





PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JTOKYMEHTHUPOBAHUE YITPABJIEHUECKOW JEATE/IPHOCTH

Paspensl paboyeii mporpaMmsI

1. HEJIN OCBOEHUSA JNCHUITIINMHBI

2. MECTO INCLHUIIIIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI

4. ®OPMbBI KOHTPOJIA OCBOEHUMA ANUCLIUITIMHBI

5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

38.03.01|0INK-2 — crocoOHOCTh OCYIIeCTBAATh COOp, 00pabOTKYy ¥ CTaTUCTUUECKUM aHa/ini3 [aHHBIX,
(P4) |[HeoOXOAMMBIX /IS peIeHusT TOCTaB/IeHHBIX 9KOHOMUUECKUX 3ajiau

OIIK-3 — crnocobHOCTh pa3pabaTbiBaTh W OCYIIECTB/IATH MEDPOIPUSITHS, HarpaBleHHbIe Ha
peasM3alyi0 CTpaTervMyd YIpaB/leHWs TIepcoHaaoM, o0ecreuynBaTh UX JIOKYMEHTALMOHHOe
COTIPOBO’KZIEHUE U OLIeHHWBATh OPraHU3allMOHHbIE U COL[UAJTbHBIE TIOCTeACTBUS

38.03.03
(P1)

38.03.05YK-1 — crocoGHOCTb OCYIIeCTB/SATh TOWUCK, KPUTHUECKUH aHanM3 W CHUHTe3 WH(OpMaLUH,
(P1) |npuMeHATH CUCTEMHBIN MOAXO[, /A/1s1 pellleHus T0CTaB/IeHHbIX 3a/a4u

38.03.02|YK-9 — crmocobHOCTb HCMO/B30BaTh 0a30Bbie JiepeKTONMOTHUECKHE 3HAHUS B COIMAJIBHOM U
(P1) |mpodeccronanbHOM chepax

®opMHUPOBaHUIO KOMITETEHLIUI CITY)KUT AOCTIKEHHUEe CJIeyIOLINX pe3y/bTaToB 006pa3oBaHus:
OIIK-2 (38.03.01, P4)

3HAHUA:

- CTaHJAPTh! YHU(UIMPOBAHHOW CUCTEMbI OpraHU3aLIOHHO-PACIIOPsSIUTeIbHON JOKYMEHTaLUY;

- CyllecTByIOIIYe YHA(GUIMPOBAaHHbIE CUCTEMBI JOKYMEHTAaLWH;

- TeopeTUYecKWe OCHOBBI M 3aKOHOMEPHOCTU [OKYMEHTALMOHHOTO obecriedeHusi yIipaBleHYeCKOM
JlesATeNIbHOCTH;

- TeXHOJIOTHI0 pa3paboTKu U npaBu/a 0opm/IeHHs OpraHr3alliOHHO-TIPaBOBbBIX, PACIIOPSAUTETbHBIX U
HMH(pOPMAaLIMOHHO-CIIPABOYHbIX JI0KYMEHTOB;

- 3aKOHOJATe/bHble, HOPMAaTUBHble U [IPaBOBble AaKThbl, perVIAMeHTUPYIOLMe [JOKYMEHTHPOBaHUe
yTpaB/eHYeCKOH [ieTeJIbHOCTH;

- TpebOBaHUSI K COCTaBjeHUIO, OGOpPMJIEHHIO YHUGUIMPOBAHHOW CHCTEMBbI OpPraHM3allMOHHO-
pacropsauTenbHON JOKyMeHTalWu;;

YMeHus:

- C/IyllaTh, BOCIIPUHMMATh JOKyMEHTHYO HH(OPMALIMIO C yUeTOM KY/IBTYPHBIX U SI3bIKOBbIX pasinyuuii;

- COCTaBIATH [JOKYMEHTbI B COOTBETCTBMM C TpeOOBaHMSAMU YHU(MHULMPOBAHHOW CHCTEMBI
OpraHu3al[MOHHO-PACMOPSAAUTEIEHON JOKYMeHTal1H;

- BBISIB/ISITH COCTaB HEOOXOAMMBIX JOKYMEHTOB B KOHKPETHOM yIIpaB/ieHYeCKOM CUTYaLUH;

- CUCTeMaTU3UpoBaTh U 006001aTh JOKYMEeHTHY0 UH(OPMALHIO, TOTOBUTD CIIPaBKH, 0030DHI;

- pedeprpoBaTh, pefaKTHPOBaTh, PeLeH3UPOBaTh TEKCThI;

- paborath C HOPMAaTMBHOW, CHeLMaNbHONM M 3aKOHOJATE/JbHOM JIMTEPATypOH [ijisi IIPAaKTHUeCKOro
TIpYMeHEeHUs IIPY CO3/laHuX U 0(pOpMJIeHUH I0KYMEHTOB;

- pa3pabaTbIBaTh MPOEKTHI JOKyMEHTOB;;

HABbIKU:

- BafZieTh 3aKOHOZATeNbHBIMU akTamu PD B cdepe nHpOpMavy U JOKYMEHTALMOHHOTO 00ecrieueHust
yIpaBieHus, yKa3amMu U pacropsokeHusMu IIpesugenta P®, mnocranosneHusmu IlpaBurenscrsa PO,
HODMAaTHBHO-TIPaBOBBIMHU aKTaMM (efiepajbHbIX OpraHoB, B 00/7aCTH [JOKyMEHTHPOBAHHS YIIpaB/ieHYeCKOH
JlesITeNIbHOCTY, TOCY/lapCTBEHHBIMM CTaHZapTaMd Ha JOKYMEHTbl, yHHUGMLMPOBAHHBIMM CHCTEMaMM Ha
JOKYMEHTaMM ¥ OOIepOCCHACKMMM  K/IaCCU(UKAaTOPaMHM  TEeXHUKO-3KOHOMUYECKOM ¥ COLMAalbHOM
vH(OopMaLy;

- ACTI0JIb30BaHUsI COBPEMEHHBIX CIIOCOOO0B M TeXHOJIOTHH CO3/jaHusl I0KYMEHTOB,;

- TIpUMEHEeHHsI METOJOB KOMIIbIOTEDHBIX TEXHOIOTHH 1o cbOopy, 00paboTke, mepemauu, aHav3a
JIOKyMeHTHOM MH(pOopMaIy;

- aJanTUpPOBaTh K KOHKPETHBIM YC/IOBUAM U UCII0/Ib30BaTh MPOrpaMMHBbIe IIPOAYKTHI [/Isi COCTaB/IeHUS,
ohopMIeHHsT OpraHU3alMOHHO-PACTIOPSANTETbHOM JOKYMEHTALY U OpPraHu3aLiy J0KyMeHT0000pOTa;

- CaMOCTOSITeNIbHOTO TpHUOOpeTaTk HOBble 3HAHWH, MCIIONb3ys COBpPeMeHHble 0Opa3oBaresbHbie
TeXHOJIOTUY;.

OIIK-3 (38.03.03, P1)

3HAHUA:

- CTaHJApTh! YHU(UIIMPOBAHHON CHCTeMb] OpraHU3al{OHHO-PACIIOPsAUTeIbHON JOKYMeHTalUY;

- CylecTBYIOIYe YHA(UIMPOBAaHHbIE CUCTEMBI JOKYMEHTAaL1Y;

- TeopeTWYeCcKWe OCHOBBI M 3aKOHOMEPHOCTU [OKYMEHTALMOHHOTO obecriedeHusi yIipaBeHYeCKOH
JleATe/IbHOCTH;

- TEXHOJIOTHIO Pa3paboTKU U TpaBWsia 0(OpPM/IeHHUs] OPraHKW3al[MOHHO-TIPABOBLIX, PaCTIOPSAUTENBHBIX U
HMH(pOPMAaLIMOHHO-CIIPABOYHbIX I0KYMEHTOB;

- 3aKOHOJATe/bHble, HOPMAaTUBHbIE U [IPaBOBblE AaKThbl, perVIAMeHTUPYIOLMe [JOKYMEHTHPOBaHUe
yTpaB/IeH4YeCKOU [1eTe/IbHOCTH;



- TpeOOBaHUS K COCTaB/IeHHIO, OGOPM/IEHHIO YHHU(MUIMPOBAaHHOW CHCTEMBbl OpraHH3alOHHO-
pacCIopsifUTeNbHON JOKYMeHTaLWy;;

YMeHusi:

- CJTyIIaTh, BOCTIPUHMMATE JOKyMEHTHY0 WH(QOPMALIMIO C yUeTOM KY/IBTYPHBIX U SI3bIKOBBIX pa3inuuni;

- COCTaB/ATh [JOKYMEHTbI B COOTBETCTBMHM C TpeOOBaHMSAMU YHU(MULIMPOBAaHHOW CHCTEMBI
OpraHu3aLIOHHO-PaCIIOPsIUTeIbHON JOKYMeHTallUY;

- BBISIB/ISITH COCTaB HEOOXOAMMBIX JOKYMEHTOB B KOHKPETHOM yIIpaB/ieHYeCKOM CUTYaLiH;

- CHICTeMaTH31pOBaTh M 0000111aTh JOKYMEHTHYIO HH(OPMALHIO, TOTOBUTH CITPaBKH, 0030pH;

- pedpeprpoBaTh, peJaKTUPOBATh, PeLIeH3UPOBATh TeKCThI;

- paboTaTtek C HOPMAaTWBHOW, CreLMaJbHONW W 3aKOHOJATE/NBHOM JMTepaTypoi Ajisi MpPaKTHUeCKOTO
MIpYMeHEeHWUsI TIPY CO3/IaHUY ¥ 0)OPMIIEHUH I0KYMEHTOB;

- pa3pabaTbIBaTh POEKTHI JOKyMEHTOB;;

HABbIKU:

- B/Ia/IeTh 3aKOHOZaTe/IbHBIMH akTamu P® B cdepe mHMOPMaLMK U JOKyMEHTAlMOHHOTO 0becrieueHust
yIpas/jeHusi, ykasamu U pacropsokeHusimu Ilpesuzienta P®, nocraHosneHusimu IlpaBurensctBa PO,
HOPMaTHBHO-TIDABOBBIMU aKTaMU (efiepasbHbIX OpPraHoB, B 00/1acT JAOKYMEHTHDOBaHUsI YIIpaBeHYeCKON
JIesITelTbHOCTH, TOCYapCTBEHHBIMM CTaHAapTaMd Ha JOKYMEHThl, yYHUOGHULVMPOBAHHBIMM CHCTEMaMHM Ha
JOKYMEHTAllMd U  OOIIEePOCCHIACKUMM  K/IaCCU(HMKATOPAMU TEXHUKO-9KOHOMHUECKOW U  COLMa/IbHOM
nHpopmMarmm;

- CTI0/Tb30BaHMsI COBPEMEHHBIX CITOCOO0B M TEXHOIOTHI CO3/jaHUsI IOKYMEHTOB;

- TIpUMeHeHHs] MeTOJOB KOMITbIOTEPHBIX TeXHOJMIOTWH 1o cbopy, 0OpaboTke, mepejaud, aHaiu3a
JIOKYMEeHTHOU MH(opMaLy;

- a/IalITUPOBAaTh K KOHKPETHBIM YCIOBUSIM U WCTIO0/Ib30BaTh TIPOTPaMMHbBIE TIPOAYKTHI il COCTaB/IeHMS,
othopM/IeHHs! OpraHU3aljMIOHHO-PACIIOPSANTETbHOM JOKYMEHTALMK U OpraHu3aLiy J0KyMeHTo000poTa;

- CaMOCTOSATEe/NIBHOTO TpuoOpeTaTh HOBBIE 3HAHWM, HCIIONB3ysl COBpPeMeHHble oOpa3oBaresibHbIe
TEXHOJIOTUH;.

YK-1 (38.03.05, P1)

3HAHUA:

- CTaHJApPTHl YHU(GUIIMPOBAHHOW CUCTEMbI OPraHU3aLMOHHO-PaCIIOPSIUTeTbHOM JOKYMeHTalWY;

- CylIleCTBYIOLMe YHU(DUIMPOBAHHbIe CUCTEMBI JOKYMeHTallY;

- TeopeTHYeCKHWe OCHOBbI M 3aKOHOMEPHOCTH [JOKYMEHTAL[IOHHOTrO obecrieueHus yrpaBiieHuecKou
JlesITeNIbHOCTH;

- TeXHOJIOTHIO Pa3paboTKU M MpaBusia 0(OpM/IeHHs] OpPraHK3alIOHHO-TIPABOBbIX, PaCTIOPSAUTETBHBIX U
MH(OPMAaLMOHHO-CIIPABOYHBIX JOKYMEHTOB;

- 3aKOHOJare/lbHble, HOPMaTHMBHbIE U TIpaBOBbIe aKThl, perlaMeHTHpYHOLUe JAOKYMeHTHpOBaHUe
yTipaB/ieHYeCKOH JlesiTe/IbHOCTY;

- TpebOBaHMSI K COCTAB/I€HUIO, O(OPM/IEHHIO YHU(MUIMPOBAHHOM CUCTEMbI OpraHHU3al[UOHHO-
pacIopsiUTeNbHON JOKYMeHTaLWy;;

YMeHuUsi:

- C/TyLIaTh, BOCTIPUHMMATE JOKyMEHTHY0 WH(QOPMALIMIO C yYeTOM KY/IBTYPHBIX U SI3bIKOBBIX pa3inuuri;

- COCTaBMATH [JIOKYMEHTbl B COOTBETCTBHUM C TpebOBaHUSAMM YHUQULMPOBAaHHON CHCTEMBI
OpraHu3aLIOHHO-PaCOpsIUTe/IbHON JOKYMeHTallY;

- BBISIB/ISITH COCTaB HEOOXOAMMBIX [JOKYMEHTOB B KOHKPETHOM yIipaB/ieHYeCKOM CUTYaLuH;

- CUCTEeMaTU3UPOBaTh U 000011]aTh JOKYMEHTHYO WH(MOPMAIHIO, TOTOBUTD CIPABKH, 0030DbI;

- pedpeprpoBaTh, peJaKTUPOBATh, PeLieH3UPOBATh TeKCThI;

- paboTatek C HOpPMAaTWBHOW, CHeLWaJbHONW W 3aKOHOJATE/NBHOM JMTepaTypoi A/isi MPaKTHUeCKOTo
TIpYMeHeHHUsI TIPY CO3/laHuX ¥ 0OPMIIEHUH I0KYMEHTOB;

- pa3pabaTbiBaTh MPOEKTHI JOKYMEHTOB;;

HABbIKU:

- B/Ia/IeTh 3aKOHOZaTe/IbHBIMU akTamu P® B cdepe mHbOpPMaLuK U JOKyMEHTAlOHHOTO obecrieueHust
yIIpaBjeHus, ykKa3amu W pacropsokenusiMua IIpesupenta P®, nocranosnenusmu IlpaBurenscrBa PO,
HODMAaTHBHO-TIPABOBBIMHU aKTaMM (eJiepajlbHbIX OPraHOB, B 00/aCTH [JOKyMEHTHPOBAHUS YIIpaB/ieHYeCKOM
JlesITelIbHOCTH, TOCYapCTBeHHBIMHM CTaHAapTaMd Ha JOKYMEHThbl, yYHUGHULVMPOBAHHBIMM CHCTEMaMM Ha
JOKYMEHTaLMH W OOL[ePOCCUUCKUMHU  K/IacCU(UKATOPAMU  TEeXHUKO-IKOHOMUYECKOW U COLMaIbHON
nHpopmaruu;

- CII0/Tb30BaHMsI COBPEMEHHBIX CITI0COO0B M TEXHOIOTHI CO3/jaHusI ZIOKYMEHTOB;

- TIPpUMEHEeHUs] METO/IOB KOMIIbIOTEPHBIX TEXHOJOTHH Mo cbopy, 00paboTke, mepenaud, aHaau3a
JIOKyMeHTHOU uH(popmaLuy;

- a/IanTUPOBAaTh K KOHKPETHBIM YCIOBHUSM U HMCII0/Ib30BaTh MIPOTPaMMHbBIE TIPOAYKTEI [Jisl COCTaB/IeHMS,
oopmiieHnsi OpraHr3alMOHHO-PACTIOPSAUTeNbHON JOKYMEeHTALWH U OpPraHr3aliy A0KyMeHTo000poTa;

- CaMOCTOSATEe/NIBHOTO TpuoOpeTaTth HOBblE 3HAHWM, HCIIONB3ysl COBpPeMeHHble oOpa3oBaresibHbIe
TEXHOJIOTUH;.

YK-9 (38.03.02, P1)



3HAHUA:

- CTaHZAAPTHI YHU(PUIIMPOBAHHON CUCTEMBI OPTraHU3al[MOHHO-PACTIOPSIIUTE/ILHOU JOKYMEHTAIUMY;

- CyILIeCTByIoOLMe YHU(ULIMPOBAHHbIE CUCTEMBI JOKYMeHTaLu;

- TeopeTWYecKWe OCHOBBI U 3aKOHOMEPHOCTU [OKYMEHTALMOHHOTO obecriedeHusi yIipaBeHYeCKOi
JlesiTe/IbHOCTH;

- TEXHOJIOTHIO Pa3paboTKU M TIpaBwsia 0(OpPM/IEHUs] OPraHW3al[MOHHO-TIPABOBLIX, PACIIOPSAUTENBHBIX U
1H($OPMAaLIMOHHO-CITPABOUHBIX JOKYMEHTOB;

- 3aKOHOJATe/lbHble, HOPMAaTHMBHBbIE W TIPABOBBbIE aKThl, DPErJIAMEHTHPYHOIHe JAOKYMEeHTHDPOBaHUE
yrpaB/ieHYeCcKO! [iesTeJIbHOCTH;

- TpebOBaHUS K COCTaBjeHUIO, OGOpPMJIEHHIO YHUGUIMPOBAHHOW CHUCTEMBbI OpPraHU3alMOHHO-
pacTopsiANTe/TbHOM JOKYMeHTAal[|H;;

YMeHUs:

- CJTyIIaTh, BOCIIPUHUMATD IOKYMEHTHYIO HHPOPMALUIO C yUeTOM KY/IbTYPHBIX U S3bIKOBBIX Pa3/Mumii;

- COCTaBlATb [JOKYMEHTbHI B COOTBETCTBHM C TpeOOBaHUAMH yHU(DUIIMDOBAHHON CHCTEMBI
OpraHU3al[MOHHO-PaCIIOPSIUTeNILHON JOKyMeHTAaLUu;

- BBISIB/IATh COCTaB HEOOXOUMBIX JOKYMEHTOB B KOHKDETHOM YIpaB/IeHUeCKON CUTYaIuu;

- CUCTEMAaTU3HPOBaTh U 0000111aTh JOKYMEHTHYIO UH(POPMAI[UIO, FOTOBUTE CITPABKH, 0030DhbI;

- pedeprpoBaTh, pefaKTHPOBaThb, PeLeH3UPOBaTh TEKCThI;

- paboTaTth C HODMAaTWBHOW, CrelMaJbHONW W 3aKOHO/ATE/NBbHON JIUTepaTypol /il MpaKTHUeCKOTO
TIPUIMEeHEeHWUs TIPU CO3/IaHuH U 0(hOpPMIIEHHH TOKYMEHTOB;

- pa3pabaTbIBaTh MPOEKTHI JOKYMEHTOB;;

HaBbIKU:

- B/JIaJIeTh 3aKOHO/ATe/bHBIMU akTamMu P® B cdepe uHGOpPMAIMKM U JOKYMEHTALIMOHHOTO 00ecreueHust
yripaBjieHusl, ykKa3aMd U pacropsokeHusiMu [lpesnpenta P®, mnocraHosieHusiMu [lpaButesibctBa PO,
HOPMAaTHUBHO-TIDABOBbIMU aKTaMU (hefiepasbHbIX OpPraHOB, B 00/IacTH JIOKYMEHTHDOBAHWS YIIpaBeHYeCKON
ZIesiTe/IbHOCTH, TOCYZlapCTBEHHBIMHU CTaHJAapTaMH Ha JOKYMEHThbI, YHU(DUIIMPOBAaHHBIMU CHCTeMaMHM Ha
MOKYMEHTAallMd ¥  OOIIePOCCHUCKUMM  K/IAaCCU(MKATOPAMU  TEXHUKO-JKOHOMHUECKOW U  COLMaJbHOU
vH(popMaLy;

- ACTI0/Ib30BaHUs COBPEMEHHBIX CIIOCOO0B M TEXHOJIOTHH CO3/jaHuUsl I0KYMEHTOB;

- TIPUMEHEHUsT MEeTO/IOB KOMITbIOTEDHBIX TEXHOJIOTMM 1o cOopy, o0paboTke, Tepejaud, aHaiv3a
ZIIOKyMeHTHOU nHGopMaLyy;

- aZIarTUPOBATh K KOHKPETHBIM YCJIOBUSIM U HCIIO/IH30BaTh TIPOTPAMMHbBIe TIPOAYKTHI /I/Isi COCTAB/IeHus,
oopmieHHs1 OpraHyU3aIMOHHO-PACTIOPSIIUTELHOM JOKYMEHTALIMK U OpPraHu3aliu JI0KyMeHTo000pOoTa;

- CaMOCTOSITeNIbHOTO TpUOOpeTaTs HOBble 3HAHWH, MCIIONB3ys COBpPeMeHHble 0Opa3oBaresbHbIe
TeXHOJIOTUH;.



2. MECTO JNCIIMIIVIMHBI B CTPYKTYPE OOII BO

Iuctunmisaa JOKYMEHTUPOBAHUE YITPABJIEHUECKOM NEATE/IBHOCTU sensercs
JVCLIUTUTMHOW 00s13aTe/IbHOM yacTH 6/10Ka 1 mporpaMMbl IOATOTOBKH 10 HarpasieHusm: 38.03.01
OKoHOMUKA, 38.03.02 MenemxmeHT, 38.03.05 busHec-uHndbopmaTuka, 38.03.03 YripaByieHre epCcoOHaNIOM.

CopepxaHue [UCLIMIUVIMHBL  SBJSIETCA  JIOTUYeCKUM npopomkennem gucimiuivH:  JTEJIOBBIE
KOMMYHUKAIINY, OCHOBBI ITPABA, BBEJEHUE B TH®OPMAIIMOHHBIE TEXHOJIOI'NN,
TEOPUSA MEHE/DKMEHTA, ITPEAITPUHUMATEJ/IBCKOE ITPABO, OCHOBbBI CUCTEMHOI'O
AHAJIN3A, BBEJEHUVE B ITPOPECCNUOHAJ/IBHYIO JEATE/IBHOCTD.

CopepkaHWe [UCLWIVIMHBL SIB/ISETCS OCHOBOW [Ji1  OCBOEHUs AVCLIUIIINH: BHYTPEHHUM
KOHTPO/UVIMHI" 1 AYINT, OPTAHU3ALNIVS ITPEAIIPUHUMATE/IbCKOU JEATE/IBHOCTH,
ITUKA AEJIOBbIX OTHOHIEHNUN.

ITpeBapuTe/bHBIE KOMITETeHLIMH, ChOPMHUPOBaHHBIE ¥ 00yUaroIierocs A0 Havyana U3yuyeHHst AUCLUTUIHBL:

¢ OIIK-1 — CriocobeH NpUMeHATh 3HaHUS (Ha TIPOMEXXYTOUHOM YPOBHE) S5KOHOMHUECKOH TEOPUH MPH
pelLleHNY TIPUKJIaIHBIX 3a/1ad

¢ OIIK-6 — CrniocobeH MOHUMATh TIPUHITUIILI Pab0Thl COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHN U
WCTIO/b30BaTh WX TPU PellieHnH 3a7iad 1MpoeCCHOHATLHOM e TeTbHOCTH

e [ICK-1.1 — CriocobeH KpUTHYeCKH OLIeHWTh TpeAJiaraeMble BAPHUAHTHI YIIPaB/leHUeCKUX pelleHunH,
pa3paboratb 1 000CHOBAaTH TIPE/IJIO’KEHNS TI0 UX COBEPIIEHCTBOBAHHIO C yUeTOM KPHUTEepPHEB COLUATBHO-
5KOHOMMUE CKOM 3D (PeKTUBHOCTH, PUCKOB ¥ BO3MOXKHBIX COI[HMATbHO-9KOHOMUYECKUX TI0C/IeICTBUIMA

e TICK-1.5 — CrniocobeH Ha OCHOBE THUITOBBIX METOAVK U JeHCTBYOIell HOPMaTUBHO-TIPABOBOM 0a3bl
paccuuTaTh SKOHOMUYeCKHe U COL[Ma/IbHO-9KOHOMIUe CKHe TIOKa3aTe i, XapaKTepU3yIoli[ie
JIeSITeJTBHOCTD XO3SMCTBYIOIUX CYOBEKTOB

¢ YK-1— CrniocobeH oCy1eCTBATh MOUCK, KPUTHUYECKUI aHai3 U CHHTe3 HHPOPMAaLMH, IPUMEHSITh
CHICTEMHBIV TIOXOZ, AJIs pellieHus] TOCTaB/IeHHBIX 3aau

¢ YK-11 — CniocobeH (hopMHpPOBaTh HETEPITUMOE OTHOIIEHHUE K KOPPYITLHOHHOMY TTOBE/IEHUIO

¢ YK-2 — CniocobeH orpefie/isiTb KPYT 3a/jad B paMKaX TMOCTAB/IeHHOH 11e/TM ¥ BEIOMpaTh ONMTUMabHbIe
CTIOCOOBI UX PeleHus], UCXO/I U3 JIeHCTBYIOIIHMX MPABOBBIX HOPM, UMEROLUXCS PECYPCOB U
OrpaHUuYeHrH

¢ YK-3 — CrniocobeH oCy1[eCTB/ATh COLMAIbHOE B3aUMO/EMCTBHIE U peaM30BbIBaTh CBOIO POJib B
KOMaHfie

¢ YK-4 — CrniocobeH 0CyIeCTBATh [[eI0BYH0 KOMMYHHKALMIO B YCTHOM U MMCbMeHHOH opmax Ha
roCyZiapCTBeHHOM s13bike Poccuiickoii ®@emepariyivi 1 THOCTPaHHOM(bIX) si3bIKe(ax)

¢ YK-6 — CrniocobeH yTipaB/sTh CBOMM BPEMEHEM, BLICTPAUBATh U PEaM30BbIBATE TPAEKTOPHIO
CaMOpa3BUTUA Ha OCHOBE TIPUHIIUIIOB 00pa30BaHUs B TeUEHUE BCEl >KU3HU



3. CTPYKTYPA U COAEPXKAHUE JUCIIAII/INHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTABJISET 3 3.€.

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI

, 108 u.

KYPC

Ay/MTOpHBIE 3aHATHS
B KOHTaKTHOIi hopme

HaumeHoBaHue Ppa3jeioB ¥ JUAAKTHYECKHUX eJUHHIL]

CEMECTP
BCET'O

®dopmupyemast
KOMIeTeHIus, %

JleKuuu
3aHATHA

BCEI'O
CamocTonTe/1bHas

IIpaKkTHUecKHe
pabora cTyjeHToB
OIIK-3 (38.03.03)

OIIK-2 (38.03.01)
YK-1 (38.03.05)

YK-9 (38.03.02)

Pazpen 1. JIoKkyMeHTHPOBaHHsA yNpaB/IeHYeCKOi
AeATe/IbHOCTU: OCHOBHbIE IIOHATHHA, HOPMATUBHO-IIPaBOBasA
0a3a. OCHOBHbIe MTOHATHUS JOKYMEHTHPOBAHHUS yIpaB/ieHue CKOM
AesaTe/IbHOCTH. YHpaBnem/le AOKyMEeHTaMH. Cucrema
yrpaB/eHus JoKymMeHTaMu. O61ijasi XapaKTepUCTHKa

5 HOPMaTHBHO-TIPABOBO# 6a3bl JJOKyMEHTHPOBaHHS
yIipaB/ieHuecKol AesitesbHOCTH. I1paBoBast 6asa
JIOKYMEHTHPOBaHHsl yTIpaB/ieHueCKOi JesTe/TbHOCTH.
CraH/,apThl B JIOKyMeHTUPOBAHUH YIIpaB/ieHYeCKOM
nestenbHOCTH. Knaccugukatops! 1 yHU(ULIMPOBaHHbIE
CUCTEMBI JOKYMEHTaluu. HOpMaTl/IEHl:Ie TIPaBOBbI€ AKThI
MEeXBeJOMCTBEHHOI'O ¥ BeIOMCTBEHHOI'O XapakTepa.

18

14 20 20 20

20

Paspen 2. Cucremsl JoKyMeHTanuu. Opranusanus
JIOKyMeHT0000poTa. O61iepoccHiicKie CHCTeMbl
JIOKYMeHTaLMK. YHU(ULIMPOBaHHbIE CUCTEMBI YIIpaB/IeHueCKOH
5 IOKyMeHTaluy. YHU(ULMPOBaHHEIE (OPMbI OTPACIeBOH
JloKyMeHTaL1u. IToHATHe ¥ XapaKTepPUCTUKU
JI0KyMeHTo060poTa. JTaribl JoOKyMeHToo6opoTa.
JlokymMeHTO060pOT HcronHuTesst. ONTHMU3aLsE
I0KyMeHTO060pOTa.

21

15 20 20 20

20

Pa3spen 3. OcHOBHBIE IPAaBH/IA OPraHU3aLUH PaboThI C
JAoKymeHTamMH. OpraHu3sarus paboThl ¢ JOKyMeHTaMH.
Oco6eHHOCTH OpraHu3aLK paboThl C BXOASALIMMA

5 noKyMeHTaMH. Oco6eHHOCTH OpraHu3aLy paboTsl C
HCXOASIMMHU JoKyMeHTaMK. OcoBeHHOCTH OpraHu3aLuu
paboThl C BHYTPEHHHMH IOKyMeHTaMu. Perucrparus 1
KOHTPOJIb MCIIO/IHEHHSA JOKYMEHTOB.

23

15 20 20 20

20

Paspen 4. Cucremaru3anusi M OpraHu3anys onepaTHBHOro
XpaHeHHs JOKyMeHToB. O6Lii1e NPUHLIUITEI GOPMUPOBAHHMS
5 Jles1, CUCTeMaTH3aluAa U yueT JOKYMeHTOB OpraHu3al{iu.
OL[EHKa 3HaUMMOCTU JOKYMEHTOB U OIpe/ie/IeHr e CPOKOB UX
XpaHeHusl. XpaHeHHe [AOKYMEHTOB U [JieJ1. TTonsitue u
XapaKTePUCTHKHU J0KyMeHT006opoTa.

23

15 20 20 20

20

Paszpen 5. [loKkyMeHTHpOBaHHe PaGoThI C IEPCOHAIOM.
5 Komriiekc KazipoBoii JoKyMeHTaluu. JIoKyMeHTHpOBaHHe
rpreMa 1 yBOJbHeHUst pabOTHHKA.

23

15 20 20 20

20

Bcero 3a 5 cemecTp 108

34 17 17 74 100 100 100

100

Bcero no AMCHMIUIHHE 108

34 17 17 74 100 100 100

100

3.2. AyAUTOPHBII NPAaKTUKYM

Homep 1 HauMeHOBaHHUe pa3jesia JUCHUIUTHHBI

Tema MNPAKTHYECKOIr'0 3dHATUA

O05eMm,

ayp.
JacoB

Paznen 1. JJokyMeHTUPOBaHUs yIpaBieHUYeCKon
JlesiTeJTbHOCTH: OCHOBHBIE TTOHSTHS, HOPMaTUBHO-
rpaeoBasi 6a3a.

[TpoekTrpoBaHue 6/1aHKOB
OpraHu3aLyy.

Pazpen 2. Cucremsl fokymeHTauu. OpraHusaiys
JIOKYMEHT0000poTa.

[IpoekTupoBaHue u odopmiieHHe
CTPYKTYpbl OpraHU3aLiiu.

Pazpen 3. OcHOBHBIE TpaBU/ia OpraHU3aLUK PadOThI
C IOKyMeHTaMHU.

[IpoekTupoBaHre U odopmiieHHe
LITaTHOTO pacryCaHusl.

Pasgen 4. Crcremarr3anys U OpraHu3anus
OMNepaTUBHOIO XPaHeHUs JOKYMEHTOB.

OdopmieHne opraHU3aLOHHO-
PacCIOpsAAUTETBHBIX IOKYyMEHTOB,
OdopmiieHne nicem

Pazpen 5. [JokymeHTHpOBaHKe paboTEI C
IIepCOHAJIOM.

Pa3paboTka 1 0hopMIeHHE TTOI0XKEHUST
0 CTPYKTYPHOM TO/Ipa3/ie/IeHN .

Bcero 3a 5 cemectp

17

3.3. CamocrosnTenbHas padora crygenra (CPC)

8
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Ne Homep 1 HaiMeHOBaHUe pa3jesa Oo0Bem,
Cojepixanue yue0HOro 3a/JaHus
n/n AUCLHIITAHBI 4acoB
Paspen 1. JJoKkyMeHTHPOBaHUS Yrny6nénHoe u3yueHue U pedeprpoBaHye
1 yIpaBJieHueCcKol JlesiTe/IbHOCTH: CrieLjuaIbHOM IUTepaTypsbl, JeKLMOHHOIO MaTeprana 14
OCHOBHbIe TIOHSITHS,, HOpMaTUBHO-  |[10 BOIpocaM pasgesna 1. BoirnosHeHue 3aaHuil.
ripaBoBast Oasa. IlogroroBka K 3a4eTy.
YrnybnénHoe usyueHue U pedeprpoBaHie
5 Paszen 2. CucteMsl JOKyMeHTaL[MU. |Clle[jMabHON IMTepaTypbl, TeKI[MOHHOTO MaTeprasia 15
OpranHu3anys JOKyMeHToo00poTa.  |110 BOMpocaMm pasziena 2. BrimonHeHue 3a/1aHui.
IlogroroBka K 3a4eTy.
Pasen 3. OCHOBHbIE paBWTa YI‘IIy6]'IEHHOS r3yueHyve U pedeprpoBaHue
CrieLiabHOM JIUTeparyphbl, JIEKLMOHHOIO MaTeprara
3 |opranusauuu paboTsi C o 15
T10 BOMpocaM pasgiena 3. BrlnonHeHue 3ajaHni.
JJOKYMEeHTaMHU.
[ToproroBka K 3ayerty.
Paszien 4. CuCTeMaT3aLs 1 YI‘J'Iy6]'IeHHOS r3yueHyve U pedeprpoBaHue
CreLjia/bHOM JINTeparypsl, JIeKL[MOHHOI0 Marepuasia
4  |opraHu3aulys OnepaTuBHOIO - 15
T10 BOIIpOCaM paszesna 4. BeirosiHeHue 3a7laHui.
XpaHeHUs JOKYMEHTOB.
IloagroroBka K 3a4eTy.
Yrny6nénHoe uzyuyeHue v peeprpoBaHie
5 Paspen 5. JJokymeHTHpOBaHUe crieLianbHOM IMTepaTyphl, IEKLMOHHOIO MaTeprarna 15
paboTHI C TIepCOHAaOM. T10 BOTIpOCaM paszena 5. BrinonHeHue 3ajaHui.
ITogroroBka K 3adeTy.
Bcero 3a 5 cemectp 74
4. ®OPMbI KOHTPOJII OCBOEHUSA TNCLUIIVIMHBI
CEMECTP HEJEJ/IN CEMECTPA
1 2 3 4 |56 7 18 9 10(11| 12 |13] 14 |15/16 17
3az. 3an. 3an. 3ag,. 3az,. 3ag. Bomp. 3ay,
5 CPC CPC AP CPC CPC AP CPC CPC AP 3a4.

YcnoBHbBIe 0003HAUCHUS:
P — nuarHocTHuecKasi paboTa;

3an. CPC — 3afiaHus J1s1 CAaMOCTOSITe/TbHOM pabOTh;

Bomp. 3au — BOIIpOCH! K 3a4eTy;
3a4. — 3aYeT.

TeKyIuii KOHTPOJ/Ib YCIIEBAeMOCTH CTYIE€HTOB IIPOBOAAUTCS B IUCKPETHbIE BpeMeHHble MHTepPBaJIbI B
cnenyrommx ¢popmax:

¢ IMarHocTuyeckas pabora;

e 3a/laHUs [/l CAMOCTOSATeIbHON paboThI;
e BOMPOCHI K 3aUeTy.

IIpome)xyTouHas arrecranus IIPOBOJUTCS B (hopMax:
e 3aueT.
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5. YYEBHO-METOJIMYECKOE 1 TH®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas iMTeparypa no JUCLUILIMHE:

1. . K. KopHees, A. B. ITienko, B. A. Mamypijes. . [JoKyMeHTHpOBaHHe yIpaBl1eHYeCKOU [esTeTbHOCTH.
Mockga: FOpaiiT, 2022, a51. pec.

5.2. JlononHUTebHASA TUTeparypa o JUCLUIUIVHE:
He Tpe0yeTcs.
5.3. Ilepuoguueckue U3gaHus:

1. ABromarusaiys IpoLeccoB yIpaB/ieHus;
2. Kagposoe geno.

5.4. TlepeueHb peCcypcoB HH(POPMAI[HOHHO-TEIEKOMMYHHKAIIMOHHOMN ceTy "VIHTepHeT", HeOOXOAUMBIX J1/IsT
OCBOEHUS! TUCIATUIAHBI, 3/IeKTPOHHBIE OMOTHOTEUHbIE CUCTEMBI:

1. https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti — Onmbka 404. OTa cTpaHulia
ceifuac HegocTynHa — O6pa3oBaresibHast Tuiatdopma «HOpaiiT». 1151 By30B U CCY30B.;

2. https://urait.ru/bcode/489431 — MokymeHnToBeeHre — O6pa3oBare/bHas miardopma «FOpait». s
BY30B U CCY30B..

CoepeMeHHBIe MpodeccroHabHbIE 0a3bl JAHHBIX:
1. https://rusneb.ru — HaijuoHansHas 3/eKTpoHHas 6ubmoreka (HOB);
2. https://cyberleninka.ru/ - HayuHast 3nekTpoHHast 6ubnmoreka «KubeprieHuHKa»;

http://www.rfbr.ru/rffi/ru/library - ITonHoTekcToBas 37ekTpoHHas 6ubaoTeka Poccutickoro oHza
dbyHIaMeHTaTbHBIX UCC/IeI0BaHUIA.

VHdopMaLioHHbIe CTIpaBOYHbIE CUCTEMBI:
1. Texskcnept — MHbOpMaLMOHHBIN OPTal TEXHUYECKOT0 peryaupoBaHusi: HopMel, mpaBu/ia, craHAapThl
P®;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - b1 TOCTog
cobcrBenHoi reHepauyu BI'TY "BOEHMEX" um. []. ®. YcTuHOBa;
3. http://www.consultant.ru/- KoncynsrauTIIntoc- nHbOpMaloOHHbBIN TIOpTas ITPaBoBoOi HHGOpMAaI[UH.
5.5. TIporpamMmMHOe obecrieueHue:
1. Microsoft Office.

5.6. H(opmaliMoHHbIe TeXHOJIOTUU:

B3anMogeiicTBre ¢ obyuarouumucs nocpegcrsom SMOC Moodle BI'TY «k BOEHMEX» um. [J.®. YctuHOBa.
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6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. JleKijnoHHbIE 3aHATHSA:

CreLa/IM3UpOBaHHbIe TpeOOBaHus 110 000PYZAOBaHMIO OTCYTCTBYIOT; ayAUTOPHUS C TIOCAZOUHBIMU
MeCTaMHU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

6.2. IIpakTHyeckue 3aHATHA:

1. ITpoekTop;
2. Microsoft Office.

6.3. Ilpouee:

1. pabouee MecTo rperofaBaress, OCHAIlEHHOe KOMITBIOTEPOM C JJOCTYIoM B VIHTepHerT;
2. pabourie MecTa CTYA€HTOB, OCHaIL|eHHbIe KOMITBEOTEPAMU C JOCTYTIOM B VIHTepHeT, npe/jHa3HaueHHbIe
I paboThI B 57IEKTPOHHOM 06pa3oBaTeNbHOU cpejie.

11



ITpunoxenue 1
K paboueli mporpaMme JUCIATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

AnHoTanusa paboueii nporpaMMsl

Iucipnmuda JOKYMEHTUPOBAHUE YITPABIEHUYECKOM JEATE/IBHOCTHU sprsercs
JUCLHIUIIMHOK 00s3aTe/ibHON uacTH Ooka 1 mporpaMMbl TOATOTOBKM 1O HampasiaenusiM: 38.03.01
OkoHomuKa, 38.03.02 Menemxment, 38.03.05 busnec-undopmarvka, 38.03.03 YmpapieHre MepCOHAIOM.
MucuunnvHa peanmu3yeTcs Ha (akynbreTe P MeXIyHapoAHOTO TIPOMBIIUIEHHOTO MeHeKMeHTa U
kommyHuKanu BI'TY "BOEHMEX" um. [I.®. Ycrunoa kadenpoit P1 MEHE/DKMEHT OPTAHU3ALIUIN.

JucrurivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHyull:
OTIK-2 (38.03.01)cnocoOHOCTh OCYIIECTBAATh COOp, 00pabOTKy W CTaTUCTUYECKUH aHa/MW3 [IAHHbBIX,
HEOOXOZIMMBIX [IJ/Is1 peIlIeHUs TI0CTaBIeHHBIX SJKOHOMUUECKUX 3a/1ay;
OTIK-3 (38.03.03)criocobHOCTh pa3pabaTbiBaTb U OCYILECTBISATH MEpONpUSATHs, HallpaB/ieHHble Ha
peanu3aLuio CTpaTerny yrpaB/ieHdsl MepCOHAIoM, obecreynBaTh MX JOKYMEHTAL[HOHHOE COTMPOBOXKIEHUE U
OLIEHWBaTb OPraHU3al[MOHHbIE U COLMabHBIE TTOC/Ie/[CTBYS;
YK-1 (38.03.05)crioco6HOCTh OCYIIeCTBAATh MOUCK, KPUTHUECKUI aHa/Iu3 U CUHTe3 UH(POPMAIL[HUU, IPUMEHSATh
CUCTEeMHBIV TIOAXO/ /IJIs1 PeIlIeHus TIOCTaB/IeHHbBIX 3a/]ay;
YK-9 (38.03.02)criocoOHOCTL WCMO/B30BaTh 0a30Bble  JeeKTOOTMUECKHEe 3HAHWS B COL[HATBHON W
npodeccroHansHOMN cepax.

ConiepkaHue [JWCIUIUIMHBI OXBaTbIBaeT KPYT BOIIPOCOB, CBSI3aHHBIX C OpraHU3al[ieil yIipaBjieHueCcKOro
JIOKyMEeHTO000pOTa, TeOPeTUUYeCKHEe OCHOBBI PO/U ZIOKyMeHTa W MH(MOPMAI[MU B yIpaB/ieHYeckoM Tpoljecce,
€T0 pa3BUTHUH, CUCTEMaX JOKYMEHTAl[|H, a TAaK)Ke COBpEeMeHHbIe TpeOoBaHUS, MpeIbsBIIsieMble K COCTAB/IEHUIO,
oopmieHnI0, ABWKEHUIO U 00pabOTKU [JOKYMEHTOB. PacKpBIBalOTCSI BOMIPOCH 3aKOHOMEPHOCTH 00pa30BaHUs
JIOKYMEHTOB, CIoco0bl UX CO3AaHus], (QYHKIWH, CBOMCTBA, CTPYKTYpa AOKYMEHTA; MPHUHLMIILI OpraHU3alid
JIOKyMeHTOO00pOTa; MyTH COBEPIIEHCTBOBAHUS JJOKYMEHTAL[MOHHBIX ITOTOKOB B 001I[eCTBe.

[MporpamMmMoii AUCLUTLIMHBI TIPeyCMOTPEHBI C/lefiyIoliie BUABI KOHTPOJIS:

TeKylHii KOHTPOJIb YCIIEBAEMOCTH CTY/[eHTOB TIPOBO/JJUTCS B JUCKPETHBIE BpEMEHHbBIE UHTEPBAJIBI B
clefyroumx popmax:
e UArHOCTUYeCKas pabora;
e 3a/laHUS [l CAMOCTOSATE/IbHON PaboThI;
e BOMPOCHI K 3aUeTy.

HpOME)KYTO‘-IHaH dTTeCTalud NMpoOBOAUTCA B (bopMax:
e 344eT.

OO6m1as TPyJI0EMKOCTh OCBOEHHUSI JUCLMIUIMHBI cocTaBiseT 3 3.e., 108 u. TIporpamMMol JUCIUMJIHHEL
TpeyCMOTPeHbI JIeKIMOHHbIe 3aHATHs (17 u.), mpaktuyeckue 3aHsTus (17 4.), camocTositenbHast paborta
cTypeHTa (74 a).
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IIpunoxenue 2

K paboueli mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUSA

PekoMeH/Jaliiy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI cocTaBigeT 108 4., u3 HUX 34 4. ayJUTOPHBIX 3aHATUM, U 74 4.,
OTBe/IeHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeH/IalIMM  TI0  pacrpe/ie/ieHHI0  yueOHOrO BpeMeHHW M0 BH/]AM CAMOCTOSITE/TBHOM paboThl |

pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI TIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTPOJIe YCIIeBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcsl.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUs TIPYBe/ieHbl B TPUIOKeHHH 3 K Paboueii mporpamme.

H TpyRoeMKOCTB,
anMeHOBaHHe PadoThI Pexkomenjyemas 1mTeparypa uac.
Pa3pen 1. [lokyMeHTHPOBAHUA yIIpaB/JIeHYeCKO! AesiTe/IbHOCTH: OCHOBHbIE MOHATHSA, HOPMaTHBHO-
npaBoBas 0a3a.

Yrny6néHHoe u3yueHve U pedeprupoBaHUe N. K. Koprees, A. B. [Tiuenko, B. A.
CrieliabHOM JIUTepaTyphl, IeKLUOHHOTO Mamypues. . JloKkyMeHTUpOBaHUE 14
Marepwua’ia 1o Borpocam pasziesia 1. BeimosHeHue |yripaB/ieHUeCKou AestenbHOCTH: MoCKBa:
3aaHui. [logroroBka K 3ayery. FOpaiiT, 2022 (1,2)

Wroro mo pa3zeny 1 14

Pazpen 2. CucremMsl JokyMeHTalud. Opranu3anus JOKYMeHT0000poTa.

YrnybnénHoe uzydyeHue v pedeprpoBaHie . K. Koprees, A. B. [Tienko, B. A.
CrieLlanbHOM JIMTeparyphl, 1eKLMOHHOTO Mamypues. . JloKkymMeHTUpOBaHUe 15
MaTepHaJia 1o BoIpocam paszesia 2. BolnosHeHue |yripaB/ieHUeCKoH AesTenbHOCTU: MoCKBa:
3ajaHuil. [ToAroToBKa K 3aueTy. FOpaiir, 2022 (2)

Wroro o pasgeny 2 15

Pazgen 3. OcHOBHBIE TPABU/Ia OPraHU3al[dHd PAdOTHI C JOKYyMeHTaMH.

Yrny6néHHoe u3yueHue U pedepupoBaHUe N. K. Koprees, A. B. [TiueHko, B. A.
CrieLlabHOM JIUTepaTyphl, IEKLHOHHOTO Mamypues. . JloKyMeHTUpOBaHUE 15
MaTepua’ia 1o BorpocaM paszena 3. BelonHeHre |yripaB/ieHYeCKOU AesiTe/IbHOCTH: MoCKBa:
3ajaHuil. [logroroBka K 3avery. FOpaiiT, 2022 (4,5)

Wroro no pasgeny 3 15

Paspen 4. Cucremarusanus 1 OpraHu3anysi onepaTHBHOr0 XpaHeH!sl JOKYMEHTOB.

Yrny6néHHoe u3yueHue v pedeprpoBaHUe N. K. Koprees, A. B. [Tienko, B. A.
CriellanbHOM JIMTepaTypkl, 1eKLMOHHOTO Mamypues. . JloKkymMeHTUpOBaHUe 15
MaTepHaJia 1o Borpocam paszesa 4. BolnosHeHue |yripaB/ieHUeCKol AesTenbHOCTU: MocCKBa:
3a/aHuil. [ToAroToBKa K 3a4eTty. FOpaiir, 2022 (6)

Wrtoro no pa3peny 4 15

Paspen 5. [IoKkyMeHTHpOBaHHe PaboTHI C IEPCOHAIOM.

Yrny6néHHoe u3yueHue U pedepupoBaHUe N. K. Koprees, A. B. ITienko, B. A.
CreLiMasbHOM JIUTeparyphl, JeKLUOHHOTO Mamypues. . JloKyMeHTUpOBaHUE 15
MaTepua’jia 1o BorpocaM paszena 5. BeinonHeHue |yripaB/ieHYeCKOM AesiTe/IbHOCTH: MOoCKBa:
3ajaHuil. [logroroBka K 3adery. FOpaiir, 2022 (7)

Wrtoro no pasgeny 5 15
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IIpunoxenue 3
K paboueli mporpaMme JUCHATTHHBI
JOKYMEHTHPOBAHME YIIPAB/IEHUECKOU JESATEJIBHOCTHU

®OH/JbI ONEHOYHbBIX CPEACTB

®DOoH/IBI OL[EHOUHBIX CPE/CTB, TIO3BOJISION1E OL[eHUTh pe3y/IbTaTbl 00yueH s 10 JaHHOM AUCIUIIHHE,
BKJIFOUAKOT B Ce0s:

e UarHocTuueckas pabora

e 3a/laHUs [/l CAMOCTOSATETbHON PaboThI;
e BOIMPOCHI K 3a4eTy;

e 3ayeT.

Kputepuu orjeHuBaHus

Juarnocruyeckas pabora
[uarHocTtrueckast pabora mpoBogutcs B popme Tecta B SMOC Moodle:

e IIpU NIPaBWJILHOM OTBeTe MeHee YeM Ha 60% BOIPOCOB - He aTTeCTallys;
¢ TIpU MpaBUIBHOM OTBeTe Ha 60% BOTIPOCOB U OoJiee - aTTecTarys.

3apaHus /1A CaMOCTOATEIbHON PadoThI

TemaTrKa 3aIaHUiA:
3amanue 1. TIpoeKkTUpoBaHue GTAHKOB OpraHU3aIvy
CoCTaBuTb /I/1s1 MPOEKTUPYEMOM OpraHu3aluK 001U 6J1aHK C MPO/IOBHBIM PACTIo/IOKEHHUEM PEKBU3UTOB U
GmaHK [/1s1 TUCEM C YIVIOBBIM PacIioyiokeHneM pekBr3uToB. Oba O/1aHKa JO/DKHBI COZIepXKaTh CeAyoLe
PEKBU3UTHL:
- Ha3BaHWe OpraHu3alluy TI0/HOe UM COKpallleHHOe C YKa3aHWeM OpraHu3aljMOHHO-TIpaBOBOM (JOPMBI;
- HH, KIIII opranu3saiuuy;
- MIOYTOBBIM afpec OpraHu3aLuyy;
- apyrue pekBu3nuTh! opranm3aipy (OI'PH, OKB3/], OKIIO) ro ycMOTpeHHI0 00yYaroIerocsi.
3aganue 2. TIpoekTupoBaHue U 0hopMIeHHEe CTPYKTYPhI OpraHU3al[uu
CrpoekTupoBaTh ¥ 0(OPMUThL OPraHU3aALIMOHHYI0 CTPYKTYDPY NPEATPUSTHS C IITaTHOW YMC/IEHHOCTBIO He
MeHee 100 yesnoBexk.
Twur opraHy3alMiOHHON CTPYKTYPbI BEIOMpPaeTCsi CTY/IEHTOM CaMOCTOSITE/TBHO B COOTBETCTBUU C BUJIOM
JlessTeIbHOCTU MPOEKTUPYEMOM OpraHr3aLyiy.
PekomeH/TyeTCs BBIZIE/TUTH 3aMeCTHTe el reHepalbHOrO AUPeKTopa 1o hyHKIMOHATBHBIM HalpaBIeHHsIM
(HampuMep, TeXHUYeCKUU JUPEKTOD, AUPEKTOP IO a[MUHUCTPATUBHO-X03SIMICTBEHHOM AeSTeJIbHOCTU U T.I1.).
B cTpykType opranu3saimu 006s13aTesbHO JA0/DKHBI IPUCYTCTBOBATh TaKUe MO/[pa3/ie/ieH s, Kak OyXranrepus,
T/IaHOBO-3KOHOMUUE CKWM 0T/, OTAes KaJipoB, KaHuenspus (otgen JOY), opuandyeckuil oTaern.
3azanue 3. [IpoekTripoBaHue U 0opmiieHHe IIITAaTHOTO PaCIMCaHMs
CripoekTupoBaTh ¥ 0)OPMUTH IITaTHOE PacrriCaHye Ha OCHOBAaHUY OPTaHU3al[MOHHOW CTPYKTYPBI
TIpeJTpUATHS C INTaTHOM YMC/IeHHOCTBI0 He MeHee 100 yesioBek.
BrimosiHeHWe 3a/jaHust IO/DKHO TIPOU3BOAUTLCS € UCTob3oBaHueM Microsoft Excel, Open Office Calc wim
JIPYrUX aHaJIOTMUHBIX TTPOrPaMMHBIX TTPOAYKTOB.
3aganue 4. OdbopMieHre opraHM3alOHHO-PACIIOPSIUTETBHBIX TOKYMEHTOB
Coszars 1 0OPMHUTE CJleflytollKe BUIbl OpraHW3aLOHHO-PaCIIOPAAUTENbHBIX JOKyMEHTOB:
1. TIpoTtokon cobpanust akioHepoB (a1 AO u ITAO) unu cobctBeHHHKOB (/151 OO00). Lenb cobpanus
COCTOUT B U30pPaHUM HOBOTO TeHEPATLHOTO AMPEKTOPA OpPraHu3aIfuy. J{oroTHUTETEHO 00yYatoIuMCs MOTYT
OBbITh UHUI[UATUBHO PACCMOTPEHBI JIPYTHe MyHKThI TOBECTKU [IHS.
2. ITpyka3 reHepaibHOTO JUPEKTOpa 00 YTBEPXK/[€HUM HOBOM OpraHW3ariuOHHON CTPYKTYPhI. TeKCT TprKasa
TIOMHUMO BCero IIPOYero J0/DKeH CoZiepXKaTh yKa3aHue J0/DKHOCTHOMY JIMLy, OTBevaroliemMy 3a OCylljeCTB/IeHue
KOHOMHYeCKOH QyHKLWH, pa3paboTarh U Npe/ICTABUTE Ha YTBEP)KAEeHHe TreHepalbHOMY JUPEKTOpY IITaTHOe
pacrnucaHie Ha OCHOBAaHUM yTBEPK/I€HHOW OpraHW3al[MOHHOM cTPYKTYphl. Ha 060poTe miprkasa opopMiseTcs
JIucT cornacoBaHus, CLIMCOK PAacChbUIKY, a Takke npuBoguTcsa ®PVO ncnonHuTens], NoArOTOBUBLIETO IIPUKA3.
[MpuKa3 BBITIONIHAETCS HA TIPOZIO/ILHOM OJlaHKe.
3. TIpuka3 reHepanbHOTO AUpeKTopa 00 YTBepP)KIeHUH IITaTHOro paciucanusi. OdopMiisieTcsi Ha 0CHOBaHWUHU
npeAbIAyliero npukasza. Ha obopore riprkasa odopmisietcs JIMCT cOryiacoBaHUsl, CIIACOK PACCHUIKH, @ TAKXKe
npuBogutcs PUO ucromHATE NS, TOATOTOBHBIIEro Mprka3s. [IprKa3 BLIMOTHSIETCS Ha MPO0IbHOM O1aHKe.
3aganue 5. OdopMieHHe miceM
OdopMUTb OT UMEHU OpPraHU3al[uy Ha YIJI0BOM OslaHKe TIMCHEMO PasHbIX BU/IOB. BU/IbI THUCEM BBIOMPAOTCS
00yJarIMMcs CaMOCTOSITeTHHO, TIPU 3TOM CO/lepKaHKe TIHMCeM JI0/KHO COOTBETCTBOBATh BUJY JeSITeTbHOCTH
TPOEKTUPYeMOro NpeAnpuUsiTHs. B 1eBoM HIDKHEM YTy YKa3bIBalOTCSI KOHTaKTHbIEe JaHHbIe UCTIOTHUTEJIS
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MKCbMa.

3azanue 6. Pa3paboTka 1 oopmiieHre TOI0KeHHsI 0 CTPYKTYPHOM T0Z[paszie/ieHiu

Paspabotars 1 0)OpMUTH MOMIOKEHHE O CTPYKTYPHOM Tozipa3zeneHnd. CTPyKTypHOe roJpaszieneHue
BbIOMpaeTcs CTyIeHTOM CaMOCTOsITe/TIbHO. CTPYKTYpHOE Tofjpa3zienieHue A0/DKHO ObITh BBIOPAaHO COTIaCHO
OpraHU3al[MOHHOM CTPYKTYpe.

Kputepuu ouieHBaHus:

OueHka "3auTeH0" BbICTABJISIETCS:

- TIPY TIOJTHOCTBIO BBITIOJIHEHHOM 3a/laHWH, BO3MOXKHbI He3HAUUTEe/IbHbIe HeJl0ueThl;

- [IpY TIO/IHOCTBIO BBITIOJIHEHHOM 3a/laHuY, [IPY 3TOM UMEROTCs CyLlleCTBeHHbIe 3aMe4aHust 110 OHOMY U3
BOIIPOCOB 3a/jaHus WU B 1[eJIOM T10 3a/|JaHHI0 UMEIOTCSl He/loueThl U 3aMevyaHusl.

OreHKa "He 3auTeHO" BBICTAB/ISIETCS, €C/IM 3aJ,aHUe He BBITIOJTHEHO U/IU BBIIIOJHEHO C CYLeCTBEHHBIMU
3aMeuyaHUsIMHU.

Bonpocsl K 3auery
1. OcHOBHbIe MOHATHS JOKYME@HTUPOBaHUs YIIpaBaeHueCKOH /1esTebHOCTH.
. Cuctema ynpas/ieHUs JOKyMeHTaMH.
. [TpaBoBas 6a3a JOKyMeHTHPOBAHUSA YIIpaB/IeHUeCKOU /IeATeTbHOCTH.
. CTaHzapThl B JOKyMEHTUPOBAHUU yTIPaB/ieHUeCKOH JeaTe/TbHOCTHU.
. Knaccudukaropr! 1 yHHHULMPOBaHHBIE CHCTEMBI JOKYMEHTALWH.
. HopmaruBHEBI-IpaBOBbIE aKThl MeXXBEJOMCTBEHHOTO 1 BEJOMCTBEHHOI'0 XapaKTepa.
. Ob11epoccHiickue CUCTEMBI JOKYMeHTALUH.
. YHUULIMPOBaHHbIE CUCTEMBI YITPaBAeHueCKON JOKyMeHTaLWH.
. YHuduvpoBaHHble (OPMbI OTPaCc/eBOM JOKYMeHTalL[|H.
0. [ToHsiTHe ¥ XapaKTepUCTHUKHU JOKYMEHTO000poTa.
1. DTambl JOKyMeHTOO60pOTa.
12. Opranu3anyst paboTbl C JOKYMeHTaMH.
13. OcobeHHOCTH OpraHU3aIui paboThl C BXOAIIMMU JOKYMEHTAMHU.
14. OcobeHHOCTH OpraHu3aluy paboThl C UCXOAIIMMU JOKYMEHTAMH.
15. OcobeHHOCTH OpraHu3ali paboThl C BHYTPEHHUMH [JOKYyMEHTaMH.
16. Perucrpanyst 1 KOHTPOJIb UCTIOJIHEHUS [JOKYMEHTOB.
17. O6111e MPUHIUITEI (POPMUPOBAHUS JIeJT, CUCTeMATU3al[|s U YUeT JOKYMEHTOB OpraHu3aliuy.
18. O1jeHKa 3HaUMMOCTH IOKYMEHTOB U OMpefiesieHre CPOKOB UX XpaHeHUsl.
19. XpaHeHue JOKYMEHTOB U €.
20. KappoBasi JoOKyMeHTal[usl.

=, OO WN

3auert

OO0yuatoruiicss IMeeT MpaBo Ha Mo/yueHrue MUHUMA/IBLHOH MOJI0KUTETbHOMN OL[eHKH TPY YCJIOBUU
YCIIEITHOT'O MPOXO0XK/A€HUS TEKYIIeT0 KOHTPOJISI yCIIeBaeMOCTH B (hOpMe AMAarHOCTHUECKOM PaboThI B
COOTBETCTBUH C rpaduKoM pazzena 4.
WITOroBBIN KOHTPOJIB TI0 JUCLUIITHE TTPOXOAUT B opme 3aueTa. [IomycK K 3a4eTy 0QopMIIsieTCst TIpU yCI0BUN
TIOJTHOTO BBITIOJTHEHHST BCEX MepOTIPUSITH, ITPe[yCMOTPEHHBIX TPAMKOM KOHTPOJILHBIX MEepOTIPUSTHL.
3aueT BK/IHOYAeT B Ce0s1 OTBET Ha TEOPETHUECKHE BOTPOCHI.
OlleHKa «3auTeHO0» BLICTAB/ISETCS:
- TIpY Pa3BePHYTHIX U TOUHBLIX OTBETOB Ha 2 TeOpeTUUeCKUX BOTIPOCA U [IOTIOTHUTE/IbHbIE BOTTPOCHI
TIperiofiaBareris;
- TIpY TOYHOM U TIOJTHOM OTBeTe Ha 1 TeopeThdecKuid BOMPOC C JIOMYIIeHHeM OIITMO0K M HETOUHOCTel MpH
OTBeTe Ha 2 TeopeTH4eCKuil BOMpocC.
OLleHKa «He 3a4TeHO» BbICTaB/ISIeTCs DY HeNPaBUWIBLHBIX OTBETAaX Ha TeOpeTUUeCKre BOMPOCHI.
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Pazpgen 1.
JOKyMeHTHpPOBaHUS 3ajaHus ajis
yIHpaB/IeHYeCKOU CaMOCTOSITeTbHOM
3 | 5 |AeATe/NbLHOCTH: 18| 4 | 2 2 14 20 20 20 20 paboThI,
OCHOBHbIEe MOHATHS, Bornpocsl K
HOPMaTHBHO- 3auery
npaBoBas 0aza.
Pa3pen 2. Cucremsi 3ananus s .
OKyMeHTAIH CcaMOCTOsITeTbHOM
35 & ) 21| 6 | 3 3 15 20 20 20 20 paboThl,
Opranusanus
Bompocs! k
JAOKyMeHT000opoTa.
3a4eTy
Pa3pen 3. 3aziaHus AJist
OcHoOBHBIE IPaBUJIA CaMOCTOSITeTbHOM
3 | 5 |opranuzanuu 23| 8 | 4 4 15 20 20 20 20 paboTHI,
paboThI C Bomnpocsr K
JIOKYMEeHTaMH. 3auery
Pazgen 4.
3amanus Asis
Cucremarusanua u o
opranmsanus CaMOCTOsITeTbHOM
3|5 |°P 23/ 8| 4| 4 | 15 20 20| 20 | 20 paboThI,
OIIePaTUBHOTO
Bormpocs! K
XpaHeHMs
3ayery
JIOKYMEHTOB.
Pa3gen 5. 3aanmst J1s .
TloKyMeHTHpOBaHHE CaMOCTOsITeTbHOM
3|5 23| 8 | 4 4 15 20 20 20 20 paboThl,
padoThI ¢
Bormpocs! K
MmepCcoHasioM.
3a4eTy
Bcero 3a 5 cemecTp 108 34 | 17 | 17 74 100 | 100 | 100 | 100
Bcero no agucuumInHe 108 34 | 17 | 17 74 100 | 100 | 100 | 100
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