1 Henu v 3axa4u U3yYeHUs TUCHUILTHHBI (MO1YJISA)
1.1 Ilean ocBOEeHUsT TUCHUILIMHBI

- YCBOWTD 3HAHMSI OCHOB JIOKYMEHTAIIMOHHOTO 00ECIIeUCHHSI COIUAIBHON pabOThI M YIIPaBIeHUS,
KaJIpOBOM CITy>KOBbI, TEXHOJIOTUU PAOOTHI C 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM M MPHOOpECTH
HABBIKM COCTAaBJICHHS W O(OPMIICHUS OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB,
OpraHu3aIy IOKyMEHTO000pOTa.

1.2 3agaun AMCHUIIIMHEI

- U3Yy4UTh OOILIME MpaBHja OpraHU3alMu PabOTHl C JOKYMEHTAMH M UX XPAaHEHHS Ha OCHOBE
COBPEMEHHOM HOPMATHBHO-METOANYECKOMN 0a3bl;
- YCBOWTD MPUHIMITEI U TCHJICHIIMU PAa3BUTHUS JOKYMEHTAIMOHHOTO O00ECIIEUEeHHUs YIIPABJICHUS B
COLIMATILHOM paboTe;
-IPHOOPECTH W 3aKPENHTh MPAKTUYECKHE HABBIKM pabOThl C JOKYMEHTAaMH COIHAaIbHOMN
HaIIPABJICHHOCTH.

1.3 MecTo AuCUMIIMHBI (MOXYJIS]) B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl
JucuuruimHa «J{enonpon3BoICTBO B COIMAIBHONW PabOTE» OTHOCUTCS K 00s3aTelIbHOMN
yactu brioka 1 "/lucuurumae (Moaynn)" yaeOHOTO IIIaHa.

1.4 IlepevyeHb NMJaHMpPYyeMbIX pe3y/JbTAaTOB O0y4YeHHS] MO JMCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX ¢ IJIAHUPYEMbIMHU Pe3yJIbTATAMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMbl

W3ydyenue naHHOM y4eOHOI AMCHUMIIMHBI HaMpaBlieHO Ha (GOpMUPOBaHHE Yy OOYYaIOIIUXCS
VHHUBEPCATHHBIX M 00IIePo(ecCHOHABHBIX KOMIICTCHITHIA:

KO,H 1 HAUMCHOBAHUC MHAUKATOPA
JOCTHIXKCHHUA KOMIICTCHIITNN

PCSyJ’IBTaTBI O6y‘IeHI/I$I 10 TUCIHUITITIMHE

YK-4 CriocoGeH ocyIiecTBIsATh IeI0B

YIO KOMMYHHKAIMIO B YCTHOM M MUCbMEHHOW (hopMax Ha TOCyIapCTBEHHOM

si3plke Poccuiickoit denepaniy 1 MHOCTPAHHOM SI3bIKE

NYK — 4.1 Cobntomaer HOpPMBI |
TpeOOBaHUSA K YCTHOW U MHUCbMEHHOM
JIETIOBO KOMMYHMKAIIMH, MTPHHSATHIE
B CTpaHe (aX) M3y4aeMoro s3bIKa

3HaeT npenMer, colepKaHue U 3aJayd AeJIO0IPOU3BOJCTBA B COLUAILHOM
cdepe; MECTO U POJib JOKYMEHTOB B YIIPABICHHUU COIMATIBHOM cdepoil Ha
COBPEMEHHOM JTarne; HOPMAaTHBHO-METOIUUECKYIO 6azy
JIOKYMEHTAI[MOHHOTO 00ECTIeYeH sl yIIPaBICHHsI

YMeeT OCyHIECTBIISITH XPaHEHHE W TIOMCK JIOKYMEHTOB; IIPABHIIBHO
KIaccUpUIMpoBaTh  MHPOPMAIMIO, JOKYMEHTHl B  OpTraHH3alLlUH;
HCTIONB30BaTh TEOPETHUYECKHUE 3HAHUS UISl COCTABICHHS W O(OPMIICHUS
JIOKyMEHTOB B OpraHM3aIin

Bnaneer HaBbikamu paboThl ¢ JOKyMeHTamu (IOJydYeHHe, mepenaya,
00paboTka, ydeT, peructpanus, KOHTPOJb, XpaHEHUE, CUCTeMaTH3allus,
IMOATOTOBKA JOKYMCHTOB JJId CAa4YM B apXHB, UX yHI/I‘-ITO)KeHI/Ie)

NYK - 4.3. Bribupaer
KOMMYHHUKATHBHO npuemieMbie
CTHJIb M CPEJICTBA B3aMMOJICHCTBHUS B
OOIIIEHNH C AETIOBBIMH apTHEPaMH.

3HaeT TeopeTHyeckue U MH(GOPMaIMOHHBIE OCHOBHI JJOKYMEHTAI[HOHHOTO
obecrieueHnsl ynpaBiieHHs B COLMalbHOI cdepe; TpeOOBaHUS K TEKCTY
CITy’K€OHBIX TOKyMEHTOB

VMeeT B3aUMOEICTBOBATh C KOJIETaMH 110 BOIIPOCAM IEIOIPOU3BOACTBA,
COOJIF0IATh ITHYECKUE HOPMBI MOBECHMS B PO ECCHOHANBHON cpeje

Bnaz[eeT HaBbIKaAMU pa6OTI)I C BXOOAIIUMHU U UCXOAAIIUMMU JOKYMEHTaMU,
TIOWCKA U pETUCTPALIMU JOKYMCHTOB

NYK - 4.4 Benmer naenoByrwo
MEePENUCKy U UCIIONB3yeT AUAJOT IS
COTPYAHMYECTBA B COLMANBHOH W
npodeccroHansHO chepax

3HaeT mpaBwia paboThl, METOBI M TEXHUYECKHE CPEICTBA OpraHU3aIluN
paboThI ¢ JokyMeHTamu; crienuuKy GopM AeI0BOro OOIICHNUS, IPaBHiIa
1 (HOPMBI IeTTOBOH TIEPEMTUCKH

YMeeT ocylecTBIATh MUCbMEHHYIO U YCTHYIO JIEIOBYI0O KOMMYHHKAIUIO, B
T.4. C HCTIOJIb30BaHNEM COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH

Buiageer HaBbIKAMM COCTaBJIEHUS KOPPECIIOHACHLIUU, PACTIOPSIIUTENBHBIX
M JUYHBIX JOKYMEHTOB B  COOTBETCTBHM C  TpPEeOOBAaHUSIMH




Kon n HanMeHOBaHUE HHIUKATOPA
IOCTHOKEHUSI KOMIIETEHIIMH

Pe3ynpraTel 00ydeHus 10 TUCTIUIUTHHE

I[OKyMeHTOO60pOTa,
JOKYMCHTAallun

HCIIOJIb30BaHUA yHI/I(bI/IHI/IPOBaHHI)IX CHCTEM

COLMAJIbHON paboThI

OIIK-3 CriocoGeH cocTaBisTh U OPOPMIIATH OTYETHI IO Pe3yiabTaTaM MpoQecCHOHATBHON AesSTeIbHOCTH B cepe

HOIIK- 3.1 Cucrematusupyet
Ppe3yIbTaTH PO EeCCHOHATBHOM
JeSITeIbHOCTH B cpepe COIMaIbHOMI
paboTsl B hopMe OTIETOB.

3HaeT TpeOOBaHUS K TEKCTY OTYETHBIX JAOKYMEHTOB; COCTaB W IIpaBHIa
o(hopMIICHHS] pEKBH3HTOB OTYETHBIX IOKYMEHTOB

YMeeT cocTaBisITh M 0hOPMILAITh PAa3IMIHBIEC BHJIBI JOKYMEHTOB

Brageer  HaBBIKAMH ~ COCTaBICHHS  OTYETOB IO pe3ysibTaTaM
poeCCHOHANBHON MesATeTbHOCTH B cepe commamsHOW paboTHl B
COOTBETCTBHM C HOPMATHUBHBIMH TPeOOBaHHMSAMU M C HCIIOJIb30BAaHHEM
COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'0 TIOKYyMEHTO000pOTa

HUOIIK - 3.2. [IlpencraBiser
pe3ynbTaThl Hay4HOU u
MPAaKTHYECKOH  JESTENbHOCTH B

¢dopMe TMyONUYHBIX BBICTYIUICHHN
W/WTA TYOITUKAIIHA.

3HaeT OCHOBHBIE TpeOOBaHUSI K O(OPMIICHHIO  YIPaBICHUYECKUX
JOKYMEHTOB

YMeeT Ha Hay4YHOM OCHOBE OPraHU30BBIBATh CBOU TPy

Brameer HaBbIKaMHU paboOTHl ¢ HAYYHOH IUTEpaTypoil, HOPMAaTHBHBIMU
aKTaMH, CTaHAApPTaMH; CIOCOOHOCTBIO TIOMCKAa WH(pOpPMAmuu I
COCTaBJICHHsI OTYETOB I10 pe3yJIbTaTaM Npo(ecCHOHAIBHOM JesSTEeIbHOCTH
B cepe ConranbHOi padoThl

IK-2 CnocofeH K IIaHUPOBAHUIO MO TPENOCTABICHUIO COLMATIBHBIX YCIYT, COLUAIBHOIO COMPOBOXKICHUS, MEp
COLMAJIBHOW IMONAEPKKU W TOCYIaPCTBEHHOW COLMAIBLHOM IMOMOIIM, a TaKKe MPOQHIAKTUKE OOCTOSTENBCTB,
00YCIIOBJIMBAIOIINX HYKJa€MOCTb B COLMATIBbHOM 00CIyKHBaHUH

HUIIK-2.2. OdopmiseT
JOKYMCHTAIUIO,

HEOOXOAUMYIO JUTS TIPEIOCTABICHUS
Mep COIMAIBHOM 3aIlUThI.

3HaeT mpaBwia OQOPMICHHS JTOKYMCHTAllUH, HEOOXOIMMOM

MIPEIOCTABJICHUS MEP COITMAILHOMN 3aIIUThI

JJIA

Ymeer oopMIIsITh TOKYMEHTALUIO, HEOOXOAUMYIO JUISl MPEAOCTABICHHS
Mep CONMAIFHON 3aIIUTHI

Bnaneer naBbIKamm O(I)OpMJ'IeHI/IiI JAOKYMCHTAlWH, HGO6XOZ[I/IMOI71 JJIA
IpeAOCTaBJICHUS MCP COHHaHBHOﬁ 3alIUTHI

PG3YJII)T8.TI)I O6yT-I€HI/I$I 0 AUCHUILUIMHE OJOCTUTAKOTCA B PaMKax OCYIICCTBIICHHA BCCX
BHUI0B KOHTAKTHOM M CaMOCTOATECIbHOM pa6OTI>I o6yqaloumxc;1 B COOTBCTCTBUH C YTBCPKACHHBIM

y4€OHBIM IIJIaHOM.

2. CTpyKTYypa M coepKaHue TUCHUITUHbI

2.1 Pacnipenesnenue TPy10éMKOCTH AUCHUILINHBI 10 BUAAM padoT

O61as Tpy10€MKOCTh TUCIUIUIMHEI cocTapmsieT 3 3a4. el. (108 wacoB), nx pacnpenenenue
10 BUZaM pabOT MPEACTaBICHO B TaOJIHIIE

Bug yue6Ho# paboThl Bceero CemecTpsl
4acoB (dacer)
6 7

KonTtakTHas pa6oTa, B TOM YHcJIe:
AyauTOpHBIE 3aHATHS (BCEro):
3aHsTHs IEKIIMOHHOTO THIa 4 4
JlaGopaTopHble 3aHATHUS - -
3aHATHS] CEMUHAPCKOTO TUIIA (CEMUHAPBHI, 6 4 5
MPAKTUYECKHE 3aHSATHS])
HNuasi koHTaKkTHasi padora:
KonTtposns camocrositensHoit paboTs! (KCP) 3,8 1,8 2
IIpomexyrounas atrectauus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHcJIe: 94 66 28
ITpopaboTka yueOHOT0 (TEOPETUYECKOro) MaTepuaa 40 30 10
BrImonnHeHne HHIMBHU Ty aIbHBIX 33JJaHAN (TIOATOTOBKA 40 30 10
CO001IeHNUT)




Pedepar 14 6 8

IToaroroBka Kk TEKylemMy KOHTPOJIIO - -

KonTpoub:

IToaroroBka Kk sK3aMeHy - -

OO0mas Tpy10eMKOCTh gac. 108 108
B TOM YHCJI€ KOHTAKTHAas 10.2 8,2 5
padora
3a4. e[ 3 3

2.2 CTpyKTypa A¥CUMIIIMHBI
Pacnpenenenue BuioB yueOHON pabOThI U UX TPYJOEMKOCTH IO pa3JieaM JAUCHUIIUHBI.
Paznensl (TeMbl) AMCUUIUIMHEL, H3y4aeMble B 7 cemecTpe (ouHas popma)

KonuuectBo yacos
Bueayaur
Ne HammenoBanwne paznenos (Tem) Beero Ays;Tg)T[;Haa opHyaa
pabora
J | 113 JP | CPC
1 2 3 4 5 6 7
PA3JIEJI | OcobenHoCTH JOKYMEHTAIMOHHOTO
yIIpaBJICHUS B COIIMATIBLHON paboTe
OcCHOBHBIE TIOHATHS J1IONPOU3BOJCTBA. PazBuTHe
1. |mpexcraBienuii o foKymeHTe. JlOKyMEHT B 15 - 15
COIMAIbHOM padoTe. 2 9
3aKoHOaTeIbHOE U HOPMATUBHO-METOJMUECKOE
2.  |perynmupoBaHUE JOKYMEHTAIIMOHHOTO 00ecreueHus 19 - 15
yIpaBIeHNUs B OPraHU3alHsIX COLUAIbHON Chephl.
PA3JIEJI Il Opranu3zamust JOKyMeHTO000pOTa B
COIMabHOM cepe
3 CoBpeMeHHbIE TpeOOBaHUS K COCTaBY U 0()OPMIICHHUIO 15 i 15
JTIOKYMEHTOB.
OCHOBBI JOKYMEHTO0O0POTA: TPUHIIUIIBI 2
4.  |opraHuzanuu, cnenuduka J0KyMeHTO000poTa B 19 - 15
COIMAILHOM padoTe. 2
5 Opranu3anus XpaHeHus! TOKyMEHTOB B 20 i 20
JIeJTOTIPOU3BOJICTBE. 5
5 CoBpeMeHHbIe HH(OPMAIIMOHHBIE TEXHOJIOTUH B 14 i 14
" |menonpou3BOJCTBE COLMANIBHON pabOTHI.
UTOI'O no pazdenam oucyuniunsl 104 | 4 6 94
KonTpons camocrositensHoi pabotsl (KCP) 3,8
ITpomexyrounas atrectanus (MKP) 0,2
[ToaroToBka K TEKyuieMy KOHTPOJIIO
OO6m1ast TpyA0€MKOCTh MO TUCIUILIAHE 108

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3ansTus / cemuHapsl, JIP — maGoparopHbie
sanstusi, CPC — camoctosiTenbHast paboTa cTyIeHTa

ABTOD: O1IEHT Kadeapsl 00IIero, CTpaTernieckoro, MHGOPMAIMOHHOTO MEHEDKMEHTA U
OM3HEC-TIPOLIECCOB, KaH 1. UCTOP. HayK, o1eHT Toauka M.B.


https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201

