AHHOTALIUA AUCHUIIJIIMHBI (MOAYJIA)
HaumeHoBaHMe TUCUMIIIIMHBI (MOXYJIS1)
JlokyMeHTHpOBaHHUE YNPABIECHYECKON AEATEIbHOCTH
HaunmenoBanue OI1IOII BO
38.03.02 MenemxmenTt. HR-MenepxMeHT
Hean n 3212494 TUCHUIJIMHBI (MOZYJIs1)

Ilenbto OCBOEHMSI AUCHMIUIUHBL «/{OKyMEHTHpOBaHME YINPABICHUECKON JEATEIbHOCTH
sBisieTcst BoimoaHeHUe TpedoBanuit ®I'OC BO k mpodeccnoHanbHOM MOATOTOBKE OakKaiaBpoOB,
o0yuyaromuxcst Mo HanpasiaeHuto moAroToBku 38.03.02 «MeHemKMeHT.

3aa4n OCBOCHHMSI TUCIUIUIUHBIL:

- IOKa3aTh POJIb JTOKYMEHTA U JOKYMEHTUPOBAHHOM MH(OPMALIUY B IPAKTUKE YIIPABICHUS,

- U3YYUTh 3TANbl Pa3BUTHUS TOKYMEHTa KaK HOCHTENSI HH(POPMAIIHUH;

- W3Y4YUTh 3aKOHO/IATEIbHbIE u HOPMAaTHUBHO-METOINYECKHE
periaMeHTHpyoume padboTy ¢ JOKYMEHTaMU OpraHu3aluu;

- 03HAaKOMUTH C NPaBUIIAMH COCTABIICHUS U O(hOPMIIEHUS YIIPaBICHYECKUX IOKYMEHTOB;

- U3YYUTb MOPSIIOK PAOOTHI C TUYHBIMU U CITY>KEOHBIMU JOKYMEHTaMHU;

- IPUBUTH HABBIKH COCTABIICHUS U O(DOPMIICHUSI OCHOBHBIX JIOKYMEHTOB yIIPaBICHUS;

- U3yYUTH PA0OTy CITYKOBI TOKYyMEHTAIIMOHHOTO O0ECTIeUEHUs YIIPABIICHHUS;

- O3HAaKOMHUTb C COBPEMEHHBIMH TEXHOJOTHSIMU OpTaHMU3alMh JOKYMEHTO00OpOoTa
MPEANPUATHI U OPTaHU3ALUN.

JOKYMCHTEI,

Pe3yabTaThbl 0CBOCHUSA IMCHUILIMHBI (MOYJIfA)

[InanupyeMbIMu pe3yasraTaMu OOyuYeHUsS MO AUCUUIUIMHE SIBISIOTCS 3HAHUS, YMEHUS,
HABBIKM,  COOTHECEHHBIE C  KOMIICTCHIUSIMHU, KOTOpPbIe  (OpPMUPYET JHCHUIUIMHA, U
oOecrevYrBaroIfe JOCTHKCHHE IUIAHUPYEMBIX PE3yJIbTaToB MO 00pa3oBaTeNIbHOM IMporpaMMe B
renom. [lepeyenp kommneTeHIUH, GOPMUPYEMBIX B pE3yibTaTe H3yUeHUs AUCIUILTHHBI, TPUBEICH
B Tabmie 1.

Tabmunma 1 — Kommerennmu oOydaromerocs, (GpopMUpYyeMbIe B Pe3yJIbTaTe OCBOCHHS
JTUCITUATITUHBI (MOTYJIST)

Kon u PesynbraTel 00y4eHUs 110 JUCHUILUINHE
Hassanue Konn (bopmyMpoBKa
OIIOII BO, (hopMyIHpOBKa HWHIUKATOpa Kon
COKpAllCHHO® KOMIICTCHIU N AOCTYKCHHS pe3yinb DopMynupoBKa pe3ysbraTa
KOMITCTEHITNT
TaTa
38.03.02 VK-4 : Cnocobden | YK-4.2B : Beger PJI1 3HaHue | OCHOB JOKYMEHTaJbHOTO
«MeHeKMEHT» | OCYLIECTBIAThH JIETIOBYIO oopmIieHUs pencHUi B
(b-MH) JIETIOBYIO TIEPEINCKY, YIIpaBJIEHUHN ONEPALMOHHON
KOMMYHHUKAIIAIO B | YYUTHIBAsI (IPOM3BOACTBEHHOI)
YCTHOH 1 0COOCHHOCTH JeATEITBHOCTH
MUCbMEHHOU CTUIIMCTUKHA opraHM3aImii; Tpe0oBaHmi K
¢dopmax Ha O(hUIHANBHBIX U CTaHJAPTH3ALMY 1 YHA(DHUKAIUH
TrOCYJapCTBEHHOM | HEO(PHINAIBHBIX JIOKYMEHTOB, JCHCTBYIOLINX
SI3BIKE IIHCEM, YHUGPHUIUPOBAHHBIX CUCTEM
Poccuiickoit COLIMOKYJIbTYpHBIE YIPaBIE€HYECKON JOKYMEHTAIUU
denepanuu u pasnuuus B
HHOCTpaHHOM(BIX) | dopmare
S3bIKe(ax) KOPPECIOHIEHIIUU
Ha
TOCYAapCTBEHHOM




Y UHOCTPAaHHOM P2 YMeHnue | cocTaBisTh 1 0HOPMILITH
A3BIKAX JIEJIOBYIO JIOKyMEHTALIUIO B
COOTBETCTBMH C HOPMATHBHO-
METOJIMYECKMMHU aKTAMH;
aJlalTUPOBATh CYIECTBYIOLIME
IIPaBUIIA U TEXHOJIOTUH
COCTaBJIEHHS U 0hopMIICHUS
YIPaBJIECHYECKUX JOKYMEHTOB K
KOHKDPETHBIM YCJIOBHAM

P13 HaBblk | MOKyMEHTaIbHOTO OPOPMIICHHUS
pElIeHUH B yIIpaBIeHUN
OTepaIMOHHOMN
(IPOM3BOACTBEHHOIA)
JIeITEIbHOCTH OpraHu3aluii;
HaBBIKAMU MOATOTOBKH
OpraHU3alOHHBIX U
pacnopsAUTEIbHBIX
JOKyMEHTOB, HEOOXOJMBIX IS
CO3IaHUS HOBBIX
MpeaNPUHUMATEIBCKUX

CTPYKTYpD

OcHOBHBIE TeMaTHUYEeCKHe Pa3iesibl JUCHUIIIMHBI (MOTYJIs1)

1) TeopeTnueckre OCHOBBI IEIOIPOU3BOJACTBA OPraHU3ALUN

2) O6mue paswiia opOpMIICHHUS yIIPABICHISCKUX JJOKYMEHTOB

3) OcoGenHoctu cocTaBiaeHus U 0OPMIICHHSI OCHOBHBIX TOKYMEHTOB YTIPaBJICHHUS
4) IIpaBuna opopmIIeHHS JOKYMEHTOB 10 JINYHOMY COCTaBY

5) Opraausanus 10KyMEeHT0000poTa

6) OcHOBHBIE MpaBUjIa OPraHU3aluu paboThHI C JOKYyMEHTaMHU

TpynoeMkocTs AUCHUNIMHBI (MOAYJIS) M BUbI Y4eOHOH padoThl

O0beM JUCIUIUIMHBI (MOAYJsA) B 3a4ETHBIX CAWHHIIAX C YKa3aHUEM KOJIHYECTBA
aKaJeMHYeCKUX 4YacoB, BBIJCICHHBIX Ha KOHTAKTHYIO paboTy c oOyuaroummucs (Mo BHAaM
y4eOHBIX 3aHATHH) M HA CaMOCTOSATENbHYIO paboTy mo BceM ¢opMaM OOydeHHs, NMPUBEIACH B
Tadimue 2.

Tabmuma 2 — Tpyno€MKOCTh TUCIUTITAHBI

Tpyno- O0BeM KOHTAKTHO# paboThI (dac)
CCMCCTp CMKOCThb
Hamame | G0 | waers | S Ju— Bueayun | cpe | et
OI1OIT BO Y VI 0 YHHIOp TopHas
HUA ( > (3.E) Bceero Taln
0300)
nek. | mpak. | ma6. A KCP
380302 o390 | BB 2 3 6 2 0 o | 1 3| 102 3
MeHeKMeHT
CocraBurean(/ib)

Llapesa H.A., kanouoam noaumuyeckux Hayk, ooyeum, Kageopa skonomuxu u ynpasnenus,
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