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1. HEJIX OCBOEHUS JUCLUAITJIMHBI

1.1 | @opmupoBaHHEe TEOPETHUECKUX 3HAHIHA W MPAKTUIECKUX HABBIKOB MO CO3MAHHIO X 00paboTKe TOKYMEHTOB, OpraHU3AIIH
JOKyMEHTOO0OPOTa C LIeNbIO MPHUMEHEHHs B IPO(PECCOMHOHANBHOMN IeATeTbHOCTH.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazpen) OOIT: | b1.b

3. KOMIETEHIIUY OBYYAIOILETOCsI, POPMUPYEMBIE B PE3Y.JIBTATE OCBOEHHWS JUCLUATIIAHBI
(MOZY.JIs)

OK-4: crioco0HOCTHI0 K KOMMYHHKAIIMH B YCTHOH M MUCBMEHHOi (hpopMax Ha PycCKOM M HHOCTPAHHOM SI3bIKAX ISt
pelieHusI 33124 MEKJIHTHOCTHOIO M MEKKYJIbTYPHOI0 B3aHMOAelCTBHSI

3narTnb:

OCHOBHBIC NIOHATHA JOKYMCHTALITMUOHHOTO obecrieueHus yrpaBJICHUA

CHUCTEMBI TOKYMCHTALITMOHHOI'O obecreueHust YhpaBJICHUA

Knaccudmxaumo JOKYMCHTOB

YMmerhb:

0(opMIIATH JOKYMEHTALIMIO B COOTBETCTBUU C HOPMaTUBHOMW 0a30ii, B T.4. C UCIOJIb30BaHNEM HH(OPMAIIMOHHBIX TEXHOJIOTHI

UCIIONb30BaTh YHU(PHULUHUPOBAHHBIE (YOPMBI JOKYMEHTOB

Baanernb:

HaBbIKaMH OpraHu3alun ABMKCHUE JOKYMEHTOB B OpraHu3aliu

HaBBIKAMH OIITUMHU3AIIUH ,Z[OKyMeHTOO60pOTa

IIK-3: cnoco0HOCTHIO BHLINOJIHATH H806XOHI/IMI>IE AJIAA COCTABJICHUA IKOHOMMYECCKUX pa31€e/ioB IIJIAHOB Pac4€Thl,
000CHOBBIBATH UX H NpeacTaBJIATh PE3yJabTaThbI paﬁon,l B COOTBETCTBHUHU C IPUHATHIMUA B OPTraHU3AMH CTAHAAPTAMHA

3HaTh:

OCHOBBI paBpa6OTKI/I W BHCAPCHUSA AOKYMCHTAIIMU B OpraHu3aniuu

CHUCTEMY ,Z[OKyMGHTOO60pOTa B OpraHu3anuu

YMmerhb:

BBINOJIHSTH HEOOXOUMBIE [Tl COCTABICHUS SKOHOMHYECKHX Pa3eioB IIAHOB PacyeThl B 00JaCTH JOKYMEHTALMOHHOTO
obecriedeHus yrpaBiIeHU

Baanernb:

HaBBIKAMH 00OCHOBBIBAHUS pacycToB B obmactu JOKYMCHTALITUOHHOT'O obecrieueHus yYHpaBJICHUA

4. CTPYKTYPA U COAEP KAHUE JUCHUITIMHBI (MOAY JIS)

Kon HaumeHoBaHue pa3ienoB H TeM Bupn 3ansaTuii Cemectp / Kype Yacos Hurepaxr.
3aHATHSA

Pa3nen 1. OcHOBHBIE BONIPOCHI Pasnen
JOKYMEHTAHOHHOI0 00ecneYeHust
ynpasJieHuUsI

1.1 OprasHuzanys 4 posib OCHOB Jlex 4 2 0
JOKyMEHTALHOHHOTO 00eCIeUEeHNS
YIPaBICHUS

1.2 OpraHu3zaius 1 poJib OCHOB IIp 4 4 0
JOKyMEHTAIIHOHHOTO 00eCIIeUCHIS
yIIpaBJICHUS

1.3 OpraHuzanys 1 pojib OCHOB Cp 4 6 0
JOKYMEHTALIOHHOTO 00eCTIeUeH s
YIPaBIICHUS

1.4 HopmarusHO-MeTOqMUECKHE OCHOBBI Jlex 4 2 2
JIOKYMEHTAIIMOHHOTO 00ecTIedeHust
yIIpaBJIeHUs




1.5 HopMmaTHBHO-METOJMUECKHE OCHOBBI IIp 4 4
JOKYMEHTALHIOHHOTO 00eCIeUeH s
YIPaBIICHUS

1.6 HopmaTtuBHO-MeTOJ1UECKE OCHOBBI Cp 4 6
JOKyMEHTALMOHHOTO 00eCIeUeHNS
YIPaBJICHUS

Pa3nen 2. OpranuzanoHHbIe ACNEKTHI Pasnen
PadoThI ¢ ynpaBJjieHYeCKUMU
JOKYMEHTaMM

2.1 IloaroToBka ynpaBieHUYECKUX Jlex 4 2
JOKYMEHTOB 1 0OIIMe IpaBHiIa UX
odopmIeHUs

2.2 IToaroToBka ynpaBieHUYECKUX IIp 4 4
JOKYMEHTOB M OOII[HE IPABUIIA X
odopMIICHUS

2.3 IToaroroBka yrpaBieHYECKIX Cp 4 6
JIOKYMEHTOB ¥ 00IIIHe TIpaBUiia NX
odopmieHus

24 JIOKyMEeHTHpOBaHHUE YIPaBIECHUYECKON Jlex 4 2
JESTEIbHOCTH

2.5 JIoKyMEeHTHpOBaHKE yIIPABIECHYECKON IIp 4 6
JIESITETBHOCTH

2.6 JIOKyMeHTHpOBaHHUE YIIPaBIEHUYECKOH Cp 4 6
JCATCIIBHOCTH

2.7 TexHOJIOTUU TOKYMEHTAllHOHHOTO Jlex 4 2
oOecreveH sl yrpaBiIeHUs

2.8 TexHOoJIOTUN JOKYMEHTAIMOHHOTO IIp 4 4
obecriedeHNs ypaBICHI

2.9 TexHonoruu 10KyMEHTallHOHHOTO Cp 4 6
obecrieueHus! ypaBiIeHUs

2.10 Opranuzanus paboTsl ¢ Jlex 4 4
YIPaBIEHYECKUMH JOKYMEHTaMU

2.11 Opranmzaryst paboTsI ¢ IIp 4 6
YIpaBICHIECKIMHU JOKYMEHTaMU

2.12 Opranuzarus paboTs! ¢ Cp 4 8
YIpaBICHYECKUMH JOKYMEHTaMU

2.13 ObecrieueHnEe COXPAHHOCTH Jlex 4 2
HHGOPMAIIMOHHBIX PECypCOB

2.14 ObecnieueHne COXPaHHOCTH Ip 4 4
HH()OPMAIMOHHBIX PECypCOB

2.15 ObecnieyeHne COXPaHHOCTH Cp 4 8
HHPOPMAIIMOHHBIX PECYPCOB

2.16 Opranu3alimoHHOE U TEXHHYECKOE Jlex 4 2

obecniedeHme paboTEI
C JOKyMEHTaMH

2.17 OpraHu3aiMOHHOE M TEXHHYECKOe IIp 4 4
obecnieueHue paboThI
C TOKyMEHTaMHI

2.18 OpraHu3alluOHHOE U TEXHUUYECKOE Cp 4 8
obecrieueHne padoThI
C JOKYMEHTaMH

2.19 3auér 4 0

5. ®OHJ] OLIEHOYHBIX CPEJICTB

5.1. KoHTpoJibHBIE BONPOCHI M 3aJaHUs AJI TeKyLel aTTecTaluu

OreHOYHBIE MAaTEPHAIBI TSI TEKYIIEH 1 TPOMEXYTOYHON aTTeCTallH ABISIOTCS prutoskeHmsiMA K PITJI, paccMoTpeHs! n
0J100peHBI Ha 3aceJaHnH Kageapbl MapKeTHHTA U yIpaBlIeHUs nepcoHanoM (mporokon Ne 9 ot 28.02.2017r.)

5.2. DoH/1 OLIEHOYHBIX cpeacTs AJist l'lpOMe)RyTO‘lHOﬁ aTTeCcTalumu

OrneHOYHBIE MAaTEPUAIBI AT TEKYIIEell U IPOMEXYTOYHON aTTeCTallUH ABIIAIOTCS mputoxkeHusiMU Kk PITJI, paccMOTpeHs! 1
0100peHbl Ha 3aceaHny Kadeapbl MAapKeTHHTa U yIpaBieHus nepconanaoM (mpotokoi Ne 9 ot 28.02.2017r.)




6. YHAEBHO-METOJNYECKOE U HH®OPMALNIMOHHOE OBECIIEYEHUWE JUCHUILIJIUHBI (MOYJIS)

6.1. Pexomenayemas 1ureparypa

6.1.1. OcHoBHas JUTEpaTypa

3arnaBue On. anpec Kon-
JI1.1 |I'punbepr A. C., l'op6aués H. H., Myxamermmna O. A. - JIoKyMEeHTaI[IOHHOE http://biblioclub.ru/inde 1
obecnieueHue yrnpasinenus - Mocksa: FOuuTu-/lana, 2015. x.php?
page=book&id=115031
6.1.2. JlonosiHUTEIbHAS JIUTEPATYPA
3arnasue On. azpec Kon-
JI2.1 |ApacnanoBa B. A. - JlokyMeHTaI[HIOHHOE OOECIICUCHHE YIIpaBIeHUs - MOCKBa: http://biblioclub.ru/inde 1
Jupekt-Menua, 2013. x.php?
page=book&id=137706
JI2.2 | Poroxwun M. 1O. - JlokymeHTanmmoHHOE oOectieueHne ynpasineHus - M.|bepiuH: http://biblioclub.ru/inde 1
Hupext-Menua, 2014. x.php?
page=book&id=253704
JI2.3 |KazakeBuu T. A. - JIokyMeHTaIlMOHHOE 0OECIICUCHNE YITPABICHUS: Y YeOHUK http://www.biblio- 1
mpakTHKyM - M.: MznarensctBo FOpaiit, 2017. online.ru/book/14309A0
3-1137-4585-91B2-
7EBES9B533AA
J12.4 | Toponuna JI. A. - JIoKyMeHTaITMOHHOE O0OCCIICUCHHE YIIPaBICHHS: Y YeOHUK U http://www.biblio- 1
pakTHKyM - M.: Mznarensctro FOpaiir, 2017. online.ru/book/D9DA38
D8-226D-4EC9-876C-
F47D53A990C9
6.2. Ilepeuens pecypcoB nHGOPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHOIi ceTu ""UnTepHet"
D1 | Caiir xypHana «Cekperapckoe neno» - Peskum mocryna: http://www.sekretarskoe-delo.ru/
D2 | DHOMKIIONEANs ASTONMPOU3BOCTBA - Peskum mocrtyma: http://www.edou.ru
33 | Caiir xxypHaia «/lenonponu3BoICTBO U JOKYMEHTOO0OPOT Ha MpeAnpusITAN» - Pexxum moctyma: http://old.delo-press.ru
6.3.1 Ilepeyenb NPOrpaMMHOro obecreyeHust
7.3.1.1 Just ayn.518:
7.3.1.2 | Microsoft Windows XP Professional IIpompueraproe nporpammuoe obecrieaenne.Open License: 47818817
7.3.1.3 | Microsoft Office 2003 Suites I[Iponpueraproe nporpammuoe obecreuenue.Open License: 41902857
7.3.1.4 | Adobe Acrobat Reader DC BecnimatHoe mporpaMMHOeE o0ecriedeHre
7.3.1.5 | Google Chrome CBoboanas suieH3uasBSD
7.3.1.6 | 7-ZipCsoboanasuiien3usGNU LGPL
7.3.1.7 Hns ayn.303:
7.3.1.8 | Microsoft Windows 8 Jloroop Ne0344100007512000081 ot 12 nexabps 2012 roxa
7.3.1.9 | Microsoft Office Professional Plus 2007 ITIponpueraproe nporpammHoe obecnieuenne.Open License: 43219389
7.3.1.1 | 7-Zip Co6omHas mumensuss GNU LGPL
0
7.3.1.1 | Adobe Acrobat Reader DCbhecrutaTHOE IporpaMMHOe oOecriedeHue
1
7.3.1.1 | Google Chrome CBo6oanas unen3us BSD
2
6.3.2 TlepeyeHb HHPOPMANHOHHBIX CIPABOYHBIX CHCTEM
7.3.2.1 | - OnextponHas 6ubmuoteuynas cucrema «Hayanas 6ubmmorexa KI'V» http://www.lib.kursksu.ru/
7.3.2.2 | - DnexktpoHHas OMOIMOTEYHAs cUCTeMa « Y HUBEpCUTETCKas OnbnroTeka ornaitay» http://www.biblioclub.ru
7.3.2.3 | - DnexkrpoHHO-0MOMoTeuHas cuctema [PRBooks http://www.iprbookshop.ru/
7.3.2.4 | - DnexkrponHas oudnuoteka IOpaiit http://www.biblio-online.ru/
7.3.2.5 | - Hayunas anektponHast 6ubianoTeka http://elibrary.ru/
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE TUCIIUITIJIMHBI (MOJAY JIS)
7.1 Jlexuuy ¥ MpakTUYECKUE 3aHATUS:




7.2 | YueOHasg ayquTOpHS AT IPOBEACHUS 3aHATHH JIEKIIMOHHOTO TUIIA, IPAKTUIECKHUX 3aHATUH, TPYHIIOBBIX H
MHAMBUAYAJIbHBIX KOHCYIBTAIMN, TEKYIIEr0 KOHTPOJIS H IPOMEKYTOUHOI aTTectanuu, 305000, Kypckas obnacts, T.
Kypck, yn. Pagumesa, n. Ne 29,518 ocHamena: Cros yaeHndeckuit 1ByxmMecTHbId — 34 ., Ctyn ydeHnyeckuit — 70 mr.,
Tpubyna — 2 mt., Jlocka aynutopHast — 1 mr., JKanro3u BepTukansHble (TKkaHeBble) Kprcram Ne9 mepenk 5 stax xad.
Ne518 — 2 mrt., IlepeHocHoi MyasTuMeanitabIi mpoektop OptomaDX 211 (DLP. 2500Lm.XGA.3500: 1- 1 mr.,
Mo6unshsiii [IK EMACHINESES10 — 1 mr.

73 CamocrosTenbHas pabora:

7.4 | Aynutopust Ul CaMOCTOSITeNbHOM paboTh! cTyneHToB, 305000, Kypckast o6macts, r. Kypek, yn. Pagumesa, 1. Ne 29, 303
ocHaieHa: KoMIuiekThl cToioB U ctyibeB — 55 mt., MoHoOnok (ASUS ET2220I) ¢ nocryrom k cetu MaTepHeT — 28 mT.

8. METOAUYECKHUE YKA3AHUSA 1JISA OBYYAIOIIUXCA IO OCBOEHUIO JUCHUITIJIMHBI (MOAY JIS)

OO0yyarormmMcsi He00X0AUMO 03HAKOMUTHCS € COAEpKaHHeM pabouell MporpaMMBl, ¢ IETSIMU U 3a/la4aMy IUCIUIUIMHEL, €€ CBSI3SIMU
¢ IPYTHMH TUCIHHUIDTMHAMU 00pa30BaTeNbHON MPOTPaMMBbl, METOJHYCCKUMH pa3padoTKaMu, MMEIONIUMUCS Ha Kadeape.
V3yqeHne AUCIUIUTHHEL TpeOyeT CHCTEMAaTHIECKOTO 1 ITOCIIEI0BATENFHOTO HAKOIUICHHS 3HAHUH, TI03TOMY 00yJaromuMCs
pEKOMeHyeTCs Iepe]] 04epeHOM JIeKIMel IPOCMOTPETh 10 KOHCIEKTY MaTepuai npeasiaymei. I1pu 3arpyqHeHusx B
BOCIIPUATUH MaTepualla cielyeT 00paaTbcsi K OCHOBHBIM JINTEPATYPHBIM HCTOUHUKAM, K JIEKTOPY HJIM K MPENoAaBaTelio Ha
3aHATHAX NPAKTHIESCKOTO THIIA.

CamocrosTensHas paboTa CTyACHTOB BKIIIOYACT B ¢e0s1 BBITOIHEHHIE Pa3INIHOTO POJA 3aaHHH, KOTOPbIE OPHEHTHPOBAHBI HA
6oJee ryboKoe yCBOEHHE MaTepraia n3ydaeMon AUCIUIUIMHBL.

K xaxxmoit Teme ydeOHON TUCIIUILIHHBEI T0100paHa OCHOBHAS U IOTIOJHATEIBHAS JIUTEPaTypa.

B ydeOHmKe/ yaeOHOM TOCOOMH/ MOHOTpaUH CIIeIyeT 03HAKOMHUTHCS C OTJIABIICHHEM W HAYYHO-CIIPABOYHBIM armapaToM,
HIpOYUTATh AHHOTAIHIO U IIpeaucnoBue. LlenecoobpasHo ee MPOIUCTaTh, PACCMOTPETh MILTIOCTPAIUHY, TaOIUIIBI, TUATPAMMEL,
npuiioxeHus. Takoe TOBEPXHOCTHOE 03HAKOMIICHUE ITO3BOJIUT y3HATh, KAKKeE IIABbI ClIeyeT YUTAaTh BHUMATEIbHO, a KaKue
MPOYHUTATH OBICTPO.




