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1. llesm ocBOeHUS JUCUUIJIMHBI (MOXYJIs1)

OCHOBHBIMU 1IEJIIMUA OCBOEHUS AUCIUILTUHBI (MOTYJIs1) SIBISIOTCS:

— O3HAKOMJICHHE OOy4aroIlUXCsi C OCHOBHBIMU IOHATUSMH, TpaBWIaMU |
TpeOOBaHUAMH K IOKYMEHTHPOBAHUIO YIIPABJICHUECKOU NeATeIbHOCTH npennpustuid AITK;

— ¢dopmupoBanue y OOy4yaromMXCs HABBIKOB IOJATOTOBKH  YIPABICHYECKOH
JOKYMEHTAllMu JJIs OLEHKH pPHCKOB B 0OJAaCTH JOKYMEHTHPOBAHMS YIPaBICHUYECKON
JESTEIIbHOCTH PUCKOB;

— mnpuobpeTeHre O0O0yYarOIIMMUCA HABBIKOB M0 aHAINU3Y pPAa3IMYHBIX HCTOYHHKOB
uHpOpPMALUU JJISl TPUHATHS YHPABICHYECKHX PELUICHUH M0 BONpPOCaM JOKYMEHTHPOBAHUS
yrpaBiieHuecKol aesaresnbHocTH B ATIK..

[Ipu ocBOEHWHM NAHHON AMCHUIUIMHBI (MOIYJS) YYHUTHIBAIOTCS TPYAOBBIE (DYHKIIUH
CIEeYIOMUX MPOodeCCHOHATBHBIX CTAaHJAPTOB:

08.018 Cnenumanuct Mo ynpaBlIeHHIO puckamu (YTBEp)kKIeH mpukazoM MuHTpyna
Poccun ot 30.08.2018 Ne564n);

40.033 CpoepuaJucT MO CTPATErMUYECKOMY W TaKTUYECKOMY IUIAHHPOBAHHUIO H
OpraHHU3aIy MPOU3BO/ICTBA YTBEPXKACH MPHUKa30M MUHHUCTEPCTBA TPY/1a U COLUATBHON 3alUTHI
Poccutiickoit ®enepannu ot 8 centsiops 2014 roga N 609 H.

2. MecTo IMCHUILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOH MPOrPAMMBI:

JucuuiuimHa «/lokyMeHTanoHHOe o0ecrieyeHue YIpaBiIeHUs» OTHOCUTCA K OJoKy 1
b1.B.09.

JUis u3ydeHHsl JAHHOTO Kypca HEOOXOJUMO 3HAaHME TaKuX JUCHMIUIMH, Kak
«MaremaTuka», «OKOHOMHYECKas Teopus», <«/lenoBble KOMMYHUKAllUM U OCHOBBI
IIEperoBopHoOro mpouecca», «KynbTypa [JeNOBBIX OTHOIICHMK». JlaHHAas JQUCHUILIMHA
B3aMMOCBsI3aHAa C TaKUMU JUCHUIUIMHAmu, Kak «Teopus rocymapctBa M IpaBay,
«AHTHKOpPpPYNIMOHHAs noynTuka», «llcuxonorus». Kpome Toro, 3HaHus, yMEHUS U HaBBIKH,
PUOOpPETEHHBIE B X0/I€ U3yUEHUS TUCHUIUINHBI «Pa3paboTka ynpaBieHYeCKUX PEILICHUI.

B nanbHelinem 3HaHMS, YMEHMSI U HaBBIKH, C)OPMHUPOBAHHBIE B IpOIlecce M3YUYEHUs
JUCIUIUIMHBI HUCIIOJIB3YIOTCS MPH NMPOXOKJIEHUHM IMPOU3BOJICTBEHHOM MpakTHUKa MO MpOodUIto
npodecCHOHATIBLHOMN AeATEIbHOCTH, IIPOU3BOJICTBEHHON MPEIUIUIOMHOM PAaKTUKH, IIOATOTOBKE
Y BBITOJIHEHUH BBITYCKHOM KBaTU(UKALMOHHON pabOTHI.

3.lnanupyemblie pe3yabTaTbl 00y4YeHHs] 1O IMCHUILIMHE (MOAYJI0), CO-
OTHECEHHbIC C IUIAHUPYEMBIMHM pe3y/JbTAaTAMU OCBOCHHMS 00pa30BaTe/bHOI

MPOrpaMmbl

B pesynpraTe w3ydeHHs] IUCHUIUIMHBI (MOAYJsl) OOYYaAIOIIMIACS TOJDKEH OCBOMTH
TPYAOBBIE QYHKIIMU:

JIOKyMeHTUpOBaHUE TIpollecca YIpaBICHUS PUCKaMU U KOPPEKTHPOBKA pPEECTPOB
PHCKOB B paMKax OTJENbHBIX OM3HEC-TIPOILECCOB U (YHKUIMOHANbHbIX HampasieHuid (08.018
Crneuunanuct no ynpasnenuto puckamu TO B/02.6).

TpynoBbie IeUCTBUS:

JIoKyMeHTHpOBaHuE Mpoliecca yIpaBiIeHHs B UPE3BbIYANHBIX U KPU3UCHBIX CUTYaIHsIX
KaK 4acTh MpOIiecca YIPABICHUS PUCKAMH.

Pa3pabotka mMeToauueckoll M HOPMAaTHUBHOM 0a3bl CHUCTEMBI YIpPABJIEHUS PUCKAMH M
MPUHIIUIIOB YIIPABICHUS PUCKAaMU B paMKax OTJENbHBIX OW3HEC-TPOLECCOB U (DYHKIIMOHATBHBIX
HarnpaieHui(08.018 Crnennanuct no ynpasieHuto puckamu Td B/04.6).

TpynoBbie IeUCTBUS:

Pa3pabotka u axTyanu3anmusi OTIEIbHBIX METOAOB M HOPMATHUBHBIX JOKYMEHTOB
CHUCTEMBI YIIpaBJIEHUSI PUCKAMHU

TakTuueckoe ympaBlieHHE TIpolleccaMH  opraHu3anuu  npousBojctBa  (40.033



Cneuuanuct 1O CTPaTErMYeCKOMY W TaKTHUECKOMY IUIAHUPOBAHUIO M OpraHU3aluu
npousBocTBa TP-A/02.6)

TpynoBbie IEeUCTBUS:

PazpaGorka  mpeuloKeHHMM 1O palMOHAIM3allMM  CTPYKTYpbl  YIPaBICHUS
IIPOU3BOJICTBOM B COOTBETCTBUU C LIEISIMU U CTpaTeruel opraHu3aluy, JIEHCTBYIOIIUX CHUCTEM,
GopM U METOAOB YIpAaBICHHUS MPOU3BOJACTBOM, IO COBEPIICHCTBOBAHUIO OpraHU3allMOHHO-
pacropsAUTENbHON JOKYMEHTAllMM W OpraHW3aludd JTOKYMEHTOOOOpOTa, IO BHEAPEHHIO
TEXHUYECKUX CPEeICTB 0OpabOTKM HH(OpMaIMK, NEPCOHAIBHBIX KOMIIBIOTEPOB M CETEH,
ABTOMATH3UPOBAHHBIX PA0OYHX MECT.

OcBoeHMe TUCUUIUIMHBI HAIPABJIEHO Ha (POPMHUPOBAHUE CIEYIOIMX KOMIETEHIHI:

VYK-4 crnocobeH NpUMEHATh COBPEMEHHBbIE KOMMYHUKATHBHBIC TEXHOJIOTUH, B TOM
YucJie Ha MHOCTPAHHOM SI3bIKE, AJIS aKaJIEMHUECKOro U Mpo(ecCHOHAIbHOIO B3aUMOACHCTBUS;

[1K-4 cnocoOeH OpraHuM30BBIBATH U MPOBOAUTH MPOBEPKH (PUHAHCOBO-XO3IHCTBEHHOM
JeSITEIbHOCTH XO3SHCTBYIOIIMX CYOBEKTOB [UId BBIABICHMS M YCTpPaHEHMs] HapylUleHUN
pa3IMYHBIX aCMEKTOB KOHOMUYECKOH O€30MacHOCTH, COTJIACOBBIBATH BOMPOCHI BHYTPEHHUX
KOHTPOJIBHBIX U ayJUTOPCKUX IPOBEPOK;

[IK-5 cmocobeH TUTaHUPOBAaTh ¥ OPTraHU3OBBIBATH CIYKEOHYIO JIEATEIBHOCTD
COTPYAHUKOB IO pPa3pabOTKe CTpaTeruy, OOECleYMBAIOLIEH 3KOHOMMYECKYIO 0€30MacHOCTb,

YIIPaBJIATH PUCKaMU (PHHAHCOBO-3KOHOMUYECKOTO PA3BUTHS XO3SHCTBYIOIIUX CYOBEKTOB.

IInanupyemblie
pe3ynbTaThl 00y- Kputepuu onieHnBanus pe3ynbTaToB 00yUeHHS
YEHUS
(mokazarenu Huzkuii IToporosslii ba3zoBb1it IIponBuHYTHII
JOCTHOKCHHS 3a- (TOTIOPOTOBBIA)
JAHHOTO YPOBHS | KOMIICTCHIIHS HE
OCBOEHUS KOMIIe- chopMupoBaHa
TEHIIH)
YK-4
N-1yk-4
YcranaBnmuBa- | He ycranaBmuBa- | C  ommbkamu | C HeGonbmumu | [IpaBuibHO
€T KOHTAaKThl U Op- | €T KOHTAKThl U HE | YCTAaHABIMBAE€T | HETOYHOCTSMU | YCTAHABIIMBAET
raHu3yeT oOleHHe | OpraHu3yer  00- | KOHTaKThI U | yCTAaHABIIMBAE€T | KOHTAKThl U pe-
C TpEACTaBUTENSA- | IEHWE C TMpel- | HaCCUBHO Opra- | KOHTakThl M Ie- | TyJsSpHO  opra-
MU HAy4yHOTO M | CTaBUTEISIMU HU3yeT  oOIle- | pUOAMYECKH Op- | HU3yeT  oO1e-
npodeccuoHanb- HAy4yHOrO0 W MpO- | HUE C MpeJcTa- | raHu3yeT oOuie- | Hue ¢ MpeacTa-
HOro cooOmecTBa | (HeCCHOHAIBHOTO | BUTEISIMU HUE C MPEJCTa- | BUTEISIMH Hayd-
B COOTBETCTBUM C | COOOIECTBA B | HAYYHOTO U | BUTEIAMHU HOTO W Tipodec-
NOTPEOHOCTAMHU COOTBETCTBUHM ¢ | Ipodeccuo- HAy4HOTO U | CHOHAJILHOTO
COBMECTHOM Jesi- | TOTpeOHOCTIMU HaJBHOTO  CO- | IpodeccHo- coobmiecTBa B
TEJIBbHOCTH, UC- | COBMECTHOU Jiesi- | oOliecTBa B CO- | HUIBHOTO  CO- | COOTBETCTBUHM C
MOJIb3Ys COBpE- | TEIbHOCTH, HE | OTBETCTBUU  C | O0ILIECTBAa B CO- | MOTPEOHOCTSIMU
MEHHbIE KOMMYHH- | HCHIOJB3ys  CO- | IOTPEOHOCTSMHU | OTBETCTBHUM  C | COBMECTHOHM [e-
KAaTUBHBIE TEXHO- | BpEMEHHbIE KOM- | COBMECTHOI Je- | MOTPEeOHOCTSAMHU | SITENBHOCTH, aK-
JIOTUH. MYHUKATUBHBIE ATEbHOCTH, COBMECTHOM Ji€- | TUBHO HCIIOJIb-
TEXHOJIOTHH. PEIKO UCHOJb- | SITEbHOCTH, 3y COBpPEMEH-
3yd COBPEMEH- | BpEMEHAMHU UC- | Hble KOMMYHHU-
HbIE KOMMYHH- | TIOJIb3ySl COBpE- | KATUBHBIE  TEX-
KaTUBHbIE TEX- | MEHHbIE  KOM- | HOJIOTHH.
HOJIOTHH. MYHUKAaTUBHBIC
TEXHOJIOTUH.
N1-2vyx-4 — | He  npumensier | [TaccuBHo npu- | MHUIIMATHBHO AKTHUBHO MpH-




[Ipumensier mpa- | IpaBUia JEIOBOM | MEHSET IMpaBHUJia | IPUMEHSIET IMpa- | MEHAET MpaBHiia
BWJIA JIEJIOBOM U | U HAYYHOU ITUKH | JEITOBOM U | BWIa JEJI0OBOU U | IEJIOBOU "
Hay4YHOU 9TUKU | Ui OOecreueHusl | HAyyHOW OTUKU | HAYYHOM OSTUKH | HAYYHOH OSTUKH
s obecnieueHus | 3¢ (HEeKTUBHOTO s olecrieve- | Ayt obecriede- | anst  obecrieye-
3¢ exTUBHOTO akagemuueckoro | HUS dpdextuB- | HUA dpPexTuB- | HUA dPPEKTHB-
aKaJeMUYECKOro | U npodeccro- | HOTO  akajgeMu- | HOTO  aKaJeMHU- | HOTO  aKaJleMu-
npodeccuoHanb- HAJIBHOTO  B3aW- | YECKOI'O U IMPO- | YECKOTO M MPO- | YeCKOro U Mpo-
HOTO  B3aWMOJICH- | MOJICHCTBUSI. deccuonanbHO- | (heccHOHANBHO- | PecCHOHAIBHO-
CTBHA. ro B3aUMOJEW- | TO B3auUMOJEH- | TO B3aUMOJECH-
CTBUSL. CTBUSL. CTBHUSL.
N/I-3yk-4 — | He rpamotHo u | YnmoBieTrBopu- He B mnonnom | B mosHOi mepe

I'pamotHO ® pgo-
CTYITHO U3JIaraer B
MMACbMEHHOU 51
YCTHOM dhopme
HayyHyl0 M Ipo-
beccroHaIbHYIO
UH(pOpMaLIHIO

Ha PYCCKOM H
MHOCTPaHHOM(-bIX)

SI3BIKAX,
y4yacTBYeT B aka-
JEMHYECKHIX u
npoQecCuoHAIIb-
HBIX JUCKYCCHSIX.

HEIOCTYIIHO W3-
jJaraeT B IHChb-
MEHHOU U YCTHOM
dbopMe HaydHYIO
u npodeccuo-
HAJIbHYIO UH(OP-

MaIHIo

Ha PYCCKOM H
MHOCTPaHHOM(-

BIX)

SA3BIKAX, HE
y4acTByeT B aka-
JEMUYECKHX U
podeCCuoHAITb-

HBIX TUCKYCCHUSAX.

TEJIBHO TPaMoT-
HO U OTYacTu
JOCTYITHO M3Ja-
raer B IHCh-
MEHHOH M YCT-
HOM dbopme
HAyYHYIO "
npodeccuo-
HATBHYIO
dbopmariuio
Ha PYCCKOM H
WHOCTPaHHOM(-
BIX)

s3pIKaxX,  Mac-
CHUBHO Y4YacCTBY-

HH-

o0beMe rpamMoT-
HO W JIOCTYITHO

W3J1araeT B
MUCBMEHHOU U
ycTtHOM  popme
HAYYHYIO u
npodeccuo-
HAIbHYIO  HH-
dbopmariuio

HAa PYCCKOM U
MHOCTPaHHOM(-
BIX)

SI3bIKaX, IEPUO-
JIMYECKU y4acT-
ByeT B aKaje-

rpaMOTHO MU J10-
CTYIIHO H3JIaraeT
B [IUCbMEHHOH U

ycTHOH  dopme
HAyYHYIO u
npodeccuo-
HAIBHYIO  HWH-
dhopmariuio

Ha PYCCKOM U
MHOCTPaHHOM(-
BIX)

SI3pIKaX,  pery-

JSIPHO y4acCTBY-
eT B aKaJeMuye-
CKUX U mpodec-

eT B aKaJleMuye- | MUYECKHX U | CHOHQJIbHBIX
CKUX M mpodec- | nmpodeccuo- TUCKYCCHUSIX.
CHOHAJIBHBIX HQJIBHBIX  JIHC-
JUCKYCCHSIX. KYCCHSIX.
I1K-4
U-lus — Pa- | He paboraer c¢ | YaoBnerBopu- Xopomo pabo- | OtauyHo pabdo-
00TaeT ¢ HOpMa- | HOpDMAaTUBHBIMM | TEIBHO paboTa- | TaeT ¢ HOpPMa- | Ta€T C HOpMa-
TUBHBIMH  TIPaBO- | MPABOBBIMH  aK- | €T C HOPMAaTHB- | THBHBIMH TIpa- | THBHBIMU  TIpa-
BBIMH aKTaMH W | TaMM M HOpMa- | HBIMU  IPaBO- | BOBBIMH aKTaMH | BOBBIMH aKTaMHU
HOPMAaTHBHBIMA TUBHBIMH  JIOKY- | BBIMH aKTaMH W | U HOPMATHBHBI- | U HOPMaTHBHBI-
JOKYMEHTaMHu Ul | MEHTaMHU JUIS | HOpDMATUBHBIMU | MM JIOKYMEHTa- | MU JTOKYMEHTa-
pa3zpaboTku  mpa- | pa3paboTKu Tmpa- | JOKYMEHTaMHu MU IS paspa- | MM JUid  paspa-
BIWJI BHYTPEHHETO | BUJ BHYTPEHHEro | Juis pa3paOoTKu | OOTKM  mpaBWil | OOTKM  THpaBUII
KOHTpPOJISI B IEJIAX | KOHTPOJIS B LIENIAX | IPaBUJ  BHYT- | BHYTPEHHETO BHYTPEHHETO
BBISIBJICHUSI Hapy- | BBISBICHUS pPEHHETO  KOH- | KOHTPOJI B Lie- | KOHTPOJIS B Iie-
HieHUi  TpeboBa- | HApyIIEHUH Tpe- | TpoJis B UENSX | JISIX BBISIBICHUS | JIIX BBISABICHUS
HUIl  SKOHOMMYE- | OOBaHUIl HKOHO- | BBISABICHUS HapyIlIeHUN HapyIlIEeHUN
CKOll  Oe3omacHO- | MUYEeCKOH  0e3- | HapyleHui TpeOoBaHU TpeOoBaHUM
CTH XO3SIMCTBYIO- | OIACHOCTH  XO- | TpeOOBaHUI PKOHOMHYECKON | SKOHOMHUYECKOMN
HMX  CyOBEKTOB, | 3AMCTBYIOIIMX HPKOHOMMYECKOH | Oe3omacHOCTH 0e30MacHOCTH
MOJO3PUTENBHBIX | CYOBEKTOB, MO/0- | 6€301MaCHOCTH XO3SIICTBYIO- XO3SIICTBYIOIINX
ornepanuii B (U- | 3pUTENBHBIX OIlle- | XO3IHCTBYIO- X CYOBEKTOB, | CYOBEKTOB, IIO-
HAHCOBO- pauuii B (HUHAH- | IIUX CYOBEKTOB, | MOJIO3PUTEIIb- JO3PUTENBHBIX
SKOHOMUYECKON COBO- MTO03PUTEITb- HBIX omepanuil B | onepauuii B ¢u-
cepe. SKOHOMUYECKOU HBIX olepanuii B | (MHAHCOBO- HaHCOBO-
chepe. (hHHAHCOBO- SKOHOMHUYECKON | YKOHOMHUYECKOM




PKOHOMHUYECKOH | cdepe. cepe.
cepe.

N-21x-4 —| He onpenensier | IlaccuBHO AKTHUBHO, HO C | BepHO u akTuB-
Ornpenenser GyHKIIUM U 00s- | onpenenseT HEKOTOPBIMU HO OIpeaesseT
byHKIMM W 00f- | 3aHHOCTH  TOJ- | GYHKIMHU B 00s- | omMuOKaMu byHKIMHA B 0051-
3aHHOCTH TIOApa3- | pa3fesieHui U | 3aHHOCTH TIOJ- | OIPEIEIseT 3aHHOCTH HOJ-
JNEIeHUH U CO- | COTPYIHUKOB II0 | pa3aeneHuil U | pyHKUuUU U 00s- | pa3neneHuii u
TPYAHUKOB 10 | 00ecreyeHuo COTPYJIHHUKOB IO | 3aHHOCTU HOJI- | COTPYJHHUKOB I10
00€Cre4YeHNI0 BbI- | BHIMOJTHEHUS o0ecrneveHuo pasneneHuil ¥ | oOecreueHuto
IIOJIHEHUS TIPaBUJI | IPABWJI BHYTPEH- | BBIIOJIHEHUS COTPYIHUKOB IO | BBIIIOJHEHUS
BHYTPEHHETO KOH- | HETO KOHTPOJIS B | MPaBUJ ~ BHYT- | 00ECHEUYEHHUIO mpaBWJI  BHYT-
TPOJS B LENAX IO- | LENSIX  IOBBIIIE- | PEHHETO  KOH- | BBIIIOJHEHUS pEHHEr0  KOH-
BBIIICHUS OKOHO- | HUSL OSKOHOMMYE- | TPOJIA B UENSX | IpaBHJI ~ BHYT- | TPOJS B LENSIX
MHUYECKOM 0e3- | ckoil 0e30macHO- | MOBBIIICHUS PEHHEr0  KOH- | OBBIIICHUS
OMACHOCTH XO3fl- | CTH  XO3SIMCTBY- | 9KOHOMUYECKOU | TPOJsl B LEISAX | SKOHOMHUYECKOMN
CTBYIOIIUX CYOB- | IOLIMX CyOBEKTOB. | O€30MaCHOCTH MOBBILICHUS 0e30macHOCTH
€KTOB. XO035IICTBYIO- HKOHOMUYECKON | XO3HCTBYIOIIUX

MUX CyOBEKTOB. | 6€30macHOCTH CyOBEKTOB.
X035UCTBYIO-
X CyOBEKTOB.

N-3ux-4 — | He paspabareiBa- | C  ommbkamu | C Hebonbpmumu | BepHo pazpaba-
Pa3pabatsiBaer €T IpaBWJa BHYT- | pa3pabaTbiBaeT | HETOYHOCTAMHU | THIBAeT IpaBHIIa
MpaBUJia BHYTPEH- | PEHHETO KOH- | IpaBUjia BHYT- | pa3padaThiBaeT | BHYTPEHHETO
HEro  KOHTpOJf, | TPOJIS,  HANpaB- | pEHHEro  KOH- | IpaBWJla BHYT- | KOHTPOJI,
HAlpaBlIEHHBIE Ha | JICHHbIe Ha ¢op- | TpoNid, HamNpaB- | pPCHHETO  KOH- | HAallpaBJICHHbIE
¢dbopMupoBanue MHUPOBAaHUE CBE- | JICHHbIE Ha | TpoJsis, Hampas- | HA (OpMHUPOBa-
CBEJIEHUI 0 MOoj0- | JIGHUH O T1oAo- | GopMUpOBaHHE | JIEHHBIE Ha | HUE CBEJIECHUH O
3pUTENbHBIX OIle- | 3pUTENbHBIX OIle- | CBEACHUH O MOo- | popMHpOBaHUE | MOJO3PUTENb-
pauusax (cnenkax) | pauuax (clenkax) | TO3pUTENbHBIX | CBEACHUH O IO- | HBIX OINEepalusax
U BBISIBJICHUE | U BBISIBJICHHE | ONEpaLIUAX JO3pPUTENbHBIX | (COENIKax) U BbI-
HapyleHUH  pa3- | HapylleHu pas- | (cienkax) U Bbl- | ONepanusix ABJICHUE Hapy-
JMYHBIX AaCIEKTOB | JUYHBIX aClEKTOB | IBJICHHUE Hapy- | (CAENKax) U Bbl- | IIEHUH pas3iiny-
HKOHOMUYECKOU DKOHOMHYECKOM | IIEHUH pa3iud- | ABJICHUE Hapy- | HbIX  aclEKTOB
0e30MacHOCTH, 0€30MMacHOCTH, HE | HBIX  aCHEeKTOB | MIEHUH pa3inud- | SKOHOMHUYECKON
UCTONb3YyeT UX JUIA | UCHOJb3YyeT  UX | SKOHOMHUYECKOM | HBIX  aceKTOB | O€30MacHOCTH,
npoBepku (uHaH- | Ans MIPOBEPKHU | OE30MACHOCTH, | SKOHOMHYECKON | PEryJasipHO HC-
COBO- ¢buHaHCOBO- [AaCCUBHO  MC- | 0€30MaCHOCTH, | MOJb3YyeT UX IS
XO034MCTBEHHOU XO034MCTBEHHOU MOJIB3YeT UX Ui | IEPUOJUYECKH | IPOBEPKU  (u-
JESATENIBHOCTH  XO- | JESITEIbHOCTH OpOBEpKH  (pH- | UCTIONB3YET HX | HAHCOBO-
3SIUCTBYIOIIUX XO3SIUCTBYIOIIMX | HAHCOBO- UL TIPOBEPKH | XO3AMCTBEHHOU
CyOBEKTOB. CyOBEKTOB. XO3AUCTBEHHON | (PMHAHCOBO- JESTEIBHOCTH

IesITeIbHOCTH XO3SIUCTBEHHON | XO3AMCTBYIOLINUX
XO35ICTBYIO- JIeSATEIBHOCTH CYOBEKTOB.
HIUX CyOBEKTOB. | XO3AHCTBYIO-

IIMX CyOBEKTOB.

N-4x-4 — | He usywaer nes- | YmoierBopu- Xopomo u3yya- | OTauyHO  U3Y-
W3ydaer pesTenb- | TENBHOCTh aydu- | TEIBHO HW3Y4YaeT | €T ACSITENbHOCTh | UaeT  JIEATEINb-
HOCTb ayJIUPyeMOW | pyeMON OpraHu- | 1eATE€IbHOCTh ayupyemMoun HOCTb ayaupye-
OpraHu3aluiy, 3alluM, BKJIIOYas | ayqupyeMoi OpraHu3aluy, MOIl  opraHusza-
BKJIIOYAsi CHCTEMY | CUCTEMY  BHYT- | OpraHU3alllH, BKJIIOYast CU- | MM,  BKJIIOYas
BHYTPEHHETO KOH- | PEHHETrO KOH- | BKJIIOYast CH- | CTEMY BHYTpPEH- | CUCTEMY BHYT-
TPOJIsi, OLIEHUBAET | TPOJsl, HE Olle- | CTEMY BHYTPEH- | HETO KOHTPOJS, | peHHEro  KOH-




YpOBEHb Cylle- | HUBaeT YPOBEHb | HETO KOHTPOJIS | OLIEHWBAET YpO- | TPOJs OLIEHHBA-
CTBEHHOCTHU U | CYyLIECTBEHHOCTH | OLIEHUBAET YpO- | BEHb Cylle- | €T YpOBEHb Cy-
ayIUTOPCKHUE pHUC- | U AYAUTOPCKHUE | BEHb Cylle- | CTBEHHOCTH U | IIECTBEHHOCTH U
KU CYILIECTBEHHOT'O | PUCKHU Cylle- | CTBEHHOCTH U | ayAUTOPCKHUE ayJIUTOPCKUE
UCKaXXeHUs  OyX- | CTBEHHOIO HCKa- | ayAUTOPCKUE PUCKH  CylIe- | pUCKH cymuie-
rantepckoil  (¢u- | KeHus ~ Oyxrai- | pUCKH Cyllle- | CTBEHHOIO  HC- | CTBEHHOIO  MC-
HAHCOBOHM) OTYET- | TepCKOW ((hMHAH- | CTBEHHOTO HC- | KKCHUST  OyX- | KakeHUsT  OyX-
HOCTH. COBOM) OTYETHO- | KaXEeHUsI  OyX- | ranTepckon raJITEpCKOU
CTH. raJITePCKO (puHaHCOBOIN) (buHaHCOBOIN)
(punancoBoii) OTYETHOCTH. OTYETHOCTH.
OTYETHOCTH.
I1K-5
NJI-1nk-s — | He ocymectBns- | [TaccuBHO U He- | AKTUBHO, HO | AKTUBHO u
OcyuecTBisier er moxdop COo- | KOPPEKTHO HEZ0CTaTOYHO KOPPEKTHO
nox0op COTPYIHU- | TPYAHHUKOB, CIIO- | OCYILECTBISET KOPPEKTHO OCYILIECTBIISIET
KOB, CIIOCOOHBIX | COOHBIX  peasiu- | Mox00p COTPYA- | OCYIIECTBIISET nondop coTpyn-
peain30BhIBATh 30BBIBaTh CTpaTe- | HUKOB, CHOCO0- | MOAOOp COTPYI- | HUKOB, CIIOCOO-
CTpaTeruyeckue TMYECKHE  LeJNH | HBIX  peajin30- | HUKOB, CIOCO0- | HBIX  pean30-
HeMH  XO3SCTBY- | XO3SIMCTBYIOUIMX | BBIBaTh CTpaTe- | HBIX  peaju30- | BbIBaTh CTpaTe-
IONMX CYOBEKTOB, | CyOBEKTOB, HE | TMYECKHE IIeJIM | BbIBaTh CTpaTe- | TMYECKUE LU
IUTAHUPYET, aHallu- | IUIAHUPYET,  HE | XO34iCTBYIO- THYECKHUE LENH | XO3AHCTBYIOIIUX
3UpYyeT M KOOPIHU- | aHAIM3UPYET U HE | IIUX CYOBEKTOB, | XO3SIMCTBYIO- CyOBEKTOB, OT-
HUPYET UX Jies- | KOOPAUHHUPYET UX | YIOBIETBOPHU- HIUX CYOBEKTOB, | TUYHO TJIAHUPY-
TEIbHOCTb. JIeSITEIIbHOCTD. TEIbHO IUIAHU- | XOPOIIO IUIAHU- | €T, aHAIU3UPY-
pyeT, aHaluu3u- | pyeT, aHaJu3u- | €T U KOOPAUHU-
pyeT U KOOpIu- | pyeT U KOOpIHu- | pyeT uX Jes-
HUPYET HMX Jes- | HUpyeT UX Jesi- | TeNbHOCTD.
TEJIbHOCTb. TEJIbHOCTb.

B pe3ynbrate 0cBOECHUS TUCHUTUIHHBI (MOIYJIs) 00YYarOIIHIACS TOMKEH:

3HaTh.

- JOKYMCHTHUPOBAHUEC MTPOLIECCAa YIIPABJICHUA

mponecCoB;

PpUCKAMH B paMKaXx OTACIIbHBIX Ou3HeC-

- MCTOIUKY aHaJlIn3a ynpaBnqueCKoﬁ I/IH(I)OpMaI_II/II/I IIpU pCHICHUHN ITPOU3BOACTBCHHBIX

3a/1a4;

- MOPSAJOK JOKYMEHTAJIBHOIO O(GOpPMIICHHS PELICHUH B YNpaBIEHUH ONEPAMOHHON
(MpOU3BOICTBEHHOIN) NEATENLHOCTH OpraHU3alui;
- METO/bI TIOMCKA, aHAJIM3a U MCIIOJIb30BaHUsS HOPMATUBHBIX U MPABOBBIX JTOKYMEHTOB
B CBOEH NMpodeccuoHaNbHOMN AeITeIbHOCTH;
- JOKyMEHTalbHOe O(OpMIICHHE pEeIIeHU B YIpaBIEHUU ONEPALMOHHOM

(MpOU3BOACTBEHHOI) JEATENbHOCTH OpraHu3aluii TpU  BHEAPEHUH TEXHOJIOTMYECKHX,
IIPOYKTOBBIX MHHOBALIMM WJIM OPraHU3allMOHHBIX U3MEHECHU;

YMETh:

- YCTaHaBIMBATb U  OPraHU30BbIBATH  KOHTAaKThl  HUCIOJIb3ysd  COBPEMEHHBIC

KOMMYHUKATHBHBIC TCXHOJIOTHH,

- IPUMEHATH TpaBUia ACIOBOM M HAYYHOW JTUKH I oOecrneueHus: 3(h(eKTUBHOTO
aKaJeMHUYEeCKOr0 U Mpo(ecCHOHATHOTO  B3aUMOJAEWCTBUS  MPU  JOKYMEHTHPOBAHUU
YIPaBIEHYECKON JESITENBHOCTH;

- TPpaMOTHO M JIOCTYIHO H3JaraTb B NHCbMEHHONM M YCTHOW (opMme HaydyHyIO U
npodecCHOHANBbHYI0 HH(POPMAIMI0 HAa PYCCKOM M WHOCTPAHHOM SI3bIKaX, y4acCTBOBATh B
aKaJeMUYECKUX U MpoeCCHOHATbHBIX TUCKYCCHSIX;



- onpenensTh (YHKUMH U OOSM3aHHOCTH TMOJAPA3/ACICHUNH U COTPYAHUKOB TIO
00ECIEYeHNIO  BBIMOJIHEHUS] IpaBWJ BHYTPEHHETO KOHTPOJS B  LENIAX  IOBBIIICHUS
HKOHOMHYECKOW O€30MaCHOCTH XO3IUCTBYIOUINX CYObEKTOB;

- pa3pabaThiBaTh NpaBUJa BHYTPEHHEr0 KOHTPOJIS JOKYMEHTALMOHHOIO oOecredyeHus
YIIPABJICHYECKOU EATEIIHOCTH;

- paboTaTh C HOPMATUBHBIMH MPABOBBIMHM AKTaMH W HOPMATUBHBIMHU JIOKYMEHTaMHU IS
pa3paOOTKH IpaBWJI BHYTPEHHErO KOHTPOJISI B LIEJIAX BBISIBICHHUS HapyUIEHUM TpeOOoBaHUM
9KOHOMHYECKOM 6€30M1aCHOCTH XO35IMCTBYIOIUX CYOBEKTOB;

- JIOKyMEHTHPOBAaTh MPOILECCH YIPABICHUS  PUCKAMH B paMKax OTJEJIbHBIX OM3HEC-
IIPOLIECCOB;

- TPOBOAMTH AHAIU3 YIPABICHYECKONH MHPOPMALIMU TPU PEIICHUN TPOU3BOICTBEHHBIX
3az1ady;

- NPOBOAUTH IIOHUCK, AHAJIIU3 U UCIOJIb30BAaHNE HOPMATHUBHBIX U IIPABOBBIX JOKYMEHTOB
B CBOEH NPO(eCcCUOHANBHOM NesATeIbHOCTH;

- JOKYMEHTAIbHO OGOPMIIATH pPEIICHHS B  YIPABICHUU ONEPAMOHHON
(IpOM3BOJCTBEHHOM) JEATEIBHOCTH OpraHU3alMii [P  BHEAPCHUH TEXHOJOTHYECKHX,
IIPOYKTOBBIX MHHOBAIMI WA OPraHU3al[MOHHBIX U3MECHEHUM.

BIIAJICTh:

- HaBbIKAMH IIOMCKA, AHAJINM3a M MCIOJIb30BAaHUS HOPMATUBHBIX M IIPAaBOBBIX
JIOKYMEHTOB B CBO€H NMPO(hecCHOHAIbHON JeSITeNbHOCTH;

- HAaBBIKAMU JTIOKYMEHTAJBHOIO O(OPMIIEHUS PELICHUI B yIpaBICHUM ONEPALMOHHON
(MpOM3BOACTBEHHON) JESATEIbHOCTH OpPraHu3alUil [pU BHEAPEHUU TEXHOJIOIMYECKHX,
IIPOIYKTOBBIX MHHOBALMI WA OPraHU3al[MOHHBIX U3MEHEHUM.

3.1. MaTrpuua cooTHeceHHs TeM/pa3/1esI0B Y4eOHOM TUCHUILINHBI (MoayJisi) U opmu-
PYeMBbIX B HUX YHHBeEPCAJIbHbIX U NPO(ecCHOHAIbHBIX KOMIIETeHIHI

Komnerenmun Ob6mee
Pa3):[em>1, TEMBI JUCLUITIINHBI VK-4 [IK-4 K5 KI;;H;?TZZT;;FI
l. Cucrema OpraHu3alMOHHO-
pacnopsAIUTENBLHON JOKYMEHTAIIUN
Tema 1.1. CymHOCTbh 1 OCHOBHBIE HOHSI-
THSI COBPEMEHHOTO JCJIONPOU3BOICTRA. X X X 3

YHuudunupoBaHHas CUCTeMa OpraHU3aIU-
OHHO-PACHOPSIANTEILHON JOKYMEHTAIIUN

Tewma 1.2. IlpaBuna ohopmiIeHHsT OCHOB-
HBIX BHJOB OpraHU3alOHHO- X X X 3
pacopsIANTENBHBIX TOKYMEHTOB

I1. OpranuzanuoHHO-pacopsAAUTEIbHAS
JIOKYMEHTaIus

Tema 1.3. KagpoBoe 1e101pon3BoicTBO X X X 3

Tema 1.4. OpranuzannoHHas u pacrnopsi-
JUTeNIbHAs JOKYMEHTAIHsI

Tema 1.5. CripaBouHO-HH(OPMAITIOHHAS
JIOKyMeHTanus. JJOKkyMeHTUpOBaHUE Aesi- X X X 3
TEJIBHOCTHU KOJIJIETHAIbHBIX OPTaHOB.

I1l. Opranuzanusi neTOMpPOU3BOACTBA Ha
NpEeANpUITUH. APXUBHOE XpaHEHHE [0-
KYMEHTOB

Tema 1.6. Opranusanust A€IONPOU3BOJI-
CTBa Ha NMPEANPUSITUH.

Tema 1.7. Cnyx0a JOKYMEHTAI[HOHHOTO X X X 3




o0OecrieueHUs yNpaBlIeHUS B CHUCTEME
yIpaBiIeHUs NPEIIPUITHEM

4. CTpyKTYypa M coepKaHue TUCHUILIHMHBI (MOXYJIA)
OO6m1ast Tpy10€MKOCTh JTUCIMIUIMHBI COCTABIIAECT 3 3aueTHbIC enuHuIbl, 108 akagemuye-
CKHX YacoB.

4.1. O0beM qUCHUIIMHBI (MOAYJISAA) M BUABI Y4e0HOI1 padoThI

KommmuectBo akan. yacos
10 OYHOM 10 3a0YHOU
Bup 3anarui dopme o6yue- | dopme 0Oyue-
HUS HUS
(6 cemectp) (4 Kypc)

OO0miast TpyA0€MKOCTh AUCIUTLIMHBI 108 108

(Momyst)

KonraktHas paboTa oOydarommxcs ¢ 54 20

npernoiaBaTesiem, T.4.

AyIUTOpHBIE 3aHATHS, B T.4. 54 20
JIEKLIUA 18 10
MPAKTUYECKHUE 3aHATHS 36 10

CamocTosTenpHas padora, B T.4. 54 84

npopaboTka yueOHOro MaTepuaia
M0 JTUCHUIUINHE (KOHCIIEKTOB JICK- 15 24
Ui, y4eOHUKOB, MAaTepUAJIOB CETe-
BBIX PECYPCOB)
MOJITOTOBKA K MPAKTUICCKUM 3aHsI-
THSIM, KOJUTOKBUYMaM, 3aIUTE pe- 15 20
depata
BBINOJIHEHUE WHIMBHya bHBIX 3a-
. 15 20
JTaHUN
MOJITOTOBKA K cljaue MOayJist (BbI- 9 20
MIOJIHEHUE TPEHUPOBOYHBIX TECTOB)
KoHntposb - 4
Bua utoroBoro KoHTpoIIst 3a4eT 3a4eT

4.2. Jlekuun

Paznen quctummmabI(MOIys1), TEMBI JJek- | OO0BeM B akamg.vacax | Dopmupy-
A U UX eMble
coJiepKaHue KOMIIe-
TEHIIUHA
oyHas 3a049Hasg

¢bopma ¢bopma
o0ydeHus | o0y4yeHus

|.Cuctema opraHu3aimoHHO-
pacCmopsSIIUTEIILHON JOKYMEHTAITNHI

1.1. CymHoCTh U OCHOBHBIE ITOHATHUS CO- VK-1, TIK-
BPEMEHHOTO JICJIONPON3BOCTBA. Y HUDH- 4, IIK-5




LMPOBAaHHAs CUCTEMA OpraHN3alMOHHO-

pacnopsiANTENIbHON JOKYMEHTAIINH.

1.2. ITpaBuna opopmiieHUST OCHOBHBIX BHU-

JI0B OpTraHU3alMOHHO-PACIIOPSATUTEIBHBIX 2 5 YK-1, I1K-

JIOKYMEHTOB 4, I1IK-5

I1. Opranu3zanusi paboThl C JOKYMEHTaAMH

1.3. KazgpoBoe 1e101mpou3BoICTBO ) 5 VK-1, IIK-
4, ITIK-5

1.4. Opranu3alioHHasi ¥ PacropsiUTENb- 5 i VYK-1, TIK-

Hast JOKyMEHTalUs 4, IIK-5

1.5. CipaBoyHO-UH(pOPMAITMOHHAS JTOKY- VEK-1. TIK-

MeHTalus. JJokyMeHTHpOBaHUE JESTENb- 2 2 4, l'fK—5

HOCTH KOJUIETHAJIHBIX OPTaHOB.

I1l.Opranuzanus 1enonpou3BoACTBa  Ha

MpeanpusaTHH. ApXUBHOE XpaHEHHE JIOKY-

MEHTOB

1.6. Opranuzauus JAeIONPOU3BOJACTBA HA 4 9 VK-1, TIK-

NIPEAIPUATHH. 4, IIK-5

1.7. Cnyx0a HOKYMEHTAI[MOHHOTO o0ec- VE-L. TIK-

MEYCHUsI YIPABICHUS B CUCTEME yIpaBJie- 2 1 a, K5

HUS OpraHU3aIiei.

HUTOTO 18 10

4.3. IlpakTyeckne 3aHATHUSA

O06nbem B akajl. yacax dopmupye-
MbI€ KOMIIe-
Paznen AUCHHITHHBL (Momyist), TEeMBI TeHIHH
MPAKTUYECKUX 3aHATHI U UX COJICPIKaHUE
ouHas ¢popma | 3ao4Has popma
o0y4yeHus o0y4yeHHs
|.Cucrema opranuzaiiuoHHO-
pacropsIUTeIbHON TOKyMEHTAlluN
1.1. CymHocTh U OCHOBHBIE ITOHATHS CO- VK-1, IIK-4,
BPEMEHHOTI'0 JIEJIONPOU3BOICTBA. YHUDH- 9 1 1K-5
LMPOBAHHAs CUCTEMA OpraHN3alMOHHO-
pacropsIUTeIbHON TOKYMEHTALUH.
1.2. ITpaBuna opopmiieHUS OCHOBHBIX BHU- VYK-1, I1K-4,
JI0B OPTraHU3aIMOHHO-PACIOPSAUTENBHBIX 2 1 IK-5
JIOKYMEHTOB
I1.Opranun3anus paboThl C JOKYMEHTMHU
1.3. KagpoBoe nenonpou3BoaCTBO 10 1 VK-1, TIK-4,
I1K-5
1.4. OpranusaioHHas ¥ paclopsUTENb- 6 1 VK-1, I1K-4,
Has NJOKYMEHTaIVsl I1K-5
1.5. CnpaBo4yHO-MH(OpMAIIOHHAS TOKY- VK-1. [IK-4
MeHTanus. JJokymeHTupOBaHUE esITENb- 10 4 Hi(-S ’

HOCTH KOJUICTHAJIbHBIX OPIraHOB.

[1.Opranuzanus 1enonpou3BOACTBa Ha
MPEANPUATHH. APXHUBHOE XPaHCHHE JIOKY-
MEHTOB




1.6. Opranuzanus JeJ0NPOU3BOJICTBA Ha 4 1 VK-1, TIK-4,
MIPEAIPUATUH. I1K-5
1.7. Cmyx06a DOKyMEHTAallMOHHOTO obec- V-1, [IK-4,
MIEYCHUSI YIIPABIICHUSI B CUCTEME yIpaBJie- 2 1 TTK-5
HUS OpraHu3aIiei.

UTOTO 36 10

4.4. JlabopaTopHbie padoThHI He MPexyCMOTPEHBI

4.5. CamocTosiTeqibHasi padoTa 00y4ar0IMXCH

Paznen nqucuuriu-
HBI(MOJTYJIS)

Bua camocrostenbHON paboThI

O0BEM aK.yacoB

ouHasi popma
oOyueHus

3aouHas popma
o0yueHus

1. Cucrtema opranu-
3alMOHHO-
pacropsiANTENIbHON
JOKYMEHTAIU{

[TpopaboTka yuebHOr0 MaTepuaa
0 TUCUUIUTHHE (KOHCIEKTOB JIEK-
Ui, yaeOHUKOB, MaTEPHAJIOB CETE-
BBIX PECYPCOB)

[ToAroToBKa K MPaKTUYECKUM 3aHs-
THSIM, KOJUIOKBHYMaM, 3aiuTe pede-
para

BI)IHOJIHGHI/IC I/IHI[I/IBI/II[yaJH)HI)IX 3a-
IAHUHU

[ToaroToBka k craye Moty (BbI-
MOJTHEHUE TPEHUPOBOYHBIX TECTOB)

2. Opranu3zanus pa-
OO0TBI C JIOKYMEHTaMH

[TpopaboTka yueOHOTrO MaTepuaa
M0 TUCIHUIUTHHE (KOHCTIEKTOB JIEK-
Ui, yaeOHUKOB, MaTEPHAJIOB CETE-
BBIX PECYpPCOB)

[TonroroBKa K MPaKTHYECKUM 3aHs-
THUSM, KOJUIOKBHYMaM, 3aiuTe pede-
pata

Brinonnenne uHIMBUyaIbHBIX 3a-
HaHui

[TonroroBka k caaue MOyJs (BbI-
MOJTHEHUE TPEHUPOBOYHBIX TECTOR)

3. Opranuzanus je-
JIOTIPOU3BOJICTBA HA
NPENPUSITHH.
ApXUBHOE XpaHECHHE
JIOKYMEHTOB

[TpopaboTka yuebHOrO MaTepuana
10 JUCITATUTNHE (KOHCIIEKTOB JICK-
II1i, yueOHUKOB, MaTEPHAJIOB CETe-
BBIX PECYPCOB)

[ToAroToBKa K MPaKTUYECKUM 3aHs-
THUSIM, KOJJIOKBHYMaM, 3aiuTe pede-
para

BrinonHenne nHAMBUIYaTbHBIX 3a-
JaHni

MOATOTOBKA K ¢c/laue MOJTYJIs (BBI-
MOJITHEHUE TPEHUPOBOYHBIX TECTOR)

Kontponb




Hroro 54 | 84 |

[TepedyeHp yueOHO-METOMUECKOTO OOECIIEUSHUS ISl CAMOCTOATENIbHONH paboThI 1O JTUCITH-
IUIMHE:

1.JIeBura M.B. Y4eOHO-METOIUYECKHI KOMIUICKC 10 TUCHHMIUIMHE (MOayi0) «JlokymMeHTa-
IMOHHOE o0ecriedeHre ynpasieHus». Muaypunck: M3a-so Muuypunckoro ['AY, 2022 r.

4.6. BoinmoJiHeHHEe KOHTPOJIbHOM padoThl 00y4al0IMMHUCSI

3204HO# opMBbI 00yUeHUS
KonrtponpHas paboTta mo aucumiuimHe (Moxyiro) «/lokymMeHTanmoHHOEe obecriedeHue
YIIPABIICHUS 3aKII0OYAETCS B HAIIMCAHUU Pa0OTBHI C LEJIBIO:

®3aKpeIUICHUS, YIIyOJeHuss W 000OIIeHWs 3HAaHUK 10 JOKYMEHTHPOBAHHIO
YIIPaBICHYECKOH AEATEIBHOCTH;

®3aKpEIUICHUS] HAaBBIKOB pabOThl C HAy4yHOH JMTEPaTypodl M 3IEKTPOHHBIMH
VCTOYHUKAMU;

® ICMOHCTpAIIMU HABBIKOB MCIIOJIb30BAaHHsI COBPEMEHHBIX MH()OPMALIMOHHBIX TEXHOIOTHI
B JICJIONIPOU3BOJICTBE;

¢ (hOpMHPOBaHHS HABBIKOB BEICHHS OPTaHH3alMOHHO-PACTIOPSAUTEIFHON TOKYMEHTALUH
B COBPEMEHHBIX YCIOBUSIX.

KonTponpHas paboTa BBINOIHAETCS 00YYAIOIIUMCS CaMOCTOSTEIBHO, HOCUT TBOPUECKHIA
XapakxTep, JODKHA COJepKATh aHATUTUYECKUH 0030p HAay4dHOH JUTEpaTyphl, BKIIOYas IMyOnnKa-
IIMH TEKYILETo ro/ia, CTaTbU B KypHAJIaX IO YTBEPXKICHHOW TeMe UCCIIeIOBAHUSL.

Meroauueckre yKa3aHHs 110 BBIIOJIHEHHIO KOHTPOJIBHOM paboThl 0 AUCHUILIMHE «/loKy-
MEHTAIlMOHHOE OOeCIIeYeHNe YIpaBICHHU» JUIS 00YydYaromuXcsi 3a09HON (OpMBI 00ydeHHs CO-
neprkat 30 BapuaHTOB 110 2 BOIIPOCA B KaXJ10M BapHaHTE.

4.7. Conep:kanue pa3iejioB JUCHMILIMHBI (MOLYJIA)
Pa3nea I. Cucrema opraHn3anoOHHO-PacCOPSIANTEIbHON NOKYMEHTANMHT

Tema 1.1. CyuHocTh U OCHOBHBIE MTOHATHS COBPEMEHHOTO JETONPOU3BOACTBA. YHUDU-
[IMPOBaHHAs CUCTEMa OPTaHU3aI[MOHHO-PACTIOPAIUTEILHON TOKYMEHTAIIUN

Jlenompon3BOACTBO Kak (YHKIUS YIOpaBlieHUs. YHUDUKAIMS U CTaHIApPTU3AIMS JOKY-
MeHToB. Knaccuduxkarnus nqoxkymeHToB. HopMaTHBHO-METOAMYECKHE JOKYMEHTHI MO JIOKYMEH-
TUPOBAHUIO YIIPABICHYECKON NEATEIHHOCTH M OpraHM3alK paboThl ¢ JoKyMeHTamu. Vcropu-
YECKHE aCIEeKThI Pa3BUTHS JEIONPON3BOICTBA B Poccuu.

CraHoBiieHHe YHU(DUIIMPOBAHHON CHCTEMBI OpPraHU3alMOHHO-PACTIOPSIAUTEIHHON H0-
kyMmeHTanuu B Poccun. [Tonsitne pekBusura qokymenta. OdopmiieHre OTAETbHBIX PEKBU3UTOB
nokymeHToB B cooTBeTcTBUU ¢ ['OCT P 7.0.97-2016 «Cucrtema cranaapToB mo uHpopmamnuu,
OMOIMOTEYHOMY U U3JaTeNbCKOMY Jieny. OpraHn3allMOHHO-PaCIOPSAUTENbHAS JOKYMEHTAIHUS.
TpeGoBanwus K 0pOPMIIEHUIO TOKYMEHTOB.

Tema 1.2. IIpaBuna opopmiieHHs] OCHOBHBIX BHJIOB OpTaHU3allMOHHO-PACTIOPAIUTEIbHBIX
JIOKYMEHTOB

OcHoBHBIE TpeOOBaHUs, MPEIbIBISEMbIE K COCTABJICHUIO YIPaBIEHYECKOH JOKyMEHTa-
nuu. @opmatel nucra. Pazmepsr nmonei. Hymepauust crpanuu. bnanku opranuzanuu: OnaHk
nuchbMa, OJIaHK BHJA JJOKYMEHTa, OJIaHK JOJDKHOCTHOTO juna. OcoOEHHOCTH COCTaBIECHHS OT-
JENbHBIX BHUJIOB JOKYMEHTOB. Vcnonb30BaHne OTTUCKA MeYaTu NMpu O(pOpMIIEHUHU JTOKYMEHTOB.
[TpumeHeHne MHQPOPMAITMOHHBIX TEXHOJIOTHI MPU MOATOTOBKE JOKYMEHTOB. JlokyMeHTHpoOBa-
HHE Ipolecca yrnpasieHus puckaMu. TpeboBaHMs K 00ECIEUCHUIO COXPAHEHUSI KOMMEpUYECKON
TalHBI.


http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990

Pazgea I1. Opranuszanus padoThl ¢ JI0KyMEHTAMH

Tema 1.3. KagpoBoe ne10npon3BoICTBO
CocraB u Buabpl JOKyMEHTOB. Ilopsiiok oopmieHns 1 HopMaTUBHbBIE TPEOOBAHUS K KaIpO-

BOM JokymeHTanuu. Ilpuaanue 1oKyMeHTaM IOpUIMYEcKOr cuilbl. JIOKyMEHTHpOBaHHE IpolLie-
Jypbl IpUeMa, TIepeBo/ia, YBOJIbHEHUSI paOOTHUKOB. ABTOOHOrpadus. Xapakrepuctuka. JInanbIii
JHMCTOK 1O y4eTy kaapoB. Pe3tome. JInunoe neno. TpynoBas KHIKKA.

JIOKyMEHTUPOBaHHE MPEIOCTABICHUS OTIYCKOB, HAIIPaBICHUS paOOTHUKA B KOMaH/U-
POBKY, o(opMIIeHHE [TOOLIPEHUH U B3bIcKaHuH. [IpuMeHeHre nHpopMallMOHHBIX TEXHOJIOTHH.

JIOKyMEeHTalMOHHBIH aHAIN3 (PUHAHCOBO-XO3AWCTBEHHON AEATEIBHOCTH M YIPABICHHE
pHCKaMU B COOTBETCTBUU C HOPMAaMHU KOPIOPATUBHON KyJIbTYpbl. AHAJIN3UPOBATh U Kilaccudu-
UpoBaTh OobIION 00beM nHpopManuu. TpeGoBaHUs K 00ECIICUCHUIO COXPAHEHHUSI KOMMepye-
CKOH TalHBI.

Tewma 1.4. OpranuzanuoHHasi ¥ pacnopsauTeNbHas JOKyMEHTaUs

Opranu3zaiioHHbIE TOKYMEHTHI (YCTaB, yUpEAUTEIbHBINA TOTOBOP, MOJOXKEHUE O MPE/I-
NPUATUH, TIOJIOKEHUE O CTPYKTYPHOM MOJPa3AEiICHUH, JOJKHOCTHASI MHCTPYKILIUS, PETIaMeEHT,
ITaTHOE pacmnucaHue u ap.). PacropsauTenbHbie TOKYMEHTHI (IIpUKa3, paclopsbKeHue, ykasa-
HUE, pellIeHue, yka3, mocraHoBieHue). lcnonb3oBanue WHGOPMALMOHHBIX TEXHOJIOTUN MPHU

pa3paboTKe U MPOSKTUPOBAHUH OPTAHU3AIMOHHBIX U PACTIOPSTUTEIBHBIX JOKYMEHTOB.
AHanu3 ympaBiieHYecKOW MH(OpMalMu MpH MOATOTOBKE W yTBEP)KIEHWU OpraHMU3aIlu-
OHHOW W PacCTHOPSAUTEIHLHON JOKYMEHTAIIMU. AHATU3UPOBATh W KIACCH(PHUIIMPOBATH OOJBIION

00bvem uHdpopmarun. TpeboBaHU K 00ECIICUCHUIO COXPAaHEHHS] KOMMEPYECKOW TailHBI.

Tema 1.5. CripaBouHo-uH(pOpMaIMOHHAast JoKyMeHTanus. [lenoBoe nucbMo. JloKyMeHTH-

pOBaHME JESATENbHOCTH KOJUIETHAIbHBIX OPraHOB

HenoBoe nucbMo. PexBu3uTHl nenoBoro nucbma. Kimaccupukanuss —JIeNOBBIX IMHCEM:
pOCKOBI, FapaHTUIHBIE, COMPOBOANUTENbHBIE, UHPOPMALIMOHHbIE, IIUPKYIISIPHbIE, HATIOMUHAHUS,
HOJTBEPXK/ICHUS, NMPUTTIAIICHNs, 3apockl U OTBeThl. Kiaccupukanus KOMMEpUECKUX MHCEM:
3arpoc U OTBET, odepTa U OTBET, pekiaamarus (nmpereHsus) u oteeT. [IpaBuna odpopmiienus nae-
aoBoro nuceMa. CTpykTypa, cTanfapTHbIE (pa3sl U BeIpaxkeHus. Kiuie B 1€10B0i nepenucke.
TpebGoBaHus K A3BIKY U CTUJIIO U3JIOKEHUS. BeseHne nepenucku BHyTpU OpraHu3aluu: CIpaBKy,
JIOKJIA/IHBIE 1 OOBSCHUTEIIbHBIE 3aMTCKH, aKThI, IPOTOKOJIBL. DTUKET JIEJIOBOrO MMChMA.

Hcnonp3zoBanne nHPOPMAIIMOHHBIX TEXHOJIOTHI TIPU COCTABJICHNUH, PETUCTPALIUK U OTIPaBKe
JIETIOBBIX ITUCEM.

[ToaroroBuTenbHast pabota K MPOBEACHUIO COOpaHUl M APYrUX MPOTOKOJIBHBIX MEPO-
OPUATUI B OpraHU3alliu: COCTaBIEHHE SBOYHOTO JIUCTA, BEIpAOOTKA MOBECTKH JIHS, COCTABJICHUE
porpaMMbl IIpeObIBaHUS JeJeraluii, INIaHUPOBAHUE U KYJIbTYPHBIX MEPONPHUITHHA, MOJapKU.
CocraBnenue nporokoia. Beimucka u3 mpotokona. [Ipumenenne MHPOPMAIMOHHBIX TEXHOJIO-
TUH.

AHanu3 ynpapieHYecKoW HMH(OpMalHu MpU MOATOTOBKE M YTBEP)KICHHUU CIIPABOYHO-
MH(OPMALMOHHON JOKyMeHTaluu. JIOKyMEeHTHpOBaHUE Mpolecca YIpPaBIEHUS PUCKAMH IMPH
paboTe C ynpaBlIeHYECKMMHU JOKyMEHTaMU. AHAJIM3UpOBaTh M KJIACCH(PUIMPOBATH OOJIBIION
06beM nHpopmanuu. TpeboBanMs K 00€CTIEUEHUIO COXPAaHEHUSI KOMMEPYECKOM TailHBI.

Pazgea I11. Opranuszanus a1e10n1pou3BoACTBA HA MPeNPUATHH.
ApXUBHOe XpaHeHHe J0KYMEHTOB

Tema 1.6. Oprannusanus Jen0npou3BOACTBA HA IPEANIPUATHH
[Tpuem u nepBuuHas 00pabOTKa BXOAAIIMX JOKYMEHTOB. Perucrparus nokymeHnToB. Peru-
CTpaloHHbIe (GOpMBI U UX 3anojiHeHue. OOpaboTka UCXOIAMUX TOKyMeHTOB. CpokH McHoJ-
HEHMS JOKyMeHTOB. KynbTypa paboThl ¢ JOKyMEHTaMu Ha pabo4YHMX MecTax.



[Tonarue noxymeHToo00poTa. OCHOBHBIE 3Talbl JOKyMEHTo0OOpoTa. [IpueM u nepBud-
Has 00paboTKa BXOAALIMX JOKYMEHTOB. Perucrpanus nokymeHnToB. Perucrpanuonsslie GopMsl 1
ux 3anonHerne. OOpaboTKa UCXOIAIIMX TOKYMEHTOB. CpPOKHM MCIIOTHEHUS JOKYMEHTOB.

OcHoBHbIE TPeOOBaHUS K CPEJICTBAM M CHUCTEMaM 3JIEKTPOHHOI'O JOKyMEHTO000poTa. 3aKo-
HOJZIaTEIbHOE U HOPMATUBHO-METOJMYECKOE PETYIMPOBAHUE UCIOIb30BAHUS AJIEKTPOHHBIX J0-
KYMEHTOB U 3JIEKTPOHHO-LIU(GPoBOH noanucu. OCoOEHHOCTH COCTABIEHHS JIEKTPOHHBIX JOKY-
MEHTOB. ABTOMaTu3alMsg KOHTPOJIS HAJ XOJOM HUCIOJHEHMs JAOKYMEHTOB. Vcmonb3oBaHue u
npuMeHeHue MHTepHeT-pecypcos.

CoBpeMeHHbBIE CHCTEMBbl aBTOMATH3aLUHU JENIONPOU3BOACTBA U JTOKyMeHTooOopora: EB-
OPAT-lokymenToobopoT. MHbopmamnmonHo-cripaBouHble cucteMbl: Koncynbrant, ["apaHT.
Kpurepuu Bb100Opa aBTOMaTU3UPOBAHHBIX CUCTEM.

HopmatuBHO-MeTOqMueCcKas JOKYMEHTALMsI 10 apXUBHOMY Jienly. 3akoH «O0 apXMBHOM
nene B Poccuiickoit @enepanun». HomenknaTypa aen u mopsiok padboTsl ¢ Heil. @opMupoBaHue
nen. Xpanenue nen. I[Ipumenenne MHGOPMAIIMOHHBIX TEXHOJIOTHA.

JIOKyMEHTUpOBaHUE Ipoliecca YIPaBIEHUS PUCKAMU MPU OpraHU3alUH JEeI0NpPOU3BO/I-
CTBa Ha NMPEANPUIATUU. AHAIU3 YIIPABICHUYECKON TOKyMEHTALUN BXOAIIEH U UCXOAALIeH T0KY-
MEHTAalMU. AHAIM3UPOBATH U KIacCUUIIMPOBATh 00bIIONH 00beM nHpopMarn. TpeboBaHus K
00€CIEeYeHNIO COXPAHEHHsI KOMMEPYECKOH TaliHBl.

Tema 1.7. Cayx0a 10KyMEHTalIMOHHOT'O 00eCIeYeHus YIPABICHHS B CUCTEME YIPaBICHUs
MpeANpPUATHEM
Pone 1 MecTo ciykObl JOKYMEHTALlMOHHOIO OOECIIEYEeHHUsl YIPABICHUS B CHCTEME
yIOpaBJIeHUs opranu3anuend. BiaumonenicTBue ciay>kKObl JEI0MPOU3BOJICTBA C JIPYTUMHU CTPYK-
TYPHBIMH IOJIpa3/Ie]eHUsl OpraHu3auu. JJoJokKHOCTHOM cTaTtyc U QyHKIMM crienuaiucra Ciyx-
OBl JOKYMEHTAllMOHHOT'O 00€CIEUYEeHUs] YIIPABIEHYECKON JIEATENbHOCTH B CTPYKTYpE OpraHu3a-
uu. OpraHusanus pabodero Mecra.
JIoKyMeHTHpOBaHUE Ipoliecca YIpaBIE€HUSI PUCKaMU MPU OpraHU3alUH JEeTONPOU3BO/I-
CTBa Ha MPEANPUATUH. AHAIIN3 YIIPABICHYECKON JOKYMEHTALMM BXOIAIIEH U UCXOAAIIEN JOKY-
MEHTalMKU. AHAIU3UPOBATh U KilacCU(UIMPOBaTh 00/bIION 00beM uHpopManuu. TpeGoBaHus
K 00€CIeYeHHIO COXPAHEHHUSI KOMMEPYECKOH TalfHBI.

5. O0pa3oBaTe/ibHbIE TEXHOJIOTHH
IIpy wu3ydyeHum  aucUUIUIMHBL  (Momyist)  «JloKkymMeHTalMoHHOe —oOecreyeHue
YIOpaBJICHUA») HCIOJIB3YCTCA HWHHOBAIIMOHHAA O6pa30BaTeJ'II)Ha$I TEXHOJIOTUSA Ha OCHOBC
HHTCrpaniiu KOMIICTCHTHOCTHOTO W JIMYHOCTHO-OPUECHTHPOBAHHOI'O IMOAXOAOB C 3JICMCHTAMU
TPAAUITMOHHOTO JICKIIMOHHO- CEMHUHAPCKOTO M  KBAa3UMPOPECCHOHAIBHOTO OOYyYEeHHS C
HCIIOJIb30BAHUEM HHTCPAKTUBHBIX (bOpM IMPOBCACHUA SaHHTHﬁ, HCCHGHOB&TGHBCKOﬁ HpO@KTHOfI
JCATCIIBHOCTU U My.]'[BTHMe)IHfIHLIX y‘-Ie6HBIX MaTCpHraIoB.

Buj yueOHBIX 3aHATUI dopMa IpoBEICHUS

Jlexuun UHTEepakTHUBHast (opMa -Tpe3eHTaluu C HC-
M0JIb30BAHUEM  MYJIBTUMEIUNHBIX CPEICTB C
MOCTIEIYIOIUM  OOCY)XKJICHHEM MaTepHajoB
(JlekuMst —BU3yanu3arus)

[IpakTudeckue 3aHATHS WHTEpAaKTHBHAs (QopMa— pelieHne KOHKPET-
HBIX 3a/1a4d -CUTyalui (pelieHne KEHCOB) Io
YCIOBHBIM U (DaKTHUECKUM JaHHBIM, UMHTH-
pyromx mpoecCHOHATBHYIO EeATeTbHOCTh U
HaIpaBJICHHBIX HAa BBIPAOOTKY, OIEHKY M BBI-
Oop Tpymmoi 00y4arolmuXcs aJrOPUTMOB 10
MPOOJIEMHBIM ~ CHTYaIlMsIM  XO3SHCTBYIOIINX
CyOBEKTOB Ha MUKPO-, M€30- U MAaKpOYPOBHE

CamocrosrenbHas paboTa 00yJalonMxcss | COUYETaHHWE TPaJWIMOHHOW (opmbl (pabora ¢




y4eOHON W CIPaBOYHOW JUTEPATYpPOM, HU3yde-
HUE MaTepuajoB HMHTEPHET-PECYPCOB, MOIATrO-
TOBKa K MPAKTUYECKUM 3aHATUSM U TECTUPO-
BaHUIO) U WHTEPAKTUBHON (OpMBI (BBHIIOIHE-
HUE UHAMBHUIYAJbHBIX U TPYMIIOBBIX HCCIEH0-
BaTEJIbCKUX MPOEKTOB)

6. OueHo4YHbIE CPpeCTBA AUCIHUIIMHBI (MOTYJIs1)

OCHOBHBIMH BHJIaMH JTUCITUTUIMHAPHBIX OLICHOYHBIX CPEACTB MPHU (PYHKIIMOHUPOBAHUHU
MOJTyJIbHO-PEHTUHTOBOI CHCTEMBbI O0YUYCHHS SIBIIIOTCS: HA CTaJUU PYOSIKHOTO perTuHra, (hop-
MHPYEMOTO I10 Pe3yJIbTaTaM MOJYJIbHOTO KOMIIBIOTEPHOIO TECTUPOBAHMS — TECTOBBIC 33IaHU;
Ha CTaaun HOOIJ_IpI/ITeJILHOI‘ (0] pef/’ITI/IHFa, (bopMpreMoro 110 p€3y.]'IBTaTaM HalluCaHusi U 3allUThI
pedepaToB Mo aKTyallbHOM MpoOJIeMaTHKE, OIICHKH OTBETOB O0YYaroIerocss Ha KOJUIOKBUyMaXx,
peLIeHHs 3a/1a4 MOBBIIICHHOW CIOXHOCTH — pedeparsl, KOJJIOKBUYM M 33/1a4H TOBBIIICHHOM
CJIOKHOCTH; Ha CTaJIMU MPOMEKYTOYHOTO PEUTHHTa, ONPEILIIIEMOTO 110 Pe3yIbTaTaM CAayH 3a-
4eTa — TEOPETHYECKHUE BOMPOCH], KOHTPOIHUPYIOIINE TEOPETUIECKOE COACpKAHNE Y4eOHOTO Ma-
Tepuaia, U MPaKTUKO - OPUCHTUPOBAHHbBIC 3aJ1aHUs, KOHTPOJIUPYIOIIUE NPAKTUICCKUE HABBIKH
U3 Pa3IMYHBIX BUIOB MPOECCHOHATBHON AearenbHOocTH olyyaromerocss mo OITOIT manHOTO
HarpasiieHus, GOpMUPYyEMbIE NTPH U3YYECHUH JIUCHUILUINHBI «JlOKyMEHTAIMOHHOE O0ecIieYeHre
YIIpaBICHUS.

6.1. ITaciopT GoHA2 OLIEHOYHBIX CPEACTB M0 AUCHHUILINHE (MOIYJIIO)
«JlokyMeHTallHOHHOE o0ecnieueHue YIPaBJIeHH S

OlLIeHOYHOE CPENICTBO
Ne Kon xoHTpoO-
i KonTponupyemsie Tembl auc- mf eMT(}:Z
LUTTUHBL 4 HauMEHOBaHUE KOJI-BO
KOMITETEHIIUN
CyILIHOCTb U OCHOBHBIE TTOHSTHUS TecroBble 3aganus 20
COBPEMEHHOT'0 JIEJIONPOU3BOI- Temsl pedpeparos 7
1 cTBa. YHubunuposanHas cuctema | YK-1, ITK-4, | Borpocs! mis 3aueta 3
OpraHU3alNOHHO- T1IK-5
pacropsAnTeNbHON TOKYMEHTa-
UK

0 TecToBble 3a1aHUA 25
5 paBuiia 0OpMIIEHNSI OCHOBHBIX VK-1,TIK-4, | Temsi pedhepatos 4
BHUIOB OpTraHU3aIIOHHO- K5 Bonpocs! 11 3a4eTa 3

pacHopsiAUTENbHBIX JOKYMEHTOB
TectoBble 3amaHUs 10
3 KazapoBoe 1e10npor3BoICTBO YK-1, IIK-4, | Tegr pedepatos 3
IIK-5 Bompocsr aiis 3ager 3
4 OpraHu3alioHHas U paclopsaan- VK-1. TIK-4 TecToBble 3ananus 10
TeJbHAS IOKYMEHTAIIHS Hi<-5 " | Temsl pedepaton 4
Bonpocs! aiis 3a4era 4
CrnpaBouHO-MH(OpMAIIMOHHAS Tecroseie 3ananus 15
5 JOKyMeHTanusl. JlenoBoe n1cbpMo. VK-1. [IK-4 Tewmsl pedpeparon 6
JIOKYMEHTHPOBAHHE JIEATETHHO- K5 Bompocsr st 3auera 4

CTH KOJUIETHAIBHBIX OPTraHOB

TecToBBIE 3a1aHUA 10
6 Opranuzanus Je10NPOU3BOACTBA | e | [IK-4. | Temur pedepaTon 5
Ha NpCATPHATHH IIK-5 Bormpocs! ajis 3adera 4




Cnyx06a JOKyMEHTallMOHHOTO Tecrosble 3ananus 10
7 obecnieuenus ynpasnenus B cu- | YK-1,IIK-4, | Temsl pedeparos 6
CTEMe yIpaBJIeHHs] OpraHu3auen IIK-5 Bonpocs! qist 3auer 3

6.2. IlepeueHb BONIPOCOB 115 3a4eTa

1. lMoustue nenonpoussozctea. (YK-1, ITK-4, TTK-5)

2. Ponb noKyMeHTa B pa3IMYHbIX OONACTAX AEATENbHOCTH 0O0IIecTBa (IPUBECTH MIPUMeE-
po1) (YK-1, TIK-4, TTIK-5)

3. Ucropus passutus genonpoussojactsa B Poccun. (YK-1, ITK-4, TTK-5)

4. Cymuocth yHuUKauu 1 ctangaptuzanun 1okymeHToB. (YK-1, I1K-4, I1K-5)

5. OnpezneneHue rocy1apcTBEHHON CUCTEMbI TOKYMEHTALIMOHHOTO O0ecledyeHus yrnpas-
aenus. (YK-1, TTK-4, TIK-5)

6. ®yukuu gokymentos. (YK-1, ITK-4, ITK-5)

7. 3HaueHue kiaccupukanuu yrnpasiendeckoit nokymentanun. (YK-1, I1K-4, T1K-5)

8. HopmaTtuBHO-TIpaBOBbIE€ ~ JOKYMEHTBI,  pErJIaMEHTHPYIOIIUE  JeIONPOU3BOJCTBO

(YK-1, I[IK-4, TIK-5)

9. TpeboBanus k Onankam ¢ uzobpaxkenueM ['ocynapcrsennoro repba PO. (YK-1, I1K-4,
[1K-5)

10. Cucrema nokyMeHTOB 110 JudHOoMy coctaBy.  (YK-1, I[TK-4, TIK-5)

11. ®OyHKUMM ¥ BUJIBI OPTAaHU3AMUOHHBIX W PaclopsauTeabHbIX JokyMeHToB. (YK-1,
[1K-4, TIK-5)

12. Buasl cipaBoyHO-uHpOpMaronHoii fokymenrtaruu. (YK-1, [TK-4, I[1K-5)

13. MeponpusiTis MO MOJArOTOBKE K COOpaHUIO, COBEIIAHUE U JOKYMEHTHUPOBaHUE Jesi-
TEJILHOCTH KoJuternaabHbiXx opranoB. (YK-1, ITK-4, I1K-5)

14. Joxnanusie (cinyxeOHble) 3anucku. COcTaB peKBHU3UTOB, OCOOEHHOCTH COCTABJICHUS.

(YK-1, [IK-4, TIK-5)

15. VYcras, Ilonoxenue o0 opranuszauuu, IlogoxeHne o CTpyKTYpHOM HOJpa3/IeICHUH.

(YK-1, [IK-4, TIK-5)

16. Toxkymentoobopot. DddextuBHbIil qokymenTooboport.(VK-1, ITK-4, [TIK-5)

17. 3agaum u QyHKIMH CIYXKObl JOKYMEHTALIMOHHOTO 00ECTIEYeHHs B OpraHu3allHu.

(YK-1, TIK-4, TIK-5)

18. Opranmzanus paboyero MecTa CIenHnaIicTa Ciry>KObl TIOKyMEHTallMOHHOTO obecre-
uenus ynpasienus (YK-1, [TIK-4, TIK-5)

19. ®dynkumu apxuBHoOro xpanenus nokymentoB. (YK-1, [IK-4, TTIK-5)

20. TpeOoBaHusl K 00ECHEUEHUIO0 COXPAaHEHHsS KOMMEPYECKOM TaifHbl MpU yNpaBIEHUU
kaapamu. (YK-1, [IK-4, ITK-5)

21. TpeGoBaHusl K 00ECIIEUEHUIO COXPAHEHUSI KOMMEpPUYECKON TailHbI MpH 0GOpMIICHUH
crnipaBovHO-uH(popMarmonHoit fokymenrarmu. (YK-1, [TK-4, I[T1K-5)

22. AHanu3 OpraHU3allMOHHO-PACTIOPATUTEILHON BXOJAIIEH M UCXOAAIIEH JOKYMEHTa-
. (YK-1, I[TIK-4, TIK-5)

23. JIokyMeHTHpOBaHUE TIpoIlecca yIpaBICHUSI PUCKaMU NP OPTaHU3alUHU JETOMPOHU3-
BojicTBa Ha npeanpustun. (YK-1, IIK-4, TTK-5)

24.JIoOKyMEHTUPOBAHHUE MPOLECCA YIIPABICHUS B YPE3BBIYANHBIX U KPU3UCHBIX CUTYyallU-
X KaK 9acTh npoiecca ynpasieHnus puckamu. (YK-1, I1K-4, I1K-5)

25.lokymenTrpoBaHue mpoiecca ynpasienus puckamu. (YK-1, TTK-4, TTK-5)

6.3. IlIxaJ1a OLEHOYHBIX CPEACTB
[Tpy (pyHKIMOHMPOBAHUU MOIYJIBHO-PEHTHHIOBOM CUCTEMBI OOY4YEHHUsl 3HAHUS, YMEHUs
U HABbIKH, HpHOGpeTaCMLIC OGy‘I&IOH.II/IMI/ICSI B MIpOoLECCC U3YyUYCHUA NUCHUIIIINHBI, OIICHUBAOTCA




B PEUTHHTOBBIX Oaymax. YueOHas AWCIUIUIMHA UMEET UTOTOBBIA pedTuHT — 100 6ayioB, KOTO-
pBIi cKiaabIBaeTcs u3 pyoexHoro (40 6amioB), mpomexyrounoro — (50 6amioB) ¥ MOOMIPH-
tenpHOTO peitunra (10 Gamos). MtoroBas olieHKa 3HAHMM OOYYAIOIIUXCSA MO JUCLUUILIMHE
OMpeIeNIsieTCs HA OCHOBAaHUU MEPEBOJIa UTOIOBOIO PEUTHHTA B 5S-TH OaJUIbHYIO IIKAITY C YY€TOM
COOTBETCTBYIOIIUX KPUTCPUEB OIICHUBAHMS. Bce KOMIUIEKTHI OIICHOYHBIX CPEICTB (KOHTPOIHHO-
M3MEPUTENIbHBIX MaTepHaliOB), HEOOXOAUMBIX Ui OLEHKHU 3HAHUM, YMEHUN, HaBBIKOB U (WJIN)
OMbITa JEATENIbHOCTH, XapaKTepusyrolue dSTanbl (OPMUPOBAHUA KOMIIETEHLUH B Ipolecce
OCBOEHUS AMCHMILTUHBI (MOIYJIsl) MOAPOOHO NPEACTaBICHbI B TOKyMeHTe «DOoHA OIEeHOYHBIX
CPEICTB TUCIMIUIUHBI (MOJTYIIS)».

OueHouHbI€ Cpe-
YpOBHU OCBOEHUS KOM-
eTeRIii Kpurepun onieHnBaHus CTBa
(ko1-BO OayIoB)
[IponBuHyTHIN — IOJIHOE 3HaHME y4eOHOro marepuana TECTOBBIC 3a/1a-
(75 -100 6amaoB) U3 pa3HbIX TeM AMCLUUIUIMHBI (MOAYINSA) C HUS
«3aUTEHO» PacKpbITUEM CYIIHOCTH U 00JIaCTU MpUMe- (30-40 6amoB);
HEHUS JOKYMEHTUPOBaHHUS YIpaBlieHYe- pedepar (xon-
CKOM JIeATEIbHOCTH; JIOKBUYM)
—yMEHHUE SICHO, JIOTUYHO U TPaMOTHO U3- (7-10 6amnoB);
JaraThb W3YYEHHBIH MaTepHaji, MpPOM3BO- | BOIPOCH K 3a4ETy
JIUTh COOCTBEHHBIE Pa3MBIIIUICHHS, JEJIaTh (38-50 6amioB)
YMO3aKJIIOYECHHUSI M BBIBOJBI C J0OABICHHU-
€M KOMMEHTapHeB, MOsICHEHHH, 000CHOBa-
HUH, KPUTHUYECKH OIICHWBATh MpeJyiarae-
Mbl€ BAPHAHTBl  PELICHUN NMPH JOKYMEH-
TUPOBAHUH YIIPABJICHYECKON JIEATEIHHO-
CTH;
—TpaMOTHOE O(OpMIIEHUE JIOKYMEHTH-
pPOBaHUS YNPABICHUYECKOW JAEATENbHOCTU
NP YOpPaBJICHUH PHCKAMH B TPOU3BOJI-
CTBEHHOH JEeATEeTbHOCTH, BJIaJEHHE CO-
BPEMEHHBIMH TEXHHUYECKUMHU CpPEICTBAMHU
¥ MHGOPMAIMOHHBIMHU TEXHOJOTUSMHU TIPU
MOJITOTOBKE JJOKYMEHTOB. .
bazoBsIit —3HaHME OCHOBHBIX TEOPETHYECKUX U TECTOBBIE 3a/1a-
(50 -74 6amna) — METOJMYECKUX TOJOXKEHUN 0 M3y4eHHO- HUSA
«3aUTEHO» My MaTepHuaiy, THIIOBBIX METOJUK OO0Jb- (20-29 6amnos);
IIMHCTBA BOMPOCOB, XapaKTEPU3YIOIINX pedepart (komro-
JlokyMeHTalMoHHOe OOecreyeHne YIpaB- KBUYM)
JICHUS; (5-6 6amoB);
—yMeHHe coOMpaTh, CHUCTEMATHU3UPO- | BOIPOCHI K 3a4ETy
BaTh, aHAJIM3UPOBATh U UHTEPIPETUPOBATH (25-37 6annoB)
MH(POPMALIMOHHBI MaTepuan U3 pasiud-
HBIX UCTOYHHUKOB ISl IOKYMEHTHPOBAHUS
YIpaBJIEHYECKON NesTeTbHOCTH TpPU pHC-
Kax TPeIPUSITHUS;
—BJIaJICHUE TNPHUEMaMHU JOKYMEHTHPOBa-
HUSl YIPABICHYECKOH JEATENbHOCTH IS
yIpaBJIEHUS] PUCKAMH B TPOHU3BOJCTBEH-
HoH nesrensHOCTH AIIK;
[Toporossiii —TMIOBEPXHOCTHOE 3HAHWE CYIIHOCTH [0- TECTOBBIC 3a]1a-




(35 - 49 6ammoB) —

BauYTCHO»

KYMEHTHPOBAHUS yIpaBJICHUECKON Jes-
TEIBHOCTH, JOKYMEHTHUPOBAHMS YIpPaBIIE-
Hus puckamu B AlIK;

—yMEHHE OCYIIECTBIIATH MOUCK WHMOP-
MaIUH 10 MOJYyYEeHHOMY 3a/IaHuI0, cOOp U
YaCTUYHBIA aHAJIM3 JTaHHBIX MPU JIOKYMEH-
TUPOBAHUM KOHKPETHBIX CUTYallMOHHBIX
3ajauy;

—4aCTUYHOE BJIQJICHHUE MPHEMaMH JIOKY-
MEHTHUPOBAHUS YIPABICHYECKON J1eATElNb-
HOCTH.

HUS
(14-19 6aioB);
pedepar (kosro-
KBUYM)
(3-4 6amna);
BOTIPOCHI K 3a4eTy
(18-24 6amnoB)

Huzkuii (m0moporoserit)
(komneTeH1Us He chop-
MHPOBaHa)
(menee 35 6ainoB) —
«HE 3aYTCHO»

—HE3HaHWE TEePMHUHOJOTUU JTUCIIUILIN-
Hbl (MOJIyJNsA); TNPUOIM3UTEITBLHOE TPE-
CTaBJICHHE O MPEAMETe M METOJaX JHCIIH-
IUTHHBI (MOAYJISI); OTPBIBOYHOE, 03 JIOTH-
YEeCKOW TI0CJIEI0BATEIbHOCTH H3JI0KEHHE
uH(pOpMallii, KOCBEHHBIM 00pa3oM 3aTpa-
THBAIOIICH HEKOTOpPhIC AaCHEeKTHl IpOo-
rpaMMHOT0 MaTepHana;

— HEyMEHHE coOupaTh, CUCTEMaTH3U-
poBaTh, aHAJIU3UPOBATH U MHTEPHPETUPO-
BaTh MPAKTHUYECKUN MaTepuall U3 pasiind-
HBIX UCTOYHUKOB MH(MOPMAIIUU JIJIST UILTIO-
CTpaIlMl TEOPETUYECKHX TOJIOKEHUH; paz-
pabaThIBaTh MPEJIOKEHUS U MEPOIIPUATHS
M0 peanu3anuu pa3paboTaHHBIX MPOEKTOB
U TIpOTpamm;

—HE BJIAJICHUE MPHEMaMH JOKYMEHTH-
pPOBaHMsI YIIPABICHUECKON EATEIHHOCTH B
AIIK:.

Ha »stom ypoBHe oOyuarommiics He
CIIOCOOEH CaMOCTOSTENIFHO, 0€3 ITOMOIIU
W3BHE, BOCIIPOU3BOJUTH U MPUMEHSTH MO-
Jy4eHHYI0 HH(}OopMaluio.

TECTOBBIC 3a/1a-
HUS
(0-13 6amnon);
pedepat (KoJuIo-
KBUYM)
(0-2 6amna);
BOTIPOCHI K 3a4UeTy
(0-17 6amnos)

7. YueOHO-MeTOAUYeCKOe U HHPOPMAIIMOHHOE o0ecneuyeHne JUCHUIIU-

HbI (MOAYJIAA)

7.1. YueOHasi auTepaTrypa

1.Ky3uenos, . H. JlokymeHTarmonsoe odecrnedeHue ynpasiaeHus. [JokyMeHTo000poT u
JEIONPOU3BOICTBO: YUCOHHUK M MPAKTUKYM JUId TpukiaaHoro 6akanaspuara / M. H. Ky3nenos.
— 3-e u3., mep. ¥ JIoN. [DIeKTPOHHBIN pecypc] — DnekTpoH. maH — M.: M3marensctBo KOpaiiT,
2022. — 461 c. — (Cepust: bakanasp. [Ipuknanuoit kypce). — ISBN 978-5-534-04275-7. Pexum
nocryma:  https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/  doku-
mentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- 3ar. ¢ sxpana

2. JlokymeHTaImoHHOE oOecrieueHne yrpasieHus: ydeOHoe mocoome/A.A. Pa3zmopoxk-
HbIiA. — MockBa 6 UHOPA-M, 2022. — 304 c. — (Bsicmiee oOpa3oBanue: bakanaBpuar).

3. JoxymeHTanimoHHOE oOecrnieueHue yrnpasieHus: yaeonoe mocooue/l0.A. Tlanacenko. —
Mocksa: PUOP, 2020.- 138 c. — (BO:bakanaspuar). — DOI: https://doi.org/10.12737/16686.

4. T'pozoBa, O. C. J[lemompousBoAcTBO: YydeOHOEe MmocoOue Mg aKageMHYeCKOro



6akanaBpuata / O. C. I'po3oBa. [DnekTpoHHBINH pecypc] — DaekTpoH. nan — M.: U3parenbcTBo
KOpaiir, 2022. — 124 c. — (YuuBepcurersl Poccum). — ISBN 978-5-534-04205-
4.https://lwww.biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956— 3arn. ¢
JKpaHa

S5.1IyBamoBa, H. H. Opranuszanus u TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOecredYeHUs
yIpaBiieHUs: y4eOHUK U MPaKTHUKyM Uil akaaeMmudeckoro Oakamaspuata / H. H. Illysamnosa.
[DnexkTpoHHBII pecypc]| — DnekTpoH. naH — M. : U3natenscTBo FOpaiit, 2023. — 221 c¢. — (Cepus
: bakanasp. Axkagemuueckuii kypc). — ISBN 978-5-9916-5843-0. Pesxxum noctyma: https://biblio-
online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya-3ari. ¢ sxpana

7.2. lonoJIHUTeIbHAS JUTEpaTypa

1. TOCT P 7.0.97-2016 «Cuctema cTaHAapTOB 110 HHPOPMALIMH, OMOINOTCUHOMY U U3-
naTenbckoMy neny. OpraHu3allMOHHO-paclopsiAUTeNbHas JOKyMeHTauus. 1peOoBaHUS K
0(hOPMIICHUIO TOKYMEHTOBY

2. TOCT P 50922-2006. 3amuta uadopmarpu. OCHOBHbIE TEPMUHBI U OTPEICIICHUS

3. TOCT 6.10.4-84. YaudunupoBaHHbIe CHCTEMBI JOKyMeHTanuu. [Ipuganue opuande-
CKOM CHJIBI JOKYMEHTaM Ha MalTMHHOM HOCHUTEJNIC U MAIIMHOTPaMMe, CO3/IaBa€MbIM CPECTBAMHU
BBIUHCIUTENbHON TeXHUKU. OCHOBHBIE MOJIOKEHUS

4. TOCT 6.10.5-87. YHuduuupoBaHHbIE CUCTEMbl TOKyMEHTauuu. TpeOoBaHuUs K IO-
CTpoeHHIO hopMyIIsipa-oopasia

5.TOCT 17914-72. OGnoXKH Oen JIUTEIbHBIX CPOKOB XpaHEeHHs. THIbI, pa3Mepbl U
TEXHUYECKHUE TpeOOBaHUS

6. TOCT P 34.10-2001. Undopmannonnas texnoiorus. Kpunrtorpaduueckas 3zammra
uHpopmanuu. Iponeccsl popMupoBaHus U MPOBEPKU 3IEKTPOHHOU LKdpoBol moanucu (Ipu-
MeHenue npekpariiero ¢ 01 suBaps 2013 r., B3amen BezeH [ OCT P 34.10-2012)

7.3. MeToanuyeckue yKa3aHUs M0 OCBOCHHIO TMCHMILTUHBI

1. 1.Jleeuna M.B. YueOHO-MeTOaUYECKNN KOMILIEKC MO TUCHUIUIMHE (MOIy0) «JlokymeH-
TallMOHHOE oOecrieueHne ynpasieHus». Muaypunck: M3a-so Muuypunckoro ['AY, 2022 r.

7.4. UndopmannoHHbie M HU(PPOBBIE TEXHOJOIHH (IIPOorpaMMHoe odecreyeHue, CoBpe-
MeHHbIe TpodeccuoHAIbHbIE 0a3bI JTAHHBIX U HH(POPMAIIMOHHbIE CTIPABOYHBIE CHCTEMBbI)

VYyebHast aucuuIUIMHA (MOAYJB) MPEIyCMaTpUBAET OCBOEHHE MH(OPMAIMOHHBIX M IH (-
POBBIX TeXHOJNOTUH. Peanuzarus mupoBeIX TEXHOJIOTHI B 00pa30BaTEIbHOM MPOCTPAHCTBE SIB-
JsieTcs OJHOM M3 BaKHEWIIMX Iieneil oOpa3oBaHus, Aarolieil BO3MOKHOCTh pa3BUBaTh KOHKY-
PEHTOCTIOCOOHBIE KadyecTBa 00YJarOIMUXCcsl Kak OyIyIuX BHICOKOKBAIN(UIIMPOBAHHBIX CITCIHA-
JMCTOB.

[{udpoBbie TEXHOJIOTHH TPEAYCMATPUBAIOT PAa3BUTHE HABBHIKOB 3()(HEeKTHBHOTO pemieHHs
3aja4 Mpo(ecCHOHANTBHOr0, COIUATIBHOTO, TMYHOCTHOTO XapaKTepa ¢ UCIOJIb30BaHUEM pa3iiny-
HBIX BUJIOB KOMMYHHKAIIMOHHBIX TeXHONOTHH. OcBoeHHe MU(POBHIX TEXHOJOTHUH B paMKax
JAHHOM JMCHUIUTUHBI (MOAYJISl) OPUEHTUPOBAHO HAa CHOCOOHOCTH OE30MIaCHO M HAJISKAIIUM
00pa3oM MoJy4arh IOCTYII, YIIPABIATh, HHTETPUPOBATh, OOMEHUBATHCS, OLIEHUBATh M CO3/1aBaTh
UH(POPMALIHIO C TIOMOIIBIO IIU(PPOBBIX YCTPOUCTB U CETEBBIX TeXxHONOTuil. ®opmMupoBanue ud-
POBOIl KOMITETEHTHOCTH MperonaraeT paboTy C JaHHBIMHU, BIIaJICHHE WHCTPYMEHTAMHU IS
KOMMYHHKAITHH.

7.4.1 DJIeKTPOHHO-0UOJIMOTEYHAS CHCTEMBI U 0a3bl TAHHBIX
1. OO0 «3BC JIAHb» (https://e.lanbook.ru/) (moroBop Ha okazanue yciyr ot 03.04.2024
No 6/1 (CeteBas snexkTpoHHast OMOINOTEKA)



https://www.biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
https://biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-Загл
https://biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-Загл
https://biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-Загл
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://www.edou.ru/enc/docs/detail.php?ID=2495
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2497
http://www.edou.ru/enc/docs/detail.php?ID=2497
http://www.edou.ru/enc/docs/detail.php?ID=2498
http://www.edou.ru/enc/docs/detail.php?ID=2498
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.edou.ru/enc/docs/detail.php?ID=2499
https://e.lanbook.ru/

2. baza nmaHHbBIX 37eKTpoHHBIX HH(popManmoHHBIX pecypcoB @PI'BHY ITHCXB (morosop
1o 00eCTeYeHHIO JJOCTYIa K 3JIeKTPOHHBIM HH(popMmaroHHbM pecypcaM @®I'BHY INHCXB ye-
pe3 Tepmunan ypaneaHoro qocryna (TY ] ®T'BHY ITHCXB) ot 09.04.2024 Ne 05-YT/2024)

3.OnexTponnas 6ubnmnoreynas cuctema «HannonanbHbIN 1H(POBOI pecypc «PyKOHT»:
Kosnekmuu «ba3osbiit MmaccuBy» u «Konoc-c. Cenbekoe xo3sictoy (https://rucont.ru/) (morosop

Ha OKa3aHHWe YCIyT M0 MpeaocTaBiIeHuIo qoctyma oT 26.04.2024 Ne 1901/bI122)

4. 000 «dnekrponnoe uznareasctBo KOPAUT» (https://urait.ru/) (ZoroBop Ha oKa3aHHe
YCIIYT TI0 TIPEIOCTaBJICHUIO IOCTyMa K 00pa3oBaTeabHOo# iargopme OO0 «IneKTpoHHOE U3ja-
tenbctBo FOPAWT» ot 07.05.2024 Ne 6555)

5. DnekTpoHHO-0MbOaMOTeUHast cuctemMa «Bepraackuity (https://vernadsky-lib.ru) (moro-
BOp Ha 0€3BO3ME3THOE UCIOIb30BaHUE Tpou3BeieHui oT 26.03.2020 Ne 14/20/25)

6. baza ngannbix HOB «HauumonanbHas snextpoHHas Oubimoreka» (https://rusneb.ru/)

(moroBop o noaximroueHuu Kk HOb u npegocrasnennn nocrtymna k oobektam HOb ot 01.08.2018
Ne 101/HOb/4712)

7. CornaiieHue o COTpYAHHYECTBE MO OKAa3aHUIO0 OMOINOTEYHO-UH(OPMALIMOHHBIX U CO-
LUOKYJIBTYPHBIX YCIIYT MOJIb30BATEsIM YHUBEPCUTETA U3 YMCJIA MHBAJIUAOB 110 3PEHUI0, C1abo-
BUJSIIIUX, UHBAIMJOB APYIMX KaTerOpHil ¢ OrpaHWYEHHBIM JOCTYNIOM K MH(pOpMAalWH, JHII,
UMEIOIIUX TPYAHOCTU ¢ uTeHHeM IutockonedatHoro tekcra TOI'BYK «TamOoBckast obmactHas
yHUBepcalibHas HayuHas Oubimoreka uM. A.C. ITymkunay (https://www.tambovlib.ru) (corna-
nieHue o cotpynaudectse oT 16.09.2021 Ne 6/1)

7.4.2. UndopManiuOHHbIE CIPABOYHBIE CUCTEMbI
1. CnpaBounas npaBoBast cucrema Koncynbrantllotoc (1oroBop nocraBku, ajantainuu u
conpoBoxAeHUs 3k3eMIusipoB cucteM Koncynprantllintoc ot 11.03.2024 Ne 11921 /13900/9C)
2. DnexkTpoHHbIN nepuoandeckuii cnpaBouHuk «Cucrema TAPAHT» (moroBop Ha yciy-
T 110 compoBoXxIeHHIO oT 15.01.2024 Ne 194-01/2024)

7.4.3. CoBpemeHHbIe MPOdeCCHOHATIbHBIE 0a3bl JaAHHBIX

1. ba3a naHHBIX HOPMATHUBHO-IIPABOBBIX AKTOB MH(OPMALIMOHHO-00pa30BaTENbHOMN Mpo-
rpamMMebl «Poc-metony (toroBop ot 15.08.2023 Ne 542/2023)

2. baza nannbix Hayunoii sanextponnoi 6udiamoreku eLIBRARY.RU — poccuiickuii nn-
(bopMalOHHO-aHATUTUYECKUH MOPTal B 001aCTH HAYKH, TEXHOJIOTHH, METUIIMHBI U 00pa30oBa-
Hus - https://elibrary.ru/

3. TTopran oTKpeITHIX HaHHBIX Poccuiickoit denepanuu - https://data.gov.ru/

4. OrtkpbiTeie naHHble @DenepanbHOl CIyX OBl TOCYIapCTBEHHOW CTATUCTUKH -
https://rosstat.gov.ru/opendata

5. IlpodeccronanbHas 6a3a TaHHBIX: AJbSHC pa3BUTUSL (PUHAHCOBBIX KOMMYHUKALIUNA U
OTHOUICHWI ¢ MHBecTopamu. Pexxum mocryna: http://www.arfi.ru

6. IlpodeccuonanvHas ©Oaza gaHHbIX: [wnbnus ¢uHaHCHCTOB. — Pexxum nocryna:
http://www.quildfin.org
7. [TpodeccuonanvHas 6a3a naHHbIX: Poccuiickuil cor03 NpOMBIIIIEHHUKOB U Mpe-

npuHUMarenei. — Pexxum goctyna: http://pen.pd

7.4.4, JInieH3M0HHOE ¥ CBOOOIHO pacnpocTpaHsieMoe NporpaMMHoe odec-
neyeHyue, B TOM YHMCJIe 0Te4eCTBEHHOI0 MPOU3BO/ICTBA

Haumenona- Pazpa- Ho- Ccpuika Ha EnuHbIH peecTp poccuii- PexBusutel
HUE 6otunk 10 CTYITHOCTb ckux mporpamm st 9BM u BJ1 (mpu TTOATBEPKTAL0-
(TpaB0006- (MueH3n- HaJI1H) IETO JTOKYMEH-



https://rucont.ru/
https://vernadsky-lib.ru/
https://rusneb.ru/
https://www.tambovlib.ru/
https://rosstat.gov.ru/opendata
http://www.arfi.ru/
http://www.guildfin.org/

JaJaTessn) OHHOE, CBO- Ta (MpY HAJIU-
6011HO pac- YHH)
MPOCTpaHs-
emMoe)
Microsoft Micros JluueH- - Jlnuensus
Windows, oft 3MOHHOE ot 04.06.2015
Office Corporation Ne 65291651
Professional CPOK JICHCTBUSL:
6eccpovHO
AHTHBHpYC- AO JInteH- https://reestr.digital.gov.ru/reestr/3665 CyGuurieH-
Hoe mporpammuoe | «JlaGoparo- 3MOHHOE 74/?sphrase_id=415165 3HOHHBIH JI0TO-
obecmieueHme pus Kac- Bop ¢ OO0
Kaspersky TIEPCKOTO» «Codrekc» oT
Endpoint Security (Poc- 24.10.2023 Ne
JUTs OM3Heca cusi) 0/H, CpOK Jieii-
CTBHSL: C
22.11.2023 no
22.11.2024
MoitOduc 000 JluneH- https://reestr.digital.gov.ru/reestr/3016 Konrpakt
CraHmapTHbIi - «Hogsie 3HOHHOE 31/?sphrase_id=2698444 ¢ 000 «Py6u-
OducHsrit 00auHbIC KOH»
MaKeT JJIst paboTh TEXHOJIO- oT
C JOKYMEHTaMH run» (Poc- 24.04.2019 Ne
1 TIOYTOMH cus) 0364100000819
(myoffice.ru) 000012
CPOK JIEHCTBUSL:
OeccpodHO
OducHbrit AO JIvnen- https://reestr.digital.gov.ru/reestr/3066 Konrpakt
MaKeT «P7» 3MOHHOE 68/?sphrase_id=4435041 ¢ 000 «Coo-
«P7-Oduc» TEKC»
(meckromHast oT
BepcHs) 24.10.2023 Ne
0364100000823
000007
CPOK JeiCTBUSA:
OeccpodHO
Orneparyon- 000 Junen- https://reestr.digital.gov.ru/reestr/3032 Konrpakt
Hasi CHCTEMa "BazainsT 3MOHHOE 62/?sphrase_id=4435015 ¢ 000 «Coo-
«AnpT OOpa3oBa- CcBOOOIHOE TEKC)»
HHE» pOrpamMmm- oT
HOe obecrre- 24.10.2023 Ne
yeHue" 0364100000823
000007
CpOK JeiCTBUSA:
0OeccpodHO
IIporpamm- AO JIuneH- https://reestr.digital.gov.ru/reestr/3033 JluneH3u-
Has CHCTeMa Uil | «AHTHIUIA- 3MOHHOE 50/?sphrase_id=2698186 OHHBIN TOTOBOP
00HapyKEHUS ruat» (Poc- ¢ AO «AH-
TEKCTOBBIX 3aUM- CI/IH) TUIUIaruart» OoT
CTBOBaHUH B 23.05.2024 Ne
yueOHBIX U Hay4- 8151, cpok ne-
HBIX paboTax CTBHUSL: C
«AHTHUIIaTUaT 23.05.2024 no
BY3» 22.05.2025
(https://docs.antipl
agiaus.ru)
Acrobat Adobe Cgo- - -
Reader Systems 6011HO pac-
- IPOCMOTP MpOCTpaHs-
nokymentoB PDF, eMoe
DjvU
Foxit Reader Foxit Cgo- - -



https://ru.wikipedia.org/wiki/Adobe_Systems
https://ru.wikipedia.org/wiki/Adobe_Systems
https://ru.wikipedia.org/w/index.php?title=Foxit_Corporation&action=edit&redlink=1

- IPOCMOTP Corporation | 6oaHo pac-
noxymentos PDF, IPOCTPaHs-
Djvu eMoe

7.4.5. Pecypcbl HH(POPMAIIHOHHO-TEIeKOMMYHUKANIMOHHOH ceTn « AHTepHET»
1. CDTOwiki: 6a3a 3nanuii 1o mudpoBoi Tparnchopmaruu https://cdto.wiki/
2.Mndopmannonnas npaBosas cucrema «Koncymnbrant [1mrocy.
3.Uadopmanmonnas Cucrema «I apanT.
4.AIMUHUCTPAaTUBHO-YIIPABJIEHYECKUI IOPTAJI — «aup.ru.
5.utepHer-nopran «KoprnopaTUBHBII MEHEIHKMEHT» — «cfin.ruy.
6.ITopran ®unancooro meHekepa — «FinancialManager.ruy.
7.Pexxum noctyma: http://www.rbe.ru/ — PocbuznecKoncantunr.
8.Pexxum noctyna: http://www.devbusiness.ru/development/staff.htm.
9.Pexum noctyna: http://www. personnels.chat.ru (caiit «Otaen kagapoBy.
10.Pexxum nocryma: http://www. businesstest.ru (caiiT «JleoBbIe TECTBI»).
11.Pexxum goctymna: www.delpro.narod.ru - Jlenonpon3Boacto+.
12 .Pexwum noctyna:www.termika.ru — DHIMKIIONEANUS JeTONPOU3BOICTBA.
13.Pexxum noctyna:www.directum.ru - DIeKTpOHHOE JACIONPOU3BOACTBO U KaHIICISAPUS
13.Pexxum noctyma: http://archives.ru/methodics/instr-office-work.shtml -Pocapxus.

7.4.6. llnppoBbie HHCTPYMEHTHI, IPUMeHsieMble B 00pa30BaTeIbHOM Mpollecce
. LMS-nmatrdpopma Moodle
. BupryansHas nocka Mupo: miro.com
. Bupryansnas nocka SBoardhttps://sboard.online
. Bupryansnas nocka Padlet: https://ru.padlet.com
5. O6naunsle cepBuchl: Snaexc.Auck, Obmako Mail.ru
6. Cepsucsl onpocoB: SAugexkc ®opmbr, MyQuiz
7. Cepsucel Buzmeocssi3u: Sunekc teaemoct, Webinar.ru
8. CepBuc coBMecTHOM pabOTBl HaJa MpoeKkTamu Uil Hebonbmux rpynn  Trello
http://www.trello.com

AWM R

7.4.7. llmppoBbie TEXHOJOTHH, IPUMeHsIeMble IIPH U3YYeHUH TUCHHIITUHBI

Bunpr yue6- dopMupyeMble KOMIIETEHIIUU
HOW paboTHI,
BBITIOJTHSIEMBIE C
pUMEHEHHEM
nundpoBoi TeX-

HOJIOT'MH

[Mudposbie
TEXHOJIOTHH

OOnauHple TEX-
HOJIOTUH

Jlexunn
[IpaxkTrueckue
3aHATUSA

TOM

VK-4
COBpPCMCHHBIC KOMMYHHKATHUBHBIC TCXHOJIOTHHU, B

HHUCJIIC

crocobeH MPUMEHSITh

Ha HWHOCTPAHHOM  A3BIKC, I



https://ru.wikipedia.org/w/index.php?title=Foxit_Corporation&action=edit&redlink=1
https://cdto.wiki/
http://www.trello.com/

Bosnpmue
HEIE

JaH-

Jlexknuu
[IpakTueckue
3aHATHSA

aKaJIeMHYECKOro u pohecCuOHATBLHOTO
B3aUMOJCHCTBUS;

[IK-4 cmocobeH OpraHu3oBBIBaTH M
MPOBOANTH MPOBEPKH (PUHAHCOBO-XO3HCTBEHHOM
JESTEIIbHOCTH  XO3SICTBYIOLIUX CYOBEKTOB JUIS
BBISIBJICHUS U YCTPAHEHUs HAPYLICHUN PA3TUUYHBIX
aCIIEKTOB SKOHOMUYECKOU 0e301MacHOCTH,
COIJIaCOBBIBATh BOIIPOCHI BHYTPEHHUX
KOHTPOJIBHBIX U AYAUTOPCKHUX MTPOBEPOK;

I[IK-5  cmocoben  mnaHupoBaTb U
OpraHH30BBIBATH  CIY)KEOHYIO  JESITEeNbHOCTD
COTPYAHHMKOB MO  pa3paboTKe  CTpaTeruw,
oOecrneunBaromIell 5JKOHOMUYECKYI0 O€3011aCHOCTb,
VIPaBIsTh pUCKaMH (PUHAHCOBO-IKOHOMHYECKOTO
pa3BUTHUSA XO3SICTBYIOUIUX CYOBEKTOB.
KU3HEACITEIIBHOCTH

8. MaTtepuajibHO-TeXHUYECKOE o0ecnevyeHne M CIUTTHHBI (MOILYJIA)




HaunmenoBanue crie-
[UAJIBHBIX * TTIOMEI[CHUN
M IIOMEIIEHUHN JUISI CaMO-

CTOSITENTbHON pabOTHI

OcCHaIIeHHOCTh CIIe-
[MUAJIBHBIX TOMEIICHUH 1
HOMENIEHUN U1 caMO-
CTOSITENIEHOU PabOTHI

[lepeueHb TUIIEH3MOHHOTO TIPO-
rpaMMHOTO obecrieueHus. PeKBU3UTHI
MOJTBEPKIAIOIIETO TOKYMEHTa

VYuebHast ayautopus
IUTSL IPOBE/ICHUS 3aHATHI
JeKIuoHHoro tuna (yi.
WuTepHannonanbHas, .
101 — 1/403)

1. TIlpoextop Acer
(uuB. Ne 1101047180).

2. DKpaH pYJOHHBII
(6/1).

3. KommbroTtep
Celeron D 430 (unB. Neo
2101045094).

4. Crenn  (uHB.
Ne1101043023,
Nel1101043022).

KommnsrorepHas Ttex-
HUKa HOJKJIIOYEHa K ce-
™ «HTepHeT» U obec-
nedyeHa  JOCTYIIOM K
OUOC  yHuBepcuTerTa,
HaOoOpbl  JIEMOHCTpAIU-
OHHOT'O 00OpYyJIOBaHUS U
y4eOHO-HarJsSAHbIX II0-
cobmii

1.JIunensus or 31.12.2013 Ne
49413124: Microsoft Windows XP, 7,
Microsoft Office 2003, 2010

YyeOHast ayauTopus
JUISL IPOBEICHUS 3aHATHIA
CEMHUHAPCKOT0 THUIIA,
TPYIIIOBBIX U WHIUBU]TY-
albHBIX KOHCYJIbTALIHM,
TEKYIIEro KOHTPOJsA |
MPOMEXKYTOUHOM  aTTe-
cranuu (yin. MaTepHanu-
onanpHas, 1. 101 — 2/50)

1.HoytOyk
(meB.Ne1101047129).

2. IlpoekTop Acer
X113H (uHB.
Ne21013400641).

3. DKkpaH Ha IITATH-
Be Lumien Eco View ¢
BO3MOYKHOCTBIO HACTEH-
HOTO KpeIJICHUs MHB.
Ne21013400642).

4. Maxersl.

5. Harnsansle yue6-
HbIE TOCOOUSI.

6. Kommuekr xpu-
muHanucTa (uH. Ne.......).

7. VHTEepaKkTHBHBINA
JIA3€pHBIA  THUD (uH.
Ne.......).

8. HaGopsr nemoH-
CTpallMOHHOTO 000pY/I0-
BaHUS 71 y4eOHO-
HaTrJISIHBIX TTOCOOUIA.

KommnberorepHas Tex-
HUKa MOJKJIIOYEHa K ce-
™1 «HTepHEeT» M 0bec-

1.JIunensuns ot 31.12.2013 Ne
49413124: Microsoft Windows XP, 7,
Microsoft Office 2003, 2010.

2. CnpaBouHasi IpaBoOBasi CHCTEMa
Koncynprantllmtoc (goroBop mocras-
KM, aJ1allTallid U CONPOBOXKIACHUS IK-
3eMIuLsipoB cucreM Koncynsrantllimoc
ot 11.03.2024 Ne 11921 /13900/3C)

3. DJEeKTPOHHBIA MEePUOJHMUYECKUI
crpaBounnk «Cucrema ['APAHT»
(loroBOp Ha YCIyTH MO COMPOBOXKIE-
HIO 0T 15.01.2024 Ne 194-01/2024)

4. TlporpamMHas cucrema Jajs
OOHapyX eHHsI TEKCTOBBIX 3aUMCTBO-
BaHUI B y4eOHBIX M Hay4YHBIX paboTax
«Anturaruat BY3» (JIunenznonnslit
noroBop ¢ AO «AHTHIUIaTHAT» OT
23.05.2024 Ne 8151, cpok neicTBus: ¢
23.05.2024 no 22.05.2025).

5. ba3za [JaHHBIX HOPMAaTHUBHO-
MPABOBBIX AKTOB MH(OPMALMOHHO-
oOpa3zoBatenbHON mporpammsl  «Po-
cmeron» (moroBop ot 15.08.2023 Ne
542/2023)

Ie4eHa  JOCTyNOM K
OMOC ynuBepcurera.
ITomemenune nisa ca- 1. Komnerotep 1JIunensus ot 31.12.2006 Ne
MocrosTenbHOl pabotel | Celeron E3500, war. | 18495261: Microsoft Windows XP

(KOMIIBIOTEPHBIH Ki1ace)
(yn.  Hurtepnauuo-
HanpHas, 1. 101 — 1/115)

mnata ASUS, omep. ma-
MaTh 2048 Mb.

2. Monurop
19"AOC (uHB.
Ne2101045275,
2101045276,
2101045277,
2101045278

Professional Russian, Windows Office
Professional 2003 Win 32 Russian.

2.IlpodeccuonanpHass 0aza pgaH-
HBIX: AJBSHC pa3BUTHUS (PHHAHCOBBIX
KOMMYHUKAIU{ U OTHOLICHUHN C UHBE-
CTOpaMHu. Pexum JIOCTyma:
http://www.arfi.ru

3 TInoheccrmowansmas 04a2a mTad-



http://www.arfi.ru/

Pabouas mporpamma AMCUMILTUHBI (MOAYsI) «/loOKyMeHTaIlMOHHOE OOecreueHne yrpasie-
HUS» cocTaBieHa B cooTBeTcTBUU ¢ TpeboBanusiMu PI'OC BO mo cnenmanbHocty 38.05.01
DKOHOMUYECKasi OE30MacHOCTh, YTBEPKIACHHOIO MpUKa3oM MUHHCTEPCTBA OOpa3oBaHUS W
Hayku Poccuiickoit @enepaunu Ne 293 ot 14 anpens 2021 1.

ABTOp: TOTICHT KadeAphl YIIPaBICHUS U ACTIOBOTO aIMUHHCTPUPOBAHUS, TOLIEHT K.D.H.
M.A. Conomaxuu

Penen3enT: noneHT kadeapbl SKOHOMUKH KOMMEPITUH, TOIEHT K.9.H. D.A. KituMeHTOBa

Pabouas mporpamma paccMOTpeHa Ha 3acelaHuu Kadeapbl SJKOHOMHUYECKOH Oe30macHo-
CTH U IIpaBa, npoTokois Ne 9 ot «18» anpenst 2022 r.

Pabouas mporpamma paccMOTpeHa Ha 3aceaHuu ydeOHO-MeToAuuYecKold komuccuu MH-
CTUTYTa SKOHOMHUKH U ynpasieHuss Muuypunckoro 'AY, nporokon Ne 8 ot «19» anpens 2022
I.

Pabouas nporpamma yrBepkaeHa Pemiennem Y4ueOHO-METOANYECKOTO COBETa YHUBEPCH-
tera, npoTokoa Ne 8 ot «21» anpens 2022 r.

Pabouas mporpamma paccMOTpeHa Ha 3aceaHuu Kadeapsl IKOHOMHUECKOH 0e3omacHo-
CTH U 1paBa, npoTokos Ne 11 ot «9» urtonss 2023 r.

Pabouas mporpamma paccMOTpeHa Ha 3acelaHuu y4eOHO-MeTOqu4YecKol komuccuu Mu-
CTUTYyTa SKOHOMMKH U ynpasiieHuss Muuypusnckoro I'AY, nporokon Ne 10 ot «20» nronst 2023
T.

Pabouas nporpamma ytBepkaeHa Peniennem YueGHO-METOANYECKOIO COBETA YHUBEPCH-
teta, npotokos Ne 10 ot «22» urons 2023 r.

Pabouas mporpamma paccMOTpeHa Ha 3aceflaHuu Kadeapbl SJKOHOMHUYECKOH Ge30macHo-
CTH U 1paBa, npotokos Ne 11 ot «06» mas 2024 r.

Pabouas mporpamMma paccMOTpeHa Ha 3aceaHuu ydeOHO-MeToAuueckoi komuccuu MH-
CTUTYTa 3KOHOMUKH U yrpasienus Muuypunckoro ['AY, nporokosn Ne 9 ot «21» mas 2024 r.

Pabouas nporpamma ytBepkaeHa Peniennem YueOHO-METOANYECKOTO COBETA YHUBEPCH-
teta, npotokosn Ne 09 ot 23 mas 2024 rona

Opurunan paboyeil mporpammbl JTUCHUIUIUHBI (MOys) «JloKkyMeHTallmoOHHOE oOecreueHue
yIpaBJICHUS» XpaHUTCS Ha Kadeape IKOHOMUUYECKON 6e30IacCHOCTH U NpaBa.
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