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1. Iesu ocBoeHMsI AMCIUTIHHBI (MOIYJIs1)

OCHOBHBIMU LIEJIIMU OCBOECHHUS JUCIUILIMHBI (MOJTYJIs) SIBJISIFOTCS:

— O3HaKOMJICHHE OOy4aloluxcs C OCHOBHBIMH TMOHATHSIMH, TpaBUIaMH U
TpeOOBaHUAMU K JOKYMEHTHUPOBAHUIO YIIPABICHUECKOH AedarenbHocTy npeanpudtuid AITK;

— ¢dbopMupoBanue y oOydaloIIUXCs HAaBBIKOB IOATOTOBKH YIPaBICHUYECKOM
JOKYMEHTAllUM Ui OLEHKH pPHCKOB B O0NAcTH JIOKYMEHTHPOBAHMS YIPABICHUECKOU
JeATETbHOCTH PUCKOB;

— mpuoOpeTeHHe OOYYarOIIMMUCS HABBIKOB MO aHAIU3y pPa3IMYHBIX HCTOYHHUKOB
uHbOpMallMU Ui TPUHATUS YOPABICHUYECKUX PEIICHWH [0 BOMpOcaM JAOKYMEHTHpPOBAHUS
ynpasieHueckoi aesreapHocTy B AITIK..

[Ipy ocBOE€HHMH NaHHOW IUCHMIUTUHBI (MOJIYJIS) YUUTBHIBAIOTCS TPYIOBBIE (YHKIUH
CJIEAYIOUINX MPO(EeCCHOHANBHBIX CTaHAAPTOB!

08.018 Crenuamuct MO yIpaBiICHUIO pHUCKaMU (YTBEpXKACH IpHKazoM MuUHTpyna
Poccun ot 30.08.2018 Ne564n);

40.033 CpoeuMaJuCcT IO CTPATETUYECKOMY W TAaKTHUYECKOMY IUJIAHUPOBAHUIO U
OpraHM3aliy IPOU3BOJICTBA YTBEPXKACH IIPUKa30M MUHMCTEPCTBA TPYla U COLUATBHON 3alUThI
Poccuiickoit deneparuu ot 8 centsaopst 2014 roga N 609 H.

2. MecTo IMCHUIIMHBI B CTPYKTYype 00pa30BaTe/ibHOM MPOrPpaMMbl:

Huctumnnuna «/lokyMeHTalmoHHOEe OOECTICUCHHE YIPaBICHUS» OTHOCUTCS K OJoKy 1
b1.B.09.

Jns w3yueHus [JaHHOTO Kypca HEOOXOAMMO 3HAHWE TaKUX JUCHIUIUIAH, Kak
«MaremaTuka», «OKOHOMHYECKass Teopus», «JleloBble KOMMYHHMKAalldid W  OCHOBBI
MeperoBOpHoro mnpouecca», «Kynbrypa [genoBbIXx OTHOWIEHWN». JlaHHasg AMCUUIIMHA
B3aUMOCBsI3aHAa C TaKUMU JUCHUIUIMHamMu, Kak «Teopus rocymapcTtBa M IMpaBay,
«AHTUKOppYIIIMOHHAs TONUTHKa», «Ilcuxonorus». Kpome Toro, 3HaHus, yMEHUS M HaBBIKH,
npuoOpeTEeHHBIE B XOJIe U3yUeHUS TUCUUTUTHHBI «Pa3paboTka ynpaBlieHYeCKUX PEIICHU.

B naneHeiitiem 3HaHHS, YMEHUS W HaBBIKH, COOPMHUPOBAHHBIC B IMPOIECCE M3YUCHUS
JTUCIUIUTMHBL UCTIONB3YIOTCA TPH TMPOXOKICHUH IMPOU3BOJICTBEHHOW MpakTUKa MO Mpoduiio
Ipo(heCCHOHATTLHOM JISATEITPHOCTH, IPOU3BOJICTBEHHON MPEIMITIOMHON IPAKTHKH, TIOJTOTOBKE
U BBITIOJIHEHUH BBIMTYCKHON KBaTU(UKAIMOHHON PaOOTHI.

3.1linanupyembie pe3yabTaTbl O00yYeHUS 10 JUCHUIUIMHE (MOAYJIIO),
COOTHECEHHbIE € IVIAHMPYEMbIMHU Pe3yJIbTATAMHM OCBOCHHMs 00pa30BaTe/bHOM

MPOrpaMMbl

B pesynprate u3ydeHHs AUCHMILTUHBI (MOAYJs) OOYYAIOIIMHCSA MOJKEH OCBOMTH
TPYZOBbIE QYHKIUH:

JloKkyMeHTHpOBaHUE TMpoliecca YMpaBICHHUs PUCKAMH M KOPPEKTHPOBKA PEECTPOB
PUCKOB B paMKax OTJACIbHBIX OW3HEC-TpoIleccoB U (pyHKIMOHAIBHBIX HampaBieHuit (08.018
Crenanuct no ynpasieHuto puckamu T B/02.6).

TpynoBblie neUCTBUS:

JlokyMeHTHpOBaHUE TpoIlecca YIPaBICHUS B YPE3BbIUAWHBIX M KPU3HCHBIX CUTYaIUIX
KaK 4acTh MpOIlecca YIPaBIEHUS PUCKAMH.

Pa3paboTka mMeToauueckol M HOPMATUBHOM 0a3bl CHUCTEMbl YIPABICHUS PUCKAMU M
NPUHIUIIOB yIIPABJICHUS PUCKaMHU B paMKaX OTJIEIBbHBIX OM3HEC-TIPOLECCOB M (PYHKIIMOHATBHBIX
HanpapneHuit(08.018 Crnenunanuct no ynpasnenuto puckamu TO B/04.6).

TpynoBble 1eUCTBUS:

Pa3paboTka u axTyanu3anusi OTIEIbHBIX METOJOB M HOPMATHBHBIX JOKYMEHTOB
CHCTEMBI yTIPABJICHUS PUCKAMHU

TakTudeckoe yIpaBleHHE TMpolieccaMud opraHuzauumud  npousBoiactBa  (40.033



Cneupanuct 1o  CTpaTErH4ecKOMy
npousBojicTBa TM-A/02.6)

TpynoBble NeUCTBUS:

Paspabotka  mpeasokeHUd MO palMOHANIM3allMM  CTPYKTYpbl  yIpaBICHUS
IIPOU3BOJICTBOM B COOTBETCTBUU C LIETSAIMU M CTpaTETMEN OpraHu3allii, IEHCTBYIOIINX CUCTEM,
¢bopM M METONOB YIpaBJIEHHS MPOU3BOACTBOM, IO COBEPILIEHCTBOBAHHIO OPraHM3allMOHHO-
pacnopsIuTeIbHONM JOKYMEHTAlMd W OpraHu3aluy JIOKyMEHTOOOOpOoTa, IO BHEAPEHHIO
TEXHUYECKUX CpeACTB 00paboTKM HMHGPOpMAIUH, MEPCOHAIbHBIX KOMIIBIOTEPOB U CETEH,
aBTOMATH3UPOBAHHBIX PaOOYHMX MECT.

OcBoeHMe TUCIUIUIMHBI HAallpaBJIeHO Ha (POpMHUpPOBAHHUE CIEAYIOIIUX KOMIIETEHIINH:

VYK-4 cnocobeH NpuUMEHSTh COBPEMEHHbIE KOMMYHHUKATHUBHBIE TEXHOJIOTUH, B TOM
Yyclie HAa THOCTPAHHOM SI3bIKE, JUIsl aKaJIeMUYECKOT0 U MPo(ecCHOHAIbHOTO B3aMOIEHCTBHUS;

[1K-4 cnocoOeH OpraHuM30OBBIBATH U MPOBOAUTH MPOBEPKH (PUHAHCOBO-XO3HCTBEHHOM
NESATENIbHOCTH  XO3SIMCTBYIOIIUX CYOBEKTOB [UIsl BBISBICHHS W YCTPAHEHUS HapylIeHUN
pa3IMYHBIX ACHEKTOB SKOHOMHYECKOH O€30MacHOCTH, COIJIaCOBBIBATH BONPOCHI BHYTPEHHUX
KOHTPOJIbHBIX U ayIUTOPCKUX MPOBEPOK;

[1K-5 cmocobeH IUIaHUpOBaTh M OPraHU30BBIBATH CIY)KEOHYIO JEATEIbHOCTD
COTPYAHUKOB TIO pa3pabOTKe CTpaTeruu, O0OeCTeUMBAIONEd SKOHOMHYECKYH0 O€30MacHOCTb,

U TAKTHUYCCKOMY IUIAHUPOBAHUIO HW  OpraHu3alliu

YHOpaBJIATb pUCKaMU (I)I/IHaHCOBO-BKOHOMI/I‘leCKOFO Pa3sBUTHUA XO3$II>'ICTByIOHlI/IX C}/6’beKTOB.

[Inanupyemsie
pe3yIbTaThI Kpurepnn onieHuBaHus pe3yIbTaToOB 00yICHUS
o0OydeHus
(moxazarenu Huzkuii [Toporosbiii bazoBbIit [IponBUHYTHII
JOCTH>KEHUSI (1OTIOPOTOBBI)
3aJJaHHOT'O YPOBHSI | KOMIICTEHIIUS HE
OCBOEHUS chopmupoBaHa
KOMIICTCHITHI )
YK-4
N-1yk.4
VYcranaBnuae | He C  ommbOkamu | C nebonpummu | IIpaBuibHO
T KOHTakThl U | yCTaHaBIIUBACT YCTAaHABIMBAET | HETOYHOCTSIMH | YCTaHABINBACT
OpraHu3yeT KOHTAKTbl M HE | KOHTaKTHI U | YCTAaHABIIUBACT | KOHTAKTHI u
oOmenne Cc | opraHusyer aCCUBHO KOHTaKTBI U | peryJsipHO
NpeACTaBUTENSIMU | OOIIeHUE C | opranusyer NEPUOJIUYECKHA | OPraHU3yeT
HAay4HOTO U | IPECTaBUTEISIMH | OOILICHNE C | opraHusyer o01eHne c
npodeccuoHanbHO | HAYYHOTO U | TIpeACTaBUTENs | OOILIeHHe C | mpeaCTaBUTENS
ro cooOmecTBa B | MPOGECCHOHANBH | MU HAyYHOTO U | MPEJCTAaBUTENS | MU HAYYHOTO H
COOTBETCTBUM  C | Or0 coo0IIecTBa | MpoecCHOHANb | MU HAy4YHOTO U | mpodeccuoHaIb
HOTPEOHOCTIMH B COOTBETCTBHH C | HOTO npodeccroHaNb | HOTO
COBMECTHOM HoTpeOHOCTSIMH | cooOmiecTBa B | HOTO coobmiectBa B
JeATEIILHOCTH, COBMECTHOM COOTBETCTBUH C | COOOIIECTBA B | COOTBETCTBHH C
UCTIONB3YS JeSITeIbHOCTH, HE | MOTPEOHOCTSMH | COOTBETCTBUU C | HOTPEOHOCTIIMU
COBpPEMCHHBIE UCTIONB3YS COBMECTHOMU HOTPEOHOCTSIMHU | COBMECTHOM
KOMMYHUKATHBHBI | COBPEMEHHBIE JeSITEIbHOCTH, | COBMECTHOM NeSITeIbHOCTH,
€ TeXHOJIOTHH. KOMMYHUKaTHBH | PEIIKO JeATEIIbHOCTH, | aKTUBHO
bI€ TEXHOJIOTHH. | UCHOJB3YS BpeMEHaMHU UCTIONB3YS
COBpPEMECHHBIE UCTIONB3YS COBpEMEHHBIE
KOMMYHUKATUBH | COBPEMEHHBIE KOMMYHUKaTHUBH
bIC TEXHOJIOTHH. | KOMMYHHKATHUBH | bl€ TEXHOJIOTHUH.
bI€ TEXHOJIOTHH.
N-2vk.4 — | He  npumensier | IlaccuBHO NHunmatusHO AKTHBHO




[Mpumensier npaBuUia JEIOBOM | IPUMEHSET MPUMECHSIET MPUMEHSIET
MpaBWJia JIeJIOBOM | U HAYYHOW ATHKH | IpaBHiia npaBuiia npaBuIia
W HAay4YHOH OTHKH | Ui OOecCIeueHus | AeTOBOM U | IeJIOBOU U | IeJIOBOHU "
s obecrnieueHus | 3¢ HEeKTUBHOTO HAyYHOM OSTUKU | HAYYHOH OSTHUKH | HAYYHOH ATHKHU
3¢ dhekTUBHOTO aKaJeMHYECKOr0 | I IS IS
aKaJIEeMHUYECKOro U | U obOecneueHus obecnieueHus obecnieueHus
npodeccuoHanbHO | npodeccuoHanbH | 3pdexkTuBHOro | 3¢ heKTUBHOrO | A3PPEKTUBHOTO
ro oro aKaJEeMUYECKOr | aKaJIeMUYEeCKOr | aKaJeMHYECKOT
B3aUMOJICUCTBUA. B3aUMOJICUCTBHUS. | O h|o h|o 51
npodeccuonans | mpodeccuonans | mpodeccruoHalb
HOTO HOTO HOTO
B3aUMOJICCTBY | B3aUMOJIEUCTBU | B3aUMOJIEUCTBU
AL, AL, AL,

N-3yk.a — | He rpamotHo wu | YaosinetBopute | He B momHom | B momHoi mepe
I'pamotHO U | HEJIOCTYITHO JBHO TPaMOTHO | 00beMe IPaMOTHO "
JOCTYIHO U3JIaraeT | u3jaraer B|HU OTYACTH | TPAMOTHO U | JOCTYITHO
B MHCHMEHHOW W | MUCBMEHHOW  H | JIOCTYITHO JOCTYITHO u3jaraer B
YCTHOM dbopme | yctHOM  opMe | u3naraer B | M3Jaraet B | TUCbMEHHOH W
Hay4YHYIO U | HAy4YHYIO U | TMCbMEHHON ¥ | MUCBMEHHON | | yCTHOM  (opme
npodeccuonanpHy | mpodeccuoHanbH | yctHolt  gopme | ycTHOH  opMme | HaydHYO u
10 HHPOPMALIUIO yI0 UH(QOpMAIHIO | HAyYHYIO U | HAyYHYIO u | npodeccuoHanb

Ha PYCCKOM M | HA pycckoM u | mpodeccuoHanb | mpodecCUuoHab | HyIO
MHOCTPAHHOM(-bIX) | HHOCTPaHHOM(- HYIO HYIO0 UHPOPMALIUIO

SI3BIKAX, BIX) nHdopmaruio nHdopmaruio Ha pYCCKOM H
y4acTBYET B | SI3BIKAX, HE | HA PYCCKOM H | HA PYCCKOM | | HHOCTPaHHOM(-
aKaJIeMMYECKUX W | y4aCTBYET B | MHOCTpAHHOM(- | HHOCTPAHHOM(- | BIX)
npodeccHoHaNbHBI | aKaJEMHUYECKUX H | BIX) BIX) A3BIKAX,

X JIUCKYCCHSIX. npodecCuoHaNbH | fA3bIKAX, S3bIKaX, PETyJISIpHO

BIX JUCKYCCUSX. | TACCHBHO MEPUOANYECKH | Y4aCTBYET B
y4acTBYET B | y4acTByeT B | aKaJIeMUYECKUX
aKaJeMUYECKNX | aKaJIEeMUYECKUX | |
u u npodeccuoHantb
npodeccruoHans | npodeccuoHanb | HbIX
HBIX HBIX JTIUCKYCCHSIX.
JTIUCKYCCHSIX. JIUCKYCCHSIX.

[1K-4

N-1 x4 — | He paboraer c | YaooBiaerBopute | X0oporio OTnn4Ho
PaGotaer C | HOpMaTUBHBIMHU JBHO paboTtaer ¢ | paboraer ¢ | paboraer c
HOPMAaTUBHBIMHU MIPABOBBIMU HOPMATUBHBIMH | HOPMAaTUBHBIMHU | HOPMATHBHBIMU
IPaBOBBIMU aKTaMu U | IPaBOBBIMU MIPaBOBBIMU IIPaBOBBIMU
aKTaMu U | HOpMATUBHBIMH aKTaMu U | aKkTaMu U | akTaMu u
HOPMAaTHUBHBIMU JIOKYMEHTaMu HOPMATUBHBIMHM | HOPMATUBHBIMU | HOPMATHUBHBIMU
JMOKYMEHTaMHu ISl | Uit pa3paboTKu | JOKYMEHTaMu JIOKyMEHTaMU JIOKyMEHTaMU
pa3paboTKu paBUI JUIS pa3paboOTKH | il pa3pabOTKu | Juisi pa3pabOTKH
TIpaBUII BHYTPEHHETO TIPaBHI TIPABHIT MIPaBHIT
BHYTPEHHETO KOHTPOJIS B IIENIIX | BHYTPEHHETO BHYTPEHHETO BHYTpPEHHETO
KOHTPOJSI B UENSIX | BBISIBICHUS KOHTPOJISI B | KOHTPOJS B | KOHTPOJIS B
BBISIBIICHUS HapyIIeHUH HEJSIX HEJSIX HEJSIX
HapyIICHHA TpeOoBaHMit BBISIBJICHUS BBISIBJICHUS BBISIBJICHUS
TpeOOBaHMIT SKOHOMHUYECKOMN HapylIeHUH HapyUIEHUI HapyUIEHUI
SKOHOMMYECKOMN 0e30macHOCTH TpeOoBaHUI TpeOoBaHUI TpeOoBaHUI
0€30I1aCHOCTH XO3SIUCTBYIOIIUX | DKOHOMHYECKON | DKOHOMHYECKOM | DKOHOMHUYECKOM




XO3SHCTBYIOIIUX CyOBEKTOB, 6e3omacHoCTH 0e3omacHoOCTH 0e3omacHoCTH
CyOBEKTOB, MOJO3PUTEIbHBIX | XO3SIUCTBYIOIIN | XO3AMCTBYIOIIM | XO3SHCTBYIOIIU
MOJIO3PUTENBHBIX | Olepanuil B|X  CyOBEKTOB, | X  CYOBEKTOB, | X  CyOBEKTOB,
orepanuit B | unHaHCOBO- MOJ03PUTENbHBI | MOJO3PUTENBHBI | TOJI03PUTEIbHbI
(uHaHCOBO- SKOHOMUYECKON X oOllepalMid B | X oOlepaluid B | X Olepauud B
SKOHOMUYECKON chepe. (brHaHCOBO- (hrHaHCOBO- (brHaHCOBO-
cepe. SKOHOMHUYECKOU | 9KOHOMUYECKON | SKOHOMHUYECKOU
chepe. chepe. chepe.

N-2 14 — | He onpenenser | IlaccuBHO AxTtuBHO, HO c | Bepno u
Omnpenensier byHKIUN U | ompezenser HEKOTOPBIMU aKTHBHO
GbyHKIMN U | 00s13aHHOCTH byHKINN U | omMOKaMu onpezaenser
00s13aHHOCTH Mo/Ipa3/iefieHuid U | 00s3aHHOCTH omnpenenseT byHKIAHA u
MOJIpa3/IeIeHuit | | COTPYJHHUKOB TI0 | MoApa3AeneHuid | GpyHKIuu U | 00s13aHHOCTHU
COTPYJIHUKOB IO | 00ECIeUeHHUI0 U COTPYIHHUKOB | 00SI3aHHOCTHU noJipa3iesieHui
00eCTeyeHHIO BBITTOJTHEHUS o MoJIpa3fieiecHuit | U COTPYJAHHUKOB
BBITIOJTHEHUSI PaBHII o0ecrevyeHnIo U COTPYIHHUKOB | IO
TIPaBUII BHYTPEHHETO BBITIOJTHEHUS o o0ecreyeHnIo
BHYTPEHHETO KOHTPOJIS B IIEJIAX | IPAaBHII o0ecrnevyeHnIo BBITIOJTHEHUS
KOHTPOJSI B HENSIX | MOBBIIICHUS BHYTPEHHETO BBITIOJTHEHUS TIPABHIT
MOBBILLIEHUS SKOHOMMYECKON | KOHTPOJIS B | MpaBuUJI BHYTPEHHET 0
HKOHOMHYECKOM 0e30macHOCTH LEJISAX BHYTPEHHETO KOHTPOJIS B
0€30MacHOCTH XO3SICTBYIOIIMX | MOBBILICHUS KOHTPOJIS B | LIEJSX
XO3HMCTBYIOIIUX CyOBEKTOB. SKOHOMHYECKON | LEesIX TIOBBIIIICHUS
CyOBEKTOB. 0€30macHOCTH MTOBBIIICHHS AKOHOMHYECKOM

XO3AUCTBYIOIM | PKOHOMHYECKOH | Oe3omacHOoCTH
X CyOBEKTOB. 0€30macHOCTH XO03UCTBYIOIIH
XO3SIMCTBYIOIM | X CyOBEKTOB.
X CyOBEKTOB.

N-3 x4 — | He C  ommbkamu | C HebonpmuMmu | BepHo
Pa3zpabarbeiBaer paspabaThIBaeT pazpabaThIBacT | HETOYHOCTSAMH | pa3padaThIBacT
MpaBuIia npaBuIia npaBuia paspabaTbIBaeT | IpaBHJIa
BHYTPEHHETO BHYTPEHHETO BHYTpPEHHETO npaBuIia BHYTPEHHETO
KOHTPOJIS, KOHTPOJIA, KOHTPOJIS, BHYTPEHHETO KOHTPOJIS,
HalpaBJICHHbIE Ha | HAIPaBJIEHHbIE HA | HANIPABJIEHHBIE | KOHTPOJI, HanpaBlieHHbIE
(dhopmupoBanue (dhopmupoBanue Ha HalpaBJE€HHbIE | Ha
CBEJICHU 0 | cBeneHuH o | dbopmupoBaHHe | Ha dbopmupoBaHHe
MOIO3PUTENLHBIX | TOJO3PHUTEIbHBIX | CBEICHHM 0 | popMupoBaHue | CBEICHHIA 0
orepanusx orepanusx MOJ03PUTENIbHBI | CBEJICHUN 0 | MOIO3PUTEIBHbI
(cmenkax) u | (cmenkax) u|X oTepanusaxX | MoJ03PHUTEIbHEI | X oreparusx
BEISIBIICHHE BBISIBIICHHE (cmenkax) u|Xx omepanusx | (CaenKax) u
HapyIICHHA HapyIICHUN BEISIBJICHHE (cmenkax) U | BBISIBJICHHE
Pa3IUYHbIX Pa3IUYHbIX HapyILIeHU BBISIBJICHHE HapyLIeHUH
ACTIIEKTOB ACTIEKTOB pa3IMYHBIX HapYIICHUIA pa3IMYHBIX
SKOHOMMYECKOI SKOHOMMYECKON | aclieKTOB pa3INyYHBIX aCIIEKTOB
0€30MacHOCTH, 0€30IaCHOCTH, HE | SKOHOMUYECKON | aCIeKTOB YKOHOMHYECKOU
HCIIOJIb3YET UX JJISl | UCIONIb3YeT  MX | OE30MacHOCTH, | SKOHOMHUYECKOi | 6e30macHOCTH,
MIPOBEPKH TUIS MIPOBEPKHU | MACCUBHO 0€30macHOCTH, | peryJsipHO
(uHaHCOBO- ¢buHaHCcoOBO- UCIONB3YeT UX | IEPUOJUYECKH | UCHOIBb3YyeT HX
XO35HCTBEHHOU XO35HCTBEHHOU I IPOBEPKH | UCIONB3YET UX | A1  IPOBEPKU
JeSITeNIbHOCTH JeSITeIbBHOCTH ¢buHaHCOBO- JUIsl  TIPOBEPKH | (MHAHCOBO-
XO3SMCTBYIOIINX XO3SIUCTBYIOIIUX | XO3SIICTBEHHON | (pHAHCOBO- XO3SIMICTBEHHOMN
CyOBEKTOB. CyOBCKTOB. JICSITEIIbHOCTH XO3SIMCTBEHHON | ACATEITHHOCTH




XO3AMCTBYIOIIM | IESITEIbHOCTH XO3SIMCTBYIOIIN
X CyOBEKTOB. XO3SUCTBYIOIIHN | X CYOBEKTOB.
X CYOBEKTOB.

N4 —| He u3ydaet | YaoBieTBopuTe | XOpoIIo OtanyHo
Nzyuaer JeSATETbHOCTh JBHO  HW3YYaeT | u3yvaer u3yqaer
JeSITeNIbHOCTD ayupyemMoit JESITEIIbHOCTD JESITEIbHOCTD JESITEIbHOCTD
ayaAupyemoit OpraHu3aluu, ayaupyemMon ayaupyemon ayaupyemon
OpraHu3alui, BKJIIOYAsi CUCTEMY | OpTaHU3allHH, OpraHu3alu, OpraHu3alui,
BKIIIOYasi CHCTEMY | BHyTPEHHETO BKJTIOUast BKITIOYast BKJTIOYast
BHYTPEHHETO KOHTPOJIA, HE | CUCTEMY CUCTEMY CUCTEMY
KOHTPOJIS, OIICHUBACT BHYTpPEHHETO BHYTPEHHETO BHYTPEHHETO
OILICHUBAET YpOBEHb KOHTPOJIS KOHTPOJIS, KOHTPOJIS
YPOBEHb CYIIECTBEHHOCTH | OLICHUBAET OIICHUBAET OIICHUBAET
CYLIECTBEHHOCTH U | U ayAMTOPCKHE | YPOBEHb YpOBEHb YpOBEHb
ayJUTOPCKUE pHUCKH CYIIECTBEHHOCT | CYIIECTBEHHOCT | CYLIECTBEHHOCT
pUCKHU CYILLIECTBEHHOTO u u|u u|u u
CYIIECTBEHHOTO HCKQKECHUS ayJUTOPCKHE ayUTOPCKHE ayJUTOPCKUE
HCKa)KEHUs OyxranTepckoi PHUCKHU PHUCKHU PHUCKHU
OyxranTepckoi (dpunaHCOBOIN) CYIIECTBEHHOTO | CYIIECTBEHHOTO | CYIIECTBEHHOTO
(buHaHCOBOIN) OTYETHOCTH. HUCKKCHUS HUCKKCHUS HNCKaKCHHS
OTYETHOCTH. Oyxrantepckoil | OyxranTepckoil | OyXrairepckoid

(puHaHCOBOI) (puHaHCOBOI) (puHaHCOBOIN)
OTYETHOCTH. OTYETHOCTH. OTYETHOCTH.

[1K-5

N-11xs — | He ITaccuBHO " | AKTUBHO, HO | AKTUBHO u
OcyuecTBisieT OCYIIECTBIISICT HEKOPPEKTHO HEJ0CTaTOYHO KOPPEKTHO
noaodop noaodop OCYILIECTBIISIET KOPPEKTHO OCYILIECTBIISIET
COTPYIHUKOB, COTPYIHUKOB, noxoop OCYIIECTBIISIET noxoop
CIIOCOOHBIX CIIOCOOHBIX COTPYIHUKOB, noaoop COTPYIHUKOB,
peannu30BbIBaTh peannu30BbIBaTh CIIOCOOHBIX COTPYIHUKOB, CIIOCOOHBIX
CTpaTeruueckue CTpaTerMuecKue | peaJu30BBIBATH | CIIOCOOHBIX peann30BbIBATh
LEeJH (< 05 CTpaTEeTUYECKUE | pEAIU30BbIBATh | CTpaTErHYecKue
XO35UCTBYIOIIMX XO3SAUCTBYIOIUX | LIEJIH CTpaTeTU4YecKue | Lenu
CyOBEKTOB, CyOBEKTOB, HE | XO3SMCTBYIOIN | LIEIH XO3SIUCTBYIOIIN
MJIaHUPYET, IUIAHUPYET,  HE | X  CYOBEKTOB, | XO3SUCTBYIOMM | X  CyOBEKTOB,
aHAJIM3HUPYET U | QHAIM3UPYET U HE | YIOBIETBOPUTEN | X  CYOBEKTOB, | OTIIMYHO
KOOPJAMHHUPYET UX | KOOPJAUHUPYET UX | bHO IUIAHUPYET, | XOPOILIO IJIaHUPYET,
NESITEIIbHOCTbD. NESITENIbHOCTbD. aHANIM3UPYET W | IIAHUPYET, aHAIM3UPYET U

KOOPJUHUPYET | aHAJTU3UPYET U | KOOPJIAUHUPYET

ux KOOPIAUHHUPYET | UX

JIeATEIbHOCTD. ux JIeATEIbHOCTD.
JIeSITEIbHOCTD.

B pesynbrare ocBOe€HUS AUCUUIIINHBI (MOIYJIs1) O0YUYaIOLINICS TOJIKEH:

3HATh:

- JOKYMEHTHPOBAaHHE MPOLIecca YIpaBICHUS

IMpOoHICCCOB;

pUCKaMH B paMKax OTIENbHBIX Ou3Hec-

- METOJUKY aHaJIM3a YIpaBICHYECKONH MHPOPMALIMU NPU PELUICHUN MPOU3BOICTBEHHBIX

3a1a4;

- MOPSAZOK JOKYMEHTAJbHOTO O(OPMIICHHUS PEUICHUH B YNPaBJICHUH ONEPAIIMOHHON
(IpON3BOACTBEHHON) IEATENBHOCTH OpPraHU3alN;




- METOJIbl TIOMCKA, aHaJM3a U UCIIOJb30BaHUS HOPMATUBHBIX U MPABOBBIX IOKYMEHTOB
B CBOEH MpodeCcCHOHANTBHON JeATeTbHOCTH;

- JOKYMEHTaJbHOE O(QOpPMIICHHE peIIeHUH B YIPaBICHUM ONEPAMOHHON
(MIpOM3BOACTBEHHOMN) JEATENBHOCTH OpraHu3aliid TMpH  BHEJIPEHHH TEXHOJOTMYECKHX,
IPOAYKTOBBIX HMHHOBALMM MM OPraHU3allMOHHBIX U3MEHEHMI;

YMETb:

- yCTaHaBIMBaThb W  OPraHU30BBbIBaTb KOHTAKTBl  KCIIONb3Ysl COBPEMEHHBIE
KOMMYHHKATHUBHbIE TEXHOJIOTHH;

- MPUMEHATH IpaBHjIa JEJIOBOM M Hay4dHOH A3TUKM Uil oOecriedeHus: 3((HEeKTUBHOTO
aKaJeMUYEeCKOr0 U Mpo(ecCHOHAIBHOTO  B3aMMOAECMCTBHS  MpU  JOKYMEHTHUPOBAHUU
YIPaBIEHYECKON JESATEIBHOCTH;

- TPpaMOTHO M JOCTYINHO H3JlaraTb B MHCbMEHHOHM M YCTHOM Qopme Hay4dHyl0 H
npodecCHOHATIbHYI0 HH(QOPMALMI0O Ha PYCCKOM W HMHOCTPAHHOM SI3bIKAaX, y4acTBOBAaTh B
aKaJeMUYECKHUX U MPOPECCUOHATBHBIX TUCKYCCHUSX;

- ompeAensaTb (QYHKUMH M OOSM3aHHOCTH TMOJApa3leieHUd U COTPYAHUKOB IO
00€CrevYeHNI0  BBIMIOJIHEHUS MPAaBWJI BHYTPEHHErO0 KOHTPOJIE B  LENSAX  IOBBIILIEHUS
HKOHOMHYECKOM 6€30MacHOCTH X03sIMCTBYIOIIUX CyOBEKTOB;

- pa3pabaThiBaTh MpaBUia BHYTPEHHETO KOHTPOJIS JOKYMEHTALIMOHHOTO 00ecredyeHus
YIPaBIEHYECKON JAESATEIBHOCTH;

- paboTaTh C HOpPMATUBHBIMU IIPABOBBIMU aKTaMU U HOPMATHUBHBIMU JJOKYMEHTaMU JJIs
pa3paboTKK NpaBUJI BHYTPEHHETO KOHTPOJS B IIENAX BBIABICHUS HapyUIeHUH TpeOOoBaHMIMA
SKOHOMHUYECKON O€30MaCHOCTH XO3SIMCTBYIOIIUX CYOBEKTOB;

- IOKyMEHTHPOBATh MPOLIECCHl YIPABICHUA  PUCKAMH B paMKaX OTAEIbHbIX OU3HEC-
IPOLIECCOB;

- NPOBOAUTH AHAIIU3 YNPABICHYECKON MHPOPMALIMHU NPU PELICHUH MPOU3BOJICTBEHHBIX
3azay;

- IPOBOAUTH IOMCK, AHAJIU3 U UCIIOJIb30BAaHNUE HOPMATUBHBIX U IIPABOBBIX IOKYMEHTOB
B CBOEH MPO(ECCHOHAIBHON JeATETbHOCTH;

- JOKYMEHTAIbHO O(GOpPMIIATH pELIEHHs B YNPaBIEHUH ONEPALMOHHON
(MpOM3BOACTBEHHOMN) JEATENbHOCTH OpraHu3alluid [pU  BHEJIPEHHHM TEXHOJIOTMYECKHX,
IPOAYKTOBBIX HHHOBALMM UM OPraHU3aLlMOHHBIX U3MEHEHHH.

BJIA/IETh!

- HaBbIKAMU I[IOMCKa, aHaJM3a M MCIOJIb30BAaHUS HOPMATHUBHBIX M IPABOBBIX
JIOKYMEHTOB B CBOEH Mpo(dheccroHalIbHOM 1eATeNbHOCTH;

- HaBBIKAMH JIOKYMEHTAJIBHOTO O()OPMIICHHUS PELICHUI B yNpaBICHUH ONEPAllMOHHON
(MpOM3BOACTBEHHOMN) JEATENBHOCTH OpraHu3alliid [pU  BHEIPEHHHM TEXHOJIOTMYECKHX,
MPOYKTOBBIX MHHOBALIMI WJIM OPraHU3allMOHHBIX U3MEHEHUI.

3.1. MaTtpuua cooTHecCeHHUsI TeM/pa3/1e/ioB Y4eOHOH TUCIUIJIMHBI (MOAYJs1) U
(opMupyeMBbIX B HUX YHHBEPCAJbHBIX M PO eCCHOHATbHBIX KOMIETEHIUI

Komrmerenmmn O6mee
Paznienbl, TeMbl AUCITUTUIMHBI KOJIMYECTBO
’ VK-4 IIK-4 MK-5 .
KOMIIETEH I

1. Cucrema OpraHHU3aIOHHO-
pacropsaAUTENbHON JOKYMEHTAUU

Tewma 1.1. CyniHOCTh 1 OCHOBHBIE
TIOHSATHS. COBPEMEHHOTO
JIENONPOU3BOACTBA. Y HU(PUIMPOBAHHAS X X X 3
CHCTEMa OPraHU3alMOHHO-
PacHopSIUTEILHON JOKYMEHTALUH

Tema 1.2. [IpaBuna opopmieHus
OCHOBHBIX BHJIOB OpraHU3aIMOHHO- X X X 3
pacopsiANTEIbHBIX IOKYMEHTOB




II. OpranuzaniMOHHO-paCTIOPSAUTEIbHAS
JIOKYMEHTalus

Tema 1.3. KagpoBoe 1e10mnpon3BOCTBO X X X 3

Tema 1.4. OpranuzanuonHas u
pacnopsaUTeNbHas JOKYMEHTAIHs

Tema 1.5. CripaBouHO-UH(OpMAITOHHAS
JOKyMeHTalnus. JJokyMeHTHpOBaHHE X X X 3
JEeATEeIbHOCTH KOJUIETHAJIbHBIX OPraHOB.

III. Opranuzanus JeI0MpOU3BOJICTBA HA

OpEeanpusTAH.  ApPXHMBHOE  XpaHEHHUE
JIOKyMEHTOB
Tema 1.6. Opranu3zanus X X X 3

ACJTIOIIPOU3BOACTBA HA MPCAIIPUATHH.

Tema 1.7. Cnyx0a JOKYMEHTAallMOHHOTO
oOecriedeHHs yMOpaBlIEHUS B CHUCTEME X X X 3
YIPABICHUS NPEAIPUATHEM

4. CTpyKTYypAa U cCoAepKaHUE TUCIHUIIIMHBI (MOLYJIA)
OO0miass TPyAOEMKOCTh JHUCHUUIUIMHBI COCTaBisieT 3 3aueTHble eAauHunbl, 108
aKaJIeMUYECKUX YaCOB.

4.1. O0bem AUCHMILVIMHBI (MOAYJIs1) M BUABI Y4eOHOI padoThI

KonuuecTBo akaj. 4acoB
10 OYHOM 110 3a0YHOU
Bun 3anaruii bopme bopme
o0y4eHus 00y4eHus
(6 cemectp) (4 Kypc)

OO6mias TpyJ0€MKOCTh JUCIUTUTHHBI 108 108

(Momyst)

KonraktHas paboTta 00y4aronmxcs ¢ 54 20

mpernoiaBaTenem, T.4.

AynuTOpHBIE 3aHATHS, B T.4. 54 20
JICKIINH 18 10
MPAKTUYECKUE 3aHATUSA 36 10

CamocrostenbHas pabora, B T.4. 54 84

npopaboTka yueOHOro MaTepuaia
10 TUCLUIUINHE (KOHCIIEKTOB 15 24
JeKIHA, y4eOHUKOB, MAaTEpHAIIOB
CETEBBIX PECYPCOB)
MOJIFOTOBKA K MPaKTUYECKUM
3aHATUSIM, KOJUIOKBUYMaM, 3allUTe 15 20
pedepata
BBINOJIHEHNE WHAUBUYaTbHBIX
. 15 20
3alaHui
MOJAFOTOBKA K CJa4u€ MOJYJIS
(BBITIOJIHEHUE TPEHUPOBOYHBIX 9 20
TECTOB)
KonTposb - 4




Bua uroroBoro KOHTpoOIIS | 3a4eT 3a4eT
4.2. Jlekunn
Pa3znen nucuuninHbI(MOIYJIs), TEMBI O6bem B akan.yacax | @opmupye
JISKOUH U UX MBIC
coJiep)KaHue KOMIIETEH
1IUU
OYHas 3a04Has
dopma ¢dopma
o0ydeHust | oOydeHwust
[.Cucrema opranusaiuoHHO-
pacnopsANTEIbHON JOKYMEHTAIIU!
1.1. CyuiHoCTh U OCHOBHBIE TIOHATHS
COBPEMEHHOT0 JIeJIOIPOU3BO/ICTRA. VK-1, TIK-
YHuduuupoBaHHas cuctema } 4 1 4, TIK-5
OpraHU3aIOHHO-PACTIOPSAUTEIHLHON
JOKYMEHTAIMH.
1.2. IlpaBuna ohopmiIeHUSI OCHOBHBIX
BUJI0B OpPraHU3aI[MOHHO- ) > YK-1, I1K-
pacropsIANTENbHBIX IOKYMEHTOB 4, 1IK-5
II. Opranu3zanus paboThI C TIOKYMEHTaAMHU
1.3. KagpoBoe nenonpon3BoAcTBO ) ) VK-1, TIK-
4, TIK-5
1.4. Oprann3zanuoHHas u ) i VK-1, IK-
pacnopsaauTesbHasg JOKYMEHTAIU 4, IIK-5
1.5. CnpaBo4yHO-uH(OpMAIIOHHAS VE-1. TIK-
JNOKyMeHTanus. JIOKyMEeHTUpOBaHHE 2 2 a, H,K- 5
JESTEIbHOCTH KOJUIETHAJIBHBIX OPIaHOB.
[II.Opranu3zanus  1€IONPOU3BOJICTBA Ha
MIPEANPUATHH. ApXuUBHOE  XpaHEHHUE
JIOKYMEHTOB
1.6. Opranuzauus A€IONPOU3BOACTBA HA 4 ) VK-1, TIK-
PENIPUATHH. 4, IIK-5
1.7. Cmyx0a JIOKYMEHTAI[MOHHOTO V-1, TIK-
obecrnieueHus YNpaBIeHUs B CHCTeME 2 1 4, TIK-5
yIpaBJIeHUs] OpraHu3aluen.
WUTOTO 18 10

4.3. IIpakTHyeckue 3aHATUSA

OO0bem B akaj. yacax dopmupye
MBbIE
Pazgen nuctunauael (MOIYJIs), TEMBI KOMITIETEHI
MPaKTUYECKUX 3aHATUI U UX COACpIKAHUE 374
oudHas popMa | 3ao4dHas Gpopma
o0yueHUs o0yJeHus
[.Cuctema opranuzaimoHHO-

PACIOPSAIUTCILHON JOKYMEHTALMHI

1.1. CYmmHOCTh U OCHOBHBIC HOHSATHS 2 1 VK-1, ITIK-4,




COBPEMEHHOI'O JEIONPOU3BOACTBA. IIK-5
YHudumnupoBanHas cucrema
OpraHU3alMOHHO-PACTIOPSAIUTEIBHON
JIOKYMEHTAIUH.
1.2. IIpaBuna opopmiieHUS] OCHOBHBIX VK-1, TTIK-4,
BHJIOB OPraHU3alMOHHO- 2 1 I1K-5
pactopsIUTEIbHBIX JOKYMEHTOB
I1.Opranuzaius paboThI ¢ TOKYMECHTMH
1.3. KazgpoBoe 1eonpou3BoICTBO 10 1 VK-1, I1IK-4,
[IK-5
1.4. OpranuzanyoHHas 1 6 | VK-1, TTIK-4,
pacnopsaauTesibHasg JOKYMEHTaIU IIK-5
1.5. CripaBo4HO-HH(OpMAIIMOHHAS VK1, TIK-A4,
JNOKyMeHTanus. JIOKyMeHTUpOBaHHE 10 4 K-5
JIeSATEIbHOCTH KOJUJIETHAIbHBIX OPTaHOB.
[II.Opranuzanust JelONpOU3BOACTBA Ha
NpEANPUITHH. ApXMBHOE  XpaHEHHUE
JIOKYMEHTOB
1.6. Opranuzanus 1eI0NpPOU3BOJICTBA HA 4 1 VK-1, I1K-4,
NPEANPUATHH. I1K-5
1.7. Cnyx0a JOKYMEHTAIMOHHOTO VK-1, TK-4,
obecrieueHus YNPaBIICHUA B  CHCTEME 2 1 K5
YIPaBJICHUS] OpraHU3aluei.
WUTOTO 36 10
4.4. JIabopaTopHbie padoThI He MPETYyCMOTPEHBI
4.5. CamocTosiTe/IbHASA PA00TA 00YYAIOIIMXCH
Paznmen O0beM ak.4yacoB
JTACITUTITUHBI( MOY IS Bux camocTosTenbHON paboThI ouHast popMa 3aouHas Gopma
) o0yueHus o0yueHus
IIpopaboTka yyeOHOro Marepuana
10 TUCHHIUINHE (KOHCIIEKTOB 4 7
JeKnui, y4eOHHKOB, MaTepUaioB
CETEBBIX PECYPCOB)
1. Cucrema
HO}IFOTOBKa K MPAKTUICCKUM
OpraHMU3aIOHHO-
. | 3aHATHSAM, KOJUIOKBHYMaM, 3aIlIUTe 4 7
pacnopsiAuTEIbHOU
pedepara
JOKYMCHTAIuH
BeimonHeHe MHIMBHIYlTbHBIX 4 .
3aJaHui
[ToaroroBka Kk crade MOIyJIs
(BBIMIOJIHEHUE TPEHUPOBOYHBIX 4 7
TECTOB)
[TpopaboTtka yuebHOTO MaTeprana
2. Opranuzanus M0 TUCIUIUTNHE (KOHCIIEKTOB 4 7
paboThI ¢ JeKIHH, y9eOHHKOB, MaTEPHUAIOB
JOKYMECHTaMH CETEBBIX PECYPCOB)
HO,ZIFOTOBKa K MPAKTUICCKUM 5 7

3aHATUAM, KOJIJIOKBUYMAaM, 3allIUTC




pedepara
BrImonmHeHEe WHIMBUTYTBHBIX
3aJjaHui

[ToaroroBka K crave MOy
(BBIMIOJIHEHUE TPEHUPOBOYHBIX 5 7
TECTOB)

[TpopaboTtka yuebHOTO MaTeprana
10 AUCHUILINHE (KOHCIEKTOB
JeKIHH, y4eOHHKOB, MaTEPHUAIOB
3. Opranuzanus CETEBBIX PECYPCOB)
nenornpousBojacTBa | IloaroroBka k mpakTHUECKUM

Ha TPEANPUITHH. 3aHATHSAM, KOJUIOKBHYMaM, 3aIluTe 5 7
ApxuBHOE XpaHeHHe | pedepaTa

JIOKYMEHTOB Brimonnenne nHAUBUAYATBHBIX
3aJaHul

MOArOTOBKA K CAAY€ MOIYJIS
(BBITIOTHEHUE TPEHUPOBOUHBIX 5 7

TECTOB)

Kontpons - 4

Hroro 54 84

[lepeueHr y4eOHO-METOIUYECKOTO OOEcTeueHuss i CaMOCTOSATENbHONW paboThl 110
JTUCHUILIUHE:

l.Jleeuna M.B. VY4eOHO-METOAMYECKUH  KOMIUIEKC IO  AWCHHUILIUHE  (MOIYIIIO)
«JlokyMeHTanimoHHOEe o0ecrieueHne ympasieHus». MuuypuHck: W3n-Bo Muuypunckoro ['AY,
2022 r.

4.6. BoinosiHeHHEe KOHTPOJIBLHOM PadoThl 00y4aI0IIMMUCH

3204HOM (POPMBI 00yUeHH I
KontponbHas pabora mo gucuuminHe (MoAyiro) «JloKyMeHTalmoHHOEe oOecreueHue
YHOPAaBJICHUA 3aKIIIOYACTCS B HAITMCAHUHN pa6OTI)I C IOCJIbIO:

® 3aKpCIJICHUA, er’Iy6J’IeHI/I${ n O606H.[CHI/I}I 3HaHUK 110 AOKYMCHTHPOBAHUTIO
YIIPABJICHYECKOU EATEIBHOCTH;

® 3aKpeIUICHUSI HABBIKOB PAa0OTHl C HAy4YHOH JIUTEPaTypod M  SIEKTPOHHBIMH
HCTOYHUKaMH,

® ICMOHCTpAllMU HABBIKOB MCIIOJIb30BAHUsI COBPECMCHHBIX I/IH(l)OpMaI_II/IOHHBIX TEXHOJOT Ui
B ACJIONPOU3BOACTBE,

L (bOpMHpOBaHI/I}I HaBBIKOB BCACHUA OpraHI/ISaHI/IOHHO—paCHOpHHHTeHLHOﬁ JAOKYMCHTallUKU
B COBPCMCHHBIX YCJIOBUSIX.

KoHnTponbHast paboTa BEITIOTHSIETCS 00yUYaIOMUMCSI CaMOCTOSITEIIbHO, HOCUT TBOPYCCKUI
XapakTep, AOJKHA COACPIKATH aHAJIUTHYECKUH O630p HaquofI JIUTEPATyphbl, BKJIKOYasd
myOJMKAIIMU TEKYIIETO rofla, CTaThbH B JKypHAJIaX IO YTBEPKIACHHOU TEME UCCIIEAOBaHUS.

MCTO,Z[I/I‘ICCKI/IC YKa3aHusa 110 BBIIIOJIHCHUIO KOHTpOJ’IBHOﬁ pa6OTBI Io AJUCHHUIIIIMHC
«/lokymMeHTalImOHHOE O0ecTeYeHne YIpaBICHUSD» I OOYYaIOUIMXCS 3a09HOM  (OpPMBI
oOyueHnus conepxat 30 BapuaHTOB MO 2 BOIIPOCa B KaXKJIOM BapHaHTE.

4.7. Conep:kanue pa3iejioB JUCHUILIMHBI (MOLYJIA)

Pa3nes I. Cucrema opraHM3alMOHHO-PACTIOPSAANTEIbHON JOKYMEHTALUN



Tema 1.1. CyniHOCTh M OCHOBHBIE TOHATHSI ~ COBPEMEHHOIO JEJIONPOM3BOICTBA.
YHupuuUpoBaHHas CUCTEMa OPTaHU3ALMOHHO-PACTIOPSIUTEIEHONW JOKYMEHTAIH

Jlenonpon3BoACTBO Kak (yHKUMSA yhpaBieHus. YHUPUKaLUMS U CTaHJapTU3ALUS
nokymeHToB. Kiaccudukanus aokymeHTtoB. HopmaTHBHO-METOIUYECKHE JIOKYMEHTHI IO
JOKYMEHTHUPOBAHHUIO YNPABICHUECKON NEATENIbHOCTH W OpPraHu3alud padoThl C IOKyMEHTAMHU.
Hcropudeckue actieKTsl pa3BUTH 1€J10NIPOU3BOICTBA B Poccun.

CraHoBiieHHE YHU(MUIUPOBAHHON CHUCTEMBl OpraHU3aLUOHHO-PACIIOPAIUTENILHOMN
nokymentaiun B Poccum. Ilonstue pexBusuta gokymeHta. OdopMieHue OTAENbHBIX
pexBu3uTOB OKyMeHTOB B cooTBercTBUU ¢ 'OCT P 7.0.97-2016 «Cuctema crangapToB IO
uHpopManuu, OMOIMOTEUHOMY U HM3AaTeNbcKoMy aeny. OpraHu3anoHHO-PAaCHOPSAUTEIbHAS
noKyMeHTalus. TpeboBanus K 0pOPMIIEHUIO TOKYMEHTOBY.

Tema 1.2. IIpaBuna opopmiieHHs OCHOBHBIX BUJIOB OpPraHU3alMOHHO-PACIIOPSIUTEIbHBIX
JIOKYMEHTOB

OcHoBHble  TpeOOBaHMs, TpPEABABISAEMbIE K  COCTaBJICHHUIO  yIpPaBICHUYECKON
nokyMmeHTtanuu. @opmatsl nucrta. Pasmepsl noneil. Hymepanus crpanun. biaanku opranuzanuu:
OJlaHK HUChbMa, OJIaHK BUJIa JOKYMEHTA, OJJaHK JOJKHOCTHOTO Jinia. OCOOEHHOCTH COCTaBIEHUS
OTJENBHBIX BHUJIOB JOKYMEHTOB. lcmoip3oBaHME OTTUCKAa IMedaTH MNpu  o(opMIIeHUU
JNOKYMeHTOB. [IpuMeHeHne HMHQOPMAIIMOHHBIX TEXHOJIOIMHA MpH TMOATOTOBKE JIOKYMEHTOB.
JlokyMeHTHUpOBaHHE Tpoliecca yrnpaBieHus puckamu. TpeGoBaHusl K 00€CIIEUCHUIO COXPAaHEHUS
KOMMEPYECKOW TANHBI.

Paznea I1. Opranuzauus padoThl ¢ JOKYyMeHTAMH

Tewma 1.3. KagpoBoe 1ei10npon3BoCTBO
CoctaB u Buabl J10KyMeHTOB. [lopsnok odopmieHus ¥ HOpPMAaTUBHBIE TpeOOBaHMSA K
KaJpoBOM JNOKyMeHTanuu. [Ipmpanume nOKymMeHTaMm IOpUAMYECKOM cwibl. J[OKyMEHTHpOBaHUE
npoleaypsl IpUeMa, NMepeBoja, YBOJIbHEHUS paOOTHHKOB. ABToOHOrpadus. XapakTepUCTHKA.
JIn4HbIA TUCTOK 1O y4eTy KaapoB. Pestome. JInunoe aeno. TpyaoBas KHHKKA.

JloKyMeHTHpOBaHHE TPEAOCTABICHHUS OTIYCKOB, HampaBieHUs paOOTHUKA B
KOMaHJIUPOBKY, O(OpMIIeHHE TOOIIPEHNH u B3bICKaHWi. [IprMeHeHWe WHGOPMAIMOHHBIX
TEXHOJIOTHM.

JIOKyMEHTAITMOHHBIN aHaIn3 (PUHAHCOBO-XO3SHUCTBEHHOW JESITEILHOCTH M yIPABICHHUE
pUCKAaMM B COOTBETCTBMM C HOPMamu KOPIOPATUBHOM KyJbTYpbl. AHaIM3UpPOBaTh U
KJIaCCU(PUITUPOBATL O0NBIION 00beM mHpopManuu. TpeOboBaHUS K OOCCIICUCHUIO COXpPaHEHUS
KOMMEPYECKOW TalHBI.

Tema 1.4. OpranuzanvoHHasi 1 pacnopsiAUTeIbHas TOKyMEHTALINS
Opranu3anuoHHbIe JTOKYMEHTB (YCTaB, YYPEIUTEIBHBIA JOTOBOP, IIOJIOKCHHE O
NPEANPUATHH, TOJIOKEHHE O CTPYKTYPHOM TOAPA3ICICHUH, TODKHOCTHAS WHCTPYKIIHS,
periamMeHT, IITaTHOe pachucaHue W Jp.). PacmopsaurenbHble JTOKYMEHTHI  (TIpUKa3,
pacropsbKeHHe,  yKa3aHue,  pelleHHe, yKa3, I[OCTAHOBJICHUE). Hcnonp3oBanue
WH(POPMAITMOHHBIX TEXHOJIOTHMA TpHU  pa3pabOTKe W TPOCKTUPOBAHWU OPraHU3AMUOHHBIX W
pacropsAUTEIbHBIX JOKYMECHTOB.

AHanu3  ymnpaBieHYeCKOW WHGOpMAanMKW TNPH  TOATOTOBKE W YTBEPKICHHH
OpPraHU3aIMOHHON M PACHOPSAUTEIILHON JTOKYMEHTAIIMU. AHAIM3UPOBATh U KIACCUPHUIIMPOBATH
Oomnpmiolt o0beM uHpopManuu. TpeOoBaHWsS K OOSCIEUYCHUIO COXPAHCHHS KOMMEPYECKOH
TaiHBbI.

Tema 1.5. CrpaBouHo-uH(OpMaIMOHHAS TOKyMeHTalus. J[enoBoe MuchMo.
JlokyMeHTUPOBaHHE IEITEIILHOCTH KOJUIETHATIBHBIX OPTraHOB
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HenoBoe mucbMo. PexkBH3UTHI JenoBoro muchbma. Knaccupukanus —el10BBIX IHCEM:
MPOCHOBI, TapaHTUHHBIE, COIPOBOAUTEIbHBIE, NH()OPMALIMOHHBIE, IUPKYJISIPHbIC, HATOMUHAHUS,
HOJTBEPIKJICHHS, MPUIJIALICHNs, 3apockl U OTBeThl. Kiaccupukamuss KOMMEpPUYECKUX MHCEM:
3ampoc M OTBET, odepra U OTBET, pekiamanus (mpeteHsus) U oreer. [IpaBuna odopmienus
nenoBoro mnucbma. CTpyKTypa, CTaHAapTHbe ¢pa3bl U BbelpakeHUs. Kinme B nenoBoif
nepenucke. TpeOoBaHHMA K A3BIKY M CTWIIO H3JIOKEHUsS. BeneHue mnepenucku BHYTpPU
OpraHM3alUK:  CIPaBKU, JTOKIAJAHBIE M OOBSICHUTEIbHBIC 3alUCKU, AKTHI, MPOTOKOJBL. ODTHUKET
JIETI0BOTO TIUChMA.

Hcnonb3oBanne MHPOPMALMOHHBIX TEXHOJIOTUI TIPH COCTABIICHUH, PETHCTPALIUU U OTIPABKE
JIETIOBBIX MTHUCEM.

[ToaroroButensHast paboTa K MPOBEACHUIO COOpaHMA M JAPYTrUX NPOTOKOJIBHBIX
MEpOIPHUATHI B OpraHU3alMi: COCTABJIICHHWE SBOYHOTO JIMCTAa, BbIpaOOTKA IOBECTKU JIHA,
COCTaBJIEHUE NPOrpaMMbl IPEObIBAHUS JeJIeralui, JIaHUPOBAHUE U KYJIBTYPHBIX MEPOIPUSATHIH,
nonapku. CocraBieHue Mmporokosa. Beimucka u3 npotokona. [Ipumenenne nHGOpMaAIMOHHBIX
TEXHOJIOTUM.

AHanu3 ynpaBiieHYecKoW HH(QOpMAUU NPHU MOArOTOBKE U YTBEP)KIECHUHU CIIPaBOYHO-
UH(POPMALMOHHON JOKyMeHTaluu. JIOKyMeHTUpOBaHHE Mpoliecca YIPaBICHUS PUCKaMU IpU
paboTe c ymnpaBleHYECKMMH JOKYMEHTaMU. AHaIU3UpOBaTh U KIACCHUPUIMPOBATH OOJIBLION
o0beM nHpopmanuu. TpeGoBaHus K 00ECTIEUEHNIO COXPAaHEHU KOMMEPUECKOM TalHbI.

Paspea I11. Opranusanus AeJ10NpOU3BOACTBA HA NPEANPHUATHH.
ApXHBHOE XpaHeHHE JOKYMEHTOB

Tema 1.6. Opranuzanus AeI0NpOU3BOACTBA HA IPEAIPUATAN

[Ipuem u mnepBuyHas oOpabOTKa BXOIALIMX JOKYMEHTOB. Perucrpanusi JAOKyMEHTOB.
Perucrpanmonnsie ¢opmbl U uX 3anoiHeHue. OO6paboTka HMCXOAALIIMX NOKYMEHTOB. Cpoku
UCIIOJTHEHUS I0KyMeHTOB. KynbTypa paboThl ¢ TOKyMEHTaMH Ha pabOyuX MecTax.

ITonatue poxkymeHtooO6opora. OCHOBHBIE JTambl JAOKyMeHTooOopoTa. Ilpuem wu
nepBuyHas o0OpaboTKa BXOJAIIMX JAOKyMeHTOB. Peructpaius nokymeHToB. PeructpannoHHble
¢dopmbl M ux 3anoigHeHue. OOpaboTKa HCXOAAMUX JOKYyMEHTOB.  CpOKM HCHOJIHEHUs
JIOKyMEHTOB.

OcHoBHBIE TpeOoOBaHMsS K CpeACTBAM M CHCTEMaM »3JIEKTPOHHOIO JOKYMEHTO000pOTa.
3aKOHOAATETHbHOE U HOPMAaTUBHO-METOINYECKOE PEryJIMPOBAHUE MCIIONb30BAHMS 3JIEKTPOHHBIX
JOKYMEHTOB M 3JEKTPOHHO-LM(poBoi moanmucu. OCOOEHHOCTH COCTaBJIECHUS AIIEKTPOHHBIX
JIOKYMEHTOB. ABTOMaTHU3allUsl KOHTPOJIS HAJ XOJIOM MCIIOJIHEHUS JOKYMEHTOB. Mcmonb30Banue
U npuMeHeHue MHTepHeT-pecypcoB.

CoBpeMeHHBIE CHCTEMBbl aBTOMATU3alUM JIEJONPOU3BOJACTBA M JOKYMEHTOOOOpOTA!
EB®PAT-/lokymentoo6opot. MHpopManmoHHO-cripaBouHble cucteMbl: KoHncynpTanT, ['apaHr.
Kpurepun Be160pa aBTOMaTU3UPOBAHHBIX CUCTEM.

HopmatuBHO-MeTOIMUECKask JOKYMEHTAIMSI 10 apXUBHOMY Jely. 3akoH «O0 apXMBHOM
nene B Poccuiickoit @enepanum». Homenknatypa nen u mopsiiok padboTsl ¢ Heil. DopmMupoBaHme
nen. Xpanenue nen. I[Ipumenenue nH(OpMAIIMOHHBIX TEXHOJIOTHIA.

JIOKyMEHTUpOBaHME  IIpolecca  YNOPaBJICHHWs ~ PUCKaMM  IPU  OpraHU3aLUHU
JIEJIONPOU3BOJACTBA HA MNPEANPUATUH. AHAIU3 yNPaBICHYECKONW INOKYMEHTAlUU BXOZSIIEH U
UCXOIAIICH JOKYMEHTAaluW. AHAIM3UpPOBATh W  KiIaccu(uIupoBaTh OONBIION 00beM
uHpopmanuu. TpeboBaHuUS K 00ECIIEUEHUIO COXPAaHEHNsI KOMMEPUECKOM TalHbI.

Tema 1.7. Cayx0a 10KyMEHTallMOHHOTO 00€CIIeYeHHUs YIIPABICHUS B CUCTEME YIPaBICHUs
MPEATPUATHEM

Ponp 1 MecTo ciykObl JOKYMEHTALMOHHOTO OOECIEeUYEeHUsl YIpPaBICHUS B CHUCTEME

yOpaBieHusl opraHuzauued. B3aumoneicTBue ciayxObl J€IONPOU3BOJACTBA € APYTUMHU

CTPYKTYPHBIMM NOApa3AeiaeHHus opraHu3anuu. JlOJKHOCTHON cTaTyC U (YyHKIMH CIIeLUaIucTa

CITy’)KOBl TOKYMEHTAIIMOHHOTO OOECIICYEHHUSI YIPABICHYECKOH MAEATENbHOCTH B CTPYKType



opraam3anuu. Opranuzanus pabodero Mecra.

JlokymMeHTHpOBaHNE mpoiiecca yIpaBICHUS pUCKaMH npu OpraHu3aIu
JIJIONIPOU3BO/ICTBA HA MPEANPUATUU. AHAIU3 YIPaBICHUYECKON JOKYMEHTAIlMU BXOIAIICH U
HUCXONSIIEeH JOKYMEHTAIlMU. AHAIM3UPOBAaTh MW KJIAaCCU(UIMPOBATH OOJBINON 00BEeM
uHpopMaimu. TpeGoBaHUS K 00ECTICUCHUIO COXPAaHEHHSI KOMMEPYECKOM TaltHBI.

5. O0pa3oBaTesibHbIE TEXHOJOTHH
[lpy w3ywyenuum aucuuIUIMHBL  (MonyJsi)  «JloKyMeHTalMoHHOe — oOecreueHue
YHOpaBJICHUA» HCIIOJIB3YCTCA HWHHOBAIIMOHHAA O6p330BaTeHBHa${ TEXHOJIOTUSI Ha OCHOBE
HUHTCrpallii KOMIICTCHTHOCTHOTO U JIMYHOCTHO-OPUCHTHUPOBAHHOI'O IMOAXOAOB C 3JICMCHTaMU
TPAAWIIMOHHOTO JICKITMOHHO- CEMHHAPCKOTO M KBa3WUIIPO(PECCHOHAIBHOTO OOYyYCHHS C
UCIOJIb30BAHUEM MHTEPAKTUBHBIX ()OPM MPOBEACHUS 3aHATUH, UCCIIEOBATEIBCKON MPOESKTHOM
ACATCIIbHOCTH U MYHBTHMCHHﬁHBIX yLIe6HBIX MaTCpHAJIOB.

Bu1 yucOHBIX 3aHATHIA dopMa OpoBeJICHUS

Jlexiun MHTEpaKTHBHAas  (opMa  -MPE3CHTAIMH  C
WCIOJIb30BAHUEM MYJIbTUMEIUUHBIX CPEACTB
C TOCJIEIyIONIMM OO0CYXJICHHEM MaTepHalioB
(JTex1ms —BU3yaJIM3alIInsl)

[TpakTHyeckue 3aHATHS MHTEpaKTUBHAs bopma— peleHue
KOHKpPETHBIX  3a/Jay -CUTyauu#d (pelieHue
KEeHCOB) MO YCIOBHBIM U  (aKTHUECKUM
JaHHBIM, UMUTHPYIOIUX NPO(ecCHOHAIBHYIO
NesITeIbHOCTh 1 HAllPaBJIEHHBIX Ha BBIPAaOOTKY,
OLIEHKY M BBIOOp TIpynmnoi oOyuarommxcs
QITOPUTMOB TIO0 MPOOJIEMHBIM  CUTYaLHsIM
XO3AUCTBYIOIMX CYOBEKTOB HA MUKPO-, ME30-
U MaKpOYpOBHE

CamocrosiTenpHas paboTa 00y4yaromuxcs COUYETaHWE TPATUIIMOHHON (opmbl (paboTa ¢
y4eOHOW M  CHOPaBOYHOW  JIUTEPATypoOH,
M3YYCHHE MAaTepPHAIOB HWHTEPHET-PECYpPCOB,
MOATOTOBKA K TMPAKTUYECKUM 3aHITUSIM U
TECTUPOBAHUIO) W HMHTCPAKTUBHOW (HOPMBI
(BBITIOJIHEHNE WHIUBUAYAIbHBIX U TPYMIIOBBIX
HCCIIE0BATEIIbCKUX MPOEKTOB)

6. OueHo4YHbIE CPeACTBA AUCIHUTIIAHBI (MOIYJIs)

OCHOBHBIMU BUJAMU JUCHMIUTMHAPHBIX OLICHOYHBIX CPEICTB NMpHU (YHKIHOHUPOBAHUHU
MOJ1yJIbHO-PEUTUHIOBOM CUCTEMBl OOYYEHHS SBISAIOTCA: HA CTaAuM PYyOEKHOIrO pEeHTHHra,
(dbopMHupyeMOro mo pe3yiabTaTaM MOJIYJBHOIO KOMIBIOTEPHOIO TECTHPOBAHUS — TECTOBBIC
3a/laHusl; HAa CTa/IUU MOOLIPUTEIHLHOTO PEUTHHTa, (OPMUPYEMOTO IO pe3yJibTaTaM HalUCaHUs U
3alIUThl pedepaToB IO aKTyalbHOHW NpoOJeMaTHKE, OLEHKH OTBETOB OOydYarollerocs Ha
KOJUIOKBUYMaAX, pCHICHUA 3aaa4 MOBBIIIIEHHON CJIOKHOCTH — peq)epaTLI, KOJUIOKBUYM H 3aaa4u
IOBBIIIEHHON CJOXHOCTH; Ha CTaJuM HPOMEXKYTOUYHOIO pEHUTHHIa, OIpPEeessieMoro Io
pe3yiapTaTaM CcAadd 3adera — TEOPETUYECKHE BOMPOCHI, KOHTPOIHMPYIOIIHE TEOPETHUECKOE
colaepkaHue y4deOHOro Marepuana, W  TPAKTUKO - OPHEHTUPOBAHHbIE  3aJaHMI,
KOHTPOJIUPYIONINE TMPAKTUYECKHE HABBIKM W3 Pa3IMYHBIX BUAOB NPO(eCcCHOHATBHON
nesrenbHocTH oOyyvaromerocst no OIIOII nanHoro HampasiaeHus, GopMUpYyeMbIe IPH U3YyUEHUH
JUCHUIUTNHBI «J{0OKyMEHTallMOHHOE 00eCIIedeHHE YIIPaBICHUS.

6.1. ITacnopT (poHIA2 OLEHOYHBIX CPEACTB MO JUCHHUILIHHE (MOIYJII0)
«JloKyMeHTalnOHHOoe o0ecnieyeHHe YIpaBJIeHHs»

Ne KonTponupyemsie Tembl Kon
n/n JUCLMIIIINHBI KOHTPOJIUpYE Oneno4Hoe cpeacTBo
MO




KOMIIETEHIINH
HAaUMEHOBaHUE KOJI-BO
CylUIHOCTh U OCHOBHBIC TOHITHS TecToBbIe 3aMaHus 20
COBPEMEHHOI'0 Temebr pehepaToB 7
€JIOIIPOM3BO/ICTBA. Bompoch! 1 3auera 3
1 AACTIONPOUSBOL VK-1, [IK-4, POCHLAL
YHupUIMpoBaHHAsS CUCTEMA ITK-5
OpraHU3aIMOHHO-
pacrnopsaIuTenbHON
JIOKYMEHTAITU!
TecToBEIe 3agaHKs 25
) [IpaBuna opopmiTeHHS] OCHOBHBIX VK-1, [IK-4, TemsI pedpepaton 4
BHJIOB OpTaHU3aIMOHHO- K5 Bomnpoch! /Ui 3aueTa 3
PaCHOPSIIUTENBHBIX TOKYMEHTOB
TecToBbIe 3a1aHUs 10
3 KazipoBoe 1e70npon3BOICTBO YK-1, IIK-4, | ey pedepatos 3
TIK-5 Bomnpocs! 15 3auer 3
4 OpraHu3aImoHHast 1 VK-1. [IK-4 TecroBble 3aganus 10
pacnopsaMTeNbHas TOKYMEHTAIHS Hi(— 5 > | Temsl pedeparos 4
Bomnpoch! mist 3auera 4
CrpaBouHo-UH(pOpPMaAIIMOHHAL TecToBbie 3amaHus 15
p p
JOKyMeHTanus. JleaoBoe muceMo. Tewmsl peepatoB 6
5 JlokymMeHTHpOBaHUE VK-1, IIK-4, | Bonpocs! a4 3a4eTa 4
JIeSITeNIbHOCTH KOJIJIETHAIbHBIX IK-5
OpraHoB
TecToBbBIC 3a1aHUA 10
6 Opranuzarus JeI0IpON3BOICTBA VK-1, TIK-4, | Temsi pechepaton 5
Ha IpCATpHATHH [K-5 Bompocs! as 3auera 4
Ciyx0a JOKyMEHTAIIHOHHOTO TecToBBIE 3aaHUA 10
7 obecrieueHus yrpaBiicHHs B VK-1. [IK-4 Tewmsl pehepatoB 6
CUCTEME yTIPaBJICHUS Hi(— 5 " | Bonpocsl 1 3a4eT 3
opranuzanuent

6.2. IlepeyeHb BONPOCOB A1 3a4eTa

1. ITonstue nenonpousBozactaa. (YK-1, I[1K-4, I1IK-5)

2. Pomp mOKyMeHTa B pasIUYHBIX OOJIACTSIX MAEATENbHOCTH oOmiecTBa (TMpUBECTH

npumepsl) (YK-1, T1IK-4, T1K-5)

3. Uctopus pa3sutus nenomnpoussojctsa B Poccun. (YK-1, I1K-4, T1K-5)

4. CymHocTh yHUHKAIMU U cTaHAapTu3aunu nokymenTos. (YK-1, I1K-4, TTK-5)

5. Onpenenenue

rOCyIapCTBEHHOM
ynpasnenus. (YK-1, IIK-4, [1K-5)

CHUCTCMBI

6. ®ynkuun aoxkymentos. (YK-1, I[1K-4, [1K-5)
7. 3HaueHue knaccudukanuu ynpasiaeHueckoi fokymenrtamuu. (YK-1, IIK-4, I1K-5)

8. HopmaTuBHO-1IIpaBOBbIE

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

JIOKYMEHTHI,

peryiaMeHTHPYIOIINe

JOKYMCHTAlITMOHHOT' O

obecrneueHus

ACJIOMPONU3BOACTBO

9. TpeboBanus k O61ankam ¢ nuzodpakenuem ['ocynapcrsennoro repda PO. (YK-1, I1K-4,

TK-5)

10. Cuctema 1OKyMEHTOB 10 JITYHOMY COCTaBY.

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



11. ®yHkuny ¥ BUAbI OPraHU3alMOHHBIX M PacHOPSAUTEIbHBIX TOKyMEHTOB. (Y K-1,
[1K-4, TIK-5)

12. Bunsl cnpaBouHo-uHpopMannoHHoi nokymenranuu. (YK-1, ITK-4, I[1K-5)

13. MeponpusiTuss MO TOJATOTOBKE K COOpPaHMIO, COBEIIaHHWE M JOKYMEHTHPOBAHUE
NEeSTeNIbHOCTH KoJulernanbHbIX opranoB. (YK-1, I1K-4, I1K-5)

14. Jloxnanueie (ciayxeOHble) 3anucku. CocTaB peKBU3UTOB, OCOOEHHOCTH COCTABIJICHUS.

(YK-1, I1IK-4, TIK-5)

15. Ycras, Ilonoxxenue 06 opranuzanuu, IlogoxkeHue o CTpyKTypHOM MOApa3IEICHUH.

(YK-1, I1IK-4, TIK-5)

16. loxymentoo00poT. D¢ dextruBHbIil nokymeHTo000poT.(YK-1, [TK-4, TIK-5)

17. 3apaun 1 QyHKIUH CIyKObl JOKYMEHTAMOHHOTO 00ECTIeYeHHsI B OpraHn3alluy.

(YK-1, TIK-4, T1K-5)

18. Opranuzanus paboyero MecTa CHelHaIncTa CIy>KObl TOKYMEHTAllMOHHOTO
obOecneuenus ynpasnenus  (YK-1, I1IK-4, [1K-5)

19. ®ynkuuu apxuBHoro xpanenus qokymeHtoB. (YK-1, [1K-4, [TIK-5)

20. TpeboBanus Kk 00eCNEUYEHHUIO COXPAaHEHUS KOMMEPUECKOM TallHbl MPHU YNpaBICHUU
kagpamu. (YK-1, I1IK-4, T1IK-5)

21. TpeboBanus Kk 0OECHEUEHUIO COXPAHEHUS] KOMMEPYECKOHN TalHbI pU 0POpPMICHUU
cnpaBoyHO-uHbopManmonnoi nokymentanuu. (YK-1, I1K-4, I1K-5)

22. AHanu3  OpraHu3alOHHO-PACIOPSIUTEIbHON BXOIAIIEM W  UCXOAAIeH
nokymentanuu. (YK-1, I[IK-4, TTK-5)

23. JlokyMEHTUpOBaHUE  IIpoliecca  YNpaBICHHWs  PUCKaMU INpU  OpPraHU3ALMH
nenonpousBozcTsa Ha npennpustuu. (YK-1, I1K-4, I1K-5)

24 JIOKyMEHTUPOBAaHUE IIpoLecca YNPABICHUS B UYPE3BbIUAHHBIX U  KPU3HMCHBIX
CUTyalUsX KaK 4acTb npouecca ynpasienus puckamu. (YK-1, [1K-4, T[TIK-5)

25.J1okyMeHTHpOBaHueE npoliecca ynpasieHus puckamu. (YK-1, ITK-4, I1K-5)

6.3. IlIkana oeHOYHBIX CPeICTB

[Mpu QyHKIMOHUPOBAHUN MOIYITHHO-PEHTHHIOBOI CHCTEMBI OOYUYCHHS 3HAHUS, YMEHHS
U HaBBIKH, NpHOOpeTaeMble 00yUYaroIUMUCS B MPOLIECCE N3YYEHUs JUCLUIUIMHBL, OLEHUBAIOTCS
B PEUTHMHTOBBIX Oainax. YdeOHas NUCIMIUIMHA WMeEeT WTOTOBBIM pedtmHr — 100 OGamios,
KOTOpBIA cKiIangpiBaeTca u3 pyoOexkHoro (40 Oamno), mpomexytouHoro — (50 6amioB) u
noompurenbHoro peituara (10 6GamioB). MToroBas oneHka 3HAHUN OOydYaroUUXCS IO
JTUCLUIUIMHE OTpeNeNsieTcsl Ha OCHOBAaHMU IE€PEBOAA MTOTOBOTO PEUTHMHIA B 5-TH OaTIbHYIO
IIKaJly C YYETOM COOTBETCTBYIOIIMX KPUTEPUEB OIICHWBAaHUSA. Bce KOMIUIEKTHI OIEHOYHBIX
cpeacTB (KOHTPOJIBHO-M3MEPUTEIFHBIX MAaTepHajoB), HEOOXOMUMBIX JUISI OLEHKH 3HAHHM,
YMEHUH, HAaBHIKOB W (WJIM) OIBITA JAEATEIHHOCTH, XapaKTEePHU3YIOIIHE ATarbl (HOPMUPOBAHHS
KOMIIETEHIIUA B MPOLECCE OCBOCHMS AMCLUUIUIMHBI (MOAYJIs) IMOAPOOHO MpENCTaBIECHbl B
nokyMeHTe «DOH]] OLIECHOYHBIX CPEACTB AUCLHUILIUHBI (MOIYJIS)».

OueHouHble
YpoBHU OCBOCHUS
. Kpurepun onienuBanus cpeacrTaa
KOMITETCHITHIA
(kK0JI-BO OaAJIIOB)
[IponBunyTHIT — TOJIHOE 3HaHHME Y4eOHOro marepuana TECTOBBIE
(75 -100 6annoB) U3 pa3HbIX TEM AMCLHUILUIMHBI (MOXYJIS) C 3a/laHus
«3aYTEHOY pacKpbITHEM  CYIIHOCTH H  00JIacTH (30-40 6annoB);
MIPUMEHECHUS JIOKYMEHTUPOBaHUS pedepar
YIIPaBICHYCCKOU IEeITCIIbHOCTH; (KOJIIIOKBHYM)




—YMCHHUC $ACHO, JIOTHYHO U TIPaMOTHO
n3J1arath W3Yy4YEHHBIN Marepuan,
IMPOU3BOAUTH COGCTBGHHBIC
Pa3MBIIUICHUS, JeJaTh YMO3aKIIOUCHUS U
BBIBOJIBI C l[06aBJI€HI/IeM KOMMCHTApPUCB,
MOSICHEHUH, OOOCHOBAaHHM, KPUTHYECCKU
OLICHUBAThb npeajaracMbIC BApHUAHTLL

peleHui npu JOKYMEHTHPOBAaHUH

YIIPABJICHUYECKOU 1EATEIBbHOCTH;
—TpaMOTHOE odopmiieHre

JOKYMEHTUPOBAHHUS YIIPABJICHYECKOU

NEATEIBbHOCTH IIPU YIPABICHUU PpPUCKaMU
B MPOU3BOJCTBEHHOM  JIESITEIILHOCTH,
BJIAJICHUE COBPEMEHHBIMH TEXHHUYECKUMU

(7-10 6amoB);
BOTIPOCHI K 3a4ETy
(38-50 6amnmos)

CpeacTBaMu u nH(GOPMAIMOHHBIMU
TEXHOJIOTUSIMU npu MOJIFOTOBKE
JIOKYMEHTOB..
ba3zoBbrit —3HaHUE OCHOBHBIX TEOPETUYECKHX H TECTOBBIE
(50 -74 6amna) — METOJIMYECKUX MOJIOKEHU N o 3aaHus
«3aYTEHOY HM3YYEHHOMY Marepuaity, THTIOBBIX (20-29 6annoB);
METOJIUK OOJIBIIMHCTBA BOTIPOCOB, pedepar
xXapakTepusyomux  JIOKyMEeHTaIllMOHHOE (KOJITOKBHYM)
obecrieueHre yrnpaBicHHS, (5-6 6amnoB);
—yMEeHUe coOupartb, | BOIPOCHI K 3a4ETy
CHUCTEMATU3UpOBaTh, AHAJIU3UPOBATH U (25-37 6annos)
UHTEPIPETUPOBATH MH(OPMALIMOHHBIN
MaTepual U3 Pa3IMYHbIX UCTOYHUKOB JUIS
JOKYMEHTUPOBaHUS yIpaBiIeHYECKON
JESTEIbHOCTH MIPH PUCKAX MPEATPUSATHUS;
—BJIa/ICHUE npueMaMu
JOKYMEHTUPOBaHUS yHpaBIeHIECKON
NeSITeIbHOCTH JJIs YIIPaBJICHUS PUCKaMH B
MpoM3BOACTBEHHOMU nesrenpHocTH AITK;
[Toporosbiii —TMOBEPXHOCTHOE  3HAHHWE  CYIIHOCTH TECTOBBIE
(35 - 49 6annoB) — JOKYMEHTUPOBaHUs yIpaBIeHYECKON 3a/aHus
«3aYTEHOY NEeSATETLHOCTH, JIOKyMEHTUPOBAHUS (14-19 6annon);
ynpasienus puckamu B AIIK; pedepat
—yMeHHue OCYIIECTBIISTh TTOMCK (KOJITOKBHYM)
nH(pOpMAILIUU 10 TOJYYCHHOMY 3aJaHHUIO, (3-4 6anna);

cOOp M YacCTHYHBIM aHaNU3 JaHHBIX MpU

BOIIPOCHI K 3a4€Ty

JIOKYMEHTUPOBAHUH KOHKPETHBIX (18-24 6anmnos)
CUTYallMOHHBIX 3a/1a4;
—4acTUYHOE BIIQJICHUE nprueMaMu
JOKYMEHTUPOBaHUS yIpaBiIeHYECKON
JeSITEIbHOCTH.
Huzkuii (101OporoBsIif) —HE3HaHUE TEPMHUHOJIOTUHU TECTOBBIE
(KoMIeTeHIIUs HEe JUCIUILINHEI (Momys); 3aJaHusA
chopmMupoBaHa) MPUOJIM3UTENHHOE  TIPEACTABICHHE O (0-13 6amoB);
(menee 35 G6aioB) — npeAMeTe M METOAAaX  JAMCIUIUIMHBI pedepar
«HE 3aYTEHOY (Momysst); OTpBIBOYHOE, 0€3 JIOTHYECKOM (KOJITOKBHYM)
MOCJIeI0BATENILHOCTH U3JI0KEHUE (0-2 6anna);
nHGPOpPMAIIHH, KOCBEHHBIM 00pa3oM | BOIPOCHI K 3a4ETy




3aTparvBaloIled  HEKOTOPbIE  ACHEKTHI (0-17 6annoB)
MIPOrpPaMMHOT0 MaTepHuaa;

— HEyMEHHE coOupaTh,
CUCTEeMAaTHU3UpOBaTh, AHAJIU3UPOBATH U
MHTEPIPETHPOBATH MPAKTUIECKHMA
MaTepuag U3 Ppa3IUYHbIX HMCTOYHHUKOB
uH(popManuu TUTST WJLTIOCTPAIAH
TEOPETUYECKUX MOJIOKEHUH;
pa3pabaTbIBaTh MIPEUIOKEHUS u
MEPOIPUATHS 1o peanuzanuu
pa3paboTaHHBIX TPOEKTOB U MPOrPaMM;

—He BJIaJICHUE npueMaMu
JTOKYMEHTUPOBAHHS yIpaBJIeHYECKON
nesarenpHOCTH B AIIK.

Ha »TomM ypoBHe oOyuarommiics He
CIoco0eH CaMOCTOSTENIbHO, 0€3 ITOMOIIU
W3BHE, BOCIPOM3BOJUTH U TPHUMEHATh
MOJIYYEHHYIO HH(OPMAITHIO.

7. Y4eOHO-MeTOAUYecKOe U HHpOPMaIMOHHOE o0ecneyeHue
AUCHHUILIMHBI (MOIYJIs1)

7.1. YueOHas qureparypa

1.Ky3nenos, 1. H. JlokymeHTaimonHoe o0ecrieueHue ynpasiaeHus. JJokyMeHToo00poT 1
JIeTIOTIPOM3BOICTBO: YUEOHHMK U MPAKTHUKYM JJs npukiagHoro 6akamaspuara / M. H. Ky3nenos.
— 3-e u3a., nmep. ¥ J0M. [DNeKTpoHHbIA pecypc| — DnekTpoH. gaH — M.: U3gatensctBo FOpaidt,
2022. — 461 c. — (Cepus: bakanasp. IIpuknagnoi kypc). — ISBN 978-5-534-04275-7. Pexum
noctyma:  https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/  doku-
mentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- 3aru. ¢ s3xpana

2. JlokymeHTallmoHHOEe  oOOecredeHre  ympaBjieHus: ydeOHoe  mocobome/A.A.
Paznopoxwnsiit. — MockBa 6 MTHOPA-M, 2022. — 304 c. — (Briciiee oopazoBanue: bakanaspuar).

3. JloxymeHTaIlmoHHOE oOecnieueHue ynpasieHus: yaeonoe mocooune/F0.A. Tlanacenko. —
Mocksa: PUOP, 2020.- 138 c. — (BO:bakanaspuar). — DOI: https://doi.org/10.12737/16686.

4. T'pozoma, O. C. JlenompousBoJCTBO: yd4eOHOE IMocoOue M aKaJeMHYECKOTO

6akanaBpuata / O. C. I'po3oBa. [DneKkTpoHHBIN pecypc] — DaekTpoH. nan — M.: U3mparenbcTBo
KOpaiit, 2022. — 124 c¢. — (YHuBepcutersl Poccum). — ISBN 978-5-534-04205-
4.https://www.biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956— 3arn. ¢
JKpaHa

5.1IyBanoBa, H. H. Opranmsamnusi ¥ TEXHOJOTUS JOKYMEHTAIIMOHHOTO OOECTICUeHUs
yrOpaBieHus: y4eOHUK U MPaKTUKYM JUIsl akajemuyeckoro OakanaBpuata / H. H. IllyBanosa.
[DnexTponnblit pecypc| — Onektpod. gaH — M. : UzmatensctBo IOpaitt, 2023. — 221 c. —
(Cepust : bakanaBp. Akamemuueckuii kypc). — ISBN 978-5-9916-5843-0. Pexxum pocrtyna:
https://biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-3ari. ¢ 3xpana

7.2. JlonoJIHUTEILHAS JIUTEpaTypa
I. TOCT P 7.0.97-2016 «Cucrema cranaapTtoB mo WHpOpMAIUU, OUOIMOTEIYHOMY H

u3aTeNIbckoMy Jieny. OpraHu3alrOHHO-PACTIOPSIUTENbHAS JTOKyMEHTalus. 1peOoBaHus K
0(OPMIICHHIO TOKYMEHTOB



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
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

2.TOCT P 50922-2006. 3anuta uadopmammu. OCHOBHBIE TEPMUHBI U OTIPEACTICHUS

3.TOCT 6.10.4-84. VYuudunupoBaHHbIE CHUCTEMBI JTOKyMeHTanuu. [lpumanue
IOPUINYECKON CHIIBI TOKYMEHTaM Ha MAIlMHHOM HOCHUTENIe M MallMHOIpaMMe, CO37aBaeMbIM
CpeACTBaMH BBIYMCIUTEIHHON TeXHUKH. OCHOBHBIE TIOJIOKECHUS

4.TOCT 6.10.5-87. VYuuduUUpOBaHHBIE CHUCTEMbI JOKyMEHTalUuu. TpeboBaHUS K
MOCTpOeHUI0 hopMyJsipa-oopasiia

5.TOCT 17914-72. O6n0XKH Jen ATUTEIbHBIX CPOKOB XpaHeHus. Tumbl, pasmMepsl U
TEXHUYECKHE TpeOOBaHUS

6.'OCT P 34.10-2001. Hudopmanmonnas texnonorus. Kpunrorpaduyeckas 3ammra
nndopmanuu. IIpomeccel GopMHUpoOBaHUS W TPOBEPKU DIECKTPOHHOW IUGPOBOM TOIMUCH
(mpumenenue npekpaiieHo ¢ 01 suBaps 2013 1., B3amen BBeneH ['OCT P 34.10-2012)

7.3. MeToanueckue yKa3aHusi 0 OCBOCHHIO JUCIUIIMHBI

1. 1.Jleeuna M.B. VYueOHO-METOOUYECKHIA KOMILIEKC TIO TUCHUIUIMHE (MOIYIIIO)
«JlokyMeHTanimoHHOEe o0ecrieueHne ympaBieHus». MuuypuHck: M3n-Bo Muuypunckoro ['AY,
2022 r.

7.4. Unopmanuonnbie n nndpoBble TEXHOJOTHHU (IPOrpaMMHOe o0ecrneyeHue,
coBpeMeHHbIe npodeccuoHaIbHBbIE 0a3bI JAHHBIX U MH(POPMALMOHHBbIE CIIPABOYHbIEC
CHCTEMBbI)

YyeOHass gucnumuiiHa (MOIYyJNb) TIPEIyCMaTpPUBAeT OCBOCHHE HWH(POPMAIIMOHHBIX U
U pOBBIX TexHOJOruH. Peanu3anus HUPPOBLIX TEXHOIOTHI B 00pa30BaTeIbHOM MPOCTPAHCTBE
SBJIETCS OJHOM M3 BaXHEMIIMX Menell oOpa3oBaHMs, JAOUIE BO3MOXHOCTb pa3BHUBATH
KOHKYPEHTOCIIOCOOHBIE KadyecTBa OOYyYaromMXcs Kak OyIylIuX BBICOKOKBaTU(UIIMPOBAHHBIX
CIIELUAJIUCTOB.

[{udpoBble TEXHOIOTUU MPETyCMAaTPUBAIOT Pa3BUTHE HABBHIKOB 3(P(HEKTHBHOTO pPELICHUS
3aga4  Mpo(ECCUOHATBHOTO, COIHMAIBHOTO, JIMYHOCTHOTO XapakTepa C HCIOJIb30BaHUEM
Pa3IUYHBIX BHUJIOB KOMMYHHMKAI[MOHHBIX TexHOJoruil. OcBoeHue HUGPOBBIX TEXHOJIOTUH B
paMKax JaHHOW JUCHMIUIMHBI (MOIyJisl) OPHUEHTHPOBAHO Ha CIIOCOOHOCTH O€30MacHO H
Ha/JJieXKamuM  o0pa3oM TMOJIy4aTh JOCTYyM, YHPaBisATh, HMHTErPUPOBATh, OOMEHUBATHCH,
OLICHUBATh W CO3[aBaTh HH(POPMAIMIO C TIOMOIIbIO IHM(POBBIX YCTPOHCTB U CETEBBIX
TexHonoruil. dopMupoBanue HU(PPOBON KOMIIETEHTHOCTH Mperoyiaraer padoTy ¢ JaHHBIMH,
BJIQJICHUE UHCTPYMEHTAMH I KOMMYHUKAIUH.

7.4.1 DNeKTPOHHO-0MOJIMOTEYHASI CUCTEMbI U 0a3bI JAHHBIX

1. OO0 «9BC JIAHb» (https://e.lanbook.com/) (moroBop Ha oOKa3aHUE YCIyT OT
01.09.2025 Ne 6/1 (CeteBast 3neKTpoHHAsT OMOIHOTEKA).

2. basza maHHBIX 37eKTpoHHBIX HH(popMannoHHbIX pecypcoB @PI'BHY ITHCXbB (morosop
no 0OecCHeueHHI0 OCTymna K 3JEKTPOHHBIM HH(popManmnoHHbBIM pecypcam ®PI'BHY ITHCXb
yepe3 TepmuHan yaanernsoro poctyma (TY ] ®T'BHY ITHCXB) ot 01.12.2025 Ne 04-YT/2025).

3. 000 «dnexrponnoe m3narensctBo FOPAUT (https://urait.ru/) (1oropop Ha okasauue
YCIIYT 1O TPEIOCTaBICHUIO JocTyna K obpaszoBarenbHoi muiatrgopme OO0 «InEKTpOHHOE
n3natenbctBo FOPAMT» ot 01.09.2025 Ne 7326).

4. DnekTpoHHO-OMOMMoTeuHas cucrema «Bepnaackuii»  (https://vernadsky-lib.ru)
(moroBop Ha 6€3BO3ME3THOE UCTIONB30BaHKE Tpou3BeaeHui oT 26.03.2020 Ne 14/20/25).

5. baza mannpix HOb «HamumonanpHas snmekTpoHHas OubOnuoteka» (https://rusneb.ru/)
(moroBop o moxkmoueHuu Kk HOb u npenocrasnennn poctyna k oosexkram HOB ot 02.09.2024
Ne 101/H2B/4712-n).

6. JloroBop O COTpyIHUYECTBE II0 OKa3aHHUIO OMOIMOTEYHO-WH(POPMALMOHHBIX U
COLIMOKYJIBTYPHBIX YCIYT TMOJb30BaTeNIIM YHHUBEPCUTETa W3 4YHCIAa HMHBAJIUAOB IO 3PEHHUIO,
CITa0OBUSAIINX, WHBAIHUIOB IPYTHX KATETOPUW C OTPaHMYEHHBIM JIOCTYIIOM K WH(pOpMAIUH,
JUI, UMEIONIMX TPYIHOCTH ¢ uTeHueM IuiockonedatrHoro Tekcra TOI'BYK «TambGoBckas


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

oOnacTHast yHUBepcanbHas Hay4yHas Oubnnoreka uMm. A.C. Ilymkuna» @unman «CrneunanbHas
oubmuorexka nmnst ciaenbix uMm. H.A. OctpoBckoro» (https://www.tambovlib.ru) (morosop o
corpyanundectse oT 10.10.2024 Ne 0001).

7.4.2. UndopManiuOHHbIE CIIPABOYHbIE CUCTEMbI

1. CrpaBounas mpaBoBasi cucrema Koucynbrantllimroc (1oroBop mocTaBKH, afgamnTaiuud U
COIPOBOXKICHHUS dK3eMIuIsIpoB cucteM Koncynprantllnroc ot 24.02.2026 Ne 12760 /13900/2C).

2. DneKkTpoHHBIN nepuoandeckuii cnpaBouyHuk «Cucrema TAPAHT» (moroBop Ha ycimyru
o cornpoBokaeHuto ot 11.02.2026 Ne 194-01/2026).

7.4.3. CoBpemeHHbIe PO eCcCHOHATIbHBIE 0a3bI TaAHHBIX

1. ba3a naHHBIX HOPMATHBHO-TIPABOBBIX aKTOB HH(POPMAIIMOHHO-00pa30BaTEIbHON
nporpammbl «PocmeTomy (moroop ot 06.11.2025 Ne 505/2025)

2. basza nmanubix Hayunoit smektponHoit O6ubamorexkn eLIBRARY.RU — poccuiickuit
WHPOPMAITMOHHO-AaHAIMTUYCCKUI TIOPTal B O0JIACTH HAyKH, TEXHOJIOTHH, MEIUIMHBI U
obpasoBanus - https://elibrary.ru/

3. [TopTan oTKpHITHIX JaHHBIX Poccuiickoii @eneparuu - https://data.gov.ru/

4. OrtkpeiTeie naHHble DenepalibHOW CIIYXKOBI TOCYAApPCTBEHHOM CTAaTUCTHUKH -
https://rosstat.gov.ru/opendata

5. IlpodeccronanbHast 6a3a NaHHBIX: AJbSHC Pa3BUTUS (PMHAHCOBBIX KOMMYHUKAIIMNA U
OTHOIICHUH ¢ MHBeCTOpamu. Pexxum moctymna: http://www.arfi.ru

6. IlpodeccuonanpHas 6a3za mgaHHBIX: ['Wibaus (GUHAHCHCTOB. — PexuM mocryma:
http://www.guildfin.org
7. [MpodeccuonanpHast 06aza gaHHBIX: POCCHHCKHII COI03 MPOMBIIUICHHHKOB U

npennpuHuMareiei. — Pexxum gocryma: http://pem.pd

7.4.4. JIuLleH3MOHHOE U CBOOOIHO PACNPOCTPAaHsieMOe MPOrpaMMHOe
o0ecneyeHne, B TOM YHUCJIe 0T€4eCTBEHHOI 0 MPOU3BOACTBA

HaumenoBanue Pazpabotun | Joctynnoct | Ccpuika Ha EnuHbIil peecTp pocCHHCKUX PexBusuts!
k [1O b nporpamm 11t OBM u B/l (npu Hanmu4um) | moATBEpIKAAI0
(mpaBoobnan | (JIUTICH3NOHH LIETO
aTellb) oe, cBOOOIHO JIOKYMEHTa
pactmpocTpaH (Tpm HATTIIU)
siemMoe)
Microsoft Microsoft | JIuuensuonu - JInnensus
Windows, Corporation oe ot 04.06.2015
Office Ne 65291651
Professional CPOK JIeHCTBHSA:
OeccpodHo
AHTHBHPYCHOE AO Jlunensuonn | https://reestr.digital.gov.ru/reestr/366574/ Cy6uurensu
MIPOrPaMMHOE «Jlabopatop oe ?sphrase_id=415165 OHHBLIH
obecrieueHue usi
Kaspersky Kacnepckor AOTOBOD €
Endpoint Security o» 000
Jutst OM3Heca (Poccus) «Codrexc»
oT
17.12.2025
Ne 6/H, cpok
JEUCTBHUS: C
18.12.2025
I10
17.12.2026



https://rosstat.gov.ru/opendata
http://www.arfi.ru/
http://www.guildfin.org/

MoiiOduc 000 JluniensuonH | https://reestr.digital.gov.ru/reestr/301631/ Kontpakr ¢
CraHmapTHBIH - «Hogsie oe ?sphrase_1d=2698444 000
OducHblii makeT RS «Pybukon»

IUTSE pabOTHI € TEXHOJIOI'UH ot 24.04.2019
JIOKYMEHTaMH » (Poccus) No
U MOYTON 036410000081
(myoffice.ru) 9000012
CPOK JEHCTBHUS:
OeccpodHo
OducHbIT makeT AO «P7» | Jlunensuonn | https://reestr.digital.gov.ru/reestr/306668/ Kontpakr ¢
«P7-Oduc» oe ?sphrase_1d=4435041 000
(eckromHast «Cogdreke»
Bepcus) ot 24.10.2023
Ne
036410000082
3000007
CPOK JEHCTBUSL:
O6eccpodHo
OmneparroHHast 000 JluniensuonH | https://reestr.digital.gov.ru/reestr/303262/ KontpakT ¢
cucreMa «AJbT "BazanpT oe ?sphrase_id=4435015 000
O06pazoBanue» cBOOOHOE «Codrexe»
IIPOrPaMMHO ot 24.10.2023
e Ne
obecrieueHH 036410000082
e" 3000007
CPOK JEHCTBHUSL:
O6eccpodHo
IIporpammHuas AO Jluuensuonn | https://reestr.digital.gov.ru/reestr/303350/ | JIuneH3uOHH
cucreMa Jiist «AHTHUILIATH oe ?sphrase_1d=2698186 bl JOTOBOP
oOHapyXeHHs at» (Poccust) c AO

TEKCTOBBIX
3aMMCTBOBAHHI B «AHTHILIArH

Y9eOHBIX 1 aT™» OT
HAYYHBIX paboTax 16.05.2025

«AHTHIIarUAT Ne 10567,
BY3»
(https://docs.antipl VCPOK
agiaus.ru) JEUCTBUSL: C
16.06.2025
oo
15.06.2026
Acrobat Reader Adobe CBoboaHO - -
- IPOCMOTP Systems pacnpocTpaH
nokymentoB PDF, sseMoe
DjVU
Foxit Reader Foxit CpobomHO - -

- MPOCMOTP Corporation | pacmpocTpaH

nokymentoB PDF, sIeMO¢e
DjvU

7.4.5. Pecypcbl HH(OPMAIMOHHO-TEJIEKOMMYHHMKAIMOHHOM ceTH « UHTEepHET»

1. CDTOwiki: 6a3a 3Hanuii nmo uudposoii Tpanchopmanuu https://cdto.wiki/
2.adopmanronnas npaBoBas cuctema «Koncynptant [Tnrocy.
3.Mudopmanmonnas Cucrema «["apant».

4. AIMUHUCTPATUBHO-YIIPABJICHYECKHI OPTAI — «aup.ruy.



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

5.Nutepuer-nopran «KopnopaTuBHblii MEHEIKMEHT» — «cfin.ruy.

6.Ilopran dunancoBoro meHemkepa — «FinancialManager.ruy.

7.Pexxum noctyma: http://www.rbc.ru/ — PocbuznecKoncantusr.

8.Pexxum noctyma: http:// www.devbusiness.ru/development/staff.htm.

9.Pexxum noctyna: http://www. personnels.chat.ru (caiiT «OTen kagpoBy».

10.Pexxum noctyma: http://www. businesstest.ru (caiit «JleoBbIe TECTBD»).

11.Pexxum noctyna: www.delpro.narod.ru - Jlenonpou3BoacTBo+.

12.Pexxum moctyma:www.termika.ru — DHIIUKIIOTIEANS TETOTPONU3BOICTBA.

13.Pexxum nocryna:www.directum.ru - DIeKTPOHHOE JEIONPOU3BOACTBO U KaHIEISPHS
13.Pexxum nmoctyma: http://archives.ru/methodics/instr-office-work.shtml -Pocapxus.

7.4.6. LHugpoBble HHCTPYMEHTBI, IPUMeEHsieMbIe B 00pa30BaTeJILHOM Ipolecce
1. LMS-muiatdopma Moodle
2. BuptyansHas mocka Mupo: miro.com
3. BupryansHas nocka SBoardhttps://sboard.online
4. BupryanbsHas gocka Padlet: https://ru.padlet.com
5. Obnaunsie cepBuchl: Anaexc./luck, O6mnako Mail.ru
6. Cepsucsi onpocoB: Augexc @opmbl, MyQuiz
7. CepBucsl BueocBsizu: SHnekc tenemoct, Webinar.ru
8. CepBuc coBMecTHOW pabOThl Hajx TmpoekTamu i Hebonbmux rpynn  Trello
http://www.trello.com

7.4.7. ludpoBbie TEXHOJIOTHU, MPUMEHsIeMbIe NPU U3YYeHUH TUCIUTIIUNHbI

Hudpossie Bust dopmupyeMble KOMIIETEHIMN
TEXHOJIOTHH y4eOHOMI
paboThI,
BBIIIOJTHSAEMEIE C
MpUMEHEHUEM
nudposoit
TEXHOJIOTHH
1. | OOmaunslie Jlexuu VK-4 cnocodeH MPUMEHSITh
TEXHOJIOTHU [IpakTuueckue COBpPEMEHHBIE KOMMYHUKATHUBHBIE TEXHOJIOTHH, B
3aHATUA TOM 4YHCJI€ Ha HWHOCTPAHHOM  S3bIKE, JUIS
aKaJIeMU4YECKOro i po(hecCHOHATLHOTO
B3aMMOJIEHCTBH;

IIK-4 cnocoOeH opraHu3oBBIBaTb U
MIPOBOAMUTH MPOBEPKU (PUHAHCOBO-XO3SHCTBEHHON
JESITEIBHOCTH  XO3SIMCTBYIOIUX CYOBEKTOB JUIs
BBISIBJICHUS U YCTPAaHEHUS! HapYyIIEHUI pa3iIMuHbIX
aCIEKTOB SKOHOMMYECKOM 0€30MacHOCTH,
COTJIaCOBBIBATh BOIPOCHI BHYTPEHHUX
KOHTPOJIBHBIX U ayIUTOPCKUX MPOBEPOK;

I[IK-5  cmocobeH  mIaHUpOBAaTh |
OpPTraHU30BBIBATH  CIY)KEOHYIO  JIEATENbHOCTH
COTPYIHUKOB 1O  pa3paboTKe  CTpaTeruu,
o0ecrieunBaroIeil FJKOHOMHUYECKYIO 0€30TacHOCTb,
YOPaBIATh pUCKaMU (PUHAHCOBO-3KOHOMHYECKOTO
Pa3BUTHS XO3IUCTBYIONINX CYOBEKTOB.



http://www.trello.com

2 boapmmue
JNaHHbIE

Jlexuuu
[IpakTnueckue
3aHATUSA

KU3HECACATCIIbHOCTHU

8. MarepuajibHO-TeXHUYECKOe o0ecnevyeHne U CIUIIUHBI (MOIYJIs1)

VYueOHble 3aHATHS C OO0YYarOIIMMUCS MPOBOIATCA B 3aKPEIUIEHHBIX 3a YIPABICHHUS H
JICJIOBOTO aIMUHUCTPUPOBAHMS Ay AUTOPHAX

HaunmenoBanu
€ CrmenuaJbHbBIX*
noMeneHud u

OcHallleHHOCTh
CIEeNHAJIBHBIX IOMELIECHUI U MOMeLeH Uil
IJISl CAMOCTOSITEJILHOM PadoThI

IlepeyeHb JTULEH3HOHHOTO
MPOrpaMMHOIo odecrneyeHusl.
PeKkBU3HTHI MOATBEPKAAKOIIETO

TOMeIeH i 1151 JOKYMEHTa
€CaMOCTOATEeIbHOIM
padoThl
VYuebHas 1.Hoytoyk Asus K50AF M600/3G500/Gb 1. Jlumensusor 31.12.2013 Ne
ayauTOpHs st | (MHB. Ne 2101045176) | 49413124: Microsoft Windows XP, 7,
npoBenenus 3ansatuii | 2. IIpoekrop Acer X113PH SVG/DLP/3D/3000 | Microsoft ~ Office 2003, 2010
nekmmonHoro  tuma | Lm/1300:1/HDMI/10000 Hrs2.5kg (uaB. Ne | 2. Caifir Accomuanus MeEHEIKEepPOB
(r. Muuypurck yia. | 21013400768) Pexum JIOCTyTIa Www.amr.ru
WNuaTepranmonansHast | 3. Dxpan HacteHHBIH DigisOptimal-C ¢gopmat 1:1 | 3. CaiiT ATpONpOMBIIIICHHBIH CO03

n.101 - 1/303)

(200%200) MW  DSOS-1103.  (umB. Ne
21013400766)
4. Hab6ops JIEMOHCTPAIIMOHHOT O

000py10BaHUS U yueOHO-HATTISAHBIX TOCOOUIt

KoMmmbloTepHass TexHHMKa TMOJKIIOYEHA K
cetn «UHTepHeT» W oOecreueHa JOCTYIIOM K
OUOC yHuBepcUTETA.

Poccun Pexxum goctyna www.apsr.ru

Yuebnas
AyANTOPHS JUIS
MIPOBEICHNS 3aHATHI
CEeMUHApCKOTO THIIA,
TPYIHOBBIX U
WHIUBHUyabHBIX
KOHCYJIbTallUH,
TEKYyIIETO KOHTPOJIS

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

2. Hocka memoBast Magnetoplan SP
1500*%1200 mmM, 3eneH, MarH. noBep-Tb (MHB. Ne

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

4. DIeKTPOHHBIH
MIEPUOJNYECKUI
«Cucrema TI'APAHT» (moroBop Ha
YCIYIH 1O  CONPOBOXIEHHUIO  OT
15.01.2024 Ne 194-01/2024)

CIPaBOYHUK

u npomexytounoit | 41013602238, 41013602237) 2. IIporpamMHas cuctema  Jajs
aTTecTaluu KommploTepHasi TexHHMKa TOJIKIOYEHAa K | OOHapy>KeHUus TEKCTOBBIX
(KOMITBIOTEPHBIN cetn «UWHTepHeT» W obecmeueHa JOCTYIIOM B | 3aMMCTBOBaHUI B yUCOHBIX M HAYUHBIX
KJIacc) OUOC yHuBepcurera. pabotax «AHTHIIAaTUAT BVY3»

(r. MuuypuHCK yi. | 3. HaOops! teMoHCTpaninOHHOTO (JInuensuonnslii  gorosop ¢ AO
WHTepHanmoHansHas | 000pyAoBaHUs U yueOHO-HATISIHBIX TOCOOMit" «Antumnaruaty ot 23.05.2024 Ne




n.101 - 1/312)

8151, cpok geitctBust: ¢ 23.05.2024 no
22.05.2025).

3. CrpaBouHasi paBoBasi CUCTEMA
Koncynprantllitoc (morosop
MTOCTaBKH, ajanTaIm u
COTIPOBOXKICHUS JK3EMIUTSIPOB CHCTEM
Koncynprantllmoc ot 11.03.2024 Ne
11921 /13900/2C)

4. baHKOBCKOE paBo -
http://www.karta-smi.ru/5602

5. Caiit I'ocynapcTBeHHOr0
HAay4YHO-UCCIEJOBATEIbCKOLO
WHCTUTYT nH(pOpPMaLMOHHBIX

TEXHOJIOTUH M TEJIEeKOMMYHUKALUU. -
Pexum JlocTyma:
http://www.informika.ru

6. Calit MunucrepcTBa (UHAHCOB
P®. - Pexxum moctyma: www.minfin.ru

7. Caiir ®enepanbHOW  CITY>KOBI
roCyJapCTBEHHOM cTaTUCTUKU PO. -
Pexxum noctyna: www.gks.ru

8. Caiit LlenTpanpHoro Oanka PO®.
- Pexxum moctyma: www.cdr.ru

9.baza  naHHBIX  HOPMAaTUBHO-
NPaBOBBIX aKTOB HMH(pOPMAIMOHHO-
00pazoBaTeNbHOM MIPOTPaMMBI

«Pocmeron» (morosop ot 15.08.2023
Ne 542/2023)

TTomemienue
JUIs
CaMOCTOSITENIbHOU
paboThI
(r. Mu9ypHHCK yII.
WHTepHannoHanbHas
n.101 - 1/210)

1.Ikad KaHLEIAPCKUI (uHB. Ne
2101062853, 2101062852)
2.  XonomwmpHuk ~ CtuHONm  (WMHB.  Ne

2101040880)

3. Ipuntep HP-1100 (unB. Ne 2101041634)

4. Tlpuntep HP LaserJet 1200 (uHsB.
Nel1101047381)

5. IIpuntep Canon (uuB. Ne 2101045032)

6. MO®YCanoni-SensysMF 4410 (unB. Ne
41013400760)

7. CHCTEMHBIMKOMILIEKT:
[poneccoplntelOriginal LGA 1155  CeleronG

1610 OEM (2.6/2 Mb), wouutop 20
AsusAsMS202D . MaTepHUHCKasIuiataAsus,
BEHTIJISATOP, TIAMATh, IKECTKUHANCK, KOPIIYC,

KJIaBHaTypa, MeIs (MHB. Ne 21013400429)

8. HoyroyxHewlett Packard Pavilion 15-
e006sr (D9X28EA) (uuB. Ne21013400617)

9.  JockakinaccHas+mapkep  (uHB.  Ne
1101063872)

10.Kommetorep (nuB. Ne41013401070)

11. Kommsrotep (nuB. Ne41013401082)

12. Kommsiotep Celeron E 3300 (uHB. Ne
2101045217, 1101047398)

13. Kommerotrep DualCore (mHB. Ne
2101045268) 14.
Kommprotep OLDI 310 KJ (umB. Ne
2101045044)

15. KonuposanbHbrit anmnapar
KyoceraMitaTASKalfa 180 (uHB. Ne
21013400369)

KomnbproTepHass TeXHUWKa TMOJKIIOUCHA B
cetn «UHTepHeT» W oOecreueHa JOCTYIIOM K
OUOC yHupepcurera."

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

2.. CrpaBouHas IpaBoBast
cucrema Koncymnerantllmtoc (morosop
MOCTaB-KH, aJlanTauu "
COIIPOBOXKICHUS IK-3EMILISIPOB CUCTEM
Koncynprantllnroc ot 11.03.2024 Ne
11921 /13900/3C)

3. DJIEeKTPOHHBIN MEePUOAUUECKHUH
copaBouHuk «Cucrema T APAHT»
(ToroBOp Ha YCIYyTH 1O COIPOBOXK/IE-
Huto 0T 15.01.2024 Ne 194-01/2024)

4. IlporpamMMHas cucTeMa aJs
00OHa-pyKeHHS TEKCTOBBIX
3aMMCTBOBaHUH B yU4eOHBIX U HAYYHBIX
paborax «AHTH-TUTaruaT BY3»
(JIunensuonnsrii moro-sop ¢ AO
«Antumiaruat» ot 23.05.2024 Ne
8151, cpok mevictBus: ¢ 23.05.2024 no

22.05.2025).

5. baza pgaHHBIX HOPMAaTHUBHO-
MPAaBOBBIX aKTOB HH(OPMAIIMOHHO-
o0Opa3zoBaTenpHOU TIPOTPaMMEI

«Pocmeron» (moroop ot 15.08.2023
No 542/2023)




PaGouass mporpamMma JIUCHMIUIMHBI (MOXYJsl) COCTaBlieHa B COOTBETCTBHHM C
tpeboBanusimu ®I'OC BO mo cnemmanbHoctd 38.05.01 DxoHOMHMUeckass 0€30MacHOCTb,
YTBEp)KIECHHOTO nprkazoM MunoopHayku 14.04.2021 N 293.

ABTOp: TO1eHT KadeAphl yIIPaBICHUS U ASTOBOTO aIMUHUCTPUPOBAHUS, TOLIEHT K.D.H.
M.A. Conomaxuua

PenensenT: noneHT kadeapsl SKOHOMUKH KOMMEPITHH, TOIEHT K.9.H. J.A. Knumenrosa

Pabouas mporpamma paccMoTpeHa Ha 3aceaHud Kadenpbl yNnpaBieHHs U JEIOBOTO
aaMUHHUCTpUpoBaHus NpoTokod Ne 10 ot «14» anpens 2022 .

Pabouast mporpamma paccMOTpeHa Ha 3acelaHud y4eOHO-METOIUYECKONW KOMHUCCUU
MHCTUTYTa 3KOHOMUKU U yIpaBieHuss npoTokod Ne 8 ot «19» anpens 2022 r.

PabGouas mporpamma yTBepkieHa PemiennemM VYd4eOHO- METOAMYECKOTO COBETA
yHuBepcutTeTa npotokon Ne 8 ot «21» anpens 2022 r.

Pabouass mporpamMma paccMoTpeHa Ha 3acedaHud KadeApbl YIpaBICHUS M JIETIOBOIO
aAMUHHUCTpUpOBaHus, poTokos Ne 10 ot «9» urona 2023 r.

PabGouast mporpamMmma paccMoTpeHa Ha 3aceJaHUU YYEOHO-METOAMYECKOW KOMHCCHH
WNHcTuTyTa 3K0HOMUKM U yrnpasieHuss Muuypunckoro I'AY, nporokon Ne 10 ot «20» urons
2023 1.

PabGouas nmnporpamma yTBepkaeHa Pemennem — Y4eOHO-METOIMYECKOTO  COBETa
yHHUBepcuTeTa, npotokos Ne 10 ot «22» urons 2023 r.

Pabouas mporpamma paccMOTpeHa Ha 3aceJaHud Kadeapbl ympaBieHHsS U J€IOBOTrO
aIMUHUCTPUPOBaHHUS, MPOTOKOJI Nel12 ot 14 mas 2024 r.

Pabouas mporpamMma paccMOTpeHa Ha 3aceJaHuHM Y4eOHO-METOIMYECKOH KOMHCCHUU

WNHcTuTyTa 3KOHOMMKM U yrpaBieHus Muuypunckoro I'AY, npotokon Ne 9 ot «21» maa 2024
I.

PaGowas mporpamma yTBepkaeHa Pemenunem — Y4eOHO-METOIMYECKOTO  COBETa
yHHUBepcuteTa, npotokos Ne 09 ot 23 mas 2024 rona

. Pabouas mporpamma paccMoTpeHa Ha 3aceJaHuM Kadeapbl yNpaBiIeHHUS U JEI0BOTO
aIMUHUCTpUpOBaHUs NpoTOoKoJ Ne 14 ot «15» anpens 2025 r.

Pabouas mporpamMma paccMOTpeHa Ha 3aceJaHUHM Y4eOHO-METOAMYECKOH KOMHCCHUU
WNHcTuTyTa 3K0HOMUKK M ynpasiieHuss Muuypunckoro I'AY, nporokosn Ne 8 ot «15» anpens
2025 .

PaGouas mporpamma yrBepkaeHa Pemennem — Y4eOHO-METOIMYECKOTO  COBETa
yHHUBepcuteTa, npotokos Ne 09 ot 23 anpena 2025 roga

Pabouas mporpamma paccMoTpeHa Ha 3aceJaHuu Kadeapbl ympaBieHHS U JEIOBOTO
aIMUHUCTPUPOBAHMS, MPOTOKOI Ne 1101 «14» anpeins 2026 T.

Pabouas mnporpamMma paccMOTpeHa Ha 3aceJaHMHM Y4eOHO-METOANYECKOHM KOMHCCHUU
NHcTtuTyTa 5KOHOMUKHK W yrnpaBiaeHuss Muuyypunckoro I'AY, npotokon Ne 8 ot «20» ampesnst
2026 .

PabGouas mnporpamma yTBepkaeHa Pemenuem — Y4eOHO-METOIMYECKOTO  COBETa
yHHUBEpcUTeTa, MpoTokoi Ne 7 ot «22» anpens 2026 r.

OpuruHan mporpaMMbl  XpaHUTCS Ha  Kadeape yhOpaBleHUsT U JIEJIOBOTO
aJMUHHUCTPUPOBAHUS.
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