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Jexnun

6 cemecTp - 8 yacos;

IIpakTnyeckue 3aHATHSA

6 cemecTp - 12 yacos;

JladopaTopHbie padoThI

He NMPeyCMOTPEHO YUeOHbIM MJIAHOM

Kouncynabranuu

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IUTOPHbIX 3aHSATHH

CamocTrosiTesibHasi padoTa

6 cemecTp - 123,7 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

6 cemectp - 0,3 yaca;
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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

Yy Y
KOMIICTCHIIUU HHAUKATOPA TJOCTUKCHUS
KOMIIETCHLIUN

OIIK-5 Cnocoben N1-1onk-s Mcnionb3yer SHaTb.

HCIIONB30BATE COBPEMEHHBIC - OcHoBHBIE TpeOOBaHMS K 0OPMIICHUIO

COBPEMEHHBIE MH(pOpMaLMOHHbIE YIPaBJICHICCKUX TOKYMCHTOB,

nH(pOpMaIMOHHBIC TEXHOJIOTHH M MPOTPaMMHBIC - CoBpEeMCHHBIC TEXHOJIOTHH OPraHU3aliu

TEXHOJIOTMH U CpencTBa Il XpaHEHUH, JIOKYMEHTO000pOTa MPEANPUATHIA 1

MIPOTpaMMHBIE CPEICTBA 00paboTKH, aHANMH3a U OpraHusanmnu,

IIPU pELIECHNUN npescTaBiaeHns uudopmamuu | - POJTb U dyHKIMK OpHC-MEHEKEePa;

periIaMeHTHPYIOLIHE JesITeIbHOCTh O(puC-
MEHEJKEPA B OPraHU3aLlNH;

- [IpaBuna co3nanus 1 opopmIIeHUS
Pa3JINYHBIX BUJIOB OPTraHU3allMOHHON,
pacropsauTenbHOM, HHPOPMALIMOHHO-
CIIPaBOYHOM U KaJIpOBOM TOKYMEHTALNH;
- 3aKOHOJATENIbHBIE U ApYyTHe
HOPMAaTHBHBIE IIPABOBBIC AKTHI,
periaMeHTHpYoLe HH(HOPMAIIMOHHYIO U
JIOKYMEHTAIMOHHYIO JESITEIBHOCTD
OpraHu3anuu.

YMETh:
- paboTtath ¢ HHPpOpPMAIIUECH,
NPEJOCTABIISATh €€ B yJOOHOM /ISt
BOCTIPHSITHS BUJIC;

- OcymiecTBasATh cO0p, 00pabOTKy U
aHanu3 HH(QOpMAIK B COOTBETCTBUU C
TpeOOBaHUSAMH KPATKOCTH, YETKOCTH
(bOopMYITHPOBOK, CBOEBPEMEHHOCTH
MOCTYIUICHUS, TOYHOCTU U JOCTOBEPHOCTH,
ONTUMAIIEHOCTH ¥ CUCTEMaTH3aIlHH,
HEMPepbIBHOCTH cOOpa u 00paboTKu
uH(popMaLnu;

- COCTaBJISITh OCHOBHBIE BH/JIBI




Koa u HaumeHoBaHue
KOMIIETCHIINH

Koa u HaumeHoBaHMe
HHAUKATOpa JOCTHKCHUSA
KOMIICTCHIIUHA

3amiaHupoBaHHbIE Pe3YabTATHI 00yYeHUsI

OpTraHU3alMOHHO-PACTIOPSAUTEIBHBIX U
CHPaBOYHO-UH(POPMALMOHHBIX
JIOKYMEHTOB.

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.

basupyercs Ha ypoBHE cpeiHero o0Iiero 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
o 5| &
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 — - VKK | TK ITA CeMECTDE aTTecTaluu
/M P /KOHTPOJIb
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 Jlenonpou3BoICTBO U 54.7 6 3.0 - 4 - - - - - 47.7 - Ilodzomogka K npaKmu4ecKum 3aHAMUAM:
€ro MecTo B [MoaroroBka K MPakTUUECKUM 3aHITHIM
YIPaBICHYECKOU BKJTIIOYAET U3Y4YCHUE YIeOHO-METOANYECKOM
JIeSITETIbHOCTH JUTEpaTypsl 1o Teme: "J{enonpous3BoacTBO U
1.1 | Poab oduc-meHemKEPa 13.2 0.5 - 1 - - - - - 11.7 - €ro MeCTO B yNpaBJIeHUECKOH JeaTeabHOCTH "
B OpraHM3alUU MOUCK B ceTu MHTepHeT myOauKamii no
1.2 IIpaBuna odopmicHus 14 1 - 1 - - - - - 12 - aKTyaJIbHBIM BOIIPOCAM, CBSI3AHHBIM C
JIOKYMEHTOB poOIeMaTHKONW JTAHHOU TEMBI
1.3 | Opranuzauus paboThl C 14 1 - 1 - - - - - 12 - Hzyuenue mamepuanog 1umepamypHsix
JIOKyMEHTaMH UCIOYHUKOB:
1.4 Cucremaru3anus u 135 0.5 - 1 - - - - - 12 - [1], r. 2; 3; 45 5;7;urn.9 1.9.4
XpaHEeHHEe JOKYMEHTOB (2], pasgexst 2; 7
2 Oprasn3annoHHO- 39.0 2.0 - 3 - - - - - 34 - Ilo0zomoeka K npaKmuuecKum 3aHAMUAM:
pacropsiuTesbHas IToaroroBka K MPaKTUYECKUM 3aHITHIM
JOKyMEHTAIHs BKJIIOYAET U3y4eHHE YIeOHO-METOINUECKOI
2.1 OpraHu3anuoHHBIC 125 0.5 - 1 - - - - - 11 - auTeparypsl o TeMe: "OpraHu3aloHHO-
JIOKYMEHTBI pacnopsauTenbHas JOKyMEHTAuA'"; IIOMCK B
2.2 Pacniopsiaurensabie 125 0.5 - 1 - - - - - 11 - cetn MlHTEpHET MyOIUKAIMHA 1O aKTyalbHBIM
JIOKYMEHTBI BOIIPOCAM, CBSI3aHHBIM C POOJIEMAaTHKON
2.3 NHpopMaIHOHHO- 14 1 - 1 - - - - - 12 - JaHHOMW TEeMBbI
CIpaBOYHBIE H3yuenue mamepuanos 1umepanmypHsix
JIOKYMEHTBI UCOYHUKOG:
[1], rn.6
[2], pa3nensi 3; 4; 5
3 JlokyMeHTupoBaHHe 31 2 - 3 - - - - - 26 - Ilod20moeKa K npaKmuuyecKkum 3aHAMUAM:
paboTHI C HEPCOHAIOM. IToaroroBka K MPaKTUYECKUM 3aHITHIM
JlenoBoe obuienne BKJIIOYAET M3y4eHHE YUeOHO-METOINUECKOI
3.1 JlokyMeHTupoBaHHe 16 1 - 2 - - - - - 13 - JUTEpatypsl o Teme: "'JJokyMeHTHpOBaHHE

5




TPYJIOBBIX OTHOIIEHUH

paboTsI ¢ mepconanom. JlenoBoe oOmieHue";

3.2 Kommynukanuu B 15 1 - 1 - 13 nouck B cetu MHTepHeT myOnuKamnuii mo
yIPaBJICHYCCKOI aKTyaJbHBIM BOIIPOCAM, CBSI3aHHBIM C
NeATEIbHOCTH poOIeMaTHKOW 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 19.0 1.0 - 2 - 16 Ilo0z0mo6Ka K npaKmuuecKum 3aHamusm:
OCHOBBI [MonroToBka K MpakTUIECKAM 3aHITHAM
JICIIOTIPOU3BOJICTRA BKITIOYAET M3YYCHUE YICOHO-METOANICCKOM
4.1 | Opranusanus paboThI C 9.5 0.5 - 1 - 8 JUTEPATyphI 10 TeMe: ""3aKkoHoAaTeIbHbIS
KOH(UICHIINATbHBIMU OCHOBBI JICJIONPOU3BOJICTBA"; IIOUCK B CETH
JIOKyMEHTaMHU WHuTepHeT myOnuKaIuii mo akTyaabHbIM
4.2 ObecnicucHue 9.5 0.5 - 1 - 8 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 8.0 - 12 0.3 123.7
Hroro 3a cemecTp 144.0 8.0 - 12 - - 0.3 123.7

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, mnpoBeneHue 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

JIOKyMEHTBI OTpaHHYECHHOTO OCTyMa. CBECHUS, COCTABIISIIOIINE TOCYAapCTBEHHYIO TaiiHy (D3
P® "O rocymapctBenHoil TaiiHe"). Jlenonpou3BOJACTBO MO JOKYMEHTaM, COJEpKalluM
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. Benenue teneoHHBIX IEPETOBOPOB;
2. CocraBieHue J0roBopa KyIIu-Ipoaaxu;
3. CocraBienue npukasa o npueme Ha paboTy, TPYJOBOTO JIOTOBOPA;
4. CocraBieHue JTUYHOTO 3asBJICHUS, pe3tomMe, aBToouorpaduu;
5. CocraBiieHue JTOKIAAHOU (CITy»)KeOHOI) 3aITUCKU, CITPaBKH, aKTa;
6. CocTaBiieHre AETOBOTO MUChMa HA PYCCKOM SI3BIKE U JIEJIOBOTO MHUChbMa 3apy0eKHOMY
napTHepy;
7. CocTaBiieHHe HOMEHKIIATYpPBI JelT;
8. CocraBiieHue ycTaBa OpraHu3aluy;
9. O6paboTka BXOAAIIEH U UCXOIAIICH TOKyMEHTAIUH;
10. JlokymeHTHpOBaHUE JEJIOBOM MOE3 KU PYKOBOIUTENS;
11. CocraBienue MpoToKoia OPHUIIHATEHOTO COBEIIAHNUS;
12. ®ynkuun oduc-MeHemKepa B OpraHu3alum;
13. OdopmieHre BUSUTHON KapTOUKH;
14. CocraBnenue nmpukasza o OCHOBHOM J€SITEIIbHOCTH;
15. ObecnevueHre NOAITMHHOCTH HHPOPMAIIHU. DIEKTPOHHAS MOAIKUCH.

3.4. TeMbl 1a00paTOPHBIX padoT
HE MPETyCMOTPEHO
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 MarepuajgoB Mo Kelcam paszzaena "OpraHu3alnOHHO-pacopsIUuTeNbHas
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 KOMIIeTEeHIIU

Howmep paznena
JUCLUILIMHEI (B

OueHo4yHOE CPEACTBO
(TUII 1 HAUMEHOBAHUE)

3amaHupOBaHHbIE PE3yIbTaThl 00yUYEHUs MO TUCIUILINHE Konpr
COOTBETCTBUU C
(B COOTBETCTBHHM C pazneiiom 1) WHJIUKaTOPOB n3.1)
1]12]3]4
3HaTh:
3aKOHO/ATEIbHBIE U IPYTHE HOPMATUBHBIE IPABOBbBIE TectupoBanue/JJokyMeHTHpOBaHHE TPYJOBBIX
aKThI, PETIIAMEHTHPYIOIIE NHPOPMAITUOHHYIO U W-lomcs + oTHoleHu. KoMMyHUKaIu B yrpaBieHYECKON
JOKYMEHTAMOHHYIO €SI TEIbHOCTh OPraHU3aluu ' JeSATEIbHOCTH. 3aKOHOJATEIbHbIE OCHOBBI
JIEJIONPOU3BOJICTBA
[IpaBuiia co3ganus u 0pOPMIICHHUS PA3IMYHBIX BUIOB TectupoBanue/JJokyMeHTUpOBaHHE TPYJOBBIX
OpTraHHU3AIMOHHON, PaCTIOPSIAUTEIHHON, HHPOPMAITMOHHO- oTHoueHn. KoMMyHuKanuu B yrpaBieHYECKOM
CIIPaBOYHOM U KaJpOBOU JOKYMEHTaUU JeSATEIbHOCTH. 3aKOHOJATEIbHbIE OCHOBBI
W/-Tonk-s Tt JICJIONIPOU3BOICTBA
TectupoBanue/OpraHu3alliOHHO-PACTIOPSAIUTENbHAS
JIOKYMEHTAIUS
Ponb u dpyakuu oduc-mMeHemxepa; T0KanbHbIE TectupoBanue//lenonpons3BoaCTBO B
HOPMATHUBHBIE aKThl, PETJIAMEHTUPYIOLINE NEATEIbHOCTD WNJI-1omnk-s + YIPaBICHYCCKON JACSITETLHOCTH
oduc-MeHeKepa B OpraHu3aluu
CoBpeMeHHbIE TEXHOJIOTUN OpTraHu3aIiu W71 + TectupoBanue/Jlenonpou3BoACTBO B
JIOKYMEHT0000pOTa MPEANPHUITHI U OpraHU3aIHiA Ji-Lomcs YIPABJIEHUECKOU IEATETbHOCTH
OcHoBHbIe TpeOOBaHUS K O(OPMIICHHUIO YIIPABICHUECKUX VT-Lores + TectupoBanue//lenonpon3BoaCTBO B
JIOKYMEHTOB YIPABJICHUECKOM NIEATETLHOCTH
YMersn:
COCTaBJISITh OCHOBHBIE BUJIbI OPTaHU3AIIMOHHO- Kontponbnas padora/HaiiT ommOKu B JOKyMEHTE
pacIoOpSAUTENHHBIX U CIIPABOYHO-UH()OPMAIIMOHHBIX N-lonks +
JTOKYMEHTOB
OcyecTBiATh cO0p, 00paboTKy U aHau3 HH(OPMAIIUU B KonTpomnpHas pabota/PekBU3UTHI yIIpaBICHUECKUX
COOTBETCTBHUH C TPEOOBAHUSAMH KPATKOCTH, YETKOCTH W1 + JTIOKYMEHTOB
($hOpMyIHPOBOK, CBOEBPEMEHHOCTH MOCTYIUICHHSI, Hi-Lomcs
TOYHOCTH U JJOCTOBEPHOCTH, ONITUMAJIBHOCTH U




CHUCTEMaTH3aIMH, HEIPEPBIBHOCTH cOOpa i 00paboTKH
uHpopMau

pabortath ¢ HHPpOpPMaLIUEH, TPEAOCTABIIATh €€ B Y00OHOM
JUTSE BOCTIPUSITUSI BUJIE

N-lonk-s

KonTponbHas pabota/PekBU3NTHI yIIpaBIeHUECKUX
JIOKYMEHTOB
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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
6 cemecTp

®dopma peanuzanuu: buneTsl (MUCEMEHHBIN OTIPOC)
1. denornpoun3BoCTBO B ylpaBlieHYeCKOU aestenbHocTH (TectupoBanue)
2. JIOKyMEeHTHpOBAaHUE TPYIOBbIX OTHOIICHUI. KOMMyHUKaIMK B YIIpaBJICHYECKOM
JESATENIbHOCTH. 3aKOHOJaTeIbHbIE OCHOBBI Jieolpon3BoicTBa (TectupoBanue)
3. Haiitu omm6ku B noxkymente (KonTtponsHas padota)
4. OpranuzalmoHHO-pacnopsauTensHas qokymenTamus (TectupoBanue)
5. PexBu3uThl ynpaBieHueckux JokyMeHTOB (KoHTponbHas padoTa)

bamibHO-pedTUHIOBasA CTPYKTYpa AUCLUILINHBI SABIISETCS NPUIOKEHUEM A.

4.2 IlpoMe:xyTOUYHasl aTTECTALUSA 110 AUCHHUILJIMHE

3auem c oyenxoti (Cemecmp Neb6)
Onenka ompenensercs B cooTBeTCTBUM C [lonokeHuem o OayibHO-PEHTHMHIOBOM cHUCTeME AJIs
crynentoB HUY «MOW» Ha ocHOBaHUHM CEMECTPOBOM U aTTECTALMOHHOMN COCTABIISIOIINX.

B nunnoM BeICTaBIsETCS OICHKA 3a 6 CEMCCTD.

Ipumeuyanue: ONieHOYHBIC MAaTEPUAITHI TI0 JUCIUILINHE TPUBEICHBI B (DOH/IEC OIICHOYHBIX
marepuasioB OITOII.

5. YYEBHO-METOANYECKOE OBECIHHEYHEHUE JUCLHUIIJINHBI

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 O0EeCIieUeHUE YIPaBIeHUs: yUeOHO-TIPAaKTUYECKOE
nocobue B cxemax, Tabmuiax, oopasmax", (2-e usm., nom. u nepepad.), UsnarensctBo: "JIupext-
Menua", Mocksa, bepiun, 2020 - (266 c.)
https://biblioclub.ru/index.php?page=book&id=578394.

5.2 JIuueH3noHHOE U CBOOOIHO PAaCPOCTPaHseMoO€e MPOrpaMMHOe odecreyeHme:
1. CO "IIpomereit”;

2. Office / Poccuiickuii makeT 0(UCHBIX IPOrpamm;

3. Windows / OniepanrionHasi cucrema cemeiictsa Linux;

4. Buneoxondepenuuu (Maitnn, Coepaxas, BK u np).

5.3 UnTepHeT-pecypchl, BKIWYas NpodeccuoHaIbHbIe 6a3bl JAHHBIX U HH(OPMAIMOHHO-
CIIPaBOYHbIE CHCTEMBI:

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

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

3. ba3za nannbix Web of Science - http://webofscience.com/

4. ba3a nanabIx Scopus - http://www.scopus.com

5. HanuoHabHas 3J1eKTPOHHAas Oudmoreka - https://rusneb.ru/
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6. Daexrponnasi 6udauoreka MOU (36 MIMN) - http://elib.mpei.ru/login.php

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

8. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AA U COUMAIBLHOI 3amuTH PO -
https://rosmintrud.ru/opendata
9. Ba3a OTKPBITBIX JaHHBIX MPO(ecCHOHATBHBIX CTAHAAPTOB MUHHUCTEPCTBA TPYAA U
connabHoi 3amuThl PA - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

10. ba3a oTKpPBITHIX JaHHBIX MUHHCTEPCTBA IKOHOMHUYECKOT0 pa3BuTus PD -
http://www.economy.gov.ru
11. ba3a oTKpbITHIX JaHHBbIX PochuumonunTopunra - http://www.fedsfm.ru/opendata
12. DnexTpoHHasi oTKpbITast 6a3a naHHbIX '"'Polpred.com O630p CMHU" -

https://www.polpred.com

13. HauuoHaJIbHBII MOPTAaJI OHJIAH 00yueHusi «OTKpbITOE 0O6pa3oBanue» - https://openedu.ru
14. OpunuanbHbli caiT @e1epajTbHOr0 areHTCTBA M0 TEXHHYECKOMY PeryJJMpoBaHHUIO H

MmeTpoJioruu - http://protect.gost.ru/
15. OTkpbiTas ynuBepcurterckas nngpopmaunontas cucrema «POCCHUSD» -

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHHUE JUCHUITJIMHBI

Tun nomemeHus Homep aynuropun, OcHaenue
HAaHMEHOBaHHe
Y4eOHble ayIuTOpUN C-201, YyeOnas rapTa co CKaMbel, CTOJI IIPEeno1aBarelis,
JUTSI TIPOBEICHUS ayIUTOPUS CTYJ, 1OCKa MeJIOBast

JICKIMOHHBIX 3aHATHH U
TEKYIIEro KOHTPOJIS

VY4eOHble ayuTopun
JUTSl IPOBEJICHUS
MPAKTUYECKUX 3aHITUH,
KP u KII

C-301, YuebHnas
ayJIUTOPUS

CTOJI IIPENIOAABATENS, CTYII, CTOJ
IIMCBbMEHHBIN, BEIIAIKa AJI OJEXKIbI, T0CKa
MEJI0Basi, KOMIIBIOTEPHAsl CETh C BBIXOJIOM B

WNHTepHeT, MyIbTUMEIUNHBIN IIPOEKTOP,
9KpaH, KOJIOHKH, HOYTOYK

VY4eOHble ayIUTOPUH
JUISI TIPOBEJICHUS
IIPOMEKYTOUHOU

aTTecTaluu

C-301, YuebOnas
ayTUTOpUS

CTOJI IIPENOAABATENIS, CTYJI, CTOJI
IIACbMEHHBIN, BEIIAIKA I OJEXKIbI, T0CKA
MeJI0Basi, KOMIIBIOTEPHAs CETh C BBIXOJIOM B
WNHTepHeT, MyIbTUMEINHHBINA IPOEKTOP,
9KpaH, KOJIOHKH, HOYTOYK

ITomemenus s

C-304/1, Hayuno-

CTOJI, CTYJI, Kad JUTsl OJEHK b1, BEITATKA JJIs

CaMOCTOSITENIbHOM UCCIIeI0BATEIbCKas 0JIEX/Ibl, KOMITBIOTEPHAs CETh C BHIXO/IOM B
paboThI naboparopus WuTepHeT, MyIbTUMEIUHHBIN TPOEKTOD,
9KpaH, J10CKa MapKepHasi, HOyTOYK,
KOMITBIOTEP NEPCOHATBHBIN
C-311, KpecIo pabouee, CTOI, CTYI, BeIaiKa JIIs
KommbroTepHbIit KiTacc |  0/1€XKIIbI, KOMITBIOTEPHAS CETh C BBIXOJIOM B
kag. "I21I1" WHTepHeT, MyIbTUMEIUNHBIN IIPOEKTOP,
9KpaH, 0cka MapKepHasi, HOyTOYK,
KOMIIBIOTEP NEePCOHANIbHBIN, MHBEHTaph
CIICIMATM3UPOBAHHBIN
[Tomemenus ans C-306, Kpecio pabouee, paboyee MECTO COTPYIHUKA,
KOHCYJIbTUPOBAHHS [TpenomaBaTenbckas cTou, KA U JOKYMEHTOB, IIKaQ) JUIst
OJIEX/Ibl, KOMITBIOTEPHAs CETh C BHIXO/IOM B
HHTepHEeT, KOMIIBIOTEP EPCOHAIBHBIN
C-308, Kpecio pabouee, paboyee MECTO COTPYIHUKA,
IIpenonaBarenbckas CTOJI, CTYJI, mKad sl TOKYMEHTOB, IIKad JIst
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OJZIeXk1bl, KOMITBIOTEPHAs CETh C BBIXOZOM B
WuTepHeT, MHOrO(yHKIIMOHATIBHBIIN LIEHTP,
KOMIIBIOTEP NEPCOHAIbHBIN

C-310/1, Kpecio padouee, paboyee MECTO COTPYIHHKA,
[IpenomaBaTenbCckast | CTOJ, CTYJ, MKad IS JOKYMEHTOB, KA JUIst
OJICXkIbI, KOMITBIOTEPHASI CETh C BEIXOZIOM B
WuTepHeT, MHOrO(QyHKIIMOHAIBHBIHN LIEHTP,
KOMIIBIOTEP NEPCOHAIBHBIN
C-310/2, Kpecyo pabouee, pabodee MECTO COTPYIHUKA,
[IpenonaBaTenbckas CTOJI, CTYJI, IKa( AJIsl JOKYMEHTOB,

KOMIIBIOTEPHAsI CETh C BBIX0JIOM B MIHTEpHeT,
MHOTO( YHKITHOHAJIBHBIN IICHTP, KOMITBIOTEP
MIePCOHAIbHBIN

C-314/1, Yuebuas
ayUTOpHUs

Kpecio pabouee, paboyee MECTO COTPYIHHKA,
CTOJI, CTYJI, KA JJIs1 JOKYMEHTOB, IKad s
OJICK/TBI, BEIIAJIKA I OJICHK/IB,
KOMITBIOTEPHAS CETh C BBIXOJIOM B MIHTEpHET,
MHOTO() YHKIIMOHAJILHBIN IIEHTP, KOMITBIOTEP
MIePCOHAIbHBIN

C-316,
[IpenonaBaTenbckas

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, KA JJIs1 JOKYMEHTOB, IKad s
OACK/bI, KOMIIBLIOTCpHAA CETh C BLIXOAOM B
HHTepHeT, KOMIIBIOTEP MEPCOHATIBHBIH,
IIPUHTED

C-318,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
cTou, WKad U1 JOKYMEHTOB, HIKaQ JIs
OJZIEXk/1bl, KOMIIBIOTEPHAs CETh C BHIXOZOM B
WuTepHeT, MHOrO(YHKIIMOHAIBHBIHN LIEHTD,
KOMIIBIOTEP NEPCOHAIIbHBIN, KHUTH,
y4eOHMKH, TOCOOUS

C-313,
IIpenonaBarenbekas

Kpeciio pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, KA A7 JOKYMEHTOB, MKad AJs
OJIEXk1bl, KOMIIBIOTEPHAs CETh C BHIXOZOM B
WuTepHeT, MHOTO(YHKIIMOHAIBHBIHN LIEHTD,
KOMIIBIOTEP NEPCOHAIbHBIN

ITomemenus s
XpaHeHUs
000pyI0BaHUS U
y4eOHOT0 MHBEHTaps

C-304/2, Apxus

CTEJUIaX, CTEIIJIAXK JIJIsi XpaHCHHS KHUT,
KHWUTH, Y4€OHUKH, TTOCOOMSI, apXHUBHbIE
JIOKYMEHTBI
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

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

(Ha3BaHME AUCIMILIMHBI)

6 cemecTp

Hepeqenb KOHTPOJIBHBIX MePOHpHﬂTHﬁ TEKYIIET0 KOHTPOJIA yCII€BAEMOCTH MO JUCHUIIJIMHE:

KM-1
KM-2
KM-3
KM-4
KM-5

Jlenonpou3BoACTBO B ylpaBieH4YecKoH fesTenpbHocTH (TectupoBaHue)

PexBu3uThl ynpasnendeckux 10KyMeHToB (KoHTponbHas paboTa)
OpraHu3annoHHO-pacnopsaauTenbHas JokyMeHTanus (TectupoBaHue)

Haiitu ommbku B nokymente (KontposbHas paboTa)

JIOKyMeHTUpOBaHUE TPYAOBBIX OTHOLICHUH. KOMMYHUKALMK B yIIPaBICHUYECKON AEATEIbHOCTH.
3akoHOAaTeIbHbIE OCHOBBI Jienompon3BoicTBa (TectupoBanue)

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

WNnpnexc KM- | KM- | KM- | KM- | KM-
Howep Paznen qucuuminHbl KM: L 2 3 4 S
pasiena AT et Henens 4 6 9 | 11 | 15
KM:
1 Jenonpou3BOICTBO U €r0 MECTO B
yIpaBIeHYECKON JAeSITeNIbHOCTH
11 Poub ouc-menemxepa B opraHu3aniu +
1.2 [TpaBuiia opopmiieHHs JOKYMEHTOB + +
1.3 Opranu3zanus paboTsl ¢ TOKyMEHTaMu + +
14 CucremaTu3zanus U XpaHeHUE JOKYMEHTOB + +
2 OpranuzanoOHHO-PACIIOPAIUTENBHAS
JIOKYMEHTalus
2.1 Opranu3anuoHHbIE TOKYMEHTHI + +
2.2 PacnopﬂJmTeanHe JOKYMCHTBI + + +
2.3 HNHpopMalinoOHHO-CIIPABOYHbIE JOKYMEHTHI + + +
3 JlokymMeHTHupoBaHHe pabOThI ¢ IEPCOHATIOM.
JlenoBoe obOmenne
3.1 JIoKyMeHTHpOBaHNE TPYAOBbIX OTHOLIECHUN + +
3.2 KoMMyHHKaIMK B yIIpaBJI€HYECKON AESITEIbHOCTH + +
4 3aKOHOAATEIbHBIE OCHOBHI JI€JIONPOU3BOICTBA
41 Opranu3anus padoTsl ¢ KOHGUIEHIIUATEHBIMU +
) JIOKYMEHTaMu
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4.2

Obecneuenue MOTMHHOCTU HH(POPMAITUU

Bec KM, %:

15

25

15

30

15

15




