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1. EJIX OCBOEHUA JUCHUIIJINHBI

Ilenpto  M3ydeHus AMCUUIUIMHBI  «OJIEKTPOHHBIH  JOKYMEHTOOOOPOT»  sIBISETCA
[OJIyueHUE M yrayOsJeHue 3HaHMW O MpPUHOUIAX IOCTPOEHUS JOKYMEHTOB U OCHOBax
(bopMHpOBaHUS JTOKYMEHTOOOOPOTa B YUPEXKICHHUSIX, B TOM YHUCJIE OPraHOB roCylapCTBEHHOH
Biactu Poccuiickoii @enepanuy, OpraHoB TOCYIapCTBEHHOM BiIacTH CyOBEKTOB Poccuiickoit
®denepany; OpPraHoOB MECTHOTO CAMOYIPABICHMS, TIOCYNAapCTBEHHBIX M MYHMIMIIAJIbHBIX
OpraHu3aliiii, MNPEANPUATHH W  YUPEKACHUH, TOIUTUYECKUX NapTHH, OOIIECTBEHHO-
MOJIMTUYECKUX U HEKOMMEPYECKUX OpraHusanuil. @opMuUpoBaHue y CTYJEHTOB IMPAKTUYECKUX
HaBBIKOB I10 CO3/aHHIO U 00pabOTKe NOKYMEHTOB B JalibHEHIIEM OyaeT crnocoOCTBOBATH HE
TOJIbKO 00Jiee YCHEIIHOMY OCBOEHHUIO JAUCLUIUINH, U3YyYEHUE KOTOPBIX IpeAroiaraeT padboTy ¢
JOKYMEHTAIUEH, HO U MIPOXOXKICHUIO MPAKTUKU Ha OoJiee TPaMOTHOM YPOBHE.

3azayu U3y4eHUs TUCLUIUIVHBIL

- chopMupoBaTh y CTYIEHTOB YETKOE IIPEACTAaBICHHUE O HEOOXOJWMOCTH U pOJIU
JIOKYMEHTUPOBAHHUS B JEATEIBHOCTH OpPraHU3aln;

- 03HAKOMHTH CTYJECHTOB C OCHOBAMH JICJIONIPOM3BO/ICTBA U JOKYMEHTOO00POTA;

- 03HAKOMMTb CTYACHTOB C OCOOCHHOCTSMH 3aIUTHI CIY)KEOHONH M KOH(HIESHIMATHHON
uHpOopMannu, 00eCIIeYeHUsT OTKPBITOTO JOCTyNa TpaxaaH 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

JucuumnnuHa «OIEeKTPOHHBIN TOKyMEHTOOOOPOT» OTHOCHTCS K JUCHUIUIMHAM 0a30BOi
YacTH, TO €CTh HEMOCPEICTBEHHO CBsI3aHa ¢ Oyayiiel cepoil 1eaTeIbHOCTH BBIITYCKHUKOB.

JlucuMIimHa HaXOJUTCS B JIOTUYECKOW M COJIEPIKATEIBHO-METOJUYECKON B3aUMOCBSI3HU C
apyrumu dactamu OIIOIl m Oa3supyercs Ha 3HAHUSAX, NOJYYEHHBIX INPU H3YUYEHUU TaKUX
JUCLUIUINH Kak «OCHOBBI YIIpaBJICHHS IEPCOHAIOM», «l'OCylapcTBEHHas M MyHHUIMIAIbHAs
ciyx0a», «Teopust opraHuzaluny», a Takke Mpu IPOXO0XKACHUN BCEX BUIOB IPAKTHK.

HaGop Bxomdmmx 3HaHUN W YMEHUH, COCTOALIMX B NMOHUMAaHUM FOPUIUYECKOM CHIIBI
JOKYMEHTOB, HSKOHOMMYECKHUX AaCIEKTOB OpraHMU3alMM JEeJONPOU3BOACTBEHHBIX  CIYXO,
cneunukn OyxranaTepckod, OTYETHO-CTATHUCTUUECKOM, (PUHAHCOBOH JTOKyMEHTAallUH, pPOJIU
KOMITHIOTEPHBIX TEXHOJIOTUM B paboOTe ¢ JOKyMEHTaMu OOecreunBaioT TpeOdyeMblil pyHIaMeHT
JUIsL  MU3Y4YEHMs JUCHUMIUIMH «MyHununaibHoe mpaBo», «lIpuHATne u  ucnonHeHue
rOCYJapCTBEHHBIX PEIICHUI», «l1aHupoBaHne U MPOEKTUPOBAHNE OPraHU3ALMIY, a TAKKE IPH
MPOXOXKIACHUN BCEX BUJIOB MPAKTHK.

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

B  pesymprare  OCBOEHHS ~ JWCHMIUIMHBI  OOYYAIOIIMICS  JIOJDKEH

JEMOHCTPUPOBATH CIIEIYIONIUE PE3yIbTaThl 00Pa30BaHUS:

1) 3uate:

MIPUHITUIIBI  PACTIPECIICHUs] PECypCOB C YYETOM TMIOCIECACTBUN BIHMSHUS PA3THYHBIX
METOJIOB U cItoco00B Ha pe3ynbTathl aestenbHocTu (OIIK-5);

2) YMmerTs:

BECTH JIEJIOMPOU3BOJICTBO U JOKYMEHTOOOOPOT B OpraHax TOCyIapCTBEHHOW BIIACTH
Poccuiickoit  ®enepamuu, opraHax TroCyJapCTBEHHOW BIacTH CyObekToB Poccuiickoit
®denepanny, OpraHax MECTHOTO CaMOYMIPABJICHUS, TOCYJApCTBEHHBIX M MYHHUIIMNAIbHBIX
OPENNPUATHIX U YUPEKICHHUSIX, HAyYHBIX U 00pa30BaTeIbHBIX OpPraHU3alUsaX, MOJIUTHYECKUX
MapTUSX, OOIIECTBEHHO-TIOUTHYECKUX, KOMMEPUYECKIX U HeKoMMepueckux opranm3anumsx (I1K-
15)

3) Brageth: HaBbIKaMu cOCTaBJICHUS OO pkeTHOU U puHaHcoBoi oTueTHOCTH (OITK-5).



4. CTPYKTYPA U COAEP) KAHUE JUCIHHUIIJIMHbBI MOOYJIs)
OO01mas Tpy10eMKOCTh JUCIUTUIMHBI COCTABIISIET 2 3a4EeTHBIX CIMHUI], /2 4YacoB.
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poheCCHOHATLHBIX KOMITETCHIIUN TIPEICTaBICHA B TAOJHIIE.

Marpuiia cOOTHECEHHsI TEM/Pa3/IeNioB YUeOHON AUCIUIUTMHB/MOIYIS U (POPMHUPYEMBIX B HUX
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Komu obuee
TeMbL, PASIEITE TACIAILIHHEL YECTB Komnereniuu IUCIIO
0 KOMIICTC
4acoB ubLl
OIIK-5 | IIK-15
Temal. BBegenue B OCHOBBI JICJIONPOU3BOICTBA. 8 + + 2
Tema2. Ob1rie HOpMBI U TipaBriIa 0OPMIICHHUS TOKYMEHTOB. 8 + + 2
Tema3. TpeOoBaHUs K 0OPMIICHHUIO JOKYMEHTOB. 16 + + 2
Tema4. OdopmieHne opraHu3aOHHBIX JOKYMEHTOB. 8 + + 2
Tema5. Odopmitenne pacOpsIAUTENBHBIX JOKYMEHTOB. 8 + + 2
Tema6. OdopmieHue crpaBouYHO-MH(YOPMAIIMOHHBIX TOKYMEHTOB. 8 + + 2
Tema7. Peructpanust JOKyMEHTOB. XpaHECHHE JIEN U [IEpEAaya ux B 8 + + 2
apXuB.
Tema8. CocraB, CTpyKTypa W  TPUHIUNBL  CO3JaHUS
JIOKYMEHTAITOHHOTO Pecypca OpraHu3aIliuy. 8 + + 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. Odopmienne opraHu3alMOHHBIX J0KYMeHTOB. OdopmieHne ycraBa, IITaTHOTO
pacrucanus, NOJI0KEHUH U JJOPKHOCTHBIX HHCTPYKIIHH.
Tema 5. OdopmiieHne pacnopaauTeNbHBIX J0KYMeHTOB. OdopmiieHHEe TOCTaHOBIICHHUS,
yKa3aHUsl, IpUKa3a, PeLIeHUs, paCTIOPSKEHHS.
Tema 6. OdopmieHue cnpaBoYHO-UH(POPMALMOHHBIX J0KyMeHTOB. 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. O06padboTka BXOASAIMINUX U UCXOAAIIUX 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 U JOKyMeHTooOopota. HomeHkiarypa aen u
MOPSTOK €€ 0hOPMIICHHS.

Ilepeyenb TeM NPAKTHYECKHUX 3AHATHI
Tema 1. CocraBiienue aBToOnorpaduu u pe3rome.
Tema 2. CocTaBieHne XapaKTEpPUCTUKH, 3asBJICHUM.
Tema 3. CocraBieHre T0BEPEHHOCTH U PACIUCKHU.
Tema 4. OdopmieHue ycraBa, IITATHOTO PACHUCAHUS U JOHDKHOCTHOM MHCTPYKLIMU.
Tema 5. OpopmieHre NOCTaHOBIICHHUSI, IPUKA3a, PACTIOPSHKEHUS, YKA3aHUS U PEIICHUS.
Tema 6. OdopmiieHne cirykeOHBIX, OOBICHUTENBHBIX U IOKIAIHBIX 3aMHCOK.
Tema 7. OopmieHue akta, IPOTOKOIA, BBIMUCKU U3 MPOTOKOJIA.
Tema 8. OpopmieHue cirykeOHBIX TUCEM U CIIPABOK.




5. OBPA3OBATEJIbBHBIE TEXHOJIOI'MHA
OcBoeHre TUCHUIUIMHBI «JEKTPOHHBIM JTOKYMEHTOOOOPOT)» MPEIINoiaracT MCIoIb30BaHUE
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 JUCIUIIVIMHBI U YYEBHO-METOJAUYECKOE
OBECIIEYEHUE CAMOCTOSATEJBHOM PABOTHI CTYJIEHTOB
[IpomexxyTouHas arrectands 1O WMTOTaM OCBOCHHUSI  JTUCHUIUIUHBI  «DJIEKTPOHHBIN
JOKYMEHTOOOOPOT» HampaBjieHa Ha 3aKpEIUICHHWE OCHOBHBIX D3JIEMEHTOB TEOPETHYECKOrO H
MPAaKTUYECKOrOo Kypca. B xome €€ peanuszaiuu 1Mo MpeaBapUTEIbHO BBbIIAHHBIM OakaiaBpam
3aJaHUSIM TIPEAYCMOTPEHBI CleAyIoIre (GOpMbI KOHTPOJIS:
1. PelTuHT-KOHTPOIIb.
2. Pemienue cUTyallMOHHBIX 337a4 B paMKaxX MPaKTHYECKUX 3aHSTHUIL.
3. HHmuBHIyaIbHBIC H KOJUIGKTUBHBIC KOHCYJIBTAIIUH IO TIPAKTHYECKOHN padoTe.
4. BbICTyIIICHHE U ONIIOHUPOBAHUE HA MPAKTUIECKUX 3aHSITHUSX.
5. 3auer.
Texkymuil KOHTPOJIb TakKKe CONPOBOXKAAIOT YYacTHE B HWHTEPAKTUBHBIX WIrpax,
YOPaKHEHUSIX, TPEHUHTaX, a TAaK)Ke MPOBEJICHUE TECTUPOBAHUS.

IIpomexyTouHAast aTTeCTANMUSA

CnHcoK BONPOCOB K 3a4eTy
1. ITonsiTHe TETONPOU3BOJICTBA U €M0 OCHOBHBIE COCTABIISIOLIME.
2. JIOKyMEHT U €r0 OCHOBHBIE (DYHKIIHH.
3. Knaccuduxkanus 1e10Boi JOKyMEHTAIUH.
4. O6mue mpaBuiia 0POPMICHUS JOKYMEHTOB.
5. Bupl TOKYMEHTOB: OpTaHHW3AI[MOHHEIC, PACIIOPSIUTENbHBIC, HH()OPMAIIMOHHO-CITPABOYHBIC.
Tunonoruveckast KinaccuuKarms.
6. BHyTpeHHsS 1 BHEIIHSSI CTPYKTYpa TOKYMEHTA.
7. PexkBU3UTHI JOKYMEHTAa: pPEKBU3HTHI-OCHOBAHUS, PEKBU3UTHI-IPU3HAKH, PEKBU3UTHI
0 OpPMIICHHS COBPEMEHHBIX YIPaBICHUYCCKHUX JJOKYMEHTOB.
8. TpeboBaHMsI K TOKYMEHTaM, U3TOTABIMBAEMBIM C TTIOMOIIBIO TIEYATHBIX YCTPOUCTB.
9. BrnaHkM OKYMEHTOB: BBl OJIAHKOB W TOPSIOK PACIOJIOKEHHUS PEKBH3UTOB B OJIaHKE
(YyrimoBoe U IEHTPOBAaHHOE), UCTIOIh30BaHUE OJAHKOB C M300paskeHHEM TOCYapCTBEHHOTO Tepda
u repOa cyobekTa eaepannm.
10. TlonsTue oOpraHuM3alMOHHAs, pacHopsAWTEeNbHas ©  HMH(DOPMALMOHHO-CIIPAaBOYHAS
JOKYMEHTAITHSI.
11. ITonoxenue. ¥Ycras. UHaCTpYyKIMS.
12. JloroBopHasi nokyMeHTamus. JIoroBop — €ro BUIbI, CTPYKTypa, MOPSAOK OhQOpPMIICHHS WU
MOJMUCAHUS CTOPOHAMH.
13. PacnopsiguTenbHble JOKYMEHTBI: MPHUKA3, pACIOPSHKEHUE.
14. PaciopsiautenbHble JOKYMEHTBI: PELLIEHUE, IPOTOKOI.
15. Axr. Jloxnannas 3anucka. O0bsicHuTensHas 3anucka. CrpaBku. [Tucemo.
16. Tenerpamma (Teneraiinorpamma). Tenekce. Tenedponorpamma. Tenedaxc (dakc).
17. CocTaB pekBU3UTOB TUChMa U TpeOoBaHMs K UX oopmiieHHio. CTpyKTypa JACIOBBIX TTHCEM.



18. KonduneHnuaibHOe IeI0NPOU3BOACTBO 3alIUTa KOH(DUACHINAIBHOW HHPOPMALIUH.

19. ®yHKIMYU ¥ CTPYKTYpa CIYKOBI 1ETONPOU3BOICTBRA.

20. Opranuzarys J0KyMeHTO000pOoTa.

21 Peructparnus u o0paboTKa, HalpaBJIeHUE Ha UCIIOJIHEHUE IOKYMEHTOB.

22 TlpaBuiia OTHPAaBKU UCXOMALIMX M TPUEMa BXOASAIINX JOKYMEHTOB.

23. Cucremaru3anus U XpaHeHHE JOKYMEHTOB.

24. TlonroToBka JOKYMEHTOB JIJIs CJJa4U B ApXUB.

25. TloHsaTHe KOHOUACHIMAIBLHOE JEIONPOU3BOJICTBO OpraHW3allMid, MPUEMBI, METOIbI
00pabOTKH JOKYMEHTOB.

Tekymmii KOHTPOJIb
TecToBbIe 32]aHNSI K PEHTUHT-KOHTPOJII0
PeiiTuHr-koHTpoOIH 1
1. Ymo u3 nepeuuciennvix Hudxice npumMepo8 MONCHO HA36AMb OPUYUATLHBIM OOKYMEHMOM?
a) TOKJIaJ{Has 3alliCKa AKCIEAUTOPA;
0) MHEHHE, BBICKA3aHHOE SKCIIEPTOM;
B) KCEPOKONUS NacopTa;
T') peKJIaMHbIN OYKJIET.

2. Ymo u3 nepeuucieHno20 OMHOCUMCSL K dNeMEHMAM MeKCM CyAHceOH020 00KYMeHma?
a) perUCTPAIIMOHHBI HOMED);

0) MoanuCh;

B) MOJIEM,;

r) Ta0auIa.

3. Hocumenem pynxyuii JJOY sensemcs:
a) Oyxrairepus,
0) Or0pO 10 TPYIOYCTPOKCTBY;
B) KaHIENISApUS,
T) ayAUTop.
PeiiTHHI-KOHTPOJIb 2
4. Ymo u3 nepeuucieHHo20 OMHOCUMCSL K PEKGU3UMAamM ONAHKA CLyHCeOHO20 NUCbMAa?
a) agpecar,
0) mpaiic-J1ucT;
B) HAMMEHOBAaHUE OPTaHU3AIINH;
') peKJIaMHbBIN CIIOTaH.

5. FOpuoduueckas cuna 0oKymeHma cooowaemcs emy:
a) aJIBOKaToOM,;

0) mpuKazom;

B) OTJIEJIOM KaJpOB,;

') KOMITETEHITUEH M3/IaBIIETO €ro OpraHa.

6. /[okymenmuposanue ungopmayuu — 5mo:

a) cocTaByieHHe U 0(hOpMIIEHUE TIOKYMEHTA;

0) oubnmorpadwus;

B) HA0Op C TOMOIIIBIO KOMITHIOTEPA,;

T') Iepeiaya CBEJICHUI OT COTPYIHUKA COTPYIHUKY.

7. Umo u3 nepeuuciennozo MO*CHO OMHECMU K CUCIeMaM OOKyMeHmayuu?
a) JIMLIEH3UIO Ha MPaBO BEJACHUS NEATEIbHOCTH,

0) OyXraiTepcKyr M CTAaTUCTHYECKYIO JOKYMEHTAITHIO;

B) KOMIIJICKCHBIC aHAJIMTUYCCKUC ITOKA3aTCIIU,

') KHUTH U TICPHOMYECKUE U3IAHHS.



PeliTHHT-KOHTPOJIB 3
8. Umo u3 nepeuuciennozo a6usiemcs YyHKyuel cayrceoHo2o 00KymeHma?
a) 9KOHOMHKO-CTaTUCTHYECKAas,
0) SKoJIOTHYECKas U IBUTATEIIbHAS,
B) HH(POPMAITMOHHAS U KOMMYHUKATUBHAS,
T') anmessIHOHHas U CHCTEMaTHYecKast.

9. Umo u3 nepeuucieHHo20 A6IAemcs pacnopsaoumenbHolM OOKYMeHmMom?
a) MpuKas;

0) OyXraiaTepcKui oT4eT;

B) aKT IPUEMKH-Cauu padoT;

T') MPOTOKOL.

10. Homenxnamypa oen — smo:

a) CHCTEMaTU3UPOBAHHEIN ITEPEUYCHb 3ar0JIOBKOB JICT;

0) orpeeieHue CyMMBI IIPEMHHU TI0 BHIMOJIHEHHOMY 3aJ1aHUIO;

B) TICPEBO/I ITEPCIICKTUBHBIX PAOOTHUKOB HA PYKOBOJISIINE JIOJDKHOCTH;

r) oOpMIICHHBIN Ha ClIelUaTbHOM OJIaHKE MepPeUeHb BBIMOJIHEHHBIX Pa00T (OKa3aHHBIX YCIYT).

CaMmocrosiTe1bHasi padoTa CTY1eHTOB
Tembl pedeparToB

ApXHMBHOE XpaHEHHE JOKYMEHTOB.
Hcnonnenue u 00paboTKa NOArOTOBIEHHBIX KOH(UACHIUAIBHBIX IOKYMEHTOB.
Hcropus pa3BUTHS CUCTEMBI TOCYIAPCTBEHHOTO JIEIIOTIPOU3BO/ICTBA.
KomnbroTepHble TEXHOJIOTUH MTOATOTOBKU TaOJIMYHBIX JOKYMEHTOB.
KommbroTepHbIe TEXHOJIOTHH TIOATOTOBKU TEKCTOBBIX JOKYMEHTOB.
HopmartuBHo-MeToanueckas 0a3a 1e10Ipor3BOJICTBA.
OO6paboTka 1 XpaHeHUE KOH(PUIEHIIUAIBHBIX JOKYMEHTOB.
Opranuzanus ceKpeTapcKoi 1esTeNbHOCTH.
OcHOBBI OpraHu3alud HMHQOPMAIIMOHHBIX TEXHOJOTUN OOecreueHusl ynpaBlIeHYECKOU
NeSITeTbHOCTH.
10. ITpoGnembl TEPMHUHOJIOTHH B YIIPABICHYECKOH TOKYMEHTAIINH.
11. Pa3paboTka OlIeHOUHBIX KpUTepueB 3(PpPEeKTUBHOCTH JOKYMEHTUPOBAHUS B YIIPABIEHUYECKUX
nporeccax.
12. Cuctemsl ynpaBieHus 6a3aMu JaHHBIX.
13. CoBepIieHCTBOBaHHE COCTaBa U JOPM JOKYMEHTOB OpTraHU3AIHH.
14. Co3znanue noKyMeHTa mpu oMoy npunoxkenuit Microsoft Office.
15. TexHoNOTHS y4eTa U paCCMOTPEHUS MOCTYIHUBIINX KOHPHUICHIIHATHHBIX JOKYMEHTOB.
16. TpebGoBaHMs K TeKCTaM TOKYMEHTOB.
17. ®opmupoBaHue H XpaHEHHE [, YHUYTOXKEHHE JOKYMEHTOB, Jie1 U HOCHUTeneil
UHpOpMaLINH.
18. DxoHomuueckass >(PPEKTHBHOCTh WCIIONB30BaHUS WH(POPMAINMOHHBIX TEXHOJOTUH B
yIpaBJICHUH.
19. DTuHKeT IeI0BOro O0IIEHNS.
20. SI3bIK OpHIMATBHBIX JOKYMEHTOB.

©CoNo~wWNE

7. YYEBHO-METOJAUYECKOE U UH®OPMALIMOHHOE OBECHEYEHUE
JTACIUATLTAHBI (MOY.JIST)

OcHoBHas1 JIuTEpaTypa
1. KysmemoBa W.B. JlokymMeHTallmoHHOE  OOECIIEYCHHE  YIPABJICHUS  IEPCOHATIOM
[DnexTponHbIil pecypc]: yueOHoe mocobue/ Kysnemora U.B., Xauarpsu [.A.— DnektpoH.
TekcToBbie HaHHble.— M.: JlamkoB u K, Ait [Tu Op Menua, 2014.— 220 ¢.— Pexum moctyma:
http://www.iprbookshop.ru/15713.



2. Ilpuxompxko A.H. JlokyMeHTHpOBaHHE YIPaBIEHYECKOH AEATEIBHOCTH [DJIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ [Ipuxonpko A.H.— Dnektpon. TekcroBbie ganabie.— CII16.: CaHKT-
[TeTepOyprckuil rocy1apCTBEHHbIN apXUTEKTypHO-CTpoUTENbHBIH yHUBepcuteT, ObC ACB,
2013.— 270 ¢c.— Pexxum noctyma: http:// www.iprbookshop.ru/26872.

3. Kaypman H.IO. JlokymMeHTHpOBaHHE YIPABICHUYECKON MACSITENBHOCTH [DJIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaydpman H.KO.— DnekTpoH. TekcToBbie qaHHBIe.— OMCcK: OMCKHIA
rOCyapCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru/26681.— 3BC «IPRbooks», 1o mapoJito

JonosHUTeILHAS JUTEpPaTypa

1. KoHduneHmaibHoe ASTOMPOU3BOACTBO U 3AIMUIICHHBINA JIEKTPOHHBIA JOKYMEHTOOOOPOT
[DnexkTponnbiit pecypc]: yueonnk/ H.H. Kynses [u np.].— DJEKTpOH. TEKCTOBBIC JaHHBIC.—
M.: Jloroc, 2013.— 452 ¢.— Pexxum gocryma: http://www.iprbookshop.ru/9083.

2. TlomoB C.JI. [Ienonmpou3BOACTBO U CeKpeTapckas paboTa Ha MEPCOHAIBHOM KOMIIBIOTEPE
[Dnextponnstii pecypc]/ [Tono C.JI.— Dnekrpon. Tekcrosbie Aanabie.— M.: COJIOH-TIPECC,
2013.— 424 c.— Pexum gocryma: http://www.iprbookshop.ru/26915.

3. TI'BaeBa W.B. [lenmonpou3BojacTBO [DneKTpoHHBIA pecypc]: crnpaBounuk/ ['BacBa U.B.,
Cobanesckuit C.B.— OnexktpoH. TexctoBble naHHble.— MuHck: TerpaCucremc, Terpanur,
2014.— 224 c.— Pexxum nocrtyna: http://www.iprbookshop.ru/28072

IMporpammuoe obecnevyenue u MHTepHET-pecypchbl
naker MS Office (MS Word, MS Excel, MS Access), Adobe Reader.
www.delpro.narod.ru - leionpou3BoacTBo+.
www.delpro.narod.ru - Jleionpou3BoacTBo+.
www.directum.ru - DeKTpOHHOE JETONPOU3BOJICTBO U KAHIICISPHS
www.directum.ru - DieKTpoHHOE JEeTONMPOU3BOACTBO U KAHICISIPHS
www.termika.ru — DHIMKIIOEe U ICTOTPOU3BOICTBA.
www.termika.ru — DHIMKIIONe NS AETOMPOU3BOICTBA.

NoabkowhE

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JJUCHUIIVINHBI
MOAYJIs)
NnnrocTpaTUBHBIN U TEKCTOBBIM pa3aTOYHbIA MaTepHall.
[IpesenTtarop (cTallMOHAPHBIN U IEPEHOCHON) ¢ MYJIbTUMEINA TEXHOIOTHSIMHU.
dnumnyapr.
. KomMmnbroTepHslii Kj1acc ¢ COBPEMEHHBIM NTPOTrPAMMHBIM 00ECIIEU€HHEM U BBIXOJIOM B CETh
WNHuTrepHer

el NS



[Tporpamma cocraBieHa B cooTBeTeTBHM ¢ Tpebopanuamu ®I'OC BO no nanpasnenuio
38.03.04 «l'ocymapcTBeHHOE M MYHHLHIAIBHOE YIpaBIEHHE» M MNPO(GHIIO MOATOTOBKU

«IpdexkTuBHOE rOCy1apCTBEHHOE U MYHHIIMIIATIBHOE aZIMUHUCTPUPOBAHHE»

" 7)
PaGouyro mporpammy cocTaBmi __cT. npenozasareinb kad. 9CY byrposa O.C. ﬂ%// /
/

N

Peuensent

(npencraButens paborogarens) HauanbHuK yrpaBieHUs

MYHHUIHUIAIBHOIO Ka3€HHOI'O YYPCIKIACHMUA

«YTpaBJieHHE IPaXIaHCKON 3alHThI

ropojia Biajgumupa, %
bemuxos b.H. /

[TporpamMma paccMoTpeHa B 0jo0peHa Ha 3ace/lanuu Kadeapbl < JKOHOMHUKA H CTPATELUYECKOe

YIIPABJICHHEY
ITporokonm Ne 1 oT 1] 0& |& roja.

3asenyrommii kadenpoii _ Loiixep O.J1.

&7

PaGouyas mporpamMma paccMOTpeHa M 0700peHa Ha 3acellaHui y4yeOHO-MEeTOUYECKOH KOMUCCHH

HarpaBIeHHs «ocyaapcTBeHHOE M MYHHIIMNATIBHOE YIIPABJICHAE)
npotokos Ne /{ or A3 L& roja.

[Ipencenarens komuccun _ [oiixep O.JI. /%

—7>




JIMCT IIEPEYTBEPXJIEHUSA
PABOYEN ITPOI'PAMMBI JUCIUTLIMHBI (MOJIYJIS)

Pabouast mporpamMmma ogo0OpeHa Ha
[Tporokon 3acenanust kKageapnl Ne

3aBenyrommii kKageapoit

y4eOHBIN TOT

Pabouast mporpamMmma ogo0OpeHa Ha
[TpoTtoxon 3aceqanust kageapnl Ne

3aBenyronmii kKageapoi

Pabouas nporpamma ogoOpeHa Ha
[Tporoxon 3acenanus kageapnl Ne

3aBenyromuii kageapoit

Pabouas nporpamma ogoOpeHa Ha
[TpoTtoxon 3aceqanust kageapsl Ne

3aBenyrouuii kadenpoit

Pabouas nporpamma ogo0peHa Ha
[Ipotokon 3acenanus kadeapst Ne

3aBenyrouuii kadenpoit

PaGouas mporpamma ogobpeHa Ha
[Tporoxon 3acenanust kagenpsl Ne

3aBenyromuit kadeapoit

PaGouas nmporpamma ogobpeHa Ha
[Tporoxon 3acenanust kageapnl Ne

3aBenyromuii kadeapoit

Pabouast mporpamMmma ogo0OpeHa Ha
[TpoTokoun 3acenanus xkadenpor No

3aBenyrouuii kadeapoit

oT roza
y4eOHBIN TOT
oT rozaa
y4eOHBIN Tof
oT rozaa
y4eOHBIH roj
oT rozaa
y4eOHBIN TOf
oT roza
y4eOHBIH roj
oT rosia
y4eOHBIH roj
oT rojaa
y4eOHBIN TOT
oT rozaa




