MHUHHCTEPCTBO HAYKH U BhIcHIero oopasoBanusi Poccuiickoii @enepannu
OI'bOY BO «MHrynickmii rocyiapcTBeHHbIH YHHBEPCUTET»
DaKyJIbTET IKOHOMHUKH U YIIPABJIEHUS
Kadeapa «MeHexkmMeHT»

AHHOTAIIUA

padouyeil nporpaMMbl y4e0HOI TUCHMILIIUHBI
B51.0.17 JIoKyMeHTAIIHOHHOE 00ecreuyeHne YIpaBJIeHus

HanpagpiieHue noAroToBKu 6akajiaBpuaTa
38.03.02 MenemxmMeHT

Henso wusydenusi mucuumamasl (Moxynst) B1.0.17  JlokyMeHTaIIMoHHOE oOecneyeHue

YOPABJIECHUS SBISETCS TPHOOpPETEHHWE CTyASHTAMHA TEOPETHUECKHX W MPAKTHYECKHX 3HAHWH K
0(OPMIICHUIO 1 COCTABIICHUIO OPTaHU3AMOHHO-PACIIOPSANTENBHBIX JOKYMEHTOB KaK 0a30BOMY MPOLIECCY
B pPeaNTU3aIliK BCEX YIPABICHUYCCKUX (PYHKIINH.

Mecro nucunmiunabl B ctpykrype OIIOII BO.
Hucnunnuna b1.0.17
JTUCITUTUIMHAM 00s13aTebHoN YacTu bioka 1 yueOHOro 1iana.

«I[OKVMGHT&HI/IOHHOG obecneucHue YHOPAaBJICHUA» OTHOCHUTCA K

B cooTBeTcTBUY ¢ yUeOHBIM IIJIAHOM MepHoA 00yUeHHs 110 TUCIHUIUINHE — 5-1 ceMecTp.

Huctmmuimaa  «JlokyMeHTanmoHHOe ~ oOecliedeHre W JICJIONPOU3BOJCTBO B

roCyJapCTBEHHOM U MyHUIMIIAJIbHOM YIIPABIECHUN» B cuily 3aHuMaemoro et mecra B @I'OC BO,
OIIOIT BO wu yuebHOM muaHe Mo HampaBieHuto mnoArotoBku 38.03.02 MeHemKMeHT

nmpearnogaracT B3auMOCBA3b C APYIMMHU U3YHYAaCMbIMU TUCHUIITIMHAMMU.

Pe3yabTaThbl ocBoeHus aucuuiuinabl (Moayis) b1.0.17 JlokyMeHTALIMOHHOE o0ecnieyeHmne

YupasJICHUSA
Kox u HaumeHoBaHue HNuaukaTopsl Jeckpunropsbi
KOMIIeTeHIIMH
VK-4 Cniocoben VYK-4.11-1. BriOupaer Ha N-1.3-1. 3naeT HOpMBI YCTHOI peun,
OCYLIECTBIISATh rOCyIapCTBEHHOM SI3bIKE HPUHATBIE B TPO(ECCHOHAIBHON cpeie
JIETIOBYIO P® u nnocTpaHHOM(-BIX) H-1.Y-1. Ymeer BoIOUpaTh CTUIIH

KOMMYHUKAIUIO B
YCTHOW U MUCbMEHHOMN
dopmax Ha
roCy1apCTBEHHOM
a3bIke Poccuiickon
®denepanuu U
MHOCTPaHHOM(BIX)
A3bIKe(ax)

A3bIKAX KOMMYHHUKATHBHO
HpI/IeMJ'[CMI)Ie CTHUIIb U
CpEeICTBA B3aUMOJCHCTBUS B
OOILIEHNH C IETOBBIMU
napTHepamMu

VYK-4.1-2. Bener nenoByro
NEPEnucKy Ha
roCyIapCTBEHHOM SI3bIKE
P® u unocTpanHOM(-bIX)
A3BIKAX

VK-4.11-3. Ucnons3yer
JMAJIoT JUIs
COTpYAHUYECTBA B
COLIMAJIbHOU U
npodeccuoHanbHoOM chepax

OO0I1IeHUs Ha TOCYJapCTBEHHOM S3bIKE
P® n nHOCTpaHHOM SI3BIKE
IIPUMEHUTENBHO K CUTYallUH
B3aUMOJCHCTBUSA

N-2.3-1. 3naeT HOpMBI TUCBMEHHON
peydu, IpUHSTHIE B MPOPECCUOHANBHON
cpene

N-2.V-1. Ymeer BecTH AENOBYIO
MEPENNCKY Ha TOCYJTaPCTBEHHOM SI3bIKE
P® w/unu nHOCTpaHHOM SI3bIKE

N-3.Y-1. Bnageer HopMaM# U MOJCIISIMU
pEeYeBOro NOBEIEHUS IPUMEHNUTEIBHO K
KOHKPETHOW CUTyalluu aKkaJeMHYecKOTo
U IpOo(eCCHOHATBHOTO B3aMMOACHCTBUS
N-3.Y-2. Ymeer BeICTpanBaTh MOHOJIOT,
BECTH JUAJIOT U MOJIUIIOT C COOI0IEHUEM
HOPM PEUYEBOr0 3TUKETA,
apryMEHTHPOBAHHO OTCTauBaTh CBOU
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MO3UILIUU U UAEHU

[IK-7 Bnaneer
HaBBIKAMHU aHAIIN3a
nHpopManuu o
(GYHKIIMOHHUPOBAHUT
CUCTEMBI
BHYTPEHHETO
JOKYMEHTO00O0pOTa
OpraHu3aIlvH,
BeJICHUs 0a3 TaHHBIX
0 Pa3JInYHBIM
MoKa3aTessM U

[IK-7. 1-1. Bnangeer

OCHOBHBIMH METO/IaMH,
crioco0amu U CpeicTBaMu
XpaHeHwus,
nepepadoTku nHpoOpMaIuu,

MOJTYy4YECHUS

HaBBIKAMU pabOTHI C
KOMITBIOTEPOM Kak

CPEJICTBOM YIIPABIICHUS

nHpopmaruen

H-1.3-1. 3HaTHh OCHOBHBIC HOPMATHUBHBIE
U METOANYECKHUE JOKYMEHTHI IO
JOKYMEHTAIlMOHHOMY 00€CIIeYeHHIO
yIpaBIeHUYECKON JAesITebHOCTH;

H-1.Y-1 ymeer pabotatsb ¢ HHPpOpMaIuei
B TJI00QJIBHBIX KOMIIBIOTEPHBIX CETSIX U
KOPHOPaTHBHBIX HHPOPMAITHOHHBIX
cUCTEMaxX

N-1.Y-2 Bnageetr MeTogaMu yIpaBIICHUS
MPOEKTAMHU U TOTOBHOCTBIO K MX
peann3aluu ¢ UCIOIb30BaHUEM

COBPEMEHHOTO MTPOrPAMMHOTO
hopMupoBaHHS

UH(GOPMAIIMOHHOTO
obecrieyeHust
y‘-IaCTHI/IKOB
OpFaHI/ISaIII/IOHHI)IX

IIPOEKTOB

CTpyKTYypa U coaep:KaHue JUCHUNTUHBI

4.1. CTpyKTYypa IMCUMILIMHBI

Bun yueoHoii paGoTsl Bcero IopsinxoBeIil HOMEP

ceMecTpa

5

OO0mas TpyI0eMKOCTh JUCITUTLINHBI BCETO (B 3.€.), B 4 3.e.
TOM YHCJIE:
KypcoBoii npoekt (pabora) +
AynuTOpHBIC 3aHSATHUS BCETO
(B akan. yacax), B TOM YHCIIE:
Jlexuun 36 36
[IpakTHueckre 3aHATHs, CEMUHAPBI 32 32
JlaboparopHsie paboTHI
CamocrosTenbHas paboTta Bcero (B akaj. 4acax), B TOM 49 49
qucie:
KCP
OK3ameH 27 27
OO6wias Tpy10eMKOCTh AUCIUIUIMHBI 144 144

4.2. Coaep:kaHue QU CHUILINHBI

Tema 1. JlokyMeHTHpPOBaHHE YIIPABJIECHYECKOM 1eATEJIbHOCTH

Hcropus npenonpoussBoacrtsa B Poccum. IIpegmer, conaepkanue U 3amadd  Kypca.
JoxymentupoBanue. OCHOBHBIE TIOHATHS M ONpPENEIEHUSA: JOKYMEHT, JEJIONPOU3BOJCTBO,
JIOKYMEHTAIMOHHOE O0€CleUYeHUe YIpaBJIeHUs, JOKYMEHTOOOOPOT, PEKBU3UTHL. J[OKYMEHT H
uHpopmarms. Popmynsap gokyMeHTa. FOpunudeckas cuna qokymeHta. Bun nokymenta. Cucrema
JOKYMEHTalWU. Y HUPUKALUS U CTaHAAPTU3AIMS IOKYMEHTOB.

Tema 2. Kaaccupuxkanus  JOKYMEHTOB M HOPMATHBHbIE
JOKYMEHTHPOBAaHUIO Y ]I

MaTeEpHuaJbl no
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Buner nokymentoB u ux kiaccudukarnus. Llenp knaccuduxanum. Ilo HanMeHoBaHHIO, 1O
crioco0y (ukcanuu, 1Mo CTENEHU CI0XKHOCTH, IO CTENEHU ITAaCHOCTHU, IO IOPUIUYECKON cuie,
10 IPOUCXOKIAEHHUIO, II0 CPOKAX XPAHCHHUS.

HopmartusHble MaTepuaiibl 10 JOKYMEHTUPOBAHUIO YIIPABJIEHUECKON JEATEIIbHOCTH. 3aKOHOAATEIIbHOE
PEryJIMpPOBAHUE JIENIONPOU3BO/ICTBA.

Tema 3. PekBu3uThI 0pMIHATBLHBIX JOKYMEHTOB H NIPaBHJa UX opopMiIeHus

30 OCHOBHBIX PEKBU3UTOB O(PUIMATBHBIX JOKYMEHTOB U IMpaBWJIa UX pACIOJOXKEHUS Ha
nokymenrte. CocraB u npasmia odopmienus pekBusutoB qokymentoB. [OCT P 7.0.97 — 2016.
TpeboBanus k opopmiieHUIO0 PeKBU3UTOB. CXEeMbl PaCIOIOKEHUS PEKBU3HUTOB.

Tema 4. Buabl 0J1aHKOB M TPeOOBaHUS K HUM

®opmarbl Oymaru W mojisi. brmanku gokymMeHToB M ux Buabl. OOmui Onank. brank mucema.
brnank kOHKpeTHOro BuJa JOKyMeHTa. bilaHKu Ha BYX si3bIKaX. PEKBU3UTHI, KOTOpBIE TOJIKHBI
MCIIOJIb30BATHCS IPU U3TOTOBJICHUH OJIAHKOB JOKYMEHTOB.

Tema S. IIpaBuia opopmieHrsi OCHOBHbIX BHUI0B J0KyMeHTOB OP/]

OO6mue TpeboBaHMS K CO3JAHHIO JOKyMEHTOB. CucTeMa OpraHM3allMOHHO-PACIIOPSIUTEIbHAS
JIOKYMEHTaLU. Opranu3zanuoHHbIe JIOKYMEHTBI. PacniopsinutenbHble JIOKYMEHTHI.
HubopMalinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

Tema 6. @®opMupoBaHMe U BeleHHEe JOKYMEHT0000pOTa B OPraHU3aluu

OcHoBHBIE 3Tambl JOKyMeHToOOOpoTa. DOpMBI OpraHu3aluy JeNonpou3BojicTBa. [lpuem u
nepBUYHas 00padoTKa BXOMSIINX JOKYMEHTOB. Perucrpamus JOKyMEeHTOB.

Tema 7. Opranu3anusi oepaTuBHOIO XpaHEeHUs JOKYMEHTOB

Homenkmnarypa pen. ®@opmupoBanue aen. OpraHuzanus XpaHEHUS JIOKYMEHTOB. XpaHEHUS
JOKYMEHTOB B IPOLECCE UX MCHOJHEHMS. XPaHCHUE HCIIOJHEHHBIX JOKYMEHTOB.
['ocynapCTBeHHBIN apXWB, MYHUIMNAIBHBIA apxuB. ApxuBHbI ¢oHn P®. OGecneuenue
COXPAHHOCTH JOKYMEHTOB.

5. Oo0pa3oBaTebHbIe TEXHOJOTHHI
OOpa3oBarenbHbId TPOIECC MO AUCLUUIUIMHE OpraHU30BaH B (opMe Y4YEOHBIX 3aHSITHUM
(koHTaKkTHass paboTa (ayJUTOPHONH W BHEAYJUTOPHOHN) OOydYAIOMIMXCS C TperojaBareiieM u
caMOCTOsITeNIbHasi paboTa oOydarommxcs). Y4eOHble 3aHSITHS TPEACTaBIICHBI CIEIYIOIUMU
BUJAMH, BKIIOYas ydeOHbIE 3aHATHUS, HAlpaBlIEeHHbIE Ha TMPOBEJEHHE TEKYIIEro KOHTPOJIs
yCIIEBaEMOCTH:
e JIeKUIMU (3aHATHUS JIEKIIMOHHOTO TUIIA);
® CEMHHApBI, MPAKTHUECKUE 3aHIATUS (3aHATHUS CEMHUHAPCKOTO THIIA);
® [pYMNIOBBIE KOHCYJIbTAIUU;
® UHAMBUJyalbHblE KOHCYJIbTallMM M MHbIE Yy4yeOHble 3aHATUSA, MpeaycMaTpUBaloIINe
MHAMBUAYaIbHYIO paboTy IpenoaaBaTess ¢ 00y4Jaroummcs;
e caMocTosTeNbHas paboTa o0ydarouxcs;
® TIPOBEJICHUE JICIOBBIX UTP;
e 3aHATHUS MHBIX BUJIOB.
6. Hcnoan3yemblie pecypebl HHGOPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH «Internety;

m{(])opMaImom{ue TEXHOJIO0IUH, TPOrpaMMHBIC CPEACTBA U m{dmpMaunonﬂo-cnpanoqﬂble
CHUCTEMBI

1. e-Library.ru [Onexmpounsiii pecypc]: Hayunas snexmponnasn oubauomexa. — URL:
http://elibrary.ru/

2. Hayunas snexmponnas obubnuomexa «Kubep/lenunxay [Onexmponnsiii pecypce]. — URL:

http://cyberleninka.ru/

TIopman ncuxonozuueckux uzoanuti PsyJournals.ru http://psyjournals.ru/index.shtml

Dnekmponnwlil ncuxoaocudeckuil scypran «llcuxonocuneckue uccnedosanusny hitp://psystudy.ru/

Dnexmpounno-oudauomeunasn cucmema « Yuugepcumemckas 6ubauomexa oHAQUH» [OnexmponHulil

pecypc]. — URL: http://biblioclub.ru/index.php — Jocmyn k cucmeme coenacno npasuram 95C u

gk w
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0oecosopom yHusepcumema ¢ IBC.

6. Onexmponno-oubnuomeunas cucmema IPRbooks [Onexmponnuwiii pecypce]. — URL:
http://www.iprbookshop.ru/ — Jocmyn k cucmeme coenacno npasuram 35C u docoeopom
yuugepcumema ¢ I5C.

DopMBI TEKYIIero KOHTPOJIs

KOJ'IJ'IOI(BI/IyMI)I " TECTHI 110 pasaciaM OUCIUITIIMHBL
HOI[I‘OTOBKa K OPaKTUYCCKUM 3aHATHAM IO BOIIPOCaM, NPCJIOKCHHBIM IIPCIIOAaBaATCICM

ITonroroska pedepara
TlonroToBka K BoIpocam MPOMeEKYTOYHOM aTTeCTallui, CBSI3aHHBIX C TEMOM

®opMa NPOMeKYTOYHOT0 KOHTPOJISI

DK3aMeH

Pa3pabotrumk: K.3.H., 1oueHT Kadeapbl MenemxmenT Aymesa 3.I'.
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