MuHHCTEpPCTBO HAYKH U BbIcLIero oopa3osanusi PO
DenepanbHOE roCyJapCcTBeHHOE 0K0I:KeTHOE 00pa30oBaTe/IbHOE YUpPeKIeHNEe
BbICIIET0 00Pa30BaAHUA
«HanuoHanbHBIN HccIeI0BaTeIbCKUN yHUBepcuTeT « MIU»

Hanpasienue noaroroBku/cnenuaabHocTb: 38.03.01 DxoHoMuka
HaumeHnoBaHue o0pa3oBaTejibHOI NporpaMMbl: JKOHOMHKA OH3Heca
YpoBeHnb 00pa3oBaHus: BbiciIee 00pa3oBaHue - faKkajaBpuaT

®opma o0yuenusi: OuHoO-32049HASA

Pabovast mporpaMmMa AMCHHUIITHHBI
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 - 4,

Yacos (Bcero) no yueoHomy
IJIAHY:

144 yaca

Jexknun

4 cemecTp - 16 yacos;

HpaKTuquKne 3aHATHA

4 cemecTp - 6 yacoB;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

4 cemecTp - 2 yaca;

CamocrosiTesibHasi padoTa

4 cemectp - 118,5 yacos;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

4 cemectp - 1,2 yaca;

BKJIIOYAS:
TecTtupoBanue

IIpome:kyTouHast aTTecTALUS:

3ayer ¢ OLEeHKOM

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

MNognucaHo anekTpoHHoi nognuckio ®r60Y BO «HUY «M3U»
CseneHwa o snagenbuye UM M3K

= Bnageneyu 3aprapsad M.T.

[IpenomaBaTelib * Mol ¢ Naentudmeatop  RA034 1d98-ZargaranMT-59b1130 M.T. 3aprapsin

COI'TACOBAHO:

MognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3aU»
P%,KOBO'HHTCHB o CeesieHun o Bnagensue U3N M3aK H B
00pa30BaTCIbHON = Bnageney HuknhopoBsa [.B. T
HpOFpaMMBI * Mol + WaeHTudHKaTop Redb9b109-KhitrovaDV-bd905102 HHKH(bOpOBa

MoanucaHo 3NeKTPOHHON nognuckio $TEOY BO «HUY «M3W»
Ceefenua o Bragensue L3N M3

3aBeyrOLIHI BBIITYCKAFOLICH LY e KpLinenko EE.
kadenpoi * Mol ¢ Wasrvdrarop | R753Cd28C-GudKovaYY-c67582a9 E.E. Kpbuienko




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 OCHOBHBIX YIIPABJIICHYCCKUX NOKYMCHTOB.
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 KOMneTeHIHH U 3alJIaHUPOBAaHHBIE Pe3yJIbTaThl 00yUeHHs 110
JTUCHHUIIIINHE, COOTHECEHHBIE C HHAMKATOPAMHU JOCTHKEHUS KOMIIeTEeHIHI !

Kon n HanmeHoBanue Kon u HaumeHOBaHMe 3anaHupoBaHHbIE Pe3yJbTATHI 00y4YeHNs
KOMIIETEeHL MU HHJAUKATOPA JOCTUKEHUSI
KOMIICTCHIUH
OIIK-5 Cnocoben NJ-lonk-s Mcrons3yer SHATB.
UCIIOJIB30BAaTh COBPEMEHHBIE - IPUHIAIIBI PAOOTHI C OKYMCHTAMH U
COBpPEMEHHBIE nH(pOpPMaILMOHHbBIE OpraHu3aLUU JJOKYMEHTO000pOTa;
UH(POPMALOHHBIE TEXHOJIOTHH U IIPOrpaMMHBbIE - OCHOBHBIC IOHATHA ACIOBOT'O
TEXHOJIOTUHU U CpE/CTBA JIJIsl XpaHEHHS, JIOKyMEHTOO0OpOTA.
IIPOrpaMMHBIE CPE/ICTBA 00paboTKu, aHamu3a u
IIPU PELLIECHUN npejcTaBieHus uHpopmanuu | YMETb.
npohecCHOHAIBHBIX 3334 - IPUMEHSATH [TPAaBOBbIE U HOPMATHBHbIE
OCHOBBI OpPTraHU3allMOHHO-
JIOKYMEHTALMOHHOT'0 00eceueHM s,
- paboTaTh C JOKyMEHTaMu
OTrPaHMYEHHOI0 JIOCTYyIa.

2. MECTO JUCIHUILIMHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPOT'PAMMBI BO

JlucuuniuHa OTHOCHUTCS K OCHOBHOWM Tpod)ecCHOHaIbHOW 00pa3oBaTeNnpHOM MporpaMme
OxoHomuka Ousneca (manee — OIIOII), nanpasnenuss moarotoBku 38.03.01 DkoHOMHKa, YpPOBEHB
o0Opa3oBaHUs: BhICIIEe 0Opa3oBaHue - OaKkamaBpHar.

bazupyercs Ha ypoBHE cpeqHero o01iero oopa3oBaHusl.

Pe3ynbpTarsl 00y4eHus, MojydeHHbIE TP OCBOEHUH JTUCIUIUIMHBI, HEOOXOIUMBI TIPU BBIITOJTHEHUN
BBIMTYCKHOM KBaJTU(UKALMOHHON PabOTHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

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

Pasnensr/TeMsl
JTUCIUTUTAHBL/ (D OPMBI
IIPOMEXKYTOUHOMI
aTTecTalluu

Bcero uacos
Ha pa3zen

Cemectp

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

KonrakTHas pabora

CP

Jlex

JIab | Ip

Koncynpranus

HKP

KIIP I'K

HKKII

TK

A

Pabora B
ceMecTpe

ITonroroBska x
aTTecTalun
/KOHTPOJIb

CopneprkaHue caMOCTOSTENTFHON paboThl/
METOIUYECKHE YKa3aHHs

2

]

6 7

8 9

10

11

12

13

14

15

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

D|w

w
[{e]

R

- 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

12.3

0.1

10

1.2

Oo1uiue TpeOOBaHUS K
COCTaBIICHHIO H
odopMIeHNH
JIOKYMEHTOB

11.8

0.1

10

1.3

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

12.8

0.1

10

[1], cTp. 56-65

OpranuzalluoOHHO-
pacnopsiauTebHas

43.90

0.30

35

Ilodzomogka K meKyuiemy KOHmpoio: padboTa
OPHUEHTUPOBaHA Ha U3yUYEHUE JIUTEPATYPHBIX

4




JOKYMCHTalUsA

HNCTOYHHKOB, KOHCIICKTUPOBAHUC OCHOBHBIX

2.1 Knaccudukanus 11.77 0.5 0.2 0.07 10 JIAaHHBIX, TIPOXO0’KAEHHE TPOOHBIX TECTOB IO
CIpPaBOYHO- 5 5 y4eOHOMY MaTepHaity
HH(OPMAIHOHHBIX H3yuenue mamepuanos numepamypHsix
JIOKYMEHTOB. [lenoBast UCHMOYHUKOG:
TepenycKa [1], cTp.115-125
2.2 IIpaBwna cocraBienuss | 7.775 0.5 0.2 0.07 5
u ohopMITeHUS 5
OCHOBHBIX CIIPaBOYHO-
WHPOPMATNOHHBIX
JIOKYMEHTOB
2.3 CocraBneHne 11.67 0.5 0.1 0.07 10
odopmiicHHE 5 5
OpraHHU3aI[MOHHO-
pacioOpsIAUTENBHBIX
JIOKYMEHTOB
2.4 JIOKyMEHTBI 110 12.67 0.5 0.1 0.07 10
JIMYHOMY COCTaBY 5 5
3 Opranuzanus padotsi ¢ | 18.70 1.0 04 0.30 15 Iloozomoska Kk meKyuwemy KOHmpo0: padota
JOKYMEHTaMHU OPUEHTUPOBAHA HA U3YUYECHUE JINTEPATYPHBIX
3.1 Oo6paboTka Bxomsmeit | 11.85 0.5 0.2 0.15 10 HUCTOYHUKOB, KOHCIIEKTHPOBAaHHE OCHOBHBIX
1 UCXOMSIICH JaHHBIX, IPOXOXKICHHE NPOOHBIX TECTOB 110
JOKYMEHTALHH. y4eOHOMY MaTepHaly
Pabounit nenp oduc- H3yuenue mamepuanos numepamypHsix
MEHepKepa UCHOYHUKOG:
3.2 | Opranusauus xpaHedus | 6.85 0.5 0.2 0.15 5 [3], crp. 80-92
JOKYMEHTALHH.
Howmenknatypa gen
4 IMoaroroska 26.50 1.0 0.4 0.30 20.8 Ilodzomogka K mekyuwiemy KOHmpoio: padbora
JIOKYMEHTOB K OPUEHTUPOBAHA HA U3YUYEHUE JINTEPATYPHBIX
MOCIIEAYIOLIEH HCTOYHHMKOB, KOHCIICKTHPOBAHHE OCHOBHBIX
nepeaadyc B apxXuB U JAHHBIX, MIPOXOXKIACHUC HpO6HBIX TECTOB I10
Ha YHUYTOXKECHHE y4eOHOMY MaTepuaty
4.1 OCHOBHBIE 3Talbl 12.85 0.5 0.2 0.15 10 H3yuenue mamepuanog numepamypusix
nepenayy JOKyMEHTOB UCIOYHUKOB:
B apX¥B WIHA Ha [2], cTp. 121-132
YHUUTOXKEHUE [3], cTp. 115-129
4.2 | Pabora ¢ mokymentamu, | 13.65 0.5 0.2 0.15 10.8

MMEIOIIUM IpUd




OrpaHUYCHU 10CTYyHa
3a4er ¢ OLEHKOI 18.0 - - - - - - - 0.3 - 17.7
Bcero 3a cemecTp 144.000 16 - 6.0 - 2.0 - 1.200 0.3 100.8 17.7
Hroro 3a cemecTp 144.000 16 - 6.0 2.0 1.200 0.3 118.5

Ipumeuyanue: Jlex — nexuuu; JIab — naboparopusie padoTsl; [Ip — npaktudeckue 3ausatust; KIIP — aynuTopHble KOHCYIBTALUU IO KYPCOBBIM
npoektam/padboram; MKKII — unauBuayansHbie KOHCYIbTAIIMU 10 KYpPCOBBIM MpoekTam/padoram; ['K- rpymmnoBsie KOHCYIbTAIIUH 110 pa3aeiaam
muctumunaer, CP — camocrositenbHas pabota cryaenrta; MKP — unast konraktHas padota; TK — Texymuit koHTpoiis; [TA — npoMexyrodHas

aTTcCTanuAa



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

1.1. denonpousBoactBo. OCHOBHBIE 3TAlbI AETIONPON3BoAcTBA. Kiaccudukanus 10KyMEeHTOB B
YIIPaBICHYECKOH AEATEIHOCTH OPraHU3aLIH

OcHOBHBIE JTallbl JeNONpou3BoACTBA. Kiaccupukanus TOKYMEHTOB B YIPaBICHYECKOM
JeATeIbHOCTH opranu3anun. FOpuandeckas cuia JT0KyMeHTa.

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

1.3. Texuuueckue cpeacTBa opopmiieHus, pa3MHOKEHHS, XpaHEHUS U iepeaadu HHpopMaIuu,
IPUMEHSIEMbIE B JIEJIONPOU3BOJICTBE

Knaccudukannonusle rpynmsl U MOATPYIIB CPEACTB OpraHU3aIMOHHON TexHuku CpenctBa
COCTaBJICHUS M HM3TOTOBIICHUS TEKCTOBBIX M TAOIWYHBIX JIOKYMEHTOB. CpelcTBa KONMUPOBAaHUS U
TUpPaXUPOBaHUS JOKyMEeHTOB. 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()OPMAIIMOHHBIX ~ JOKYMEHTOB. Buabl  ciayxeOHBIX 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 (cmyxkeOHas) 3anucka. OObscHutensHas. CrpaBku. AkTbl. 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 paClopAaAUTCIIbHBIX 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 ATaNbl IEpPeJau JOKYMEHTOB B apXUB WJIH HA YHUUTOKECHHE

MOJITOTOBUTENIbHEIN (00OCHOBaHHME BBIOOpa CIOco0a COXpAHCHHsS WM YHUYTOXKEHUS ITyTEeM
MPOBEJCHUS SKCIEPTH3bl [IEHHOCTH JOKYMEHTOB), OCHOBHOW (ITOATOTOBKA JA€N JUIs Iepenadyd B
apXMB), 3aBepIIAIOIIMNA (TepeJaya B apXWB WM YHUYTOXKEHHUE). OKCIEpPTHU3a IIEHHOCTH
JOKYMEHTOB: TIOHSITUE, Ha3HadeHue. [IpUHIUOBI W KPUTEPUU ONpPENEICHHUS HAydHOH,
UCTOPUYECKON W MPAKTUYCCKOW IEHHOCTU JOKYMEHTOB. DKCIEPTHBICE KOMHUCCHH, UX (DYHKIIHUH,
npasa. DTarlbl IPOBEICHUS YKCIIEPTU3BI.

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

3.3. Tembl NpaKTHYECKUX 3AHATHI
1. JlokyMeHTaIMOHHOE 00ecIIeueHIE KaJpOBOl PabOTHI;
2. [IpaBoBBIC ¥ HOPMATHBHBIC OCHOBBI JCJIONPOU3BOJICTBA;
3. Opranu3anoOHHO-PACIIOPSIUTEIbHAS U CHA0KEHIECKO-COBITOBAS JIOKYMCHTAIIHS,
4. OpraHu3aiysi KOHTPOJIS UCTIOTHEHUS, (HOPMHUPOBAHMUS, UCIIOTIHEHUS U XPAHEHUS JIell.
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-PACIOPIUTENIHON TOKYMEHTALINH.

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

Howmep paznena OneHoYHOE CPeaICTBO
3ariaHupOBaHHbIE PE3YIbTAaThl 00YUYEHHUS 110 Kostbr JUCLUIUINHEI (B (TUIl 1 HAUMEHOBAHUE)
JUCLUIUIMHE COOTBETCTBUHM C
MHIUKATOPOB
(B COOTBETCTBUH C pa3zieiioM 1) n.3.1)
1] 2]3]4
3HaTh:
OCHOBHBIE ITOHSTHUS 1E€JI0BOTO TectupoBanue/CTangapTi3anus mpouecca
na-1 +
-lonk-s
JIOKYMEHT000O0poTa JIOKYMEHTHUPOBAHHUS
IPUHIUIBI pAaOOTHI C JOKYMEHTAMH U TectupoBanue//lokymeHTallmOHHOE 00ecIeyeHnEe KaapOBOi
na-1 +
-lonk-s
OpraHu3alMy JOKyMEHT000opoTa pabotel. TexHomoruu pabOTHI ¢ JOKYMEHTaMH
YMersb:
paboTaTh C JOKYMEHTaMHU OIpaHUYEHHOT'O -1 + TectupoBanue/IloaroroBka TOKyMEHTOB K HOCIEIYIOLIECH
-lomk-s
JocTyna nepejaul JOKYMEHTOB B apXUB WM HA YHUUTOXKEHHE
IPUMEHSTH [TPABOBbIE U HOPMAaTHUBHBIE OCHOBBI TectupoBanue/OpraHu3aliMOHHO-PACIOPSAUTENIbHAS
OpraHU3alMOHHO-TOKYMEHTAllHOHHOTO NA-1lonk-s + JIOKyMEHTalus
obecrnieueHus




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
4 cemecTp

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

bamibHO-pedTUHIOBasA CTPYKTYpa AUCLUILINHBI SABIISETCS NPUIOKEHUEM A.

4.2 IlpomMe:kyTOoUYHAs aTTECTALUS 1O JUCHUIINHE

3auem ¢ oyeuxoui (Cemecmp Ne4)
OueHka ompenenseTcss B COOTBETCTBUU ¢ IlomokeHneM o OalIbHO-PEUTHHIOBOM CHUCTEME IS
crynentoB HUY «MDOW» Ha ocHOBaHUHU CEMECTPOBOM U aTTECTAIIMOHHON COCTaBIISIOIINX

B nunnoM BeICTaBIsETCS OICHKA 3a 4 CEMCCTD.

Ipumeuanue: ONICHOYHBIC MAaTEPUAITHI 110 AUCIHUILTUHE MPUBEICHBI B (DOHJIC 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. Ulysanosa, H. H. OcHOBBI 1e10npou3BOJICTBA. SI3bIK CIIy>K€OHOTO TOKYMEHTA : y4eOHUK U
NPaKTUKYM JUIS aKaJeMUYecKoro OakajaBpraTa 1Mo SKOHOMUYECKAM HarpaBlICHUSIM U
cneunansHocTsaM / H. H. lllyBanosa, A. FO WBanosa ; o6m. pea. H. H. Illysanosa ; Poc. akas.
HapOJHOIo X03siiicTBa U roc. ciyx0sl pu [Ipesunente PO. — M. : FOpaiit, 2015. — 375 c. —
(bakanaBp. Axanemuueckuii kypc). — ISBN 978-5-9916-4240-8.;

3. A. 1. CaenbeB- "KommenTtapuii k @enepanbHomy 3akoHy oT 27 utonist 2006 r. Ne 149-03 «O0
uH(popMaIuu, HTHPOPMAIIMOHHBIX TEXHOJIOTUAX U 3aIluTe HHPopMaIuny (ocTaTeiHbIN)",
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 CONMAIBLHOI 3amuTH PO -
https://rosmintrud.ru/opendata
7. Ba3za OTKPBITBIX JaHHBIX MPO(ecCHOHATBHBIX CTAHAAPTOB MHUHHCTEPCTBA 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 OBECHHEYEHUE JUCHUITJIMHBI

Tun nomeeHus Homep ayauropun, OcHamenue
HAaHMEHOBaHHe
Y4eOHble ayIUTOpUU K-417/6, benas CTOJI KOMITBIOTEPHBIN, TOCKAa HHTEPAKTUBHAS,
JUTSI TIPOBEICHUS MyJIbTUMEANITHAS KOMITbIOTEpHAs CETh C BBIXOJ0M B MHTEpHET,
JIEKIIUOHHBIX 3aHATUN U CTyus MYJIbTUMEAUIHBIA IPOEKTOP, KOMIIBIOTED

TEKYIIEro KOHTPOJIS

MEPCOHAJIbHBIN

K-417/7, CBeroBas
YepHast CTYIHsI

CTYJI, KOMIIBIOTCpHAad CE€Th C BLIXOAOM B
WuTepHet, MUKPO(OH, MyTbTUMEIUITHBIN
MPOEKTOP, FKPaH, 000pyAOBaHHUE
CHELUAaIU3UPOBAHHOE, KOMIIBIOTED
MEPCOHAJIbHBIN

VYyeOHble ayAUTOPUH XK-417/1, CTOJI MIPENOaBaTeNsl, CTOJI KOMIIBIOTEPHBIH,
JUTSI TIPOBEICHUS Kommnbrorepnsiit | mkad 115 JOKYMEHTOB, IIKad) 17151 0J1€3K/IbI, CTOJ
MPAKTUYECKUX 3aHIATUH, kiacc UJ10 IIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
KP u KII NHTepHeT, 1ocka MapKepHasi IepeIBUKHAs,
KOMITBIOTEP MEPCOHANBHBIN, IPUHTED,
KOHJIUIIUOHED, CTeH]T MH()OPMAITMOHHBIH
VY4eOHble ayAUTOPUH XK-417/1, CTOJI MIPENOaBaTeNsl, CTOJI KOMIIBIOTEPHBIH,
JUTSI TIPOBEICHUS Kommnbrorepnsiii | mkad 115 JOKYMEHTOB, IIKad 17151 0J1€3K/IbI, CTOJ
MIPOMEXKYTOUHOU kiacc UJ10 IIACbMEHHBIN, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
aTTecTaluu HNuTtepHeT, 1ocka MapKepHasi epeBHKHas,
KOMITBIOTEP MEPCOHAIBHBIN, IPUHTED,
KOHJIMIIUOHED, CTeH]T MH(OOPMAITMOHHBIH
ITomemenus s HTB-303, CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI TIUCbMEHHBIM,
CaMOCTOATEIIbHOM JleknmonHas BEIIAJIKA ISl OJICKIbl, KOMIIBIOTEPHAS CETh C
paboThI ayIUTOpUs BBIX0JIOM B IHTE€pHET, KOMIIBIOTED
TIePCOHAIBHBIN, TPUHTEP, KOHIUITUOHED
ITomemenus s XK-2000, CTOJI, CTYJI, KOMIIBIOTED IIEPCOHAIbHBIN,
KOHCYJbTHPOBaHUSA Kondepeni-3an KOHIUIIMOHED
naa0
ITomemenus st K-417 /2a, CTEIUTAX ISl XpaHCHUSI HHBEHTAaps, SKPaH,
xpaHeHus: ooopynoBanus | [lomemenue ans yKa3Ka, apXUBHbIE JOKYMEHTBI, TUTIJIOMHbBIE U
1 y4eOHOTO WHBEHTAPS WHBEHTAps KYpPCOBBIE paOOTHI CTY/ICHTOB, KaHIICIIAPCKHUI

IIPUHAJUIEKHOCTH, CIIOPTUBHBIN UHBEHTAPB,
X034l CTBEHHBI HHBEHTAPb, 3allaCHbIC
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KOMIUIEKTYIOIIUE A7 000pyI0BaHUs
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

JlenoBoit JOKyMEeHTOOOOPOT

(Ha3BaHME AUCIMILIMHBI)

4 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 Jokymentanus (TectupoBanue)

[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 +
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[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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