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

Hanpagjienue noaroroBku/cnenuajabHocth: 38.03.01 Dxonomuka
HaumeHoBaHue 00pa3oBaTejibHON NPpOorpaMMbl. JKOHOMHUKA OU3Heca
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma o0yuenusi: OuHo-32049HASA

Pabovast mporpaMmMa AMCHHUIIIHHBI
AEJTOBOU JOKYMEHTOOBOPOT

biaok:

Baok 1 «/Iucuuniunsl (MoxyJim)»

Yactb 00pa3oBaTesbHOM
NPOrpamMMblI:

Oo0s13aTeLHas

Ne IMCHUIIJIMHBI 0 YYeOHOMY
IJIaHy:

b1.0.03.03

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

4 cemectp - 3;

Yacos (Bcero) no yueoHomy
IJIAHY:

108 yacoB

Jexknun

4 cemecTp - 8 yacos;

HpaKTuquKne 3aHATHA

4 cemecTp - 6 yacoB;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

4 cemecTp - 2 yaca;

CamocrosiTesibHasi padoTa

4 cemectp - 90,8 yaca;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

4 cemectp - 0,9 yaca;

BKJIIOYAS:
KontpoabsHnas padora
TecTtupoBanue

IIpome:kyTouHast aTTecTALUS:

3ayer ¢ OLEeHKOM

4 cemectp - 0,3 yaca;
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NPOI'PAMMY COCTABMUJI:

[IpenoaBarenn

Mol ¢

MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»

CseneHva o snagensuye L3N M3K

Bnageneyu NMoHoMmapega O.10.

Waentudukatop  RAb1926d1-PonomarevaOY-63420d

O.10.
ITonomapeBa

(OJDKHOCTB)

COI'ZTACOBAHO:

(mozmuch)

(pacmudpoBKa MOIIHCH)

PyKOBOI[I/ITe.]—H) MognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3aU»
o CeesieHun o Bnagensue U3N M3aK H.B.
06p330BaTeHBHOI/I z Bnageney, Hukwngoposa 1.B.
IPOrPAMMBI * Mal UpeHTudMKaTop Redb9b109-KhitrovaDV-bd905102 HI/IKI/I(bOpOBa
(OIKHOCTB, YUeHasl CTETICHb, YUCHOE (mozmuch) (pacmudpoBKa HOIIHCH)
3BaHHUE)

3aBeyIOIIMI BBITYCKAIOIICH
KadeIphl

MoanucaHo 3NeKTPOHHON nognuckio $TEOY BO «HUY «M3U»

CeesieHun o Bnagensue U3N M3aK

Bnageney, KypawkoBa IM.H.

WaeHTudHKaTop R6ab6dd0d-KurdiukovaGN-ca01d8

I'.H. Kyparokosa

(IOJIKHOCTB, YUeHas CTEIICHb, YUCHOE
3BaHHUE)

(mozmucs)

(pacmudpoBKa MOIIHCH)



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
KOMITeTeH K HHIMKATOPA I0CTHIKEHHSI
KOMIeTeHIIHH
OIIK-5 Cnocoben NJ-lonk-s Mcrons3yer SHATB.
HCIIONBE30BATE COBPEMEHHBIC - TEXHOJIOTUH pabOThI ¢ JOKYMEHTaMH,
COBpEMEHHBIE MH(OPMALHOHHBIE HEOoOXO0MMBIe JUI o0ecIieueHHs KauecTBa
UH(POPMALOHHBIE TEXHOJIOTMH U IPOIPaMMHBIE 1 KOHTPOJIS ¢ 3 PEKTHBHOCTH.
TEXHOJIOTUH U CpeZCTBa JJIs XpaHEHUs,
IPOrpaMMHBIE CPECTBA 00paboTKH, aHAIHM3a U YMCETb.
IpU PELICHUU npezacrapnenus nHGopmanuyn | - TPUMCHATD IIPABOBLIC 1 HOPMATUBHBIC
npodeccHoHaNbHBIX 3a1a4 OCHOBBI OPTaHM3aLMOHHO-
JOKYMEHTALMOHHOI'0 00eCIIeUeHMs],;
- FPaMOTHO COCTaBJIATh U 0OPMIIATH
OpraHU3alMOHHO-PACHOPSAUTENBHYIO
JIOKYMEHTAIUIO.

2. MECTO JUCIHUILIMHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPOT'PAMMBI BO

JucuunimHa OTHOCUTCS K OCHOBHOW mpodeccHoHambHOM 00pa3oBaTeNbHON  MporpaMme
OxoHomuka Ousneca (manee — OIIOII), nanpasnenuss moarotoBku 38.03.01 DxoHOMMHKA, ypOBEHb
o0Opa3oBaHUs: BhICIIEe 00Opa3oBaHue - OakamaBpHar.

bazupyercs Ha ypoBHE cpeqHero o01iero oopa3oBaHusl.

Pe3ynbpTarsl 00y4eHus, MoyydeHHbIE IPH OCBOCHUH TUCIMITIIMHBI, HEOOXOAUMBI IPU BBIOJHEHUH
BBIMTYCKHOM KBaJTU(UKALMOHHON PabOTHI.




3. CTPYKTYPA U COAEP)KAHUE JUCHUIIJIMHbI
3.1 CTpyKTypa THCHUNIHHBI

OO01as TpyJI0eMKOCTh JUCIUIUTMHBI COCTABIISIET 3 3a4€THBIX euHMIIbI, 108 Jacos.

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
aTTeCTAIMH | @ e T e ey Tk | ikkn | o | | cemeerpe a}iﬁfgfﬁf
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 [IpaBoBkie 1 24.8 4 2 - 2 - 0.5 - 0.3 - 20 - Ilo0z0mogKa K meKyuiemy KOHmMpoio:
HOPMaTHBHBIE OCHOBBI CaMocTosITeIbHOE U3yUeHHE MaTepHaa TeMbL:
JeNONIPOU3BO/ICTBA. [TpaBoBBIE 1 HOPMATHBHBIE OCHOBBI
CrangapTuzanus JenonpousBojcTBa. CTaHgapTU3anus mnpolecca
nporecca JIOKYMEHTHPOBaHUS
JIOKyMEHTHUPOBaHHS
11 IIpaBoBrIe U 12.6 1 - 1 - 0.4 - 0.2 - 10 -
HOPMAaTHBHBIC OCHOBEI
JICTIONPON3BOICTBA
1.2 Cranpaptuzanus 12.2 1 - 1 - 0.1 - 0.1 - 10 -
nporuecca
JOKYMEHTHPOBAHHS
2 Oprasn3annoHHO- 25.0 2 - 2 - 0.8 - 0.2 - 20 - Ilo0zomoeka K meKyuiemy KOHmMPOJIio:
pacropsiuTesbHas IToBTOpEHNEe MaTepuaa Mo paszaery
JIOKyMEHTaL U "Opranu3anMoOHHO-PacTIOPAIUTEIbHAS
CHabkeHYeCKO- nokymeHTanus. CHaGkeHuIeCKO-COBITOBas
cObITOBas JIOKyMeHTarus"
JIOKyMEHTAIMsI
2.1 OpraHu3annoHHO- 125 1 - 1 - 0.4 - 0.1 - 10 -
pacropsiuTesbHas
JIOKyMEHTAIHsl
2.2 CHabXeHYeCKO- 125 1 - 1 - 0.4 - 0.1 - 10 -
cObITOBas
JIOKyMEHTAIHs
3 JlokyMeHTallMOHHOE 40.2 4 - 2.0 - 0.7 - 04 - 33.1 - Ilodzomogka K mexkyuiemy KOHmMpOiio:
obecrieueHne KapoBoii IToBTOpEHNE MaTepuaa Mo pasziaery
pabotel. CiyxeOHast " JJokyMeHTaIIHOHHOE 00ecIieYeHUe KaIpoBOH
HEPENnCKa. pabortsl. Ciy)xeOHas nepenucka’
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TexHosorun paboTsI ¢
JIOKyMEHTaMH.
ONeKTPOHHBIN

JIOKYMEHTO000POT

3.1

JloKyMeHTallMOHHOE
obecrieueHne KagpoBOi
paboThI

10.0

0.5

0.4

0.1

3.2

CriyxeOHas rmepernucka.
TexHoMOTHA PabOTHI C
JOKYMEHTaMH

9.7

0.5

0.1

0.1

3.3

Opranu3auust KOHTPOIIS
UCIIOJIHEHUS,
(dopmupoBaHus,
HUCIIOJTHCHHUA U
XpaHeHUs

9.7

0.5

0.1

0.1

3.4

JIOKyMEHTBI
OrpaHUYCHHOTO
JocTymna. DIeKTPOHHBIH
JIOKyMEHT0000pOT

10.8

0.5

0.1

0.1

9.1

3a4eT ¢ OLEHKOI

18.0

0.3

17.7

Bcero 3a cemecTp

108.0

8

6.0

2.0

0.9

0.3

73.1

17.7

Hroro 3a cemecTp

108.0

8

6.0

2.0

0.9

0.3

90.8

IIpumeuanue: Jlex — nexuuu; JIab — nabopatopusie pabotsl; [1p — npaktuueckue 3ausatust; KIIP — ayautopHble KOHCYIbTAIMK 110 KYPCOBBIM
npoekTtam/padotam; MKKII — nnauBHTyanbHbIe KOHCYIBTALUH 110 KypCOBBIM IpoekTaM/pabotam; I'K- rpymnmnoBsie KOHCYIbTallMK O pa3ienaM
mucturuael; CP — camoctosarensHas padorta cryaenta; MKP — nunas konraktHas padota; TK — Texymumiit koHTposb; [TA — npomexyTrouHas
aTTecranus



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. Jloxymenmayuounoe obecneyernue kaoposou pabomwl. Cnyacebnas nepenucka. Texnono2uu
pabombl ¢ QOKYMEHMaMu. INeKmpPOHHbIL OOKYMEHmMo0bopom

3.1. lokyMeHTallMOHHOE 00ecreueHne KaapoBoil paboThl

CrpyKkTypa U colepkaHue KaapoBoil JokyMeHTaruu. OpraHn3aluoHHO-KaIpOBbI€ JOKYMEHTHI.
Opranu3alvoHHO-PACTIOPAIUTENbHbIE JOKYMEHTHI. J[OKYMEHTHpOBaHHE TPYIOBBIX OTHOIIEHUM.
JIOKyMEHTaIlMOHHOE CONIPOBOKACHUE MPOLEAYP KaJPOBBIX TEXHOJIOTHH.

3.2. CnyxxebHas nepenucka. TeXHOJIOTHH pabOTHI C JOKyMEHTaMHU

Oco0eHHOCTH s3bIKa CITY’KEOHOTO JTOKyMeHTa. MeToaMKa pelakTUpOBaHUs U TeXHUKA MPABKH
CIIy’keOHBIX TOKyMeHTOB. O0paboTka BXosmIed 1 ucxoasien qokyMeHTauu. [lopsaok paboTel ¢
BHYTPEHHUMH JIOKyMEHTAMHU.

3.3. Opranu3anus KOHTPOJISI UCTIOTHEHUS, (POPMHUPOBAHUS, HCIIOTHEHUS ¥ XPaHEHHSI
Opranuzanys KOHTpOJI MCIONHEHHA JAOKyMeHTOB. (CocTaBlieHME HOMEHKJIATyphl JEll.
IToaroToBka TOKYMEHTOB K Ilepeaade Ha XpaHeHue B apxuB. [lepegadya TOKyMEHTOB B apXHB.

3.4. JIoKyMEHTBI OTPaHUYEHHOTO JOCTYIA. DIEKTPOHHBII JOKYMEHTOO00POT

JIOKYMEHTBI ¢ OTpaHUYEHHBIM JIOCTYIIOM, ToMeueHHYI0 rpudamu «KoHpuaeHmansHo», «Jus
ClIy’)keOHOro Tmosb30BaHus», «Kommepueckas TaitHa», «CekpeTHo». CHCTeMbl aBTOMAaTHU3aLUU
JIEJIONPOU3BOJICTBA. DIIEKTPOHHOE TOKYMEHTHPOBAHHUE.



3.3. TeMbl NIpaKTHYECKUX 3aHATHH
1. lokyMeHTaIlmOHHOE 00ECTICYCHHE KaIpPOBOH PabOTHI;
2. IIpaBoBble M1 HOPMATUBHbBIE OCHOBBI JEJIONPOU3BOICTBA;
3. OpraHu3anmoHHO-PACIIOPSANTEIbHAS U CHAOKEHUECKO-COBITOBAsT IOKYMCHTAIIHS,
4. Opranu3anus KOHTPOJISI UCIIOTHEHUs, POPMHUPOBAHUS, UCIIOTHEHUS M XPAHEHUS JII.

DIIEKTPOHHBIN TOKYMEHTOOOOPOT.
3.4. Tembl 1a060paTOPHBIX padoT
HE NPEIyCMOTPEHO

3.5 KoncyabTanum

I pynnosgvie koncyrbmayuu no pazoeiam oucyuniunol (I'K)

1. OOGcyxnaeHue MarepuanoB 1o Kkeiicam paszzaena "IIpaBoBble W HOPMAaTHBHBIE OCHOBBI
nenonpousBojcTBa. CTaHaapTrU3anus pouecca J10KyMeHTUPOBaHUS "

2. OOcyxneHue marepualioB Mo Kkeiicam pazaena "OpraHu3almOHHO-PACIOPSIUTEIbHAS
nokyMeHTanus. CHabkeHYeCKO-cObITOBAs TOKyMEHTalus"

3. OOcyxneHue MarepualoB IO Keiicam pazzaena "JIoKyMeHTalMOHHOE OOecleYeHue

KagpoBoi paboTel. Ciry>xeOHast mepenucka’

3.6 TeMaTnka KypcoBbIX IPOEKTOB/KYPCOBBIX padoT
KypcoBoii mpoekT/ pabota He MpeayCMOTPEHBI



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

3arIaHupOBaHHbBIC PE3YAbTAThI 00YUEHUS 110

Howmep paznena
JUCUUILTUHEI (B

OueHoYHOE CPEeICTBO
(TUII 1 HAUMEHOBAHUE)

Konpr
JUCLUIUINHE COOTBETCTBUH C
MHIUKAaTOPOB
(B cOOTBETCTBUHU C pazjesioM 1) n.3.1)
1] 2] 3
3HaTh:
TEXHOJIOTUHU paboThlI C JOKYMEHTaMH, TectupoBanue//lokymMeHTallMOHHOE 00ecreyeHne
HEOOXOAUMBIE JIs1 00ECIIeYeHHUS KauecTBa U NA-1lonk-s + KaJpoBoi paboTsl. TexHomornu paboThl C JOKYMEHTaMHU
KOHTpOJIA €€ 3 PEKTUBHOCTH
Ymersb:
I'PaMOTHO COCTABJIATh U 0OPMIISATH KonrtponbHas pabora/Cranaaprusanus npouecca
OpPraHU3alMOHHO-PACIIOPAIUTEIILHYIO NA-1lonk-s + JIOKYMEHTUPOBAHHUS
JOKYMEHTALUIO
IIPUMEHSTH [IPaBOBbIE U HOPMATUBHBIE OCHOBBI Konrtponsnas pabora/Opranu3anioHHO-
OpraHU3alMOHHO-A0KYMEHTAIMOHHOIO NA-1lonk-s + pacnopsAUTENbHAs JOKYMEHTALNS
obecrnieueHus




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

4.1. Tekymuii KOHTPOJIb yCIIeBA€MOCTH
4 cemecTp

Dopma peanmzanuu: KoMrboTepHOE 3a/1aHHE
1. JlokyMeHTaIoHHOE o0ecreueHne KaapoBoi paboTel. TexHOIOruu paboThl ¢ JOKYMEHTaMU
(TectupoBanue)

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

BaHHLHO-peﬁTHHFOBaﬂ CTPYKTYpa JUCHUIUINHBI SABJIACTCA ITPUITOKCHUCM A.

4.2 Ilpome:KyTOYHAS aTTeCTALMS 10 JUCHUIIMHE

3auem ¢ oyenxou (Cemecmp Nod)
Ouenka ompenensieTcss B cOOTBETCTBUU ¢ [lonoxkeHneM o OaIbHO-PEUTHHTOBOM CHUCTEME ISt
crynenroB HUY «MOW» Ha oCHOBaHMU CEMECTPOBOM U aTTECTALIMOHHON COCTaBIISIOIINX

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

5. YYHEBHO-METOANYECKOE OBECHHEYHEHUE JUCHUIIJINHbI

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. U. CagenbeB- "KommenTapuit k @enepanbnomy 3akony ot 27 utons 2006 r. Ne 149-03 «O6
nH(popMalru, THPOPMAILIMOHHBIX TEXHOJIOTUSX U 3allUTe NHPOopMaun» (moctaTeiiHbIn)",
UznatensctBo: "Craryt", MockBa, 2015 - (320 c.)
https://biblioclub.ru/index.php?page=book&id=452587;

3. lllysanoBa, H. H. OcHOBBI e10nmpon3BOACTBA. SI3bIK CIIy>K€OHOTO JTOKYMEHTA : 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 BuneoxondepeHuu.

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

5. llopTan oTKpBITHIX AaHHBIX Poccuiickoii @exepanun - https://data.gov.ru

6. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AAa U COUMATbHOM 3a1IUTHI PO -
https://rosmintrud.ru/opendata
7. ba3a oTKpBITHIX JaHHBIX NPO¢ecCHOHATBbHBIX CTAHIAPTOB MUHHUCTEPCTBA TPYAA U
conuaabHoii 3aumThl P@ - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

8. ba3a oTKpBITHIX JaHHBIX MHUHHCTEPCTBA IKOHOMUYECKOT0 pa3BuTus P® -

http://www.economy.gov.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI

Tun noMemenus

Homep ayauropun,

HAaUMMCHOBAHUC

OcHalenue

Y4eOHble ayIuTOpUN
JUTSI TIPOBEICHUS
JIEKIIMOHHBIX 3aHATHH U
TEKYIIEr0 KOHTPOJIS

K-417/6, benas

MYJIbTUMEANMHASA

CTYIUS

CTOJI KOMITBIOTEPHBIH, TOCKAa UHTEPAKTUBHAS,
KOMIIBIOTEPHAs CETh C BBIXOJIOM B MIHTEpHET,
MYJIbTUMEIUNHBIA TPOEKTOP, KOMITBIOTED
MePCOHAIIBHBIN

K-417/7, CBeroBas

qcpHasd CTyaus

CTYJ1, KOMIIBIOTEpHAs! CETh C BBIXOIOM B
WuTepHer, MUKPO(OH, MyJIbTUMEIUITHBIN
IPOEKTOP, IKPaH, 000pyAOBaHHUE
CIELNAIU3UPOBAHHOE, KOMIIBIOTED
MePCOHAIIBHBIN

VY4eOHble ayuTopun K-417/1, CTOJI IIPENOAABATEIISA, CTOJI KOMIIBIOTEPHBI,
JUTSl IPOBEJICHUS Kommbrotepusiii | mkad 11st TOKyMEHTOB, MIKad IS OJEKIbI, CTOI
MPAaKTUYECKUX 3aHIATUH, kiacc U110 MACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
KP u KII NHuTrepHer, 1ocka MapKepHas IepeIBUKHAs,
KOMIIBIOTEP MEPCOHATILHBIN, IPUHTED,
KOHJIMIIMOHEDP, CTeH HH(OPMAIMOHHBIHI
VY4eOHble aynuTopun K-417/1, CTOJI ITPENOIABATEIISA, CTOJI KOMIIBIOTEPHBI,
JUIS IPOBEJICHUS KomnbroTepusiit | mkad 11 JOKYMEHTOB, MKad U1 0J1€XK/Ibl, CTOJ
MPOMEKYTOUHOMN kiacc U110 MHCbMEHHBIN, KOMITBIOTEPHAs CETh C BBIXOJOM B
aTTecTaluu WuTepHeT, 1ocKka MapKepHas IepeIBUKHas,
KOMIIBIOTEP MEPCOHATILHBIN, IPUHTED,
KOHJIMIIMOHEDP, CTeH HH(POPMAIIMOHHBIHI
ITomenenus s HTB-303, CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI TUCHMEHHBIN,
CaMOCTOSITENIbHOM KomnbrotepHsiii BeLIAJIKA JUIsl OACHKbI, KOMIIBIOTEPHASI CETh C
paboThI YUTAJIbHBIN 3al1 BbIX0I0M B IHTEpHET, KOMIIbIOTED

IIEPCOHANIbHBIMN, IPUHTEP, KOHAULIMOHED

ITomemenus s K-2000, CTOJI, CTYJI, KOMITBIOTEP MEPCOHATBHBIM,
KOHCYJIbTUPOBaHUS Kondepeni-3an KOHJUIIMOHED
a0
ITomemenus s XK-417 /2a, CTEeJUIaX MJI XPAaHCHUS UHBEHTAps, DKpaH,
XxpaHeHust ooopynoBanus | Ilomemenue s yKa3Ka, apXUBHbIE IOKYMEHTHI, TUIIJIOMHBIE U
1 y4eOHOTr0 MHBEHTaps WHBEHTapsI KypCOBbI€ pabOTHI CTY/I€HTOB, KaHIIEIAPCKUIA

MIPUHAJIC)KHOCTH, CIOPTUBHBIA HHBEHTAPb,
X034iCTBEHHBI HHBEHTAPb, 3allaCHbIC
KOMILIEKTYIOIINE JUIsl 000pYAOBaHUS
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IIpunoxenne A

BAJJIBHO-PEUTUHIOBAS CTPYKTYPA JJUCHUILJIAHBI

JlenoBoit JOKyMEeHTOOOOPOT

(Ha3BaHME AUCIMILIMHBI)
4 cemecTp

IlepeyeHb KOHTPOJIBLHBIX MEPONIPUSITHI TEKYIIIET0 KOHTPOJISI YCIE€BAEMOCTH MO THCIUILTHHE:

KM-1 Crangaptu3zanus nporecca 1okyMeHntupoBanus (KontposbHas padoTa)

KM-2 OpranuzaiinoHHO-pacnopsauTelibaas qokymenTamnus (KonrponsHas padora)

KM-3 JlokymeHTaImoHHOE 00ecriedeHre KaJapoBoii paboThel. TexHOMOrHN paboThl ¢ JOKYMEHTaAMH
(TectupoBanue)

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

Nnnekc KM- | KM- | KM-
Homep Pa3nen nucnuIninHabl KM: 1 2 3
paznena Henens 3 6 9
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 +

JlokyMeHTarmoHHOe o0ecneyeHre KaapoBoit padboTsl. CirykeOHas

3 nepenucka. TeXHonIoruu paboTsl ¢ TOKyMEHTaMH. DJIEKTPOHHBIH
JIOKYMEHTO0000pOT
3.1 JlokyMeHTalmoHHOE oOecreueHne KaapoBoil padoThl +
3.2 CnyxeOHas nepenrcka. TexHOIoTnu paboThI C TOKYMEHTaMHU +
33 Opraau3anus KOHTPOJISI HUCTIOTHEHHUS, JOPMHUPOBAHUS, UCTIOTHEHUS +
' Y XpaHEHHUs
34 JIOKyMEHTBI OTPaHUYEHHOTO JJOCTYIA. DIEKTPOHHBIN +
' JIOKYMEHT0000pOT

Bec KM, %: | 35 30 35
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