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1. HEJIX OCBOEHUS JUCIIMITJINHBI

1.1 | CdhopmupoBars cucTEMY HPEICTABIEHUS O JOKYMEHTOOOOPOTE, IPUBUTH HABBIKU YIIPABIECHHS JOKyMEHTOO00POTOM
MOCPEICTBOM aHaIN3a MH(POPMAIUH O BHYTPEHHEM JOKyMEHTOO0O0POTE, O COBEPIICHCTBOBAHUH OPTaHU3aIlH
JIOKyMEHTALUOHHOTO 00ECIIEUEHUsI IPOEKTOB.

2. MECTO JUCHHUIIJINHBI B CTPYKTYPE OOII

uxn (pazgen) OOIIL: b1.B.JIB.02

| TpeGoBaHus K NpeBAPUTEILHON NOATOTOBKE 00yYal0OLerocs:

| Pycckuii I3bIK U KyJIBTypa pednt

D MlHOCTpaHHBIN A3bIK B podeccHoHaNbHOM cdepe

B [Ipon3BOACTBEHHAS IIPAKTHKA, HAYYHO-HCCIIEI0BaTeNbCKas paboTa

i ndopmaruka




P JIMCHUNINHBI U MPAKTHKH, 151 KOTOPbIX 0CBOEHHE JAHHOW THCHUNINHBI (MOIYJIs1) HEOOX0THMMO
KaK HpealecTBylomee:

| OpFaHI/BaHI/Iﬂ Hpe[[HpPIHHMaTCJ'ILCKOfI JACATCIbHOCTH

D OpraHu3aiys oIuIaThl TPyJa

3. KOMIIETEHIIH OBYYAIOIIETOCSl, §OPMHAPYEMBIE B PE3YJIBTATE OCBOEHUS
JTACHUILIAHBI (MOYJIS)

IK-4.2: OuenuBaet mpouecc 10KyMeHTHPOBAHUS YIPABJIEHYECKOIi 1eATeJ-HOCTH U COBEPIIEHCTBYET
ynpasJieHHe JT0OKYMEeHT0000poTOM

B pe3yabTaTe OCBOCHUSA TUCHHUIIJIUHBI oﬁyqamumﬁcsl JOJIKCH

I 3naTn:

| TeopeTHUecKre OCHOBBI JOKyMEHTOBECHUS, €T0 TEPMUHOJIOTHIO M 331a4THOPMAaTHBHO-METOIUUCKYIO
6a3y, peryaupyolyio IeloMpOU3BOACTBO U JOKYMEHTHPOBAHHUE;

D Knaccn(i)m(aumo 1 OTIIMYUTCIIBHBIC XapaKTCPUCTHUKU PA3JIMIHBIX BUAOB JOYLIIMEHTOB;

B KOH(UACHIMAJIbHBIE CITyKEOHBIE JOKYMEHTBI U OPraHU3aluio paboThl MO UX 3aIIUTE OT HECAHKIIHOHUPOBAHHOTO
JIOCTYTIA; POJIb JOKYMEeHTHUpoBaHus B npouecce JJOY 1 B coBepIIeHCTBOBAHMH YIIPAaBICHUS JOKYMEHTOO00POTOM

D YmeTh:

| pemiaTs craHAapTHBIC 32039 TPOhECCHOHATIBHOIM ASSITEIPHOCTH HA OCHOBE HH()OPMALIHOHHOM 1
OoubmuorpapuUecKoil KyIbTyphl C MPUMEHEHHEM HHPOPMAIIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

D 1ICITOJIb30BaTh CTaHZAApPThI U APYTYIO HOPMATUBHYIO JOKYMCHTAIIHIO IIPU OLICHKE IMpOo1ecCa JOKYMCHTUPOBAHU I,

3 JAOKYMECHTUPOBATh OCHOBHBIC BHU/IbI opraH1/13aunonno-pacnopﬂngenbﬁoﬁ JOKYMCHTALlNH;

} OpraHu30BaTh paboTy TOKYMEHTOO0OpOTa Ha MPEIIPHUITHH,

325

UCIIONB3Ys CPEACTBA O(HCHON aBTOMATH3ALUH, METObI U CPEACTBA YIPABICHHS 3ICKTPOHHBIMU JOKyMEHTaMHU;

3.2.6

(1)0pMI/Ip0BaTI) AcJia ¥ TOATOTAaBIMBATh JOKYMCHTHI K IIE€PEAavC Ha apXUBHOC XPaHCHUC

B Biiajgernb:

| KynbTYpOii IprMeHeHHsT HHQOPMALMOHHO-KOMMYHHKALIMOHHBIX TEXHOJIOTHIA C Y4E€TOM OCHOBHBIX
TpeboBaHUii HHOOPMALIMOHHON OE30MAaCHOCTH;

D HaBBIKaMH PabOTHI C HOPMATHBHO-CIIPABOYHOI TUTEpaTypoit 1 O6a3aMu JaHHBIX;

3 HaBBIKAMH MOATOTOBKY OPTaHW3AIIMOHHO-PACIOPAANTEIBHBIX JOKYMEHTOB, IPOLELypoii 00pabOTKH U MOATOTOBKU
K XpaHEHHIO;

Yl HaBbIKAMU JCJI0BOI'O 06HICHI/I$I U DJICKTPOHHBIX KOMMyHPIKaL[HfI; TEXHOJIOTHEH OLICHKHU ITponecca
JOKYMCHTHUPOBAHUA praBJ’IeH‘IeCKOﬁ JACATCIIBHOCTU; UMETH HaBBIKHM COBEPIICHCTBOBAHUA ,HOKyMeHTOO60pOTa

4. CTPYKTYPA U COAEPXXAHUE JUCHUIIJIMHBI (MOAYJIA)

Kon

3aHATHS /Bua 3ansTus/ p/ B eH MU

HaumenoBanmue pa3iesnoB U TeM Cemect | Yaco KomneTt Jluteparypa IIpumeuanue

Kype




Pa3nen 1. lokyMeHTaniMOHHOE
o0ecreyeHue YIpaBJieHUs H €ro
HOPMATHBHO-MeTOTHYeCcKast (a3a,
KaK (aKTOpbI COBEPLICHCTBOBAHUS
ynpaBJieHUs JOKYMEHT0000pOTOM

1.1 JlokyMeHTalmoHHOEe obecIieueHre 2 I1K-4.2 JI1.1J12.1
YIIpaBIEHSI, TOHSITHE JI2.2J13.1
HOPMAaTHBHO MeTOoIM4YecKas 0a3a JI3.2J13.3
/JTex/ 21

1.2 JlokyMeHTalmoHHOE 4 IK-4.2 J1.1J12.1
obecriedeHue yIpaBiIeHUs U JI2.2J13.1
€ro HOpMaTUBHO JI3.2J13.3
MeToauyeckas 6asa, Kak 2192053
(baxkTopbl COBEPIICHCTBOBAHMS
yIpaBiIeHUs
nokymeHTooboporom /Cp/

1.3 CpaBHUTEIIBTHBII aHATHU3X IPaBOBOI 2 IK-4.2
n meronuueckoit 6asel /T1p/

Paznen 2. lokyMeHTAIHOHHOE
olecmeyeHue ynpaBJeHusl, CIyxoa
Pl (0) 7

2.1 CucreMa ynpasieHHs 2 I1K-4.2 JI1.1J12.1

JoKyMeHTooOopoToM /JIex/ J12.2J13.1
JI3.2J13.3
92

2.2 Wzydenne CXEM TBIDKEHUS 2 I1K-4.2 JI1.1J12.1
JIOKYMEHTOB, (GyHKIOCATBHBIC JI2.2J13.1
o0s3anHOCTH cay>x0e1 Y10 /TIp/ JI3.2J13.3

213233

2.3 CocTaBlieHUE CXEM JIBIDKCHUS, 10 [1K-4.2 JI.1J12.1

palnMoHaJbHbINH JoKyMeHToo60poT /Cp/ JI2.2J13.1
JI3.2J13.3
213233

Pazaen 3. Opranuzanus

JOKYMEHT0000pOTA, TEXHOJIOTUS

PaLOHAIBLHOTO ABMKEHHS

JOKYMEHTOB

3.1 Opranuzaiys JOKyMeHTo000poTa, 2 [K-4.2 JIL.1J12.1
TEXHOJIOTHS PAIlHOHAIBHOTO JI12.2J13.1
IBWOKEHUST JTOKyMeHTOB /JIex/ JI3.2J13.3

2133

32 Opranuzainys JOKyMEHTo000poTa, 4 [K-4.2 JI.1J12.1
TEXHOJIOTHS PalluOHAILHOTO J12.2J13.1
JBIXKEHUs JOKyMeHToB /I1p/ JI3.2J13.3

013233

33 Opranuzaiys JOKyMEHTO000poTa, 22 [IK-4.2 JIL.1J12.1
TEXHOJIOTHS PAIlHOHAIBHOTO JI2.2J13.1
JIBUKEHUSI JTOKyMEHTOB JI3.2 JI3.3
OepexITUBBIT 3139233

JIOKYMEHTOOOOPOT, IOTHCTUIESCKUK
cxembl /Cp/

Paznen 4. Pernctpauusi 10KyMeHTOB
U
OPraHu3alMOHHO-UH(POPMALTOHHOT
0 o0cJay:KMBaHUS




4.1 Perucrtparust 1oOKyMeHTOB U 2 [IK-4.2 JI1.1J12.1
OpraHU3allMOHHO-UH(POPMAIIMOHHO JI2.2J13.1
ro obciyxxusanus /Jlex/ JI3.2J13.3

3103233

4.2 Perucrparnust TOKyMeHTOB 1 2 [IK-4.2 JIL.1J12.1
OpraHU3alMOHHO-UH(POPMAIIMOHHO JI2.2J13.1
ro obciyxusanus /TIp/ JI3.2 J13.3

3192 33

4.3 Perucrpanust 1oOKkyMeHTOB 1 10 [1K-4.2 JI1.1J12.1
OpraHU3alMOHHO-UH(POPMAIINOHHO JI2.2J13.1
ro obciyxxuBanus /Cp/ JI3.2J13.3

213233
Paznen 5. OpranuzaumoHHo
pacnopsiiuTe/IbHbIE JOKYMEHTbI, KaK
0cHOBa 3()eKTUBHOTO
YIpaBJIeHYECKOro mpoiecca
5.1 Cucrema JIOKyMEHTaLUU 2 T1K-4.2 JI1.1
opranm3anuu /Jlex/ JI1.2J12.1
J12.2J13.1
JI3.2J13.3
313233
52 CocraBiieHHe pa3InYHbIX BHJIOB 2 K-4.2 J1.1
nokymeHToB /TIp/ JI1.2712.1
JI2.2J13.1
JI3.2J13.3
2233
53 Paspaborka nakera gokymeHTos /Cp/ 4 TIK-4.2 JI1.1
JI1.2J12.1
J12.2J13.1
J13.2J13.3
313233
Pa3nen 6. Kourpoan
HCIOJTHEHUsS] JOKYMEHTOB
6.1 KonTtpomns ucromHeHus! TOKyMEHTOB 2 TIK-4.2 JI1.1
/Jlex/ JI1.2J12.1
J12.2J13.1
J13.2J13.3
213233
6.2 KonTpomns ucronHeHus: TOKyMEHTOB 2 TIK-4.2 JI1.1
Mp/ JI1.2J12.1
J12.2J13.1
JI3.2 J13.3
313233

6.3 KoHTposnp ucnonHenys JOKyMEHTOB 10 I1K-4.2 J1.1

/Cp/ JI1.2J12.1
J12.2J13.1
JI3.2J13.3
313233

Pazpen 7. IloaroroBka u nepegava et

B apXHMB OpPraHu3aluu

7.1 IToaroroBka u nepenava ien B 4 T1IK-4.2 JI1.1
apxuB opranuzanuu /Jlex/ JI1.2J12.1

J12.2J13.1

JI3.2J13.3




7.2 JlokymeHTannoHHOe 2 TIK-4.2 JI1.1
COIIPOBOXJICHUE  IIOATOTOBKU U JI1.2J12.1
nepegadyu Jen B apxuB J12.2J13.1
opranuzanuu /Tlp/ JI3.2J13.3
213233
7.3 JlokymeHTannoHHOe 16 TIK-4.2 JI1.1
COTPOBOXKJIEHHUE  TOATOTOBKH H JI1.2J12.1
nepefadu nen B apxuB JI2.2J13.1
opranuzarmu /Cp/ JI3.2 J13.3
213233
7.4 /3auét/ 0 T1IK-4.2 JI1.1 OTICIIBHBIM
JI1.2J12.1 JIOKyMEHTOM
JI2.2J13.1 TEOPETUIECKHUI 1
JI3.2J13.3
313233 MPAKTHIECKUH
BOIIPOCHI
7.5 /Kontp.pab./ 5 0 TIK-4.2 JI1.1 3a/1aHHe Ha
J1.2J12.1 KOHTPOJIBHYIO PaboTy
JI2.2J13.1 OTICIBHBIM
J13.2J13.3
5152053 JIOKYMEHTOM

5. OHEHOYHBIE CPEJCTBA

5.1. OueHouynble MaTepuabl AJs TEKYILEro KOHTPOJISI U MPOMEKYTOUYHOH aTTecTaluu

HpCJICTaBJ'[CHBI OTACIBHBIM JOKYMEHTOM

5.2. OlleHO‘leIe MaTepuaJibl JJIsl JHATHOCTHYIECCKOI0 TECTUPOBAHUA

HpeHCTaBHeHH OTACIBbHBIM JOKYMEHTOM

6. YHEBHO-METO/JUYECKOE 1 THO®OPMAIIMOHHOE OBECIIEYEHUE JUCHHUITIJIMHBI (MOAYJIA)

6.1. Pexomenayemas Jureparypa

6.1.1. OcHoBHas quTEpaTypa

ABTOpBI,
COCTaBUTEIH

3arnmaBue

HznarensctBo, rog | Koanu-Bo

J1.1

I'pozora O. C.

JlenompounsBoncTBo: YueOHOE mocobue

Mocksa: 1
W3narenscrBo
IOpaiiT, 2019,
3IEKTPOHHBIN
pecyype

JI1.2

BeixoBa T. A.,
Kysnenosa T. B.

JlokymeHTauroHHOE 00ecreueHNe yIpaBIeHUs
(menompon3BoACTBO): YueOHOe mocodue

Mocksa: OO0 1
"HayuyHo
HU3aTeNILCKUI
meatp VWHOPA-
M", 2020,
3IEKTPOHHBIN

pecypc

6.1.2. JlonoJHUTEIbHAS JUTEPATypa

ABTOpHI,

3arnmaBue

I/ISHaTeJ'II)CTBO, rona Konma-Bo




COCTaBUTCIIN

JI2.1 | Ianacenxo [O. A. JIoKyMEeHTHpOBaHHE YIIPABICHYECKON e TeIbHOCTH: Mockaa: 1
VYuebHOE mocobue Wznarensckuit
Hentp PHO,
2018,
SIEKTPOHHBIN
pecype
JI2.2 | Pa3mopoxHslii A. A. JIOKyMEHTUPOBaHHE YIPaBICHYECKOH AEATEIbHOCTH: Mocksa: OO0 1
VYuebHOE mocobue "HayuHo
W3aTeIbCKUN
nentp NWHOPA-
M", 2018,
SIEKTPOHHBIN
pecype
6.1.3. MeTonuueckue pa3padoTku
ABTOpHI, 3arnmaBue UznarensctBo, rog | Komnu-Bo
COCTaBHUTEIH
JI3.1 | Bomkosa E.A. Jlemonpou3BoICTBO: MPAKTHUECKOE Mocooue Kpacuonap, 1
Caparos:
IOxHbII
HUHCTUTYT
MEHEKMEHTa, Al
ITu Op Menna,
2017,
JIEKTPOHHBIN
pecype
JI3.2 | Cwmmupnosa E. I1. Jlenonpou3BoAcTBO [Uis cekpeTapsi. Pa3paboTka, yuer Caparos: Aii [1n 1
U XpaHEHHe Op Menua, 2019
ciyxeOHoOU mokyMeHTauu: [IpakTuyeckoe nmocodue 3JIEKTPOHHBIN
pecypc,
ABTOpHI, 3arnaBue UsnarensctBo, rog | Koanu-so
COCTaBHTEIH
JI3.3 | Kysueuos U. H. JIoKyMeHTalnOHHOE 00eCTIeueHHE YITPABICHUSI. Mockaa: 1
JIOKyMEHTOOOOPOT U JIEJIONPOU3BOJCTBO: Y UeOHUK WznarenscTBO
U TPaKTUKYM IOpaiir, 2019,
3IEKTPOHHBIN
pecype
6.2. [Tepeyens pecypcoB MHPOPMANHOHHO-TEJIEKOMMYHHKAaHMOHHOI ceTn '"UHTepHeT"

31 DKOHOMHKA U YIIPABIECHHE Ha MPEANPUATHIX: HAydHO-00pa30BaTeNbHbIN mopTai [IpencraBieHs
OTHeNbHBIM AoKymMeHToMhttp://eup.ru/

22 Vausepcurerckas uadopmarmonnas cucrema «POCCHUS» - anekTpoHHast OMOIHOTEKa CTATHCTHYECKUX COOPHHUKOB
JUISL MICCIIEIOBAaHMH 1 y4eOHBIX KypCOB B 00JIaCTH S9KOHOMHKH, YIPABICHHS, COLUOJIOTHH, HuIocodu,
MEXIYHAPOAHBIX OTHOLICHUH U JIp. Hayk. http://uisrussia.msu.ru

93 XKypnan «DuHaHCOBBII qupexTop» http://www.fd.ru/

6.3.1 [lepeuyens mporpaMMHOro odecnevdeHust

| [TakeT nmpukmagubix mporpamMm Microsoft Office




6.3.2 TlepeueHb HHGPOPMALMOHHBIX CHPABOYHBIX CHCTEM

| 1udopmanmonHo-npaBoBoii opran [apaHt.py http://www.garant.ru

D CripaBouHO-1IpaBoBast cucteMa Koncynsrant Ilitoc http://www.consultant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJIMHbBI (MOAYJIS)

7.1 YucOHbIe ayauToOpuu UIsl NIpOBECACHUSL 3aHATHI JICKIIMOHHOI'O THUIIa, 3aHATUI CCMUHAPCKOIr'o TUIIA (HpaKTI/I'{eCKI/IX
aHﬂTHﬁ), TPYIIIOBBIX 1 UHANBUAYAJIbHBIX KOHCYHBTaL[PIﬁ, TCKYLICTO KOHTPOJIA U HpOMe)KyTO‘IHOfI arTeéCTal OCHAICHBbI:

D KOMIUICKTCIEAIN3UPOBAaHHON Y4eOHOI MeOeny, MapKeTpHas J0CKa, KOMILIEKT
[EPEHOCHOTOMYIIBTUMEINHHOr0000PyI0BaHNS- KOMIIBIOTED, IPOSKTOP, IPOEKIIMOHHBIH SKpaH, KEOMIBIOTEPHI C
BO3MOKHOCTBIO BBIXO/Ia B MHTEPHET U IOCTYIIOMB 3JIEKTPOHHYIO HH(POPMAILIMIOHHO-00Pa30BaTENbHYIO CPENY.
ObecnieueH TOCTYI K ceTH MHTEpHET U B 3IEKTPOHHYIO HHGOPMALUOHHYIO CPELY OpraHH3aLHH.




