AHHOTaUMsA padoyeii NporpaMMbl JUCHHIIHHBI
B51.0.36 «JIEJIOITPOU3BOJICTBO B COIIUAJIBHOM PABOTE»

Hanpagaenue noaroroBku/cnenuaibHocts 39.03.02 ConmansHas pabota

ean AUCHMNJINHBI

YCBOUTH 3HAHUA OCHOB JOKYMCHTAIIMOHHOT'O O6CCH€‘I€HI/I$I COHH&HBHOﬁ pa6OTI)I " ylpaBJICHUA,
KaJIpOBOM CIIy’KObI, TEXHOJIOTUU PaOOTHI C JIEKTPOHHBIM JTIOKYMEHTOOOOPOTOM M MPUOOpecTH
HaBbIKM COCTaBJICHUS M OQOPMIIEHHS OPraHU3alMOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB,
OpraHu3aIiy J0KyMEHT0000poTa.

3agaumn AMCHMILIMHBI

- I/I3y‘H/ITB O6HII/IC npaBI/ma opraHmaum/I pa6OTBI C Z[OKYM€HTaMI/I n ux XpaHeHI/ISI Ha OCHOBC
COBPEMEHHO HOPMATHBHO-METOANYECKOM 0a3bl:

- YCBOI/ITB HpI/IHHI/IHBI 1 TCHACHIOIUU paSBI/ITI/ISI )IOKYMGHTaIII/IOHHOFO O6€CH€'—I€HI/I$[ praBJ'IeHI/If{ B
COITMAJIbHOU paboTe;

-pUoOpeCT M 3aKpenuTh NPAKTHUECKHWE HAaBBIKM pabOThl C JOKYMEHTaMM COLHUaIbHON
HaIPaBJICHHOCTH.

MecTO0 AUCHUILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM NPOrpaMMbl
Jucrunnuna «Jlemonporn3BOACTBO B COIMAIBHONW pabOTe» OTHOCHUTCS K OOs3aTEIHbHOW 4YacTH
broka 1 "lucuumuae (Moayn)" yaeOHOTO 1aHa.

TpeOoBaHus K YPOBHIO OCBOCHUS TUCIHUIIINHBI
N3yuenne nanHOW y4eOHOW MMCIMIUIMHBI HAaNpaBieHO Ha (GopMUpOBaHUE Y OOYJArOITUXCS
CIIEYIOIINX KOMIETCHIIUMN:

KOI[ 1 HAUMCEHOBAaHUE MHAUKATOpa
JOCTHXKCHUA KOMIICTCHIIUH

Pe3ynpTaTel 00yueHus 10 TUCIUILUINHE

YK-4 CnocoOeH oCyIIecTBIIATh AETIOB

YI0 KOMMYHMKAIMIO B YCTHON M MUCbMEHHOM (hopMax Ha rocyapCTBEHHOM

si3pIke Poccuiickoil denepanyu 1 MHOCTPaHHOM SI3bIKE

NYK — 4.1 CobnromaeT HOPMBI U
TpeOOBaHUS K YCTHON U MMCEMEHHOM
JIETIOBOM KOMMYHUKAIIUHY, TPHUHSTHIE
B CTpaHe (aX) U3y4aeMoro s3bIKa

3HaeT mpeaMeT, COACPIKaHUe U 3a[a4d AeONPOU3BOICTBA B COLUAIBHON
cdepe; MecTo U pojib JJOKYMEHTOB B YIIPAaBICHUH COLIMANBHOM cepoil Ha
COBPEMEHHOM JTamne; HOPMAaTHBHO-METOANYECKYIO 6azy
JIOKYMEHTAIIMOHHOT0 00eCIIeUeHHUsI YIPABICHHUS

YMeeT OcymIecTBIIATh XpaHEHWE W TIOMCK JOKYMEHTOB; MPaBHIBHO
KnaccuuoupoBaTh  MHGOPMAIMIO, JOKYMEHTHl B  OpraHH3alum;
HCIIONB30BaTh TEOPETHUYECKHE 3HAHUSA UL COCTaBICHHSA M Oo(QOopMIIeHHS
JOKYMEHTOB B OpTraHHU3aINN

Brnaneer HaBblkamu pa0®oTBl ¢ JOKyMeHTaMH (IIOJydeHHE, Mepenauya,
00paboTKka, y4eT, perucrpanys, KOHTPOJIb, XpaHEHHE, CHCTEMaTH3alus,
TIOATOTOBKA JOKYMEHTOB /ISl CIA4M B apXUB, UX YHUUTOXKECHHUE)

NyK 4.3. Bribupaer
KOMMYHUKaTHBHO npUeMIIeMble
CTHIIb ¥ CPEACTBA B3aUMOJICHCTBHS B
OOLIEHNH C ISTIOBBIMH APTHEPaMH.

3HaeT TeopeTuyeckue W MH(POPMALMOHHBIE OCHOBBI TOKYMEHTALOHHOTO
o0ecTiedeHNsT YIIpaBJICHUS B COIMATBHON cdepe; TpeOOBaHHA K TEKCTY
CITY>K€OHBIX TOKyMEHTOB

C KOJJIEraMHu
OTHYECKUE HOPMBI

VYwmeer B3aNMOJIEIICTBOBATH
JIETTOTIPON3BO/ICTBA,  COOIIONATH
podeCCHOHATBHOM cpefe

o  BONpOCaM
TOBEJCHHUS B

Brnapgeer HaBBIKaM# pabOTHI ¢ BXOAAIIUME M UCXOISIIIUMU TOKYMEHTaMH,
TIOVCKA U PETUCTPAINN JOKYMEHTOB

NYK 44 Bemer OenoBYyrO
MePEeNUCKy ¥ HWCIONB3YeT JHaJIoT
JUISL COTPYAHUYECTBA B COIMAIBHON
1 IpodecCHOHaIBHON chepax

3HaeT npaBuiia padoThl, METOJIBI M TEXHUYECKHE CPEJICTBA OpPTaHN3aIiN
paboTsl ¢ TOKyMEeHTaMH; crieliuKy GOpM AETOBOr0 OOIIEHMS, TIpaBHia
1 GOPMBI AEITOBOH NEPETTUCKH

VYmMmeer OCYHICCTBJIATL MMCbMCHHYIO U YCTHYIO JCJIOBYIO KOMMYHUKAIINIO,
B T.4. C UCNIOJIb30BAHUCM COBPCMCHHBLIX I/IH(bOpMaHI/IOHHLIX TEXHOJIOTUH




KOZ[ 1 HAUMCHOBAHUEC MHAUKATOPA
JOCTHXXKCHUSA KOMIICTCHIIUNU

P€3yJ'H)TaTI)I O6y‘I€HI/IH 10 TUCHUITNINHEC

Bnaz[eeT HaBbIKaMU COCTAaBJICHUA KOPPECIIOHACHUUWH, PACIIOPAAUTCIILHBIX

u JIMYHBIX JOKYMCHTOB B COOTBCTCTBHUH C Tp€6OBaHI/I$IMI/I
HOKyMeHT0060p0Ta, HCIIOJIb30BaHUA yHI/I(I)I/IIII/IPOBaHHLIX CUCTEM
JOKYMCHTAIIUN

OIIK-3 Cnoco6eH cocTaBisaTh M 0hOPMIIATE OTYETHI MO pe3yIbTaTaM MPOoheCCHOHATBHON NEATSILHOCTH B chepe

COLIMAJILHOW PabOTHI

HOIIK- 3.1 Cucrematusupyer
Ppe3yabTaThl IPO(heCcCUOHATIBHOM
JeATENbHOCTH B c(hepe COLUaIbHON
paboTsl B JopMeE OTHETOB.

3HaeT Tpe60BaHI/I$I K TCEKCTY OTYCTHBIX AOKYMCHTOB, COCTAaB W IIpaBUJia
O(I)OPMJ'IeHI/IH PEKBU3UTOB OTYCTHBIX JOKYMCHTOB

‘YMeeT cocTaBlATh U O(I)OI)MJ'ISITL Pa3JIMIHBIC BUbBI JOKYMCHTOB

Bnaneer  HaBBIKAMHM ~ COCTaBJIEHHMS  OTYETOB 1O  pe3ysbTaTtam
npoeccHOHANILHON JeATeIbHOCTH B cdepe coluaibHoi paboThl B
COOTBETCTBHHM C HOPMAaTHBHBIMH TpeOOBaHMSIMH W C HCIOIb30BAHUEM
COBPEMEHHBIX CUCTEM DJIEKTPOHHOI'O JOKYMEHTO000pOTa

HNOIIK - 3.2. [Ilpeacrasuser
pe3yabTaThl Hay4HOMU u
MPaKTHYECKOH  JIESITENbHOCTH B

¢dbopMe yONMYHBIX BBICTYIUICHHUIH
W/WIH yOJTMKAaIHA.

3HaeT OCHOBHbIE TpeOOBaHUS K O(OPMIICHHIO  YIIPaBICHYECKUX
JIOKYMEHTOB

‘YMeeT Ha HaydYHOH OCHOBE OpPraHU30BBIBATH CBOU TPy

Branmeer HaBbIKAaMH paOOTHI C HAYYHOW JUTEPATYpOH, HOPMATHBHBIMH
aKTaMH, CTaHAapTaMH; CIOCOOHOCThIO TOMCKAa HHGOPMAIUH  JIIS
COCTaBJICHHS OTYETOB 110 pe3yibTaTraM MpodeccroHabHOM JesSTeNbHOCTH
B chepe ConmaabHOi padoThI

IIK-2 CnocobeH K IJIaHUPOBAHUIO IO MPEJOCTaBICHHIO COLUAIBHBIX YCIYT, COLMANBHOTO COMPOBOXKICHUS, MEp
COIIMAJIBHOW TMOAJEPKKH M TOCYAAPCTBEHHON COLMAJILHOW MOMOINM, a TaKkke NPO(QHIAKTHKE OOCTOATENLCTB,
00YCJIOBIMBAIOIINX HY)KIaeMOCTh B COLMAIBHOM 00CIYXHBaHUH

UIIK-2.2. Odopmiser
JOKYMEHTAIIHIO,

HEOOXOAUMYIO JUIs TIPEIOCTABICHUS
MEp COLUAJIBHOM 3aIUTBHI.

3naeT mnpaBwia OQOPMIICHHS JOKYMCHTAIlMHM, HEOOXOIUMOU

MPEAOCTABICHUS MEP COLMAIBHON 3alTUTHI

JIIA

Ymeer oopMIIsTh JTOKYMEHTALUIO, HEOOXOAUMYIO JUISl MIPEOCTaBICHHS
MEpP COLMAJIBHOM 3aLUThI

Brnaneer HaBbikamu oQopMIICHHS JTOKYMEHTALMH, HEOOXOIUMOM Juist
MPEAOCTABICHUS MEP COLMAIBHON 3alTUTHI

Conaep:xkaHue QUCIHILTHHBI

Pacrnipenenenue Bu1oB yueOHOM pabOThI U UX TPYAOEMKOCTH MO pa3zesiaM AUCHUTIIHHBIL.
OO6mrast TpyI0EMKOCTh TUCIMILUIMHBI cocTaBiseT 3 3a4. ea. (108 yacoB), ux pacmpeaeneHue mo
BHJIaM paboT MpECTaBICHO B Ta0IUIIC

Bun yaeOHoM paboTh Bcero CemecTtphbl
JacoB (dachn)
7 8

KonrakTHas pabdora, B TOM 4HcJjIe:

AyauTOpHBIE 3aHATHSA (BCEro):

3aHATHSA JIEKIIMOHHOI'O THUIA 16 16

JlabopaTopHbIC 3aHSATHS - -

3aHATHS CEMUHAPCKOTO THUIA (CEMHHAPBI, 30 32

MIPAKTUYECKHUE 3aHITHS)

HNnas koHTakTHas padora:

KonTposs camocrositensHoit paboTs! (KCP) 5 5

ITpomexxyrounas arrecrauus (MKP) 0,2 0,2

CamocrosiTe/ibHasi paboTa, B TOM YHcJIe: 54,8 54,8

ITpopaboTka yueOHOTO (TEOPETHUECKOT0) MaTepraa 24 24

BrinosHeHne MHIMBUTYyaTbHBIX 3aJaHHH (ITOATOTOBKA 29 29

CO00IIeHN)

Pedepar 8,8 8,8

IToaroroBka K TeKyIemy KOHTPOJTIO - -




KonTpoJib:

IToaroroBka K 3K3aMeHy - -

OO01mas Tpy10eMKOCTh yac. 108 108
B TOM YHCJIe KOHTAKTHAsA 53.2 53.2
pabora
3a4. ef 3 3

Paznernsr (TeMbl) AUCHUIUIMHBL, U3y4aeMble B 7 cemecTpe (ouHas popma)

KonnuecTBo yacoB

AynutopHas pueaymur
Ne HaumenoBanue paszenos (Tem) Beero pa6oTa OpHas
pabora
J | 113 JIP | CPC
1 2 3 4 3) 6 7

PA3JIEJI | OcobeHHOCTH TOKYMEHTAIMOHHOTO
yIpaBlieHUs B COIMAIBLHOM paboTe

OCHOBHBIE IOHATHS 1EJIONPOU3BOACTBA. PazBuTue
1. |mpencraBieHuii o JokymMeHTe. JIOKyMEHT B 10 | 2 2 - 6
COIMaIBHOM paboTe.

3akoHOaTeTbHOE ¥ HOPMATHBHO-METOTNIECKOE
2.  |perynmpoBaHHE TOKYMEHTAIIMOHHOTO 00ECTIeUeHUS 148 2 4 - 8,8
yIpaBJIeHHs B OPraHU3alysiaX COLMATbLHON chephl.
PA3JIEJI Il Opranmu3aius JOKyMEHTOOOOpOTa B
COIMaIbHOM cepe

CoBpeMeHHbIEe TPEOOBaHMS K COCTaBY U 0(DOPMIICHHUIO

3. 22 | 4 8 - 10
JOKYMEHTOB.
OCHOBBI TOKYMEHTOO0OPOTA: TPHHIIUIIBI

4. |opranmzanuu, cenuduka J0KyMEeHTo000poTa B 22 | 4 8 - 10
CoIMaIbHOM padore.

5 Opranu3anus XpaHeHus TOKyMEHTOB B 18 | 2 5 i 10
JIETIOTIPOU3BOJICTBE.
CoBpeMeHHbIe HH(DOPMAIIMOHHBIE TEXHOJIOTUH B

6. . 16 | 2 4 - 10
JIETIOTIPOU3BOICTBE COLMAIBHON PaOOTHI.
UTOI'O no pazoenam oucyuniunsl 102,8| 16 32 54,8
KonTpons camoctoarensHoii pabotsl (KCP) 5
ITpomexyrounas arrecranus (UKP) 0,2
[ToAroToBKa K TEKYIIEMY KOHTPOJIFO
OO61ast TpPyA0€MKOCTh MO JTUCITUILITUHE 108

[Tpumeuanue: JI — nexuuu, 113 — npaktudeckue 3ansaTus / cemuHapsl, JIP — maGopaTopHble
3ansaTus, CPC — camocTosiTennbHas paboTa CTyAeHTa

Kypcosbie padoThl: HE IPEAYCMOTPEHBI
®opma npoBeeHUs ATTECTAUM 110 TUCHHUIVIMHE: 3a4ET

ABTOp — crapumii npemnogaBatenb Kadeapel oOIIero, CTpaTernyeckoro, MH(OPMAIMOHHOTO
MeHeJLKMeHTa 1 OusHec-mponieccoB Jetkuna /1. A.
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