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1. Heau ocBoeHMS TUCHUIINHBI (MOTYJIs1)

OCHOBHBIMU 1IEJIIMUA OCBOEHUS AUCIUILTUHBI (MOYJIs) SIBISIOTCS:
— O3HaKOMJICHHE O0YYaIOMIMXCsI C OCHOBHBIMH TOHSATHIMM, ITPaBUJIAMH M TPEOOBaHUAMU
K JIOKYMEHTHUPOBAHUIO YIIPABICHUYECKOM AeaTesibHOCTH npeanpuaruii AITK;
— (opmupoBaHue y 00y4arOIMXcsl HABBIKOB TOJATOTOBKHU YIPABICHUECKOW JJOKYMEHTAIH
JUTSL OLICHKU PUCKOB B 00JIaCTH IOKYMEHTUPOBAHUSI YIPABIECHUYECKOM JEATEILHOCTH PUCKOB;
—npuoOpereHre 00yJarOIIMMUCS HABBIKOB 10 aHAJIHM3Y PAa3IUYHBIX UCTOUHUKOB MH(DOP-
MaIuu JUIsl IPUHATHS YIPAaBICHUYECKUX PEUICHUI I10 BONpOcaM JOKYMEHTHUPOBAHUS YIIPaBIICH-
yeckol aestenbHocTH B ATIK..
[Ipn ocBoeHMM [aHHOW AMCUMIIMHBI (MOAYJS) YYMTHIBAIOTCS TPYAOBBIE (DYHKIUU
CJIEAYIOMIUX MPO(eCcCHOHATBHBIX CTAHIAPTOB:
08.018 Cnenimanuct 1o ynpasieHH0 puckaMmu (YTBEp)KIeH mpukazoM MunTtpyna Poccun
ot1 30.08.2018 Ne564h).
40.033 CpnenuanucT no CTpaTernyecKoMy U TaKTUUYECKOMY IJIAHUPOBAHUIO U OpPTraHU3aLUU

npousBoacTea Y TBEPK/IEH npukaszom MuHncrepcTBa Tpyaa U COLMaIbHON 3amuThl Poccnii-
ckoit denepaunu ot 8 cenraops 2014 rona N 6091

2. MecTo JMCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOH IPOIrPaAMMBI:

HI/ICHI/IHHI/IHa ((I[OKYMGHTI/IPOBaHI/Ie YHpaBHCH‘IeCKOﬁ ACATCIIBHOCTH» OTHOCUTCA K 6HOKy 1
b1.B.09.

N3yuenune aucuMIUIMHBL (MOAyisl) «/loKyMeHTHpOBaHME YIPaBICHUYECKOW MesTelbHO-
CTH» OCHOBBIBAETCS] HA 3HAHUSAX, YMEHMSIX U HAaBbIKaX TaKUX JUCLMIUIUH (Moaynei) kak «Kymb-
Typa peuu U JesIoBoe o01eHue», «bpeHa-MeHemxMenT», «Oprann3aluoHHas KyJabTypay.

3HaHUsl, yMEHUSI U HaBBIKU, (DOPMHUpYEMBbIE B IIPOLIECCE OCBOCHMSI TUCLUIUIMHBI (MOTYJIs)
«/lokyMeHTHpOBaHME YNPABIECHUYECKON AESITEIBHOCTH» B3aUMOACUCTBYIOT CO 3HAHMUSAMM, yMe-
HUSMH U HaBBIKaMHU, TIOJyY€HHBIMHU B MPOIECCe U3YUYCHHs TUCIUIUTNH (Momynei): «OpraHuza-
uus npousBoactsa B AIIK», «Crparerus B AIIK», «Ouenka pucko B AITK».

B nanpHelinem 3HaHUS, yMEHUS U HaBBIKM OOydarommxcs, copMHpoBaHHBIE B IIPOLIEC-
Ce M3YYEHHUS IUCUUIUIMHBI (MOIyis) «/loKyMeHTHpOBaHUE YNPaBICHYECKON AEATEIbBHOCTHY,
UCIOJIB3YIOTCSL MPU HPOXOXKACHUHM MPOU3BOJCTBEHHONW MPAKTHKU HAYYHO-HCCIIEAOBATEIbCKAs
paboTa, MPOU3BOICTBEHHON TEXHOJIOTHYECKOH (IPOEKTHO-TEXHOJIOTHYECKOM) MPAaKTUKHU, TPOU3-
BOJICTBEHHOM NMPEAUIUIOMHON MPAKTUKH, BBINOJIHEHUU BBITYCKHON KBalu(UKAIIMOHHOW pabo-
THI.

3.IlnannpyemMsblie pe3yjbTaThl 00yUYeHHUs] MO AUCHUIIUHE, COOTHECEHHbIE

¢ IVIAHUPYEMBIMHU Pe3yJIbTATAMHU OCBOCHHSI 00Pa30BaTEeJIbHOM NMPOrPaMMbl

B pesynbraTte nzyueHust AUCUMILTUHBI (MOIYJsl) 00ydaromuiics JO0HKEH OCBOUTh TPYI0-
Bble (DYHKIIUHU:

JlokyMeHTHpOBaHHe TMpolecca yNpPaBjieHUs PUCKAMH H KOPPeKTHPOBKAa peecTPOB
PUCKOB B paMKax OTAeJbHBIX OH3HeCc-MpoueccoB M (PyHKUMOHAJIBHBIX HAINpaBJeHUN
(08.018 Crrertnanuct 1o ympasiieHuio puckamu TO B/02.6).

Tpynossie neicTBUS:

JIoKyMeHTHpOBaHuE Tpoliecca YIpaBiIeHUs B YPE3BbIYAMHBIX U KPU3UCHBIX CUTYaLHAX
KaK 4acTh MPOLECcca yIPABICHUS pUCKaAMHU.

Pa3paborka MeToanM4ecKkoi 1 HOPMATHBHOM 0a3bI CHCTEMbI YIIPABJICHUSA PUCKAMH U
NPUHUMIOB YNPABJEHUSI PUCKAMH B PaMKAaX OTAeJbHBIX OM3Hec-mpoueccoB U GyHKIMO-
HabHBIX HanpaBJeHuii(08.018 Crernanuct mo ynpasienuto puckamu TO B/04.6)

TpynoBsle neiCTBUS:

Pa3paboTka u akTyanu3amus OTASIbHBIX METOIOB 1 HOPMATUBHBIX JOKYMEHTOB CUCTEMBI



yIpaBiICHUS pUCKAMU

TakTn4yeckoe ynpasjeHHe npoueccaMu opranuzanuu npoussoiacrsa (40.033 Cme-

HHUAJINCT MO0 CTPATErHYecKOMY M TAKTHYECKOMY IUIAHMPOBAHUIO M OPraHM3alMHU INPOU3-
BojacTBa 7d-A/02.6)
TpynoBsie neicTBUS:

Pa3paboTka npeiokeHuii Mo paroHaIu3aul CTPYKTYphI YIIpaBIeHUs TPOU3BOACTBOM
B COOTBETCTBHUU C LIETISIMU U CTpAaTErHeil opraHu3aiuu, JeHCTBYIOIUX CUCTeM, (POPM B METOJOB

YHpaBJICHUA IIPOU3BOACTBOM, II0 COBCPHICHCTBOBAHUIO OpraHI/ISaL[I/IOHHO'paCHOpHHHTeHBHOﬁ
JAOKYMCHTAlUW W OpraHMU3alun I[OKYMGHTOO60p0Ta, 10 BHCAPCHUIO TCXHUYCCKHUX CPCIACTB 00-

paboTku nHMOpMAIHH, TEPCOHATBHBIX KOMIBIOTEPOB U CETEH, aBTOMAaTU3UPOBAHHBIX Pa0OUMX

MECT

OcBoeHHE TUCIHUIUIMHBI HAMTPABICHO HA (DOPMHUPOBAHHE:

npodeccnoHATBHBIX KOMIETCHITHIA

[1IK-1 — CnocoGeH ocylecTBIATh JOKYMEHTUPOBAHHUE IIpOLEcca yIIpaBiIeHUs PUCKaMH,
pa3pabaTbIBaTh METOAMYECKHE PEKOMEHIALMHU B paMKaX OTJeNbHbIX Ou3Hec-mpoueccoB AlIK;

[IK-2 — CnocobeH MpoBOIUTH aHAW3 (PUHAHCOBO-XO3SWCTBEHHOW NEATEIHHOCTH M

yIpaBJIeHUE PUCKAMU B COOTBETCTBUU C HOPMaMU KOPIIOPATUBHOM KYJIbTYPHI,

[1K-4 CnocoGeH UCToNb30BaTh MPOrpaMMHOE OOecrieueHre JUIsd aHaju3a yIpaBieHYe-

CKOM HMH(pOpPMAaLUHU, OCYLIECTBIIATh pPacueTbl SKOHOMUYECKOH 3((HEKTUBHOCTH OpraHu3aluil

AIIK
ILtannpyemele Kputepuu orieHHBaHUS Pe3yJIbTaTOB 00yUEHHS
€3yJbTaTHl 00y1e- .
pesy. — ya Huskuii (1omo-
POTOBBI) KOMIIETEH- IToporossiit . IIponsuny-
(MHIUKATOPBI BazoBblit .
s He chopMUpOBa- TBIN
JOCTHXCHUA KOMIIC- Ha
TEHITUH)
MK-1
U-1nka  — He MOJKET Y noBaerBo- Xoporo OT1nuyHO
OcyIecTBseT MIPOBOANTH  WJEH- | pUTENIBHO TIPOBO- | IPOBOJUT WJEH- | IPOBOJUT
JIOKYMEHTHPOBA- TudUKaMIO U pe- | IUT UACHTU(]UKA- | THPUKALIIO U | uaeHTHUKa-
TUCTPAllMI0  MpO- | U0 U PErucTpa- | perucTparmio LU0 U peru-
HUE npoiiecca
0JieM, Kacaroluxcsl | U0 npoOiuemM, | mpobieM, Kaca- | CTpalHio Tpo-
YUPABJICHAA VIIPaBIECHUST  PUC- | KACAIOLIMXCSI IOIIAXCS  yrpaB- | OJeM, Kacaro-
pUCKaMHU B paM- | kaMi, HE€ KOHCO- | YIIPABJICHUS PUC- | JIEHUS PUCKAMH, | IUXCSA YIPAB-
Kax  OTAENBbHBIX | IUIUPYET HUHEPOP- | KAMH, C TPYAOM | KOHCOJIUIUPYET | JEHHUsS] pHUCKa-
ousHec- MalUI0 10 BCEM | KOHCOIUJIUPYET MH(OPMALIMIO 110 | MU, KOHCOJIU-
IPOLIECCOB u | prckam. MH(OPMALIMIO IO | BCEM PHUCKaM. IUpyeT WH-
(byHKITHOHAT- BCEM pHCKaM. dbopmaruio 1o
BCEM PHUCKaM.
HBIX  HallpaBiie-
HUM
ITK-2
NT-1k-2 He MOXKET YactuuHo Xopomuio Ot1inuaHO
OcylIecTBIsCT OCYIIECTBIIATh OCYUIIECTBIISIET OCYILIECTBISET OCYIIECTBIISIET
cGop  mHpopma- coop wmHbpopmaruu | coop  uHbOpMa- | coop wuHPOpMa- | cOop  uHDOP-
. Texcviero | TEKYIIEro  ympas- | 1iu TEKYIIEro | MMM TEKYIIEro | Mallukl  TeKYy-
1t yi JIEHUS] pUCKAMU, HE | YIPaBJICHUS pHUC- | YIPABJICHUS PHUC- | IIETO  YIpaB-
YUPaBJICHUA PHC- | yerapaBnuBaeT W | KAMH, C TPYJAOM | KAMH, YCTaHaB- | JIEHWsS pHUCKa-
KaM{,  YCTaHAaB- | ge IIOLNEp)KUBAET | YCTAHABIMBACT W | IUBAa€T M IOA- | MH, YCTaHaB-
JUBAaET M IMOJA- | JeJIOBble€ KOHTAKTHI | MOAIEPKUBAET JIEP)KUBAET JIEJIO- | JIMBAET W TMOJ-
JepKMUBaeT fefo- | ¢ COTPYJAHHMKAMHM | JIENOBBIE KOHTAK- | BbIE KOHTAKTBI C | JIEPIKUBAET
BBIE KOHTAKTHI c | OPTAQHU3AUMK 1O | Tl C COTPYOHH- | COTPYAHUKAMHU JIEJIOBBIE  KOH-
COTPpYAHUKAMH ONMMCAHUIO M aKTy- | KAMM  OpraHu3a- | OpraHu3aluyu 10 | TAKTBl € CO-
QIM3alHY PUCKOB | IIMU 10 ONMCAHUIO | ONMCAHUIO U aK- | TPYJHHUKaMU




KOMITaHNH
10 OIIMCAaHHIO
U aKTyaJIu3alunu

U aKTyaJlu3aluu
PHUCKOB

TyaJIM3allid pPHC-
KOB

OpraHu3alu
M0 OIKCAHUIO
U aKTyalIus3a-

DHCKOB LU PUCKOB
I1K-4
NA-1nk-4- He ocymects- YactuuHo He B momxnom B nonaoMm
OcymecTBisier TSeT aHAJIU3 | OCYIIECTBIISET o0neme ocy- | oObemMe  ocy-
aHaJu3 yIpas- YIPABJIEHYECKOU aHanu3 yIpaB- | LIECTBISIET  aHA- | IIECTBIIACT
JIEHYECKOM UH- uHbOpMAUK TIPH | ICHYECKOW  WH- | JIU3 YIpaBJICHYE- | aHAIU3
dopmanuu npu pemieHnH  Mpous- | GopMalMKd  TpHU | CKOM  HH(pOpMa- | yrpaBieHYe-
pELICHUH NPOM3- | BOACTBEHHBIX  3a- | PEIICHUH TPOM3- | MU TpPH pele- | kol  uHbop-
BOJCTBEHHBIX 3a- | 1ad  C HCIOJb30- | BOACTBEHHBIX 3a- | HUM  INPOM3BOJ- | MAallUH npu
Jlad € UCIOJb30- | BaHUEM IIPO- | a4 € MCIOJB30- | CTBEHHBIX 3aJa4 | PeICHUH IIpO-
BaHHUEM IIPO- IrPaMMHOT0  0o0ec- | BaHHMEM IIPO- | C HUCHOJIb30BAaHU- | U3BOJACTBEH-
IrpaMMHOTO o0ec- | Me4eHus UIsi BbI- | TPAMMHOTO OO€C- | €M MPOrpaMMHO- | HBIX 3aJad ¢
NIEYEHHUS JUISl Bbl- | SIBJICHUSI BO3MOXK- | IEYEHMsI JUIsl BBI- | TO OOECIEUeHUs | UCIOJIb30Ba-
SBJICHUS BO3- HOCTEH  IIOBBILIE- | SBJICHUSA BO3- | Ui  BBISABJIEHUS | HUEM po-
MOYXHOCTEH I0- HUS J(PPEKTUBHO- | MOXKHOCTEH  IMO- | BO3MOXKHOCTEH TPaMMHOTO
BBIICHHS dPPeK- | CTH  OopraHu3aunuil | BeleHUs: d(dek- | moBeIIeHUs 3¢- | obecreueHus
TUBHOCTHU Opra- AIIK TUBHOCTH OpraHu- | GEKTUBHOCTU Op- | i1  BBbIsABIIE-
ausanuii AIIK sarui AIIK raam3amui AIIK | aua BO3MOXK-
HOCTEH TIOBBI-
meHust Y dex-
THUBHOCTH  Op-
raHu3aluu
AIIK
W/1-3nk-4— He npumensier Nuorna Yacro npu- B nonnom
[Tpumensier HAaBbIKU JOKYMEH- | IPUMEHSET HaBbl- | MEHSET HaBBIKU o0beMe Tpu-
HAaBBIKM JIOKY- TaJIBHOTO 0OPM- | KM IOKyMEHTalb- | JOKYMEHTAJIBbHO- | MEHSET HaBBI-
MEHTAaJIbHOTO JICHUS pelIeHU B | HOro oopMIIeHHs | 0 O(pOpMIIEHUST | KU IOKYMEH-
odopmiieHUs pe- | yIpaBlIeHUH OTe- pELIeHH B pelIeHnit B TAIBHOTO
LIEHUH B yrpaB- | pallMOHHOMU (IIpo- YIPaBJIEHUH Olle- | YIPaBIEHUU ome- | 0hOpMIICHUS
JICHUH ONepalld- | U3BOJICTBEHHOM) paloHHOM (IIpo- | palMoOHHOM (Ipo- | pelieHuil B
OHHOH (Tpou3- NeSITEIbHOCTH OP- | U3BOJICTBEHHOM) | U3BOJCTBEHHOM) | yIpaBlieHUU
BOJICTBEHHOM) raHu3aluu npu JEATEIIBHOCTH Op- | ACATEIBHOCTH ONEepPaAIMOHHON
JIEATEIIbHOCTH BHEJIPEHUHU TEXHO- | FaHU3ALMHI NpH opranuszanuii npu | (Ipou3Boa-
OpraHu3alui Npy | JIOTUYECKUX, IPO- | BHEAPEHUH TEX- BHEJ[PEHUU T€X- | CTBEHHOM) Je-
BHEJIPEHUU TeX- JTYKTOBBIX NHHOBA- | HOJIOTMYECKHUX, HOJIOTUYECKUX, ATEIIBHOCTU
HOJIOTMYECKUX, LUI WIA OpraHu- MIPOJIYKTOBBIX UH- | MPOTYKTOBBIX OpraHu3arui
MPOJYKTOBBIX 3allMOHHBIX U3Me- | HOBallMM WIK Op- | UHHOBAllMi WKW | TIpU BHEApe-
WHHOBAIUH U1 HEHUH U HE BbI- raHU3aMOHHBIX OpraHM3anuoH- HUH TEXHOJIO-
OpraHU3aIoH- MIOJIHSAET pacyeThl | U3MEHEHHUH U Ya- | HBIX U3MEHEHUH | TMYECKHX,
HBIX U3MEHEHUI U | SKOHOMUYECKON CTHYHO BBIMIOJIHSA- | U BBIIOJIHSET MIPOYKTOBBIX
BBITMOJHSET pac- | 3pGEeKTUBHOCTH €T pacyeThl KO- pacdeTsl DKOHO- | MHHOBalMi
4eThl SKOHOMUYe- | opranHuzamuii AIIK | Homudeckoit ap- | MUUIECKOit 3(- WA OpTaHu3a-

CKOM 2ppeKTuB-
HOCTH OpraHu3a-
mu ATIK

(eKTUBHOCTH Op-
raauzanuii AIIK

(GEeKTUBHOCTH Op-
ragm3anuii AITK

IIMOHHBIX W3-
MEHEHUN U
BBITTOJTHSIET
pacyeTsl HKO-
HOMHYECKOH
3¢ (eKTUBHO-
CTH OpraHu3a-
o ATIK

B PE3YyIbTaTC OCBOCHUA NUCHHUIIJIMHBL 06yanMHﬁCﬂ JOJIKCH

3HAmMbs.

- TOKYMEHTHPOBAHUE IIpoLiecca yIpaBIeHUs

IIPOLIECCOB,

pPUCKaMH B paMKaX OTJEJIbHBIX On3Hec-




- METOAWKY aHaJIh3a YIpaBIEeHYECKOW HMHQPOPMAIUHU MPHU PEIICHUU MPOU3BOJICTBEH-
HBIX 3a/a4;

- TIOPSAZIOK JTOKYMEHTAIBHOTO O(OpPMIICHHUSI PEUICHUI B YIPABICHUH OTECPAIMOHHON
(TpOM3BOICTBEHHOM ) NEATEILHOCTH OPTaHU3AINHT;

— METOJABI IOHCKA, aHAJIU3a U UCIIOJIb30BaHUS HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB
B CBOEH PO ECCHOHAIBHON JeATEILHOCTH,

- JIOKyMEHTaJbHOEe O(GOPMIICHHE PEIICHWH B YMPABICHUH ONEPAIIMOHHOMN (IIPOM3BO/I-
CTBEHHOM) JIEATEIbHOCTH OpraHU3allil IPU BHEJIPEHUU TEXHOJIOTMYECKUX, MPOIYKTOBBIX MHHO-
BALIMM WM OPTaHU3ALMOHHBIX U3MECHEHUH

ymMemo:

- IOKYMEHTHPOBATh TPOIECCHI YIIPABICHUSI  PHCKAaMHU B paMKax OTICIBbHBIX OU3HEC-
MPOIECCOB;

- TPOBOJIUTH AHAIU3 YMPABICHUYESCKOH MH(POPMAIMK MPH PEIICHUU MPOU3BOJICTBEH-
HBIX 3a7a4;

- IPOBOAUTH IOMCK, aHAJIU3 U UCIOJIb30BAHUE HOPMATUBHBIX U ITPABOBBIX JOKYMEHTOB
B CBOCH PO ECCHOHAIIBHON NeATEILHOCTH,

- JOKYMEHTaJIbHO O(OPMIIATH pElICHUS B YNPaBICHUHM OMNEPALMOHHON (IPOU3BOJ-
CTBEHHOI) EATEIbHOCTH OPTaHU3alli MPY BHEIPEHUH TEXHOJIOTUYECKUX, MPOTYKTOBBIX HHHO-
BAIIM WM OPTAaHU3ALMOHHBIX H3MEHEHUH.

énaoemn:
- HaBBIKAMH MOMCKA, aHAJIN3a U MCIIOJIb30BaHUS HOPMATUBHBIX M IPABOBBIX JOKYMEH-
TOB B CBOEH MPO(ECCHOHAIIBHON IEATEILHOCTH,

- HaBBIKAMHU JOKYMEHTAJIBHOTO O(QOPMIICHHS PEIICHUN B YIPABICHUHM ONEPALMOHHON
(IpOU3BOICTBEHHOI) AEATETPHOCTH OpPTaHU3AlMNA MpPU BHEAPEHUM TEXHOJIOTHYECKHX, MPOIYK-
TOBBIX MHHOBALMI WUJIM OPTAaHU3ALMOHHBIX U3MEHEHUN.

3.1. MaTpuua coOTHeCeHHs TeM/pa3/ies 0B y4eOHOM TUCHUILINHBI (MOAYJisi) U (popMu-
pyeMbIX B HUX NpodeccHOHATbHBIX KOMIIEeTeHIHI

Komnerenmun Ob6mee

Pa3):[em>1 TEMbI JUCILIUITJINHBI KOJIMYECTBO
’ [K-1 [IK-2 [K-4 .
KOMIIETCHII N

l. Cucrema OpraHU3aIMOHHO-
pacropsauTeIbHON TOKyMEHTAllUU

Tewma 1.1. CymmHOCTh U OCHOBHBIE TIO-
HATUS COBPEMEHHOIO JEJIONPOU3BO/-
cTBa. YHU(]UIIMPOBaHHAS CUCTEMA Op- X X X 3
TraHU3aLMOHHO-PACIOPAIUTENBHOM J10-
KyMEHTalUN

Tema 1.2. IIpaBuna opopmieHus oc-
HOBHBIX BHJ0OB OpraHU3alliOHHO- X X X 3
pacopsiANTEIbHBIX TOKYMEHTOB

Il. Opraau3zanuoHHo-
pacnopsiIUTENbHAs TOKYMEHTALIHs

Tema 1.3. KagpoBoe neaonpon3Bo/i-
CTBO

Tema 1.4. OpranuzanuonHas 1 pacrmo-
psAIUTENbHAS JOKYMEHTAIUs

Tema 1.5. CnpaBouHO-
HHq)opMauHOHHaﬂ nokyMeHTauus. J{o- X X X 3
KYMEHTHUPOBaHUE AESITEIbHOCTH KOJLIE-




THAJIBHBIX OPraHoOB.

I1l. Opranuzanus AenI0npou3BOACTBA
Ha MPEANPUATHNA. APXUBHOE XpaHEHUE
JIOKYMEHTOB

Tema 1.6. Opranuzamusi aeJI0NPOU3-

X X 3
BOJICTBA HA MPCANPHUITHH.
Tema 1.7. Cnyx6a 1OKyMEHTAI[MOHHO-
ro obecreueHus ynpaBleHUs B CHUCTE- X X 3

Me YIIpaBJICHUS IPEANPUITHEM

4. CTpyKTYypa ¥ coepKaHue TUCHUILTUHBI (MOYJIs1)

OO6mmast TpyA0€MKOCTh JTUCIMIUIMHBI COCTABIISIET 3 3aueTHble enuHuIbl, 108 akamemuye-

CKHX 4aCOB.

4.1. O0bemM TUCUMILVIMHBI U BUABI Y4eOHO padoThI

KommuectBo aKaz. 4aCoB

110 OYHOM 10 OYHO- I10 32049HOU
Bun sansatui dopme oOyue- | 3aouHoit pop- | ¢opme 0Oyue-
HUSA Me o0yueHus HUS
(4 cemectp) (4 cemecTtp) (4 Kypc)

OO61mas TpyA0eMKOCTh AUCHIUTIINHBI 108 108 108

KonraktHas paboTta oOydarommxcs ¢ 48 32 16

npernojaBaTenem, T.4.

AynuUTOpHBIE 3aHATHS, B T.4. 48 32 16
JIEKIIUHA 16 16 8
MIPaKTUYECKHUE 3aHITH 32 16 8

CamocrosrenbHas pabora, B T.4. 60 76 88

npopaboTka yueOHOro MmaTepuaia
o f[I/ICIII/IHJ'II/IHC (KOHCIIEKTOB JIEK- 15 19 29
U, y4eOHUKOB, MaT€pUAJIOB CETe-
BBIX PECYPCOB)
MOJITOTOBKA K MPAKTUYECKUM 3aHS-
TUSAM, KOJUIOKBUYMaM, 3alUTE pe- 15 19 22
dbepata
BBIHOi'IHGHI/I@ WH/INBUYaTbHBIX 3a- 15 19 29
TaHUN
MOJITOTOBKA K cZjaue MOAayJs (BbI- 15 19 99
MOJTHEHHUE TPEHUPOBOYHBIX TECTOB)
KonTpons - - 4
Bug uToroBoro KOHTpOIIS 3a4er 3a4er 3a4er
4.2. JIeKnuun
Paznen AMCHUIUIMHBL, TEMBI JIEKIUN U UX OObem B akaj.gacax dopmu-
coJlepiKaHue OYHas OuHo- 3ao4Has pyemble
¢dopma | 3aoyHas dopma KOMIIE-
oOyueHust | ¢gopma | oOydeHus | TEHLIUU




00yue-
HUS
|.Cucrema opraHu3anuoHHO-
pacmops,ANTEILHON JOKYMEHTAIUU
1.1. CymHOCTh M1 OCHOBHBIE TIOHSATUS CO-
BPEMEHHOT'0 JIeTIONPOU3BOICTBA. Y HU(H- 4 4 ) IK-1,I1K-
[UPOBaHHAsl CUCTEMAa OPraHU3aMOHHO- 2,TIIK-4
pacnopsiANTENbHON JOKYMEHTAIMH.
1.2. IIpaBuna ohopmiIeHUST OCHOBHBIX BH-
JI0B OpPraHU3allMOHHO-PACIOPATUTEIBHBIX ) 5 2 TIK-1,IIK-
JIOKYMEHTOB 2,IIK-4
I. Opranu3zanusi paboThl C JOKYMEHTaAMH
1.3. KagpoBoe nenornpon3BoICTBO ) 5 2 IK-1,IIK-
2,1IK-4
1.4. Opranu3zanoHHasi ¥ pacopsIuTEb- 5 2 i IIK-1,I1K-
Has JTOKYMEHTaIus 2,IIK-4
1.5. CrpaBovyHO-HH(pOpMAIIOHHAS TOKY- K1 TIK-
MEHTalus. JJokyMeHTUpOBaHUE NEATEIb- 2 2 2 2,HI’<— 4
HOCTHU KOJUIETHAIIbHBIX OPTaHOB.
I11.Opranuzanms  A€IONPOU3BOACTBA HA
NPEIPUATHA. APXHUBHOE XPAHCHHUE JIOKY-
MEHTOB
1.6. Opranuzanusi IeJI0NPOU3BOJICTBA HA 5 9 5 IK-1,I1K-
PENIIPUATHH. 2,IIK-4
1.7. Cnyxba HOKYMEHTAIMOHHOTO obec- TIK-1 K-
MIEYCHUs YIPaBIECHUS B CUCTEME yIpaBJe- 2 2 - 2,HI’<- 4
HUSI OPTaHU3AIHCH.
UTOTO 16 16 8
4.3. IIpakTnyeckue 3aHATUSA
OO6beM B akaj. yacax ®Dop-
OYHast OuHno- 3a04yHas | MHUpPYyEMBbIE
Pa3nen MuCHUIUIMHBI, TEMBI IPAKTHYE- dbopma 3a04Has dbopma KOMIIETEH-
CKHX 3aHATHH U X COAEpKAHUE oOyueHusi | ¢opma | oOyueHus 1095071
o0yue-
HUS
|.Cucrema opraHu3aimoHHO-
pacnopsIUTENbHON JOKYMEHTAIIMHT
1.1. CymHOCTb U OCHOBHBIE MIOHSTHS IK-1,I1K-
COBPEMEHHOTO JIEIONPOU3BOICTBA. 2,IIK-4
YuuduuupoBaHHas CUCTEMa OpraHH3a- 2 2 -
LIMOHHO-PACHIOPSATUTENLHOMN TOKYMEH-
TaIuu.
1.2. IIpaBuia opopMieHHs] OCHOBHBIX IK-1,I1K-
BUJIOB OPTaHU3AIIMOHHO- 2 2 - 2,IIK-4
pacTOPSTUTEIHHBIX JIOKYMCHTOB
I1.Opranuzanus paboThl C JTOKYMEHTMHU
1.3. KagpoBoe nenornpou3BoICTBO 10 4 4 IIK-1,I1K-
2,11K-4
1.4. Opranu3anoOHHas ¥ pacopsiau- 4 2 2 IK-1,ITK-




TCJIbHAasd JOKYMCHTalWA

2,IIK-4

1.5. CrpaBo4yHO-uH(pOpMAIIOHHAS J10-

IIK-1,I1K-
KyMeHTanus. JJokymeHTHpoBaHue aes- 10 2 4 2 ITK-4
TETHHOCTHU KOJIJICTUATHHBIX OPTraHOB.
I11.Opranuzanms 1e10Mpon3BOJICTBA Ha
OpeanpusITHH. APXUBHOE XpaHEHUE J10-
KYMEHTOB
1.6. Opranuzanus AeI0NpPOU3BOACTBA 9 5 i IK-1,ITK-
Ha MPEANPUITHH. 2,IIK-4
1.7. Cnyxba JOKYMEHTAallMOHHOTO IIK-1 TIK-
oOecrieyeHHsT yIpaBJICHUS B CHUCTEME 2 2 - 2 IIK-4
YIIPABJICHUS] OPTaHU3AIHEH. '
UTOTO 32 16 8

4.4, JlabopaTopHble padoThbI He MPEAyCMOTPEHbI

4.5. CamocTosiTesibHAas padoTa 00y4arommxcst

O0BeM aK.4acoB

OYHO- 3a04Has
. OuHas
Paznen auciuninHbL Buz camocrosTenbHOM paboTh 3a09Has dbopma
opma
$op dbopma o0yue-
oOy4JeHus
oOyueHus HUS
[TpopaboTka yueOHOTrO MaTepuaa
M0 TUCIHIUTHHE (KOHCTIEKTOB JIEK- 5 6 3
Ui, y4eOHUKOB, MaTepHaJIOB CeTe-
BBIX PECYPCOB)
1. Cucrema opranuzanu-
. | lloaroroBka K MpakKTHYECKUM 3aHs-
OHHO-PACTIOPSAUTEILHON
THSAM, KOJUIOKBHYMaM, 3alllUTe pe- 5 6 8
JOKYMEHTAIH
dbepara
BrinonHnenre nHINBUIYaIbHBIX 3a- 5 6 3
HaHun
[TonroroBka k caaue Moys (BbI- 5 6 8
MOJTHEHUE TPEHUPOBOYHBIX TECTOB)
ITpopaboTka yuebHOr0 MaTepuaa
10 AMCIUIUTUHE (KOHCIIEKTOB JICK- 5 5 -
Ui, yaeOHUKOB, MaTEPHAJIOB CETE-
BBIX PECYPCOB)
2. Opranu3zanus padotsl ¢ | IIogroToBka Kk MpakTUYECKUM 3aHs-
JIOKyMEHTaMH1 THSIM, KOJUIOKBHYMaM, 3aIlUTe pe- 5 5 7
depara
BrimonHeHe HHANBUIYATBHBIX 3a- 5 5 7
HaHni
[ToaroroBka k cnaye MOIyJIst (BbI- 5 5 7
MOJTHEHUE TPEHHUPOBOYHBIX TECTORB)
3. Opranuszanus zieso- [TpopaboTka yueOHOro MaTepuana
MPOM3BOJICTBA HA TIPENI- | IO TUCIUTUINHE (KOHCIIEKTOB JICK- 5 5 7

MPUATHUN.
ApXUBHOE XpaHEHUE J10-

Ui, y4eOHUKOB, MaTepPHAaJIOB CeTe-
BBIX PECYPCOB)




KyMCHTOB IToaroroBka k MMPAKTUYCCKUM 3aHs-

THSM, KOJUIOKBHYMaM, 3aIlUTe pe- 5 5 7
depara
BeImosiHeHe MHIMBUIYaIbHBIX 3a- 5 5 ;
JaHUM
HOATOTOBKA K cjaue MOIYJIs (BbI- 5 5 7
MOJIHEHUE TPEHUPOBOYHBIX TECTOB)
KonTtpoib - - 4
Hroro 60 76 88

[lepeuenp yueOHO-METOIMYECKOTO OOECIICUEHUS ISl CAMOCTOSTEIbHON PabOThI MO TUCIIH-
IUIMHE:
1. ITonosa, B.b. Merogudeckne peKOMEHAALMH 10 BBIIIOJHEHUIO CAMOCTOSITEIEHON
paboThl oOyuaronuxcs (pedeparo, 3cce, TOKJIAIOB U Ap.) JUIsl HANIPaBJI€HUN NOArOTOBKU HH-
CTUTYTa 3KOHOMUKH U yrpasieHus. Muuypunck ,2024 r.

4.6. BpinoJiIHeHHEe KOHTPOJIbHOM PadoThI 00y4AIIMMHUCH

3204HOH (POPMBI 00y4eHUS
KonTponbHast pabora no aucuuiuinee «/{okyMeHTHpOBaHHE YIPaBJIECHUYECKOW NEsATENb-
HocTh» HamnpaBieHus 38.03.02 MeHeKMEHT 3aKiIo4aeTcs B HAIMMCAHUHU PaOOThI C IEIbIO:

. 3aKpeIuIeHus, YIITyOJIeHus 1 0000IIeHHs 3HAHUH 110  JISJIONIPOU3BO/ICTBY;

. 3aKpeIJICHHs] HaBBIKOB PAa0OTHI C HAYYHOH JUTEPATypOil U AIEKTPOHHBIMU HC-
TOYHHKaMU,

. JEMOHCTpPAIIMKM HABBIKOB HCIIOJIb30BAHMSI COBPEMEHHBIX HH(POPMAIIMOHHBIX TEX-
HOJIOTHI B AEJIONPOU3BOCTBE;

. dbopMUpPOBaHNS HABBHIKOB BEACHHSI OPraHU3alMOHHO-PACTIOPSAUTEILHON JOKY-

MEHTAIIM1 B COBPEMEHHBIX YCIIOBUSX.
KonTponbHast paboTa BBINOIHIETCS 00yHYarOMMMCSI CaMOCTOSITENIbHO, HOCUT TBOPYECKHM
XapakTep, JODKHA CoJepkKaTh aHATUTHYECKUN 0030p HAydHOU JIMTEpaTyphl, BKItOYas MyOIuKa-
LIMU TEKYLIETo rojia, CTaTbH B )KypHAJIaXx [0 YTBEPKIECHHOM TeMe UCCIIEJOBAHMUS.
Mertoandeckue yKka3aHus MO BBIMOJIHEHUIO KOHTPOJIbHON paboThl MO JUCHUILIMHE «JlOKY-
MEHTHUPOBaHUE YIPABIECHYECKON NEATEIbHOCTU JUIsl 00ydaromuxcsi 3a04HONH (opMbl 00yueHus
HanpasyieHus 38.03.02 MenemxkmenT cogepxar 30 BapuaHTOB 10 2 BONPOCA B KAXJIOM BapH-
aHre.

4.7. Conep:kaHue pa3aesioB IMCHUIIMHBI (MOXYJISA)
Pa3nea I. Cucrema opraHn3anMoOHHO-PaCIOPSIANTEIbHON NOKYMEHTALMHT

Tema 1.1. CymHOCTb 1 OCHOBHBIE ITOHATHS COBPEMEHHOT'O JEJIONPOU3BOACTBA. YHU(DHU-
[IUPOBAHHAS CHCTEMa OPTaHU3AIMOHHO-PACTIOPSTUTEIFHON JTOKYMEHTAIIHA

Jlenonpon3BOACTBO Kak (YHKIUS YIpaBlieHUs. YHUDUKAIMS U CTaHIApPTU3AIMS JOKY-
meHTOB. Knaccudukanus noxkymeHToB. HOpMaTHBHO-METOAMYECKUE JOKYMEHTHI MO JOKYMEH-
TUPOBAHUIO YIIPABICHYECKON AEATEILHOCTH W OpTaHHW3aIli palboThl ¢ AoKyMeHTamu. Mcropu-
YEeCKHE acTeKThl pa3BUTHS JIEIOPOU3BOACTBA B Poccum.

CraHoBiieHHe YHU(DUIIMPOBAHHON CHCTEMBI OpPraHU3alMOHHO-PACTIOPSIAUTEIHHON J0-
kymeHTaruu B Poccun. Tlonsitie pekBmsura qokymenta. OdopmiieHue OTASTbHBIX PEKBU3UTOB
nokymeHToB B cooTBeTcTBUU ¢ ['OCT P 7.0.97-2016 «Cuctema crangapToB mo uHpopmamnmu,
OMOIMOTEYHOMY H M3AaTeNbCcKOMY neny. OpraHu3ainOHHO-PACTIOPIUTEIbHAS JTOKYMEHTAIIHS.
TpeboBanust K 0(OPMIICHUIO TOKYMEHTOBY.



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

Tewma 1.2. IlpaBuna opopMiIeHHST OCHOBHBIX BUIOB OPTaHU3AIIMOHHO-PACTIOPSATUTETHHBIX
JIOKYMEHTOB

OcHoBHble TpeOOBaHUS, MPEABABISEMbIE K COCTABICHUIO YIPABICHUECKON TOKYMEHTa-
. @opmatel nucra. Pasmepst moneii. Hymepauus crpanuu. brnanku opranuzamuu: OnaHK
nuchbMa, OJIaHK BHUJA JOKYMEHTa, OJIaHK JOJKHOCTHOTrO juia. OcoOEHHOCTH COCTAaBJICHUS OT-
JIeNTbHBIX BHJIOB IOKYMEHTOB. VIcCIonp30BaHMe OTTUCKA MeYaTy Ipu 0(hOpMIICHUU JTOKYMEHTOB.
[Tpumenenre MHGOPMALIMOHHBIX TEXHOJOTHM MPH MOATOTOBKE TOKYMEHTOB. JloKymMeHTHpOBa-
HUE Ipolecca ynpaBieHust puckamMu. TpeboBanus Kk 00eCIeYeHUIO COXPAHEHUsI KOMMEPYEeCKOn
TalHBbI.

Pazgea I1. Oprannszanusi padoThl ¢ JI0KYyMEHTAMH

Tema 1.3. KagpoBoe 1e10npon3BoICTBO
CocraB u Buabpl JOKYMEHTOB. Ilopsiiok opopmiieHHs 1 HOpMaTUBHbBIE TPEOOBaHUS K KaapO-

BOHM NOKyMeHTauuu. [Ipunanue qokyMeHTaM FOpUINYECKOW CHIIbl. JOKyMEHTHpOBaHHUE IIpOLie-
IypbI IpUEeMa, TIepeBo/Ia, YBOJIBHEHUSI paOOTHUKOB. ABTOOHOrpadus. Xapakrepuctuka. JInaHbIi
JIMCTOK 110 y4eTy KaapoB. Pestome. JInunoe neno. TpynoBas KHUXKKA.

JIOKyMEHTUpOBaHUE IPEIOCTABIEHUS OTIIYCKOB, HAalpaBiICHUs] pa0OOTHHUKA B KOMaHU-
POBKY, oopMIIeHHE [TOOLIPEHHH U B3bIcKaHUH. [IpuMeHenne nHpopMallMOHHBIX TEXHOJIOTHH.

JIOKyMEeHTaIIMOHHBIN aHAIN3 (UHAHCOBO-XO3AWCTBEHHON AEATENBHOCTH M YIPABICHHE
pHCKaMU B COOTBETCTBUU C HOPMAMHU KOPHOPATUBHOW KYyJbTYpPbl. AHAJIN3UPOBATH U KiIaccudu-
UpoBaTh 00IbIION 00beM HHPOpMalK. TpedoBaHMs K 00ECIIEUEHUIO COXPAaHEHUSI KOMMepUe-
CKOU TalHBI.

Tema 1.4. OpranuzannoHHas U paclopsAUTENbHAs JOKyMEHTALUs

Opranu3zalvoHHbIE TOKYMEHTHI (YCTaB, YUPEIUTENIbHBIN 10T0OBOpP, TOJOKEHUE O Mpe-
MPUATUY, TIOJIOKEHUE O CTPYKTYPHOM MOJIPa3AEiICHUH, JOJHKHOCTHAS UHCTPYKILMS, PETTIaMEHT,
HITaTHOE pacnucaHue u Jp.). PacnopsaurenbHble JOKYMEHTHI (TMIPUKa3, paclopsKeHUe, yKa3a-
HUe, pellieHHe, yKa3, MOocTaHoBjleHue). lcnonab3oBaHue MHGOPMAIIMOHHBIX TEXHOJOTUH MpU

pa3paboTKe U MPOEKTUPOBAHUHU OPTaHU3ALIMOHHBIX U PACHIOPSAUTEIbHBIX IOKYMEHTOB.
AnHanu3 yrnpaBieHUYeCKOM MHGpOpMalUu MpHU MOATOTOBKE U YTBEPXKACHUU OpraHu3aliu-
OHHOM M pacHopsAMTENbHON JOKYMEHTAlMu. AHAIU3MPOBATh U KiIacCU(PUIMPOBATH OOJBIION

o0beM nHpopmanuu. TpeGoBaHus K 00ECIIEYEHNIO COXPAaHEHHSI KOMMEPYECKOM TalHBI.

Tema 1.5. CripaBouHO-UH(pOpMaIMOHHAast JoKyMeHTalus. [lenoBoe nucbMo. JlokyMeHTH-
pOBaHME JESATENbHOCTH KOJUIETHAIbHBIX OPraHOB

HenoBoe nucbMo. PexBu3uThl nenoBoro nuchma. Kiaccupukamus J1eOBBIX HHCEM:
POCKOBI, FapaHTUIHBIE, COMPOBOANUTENbHBIE, UHHOPMAIIMOHHBIE, ITUPKYIISIPHbIE, HATTOMUHAHUS,
MOJTBEPXKICHUS, NMPUTTIAIICHNs, 3apockl U OTBeThl. Kiaccupukanuss KOMMEpPUECKUX MHCEM:
3arpoc U OTBeT, odepTa U OTBET, pekiamanus (npereH3us) u oteeT. [IpaBuna odpopmienus ne-
aoBoro nuceMa. CTpykTypa, CTaHAapTHbIE (pa3sl U BeIpaxkeHus. Kiuile B 1€710BOi nepenucke.
TpebGoBanus K A3BIKY U CTUJIIO U3JIOKEHUs. BesieHne nepenucku BHyTpU OpraHu3aliu: CIpaBKy,
JIOKJIA/IHBIE M OOBSCHUTEIIBHBIE 3aMTCKH, aKThI, IPOTOKOJIBL. DTUKET JIEIOBOTrO MChMA.

Hcnonp3zoBanne nHPOPMAIIMOHHBIX TEXHOJIOTHIA TIPU COCTaBJICHNUH, PETUCTPALIUK U OTIPaBKe
JIETIOBBIX ITUCEM.

[ToaroroBuTenbHast paboTa K MPOBEACHUIO COOpaHU M APYTrUX MPOTOKOJIBHBIX MEPO-
OPUATHI B OpraHU3alliu: COCTaBIEHUE SBOYHOTO JIUCTA, BEIPAOOTKA MMOBECTKH JTHS, COCTABJICHUE
porpaMMbl IIpeObIBaHUS JeNeraluii, INIaHUPOBaHUE U KYJIbTYPHBIX MEPOIPHUATHH, MOAAPKU.
CocraBnenue nporokoia. Beimucka u3 npotokona. [Ipumenenne MHPOPMALIMOHHBIX TEXHOJIO-
TU.

AHanu3 ynpapieHUeCKOW HMH(OpMAIMKM MpU MOATOTOBKE M YTBEPXKACHUHU CIIPABOYHO-



WH(OPMAIIMOHHON JOKyMeHTanuu. J|OKyMEHTHPOBAaHUE MpPOIecca YIPABICHUS PHCKaAMH IPU
paboTe ¢ ympaBICeHYECKUMHU JOKYMEHTaMH. AHAJIM3UPOBATh M KJIACCH(PHUIIMPOBATH OOJBIION
00bvem uHpopmaruu. TpeOoBaHUS K 00ECTICUCHUIO COXPAHEHHSI KOMMEPYECKOW TaiHBI.
Pa3nen I11. Opranusanus 1eJ10MpoOU3BOACTBA HA NPEINPUSTHH.
ApXuBHOE XpaHeHHUe JOKYMEHTOB

Tema 1.6. Opranu3zanus AeI0NpOU3BOACTBA HA IPEAIPUITUN

IIpuem u nepBuuHas 06pabOTKa BXOAAIMX AOKYMEHTOB. Perucrpanus nokymenTtos. Peru-
cTpanoHHbIe (GOopMBI U UX 3anonHeHne. OO6paboTka UCXOAAIUX TOKyMEHTOB. CpoKd MCHOJI-
HEHMsI JOKyMeHTOB. KynbTypa paboTsl ¢ JOKYMEHTaMU Ha PabO4YMX MecTax.

[Tonsarue noxymeHToo0opota. OCHOBHBIE 3Talbl JOKyMEeHTO0OOpoTa. [Iprem u nepBud-
Hasi 00paboTKa BXOAALIMX JOKYMEHTOB. Perucrpanus nokymeHToB. Perucrpannonssie GpopMsl 1
ux 3anonHenne. OOpaboTKa UCXOIAMIMX TOKYMEHTOB. CpPOKHM MCIIOTHEHUS JOKYMEHTOB.

OcHoBHbIE TPeOOBaHUS K CPEJICTBAM M CHUCTEMaM 3JIEKTPOHHOT'O JOKyMEHTO000poTa. 3aKo-
HOJZIaTeJIbHOE U HOPMATUBHO-METOJMYECKOE PETYIMPOBAHUE UCIOIb30BAaHUS AJIEKTPOHHBIX JO-
KYMEHTOB U 3JIEKTPOHHO-IIU(POBOH noanucu. OCoOEHHOCTH COCTABIEHHS IEKTPOHHBIX JOKY-
MEHTOB. ABTOMaTu3alusg KOHTPOJIS HAJ XOJIOM HUCIOJHEHMsI AOKYMEHTOB. Vcmonb3oBaHue u
npuMeHeHne HTepHeT-pecypcoB.

CoBpeMeHHbIE CHUCTEMBl aBTOMAaTU3AlUM JIEJIONPOU3BOJCTBA M JOKyMeHTooOopora: EB-
OPAT-/lokymentoobopor. HNubopmannoHHo-cipaBouHble cucteMbl: Koncynbrant, ['apaHr.
Kpurepru BbiOOpa aBTOMaTH3UPOBAHHBIX CUCTEM.

HopmartuBHO-MeTOMuecKasi JOKyMEHTALMsSI 10 apXUBHOMY Jieny. 3akoH «O0 apXMBHOM
nene B Poccuiickoit @enepanum». HomeHkmaTypa nen u mopsaok padboTsl ¢ Heil. DopmupoBanue
nen. Xpanenue nen. I[Ipumenenue HHOOPMAIIMOHHBIX TEXHOJIOTHIHA.

JIOKyMEHTUpOBaHUE Ipoliecca YIPaBIECHUS PUCKAMU IPU OpraHU3alUH JEeIO0NpPOU3BO/I-
CTBa Ha MPEANPUATUH. AHAIIN3 YIIPABICHYECKON JOKYMEHTALMM BXOIAIIEH U UCXOAAIIEN JOKY-
MEHTalU. AHATU3UPOBATh U KilacCU(UIUpPOBaTh 00JbIION 00beM HHPopMauu. TpeboBaHus K
00€CTeYeHNIO COXPAHEHHsI KOMMEPYECKON TaliHBI.

Tema 1.7. Cayx0a 10OKyMEHTAIllMOHHOTO 00eCTeYeHus YIPaBICHHs B CUCTEME YIPaBJIeHUs
MpeANpUATHEM
Pone u MecTo cimykObl JOKYMEHTALlMOHHOTO OOECTE€YEeHHUsl YIpPaBICHHUS B CHUCTEME
yhpaBieHUsl opraHu3anueil. BzaumoaeiictBue cinyxO0bl 1€I0MPOU3BOJICTBA C JIPYTUMH CTPYK-
TYPHBIMH IOJIpa3/IeieHUsl OpraHu3auy. JJoJpkKHOCTHOM cTaTyc U QyHKIMM crienuaiucTa Ciyx-
OBl JOKYMEHTAIlMOHHOTO 00ECHEeUYEeHHUsI YIIPABIEHYECKON NIEATENbHOCTH B CTPYKTypE OpraHu3a-
un. Opra"uzanus pabodero Mecra.
JIOKyMeHTUpOBaHuUE Ipoliecca YIPaBJIEHUSI PUCKaMU MPU OpraHU3aluu JeIONpPOU3BO/I-
CTBa Ha MPEANPUATUH. AHAIIU3 YIIPABIEHYECKON JOKYMEHTAIMU BXOJALIEH M UCXOASIIEH TOKY-
MEHTalU. AHAIU3UPOBATh U KilacCU(UIMPOBATh 00/bII0N 00beM uHbopManuu. TpeGoBaHus
K 00€CIIEYEHNIO COXPAaHEHUSI KOMMEPYECKOW TalHBI.

5. O0pa3oBare/ibHbIE TEXHOJIOTHH

[Tpu m3yueHnn AUCUMIUIMHBL (MOAYIs) «J{OKyMEHTHpOBaHHE YIPABIEHUYECKON JesiTerb-
HOCTH» HCHOJb3yeTCs] MHHOBALIMOHHAsE oOpa3oBaTelbHAasi TEXHOJIOTHMS Ha OCHOBE HHTErPAIN
KOMIIETEHTHOCTHOTO M JIMYHOCTHO-OPUEHTUPOBAHHOTO MTOJXO/IOB C JEMEHTAMU TPAJULMOHHOIO JIEK-
[IMOHHO- CEMUHApPCKOro U KBa3UIMPO(PECCHOHAIBHOTO OOYYEHHs] C HCIOJb30BAHUEM HHTEpaK-
TUBHBIX ()OPM MPOBEACHHUS 3aHATUH, UCCIIEAOBATENBCKON MPOEKTHOM AEATENbHOCTH U MYJbTHU-
MEAMMHBIX YUeOHBIX MaTepHaIOB.

By yueOHBIX 3aHATHIA dopma TpoBEACHUS

Jlexuun WHTEepaKkTHUBHas (opma -Tmpe3eHTaluu C Hc-
IIOJIb30BAHUEM  MYJIBTUMEIUIHBIX CPEICTB C




MOCJIENYIOMUM  OOCYXKJIEHHEM MaTepHasioB
(JIeK1ust —BU3yaau3alysi)

HpaKTH‘lGCKI/Ie 3aHATUA

WHTEpaKkTUBHas (GopMa— pEIICHHE KOHKPET-
HBIX 3aJlay -CUTyalui (peleHue KeucoB) 1o
YCJIIOBHBIM W (DAKTUYECKUM JaHHBIM, UMHUTH-
pyroImux npodeCcCHOHATBHYIO EATEIBHOCTh U
HaIpaBJICHHBIX HA BBIPAOOTKY, OLICHKY M BBI-
OoOp TPYIION O00y4YaromMXcs aaroOpuTMOB TIO
NpOOJEMHBIM ~ CHTYAllUSAM  XO3SHCTBYIOIIMX
CyOBEKTOB Ha MUKPO-, ME30- U MAaKPOYPOBHE

CamocTositenbHas pabota o0ydyaroumxcs

coYeTaHHWE TPaJAMIIMOHHOW (opmbl (paboTa ¢
y4eOHOW W CIpaBOYHOH JINTEPATypoOH, H3yde-
HHE MaTepUAIOB MHTEPHET-PECYPCOB, MOJTIO-
TOBKa K MPAKTUYCCKUM 3aHSATHSIM M TECTUPO-
BaHHUIO) M MHTEPAKTUBHON (DOpPMBI (BBITIOJIHE-
HUE WHJIWBHIYaJbHBIX U TPYIIIOBBIX HUCCIIEO0-
BATEILCKUX MTPOCKTOB)

6. OueHo4YHbIE CpeCTBA AMCHUILIMHBI (MOIYJIs1)

OCHOBHBIMU BUJAMH JTUCIHMIUTHHAPHBIX OICHOYHBIX CPEACTB NMPH (PYHKINOHUPOBAHUH

MOJyJIbHO-PEHTHUHIOBOI CUCTEMbI 00OYUEHUS SIBIIAIOTCS: HA CTaJUU pyOeKHOro peWTuHra, (op-
MHUPYEMOTO I10 pe3yJbTaTaM MOJYJIbHOI'O KOMIBIOTEPHOI'O TECTUPOBAHUS — TECTOBBIE 3aJIaHUS;
Ha CTa/IMU MOOLIPUTEIBHOTO0 PEUTHHIa, GOPMUPYEMOIO IO Pe3ylbTaTaM HAIMCAHUSA U 3alUThI
pedepaToB 1O aKTyanbHOI MPOOJIEeMaTHKE, OLIEHKH OTBETOB O0YYarOIIErocs Ha KOJUIOKBUYMaX,
peleHHs 3a/1a4 MOBBIIIEHHOM CIO0XHOCTH — pedeparhl, KOJJIOKBUYM M 3a/a4M IMOBBILIEHHOM
CJIOKHOCTH; Ha CTaJUU MMPOMEKYTOYHOI'O pEHTHHTa, OIPEEIIIEMOro 10 pe3ysibTaTaM Cauu 3a-
4yeTra — TEOPETUYECKHE BOIPOCH], KOHTPOJIUPYIOILINE TEOPETUUECKOE COAEep)KaHUue yuyeOHOro Ma-
Tepuaa, U MPaKTUKO - OPUEHTHUPOBAHHBIE 33/1aHUS, KOHTPOJIUPYIOIINE MPAKTUUECKUE HaBBIKU
U3 Pa3IMYHbIX BUIOB IMpodeccuoHaIbHON aedrenbHocTH oOywvaromerocs no OIIOIT nanHoro
HanpasyieHUs, GOpMUpYEMBbIE€ NIPU U3YUYEHUU JTUCIUIUINHBI «/lOKyMEHTHpPOBAaHME yNpaBieHYE-
CKOH I€ATEIbHOCTI.

6.1. IlacniopT oHAa OLIEHOYHBIX CPEACTB MO AUCHMUILIUHE
«JlOKyMEeHTHPOBaHHE YIPABJICHYECKOH esITeJIbHOCTH»

O11eHOYHOE CPEACTBO
No Kon koH-
- KonTtponupyembie TeMbl TpoIMpye- KOlI-
JTUCHUTUTUHBI MOU KOMIIEe- HaUMEHOBaHUE 5o
TEHIINH
CyliHoCTh 1 OCHOBHBIE MOHSI- TecToBble 3anaHus 20
THSI COBPEMEHHOTO JEJIONPO- Tewmsl pedpepaToB 7
1 W3BOJICTBA. Y HU(DUIIUPOBAHHAS IK-1,I1K- Bomnpocs! 11 3auera 3
cUcTeMa OpraHU3alMOHHO- 2,I1K-4
pacnopsiAUTENbHON JOKYMEH-
Taluu
[IpaBuia opopmiieHHst OCHOB- TecroBble 3a1aHUs 25
2 HBIX BHJIOB OpraHM3al[MOHHO- MK-1,1IK- | Temsl pedepatos 4
pacluopsAUTENbHBIX JOKYMEH- 2,IIK-4 Bomnpocsr q1s 3auera 3
TOB




TecToBBIE 3aMaHUs 10
3 KazpoBoe 1e10npon3BoACTBO H?HII,(HA{( Tembi pedpepaton 3
S Bomnpocsr st 3a4uet 3
4 Oprauu3anyoHHas U pactopsi- -1 TIK- Tecrosrie 3ananus 10
JIATENIbHAs JOKYMEHTAIUs 2 Hf(- 4 Tewmsi pedeparos 4
’ Bomnpocs! ist 3auera 4
CnpaBoyHO-UH(POPMAITMOHHAS TecToBbie 3anaHuUs 15
JOKyMeHTarus. J[enoBoe much- Temsl pedeparton 6
5 MO. JIOKyMEeHTHpOBaHHE Jes- HK-1LIIK- | Borpocs! as 3a4era 4
TEJIBHOCTH KOJUICTHATBHBIX Op- 2,IIK-4
raHoOB
TecToBbie 3agaHus 10
5 Opranu3anus JAeI0mpOU3BO/I- MK-1TIK- | Temst pedepaton 5
CTBa Ha IMPCANPUATHI 2.TIK-4 Bonpock! a1 3a4eTa 4
Cnyx0a TOKyMEHTaIlMOHHOTO TecTtoBbie 3agaHus 10
7 oOecrnieueHus yrnpaBjIeHUs B nK-1.1K- | Temst pedepaToB 6
CUCTEME YIPaBIICHUS OPTaHU- 2’1—[1’(_4 Bomnpocsr mist 3ager 3
3anmein

2. IlepeyeHb BONIPOCOB 1JIA 3a4eTa

1. Tlomstue nemonpousBozactsa. (ITK-1,ITK-2,ITK-4)
2. Ponb moKyMeHTa B pa3IMYHBIX 00JACTAX ACATEIBHOCTH 00IIecTBa (IPUBECTH MTPHME-
po1) (TIK-1,ITK-2,T1K-4)
3. HUcropus paszsutus aenonpousBojactsa B Poccun. (ITK-1,ITK-2,11K-4)
4. CymHocTh yHH(DUKAIMK U cTaHaapTu3aiuu qokymenToB. (ITK-1,I1TK-2,TTK-4)
5. Ompenenenne rocy1apCTBEHHON CUCTEMBI IOKYMEHTAIIMOHHOTO O0ECTICYCHHUsT YIIPaB-
aenus. (TTK-1,ITK-2,TTK-4)
6. ®ynknum pokymentos. (ITK-1,ITK-2,1TK-4)
7. 3nauenue kiaccuukanuu ynpasinenueckoi nokymenrtanuu. (ITK-1,ITK-2,ITK-4)
8. HopmartuBHO-TIpaBOBBIE  JOKYMEHTBI, pPETJIAMEHTHPYIOUINE  JEJIOMPOU3BOJCTBO
(MTK-1,ITK-2,I1K-4)
9. TpeboBanwus k OGiankam ¢ nzodpakenuem ['ocynapcrsernoro repoa P®. (ITIK-1,I1K-
2,T1K-4)
10. Cucrema nokymenTtoB 1o smaaomy coctaBy.  (ITK-1,ITK-2,T1K-4)
11. ®yHKIMK U BUABI OPTaHU3ALMOHHBIX M PACOPSAAUTENbHBIX JoKyMeHToB.  (IIK-
1,ITK-2,T1K-4)
12. Buspl cripaBouHo-uHpopMaronHo jokymenTanun. (I1K-1,ITK-2,TTK-4)
13. MeponpusaTus 1Mo MOATOTOBKE K COOpaHHIO, COBEIIAHNE M JOKYMEHTHPOBAHUE JIesi-
TEJILHOCTHU KoJuternaibHbiXx opranoB. (ITK-1,ITK-2,ITK-4)
14. Jloxnannsle (cmyxeOHbIe) 3anmucku. CocTaB peKBU3UTOB, OCOOEHHOCTH COCTABICHHUS.
(IIK-1,ITK-2,I1K-4)
15. VcraB, [lonoxenue o0 opranuzamnmu, [lomoxxeHne o CTPYKTYpHOM TOJpa3/IeicHUH.
(IIK-1,ITK-2,I1K-4)
16. TokymeHTO000pOT. D dekTruBHbIN TokyMeHTOo000pOT.(ITK-1,ITK-2,ITK-4)
17. 3anaun u GyHKIUHU CITyKObl TOKYMEHTALIMOHHOTO 00ECTIeYeHHsI B OpraHu3alluy.
(TIK-1,ITK-2,I1K-4)
18. Opranusanus pabouero Mecra CreuagIucTa CiIy>X0bl JOKYMEHTAIlHOHHOTO o0ecrie-
yenus ynpasinenust  (TTK-1,I1TK-2,I1TK-4)




19. dyukiuu apxuBHOro xpanenus nokymeHton.  (T1K-1,ITK-2,I1TK-4)

20. TpeOoBaHusI K OOECIEUEHUIO COXPAHEHHS] KOMMEPYECKOW TalHbI MPH YIpaBICHUU
kagpamu. (ITK-1,ITK-2,ITK-4)

21. TpeboBaHus K 00€CIIEUCHUIO COXPAHEHUS KOMMEPUYECKOW TalHBI MPU 0HOPMIICHUU
crpaBouHO-uH(popMannonnoi qokymenraruu. (IK-1,ITK-2,ITK-4)

22. AHanu3 opraHu3alOHHO-PACHIOPSAUTEILHON BXOMAIIEH M UCXOMALIEH TOKyMEeHTa-
un. (TTK-1,ITK-2,I1TK-4)

23.  JlokyMEeHTHpOBaHHE IpOIecca yIPaBICHUS PUCKAMH TIPU OPTaHU3AIHNH JIEIOIPO-
u3BojctBa Ha npeanpustun. (ITK-1,ITK-2,I11K-4)

24 JIokyMeHTHpPOBAHHE MPOIIECCa YIIPABICHUS B YPE3BBIYAWHBIX U KPU3UCHBIX CHUTYaIlH-
X Kak 4acTh mporecca ynpasiaenus puckamu. (ITK-1,ITK-2,ITK-4)

25.JlokymeHTHpOBaHUE nporiecca yrnpasienus puckamu. (ITK-1,ITK-2,1TK-4)

6.3. IlIkaia oLeHOYHBIX CPEACTB

[Tpu pyHKIMOHUPOBAHUU MOAYJIBHO-PEUTHHTOBOIM CHUCTEMbI OOyUYEHUS! 3HAHUS, YMEHHUS
Y HaBBIKU, pUOOpeTaeMble 00YJarOIIMMHUCS B TPOIECCe U3YUYCHUS AUCHUILINHBI, OIEHUBAIOTCS
B PEHUTHHTOBBIX Oaymax. YueOHas AMCIUIUIMHA UMEET UTOroBbId pedTuHr — 100 GayioB, KOTO-
pBIi ckiaabiBaeTcs u3 pyoexHoro (40 6amioB), mpomexxyrounoro — (50 6amioB) ¥ MoOOLIPH-
tenpHOTO pertuara (10 Gamnmos). MtoroBas oneHka 3HAHMK OOYYAIOIIMXCS MO AUCIUIUIMHE
OMpEIEeTIIETC HA OCHOBAaHUU MEPEBOJIa UTOTOBOIO PEUTHHTA B 5S-TH OA/UIBHYIO HIKATy C YYETOM
COOTBETCTBYIOIINX KPUTEPUEB OLICHUBAHUA. Bce KOMILIEKTHI OIEHOYHBIX CPEJICTB (KOHTPOJIHHO-
WU3MEPUTEIIbHBIX MaTE€PUAIOB), HEOOXOIUMBIX JUIsl OIICHKH 3HAHHWM, YMEHUH, HaBBIKOB U (MJIN)
OTIbITA JEATENLHOCTH, XapaKTepU3YIOUIUe dTambl (OPMUPOBAHUS KOMIIETEHIIMH B MpoOIecce
OCBOGHUS AUCHUILTUHBI (MOIYJsl) MOAPOOHO MPEICTABICHBI B JTOKyMeHTe «QDOHJ OlIEeHOYHBIX
CPEICTB AUCHUILITUHBI (MO ).

v OneHouHble cpea-
POBHH OCBOCHMA KOM- Kputepuu orieHnBaHus CTBa
MeTeHIIHA
(xo1n-BO 0aIIOB)
[TponBuHYTHI — IOJIHOE 3HAaHHME Yy4yeOHOro MaTepuaa TECTOBBIE 33/1a-
(75 -100 6anoB) W3 pa3HBIX TeM AMCHUIUIMHBI (MOIYIS) C HUSA
«3a4TEHOY PacKpbITHEM CYIIHOCTH U 00JIaCTH MpUMe- (30-40 6annoB);
HEHUs JTOKyMEHTHUPOBAHUS YIpaBlICHYE- pedepar (xoi-
CKOM JIeTeNbHOCTH; JIOKBUYM)
—yYMEHHE SICHO, JIOTUYHO U IPaMOTHO MU3- (7-10 6annoB);
JaraThb M3Y4YEeHHBIH MaTepHaj, MPOU3BO- | BOIPOCHI K 3aUeTy
JUTh COOCTBEHHBIC Pa3MBIILJICHHUS, 1e]aTh (38-50 6amioB)
YMO3AKJIIOUE€HUSI U BBIBOJBI C J100aBIECHU-
€M KOMMEHTapHeB, MOSCHEHUH, 000CHOBA-
HUN, KPUTUYECKH OIICHMBATh Npejiarae-
MbI€ BapHAHTHl  PEUICHUH MpH JOKYMEH-
TUPOBaHUU YIIPABJIEHUYECKOH J1eATEeNbHO-
CTH,
—TpamMOTHOE O(pOpMIIEHHE JOKYMEHTH-
pPOBaHUS YIPABICHUYECKOW JAEATEIbHOCTU
MpU YIOPaBICHUH pPUCKAMHU B TPOU3BOJ-
CTBEHHOM JesATEeIbHOCTH, BJIAJEHHE CO-
BPEMEHHBIMU TEXHHUYECKHUMH CPEACTBAMHU
1 UHPOPMAIMOHHBIMU TEXHOJIOTUSMU TIPH
MOJITOTOBKE JOKYMEHTOB. .
ba3oBblii —3HAHUE OCHOBHBIX TEOPETUYECKUX U TECTOBBIE 3a/1a-




(50 -74 6amna) —

METOANYCCKUX IMOJIOKEHUH II0 HU3Y4YCHHO-

HUA

«3a4TEHO» My MaTepHuaiy, THIOBBIX METOIAUK OO0JIb- (20-29 6amnoB);
IIMHCTBA BOMPOCOB, XapaKTePU3YIOLIUX pedepar (koiio-
JOKYMEHTUPOBAaHUE YIPaBICHYECKOU mes- KBHYM)
TEJIbLHOCTH; (5-6 6amoB);
—yMEHHUE COOHMpaTh, CUCTEMATH3UPO- | BOMPOCHI K 3aUETy
BaTh, aHATM3UPOBATh M UHTEPIPETUPOBATH (25-37 6amnoB)
MH(OPMALIMOHHBIA MaTepHall U3 pas3jiny-
HBIX UCTOYHHMKOB JJIsl IOKYMEHTHPOBAHMUS
yIPaBICHUYECKON NEATeIbHOCTU MPU PHUC-
Kax IpeanpusTus;
—BJIaJICHUE TpUEMaMH JTOKyMEHTHPOBa-
HUS YIPaBJICHUYECKON MAESITeNTbHOCTU IS
yIpaBJICHUS] PUCKAMU B IPOU3BOJCTBEH-
Holt mestensHOCTH ATIK;
[Toporossiii —IMOBEPXHOCTHOE 3HAHHE CYIIHOCTU [0- TECTOBbIE 3a/a-
(35 - 49 6ammoB) — KYMEHTHUPOBAHUSl yIpaBIECHYECKONH Jes- HUS
«3a4TCHO» TENbHOCTH, JAOKYMEHTHPOBAHUS yIIpaBe- (14-19 6amnoB);

Hus puckamu B AlIK;

—yMEHHE OCYIIECTBIATH MOUCK HH)OP-
Maly 10 NOJYyYEeHHOMY 33JaHHI0, COOp U
YaCTUYHBINA aHAU3 JAHHBIX TIPU JOKYMEH-
TUPOBAHUU KOHKPETHBIX CHUTYallMOHHBIX
3azady;

—4aCTUYHOE BIQJICHUE MPHEMaMH JIOKY-
MEHTUPOBAHUS YIPABICHUYECKOW eaTesb-
HOCTH.

pedepart (kouto-
KBHYM)
(3-4 6amna);
BOIIPOCHI K 3a4ETy
(18-24 6amnoB)

Huzkuii (70mMoporoBsIii)
(kommieTeHus He cop-
MHUpOBaHa)
(menee 35 6amioB) —
«HE 3aUTEHO»

—HE3HaHUWE TEePMHUHOJOTHH JUCIMILIN-
Hbl (Moayns); TpUOIU3UTENBHOE TMpe-
CTaBJICHHE O MpeaMeTe M MeToJax IAMCLHU-
IUTMHBI (MOAYJISA); OTPBIBOYHOE, O€3 JOrU-
YEeCKOM TOCIIEJOBATEIbHOCTH HU3JI0KEHHE
nH(popMalnu, KOCBEHHBIM 00pa3oM 3aTpa-
TMBAIOLIEH HEKOTOpblEe AaCMEKThl IPo-
IPaMMHOT'0 MaTepuana;

— HEyMeHHEe coOMpaTh, CUCTEMaTH3U-
poOBaTh, aHAJIM3UPOBATh U HWHTEPHIPETUPO-
BaTh MPAKTHMUYECKUM MaTepuan U3 pa3ind-
HBIX UCTOYHHUKOB MH(OpMAIUK 11 UILTIO-
CTpalM TEOPETUYECKUX IMOJIOKEHUI; pa3-
pabaTbIBaTh NPEIOKEHUS U MEPOTIPUATHS
[0 pealu3aluu pa3padOTaHHBIX MPOEKTOB
U TIpOrpamwm;

—He BJaJeHHE NpUeMaMH JOKYMEHTH-
POBaHUS YIPaBIEHYECKON JIEATETbHOCTH B
AIIK;.

Ha »tom ypoBHe oOyuarouuiics He
CIOCOOEH CaMOCTOSITENIbHO, 0€3 MOMOIIU
W3BHE, BOCIIPOU3BOAMUTH U NMPUMEHATH MO-
JYYEHHYIO HH(OPMAIIHIO.

TECTOBBIC 33/1a-
HHSI
(0-13 6amnos);
pedepar (koso-
KBUYM)
(0-2 6anna);
BOIPOCHI K 3a4eTy
(0-17 6amnos)

7. YueOHO-MeTOAUYeCKOe U HHPOPMAIIMOHHOE o0ecreuyeHre JUCHUIIIU-

HbI (MOYJIA)
7.1. YueOHast JguTepaTrypa

1.Ky3uenos, 1. H. JlokymeHTarmonHoe odecnedeHue ynpasiaeHus. [JokyMeHTo000poT u
JIeTTOTIPOU3BOICTBO : YUEOHMK M MPAKTUKYM JUIs pukianHoro Oakanaspuara / M. H. Ky3neros.
— 3-¢ u3a., mep. W AOI. [DIEeKTpOHHBIN pecypc] — OnekTtpoH. man — M. : M3marenscTBo




FOpaiit, 2023. — 461 c. — (Cepus : bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-534-04275-
7.Pesxxum JOCTYyTIA: https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo- 3ari. ¢ sxpana

2. JIokyMeHTHpOBaHHUE YIPABICHUECKON NEATEIBHOCTH: yueOHOe mocobue/A.A. Pazno-
poxkubIid. — MockBa 6 UHDOPA-M, 2021. — 304 c. — (Beicmiee oOpazoBanue: bakanaBpuar).

3/ JlokyMEHTHpPOBAaHHE YIIPABICHUECKON JIEATCIBHOCTH: yueOHoe mocobue/l0.A. Tlana-
ceHko. — Mocka: PHUOP, 2020.- 138 c¢. - (BO:bakamaBpmar). — DOL:
https://doi.org/10.12737/16686.

4/ Tpozosa, O. C. [lenonpou3BoACTBO : y4eOHOE MMOCOOHME ISl aKaIeMHUYECKOro

OakanmaBpuata / O. C. I'po3oBa. [DneKkTpoHHBIH pecypc] — DNEKTpoH. mgaH — M. :
WznarensctBo IOpaiit, 2024. — 124 ¢. — (YuuBepcutetsl Poccun). — ISBN 978-5-534-04205-
4.https://www.biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956— 3ari. ¢
JKpaHa

S5.1IyBanoBa, H. H. Opranuzanuss ¥ TEXHOJOTUS JOKYMEHTAIIHOHHOTO OOecTeYeHUs
yIpaBJIeHUs : Y4eOHUK M TMPAKTUKyM JJs akajgemudyeckoro OakamaBpuara / H. H. Ilysanosa.
[DneKTpOoHHBIN pecypc| — DnekTpoH. JaH — M. : U3narensctBo HOpaiit, 2023. — 221 ¢c. —
(Cepus : bakamaBp. Axamemuueckuii kypc). — ISBN 978-5-9916-5843-0. Pexum nocryna:
https://biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-3ari. ¢ sxpana

1. I'OCT P 7.0.97-2016 «CucremMa cTaHIapTOB 10 MH(MOPMALHUH, OHOIHMOTCYHOMY
U M31aTenbcKoMy aeny. OpraHu3anrOHHO-pacIoOpAIUTeNbHas JOKyMEHTaus. TpeOoBaHUsS K
0(OPMIICHUIO TOKYMEHTOBY»

2. I'OCT P 50922-2006. 3amura nadpopmannyu. OCHOBHbIE TEPMHUHBI U ONIPEAETICHUS

3. ['OCT 6.10.4-84. YauduuupoBaHHble CUCTEMbI JoKyMeHTauuu. [Ipuaanue opu-
JIMYECKOW CHITBI IOKyMEHTaM Ha MAaIllMHHOM HOCHTEJNIe ¥ MallHHOTpPaMMe, CO3/IaBaeMbIM Cpel-
CTBaMHM BBIYUCIUTENbHONW TeXHUKU. OCHOBHBIE MTOJIOKEHHS

4. I'OCT 6.10.5-87. YHuduuupoBaHHble CUCTEMBI JOKyMEHTaluu. TpeGoBaHUs K
ocTpoeHuIo popmymsipa-odpasua

S, ['OCT 17914-72. OG10XKHU A€N IIUTEIbHBIX CPOKOB XpaHeHUs. THmbl, pazMepsl
U TEXHUYECKHE TpeOOBaHUS

6. I'OCT P 34.10-2001. Uudopmannonnas texHosjorus. Kpunrtorpaduueckas 3a-
muta uHpopmanuu. [Iporeccsl GopMUpoBaHUS U MPOBEPKU AIIEKTPOHHOHN M(POBOI moamnucu
(mpumenenue npekpaniero ¢ 01 susapst 2013 r., B3amen Beened [OCT P 34.10-2012)

7.2. Pecypchl HH(OPMAIMOHHO-TeJIEKOMMYHHUKAIMOHHOM ceTn « UHTEepHET)
Wnpopmannonnas npasosas cucreMa «Koncynbrant [Tnrocy.
Nudopmannonnas Cucrema «lapanT».

AMUHHMCTPAaTUBHO-YIIPABIEHYECKUI TOPTAT — «aup.ru.
WnTepuer-nopran «KoprnopaTuBHbIN MEHEDKMEHT» — «cfin.ruy.

Pexxum noctyna: http://www.rbc.ru/ — PocbusnecKoncanrunr.
Pexxum noctyna: http://www.devbusiness.ru/development/staff.htm.
Pesxum moctyma: http://www. personnels.chat.ru (caiit «Otaen kaapoBy.
Pexxum moctyma: http://www. businesstest.ru (caiit «J/lemoBbie TECTBI»).
10.  Pexum gocryma: Www.delpro.narod.ru - Jleinonponu3BoacTBo+.
11. Pexxum goctyma:www.termika.ru — DHIUKIONEA s STOMPOU3BOICTBA.
12.  Pexwum poctyna:www.directum.ru - DIeKTpoHHOE JISIOMPOU3BOICTBO U KaHIIe-

1
2
3
4
5. [Topran ®unancoBoro menemxepa — «FinancialManager.ruy.
6
7
8
9

JIsApust
13. Pexxum nmoctyna: http://archives.ru/methodics/instr-office-work.shtml -
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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
http://www.edou.ru/enc/docs/detail.php?ID=2495
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2497
http://www.edou.ru/enc/docs/detail.php?ID=2497
http://www.edou.ru/enc/docs/detail.php?ID=2498
http://www.edou.ru/enc/docs/detail.php?ID=2498
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.delpro.narod.ru/
http://www.termika.ru/
http://www.directum.ru/
http://archives.ru/methodics/instr-office-work.shtml

Pocapxus

7.3.MeTOIlI/I‘IeCKI/Ie YKa3aHnusd 1Mo OCBOCHUIO THCHMUIIJIMHBI

1. 3anenuna I'.H. YyeOHO-MeTOAMYECKUH KOMIUICKC AMCITUIUIMHBI «JlOKyMEHTHPOBAaHHE
YIPaBJICHYECKON AEATEeNbHOCTH» JUId oOydvaromuxcst HampasieHus 38.02.02 MenemKMeHT
HarnpaBiaeHHOCTH MenemkMeHT B AIIK, 2024 r.

7.4. UndopmaniuoHHbIe TEXHOJIOTHHU (IpOrpaMMHoe odecriedeHue U MHPop-
MAaIllMOHHbIE CIIPABOYHbIE MATEPHAJIbI, B TOM YHCJIe COBPpeMeHHbIe Mpogeccu-

OHAJIbHBbIE 0a3bl JAHHBLIX U HHGOPMALIMOHHbIE CIIPABOYHbIE CHCTEMBbI)

VYyeOHas nucuuILinHa (MOYJIb) MpeaycMaTpPUBAET OCBOSHHUE MH(MOPMAIMOHHBIX U U -
POBBIX TE€XHOJIOTHH. Peanmu3amusi UQPOBBIX TEXHOIOTUN B 00pa30BaTEIbHOM MPOCTPAHCTBE SIB-
JSIeTCS. OJJHOM M3 BOXXHEUIIMX Iejied 00pa30BaHMs, JAIOMICH BO3MOXKHOCTh pa3BUBaTh KOHKY-
PEHTOCTIOCOOHBIE KauecTBa 00yJarOIMXCS Kak OyAyIIMX BHICOKOKBAIU(DUIIMPOBAHHBIX CIICIHA-
JIMCTOB.

[{ndpoBbie TEXHOJIOTHH MPEAYCMATPUBAIOT PA3BUTHE HABBHIKOB 3()h(HEeKTHBHOTO peuieHus
3a71a4 MPo(HeCcCHOHAILHOTO, COIMAIBLHOTO, JMYHOCTHOTO XapaKTepa ¢ UCIIOJIb30BAHUEM Pa3iiny-
HBIX BUJIOB KOMMYHHKAIIMOHHBIX TeXHONOTWH. OcBoeHHe HU(POBBIX TEXHOJIOTUH B paMKax
JAHHOM JMCIUILTUHBI (MOJYJIs) OPUEHTUPOBAHO Ha CHOCOOHOCTh OE301ACHO W HAJICHKAIIUM
00pa3oM moy4arhb JIOCTYII, YIIPABISATh, HHTETPUPOBATh, OOMEHHUBATHCS, OLIEHUBATD U CO3aBaTh
UH(POPMAIIHIO C TIOMOIIBIO IIU(PPOBBIX YCTPOUCTB U CETEBBIX TexHONOrn. dopMupoBanue ud-
POBOI KOMIIETEHTHOCTH Ipeanojaraet paboTy ¢ TaHHBIMH, BJaJ€HHE WHCTPYMEHTAMH JUIS
KOMMYHHKAITHH.

7.4.1 DjIeKTPOHHO-0MOJIHUOTEYHAS] CUCTEMBI M 0a3bI JAHHBIX

1. OO0 «3BC JIAHb» (https://e.lanbook.ru/) (moroBop Ha okazanue yciyr ot 03.04.2024
No 6/1 (CeteBas snexkTpoHHast OMOIMOTEKA)

2. baza naHHBIX 3JeKTpoHHBIX HH(OopMaimoHHbIX pecypcoB @PI'BHY ITHCXB (morosop
10 00€CIeYeHHIO JI0CTyIa K AMEeKTPOHHBIM HHpopManmoHHbM pecypcam @I'BHY [THCXb ue-
pe3 TepmuHan yaaneaHoro gocryna (TY ] ®I'BHY ITHCXEB) ot 09.04.2024 Ne 05-YT/2024)

3.OnexkTpoHHas OubnuoTeuHas cuctema «HanmonanbHbll mudpoBoil pecypc «PykoHT»:
Komnexun «ba3oBeiii MmaccuB» n «Komnoc-c. Cenbckoe xo3siictBoy» (https://rucont.ru/) (morosop
Ha OKa3aHHWe YCIyT MO0 MpeaocTaBieHuto qoctymna oT 26.04.2024 No 1901/bI122)

4. 000 «AnektpoHHOe M3aTenbcTBO FOPAWTY (https://urait.ru/) (oroBop Ha oKasaHHe
YCIIYT TIO TIPEIOCTaBJICHUIO IOCTyMa K oopazoBarenbHOM miargopme OO0 «DyeKTpoHHOE M3/1a-
tenbcTBo FOPAWTY ot 07.05.2024 Ne 6555)

5. DnexTpoHHO-OMbMMOTEeUHAst crctema «Bepranckuii» (https://vernadsky-lib.ru) (moro-
BOp Ha 0€3BO3ME3THOE UCIIONIb30BaHKE pou3BeaeHui oT 26.03.2020 Ne 14/20/25)

6. baza mannbix HOB «Hanumonanbuas snektponHass Oubmmotexa» (https://rusneb.ru/)
(morosop o noakmoueHun k HOb u npegocrasnenun goctyna k oobekram HOb ot 01.08.2018
Ne 101/HDOB/4712)

7. CornaimieHue o COTpyIHHYECTBE MO OKa3aHUIO0 OMOIMOTEUHO-UH(OPMAIIMOHHBIX U CO-
IUOKYJIBTYPHBIX YCIYT TMOJIb30BATEISIM YHHBEPCUTETA U3 YHCIa WHBAIUIOB 110 3pPEHUIO, C1a0o-
BUSIIIUX, MHBAIMJOB APYIHMX KAaTETOPHH C OTPaHWYEHHBIM JOCTYIIOM K WH(pOpMAalWH, JHII,
UMEIOUINX TPYAHOCTU ¢ uTeHueM IuiockonedatHoro tekcta TOI'BYK «TamOoBckas obnmactHast
yHUBepcalibHas HayuHas oubimoreka uM. A.C. ITymkuna» (https://www.tambovlib.ru) (corna-
meHue o cotpyaaudectse ot 16.09.2021 Ne 6/H)

7.4.2. UudopmManoHHbIe CIPABOYHbIE CHCTEMBI
1. CrpaBounast mpaBoBas cuctema KoncynpranT [nroc (1oroBop mocTaBku, afanTaiuy 1
COIPOBOKICHUS K3eMIUsApoB cucteM Koncynprant [Tmoc ot 11.03.2024 Ne 11921 /13900/2C)


https://e.lanbook.ru/
https://rucont.ru/
https://vernadsky-lib.ru/
https://rusneb.ru/
https://www.tambovlib.ru/

2. DnexTpoHHBIM nepuoanueckuii cnpaBoyHuk «Cucrtema 'TAPAHT» (norosop Ha yciy-
I'H 110 compoBokAeHHIO OT 15.01.2024 Ne 194-01/2024)

7.4.3. CoBpemeHHbIe NpodeccuoHAIbHbIC 0a3bI JAHHBIX
1. baza naHHBIX HOPMATHUBHO-IIPABOBBIX AKTOB MH(OPMALIMOHHO-00pa30BaTeNbHOM Mpo-
rpamMMbl «Pocmetony (moroBop ot 15.08.2023 Ne 542/2023)
2. baza nannpix Hayunoii anextponnoi 6udamoreku eLIBRARY.RU — poccutickuii nn-
(opMaMOHHO-aHATUTHYECKUH MOPTAI B 00JIACTH HAYKH, TEXHOJIOTHUH, MEIUIIMHBI 1 00pa3oBa-
uus - https://elibrary.ru/

3. Ioptain oTKphITHIX AaHHBIX Poccuiickoit denepanuu - https://data.gov.ru/
4. OtkpeiTeie naHHbIe DeaepanbHON  CITYKOBI

https://rosstat.qov.ru/opendata

5. Caiit Accommanus MeHemkepoB Pexum qoctyma Www.amr.ru
6. Cailr ArponpomMblluuieHHbIN coto3 Poccuum Pexxum noctyma WwWw.apsr.ru
7. Caiit ®epepanbHON CciaykObl TocynapcTBeHHOM cTatuctuku Pd. - Pexum pocryma:

www.gks.ru

I‘OC}’I[&pCTBCHHOﬁ CTaTUCTHUKHU -

7.5.4. J/InnieH3n0HHOE ¥ CBOOOIHO PacnpocTpaHsieMoe NporpaMMHoe odec-

MEYCHHUE, B TOM YHUCJI€ OTCHECCTBCHHOI'O IPOU3BOACTBA

Hanmenosa- Paspa- Ho- Ccbuika Ha Equnblil peectp poccuii- PexBuzu-
HUE 6orunk [10 | crymHOCTB ckux mporpamm st OBM u B (pu TbI IOATBEP-
(mpaBooOna- | (JMLEH3HOH- HAJIM4HN) HKJIAIOIIEr0
JIaTelb) HOE, CBO- JIOKyMEHTa
601HO pac- (pu HaNMU9IMK)
MIpOCTpaHs-
emMoe)
Microsoft Micros Juuen- - JIunensus
Windows, oft 3MOHHOE or 04.06.2015
Office Corporation Ne 65291651
Professional CPOK JICHCTBHSI:
OeccpodHO
AHTHBUpYC- AO Junen- https://reestr.digital.gov.ru/reestr/366 Cy6nu-
Hoe nporpammHuoe | «Jlaboparo- 3HOHHOE 574/?sphrase_id=415165 [CH3UOHHBIT
obecrieueHne pus Kacnep- JIOTOBOP C
Kaspersky CKOTO» 000 «Cop-
Endpoint Security (Poc- TEKC» OT
JUTS OM3Heca cus) 24.10.2023 Ne
0/H, CpOK Jieii-
CTBHS: C
22.11.2023 mo
22.11.2024
MoiOdwuc- 000 JIunen- https://reestr.digital.gov.ru/reestr/301 Konrpakt
CraHIapTHBIN - «HoBbie 3MOHHOE 631/?sphrase_id=2698444 ¢ 000 «Py6u-
OducHsrit o0auHbIe KOH»
HaKeT JuIsd paboThl | TEXHOJIOo- oT
C TIOKyMEHTaMHU run» (Poc- 24.04.2019 Ne
U TIOYTOH cust) 036410000081
(myoffice.ru) 9000012
CpOK JIEHCTBHUSL:
6eccpodHo
OducHbIit AO JIuneH- https://reestr.digital.gov.ru/reestr/306 Konrpakr
HaKer «P7» 3MOHHOE 668/?sphrase_id=4435041 ¢ 000 «Coo-



https://rosstat.gov.ru/opendata
http://www.amr.ru/
http://www.apsr.ru/

«P7-Odmcy» TEKC)»
(meckromHas oT
Bepcus) 24.10.2023 Ne
036410000082
3000007
CPOK JIEHCTBHUSL:
0eccpodHo
Oneparuon- 000 JIuuen- https://reestr.digital.gov.ru/reestr/303 Konrpakr
Hasl CHCTEMA "Bazanbt 3MOHHOE 262/?sphrase_id=4435015 ¢ 000 «Coo-
«Anbet O0paszoBa- | cBoOOIHOE TEKC»
HHUE» MIPOTpamMM- oT
HOe obecrre- 24.10.2023 Ne
yeHne" 036410000082
3000007
CPOK JIEHCTBHUSL:
OeccpodHo
ITporpamm- AO JluneH- https://reestr.digital.gov.ru/reestr/303 JlutieHsu-
Has cUCTeMa Uil | «AHTHILIA- 3UOHHOE 350/?sphrase_id=2698186 OHHBIH 10TO-
oOHapyKeHUs ruat» (Poc- BOop ¢ AO «AH-
TEKCTOBBIX 3aMM- cusi) TUIUTATHAT OT
CTBOBaHUI B 17.05.2024 Ne
y4eOHBIX U HAyY- 8151, cpoxk
HBIX paboTax IIEHCTBUS: C
«AHTHIIATUAT 17.05.2024 no
BY3» 16.05.2025
(https://docs.antipl
agiaus.ru)
Acrobat Adobe Cgo- - -
Reader Systems 601HO pac-
- IPOCMOTP MIPOCTpaHs-
nokymeHntoB PDF, eMoe
Djvu
Foxit Reader Foxit Cso- - -
- mpocmotp | Corporation | Goamo pac-
nokymeHnToB PDF, MIPOCTpaHs-
DjvU emoe

NoabkowhE

7.5.5. Pecypcbl nHGOPMAIIHOHHO-TEJIEKOMMYHUKALMOHHOM ceTu «AHTEp-

HEeT»
CDTOwiki: 6a3a 3Hanuii no unpoBoii Tpanchopmanuu https://cdto.wiki/

7.5.6. llndpoBbie MHCTPYMEHTHI, MPUMEHsIEMbIE B 00pa30BaTe/IbHOM
npoiecce
LMS-nmardpopma Moodle
BuptyanbHas nocka Mupo: miro.com
Buptyansnas nocka SBoardhttps://sboard.online
O6naunsie cepBuckl: Snnekc./Juck, O6mako Mail.ru
Cepsucsl onpocos: SAuaexc ®opmsl, MyQuiz
Cepsucel BuaeocBs3u: Suaekc reaemoct, Webinar.ru
CepBHC COBMECTHOH pabOThl HajJ NpoekTamMu g HeOonbimux rpynn Trello
http://www.trello.com



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/
http://www.trello.com/

7.5.7. HndpoBble TEXHOJIOTMH, IPUMEHsIEMble PU U3YYEeHUH TUCHUIIMHBI

[udpossie Bunel yuebHoii pa- dopmMmupyembie NJIK
TEXHOJIOTHUHI OOTBI, BBINOIHSIE- KOMIIETEHIINH
MbI€ C IPUMEHEHHU-
eM nu(ppoBoii Tex-
HOJIOTUU
Obnaunsie Jlexuuun [1IK-1 — Cnocoben | WJI-1nk-1— OcymectBisier
texHojoruu | IlpakTuyeckue 3a- | OCyHIECTBIATH JO- | JOKYMEHTHPOBAHME IIPOLEC-
HATUSA KYMEHTHUPOBaHUE ca yIpaBJIGHUsT  PHUCKaMH B
Ipolecca ympasje- | paMKax OTJelIbHbIX OM3Hec-
HUS PUCKaMH, pa3- | MPOIECCOB U (YHKIIMOHAIb-
pabarbiBaTh  METO- HBIX HalpaBJICHUM
JUYECKHE PEKOMEH-
Jaluyl B paMKax
OTJIeNbHBIX Ou3HEC-
nporeccoB AlIK;
Oobnaunsie Jlexumun [1K-2 — Cnocoben N-1nk-2 OcymiecTBisiet
texHojorun | IlpakTudeckue 3a- | mpoBOAUTH aHaIU3 | cOOp MHMOpPMALUK TEKyIe-
HATUSA (¢uHaHCOBO- ro yHOpaBJ€HUS pPUCKAMH,
XO3AMCTBEHHOM Jie- | yCTaHABIMBAET W IOJJEp-
ATEIBbHOCTU U | KUBAET JICJIOBbIE KOHTAKTHI
YIpaBIEHUE PHUCKA- | C COTPYAHUKAMU KOMIIAHUU
MU B COOTBETCTBHHM | I10 ONMCAHWIO U aKTyalu3a-
C HOpMaMH KOpIO- L[N PUCKOB
pPaTUBHOM  KYJIbTY-
PbL;
O6aunbie Jlextn [1IK-4.  Cnocoben | UJ1-3nx-4— [Tpumensier
TEXHOJIOTUHI [IpakTuueckue 3a- | UCHOJIB30BaTh MPO- | HABBIKK JOKYMEHTAIbHOIO
HATHS rpaMMHOe obecrie- | 0pOpMIIEHHUS pelIeHUH B
YeHHe Ui aHalu3a | yIpaBiIeHUH ONEepalluOHHON
YIIPABJIEHYECKOU (Mpon3BOACTBEHHOIN) fesi-
nH(pOpMalLlMU, OCY- | TEIbHOCTH OpraHU3aluil pu
IIECTBIISATh PacyeThl | BHEAPEHUU TEXHOJIOTHYE-
HKOHOMUYECKOU CKHUX, MPOJTYKTOBBIX UHHO-
s dexTuBHOCTH BallMid WM OPraHU3aI[MOH-
opranuzanui AIIK | HbIX U3MEHEHUN U
BBITIOJTHSIET pacueTsl
SKOHOMMYECKON
s dexTuBHOCTH
opranuzanuii ATTIK

8. MaTepua/IbHO-TeXHHYECKOe o0ecnevyeHne TUCIUIINHBI (MOIYJIsl)

YueOHbIe 3aHATHS ¢ O0YJAIOIIMMHUCS TIPOBOSATCS B 3aKPEIUIEHHBIX 3a YIPABJICHUS U Jie-

JIOBOT'O aIMUHUCTPUPOBAHHUA AyAUTOPUAX

HaunmenoBa-
HHE CIenHaJIbHBIX*
NoMeIeHui 1 mo-
MelleHuii 11 ca-
MOCTOAITEJIbHOM
padoThI

OcHaleHHOCTD
CHEeNHAJbHBIX MOMEIeHHi M MoMeleHHu i
JJISl CAMOCTOSITEILHOM PadoThI

Ilepeyens JHIEH3HOHHOTO MPO-
rpaMMHoOro odecnedyenus. Pexpuzn-
ThI NOATBEPKAA0IEro JOKyMeHTa

VYuebHass aynu-
Topus IS TIpOBeEJe-
HHUS 3aHATHH JIEKIH-
OHHOTO THIA
(r. MuuypHHCK YiI.
MuTepHanyionanpHas

1.Hoytoyk Asus KS50AF M600/3G500/Gh

(wHB. Ne

2. Ilpoextop Acer X113PH SVG/DLP/3D/3000
Lm/1300:1/HDMI/10000 Hrs2.5kg (uHs.

21013400768)

3. Dxpan HacteHHblid DigisOptimal-C dopmar 1:1

2101045176)

Ne

1. Jlunensusor 31.12.2013 Ne
49413124: Microsoft Windows XP, 7,
Microsoft ~ Office 2003, 2010
2. Cait Accommanusi MEHEIKEPOB
Pexum JIOCTyTIa www.amr.ru
3. Caiit ArponpOoMBIIIICHHBIH CO03




1.101 - 1/303)

(200*200) MW
21013400766)
4. HaOopsl IeMOHCTPAIIMIOHHOTO 000pyHO-
BaHUS U y4eOHO-HATILIIHBIX TOCOOHH
KoMmmnbloTepHas TeXHHKa MOJKIIOYEHA K ce-
1 «HTepHET» UM 00ecmedyena goctynoM k SMOC
YHUBEPCHUTETA.

DSOS-1103.  (uB. Ne

Poccuu Pexxum goctyna www.apsr.ru

YueOHas aynu-
TOpHSL 17151 IPOBEIe-
HUS 3aHATHI CeMU-
HapCKOTro THIIA,
TPYIIOBBIX ¥ UHIH-
BUYaJIbHBIX KOH-
CyJIbTallMH, TeKyIle-
r'0 KOHTPOJIS U IPO-
MEXYTOUHOH aTTe-
craruu (KOMITbIO-
TEPHBIN KJIacc)
(r. MugypuHCK yi1.
WHTepHALMOHATBHAS
a1.101 - 1/312)

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

2. Jocka menoBas Magnetoplan SP
1500*1200 mmM, 3erreH, MarH. TOBep-Th (MHB. Ne
41013602238, 41013602237)

KomrmproTepHas TeXHHKa IOAKIIOYCHA K Ce-
1 «HTepHET» N 00ecmeueHa noctynoMm B DM1OC
YHHUBEPCHUTETA.

3. HaGopsr nemoHCcTpannoHHOTO 000pYyI0-
BaHUS U y4COHO-HATJISIIHBIX MTOCOOMIA"

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

2. Caiit ['ocynapcTBEHHOTO
Hay4YHO-HMCCIIEI0BATENbCKOTO HHCTH-
TYT HH(POPMAIIMOHHBIX TEXHOJIOTHH
TeJEKOMMYHUKanui. - Pexxum nocry-
ma: http://www.informika.ru

3. Caiit MunmnctepcTBa puUHAH-
coB P®. - Pexxum nocryna:
www.minfin.ru

4. Caiit @exepanbHO# CITyKOBI
rOCYAApCTBEHHOM CTaTUCTUKU PD. -
Pexxum nocryna: www.gks.ru

5. Caiit llenTpansHoro 6anka
P®. - Pexxum moctyna: www.cdr.ru
6. Joroop ot 17.07.2018 Ne

2135 Ha moaKIFOUCHHE HHPOPMAITUOH-
HO-00pa3oBaTeNsHON porpaMMsel Po-
cmeTtoxn"

ITomemenne
IUTSL CAMOCTOSITEIb-
HOU pabOTHI
(r. Mu4ypHHCK yi1.
WHTepHaLMOHAIbHAS
n.101 - 1/210)

1.1Ixad KaHIEeISIPCKHHA (uHB. Ne
2101062853, 2101062852)
2.  XomomwibHuk ~ CtuHonm  (mHB. N

2101040880)

3. [IpuaTtep HP-1100 (uuB. Ne 2101041634)

4. TIpuntep HP LaserJet 1200 (uHsB.
Ne1101047381)

5. [Mpunatep Canon (uHB. Ne 2101045032)

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

7. Cucremnsriikommiekt: IIpoueccopinte-
IOriginalLGA 1155 CeleronG 1610 OEM (2.6/2
Mb), monurop 20 ASusAsMS202D , marepun-
ckasruiataAsuS, BEHTHIATOp, MaMsTh, JKeCT-
KHHNCK, KOPIIyC, KJIaBHATypa, MbIIb (MHB. No
21013400429)

8. Hoyr6yxHewlett Packard Pavilion 15-
e006sr (D9X28EA) (uuB. Ne21013400617)

9.  JockakmaccHas+mapkep  (mHB. Ne
1101063872)

10.Kommsrotep (uuB. Ne41013401070)

11. Kommsiotep (nuB. Ne41013401082)

12. Kommsrotep Celeron E 3300 (umB. Ne
2101045217, 1101047398)

13. Kommbiorep DualCore (uHB. Ne
2101045268) 14. Kowm-
netorep OLDI 310 K/I (muB. Ne 2101045044)

15. KonuposanbHblit arnmnapar
KyoceraMitaTASKalfa 180 (nHB. Ne
21013400369)

KoMmrbroTepHasi TeXHUKa TOJKIIOUYeHa B Cce-
1 «HTepHET» N 06ecmedena nocrynom k DMOC
yHHBepcuTeTa."

1. Jlunensusor 31.12.2013 Ne
49413124: Microsoft Windows XP, 7,
Microsoft ~ Office 2003,  2010;
2. IlpodeccuonanpHas 06a3a JaHHBIX:
Caiir  UIBCJ  pexum  nmocryna
http://www.gks.ru/dbscripts/chsd/

PaGouast mporpamMma AMCHUIUTMHBI (MOJYJIS) COCTAaBJI€HAa B COOTBETCTBHU C TPEOOBAHUSIMU




@I'OC BO - 6akanaBpuaT 1o HampasieHuIo noarotoBku 38.03.02 MeHeKMEHT, yTBEPKICHHO-
ro MPUKa30M MUHHUCTEPCTBA HAyKHU W BhICIIETo oOpa3oBanus Poccuiickoit @enepanuu Ne 970
or 12 aBrycra 2020r

ABTOpBI:
JIOLEHT Kadeapbl yrnpaBieHus 1
JIETTIOBOT'0 aIMUHUCTPUPOBAHMUS , K.3.H. M.A. ConomaxuH
Peniensent: noueHT kadeapbl SJKOHOMUKA KOMMEPIIHH, K.3.H. 2.A. KiiumenrtoBa
[Iporpamma paccmoTpeHa Ha 3acelaHud Kadeapsl YIOpaBICHUS U JIEJIOBOTO

aAMHHMCTpUpOBaHus NpoTokoa Ne 9 ot «19» ampens 2021 r.
IIporpamma paccMOTpeHa Ha 3acelaHMM Yy4eOHO-METOOUYECKOW KOMHCCHM WHCTUTYTA
HSKOHOMMKHU U yrpasiaeHus: npotokon Ne 8 ot «20» anpens 2021 r.
IIporpamma ytBepkaeHa PemennemM YueOHO- METOAMYECKOTO COBETA YHUBEPCUTETA
npotokoit Ne 8 ot «22» anpens 2021 .

[Iporpamma nepepaboTana u A0IMOJIHEHA B cCOOTBETCTBUHU ¢ TpeboBanusimu GI'OC BO.

[IporpamMma paccMoTpeHa Ha 3acelaHuu Kadeapsl YIpaBIeHUS U JEJIOBOT0 aIMUHUCTPHUPO-
BaHUs

npotokosl Ne 11 ot «21» urons 2021 .

[IporpamMmMa paccMOTpeHa Ha 3aceJaHuM y4eOHO-METOAMYECKON KOMUCCUM MHCTUTYTA KO-
HOMMKHU U ynpasieHuss Muuypunckoro ['AY

npotokod NelO ot «22» urons 2021 r.

[Iporpamma yrBepkaeHa Pemenrnem Y4ueOHO-METOMUECKOTO COBETA YHUBEPCUTETA

npotokos Nel0 ot 24 utons 2021 r.

[Tporpamma nepepaboTaHa U I0TIOJIHEHA B COOTBETCTBUHU ¢ TpeboBanusimu @I'OC BO.

IIporpamma paccMoTpeHa Ha 3acefaHuu Kadeapsl yIpaBlIeHUs U JAJI0BOTO aIMUHUCTPUPO-
BaHUs

npotokost Ne 10 ot «14» anpens 2022 r.

[IporpaMmMa paccMOTpeHa Ha 3aceJaHuM y4eOHO-METOAMYECKON KOMHCCUM MHCTUTYTa KO-
HOMMKH U ynpasieHuss Muuypunckoro 'AY

npotokoi Ne 8 ot «19» anpens 2022 r.

IIporpamma ytBepxeHa PemenreM Y4eGHO-METOMUYECKOTO COBETA YHUBEPCUTETA

npotokos Ne 8 ot 21 ampens 2022 r.

[Tporpamma nepepaboTaHa 1 IOTIOJIHEHA B COOTBETCTBUHU ¢ TpeboBanmsimu OI'OC BO.

[Iporpamma paccMOTpeHa Ha 3acefaHuu Kadeapsl yIpaBJIeHUs U 1€JI0BOT0 aAMUHUCTPUPO-
BaHUs

nporokos1 Ne 10 ot «09» uronsa 2023 r.

[IporpamMmMa paccMoTpeHa Ha 3aceJaHuM y4eOHO-METOAMYECKON KOMHCCHM MHCTUTYTA KO-
HOMMKH U yrnpasieHus: Muuypunckoro 'AY

poTokoi Ne 10 ot «20» nrons 2023 r.

IIporpamma yrBepxeHa PemenreM Y4eGHO-METOMUYECKOTO COBETA YHUBEPCUTETA

rpotokoi Ne 10 ot 22 uronsa 2023 r.

[Iporpamma nepepaboTaHa u A0MOTHEHA B COOTBeTCTBHH ¢ TpeboBanusimu ®I'OC BO.

[Iporpamma paccMoTpeHa Ha 3acefaHuu Kadeapsl yIpaBJIeHUs U 1eJI0BOT0 aAMUHUCTPUPO-
BaHUs

nporokost Ne 12 ot «14» mas 2024 r.



[Iporpamma paccMoTpeHa Ha 3acelaHHH Y4eOHO-METOINYECKON KOMUCCHHM WHCTHTYTa 3KO-
HOMHUKH U ynpasienus Muuypunckoro 'AY

npotokos1 Ne 9 ot «21» mast 2024 r.

[Iporpamma yTBepxaeHa Pemenrem Y4eOHO-METOAMUECKOTO COBETa YHUBEPCUTETA

nporokoi Ne 9 ot 23 mas 2024 r.

OpuruHaj J0KyMeHTa XpaHUTcs Ha kadeape ynpaBiieHHsl M J1€JIOBOIO
aIMUHUCTPUPOBAHUSA
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