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BnagumuposHa

Ot kadbeppbl cocTaBuTeEns: UnbuHcknin ropb
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1 BBEAEHUE K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb gucumnnuHbl: chopMMpoBaTh KOMMNETEHLMU O0y4YatoLerocs B 06racT TEXHONMOMMM U OpraHu3auum
Jenonpou3BoactBa Anst obecneyeHust 3QEKTMBHOM CUCTEMbI MOATOTOBKM [OKYMEHTOB ANs  0OCHyXMBaHUS
yrnpaBneH4Yeckon AesTeNbHOCTH, U3yYeHne NPUHUMNOB paboThbl, XpaHEHUSA N YHUUYTOXEHMSA JOKYMEHTOB

1.2 3apauv QUCLUUNNUHBI:

- 03HAaKOMUTb C OCHOBHbIMU MpaBuUnaMu NOAroTOBKU [OKYMEHTOB 1 AoKyMeHToobopoTa, paboThl ¢ AOKYMeHTaMu
(koppecnoHaeHUMEN), UX XPaHEHUS Y YHUUTOXEHWS;

- chopmmMpoBaTh BUAEHME CTPYKTYPbI NogpasgeneHnii 1 yHKUMOHanNbHbLIX 0653aHHOCTEN OOSHKHOCTHBLIX ML,
y4acTBYIOLLUX B MOATOTOBKE U paboTe ¢ JOKyMeHTamu;

- MO3HAKOMUTb C COBPEMEHHOW OPraHU3aLMOHHOW N 3MEKTPOHHO-BLIYUCIIMTENBHON TEXHUKOW U cpeacTBaMu
CBS1311, NporpamMMamMu Ansi opraHM3auum 4OKyMeHToo60opoTa KOMMNaHuy;

- cChOpMMPOBAaTL HaBbIKM COCTaBMEHNsI JOKYMEHTOB B NpoLecce KaapoBoro Aenonpon3soacTea;

1.3 TpeboBaHus K NnpeaBapuTeNibHOM NOAroTOBKe 06y4aloLwerocs:

I'Ipe,uBaleTeanaﬂ noAroToBKa npegnonaraeT co3gaHne OCHOBbI AONA CbOpMVIpOBaHVIﬂ KOMMeTeHunn, YKa3aHHbIX
B . 2, npn n3yv4eHnmn ancunninH:

[lenoBble KOMMYHUKaLMK 1 OKYMEHTUPOBaHWE

OpraHu3saunoHHoe noeseaeHue

YnpasrneHue 4enose4yeckuMmn pecypcamm

OpraHu13aLnoHHO-NPaBOBbIE OCHOBbI NPeANPUHUMATENLCTBA

OcHOBbI NpeanpPUHUMAaTENLCKOM AesATeNbHOCTH

Mpon3BoacTBEHHAsA NpakTUKa (MpakTyKa No NofyYeHuo NPogPeCcCMoHarbHbIX HABLIKOB)

2 KOMNETEHUMN OBYYAIOLWWEIOCs, ®OPMUPYEMbBIE B PE3YJNIbTATE OCBOEHUA OUCLUUMNNHDbI

MK-3: Cnoco6eH B paMKax AesATeNbHOCTU MO yrpaBreHUIo YerioBe4eCKUMM pecypcamm npeanpusiTum u
NPOEKTOB OCYLIECTBNATL NOUCK, NpUBNeYeHne, Noa6op U oT6op NepcoHana
3HaTb: OCHOBHbIE MPUHLUMIMbLI OpraHn3aLmmn JOKYMeHToo60poTa B cdhepe ynpaBrieHnsl YeNoBeYeCkMMM pecypcamm

YMeTb: Paspa6atbiBaTh Y COCTaBMATb OOKYMEHTbI NMPU OpraHM3aumm OCyLLEeCTBsATL noucka, Npuenedexus, nogéopa u
oT6Gopa nepcoHana

Bnapgetb: HaBblikamy MOAroTOBKM AOOKYMEHTOB B ccbepe ynpaslieHnAa 4ernoBeYeCKnMn pecypcamun npennpudatna Unm
npoekTa

3 PE3YNIbTATbI OBYYEHUA NO AUCUUNNUHE

KoHTakTHas
paboTta

MHHOoBAaL.

dopmbl
3aHATUN

CP
Nek. Mp. | (4acbl)
(vacel) | (4achbl)

HaunmeHoBaHuWe u cogepxaHve pasgenos, TeM
N y4ebHbIX 3aHATUN

CewmecTtp
(kypc onsa 3A0)

Paspen 1. OcHoBHble TpeboBaHua K
0opMIEHMNIO yrnpaBreH4YeCcKmx
(opraHm3aunoHHO-pacnopsaanTernbHbIX)
OOKYMEHTOB
Tema 1. OCHOBHble TMOMOXEHUS Mo
OOKYMEHTUPOBaHMIO ynpaBrneH4yeckomn
0EeATENbLHOCTN. YHudmkaums 7] 2 10,75 rn
cTaHgapTusaums yrnpaBneH4yeckmx
OOKYMEHTOB 4
Tema 2. Buabl [OKYMEHTOB U UX
Knaccudukaums
Tema 3. MpaBuna odopmMneHus
yrnpaBneH4yecKnx (opraHusaumnoHHo- 1 10,5 rn
pacnopsianTenbHbIX) JOKYMEHTOB
UTtoro B cemecTpe (Ha kypce ans 3A0) 4 32

KoHcynbTauum 1 npomexyTodHas attectaums
- HeT
Pasgen 2. OpraHusaums 4oKyMmeHToo6opoTa B
KagpOBOM [eMN0onpon3BoacTBe
Tema 4. MNoHATME M NPUHUMMBLI OpraHu3auum
AokymeHToo6opoTa. [Mopsgok obpabotku| S
BXOASLLMX U UCXOOALMX JOKYMEHTOB 1 15 ra
MpakTuyeckoe 3aHATME: PaboTta B BXoadLen
N ncxogsawen goKymeHTaumemn

1 10,75 ra




Tema 5. loHATME M cuUCTeMbl perucTpauum
OOKyMeHTOB. ®opMbl M NOPSAOK perucTpaLmm
OOKYMEHTOB

MpakTnyeckoe 3aHsATUE: OpraHusauus
paboTbl C AOKYMEHTaMy B KOMNaHWK

Paspen 3. Cneuuduka u TpeboBaHus K
KagpOBOW JOKYyMEHTaLun

Tema 6. VIHCTpYKUKNA MO AOKYMEHTMPOBAHMUIO
yrpaBneH4yeckon pgesTenbHocTn. Tabenb
dOpM  OOKYMEHTOB,  MPUMEHSIeMbIX B
opraHmsaumm

MpakTnyeckoe 3aHsaTHE: Tabenu B
yrpaBneH4YecKkon AeaTenbHOCTU Mo Kagpam
Tema 7. Pabota ¢ [okymeHTaumewn no
NNYHOMY  COCTaBy WU  OpraHu3aLMOHHO-

15

ra

17

ra

pacrnopsanTenbHON JOKYMeHTaumen 1
lMpakTnyeckoe 3aHATUE:

KaapoBblX JOKYMEHTOB

OcHoBHblE  BUAbI

UTtoro B cemecTpe (Ha kypce ansa 3A0) 4

17

ra

KOHch'IbTaLI,MI/I M NPpOMEXyTOo4YHaA atrectauma

64

(3auver) 0.25

Bcero koHTakTHasa pabota n CP no

OVUCLMMNIMHE 8.25

96

4 KYPCOBOE NPOEKTUPOBAHUE

KprOBOe npoekTnpoBaHune y‘-le6HbIM nnaHom He npeayCcMoOTpeHo

5. ®OH OLIEHOYHbIX CPEACTB ANA NPOBEAEHUA MPOMEXYTOYHOM ATTECTALIUK

5.1 OnucaHue nokasartesnier, KpUTEPMEB U CUCTEMbI OLLeHUBAHUA pe3yNibTaToOB 00y4YeHus
5.1.1 NokasaTtenu oueHUBaHUA

Koa HanmeHoBaHuMe oueHOYHOro
MokasaTenu oueHnBaHUA pesynbTaToB 0b6ydeHus
KOMMeTEeHUUN cpencrtea
dopmynunpyeT TpeboBaHMS K OpraHusaumMmM [OOKyMeHTooGopoTa B
PMynnpy P P H AOKy P Bonpocbl ans YCTHOro
KaJpOBOM [,eonpon3BoaCTBE NpoekTa
cobecefoBaHus

CocTtaBnsieT 1 npoBepsieT OCHOBHble DOPMbl IOKYMEHTOB MO KaapOBOM

MK-3 poBep ¢bopMel AOKY AP Bonpockl anga tectupoBaHuns

paboTte

Co6GupaeT HeoGXxoaMMyo UHGOPMaLMIO OANa NOAroTOBKA [OKYMEHTOB
Nno KaapoBOMY AEeNOonpon3BOACTBY

MpaKT1Ko-OpMeHTMPOBaHHOE
3agaHue

5.1.2 Cuctema n KpuTEpPUN OLleHUBaHUSA

LWkana oueHBaHuns

Kputepun oueHMBaHUA CHOPMMUPOBAHHOCTI KOMMETEHLMI

YcTHoe cobecenoBaHmne

MucbMeHHas paboTa

3auTeHo

Ob6yyatowwmiica npoaeMOHCTpUpoBan
3HaHue OCHOBHbIX noaxonos K
OopraHmsaumm OOKyMeHToob6opoTa, 3HaHue
OCHOBHbIX TpeboBaHWW K opraHu3auum wm
cdopm  OgokymeHToB. B pgoctaTouHOM
cTeneHun BnageeTt TEPMUHONOINMEN, OCBOMU
OCHOBHbIE PEKOMEHOOBaAHHbIE WUCTOYHUKM
MHdopMaLmK. Honyckatotcs
HEeCyLLEeCTBEHHblE OLWMOKM B OTBETax Ha
BOMpPOCHI Npenogasarens.




HecnocobHocTb cchopmynmpoBaTb
npasuna opraHusaumm
OOKYMeHTOO60opoTa, HEe3HaHWEe OCHOBHbIX
OpM [OOKYMEHTOB, HE3HaHWE OCHOBHbIX
He 3ayTteHo TEPMMWHOB. OrtcyTcTBME LLenoCcTHOro
npeacTaBneHns o NnpegMeTe ANUCUUMNIUHGI.
CyLiecTBeHHble OWMOKN MM npobenbl no
3HAUUTENbHOMW  YacTWU  NPUHUMNMANbHO
Ba)XXHbIX BOMPOCOB NpeaMeTa.

5.2 TunoBble KOHTPOJbHbIE 3aA4aHUA UMK UHbIe MaTepuarbl, HEO6GX0ANMbIE ANSl OLleHKN 3HAHUN, YMEeHUN,
HaBbIKOB U (MNK) oNbiTa AeATEeNIbHOCTH
5.2.1 Nepe4yeHb KOHTPONbHbLIX BONPOCOB

Ne n/n | ®dopmMynnpoBKM BONPOCOB
Kypc 5

1 [okymeHTaLnoHHoe obecneyeHne ynpaBneHus, ero 3agadv, yHKunm
HopmatusHble gokymeHTol (TCOOY, FTOCTh). MoHATME cTaHgapTu3aumu
1 yHUdrKaumm
Knaccudukauma JOKyMeHTOB
PekBn3nTbl ynpaBneH4Yecknx AOKyMEHTOB. PeKB13nTbI aBTopa, UX
odopmneHve
CornacoBaHune fOKyMeHTOB. YaocTtoBepeHue AoKyMeHTOB. OTMETKM Ha AOKyMEHTaXx.
TpeboBaHus K TeCTy JOKYMEHTa.
BnaHk. Bugpl 6naHkos. TpeboBaHus k GnaHkam JOKYMEHTOB.

PacnopsigutenbHble 4OKYMEHTHI. [Mprka3sbl N0 OCHOBHOWM AEATENbHOCTMY.
PacnopsiokeHus.

NHopMaLMOHHO- cipaBoYHble OKYMEHTbI. [JoknagHble, 00 bACHUTENbHbIE
3anuckn. Cnpaeku.

10 AKTbI, ux Buabl. CocTaBneHne akToB.

11 MpoTokonbl 3aceganun, coelaHuin. MNonHasa n kpaTkast opMbl NPOTOKONA.
12 [enosas nepenucka.

13 [lokyMeHTMpOoBaHVe NpoLeCCOB ABWKEHNS KaapoB.

14 Mpwrkasbl N0 NMMYHOMY COCTaBy.

15 JInyHoe 3asBneHne. BegeHne nNnyHbIX KapToYek.

16 Tpynosow 4Orosop.

17 BepneHue TpyaoBbix kHuKek. OcpopmneHme nuyHbIX gen.

18 TexHonorust paboTbl ¢ fokyMeHTamu. OpraHusaums JokymeHToobopoTta. Pernctpaums JOKYMEHTOB.
19 KoHTporb UCNonHeHs1 AOKYMEHTOB.

20 HomeHknatypa gen. Cuctematusaums gen. dopmmpoaHme gen.

o |IN|ojo|l M WO DN

5.2.2 TunoBble TeCTOBbIe 3aAaHNA

B kayecTBe agpecarta MOryT BbICTynaTb

- opraHusauum,

- CTPYKTYpHble NnoapasaeneHns opraHusauuu,
- DOMMKHOCTHbIE N1ua,

- husnyeckue nuua.

PervcTpauuy nognexuT
- BCA IOKyMEHTaLMs1, MOCTynalwLas B opraHnsaumio
- He BCS AOKYMeHTaLus, nocTynatoLlas B opraHusaumio

XKypHanbHasa bopma MoxeT BbITb UCNONb3oBaHa 3PHEKTUBHO B OpraHmn3aLmsx

- ¢ HebonbLlwKM 06beMoM AokymeHToobopoTa — Ao 1000 gokyMeHTOB B rof, a Takke ANns yyeTa crneumanbHbIX
BMAOB AOKYMeHTaumm, Tpebytowen 0coboro BHUMaHUS K MX COXPaHHOCTH,

- ¢ HebonbwKM 06beMoM JoKymeHToob6opoTa — fo 10000 goKyMEHTOB B rof, a Takke Ans yveTa crneunanbHbIX
BMAOB AOKYMeEHTaumm, Tpebytowen 0coboro BHUMaHUS K X COXPaHHOCTH,

- ¢ 6onbwnm o6bemMoM fokymeHToobopoTa — oT 1000 4OKYMEHTOB B rog,

- ¢ 6onbwmm o6bemom fokymeHToobopoTa — oT 10000 gokyMeHTOB B rof,



5.2.3 TunoBble NPaKTUKO-OPMEHTMPOBaHHbIE 3aAaHus (3agaym, KeUchbl)

1. Tpukas — NpaBOBOW aKT PyKOBOAWUTENSI OpraHun3aLmn unm ero 3aMectuTenen, cogepxaiumi obssarenbHoe
ONsl UCMOSIHEHUS MOPYYEeHWEe ANsi NOAYMHEHHBIX CTPYKTYPHbIX MOAPA3AeneHu, OOMKHOCTHLIX fML U pPsioBbIX
paboTHukoB. [MoarotoBbTe MNpuKas O COKpaLLEHUWM LuTaTa COTPYAHMKOB, KOTOPLIM OyaeT noanucaH 3amecTuternem
reHeparnbHoro gupektopa MeaHosbim U.L. 01 29.10.20___

2. CnpaBka — 9TO OOKYMEHT, cogepXallmMin onucaHue n MNoATBEepPXOEHWE TeX MMM MHbIX (PaKkToB M COObLITUN.
CnipaBku ObIBalOT ABYX BUOOB: OOHM CO- AepXaT MHopMaumio 0 dakTax U cobbITUsX cryxebHoro xapakrepa, apyrve
BbIJAIOTCSA 3aMHTEPECOBAHHBIM rpaXaaHam v y4pexaeHUsiM A4S yaOCTOBE- PEHUSI TOTO UITU MHOTO OPUAMYECKOro (hakTa.
Bonee MHOrouucneHHyto rpyn- ny COCTaBnstOT crnpaBku BToporo Buga. OHM BblaloTCA exeaHeBHO. OTO CnpaBku O
NOATBEPXKAEHMN MecCTa y4ebbl U paboTbl, O 3aHNMMaeMOW AOMKHO- CTU, 3apaboTHONM nNnaTe, MeCTE NPOXMBAHUS, HANUYNK
WKOMBEHLEB U T. 4.

MogrotoBbTE CNpaBKy 0 TOM, YTO MeHempkep MNeTpoB A.A. paboTtaeT B opranm3aumm ¢ 03.10.2020 no HacTosiee
BpeMsi, KoTopas byaeT npegocTaBrneHa no Mecty TpeboBaHus.

5.3 MeToanuyeckne matepuanbl, onpeaenstolme npouenypbl oLleHMBaHUA 3HaHUWA, YMEeHUI, BNaAeHU (HaBbIKOB
1 (MNK) NPaKTUYECKOro onbiTa AeATENIbHOCTH)

5.3.1 YcnoBusa Aonycka o6yt|a|ou4eroc9| K npomemyTquoﬁ aTrecTaumMmn v nopAanoK nMKkBugaumm aKageMunyeckom
3a40J1IKeHHOCTU

[MpoBegeHe NPOMEXYTOYHON aTTecTauum pernameHTUPOBaHO foKanbHbIM HOpMaTuBHbIM aktom CII6IYMNTA
«[NonoxeHne o NpoBeAEHUN TEKYLLIETO KOHTPOMS YCNeBaeMOCTH U MPOMEXYTOYHOM aTTecTaumm obydaroLwmnxcs»

5.3.2 ®opma npoBeaeHUs NPOMEXYTOYHOM aTTecTauum No gucumnnmHe

YcTHas X MucbmeHHas

KOMI'IbIOTepHOG TecTnpoBaHune UHas

5.3.3 Ocob6eHHOCTU NpoBeaAeHUs1 MPOMEXYTOYHOM aTTecTaumMm No gUCUUNIIMHe

3aueT npoxoaut no Bonpocam. [lpu packpbiTum Bonpoca HeobxooumMo Takke Mo4pobGHO npeacTaBUTb
nHopmaumio n TpeboBaHNst K NTOArOTOBKE JOKYMEHTOB. Bpemsi Ha noaroTosky - 20 MUHYT.

6. YYHEBHO-METOOAMYECKOE N UH®OPMALMUOHHOE OBECNEYEHWE OUCLUUNIUHDbI
6.1 YyebHas nutepatypa

ABTOp 3arnasue | MN3paTenbcTBO [og nspaHus | Ccbinka
6.1.1 OcHoBHas y4yebHas nuTepaTypa
LLinbaes, 1. B. lMpaBoBoe  perynupoBaHue . http://www.iprbooksh
3IEKTPOHHOIo Caparos: Bysosckoe 2016 op.ru/57260.html
obpasoBaHue
AokymeHToobopoTa
Pomanenko, M. T, |Ananus cuctem| Craspononb: Cesepo- http://www.iprbooksh
LWarposa, I'. B. 3IIEKTPOHHOIO KaBkasckuin 2018 op.ru/92675.html
AokymeHToobopoTa denepanbHbIn
yHUBEPCUTET
6.1.2 lononHuTenbHas y4yebHas nutepartypa
YurupuHosa M. B. OpraHusauus cucTeMsl Cankr-MeTep6ypr: http://publish.sutd.ru/
[OKyMeHToobopoTa B Marnom crerynTa ’ 2020 tp_ext_inf_publish.ph
busHece p?id=202048
KapawnHckas C. B. OpraHu3aLumnoHHo- http://publish.sutd.ru/
ynpaBneHyeckue ctpartermm un cne.: cnieryntg 2013 tp_ext_inf_publish.ph
AOoKyMeHToo60poT p?id=2559
lNycatHukoea, [. E.,|Kagposas cnyxb6a http://www.iprbooksh
3axapkuHa, O. W, |npegnpuatus. CapaTos: Kopnopauus op.ru/10555.html
LLUntoBa, M. A. [enonponseoacTteo, P - hopriopatl 2012
«dunnonb»
AoKymeHToob60opoT "
HopmaTvBHas H6asa




6.2 MNepe4yeHb NpodeccnoHanbHbIX 6a3 AaHHbLIX U NH(OPMALMOHHO-CMPABOYHbLIX CUCTEM

NHdopmaumoHHasa cuctema «EamMHoe okHO JocTyna K obpasoBaTenbHbIM pecypcam. Pasgen. MHdopmaTuka n
NMHOPMaLMOHHbIE TEXHONOMMM» [ONekTpoHHbIM pecypc]. URL: http://window.edu.ru/catalog/?p_rubr=2.2.75.6

depnepanbHbIi obpasoBaTenbHbI nopTan «3koHomuka Coumornornsa MeHemxkMeHT» [ONeKTPOHHbIA pecypc].
URL: http://ecsocman.hse.ru

basza paHHbix MuHakoHompaseutna PP «MHdpopmaumoHHble cuctembl MuHucTepctBa B ceTu UHTepHeT»
[BnekTpoHHbIn pecypc]. URL: http://economy.gov.ru/minec/about/systems/infosystems/

Basa oTkpbITbiX gaHHbIX MuUHTpyaa Poccun [OnekTpoHHbin pecypc]. URL:  https://rosmintrud.ru/opendata

MwuHucTepcTBo akoHOomuueckoro passutus  Poccuiickon ®Pepepauun. PegepanbHas rocygapCTBeHHas
NHopMaLMoHHas cuctema TeppuTopuansHoro nraHMpoBaHusA [OnekTpoHHbIn pecypc]. URL:
https://fgistp.economy.gov.ru/

OneKkTpoHHO-6MbnmoTeyHas cucrema IPRbooks [AnektpoHHbI pecypc]. URL: http://www.iprbookshop.ru/

6.3 MNepeyeHb NULEH3UOHHOIO U CBOGOAHO pacnpoCcTpaHsAeMoro NporpamMmHoOro oéecrnevyeHus
MicrosoftOfficeProfessional
Microsoft Windows

1C:MpeanpusTtre 8. KomnnekT Ans obyyeHns B BLICLUMX U cpedHUX y4ebHbIX 3aBeaeHusix. Mpoaaxa no orosopy
C y4ebHbIMU 3aBeieHUsIMM 06 UCMONb30BaHUM B y4eGHOM MNpoLecce No 3asiBkam

6.4 OnncaHue maTepuanbHO-TEXHUYECKOMN 6a3bl, HEO6X0AMMOW ANA OocylLlecTBNEeHNA obpa3oBaTenbHOro
npouecca no gucumnnuHe

Ayautopus OcHalleHne

MynbTMeauiiHoe 06opyaoBaHWE, KOMMbIOTEPHAs TEXHWKA C BO3MOXHOCTBIO MOAKIOYEHNS K
KomnbloTepHbIn knacc [cetTn  «MHTepHeT» 1 obecrnedeHMem [ocTyna B 3NEKTPOHHYIO  MH(OPMALMOHHO-
obpasoBaTenbHyto cpeay

MynbTumeguinHoe obopyaoBaHue, cneunanmanpoBaHHas mebenb, Jocka
NeKuMoHHas y 1) pya ) ] p , 4

aygnTopus
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