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 nporpammbl: KopnopaTuBuble puHaHCbI
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma o0yuenusi: OuHas

Pabouass nporpaMma a1 CHUILIHHBI
JOKYMEHTUPOBAHUE S9GKOHOMUKO-YIIPABJIEHYECKOHU

AEATEJIBHOCTH

BJok:

Baok 1 «/Iucuyuniaunbl (MoOxyJam)»

Yacrp 00pa3zoBaTebLHOM
NpPOrpaMMBblI:

Bapuarusnas

Ne IMCHUNJIMHBI 0 YYeOHOMY
IJIaHy:

b1.B.11.01.01

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

4 cemectp - 4,

Yacos (Bcero) no yueoHomy
IIAHY:

144 yaca

Jexnun

4 cemecTp - 16 yacos;

IIpakTnyeckue 3aHATHSA

4 cemectp - 32 yaca;

JladopaTopHbie padoThI

He NMPeyCMOTPEHO YUeOHbIM MJIAHOM

Kouncynabranuu

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IUTOPHbIX 3aHSATHH

CamocTrosiTesibHasi padoTa

4 cemectp - 95,7 yaca;

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

4 cemectp - 0,3 yaca;
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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'JTACOBAHO:
MognucaHo anekTpoHHo nognuceio ®TEOY BO «HUY «M3U»
P%,KOBO'HHTCHB o Ceenennn o enagensue L3N M3K I/I C
00pa30BaTCIbHON Bnageney AHAPOLIMHA W.C, T
HpOFpaMMBI WaeHTudHKaTop R76247ef5-AndroshinalS-3e3ea7l AHI[pOH_II/IHa
(OIKHOCTB, YUeHasl CTETICHb, YUCHOE (Tmoamucs) (pacmudpoBKa MOIIHCH)
3BaHHUE)

MoanucaHo 3NeKTPOHHON nognuceio ®TEOY BO «HUY «M3IU»
Ceenennn o enagensue L3N M3K

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

(OIDKHOCTB, YUeHas CTETICHb, YUCHOE (moamucs) (pacmudpoBKa MOIIHCH)
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
KOMIETEeHIT HHIHKATOPA 10CTHKEHHS
KOMIEeTeHLHH
[TK-7 ciocoOHOCTHIO, 3HATh:
UCIIOJIB3Ys 3apyOeIKHbIE U - IEPEJOBOM OTEYECTBEHHBIN U
OTCUCCTBCHHBIC HCTOYHUKH 3apyOEKHBII OIIBIT IO BOIIPOCAM
uH(pOpMaIii, COOpaTh OpraHu3aluy IPOLECCOB YIIPaBICHHUS,
HEOOXOAMMBIE TaHHEIE, JIOKYMEHTAIMOHHOTO 00ecrieueHus: u
IIpOaHAJIN3UPOBATh UX U YIpaBJICHUA IIEPCOHAIOM.
MOJITOTOBUTH
HH(OpPMaIMOHHBIN 0030p YMETb:
W/MIH aHAITUTHYECKUI - COCTaBJIATh OCHOBHBIE BUBI
OTYeT OPraHU3alMOHHO-PACIIOPAAUTENBHBIX U
CIPaBOYHO-UH(OPMAIIMOHHBIX
JIOKYMEHTOB;

- OpraHHu30BbIBATb U JOKYMCHTHUPOBATH
COBCHIAHUA, IIEPETOBOPLI, MPE3CHTALNH,
OpTraHHU30BbIBATH pa60Ty C JOKYMCHTaMU
Ha BCCX OTalax Uux NpoxoXxJIACHHUs.

OK-6 criocoGHOCTBIO 3HATH:
HCIIOJIb30BaTh OCHOBBI - 3aKOHO/IATENbHbIE U JIPYTHE

MPABOBBIX 3HAHU B HOpMAaTUBHEIE IIPABOBLIE AKTHI,
Pa3IMYHBIX c(pepax PEriIaMCHTHUPYIOOIUC I/IH(i)OpMaHI/IOHHyIO u
JEeITENLHOCTH JOKYMEHTAIIMOHHYIO AEATEJIbHOCTD

opranuzamuu: Koncturynuio PO,
I'paxxnanckuit Konpexc PO, YronoBHslii
Konexc P®, Tpynosoit Konekc PD;
dbenepanbHble 3akoHBL: «O0 nHDOpManUH,
nH(pOpMaTU3ALIUY U 3aIIUTE
uHpopmanun», «O06 MEeKTPOHHON
noanucny, «O KOMMEPUYECKOU TailHe» U
JIp.; HOpPMATUBHbIE, UHCTPYKTUBHBIE U
METOJIMYECKUE TOKYMEHTBI, H3/]laBacMble
PocapxuBom u 11p.;

- FOCYAapCTBEHHBIE CTAHAAPTHI,
YHU(PUITUPOBAHHBIE CUCTEMBI




Koa u HaumeHoBaHue Koa u HaumeHoBaHMe 3anﬂaﬂnp03aﬂﬂue PeE3yJabTaThI 06yqemm
KOMIIETCHIINH HHAUKATOpa JOCTHKCHUSA
KOMIICTCHIIUHA

JOKYMEHTAIUH, O0IIEPOCCHIICKIE
KJ1accu(UKaTOPBI, MEXKTYHAPOTHBIC
CTaHAApTHI HA JJOKYMEHTAIUIO U JIP..

YMETB:

- HCII0JIb30BATh 3aKOHOAATEIbHBIE U
JIpyrue HOpMaTUBHBIE IIPABOBHIE aKTHI,
roCyJ1apCTBEHHbIE CTaHapPThI,
YHU(PUIIUPOBAHHBIE CUCTEMBI
JIOKyMEHTallM1, HOPMaTHUBHO-
METOJANYECKHUE JOKYMEHTHI JJIs
panroHaIBFHON TEXHOIOTUU paboTh! oduc-
MEHEeJKEpA.

2. MECTO JJUCHUILIUHBI B CTPYKTYPE OBPA3OBATEJIbHOM TPOT'PAMMBI BO

JucuunimHa OTHOCUTCS K dYacTd, (GopMHUpyeMOW ydacTHUKaMH OOpa30BaTEIbHBIX OTHOIICHHIMA
O5oKa IUCHMIUIMH OCHOBHOM mpodeccHoHanbHOM oOpa3oBarenbHOM mporpamme KopropaTuBHBIE
¢unancel (nanee — OIIOII), nanpaenenus noarotoBku 38.03.01 DxoHOMUKa, ypOoBEHb 00pa30OBaHUS:
BhIcIIee 00pa3oBaHue - OaKkamaBpuarT.

baszupyercs Ha ypoBHE cpeiHETO 0011ero 00pa3oBaHMUsL.

PesynbTarel 00yueHus, MOTYICHHBIE 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.

Pacnipenenenue Tpy10eMKOCTH pa3zena (B 4acax) Mo BUJIaM y4eOHOI paboTh

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
aTTeCTAINH 8| © | Jlex JIab | Ip — - VKK | TK A CeMECTDE aTTeCTalluu
/M P /KOHTPOJTB
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 Jlenonpon3BoaCTBO U 59.7 4 6 - 14 - - - - - 39.7 - Ilodzomogka domawinezo 3adanus:
€ro MecTo B [MoaroroBka goMalHero 3aiaHus HaIlpaBiIeHa
yIpaBJIeHYECKON Ha OTPabOTKY YMEHUI pelIeH s
JIeSTeIbHOCTH npodeccrnoHaNBHBIX 3a/1a4. JlomalHee 3agaHue
1.1 | Ponb oduc-meHemKEpa 12.7 1 - 2 - - - - - 9.7 - BBIJIAETCS CTYJIEHTaM 110 U3yUYEHHOMY B paszelie
B OpTraHU3aIiH " Jlenonnpou3BOICTBO U €I0 MECTO B
1.2 [MpaBuna odopmiieHus 18 2 - 6 - - - - - 10 - YIIPaBICHYECKON IESTENbHOCTH" MaTepHaIy.
JIOKYMEHTOB JIOTIONTHUTEBHO CTYICHTY HEOOXOIUMO
1.3 | Opranuzauus paboThl C 16 2 - 4 - - - - - 10 - U3Y4IHUTh JIUTEPATYpPy U pa3oOpaTh NpUMeEpHI
JIOKYMEHTaMU BBINIOJTHEHHS TOJOOHBIX 3a1aHuid. [IpoBepka
14 Cucremartuzanus u 13 1 - 2 - - - - - 10 - ZAOMAIIHEro 3aAaHus IPOBOAUTCS IO
XpaHEeHHE JOKYMEHTOB MNpeACTaBJICHHBIM IMTMCbMCHHBIM pa60TaM.
H3yuenue mamepuanog iumepamypHsix
UCHMOYHUKOG:
[1], t1.2;3;4;5;7; tn1.9 m1.9.4
[2], paznensr 2;7
2 OpraHu3anoHHO- 38 4 - 8 - - - - - 26 - Ilodzomogka domawinezo 3adanus:
pacropsiuTesbHas [MoaroroBka goMallHero 3aiaHus HaIlpaBiIeHa
JIOKYMEHTAIHs Ha OTpabOTKY YMCHUI peleHus!
2.1 OpraHu3anuoHHBIC 11 1 - 2 - - - - - 8 - npodeccnoHABHBIX 3a/1a4. JlomaiHee 3agaHue
JIOKYMEHTBI BBIJJA€TCS CTY/ICHTaM I10 U3y4EHHOMY B pasJielie
2.2 PacnopsautensHbie 11 1 - 2 - - - - - 8 - "OpraHu3annoHHO-pacIOPsIUTENbHAS
JIOKYMEHTBI JIOKyMeHTaIus" MaTepuaiy. JlonoaHnTeasHO
2.3 WudopmannonHo- 16 2 - 4 - - - - - 10 - CTYZIEHTY HEOOXOANMO M3YUHTh JIUTEPATypy U
CIIpaBOYHBIE pa306paTL IIPUMEPHI BBITTOJTHEHU A HO}106HBIX
JTOKYMEHTEI 3aganuil. [I[poBepka toMamniHero 3agaHus

IIPOBOAUTCHA 110 MTPEACTABIICHHBIM TUCbMEHHBIM
paboram.
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H3yuenue mamepuanos 1umepanypHsix
UCHOUYHUKO6:

[1], r1.6
[2], paznemnst 3; 4; 5
[3], pasmen 4
3 JlokyMeHTHpOBaHHE 32 4 8 - 20 Iloozomoeka domauinezo 3adanus:
paboTHI C HEPCOHATIOM. IToaroroBka KOMaIIHETO 3aaHUS HAIIPABICHA
JemnoBoe obmenne Ha OTpabOTKy YMEHUI pemeHus
3.1 JlokyMeHTHpOBaHHE 16 2 4 - 10 npodeccrnoHaNBHBIX 3a1a4. JlomanHee 3agaHue
TPYIOBBIX OTHOLICHUH BBIJAETCS CTYACHTaM I10 U3yICHHOMY B pa3Jielie
3.2 KomMyHuKaIuu B 16 2 4 - 10 " lokyMEeHTHpOBaHUE PaOOTHI C IIEpCcOHATIOM"
yIpaBIeHYECKON Marepuainy. JlONmOJIHUTENBHO CTYACHTY
JIeSTeIIbHOCTH HEO0OX0IMMO M3Y4YHUTh JINTEPATypy U pazo0paTh
IIPUMEPHI BBITIOIHEHHS TOTOOHBIX 3aJaHUH.
[TpoBepka goMalIHEro 3aaaHus MPOBOANTCS 110
NPE/ICTaBICHHBIM TUCEMEHHBIM padoTaMm.
H3yuenue mamepuanog 1umepamypHbix
UCIOYHUKOG:
[1], 171.6 11.6.6; 1. 8 . 8.3; 1711.9 11.9.6
[2], pa3nen 6
[3], pa3gen 5
4 3aKoHOJaTeIbHEIC 14 2 2 - 10 Iloozomoeka domawinezo 3adanus:
OCHOBBI IToxroToBka OMAaNIHETO 3ajaHNUS HalpaBiIeHa
JIeTIOTIPOM3BOICTBA Ha OTPabOTKY YMEHUIl peleH s
4.1 | Opranuszanus paboTel ¢ 7 1 1 - 5 npodeccuoHaNpHBIX 3a/1a4. JlomalHee 3aJaHue
KOH(UICHIINAIbHBIMU BBIJIA€TCA CTYACHTAM I10 U3Y4EHHOMY B pa3jiene
JIOKyMEHTaMHU "3aKoHO1aTeIbHBIE OCHOBBI
4.2 Ob6ecnieueHue 7 1 1 - 5 JIeTIONPOU3BOJICTBA" MaTEepHAIy.
MOJJTHHHOCTH JIOTIONHUTENBHO CTYICHTY HEOOX0AMMO
undopMauu N3Y4YHUTh JIUTEPATYpPy U pa3odpaTh NpUMeEpHI
BBITIOJTHEHHS IOR00HBIX 3aanuil. [IpoBepka
JIOMAITHEro 3aJIaHus! IPOBOJUTCS IO
NIPE/ICTaBICHHBIM TUCEMEHHBIM paboTaMm.
H3yuenue mamepuanog 1umepamypHoix
UCHOYHUKOB:
[1],t1. 71. 7.6
3a4er ¢ OLEHKOi 0.3 - - 0.3 -
Bcero 3a cemectp 144.0 16 32 0.3 95.7
Hroro 3a cemectp 144.0 16 32 0.3 95.7




IIpumeuanue: Jlex — nexnuu; Jlab — mabopatopusie padotsl; [Ip — npaktuueckue 3anatusi; KIIP — ayautopHbie KOHCYIBTAIIMN 110 KYPCOBBIM
npoektam/pabotam; UKKII — nnauButyanbHble KOHCYIBTALUH 110 KypCOBBIM IpoekTam/padotam; ['K- rpymnmnoBsie KOHCYIbTaIlMK 1O pa3ienaM
muctumuael; CP — camoctosarensHas padora cryaenta; MKP — nnas konraktHas padota; TK — Texymmii KoHTpoib; [TA — nmpomexyTouHas
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 cocraBieHus U O(GOPMIICHUS OCHOBHBIX OPraHM3AIMOHHBIX JIOKYMEHTOB: YCTaBa,
MOJIOKEHU S, MHCTPYKIIHH.

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

2.3. UupopMalinoHHO-CIIPaBOYHbIE JJOKYMEHTBI

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. ,HOKVM@HWZMDOSCZHM@ Da60n’Zbl C nepcoraiom. ﬂeﬂoeoe O6ZM€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 xommyHukauuid. IloaroroBka, mnpoBeneHne M JOKYMEHTHpPOBaHHE O(QUIHATBHBIX
neperoBopoB. CocTaBineHue JoroBopa. TeneoHHble KOMMYHUKALMM B  YIPaBIEHYECKOH
JesTeNIbHOCTH. BU3UTHas kapTouka Kak JMYHBIA KOMMYHUKATUBHBIM JOKyMeHT. TpeOoBaHus K
0(pOpMIIEHHIO BUBUTHBIX KAPTOUEK.

4. 3akonodamenvbHbie OCHOB8bL OCNONPOU3IEO0CMEA




4.1. Opranusanust paboTbl ¢ KOHPHUIECHIMATBHBIMH JJOKYMEHTAMHU

JlokyMeHTBl orpaHuyecHHOro goctymna. CBeIeHHs, COCTaBISIONIUME TOCYAApCTBEHHYIO TallHYy
(®3 PDd "O rocynmapctBeHHo# TaiiHe"). [lenonpou3BOACTBO MO JOKYMEHTaM, COIEpPKaIUM
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

. OyHKIMH orc-MEHEKEpa B OpraHU3aIuy;

2. CocraBieHue MpoToKosia O(pUIIMATEHOTO COBEIIAHNS;
3. JIoOKyMEHTHpPOBaHUE JI€JI0BOM MOE3IKH PYKOBOIUTES;
4. O6paboTKa BXOSIIEH U UCXOIAIICH JOKYMCHTAITUH;
5. CocraBlieHr€ HOMEHKJIATYPBI JET;
6
7
8

—

. CocraBneHue ycraBa OpraHu3aluu;
. CocraBneHne nprKasza o OCHOBHOM JI€ATEIbHOCTH;
. CocraBieHue 1e710BOro NUChMa Ha PyCCKOM SI3bIKE U JI€JI0BOT0 NMHUChMa 3apy0eKkHOMY
napTHepy;
9. CocraBienue 10KJIaHOH (Ci1y>KeOHO) 3aMMCKH, CIIPABKH, aKTa;
10. CocTaBneHue JMYHOTO 3asBJICHUS, pe3toMe, aBToonorpaduu;
11. CocTaBnenue npukasa o npueMe Ha paboTy, TpyA0BOrO JOr0OBOpa;
12. CocraBnenue 10roBopa Kyrin-poaaxku;
13. Benenue TeneoHHBIX IIEPETOBOPOB;
14. OdbopmiieHre BUBUTHON KapTOYKH;
15. Obecnieuenue NOATMHHOCTH HHPOPMALIUU. DIIEKTPOHHAS ITOJIITHUCh.

3.4. TeMbl 1a00paTOPHBIX padoT
HE MPEyCMOTPEHO
3.5 KoncyabTanuu

Ipynnoewie koncyremauuu no paszoeiam oucyuniunsl (I°K)

1. OOcyxnenue MaTepualioB 1o Keiicam paszzgena "JlemonmpousBOACTBO U €ro MecTo B
YIIpaBJICHUYECKOM esITebHOCTH"

2. OO6cyxneHue MaTepHajgoB Mo Keilcam paszzaena "OpraHu3alMOHHO-pAcopsIuTeIbHas
JNoKyMeHTanus"

3. OOcyxneHue MaTepuasioB 1O Keiicam pasgena "JloKyMeHTUpOBaHHE pabOThl C
nepcoHainoM. /lenosoe o6menue"

4. OOcyxneHue MaTepuaJioB IO  Kedicam  pas3zgena  "3akoHOJATelIbHBIE  OCHOBBI
JIeJI0Ipon3BoicTBA"

3.6 TemaTnka KypcOBBIX POEKTOB/KYPCOBBIX padoT
KypcoBoii mpoekT/ paboTa He MPEAyCMOTPEHBI



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

3arutaHUPOBAaHHbIE PE3YJIBTATHI O0YUYEHUS 110 AUCIUILIHHE
(B COOTBETCTBUH C pa3ieiioM 1)

Konpl naIMKaTOPOB

Howmep paznena
JTUCUUILTUAHEI (B
COOTBETCTBHH C

OueHo4YHOE CPEACTBO
(TUII ¥ HAUMEHOBAHUE)

n.3.1)
1]12[3]4
3HaTh:
NepeZI0BOM O0TeUECTBEHHBIN U 3apyOeKHBIN OIBIT IO BOIIPOCaM TectupoBanue//lestenbHoCTh OQuc-
OpraHM3alMM [IPOLIECCOB YIPABIIECHUS, TOKYMEHTAIIUOHHOTO MEHe/Kepa B OpraHu3aluu
obecrieueHus u aBJICHUS IIEPCOHAIIOM
yip P Tectupoanue/MapopMannoHHo-
CIIPABOYHBIE TOKYMEHTBI
IIK-7(Kommerennus) | + | +
TectupoBanue/KommyHukaum B
YIIPABJICHYECKOU EATEIBHOCTH
TectupoBanue/OpraHu3alioHHO-
pacnopsiATEIbHbIE JOKYMEHTBI
rOCyJJapCTBEHHbIE CTaH/IAPThl, YHU(DUIIUPOBAHHbBIE CUCTEMBI TectupoBanue//lenonpon3BoACTBO U €ro
JOKYMEHTAIIH, 001IEpOCCUIICKIE KIaCCU(PUKATOPBI, MECTO B YIPaBIECHUYECKON JESITEbHOCTH
MEXyHAPOIHBIC CTAHIAPTHI HA JOKYMEHTAIIUIO U JIp. OK-6(Kommnerentus) | +
TectupoBanue/Opranu3zaiys paboThI ¢
JIOKyMEHTaMu
3aKOHOJATENbHbIE U APYTHE HOPMATUBHBIE ITPABOBBIE AKTHI, TectupoBanue//lokymeHTHpOBaHUE
peraamMeHTHpyroIne HHHOPMALMOHHYIO U JJOKYMEHTAI[HOHHYIO TPYJOBBIX OTHOILIEHUI
nesTenbHOCTh opranusanuu: Koncrurynuto PO, I'paxnanckuii
- o TectupoBaHue/3aKOHOAATEIbHBIE OCHOBBI
Konexc P®, Yronosusiii Konexe P®, Tpynosoit Kogekc PD;
OK-6(KommnereHniius) + | + | Ie’I0ompou3BOJICTBA
dbenepanbHble 3aK0HbBI: «O0 MHPOpManuu, HHGOpMaATU3ALMU U
3amute nHGopManumn», «O0 FMEKTPOHHOU TToATHCHY, «O
KOMMEPUYECKOH TallHe» U JIp.; HOPMAaTUBHBIE, UHCTPYKTHUBHBIE U
METOJIMYECKHUE IOKYMEHTHI, U3aBaeMble PocapxuBoM u nip.
YMerb:
OpPraHM30BBIBATh U JOKYMEHTHPOBATh COBELIAHMSI, IEPETOBOPHIL, Konrponsnas padora/Haiitu ommbOku B
Mpe3eHTalK; OPraHN30BbIBaTh paboTy ¢ nokymeHTamu Ha Beex | [TK-7(Kommerenius) + JIOKYMEHTE
JTanax uX NPOXOKICHUS
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COCTaBJIATb OCHOBHBIC BUbI OPIraHU3al[MOHHO-
pacrnopsAauTCIbHBIX U CHpaBO‘-IHO-I/IH(bOpMaI_[I/IOHHbIX
JOKYMCHTOB

[MK-7(KoMmnereniius)

Kontponbnas padora/Halitu ommbku B
JIOKyMEHTE

HCIIOJIb30BATh 3aKOHOJATCIIbHBIC U IPYT'UC HOPMATHBHBIC
MPABOBBIC aKThI, FOCYAAPCTBEHHbBIC CTAHIAPTHI,
YHU(DULIUPOBAHHBIE CUCTEMBI JOKYMEHTALIUU, HOPMAaTHBHO-
METOIUYECKHE JOKYMEHTBI ISl PAIllMOHATBHON TEXHOIOTHH
paboTel 0duc-MEeHEKEepa

OK-6(Komnerenuus)

KonTponbras padoTta/PekBU3UTHI
YIIPaBJICHYECKHUX JIOKYyMEHTOB
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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
4 cemecTp

®dopma peanm3zanuu: bunersl (MMCEMEHHBIN OMPOC)
1. Jlenonpon3BOACTBO U €T0 MECTO B YIIPABJIEHYECKON esTeIbHOCTH (TecTupoBaHue)
2. lestenbHOCTB O(uc-MeHepKepa B opranuzanun (TectupoBaHue)
3. JlokymeHTHpOBaHuE Tpy10BbIX oTHOIIEHUH (TectupoBanue)
4. 3akoHo1aTeNIbHbIE OCHOBBI Jiesionpou3BocTBa (TectupoBaHue)
5. UadopmarnmonHo-cpaBounsie 1oKyMeHTs (TecTupoBanue)
6. KomMmyHuKkanuu B ynpasieHueckol aestesnbHoctu (TectupoBanue)
7. Haiitu omm6xu B nokymente (KonrponbHas padota)
8. Opranu3zanoHHO-pacnopsauTenbHble JoKyMeHTHl (TectupoBanue)
9. Opranu3zauus padotsl ¢ fokymentamu (TectupoBanue)
10. PexkBu3uThl ynpasnendeckux 10oKyMmeHToB (KoHTponbHas pabota)

bamibHO-pedTUHIOBasA CTPYKTYpa AUCLUILINHBI SABISETCS NPUIOKEHUEM A.

4.2 IIpoMe:xyTOUYHasl aTTECTALUSA 10 AU CHMUILJIMHE

3auem c oyenxou (Cemecmp Ned)
Onenka ompenensiercss B cooTBeTCTBUM ¢ [lonokeHuem o OaylbHO-PEHTHMHIOBOM cHUCTeME AJIs
ctynentoB HUY «MOW» Ha ocHOBaHMHM CEMECTPOBOM U aTTECTALMOHHOMN COCTABIISIOIINX.

IIpumeuyanue: OueHOYHbIE MAaTEpUAIbI 110 TUCLMILIIMHE IPUBEICHBI B (DOHIE OLIEHOYHBIX
matepuaios OITOII.

5. YYEBHO-METOANMYECKOE OBECIIEYHEHUE JUCIUIIJINHbI

5.1 IleyaTHbIE H 3JIEKTPOHHbIE H3IAHNS

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

2. B. A. ApacnanoBa- "JlokyMeHTallMOHHOE OOecrieueHHe yIpaBlIeHUs: yaeOHO-IIPaKTHYECKOe
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;

3. CnuBak, B. A. JlokymeHTHpOBaHUE YIpaBIeHYECKOH AeATesIbHOCTH (/lenonpon3BoacTBo) :
kpatkuii kype / B. A. CriuBax . — CIIO. : [Turep, 2010 . — 256 c. — (Kpatkwuii kypc) . - ISBN 978-5-
49807-608-9 ..

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

2. Office;

3. Windows.

5.3 UuTepHeT-pecypcesl, BKJIIOYas NPodecCHOHAIbHBIE 0a3bI JaHHBIX 1 HH()POPMAILIMOHHO-
CIIPaBOYHBIC CUCTEMBI:
1. 9BC Jlaus - https://e.lanbook.com/
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2. Hayunas sJekTpoHHasi 6udamorexa - https://elibrary.ru/
3. basza nannbix Web of Science - http://webofscience.com/
4. ba3a nanabIx Scopus - http://www.scopus.com
5. HanmoHanbHas 3JIeKTPOHHAs 0udamoTeKa - https://rusneb.ru/

6. Dnexkrponnas 6udmoreka MOU (36 MOMH) - http://elib.mpei.ru/login.php

7. IlopTan oTKpbITHIX AaHHBbIX Poccuiickoii ®@exepanuu - https://data.gov.ru

8. ba3za OTKpPBITHIX JaHHBIX MUHHCTEPCTBA TPY/AA H COUMAILHOI 3a1IUThI PD -
https://rosmintrud.ru/opendata
9. Ba3a OTKpPBITBIX JaHHBIX MPO(ecCHOHATBHBIX CTAHAAPTOB MHUHHCTEPCTBA TPyAA U
connabHoi 3amuThl P® - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

10. ba3a oTKPBITHIX JaHHBIX MUHHCTEPCTBA IKOHOMHUYECKOT0 pa3BuTus PP -
http://www.economy.gov.ru
11. ba3a oTKpbITHIX JaHHBbIX Pochuumonnropunra - http://www.fedsfm.ru/opendata
12. DnexTpoHHasi oTKpbITas 6a3a naHHbIX ""Polpred.com O630p CMHU" -

https://www.polpred.com

13. HauuoHaIbHBII MOpPTAaJI OHJIAH 00yueHusi «OTKpbITOE 0O6pa3oBanue» - https://openedu.ru
14. O¢puunanbublii caiiT @eaepajbHOr0 areHTCTBA M0 TEXHUYECKOMY PeryJHpPOBAHUIO H

MeTpoJioruu - http://protect.gost.ru/
15. OTkpbiTas ynuBepcuterckas nngpopmaunontas cucrema «POCCHUSD -

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUITJIMHBI

Tun nomemeHus Homep aynuropun, OcHaenue
HaAaMMCHOBaHHE
Y4eOHble ayIuTOpUN C-201, YyeOHnas rapTa co CKaMbel, CTOJI IIPEeno1aBaTes,
JUISL IPOBEICHUS ayJuTOpus CTYJ, TOCKa MEJIOBast
JIEKIMOHHBIX 3aHATHH 1 K-120, MamuHHbII cepBep, KOHIUIMOHED
TEKYILEro KOHTPOJIA 3as1 UBI
VY4eOHble aynuTopun C-201, YyeOHnas rapTa co CKaMbei, CTOJI MpPero1aBarTes,
JUIS IPOBEJICHUS ayIuTopus CTYJ, JOCKa MEJIOBast
MPAKTUYECKUX 3aHITUH,
KP u KII
VYuebHbIe ayAuTOpUN C-311, Kpecio pabouee, CTOJ, CTYJ, BElIaiKa JJIs
JUIS IPOBEJICHUS KoMIbroTepHbIi K1acC | OAEKbl, KOMIIBIOTEPHASI CETh C BBIXOJOM B
IIPOMEKYTOUHON kad. "20I1" WHTepHeT, MyJIbTUMEINHHBINA IPOEKTOP,
aTTecTaluu 9KpaH, J10CKa MapKepHasi, HOyTOYK,

KOMITBIOTED MEPCOHAIBbHBIN, NHBEHTAPh
CIeLMaIu3UpPOBAHHBII

ITomemenus s

C-304/1, Hayuno-

CTOJI, CTYJI, Kad JUTsl OJEHK b, BEIIATKa JJIs

CaMOCTOSITENILHOM UCCIIEI0BATEIbCKAs OJIEX/Ibl, KOMITBIOTEPHAs CETh C BHIXO/IOM B
paboThI naboparopust WuTepHeT, MyIbTUMEIUHHBIN TPOEKTOD,
9KpaH, J10CKa MapKepHasi, HOyTOYK,
KOMITBIOTEP NEPCOHATBHBIN
C-311, KpecIo pabouee, CTOJ, CTYI, BeIaiKa JIjIs
KommbroTepHbIit KiTacC |  0/1€XKIIbI, KOMITBIOTEPHAS CETh C BBIXOJIOM B
kag. "I21I1" WHTepHeT, MyIbTUMEIUNHBIN IIPOEKTOP,
9KpaH, 0cka MapKepHasi, HOyTOYK,
KOMIIBIOTEP NEePCOHANIbHBIN, HHBEHTaph
CIICLIMATTM3UPOBAHHBIN
[Tomemenus ans C-306, Kpecio pabouee, paboyee MECTO COTPYIHUKA,
KOHCYJIbTUPOBAHHSI [TpenoaBaTenbckas cTou, mKad Ui JOKYMEHTOB, TIKaQ ISt
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OJZIeXk1bl, KOMITBIOTEPHAs CETh C BBIXOZOM B
WMHTepHEeT, KOMIIBIOTEDP IEPCOHAIBHBIN

C-308,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, IKa( I JOKYMEHTOB, KA s
OJZIeXk1bl, KOMIIBIOTEPHAs CETh C BBIXOZOM B
WuTepHeT, MHOrO(yHKIIMOHATIBHBIN LIEHTP,
KOMIIBIOTEP NEPCOHAIbHBIN

C-310/1,
[IpenonaBaTenbckas

Kpecio pabouee, paboyee MECTO COTPYIHHKA,
CTOJI, CTYJI, IKad 1151 JOKYMEHTOB, IKad s
OJIC)K/IbI, KOMITBIOTEPHASI CETh C BBIXOIOM B
WuTepHeT, MHOrO(QyHKIIMOHATIBHBIHN LIEHTP,
KOMIIBIOTEP NEPCOHAIbHBIN

C-310/2,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, IIKad AJIs JOKYMEHTOB,
KOMITbIOTEPHAs CETh C BBIXOZIOM B MIHTEpHET,
MHOTO()YHKIIMOHAJIBHBIN IIEHTP, KOMITBIOTEP
MIePCOHAIbHBIN

C-314/1, Yuebuas
ayUTOpHUs

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKad A JOKYMEHTOB, MKad AJs
OJICXTbI, BEIIAJIKA JIJIST OJICHKIbI,
KOMIIBIOTEPHAsI CETh C BBIX0JI0OM B MIHTEpHeT,
MHOTO(QYHKIIMOHATBHBIN IICHTP, KOMITBIOTEP
MIePCOHAIbHBIN

C-316,
[IpenonaBaTenbckas

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKa( JJIs JOKYMEHTOB, IKad s
OACK/bI, KOMIILIOTCpHAA CETh C BLIXOAOM B
HHTepHeT, KOMIIBIOTEP MEPCOHATIBHBIH,
IIPUHTED

C-318,
IIpenonaBarenbekas

Kpeciio pabouee, pabouee MECTO COTPYIHUKA,
CTOJ, WKad st TOKyMEHTOB, KA s
0JI€K/Ibl, KOMITBIOTEPHAs CETh C BHIXO/IOM B
WuTepHeT, MHOrO(YHKIIMOHAIBHBIHN LIEHTD,
KOMITBIOTEP NEePCOHATIbHBIN

C-313,
IIpenonaBarenbekas

Kpeciio pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKad IJIs1 JOKYMEHTOB, IKad s
OJIC)KIbI, KOMITBIOTEPHASI CETh C BBIXOJIOM B
WuTepHeT, MHOTO(YHKIIMOHAIBHBIN LIEHTP,
KOMITBIOTEP NEPCOHATBHBIN

ITomemenus s
XpaHeHUs
000pyI0BaHUS U
y4eOHOT0 MHBEHTaps

C-304/2, Apxus

CTCJIIaXK
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

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

(Ha3BaHME AUCIMILIMHBI)

4 cemecTp

HepequL KOHTPOJIBHBIX MePOHpHﬂTHﬁ TEKYIIET0 KOHTPOJIA yCII€BAEMOCTH MO JUCHUIIJIMHE:

KM-1
KM-2
KM-3
KM-4
KM-5
KM-6
KM-7
KM-8
KM-9
KM-
10

JHestenbHOCTh Ouc-MeHemKepa B opranuzanuu (TectupoBanue)

Jenonpoun3BoICTBO U €ro MECTO B YIIpaBiIeHUYECKOM AesiTenbHoCTH (TecTupoBaHue)

PexBu3uThl ynpasieHueckux JokymMmeHTOB (KoHTponbHas paboTa)

Opranuzanus pabotsl ¢ nokymentamu (TectupoBanue)
Opranu3alMoOHHO-paclopsaIUuTeabHble T0KyMeHTHI (TecTupoBaHue)
NupopmannonHo-cpaBouHsle 1okyMeHTh! (TectupoBanue)

Haiitu ommbku B nokymente (KonrponsHas pabota)

JlokymMeHTUpOBaHue TpyAOBbIX oTHOUIeHUH (TectupoBanue)
KommyHukanuu B yrpasieHueckoi nesrenbHocTtu (TectupoBanue)
3aKoHOJaTeIbHBIE OCHOBBI Jenonpou3sBoacTsa (TectupoBanue)

Bujx npome:xyTo4HOI aTTecTanmu — 3a4eT C OLIEHKOM.

Howmep Pasnen Uupgexk | KM | KM [ KM | KM | KM | KM | KM | KM | KM | KM
pasgen | s ¢ KM: -1 -2 -3 -4 -5 -6 -/ -8 -9 | -10
, o Henen 2 4 5 6 7 9 11 | 12 | 14 | 16
s KM:
Jenonpou3BoacTBo u
1 €ro MecTo B
yTpaBJIeHYECKON
JIESITEIbBHOCTH
Posnb oduc-
1.1 MEHEIKepa B + + + + +
OpraHu3aIuu
IIpaBuna
1.2 oopmienus + + + + +
JIOKYMEHTOB
13 Opranuzanus padoTsl + N
C IOKYMEHTaMHU
Cucrematuzanus u
14 XpaHEeHue + +
JIOKYMEHTOB
OpranuzannoHHo-
2 pacnopsIuTeIbHas
JOKYMEHTalus
21 OpraHu3aluoOHHbIE + + + 4
JIOKYMEHTBI
29 PacnopsiautensHbie + + + 4 4
JIOKYMEHTBI
23 HNupopmaninoHHo- + + 4 N N
CIIPaBOYHbIE
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JOKYMCEHTBIL

JIOKyMEHTHPOBaHHE
paboThI C
MIEPCOHAIIOM.
JlenoBoe obiieHne

3.1

JlokymeHTHpOBaHHE
TPYJIOBBIX
OTHOILIEHUN

3.2

KomMmyHukanuu B
YIpPaBJICHUYECKON
JIEATETbHOCTH

3aKOHOI[aTeJ'IBHBIC
OCHOBBI
JACJIOITPOU3BOJICTBA

4.1

Opranuzanus paboTsl
c
KOH(UICHIIMATLHBIM
U JIOKyMEHTaMHU

4.2

O0ecrieuenue
[IOUTUHHOCTH
uHpOpMaun

Bec KM, %:

16

20

16




