AHHOTAIIUS PABOYEH MPOT'PAMMBI JJUCIHUTLJINHBI

b1B./1B.03.02 «OPTAHM3AIIUS 1 TEXHOJIOT'MA COBPEMEHHOI'O
JOKYMEHTOOBOPOTA B OPTAHAX I'OCYJAPCTBEHHOHU BJIACTHW»

Kox n HanmMeHoBaHue HamnpaBjeHUs MOATOTOBKHU, npopuis: 38.04.04 ['ocynapcTBeHHOE U
MYHUIIUTAIBbHOE yrpaBieHue. VcTopuko-aHaauTH4YecKoe obOecreueHne TOCYJapCTBEHHOTO U
MYHUIIUIIAJIBHOTO YIIPaBICHUS.

KBanunduxanus (crenens) BbINyCKHUKA: Maructp

®opma o0yuenusi: Ounas

Ieab ocBOCHUS IMCUMIINHBL:
Chopmuposams credyiowue KomnemeHyuu
OIIK-2 - roTOBHOCTh K KOMMYHHUKALIUH B YCTHOW M MHCbMEHHOU (hopMax Ha PycCKOM H
MHOCTPAaHHOM SI3bIKax JAJIs pellleHus 3a/1a4 B 001acTH Npo(ecCHOHANBHOM NeSITETbHOCTH.

Ilnan kypca:
Tema 1. Oco0eHHOCTH COBPEMEHHOI'0 JOKYMEHTO000POTAa B rOCYAapCTBEHHBIX OPraHax
CoBpeMeHHbIe HH(OPMALIMOHHBIE TEXHOJIOTUH U UX BIHUAHUE HA cepy rocylapCTBEHHOIO
yrnpasiieHus. KOHLIENINM «3JIeKTPOHHOTO NPAaBUTENBCTBA» U «IU(POBOI» OpraHU3aIMH.
['ocynapcTBeHHast OJUTHKA U YPOBHH PETYIMPOBAHUS YIPABICHYECKOTO JOKYMEHTO000POTa B
Poccun Ha coBpeMeHHOM >Tare

Mo3rosoii miTtypMm
Tema 2. /lokyMeHTHI Ha OyMasKHOM HOCUTEJIe U JIEKTPOHHbIE IOKYMEHTbI, 0COO€HHOCTH MX

NPUMECHECHHS B roCyTapCTBC€HHbIX OpraHax.
XapaKTepI/ICTI/IKI/I 6yMa)KHI>IX " DJICKTPOHHBIX MOOKYMCHTOB, HMX MNPCUMYHICCTBA U HCEAOCTATKH,

CBSI3aHHBIE C OCOOCHHOCTSIMHU HOCUTEIST HHDOpMAIIHH.

[Ipo6ieMb! HCTIONBE30BaHUS SIEKTPOHHBIX JOKYMEHTOB B TOCY/TAPCTBEHHBIX OpraHax.

KoHnenmust CMEMIaHHOTO — 3IEKTPOHHO-OYMa)XHOTO — JIOKYMEHTOOOOpOTa MPUMEHHUTEIBHO K
JEeATEIbHOCTH TOCYJAapPCTBEHHBIX OPTaHOB.

Tema 3. Oprann3aliuOHHO-TEXHOJIOTHYeCKHEe (POPMBI YIIPAaBJIE€HYECKOI0 3JIEKTPOHHOT 0
JIOKYMEHT0000poTA.

YnupapneH4YeCKHld  JTOKYMEHTOOOOPOT Kak MpoIecC KOMMYHUKAllMU H  WHPOPMAIMOHHOTO
B3aMMOJICUCTBUSA. YYaCTHUKH JJOKYMEHTO000pOTA.

Tumonorust GopM OyMaKHOTO W 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa C IO3HMIHHA YITPaBICHUICCKOM
KOMMYHHKAIIUU

CoBpeMEHHBIC OpPraHH3ANMOHHO-TEXHOJIOTHYECKUE (OPMBI MPHUMEHEHHUS CHUCTEM W TEXHOJIOTHUH
3IIEKTPOHHOTO JIOKYMEHTO000POTa B TOCYAaPCTBEHHBIX OpraHax.

Tema 4. UndopManmoHHbIe pecypchbl CHCTEM 3J1eKTPOHHOI0 10KYMEHT0000poTA.

[IpuHIUTIBI TTOCTPOEHUS CUCTEM IICKTPOHHOTO ToKyMeHTooOopoTa (CO/).

Hudopmarmonnsie pecypebl COJI (kinaccupukanus napopmaiuu 8 COJI, TOKyMEHThI, MeTaIaHHbIC
JOKYMEHTOB).

Cranuu *KU3HEHHOTO IIUKJIa TOKyMeHTOB B CO/I.



OcHoBHbIE poju moib3oBaTeneii COJl M opraHu3aius I0CTyna K HH()OPMAIMOHHBIM pecypcam
CO/I.

UcnonwszoBanne COJ] B uHGDOPMAIMOHHO-aHAIUTUYECKOH paboTe, MOATOTOBKE W pealn3alliu
YIIPaBIECHYECKUX PEIICHUI

Tema 5. I[IpumeHeHue COBpeMeHHbIX TEXHOJIOTHI JOKYMEHT0000POTA BO BHYTPEeHHel
AeSITeJIbHOCTH IOCyIapCTBEHHbIX OPraHOB
BHyTpeHHMI 1 BHEIITHUNA 3JIEKTPOHHBIN TOKYMEHTOO0OPOT.

Opranu3anys 1 TEXHOJIIOTUU BHYTPEHHETO 3JIEKTPOHHOT0 JOKYMEHTO000pOTA.
Pabota pykoBomuTenel u CeUalIuCcTOB C IOKYMEHTaMU B 3JICKTPOHHOU (hopMe.
DNEeKTPOHHOE COTIIACOBAHUE MPOEKTOB JOKYMEHTOB.

IIpumeHeHre 37EeKTPOHHON MOANUCH U €€ BUJIBI.

Tema 6. PazButne ¢popM MexkBeJOMCTBEHHOT0 MH(POPMALMOHHOIO B3aMMOAEeICTBUA B
rocy1apCcTBeHHBIX OpraHax

[IpuMeHeHue 3IEKTPOHHOTO JOKYMEHTOOOOPOTa BO BHEIIHUX KOMMYHHKAIIMSX TOCYAapCTBEHHBIX
OpTaHoOB.

OpraHu3alMOHHO-TEXHOJIOTUYECKUEe  TPeOOBaHUS K  OCYIIECTBICHHUIO  MEXBEIOMCTBEHHOIO
UHQOPMAITMOHHOTO B3aMMOJICHCTBHUS TOCYIaPCTBEHHBIX OPTaHOB.

HopwmaTtusHbie TpeboBaHNs K 00MEHY JOKYMEHTAMH B DJIEKTPOHHOM BHJIE.

ONEKTPOHHBIN TOKYMEHTOOOOPOT B CBSI3U C OOPAIICHUSIMU TPaXK/IaH.

Tema 7. Onenka 3¢ GpeKTHBHOCTH OPraHU3ANMH W TEXHOJIOTHH YNIPABJICHYECKOIo
AOKYMEHT0000pOoTa

[oxxo/er k oneHKe 3 PEKTUBHOCTH M YPOBHEH 3PENOCTH CHCTEM AJICKTPOHHOTO YIIPABICHYECKOTO
JIOKYMEHTO000pOTA.

BnusiHne opraHuzanMM M TEXHOJIOTHH JIOKYMEHTOOOOpOTa Ha pa3BUTHE  MHTETPAIIMOHHBIX
MIPOIIECCOB, YIIPABICHYSCKIE OTHOIICHUS U OPTaHU3AI[MOHHYIO KYJIbTYpY.

[IpumMepsl U3 OIBITa POCCUUCKUX M 3apyOekHBIX OpraHuzanuii mo 3¢(HEeKTUBHOMY MPUMEHEHUIO
COBpPEMEHHBIX (hOpM JIOKYMEHT0000pOTA.

®opMbI TEKYIIEr0 KOHTPOJISI U MIPOMEKYTOYHOM aTTeCTaAluM:

OIIK-2 - rOoTOBHOCTh K KOMMYHHUKAIIMM B YCTHOW M MUCHhMEHHOW (hopmMax Ha PYCCKOM H
MHOCTPAaHHOM SI3bIKaxX JJIs peIleHus 3a/1a4 B 001acTH MPo(ecCHOHATBHOM NesITETbHOCTH.

Jran Kpurepuii oneHuBanuns IToka3zarte Pexomenny
OCBOCHHA JIb OLICHMBAHUSA | eMble CPeICTBA
KOMIIeTeHIIUH (MeToabI)

OlLICHMBAHHUHA

OIIK-2.1 — B pamkax 3HaHUE OCHOB [EJIOBOIO Bnaneaun
OCBOCHMS JUCLHUIUIMH | OOLIEHMS; e HaBBIKaMU Brictymuie
YMEHHE JIOTUYECKH U | JEJIOBBIX U | Huf,

apryMEHTHPOBAHO CTPOUTH CBOIO | ITyOIMYHBIX Jloxnael

peysb; KOMMYHMKAIUH. YcerHoe

cobecenoBanue

Bnanenue




HaBbIKAMH
aHaim3a
nHdOpMaIUH,
eé
CTPYKTYypHUpOBa
HUA )41
MOJTOTOBKH
AHAJIUTUYCCKUX
MaTepuanoB

OIIK-2.2 — B pamkax
NPAaKTUKH

VYMmenune CcO3aBaTh
KOMMYHUKATHUBHBIC MAaTCpUaJibl;
OpraHu30BaTh MePErOBOPHBII
mpolecc, B TOM 4YHCIE C
HCIIOJIb30BaHUEM COBPEMEHHBIX
CpCaACTB KOMMYHUKAIIUU

paKTHie
CKH HUCHOJIB3YCT
3HaHHA  OCHOB
JICIIOBOTO
OOIICHMS,
MPUHIHIIBI )41
METO/IbI
OpraHu3aluu
JEJIOBOH
KOMMYHHKAIUU
B ctepe
npodeccuonanb
HOU
NeATEebHOCTH

Brictymuie
HUE C JOKJIaJlaMH,
ydactue B
JTUCKYCCHUSIX

OcHoBHasi IuTEpaTypa:
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