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:

b1.4.02.09

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

2 cemecTp - 4,

Yacos (Bcero) no yueoHomy
IJIAHY:

144 yaca

Jexknun

2 cemecTp - 8 yacos;

HpaKTuquKne 3aHATHA

2 cemecTp - 4 yaca;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

2 cemecTp - 2 yaca;

CamocrosiTesibHasi padoTa

2 cemecTp - 128,5 yaca;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

2 cemectp - 1,2 yaca;

BKJIIOYAS:
TecTtupoBanue

IIpome:kyTouHast aTTecTALUS:

3ayer ¢ OLEeHKOM

2 cemectp - 0,3 yaca;
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NPOI'PAMMY COCTABMUJI:
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1! Brageney, 3aprapsH M.T.
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3aBeyIOIIMI BBITYCKAIOIICH
kadenpoi




1. EJIX 1 3AJAYHN OCBOEHMUSA JUCIIUITJIMHbI

Ilear ocBoeHusn

JUCHUIIJIUHBI .

OCBOCHUE U cucreMarTrusanmua

3HaHUKU B  oOactu

JOKYMEHTOO00pOTa W JIEJIONPOU3BOJCTBA, OOECIIEYeHNE OPUEHTHPOBAHUS B HOPMATHUBHO MPABOBBIX
aKTaX U OCHOBHBIX JOKYMEHTaxX YIPaBIEHUYECKON JEsTeIbHOCTH, IOMOILb B COCTaBIEHUU U 0(OPMIICHUH
TEKCTOB OCHOBHBIX YIIPaBJICHUECKUX IOKYMEHTOB

3agauu AMCHMIIINHBI

- 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 !

Koa m HauMeHOBaHHue
KOMIIeTeHIINH

Kox 1 HamMeHOBaHHe
HHIMKATOPA T0CTHXKEHUS
KOMIIETEeHI{UH

3anaHupoBaHHbIE Pe3yJbTATHI 00y4YeHnsl

PITIK-1 Criocoben
OCYIIECTBIISATh

b yHKIIOHATBHOE
PYKOBOJCTBO paOOTHUKAMU
OT/eN1a TEXHUYECKOTO
KOHTPOJISI KQuecTBa

MpoaAYKIUHU

W-4pnk-1 AHaIM3UpyeT
OpraHu3aMOHHO-
YIIPaBJIEHYECKOE
SKOHOMHYECKOE COCTOSIHUE
XO3SUCTBYIONIETO CYOBEKTA

3HATh:
- IpaBUJIa COCTABIICHUS U PEJaKTUPOBAHUS
CITy>KE€OHBIX JTOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU CTaHIAPTOB;

- OCHOBHBIE TIOHSTHS J€JIIOBOTO
JIOKyMEHTO000pOoTA.

YMETB!
- IPUMEHSTH NTPABOBbIE 1 HOPMATHBHBIE
OCHOBBI OPraHU3aL[IOHHO-
JOKYMEHTALMOHHOI'0 00eCIIeUeHMs],;

- paboTaTh ¢ JOKyYMEHTaMHU
OrPaHUYEHHOIO JOCTYNA.

2. MECTO JUCIUILIVHBI B CTPYKTYPE OBPA30OBATEJBHOM ITPOT'PAMMBI BO

HucuurninuHa OTHOCHUTCA K OCHOBHOM TmpodeccroHanmbHOM 00pa3oBaTelbHON Mporpamme
VYmpaBieHrne KauecTBOM MPOIYKINH, TporieccoB U ycnyr (mainee — OITOII), nanpaBneHus: moAroTOBKU
27.03.02 YupaBieHue kKauecTBOM, YPOBEHb 0Opa30BaHuUsI: BhICIIee 00pa3oBaHue - OaKkaaBpuar.

basupyercst Ha ypoBHE cpeiHero oo1ero oopazoBaHus.

PesynbTarsl 00yueHus, Noxy4eHHbIE IPU OCBOEHUU JAUCLUUIUIMHBI, HEOOXOAUMBI IIPU BBIOJIHEHUN
BBIITYCKHON KBaIH(PUKALMOHHON pabOTHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

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

Pasnensr/TeMsl
JTUCIUTUTAHBL/ (D OPMBI
IIPOMEXKYTOUHOMI
aTTecTalluu

Ha paszen

Cemectp

PacnpenencHue TpyoeMKocTH pasjena (B 4acax) Mo BHUIAM YIeOHOH paboThI

KonrakTHas pabora

CP

Jlex

JIab

IIp

Koncynpranus

HKP

KIIP

I'K

HKKII

TK

A

Pabora B
ceMecTpe

ITonroroBska x
aTTecTalun
/KOHTPOJIb

CopneprkaHue caMOCTOSTENTFHON paboThl/
METOIUYECKHE YKa3aHHs

2

w| Bcero gacos

7

8

9

10

11

12

13

14

15

JenonpousBoacTeo u
€ro MecTo B
YIPaBICHYECKOU
nesrenbHocTh. O0IIIHIE
TpeOOBaHUS K
COCTaBJICHUIO
JIOKyMEHTOB

33.65

N

15

1.2
5

0.6

0.3

30

Ilooz0mogka K mekyuiemy KOHmpoi: pabora
OPHEHTHPOBAHA HAa U3YYEHHE JINTEPATYPHBIX
HNCTOYHHKOB, KOHCIICKTUPOBAHUC OCHOBHBIX
JAaHHBIX, IIPOXOXKJIACHUC HpO6HI)IX TCCTOB 110
yu4eOHOMY MaTepuairy

H3yuenue mamepuanoe 1umepamypHbix
UCIOYHUKOG:

11

Jlesonpou3BOICTRO.
OCHOBHEIE 3TaIlb
JIETIONIPOU3BO/ICTBA.
Knaccudukarus
JIOKyMEHTOB B
YIPaBIECHYECKON
JEATEILHOCTH
OpraHu3aIu

11.3

0.5

0.5

0.2

0.1

10

1.2

Oo1uiue TpeOOBaHUS K
COCTaBIICHHIO H
odopMIeHNH
JIOKYMEHTOB

11.3

0.5

0.5

0.2

0.1

10

1.3

TexHuueckue cpeacTBa
odopmieHus,
Pa3MHOXEHUS,
XpaHEeHUs U epeaadn
nHdopmanny,
NpPUMEHSICMBIC B
JIeTIONIPOM3BOJICTBE

11.05

0.5

0.2

0.2

0.1

10

[1], cTp. 56-65

OpranuzalluoOHHO-
pacnopsiauTebHas

45.15

3.0

1.2

0.6

0.30

40

Ilodzomogka K meKyuiemy KOHmpoio: padboTa
OPHUEHTUPOBaHA Ha U3yUYEHUE JIUTEPATYPHBIX
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JOKYMCHTalUsA

HNCTOYHHKOB, KOHCIICKTUPOBAHUC OCHOBHBIX

2.1 Knaccudukarus 11.52 1 0.2 0.2 0.07 10 JTAaHHBIX, IIPOX0XKICHIE MPOOHBIX TECTOB IO
CIpPaBOYHO- 5 5 5 y4eOHOMY MaTepHaity
HH(OPMAIHOHHBIX H3yuenue mamepuanos 1umepamypnolx
JOKyMeHTOB. J{enoBast UCHOYHUKOB:
TepenycKa [1], cTp.115-125
2.2 IIpasmna cocraBinennss | 11.02 0.5 0.2 0.2 0.07 10
u ohopMITeHUS 5 5 5
OCHOBHBIX CIIPABOYHO-
WHPOPMATNOHHBIX
JIOKYMEHTOB
2.3 CocraBneHne 11.67 1 0.5 0.1 0.07 10
odopmiicHHE 5 5
OpraHHU3aI[MOHHO-
pacioOpsIAUTENBHBIX
JIOKYMEHTOB
2.4 JIOKyMEHTBI 110 10.92 0.5 0.2 0.1 0.07 10
JIMYHOMY COCTaBY 5 5 5
3 Opranuzanus padotei ¢ | 22.70 1.0 1.0 04 0.30 20 Iloozomoska Kk meKyuwemy KOHmpo0: padota
JOKYMEHTaMHU OPUEHTUPOBAHA HA U3YUYECHUE JINTEPATYPHBIX
3.1 Oo6paboTka Bxomsmeit | 11.35 0.5 0.5 0.2 0.15 10 HUCTOYHUKOB, KOHCIIEKTHPOBAaHHE OCHOBHBIX
U UCXOJISIICH JIAHHBIX, TIPOXOXKIACHHE TPOOHBIX TECTOB IO
JIOKyMEHTAIHH. yueOHOMY MaTepuaty
Pabouwnit neub oduc- H3yuenue mamepuanos iumepamypuolx
MeHeKepa UCHOYHUKOB:
3.2 | Opranusauus xpanenus | 11.35 0.5 0.5 0.2 0.15 10 [3], crp. 80-92
JIOKyMEHTAIHH.
Howmenknatypa gen
4 IMoarotoska 24.50 25 0.5 04 0.30 20.8 Iloozomoska K meKyuwemy KOHmpo0: padorta
JIOKYMEHTOB K 0 OPUEHTUPOBAHA HA U3YUYEHUE JINTEPATYPHBIX
MOCIIEAYIOLIEH HCTOYHHMKOB, KOHCIIEKTUPOBAHHE OCHOBHBIX
nepeaadyc B apxXuB U JAHHBIX, MIPOXOXKIACHUC HpO6HBIX TECTOB I10
Ha YHUYTOXKECHHE y4eOHOMY MaTepuaty
4.1 OCHOBHBIE 3TaITbl 12.60 2 0.2 0.2 0.15 10 H3yuenue mamepuanog numepamypusix
nepenay JOKyMEHTOB 5 UCHOUHUKOG:
B apX¥B WIHA Ha [2], cTp. 121-132
YHUUTOXKEHUE [3], cTp. 115-129
4.2 | Pabora ¢ mokymentamu, | 11.90 0.5 0.2 0.2 0.15 10.8
MMEIOIIUM IpUd 5




OrpaHUYCHU 10CTYyHa
3a4er ¢ OLEHKOI 18.0 - - - - - - - 0.3 - 17.7
Bcero 3a cemecTp 144.000 8.0 - 4.0 - 2.0 - 1.200 0.3 110.8 17.7
0
Hroro 3a cemecTp 144.000 8.0 - 4.0 2.0 1.200 0.3 128.5
0

IIpumeuanue: Jlex — neknuu; JIab — mabopatopusie padotsl; [Ip — npaktuueckue 3ansatusi; KIIP — ayautopHbie KOHCYIBTAIIMN 110 KYPCOBBIM
npoektam/padoram; MKKII — nnauButyanbHble KOHCYIBTAIUH 110 KypCOBBIM IpoekTam/padoram; I'K- rpymnmoBsie KOHCYIbTaIlMK 1O pa3ienaM
muctumuael; CP — camoctosarensHas padora cryaenta; MKP — nnas konraktHas padota; TK — Texymmii KoHTposb; [TA — mpomexyTouHas
aTTecranus




3.2 KpaTkoe coaep:kaHue pa3iejioB
1. /lenonpouzeo0cmeo u e2o mecmo 8 ynpagienueckou deamenvHocmu. Qbwue mpebdosanus K
COCMABNEHUI0 QOKYMEHNO8

1.1. enompon3BoactBo. OCHOBHEIE 3TaIbI AEIONPOU3BOACTBA. Kitaccupukamus TOKyMEHTOB B
YIIPaBJICHYECKOH JIEATEILHOCTH OpraHU3aiuu

OcHoBHBIE DdTambl AeNONpou3BoAcTBa. Kitaccupukanus TOKYMEHTOB B YIPaBIEHYECKOU
NesITeIbHOCTH Opranu3anuu. KOpuandeckas cuiia JOKyMeHTa.

1.2. O6mwme TpeOoBaHUS K COCTABICHUIO U O(DOPMIICHUH TOKYMEHTOB
PexBHU3HUTHI yIpaBICHUECKUX JIOKYMEHTOB H TpaBwia ux opopmieHus. TpeOoBaHus K OJaHKaM
JTOKYMEHTOB. CXeMBbI PaCIOJIOKEHHUS PEKBU3UTOB JOKYMEHTOB. O0pa31ipl OJJaHKOB JOKYMEHTOB.

1.3. Texuuueckue cpenctBa opopmiieHus, pa3MHOXKEHHS, XPaHEHUS U Tiepeaaun nHhopMaluu,
IPUMEHSIEMbIE B JIEJIONPOU3BOJICTBE

Knaccudukannonusle rpynmsl U MOATPYIIB CPEACTB OpraHU3aIMOHHON TexHuku CpenctBa
COCTaBJICHUS M HM3TOTOBIICHUS TEKCTOBBIX M TAOIWYHBIX JIOKYMEHTOB. CpelcTBa KONMUPOBAaHUS U
TUpaXUpOBaHUS JOKyMeHTOB. CpeactBa wukporpaduu, oOpabOTKHM JOKYMEHTOB, BHYTpPH-
BHEO(UCHOU TPAHCIIOPTUPOBKH JIOKYMECHTOB.

2. ODZLZHM3aquHHO'DaCI’ZOD}Z()umefleaﬂ dOKVMeHmaMM}Z

2.1. Knaccudukanus cnpaBouHO-UH(YOPMALIMOHHBIX JOKYMEHTOB. JleoBas nepenucka

Knaccugukanus  cnpaBo4HO-MH(OOPMAIIMOHHBIX ~ JOKYMEHTOB. Buabl  ciaykeOHBIX U
KOMMEPYECKUX MHCEM. JETIOBOE IMMUCHhMO Ha PYCCKOM si3bIke. OQopMiIeHHe PEKBU3UTOB CIIyKeOHOTO
nucbma. Kommepueckast nepernucka.

2.2. TlpaBuia cocTtaBieHUs U OPOPMIIEHHS OCHOBHBIX CIIPaBOYHO-UH()OPMALIMOHHBIX
JIOKyMEHTOB

®daxkcol. [Joknmagnas (cimykeOHas) 3anucka. OObsicHutensHas. CrpaBku. AkThl. OduiinanbHas
JIOBEPEHHOCTb..

2.3. CocraBnenue u 0popMIIEHHE OpraHU3aMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB
[TpaBuna coctaBieHust U OQOPMIIEHHS] OCHOBHBIX OpraHM3allMOHHBIX TOKYMeHTOB. I[IpaBuia
COCTaBJICHHUA U O(l)OpMJ'IeHI/Ifl OCHOBHBIX paCopAaAUTCIIbHBIX JOKYMCHTOB..

2.4. JIoKkyMEHTBHI 110 JINYHOMY COCTaBy
JInunbie noxymeHtbl. TpynoBeie noroBopsl. JInuHoe 3asBieHue. ABroouorpadus. Pesrome.
[Tpukassl o JIM4HOMY cocTaBy. Pacnucka..

3. Opeanuszayus Da601’nbl C OOKVMeHmaMu

3.1. O6paboTka BxojsIIel U UCXO el TokyMeHTauuu. Pabounii 1eHs oduc-mMeHemkepa

Opraamzanus aokymeHToobopora. OOpaboTka Bxomsamend gokymeHTtanuu. (OOpaboTka
ucxondauie nokymeHtauuu. Ilopsiok paboTel B BHYTPEHHUMM JOKyMEHTaMu. Perucrtpanus u
KOHTPOJIb HCITOJTHEHUST JOKYMEHTOB.

3.2. Opranu3anus XxpaHeHus JokyMeHTanuu. Homenknarypa agen
CucremaTu3zanus AOKyYMEHTOB Ha mpeanpustuud. dopmupoBaHue 1en. YCTaHOBJIEHHE CPOKOB
XpaHEHus Aedl.
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4. Iloocomoska 00KVM€Hm06 K nowzedwoweﬁ nepedatte 6 ApXue6 Ul Ha YHUUYmMOoOIIcerHue

4.1. OcHOBHBIE 3Tambl MIepelayyl JOKYMEHTOB B apXUB WM HAa YHUUYTOKECHHE

MOJITOTOBUTENIbHEIN (00OCHOBaHHME BBIOOpa CIOco0a COXpAHCHHsS WM YHUYTOXKEHUS ITyTEeM
MPOBEJCHUS SKCIEPTH3bl [IEHHOCTH JOKYMEHTOB), OCHOBHOW (ITOATOTOBKA JA€N JUIs Iepenadyd B
apXMB), 3aBepIIAIOIIMNA (MepeJaya B apXWMB WIM YHUYTOXKEHHUE). DKCIEPTU3a IEHHOCTH
JOKYMEHTOB: TIOHSITUE, Ha3HadeHue. [IpUHIUOBI W KPUTEPUU ONpPENEICHHUS HAydHOH,
UCTOPUYECKON W MPAKTUYCCKOW IEHHOCTU JOKYMEHTOB. DKCIEPTHBICE KOMHUCCHH, UX (DYHKIIHUH,
npasa. DTarlbl IPOBEICHUS YKCIIEPTU3BI.

4.2. Pabora ¢ JOKyMEHTaMH, UMEIOIIUM TPUQ OrpaHHUYCHHS JOCTYIa
JIOKyMeHTBI OrpaHn4eHHOro aoctyna. OcoOeHHOCTH paboThl ¢ TOKYMEHTaMH, COAEp KalliMU
KOMMEPUYECKYIO TaliHy. J{el10npon3BOICTBO MO JOKYMEHTAM, COJIEpKAIlUM KOMMEPUYECKYIO TailHy.

3.3. Tembl NpaKTHYECKUX 3AHATHI
1. Opranu3anuoOHHO-PACTIOPSIIUTENbHAS U CHA0KEHISCKO-COBITOBAS JIOKYMCHTAIIHS,
2. JlokyMeHTaIlMOHHOE 00ecIieueHue KaJIpoBOii paboThI,
3. IlpaBOBBIC 1 HOPMATHUBHBIE OCHOBBI JICTIONPON3BOJICTBA;
4. OpraHu3aius KOHTPOJISI UCIIOTHEHUs, JOPMHUPOBAHUS, UCIIOTHEHUS ¥ XPAaHCHHS JICIT.
DJEeKTPOHHBINH JOKYMEHTOOOOPOT.

3.4. Tembl 1a60paTOPHBIX PadoT
HE MPEyCMOTPEHO

3.5 KoncyabTauuu

[ pynnoewle koncyremavuuu no pazoeaam oucyuniunsl (I'K)

1. PaccmoTpeHne OCOOCHHOCTEHM MENOMpPOM3BOJACTBA M €ro MeCcTa B YINPaBICHYECKOU

JESATEIBHOCTH.

Paccmotpenue ocoOeHHOCTEN OpraHU3alMOHHO-PACIOPAIUTENIbHON TOKYMEHTALIUH.

PaccmoTpenme ocobeHHocTel opranu3anuy padoThl C JOKYMEHTaMU.

4. PaccMmoTpeHHE OCOOEHHOCTEHM IMOATOTOBKH JIOKYMEHTOB K TMOCJENYIONIEH Tepenadd B
apXUB WA HA YHUUYTOKECHHE

wn

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



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

3ariaHupOBaHHbIE PE3YIbTaThl 00Y4YEHNUS 110

Howmep paznena
JUCUUILIMHEI (B

O1eHOYHOE CPEIICTBO
(THI ¥ HAUMEHOBAHUE)

Kongsl
JUCLUIUIMHE COOTBETCTBUHM C
UHJUKAaTOPOB
(B cOOTBETCTBUHU C pazjesioM 1) n.3.1)
1]2[3]4
3HaTh:
OCHOBHBIE ITOHSTHUS JI€JI0BOT0 JOKYMEHTOO00pOTa V/T-4prca + TectupoBanue/CrangapTusanus mpoecca
JIOKYMEHTUPOBaHUs
[IpaBUJIa COCTABJICHUS U PElaKTUPOBAHMS TectupoBanue//lokyMeHTalMOHHOE 00ecTIeYeHrne KapoBOi
CIIy’>k€OHBIX JOKYMEHTOB B COOTBETCTBUU C N-4pnk-1 + paboTtel. TexHonoruu paboThl C TOKyMEHTaMU
TpeOOBAHUSAMU CTAH/IAPTOB
Ymersb:
paboTaTh C JOKYMEHTaMHU OIPaHHYEHHOTO WT-Aprca + TectupoBanne/[lonroToBKa JOKYMEHTOB K TOCIEAYIOMIECH
J0CTyna nepefayr JOKYMEHTOB B apXMB WM HA YHUYTOXKEHUE
IIPUMEHSITH [IPAaBOBbIE U HOPMATUBHBIE OCHOBBI TectupoBanne/OpraHu3aiOHHO-PACTIOPS AUTEIbHAS
OpraHU3aLOHHO-10KYMEHTAI[HOHHOTI'O N-4pnix-1 + JOKYMEHTaIUs
o0ecrnieuyeHus




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
2 cemecTp

®Popma peanuzaiun: KomnbroTepHoe 3a1aHue
1. JlokyMeHTaIoHHOE o0ecreueHne KaapoBoi paboTel. TexHOIOruu paboThl ¢ JOKYMEHTaMU
(TectupoBanue)
2. OpranuzanroHHO-pacnopsauTenbHas fokymentanus (TectupoBanue)
3. [ToaroroBka JOKYMEHTOB K MOCJEAYIOIIEH repeiayl TOKYMEHTOB B apXUB WJIM Ha
yauuroxenue (TectupoBanue)
4. Crannaptuzanus npoiecca fokymeHtupoBanus (TectupoBanue)

bannpHO-peNTHHIOBask CTPYKTYpa AUCLUIUIMHBI SBJISIETCS MPUIIOKEHUEM A.

4.2 IlpomMe:kyTOoUYHAs aTTECTALUS 1O JUCHUIINHE

3auem ¢ oyeuxoui (Cemecmp Ne2)
OueHka ompenensieTcss B COOTBETCTBUU ¢ IlomokeHneM o OalIbHO-PEUTHHIOBOM CHUCTEME IS
crynentoB HUY «MOW» Ha ocHOBaHWYU CEMECTPOBOM U aTTECTALIMOHHOM COCTABIISIONIUX

B nunnoM BeICTaBIsETCS OICHKA 3a 2 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. "Kouncrutynuus Poccuiickoit @enepanun’, U3znarensctro: "PUIIOJI knaccuk", Mocksa, 2007 -
(160 c.)

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

2. Ulysanosa, H. H. OcHOBBI 1e10npou3BOJICTBA. SI3bIK CIIy>K€OHOTO TOKYMEHTA : y4eOHUK U
NPaKTUKYM JUIS aKaJeMUYecKoro OakajaBpuaTa 1o SKOHOMUYECKUM HalpaBJICHUSIM U
cneunansHocTsaM / H. H. lllyBanosa, A. FO WBanosa ; o6m. pea. H. H. Illysanosa ; Poc. akas.
HapOAHOIo X03siicTBa U roc. ciyx0s! pu [Ipesunente PO . — M. : FOpaiir, 2015 . - 375 ¢c. —
(bakamaBp. Axagemudeckuii kypc) . - ISBN 978-5-9916-4240-8 .,

3. A. 1. CaenbeB- "KommenTtapuii k @enepanbHomy 3akoHy oT 27 utonist 2006 r. Ne 149-03 «O0
uHpopManuu, UHHOPMAIIMOHHBIX TEXHOJOTHX U 3aluTe HHPOopMaun» (ocTaTeilHbIN)",
NznarensctBO: "CratyT", Mocksa, 2015 - (320 c.)
https://biblioclub.ru/index.php?page=book&id=452587.

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. Buneoxondepenuuu (Maitnn, Coepmxas, BK u np).
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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. Hayunas 3;1ekTpoHHas 0udamoreka - https://elibrary.ru/

4. JnexTponHasi 6udmmoreka MIU (36 MDIH) - http://elib.mpei.ru/login.php

5. ITopTan oTKpLITHIX AaHHBIX Poccuiickoii ®@exepanuu - https://data.gov.ru

6. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AA U COUMAIBHOM 3a1UTHI PD -
https://rosmintrud.ru/opendata
7. ba3a OTKpBITHIX JaHHBIX NPO(eCcCHOHAIBHBIX CTAHAAPTOB MUHHUCTEPCTBA TPYAA U
connajbHoi 3amuThl P® - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

8. ba3a oTKpBITHIX JaHHBIX MHHHCTEPCTBA IKOHOMUYECKOro pa3Butusi PO -

http://www.economy.gov.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHHUE JUCHUITJIMHBI

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

TEKYIIEro KOHTPOJIS

MEPCOHAJIbHBIN

K-417/7, CBeroBas

qCpHasd CTyaus

CTYJI, KOMIIBIOTCpHAad CE€Th C BLIXOAOM B
WuTepHet, MUKPO(OH, MyTbTUMEIUITHBIN
IPOEKTOP, IKpaH, 000pya0BaHKE
CIELUAaIU3UPOBAHHOE, KOMIIBIOTED
MEPCOHAJIbHBIN

VY4eOHble ayIUTOPUH XK-417/1, CTOJI IPENOIaBaTeNs, CTOJI KOMIIBIOTEPHBIH,
JUISL TIPOBEJICHUS KomnbrorepHsblit mkad a1 JOKYMEHTOB, mKad A OJSK b, CTOJ
MPAKTUYECKUX 3aHIATUH, knacc U0 IIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
KP u KII NuTtepHeT, 1ocka MapKepHasi epeBHKHas,
KOMIIBIOTEP NEPCOHAIBHBIN, IPUHTED,
KOHJIUIIMOHEP, CTeH]T MH)OPMAITMOHHBIH
VY4eOHble ayIUTOPUH XK-417/1, CTOJI IPENOIaBaTENs, CTOJI KOMIIBIOTEPHBIH,
JUISL TIPOBEJICHUS KomnbrorepHbIit mkad a7 JOKYMEHTOB, mKad A OJEK b, CTOJ
MIPOMEKYTOUHOMN knacc U0 MIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
aTTecTaluu NuTtepHeT, 1ocka MapKepHas epeIBHKHas,
KOMIIBIOTEP NEPCOHAIBHBIN, IPUHTED,
KOHJIUIIMOHEP, CTeH]T MH)OPMAITMOHHBIH
ITomemenus s HTB-201, CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI TIUCbMEHHBIM,
CaMOCTOSITEIbHOMN KomnbrorepHbIit BENIAJKa ISl OJEXK/IBI, KOMIIBFOTEPHAS CETh C
paboThI YUTaNbHBINA 3]l BBIXOZIOM B IHTEpHET, KOMITBIOTED

MIEPCOHAIBHBIN, TPUHTEP, KOHIUIINOHED

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

IIPUHAJUIEKHOCTH, CIIOPTUBHBINA HHBEHTAPb,
X034/ CTBEHHBI HHBEHTAPh, 3alIaCHbIE
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KOMILIEKTYIOIINE JUTsl 000pYAOBaHUS
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

JlenoBoit JOKyMEeHTOOOOPOT

(Ha3BaHME AUCIMILIMHBI)

2 cemecTp

HepequL KOHTPOJIBHBIX MePOHpHﬂTHﬁ TEKYIIET0 KOHTPOJIA yCII€BAEMOCTH MO JUCHUIIJIMHE:

KM-1
KM-2

KM-3
KM-4

Cranpaptusanus npouecca JokymeHTupoBanus (TectupoBanue)

JlokyMeHTaImoHHOe o0ecredeHrne KaapoBoil paboTel. TexHomoruu paboThl ¢ JOKYMEHTAMH
(TectupoBanue)

OpranuzannoHHo-pacnopsauTenbHas fokymenranus (Tectuposanue)

[ToaroToBka JOKYMEHTOB K IOCIIEAYIOIIEH Nlepeiadl JOKYMEHTOB B apXUB WIIM HA YHUUYTOXKEHUE
(TectupoBanue)

Bujx npome:xyTo4HOI aTTecTannu — 3a4€T C OLIEHKOM.

Wunekc KM- | KM- | KM- | KM-
Howep Paznen aucuummHbl KM: L 2 3 4
paszena Henens 3 6 9 12
KM:
Jlenonpou3BOJCTBO U €r0 MECTO B YIIPaBJIEHYECKOM
1 nesteapHocTH. O01mue TpeOOBaHUs K COCTABICHHUIO
JIOKYMEHTOB
JenornpounsBoactBo. OCHOBHBIE 3TaIlbl J€IONPOU3BOCTBA.
11 Knaccugukarus 10KyMEHTOB B YIIPaBICHUECKON +
JIeSITeIbHOCTH OPraHU3aIIH
12 O61mue TpeboBaHMs K COCTaBICHUIO U 0(OPMIICHUH +
JJOKYMEHTOB
TexHunueckue cpeacTsa 0pOpMIICHHS, pa3MHOXKEHHUS,
13 XpaHEeHUs U Nepeiaud HHPOpMaLu, IPUMEHEMbIE B +
JIEJIONPOU3BOJICTBE
2 OpraHu3anroHHO-pacopsIUTeIbHAast JOKYMEHTAIUS
21 Knaccugukanus cnpaBo4HO-UH(OPMALMOHHBIX JOKYMEHTOB. +
JlenoBas nepenucka
29 [TpaBuiia coctaBiaeHust 1 0(OPMIICHHUS] OCHOBHBIX CIIPAaBOYHO- +
UH(POPMALIMOHHBIX IOKYMEHTOB
23 CocraBnenue u opopmiieHHe OpraHU3allMOHHO- +
pacropsaUTeIbHBIX JOKYMEHTOB
2.4 JIOKYMEHTBI 110 INYHOMY COCTaBy +
3 Opranuzanus paboThI C TOKyMEHTaMU
31 O6paboTka BXOJAIIEH U UCXOSAIIEH TOKYMEHTALUH. +
Pabounii neHp oduc-MeHeKepa
3.2 Opranuzanus XxpaneHus JokymMmeHTauuu. Homenknarypa aen +

13



[ToaroroBka TOKyMEHTOB K MOCIIEIYIOIIEH NIepeaadye B apXuB

4 WJIM Ha YHUYTOKECHUE
41 OcHoBHBIE 3Tallbl Iepeaun JOKYMEHTOB B apXUB MJIU Ha +
YHUUTOXEHUE
49 Pabora ¢ tokymMmeHTaMu, UMEIOUIUM IPUQ OrpaHUYCHUS +
J0CTyna
Bec KM, %: | 25 25 25 25
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