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

Hanpasienue noaroroBku/cnenuaabHocTb: 38.03.01 DxoHoMuka
HaumeHnoBanue oopa3oBaTeibHOil mporpaMmmel: KopnopaTuBHbie (pHHAHCHI
YpoBeHb 00pa3oBaHus: BbIclIee 00pa3oBaHue - faKkajdaBpuaT

®opma o0yuenusi: Ounas

Pabouass nporpaMma QM CHUILIHHBI
JOKYMEHTUPOBAHUE S9GKOHOMUKO-YIIPABJIEHYECKOHU

AEATEJIBHOCTH

BJok:

Baok 1 «/Iucuyuniaunbl (MoOxyJam)»

Yacrp 00pa3zoBaTebLHOM
NpPOrpaMMBblI:

Oo0s13aTeLHan

Ne IMCHUNJIMHBI 0 YYeOHOMY
IJIaHy:

b1.0.26

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

Bnaaeney MoHomapesa 0.10. T
HpeHOI[aBaTeJ]B Waentudukatop  RAb1926d1-PonomarevaOY-63420d HOHOMapCBa
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00pa30BaTCIbHON Bnageney AHAPOLIMHA W.C, T
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3aBeyIOIIMI BBITYCKAIOIICH
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Mol ¢

MoanucaHo 3NeKTPOHHON nognuckio $TEOY BO «HUY «M3IU»

Ceefenua o Bragensue L3N M3aKn

Bnageney,

Kpbinexko E.E.

Wpentndukatop

R753cd28c-GudkovaYY-c67582a9

E.E. Kpbuienko




1. EJIX 1 3AJAYHN OCBOEHMUSA JUCIIUITJIMHbI
Leab ocBoenust aucuUIUIMHBL. [lonyueHue 3HaHMH, HEOOXOOUMBIX Ul IPABHIBHOIO
cocTaBiieHUs M O(OPMIIEHUS IOKYMEHTOB, BO3HUKAIOUIMX B IMpOIECcCe NPUHATHS M peau3aluu
yIpaBJIEHYECKUX PEIICHUH, OCBOEHHE OOLICTIPUHATHIX B MHUpE MPEANPUHUMATEIbCTBA JIEKCUKH U CTHIIS
JIETIOBOM M KOMMEpYECKOW KOPPECHOHAEHIMH Al CBOOOJHOIO M PABHOINPABHOIO OOIIEHHS C
IapTHEPOM..
3agauu AMCUMIIMHBI
- O3HaKoOMJIeHHE € OOIMMH NPUHLIUIIAMH JOKYMEHTALMOHHOTO 00eCIeUeHUs AeITeNbHOCTH
NPEANPUATHS, C IOPAIKOM JOKYMEHTUPOBaHHS WH(POPMALINN;
- O3HaKOMJIEHHE C COBPEMEHHBIMU TEXHOJIOIMSMHU OPraHU3alMK JJOKYMEHTO000pOoTa
IPEANPUATHI U OPTaHU3ALUN;
- [IpuoOpereHne HaBbIKOB COCTaBIECHUS U 0()OPMIICHHUS] OCHOBHBIX JIOKYMEHTOB YIIPABIICHMUS;
- MI3ydeHne 3aKOHOAATENIbHBIX 1 HOPMAaTUBHO-METOAMYECKUX JTOKYMEHTOB, PEIIaMEHTUPYIOIIMX
paboTy ¢ JOKYyMEHTaMH OpraHHU3aLuu.

CDOpMI/IpyeMLIC y o6yqafomeroc>1 KOMIICTCHIUHU U 3allJTAaHUPOBAHHLBIC PE3yJibTaTbl Oﬁy‘IEHHﬂ 10
JUCHUIITIMHE, COOTHCCCHHBIC C HHANKATOPaAMHU JOCTUKCHU A KOMIIeTEeHIIMIi:

KOI[ U HAMMEHOBaAHUC KOI[ U HAUMECHOBAaHUC 3al'lJIaHI/Ip0BaHHI)Ie pe3yJabTaThl Oﬁy‘leHI/lﬂ
KOMIICETCHUINH HHAUKATOpa JOCTHIKCHUSA
KOMIICTCHIIUU
OIIK-5 Cnocoben NJ-lonk-s Mcrons3yer SHATB.
UCII0JIb30BaTh COBPEMEHHbIE - 3aKOHOJATE/IbHBIC U JIPYTUe
COBPEMECHHBIC WH(pOpMaIMOHHBIC HOPMAaTUBHBIC IIPABOBBIC AKTHI,
UH(POPMALOHHEIE TEXHOJIOTHH U IPOrpaMMHBbIE perIaMeHTHPYIOIIHE HHYOPMALHOHHYIO 1
TEXHOJIOTUH U CpE/CTBA JIJIsl XpaHEHHS, AOKYMCHTAlHOHHYIO ACATCIBHOCTD
IIPOrpaMMHBIE CPE/ICTBA 00paboTKu, aHanu3a u OpraHusanuu,
[IPU peLeHNN npezacrasnenns uadopmarun | - COBPEMEHHBIC TEXHOJIOTHH OPraHN3alHH
npodeCCHOHATBHBIX 3a1a4 HOKYMGHT()O?OPOTa IPEANPUATHH 1
OpraHu3aIuii;

- Postb 1 QpyHKIIMM 0uC-MeHeKepa;
JIOKaJIbHBbIE HOPMATHBHBIEC aKTHI,
periIaMeHTHPYIOLHE JesITeIbHOCTh O(HC-
MEHe[Kepa B OpraHn3allny;

- [IpaBuna co3nanus 1 opopmIIeHUS
Pa3IUYHBIX BUIOB OPTaHU3AIMOHHON,
pacropsauTenbHON, HHPOPMALIMOHHO-
CIIPaBOYHOM M KaJIpOBOM TOKYMEHTALNH;
- OcHOBHBIE TpeOOBaHUS K 0(OPMIICHUIO
YIIPaBJIEHYECKUX JIOKYMEHTOB.

YMETh:
- pabotaTh ¢ uHpOpMalueH,

IPEIOCTaBIIATH €€ B YI00HOM IS
BOCTIPHUSTHS BUJIE;

- OcymecTBasATH cOOp, 00pabOTKY U
aHaJIu3 MH(GOpPMAIUK B COOTBETCTBUU C
TpeOOBaHUSIMHU KPATKOCTH, YETKOCTH
(bopMyITHPOBOK, CBOEBPEMEHHOCTH
MOCTYIUICHHUS, TOYHOCTH U IOCTOBEPHOCTH,
ONTUMAJIBHOCTH M CUCTEMAaTH3aIIH,
HEenpepbrIBHOCTH cOopa u 00paboTKH
uHpopMaInu;




Koa u HaumeHoBaHue
KOMIIETCHIINH

Koa u HaumeHoBaHMe
HHAUKATOpa JOCTHKCHUSA
KOMIICTCHIIUHA

3amiaHupoBaHHbIE Pe3YabTATHI 00yYeHUsI

- COCTaBIIATh OCHOBHBIE BHJIbI
OpraHU3aIMOHHO-PaCHIOPSAIUTEIbHBIX U
CIPaBOYHO-UH(OPMALIMOHHBIX
JIOKYMEHTOB.

2. MECTO JUCIUILINHBI B CTPYKTYPE OBPA30OBATEJBHOM ITPOT'PAMMBI BO

JluciumiimHa OTHOCHUTCS K OCHOBHOW TpO(eCCHOHAIbHOW 00pa3oBaTeNbHOW MporpaMme
Kopnoparusnsie punance! (nanee — OIIOII), nanpaBnenus noarotoBku 38.03.01 DxoHOMHKa, YPOBEHB
o0Opa3oBaHUs: BhICIIIEE 0Opa3oBaHue - OaKamaBpHar.

baszupyercs Ha ypoBHe cpeaHero ooiiero oopazoBaHusl.

PesynbTarel 00yueHus, MOTYYCHHBIE TIPU OCBOSHUH JTUCIUTUIMHBI, HEOOXOIUMBI IPU BBIMTOJTHCHUN
BBIMYCKHOM KBaTU(UKALMOHHON PabOTHI.




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 o TeMe: " J{enonpon3BoacTBO U
1.1 | Ponb oduc-menemxepa | 12.7 1 - 2 - - - - - 9.7 - €ro MECTO B YIIPaBICHUCCKON 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

5




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. CocraBnenue nmpukasza o OCHOBHOM JI€SITEIbHOCTH;
2. CocraBieHue MpoToKosia O(pUIIMATEHOTO COBEIIAHNS;
3. JIoOKyMEHTHpPOBaHUE JI€JI0BOM MOE3IKH PYKOBOIUTES;
4. O6paboTKa BXOSIIEH U UCXOIAIICH JOKYMCHTAITUH;
5. CocraBlieHr€ HOMEHKJIATYPBI JET;
6. OdopmieHre BU3UTHON KapTOUKH;
7. CocraBiieHue JIeI0BOTO MUChMA HA PYCCKOM SI3BIKE U JICJIOBOTO MUChMa 3apYOEKHOMY
napTHEpY;
8. CocraBiieHHe JTMYHOTO 3asBJICHHUS, pe3toMe, aBToonorpaduu;
9. CocraBneHnue npukasza o mprueMe Ha paboTy, TPYJO0BOrO JOTOBOPA;
10. CocraBnenue 10roBopa Kyin-poaaxku;
11. Beaenue TeneoHHBIX IEPETOBOPOB;
12. OGecrnieuenue MOATMHHOCTH HHPOPMALIUHU. DIEKTPOHHAS MOIIHCH;
13. dynkuuu oduc-MeHeKepa B OpraHu3aluu;
14. CocraBnenue JOKIaAHON (CITyKEOHOM) 3aMUCKU, CITPABKH, aKTa;
15. CocraBnenue yctaBa OpraHu3alym.

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 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 KOMIIeTEeHIIU

Howmep paznena
JUCLUILIMHEI (B

OueHo4yHOE CPEACTBO
(TUII 1 HAUMEHOBAHUE)

3amaHupOBaHHbIE PE3yIbTaThl 00yUYEHUs MO TUCIUILINHE Konbt
COOTBETCTBUU C
(B COOTBETCTBHHM C pazneiiom 1) WHJIUKaTOPOB n3.1)
1]12]3]4
3HaTh:
OcHoBHbIe TpeOOBaHUS K OOPMIICHHUIO YIIPaBICHYECKUX WT-Lores + TectupoBanue//lenonpons3BoCTBO B
JTOKYMEHTOB YIPABJICHUYECKOM JIEATETbHOCTH
[IpaBuiia co3ganus u 0pOPMIICHHUS PA3TMYHBIX BUIOB TectupoBanue/JJokyMeHTHPOBaHUE TPYTOBBIX
OpTraHHU3AIMOHHON, PaCIIOPSIAUTEIHLHON, HHPOPMAITHOHHO- oTHoueHn. KoMMyHuKanuu B yrpaBieHYECKOM
CIIPaBOYHOM U KaJpOBOU JOKYMEHTAUU JeSATEIbHOCTH. 3aKOHOJATEIbHbIE OCHOBBI
JIEJIONPOU3BOICTBA
TectupoBanue/MHPpOpMAIIMOHHO-CTIPABOYHBIE
W/-Tonk-s Tt JOKYMEHTBI
TectupoBanne/KoMMyHUKalMK B yIIPaBICHYECKOM
NEeATeTbHOCTH
TectupoBanne/OpraHu3allMOHHO-PACTIOPSTUTENbHAS
JIOKYMEHTAIUS
Ponb u dpyakiuu oduc-mMeHemxepa; T0KanbHbIE TectupoBanue//lesTenbHOCTH Orc-MeHeIKepa B
HOPMAaTHBHBIE aKThI, PETJIAMEHTUPYIOIIUE IS TEIIbHOCTD N-lonks + OpraHu3aIu
oduc-MeHeKepa B Opranu3aluu
CoBpeMeHHbIE TEXHOJIOTUN OpTraHu3aIiu TectupoBanue/Jlenonpou3BoACTBO B
JOKYMEHTO000pOTa MPEANPHUITHIA U OpraHU3AIHA UJT-1omk-s + YIPABJIEHUECKOU IEATETbHOCTH
TectupoBanne/Opranusaiys paboTbl ¢ JOKyMEHTaMU
3aKoHOMaTENbHBIE U IPYTHE HOPMATHUBHEIE TIPABOBBIC TecTupoBanme/3aK0HOIaTETHLHBIE OCHOBBI
aKThI, peTJIAMEHTUPYIONINE HHHOPMAITMOHHYIO U N-lonks + | IeIonpou3BOACTBA
JIOKYMEHTAIMOHHYIO JICSITEIbHOCTh OPTaHU3aIu1
YMersb:
COCTaBJISITh OCHOBHBIE BUJIbI OPTaHU3AIIMOHHO- WT-lormes + Kontponbnas padora/Haiit ommOKu B JOKyMEHTE
pacopsANTENHHBIX M CIIPABOYHO-UH()OPMAIIMOHHBIX




JOKYMCHTOB

OcymecTBiATh c60p, 00pabOTKy 1 aHaTN3 HHPOPMAIUH B
COOTBETCTBUH C TPEOOBAHUSIMHU KPATKOCTH, YETKOCTH
(bOpMyITHUPOBOK, CBOEBPEMEHHOCTH TTOCTYILICHUS,

KonTtponbHast pabota/PekBU3HUTHI yIpaBIeHYECKUX
JOKYMEHTOB

TOYHOCTHU M JJOCTOBEPHOCTH, ONTUMAIILHOCTU U UA-Loms

cCHCTEeMaTHU3alll, HeMPEephIBHOCTH cOopa 1 00paboTKH

nHpopmaruu

paboTathb ¢ HHPOPMAIKEH, TPEIOCTABIAThH €€ B Y100HOM Wl-Tomcs KonrposbHas paboTa/PekBU3NTHI yIIpaBIeHUECKHX

JJIs1 BOCITIPUATHSA BUIC

JOKYMCHTOB
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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 peanuzanuu: buneTsl (MUCEMEHHBIN OTIPOC)
1. lenonpou3BOACTBO B yIIpaBIeHUECKOH nesTenbHocTH (TecTupoBanue)
2. lestenbHOCTh Oduc-MeHekepa B opranuzaiuu (TectupoBaHue)
3. JIokyMEHTHpOBaHUE TPYIOBBIX OTHOIIEHUN. KOMMyHUKaluu B yIipaBiIeHYECKOM
JEeSTeIbHOCTH. 3aKOHOJaTeNIbHbIE OCHOBHI Jienornpou3BoicTBa (TectupoBanue)
4. 3akoHOaTENIbHBIE OCHOBBI JAenonpon3BoacTBa (TectupoBanue)
5. NudopManimoHHoO-cripaBo4HbIe TOKyMeHTHI (TecTtupoBanue)
6. KommyHukanuu B ynpasineHueckol aesrenpbHoctu (TectupoBanue)
7. Haittu ommOku B nokymente (KonrponbHas padora)
8. Opranu3zanoHHO-pacIopsiANTENbHAS ToKyMeHTanus (TectupoBaHue)
9. Opranu3anus pabotsl ¢ nokymentamu (TectupoBanue)
10. PexBu3uThl ynpapiieHueckux nokymeHToB (KonTponsHas pabora)

BaHHLHO-peﬁTHHFOBaﬂ CTPYKTYpa JUCHUIIIHNHBI ABJISICTCS IPUIIOKCHUCM A.

4.2 IIlpome:KyTOYHAS aTTeCTALMS 110 JUCHUIIMHE

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

B nunuioMm BeicTaBisieTcs OLeHKa 3a 4 ceMecTp.

IIpumeuyanue: OLeHOYHBIE MaTEpUAIbI 110 TUCIMITIIMHE IPUBECHBI B (DOH/IE OLIEHOYHBIX
matepuaios OITOII.

5. YYEBHO-METOANMYECKOE OBECIIEYHEHUE JUCIUIIJINHbI

5.1 IleyaTHbIEe M IJIEKTPOHHbIE U3TAHUA:

1. 1. A. SIakoBuu- "Ynpasnenue opucom", M3narensctro: "FOruTH", MockBa, 2012 - (255 c.)
https://biblioclub.ru/index.php?page=book&id=117386;

2. B. A. ApacnanoBa- "JlokyMeHTaIlMOHHOE OOECTIeUeHHE YIIPABICHUS: YI€OHO-TIPAKTUYECKOE
nocodue B cxemax, Tabmunax, oopasnax", (2-e usn., gom. u nepepad.), UsparensctBo: "Iupexr-
Menua", Mocksa, bepnun, 2020 - (266 c.)
https://biblioclub.ru/index.php?page=book&id=578394.

5.2 JIunieH3MO0HHOE ¥ CBOOOHO pacnpocTpaHseMoe NPOrpaMMHoe odecrnedeHue:
1. CAO "IIpomereit";

2. Office / Poccuiickuii makeT o(h)UCHBIX MPOrpam;

3. Windows / OnepannonHas cucrema cemeiictpa Linux;

4. Buneoxondepenuuu (Maitun, Coepmxas, BK u mp).
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5.3 UaTepHeT-pecypcsl, BKJAIOYas NpodeccHOHAIbHBIE 0a3bI JaHHBIX 1 HH(POPMAIIHOHHO-

CIIPpaBOYHbBIC CUCTEMBI:

1. 3BC Jlans - https://e.lanbook.com/

~NOoO Ok, WN

. Hayunas 3;1iekTpoHHasi 0udmoreka - https://elibrary.ru/
. baza nannbix Web of Science - http://webofscience.com/
. ba3za mannbix Scopus - http://www.scopus.com
. HannoHanbHasi 3J1eKTpoHHAas oubmoreka - https://rusneb.ru/

. DaekTponHasi ondauoreka MOU (36 MDM) - http://elib.mpei.ru/login.php
. ITopTan oTkpeIThIX 1aHHBIX Poccuiickoii @enepanun - https://data.gov.ru

8. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AAa U COUMATbHOM 3a1IUTHI PD -
https://rosmintrud.ru/opendata
9. ba3a oTKpBITHIX JaHHBIX NPO¢ecCHOHATBHBIX CTAHIAPTOB MUHHUCTEPCTBA TPYAA U
conuaabHoii 3aumThl P@ - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

10. ba3a oTKPBITHIX JaHHBIX MHHHCTEPCTBA IKOHOMUYECKOro pa3Burtus P@ -
http://www.economy.gov.ru
11. Ba3a oTKpbITHIX 1aHHBIX PocduumonuTopunra - http://www.fedsfm.ru/opendata
12. DnexTpoHHas oTKpbITas 6a3a naHHbIX ""Polpred.com O630p CMHU" -

https://www.polpred.com

13. HanmoHaIbHbBI# MOPTAJ OHJIAlH 00yuenus «OTKpbITOE 06pa3oBanue» - https://openedu.ru
14. Opuunanbublii caiT @e1epajbHOr0 AareHTCTBA N0 TEXHNYECKOMY PeryJMpoOBaHUIO U

MmetpoJioruu - http://protect.gost.ru/
15. OTkpbITas yHuBepcuTerckas nnpopmaunonnas cucrema «POCCHUSA» -

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI

Tun nomemeHus Homep aynuropun, OcHamenne
HAHNMCHOBAHHE
Y4eOHble aynuTopun C-201, YyeOHnas rapTa co CKaMbei, CTOJI MperoiaBarTes,
JUIA IPOBEACHUA ayIuTOpHs CTYJ, JOCKa MEJIOBas

JIEKIIMOHHBIX 3aHITHU U
TEKYIIErO0 KOHTPOJIA

VY4ebHble ayIUTOPHH
U1 IPOBEJICHUS
MPAKTUYECKHUX 3aHATHH,
KP u KII

C-301, YuebOnas
ayTUTOpUS

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

VY4eOHble aynuTopun
U1 IPOBEIEHUS
IIPOMEKYTOUHON

aTTecTalluu

C-301, YyebHnas
ayIuTOpUs

CTOJI IIPENOAABATENS, CTYJI, CTOJ
[IACbMEHHBIN, BELIAJIKa 1JI1 OLCXKIBI, T0CKA
MeJI0Bas1, KOMIIBIOTEPHAs CETh C BBIXOJOM B

WHTepHeT, MyIbTUMEIUNHBIN IIPOEKTOP,
9KpaH, KOJIOHKH, HOYTOYK

ITomentenus mis
CaMOCTOSITEIILHOU
paboThI

C-304/1, Hayuno-

CTOJ, CTYII, IKad AT OJEXK/IbI, BeIIaNKa JIIs

MCCIIEIOBATEIIbCKAs OJICKTbI, KOMITBIOTEPHAsSI CETh C BHIXO/IOM B
nabopatopus WuTepHeT, MyIbTUMEAUHHBINA TIPOEKTOD,
9KpaH, 0cka MapKepHasi, HOyTOYK,
KOMIIBIOTEp MEePCOHAIBHBIN
C-311, Kpecyo pabouee, CTOJ, CTYJ, BEIIaiKa JJIs
KomnbroTepHslil Ki1acc | 0/1€XK/1bl, KOMIIBIOTEPHAS CETh C BBIXOJIOM B
kad. "23I1" WuTepHeT, MyIbTUMEIUHHBIN TPOEKTOD,

9KpaH, J10CKa MapKepHasi, HOyTOYK,
KOMIIBIOTEP NEePCOHATIbHBINA, HHBEHTAPh
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CIICIIMATM3UPOBAHHBIN

ITomentenus mis
KOHCYJIbTUPOBAHHMS

C-306,
[IpenonaBaTenbckas

Kpecio pabouee, paboyee MECTO COTPYIHHKA,
cToJ1, mKad I JOKYMEHTOB, IIKad s
OJICXkIbl, KOMITBIOTEPHASI CETh C BEIXOZIOM B
NuTepHeT, KOMNbIOTEP MEPCOHATIBHBIN

C-308,
[IpenonaBaTenbckas

Kpecio padouee, paboyee MECTO COTPYIHHKA,
CTOJI, CTYJI, IKad JJIs1 JOKYMEHTOB, IKad s
OJIC)KIbI, KOMITBIOTEPHASI CETh C BBIXOJIOM B
WuTepHeT, MHOrO(QyHKIIMOHAIBHBIHN LIEHTP,
KOMIIBIOTEP NEPCOHAIBHBIN

C-310/1,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, IIKad I JOKYMEHTOB, IKad s
OJZIEXk1bl, KOMIIBIOTEPHAs CETh C BBIXOZOM B
WuTepHeT, MHOrO(QyHKIIMOHATIBHBIN LIEHTP,
KOMIIBIOTEP NIEPCOHAIbHBIN

C-310/2,
[IpenonaBaTenbckas

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, KA A7 JOKYMEHTOB,
KOMIIBIOTCpHAad CCTh C BHIXOJI0M B I/IHTepHCT,
MHOTO(YHKIIMOHATBHBIN [IEHTP, KOMIIBIOTED
MIEPCOHAJIbHBIN

C-314/1, YueOnas
ayTUTOpUS

Kpecio padoyee, pabodyee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKad I JOKYMEHTOB, IIKad s
OJICK/TBI, BEIIAJIKA IS OJICHKIBI,
KOMIIBIOTEPHASI CETh C BBIXOJIOM B MIHTEpHET,
MHOTO() YHKIIHOHAJIbHBIN IIEHTP, KOMITBIOTEP
MIEPCOHAJIbHBIN

C-316,
IIpenonaBarenbckas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, KA A5 JOKYMEHTOB, MIKad A
OJZIEK/Ibl, KOMIIBIOTEpPHAs CEThb C BBIXOJOM B
HHTepHeT, KOMIIBIOTED NEPCOHAIBHBIN,
IIPUHTED

C-318,
IIpenonaBarenbckas

Kpeciio pabouee, pabouee MECTO COTPYIHUKA,
CTOJ, WKad st TOKyMEHTOB, K s
OJI€X/Ibl, KOMITBIOTEPHAs CETh C BHIXO/IOM B
WuTepHeT, MHOrO(YHKIIMOHAIBHBIHN LIEHTD,
KOMITBIOTEP MEePCOHALHBIN, KHHUTH,
y4eOHUKH, TOCOOUS

C-313,
IIpenonaBarenbekas

Kpeciio pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, IIKa A5 JOKYMEHTOB, Kad A
OJIeXk1bl, KOMIIBIOTEPHAs CETh C BHIXOZOM B
WuTepHeT, MHOTO(YHKIIMOHAIBHBIHN LIEHTD,
KOMIIBIOTEP NEPCOHATIbHBIN

ITomemenus s
XpaHEeHHs
000pyI0BaHUS U
y4eOHOT0 MHBEHTaps

C-304/2, Apxus

CTEJUIaX, CTEIIIAXK JIJIsl XpaHCHHS KHUT,
KHWUTH, Y9€OHUKH, TTIOCOOWSI, apXHUBHBIE
JIOKYMEHTBI
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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

JlesrenbHOCTh ouc-MeHekepa B opranuzanuu (TectupoBanue)
Jenornpoun3BoICTBO B yIpaBlieHYECKOU JesiTenbHocTH (TecTupoBaHue)
PexBu3uthel ynpasieHueckux 1okymeHToB (KoHTposbHas paboTa)
Opranuzanus pabotsl ¢ nokymentamu (TectupoBanue)
OpraHu3annoHHO-pacnopsaauTenbHas JokyMeHTanus (TectupoBaHue)
NupopmannonHo-cpaBouHsle 1okyMeHTh! (TectupoBanue)

Haiitu ommbku B nokymente (KonrponsHas pabota)
JlokymeHTHpOBaHUE TPYAOBBIX OTHOIIEHUH. KOMMyHUKaMK B YIIPAaBICHYECKON ACSITEIBHOCTH.
3aKkoHOaTeIbHbIE OCHOBBI Jienonpou3BozcTsa (TectupoBanue)
KommyHukanuu B ynpasieHueckoi aestenbHoctd (TectupoBanue)
3akoHOAaTeIbHbIE OCHOBHI JieompousBoicTBa (Tectuposanue)

Buja npomexyTouHOi aTTecTanMu — 3a4€T C OLICHKOM.

Howmep Pasren Wanek | KM | KM | KM | KM | KM | KM | KM | KM | KM | KM
i I c KM: -1 -2 -3 -4 -5 -6 -7 -8 -9 | -10
Henen 2 4 ) 6 7 9 11 | 12 | 14 | 16
a Bl
1 KM:
Jenonpou3BoiCcTBO U
1 €ro MecTo B
YIPaBJICHUYECKON
JeSITeIbHOCTH
Ponw oduc-
11 MEHE/KEPA B +
OpraHu3aluu
IIpaBuia
1.2 oopmIiIeHHUS + +
JIOKYMEHTOB
13 Opranuzanus paboTsl + + 4
C IOKYMEHTAMH
CucreMaTtuzanus u
1.4 XpaHEHue + + +
JTOKYMEHTOB
OpraHu3anuoOHHO-
2 pacropsuTeabHas
JIOKYMEHTalus
21 OpraHu3anroHHbIe + N + N
JTIOKYMEHTBI
29 PacnopsinutensHbie + + + + +
JTIOKYMEHTBI
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2.3

NudopmanuonHo-
CIIpaBOYHBIE
JIOKYMEHTBI

JloxkymenTupoBanue
paboTHI C
IIEPCOHAJIOM.
JlenoBoe oOmenune

3.1

JlokymenTupoBanue
TPYZOBBIX
OTHOILLEHUN

3.2

KommyHnukanuu B
YIPaBJICHYECKON
JIESITEIbHOCTH

3aKoHOIATEIBLHBIE
OCHOBBI
JIEJIIONPOU3BOJICTBA

4.1

Opranuzanus paboTsl
c
KOH(UICHIIMATEHBIM
U JJOKyMEHTaMH1

4.2

Oo0ecrieuenue
MOIMHHOCTH
nHpopmanuu

Bec KM, %:

16

20
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