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1. Ilesu ocBoeHMsI AMCHUTIMHBI (MOIYJIs1)

OCHOBHBIMU EISIMU OCBOCHHS TUCIUTUIMHBI (MOJTYJIS) SIBJISIFOTCS:
— 03HAKOMJICHHE O00YYaloUINXCs C OCHOBHBIMH MOHATHUSIMU, MIPABUIIAMU U TPEOOBAHUSIMU
K IOKYMEHTHPOBAHUIO YIIPABICHUECKON nedarenbHocTu npeanpusatuid AITK;
— ¢opMupoBaHUe y 00y4arOIIUXCsl HABBIKOB MOATOTOBKH YIIPABICHYECKON TOKYMEHTALUN
JUIsL OLIEHKU PUCKOB B 00J1aCTH JIOKyMEHTHPOBAHHUS YIIPABICHYECKOH NESTEILHOCTH PHCKOB;
—npuobpereHre OOy4YaIOIUMUCS HABBIKOB IO AaHANU3y pPAa3IMYHBIX HCTOYHUKOB
uHPOpPMAIIUU JUIS TPUHSATUS YIPABICHYCCKUX PEIICHUH 10 BOMPOCaM JOKYMEHTHPOBAHUS
yrpaBiieHuecKol aesrenbHocTH B ATIK..
[Ipn ocBOCHMM NaHHOW AWCIMILIUHBI (MOMIYJS) YYUTBIBAIOTCS TPYIOBBIC (PYHKIMH
CIeIyIOMMX MpodeCcCHOHATBHBIX CTAHIAPTOB:
08.018 Cpenuanuct 1o YNpaBI€HHIO pUCKaMM (YTBEp)KIEH mpukazoM MuHTpyna
Poccun ot 30.08.2018 No564H).
40.033 CnenquajucT Mo CTPAaTeruueckoMy U TaKTUYECKOMY IUIAHMPOBAHUIO U OpraHU3aluu

npousBoactBa YTBEPX/IEH npukazom MuHuCTEpCTBA Tpyla W COLMAIBHOM 3allMTHI
Poccuiickoit ®eneparuu ot 8 centsiops 2014 roga N 6091

2. MecTo IMCUUIIMHBI B CTPYKTYpe 00pa30oBaTe/IbHOM MPOrPaMMbI:

I[I/ICI_II/IHJ'II/IHa ((I[OKYMGHTI/IpOBaHI/Ie praBHqueCKOﬁ ACATCIIBHOCTH» OTHOCHUTCA K 6HOKy 1
b1.B.09.

N3yuenne JUCLIUIUIUHBL (Momyms) «/loxyMeHTHpOBaHuE yIIPaBICHYECKOMN
JeSITEIbHOCTH» OCHOBBIBACTCSA HA 3HAHMSX, YMEHHMSIX M HaBbIKAX TaKUX JAUCLUILIMH (MOJIyJeil)
kak  «Kynprypa peun u nenoBoe obOmeHue», «bpeHn-menemxMenT», «OpraHu3alMoOHHAS
KyJbTYyPa».

3HaHUs, YMEHUS U HaBBIKU, JOPMHUPYEMBIE B IIPOIIECCE OCBOCHUS JUCLIUIUIMHBI (MOYJIs)
«/lokyMeHTHpOBaHME yIPABIECHYECKOW JEATCIBHOCTH» B3aMMOJCHCTBYIOT CO 3HAHUSIMU,
YMEHMSIMM M HAaBbIKAMHU, IIOJYYEHHBIMH B IIPOLECCE M3YUYEHUS AUCLUIUIMH (MOAYJEH):
«Opranuzanus npousBoacTsa B AIIK», «Ctpaterus B AIIK», «Onenka puckoB B AITK».

B nanpHeiinieM 3HaHWSA, YMEHUS M HaBBIKM OOy4arommxcs, c(OpMHUpOBaHHBIE B
nporecce  M3yd4eHus  JUCHMIUIMHBL  (Moaynsd)  «JlOKyMEHTHMpOBaHHME  yIpPaBIEHUYECKOU
JESATEIIBHOCTH», MHCIIOJIB3YIOTCS IPU MPOXOXACHUM NPOU3BOACTBEHHOM INPAKTUKM HAy4dHO-
HCCJIEe10BATENIbCKas pabora, IIPOU3BOACTBEHHOMN TEXHOJIOTHYECKON (mpoexTHO-
TEXHOJIOTUYECKOM) MPAKTUKH, MPOU3BOJACTBEHHON MPEIIUITIOMHON MPAKTUKU, BBINOJIHEHUH
BBIITYCKHON KBaJIM(PUKAIIMOHHON PabOTHI.

3.lnanupyemblie pe3yJbTAThI 00yYeHHS 1O IMCIUIJINHE, COOTHECEHHbIE

¢ IVIAHUPYEMBbIMH Pe3yJIbTATAMHU OCBOCHUS 00Pa30BaTeJIbHON MPOrPaMMbl

B pesynapraTe wu3ydeHHs IUCHUIUIAHBI (MOAYJsl) OOYYarOIIMICS JIOJDKEH OCBOMTH
TPYJOBbIe HYHKIUH:

JlokyMeHTHpOBaHHEe Mpollecca YNPaBJeHUS PHUCKAMH M KOPPEKTHPOBKA pPeecTPOB
PHCKOB B paMKax OTHeJbHBIX OH3Hec-mpoueccoB M (QYHKIUOHAIBbHBLIX HANpaBJeHUH
(08.018 Crienmanwuct 1o ynpasiieHuto puckamu TO B/02.6).

TpynoBsle nercTBUs:

JIOKyMEHTHUPOBAaHHE TMPOIECCa YIPABIEHUs B YPE3BBIYAMHBIX M KPU3UCHBIX CHUTYyaIUsIX
KaK 4acTh MpoIlecca yIpaBIeHUs PUCKAMHU.

Pa3paboTka MeTOAUYeCKOH M1 HOPMATHBHOM 0a3bl CHCTEMbI YIIPABJIEHUS] PUCKAMH U
NPUHIUIOB YNPaBJeHHs] PHCKAMHM B PpaMKax OTAeJIbHBIX OU3Hec-MPoOLeccOB H
(pynkunonaabubix HanpaBaennii(08.018 Crnernuanuct mo ynpasieauto puckamu TO B/04.6)

TpynoBble 1eWCTBUS:



PazpaboTtka 1 akTyanu3aius OTIEIbHBIX METOI0B 1 HOPMATHBHBIX JJOKYMEHTOB CHCTEMBI
yIpaBJICHUS] pUCKAMHU

TakTnueckoe ynpasJjieHHe MpoueccaMu opranusauum npoussoacrBa (40.033
CneuuaaucT MO CTPATerHyecKOMY M TAKTHYECKOMY IJAHUPOBAHMIO M OPraHU3alMH
npousBoacTea 7d-A/02.6)

TpynoBbie 1eCTBUS:

Pa3paboTka npeiokeHnii Mo paroHaIn3aui CTPYKTYPbI yIIpaBIeHHs TPOU3BOJICTBOM
B COOTBETCTBUU C LIETISIMU U CTpATETHEl OpraHu3aiuu, JeHCTBYIOIUX CUCTEM, (OPM U METOJIOB
yIpaBJIeHUS] TPOU3BOJCTBOM, IO COBEPIIEHCTBOBAHUIO OPIraHU3ALMOHHO-PACIOPSAUTEIBHON
JOKYMEHTAllMM M OpPraHM3alUU JIOKyMEHTOOOOpOTa, MO BHEAPEHHIO TEXHUYECKHX CpEACTB
00paboTkn wuH(pOpPMAIMK, TEPCOHATBHBIX KOMIIBIOTEPOB M CETeH, aBTOMATH3UPOBAHHBIX
pabouux mecT

OcBoeHre TUCIUTIIMHBI HAlpaBJIeHO Ha (P OPMHUPOBAHUE:

npodeccroHalbHBIX KOMIETEHIIUHA

[TK-1 — CniocoGeH ocyliecTBIATh JOKYMEHTHPOBaHHUE MpOIEcca yIpaBIeHUs pPUCKaMH,
pa3pabaTbIiBaTh METOAMYECKHE PEKOMEHIAIIMHU B paMKax OTIENbHBIX On3Hec-mporeccoB AITK;
[IK-2 — CnocobeH mpoBOAWUTH aHAINU3 (PMHAHCOBO-XO3SHCTBEHHOW MEATEILHOCTH W
yIpaBlieHUEe PUCKAMU B COOTBETCTBUU C HOPMaMU KOPIIOPATUBHOMN KYJIBTYPHI;
I1K-4 CnocobeH HMCIOIb30BaTh IMPOTrpaMMHOE  0OECTICUCHHE JUIsL  aHau3a
yIpaBICHYECKOH HMH(POPMAIIUN, OCYIIECTBIATh pPAacUeThl JKOHOMHUYECKOH APPEKTHBHOCTH
opranuzanuii AITK

HJ'IaHI/IpyeMLIe KpI/ITepI/II/I OLCHUBAHUSA PC3YJIbTATOB O6y‘ICHI/If[
pe3yJIbTaThl I p—
o0OyueHus N N
(HHTHKATOpEI (mOTIOpOTOBBIIA) [ToporoBserit EasoBbil Hva,Z[BI/IHYT
JOCTHIKEHUS KOMIICTCHLIMA HE bIN
chopmupoBana
KOMITCTEHITUH )
IK-1
U-1mn - He MOXKET Y noBnerBopu Xoporio OTtnu4yHO
OCyILecTBIsET MIPOBONTH TENHHO TPOBOJUT | MIPOBOIUT MPOBOJMT
JIOKYMEHTHPOBAH UACHTU(DUKAIUIO U | UASHTUPUKALIUIO | UACHTUPUKALNIO | UASHTU(PUKAIIN
pETHUCTpaIio U PErucTpainyio | i  PerucTpamuio | 1o u
ne MPONECCa | hho6iem, pooiem, npobiem, PErUCTPALINIO
YyHIpaBJICHUA Kacaromuxcs Kacaromuxcs Kacaromuxcs npobiem,
puckaMun B | ynpaBiaeHUs YIIpaBJICHMUSI yIIpaBJICHUS Kacaroluxcs
paMkax pUCKaMu, HE | prCKamH, C | puckamu, yIpaBIeHUs
OTJIEIBHBIX KOHCOIIUIUPYET TPYJIOM KOHCONUANPYET | PUCKaMH,
GH3HEC- nH(GOPMALIMIO  TIO | KOHCOIUTUPYET UHGOPMAIIHIO TI0 | KOHCOTUIUPYE
HpOLIECCOB 41 | BCEM pHCKaM. nH(OPMALIMIO TIO | BCEM PHCKaM. T
BCEM PHCKaM. uHGOPMAITHIO
(I)yHKL[I/IOHaJIBIjbI 1o BoeM
X HaIpaBJICHHMA PHCKaM.
I1K-2
U-1nk-» He MOXET YacTuyno Xopoo Otnnyno
OcyIecTBIsieT OCYIIECTBIISATh OCYIIECTBIISIET OCYIIECTBIISICT OCYIIECTBIISICT
c6op coop wmHpOpMmaruu | cOop coop coop
TEKYIIETro nHpopmaruu uHbopmanuu uHdopmauu
nHpopMaLIH yHpaBiIeHUS TEKYIIEeTOo TEKYIIEeTro TEKYIIEero
TCKYIICTO pPHCKaMH, HE | yIpaBJcHHUs yIpaBJIeHUs yIpaBJIeHUs
YIIpaBJICHUA yCTaHABJIMBACT U | PUCKAMHU, C | pUCKaMU, pucKaMmu,
pHUCKaMH, HE TMOJAJEPKUBAET | TPYJIOM YCTaHABIMBAET W | yCTAHABJIMBACT
YCTaHABIMBACT W | JIEJIOBBIE KOHTAKTHI | yCTAHABJIMBAET M | MOJIEPKUBAET u




TIOJICP/KUBAET C  COTpPYIHUKAMH | MOJAJIEPKUBAET JIeTIOBbIE NOJJEPKUBAET
JIeTIOBBIE OpraHM3alli 1O | JeJIOBBIC KOHTAaKTbl C | IenoBble
KOHTAKTHI ¢ | ommcaHmio U | KOHTaKThI C | COTpYIHUKAMU KOHTaKThl ~ C
COTpYIHHKAMHI aKTyaln3aluu COTpYJIHUKAMU OpraHu3ali 10 | COTPYIHUKAMU
PHUCKOB OpraHu3aly 1O | OMHMCAHUIO U | OpraHu3aun
KOMIIaHHH OITUCAHUIO U | aKTyaJIu3anuu [0 ONUCAHUIO
110 OIIMCAHHIO aKTyaJu3aluu PUCKOB u
U aKTyaau3aluu PHUCKOB aKTyaJIn3aIu
PHUCKOB PHUCKOB
[1K-4
W-11x.4- He YactuuHO He B momaomMm B mnomHOM
OcymiecTBisieT OCYIIECTBIISET OCYIIECTBIISET o0BeEME o0BeEME
aHanu3 aHaIIn3 aHaIIn3 OCYIIECTBIISICT OCYIIECTBIISICT
YIIPABICHUYECKON | yIpaBIECHYECKOM YIIPaBJICHUYECKON | aHau3 aHanm3
uHbopMaluu npu | uHGopMauu Mpu | HHGOPMALIMK TIPHU | YIPABICHUYECKON | yIpaBieHUYECK
pelieHnn pelIeHun pelIeHun uH(bOpMalu MpH | Oi
MIPOU3BOJCTBEHH | MPOU3BOJCTBEHHBI | MMPOU3BOJICTBEHH | PEIICHUU uHbopMauu
BIX 337134 C X  3aj1ad c | BIX 3ajgau C | IPOU3BOJACTBEHH | MPU pEUICHUH
HCIIOJIb30BAaHUEM | UCIIOJIb30BAaHUEM WCIOJIb30BaHUEM | BIX  3aJau C | IPOU3BOJCTBE
MPOrPaMMHOTO MIPOrpPaMMHOTO MIPOrpPaMMHOTO UCIIOJIb30BAaHUEM | HHBIX 3a/lay C
obecrieueHust 11 | odecrieueHuss I | o0ecreueHus s | MPOrPaMMHOTO HCIIOIBb30BaHN
BBISIBJICHUS BBISIBJICHUS BBISIBJICHUS obecrieyeHus sl | €M
BO3MOXHOCTEH BO3MOYXHOCTEH BO3MOYXHOCTEH BBISBJICHUSA MPOrpaMMHOTO
MOBBILICHUS MOBBIIICHUS MOBBIIIECHUS BO3MOXKHOCTEH obecrnieueHus
apdextuBHOCTH | 3D (HEKTUBHOCTH ¢ dexTuBHOCTH TTOBBIIIICHHS TUTST
OpraHu3aui opranmuzanuii AIIK | opranuzamnuit 3 PEeKTUBHOCTH | BBISBICHUS
ATIK ATIK OpraHu3arui BO3MOYKHOCTEH
AIIK MTOBBIIIICHUS
3¢ dexTuBHOCT
Y OpraHu3anuu
AIIK
W-3nk.4— He npumensier Huorna Yacto B noxaOM
[Tpumenser HaBBIKU MIPUMEHSIET MPUMEHSIET o0Bpeme
HaBBIKU JOKYMEHTAIbHOTO | HaBBIKU HaBbIKU MPUMEHSIET
JOKYMEHTaIBHOT | O(OpMIICHUS JTOKYMEHTAJIbHOTO | TOKYMEHTAJIbHOT | HABBIKU
0 ohopMIIeHHS pelieHuii B odopmieHus 0 ohopMIIeHHS JIOKYMEHTaJIbH
pelieHuii B yIpaBJICHUU [S11(S31%178:] peuieHuii B oro
yOpaBlIeHUU OTIepaIMOHHOMN yIpaBIeHUU yIpaBlIeHUU odopmiIeHUS
OTIepaIllMOHHOMN (MIpOU3BOACTBEHHO | OTMEPAIMOHHOMN OTIepalMOHHON pelieHui B
(IpOU3BOJCTBEHH | i) A€SATENBHOCTH (MIpou3BOACTBEHH | (IPOM3BOJACTBEHH | YIIPaBJICHUU
Oi) IeATEeTLHOCTH | OPraHU3alUid PH | OM) AEATEIBLHOCTH | OM) OnepaluoOHHON
OpraHM3alil pu | BHEAPEHUU OpraHM3alyil pu | AESITETbHOCTU (mpousBoCTBE
BHEJIPEHUU TEXHOJIOTUYECKHX, | BHEAPEHHUH OpraHu3aIil pu | HHOM)
TEXHOJIOTHYECKHUX | MPOIYKTOBBIX TEXHOJIOTHYECKUX | BHEIPEHUU e TEIbHOCTH
, IPOJTyKTOBBIX WHHOBAIIUI WU , IPOJTYKTOBBIX TEXHOJOTHYECKHUX | OpraHu3aIuil
WHHOBAIIMH UITN OpPraHM3AIMOHHBIX | WHHOBAIMI WU , IPOJTyKTOBBIX npu
OpraHMU3aIIOHHBI | U3MEHEHUH U He OpraHM3aIlOHHBl | UHHOBALIMK WM | BHEAPEHUU
X U3MEHEHU U BBITIOJTHSIET X U3MEHEHHH U OpPTaHMU3AIOHHBI | TEXHOJIOTUYEC
BBITIOJTHSIET pacueTsl YaCTUYHO X U3MEHEHU U KHX,
pacueTsl SKOHOMUYECKOM BBITIONTHSIET BBITIOJTHSIET MPOIYKTOBBIX
SKOHOMHYECKON | 3((heKTUBHOCTHU pacueTsl pacueTsl WHHOBAIIMA
s dexTuBHOCTH opranu3zanuii AIIK | skoHOMHYeCcKOH SKOHOMHUYECKON | Wi
OopraHu3aIui ¢ dexTuBHOCTH 3 PeKTUBHOCTH | OpraHU3AIMOH
ATIK OpraHu3aIui OpraHu3aui HBIX
AIIK AIIK W3MEHEHUH U
BBITIOJTHSET
pacueTsl
SKOHOMUYECKO
i

3G HEKTUBHOCT




Y OpraHu3aun
AIIK

B pesynbpraTe ocBOCHUS AUCHUILUIMHBI 00YYarOUTUICS JOJKEH:

3HamMb.

- TOKYMEHTHPOBAHHUE MPOIIecca YIPaBICHUS  pPUCKaMHU B paMKaX OTACIIbHBIX OM3HEeC-
IIPOLIECCOB;

- METOAWKY  aHaliW3a  yOpaBJICHUYECKOM  HMHPOpPMAMH TPU  PEHICHUH
IIPOU3BOJICTBEHHBIX 3a/a4;

- TMIOPSIAOK  JIOKYMEHTAIBHOTO O(OPMIICHHS pPElIEHUH B YNPABICHUU OTEPAIIMOHHON
(TpOM3BOACTBEHHON) IEATENHHOCTH OPraHU3aIINN;

— METOJbI MOKCKA, aHAJM3a U UCIOJIb30BaHUSI HOPMATUBHBIX U MIPABOBBIX IOKYMEHTOB
B CBOEH MpodeccHoHaNbHOMN 1eITeIbHOCTH;

- JOKyMEHTaJIbHOEC O(QOPMIICHHE PEIICHHH B YIOPABICHUH OIMEPAIMOHHOU
(MpOM3BOACTBEHHOMN) NEATENBHOCTH OpraHu3alliid MpH  BHEIPEHHH TEXHOJOTMYECKHX,
IPOTYKTOBBIX MHHOBALMI WJIK OPTraHU3allMOHHBIX U3MEHECHMI;

ymems.

- IOKYMEHTHPOBATh MPOIECCHI YIIPABICHUS  PHUCKaMH B PaMKax OT/AEJIbHBIX OM3HEeC-
MIPOLIECCOB;

- MPOBOJIUTH  aHaNW3  YIpaBlIeHYECKOW  uWHOOpMAIMKM TpPU  PEIICHUU
MIPOU3BOJCTBEHHBIX 3a/a4;

- OPOBOJUTH TMOMCK, AHAJIU3 U UCIOJIb30BAHUE HOPMATHUBHBIX U MPABOBBIX JOKYMEHTOB
B CBOCH MpodeccHOHaNbHOMN 1eATeIbHOCTH;

- JOKYMEHTAIhbHO OQOPMIISITH  PEIICHHS B  YIPABJICHUU  ONEPAIMOHHOMN
(IpOM3BOACTBEHHOW) JIEATEIPHOCTH  OpPraHW3aliii TpPU  BHEAPCHUU  TEXHOJOTHYECKHX,
MPOAYKTOBBIX MHHOBAIIMI WM OPTaHU3AIMOHHBIX H3MEHEHUM.

81a0emv.
- HaBbIKAMU I[IOMCKa, aHAJM3a M MCIOJIb30BAaHUSI HOPMATHUBHBIX U TPABOBBIX
JIOKyMEHTOB B CBOEH MTPO(eCcCHOHATEHOMN ACSATEIHHOCTH;
- HaBBIKaMHU JOKYMEHTAJIBHOTO O(QOPMIICHHUS PEIICHUH B YMPaBICHUH ONEPAMOHHON
(IpOW3BOACTBEHHOM) JIEATENILHOCTH  OpraHu3allMii TpU  BHEJIPEHUU TEXHOJOTHYECKHX,
MPOYKTOBBIX HHHOBAIIUH WJIM OPTaHU3AIMOHHBIX U3MEHEHHI.

3.1. MaTpuua cooTHeceHHsI TeM/pa3/esioB Y4eOHOl JUCHMIUIMHBI (MOAYJISA) U
(popmupyemMbIx B HUX NPodecCHOHAIBHBIX KOMIIETEHIM I

Kommerenmun OoOmee

Paznensl, TeMbl AUCIUILUIMHBI KOJTMYECTBO

’ TK-1 TK-2 [IK-4 .
KOMITIETEHIIUHA

1. Cucrema OpraHu3alOHHO-
paCTIOPSIUTENHHON JOKYMEHTAITUU

Tema 1.1. CymHOCTb U OCHOBHBIE
MOHSTHSI COBPEMEHHOTO
JIEJIONPOU3BOCTBA.
YHudumnupoBanHas cuctema
OpraHu3aIMOHHO-PACTIOPSAUTEIBHOM
JIOKYMEHTaIu1

Tema 1.2. [IpaBuna opopmieHus
OCHOBHBIX BUJIOB OPraHU3ALIMOHHO- X X X 3
pacnopsaUTEIbHBIX JOKYMEHTOB

II. OpranuzaimonHo-




pacnopAaauTCiibHasAd JOKYMCHTaI A

Tema 1.3. Kagposoe
JICJIONIPOU3BOJICTBO

Tema 1.4. OpranuzarmonHas u
pacHopSaUTENIbHAS JOKYMCHTAIUS

Tewma 1.5. CpaBouHO-
UH(POPMAITMOHHAS TOKYMCHTAITHSI.
JIoKyMeHTupOBaHUE AEITeIbHOCTH
KOJUIETHAJIbHBIX OPTraHoB.

III. Opranuzauust AeI00POU3BOACTBA
Ha MPEANPUATHH. APXUBHOE XPaHEHHE
JIOKYMEHTOB

Tema 1.6. Opranu3zanus
JIeJIONIPOU3BOICTBA Ha MPEIPUSTHH.

Tema 1.7. Cyx6a
JIOKYMEHTAI[MOHHOT O obecrnieueHus
YIpaBJICHUA B CHUCTEMC YIIPaBJICHUA
MPEANPUATHEM

4. CTpyKTYypAa U cofepKaHue TUCIHUIIMHBI (MOLYJIA)

OO0mast Tpya0eMKOCTh
aKaJIeMHUYCCKHUX YacOB.

JAUCHUITIIMHBI

COCTaBIIIET 3

3a4CTHBIC

CAUHHUIBI,

4.1. O0bem TUCUMILTHHBI U BUABI Y4e0HO padoThI

108

KommuectBo akaza. yacos

o 110 OYHO- 10 3a04YHOU
0 OYHOU .
Bux 3aHsTHi (bopme 3a04HOM dopme
dbopme oOyueHus
00yueHus
o0OydeHus (4 Kype)
(4 cemectp)
(4 cemectp)

OO01mast TpyA0eMKOCTh TUCIUTUTHHBI 108 108 108

KonrtaktHast paboTta 00y4aronmxcs ¢ 48 32 16

npernojaBaTesieM, T.49.

AyIATOpHBIE 3aHATHUS, B T.4. 48 32 16
JIEKIIAU 16 16 8
IIPAKTUYECKUE 3aHSITHS 32 16 8

CamocTrosTenpHas padora, B T.4. 60 76 88

npopaboTka yueOHOro maTepuasia
M0 TUCLUIUINHE (KOHCIIEKTOB

At ( 15 19 22
JeKUuH, y4eOHUKOB, MaTepUaioB
CETEBBIX PECYpPCOB)
MOJTOTOBKA K MPAKTUYECKUM
3aHATUSM, KOJUIOKBUYMaM, 3aIHUTE 15 19 22
pedepara
BBITIOJTHCHUE WHIUBUIYTHHBIX

. AHBIY 15 19 22

3a/1aHui
MOJATrOTOBKA K CAa4e MOAYJIA 15 19 22




(BBITIOJIHEHUE TPEHUPOBOYHBIX

TECTOB)
KonTpob - - 4
Bun utoroBoro KOHTposIst 3ayeT 3auer 3auer
4.2. Jlekuun
Pa3nen MuCIUIUIMHEL, TEMBI JTEKIIUH U UX OO0beM B akaj.uacax dopmupy
coaep>KaHue oYHas OuHo- 3aouHas eMEbIC
dopma | 3a0uHas dopMa | KOMIIETEH
oOyuenust | ¢dopma | oOyueHHUs 1017071
o0Oy4deHu
s
[.Cucrema opranusaiuoHHO-
pacnopsAMTEIbHON JOKYMEHTAIIUN
1.1. CyuiHOCTh ¥ OCHOBHBIE TIOHSITHS
COBPEMEHHOT0 JIeJIOMPOU3BO/ICTRA. [TK- 1, TIK-
YHupuuupoBaHHas cuctTema } 4 4 - 2.11K-4
OpraHU3alOHHO-PACTIOPSAUTEILHON
JTIOKYMEHTAITUH.
1.2. IlpaBuna ohopmiIeHUS OCHOBHBIX
BUJIOB OpraHU3allMOHHO- IK-1,I1K-
2 2 2
pactopsSAUTEIbHBIX TOKYMEHTOB 2,11IK-4
II. Opranu3zanus paboThI C TOKYMEHTAMHU
1.3. KagpoBoe nenonpon3BoAcTBO ) ’ ) IK-1,ITK-
2,I1K-4
1.4. OpranuzanuoHHas u ) ) i IK-1,I1K-
pacropsanuTeabHas JOKYMEHTAIMS 2,I1IK-4
1.5. CrpaBo4yHO-MH(OpMAIIOHHAS K1 TIK-
NOKymMeHTanus. JIOKyMEHTUpOBaHHE 2 2 2 2’1_[1’(_ 4
JIeSITeIbHOCTH KOJUIETHAIbHBIX OPTaHOB.
[II.Opranu3zanus  1€IONPOU3BOJCTBA Ha
MPEATPUSATHH. ApXUBHOE  XpaHEHHUE
JJOKYMEHTOB
1.6. Opranuzanusi IeI0NpPOU3BOJICTBA Ha ) ) 5 ITK-1,I1K-
PENIPUATHH. 2,11K-4
1.7. Cnyx0a JIOKyMEHTAI[MOHHOTO K1 TIK.
o0OecrieyeHUs YIpaBICHUS B CHCTEME 2 2 - 2,1'H,<- 4
yIpaBICHUS] OPTaHU3aIHCH.
HUTOTO 16 16 8
4.3. IIpakTHyeckue 3aHATUSA
O0BeM B akaj. yacax dopmu
OoYHas OuHo- 3aouHas pyembie
Pa3znen nucuuminHbL, TEMbI
. dopma 3a04Has dbopma KOMIIETEHI]
MPAKTUYECKHUX 3aHATUN U HX
coepKaHe oOydenust | ¢opma | oOydeHus uu
o0y4eHun
s
[.CucTeMa opraHu3aiuoHHO-




PaCIOpSIAUTEIbHON TOKYMEHTAINU

1.1. CymHOCTh 1 OCHOBHBIE TTOHATHS IK-1,ITK-

COBPEMEHHOTO JIEJIONPOU3BO/ICTBA. 2,IIK-4

YHuudunupoBanHas cuctemMa 2 2 -

OpraHU3allMOHHO-PACIOPSAUTEILHON

JIOKYMEHTALUU.

1.2. TIpaBuna ohopMIeHUS] OCHOBHBIX ITK-1,ITK-

BHUJIOB OPraHU3aLHOHHO- 2 2 - 2,ITIK-4

pacnopsiAMTEIbHBIX TIOKYMEHTOB

II.Opranuzanus paboThl C JOKYMEHTMH

1.3. KagpoBoe nenonpon3BoACcTBO 10 4 4 T1K-1,TTK-
2,11K-4

1.4. OprannszanuoHHas u 4 ) ) IMK-1,I1K-

pacropsanuTeabHas JOKYMEHTAIMS 2,I1IK-4

1.5. CrpaBo4yHO-MH(OPMAIIOHHAS

NOKyMeHTanus. JIOKyMEeHTUpOBaHHE 10 2 4 MK-1,ITK-

JEeATEIbHOCTU KOJIJIETUAIBHBIX 2,IIK-4

OpraHoB.

[IT.Opranu3zanus 1e10nponu3BOJACTBA Ha

MpEeanpusITHH. ApXHUBHOE XpaHEHHE

JIOKYMEHTOB

1.6. Opranuzanusi IeJIONPOU3BOICTBA ) ) i IK-1,I1K-

Ha NPEAIPUITHH. 2,I1IK-4

1.7.  Cunyx06a JAOKYMEHTAI[MOHHOTO K1 TIK.

o0OecrieueHNs yNIpaBIEHUS B CHCTEME 2 2 - > TIK.4

YIPABJIECHUS] OpPraHUu3aluen. ’

HUTOrO 32 16 8

4.4. JlabopaTopHbie padoThI He MPeXyCMOTPEHBI

4.5. CamocrositesibHasi padoTa 00y4aroumuxcst

O0BEM aK.4yacoB

OYHO- 3a049Hast
. YHasI
Paznen nuctuminHel Bun camocrositensHON paboThI (; a 3204HAS dbopma
opma
P dopma o0yueH
00yJeHUs
oOydeHus us
[IpopaboTka yueOHOro Marepuaa
M0 TUCTIUILTHHE (KOHCTICKTOB 5 5 2
JeKIHH, Y4eOHHKOB, MaTEPUAIOB
CETEBBIX PECYPCOB)
1. Cucrema
[TonroToBka K MpakTHYECKUM
OpraHu3alOHHO-
. 3aHATHUAM, KOJUIOKBHYMaM, 3aIlUTe 5 5 8
pacmopsiIuTEIbHON
pedepara
JOKyMEHTAIUN
BeImonHeHe nHANBUAYTbHBIX 5 5 g
3a/IaHUM
[MoxroroBka k ciade MOIyIst
(BBIMOJIHEHUE TPEHUPOBOUHBIX 5 5 8
TECTOB)
2. Opranu3zauus pabotsl ¢ | [IpopaboTka yueOHOro MmaTepuana 5 5 7

JIOKyMEHTaMHU

0 TUCIUTUINHE (KOHCTICKTOB




JeKIui, yaeOHMKOB, MaTEPHUAJIOB
CETEBBIX PECYPCOB)

[ToaroroBka K MpakKTU4YECKUM
3aHATHAM, KOJUIOKBUYMaM, 3aIATE 5 5 7

pedepara

BBIHOJIHCHI/Ie I/IHI[I/IBI/II[yaJIBHBIX
3aJaHuN

IToaroroBka k cnaue Momyst
(BBINOJIHEHNE TPEHUPOBOYHBIX 5 5 7
TECTOB)

[TpopaboTka yue6HOTO MaTepuaa
0 TUCLUIUTNHE (KOHCIIEKTOB
JeKuui, yaeOHUKOB, MaTepHaIoB
3. Opranuzauus CETEBBIX PECYPCOB)

JIEIIOTIPOM3BOJICTBA HA IToaroroBka K MpakTUYECKUM
NPEaNPUATHH. 3aHATHUSAM, KOJUIOKBUYMaM, 3alllUTe 5 5 7
ApXHUBHOE XpaHEHUE pedepara

,I[OKYMGHTOB BI:IHOJIHCHI/IG I/IHI[I/IBI/I,[[yaJILHBIX
3alaHui

HOJTrOTOBKA K CJlaue MOYJIs
(BBINOJIHEHUE TPEHUPOBOYHBIX 5 5 7
TECTOB)

Kontpoib - - 4

Hroro 60 76 88

[Tepeyenr y4eOHO-METONUYECKOTO OOECIEUEHUsT [JIi CaMOCTOSITEIBbHOM pabOThI 1O
TUCTIUTLTAHE:
1. [TorioBa, B.b. MeToauyeckue peKOMEH 1Al MO BBIMOJHEHUIO CAMOCTOATEIIbHOM
paboTel oOyuatomuxcs (pedeparoB, dcce, IOKIATOB W Jp.) Uil HANpPABIECHUN MOATOTOBKH
MHCTUTYTa SKOHOMUKH U ynpasieHus. Muuypunck ,2024 r.

4.6. Boino/iHeHHEe KOHTPOJIBLHOM PadoThl 00y4a0IIMMUCH
3204HOM (POPMBI 00yUeHHSI
KoHTponbHast pabGota mo guciuiuinHe «JlOKyMEHTHpOBaHWE  yIPaBJICHUYCCKOU
nesitenbHOCTHY Hampasienuss 38.03.02 MeHeKMEHT — 3aKkiII04YaeTcsl B HATMCAHUU padOTHI €
LIENBIO:

. 3aKperuieHus, yriryOneHus: 1 00001eHNs 3HAaHUN TI0  JIEJIOTPOU3BO/ICTBY;

. 3aKperyieHUs] HaBBIKOB pa0OThl C HAYYHOW JHUTEpaTypod M 3JIEKTPOHHBIMU
HCTOYHHUKaMH,

. JNEMOHCTpAllMM HAaBBIKOB HCMOJb30BAHUS COBPEMEHHBIX HH(POPMAIIMOHHBIX
TEXHOJIOTHI B JEIONPOU3BOJICTBE;

. ¢bopMUpOBaHHMS ~ HABHIKOB  BEIEHHUS  OPraHU3alMOHHO-PACIOPAIUTEIBHON

JIOKyMEHTAIMU B COBPEMEHHBIX YCIOBHSIX.

KoHnTponbHast paboTa BEITIOTHSAETCS 00yUYaIOIMUMCSI CaMOCTOSITEIIbHO, HOCUT TBOPYCCKUI
XapakTep, JIOJDKHA COJepXKaTh AaHATUTHUYECKH 0030p HAy4yHOW JHUTepaTyphl, BKIIOYas
myOJTMKAIUY TEKYIIETO T0/1a, CTAaThH B KypHAIAaX IO YTBEPXKICHHON TeMe UCCIICIOBAHMSL.

Meronuyeckue yKa3aHHs [0 BBIIIOJHEHUIO KOHTPOJIBHON paboThl MO JUCIUILIMHE
«JlokyMeHTHpOBaHHE YMPABICHUYCCKON NEATEIBHOCTHY I OOYydYarommxcs 3a09HON (hopmbl
oOyuenust Hanpasienus 38.03.02  MenemxkmeHnT cozaepxar 30 BapuaHTOB MO 2 BOIMpoca B




KaXJIOM BapHaHTe.
4.7. Coaep:kaHue pa3iejoB JUCHUIIMHBI (MOLYJIA)
Pazgen I. Cucrema opraHu3aniuOHHO-PACIOPSAANTEILHON JOKYMEeHTAIlUN

Tema 1.1. CyniHOoCTh M OCHOBHBIE IIOHATHSI ~ COBPEMEHHOIO JEJIONPOM3BOICTBA.
YHubunupoBaHHas CUCTEMa OpraHU3aIMOHHO-PACTIOPSIUTEILHON TOKYMEHTAIIUN

Jlenonpon3BoACcTBO Kak (yHKUMSA yhpaBieHus. YHUUKAUUMS U CTaHJapTU3ALUA
nokymeHToB. Knaccudukamus mokymeHToB. HOpMaTHBHO-METOAMYECKHE OKYMEHTHI TIO
JOKYMEHTHUPOBAHUIO YNPABICHUECKON NEATEIbHOCTH U OpPraHu3alud padoThl C TIOKyMEHTAMHU.
Hcropudeckue acieKkTsl pa3BUTHs IEJI0NPOU3BOACTBA B Poccuu.

CraHoBiieHHe yHU(PHUIIMPOBAHHOW CHCTEMBl OPTaHU3AMOHHO-PACIIOPSAUTEIBHON
nokymeHntanuu B Poccun. Ilonsatue pekBusuta pokymeHTa. OdopmieHHEe OTAETbHBIX
pekBu3uTOB NO0KyMEHTOB B cooTBercTBUU ¢ 'OCT P 7.0.97-2016 «Cucrema cTaHmapToB IO
uHpopMaIuy, OMOIMOTEUHOMY U H3AAaTeIbCKOMY Aeny. OpraHu3alMOHHO-PACTIOPSAUTEbHAS
nokymeHTanus. TpeboBanust K 0pOPMIICHUIO TOKYMEHTOBY.

Tema 1.2. IIpaBuna opopmiieHHs OCHOBHBIX BUJIOB OpPraHU3alMOHHO-PACIIOPSIUTEIbHBIX
JIOKyMEHTOB

OcHoBHBIE  TpeOOBaHHS, TIPEABSBISIEMbIE K  COCTABJICHHIO  YIIPABICHUYECKOM
nokymeHrtauu. @opmatsel nucta. Pasmepsr noneit. Hymeparust crpanui. bianku opranuzanuu:
OJlaHK TTMChbMa, OJIaHK BUJIA TIOKYMEHTa, OJIaHK JOJDKHOCTHOTO Jiuia. OCOOEHHOCTH COCTABICHUS
OTJIENbHBIX BHUIOB JIOKYMEHTOB. lcmonp3oBaHWe OTTHUCKAa TMedaTd TMpu  oQopMIICHUH
JTOKYMEHTOB. [IpuMeHeHHe WH(POPMAIIMOHHBIX TEXHOJIOTHA TPH IOATOTOBKE JIOKYMEHTOB.
JlokyMeHTHpOBaHUE Mpoliecca YIpaBieHus puckamu. TpeOdoBaHus K 00eCTIeueHUI0 COXpaHeHuUs
KOMMEPYECKOW TANHBI.

Pazpnen I1. Opranusanus padoTsl ¢ JOKyMEHTAMU

Tema 1.3. KagpoBoe neaonpon3BoICTBO
CoctaB u Buabl JOKyMeHTOB. [lopsnok odopmieHus ¥ HOpMAaTHUBHBIE TpeOOBaHMSA K
KaJIpoBOM NokyMeHTauuu. [Ipmnanue nOKymMeHTaMm HOpUAMYECKON cwibl. J[OKyMEHTHpOBaHHE
OpoLeaypsl IpHUeMa, NMepeBoa, YBOJIbHEHUS paOOTHUKOB. ABToOHOrpadus. XapakTepUCTHKA.
JInuHbIA TUCTOK N0 y4eTy KaapoB. Pestome. JInunoe aeno. TpyaoBas KHHKKA.

JloKyMeHTHpOBaHHE TPEAOCTABICHHUS OTIYCKOB, HampaBieHus paOOTHHUKAa B
KOMaHAUPOBKY, ohopMieHHE MNOOoIIpeHnit u B3bickaHuil. [IpumeHeHHe HHPOPMAIIMOHHBIX
TEXHOJIOTUM.

JIoKyMEHTallMOHHbIN aHaIu3 (PUHAHCOBO-XO3SHCTBEHHOW JAEATEIbHOCTU U yHIpPaBICHHUE
pUCKaMU B COOTBETCTBUM C HOPMaMM KOPIOPaTUBHOW KyJbTYpbl. AHaIM3UpOBaTh U
kiaccuuimpoBath Oosbioi o0beM nHPopManuu. TpeboBanusi K 00€CTICUCHUIO COXPaHEHUS
KOMMEPYECKOUN TalHBI.

Tema 1.4. OpranuzannoHHas 1 pacopsiAuTeIbHas 10KyMEHTALNS

OpraHuzallioOHHbIE JOKYMEHTBl (YCTaB, YYpPEIUTENbHBIM JOTOBOp, IOJIOKEHHE O
NPEANPUATHH, IIOJIOKEHUE O CTPYKTYPHOM IIOAPa3[EICHUH, IOJDKHOCTHAs WHCTPYKLUS,
permamMeHT, IITaTHOE pacnucanue U JAp.). PacnopsiaurenbHble  JTOKyMEHTHI  (TpUKas,
pacropsbkeHue,  yKa3aHue,  pelleHHe, yKa3, IIOCTaHOBJICHUE). Hcnons3oBanue
MH(QOPMALMOHHBIX TEXHOJIOTHH TpU  pa3paboTKe M MPOSKTHPOBAHWW OPTAHW3ALMOHHBIX W
pPacroOpsIUTEIbHBIX JOKYMEHTOB.

Ananmu3  ympaBieH4YecKod ~ wWH(GOpManmMM MpH  MOATOTOBKE W YTBEPKICHHUU
OpPraHU3alMOHHON M PAaCHOPSAUTENILHOW TOKYMEHTAllMU. AHAIU3UPOBATE U KIACCU(PUIIMPOBATH


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

Oonpmiolt o0bem uHpopManuu. TpeOGoBaHUST K OOECHEUCHHUIO COXPAHEHHS KOMMEPUECKOH
TaHBI.

Tewma 1.5. CipaBouHO-nH(pOpMaNIMOHHAs JOKyMeHTaIus. JlenoBoe mucrMo.
JIoKyMEHTUPOBaHHE IESATEIbHOCTU KOJUIETHATIbHBIX OPTraHOB

JlenoBoe muchmo. PexBu3uTHI AenoBoro muchma. Knaccuduxaius ETOBBIX IMHCEM:
POCKOBI, TapaHTUITHBIC, COMPOBOAUTENbHBIE, UHOPMAIIMOHHBIE, ITUPKYIISIPHBIC, HATTOMUHAHUS,
MOATBEPK/ICHUS, MPUTJalleHus, 3anpockl U oTBeThl. Kiaccuduxaiuss KOMMEpUecKUx MUCEM:
3ampoc M OTBET, odepra W OTBET, pekinamanus (mpeTeHsus) U oreer. [IpaBuna odopmieHus
nenoBoro nucekMa. CTpyKTypa, cTaHgapTHble ¢pa3bl U BbelpakeHus. Kiuie B nenoBoit
nepenucke. TpeOoBaHUS K SI3IKY M CTWIIO U3JIOXKEHUs. BeneHue mepenucku BHYTPU
OpraHu3allui: CIIPaBKH, JOKJIAJHbIE U OOBSCHUTENbHBIE 3alMCKH, aKThl, IMPOTOKOJIBL. OJTHKET
JIETIOBOTO MUCHhMA.

Hcnonp3oBanne HHPOpMALIMOHHBIX TEXHOJIIOTHIA TIPH COCTaBJICHUH, PETUCTPALIUK U OTIPaBKe
JIETIOBBIX ITUCEM.

[TonroroButenbHas paboTa K MPOBEAEHUIO COOpaHUNW M JOPYrHMX HPOTOKOJIBHBIX
MEPONpPHUITHI B OPraHU3AIMH: COCTABICHUE SIBOYHOTO JIMCTA, BHIPAOOTKA MOBECTKH [HS,
COCTaBJIEHUE MPOrpaMMbl IPEeObIBaHMSI JIeeraluil, IJaHUPOBAHUE U KYJIbTYPHBIX MEPONPUATHUH,
nonapku. CocraBieHue MpoTokoia. Beimucka u3 mpotokona. [lpumenenne uHPOpMAIIMOHHBIX
TEXHOJIOTHIA.

AHanu3 ympaBiieHYecKOo WHGOpMAIlMU MPH MOATOTOBKE M YTBEPKACHUU CIPABOYHO-
MH(GOPMALIMOHHON JOKyMeHTaluu. JlOKyMEeHTUpOBaHUE IpoLecca YIPaBJICHUS PUCKaMH MpU
paboTe ¢ ympaBJIeHUYECKMMH JOKYMEHTaMHU. AHaIU3UpOBaTh U KiIacCU(PUIMPOBATH OOIBIION
o6beM nndopmanuu. TpedoBanus K 00€CIIEUCHUIO COXPAHEHUSI KOMMEPYECKON TalHBI.

Pazpes III. Oprannsanus 1eJIONpOU3BOACTBA HA MPEANPUATHH.
ApXuBHOe XpaHeHHe J0OKYMEHTOB

Tema 1.6. Opranu3zanus AeI0NPOU3BOICTBA HA PEAIPUITUN

[Ipuem u mnepBuuHas oOpabOTKAa BXOJAIIMX JOKYMEHTOB. Perucrtpamust ITOKYMEHTOB.
Peructpanmonnsie gopmbl U ux 3anoigHeHue. OOpaboTKa HCXOAAMIMX JTOKyMEHTOB. Cpoku
UCTIOJIHEHUS TOKYMeHTOB. KybTypa paboThl ¢ TOKyMEHTaMH Ha paboyux MecTax.

[Tonsitue moxymenTooOopora. OcCHOBHBIE JTambl JOKyMeHTooOopoTa. Ilpuem wu
nepBuYHas o0pabOTKa BXOASIIMX JAOKYMEHTOB. Perucrpanusi 10KyMeHTOB. PeructpanuoHHbIe
dbopmbl U ux 3anonHeHue. OOpaboTka UCXOAAMUX JOKYMEHTOB.  CpOKH HCIOTHEHUS
JIOKYMEHTOB.

OcHoBHbIE TpeOOBaHMS K CpEICTBAM M CHCTEMaM »3JIEKTPOHHOTO JIOKyMEHTOOOOpoTa.
3aKOHOAATEIBbHOE U HOPMAaTUBHO-METOINYECKOE PETYIMPOBAHUE HCIIONIB30BAHMSI dJIEKTPOHHBIX
JOKYMEHTOB M 3JEKTPOHHO-IM(pOoBOil moanmucu. (OCOOSHHOCTH COCTaBJICHHUS AIIEKTPOHHBIX
JOKYMEHTOB. ABTOMaTH3allUsl KOHTPOJIS HaJ XOIOM MCIIOJIHEHUs JOKYMEHTOB. Vcrosb3oBanue
U nnpuMeHenne HTepHeT-pecypcoB.

CoBpeMeHHbIE CHCTEMbl AaBTOMATH3alMM JIEJIONPOM3BOJACTBA M JTIOKYMEHTOOOOpOTa!
EB®PAT-/lokymenToobopoT. MH(popMalmoHHO-cripaBouHble crcTeMbl: KoHCynbpTanT, ['apaHT.
Kpurepuu Bb100Opa aBTOMaTU3UPOBAHHBIX CUCTEM.

HopmatuBHO-MeTOIMUECKast JOKYMEHTAIHS 10 apXUBHOMY JieTy. 3akoH «O0 apXUBHOM
nene B Poccuiickoit denepanuny». Homenknatypa iei v nopsiiok padboTsl ¢ Heil. opMupoBaHue
nen. Xpanenue aen. [Ipumenenue nHpopMaloOHHBIX TEXHOJIOTUH.

JIOKyMEHTUpOBaHUE  @IpoLecca  YNpaBICHWs  pUCKAaMH  IIPM  OpraHU3ALMH
JICJIONPOU3BOJCTBA HA MPEANPUATUH. AHAIU3 yNPaBICHUYECKONW IOKYMEHTAlMH BXOZSIIEH U
UCXOJAIIeH JOKyMEHTauuu. AHalIM3upoBaTh U KiaccuduuupoBaTh Oo0bIION  00beM
uHpopMmanuu. TpeboBaHus K 00€CIIEUEHUIO COXPAHEHUSI KOMMEPUYECKOM TaliHBI.

Tema 1.7. Cnyx06a 1OKyMEHTalMOHHOT'O 00€CIIeYeHHsl YIIPABJIEHUS B CUCTEME yIPaBICHUS



IpeanpusTHEM

Posnp m MecTo cityxObl TOKYMEHTAllMOHHOTO OOECIEeYeHHUsl YIpPaBJICHHUS B CUCTEME
yhnpaBlIeHUs] oOpraHuzanueil. BzaumopeiicTBue ciyxObl JEJIONPOU3BOACTBA C  JAPYTHUMH
CTPYKTYPHBIMH TOJpa3iefieHusi opraHu3anuu. J{oKHOCTHON cTaTyc M (QYHKIUHU CHEIHaINCTa
CIIy’)KOBl  TOKYMEHTALMOHHOTO O0ECIeUYeHHUsI YNpaBIEHUYECKON JAEATeNbHOCTH B CTPYKType
opranusanuu. Opranuzanus padbodero Mecra.

JIOKyMeHTUpOBaHHE  Mpolecca  YIOpaBIeHUSs  PUCKAaMU  TpU  OpraHU3aluu
JIEJIONPOU3BOJCTBA HA TMPEANPUATHH. AHAIU3 yNpPaBICHUYECKONW IJOKYMEHTAIMH BXOMSIIEH U
UCXOIAIIeH JOKyMEHTauuu. AHaIM3upoBaTh U  KiaccuduuupoBaTh Oo0NbIION  00beM
uHpopMmaimu. TpeOoBaHUS K 00ECIIEUEHUIO COXPAaHEHHS] KOMMEPUYECKON TalHbI.

5. O0pa3oBaTre/ibHbIE TEXHOJIOTHHU

[Ipn wu3ydenuu aucuuIUIMHBL (Moayns) «J/lokyMeHTHpOBaHME YIIpaBIEHUYECKOM
NESTEIbHOCTH» UCIONB3YEeTCsl MHHOBAIMOHHAST O0pa3oBaTelbHAas TEXHOJOTHS Ha OCHOBE
UHTETpallil  KOMIIETEHTHOCTHOTO ¥ JIMYHOCTHO-OPHEHTHPOBAHHOTO —TIOJIXOI0B C  3JIEMEHTaMH
TPAIUIIMOHHOTO JIEKIIMOHHO- CEMHHAPCKOTO U  KBa3uIMpo(deccHoHAIbHOTO OOydYeHus ¢
UCIIOJIb30BaHNEM MHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATHI, HCCIEA0BATEIbCKON MPOESKTHON
JESITENIbHOCTH Y MYJbTUMEIUUHBIX YUSOHBIX MaTEPHAJIOB.

Bup ydeOHBIX 3aHATHIA dopMa OpoBeICHUS

Jlexuum WHTEpaKTHBHAs  (opMa  -MPE3SHTAIMH  C
HCIIOJIb30BAHUEM  MYJIbTUMEIUUHBIX CPEICTB
C TOCJIEIyIOMMM OOCYXJICHHEM MaTephaioB
(JIeKLIMST —BU3YyaJIM3aLIHS)

[IpakTuueckue 3aHATUS WHTEpPaKTUBHAs dbopma— penieHue
KOHKpPETHBIX  3a/Jay -CUTyauuid (perieHue
KECOB) IO YCIOBHBIM H  (PaKTHICCKUM
JaHHBIM, UMUTHUPYIOIUX TpodeCcCHOHATBHYIO
JESATEIILHOCTh M HAIIPABJICHHBIX Ha BBIPAOOTKY,
OLICHKY M BBIOOp TIpynmnoid oOyyaroumxcs
QITOPUTMOB  TI0 TPOOJIEMHBIM  CHUTYaIHSIM
XO3SICTBYIOIINX CYOBEKTOB Ha MUKPO-, ME30-
Y MaKpOypOBHE

CamocrosTenbHas paboTa 00yJamuxcss | coOueTaHWe TpaJulMOHHOH (Gopmbl (paboTa ¢
y4eOHOM W CIpaBOYHOM  JHUTEpaTypou,
U3yYeHHEe MaTepualoB HHTEPHET-PECYPCOB,
MOJrOTOBKA K NPAKTUYECKUM 3aHATUSIM U
TECTUPOBAHUIO) M HMHTEPAKTUBHOM (POPMBI
(BBIIOJTHEHNE WHAWBUAYAIBHBIX U TPYIIOBBIX
UCCIIEIOBATENILCKUX ITPOEKTOB)

6. OueHo4YHbIE CpeaCTBA AUCHUILIUHBI (MOIYJIs1)

OCHOBHBIMU BUJAMH JTUCIIMIDTHHAPHBIX OIICHOYHBIX CPEICTB NMPH (HYHKIMOHHUPOBAHUHU
MOJYJIbHO-PEHTHHIOBOM CHCTEMBI OOYYEHHUs SBISIOTCS: HA CTaJuU PYyOEKHOro peiTHHra,
dbopmMHupyeMoro 1o pe3yjabTaraM MOJIYJHHOIO KOMIBIOTEPHOTO TECTHPOBAHUS — TECTOBBIC
3aJjaHMs; Ha CTAJUH TOOLIPUTEIBHOTO PeUTHHTa, (POPMHUPYEMOTO O pe3ysIbTaTaM HaIllUCaHUS U
3amMThl  pedepaToB MO aKTyaldbHOW NpoOIeMaTHKe, OIEHKH OTBETOB OOy4Yarolerocs Ha
KOJUTOKBUYyMAaX, PEIICHUs 3a/lad TMOBBIIICHHON CIOXHOCTH — pedeparsl, KOJJIOKBUYM H 3a7add
TIOBBIIIEHHON CJIOXHOCTH, Ha CTaJuH TPOMEKYTOYHOTO pEHUTHHIa, OIPEIeNIIeMOro II0
pe3yibTaTaM CJadyd 3adeTa — TEOPETUYECKHE BOIPOCHI, KOHTPOIUPYIOUIHE TEOPETHUECKOE




colaepkaHue y4eOHOro Mmarepuana, W  TPAKTUKO - OPHEHTHUPOBAHHbIC  3aJaHMA,
KOHTPOJMPYIOIIME TMPAKTUYECKHE HaBBIKM M3 Pa3IMYHBIX BUJOB MNPOECCHOHATBHON
nesrenbHocTH o0ydvaromerocst mo OIIOII nanHoro HampasieHus, GopMUPYEMbIE IPH U3YyUEHUH

JUCHUIIINHBI «JOKyMEHTUPOBAHUE YIIPABICHUYECKOMN AESITEIBHOCTIY.
6.1. ITaciopT poHIa OLIEHOYHBIX CPEACTB MO IUCHMUILINHE
«JloKyMeHTHpOBaHUE YIIPABJIEHYECKOI eI TeJIbHOCTI)

O1neHOYHOE CPEACTBO

Kon
Ne KonTtponupyembie TeMbl KOHTPOHpY
n/m eMoH KOJI-
JUCITUTLINHBI HaMMCHOBAaHHE
KOMITCTCHITH BO
u
CyIIHOCTh U OCHOBHBIE TecroBble 3a7aHUs 20
MOHSITUSI COBPEMEHHOTO Tewmsl pedepaTon 7
! JIETIONTPOU3BOICTBA. ITK-1.1K- Bomnpocs! 1151 3auera 3
YHubumpoBaHHas cucrema 2.T1K-4
OpTraHU3aIMOHHO-
pacnopsaAuTeIbHON
JIOKYMEHTAIUU
[TpaBuna opopmieHus TecToBbIe 3agaHUs 75
5 OCHOBHBIX BHJIOB K- 1.TK.. Tewmsl peepaTon 4
OpTraHU3aIMOHHO- 2,HI’<- 4 Bompocsr qist 3aueTa 3
pactopsIUTEIIbHBIX
JIOKYMEHTOB
TecToBbIC 3aMaHUs
3 KazpoBoe 1e10mnpon3BoACTBO HfHIKHf TeMbr pe(bepgTOB 130
T Bompocs! st 3a4er 3
Opranusanonnas n TecToBbIe 3aMaHUs 10
4 pacnopsauTeabHas H?i'}l’(HAIf Tems! pedepatos 4
AOKyMCHTALMA Y Bomnpocs! mis 3auera 4
CnpaBoyHO-UH(POPMAITMOHHAS TectoBbie 3a7aHUs 15
nokymeHnTanus. Jlenosoe Tewmbl pedepaton 6
5 UCHbMO. JJOKyMEHTHpOBaHHUE HK-LIIK- | Bomnpock! ais 3aueTa 4
JIEATEILHOCTH KOJUICTHATBHBIX 2,IIK-4
OpraHoB
Opranusanus TecToBble 3aMaHus 10
6 JIEJIONIPOU3BOJICTBA HA [IK-1,I[IK- | Temsr pedeparon 5
TIpePUSITHH 2,IIK-4 Bompocsr g1 3aueta 4
Cny>x0a TOKyMEHTalMOHHOTO TecToBbIE 3aMaHNS 10
7 o0ecTieYeHHs yIIpaBIICHUS B TTK-1.TTK- Tems! pedepaToB 6
CHUCTEME YIPaBIICHUS 2.1TK-4 Bomnpocsr qist 3auet 3

OpraHu3anuen

2. [lepevyeHn BOMPOCOB /IS 3a4eTa

1. Tlonstue nemonpousBoacta. (ITK-1,ITK-2,ITK-4)




2. Ponmp JOKyMEHTa B pa3iIMUYHBIX OOJACTAX JEATEIBbHOCTH O0IIecTBa (MpUBECTH
npumepsl) (I1K-1,11K-2,11K-4)

3. HUcropus passutus aenonpousBojactsa B Poccun. (IIK-1,11K-2,11K-4)

4. CymHocTh yHU(UKauu U crangaptuzanuu gokymenTtos. (ITK-1,I1TK-2,ITK-4)

5. OmpeneneHue TrocyAapCTBEHHOW CHCTEMBl JIOKYMEHTAIlMOHHOTO obOecreueHust
ynpasnenus. (I1K-1,I1TK-2,I1K-4)

6. ®ynxkuuu poxymentos. (ITK-1,ITK-2,ITK-4)

7. 3nauenue knaccuduxanuu ynpasiaeHueckon qokymenrtanuu. (I1K-1,I1TK-2,T1TK-4)

8. HopMaTuBHO-IIpaBOBBIE  [JOKYMEHTBI, PpEIVIAMEHTUPYIOLIUE  JAEJIONPOU3BOICTBO
(TTK-1,ITK-2,ITK-4)

9. TpeboBanus k 6iankam ¢ nzodpaxkenueM I'ocynapcrsennoro rep6a P®. (ITK-1,ITK-
2,I1K-4)

10. Cuctema goKyMeHTOB 110 TuuHoMy coctaBy.  (ITK-1,ITK-2,ITK-4)

11. ®yHKIUY ¥ BUJIbI OPraHU3aLMOHHBIX U pacrnopsauTenbHbIX JokymeHToB. ( IT K -
1,I1K-2,ITK-4)

12. Bunpl cipaBouHo-uH(popmanronHoi nokymentanuu. (I1K-1,I11K-2,T11K-4)

13. MepomnpusiTiss MO MOATOTOBKE K COOpaHHIO, COBEIIAHUE U JTOKYMEHTHPOBAHHE
JesITeNIbHOCTH KoJuternanbHbix opranos. (I1K-1,ITK-2,1TK-4)

14. Jloxnanusle (cayxeOHble) 3anucki. COCTaB peKBU3UTOB, OCOOEHHOCTH COCTABIICHMUS.
(ITK-1,ITK-2,ITK-4)

15. Ycras, Ilonoxxenue o0 opranuszauuu, [lonoxkeHne o CTpyKTypHOM MOApa3/eICHHH.
(ITK-1,ITK-2,ITK-4)

16. HoxymenToo60pot. dddexruBnblii nokymenroodbopot.(I1K-1,ITK-2,ITK-4)

17. 3agaun 1 PyHKIUHU CITYKOBI TOKYMEHTAIIMOHHOTO O0ECIIEYEHUsI B OpTraHU3aIiH.
(ITK-1,ITK-2,ITK-4)

18. Opranuzanus pabodero MecTa CrelnuaInucTa Ciy O0bl JOKYMEHTAllHOHHOTO
obecneuenus ynpasinenuss  (I1IK-1,I1K-2,I1K-4)

19. ®yukiun apxuBHoro xpanenus gokymenTos. (I1K-1,I1T1K-2,ITK-4)

20. TpeboBaHusT K 00ECHEUEHUIO COXPAHEHUS KOMMEpPYECKOH TalHBbl MpH yHpaBICHUU
kagpamu. (ITK-1,11K-2,ITK-4)

21. TpeboBaHUs K OOECIIEYEHHUIO COXPAHEHUS] KOMMEpUYECKOW TailHbI mpu odopmieHnn
cnpaBoyHO-uHpopManmonHoi nokymentauuu. (I1K-1,I1TK-2,T1TK-4)

22. AHanu3  OpraHM3alMOHHO-PACIOPSIUTEIbLHON BXOMSMIEH M ucxonsmen
nokymenTtanuu. (ITK-1,ITK-2,11K-4)

23.  JlokyMEHTHpOBaHUE IIpollecca YIpPABJIEHUS PpUCKAMHU TpU  OpTraHU3alMU
nenonpousBozactsa Ha npennpustun. (I1K-1,I1TK-2,TTK-4)

24.JIoOKyMEHTUpPOBaHUE IIpollecca YIPABJICHUS B 4YPE3BBIYAMHBIX W  KPU3HCHBIX
CUTYaIUsIX Kak 4acTh mporecca yrpasieHus puckamu. (ITK-1,ITK-2,ITK-4)

25.JlokyMeHTUpoBaHue nporecca ynpasiaeHus puckamu. (I1K-1,I1TK-2,1TK-4)

6.3. [lIka1a oEHOYHBIX CPEACTB

[Tpu QyHKIMOHMPOBAHUN MOIYJIBHO-PEHTHHIOBOM CHCTEMBbl OOYUYEHHS 3HAHUS, YMEHUS
U HaBbIKH, IpuoOpeTacMble 00yUYaIOIIMMUCS B IPOIIECCE U3YUECHUS TUCIMILIMHBI, OLIEHUBAIOTCS
B peHTHHrOBbIX Oamnax. YdeOHas OUCHMIUIMHA HMMEET WTOroBbli pedtuHr — 100 Oamsos,
KOTOpPBIN CKiIanbiBaeTca u3 pyoexnoro (40 OamwioB), mpomexkyrounoro — (50 OammoB) u
noomiputenbHoro peirtunra (10 OGamnos). MToroBas oneHka 3HaHuUN 0OOydarolmuXcsl IO
JUCLUIUIMHE OINpENeNsieTcss Ha OCHOBAaHMU IIE€PEBOAA MTOTOBOIO PEUTHHIa B 5-TH OalIbHYIO
IIKaJly C YYETOM COOTBETCTBYIOIMX KPUTEpUEB OLIEHMBaHUSA. Bce KOMIUIEKThI OLEHOYHBIX
CpeAcCTB (KOHTPOJbHO-U3MEPUTENbHBIX MAaTepHajoB), HEOOXOMUMBIX JUIsI OLEHKH 3HAHHMH,



YMEHUH, HAaBBIKOB W (WMJIM) OIBITA JAEATEIBHOCTH, XapaKTEPU3YIOIIME ATarbl (POPMUPOBAHHS

KOMIIETEHIIM B TIpOILIECCe OCBOEHUS TUCHMIUIMHBI (MOAYJS) MOAPOOHO TPEACTABICHBI B

JNokyMeHTe «DOH/T OLICHOUYHBIX CPEACTB JUCIUILIUHBL (MOTYJISA)».

OneHouHbBIE
YpoBHM OCBOEHUSA K
R PUTEPUU OLICHUBAHUS cpencTaa
(koJ1-BO 0AJIIOB)
[IponBunyTHII — TOJIHOE 3HaHHME Y4eOHOro marepuana TECTOBBIE
(75 -100 6ammoB) W3 pa3HbIX TEM IUCHUIUIMHBI (MOIYJs) C 3a/TaHus
«3aYTEHOY pPacKpbITHEM  CYIIHOCTH H  00JIacTH (30-40 6annoB);
MIPUMEHEHHUS JOKYMEHTUPOBaHUS pedepar
YIIPaBJICHYECKOM IS TEIBHOCTH; (KOJITOKBHYM)
—yMEHHUE SCHO, JIOTUYHO W TPaMOTHO (7-10 6amnoB);
u3narathb M3YYECHHbIN MaTepuai, | BOMPOCHI K 3aYeTy
MIPOU3BOUTH COOCTBEHHBIC (38-50 6anmoB)
pa3MBbIIIICHUS, Je1aTh YMO3AKIIOUEHUs U
BBIBOJIBI C J00aBJICHHEM KOMMEHTapHeEB,
MOSICHEHUH, OOOCHOBAaHHM, KPUTHYCCKU
OLICHMBATh  IMpeJajaraéMble  BapUaHTHI
pelieHui npu JIOKYMEHTHUPOBAaHUU
YIPaBIEHYECKOU NEeSTEIIbHOCTH;
—TpaMOTHOE odopmiieHne
JTOKYMEHTUPOBaHUS yIpaBieHYEeCKON
NeSITeIbHOCTH TIPU YIIPABICHUU PUCKAMHU
B TPOU3BOACTBEHHON  JEATEIBHOCTH,
BJIa/ICHUE COBPEMEHHBIMU TEXHUYECKHUMHU
cpeacTBaMu U nHGOPMaIIMOHHBIMU
TEXHOJIOTUSIMU npu MOJITOTOBKE
JOKYMEHTOB..
bazoBbiit —3HaHHWE OCHOBHBIX TEOPETHYECKUX U TECTOBBIE
(50 -74 6anna) — METOINYECKUX IOJIOKEHUN 1o 3aaHus
«3a4TECHO» U3yYCHHOMY Marepuaiy, TUIOBBIX (20-29 6annoB);
METOJIUK OOJIBIIMHCTBA BOIIPOCOB, pedepar
XapaKTepU3yIIINX  JIOKyMEHTHUPOBAaHHE (KOJITOKBHYM)
YIIPaBJICHYECKOM IESTEIIBHOCTH; (5-6 6amnoB);
—yMEeHUe coOuparb, | BOIPOCHI K 3a4ETy
CHUCTEMAaTHU3UPOBaTh, AHAIMW3UPOBATh U (25-37 6annoB)
UHTEPIPETUPOBATH MH(OPMALIMOHHBIN
MaTepuai U3 Pa3IMYHbIX UCTOUHUKOB JUIS
JTOKYMEHTUPOBaHUS yIpaBiIeHYECKON
NEeSITeIbHOCTH MIPH PUCKAX MPEATPUSATHUS;
—BJIa/ICHUE npueMaMu
JOKYMEHTUPOBaHUS yIpaBiIeHYECKON
NeSITeNIbHOCTH JJIs1 YIIPaBJICHUS PUCKaMH B
pon3BOJICTBeHHON nesrerbHocTH AIIK;
[Toporossiii —MOBEPXHOCTHOE  3HAHUE  CYIIHOCTHU TECTOBBIE
(35 - 49 6anmnoB) — JTIOKYMEHTUPOBAHUS YIIPaBJICHUYECKOM 3a7aHus
«3a4TEHO» JIEATEIIbHOCTH, JIOKYMEHTUPOBAHUS (14-19 6annos);
yrpabiieHus: puckamu B AIIK; pedepar
—yMeHHe OCYIIECTBIISATH MOUCK (KOJITOKBHYM)
nH(pOpMaIUK TO TIOJYYCHHOMY 3aJaHHIO, (3-4 6amna);

C60p W YacTUYHBLIA aHaIu3 JaHHBIX IIPpH

BOIIPOCHI K 3a4YCTy

JTIOKyMEHTUPOBAHUH KOHKPETHBIX (18-24 6anmnon)
CUTYaIlMOHHBIX 33]1a4;
—4aCTUYHOE BJIQJICHUC pueMaMu
JTOKYMEHTUPOBAHHS yIpaBJICHYCCKON
JESITeIIbHOCTH.
Hwuskuii (momoporoBbrit) —HE3HaHUE TEPMUHOJIOTHU TECTOBBIC
(KOMITETCHIIUS HE JMCHIUTUIAHBI (Momys); 3aJIaHHsI




chopMupoBaHa) NpUOIU3UTENBHOE  TPEACTaBICHHE O (0-13 6annoB);
(menee 35 6anioB) — npeaMeTe W METOAax  JIUCIUIUIMHBI pedepat

«HE 3a4TEHO» (Moaynsi); OTpPBIBOYHOE, 0€3 JTOTHYEeCKOU (KOJITOKBHYM)
MOCJIEA0BATEIbHOCTH U3JI0)KEHUE (0-2 6anna);
uHpopManuu, KOCBEHHBIM  00pa3oM | BOIIPOCHI K 3a4eTy
3aTparuBaoIle  HEKOTOpPBIE  ACIHEKTbI (0-17 6annoB)
MIPOrPaMMHOT0 MaTepUana;

— HEyMEHHUE cobupaTh,
CHCTEMaTH3HpOBaTh, AHAJIM3UPOBATH U
MHTEPIPETHPOBATH MPAKTUYECKUNA
MaTepual U3 PA3IUYHBIX HCTOYHUKOB
uHpopMaun JUIst WITIOCTpAIUU
TEOPETUYECKUX MOJIOKEHUM;
pa3pabaTbIBaTh MIPEUIOKEHUS u
MEpPONPUATHS o peanu3anuu
pa3paboTaHHBIX TPOEKTOB U MPOrPaMM;

—He BJIaJICHHE nprueMamMu
JTOKYMEHTUPOBAHHS yIpaBJIeHYECKOI
nestenbHOCcTU B AIIK;.

Ha »TomM ypoBHe oOyuaromuiics He
CMOCOOEH CaMOCTOSITENIbHO, 0€3 MOMOIIU
W3BHE, BOCIPOM3BOJUTH U TPHUMEHATh
MOJYYCHHYIO HH(POPMAIHUIO.

7. YueOHO-MeTOAUYeCKOe U HHPOPMAITMOHHOE 00ecrieueHune
AUCHUILIHHBI (MOIYJIs1)
7.1. YueOHas Jureparypa

1.Ky3nenos, 1. H. JlokymeHTamonHoe o0ecrieueHue yrnpasiaeHus. JJokyMeHToo00poT 1
JEJIONPOU3BOICTBO : YUCOHHK U MPAKTUKyM JUIsl ipukiiagHoro 6akanaBpuara / . H. Ky3nenos.
— 3-e u3A., mep. U JAOM. [DIEKTpOHHbIA pecypc] — DnekTpoH. naH — M. : M3narenbcTBO
FOpaiir, 2023. — 461 c. — (Cepus : bakanasp. [lpuxknaanoit kypc). — ISBN 978-5-534-04275-
7.Pexum nocrymna:

https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo- 3ari. ¢ skpana

2.  JIoKyMEHTHpOBaHHE YIIPABIECHYCCKON JEATEIbHOCTH: YyueOHOoe mocoome/A.A.
Paznopoxusiit. — MockBa 6 MTHOPA-M, 2023. — 304 c. — (Briciee oopazoBanue: bakanaspuar).

3/ JloKyMEHTHpOBaHHWE YIPABICHUYECKOW HeaTelbHOCTH: ydeOHoe mocobue/l0.A.
[Tanacenxko. — MockBa: PHOP, 2020.- 138 c¢. — (BO:bakamaBpuar). — DOI:
https://doi.org/10.12737/16686.

4/ T'pozoma, O. C. [lenompousBoACTBO : ydeOHOE MOCOOME Ui aKaaeMHYEeCKOTrO

OakamaBpuata / O. C. I'po3oBa. [DnekTpoHHBIH pecypc] — DOnekTpod. man — M. :
MzparensctBo IOpaiit, 2023. — 124 ¢. — (YuuBepcuretsl Poccun). — ISBN 978-5-534-04205-
4.https://www.biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956— 3arn. c¢
JKpaHa

S5.1IyBamoBa, H. H. Opranmszanus u TEXHOJOTHS TOKYMEHTAIIMOHHOTO oOOecreueHus
yIpaBieHus : y4eOHUK M MPAKTUKyM s akagemuuyeckoro Oakanaspuata / H. H. LllyBanoaa.
[DnexTponnblii pecypc] — DnekTpoH. aaH — M. : UznarensctBo IOpaiit, 2023. — 221 ¢c. —
(Cepust : bakanaBp. Akagemuueckuit kypc). — ISBN 978-5-9916-5843-0. Pexum pocryna:
https://biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-3arim. ¢ 3xpana



https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- Загл. с экрана2
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- Загл. с экрана2
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- Загл. с экрана2
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- Загл. с экрана2
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- Загл. с экрана2
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

1. I'OCT P 7.0.97-2016 «Cuctrema cranaapToB 10 HHPOpPMALUHU, OUOIHOTEUHOMY
U u3Aarenabckomy zAeny. OpraHuzallOHHO-PACIOPSIUTENbHAS JOKYMEHTanus. TpeOoBaHus K
0 OPMIICHHIO TOKYMEHTOB

2. ['OCT P 50922-2006. 3anura uadpopmaruu. OCHOBHbIE TEPMUHBI M OTIPECIICHHS

3. I'OCT 6.10.4-84. VYuuduuupoBaHHBIE CUCTEMbl JOKyMeHTauuu. llpumanue
IOPUAMYECKOIN CHIJIBI JOKYMEHTaM Ha MAIlIMHHOM HOCHUTEJE M MAaIIMHOTpaMMeE, CO3/1aBa€MbIM
CpeACTBaMU BBIYMCIUTEIHHON TeXHUKH. OCHOBHBIE TIOJIOKECHHUS

4. ['OCT 6.10.5-87. YHudumupoBaHHbIe CHCTEMbI JOKYMEHTAaMH. TpeOoBaHUS K
HOCTPOCHUIO (hopMyJIsipa-o0pasna
5. ['OCT 17914-72. O610XKH Je1 IIUTEIBHBIX CPOKOB XpaHeHUs. THIBI, pa3Mepsl

U TEXHUYECKHE TPeOOBaHUS

6. I'OCT P 34.10-2001. Huadopmanumonnas TexHojorusa. Kpunrorpadudeckas
3amuTa uHpopmanuu. [Iporeccs GopMUPOBaHUS U IPOBEPKH IEKTPOHHON HU(DPOBOM MOITUCH
(mpumenenue npekpaiieHo ¢ 01 suBaps 2013 1., B3amen BBenen ['OCT P 34.10-2012)

7.2. Pecypcbl HH(OPMALIMOHHO-TEJIEKOMMYHUKANNOHHOM ceTH « AHTEepHE)

1. HNndopmannonnas npaBosas cuctema «Koncynprant Ilmrocy.

2. Nudopmannonnas Cuctema «I'apanty.

3. AJMUHUCTPATUBHO-YIIPABIEHUYECKHI MOPTAI — «aup.ruy.

4. WNuTepuer-nopran «KoprnopaTuBHbIM MEHEKMEHT» — «cfin.ruy.

3. [Mopran ®unancoBoro meHemxepa — «FinancialManager.ruy.

6. Pexxum noctyna: http:// www.rbc.ru/ — PocbuznecKoncantunr.

7. Pexxum noctyna: http://www.devbusiness.ru/development/staff.htm.

8. Pexxum nmoctyma: http://www. personnels.chat.ru (caiit «OTaen kaapoBy.

9. Pexxum nmoctyma: http://www. businesstest.ru (cait «JlesoBbie TeCThD»).

10. Pexum noctyna: www.delpro.narod.ru - Jlenonpous3BoacTBO+.

11. Pexxum noctyma:www.termika.ru — DHIUKIONE AN 1€TOMPOU3BOJICTBRA.

12.  Pexum nocryna:www.directum.ru - SIeKTpOHHOE JI€I0NPOU3BOJICTBO U
KaHIEISPHST

13. Pexwum noctyna: http://archives.ru/methodics/instr-office-work.shtml -

Pocapxus

7.3.MeToauvecKkue YKa3aHUs M0 OCBOCHHUIO TN CIIMILIIMHBI

1. babkuna E.C. YuyeOHO-MeTOAMYECKUN KOMILIEKC TUCIUIUIMHBI «JlOKyMEHTHPOBaHHE
yIpaBJICHYECKON IesITeIbHOCTH» Ul oOywaromuxcs HampasieHus 38.02.02 MeHemKMeHT
HanpaBieHHOCTH Menemxment B AIIK, 2023 r.

7.4. UndopManoHHble U HM(PPOBbIEC TEXHOJOIMHU (IIPOrpaMMHOe
ob0ecneyeHnue, COBpeMeHHbIe NpodecCHOHAIbHBIC 0a3bI JAHHBIX U
HHGOPMALIMOHHBIE CIIPABOYHBIE CHCTEMbI)

VYyeOHas gucuumuinHa (MOJyJb) HPESyCMaTpUBaeT OCBOCHHE HHMOPMAIIMOHHBIX U
UPPOBBIX TeXHONOTUH. Peanu3zanyst undpoBbIX TEXHOJIOTHH B 00pa30BaTeIbHOM IPOCTPAHCTBE
ABJIIETCS OJHOM M3 BaKHEMIIUX 1eneil oOpa3oBaHMs, JarolIe BO3MOXHOCTh pa3BHUBATH
KOHKYPEHTOCIIOCOOHbIE KauecTBa OO0YyYaromuMXcsi Kak OyIylIIMX BbICOKOKBAIU(UIIMPOBAHHBIX
CIELUAJIACTOB.

[ludpoBble TEXHOIOIUH MPEAYCMATPUBAIOT Pa3BUTHE HAaBBIKOB 3()(PEKTHBHOrO peleHus
3aga4  HOpOoQECCHOHAIBHOIO, COLMAIBHOIO, JIMYHOCTHOIO XapakTepa ¢ HCIOJIb30BaHUEM
pa3IMYHbIX BUJOB KOMMYHHUKAIIMOHHBIX TeXHONOTUH. OcBoeHHe LU(POBBIX TEXHOJIOIMH B


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
http://www.delpro.narod.ru
http://www.termika.ru
http://www.directum.ru
http://archives.ru/methodics/instr-office-work.shtml

paMKax JaHHOW JUCHMIUIMHBI (MOJYJsl) OPHEHTUPOBAaHO Ha CIIOCOOHOCTh O€30MacHO H
HajuiexamuM o0pa3oM Moiy4aTb JOCTYH, YIpPaBlATh, HHTETPUpPOBaTh, OOMEHHBATHCA,
OLICHUBATh W cO3JaBaThb HH(POPMAIMIO C TIOMOIIbIO IHM(POBBIX YCTPOHCTB U CETEBBIX
TexHonoruil. dopMupoBanue HUQPPOBON KOMIIETEHTHOCTH MpeJroiaraeT padoTy C JaHHBIMU,
BJIaJICHUE UHCTPYMEHTAMMU JUJI1 KOMMYHUKALUH.

7.4.1 DJIeKTPOHHO-0MOJINOTEYHbIE CUCTEMBI M 0a3bI JAHHBIX

1. OO0 «3BC JIAHb» (https://e.lanbook.com/) (moroBop Ha oOKa3aHHE YCIyT OT
01.09.2025 Ne 6/u (CeteBast 2JIeKTpOHHAsI OMOIHOTEKA).

2. basza gaHHBIX 37eKTpOHHBIX HHPOpManuoHHbIX pecypcoB ®T'BHY ITHCXB (morosop
mo o0ecCleueHnu0 J0CTyna K 3JIEKTpOoHHBIM HHpopMmannoHHbM pecypcam PI'BHY ITHCXb
yepe3 TepmuHai yaaiennoro gocryna (TY ®T'BHY ITHCXB) ot 01.12.2025 Ne 04-YT/2025).

3. 000 «dnexrporHoe u3narTenbectBo FOPAWTY (https://urait.ru/) (1oroBop Ha okazaHue
yCIOyr IO NPEeAOCTaBICHHIO JOCTyma K oOpaszoBaTtensHoi miaardgopme OOO «DneKTpoHHOE
U37aTEILCTBO FOPAMT» ot 01.09.2025 Ne 7326).

4. DnextpoHHO-OMOMMoTeuyHast cuctema «Bepuanckuit»  (https://vernadsky-lib.ru)
(moroBop Ha 6€3BO3ME3THOE MCTIOb30BaHUE Tpou3BeaeHUM oT 26.03.2020 Ne 14/20/25).

5. baza nannbsix HOb «HanmnonansHas snexkrponnas oubnuorexay (https://rusneb.ru/)
(moroBop o monkmrouenun Kk HOb u npenocrasnennu gqoctyna Kk o0bekram HOb ot 02.09.2024
Ne 101/H2B/4712-m).

6. JloroBop O COTPYIHHMYECTBE IO OKa3aHHWIO OWOTUOTEUHO-UH(OPMAITMOHHBIX |
COLIMOKYJBTYPHBIX YCIYT TOJb30BATENIIM YHHBEPCUTETa W3 4YHCIAa HMHBAIUAOB MO 3PEHHUIO,
CITA0OBWIAIINX, WHBAIHMIOB JIPYTHX KaTeTOpUH C OTPaHHYEHHBIM JIOCTYIIOM K WH(pOpPMAINH,
JUI, UMEIOIIMX TPYAHOCTH ¢ ureHueM MockornedatHoro tekcra TOI'BYK «TamGoBckas
obnacTHas yHuBepcanbHas HayuyHas Oubnmoreka uM. A.C. [lymkunay Ounman «CnenuanbHas
oubmmorexka st crnensix uM. H.A. OctpoBckoro» (https://www.tambovlib.ru) (moroBop o
corpyaaudectse ot 10.10.2024 Ne 0001).

7.4.2. udpopmMannoHHbIE CIPABOYHbIE CUCTEMBI
1. CnpaBounas npaBoBas cucrema Koncynbrantlliitoc (10roBop mocTaBKy, afantaiud 1
COIpOBOXKACHUS FK3eMIuIsApoB cucteM Koncynprantllntoc ot 24.02.2026 Ne 12760 /13900/2C).
2. DnexTpoHHbIH nepuogndeckuii crpaBoyHUK «Cucrema ['APAHT» (moroBop Ha

ycayry 1o conpoBoxaeHuto oT 11.02.2026 Ne 194-01/2026).

7.4.3. CoBpemeHnHbIe npodeccuoHAIbHbIE 0a3bl TaHHBIX

1. ba3za nmaHHBIX HOPMATHUBHO-NIPABOBBIX aKTOB HH(OPMAIIMOHHO-00pA30BaTEIHHOMN
nporpammel «Pocmeron» (moroop ot 06.11.2025 Ne 505/2025)

2. baza nmannbix Hayunoil snektponHoi Ombmmorekn eLIBRARY.RU — poccuiickmii
UHGOPMAIMOHHO-aHAIMTUYECKUI TOopTall B O0JIacTH HAyKH, TEXHOJIOTUH, MEIUIMHBI U
oOpa3oBanus - https://elibrary.ru/

3. [TopTan oTKpeITHIX HaHHBIX Poccuiickoit ®enepanuu - https://data.gov.ru/

4. OrtxkpoiTele naHHble @DenepalibHON CIykObl T'OCYAApCTBEHHOW CTATUCTUKU -
https://rosstat.gov.ru/opendata

5. Cailt Accouunanus MeHeepoB Pexxum tocTyna www.amr.ru

6. Caiit ArponpomsiluieHHbIN cot03 Poccun Pexxum noctyna www.apsr.ru

7. Caitir DenepanbHOI CIIy>)kKOBI TOCYIAapCTBEHHOW cratuctuku P®. - Pexxmm poctyma:
www.gks.ru

7.5.4. JIuLleH3MOHHOE U CBOOOIHO PACPOCTPaHsieMoe MPOrpaMMHoOe
olecrieyeHne, B TOM YHCJIe 0Te4eCTBEHHOI0 IPOM3BO/ICTBA


https://e.lanbook.com/
https://vernadsky-lib.ru
https://rusneb.ru/
https://www.tambovlib.ru
http://www.amr.ru
http://www.apsr.ru

HaumenoBanne | Paspaborum | HocrymHoct | Ccbuika Ha Enunebiii peectp PexBusuthl
k I[10 b POCCUICKHUX IPOTpaMM JUIst MIOATBEPKAAIOLIErO
(mpaBoobna | (muuensuonH | OBM u BJ1 (ipu Hannunm) JIOKyMEHTa (IIpU HaJINYNH)
JTATETIh) oe,
CBOOOIHO
pacnpocTpaH
sIeMoe)
Microsoft Micros JIuuens - JIuuensus
Windows, oft HOHHOE ot 04.06.2015 Ne 65291651
Office Corporation CPOK JIEHCTBHS: OECCPOUHO
Professional
AHTHBHPYCH AO Jlnmens https://reestr.digital.gov. CyOnuieH3nOHHBIN
oe mporpammHoe | «Jlaboparop HOHHOE ru/reestr/366574/?sphrase_id | moroop ¢ OOO «Codrexc»
obecrieueHne us =415165 ot 17.12.2025 Ne 6/H, cpok
Kaspersky Kacnepckor nericteus: ¢ 18.12.2025 mo
Endpoint Security o» 17.12.2026
JuIs Ou3Heca (Poccu
5)
MoiiO¢ucCr 000 Jlumens https://reestr.digital.gov. KonTtpakTt ¢ OO0
aHAPTHBIH - «Hossie HOHHOE ru/reestr/301631/?sphrase id «Pybukon»
OdwucHsrit o0auHbIe =2698444 ot 24.04.2019 Ne
MaKeT 1A pabOTHl | TEXHOIOTUI 0364100000819000012
C TOKYMEHTaMHt » (Poccus) CPOK JIeHCTBHS: OecCpOIHO
M TIOYTOH
(myoffice.ru)
OducHbrit AO Jlumens https://reestr.digital.gov. KonTtpakt ¢ OO0
MaKeT «P7» HMOHHOE ru/reestr/306668/?sphrase_id «Codrekcy
«P7-Oducy =4435041 oT 24.10.2023 Ne
(meckTomHas 0364100000823000007
BEpCHs) CPOK JIeHCTBUS: OeccpouHO
OmneparoHs 000 Jlnmens https://reestr.digital.gov. KonTtpakTt ¢ OO0
ast cuctemMa «AJIbT "bazanpt MOHHOE ru/reestr/303262/?sphrase_id «CodTreke»
OO6pa3zoBanue» CBOOOIHOE =4435015 o1 24.10.2023 Ne
MPOrpaMMHO 0364100000823000007
e CPOK JIeHCTBHS: OECCPOUHO
obecrieueHH
e"
IIporpammua AO JInuens https://reestr.digital.gov. JIveH3nOHHBIN
g CUCTeMa [UIA | «AHTHIUIATH HMOHHOE ru/reestr/303350/?sphrase_id nmoroeop ¢ AO
oOHapyXeHUs at (Poccms) =2698186 «AHTHIUIaTHAT OT
TEKCTOBBIX 16.05.2025 Ne 10567, cpok
3aMMCTBOBaHHUH B neictBus: ¢ 16.06.2025 mo
yueOHBIX U 15.06.2026
Hay4HBIX paboTax
«AHTHIIArUAaT
BVY3»
(https://docs.antipl
agiaus.ru)
Acrobat Adobe Cobon - -
Reader Systems HO
- IPOCMOTP pacnpocTpaH
nokymeHnToB PDF, sieMoe

DjVU



https://ru.wikipedia.org/wiki/Adobe_Systems
https://ru.wikipedia.org/wiki/Adobe_Systems

Foxit Reader Foxit CBobon - -
- mpocmotp | Corporation HO
noxkymentos PDF, pacpocTpaH
DjvU seMoe

7.5.5. Pecypcbl HHPOPMALMOHHO-TEJIEKOMMYHUKAIMOHHOMN CeTH

«AHTepHeT»
CDTOwiki: 6a3a 3nanwmii mo udposoit Tpancopmanuu https://cdto.wiki/

7.5.6. lu(poBbie HHCTPYMEHTHI, IPUMEHsEMbIe B 00pPa30BaTe/IbHOM
npoiuecce
LMS-mmatrdhopma Moodle
Buptyanbsnas nocka Mupo: miro.com

Nk W=

Bupryansnas nqocka SBoardhttps://sboard.online
O6naunblie cepBuchl: Anaexc./luck, Obmnako Mail.ru
Cepaucsl onpocos: Anaexc ®opmbl, MyQuiz
Cepsucsl BuneocBs3u: Anaekc tenemoct, Webinar.ru

Cepsuc

COBMECTHOU

paboThI

http://www.trello.com

HaJ

MMpoOCKTaMu  JJId

HeOOJIBIIINX Trello

TpyIII

7.5.7. Ilu(ppoBbIe TEXHOJIOIUH, IPUMEHAEMbIE IIPU U3YyYEHUU AU CIUIIIHHBI

[Tudpossie Bunpr yuebnoi ®opmupyemsble NAK
TEXHOJIOTHH paboTsl, KOMIIETEHIINH
BBITIOJIHSIEMBIE C
PUMEHEHUEM
1 poBoi
TEXHOJIOTUHI
OO0Omaunsle Jlexun IMK-1 — Cmnocoben | WU/-1px.; — OcymecTBisier
TEXHOJIOTHH [TpakTuyeckue OCYIIECTBIISITh JOKYMEHTHPOBaHUE
3aHATHUSA JTOKyMEHTHUPOBaHUE nporiecca ynpaBJieHUs

mporecca pHCKaMH B paMKax
yIpaBJICHUS OTAETHHBIX OM3HEC-
pHUCKaMH, MIPOIIECCOB U
pa3pabaTbIBaTh (GYHKIMOHATBHBIX
METOINYECKUE HaIpaBJICHUN
peKOMEHJaluu B
paMKax OTAEIbHBIX
OW3HEC-MPOIECCOB
AIIK;

O6naynbie Jlexiun I[IK-2 — Cnocoben n a1 -1n5n5 x - 2

TEXHOJIOTHH [IpakTuueckue npoBoAUTh aHanu3 | OcyuiecTBiser coop

3aHATHUSL ¢buHaHCOBO- UHPOpPMALIUU TEKYIIETO

XO351CTBEHHOU yIIpaBJICHUS pUCKaMH,
JeSTeTbHOCTH U | YCTaHABIIUBACT "
yIpaBJIeHUE MOJICPIKUBACT JIeTIOBBIE
pHUCKaMH B | KOHTAKTBl C COTPYAHHKAMHU
COOTBETCTBUU C | KOMITaHUH
HOpMaMH TI0 OTIMCAHHIO U
KOPIIOPAaTHBHOM aKTyaJH3aliyd PUCKOB
KYJIBTYPBI;



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

O0aynble
TEXHOJIOTUU

Jlexiun I1IK-4. Cnocob6en | UJI-31x.4 — [Ipumensier
[TpakTuueckue UCIOJIb30BATh HABBIKU JIOKYMEHTAIILHOTO
3aHITHS MPOrpPaMMHOE o OpMIICHHUS peIIeHUH B
obecrieueHre Ui | YIPaBICHUU ONEPAIIMOHHOM
aHanau3a (TpOU3BOICTBEHHOI)
YIIPaBIICHYECKOM JIEATEIIbHOCTH OpraHu3alil
nH(pOopMaIuy, [P BHEJIPCHUH
OCYLIECTBIISITh TEXHOJIOTHYECKHX,
pacueTsl MPOAYKTOBBIX WHHOBAIIHIA
SKOHOMUYECKOU WM OpTaHU3aI[MOHHBIX
3¢ (HeKTUBHOCTH U3MEHEHUH U
opranusanuii AIIK | Beimonsser pacyeTsl
HKOHOMUYECKOU
3¢ HEeKTUBHOCTH
opraamzanui AIIK

8. MaTepua/ibHO-TeXHHUYECKOE o0ecnevyeHne TUCHUILINHBI (MOIYJIsl)

VY4eOHble 3aHATUS ¢ OOYYAIOUIMMUCS MPOBOAITCS B 3aKPEIUIEHHBIX 3a YNpaBICHUS U
JIETIOBOTO aIMUHUCTPUPOBAHHMS ayIUTOPHUSIX

HaumMmeHoBaHu
€ CrmenuaJbLHBIX*
NOMeIEeHni 1

OcHalleHHOCTh
crenHAJbHBIX TOMeIleHUI U MoMeLeHnit
AJISl CAMOCTOSITeJIbHOM PadoThl

IlepeyeHsb JMLEH3UOHHOTO
NMPOrpaMMHOI0 obecrneyeHmusl.
PexBHM3UTBHI IOATBEP:KIAIOLIETO

TOMeIeH i 1151 JOKYMeHTa
€CaMOCTOSAITEIbHOIM
padoThl

Yuebnas 1.Hoytoyx Asus KS0AF M600/3G500/Gb 1. Jlmpenmsusor 31.12.2013 Ne
ayIUTOpHUS JUIs | (MHB. Ne 2101045176) | 49413124: Microsoft Windows XP, 7,
mpoBeaenus 3aHatuil | 2. Ilpoekrop Acer X113PH SVG/DLP/3D/3000 | Microsoft ~ Office 2003, 2010
nekmwoHHoro  tuma | Lm/1300:1/HDMI/10000 Hrs2.5kg (uaB. Ne | 2. Caifir Accomuanus MeHeIKepOoB
(r. Muuypunack yia. | 21013400768) Pexum JIoCTyTa www.amr.ru
WurepnaumonansHas | 3. Okpan HactenHbli DigisOptimal-C gopmar 1:1 | 3. CaldlT ArponpomblIlIUICHHBIH COMO3

a.101 - 1/303)

(200%200) MW  DSOS-1103.  (umB. Ne
21013400766)
4. HaGops1 JIEMOHCTPAIIMOHHOT O

000pyTOBaHUS ¥ YICOHO-HATIISIHBIX TIOCOOHIA

KommproTepHas TeXHHWKa MOJKIIOYEHA K
cetn «UHTepHET» W oOecmedeHa MOCTYIIOM K
OUOC yHHBEpCHTETA.

Poccun Pexxum noctyna www.apsr.ru

VYuebnas
ayIUTOpHUS IS
IIPOBEJICHUS 3aHATUI
CEMHUHAPCKOTO THUTIA,
TPYTIOBBIX U
WHIUBUAYATbHBIX
KOHCYJIbTallui,
TEKYIIEro KOHTPOJIS
U TIPOMEXYTOYHOH
aTTecTaluu
(KOMITBIOTEpHBIH
KJ1acc)

(T. Mu9ypHHCK yII.
WHTepHaunoHanbHas
n.101 - 1/312)

1. Kommerorep Celeron E3500 (uHB. Ne
2101045286, 2101045288, 2101045289,
2101045291, 2101045292, 2101045293,
2101045295, 2101045296, 2101045297,
2101045299, 2101045300, 2101045302,
2101045303)

2. Jocka menoBast Magnetoplan SP
1500*1200 MM, 3eneH, MarH. moBep-Th (MHB. Ne
41013602238, 41013602237)

KommproTepHast TexHHKa MOJKIIOYEHA K
cetn «MHTepHeT» W obecrieueHa OOCTYIIOM B
OUOC yHuBepcurera.

3. Habopb1 neMoHCTpannoHHOTO
000pyIoBaHUS M yIeOHO-HATIISAHBIX TTOCOOMIA"

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

2. BankoBckoe mpaso -
http://www .karta-smi.ru/5602
3. Caiit ['ocynapcTBeHHOTO

Hay4HO-HUCCIIEI0BATENBCKOTO
WHCTUTYT UHPOPMAITUOHHBIX
TEXHOJIOTUH U T€IeKOMMYHUKALUH. -
Pexxum nocryna:
http://www.informika.ru

4. Caiit MuHuCTEpCTBa (PMHAHCOB
P®. - Pexxum moctyma: www.minfin.ru
5. Caiit @enepanbHOH CITy>KOBI

roCyapCcTBEHHOM cTaTUCTUKU POD. -
Pexxum mocryma: www.gks.ru

6. Caiit Ilentpanpaoro 6anka P®.
- Pexxum poctyma: www.cdr.ru

Ilomemienue
ISt
CaMOCTOSITEILHOH

1.1Ikad KAaHLIEISAPCKUI
2101062853, 2101062852)
2.  XOoIOJWIbHUK

(uHB. Ne

CruHon  (uHB.  Ne

1. Jumewsusor 31.12.2013 Ne
49413124: Microsoft Windows XP, 7,
Microsoft ~ Office 2003, 2010;




paboTsl
(r. MugypHuHCK yi1.
WnTepHannoHnanbHas
n.101 - 1/210)

2101040880)

3. IIpuntep HP-1100 (uuB. Ne 2101041634)

4. Tlpuarep HP LaserJet 1200 (uHB.
Nel101047381)

5. IIpuntep Canon (nHB. Ne 2101045032)

6. M®VYCanoni-SensysMF 4410 (uaB. Ne
41013400760)

7. CHCTEeMHBIMKOMITIEKT:
IponeccoplntelOriginal LGA 1155  CeleronG
1610 OEM (2.6/2 Mb), wmonurop 20
AsusAsMS202D ,  marepuHCKasIataAsus,
BEHTWJISATOP, IaMATh, JKECTKUHIUCK, KOPITYC,
KJIaBHaTypa, MbIb (MHB. Ne 21013400429)

8. HoyrtoyxHewlett Packard Pavilion 15-

2. Cucrema Kouncynprant Ilmoc
(moroBop oT 10.03.2017 Ne
7844/13900/3C, moroBop MOCTaBKU U
CONPOBOXKIEHUS 3K3eMILIIpoB Ne 9012
/13900/2C oT 20.02.2018);
3.  DIEeKTpOHHBIA  MEepUOIUYECKUI
cnpaBouHuk «Cucrema T'APAHT»
(moroBop ot 27.12.2016 Ne 154-01/17,
JIOTOBOP Ha ycanyru no
conpoBokaeHuto Ne 194 — 01/2018CJ]
or 09.01.2018)
4. TlpodheccronanbHasi 60a3a JaHHBIX:
Caiir  IIBCJl  pexuMm  jpocTyma
http://www.gks.ru/dbscripts/cbsd/

e006sr (D9X28EA) (nuB. Ne21013400617)
9.  JlockakiaccHas+mapkep  (WHB.
1101063872)
10.Kommsrotep (uHB. Ne41013401070)
11. Komnerotep (naB. Ne41013401082)
12. Kommsiotep Celeron E 3300 (umB. Ne
2101045217, 1101047398)

Ne

13. Kommnerotrep DualCore (unB. No
2101045268) 14.
Kommnsrotep OLDI 310 KA (unB. Ne
2101045044)

15. KonuposanbHslit ammapar
KyoceraMitaTASKalfa 180 (uHB. Ne
21013400369)

KommbioTepHasi TeXHUKA MOJKIIOYCHA B
cetu «MuTepHeT» W obecrieueHa TOCTYIIOM K
OUOC yuuBepcureTa."

PabGouass mporpamMma AUCHUIUIMHBI (MOJIYJIsI) COCTaBJ€HAa B COOTBETCTBUU C TPEOOBaAHUSMU
®I'OC BO - OakamaBpuar 10 HampabieHuro noarotoBkd 38.03.02 MeHemKMEHT,
YTBEPKICHHOIO IPUKa30M MHHHUCTEPCTBA HayKd M Bblcuiero obOpasoBanust Poccuiickoit
®epnepaunn Ne 970 or 12 aBrycra 2020 r

ABTOpBI:

JIOLEHT Kadeapsl ynpaBieHus U

JICJIOBOTO aIMUHUCTPUPOBAHMUS , K.3.H.

Peniensent: goueHTt kadeapbl 5KOHOMUKH KOMMEPLIUH, K.3.H.

E.C. babkuna
9.A. KnumenTosa

[Iporpamma  paccMoTpeHa Ha 3acelaHuM  Kadeapsl
aAMMHHUCTpUPOBaHUS NPOoTOKOoa Ne 9 ot «19» ampens 2021 r.

[Tporpamma paccMOTpeHa Ha 3acelaHuM y4eOHO-METOIMYECKOH KOMHCCHMM HWHCTUTYTa
SKOHOMMKH U ynpasieHus: npotokon Ne 8 ot «20» anpens 2021 r.

[Tporpamma yTBepskaeHa Pemennem Y4eOHO- METOIMUECKOTO COBETa YHUBEPCUTETA

npoTokoi Ne 8 ot «22» anpenst 2021 r.

YIpaBJICHUA W  ACIIOBOIO

[TporpamMma nepepaboTaHa U JOMOJHEHA B COOTBETCTBUH ¢ TpeboBanusimu ®I'OC BO.

[IporpamMmma paccMoTpeHa Ha 3acelaHuu Kadeapel yMpaBieHHs U  JIEIOBOTO
AJIMUHUCTPUPOBAHUS

npoTokoa Ne 11 ot «21» urons 2021 .

[Iporpamma paccMOTpeHa Ha 3acelaHUM Yy4eOHO-METOIUYECKOH KOMHCCHMHM HWHCTUTYTA
SKOHOMUKHM M ynpasieHus Muaypunckoro 'AY

poTokoa NelO ot «22» utons 2021 r.




[Tporpamma yTBepxeHa PemenneM Y4eGHO-METOAMYECKOTO COBETa YHUBEPCUTETA
potokoi NelO ot 24 urons 2021 r.

[Iporpamma nepepaboTaHa U I0MOJIHEHA B cCOOTBeTCcTBHH ¢ Tpeboanusimu OI'OC BO.

IIporpaMmMa paccMoTpeHa Ha 3acelaHuM Kadeapsl YOpPaBICHUS U JIEIOBOTO
aJMUHHUCTPUPOBAHUS

nporokos Ne 10 ot «14» anpens 2022 r.

[Iporpamma paccMOTpeHa Ha 3aceJaHUU y4eOHO-METOIWYECKOW KOMHCCHH HWHCTHUTYTa
9KOHOMMKH M ynpasieHuss Mudypunckoro 'AY

potokoa Ne 8 ot «19» anpens 2022 r.

[Tporpamma yTBepxneHa PemenreM Y4eGHO-METOAMYECKOTO COBETa YHUBEPCUTETA

rpotokoi Ne 8 ot 21 anpens 2022 r.

[Iporpamma nepepaboTana u I0MOJIHEHA B cOOTBeTCTBHH ¢ Tpeboanusimu OI'OC BO.

IIporpaMmMa paccMoTpeHa Ha 3acefaHuM Kadeapbl YOPaBICHUS U JIEJIOBOTO
aJIMUHHUCTPUPOBAHUS

npotokoa Ne 10 ot «09» utons 2023 .

[Iporpamma paccMOTpeHa Ha 3aceJaHUU y4eOHO-METOIUYECKOW KOMHCCHH HWHCTHUTYTa
9KOHOMMKHM U ynpasiieHuss Mudypunckoro 'AY

npotokoi Ne 10 ot «20» utons 2023 r.

[Tporpamma yTBepxeHa PemenreM Y4eOHO-METOAMYECKOTO COBETa YHUBEPCUTETA

npotokos Ne 10 ot 22 utons 2023 r.

Mporpamma nepepaboTaHa 1 gonosiHeHa B cooTBeTCTBUKU C TpeboBaHnammn GroC
BO.

[Mporpamma paccmoTpeHa Ha 3acefaHum Kadpegpbl ynpaBreHus U OenoBOoro
agMunHUcTpupoBaHmna npotokon Ne 12 ot «14» mas 2024 r.

[Mporpamma paccMOTpeHa Ha 3acefaHunm y4ebHO-MeTOAMYECKON  KOMUCCUU
MHCTUTYTa 9KOHOMUKN U yripasneHna MudypuHckoro M'AY

npotokon Ne 9 ot «21» maa 2024 .

Mporpamma yTBEpXAeHa PelweHnem YyebHO-MeTOoaNYECKOro CoBeTa yHMBepcuTeTa

npotokon Ne 9 ot 23 masa 2024 r.

Mporpamma nepepaboTaHa 1 gonosiHeHa B cooTBeTCTBUMU C TpeboBaHnammn GroC
BO.

Mporpamma paccmoTpeHa Ha 3acefaHun Kadpedpbl ynpasBneHUs W OenoBoro
agMunHucTpuposaHmna npotokon Ne 14 ot «15» anpensa 2025 r.

[Mporpamma paccmoTpeHa Ha 3acefjaHunM  y4yebHO-MeToOUYEeCKOM  KOMUCCUM
MHCTUTYTa 9KOHOMUKN U yripasneHna MudypuHckoro M'AY

npotokon Ne 8 ot «15» anpena 2025r.

Mporpamma yTBEpXaeHa PelweHnem YyebHO-MeToaNYECKOro coBeTa yHMBepcuTeTa

npotokon Ne 8 ot 23 anpens 2025 .

[Tporpamma nepepaboTaHa u JOMOIHEHA B cOOTBETCTBUH ¢ TpeboBanusimu GI'OC BO.

[Iporpamma paccMoTpeHa Ha  3acelaHWM  Kadenpbl  YIOpaBIeHHS U JEIOBOTO
agMuHuCTpupoBanus npotokosn Ne 11 ot «14» anpens 2026 r.

[Iporpamma paccMOTpeHa Ha 3aceJaHuM Yy4eOHO-METOJIUYECKOW KOMHMCCHUH HWHCTHUTYTa
9KOHOMMKHM U ynpasieHuss Muuypunckoro 'AY

potokoi Ne 8 ot «20» anpens 2026 r.

HporpaMMa YTBCPIKIACHA Pemenuem y‘le6HO—MeTO,Z[I/I‘l€CKOFO COBCTA YHUBCPCUTECTA

npotokoi Ne 7 ot 22 anpens 2026 r.



OpuruHaga JOKyMeHTAa XpPaHUTCH Ha Kadeape ynpapJjieHHS H [1€J10BOI0
aIMUHUCTPUPOBAHUS
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