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1. Ileanb ocBOEHUS AUCIUILIMHBI

[TpuoOpereHne CTyJeHTaAMH TEOPETUYSCKUX 3HAHUI M MPAKTUYECKUX HABBIKOB B paboTe C
KaJpOBOM IOKyMEHTAIIUEH.

2. Mecro nucuumiauHbl B cTpykrype OIIOII

JucuumnuHa «Jlenonpon3BoACTBO» OTHOCUTCS K BAPUATUBHON YacTH OJIOKA IUCHUTIIMH.

[MpodunsHbIME TSI TAHHOW JUCIUILTAHBI SBIISIOTCS CIIETYIOIINE BUBI TPOdeccnoHATbHOM
JEATEIIbHOCTH

— OpraHU3alMOHHO-YIIPABICHYECKAs,

— IIpeAIIPUHAMATENbCKAS.

OcBoeHue JaHHOW AUCHUILIUHBI SBISETCS HEOOXOAUMON OCHOBOM ISl TOCIIEYIOIIErO
U3Y4YEHUs JUCHUIUIMHBI «J{eT0Bble KOMMYHUKALIMWY, TIPOXO0XKAeHUs pakTuku «lIpakTuka mno
MOJIyYEHUIO TPO(ECCHOHATIBHBIX YMEHUH U OIbITa MPO(eCcCHOHABHOM 1eATeIbHOCTH
(OpraHu3anuOHHO-YITPaBICHYECKAs )».

3. Ilmanupyemble pe3yJbTaThbl 00yUeHUsI

B PE3YIBTATC OCBOCHUA AUCHUIIIIMHBI BBIITYCKHUK OOJIKCH O6HaI[aTI) CJICAYOIUMUA
KOMIICTCHLIUAMMU

— BJIaJICHUEM HABBIKAMU JJOKYMEHTAIHHOTO O(OPMIICHHS PEIICHUHN B yIIPaBICHUU
OTIEPALIMOHHOM (TIPOM3BOICTBEHHOM) AEATEIHLHOCTH OPTaHU3aIMi TPU BHEAPECHUU
TEXHOJOTUYECKUX, MPOAYKTOBBIX HMHHOBAIIMH MM OpraHu3aliioHHbIX u3meHenuil (ITK-8);

— BJIAJICHUEM HaBbIKAMHU IIOArOTOBKY OPIaHU3ALMOHHBIX U PACIIOPAIUTENBHBIX
JIOKYMEHTOB, HEOOXO/IMMBIX JUIsl CO3/[aHUsI HOBBIX TpeAnpuHuMaTenbckux ctpykryp (I1K-20).

B pe3yJbTaTe H3YUYCHUHA TUCIHUIIJINHBI oﬁyqamumﬁca JOJIZKCH

3Hamb
— COZEpKaHUE 3aKOHOJATENIBHBIX 1 HOPMaTUBHO-METOJUYECKUX JOKYMEHTOB;
— OCHOBHBIE TpeOOBaHMs K O(POPMIIEHUIO YIIPaBICHUYECKUX (OpraHU3aluOHHO-,

ymembp
— 0(OpMIIATh YIIPABICHUECKYIO JOKYMEHTALUIO;
— - [I0JIB30BAThCS YHU(PHUIIUPOBAHHBIMU JJOKYMEHTaMU;

enadembo

— HaBbIKaMH MTPABUIILHOTO M ONIEPATUBHOTO 0(OPMIIEHUS CIyKeOHOW JOKYMEHTAINH;

— COBpEMEHHBIMU MeTojaMu cOopa, 00pabOTKH, MHTEPIPETALlU, XPAHEHUS U TIepeadn
UH(Op-MaIuH;

— - HaBbIKaMU MPAaBUIILHOTO U ONIEPATUBHOTO O(hOPMIIEHUS CITY:KEOHOM JOKYMEHTAIUH.

4. O0BbEM ANCUMIIUHBI U BU/ABI y4e0HOI padoThI

. Bcero CemecTpbl
Bun yae6HO# paboThI HaCOB Ty /13
AyauTopHbIe 3aHATHSI (BCEro) 16 8/8




B ToMm uucne:

Jlexumu (JT) 8 8/-—
[Tpaxtrueckue 3ansatus (113) 8 —/8
Jlaboparopusie pabotsl (JIP) — — /-
CamocTosiTeJIbHAs padoTa 88 40/ 48
KonTpoab 4 —/4
Bus npoMexxyTouHOM aTTecTanuu —/340
OO6mast Tpy10eMKOCTh 4achl 108 48 / 60

3a4€THBIC CIMHUIIBI 3 1.33/1.67

5. Coepikanue QU CHUIITTHHBI

5.1. Conep:xanue pa3iesioB TUCUUIIMHBI

Ne HaumenoBanue paznena
/1 TUCIUILINHEI

Conep;xaHI/Ie pas3acita AMCHUITIINHBL

1 CymiHocTh
JIEJIONIPOM3BOJICTBA U
JOKYMEHTO000pOTa

JlokyMeHT u cucreMsl JoKyMeHTauuu. Kparkas ucropus
pa3BUTHS CTYXO0 cucTeM ToKyMeHTanuu B Poccun.
Enunas rocynapcTBeHHasi cucTeMa JI€JI0IPOU3BOICTBA
(EI'CH). Bunst noxymenTos. [IpaBuna opopmieHus
JOKYMEHTOB. TpeboBaHus K 0(pOpPMIIEHHUIO JOKYMEHTOB.
[Topsiok 3anonHeHus THIOBBIX (popM. JlenoBeie michMa.

2 | CocraB u coziepaHue
KaJIpOBOM TOKYMEHTAIINH,
OCHOBHBIE JOKYMEHTHI,
perIaMeHTHPYIOIIE
YIPaBJIEHUE NIEPCOHATIOM

[TpaBuiia BHYTpEHHETO PACMOPsAIKa, IITATHOE PaCIHCaHUE,
JOJIKHOCTHBIE HHCTPYKLIUHU, TPYIOBBIE JOTOBOpA
(xontpaktsl). [lopsgok odhopMieHH TOKYMEHTOB IIPH
npreMe Ha pabory. AHkeTa. 3asBieHue. Pestome. Konumn
JIOKYMEHTOB: JUILJIOM, TPyAOBas KHIKKA. [lopsanok ydyera
kazpoB. [Topsnok odopmiieHns: JOKYMEHTOB IIpU
nepeBojie. O0bekTUBKA (Ouorpaduyeckas CripaBka).
Pacropskenue TpynoBoro 1oroBopa (KOHTPAKT).
PaccMmoTpenue TpyA0BBIX CIOPOB € MO3ULIUH
Koncturymmmonnoro Cyna P®. [Topsigok moAroToBKu u
pEerucTpaluy NpuKa3zoB Mo JUYHOMY COCTaBy. TpynoBoi
Konexc P®. Benenue tpynoBsix kHuxek. Opopmienne
3aMKuCcH MPUKA30B M0 JIMYHOMY cocTaBy corinacHo K30T
P®. Benenne nUUHBIX IE.

3 | OcHOBBI OpraHu3auu
JIOKyMEHTO000pOTa B
COBPEMEHHOM OpraHu3aluu

Onuck nokymMeHToB. COBpeMeHHBIE CIIOCOOBI M TEXHUKA
CO3J1aHUs IOKYMEHTOB. BO3MOXHOCTD
aBTOMATH3UPOBaHHOM 00paboTKM HHpOPMALINH C
MOMOIIBI0 KoMITbIoTepa. Opranu3anus
JOKyMeHTooOopoTa. Ob1ue npaBuia OpraHu3anuu
nokymeHToo0opoTa. [Iprem u 06paboTka BXOASIINX
JOKyMeHTOB. CHcTeMaTn3anus J0KyMEHTOB.
Howmenxknarypa nen, ux GopMupoOBaHHE U XpaHEHHE.
CocrapneHne HOMEHKIATyphl aed. OdopMiIeHHE ONHCH.
[TpuHIMIIBI BeIEHUS 2JIEKTPOHHOTO JOKYMEHTO000POTA.

5.2. Kosim4ecTBO 4acoB M BH/ABI Y4COHBIX 3aHATHH 110 pa3fesiaM AU CUHUIIIMHBI

Ne HanmenoBanue pasnena Jlexu. [Ipaxr. JIa6. CPC Bcero
/1 TV CITATIIMHEBI 3aH. 3aH.
1 | CymHOCTb IeNonpor3BOJCTBA U 2 2 — 30 34
JIOKYMEHT0000poTa




2 CocraB 1 cofepKaHue KaJpoBOi 3 3 - 29 35
I[OKYMGHTaLII/II/I, OCHOBHBIC
JIOKYMEHTBI, PErJIaMCHTHPYIOIIIHE
yIpaBIeHUE MEPCOHATIOM

3 OCHOBBI OpraHU3aIHH 3 3 - 29 35
JOKYMEHTO000pOTa B
COBPEMEHHOM OpraHu3aIuu

6. IlepeyeHb OCHOBHOI1 M 1ONIOJITHUTEJILHOM y4eOHOM JIUTEPATYpPhI
6.1. OcHoBHas IUTEpaTypa

1. Ky3nenos W.H. Jlenonpon3BoacTBO [ DIEKTPOHHBIN pecypc]: yaeOHO-CIIpaBOYHOE
nocobue/ KysnenoB .H.— DnekTpoH. TekctoBbie qaHHble.— M.: [lamkos u K, 2014.— 460 c.—
Pexxum noctyma: http:// www.iprbookshop.ru/24781.— DbC «IPRbooks», o mapostro.

2. I'saeBa U.B. [lenonpou3BoacTBO [ DNeKTPOHHBIN pecypc]: cipaBounuk/ ['Baesa 1.B.,
Cobanesckuii C.B.— DnexkTpoH. TekcToBble qaHHble.— Munck: TerpaCucremc, Terpanur,
2014.— 224 c.— Pexwum noctyna: http://www.iprbookshop.ru/28072.— DBC «IPRbooksy, o
apoko.

6.2. JlomostHUTEIbHAS JIUTEPATypa

1. Hekpaxa A.B. Opranuzanus KoHGUIESHIINAILHOTO JASIIONPOU3BOACTBA U 3aITUTa
uHpopManuu [ DIeKTpoHHBIH pecypc]: yueoHoe mocooue/ Hekpaxa A.B., llleBnoBa . A.—
DNEeKTPOH. TeKCTOBbIE NaHHble.— M.: Akagemuueckuii [Ipoekr, 2015.— 222 ¢.— Pexwum nocryna:
http://www.iprbookshop.ru/36849.— 3bC «IPRbooksy, 1o mapoito.

7. Pecypcbl UHTEpHeTA

[Tepeuens pecypcoB MHTEpHETA, HEOOXOAUMBIX JUIsl OCBOCHUS TUCIUILTAHBIL:
1. OBC IPRbooks (http://www.iprbookshop.ru/).

2. UndopmannonHo-cpaBoyHas cucrema "["apant".

3. OBC Jlans (http://e.lanbook.com/).

8. UndopmanuoHHbIe TEXHOJOTHH M IPOrpaMMHOe 00ecredeHue

[lepeueHb HHPOPMALIMOHHBIX TEXHOJIOTUHN, UCIIOIB3YEMbIX IPU OCYIECTBIECHUH
00pa3oBaTEeNFHOTO MpoIiecca MO AUCHUIUINHE, BKIII0Yas IepedeHb IPOrpaMMHOT0 00eCIIeYeHNs 1
MH(POPMALIMOHHBIX CIIPABOYHBIX CHCTEM (TIPH HEOOXOAUMOCTH):

1. O¢ucusriii naker (Microsof Office, Open Office wm np.).

2. I'padpuueckuii penakrop.

9. MaTepnaibHO-TeXHH4YecKas 0a3a

Jlnst mpoBeieHusl yUeOHBIX 3aHATHI M0 JUCHUIUINHE «JleT0mpon3BoACTBO» HEOOXOIMMO
ClIeAyIollee MaTepHalIbHO-TEXHUUECKOE 00eCTIeueHHeE:

1. YuebHble ayTUTOpUU AJIsl IPOBEICHHS JICKIIMOHHBIX U MPAKTHUECKUX 3aHATHH.

2. KoMIiekT MyabTUMEIUHHOTO MPE3eHTAlMOHHOT0 000py10BaHUS.

10. MeToauyeckne yKazaHus JJsi 00yYAKOIIHUXCS M0 OCBOEHHUIO TUCIHIJIMHBI



JucuuruimHa «J1e1onpon3BoICTBO» OTHOCUTCS K BAPUATUBHOW YacTH OJIOKA TUCIUILIMH.
[IporpamMmoil AUCHUIUIMHBI MPETYCMOTPEHO YTEHUE JICKIIMN U MPOBEICHUE MPAKTUYECKUX 3aHATHIA.
[TpomerxyTouHas arTecTanus IPOBOJUTCS B GOPME , ATTECTALUU C OLIEHKOM.

JIeKIMOHHBIE 3aHATHUS HAIlpaBJIeHbl HA (POPMUPOBAHHE ITyOOKHX, CUCTEMATU3UPOBAHHBIX
3HAHUH 110 pa3zenaM AUCLUIUIMHBL B Xoze nexuuii npenogaBaresib pacKkpbIBaeT OCHOBHBIE,
Hau0oJiee CI0XKHbIE MOHITUS AUCUUIUIMHBI, a TAKXKE CBA3aHHBIE C HUMHU TEOPETHUECKUE U
paKkTUYeCcKre MpobeMbl, JaéT pEeKOMEHIAIMH M0 TPAKTUYECKOMY OCBOSCHHIO U3y4aeMOT0
MmarepHaia. B 1ensx kauecTBEHHOr0 OCBOEHUs JIEKIIMOHHOIO MaTepHaja 00yJaronmumMes
PEKOMEHIYETCs COCTABIIATh KOHCIIEKTHI JIEKLIUI, UCII0JIB30BATh 3T KOHCIIEKTHI IIPU MOJATOTOBKE K
IIPAKTUYECKUM 3aHATHUSM, IPOMEXYTOUYHOM U UTOTOBOM aTTECTALUH.

[IpakTryeckue 3aHATHS SBISIOTCS (OPMOI OpraHU3alyy MeJarornieckoro npouecca,
HalpaBJIEHHOW Ha yriiy0JieHHue HayYHO-TEOPETUUECKUX 3HAHUHI U OBJIaZICHUE METOlaMu paboThl, B
nporiecce KOTOPBIX BHIPAOATHIBAIOTCS YMEHHUS U HABBIKU BBITIOJHEHUS y4eOHBIX IEHCTBHIA B chepe
u3yyaeMoi Hayku. [IpakTuueckue 3aHATUS MPEANOIArarT AeTaIbHOE H3y4YeHHE 00yJatoUMUCs
OTJIEIbHBIX TEOPETUYECKUX TOJIOKEHNUI y4eOHON AUCHUILINHBL. B X01€ NpakTH4eCKUX 3aHATUN
(GopMHPYIOTCS YMEHUS U HAaBBIKH ITPAKTUYECKOIO IPUMEHEHUS TEOPETUUECKUX 3HAHUH B
KOHKPETHBIX CUTYallUsIX ITyTEM BBIIIOJHEHHUs IIOCTABICHHBIX 3a/1a4, Pa3BUBACTCS HAYYHOE
MBILIJICHHE U PeYb, OCYLIECTBISAETCS KOHTPOJIb YUEOHBIX JOCTHXKEHUI 00yUdarommxcs.

[Tpu mOATOTOBKE K MPAKTUYECKUM 3aHATHAM HEOOXOAUMO O3HAKOMHTHCS C TEOPETUYECKIM
MaTepHaJIoM AUCHUIUIMHBI 110 U3y4aeMbIM TeMaM — pa300paTh KOHCIEKTHI JEKIUH, U3y4UTh
JUTEPATypy, PEKOMEHOBAHHYIO IIpernoaaBaresieM. Bo BpeMs caMoro 3aHATHSA PEKOMEHYEeTCs
AaKTUBHO y4acTBOBATb B BHIIIOJHEHUU ITOCTABJICHHBIX 33aJaHUH, 3a1aBaTh BOIIPOCHI, IPUHUMATH
Y4acTHE B TUCKYCCHUSAX, AKKYPATHO U CBOEBPEMEHHO BBIIIOJIHATh KOHTPOJIbHBIC 3a/1aHMUS.

KoHTpossb 3a kauecTBOM 00y4EHHUsI M XOJIOM OCBOCHMSI JUCLUIUIMHBI OCYILIECTBIIAETCS Ha
OCHOBE PEUTHHIOBOM CUCTEMBI TEKYILIErO0 KOHTPOJIS YCIIEBAEMOCTH U ITPOMEKYTOUYHOM aTTECTAUH
cTyaeHToB. Peiitunroas cucrema npennosnaraetr 100-0anibHyI0 OLEHKY YCIIEBAEMOCTH CTYIEHTa
10 y4eOHO! JUCIUILIMHE B TeUeHUE ceMecTpa, 60 u3 KOTOPhIX OTBOJUTCS HA TEKYLIUH KOHTPOJIb, a
40 — Ha MPOMEKYTOUHYIO aTTeCTalUIO o AucuumnHe. KpurepuanbHas 6a3a peHTHHIOBOM
OLICHKH, TUIIOBBIE KOHTPOJIbHBIE 3aJaHMs, a TAKXKE METOJUYECKAE MAaTEPUaIbl 110 UX IIPUMEHEHHIO
OINUCaHbl B POHE OLIEHOYHBIX CPEJCTB 110 TUCLMILIMHE, SBISIOLEMCS IPUIOKEHUEM K TaHHOU
Iporpamme.

11. YueOHO-MeTOANYeCKOEe 00ecTieYeHre CAMOCTOSITeIbHON PadoThl

CamocrosiTenbHas paboTa 00yJaronuuxcs IBIsSETCS HEOTHEMIIEMOM YacThIO MpoIecca
oOyueHus B By3e. [IpaBuibHast opraHu3anus cCaMOCTOSTEIbHON pabOThI O3BOISIET 00YUAIOIIUMCS
PasBUBaTh YMCHUA N HABBIKKU B YCBOCHUHW U CUCTCMATHU3aAllUN HpI/IO6p€Ta€MBIX 3HaHPII7[,
o0ecreunBaeT BBICOKUI YpOBEHb YCIIEBAEMOCTH B IMEPHO 00yUeHHsI, CHOCOOCTBYET
(opMHpPOBAaHNIO HABBIKOB COBEPIICHCTBOBAHMS MPOGECCHOHATFHOTO MacTEePCTBA.

CamocrosTenbHas paboTa 00ydJaronIxcsi BO BHeEayJUTOPHOE BpeMsl BKIIIOYAET B ce0st
MOATOTOBKY K ayIUTOPHBIM 3aHATUAM, a TAKKC U3YUCHUC OTACIBHBIX TEM, PACIHUPAOIINX U
YIAyOISIFOIIMX PEACTaBICHUS 00yJaloIIuXCs 10 pa3iesaM u3y4yaeMon JUCIUILTMHEL. Takas
paboTa MOXET mpernoaaratb npopadoTKy TEOPETUUECKOTO MaTepuaia, padoTy ¢ Hay4YHOMH
JTUTEPATypPOid, BEITIOTHEHHE MPAKTUIECKUX 3aJaHUM, TOATOTOBKY KO BCEM BHIaM KOHTPOIbHBIX
WCIIBITAaHUH, BBITIOJTHEHWE TBOPUYECKUX PadOT.

VY4ebHo-MeToInUecKoe obecreueHue Ui CaMOCTOSATEIbHOM paboThl 00yUJarOIUXCs 110
JTUCIUIIMHE TIPEJCTaBIEHO B paboyeil mporpaMMe 1 BKIIIOYAeT B ce0sl:

— PEKOMEHYEMYIO OCHOBHYIO U JIOTIOJIHUTENILHYIO JTUTEPATYPY;

— nH(OpMaIMOHHO-CTIpaBOYHBIE H 00pa3oBaTeNbHbIe pecypchl HTEepHeTa;

— OLICHOYHBIE CPEJICTBA JJIsl IPOBEICHHS TEKYILEro KOHTPOJIS U IPOMEKYTOUHON
arTeCTaluu 110 JTUCHUIIIINHE.

KoHnkpeTHbIle peKOMEHIAIHH 10 TNIAHUPOBAHUIO U TIPOBEACHUIO CAMOCTOATEIHLHON PaboThI



M0 IUCLMIUIUHE «J]eTonpon3BOACTBOY MPEICTABICHB B METOAMYECKUX YKa3aHUSIX ISt
00ydJaronuxcs, a Takke B METOIMUECKUX MaTepuanax (POHI0B OIICHOYHBIX CPE/ICTB.

12. ®oH OLIEHOYHBIX CPEICTB

(DOH,I[ OILICHOYHEBIX CPEACTB, BKJ'IIO‘I&IOH_[I/Iﬁ MEPCUCHDb KOMHCTCHHI/Iﬁ C YKa3aHUEM OTAIlOB UX
q)OpMI/IpOBaHI/ISI, OIIMCaHHuE MOKa3aTelei u KPHUTCPUCB OLICHUBAHUA KOMHGTGHLII/Iﬁ Ha Pa3sjIn4IHbIX
JTallax ux (bOpMHpOBaHI/IH, OIMMCAaHUEC IIKaJI OUCHUBAHMWA, TUIIOBBIC KOHTPOJBHBIC 3aJlaHUA U
MCTOANYCCKUEC MAaTCPHUAJIBI ABJIACTCS NPUIIIOKCHHUEM K ITPOTrpaMMe y‘IC6HOI71 JAUCIHHMITIIIMHBI.



