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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'ZTACOBAHO:

MognucaHo anekTpoHHo nognuceio ®TEOY BO «HUY «M3U»

Ceenenun o Bnagensue L3N M3K
PykoBonurens Bregeney, KpbiNeHKo E.E.
00pa3oBaTeILHOM MPOrpaMMbI Vaermvgwkarop | R753cd28C-GUdKovaYY-c67582a9 E.E. Kpbuienko
(OIKHOCTB, YUCeHasl CTETICHb, YUCHOE (mozmucs) (pacuupoBKa IOIIUCH)

3BaHHUE)

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

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

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



1. 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

JlMcuuIuimHa OTHOCUTCSI K OCHOBHOM MpodeCCHOHaIbHON 00pa3oBaTensHol mporpamme Lludposas
skoHomuKka (manee — OIIOII), nanpasnenust noarotroBku 38.03.01 DxoHOMHKA, YPOBEHb 00pa30BaHUS:
BBICIIICE OOpa3oBaHue - OakajgaBpuar.

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 KOMIIeTEeHIIU

Howmep paznena
JTUCIUIUTUHBEI (B

OueHo4yHOE CPEACTBO
(TUII ¥ HAUMEHOBAHUE)

3amaHupOBaHHbIE PE3yAbTaThl 00yUYEHUs MO TUCIUILINHE Komst
COOTBETCTBUHU C
(B COOTBETCTBHHM C pazneiiom 1) WHJIUKAaTOPOB 1.3.1)
1]2[3]4
3HaTh:
OcHoBHbIe TpeOOBaHUS K OOPMIICHHUIO YIIPaBICHYECKUX W/-lomcs + TectupoBanue/J{e10nponu3BoICTBO U €r0
JOKYMEHTOB MECTO B YIPABICHYECKON AEATEIbHOCTH
3aKoHOJATENbHBIE U APYTHe HOPMATHUBHBIC TPABOBBIE AKTHI, TectupoBanmne/3akoHOAaTEIbHBIE OCHOBBI
periaMeHTHpyoIme HHHOPMAITMOHHYIO U IOKYMEHTAIMOHHYIO N-lomk-s + | 1e’0npou3BOICTBA
JeSITeIbHOCTh OPraHu3aluu
[TpaBuia co3manust 1 0POPMIICHHS PA3IMYHBIX BUIOB TectupoBanue/[JokymeHTHpOBaHNE
OpraHU3aIOHHOM, pacTopsIAUTEIbHON, HHPOPMAITMOHHO- TPYJIOBBIX OTHOIICHUH
CIIPAaBOYHOH M KaJIpOBOH JOKYMEHTAIIH Tecuposarne/HubOpPMATHOHEO-
CIIPABOYHbBIE TOKYMEHTBI
N-lonk-s + |+
TectupoBanue/KoMMmyHUKaIUN B
yIIpaBJIEHYECKOH J1eATeIbHOCTH
TectupoBanue/OpraHu3auoHHO-
pacropsaAuTeIbHble JOKYMEHTBI
Ponb u pyHkmm oduc-meHeakepa; J0KaJlbHbIE HOPMATUBHBIE AKTHI, TectupoBanue//lesareabHocTh oduc-
periaMeHTHpYIOIHe JesITeIbHOCTh O(UCcC-MEHeKepa B N-lomk-s + MEHeJ)Kepa B OpraHnu3aluu
OpraHu3aIH
CoBpeMeHHbIE TEXHOJIOTUN OPTraHu3aIiu JOKYMEHTO000poTa WT-lormces + TectupoBanue/Opranu3zaius padoThl C
MPENNPUSITHIA U OpraHU3aIHA JIOKYMEHTaMHU
Ymersb:
OcyecTBiATh cOop, 00paboTKy U aHau3 HH(OPMAIIUU B KonTponbnas pabota/PekBU3UTHI
COOTBETCTBHUH C TPEOOBAHUSIMH KPATKOCTH, YETKOCTH VIIPaBJICHYECKUX JIOKYyMEHTOB
(bopMyITHPOBOK, CBOEBPEMEHHOCTH MOCTYIICHHSI, TOUHOCTH U N-lonks +
JTOCTOBEPHOCTH, ONITUMAIILHOCTH U CHCTEMAaTH3aIINH,
HENPEPHIBHOCTH cOOpa U 00pabOTKH HH(OpMAITIH




pabotath ¢ nH(opMaLKen, IPeJOCTaBIATh €€ B YA0OHOM Jis
BOCIIPUSITHS BHJIC

N-lonk-s

Kontposbnas pabota/PekBU3HTHI
YIPaBICHYECKUX JOKYMEHTOB

COCTAaBJISATb OCHOBHBIC BU/IbI OPTaHU3aAlIMOHHO-PACTIOPAANTCIIBHBIX U
CHpaBOLIHO-I/IH(bOpMaI_II/IOHHLIX JOKYMCHTOB

N-lonk-s

Kontponbnas padora/Halitu ommOku 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. Jlenonpon3BOACTBO U €T0 MECTO B YIIPABJIEHYECKON esTeIbHOCTH (TecTupoBaHue)
2. lestenbHOCTB O(uc-MeHepKepa B opranuzanun (TectupoBaHue)
3. JlokymeHTHpOBaHuE Tpy10BbIX oTHOIIEHUH (TectupoBanue)
4. 3akoHo1aTeNbHbIE OCHOBHI Jesionpou3BoacTBa (TectupoBanue)
5. MadopmarnmonHo-cupaBounsie 1oKyMeHTs (TecTupoBanue)
6. KomMmyHuKkanuu B ynpasieHueckol aestesnbHoctu (TectupoBanue)
7. Haiitu omm6xu B nokymente (KonrponbHas padota)
8. Opranu3zanoHHO-pacnopsauTenbHble JoKyMeHTHl (TectupoBanue)
9. Opranu3zanus 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 ¢ [lonokeHuem o OamabHO-pEHTHMHIOBOM cHUCTeMe AJs
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 ITeyaTHbIE U YJIEKTPOHHBbIE H3TAHNS

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

5.2 JIunieH3MOHHOE ¥ CBOOOAHO pacnpocTpaHsieMoe NPOrpaMMHoOe obecreyeHue:
1. CAO "IIpomereit";

2. Office;

3. Windows;

4. Maiing BuneokoHpepeHnuu.

5.3 UuTepHeT-pecypcesl, BKJIIOYast NpodecCHOHAIbHBIE 0a3bI JaHHBIX 1 HH(OPMAILIHOHHO-
CIIPaBOYHBIC CUCTEMBI:

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

2. Hayunas sjiekTpoHHasi 6udimorexa - https://elibrary.ru/

3. ba3za nannbix Web of Science - http://webofscience.com/
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4. ba3a nanabIx Scopus - http://www.scopus.com
5. HaumoHaibHas 3JIeKTPOHHAs1 OudmoTeKa - https://rusneb.ru/

6. Dnexkrponnas o6udmmoreka MOU (36 MOH) - http://elib.mpei.ru/login.php

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

8. ba3a oTKpBITHIX JaHHBIX MUHHCTEPCTBA TPY/AA U CONMAIBLHOI 3amuTH PO -
https://rosmintrud.ru/opendata
9. ba3a oTKpPBITHIX JaHHBIX NPOecCHOHAIBHBIX CTAHAAPTOB MUHHCTEPCTBA TPYAA U
connabHoi 3amuThl PA - http://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-
blok/natsionalnyy-reestr-professionalnykh-standartov/

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

https://www.polpred.com

13. HauuoHAaIbHBII MOPTAaJI OHJIAKH 00yYeHus: «OTKpbITOE 00pa3oBanme» - hitps://openedu.ru
14. O¢puunanbublii caiiT @eaepajabHOr0 areHTCTBA M0 TEXHUYECKOMY PeryJHpPOBAHUIO H

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

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUITJIMHBI

Tun nomeneHust Homep ayauropumn, OcHaleHue
HAaMMCHOBaHUE
Y4eOHbIe ayIUuTOpUU C-311, Kpeciio pabouee, CTOJ, CTYI, BEeIIaIKa JIs
U1 IPOBEJICHUS KomMmnbroTepHslii Kj1acc | 0A€XKbl, KOMIIBIOTEPHAS CETh C BHIXOJOM B
JIEKUMOHHBIX 3aHATUN U kad. "23I1" WNHTepHeT, MyabTUMEIUUHBINA IPOEKTOP,
TEKYIIEro KOHTPOJISA 9KpaH, J0cKa MapKepHasi, HOyTOYK,
KOMIBIOTEP MEePCOHATIbHBINA, HHBEHTAPh
CIIEHMAJIM3UPOBAHHBIN
VYuebHbIe ayAUTOpUU C-311, Kpecio pabouee, CTOJI, CTYJI, BEIIaIKa JJIs
JUIS IPOBEJICHUS KoMIbproTepHslii KJ1acC | OAEkKIbl, KOMIIBIOTEPHAS CETh C BHIXOJOM B
MIPAKTHUYECKUX 3aHATUH, kad. "IOI1" WHTepHeT, MyJIbTUMEINHHBINA IPOEKTOP,
KP u KII 9KpaH, 10CKa MapKepHasi, HOyTOYK,
KOMIIBIOTEP MEPCOHAIbHBINA, HHBEHTApPh
CIEIUATIM3UPOBAHHBIN
VYuebHbIe ayAUTOpUU C-311, Kpecio pabouee, CTOJI, CTYJI, BEIIaIKa JJIs
JUIS IPOBEJICHUS KoMIbproTepHslii Kl1acC | OAEkKIbl, KOMIIBIOTEPHAS CETh C BBIXOJOM B
IIPOMEKYTOUYHON kad. "IOI1" WNHTepHeT, MyIbTUMEINHHBINA IPOEKTOP,
aTTecTaluuu 9KpaH, 10CKa MapKepHasi, HOyTOYK,

KOMITBIOTEP MEPCOHAIBHBIN, HHBEHTAPh
CIIELUAIU3UPOBAHHBIN

ITomemenus s
CaMOCTOSTEILHOU
paboThl

C-304/1, Hayuto-

CTOJI, CTYJI, Kad JUTsl OJICHK b1, BEIITATKa JJIs

HCCIIEI0BATENbCKAs OJIeXK/1bl, KOMITBIOTEPHAs CETh C BBIXOIO0M B
naboparopus WNHTepHeT, MyIbTUMEINHHBINA IPOEKTOP,
9KpaH, 10CKa MapKepHasi, HOyTOYK,
KOMITBIOTEP NEPCOHATBHBIN
C-311, Kpecio padouee, CTOJ, CTYJ, BelaaKa s
KommbroTepHsliii kj1acc | 0A€XKIbl, KOMIIBIOTEPHAS CETh C BHIXOJIOM B
kag. "I91I1" WHTepHeT, MyIbTUMEIUNHBIN IIPOEKTOP,

9KpaH, J0cka MapKepHasi, HOyTOYK,
KOMIIBIOTEP NEPCOHAIbHBIN, HHBEHTAPh
CIIENUAJIM3UPOBAHHBIN
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IMTomemenus mia
KOHCYJIbTUPOBAHUS

C-306,
[IpenonaBarenbckas

Kpecio pabouee, pabodyee MECTO COTPYIHHUKA,
cTON, Kad ISt TOKYyMEHTOB, KA s
OJIeXK/1bl, KOMITBIOTEpHAs CETh C BBIXO/0M B
HHTepHET, KOMIIBIOTEP NEPCOHAIBHBIN

C-308,
IIpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, IKad AJIs JOKYMEHTOB, IIKad
JUIS OEXKIBI, KOMIIBIOTEPHAS CETh C BBIXOJOM
B lHTEpHET, MHOTO(DYHKIIMOHAIBHBIN LIEHTP,
KOMIIBIOTEP NIEPCOHAIbHBIN

C-310/1,
[TpenoxaBaTenbckas

Kpecio pabouee, paboyee MECTO COTPYIHHKA,
CTOJI, CTYJI, mKad sl JOKYMEHTOB, IKad
JUISL OJICK/IbI, KOMITBIOTEPHAS CETh C BHIXOI0M
B lHTEpHET, MHOTO()YHKIIMOHAIBHBII LIEHT,
KOMIIBIOTEP NEPCOHATIbHBIN

C-310/2,
[IpenonaBarenbekas

Kpeciio pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJ, mKad sl JOKYMEHTOB,
KOMIIbIOTEpHAs CETh C BBIXOAOM B MHTEpHET,
MHOTO()YHKITHOHAJIbHBIN LIEHTP, KOMIIBIOTEP
MePCOHAIIBHBIN

C-316,
[MpenonaBaTenbckas

Kpecyo pabouee, pabouee MECTO COTPYIHUKA,
CTOJI, CTYJI, IKad AJIs JOKYMEHTOB, IKad
AJId 0 ACKAbl, KOMIIBIOTEPHAA CCTh C BBIXOJJ0M
B IHTEepHET, KOMITBIOTEP NIEPCOHATBHBIMN,
IIPUHTED

C-318,
[IpenonaBarenbekas

Kpecio paboyee, pabodyee MECTO COTPYIHHUKA,
cTou, Kad U1 JOKYMEHTOB, KA JIs
OJIeXK1bl, KOMIIBIOTEPHAs CETh C BBIXOIOM B
WuTepHeT, MHOTO(YHKIIMOHAJIBHBIHN LIEHTD,
KOMIIBIOTEP NEPCOHAIbHBIN

C-313,
[IpenonaBaTensckas

Kpecio pabouee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTYJI, IKad A JOKYMEHTOB, IIKad
TUTSL OJICK/TBI, KOMITBIOTEPHAS CETh C BBIXOI0M
B MHTepHeT, MHOTO()YHKIIMOHAIBHBIH LIEHTD,
KOMITBIOTEP NEPCOHATBHBIN

ITomemenus s
XpaHEHUs
o0opynoBaHuUs U
y4eOHOr0 MHBEHTAps

C-304/2, Apxus

CTCJIIaXX
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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 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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