MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi P®
DenepanbHOE roCyJapCcTBeHHOE 0K0I:KeTHOE 00pa30oBaTe/IbHOE YUpPeKIeHNEe
BbICIIET0 00Pa30BaAHUA
«HanuoHanbHBIN HccIeI0BaTeIbCKUN yHUBepcuTeT « MIU»

Hanpagsienune noaroroBku/cnenuaibHocTs: 27.03.02 YpaiieHne KauecTBOM
HaumeHoBaHue 00pa3oBaTe/bHOI NPOrpaMMbl. YHpaBJjieHHe KA4eCTBOM NPOAYKINH, IPOLECCOB U YCJIYT
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma o0yuyeHusi: 3aouHas

Pabovast mporpaMmMa AMCHHUIITHHBI
AEJTOBOU JOKYMEHTOOBOPOT

biaok:

Baok 1 «/Iucuuniunsl (MoxyJim)»

Yactb 00pa3oBaTesbHOM
NPOrpamMMblI:

Bapuarusnas

Ne IMCHUIIJIMHBI 0 YYeOHOMY
IJIaHy:

b1.B.03.07.01

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

9 cemecTp - 4;

Yacos (Bcero) no yueoHomy
IJIAHY:

144 yaca

Jexknun

9 cemecTp - 8 yacos;

HpaKTuquKne 3aHATHA

9 cemecTp - 8 yacos;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

9 cemecTp - 2 yaca;

CamocrosiTesibHasi padoTa

9 cemecTp - 124,5 yaca;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

9 cemecTp - 1,2 yaca;

BKJIIOYAS:
KontpoabsHnas padora
TecTtupoBanue

IIpome:kyTouHast aTTecTALUS:

IK3aMeH

9 cemectp - 0,3 yaca;

Mockgsa 2018




NPOI'PAMMY COCTABMUJI:

[IpenoaBarenn

MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»

CseneHva o snagensuye L3N M3K

Bnapeney

MoHomapesa 0.10.

Mol ¢

Waentuduratop

RHb1926d1-PonomarevaOY-63420d

O.10.
ITonomapeBa

(OJDKHOCTB)

COI'ZTACOBAHO:

PykoBoguTens
00pa30BaTEIbHON IPOrpaMMBbI

(mozmuch)

MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»

CseneHva o snagensuye L3N M3K

Bnapeney

Kucenesa M.A.

Waentuduratop

ROedb956b-BaranovaMA-72cea%98

(pacmudpoBKa MOIIHCH)

M.A. Kucenesa

(Z[OJ'DKHOCTB, yd€Has CTCIICHb, YUCHOE 3B8.HPI€)

3aBeyIOIIMI BBITYCKAIOIICH
KadeIphl

(mozmycs)

MNognucaHo 3neKTpoHHO| nognuceio ®TEOY BO «HUY «M3W»

CseneHva o snagensuye L3N M3K

Bnapeney

KeToeBa H.Jl.

Waentuduratop

R56dbalba-KetoyevaNL-5403d8c]

(pacmudpoBka
TIOJITTHCH)

H.JI. KetoeBa

(Z[OJ'DKHOCTB, yd€Has CTCIICHb, YUCHOE 3B8.HPI€)

(mozrucs)

(pacmudpoBka
TIOJITTHCH)



1. HEJIM U BAZJIAYHU OCBOEHU A JUCHUIIIINHBI
Ilers ocBoeHMsi [JHCHMILUIMHBI. OCBOCHME M CHCTEMarH3alus 3HaHMH B  oOJlacTH
JOKYMEHTOO0OpOTa M JICJIONPOU3BOJICTBA, OOECIIEYEHNEe OPHEHTUPOBAHMS B HOPMATHBHO IPABOBBIX
aKTaxX U OCHOBHBIX JJOKyMEHTAX YIPaBJICHYECKOH NEeSTeIbHOCTH, TIOMOIb B COCTABICHUU H 0)OpMIICHUH
TCKCTOB OCHOBHBLIX YIIPABJICHYCCKUX NJOKYMCHTOB
3agaun THCHUNIHHBI
- obecnieuenue 6osee F3PPEKTUBHOTO YIPABICHHUS;
- TIO/IZIEPIKKA CHCTEMBI KOHTPOJISI KAYECTBA, COOTBETCTBYIOIICH MEXKYHAPOIHBIM HOPMaM;
- KOHTPOJIb IOTOKOB NOKYMCHTOB, BBIIIOJIHACMBIX B OpraHU3aluun;
- KOHTPOJIb KayecTBa paboT ¢ JOKYMEHTAIHEH.

dopmupyembie y 00y4aronierocs KOMNneTeHIHH U 3alJIaHUPOBAaHHBIE Pe3yJIbTaThl 00yUeHHs 110
JTUCHHUIIIINHE, COOTHECEHHBIE C HHAMKATOPAMHU JOCTHKEHUS KOMIIeTEeHIHI !

Kon n HanmeHoBanue Kon u HaumeHOBaHMe 3anaHupoBaHHbIE Pe3yJbTATHI 00yYeHH s
KOMIIeTeHIIUH HHAMKATOPA T0CTHKEHHS
KOMIIeTeHIINH

[1K-9 criocoGHOCTBIO BeCTH 3HATb.
HEOOXOIUMYIO - TEXHOJIOTUH pabOThI ¢ JOKYMEHTaMH,
JIOKYMEHTALIHIO 10 HEOO0XOAUMBIE /111 00ECIICUeHUs KauecTBa
CO3IAaHUIO CHCTEMBbI U KOHTpOJIA ee 3(h(hEeKTUBHOCTH.
o0ecrieyeHus KauecTBa U
KOHTPOJIIO €€ YMETb.
3¢ bexTHBHOCTH - IPUMEHSTH IIPABOBBIE U HOPMATUBHBIE

OCHOBBI OPTraHU3aI[IOHHO-
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUsI.

[1K-12 ymenuem 3HATH:

KOHCYJIbTUPOBATh U - OpraHu3alui0 KOHTPOJIA UCIIOJIHCHU A,

IPUBHBATH PAOOTHHKAM (dbopMHpOBaHUS U XpaHEHUS JIell.

HaBBIKU T10 aCIIEKTaM CBOEH

npodecCuOHATbHON YMETb:

NEATEIBLHOCTBIO - FPaMOTHO COCTaBJISATh U OPOPMIIATH
OpraHU3alMOHHO-PACIOPSAIUTEIBHYIO
JIOKYMEHTAIHIO.

2. MECTO JUCIUILIVHBI B CTPYKTYPE OBPA30OBATEJBHOM ITPOTPAMMBI BO

JucuumimHa OTHOCUTCS K YacTd, (OpMHpyeMON Y4acTHUKaMHM OOpa30BaTEIbHBIX OTHOLICHHUM
0JI0Ka TUCIUIUIMH OCHOBHOW MpodecCHOHANbHON 00pa30BaTeNbHON MporpaMMe Y paBlIeHUE KaueCTBOM
npoaykiuu, npoueccoB u ycuyr (manee — OIIOIN), mampaBnenust moarotoBku 27.03.02 Ynpasienue
KauyecTBOM, yPOBEHb 00pa30BaHUs: BBICIIEe 00pa3oBaHue - OakanaBpuar.

bazupyercs Ha ypoBHE cpeaHero oomero oopa3oBaHusI.

Pe3ynbraThl 00y4eHus1, MOTydYeHHbIE P OCBOCHUH TUCIUITIMHBI, HEOOXOIUMBI IPU BBITOJTHEHUN
BBIMTYCKHOM KBaTU(UKALMOHHON PabOTHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

3.1 CTpyKTypa THCHUNIHHBI
OO01as TpyJI0eMKOCTh JUCHUTUTMHBI COCTABIISIET 4 3a4eTHBIX eMuHUIIbI, 144 yaca.

Pacnipenenenue Tpy10eMKOCTH pa3zena (B 4acax) MO BHJaM y4eOHOH paboThI

Pasesb1/TeMbl 8| a
Ne JTUCIUTUTAHBL/ (D OPMBI § % § KonrakTHas pa6ora cp CopneprkaHue caMOCTOSTENTFHON paboThl/
/i IPOMEXYTOTHOM o &| 3 Koncyubraums UKP PaGora s | LOATOTOBKA K METONYECKUE YKa3aHHsI
aTTeCTAIH 8 g | © |Jlex | Jlab | Ip — - VKK | TK A cemectpe | ATTECTALMH
m P /KOHTPOJTB
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 [IpaBoBkie 1 2680 | 9 2 - 2 - 0.50 - 0.30 - 22 - Ilo0z0mogKa K meKyuiemy KOHmMpoio:
HOPMaTHBHBIE OCHOBBI CaMocTosITeIbHOE U3yUeHHE MaTepHaa TeMbL:
JIeTIONIPON3BOJICTBA. [TpaBoBBIE 1 HOPMATHBHBIE OCHOBBI
CrangapTuzanus nenonponsBocTBa. CTaHmapTH3anus mpoiecca
npouecca JIOKYMEHTHPOBaHUS
JIOKyMEHTHUPOBaHHS H3yuenue mamepuanoe 1umepamypHbix
11 [IpaBoBkie 1 13.40 1 - 1 - 0.25 - 0.15 - 11 - UCIOYHUKOG:
HOPMAaTUBHBIE OCHOBBI [1], cT. 24
JIEIIONPOU3BOJICTBA [2],m 1, 2
1.2 CrangapTH3amus 13.40 1 - 1 - 0.25 - 0.15 - 11 - [3], cTp. 25-35
nporuecca
JOKYMEHTHPOBAHHS
2 Oprasn3annoHHO- 26.80 2 - 2 - 0.50 - 0.30 - 22 - Ilo0zomoeka K meKyuiemy KOHmMPOJIio:
pacropsiuTesbHas IToBTOpEHNEe MaTepuaa Mo paszaery
JIOKyMEHTaL U "Opranu3annOHHO-PACIIOPSAUTENIEHAS
CHabkeHYeCKO- nokymeHTanus. CHaGkeHuIeCKO-COBITOBas
cObITOBas JIOKyMeHTarus"
JIOKyMEHTAIMsI H3yuenue mamepuanog 1umepamypHbix
2.1 OpraHu3anuoHHO- 13.40 1 - 1 - 0.25 - 0.15 - 11 - UCMOYHUKOG:
pacrnopsauTeIbHast [3], cp. 85-96
JIOKyMEHTAIHsl
2.2 CHabXeHYeCKO- 13.40 1 - 1 - 0.25 - 0.15 - 11 -
cObITOBas
JIOKyMEHTAIHs
3 JloKyMeHTaIlMOHHOE 26.80 2 - 2 - 0.50 - 0.30 - 22 - Iloozomoeka K mekyuiemy KOHmMpoio:
obecrieueHne KapoBoii IToBTOpEHNE MaTepuaa Mo pasziaery
paboTtsl. CiryxeOHas "JlokyMeHTalMOHHOE oOecreyeHne KaipoBoi
HEPENnCKa. pabortsl. Ciy)xeOHas nepenucka’

4




TexHomOrHU PabOTHI C
JIOKyMEHTaMHU

H3yuenue mamepuanog 1umepamypHsix
UCHOUYHUKO6:

3.1

JlOKyMEHTallnOHHOE
obecrieueHne KapoBoii
paboThI

13.40

0.25

0.15

11

3.2

CriyxeOHas rmepernucka.
TexHoMOTHN PabOTHI C
JOKYMEHTaMH

13.40

0.25

0.15

11

[3], ctp. 111-131

Opranmuzanus KOHTPOJIS
WCTIOJTHEHUS,
(dbopmupoBaHus,
WCTIOJIHEHUS U
XpaHeHHs JIeI.
JIOKyMEHTBI
OrpaHUYCHHOTO
JocTymna. DIeKTPOHHBIH
JIOKYMEHTO0000pOT

27.60

0.50

0.30

22.8

4.1

Opranuzanus KOHTPONIA
UCTIOJTHEHUS,
(dhopmMupoBaHus,
UCIIOJTHEHUS U
XpaHEeHUsI

13.40

0.25

0.15

11

4.2

JIoKyMeHThI
OTPaHUYCHHOTO
Joctyna. DJIEeKTPOHHBII
JIOKYMEHTO0000pOT

14.20

0.25

0.15

11.8

Ilo0z0mogKa K meKyuiemy KOHmMpoio:
IToBTOpEHNE MaTepuaa Mo pasaety
"TexHOMOTHH PAOOTHI C TOKYMEHTAMHU.
Opranuszanust KOHTPOJIS UCIIOTHEHHS,
(hopMHUpPOBaHUS, UCTIOTHEHUS U XpaHeHUs"
H3yuenue mamepuanog 1umepamypHsix
UCHIOUHUKOB:

[3], ctp. 162-181

DK3aMeH

36.0

0.3

35.7

Bcero 3a cemecTp

144.00

8

2.00

1.20

0.3

88.8

35.7

HToro 3a cemecTp

144.00

8

2.00

1.20

0.3

124.5

IIpumeuanue: Jlex — nexunu; JIab — naboparopHsie padboTsl; [Ip — npaktuueckue 3ausatust; KIIP — aynuTopHble KOHCYIbTALUU IO KYPCOBBIM
npoektam/padoram; MKKII — nnauBuyansHble KOHCYIbTAlMU M0 KYpCOBBIM IpoekTam/padoram; ['K- rpymnmnoBsie KOHCYIbTAlUU 110 pa3aeaam
mucuuruinHel; CP — camocrostenbHas pabora crynenta; UKP — nnas konraktHas padora; TK — Texymmii KoHTpodb; [TA — npomexyTrouHas
aTTecTanus




3.2 KpaTkoe coaep:kaHue pa3iejioB
1. Ilpasosvie u HopmamugHvle 0CcHOBbL denlonpoussodcmea. Cmandapmusayus npoyecca
OOKYMEHMUPOBAHUSL

1.1. IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JI€JIOIPOU3BOICTBA

CrpyKkTypa 3aKOHOAATEJIbHOM M HOPMAaTHBHOW 0a3bl JOKYMEHTALMOHHOIO oOOecreueHus
ynpasinenus: Koncrutyuuss P®, Konctutyunonnsle 3akoHbl, PenepajibHble 3aKOHBI, AaKThl
IIpesunenra P®, nocranosnenus [IpaBurensctBa P®, Be1OMCTBEHHBIE aKThl, 3aTParuBAIOLINE
BOIPOCHI Jienonpoun3BoicTBa. HopmatuBHo-MeToinueckue aktol o JJOVY: uHCTpyKUuH, IpaBuia,
IIEpEYHU JOKYMEHTOB CO CpOKaMM XpaHeHuss M JAp. MXx 3HaueHue i1 INOCTaHOBKHU
JIEJIONPOU3BO/ICTBA B KOHKPETHON OpraHu3aluu.

1.2. CrangapTuzanus npouecca J10KyMEHTHUPOBAHUS
CocTaB pPEKBU3HWTOB JIOKYMEHTOB. TpeOoBaHUS K O(OPMIIEHHIO PEKBHU3UTOB JOKYMEHTOB.
TpeGoBanus k 61aHKaM JOKYMEHTOB.

2. Opzanuzayuonno-pacnopsaoumenvras ookymermauus. Chabocenyecko-cobimosas
OOKVYMEeHmayusl

2.1. Opranu3zanuoOHHO-paCIOPSIIUTENbHAS JOKYMEHTAIUS
Opranu3aloHHO-PaCTIOPIUTENbHAS TOKYMEHTAIMS: TOATOTOBKA U ohopMIIeHHE.

2.2. CHabkeH4eCcKO-CObITOBAs IOKYMEHTALIUS

JloKyMeHTanust ~ MaTepHalbHO-TEXHHYECKOTO  CHaOXKeHHs.  JIOKYMEHTBI,  OTpakarolue
JIOTOBOPHBIE CBSI3W 10 CHAOXKEHWIO M COBITY TPOAYKUIMH, a TaKKe IMEpernucKka Mexay
CHA0’KEHYECKO-COBITOBBIMU OPTaHU3AIMSIMU 1 KOMMEPYECKUMH CITYKOaMH MPEIIPHATHI.

3. Jloxkymenmayuounoe obecneyenue kaoposou pabomol. Cnyacebnas nepenucka. Texnono2uu
pabomul ¢ QOKYMEHmMamu

3.1. lokyMeHTallMOHHOE 00ecreueHne KaapoBoil paboThl

CrpyKkTypa U coliepkaHue KaJpoBoil JokyMeHTaruu. OpraHn3aluoHHO-KaIpOBbIE JOKYMEHTHI.
OpranuzanvoHHO-PaCTIOpsIUTENbHbIE JOKYMEHTBI. JlOKYMEHTHpPOBAaHUE TPYAOBBIX OTHOIIEHHI.
JIOKyMEHTaIlMOHHOE CONIPOBOKACHUE MPOLEAYP KaJPOBBIX TEXHOJIOTHH.

3.2. CnyxxebHas mepenucka. TeXHOJIOTHH pabOThl C TOKYMEHTAMH

Oco0eHHOCTH s3bIKa CITY’KEOHOTO JTOKyMeHTa. MeToaMKa pelakTUpOBaHUs U TeXHUKA MPABKH
CIIykeOHBIX TOKyMeHTOB. O0paboTka BXxosuIe u ucxoxasmen frokymentanuu. [lopsaaok pabotsl ¢
BHYTPEHHUMH JIOKyMEHTAMHU.

4. Opeanuzayus KOHMPOJis UCNOJAHEHUS, d)ODMuDO@dHMﬂ, UCNOJIHEHUA U XDAHEHUA oen.
Llokymenmbl 02panHuyeHHo2o docmvna. DnexmporHbill 00waeHm006opom

4.1. Opranusanusi KOHTPOJIS UCTIOTHEHUS, POPMUPOBAHUS, UCTIOTHEHUS U XpPaHEHUS
Opranuzanys KOHTpOJI MCIONHEHHA JOKyMEHTOB. (CocTaBiieHME HOMEHKJIATyphl JEll.
IToaroToBka JTOKYMEHTOB K IIepeaade Ha XpaHEeHHe B apxuB. [lepenada JOKyMEHTOB B apXUB..

4.2. IoOKyMeHTbI OTPaHUYEHHOT'0 JOCTYMA. DIEKTPOHHBIN JOKYMEHTOOOOPOT



JIOKyMEHTBI ¢ OTpaHHYEHHBIM JOCTYIIOM, MoMeueHHYIo Tpudamu «Konduaenumansuo», «Jms
cy)keOHOTOo ToNb30BaHusA», «KomMmepueckas TaitHa», «CekpeTHo». CHCTEMBI aBTOMAaTH3aIMH
JIEJIONPOU3BOJICTBA. DJIEKTPOHHOE IOKYMEHTUPOBAHHUE.

3.3. Tembl NpaKTHYECKUX 3AHATHI
1. ITpaBoBbIE 1 HOPMATHUBHBIE OCHOBBI JEJIONPOU3BOICTBA;
2. OpraHu3alMOHHO-pacIOpAIUTEIbHAS U CHA0)KEHYECKO-COBITOBASI JOKYMEHTALUS;
3. JlokyMeHTamOHHOE obecrieueHne KaipoBoii paboThI,
4. Opranu3anus KOHTPOJIsl UCIIOJHEHUs, POPMHUPOBAHUS, UCIIOJHEHUS M XpaHEHUS Jell.
DNEKTPOHHBIM JOKYyMEHTOOOOPOT.

3.4. TeMbl 1a00paTOPHBIX padoT
HE NIPelyCMOTPEHO

3.5 KoncyabTauuu

[ pynnosvie koncyaomauuu no pazoeiam oucyuniunol (I'K)

1. OO6cyxnenue MarepuaioB 1o Keiicam paznena "lIpaBoBble M HOPMAaTUBHBIE OCHOBBI
nenonpousBojcTBa. CTaHgapTU3anus npoiecca J10KyMeHTHPOBaHUS "

2. OOcyxneHue MarepualioB Mo Keiicam pasnena "OpraHu3aliOHHO-PACIIOPSIUTETbHAS
nokyMenTaiusi. CHabkeHYeCKO-COBITOBAs TOKyMeHTaIus "

3. OOcyxaeHue MarepwalioB IO Keiicam paszzgena "J[okyMeHTanMoOHHOE oOOecredeHue
KaJipoBo# pabotel. Ciiy)xeOHast nepernucka”

4. OOcyxIeHue MarepuanioB Mo keidcam pasnmena "TexHomoruu padOTHI C JOKYMEHTAMH.
Opranu3zaiys KOHTPOJIS UCMIOTHEHUS, JOPMUPOBAHUS, UCTIOTHEHUS U XpaHEHHS"

3.6 TemaTuka KypcoOBBIX MPOEKTOB/KYPCOBBIX padoT
KypcoBoii npoekt/ pabota He IPeayCMOTPEHBI



3.7. CooTBeTCTBHE Pa3/1eJIOB IHCHHMILIMHBI U OpMHUPYEMBbIX B HUX KOMIIeTEHIIU

3arIaHupOBaHHBIC PE3YAbTATHI 00YUYEHUS 110
JMCIUIIIIHE

Kol nHIMKaTOPOB

Howmep paznena
JTUCLUILIUHEI (B
COOTBETCTBUHU C

O1eHOYHOE CPEICTBO
(THI ¥ HAUMEHOBAHUE)

(B COOTBETCTBUH C pa3zieiioM 1) n.3.1)
1]2]3]4

3HaTh:
TEXHOJIOTUH pabOThI ¢ JOKYMEHTaMH, HEOOXOIUMbIe TectupoBanue/JlokyMmeHTalIMOHHOE
111 00ECTIeYeHUsI Ka4eCTBA i KOHTPOJIS ee [NK-9(Komnerenuus) + obecrnieueHre KapoBoil paboThI
s exTuBHOCTH
OpraHU3alMI0 KOHTPOJIS UCTIOJIHEHMS, TTK-12(KomneTers) + TectupoBanue/TexHonoruu padoTsl C
(dhopMUpOBaHUS U XpaHEHUS eI JIOKyMEHTaMU
Ymersb:
IIPUMEHSITH [IPAaBOBbIE U HOPMATUBHBIE OCHOBBI KonrtpomnsHas pabora/Opranu3annoHHO-
OpraHHU3aIlMOHHO-TOKYMEHTAIMOHHOTO [MK-9(Komnerenuus) + pacnopsiAuTeNabHas JOKYMEHTALIUS
obecrieyeHus
IPaMOTHO COCTaBJIATh U 0QOPMIISITh KonTponbnas pabora/Cranaaptuzanus
OpPraHu3alMOHHO-PACTIOPAIUTENBHYIO [TIK-12(Kommnierennust) | + npouecca T0KyMEHTUPOBAHUS
JOKYMEHTAIUIO




4. KOMIIETEHTHOCTHO-OPUEHTAPOBAHHBIE OIIEHOYHBIE CPEJICTBA JUISA
KOHTPOJISI OCBOEHMS PE3VJIbTATOB OBYUEHMS 11O JUCIMUIIIMHE
(TEKYIIU KOHTPOJIb YCIIEBAEMOCTH, IPOMEKYTOUYHASI ATTECTALMSA
1O JUCLMILINHE)

4.1. Tekymuii KOHTPOJIb yCIIeBA€MOCTH
9 cemecTp

Dopma peanmzanuu: KoMrboTepHOE 3a/1aHHE
1. lokymMeHTanmoHHOe obecrieueHue kaapooi padotsl (TectupoBanue)
2. Texnonoruu padoTsl ¢ fokymeHTamu (TectupoBanue)

Dopma peanuzanun: [Tucbmennas padora
1. Opranu3anuoHHoO-pacnopsauTenabHas fokymenTanus (KonrponbHas padora)
2. Cranpaptuzanus npouecca qokymeHntupoBanus (KonrponbsHas pabora)

BaHHLHO-peﬁTHHFOBaﬂ CTPYKTYpa JUCHUIUINHBI SABJIACTCA ITPUITOKCHUCM A.

4.2 Ilpome:KyTOYHAS aTTeCTALMS 10 JUCHUIIMHE

Oxzamen (Cemecmp Ne9)
Ouenka ompenensieTcss B cOOTBETCTBUU ¢ [lonoxkeHneM o OaIbHO-PEUTHHTOBOM CHUCTEME IS
crynenroB HUY «MOW» Ha oCHOBaHMU CEMECTPOBOM U aTTECTALIMOHHON COCTaBIISIOIINX

Ipumeuanue: ONieHOYHBIC MAaTEPUATHI TI0 JUCIUILIMHE TPUBEICHBI B (DOH/IEC OIICHOYHBIX
marepuasioB OITOII.

5. YYEBHO-METOANYECKOE OBECIHEYHEHUE JUCHUIIJINHBI

5.1 ITeyaTHbIE U IJIEKTPOHHbIE H3IAHNS

1. "Konctutynus Poccuiickoit @enepanun’, U3znarensctBo: "PUIIOJI knaccuk", Mocksa, 2007 -
(160 c.)

https://biblioclub.ru/index.php?page=book&id=53604;

2. A. W. CagenbeB- "KommenTapuit k @enepanbnomy 3akony ot 27 utons 2006 r. Ne 149-03 «O6
nH(popMalru, THPOPMAIIMOHHBIX TEXHOJIOTHSIX U 3alIuTe HHGOopMaum» (moctaTeiHbIn)",
UznatensctBo: "Craryt", MockBa, 2015 - (320 c.)
https://biblioclub.ru/index.php?page=book&id=452587;

3. lllysanoBa, H. H. OcHOBBI e10npon3BOACTBA. SI3bIK CITy’K€OHOTO JOKYMEHTA : y4eOHUK U
MPAKTUKYM JUIsl aKaJIeMUYEeCcKOro OakajaBprara 1o 3KOHOMHUYECKUM HAIIPaBJICHUAM U
cneunansHocTsaM / H. H. lllyBanosa, A. FO WBanosa ; o6m. pea. H. H. Illysanosa ; Poc. akas.
HapOJHOI0 X03siicTBa U roc. ciyx0sl ipu [Ipesunente PO . — M. : FOpaiir, 2015 . - 375 ¢c. -
(bakanaBp. Axagemuueckuii kypc) . - ISBN 978-5-9916-4240-8 ..

5.2 JIunieH3M0HHOe ¥ CBOOOHO pacnpocTpaHsieMoe MPOrpaMMHOe odecrneyeHHe:
1. CHO "IIpomereit";
2. Office;

3. Windows;
4. Maitna BugeoxondepeHIum.

5.3 UnTepHeT-pecypchl, BKIWYast npodeccuoHaIbHbIe 6a3bl JAHHBIX U HH(OPMAIMOHHO-
CIPABOYHbIE CUCTEMBI:
1. 9BC Jlans - https://e.lanbook.com/



2. 9BC "YHuBepcurerckas 6u0J11M0TeKA OHIANH" -

http://biblioclub.ru/index.php?page=main_ub_red

3. Hayunasi 3siekTpoHHasi oubauoreka - https://elibrary.ru/

4. HauuoHabHasi JIeKTPOHHAs 0ubamoTeka - https://rusneb.ru/

5. Dnexkrponnas o6udmoreka MOU (36 MOH) - http://elib.mpei.ru/login.php

6. ITopTan oTKpbITHIX AaHHBIX Poccuiickoii ®@exepanuu - https://data.gov.ru

7. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPYAA U COUMATbHOM 3a1IUTHI PO -
https://rosmintrud.ru/opendata
8. Ba3za OTKPBITBIX JaHHBIX MPO(ecCHOHATBHBIX CTAHAAPTOB MHUHHCTEPCTBA TPyAA U
connaibHoi 3amuThl PA - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

9. ba3a oTKpBITHIX JaHHBIX MHHHCTEPCTBA IKOHOMUYECKOro pa3Butusi PO -

http://www.economy.gov.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUITVIMHBI

Tun nomemeHus Homep ayauropun, OcHamenue
HAHMEHOBaHHe
VY4eOHble ayuTopun XK-417/6, benas CTOJI KOMITBIOTEPHBIN, TOCKAa HHTEPaKTUBHAs,
JUIS IPOBEJICHUS MYJIbTUMEIUITHAs KOMIIBIOTEpHAsI CETh C BBIXOOM B IHTEpHET,
JIEKLIMOHHBIX 3aHATUH 1 CTYIUS MYJIbTUMEAUNHBIN IPOEKTOP, KOMIIBIOTED

TEKYIIEro KOHTPOJIS

MEPCOHAJIbHBIN

K-417/7, CBeroBas
4yepHast CTYIHsI

CTYJI, KOMIIBIOTCpHAad CE€Th C BLIXOAOM B
WuTepHer, MUKPO(OH, MyTbTUMEIUITHBIN
IPOEKTOp, IKpaH, 000pya0BaHKE
CHELUaJIU3UPOBAHHOE, KOMIIBIOTED
MEPCOHAJIbHBIN

Y4eOHble ayIuTOpUN K-417/1, CTOJI TIPENO/IaBaTEelIsl, CTOJI KOMITBIOTEPHBIH,
JUISL IPOBEJICHUS KomnbrorepHblit mKad I JOKYMEHTOB, IKad IS OCKIBI, CTOJ
MPAKTUYECKUX 3aHIATUH, knacc 10 MIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
KP u KII NuTtepHeT, 1ocka MapKepHas epeIBHKHas,
KOMIIBIOTEP NEPCOHAIBHBIN, IPUHTED,
KOHJIUIIMOHEP, CTeH]T MH)OPMAITMOHHBIH
VY4ebHble ayIUTOPUH XK-417/1, CTOJI IPENO0IaBaTeNsl, CTOJI KOMIIBIOTEPHBIH,
JUISL TIPOBEJICHUS KommbrorepHblit mkad a1 JOKYMEHTOB, mKad I Ok b, CTOJ
MIPOMEKYTOUHOMN knacc U0 IIACbMEHHBIN, KOMIIBIOTEPHAsS CETh C BBIXOJIOM B
aTTecTaluu HNuTtepHeT, nocka MapKepHas epeIBHKHas,
KOMIIBIOTEP NEPCOHAIBHBIN, IPUHTED,
KOHJIUIIMOHEP, CTeH]T MH)OPMAITMOHHBIH
ITomemenus s HTB-303, CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI IUCbMEHHBIN,
CaMOCTOSITCILHOM KommbrorepHblit BEIIAJKA ISl OJEKIBI, KOMIIBFOTEPHAS CETh C
paboThI YUTAJILHBIN 3211 BBIXOZIOM B IHTEpHET, KOMIIBIOTED

MIEPCOHAJIBHBIN, TPUHTEP, KOHIUIIMOHED

ITomemenus mis 2K-2000, CTOJI, CTYJI, KOMIIBIOTEP MEPCOHAIBHBIM,
KOHCYJIbTUPOBAHHMS Kondepeni-3an KOHJIUITHOHED
1%0101(6;
ITomemenus st K-417 /2a, CTEIUTAX ISl XpaHCHUsI HHBEHTApPsI, SKPaH,
XpaHeHus: 000pyIOBaHUs [Tomenienue mis YKa3Ka, apXUBHBIE IOKYMEHTBI, TUIIJIOMHBIE U
1 y4eOHOTO WHBEHTAPS WHBEHTapsI KYPCOBBIE€ paOOTHI CTY/ICHTOB, KaHIICISIPCKUI

IIPUHAJUIC)KHOCTH, CIIOPTUBHBINA HHBEHTAPb,
X034 CTBEHHBI NHBEHTAPb, 3allaCHbIC
KOMILJIEKTYIOIHE JUIsi 000pYJOBaHUS
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

JlenoBoit JOKyMEeHTOOOOPOT

(Ha3BaHME AUCIMILIMHBI)
9 cemecTp

IlepeyeHb KOHTPOJIbHBIX MEPONPUATHII TEKYIIIEr0 KOHTPOJS YCIIeBAeMOCTH 10 JTHCIUILIMHE:
KM-1 Crangaptu3zanus nporecca 1okyMeHntupoBanus (KontposbHas padoTa)

KM-2 OpranauzannoHHO-pacniopsauTensHas qrokymentanus (KontponsHas pabora)

KM-3 JlokymeHTanuoHHOe oOecrieueHue kaapoBoit padotsl (TectupoBanue)

KM-4  Texuonoruu pabotsl ¢ fokymeHTamu (TectupoBanue)

Bujx npome:xyTo4HOI aTTecTalMu — JK3aMeH.

Hunexc KM- | KM- | KM- | KM-
Howep Paznen qucuumimnbl KM: L 2 3 4
paszena AT e Henens 4 8 11 15
KM:
1 [IpaBOBbIEC 1 HOPMATHUBHBIE OCHOBBI JEJIOMPOU3BOICTBA.
CranjapTusanus npouecca J0KyMeHTHPOBAHHS
11 IIpaBOBBIE 1 HOPMATUBHBIE OCHOBBI JEJIOINPOU3BOCTBA +
1.2 CranmapTuzaius nporecca JOKyMEHTUPOBAHUS +
2 Opranu3aluoOHHO-PACTIOPSIUTENbHAS IOKYMEHTAIIHS.
CHa0XeHUeCKO-CObITOBas JOKYMEHTAIHS
2.1 OpraHu3alvoHHO-paCTIOPsINTENbHASL JOKYMEHTALUs +
2.2 CHabxeHUYeCKO-COBITOBAS IOKYMEHTAIIUS +

I[OKYMGHTaL[I/IOHHOC obecrneueHue KaﬂpOBOﬁ pa6OTBI.

3
CrnyxxebHas nepenucka. TexHosoruu paboTsl ¢ JOKyMEHTaMu
3.1 JlokyMeHTaIlMoHHOe o0ecredeHne KaapoBoil paboThl +
3.2 CnyxeOHas nepenucka. TexHonoruu paboThl ¢ TOKYMEHTaMU +

Opranuzanys KOHTPOJIsSI UCIIOTHEHUs, pOPMUPOBaHMUS,
4 WCIIOJTHEHUS U XpaHeHus Aell. JJoKyMeHTbI OrpaHU4eHHOT 0
JI0CTyna. DIEKTPOHHBIN JOKYMEHTOO0OPOT

Opl" aHU3alus KOHTPOJI UCIIOJIHCHUA, (bOpMI/IpOBaHI/ISI,
HCITIOJIHCHUA U XPpaHCHUSA

4.1

I[OKYMCHTBI OrpaHUYCHHOI'0 AOCTYIIA. 3JI€KTpOHHLII>i

4.2
JIOKYMEHTO000pOT

Bec KM, %: | 25 25 25 | 25
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