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1. HEJIX OCBOEHUA JUCHUIIJIMHBI

Lenbro m3ydyeHns nucuuIuiMHbl «OCHOBBI J1€JIONPOU3BOACTBA» SIBISAETCS IOJIYYCHHUE U
yrIyOlieHHe 3HAaHWKH O MPHUHIUIAX MOCTPOCHHS JOKYMEHTOB M OCHOBax (hOPMHPOBAHUS
JIOKYMEHTOO0OpOTa B YUPEXKIEHHUAX, B TOM UHCIE OpPraHOB TOCYJapCTBEHHOW BIIACTH
Poccuiickoit ®enepanuu, OpraHoB TOCYAApCTBEHHOW BIAcTH CyOBeKTOB Poccuiickoit
®denepany; OpPraHoB MECTHOTO CAMOYIPABICHUS, TOCYAAPCTBEHHBIX M MYHHMIMIIAIBHBIX
OpraHu3aliiii, MNPEANPUATHH W  YUPEKACHUH, TOIUTUYECKUX NapTHH, OOIIECTBEHHO-
MOJIMTUYECKUX U HEKOMMEPYECKUX OpraHusanuil. @opMuUpoBaHue y CTYJEHTOB IMPAKTUYECKUX
HaBBIKOB IO CO3JaHHI0 U 00pabOTKe NOKYMEHTOB B JajbHEHIIEM OyIeT criocoOCTBOBATH HE
TOJIbKO 00Jiee YCHEIIHOMY OCBOEHHUIO JAUCLUIUINH, U3YyYEHUE KOTOPBIX IpeAroiaraeT padboTy ¢
JOKYMEHTAIUEH, HO U MIPOXOXKICHUIO MPAKTUKU Ha OoJiee TPaMOTHOM YPOBHE.

3azayu U3y4eHUs TUCLUIUIVHBIL

- chopMUpoBaTh y CTYJIEHTOB YETKOE IPEJICTaBICHHE O HEOOXOAMMOCTH U PpOJIU
JIOKYMEHTUPOBAHHUS B JEATEIBHOCTH OpPraHU3aln;

- 03HAKOMHUTH CTYJIEHTOB C OCHOBAaMH JICJIIOTIPOU3BOJICTBA U JIOKYMEHTO000pOTa;

- 03HAKOMMTb CTYACHTOB C OCOOCHHOCTSMH 3aIUTHI CIY)KEOHONH M KOH(HIESHIMATHHON
uHpOpManuu, 00eCTIeYeHUsT OTKPHITOTO JOCTyNa TpaKaaH K MH(OpMAIMH B COOTBETCTBHH C
II0JIO’KEHUSIMU 3aKOHO/IATENbCTBA;

- HAYYUTh CTYJICHTOB OPHECHTUPOBATHCS B CHUTYalMsAX, TPEOYIOUIMX H3JaHUSL
COOTBETCTBYIOIIUX JTOKYMEHTOB.

2. MECTO AUCHUIIVIMHBI B CTPYKTYPE OIIOII BO

JucuuruimHa «OCHOBBI J1€IONPOU3BOJICTBAY» OTHOCUTCS K JTUCHMIUIMHAM 0a30BOM 4acTH,
TO €CTh HEMOCPEICTBEHHO CBsi3aHa ¢ Oyayiiel chepoid JesITeNbHOCTH BHITYCKHUKOB.

JlMcUuIUIMHA HAXOUTCS B JIOTMYECKOU U CO/IepKaTeIbHO-METOAMYECKON B3aMMOCBSI3HU C
npyrumu dactsmu OIIOIl m Ga3mpyercsi Ha 3HAHWAX, TOJYYCHHBIX INMPH W3YYEHUH TaKUX
JUCHMIUIMH Kak «OCHOBBI yNpaBiIeHUsl NepcoHanoMm», «l['ocynapcTBeHHas M MyHHUIMIAIbHAs
cnyx0a», «Teopus opranuzauun», «OCHOBBI TOCYJAapCTBEHHOTO M MYHHUIIMIAJIBHOTO
yIpaBJICHUS», a TAKXKe MPU MPOXOXNKACHUS O3HAKOMHUTEIBHOH M CTPYKTYPHO-YIPaBIE€HUYECKOM
NPaKTHUK.

HaGop Bxomdmmx 3HaHUN W yMEHUH, COCTOALIMX B NMOHUMAHUM FOPUIUYECKOM CHIIBI
JOKYMEHTOB, HSKOHOMMYECKHUX aCIeKTOB OpraHu3alMM JEeJONPOU3BOACTBEHHBIX  CIYXO,
cneunukn OyxranaTepckod, OTYETHO-CTATHUCTUUECKOM, (PMHAHCOBOH JMOKyMEHTAallUH, pPOJIU
KOMITHIOTEPHBIX TEXHOJIOTUM B paboOTe ¢ TOKyMEHTaMU OOecreunBaroT TpeOdyeMblil pyHIaMeHT
UL U3y4YeHHs JUCHUIUIMH «MyHununanbHoe mpaBo», «lIpuHsATHE U  HCIOJHEHHE
rOCYJapCTBEHHBIX pelieHui», «[lnannpoBanue u NpOeKTUPOBAHUE OPTaHU3AIMI», a TaKkKe Ip
MIPOXOXKJICHUN OPTaHU3AIIMOHHO-D)KOHOMHYECKOH ¥ MPEIAUITIOMHON TIPAKTHK.

3. KOMIETEHIIMY OBYYAIOLIETOCSI, ®OPMHUPYEMBIE B PE3YJIbTATE
OCBOEHMS JUCHUTIJIMHBI (MOJLY.JIST)

B  pesymprare = OCBOGHHS ~ JUCHMIUIMHBI  OOyYarOmMUWCS  JOJDKEH

JACMOHCTPUPOBATH CIACAYIOIINUEC PC3YJIbTAThI 06pa3013aH1/1$1:

1) 3HaTh: NPUHIMIIBI OCYIIECTBICHUS JEIIOBOIO OOIIEHUS M MYOJUYHBIX BBICTYIUJICHUH,
BeJIeHHs TieperoBopos, copemmanuii (OI1K-4);

2) YMeTs:

BECTH JEJONPOU3BOACTBO M JOKYMEHTOOOOPOT B OpraHax TrOCYJapCTBEHHOW BIJIACTH
Poccuiickoit ®@enepanuu, opraHax TOCYAapCTBEHHOM BiacTu cyOwbekToB Poccuiickoi
®enepanyy, opraHax MECTHOTO CaMOYIPABJICHHs, TOCYNAapCTBEHHBIX M MYHHMIMIAIBHBIX
OPEINPUATHIX M YUPESKICHUSAX, HAYYHBIX U OO0pa30BaTEIbHBIX OPraHU3ALUAX, MOJUTUYECKUX

NapTUsX, OOIIECTBEHHO-TIOMUTUYECKUX, KOMMEPUYECKHX U HeKoMMepueckux opranuzanusx (I1K-
15)



3) Bnaners:

HABBIKAMHU  OCYIIECTBJICHHS JEJOBOM TMEPENUCKH W  TOJEpKaHuUs
9JIEKTPOHHBIX KoOMMyHuKarui (OITK-4).

4. CTPYKTYPA U COAEP)KAHUE JUCHUIIJIMHBI (MOIYJIS)
OOmas TpyI0€MKOCTh TUCHHIUIMHBI COCTABIISACT 2 3a4ETHBIX CAWHHIL, (2 YacoB.

CaMOCTOSITENBFHYIO PaboTy CTYJEHTOB

Bunp! yuebHoli paboThl, BKIIOUYast

DopMBbI TEKYLIETO

g U TPYJOEMKOCTh (B 4acax) O6LeaM6yqe6H0H KOHTPOI
5 paboThL,
ol ® YCIIEeBaeMOCTH
51 = C IPUMEHEHHUEM
Ne | Paspmen (tema) | 8| © (no Heoensim
gl ° ) Q o HHTEPaKTUBHBIX
/11| TUCIUIUTAHBL 5| = | S & z METOIOB cemecmpa),
©lg| E| S| El g 221 o & /% (opMa IIPOMEKyTOUHOH
[} = Z |2 ; = o 3 9o &, ~ (B Jacax 0)
o 2|8 =zl 28 88| 8 = arTecTanuu
S | 8|28 &&l e < (no cemecmpam)
O | & 9 S
= = =
1 |Temal.
Brenenue B
0,5 gac.,
OCHOBBI 0,5 0,5 8 50%
JIETIOTIPOM3BO/IC
TBA.
2 |Tema2. OGmmue
HOPMBI u
mpaBHiIa 0,5 0,5 8 O’g;;;”
oopMIICHUS
JIOKYMEHTOB.
3 |Tema3.
TpeboBanus k 0,5 yac.,
P 05 05 8 g
0pOpMIICHUIO 50%
JTIOKYMEHTOB.
4 |Temad.
Odopmnenune 05 05 8 0,5 lLac.,
OpraHU3aIMOHH 50%
BIX JIOKYMEHTOB.
5 |Temab.
Odopmnenne 0,5 uac.,
pacnopsiuTenb 3 0,5 0,5 8 - 50%
HBIX
JTOKYMEHTOB.
6 |Temab.
Odopmnenune 0.5 wac.,
CIPaBOYHO- 0,5 0,5 8 50%
HHPOPMAITIOHH
BIX JJOKYMEHTOB.
7 |TemaT.
Peructpanus
JOKYMEHTOB. 05 05 8 0,5 ygac.,
XpaHeHue aen u ! ! 50%
nepejaya ux B
apXUB.
8 |Tema8. Cocras,
CTPYKTypa u
TIPUHIAITBT 05
,5 1ac.,
CO3/1aHus 0,5 0,5 8 56:)/0
ZIOKyMeHTaLU(IOH
HOTO  pecypca
OpraHu3alum.
Bceero 4 4 64 4 ygac., 50% 3auer

npodeCCHOHATTLHBIX KOMITETEHITHI TIPE/ICTaBIIeHa B TaOIHIIE.

Marpwuria cOoTHeCEHHsI TeM/pa3ieiioB YIeOHON TUCITUILTUHBI/MOTYIIS U (POPMUPYEMBIX B HUX




z
Komu obuee
TeMbL, PASIEITE TACIAILIHHEL YECTB Komnereniuu IUCIIO
0 KOMIICTC
4acoB ubLl
OIlK-4 | IIK-15
Temal. BBegenue B OCHOBBI JICJIONPOU3BOICTBA. 9 + + 2
Tema2. Ob1rie HOpMBI U TipaBriIa 0OPMIICHHUS TOKYMEHTOB. 9 + + 2
Tema3. TpeOoBaHUs K 0OPMIICHHUIO JOKYMEHTOB. 9 + + 2
Tema4. OdopmieHne opraHu3aOHHBIX JOKYMEHTOB. 9 + + 2
Tema5. Odopmitenne pacOpsIAUTENBHBIX JOKYMEHTOB. 9 + + 2
Tema6. OdopmieHue crpaBouYHO-MH(YOPMAIIMOHHBIX TOKYMEHTOB. 9 + + 2
Tema7. Peructpanust JOKyMEHTOB. XpaHECHHE JIEN U [IEpEAaya ux B 9 + + 2
apXuB.
Tema8. CocraB, CTpyKTypa W  TPUHIMIBl  CO3JTAHUS
JIOKYMEHTAITOHHOTO Pecypca OpraHu3aIliuy. 9 + + 2
3auer + + 2
Hroro 72
Bec kommerennmu (A) 1 1

COJAEPKAHUE PA3JIEJIOB INCHUIIJIMHBI

IlepeyeHnb TeM JIEKIMOHHBIX 3aHATHI
Tema 1. BBegeHme B OCHOBBI JesoNpoM3BOACTBA. [loHATHE [€I0NPOU3BOJACTBA M €rO
OCHOBHBIE cocTaBisiromue. JIOKyMeHT M ero ocHoBHble (pyHKIuHM. Knaccudukanus nenoBoit
JIOKYMEHTaI1H.
Tema 2. OO0mue HOpPMBI M TNpaBWJIa O(OpPMJEHMA AOKYMeHTOB. Hymepauus crtpaHui.
CnocoObl oopmiieHus 1aT, BenuduH U popmyin. OdopmieHune Tabiull 1 pUCYHKOB.
Tema 3. TpeOoBanusi Kk opopMiIeHHI0 J0KYMeHTOB. COCTaB pPEKBU3UTOB JOKYMEHTOB.
[IpaBuna odopmiieHHs PEKBU3UTOB JIOKYMEHTOB. TpeboBaHHS K OJIaHKaM JIOKYMEHTOB.
TpeboBaHMs K TOKYMEHTaM, U3TOTaBIUBAEMbIM C TOMOILBIO IEUYATHBIX YCTPOHCTB.
Tema 4.0¢opMieHne OpraHu3allMOHHBIX J0KYMeHTOB. OdopmieHue ycraBa, IITaTHOIO
pacrucanus, NOJI0KEHUH U JJOPKHOCTHBIX HHCTPYKIIHH.
Tema 5. OdopmiieHne pacnopaauTeNbHBIX J0KYMeHTOB. OdopmiieHHEe TOCTaHOBIICHHUS,
yKa3aHUsl, IpUKa3a, PeLIeHUs, paCTIOPSKEHHS.
Tema 6. OdopmieHue crnpaBoYHO-UH(POPMALMOHHBIX [T0KYMeHTOB. OdopmieHue
CIIy’)K€OHBIX MHCEM, TEeJIETPaMMBI, aKTa, IPOTOKOJIA, JOKIAJHOM, CIyKeOHOH U 0OBICHUTEIHHON
3aIHCOK.
Tema 7. Perucrpanus AOKYMEHTOB. XpaHeHHe /el W IepeAaya HX B apXHB.
Perucrpanuonssie popmsbl U Ux 3anonHeHne. O0paboTka BXOAAIIUX U UCXOAIINX TOKYMEHTOB.
KoHTponb 3a ucnosHeHrueM NOKyMEHTOB. OpraHu3anusi OnepaTUBHOIO XpaHEHUsl TOKYMEHTOB.
Odopmienue e U nepegavya ux B apXxus.
Tema 8. CocraB, cTpyKTypa M NPHHIMIBI CO3JaHHMSA JAOKYMEHTALMOHHOIO pecypca
opranuzanuu. [loHsTHE IOKyMEHTONOTOKa W JOKyMeHTooOopora. HomeHkmarypa gaen u
MOPSTOK €€ 0hOPMIICHHS.

ITepedyenn Tem 1adopaTopHbBIX padoT
Tema 1. CocraBiienue aBToOnorpaduu u pe3rome.
Tema 2. CocTaBieHne XapaKTEpPUCTUKH, 3asBJICHUM.
Tema 3. CocraBieHre T0BEPEHHOCTH U PACIUCKHU.
Tema 4. OpopmieHue ycraBa, IITATHOTO PACITUCAHUSA U TOJHKHOCTHOM MHCTPYKIIHH.
Tema 5. OpopmieHre NOCTaHOBIICHHUSI, IPUKA3a, PACTIOPSHKEHUS, YKA3aHUS U PEIICHUS.
Tema 6. OdopmiieHne cirykeOHBIX, OOBICHUTENBHBIX U IOKIAIHBIX 3aMHCOK.
Tema 7. OopmieHue akta, TPOTOKOJIA, BBIMMHCKH U3 MPOTOKOJIA.
Tema 8. OpopmieHue cirykeOHBIX TUCEM U CIIPABOK.




5. OBPA3OBATEJIbBHBIE TEXHOJIOI'MHA
OcBoenne aucuuiuiHbl  «OCHOBBI  JEJIONPOU3BOACTBAY  IPEINOJaraeT HCIOIb30BaHUE
CIICYIOIINX UHTEPAKTUBHBIX ()OPM TIPOBEICHUS 3aHATHIA:

- KOMIIBIOTEPHBIE cuMyItsiiuu (tema 4, 5, 6, 7)

- pa300p KOHKpETHBIX cuTyanuii (temsl 1, 2, 3,4, 5, 6, 7, 8);

- JIENIOBBIE ¥ POJIEBBIE UIPHI (TEMBI 7, 8);

- IICUXOJIOTUYECKHUE TPEHUHTHU (TeMbI 6).

VY nenbHBIN BeC 3aHATHIA, TPOBOAUMBIX B HHTEPAKTUBHOM (pOpMe B COOTBETCTBUU C TPEOOBAHUS
®enepabHOIO TOCYJApPCTBEHHOIO 00pa3oBaTENIbHOIO cTaHjaapra cocraBisier He MeHee 30%
ayJUTOPHBIX 3aHATHUM, 3aHATUS JIEKIIMOHHOTO TWUNa He mpeBblmaloT 50% oT o0liei BeTUYHHbBI
ayJIMTOPHBIX 3AHSTHM.

6. OHEHOYHBLIE CPEACTBA JJISI TEKYIIEI'O KOHTPOJISI
YCHEBAEMOCTH, IPOMEXYTOYHOM ATTECTAIIMU IO UTOT'AM
OCBOEHUSA JUCIUAITIJIMHBI U YYEBHO-METOJUYECKOE
OBECIIEYEHUE CAMOCTOSATEJBHOM PABOTHI CTYJIEHTOB
[IpomexxyTouHas  arTectansi 1O  WTOraM  OCBOCHHUS  AMCUHUIUIMHBI  «OCHOBBI
JIETIONIPOM3BOACTBAY HAMpaBlIeHa Ha 3aKperICHMEe OCHOBHBIX JJIEMEHTOB TEOPETUYECKOTO H
MPAaKTUYECKOTOo Kypca. B xome €€ peanuzauu 1o MpeaBapUTEIbHO BbIIAHHBIM OakaiaBpam
3aJaHUSIM TIPEAYCMOTPEHBI CleAyIoIre (GOpMbI KOHTPOJIS:
1. PelTuHT-KOHTPOIIb.
2. Pemienue cCUTyallMOHHBIX 3324 B paMKaX MPaKTUYECKUX padoT.
3. HHmuBHIyaIbHBIC H KOJUIGKTUBHBIC KOHCYJIBTAIIUH IO TIPAKTHYECKOHN padoTe.
4. 3auer.

Texkymuil KOHTPOJIb TakKe CONPOBOXKAAKT Yy4aCcTME B HHTEPAKTUBHBIX WIpax,
YIPAKHEHUAX, TPEHUHIaX, a TAKXKE MPOBEICHNE TECTUPOBAHUSA. MITOrOBBII KOHTPOJIB MO KypCy
OCYILIECTBIISICTCS TAK e B (hOpME TECTUPOBAHUSI.

IIpoMeskyTOoUHasi aTTECTALUSA
CnHcoK BONPOCOB K 3a4eTy

1. ITonsiTHEe NENONPON3BOACTBA U €0 OCHOBHBIE COCTABIISAIOLINE.
2. JIOKyMeHT 1 €r0 OCHOBHBIE ()yHKIIHH.
3. Knnaccudukanus 1enoBoit JOKyMEHTaIHH.
4. O6mue npaBuiia 0POPMIIEHHUS JOKYMEHTOB.
5. Bunel 1OKyMEHTOB: OpraHUW3allMOHHBIC, PACTIOPAAUTENbHbIE, HHPOPMAIIMOHHO-CIIPABOYHBIE.
Tunonorudeckas kinaccuukamms.
6. BHyTpeHHSS ¥ BHEIIHAA CTPYKTYpa JOKYMEHTA.
7. PexBH3WTHI JOKYMEHTa: PEKBU3UTHI-OCHOBAHWS, PEKBH3UTHI-IPHU3HAKH, PEKBU3UTHI
o(opMIIeHHS COBPEMEHHBIX YIPABICHUECKUX JOKYMEHTOB.
8. TpeboBaHMs K JOKYMEHTaM, H3TOTABIMBAEMBIM C TIOMOIIBIO TIEYATHBIX YCTPOMCTB.
9. brnaHku OKYMEHTOB: BHUJbI OJIAHKOB U TOPSAJOK DPACIOJOKEHHUsS] PEKBU3UTOB B OJIaHKE
(YrimoBoe M LIEHTPOBAaHHOE), UCIOIb30BaHUE OJAHKOB C U300pa’keHNEM TOCYJapCTBEHHOT0 Tepba
u repba cyObekTa penepanu.
10. TlonsTue oOpraHuM3allMOHHAs, pacHopsAuTENbHas H  HH()OPMALMOHHO-CIIPaBOYHAsS
JOKYMEHTAIHSL.
11. ITonoxenue. YcraB. UHCTpyKIuUA.
12. JloroBopHas nokyMmeHTanus. /loroBop — €ro BHIbI, CTPYKTYpa, MOPAIOK odopMieHus U
HOJMCAaHUSI CTOPOHAMHU.
13. PaciopsiautenbHble JOKYMEHTBI: IPUKA3, PACIOPSKEHHE.
14. PacniopsiguTenbHble JOKYMEHTBI: PEIICHUE, TPOTOKOJL.
15. Axr. [loknaanas 3anucka. O0bscHUTENbHAS 3anucka. CrnpaBku. [Iucemo.
16. Tenerpamma (Teneraiinorpamma). Tenekc. Teneponorpamma. Tenedaxc (dpakc).



17. CoctaB peKBU3UTOB MHCbMa U TpeOOBaHUs K MX ohopmiaeHn 0. CTPyKTypa AETOBBIX MHACEM.
18. KonduneHnuaapHOE 1€TOMPOU3BOICTBO 3alIUTa KOHPUACHITMATBHOW HH(POPMAIIUHU.

19. ®yHKIUY U CTPYKTYpa CIIY>KOBI 1€TONPOU3BOICTBA.

20. Opranuzanus J10KyMeHTO000pOoTa.

21 Peructpanus u o0paboTKa, HalpaBJIeHUE Ha UCTIOJTHEHUE IOKYMEHTOB.

22 IlpaBumna OTIPaBKU UCXOMSIINX U MPHEMa BXOASIIUX TOKYMEHTOB.

23. Cucremarusanus 1 XpaHeHHE JOKYMEHTOB.

24. TloaroToBka IOKyMEHTOB I CIa4yd B apXUB.

25. Tlonsatue KOHUACHIMATBFHOE JEIONPOU3BOJICTBO OpraHU3alMid, TMPHUEMBI, METOMIbI
00pabOTKH JOKYMEHTOB.

CamocTosiTesibHAasi padoTa CTY/IeHTOB
Tembl pedepaTos

ApXUBHOE XpaHEHUE IOKYMEHTOB.
Hcnonxenue u 00paboTKa NOATOTOBIEHHBIX KOH(UICHIIMAIBHBIX JOKYMEHTOB.
Hcropus pa3BUTHS CUCTEMBI TOCYIAPCTBEHHOT'O JEJIONPOU3BO/ICTBA.
KommbroTepHbie TEXHOJIOTUH TTOATOTOBKU TAOJUYHBIX JTOKYMEHTOB.
KomnbroTepHble TEXHOJIOTUHU MOATOTOBKU TEKCTOBBIX JOKYMEHTOB.
HopmaruBHo-meToanueckas 6a3a 1e10npou3BO/ICTBA.
O06paboTka 1 XpaHeHHe KOH(DUICHIUAIBHBIX JJOKYMEHTOB.
Opranu3zanus ceKpeTapcKkom J1eATeIbHOCTH.
OcCHOBBI OpraHu3any HH(YOPMALMOHHBIX TEXHOJOIMH oOecrneueHus: YIpaBlIeHUYECKOM
JeSITEIIbHOCTH.
10. ITpoGnembl TEPMHUHOJIOTUH B YIIPABIEHYECKON JTOKYMEHTAIUH.
11. Pa3pabotka OLeHOUHBIX KpuTepueB 3 (HEKTUBHOCTH TOKYMEHTHPOBAHUS B YIIPABIEHYECKUX
poreccax.
12. Cuctemsl ynpaBieHus 6a3aMu JaHHBIX.
13. CoBepiieHCTBOBaHUE COCTaBa U (POPM JOKYMEHTOB OpraHU3alHH.
14. Coznmanue ToKyMeHTa npu momoinu npuioxenuit Microsoft Office.
15. TexHoOrHs yyeTa U paCCMOTPEHUS MOCTYNHUBIIUX KOH(PHUICHIIMAIbHBIX JJOKYMEHTOB.
16. TpebGoBaHMs K TEKCTaM TOKYMEHTOB.
17. ®opmupoBaHue | XpaHEHHE JI€Jl, YHUYTO)KEHHE JOKYMEHTOB, el U HOCUTesel
uH(pOpMaLIUH.
18. DkoHoMuueckas >(PQPEKTHUBHOCTb MCIOJIB30BaHUS WHGOPMALMOHHBIX TEXHOJOTUH B
yIpaBICHUH.
19. Dtuker nenosoro oOIIEHHUS.
20. SI3pIk OpHUIHATBEHBIX JOKYMEHTOB.

CoNoOA~WNE

7. YYEBHO-METOJUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE
JUCLUILIMHBI (MOLYJIS)

OcHoBHasi JInTepaTypa
1. KysuwemoBa W.B. JlokymeHTammoHHOEe  oOecleYeHue  YIpaBiICHUS  IEPCOHATIOM
[OnexTpoHHbIi pecypc]: yueOHoe mocobue/ Kysnenosa W.B., Xauarpsn I''A.— DnekTpoH.
TekcToBbIe JanHble.— M.: JlammkoB u K, A# [Tu Op Menua, 2014.— 220 ¢.— Pexum jgoctyma:
http://www.iprbookshop.ru/15713.
2. Ilpuxompko A.H. JIOKyMEHTHpOBaHHME YNPaBICHUYECKOW MESATCIbHOCTH [DJIEKTPOHHBIN
pecypc]: yae6Hoe nmocobue/ [puxonpko A.H.— DnexTpoH. TekcToBbie nanubie.— CI16.: CaHKT-
[TerepOyprckuii TOCyIapCTBEHHBIH apXUTEKTYPHO-CTpOHUTENbHBIN yHUBepcuteT, ObC ACB,
2013.— 270 c.— Pexxum nocrtyma: http://www.iprbookshop.ru/26872.
3. Kaypman H.IO. JlokymeHTHpOBaHWE YIPaBIECHYECKON JACSITEIBHOCTH [DJICKTPOHHBIN
pecypc]: yae6Hoe mocobue/ Kaypman H.FKO.— Dnektpon. TekcToBbie qanHble.— OMCK: OMCKUi
rOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  moctyma:
http://www.iprbookshop.ru/26681.— 3B5C «IPRbooks», 1o mapoJto



JonotHUTE/ILHAS JIUTEPATypa

1. KoupunennuanbHoe AeTONPOU3BOACTBO U 3AIUIICHHBIN 3IEKTPOHHBINA JOKYMEHTOOOOPOT
[OnexTponnslii pecypc]: yueonuxk/ H.H. KynseB [u ap.].— DIeKTpOH. TEKCTOBBIC JaHHBIC.—
M.: Jloroc, 2013.— 452 c.— Pexwum gocrtyna: http://www.iprbookshop.ru/9083.

2. Tlomor C.JI. [Ienonmpou3BOACTBO M CEKpeTapckash padoTa Ha MEepPCOHATHPHOM KOMITBIOTEpE
[DnexTponnsiit pecypc]/ Ilornos C.JI.— Dnextpon. TekctoBbie nanubie.— M.: COJIOH-ITPECC,
2013.— 424 c.— Pexxum nocrtymna: http://www.iprbookshop.ru/26915.

3. TI'maeea UM.B. Jlemompou3sBojacTBo [DneKTpoHHBIH pecypc]: cmnpaBounuk/ I'Baesa U.B.,
CobaneBckuii C.B.— OnektpoH. TekcToBble nanHble.— MuHck: TerpaCucremc, Terpanwur,
2014.— 224 ¢c.— Pexxum nmoctyma: http:// www.iprbookshop.ru/28072

IIporpammuoe obecnieuenue u MurepHer-pecypcebl
naker MS Office (MS Word, MS Excel, MS Access), Adobe Reader.
www.delpro.narod.ru - Jleaonpou3BoacTBO.
www.delpro.narod.ru - leionpon3BoacTBo+.
www.directum.ru - DeKTpOHHOE JETOMPOU3BOICTBO U KAHIIEISAPHS
www.directum.ru - DieKTpOHHOE JCIONPOU3BOJICTBO U KAHIICISPHS
www.termika.ru — DHIuKIIoNe NS 1ETONPOU3BOICTBA.
www.termika.ru — DHIuKIIONeIUs 1EIOIPOU3BO/ICTBA.

NoakowhE

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JJUCHUIIJIMHBI
MOAYJIA)
NnnrocTpaTUBHBIN M TEKCTOBBINM pa31aTOYHbIA MaTepral.
IIpe3eHTaTop (CTalMOHAPHBII U IEPEHOCHON) C MYJIBTUMENA TEXHOIOTHSIMH.
@numnyapr.
: KomnbroTepHslit Ki1acc ¢ COBPEMEHHBIM TPOrPaMMHBIM 00€CIIeYeHHEM U BBIXOJIOM B CETh
WNHuTtepHer

NS



IIporpaMma cocTaBieHa B COOTBETCTBHH C TpeGoBarmsaimu PI'OC BO o HalpaB/IeHUIO
38.03.04 «locymapcTBeHHOE M MyHHLHMIATHHOE YUPaBICHUE» W TNPOYHII0 MNOATOTOBKY

«I(HEKTUBHOE TOCYTAPCTBEHHOE ¥ MYHHLMIATBHOE aIMHHHCTPUPOBAHUE ).

Pabouyro nporpaMmy cocraBun - crT. mpenogasates Apkaneesa O.C. P

Penensent

(npeactaBurens paboromarens) Ilpeacenarens Komutera

0 3KOHOMHYECKOH [I0JTHUTHKE

4JIMUHUCTDPAIHH
Biagumupckoit o6nacti. e o
K.3.H., Cokonnckux E.B. = =)

IIporpamma paccmoTpena u 0106peHa Ha 3aceanuy Kadepsl « DKOHOMHKa U CTpaTeruyeckoe

YIIpaBJIeHHE,
[lporokon Ne _ 23 or #,02. 2¢7/5  rona.

3aseyromuit kadeaport  Cky6a P.B.

Pabouyas mporpamma paccMoTpeHa u ono6peHa Ha 3aceqaHMH Y4EOHO-METOMUYECKOH KOMHCCHM

HallpaBJICHUSA «['ocynapcTBeHHOE U MYHUIIMOANbHOE YIIPABJACHUE »

nporokon Ne 4 ot _74.02. 2075 ropa.

IIpencenarens komuccnn _ Ckyba P.B. %
™ il E=r g




JMCT NEPEY TBEFVALEHNA
PABOMER IIPOTPAMMBENCTHILTHITG (MOXYAS)

PaGonas uporpass 0200peits na D - 2077 ywebma rox
poTonos sace wmmnn xodapwe Ne 37_ or T v

PaBosias nporpasses oaodpens wa 2017 - 2004 yucbmai rox
Mporosos moe s kpeaps Ne 42 or G606 Do
Jaseayrowmi xadoapon = y

Patosas npospavsss onobpenas e S8 - £0/G yuebuun roa
lporoxos ecemim Kadeapu Ne ” .’i&’%m
Jeacayoumit xadenpoll,

Patoan pporpavida ouolpent i _ yuedunai rog
Hiporoxos sexe xun xaderpu Ne or rovs
Saseayrnmill capeipoil

Pebo'ms nporpaviMa onodpema s yueBman rox
Hporroxin sxeamme xadeipu N or roos
Fuseyroupift xapeapoll - - il
Paboran nporpasoa onolipemavwa _ yuclioait ox
[poroxon mcemins xadeapu My or rods
Fancayouni cadeapoi

Pabiorms trporpasss asodpens i yooGimeit roa
Hporoxon wceanmn kadeapi N or rona
Tawe sy capespod

Pafiouas tporpasoss ozodpens ui yoedinel roq
Hiporoxon swoceaanmn xodeaph: Ne or rons
Suneayroum i cadespol




