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ITosicHuTeILHASA 3aIHCKA
O0beM qUCUUILUIUHEL 4 3.€.

1. PesynpTarhl OOy4YeHHS 10 JIUCHUIUIMHE (MOMAYJIO), COOTHECEHHBIE C WHIMKATOPaAMHU
JOCTHKEHUS] KOMIIETEHIIUH, YCTaHOBIIEHHBIMU 00pa30BaTeNbHOM MpOorpaMMoit

Ne Ko komTIe- HaaukaTops! Pe3ynbraThl 00y4YeHUS 110 TUCIIUILIHHE
TEHITUH JIOCTHKEHUS (Momymr0)
H (vl
KOMIIETEHIIHI

1 2 3 4
IK-3 NI-1TIK-3 3HaTh:
Tonrotoska TI0AroTOBK AOKYMEHTALMH, | _ HOPMAaTHBHO-TIPABOBYIO 06a3y paboThI ¢ JOKYMEHTAMM;
noKymeHTaluy,  ([Iperoslaanue no — mopaox oopuionn s
_pemonaBane AN agno STATENBHOM p01< MEHTAIMH I/Ip,E[OK MEHTOB II0
y4eOHBIX KypcoB, [COOTBETCTBYIOLIEIO pacmop : AOKY )
TUCIUILTAH HAITPABIICHHUsI TIOATOTOBKH JITIHOMY COCTaBY;
(Mozyneit) nim — OpaBuna  OpPraHM3alUM  JOKYMEHTOOOOpOoTa  Ha
MPOBEICHUE NpCaANpPUATHAX,
OTIEbHBIX BUIOB VYMeTs:
y4eOHbIX 3aHATHiT —  CaMOCTOSTENBHO PaboTaTh M MPUMEHSATH HA MPAKTHKE

HOPMATHUBHBIC AKThI IO ACJIONPOU3BOACTBY,

— BBIIIOJIHATH u OpraHMn30BbIBATH pa60Ty 1o
JAOKYMCHTHUPOBAHUTIO praBJ’IeH‘IGCKOﬁ JCATCIBHOCTH
npeanpusaTrs U OpraHu3aluu;

— TpaBWIbHO M KBaJM(UIHMPOBAHHO BECTH paboTy cC
JIOKyMEHTaMU;

Biagets:
- HaBBIKAMH YCTaHABJIMBATh TPeOOBaHUS K
JOKyMEHTOO0OpOTY Ha NPEINPUITHI

2. CopnepxaHue TUCHUTUTHHBI (MOTYJIS)

Monyns 1.
JIOKyMEHTHpOBaHHE YIIPAaBICHUYECKON ACITEIEHOCTH.
TEMA 1. Bgenenue. Copepxanue JTUCITUTIINHEI, 3a7a4u u 3HA4YEHHE, CBSI3b C JIPYTUMH

o0rIenpoecCHOHAaTBHBIMY U CIICIIUATFHBIMHU TUCIIHIDTHHAME. OCHOBHBIC TIOHATHS M ONIPEACIICHUS IIpeIMETa.

1.1. Kmaccugukamust JOKyMEHTOB.

TEMA 2.

2.1. O6mue TpeOoBaHMSA K OPOPMIICHHIO TOKyMeHTOB. [IpaBmia opopMIICHHS PEKBHU3UTOB IOKYMEHTOB. DOpMaThI
Oymaru u nosst. banku goxkymenrtoB. FOpunuueckas cuia JoKkyMmeHTa. Y HU(GHIMPOBaHHAs CUCTEMA JIOKYMEHTALIUH.

2.2. OdopmiieHIEe HHPOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB. OopMiIeHHE aKTOB,  MPOTOKOJIOB. Hasnauenue,
ornpezeieHue U ocobeHHocTH odopmiieHns: akToB. Buipl mpotokonoB. CTpyKTypa TeKCTa MOJHOTO, COKPAIEHHOTO U
KpaTtkoro mporokoia. OdopmieHne Ciry>KeOHBIX 3aIlHCOK, CIpaBoK. HasHaueHue, ompeneneHue, pasHOBUAHOCTH U
0COOEHHOCTH O(DOPMIIEHUS CITY)KEOHBIX 3aITUCOK, CITPABOK.

2.3. Odopmiienne opranuzanmoHnbix aokymeHToB (OJ]). Hasmauenwe, ompeneneHue, TMepedeHb pPEKBH3UTOB U
0c0o0eHHOCTH 0(hOPMIICHUSI OPTaHU3alMOHHBIX TOKYMEHTOB (UpMEI. YcraB, nonoxkenue. [lopsinok ynocrosepenust O/I.
Crpykrypa tekcta O/l «CTpyKTypa ¥ IITaTHas YMCICHHOCTHY, «llITaTHoe pacnicaHue.

2.4. OdopmiieHre pacriopsIMTENbHBIX JOKyMEHTOB. Ha3sHadueHue, onpeseneHue, nepeyeHb peKBU3UTOB U OCOOEHHOCTH
odopmiteHHsT pacTIOpsIIMTEIbHBIX JOKYMEHTOB, W31aBa€MbIX HAa OCHOBE Pa3JIMUHBIX NPUHIMIOB B ynpaBieHHH. CXeMBbl
n3noxeHus Tekcra pekBu3utoB PJI. ITopsanok ynocToBepeHHs pacnopsAUTENbHBIX JOKYMEHTOB. [Ipuka3, pacnopsbkeHue,
yKa3aHHe, pelIeHue.

2.5. OcdopmieHne TOKYMEHTOB IO JMYHOMY COCTaBY: TPYJIOBOTO JOTOBOpa, MpHKa3a O IpHUeMe Ha paboTy, JTMYHBIX
KapTouek paboTHHKa, Tpadu- Ka OTHYCKOB M Ap. llepedeHb PEKBH3UTOB W OCOOEHHOCTH O(OPMIIEHHUS 3asABICHHUH O
npueme, rnepeBojae M yBonbHeHHH. OdopmiieHre npuka3oB 1o JuaHoMy coctaBy (o JIC). Hasnauenwue, omnpenenenue,
MepevYeHb PEKBU3UTOB U OCOOCHHOCTH 0(OPMIICHHS IPUKA30B 10 JTMYHOMY COCTaBYy.

Monyns 2.



JokymeHroobopor

TEMA 3. Opraam3anust paboThl ¢ JOKYMEHTaMH

3.1. Opranumzanus AOKYMEHTOOOOpOoTa. PerucTpanus BXOASIIUX W UCXOAAIMUX AOKYMEHTOB. CIOCOOBI perucTpanuu
nokymeHToB. Odopmirenne aen. OdopmiieHHe BHYTPEHHEH — ONKCH,  JICTa-3aBEPUTENS [IeNa, OOJOXKKH el
JIOJTOBPEMEHHOTO ¥ TOCTOSHHOTO XpaHeHus. Odopmienne ommceil men mpu cnade B apxuB. OdopmileHHE aKTOB O
BBIICJICHUH OKYMEHTOB U JEN K YHHYTOXXCHUIO.

3.2. Cucremarnzamusi JTOKyMEHTOB M uX XpaHeHume. Odopmnenne Homenkmatypsl aen (H[) ¢upmer. Hasnauenwme,
orpezieieHue, epeyeHb PEKBU3UTOB 1 0COOCHHOCTH O(hOPMIICHHSI HOMEHKJIATYPBI JIeNl (PUPMEL.

3. IlepeueHb y4eOHO-METOAMYECKOTO 00CCTICUCHUS TUCITUTUIMHBI (MOTYJIIS)

- MyJIETUMEIUIHBIE TIPE3CHTAIIMOHHBIC MaTEPUAIIBI 110 JUCIUILINHE (MOJIYIII0) TIPEACTABICHBI B
anekTpoHHoM Kypce B OMUOC MAY;

- METOAMYECKHE YyKa3aHWs K BBINOJHEHUIO Ja0OpaTOpPHBIX pabOT MpPEICTaBICHB B
anekTpoHHoM Kypce B OUOC MAY;

- METOIMYECKHE MaTepuaybl sl OOy4YaroIIUXCs [0 OCBOCHHIO JIUCHUIUTAHBI (MOIYJIS)
npezcTaBieHbl Ha odunuansHoM caiite MAY B pasnene «Mudopmarnus no obpa3oBarenbHBIM
nporpaMMam, B TOM YHCIIE aJaliTUPOBAHHBIM.

4. ®oHJI OLICHOYHBIX CPEJICTB MO TUCIUILIUHE (MOIYJIIO)

SIBnsieTcst OTIENBPHBIM KOMIIOHEHTOM 00pa3oBaTeNbHON Hporpammel, paspabotan B (opme
OTJIEIbHOTO JIOKYMEHTa, MpeAcTaBieH Ha odpuimansHoMm caiite MAY B pasnene «Mubopmanus no
00pa3oBaTebHBIM ITporpaMMamM, B TOM duciie agantupoBaHHbiMy. @OC BKIIOUaET B ceOsi:

- IepeyeHb KOMIIETEHIIMM C yKa3aHHeM 3TaroB UX (OPMHUPOBAHHS B MPOIIECCE OCBOCHUS
JUCLUIUIMHBI (MOZYJIf);

- 3a/1aHUS TEKYILEro KOHTPOJIS;

- 3a/1aHUs IPOMEXKYTOUHOM aTTecTaluy;

- 3a/1aHUs BHYTPEHHEH OLIEHKH KauyecTBa 00pa30BaHMUS.

5.  IlepeueHb OCHOBHOM M JONOJIHUTENBHOW Yy4eOHOW JMTEpaTypbl (Me4YaTHblE H3AHUA,
AJIEKTPOHHbIE YUeOHbIE U3/1aHUA U (WIIN) PECypPChl AIEKTPOHHO-OMOIMOTEUHBIX CHCTEM)

Ocnosnas numepamypa:

1. Ky3nenos, 1. H. JlokymeHTanronnoe obecreuenre ynpasieHus. JJokyMeHTo000poT u
ne- norpou3Bozictso / Y. H. Ky3ueroB. — M. : M3natensctBo FOpaiit, 2016. — 576 c. (20)

2. Ky3nernos, . H. JlokymMmeHTanImOHHOE 00ECIICUeHIE YIIPABIICHUS U JEIIONPOU3BOCTBO
: yueOHUK Juia OakanaBpoB : [6a3osblii kypc] / W. H. Ky3nenos. - Mocksa : FOpaiit, 2012. - 576
¢ (20)

/onoanumenvnas numepamypa:
1. Urnatiok, 3. . JIokyMeHT kaKk HOCHTENIb MHPOpMALIUU : yuel. mocoOue i By30B /
3. U. Urnatiok ; @enep. areHTcTBO 10 phidosoBcTBY, PI'OY BIIO "MypMmaH. roc. TeXH. yH-T'.
- Myp- manck : U3n-so MI'TY, 2010. - 94 ¢. (50)
Ilpogpeccuonanvnwie scypnanv
. 1enonpoun3BoACcTBO
. Jenonpoun3BoAcTBO
. J1enonpoun3BoACTBO M TOKYyMEHTOOOOPOT Ha MPEANIPUITUN
. Jlenonpon3BoICTBO U Kapbl
. Kanposeie pemenns
. Cekperapuar B BOIIpocax M OTBETax
. Cekperapckoe Jierno
. Cekperapb-pedepeHT
. CoBpeMeHHbIE TEXHOJIOTUH JIEJIONPOU3BOJICTBA U JOKYMEHTOO0OpOTa
10. CoBpemenHslit opuc-menemxep. bronnereHs
11. CmpaBouHUK cekpeTaps U opuc-MeHepKepa
12. Xopommii cekperapb

O©ooO~NOoO Ol WNE


http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/
http://www.delpress.ru/%D0%B6%D1%83%D1%80%D0%BD%D0%B0%D0%BB/%D0%A1%D0%B5%D0%BA%D1%80%D0%B5%D1%82%D0%B0%D1%80%D0%B8%D0%B0%D1%82_%D0%B2_%D0%B2%D0%BE%D0%BF%D1%80%D0%BE%D1%81%D0%B0%D1%85_%D0%B8_%D0%BE%D1%82%D0%B2%D0%B5%D1%82%D0%B0%D1%85

6. IIpodeccronanbupie 0a3bl TaHHBIX U HH()OPMAIIMOHHBIE CTIPABOYHBIE CHCTEMBbI

HUnghopmayuonnas cucmema « Eounoe okno docmyna k oopazosamenvuvim pecypcam» - URL:
http://window.mauniver.ru

7. Hepequb JJUIOCH3UOHHOI'O U CBO6OI[HO pacupocCcTpaHiaEMOro nmporpaMmMHOIo 06CCHG‘IGHI/IH,
B TOM YHUCJIC OTCYCCTBCHHOI'O IIPOU3BOJCTBA

1) Onepayuonnas cucmema Microsoft Windows Vista
2) Odgpucnvui nakem Microsoft Office 2010

8. Olecneuenne 0CBOCHUS JUCHMIIINHGI JINI ¢ HHBATUIHOCTEIO 1 OB3

OOyuaromuecs U3 4ncia WHBAIHAOB W jui ¢ OB3 obecrneunBaroTcs MeyaTHbIMH W (WIIH)
AJIEKTPOHHBIMU 00pa30BaTENbHBIMH pecypcamMul B (opMax, aJanTHPOBAHHBIX K OTPAHUYCHUSM HX
3JI0POBBSI.

9. MarepuanbHO-TEXHUYECKOE OOecredeHne TUCIHUIUIMHBL (MOJIYJNsA) NPEACTaBICHO B
npwiokennn kK OIIOIl «MarepuallbHO-TEXHUYECKHE YCIOBUS pealli3alud  00pa3oBaTEIIbHON
MPOrPaMMBbI» U BKIIOYAET:

- yueOHbIe ayIUTOPUH ISl TIPOBEJCHHS YUCOHBIX 3aHITUH, MPEAYCMOTPEHHBIX MPOrPaMMOn
MarucTparypbl, OCHAIIEHHbIE 000PYIOBaHHUEM U TEXHUUYECKUMHU CPEICTBAMHU O0yUYCHHUS;

- IOMEIIEHHUS JIi CAMOCTOSATEIBbHON paboThl 00YyYarONIMXCs, OCHAIICHHBIE KOMIIBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTBIO MOAKIIOUeHUsi K cetn «VHTepHeT» U obecrneyeHreMm JA0CTyIla K
AJIEKTPOHHON MH(POPMAITMOHHO-00pa3oBarenbHOU cpene MAY;

He nomyckaercs 3amena 060py0BaHUs €0 BUPTYaIbHBIMU aHAJIOTaMHU.

10. Pacmpenenenue TpyJO€MKOCTH MO BUJaM Y4eOHOI 1eATeIbHOCTH

Bun yaebHoi Pacrnipenenenne TpyT0eMKOCTH JUCIUININHEL 110 (hopMaM 00ydeHUs
Harpy3ku Oynas OyHo-3a09Hast 3aouHast
Cemectp Bcero Cemectp Bceero Kypc/ ceccmst Bcero
2 [ 3 ] 4 4acoB [ | 4acoB [2, nero | 4acoB
AyIuTOpHBIE Yachl
Jlexium 4 4
Ipaktuyeckue paboTh 10 10

JlaGoparopHbie paboThI

Yacsl Ha CaMOCTOSITENBHYIO M KOHTAKTHYO paboTy

Brimonnenue,
KOHCYJIETHPOBAHHE, 3allUTa
KypcoBoif paboTHI (IIpOeKTa)

Ipouas caMoCTOsATENbHAS 1 126 126
KOHTaKTHas pabora

ITonroroBka Kk MpoOMeXyTOUYHOU 4 4
aTTeCTaIul

Bcero yacos 144 144

10 JTUCIUILIAHE

DopMBbI TPOMEKYTOUHOM aTTECTALUHU U TEKYILEro KOHTPOJIsL

DK3aMeH

3aver/3auer ¢ OLEHKON +

KypcoBast pabora (IIpoeKT)

Kon-Bo pacdeTHo-
rpaduyeckux padboT

Kommuectso KOHTPOJIBHBIX
pabot

Konuuectso pedeparo

KomuuectBo acce




[TepedyeHp MpakTUIECKUX pabOT

Ne HanmeHnoBaHue npakTH4ecKux padoT
w/p
1 O(l)OpMJ'IeHI/Ie I/IH(i)OpMaHI/IOHHO-CHpaBO‘IHLIX ZLOKYMGHTOB. Ha3HaquI/Ie, onpe)leneHI/[e, nepequL

pekBU3UTOB M ocobeHHocTH odopmiiennst cpounbix MC/I: Tenerpamm, Ttenedonorpamm. Ilopsmgox
YIOCTOBEPEHHS TEIErPaMM, Teae(hOHOTPAMM.

2 OdopmiieHne ciry>keOHBIX 3aIICOK, CTIpaBoK. Ha3sHaueHue, onpenencHre, pa3sHOBUAHOCTH H
0COOCHHOCTH O(OPMIICHHS CITyKEOHBIX 3aIUCOK, CIpaBoK. OTiamuus B 0(GOPMIICHHH BHEIIHUX H
BHYTPEHHHUX CITy)KEOHBIX 3aIIMCOK, CIPABOK.

3 OdopmieHne akToB, mpoTokoyoB. Ha3HadeHuwe, ompeneneHue M OCOOCHHOCTH OQOPMIICHHS aKTOB.
Crpykrypa Tekcra akta. TumoBas ¢opma akra. [lopsmox ynoctoBepeHusi axkToB. CrocoOb
pacrionoxenuss peksusutoB  OPJI. Hasnauenwe, ompeneneHne W OCOOCHHOCTH O(OpPMIICHHS
poTOKONOB. Buapl mporokosnoB. CTPyKTypa TEKCTa IIOJHOTO, COKPAIEHHOTO M KPaTKOro IPOTOKOJIA.
CriocoOsbI pacmonoxkeHus peksusutoB OPJI.

4 OdopmiieHne pacTopsANTEIbHBIX JOKYMEHTOB. Kiaccmdukamus pacrnopsiiUTeNnbHBIX JOKYMEHTOB.
Hasnavenue, onpeneneHue, nepeyeHb PEKBU3UTOB U OCOOECHHOCTH O(GOPMIICHHS paclopsIUTEIbHBIX
JOKyMEHTOB, U3/1aBACMbIX HAa OCHOBE PAa3JIMYHBIX MPUHIUIOB B YNPAaBICHUH. OCOOCHHOCTH pa3paboTKu
1 COCTaBJICHHS NPHUKA30B, HOCTAHOBJICHHUH, PEIICHHUH, YKa3aHHH.

5 OdopmireHne TOKYMEHTOB 0 JMYHOMY cocTaBy. HasHaueHwue, ompeneneHne, nepedeHb PeKBU3UTOB U
ocobernoctu odopmieHus mpuka3zoB mo JIC. Crpykrypa Tekcta mnpukazoB no JIC. ITlopsmok
yaocToBepeHus npukazos 1o JIC.

6 3amonaenne Tpynosbix KHIDKeK (TK). IIpaBnna BHeceHWs M3MEHEHHI B 3alHCH TPYJOBBIX KHIDKEK.
Hasnadenue, onpenenenne TpyAoBbIX KHIDKEK rpakaaH. [lepedens pazaenoB TK. OcHOBHBIEC TOT0XKEHHS
«MHCTpYKIIHSA O TOpsAKE BEACHWS M 3aIOJHEHHS TPYMOBBIX KHIDKEK).

7 Perucrpamus BXOAAMMX W HUCXOMIMIUX JOKyMEHTOB. CIiocoObI
perucTpaiuu 10KyMeHToB. [IpaBuia BeieHUsT PETUCTPALMOHHBIX KYPHAJIOB I BXOIAIINX U UCXOASIIUX
JIOKYMEHTOB.

8 Cucremaruzanusi JOKyMEHTOB M HX XpaHeHue. Odopmienue nHomeHknatypel aen (HJ]) ¢upmsr
Hasnauenue, onpenesieHue, epeueHb PEKBU3UTOB M 0COOCHHOCTH 0(OPMIICHHS HOMEHKJIATYPHI Jel.

9 Odopmenne npen. OdopmiieHne BHYTPEHHEH ONMWCH, JHCTa-

3aBEpUTENS A€Ja, 000K JIeJI TOITOBPEMEHHOTO U ITOCTOSHHOTO XpaHeHus1. OGopMIIeHHE oTHCcel e
IIPU c/ladye B apXMB.

10 [MpakTryeckne 3aHATHA C UCIOIb30BaHNEM KOMITBIOTEpHOM mporpammbl «Otaen kaapos Ilimocy no reme
«Odopmienne yHUPHUIMPOBAHHBIX (HOPM MEPBUYHOI yUETHON JOKYMEHTALUH 110 YUeTy

TpYyJZla U €r0 OIJIATh)

Temy pedepara oOydarommiics MOIy4aeT JUYHO y BeIyIIETO MPernoAaBaTelis M0 JUCHHUIUIMHE WIN BEIOMPAeT COTIACHO
mudpa B 32a4€TKH B METOJUUECKUX YKa3aHUSX 110 CAaMOCTOATENILHOM padoTe 1o ANCIUIUINHE.



