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
HaumenoBanue o0pa3zoBare/ibHOM NporpamMmel . byxranarepckuii yuer, aHaau3 U ayJIuT
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma o0yuyeHus: 3aouHas

Pabouast nporpaMma QM CHUILIHHBI
JOKYMEHTUPOBAHUE S9GKOHOMUKO-YIIPABJIEHYECKOHU

AEATEJIBHOCTH

BJok:

Baok 1 «/Iucuyuniaunbl (MoOxyJam)»

Yacrp 00pa3zoBaTebLHOM
NpPOrpaMMBblI:

Bapuarusnas

Ne IMCHUNJIMHBI 0 YYeOHOMY
IJIaHy:

b1.B.10.03.02

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

10 cemectp - 4,

Yacos (Bcero) no yueoHomy
IIAHY:

144 yaca

Jexnun

10 cemectp - 16 yacos;

IIpakTnyeckue 3aHATHSA

10 cemecTp - 16 yacos;

JladopaTopHbie padoThI

He NMPeyCMOTPEHO YUeOHbIM MJIAHOM

Kouncynabranuu

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IUTOPHbIX 3aHSATHH

CamocTrosiTesibHasi padoTa

10 cemectp - 111,7 yacos;

B ToM unciae Ha KIT/KP

He NMPeyCMOTPEeHO YUeOHbIM MJIAHOM

HNnas koHTaKkTHasi padoTa

MPOBOJIUTCHA B paMKaX 4YaCoB ayIUTOPHbIX 3aHSATHH

BKJIIOYAS:
TecTrupoBanue
KontpoabsHas padora

IIpome:kyTouHast aTTecTALUS:

3ayer ¢ OLEeHKOM

10 cemectp - 0,3 uaca;
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NPOI'PAMMY COCTABMUJI:

MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»
CseneHva o snagensuye L3N M3K O IO
: i Bnageney MoHoMapeBa O.10. o
Hpeno JaBaTelb * Mol ¢ Waentudmkarop  RAD1926d1-Ponomareva0Y-63420d HOHOMapeBa
(OJDKHOCTB) (mozmuch) (pacmudpoBKa MOIIHCH)

COI'ZTACOBAHO:

MognucaHo anekTpoHHo nognuceio ®TEOY BO «HUY «M3U»

Ceenenun o Bnagensue L3N M3K
PykoBogutens Gnaneren Cyxapesa E.B.
00pa3oBaTeIbHON IPOrPaMMBI Vnernmngararop  A2DC26674-5UKharevaYevV-2948797 E.B. CyxapeBa
(OIKHOCTB, YUCeHasl CTETICHb, YUCHOE (mozmucs) (pacuupoBKa IOIIUCH)

3BaHHUE)

MoanucaHo 3NeKTPOHHON nognuceio $TEOY BO «HUY «M3U»
Ceenenun o Bnagensue L3N M3K

3aBetyroumii BhITycKatoIIEi S KypioKosa T
Ka(bez[pbl WaeHTudHKaTop R6ab6dd0d-KurdiukovaGN-ca01d8 F.H. KypI[IOKOBa

(OIDKHOCTB, YUeHasl CTETICHb, YUCHOE (mozrucs) (pacuupoBKa IOIIUCH)
3BaHHUE)



1. IEJIX U 3AJTIAYN OCBOEHUSA JUCHUIIJIMHBI
Heabr ocBoenuss aucuunmMHbl: [lomydenue 3HaHMN, HEOOXOIUMBIX ISl IMPABUIBHOTO
cocTaBiieHUs M O(OPMIIEHUS IOKYMEHTOB, BO3HUKAIOUIMX B IMpOIECcCe NPUHATHS M peau3aluu
YIIPAaBICHYECKUX PEUICHUH, OCBOCHNE OOIIEHPUHATHIX B MUPE MPEANPHHAMATEIBCTBA JIEKCUKU U CTHIIS
JIeTIOBOM 1 KOMMEPYECKOH KOPPECHOHACHIUH 1151 CBOOOIHOTO U PaBHOIIPABHOT'O OOIIEHUS C TAPTHEPOM.
3amauu IMCHMIIHHBI
- O3HaKOMIIEHHE C OOIMMH MPUHLIUIIAMH JOKYMEHTAIMOHHOTO 00ECTIeYeHNS A TEIbHOCTH
HPEANIPUATHS, C OPSIIKOM JTOKYMEHTUPOBAHUS HH(POPMALIIH;
- O3HaKOMIJICHHE C TIOPSIIKOM IPABOBOM 3alIUTHI TIOKYMEHTHUPOBAHHOM HWH(pOPMALIUU U C
OpraHM3anuell paloHaIbHOTO ABMKEHUS JOKYMEHTOB Ha IPEATIPUATHH;
- [IpuoOpeTenne HaBBIKOB KAYECTBEHHO U ObICTPO 00pabaThiBaTh HHPOPMALIUIO B IIEIAX
CBOEBPEMEHHOTO IIPUHSATHUS COOTBETCTBYIOIIUX YIPABICHYECKUX PEIICHHIA;
- YcBoenue npaBuil ¥ (popM 1€7I0BOI 1 KOMMEPUECKOH MepernucKy.

dopmupyembie y 00yJaronerocs KOMNeTeHIMH U 3alJIaHUPOBAHHBIC Pe3yJbTaThl 00yYeHHs TI0
JUCITUILIMHE, COOTHECEHHBIE C HHAMKATOPAMH A0CTUKEHUs KOMIIeTeHIIUIi

Kox v HaumeHoBaHue Koa u HaumeHoBaHue 3amiaHNpPOBaHHbIE Pe3yJbTAThI 00yUeHHus
KOMIICTCHIIUU HHAUKATOPA TJOCTUKCHUS
KOMIICETCHINH
[TK-7 ciocoOHOCTHIO, 3HATh:
UCIIOJIB3Ys 3apyOeIKHbIE U - IEPEJOBOM OTEYECTBEHHBIN U
OTCUCCTBCHHBIC HCTOYHUKH 3apyOEKHBII OIIBIT IO BOIIPOCAM
uHopmManuu, cooparb OpraHM3al1Y POLIECCOB YIIPABJICHUS,
HEOOXOAMMBIE TaHHEIE, JIOKYMEHTAIMOHHOTO 00ecrieueHus: u
IIpOaHAJIN3UPOBATh UX U YIpaBJICHUA IIEPCOHAIOM.
MOJITOTOBUTH
HH(OpPMaIMOHHBIN 0030p YMETb:
W/WIIA aHAJTUTHYECKUI - COCTaBJIATh OCHOBHBIE BUBI
OTYeT OPTraHU3aALMOHHO-PACTIOPSAUTENBHBIX U
CIPaBOYHO-UH(OPMAIIMOHHBIX
JIOKYMEHTOB.
OK-6 crioco6HOCTBIO 3HATH:
HCIOJIB30BaTh OCHOBEI - TOCyAapCTBCHHBIC CTaHAAPTHI,
NPaBOBBIX 3HAHUH B YHUQPUITUPOBAHHBIE CUCTEMBI
pasIMYHBIX cepax JOKYMEHTaIUH, 001IepoCCuiicKue
EeSTENTLHOCTH KJIaCCHU(UKATOPBI, MEXKTYHAPOIHBIE

CTaHJAPTHl HA JOKYMEHTAIIUIO U Jp.;
- 3aKOHOJATENbHBIE U JPYTHE
HOPMAaTHBHBIE MIPABOBBIC AKTHI,
pernamMeHTHpyre HHHOPMaIMOHHYIO U
JIOKYMEHTAIMOHHYIO IS TEIHHOCTD
opranuzanuu: Koncruryuuto PO,
I'paxxnanckuit Kogekc PO, YronoBHsIi
Konexc PO, Tpynosoii Konexc PO;
denepanbHble 3akoHBL: «O0 nHpOpManuu,
nH(pOpMAaTU3ALINY U 3aAIIUTE
uHpopmanuny, «O0 AMEKTPOHHOU
noanucuy, «O KOMMEpUECKOl TaitHe» 1
JIp.; HOpPMaTHUBHbBIC, MHCTPYKTHBHBIC U
METOJANYECKHUE JOKYMEHTBI, U3/1aBacMble
Pocapxusom u 11p..




Koa u HaumeHoBaHue
KOMIIETCHIINH

Koa u HaumeHoBaHMe
HHAUKATOpa JOCTHKCHUSA
KOMIICTCHIIUHA

3amiaHupoBaHHbIE Pe3YabTATHI 00yYeHUsI

YMETb:

- UCTIOJIH30BATh 3aKOHOAATEIIbHBIE U
Jpyrue HOPMaTHBHBIE IPABOBBIC AKTHI,
rOCyJapCTBEHHbIE CTAHIAPTHI,
YHU(HUIIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIUH, HOPMAaTUBHO-
METOJINYECKHE JOKYMEHTHI ISt
panKroHaIBLHON TEXHOIOTUU paboThI oduc-
MEHeKepa.

2. MECTO JUCHHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM NPOT'PAMMBI BO

JucuunimHa OTHOCUTCS K dYacTd, (GopMHUpyeMOW y4acTHUKaMH OOpa30BaTEIbHBIX OTHOIICHHIMA
0JI0Ka TUCIMIUIMH OCHOBHOW MpPOQEeCcCCHOHATIBHON 00pa3zoBaTelbHOM mporpamMMe byxrantepckuil yder,
aHanmu3 u ayaut (manee — OIIOIl), nanpaBienust noarotoBku 38.03.01 DkoHOMHKaA, YPOBEHb
o0Opa3oBaHus: BhICIIEe 00Opa3oBaHue - OaKagaBpHar.

basupyercs Ha ypoBHE cpeiHETO 0011ero 00pa3oBaHMUs.

Pe3ynbTarel 00yueHus, MOTYYCHHBIE TIPU OCBOSHUH JTUCIUTUIHHBI, HEOOXOIUMBI IPU BBIMTOJTHCHUN
BBIMTYCKHOM KBaTU(UKALMOHHON PabOTHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

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

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

Pasesb1/TeMbl 8| a
Ne JTUCIUTUTAHBL/ (D OPMBI § % § KonrakTHas pa6ora cp CopneprkaHue caMOCTOSTENTFHON paboThl/
/i POMEKYTOUHOM o &| 3 Koncynbranus UKP PaGora B Hozroroska k METOMYECKHE YKAa3aHUs
aTTeCTAINH 8| © | Jlex JIab | Ip A CeMECTDE aTTeCTalluu
o KIIP 'K HKKIT | TK p /KOHTPOITH
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 Jlenonpou3BoICTBO U 43.7 10 7 - 5 - - - - - 31.7 - Camocmoamesibhoe uzyuenue
€ro MecTo B meopemuueckozo mamepuana: Visyaenue
yIpaBJICHYECKOM JIOTIOJTHUTEJIBHOTO MaTepHaia o pasjieny
JIeSITETIbHOCTH " Jlenonpou3BOICTBO U €I0 MECTO B
1.1 | Ponb oduc-menemkepa 8 1 - 2 - - - - - 5 - yIpaBJIeHUYeCKOH fesreapbHoCcTH"
B OpraHu3aIiuu Ilodzomoeka domauinezo 3a0anus:
1.2 [MpaBuna odopmiieHus 14 3 - 1 - - - - - 10 - IMoxaroToBka goMalIHETO 3aJaHHs HaNpaBJIcHA
JIOKYMEHTOB Ha OTPabOTKy YMEHUH pemieHus
1.3 OpraHmauml pa60T51 c 10.7 2 - 2 - - - - - 6.7 - npoq)eccpIOHanLHLIx 3aaa4. JlomainiHee 3agaHue
JIOKYMEHTaMU BBIIACTCS CTYACHTAM I10 H3YYCHHOMY B pa3Jieie
1.4 Cucremarusanus u 11 1 - - - - - - - 10 - " J1eonIpoOn3BOICTBO M €T0 MECTO B
XpaHEeHHe JTOKYMEHTOB YIPaBJIEHYECKON JEeSITEIbHOCTH" MaTepuay.
J1OTIOMTHUTEBHO CTYICHTY HEOOXOAUMO
U3YYUTh JTUTEPATYPY U Pa300paTh MPUMEPHI
BBITIOJTHEH U TOJI00HBIX 3adanuid. [IpoBepka
JTOMAIITHETO 3aIaHus IPOBOIUTCSI 1O
MPECTAaBICHHBIM TUCBMEHHBIM paboTaM.
H3yuenue mamepuanog numepamypHsix
UCHOYHUKOB:
[2], tm.2345,7;t1.91.9.4
[3], pasmensl 2,7
2 OpraHn3anuoHHO- 52 5 - 7 - - - - - 40 - CamocmosmenbHoe uzyuenue
pacropsauTeIbHas meopemuueckozo mamepuana: Vsyaenue
JIOKYMCHTAITHSI JIOTIOJTHUTEIBHOTO MaTepralia o pasaery
2.1 OpraHuzaloHHbIE 13 1 - 2 - - - - - 10 - "Oprann3annoHHO-PACTIOPSIIUTENBHBIE 1
JIOKYMEHTBI “H(GOPMAIMOHHO-CIIPaBOYHBIC JOKYMEHTHI"
2.2 PacniopsimutenbHbie 19 2 - 2 - - - - - 15 - Ioozomoexa oomawnezo 3a0anus:
JIOKYMEHTBI IToaroToBKa AOMAIITHETO 3aJaHKs HAIpaBJIcHa

5




2.3

WndopmannonHo-
CIpaBOYHBIC
JOKYMEHTBI

20

15

Ha 0TPabOTKY YMEHUI peleHus
npodeccnoHaNBHBIX 3a/1a4. JlomalHee 3aaHue
BBIJJAETCS CTY/ICHTaM I10 U3y4EHHOMY B pasJielie
"Opranu3annoHHO-PACTIOPSAUTEIEHAS
IOKyMeHTaIus" Matepuaiy. JJomomHuTeasHo
CTYZEHTY HEOOXOANMO U3Y4NTh JIUTEPATYPY U
pa3o0paTs MPUMEPHI BHITOTHEHUS TIOTOOHBIX
3anaHuil. [IpoBepka JoMalIHEroO 3aJaHUs
MIPOBOAUTCSA TIO NIPEICTaBICHHBIM ITHCHMEHHBIM
paboram.

H3yuenue mamepuanoe 1umepamypHbix
UCIMOYHUKOG:

[1], pa3nen 4
[2], r1.6
[3], pasnens 3, 4, 5

JlokyMeHTUpOBaHue
paboTHI ¢ IEpCOHAIOM.
JlenoBoe obO1eHne

26

20

3.1

JloKyMEHTHpOBaHHE
TPYIOBBIX OTHOLICHUH

13

10

3.2

KommyHukanuu B
YIpaBICHICCKON
JIEITENTLHOCTH

13

10

Camocmoamenvroe usyuenue
meopemuyueckozo mamepuana: Vzyaenne
JIOTIOTHUTENBHOTO MaTepHaa o pa3zieiny

" IoKyMEeHTHpOBaHHE PaOOTHI C IEPCOHATIOM. "
Ilod2omoeka domauinezo 3adanusn:
[ToaroroBka goMaIHeTo 3a1aHNS HAIIPaBIeHa
Ha OTpabOTKy yMEHUIl peneHus
npodeccuoHaNbHbIX 3aaa4. JlomaliHee 3a1aHue
BBIJIA€TCA CTYACHTAM I10 U3Y4YEHHOMY B pasjiene
" JIokyMeHTUpOBaHHeE pabOTHI C MepcoHanoM"
Marepuainy. JloNnOJIHUTENBHO CTYACHTY
HEO0XOIMMO U3YyYUTh JUTEPATYpPy U pazodparsb
MIPUMEPHI BBITTOJHEHUSI OJJOOHBIX 33 aHHUMH.
ITpoBepka goMamIHero 3agaHus MPOBOANTCS 110
IIPE/ICTaBICHHBIM TUCEMEHHBIM paboTaMm.
H3yuenue mamepuanog 1umepamypnbix
UCHIOUHUKOB:

[1], pa3gen 5
[2], 1.6 m. 6.6; T1.8 1. 8.3; 1. 9 1. 9.6
[3], pa3nen 6

3akoHOaTENbLHEIE
OCHOBBI
JICITOTIPOM3BOJICTRA

22

20

4.1

Opranmnszanys paboTH ¢

11

10

Camocmoamenvhoe uyueniue
meopemuyuecko2o mamepuana: Visydaenue
JIOTIOJTHUTEIBHOTO MaTepraia o pa3aeiy
"3aKOHOJATENbHBIE OCHOBEI




KOH(l)I/I)IeHHI/IaJ'ILHLIMI/I

JIeNonpon3BoIcTRA"

JIOKYMEHTaMHU Ilodzomogka domauinezo 3adanua:
4.2 OobecrnieueHne 11 1 - - - 10 ITonroToBKa AOMAIIHETO 3aJaHUS HalpaBJeHa

MOJJTMHHOCTH Ha OTPabOTKY YMEHUI pelIeHUs

uHpopManuu npoQeccHoHanbHbIX 3a1a4. JlomMalHee 3a1aHue
BBIJAETCS CTYACHTAM I10 U3yICHHOMY B pa3Jelie
"3aKOHOJATEIBHEIE OCHOBBI
JIETIONPON3BOICTBA" MaTEepHaIy.
JIOTIONTHUTENBHO CTYICHTY HEOOX0ANMO
U3Y4YUTH JIUTEPATYPy U pa3odparh NpUMepsbI
BBIMOJIHEHHS ITOTOOHBIX 3amaHuid. [IpoBepka
JIOMAIITHEro 3aJIaHus! POBOJUTCS 1O
MpEACTaBJICHHBIM IMTUCbMCHHBIM pa60TaM.
H3yuenue mamepuanog 1umepamypHsix
UCHIOUHUKOB:

[2], 1.7 7.6
3adeT ¢ OLIEHKOM 0.3 - - - 0.3 -
Bcero 3a cemecTp 144.0 16 - 16 0.3 111.7
Hroro 3a cemecTp 144.0 16 - 16 - - 0.3 111.7

Ipumeuanue: Jlex — nexuuu; JIab — maboparopusie padboTsl; [Ip — npaktnyeckue 3ausaTust; KIIP — aynuTopHble KOHCYIBTAUHU TI0 KyPCOBBIM
npoekTtam/padotam; MKKII — nnauBHtyanbHble KOHCYIBTALUH 110 KypCOBBIM IpoekTaM/pabotam; I'K- rpymnmnoBslie KOHCYIbTallMK MO pa3jienaM
mucturuael; CP — camoctosarensHas padorta cryaenta; MKP — nunas konraktHas padota; TK — Texymmii koHTposb; [TA — npomexyTrouHas
aTTecranus




3.2 KpaTkoe coaep:kaHue pa3iejioB
1. Jlenonpouzeo0cmeo u e2o Mecmo 8 ynpagieH4eckou 0esmenbHocmu

1.1. Posib ouc-MeHemKepa B OpraHu3aium

O0s3anHocTt W QyHKIMH  OpUC-MEHEKepa B  OpraHu3anud.. [lOAroTOBKA |
JIOKYMEHTUPOBAHUE COBEIIAaHWN, KOH(PEpEeHUUH, CUMIIO3MYMOB, coOpaHuil.. JlokymMeHTHpOBaHUE
JIETIOBOM MOE3AKHA PYKOBOJIUTEIIS.

1.2. ITpaBuna ohopmiieHUST JOKYMEHTOB
OcHOBHBIC TIOHATHS W OIpeAeNeHUs B o0yacTu jaenonpou3BojacTBa. (OCHOBHBIE 3Tarlbl
JenonpousBoacTBa.. [IpaBuiia opopmiieHns peKBU3UTOB JOKYMeHTa. biiaHKu TOKYMEHTOB.

1.3. Opranuzanus padoThl ¢ JOKYMEHTaMHU
OO0paboTka BXOJSIIECH M UCXOIAIICH JTOKYMEHTAIWU.. Perucrpanus u KOHTPOJIb MCIIOHEHHUSI
JIOKYMEHTOB.

1.4. Cucremaruszanus v XpaHeHUE TOKYMEHTOB
OO0mue TpeOoBaHHS K CHCTEMATH3AIlMH JIOKYMEHTOB M (opMHUpoBaHUIO jaei.. HomeHkmarypa
nen.. [loaroroBka en K apXuBHOMY XpaHEHUIO.

2. Op2anu3ayuoHHO-pacnopaoumenbHas O0OKYyMeHmayus

2.1. Opranu3aluOHHbIE JOKYMEHTBI
[IpaBuna cocrtaBieHus U O(GOPMIICHHS OCHOBHBIX OpPraHU3AIIMOHHBIX JOKYMEHTOB: YCTaBa,
MOJIOKEHU S, MHCTPYKIIHH.

2.2. PacniopsinurenbHble JOKYMEHTBI
[TpaBuna cocraBieHuss 1 OQOPMIICHHUSI OCHOBHBIX PacloOpsIUTEIbHBIX JOKYMEHTOB: IpHKa3a,
pacTopsHKeHHUSI.

2.3. UupopMalinoOHHO-CIIPAaBOYHbIE JOKYMEHTBI

Knaccudukanus  cnpaBoYHO-UH(GOPMAIMOHHBIX  JOKYMEHTOB. Buabl  cinykxeOHBIX H
KomMMmepueckux mnuceM. CocTaBieHHE JeNoBOro mnucbMma. JlenoBas mepenucka ¢ 3apyOeKHbBIM
naptHepoM.. CocTaBnenue u opopMiieHrne JOKIAHON U OOBICHUTEILHOM 3al1COK, CIIPABKH, aKTa.

3. ﬂOKVM@HmMDOGdHMe Da60mbl C nepCoHAIoM. ﬂe]l060€ O6W€HH€

3.1. JIoKkyMEHTUPOBAHUE TPYAOBbIX OTHOLIECHUH
JIOKyMEHTBI 10 JITMYHOMY COCTaBY: 3asiBIIEHHE, pe3ioMe, aBTOOHOrpadusi, MPUKa3bl MO JTUYHOMY
COCTaBy, TPYJAOBOU 1IOTOBOP..

3.2. KoMMyHHKanuu B yIIpaBJI€HYECKOU NEATEIBHOCTH

Tunsl xkommyHukauuid. IloaroroBka, mpoBedeHHE U JOKYMEHTHpPOBaHHE OQUIIHAIBHBIX
neperoBopoB. CocTaBineHue JoroBopa. TeneoHHble KOMMYHUKALMM B  YIPaBIEHYECKOH
JesTeNIbHOCTH. BU3UTHas kapTouka Kak JMYHBIA KOMMYHUKATUBHBIM JOKyMeHT. TpeOoBaHus K
0(pOpMIIEHHIO BUBUTHBIX KAPTOUEK.

4. 3akonodamenvbHbie OCHOB8bL OCNONPOU3IEO0CHEA




4.1. Opranusanust paboTbl ¢ KOHPHUIECHIMATBHBIMH JJOKYMEHTAMHU

JlokyMeHTBl orpaHuyecHHOro goctymna. CBeIeHHs, COCTaBISIONIUME TOCYAApCTBEHHYIO TallHYy
(®3 PDd "O rocynapctBeHHo# TaitHe"). Jlenonpou3BOACTBO MO JOKYMEHTaM, COJAEpKalluM
koMMepueckyto Taiiny (O3 PD "O kommepueckoii TaitHe").

4.2. O6ecrieueHre MOATUHHOCTH HHPOPMALIUU
DJNIeKTpOHHAs TMOMNUCh: HasHaueHue W npumeHeHue (O3 PO "OO6 snekTpoHHOH moamucu").
Texuonorust GopMUpOBaHUS FITEKTPOHHON TOITHCH.

3.3. Tembl NpaKTHYECKUX 3AHATHI
1. ®ynkun opuc-mMeHeKepa B oprannzannu. CocTaBieHHE TPOTOKOIA O(PUIIMAIBHOTO
COBELIAHHUS;
2. JIOKyMEHTUPOBaHUE JI€JI0BOM NOE3AKH PYKOBOUTEIIS;
3. CocraBieHue npuKasa o OCHOBHOM 1€ TeIbHOCTH, PACHOPSDKEHUS, peILICHHS;
4. O6paboTKa BXOIAIEH M UCXOISIICH TOKYMEHTAIINY;
5. CocraBieHue J1el10BOro NUChbMa, aKkTa;
6. CocTaBiieHrE 1€JI0BOrO MKUChMa 3apy0eKHOMY MTapTHEDPY;
7. CocraBieHue JIOKJIaHOM 3alUCKU, CIIPaBKH, aKTa;
8. CocraBiieHue mpuKasa o mpueme Ha padoty, TpymoBoro qorosopa.

3.4. Tembl 1a60paTOPHBIX PadoT
HE MPEyCMOTPEHO
3.5 KoncyabTauuu

[ pynnosvie koncyaomauuu no pazoeiam oucyuniunol (I'K)

1. OO6cyxnenue marepuajoB MO KedcaMm paszzaena "Jlemonmpou3BOACTBO M €ro MECTO B
YIIPaBIEHYECKON AESATEIbHOCTH"

2. OOcyxIeHne MarepwajoB Mo Kelicam paszzaena "OpraHu3alMmOHHO-PACTIOPSIUTEIbHAS
JOKyMeHTauus"

3. OOcyxnenue wMaTepuajoB 1o Keiicam pasngena "JlokyMeHTHpoBaHHWE pabOTBI ¢
nepcoHaioM. /lenoBoe obmeHue"

4. OOcyxaeHue MaTepualioB 1O  Keiicam  pa3fena  "3aKOHOJATEIbHBIE  OCHOBBI
JIe0Npon3BoIcTBA"

3.6 TemaTuka KypcoBBIX MPOEKTOB/KYPCOBBIX padoT
KypcoBoii npoekt/ paboTa He IPeyCMOTPEHBI



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

3arutaHMPOBaHHbIE PE3YIbTATHl O0YUYEHHS M0 AUCIUILTHHE
(B COOTBETCTBUH C pa3zieiioM 1)

Kol uaankaTopoB

Howmep paznena
JTUCLUTLIUHEI (B
COOTBETCTBUHU C

OueHo4YHOE CPEACTBO
(TUII ¥ HAUMEHOBAHHUE)

n.3.1)
1]12[3]4
3HaTh:
Mepe0BON OTEYECTBEHHBIN U 3apYOC)KHBINA OIBIT 11O TectupoBanue/Jlenonpon3BoACTBO U €TI0
BOIIPOCaM OpraHM3alliy IPOLECCOB YIpPaBIEHUS, MECTO B yIPABICHUECKOMN AESITEIbHOCTU
JOKYMEHTAI[MOHHOTO OOECTIeUeHUs ¥ YIIPaBIICHUS [IK-7(Komnerenmus) | + | + Tectuposanne/OpraHH3auOHHO-
fiepeonariom pacropsauTeIbHbIe U HTHPOPMAIIMOHHO-
CIPaBOYHbBIC JOKYMEHTBI
3aKoHOJATENbHbIE U APYTHe HOPMATUBHBIE ITPABOBBIE AKTHI, TectupoBanne/lokyMeHTHpOBaHHE
peraamMeHTHpyoine nHHOPMaluOHHYIO U TPYAOBBIX OTHOILLIEHUI
AOKYMEHTALOHHYIO ACATENbHOCT, OpraHn3alui: } TectupoBanne/3aKOHOIATENIEHBIE OCHOBBI
Koncturynuto PO, I'paxxnanckuit Kogexc PO, YronosHslii
9 JIEJIONPOU3BOICTBA
Kognekc PO, Tpynosoit Konekc P®; penepanbHbie 3aK0OHbI: OK-6(Kommerenmus) + |+
«O06 nnpopmanu, THPOPMATU3ALUH U 3aIIUTE
uHpopmanuny, «O0 AMEKTPOHHON moaAnucH», «O
KOMMEPUYECKOH TaliHe» U JIp.; HOPMAaTUBHBIE, NHCTPYKTHBHbIE
1 METOJMYECKHE TOKYMEHTHI, n3/1aBaeMble PocapxuBom u 1ip.
rOCyJJapCTBEHHbIE CTaH/IAPThl, YHU(DUIIUPOBAHHbBIE CUCTEMBI TectupoBanue/Opranuszanus paboThl ¢
JTIOKYMEHTAIMH, O0IIEPOCCUIMCKUE KITACCU(DUKATOPHI, OK-6(Kommnerenmus) | + JIOKYMEHTaMH1
MEX1YHapOAHbIE CTAHJAPTHI HA JOKYMEHTALUIO U JIp.
Ymersb:
COCTABJISITh OCHOBHBIE BH/IbI OPTaHU3aLHOHHO- KonTponbnas pabora/HaiiTi ommOku B
pacropsaUTEIbHBIX U CIIPABOYHO-UH()OPMAIIHOHHBIX ITK-7(KommnereHuus) + JOKYMEHTE
JIOKYMEHTOB
HCII0JIb30BaTh 3aKOHO/ATENbHbBIE U IPYTHEe HOPMAaTHBHbIE KonTtponbHast padora/Haiitu ommbxu B
MIPaBOBbIE AKThI, TOCYIaPCTBEHHbIE CTAHAPTHI, OK-6(Komnererms) | + JIOKYMEHTE
YHU(UIIUPOBAHHbBIE CUCTEMbI JOKYMEHTALUU, HOPMATUBHO-
METOJINYECKUE JOKYMEHTHI JIJIsl pallMOHAJIbHOM TEXHOJIOTUU
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| paboTHl opuc-MeHEeHKepa
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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
10 cemecTp

®dopma peanuzanuu: buneTsl (MUCEMEHHBIN OTIPOC)
1. Jlenonpou3BOACTBO U €T0 MECTO B YIPABJIEHUYECKON JesTeNbHOCTH (TecTupoBaHue)
2. JlokymeHTHpOBaHUE TPYAOBBIX oTHOMEHUH (TecTupoBanme)
3. 3akoHOAATEIbHBIE OCHOBHI Jienolpon3BoicTBa (TectupoBanue)
4. Haiitn omu6ku B nokymente (KontpoasHas pabora)
5. OpranuzanuoHHO-pacIOPAAUTENbHbIE U HH(POPMAITMOHHO-CIIPABOYHBIE JTOKYMEHTHI
(TectupoBanue)
6. Opranu3zanus padotsl ¢ fokymentamu (TectupoBanue)

BaHHLHO-peﬁTHHFOBaﬂ CTPYKTYpa JUCHUIUINHBI SABJIACTCA ITPUITOKCHUCM A.

4.2 IIlpomMe:KyTOYHAS aTTeCTALMS 110 JUCHUIIIMHE

3auem c oyenxou (Cemecmp Nel()
Ouenka ompenensieTcss B cOOTBETCTBUU ¢ [lonoxkeHneM o OaIbHO-PEUTHHTOBOM CHUCTEME ISt
crynentoB HUY «MOW» Ha 0oCHOBaHMHU CEMECTPOBOM U aTTECTALIMOHHON COCTABIISFOIIUX.

I[pumeuanue: ONieHOYHBIC MAaTEPUATBI TI0 JUCIUILINHE TIPUBEICHBI B (DOH/IEC OIICHOYHBIX
marepuasioB OITOII.

5. YYHEBHO-METOANYECKOE OBECHHEYHEHUE JUCHUIIJINHBI

5.1 ITeyaTHbIE U IJIEKTPOHHbIE H3IAHNS

1. CnuBak, B. A. JlIokyMeHTHpOBaHUE YIIPaBIEHYECKON NesTeNIbHOCTH ([lenonpon3BOACTBO) :
kpatkuii kypc / B. A. CnuBak . — CIIO. : [Tutep, 2010 . — 256 c. — (Kpartkuii kypc) . - ISBN 978-5-
49807-608-9 ;

2. 1. A. SIlakoBuu- "Ynpasnenue opucom", M3narenscrro: "FOnuTH", Mocksa, 2012 - (255 c.)
https://biblioclub.ru/index.php?page=book&id=117386;

3. B. A. ApacnanoBa- "JlokyMeHTaIlMOHHOE O0ecTieueHIE YIIPaBIeHUs: yueOHO-TIPAKTHIECKOe
nocodue B cxemax, Tabmunax, oopasnax", (2-e usn., aom. u nepepad.), UsparensctBo: "upexT-
Menua", Mocksa, bepnun, 2020 - (266 c.)
https://biblioclub.ru/index.php?page=book&id=578394.

5.2 JIunieH3MOHHOE ¥ CBOOOHO pacnpocTpaHsieMoe NPOrpaMMHoe obecrneyeHue:
1. Office;

2. Windows;
3. Maiinn BuneokondepeHmmm.

5.3 UnTepHeT-pecypchl, BKIWYas NpodeccuoHaIbHbIe 6a3bl JAHHBIX U HH(OPMAITMOHHO-
CIPaBOYHbIE CHCTEMbI:

1. 9BC Jlaub - https://e.lanbook.com/

2. Hayunas saekTponHasi oudamorexa - https://elibrary.ru/

3. basza nannbix Web of Science - http://webofscience.com/

4. ba3a nanabIx Scopus - http://www.scopus.com
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5. HaunoHaibHas 3JIEKTPOHHAs1 OubmoTeka - https://rusneb.ru/

6. DaexTponHasi oudauoreka MOU (36 MDMN) - http://elib.mpei.ru/login.php

7. llopTan oTKpBITHIX HaHHBIX Poccuiickoii @exepanun - https://data.gov.ru

8. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AA U COUMATbHOM 3a1IUTHI PO -
https://rosmintrud.ru/opendata

9. ba3a oTKpBITHIX JaHHBIX NPO(eCcCHOHAIBHBIX CTAHAAPTOB MUHUCTEPCTBA TPYAA U
conuaabHoii 3aumThl P@ - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

10. ba3a oTKPBITHIX JTaHHBIX MHUHHCTEPCTBA IKOHOMUYECKOr0 pa3Burtus P@ -
http://www.economy.gov.ru

11. Ba3a oTKpbITHIX AaHHBIX PocuamonuTopunra - http://www.fedsfm.ru/opendata

12. DyekTpoHHast oTKpbITasi 6a3a nanHbIX '"Polpred.com O630p CMHU" -
https://www.polpred.com

13. HauuoHa bHBII mOpTAaJl oHIalH 00yueHus: «OTKpbITOE 00pa3zoBanue» - https://openedu.ru
14. OpuunanbHblii caiiT @eaepasbHOr0 areHTCTBA M0 TEXHUYECKOMY PeryJTHpPOBAHUIO H
MmetpoJioruu - http://protect.gost.ru/

15. OTkpbITas yHuBepcuterckas nnpopmaunonnas cucrema «POCCHUS» -
https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI

Tun nomeeHus Homep aynuropun, OcHamenne
HAaUMCHOBaHUE
Y4eOHbIe ayIuTOpUn C-301, YuebOnas CTOJI, CTYJI, BELIAJIKa JJI OJCXKIbI, 10CKa
JUTS TIPOBEICHUS ayIuTOpus MeJIOBasi, MyJIbTUMEIUNHBIN POEKTOP, SKPaH,
JICKIIMOHHBIX 3aHATUH 1 KOJIOHKH, HOYTOYK
TEKYIIEro KOHTPOJIS
Y4eOHbIe ayIUuTOpUU C-303, Yuebnas CTOJI, CTYJI, BELIAJIKA JJIs OJI€KIbl, JOCKa
JUTsI TIPOBEICHUS ayIUTOPUS MeJIoBasi, MyJbTUMEIUUHBINA TPOCKTOP, IKPaH,
MPAKTUYECKHUX 3aHATUH, HOYTOYK
KP u KII
Y4eOHble ayauTopuu C-303, Yuebnas CTOJI, CTYJI, BELIAJIKA JJIsl OJI€KIbI, JOCKa
JUTSI TIPOBEICHUS ayIUTOPUS MeJoBasi, MyJIbTUMEIUMHBINA TPOEKTOP, IKPaH,
1a00paTOPHBIX 3aHATHUIH HOYTOYK
VYuebHbIe ayAUTOPUU C-303, YuebOHas CTOJI, CTYJI, BEIIAJIKa JJI OJEXK/IbI, T0CKa
JUTS IPOBEICHUS ayIuTOpUs MeJOoBasi, MyJIbTUMEIUUHBIN MPOEKTOP, SKPaH,
IIPOMEKYTOUHON HOYTOYK
aTTecTaIuu
[Tomemenus ans C-304/1, Hayuno- CTOJI, CTYJI, IIKaQ A5 OJEXK/Ibl, BeLIaKa JIIs
CaMOCTOSTEIIbHOM HCCIIeIOBATENIbCKAs OJIeXk/1bl, KOMITBIOTEPHAsl CETh C BHIXOZOM B
paboThI naboparopus WHTepHer, MyabTUMEIUHHBIN POEKTOP,
JKpaH, I0cKa MapKepHasi, HOyTOYK,
KOMITBIOTEP MEPCOHATBHBIN
C-311, Kpecio pabouee, CTOI, CTYJ, BeIaiKa JIjIs
KoMmbroTepHsIif k1acc | OA€XIbl, KOMIIBIOTEPHASI CETh C BBIXOJIOM B
kag. "I21I1" HHTtepHeT, MyIbTUMEIUUHBINA IIPOEKTOP,
9KpaH, 0cka MapKepHasi, HOyTOYK,
KOMIIBIOTEP MEePCOHATBHBINA, HHBEHTAPh
CIIeIMATM3UPOBAHHBIN
[Tomemenus ans C-314/1, Yuebnas Kpecio pabouee, paboyee MECTO COTPYIHHUKA,
KOHCYJIbTUPOBAHHMS ayIUTOPHS CTOJI, CTYJI, Kad SISl JOKYMEHTOB, TIKad st
OJICK/IbI, BEIIIaJIKa JIJISl OJICK/IbI,
KOMITBIOTEpHAsI CETh C BIXOJI0M B MHTEpHET,
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MHOTO(YHKIIMOHAJIBHBIN IIEHTP, KOMIIBIOTED
TIEPCOHAIIbHBIN

C-314/2, Kabuner
3aBEIYIOIIETO
kadeapoi

Kpeciio pabouee, paboyee MECTO COTPYIHHUKA,
CTOJ, CTYJ, KA /U1 JOKYMEHTOB, MK I
OJZIEXk1bl, KOMIIBIOTEPHAs CETh C BBIXOZOM B
WHTepHEeT, KOMIIBIOTEDP IEPCOHAIBHBIN

IMTomemenus misa
XpaHEHUs
o0opyIoBaHUS U
y4eOHOT0 MHBEHTaps

C-304/2, ApxuB

CTCJl1aXK
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

I[OKYMGHTHPOB&HI/IG BKOHOMI/IKO-YHpaBJIGH‘-ICCKOﬁ ACATCIIBHOCTHU

(Ha3BaHME AUCIMILIMHBI)

10 cemecTp

HepequL KOHTPOJIBHBIX MePOHpHﬂTHﬁ TEKYIIET0 KOHTPOJIA yCII€BAEMOCTH MO JUCHUIIJIMHE:

KM-1
KM-2
KM-3

KM-4
KM-5
KM-6

J1enonpou3BOACTBO U €ro MECTO B YIIpaBlieHYeCcKO nestenbHocTH (TecTrupoBaHue)
Opranuzanus paboTsl ¢ nokymentamu (TectupoBanue)
OpranuzanroHHO-pacopsIUTENbHbIE 1 HH()OPMALIMOHHO-CITPABOYHBIE JOKYMEHTHI
(TectupoBanue)

Haiitu ommbku B nokymente (KontponsHas padota)

JlokymMeHTUpOBaHue TpyAOBbIX oTHOUIeHUH (TectupoBanue)

3akoHOAaTeNbHBIE OCHOBHI Jienompou3BoicTBa (TectupoBanue)

Buja npomexyTouHOi aTTecTanMu — 3a4€T C OLICHKOM.

Nunexc KM- | KM- | KM- | KM- | KM- | KM-
Howmep Y — KM: 1 2 3 4 5 6
pasjena Al et Henens 6 6 8 8 10 14
KM:
1 Jlenornpou3BoACTBO U €ro MECTO B
YIPABJICHYECKON E€ATEIBHOCTH
11 Ponb oduc-meHemKepa B opraHu3arn + + +
1.2 [TpaBuna opopmiieHHUsI JOKYMEHTOB + + +
13 Opranuzanus paboThl ¢ JOKyMEHTaMU +
14 Cucremaru3zainus 1 XxpaHeHHE TOKyMEHTOB +
5 Opraan3anroHHO-PaCTIOPTUTETbHAS
JIOKYMEHTaIUsI
2.1 Oprann3aliluOHHBIE TOKYMEHTHI + + +
2.2 PacniopsiutenbHble TOKYMEHTHI + + +
2.3 HHupopManinoHHO-CIIpaBOYHbIE TOKYMEHTHI + + +
3 JloxymeHTHpOBaHUE PaOOTHI C TIEPCOHAIIOM.
JlenoBoe oO1eHne
3.1 JlokymMeHTUpOBaHUE TPYAOBBIX OTHOLIEHUI + +
39 KomMMmyHHKaIMM B yIipaBlIeHUYECKOM + N
] JIESITEIIbBHOCTH
4 3aKOHOJaTEIbHBIE OCHOBBI
JIeJTOTIPOU3BO/ICTBA
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Opranu3anus paboThl ¢

41 + +
KOH(UICHIIMATLHBIMHA JOKYMEHTaMHU

4.2 Ob6ecrieueHue MOATMHHOCTUA WH(POPMAITUU + +

Bec KM, %: | 15 10 20 30 15 10
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