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KBanupukauus (cTeneHb) BLIMYCKHUKA: MAarucTp

dopma o0yueHusi: OUHAS

Lesab ocBOeHNsI AUCHUTIIMHBI: CHOPMHUPOBATH KOMITCTEHIIHIO
OK-3 T'oTOBHOCTH K CaMOpa3BHUTHIO, CAaMOPEAIHM3AIMU, HCIIOJIb30BAHUIO TBOPYECKOTO
HOTEeHIIHAJIA

ILian kypca:

Tema 1. Opranuzanus ynpaBieHHUs JOKYMEHTAIIUEH MTPEIIPUSTHS.

OcHOBHBIE HanpaBJIeHUs NesITeIbHOCTH, OCYILECTBIIIEMOI B paMKkax
JOKYMEHTAITMOHHOTO MEHEKMEHTa Mpennpuarus. JloKkyMeHTOOOOpOT NpPEANpPHUSATHS H €ro
cocrapisironie. OCOOEHHOCTH M THUIIOBBIE CXEMbl YIPABICHUS BXOISAIIUMH, UCXOJAIIMMHU U
BHYTPCHHUMH JOKYMEHTaMHu mnpennpuarusi. CrucremMa KOHTPOJS HCIOJHEHHS JIOKYMEHTOB,
HOPSIOK €€ (YHKLUMOHUPOBAHUS B YCIOBHMAX mpennpuatus. IlocraHoBKa JOKyMeHTa Ha
KOHTpOJIb. [IpoBepKa CBOEBPEMEHHOTO TOBECHHS TOKYMEHTa (COAEepPKaHUsI COOTBETCTBYIOIIETO
HOPYYEHHUs1) JI0 CBEJIEHHUs HCHOJIHMUTENs (OTBETCTBEHHOro wucnonHutens). [IpenBapurenbHas
IPOBEPKA U PEryIMpOBaHUE X0Ja UCIIOTHEHUS JOKyMeHTa. CPOKH UCTIOIHEHUS IOKYMEHTA.

Tema 2. Opranuzanus ynpasiaeHUs CIIy>KOOH AeI0MpPOU3BOACTBA NPEATIPHUITHUS.

Ciyx6a [enonmpous3BOACTBA HPEANPHATHS, €€ (YHKIMOHAIBHOE Ha3HA4YECHHUE, LElb,
3aJlaud, OpraHM3allMOHHAS CTPYKTypa M 4YHMCICHHbIH cocTtaB. OpraHu3allMoOHHas CTPYKTypa
CIIY’)KOBI JICTIOTIPOM3BOJICTBA MHUHHUCTEPCTBA, TOCYAAPCTBEHHOTO YHUTAPHOTO MPEIIPUSATHS,
aKkiuoHepHOro  npeAnpustHs.  OCHOBHBIE  CTPYKTYpHBIE  TOApA3ICNCHHUsS  CIY>KObI
(aAMUHHCTPAaTUBHBIA OTZEIN, OTAeN oOecredyeHus], OTAEN JIeJIONPOU3BOJICTBA, OTACT XPaHEHHS,
OTJIeJ1 TEXHUUECKOTO UCTIOIIHEHUS IOKYMEHTOB), UX (DYHKIUH.

Tema 3. Opranuzanust padoThI JOJDKHOCTHBIX JIUII IPEAPHUSATHS C JOKYMEHTaMH.

Opranusanuss paboThl PYKOBOAMUTENS C JIOKyMeHTaMu. PykoBojsmuii cocTas:
PYKOBOJIUTENb, 3aMECTUTEIH PYKOBOIUTENS, HAYaJbHUKH CTPYKTYPHBIX TOJpa3/eICHUI.
Opranuzanus paboThl UCHOJIHUTENS ¢ AoKyMmMeHTamu. COop u 00paboTka HEOOXOOUMOM JUIs
UCTIOTHEHUST JOKyMeHTa wuH(opmanuu. Pa3zpaboTka cojepkaHHs MPOEKTa JIOKYMEHTA.
Obecnieuenne Ha/uIekalero ogopmieHuss mnpoekTa gokymeHTa. CoriacoBaHue IpOeKTa
JOKyMEHTa. Y TOUHEHHE coJep kaHus U oopMIIeHHs JoKyMeHTa. [IpeacraBienne JOKyMeHTa Ha
noanucanue (yrepxaeHue). TupaxupoBanue gokymMeHTa. OOecredeHne pacChbUIKM JOKYMEHTa
10 Ha3HAYEHHIO.

Tema 4. TpeGoBaHMs K MOJTOTOBKE YIIPaBIEHYECKUX TOKYMEHTOB

TpeGoBanust K COMEPKAHUIO YIPABICHUYECKUX JTOKYMEHTOB. TekcT. CTHIIb M3JI0XKCHUS.
OyHKIMOHAIBHOE Ha3HaueHue vacTed aokymeHTa. CirykeOHO-1enoBoi cTHib. OCHOBHBIE
CHOCOOBI CTPYKTYPHU3AIIMU TEKCTOB YIIPABICHUYECKUX JTOKYMEHTOB. YHU(PHUIIMPOBAHHBIE TEKCTHI
Tepmun. CokpateHue.

@®opMbI TEKYLIEr0 KOHTPOJISI M TIPOMEKYTOYHOI aTTeCTAIIMH:
— IpY MIPOBEIEHUH MpPaKTUUYeCKUX 3aHsATuii: onpoc (O), npaktuyeckas padora (I1P)


http://pandia.ru/text/category/unitarnie_predpriyatiya/

— 3a4yeT C OIIGHKOM MpPOBOAUTCS B (OpME: YCTHOIO OTBETa Ha BOMPOC M BBITOJHEHHS
MIPaKTUYECKOr0 3a4aHuUs

OcHoBHas JuTepartypa.

1. PoibakoB A.E. OCHOBBI [eNONMPOM3BOACTBA [DNEKTPOHHBIA pecypc] : yueOHMK / A.E.
PeibakoB. — DJEKTpOH. TEKCTOBbIE JaHHbIE. — MuHck: PecmyOnmuKaHCKMA WHCTUTYT
npodeccuonabHoro obpaszosanus (PUIIO), 2016. — 320 c. — 978-985-503-606-8. — Pexum
noctyma: http://www.iprbookshop.ru/67690.html

2. bpeckuna H.B. OcHOBBI fenonpon3BoicTBa [DIEKTPOHHBINH pecype] : yuebHoe mocobue /
H.B. Bbpeckuna. — DOnekTpoH. TekcToBble aaHHble. — CtaBpononb: Ceepo-KaBkazckuil
denepanbublii  yHuBepcuter, 2014. — 123 c. — 2227-8397. — Pexum pgocryna:
http://www.iprbookshop.ru/63228.html

JlonoTHUTeILHAS JTUTEPaTypa.

1. TIpozsosa, O. C. [lenonpou3BoACTBO : yueOHOE TOCOOHE I aKaJeMUYeCcKOoro OakaiaBpuara /
O. C. I'po3oBa. — M. : UznarensctBo IOpaiit, 2017. — 124 ¢. — (Cepust : YHUBEPCUTETHI
Poccun). — ISBN  978-5-534-04205-4. — Pexum gmoctyma :  www.biblio-
online.ru/book/5SF1C27F2-251B-4B74-BE78-AC06A5D30956.

2. Ilemkona I'JI. Cekperapckoe neno [DneKTpoHHBIH pecype] : coopHUK TecToB. [locobue /
I 1. IlemikoBa. — DJIEKTPOH. TEKCTOBbIE JaHHbIe. — MuHCK: Bpimiimas mkona, 2009. — 159
c. — 978-985-06-1736-1. — Pexum noctyna: http://www.iprbookshop.ru/20263.html


http://www.iprbookshop.ru/63228.html
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