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AEATEJIBHOCTH

BJok:

Baok 1 «/Iucuyuniaunbl (MoOxyJam)»
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NpPOrpaMMBblI:

Oo0s13aTeLHan

Ne IMCHUNJIMHBI 0 YYeOHOMY
IJIaHy:
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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. HEJIN U 3AJIAYU OCBOEHUSA JUCHUITIJIMHBI
Heap ocBoenusi aucuunauHbl: IlomydeHue 3HaHUM, HEOOXOAMMBIX JJIsi MPaBUIBHOTO
cocTaBleHUS W OQOPMIICHHS JOKYMEHTOB, BO3HHKAIONIMX B TPOIECCEe MPUHATUS W peallu3aluu
YIPaBICHUYECKUX PEIlIEHUM, OCBOCHHE OOILENPUHSITHIX B MUpE MPEIIPUHUMATENbCTBA JIEKCUKU U CTUIIS
JIEIIOBOM M KOMMEPUYECKOH KOPPECTIOHSHITNH ISl CBOOOTHOTO M PABHOIIPABHOTO OOIIECHHUS C TTAPTHEPOM.
3agauyu AUCHMILINHBI
- O3HaKOMIIEHHUE C OOIIMMU TPUHIIUIIAMY JTOKYMEHTAIIHOHHOTO 00ECIICUCHUS IeATETbHOCTH
OPEIPUATHS, C TOPSAIKOM JOKYMEHTHPOBAHUS UH(OPMALINY;
- O3HaKOMJICHHE C COBPEMEHHBIMH TEXHOJIOTUSMH OpPraHU3aluU JOKYMEHTO000pOTa
MPEANPUATHI M OpraHu3allnif;
- [IpnoOpeTeHre HaBBIKOB COCTABIICHUS U OPOPMIICHHUSI OCHOBHBIX JOKYMEHTOB YIIPaBICHHUS;
- 3yuenue 3aKk0HOJATENBbHBIX 1 HOPMATUBHO-METOUYECKUX JOKYMEHTOB, PETJIaMEHTUPYIOIINX
paboTy ¢ JOKyMEHTaMH OpraHU3allH.

dopmupyembie y 00y4aromerocss KOMNeTeHIUH 1 3aIUIaHUPOBAaHHbBIC Pe3y/IbTAThl 00y4eHUsl 110
JMCLHUIUIMHE, COOTHECEHHBIEC C MHAMKATOPAMH A0CTHKEeHHs] KOMIIeTEeHIMI |

Kox v HaumeHoBaHue Koa u HaumeHoBaHue 3amiaHNpPOBaHHbIE Pe3yJbTAThI 00yUeHHus
KOMIICTCHIIUU HHAUKATOPA TJOCTUKCHUS
KOMIICETCHINH

OIIK-5 Cnocoben N1-1onk-s Mcnionb3yer SHATb.
HCIIONB30BATE COBPEMEHHBIC - CoBpeMEeHHBIE TEXHOJIOTUH OpraHU3aluu
COBPEMEHHBIE MH(pOpMaLMOHHbIE JIOKYMEHTO000pOTa MPEANPUATHI 1
nH(pOpMaIMOHHBIC TEXHOJIOTHH M MPOTPaMMHBIC OpraHU3alnii;
TEXHOJIOTMH U CpencTBa Il XpaHEHUH, - Pons 1 dynxumm oduc-mMenekepa;
IIPOrpaMMHBIE CPEJICTBA 00paboTKH, aHANMH3a U JIOKQJIbHBIC HOPMAaTUBHBIC aKTHI,
IIPU pELIECHNUN npencrapicaus nHGopmamuu | PETIAMECHTUPYIOIMUC ACATCIbHOCTD ocuc-
podeCCHOHANIBHBIX 3aj1a4 MCEHECIKEpa B OpraHu3allim,

- [IpaBuna co3nanus 1 opopmIIeHUS
Pa3IMYHbIX BUJOB OPraHU3allMOHHOMH,
pacropsauTenbHOM, HHPOPMALIMOHHO-
CIIPaBOYHOM U KaJIpOBOM TOKYMEHTALNH;
- 3aKOHOJATENIbHBIE U ApYyTHe
HOpPMaTHUBHBIE [TPAaBOBBIE aKThI,
periaMeHTHpYoLe HH(HOPMAIIMOHHYIO U
JIOKYMEHTAIlMOHHYIO JESITEIbHOCTD
OpraHu3aluy;

- OcHOBHBIE TpeOOBaHMS K 0(POPMIIEHUIO
YIPaBIEHYECKUX JOKYMEHTOB.

YMETh:
- COCTaBJIATh OCHOBHBIE BHIBI
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX U
CIPAaBOYHO-UH(OPMALIMOHHBIX
JIOKYMEHTOB;

- paboTtath ¢ HHPpOpPMaIIUECH,
NPEJOCTABIISATh €€ B yJOOHOM /ISt
BOCTIPHSITHS BUJIC;

- OcymiecTBasATh cO0p, 00pabOTKY U
aHaIM3 MH(QOPMAITUN B COOTBETCTBUH C
TpeOOBAHUAMU KPATKOCTH, YETKOCTH
(bOopMYITHPOBOK, CBOEBPEMEHHOCTH
NOCTYIUIEHHUS, TOYHOCTHU U JIOCTOBEPHOCTH,
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Koa u HaumeHoBaHue
KOMIIETCHIINH

Koa u HaumeHoBaHMe
HHAUKATOpa JOCTHKCHUSA
KOMIICTCHIIUHA

3amiaHupoBaHHbIE Pe3YabTATHI 00yYeHUsI

ONTUMAJIBHOCTH U CUCTEMAaTHU3aIUH,
HETPEPBIBHOCTH cOOpa u 00paboTKu
nHpopmaIuu.

2. MECTO JJUCHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM NPOT'PAMMBI BO

JlMcuuiuiiHa OTHOCHTCS K OCHOBHOM INpO()eCCHOHAIBbHOW 00pa3oBaTeNbHON  IporpamMme
Kopnopatusnsie ¢unancel (nanee — OIIOII), nanpasnenust moarotoBku 38.03.01 DxoHomuka, ypoBeHb
o0OpasoBaHMs: BEICIIEE 00pa3oBaHue - OaKagaBpHar.

bazupyetcs Ha ypoBHe cpesiHero o01ero oopa3oBaHus.

Pe3ynbpTarhl 00y4eHus, MojrydeHHbIE P OCBOCHUM JTUCLUIUIMHBI, HEOOXOIMMBI IIPU BBIITOJHEHUN
BBIIYCKHOM KBaJU(UKALMOHHON PabOTBHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

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

Pasnensr/TeMsl

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

m
S = | =
Ne JTUCIUTUTAHBL/ (D OPMBI § % § KonrakTHas pa6ora cp CopneprkaHue caMOCTOSTENTFHON paboThl/
/i [POMEIKYTOIHOM o &| 3 Koncynbranus UKP PaGora B [Toxroroska k METOIMYECKHE YKA3ZaHUs
aTTeCTAINH 8g|© Jlex | JIab | Ilp ITA CeMECTDE aTTecTaluu
o KITP 'K HKKIT | TK p /KOHTPOITS
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 - I10020mo8Ka K npaKmu4eckum 3aHAmuam:
€ro MecTo B [MoaroroBka K MPakTUUECKUM 3aHITHIM
YIPaBICHYECKOU BKJTIIOYAET U3Y4YCHUE YIeOHO-METOANYECKOM
JIeSITETIbHOCTH JUTEpaTypsl 1o Teme: "J{enonpous3BoacTBO U
1.1 | Ponb oduc-menemxkepa | 12.7 1 - 2 - - - - - 9.7 - €ro MECTO B yIIPaBJICHUECKON AEATEIBHOCTH "
B OpraHM3alUU MOUCK B ceTu MHTepHeT myOauKamii no
1.2 [MpaBuna odopmiieHus 18 2 - 6 - - - - - 10 - aKTyaJIbHBIM BOIIPOCAM, CBSI3aHHBIM C
JIOKYMEHTOB poOIeMaTHKONW JTAHHOU TEMBI
1.3 | Opranuzauus paboThl C 16 2 - 4 - - - - - 10 - Hzyuenue mamepuanog 1umepamypHsix
JIOKyMEHTaMH UCIOYHUKOB:
1.4 Cucremaru3anus u 13 1 - 2 - - - - - 10 - [1], r. 2; 3; 45 5;7;urn.9 1.9.4
XpaHEeHHEe JOKYMEHTOB (2], pasgexst 2; 7
2 Oprasn3annoHHO- 38 4 - 8 - - - - - 26 - Ilo0zomoeka K npaKmuuecKum 3aHAMUAM:
pacropsiuTesbHas IToaroroBka K MPaKTUYECKUM 3aHITHIM
JOKyMEHTAIHs BKJIIOYAET U3y4eHHE YIeOHO-METOINUECKOI
2.1 OpraHu3anuoHHBIC 11 1 - 2 - - - - - 8 - auTeparypsl o TeMe: "OpraHu3aloHHO-
JOKYMEHTBI pacropsiiuTeNbHas JOKyMeHTalus'"; MOUCK B
2.2 Pacniopsiaurensabie 11 1 - 2 - - - - - 8 - cetn MlHTEpHET MyOIUKAIMHA 1O aKTyalbHBIM
JIOKYMEHTBI BOIIPOCAM, CBSI3aHHBIM C POOJIEMAaTHKON
2.3 WudopmannonHo- 16 2 - 4 - - - - - 10 - JITAaHHOM TEMBI
CIpaBOYHBIE H3yuenue mamepuanos 1umepanmypHsix
JIOKYMEHTBI UCOYHUKOG:
[1], rn.6
[2], pa3nensi 3; 4; 5
3 JlokyMeHTupoBaHHe 32 4 - 8 - - - - - 20 - Ilod20moeKa K npaKmuuyecKkum 3aHAMUAM:
paboTHI C HEPCOHAIOM. IToaroroBka K MPaKTUYECKUM 3aHITHIM
JlenoBoe obuienne BKJIIOYAET M3y4eHHE YUeOHO-METOINUECKOI
3.1 JlokyMeHTupoBaHHe 16 2 - 4 - - - - - 10 - JUTEpatypsl o Teme: "'JJokyMeHTHpOBaHHE
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TPYJIOBBIX OTHOIIEHUH

paboTsI ¢ mepconanom. JlenoBoe oOmieHue";

3.2 Kommynukanuu B 16 2 - 4 - 10 nouck B cetu MHTepHeT myOnuKamnuii mo
yIPaBJICHYCCKOI aKTyaJbHBIM BOIIPOCAM, CBSI3aHHBIM C
NeATEIbHOCTH poOIeMaTHKONW JTAHHOW TEMBI
H3yuenue mamepuanog numepamypHsix
UCHOYHUKOB:
[1], 1.6 11.6.6; T71.8 11.8.3; 1.9 11.9.6
[2], pazmen 6
4 3akoHOATEIHLHBIC 14 2 - 2 - 10 Ilo0z0mo6Ka K npaKmuuecKum 3aHamusm:
OCHOBBI [MonroToBka K MpakTUIECKAM 3aHITHAM
JICIIOTIPOU3BOJICTRA BKITIOYAET M3YYCHUE YICOHO-METOANICCKOM
4.1 | Opranusanus paboThI C 7 1 - 1 - 5 JUTEPATyphI 10 TeMe: ""3aKkoHoAaTeIbHbIS
KOH(UICHIINATbHBIMU OCHOBBI JICJIONPOU3BOJICTBA"; IIOUCK B CETH
JIOKyMEHTaMHU WHuTepHeT myOnuKaIuii mo akTyaabHbIM
4.2 ObecnicucHue 7 1 - 1 - 5 BOIPOCaM, CBSI3aHHBIM € TIPOOJIEMaTUKOM
MOJUTMHHOCTH JTAHHOM TEeMBI
uHpOpMALUU H3yuenue mamepuanog numepamypHsix
UCHOYHUKOB:
[1], tn.7 m. 7.6
3adeT ¢ OLIEHKOM 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 — nexunu; JIab — naboparopHsie padboTsl; [Ip — npaktuueckue 3ansatust; KIIP — aynuTopHble KOHCYIBTALUU IO KYPCOBBIM
npoektam/padboram; MKKII — nnanBuyanbHble KOHCYIbTAMU 0 KYpCOBBIM NpoekTam/padoram; ['K- rpymnnoBsie KOHCYIbTAlUM 110 pa3aenam
mucuuruinHel; CP — camocrostenbHas padorta crynenTa; UKP — unas konraktHas padota; TK — Texymmii KoHTposb; [TA — npomexyTrouHas
aTTecTanus




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

1.1. Posib ouc-MeHemKepa B OpraHu3aium

Oo6s3anHocTH 1 QyHKIIMU oduc-MEeHepKepa B opranu3anuu. [[oAroToBka u TOKyMEHTUPOBAHHE
COBeNIaHui, KOH(EPEHIMH, CHUMIIO3UyMOB, cOOpaHuii. J|OKyMEHTHpPOBAHHE JEIOBOM IOE3IKH
PYKOBOAMTEIIS.

1.2. ITpaBuna ohopmiieHUST JOKYMEHTOB
OcHOBHBIC TIOHATHS W OIpeAeNeHUs B o0yacTu jaenonpou3BojacTBa. (OCHOBHBIE 3Tarlbl
nenonpousBoacTsa. [IpaBuna opopmieHust peKBU3UTOB JOKYMEHTOB. biiaHKu TOKyMEHTOB.

1.3. Opranuzanus padoThl ¢ JOKYMEHTaMHU
OO0paboTka BXOHAIICH W MCXOJSIICH JOKYMEHTAIMH. Perucrpanus ¥ KOHTPOJb HCIIOJHEHHUSI
JIOKYMEHTOB.

1.4. Cucremaru3zanus U XpaHeHHE TOKYMEHTOB
OO0mue TpeOoBaHUS K CHCTEMAaTH3aIlluM JIOKYMEHTOB M (opmupoBaHuio aein. HomeHkiarypa
nein. [lonroroBka aen K apXMBHOMY XpaHEHHUIO.

2. Op2anu3ayuoHHO-pacnopaoumenbHas O0OKYyMeHmayus

2.1. Opranu3aluOHHbIE JOKYMEHTBI
[IpaBuna cocraBieHus U O(GOPMIICHUS OCHOBHBIX OpPTaHM3AIMOHHBIX JIOKYMEHTOB: YCTaBa,
MOJIOKEHU S, MHCTPYKIIHH.

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

2.3. UupopMalinoHHO-CIIPaBOYHbIE JJOKYMEHTBI

Knaccudpukanus  uHGOPMAMOHHO-CIPABOYHBIX  JOKYMEHTOB. Buabl  cinykeOHBIX H
KomMMmepueckux mnuceM. CocTaBieHHE JeNoBOro mnucbMma. JlenoBas mepenucka ¢ 3apyOeKHbBIM
naptHepoM. CocTaBiieHne u opopmiieHue T0KIaAHON U 0ObSICHUTENIbHBIX 3alMCOK, 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, TPYAOBOI 10TOBOP.

3.2. KoMMyHHKanuu B yIIpaBJI€HYECKOU NEATEIBHOCTH

Tunsl xommyHukauuid. IloaroroBka, mpoBedeHHE U JOKYMEHTHpPOBaHHE OQUIHAIbHBIX
neperoBopoB. CocTaBineHue JoroBopa. TeneoHHble KOMMYHUKALMM B  YIPaBIEHYECKOH
JesTeNIbHOCTH. BU3UTHas kapTouka Kak JMYHBIA KOMMYHUKATUBHBIM JOKyMeHT. TpeOoBaHus K
0(pOpPMIICHHIO BUSUTHBIX KapTOYEK.

4. 3akonodamenvbHbie OCHOB8bL OCNONPOU3IEO0CHEA




4.1. Opranusanust paboTbl ¢ KOHPHUIECHIMATBHBIMH JJOKYMEHTAMHU

JIOKyMEHTBI OTpaHHYECHHOTO OCTyMa. CBECHUS, COCTABIISIIOIINE TOCYAapCTBEHHYIO TaiiHy (D3
P® "O rocymapcrtBenHoil Taiine"). [lenompou3BOJICTBO 1O JIOKYMEHTaM, COJiepiKaliuM
koMMepueckyto Taiiny (O3 PD "O kommepueckoii TaitHe").

4.2. O6ecrieueHre MOATUHHOCTH HHPOPMALIUU
DJNIeKTpOHHAs MOANKUCH: HasHaueHue u npumeHeHue ( @3 PD "OO6 smekrpoHHON mommucu").
Texuonorust GopMUpOBaHUS FITEKTPOHHON TOITHCH.

3.3. Tembl NpaKTHYECKUX 3AHATHI
1. OGecnieyenre NOMTMHHOCTH UH(GOPMAIMU. DIEKTPOHHAS MTOAINCH;
. OdopMmieHne BUSUTHOM KapTOUYKH;
. Benenue teneoHHBIX IEPETOBOPOB;
. CocraBiieHue J0roBopa KyIriu-Ipoaaxu;
. CocraBnenue npukasa o mpueMe Ha padoTy, TPyIOBOTO JOTOBOPA;
. CocTaBiieHHe JTUYHOTO 3asBJICHHUS, pe3toMe, aBToOnorpaduu;
. CocraBiieHHe TOKJIQHOM (CTy>KeOHOI) 3aMMCKH, CIIPABKH, aKTa;
. CocraBiieHue Je0BOro MUChbMa Ha PYCCKOM S3BIKE U JIEJIOBOTO MUChbMa 3apy0eKHOMY
napTHepy;
9. CocraBienue npuka3a o OCHOBHOM J1€ATeIbHOCTH;
10. CoctaBnenue ycraBa OpraHu3aluy;
11. CocraBneHrne HOMEHKIIATYpbI AT
12. O6paboTKa BXOIAIICH U UCXOAIICH JOKYMEHTAIIHH,
13. JlokyMeHTUpOBaHHE JEIIOBOM MOE3IKU PYKOBOJAUTES;
14. CocraBneHue mpoTOKOIa OPUITUATEHOTO COBEIIAHMS;
15. dynkuuu oduic-MeHeIKepa B OpraHu3alinu.

0 3 O\ L KW

3.4. TeMbl 1a00paTOPHBIX padoT
HE IIPEAYCMOTPEHO

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

Howmep paznena O11eHOYHOE CPEJICTBO
JUCLUIUINHEI (B (TUII ¥ HAUMEHOBAHUE)
3amaHupOBaHHbIE PE3YAbTaThl 00YUYEHUs MO TUCIUILINHE Konpt
COOTBETCTBUH C
(B cOOTBETCTBUHU C pazjesioM 1) WHJIUKaTOPOB n3.1)
11234
3HaTh:

OcHoBHbIe TpeOOBaHUA K 0OPMIICHHUIO YITPABICHYECKUX TOKYMEHTOB TectupoBanue/Jlenonpons3BoacTBo B

NJI-1omk-5 + o
YIPaBIEHYECKON I€ATENEHOCTH

3aKOHO/ATEIbHBIE U IPYTHE HOPMATUBHBIE IIPABOBBIC AKTHI, TectupoBanmne/3akoHOAaTEIbHBIE OCHOBBI
periiaMeHTUpYIoMe HHOOPMAITMOHHYIO M IOKYMEHTAIIMOHHYIO N -lonk-s + | 1eJ0NpOU3BOICTBA

JeSATEIbHOCTh OPraHU3aluu

[TpaBwiia co3panus 1 0POPMIICHHUS PA3TMYHBIX BUIOB TectupoBanue/JlokyMeHTHpOBaHUE
OpraHU3aIOHHOM, pacTopsAUTEIHLHON, HHPOPMAIIMOHHO-CIIPABOYHOMI TPYZIOBBIX OTHOIIECHUI.

H KaJIpOBOH TOKYMCHTAIlUN Tectuposanue/MudopMamoHHO-

CIIPaBOYHbIE JOKYMEHTBI
I/II[- lomk-s + +
TectupoBanue/KoMmyHUKaIUU B

ynpaBnqueCKoﬁ ACATCIIBHOCTHU

TectupoBanue/OpraHu3auOHHO-
pacnopsiANTENbHBIE JOKYMEHTBI

Ponb u pyHkmm oduc-meHeakepa; J0KaJlbHbIE HOPMATUBHBIE AKTHI, TectupoBanue//lesareabHocTh oduc-

NI-1lomk-5 +

permaMeHTHPYIOIINE AesITeNbHOCTh O(hHC-MEHeKEpa B OpraHu3aIuu MEHEJKEPA B OpraHU3aluu
CoBpeMeHHbIE TEXHOJIOTUU OPTaHU3alMK JJOKYMEHTO000pOoTa TectupoBanue/J]e10mnpon3BoICTBO B
MPEINPUSITUN U OpraHU3alHil YIIPaBJICHUYECKOMN NEATEIIbHOCTH

NI-1lomk-5 +
TectupoBanue/Opranuzaiys paboTsI ¢

JIOKYMEHTaMHU

YmMmeTh:

OcymecTBiaTh cO0p, 00pabOTKyY M aHAM3 UH(OPMAITUHU B Kontponbnas pabota/PekBU3HTHI
COOTBETCTBHUH C TPEOOBAHUSMU KPATKOCTH, YETKOCTH (POPMYITHPOBOK, W/-lomcs + yIpaBIeHYECKUX JOKYMEHTOB

CBOCBPECMCHHOCTHU IMOCTYIVICHUA, TOUYHOCTH U TOCTOBEPHOCTH,
ONTUMAJIBLHOCTU U CHCTEMAaTH3aIliH, HETIPEPHIBHOCTU cOopa U




00paboTKu nHbOpPMAITUN

pabotaTh ¢ nH(pOpMAaLIHEH, TPEOCTABIATE €€ B YA0OHOM JIs
BOCITPUSATHS BUJIC

N -lonk-s

KonTponbras padota/PexkBU3UTHI
YIPaBJICHYECKUX JIOKYMEHTOB

COCTaBJISITb OCHOBHBIC BU/IbI OPTaHHU3AIMOHHO-PACTIOPAAUTCIIBHBIX U
CHpaBO‘lHO'I/IH(l)OpMaI_[I/IOHHBIX JOKYMCHTOB

N -lonk-s

KonTponbnast pabota/HaiiTi ommbku B
JIOKYMEHTE
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4. KOMIIETEHTHOCTHO-OPUEHTAPOBAHHBIE OIIEHOYHBIE CPEJICTBA JUISA
KOHTPOJISI OCBOEHUSA PE3VJIbTATOB OBYUEHUS 1O JUCIMUILINHE
(TEKYIIU KOHTPOJIb YCIIEBAEMOCTH, IPOMEKYTOUYHASI ATTECTALMSA
1O JUCLMILINHE)

4.1. Tekymuii KOHTPOJIb yCIIeBA€MOCTH
4 cemecTp

®dopma peanuzanuu: buneTsl (MUCEMEHHBIN OTIPOC)
1. lenonpou3BOACTBO B yIIpaBIeHUECKOH nesTenbHocTH (TecTupoBanue)
2. lestenbHOCTB O(uc-MeHepKepa B opranuzanun (TectupoBaHue)
3. JlokyMeHTHpOBaHUE TPYIOBBIX OTHOIIEHUH. (TecTupoBanue)
4. 3akoHo1aTeNbHbIE OCHOBHI Jesionpou3BoacTBa (TectupoBanue)
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 ompenensercs B cooTBeTCTBUM C [lonokeHuem o OayIbHO-PEHTHMHIOBOM cHUCTeME AJs
ctynentoB HUY «MOW» Ha ocHOBaHMHM CEMECTPOBOM U aTTECTALMOHHOMN COCTABIISIOIINX.

B numnnoM BeICTaBIsETCS OICHKA 3a 4 CEMCCTD.

IIpumeuanue: OrieHOYHBIE MaTEpUAbI IO AUCHUILIMHE MPUBEIEHBI B (DOH/IE€ OLICHOYHBIX
matepuanos OITOII.

5. YYEBHO-METOANYECKOE OBECIHEYEHUE JUCIHUITJINHBI

5.1 ITeyaTHbIE U IJIEKTPOHHbIE H3IAHNS

1. . A. SIakoBuu- "Ynpasnenue opucom", U3narenscro: "FOuutn", Mocksa, 2012 - (255 c.)
https://biblioclub.ru/index.php?page=book&id=117386;

2. B. A. ApacnanoBa- "JlokyMeHTallMOHHOE O0eCIieueHUE YIIPaBIeHUs: YUeOHO-TIPAaKTHUYECKOE
nocobue B cxemax, Tabmuiax, oopasmax", (2-e usm., nom. u nepepad.), UsnarensctBo: "Iupext-
Menua", Mocksa, bepnun, 2020 - (266 c.)
https://biblioclub.ru/index.php?page=book&id=578394.

5.2 JIunieH3M0HHOe ¥ CBOOOTHO pacnpocTpaHsieMoe MPOrpaMMHOe odecrnedeHHe:
1. CHO "IIpomereit";

2. Office / Poccuiickuii makeT 0(UCHBIX IPOrpamm;

3. Windows / OniepanrionHasi cucrema cemeiictsa Linux;

4. Maitna BugeoxondepeHIum.

5.3 UnTepHeT-pecypchl, BKIWYast npodeccuoHaIbHbIe 6a3bl JAHHBIX U HH(OPMAIMOHHO-
CIPABOYHbIE CUCTEMBI:
1. 9BC Jlans - 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 AaHHBIX Poccuiickoii ®@exepanuu - https://data.gov.ru

8. ba3za OTKpPBITBHIX JaHHBIX MUHHCTEPCTBA TPY/AA U CONMAIBHOI 3a1IUTHI PD -
https://rosmintrud.ru/opendata
9. Ba3a OTKpPBITBIX JaHHBIX MPO(ecCHOHATBHBIX CTAHAAPTOB MHUHHCTEPCTBA TPyAA U
connaibHoi 3amuThl PA - 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 oTKpbITast 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 ungpopmannonnas cucrema «POCCHSD -

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUITJIMHBI

Tun nomemeHus Homep aynuropun, OcHaenue
HAaHMEHOBaHHe
Y4eOHble ayIuTOpUN C-201, YyeOHnas rapTa co CKaMbel, CTOJI IIPEeno1aBaTes,
JUTSI TIPOBEJICHUS ayIUTOPUS CTYJ, 1OCKa MeJIOBast

JICKIMOHHBIX 3aHATHH U
TEKYIIEro KOHTPOJIS

VY4eOHble aynuTopun
JUIS IPOBEJICHUS
MPAKTUYECKUX 3aHITUH,
KP u KII

C-301, YyebHnas
ayIuTOpUs

CTOJI, CTYJI, BEIAJIKa JUI OJIEXK/Ibl, JOCKa
MEJOoBas, MyJIbTUMEAUNHBIN IPOEKTOP, dKPaH,
KOJIOHKH, HOYTOYK

VY4eOHble aynuTopun
U1 IPOBEIEHUS

C-301, YuyebHnas
ayIuTOpUs

CTOJI, CTYJI, BEIIAJIKa JJI O/ IbI, T0CKa
MeJIoBast, MyJIbTUMEUIHBIN TPOEKTOp, IKpaH,

MIPOMEXYTOUHOMN KOJIOHKH, HOYTOYK
aTTecTalluu
ITomenenus s C-304/1, Hayuno- CTOJI, CTYJI, Kad JUTsl OJEHK b, BEIIATKa JJIs
CaMOCTOSITENIbHOM UCCIIeI0BATEIbCKAs 0J1€X/Ibl, KOMITBIOTEPHAs CETh C BHIXO/IOM B
paboThI naboparopus WuTepHeT, MyIbTUMEIUHHBIN TPOEKTOD,
9KpaH, J10CKa MapKepHasi, HOyTOYK,
KOMITBIOTEP NEPCOHATBHBIN
C-311, Kpecso pabouee, CTOJ, CTYJ, BeIaiKa JIjIs
KommbroTepHbIil KiTacC |  0/1€XKIIbI, KOMITBIOTEPHAS CETh C BBIXOJIOM B
kag. "I21I1" WHTepHeT, MyIbTUMEIUNHBIN IIPOEKTOP,
9KpaH, 0cka MapKepHasi, HOyTOYK,
KOMIIBIOTEP NEePCOHANIbHBIN, MHBEHTaph
CIICIMATM3UPOBAHHBIIN
[Tomemenus ans C-306, Kpecio pabouee, paboyee MECTO COTPYIHUKA,
KOHCYJIbTUPOBAHHS [TpenomaBaTenbckas cTou, Kad Ui JOKYMEHTOB, IIKaQ) ISt

OJZIEK/Ibl, KOMIIBIOTEpPHAsI CETh C BBIXOJOM B
WHTepHEeT, KOMIIBIOTEP EPCOHAIBHBIN
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C-308,
[IpenonaBarenbckas

Kpeciio pabouee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, IIKad Il JOKYMEHTOB, IKad s
OJ1€X/Ibl, KOMIIBIOTEPHAs CETh C BHIXO/IOM B
WuTepHeT, MHOrO(yHKIIMOHATIBHBIN LIEHTP,
KOMIIBIOTEP NEPCOHATIbHBIN

C-310/1,
[IpenonaBaTenbckas

Kpecio padouee, paboyee MECTO COTPYIHHKA,
CTOJI, CTYJI, IIKad JJIs1 JOKYMEHTOB, IKad s
OJIC)K/IbI, KOMITBIOTEPHASI CETh C BBIXOIOM B
WuTepHeT, MHOrOQyHKIIMOHAIBHBIH LIEHTP,
KOMIIBIOTEP NEPCOHAIBHBIN

C-310/2,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKa( AJIs JOKYMEHTOB,
KOMIIBIOTEPHAs CETh C BBIXOJIOM B MIHTEpHeT,
MHOTO()YHKITHOHAJIBHBIN IIEHTP, KOMITBIOTEP
MIePCOHAIbHBIN

C-314/1, Yuebuas
ayUTOpHUs

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKad A7 JOKYMEHTOB, IKad Ass
OJICXTbI, BEIIAJIKA JIJISl OJICHKIbI,
KOMIIBIOTEpHAsI CEeTh C BBIX0JIOM B MIHTEpHET,
MHOTO(QYHKIIMOHATBHBIN IICHTP, KOMITBIOTEP
MIePCOHAIbHBIN

C-316,
[IpenonaBaTenbckas

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, KA JJIs1 JOKYMEHTOB, IKad s
OACK/bI, KOMIILIOTCpHAA CETh C BLIXOAOM B
WHTepHET, KOMITBIOTEP MEPCOHATIBHBIH,
IIPUHTED

C-318,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
CTOJI, WKad UIsi TOKYyMEHTOB, IIKad s
OJZIEK/Ibl, KOMIIBIOTEpPHAs CEThb C BBIXOJOM B
WuTepHeT, MHOTO(YHKIIMOHAIBHBIHN LIEHTD,
KOMIIBIOTEP NEPCOHAIbHBIN

C-313,
[TpenonaBaTenbckas

Kpecio pabouee, pabodyee MECTO COTPYIHUKA,
CTOJI, CTYJI, IIKad AJIs JOKYMEHTOB, IKad s
OJICK/TbI, KOMITBIOTEPHAsSI CETh C BHIXO/IOM B
WHTepHeT, MHOrOQyHKIIMOHATIBHBIHN LIEHTP,
KOMIIBIOTEP NEPCOHATBHBIN

ITomeenus s
XpaHEHUs
o0opymoBaHus U
y4eOHOr0 MHBEHTaps

C-304/2, Apxus

CTCJLIaXK
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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)

Jenornpoun3BoICTBO B yIpaBlieHYECKOU JesiTenbHocTH (TecTupoBaHue)

PexBu3uThl ynpasieHueckux JokymMmeHTOB (KoHTponbHas paboTa)

Opranuzanus pabotsl ¢ nokymentamu (TectupoBanue)
OpraHu3alMoOHHO-pacnopsaIUuTeabHbIe T0KyMeHTHI (TectupoBaHue)
NupopmannonHo-cpaBouHsle 1okyMeHTh! (TectupoBanue)

Haiitu ommbku B nokymente (KonrponsHas pabota)

JlokymMeHTHpOBaHue TpyAoBbIX oTHOoUeHuH. (TectupoBanue)
KommyHukanuu B yrpasieHueckoi nesrenbHocTtu (TectupoBanue)
3aKoHOJaTeIbHBIE OCHOBBI Aenonpou3BozcTea (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, %:
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