OEJIEPAJBHOE I'OCYJAPCTBEHHOE BIO/IZKETHOE OBPA30BATEJIBHOE
YYPEXJIEHUWE BBICIIEI'O OBPA3OBAHMUSA
«CAXAJIMHCKHUHA T'OCYJAPCTBEHHBIV YHUBEPCUTET»

AHHOTanugA padoyeil MPOrpaMmbl AUCHUNIMHBI
b1.5.43 «/lokymMeHTAIUsI U 1€JT0NPOU3BOACTBO»
cnennajJbHOCTh 38.05.01 «IkoHOMMYeCKasi 0€30IIACHOCTb)
crnenuaJIn3anus « JKOHOMHUKO-NIPABOBOEe 00ecneyeHne IKOHOMHYECKO 0e30IacHOCTH»

1.1le/iu oCBOEHUS TMCHUTIMHBI

Llenpto wW3ydYeHHs IUCHUIUIMHBI SBJSIETCS MOJTOTOBKA CIIEUAIICTOB, CIOCOOHBIX
pemaTrb ~ BOMNPOCHI  JEATENBHOCTH  NPEANPUATHHA,  OpraHM3aluil ¥ yIpaBICHHS
nokymeHToo0opoTtoMm. [IpaBuibHOrO 0GOpPMIICHHS TEKCTOBOTO M TaOJIMYHOTO Marepuana,
npuoOpeTeHus] MPaKTHYECKUX HABBIKOB TI0 COCTABICHHIO M O(GOPMIICHHIO CIIY)KEOHBIX
JIOKYMEHTOB.

B o0mactu BocnUTaHWS JIMYHOCTH LENbIO MOJATOTOBKH fABISETCA (HOPMHUpPOBAHHE
COIMATIbHO-TMYHOCTHBIX XapaKTEPUCTUK, OTPAXKAIONINX COBPEMEHHbBIE TPEOOBAaHMS K JIMYHOCTH,
IPOTPECCUBHYIO CTPYKTYpPY €r0 LIEHHOCTEH M JKM3HEHHBIX YCTPEMJICHHUH, MPHBEP)KEHHOCTh K
37I0pOBOMY 00pa3y *KH3HHU, Pa3BUTOE YyBCTBO COLMAIILHON OTBETCTBEHHOCTH.

2.MecTO TUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl

Hucuumumna b1.65.43 «JlokymeHTanus u JAeI0NPOM3BOJICTBO» OTHOCUTCS K 0a30BOMH
YaCTH OCHOBHOW TMPO(ECCHOHAIIBHONW 00pa30BaTeIbHOW MPOTrpaMMbl IO  CHEIUATBLHOCTH
38.05.01 «DxoHOMHUYECKAst 0€30MACHOCTHY.

JucruniauHa oOecrieunBacT paclIMpeHue W yriayOJjeHue 3HaHWUM, YMEHUW, HaBBIKOB U
KOMIIETEHIIUH, c(hOpMHUPOBAHHBIX B X0J1e W3y4YCHUS JTUCHUTLITUH «Teopus
npeanpuHUMarenbcTBay, «Teopuss opranuzauum», «HPOpMAIMOHHBIE TEXHOJIOTHMH B
MeHeKMeHTeY, «KynbTypa pedny».

3. TpeGoBaHus K pe3yJIbTATAM OCBOEHHS CO/IEPKAHUSI U CHUILIMHBI

[Ipouecc u3yyeHus: TUCHUIUIMHBI HallpaBiieH Ha (JOPMHUPOBAHKE AJIEMEHTOB CJIEIYIOIINX
koMmreteHuuit B coorBerctBru ¢ ®I'OC BO no nanHOM criennaabHOCTH:

- CrOCOOHOCTh OCYIECTBISATh MUCHBMEHHYIO M YCTHYI0 KOMMYHMKAIIMIO Ha PYCCKOM
s3pike (OK-10);

- CIIOCOOHOCTHh NPHUMEHATH OCHOBHBIE 3aKOHOMEPHOCTH CO3JIaHUSI M TPUHIUIIBI
(YHKIMOHUPOBAHUS CHUCTEM HKOHOMHYECKOW O€30MacHOCTH XO3SHWCTBYIOIINX CYOBEKTOB
(OIIK-3);

—CTMOCOOHOCTh OCYIIECTBIISATh IUIAHOBO-OTYETHYIO pabOTy OpraHu3aiuu, pa3padoTKy
MPOEKTHBIX PEIICHUH, Pa3IeTIOB TEKYIIUX U MEPCIEKTUBHBIX MJIAHOB SKOHOMHYECKOTO Pa3BUTHUS
OpraHu3anuy, OU3HecC-MIaHOB, CMET, YYETHO-OTYETHON JAOKYMEHTAIlMH, HOPMaTUBOB 3aTpaT U
COOTBETCTBYIOIIUX MPEUIOKESHHI 110 peann3aliui pa3paboTaHHBIX MPOEKTOB, IJIAHOB, TPOTPaMM
(ITK-5);

—CIIOCOOHOCTh ~ OCYIIECTBJIATH  OyXTaiTepckuif,  (UHAHCOBBIA,  ONEPATUBHBIN,
YIPaBICHYECKUI M CTATUCTUYECKUE YIEThl XO3SHCTBYIOMUX CYOBEKTOB M MPUMEHSITH METOIUKH
W CTaHJApThl BEACHHS OYXTaJTEPCKOro, HAJIOTOBOTO, OIOJKETHOTO YYeTOB, (DOPMHUpOBAHUS U
Npe0CTaBIICHHUS OyXTalTepCcKol, HaoroBoii, 6romkeTHo# oTueTHOCTH (ITK-6);

—CMOCOOHOCTh MPaBUIBHO W TOJHO OTpakaTb pe3yNbTaThl MPOQPEeCcCHOHANBHON
NeSITETIbHOCTH B TIPOIlecCyaabHOM 1 cityxeOHou mokymenTanuu (IK-17);

—CMOCOOHOCTh ~ OCYLIECTBJIATh JIOKYMEHTAMOHHOE OOecnedyeHue yIpaBiIeHUYECKON
nesreaprocTr (IK-44).



Ilo oxoHYaHNU U3y4YEHUS TUCLHUIUIMHBI «J{OKyMEHTalMs U 1€JI0NPOU3BOICTBO» CTYACHT
JIOJIKEH:
3HaTB:
— JOKYMEHTOBEIUYECKYIO0 TEPMHHOJIOTHIO U METOJBI;
— OpraHu3aluio paboThI C TOKYMEHTAMU Ha MPEANPUSATHH;
— OpraHu3alHUIo IBUKEHUS TIOKYMEHTOB;
— COBpEMEHHBIE CIIOCOOBI U TEXHUKHU CO3JaHUS JJOKYMEHTOB;
— HOpMaTHBHbIE JOKYMEHTBHl TI0 CTaHJapTH3alMu B 00JacTH JIOKyMEHTAIWH,
JeHCTBYIOLME Ha Tepputopuu PO;
— CHCTEMBI JOKYMEHTALUH, TPEOOBAaHUS K COCTABIECHUIO U O(POPMIICHHUIO JOKYMEHTOB,;
— THIIOBBIE NHCTPYKLIUHU IO JEJIONPOU3BOJCTBY;
— mpaBuia U (OpPMBI AETOBOM U KOMMEPUECKOM MEPEUCKH;
— TOPSIOK OPraHU3alH JOKYMEHTOB B KOMIUIEKCHI;
— OCHOBHBIE TpeOOBaHUS K OGOPMIIEHHIO JOKYMEHTAllMM B YIPAaBICHYECKOH W
HDKOHOMUYECKOH ACATEIBHOCTH NPEATPUITUI
YMmern:
—YHU(PULIHUPOBATH U IPOSKTUPOBATH ()OPMBI JTOKYMEHTOB;
—IpaMOTHO pa3pabaThIBaTh OCHOBHBIE BHUJIBI YIIPABICHYECKUX IOKYMEHTOB;
—0QOopMIISITh JOKYMEHTHI B COOTBETCTBUM C TpeOOBAaHMSAMH TOCYIapCTBEHHBIX
CTaHIapTOB;
—COCTaBJIATh JEJOBbIE W KOMMEpPYECKHE MHCbMa s CBOOOAHOTO M PaBHOMPABHOTO
0O0IIeHUs C apTHEPaAMHU;
—I'PaMOTHO, NMPO(ECCHOHANBHO U KOMIIETEHTHO O(OPMIISITH JOKYMEHTALMIO IPU BEIECHUHU
OusHeca.
Baaners:
— HAaBBIKAMHU COCTABJICHUS IIPOEKTOB OCHOBHBIX YIIPABJICHYECKUX TOKYMEHTOB U ITUCEM;
— HaBBIKAMU pabOTBI C COBPEMEHHBIMU BHJAMM OPITEXHUKH M HCIOJIb30BAaHUS CPEICTB
MaJjIoi OPTTEXHUKH (ITaroK, CKOPOCIIMBATENICH, OpraHaii3epoB | T.1I.).
— HOpPMAaTHBHO-TIPABOBOM, TEXHHYECKOW, HHCTPYMEHTAIbHON 0a30if NOCTpOCHUS U
pean3aly CUCTEM MEHEKMEHTA KaueCTBA APYTUX HEOTIOKHBIX COCTOSIHUSIX.
— JlucuuiuiiHa u3y4yaercs B TE€YEHUE OJHOIO ceMecTpa, (POpMOH HUTOTrOBOrO KOHTPOJIS
SIBJIIETCS 3a4ET.

4.CTpyKTypa AUCHUIIMHBI «/{0OKyMeHTauMs U 1eJI0NPOU3BOACTBO)
OO6miast TPyIOEMKOCTh JHUCHIMIUIMHBI COCTaBIsSeT 3 3adeTHble eauHuibl, 108 dYacos
(3aouHas popma)

Buabl y4yeOHoilt padoThl,
BKJIIOYAS
CaMOCTOATEILHYIO @®opMbl TEKYIIEr0 KOHTPOJIS
Ne Paznen ? padoTy  CTyIeHToB M ycneBaeMocTH (10 HeAeasiM
/ [P < TPYA0EeMKOCTh (B 4acax) cemecTpa)
I 3 = E = o ®opma NPOMeKyTOYHOI
= = 8 § arrecTauuu (1Mo ceMecTpam)
S |EE| ° |7
VYuyer nocemaeMocTH.
1 | OcHoBueble monsaTus Kypca | 8 | 0,5 1 11 8 YcTHBIN onpoc
Tect no Teme.
2 CgoiicTBa 1 HyHKIIUU 8| 05 1 12 16 VYuyer nocemaemMocTH.
JIOKYMEHTA. ’ YcTHBIN onpoc




Knaccudukamms Tecr 110 TEME.
JOKyMeHTOB. CTpyKTypa
nokymeHnTa. TpeGoBaHuUs K
0(OPMIICHHIO TOKYMEHTOB
OCHOBHBIE TPYIIIIbI VYuer nocemaemMocTH.
3 | TOKyMEHTOB B CHCTEME 8 0,5 1 11 8 VYcerHbll onpoc
yIpaBJICHUS Tect no teme.
OpranuzanvoHHbIE VYyer nocemaeMocTH.
4 JTIOKYMEHTBI I UX 8 0,5 1 12 16 VYcTHBIN onpoc
odopmieHne TecT no Teme.
PacniopsiautensHbie VY4eT mocemnaeMoCTH.
5 | IOKYMEHTHI U UX 8 0,5 1 12 16 VYcerHbll onpoc
odopmIieHne Tect mo Teme.
VY4eT nocemaeMocTH.
§ | HOKYMCHTEITOMMGHOMY | g | o5 | ¢ | 11 | g VerTHBI ompoc
COCTaBy
TecT mo Teme.
Opranu3zanus padoTsI ¢ Yuer nocelu ACMOCTH.
7 8| 05 1 12 8 VYcrHbll onpoc
JIOKyMEHTaMH
Tect o Teme.
Opranuzanus XpaHeHus yuer [OCCIHACMOCTH.
8 J1OKYMEHTOB 8 0,5 1 11 24 VYcTHBIN onpoc
TecT mo Teme.
Bcero: 4 8 92 | 108 3auer (4)

5. Y4eOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE 0O0ecnievyeHHe U CHMILTHHBI
a) OCHOBHasl IUTEpaTypa

1. CoBpemenHoe nenonpoun3BoicTBo.Yyeobnoe nocodue.l' pud MOPD/ Kupcanosa M.B./
Wznanue 4-e¢/ M.: Uudpa-M, 2014. - 312 c.

2. CripaBOYHHK TIO JIETOMPOU3BOJICTBY. — 2-€ u37., 00HOB./ Poroxun M.1O. — Cn6.:
[Murep, 2013, 176 c. (CoBpeM. Opuc-MeHEKEMHT)

3. Ky3nenos, Urops Hukonaesuu. JlokyMeHTaIbHOE 0OecIieueHrEe YIIPABICHUS U
JIeNOTIPOU3BOACTBO: YueOHUK s crya. By3os/ M.H.Ky3nenos. -M.: FOpaiir, 2013. - 576 c. -
(bakanmaBp. ba3oBsIii Kypc).

4. KprokoBa, Huna IlerpoBHa. /IokyMEHTUPOBAaHKE YIIPaBIEHUYECKOM €ATEIbHOCTH:
yuae0. mocodue/H.I1. Kprokosa.-M.:MH®PA-M,2015.-268 c¢ .-(Briciee o6pa3oBanue).

5. JlokyMeHTanMOHHOE oOecieueHue yIpaBieHus (J1eI0MpOU3BOJCTBO). YueOHOe
nocobue. [Tox o6m. pexa. mpod. T.B.Ky3unenosoii. / beikoba T.A., Ky3uenosa T.B., Cankuna
JL.B. - M.: UH®PA-M, 2013, 304 c.

0) IOTIOJIHUTEIbHAS JTUTEPATYpa.

1. JlenompousBOJACTBO: y4yeOHHK. 3-¢ W3., mepepad. u Aom. / moa obmi. pea. mpod.
T.B.Ky3nenogoii. / beikosa T.A., Bsnosa JI.M., Cankuna JI.B. - M.: UHOPA-M, 2013, 364 c.

2. KonbuaeHnmmanpHOe  JIEIONPOW3BOJACTBO M 3AIIUIICHHBIA  DJIEKTPOHHBIN
JTIOKYMEHTO000pOT [DnekTpoHHblil pecypc]| : yuebnuk / H.H. Kynses [u mp.]. — DnektpoH.
TeKCTOBbIe naHHble. — M. : Jloroc, 2016. — 500 ¢. — 978-5-98704-711-8. — Pexxum pocryna:
http://www.iprbookshop.ru/66416.html

3. Ky3uenoBa MW.B. JlokymMeHTanMoHHOE OOecleYeHNnEe YIPABICHUS IEPCOHAIOM
[DnexTpoHHbI pecypce] : yuedHoe mocobue misa 6akamaBpos / M.B. Ky3nenona, I'.A. XauaTpsiH.
— DneKTpoH. TeKcToBbie ganHbie. — M. : JlamkoB u K, Aii [lu Op Menua, 2017. — 220 ¢c. —
978-5-394-02325-5. — Pexxum noctyma: http:// www.iprbookshop.ru/57135.html

4. benanoBa ['.0O. IlpoueccyanbHas AOKyMeHTalusi [DJIEKTPOHHBIM pecypc|
npaktukym / I.O. benanoBa. — DJekTpoH. TekcToBble aaHHbIe. — CtaBpomoas: CeBepo-




Kagkasckuit enepanpubiii yausepcurer, 2017. — 115 ¢. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/69426.html

5. JlokyMeHTHpOBaHHE YIpaBiIeHUYECKOU nesTenbHocTH. O0mue npaBuia opopMIeHHS
YIPABJICHYECKON JTOKYMEHTAIIMW: METO/A. YKa3aHHWS K BBHIMOJIHEHUIO TPAKTHYECKUX padoT
[DnexTpoHHbIi pecypc] / coct. B.B. JleBunoBa, A.B. Knouko. — Kpacuosipck: Cubupckwii
dbenepanbHbIil yHHBEpCHUTET, 2013.

B) MporpaMmHoe obecrieuenue u HTepHeT-pecypehl:

HNudopmannonHo-odpa3oBarTesbHbIE PeCypChl

—Odunnansueiii Web-caiit CaxI'V http://sakhgu.ru/; caxry.pd

—Cucrema ynpasicHus ooyueHrneM Ha 6a3e Moodle http://cdo.sakhgu.ru/

—CucreMa HE3aBHCHMOTO KOMITBIOTEPHOIO TeCTHpoBaHus B cepe obpasoBanus http:/i-
exam.ru/

—Caiit nay4yHo# 3nexTpoHHo# Onbanorexku eLIBRARY http://elibrary.ru

—Caiit yausepcuterckoit oudmmoreku ONLINE http://www.biblioclub.ru/

—Caiit poccuiickoit rocynapctBeHHol 6ubnmoreku http://www.rsl.ru/

—Caiit anekTpoHHO-O0uOIMoTeuHO# cuctembl IPRbooks http://www.iprbookshop.ru

—Caiit napopManmoHHO TpaBoBoii cuctembl KoncynpTanT [lmroc //www.consultant.ru

—Caiit nabopMaMOHHO# cripaBouHO# cucteMbl Polpred.com http:// polpred.com/

—CaiiT HaIMOHAIILHOM DJIEKTPOHHOM Onbmuoreku https://u36.pd

—Caift snextporHoro m3narenascrsa FOPAUT https://www.biblio-online.ru

NudopManmoHHbIe TEXHOJOTMH U IPOrPaAMMHoOE o0ecrnievyeHune

— Cucrema TeXHHUYECKOH MOANEPKKU 1 00padoTku 3asBok http://help.sakhgu.net.

— IIporpamMMHBII KOMILIEKC «DJEKTPOHHBIE XYpPHAJbl», MCIOIb3YEMBIN IS ydeTa U
aHaJM3a yCIeBaeMOCTH 00yJaroIInXCs;

— «Antumiaruat. BY3» Jluuensuonnsiii jorosop Nel94 ot 22.03.2018 roaa;

— Microsoft Windows Professional 7 Russian Upgrade Academic OPEN, (6eccpounas),
(umensust 60939880);

— Microsoft Office Professional Plus 2010 Russian Academic OPEN, (Geccpounas),
(munensus 60939880);

— Kaspersky Anti-Virus (munensus 2022-000451-54518460), cpok TOJb30BaHUSA C
2017-02-22 mo 2019-02-24;

— ABBYYFineReader 11 Professional Edition (munensus AF11-2S1P01-102/AD),

— CuopaBouno-npaBoBas cucteMa "KoncynbranT [lmroc”, ceTeBast cTyneH4yeckas Bepcust
Bepcusi  «rpo». B cocraBe 0a3pl:  «CyneOHas mnpakTuka», «CaxaaMHCKHHA BBITYCK»,
«3aKOHOTIPOCKTHI», «JIEJIOBbIE OyMarm», «MeXIyHapOJHOE MPaBO», «PUHAHCHUCTY, «IKCIEPT-
npuinoxkenuey», «10kyMeHTel CCCPy», «kOMMEHTapuu 3aKOHOJATENbCTBAY, «KOHCYIbTAIIMH IS
OFO/KETHBIX OpTraHU3aIHii»;

— CmpaBouno-nipaBoBasi cucrema "Koncynerant Ilmoc", cereBas Bepcus «apod». B
cocraBe 0a3pl: «gokyMeHTEl CCCP», «OrKEeTHBIE OpraHU3alHuuy», «CTPOUTEITBCTBOY, «CYABI
o0miell FOPUCIUKINNY, «CAXAIWHCKUH BBITYCK», «JIEJIOBBIE OyMmarum», «KOPPECIOHIICHIIHS
CUETOBY», «MEKIYHAPOIHOE MPABOY, «IKCIIEPT-NPUITIOKCHHIEH;

— IIporpammusiii komruieke «Ilnanby, «Ilmansr CITO» JoroBop Ne 4782 ot 15.02.2018
roja;

—  «dumnom-crangapt». Horosop Ne 13651 ot 14.05.2013 ronma (mposjoHrauusi OT
18.01.2017);

— «lunom-crangapt». JoroBop Ne 12209 ot 14.06.2013 roma (mposoHramus OT
18.01.2017)


http://i-exam.ru/
http://i-exam.ru/
http://polpred.com/
https://%D0%BD%D1%8D%D0%B1.%D1%80%D1%84/

o (7

ABTOD = cr.ipenonaBarens Jlyonuna E.B.

Penensent M K.3.H., gouieHT Brirosios E.I1O.

Paccmotpena Ha 3acenanuu kadenpst 26 utons 2018r., mpotokon Ne2l

YTBepxneHa Ha coBere nuHcTuTyTa 10 mronsg 2018 r., mpotokon Ne 10/37.



