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:

YacTsb, popmMupyeMasi y4acTHUKAMHU 00pa30BaTeIbHBIX OTHOIIEH Uil

Ne IMCHUIIJIMHBI 0 YYeOHOMY
IJIaHy:

b1.4.02.11

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

7 cemecTp - 5;

Yacos (Bcero) no yueoHomy
IJIAHY:

180 yacoB

Jexknun

7 cemecTp - 8 yacos;

HpaKTuquKne 3aHATHA

7 ceMecTp - 8 4acoB;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

7 cemecTp - 2 yaca;

CamocrosiTesibHasi padoTa

7 cemecTp - 160,2 yaca;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

7 cemecTp - 1,5 yaca;

BKJIIOYAS:
KontpoabsHnas padora
TecTtupoBanue

IIpome:kyTouHast aTTecTALUS:

IK3aMeH

7 cemectp - 0,3 uaca;

MockBa 2022




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

3HameHcKaa M.A.

Waentuduratop

RJedb956b-ZnamenskayaMA-72cea

(pacmudpoBKa MOIIHCH)

M.A.
3HaMeHcKasa

(IOJDKHOCTD, yUeHas CTeHeHb, yUeHOe
3BaHUE)

3aBeyIOIIMI BBITYCKAIOIICH
KadeIphl

(mozmucs)

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

CseneHva o snagensuye L3N M3K

Bnapeney

KeToeBa H.Jl.

Waentuduratop

R56dbalba-KetoyevaNL-5403d8c]

(pacumpoBKa MOAKCH)

H.JI. KetoeBa

(IOJDKHOCTD, yUeHas CTeHeHb, yUeHOe
3BaHUE)

(mozrucs)

(pacunpoBKa MOAMKCH)



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
KOMIIETEeHIIH HH/IHKATOPA T0CTHKEHHSI
KOMITETeHIIH
I1K-2 criocob6en W-1nk-2» AHanu3 JaHHbIX o | SHATh:
pa3pabaTbIBaTh METOJAMKHU M | UCIIBITAHUSM FOTOBBIX M3Aenuii | - TOCYAApCTBEHHOC PEr'yTMPOBAHUC
MHCTPYKIMH 110 TEKYIIEMY JIOKYMEHTAIMOHHOTO 00ecrieueHus
KOHTPOJIIO KauyecTBa padoT B YIPaBJICHUS B TOCYAAPCTBEHHBIX
MIPOLIECCE U3TOTOBICHUS OpraHu3anusix,
IPOAYKIIUH, B HCIILITAHUAX - METOJIbI U CpPe/ICTBA cOOpa, XPaHEHUS,
TOTOBBIX U3IEIINN U 00pabOTKH U OLIEHKH MH(OPMAIIHH,
0(OPMIICHUH TOKYMEHTOB, HE00X0IUMOM JIsl 0OecTieYeH s KauecTBa
YAOCTOBEPSIOIUX UX ¥ KOHTPOJTIO €€ 3P (HEKTUBHOCTH;
KauecTBO - OPraHMU3aLMI0 ONIEPATUBHOIO XPAHEHUS
JIOKYMEHTOB B TEKYIIIEM
JIEJIOTIPOU3BO/ICTBE;

- COBPEMEHHYIO OpraHU3aLHI0
JIOKyMEHTO000pOTa U TEHICHIIUU
ucnoabp3osanug UKT.

YMETB:
- TPaMOTHO UCIIOJIb30BaTh [TOMCKOBbIE

BO3MO>KHOCTH CHCTEM 3JIEKTPOHHOT'O
JOKYMEHTOO00POTa;

- pa3buparbcs B KilacCU(pUKATOpax
pa3IMYHBIX BUJOB, YMETh I10JIb30BATHCS
HOMEHKJIATYpOH /eI, NEPEUHIMHU
JIOKYMEHTOB CO CPOKaMH XPAHEHHUSI.

2. MECTO JUCIUILIMHBI B CTPYKTYPE OBPA30OBATEJBHOM ITPOT'PAMMBI BO

JlucuuruiiHa OTHOCHTCS K OCHOBHOM IMpo(eCCHOHANBbHOW 00pa3oBaTelbHOM Iporpamme
VYrpapieHne KauecTBOM IMPOJIYKIUH, IporeccoB U ycuyr (maigee — OIIOII), nanpaBieHusi moAroTOBKH
27.03.02 YnpaBieHue KaueCTBOM, YpOBEeHb 00pa3oBaHus: BbIcliee 00pa3oBaHue - 6akagaBpuar.

bazupyercs Ha ypoBHE cpeaHero oomero oopa3oBaHusI.

Pe3ynbraThl 00y4eHus1, MONTy4YeHHbIE P OCBOCHUH TUCIMILIMHBI, HEOOXOAUMBI IPU BBITOJTHEHUN
BBIMTYCKHOM KBaTU(UKALMOHHON PaOOTHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

3.1 CTpyKTypa THCHUNIHHBI
OO01as TpyJI0eMKOCTh JUCHUTUTMHBI COCTABIISIET S 3a4eTHBIX eauHuIl, 180 9acoB.

PacnpenencHue TpyoeMKocTH pasjena (B 4acax) Mo BHUIAM YIeOHOH 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 2730 | 7 15 - 15 - - - 0.30 - 24 - Ilo0z0mogKa K meKyuiemy KOHmMpoio:
HOPMaTHBHBIE OCHOBBI CaMocTosITeIbHOE U3yUeHHE MaTepHaa TeMbL:
J€TI0IPOU3BOJICTBA. [TpaBoBBIE 1 HOPMATHBHBIE OCHOBBI
CrangapTuzanus JenonpousBoacTsa. CTaHmapTH3anus mpouecca
npouecca JIOKYMEHTHPOBaHUS
JIOKyMEHTHUPOBaHHS H3yuenue mamepuanoe 1umepamypHbix
11 IIpaBoBbIe U 14.15 1 - 1 - - - 0.15 - 12 - UCMOYHUKOB:
HOPMAaTUBHBIE OCHOBBI [1], cT.24
JIEIIONPOU3BOICTBA [2],m. 1, 0.2
1.2 CrangapTH3amus 13.15 0.5 - 0.5 - - - 0.15 - 12 - [3], cTp. 15-35
nporuecca
JOKYMEHTHPOBAHHS
2 Oprasn3annoHHO- 27.30 15 - 15 - - - 0.30 - 24 - 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- 13.65 1 - 0.5 - - - 0.15 - 12 - UCMOYHUKOG:
pacrnopsauTeIbHast [3], cp. 85-96
JIOKyMEHTAIHsl
2.2 CHabxeHuecKo- 13.65 0.5 - 1 - - - 0.15 - 12 -
cObITOBas
JIOKyMEHTAIHs
3 JlokyMeHTalnoHHOE 27.80 15 - 2 - - - 0.30 - 24 - Ilodz0mogKa K meKyuiemy KOHmpoio:
obecrieueHne KapoBoii IToBTOpEHNE MaTepuaa Mo pasziaery
paboTtsl. CiryxeOHas "JlokyMeHTalMOHHOE oOecreyeHne KaipoBoi
HEPENUCKA pabortsl. Ciy)xeOHas nepenucka’
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3.1 JlokyMeHTalnoHHOE 14.15 1 - 1 - 0.15 - 12 - H3yuenue mamepuanog 1umepamypuoix
obecrieueHne KapoBoii UCHOYHUKOG:
paboTHI [3], ctp. 111-131
3.2 | Cayxebnas nepenucka | 13.65 0.5 - 1 - 0.15 - 12 -
4 Texuonorun paborsr ¢ | 32.30 2 - 2 - 0.30 - 28 - Ilo0dz0mogKa K meKyuiemy KOHmpoio:
JOKyMEHTaMH. IToBTOpEHNE MaTepuana Mo pasaety
Opranmuzanus KOHTPOJIS "TexHOTIOTHN pabOTHI C JOKYMEHTaMH.
WCTIOJTHEHUS, Opranuszanust KOHTPOJIS HCIIOTHEHHS,
(opmupoBaHuS, (bopMHUpOBaHNUS, NCTIOTHEHUS U XpaHeHH"
WCTIOJTHEHHS U H3yuenue mamepuanog 1umepamypHbix
XpaHeHHs UCIOYHUKOG:
41 TexHoMOTHU PabOTHI C 18.15 1 - 1 - 0.15 - 16 - [3], cTp.162-181
JIOKyMEHTaMH
4.2 | Opranmzanus kontponst | 14.15 1 - 1 - 0.15 - 12 -
UCTIOJTHEHUS,
(dopmupoBaHus,
UCTIOJIHEHUS U
XpaHeHHsI
5 JIOKyMEHTBI 27.30 15 - 1.0 - 0.30 - 24.5 - Ilodz0mogKa K meKyuiemy KOHmMpoio:
OIPaHUYEHHOTO W3y4yenue Marepuapa 1no teme: JJokyMeHTbI
Joctyna. DJIEeKTPOHHBII OTPaHUYEHHOr0 JIOCTyNa. DJIEKTPOHHBII
JIOKyMEHT0000pOT JIOKyMEHTO0000pOT
5.1 JIOKyMEHTBI 13.15 0.5 - 0.5 - 0.15 - 12 - H3yuenue mamepuanog 1umepamypHsix
OTPaHUYECHHOTO UCIOYHUKOB:
JOCTyTIa [3], cp.227-238
5.2 ONEeKTPOHHBIN 14.15 1 - 0.5 - 0.15 - 125 -
JIOKyMEHT0000pOT
OKk3aMeH 38.0 - - - 2.0 - 0.3 - 35.7
Bcero 3a cemecTp 180.00 8.0 - 8.0 2.0 1.50 0.3 1245 35.7
Hroro 3a cemecTp 180.00 8.0 - 8.0 2.0 1.50 0.3 160.2

Ipumeuanue: Jlex — nexuuu; JIab — naboparopusie padboTsl; [Ip — npaktuueckue 3ausatust; KIIP — aynuTopHble KOHCYIBTALUU IO KYPCOBBIM
npoektam/padoram; MKKII — unauBuyanpHble KOHCYIbTAlMH MO KYpCOBBIM MpoekTam/padoram; ['K- rpymnmnoBsie KOHCYIbTAlUU 110 pa3jaenam
mucuuruinHel; CP — camocrostenbHas padora 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 MPEIPHATHI.

3. Jloxymenmauuonnoe obecneuenue kaoposou pabomoi. Ciydcebnas nepenucka

3.1. JlokyMeHTallMOHHOE oOecrieueHue KaJipoBoi paboThI

CrtpyKkTypa u copepxaHue KaapoBoil JokyMeHTaluu. Opranu3allMOHHO-KaIpOBbIE IOKYMEHTHI.
OpranuzanoOHHO-PACTIOPAIUTENBHBIE JOKYMEHTHI. J[OKYMEHTHMpOBaHHE TPYIOBBIX OTHOLICHHH.
JIoKyMEHTaIMOHHOE COIIPOBOXK/IEHUE TPOLIEAYP KaIPOBBIX TEXHOJIOTHUH.

3.2. CayxeOHast mepenucka
OcoOeHHOCTH fA3BIKa CIYKEOHOTO TOKyMEHTa. MeToauKka pelakTUpOBaHUs M TEXHUKA MPaBKU
CIIy’K€OHBIX JOKYMEHTOB.

4. Texuonocuu Da60mbl C OOKymeHmamu. ODZGHZ/L?CIMM}I KOHmMPOJIA UCNOJIHEHUA, (ﬁODMul?OGaHuﬂ,
UCNOJIHEHUA U XPAHEHUA

4.1. Texnomoruu paboThl ¢ JOKYMEHTaMU
OO6paboTka Bxomfmed M Hcxonsmend nokyMmeHTauuu. Ilopsaok paboThl ¢ BHYTPEHHUMH
JIOKyMEHTaMH.

4.2. Opranusanusi KOHTPOJIS UCIIOTHEHUS, (POPMHUPOBAHUS, UCTIOTHEHUS U XPaHEHHS
Opranuzanys KOHTpOJII MCIONHEHHUS JO0KyMeHTOB. (CocTaBiieHHE HOMEHKJIATyphl JIell.
[TonroroBka JOKYMEHTOB K I€pefjaue Ha XpaHeHHe B apxuB. [lepenaya JOKyMEHTOB B apXUB.

5. Jloxkymenmol 02paHuyenno2o 0ocmyna. IneKmponnblil O0OKYMeHmoobopom




5.1. JIoKyM€eHTBI OTpaHUYEHHOT'0 10CTyIa
JIOKyMEHTBI ¢ OrpaHUYEHHBIM JOCTYIIOM, MoMeueHHYIo rpudpamu «KonpuaeHunansao», «Jlns
CIIy’)K€OHOTO MONIb30BaHus», «KomMMepueckas TaiiHay, «CeKpeTHO.

5.2. DAEKTPOHHBIA JOKYMEHTOOOOPOT
Cuctembl aBTOMAaTH3aIUU JACJIONPOU3BOACTBA. DIEKTPOHHOE JOKYMEHTHUPOBAHHUE.

3.3. TeMbl NpPaKTHYECKUX 3AHATHI
1. IlpaBoBBIE 1 HOPMATUBHBIE OCHOBBI JIETIONPOU3BOACTBA. CTaHAapTH3aIMs Ipolecca
JIOKYMEHTHUPOBAHUS;
2. Opranu3anroOHHO-pacIoOpsIAUTEIbHAS TOKyMeHTalus1. CHa0KeHYECKO-COBITOBAS
JIOKYMEHTaIUs;
3. JlokyMeHTanroHHOe obecrieueHue KaapoBor paboTel. CirykeOHas MepenmcKa;
4. TexHonoruu paboThl ¢ JOKYMEHTaMU;
5. Opranu3zanus KOHTPOJIS UCIIOJTHEHUS, POPMUPOBAHUS, UCTIOTHCHHS U XPAaHSHUS JICT;
6. JIOKyMEeHTBI OTPAaHUYEHHOTO JIOCTYMA. DIEKTPOHHBIN JOKYMEHTOOO0POT.

3.4. Tembl 1a60paTOPHBIX padoT
HE TPETYCMOTPEHO
3.5 KoncyabTanuu

I'pynnoevie koncyremayuu no paszoeiam oucyuniunsl (I°K)

1. OOcyxneHue marepuaigoB no keiicam paszaena "lIIpaBoBble M HOPMAaTHUBHBIE OCHOBBI
nenonpousBojcTBa. CTaHgapTu3anus pouecca J10KyMeHTUPOBaHUS "

2. OOcyxneHue marepualioB Mo Keiicam pazaena "OpraHu3almOHHO-PACIOPSIUTEIbHAS
nokyMeHTanusi. CHabkeHYecKo-cOBITOBAs TOKyMeHTalus "

3. OOcyxneHue wmarepuajgoB Mo Kelicam paszznena "JloKyMeHTallMOHHOe oOecneueHue
KaJipoBoM pabotsl. City:xeOHas nepernucka”

4. OOcyxaeHre MaTepualoB Mo Keiicam pasnena "TexHosoruu paboOThl C JOKYMEHTaMHU.
Opranu3zanys KOHTPOJIS UCIIOJHEHUS, POPMUPOBAHUS, UCTIOIHEHUS U XpaHEHUS "

5. OO6cyxaeHne MaTepuanoB Ho Kedcam paznena "J[OKyMEHTBI OrpaHMYEHHOIO JOCTYyIa.
DNEeKTPOHHBIM JOKYyMEHTO000pOoT"

3.6 TemaTnka KypcoBbIX POEKTOB/KYPCOBBIX padoT
KypcoBoii nmpoekT/ paboTa He MPeayCMOTPEHBI



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

Howmep paznena

O1eHOYHOE CPEACTBO

3arutaHUpPOBAHHbBIC PE3YJIBTATHI OOYUYECHHUS IO TUCHUTLIINHE Konbr JTCUUILTUAHEI (B (T ¥ HAUMEHOBAHUE)
(B COOTBETCTBUH C pa3zeiioM 1) HWHIMKATOPOB | COOTBETCTBUH ¢ 11.3.1)
1]2[3]4]5

3HaTth:
COBPEMEHHYIO OPraHu3alHI0 TOKyMEHTO000pOoTa U V-1 + TectupoBanue/INEKTPOHHBIN
TeHneHuuu nucnoip3zoBanusd UKT i JIOKYMEHTOO0OPOT
OpraHu3aIHMI0 OTIEPATUBHOTO XPAaHEHUS JOKYMEHTOB B V-1 + TecrupoBanue/TexHOIOTHN PAOOTHI C
TEKYIIIEM JEJIOMPOU3BOJICTBE JIOKyMEHTaMU
METO/JIbI U CPEJNICTBA cOOpa, XpaHEHUs, O0PaOOTKH U OI[CHKU TectupoBanue/OpraHu3auOHHO-
uH(popManuy, HeOOXOAUMOM Il 00eCIeUeHUs KauyecTBa U NA-1nk-2 + pacrnopsAuTeIbHas JOKYMEHTALIHS
KOHTPOJIIO €€ dPPEKTUBHOCTH
roCcyJapCTBEHHOE PEryJupoBaHUE JOKYMEHTAIIMOHHOTO TectupoBanue/CinyxeOHas mepenucka
o0ecriedeHus yrnpaBjieHHs B TOCYIapCTBEHHBIX NA-1nk-2 +
OpraHu3aIMsIX
Ymern:
paszOupatbcs B KilaccupUKATOpax pa3InyHbIX BUJIOB, YMETh Kontponbnas pabora/CrangapTuzanus
MOJIb30BaThCs HOMEHKIIATYPOil 1en, mepeuHsMu JokyMeHToB | MJI-1nk-2 + npoiiecca TOKyMEHTUPOBaHUS
CO CPOKaMU XpaHEHUs
IPaMOTHO MCIOJIb30BaTh NOMCKOBBIE BO3MOKHOCTH CUCTEM V-1 + KonTponbnas pabora/CrangapTuzanus

DIIEKTPOHHOI'0 JOKYMEHT0000pOTa

nporecca JTOKyMEHTUPOBAHHMs




4. KOMIIETEHTHOCTHO-OPUEHTAPOBAHHBIE OIIEHOYHBIE CPEJICTBA JUISA
KOHTPOJISI OCBOEHUS PE3YJIbTATOB OBYUEHUS 1O JUCIUILINHE
(TEKYIIU KOHTPOJIb YCIIEBAEMOCTH, TIPOMEKYTOUYHASI ATTECTALMSA
1O JUCLMILINHE)

4.1. Tekymuii KOHTPOJIb yCIIeBA€MOCTH
7 cemecTp

®Popma peanuzaiun: KomnbroTepHoe 3a1aHue
1. OpranuzanroHHO-pacnopsauTenbHas Jokymenrtanus (TectupoBanue)
2. Cnyxebnas nepenucka (TectupoBanue)
3. Texunonoruu padotsl ¢ nokymentamu (TectupoBanue)
4. DnexTpoHHBIA TOKyMeHT0000poT (TectupoBanue)

Dopma peanuzanuu: [TucemenHas padora
1. Cranpapruzanus npouecca gfokymeHTHpoBanus (KontponbsHas pabora)

banmibHO-pedTUHTOBasA CTPYKTYpa AUCLUILINHBI SABIISETCS NPUIOKEHUEM A.

4.2 IlpoMe:xyTOUYHasl aTTECTALUSA 110 AUCHHUILJIMHE

Oxzamen (Cemecmp Ne7)
Onenka ompenensercs B cooTBeTCTBUM C [lonokeHuem o OayibHO-PEHTHMHIOBOM cHUCTeME AJIs
ctynentoB HUY «MOW» Ha ocCHOBaHMM CEMECTPOBOM M aTTECTALIMIOHHOM COCTABIISIOIINX.

B nunmnoMm BeICTaBIsIETCS OICHKA 32 7 CEMCCTD.

Ipumeuyanue: ONieHOYHBIC MAaTEPUAITHI TI0 JUCIUILINHE TPUBEICHBI B (DOH/IEC OIICHOYHBIX
marepuasioB OITOII.

5. YYEBHO-METOANYECKOE OBECIHHEYHEHUE JUCLHUIIJINHBI

5.1 ITeyaTHbIE U IJIEKTPOHHbIE H3IAHNS

1. "Konctutynuus Poccuiickoit ®enepanun, U3narenscreo: "PUITIOJI knaccux", 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
uH(popMalru, THPOPMAIIMOHHBIX TEXHOJIOTUSX U 3allUTe HHPOopMaun» (moctaTeiiHbIn)",
UznatensctBo: "Craryt", MockBa, 2015 - (320 c.)
https://biblioclub.ru/index.php?page=book&id=452587;

3. lllysanoBa, H. H. OcHOBBI e10npon3BOACTBA. SI3bIK CITyK€OHOTO JOKYMEHTA : y4eOHUK U
MPAKTUKYM JUIS aKaJIeMUYeCKOro OakajaBprara 1o 3KOHOMUYECKUM HAIIPaBJICHUAM U
cnenmansHocTsM / H. H. IllyBanosa, A. O MBanosa ; o6m1. pea. H. H. Illysanosa ; Poc. akan.
HapOJHOIO X03siicTBa U roc. ciyx0sl pu [Ipesunente PO . — M. : FOpaiir, 2015 . - 375 ¢c. —
(bakanaBp. Axagemuueckuii kypce) . - ISBN 978-5-9916-4240-8 ..

5.2 JInnieH3M0HHOE M CBOOOHO pacnpocTpaHsieMoe MPOrpaMMHOe odecreyeHHe:
1. CHO "IIpomereit";

2. Office / Poccuiickuit makeT 0(UCHBIX IPOrpamm;

3. Windows / OniepanrionHasi cucrema cemeiictsa Linux;

4. Maiing BuneokongpepeHuuu.



5.3 UaTepHeT-pecypcsl, BKJAIOYas NpodeccHOHAIbHBIE 0a3bI JaHHBIX 1 HH(POPMAIIHOHHO-

CIIPpaBOYHbBIC CUCTEMBI:

1. 3BC Jlans - https://e.lanbook.com/
2. 3BC "YHuBepcuTeTcKasi 0M0JMOTEKAa OHJIAlH" -

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

3. DuekTponHas oudmoreka MOU (b MOM) - http://elib.mpei.ru/login.php

4. TlopTaa oTKpBITHIX JaHHBIX Poccuiickoii @enepanun - https://data.gov.ru

5. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AA U COUMATbHOM 3a1IUTHI PD -
https://rosmintrud.ru/opendata
6. ba3a oTKpBITHIX JaHHBIX NPO¢ecCHOHATBbHBIX CTAHIAPTOB MUHHUCTEPCTBA TPYAA U
conuaabHoii 3aumthl P® - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

7. Ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA IKOHOMUYECKOTo pa3BuTus P@ -

http://www.economy.gov.ru

8. ba3a oTKpbITHIX AaHHBIX PocpuamonnTopunra - http://www.fedsfm.ru/opendata
9. DuekTpoHHas1 OTKPbITasA 0a3a naHHbIX ''Polpred.com O630p CMU" -

https://www.polpred.com

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUITJIMHBI

Tun nomemeHus Homep ayauropun, OcHaleHue
HaHMeHOBaHHe
Y4eOHble ayIuTOpUN K-417/6, benas CTOJI KOMITBIOTEPHBIN, TOCKa HHTEPAKTUBHAS,
JUTSI TIPOBEICHUS MyJIbTUMEANITHAS KOMITbIOTEpHAs CETh C BBIXOJ0M B MHTEpHET,
JIEKIIMOHHBIX 3aHATUN U CTyus MYJIbTUMEIUMHBIA TPOEKTOP, KOMITBIOTED

TEKYIIEro KOHTPOJIS

MEPCOHAJIbHBIN

K-417/7, CBeroBas

qCpHasd CTyaus

CTYJI, KOMIIBIOTCpHAad CE€Th C BLIXOAOM B
WuTepHet, MUKPO(OH, MyTbTUMEIUITHBIN
IPOEKTOp, IKpaH, 000pya0BaHNE
CIIELIMATIM3UPOBAHHOE, KOMIIBIOTEP
MEPCOHAJIbHbBIN

VY4eOHble ayIUTOPUH XK-417/1, CTOJI MIPENOIaBaTeNsl, CTOJI KOMIIBIOTEPHBIH,
JUISL TIPOBEJICHUS KommbrorepHblit mkad a7 JOKYMEHTOB, mKad A Ok b, CTOJ
MPAaKTUYECKUX 3aHIATUH, knacc U0 IIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
KP u KII HNuTtepHeT, 1ocka MapKepHas epeBHKHas,
KOMIIBIOTEP NEPCOHAIBHBIN, IPUHTED,
KOHJIUIIMOHEP, CTeH]T MH)OPMAITMOHHBIH
VY4eOHble ayIUTOPUH XK-417/1, CTOJI MIPENOIaBaTeNs, CTOJI KOMIIBIOTEPHBIH,
JUISL TIPOBEJICHUS KomnbrorepHbIit mkad a1 JOKYMEHTOB, mKad A OJSK b, CTOJ
MIPOMEKYTOUHOMN knacc U0 IIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
aTTecTaluu HNuTtepHeT, 1ocka MapKepHasi epeIBHKHas,
KOMIIBIOTEP NIEPCOHAIBHBIN, IPUHTED,
KOHJIUIIMOHEP, CTeH]T MH)OPMAITMOHHBIH
ITomemenus s HTB-303, CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI TIUCbMEHHBIM,
CaMOCTOSITEIbHOMN KomnbrorepHbIiit BENIAJKa ISl OJEXK/IBI, KOMIIBFOTEPHAS CETh C
paboThI YUTaNbHBINA 3]l BBIXOZIOM B IHTEpHET, KOMITBIOTED

MIEPCOHAIBHBIN, TPUHTEP, KOHUIIMOHED

ITomemenus mis 2K-2000, CTOJI, CTYJI, KOMIIBIOTEP MEPCOHAIBHBIMN,
KOHCYJIbTUPOBAHHMS Kondepeni-3an KOHJIUITHOHED
1%0101(6;
[Tomemenus st K-417 /2a, CTEIUTAXK ISl XpaHECHUsI HHBEHTAaps, SKPaH,
XpaHeHus: 000pyIOBaHUs [Tomenienue mis YKa3Ka, apXUBHBIE IOKYMEHTBI, TUIIJIOMHbBIE U
1 y4eOHOTO WHBEHTAPS WHBEHTapsI KYPCOBBI€ paOOTHI CTY/ICHTOB, KAHIICIISIPCKUI
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IIPUHAJICKHOCTH, CIOPTUBHBIM HHBEHTAPb,
XO34MCTBCHHBI HHBEHTAPh, 3allaCHBIC
KOMILIEKTYIOLME Uil 000pyJOBaHUS
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

JlenoBoit JOKyMEeHTOOOOPOT

(Ha3BaHME AUCIMILIMHBI)

7 cemecTp

HepequL KOHTPOJIBHBIX MePOHpHﬂTHﬁ TEKYIIET0 KOHTPOJIA yCII€BAEMOCTH MO JUCHUIIJIMHE:

KM-1
KM-2
KM-3
KM-4
KM-5

Cranpapruzanus npouecca gokymeHtupoBanus (KontponbsHas pabora)
Opranu3aluoOHHO-pacropsAnTeNbHast TokyMeHTauus (TectupoBanue)
Cnyxebnas nepernucka (TectupoBanue)

Texnonoruu padotsl ¢ nokymeHTamu (TectupoBanue)

DNeKTpOHHBIN 1okyMeHToo0opoT (TecTupoBanme)

Buja npoMexyToUHOI aTTecTANMU — DK3aMEH.

Nunexc KM- | KM- | KM- | KM- | KM-
Howep Paznen nucuuninHb KM: L 2 3 4 >
pasjena Henens 2 5 8 10 12
KM:
[TpaBoBBIE 1 HOPMATHBHbBIE OCHOBBI
1 nenonpousBoacTBa. CTaHaapTU3anus rnpoiecca
JIOKYMEHTHPOBaHUS
11 [IpaBoBBIEC M1 HOPMATHBHBIE OCHOBBI +
' JIeJIONPOU3BO/ICTBA
1.2 CranmapTuzaiys nporecca JOKyMEHTUPOBAHUS +
2 Opraan3anroHHO-paCTIOPAIUTEIbHAS JOKYMEHTAIHS.
CHabxeH4eCK0-CObITOBAs JOKYMEHTAIHSI
2.1 OpraHu3alvoHHO-paCTIOPsINTENbHASL JOKYMEHTALUs +
2.2 CHabxeHUYeCKO-COBITOBAS IOKYMEHTAIIUS +
3 JlokyMeHTalmoHHOe o0ecneyeHrne KapoBoil paboThl.
CrnyxebHasl mepenucka
3.1 JlokyMeHTaIMoHHOe o0ecredeHne KaapoBoil paboThl +
3.2 CnyxeOHast mepenucka +
TexHonoruu paboTsl ¢ JoKyMeHTamMu. Opranuzanus
4 KOHTPOJISI UCTIOJIHEHUS, POPMUPOBAHUS, UCTIOTHEHUS
U XpaHEHUs!
4.1 TexHonoruu paboThl C TOKYMEHTaMU +
42 Opranuzanys KOHTPOJIsSI UCIIOJTHEHUs, pOpMUPOBaHUS, +
' WCTIOJTHEHUS M XpaHCHUS
5 JIOKyMEHTBI OTPaHUYEHHOTO JJOCTYIA. DIEKTPOHHBIN
JIOKYMEHTO000pOT
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5.1 JIOKyMEHTBI OTPaHMYEHHOIO JOCTYIIA +
5.2 DNEKTPOHHBIA TOKYyMEHTOO0OpOT +
Bec KM, %: | 20 20 20 20 20
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