyx6bsl JOY.

Tema 5. OpraHuaauusi LOKyMeHToo60poTa.
nomatllHee 3aaaHue , NpPUMepPHbIE BOMPOCHI:
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MoHATMSA ?00KyMEHTO060POT?, ?0praHn3aumnst LokymeHToobopota?. Obwwme NPUHUMMBI U
METOAMYECKME OCHOBbI OpraHnsauny JokyMmeHToobopoTa. [LoKkyMEHTOMOTOKN 1 UX CTPYKTYpa,
HanpaBfeHHOCTb ABMXEHWUS, MAPLWPYThbl. DTanbl ABUXEHMS LOKYMEHTOB. TexHonorus 06paboTku
LOKYMEHTOB, BXOASIUMX B Pa3Hble JOKYMEHTOMOTOKN. DNEKTPOHHbIA JOKYMEHT. DNEKTPOHHbIA
LOKYMEeHTO060poT. O6beM LOKYMEHTOOOOPOTA OpraHn3aunm, ero BANsSHUE Ha opraHM3aumio paboTs
C nokyMeHTamu. AHanm3 nokymeHToobopoTa opraHmaaumm. Micnonb3oBaHne AaHHbIX aHanvaa ons
COBEPLLEHCTBOBaHNS paboTbl C LOKYMEHTaMM.

Tema 6. Peructpauusi [OKYMEHTOB M OpraHu3auusi UHCPOpPMaLMOHHO-CMNPaBOYHOMN PaboTbl.
KOHTpONb CpOKOB MCMONHEHUSA O,O0KYMEHTOB. [LoKyMeHTanbHbI (pOHA, OpraHusauum.

noMallHee 3afaHue , NpUMepHbIe BOMPOCHI:

PerncTtpauns kak coctaBHast 4aCTb TEXHONOMMM OEeN0onpoM3BOACTBA U MHADOPMALIMOHHO-NONCKOBOM
CUCTEMBI MO AOKYMEHTaM opraHunsaumnn. Obwme npuHLMnbl 1 Npaeuna peructpaummn. HasHaveHme
OCHOBHbIE Llenn perncrpaunmn. XapakTepucTnka CoBpeMEHHbIX pernctpaLmoHHbix gpopM. CocTas
PEKBU3NTOB PErmcTpaLmoHHbIX OOpM 1 Npasuna ux 3anofHeHuns. [Npasmna nHaoekcupoBaHns
NOKYMeHTOB. B3aMMocBa3b pernctpaunmn GOKyMEHTOB C opraHu3auuvei
MHPOPMALMOHHO-CNPABOYHON paboThbl. MpuHLUMNBI POPMMPOBaHNS MHGOPMALIMOHHO-NMOVCKOBbIX
CcUCTEM. 3Ha4YeHne U OCHOBHbIE NMPUHLMMbBI OpraHn3aunm KOHTPONS 3a CPOKaMmn UCNOSTHEHNS
LOKYMEHTOB B annaparte ynpasneHuns. 3anadn 4enonpon3BoacTBEHHON CNyXO0bl NO KOHTPOMIO
NCNONTHEHNS OOKYMeHTOB. CTaanmn KOHTPONbHOW AesATeNnbHOCTU. CPOKU UCMONHEHUS OOKYMEHTOB.
Tvnoeble 1 MHOMBUAYaNbHbIE CPOKW. TEXHONOrMsa KOHTPOSbHbIX onepauunii. [pegynpeonTenbHbIn U
NTOrOBbI KOHTPOSb. icnonb3oBaHne AaHHbIX 06 UCMONHEHNW OOKYMEHTOB B YCOBUSX
TPaLMLNOHHON 1 aBTOMAaTU3MPOBAHHOW TEXHONOrUN 06paboTKn LOKYMEHTOB. [oHsATNE
?dbopmmpoBaHue nen?. CoBpeMeHHas HopMaTuBHO-MeToan4eckas 6asa, onpegenstowas
TpeboBaHNS K OOPMUPOBAHNIO LEN U XPAHEHNIO LOKYMEHTOB B Aenonpoun3soactee. OpraHnsaums u
06wt nopanok chopmmrpoBaHms aen. MNMpuHumnel cuctemaTnaauum LOKyMEHTOB BHYTPY Aen.
[MpaBrna popMmpoBaHNS OKYMEHTOB pasfiMyHbIX Kateropuin B gena. HactnyHoe ogoopmneHune gena.
OpraHn3aums XpaHeHns U NCMONb30BaHNS AOKYMEHTOB NOC/E 3aBepLeHns paboTbl C HAMK.
MoHATMe HoMeHKNaTypbl Aen. Buabl HOMeHknaTypbl Aen, NX 0COBEHHOCTM N HA3HAYEHME.
PernameHTtaums tTpeboBaHuMii K COCTABNEHMIO HOMEHKNATYPbI AEN B COBPEMEHHbIX
HOpPMaTMBHO-METOANYECKNX OOKYMeHTax. [1paBuna coctaBneHns HOMeHKNaTypbl gen.
KnaccudurkaumoHHasa cxema HoMeHknaTypbl. VICTOYHUKM onpeneneHms CpokoB XpaHeHns nen.
Ocob6eHHOCTN OCPOPMIEHUS U YOCTOBEPEHMS HOMEHKNATYPbI Aen. MNoHATMe ?akcnepTmaa LLeHHOCTH
NOKYMEHTOB?, ee Ha3Ha4yeHne. HopmMaTtuBHO-MeTOAMYECKUE N TEOPETMHECKNE OCHOBbBI NPOBEAEHNS
aKkcnepTnabl. OpraHmsaumns sKCNnepTn3bl LEHHOCTU OOKYMEHTOB B OpraHn3aunsix n y4pexaeHunsx
pasnnyHbIX YPOBHEN ynpasneHus. 3aaaqm aKCnepTmabl LEHHOCTU OOKYMEHTOB. TpeboBaHus k ee
nposefeHuio. MNMopsaok n 4OKYMEHTUPOBAHME AEATENbHOCTU SKCNEPTHbIX Komuccuin (9K).
OdbopMneHne pesynbTaToB 3KCNepTU3bl LLEHHOCTU LOKYMEHTOB. HopMaTMBHO-MeTOANYeCKme
LOKYMEHTbI (oeepasnbHbIX apXUBHbIX OpPraHoB 06 yHudprkauum TpeboBaHuii K aenam, CAaBaeMbiM B
apxmB. OcHoBHble TpeboBaHMS K OCPOPMIEHNIO AeN NPY UX NOArOTOBKE K Nepefaye Ha fanbHenwee
xpaHeHue. Onucu gen. lNpasuna coctaeBneHns n ogpopmneHns onucei. lNepenaya nen B apxve
opraHusauuu.

Tema 7. OpraHu3auusi 4enonpon3BoACTBa MO 06paLLEeHUSIM rpaxaaH.
nomatllHee 3aaaHue , NpUMepHbIE BOMPOCHI:

MoHATMS ?nNpennoxenns?, ?3assneHuna?, ?>xanobnl?, ?xonarancTea? n ?KoONNeKTMBHble obpalleHus
rpaxpaH?. 3akoHoJaTenbHoOe N HOPMAaTMBHOE perynmpoBaHne paboTbl ¢ obpaweHnsamMm rpaxnaH.
OcobeHHOCTN BeAeHUS 0enonpon3BoacTea no obpauweHusm rpaxaaH. lNoarotoeka n nepenava B
apxuB opraHusauuy obpaltieHnin rpaxaaH. OpraHu3auuns TMYHOro npreMa rpaxaaH.

Tema . UToroesasi popma KOHTpons

[MprMepHbIe BOMPOCHI K 3a4eTy:

1. NokymeHTnpoBaHue B IX-XV BB.

2. lNpukasHoe penonpounssoncteo (XVI-XVII Bs.).

3. Konnexckoe genonpounssoncteo (XVIII B.).

4. MuHucTtepckoe genonpounssoncteo XIX - Hayano XX B.

5. ®opmupoBaHme cuctembl coBeTckoro genonponssonctea (1917 - 1940 rr.).
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6. CoBeTckoe nenonpon3soactso B 1950-1960-e rr.
7. Passutne cosetckoro genonpoussoactsea (1970-1980 rr.).

8. HanpaBneHusi pa3sutns 3aKkoOHOAATENBHOrO PEryINPOBaHMS LOKYMEHTUPOBAHNS YNpaBneHYeCcKow
LEeSITENbHOCTH.

9. CraHpapTmnsaumns 1 yHmgomkaums LOKYMEHTOB.

10. ocynapCcTBEHHOE perynnpoBaHne NpoLecCcoB opraHm3aunm paboTtbl C LOKYMEHTaMU.
11. HopmatmeHO-MeTOONYECKME LOKYMEHTbI MEXOTPACNEBOro OeNCTBUS.

12. PernameHTtauns coxpaHHOCTN LOKYMEHTOB.

13. OTBETCTBEHHOCTb PYKOBOAUTENEN N LOMXKHOCTHBIX NNL 32 paboTy C OKYMEHTaMMU.
14. Tunonorns OKYMEHTOB.

15. ®opmartbl Bymaru 1 nons.

16. O6wwne TpeboBaHNs K COCTABNEHNIO N OCPOPMNEHNIO LOKYMEHTOB.

17. MoHsTNE "OnaHk ookymeHTa".

18. bnaHkn OOKYMEHTOB.

19. Mopsanok ocpopMneHns pekBM3nMTOB BnaHka.

20. Mi3roToBneHune 6naHKoB.

21. lNpaBmna opopmneHnsa pekBn3nToB, ONpenensoWwmnx PULNYECKY0 Cuny JOKYMEHTa.

22. MNpaBuna ohopMNeHNs PEKBM3UTOB, OTpaxarowmx 06paboTky 1 ABUXEHME LOKYMEHTA
(Denonpou3BoLACTBEHHbIE OTMETKN).

23. TpeboBaHus K TeKCTy OOKyMeHTa. TpeboBaHMs K M3roTOBMEHUIO AOKYMEHTOB.
24. OpraHm3aumnoHHble OKYMEHTbI, onpeaeneHHble 3akoHonaTenbcTBoM Poccuiickoin denepaumn.

25. CocTaB opraHM3aumoHHbIX 4OKYMEHTOB, BK/TOYEHHbBIX B YHUPMLMPOBAHHYIO CUCTEMY
OpraHn3aLMoHHO-pacnops ANTENbHON AOKYMEHTaLUNN.

26. HasHa4yeHne pa3nnyHbIX BUOOB OpraHn3aumMOHHbIX OOKYMEHTOB.

27. TpeboBaHus K COCTaABNEHMIO 1 OCPOPMIEHNIO OPraHN3aLMOHHbBIX LOKYMEHTOB, NCMONb3YEMbIX B
nesitenbHoctu cnyx6ul JOY.

28. Ponb 1 3HaveHne pacnopﬂ,uMTeanoM JOKyMeHTaunn B JOKYMEHTUPOBAHUN ynpaBnqueCKon
OeATeNnbHOCTW.

29. CoctaB pacnopaanTtenbHbIX JOKYMEHTOB.

30. HopmaTtmBHble 1 NpaBOBblE aKTbl KaK BUA PACNOPSAAUTENbHBIX JOKYMEHTOB (henepanbHbiX
OpraHoB NCMONHUTENBHON BNACTW.

31. lNpwrkas kak OCHOBHOW OOKYMEHT, UCMONb3YeMblil A1 OOKYMEHTMPOBaHMSA eanHOHaYabHO
pacrnopsaanTenbHoOn 0eaTeNbHOCTU.

32. NpaBuna coctasneHms n opopMneHns NpPrKasos NO OCHOBHOW OesATENbHOCTM OpraHn3aumm.
33. PazHOBNAOHOCTU PacnopsXXeHWA.

34. NpaBnna coctaBneHns 1 opPopMIEHNS PpacnopsIXXEHNIA.

35. Bbinncka 3 pacrnopsanTtenbHOro JOKyMeHTa, Nopsaaok ee 0OOpPMIIEHNS.

36. FOpuanyeckas cuna pacnopsamTebHbIX JOKYMEHTOB.

37. Ponb 1 3Ha4yeHne npoTtokona B 4OKYMEHTUPOBAHUN YNpaB/eH4eCKom 0eaTeNnbHOCTH.

38. PasHoBnaHOCTN NPOTOKONOB.

39. TpeboBaHuMs K UX COCTABNEHMIO 1 OCDOPMIEHUIO.

40. 3akoHoaTenbHas pernameHTauus cogepXxaHns u oOopMneHns oTaeNbHbIX BUAOB NPOTOKOMOB.
41. Bbinucka 13 npoTtokona, Nopsaok ee opopmMneHmns.

42. [lokyMeHTUpoBaHMe pacnopsaanTeNibHOM OeATEeNbHOCTU KONnernanbHbIX OpraHoB.

43. Opnanyeckas cmna NpoToKona v BbIMUCKN N3 MPOTOKONOB PasfiMyHbIX Pa3HOBUOHOCTEN.
44. Ponb 1 3Ha4yeHne NHOopMaLUMOHHbIX JOKYMEHTOB B YPaBneHY4eCckomn AeaTeNbHOCTU.

45. CocTtaB MHGOPMALIMOHHbIX [OKYMEHTOB.

46. CnyxebHas nepenucka.
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47. IlncbMO Kak OCHOBHOW BUL OOKYMEHTA ONS OCYLECTBNEHNS KOMMYHMKALINIA.
48. BHYTpeHHSS nepenncka opraHn3aunii.
49. loknagHble 3anvcku, cnpaskuy, npasuna nx opopmneHuns.

50. MNepenucka ¢ ncnonb3oBaHMEM CPELCTB 3NEKTPOCBA3N (Tenerpammbl, TenedPOHOrpaMmbl,
goakchl).

51. AKT KaKk Bng, UHPOPMAaLIMOHHO-CMPaBOYHOro JOKYMEHTA.

52. OpraHun3saLmnoHHble PopMbl AENONPON3BOLCTBA.

53. CtpykTypbl cnyx6bl JOY.

54. 3apaum n oyHkumm cnyx6el JOY.

55. IIONXHOCTHOW 1 YncneHHbI coctas cnyx6bl JOY.

56. PernameHTtaums cnyxo6el JOY.

57. MNMoHATMSA "poKyMeHTo0b0poT", "opraHn3auns JokymeHtoobopoTa".

58. O6wue NPYHUUMNBLI 1 METOANYECKE OCHOBBI OpraHn3aLmnmn 0okyMeHToobopoTa.
59. [1okyMeHTOMOTOKUN N NX CTPYKTYpa, HanpasieHHOCTb ABUXEHWS, MAPLPYThI.
60. OTanbl BMXEHNS OOKYMEHTOB.

61. TexHonorns o6paboTkn AOKYMEHTOB, BXOASAWMNX B PA3HbIE 4OKYMEHTOMOTOKM.
62. ONEeKTPOHHbIA OOKYMEHT.

63. ONeKTPOHHbIN [OKYMEHTOOOOPOT.

64. ObbeM 0OKyMeHTOObOpPOTa OpraHn3aunn, ero BIMSHUE Ha opraHn3aumio paboTbl ¢
LOKYMEHTaMMu.

65. AHanm3 [oKyMeHTO060pOTa OpraHn3aumu.
66. Vicnonb3oBaHve AaHHbIX aHanM3a A/ CoBepleHCTBOBaHUS paboTbl C LOKYMEHTAMW.

67. PeI'I/ICTpaLI,I/IFI KakK COCTaBHas 4aCTb TEXHOMOIrMn nenonpon3soncrtea v
VIHC*)OpMaLI,I/IOHHO-FIOI/ICKOBOVI CNCTEMbl NO OOKYMEHTaM opraHmn3aunn.

68. Obwme NpuHUMNbl U NpaBuia perncTpaumm.

69. HazHayeHne n 0OCHOBHbIE Lenu pernctpaumnmn.

70. XapakTepucTnka CoBPEMEHHbIX PErMCTPaLMOHHbBIX OOPM.

71. CocTaB pekBU3NTOB PErMCTPALMOHHBIX POPM 1 Npasmna nx 3anofiHEHNS.
72. [NpaBuna MHOEKCNPOBAHNS LOKYMEHTOB.

73. B3anMocBs3b permctpaumm AOKyMEHTOB C OpraHM3aumnein MHgopMaLMOHHO-CNPaBOYHOM
paboTbl.

74. MpuHUUNBI POPMUPOBAHNSA NHAPOPMALIMOHHO-NMONCKOBbLIX CUCTEM.

75. 3HayeHne 1 OCHOBHbIE NPUHLMMbBI OPraHM3auny KOHTPONS 3a CPOKaMU NCMONTHEHUS LOKYMEHTOB
B annapare ynpaBneHus.

76. 3apayn oenonpon3BOLACTBEHHOM CNy>X0bl MO KOHTPOJO MCMONMHEHNS [OKYMEHTOB.
77. CTagumn KOHTPONbHOW OeATENbHOCTN.

78. CpOKM UCMONHEHNS OOKYMEHTOB.

79. TvnoBble U MHAMBUAYaNbHbIE CPOKN.

80. TexHonormsa KOHTPONbHbIX Ornepaumni.

81. lNpenynpeaunTenbHbIA U NTOrOBbIA KOHTPO/b.

82. Vicnonb3oBaHne OaHHbIX 06 UCNONHEeHUN JOKYMEHTOB B YCJTOBUSAX TpG.,EI.I/ILl,I/IOHHOI7I n
aBTOMaTVI3I/IpOBaHHOI7I TeXHONornn 06pa6OTKVI OOKYMEHTOB.

83. lNoHgaTume "cbopmuposaHune oen".

84. CoBpeMeHHas HopMaTMBHO-MeToanYeckas 6asa, onpenensowas TpeboBaHns K OPMMPOBAHNIO
LEN N XPaHEHNIO LOKYMEHTOB B LENONPOV3BOACTBE.

85. OpraHusauns 1 obwuii NopsaoK OPMUPOBAHNS AeN.
86. NpuHUMNbI cucTemMaTn3aunm JOKYMEHTOB BHYTpY Oen.
87. lNpasuna goopMmnpoBaHNs OOKYMEHTOB pPa3/iyHbIX KAaTeropuin B gena.
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88. YacTtuyHoe opopmneHune nena.

89. OpraHn3auns XxpaHeHus 1 NCNoNb30BaHNS AOKYMEHTOB MOC/e 3aBePLIEHNS paboTbl C HAMN.
90. lNoHsATME HOMEeHKNaTypbl gen.

91. Bugbl HOMEHKNATYpPbI Aef, UX 0COBEHHOCTM U Ha3HaYeHne.

92. PernameHTaumst TpeboBaHmiA K COCTaBNIEHUIO HOMEHKNATYPbl AeN B COBPEMEHHbIX
HOPMaTMBHO-METOOMNYECKMX LOKYMEHTaX.

93. lNpaBnna coctasneHns HOMeHKnaTypbl gen.

94. KnaccudpmkaumoHHasa cxema HOMeHKaTypbl.

95. VcTouHMKM onpeneneHns CpoKoB XpaHeHns oen.

96. OcobeHHOCTN 0COOPMIEHNS 1 YOOCTOBEPEHNS HOMEHKNATYPbI AEN.

97. MNoHATME "aKcnepTraa LEHHOCTN OOKYMEHTOB", €€ HasHa4YeHue.

98. HopmatumBHO-MeTOONYECKME N TEOPETUYECKMNE OCHOBbI NPOBEAEHNS 9KCMEPTUSbI.

99. OpraHusaums aKkcnepTn3bl LEHHOCTN OOKYMEHTOB B OpraHM3aumnsax n y4pexaeHnsx pasnmnyHbix
YPOBHEW ynpasneHus.

100. 3agayn aKCnepTm3bl LEHHOCTN LOKYMEHTOB.

101. TpeboBaHMs K NPOBEAEHMIO SKCNEPTN3bI LLIEHHOCTU [LOKYMEHTOB.

102. Nopsanok 1 JOKYMEHTUPOBaHUE OeATENbHOCTM SKCNepTHbIX Komuccuin (9K).
103. OpopmneHne pesynbtaToB 9KCNEPTM3bl LLEHHOCTM OOKYMEHTOB.

104. HopmaTtunBHO-MeTOANYECKME [OKYMEHTbI (oefeparnbHbiX apXUBHbIX OpraHoB 06 yHudvkaumm
TpeboBaHuiA kK Aenam, CoaBaeMbIM B apXmB.

105. OcHoBHble TpeboBaHMs K 00OPMIEHNIO AEN NPY X NOArOTOBKE K Nepenaye Ha OanbHelwee
XpaHeHue.

106. Onucw pen.
107. lNpaBuna cocTtasneHnsi 1 0OOPMIIEHNS OMUCEN.
108. lNepepnaya nen B apxme opraHmusaunu.

109. lNoHaTnga "npennoxenuns"”, "3assneHns”,
obpauweHmns rpaxaaH".

110. 3akoHOLaTENbHOE N HOPMATMBHOE perynMpoBaHune paboTbl ¢ 0OpaleHNaIMN rpaxaaH.
111. OcobeHHOCTM BeaeHMs Oenonpon3BoaCTBa No obpalleHmaM rpax.aaH.

112. MoprotoBka 1 Nnepenaya B apxue opraHnsauumn obpaweHnin rpaxaaH.

113. OpraHusaums nM4YHOro npueMa rpaxaaH.

Xanobbl", "xonarancTea" n "KONNeKTUBHbIE

7.1. OcHOBHas nuTteparypa:

1. Angpeesa B.W. [lenonpon3BoacTBo: OpraHn3aums 1 BegeHune: y4ebHo-npakTmyeckoe nocobwme /
B.W. AHppeesa. - 2-e uag. nepepab. u gon. - M.: KHOPYC, 2008. - 256 c.

2. NenonpounaBoncTteo: Y4yebHoe nocobue / E.H. bacosckas, T.A. bbikosa, J1.M. Bsnoea, E.M.
Embiwesa; Moa obw. pen. T.B. KyaHeuosoit - M.: ®opym, 2010. - 256 c.: 60x90 1/16. (MepennerT)
ISBN 978-5-91134-422-1, 500 aks.

http://znanium.com/catalog.php?bookinfo=198625

3. [lokymeHTaumnoHHoe obecnedeHne ynpasnenus: YuebHuk / B.C. Cokonos. - 3-e n3g., nepepab. u
non. - M.: ®opym, 2010. - 176 c.: 60x90 1/16. - (MpodpeccroHansHoe obpasosarue). (MepenneT)
ISBN 978-5-91134-444-3, 2000 aka3.

http://znanium.com/catalog.php?bookinfo=228219

4. Kabawos C.O., AccpaHamsposa W.I". [lenonpon3BoacTBO M apxMBHOE AENO B TEPMUHAX U

onpeneneHusix: y4eb. nocobue / C.10. Kabawos, N.I'. AccpaHamsposa. - M.: dnunHTa: Hayka, 2009. -
296 c.

http://znanium.com/bookread.php?book=200418
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5. KyHnsie H.H. LdokymeHToBeneHwue: y4ebHuk / H.H. KyHsies, [.H. Ypanos, A.I'. ®abpuyHoB; nog,
pean. npod. H.H. KyHsesa. - M.: Jloroc, 2011. - 352 c.

6. Kynses H.H. KongomoeHumanbHoe 0enonporsBoacTBO M 3aLWNILEHHbIA 3N1EKTPOHHbIN
LLOKYMEHTO00O0POT [OnekTpoHHbIN pecypc]: yuebHuk / H.H. KyHses, A.C. OémywkuH, A.T.
dabpwuyHoB; nog obw. pen. H.H. KyHsesa. - M.: Jloroc, 2011. - 452 c. - (HoBas yHuBepcutetckas
6nbnuoteka). - ISBN 978-5-98704-541-1.

http://znaniusm.com/catalog.php?bookinfo=468998

7. PazpnopoxHblin A.A. [10KyMEHTMPOBaHUE yNpaBieHYeCcKon fesaTenbHocTn: YyebHoe nocobue. - M.:
NH®PA-M, 2009. - 304 c. - (Bbiclwee obpasoBaHue).

7.2. JlononHuTenbHasa nuteparypa:

1. AlimaH, TatbaHa OnerosHa. [enonpondsoacTtso: obpasubl ookymeHtos / T. O. AimaH. - 3-e n3g. -
M.: PUOP, 2008. - 280 c. - ISBN 978-5-369-00268-1: p. 125.00.

2. bacakos M./. [lenonpon3BoACTBO 1 KOPPECMOHAEHLMS B BONpocax 1 oTeeTax: y4eb. nocobue
L5 CTYIEHTOB 3KOH. By30B 1 konneaxei / M.W. bacakos. - 5-e n3g., nepepab. u gon. - Poctos H/[;:
deHunke, 2003. - 320 c. - ISBN 5-222-03682-0: p. 73.00.

3. bacakos, Muxaun MBaHoBm4. [Jenonponssoncteo: KoHcnekT nekunin / M. U. Bacakos. - 5-e naa.,
nepepab. n gon. - PocTtos H/L.: PeHunke, 2007. - 192 c. - (3a4eT 1 ak3ameH). - ISBN
978-5-222-12088-0: p. 55.00.

4. bacakos, Muxaun VisaHoBu4. [Jenonpon3soncteo: koHcnekT nekunin / M. . bacakos. - 8-e nag. -
Poctos H/[.: ®eHuke, 2010. - 192 c. - (3ayeT n ak3aMmeH). - ISBN 978-5-222-16314-6: p. 125.00.

5. bacakos, Muxann ViBaHoBuY. Kak npaBunbHO NOAroTOBUTbL 1 OCPOPMUTL AEN0BOE NUCHLMO:
yyeb.-npakt. nocobue / M.W. bacakos. - 3-e n3g., ncnp. u gon. - M.: Hawkos n K, 2003. - 112 c. -
ISBN 5-94798-502-0: p. 26.40.

6. BapuxuH A.B. [1enonpon3BoACTBO U AOKYMEHTO000POT. - M.: KHuXHbIA Mup, 2008. - 416 C.

7. BapuxuH A.B. KanpoBoe nenonpon3soactso. MNpaktuyeckoe nocobue. - M.: KH1xXHbIA Myup, 2009.
-192 c.

8. baxapes A.P. Kanposoe neno ans Hosuykos / A.P. bByxapes, O.A. KoBanesckas. - 6-e n3g., ctep.
- HoBocmnbupck: Cnb. yHuB. n3a-so, 2010. - 432 c. - (Cepus "Kanposuk").

9. Bonkosa, Hatanbs BacunoesHa. OCHOBbI 1en0Npon3BOACTBA: y4EeOHO-METOANYECKMA KOMMNEKC /
H. B. Bonkosa; ®enep. areHTCTBO No 06pasoBaHuto PD, NH-T cou. 1 rymaHuTap. 3HaHuid. - KasaHb:
[M3n-8o MOwuH PT], 2010. - 35 c.: un.; 21. - bubnwnorp.: c. 26-28 n B TekcTe. - ISBN
978-5-4233-0006-7((B 06n.)), 200.

10. [JokyMeHTaunoHHoe obecneyeHne ynpaBneHns Herocy4apCTBEHHbIX OpraHn3auuii: YyebHoe
nocobue / T.A. bbikoea, J1.B. CaHkuHa. - M.: UH®PA-M, 2010. - 288 c.: 60x90 1/16 + CD-ROM. -
(Bbicwee obpasoeaHue). (Mepennet, cd rom) ISBN 978-5-16-003958-9, 500 ak3.

http://znanium.com/catalog.php?bookinfo=197778

11. Opewep, tOnuns HukonaesHa. [okymeHTaunoHHOe obecneyeHne ynpaBneHuns: TEXHNYeckme
CPeLCTBa COCTAB/IEHUS, M3rOTOBNEHMS N XPaHEHMS OOKYMEHTOB: y4ebHoe nocobue / KO.H. Opewep.
- KazaHb: MeguuumHa, 2007. - 416, [1] c.: vn.; 20. - Bubnwnorp.: c. 373-382 (163 Ha3B.). - ISBN
978-5-7645-0337-0, 100.

12. Xoxosa J1.A., OexkuHa KO.A. [lokyMeHTaUMoHHOe obecneyeHne ynpasneHns: Kypc nekuuia. -
M.: N3po-so MITQY, 2010. - 144 c.

13. Vigpncoea, AnbbrnHa PancosHa. TexHONOrmm OKyMEHTaUMOHHOIO Y UHHOBALIMOHHOTO
obecneyeHns ynpaeneHms: Tekctol nekunii / A.P. Wopucosa, A.9. AxmeToBa; ®egep. areHTCTBO Mo
obpasoBaHuto, 'oc. 06pas3oBart. yupexaeHve BbiCl. Npod. obpa3oBaHms "KasaH. roc. TexHon. yH-T".
- Kazanb: KI'TY, 2010. - 175 ¢.; 21. - ISBN 978-5-7882-0940-1, 100.
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14. NHgbopMauVOHHbIE TEXHONOIMN B AEeNOoNpon3BOACTBE: TEKCTbI Nnekuunn / denep. areHTCTBO No
obpaszoBaHuto, Noc. 06pasoBart. yupexaeHue BbiCwW. NpPodd. obpa3oBaHns "KasaH. roc. TeXHON. yH-T",
HuxHekaM. xuM.-texHon. uH-T; [cocT. O. B. Nbywesa n op.]. - HuxHekamck: HuxHekamckumii
XVIMUKO-TexHonorn4yeckum nHetutyt (dunuan) KTy, 2010. - 110 c.: vn.; 21, 100 .

15. VicTopns OKYMEHTMPOBaHUSA 1 OeNONpOn3BOACTBA: XPecToMaTus: onis CTyaeHTOB
cneumanbHocTy 350800 [JokyMeHTOBEAEHME U OKYMEHTAUMOHHOE 0becneyeHmne ynpaBneHns /
M-Bo kynbTypbl Poc. ®enepauun, KasaH. roc. yH-T KynbTypbl U UCKyccTB; [cocT. . T.
FabpenbraHeesa]. - KasaHb: KynbTypa, 2010. - 250 c.; 21. - Bubnunorp. B npuMey. B TeKCTe. - YKas.
nmeH: c. 230-235. - ISBN 978-5-9960-0036-4, 100.

16. Kapposoe genornponssoacTtso: HaumHaem ¢ Hyns. Ayout ceoumu cunamm / N.B. Xypasnesa,
M.B. Xypasnesa. - M.: UH®PA-M, 2010. - 184 c.: 60x88 1/16 + CD-ROM. - (b-ka xypHana "Tpya.
npaso P®"; Bein. 7 [194]).(obnoxka, cd rom) ISBN 978-5-16-004489-7, 1000 aka.

http://znanium.com/catalog.php?bookinfo=205822

17. KasaHuesa I".B. JlnyHble gokymeHTbl: TpeboBaHmsa K 0popMaeHunto n obpasubl JOKYMEHTOB:
[anekTpoHHbIN pecypc] y4eb. nocobue / '.B.KasaHuesa. - 4-e n3ga., crepeotun. - M.: ®dnuHTa:
Hayka, 2011. - 40 c.

18. KnpcaHosa, Mapusa BnagnmuposHa. Kypc oenonponssoacrea: JOKYMEHTauMOHHOe
obecneyeHne ynpaBneHms: y4ebHoe nocobue ons CTyaeHTOB BbICWMX y4EOHbIX 3aBEOEHWNA,
obyyatowmxcs no cneumanbHoctn "MeHnenxmeHT" / M.B. KupcaHosa, K0.M. AkceHos; HoBocnbup.
roc. yH-T 9KOHOMUKW W yripaBneHns n ap. - 6-e nag., ucnp. v gon. - Mocksa: MH®PA-M, 2010. - 365,
[1] c.; 22. - (Bbiclwee obpasoBaHue). - bubnuorp.: c. 364. - ISBN 978-5-16-002417-2((B nep.)),
100000.

19. KnpcaHoea, Mapus BnagnmmposHa. CoBpeMeHHOe Aenonpon3BoacTBo: y4eb. nocobue ons
ctyn. By3oB / M. B. KupcaHosa. - 4-e n3ga. - M.; Hosocnbupck: NHdppa-M: Cnbupckoe cornaweHme,
2007. - 312 c. - (Bbicwee obpasoBaHue). - bubnuorp.: c. 306-308. - p. 125.00.

20. KupcaHoea, Mapus BnagummposHa. CoBpeMeHHOe 4enonpon3BoacTBo: y4eb. nocobne ons
ctyn. By3oB / M. B. KupcaHosa; Poc. akan. roc. cnyx6bl npu MNpeaunaeHTte Poc. ®enepaunm (M.),
Cub. akapn. roc. cnyx6bl (HoBocnbupck). - 4-e nsa. - M.: MHdpa-M, 2008. - 312 c. - (Bbiclwee
obpasosaHue). - bubnuorp.: c. 307-308 . - ISBN 978-5-16-001873-7: p. 140.00.

21. KontyHoBa, Mapus BukTopoBHa. SA3blk 1 genosoe obuweHve: Hopmbl. Putopuka. 3tmket: Yueb.
nocobue ons ctyaeHtos By3oB / M.B. KontyHoBa. - M.: 9koHommka, 2000. - 271c¢.: cxem. -
Bubnuorp.: c. 270-271. - 2011-02-4. - ISBN 5-282-02006-8: 86.60.

22. KyaHeuos, Miropb Hukonaeswuy. [enonpon3soactso: y4ebHo-cnpaBo4yHoe nocobue / N. H.
KyaHeuoB. - 4-e n3a.,nepepab. n gon.. - M.: dawkos n K., 2007. - 520 c. - ISBN 5-91131-387-1: p.
176.00.

23. JlonatHukoBa, EkatepuHa AHatonbeBHa. [1enonpon3BoacTBo: 06pasLbl JOKYMEHTOB C KOMMEHT.:
[125 06pa3uoB [OKYMEHTOB: MONOXEHWS, MHCTPYKLIMK, NPUKa3bl, akTbl, JOBEPEHHOCTU, AOrOBOpPbI] /
E. A. JlonaTHukoBa. - 5-e n3g., ctep. - Mocksa: Omera-J1, 2008. - 317, [1] c.; 20. - (Bubnnoteka
TUNOBbIX [OKYMEHTOB). - Bubnwnorp.: c. 265 (7 Ha3B.). - ISBN 978-5-365-00912-7((8 06n.)), 7000.

24. OpraHm3auusi 0enonpon3BoACcTBa 1 NepPCOHanbHbIl MeHeaXMeHT: Y4ebHoe nocobue / . H.
Bacunbesa, 3.B. Octposckuin, V.1O. IOpTaes. - 3-e naa. - M.: Bysosckuit yuebHuk, 2009. - 320 c.:
60x90 1/16. (MepenneT) ISBN 978-5-9558-0118-6, 2000 aks3.

http://znanium.com/catalog.php?bookinfo=195957

25. MoroguHa IM.B. Ob6s13aTenbHbIin Kype npodoeccroHana kaaposoi paboTbl. s HauMHarowero
HR-cneuuwanncta / I'.B. MNoroamHa. - HoBocnbupck: Cnb. yHuB. naa-so, 2009. - 384 c. - (Cepus
"Kagposuk").

26. PoroxuH M.1O. Oenonpounssoncteo. OpraHusauns apxvea npeanpuatng / M.KO. PoroxuH. -
Cr6.: Nutep, 2006. - 160 c. - (COBpEMEHHBbIN OPNC-MEHEOXMEHT). - Bubnuorp.: c. 146-147. - ISBN
5-469-00811-8: p. 80.10.

27. CabaHaeBa, 3uns doartosHa. [lenonpom3BoacTBEHHOE obecneyeHme ynpasneHus: yyeo.

nocobuve / 3.®. CabaHaesa, /I.A. CabaHaes, H.A. Kucenesa. - HnxHekamck: N3ao-so HMW, 2006. -
112 c.: Tabn.; 20. - bubnuorp.: c. 92 (10 Ha3B.). - ISBN 5-89820-055-x, 1000.
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28. Cokonoea, Onbra HukonaesHa. [JokyMeHTaUMOHHOE obecrneyeHre ynpaBneHust B opraHm3aumm:
y4yebHoe nocobue ans CTyaeHTOB BbiCWMX y4ebHbIX 3aBeAeHWin, 0byyarowmxcs No cneunanbHOCTH
"AHTUKPU3NCHOE yrpaBneHne" n opyrum akoHommyeckum cneumansHoctam / O.H. Cokonosa, T.A.
AkumoukumHa. - Mocksa: KHoPyc, 2010. - 155, [1] c.; 20. - Bubnuorp.: c. 101-102 (30 Ha3B.). - ISBN
978-5-406-00215-5((B 061.)), 2000.

29. Conory6, Onbra NasnosHa. [lenonpon3Bo4CTBO: COCTaBNEHNE, peaakTMpoBaHne n obpaboTka
LNOKYMeHTOB: y4eb6. nocobue / O. . Conoryb. - 4-e n3a., ctep. - M.: Omera-J1, 2009. - 207 c. -
(Bubnuoteka Bbicweit wkonbl). - ISBN 978-5-370-01148-1: p. 90.00.

30. CtsixkuHa, Tamapa AnekcaHapoBHa. [lenonpon3BoacTBo NPeanpusaTus: npakTny. nocobue / T.
A. CtaxkuHa. - M.: Ok3ameH, 2006. - 286 c. - ISBN 5-472-01988-5: p. 41.00.

31. Typnutbko A.®., Ocbmakosa J1.J1., Casenbesa B./. [lokyMeHTMpOBaHWE ynpaBneH4eckon
nestenbHocTn: YyebHo-MeToamnyeckoe nocobue / nog pen. A.®d. Typnutbko. - 4-e n3g., oon. u
nepepab. - M.: N3n-8o MITOY, 2008. - 171 c.

7.3. UHTepHeT-pecypcChbl:

HR-Portal. HR-CoobuecTso 1 MNMybnunkauun - http://hr-portal.ru

PRO-Oenonponssoacteo n CO L. Moptan ans pykosoautenei cnyxo LOY un cekpetapei Bcex
ypoBHei - http://www.sekretariat.ru

Bnor ?Apxusbl Poccumn? - http://community.livejournal.com/archives_ru

BaxHoe 06 anekTpoOHHOM OOKYMEHTOOBOPOTE U yNpaBneHU B3aMMOLEACTBMEM -
http://ecm-journal.ru

Bcepoccuincknin Hay4Ho-nccnenoBartenbCkUm MHCTUTYT OOKYMEHTOBEAEHUS U apPXMBHOMO Aena
(BHUWMLOAL) - http://www.vniidad.ru

Mnbauna Ynpasnswownx JokymeHTtaumen - http://www.gdm.ru

Xypran ?Cekpetapb-pedoepeHT? - http://www.profiz.ru/sr

XypHan ?YnpasneHue nepcoHanom? - http://www.top-personal.ru/page.html|?60
Hesasucumbii noptan o C3/1 - http://www.doc-online.ru

MopTan ?Apxusbl Poccuun? - http://www.rusarchives.ru

Mpouecc BHenpeHus cuctembl DIRECTUM - http://www.directum.ru/services

8. MarepumanbHo-TexHU4Yeckoe obecrneyeHne oUCLUNNAUHbBI(MOAYNS)

OcBoeHne ancumnnnHbl ",ﬂ,eJ'IOI'IDOI/I3BO,D,CTBO B OpI'aHI/I3aLl,I/II/1" npeanonaraeTt Ncnonb3oBaHue
cnepnywouero matepumalibHO-TEXHNYECKOro obecneyeHuns:
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MynbTumMeauiiHas ayautopusi, BMECTUMOCTbO 6onee 60 Yenosek. MynbTumMeaniiHas ayautopus
COCTOUT N3 UHTErPUPOBAHHBIX UHXEHEPHbIX CUCTEM C €AUHOWN CUCTEMON yNpaBneHns, OCHalWeHHas
COBPEMEHHbBIMU CPELCTBaMM BOCNPOU3BEAEHUS U BU3yanu3auum noboit Buaeo n ayamno
NHdpopMauuu, NOyYeHNs 1 nepenadn SNeKTPOHHbIX JOKYMEHTOB. TUNoBasi KOMMIeKTaLms
MyNbTUMEOMNAHOM ay AUTOPUN COCTOUT U3: MyNbTUMELMIHOrO NPoeKTopa, aBTOMaTN3NPOBAHHOIO
MPOEKLIMOHHOrO 3KpaHa, akyCTUYECKO CUCTEMDI, a TaKXe MHTepPaKTMBHONM TpMbyHbI NpenoaaBsaTens,
BK/IlOYaloLWen Ta4y-CKpMH MOHUTOP C AMaroHasnblo He MeHee 22 Ol0IMOB, NepCcoHalbHbI KOMMbIOTEP
(C TexHnyecknmm xapaktepucTukamm He Huxe Intel Core i3-2100, DDR3 4096Mb, 500Gb),
KOHJOepeHL-MUKPOOH, 6ecnpoBoaHOM MUKPOGIOH, 610K ynpaeneHns obopynoBaHUeM, MHTEPAENChHI
noakntoyermns: USB,audio, HDMI. MiHTepakTBHas TpmbyHa npenoaaBaTtens sBnsieTCcs KMo4eBbIM
3N1EMEHTOM yrpaBneHns, 06 beANHSIOWMNM BCE YCTPONCTBA B EANHYIO CUCTEMY, U CIYXUT
NONHOLIEHHbIM paboymm MecToM npenoaasatens. MNpenoaaeatens MMeEET BO3MOXHOCTb JIErKO
ynpaBnsiTb BCE CUCTEMOW, HE OTXOAS OT TPMOYHbI, 4TO MO3BONSIET MPOBOANTL NEKLMMW, MPaKTUYEeCKNe
3aHATWA, Npe3eHTauun, BebrHapbl, KOHEPEHUNM U Opyrie BUObl ayAUTOPHON Harpy3Ku
obyyatowmxcs B yA06HON 1 DOCTYMHOW ANSt HAX CPOPME C MPUMEHEHNEM COBPEMEHHbIX
NHTEPaKTMBHbIX CPeaCcTB 0Oy4eHMs, B TOM YMC/e C MCNONb30BaHMEM B NpoLiecce 0by4yeHuns Bcex
KopnopaTuBHbIX pecypcoB. MynbTumMeouinHas ayautopus Takxke oCHalleHa WupPOoKOrnonOCHbIM
LOCTYNOM B CETb MHTEpHET. KomnbloTepHoe 060pynoBaHMEM NMEET COOTBETCTBYIOWEE
NVLEH3NOHHOE NporpaMmMHoe obecneyeHue.

KomnbtoTepHbIl kKnacc, npeacraensowmii coboi paboyee Mecto npenogasaTens n He MeHee 15
paboymx MECT CTYAEHTOB, BK/IHOYAOLWMX KOMMbIOTEPHbIN CTOM, CTYN, NEPCOHANbHbIA KOMMbLIOTEP,
NVLEH3NOHHOE NporpaMMHoe obecneyeHre. Kaxablii KOMAbIOTEP MMEET WNPOKOMONOCHbBIV JOCTYN B
ceTb NHTepHeT. Bce koMnbioTepbl NOAKNIOYEHbI K KOPNOPaTMBHON KOMMbioTepHON ceTn KDY n
HaxoOsTCs B €4MHOM OOMEHe.

YyebHo-MeToaAn4eckas nutepartypa ans 4aHHOW ONCLMMNINHBI UIMEETCS B HAIMYUN B
3NEKTPOHHO-6MbNMoTeYHol cucteme " BrnbnuoPoccurka", 4OCTYN K KOTOPOW NpefoCcTaBneH
ctyneHTam. B 9bC " bubnunoPoccuka " npeacTaBneHbl KONNEKUMN akTyanbHON Hay4HOR 1 y4ebHo
nuTepaTtypbl N0 ryMaHMTapHbIM HayKaMm, BKtovatowme B cebst nybnmkaumm BeoyLmx pOCCUNRCKNX
N30aTenbCTB ryMaHUTapHOW nuTepaTypbl, U34aHUS Ha aHTIMACKOM S3blKe BeOyLWMX aMepPUKaHCKNX n
€BPONEeNCKMX N30atenbCTs, a Takxe peakme U ManoTMpaxHble N3aaHnsa POCCUACKUX PErMOHaNbHbIX
By30B. 9bC "BbubnnoPoccurka" obecneynBaeT WMPOKMiA 3aKOHHbIA AOCTYN K HEO6X0AMMbIM ANst
obpazoBaTefibHOro NpoLecca N3naHnsM ¢ UCMONb30BAHNEM MHHOBALMOHHBIX TEXHONOMNIA 1
COOTBETCTBYET BCEM TpeboBaHNSM henepanbHbIX roCynapCTBEHHbIX 06pasoBaTebHbIX CTaHAapPTOB
Bbiclero npodpeccuoHanbHoro obpasosarus (PrOC BIMO) HOBOro nokoneHus.

YyebHo-MeToAn4eckas nutepartypa ans 4aHHOW ONCLMMNINHBI UIMEETCS B HAMYUN B
3NeKTPOHHO-6ubnnoteyHol cucteme "ZNANIUM.COM", pocTyn K KOTOPOW NpeLoCTaBNEH CTyAEHTaM.
9BC "ZNANIUM.COM" conepXuT nponsseneHns KpynHenwmnx POCCUNCKNX Y4EHbIX, PyKOBOOUTENEN
rocynapCTBeHHbIX OpraHoB, nNpenogasarener Beaylmx By30B CTpaHbl, BbICOKOKBANN(ULIMPOBAHHbIX
CMeunanncToB B pasnunyHbix cdoepax brnsHeca. PoHL 6nbnmMoTekn chopMMpPOBaH C y4ETOM BCEX
N3MEHEHMN 06pa3oBaTENbHbIX CTAHAAPTOB M BKKOYAET y4ebHMKM, yyebHble nocobus, YMK,
MOHOrpadun, asTopedeparbl, guccepraLmm, SHUUKNONEeaNn, CAOBapy U CNPaBOYHNKN,
3aKkoHo4aTeNnbHO-HOPMaTMBHbIE OOKYMEHTbI, CNeunanbHbie Nnepnognyeckme n3agaHms n n3naHus,
BbiNyckaemble nsgatenncrsamm By30B. B HacToswee spems 95C ZNANIUM.COM cooTteetcTByeT
BCeM TpeboBaHMAM chefepanbHbIX rOCyAapPCTBEHHbIX 0Opa30oBaTeNbHbIX CTAHAAPTOB BbICLIENO
npogoeccrnoHanbHoro obpasosanust (PrOC BI1O) HoBoro nokoneHus.

YyebHo-MeToan4eckas nurepartypa ans 4aHHOW OMCLMMNANHBI UIMEETCA B HAMYUN B
9NEKTPOHHO-bMbnmoTeyHom cnucteme MiaparenbcTea "/laHb" , BOCTYN K KOTOPOW NpenocTaBneH
ctyneHtam. O6C Mapatenbctea "[laHb" BKNtoYaeT B cebst aNeKTPOHHbIE BEPCUUN KHUT N30aTenbCTBa
"laHb" 1 opyrux BeOylwmnx N3natenbCcTB y4ebHOM nMTepaTyphbl, a Takxe 3N1eKTPOHHbIE BEpCUn
Nepuoanyecknx n3aaHnim No eCTeCTBEHHbIM, TEXHUYECKNM U r'yMaHUTapHbiM Haykam. OBC
N3patenbctBa "flaHb" obecneymBaeT 4OCTYN K HAy4YHOW, y4ebHON nuTtepatype N Hay4HbIM
nepuoanyeckmm n3gaHnsM no MakCmManbHOMY KONMMYECTBY NPOCOUIbHbBIX HAnpasneHnn ¢
cobnogeHneM BCex aBTOPCKUX N CMEXHbIX NPas.

MNporpamma coctaeneHa B cooTBeTCTBUM € TpebosaHnsamMm ®IOC BINO un yyebHbiM NnaHom no
HanpasneHuio 38.03.01 "SkoHoMuka" 1 Npodouno NOAroToBKM byxrantepckuia y4et, aHanua n ayout
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