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1 llesu 1 3a71a4u M3yYeHUSA TUCIUTLIHHBI
1.1 Ieap npenogaBaHusi AUCHHILIHHBI

OcHoBHast 1eidb — wu3yuyeHHe (OpPMBI M COJAEPKaHUS YIPaBICHUYECKUX
JOKYMEHTOB, CHCTEM JOKYMEHTAllUU, BKJIOYas CUCTEMY CIPaBOYHO-
MH(OPMAIMOHHOW JIOKYMEHTAllUM C KOPPECHOHJIEHUMEH, a TakkKe MH3yYeHue
JBUYKEHHUSI IOKYMEHTOB B OPraHU3ALUH.

1.2 3apauyu u3y4yeHUus JUCHUATIMHBI

3agayaMy M3y4eHUs JUCLUIUIMHBI SBJISIOTCS:

- W3Yy4YEHHE JOKYMEHTOBEAYECKONM TEPMHMHOJOTUH, OCHOBHBIX HOPMATHUBHBIX
U METOJMYECKMX  JOKYMEHTOB IO  JOKYMEHTalMOHHOMY  0O€CHEeYeHHUIO
YIIPaBJICHYECKOU EATEIIBHOCTH;

- COCTaBJE€HHE JOKYMEHTOB PAa3JIMYHbIX BHJIOB M Pa3HOBUJIHOCTEH B
KOHKPETHBIX  YNpaBJIEHYECKUX  CHUTyaluusiX, O(opmieHHEe  JOKyMEHTOB B
COOTBETCTBUU C TPEOOBaHUSMU rOCYAAPCTBEHHBIX CTAHIapTOB.

1.3 IlepeyeHbp NJIaHMpPYyeMbIX pe3yJbTATOB OOy4YeHHMS] MO JAUCHUILINHE
(MOnyJII0), COOTHECEHHBIX ¢ IUIAHUPYEeMbIMH Ppe3yJabTATAMH  OCBOCHMS
o0pa3oBaTeJIbHOM MPOrPaMMBbI

Koa n HanmeHoBaHue MnHaOnKaTopa 3aI'IJ'IaHI/IpOBaHHbIe pe3ynbTtaTthl o6yquV|;| no ancuuninnHe
OOCTWXEeHNA KoMmneTeHunmn

IIK-8: Cnocoben pazpadaTbIBaTh 3JIeMEHTHI CHUCTEMbI JIOKYMEHT0000p0Ta B
OPraHu3alMM, BECTH YUeT H COCTABJIATH OTYETHI O /1esiTeIbHOCTH OPraHU3aliH 10
cepTU(PHUKANMU NPOAYKIHUH (YCIYI)

[1IK-8.1: Brnaneer npuemamu OCHOBHBIE€ TEPMUHBI U OIIPEACIICHUS 1ETIOIPOU3BOJICTBA.
dbopmupoBaHUS
JIOKYMEHTO000pOTa B paMKax
CHCTEMBI MEHEJKMEHTA
Ka4yecTBa COCTaBJIATH U OhOPMIIATH JOKYMEHTHI Pa3IMYHBIX BUJIOB
B KOHKPETHBIX YIPABICHYECKUX CUTyalUsX.

HaBBIKAMH COCTABJICHUS YIIPABIECHUYECKUX JOKYMEHTOB.

[IK-8.2: 3naet cucremy -KJ1acCU(PUKAIHIO TOKYMEHTOB;

JIOKYMEHTO0000pOoTa U -HOPMaTHBHO-METOANUYECKYIO 0a3y JeI0NPOU3BOICTBA.
HOpPMAaTHBHBIE IOKYMEHTHI U
cepTuduKauy NpoayKINUN

- paboTarb ¢ uHpoOpMaIrei B TI00ATBHBIX
KOMITBIOTEPHBIX CETSIX.

HaBBIKaMH pabOThI C CUCTEMON JJOKyMEHTOO00pOTa U
HOPMAaTHBHBIMU JTOKYMEHTaMHU.




I1K-8.3: Pa3pabarsiBaet OCHOBHBIE BU/Ibl YITPABIEHYECKHUX IOKYMEHTOB;
3JIEMEHTHI CUCTEMBI CXEMBI JABIKEHHS TOKYMEHTOB B OpraHU3aI[iH-
JOKyMEHTOO0O0pPOTa, BEJET yUET
0 JIeSITEIbHOCTH OpraHu3aliu
10 cepTU(UKALUYU TPOTYKIIUU

HaXO4UTh IMMPAKTUYCCKUC OPraHU3al[MOHHO-

yIPaBJICHYECKUE PEIICHHSI B OpPraHU3alHN
JIOKYMEHTO000pOTA.

KYJbTYpOH MBIIIICHHUS, CITOCOOHOCTHIO K 0000IIECHUIO,
aHAIIM3Y, BOCIIPUATHIO HH()OPMAITUH, TOCTAHOBKE TIeNIei
U BBIOODPY MyTeH €€ TOCTUKCHUS;

- KOMMYHUKaTHBHBIMHU, HHTCJUICKTYATbHBIMH U
TBOPYECKUMHU METOJIaMH TIOJa9H WH(POPMAITHH T10
BOIIPOCaM JOKYMEHTAIIMOHHOTO 00ECTICUeHUSI.

ITK-9: CniocodeH npoBoauTH padoThI 10 KOMILIEKTOBAHUIO M aKTyaJau3anuu Gonga
HOPMATHBHBIX IOKYMEHTOB OPraHU3aluu

[1K-9.1: Benet paboTsl Mo -CXEMBbI JIBUKECHHS JOKYMEHTOB B OpraHU3alluu;
OTCIIEKUBAHUIO POHA - mpotiecc (OPMUPOBAHUS JIET;
HOPMAaTUBHBIX TOKYMCHTOB

- OTarlbl IIOATOTOBKHU JOKYMCHTOB K apXHBHOMY
XPaHEeHHUIO.

-OTCIIeKUBATh JIBI)KCHHE IOKYMEHTO000poTa, hoHa
HOPMAaTHUBHBIX JOKyMEHTOB.

-OCHOBHBIMH METO/IaMH, CIIOCO0aMU U CPECTBAMHU
MOJIy4€HHUs1, XpaHEHUs1, TepepabOTKU NH(OPMAITIH.

[1K-9.2: [IpoBoaUT paboTHI 1O MOPSI0OK KOMIUIEKTOBAHHS U aKTyatn3anuu GoHIa
KOMIUIEKTOBAaHUIO U HOPMAaTHBHBIX JOKYMEHTOB.

aKTyanu3anuu QoHa
HOPMAaTHUBHBIX JOKYMEHTOB
OpraHu3alnuu

OIIpeNIeNIATh NOTPEOHOCTh B aKTyaIU3aluK U
KOMIUIEKTOBAHUIO HOPMATUBHOM JOKYMEHTALAH.
HaBbIKAMU MPOBEICHUS PabOT 110 KOMIUIEKTOBAHUIO
(hoH1a HOPMATHBHOM TOKYMEHTAIMH U €TO
aKTyaJIu3aluy;

-HaBbIKaMU PadOThI ¢ KOMIIBIOTEPOM KaK CPEICTBOM
ynpaBJeHUs HHPOPMALHEH.

1.4 Oco0eHHOCTH peaM3alMu U CIUTLTHHBI
SI3BIK peanu3zanuy IUCHUIUIMHBL Pycckuil.

JucuuruinHa (Moayis) peanusyercs ¢ npuMenenneM D0 u 0T

URL-anpec u Ha3BaHWEe 3JIEKTPOHHOTO OOywaromero Kypca: JucrurminHa
peanusyeTcsi Ha pyccKoM si3bike. Pabouast mporpaMma rpegycMarpyuBaeT MpoBeeHNe
3aHATHN KaK B OYHOM PEXUME 110 TPAAULIMOHHBIM TEXHOJIOTUSAM, TaK U B YAAIEHHOM C
ucnosb3oBanueM 30 u JIOT. Axapec 21eKTpOHHOTo 00yYaroLIEro Kypea 1no AUCIUILINHE
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https://e.sfu-kras.ru/course/view.php?1d=28096.
2. O0beM OMCHUIUIMHBI (MOIYJIs1)

e
Bcero, | |
. 3a4ETHBIX
Bun yue6HOi paboThI e | |
(akam.gac)
KonrakTHas pabora ¢ 1,5 (54)
npenogaBaTeseM:
3aHATHSA JIEKLIMOHHOTO THIA 0,5 (18)
MIPAKTHYECKUE 3aHATHS 1(36)
CamocrosTesqbHas pabora 1,5 (54)
o0yuyaommxcs:
KypCOBOE IIPOCKTUPOBAHHE
(KTT) Her
KypcoBas padorta (KP) Her




3 Conep:kaHue TUCUUIJINHBI (MOLYJIs1)

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

KonrakTHas pabora, ak. 4ac.

/o

Mopynu, Tembl (pa3esnbl) TUCITUATITHHBI

3angaTusa
JIEKIMOHHOIO

THUIIA

3aHATUS CEMUHAPCKOTO TUIA

CeMuHapsbl u/uinu

IIpakTnueckue
3aHATHA

JlaboparopHsie
paboThI W/unu
[IpakTHKyMBI

CamocrosiTenpHas
paboTa, ak. yac.

Bcero

B Tom
yucrne B
3n0C

Bcero

B Tom
yucne B
aINoC

Bcero

B Tom
yucrne B
3n0C

B Tom
YHCJIE B
DUOC

Bcero

1. MoayJsb1

1. Tema 1 Beenenue B aucuuiinay. OCHOBHBIE TIOHSITUS U
onpeeaeHus

2. Co3gaHnue opraHu3aliu: ONpeesieHue poia
NeSITeIbHOCTH, HAUMEHOBAHUS OpraHU3alluu,
dbopMyIupOBKa JIeBU3a, UCIIOJIb30BaHUE abOpeBUaryp u
(bUpPMEHHBIX 3HAKOB. 3HAKOMCTBO C HOPMAaruBHOM 0a30ii
JIEJIONPOU3BOICTBA.

3.

4. Tema?2
O6mue npaBuia ohopmIeHUS JOKYMEHTOB

5. TpeGoBanus kK 0(OPMIIEHUIO PEKBU3UTOB JTOKYMEHTOB.
bianky JOKyMEHTOB.

6.




7. Tema 3
Cucrema opraHu3alOHHO-IIPABOBON JOKYMEHTAIIMH

8. Pazpabotka u opopmienue [TonoxeHns o CTpyKTypHOM
HOPa3ICICHUN OPTaHU3alliH, €T0 TPE3CHTAIIHS.
Pa3paboTka u oopMiIeHHE TOIKHOCTHBIX HHCTPYKITUH, UX
TPE3CHTAITHSL.

9.

12

10. Tema 4
Cucrema pactiopsiIMTEIbHON JTOKYMEHTAIIUU

11. PazpaboTtka 1 ohopmiieHrE MPUKA30B U PACIIOPSIKEHUI
OpraHu3aln, UX IPE3CHTALM

12.

12

13. Tema 5
Cucrema cripaBoYHO- HH(POPMAITMOHHON U CITPABOYHO-
AQHAJIMTUYECKON JOKYMEHTALUU

14. JlenoBas mepenucka. Paspabotka u opopmiieHue
MPOTOKOJIOB, aKTa O TIPUEMKE BBITIOJTHEHHBIX pa0oT.
Pa3paboTka u opopMIIeHHE aHKET ISl OIIPOCa KIIMEHTOB
opranuzanuu. PazpaboTka 1 opopmIIeHHE TrapaHTUITHBIX
nuceM | npetens3uil. Hanmmcanue aBroOuorpadum.

12

15. Tema 6
Opranu3zamnus 10KyMeHTOo000poTa

16.

12

17. Pa3paboTka 1 opopMIICHHE KYPHATOB PETUCTPALIUH
BXOJSIIEN U UCXOIAIIEH TOKyMeHTalu. KoHTposb
UCTIOJIHEHUS IOKYMEHTOB.

18.

Bcero

18

36

54




4 YyeOHO-MeETOAMYECKOe O0ecmeYeHHue TUCIHUMINHBI

4.1 ITeuaTHbIE U AJICKTPOHHBIC U3IaAHUA:

1. Kupcanosa M. B., Axcenos 0. M. Kypc nenonpousBoacTBa:
JIOKYMEHTAIMOHHOE 00ecIieueHre ypaBieHus: yuel. mocooue Jjis By30B
(M.: UH®PA-M).

2. Kupcanosa M. B. CoBpeMeHHO€ J1e710MpOoU3BOICTBO: yuel. mocodue st
CTYJICHTOB BYy30B 3KOHOM. crell.(MockBa: uppa-M).

3. Poroxxun M. YO. Opranuzanus Ae101npor3BOJCTBA PEANPUATHS: yUeOHO-
npakTudeckoe nocodue (Ha ocHoBe [OCT P6.30-2003)(Mocksa: lupekt-
Menua).

4. Poroxxun M. 0. JlokyMeHTallMoHHOE 0OecrieueHre yrnpaBieHus: ya4eOHo-
npaktuueckoe nocooue(Mocksa: Jlupexkr-Meaua).

S. Anwnkuenko T. . OcHOBBI Je10NPOU3BOJICTBA: YI€OHO-METOANIECKOE

nocob6ue [ cryaenToB Harp. 27.04.01 «CrangapTuzaiust 1 METPOJIOTHS |
(Kpacnosipck: CDY).

6. Ky3zuenos U. H. JlokymeHTaiimonHoe odecriedeHre yrpaBieHus: u
JIEIOTTPOU3BOJICTBO: YUSOHUK JJIs OaKaIaBpOB MO SKOHOMHYECKUM
cnenuanbHocTsIM(Mocksa: FOpaiir).

4.2 JIuleH3HOHHOE M CBOOOAHO PACHPOCTPaHsieMoOe NMPOrPaMMHOe
obecrneyeHue, B TOM YHCJIe 0Te4eCTBEHHOI 0 IPOM3BOACTBA (IIPOrpaMMHoe
obecrieyeHmne, HAa KOTOPOe YHUBEPCUTET UMeeT JIMIEeH3HI0, a TAK/Ke CBOOOTHO
DACNDOCTDaHsAEMOe IDOIDaMMHOe o0ecreYeHne):

1. Omnepanronnas cuctema Microsoft Windows 2000 SP 4/XP SP 2 / Vista.

4.3 NUurepHeT-pecypchl, BKJIOYasi NpodeccuoHaTIbHbIe 0a3bl JaHHBIX
U UH(OPMAIHOHHBIE CIIPABOYHbIE CUCTEMBbI:

1.  Obmepoccwuiickas ceTb MpaBoBor HHPOpMaruu « KOHCYIBTaHT IITIOCY.
2. Pexum nmoctymna: http://www.consultant.ru

S ®oHa OLEHOYHBIX CPEICTB

OlLieHOYHBIE CPEJICTBA HAXOMATCS B MPUJIOKEHUH K PabOYMM IporpaMmam
JUCITUATLIHH.

6 MartepuajbHO-TeXHHYeCKasi 0a3a, He0OX0AMMAA [IJIsl OCYLIeCTBJICHHS
00pa30BaTeJIbHOIO Mpolecca Mo JUCHUIJINHEe (MOLYJII0)

IIpoexTop, KOMIIBIOTED.
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