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O‘quv go‘llanma

O zbekiston Respublikasi Oliy va o 'rta maxsus ta’lim vazirligi huzuridagi
Muvofiglashtiruvchi kengash tomonidan 5230200-Aenejment (tarmoqglarva
sohalarbo'yicha) bakalavriat ta’lim yo ‘nalishida tahsil olayotgan talabalar
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Yaxyayeva I.K. Biznes hujjatlarini tuzish. O¢quv go‘llanma. —-T.: IQTISODIYOT, 2019.
-1196.

Mazkur o'quv qo'llanma 520200 “Menejment” (tarmoqlar va sohalar) yo'nalishida tahsil
olayotgan talabalarga mo’ljallangan bo’lib, unda boshgarish faoliyatida go‘llaniladigan
hujjatlarning asosiy turlari, hujjatlar rekvizitlarini to‘g‘ri to‘ldirish qoidalari yoritilgan. O quv
go‘llanmada tashkiliy hujjatlarning turlari va ularni tayyorlash, farmoyish hujjatlarning turlari va
ularga go‘yiladigan talablar, shartnomalarning tuzilish asoslari, elektron tijoratni tashkil etishning
me’yoriy-huquqiy asoslari, biznes rejani tuzish tartibi va uning bo‘limlari, diplomatik va tijorat
yozishmalari, hujjatlarni arxivda saglash tartibi masalalari keng yoritilgan.

O‘quv go‘llanmadan shu bilan birga korxonalarda devonxona xodimlari ham foydalanishi
mumkin.

SAxbsiea MN.K. “CocraBjieHusi Ou3Hec [OKYMeHTOB” (ydeOHOoe mocoOme). —T.:
IQTISODIYOT, 2019. -119 crp.

Jannoe ydeOHOe mmocoOue MNpeaHa3HAYeHO CTYAEHTaM OOyYalolMMCsS IO HalpaBJICHHUIO
5230200 “Menexkment”’( mo chepam u oTpacisiM), KOTOPHIH BKJIIOYAeT B Ce0sS OCHOBHBIC BHUJIBI
JIOKyMEHTOB, UCIIOJIb3yeMbI€ B YIPABICHYECKON JEATEILHOCTH, MPABUIIA 3alIOJHEHUS PEKBU3UTOB
JOKYMEHTOB. B yueOGHOe mocoOue paccMaTpUBaIOTCS BUbl OPTaHU3ALMOHHBIX TOKYMEHTOB M UX
MOATOTOBKA, BUJIBI HOPMATUBHBIX JIOKYMEHTOB W TpeOOBaHHUS K HHM, OCHOBBI 3aKJIIOUCHUS
JIOTOBOPOB, IPABOBBIE OCHOBBI CO3/aHUSA AJIEKTPOHHOW KOMMEPLUH, IMPOLEIYpPbl COCTAaBIICHUS
Ou3Hec-TUIaHa, €ro pas3Aeiibl, BOMPOCH KOMMEPUYECKOW KOPPECHOHICHIMHU, MOPSAIOK XpaHECHHUs
JIOKYMEHTOB B apXHBaXx.

Y4eOHble MocoOus TaKKe MOTYT OBITh HCIIOJIB30BaHBI COTPYTHUKAMU B opricax

PEHHEH3EHTBI: X.A.TemupoB- k.3.H.fo1L.,JekaH (akynbrera “KopropatuBHOe ympaBicHHE”
TUTIIII,
M.I'.YmapxomkaeBa — K.3.H.JOIl., 3aBeAyromer kadenapsl ‘“KopmopaTtuBHoe
ynpasienue” TTOY

Yakhyaeva I.K. “Production Management” (Study guide). —T.: IQTISODIYOT, 2019-

P.119.
This study guide is intended for students studying in the direction 5230200 “Management”

(by fields and industries), which includes the main types of documents used in management
activities, the rules for filling in the details of documents. The training manual covers the types of
organizational documents and their preparation, types of regulatory documents and requirements for
them, the basics of concluding contracts, the legal basis for creating electronic commerce, the
procedures for preparing a business plan, its sections, questions of commercial correspondence, the
procedure for storing documents in archives.

Training aids can also be used by employees in offices.

REVIEWERS: Kh.A.Temirov — Ph.D, associate professor. Dean of the “Corporate Governance"
Faculty at TITLI
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