AHHOTanuA padoyeil NporpaMMbl M CHUILTHHBI
b1.0.36 IEJOITPOU3BOACTBO B COIIMAJIBHOU PABOTE

Hamnpasnenue noarotosku/crnenuaibHOCTh 39.03.02 ConmansHas padoTa
OO6mias TpyA0EMKOCTh AUCIHUILUIMHBI cocTaBisieT 3 3ad. ef. (108 yacos)

1.1 llean ocBOeHUS TUCHHUILIHHDI
- YCBOMTD 3HAHHS OCHOB JOKYMEHTAIIMOHHOTO O0ECIICYCHUsT COIUAIbHON paOOThI U YIIPaBICHHS,
KaJ[POBOH CITy»KOBI, TEXHOJIOTUU PA0OTHI C 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM W MPHOOPECTH
HaBBIKM COCTaBJICHHSI W OQGOPMIICHUS OPraHU3alMOHHO-PACIIOPSAIUTEIBHBIX JIOKYMEHTOB,
OpTraHU3aINH IOKYMEHTOO000pOTA.

1.2 3agauu U CHUILTHHEI
- U3yYUTh OOIIME MpaBHJIa OpraHU3aIMU PabOThl C JOKYMEHTAMU M UX XpaHEHUS Ha OCHOBE
COBPEMEHHON HOPMATHBHO-METOMYECKON 0a3bl;
- YCBOUTH MPUHIUIIBI U TEHACHIIUU Pa3BUTHsI JOKYMEHTAIIMOHHOTO 0OecTieueH s yIpaBIeHUs B
COITMAJIbHOU paboTe;
-puoOpecT M 3aKPENHUTh MPAKTUYECKHUE HABBIKK pabOThl C JOKYMEHTAMHU COIMAIbHOM
HaIpaBJIECHHOCTH.

1.3 MecTo AucuumjinHbl (MOAyJisl) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl
Juctunnuna «J/lenonpou3BoacTBO B COLUANBHON pabOTe» OTHOCUTCS K 00s3aTeNbHOIN 4YacTu
broka 1 "{ucturumasl (Moayin)" y4eOHOTO IIIaHa.

TpeGoBanus K YPOBHIO OCBOCHHS JUCIHUILIMHBI
W3ydeHne naHHOW Y4eOHOUH MMCIMILIMHBI HAIMpPaBJICHO Ha (OPMUPOBAHHE Yy OOYYAIOIIUXCS
CJEIYIOINX KOMIIETEHLINMN:

KOI[ 1 HAUMCHOBAHUC MHAUKATOPA PeSyJ’IBTaTLI O6y‘IeHI/IH IO JTUCIUITTIMHE

JOCTUKCHUSA KOMIICTCHIIMN

YK-4 CrniocofeH oCyIlecTBIATh AEIOBYI0 KOMMYHHKALIMIO B YCTHOW U MMCbMEHHO# (popMax Ha rocy1apCTBEHHOM
si3plke Poccuiickoit enepanuy 1 MHOCTPAHHOM SI3bIKE

NYK — 4.1 CobGaromaer HOpMBI | | 3HAET MpeAMET, COAEPKaHUE W 3aJaud JIeNIONPOU3BOCTBA B COIMATBHON
TpeOOBaHUs K YCTHOW U MUChbMEHHOM | cdepe; MEecTo U pojib JOKYMEHTOB B YIPABICHUH COIMAIBHON cdepoit Ha
JIETIOBOM KOMMYHHKAI[MH, MPUHATHIE | COBPEMEHHOM JTarne; HOPMATHBHO-METOIUUECKYIO 6azy
B CTpaHe (ax) U3y4aeMoro si3bIka JIOKYMEHTAI[MOHHOTO 00ECTeUeH sl yIIPaBICHHsI

YMeeT OCyHIECTBIISITH XpPaHEHWE W TIOMCK JIOKYMEHTOB; IIPaBHIIBHO
KIaccupUIpoBaTh  MHPOPMAIMIO, JOKYMEHTHl B  OpTraHH3aILlUHM;
HCTIONB30BaTh TEOPETHUYECKHE 3HAHUS JUISl COCTABIEHHS U O(OPMIICHUS
JIOKyMEHTOB B OpPraHu3aluu

Brnageer HaBbikamMu paboThl ¢ JOKyMeHTamH (TOJydyeHue, Iepenaya,
00paboTka, ydeT, perucTpanus, KOHTPOJb, XpaHEHUE, CUCTeMaTH3allus,
MOJITOTOBKA JIOKYMEHTOB JIJIs CIIAYU B apXUB, MX YHHUTOKCHHUE)

NYK 4.3. Bribupaer
KOMMYHHUKATHBHO npuemieMbie
CTHJIb M CPEJICTBA B3aHMMOJICHCTBHUS B
OOIIIEHNH C AETIOBBIMH TapTHEPAMH.

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

YMeeT B3auMOIeiiCTBOBATh C KOJUIETaMH MO BOIIPOCaM AEIONPOU3BO/ICTBA,
cO0JIF0IaTh ITUUECKHE HOPMBI TIOBEJICHUS B IPO(ECCHOHAIBHON cpefie

BnazleeT HaBbIKAMH pa60T1>1 C BXOOAIIUMU U UCXOIAIIUMU JOKYMEHTaMU,
TTOUCKA U pEerucTpalu JOKYMCHTOB

NvyK 44 Bepmer [nenoByr
MIEPETNCKY 1 UCTIONB3YeT JUAJIOT JUIs
COTpYJIHHYECTBA B COLMUAILHOW H
npodeccroHansHOH chepax

3HaeT npaBuiia paboThI, METOJIBI I TCXHUYECKHE CPEICTBA OPraHU3auU
paboThI ¢ JokyMeHTamu; crienuGuKy GopM AeI0BOro OOIICHNUS, IPaBHiIa
1 (hOPMBI IeTTOBOH TIEPEMTUCKH

YMeeT oCyIEeCTBIATh NTUCbMEHHYIO U YCTHYIO [€JIOBY0 KOMMYHHUKALUIO, B
T.4. C HCTIOJI30BaHNEM COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH

Buageer HaBbIKAMM COCTaBJIEHUS KOPPECIIOHACHLIUU, PACTIOPSIIUTENBHbIX
M JUYHBIX JOKYMEHTOB B  COOTBETCTBHM C  TpPEeOOBAaHUSIMH




Kon n HanMeHoBaHMe HHIUKATOpa
IOCTHOKEHUSI KOMIIETEHIIMH

Pe3ynpTarhl 00ydeHUs 1O JUCIMILTHHE

I[OKyMeHTOO60pOTa,
JOKYMCHTAallun

HUCIIOJIb30BaHUA yHI/I(l)I/IIII/IpOBaHHI)IX CHUCTEM

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
MpoeCCHOHATBHON JesITeIbHOCTH B cepe COmuambHOH paboTel B
COOTBETCTBHM C HOPMATHUBHBIMH TPeOOBaHHMSAMU M C HCIIOJIb30BAaHHEM
COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'0 TIOKYyMEHTO000pOTa

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

¢dopMe IMyONUYHBIX BBICTYIUICHUN
W/WITH yOTMKanuii.

3HaeT OCHOBHBIE TpeOOBaHUSI K O(OPMIICHHIO  YIPaBICHUYECKUX
JOKYMEHTOB

YMeeT Ha Hay4YHOM OCHOBE OPraHU30BBIBATh CBOU TPy

Brameer HaBbIKaMHU paboOTHl ¢ HAYYHOH IUTEpaTypoil, HOPMAaTHBHBIMU
aKTaMH, CTaHAApPTaMH; CHOCOOHOCTBIO IIOMCKa HWH(popmammu Uit
COCTaBJICHHsI OTYETOB I10 pe3yJibTaTaM Npo(eCCHOHANBHO esTeNbHOCTH
B cepe ConranbHOi padoThl

IK-2 CnocobeH K IIaHUPOBAHUIO IO MPEITOCTABICHUIO COLMAIBHBIX YCIYT, COL[HAIbHOTO COMPOBOXKICHHUS, MEP
COLMAJIBHOW IMONAEPKKU W TOCYIaPCTBEHHOW COLMAIBLHOM IMOMOIIM, a TaKKe MPOQHIAKTUKE OOCTOSTENBCTB,
00YCIIOBJIMBAIOIINX HYKJa€MOCTb B COLMATIBbHOM 00CIyKHBaHUH

HUIIK-2.2. OdopmisieT
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

Coaep:kanue TUCHUILIHHBI

Pacnpenenenue Bu1oB yueOHON pabOThl M UX TPYAOEMKOCTH MO pa3jiesiaM JAUCLUIIINHBI.
O61mas TpyA0EMKOCTh AUCHHUILUINHBI cocTaBisieT 3 3a4. ef. (108 yacoB), ux pacnpeaeneHue no
BUJaM paboT MpeacTaBiIeHo B Tabauile. Pa3znens! (TeMbl) AUCIUIUIMHBL, U3y4aeMble Ha 4 Kypce

(3aouHast popma 00yUeHUS)

Bun yuebnoii paboThl Bcero CemecTtpsl
4acoB (dacer)
7 8

KonTakTHas padora, B TOM 4ncIe:

AyauTopHbIe 3aHATHSA (BCEro):

3aHATHA TEKIIMOHHOTO THUIIA 16 16

JlaGopaTopHble 3aHATHUS - -

3aHATHS] CEMUHAPCKOTO TUIIA (CEMUHAPHI, 32 32

IPAKTUYECKHE 3aHSATHS)

WNnas konTakTHas padora:

KonTpons camoctostensHol padotsl (KCP) S) 5

IIpomexyrounas arrectauus (MKP) 0,2 0,2

CamocrosiTesibHas padoTa, B TOM YHCJIe: 54,8 54,8

ITpopaboTka yueOHOTO (TEOPETUIECKOT0) MaTepHraia 24 24

BeinonHenue WHAMBU YA bHBIX 33JJaHUH (TTOATOTOBKA 29 99

COOOIICHU)

Pedepar 8,8 8,8

IToaroroBka K TEKyIeMy KOHTPOJIIO - -




KonTpoJb:

IToaroroska K 5K3aMeHy - -

OO0mas Tpy10eMKOCTh gac. 108 108
B TOM 4YHCJie KOHTAKTHAs 53.2 532
padora
3a4. e/ 3 3

[Tpumeuanue: JI — nekmuwm, 13 — mpaktudeckue 3ansatus / cemuHapsl, JIP — maGopaTtopHbie
sansaTus, CPC — camocrositenpHas paboTa CTy/IeHTa

KypcoBbie padoThl: HE IPEyCMOTPEHBI

dopMa NpoBeeHUs ATTECTALUM M0 JUCUHUIINHE: 324ET

ABTOp: jaoueHT Kadeapbl oOILIEro, CTpaTerMyecKoro, MHGOPMAIMOHHOIO MEHEIKMEHTa U
OU3HEC-TIPOIIECCOB, KAaHAUAAT UCTOP. HAYK, no1eHT Toauka M.B.



