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1. HEJIb Y 3AJJAYU JUCHHUILINHBI

Heas mucuumumnbl «OCHOBBI AETOMPOU3BOACTBA M IOKYMEHTO000pOTa» - (hOpMHUpPOBAHKE
y CTyJEHTOB KOMIUIEKCA 3HAaHWM, yMEHHMH ¥ MPaKTHYECKUX HABBIKOB B  00JacTu
JIOKYMEHTHPOBAHMSI.

OcHOBHbIE 3aJa4M IHMCLUIUIMHBI HAIIPaBJICHbI Ha:

CIIOCOOHOCTP U TOTOBHOCTh K JHMalOry Ha OCHOBE ILIEHHOCTEH IpakJaHCKOIO
JIEMOKPaTUYECKOI0 00I1ecTBa

BJIaJICHUEM OCHOBHBIMH CIIOCOOaMM M CpPEACTBaMU HMH()OPMAIIMOHHOTO B3aHMMOACHUCTBUS,
HOJIyYEeHHUs, XpaHEHHUs, IepepadOTKU, HHTepIpeTaluy HH(POPMALMK, HAIMYUEM HaBBIKOB pabOTHI C
UH(POPMALMOHHO-KOMMYHUKAMOHHBIMUA ~ T€XHOJIOTUSIMH;  CHOCOOHOCTBIO K  BOCHPHUATHIO U
METOANYECKOMY 00001IeHHI0 HH(OpMALIUH, TOCTAHOBKE LIEIH U BBIOOPY IyTEH ee TOCTUKEHNUS;

YMEHHE JIOTUYECKH BEPHO, APIYMEHTUPOBAHO U SICHO CTPOUTh YCTHYIO M IUCbMEHHYIO PEUb;
CHOCOOHOCTh K 3(PPEKTUBHOMY J1€JI0BOMY OOIIEHUIO, ITyOJIMYHBIM BBICTYIUIEHUSM, IIEPErOBOPaM,
IIPOBEJCHUIO COBELIaHWM, AETOBOW NEPENUCKE, 3JIEKTPOHHBIM KOMMYHHUKALUSAM; CIHOCOOHOCTBIO
UCIOJIb30BaTh Ul PEIICHUS KOMMYHUKATHUBHBIX 3a7lad COBPEMEHHbIE TEXHUYECKUE CPEJCTBa U
MH(}OPMaLIMOHHBIE TEXHOJIOTUN

HQJIMYME HABBIKOB COCTABJICHHUS, Y4eTa, XpaHEHHMs, 3aLIUThI, IepeJaud CiIy>KeOHOH
JIOKYMEHTAIlMU B COOTBETCTBUU C TPEOOBAHUSIMH JOKyMEHTOO00OpOTa

YMEHHUE BECTH JI€JOIPOU3BOJICTBO U YYacTBOBAaTh B BEJACHUU JOKYMEHTOOOOPOTa B OpraHax
rocyaapcTBeHHOU BiacTu Poccuiickoit denepanuu, opraHax rocy1apcTBEHHON BIACTH CyObEKTOB
Poccuiickoit ~ denepanyu, opraHax MECTHOTO  CAaMOYIPaBJEHMs, TIOCYJapCTBEHHBIX U
MYHHULMIAJIbHBIX OPraHu3aluaX, MPEANPUATUAX U YUPEKICHUSX, MOIUTHUUECKUX MapPTHUSX,
00I11€CTBEHHO-TIOJINTUYECKUX U HEKOMMEPUYECKMX OpraHU3alMsix;

YMEHHE OCYIIECTBISITH BCIIOMOTATEIbHOE O0ECIeYeHNEe UCIIOIHEHUS OCHOBHBIX (DYHKIHIA
OpraHoB TocyAapcTBeHHOM Binactu Poccuiickoit ®denepannu, opraHoB rocyJapCTBEHHOM BIIAacTH
cyobekToB Poccuiickoii ®@enepanuu; OpraHoB MECTHOTO CaMOYIIPaBJIEHUs, TOCYJAapCTBEHHBIX U
MYHHMIMIIAJIbHBIX ~ OpPraHU3alldd, NPEAUPUATHNH U YUYPEXKACHHH, IOJUTHYECKUX MapTHH,
OOLIECTBEHHO-TIOJUTUYECKUX U  HEKOMMEpPYECKMX OpraHu3aluid, UX aJIMUHUCTPATUBHBIX
pETIaMEHTOB;

CIOCOOHOCTH K a/IEKBaTHON OILIEHKE ITOCTABJICHHBIX LIEJIeH U Pe3yJIbTaTOB JEeSATEIbHOCTH;

ymeHue 3(h(HeKTHBHO B3aMMO/IEHCTBOBATh C APYTUMH UCIIOTHUTEISIMH.

2. MECTO JUCIHUIIJIMHBI B CTPYKTYPE OBPA30OBATEJBHOM TIPOT'PAMMBI

Hucuumnuaa Bl1.b «OcHOBBI nenonpou3BOACTBA U JAOKYMEHTOOOOPOTa» OTHOCUTCS K
6a3oBoit yactu broka 1, u sBisieTcst 00s13aTeTLHON AJI1 OCBOSHUS O0YYAIOIIMMCST BHE 3aBHCUMOCTH
OT HaNpaBJIeHHOCTH (MIPOUIIST) TPOTrPAMMBI.

3. IINIAHUPYEMBIE PE3YJIBTATBI OBYYEHUS 11O JTUCHUIIJIMHE

[Tnanupyemble pe3ynbTaTbl 0O0y4YeHHs MO JUCLUIUIMHE, COOTHECEHHBIE C IJIAHUPYEMBIMHU
pe3yabTaTaMi OCBOEHUS 00pa30BaTeIbHOM NMPOrpaMMbl IPeACTaBIeHbI B Tadaule 3.1.

Tabmuma 3.1 — I[lnmanupyemple pe3ynabTaThl OOYYEHHS 110 JUCHUIUIMHE, COOTHECEHHBIE C
TJIAHUPYEMBIMU pe3yJIbTaTaMU OCBOEHHUsI 00pa30BaTeIbHON MPOTpamMMBbl
Konx n HaumenoBanue Orarsl [MnanupyemMble pe3ysbTaThl 00yUeHHs/MHINKATOPBI
KOMIICTCHIIN (bOpMI/IpOBaHI/IH JOCTHXKCHU A KOMHCTCHL{I/Iﬁ
BBIITYCKHHUKA KOMHCTGHHI/Iﬁ (HOKa3aTCJ'II/I OCBOCHUA KOMHGTCHL[I/II/I)
1 2 3




OK-5: cnocoOHOCTEBIO K
KOMMYHHUKAIIUN B YCTHOH
Y IUCBMEHHOM (popMax Ha
PYCCKOM M HHOCTPaHHOM
SI3BIKAX JIJISL PEIICHHUS
3a7a4 MEXIIMIHOCTHOT'O 1
MEXKYJIETYPHOTO
B3aMMOJCHCTBUS.

Bropoii ypoBeHb
(yriyOneHHbIH)
(OK-5) -2

Jexomnosuyus 11

3HaTh: OCHOBBI JIEJIONPOU3BOJICTBA U JOKYMEHTOO0OPOTA ISt
pemieHus] 3374 MEKJIMYHOCTHOTO M MEXKKYJIBTYPHOIO
B3aumoeiicteus. 32(11)(OK-5).

YMeTh: BeCTH [eJI0OBOEe OOIEHHE U JOKYMEHTOOOOpOT B
YCTHOH U THChbMEHHON (hopMax Ha PYCCKOM SI3BIKE IS
pelieHusT 3a/a4  MEXJIMYHOCTHOTO M MEXKKYJIBTYPHOTO
B3aumozeiicteus. Y2(11)(OK-5).

Baagers: cmoOCOOHOCTEIO K KOMMYHHKAlMA B YCTHOH U
MUCbMEHHOU (hOpMax Ha PYCCKOM M MHOCTPAHHOM SI3BIKAX IS
pelieHUsT 3a/a4  MEXJIMYHOCTHOTO M MEXKKYJIbTYPHOTO
B3aumozeiicteus. B2(11)(0OK-5).

4.

OBBEM U CTPYKTYPA JTUCIUIIJIMHBI

Tpyn1oeMKOCTh AUCIUIUIMHBI COCTaBseT 4 3aueTHbIe equHullbl, 144 yaca.
dopma NpOMeKYTOUHOH arrecTanuu: AudQepeHIupoBaHHbIN 3aueT (3aUeT ¢ OLIEHKON) — 2

cemecTp.

Pacnipenenenne ¢oHga BpeMeHH IO TeMaM AMCHUIUIMHBI 1O OYHOH (hopme oOydeHus

npeacTaBieHo B Tabmuie 4.1.

Tabmuua 4.1 — Pacnpenenenue (oHma BpeMeHH MO TeMaM JUCHUILTHHBI (O4YHas ¢opma

o0Oy4eHus)
O0BeM TUCIHILIAHE (aK.
4achl)
Howmep 1 HanmeHOBaHue pazdenos/mem KonraxTHast paboTa
3JIT | 113 | JIP | CPO

1 2 3 4 5
PA3JIEJI 1. OBIIME ITPABUJIA COCTABJIEHMA OCHOBHbBIX
JOKYMEHTOB VYIIPABJIEHUA
Tema 1.1. JloxymentupoBanue. ['ocynapcTBeHHbIE CTaHIAPTHI M CHUCTEMBbI 2 4 14
JOKYMEHTAIIUH
Tewma 1.2. IlpaBuia coctaBneHus 1 OPOPMIICHUS TOKYyMEHTOB 4 6 16
Tema 1.3. CocraBiieHue u opopMIICHHE OPraHU3aHOHHO- 4 6 16
PaCHOPSIUTENBHBIX JOKYMEHTOB
Tema 1.4. CocTaBieHue TOKyMEHTOB JIMYHOTO XapakTepa 4 4 16
Tema 1.5. JlemoBas mepenucka 4 4 13
PA3JIEJI 2. OPTAHU3ALIMA PABOTBHI C JOKYMEHTAMU
Tema 2.1. OOmue NPUHIMIBI OPTraHU3alUU JIOKYMEHTOO0OpOTa Ha 1 4 4
MPEIIPUITHH
Tema 2.2. CucreMaTtuzanusi TOKYMEHTOB B OpraHU3aLUU 2 2 7
Tema 2.3. CoBpeMeHHbIe 0QHUCHBIC TEXHOJIOTUN 00SCIICUCHUS 1 2 4
yIpaBJICHYECKON AEATEIFHOCTH
Bceero 1o aucuuIuivge: 22 32 90

*3JIT — 3ansaTHA NeKIUOHHOTO THma, [13 — Bce BUIBI 3aHATHH CEMHHAPCKOTO THIIA, KpOME Ja0OpaTOPHBIX
pabor, JIP — nabopaTopusie padotsl, CPO — camocTosiTenbHas padoTa o0ydaromerocs




S. COJAEPKXAHUME PA3JIEJIOB U TEM JUCHUIIJINHbI

PA3JZIEJI 1. OBHIIUE ITPABUJIA COCTABJIEHUS
OCHOBHBIX TOKYMEHTOB YIIPABJIEHUS

Tema 1.1. lokymentupoBanue. I'ocynapcTBeHHBIE CTaHAAPTHI U CUCTEMBI JJOKYMEHTAITUH

Copep:xaHue TEMBI:

- JOKYMEHTHUPOBAHHE: OCHOBHBIC TMOHATHUS W TEPMHHBI, UX COJEpXKaHUE, CTPYKTypa M
B3aMMOCBSI3b;

- KIaccu(uKamus TOKyMEHTOB;

- HOpMaTHBHasA 0a3a JAeIoNpPOU3BOACTBA: FOCYAAPCTBEHHbIE CTAHIAPTHI Ha IOKYMEHTALIUIO;

- YHU(pUIIUPOBAHHBIE CUCTEMbI JOKYMEHTALIUY;

- oOmiepoccuiickie  KIacCU(PUKATOPhl ~ TEXHUKO-DKOHOMHUYECKOW U  COLHMaIbHOU
uHpOpMaLnu;

- CUCTEMBbI JJOKYMEHTAI1H.

Tema 1.2. IlpaBuna cocraBieHus: 1 0pOPMIICHHS JOKYMEHTOB

Copep:xaHue TEMBI:

- yIpaBiIeHYecKass JOKYMEHTAIUs: TpeOOBaHUS K COCTABICHUIO B OOPMIICHHIO, (hOpMyJIsip-
oOpaszell, CoCTaB M pacloioKeHNE PEeKBU3UTOB;

- Ostanku: opmatsl U TpeOOBaHUS K 0(OPMIICHUIO;

- (opmymsap-obpaszelr kak MOAENb YHUPUIIMPOBAHHON (DOPMBI TOKYMEHTA;

- SI3BIK M CTUJIb JIEJIOBOTO (JIOKYMEHTHOI'O) OOIIEHNUS;

- TpeOOBaHUS K COCTABIICHUIO TEKCTOB CITY>KEOHBIX IOKYyMEHTOB;

- COBpEMEHHBIE CITOCOOBI M TEXHUKA CO3J[aHUS JOKYMEHTOB.

Tema 1.3. CocraBienue u ohopmiieHHE OPraHU3alMOHHO-PACTIOPSIIUTEIbHBIX TOKYMEHTOB

ConeprxaHue TeMBbI:

- OCHOBHBIE JIOKYMEHTBI YIIPaBICHUS: COACPKAHHUE U CTPYKTypa:

OpraHu3aIoOHHbIE (YCTaB, HOPMAaTUBHBIN JTOKYMEHT, MTOJIOKEHHUE, MHCTPYKIIH);

pacriopsuTenbHbIe (IPUKa3, pellieHne, pacopsbKeHHe);

CIpaBOYHO-UH(OPMAIIMOHHBIE (JOKIaIHAsI U OOBSICHUTEIbHAS 3alMCKa, CIIPAaBKa, aKT,
IPOTOKOI);

- COCTaBJICHHE B 0POPMIICHIE OCHOBHBIX JOKYMEHTOB: JIOTOBOPOB, KOHTPAKTOB, PHUKA30B,
CIJTy>K€OHBIX 3alTUCOK, IPOTOKOJIOB, aKTOB, CIIPABOK.

Tema 1.4. CocTaBieHue JOKYMEHTOB JIMYHOTO XapaKTepa

ConeprxaHue TeMBbI:

- IOHATHE U COJIEPKAHNE JOKYMEHTOB JIMYHOTO XapakTepa (JIMYHOTO MPOUCXOKICHUS);

- COCTaBJIEHHE U 0(OPMIICHHE OCHOBHBIX JJOKYMEHTOB JIMYHOTO NPOUCXOXKICHUS:
aBTOOHMOTpadus, pe3romMe, 3asgBICHHE, JINIHAS JOBEPEHHOCTh, PACIIHCKa;

Tema 1.5. JlenoBast nepenucka

ConeprxaHue TeMBI:

- JIeNIOBBIE U KOMMEpYeCKHe MIChbMa: Kilaccu(uKaIus, coJiepKaHue U CTpyKTypa,
CTaHIApTHBIE Ppasbl U BEIPAXKEHUH, TTPABHUIIA CO3/IaHUS M O(OPMIICHUS,

- PEKBU3UTHI MMCbMa U UX PACIIOJIOKEHHE;

- BUJIBI JICTIOBBIX MHCEM: HHPOPMAIIMOHHBIE, TApaHTUITHBIE, KOMMEpPYECKHE,
COIIPOBOJIUTEINIbHBIE, TMChMa-0TBEThI, MUChMAa-3alPOCH], HATOMUHAHUS, TPUTJIAIIEHUS, TPOCHOBI,
W3BEIICHNS, KOPPECTIOHACHITUS, CBS3aHHAS C TPOBEJICHUEM ITEPHOANIECKIX MEPOTIPHITHH, U
npoyasi KOppEeCIOHICHIINS;

- COCTaBJICHUE M OTIIPABIICHHE JEITOBBIX MUCEM C IIOMOIIBIO AJIEKTPOHHOM MOYTHI,
ATUYECKHE HOpMBI paboThI B Internet;

- mpaBuiIa ¥ (OPMBI KOMMEPUECKOH MEPEMTUCKH C 3apyOCIKHBIMU ITAPTHEPAMH.

PA3JAEJ 2. OPTAHU3ALIA PABOTHI C JOKYMEHTAMU



Tewma 2.1. O0mue NPUHIIUIIBI OpPraHU3ANHA TOKYMEHTO000POTa HA TIPEATPUATHH

ConeprxaHue TeMBbI:

- IOHATHE TIOKyMEHTOO000pOTa OpraHu3aluu (MpeaAnpusTUs, GUPMbI) U €ro0 OCHOBHBIE
ATaIlbI;

- OCHOBHbBIE OIlEpally ¢ JOKYMEHTaMU: 00pa0oTKa BXOASIIUX U UCXOJSIIINX JOKYMEHTOB;

- perucTpanus U KOHTPOJIb UCTIOTHEHUS JIOKYMEHTOB;

- BHYTPEHHUH JOKYMEHTOIIOTOK: CTPYKTypa U 00beM;

- opraHu3zaius JOKyMEHT0000poTa;

- opranu3zanus paboThl C TOKyMEHTaMHU, COJIEP>KalIMMH KOH(HIEHIIUAIbHbIE CBE/ICHUSI.

Tema 2.2. CucremaTtu3zanus 10KyMEHTOB B OpraHU3aluu

Copep:xaHue TEMBI:

- CUCTeMaTH3alHsl TOKYMEHTOB, HOMEHKJIATypa /Ui X (POPMHUPOBAHUS U XpaHEHHs: 001IHe
TpeOOBaHUS K CUCTEMATHU3AIMH JOKYMEHTOB OpraHu3aiuu (mpeanpustus, Gupmbl);

- COCTaBJICHWE HOMEHKJIATYPHI 1 (pOopMyIMpoBaHHE 3aroJ0BKOB U YCTAHOBIIEHHE CPOKOB
XpaHeHUs Jell;

- TOpAAOK (hOPMUPOBAHHS JJOKYMEHTOB B JI€JIa;

- oopMIICHHE JIET;

- MOJITOTOBKA K Iepeade JOKyMEHTOB Ha apXUBHOE XPaHEHHE;

- HCII0JIb30BaHKE JOKYMEHTOB apXHBa.

Tema 2.3. CoBpeMeHHBIE O(UCHBIE TEXHOJIOTUU 00ECIICYeHUS YIIPABICHUECKON
JESITEIIbHOCTH

ConeprxaHue TeMBbI:

- KOMITBIOTEPHBIE TEXHOJIOTHH 00eCTIeYeHHs YIIPaBIEHYECKON NesTeIbHOCTH;

- KOHIICTIITUS JJIEKTPOHHOTO orca;

- KJaccu(UKalus CPeICTB OPraHU3aAMOHHON TEXHUKHU AJI1 COBPEMEHHBIX O(PHCHBIX
TEXHOJIOTH.

6. 3AHSATAN CEMUHAPCKOT' O THUIIA
Tabmuua 6.1 — IIpaktuueckue 3anarus/Cemunapckue 3anstus/JIlabopaTopHblie paboThI

o Bup 3ausTust /
No TeMbl CoaepxaHue 3aHATHI
Or11eHOYHOE CPEJICTBO
JIOKyMEHTUPOBAaHHE: OCHOBHBIE TIOHATHS W  TEPMUHBI, WX [IpakTrueckoe
coJiep)KaHue, CTPYKTypa ¥ B3aNMOCBSI3b; 3aHSATHE/KOJUTIOKBUYM
- KJIacCU(UKAIUs IOKYMEHTOB;
Tema 1.1. HOpMaTHBHas 0a3a  JIEJIONPOU3BOJACTBA:  I'OCYJapPCTBCHHBIC
CTaHJIaPThI HAa JOKYMEHTAIIUIO;
- YHU(UIMPOBAHHBIC CUCTEMBI JIOKYMECHTAIINY;
- o0rmiepoccuiickue KJIACCU(UKATOPHI TEXHUKO-IDKOHOMHUECKOH |
conuanbHON HH(pOpMALNY;
- CHCTEMBI JOKYMEHTAIIHH.
- yImpaBlieHYecKas JOKyMEHTAIUs: TpeOOBaHUs K COCTaBlieHUIO H| [IpakTuueckoe 3aHsATHE
odopmiieHuio, Gopmyisp-oOpaser, COCTaB M PACIOJIOKEHUE / TlpoGneMHuas
PEKBU3HTOB; JIUCKYCCHS
Tema 1.2.
- Omanku: GpopmaTel U TpeOOBaHUS K 0(hOPMIICHUIO; /Tect
- (dopmynsap-oOpazern; Kak MoJiellb YHUPHUIMPOBAHHOW (HOPMBI
JIOKYMEHTA,;
- SI3BIK U CTHJIB JICJIOBOTO (JIOKYMEHTHOT'0) OOIIEeHUS;
OCHOBHbBIE JJOKYMEHTBI YIIPABJICHUS: COACPKAHHUE U CTPYKTYpa: [IpakTrueckoe 3aHsITHE
a) OpraHu3alMoHHble  (yCTaB, HOPMATHBHBIH  JIOKYMEHT, / UrpoBoe
[TOJIO’KEHUE, HHCTPYKIINSA); MPOEKTUPOBaHUE
13 b) pacropsiuTeNbHbIe (MIPUKa3, pelieHre, PaCTIOPSKCHNUE); /TIpobnemuast
C) CIIPaBOYHO-MH(DOPMALIMOHHBIE (moxnanHas u JIUCKYCCHS
00BsICHUTETbHAS 3aMKCKa, CIIPaBKa, aKT, IPOTOKOJI);
- cocTaBlieHue M 0(hOpPMIIGHHE OCHOBHBIX JIOKYMEHTOB: JIOTOBOPOB,
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KOHTPAKTOB, MPHUKA30B, CIAYXKEOHBIX 3aMUCOK, MPOTOKOJIOB, AKTOB,
CIIPaBOK.

- IOHATHE U COZIepP KaHNEe JOKYMEHTOB JIMYHOTO XapakTepa (JIMIHOTO

IIpakTraeckoe 3aHsTHE/

MPOUCXOXKIICHHSA); KOJUTOKBUYM
14 - cocraBieHne W O(GOpPMIIEHHE OCHOBHBIX IOKYMEHTOB IJHUYHOTO / Tect
MIPOMCXOXKIICHNS: aBTOOMOTrpadus, pe3ioMe, 3asBICHHE, JIHMIHAS
JIOBEPEHHOCTb, PACIIICKA;
- IeJIOBBIE M KOMMEpYeCKHe MUchMa: Kiaccudukanus, cogepkanue u| [Ipaktndeckoe 3aHsTHEe
CTPYKTypa, CTaHJAPTHBIE (pasbl U BRIPAKEHUH, IIPABUIIa CO3AHMU U / UrpoBoe
0OpMIICHUS; MIPOCKTHPOBAHUE
- PEKBU3HUTHI MUCbMa M UX PACIOJIOKEHUE; /TIpobnemuas
- BUABl JICNIOBBIX MHUCeM: WH(POPMAIMOHHBIE, TapaHTHIHBIE, JIUCKYCCHS
KOMMEpPUYECKHE, COMPOBOAWTENbHBIE, IHCHhMA-OTBETH, MHCHMa-
3alpochl, HAIlOMHUHAHWS, NPUTJAIleHns, NPOCHObI, M3BEICHHS,
KOPPECIIOHJCHILIMS, CBA3aHHAas C MPOBEACHUEM MEPUOTUYECKUX
MEpPOTPHUSTUH, U TTpOYast KOPPECTIOHICHIINS;
- COCTaBJI€HHE W OTHpPaBICHHWE JEJIOBBIX IHCEM C IOMOIIBIO
AJIEKTPOHHOM MOYTHI, STHYECKHE HOPMBI padoThI B Internet;
- mpaBuina U (GOPMBI KOMMEPYECKON MEPernucKd ¢ 3apyOeKHBIMU
MapTHEPAMH.
MOHSATHE TOKYMEHT0000poTa opranuzanuu (npennpusituas, Gpupmsel) u| [IpakTuueckoe 3aHsTHE
€r0 OCHOBHEBIE JTAIIbL; / UrpoBoe
- OCHOBHBIC OIEpalliM C JOKYMEHTaMH: O0pa0OTKa BXOMSIIUX H MIPOEKTUPOBaHNE
HCXOISIINX TOKYMEHTOB,; /TIpoGireMHast
Tema 2.1. - perucTpanus ¥ KOHTPOJIb UCTIONTHEHHS JOKYMEHTOB; JTUCKYCCHS
- BHYTPEHHUH IOKyMEHTOIIOTOK: CTPYKTYpa U 00beM;
- opraHu3aIys J0KyMEeHT0000pOTa;
- opraHm3anusi pabOTBl €  JOKYMEHTaMH, COJAEpKaIluMH
KOH(HICHIUAIbHBIC CBEJICHUSI.
CUCTeMaTH3allus JOKYMEHTOB, HOMEHKIATypa Uit ux ¢popmupoBanus| [Ipakrudeckoe 3ausTie/
W XpaHeHUus: oOmiue TpeOOBaHUS K CHCTEMAaTH3aIlMH JIOKYMEHTOB KOJUTOKBUYM
opraHu3zanuu (MpeanpusTus, Gupmar); / Tect
Tema 2.2, - COCTaBJICHWE HOMEHKIATYpPHI Ael: (OpMyIMPOBAHUE 3ar0JIOBKOB U
YCTaHOBJICHHE CPOKOB XPAaHEHUS JIeT;
- IOPSIOK (POPMUPOBAHHS JIOKYMEHTOB B JIENIa;
- ohopMIICHHE JIET;
- IOITOTOBKA K TIepe/iade JOKyMEHTOB Ha apXUBHOE XpaHEHHE;
- MCTIOJIb30BaHKe JJOKYMEHTOB apXuBa.
KOMITHIOTEPHBIE  TEXHOJOTHHU  O0ECTIEeUeHUs  YIPaBICHUYECKOU IIpakTuueckoe
Tema 2.3, JEeSTeNLHOCTH; 3aHATHE/KOJTIOKBUYM
- KOHIIENIIH 3JIeKTPOHHOTO odrca;
- kimaccuuKanmus CpEACTB OPraHM3alMOHHOW TEXHUKH IS
COBpPEMEHHBIX O(HCHBIX TEXHOJIOTHH.
JIeTIOBBIE U KOMMEpUYECKHE MHUChMa: KiIacCH(PUKaLus, ColepKaHue U [IpakTrueckoe
CTPYKTypa, CTaHJIapPTHBIC (pa3bl U BRIPAKCHUH, MPABUIIA CO3JIAHUS M| 3aHATHE/KOJUIOKBHYM
odopmiteHus;
- PEKBHU3HTHI MUCbMa U UX PACIOIOKEHUE;
Tema 3.1. - BUABl JICNOBBIX TIHCEM: WH(POPMAIMOHHBIE, TapaHTUHHbIE,
KOMMEpUYECKHE, COIPOBOJUTENbHbBIC, IHChMA-OTBETHI, IHChMa-
3alpochl, HAIIOMHUHAHWS, TPUTJIAIICHUs], TPOCHOBI, W3BEIICHHS,
KOPPECIIOHJCHLIMS, CBA3aHHAas C MPOBEACHUEM MEPUOTUYECKUX

MEPONPUATHHN, U IpOYasi KOPPECIOHIEHIINUS;

* 113 — nmpakTudeckue 3ausaTusi, C3 — cemuHapckue 3ausaTus, JIP — mabopaTtopusie paboTs




7. METOAUYECKUE YKA3ZAHUSA JJA OBYYAIOIIIUXCA

7.1. MeToauveckne yKazaHus JJis 00y4ar0UIerocs o 0CBOEHUIO U CHUNIHHBI

st popMupOBaHUS YETKOTO MpPEACTaBICHUS 00 00beMe M XapakTepe 3HaHUH UM YMEHHUH,
KOTOPBIMH Haslo OyZeT OBIaJeTh MO JTUCLMIUIMHE B CAMOM Hayaje y4yeOHOro Kypca oOydaronuics
JIOJI’KEH 03HAKOMUTKCS C YIeOHO-METOMUECKON TOKYMEHTAIUEH:

— paboueil mporpaMMmol IUCHMIUIMHBL: C IENsIMH W 33Ja4aMd JUCLUILTAHBI, €e
CBS3AMU C JIPYT'MMHU JAUCLUUIUIMHAMM 0Opa30BaTEeNIbHOM MpOrpamMMbl, IEpeyHEM 3HAaHUN U yMEHHUH,
KOTOPBIMHU B ITPOLIECCE OCBOEHUS IUCLUIUIMHBI I0JKEH BJIAJETh 00yUaronuiics,

— MOPAJIKOM TPOBEAECHUS TEKYILEro KOHTPOJII YCIIEBAEMOCTH U IPOMEXKYTOUYHOU
aTTeCTalluy;

- rpadMKOM KOHCYJIbTAlUi MpenojaBaTeneil kagenpsl.

CucreMaTHuecKOe BBIIOJIHEHUE yueOHOU pabOThl Ha 3aHATUAX JEKLIIMOHHBIX U CEMUHAPCKUX
THUIIOB, a TAK)KE BBINOJIHEHNE CAMOCTOSITENIbHON pabOThI MO3BOJIUT YCIIEIIHO OCBOUTH JUCIMUILIUHY.

B npornecce ocBoeHUs AUCHUIUIMHBI 00YYarOIUMCS CIEeyeT:

- CIIyIIaTh, KOHCIIEKTUPOBATh U3JIaraeMblii MpernojaBaTesieM MaTepHual;

- CTaBUTh, 00CYKJaTh aKTyaJbHbIE MIPOOJIEMBI Kypca, ObITh aKTUBHBIM HA 3aHATHIX;

- 3aJ1aBaTh NPENOAABATENI0 YTOUHSIOUINE BOIIPOCHI C LIEIbI0 YSICHEHHUS TEOPETUUECKUX
MTOJIOKEHMI;

- BBINOJIHATH 33/1aHUS PAKTUYECKUX 3aHATHUH ITOJHOCTBHIO M YCTAaHOBJIEHHBIE CPOKH.

[Ipn 3aTpynHEHHAX B BOCHPHUATHM MaTepuajla cleqyeT oOpaTUTbCcs K OCHOBHBIM
JAUTEpaTypHBIM UCTOYHUKAaM. Eciu pazoOparbes B MaTepualie He yJaloch, TO 00paTUTCS K JIEKTOPY
(o rpauKy ero KOHCYJIbTAIMi{) MK K TPENOoAaBaTeNio0 Ha 3aHATHIX CEMUHAPCKOTO TUTIA.

OOyyaromumMcsl, TMPOIMYCTUBUIMM 3aHATUS (HE3aBUCHUMO OT IPUYUH), HE MMEIOIUM
HNUCbMEHHOTO PEIICHUs 3a/1a4 WM HEe MOATNOTOBUBIIUMCS K JAaHHOMY 3aHSTHIO, PEKOMEHIyeTCsl He
M03K€e YeM B 2 - HeJIEeJIbHBIN CPOK SIBUTHCS Ha KOHCYJBTAIUIO K MPENO0/IaBaTEN0 U OTUUTATHCS 10
TEME.

7.2. Opranu3ainusi CaMOCTOSATEIbHOMH PadoThI

ITon camocTosiTenbHOM paboToil OOywaromuxcs MOHMMAaeTcs IJIaHupyemas pabora
oOydaromuxcsi, HarnpaBjeHHas Ha (OPMHUPOBAHME YKAa3aHHBIX KOMIIETEHILIMH, BBINOJHSAEMAs BO
BHEAYJUTOPHOE BpeMs M0 33aJaHMI0 U MPH METOANYECKOM PYKOBOJICTBE IpernojaBaTeis, 06e3 ero
HENOCPEJICTBEHHOI'O yYacTHSI.

Metoanyeckoe o0ecrieueHre caMOCTOATENbHOM pabOThl MPH HATTMYUN O0YUaIOIIUXCS JIUIL C
OTpaHMUYEHHBIMH BO3MOXHOCTSIMHU Ipe/ACTaBisieTcsl B (opMax, aJaiTUPOBAHHBIX K OTPaHUYEHUSIM
UX 310POBBSL.

Bunbl camocTosiTenbHON pabOThHI MO AUCIUILTNHE MPEACTaBIeHbI B Tabmuie 7.2.1.

Tabnuna 7.2.1 — Opranu3zaiiys caMoCTOsITeNIbHON paboThl 00yJaroIerocs

No .
Bun camocTosTenbHON paboOThI
TCMBbI
1 2

1.1 [[loaroroBka K MPaKTUYECKUM 3aHATHIM MPaBUIIa COCTABICHUS U OPOPMIICHHUS TOKYMEHTOB,
KOHTPOJIBHOH paboTe

1.2 |[logroToBKka K TPAKTUYECKUM 3aHATHSM COCTaBICHHE U OQOPMIICHHWE OpraHU3aIllMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB, COCTABICHHE JOKYMEHTOB JIMYHOTO XapakTepa,

KOHTPOJIBHOM paboTe, y4acTUIO B TEMAaTUYECKOH JUCKYCCUU




Bun camocTosTensHOR paboThI
TEMBI

2.1 [[ToxroToBka K MPaKTHYECKHM 3aHSATHSIM COCTABJICHHUE IUIaHA JENOBOTO TmchMa. DopmupoBaHue
OCHOBHOTO TEKCTa JICJIOBOTO IHCHhMa C YYETOM IPABWJI €r0 MOCTPOCHUS, CICHU(PUKU CTHIA U
JICKCUKH, KOHTPOJIBHOH paboTe, y4acTUi0O B TEMaTHYCCKON TUCKYCCHH, OIICHKA TOJIOTOBICHHOTO
BBICTYIUICHUS

2.2 |[[TomroroBka K MNPaKTHYECKUM 3aHSATHAM CUCTEMATH3allUsl JIOKYMEHTOB B OpraHU3allHy,
KOHTPOJIBHOM paboTe, yYaCTHIO B aHAJIM3E CUTYalldH, OIICHKE IOATOTOBJICHHOTO BBICTYIUICHHUS,
OIICHKE YUacTHs B JCIOBOM Urpe

2.3 |[[TomroroBka K MNPaKTUYECKUM 3aHSATHSIM JeJoBas MEpenucka, KOHTPOIBHOH paboTe, OIEHKe
MTOATOTOBJICHHOTO BBICTYTUICHHUS

3.1 |[loaroroBka K MpakTUYCCKUM 3aHATHSM COBPEMEHHBIC O(DUCHBIC TEXHOJIOTUU 00CCIICUCHHUS
YIPaBICHYECKON JISATSILHOCTH, KOHTPOJIBHOH paboTe, OIICHKE MOATOTOBJICHHOTO BBICTYIUICHUS

Kaxnprit Bug CPO, ykazanubiii B Tabnuie 7.2.1 o0ecrieyeH METOIMYECKUMU MaTepHallaMH.

8. OBPA3OBATEJIBHBIE TEXHOJIOI'NHU

B  nponecce  mpenomaBaHmuM  JucUUIUIMHBL  «OCHOBBI  JEJONPOM3BOACTBA U
JOKYMEHTOOOOPOTa»  UCIONB3YIOTCS  pa3HOOOpa3Hble 00pa3oBaTEeNbHBIE TEXHOJIOTMH  Kak
TpPaJMLMOHHBIE, TAK U C TPUMEHEHUEM aKTUBHBIX U MHTEPAKTUBHBIX METOJIOB O0yUYEHUSI.

AKTUBHbBIE U1 UHTEPAKTUBHBIE METO/IbI O0YUCHMUS:

C LIEJIbIO 3aKPEIJICHUs] MOJYYEHHBIX TEOPETUUYECKUX 3HAHUU B XOJ€ MPOBEACHUS 3aHITHH
UCIIOJIb3YIOTCS TaKUE aKTUBHBIE METO/bl OOYy4YEeHMsI, KaK IOATrOTOBKA JOKIAA0B (MyJIbTHMEINA-
MPE3CHTAIMK) U COOOILIEHUI MO M3y4aeMbIM T€MaM, aHAIIM3 KOHKPETHBIX CHUTYallWii, 1€JIOBBIE UTPBI,
pelIeHre TPaKTUYECKUX 3aj1ayd, TeMaTUYecKas AUCKycCus, IPOOJIEMHBIN ceMuHap

Jesamenvnocmuvlie  NpaKmMuxKo-opueHmuposanHvie  MeXHOA02uu, HaIpPABICHHbIE  HaA
(bopMHUpOBaHNE CUCTEMBI NMPOPECCUOHANBHBIX MPAKTUYECKMX YMEHUHN MpU MPOBEACHUU AETOBBIX
UIPp M UIPOBBIX 3aHATUH, 00€CHEeUMBAIOMIMX BO3MOXKHOCTh KAad€CTBEHHO  BBINOJIHAThH
po(hecCHOHANIBHYIO 1€ATENbHOCTb.

Passeusarowyue  npobnemno-opuenmuposannvie  mexHonoeuu,  HAIpaBICHHblE  Ha
(dbopMUpOBaHNE U pa3BUTHE MPOOJIEMHOIO MBIIIJICHUS, MBICIUTEIbHON aKTUBHOCTH, CIOCOOHOCTH
BUJETh U (OPMYJIMPOBATH MPOOJIEMBI, BBIOMPATh CIIOCOOBI U CPEACTBA /ISl UX PELICHUS.

9. PECYPCHOE OBECHEYEHUE JUCIHUIIJIMHBI
9.1. YuyeOHo-MeTOaAMYeCKOe H HH(OPMALIMOHHOE ODecedeHne TUCIUITUHBI

Taomuua 9.1.1 — YueOHOo-MeTOANYECKOE 00eCIeUeHUE TUCIIUIUINHBI

KuauroobecneueHHOCTh
bubnuorpaduueckoe OINMCaHNE OCHOBHAS/ Kon-Bo.
u3anus (aBTop,
3arjgaBue, BUJ, MECTO M TOJ U3JaHMI, AOTIOTHATEIbHA 9K3. B ONEeKTPOHHB]
KOJI. CTp.) g IATeparypa ouoI. € pecypchl
CIIoI' DY
[lTysanosa H. H. OcHoBBI ienonpou3BoacTBa. SA3bik
CITy’KeOHOTO TIOKyMEHTa : Y4eOHUK U IPAKTUKYM /
[Tysanosa H. H., UBanoga A. 1O. ; mox o6u. pen.
[[TysanoBoit H.H. — 2-e u3n., nep. u gon .— OcHoBHast - ObC KOpaiit
JneKkTpoH. 1aH. — Mocksa : FOpaiit, 2019 .— 428
C.



https://www.urait.ru/bcode/439062

KysuenoB W.H. JlokyMeHTalimoHHOE 00ecTieueHne
yrpasieHus. JJokyMeHTo000poT U
NeNTOTPOU3BOACTBO | YUEOHHUK U IPAKTUKYM /

OnexTpoH. naH. — Mocksa : FOpaiit, 2019 .— 461
C.

Kysnernos U. H. — 3-e u3n., nep. u gom .— OcHOBHas - ObC KOpaiit

AcanueB A. M. OCHOBBI A€JIONPOU3BOJICTBA :

'YyeOHoe mocobue .— 2, ucnp. u 1om. — MockBa : OCHOBHAS i 9BC
00O "Hayuno-uznarensckuii nentp MHOPA-M", ZNANIUM
2019 .— 146 c.

Hoponuna JI.A. OcHOBBI 1€T0POU3BOJICTBA B SEC
FOCYJapCTBEHHOM M MYHHIIUIIAIBHOM yIpaBieHuH : | [lononHuTeabHas - BOOK ru
yueOHnk . — Mocksa : KaoPyc, 2018. — 282 c. —
Kosbimkuna T.b. [IenoBble KOMMYHUKaIUU,

ITOKYMEHTOOOOPOT U JICIIONPOU3BOACTBO | YUeOHOe

nocooue / Konsimkuna T. b., lllyctuna U. B. — 2-e| J[lononauTensHas - OBC Opaiit

W3]I., UCTIP. U JOM .— DJIEeKTPOoH. 1aH. — Mockaa :
FOpaiit, 2019 .— 163 ¢ ..

Tabmuna 9.1.2 — [lepeueHsb coBpeMeHHBIX npodeccrnoHanbHbIX 0a3 qanabix (CITB/])

No Haunmenosanue CIIB]]

Onekrponnas oudauoreka Grebennikon.ru — www.grebennikon.ru

Hayunas snexkrponnas 6ubanoreka eLIBRARRY — wwwe.elibrary.ru

Hayunas anekrponnas oudanoreka KubdepJlenuka — www.cyberleninka.ru

basa manneix I[TIOJITIPE]] CpaBounuku — WWw.polpred.com

OB WIN|F-

ilibrary.org

basa manusix OECD Books, Papers & Statistics na mmardopme OECD iLibrary — www.oecd-

Tabmuna 9.1.3 — Ilepeuens nHpopMaMoHHbIX cpaBouHbIX cucteM (MCC)

Ne Haumenosanue UCC

i WWW.consultant.ru)

1 | CopaBounas mpaBoBasi cuctrema Koncynerantllmoc (uactammupoBannsiii pecype CIIGIDY

WWW.garant.ru)

2 | CopaBounast mipaBoBasi cuctema «['TAPAHT» (uuctammupoBanubiii pecype CIIOIDY wmm

i WWW.Kodeks.ru)

3 | Uadopmamnmonno-crpaBouHas cucreMa «Komeke» (mHCcTaymmupoBanHbiii pecypce CIIOIDY

DnexkTponHas oubnunoreunas cucrema BOOK.ru - www.book.ru

DnekTpoHHas 6ubanoreunas cucrema D5C FOPAMT — www.urait.ru

OnekrpoHHO-0nOMoTeuHast cucrema SHAHUYM (ZNANIUM) — www.znanium.com

~N| oo >

OnektponHas oudmmoreka CII6I" Y- opac.unecon.ru

9.2.  MarepHuaJiIbHO-TEXHHYECKOE o0ecneyeHne y4edOHOro mpoiecca

Tabmauna 9.2.1 — Ilepeuens nporpammuoro obecneuenus (I10)

Ne Haumenosanue [10

n/n
1 | Microsoft Windows Professional (KOHTPAKT Ne 244/20 «26» urons 2020 t
2 | Microsoft Office Professional (KOHTPAKT Ne 244/20 «26» uronst 2020 1)
3 | 7-Zip (freeware)
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https://www.urait.ru/bcode/431759
http://znanium.com/go.php?id=989597
http://znanium.com/go.php?id=989597
http://www.book.ru/book/928926
http://www.book.ru/book/928926
https://www.urait.ru/bcode/437256
http://opac.unecon.ru/

10. O COBEHHOCTMU OCBOEHMUSA JUCHUIIJIMHBI 1JIs1 THBAJIMJIOB U JIUI C
OI'PAHUYEHHBIMHA BO3MOKHOCTSAMMU 31OPOBbA

OOydeHnue OOy4arOIIUXCS C OTPAaHUYCHHBIMH  BO3MOXKHOCTSIMH  37I0POBbS  IIpH
HEOOXOMMOCTH  OCYIIECTBJIIETCSI HA OCHOBE aJaNTUPOBAHHOH paboueil mporpaMMmbl  C
UCTIOJIb30BAHUEM CIICIIUAIBHBIX METOJIOB OOYUYCHHUS M JUJAKTHUYECKUX MATEPUATIOB, COCTABICHHBIX
C y4eToM OCOOEHHOCTEW MCUXO(DHU3NIECKOTO pPa3BHUTHUS, WHIUBUAYATHHBIX BO3MOXKHOCTCH U
COCTOSIHHS 3JTOPOBbsI TAKHX 00ydaromuxcs (00yJaromnierocs).

B mensx ocBoeHuws y4eOHOM mporpamMmbl AWCHMILIMHBI WHBAIUAAMUA W JIMIAMH C
OTrpaHUYCHHBIMH BO3MOKHOCTSIMHU 37I0POBbsI Y HUBEPCHUTET 00ECIICUNBACT:

— JUISS WHBAJUAOB W JIMI[ C OTPAHHMYEHHBIMH BO3MOXHOCTSIMHU 3JIOPOBBSI IO 3PEHUIO:
pa3MeleHre B JIOCTYIHBIX JUI OOYYAalOUIMXCS, SIBJISIOIIUXCS CICTBIMH WM CIA0O0BUISIIIMH,
MeCTaxX ¥ B aJalTUPOBAHHON (hopMe CIPaBOYHON WH(GOPMAIMK O PACTHCAHUU Y4eOHBIX 3aHSATHUMH;
NPUCYTCTBUE ACCHUCTCHTA, OKA3bIBAIOIIETO OOYyYaromeMycss HEOOXOJMMYI0 TIOMOIb; BBIITYCK
ATBTEPHATHBHBIX (POPMATOB METOJMUYECKUX MATEPHAIIOB (KPYIHBINA MIpUdT Witn ayanodaie);

- JUIE MHBAJIUIOB M JIMI C OTPAHUYCHHBIMH BO3MOXXHOCTSIMH 3JIOPOBbSI IO CIIyXY:
Ha/IJISKAIMMHU 3BYKOBBIMH CPEJICTBAMH BOCIIPOM3BEICHNE NH(POPMAITUH;

— JUISE UHBAJIHWJIOB W JIMI] C OTPAaHUYCHHBIMU BO3MOXXHOCTSMH 3I0POBBS, MMEIOIIUX
HapyIIEHUs] OIMOPHO-IABUIaTEILHOIO allapara: BO3MOXKHOCTh OCCHPENITCTBEHHOTO JOCTYIIa
0o0ydJarmuxcsi B y4eOHbIC MOMEIIEHHUS, TyaJleTHbIC KOMHATHI U APyTHe MOMENICHUS Kadeapsl, a
TaKXe MPeObIBAHUE B YKA3aHHBIX TOMEIICHHUSX.

OO6pazoBanue OO0y4YaIOIMIMXCA C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 370POBBSI MOXKET OBITh
OpPraHU30BaHO KaK COBMECTHO C JPYTMMHU OOYYAIOIIUMHKCS, TaK M B OTICIBHBIX TPYIIax HIU B
OTJICITIBHBIX OpPTraHU3aIUsIX.

11.  ®OHJ OHEHOYHBIX CPEJACTB JUISI IPOBEJIEHWS TPOMEXKYTOYHOM
ATTECTALIMM OBYYAIOLAXCS MO JUCIUIIIUHE

@OHJ OLIEHOYHBIX CpeacTB Il HNPOBCACHUSA aTTCCTAlUU YPOBHS C(l)OpMI/IpOBaHHOCTI/I

KOMIETEHINH, 00y4aromuxcst Mo JUCHUIUIMHE 0QPOPMIIIETCS OTIENbHBIM JTOKYMEHTOM U SIBIISIETCA
NpUJIOKEHHEM K pabodell mporpaMMe AUCHUILIUHBI.
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