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1. IEJU U 3AJAYN OCBOEHUSA

1.1|Ienbr0 — cocToSIT B (POPMHUPOBAHUY MTPAKTUICCKAX HABBIKOB U OCHOB JEJIOIPOM3BOCTBA MIPY OPTraHM3aINN YIIPABICHUS
MPEINPHUSITAEM B COBPEMEHHBIX YCIOBHUSIX, a TAK)KE 3HAHHN O JICHCTBYIOIINX OOIIErOCy1apCTBEHHBIX HOPMATUBHO-
METOIMYECKUX MaTepUaiaX, PerIaMeHTUPYIOLIUX JTOKYMEHTAIHIOHHOE 00ECTIEUCHHE YIIPABICHYSCKOM AeATEIbHOCTH; O
TpedoBanmsx ['paxmanckoro Komekca Poccmiickoit @exepammu, Kogekca 3akoHoB o tpyne, OCTamu 1 THIOBBIMHA
HHCTPYKLHMSAMH I10 JEI0MPOXU3BOACTBY, OCHOBAMH 3aKOHOIATEILCTBA 00 apxuBHOM (hoHae PP u apxuBax; H3ydeHUN
TIPaBHJI COCTABJICHUS IOKYMEHTOB W HOPMATHBHO-METOIMIECKON OCHOBO# (6a30i1) IEIOMPOM3BOICTBA, a TAKKE
opraHu3aiiiell paboThl C HUMH; IOPSAKOM TEKYIIEro XpaHECHHUs JOKYMCHTOB; OBJIaICHUS METOIUKON 00pabOTKU AeN IS
MOCJIETYFOLIET0 XPAHEHHSI.

1.2|3anayy QUCLMIUIMHGI:

OCBOCHHE COBPEMEHHBIX METOIOB M TEXHOJIOI'HH 00paOOTKH TOKYMEHTOB Ha OCHOBE HCIIOJIb30BAHHUS CPEICTB
OpraHrU3allMOHHON U BBIYUCIUTEIbHON TEXHUKH;

1.3|BbIsIBICHHE CBOCOOpa3Hs OpraHu3alyy paboThl ¢ JOKYMEHTaMHU B 3aBUCHMOCTH OT Pa3BHTHS T'OCYJapCTBEHHOTO arapaTa
yIpaBJICHUS;

1.4 |cocraBneHne NpOEKTOB OCHOBHBIX JJOKYMEHTOB YIIPaBJIEHHS B COOTBETCTBHUH C TPEOOBAHHUAMHE K MX O(OPMIICHHIO; YMEHHE
OpraHHU30BaTh CIYKOY JOKyMEHTAIIIOHHOTO 00ECTIEUEeH s YIIPaBICHHUS U paboTy €e COTPYAHUKOB B YUPEKICHUH,
OpraHu3aly U Ha MPEANPHITUH;

1.5|BrIgBIEHME 3aKOHOMCPHOCTU U3MCHCHUA o0beMa I[OKyMeHTOO60pOTa, BHCAPCHUC paHHOHaJ’ILHOﬁ TCXHOJIOI'MHU IIpUcMa,
MMPOXOKACHUA, TOATOTOBKH 1 OTIIPABKU JOKYMCHTOB B TPAJUIIMOHHBIX YCIOBUAX U B YCIIOBUAX pa60TI)I C IPUMCHCHUCM
CpeacCTB BBIUHCIIATEIBHOMN TCXHUKHU,

1.6 OpraHu3anus perucTpaluuu JOKyMEHTOB; OpraHrU3anus KOHTPOJII 3a UCIIOJTHECHUEM JOKYMEHTOB, OpraHu3alusl
OIICPATHUBHOI'O XpaHCHUS JOKYMEHTOB,

1.7 |camocTosATeNbHBIN TONCK HH(POPMAIINHY TIO MOIYICHHOMY 3aJaHHI0, COOp M aHAIN3 HOBOM HOPMATHBHO-TIPABOBOH
nH(pOpMALUH, HEOOXOJUMOH s PABHIIEHOTO O(OPMIICHHS YIIPaBJICHUSCKUX JIOKYMEHTOB;

1.8|ananu3 u BesIBICHUE POOIEM B paboTe CITY:KObI JOKYMEHTAIIMOHHOTO O0ECIICUeHH s YIPABJICHHs B OpPraHU3alnHy;

1.9|mpumeHeHre COBPEMEHHBIX TEXHOJIOTHH M METOUK JJIsI COBEPLICHCTBOBAHUS PaOOTHI CIIyKOBI TOKYMEHTALIMOHHOTO
obecrieueHUs yIpaBJICHUS] B OPraHU3ALMSIX, YIPEKACHUAX U Ha IPEINPHUATHAX.

2. MECTO B CTPYKTYPE OEPA30BATEJILHOM ITPOT'PAMMBI

Iukn (pasnen) OIT: |©T1.B

2.1| TpeGoBanus K npeaBapuTeJbHOI MOATOTOBKE 00y4aloNIerocs

2.1.1{Nndopmaruka

2.2 | AucuunianHbl (MOXYJIM) M PAKTHKH, JJIsl KOTOPBIX OCBOEHHE IAHHO# TMCHUIIMHBI (MOIYJI51) HEOOX0UMO KaK
npeAecTByouiee:

2.2.1| lokyMeHTHpOBaHHE YIPaBICHIECKOH JeSTENbHOCTH

3. PE3YJIbTATBI OB YYEHMUS 11O JUCHUIIJIMHE, COOTHECEHHBIE C ®OPMUPYEMbBIMHU
KOMIIETEHIIUAMMN

ITK-2.1: crioco0HOCTH HA OCHOBE ONMUCAHMS IKOHOMHYECKHX NMPOLECCOB U sIBJeHU CTPOMTDH CTAHIAPTHbIE TeOpeTHYeCKHe U
JIKOHOMETPUYECKHE MOJEIH, AaHATM3HPOBATD U COAEPKATEJILHO HHTEPNPETHPOBATH NMOIy4YeHHbIE Pe3yabTaThl

3HaTh:

ITK-2.1-31 cBoeoOpa3zue opraHu3aipy padboThl C JOKYMEHTAMH U MX 3aBUCUMOCTD OT Pa3BHUTHS TOCYAPCTBEHHOTO ammnapara
YIIPaBJICHUS;

I1K-2.1-32 MeToIbI ¥ TEXHOJIOTHIO 00pabOTKH JOKYMEHTOB Ha OCHOBE HCITOJIB30BAHMS CPEICTB OPraHM3alMOHHOM 1
BBIYMCIIUTEIbHON TEXHUKH;

[TK-2.1-33 ocHOBHBIE Hay4YHbIC M MPAKTHYECKUE [TPOOJIEMbI OPraHU3AIUH JOKYMEHTAI[MOHHOTO 00ECTIeUeHH s YIIPABICHHUS.

YMmeTn.

I1K-2.1-Y'1 opranu3oBath Ciyx0y JOKYMEHTAI[MOHHOI'O 00ECIICUCHHS YIIPABJICHHS U PabOTy €€ COTPYIHUKOB B YUPCSIKICHUH,
OpraHmM3anu U Ha npeﬂnpmmm;

[TK-2.1-Y 2 BBIABIATh 3aKOHOMEPHOCTH U3MEHECHHUS 00beMa JOKYMEHTO000POTa, BHEAPATH PAIlOHATBHYIO TEXHOJIOTHIO TIPUEMa,
MIPOX OXKJICHUS, TIOATOTOBKH U OTIPABKU JOKYMEHTOB B TPAJUIMOHHBIX YCIOBHAX U B YCIOBHAX PaOOTHI ¢ IPUMEHEHHEM CPEICTB
BBIUUCITUTEIHHON TEXHUKHY,;

TIK-2.1-Y 3 ucnons308ath HOPMATHUBHO-TIPABOBLIC JOKYMCHTLI 110 JOKYMECHTUPOBAHUIO praBJ’IeH‘IeCKOﬁ JACATCIBHOCTH, COCTaBJIATh

Baaners:

[1K-2.1-B1 HaBbIKaM# CaMOCTOSITEIBHOTO MOMCKA HHPOPMAITUH IO 33 JAHHOW TEMATUKE, OCHOBHBIMHU TEXHOJIOTUSIMH, METO/IaMHU,
crioco0aMul ¥ CPEICTBAMH TTOYICHUS, XpaHEHHS, IepepabOTKH JOKYyMEHTUPOBAHHOW MH(DOpPMAaIK, HaBEIKAMH Pa0OTHI C
KOMITBIOTEPOM KaK CPEICTBOM YIPABIICHHUS JOKYMEHTHPOBAHHBIMU IIOTOKAMH HH(POPMAIIAHU, paOOTHI ¢ JOKYMEHTHPOBAHHOH
HHPOPMAINEH B TITO0ATFHBIX KOMITBIOTEPHBIX CETAX, PaOOTHI C aBTOMATU3UPOBAHHBEIMH CUCTEMAMH YIIPABIICHHUS
JOKYMEHTHUPOBAHHOW MH(POPMAIINEH 1Tl TPUHATHS ONICPATHBHBIX YIIPABICHUSCKIX PEIICHUN U TPEICTABICHHUS UX SKOHOMHUECKIX
000CHOBaHMIA.




YK-2.1: cioco0HOCTh K KOMMYHHKAIMU B YCTHOH M MMCHLMEHHOIi (popMax Ha PyCCKOM M MHOCTPAHHOM SI3bIKAX JUISI peleHusI
32124 MEKJIUYHOCTHOT0 U MEKKYJIbTYPHOI 0 B3aNMOJeHCTBUSA

3HaTh:

VYK-2.1-31 nenonpou3BoACTBEHHBIX MOPA3ICICHHUA U 005S3aHHOCTH UX CIY)KAIIUX;

VYK-2.1-32 0CHOBHBIE IOKYMEHTBI YIIPABICHUsI U TPEOOBAHUS K UX OPOPMIICHUIO;

YMmeTn.

VYK-2.1-Y1 opraHu3oBEIBaTh PETHCTPALHMIO JOKYMEHTOB; OPraHW30BBIBATH KOHTPOJB 33 UCIIOIIHEHHEM JOKYMEHTOB,;

VK-2.1-Y2 opraHu30BEIBaTH OIIEPATUBHOE XpaHEHUE U MTOMCK JOKYMEHTOB; OPraHU30BBIBATh Iepeady el Ha HOoCIenyoIee
XpaHeHHe

Baanern:

YK-2.1-B1 HaBbIKaM# CaMOCTOSTEIBHOTO MOUCKA HH()OPMAIHHK 10 3a[aHHOW TEMATHKE, OCHOBHBIMHU TEXHOJIOTHSMH, METOIAMH,
CIOCO0aMK U CPEACTBAMH IIOJyUEHHs, XPAHEHHUS, TepepabOTKU JOKYMEHTUPOBAHHON HH(OPMAIIUH, HaBBIKAMH PAaOOTHI C
KOMITBIOTEPOM KaK CPEJICTBOM yIPaBJIEHUS JOKYMEHTHPOBAHHBIMH ITOTOKAMH HH(OpMAaLuu, paboThI C TOKyMEHTHP OBAHHOM
uHpopmanuel B ro0aabHbIX KOMIBIOTEPHBIX CETIX, Pa0OTHI ¢ aBTOMATU3UPOBAHHBIMH CHCTEMAMH YIIPaBIICHUS
JOKYMEHTHPOBAHHOM MH(OpMAaLIKe Ul IPUHATHS ONEPATUBHBIX YIPABICHYECKUX PEIICHUN W IPECTABICHHUS UX SKOHOMHYECKHX
000CHOBaHMUIA.

4. CTPYKTYPA U COOEP)KAHUE

Kon HanmenoBanue pa3aesioB u TeM /Buj 3ansatus/ | Cemectp /| UacoB | Kommneren- | Jlureparypa | Ilpumeuanue
3aHATHA Kypc 197071 H L
pecypchl

Pazgen 1. /leJonpou3BoaCcTBO — OCHOBA
TeXHOJIOTHH yIPaBJIeHHS

1.1 J1enonpou3BO/ICTBO — OCHOBA TEXHOJIOTHH 4 1 VK-2.1 J11.1J12.1
yrpasienus /Jlex/ 5152933
1.2 IIpopaboTKa JIEKITHOHHOI'O MaTepHaJa. 4 16 YK-2.1 J1.1J12.1
CaMocCTosITeNIbHOE 3YICHUE JIUTEPATYPHI. 213233

IToAroToBKa K MPaKTHYECKAM 3aHSTHSIM.
IMomroroska pedeparos /Cp/

Paznen 2. OcHOBHBIE TIOKYMEHTBI YIPABJICHHUS .
TpedoBanus Kk ux oGopmMIeHUIO

2.1 OCHOBHBIE JIOKYMEHTHI yrpaBienus. TpeboBaHus K 4 1 YK-2.1 J1.1J12.1
ux oopmenuto /Jlex/ IK-2.1 515233
2.2 Odopmrnenne nokymentos mo 'OCTy /TIp/ 4 2 YK-2.1 J1.1J12.1
IK-2.1 3132 33
2.3 OdopmiieHHE OpraHU3aIOHHO- 4 4 YVK-2.1 J1.1J12.1
pacnopsiAUTEIbHBIX IOKYMEHTOB U IK-2.1 215233
nH(pOpPMALMOHHO-CIIPABOYHOH JIOKYMEHTAIIHH.
/J1ab/
2.4 ITpopaboTKa JEeKINOHHOTO MaTepHana. 4 16 YK-2.1 J1.1J12.1
CaMOoCTOATENBHOE N3Y4EHHE JIUTEPATYPHI. [K-2.1 313233

IMoaroToBKa K MPaKTHYECKUM 3aHSTHSM.
IMoaroroska pedeparos /Cp/

Pa3nen 3. lokymenT0060poT. Opranuzanus

JOKYMEHT0000poTa
3.1 JokymentoobopoT. Opranusanus 4 2 YK-2.1 J1.1J12.1
nokymentoobopora /Jlex/ IK-2.1 5152933
3.2 Opranunszanus qokymerToo6opora /Tlp/ 4 2 VK-2.1 J1.1J12.1
[K-2.1 512233
3.3 Opranu3zanus paboTs! ¢ fokymenTamu. /J1a6/ 4 2 VK-2.1 J1.1J12.1
IK-2.1 519233
3.4 IIpopaboTKa JIEKITHOHHOTO MaTepHaa. 4 16 YK-2.1 J1.1J12.1
CamocTosATebHOE U3YUEHUE JIUTEPATYPHI. IK-2.1 215233
IMoaroroBKa K MPaKTHYECKHM 3aHATHAM.
IMoaroroeka pedeparos /Cp/
Paznen 4. Perucrpanusi 10KyMeHTOB.
DopMUpOBaHWUE U ONIEPATUBHOE XPaHEHHE eI
4.1 Perucrpanus nokymentos. @opmMupoBaHue u 4 2 YK-2.1 J1.1J12.1
ornepatiBHOe xpanenue nen /Jlex/ [K-2.1 3132 33
4.2 Perucrpamus nokymenTos /Ip/ 4 2 YK-2.1 J1.1J12.1

[K-2.1 015233




4.3 ITpopaboTka JIEeKINOHHOTO MaTepHana. 4 16 YK-2.1 J1.1J12.1
CamocTosTeNpHOe N3ydeHNE JTUTEPATypPHI. [K-2.1 313233
[MToaroroBka K MPaKTUYECKUM 3aHATHSIM.
IMoxroroska pedpeparos /Cp/

Pazgen 5. [ToaroToBKa 10KyMEHTOB K
MocJeAyIomeMy XpaHeHUI0 U UCII0JIb30BAHUIO.
TexHoJ0rus paGoThl ¢ TOKYyMeHTAMHU

51 IToaroroBka JOKyMEHTOB K HOCICAYIOMIEMY 4 2 VK-2.1 J11.1J12.1
XPaHCHHUIO U MCIIOIb30BaHuUI0. TEeXHOIOTHsI PadOThI IK-2.1 215233
¢ nokymentamu /Jlex/

5.2 IToaroroBka JOKyMEHTOB K HOCIICAYIOMIEMY 4 2 YK-2.1 J1.1J12.1
XpaHeHHIo U ucnons3oBanuio /Tp/ IK-2.1 3132 33

5.3 Tekyiee xpaHeHue J0KyMeHTOB. /J1a6/ 4 2 YK-2.1 J1.1J12.1

IK-2.1 315233

54 IIpopaboTka JIEKITMOHHOTO MaTepHara. 4 16 YK-2.1 J1.1J12.1

CamocTosATeNnbHOE U3YUEHUE JINTEPATYPHI. IK-2.1 215233

IMoaroroBka K MPaKTUYECKHM 3aHATHSIM.
IMoaroroska pedeparos /Cp/

Kontponb 4 4 YK-2.1 J1.17J12.1
IK-2.1 215233

5. ®OHJI OHEHOYHBIX MATEPUAJIOB (IIpuJio:xeHue)

6. YYHEBHO-METOAUWYECKOE U UH®OPMALMOHHOE OBECIIEYEHUE

6.1. PexoMeHyemasi IuTepaTypa

6.1.1. OcHoBHasi TUTepaTypa

ABTOpBI, COCTaBUTENU 3armaBsue Bubmmoreka M3nmarenscTBO, TOA

JI1.1 |Pa3nopoxHbiid A.A. JlokymMeHTHpOBaHHe DJIEKTPOHHBIH KaTaIor Mocksa Uudpa-M, 2017
YIIPaBJICHYECKOH AeSATENTBbHOCTH.
YuebHoe nocodue

6.1.2. lono;inuTEeIbHAS IUTEPATYPA

ABTOpBI, COCTaBUTEIH 3ariaBue Bubnuoreka W3 narenscTBO, rox
J12.1 |Kysneros U. H. Henonpoussojctro: yuebnoe  [https://biblioclub.ru/index.php? |Mocksa: Jamkos u K°, 2020
nocooue page=book red&id=572967
6.2. IlepeyeHnb pecypcoB HH(POPMATHOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «HTEpHET»
D1 |Hayunas snekrpoHHas OMOIMOTEKA https://elibrary.ru/
D2 |Menonpou3BojacTBO: yuebHOe mocobue https://biblioclub.ru/index.php?page=book_red&id=439196

73 |HemonpousBoacTBo: yueOHO-MeToamueckoe ocodue  [https://biblioclub.ru/index.php?page=book_red&id=141469

6.3 IlepeyeHs MPOrpaMMHOIo 00ecneyeH st

I.1 | Windows 7 Professional

I1.2 | Microsoft Office 2007

I1.3 | amTuBupycuoe 1O Dr.Web

1.4 MS Teams

I1.5 LMS Canvas

6.4. Ilepeyens MHGOPMALMOHHBIX CHPABOYHBIX CHCTEM U MPodecCHOHATbHBIX 023 JAHHBIX

n.1 [OO00 HAYYHAA DJIEKTPOHHA BUBJIMOTEKA - https://elibrary.ru

N.2 |Dnexrponnas 6ubmanoreunas cuctema (OBC) — «YHuBepcuteTckas Gubnuoreka ormaiia» - hitp://biblioclub.ru

7. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHUE

Ayn. Hasnauenue OcHareHue

4 JIoKkyMeHTOOOOPOT Ha MPEANPUSITHI 17 xoMIbIOTEPOB, MPOEKTOP, SKPaH, KOMIUIEKT TEMaTHYECKUX IPE3CHTALMIH,
JOCTYII K HHTEPHETY

21  |JIokyMeHTOOOOPOT Ha MPEANPHUATHA Jlnst mpoBeNeHUst 3aHSTHIA JICKIIMOHHOTO THIA, CEMHHAPCKOTO THIIA, TEKYIIEro
KOHTPOJIIS, WHIMBUIYAIbHBIX KOHCYJbTAIMH, MPOMEKYTOUHOW AaTTeCTalHH,
IPYIIOBBIX KOHCYJIBTAIMH: JOCKa KJIACCHUYECKas, KOMIIbIOTEP C IOCTYIIOM K
cetn "UnTeprer” (1 mrt.), mpoektop (1 wrT.), 3kpan (1 wr.), pabouee mecto
npenogasatens, cron (16 wr.), cryn (32 wr.) T1O:Windows 7 Professional,
Microsoft Office 2007, antuBupycHoe I10 Dr.Web, MS Teams, Visual Studio,
KOMIUICKT TeMaTHYECKUX TPE3CHTalNH



https://biblioclub.ru/index.php?
https://elibrary.ru/
https://biblioclub.ru/index.php?page=book_red&id=439196
https://biblioclub.ru/index.php?page=book_red&id=141469
https://elibrary.ru/
http://biblioclub.ru/

46 Aymatopuss it camocTosTensHol | JJocka kiacchdeckas, KoMmmbioTep ¢ goctymom K cern "Huteprer” (16 mit.),
paboThI 00YUAIOIIUXCS npoekrop (1 mrt.), axpan (1 mrr.), pabouee Mecto npenomasaresst, croin (16 mrr.),
cryi (32 mr.)

8. METOAUYECKHUE YKA3AHUSA JJIS1 OBYYAIOIIUXCS

Becsp kypc pasneneH Ha caMOCTOSITETIbHBIE B3aUMOCBS3aHHBIE YaCTH, T.€. IMEET MOLYJBbHOE OCcTpoeHue. Passurne
CaMOCTOATENBHOCTH 00YJaOMINXCsl IOCTUIAeTCs MHANBUAYAIN3alMel TOMAIIHUX 3alaHUH, OTYETOB 110 paboTaM, 3aJa4 U BOIPOCOB
JUIsL BHYTPUCEMECTPOBOTO KOHTPOJIS 3HAHUH. DTO 00eCTIeuNBaEeTCsl METOJUYECKUMH Pa3pabOTKaMH, CYIIECTBEHHO MOBBIIIAOIIMU
3¢ (GEKTHBHOCTD CAMOCTOSTEIBHON pabOThI CTYICHTOB.

Jlexuy IPOBOISATCS C UCIIONB30BAaHUEM MYJIbTUMEIMHHBIX TEXHOJIOTHH B CHEMAIBHO 000PYJOBaHHBIX ayIUTOPUAX, IIPH 3TOM
JIEKIMOHHBIA MaTepHall IEeMOHCTPHPYETCS € UCIIONB30BaHueM rpadudeckoro peaakropa Power Point.

Ha mpaxTtrdeckux 3aHATHSX U IPH BBHIIOIHEHUN JOMAIIHUX 3aHATUI OCBaMBAIOTCS KaK KIIaCCHUECKUE METOABI PeIICHUs 3a/1a4, TaK U
C MCIOJIb30BaHUEM ITaKETOB MPUKIIAJHBIX MporpaMM. Takasi BO3MOXKHOCTh 00€CTIeUMBAETCS PALIOHAIBHBIM HCIIOJb30BAHHUEM
BPEMEHH MPH NMPOBEIEHUM JEKIIMH U MPAKTUIECKUX 3aHITHI C IIMPOKUM MPHUBJICUEHHEM MYIbTUMEAUNHON TEXHUKH, U
COBPEMEHHBIX MTAKETOB NPHUKJIAJHBIX POrpaMM, a Takke (GOpMHpPOBaHUEM TPEOOBAHHMH K MOATOTOBKE CTYICHTOB 110
MPE/IIIEeCTBYIONIMM JUCIUILIAHAM (MaTeMaThKa, HHpopMaTHKa, husrka u ap.) OTnenbHble yaeOHbIe BOMPOCHI BEIHOCATCS Ha
CaMOCTOSATENbHYIO MPOPabOTKy ¥ KOHTPOJIMPYIOTCS IOCPEICTBOM TeKyIell aTrectaiuu. [Ipu 5ToM OpraHu3yroTcs TpYIIOBBIE U
WHIUBUYaJIbHBIC KOHCYJIbTAIUH.
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kt_path_info=ktcore.SecViewPlugin.actions.document&fDocument 1d=12459 (HTb MUCuC)
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