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1. Ieau ocBoeHMs TUCHUIINHBI (MOTYJIs1)

OCHOBHBIMU 1IEJIIMUA OCBOEHUS AUCIUILTUHBI (MOTYJIs1) SIBISIOTCS:

— O3HAKOMJICHHE OOyYaroIlUXCsi C OCHOBHBIMU IOHATUSMH, TpaBWIaMU |
TpeOOBaHUSAMH K IOKYMEHTHPOBAHUIO YIIPABICHUECKOM esaTenbHocTH npennpusitaii AIIK;

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

— mnpuobpeTeHre O0O0yYarOIIMMUCA HABBIKOB M0 aHAINU3Y pPAa3IMYHBIX HCTOYHHKOB
uH(pOpMAIIUK JUIST TIPUHSATHUS YIPABICHUYCCKUX PEIICHUH IO BOMPOCAM JIOKYMEHTHPOBAHUS
yrpaBiieHuecKol aesaresbHocTH B ATIK..

[Ipn ocBOGHMM MaHHOW IUCHMIUIMHBI (MOJIYJS) YYUTHIBAIOTCS TPYIOBbIC (YHKIIUU
CIEeYIOMUX MPOodeCCHOHATBHBIX CTAaHJAPTOB:

08.018 Crenuanuct MO yOpaBJICHHIO pUcKamMu (YTBEpXKACH MpukazoM MuHTpyna
Poccun ot 30.08.2018 No564h);

40.033 CpoepuaJucT MO CTPATErMUYECKOMY W TaKTUYECKOMY IUIAHHPOBAHHUIO H
OpraHHU3aIy MPOU3BO/ICTBA YTBEPXkKACH MIPHUKa30M MUHHUCTEPCTBA TPY/1a U COLUATBLHON 3alUTHI
Poccutiickoit ®enepannu ot 8 centsiops 2014 roga N 609 H.

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

JucuuiuinHa «/lokyMeHTannoHHOe o0ecreyeHne yIpaBieHUs» OTHOCUTCA K Onoky 1
b1.B.09.

JUis u3ydeHHsl JAHHOTO Kypca HEOOXOJUMO 3HAaHME TaKuX JUCHMIUIMH, Kak
«MaremaTuka», «OKOHOMHUYECKas TeOpus», «JledoBble KOMMYHMKAalMM U  OCHOBBI
neperoBopHoro mpouecca», «KynbTypa [enoBbIX OTHOIIEHMK». JlaHHas JOUCHUIUIMHA
B3aUMOCBsI3aHAa C TaKUMU JUCLHUIUIMHAMH, Kak «Teopusa rocymapctBa U IIpaBay,
«AHTHKOppPYNIMOHHAs noynuTuka», «llcuxonorus». Kpome TOro, 3HaHus, yMEHHs U HaBBIKH,
PUOOpPETEHHBIE B XO/I€ U3yUEHUS AUCHUILUIUHBI «Pa3paboTka ynpaBIeHUYECKUX PEIICHUI.

B nanbHeliniem 3HaHMs, YMEHHsI U HaBbIKH, COPMHMPOBAHHBIE B IMpPOIECCE M3YyUEHHS
JUCLUIUIMHBL HUCIIOJIB3YIOTCS TMPH MPOXOKJIECHUM TMPOU3BOJCTBEHHOM IMpakTUKa MO Mpoduiio
npo¢eCCHOHATIBHOMN AeATeIbHOCTH, IPOU3BOJICTBEHHOM MPEAUIIIIOMHON MPAKTUKH, TOJTOTOBKE
Y BBINOJIHEHUH BBITYCKHON KBAJTU(UKALIMOHHON paOOTHI.

3.IlnannpyemMblie pe3ybTaTbl 00y4eHHUs MO JUCHUILIMHE (MOIYJIIO), CO-
OTHECEHHbIC C IUIAHUPYEMBIMHM pe3y/JbTAaTAMU OCBOCHHMs 00pa30BaTe/bHOM

NPOrpaMMbl

B pesynbrate u3ydeHHs AUCHMILTUHBI (MOIYJs) OOydYarOLIUMCS JIOJKEH OCBOMTH
TPYAOBBIE QYHKIIMU:

JIOKyMeHTUpOBaHUE TIpollecca YIpaBICHUS PUCKaMU U KOPPEKTHPOBKA pPEECTPOB
PHCKOB B paMKax OTAEIBHBIX OM3HEec-TporeccoB W (yHKunoHanbHbIX HampaieHui (08.018
Crenmanuct no ynpasienuto puckamu Td B/02.6).

Tpynossle neicTBUS:

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

Pa3paboTka mMeToauuecko M HOPMAaTUBHOM 0a3bl CHUCTEMbl YIPABIEHUS PUCKAMU U
NPUHIUIIOB YIIPaBJIEHUS] PUCKaMHU B paMKax OTJEJIbHBIX OM3HEC-TIPOIIECCOB M (PYHKIIMOHAIBHBIX
nanpasinennii(08.018 Crermanuct mo ynpasienuio puckamu TD B/04.6).

Tpynossle neicTBUS:

PazpaGoTka M akTyanu3anusi OTAENbHBIX METOJOB W HOPMATUBHBIX JIOKyMEHTOB
CUCTEMBI YIIPaBJIEHUs PUCKaMU

TakTuueckoe ympaBlieHHE TIpolleccaMH  opraHu3anuu  npousBojctBa  (40.033



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

TpynoBbie IEeUCTBUS:

PazpaGoTrka  mpeiokeHMl 1O palMOHANIM3AaLUM  CTPYKTYpbl  YIpPaBJIECHHUS
IIPOU3BOJICTBOM B COOTBETCTBUU C LIEISIMU U CTpaTeruel opraHu3aluy, JIEHCTBYIOIIUX CHUCTEM,
GopM U METOJOB YNpPAaBICHHUS MPOU3BOJACTBOM, IO COBEPLICHCTBOBAHUIO OpraHU3allMOHHO-
pacropsAUTENbHON JOKYMEHTAllMM W OpraHM3alud JTOKYMEHTOOOOpOTa, IO BHEAPEHHIO
TEXHUYECKUX CPEeICTB 0OpabOTKM HH(OpMaIMK, NEPCOHAIBHBIX KOMIIBIOTEPOB M CETEH,
ABTOMATH3UPOBAHHBIX PA0OYHX MECT.

OcBoeHMe JUCUUIUIMHBI HAlIPaBJICHO Ha (OPMHUPOBAHUE CIEAYIOIINX KOMIIETEHLIU!

VYK-4 crnocobeH NpUMEHATh COBPEMEHHBbIE KOMMYHUKATHBHBIE TEXHOJIOTUH, B TOM
Yuciie Ha MHOCTPAHHOM S3bIKE, AJIS aKaJleMUYECKOro U Ipo(eCcCHOHaIbHOIO B3aUMOCHCTBUS,

[1K-4 cnocoOeH OpraHu30BBIBATH U MPOBOAUTH MPOBEPKH (PUHAHCOBO-XO3IHCTBEHHOM
JeSITEIbHOCTH XO3SHCTBYIOIIMX CYOBEKTOB [UId BBIABICHMS M YCTpPaHEHMs] HapylUleHUN
pa3IMYHBIX aCMEKTOB SKOHOMHUYECKOH O€30MacHOCTH, COTJIACOBBIBATH BOMPOCHI BHYTPEHHUX
KOHTPOJIBHBIX U ayJUTOPCKUX NPOBEPOK;

[IK-5 cmocobeH T1UTaHUPOBaTh M OPraHU3OBHIBATH CIYKEOHYIO JIEATEIbHOCTD
COTPYAHUKOB IO pPa3pabOTKe CTpaTeruy, OOECleYMBAIOLIEH 3KOHOMMYECKYIO 0€30MacHOCTb,

YIIPaBJIATh PUCKaMU (PHHAHCOBO-3KOHOMUYECKOTO PAa3BUTHS XO3SHCTBYIOIINX CYOBEKTOB.

IInanupyemsblie
pe3yabTaThl 00y- Kputepuu onieHuBaHus pe3yabTaToB 00ydeHUs
YEHUS
(mokazarenu Huzkuii IToporosslii ba3zoBb1it IIponBuHYTHII
JOCTHOKCHHS 3a- (TOTIOPOTOBBIA)
JAaHHOTO YPOBHS | KOMIICTCHIIHS HE
OCBOEHUS KOMIIe- copmupoBaHa
TEHIIM)
YK-4
N-1yk-4
VYcranaBnmuBa- | He ycranaBmuBa- | C ommbkamu | C HeOGonbmumu | [IpaBuibHO
€T KOHTAKThl U Op- | €T KOHTAKThl U HE | yCTAaHABIMBAE€T | HETOYHOCTSMU | YCTaHABIIMBAET
raHu3yeT oOleHHe | OpraHu3yer  00- | KOHTaKThI U | yCTAaHABIUBAET | KOHTAKThl U pe-
C TMpEACTaBUTENSA- | IIEHWE C Tpell- | MaCCUBHO Opra- | KOHTakThl W Ie- | TyJIsSpHO  opra-
MU Hay4dyHOIO U | CTaBUTEISIMU HU3yeT  oOIle- | pUOANYECKH Op- | HU3yeT  oOlie-
npodeccuoHanb- HAay4yHOTO U MpO- | HUE C TpEe]CTa- | raHu3yeT oOlle- | Hue ¢ MpejacTa-
HOro coo0mecTBa | (HeCCHOHAIIBHOTO | BUTEISIMU HUE C NPEICTa- | BUTEISIMU
B COOTBETCTBUHU C | COOOIIECTBA B | HAY4YHOTO U | BUTEISIMU HAy4YHOTO u
NOTPEOHOCTAMHU COOTBETCTBUH ¢ | podeccuo- HAy4YHOTO u | mpodeccuo-
COBMECTHOM Jies- | HIOTPEOHOCTSIMU | HAJIBHOTO  co- | Ipodeccuo- HaJIBHOTO  CO-
TEJIBbHOCTH, UC- | COBMECTHOU Jiesi- | oOliecTBa B CO- | HUIBHOTO  CO- | o0IIecTBa B CO-
MOJIb3ysSl ~ COBpe- | TEIIbHOCTH, HE | OTBETCTBUM  C | OOIIECTBAa B CO- | OTBETCTBUU  C
MEHHbIE KOMMYHH- | UCHIOJB3ys  CO- | IOTPEOHOCTSAMHU | OTBETCTBHM  C | HOTPEOHOCTIMHU
KAaTUBHBIE TEXHO- | BpEMEHHbIE KOM- | COBMECTHOU Jie- | MOTPEOHOCTSIMU | COBMECTHOU Jie-
JIOTHUH. MYHHUKaTHBHbBIE ATEIbHOCTH, COBMECTHOM Jie- | ATEIbHOCTH, aK-
TEXHOJIOTHH. PEIKO UCHOJb- | SITEbHOCTH, TUBHO HCHOJIb-
3y COBPEMEH- | BpEMEHaMH MUC- | 3ysl COBPEMEH-
Hble KOMMYHH- | IOJIb3ysl COBpe- | Hble KOMMYHHU-
KAaTUBHBIE TE€X- | MEHHbIE  KOM- | KATUBHBIE TEX-
HOJIOTHH. MYHHUKATHUBHBIE | HOJIOTHH.
TEXHOJIOTUH.
N1-2vyx-4 — | He  npumensier | [TaccuBHo npu- | MHUIIMATHBHO AKTHUBHO TIpU-




[Ipumensier mpa- | mpaBUia JEIOBOM | MEHSET MpaBuJia | IPUMEHSIET Mpa- | MEHSET MpaBuia
BWJIA JIEJIOBOM U | U HAYYHOU 3TUKH | JEIOBOM U | BWIa JEJI0BOU U | IEJIOBOU "
Hay4YHOU STUKU | /Ui OOecreyeHusl | HAyYHOW STUKU | HAYYHOM STHUKH | HAYYHOH ATHKHU
s obecnieueHus | 3¢ (HEeKTUBHOTO s obecrieve- | Ayt obecriede- | At obecrieve-
3¢ exTUBHOTO akagemuueckoro | HUs dddextus- | HUA dddextuB- | HUA dhPexTHB-
aKaJeMUYECKOro U | U npodeccro- | HOTO  aKkajgeMu- | HOTO  aKaJIeMU- | HOTO — aKaJeMH-
npodeccuoHanb- HAJIBHOTO  B3aW- | YECKOI'O U IPO- | YECKOTO M MPO- | YeCKOro U Ipo-
HOTO  B3aWMOJICH- | MOJICHCTBUSI. deccuonanbHO- | (heccHOHANBHO- | ecCHOHAIBHO-
CTBHA. ro B3aUMOJEN- | TO B3aUMOJIEW- | TO B3aUMOJEU-
CTBUSL. CTBUSL. CTBHUSL.
N/I-3yk-4 — | He rpamotHo wu | YnmoBierBopu- He B mnonnom | B mosHol mepe

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

Ha PYCCKOM H
MHOCTPaHHOM(-bIX)

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

HEIOCTYIIHO W3-
jJaraeT B IHChb-
MEHHOU U YCTHOM
dbopmMe Hay4dHYIO
u npodeccuo-
HAJIbHYIO UH(OP-

MaIHo

Ha PYCCKOM H
MHOCTPaHHOM(-

BIX)

SA3BIKAX, HE
y4acTByeT B aka-
JEMUYECKHX U
podeCCuoHAITb-

HBIX OUCKYCCHUSAX.

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

s3pIKaxX,  Mac-
CHUBHO Y4YacCTBY-

HH-

o0beMe rpamMoT-
HO W JIOCTYITHO

u3J1araeT B
MUCBMEHHOU U
yctHOM  popme
HAYYHYIO u
npodeccuo-
HAIbHYIO  HH-
dbopmariuio

HA PYCCKOM U
MHOCTPaHHOM(-
BIX)

SI3bIKaX, IEPUO-
JIAYECKU y4acT-
ByeT B aKaje-

rpaMOTHO U J0-
CTYIIHO H3Jlara-
€T B IUCbMEH-
HOM U YCTHOH
dbopme HaydHYIO
u  npodeccuo-
HATBHYIO  WH-
dhopmariuio

Ha PYCCKOM W
MHOCTPaHHOM(-
BIX)

SI3pIKaX,  pery-
JSIPHO Y4acTBY-
€T B aKaJeMuye-
CKUX W Tpodec-

€T B aKaJeMuyie- | MUYECKUX U | CHOHAJIbHBIX
CKUX M mpodec- | nmpodeccuo- TUCKYCCHUSIX.
CHOHAJIBHBIX HQJIBHBIX  JIHC-
JUCKYCCHSIX. KYCCHSIX.
I1K-4
U-lus — Pa- | He paboraer c¢ | YaoBnerBopu- Xopomo pabo- | OtauyHo pado-
00TaeT ¢ HOpMa- | HOpDMAaTUBHBIMM | TeIbHO paboTa- | TaeT ¢ HOpMa- | TaeT C HOpMa-
TUBHBIMH  TIPaBO- | IPABOBBIMH  aK- | €T C HOPMAaTHB- | THBHBIMU TIpa- | THBHBIMH  IIpa-
BBIMU aKTaMH M | TaMM M HOpMa- | HBIMM  IPaBO- | BOBBIMH aKTaMHU | BOBBIMH aKTaMHU
HOPMAaTHBHBIMA TUBHBIMH  JIOKY- | BBIMH aKTaMH W | U HOPMATHUBHBI- | U HOPMATHUBHBI-
JOKYMEHTaMHu Ul | MEHTaMHU JUIS | HOpDMATUBHBIMU | MM JIOKYMEHTa- | MM JOKyMEHTa-
pa3paboTku  mpa- | pa3paboTKu Tmpa- | JOKYMEHTaMHu MU JUIS pa3pa- | MU s paspa-
BWJI BHYTPEHHETO | BUJI BHYTPEHHEro | Juid pa3palboTKu | OOTKM  MpaBuil | OOTKH  MpPaBHI
KOHTPOJISI B IEJIAX | KOHTPOJIS B LIENAX | IPaBUJ  BHYT- | BHYTPEHHETO BHYTPEHHETO
BBISIBJICHUSI Hapy- | BBISBICHUS PEHHETO  KOH- | KOHTPOJI B lie- | KOHTPOJISI B Iie-
HIeHU  TpeOoBa- | HApyIIEHUH Tpe- | TPOJid B LENSX | JSIX BBISBICHUS | JIIX BbISBICHUS
HUIl  SKOHOMMYE- | OOBaHUIl HKOHO- | BBISABICHUS HapyIlIeHU! HapyIlIEeHUN
CKOM  Oe3omacHO- | MUYEeCKOH  0e3- | HapyleHul TpeOoBaHUI TpeOoBaHUM
CTH XO3SIMCTBYIO- | OIACHOCTH  XO- | TpeOOBaHUI PKOHOMHYECKON | SKOHOMHUYECKOHN
oMX  CyOBEKTOB, | 3AMCTBYIOIIMX HPKOHOMMYECKOI | Oe3omacHOCTH 0e30MacHOCTH
NOJO3PUTENBHBIX | CYOBEKTOB, MO/0- | 6€301MaCHOCTH XO3SIICTBYIO- XO3SIICTBYIO-
ornepanuii B (U- | 3pUTENIBHBIX OIlle- | XO3HCTBYIO- X CYOBEKTOB, | IIUX CYOBEKTOB,
HAHCOBO- pauuii B (HUHAH- | IIUX CYOBEKTOB, | MOJIO3PUTEIb- MIOJI03PUTEIb-
SKOHOMUYECKON COBO- MIOJI03pUTEIIb- HBIX OIlepalnii B | HBIX ONlepaluii B
cepe. HSKOHOMHMYECKOW | HBIX orepauuii B | ((MHAHCOBO- ¢uHaHCOBO-
chepe. (hHHAHCOBO- SKOHOMHUYECKON | YKOHOMHUYECKOM




PKOHOMHUYECKOH | cdepe. chepe.
cepe.

N-21x-4 —| He onpenensier | IlaccuBHO AKTHUBHO, HO C | BepHO m akTuB-
Ornpenenser GyHKIIMM U 00s- | ompenenseT HEKOTOPBIMU HO OIpEaesieT
byHKIMM W 00f- | 3aHHOCTH  TOJ- | GYHKIMHU B 00s- | omHuOKaMu byHKIMH 1 005-
3aHHOCTH TIOApa3- | pa3fesieHui U | 3aHHOCTH TIOJ- | OIPEIEIseT 3aHHOCTH MOJ-
NEIeHUH W CO- | COTPYIHUKOB IO | pa3AelieHudl U | QyHKUUU U 00s- | pa3neieHuit u
TPYAHUKOB 10 | 00ecreyeHuo COTPYJIHHUKOB IO | 3aHHOCTU IHOJI- | COTPYAHHUKOB I10
00€Cre4YeHNI0 BbI- | BHIMOJIHEHUS 00ecrneveHuo pasnenieHuil U | oOecreueHuto
IIOJIHEHUS TIPaBUJI | IPABWJI BHYTPEH- | BBIIOJIHEHUS COTPYIHUKOB IO | BBIIIOJHEHUS
BHYTPEHHET0 KOH- | HETO KOHTPOJIS B | MPaBUJ  BHYT- | 00ECHEUYEHHUIO IpaBWJI  BHYT-
TPOJS B LENAX IO- | LENSIX  IOBBIIIE- | PEHHETO  KOH- | BBIIIOJHEHUS pPEHHET0  KOH-
BBIIICHUSI OKOHO- | HUSL OSKOHOMHYE- | TPOJIA B LENSX | IpaBWJI ~ BHYT- | TPOJSL B IIEJNIAX
MHUYECKOM 0e3- | ckoil 0e30macHO- | MOBBIIICHUS PEHHEr0  KOH- | OBBIIICHUS
OMACHOCTH XO3fl- | CTH  XO3SIMCTBY- | 9KOHOMUYECKOU | TPOJsl B LEISAX | SKOHOMHUYECKON
CTBYIOIIUX CYOB- | IOHIMX CyOBEKTOB. | O€30MaCHOCTH MOBBILICHUS 0e3omacHOCTH
€KTOB. XO035IICTBYIO- HKOHOMHYECKOHN | XO34HUCTBYIO-

IIMX CyOBEKTOB. | O€30macHOCTH X CYOBEKTOB.
X035UCTBYIO-
X CyOBEKTOB.

N-3ux-4 — | He paspabareiBa- | C  ommbkamu | C Hebonbmmmu | BepHo paspala-
PaspabatsiBaer €T IpaBWJa BHYT- | pa3pabaTbiBaeT | HETOYHOCTSMHU | THIBAeT MpaBuia
MpaBUJia BHYTPEH- | PEHHETO KOH- | IpaBUjia BHYT- | pa3padaThiBaeT | BHYTPEHHETO
HEro  KOHTpOJ, | TPOJIS,  HANpaB- | pEHHEro  KOH- | IpaBWJla BHYT- | KOHTPOJI,
HAIpaBlIeHHbIE Ha | JICHHbIe Ha ¢op- | TpoNid, HamNpaB- | pPCHHETO  KOH- | HAallpaBJICHHbIE
dbopMupoBanue MHUPOBAaHUE CBE- | JICHHbIE Ha | TpoJis, Hampas- | HA (popMHUpOBa-
CBEJIEHUI O MOoj0- | JIeHUH O 1oAo- | GopMUpOBaHHE | JIEHHBIE Ha | HUE CBEJIEHUH O
3pUTENbHBIX OIle- | 3pUTENbHBIX OIle- | CBEACHUN O MO- | popMHpOBaHUE | MOJO3PUTENb-
pamusax (cmenkax) | pamusx (caenkax) | JO3PUTENbHBIX | CBEIEHUN O MO- | HBIX OIepalimsx
U BBISIBJICHUE | U BBISIBJICHHE | ONEpaLIUAX JO3PUTENBHBIX | (CHENKax) U BBI-
HapyIICHUW  pa3- | HapylIeHu pa3- | (cAenKax) U BBI- | OTEpaIusiX SBJICHHE Hapy-
JMYHBIX AaCIEKTOB | JUYHBIX aCIEKTOB | IBJICHUE Hapy- | (CAENKax) U Bbl- | IIEHUH pa3any-
YKOHOMUYECKOU DKOHOMHYECKOM | IIEHWH pas3iu4- | ABJICHUE Hapy- | HbIX  acIEeKTOB
0e30MacHOCTH, 0€30MacHOCTH, HE | HBIX  aCHEeKTOB | MIEHUH pa3ind- | SKOHOMHUYECKON
UCTONb3YyeT UX JUIA | UCHOJBb3YyeT  UX | SKOHOMHUYECKOM | HBIX  aceKTOB | O€30MacHOCTH,
npoBepku (uHaH- | s IIPOBEPKHU | OE30MACHOCTH, | SKOHOMHYECKOH | PEeryjspHO HC-
COBO- ¢uHaHCOBO- AaCCUBHO  MC- | O€30MaCHOCTH, | MOJb3YyeT UX AT
XO034MCTBEHHOU XO034MCTBEHHOU MOJIB3YeT UX Ul | IEPUOJUYECKH | IPOBEpKU  (u-
JESATENIBHOCTH  XO- | JESTEIbHOCTH OpOBEpKH  (H- | UCTIONB3YET HX | HAHCOBO-
3SIUCTBYIOIIUX XO3SIUCTBYIOIIMX | HAHCOBO- UL TIPOBEPKH | XO3MCTBEHHOU
CyOBEKTOB. CyOBEKTOB. XO3AUCTBEHHON | (PMHAHCOBO- JESTEIBHOCTH

IesITeIbHOCTH XO3SIUCTBEHHON | XO34MCTBYIO-
XO035ICTBYIO- JIeSTENIBHOCTH IIUX CYOBEKTOB.
HIUX CyOBEKTOB. | XO3AHUCTBYIO-

IIMX CYyOBEKTOB.

N-4x-4 — | He usywaer nes- | YmoieTrBopu- Xopomio u3yya- | OTau4HO  H3Y-
N3ydaer pesTenb- | TENBHOCTh aydu- | TEIBHO HM3Y4YaeT | €T ACATEIbHOCTb | YAaeT  JIEATENb-
HOCTb ayJIUPyeMOW | pyeMON OpraHu- | 1eATE€IbHOCTh ayupyemMoun HOCTb ayaupye-
OpraHu3aluy, 3alUM, BKJIOYas | ayaupyeMoun OpraHu3alu, MO oOpraHusa-
BKJIIOYAsi CHCTEMY | CUCTEMY  BHYT- | OpraHU3allUH, BKJIIOYast CU- | UMM,  BKJIIOYast
BHYTPEHHETO KOH- | PEHHETrO KOH- | BKJIIOYast CH- | CTEMY BHYTpPEH- | CACTEMY BHYT-
TPOJIsi, OLIEHUBAET | TPOJsl, HE Olle- | CTEeMY BHYTPEH- | HETO KOHTPOJS, | pEHHEr0  KOH-




YpOBEHb Cylle- | HUBAaeT YPOBEHb | HETO KOHTPOJIS | OLIEHUBAET YpPO- | TPOJsl OIICHHMBa-
CTBEHHOCTHU U | CYyLECTBEHHOCTH | OLIEHUBAET YpO- | BEHb Cylle- | €T ypOBEHb Cy-
ayIUTOPCKHUE pHUC- | U AYAUTOPCKHUE | BEHb Cylle- | CTBEHHOCTH U | IIECTBEHHOCTH
KU CYILIECTBEHHOI'O | PUCKH Cylle- | CTBEHHOCTH U | ayAUTOPCKHUE U ayJIuTOpPCKUE
UCKaXXeHUs  OyX- | CTBEHHOIO HCKa- | ayAUTOPCKUE PUCKM  Cylle- | pUCKH  Cylle-
rantepckoil  (¢u- | KeHus ~ Oyxrai- | pUCKH Cyllle- | CTBEHHOIO HC- | CTBEHHOIO  HC-
HAHCOBOM) OTYET- | Tepckoi ((hUHAH- | CTBEHHOTO HC- | KAXKCHHS  OyX- | Ka)KeHHS  OyX-
HOCTH. COBOM) OTYETHO- | KaXeHUsl  OyX- | raaTepckon raJITEpCKOU
CTH. raJITePCKOn (puHaHCOBOIN) (buHaHCcOBOIN)
(punancoBoii) OTYETHOCTH. OTYETHOCTH.
OTYETHOCTH.
I1K-5
NJI-1nk-s — | He ocymectns- | [TaccuBHO u He- | AKTUBHO, HO | AKTHUBHO u
OcyuecTBisier er moxdop COo- | KOPPEKTHO HEZ0CTaTOYHO KOPPEKTHO
nox0op COTPYIHU- | TPYAHHUKOB, CIIO- | OCYILIECTBISET KOPPEKTHO OCYILIECTBIISIET
KOB, CIIOCOOHBIX | COOHBIX  peasiu- | Mox00p COTPYA- | OCYIIECTBIISET no0bop coTpya-
pean30BbIBATh 30BBIBaTh CTpaTe- | HUKOB, CHOCO0- | MOAOOp COTPYI- | HUKOB, CIOCO0-
CTpaTeruyeckue TMYECKHE  LeJNH | HBIX  pealin30- | HUKOB, CIOC00- | HBIX  peann3o-
LEeNH  XO3SICTBY- | XO3SIMCTBYIOUIMX | BBIBaTh CTpaTe- | HBIX  peajn30- | BbIBaTh CTpaTe-
IONNX CYOBEKTOB, | CyOBEKTOB, HE | TMYECKHUEe IeJIM | BbIBaTh CTpaTe- | THYECKUE 1eNu
IUIAHUPYET, aHallu- | IUIAHUPYeT,  HE | XO3giCTBYIO- THYECKHUE IeNH | XO3IHUCTBYIO-
3UpyeT M KOOPIHU- | aHAIM3UPYET U HE | X CYOBEKTOB, | XO3SIMCTBYIO- X CyOBEKTOB,
HUPYET UX Jies- | KOOPAUHHUPYET UX | YIOBIETBOPHU- [IMX CYOBEKTOB, | OTINYHO  Ia-
TEIbHOCTb. JeSITEIIbHOCTD. TEIbHO IUIAHU- | XOPOLIO IUIAHU- | HUPYET, aHaJH-
pyeT, aHalIM3u- | pyeT, aHaJu3u- | 3UpyeT U KOOp-
pYeT W KOOpAH- | PyeT ¥ KOOpAH- | AUHUPYET  HX
HUpPYET UX Jesd- | HUpYeT X Jes- | 1eATeNbHOCTb.
TEJIbHOCTb. TEIbHOCTb.

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

3HaTh:

- JOKYMCHTHUPOBAHUEC MTPOLIECCAa YIIPABJICHUA

mponecCoB;

PUCKAMH B paMKaX OTHCJIbHBIX OousHec-

- MCTOIUKY aHaJlIn3a ynpaBnqueCKoﬁ I/IH(I)OpMaLII/II/I IIpUu pCHICHUHN ITPONU3BOACTBCHHBIX

3a/1a4;

- MOPSAJOK JOKYMEHTAJIBHOIO O(GOpPMIICHHS PELICHUH B YNpaBIEHUH ONEPAMOHHON
(MpOU3BOICTBEHHOIN) NEATENLHOCTH OpraHU3alui;
- METO/bI TIOMCKA, aHAJIM3a U MCIIOJIb30BaHUsS HOPMATUBHBIX U MPABOBBIX JTOKYMEHTOB
B CBOEH NMpodeccuoHaNbHOMN eI TeTbHOCTH;
- JOKyMEHTalbHOE O(OpPMIICHHE peIIeHUul B YHPABICHUU ONEpalMOHHON

(MpOU3BOACTBEHHOI) JEATENbHOCTH OpraHu3aluii TpU  BHEAPEHUH TEXHOJIOTMYECKHX,
IIPOYKTOBBIX MHHOBALIMM WA OPraHU3allUOHHBIX U3MEHEHUH;

YMETh:

- YCTaHaBIWBATb U  OPraHU30BbIBATH  KOHTAKThl  HUCIOJIb3ysd  COBPEMEHHBIC

KOMMYHUKATHBHBIC TCXHOJIOTHH,

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

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



- onpenensTh (YHKUMH U OOSM3aHHOCTH TMOJAPA3/ACICHUNH U COTPYAHUKOB TIO
00ECIEYEeHNIO  BBIMOJIHEHUS] IpaBWJ BHYTPEHHETO KOHTPOJS B  LENIAX  IOBBIIICHUS
HKOHOMHYECKOW OE€30MaCHOCTH XO03SICTBYIOLINX CYObEKTOB;

- pa3pa0aThiBaTh IIpaBUJIa BHYTPEHHEI0 KOHTPOJS JOKYMEHTALMOHHOIO OOecreyeHUs
YIIPABJICHYECKOU EATEIIHOCTH;

- paboTaTh C HOPMATUBHBIMU PABOBBIMHM AKTAMU W HOPMATUBHBIMHU JIOKYMEHTaMHU JUIs
pa3paOOTKH IpaBWJI BHYTPEHHErO KOHTPOJISI B LIEJIAX BBISIBICHHUS HapyUIEHUM TpeOOoBaHUM
9KOHOMHUYECKOM 0€3011aCHOCTH XO3SIMCTBYIOIUX CYOBEKTOB,;

- JOKYMEHTHPOBaTh IPOLIECCHI YIIPABICHUS  PUCKAMU B paMKax OT/AEIbHBIX OM3HEcC-
IIPOLIECCOB;

- MPOBOAMTH AaHAIU3 YIPABICHYECKON HHPOPMALIUHU TPU PELICHUN TPOU3BOICTBEHHBIX
3az1ady;

- NPOBOAUTH IOUCK, AHAJIU3 U UCIIOJb30BAHNE HOPMATUBHBIX U IIPABOBBIX JOKYMEHTOB
B CBOEH NPO(eCcCHOHANBHOMN NesTeTbHOCTH;

- JOKYMEHTAIbHO OGOPMIIATH pPEIICHHS B  YIPABICHUU ONEPAMOHHON
(MpOM3BOACTBEHHON) JESATEIbHOCTH OpPraHM3alil [pU BHEAPEHUU TEXHOJIOIMYECKHX,
IIPOIYKTOBBIX MHHOBAIMI WA OPTaHU3aMOHHBIX U3MECHEHUM.

BIIAJICTh:

- HaBbIKAMH IIOMCKA, AHAJINM3a M MCIOJIb30BAaHUS HOPMATUBHBIX M IIPAaBOBBIX
JIOKYMEHTOB B CBOEH NPpO(hecCHOHAIbHON JesITeIbHOCTH;

- HAaBBIKAMU JIOKYMEHTAJIBHOIO O(OPMIICHUS PELIEHUI B yNpaBICHUM OINEPAllMOHHOM
(MpOM3BOACTBEHHON) JESATEIbHOCTH OpPraHu3alUil [pU BHEAPEHUU TEXHOJIOIMYECKHX,
IIPOTYKTOBBIX MHHOBALMI WJIA OPraHU3al[MOHHBIX U3MEHEHUM.

3.1. MaTrpuua cooTHeceHHs TeM/pa3/1esI0B Y4eOHOM TUCHUILINHBI (MoayJisi) U opmu-
PYeMBbIX B HUX YHHBeEPCAJIbHBIX U NPO(pecCHOHAIBHBIX KOMIeTeH Mt

Komnerenmun Ob6mee
Pa3):[em>1, TEMbI JUCILIUITJINHBI yK_4 HK-4 HK_5 K[;;nrfleieef{?;ﬁ
1. Cucrema OpraHu3alMOHHO-
pacropsIANTENILHON JJOKYMEHTAITU!
Tewma 1.1. CymHOCTbh 1 OCHOBHBIE HOHSI-
THSL COBPEMEHHOTO JCJIONPOU3BOCTRA. X X X 3

YHuudunmpoBaHHas CUCTeMa OpraHU3aIu-
OHHO-PACHOPSIANTEILHON JOKYMEHTAlUN

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

I1. OpranuzanuoHHO-pacopsAAUTEIbHAS
JIOKYMEHTaIus

Tema 1.3. KagpoBoe 1e1011pon3BoicTBO X X X 3

Tema 1.4. OpranuzannoHHas u pacrnopsi-
JUTeNIbHAs JOKYMEHTAIHs

Tema 1.5. CripaBouHO-HH(OPMAITIOHHAS
JOKyMeHTanus. JJokyMeHTupOBaHUE Jesl- X X X 3
TEJIBHOCTHU KOJIJIETHAIBHBIX OPTaHOB.

I1l. Opranuzanusi neTOMpPOM3BOACTBA Ha
NpEeANpUITUH. APXUBHOE XpaHEHHE [0-
KYMEHTOB

Tema 1.6. Opranuzanust A€IONPOU3BOJI-
CTBA Ha NMPEANPUSITUH.

Tema 1.7. Cnyx6a JOKYMEHTAIHOHHOTO X X X 3




o0OecriedeHHs yNpaBlIeHUS B CHUCTEME
yIpaBiIeHUs NPEIIPUITHEM

4. CTpyKTYypa M coepKaHue TUCUUILIMHBI (MOXYJIA)
OO6mIast Tpy1I0€MKOCTh JTUCIMIUIMHBI COCTaBIIAECT 3 3aueTHble enuHuIbl, 108 akamemuye-
CKHX YaCOB.

4.1. O0bemM qUCHUNIMHBI (MOAYJISAA) M BUABI Y4e0HOIl padoThI

KonmgecTBo akaj. yacoB
10 OYHOM 10 32049HOU
Bupn 3ansarui dopme o0yue- | dopme 0Oyue-
HUS HUS
(6 cemectp) (4 Kypc)

OO61mas TpyA0eMKOCTh AUCHUTIINHBI 108 108

(Momyis)

KonraktHas paboTa oOydarommxcs ¢ 54 20

nperojaBaTeieM, T.49.

AynUTOpHBIE 3aHATHS, B T.4. 54 20
JIEKLIUA 18 10
MPAKTHYCCKHUE 3aHATHS 36 10

CamocTosTenpHas padora, B T.4. 54 84

npopaboTka y4eOHOT0 MaTepurasa
0 TUCITUTUTHHE (KOHCTIEKTOB JICK- 15 24
Ui, y4eOHUKOB, MAaTepUAJIOB CETe-
BBIX PECYPCOB)
MOJITOTOBKA K MPAKTUYECKUM 3aHSI-
THUSIM, KOJUTOKBUYMaM, 3aIllUTE pe- 15 20
depata
BBHITIOJTHEHUE WHIUBUIYATbHBIX 3a-
. 15 20
TTAHWHA
MOJITOTOBKA K cJjaue MOYJist (BbI- 9 20
MOJIHEHUE TPEHUPOBOYHBIX TECTOB)
KonTpons - 4
Bua utoroBoro KoHTpoIIst 3a4eT 3a4eT

4.2. JIeKnuun

Pa3znen nucuunnmubl(Moayns), TeMbl Jek- | OO0beMm B akag.dacax | Popmupy-
AN U UX eMble
coJiep)KaHue KoMIIe-
TEHLIUU
OuHas 3a04Has

¢bopma ¢bopma
o0ydeHus | o0y4yeHus

|.Cucrema opraHu3aimoHHO-
pactopsIUTEITILHON TOKYMEHTAIINHI

1.1. CyniHocTh ¥ OCHOBHBIE IIOHSTHSI CO- VK-1, TIK-
BPEMEHHOTO JIEJIONPON3BOCTBA. Y HUDH- 4, IIK-5




[UPOBaHHAsl CUCTEMAa OPraHU3aIMOHHO-

pacnopsIUTENbHON JOKYMEHTAIINH.

1.2. IIpaBuna ohopmiIeHUST OCHOBHBIX BH-

JI0B OPraHU3allMOHHO-PACIOPATUTEIBHBIX 2 5 YK-1, I1K-

JIOKyMEHTOB 4, IIK-5

I1. Opranuzanusi paboThl C JOKYMEHTaAMH

1.3. KagpoBoe 1enornpon3BoICTBO ) 5 VK-1, IIK-
4, ITIK-5

1.4. Opranu3zanoHHasi ¥ pacoPsAUTEIb- 5 i VYK-1, TIK-

Has JTOKYMEHTaIus 4, I1IK-5

1.5. CnpaBoyHO-HH(pOPMAITMOHHAS JTOKY- VEK-1. TIK-

MeHTauus. JJokymeHTupoBaHuE e TeIb- 2 2 4, l'fK—5

HOCTHU KOJUIETHAJIbHBIX OPT'aHOB.

I11.Opranuzanus  1enonpou3BOJCTBa Ha

OpeNnpUsITHH. APXHUBHOE XpaHEHUE JIOKY-

MEHTOB

1.6. Opranuzanus JAeJI0NPOU3BOJACTBA HA 4 9 VK-1, TIK-

HpENIPUATUH. 4, IIK-5

1.7. Cnyxba HOKYMEHTAIIMOHHOTO o0Oec- VE-1. [IK-

MIEUYCHUS YIPaBICHUS B CUCTEME yIpaBJe- 2 1 a, K5

HUS OpraHu3almei.

UTOTO 18 10

4.3. IlpakTyeckne 3aHATHUSA

O06nbem B akajl. yacax dopmupy-
p €MbI€ KOM-
a3 el JMCUUTLTHHD! (MomyJist), TEeMBI HeTeH I
NPaKTUYECKHUX 3aHITHN U UX COJICPIKaHUE
ouHas ¢popMa | 3aouHas popma
o0y4yeHus o0yueHus
|.Cucrema opraHu3aluoHHO-
pacropsauTeIbHON TOKyMEHTallUN
1.1. CyuiHocTh U OCHOBHBIE IOHSITUSI CO- VK-1, IIK-4,
BPEMEHHOTO JIEJIONPOU3BOACTBA. Y HUDH- 9 1 1K-5
LMPOBaHHAsl CUCTEMAa OpraHU3alMOHHO-
pacropsaAUTENbHON TOKYMEHTALIUH.
1.2. TIpaBuna ohopmiIeHUST OCHOBHBIX BH- VYK-1, I1K-4,
JIOB OPraHU3alMOHHO-PACTIOPSAUTEIBHBIX 2 1 IK-5
JIOKYMEHTOB
I1.Opranuzanus paboThl C JTOKYMEHTMHU
1.3. KagpoBoe 1em1onpon3BoACTBO 10 1 VK-1, TIK-4,
I1K-5
1.4. Opranu3zanioHHas ¥ pacopsSaUTENb- 6 1 VK-1, I1K-4,
Has TOKYMEHTalIUs [1K-5
1.5. CripaBo4yHO-MH(OpMAIIOHHAS TOKY- VK-1. [IK-4
MeHTanus. /JJokyMeHTupOBaHUE esTEINb- 10 4 Hi(-S ’

HOCTH KOJIJICTHAJIbHBIX OPIraHOB.

I11.Opranuzanus 1eIOnpou3BOJCTBA Ha
NPEIPUATHH. APXHBHOE XPAHCHHE JIOKY-
MEHTOB




1.6. Opranuzanusa aenonpou3BOJICTBA Ha 4 1 VK-1, TIK-4,
HpEaIPUATHH. I1K-5
1.7. Cnyxba HOKYMEHTAI[MOHHOTO o0Oec- V-1, [IK-4,
MICYCHUS YIPABICHUS B CHCTEME yIpaBJe- 2 1 TTK-5
HUSl OpraHu3alHen.

UTOTO 36 10

4.4, JlabopaTopHbie paGoThl He MPeAyCMOTPEHbI

4.5. CamocrosiTeqibHasi padoTa 00y4ar0IMXCs

Pa3gen nucnmnim-
HBI(MOJTYJIs1)

Bun camocTositensHOM paboThI

O0BEM aK.4yacoB

oyHas popma
oOy4JeHus

3ao04Has Gpopma
o0yueHus

1. Cucrema opranu-
3al[IOHHO-
pacnopsauTeIbHON
JOKyMEHTaIuU

IIpopaboTka yue6HOrO MaTepuana
M0 JUCUUIUTNHE (KOHCIIEKTOB JIeK-
uui, yaeOHUKOB, MaTEpHAIIOB CEeTe-
BBIX PECYPCOB)

[ToaroToBka K MPaKTUYECKUM 3aHSI-
THUSIM, KOJUIOKBHYMaM, 3amure pede-
para

BrinonHenue MHAMBUAYATIBHBIX 3a-
IaHui

IToaroroBka k cnade Moayss (Bbl-
MIOJTHEHNE TPEHUPOBOYHBIX TECTOB)

2. Opranu3zanus pa-
00TBI C JIOKYMEHTaMH

[TpopaboTka yuebHOTrO MaTepuana
0 JUCLUIUTNHE (KOHCIIEKTOB JIEK-
Ui, yueOHUKOB, MAaTEPHAJIOB CETE-
BBIX PECYPCOB)

[loaroroBka K MpakTUUECKUM 3aHS-
THSIM, KOJUIOKBUYMaM, 3amure pede-
para

BrimonHenne nHAMBUAYATBHBIX 3a-
TaHUN

[ToaroroBka k cnaue Moayst (BblI-
MOJTHEHUE TPEHUPOBOYHBIX TECTOB)

3. Opranmzanus je-
JIOTIPOU3BOJICTBA HA
NPEIPUSITHH.
ApXUBHOE XpaHECHHE
JIOKYMEHTOB

IIpopaboTka yaebHOTO MaTepuaa
0 AUCUHUIUTIHE (KOHCIICKTOB JIEK-
uH, y9eOHUKOB, MaTEPHAIIOB CETE-
BBIX PECYPCOB)

HO}IFOTOBK& K IPAKTHUYCCKUM 3aHA-
THSIM, KOJUIOKBHYMaM, 3amuTe pede-
para

Brinmonnenne nHAMBUAYATBHBIX 3a-
aHWN

MOJTOTOBKA K C/1a4e MOIYJIS (BBI-
MIOJIHEHUE TPEHUPOBOYHBIX TECTOB)

Kountpons




Hroro 54 | 84 |

[TepedyeHsb yueOHO-METOMUECKOTO OOECIIEUEHUS ISl CAMOCTOATENIbHONH paboThI 1O JAUCITH-
IUIMHE:

1.JIeBura M.B. Y4eOHO-METOIMYECKHI KOMIUICKC IO TUCHMIUIMHE (MOayi0) «JlokyMeHTa-
IMOHHOE o0ecredeHne ynpasieHus». Muaypunck: M3a-so Muuypunckoro ['AY, 2022 r.

4.6. BoinmoJiHeHHe KOHTPOJIbHOM padoThl 00y4a0IMMHUCSE

3204HO# opMBbI 00yUeHUsA
KonrponpHas paborta mo aucuurmuimHe (Moayinio) «/lokymeHTannoHHOe obecredeHne
YIIPABIICHUS 3aKII0YAETCs B HAIIMCAHUU PaOOTHI C LIEJBIO:

®3aKpeIUICHUS, YIIyOJdeHus W 000OIIeHWs 3HAaHUK 10 JOKYMEHTHPOBAHHIO
yIIPaBICHYECKOH AEATEIbHOCTH,;

®3aKpEIUICHUS] HABBIKOB pabOTBl C HAyYHOH JMTEPaTypodl M  3IEKTPOHHBIMH
UCTOYHHKAMU;

® ICMOHCTPAIMU HABBIKOB HCIIOJIb30BAaHHUS COBPEMEHHBIX HH()OPMALMOHHBIX TEXHOJIOT Uil
B JICJIOTIPOU3BOJICTBE;

¢ (hopMHPOBaHHS HABBIKOB BEICHHS OPTaHH3alMOHHO-PACTIOPSAUTENFHON TOKYMEHTaluH
B COBPEMEHHBIX YCIOBUSIX.

KonTponpHas paboTa BBINOIHAETCS 00YYAIOIIUMCST CaMOCTOSTEIBHO, HOCUT TBOPUECKHIA
XapakxTep, JODKHA COJepKATh aHATUTUYECKUH 0030p HAay4IHOH JUTEpaTyphl, BKIIOYas IMyOnnKa-
IIMM TEKYILETo ro/ia, CTaTbU B KypHAJIaX IO YTBEP)KICHHOW TeME UCCIIeIOBAHUSL.

Meroauueckue yKa3aHHs 110 BBIIOJIHEHHIO KOHTPOJIBHOM paboThl 0 AUCHUILINHE «/loKy-
MEHTAIlMOHHOE OOeCIeYeHNe YIpaBICHHU» Al 00yJaromuXcs 3a09HON (HOPMBI 00Oy4EHUs CO-
nepxat 30 BApHAHTOB 110 2 BOTIPOCA B KaXKJJOM BapHaHTE.

4.7. Conep:kaHue pa3aesioB IMCHUNIMHBI (MOXYJISA)
Pa3nea I. Cucrema opraHn3anMoOHHO-PaCOPSIANTEIbHON NOKYMEHTALMHT

Tema 1.1. CynHocTh U OCHOBHBIC MTOHATHS COBPEMEHHOTO JETONPOU3BOACTBA. YHUDU-
[IUPOBAHHAS CUCTEMAa OPTraHU3aIMOHHO-PACTIOPSTUTEIIEHON IOKYMEHTAIIUN

Jlenompon3BOACTBO Kak (YHKIUS YIOpaBlieHUs. YHU(UKAIMS U CTaHIApPTU3AIMS TOKY-
meHTOB. Kiaccudukanus gokymeHToB. HopMaTHBHO-METOAMYECKHE JOKYMEHTBI IO JOKYMECH-
TUPOBAHUIO YIPABICHYECKON NEATEIHHOCTH M OpraHM3allK pabdoThl ¢ JoKyMeHTamu. Vcropu-
YECKHUE aCIIeKThl Pa3BUTHS JISTIONPOU3BOIcTBA B Poccuu.

CraHoBiieHHe YHU(DUIIMPOBAHHON CHCTEMBI OpPraHU3alMOHHO-PACTIOPSIAUTEIHHON H0-
kymeHTanuu B Poccun. TloHsiTre pekBusuTa qokymenTa. OpopMiIeHHE OTICIIBHBIX PEKBU3UTOB
nokymeHToB B cooTBeTcTBUU ¢ ['OCT P 7.0.97-2016 «Cucrtema cranaapToB mo uHpopmamnmu,
OMOIMOTEeYHOMY | M3AaTeNbCcKOMY nemy. OpraHu3anOHHO-PACTIOPIUTEIbHAS JTOKYMEHTAIIHS.
TpeGoBanwus K 0POPMIIEHUIO TOKYMEHTOB.

Tema 1.2. [IpaBuna opopmiieHHs] OCHOBHBIX BHJIOB OpTaHU3allMOHHO-PACTIOPATUTEIbHBIX
JIOKYMEHTOB

OcHoBHBIE TpeOOBaHUs, MPEIbIBISEMbIE K COCTABICHUIO YIPaBIEHUYECKOH JOKyMEHTa-
nuu. @opmatel nucra. Pazmepsr nmonei. Hymepauust crpanun. bnanku opranuzanuu: OnaHk
nuchbMa, OJIaHK BHJA JIOKYMEHTa, OJIaHK JOJDKHOCTHOTO Jjuna. OcoOEHHOCTH COCTaBIIECHHS OT-
JENbHBIX BHUJIOB JOKYMEHTOB. Vcnonb30BaHne OTTUCKA MeYaTH NMpu O(pOpMIIEHUHU JTOKYMEHTOB.
[TpumeHeHne MHPOPMAITMOHHBIX TEXHOJOTHI MPU MOATOTOBKE JTOKYMEHTOB. J[OKyMEHTHpOBa-
HHE Ipolecca yrnpasieHus: puckamu. TpeboBaHMs K 00€CIEUCHUIO COXPAHEHUSI KOMMEpUYECKON
TalHBI.
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Pazgea I1. Opranuszanus padoThl ¢ JI0KyMEHTAMH

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

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

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

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

Tewma 1.4. OpranuzanuoHHasi ¥ pacnopsauTeNbHas JOKyMEHTaUs

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

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

00bvem uHpopmarun. TpeGoBaHus K 00ECIICUEHUIO0 COXPAaHEHHUSI KOMMEPYECKOW TailHbI.

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

pOBaHME JESATENbHOCTH KOJUIETHAIbHBIX OPraHOB

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

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

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

AHanu3 ynpapieHYecKoW HMH(OpManu MpU MOATOTOBKE M YTBEP)KICHHUU CIIPABOYHO-
MH(OPMALMOHHON JOKyMeHTaluu. JIOKyMEeHTHpOBaHUE Mpolecca YIpPaBIEHUS PUCKAMH IMPH
paboTe C ynpaBlIeHYECKMMHU JOKyMEHTaMU. AHAJIM3UpOBaTh M KJIACCH(PUIMPOBATH OOJIBIION
06beM napopmanuu. TpeboBaHus K 00€CTICUEHUIO COXPAHEHHUS KOMMEPUYECKON TaiHBI.

Pazgen I11. Opranuszanus a1e10n1pou3BoACTBA HA MPeANPUATHH.
ApXuBHOe XpaHeHHe JOKYMEHTOB

Tema 1.6. Oprannusanus Jen0npou3BOACTBA HA IPEANIPUATHH
[Tpuem u nepBuuHas 00pabOTKa BXOAAIIMX JOKYMEHTOB. Perucrparus nokymeHnToB. Peru-
CTpaloHHbIe (GOpPMBI U UX 3anojgHeHue. OOpaboTka UCXOIAMMUX TOKYMEHTOB. CpoKH HMCHOJI-
HEHMS JOKyMeHTOB. KynbTypa paboThl ¢ JOKyMEHTaMu Ha pabo4YHMX MecTax.



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

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

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

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

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

Tema 1.7. Cayx0a 10KyMEHTalIMOHHOT'O 00eCIeYeHus YIPABICHHS B CUCTEME YIPaBICHUs
MpeANpPUATHEM
Pone 1 MecTo ciykObl JOKYMEHTALlMOHHOIO OOECIEYEeHUs YIPABICHHUS B CHCTEME
yIOpaBJIeHUs opranu3anuend. BiaumonenicTBue ciay>kKObl JEI0MPOU3BOJICTBA C JIPYTUMHU CTPYK-
TYPHBIMH IOJIpa3/Ie]eHUsl OpraHu3auu. JJoJokKHOCTHOM cTaTtyc U QyHKIMM crienuaiucra Ciyx-
OBl JOKYMEHTAllMOHHOT'O 00€CIEUYEeHUs] YIIPABIEHYECKON JIEATENbHOCTH B CTPYKTYpE OpraHu3a-
uu. Opra"usanus pabodero Mecra.
JIoKyMeHTHpOBaHUE Ipoliecca YIpaBIE€HUSI PUCKaMU MPU OpraHU3alUH JEeTONPOU3BO/I-
CTBa Ha MPEANPUATUH. AHAIIN3 YIIPABICHYECKON JOKYMEHTAILMU BXOJALIEH M UCXOASIIEN TOKY-
MEHTalMU. AHAIU3UPOBATh U Kilaccu(UUUPOBATh 00JbIION 00beM MH(opmanuu. TpedoBanus
K 00€CIeYeHHIO COXPAHEHHUSI KOMMEPYECKOH TalfHBI.

5. O0pa3oBaTe/ibHbIE TEXHOJIOTHH
IIpy wu3ydyeHum AUCUUIUIMHBL  (Monyist)  «JlOKyMEHTalMOHHOEe  obecreueHue
yIpaBiICHUS» MCHOJIb3yeTCsl HWHHOBALlMOHHAs o0Opa3oBaTelibHAas TEXHOJOTHMsS Ha OCHOBE
HHTCrpanii KOMICTCHTHOCTHOTO W JIMYHOCTHO-OPUCHTHPOBAHHOI'O IMOAXOAOB C 3JICMCHTAMU
TPAAUITMOHHOTO JICKIIMOHHO- CEMHUHAPCKOTO M  KBAa3UMPOPECCHOHAIBHOTO OOYyYEeHHS C
HCIIOJIb30OBAHUECM HHTCPAKTUBHBIX q)OpM IMPOBCACHUA 38.H$ITPII>1, HCCHCHOB&TCHBCKOﬁ HpOGKTHOfI
JCATCIIBHOCTU U My.]'[BTHMe)IHfIHLIX y‘-Ie6HBIX MaTCpHaJIOB.

Bun yueOHBIX 3aHATUI dopMa IpoBEICHUS

Jlexun WHTEepaKkTHUBHas (opma -Tmpe3eHTaluu C HcC-
M0JIb30BAHUEM  MYJIbTUMEIUIHBIX CPEJICTB C
MOCTEeIYIOIUM  O0CYXKICHHEM  MaTepHalloB
(JlekuMst —BU3yanu3arus)

[IpakTudeckue 3aHATHS WHTEpaKTHBHas (opmMa— pelieHrne KOHKpeT-
HBIX 3aJlay -CUTyalui (pemeHrue KecoB) 1o
YCIOBHBIM U (DaKTUYECKUM JAHHBIM, UMUTHU-
pyroiux npodeccuoHaIbHYI0 AESTENHbHOCTh 1
HaIpaBJICHHBIX Ha BBIPAOOTKY, OIIEHKY U BHI-
O0op Tpynmoil 0OyYaroIIUXCsl aJITOPUTMOB TIO
MPOOJIEMHBIM ~ CUTYallHsIM ~ XO3SUCTBYIOIINX
CyOBEKTOB Ha MUKPO-, M€30- U MAaKpOYPOBHE

CamocrosTenbHas paboTa 00yJalonMxcsi | coyeTaHue TpagulMoHHON (opmel (paboTa c




y4eOHON W CIPaBOYHOM JIMTEPATypou, U3yde-
HUE MaTepuajoB HMHTEPHET-PECYPCOB, IOIrO-
TOBKa K MPAKTUYECKUM 3aHSATUSIM M TECTUPO-
BaHUIO) U MHTEPAKTHUBHOH (OPMBI (BBIMOIHE-
HUE MHIWBHUIYaJbHBIX U TPYIIOBBIX HCCIENO0-
BaTEJIbCKUX MPOEKTOB)

6. OueHo4YHbIE CPpeCTBA AUCIHUIIMHBI (MOTYJIs1)

OCHOBHBIMH BHJIaMH JTUCITUTUIMHAPHBIX OLICHOYHBIX CPEACTB MPHU (PYHKIIMOHUPOBAHUHU
MOJTyJIbHO-PEHTUHTOBOI CHCTEMBbI O0YUYCHHS SIBIIIOTCS: HA CTaJUU PYOSIKHOTO perTuHra, (hop-
MHPYEMOT0 I10 Pe3yJIbTaTaM MOJYJIBHOIO KOMITBIOTEPHOIO TECTUPOBAHHS — TECTOBBIC 33IaHUS;
Ha CTaaun HOOIJ_IpI/ITeJILHOI‘ (0] pef/’ITI/IHFa, (bopMpreMoro 110 p€3y.]'IBTaTaM HalluCaHusi U 3allUThI
pedepaToB Mo aKTyallbHOM MpoOJIeMaTHKE, OIICHKH OTBETOB O0YYaroIerocss Ha KOJUIOKBUyMaXx,
peLIeHHs 3a/1a4 MOBBIIICHHOW CIOXHOCTH — pedeparsl, KOJJIOKBHYM M 33/1a4H IOBBIIICHHOM
CJIOKHOCTH; Ha CTaJIMU MPOMEKYTOYHOTO PEUTHHTa, ONPEILIIIEMOTO 110 Pe3yIbTaTaM CAayH 3a-
4eTa — TEOPETHYECKHUE BOMPOCH], KOHTPOIHUPYIOIINE TEOPETUIECKOE COACpKAHNE Y4eOHOTO Ma-
Tepuaia, U MPaKTUKO - OPUCHTUPOBAHHBIC 3aJ1aHUs, KOHTPOJIUPYIOUINE MPAKTUYCCKUE HABBIKH
U3 Pa3IMYHBIX BUIOB MPOECCHOHATBHON AearenbHOocTH olyyaromerocss mo OITOIT manHOTO
HarpasieHus, GOpMUPYEMbIC MTPH U3YUCHUH JUCHUILTUHBI «JlOKyMEHTallMOHHOE O0ecIeYeHne
YIIPaBJICHUSA.

6.1. ITaciopT GoHAA OLIEHOYHBIX CPEACTB MO JMCUHUILTHHE (MOAYJII0)
«JlokyMeHTallHOHHOE 00ecTieueHHe YITPABJIEHH

OlLIeHOYHOE CPENICTBO
Ne Kox xoHTpoO-
i KonTponupyemsie TemMbl auc- mf eMT(EZ
LUTTUHBL 24 HauMEHOBaHUE KOJI-BO
KOMITETeHIIUU
CyILIHOCTb U OCHOBHBIE ITOHSTHUS TecroBble 3aganus 20
COBPEMEHHOT'0 JIEJIONPOU3BOI- Temsl pedpeparos 7
1 cTBa. YHubunuposanHas cuctema | YK-1, ITK-4, | Bompocs! s 3aueta 3
OpraHU3alNOHHO- T1IK-5
pacropsAUTEN HON TOKYMEHTa-
0207

0 TecToBble 3a1aHuA 25
5 paBuiia 0OpMIICHNSI OCHOBHBIX VK-1, TIK-4, | Temsi pedepaton 4
BHUJIOB OpTraHU3aIIOHHO- K5 Bonpocs! 1 3a4eTa 3

pacHopsiAUTENbHBIX JOKYMEHTOB
TectoBble 3amaHus 10
3 KaznpoBoe 1e10npon3BoICTBO YK-1, IIK-4, | Tegr pedepatos 3
IIK-5 Bompocsr s 3ager 3
4 OpraHu3alioHHas U paclopsaan- VK-1. TIK-4 TecToBble 3ananus 10
TeJbHAs IOKYMEHTAIIHS Hi<-5 " | Temsl pedepaton 4
Bonpocs! aiis 3a4era 4
CrnpaBouHO-MH(OpMAIIMOHHAS Tecroseie 3ananus 15
5 JoKyMeHTanus. JlenoBoe mucbpMo. VK-1. [IK-4 Tewmsl pedpeparon 6
JIOKYMEHTHPOBAHHE JIEATETHHO- K5 Bompocsr st 3auera 4

CTH KOJUIETHAIBHBIX OPTraHOB

TecTtoBBIe 3amanHns 10
6 Opranuzanus JeI0NPOU3BOACTBA | e | [IK-4. | Temur pedepaTon 5
Ha MpCATPHATHH IIK-5 Bormpocs! ajis 3adera 4




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

6.2. [lepeyeHsb BONPOCOB /15 3a4eTa

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

2. Ponp noxkymeHTa B pa3lM4HBIX 00IACTSX NESATEIbHOCTH OOIIECTBA (IPUBECTU IPHMeE-
po1) (YK-1, TIK-4, TIK-5)

3. Ucropus passutus aenonpousboactsa B Poccun. (YK-1, ITIK-4, TTK-5)

4. Cymuocth yHu(UKaMu ¥ cTanaapTuzanuu qokymeHToB. (YK-1, I1K-4, I1K-5)

5. Onpenenenne rocy1apCTBEHHOW CHUCTEMBI JOKYMEHTAIIHOHHOTO OOECIIeYeHus yIpas-
aenus. (YK-1, ITK-4, TIK-5)

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

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

8. HopMaTHBHO-TIpaBOBbIE  JTOKYMEHTBI,  pErJaMEHTHPYIOIIUE  JIEIONPOU3BOJICTBO

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

9. TpeboBanwust k Oankam ¢ u3obpakenreM I'ocymapcrBenHoro repoa PO. (YK-1, I1K-4,
[1K-5)

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

11. ®yHKIMU ¥ BUIBI OPraHU3AIMOHHBIX M PACHOPSIUTEIbHBIX ToKyMeHTOB.  (YK-1,
[1K-4, TIK-5)

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

13. MeponpusiTus 1o MOJIrOTOBKE K COOpaHMIO, COBEIAHHE U JOKYMEHTUPOBAHUE Jesi-
TEJILHOCTH KoJuternaabHbiXx opranoB. (YK-1, ITK-4, I1K-5)

14. JJoxnanusie (cinyxeOHble) 3anucku. CocTaB peKBU3UTOB, OCOOEHHOCTH COCTABIICHUS.

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

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

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

16. Tokymentoobopot. DddextuBHbIil qokymenToob0por.(YK-1, TTK-4, [TIK-5)

17. 3agaum 1 PyHKIMH CTYXKObI JOKYMEHTALIMOHHOTO 00ECTIEYeHHs] B OpraHU3aliH.

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

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

19. ®dynkumu apxuBHoro xpanenus nokymentoB. (YK-1, IIK-4, TTIK-5)

20. TpeOoBaHusl K 00eCHEUEHUIO COXPAaHEHHsS KOMMEPYECKOM TalHBI MpH YNpaBICHUU
kaapamu. (YK-1, [TK-4, ITK-5)

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

22. AHanu3 OpraHU3allMOHHO-PACTIOPATUTEILHON BXOJAIIEH M UCXOAAIIEH JOKYMEHTa-
. (YK-1, I[TIK-4, T1K-5)

23. JIokyMeHTHpOBaHUE TIpoIlecca yIpaBICHUs] PUCKaMU TP OPTaHU3alUHU JETIOMPOU3-
BoJicTBa Ha npeanpustun. (YK-1, ITK-4, TTK-5)

24.JIoOKyMEHTUPOBAHHUE MPOLECCA YIIPABICHUS B YPE3BBIYANHBIX U KPU3UCHBIX CUTYyallU-
sSIX KaK 9acTh npoiecca ynpasieHnus puckamu. (YK-1, I1K-4, T1K-5)

25.loxymeHTHpoBaHue mpoiiecca yrnpasienus puckamu. (YK-1, [TK-4, TIK-5)

6.3. IlIxaJ1a OLEHOYHBIX CPEACTB
[Tpy (pyHKIMOHMPOBAHUU MOIYJIBHO-PEHTHHIOBOM CUCTEMBI OOY4YEHHUsl 3HAHUS, YMEHUs
U HABbIKH, HpHOGpeTaCMLIC 06y‘-IaIOH_II/IMI/IC$I B MpOLECCC U3YUYCHHUA NUCHUILIINHBI, OIICHUBAKOTCA



B PEUTHHTOBBIX Oayax. YueOHas AMCIMIUIMHA UMEET UTOTOBBIA pedTuHT — 100 6ayioB, KOTO-
pBIi cKiaabIBaeTcs u3 pyoexHoro (40 6amioB), mpomexyrounoro — (50 6amioB) ¥ MOOMIPH-
tenpHOTO peiitunra (10 6amioB). Mtoroas olleHKa 3HAHWN OOYYAIONMIUXCS IO JUCHUTUIHHE
OMpeJIeNIsieTCs HA OCHOBAHUU MEPEBOJa UTOTOBOIO PEUTHUHTA B 5-TH OAJUTbHYIO IIKATY C Yy4€TOM
COOTBETCTBYIOIIUX KPUTCPUEB OIICHUBAHMS. Bce KOMIUIEKTBI OIICHOYHBIX CPEACTB (KOHTPOIBHO-
W3MEPUTEIIbHBIX MaTepPUAIOB), HEOOXOIUMBIX JUIsl OIICHKH 3HAHWM, YMEHUH, HaBBIKOB W (HJIN)
OTBITa ACATEIBHOCTH, XapaKTEPU3YIOIIHE ATarbl (OpMUpOBaHUS KOMIIETEHIIUHA B TIpoOIlecce
OCBOCHHS JAUCIUIUIMHBI (MOIYJs) TOJIPOOHO IPEACTaBICHB B JOKyMeHTe «DOHJ OIIEHOYHBIX
CPEICTB TUCIMIUIUHBI (MOJTYIIS)».

O1uieHOYHBIE Cpe/l-
YPpOBHU OCBOEHUS KOM-
HeTeRii Kputepuu orieHuBaHUS CTBa
(kKoJ1-BO OaIIIOB)
IIponBUHYTHIN — MOJIHOE 3HaHHe y4yeOHOro marepuala TECTOBBIC 3a/1a-
(75 -100 GamnoB) W3 pa3HbIX TeM AMCHUUIUIMHBI (MOIYIS) C HUS
«3aYTEHOY PacKpBITHEM CYIIHOCTH U 00JIaCTH TpUMe- (30-40 6amnoB);
HEHUS JTIOKyMEHTHUPOBAHUS YIpaBlICHYE- pedepar (kom-
CKOM JeSATEIbHOCTH; JIOKBUYM)
—yMEHHE SICHO, JIOTUYHO U TPaMOTHO HU3- (7-10 6amnos);
JaraTh W3YYEHHBIH MaTepuai, TpPOHM3BO- | BOIPOCHI K 3aYETy
JTUTh COOCTBEHHBIC Pa3MBIIICHHUS, JEJIaTh (38-50 6amioB)
YMO3aKJIIOUEeHHUSI U BBIBOJABI C J100aBICHH-
€M KOMMEHTapHeB, MOsSICHEHUH, 000CHOBa-
HUM, KPUTHYECKU OIICHMBAThH Ipejyiarae-
MbI€ BapHaHTBl pELICHUH MpH JOKYMEH-
TUPOBAaHHUU YIIPABIEHYECKON JIeATEIHHO-
CTH,
—TpaMOTHOE OQOpPMIIEHUE TOKYMEHTH-
pPOBaHUS YIPABICHUYECKOW JAEATEIbHOCTU
NpHU YOPaBICHHH PHCKaMU B MPOU3BOJ-
CTBEHHOM JesATEeIbHOCTH, BJIAJEHHE CO-
BPEMEHHBIMH TEXHUYECKUMHU CpPEACTBAMHU
1 MHGOPMAIMOHHBIMU TEXHOJIOTUSMU TIPH
MOJITOTOBKE TOKYMEHTOB. .
bazoBsrit —3HaHHE€ OCHOBHBIX TEOPETHYECKUX U TECTOBBIE 33/1a-
(50 -74 6amna) — METOANYECKUX TIOJIOKEHUN MO H3Y4EHHO- HUS
«3a4TEHOY My MaTepualy, THIOBBIX METOJIUK OO0Jb- (20-29 6annos);
IIMHCTBA BOMPOCOB, XapaKTEPU3YIOIIHUX pedepart (kowto-
JIOKyMEHTaIlMOHHOE O0ecleyeHue YIpaB- KBHYM)
JICHHS; (5-6 6amoB);
—yMeHHe coOupaTh, CHUCTEMAaTHU3UPO- | BOIPOCHI K 3a4eTy
BaTh, aHAJM3UPOBATH U MHTEPIIPETUPOBATD (25-37 6amnoB)
MH()OPMALIMOHHBIA MaTepHual U3 pas3jind-
HBIX UCTOYHHUKOB ISl IOKYMEHTHPOBAHUS
yIIPaBJIEHYECKOH IeSITeNbHOCTH TPH PHUC-
Kax TPeIIPHSITHS,
—BTIQJICHUE TpUEMaMHU JTOKyMEHTHPOBa-
HUSl YIPaBJICHYECKOW ACSATEITbHOCTH ISt
yIpaBICHUSI PUCKAMU B TPOU3BOJCTBEH-
Holt mestensHOCTH ATIK;
IToporossiit —[IOBEPXHOCTHOE 3HAHUE CYILIHOCTH [0- TECTOBBIE 3a/1a-




(35 - 49 6ammoB) —

«3adyTCHO»

KYMEHTHUPOBaHUSl yIpaBJIECHUYECKON Jes-
TEJIbHOCTH, JOKYMEHTHPOBAHUS YIIpaBIie-
Hus puckamu B AlIK;

—yMEHHE OCYIIECTBIATh MOUCK HH)OP-
Maluy 10 NOJYyYEeHHOMY 33JaHHI0, cOOp U
YaCTUYHBIA aHAJIM3 JIAHHBIX MPU JOKYMEH-
TUPOBAHWU KOHKPETHBIX CUTYallMOHHBIX
3azay;

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

HUS
(14-19 Gannos);
pedepart (kouto-
KBUYM)
(3-4 6amna);
BOIIPOCHI K 3a4eTy
(18-24 6amnoB)

Huskuit (nonoporosblit)
(xommiereHus He cop-
MHUPOBaHa)
(menee 35 6amioB) —
«HE 324TECHO»

—HE3HAaHWUE TEePMHUHOJOTUHU JTUCIIUILIN-
Hbl (MOIyJNsi); TMPUOIU3UTEILHOE TPE-
CTaBJICHHE O MpeIMeTe M METOJaX IMCILHU-
IUTUHBI (MOAYJSI); OTPBIBOYHOE, 0€3 JIOru-
YECKOH TI0CIIEIOBATEILHOCTH HW3JIOKCHHE
nH(pOpMaILUY, KOCBEHHBIM 00pa3oM 3arpa-
TUBAIONICH HEKOTOpPHIC AaCIeKTHl TIpo-
IrPaMMHOTO MaTepHuaa;

— HEyMEHHUEe coOuparhb, CHCTEMaTH3H-
poBaTh, aHAJIU3UPOBATH U HHTEPIPETUPO-
BaTh MPAKTHUYECKUH MaTepHal U3 pa3iind-
HBIX UCTOYHUKOB MH(MOpMALIUU AT UILTIO-
CTpaIiM TEOPETUYECKHUX TTOJIOKEHUI; pa3-
pabaTbIBaTh MPEIIOKEHUS U MEPOTIPUSATHS
M0 peaju3aluy pa3padOTaHHBIX MPOEKTOB
U TIpOrpaMM;

—He BIIQJICHWE NPHEMaMH JOKYMEHTH-
pOBaHMs yIpaBIEHUYECKON JEITETbHOCTH B
ATIK;.

Ha »tomM ypoBHe oOyuarouuiics He
CIIoco0€H CaMOCTOSTENIFHO, 0€3 ITOMOIIM
W3BHE, BOCIIPOM3BOAUTH U MPUMEHSTH I0-
JYYEHHYIO HH(OPMALIKIO.

TECTOBBIC 33/1a-
HUS
(0-13 GamnoB);
pedepart (kouto-
KBUYM)
(0-2 6amna);
BOIIPOCHI K 3a4eTy
(0-17 6ammoB)

7. YueOHO-MeTOAUYeCKOe U HHPOPMAIIMOHHOE o0ecneuyeHne JUCHUIIU-

HbI (MOAYJIAA)

7.1. YueOHasi 1uTEpaTypa

1.Ky3uenos, . H. JlokymeHTarmonsoe odecrnedeHue ynpasiaeHus. [JokyMeHTo000poT u
JEIIONPOU3BOICTBO: YUSOHUK M MPAKTUKYM Ui NpukiaaHoro 6akanaspuara / M. H. Ky3nenos.
— 3-e u3., mep. ¥ JIoN. [DIeKTPOHHBIN pecypc] — DnekTpoH. naH — M.: M3marensctBo KOpaiiT,
2022. — 461 c. — (Cepust: bakanaBp. Ipuknagnoit kypc). — ISBN 978-5-534-04275-7. Pexum
nocryma:  https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/  doku-
mentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo- 3ar. ¢ sxpana

2. JlokyMeHTallMOHHOE OOecIieueHue yrpaBiieHus: yueOHoe mocooue/A.A. Pazmopoxk-
HbIiA. — MockBa 6 UHOPA-M, 2022. — 304 c. — (Bsicmiee oOpa3oBanue: bakanaBpuar).

3. JlokyMeHTaIlMOHHOE oOecIieueHre ypapieHus: yaeoHoe mocoone/F0.A. [Tanacenko. —
Mocksa: PUOP, 2020.- 138 c. — (BO:bakanaspuar). — DOI: https://doi.org/10.12737/16686.

4. T'pozoBa, O. C. Jlemonpous3BoAacTBO: ydyeOHOe mocoOMe JUIsl aKaIeMHUYECKOTro



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

5.I0IyBanoBa, H. H. Opranuzammsi ¥ TEXHOJOTHUSA JTOKYMEHTAIIMOHHOTO OOecIeueHus
ylpaBiieHUs: y4eOHUK U TPAKTHUKyM Ui akagemudeckoro Oakamaspuata / H. H. Lllysamnosa.
[DnexkTpoHHBIH pecypc]| — DnekTpoH. naH — M. : U3natenscTBo FOpaiit, 2023. — 221 c¢. — (Cepus
: bakanasp. Akagemuueckuii kypc). — ISBN 978-5-9916-5843-0. Pesxxum noctyma: https://biblio-
online.ru/book/B621F068-A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya-3ari. ¢ sxpana

7.2. lonoJIHUTeIbHAS JUTEpaTypa

1. TOCT P 7.0.97-2016 «Cuctema cTanAapTOB 110 HHGOPMALIMH, OMOJIUOTCUHOMY U H3-
naTenbckoMy neny. OpraHu3allMOHHO-paclopsiAuTedbHas JoKyMeHTamus. TpeOoBaHus K
0(hOPMIICHUIO TOKYMEHTOBY

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

3. TTOCT 6.10.4-84. YuudunupoBaHHbIe CHCTEMBI JOKYMEHTalMH. [Ipuganue opuanie-
CKOM CHJIBI JOKYMEHTaM Ha MAalTMHHOM HOCHUTEJIC U MAIIMHOTPaMMe, CO3/1aBaeMbIM CPEICTBAMU
BBIUHCIUTENbHON TeXHUKU. OCHOBHBIE MTOJI0KEHUS

4. TOCT 6.10.5-87. YHuduuupoBaHHbIE CUCTEMBbl JTOKyMEHTalUU. TpeOoBaHUS K IIO-
CTpoeHHIO hopMyIIsipa-oopasia

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

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

7.3. MeToanueckue yKa3aHus M0 OCBOEHHIO TUCHMILINHBI

1. 1.Jleuna M.B. Y4eOHO-MeTOAMYECKUI KOMIUIEKC MO TUCHUIIINHE (MOAYyJ0) «JlokymeH-
TallMOHHOE oOecrieueHne ynpasieHus». Muaypunck: M3a-so Muuypunckoro ['AY, 2022 r.

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

VYyebHast aucuUIUIMHA (MOAYJB) MPEIyCMaTpUBAET OCBOCHHE MH(DOPMAIMOHHBIX U LHUQ-
POBBIX TeXHOJNOTUH. Peanuzarus mupoBeIX TEXHOJIOTHI B 00pa30BaTEIbHOM MPOCTPAHCTBE SIB-
JsieTcs OJHOM M3 BaKHEWIIMX 1Liejeid oOpa3oBaHMs, AAIOLIEH BO3MOXKHOCTh pa3BUBaTh KOHKY-
PEHTOCTIOCOOHBIE KadyecTBa 00YJarOIMUXCcsl Kak OyIyIuX BHICOKOKBAIN(UIIMPOBAHHBIX CITCIHA-
JMCTOB.

[{udpoBbie TEXHOJIOTHH TPEAYCMATPUBAIOT PAa3BUTHE HABBHIKOB 3()(HEeKTHBHOTO pemieHHs
3aja4 Mpo(ecCHOHATBHOr0, COLUAIBHOTO, IMYHOCTHOTO XapaKTepa ¢ UCHOJIb30BAHUEM pa3iny-
HBIX BUJIOB KOMMYHHKAIIMOHHBIX TeXHONOTHH. OcBoeHHe MU(POBHIX TEXHOJOTHUH B paMKax
JAHHOM JMCHUIUTUHBI (MOAYJISl) OPUEHTUPOBAHO HAa CHOCOOHOCTH OE30MIaCHO M HAJISKAIIUM
00pa3oM moy4arh JIOCTYII, YIIPaBIATh, HHTETPHPOBATh, OOMEHHUBATKLCS, OIIEHUBATh U CO3/1aBaTh
UH(POPMALIHIO C TIOMOIIBIO IIU(PPOBBIX YCTPOUCTB U CETEBBIX TeXxHONOTuil. ®opmMupoBanue ud-
POBOIl KOMITETEHTHOCTH MperonaraeT paboTy C JaHHBIMHU, BIIaJICHHE WHCTPYMEHTAMHU IS
KOMMYHHKAIUH.

7.4.1 DJIeKTPOHHO-0UOJIMOTEYHAS CHCTEMBI H 0a3bI ITAaHHBIX
1. OO0 «3BC JIAHb» (https://e.lanbook.ru/) (moroBop Ha okazanue yciyr ot 03.04.2024
No 6/1 (CeteBas snexkTpoHHast OMOINOTEKA)



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

2. baza nmaHHbBIX 37eKTpoHHBIX HH(popManmoHHBIX pecypcoB @PI'BHY ITHCXB (morosop
1o 00EeCTeYeHHIO JOCTYIa K 3JEKTPOHHBIM nH(popMannoHHbM pecypcam GI'BHY ITHCXEB ue-
pe3 Tepmunan ypaneaHoro qocryna (TY ] ®T'BHY ITHCXB) ot 09.04.2024 Ne 05-YT/2024)

3.OnexTponnas 6ubnmnoreynas cuctema «HannonanbHbIN 1H(POBOI pecypc «PyKOHT»:
Kosnekmuu «ba3osbiit MmaccuBy» u «Konoc-c. Cenbekoe xo3siictBoy (https://rucont.ru/) (morosop

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

4. 000 «dnekrponnoe uznareasctBo KOPAUT» (https://urait.ru/) (ZoroBop Ha oKa3aHHe
YCIIYT TI0 TIPEIOCTaBJICHHUIO IOCTyMa K o0pa3oBaTenbHOM muiargopme OO0 «IneKTpOHHOE H3/aa-
tenbctBo FOPAWT» ot 07.05.2024 Ne 6555)

5. DnekTpoHHO-0MbOaMOTeUHast cuctemMa «Bepraackuity (https://vernadsky-lib.ru) (moro-
BOp Ha 0€3BO3ME3THOE UCIIONIb30BaHKE TIpousBeneHui oT 26.03.2020 Ne 14/20/25)

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

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

7. CornaiieHue o COTpPyIHHYECTBE IO OKa3aHUIO0 OMOIMOTEUHO-UH(OPMAILIMOHHBIX U CO-
LUOKYJIBTYPHBIX YCIIYT MOJIb30BATEsIM YHUBEPCUTETA U3 YMCJIA MHBAJIUAOB 110 3PEHUI0, C1abo-
BUJSIIIUX, UHBAIMJOB APYIMX KaTerOpHil ¢ OrpaHWYEHHBIM JOCTYNIOM K MH(pOpMAalWH, JHII,
UMEIOLIUX TPYAHOCTU ¢ uTeHueM IiockomneyarHoro tekcta TOI'BYK «TamboBckast obnactHas
yHUBepcalibHas HayuHas Oubimoreka uM. A.C. ITymkunay (https://www.tambovlib.ru) (corna-
nieHue o cotpynaudectse oT 16.09.2021 Ne 6/1)

7.4.2. UndopManiuOHHbIE CIPABOYHbIE CUCTEMbI
1. CnpaBounas npaBoBas cucrema Koncynbrantllotoc (1oroBop nocraBku, ajantainuu u
conpoBoxAeHUs 3k3eMIusipoB cucteM Koncynprantllintoc ot 11.03.2024 Ne 11921 /13900/9C)
2. DnexkTpoHHbIN nepuoandeckuii cnpaBouHuk «Cucrema TAPAHT» (moroBop Ha yciy-
T 110 conpoBoXxIeHH0 oT 15.01.2024 Ne 194-01/2024)

7.4.3. CoBpeMeHHbIe Tpo(eccoHAIbHBbIE 0a3bI TAaHHBIX

1. baza naHHBIX HOPMATUBHO-IIPABOBBIX aKTOB MH(MOPMAIMOHHO-00Pa30BaTEIbHON MPO-
rpamMMebl «Poc-metony (toroBop ot 15.08.2023 Ne 542/2023)

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

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

4. OrtkpoiTeie naHHble DenepanbHONl  CIyXKOBI TOCYIapCTBEHHOM CTaTHUCTUKH -
https://rosstat.gov.ru/opendata

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

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

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

7.4.4. JIuieH3M0HHOE ¥ CBOOOHO pacnpocTpaHsieMoe NporpaMMHoe odec-
neyeHyue, B TOM YMCJI€e 0Te4eCTBEHHOI0 MPOU3BO/ICTBA


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

Haumeno- Pas- Ho- Ccbuika Ha Enunbli peectp PexBu-
BaHUE paboOTUUK | CTYIMHOCTBH | pOCCHICKHUX Tporpamm st OBM | 3uTel  moa-
IO (mpa- | (muuen3u- | u B/ (mpu Hanuuum) TBEPKIAKO-
BooOJIafa- | oHHOE, Eero  JIOKY-
TEIb) CBOOOTHO MeHTa (Tpu
pacrpo- HAJTNYHH)
CTpaHsie-
Moe€)
Microsoft Micro Jn- - JInnen-
Windows, soft LIEH3UOH- 3Us
Office Corporatio | Hoe oT
Professional n 04.06.2015
Ne 65291651
CpOK  JeH-
cTBUs: Oec-
CPOYHO
AHTHBH- AO Jlu- https://reestr.digital.gov.ru/rees Cy0mnu-
pycHoe  mpo- [ «JlaGopa- |uensuon- | tr/366574/?sphrase_id=415165 IICH3UOHHBIN
rpaMMHOE TOpUS HOE JIOTOBOp €
obecnieuenne | Kacmep- 000 «Cod-
Kaspersky CKOTO» TEKC) oT
Endpoint (Poc- 24.10.2023
Security s | cus) Ne 6/H, cpok
Ou3Heca NEUCTBUS: C
22.11.2023
1o
22.11.2024
MoitOduc 000 JIu- https://reestr.digital.gov.ru/rees Kon-
Crannapthsiii - | «HoBble nensuon- | tr/301631/?sphrase_id=2698444 TPaKT c
OducHblil | o0nauHble | HOE 000 «Py-
MakeT TEXHOJIO- OMKOH»
JUTSI pabOThl € | THA» oT
nokymentamu | (Poccus) 24.04.2019
Y MOYTOH No
(myoffice.r 0364100000
u) 819000012
CPOK  Jeu-
cTBUs: Oec-
CPOYHO
OducHbrii AO JIn- https://reestr.digital.gov.ru/rees Komn-
MaKeT «P7» neH3uon- | tr/306668/?sphrase_id=4435041 TPaKT c
«P7- HOE 000 «Cod-
Oducy» TEKC»
(neckror- oT
Hasi BepcHusl) 24.10.2023
No
0364100000
823000007
CpOK nen-
cTBUs: Oec-
CPOYHO
Omnepanu- 000 JIu- https://reestr.digital.gov.ru/rees Kon-
onnasi cucrema | "bazanst | nensuon- | tr/303262/?sphrase_id=4435015 TPaKT c
«Anpr  OOpa- | cBOOOA- | HOE 000 «Coo-
30BaHHE» HOE TIpo- TEKC)
rpaMMHOE oT

AN AATTATTA

9N 1N 2NDO




7.4.5. Pecypcbl HH(POPMAIHOHHO-TEJIEKOMMYHUKANMOHHO# ceTH « AHTEepHeT»
1. CDTOwiki: 6a3a 3Hanuii 1o mudpoBoii Tpanchopmaruu https://cdto.wiki/
2.Mndopmannonnas npaBosas cucrema «Koncymnbrant [1mrocy.
3.Uadopmanmonnas Cucrema «I apanT.
4.AIMUHUCTPAaTUBHO-YIIPABJIEHYECKUI IOPTAJI — «aup.ru.
5.WutepHer-nopran «KoprnopaTuBHbIM MEHEIHKMEHT» — «cfin.ruy.
6.ITopran ®unancooro meHekepa — «FinancialManager.ruy.
7.Pexxum noctyma: http://www.rbe.ru/ — PocbuznecKoncantunr.
8.Pexxum nocryma: http://www.devbusiness.ru/development/staff.htm.
9.Pexxum noctyma: http://www. personnels.chat.ru (caiit «OTaen KaapoBy.
10.Pexxum nocryma: http://www. businesstest.ru (cailT «JleoBbIe TECTBI»).
11.Pexxum goctymna: www.delpro.narod.ru - Jlenonpon3Boacto+.
12.Pexxum noctymna:www.termika.ru — DHIuKIIone ins 1eI0onponu3Bo/ICTBA.
13.Pexxum noctyna:www.directum.ru - DIEKTPOHHOE JACIONPOU3BOACTBO U KaHIICISAPUS
13.Pexxwum noctyna: http://archives.ru/methodics/instr-office-work.shtml -Pocapxus.

7.4.6. llmppoBble HHCTPYMEHTHI, MPUMEHsIeMble B 00pa30BaTeILHOM TpoLecce
1. LMS-mnardopma Moodle
2. BupryanpHas qocka Mupo: miro.com
3. Bupryansnas nocka SBoardhttps://sboard.online
4. BupryansHas nocka Padlet: https://ru.padlet.com
5. O6naunsie cepBuchl: Snmekc./Iuck, O6mako Mail.ru
6. Cepsucsl onpocoB: SAugexc Dopmbr, MyQuiz
7. Cepeuchl BuneocBsi3u: SIumekc tenemoct, \Webinar.ru
8. CepBuc coBmecTHOW pabOTBI Haj TpoekTamu s HeOompmmx rpynm  Trello
http://www.trello.com

7.4.7. llmppoBbie TEXHOJOTHH, IPUMeHsieMble PH U3Y4YeHUH AU CHUILTHHBI

[udposbie Bunsr yue6- dopmupyeMble KOMITETEHITHN
TEXHOJIOTHH HOM paboTHI,
BBITIOJTHSIEMBIE C

MIPUMEHEHUEM
uudpoBoi TeX-
HOJIOTUU
1. | O6naunbie Tex- | Jlexuun YK-4 crocobeH MIPUMEHSATH
HOJIOTUU [IpakTnueckue COBPEMEHHbIE KOMMYHUKATUBHBIE TE€XHOJOTHH, B
3aHSTUS TOM UHCI€ Ha HWHOCTPAHHOM f3BbIKE, JUIS



https://cdto.wiki/
http://www.trello.com/

2 Bosnpmue
HEIE

aCIIEKTOB 5KOHOMHYECKOI 0€30aCHOCTH,
COIJIACOBBIBATH BOIIPOCHI BHYTPEHHUX

aH- Jlexumn KOHTPOJIbHBIX M ayJUTOPCKHX MPOBEPOK;
IIpakTieckue IIK-5  cnocobeH  IUIIaHHPOBAaTh W
SaHsTHA OPraHM30BEIBATh  CIHYKEOHYIO  JESATENBHOCTD
COTPYIHMKOB 10  pa3pabOTKe  CTpaTerwu,

aKaJeMHYECKOro u npodeccrnoHalbHOTO
B3aUMOJICUCTBUS,
[IK-4 cmocobeH oOpraHu3OBBIBaTH H

MIPOBOANTH MPOBEPKH (PUHAHCOBO-XO3SUCTBEHHOU
JESTEIIbHOCTH  XO3SIMCTBYIOLIUX CYOBEKTOB ISt
BBIABJIEHUS U YCTPAHEHUS HAPYIICHUN Pa3IUYHbIX

o0ecreunBaroIeil SJKOHOMUUYECKYIO0 0€30MaCHOCTb,
YIPaBJIATH PUCKaMH (PUHAHCOBO-?KOHOMHYECKOTO
Pa3sBUTHSL XO3SMCTBYIOLIUX CYObEKTOB.

KHN3HCACATCIIbHOCTH

8. MaTtepuajibHO-TeXHUYECKOE o0ecnevyeHne M CIUTTHHBI (MOILYJIA)

VYyeOHble 3aHATHS ¢ 00yUYarOIIUMUCS MIPOBOJISATCS B 3aKPEIUIEHHBIX 32 YIPaBJICHUS U Jie-
JIOBOT'O aJIMUHUCTPUPOBAHHUSI AYAUTOPUAX

HaumenoBa-
HHE CHEeHATbHBIX*
NOMelIeHUH U 1o-
MellleHui 1J1s1 ca-
MOCTOAITEIbHOM
padoTsbl

OcCHaIEeHHOCTH
CHeNUAJbLHBIX IOMEIICHUI U MOMeleHH i
JJIsl CAMOCTOSITEJILHOW PadoThI

Hepeqem, JIMIHCH3UOHHOI'O ITPO-
rpaMMHOIo o0ecneyenusi. Pekpusu-
ThI NOATBEPKAAIOIIEI0 TOKYMECHTa

VYuebnass aynu-
TOpUsl AJIS TIpoBexe-
HHS 3aHATHH JICKIH-
OHHOTO THIIA
(r. MuuypuHCK Y.
WHTepHannoHanbHas
a.101 - 1/303)

1.Hoytoyx Asus KS50AF M600/3G500/Gb
(vHB. Ne 2101045176)
2. Ilpoexrop Acer X113PH SVG/DLP/3D/3000
Lm/1300:1/HDMI/10000 Hrs2.5kg (uHB. Ne
21013400768)
3. Okpan HacteHHblit DigisOptimal-C ¢opmar 1:1
(200*200) MW  DSOS-1103.  (umB. Ne
21013400766)

4. Habopsl JeMOHCTPAIIMOHHOTO 000PY/I0-
BaHUS U Y4eOHO-HATJISITHBIX TOCOOUH

KoMmriproTepHasi TEXHHKa TOJKIIOUEHA K Ce-
T «HTepHET» M 0OecneyeHa goctynoM Kk DM1OC
YHUBEPCHUTETA.

1. Jlunensusor 31.12.2013 Ne
49413124: Microsoft Windows XP, 7,
Microsoft Office 2003, 2010
2. Caiit Accommanusi MEHEIKEPOB
Pexnm JOCTyTIa WWW.amr.ru
3. Calir ArpomnpOoMBIIUIEHHBIH COM03
Poccuu Pexxum noctyna www.apsr.ru

YdebHas ayau-
TOpHUSA IS [IPOBEJIe-
HHS 3aHSATHH CEMH-
HapCKOTo THUIIA,
PYIIOBBIX U UH/H-
BHUyaJbHBIX KOH-
CynbTalui, TeKyIle-
T'0 KOHTPOJIS U TIPO-
MEXYTOYHOH aTTe-
cranuu (KOMITbIO-
TEPHBIN KIacc)
(r. MuuypuHCK yi.
HHuTrepHannonanbHas
a.101 - 1/312)

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

2. Jocka menoBast Magnetoplan SP
1500%1200 mm, 3eneH, Mard. moBep-Tb (MHB. No
41013602238, 41013602237)

KoMmriproTepHasi TEXHHKa TOJKIIOUEHA K Ce-
1 «HTepHET» N 00ecneuena nocrynom B DM1OC
YHUBEPCHUTETA.

3. HaGophb! neMoHCTpanmoHHOTO 000pY/10-
BaHMs M y4yeOHO-HaTJIIHBIX T0COOuit"

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

4. DIeKTpOHHBIH nepuoauye-
ckuil cnpaBouHuk «Cucrema TI'A-
PAHT» (moroBop Ha yciayru mo co-
mpoBokaeHuto oT 15.01.2024 Ne 194-
01/2024)

2. [lporpammHast cucrema yisi 00-
Hapy>XeHUS] TEKCTOBBIX 3aHMCTBOBa-
HUI B y4eOHBIX M Hay4YHBIX paboTax
«Anrumnaruat BY3y» (JIuueH3uoHHbINH
noroBop ¢ AQO «AHTUIDIaruaT» oOT
23.05.2024 Ne 8151, cpok neifcTBus: ¢




23.05.2024 no 22.05.2025).

3. CripaBoyHasi TpaBOBasi CHCTEMaA
Koncynerantllntoc (moroBop mocTas-
KH, aJanTaldd U CONPOBOXKACHHS K-
3emiusipos cucteM Koncynbrantllmoc
ot 11.03.2024 Ne 11921 /13900/2C)

4. bankoBcKoe TIpaBo -
http://www.karta-smi.ru/5602

5. Caiir T'ocynapcTBeHHOTO Hayd-
HO-HCCIIEI0BATEIILCKOTO UHCTHUTYT
WH(OPMAIMOHHBIX TEXHOJOTUI U Te-
JCKOMMYHUKaIMK. - Pexum gocryna:
http://www.informika.ru

6. Caiitr MunncTepcTBa (HYUHAHCOB
P®. - Pexxum mocryma: www.minfin.ru

7. Caiit @enepanbHOH  CITy>KOBI
TOCYAApCTBEHHOW CTaTUCTUKU PO. -
Pexxum noctyma: www.gks.ru

8. Caiit LentpamsHoro Oanka P®.
- Pexxum goctyna: www.cdr.ru

9.baza  jaHHBIX  HOPMaTHUBHO-
NPaBOBBIX aKTOB HH(OPMAIMOHHO-
obpa3zoBatenbpHO mporpammbl  «Po-
cmeton» (moroBop ot 15.08.2023 Ne
542/2023)

ITomemenne
IUTSL CAMOCTOSITEIb-
HOU pabOTHI
(r. Mu4ypHHCK yi1.
HHTepHaLMOHATBHAS
1.101 - 1/210)

1.1Ixad KaHIEISIPCKHHA (wHB. Ne
2101062853, 2101062852)
2.  XomomwibHuk ~ CtuHonm  (mHB. N

2101040880)

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

4. Tlpuarep HP LaserJet 1200 (wHB.
Nel101047381)

5. [Mpunatep Canon (uHB. Ne 2101045032)

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

7. Cucremnsriikommiekt: IIpoueccoplinte-
[OriginalLGA 1155 CeleronG 1610 OEM (2.6/2
Mb), mouurop 20 ASusAsMS202D , marepun-
ckasruiataAsuS, BEHTHIATOp, MaMsiTh, JKECT-
KHHNCK, KOPIIyC, KJIaBHATypa, MbIIb (MHB. No
21013400429)

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

9.  JlockakmaccHas+mapkep  (mHB.  Ne
1101063872)

10.Kommsrotep (nuB. Ne41013401070)

11. Komnsrotep (nuB. Ne41013401082)

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

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

15. KonuposanbHblit arnmnapar
KyoceraMitaT ASKalfa 180 (uHB. Ne
21013400369)

KoMrbroTepHasi TeXHUKa TOJKIIOYeHa B ce-
1 «HTepHET» N 06ecmedena nocrynom k DM1OC
yHHBepcuTeTa."

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

2.. CripaBouHasi IIpaBOBasi CHCTE-
Ma Koncymsrantllmoc (moroBop mo-
CTaB-KH, aJallTallii ¥ COIPOBOKICHHS
9K-3eMIUIIPOB cucteM KoHCynbpTaHT-

I[Imoc ot 11.03.2024 Ne 11921
/13900/3C)

3. DIeKTPOHHBIA NEePHOANIECKUI
cnpaBouHnk «Cucrema ['APAHT»

(moroBop Ha yCIyTH IO CONPOBOXKE-
Huto ot 15.01.2024 Ne 194-01/2024)

4. TlporpaMmMHas cuctema Jist 00-
Ha-py>KCHHS TEKCTOBBIX 3aMMCTBOBA-
HUI B yYeOHBIX M HAyYHBIX paboTax
«AnTH-TUTarnaT  BY3»  (JIumeH3uoH-
HBII Joro-Bop ¢ AO «AHTHIUIarHaT
or 23.05.2024 Ne 8151, cpox pei-
ctBIsL: ¢ 23.05.2024 mo 22.05.2025).

5. baza pgaHHBIX HOPMATHBHO-
NPaBOBBIX aKTOB  WH(OpPMAIMOHHO-
obpazoBaTtenbHO Tporpammbl  «Po-
cmeto» (moroBop ot 15.08.2023 Ne
542/2023)

Pabouas

tpeboBanusimu GI'OC BO

nmporpaMma  JUCHUIUIMHBL  (MOIYJIs)

yTBEpKJIeHHOTO pukazoM Munoopuayku 14.04.2021 N 293.

COCTaBJI€HA B COOTBETCTBUHU C
no crenuaigbHoct 38.05.01 DxoHOoMuYeckas 0€30MaCHOCTb,




ABTOp: JIOIIEHT Kadeaphl YIPABICHHUS U JACTI0BOTO aIMHHHCTPUPOBAHUS, TOIICHT K.3.H.
M.A. Conomaxun

Penensent: goneHT kadeapbl 5KOHOMUKHA KOMMEPIIMH, TOIEHT K.3.H. D.A. KimmMeHToBa
Opurnnan pabodeld mporpaMMbl TUCHMILIHNHBI (Monyis) «JlokymeHTanmonHoe obecreye-

HUC YIIPABJICHU XPAHUTCA HaA Ka(bez[pe YIIpaBJICHUA U ACJIOBOIO aAMUHUCTPUPOBAHUS.

PaGouas mporpamma paccMoTpeHa Ha 3aceaHuM Kadeapbl yINpaBieHHs U JEIOBOTO
aaMuHucTpupoBanus npotokos Ne 10 ot «14» ampens 2022 .

PaGouass mporpamma paccMOTpeHa Ha 3acelaHud Y4eOHO-METOAMYECKONW KOMUCCHUU
MHCTUTYTA SKOHOMUKH U yrpasieHuss npotokoi Ne 8 ot «19» ampenst 2022 r.

PaGouass mporpamma yTBepkieHa PemennemM VY4eOHO- METOAMYECKOrO COBETa
yHHUBepcHuTeTa MpoTokoi Ne 8 ot «21» anpens 2022 .

PaGouas mporpamma paccMoTpeHa Ha 3acelaHuu Kadeaphl yIpaBlIeHUs U JEIOBOrO aj-
MUHHCTpHUpOBaHUs, MPoTokoa Ne 10 ot «9» urons 2023 r.

PaGouas mporpamma paccMOTpeHa Ha 3acelaHuu y4yeOHO-MeToau4eckor komuccuu Mu-
CTUTYTa SKOHOMHKH U yrnpasiieHuss Muaypurckoro ['AY, npotokon Ne 10 ot «20» utons 2023
T.

Pabouas nporpamma ytBepkaeHa Pemennem Y4eOHO-METOANYECKOTO COBETA YHUBEPCH-
terta, mpoTokoa Ne 10 ot «22» utons 2023 r.

Pabouas mporpamma paccMoTpeHa Ha 3aceaHud Kadeapsl YIIpaBICHUS U JEIOBOTO a-
MUHUCTpUpPOBaHUsi, IpoToko Nel2 ot 14 mas 2024 r.

PaGouas mporpamma paccMOTpeHa Ha 3acelaHUU y4eOHO-MeToau4Yeckor komuccuu Mu-

CTUTYTa 3KOHOMUKH U ynpasieHus Mudypunckoro ['AY, nporokos Ne 9 ot «21» mas 2024 r.
Pabouas nporpamma ytBepkaeHa Peniennem YueOHO-METOANYECKOTO COBETA YHUBEPCH-
teta, mpotokos Ne 09 ot 23 mas 2024 rona
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