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1. HEJIX OCBOEHUMSA JUCHUTIINHBI

1.

[EY

CoopMupoBaTh CHCTEMY MpPEACTaBICHUS O JOKYMEHTOOOOPOTE, IPHBUTH HABBIKU YIPaBIECHUS JOKYMEHTOO00POTOM
IIOCPEJICTBOM aHaAJIM3a HH(OPMAILIMU O BHYTPEHHEM JIOKYMEHTOOOOPOTE, O COBEPLICHCTBOBAHHH OpraHU3aluN
JOKYMEHTalMOHHOTO 00eCIeYeH s IPOEKTOB.

2. MECTO JUCHUIIITUHBI B CTPYKTYPE OOII

Lk (paszen) OOIL: [B1.B.11B.02

2.1|TpedoBaHus K NpeaBapUTEIbLHOI MOATOTOBKE 00y4aOIIEroCs:

2.1.1|udopManioHHBIC TEXHOJIIOTHH B MCHEJDKMEHTE

2.1.2|lenoBble KOMMYHUKAIIIH

2.1.3|YnpaBieHue 4eoBEYeCKIMH PecypcaMu

2.1.4|Pycckuii S3bIK U KyJIbTYpa pedn

2.1.5|Y4eOHas npakTHKa,03HAKOMUTEIIbHAS

2.2| IucuuMIIMHbBI U PAKTHKH, JJISI KOTOPBIX 0CBOEHHE JIAHHOMN THCHHUIUINHBI (MOIYJIs1) HEOOX0AUMO KaK
npeJuiecTBylOIeE:

2.2.1 HpOI/ISBO,HCTBeHHaﬂ IpaKTHUKa, TEXHOJIOTUYECKas (HpOGKTHO-TGXHOHOFI/I'{CCKaﬂ)HpaKTI/IKa

2.2.2|Opranuzanys npeAnpuHAMATEILCKON AeATEIbHOCTH

2.2.3|Yupasienue cHaOXKEHUEM U COBITOM

2.2.4|TIpon3BoiCTBEHHAS MPAKTHUKA, TPEIAUIUIOMHAS

3. KOMIIETEHL{Y OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMS JUCLIAIITAHBI
(MOZYJIST)

IIK-4.3: OuenuBaet npouecc A0KYMEHTHPOBAHHUS YIPaBJIeHYECKOI 1esITeJILHOCTH U COBEPIIEHCTBYET YIIPaBJIeHHe
JIOKYMEHT0000pOTOM

3HaTb:

VYpoeens 1 [+

B pe3yabTaTe 0CBOCHUA IUCHUIIIMHBI oﬁyqamnmﬁcsl JOJIZKEH

3.1|3unarth:

3.1.1|reopeTHueckie OCHOBBI JOKYMEHTOBEICHNS, TCPMUHOIIOTHIO, 331a4H, 3aKOHOATENbHYIO M METOAUYECKYIO Oazy
perynupoBaHus JOKYMEHTO000pOoTa, IOCTPOECHHE anmnapara ynpasieHus ciyxost 10V,

3.1.2|ocHOBBI pa3pabOTKK U BHEAPEHHS TPOLIEAYP PErYIUPOBAHHS JOKYMEHTAIMOHHOTO 00ECIICYCHHUS YIIPABIICHUS,

3.1.3|cucTeMy BHYTPEHHETO U BHEIIHETO JOKYMEHTO000pOoTa

3.2|Ymertn:

3.2.1|oueHnBaTh MpoIeCC YIPaBICHYECKO eI TEeNbHOCTH;

3.2.2|ucnonb30BaTh CTAHAAPTHI M APYTUE HOPMATUBHbIE aKThI IPU CO3JaHUH BHYTPEHHEN CUCTEMBI JOKyMEHTallNY;

3.2.3|oprann3oBaTh paboTy JOKYyMEHTO00OPOTa Ha MPEINPUITHY;

3.2.4|obecnieunBaTh JOKYMEHTaMH pa3iIMYHbIe IPOLETYPhI JOKYMEHTO000POTA,;

3.2.5|ucnonp30BaTh CpeacTBa O(I)I/ICHOﬁ AaBTOMAaTHU3alun, METOAbI U CPEACTBA YIIPABJICHUS SJICKTPOHHBIMH JOKYMECHTaMU;

3.2.6|bopMupoBaTh 1ea 1 NOATOTABIMBATE JOKYMEHTHI K Iiepeaye Ha apXUBHOE XPaHSHNS,

3.3|Baagern:

3.3.1|uHCTpyMEHTaMH COBEPUICHCTBOBAHHMS YIIPABICHUES JOKYMEHTO000POTA,;

3.3.2|kynbTypoil MPUMEHEHUSI HHCTPYMEHTOB JIOKYMEHTHPOBAHWSL;

3.3.3|HaBBIKaMu pabOTHI ¢ HOPMAaTHBHO-CIIPABOYHOM JINTEPATYpOl 1 Oa3aMH IaHHBIX;

3.3.4|HaBBIKaMH PabOTHI C BHYTPEHHUMHU TOKYMEHTAMH;

3.3.5|HaBBIKAMH COCTABIECHHS KapOBOIl OTYETHOCTH;

3.3.6|HaBbIKaMu /1€7I0BOTO OOIIEHHS U 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

4. CTPYKTYPA U COJAEPKAHUE JTUCIUIIJIMHBI (MOYJIS)

Kon HanmeHoBaHue pa3genos u Tem /Bujg | Cemectp / | Hacos | Komneren- | JIutepatypa IIpnmevyanne
| 3angaTHA 3anaTHd/ Kvpe 10401

Pazgen 1. JlokyMeHTALTHOHHOE
obecneyeHne ynpapJieHUs: H ero
HOPMATHBHO-MeTOoIn4YecKas 6a3a, Kak
(aKTOpBI COBEPIICHCTBOBAHUS
yIpaBJieHHs JOKYMeHT0000poTOM




1.1 JlokyMeHTaI[MOHHOE 00ecIIeueHHe I1IK-4.3 |JI1.1J12.1 J12.2
YIpaBIEHUS, MOHSITHE HOPMATHBHO- JI2.3J13.1 JI3.2
MeToandeckas 6aza /Jlex/ JI3.3

€]

1.2 JlokyMeHTannoHHOE o0ecrieueHne K-4.3  |JI1.1J12.1 JI2.2
YIpaBIEHUS U €r0 HOPMAaTHBHO- JI2.3J13.1 JI3.2
MeToandeckas 0aza, Kak GpakTopsl JI3.3
COBEPILCHCTBOBAHUS YIIPaBICHUS 0102233
nokymeHrooboporom /Cp/

1.3 CpaBHUTENBTHBIY aHAJIHM3X MPABOBOH U
MeToanYecKoi 6a3bl /J1ab/

Paznen 2. lokymMeHTALMOHHOE
obecnedyeHune ynpasJjeHus, ciay:xoa 10Y

21 CucreMa ynpasJIeHHUs] TOKYMEHTO000pOTOM MK-4.3  [JI1.1J12.1 J12.2
/J1ex/ JI2.3713.1 J13.2

J3.3
22

2.2 M3yueHue cxeM IBHKEHUS IOKYMEHTOB, MK-4.3  [JI1.1J12.1 J12.2
(hyHKIMOCANBbHBIE 0053aHHOCTH CITYKOBI JI2.3713.1 J13.2
YO /J1a6/ J3.3

219233
2.3 CocTaBIleHHE CXEM JIBIKEHUS, TIK-4.3  |J11.1J12.1 J12.2
palroHaNbHBIN 10KyMeHTo000poT /Cp/ JI2.3713.1 JI3.2
JI3.3
219233
Pa3nea 3. Opranusanus
AOKYMEHT0000pOTA, TEXHOJIOT U
PalMOHAIILHOTO IBUKEHUS JOKYMEHTOB

3.1 Opranuzaiys J0KyMeHT0000poTa, MK-4.3  |JI1.1J12.1 JI2.2
TEXHOJIOTHSI PAIlIOHATBHOTO ABMKEHUS JI12.3J13.1 JI3.2
JIOKYMeHTOB /JIex/ JI3.3

33

3.2 Opranuzaiys J0KyMeHT0000poTa, MK-4.3  |JI1.1J12.1 JI2.2
TEXHOJIOTHSI PAIlIOHATBHOTO JIBYDKEHUS JI12.3J13.1 JI3.2
JoKyMeHToB /J1a6/ JI3.3

2109233

3.3 Opranu3zanys JOKyMeHT000opoTa, MK-4.3 [JI1.1J12.1 J12.2
TEXHOJIOTHS PALIMOHATIBHOTO JIABMKEHUS JI12.3J13.1 J13.2
JOKYMEHTOB OepeXKIIMBBIT JI3.3
JIOKYMEHT000O0POT, JIOTUCTUYECKUK CXEMbI 2109233
/Cp/

Paznen 4. Pernctpanusi A0KyMeHTOB H
Opranu3anuoHHO-HHGOPMAIMOHHOTO
00CTyKUBAHUS

4.1 Perucrpanust JoKkyMEeHTOB U MK-4.3  |JI1.1J12.1 JI2.2
OpTaHM3aIMOHHO-HH(POPMAIMOHHOTO JI2.3J13.1 JI3.2
obcyxuBanus /Jlex/ JI3.3

o1

4.2 Perucrparyisi JOKyMEHTOB U MK-4.3 [JI1.1J12.1 J12.2
OpraHu3aMOHHO-UH(POPMAITTOHHOTO JI2.3J13.1 JI3.2
obciyxuBanus /J1a6/ JI3.3

0105233




4.3 Perucrpanus 10KyMEeHTOB 1 MK-4.3  |JI1.1J12.1 J12.2
OpraHU3alMOHHO-UH(POPMALIMOHHOTO JI2.3J13.1 J13.2
o0cyxuBanus /Cp/ JI3.3

313233
Pazgen 5. Oprann3anmonHo-
pacnopsiiuTeJbHble JOKYMEHTBI, KaK
0CHOBA 3(PPEKTHBHOIO YIIPABJIEHYECKOI0
npouecca
5.1 Cucrema J0KyMeHTaluK opranu3anyu /JIex/ MK-4.3  |JI1.1 J11.2J12.1
JI12.2 J12.3713.1
JI3.2J13.3
5.2 CocraBieHre pa3InIHbIX BUIOB IK-4.3  |JI1.1 JI1.2J12.1
JOKyMeHTOB /J1a6/ J12.2 J12.3J13.1
JI3.2J13.3
3233
5.3 Pa3paboTka nmakera 1okymeHTOB /Cp/ IK-4.3  |JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
213233
Pa3znen 6. KontpoJb HcnotTHeHUsI
JOKYMEHTOB
6.1 KoHTposb ucnonHeHus 10KyMeHTOB /JIex/ MK-4.3 |JI1.1 JI1.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
6.2 KouTtponbs ncnonueHus 10KyMeHToB /J1a6/ IK-4.3  |JI1.1 J11.2J12.1
JI12.2 J12.3J13.1
JI3.2J13.3
313233
6.3 KouTtpons ncnonuenus 1okymeHToB /Cp/ IK-4.3  |JI1.1 JI1.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
23
Pazgen 7. IloaroroBka n nepegaya gena B
apXMB OPraHU3alNN

7.1 IToaroroBka u nepegayva Jiea B apXuB I1K-4.3 JI1.1 J11.2J12.1

oprauuzanuu /Jlex/ JI12.2 J12.3J13.1
JI3.2J13.3

7.2 JIOKyMEHTaIlIOHHOE CONPOBOXKACHNE MK-4.3  |JI1.1 J11.2J12.1
MOJI'OTOBKYU U NIEpE/IauH €] B apXUB J12.2 J12.3J13.1
opranusaruu /J1a6/ JI3.2 J13.3

313233

7.3 JIOKyMEHTalMOHHOE COMPOBOXKICHHE K-4.3  |JI1.1 J11.2J12.1
MOATOTOBKH U IEpEayu €1 B apXUB JI2.2 J12.3J13.1
opranusaiuu /Cp/ JI3.2JI13.3

0135233




7.4 /3auér/ 5 0 K-4.3  |JI1.1 JI1.2J12.1 | OTACIBHBIM TOKYMEHTOM
J12.2 J12.3J13.1 TEOPETUIECKHUH 1
JI3.2J13.3 NPaKTUYECKUI BOIIPOCHI
313233
7.5 /Koutp.pab./ 5 0 MK-4.3 |JI1.1 JI11.2J12.1 | 3anaHue Ha KOHTPOJIbHYIO
JI2.2 J12.3J13.1 paboTy OTIEeNbHBIM
JI3.2J13.3 JIOKyMEHTOM
213233

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KoHTpoJbHBIEC BONPOCHI U 3aJaHUA

Hpe,Z[CTaBJ'IeHLI OTACIIBHBIM JOKYMEHTOM

5.2. TeMbl NHCbMEHHBIX PadoT

HpeﬂCTaBﬂeHLI OTACJIbHBIM JOKYMEHTOM

5.3. ®oHjx OLIEHOYHBIX CPEACTB

Hpe,Z[CTaBJ'IeHLI OTACIIBHBIM JOKYMEHTOM

6. YHEBHO-METO/MYECKOE 1 HTHO®OPMAIIMOHHOE OBECIIEYHEHUWE JTUCHUIIJIMHBI (MOAY JISA)

6.1. Pexomennyemas 1urepatypa

6.1.1. OcHoBHasi TUTEPaTypa

ABTOpBI, COCTaBUTCIIN

3arnaBue

I/I3HaTeHI>CTBO, rog

Konny-Bo

I'pozosa O. C.

Jenonpou3BoAcTBO: YueOHoe mocodue

Mockaa:
H3narenscTBO
OpaiiT, 2019,
3JIEKTPOHHBIH
pecypc

1

J11.2

BrikoBa T. A.,
Kysznenosa T. B.

JIoKyMeHTaIMOHHOE 00€eCIIeYeH e YIpaBIeHHUS
(menonpoun3BoCTBO): YueOHOe mocodue

Mocksa: OO0
"Hayyno-
W3JaTeNbCKUN LIEHTP
NH®OPA- M", 2020,
3JIEKTPOHHBIH

pecypce

6.1.2. lonoiHUTEIbHAS TUTEPATypa

ABTOpLI, COCTaBUTECIIN

3arnaBue

U3narenscTBO, TOI

Komnnu-so

J12.1

TTanacenko 10. A.

JIOKyMEHTHPOBaHHUE YIIPABICHUECKON ICATEIBLHOCTH: YueOHOe
rmocooue

Mockaa:
H3narenbckui
Lentp PUOP, 2018,
JJIEKTPOHHBIN

pecypce

1

J12.2

Kyrymesa T. B.,
JlackoBa T. C.,
Mexannena K. @.,
Anomuenko T. 1O.

Jlenonpon3BoACTBO: yueOHOe mocodue

PoctoB-Ha-/lony:
®dennkc, 2017




ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, ron | Konuy-Bo
JI2.3 |Pa3gopoxusiii A. A. JIOKyMEHTHpOBaHHUE YIIPaBICHUECKON esTebHOCTH: YueOHoe [Mocksa: OO0 1
nocooue "HayuHo-
W31aTENbCKUH IICHTP
NHOPA- M", 2018,
3JIEKTPOHHBII
pecype
6.1.3. MeTroanueckue pa3paboTku
ABTOpBI, COCTaBUTEIH 3aryiaBue WznarensctBo, rox | Koaud-Bo
JI3.1 |BonkoBa E.A. Jlenonpou3BOCTBO: MPAKTUYECKOE TOCOOUe Kpacuonap, 1
CapatoB: KOxHbrit
HHCTHTYT
MEHEDKMEHTa, Al
IIu Op Menma, 2017,
3JIEKTPOHHBIN
pecype
JI3.2 |Cmupnosa E. I1. Jenonpou3BoACTBO [isi cekpeTaps. Pa3paboTka, yueT u Capatos: Aii [Tu Op 1
XpaHeHue Menua, 2019,
ciykeOHoM nokyMeHTanuu: [IpakTndeckoe mocobue SJIEKTPOHHBII
pecype
JI3.3 |Ky3ueuos U. H. JIOKyMEHTalOHHOE 00ECTICYeHUE YIIPABICHHS. Mockaa: 1
JIoKyMEeHTOO0OpOT U JEeJIOPOU3BOJCTBO: YUSOHHK U W3narenscTBO
IPaKTUKYM IOpaiit, 2019,
3JIEKTPOHHBIN
pecype
6.2. Ilepeuens pecypcoB HHGOPMALTHOHHO-TeJIeKOMMYHHKAIHOHHOH ceTH "UnTepHeT"

D1 |DxoHOMEKa U yIpaBiIeHHE HA MPENPUATHAX: HayIHO-00pa3oBaTeNbHBIN mopTat [IpencTaBieHbl OTACTEHBIM
nokymenromhttp://eup.ru/

32 |YHuBepcurerckas uHpopmanuonuas cucrema «POCCHUS» - anekTpoHHas OnbIMoTeKa CTATHCTHYECKUX COOPHUKOB JUIS
MCCIIEIOBaHUI M y4eOHBIX KYPCOB B 00JIaCTH SKOHOMUKH, YIIPABJICHUS, COLIUOIOTUH, PHIOCOPHHN, MEKTYHAPOJHBIX
oTHouIeHHHT U ap. Hayk. http://uisrussia.msu.ru

33  |XKypuan «DunancoBsiit qupexropy» http://ww.fd.ru/

6.3.1 Ilepevyenb MporpaMMHOro odecrneveHust

6.3.1.1 |HaKeT npukaaaex nporpamm Microsoft Office

6.3.2 Tlepeuenb MHGPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | «I"apanT», «KOHCYJIBTaHT ILTIOCH

7. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYHEHME JUCIUIIJINHBI (MOY JIS)

7.1

Y4eOHble ay JUTOPUH IJIs TPOBEACHUS 3aHATHI JICKIIMOHHOTO TUIIA, 3aHATHIH CEMUHAPCKOTO THIA (PAKTHYECKUX 3aHSITHI),
TPYIIOBBIX U UHIMBUAYAJIbHBIX KOHCYJIbTALNHI, TEKYILET0 KOHTPOJISI K POMEXYTOUHOM aTTECTALlMU OCHAICHBI:

7.2

KOMILJIEKTCIICIIMATM3UPOBAHHON yueOHOM Mebenn, MapKeTpHas JOCKa, KOMILJIEKT
HEPEHOCHOTOMYIbTUMEAUHHOT0000PYI0BaHHS - KOMIIBIOTED, TPOCKTOP, MPOEKIIMOHHBIN SKpaH, KEOMIIBIOTEPHI C

BO3MOKHOCTBIO BBIXO/la B UHTEPHET U JOCTYIOMB JIEKTPOHHYIO HH(POpMaOHHO-00pa3oBaTebHyt0 cpeny. ObecrneueH
JOCTYII K ceTH VIHTEepHET U B 3JIEKTPOHHYIO MH)OPMAIIMOHHYIO CPEY OpraHH3aLHH.




