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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[enssMu OCBOEHUS YUEOHOW JUCUUIUINHBI SBIISFOTCS:

- c)opMUPOBATH y CTYJIEHTOB KOMIUIEKC COBPEMEHHBIX 3HAHUH, YMEHUN U
HaBBIKOB, HEOOXOUMBIX JIJIs1 NPOPECCUOHANIBHOMN IE€ATEIbHOCTH M0 00ECIICUEHUIO
IOJIHOMOYHH rOCYJapCTBEHHBIX U MYHHUIIMIIAIBHBIX OPTaHOB;

- ITIO3HAKOMUTH CTYyJACHTOB C  TEOpPETUYECKUMU BOITpOCaMU
JOKYMEHTAI[MOHHOTO  OOecleueHus]  yOpaBlieHUs,  BbIPaOOTaTb  HAaBBIKH
WCIIOJIb30BAaHUSI COBPEMEHHBIX TEXHOJIOTUH JENONMpPOU3BOACTBA, CHOPMHUPOBATH
yOXKICHHOCTh B HEOOXOAMMOCTH TOCTOSSHHOTO M CHCTEMHOTO OOHOBIICHUS
3HaHUU B 00JaCTH JOKYMEHTUPOBAHHUS YIPABIECHUYECKON ACSTEIbHOCTH;

- TIOKa3aTb  B3aMMOCBS3b  PA3JMYHBIX YPOBHEH  yIpPABICHUS U
COOTBETCTBYIOIIMX UM JIOKYMEHTOB; U3yUUTh KIACCU(PUKAIIMNIO TOKYMEHTOB U UX
pOJIb B YIpPaBICHUM MPEANPHUATHEM, H3YYUTh HOPMATUBHO-IIPABOBBIE AKTHI,
03HAaKOMUTh C COBPEMEHHBIMU TPEOOBAaHUSAMH K JOKYMEHTaM, MPUBHUTH HABBIKH
aHajn3a JOKYMEHTa, IPUBUTHh HABBIKU IPOEKTHUPOBAHUS JOKYMEHTOB.

3ajaun Kypca COCTOST B TOM, YTOOBI HA OCHOBE KOMIUIEKCHOTO MOAXO0/a
pa3zpalbaTbiBaTh W BHEIPSITH B CHCTEMY JOKYMEHTOOOOpPOTa COBPEMEHHbIE
TEHJEHIMY, ABTOMATU3UPOBAHHBIC CHUCTEMBI YIPAaBJICHUS, HOBBIE HAay4YHBIC
JOCTUKEHUS.

2. Ilnanupyembie pe3ynbTaTbl 00yYEHUS O JUCUUILIMHE (MOIYJIIO).

Ilepeuenp GopMUPYEMBIX pe3yJbTAaTOB OCBOSHHS  00pa3oBaTeIbHOM
mporpamMmbl (KOMIIETEHIINI) B PE3yJIbTaTe 00yUeHHUs 10 AUCIUILTAHE (MOIYIIIO):

OIIK-7 - CroocoOeH OCyHIEeCTBISATh BHYTPUOpPraHU3aLMOHHBIE U
MEXBEJOMCTBEHHBIE KOMMYHUKAIIMK, O00ECNeuYnBaTh B3aWMOJCHUCTBHE OpPTaHOB
BJACTH C TpaXJAaHaMH, KOMMEPUYECKHMMH OpraHU3allusSMH, HWHCTHTYTaMH
rpa)<I1aHCKOro 0OLIEeCTBa, CPEICTBAMU MAacCOBOM MH(pOpMAIU.;

YK-4 - CnocobGeH OoCyHIeCTBIATh JETOBYI0O KOMMYHHUKAIIMIO B YCTHOW H
NUCBMEHHON (opMax Ha TocyJapcTBEHHOM si3bike Poccuiickort ®enepanuu u
MHOCTPaHHOM(BIX) SI3bIKE(aX).

OOGy4eHwue 1Mo JUCUUIUIUHE (MOIYJII0) MPENoJaraeT, 4YTo Mo ero pe3yJibTatam
oOyyaroruiicst Oyier:

3HaTh:
- TEOPETUYECKHE OCHOBBI OPraHU3AIMOHHOM CTPYKTYpbl, CHUCTEMBbI
MOJTYMHEHUS U B3aUMOJICUCTBUS B OpraHU3alINM;



- TEOPETUYECKUE OCHOBBI JAEIOBOM KOMMYHHMKALIUHM B YCTHOW U NMMHUCbMEHHOMN
¢dbopmax Ha rocynapcTBeHHOM s3bike Poccutickoit deneparum 1 ”HOCTpaHHOM(BIX)
si3pIKe(ax).

Ymersb:

- CTPOUTH HEPAPXUI0 OTHOIICHUH B CTPYKTYpE OpPTaHU3ALMU C TEM, YTOObI
BIIOCJICZICTBUM BHJETh HaIlpaBJICHHE MH(POPMALMOHHBIX U JOKYMEHTALMOHHBIX
IIOTOKOB B OPTaHU3AlINY;

- OCYUIECTBJIATb  BHYTPUOPraHM3AIlMOHHBIE U  MEXKBEIOMCTBEHHbIE
KOMMYHUKAIMHU, 00€eCleurnBaTh B3aUMO/ICHICTBUE OPTAHOB BIIACTH C IPaKJaHAMHU,
KOMMEPUECKUMU OpraHU3alUusIMU, HMHCTUTYTAMH TPaXXTAHCKOTO OOIIECTBa,
CpelcTBaMU MacCOBOW MH(OpPMaLIUU.

Baagern:

- BUJCHHEM  OpPraHU3alMOHHBIX  B3aUMOCBSI3€d MpU  MPHUHATUU
yIPaBJIECHYECKUX PELICHUI;

- HaBBIKAMU JICJIOBOM KOMMYHHUKAIIMM B YCTHOM M MUCBMEHHOM (hopmax Ha
rocyiapcTBeHHOM si3bike Poccuiickoit denepannu 1 ”HOCTpaHHOM(BIX) SI3bIKE(AX).

3. O0beM AUCIUTLIUHBI (MOIYJIs).
3.1. O6mias TpyI0eMKOCTb JUCIUILUIMHBI (MOTYJIS ).

OO6mast TPyIOEMKOCTh AUCHUIUIMHBI (Moayssi) coctaBiser 4 3.e. (144
aKaJeMHYeCKuX Jaca(oB).

3.2. O6bem pguctuIuMHbBl (MOAyJsi) B (opMe KOHTAaKTHOW paboTh
oOydJarommxcss ¢ MENarorMYecCKUMHU  padOTHUKaAMU U (WIKM)  JIHUIAMH,
MIPUBJICKAEMBIMHU K peau3aiui 00pa30BaTEIbHON MPOTPaMMBbI Ha MHBIX YCIIOBHUSX,
TIPY MIPOBEJICHUHN YUCOHBIX 3aHITHI:

KomnuectBo yacos

Turm yqeOHBIX 3aHITHI
Bcero | Cemectp Ned

KonrtaktHas paboTa mpu npoBeIeHIH YUeOHBIX 3aHATHH (BCETO): 48 48
B ToMm uncne:

3aHATHSA JIEKITMOHHOTO THITA 16 16
3aHATHS CEMUHAPCKOTO TUIA 32 32

3.3. O06bemM mucHUIUIMHBI (MOIyYJA) B (OpME CaMOCTOSITENIbHONW pabOThI
oOyyarommxcsi, a Takke B (opMe KOHTAKTHOH pabOThl OOydYarOMIUXCS C
NeIarorn4ecKUMH pabOTHUKAMU U (WJIH ) JIMIIAMHU, TIPUBJIEKAEMbIMH K peaTr3aIiu
o0pa3oBaTeNbHON MpOTrpaMMbl HA HWHBIX yCIOBUSIX, TMPH TPOBEIACHUU
IPOMEKYTOUHOM aTTecTallMK coCcTaBisAeT 96 akaeMuueckux yaca (OoB).




3.4. 1Ipu 0Oy4eHnu 1o UHAUBUyAJIbBHOMY Y4€OHOMY IIJIaHy, B TOM YHCJIE IIPU
YCKOPEHHOM 00Yy4YeHUHU, 00BEM JUCITUTUTHHBI (MOIYJIsI) MOXKET OBITh peain30BaH
MOJIHOCTBIO B (POpPME CaMOCTOSITENFHOM pabOThl 00yUaIOUINXCs, a TakKe B hopme
KOHTaKTHOW padO0Thl OOy4YaIOMIMXCA C MEJAroru4ecKuMu pabOTHUKAMHU U (WJIN)
JUIAMH, TIPUBJIEKAEMBIMH K pealiu3alliid 00pa30BaTeIbHON MPOrpaMMbl Ha MHBIX
YCIIOBUSIX, IIPU [IPOBEJICHUU IPOMEKYTOUHON aTTECTALIUH.

4. ConepxaHue JUCUUIUIAHBI (MOIYJIA).

4.1. 3aHsaTus JIEKIIUOHHOTO THIIA.

/ TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC
/11

1 OCHOBHBIE ITOJI0KEHUS I10 JOKYMCHTHPOBAHHWIO ynpaBnqueCKoﬁ NCATCIIBHOCTH.
PaccmarprBaeMbie BOTIPOCHI:

- BHJIBI JOKyMEHTOB U MX KJIACCHU(HUKAIINS;

- cItocoOBI TOCTaBKH TOKYMEHTOB BHE OpTaHU3AINH;

- opranuzanus paboTsl ¢ JOKyMEHTaMH.

2 yHI/I(bI/IKaI_II/ISI U CTaHAapTU3alus YIIPABICHYCCKUX JOKYMCHTOB.
PaccmaTtpuBaeMble BOIIPOCHI:

- KIIaccuUKanys JOKyMEHTOB;

- yHA(UKAIUS 110 Pa3IHIHBIM IPHHIUIAM;

- rpudoBaHNE JTOKYMEHTOB

3 ([IpaBuia opopMIIeHHS yIPaBICHYECKUX TIOKYMEHTOB.
PaccmarpuBaeMble BOIpOCHI:

- IOpUANYECKas IPOBEPKA JOKYMEHTOB;

- CHCTEMA Y ITPUHLUIIBI CO3JJaHUs JOKYMEHTOB;

- COCTaB PEKBU3HMTOB JJOKYMEHTOB;

- (hopMyJTApEI U GJIAHKH JOKYMEHTOB.

4 |TpeOGoBaHus K OJlaHKaM JJOKYMEHTOB.

PaCCManPIBaeMBIe BOIPOCHI:

- yHu(]HKanusA OJaHKOB JTOKYMEHTOB;

- CO6J'IIOZ[GHI/IC PEKBU3UTOB HA OnaHKax JAOKYMCHTOB;

- CrIoCcOO0BI IIOATOTOBKH 0JIaHKOB B CHCTEME yupaBJICHUSA ,I[OKyMGHTOO60pOTOM.

5 OpFaHI/BaHI/IOHHO-HpaBOBHC AOKYMCHTBI

PaccmarpuBaemble BOIPOCHL:

- 00s13aTEILHEIE OpPraHnu3alMOHHBIC TOKYMCHTBI U CHOCOOBI UX XpaHECHUA,

- OpraHMn3alfuOHHO-TIPABOBLIC TOKYMEHTEI U UX POJIb B pa60Te OpraHu3anuun.

6 |PacmopsauTenbHBIE TOKYMEHTHI B OpraHH3aIin
PaccmarpuBaeMble BOIIPOCHL:

- POJIb IPHIKA30B B YIIPaBIEHUH OpraHn3aIyen;

- pactopspDKeHUs! B CHCTEME YIIPaBIICHUS;

- COBETHI M PEKOMEHIallNH KaK CII0c0o0 yIpaBIICHHUSL.

7 |MHpOpMalmOHHO-CIIPAaBOYHAS TOKYMEHTAIIUS B OPraHU3aIIH.
PaccmarpuBaembie BOIPOCHL:

- OCHOBHBIE HH()OPMAITHOHHO-CIIPABOYHbIEC JOKYMEHTHI;

- IBIDKEHUE JJOKYMEHTOB B MH()OPMALIMOHHO-CIIPAaBOYHON CHCTEME JJOKyMEHTO000poTa.




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

KanpoBas noxymeHTanus

PaccmarpuBaembie BOIIPOCHL:

-OCHOBHBIE KaJJPOBBIE JJOKYMEHTBL;

- 0COOCHHOCTH XpaHEHHUs KaJIpOBOH JOKYMEHTAIHY;
- COCTaBJICHUE KaJpOBOT0O Pe3epBa B OpraHU3alku.

XpaneHue JOKyMeHTOB. X caava B apXuB.
PaccmarpuBaembie BONPOCHL:

- HOMEHKJIaTypa JIe;

- o opMIIEHHE IET;

- IIOATrOTOBKA U I€peaayva aejiI B apXuB.

4.2. 3aHATHS CEMHUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/o

Tematuka MPAKTUYICCKUX 3aHATHH/ KpaTKOC COACPIKAHNC

Ponb HAOKYMCHTOB B MCKBECIJOMCTBCHHOM )IOKYMCHTOO60p0Te
B pesynbrate paboThl HaJ TEMON CTYJEHT MOJIy4aeT HaBbIK 3HAKOMCTBA C BUJIaMHU JOKYMEHTOB B
OpTiIaHU3ALNH.

PexBusurtsl, perynupyemsie 'OCT P 6.30-2003, npaBuiamu 1€I0MpOU3BOICTBA

deneparbHBIX OPTaHOB UCTIOTHUTEIHHOM BIACTH
B PE3yJbTAaTC BBIMIOJIHCHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT I1OJIYyYacT HABBIK U3YYCHUA CI)CI[epaJ'ILHLIX
JOKYMEHTOB C ICJIbIO HEAOITY ICHUSA Heren(Horo OTHOLICHHA K Oq)OpMJ'IeHI/IIO JOKYMCHTalUU.

bnanku u (1)OpMy.H$IpBI COBPEMCHHOI'O MCXKBCAOMCTBCHHOI'O I[OKYMGHTOO60pOTa
B pe3synbrare BRINOIHEHHUS MPAKTHYECKOTO 3aJaHUS CTYIEHT yUUTCS paboTaTh ¢ OJJaHKaMM OpTaHU3AIMH U
(hopmysipamu, MproOpeTaeT HaBBIK YBEPEHHOI pabOoThI ¢ JOKyMEHTaMH.

BI/IZ[I)I U MOPAJOK PACIIOJIOKCHHUA PCKBU3UTOB B IOKYMCHTC.
B pesynbrate paboThl Hal TEMOH CTYJEHT YUUTCS pa3iindaTh PEKBU3UTHI JOKyMEHTOB, pa30upaeT OmOKH
pa3MeIeHHs] PernOHABHBIX U (elepaTbHBIX PEKBU3UTOB.

Me:xBe10MCTBEHHBIE JOKYMEHTHI B OpraHu3aluu: opunnaibHele (CiiykeOHbIE) 1

JIMYHBIC (HepCOHaJ'H)HHe).
B pesynbrare paboThl Ha IPAKTUUECKOM 3aHATHH CTYACHT OIpeessieT MeXBEIOMCTBCHHYIO B3aUMOCBS3b
JIEIIOBOM U IMYHOM NEPENUCKU.

OcHoBHbI€ TpeOOBaHUS K 0)OPMIIEHUIO OPraHU3allMOHHO-TIPABOBOM JJOKYMEHTAI[UU
B pe3yibTare pa6OTBI Ha MPAKTUYCCKOM 3aHATHUH, CTYACHT MOJYy4YacT HABBIK COCTABJICHUS
OpFaHHBaHHOHHO'HpaBOBOﬁ AOKYMCHTAllU B OpTraHU3alluu.

OcHoBHbIE TpeOOBaHUS K paCIOPAIUTENLHON TOKyMEHTAllN B OpraHU3aIliH.
B pesynprare paboThl Ha IPAaKTUYECKOM 3aHATHH CTYICHT OTPa0aThIBaeT HABBIK COCTABIICHUS
pacnopsAUTEIbHON JOKYMEHTALUH.

Poinn I/IH(I)OpMaLIHOHHO-CHpaBO‘{HOfI AOKYMCHTAIIMU B OpraHU3allnuu.
B pesynprare paboThl Ha TPAKTHUECKOM 3aHSATHH CTYACHT OTpabaThIBaeT yMEHHUS O0POPMIIITH
MH()OPMaLMOHHO-CIIPABOYHYO JOKYMEHTAIMIO M OTCIIC)KUBATh €€ JABI)KEHHE B OPTaHH3aLHH.

Cucrema MmIaHOBO-OTYETHOM JOKYMEHTALIMU
B pesynbrate paboThl Ha MPAKTHYECKOM 3aHSITHH CTYAEHT MOJIy4aeT HaBbIK M0 ()OPMUPOBAHUIO TUIAHOBO-
OTYETHOH JOKYMEHTAIMU B Pa3JIMYHBIX OpMax.

10

Oco0eHHOCTH KaJpOBOM TOKYMEHTAIIHH.
B pesynbrate paboThl Ha MPAKTUUECKOM 3aHITHHU CTYAEHT MOTy4aeT HABBIK O(OPMIICHHS KaJPOBBIX
JIOKYMEHTOB, UX XpPaHEHHUS U CIAYU B apXUB.




/o

TemaTuka MpakTHYECKUX 3aHATUI/KpAaTKOE CoJlepKaHHE

11

Opranuzanys padoThI ¢ MOCTYNAIOIIUMHI JOKYMEHTAMU
B pe3ysibTare paGOTI)I Ha MPAaKTUYCCKOM 3aHATUUN CTYACHT MOJY4aCT HaBbIK 110 O(i)OpMJ'IeHI/IIO BXOZ[HIlIeﬁ
JIOKyMEHTalUH.

12

Opranu3anus padoThl C HCXOAAIICH TOKyMEHTaIUCH
B pe3ysbTare paGOTLI Ha MPAaKTUYCCKOM 3aHATUUN CTYACHT MOJY4aCT HaBbIK I1O O(i)OpMJ'IeHI/IIO HCXOHHHICﬁ
JIOKyMEHTaLUH.

13

OcobeHHoCTH OPOPMIICHHUS JEIIOBBIX TTHCEM.
B pesynbrare paboThl Ha IPAKTHUECKOM 3aHSATHH CTYACHT IIOIy4aeT HABBIK 110 0(OPMIICHHIO JETTOBBIX
ITHCEM.

14

3HaueHMe HOMCHKIJIATYpPbI A€ B OpraHu3aiuun
B pe3ysibTare pa60T1>1 Ha MPAaKTUYCCKOM 3aHATUUN CTYACHT MOJY4aCT HaBbIK 11O (bOpMPIpOBaHI/IIO A€, uX
TMOMOJIHCHUIO U XPAHCHUIO B OpTaHU3alluu.

15

HOIIFOTOBK& AOKYMCHTOB K CIa4€ B apXUB.
B pesynbrate paboThl Ha MPAKTHYECKOM 3aHSITHH CTYACHT MOIy4aeT HaBBIK M0 ()OPMUPOBAHHIO
JOKyMEHTOB K XpaHEHHIO B COOTBETCTBUH C T PeOOBaHMSIMH HOMEHKIIATYPBI €.

16

Pabora koH(uACHIMAIBEHOM HHPOpMAaLKEH.
B pesynbraTe paboThl Ha MPAKTHYECKOM 3aHITHH CTYACHT MOJIy4aeT HaBBIK [0 IPYyTIIaM CEKPETHOCTU

JOKYMEHTalluu U 0COOEHHOCTSIM pa60T1>1 C pa3jIMYHbIMH BUAAMU KOH(I)I/IL[GHHI/I&HI)HOCTI/I.

4.3. CamocrosiTenbHas padoTa 00ydaroImmxCs.

n/o

Bun camocTosiTennsHOM paboThI

M3yuyeHue NONOIHUTENBHON JINTEPATYPBL.

IToaroroBka k MPAKTUYCCKUM 3aHATUIM.

Odopmnenue 6J1aHKOB TaKyMEHTOB.

Al owl N R

Cocrapnenue HHPOPMAIMOHHO-CIPABOYHOM TOKYMEHTallUU (3asiBJICHUE,
OOBSICHUTENbHAS 3aTHCKa, JOKJIaIHas 3aIucKa U JIp. )

IToaroroBka k HpOMG)KyTO‘-IHOﬁ aTTeCTalnu.

IToaroroBka k TCKYILIEMY KOHTPOJIIO.

5. Ilepeuenr wu3maHuii, KOTOpPHIE PEKOMEHIYETCS WCIOIB30BATh MPHU

OCBOCHHUU JUCHUIUIUHBI (MOIYJIA).

11\/?1 bubnuorpaduyeckoe onucanue Mecto noctyna

1 | Adymamze, JI. I'. JlokyMeHTaITMOHHOE 0OCCIICUeHUE URL.:
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By30B / JI. I'. Abynanze, U. b. Beimmpsixkuna, B. M. (nara obpamenus:
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W3narensctBo HOpaiit, 2024. — 374 ¢. — (Boiciiee SNICKTPOHHDIN
obpazoBanue). — ISBN 978-5-534-16669-9.

2 | Ky3nenos, U. H. JlokymeHTanmoHHoe odbecnieueHme URL:

YIpAaBIEHHUS TIEPCOHANIOM : YIEOHUK M MPAKTHKYM IS https://urait.ru/bcode/536192
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(Beicmee oopazoBanue). — ISBN 978-5-534-16692-7. DIEKTPOHHBIH

6. IlepeuyeHb COBpEMEHHBIX IPOPECCHOHANBHBIX 0a3 JaHHBIX |
WH()OPMAITMOHHBIX CIIPABOYHBIX CHCTEM, KOTOPBIE MOTYT HCIOJIb30BAThCS IPHU
OCBOCHUU JUCHUIUIUHBI (MOIYJIA).

Odunmansuseiii caiit PYT (MUUAT) (https://www.miit.ru/).

Hayuno-texandeckas 6unbmuorexka PYT (MUUT) (http:/library.miit.ru).

Oo6pazoBatenbHas wiatdopma «tOpaitt» (https://urait.ru/).

OOmue WHPOPMAIIMOHHBIC, CIPABOYHBIE W  IOWCKOBBIC  CHCTEMBI
«Koncynprant [Tmroc», «["apanTy.

7. IlepedyeHp  JHUIICH3MOHHOTO M  CBOOOJHO  PacHpOCTPaAHIEMOTO
MpOrpaMMHOr0 OO€CTedYeHus, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRA,
HEO0OXOIMMOTO /I OCBOCHHMS JUCIUTIIIUHBI (MOIYJIs).

Microsoft Internet Explorer (uiu apyroii 6paysep).
Omneparrionnas cucrema Microsoft Windows.

Microsoft Office.
CucrteMa aBTOMaTU3UPOBAHHOTO MPOEKTUpOoBaHus Autocad.

8. Ommcanme MaTepUATBHO-TEXHUYECKOW 0a3bl, HEOOXOTUMON IS
OCYIIECTBJICHHUSI 00pa30BaTEIHLHOTO MPOIecca MO AUCIUTITHHE (MOIYIIIO).

YyebHble ayIUTOpUM JUIsl TPOBEACHUS YUYEOHBIX 3aHSATHUN, OCHAIEHHBIC
KOMIIBIOTEPHOU TEXHUKON U HAOOpaMH IEMOHCTPAIIMOHHOTO 000PYy10BaHUS.

9. ®opmMa MPOMEKyTOUHOH aTTECTAITHH:

3auer B 4 cemecTpe.

10. OueHouHble MaTEpHUAIBI.

OueHoYHbIE MaTepUalibl, TPUMEHSIEMbIE TIPU MPOBEJICHUH MTPOMEKYTOUHON
aTTeCTallui, pa3padaThIBAIOTCA B COOTBETCTBUHU C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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