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1. Iesin ocBoeHUs1 y4eOHOI JMCIUIITHHBI

]_IGJIBIO HpeHOI[aBaHI/ISI JOUCIHUITJIINHBI «AI[MI/IHI/ICTpaTI/IBHBIe CUCTCMBI U 0(1)I/ICHBIC
TEXHOJIOTHHY SIBIIACTCS (OPMUPOBAHNE KOMITIETCHIIMN — 3HAHUI M HABBIKOB, TIO3BOJISIFOIITUX
BBIITYCKHUKY YCIEITHO pad0TaTh ¢ JOKYMEHTAMHU U COBPEMEHHOW 0(DHCHON TEXHUKOM, YTO
ITIOBBIIIIACT OﬂepaTI/IBHOCTB " HAACKHOCTH YHpaBHeHI/ISI 1 BAXXHO IJId 6yI[y1]_[I/IX CIICOHUAJINCTOB B
001aCTH MEHEIKMEHTA.
3amayn IJUCHHUINIMHBI 3aKJIF0Yar0TCs:

- B YCBOCHHH OCHOB OpraHHU3allM{ JOKYMEHTAIIMOHHOTO 00ECIIeYeHHUs YIPaBICHHUS;

- B I3YYCHHUH IOCYJIAPCTBEHHBIX CTAH/IAPTOB Ha JJOKYMEHTAIIHIO;

- B OBJIAACHUHN O6H_[I/IMI/I HpaBI/IJIaMI/I nu HpaKTI/I‘-IeCKI/IMI/I HaBBbIKAMH COCTABJICHUSA U O(bOpMJIeHI/ISI
JIOKYMEHTOB M OCOOCHHOCTSIMHU Pa3pabOTKH OTICIbHBIX BUIOB JOKYMEHTOB;

- B YCBOCHHUH TPEOOBAHUH K A3BIKY U CTUJIIO JOKYMEHTOB;

- B OBHAKOMIJICHUHU C COBpeMeHHBIMI/I O(i)I/ICHBIMI/I TCXHOJIOTUSAMU.

2. MecTto y4yeOHoi nucuuniiuabl B crpykrype OII BO

VYyeOnHas qucuuIuinHa "A IMUHACTPATUBHBIE CUCTEMBI U O()MCHBIE TEXHOJIOTUN"
oTtHOcHTCS K 670Ky 1 "Aucuumumae! (MOAYH)" U BXOAUT B €r0 0a30BYIO YaCTh.

3. I[lnanupyembie pe3yJIbTAThl 00y4eHUs M0 JUCHHUILINHE (MO1YJ/II0), COOTHECEHHbIE C
IVIAHNPYeMBbIMH Pe3yJIbTATAMH 0CBOCHHSI 00pa30BaTeJbHOM NPOrpaMMbl

[Ipouiecc n3yueHus: AUCUUILIMHBI HATIPaBleH Ha POpPMHUPOBAHUE CIEAYIOLIUX
KOMIIETEHIIUN:

OK-6 CIOCOOHOCTBIO K CAMOOPraHU3allii U caM0o00pa30BaHHIO

OIIK-4 CIOCOOHOCTBIO OCYIIECTBIISTH A€OBOE OOIICHHE U MyOIHMYHbIE BHICTYIIIICHUS,
BECTHU MEPETOBOPHI, COBEIAHHUS, OCYIIECTBISATH JIEJIOBYIO MEPETHUCKY U
MOJIJIEP>KMUBATH DJIEKTPOHHBIE KOMMYHUKAIIUN

[1K-8 BJIa/ICHUEM HaBbIKaMH JIOKYMEHTAJILHOTO 0()OpMIIEHUS PELICHH B
yIIpaBJIEHUH ONEepaiMOHHOMN (ITPOM3BOICTBEHHOMN) AeATEIbHOCTH OpraHU3aIii
IIPY BHEJPEHUU TEXHOJIOTMYECKUX, IIPOLYKTOBBIX HHHOBALIMN UIIN
OpraHU3alMOHHBIX U3MEHEHUH

[1K-20 BJIAJICHUEM HABBIKAMM IOJTOTOBKY OPTaHU3ALMOHHBIX U PACIIOPSAUTEIBHBIX
JOKYMEHTOB, HEOOXOAUMBIX JIJIsl CO37[aHNsI HOBBIX MPEANPHUHUMATENBCKUX

CTPYKTYpP

4. O01mast TpyA0eMKOCTh JUCHUIIJIMHBI COCTABJISIET
2 3a4yeTHBIC equHUIIB (72 ax. 4.).
5. O0pa3oBaTe/ibHbIEC TEXHOJIOTHH

[IpenoaBanye JUCUUIUIMHBI «ATMHUHUCTPATUBHBIE CUCTEMBI U O(UCHBIE TEXHOIOTUN
OCYIIECTBISIETCS B popMe JICKIIMIA U MPAKTUUECKUX 3aHATHH. JISKITUU IPOBOISTCS B
TPaIUIIMOHHOMN KJIACCHO-YPOYHOI OpraHu3allMoHHOM (opme, 10 TUITY yrIpaBIeHUs
MIO3HABATEJILHOM JIESITEIbHOCTBIO U ABISIOTCS TPAAULMOHHBIMU KJIACCHYECKU-TIEKIIMOHHBIMU
(0OBACHUTETHHO-IILTIOCTPATUBHEIC). [ IpakTHUECKUE 3aHATHSI OPTaHU30BAHBI C MCIIOJIb30BaHHEM
TEXHOJIOTUH pa3BUBaloIIero o0yyeHus. YacTb MpaKTUYECKOTrO Kypca BBITOIHIETCS B BUJIE
TPaTUIIMOHHBIX TPAKTUIECKUX 3aHATHH (0O BSICHUTEIBHO-HILUTIOCTPATUBHOE TIOSICHEHNE
marepuaina). OctanbHas 9acTh MPAKTHIECKOTO Kypca MPOBOJUTCS C HCIOIB30BAaHHEM
MHTEPAKTUBHBIX (IMATOTOBBIX) TEXHOJIOTHIA, B TOM YHCJIE BHIIOJIHEHUSI KOHKPETHBIX TPUMEPOB
COCTaBJICHUS YIPABICHYECKUX JOKYMEHTOB, TAOJHII, TIHCEM, T. €. TEXHOJIOTHiA, OCHOBAaHHBIX Ha
KOJIJIGKTHBHBIX criocobax o0ydenus.CamocrosrenbHas padoTa CTyIeHTa OpraHu30BaHa ¢




WCIIOJIb30BaHUEM TPAIUIIMOHHBIX BUAOB paboThl. K TpaguimoHHEIM BUIaM pabOThl OTHOCSTCS
0TpabOTKa JEKIIMOHHOTO MaTepuaia u oTpaboTKa OTJENbHBIX TEM IO YUeOHBIM MOCOOHSIM.
[TpoBeneHnM 3aHATHI 110 TUCHUIUIMHE (MOIYJII0) BO3MOKHO C IPUMEHEHUEM 3JIEKTPOHHOTO
00y4eHHUs U AUCTaHIIMOHHBIX 00pa30BaTEIIbHBIX TEXHOJIOTHA, peaTu3yeMble C IPUMEHEHHEM
MH(}OPMaLMOHHO-TEJIEKOMM YHUKAIIMOHHBIX CETeH MPHU OMOCPEOBAHHOM (Ha PACCTOSIHHHM )
B3aMMOJICHCTBUU 00yYArOIIUXCS U MeJarorn4eckux paboTHUKOB.B mporecce npoBeneHus
3aHATUN C IPUMEHEHUEM JICKTPOHHOTO O0YUYEHHS U JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX
TEXHOJIOTHIl IPUMEHSIOTCS COBpEMEHHBIE 00pa30BaTeIbHbIE TEXHOJIOTMH, TAKUE KaK (IIpH
HE00XOUMOCTH ):- UCIIOJIb30BAHUE COBPEMEHHBIX CPEJCTB KOMMYHUKAIIUM;- SIIEKTPOHHAs
dbopma oOMeHa MaTepuaiaMu;- AUCTAHIIMOHHAs opMa IPYNIOBBIX M UHIUBUIAYATbHBIX
KOHCYJIbTAIIN;- UCIIOJIb30BAaHUE KOMITBIOTEPHBIX TEXHOJIOTHUH U MPOrPAMMHBIX ITPOYKTOB,
HEOOXOIUMBIX 7151 cOOpa U cUcTeMaTu3aluy HHGOpMaluu, MPOBEACHUS TPEOyEeMbIX
IIPOrpamMMoil pacyeToB U T.1I..

6. CoaepsxkaHue TUCHHUILINHBI (MOYJIs1), CTPYKTYPHPOBaHHOE N0 TeMaM (pa3jiesiam)

PA3JIEJ 1
Cocrasnenue u opopmiieHHe OpraHU3alMOHHO-pacnopsAuTenbHoM qokyMenTauu (OP/])

Tema: OcHOBHBIE TOHATHSI U HOPMATUBHO-METOMYECKasl 0a3a JOKYMEHTAIIMOHHOTO
oOecrnieueHus yrnpaBIeHUS

[TpenMert u 3a1a4u IUCUUIUINHBI, €€ POJIb B MPOIecce MOATOTOBKH CIIEIIUANINCTOB B 001aCTH
yIpaBJICHUS HA TPAHCIIOPTE.

3HaueHue IOKYMEHTOB B OpraHU3alluy yIpaBieHus. JJokyMeHTUpOBaHE YIIPaBIEHYECKON
nesATebHOCTH. [IOHATHS: «TOKYMEHT», «10KyMeHTalus». [lonarre 06 opraHu3alMoOHHO-
pacnopsanutenbHoil fokymentauuu. Cocras OPJI.

CylurHocTh 1 Ha3HAYEHUE aJIMUHUCTPATUBHBIX CUCTEM. AJIMUHUCTPATUBHOE U CIEIIUATBHOE
JI€I0NPOU3BOJICTBO.

CocraB 1 PyHKIIUU aAMUHUCTPATUBHOTO jaenonponsBoacTBa. Knaccudukamus OP. OcHoBHBIE
KJIaCCU(UKAIMOHHbBIE TPU3HAKH.

CocrtaB HOpMaTUBHO-METOIMUECKON 0a3bl AEIONMPOU3BOACTBA. 3akoHbl PD B obmactu
JIOKYMEHTAIMOHHOTO o0ecrieueHus ynpasieHus 1 nHGopMannuoHHbIX pecypcoB. [OCTsI Ha
JIOKYMEHTAIHIO.

Tema: IIpaBuna cocraBieHus: 1 0pOpMIICHHUS TOKYMEHTOB

PexBusutel nokymenToB. [locTosinabie u nepemenHble pekBu3uThl. [OCT P 6.30-2003. YC
OPJI. TpeGoBauus k 0popMIICHHIO TOKYMEHTOB. Pabouee u ciykeOHOe MoJIs TOKyMEHTa.
®opmatsl Oymaru 1uist 1ToKyMeHToB. [lois nokymeHToB. Hymeparus MHOroCTpaHMYHBIX
JIOKYMEHTOB.

bnanku OP/l. bnank nuceMa u o61muii 6;ank. ['ep6oBbie OaHKK. YTI0BON M MPOIOJIbHBIN
CHOCOOBI PACMIONOKEHHSI PEKBU3UTOB JOKYMEHTA.

[TocTpoenue popmynsapa-odpasia.

OMbiiemMa opraHu3anuy, ee Ha3HaueHne. HanMeHoBaHue opraHu3alyy ¥ ClipaBOvHbIE JaHHBIE O
Hell. JlatupoBanue nokymeHToB. CiyeOHble OTMETKH Ha JoKkyMeHTax. [lopsaok anpecoBanus
JIOKyMeHTOB. CoriacoBaHu€ JOKYMEHTOB. Y JOCTOBEPEHUE TOKYMEHTOB.

3aroyioBoK K TeKcTy. TpeGoBaHMs K TEKCTY JOKYMEHTA.

Tema: CTHIIb JENOBOM peur U CIy)KEOHBIX JOKYMEHTOB

[Tonsitre 06 odpumanbHO-1e10BOM cTuiie. OCOOEHHOCTH U OCHOBHBIE YePThI O(pHUIIHATIBHO-
nenoBoro ctuiisi. TpebGoBaHuUs K SA3BIKY M CTUIIIO JIETIOBBIX JIOKYMEHTOB.

CruiieBbie HEJIOCTATKH B JIeNIOBOM peun. [[pumenenue ycrapesieii nekcuku. [lneonasm u
TaBToJoruda. M3nuiixnee ncnonb30BaHue 3aMMCTBOBAHHON U3 HHOCTPAHHBIX SI3bIKOB JIEKCUKHU.

Tewma: Mcrionp3oBanme TaOIMI] B TEKCTaX OPTraHU3AIMOHHO-PACTIOPSAIUTEIHHON IOKYMEHTAITUN



[Tpumenenue Tabmun B Tekctax OPJI.

CtpyKTypa TaOIHIIbI, COCTABISAIONMINE €€ AIeMeHThl. DOpMHUPOBAHUE 3aT0JI0OBOYHON M OCHOBHOM
qacTei TabIuIIbl.

OcHoBHBIE TpeOOBaHMsI K 0(OPMIICHUIO Ta0JINYHBIX JOKYMEHTOB.

[Tpumepsl cocTaBieHus TaOIHII U UX HCIIONIb30BaHus B TekcTax OP/I.

PA3JIEJ 2
OCHOBHBIE IOKYMEHTBI YIPABJICHUS
TectupoBanue

Tema: Opranu3alOHHbIE, PACTIOPSIAUTEIbHBIE U CIIPABOYHBIE JOKYMEHTHI

['pynib! ynpaBiIeHYECKON TOKYMEHTALNH.

Opranu3anroHHbIe JOKYMEHTHI, UX Ha3HaueHue U obmue npasuia opopmienus. [lonoxenus u
ycraBbl. MHCTpyKIuH. [0IKHOCTHBIE HHCTPYKLUU.

PacnopsiiuTenbHbIe JOKYMEHTHI, X Ha3HAUEHHE U 00IIMe MpaBmiia 0(hOpMIICHUSI.
[Tonpasnenenue pacnopsUTEIbHbIX JOKYMEHTOB 110 chepe AeHCTBUS U B COOTBETCTBUU C
HOPSAJIKOM pa3penieHus BonpocoB. CTauu Npoueaypbl U3AaHUs paCOPSAUTEIbHBIX
JIOKYMEHTOB.

IIpukasel 10 OpraHU3alMOHHBIM BOIIPOCAM U 110 OCHOBHOM J€ATEIbHOCTH. PEKBU3UTEI ITpUKasa.
KoHcTatupyromas u pacropsauTenbHas 4aCTH TEKCTa IpUKa3a. Beinucka u3 npukasa.
VYKa3aHus1, paclIOPsKEHUSI, pELICHUS.

CripaBo4HO-HH(OPMAIIMOHHBIE TOKYMEHTHI, UX Ha3HaYeHue U ocodeHHocTu. [IpoTokot.
Boinucka u3 nporokosia. AKT. BHelIHsS U BHYTPEHHSS JOKIIAAHbIE 3aIIUCKU.

Tema: JIokymeHTanus 1o JMYHOMY COCTaBY

Ha3nauenue u o01iue cBeieHNs 0 JOKYMEHTALUU 110 IUYHOMY cocTaBy. Cxembl
JIOKYMEHTHPOBAHUS NIPH IIpHeMe Ha padoTy, YBOJIbHEHUH U NIEPEBOJIE C JOJDKHOCTU Ha
JOJKHOCTD.

Pestome. TpynoBoii jorosop. 3asBieHus: 0 mpueMe Ha paboTy, YBOJILHEHUH, IEPEBOJIE Ha
JIPYTYIO JOJKHOCTD.

[Tprkassl MO JIMYHOMY COCTaBY, OCOOEHHOCTH UX O(OPMIICHHS.

Tpynosas kHmkKa. @opma TpyA0BOM KHUKKH. [1opsiiok BHECEHUS 3alKCell B TPYAOBYIO
KHUXKKY.

JInynas kaprouka. opma JIMYHON KAPTOUKH.

JInynsle nena.

Tema: CiyxeOHasi nepenucka

3HadyeHue ciykeOHOM MepenucKy B CUCTEME YIIPaBIEHHs TPAHCIIOPTHOM opraHu3zanmeil. Busl
CITy’keOHOH MepenucKy.

Knaccugukarus ciyxeOHbIX MHCEM.

CocTtaB peKBU3UTOB CITy>KeOHOTO nuchbMa. brnank s mucem. [IpaBuna coctaBieHus u
oopmieHus ciyxeOHbIX muceM. CTPyKTypa TEKCTa CIIy)KeOHOTO MHChMa.

[Tepenucka ¢ MHOCTpaHHBIME MapTHEpaMu. OcOOEHHOCTH COCTABIICHHS JIJIOBBIX MTHUCEM 32
pyOex.

PA3/IEJI 3
Opranuzanus paboThl ¢ TOKyMEHTaMHu B ouce
TecTtupoBanue

Tema: OCHOBHBIE TEXHOJIOTHMYECKHE onepanuu no oopadorke OPJ]

TexHomornueckuit mporecc o0pabOTKH BXOIAIIEH U UCXOAIIEH JOKYMEHTAIMH B orce.
Pacnpenenenne ¢pyHKIMOHATBHBIX 00s3aHHOCTEH B mporecce oopadotku OP/I.
KoHTpomh HCTIOTHEHNST JOKYMEHTOB U €T0 POJIbh B MPOIECCaX YIIPABICHUS OPTaHU3aIHeH.
OmnpeneneHue CpOKOB XpaHEHHS JJOKYMEHTOB B opranu3anuu. [lepenada 10KyMEeHTOB Ha



APXUBHOC XpaHCHHUC. YHUUYTOXKEHHE AOKYMCHTOB.

Tema: ABTOMaTH3AIMSI JETONPOU3BOACTBEHHBIX MTPOIECCOB M MEPEX0] K COBPEMEHHBIM
O(UCHBIM TEXHOJIOTHSIM

Bunbl coBpemeHHBIX 0ucoB. OCHOBHBIE PYHKITUU O(DHCOB.

Opranuzanus TEXHOJIOTHYECKOTO Ipoliecca 00paboTKH JOKYMEHTAIlUU BHYTPH odrca

3aueTr



