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1. Iesin ocBoeHUs1 y4eOHOI JMCIUIITHHBI

Lenpro ocBoenus yuebnoi mucuurnasl «COBPEMEHHBIE TEXHOJIOT' A
VIIPABJIEHUA JOKYMEHTAMMU B P®» sBnsiercst npeaocTaBiIeHUE CTYJEHTAM IHUPOKOTO
Kpyra 3HaHUH 110 BOMpPOcaM BbIOOpA U UCIIOJIb30BAHUS COBPEMEHHBIX HH()OPMALIMOHHBIX
TEXHOJIOTUH [ 00eCTieYeHHs yIPaBIeHYECKOMN e TeTbHOCTH.
3amayamMy JUCIUIUIMHBI SABIISIOTCS:

- c(OpMHUPOBATH y CTYJCHTOB MpeACTaBIeHUE 00 HH(POPMAITMOHHON HH(PACTPYKTYpe
OpraHu3aluy U POJIM HH(POPMAIIUH B YIIPABICHUY;

- chopMHpOBATh Y CTYZACHTOB HAaBBIKU IIPAKTHUECKON pabOTHI C aBTOMATH-3UPOBAHHBIMU
CUCTEMAaMU JOKYMEHTALlMOHHOI'O 00ECIIeUEHNUs yIIPABIICHMUS;

- chopMHpOBATH Y CTYACHTOB MIPEICTABICHHE O COBPEMEHHBIX TEXHOJOTU-SX, UCIOJIB3YEMBIX B
yIpaBiIeHUH TIOKYMEHTaMU Ha TPAHCIIOPTE:

- ¢(OpMHUPOBATH y CTYJCHTOB MPEICTABICHUE O TEOPUHU U MIPAKTUKE (DYHK-IIMOHUPOBAHUS
3JIEKTPOHHOTO MpaBUTENbLCTBA B PO.

2. MecTo yueOHO#H qucuinabl B crpykrype OII BO

VYyeOnas aucuuniauHa "CoBpeMeHHbIE TEXHOJIOTUHN YIIPaBJIeHUs JOKyMeHTaMu B PO"
oTHOcUTCS K 050Ky 1 "Iucuuniauasl (MOyau)" ¥ BXOAUT B €0 BapUaTUBHYIO YacTh.

3. [lnanupyemble pe3yJbTaThl 00y4eHUs M0 JUCHHILINHE (MO1YJ/II0), COOTHECEHHBIE C
IVIAHUPYEMBIMHU Pe3yJIbTATAMH OCBOEHHS 00Pa30BaTeIbHOI MPOrpaMMBbl

[Iponecc n3yueHus: AUCIUILIMHBI HATIPABIICH Ha (POPMHUPOBAHUE CIICTYIONTUX
KOMIIETCHIINN:

ITIKC-4 CrniocoGeH BBINOIHATH MPO(ecCHOHANIbHBIE 00S13aHHOCTH C YYETOM
IIOCTABJICHHBIX 3a7a4

4. O01mast TpPy10eMKOCTh JUCIHUNJIMHBI COCTABJIsIET
4 3auerHble equHUIB! (144 ak. 4.).
5. O0pa3oBaTe/ibHBIC TEXHOJTOTHA

[Tpu npoBeeHUN MpakTUYECKUX 3aHATHH 1o yueOHoM qucuuiuinHe «Teopus u npakTuka
JOKYMEHTOBE/ICHUS» PUMEHSIOTCS] aKTUBHBIE M UHTEPAKTUBHBIE ()OPMBI O0YUEHHUS:— KPYTIIBII
CTOJI;— poJieBble Urpbl.lIpoBeaeHny 3aHATHI 1O TUCIUILINHE (MOYII0) BO3MOXKHO C
IPUMEHEHHUEM DJICKTPOHHOT0 00yUeHHs U AUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUH,
peaiuzyemble ¢ IpUMeHEeHHEeM HH(POPMalMOHHO-TEIEKOMMYHHUKAIIMOHHBIX CETel MpH
OTIOCPEIOBAaHHOM (Ha pacCTOSIHUN) B3aUMOAEUCTBUN 00YUaIOIIUXCSl U MEeAarornyeckux
paboTHUKOB.B mpoliecce mpoBeaeHUs 3aHATHH C IPUMEHEHUEM JIEKTPOHHOTO O0yUYeHUs U
JTUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUHN MPUMEHSIOTCS COBPEMEHHbIE 00pa30BaTeIbHbIE
TEXHOJIOTHH, TaKHE KaK (IIPH HEOOXOJAUMOCTH ):- UCIIOJIB30BaHNE COBPEMEHHBIX CPECTB
KOMMYHHKAIIMH;- JIEKTPOHHAs: (hopMa 0OMeHa MaTepuaiaMu;- TUCTaHIIMOHHAas popma
TPYNIOBBIX U HHAUBUAYAIbHBIX KOHCYJIBTAIU;- UCTIOIb30BaHNE KOMITBIOTEPHBIX TEXHOJIOTUN U
IPOTPaMMHBIX MPOJIYKTOB, HEOOXOAMMBIX JJIsi cOopa U cucTeMaTH3aluy HHpopMaiu,
npoBeieHUs TpeOyeMbIX MPOrpaMMON PacyeToB U T.JI..

6. Conep:kanue JTUCHUILUINHBI (MOYJIs1), CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3aejam)

PA3JIEJI 1
VYnpasieHue J0KyMEeHTaMHU, poJib HHPOPMAIIUH B YIPABICHUU

Tema: IloHsiTHe 1 HOPMATUBHO MpaBOBas 6a3a yNpaBlIeHUS JOKYMEHTAMH, TEXHOJIOTUU




CHCTEMaTH3aluy U 00eCreueHUs] COXPAaHHOCTHU JOKYMEHTOB. Ponb nH(OpMaIu B yrpaBieHUH.
OTnuuuTeNbHbIE CBOWCTBA JOKYMEHTUPOBAHHOM HH(OpMALINH.

PA3JIEJ 2
CoBpeMeHHbIE TEXHOJIOTUN 00pabOTKH JOKYMEHTOB

Tema: TexHomOrHM cCUCTEMATH3AMU M 00€C-TICUCHHSI COXPAHHOCTH IOKYMEHTOB.

PA3JIEJI 3
WNHdpopMannoHHbIE TEXHOJIOTHH YIIPABICHUS TOKYMEHTAMU

Tema: COBpeMeHHBIG O(bI/ICHBIe TEXHOJIOTHH 00eCIIeueHns ynpaBnqueCKoﬁ ACA-TCIIbHOCTH

PA3/IEJL 4
ABTOMaTH3aIUs YIIPABICHUS JOKYMEHTUPOBAHHON HHPOpMAIIUei

Tema: Ha3znauenue, ocHoBHBIC cBoWcTBa U (yHKIMH ACIOY. O6mas kiaccu-GpuKamnus CUCTeM
ACIOY MupoBoii pelHOK U oTedecTBeHHBbIN pbIHOK AC-/IOY 1 0CHOBHBIE HANPABIIEHHUS €TO
paszButus. Cucremaruzanus ACOY. Beibop 1 BHEApEeHHE KOMIUIEKCHBIX CHUCTEM 3JIEKTPOHHOTO
JIOKYMEHTO-000poTa.

PA3JIEJI 5
3a4eT ¢ OLEHKOMI



