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1. IEJTA OCBOEHUSI JUCLUTIIMHBI (MO1Y.J151)

1.1 | Llenpro QUCIUIUIMHEI IBIsIeTCS (OPMHUPOBAHIE 3HAHUH y 00yJaromuxcs B 00JIaCTH JOKYMEHTHPOBaHUSA H OCHOBaMH
opraHu3aIiy paboThl ¢ OPraHU3aOHHO-IIPABOBBIMU, PACTIOPAIUTEIBHBIMH, CIIPABOYHO-HH(GOPMAIIHOHHBIMH,
TPYAOBBIMH JOKYMEHTAMH NPEIIPUATHS C UCIIOJIb30BAHUEM COBPEMEHHBIX aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHH.

2. MECTO JUCIMITIJIMHBI MOAYJIA) B CTPYKTYPE OBPA30OBATEJIBHOU ITPOT'PAMMBbI

Iuxn (paznmen) OIT: | b1.B.Z1B.03.01

3. KOMINETEHIIUU OBYYAIOIIETOCSl, POPMHUPYEMBIE B PE3YJIbTATE OCBOEHUS IV CLIUTIINHBI
(MOJIY.JIsT)

[1K-8: B1ageHneM HaBBIKAMH JOKYMEHTAIBHOTO O0(OPMIICHHS PEIICHUH B YIIPAaBICHUN ONEPANUOHHO (IIPON3BOCTBEHHOI)
JeATeIbHOCTH OpraHU3aIui IPU BHEAPEHUH TEXHOJIOTUYECKHUX, IPOYKTOBBIX MHHOBAIIMI UIIM OPTraHU3allUOHHBIX H3MEHEHUH

3HaTh:

TepMI/IHOHOFI/IIO, ,HCﬁCTByIOHlHe TOCyAapCTBEHHBIC HOPMATUBHO-METOAUYECCKUEC NTOKYMCHTBI, PErIIaMCHTUPYIOIINEC
JACJIONPOU3BOJACTBO B yl'[paB.]'IeH‘leCKOﬁ ACATCIIBHOCTU U OpraHU3aluio PIHq)OpMaLlPIOHHO-,I[OKyMeHTaI_II/IOHHOFO O6C.]'Iy)KI/IBaHI/I$I;

VMmerb:

CocTaBisTh U O(I)OpMJ'IfITL HamnboJsee pacnpoCTpaHCHHBIC BUIbl JOKYMCHTOB,

Bnanets:

HaBbikamu JOKyMEHTAIBHOTO O(OPMIICHHUS PEIIEHHH ONepalliOHHON (IIPOU3BOACTBEHHOMN )IeATENbHOCTH OPraHu3alluy IpH
BHEJPEHNU WHHOBALUI U U3MEHEHNI

[TK-20: BJIaICHUEM HaBbIKaMHU ITOATOTOBKH OpPTaHU3allMOHHBIX U paClIoOpAAUTECIIbHBIX JOKYMCHTOB, HCO6XO,I[I/IMLIX JUIA CO3JIaHUs
HOBBIX IPEANTPUHUMATEIIBCKUX CTPYKTYP

3HaTh:

IpaBuna coctaBieHUs 1 0POPMIICHHS CITY)KEOHOW TOKYMEHTAIIUH, COOTBETCTBYIONINE HOPMATHBEI U CTaHAAPTHL. TpeboBaHUs K
paIMoHAIFHON OpTraHU3aIMU pa0OTHI C JOKYMEHTaMHU

VYMeTh:

CocTaBnsaTh 1 0pOPMIIATE BCE BH/IBI JOKYMEHTOB, IPUMEHSAEMBIX B YIIPABIEHUECKOH AEATEINEHOCTH C yUeTOM MX Ha3HAUCHUS.
OpraHu30BaTh palMOHAIBHOE XpaHEeHHEe U AP (eKTHBHOE HCII0NIBb30BaHNE HH(OPMAINOHHO-JOKYMEHTAIHOHHBIX MACCHBOB

Bnaners:

HABBIKAMH MOJATOTOBKH OPTaHU3AI[MOHHBIX U PACIIOPSIUTEIBHBIX TOKYMCHTOB, HEOOXOIMMBIX JJISI CO3JaHUS HOBBIX
NpPEANPUHUMATEIECKUX CTPYKTYP

40.049. IIpodeccuonanbupriii crangapt "CIIEINUAJIACT 1O JIOTUCTUKE HA TPAHCIIOPTE", yrBep:kaéHHbIii
npuKazoM MuHHMCTepPCTBA TPyAa U couMaabHOi 3amuThl Poccuiicko @enepanun or 8 cenrsiops 2014 r. N 6161
(3aperucrpupoBal MunucrepcTsoM roctunuu Poceniickoii ®@enepanun 26 cenrsadops 2014 r., perucrpannonnbiii N 34134)

[IK-8. B. Opranusanus mporecca IepeBo3KU Ipy3a B IEMH NOCTaBOK
B/01.6 Opranuzanust JOTHCTHYECKON JIEITEINBHOCTH MO IEPEBO3KE IPY30B B LICTTH OCTABOK

TIK-20. B. Opranusanus npoiiecca IepeBo3KU Ipy3a B LIENTH OCTABOK
B/01.6 Opranuzanusi TOTUCTUUECKON AATETLHOCTH IO IEPEBO3KE IPY30B B LIEMTH TOCTABOK

B pe3yabTaTte ocBOeHUS IMCUUIIMHBI (MOAYJIs1) 00yUYalOIUiics A0/KeH

3.1 |3narh:

3.1.1 | - TepMHHOIIOTHIO, ACHCTBYIOLIIE rOCYIapCTBEHHbIE HOPMaTUBHO-METOINUECKHIE JOKYMEHTBI, PETTIAMEHTHPYIOLIHE
JIETIOTIPON3BOJICTBO B YIIPABIECHUECKOH ACATENFHOCTH M OPTaHN3AIHI0 HH(POPMAHOHHO-T0OKYMEHTAIIHOHHOTO
00CTyXKUBaHUS;

3.1.2 | - [IpaBuina cocTaBneHUs U 0(OPMIIEHHS CIyKEeOHOH JOKYMEHTAIUH, COOTBETCTBYIOIINE HOPMATUBEI U CTaHJapTHI

3.1.3 | - TpeboBaHus K pariMOHATBHON OpPTaHU3aIUH PaOOTHI C JOKYMEHTaMH

3.14

3.2 | YmeTh:

3.2.1 |- CocraBnsTh ¥ 0QOPMIATh HaHOOJIee PACIPOCTPAHECHHBIC BUIBI JOKYMCHTOB

3.2.2 |- CocTaBiaTh U O(I)O]I)MJ'I}ITB BCC BUbI JOKYMCHTOB, IPUMCHACMBIX B praBIIeH‘leCKOﬁ JACATCIBHOCTU € YIETOM UX
Ha3zHAa4YCHUA Opl"aHI/IBOBaTB PpalOHAJIbHOC XpaHCHUC U 3(1)(1)6KTI/IBHOC HCII0JIb30BAaHUC I/IH(I)OpMaL[I/IOHHO-
JOKYMCHTAIITMOHHBIX MAaCCUBOB

323

324

3.2.5

3.3 | Baagern:

3.3.1 | HaBBIKAaMH JOKYMEHTAJIBHOTO 0(OpMIICHHS PELICHUI onepaliMoHHOHN (ITPOU3BOICTBEHHOMN ) 1eTEIbHOCTH OPraHU3aluu
IIpY BHEAPEHUU WHHOBALWH 1 U3MEHEHNIT;

3.3.2 | HaABBIKAMH MMOJITOTOBKH OPTaHU3AIIMOHHBIX ¥ PACHOPSIUTEIBHBIX JOKYMEHTOB, HEOOXOAUMBIX IS CO3IAHUS HOBBIX
MIPEANPUHIMATEIBCKUX CTPYKTYP




4. CTPYKTYPA U COJEPKAHUE JUCHUIIIMHBI (MOAY.JIS)

Kon HaumenoBanue pa3jesioB U TeM /BU/A 3aHIATHS/ Cemectp | YacoB | IIpumeuanue
3aHATHS / Kvype

Paznen 1. UndopMannoHHO-T0KYMEHTALTMOHHOE 00ecTieYeHne
ynpaBJieHYeCKol 1esiTeIbHOCTH

1.1 Tema 1. VicxonHbie MOHATHS JEIONPOU3BOICTBA B YITPABICHYECKON 3 2
nearensHOCTH. Tema 2. CocTaB peKBU3UTOB M BUIbI OTAHKOB OpraHU3aI[OHHO-
pacniopsauTenbHbIx qokymenToB 'OCT P 6.30-2003. /Jlex/

1.2 HcxomHble TOHATHS HHPOPMAIIMOHHO-TOKYMEHT obecriedeHus. ONIMOKY B S3bIKE 3 2
U CTHJIE ICTIOBOM JJOKYMEHTAIUH. PEKBU3UTHI YIIPaBICHUECKHX
noxymentoB. /IIp/ /Tlp/

1.3 Tema 5-7. OcopmieHne paciopsAUTETbHBIX JOKYMEHTOB, CIYKEOHBIX ITHCEM H 3 2
JPYIUuX ONEPaTHBHO- U CIIPaBOYHO-NH(OPMAIIMOHHBIX JOKYMEHTOB, JOKYMEHTOB
II0 TPYIOBEIM IPaBOOTHOMICHHUIM. OpraHu3aIis

nenornpousBojacTa. /Jlex/ /Jlex/

1.4 OpraHu3anioHHO-PACIOPAIUTEIbHBIE JOKYMEHTBI. OpraHH3aHOHHO-IIPABOBEIC 3 2
JOKYMEHTBI Ha JKeJIe3HOI0pokHOM TpaHcnopre. /I1p/
1.5 Ponb cexperapsi, cexperapsi- pedepeHTa B CTpyKType yIpaBIeHUs MPEAIPUITUH 3 2

XKEJIe3HOJJOPOXKHOTO TPAHCIOPTA, OTYET O COCTABICHUY PE3IOME,
xapaxrepuctuku. /IIp/ /Tp/

1.6 HoaroTtoBka k aexuusm /Cp/ 3 2
1.7 IMoaroroBka k nmpaxTudeckuM 3aHaTusaM /Cp/ 3 6
1.8 KonraxTHBIe yackl Ha aTTectanuio B nepuog OC /K3/ 3 0,25
1.9 Tema 3. OpopmieHne peKBU3UTOB TOKyMeHTOB. /Cp/ 3 10
1.10 Tema 4. OdopmireHre OpraHU3aIIOHHO- IIPABOBBIX JOKyMeHTOB /Cp/ 3 10
1.11 OCHOBBI OpraHU3aIHU JOKyMeHT0000poTa. CocTaBIeHne HOMEHKIIATYPHI JIEN 1 3 12
UX MOATOTOBKA K cade B apxuB. /Cp/
1.12 PexkBU3UTHI yIpaBieHYeCKUX JOKyMeHTOB. /Cp/ 3 10
1.13 Odopmrenne 1 cocTaBIeHHUE TPUKA30B, IPOTOKOIIA, TPABOBBIX 3 12
B3auMOOTHOIIeHH# /Cp/
1.14 OdopmiieHue aenoBoii fokymenraiuu /Cp/ 3 10
1.15 CocraBieHue pe3roMe, XxapakTepuctuku /Cp/ 3 10
1.16 CocraBjieHrne HOMEHKIATYPhI Il ¥ UX MOJArOTOBKa K ciave B apxuB. /Cp/ 3 12

5. OHEHOYHBIE MATEPHAJIBI

OrleHOYHBIE MaTEPHANIbI ISl IPOBEACHHS IIPOMEKYTOUHOM aTTeCTalii 00YJarOIUXCsl PUBEICHBI B IPUIOKCHUAH K
paboueii mporpaMme AUCHUTLIHHBL

@DopMbI ¥ BHIBI TEKYIIEr0 KOHTPOIS M0 AUCHHILIAHE (MOJIYIIIO), BUJBI 3aaHUI, KPUTEPHUH MX OLCHUBAHUS,
pachpeeiicHie 6ajIoB 110 BUAaM TEKYIIETO KOHTPOJIS pa3padaThIBAIOTCS PEIOIaBaTelieM AUCHUIUIHHBL C YIETOM €€ CIeu(DUKH U
JIOBOJIAITCS IO CBEJCHHSI 00YJArOIIMXCS HA TEPBOM YICOHOM 3aHSTHH.

Tekymnuid KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISIETCS MPENO/IaBaTeeM JUCIMILTHHBI (MOJYIs), KaK PABHUIIO, C
ucnoib3oBanreM DVOC uii myreM MpoBEPKH IMMCbMEHHBIX paboT, IPeIyCMOTPEHHBIX PabOYMMH IIPOTPAMMAaMHK IMCIMILUIMH B
paMKax KOHTaKTHOM pabOThI U CAMOCTOSITEILHON paboThl 00yuaromuxcs. [t QUKCHpoBaHus pe3yabTaTOB TEKYIIETO KOHTPOJIS
MO3KeT ucnonb3osatbes DMOC.

6. YAEBHO-METOINYECKOE U UHOOPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MO YJIS)

6.1. Pexomenayemas tutepatrypa

6.1.1. OcHoBHas iuTEpaTypa

ABTODBI, COCTaBUTEIN 3arnaBue W3znarensc On1. azmpec
TBO, TOJI
JI1.1 | lysanosa H. H., OCHOBBI JETIOMTPOU3BOJICTBA. SI3BIK CIYKEOHOTO TOKYMEHTA: Mocksa:  [tps://urait.ru/bcode/4390
HBanosa A. 1O. Y4eOHUK U TPaKTUKyM IOpaiir,

2019




ABTOPBI, COCTaBUTEITH 3arnaBue Wsnatensc Om. agpec
TBO, TOJ[
JI1.2 | Aunpeesa B.1. Jlenonpon3BOICTBO: OpraHU3aIMs U BEICHUE Mocksa: //www.book.ru/book/91§
KuoPyc,
2016
6.1.2. JlonosiHuTE/IbHAS JIUTEpAaTypa
ABTOpBI, COCTaBUTEIH 3arnaBue Wznatensc O11. aapec
TBO, TOJT
J2.1 |Mensenesa JI.T., CaMOMEHEIKMEHT TTO3HABATEIBHOMN JIEATECITBHOCTH Mocksa: |//www.book.ru/book/932
Hanexnuna E.1O. CTYAEHTOB B KOHTEKCTE 00yUeHUs A3bIKY CIICIIMaIbHOCTH: Pycaiinc,
Mownorpadus 2019
JI2.2 |Kysuenos 1. H. JlokyMeHTaIHOHHOE 00eCIedeHNe YIPaBICHUS IePCOHAIOM: MockBa:  [tps://urait.ru/bcode/4263]
Y4eOHUK U TPaKTUKYyM IOpaiir,
2019

6.2 MndopManuoHHBIE TEXHOJOTHH, HCIOJIb3yeMble IPH 0CYIIECTBICHHH 00Pa30BaTEIbHOI0 MPOIECcca MO JHCHHILTHHE
(Mony.a10)

6.2.1 IlepeyeHb JTULEH3MOHHOIO U CBOOOJHO PACIPOCTPAHSIEMOT0 NPOrPAMMHOI0 00ecreYeHust

6.2.1.1 | Microsoft Office

6.2.2 Ilepeuyenb npogeccCHOHATBHBIX 023 JAHHBIX H MH()POPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.2.2.1 | ®eaepanbHbIii 00pa3oBaTenbHbIH TOpTan « IkoHOMHUKA Connonorust MeHemKkMeHT - http://ecsocman.hse.ru

6.2.2.2 | baza nanHBIX «MaKpOIKOHOMHUKAY - UH(HOPMAIIMOHHO- aHATUTUYECKHH pa3zen opuIuaibsHOTo caiita MUHICTEpCTBa
¢unancos P® - http://info.minfin.ru/prices_index.ph

6.2.2.3 | ba3a nannbix «bubnnoTeka ympasieHus» - KopnopatuBHslii MeHemkMeHT - https://www.cfin.ru/rubricator.shtml

6.2.2.4 | Cratuctuueckas 6a3a ganasix EOK OOH - http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _20-ME__ I-MEOV/

6.2.2.5 | CnpaBouno-mpaBoBas cucrema «Koncynsrantllmtocy (http://consultant.ru)

6.2.2.6 | CnpaBouHo-mipaBoBas cucrema «['apant» (http://garant.ru)

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MO YJIS)

7.1 | YaeGHBIC ayquTOpHH U IPOBEICHNS 3aHATHH JISKIIMOHHOTO THITA, YKOMIUIEKTOBAaHHBIE CIICIHATIII3UPOBAaHHON MeOebIo
U TeXHHYECKUMH CPEACTBAMHU 00y4eHHs: MyIbTHMEIUIHOE 000pyIOBaHHE TSI IPENOCTAaBICHUS yaeOHOH HHpOpMaIn
0O0JIBLION ayTUTOPUU H/WITH 3BYKOYCHIIMBAIOIIee 000pyIoBaHuE (CTAMOHAPHOE WK TIEPEHOCHOE).

7.2 | VueOHbIe ayquTOpHH UTS IPOBEACHHUS 3aHATHH CEMHHAPCKOTO THIIA, TPYIHIOBBIX U HHANBHIYAIbHBIX KOHCYIBTAIIHH,
TEKYILIEro KOHTPOJI ¥ MPOMEXKYTOUHOM aTTeCTalllH, yKOMILIEKTOBAaHHbIE CHIEUATN3UPOBAaHHON MeOenbio U
TEXHUYECKIMH CPECTBAMH O0y4eHUs: MyIbTUMEANITHOE 000pyIOBaHHE N/HIN 3BYKOYCIIIUBAIOIIEE 000py/I0BaHUE
(cTanmoHapHOE NN TIEPEHOCHOE).

7.3 | TTomemeHns 115l CaMOCTOSATENFHON pabOThI, OCHAIICHHBIC KOMITBIOTEPHOH TEXHUKOW C BO3MOXKHOCTHIO TIOTKITFOYCHUS K
cetu "MHTEepHET" M 0OEcIIeueHrEeM JOCTYIA B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENbHYIO CPELY YHUBEPCUTETA.

7.4 | [TomeneHNs AT XpaHEHHUS ¥ IPO(UIAKTHIECKOTO 00CTy)KUBaHNS YIeOHOTO 000PyTOBaHHS.

7.5




