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JIOLIEHT, KaHAUJAT YKOHOMHUYECKHUX HAyK
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Homgicnocmo,yu.cm., yu.36PHO  noanocmoio noonuce

Pabouas mporpaMmma JUCIUTIITMHBI
JloKyMeHTHpOBaHHE YIIPABJIECHYECKOIl 1esiTe1bHOCTH

Haumenosanue

Pazpaborana B coorBercTBun ¢ OC BO HUTY «MUCHUCH»:
CaMOCTOSITENFHO YCTaHaBIUBaeMbIil 00pa30BaTEeNbHBIA CTaHAAPT BBICIIET0 00pa30BaHus - OakaiaBpuar
DenepanbHOE TOCYAApPCTBEHHOE AaBTOHOMHOE O00pa30BaTENIbHOE YUPEKAEHHE BBICIIETO oOpa3zoBaHus «HannoHambHBIHA

HCCIIeI0BATEIBCKIH TexHomornueckuii yuusepcutetr « MUCHCy» no Hanpasnenuro noarotoBku 38.03.01 DxoHomuka (Tipuka3
or 02.04.2021 Ne 119 0.B.)

CocraBneHa Ha OCHOBaHWH yueOHoro rraHa 2026 rosna Habopa:
38.03.01 DxoHOMUMKA,

[Mpoduns: busnec-ananmntuka W 1udpoBas SKOHOMHKA, yTBepkAeHHOro YueneiM coBetom CTU HUTY «MHCUCH
23.06.2026r., mpotokoi Ne 38.

Paboyast mporpamMMa oq00peHa Ha 3aceaHuy Kadeapsl
DKOHOMHKH, YIIPABJIECHHS ¥ OPraHU3aIMH [TPOU3BOICTBA

Haumenosanue kageopsl

[Iporokoin ot «27» mas 2026r.Ne 05.

3aB. kadeapoit  DYuOII - O.A. HoBukoBa

abbpesuanmypa HauMeHoGanus Kagheopol noonuce H.0. Damunus

«27» mast 2026 1.

Pykxosogurens OITIOIT BO

3aB. Kadeapo, KaHIUAAT IKOHOMUICCKUX g

HAYK, JIOLEHT O.A. HoBukoBa
Q0TACHOCTY, Yit.CN., Y4.36. noonuce .0, Pavunusn

«27» mast 2026 T.



1. IIEJIK OCBOEHUSA

Lenp - n3y4yeHne T€OPHU M NPAKTHKN TOKYMEHTAIIMOHHOTO 00ECIIeYeHHs yIIPABICHUS B YUPEXKICHHS, OPraHH3aHAX U
Ha TIPEANIPUATHSAX PA3TUIHBIX POPM COOCTBEHHOCTH.
3amaun JUCTIHATIIHHEL:
- (opMHpOBaHHE CUCTEMBI TEOPETUYECKUX 1 METOAOJIOTHUECKUX 3HAHUI OCHOB
- JIOKyMEHTHPOBaHUs MHOPMALUH C yIETOM KOMIIETEHTHOCTHOTO MIOAXO0/1a;
- (opMHpOBaHHE CUCTEMBI TEOPETHIECKUX M METOHOJIOTUUECKUX 3HAHUI Pa3pabOTKU
- JIOKyMEHTaluH, 00eCIICYHBAIONICH PeaTU3alHi0 YIPABJICHUYSCKUX PeLICHHH;
- (opmupoBaHHUE IIPEACTABICHNI O IPUHINIAX, IPABHIAX U TEXHOJIOTHAX
- JOKyMEHTAaI[MOHHOI'O 00ECIeYEHUsl yIpaBJICHUs;
- npuoOpereHHe 00y4aroIUMUCS 3HAHUH U YMEHHUIH IPUMEHEHHS IIPaBHUJI JJOKYMEHTHPOBAaHUS
- uH}OpMAaLUH [IPU COCTABJICHUHU JOKYMEHTOB Pa3JIMUHbIX CUCTEM JTOKYMEHTALUH U UX
- aHamM3a;
- OCBOCHHE HaBBIKOB IPOCKTHPOBAHUS YHHOUIUPOBAHHBIX (OPM JOKYMEHTOB, CHCTEM
- JIOKyMEHTAaUWH ¥ HH)OPMAIMOHHO-IOKYMEHTAIMOHHON CHCTEMBI YUPEKIACHHS B IICTIOM.

2. MECTO B CTPYKTYPE OBPA3OBATEJbHOM INPOT'PAMMBI

Iukn (paznmen) OIT: | b1.B

2.1 TpeGoBanus K npeIBapUTEeIbHON MOATOTOBKE 00YYAIOIIErocs:
2.1.1 Teopusi MEHEIKMEHTA
2.2 JAucuuniaunbl (MOAYJIM) M NPAKTHKH, J1JI51 KOTOPBIX 0CBOEHHE JAHHOW JUCHMILUIMHBI (MOYJ151) HEO0X0AMMO

KaK NpeIliecTBYoIee:

2.2.1 OKOHOMHKA MPEANPUATHIT

2.2.2 | Yyer uMymiecTBa NpEeANPHATH. YUeT ICHEKHBIX CPEACTB U pacUeTOB MPEATIPUATHS

2.2.3 | Yyer HCTOYHHKOB 00pa30BaHMs UMYILECTBA NpenpHATHs. byxrantepckuii prHAHCOBBINA YUET M OTYETHOCTh

2.2.4 | Oprasu3zanusi, HOpMHUPOBAHUE U OIJIaTa Tpyja

2.2.5 | lenoBble KOMMYHHKaIUU

3. AHIUKATOPHI ®OPMHAPOBAHWA KOMITETEHIIH,
COBMEIIEHHBIE C PE3YJbBTATAMU OBYYEHUSA IO JUCIUTIJIMHE

YK-4: Crioco0eH ocymecTBJISITh 1eJIOBYI0 KOMMYHHKAIMIO B YCTHOI M NHCbMEHHOI (hopMax Ha rocy1apcTBeHHOM
si3bike Poceniickoii @enepanyiu 1 HHOCTPAHHOM(BIX) A3bIKe(aX), 3(PPeKTHBHO PYHKIIMOHMPOBATH B HAIMOHAJILHOM
U MEKAYHAPOAHOM KOJUIEKTHBAX MHAMBHAYAJbHO M KaK YJIEH KOMAaH/Ibl

3HaTh! YK-4-31 3HaTh OCHOBHBIE IPHHIIUTIBI IETOBOW KOMMYHHKAIINK B YCTHOM W MICEMEHHOH (opMax Ha
rOCyJapCTBEeHHOM s3bIke Poccmiickoit @exepannu 1 nHOCTpaHHOM(BIX) SI3BIKe(aX
YMmers: YK-4-YV1 YMeTb HCHONIB30BaTh HOPMATHBHBIE M IPABOBBIC IOKYMEHTBI, OTHOCSIIHECS K OyayIeH

poheCCUOHATBHON IEATETPHOCTH

Bnaners: | YK-4-B1 Buasers HaBbikaMu pOPMHUPOBAHHS JIOKAJIbHBIX HOPMAaTHBHBIX JOKYMEHTOB YIIPAaBJICHYECKOT0
Xapakrepa

IIK-2: CnocodeH ocylecTBIATh AHATHTHYECKYIO 1esITeJILHOCTh B Mpo(eccuoHAIBLHOIL cdepe: ocylIecTBIATH
JeHesKHbIe H3MepeHHUs 00beKTOB 0yXrajITepcKoro yuera, TeKyIylo 1 HMTOrOBYI0 I'PYNIHPOBKY (pakToB
X0351liCTBEHHOM KM3HHM, COOMPATDH, AHATU3UPOBATH U HHTEPIPETHPOBATH (PUHAHCOBYI0, OyXTaATEPCKYI0 U HHYIO
HH(GOPMALMIO U HCI0JIb30BATh IOJY4YeHHbIC CBeICHHUS VISl IPUHATHS YIPaBJICHYECKHX PellleHn il

3HaTh! ITK-2-31 HopmaTuBHBIE aKThl U NEPBUYHBIC JJOKYMEHTHI 00ecIieunBaonine HHpOpMauen s IpUHITUS
YIPABJICHYECKUX PELICHUN
YMeTs: [IK-2-Y1 YMeTs HCHOIB30BATH TOKYMEHTAJIBHBIE HCTOYHUKH oOecTiedeHrss HHpOpMaIuen 1s

AHATMTHYECKYIO JICSTENRHOCTh B MpodecCHoHaBHON cdepe

Bnamers: | I1K-2-B1 Brianers HaBBIKaMu (pOPMHPOBAHUS YIPABICHICCKON TOKYMEHTAIIUH I 00SCIICUCHUS
YIPaBIEHYECKOH eSITENbHOCTH




4. CTPYKTYPA U COJAEP)KAHUE

Kon HaumeHoBaHUe pa3aeoB U TeM / KosmyectBo| KommnereHun Jureparypa “I IIpumeua
3aHATHSA BHU/I 3aHATHS/ Cemeerp 4acos u DJICKTPONHBIE) =y e
pecypcnl
Paznen 1. IIpaBoBas 06a3a
AOKYMEHTAIIMOHHOTO 00ecreyeHust
ylnpaBJeHHst
1.1 Teoperndeckre OCHOBBI OpTaHU3AITUI 2 2 YK-4-3 1 JI1.1J12.2
JOYV. IlpaBosas 6a3a [K-2-31
JIOKyMEHTAIHOHHOTO 00ECIIeUCHNUS
ynpasiuenusi. /JIex/
1.2 2 4 YK-4-V1 JI1.1J12.2
JlaGoparopnast pabota Ne 1 YK-4-B1 JI3.1
CraHgapThl TOKyMEHTAIIHOHHOTO TIK-2-V1
obecnieuenns ynpasneHus /J1ab/ [IK-2-B1
1.3 2 2 YK-4-3 1 JI1.1J12.2
Cryx0a JOKyMEHTaIlHOHHOTO
[1K-2-31

obecrieuenus ynpasnenus /Jlex/

1.4 2 16 YK-4-31 JI1.1J12.2

IK-2-31 JI3.1

OcBOEHHE TEOPETHIECKOTO YK-4-V1

Matepuana 1. 1.1-1.3 TloaroroBka VK-4-B1

WHPOPMAMOHHBIX cooOmeHwi /Cp/ [K-2-V1
[K-2-B1

Pa3nen 2.  JloKyMeHTHpPOBaHHE

YIpaBJIeHYECKO 1esiTeJIbHOCTH

2.1 Knaccugukarms ynpaBieHIecKIX 2 2 YK-4-3 1 J1.1J12.2
JIOKyMeHTOB /JIek/ [K-2-31 JI2.1

2.2 Opranu3aioHHO-ypaBIeHUYECKHE 2 2 YK-4-31 JI1.1J12.2
JOKyMeHTHI /JIek/ ITK-2-31

23 JlabopaTopHras pabota Ne 2 2 4 YK-4-V1 J1.1J12.2
DopMUpOBaHNE OPraHU3ALIOHHO- YK-4-B1 JI3.1
YIpaBiIeHYECKUX JOKyMeHTOB/J[ab/ [K-2-V1

[1K-2-B1

2.4 JlokyMeHTaIbHOE O(hOpMIICHHE 2 2 YK-4-31 JIL.1J12.2
TPYIOBBIX OTHOIICHNUH ./JIex/ T1K-2-31 J12.1

2.5 Jlabopatoprass ~ pabora Ne 3 2 2 VK-4-V1 J1.1J12.2
®opMHpPOBaHUE  JOKYMEHTOB IO VYK-4-Bl JI2.1 J13.1
JMYHOMY coctaBy /J1ab/ [IK-2-V1

[1K-2-B1
2.6 JlenoBeie nmuchma /JIek/ 2 2 VK-4-3 1 JJ1.1 J12.2
[1K-2-31

2.7 Jlabopatopnass  pabora Ne 4 2 2 YK-4-V1 JI1.1J12.2

OdopmiieHHE IETOBBIX TUCEM YK-4-B1 JI3.1
[TK-2-Y1
I1K-2-B1

2.7 2 34 YK-4-31 JI1.1J12.2

[1K-2-31 J12.1J13.1

OcBOEHHE TEOPETHIECKOTO
YK-4-V1

MaTepuana 1. 2.1-2.7 I[loarotoska VK-4-B1

nH(popMannoHHbIX coodmenuit /Cp/ MK-2-Y1
[1K-2-B1




Pa3zgen 3. Opranmsanusi paGéoThl ¢
JAOKYMeHTaMH

3.1 JIOKyMEHTOTIOTOKH: TepMUHOJIOTHS, 2 YK-4-3 1 J1.1J12.2
XapaKTEPUCTUKA TOTOKOB, IPUHIUIIBL, [K-2-31
nokazateny. Opranuzanys
JIokyMeHTooOopoTa /JIek/
3.2 ®dopmupoanue nein. OdopmicHue 3 YK-4-3 1 J1.1J12.2
nen. [lopsanok nepenauu nen B apXuB ITK-2-31
OpTaHHU3alMH. Y HUUTOKEHHE
JIOKyMEHTOB C MCTEKIIUMH CPOKaAMH
xpanenwus /JIex/
33 JlabopaTopnas paborta Ne 5 5 YK-4-V1 JI1.1J12.2
Orarsl paboThl ¢ IOKYMEHTaMHU VYK-4-Bl JI3.1
[K-2-Y1
I1K-2-B1
34 OcBoeHne TEOPETHYECKOTO 24 YK-4-31 JI1.1J12.2
matepuana n. 3.1-3.3  IloaroroBka T1K-2-31 JI3.1
nH(popMannoHHbIX coobmenuit /Cp/ VK-4-V1
YK-4-B1
[K-2-Y1

[1IK-2-B1




5. ®OHJ OHEHOYHBIX MATEPHUAJIOB

5.1. Bonpocel il caMOCTOSITEIbHOI NMOATOTOBKM K 3K3aMeHY (3a4€Ty ¢ OLleHKOii)

DK3aMeH He MPeayCMOTPEH

5.2. IlepeueHb padoT, BHINOJIHIEMBbIX 110 TUCIUIIJINHE

Temartnka a7 MOATOTOBKH MH(OPMAIIMOHHBIX cooOmeHni ms BeicTyruieHus YK-4-31, [IK-2-31, YK-4-V1, YK-4-B, T1K-2-
V1, IIK-2-B1

1.

bl

a

10.
11.
12.
13.
14.
15.
16.

17.

18.
19.
20.
21.

22.
23.
24.

25.

26.
27.

28.

29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

[MonsTre noxymenTa. [lepBbie coXxpaHUBIIMECS TOKYMEHTHI B ICTOPHHU YEJIOBEYECTBA.

Muoroo6pasue GpopM COBpeMEHHO! JTOKYMEHTALIUH.

JloxymeHTHpOBaHue HH(pOpMALIUHL.

JloKyMeHTHUpOBaHHE Olepalrii ¢ JOKYMEHTaMHU U IIPOLIECCOB YIPABJICHHS JOKYMEHTaMH.

ITonsiTne 1 cocTaB HOPMATUBHO-METOIUYECKOM 6a3bl JOKyMEHTHPOBAHUS YIIPABICHIECKON ESTEIbHOCTH.
3akoHomaTenbcTBO PP B 00:1aCTH JOKYMEHTHPOBAHHSA YIIPABICHUECKOH 6. AEATETBHOCTH.

I'paxxpanckuii konexke PO, Tpynosoit kogeke PO, Yronosusliit kogeke PO o nokymMeHTax, cONpOBOXKAAIOLIUX
Tpa’kAaHCKHE U TPYOBbIE OTHOLICHHUS, O MPAaBOHAPYIICHHSX B JOKYMCHTUPOBAaHUHN YIIPABICHUECKOH AESTEILHOCTH.
HopwmaruBHsle nnpaBoBble akThl P® o crangapruzanmu, nHGopManuu 1 HHGOPMATH3ALUH, TOCY TapCTBEHHOH 1
KOMMEpPYECKOW TalfHax, apXUBax U apXWBHOM JIeJie, CBSI3H U TIOYTOBOM CBS3U H JIP.

KyMynsTHBHBIN (HAKOIUTENBHBIH) MOTOK JOKYMEHTAIMH - «OyMaXKHbIH OyM», €ro NPUUMHBI 1 OCHOBHBIE IIyTH €T0
COKpAILIeHHSI.

[TonuTHKa ympaBieHus JOKYMEHTaMU.

Crpaterus ynpaBieHHUs JOKYMEHTAMU B OPTaHH3aLUH.

YHuuKanus 1 cCTaHAapTH3anus JOKyMEHTHPOBAHUS.

Jlenonpon3BoICTBO U apXUBHOE JIETIO.

Cucrema cTaHAapTOB IO HH(POPMAIMU, OMOIMOTEYHOMY H M3/1aTEIbCKOMY JEITy

[onsiTre u coctaB pekBU3UTOB. TpeOoBaHMS K O(OPMIIEHHIO PEKBU3UTOB.

OdunmanbHO-AET0BOH CTHIL — QyHKIMOHAIBHASL pa3HOBUIHOCTD SI3bIKa B cepe ynpaBIieHusI.

O6u1re TpeOOBaHM K A3BIKY U CTHIIIO M3JI0KEHHS JOKYMEHTA: IOJIHOTA (MUHUMAaJIbHAS JOCTATOYHOCTh)
WH(pOPMALHN, CMBICTIOBAast TOYHOCTh M3I0KEHU, TaKOHU3M 20. (hOpMyIHPOBOK, OAHO3HAYHOCTH TOJIKOBAHHUS,
HEHWTpanbHast SKCIIPECCUBHAS OKPAcKa, TEMaTHIECKast OTPaHUICHHOCTh B TPUMEHEHHH SI3BIKOBBIX CPEICTB H AP.
Jlekcnka TOKyMEHTOB: HaChIIIEHHOCTh TEPMUHAMH; COOTIOICHNE HOPM COYETAEMOCTH CJIOB, TEHICHIUS K
YHA(UKALIUH CIIOBOCOYETAHUH B THIIOBBIX CHUTYAIUsIX, NCTIOIB30BaHUE PEUEBBIX KiHIIE ((hpa3eoIorn3Mos).
VYnoTpeGieHne cJI0B B OMHOTHITHBIX HaJeKHBIX GopMax.

OrpaHnueHHOE YHOTpeOIeHHE T1arooB B JIMYHOU GopMe.

VYcrpaHneHne omm0OOK U peleHne I3bIKOBBIX MPo0JieM pu 0(OpPMIIEHHH JOKYMEHTOB.

[TonmuTHka ynpaBieHHs] JOKYMEHTaMH OpraHU3aliy: HeOOXOIMMOCTh U IPEUMYIIECTBA, PEryIUpYyIoIIas cpeaa u
OTBETCTBEHHOCTbD.

[TprHOMIB pa3pabOTKK MPOrpaMM YIPaBICHUS TOKYMEHTAMH.

OO1mue XapaKTepUCTHKN JOKYMEHTHBIX CHCTEM.

[IpoexTnpoBanue U BHEAPEHUE JOKYMEHTHBIX CHCTEM: IOKYMEHTHPOBAHNE OTIEPALINIf; 3aIIMTa MaTepHaIbHBIX
HOCHUTENeH HHPOPMAIIHH; JOCTYI, TIOMCK U UCIIO0JIb30BAHNE; XPAHEHNE U YHHUTO)KEHHE JIOKYMEHTOB.
MeTo00rHs MPOEKTUPOBAHKS U BHEIPEHUSI IOKYMEHTHBIX CHCTEM: TIpe/IBApUTENbHOE 00CIeI0BaHNE; aHATIH3
JICTIOBOY JIeSITeIbHOCTH; OIpeeieHe TpeOOBaHU K IOKYMEHTaM; OLICHKa CYIIECTBYIONINX CHCTEM; ONPECICHIE
cTpareruii codmoaeHus TpedboBanuii 33. K TOKYMEHTaM; MPOSKTUPOBAHNE JOKYMEHTHOW CHCTEMBbI; BHEAPEHUE
JIOKYMEHTHOM CHCTEMBI.

IIpekparieHre TpUMEHEHUS! JOKYMEHTHBIX CHCTEM.

ITpouecce! ynpaBiaeHust JOKyMEHTaMH U KOHTPOJIb; OIPEIEIICHHE CPOKOB XPaHEHHS JOKYMEHTOB; BKIIIOYCHHUE
JOKyMEHTOB B CHCTEMY; PETHCTpanys; KIacCU(PUKALS; XpaHEHHE W 00pallleHNe ¢ JOKYMEHTaMH; TOCTYH K
JOKyMeHTaM (CBOOOHBII U OrpaHUYeHHBIN);

KoHTposb IBMKEHNUS M UCIIOIB30BaHUS IOKYMEHTOB (KOHTPOJIb IEHCTBUN, KOHTPOJIb MECTOIIOJIOKEHUS JOKyMEHTA);
oTOOp ¥ nepenaya JOKyMEHTOB Ha MOCIEAYIOIee XpPaHEHHE U YHUUTOXKEHHE.

[Tonatue 1OKyMEHTOOOOPOTa U €T0 OCHOBHBIE 3TAIIBI.

Bxopsmue, BHyTpEHHUE U UCXOAIINE JOKYMEHTBI M UX JOKYMEHTOOOOPOT.

OkcreaAnnoHHAs 00paboTKa JOKYMEHTOB, MTOCTYIAOIINX B OPTaHU3AIHUIO.

[IpenBapurenbHOE paccCMOTpPEHUE JOKYMEHTOB B ciyx0e JI0VY.

Opranusanus J10CTaBKH TOKYMEHTA.

Perucrpanus n nuaaekcanys 10OKyMEHTOB.

JIOKyMeHTBI, IoyIeKaIlIne PerucTpalyy.

PerucrpaiyioHHbIe )KypHaIbI U KAPTOUKH.

VcnionHeHne JOKyMEHTOB: CPOKH U KauecTBO.

Ortansl ¥ TEXHOIOTUSI KOHTPOJIS HCIIOJIHEHNUS IOKYMEHTOB.

CocraB JOKyMEHTOB, TOAJIEKALIUX 00513aTEIbHOMY KOHTPOJIIO HCTIOJHEHNSI.

O06paboTKa UCTIOTHEHHBIX JOKYMCHTOB.

AmHanu3, METoIbl YUeTa M COKpaIIeHUs] JOKyMEHTO000poTa.




42.
43.
44.
45.
46.
47.
48.

49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.

64.

65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
7.

78.
79.
80.

ITpuHIUIBI OpraHU3alny TOKyMEHTO000poTa.

OpraHmauI/m paguOHAJIBHOTO JBUKCHUA TOKYMEHTOB: TCXHOJIOTHYCCKAA CXEMaA IBMKCHUA JOKYMCHTOB.
JIOKyMEHTONIOTOKHU.

OOBeKTUBHBIE U CYyOBEKTUBHBIC (DaKTOPHI, BIUIOMINE Ha 00heM JOKYMEHTO000pOTA.

AHanm3 u cokpaleHne odbeMa JOKyMEHTO000pOTa Ha pa3HbIX €ro Tarax

Howmenknarypa nen. OcHOBHBIE TPeOOBaHMS K HOMEHKIIATYpE el

Orarsl pa3padOTKH HOMEHKJIIATYPHI JIeJI: OIpeielICHHE KpyTra JOKYMEHTOB JJIsl BKIIFOUEHHSI B HOMEHKIIATYpy Jel,
COCTaBJICHHE 3aTr0JIOBKOB JIEJI, PACIIOJIOKEHHUE 3ar0JIOBKOB JIe)l B HOMEHKJIAType, YCTAHOBJICHUE CPOKOB XPaHEHUS
Jell, UHAeKCalus Ae.

DkcrnepTr3a EeHHOCTH JOKYMEHTa: 0TOOp U Tepeziaya Jei Ha MOCHeAyolee XpaHeHNE WK YHHUTOXKEHHE.
Kpurepun onieHKH JOKyMEHTOB.

[Tpouenypa 1 TOKyMEHTHPOBaHHE YHHUITOKCHNUS JOKYMEHTOB.

Opranusanus TeKyIIero XpaHeHus JOKyMEHTOB, €T0 IIETH U 3aJa4H.

®dopmupoBaHue J1ei1: 001HMe TPEOOBaAHHS.

I'pynmupoBka B fie1a OTAENBHBIX KaTErOpuil JOKyMEHTOB.

[Tpoueypa XpaHeHus JOKYMEHTOB M TpEOOBAaHUsSI K HEH.

DneKTpOHHAs (OopMa CHCTEMATH3AIMU U XPAaHCHHUS TOKYMEHTOB.

[MousiTue, nenu, 3a1a4u 1 Ipouexypa oGopmiieHUs e T0ATOBPEMEHHOTO M MOCTOSHHOTO XPaHEHUSI.
BnyTpenssisa onucse nei.

Onwuch TOKyMEHTOB B JJIEKTPOHHOM BHJIE.

3HaueHne MH(POPMAIIIOHHON 0€301acHOCTH.

VcTouHMKH M KaHaIIBl pacTIpOCTPAHEHNS IEHHOW HH(OopManum.

[lepeunu cBeneHni, KOTOPBIE MOTYT M HE MOTYT COCTaBIISITh TalHy OpraHHU3aIiH.

I'pud orpannyeHus goctyma K KOH(QUASHIMAIEHBIM JJOKyMEHTaM: IIPUCBOCHHE U CHATHE TpH(a C JOKYMEHTa;
odopmienue rpuda.

OCHOBHBIE HAIPABJICHHS 3aIUTHI IEHHOW MH(GOPMAIMHU: IPaBOBast, OPraHU3alMOHHAsL, TEXHUYECKAs U TPOTrPaMMHO-
MaTeMaTH4ecKast 3aIlnTa.

Oco05Iit TOpAI0K pabOTH MepcoHaa ¢ KOHOUACHITHATEHBIMU TOKYMEHTAMHU
ApXWB: TIOHATHE, 3HaYCHNE U PYHKINU. ApXUBHBIN (DOHJ KaK 4acTh JOKYMEHTAJIBHOTO (OH/A.

ApxusHbiil pona Poccuiickoit Demeparum.

CrpyKTypa 1 3a/1aui rocyIapCTBEHHOW apXUBHOI ciry>k0b1 Poccun.

HerocynapcreeHHas 4acTh apxMBHOT'O (JOHJIA CTPAHBI.

Ilopsaok nepenadu el B apXUBBIL.

Hepezlaqa 3aKOHYCHHBIX OC€JI B apXUB OpraHu3aiuu.

CocTaB y4eTHBIX JOKYMEHTOB apXHBa.

JlokyMeHTHI 00111eTo 1 000CO0IEHHOTO XpaHEHHS.

BsanmozelicTBre rocy1apcTBEHHBIX apXHBOB ¢ KOMMEPUYECKHMH OPTaHU3ALMSIMU.

XpaHeHne 1 UCHOJIBb30BaHNE JOKYMEHTOB apXxuBoB. O0OpyHOBaHNE apXHBOXPAHHIIHIIL.

[IpoOnembl palOHAIEHOTO UCIIOJIB30BaHMSI IOMEIICHUS U YA00CTBa ONEPaTHBHOTO HCIIOJIb30BAHUS JOKYMEHTOB.
Pucku xpaHeHHs1 JOKYMEHTOB. 3aluTa MOMEIIEHUH OT NPUPOIHBIX U TEXHOTCHHBIX (DaKTOPOB, OT JIOCTyIa
MOCTOPOHHUX JIUII.

q)OpMBI HCIOJIB30BaHUA TOKYMEHTOB B ITOCYIapCTBCHHBIX U BE€IOMCTBCHHBIX apXUBaXx.

ApXUBHBIE CIIPAaBKH, APXUBHBIE KOIMHU IOKYMEHTOB, BBINUCKH U3 APXUBHBIX JJOKYMEHTOB.

YcnoBust H3BATHS TOKYMEHTOB U3 aPXHUBOB.

JMCIUIUIMHON TPeAyCMOTPEHO BBIITOIHCHHE JIA00OPATOPHBIX PadoT.

Jlaboparopuas padora Ne 1 YK-4-V1, YK-4-B, I[IK-2-VY 1, T1K-2-B1

CTaHI[apTI)I JOKYMECHTAaIUOHHOT'O obecrieueHust ynapaBJICHUA

Jlaboparopnas pabota Ne 2 YK-4-V1, YK-4-B, I[IK-2-V 1, TIK-2-B1

DopMHpOBaHHUE OPraHN3aIMOHHO-YIPaBICHUYECKUX JOKYMEHTOB

Jlaboparopnas pabota Ne 3 YK-4-V1, YK-4-B, T1K-2-V 1, [1K-2-B1

dopmHupOBaHHE TOKYMEHTOB 10 TUIHOMY COCTaBY

JlaboparopHas padota Ne 4 YK-4-V 1, YK-4-B, [1K-2-V 1, [1K-2-B1

OdopmiieHIE AETOBBIX TTHCEM

Jlaboparopnas padota Ne 5 YK-4-V1, YK-4-B, [1K-2-Y 1, [1K-2-B1

Ortansl paboThl C JOKyMEHTaMH

BerinosHeHue 1a00paTOPHBIX pabOT 3a UCKITFOUEHHEM JTabopaTtopHoii padoTsl Ne 11 Ne 4 npeaycmarpuBaet

MIpUMeHEeHHE NHPOPMAITMOHHBIX TEXHOJIOTHHA B BuAe nporpaMmsl 1C JlokymeHTO000pOT

5.3. OueHo4Hble MaTEepHAJIbI, HCIIOJb3YyeMble VIS IK3aMeHa (onucaHue OUJ1eToB, TECTOB U T.I1.)




OK3aMeH He MPeayCMOTPEH

5.4. MeToaNKa OLEHKH OCBOCHUS TMCHHIIIHHLI

3auer - Ecim cTyneHT:
- IEMOHCTPHPYET CUCTEMHOCTh M NIyOWHY 3HAHWHA M0 AUCIUILINHE, YMEHIE OPUEHTHPOBAThCA B IpobiIeMax;

-HCIIONIB3YET CIIEIUANbHYI0 TEPMUHOJOTHIO B COOTBETCTBHH C COJEpXKAaHWEM pasnena, (GopMyIupyeT W OOOCHOBBIBAET
COOCTBEHHYIO TOUKY 3pEHHS Ha OCBEIIAEMYIO IIPo0IeMy, KpUTHISCKH OTHOCHUTCS K OCBOCHHON MH(DOpMAITHH;

- BJIAJICET TE3aypyCcoOM B paMKaxX NUCIMIUIMHBI, YMEET MPOBECTH MapajUie]h MEKIY CMEXKHBIMH IUCHUIUIMHAMH, YMEET
CTHJIUCTUYECKU TPABUIEHO

M3JIaraTh MaTepual, 0OOCHOBBIBACT U ApTYMEHTHPYET CBOI OTBET.

Hesauer - Ecnu cTynenr:

- JIEMOHCTPHUPYET HEryOOKHE, HEMOJHBIC 3HAHHUS IO BOIPOCAM; HETOYHO HCIOJb3YeT HAYYHYIO TEPMHHOJIOTHIO; ClIabo
BJIAJICET TE3aypyCOM IUCIMIUIMHBL, TAaeT HEAOCTATOYHO IMOCIEIOBATENbHBIA OTBET JOIYCKAeT OIIMOKHM, KOTOPBIE HE MOXKET
HCIPAaBUTH CAMOCTOATENEHO;

WU

- IEMOHCTpPHUpPYET KpaiiHe ()parMeHTapHBIC 3HAHWS B paMKax BOIPOCOB W 3aJIaHUIL, HE OCO3HAET CBSI3b JAHHOTO ITOHSATHS,
TEOPUH, ABJICHUSA C IPYTUMH OOBEKTAMU JTUCIHILINHEI,

- HE BJIaJICET MHHUMAJILHO HEOOXOIUMON TEPMHUHOJIOTUCIH;

- IONyCKaeT rpyOble IOrn4ecKue OIMOKH, KOTOPbIe HE MOXKET UCIIPABUTh CAMOCTOSTEILHO;

N

- IEMOHCTPHUPYET OTCYTCTBHE 3HAHUI;

- HE OTBETHJI Ha BOIPOCHI WJIH 3aTPYAHSETCS BHITIONHATE IPAKTHUECKUE 3aJaHHS;

- IEMOHCTPUPYET HEYMEHHE TPAMOTHO BBICTPOUTH CBOW OTBET, HEYMEHHE 0Ka3aTh CBOIO MO3HUITHIO.

6. YA EBHO-METOANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE

6.1. Pekomenayemast aureparypa

6.1.1 OcHoBHas IUTEpaTypa

O0o3HaYeHne ABTOpBI, 3arjiaBue buoanorexka H3parenancrt
cocTaBHTe BO, T'0J1
JIH
1.1 Kysnenos | JlokymMeHTanuo DnekTpoHHas OMOIMOTeYHas cucTeMa IOpaiir,
N.H. HHOE IOpaut 2018
obecnietenme URL: https://urait.ru/bcode/412578
YIIPaBIICHUSL.
JokymeHT0000
poT U
JIETIOTIPOU3BO/IC

TBO. YUYEOHUK U
NPAKTUKYM IS

MIPHUKJIAJTHOTO
OaxanaBpuara
6.1.2 JlonmoJHUTEIbHAA JIUTEPATYpa
O0o3HaUeHHE ABTOpBI, 3ariiaBue Bbubanorexka H3paTeanct
COCTaBHUTE BO, 0]
M
n2.1 AOynamze | JlokymeHTauno | DnektpoHHas GubaMoTeuHas cuctema KOpalT IOpaiir,
Ar., HHOE [caitT]. — 2024

Bompsic | obecnesenne URL: https://urait.ru/bcode/536724

uHa 11.b., YIIpaBJIEHUSA
Macnosa TIEpCOHAJIOM.
B.M. Y4eOHUK 1
MIPAKTHKYM UTS
aKaJIEeMHUYIECKOT
0 OakanaBpuara
J12.2 I'punbepr, | JdokymeHtanuo DrekTpoHHas OUOIMOTEYHAsI CUCTEMa IOnurtu-
A.C.,HH. | nHoe «YHuBepcurerckas 6ubnuorexa» ONLINE» | Jlana,
T'opbaues ; | obecnedenne PexwuM mocTyna: mo moammcke. — 2017
0.A. yHpaBJIeHus: https://biblioclub.ru/index.php?
Myxamer page=book&id=684757
[TIHA

6.1.3 Metoanueckue pa3padoTkn



https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=684757
https://urait.ru/bcode/412578
https://urait.ru/bcode/536724

O0o03HaYeHnEe ABTOpBI, 3arjiaBue buoanorexka HzpaTeanct
COCTABHTE BO, TOJI
Jm
JI3.1 ITonsxoBa | JlokymeHTHpOBa HTB CTU HUTY «MUCHUC» CTU HUTY
E.B. HHE «MHUCHUC»,
YIpaBICHYECKO 2022
W IeITeIbHOCTH
MeTtoanueckue
YKa3aHUs o
BBITTOJTHEHHUIO
112a00paTOPHBIX
pabot
6.2. IlepeueHnb pecypcoB MHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH «IHTepHeT»
32 | Koncynprant Ilmroc http://www.consultant.ru/
6.3. IlepeyeHs MPOrpPaMMHOIO0 oGecneyeHns
1 MicrosoftWindows
112 Microsoft Office
6.4. Ilepeuyenb MHGPOPMAIMOHHBIX CHIPABOYHBIX CHCTEM U MPodecCHOHATBHBIX 043 TaHHBIX
ni | — Hayunas snextponnas 6udimoreka eLIBRARY https://elibrary.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE

7.1 YueOHas aynuTopus

[TepeueHb OCHOBHOTO 000PYIOBaHUS, YIEOHO-HATIISHBIX TOCOOHIA:
- KOMITJIEKT MeOemH ATl IPernoaaBaTes,

- KOMIUTEKT MeOenu s o0yJaromuxcs ,

- JOCKa MarHUTHO-MapKepHas,

- KOMIIBIOTEp,

- MyJIbTUMEIHA-TIPOEKTOD,

- 9KpaH.

7.2 ITomemenne 1Jist CaMOCTOAATE/ILHOI Pa0OThI 00yYarOIIMXCS

Yueonas aynutopus Ne 305

Ilepedens ocHOBHOTO 000pyIOBaHNUS, yI4eOHO-HATIISTHBIX TIOCOOMI:

- KOMITIEKT MeOeIH AJIsl TPenoaaBaTeds,

- KOMIUIEKT MeOesH aIst 00ydaroIuxcs,

- JOCKa ayJJUTOpHasl,

- KOMIIBIOTEP ISl TIPETIojaBaTels,

- KOMIbIOTeps! — 10 mT.,

- MyJIbTUMEIHA-TIPOEKTOP,

- 9KpaH.

[Iporpammuoe obecnieueHue:

- MicrosoftWindows,

- MicrosoftOffice.

B momerenun 11 caMOCTOSTENLHOM paboThl 0Oydaromuxcs UMeeTcsl MOoAKIoueHne K ceth «MHrepHeT» u
JIOCTYII B 3JICKTPOHHYIO HH(POPMaMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3altu.

8. METOANMYECKHE YKA3ZAHMUS JJISA OBYYAIOIMUXCS IO N3YYEHUIO JUCHUITIJIMHBI

I'naBHas 3a7a4a JEKIUH AUCIMUIUINHBI «/[JOKyMEHTHPOBaHUE YIPABICHISCKON ACATEIBHOCTI» aTh HEOOXOMMbIN yUeOHbIN
MaTepua o KOHKPETHOU TeMe U MOCTABUTh INIABHBIE MPOOIIEMBI.

CTpyKTypa JEKIMOHHOTO Kypca BKIIIOYAeT B ¢e0sI BCTYMUTEbHY0, OCHOBHYIO U 3aKTIOUYHUTEIBHYIO YaCTH.

Kaxxnas jekius pa3pabaThiBaeTCs C yUCTOM:

— Xapakrepa, COCTaBa U yPOBHS IIOATOTOBKHU ayAUTOPUU,

—YTO M B KAKOM 00BhEME OBIIIO H3yUIEHO CTYACHTAMH PaHee IO POJCTBEHHBIM THCIMIUTHHAM;

— B OTIpe/IeTIEHUH MECTa U3y9IaeMOi JTUCIUILTHHEI B y9eOHOM ITPOIecce OATOTOBKU CTY/ICHTA.

CozepraHue JEKIHH TOIDKHO OBITH TIPEIBAPUTEIBHO OCBEIIECHO BHAYANIE 3aHSATHS B COOTBETCTBUH C TUIAHOM JICKIIHH.
CamocrosTenpHas paboTa HampaBieHa HA YCBOCHHUE CHUCTEMbI HAYYHBIX U MPO(ECCHOHATBHBIX 3HAHUMA, (OPMUPOBAHUS
YMEHHI ¥ HAaBBIKOB, MNPHOOPETEHHE OMbITA CAMOCTOSTENLHON JEATENbHOCTH B cdepe CaMOOpraHu3alud U
camM0o00pa3oBaHuUs.

IMocne w3ydeHWss KaxIOro pasjiena MUCIHUIUIMHBI CTYACHTOM BBITIONHSETCS JabopatopHas paboTa, 3aKperuIsIOIHe
TOJIYYCHHBIC TCOPETUYCCKNUE 3HAHUA.







