AHHOTAIMs padoyeil MPOrpaMMebl AU CHHMILTHHBI
b1.0.36 «AEJJOITPOU3BOACTBO B COHUAJIBHOU PABOTE)»

Hanpagsaenue noarorosku/cnenuanbHoctb 39.03.02 CounanpHas pabota

easb AMCHUNIMHBI.

YCBOUTH 3HAHUS OCHOB JIOKYMEHTAIIHOHHOTO OOECIICUCHHs COIMAIbHOW pabOThI U yIpaBlICHUS,
KaJpOBON CIIYObI, TEXHOJOTHH PAa0OTHI C AIEKTPOHHBIM JTOKYMEHTOOOOPOTOM M MpHOOpECTH
HaBBIKM COCTaBIICHHSI W OQGOPMIICHUS OpPraHU3alMOHHO-PACIIOPSAIUTEIBHBIX JIOKYMEHTOB,
OpTraHMU3aINH IOKyMEHTOO000pOTA.

3agauu AUCHMUILINHBIL:

- U3y4YUTh OOIIWE MpaBHJa OPraHM3alHUU PaOOThl C JOKYMEHTAMH M WX XPAaHCHHS Ha OCHOBE
COBPEMEHHOW HOPMAaTUBHO-METOANYECKOM 0a3bl:

- YCBOWTD MPUHIIMITBI U TCHJICHIIMHA PA3BUTHUS JOKYMEHTAIIMOHHOTO O0CCIICUCHUs YIIPABJICHUS B
COIMAIBLHOM padoTe;

-IPHOOPECTH W 3aKPENHUTh IPAKTHUYECKHE HABBIKKM paOOThl C JOKYMEHTAaMH COIHMaJIbHON
HAIPaBJICHHOCTH.

MecTo AMCHHMIUINHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl
JucuuruimHa «Jlenonpou3BoICTBO B COIMATIBHON pabOTe» OTHOCHUTCS K 00S3aTEIbHOW YacTh
broka 1 "Iucuurmmunel (Moayn)" y4eOHOrO IJiaHa.

TpeboBaHNsi K YPOBHIO OCBOEHHUS THCHMILINHBI
W3ydyenue naHHOM y4eOHOI AMCUMILIMHBI HAIpaBlieHO Ha (OPMUPOBAHHE Yy OOYYAIOIIUXCS
CIEAYOIUX KOMIIETECHIIHI:

KO}] 1 HAUMECHOBAHUE NHAMUKATOPA
JOCTHXCHUA KOMIICTCHIIMNA

PesynbpTaTel 00yueHus O JUCIUILTUHE

YK-4 CrnocobeH ocyniecTBIsTh AEJI0BYI0 KOMMYHHUKAIIMIO B YCTHOM U TMCbMEHHOM (opMax Ha rocyapCTBEHHOM
si3pike Poccuiickoit denepalinu 1 MHOCTPAHHOM SI3bIKE

NYK - 4.1 CobnromaeT HOPMBI U
TpeOOBaHUS K YCTHOU U THCEMEHHOM
JIeTIOBO KOMMYHHKAIIUH, TIPHHSATHIC
B CTpaHe (ax) M3y4aeMoro s3bIKa

3HaeT mpenMeT, cojepKaHie M 3a7adM AETONPON3BO/CTBA B COLMAIBLHON
cdepe; MECTO U pOJIb JIOKYMEHTOB B YIPaBJICHNUH COLMANBHOHN cdepoil Ha
COBPEMEHHOM JTare; HOPMAaTHBHO-METOIMYECKYIO 6azy
JIOKYMEHTAIIHOHHOT'0 00ecedeH sl yIpaBIeHUs

YMeeT OCyIEeCTBISITh XpaHEHHE M TOMCK JOKYMEHTOB; IIPaBHIIBHO
Ki1accuuuupoBaTh  MHPOPMANHMIO, JIOKYMEHTHl B  OpPTraHM3aIlNH;
UCIIONIb30BaTh TEOPETHYECKUE 3HAHUS JJISi COCTaBJICHHS U O(QOPMICHHS
JIOKYMEHTOB B OpTraHM3aLuI

Brnageer HaBbikamMu paboThI ¢ JOKyMeHTamH (TIoJydeHHWe, mepenada,
00paboTka, y4er, perucrpamus, KOHTPOJb, XpaHEHHE, CUCTEeMaTH3aIlus,
IIOJIrOTOBKA JJOKYMEHTOB JISl CIA4M B apXMB, MX YHHUYTOKCHHE)

YK - 4.3. Bri6upaer
KOMMYHHUKATHBHO pueMIIeMbIe
CTHJIb M CPEJICTBA B3aMMOJICHCTBUS B
OOIICHUY C AETOBBEIMH AapTHEPAMH.

3HaeT TeopeTHyecKue M WH(OPMaIMOHHBIE OCHOBBI JOKYMEHTAIHOHHOTO
obecrieueHnsl yNpaBJieHUs: B COLMAIBHON cdepe; TpeOOBaHUS K TEKCTY
CITy’)KeOHBIX JOKYMEHTOB

Ywmeer B3aMMOJIEUCTBOBATH C KOJIJIETAaMU o BOIIpOCam
JICJIOTIPOU3BOCTBA, COONIOAATh JTHYECKHE HOPMBI IOBEACHUS B
npodeCcCHOHAIBHOM cpejie

BJ'Ia,Z[CCT HaBbIKaMHU pa60TLI C BXOIAIMMHA U UCXOAAIIUMU JTOKYMCHTaMU,
TMOWCKA U pETUCTPALNU JOKYMCHTOB

UYK - 4.4 Bener nenoByio
MEepEeNnucKy M HCIOJB3YeT JHajor
JUISL COTPYJHUYECTBA B COLMAIBHOM
u npodeccroHatbHol chepax

3HaeT npaBmia paboThl, METOBI H TEXHUYECKUE CPEIICTBA OpraHU3alluu
paboTHI ¢ JoKyMeHTaMu; cienuuKy GopM AeIoBoro oOIICHUS, IPaBHiIa
1 (OPMEI 1€JI0BOM TIEPENTUCKU

YMmeer OCYIIECCTBJIATL MUCbMCHHYIO U YCTHYIO JCJI0OBYHO KOMMYHHUKAIUIO,
B T.4. C MCIOJIb30BAHUEM COBPCMCHHBIX I/IH(l)OpMaHI/IOHHBIX TEXHOJIOTUI




KOZI 1 HAUMCHOBAHUEC UHAUKATOPA
JOCTHIXCHUA KOMIICTCHIIMNA

PC3yJ’II)TaTLI 06yquH$[ 0 AUCHUIIIINHC

Brnanmeer HaBBIKaMH COCTaBJICHHUS KOPPECIIOHACHIINN, PACIIOPAAUTEIIbHBIX

n JIMYHBIX JOKYMEHTOB B COOTBETCTBUH C TpC6OBaHI/IﬂMI/I
I[OKyMeHTOO60pOTa, HCIIOJIb30BaHUs yHI/I(I)I/IIII/IpOBaHHLIX CHUCTEM
JAOKYMCHTAallMH

OIIK-3 CniocobeH cocTaBisTh 1 0GOPMIISITE OTUYETHI IO pe3yJibTaTaM MpoQecCHOHAIbHON esSTeTbHOCTH B cepe

COLIMaIbHOU paboThI

NOIIK- 3.1 Cucrematuszupyet
pe3ynbTaThl NPo(heCCHOHATBHOM
JIeITENIbHOCTH B C(hepe COLMaIbHON
paboTsl B hopMe OTHETOB.

3HaeT Tpe6OBaHI/IH K TCKCTY OTYCTHBIX AJOKYMCHTOB; COCTAaB H IIpaBUJia
Oq)OpMHeHI/IH PEKBU3UTOB OTUCTHBLIX JOKYMCHTOB

YMeeT CoOCTaBIISITh U O(l)OpMJ'I)ITI) Pa3JIMYIHbIC BUIbI JOKYMCHTOB

Bnameer  HaBBIKAMHM ~ COCTaBJICHHMsS ~ OTUETOB IO  pe3yjibTaTaM
npodeccHOHANPHON AeATeNbHOCTH B cdepe couuaibHOW paboThl B
COOTBETCTBHHM C HOPMAaTHBHBIMH TpeOOBaHHSMH M C HCIHOJIB30BaHUEM
COBPEMEHHBIX CHCTEM JIEKTPOHHOTO JJOKYMEHT0000pOoTa

HOIIK -
Ppe3yNbTaThl

3.2. IlpexncraBuser
Hay4HOI u
NPaKTHIECKOW  JESITENPHOCTH B
dopMe MyONMYHBIX BBICTYIUICHUH

W/WITA Ty OJTKAITHH.

3HaeT OCHOBHBIE TpeOOBaHUSI K OGOPMIICHHIO  YIIPAaBICHYECKIX
JIOKYMEHTOB

YMeeT Ha HAyYHOH OCHOBE OPTaHM30BEIBATh CBOM TPV

Brnaneer HaBbIKaMu pabOThI ¢ HAYYHOW JIMTEPATYPOHl, HOPMATHBHBIMH
aKTaMH, CTaHIApPTaMH, CIOCOOHOCTBIO TIOMCKAa HWH(POpPMAIUU IS
COCTaBJICHUSI OTYETOB 110 pe3ybTaTaM MpodecCHOHANBHOMN AeATEIbHOCTH
B c(hepe cormalbHON paboThI

IK-2 CriocobeH K MIaHUPOBAHHUIO MO MPEJOCTABICHUIO COLUATIBHBIX YCIYT, COLMAIBHOTO COMPOBOXKICHUS, MEP
CONMAILHOW TOAJEPKKA M TOCYJAPCTBCHHOW COIMALHON MOMOIIM, a TaKkKe MPO(PHIAKTHKE OOCTOSATCIILCTB,
00YyCIOBIMBAIOIIUX HYKIAEMOCTh B COIIMATILHOM O00CITY>KHBAaHHH

UIIK-2.2. Odopmusier
JOKYMEHTalHuIo,

HEOOXOAUMYIO JUIsl TIPEIOCTABICHUS
Me€p COIMaJIbHON 3alllUTHI.

3HaeT mpaBwia OPOPMIICHHS JOKYMCHTAIlUH, HEOOXOAUMOM

MPEIOCTABJICHHUS MEP COIMAIBLHOM 3aIIUTHI

JJIA

Ymeer ohopMIIATh TOKYMEHTALUIO, HEOOXOAUMYIO I MPEIOCTABICHUS
MEp COLMAIIbHOM 3aIMThHI

Bnaneer HaBbikamu OQOPMIICHHS TOKYMEHTAIlUH, HECOOXOMAMMOW ISt
MIPEAOCTABJICHUS] MEP COLIMAJILHOM 3allIUThI

Conep:xaHue IMCUMILTUHBI

Pacnpenenenue Bu1oB yueOHON pabOThI M UX TPYJOEMKOCTH MO pa3jiesiaM JAUCIHUIIUHBI.
O61mas TpyA0EMKOCTh AUCHHUILIMHBI cocTaBiseT 3 3a4. ef. (108 yacoB), ux pacnpezeneHue mno
BUJaM pabOT MpeACTaBICHO B TaOIHIe

Bun yue6HOM paboThI Bcero CemecTpbl
4acoB (uackl)
7 8

KonTakTHas pa6oTa, B TOM YHcJI€:

AyIuTOpHBIE 3aHATHS (BCEro):

3aHATHSA JIEKIIUOHHOTO TUIIA 16 16

JlaGopaTopHble 3aHITHS - -

3aHATUS CEMUHAPCKOTO TUIA (CEMHUHAPBI, 30 30

IPAKTHYECKHE 3aHSTHSI)

HNuasi koHTaKTHas1 padora:

Kontposs camocrosarensHoil padotsl (KCP) 5 5

[Tpomexyrounas arrectanus (MKP) 0,2 0,2

CamocTosiTeIbHAs1 paboTa, B TOM YHce: 54,8 54,8

[TpopaboTka yueOHOro (TeOpeTUYECKOro) MaTepuana 24 24

BrimonnHeHe WHANBHTYaTbHBIX 33aHUH (ITOTOTOBKA 99 29

co00IIeHUH)

Pedepar 8,8 8,8

[ToaroToBKa K TEKyLeMy KOHTPOJIIO - -




KouTtpoJsb:

IToarotoBka K sK3aMeHY - -

Oo0masi Tpy10eMKOCTh Jac. 108 108
B TOM YHCJIe KOHTAKTHAasA 53.2 53,2
pabora
3a4. e 3 3

Pazpaenbl (TeMbl) TUCHUIUIMHBL, U3y4aeMbie B 7 ceMecTpe (ouHas hopma)

KomndgecTBo yacoB

AynutopHas Brcayur
Ne HammenoBanwme pazaenos (Tem) Beero pabora OpHas
pabota
J | 113 JIP | CPC
1 2 3 4 &) 6 7

PA3JIEJI | OcobeHHOCTH TOKYMEHTAIIMOHHOTO
yIpaBJeHUs B COLUMAIbHON paboTe

OcHoBHbBIE IOHATHSA JEIONPOU3BOACTBA. Pa3BuTHe
1. |mpexcraBienuii o 1oKymMeHTe. JIOKyMEHT B 10 | 2 2 - 6
coluaabHON paboTe.

3aKOHOAATEITLHOE U HOPMATHBHO-METOINICCKOE
2.  |peryiMpoBaHHE JOKYMEHTallMOHHOTO 00ecreYeHus 148 2 4 - 8,8
YIpaBJICHUS] B OPTaHU3AIMSIX CONUATBHON Chephl.
PA3JEJI Il Opranuszamnusi 10KyMeHTO000pOTa B
COIMaIILHOM chepe

3 CoBpemeHHbIe TPeOOBaHUSI K COCTaBY U O(OPMIICHUIO

22 | 4 8 - 10
JIOKYMEHTOB.
OCHOBBI JOKYMEHTOO0OOPOTA: TIPHHIIUATIBI
4.  |opraHuzanuy, cnenuduka J0KyMeHTO000poTa B 22 | 4 8 - 10
COITMAILHOM padoTe.
5 Opranuzanus XpaHeHus JOKYMEHTOB B 18 | 2 6 i 10
JIeJIOTIPOU3BOICTBE.
6 CoBpemeHHbIe HHPOPMAITMOHHBIE TEXHOJIOTHH B 16 | 2 4 i 10
" |memonpou3BOACTBE COIMATIBHON PabOTHI.
UTOI'O no pazdenam oucyuniunsl 102,8| 16 32 54,8
Kontposs camoctositenbHo padotsl (KCP) 5
[Tpomexyrounas artectanus (MKP) 0,2
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO
OO0m1ast TPyJ0EMKOCTh 1O JTIMUCIUIINHE 108

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3anstus / cemuHapsl, JIP — maGopartopHbie
sanstusi, CPC — camocTosiTenbHast paboTa cTyAeHTa

KypcoBbie padoThI: He IPEyCMOTPEHBI
®opma NpoBeAeHUA ATTECTALMH M0 TUCHHUIINHE: 3a4eT

ABTOp — crapmuii mpemnogaBaTens Kadeapsl OOIIero, CTpaTeruuyeckoro, WHGHOPMAIMOHHOTO
MEHeKMeHTa U Ou3Hec-mporeccoB [etkuna J[.A.
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