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1 llesu 1 3a71a4u M3yYeHUSA TUCIUTLIHHBI
1.1 Ieap npenogaBaHusi AUCHHILIHHBI

Ilenpt0 OCBOECHMS OUCUUIUIMHBI SBIAETCA M3Y4YEHUE TEOPETHYECKUX U
MPAaKTUYECKUX OCHOB JTOKYMEHTHUPOBAHUs HH(OpMaM{, MPaBOBOM W HOPMATHBHO-
METOJMYECKOM  0a3bl  JIOKYMEHTAllUOHHOTO  O0ecriedyeHus  yIpaBJeHUs B
HEroCyJapCTBEHHBIX OPraHM3alMsIX, OpraHU3allid CIYy>KObl JOKYMEHTAMOHHOIO
oOecrieueHUs] yNpaBlICHUs M TEXHOJOTHMM THUIOBBIX JI€JIOMPOU3BOJICTBEHHBIX
onepanuuii B HETOCYJapCTBEHHBIX OPTraHU3aLMIX.

1.2 3apauu u3dyyeHus JUCUMIJIMHBI

VYuyeOHble 3aauu Kypca:

- paccMOTpeHHE HOPMAaTUBHO-NIPABOBBIX AaKTOB M METOJWYECKHX OCHOB,
PEeTIIaMEHTUPYIONMX  OPraHW3allii0 W JOKYMEHTHPOBAaHUE  JICATEIHHOCTH
HETOCyJapCTBEHHBIX OpTraHU3aLUil

- U3yYeHUEe  JOKYMEHTHUPOBAHUS  TMOpPSAJAKAa  CO3[aHUs,  JIMKBUAALMH,
npeoOpa3oBaHus HETOCYAAPCTBEHHBIX OPTraHU3aIIHIA;

- BBIIBIIGHHE OCOOEHHOCTEH TMOATOTOBKM M OQOPMIICHHS JOKYMEHTOB
NPEANPHUITAN PAa3TUYHBIX OPTaHU3AIIMOHHO-TIPABOBBIX POPM;

- O3HaKOMJICHHE CO cHenu(pukod JAOKYMEHTAIMOHHOTO OOecTeueHus
AESITETFHOCTH OPTaHOB YIIPABJICHUSI HETOCYAapCTBEHHBIX OpTraHU3aIlni;

- aHaIM3 OCHOBHBIX KOMIUIEKCOB JIOKYMEHTOB, OOpasylomuxcs B
JeSITeTbHOCTH OpraHu3alluii ¥ CUCTEMBI PabOThI C HUMH.

[IpakTrueckue 3ama4u Kypcea:

- (opMUpOBaHHE YMEHUN M HAaBBIKOB CO3JaHUs, HCIOJIb30BAHUS, XPAHEHMS,
YIPaBIEHUS] CHCTEMOM JOKYMEHTOB B HETOCYAAPCTBEHHBIX CTPYKTYPAX;

- CIOCOOHOCTH pa3padoTaTh JIOKAIbHBbIE HOPMAaTWBHO-IPABOBBIE aKThl B
obnactu opranuzaiuu J10Y;

- YMEHHUsSl OpraHu3oBarb paboThl ciyxkO0bl JIOY B opraHuzanusx pasindHbIX
OPTaHMU3AMOHHO-TIPABOBBIX (POPM;

- T[pUHUMATh yyacThe B pa3padOTKe aBTOMAaTU3MPOBAHHBIX  CHUCTEM
JOKYMEHTAMOHHOTO 00ecreueHus YIpaBieHUss KOHKPETHON OpraHu3alny;

- OCYILECTBJIATh MOJArOTOBKY M BEJIECHHUE CIIPABOYHO-IIOMCKOBBIX CPEJACTB;

- obecrieunBaTh TEKyIEEe XpaHEHHE JOKYMEHTOB, OCYLIECTBIISITh MOJATOTOBKY
JeJ1 17151 TIepeiayl Ha QpXUBHOE XPAaHEHHUE.

1.3 IlepeueHb IUIAaHHPYEMBIX Ppe3yJdbTATOB O0OYYEeHHUS MO AUCHMILIHHE
(MOay/110), COOTHECEHHBIX € IJIAHMPYEeMbIMH Ppe3yJabTATAMH  OCBOCHMS
o0pa3oBaTeJIbHOI MPOrpaMMbl

Koa n HanmeHoBaHue MHOUKaTopa 3aI'IJ'IaHVIDOBaHHbIe pe3ynbTtaTthbl o6yquV|s| no ancuuniunHe
OOCTUXEHNA KoMneTeHunmn

ITK-1: CniocodeH oprann3oBbIBATh JOKYMEHTHPOBAHHE YIIPABJICHYECKOM
AeITeJIbHOCTH B OPraHU3AIUH

[TK-1.1: Pa3pabarbiBaet YHUPUITIPOBAHHBIE (POPMBI JOKYMEHTOB
YHUPUITMPOBAHHBIE (POPMBI pa3pabarbIBaTh yHHPHUIIMPOBAHHBIE (POPMBI JOKYMEHTOB
JIOKYMEHTOB, UCTIOJIb3YEMBIX B | HABBIKAMH pa3pabOTKH YHU(PHUIIMPOBAHHBIE (POPMEI
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JOKYMEHTAIlUOHHOM
o0ecreueHny yrnpaBieHUs
OpraHu3aluu

JAOKYMCHTOB

[1K-1.2: Pa3pabarsiBaeT
IPOEKTHI Tabesst U arbOoMa
YHUGDUIIMPOBAHHBIX (HOPM
JIOKYMEHTOB, HCIIOJIb3yEMBIX B
JOKYMEHTAIIHOHHOM
o0ecre4eHnH ypaBlIeHUs
OpraHU3aliA

IIK-1.3: IToarorasinuBaet
NpeJIOKEHHs, pa3pabaTbIBaeT U
BHEIPSCT JOKAIbHbIC
HOPMaTUBHBIC aKThI 10
JOKyMEHTAIIHOHHOMY
00€CIeYeHHIO yIpaBICHHUs
OpraHu3anuen

ITIK-2: Cnioco0eH opranu3oBbIBaTh JOKYMEHTO000POT B OPraHU3aALMHI

[IK-2.1: IIpoBoaut aHanu3
UH(POPMALIMOHHBIX U
JOKYMCHTAIMOHHBIX ITOTOKOB B
OpraHu3aluu

WHCTPYMEHTHI aHATH3a HH(POPMAIIMOHHBIX U
JOKYMEHTALIMOHHBIX I0TOKOB B OpraHu3aluu
MIPOBOJIUTH aHATN3 UHPOPMAITMOHHBIX U
JOKYMEHTALIMOHHBIX II0TOKOB B OpraHu3aluu
HaBBIKAMU aHATH3a HH()OPMAIIMOHHBIX U
JOKYMEHTALIMOHHBIX II0TOKOB B OpraHu3aluu

IIK-2.2: IToarorasiusaet
IpeIIOKEHHS 10
(bopMUPOBaHHIO MapIIPyTOB U
MOJrOTOBKA MapIIPYTHBIX KapT
JIBYDKEHUS TOKYMEHTOB B
OpraHu3aluu

I1K-2.3: Co3gaet 0a3nl JaHHBIX
M0 OPraHU3AI[MOHHO-
pactiopsAuTENbHBIM
JIOKyMEHTaM OpTaHU3aINH 1
OCYIIECTBIISIET KOHTPOIIb UX
BEJICHUS

IIK-3: CniocodeH ocymecTBIAATH Pad0ThI 10 MPOEKTUPOBAHUIO U BHEIPEHU IO
CHCTEMBI JIEKTPOHHOT0 IOKYMEHT0000pOTAa B c(hepe TOKYMEHTAIMOHHOTO

yIpaBJeHUs] OPpraHu3anue

[IK-3.1: BeinonHseT nopy4yeHus
PYKOBOJUTENIS MIPU MOATOTOBKE
TEXHUYECKOTO 3a1aHHs Ha
BHEJIPEHUE CHUCTEMBbI
AIIEKTPOHHOTO
JIOKyMEHTO000pOTA B
OpraHu3alliy B paMKaxX CBOUX
KOMIIETEHIINI

TEXHUUYECKOTO MHCTPYMEHTHI Ha BHEJIPEHHUE CUCTEMBI
AIIEKTPOHHOTO TOKYMEHTOOOOPOTa B OPTaHU3aluU
BBITIOJHATH MOPYYCHHS] PYKOBOIUTEIIS TIPH MOATOTOBKE
TEXHUYECKOTO 33/IaHHsI Ha BHEIPCHNUE CHCTEMBI
AIIEKTPOHHOTO JIOKYMEHTO000POTa B OpraHU3alUN
HaBBIKAMH 110 TIOATOTOBKE TEXHUYECKOTO 3aaHHsI Ha
BHEJPEHUE CUCTEMBI DJIEKTPOHHOTO IOKYyMEHTO000pOTa
B OpTaHU3alUN




[TK-3.2: Ocy1ecTBiser
TECTHUPOBAHUS PabOThI CUCTEMBI
JIEKTPOHHOTO

JOKYMEHTO000pOTa U
OIIpeIeTIsIeT 3a1a4u 110 e
aJanTaly K crenuduke
JOKYMEHTAIIMOHHOTO
o0ecrieyeHus ynpaBieHUs B
OpTraHu3aIx

[1K-3.3: BHOCHUT npeanoxeHus
10 KPUTEPHSIM 151 BBIOOpa
CHCTEMBI JJIEKTPOHHOTO
JOKYMEHTO000pOTa AJIs
OpTaHU3aINA

IK-4: CniocodeH K ocyliecTBJIEHHIO KOHTPOJIS, IPOLECCa U CPOKOB MCIOTHEHHUSI

AOKYMECHTOB B OpraHu3anvu

[1K-4.1: KonTpoaupyer 3Tarnsl
BBITIOJTHCHUA peH_ICHI/Iﬁ n
oneparuii, 3apUKCUPOBAHHBIX B
oTIeparusx

3Tarnbl BHIMOJHEHUS PEIICHUN U OTleparui
KOHTPOJIMPOBATH 3Tallbl BHINOJIHEHNS PEILICHUN 1
oneparmit

HAaBBIKaMH I10 BBIIIOJIHCHUIO PEILIECHUN U ONIEpaLni,
3aMKCUPOBAHHBIX B OIMEPALUIX

I1K-4.2: ITonroraBauBaeT oIS
PYKOBOJICTBA OpTaHU3ALUU
AHATUTHYECKYIO WH(OPMAIIHIIO O
COCTOSIHUH UCITOJTHUTCIbCKOM
JTUCIUTITUHBI B OpTaHU3aI[iu

[1K-4.3: Opranuzyer
UCIIOJIHEHUE JOKYMEHTa
OpTaHu3aINN/ PACTIOPSIKCHHUS
PYKOBOJUTENS HECKOJIBKUMHU
HCIIOJIHUTCIISIMHU, YCTAHOBJICHUEC
OUYEPEHOCTH UCTIOTHEHUS

IIK-5: CniocodeH cocTaBUTh U 0O()OPMUTH YIIPABIEHUYECKYIO TOKYMEHTAIUIO

[TK-5.1: CocTaBisieT mpoeKThI
pactopsAUTENBHBIX JOKYMEHTOB
(MpuKa3bl, pacCOPsKEHUS) U
UH(POPMAIIMOHHO-CIIPAaBOYHBIX
JIOKYMEHTOB (CITy>KeOHbIE
NUCbMa, CIIPABKH, TOKJIATHbIE U
CITyKeOHBbIE 3alMCKN)

MIPOEKTHI PACTIOPSTUTEIHHBIX JOKYMEHTOB (ITPUKA3BI,
pactopspKkeHus) U HH(pOpMalOHHO-CITPABOYHBIX
JOKYMEHTOB (CITy’)KeOHBIE TTMChMA, CTIPaBKH, JOKJIaIHbIE
U CIIykKeOHBIE 3aITUCKH)

COCTaBJISITh TMTPOEKTHI PACTIOPSIUTEIBHBIX JOKYMEHTOB
(mpuKa3bl, pacopsKeHHs) 1 MHQOPMaLMOHHO-
CIPaBOYHBIX JTOKYMEHTOB (CiIyKeOHbIE MHChMa,
CTPaBKH, JOKJIAIHbIE U CITy>KEOHbIE 3aIMCKH)

HABBIKAMHU COCTABJICHUS TIPOEKTOB PACIIOPSAUTEIBHBIX
JOKYMEHTOB (IIPUKAa3bl, PACTIOPSKEHUS) U
MH(OPMAIIIOHHO-CITPABOYHBIX JOKYMEHTOB (CITyKEOHbIE
MUCHhMa, CIIPABKH, TOKJIAHBIE U CIyKeOHbIE 3allUCKN)

I1K-5.2: Bener nenoByto
MEePENUCKY




[TK-5.3: OGecnieunBaeT MephI MO
00ecreYeHnI0 COXPaHEHUIO
KOMMEPYECKOM TalHbI

1.4 OcobOeHHOCTH peajM3alUU IHCHUILINHbI
SI3BIK peanu3zanuy IUCHUILIMHBL Pycckuil.

Jucuurnuna (Moyib) peanusyercs ¢ npumeHenueM 20 u JJOT

URL-anpec u Ha3BaHHE 3JIEKTPOHHOTO oOydaromiero kypca: JucuumiuHa
peanu3yeTcs ¢ yacTUYHbIM ucronb3oBaHueM D0 u JJOT. AyautopHsle 4ackl IPOXOAST
OYHO, a CAMOCTOSATEIbHAsA padoTa MPOBOJAUTCA B JUCTAHUMOHHOM BapHaHTE. 3alaHusl U
METOMYECKUE PEKOMEHIAIlMU MPeCTaBICHbI Ha e-kypcax CDVY: https://e.sfu-
kras.ru/enrol/index.php?id=29284.




2. O0beM OMCHUIUIHMHBI (MOXYJIs1)

e
Bcero, | |
. 3aUeTHBIX
Bun yue6HO# paboThI —
(akam.gac)
KonrakTHas padora ¢ 1,5 (54)
npemnoaaBaTeseM:
3aHATHA JTEKIMOHHOTO THIA 0,5 (18)
MIPAKTHYCCKUE 3aHATHS 1(36)
CamocrosiTesqbHas padora
1,5 (54)
o0yvyarommxcs:
KypCOBOE TIPOSKTHPOBaHKE
(KTT) Her
KypcoBas pabora (KP) Het
[IpomexyTounas atrecrauusa |1 (36)
(Ox3ameH)




3 Conep:kaHue TUCUUIJINHBI (MOLYJIs1)

3.1 Paznenibl AMCUMILUIMHBI U BUBI 3aHATHI (TeMATHYeCKHI MJIAH 3aHATHIN)

KonrakTHas pabora, ak. 4ac.

3angaTusa

3aHATUS CEMUHAPCKOTO TUIA

CamocTosTenbHas
JIEKIIMOHHOTO
No T Cemunaps! u/unu | JlaboparopHbie paborta, ak. yac.
o/n Moy, TemsI (pasaesbr) AMCHUIITHHEL IIpakTnueckue paboTh! W/1Iu
3aHATUA [IpakTHKyMBI
B tom B Tom B Tom B Tom
Bcero yncne B Bcero yucne B | Bcero yucne B Bcero 4ucie B
3NO0C anocC 3N0C SUO0C
1.
1. McTopus HEerocyiapcTBEHHbIX opranu3aiui B Poccun u 18
OpraHu3alys uxX JeJI0IPOU3BOICTBA
2. Opranusauus JesiTeIbHOCTH HEroCy1apCTBEHHBIX 36
OpraHu3alu
3. JIOKyMEHTUPOBAH U€ AESITEIbHOCTA HErOCYAapCTBEHHO i 54 13
OpraHu3aluu
Bcero 18 36 54 18




4 YyeOHO-MeETOAMYECKOe O0ecmeYeHHue TUCIHUMINHBI

4.2 JIulieH3UOHHOE U CBOOOJHO PACIPOCTPaHsieMoOe NMPOrPaMMHOe

o0ecreyeHune, B TOM YHCJIe 0T€YeCTBEHHOr0 MPOU3BOACTBA (IPOrpaMMHOe
o0ecreyeHne, Ha KOTOPOE YHUBEPCUTET UMeeT JIMIEH3HI0, 2 TAK/Ke CBOOOTHO
DacnpOCTNaHsieMoe MDOrNAMMHOe of0ecreyeHue):

l.

9.1.1 B yuebGHOM mporiecce Mo AaHHON NUCHMIUIMHE HCTOJb3YIOTCS
nporpammubie cpencta MicrosoftOffice.

9.1.2  Microsoft® Windows® Vista Business Russian Upgrade Academic
OPEN No Level

9.1.3  Microsoft® Windows Professional 8 Russian Upgrade Academic
OPEN 1 Licence No level

9.1.4 Microsoft® Office Professional Plus 2007 Russian Academic OPEN
No Level

4.3 NUnTepHeT-pecypchl, BKIOYas npodeccuoHaIbHbIe 0a3bl JaHHBIX
U UH(OPMaAIMOHHBIE CIIPABOYHbIE CUCTEMBbI:

9.2.1 Kaxgaplii cTyZeHT 00ecTeunBaeTCsl JOCTYIIOM K 3JIEKTPOHHO-
OMOIMOTEYHOM cUCTEME, CoIepIKaIle yUeOHbIe MOCOOUS MO TUCIUILINHE
(mocTym obecrieueH U3 JIF0OOK TOUKH, B KOTOPOH UMEETCS JIOCTYII K CETH
WuTepHeT) u K cucTeMe 3JEeKTPOHHOTO 00yYaroIIero Kypcea.

9.2.2  DIIeKTpOHHBIC YUTAIBHBIE 3aIbl PACIIOIOKEHBI B KOPILyCax
yHHMBepcuTeTa Ha 1p. CBob6oiHOM, yi1. Kupenckoro, yi. Maepyaka, B
AxaneMropoJike.

S @oHa OLEHOYHBIX CPeaCTB

OueHOYHbIE CPEJCTBA HAXOJATCSA B MPUIIOKEHUU K paboyuM Mporpammam

TUCIATLINH.

6 MartepuajbHo-TexHHYeCcKasi 0a3a, HeoOXonMMasi JIsl OCYLIEeCTBJICHUS

06pa30BaTe.m>H0r0 nmpomecca 1mo IMmCuminJauHe (MOZly.]'IlO)

10.1

B AyAUTOPpUHN IJIA ITPOBCACHUA JICKIIMOHHBIX 3aHATUN JTOJKHO UMEThCS

JIEMOHCTPAIIHOHHOE 000pYI0BaHHE.
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