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Pabouas mporpaMmma JUCHUILIUHBI

JIOKyMEHTHPOBAaHHUE YIIPABJICHYECKOM AeATEJIbHOCTH

3akperuieHa 3a kadeapoi Kadeapa )xoHOMHKH,yIIPaBJIeHHsI U OPTaHU3ALUH TPOU3BOJICTBA
Hampagnienne noaroToBku 38.03.019xoHOMUKA

[Ipodmms DKOHOMUKA PEINPHUITHNA U OPTaHU3AIAHA

Kpamuduxanus BbakaaaBp

®dopma o0yueHus Qunas

OO6mas TpyJa10€MKOCTh 33ET

Yacos 1o y4eOHOMY IUIaHy 108 @DopMBbI KOHTPOJIS B CEMECTpax:

B TOM YHCIIE: 3auer 2

ayIUTOPHBIC 3aHATHS 34

caMoCTOsTeNIbHAs padoTa 74

JacoOB Ha KOHTPOJIb

Pacnpenenenue yacoB gucuumuinnbl no Cemecrpam

Cemectp 2 Htoro

Bun 3asnstuii YII| PII VII PII
Jlexuuun 17 17 17 17
JlabopaTopHble 17 17 17 17
KonrakTHas pabora 34 34 34 34
Cam. pabota 74 74 74 74
Yackl Ha KOHTPOJIb - - - -
HUroro: 108 | 108 108 108
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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

o1 02.04.2021 Ne 119 0.8.)

CocraBneHa Ha OCHOBaHWH yueOHoro ruraHa 2024 royna Habopa:

38.03.01 DxoHOMUMKA,
[Tpodmnbe: DxoHOMHUKA MIPEANIPUATHN U OpraHU3alii, yTBepkaeHHOro YuensiM coBetom CTU HUTY «MUCHUC»
23.06.2026r., mpotokoi Ne 38.

Pabouas nporpamMmMa o00peHa Ha 3aceqaHnu Kadeapbl
DKOHOMMKH, YIIPaBJICHHS ¥ OPTaHM3aIMH POU3BOICTBA

naumenosanue kageopvl

[Iporokoin ot «27» mas 2026r.Ne 05.

3aB. kagenporrt  DYuOII -~ 0O.A. HoBukogBa

abbpesuanmypa HauMeHoGanus Kagpeopsl noonuce H.0. Damunus

«27» mas 2026 T.

PyxoBomurens OITOIT BO

3aB. Kadeapoi, KaHIUIAT SKOHOMHUIECKUX e

HayK, JOLIEHT O.A. HoBukoBa
Q07ACHOCTY, YU.CTI., Y14.36. noonuce .0, Panumus

«27» mas 2026 .



1. IIEJIM OCBOEHUSA

Llenb - u3y4eHne TEOPUH U NMPAKTHKU JOKYMEHTAalMOHHOI'O OOECIICUEHHUS YIPaBICHHUS B YUPEKACHHS, OPraHU3AMAX U
Ha TIPEINPUATHAX PA3TUIHBIX POPM COOCTBEHHOCTH.
3amaun JUCIUTUTHHEI:
- (dopMHpOBaHHE CUCTEMBI TEOPETHYECKHUX ¥ METOAOJIOTNUECKUX 3HAHUI OCHOB
- JOKYMEHTHPOBaHU MH()OPMALUH C y4ETOM KOMIETEHTHOCTHOT'O [TOJX0/1a;
- (opMHpOBaHHE CUCTEMBI TCOPETHUYCCKHUX ¥ METOAOJIOTNUECKUX 3HAaHHH Pa3paboOTKu
- JOKyMEHTaluH, 00ecreyrBaronIell peali3aliio YIPaBIeHUYSCKUX PeLICHHH;
- (opmupoBaHue MpeACTaBICHNI O MPUHINIIAX, IPABIIIAX U TEXHOJIOTHIX
- JOKyMEHTaI[HOHHOTO 00eCHeUYeHus! yIpaBIIeHus;
- mpuoOpeTeHHe 00y4aroIMMHKCs 3HaHUK 1 yMEHUH IPUMEHEHUsI IPABIJI JOKYMEHTHPOBAHUS
- uH(pOpMAaIUU NIPU COCTABJICHUHU IOKYMEHTOB Pa3JIMUHbIX CHCTEM JIOKYMEHTALIUHU U HX
- aHaIN3a;
- OCBOCHHE HAaBBIKOB IIPOCKTHPOBAHUS YHU(DUINPOBAHHBIX (OPM TOKYMEHTOB, CUCTEM
- JOKyMEHTalUuH ¥ MH)OPMALMOHHO-TOKYMEHTAIMOHHON CUCTEMBI YUPEXKICHHS B [ICTIOM.

2. MECTO B CTPYKTYPE OBPA3OBATEJIbHOM NPOTPAMMBI

Iuka (paznen) OIT: | F1.B

2.1 TpeGoBaHus K NpeIBAPUTEIbHOI MOATOTOBKE 00Y4YAIOIIEerocs:
2.1.1 Teopusi MEHeIKMEHTA
2.2 JAucuuniaunel (MO1YJ/JAH) U NPAKTHKHU, AJI KOTOPHIX OCBOEHHE JAHHON M CUMIJIMHBI (MOYJ151) HEOOX0AMMO

KaK IMpeIliecTBYIoIee:

2.2.1 OKOHOMUKA IPEANPUATHI

2.2.2 | Yyer uMyniecTBa NPEANPUATHSA. YUET JCHESKHBIX CPEICTB U PAaCUETOB NPEAPUSITHS

2.2.3 | Y4er HCTOYHUKOB 00pa30BaHMs UMYIECTBA NpeanpusiTHs. byxranrepckuii puHAHCOBBIN y4eT U OTYETHOCTD

2.2.4 | OpraHu3zanusi, HOpMHUPOBAHUE U OILJIATa TPya

2.2.5 | JlenoBele KOMMYHHUKALIUU

3. AHIUKATOPHI ®OPMHUPOBAHWA KOMITETEHIIA,
COBMEIEHHBIE C PE3YJbBTATAMU OBYYEHUWS IO JUCIIUIIJINHE

YK-4: Cioco0eH ocymecTBJIATH AeJI0BYI0 KOMMYHHKAIIMIO B YCTHOH 1 MUCbMEHHOM (popMax Ha rocy1apcTBeHHOM
s3bIke Poceniickoii @egepannu 1 HHOCTPAaHHOM(BIX) fA3bIKe(aX), 3P PeKTUBHO PYHKIMOHMPOBATH B HAIINOHAJILHOM
H MEKAYHAPOAHOM KOJUIEKTHBAX HHANMBHUAYAJIBHO H KAK WIEH KOMAaHAbI

3HaTh: YK-4-313HaTh OCHOBHBIE IPUHIIUIIBI AETI0BOH KOMMYHHUKAIIMH B YCTHON M MUCBMEHHON (hopMaxHa
roCyIapCTBEHHOM si3bIke Poccuiickoit denepanmu m nHOCTpaHHOM(BIX) SI3bIKe(aX
YMeTs: YK-4-Y1 YMerpb UcIoap30BaTh HOPMaTHBHBIC U TPABOBBIE JOKYMEHTHI, OTHOCSAIINECS K OyXynien

poheCCHOHATBLHON IS TEIBHOCTH

Brnaners: | YK-4-B1 Bnaners HaBbikamMu (opMHUpOBaHHMS JIOKAJIBHBIX HOPMaTHBHBIX JOKYMEHTOB yIIPABICHYECKOTO
XapakTepa

IIK-2: CnocofeH ocyniecTBIAATh AHAJIUTHYECKYIO 1eITeJILHOCTh B IpodeccHOHAIBLHOI cdepe: ocylIeCTBIATH
JAeHeKHbIe H3MepeHUs 00bEeKTOB OYXraJTepcKoro yuera, TeKyIy H HTOTOBYI0 T'PYNIHPOBKY (paKToOB
X0351/iCTBEHHOM KU3HM, COOMPATh, AHATU3UPOBATH H HHTEPNPETUPOBATH (PUHAHCOBYIO, OyXIraJITEPCKYI0 M HHYIO
HHPOPMALMIO U HCNOJIb30BAThH MOJY4YeHHbIC CBeICHHS JUIS IPHHATHS YIPABJCHYECKUX PelleHui

3HaTh: [1K-2-31HopMaTHBHBIE aKThl ¥ TIEPBHYHBIE TOKYMEHTHI oOecrieunBatomye nHpopManuen uis IpUHATHS
YIPABJIEHYECKUX PELIECHUI
VYMeTsh: [IK-2-Y1 YMeTs HCIIoNp30BaTh JOKyMEHTAIBHBIE HICTOYHUKH obecnieueHus nHpopManuei s

AHATUTHYECKYIO AEATENFHOCTE B MPO(eCCHOHATBHON cdepe

Bnagers: | I1K-2-B1 Bnanets HaBBIKaMu(hOpMHUPOBAHUS YIIPABICHISCKON JOKYMEHTAIINH IS 00eCTICUeHIS
yIPaBIEHYECKOH AeSITeIbHOCTH




4. CTPYKTYPA U COJEP)KAHUE

Jlutepatypa ul

Kon HaumeHoBaHHUe pa3aeaoB U TeM / KomnuectBo| KommereHnu Ipumeua
3aHATHSA BH/I 3aHATHS/ Cemecrp JacoB | DJCKTPONHbBIE)  © o
pecypcesl
Paznea 1. IIpaBoBas 6a3a
JOKYMEHTAIlHOHHOT0 00ecreYeHust
ynpasJeHHsl
1.1 TeopeTuueckre OCHOBBI OPraHU3alUH 2 2 YK-4-3 1 JI1.1J12.2
JOYV. IlpaBoBas 6a3a IK-2-31
JOKyMEHTAI[IOHHOTO 00eCIeYeHUs
ynpasienust. /Jlex/
1.2 2 4 YK-4-V1 J1.1J12.2
Jlaboparopuas pabdora Ne | YK-4-B1 JI3.1
CrannapThl JOKYMEHTAI[HOHHOTO TIK-2-V1
obecrieuenus ynpasnerns/Jlad/ [IK-2-B1
1.3 2 2 YK-4-3 1 J1.1J12.2
Cuiryx6a TOKyMEHTallMOHHOTO
[1K-2-31

obecnieueHus ynpasieHus /JIex/

1.4 2 16 YK-4-31 J1.1J12.2

[1K-2-31 JI3.1

OcBoeHHE TEOPETUIECKOTO YVK-4-V1

marepuanan. 1.1-1.3 Tlogroroska VK-4-B1

nHPOPMaNOHHBIX coobmienuit /Cp/ [IK-2-V1
[1K-2-B1

Pazgen 2. JloKyMeHTHpOBaHue

yYIpaBJIeHYECKOH JesiTeIbHOCTH

2.1 Knaccudukanus ynpaBieHUECKHX 2 2 VK-4-3 1 JI1.1J12.2
JnokyMeHToB/JIek/ TIK-2-31 JI2.1

2.2 Opraau3anoHHO-YTIPaBICHIECKHE 2 2 YK-4-3 1 JI1.1J12.2
JIOKyMeHThI/JIex/ T1IK-2-31

23 JlabopaTopnast padoTa Ne 2 2 4 VK-4-V1 JI1.1J12.2
®DopMUPOBaHHE OPraHU3AIIOHHO- VYK-4-B1 JI3.1
YIpaBJICHYECKUX TOKyMeHTOB/JIab/ [IK-2-V1

[TK-2-B1

24 JokymeHTansHOE 0popMIIeHHE 2 2 YK-4-3 1 JI1.1J12.2
TPYIOBBIX OTHOIICHUH./JIek/ [IK-2-31 J12.1

2.5 Jlabopatopnass  pabora Ne 3 2 2 YVK-4-V1 JI1.1J12.2
®opMupoBaHUE  JOKYMEHTOB  IIO YK-4-B1 JI2.1JI3.1
JIUYHOMY cocTaBy /J1a0/ IK-2-V1

[1K-2-B1
2.6 Jenoseie nmuceMa /JIex/ 2 2 VK-4-3 1 JI1.1J12.2
[K-2-31

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

OdopmiieHIE IEIOBBIX THCEM YK-4-B1 JI3.1
[IK-2-V1
[1K-2-B1

2.7 2 34 YK-4-31 J1.1J12.2

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

OcBoeHUE TEOPETHIECKOTO
YK-4-Y1

Matepuana 1. 2.1-2.7 I[lonrotoBka VK-4-B1

nHpopManMoHHbIX coodmenuit /Cp/ K-2-Y1
I1K-2-B1




Pazgen 3. Opranmsanus padoTsl ¢
JOKYMeHTaMH

3.1 JIOKyMEHTOIIOTOKHU: TEPMHHOJIOTHS, 2 YK-4-3 1 JI1.1J12.2
XapaKTEPUCTHKA IIOTOKOB, [K-2-31
TIPUHINIIBI, TOKA3aTEIIH.
Opranuzanus JOKyMEeHTo000poTa
/Jlex/
32 dopmuposanue aein. OdopmieHne 3 YK-4-3 1 JI1.1J12.2
nen. [Topsnok mepegadn Aen B apxXuB T1K-2-31
OpraHM3alyy. Y HIYTOKCHNE
JOKyMEHTOB C HCTEKIINMHU CPOKAMH
xpaHenus /JIex/
33 JlaboparopHas padoTa Ne 5 5 YVK-4-V1 JI1.1J12.2
Oransl paboTkl ¢ TokymeHTamu/J1a6/ YK-4-B1 JI3.1
[K-2-Y1
[1K-2-B1
34 OcBoeHue TEOPETHYECKOTO 24 YK-4-31 J1.1J12.2
marepuana 1. 3.1-3.3IloaroroBka T1K-2-31 JI3.1
nHpOpMannoHHBIX coobmenuit /Cp/ VK-4-V1
YK-4-B1
[TK-2-Y1

[1IK-2-B1




5. ®OH/1 OHEHOYHBIX MATEPHUAJIOB

5.1. Bonpocsl 11 cCaMOCTOSITEJIbHOI MOATOTOBKH K IK3aMeHy (3a4€Ty ¢ OLIeHKOii)

DK3aMeH He MPeayCMOTpeH

5.2. TlepeueHb paGoT, BHINOJIHIEMbIX 110 TUCHHUTIIIHHE

Temartuka 111 TOATOTOBKH MH(DOPMAIMOHHBIX coobmennit 1 BeictymuieHunst Y K-4-31,1TK-2-31, YK-4-V1, YK-4-B, I1K-2-
V1, IIK-2-B1
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41.

ITonsTue noxymenTa. IlepBble COXpaHUBIIHMECS TOKYMEHTHI B ICTOPHH YEJIOBEYECTBA.

Msuoroo6pasue GpopM cOBpeMEHHOH JOKYMEHTAIIHH.

JlokyMeHTHUpoBaHNe UHQOPMALIUH.

JlokyMeHTHpOBaHUE OIepaluii ¢ JOKYMEHTaMU M POLIECCOB YIPABJICHUsI JOKYMEHTaAMH.

ITonsiTHE M COCTaB HOPMATUBHO-METOANYECKOM 0a3bl JOKYMEHTHPOBAHUS YIIPABICHUECKONW ACATEIBHOCTH.
3akoHOmaTENbCTBO PP B 00/1aCTH TOKYMEHTHPOBAHHUS YIPABICHUECKOH 6. IESTENBHOCTH.

I'paxnanckuii kogeke PO, Tpynosoii kogekc PO, Yronosusliil koaeke PO o 1okyMeHTax,cONpPOBOXKAAIOLIUX
TPaXIAHCKHE U TPYIOBbIE OTHOIICHHUS, O IPAaBOHAPYLICHUX B JIOKyMEHTHPOBAHUHYTIPABICHIECKON IESTEIbHOCTH.
HopmaTusHbIe npaBoBble akThl PO o crangapruzanmum, nHGopManuu 1 HHGOPMATH3aLUK,IOCY1apCTBEHHOH 1
KOMMEpYecKo! TalfHaxX, apXuBax M apXUBHOM JIeJie, CBSI3M U [TOYTOBOM CBSI3U U JIp.

KyMynsTHBHBIN (HAKOIMTENBHBII) TOTOK JOKYMEHTAIMHU - «OYMaXKHBIH OyM», €ro NPUYMHBI 1 OCHOBHBICITYTH €r0
COKpAIIICHHS.

ITonuTHKa yrpaBieHUst JOKyMEHTaMH.

Crparerns ynpaBieHHsI JOKYMEHTaMH B OPTaHU3ALUH.

YHu¢uKanus u cCTaHIapTH3aLUs JOKyMEHTHPOBAHUSL.

Jlenonpon3BOICTBO U apXUBHOE IEJIO.

Cucrema cTaHIapTOB 110 HHPOPMAIHUK, OMOIMOTEYHOMY U M3/1aTEIbCKOMY eIy

[MonsiTue u coctaB pekBU3UTOB. TpeboBaHUs K 0YOPMIICHHIO PEKBU3UTOB.

OdunmanbHO-IEI0BON CTUIIb — (QyHKIMOHAIIbHASI Pa3HOBUIHOCTD 53bIKa B chepe yIpaBieHuUsI.

O6ure TpeOOBaHUS K SI3BIKY M CTHIIIO M3JIOKEHHSI JOKYMEHTA: TIOJIHOTA (MUHUMAJIbHAS JOCTATOYHOCTH)
MHPOPMALIUHU, CMBICIIOBAs TOYHOCTH H3JIOKEHHS, TaKOHI3M 20. OPMYITHPOBOK, OJHO3HAYHOCTH TOJIKOBAHHUS,
HEWTpaibHast SKCIIPECCUBHAs OKpacKa, TEMaTHIECKast OrPaHUICHHOCTh B TPUMEHEHHH SI3BIKOBBIX CPEJCTB H JP.
Jlexcrka TOKyMEHTOB: HACHIILICHHOCTh TEPMHHAMH; COOTIOICHNE HOPM COYETAEMOCTH CJIOB, TEHACHINUS K
YHHA(HUKAINUHT CIIOBOCOYETaHUH B THIIOBBIX CUTYallMsIX, CIIOJIB30BaHKE PeUeBbIX KiHlIe (ppa3eosorn3mMos).
YnoTpeOieHue coB B OHOTHITHBIX MaJIeKHBIX (pOpMax.

OrpaHuueHHOE YIOTpeOICHUE TT1aroIoB B INYHON (opMe.

YcrpaHeHue omrOOK U pelieHue 3bIKOBBIX POOJIeM NpH 0(OPMIICHHH JTIOKYMEHTOB.

[MonuTHKa yrpaBieHus JOKYMEHTaMH OpraHu3alii: He00X0JUMOCTh U MPEUMYIIECTBa, peryupyomascpena u
OTBETCTBCHHOCTD.

[TpuHONTB! pa3paboTKK MPOTPAMM yIIPABICHUS JOKYMEHTAMH.

OO0mme XxapaKTepUCTHKN TOKYMEHTHBIX CHCTEM.

[TpoekTupoBanue 1 BHEAPEHHNE JOKYMEHTHBIX CHCTEM: IOKYMEHTHPOBAHNE OIIEPAIlHii; 3aIIUTa MaTePHAIbHBIX
HOcHTeNel nHPOpMaLnK; JOCTYIL, TIOMCK U NCIIOJIb30BAHNUE; XPAHCHNE U YHUUTO)KEHHE IOKYMEHTOB.
MeTo010THs TPOSKTUPOBAHUS U BHEAPECHUS JOKYMEHTHBIX CHCTEM: IIPEIBApUTEIbHOE 00CIeI0BaHNE; aHAIN3
JICIIOBOH J1eATeIbHOCTH; ONpeieieHne TpeOOBaHUH K TOKYMEHTaM; OLIEHKA CYIIECTBYIOLIUX CUCTEM; ONpe/ielieHue
cTpaTeruii cobmoneHus TpedoBanuii 33. K JOKyMEHTaM; IPOSKTUPOBAHNE TOKYMEHTHOM CHCTEMBI; BHEAPCHHE
JIOKyMEHTHOM CHCTEMBI.

IIpekpamienne NpUMEHEHNS TOKYMEHTHBIX CHCTEM.

IIpouecce! ynpaBieHus: JOKyMEHTaMH U KOHTPOJIb; ONPE/IEICHIE CPOKOB XPaHEHHS JOKYMEHTOB; BKIIIOUCHHUE
JIOKyMEHTOB B CHCTEMY; PETHCTpalys; KiIacCu(HUKaLs; XpaHEHHE 1 00paleHNe ¢ JOKYMEHTaMH; TOCTYI K
JIOKyMEHTaM (CBOOO/IHBIN M OrpaHUYEHHBIH);

KoHTponb JBIKEHHUS U HCIIOIB30BaHUs IOKYMEHTOB (KOHTPOJIb JEHCTBUH, KOHTPOJIb MECTOIOJIOKECHUSIOKYMEHTA);
0TOOp U nepefada JOKYMEHTOB Ha IOCIIEAYIOIIee XpaHeHHe U YHUUTOKEHHE.

[MonsiTue TOKyMEHTOOO0POTa U €r0 OCHOBHBIE ATAIIBI.

Bxopsmye, BHyTpeHHUE U HCXOASAIINE JOKYMEHTHI U UX JOKYMEHTOOOOPOT.

OkcreaninonHas 00paboTKa JOKYMEHTOB, IOCTYIAIOMINX B OPTaHU3AIHIO.

[IpeaBapuTenbHOE pacCMOTpPEHHE JOKYMEHTOB B ciyx0e JIOVY.

Opranuzanus JOCTaBKU JOKYMEHTA.

Perucrpanust n nHAEKCcanus TOKyMEHTOB.

JIOKyMEHTBI, MOJUIeXKaIlINe PETHCTPALNH.

PerucrpauyoHHble )KypHAaJIbl U KAPTOUKH.

HcnonHenue 10KyMEHTOB: CPOKH M Ka4eCTBO.

OTarsl ¥ TEXHOJIOTHSI KOHTPOJISI HCIIOJIHEHUS IOKYMEHTOB.

CocTaB JOKyMEHTOB, TIOIEKAIINX 0053aTEIEHOMY KOHTPOIIO NCTIOTHEHUS.

O06paboTKa HCIIOTHEHHBIX TOKYMEHTOB.

AHan3, MeTO/Ibl YUeTa U COKpaIleHHUs IOKyMEHT0000poTa.
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[TpuHIMTIBI OpraHU3aluy JOKYMEHTO000pOTa.

OpraHmaumI PpadroOHAJIBHOTO ABMKCHHUA JOKYMEHTOB: TCXHOJIOTUYECKAA CXEMaA JIBMKCHUA JOKYMCHTOB.
JIOKyMEHTONOTOKH.

OOBEeKTUBHBIC U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOMINE Ha 00hEM JOKyMEHTO000pOTA.

AHanm3 1 cokpaleHne oobeMa JOKyMEHTO000pOTa Ha pa3HbIX €To 3Tarnax
Howmenknarypa nen. OcHOBHBIE TPeOOBaHMS K HOMEHKJIATYpE JIell.

Orarbl pa3pabOTKH HOMEHKIIATYPHI JIeJI: ONpeiesIeHHE Kpyra JOKYMEHTOB ISl BKIIIOUCHHSI BHOMEHKIIATYpY e,
COCTaBJICHHUE 3ar0JIOBKOB JIEJI, PACIIOIOKEHHE 3aT0JIOBKOB JIe]l B HOMEHKJIATYPe,yCTAHOBIEHHE CPOKOB XPAHEHUS JelL,
WHJIEKCALHST JIeJ1.

DkcnepTr3a IIEHHOCTH IOKYMEHTa: 0TOOp M Tiepeaya Aej Ha MOCNeAyolee XpaHeHNE Iy HUUTOXKEHHE.
Kpurepun oneHKH JOKyMEHTOB.

[Ipouenypa 1 JOKyMEHTHPOBAaHUE YHHUTOKCHHUS TOKYMEHTOB.

Opranuszanus TeKyIero XpaHeHUs! JOKyMEHTOB, €T0 e U 3aJa49H.

®dopmupoBaHue Aei: 00Iue TpeOOBaHUS.

I'pynmnupoBka B fena OTAENBHBIX KaTeropuil JOKyMEHTOB.

[pouenypa xpaHeHHs JOKYMEHTOB ¥ TPEOOBaHUS K HEH.

DrekTpoHHas GpopMa CHCTEMATU3AIIMH U XPAHCHHUS TOKYMCHTOB.

[MousiTre, neny, 3a1a4u 1 npoueaypa opopMIICHHs IeJT 0JITOBPEMEHHOTO U MTOCTOSTHHOTO XPaHEHHSI.
BryTpenHssis onucse nei.

Onwce TOKyMEHTOB B JJIEKTPOHHOM BHIIE.
3HaveHne MHHOPMAITMOHHOW 6E301TacHOCTH.

VlcTouHMKH M KaHaJIBl paciipoCTpaHeHUs IEHHOW MH(OPMAIIHH.

[lepeunu cBeneHn, KOTOPBIE MOTYT U HE MOTYT COCTABIISITh TalHy OpraHHU3aIHH.

I'puc orpannvenus goctyna K KOHQUASHIIMANTEHBIM JOKyMEHTaM: IIPUCBOCHHE U CHATHE TpH(da CIOKyMEHTa;
odopmienue rpuda.

OCHOBHBIE HAIIPaBJICHHS 3aIIUThI IEHHOW MH(OPMAIMK: TIPABOBAasi, OPraHU3aIIMOHHAsI, TEXHUYECKAst UIPOrPaMMHO-
MaTeMaTHYecKas 3aIluTa.

Oco05Iit TOpAI0K paboTHI TepcoHaa ¢ KOH(QHUICHINAIEHBIMU TOKYMEHTAMU
ApXWB: IOHSTHE, 3HAUYCHNE N QYHKINU. APXUBHBIN (OH] KaK 9acTh JOKYMEHTAJIBHOTO (hOHAA.

ApxuBHsbIit o Poceniickoit @enepanum.

CtpykTypa 1 3aauil TOCYAapCTBEHHON apXUBHOM ciry»Obl Poccun.

HerocynapcTBeHHast yacTh apXMBHOTO ()OH/IA CTPAHBI.

ITopsinok nepenauu A€l B apXUBBIL.

Hepezlatla 3aKOHYCHHBIX JI€JI B apXUB OpraHru3arvuu.

CocraB y4eTHBIX JOKYMEHTOB apXHBa.

JokyMeHTHI 0011er0 1 000COOICHHOTO XpaHeHHS.

B3anmopaeiicTBre rocyapCTBEHHBIX apXUBOB C KOMMEPUYECKUMH OPTaHHU3AIHSIMH.

XpaHeHHE 1 HCIOIb30BaHNE JOKyMEHTOB apXxuBoB. O0OpyIoBaHNE apXUBOXPAHHIIHIIL.

[TpoGemMb! panMoHaTFHOTO UCTIONB30BAHMS TIOMELIEHHSI U Y100CTBa ONIEPaTUBHOTO MCIIOIB30BAHHUSAIOKYMEHTOB.
Pucku xpaHeHHs1 TOKYMEHTOB. 3alyTa MOMEIEHNH OT IPUPOJHBIX U TEXHOTEHHBIX (DaKTOPOB, OTAOCTYIIA
TMMOCTOPOHHUX JINII.

q)OpMBI HCIIOJB30BaHUA TOKYMEHTOB B IOCYIapCTBCHHBIX U BEIOMCTBCHHBIX apXHBaXx.

ApXUBHBIE CITPaBKHU, apXUBHBIE KOIHH JTOKYMEHTOB, BBINMCKHI U3 apXUBHBIX TOKYMEHTOB.

YcnoBus n3BSATHS TIOKYMEHTOB U3 aPXHBOB.

JIMCcIUTUTMHON PEAYCMOTPEHO BHIMTOHEHHE JTA00PaTOPHBIX padoT.

Jlabopatopuas padora Ne 1 YK-4-V1, YK-4-B, T[1K-2-Y 1, [1K-2-B1

CTaH}IapTH JOKYMCHTAIMUOHHOTO obecreueHus YIipaBJICHUA

JlaGoparopnast pabota Ne 2YK-4-V1, YK-4-B, T1K-2-VY 1, I[1K-2-B1

®opMHUpOBaHKE OPraHU3AINOHHO-YIIPaBICHYECKUX JOKYMCHTOB

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

DopmupoBaHHUE TOKYMEHTOB 110 JMYHOMY COCTaBy

Jlabopatopnas padota Ne 4YK-4-V1, YK-4-B, [1K-2-VY 1, [TK-2-B1

OdopmiteHHE JETOBBIX THCEM

Jlabopatopnas padota Ne 5YK-4-V1, YK-4-B, [1K-2-V 1, TIK-2-B1

Orarnsl paboThl C TOKyMEHTaMH

BeinonHeHHe 1a00paTOpHBIX paboT 332 UCKIIIOUCHHEM J1abopaTopHO# padoThl Ne 1u Ne 4 mpeaycmarpuBaet

pUMeHeHrne HH(POPMAIOHHBIX TeXHOJIOTHH B BUAE porpamMmsbl 1C JIokyMeHT0060pOT

5.3. OueHo4Hble MaTEePHAJIbI, HCNIOJIb3YyeMble VISl IK3aMeHa (onucaHue O1J1eToB, TECTOB U T.IL.)




OK3aMeH He MpeLyCMOTPEeH

5.4. MeToaNKa ONEHKH OCBOECHHS JUCIUILIHHEI

3auer - Ecnu crymeHT:
- JAEMOHCTPHPYET CHCTEMHOCTb UIITyOHHY 3HAaHHUH 110 JUCHUIUINHE, YMEHHE OPUEHTHPOBATHCS B ITpodIemMax;

-ACIOJIB3YETCIENATIbHYI0O TEPMUHOJIOTHIO B COOTBETCTBHM C COJEpXKaHHEM paszena, (opMyIupyeT HOOOCHOBBIBACT
COOCTBEHHYIO TOUKY 3pCHHS Ha OCBELIAEMYIO POOIEeMy, KPUTHIECKHOTHOCHTCSI K OCBOSHHOM MH(popManuy;

- BJajeeT Te3aypycoM B paMKax JMCLMIUIMHBI; yMEETIIPOBECTHIIAPAILIIETbMEKIYCMEKHBIMUIUCIUIIIMHAMM;
CTHJIMCTHYECKH MPAaBUIBHO

u3JaraTh Marepua, 000CHOBBIBAET U apryMEHTHPYET CBOH OTBET.

Hesauer - Ecnu ctynenrt:

- JIEMOHCTpUpPYET HeriyOOKHe, HEINOJHbIe 3HAHMS IO BOIPOCAM; HETOYHO HCIOJBb3yeT HAay4yHYH TEPMUHOJIOTHIO; ciabo
BJIaJIeeT T€3aypyCcOM OUCLUIIMHBI; AA€T HEIOCTATOYHO IOCIEJOBATEIbHBIN OTBET MOMYCKAeT OIMMOKH, KOTOPhIE HE MOXKET
HCTIPaBUTH CaMOCTOSATEIBHO;

WIH

- IEMOHCTpUpYET KpaiiHe (hparMeHTapHbIC 3HAaHUS B pPaMKax BOIIPOCOB M 3aJaHUI; HE OCO3HAET CBS3b JAHHOTO INOHATHSA,
TEOPHH, SBJICHUS C JPYTUMU 00bEKTaMU JANUCLIUILINHEI;

- HE BJIaJIeeT MUHUMAJILHO HEOOXOJMMOH TEPMUHOJIOTHEH;

- IOIyCKaeT rpyOble JIOrHYeCcKne OIMOKH, KOTOPhIE HE MOXKET UCIPABUTh CAMOCTOSTENBHO;

NI

- IGMOHCTPHUPYET OTCYTCTBUE 3HAHUH;

- HE OTBETHJI Ha BOIPOCHI MU 3aTPyIHIETCS BBIIIOIHATH IPAKTHUECKHE 3aJaHN;

- IEMOHCTPHPYET HEYMEHHE IPAMOTHO BBICTPOUTH CBOM OTBET, HEYMEHHE JOKAa3aTh CBOIO MO3HIHIO.

yMeer

6. YYHEBHO-METOANYECKOE U HH®OPMAIIMOHHOE OGECIIEYEHUE

6.1. Pexomenayemas aureparypa

6.1.1 OcHoBHasi TUTEpaTypa

O0o03HaYeHHe ABTOpBI, 3arJiaBue bubanoreka HM3nareancrt
COCTaBHUTE BO, T'0JT
JIH
JI1.1 Kysnuenos | JlokymeHTanuo OrekTpoHHas OMOJIMOTeYHast CHCTEMa IOpaiir,
N.H. HHOE KOpaurt 2018
obecrevenne URL: https://urait.ru/bcode/412578
YIpaBJICHUS.
JlokyMeHT0000
poT u
JIEIIOTIPOU3BOJIC
TBO. YUEOHHK U
MPAKTUKYM IS
MIPHUKIIATHOTO
OakajaBpuara
6.1.2 JlonoJIHUTEIbHAS JIUTEPATYpa
O06o3Ha4YeHHe ABTOpBI, 3arJiaBue Buodaunorexka HN3pareancr
COCTaBHUTE BO, I'0JI
JIH
2.1 AOynanze | Jlokymentauno | DnektponHas 6ubiuoTeuHas cuctema KOpamuT IOpaiir,
AT, HHOE [caitT]. — 2024
Bompsbi | obecneuenne URL: https://urait.ru/bcode/536724
nHa 1.b., YIIpaBIIECHUSA
Macnosa MEPCOHAIIOM.
B.M. VY4eOHUK H
MPAaKTUKYM IS
aKaJgeMAIECKOT
0 OakanaBpuaTa
J12.2 I'punbepr, | JokymeHTaIHO DneKTpoHHAs OMOIHOTEUHAS CUCTEMa IOnuTH-
A.C.,H.H. | unoe «Yuusepcuterckas ouonmorexa» ONLINE» Jlana,
I'opbaueB ; | obecrnieuenue Pexwm gocTyma: 1mo moxamucke. — 2017
O.A. YTPaBIEHAS: https://biblioclub.ru/index.php?
Myxamer page=book&id=684757
IIMHA

6.1.3 Merogunueckue pa3padoTKku



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

O0o03HaYeHHE ABTOpBI, 3arJiaBue buoanoreka H3narenncT
cOCTABHUTE BO, IO/
JI
J3.1 [Tonaxosa | JloxkymeHTHpOBa HTb CTU HUTY «MUCHUC» CTU HUTY
E.B. HHE «MUCHUCy,
YIpaBICHIECKO 2022
i
neATenbHOCTHM
€TOJUUYECKHE
yKa3zaHUs o
BBITOJIHCHUIO
mabopaTOPHBIX
pabor
6.2. IlepeyeHnb pecypcoB HHGOPMALMOHHO-TEJIeKOMMYHUKANIMOHHOH ceTn «IHTepHeT»
32 Koncynprant [lmoc http://www.consultant.ru/
6.3. [lepeyeHb NPOrpaMMHOro odecneyeHus
IT1 MicrosoftWindows
112 Microsoft Office
6.4. Ilepeuens nHGOPMANMOHHBIX CMPABOYHBIX CHCTEM M MPOodecCHOHATBHBIX 023 JAHHBIX
ni | — Hayunas snexkrponnas 6ubmmoreka eLIBRARY https://elibrary.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE

7.1 YueOHasi aynuTopus

[lepedeHb OCHOBHOTO 000pYIOBaHUS, YI€OHO-HATIISIAHBIX TOCOOHI:
- KOMIUIEKT MeOeIH I IIperiogaBatels,

- KOMIUTEKT MeOeIH IIsl 00yJaroImuxcs ,

- IOCKa MarHUTHO-MapKepHasi,

- KOMITBIOTED,

- MyJIbTUMEIMa-TIPOEKTOP,

- DKpaH.

7.2 IoMemmenne A1 caMOCTOATEILHOI padoTHI 00yUaIOLIUXCS

YueOnas ayauropus Ne 305

[lepeuenb ocHOBHOTO 000pYAOBaHMS, yUEOHO-HATIISAJHBIX TOCOOMA:

- KOMIUIEKT MeOeH ISl pernoiaBaTes,

- KOMIUIEKT MeOent U1 00y4aromuxcs,

- IOCKa ayJIUTOpHasI,

- KOMITBIOTEP JJIs TPEeTiojiaBaTedis,

- KoMIproTepsl — 10 mT.,

- MyJIFTUMEIHA-IIPOSKTOP,

- DKpaH.

[IporpammHuoe obecniedenue:

- MicrosoftWindows,

- MicrosoftOffice.

B momereHnn Ui caMOCTOATENBHOM pab0Thl 00yYarOIMXCsl UMEeTCsl MOJKIIoUYeHHe K cetu «VHTepHeT» u
JIOCTYII B 3JICKTPOHHYIO0 HH(QOPMALIMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3aIUH.

8. METOAUYECKHE YKA3AHMUA UISI OBYYAIOIIUXCS 11O U3YYEHNUIO JUCIUITJINHBI

I'naBHas 3a1aya JEKUMH IUCHUIUIMHBI «JOKYMEHTHPOBaHKE YIIPaBICHYECKOH AEATEIBHOCTI» aTh HEOOXOIUMBIH yIeOHBIN
Marepua 1o KOHKPETHOW TeMe U IMOCTaBUTh INIaBHbIE IPOOJIEMBI.

CrpyKTypa JEKIHOHHOTO Kypca BKJIIOYaeT B ce0sl BCTYIUTENbHYI0, OCHOBHYIO U 3aKIIIOUUTEIbHYIO YaCTH.

Kaxxnas nexuust pazpabaTeIBaeTCs C y4eTOM:

— XapakTepa, COCTaBa ¥ yPOBHS MOJATOTOBKH ayIUTOPHH;

— 9TO U B KaKOM 00BbEMeE OBLIO N3yUEHO CTYACHTAMH paHee MO POJCTBEHHBIM IUCIUILTHHAM;

— B ONIPEJEIICHUH MECTa N3y4aeMON TUCIUIUTMHEI B Y4€OHOM Tpoliecce MOArOTOBKH CTYICHTA.

ConeprkaHue JIEKIN TOIDKHO OBITH NMPEIBapUTENIFHO OCBELICHO BHAYAJIE 3aHATHS B COOTBETCTBHH C IUTAHOM JICKIIUH.
CamocrosiTensHas paboTa HallpaBjieHa Ha YCBOGHHE CHUCTEMBI HAYYHBIX M NPO(ecCHOHANBHBIX 3HAHUH, (HOPMUPOBAHUS
YMEHHH ¥ HaBBIKOB, IPHOOPETEHHE OMNbITa CAMOCTOSITENILHOM JeSTeNIbHOCTH B cepe CcaMOOpraHu3alud M|
caM000pa3oBaHus.

ITocne wm3ydyeHWs KaxIoro pasieiia AMCLMIUIMHBI CTYACHTOM BBIIONHAETCS JabopaTopHas paboTa, 3aKperuisoime
MOJTy4EHHbIE TEOPETUUECKHUE 3HAHUSL.







