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

AHHOTanuA padoyeil MPOrpaMmbl AUCHUNIHMHBI
b1.B.11 «/lokymeHTanusi H AeJTONPOU3BOACTBO»
cnequaJbHOCTh 38.05.01 «IxoHOMUYecKast 0€30ITACHOCTH
crnenuaJIn3anus « JKOHOMHUKO-NIPABOBOEe 00ecneyeHne IKOHOMHYECKO 0e30IacHOCTH»

1.1le/iu oCBOEHUS TMCHUTIMHBI

Llenpto wW3ydYeHHs IUCHUIUIMHBI SBJSIETCS MOJTOTOBKA CIIEUAIICTOB, CIOCOOHBIX
pemaTrb ~ BOMNPOCHI  JEATENBHOCTH  NPEANPUATHHA,  OpraHM3aluil ¥ yIpaBICHHS
nokymMmeHToo0opoToM. [IpaBuibHOrO OGOPMIICHHS TEKCTOBOTO M TaOJIMYHOTO Marepuana,
npuoOpeTeHus] MPaKTHYECKUX HABBIKOB TI0 COCTABICHHIO U O(GOPMIICHHIO CIIY)KEOHBIX
JOKYMEHTOB.

B o0mactu BocHUTaHWS JIMYHOCTH LENBIO MOJATOTOBKH fABISETCA (HOPMHUpPOBAHHE
COIMAJIbHO-TMYHOCTHBIX XapaKTEPUCTUK, OTPAXKAIONINX COBPEMEHHbBIE TPEOOBaHMS K JIMYHOCTH,
IPOTPECCUBHYIO CTPYKTYpPY €r0 LIEHHOCTEH M JKM3HEHHBIX YCTPEMJICHHH, NMPHBEP)KEHHOCTh K
37I0pOBOMY 00pa3y *KH3HHU, Pa3BUTOE YyBCTBO COLUAILHON OTBETCTBEHHOCTH.

2.MecTO TUCHUIJIMHBI B CTPYKTYpe 00pa3oBaTeIbHON MPOrpaMMbl

Hucuumummaa Bb1.B.11 «J/lokymeHTanuss W AETONPOM3BOACTBO» COTJIACHO YueOHOMY
MaHy SBIAETCS  JUCHUIUIMHONM  BapHaTUBHOM YacTH OCHOBHOW  MpOQeCCHOHATBHON
oOpa3oBaTenbHO# mporpammbl cnierranbHoCcTH 38.05.01 «OxoHOMUYECKass 6€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/IEPKAHUS U CHUIIIMHBI
[Ipouecc u3yyeHus: TUCHUIUIMHBI HallpaBiieH Ha (JOPMHUPOBAHKE AJIEMEHTOB CJIEIYIOIINX
koMmreteHuuit B coorBerctBru ¢ ®I'OC BO no nanHOM criennaabHOCTH:

—CIOCOOHOCTh OCYIIECTBJISITh IJIAHOBO-OTYETHYIO pabOTy OpraHum3aluu, pa3paboTKy
MPOEKTHBIX PEIICHUH, Pa3/IeTIOB TEKYIIUX U MEPCHEKTUBHBIX MJIAHOB SKOHOMHUYECKOTO Pa3BUTHUS
OpraHMu3aIy, OU3HEC-TIAHOB, CMET, YYETHO-OTYETHOW AOKYMEHTAIMH, HOPMAaTHUBOB 3aTparT U
COOTBETCTBYIOIIUX MPEUIOKEHUH 10 peanu3aliui pa3paboTaHHBIX MPOEKTOB, IJIAHOB, TPOrpaMM
(IIK-5);

—CIOCOOHOCTh ~ OCYIICCTBJISATH  OYXTalTEPCKHUH, (MHaHCOBHIH, OTICPATUBHBIM,
YIPaBICHUYECKUI U CTaTUCTUUYECKHEYUYEThl XO3UCTBYIOMINUX CYOBEKTOB U MPUMEHITh METOIUKU
U CTaHZApTHl BEACHUS OyXraJlTepCKOro, HAJIOTOBOTO, OIOKETHOTO YYeTOB, (DOPMHUPOBAHHS U
Ipe0CTaBIICHUS OyXTaaTepCcKo, HaIoroBoii, oromkeTHo# oTuetHOCTH (ITK-6);

—CMOCOOHOCTh TMPaBUIBHO W TIONHO OTPaXkaTh Pe3YNbTaThl MPOPECCHOHATBHON
JESATEIBHOCTH B IIPOIeCCyaabHOM u citykeOHoi mokymenTanun (ITK-17);

—CTMOCOOHOCTh ~ OCYIIECTBISATh JIOKYMEHTALIMOHHOE OOECHeUeHHe yIpaBIeHUYECKON
nesrenbrocTr (IK-44).

[To oxoHYaHUU U3y4YEHUS TUCHUIUIUHBI «J{OKyMEeHTalMs U 1eJI0NPOU3BOJICTBO» CTYACHT
JTOJIKCH:
3HaTh:

— JTOKYMEHTOBEIUYECKYIO TEPMHUHOJIOTHIO U METOJIBI;

— opraHuzanupo paboThl ¢ JOKYMEHTaAMH Ha TIPEIIPHUATHH,

— OpraHu3alHUIo BHKEHUS IOKYMEHTOB;



— COBpPEMEHHBIE CIIOCOOBI ¥ TEXHUKHU CO3/IaHUs JOKYMEHTOB;

— HOpPMATHUBHbIE JOKYMEHThl [0 CTaHAapTH3aluud B  00JAacTH JOKyMEHTAllUH,
JICUCTBYIOIIUE HA TeppUTOpUn PD;

— CHCTEMBI JOKYMEHTAIIUH!, TPEOOBaHUS K COCTABICHUIO U O)OPMIICHUIO TOKYMEHTOB;

— THUIOBBIE UHCTPYKLIUHU IO JACTONPOU3BOACTBY;

— mpaBuia U GOpPMBI AETOBOM U KOMMEPUECKOM MEPEUCKH;

— TIOpSAJIOK OpraHu3alu JOKYMEHTOB B KOMIUIEKCHI;

— OCHOBHBIE TpeOoBaHUS K OQGOPMIICHHIO JOKYMEHTAIlMd B YIPaBICHUECKOH U
SKOHOMHUYECKOW NESATEIbHOCTH MPEAPUSITHI

Ymers:

—yHU(GUIUPOBATH U MPOEKTUPOBATH (HOPMBI JOKYMEHTOB;

—IpaMOTHO pa3paldaThIBaTh OCHOBHBIE BUbI YIIPABICHYECKUX IOKYMEHTOB;

—0GOopMJIATh JOKYMEHTHI B COOTBETCTBUM C TpEOOBAaHUAMU TOCYIapCTBEHHBIX
CTaHJapTOB;

—COCTaBIIATh JICNIOBBIE M KOMMEPUYECKHE IMHChbMa JUIsi CBOOOJHOTO ¥ PaBHOIPABHOTO
0O0IIeHUs C TapTHEPaAMHU;

—IpaMOTHO, MPOGECCHOHATBHO U KOMIIETEHTHO O(POPMIIATH JOKYMEHTALUIO MIPU BEIEHUU
Ou3Heca.

Baaners:

— HaBbIKaMH COCTABJIEHUS MPOEKTOB OCHOBHBIX YIPABIECHYECKUX JOKYMEHTOB U IMHCEM;

— HaBBIKAMH PAOOTHI C COBPEMEHHBIMH BUJAMH OPTTEXHUKH W HCIIOJH30BAHUS CPEJICTB
MaJION OPTTEXHUKH (TaroK, CKOPOCIIUBATENICH, OpraHaii3epoB U T.1I.).

— HOPMAaTHUBHO-TIPABOBOHM, TEXHUYECKOW, WHCTPYMECHTAIbHOW 0a30i TIOCTPOCHHUS |
peanu3alnmy CUCTEM MEHEI)KMEHTA Ka4eCTBa APYTMX HEOTIOKHBIX COCTOSIHUSAX.

— JlucturuiiHa u3ydaercs B TEUEHUE OJHOTO ceMecTpa, (OpMOl UTOTOBOTO KOHTPOJIS
SIBJISIETCS 3a4eT.

4.CTpyKTypa IMCHUIJINHBI «/[OKyMeHTanus U 1eJI0NPOU3BOICTBO»
OO6m1ast TpyA0€MKOCTh TUCIUIUIMHBI COCTABISIET 2 3a4€THBIC €IMHMITBI, /2 Yaca (3a04Hast

dbopma)

Buabl y4yeOHoilt padoThl,
BKJIKOYAs

CaMOCTOATEILHYIO @®opMbl TEKYIIEr0 KOHTPOJIS

=9
Ne Pa3nen S padoTy  CTyneHTOB M ycneBaeMocTH (M0 HeJeasiM
/ e < TPYA0EeMKOCTh (B 4acax) cemecTpa)
n 1 3 = ; = ®opma MpoOMeKyTOYHOI
(=]
= E =l 9 = | arrecTauuu (1Mo ceMecTpam)
2 | £E| A 3
é 25| ¢ ~
: (<]
YdeT nocenaeMocTH.
1 | OcHoBHBIC IOHATHSA Kypca | 5 0,5 0,5 8 9 YcTHBIN onpoc

Tect 1o Teme.

CgoiicTBa 1 HyHKIIUU

i?;if;g;iaum VYuyer nocemaemMocTH.
2 5 0,5 0,5 8 9 VYcTHBIH onpoc
JOKyMeHTOB. CTpyKTypa TecT 110 TeMe.
nokymeHnTa. TpeGoBaHuUs K
0(OPMIICHUIO TOKYMEHTOB
3 OCHOBHBIE TPYIIIIbI 5| 05 05 8 9 VYuer nocemaemMocTH.

JIOKYMEHTOB B CUCTEME YcTHBIN onpoc




yIpaBJICHUS Tect no teme.
OpranuzanvoHHbIe VYyer nocemaeMocTH.
4 JTIOKYMEHTBI I UX 5 0,5 0,5 8 9 VYcTHBIN ompoc
odopmieHne TecT no Teme.
PacnopsiautensHbie VY4eT mocemnaeMocCTH.
5 | IOKYMEHTHI U UX 5| 05 0,5 7 8 YcTHBIN ompoc
odopmiieHne Tect mo Teme.
VY4eT nocemaeMocTH.
§ | AAOKYMCHTBI IO IMUHOMY | 5 | g5 | g5 | 7 | g VCTHBIIH ompoc
COCTaBy
TecT mo Teme.
Opranu3zanus padoTsI ¢ Yuer nocelu ACMOCTH.
7 5| 05 0,5 7 8 YcTHBIN onpoc
JIOKYMEHTaMu
Tect mo Teme.
Opranuzanus XpaHeHus uaer [OCCIHACMOTTH.
8 J1OKYMEHTOB 5 0,5 0,5 7 8 VYcTHBIN onpoc
TecT mo Teme.
Bcero: 4 4 60 68 3auer (4)

5. Y4eOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE 00ecnieyeHHe U C M ILTHHBI
a) OCHOBHasl IUTEpaTypa

1. CoBpemenHoe aenonpoun3BocTBo.YueoHoenocooue.I' pud MOPD/ Kupcanoa M.B./
Wznanue 4-e¢/ M.: Uudpa-M, 2014. - 312 c.

2. CripaBOYHHMK TIO JIETIOMPOU3BOJICTBY. — 2-€ u3., 00HOB./ Poroxun M.1O. — Cn6.:
[Murep, 2013, 176 c. (CoBpeM.Oduc-MeHEHKEMHT)

3. Ky3nenos, Urops Hukonaesuu. JlokyMeHTaIbHOE 0O€cTIeueHNEe YIIPABICHUS U
JIeNOTIPOU3BOACTBO: YueOHUK st crya. By3os/ M.H.Ky3nenos. -M.: FOpaiir, 2013. - 576 c. -
(bakanmaBp. ba3zoBsIii Kypc).

4. KprokoBa, Huna IlerpoBHa. /IokyMEHTUPOBAaHNE YIIPaBIEHUYECKOMN NEATEIbHOCTH:
yuae0. mocooue/H.I1. Kprokosa.-M.:MH®PA-M,2015.-268 c¢ .-(Bricuiee o6pa3oBanue).

5. JlokyMeHTanMoOHHOE 0OecieueHue yIpaBiIeHus (JIeI0IPOU3BOJCTBO). YueOHOe
nocobue. [Tox o6mr.pexn. mpod. T.B.Ky3uenonoii. / beikoBa T.A., Ky3nernosa T.B., Cankuna
JL.B. - M.: UH®PA-M, 2013, 304 c.

0) IOTOJIHUTENIbHAS JTUTEPATYpa.

1. JlenompousBojacTBO: y4eOHUK. 3-¢ u3[., mepepad. u jgom. / moa obmr.pen. mpod.
T.B.Ky3nenogoii. / beikosa T.A., Bsnosa JI.M., Cankuna JI.B. - M.: UHOPA-M, 2013, 364 c.

2. KonbuaeHnmmanpHOe  JIEIONPOU3BOJACTBO WM 3AlIUIICHHBIA  DJIEKTPOHHBIN
JTOKYMEHTO000pOT [OnekTponnsli pecypc] : yueonuk / H.H. Kynses [u ap.]. —
DneKTpoH.TeKCcToBBIe AanHble. — M. : Jloroc, 2016. — 500 ¢. — 978-5-98704-711-8. — Pexum
nocrtyna: http:// www.iprbookshop.ru/66416.html

3. Ky3uenoBa MW.B. JlokymMeHTanMoHHOE OOecleYeHne YIPABICHUS IEPCOHAIOM
[DnexTpoHHbI pecypc] : yuedHoe mocodue misa 6akanaBpos / M.B. Ky3nenonsa, I'.A. XauaTpsiH.
— DnekTpoH.TeKcToBbIe AanHble. — M. : JlamkoB u K, At [Tu Dp Menua, 2017. — 220 ¢. —
978-5-394-02325-5. — Pexxum noctyma: http:// www.iprbookshop.ru/57135.html

4. benanoBa ['.0O. IlpoueccyanbHas AOKyMeHTalusi [DJIEKTPOHHBIM pecypc|
npaktukym / [.O. benmanoBa. — DnekTpoH.TekcToBble AaHHbIe. — CtaBponoib: CeBepo-
Kagkasckuit ¢enepanpubiii yausepcurer, 2017. — 115 ¢. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/69426.html

5. JIoKyMEHTUpOBaHUE YIPABJICHUYECKON AesTenbHOoCTH. O0mue npaBuia ohopMIICHUS
YIpPaBICHUYECKOW JTOKYMEHTALUU: METOJA.YKa3aHusl K BBIIIOJIHEHUIO MPAKTUYECKUX padoT
[DnexTpoHHbIii pecypc] / coct. B.B. JleBunoBa, A.B. Knouko. — Kpacuosipck: Cubupckwii
dbenepanbHbIil yHEBEpCHUTET, 2013.

B) mporpammHoe obecriedenne u HTepHeT-pecypChl:




NudopmanuonHo-odpa3oBarebHbIC pecypChl

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

— Cucrema ympasiieHust ooydenuem Ha 6aze Moodle http://cdo.sakhgu.ru/

— Cucrema HE3aBHCHMOTO KOMIBIOTEPHOTO TecTUpoBaHus B cdepe oOpa3oBaHUs
http://i-exam.ru/

— Caiit Hayunou snektporHon 6ubmmorekun eLIBRARY http://elibrary.ru

— Caiit yausepcurerckoit ouodamorexku ONLINE http://www.biblioclub.ru/

— CailiT poccuiicko#t TocynapcTBeHHON 6ndmoTeku http:// www.rsl.ru/

— Caiit snekTpoHHO-0MOaHOTeuHOM cuctemsl IPRbookshttp://www.iprbookshop.ru

— Caiit nuadopmarmonHo npaBoBoii cucremsl Koncynbrant [Lnroc / www.consultant.ru

— Caiit nuadopmannonHo# cripaBouHoit cucremsl Polpred.com http:// polpred.com/

— CaiiT HaMOHAJIBHOM 3JICKTPOHHOM OubIMoTeku https://H36.pd

— Caiir anextponHoro u3narenscrsa FOPAUT https://www.biblio-online.ru

NudopmanuoHHble TEXHOJOTHHM U NPOrpaMMHOe odecrneyeHne

— CucreMa TeXHUYECKON OIEP)KKU U 00paboTku 3asBoK http://help.sakhgu.net.

— IlporpaMMHBIN KOMIUIEKC «DJIEKTPOHHBIE KYpPHAIbI», UCIOJIB3YEMBbIM IJId y4yeTa U
aHaJIM3a YCIIeBAEMOCTH 00yJaOIINXCS;

— «Antumiaruar. BY3» Jlunensunonnsiit gorosop Nel94 ot 22.03.2018 rogna;

— Microsoft Windows Professional 7 Russian Upgrade Academic OPEN, (Geccpounas),
(mumensust 60939880);

— Microsoft Office Professional Plus 2010 Russian Academic OPEN, (6eccpounas),
(munensus 60939880);

— KasperskyAnti-Virus (numensus 2022-000451-54518460), cpok monb3oBanus ¢ 2017-
02-22 no 2019-02-24,

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

— CnpaBouHo-nipaBoBas cuctema "KoncynpTanT [Imroc", cereBas cTyneHdecKkass BEpCUs
Bepcusi «mpod». B cocraBe 0a3pl: «CyneOHas mpakThka», «CaxaJMHCKUNA BBIMYCK»,
«3aKOHOTPOCKTHI», «IIEJOBBIE OyMaruny», «MEXIyHApOIHOE MPaBO», «(PUHAHCUCT», «IKCHEPT-
npuiiokenuey, «10kyMeHTsl CCCPy», «koMMEHTapuu 3aKOHOJATENbCTBAY, «KOHCYIbTAIIUH IS
OIOKETHBIX OpPTaHU3AIIHII;

— CnpaBouno-tipaBoBasi cucrema "KoncymbpranT Ilmroc", cereBas Bepcusi «mpod». B
coctaBe 0a3bl: «1okyMeHTh CCCPy», «010/KeTHBIC OpraHU3aIuN», «CTPOUTEIHCTBO», «CYbI
o0mIell OPUCAMKIINNY, «CaXaTUHCKUN BBITYCK», <«IEJIOBbIE OyMarm», «KOPPECHOHJICHIIUS
CUETOBY», «MEXKIYHAPOJIHOE MPABOY, «IKCIEPT-NPUIOKECHHUEN;

— IIporpammusbiit koMiuieke «Ilnanby, «Ilnansr CIIO» Jorosop Ne 4782 ot 15.02.2018
roja,

—  «Jlunmom-crangapt». Joroop Ne 13651 ot 14.05.2013 roma (mposjoHranmusi OT
18.01.2017);

— «Jlurmmom-cranmapt». HoroBop Ne 12209 ot 14.06.2013 roma (mposoHTamus OT
18.01.2017)

7

7

ABTOp - cr.npenoaasatens Jlyonuna E.B.

Penenszent é K.3.H., 1o1eHT Brironos E.1O.

PaccmoTpena Ha 3acenanuu kadeapsr 26 utonst 2018r., mpotokos Ne2l

Vr1BepxkaeHa Ha coBete nHCTUTYTa 10 mross 2018 1., mporokoa Ne 10/37
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