AHHOTAIUA
PABOYEN ITPOT'PAMMBbBI JUCIHUILIMHBI « IOKYMEHTOBEJIEHUE B
CUCTEME YIIPABJIEHUS»
HAIIPABJIEHUE TOAT'OTOBKMU 38.03.02«MEHEJKMEHT»,
MMPO®UJIb ITIOATI'OTOBKU«I'OCYJAPCTBEHHOE U MYHUIIUITIAJIBHOE
YIIPABJIEHUE», KBAJIM®UKALIUS - BAKAJIABP

Leabio udyyeHusi TUCHUILIUHBI SBIIAETCS (HOPMUPOBAHKE Y CTYACHTOB 3HAHUN TEOPETUUECKHUX
U MPAKTUYCCKUX OCHOB CO3/IaHUS JOKYMEHTOB YIPABICHHS, a TaKKe NMPUOOpPETECHHE HABHLIKOB
rpaMOTHOU ¥ 3(h(HEKTUBHON OpPTaHU3AIMKA COBPEMEHHOTO JISIONPOM3BO/ICTBA HA MPEANPUATHSIX U
B OpraHu3aiusx.

B xone nocTukeHus mocTapieHHON eI He00X0IUMO PEIIUTh CIEAYIOIINE 3aAauu:

. WU3y4YUTh 3aKOHO/IaTENbHbIE u HOPMAaTHUBHO-METOJIMYECKUE JIOKYMEHTHI,

periiaMeHTHpyoimre padboTy ¢ TOKyMEHTaMU OpraHu3alluy;

. 03HAKOMMUTD C MIPaBUIIAMU COCTaBICHUS B 0(OPMIICHHS YIIPAaBIEHYECKUX JOKYMEHTOB;

. U3YYUTD MOPSAIOK PaOOTHI C TUUHBIMH U CIYKEOHBIMHU TOKYMEHTAMU;

. c(hOpMHUPOBATH HABBIKKM COCTABJICHUS U O()OPMIICHHSI OCHOBHBIX JIOKYMEHTOB YIIPABIICHUS;
. M3Y4YUTh PabOTy CIYKOBbI JOKYMEHTAIITMOHHOTO OOECIICUCHHS YIIPABIICHHUS;

. O3HAKOMHUTb  CTYICHTOB  C  COBPEMEHHBIMH  TEXHOJIOTUSAMU  OpraHu3aluu

JIOKYMEHTO000pOTa MPEANPHUATHIA U OpraHU3aIHi.

1. Mecrto nucuuminnbl B ctpykrype OOII
JucnuninuHa sBISIETCS AUCIHUIUIMHOM TIO BBIOOPY OOIIEHAYYHOTO IMKJIA JIUCIMIUIAH
OCHOBHOI1 oOpazoBarensHOi mporpammbl (OOII) mo HampaBneHuto moarotoBku 38.03.02

«MeHeIKMEHT».

2. TpyaoeMKoOCTb JTMCHUIUIMHBI: 00MIas TPYIOEMKOCTh JAUCIHUILIMHBI COCTABISET 3 3ad.el.,
108 4.
3. TpeOoBaHus K pe3yJibTATAM OCBOCHUS JMCHUIIIMHbI
B pesynbTaTe ocBOEHUS MPOrpaMMbl y4eOHOW JUCITUTUIMHBI «J]eTOBbIe KOMMYHUKAITUN
no HampasyieHuto noarotoBku 38.03.02 «MeHemKMEeHT» CTYIAEHT JOJKEH MpHOoOpecTH

CJICAYIOUC 3HAHUSA, YMCHHA U HABBIKHW, COOTBETCTBYIOIIINEC KOMIICTCHIIUN OOII:

Kox u ¢popmysimposka
(bopmy:tup dranbl GOPMUPOBAHUS KOMIIETEHIIUU
KOMIIETEeHIHUHU

[IK-8 BiajeHue METOAO0JOTUYECKUE U OPTaHU3aLMOHHO-
IIpaBOBbIE aCIEeKThI

HaBbIKAMU 3HATH JIEITOTIPOU3BOLCTBA;

JIOKyMEHTAJILHOTO . cnocoObl  Qukcanuu HHMOPMALUHK Ha
Pa3IMYHBIX HOCUTENSIX, PYHKIIMU U Ha3HAuUCHUE




o opMIICHHS PEIICHUN
B YIIPaBJICHUHU
OIepaluOHHOM
(IpOoU3BOICTBEHHOIN)
JIeATEIIbHOCTH
OopraHu3aIyi npu
BHEJIPEHUU
TEXHOJIOTMYECKHUX,
MIPOYKTOBBIX
WHHOBAIUH UIN
OpraHU3aIMOHHBIX

U3MEHEHUN

YIIPaBICHYECKOrO JOKYMEHTA;

. TpeOOBaHMS K  CTaHAApPTU3ALUU |
yHU(UKAIUU ~ JOKYMEHTOB,  JeicTByromue
YHU(UIIUPOBAHHBIE CHUCTEMbI YIPaBICHYECKOH
JOKYMEHTAILUH;

. coctaB W mpaBwia  OQOpPMIICHHA
PEKBHU3UTOB YIPABICHYECKUX JIOKYMEHTOB B
COOTBETCTBUM C JCHCTBYIOLIEH HOPMATHUBHOM
0as3oii;

. CTPYKTYpPY OCHOBHBIX BUJIOB
YIIPaBICHYECKUX JJOKYMEHTOB;

. npaBUjia COCTAaBICHHUS U OQOPMIICHHS
JTOKYMEHTOB I10 THYHOMY COCTaBY

. 3aa4u u byHKIUN CITY>KOBI
JTOKYMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPaBICHNUS;
. crnocoObl ¥ METOJIBl  BEACHUSA H
ONITHMU3AIMH JTOKYMEHTO000pOTa;

. OCHOBHBIE omepanuu 1o 00paboTke
JTOKYMEHTOB;

TpeOOBaHUS K OpraHu3alud  TEKYIIero U
aApXUBHOT'O XpaHEHUsI JOKYMEHTOB;

. OCOOEHHOCTH OpraHusaluu padoThl C
JOKYMEHTaMH, CoJepKalIUMU
KOH(UEHIMAbHbIE CBEICHUSI.

COCTaBIIATh u oopmiIsTH JICITOBYIO
JOKYMEHTAII0 B COOTBETCTBHU C HOPMAaTHBHO-
METOAMYECKUMH aKTaMH;

. UCIIOJIB30BATh JIEJIOBYIO JIOKYMEHTAIIHIO
NpHU TPUHATUN TPAKTHYECKUX YIPABICHYECKUX
peLIeHui;

. YHA(DUIIUPOBATh TEKCTHI JTOKYMEHTOB H
paborate ¢ yHMPUUUPOBAHHBIMH (opMaMu
JOKYMEHTOB;

. allanTHUPOBATh CYLIECTBYIOIINE MTPaBUiIa U
TEXHOJIOTUM  COCTaBJICHUS M  O(QOPMIICHUS

yMeThb
YIPaBJIEHYECKUX JIOKYMEHTOB K KOHKPETHBIM
yCIOBUSIM  OTpaciieBoil cdepbl OuszHeca U
NPEIIpUATHS;
. oleHuTh  paboty  cayxOer  JJOY
NPEIIpUATHS;
. NPUMEHATh  HAa  NPAKTHKE  METOJIBI
ONITUMU3AIMU JOKYMEHTO000POTa;
. TpaMOTHO BBITTOJTHATH OCHOBHEIE
orepalMu MO  00paboTKE M XPaHEHHIO
JOKYMEHTOB c yYeTOM HOPMATHUBHBIX
TpeOOBaHUIA.
npaBuigaMu U ¢dopMaMH  JeNOBOM U
KOMMEPYECKOH MepenuCKH, eI0OBOT0 OOMICHHUS ¢
BJa/IeTh

MIOMOUIBIO JOKYMEHTALIMH
. COBPEMEHHBIMH  MeToJaMu  00paboTKu
JOKYMEHTallud Ha MPEANpHUSATHH C IHOMOUIBIO




CPEIICTB OPITEXHUKH.

. nporpamMmamMu  Microsoft Office s
paboThl ¢ /enoBOM MHGpOpPMANed W OCHOBAaMHU
web- texHonorHit

4. Kpartkoe coaep:xkaHue THCHHILINHBI

OcuoBuble OHATHSA. COBPEMEHHOE TOCYIapPCTBEHHOE PETyIHMPOBAaHIE AEIONPOU3BOICTBA.
JloKyMeHTHpOBaHUE yIpaBlIeHUecKOi nesrenpHocTH. OOmue npaBuia ohopMIIeHNUS.
CocraBnenue 10KyMeHTOB. OCOOCHHOCTH SI3bIKA U CTHJIIS CITYKEOHBIX TOKYMEHTOB.
Oco0eHHOCTH TOATOTOBKY M 0()OPMIICHHS OT/AEIBHBIX BUIOB JTIOKYMEHTOB.

.Opranu3zanus ciryObl JeJI0NPOU3BOACTBA.

Opranuzanus paboTsl ¢ JOKyMEHTaMU

CucremaTtu3zanus U 00eCreueHue COXpaHHOCTH JJOKYMEHTOB.

Cucrema 1e0onpor3BOICTBA TOCYIAPCTBEHHON CITYKOBI.

®opMa KOHTPOJIS: 3a4eT

CocraBuredn: [InotHunkas Mapuna PycianoBHa- KaHA. ICUXOJL. HAYK, IOLIEHT, IIPENO1aBaTellb
Kaenpel «ECTECTBEHHBIX U COLMAIBHO-TYMaHUTAPHBIX Hayk» «JladbHEBOCTOYHOrO (uinana
(denepasbHOro TOCYAapCTBEHHOTO OIOKETHOTO 00pa30BaTENbHOTO YUPEKICHUS BBICIIETO
oOpa3oBanus «Bcepoccuiickast akageMusi BHEIIHEH TOProBiaM MuHUCTEpCTBAa SKOHOMHUYECKOTO

pasButus Poccuiickoit @enepanymn»






