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BBOJHASA YACTD
1. HEJIM OCBOEHMA JUCLHITJIMHBI

[lenssMu OCBOEHHUS AMCHMIUIUHBI «JlOKyMEHTAIIMOHHOE OOECIICUeHHE YTPABICHUS
ABysieTcs: popMUpOBaHUE Yy 00ydaeMbIX KOMIIETEHUIMHA KaK KOMIUIEKCOB 3HAHUM,
YyMEHUH U BIAJEHUN, B COBOKYNHOCTH oOecrneuuBaronmx dS(QexTuBHOE
JOKYMEHTUPOBAHUE M OpraHu3anuio paboThl C JOKyMEHTaMH B MpoIEecce
OCYIIECTBIICHUS YIPABICHYECKUX (PYHKIIUNA B OpraHU3aIIH.

2. MECTO INCHUIUIMHBI B CTPYKTYPE OIIOII BY3A

2.1. Juctiumuinaa B1.B.JIB.01.01 «/lokymeHTanmoHHOE OOecredeHne yIpaBICHU
OTHOCUTCA K JHCUMIUIMHaM 10 BbIOOpY bioka 1 wactu, ¢opmupyemoit
y4acTHUKaMU 00pa30BaTeNIbHbIX OTHOIICHUH.

2.2.J]Ins  u3ydeHuss ~ JaHHOM  JUCHUIUIMHBI ~ HEOOXOIMMBI  CIEAYIOIIHE
NPEAIECTBYIONINE TUCIUIIINHBI:
OpranuzanuoHHas KyJbTypa

2.3. IlepeueHp MoCHeayOMUX TUCHUIUIAH, JJII KOTOPHIX HEOOXOJMMBI 3HAHWS,
YMEHHS U HaBBIKH, (POPMUPYEMbIE TAaHHOW TUCIUIUIMHOM:
['ocynapcTBeHHast UTOTOBasi aTTECTALIMS



2.4 TlepeueHb MIAHUPYEMBIX PE3yIbTaTOB O0YyUEHUS MO TUCIUIIMHE, COOTHECEHHBIX CIUIAHUPYEMBIMH pe3ybTaTaMu
OCBOEHUSI OCHOBHOM MpodeccnoHanbHOM 00pa3oBaTeIbHON MPOrPaMMBI

N3yuyeHne naHHOW NUCHUIUIMHBI HAITPABJICHO

npodeccronanbHbIx Komnerennui (I1K):

Ha (dopmupoBaHHE Y

00yYaromuXCcs

YHUBEPCAIBHBIX

(YK) u

Kon u conepxanne Koa u HanmenoBanune
Ne [lepeueHp TIaHUPYEMBIX PE3YJIbTATOB O0YUYEHHUS MO TUCHUILUINHE
KOMITETCHIINU WHAWKATOPa JOCTHKCHHUS
/o B pesynbraTe nzyueHus: AUCUUIIMHBL 00yJaromuecs J0JKHbI:
KOMIIETCHLIUU
3HaTh YMeThb Branmers (HaBBIKAMU)
1 2 3 4 5 6
1 | YK-4 Cnocoben VYK-4.3. Co3znaer Ha pycckoMm u| Cuctemsl JokyMeHTanud | CoCTaBIATh OpraHU3alMOHHO- Tepmunomnorueii B chepe JOY
NPUMEHATh HWHOCTPAaHHOM(BIX) SI3bIKaX Henu u 3agaun MIPaBOBBIC TOKYMEHTHI (TTosIokeHus, [IpreMamu ncnonbp30BaHUs
COBpPEMEHHbBIE MUCbMEHHBIE TEKCTHI JOKYMEHTALlMOHHOT'O MHCTPYKLIUH) YHU(DUIMPOBAHHBIX HOPM LIS
KOMMYHHKAaTUBHBIE | TpodeccHoHabHON TeMaTuku | obecrieueHust yrnpasieHus| CocCTaBIsATh pacopsSAUTEILHbIE COCTaBJICHHSI OpTaHU3AIIMOHHO-
TEXHOJIOTHH, B TOM | HAY4YHOrO U O(UIHAIBHO- (H10Y) B opranunzanuu JIOKYMEHTBI, 13/1aBacMbIC B pacropsANTENbHBIX
YHCcIe Ha JIeTI0BOTO CTHIIEH peun; YCIIOBUSX €AMHOINYHOIO U JIOKYMEHTOB
WHOCTpaHHOM(BIX) | BiajgeeT 0a30BHIMH HABBIKAMHU KOJIJIETHAJIbHOTO MTPHHSATHS
s3bIKe(ax), s peAaKTHPOBaHUS COOCTBEHHBIX pelieHus (MpUKaskbl,
aKaJEeMUYECKOro U | TEKCTOB. pacropsbKeHUs], peLIeHus )
npodecCHOHATLHOT CocraBisith HHQOPMAIIMOHHO-
0 B3aUMO/JICHCTBUS CIPaBOYHBIE JOKYMEHTBI;
Knaccudummpoats ciryxe0Hyt0
JOKYMEHTAILIMIO B COOTBETCTBUH C
HOMEHKJIATYypOH J1€]1 OpraHu3aluu
2 | IIK-2 Cnocoben [IK-2.1. YmeeT opopmisTh TpeboBanus k [TpumensTs TpeboBaHUs K TexHu4YeCKUMU IpUEeMaMU
po()eCCUOHAIIBHO | HayYHBIC OTYEThI U o opMIIEHUIO 0(OPMIICHHUIO PEKBU3UTOB 3aroJIHeHUs (hopMyJIsipa-
COCTAaBJISITh U JIOKYMEHTALUIO nokymeHToB o 'OCT P | mokymeHTOB mpu pa3paboTke o0pasia JJoKyMeHTa
opopMIIITH 7.0.97-2016 MIPOEKTOB OPraHU3aIMOHHO- HopMmaTtuBamu opranuzanuu
HAYYHYIO 3Tarnbl TEXHOJIOTHYECKOH | PacropsANTENbHBIX JJOKYMEHTOB pabouux mect ciyx0b1 JOY
JIOKYMEHTAIUIO 1 [IETIOYKH 00paboTKH U CoCTaBIIATE JIOKAIbHEIE TexHuuecKuMHU pueMamu
OTYETHI, JBIDKEHHS JOKYMEHTOB B | HOpMAaTUBHBIE akThl 0 cinyx0e IOY| mnepBuuHOil 06paboTku
NPEACTaBIATh OpraHu3aluu Opranu3oBarhb ABHKEHHE BXOZSIIIUX JTOKYMEHTOB
pe3yiIbTaThl JIOKYMEHTOB BHYTpH OopraHu3anuy | HaBbIkaMu perucTpaiuu
MCCIIeI0BATENbCKOM KonTtponupoBaTh ncnonHeHne JIOKYMEHTOB
paboThI C yueToM JIOKYMEHTOB. [Tpuemamu 00paboTKH




0COOEHHOCTEH
MOTCHIIMATBLHOM
ayIUTOPUH

HCIIOJTHCHHBIX U
OTHPAaBJISICMBIX TOKYMCHTOB.

[IK-2.2. YMeeT mpenocTaBIsITh
pe3yIIbTaThI
HCCIIEI0BATENbCKOM PabOTHI C
Y4ETOM OCOOCHHOCTEH
MOTEHIIMATBHON ayTUTOPUH

ITonsTus
JTOKYMEHTO000pOTa 1
JOKYMEHTOIOTOKA
ITapamerps! aHanu3a
JOKYMEHTOIIOTOKOB B
OpraHu3aluu

AHanm3upoOBaTh TEXHOJIOTHUECKUE
CXEMBI IBIKEHISI TOKYMEHTOB B
OpraHu3alu

MeTomamMu aHam3a
JTOKyMEHTOTIOTOKOB B
OpraHu3alu




OCHOBHAA YACTD

1. OFBEM JUCHUIIIMHLI U BUbI YYEFHOM PABOThI

Beero CemecTpbl
Bun yueGHO# paboThI Ne 5 Ne Ne Ne
4acoB
yacoB | YacoB | 4acoB | yacoB
1 2 3 4 5 6
1. KonraktHas paboTa 00y4aromumxcst 12 12 - -
¢ mpernojaBareseM (1o BHAaM YIeOHBIX
3aHATUI) (BCETO)
B tom uncie:
Jlexuunu (JI) 4 4
[Tpaxtrueckue 3ausatus (I113), Cemunaps (C) 8 8
JlabopaTopusbie padoTsi (JIP)
Wubie BUIBI 3aHATUI
2. CamocrositenbHas pabora cTyaeHTa (Bcero) 92 92
3. KypcoBas pabota (mpu Haau4uun) EE
Bun npomexyrodnoin sauer (3), 4 4
arrecTannn sKk3aMeH (D)
HUTOI'O: obmas TpyI0eMKOCTh | 4acoB 108 108
3a4. eJl. 3 3




2.1.

2. COLEPXAHUE TMCHUIUIMHBI

Conepxanue pasiesioB TUCIUILUTUHBI

CEM
eCT

pa

Ne
pas
nen

HaunmenoBanune
pazzesna TUCIUIUTHBI (MOJTYJIS)

Coneprxanue paznena
B JIMJJAKTHYECKUX EAMHUIIAX

3

4

Llenp u  3amaun  JIOV.
TpeboBaHuss K OGOPMIICHHIO
YIIPaBIEHYECKIX JOKYMEHTOB.

[Tonsitue IOY. Mecro u 3nauenue JJOY B cucreme
ynpasieHus. Tepmunsl B chepe JOY (I'OCT P 7.0.8-
2013 CHUBUJ. Jenonpou3BOACTBO U apXHMBHOE JEJIO.
TepMuHbI U OnpeesieHus).

Cnyx6a JIOY B opranuzamuu / Ha TPEIIPUSTHH.
Llenp u 3agaum, cinyx6sl JJOY. @opMupoBaHue Ciryx0bl
JIOY (cTpyKTypa, YUCIEHHOCTH, INTATHOE PACIIHCAHUE).
JlestensHocTh  cnmyk0bl  JIOY  (opranuzanus paboumx
MECT, HOPMUPOBAaHUE, TEKYLIee yrpaBieHue). JIokaabHbIe
HOpMaTuUBHbIE akThl 0 cayx6e JIOY (monoxenue o
cityx6e OV, mpukazer o co3manuu ciayx0er 1OV,
MOJIOKEHUS O CTPYKTYPHBIX MOJpa3feNieHUusIX CIIykObl
JIOY).

bnanku nqokymeHToB 1 TpeOoBaHuUs K HUM. CTPYKTYpa|
nmokymeHTa. OOmmii OnaHk, OnaHK A MHChbMa, OJIAHK
KOHKPETHOTO BHJIa IOKYMEHTa, KpOME MHUChMa.

CrpykTypa qoKkymMeHTa. PeKkBU3HUT Kak 00s3aTeNIbHBIN
DIIEMEHT JH000r0 O(puUIMaIbHOrO A0KyMeHTa. Popmyssp
nokymenTa. ®opmyssip-obpazern; kKak MoJiedb MOCTPOEHUS]
TTOKYMEHTA,

TpeboBanus k opopmienuto nokymentoB no 'OCT P
7.0.97-2016. OpranuzannoHHO-PaCOPsAUTENbHAS
mokymeHTarus. TpeboBanust K 0POPMIICHUIO TOKYMEHTOB.

CucTeMbl TOKYMEHTAIlUU

OpranuzanoHHO-IIPABOBbIE JIOKYMEHTBI KaK|
[paBoBast OCHOBa NesITeNIbHOCTH OpraHu3aIuu.
IIpouenypa uX YTBEpXKAECHHUS W COIVIACOBAHUSA, CPOK
neicTBus, CTpYKTypa  TeKcTa,  TpeboBaHUA K
opopminenuto.  YcraB,  yupeaUTEIbHBIH  JTOTOBOD,
MOJIOKEHHE 00 OpraHu3aluu, MOJI0XKEHUE O CTPYKTYPHOM
[O/Ipa3IeJICHUH, IIOJIO’KEHUE 0  KOJUIETMAJIBHOM|
(CoBemaTeTbHOM OpraHe) OpraHW3alHH, pPErJaMeHT,
IITATHOE  paclMCaHue, HWHCTPYKLHUSA, JTOJDKHOCTHAs
MHCTPYKLHUS.

PacnopsiquTenbHble  JOKYMEHTBl KaK JOKYMEHTHI,
KOTOpble (PUKCUPYIOT pEeUIeHHs] aJIMUHUCTPATUBHBIX U
OpraHU3aLMOHHBIX BOIIPOCOB JEATEIBHOCTH OpPraHU3allny,
PETYIUPYIOT U KOOPAMHHUPYIOT €€  JIeSITEeIbHOCTb,
[peaIN3yIoT YIIpaBJIsEMOCTh 1o BEPTHUKAJIH.
Knaccudpukauus pacnopsiAUTEIbHBIX  JIOKYMEHTOB  C
yueToM cdepsl ux neiictBus. OcHOBaHMS UId U3JaHUS
[PacopsAUTETHLHOTO JIOKYMEHTA. IBe IPYIIIBL:
NTOKYMEHTBI, U3[aBacMble B YCJIOBMSX KOJUIETMAIbHOCTH

(mocTaHOBIIEHUSI M PEIICHU); JOKYMEHTBI, H3JaBaeMble B




YCJIOBHSIX €IMHOJMYHOIO IMPUHATHUS peIleHUH (IpuKasbl,
[pacOpsKEHUS], YKa3aHus).
NHpopMallMOHHO-CIIPABOYHbBIE  JOKYMEHTBI  Kak
NTOKYMEHTBI, THULIMUPYIOIINUE YIPABJICHYECKUE PEIICHHUS.
Mx ciyxeOHast pojib 110 OTHOLIEHHUIO K OpraHU3alliOHHO-
[IpaBOBBIM M pacHOPSAUTENbHBIM AoKyMeHTaM. CocTaB
MH(GOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB: JIOKJIaJHas
3alycKa, CIy)KeOHasl 3alucKa, OOBSCHUTENbHAs 3aIMCKa,
NpE/UIOKEHUE,  NpeACTaBICHUEe,  3asdBICHHME,  BCE
[Pa3HOBUIHOCTU IEPENUCKH, IPOTOKOJ, AakT, CIIPaBKa,
3aKJIFOYEHHE, OT3bIB, CBOJIKA, CIIUCOK, IEPEYEHb.

[ToHsATHS TOKYMEHTOOOOpPOTAa M JOKYMEHTOIOTOKA.
IIpueM u nepBuyHas o0OpabOTKAa MOCTYNAOLIMX B
OpraHU3aLHI0 JOKYMEHTOB. IIpenBapurensbHOE
paccMoTpeHHe AOKyMeHTOB ciyx0oii JIOY. Peructpanus
NOKyMeHTOB. OpraHuzanus JBH)KEHUS JIOKyMEHTOB
BHYTPU OpPraHU3ALNH.

KoHTposb  ncrnonHeHuss  1OKyMEHTOB.  Dopmbl
KOHTPOJISL 3a  HMCIOJHEHUEM  JOKyMeHTOB. Cpoku
MCTIOJHEHUSI TOKyMEHTOB. WMH(popManmoHHO-CipaBoYHast
3 Opranuzanus pabota 1o JgOKyMeHTaMm opranuzanuu. OO6paboTka)
OKYMEHT0000pOTa VICIIOJIHEHHBIX U OTHPABISEMBIX JOKYMEHTOB.

Opranuzanus xpaHeHus AoKyMeHToB. HomeHknarypal
nesn. CocraBieHHE 3arojOBKOB J€Nl. Y CTaHOBJICHUE
CPOKOB XpaHEHHs Jel. TUIoBbIE U BEJOMCTBEHHBIC
[EepeyHu JOKYMEHTOB M HUX 3HaueHue. PopMUpPOBaHUE
nen. Odopmiienue o0noxku aen. OdopmiieHue nen.
OJKcrepTU3a  IIEHHOCTH  JIOKYMEHTOB.  ODKCIIepTHasy
komuccuss  (LleHTpanbHast ~ SKcmepTHas ~ KOMMCCHS).
CocraBnenne U O(OpPMIICHHE AapXUBHBIX OIUCEH e

3. CAMOCTOAATEJIBHAS PABOTA CTYJIEHTA
CamocTosTenbpHast paboTa ocymiecTBisieTcst B 00beme 92 gacos.
Bunamu CPC sBisiroTcs:

- U3y4YC€HUE U KOHCIIEKTUPOBAHKE JINTEPATYPHI MO JUCHUILIUHE,
- MOJATOTOBKA K CEMUHAPCKUM 3aHATHUSIM;

- BBITIOJIHCHHE 3aJIJaHUM JIJIT CAMOCTOSATEIIBHOU pabOThI.

4, OLIEHOYHLIE CPEACTBA JJIs1 KOHTPOJIA YCITEBAEMOCTHA
N PE3VJIbBTATOB OCBOEHUA JCHUITIJIMHBI
(cm. Dono oyenounvix cpeocms)

S. YYEBHO-METOAMYECKOE
N NTHOOPMAIIMOHHOE OBECITEYHEHUE TMCHUITIMHBI

5.1.  OcHoBHas nuTeparypa



Ne ABTOp (bI), HAMMEHOBAHHNE, MECTO U3TAHUSA
n/n H U31aTeJbCTBO, IO/

1 2

1. Hoponmna, JI. A. OpraHuzamuss W TEXHOJOTHS JOKYMEHTAI[MOHHOTO
oOecrieUeHNsT YIpaBlIeHUS : YYCOHHK M TPAKTHKYM JUIS aKaJeMHUYECKOTrO
OakanaBpuata / JI. A. Jloponmna, B. C. HputmkoBa. — MockBa
M3patensctBo FOpaiit, 2019. — 233 c¢. — (bakanaBp. AkageMuyecKuid
kypc). — ISBN 978-5-534-04568-0. — Texkct : anexrponnsiii / IBC IOpaiit
[catit]. — URL: https://www.biblio-online.ru/bcode/433078  (nmatal
obpamenus: 30.08.2020).

2. | Ky3nemoB, WM. H. JIOKyMEHTAIlMOHHOE  OOECTiCUeHHe YyIPaBJICHHUS.
JIOKyMEHTOOOOPOT U JIETOMPOU3BOJICTBO ;| YUCOHUK U MPAKTUKYM ISl BYy30B
/ N. H. Ky3nenoB. — 3-¢ u3., nepepad. u gomn. — Mocksa : M3gaTenbcTBo
Opaiit, 2020. — 461 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-
04275-7. — Texcr : anektponnbii // DbC IOpaiir [caiit]. — URL:
http://www.biblio-online.ru/bcode/449769 (nara obpamienus: 30.08.2020).

5.2.  JlomomHUTENbHAS TUTEpPATypa

Ne ABTOp (bI), HAMMEHOBAHHE, MECTO U3TAHUSA
n/n M U31aTeJIbCTBO, I'0J
1 2
1. | lllyBanosa, H. H. OcHOBBI fe10npou3BOACTBA. SI3bIK CIIy>KE€OHOTO
JIOKYMEHTA : Y4EOHHK U TPAKTUKYM. - Mockaa : FOpaiit, 2015. - 375 c.

— TeKCT : HenOCPEACTBEHHBIN.

2. | Adynanze, JI. I'. JlokymeHTaIMOHHOE 00€CTICUCHNE YIIPABICHHUS
MepCOHAJIOM : yueOHUK U TIpakTuKyM juist By3oB / J[. I'. A6ynanze, U. b.
Brimpsikkuna, B. M. MacnoBa. — Mocksa : M3narensctBo FOpaiit, 2020.
— 299 ¢. — (Bricmiee oopazosanue). — ISBN 978-5-534-00875-3. —
Tekct : anextponnsiii // OBC FOpaiit [caiiT]. — URL: http://www.biblio-
online.ru/bcode/450813 (nara odparmienus: 30.08.2020).

5.3. ba3el 1aHHBIX, HH(POPMALIMOHHO-CIIPABOYHBIE U TOMCKOBBIE CUCTEMBI:

1. BOOK.ru : anekTponHas 6ubnmoreka. — J[oCTyIT K TOJIHBIM TEKCTaM TI0 IMapoJTio.
— URL: http://www.book.ru (mara ooOpamenus: 30.08.2020). — Tekct
3JIEKTPOHHBIM.

2. East View : [0a3a manHbIX]. — JlocTynm K TIOJHBIM TEKCTaM CTaTed HAYYHBIX
xypnainoB u3 cetd PI'Y umenu C. A. Ecennna. — URL: https://dlib.eastview.com
(mata ooparenus: 30.08.2020). — TeKCT : AIEKTPOHHBI.

3. Moodle : cpena mucranunoHHoro ooyuenus / Ps3. roc. yH-T. — Ps3ans, [B.r.]. —
Hoctyn nocne peructparuu u3 cetu PI'Y umenn C. A. Ecenuna, u3z mro0oit
TOukH, wuMeroner gocryn k Matepumery. — URL: http://e-learn2.rsu.
edu.ru/moodle2 (mata oopamienus: 30.08.2020). — TekcT : 37EKTPOHHBIH.

4. Znanium.com : ayieKTpoHHas OuOaMoTeKa. — JIOCTYNm K IMOJHBIM TEKCTaM 10
napomo. — URL: http://znanium.com (mata oopamenus: 30.08.2020). — Tekcr :



http://www.book.ru/
https://dlib.eastview.com/
http://znanium.com/

AIEKTPOHHBIN.

. Tpyasl mpenojaBatenet : Kojulekuus // DnexkTpoHHas Oubinuoreka Haydnoii
oubnuorexkn PI'Y umenu C. A. Ecenuna. — JlocTyn K MOJHBIM TEKCTaMm IO
napomo. — URL: http://dspace.rsu.edu.ru/ xmlui/handle/123456789/3 (nara
obpammenus: 30.08.2020). — TekcT : 3IeKTPOHHBI.

. YuuBepcurerckas 6ubnuorexka ONLINE : snektponnas 6ubnuoreka. — Jloctyn
K MTOJTHBIM TEeKCTaM 1o 1apoJIIo. — URL:
http://biblioclub.ru/index.php?page=main_ub_red (mara oOparmeHus:
30.08.2020). — TekcT : 37IEKTPOHHBIA.

. DIIeKTpoHHas OMOIMOTeKa nuccepTaiuii . odpunmanbHeiil caift / Poc. roc. 6-kxa. —
MockBa : Poc. roc. 6-xa, 2003 - . — JocTtyn K mIONHBIM TEKCTaM W3
KoMmruiekcHoro yutansHoro 3ana Hb PI'Y umenu C. A. Ecenumna. — URL:
http://diss.rsl.ru (mara oopamenus: 30.08.2020). — TekcT : IIEKTPOHHBIN.

5.5. Tlepeuenp pecypcoB  HH(ODOPMALMOHHO-TEICKOMMYHUKAITMOHHON  CETH

«nTepuer» (manee — cerb «VHTEpHET»), HEOOXOAMMBIX I OCBOEHUS
JTUCUUTUINHBL:
. eLIBRARY.RU : Hayunas  snektpoHHas  OuOmmorexka. —  URL:

http://elibrary.ru/defaultx.asp, cBoOGoxaubiii (mara oOpamienus: 30.08.2020). —
TeKCT : 2JACKTPOHHBIH.

. Kubepnenunka :  HayyHas  onekTpoHHas  Oubmmorexka. —  URL:
https://cyberleninka.ru/, cBo6oausii (nata ooparienus: 30.08.2020). — TekcrT :
3JIEKTPOHHBIN.

. TOCT P 7.0.97-2016. OpraHuzalliOHHO-pacHoOpsIANTENbHAS JAOKYMEHTALIHS.
TpebGoBanus K 0(pOpMIICHUIO JIOKYMEHTOB. - URL:

http://ppt.ru/newstext.phtml?id=8194684, cBoOoaHBIH (HaTa  OOpamICHUS:
30.08.2020). — TekcT : 3IEKTPOHHBIH.

. TOCT P 7.0.8-2013 CUBU /. Jenonpon3BOACTBO U apXHUBHOE AENO. T€pMHUHBI U
omnpenenenus. - URL: http://docs.cntd.ru/document/1200108447, cBoOOIHBIM
(mara oopamenus: 30.08.2020). — TekcT : 3IEKTPOHHBIH.

. OHnukionenus jaenonpou3BojactBa / LleHTp KOMIETCHIMH IO BOMpOCaM
JIOKYMEHTAIMOHHOTO oOOecreueHus ymnpaBiieHuss u apxuBHoro nena. - URL:
http://www.edou.ru/enc/vvedenie.php, CBOOOTHBIMH (mata  oOpaieHus:
30.08.2020). — TekcT : 37€KTPOHHBIH.

. 6. Delo-ved.ru. Bce o nenmonpoussozctee. - URL: http://delo-ved.ru, cBoboambIit
(mata ooparenus: 30.08.2020). — TeKCT : AIEKTPOHHBI.

. O6pa3mp! u madmoHs! okymMeHToB. - URL: http://working-papers.ru, ceo0oaHbIi
(mata ooparenus: 30.08.2020). — TekCT : AIEKTPOHHBI.

5.5. [Tlepuonuueckue U3IaHUS:
1. Kypnan «CoOBpEMEHHBIE TEXHOJIOTUU JEJI0NIPOU3BOCTBA 51
JTOKYMEHTO00OpOoTa». ['0/10BbIe KOMILJIEKTBI, UHUTAIBHBIM 3a]l HAy4YHOU
oubmmorexu PI'Y umenu C.A. Ecenuna.
2. Kypnan «/lemonpou3BoJACTBO M JOKYMEHTOOOOPOT Ha MPEANPUSITUN.
['onoBbIE KOMIUIEKTHI, YUTAIbHBIN 3ain HayuyHoi O6ubinoreku PI'Y umenn C.A.


http://dspace.rsu.edu.ru/%20xmlui/handle/123456789/3
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Ecenuna.

6. MATEPHUAJIBHO-TEXHUYECKOE OBECIIEUEHUE JUCHUIIIMHBI

TpeboBanust k ayAUTOpUsIM (TOMEIIEHUSM, MECTaM) JIJIsl IPOBEACHHUSI 3aHITHIA:
JICKIIMOHHBIC ayJUTOPUH, OCHAIIECHHBIC BHJICOMPOCKIIMOHHBIM 000pYAOBaHUEM,
CpPEICTBAaMU 3BYKOBOCIPOHU3BEICHUS U JKpaHOM, OOOpyAOBaHHBIE Yy4eOHOI
Mebenblo; OMOIMoTeKa, MMeEoNas yuyeOHble MecTa JUIsl CTYAE€HTOB, OCHAIllEHHbIE
KOMIIBIOTEPHOM TEXHUKOM C JOCTynmoM K Oa3aM JaHHBIX U ceTu HHTepHer;
KOMIIBIOTEPHBIN KJIACC, MyJIbTUMENNHBINA KypC JEKIIUH.

TpeboBaHus K crieUaTU3UPOBAHHOMY 000PYI0BaHUIO: OTCYTCTBYIOT.

7. METOAUYECKUE YKA3AHUA U1 OBYUHAIOIINXCA

10 OCBOEHUMIO IMCHUITJINHBI

Bun yueOHBIX 3aHATHIA

OpFaHI/I3 anud JCATCIbHOCTH CTYACHTA

Jlexuus

Hanucanme ~ KOHCHeKTa — JIEKIMHA:  KpaTko,  CXEMAaTU4HO,
MOCTIeIOBATENbHO (PUKCUPOBATh OCHOBHBIC TOJIOXKEHHUS, BBIBOBI,
(bopMyaMpoBKH, 0000IIEHNS; TTOMEYaTh Ba)KHbIE MBICIIH, BBIIEIATh
KJIFOYEBBIE CJI0BA, TepMHHBL. IIpoBepka TEpPMHHOB, MOHATHHU C
MIOMOILBIO  JHUMKIIONEIMH,  cilioBapeil,  CIPAaBOYHUKOB  C
BBIIIMCBHIBAHUEM TOJIKOBaHMM B TeTpajgb. OO03HAYUTH BOIPOCHI,
TEPMUHBI, MaTepuall, KOTOPBIN BBI3BIBAET TPYJHOCTH, IIOMETUTh U
MOMNBITaTbCSI HAWTU OTBET B PEKOMEHJyeMOW muteparype. Ecim
CaMOCTOSITENILHO ~ HE  yjAaeTcss pa3o0OpaTbcsi B Marepuaie,
Heo0x0IuMo cpopMyIHpOBaTh BONIPOC U 3a]1aTh NPENOAABATEIO Ha
KOHCYJIbTallMM, Ha IPAKTUYECKOM 3aHATUU. YENUTh BHHUMaHUE
CJIETYIOIIMM NOHSTHUSIM (IIEPEUUCIICHNE TOHSITUI) U JIp.

[TpakTUyeckue 3aHATUS
(ceMUHApCKHUE 3aHITHSA)

IlogroroBka K KaXIOMY 3aHATHIO JOJDKHA  HAYaThCsl C
O3HAKOMJICHHsI C IUIAHOM CEMHHApPCKOIO 3aHATHS, KOTOPBII
OTpaXkaeT COACP)KAaHMWE TPEIIOKEHHOM TeMbl. THiaTenbHOE
MIPOAYMBIBAHHE W HM3Y4YEHHE BOIPOCOB IUIAHA OCHOBBIBAECTCS Ha
npopaboTKe TEKYIIero Marepuaia JeKIUH, a 3aTeM H3y4eHUs
00s13aTeIbHON U JOMOJIHUTENBHON JTUTEpaTyphl, PEKOMEH/I0BaHHYIO
K gaHHOM Teme. Ha oOCHOBe WMHIMBUAYaIBHBIX IPEANOYTECHUN
CTYIEHTY MOYKHO CaMOCTOSITEJIbHO BBIOpAaTh TeMy JOKJIaja IO
npobiemMe ceMHHapa M IO BO3MOXXHOCTU HOJTOTOBUTH 110 HEMY
MpE3eHTANI0. ECIM mpenyCMOTPEHO BBINOJHEHHE MPAKTHYECKOTrO
3aJJaHus, TO €r0 HEOOXOIUMO BBITIOJIHUTE C YUETOM IPEI0KEHHOM
MHCTPYKUUU (YCTHO UJIM MMMCbMEHHO).

IIpu mOArOTOBKM K CEMHUHAPCKUM 3aHITUSAM, HEOOXOMMO OOpaTHTh
ocoboe BHUMaHUE Ha CaMOCTOSITENIBHOE U3y4eHue
PEKOMEHIOBAaHHOW Y4eOHO-METOAMYECKON (a Takke HAyYHOH U
MOMYJISIPHOI ) TUTEPaTYPHI.

KoHcnekTupoBanue MCTOYHUKOB. PaboTa ¢ KOHCHIEKTOM JIEeKLUH,
MIOATOTOBKA OTBETOB K KOHTPOJBHBIM BONpPOCaM, IPOCMOTP
PEKOMEHAYeMO# JTUTepaTyphl, paboTa ¢ TeKCTOM (yKa3aTh TEKCT U3
WCTOYHUKA U Jp.), MPOCITYIIMBAaHUE ayIuo- U BHJAEO3aIMUced IO
3aJJaHHOM TEME U JIp.




[IpakTrueckue 3aHATUS
(mpakTHueckas paboTa)

3anucath TeMy W IIe7b MPAKTHYECKOW paboTHI, 3ammucaTh KOPOTKO
npennoxxeHHsie 3ananus. OdopmieHrne TOKyMEHTOB MPOU3BOJAUTCS
B pemaktope Microsoft Word ¢ coOmrogeHueM BceX OTCTYIHOB H
WHTEpBAJIIOB. Bce  BBINIONHEHHBIC 3aJaHUS  JIOJDKHBI  OBITh
pacrieyatanbl ¥ MPEJICTaBICHBI PEOIaBATEIIIO JIJIsl IPOBEPKHU.

ITogroroska k 3ayeTy

IIpu moxaroTroBke K 3a4eTy HEOOXOAMMO OPHEHTHPOBATHCA Ha
KOHCIIEKTHI JIEKIIUI, pEKOMEHAYEMYIO JTUTEpaTypy U 1ip. ['oToBACH K
3a4eTy, CTYACHT JHMKBUAUPYET MMEoIuecs NpoOenbl B 3HAHUSX,
yrayOIisieT, CACTEMAaTU3UPYET U YIOPsI0YUBAET CBOU 3HAHUSI.

8. TPEBOBAHUMA K ITPOI'PAMMHOMY OBECITEYHEHUIO YUEBHOI'O

[TPOLIECCA:

Cranpaprasiii HaOoop 11O (ais kadeapaibHbIX HOYTOYKOB):
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1. eab ocBOCHUSA TMCHUNIMHBI
[{enpro ocBOEHUS NUCUUILIUMHBI «/OKyMeHTallMOHHOE OOecrieYeHre yrpaBIeHUsD
ABJIIETCST (POPMUPOBAHUE Yy O0yYaE€MbIX KOMIETEHIIMI KaK KOMIUIEKCOB 3HAHUM,
YMEHUW ¢ BIIQJICHUH, B COBOKYIIHOCTH oOecreyuBaomux 3PEGeKTUBHOE
JIOKYMEHTUPOBAHHE U OpraHu3aluio paboThl C JOKYMEHTaMH B IIpoliecce
OCYIIECTBJICHUS yIpaBIeHYECKUX (PYHKIIMIA B OpraHU3aI1H.

2. Mecto nucunmiiuasbl B crpykrype OIIOII

YdeOHasi AMCUMIUIMHA OTHOCHUTCS K JTUCHHUIUIMHAM IO BBIOOPY 4YacTH,
dbopMupyeMoOil ydaCTHUKaMH 00pa30BaTEIbHBIX OTHOIICHHH bioka 1.

JucuunnuHa usyyaercst Ha 3 Kypce (3UMHSIS ceccus).

3. TpyaoeMkocTh, JAUCUMINIMHBI: 3 3adeTHbIX eauHui, 108
aKaJIEMUYECKUX YacOB.
4, Ilnanupyemblie  pe3yabTaTbl O0y4YeHHMsI 1O  JMCIHUILVIMHE,

COOTHECECHHBIC C INIAHUPYEMBIMMU pE3yJabTaTaMHU OCBOCHHUA Oﬁpai‘lOBaTe.ﬂbHOﬁ
NnporpaMMmbl 1 HHAUKaATOPpaM JOCTHKCHUA KOMIIeTeHIUM:

HepequL IJIAHUPYEMBIX PE3YJIbTATOB O6yquH$I 10 AU CHUIIIIMHEC
B PpeE3yiibTaTC U3YUCHUA JUCIIUIIIINHBI 06y‘IaIOH.[I/I€C$[ JOJIDKHBI:

KOZ[ 1 HAMMCHOBAHUEC
HHAUWKATOpa JOCTHIKCHUS

KOMICTCHIMH 3HaTh YMetb BianeTh (HaBbIKaMM)
3 4 5 6

VYK-4.3. Co3gaet Ha CucreMsl CocCTaBIATh TepmuHonoruei B
PYCCKOM H JIOKYMEHTAIlUU OpTraHu3alMOHHO- chepe 10Y
WHOCTPaHHOM(BIX) Henu u 3anaun MIPaBOBBIC IOKYMEHTHI ITpuemamu
SI3BIKAX MUCHbMECHHBIC JIOKYMEHTAI[HOHHOTO (TIomoKeHMS, HCITOJIB30BaHUS
TEKCTBI obecreueHus WHCTPYKITUH ) YHU(PHUIMPOBAHHBIX
poheCCHOHATBHOMN ympasienus (JJOY) B CocTaBsTh (hopM 151 COCTaBIICHUS
TEMAaTHUKH HAYIHOTO U OpraHH3aIuu pacrnopsiuTeNbHEIE OpTraHU3aIMOHHO-
Oo(UIHATHEHO-/IETIOBOTO JIOKYMEHTBI, pactopsAUTENbHBIX
CTHJICH peuu; BiIaaeeT M3/1aBacMbIC B YCIIOBUAX | TOKyMEHTOB

0a30BBIMH HaBBIKAMHU
pelaKTHPOBAHUS
COOCTBEHHBIX TEKCTOB.

€IMHOJINYHOTO
KOJUIETHAJIBHOTO
NPUHATHS PEIICHHS
(mpukassl,
pacnopsuKeHUs,
pereHus)
CocTaBmsTh
WHPOPMAITHOHHO-
CIIpaBOYHbBIC
JIOKYMEHTBI;
Knaccudunmposatsb
CITy)eOHYO
JOKYMEHTAIHIO B
COOTBETCTBHH C
HOMEHKJIATYPOii Je
OpraHu3aluu




[IK-2.1. Ymeer TpeboBanus K [TpumensTe TpeboBanus | TeXHUUECKUMH
o(hopMIIATH Hay4IHBIE o(opMIIeHUIO K 0(pOpMIICHUIO IpUeMaMH 3aI0JTHEHUS
OTYETHI U nmokymeHToB 110 'OCT P| pekBU3UTOB JOKYMEHTOB| (opmyisipa-oOpasia
JIOKYMEHTAIIHIO 7.0.97-2016 npu pazpaboTke JIOKYMEHTa
Oransl IIPOEKTOB Hopmartusamu
TEXHOJIOTHUECKON OpraHu3alOHHO- opraHu3anuu padbodnx
LEMOYKH 00pabOTKH U pachopsiAUTENbHBIX MmecT ciryk0b61 IOY
JIBUKEHHS JOKYMEHTOB | JOKYMEHTOB TexHn4yeckumMu
B OpraHU3aluu CocCTaBJISITh JIOKAJIBHBIE | NPUEMaMH EePBUYHOM
HOpPMaTHBHBIE aKThI O 00pabOTKH BXOISIINX
cyx6e 10Y JOKYMEHTOB
OpranunzoBatb HaBrikamu peructpanun
JBIDKEHHE JOKYMEHTOB | JIOKYMEHTOB
BHYTPH OpraHu3aluu [Tpuemamu 06paboOTKH
Kontponuposats HCIOJHEHHBIX U
UCTIOJIHEHHE OTIIPABIISIEMBIX
JOKYMCHTOB. JOKYMCHTOB.
[IK-2.2. Ymeer [HonsTus AHanu3upoBaTh Mertongamu aHanuza
PEIOCTABIAT JOKYMEHT0000poTa U TEXHOJIOTHYECKHUE JOKYMEHTOIIOTOKOB B
PE3YJIbTAThI JOKYMCHTOIIOTOKaA CXEMbI IBUKCHUA opranusanuu
HCCIEA0BATEIBCKON [TapameTpsl aHanu3a JIOKYMEHTOB B
paboTHI C yueToM JOKYMEHTOIIOTOKOB B OpraHu3alyu
ocobeHHoCTE! OpraHu3aluu
MMOTCHIIMAILHON
ayIUTOpUHN

5. ®opMa NpoMeKYTOYHOM aTTeCTAMU U ceMecTP (bl) MPOX0XKICHUSA
3aueT (3UMHSISI Ceccus).

JlucuumimHa peanu3yeTcsi Y4aCTUYHO C MNPUMEHEHUEM JUCTAHIIMOHHBIX
o0pa3oBaTeIbHBIX TEXHOJOTHM.




