MUHHCTEPCTBO CEIBCKOTO XO035HCTBAa pOCCUICKOI (peneparu
deneparbHOE TOCYAAPCTBEHHOE 00 PKETHOE 00pa30BaTEILHOE YUPEIKICHUE
BBICIIET0 00pa30BaHUs
«Bonoroackas rocyiapcTBeHHas: MOJIOUYHOXO03sicTBeHHAs akagemus umenu H.B. Bepemaruna»

(DaKYJ'IBTCT HOBBIIICHU A KBaJ'II/I(l)I/IKaI_[I/II/I H IIEpCIIoATrOTOBKHU

PABOYAS TIPOTPAMMA YYEBHOM JUCIATIIAHBI

JEJIOITPOU3BOJACTBO

I1o o6pa3oBarte/ibHOII porpaMMe NpodeccuoHAIBLHOr0 00y4eHu st
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[Iporpamma  coctaBieHa B COOTBETCTBMM ¢  TpeboBanusiMu  IIporpammer
npodeccuoHasibHOM  mepenoArotoBku  «lIpodeccrmonanbHoro  oOydeHHs» € y4ETOM
npodcrangapra «CHenuanucT Mo OPraHU3alMOHHOMY M JOKYMEHTAIlHOHHOMY OOecreueHUI0
yIIpaBJICHUS] OpraHU3aIHeH».

Pabouas mporpamma pazpaboraHa:
Houenrt, nouent — lllunoa Mpuna HukonaesHa
(momxHOCTB, yueHoe 3Banue - PHO)



1 Ilean u 3aaaun AUCHUTLIHHBI

Heap - chopmupoBarh MOHUMAHHE OCHOBHBIX HJIE TEOPETUKO-TIPAKTUYECKON Oa3bl
YMEHHSI TPABWIBHOTO COCTaBICHUS © O(OPMIICHHS CIIYKEOHOM
JOKYMEHTAIINH, HaJUIeXkKAIlyI0 OpraHU3aIUIo JOKYMEHTO000pOTa Ha IPEIPUITUH.

3agauu AUCHMUILINHBIL:

ACJIONPOU3BOACTBA U

1. OcBoeHue OOIIUX MPUHIMIIOB TOKYMEHTAIHOHHOTO 00eCIIeueHHs eI TeIbHOCTH
MPEIIPHUSITHS, C TIOPSAKOM TOKyMEHTHPOBaHUS HHPOPMAIIHIH;

2. nproOpEeCTH HABBIKM OPTraHU3aIllMKM PAIlMOHAILHOTO JIBIXKCHHS JOKYMEHTOB Ha
PEIIPUSITUN;

3. npuoOpecTH HAaBBIKM KAYECTBEHHO W OBICTpPO 0OpabarThiBaTh WHGOPMALUIO B
EJISIX CBOCBPEMEHHOTO MPUHATHS COOTBETCTBYIOIINX YIPABICHUYCCKUX PEIICHU;

4. nprOOPECTH HABBIKK JICTIOBOW MEPEITUCKH;

2. MecTo aucuuniauHbl B cTpykrype OIIIIIIT
npo¢ecCHOHATBLHOM

O0J1acTh

JECATECJIBbHOCTHA

BBIITYCKHUKOB

Oo6nactn

npodecCHoHaNbHOM 1eATeIbHOCTH BBIMYCKHUKOB (07 AIMUHUCTPATUBHO - YIpaBJICHYECKas U
oducHas nesATeTbHOCTh
Ob0bexTamu npogecCHOHATBHOM AeSITeIbHOCTH BBIILYCKHUKOB SIBIISIFOTCS:

MPOLIECCHI

peanuzanuu

JOKYMEHTO000poTa U

OpraHu3alUAX PA3IMYHbIX OPraHU3aLMOHHO-TIPABOBLIX (HOPM.

OObyuatomuiica no nporpamme «CeKpeTapb-aIMUHUCTPATOP» FOTOBUTCS K CIIEAYIOIUM
OpraHu3alnuoHHOE U
o0ecrieyeHne yrpaBieHHs OpPTraHU3aIKAMH JIFOOBIX OPTraHU3alMOHHO-TIPABOBBIX (OPM.

BHIaAM NpPO(ecCHOHAJILHOI /1esiITeJIbHOCTH.

YIPaBIICHYECKUX

peleHuii B

JAOKYMCHTAIMOHHOC

3 IlepeyeHnb NJIAHMPYEMBIX Pe3yJbTATOB OOy4YeHHs] MO JUCHUILUINHE, COOTHECEHHBIX C
pe3yJibTaTaMH 0CBOeHHMS 00pa30BaTeIbHOI NPOrpaMMbl

[Ipouiecc mM3ydeHus TUCHUILIUHBI «JleTonpon3BOACTBO» HaIpaBieH Ha (HOpPMHUpPOBAHHE
CIEAYIOIUX KOMIETCHIINM:

Komnerenmusi. HmeTb HaBBIKH
3HaThb YMers
WUHJECKC ¢dbopmyIHpoBKa (BnageTh)
[1IK-3 | cnocoben CIIOCOObI U | OCYIIECTBIISATh npuema, BEIACHUS U
OCYILECTBIATD NPUHIUIBI [IpUEMa, | IPHEeM, BeACHUE U | Ieperadu
npueM, BEIEHUE W | BEICHHS U | mepenaqy JTOKYMEHTOB
nepeaavy nepeaavu JIOKYMEHTOB noceTuTesnen
JTOKYMEHTOB JOKYMEHTOB MOCETHTEIEH PYKOBOJICTBY "
noceTuTesnen oceTuTesnen PYKOBOJICTBY U | COTPYIHUKaM
PYKOBOJICTBY U | PYKOBOJCTBY U | COTpYIHUKaM OpTaHu3aIIH
COTPY/AHUKAM COTPY/AHUKAM OpraHu3aIuu
OpraHu3aIiu OpraHu3aIH

4 O0beM yueOHOi TUCIHUIIHHBI

061_[1351 TPYAOCMKOCTb JUCHUIIJIMHBI COCTABJISAACT 8 uac.

Bun yuebnoi paboTbl

Bcero yacos

AyIHMTOpHBIE 3aHATHS (BCEro)

B ToM umncie:




Jlexuuu (JI)

[Mpaktuueckue 3ansatus (I13) 6
JIaboparopusie paboTs (JIP) -
CamocroniTesibHasi padoTa

By npoMeXyTOYHOM aTTeCTalliu 3a4er
O01mas Tpy10eMKOCTb TUCHHUILIHHBI, YaChl 8
3adyeTHbIC eAUHHUIBI 0,22

5. Conepxxanue y4eOHOM AUCHUNIHHBI
5.1 Pa3enbl AUCUMIIIIMHBI M TEXHOJOTHH (DOPMUPOBAHMS KOMIIETEHIIHI

Texnonorun ¢opmMupoBaHHs KOMIETCHIUH
= 2 =
Ho g = i = o 5 g Dopmup
= 8 = 5= g8 ® S yeMble
Mep HaumenoBanue pa3zieinos = 5 R g = 85 S '®
Z == s T SRt 5 o | KoMmere
wn 2 23 & 8 S8 28 HITIH
= o Qo £ c% g 1
= = o A
1 JlokyMeHTaIlMOHHOE obecreuenue -1 [1IK-3
OCHOBa HWH(OPMAITMOHHOTO O0ECIIeYeHUS
yIpaBJIeHUs
2 | Opranm3anus ciyx0sl | 1 [1K-3
JOKYMEHTAI[HIOHHOTI'O obecrieyeHus
yIIpaBIICHUS
3 | OCHOBBI TOKYMEHTHPOBAHHSI 3 I1K-3
4 | Opranuzanusi JOKyMEHT0000pOoTa 3 I1K-3
5.2 CamocTosiTesbHasi padoTa
Ne Ne . T [
Tematnka caMOCTOSTEIBHOM PabOTHI PYAOCMEROCTH TPOpMHIPYEMBIC
n/n Ppa3aciig B Jacax KOMIICTCHIIUH
1 |1 JIOKyMEHTaIIHOHHOE obecrieyeHne — OCHOBa [1K-3
MH(POPMALIMOHHOTO 00ECIeYeHHUs YITPABICHUS
2 |2 Opranu3zanus CITYKOBI JIOKYMEHTAIIMOHHOTO I1K-3
o0ecrevyeHus ypapieHus
3 |3 OCHOBBI JOKYMEHTHPOBAHHS I1K-3
4 |4 Opranu3anus 10KyMeHTo0o00poTa I1K-3
5.3 IlpuMepHasi TeMAaTHKA KyPCOBBIX padoT (IIPOEKTOB)
KypcoBbie paboThl HE IPEeTyCMOTPEHBI
5.4 CooTBeTCTBHE KOMIIeTEeHIIUH, dhopMupyembIx npu HU3yYeHUH

JAUCHMILIUHBI/TIPOX0KACHUH YUeOHOH NMPAKTHKH, BUAOB 3aHATHI M ()OPM KOHTPOJIS

Bup zansatun
|9 o =
. = |2 218 ) Ss|8xs
IlepeueHb kOMIIETECHIIMI = EoE|8gE 8 5|5 868 DOpMBI KOHTPOJISL
E | 22Z|8EE2C|2ES
SlE g f2*ET T
I1K-3 2 |6 CobecenoBaHue, TECT

6 YueOHO-MeTOIMYeCKOe oDecreyeHre caMOCTOSITeIbHOM padoThl cTy1eHTOB. OLleHOYHbIe
Cpe/ICTBA TeKYyIlero KOHTPOJIsl yCIeBaeMOCTH, IPOMEKYTOYHOM aTTecTalliu 10 UTOram
OCBOCHMS JMCIUIIIHHBI

6.1 OcHoBHas JuTepaTypa:




1. JlokyMeHTaIIMOHHOE OOecIIeueHHe yIpaBiIeHUs (JeI0MPOU3BOACTBO) : y4el. mocodue /
T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3z., nepepad. u non. — M. : UHOPA-M,

2017. — 304 c¢. + Jom.
http://www.znanium.com].

MaTepuabl

[DnexTpoHHBIN  pecypc;

Pexum  pocrymna

2. Kysnenos, Wropr HuxomaeBud. /{eaonpou3BoACcTBO [DIEKTPOHHBIN pecypc] : ydeOHO-
crpaBouHoe nocooue / M. H. Ky3nenos. - 9-¢ u3a., nepepad. - DnekTpoH.naH. - M. : JlanmkoB u
K, 2022. - 405 c. - ISBN 978-5-394-03881-5 : b. 11..

3. JloxymeHTanmonHoe o0ecreueHue ynpaBieHus (AeI0OPOU3BOACTBO) : yueo. mocoodue /
T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; nmox oomr. pea. T.B. Ky3uenosoit. — 2-e u3f.,
nepepad. u gon. — M. : UHOPA-M, 2018. — 304 c. + Jlon. maTepuainsl [ DIEKTPOHHBIN PeCypc;
Pexxwum noctyna http://www.znanium.com].

6.2 JlonoiHMTeIbHAS JIUTEpaTypa:

1. KoppecnoHieHIUsI ¥ IeJIOMPOU3BOJICTBO | METOAMY. yYKa3. U CTY/I. IO HAIpaBJl.
080100 "Oxonomuxka", 080200 "Menemxment" / M-Bo cenbckoro xo3-Ba Poc. @eneparum,
®I'BOY BIIO "Bomoroackas roc. Mojo4H0X03. akaj. uMm. H. B. Bepemaruna", Dxonomuu. dak.,
Kad. menemxm. u mapk. ; [coct. I'. B. Illepbakona]. - Bomoraa; Monounoe : 1] BTMXA, 2013.
- 51 c. - Buemnss cesuika: http://molochnoe.ru/bookdl/?1d=278

2. OCHOBBI JIETIONPOM3BOJICTBA [DJIEKTPOHHBIA pecypc]: ydeObHoe mocobue / A. M.
AcanueB [u np.]. - DnektpoH. aad. - M.: UHOPA-M, 2014. - 144 c. - BHemHss cchUIKa:

http://znanium.com/go.php?id=443541

6.3 Ilepeyens pecypcoB HH(POPMALHOHHO-TEJIeKOMMYHHKANIMOHHOI ceTn UHTepHeT
OBC JIAHb — pexxum foctymna: https://e.lanbook.com
3BbC Znanium.com — pexxum jgoctyma: https://new.znanium.com
DBC FOPAMT — pexum nocryna: https://urait.ru
[Mudposas 6udmmoreka IPR SMART — pexxum noctyna: https://iprbookshop.ru

7 MaTepl/laJIbHO-TeXHI/I‘leCKOC o0ecrneyeHue AUCHHUIIIIMHBI

7.1 AynuTopum AJis1 NpoBeeHusl 3aHSATH

IIporpamma HasBanue
CIEHaTU3UPO
Ne AYAHTOPIH, BAHHBIX IlepeuyeHb OCHOBHOTO
(baxkTr4ecKuii ayJIuTopui,
obopynoBaHus
azpec KaOWHETOB,
nabopaTtopuii 1
mp.
5101
yi1. JlexnumoHHas MyneTumeauitHoe
ITponerapcka ayAuTOpHUs obopyoBaHue
1,5
Microsoft Office 365: anexkrponHast Tabnuia 5102 KommbroTepHbl PaGouue mecra miis
Excel MS Office, Tekcrossiii pexaktop Word Vil 1 Kjacce CTY/ICHTOB, OCHAIIICHHbIE
MS Office, Power Point MS Office, Access Nl KOMITBIOTEPAMH € JIOCTYIIOM K
MS Office. Google Chrome, Mozilla Firefox, poierapcka 0a3aM JTaHHBIX U CETH
Opera. Consultant Plus A, 5 UnrepHeT
Microsoft Office 365: anexrponnast Tabnuia 5103 KomnbroTepHb! Paboune mecra s
Excel MS Office, Tekcrossiii pexaktop Word VIL. H Kjacc CTYICHTOB, OCHAIIICHHEIC
MS Office, Power Point MS Office, Access KOMITBIOTEPAMHU C JTOCTYIIOM K
MS Office. Google Chrome, Mozilla Firefox, IIponerapcka 0a3aM JIJaHHBIX U CETH
Opera. Consultant Plus i, 9 Uurepner.
MyneTumeauitHoe
obopynoBaHue
5104 Aynurtopus Paboune mecTa mis
JUIS CTY/ICHTOB



https://molochnoe.ru/cgi-bin/irbis64r_14/cgiirbis_64.exe?LNG=&Z21ID=&I21DBN=IBIS&P21DBN=IBIS&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=10&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87
http://molochnoe.ru/bookdl/?id=278

yiI. MPAKTHYECKHUX
[Tponerapcka SamATH
1,5
Microsoft Office 365: anexTpornas Tabuia 5201 KomrbrotepHsI PabGouue mecrta mis
Excel MS Office, tekcrossrit pexaktop Word yiI. # KJmacc CTYJICHTOB, OCHAIIICHHBIC
MS Office, Power Point MS Office, Access I KOMITBIOTEPAaMH C JIOCTYIIOM K
MS Office. Google Chrome, Mozilla Firefox, poineTapeka 0a3aM JTaHHBIX U CETH
Opera. Consultant Plus A, 5 HWurepuer
Microsoft Office 365: anexrponnast Tabnuia 5202 KommbroTepHbI Paboune mecta st
Excel MS Office, Tekcrossiii pexaktop Word yiI i xiacc CTYJICHTOB, OCHAIIICHHEIC
MS Office, Power Point MS Office, Access Mponerancka KOMIBIOTEPAMH C IOCTYIIOM K
MS Office. Google Chrome, Mozilla Firefox, p p 0a3aM JaHHBIX U CETH
Opera. Consultant Plus A, 5 HWHrepHer
5203 Aynurtopus Paboune mecTa s
yiI. TS CTYICHTOB
Mporerapcka | PAKTHICCKHX
p p 3aHATUN
1,5
Microsoft Office 365: anexrponnast Tabnuia BuonnoTeka Knace s Paboune mecta s
Excel MS Office, Tekcrossiii pexakrop Word yi CaMOCTOSITEIbH CTY/ICHTOB, OCHAIIICHHBIC
MS Office, Power Point MS Office, Access HaGepeskas 0if paboThI KOMITBIOTEPAMH C IOCTYIIOM K
MS Office. Google Chrome, Mozilla Firefox, p > | obydJaroruxcs 0a3aM JaHHBIX U CETH
Opera. Consultant Plus 6 Wurtepuet
7.2 TIlepeyeHb WH(OPMANMOHHBLIX TEXHOJOIMA M TPOrpaMMHOr0 odecmeveHmHsl,
HCIIOJBb3YEMBIX IIPHA U3YYCHUHU TUCHHUITIIMHBI
1. Microsoft Office 365: anextponnas tadauma Excel MS Office, TexcToBbrit
penakrop Word MS Office, Power Point MS Office, Access MS Office.
2. Google Chrome, Mozilla Firefox, Opera.
3. Consultant Plus
4. http://www.termika.ru/dou/ - uapopmanoHHbIe peCypChl: « DHIUKIONCAHS

JACJIOIIPOU3BOACTBA» U ((HOpMaTI/IBHBIe JAOKYMCHTHI 110 ACJIOIIPOU3BOACTBY»

8.®oHBI OLICHOYHBIX CPEACTB /ISl TEKYIIEro KOHTPOJIsl yCIIeBAeMOCTH M IIPOMEKYTOYHOM

aTTeCTalumn

O(I)OpMJ'ISIeTCH OTACJIbHBIM JOKYMCHTOM
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