	Course unit title
	Documents Management and Business Relationships

	Course unit code
	ValoP794

	Type of course unit 
	A part  - Compulsory part

	Level of course unit
	1st cycle (bachelor)

	Year of study 
	-

	Semester
	I

	Number of ECTS credits
	3 ECTS

	Name of lecturer(s)
	Ineta Nazarova, Mg.paed.

	Learning outcomes of the course unit
	As the result of this course students obtain knowledge and skills needed for elaboration and formatting of documents frequently used in business practice according to the existing legislation. Students are able to provide successful written or oral information exchange within a company and outside thereof, as well as are able to understand and apply theoretical and practical knowledge when creating business relationships.

	Mode of delivery
	Face-to-face

	Prerequisites and co-requisites
	Information Technologies. Commercial Science.

	Recommended optional programme components
	-

	Course contents
	When helping students to form skills and abilities to organize the work of bookkeeping and promoting the formation of business manager’s organisation and communicative competences in business environment, in the course there are looked upon the basic terms of document management: organization of bookkeeping work, normative documents which control the bookkeeping work in an office, requirements to fill in documents, documents turnover, flow of the received , sent to be and internal documents, circulation of the electronic documents, formation of cases and documents saving, archiving. The impression is formed about the role of business relations in communication, the most important behaviour norms and standards of business contacts and formal activities are acquired. The practical classes provide with a possibility to choose appropriate behaviour norms in business environment.

	Course plan
	The role and purpose of document management at the enterprise for reaching the aim successfully. 

The regulated bookkeeping legislation. 

Formatting details and service notes.

Document templates.

Management documents and formatting thereof.

Original documents and derivatives thereof.

Formatting of order, organisational, fact fixing, personnel and correspondence documents.

Document turnover at the organization. File nomenclature. Archiving. 

Business conversations. Public announcements. Business correspondence.

Work interview, meetings, and business meetings. Recommendations to planning of business conversations. Possibilities to solve conflicts. Telephone conversation. Web etiquette. 

Business etiquette and corporative style. 

Clothes etiquette. Business card etiquette. Enterprise web site development and designing office premises according to the field of activity. Business entertainment and types thereof.

	Recommended or required reading
	-

	Planned learning activities and teaching methods
	Lectures, practical classes and laboratory works, students’ independent assignment

	Assessment methods and criteria
	Test 
Theoretical course acquisition, fulfilment of individual tasks and successful passing of a final test.

	Language of instruction
	English

	Work placement(s)
	N/a


