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1. IEJI OCBOEHMSI YUEBHOM U CHUTIINHBI

LensiMu OCBOCHHSI TUCIUTUIUHEI «J[OKYMEHTOBEIEHUE U IOKYMEHTOOOOPOTY SIBISIOTCS:

- IaTh CTyJICHTaM, OyaynuM OakaaaBpam B 00J1acTi HH(POPMAIMOHHOM 06€301MacHOCTH,
KOMIUIEKC COBPEMECHHBIX 3HAHHI, YMEHHI U HABBIKOB, HEOOXOIUMBIX JIJIsl TPO(ECCHOHATBLHON
NEeSITETTHHOCTH.

- (hopmupoBaHUE Y CTYACHTOB HABBIKOB OPraHU3aluu PabOTHI C IOKYMEHTAMHU.



2. MECTO YYEBHOMH JJUCHUILJIMHBI B CTPYKTYPE OII BO

VYuebnas qucuuiumHa "JloKyMEHTOBEICHHE U IOKyMEHTOO000pOT" OTHOCHUTCA K OJIOKY 1
" IucuurauHbl (MOAY/IU)" U BXOAUT B €ro 0a30BYIO YacTh.

2.1. HaumeHoBaHUs NpeaIIeCTBYOIIMX AUCIHILIAH

2.2. HauMeHoBaHHe nmocJie Ay omux JTUuCHUIIINH



3. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHMUS 11O JUCHUIIJIMHE (MOAYJIIO),

COOTHECEHHBIE C IINTAHUPYEMbBIMH PE3YJIbTATAMHU OCBOEHMUSA

OBPA3OBATEJIbHOM ITPOT' PAMMBbBI

B PE3YIbTAaTC OCBOCHUA AUCHHUIUIMHBI CTYACHT JOJIKCH:

Kon n Ha3BaHne KOMIETCHITUN

OsxupaeMble pe3yIbTaThl

OK-7 ciocoGHOCTBIO K KOMMYHHKAITUH B
YCTHOH M MHCBMEHHOH (hopMax Ha PyCCKOM U
MHOCTPAaHHOM $I3bIKaX JUISl pEIICHUS 3aa4
MEKJIMYHOCTHOTO ¥ MEXKYJIBTYPHOTO
B3aUMO/ICHCTBUSI, B TOM YHUCIE B chepe
npodeccroHaNBHO IeSTebHOCTH

3HaTh U MOHUMATh: CTaHAAPTHBIC 331241
npoecCHOHAILHON IEITEIBHOCTH HAa OCHOBE
nHdopManmoHHo 1 GubIHOrpaduIecKoi KyIbTypHI C
pUMEHeHneM MH(OpMalMOHHO-KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH U C Y4€TOM OCHOBHBIX TPEOOBaHUIH
nH(opManmoHHOI 6e30macHoCTH;

YMeTh: penath CTaHAapTHBIE 3aJa9K
npoecCHOHANBHON NEeATeIBHOCTH Ha OCHOBE
HHPOPMAIMOHHON U OMOIHOTpadUIECKOM KYIBTYPHI C
NpUMEHECHHEM HH(POPMALOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH ¥ C y4ETOM OCHOBHBIX TPpeOOBaHUIT
HHPOPMAIMOHHON 0E€30MacCHOCTH;

BrnazmeTs: criocoOHOCTBIO pelaTh CTaHAAPTHBIC 331241
npoecCHOHABLHON IEATEIBHOCTH Ha OCHOBE
nHpopmManmoHHoit n GubIHOrpadUIEcKol KyIbTYpHI C
NpUMeHeHneM HH()OpMalMOHHO-KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH U C Y4€TOM OCHOBHBIX TPEOOBaHUI
WHPOPMAINOHHONW 6€30IaCHOCTH.

ITK-8 criocoGHOCThIO 0GOPMITATH pabouyIo
TEXHUYECKYIO JJOKYMEHTAIHIO C YUYETOM
HeﬁCTByIOHlI/IX HOPMAaTUBHBIX U METOANYCCKUX
JIOKYMEHTOB

3HaTh ¥ MIOHUMATh: CIIOCOOBI ITpaBuUiia 0POPMIICHHS
JIOKYMEHTOB, COBEPIIIEHCTBOBAHHS JOKYMEHTO000pOTa C
Y4ETOM JECHCTBYIOIINX HOPMATUBHBIX U METOAMYECKUX
JIOKYMEHTOB;

YMeTh: NPUMEHATh 3HaHUS TPABUIT 0(hOPMIICHNUS
JIOKyMEHTOB, COBEPIIEHCTBOBAHHS JOKYMEHTO000pOTa C
YYETOM AEHCTBYIOUINX HOPMATHBHBIX U METOANYECKUX
JIOKyMEHTOB

Bnagets: cnocoOHOCTHIO 0QOPMIISTH pab0UyIo
TEXHUYCCKYIO TOKYMCHTAIUIO C YYETOM HeﬁCTByIOIHHX
HOPMATUBHBIX U METOJANYCCKUX JJOKYMEHTOB.




4. OBPBEM JUCHHUIIVIMHBI (MOAYJIs) B BAYETHbBIX EAUHUIIAX U
AKAJEMHUYECKHUX YACAX

4.1. O0mas Tpya0eMKOCTb AU CHUIJINHBI COCTABJIAET:
2 3a4yeTHBIC equHUIbI (72 ax. 4.).

4.2. Pacnpenesienue 00beMa yueOHOM JMCUMILUIMHBI HA KOHTAKTHYI0 padoTy ¢
NnpenoaaBaTejieM U CAMOCTOSITEILHYIO Pa00Ty 00yUYarO X cst

KonnuectBo yacos
} Bcero no Cemectp

Bun yaeOHOM paboThI yaeOHOMY 3

TIaHy
KonrtakTHas padota 22 22,15
AynutopHbIe 3aHATHS (BCETO): 22 22
B Tom uucie:
nexmun (JI) 10 10
npaktuueckue (I[13) u cemunapckue (C) 12 12
CamocTtosTenpHas padora (BCero) 50 50
OBIAS TpynoeMKOCTb TUCHUIUIMHBI, YaChl: 72 72
OBUIAS Tpya0eMKOCTh AUCHUIUIMHBI, 3a4.€/1.: 2.0 2.0
Texymuii KOHTPOJIb YCIIEBAEMOCTH (KOJTUYECTBO M BHUJI TEKYILIETO [1K1, [IK1,
KOHTPOJIST) I1K2 I1K2
Bupl mpoMexyToyHOM aTTecTaluy (9K3aMeH, 3a4eT) 34 34




4.3. Copepxanue JMCHUIIMHBI (MOAYJIs), CTPYKTYPHPOBAHHOE 110 TeMaM
(pa3nesnam)

Cemectp

Tema (paznen)
yueOHOH
JIMCIUTUTHHBI

Bunsl yueOHOU AEATEIEHOCTH B yacax/
B TOM YHCJIC UHTEPAKTHBHOU hopme

JIP
113

CP

DopMBbI
TEKyLIEero
KOHTpPOJIA

yCIIEBAEMOCTU U
IIPOMEXKY-

TOYHOMI

aTTeCTalluu

3

~

~| KCP

10

wWN

Paznen 1
BBenenue

~|©| Bcecero

Paznen 2

PazButne
OTE€YECTBEHHOI'O
JIOKYMEHT0000pOTa
3aKoHOAAaTEIbHEIC
AKTBHI,
perynupyome
JIOKyMEHT0000pOT;
HopmatusHsbie
aKThI,
peTIaMEeHTHPYIOIIIE
JIOKYMEHTO000POT
JIokanpHEIC
HOpPMATHBHBIC aKTFHI,
perymupyromnme
JIeIIONIPOU3BO/ICTBO;
Knaccuduxkarus
YIPaBICHYECKUX
JIOKYMEHTOB

2/3

16

19/3

Paznmen 3
JenonpousBoncTBo
B TPAHCIIOPTHOMI

chepe

212

14

18/2

Pazpnen 3
Jenonpon3BoacTBo
B TPAHCIIOPTHOMI

chepe

Paznen 4
Opranuzauus
paboTsI ¢
JIOKYMEHTaMH B
TPaHCIIOPTHOM
cthepe

IIpuem u nepBuuHas
0b6paboTka;
Peructpauus
JIOKYMEHTOB;
Paccmotrpenue
JIOKYMEHTOB
PYKOBOJICTBOM;
KonTtpons 3a
WCTIOTHEHUEM
JIOKYMEHTOB,
WudopmannonHo-
crpaBo4Has pabora
0 JOKYMEHTaM;

4/2

10

16/2

K1,
Komnoksuym

Pazmen 5

412

10

16/2

I1K2,




CemecTtp

Tema (paznen)
yaeOHO
JUCIUTLTHHBI

Bunsl yueOHOM AEATEIEHOCTH B yacax/
B TOM YHCJIE HHTEPAKTHUBHON (hopme

JIP
13

CP

Dopmbl
TEKYIIIEro
KOHTPOJIS

YCIIEBAEMOCTH U
TIPOMEXY-

TOYHOMU

aTTeCTaluN

3

~| KCP

©| Bcero

10

Opraamnzanus
XpaHCHHS
JIOKYMCHTOB B
TPAHCIOPTHBIX
OpraHu3aIUsIX
ITopsmox
(dhopMupoBaHus 1
odopmIIeHHS 1eT B
TEKYyIIEM
JIEITOTIPON3BO/ICTBE;
TTopsinok
OpTaHU3aAIIH
XpaHCHHS
JIOKyMEHTOB U JIe] B
TEKYIIEM
JIEIIONIPOU3BOICTBE
Y ITOATOTOBKA K
nepenaye B apXuB

TectupoBaHue

3aueTr

34

Bcero:

10

12/9

50

72/9




4.4. JlabopaTopHbie padoThI / NPAKTHYECKHE 3aHATHS

JlaboparopHble pabOThI y4€OHBIM TUTAHOM HE MPETYCMOTPEHBI.

[IpakTUyeckue 3aHATHS IPEyCMOTPEHBI B 00beme 12 ak. U.

Bcero ua-
COB/ M3 HUX
Ne Ne Tema (paznen) . 4acoB B
N HaumenoBanue 3ansTuii
n/n cemecTpa | y4eOHON TUCHUIITHMHBI HHTEpaK-
TUBHOU
dopme
1 2 3 4 5
3 PA3JIEJI 2 Opraau3anus XpaHeHUs TOKYMEHTOB H JeT B 2/3
1 PasButne TEKYIIEM JIeJIOMPOU3BOICTBE U MOJrOTOBKA K
OTEYECTBEHHOTO nepenaye B apXuB B TAMOXKEHHBIX OpraHax
JIOKYMEHT0000pOTa
3 PA3JIEJI 3 M3yueHne 3aKOHOJATEIbHBIX aKTOB 212
Jlenonpoun3BoacTBO B H3y4eHue HOpMaTHBHBIX aKTOB, PETTIAMEHTHPYIOIMX
2 TPaHCIOPTHO# cdepe JIOKYMEHTO000POT
W3y4enue noKaabHbIX HOPMATUBHBIX aKTOB,
PEryIUPYIOLINX JEIOMPOU3BOJICTBO;
3 PA3JIEJT 4 CocraBneHre 1 0OpMIICHHE OPTaHH3aIHOHHO- 4/2
Opraunusanus paboThl ¢ |IPAaBOBOM JOKYMEHTAIINY;
JIOKyMEHTaMH B Cocrasnenune U 0(OpMIICHUE TIIAHOBON
TpaHCIIOPTHOM cdepe JIOKYMEHTaI1H;
3 Cocranenne U 0(OpMIICHUE PACIOPSAUTEIBHOM
JIOKYMEHTaI1H;
Cocranenue 1 oQpopmiicHre HHHOPMAITHOHHO-
CIIPABOYHOU JOKYMEHTaLUY;
CocraBieHue 1 0pOpPMIICHHE OTYCTHOU
JIOKYMEHTAIHH
3 PA3JIEJL 5 Opranuzanys IpueMa u ImepBUIHON 00paboTKH 4/2
Opranu3anus XpaHeHus |JOKyMEHTOB;
JIOKYMEHTOB B Opranu3anus perucTparuu J0KyMEeHTOB;
TPaHCIIOPTHBIX Opranu3anusi pacCMOTPEHHUS IOKYMEHTOB
4 OpraHM3aIiax PYKOBOJICTBOM;
Opranu3anusi KOHTPOJIS 32 UCTIOJTHEHUEM
JIOKyMEHTOB;
Opranuzanusi “HPOPMAIIMOHHO-CIIPABOYHO PaboOTHI
10 JIOKYMEHTaM;
BCEI'O: 12/9

4.5. IIpuMepHasi TeMaTHKA KypPCOBBIX IPOEKTOB (padoT)

KypcoBbie npoekTsl (paboThl) HE MPETYCMOTPEHBI.




5. OBPA3OBATEJIBHBIE TEXHOJIOT' T

B cootBercTBUm ¢ TpeboBanusiMu DeepaabHOTO TOCYAaPCTBEHHOTO 00pa30BaTEIbHOTO
CTaHJapTa BBICIIETO MPO(eCcCHOHAIBHOTO 00pa30BaHUsI pealln3alusi KOMIIETEHTHOCTHOTO
MOJIX0/Ia TPEyCMaTPUBACT MIMPOKOE UCIIOIH30BAHKUE B YUSOHOM MPOIIECCE AKTUBHBIX U
MHTEPAKTUBHBIX (OPM MpoBeIeHUs 3aHATHIA. B cBA3M ¢ 3TUM B yueOHOM Mpoliiecce MHUPOKO
HCIIOJIB3YIOTCSI KOMITBIOTEPHBIE CUMYJISIIIUU, JCJIOBBIE U POJIEBBIE UTPHI, Pa300p KOHKPETHBIX
CUTYallui, ICUXOJIOTUYECKUE U UHbIe TPEOOBAaHUS B COUYETAHUH C BHEAYIUTOPHOI paboToii ¢
1ENTbI0 (POPMUPOBAHUS U PA3BUTHSI MPOPECCHOHATHHBIX HABBIKOB 00YUaAIOIIUXCSI.



6. YAEBHO-METO/MYECKOE OBECIIEYEHHUE JIJI1 CAMOCTOATEJBbHOM

PABOTbBI OBYYAIOHIUXCSI MO AUCHUIITTMHE (MOAYJIIO)

Bua camocTosTenpHOM pa6OTLI CTyACHTA.

No No Tewma (paznen) Bcero
n/n cemecTpa | y4eOHOH AMCIMIUINHBI Hepesetn yqe6H0-MeTOIlI/I‘IeCIfOFO 4acoB
obecrnieyeHust Uil CaMOCTOSITENbHON paboThl
1 2 3 4 5
1 3 PA3JIEJI 2 WzyueHne 0CHOBHOH U JOTIOTHUTEIEHON 16
PazBuTne JUTEPaATypPHI IO KypCy, IIOATOTOBKA K
OTEYECTBEHHOTO KOJUIOKBHYMY.
JIOKYMEHTO000pOTa Kyznenos C.JI. CoBpeMeHHbIE TEXHOJIOTUU
JIOY: yuebHOe mocodue M.: «Tepmuxay,
2014.
2 3 PA3JIEJI 3 Hanucanue pedepata; nu3yueHne TEKCTOB 14
Jlenonpoun3BoacTBO B Pas3IMYHBIX YIPABICHYECKUX JJOKYMEHTOB
TPaHCIOPTHOM cepe Kyznenos C.JI. CoBpeMEHHBIE TEXHOJIOTUU
JOVY: yaebHOe mocodue M.: «Tepmuxay,
2014.
3 3 PA3JIEJT 4 Hammcanue pedepara; moAroTroBKa yCTHOTO 10
Opranuszanus paboTsl | COOOIICHMS, BBITOTHEHHE PAaKTHIECKIX
C JOKYMEHTaMH B 3aaHuil. M3yueHue ureparypsl 10 Kypcey,
TPaHCIOPTHO# cdepe MOJIrOTOBKa pedepara U yCTHOTO COOOIICHHUS
Kyznenos C.JI. CoBpeMeHHbIE TEXHOJIOTUU
JIOY: yuebHoe mocodue M.: «Tepmukay,
2014.
4 3 PA3JIEJI 5 Hanmcanue pedepara; moaroroBka yCTHOTO 10
Opranuzanus COOOIIIEHNS, BBITTOJTHEHNE PAaKTHIECKUX
XpaHEHHA JOKYMEHTOB | 3aIaHUM.
B TPAHCIIOPTHBIX Kyznenos C.JI. CoBpeMEHHBIE TEXHOJIOTUU
OpraHu3aLUsaX JOVY: yaebHOE mocobue M.: «Tepmuxay,
2014.
BCEI'O: 50




7. IEPEYEHb OCHOBHOA U IONIOJIHUTEIbHOM JIUTEPATYPBI,
HEOBXOJNMOI JJIs1 OCBOEHUS U CIATITAHBI (MOY.JIST)

7.1. OcHoBHas1 IUTEpaTYpa

Ne
/o

HaumenoBanue

ABTOD (B1)

l'on u MecTo U3nanus
Mecro ngocryna

Hcnonb3yercs
IIpU U3Y4YECHUU
paszenos, HoMepa
CTpaHUIL

Jenonpou3BoACTBO U PEKUM
CEKPETHOCTH

B.IIL. Eropos, A.B.
ClIMHBKOB

IOpunmaeckuit
uHcTuTYT MUUTa,
2016

UTB YJIVIIC
(A6onement TON)

ctp. 1-185

Kondunnennuaasaoe
JICITOTPOU3BOICTBO

B.IIL. Eropos, A.B.
ClIUHBKOB

IOpunmaeckuit
nHctutyT MUUTa,
2015

UTB YIIVIIC
(AGonement ION)

ctp.1-178

CoBpeMeHHas OpraHu3aIus
TOCYAAapCTBEHHBIX YUPEKICHUH
Poccun

B.II. Eropos, A.B.
CIMHBKOB

IOpuanueckuit
uHctuTyT MUUTa,
2016

UTB YJIVIIC
(A6onement TON)

Crp. 1-198

KOHOUJEHIIUAJIBHOE
JEJIOITPOU3BOJCTBO

T.A.T'yryesa

U3parenbcTBO:
Anpda-M, 2012

bubmmoreka IO1
MI'VIIC (MUTT).

P. 1-6, ctp. 5-56.

7.2. JlonosiHuTEIbHAS JIUTEpPaTypa

Ne
n/n

HanmenoBanue

Astop (b1)

T'ox ¥ MecTo M3HaHAS
MecTto nocryna

Hcnone3yercs
IIPU U3yYCHHUHU
paszesioB, HOMepa
CTpaHUI]

5

JenonpouspoicTBo

T.A. Brikosa, JI.M.
Bsnoga, JI.B. Cankuna

WH®DPA-M, 2013

UTB YJIVIIC
(Abonement ION);
UTB YJIVIIC (Y31
ON)

ctp. 1-364

JTHKA JEI0BBIX OTHOIICHUN

B.II. Eropos

IOpuanueckuii
nHcTUTYT MUNTa,
2016

UTB YJIVIIC
(Abonement FON)

Crp. 1-55

8. MEPEYEHb PECYPCOB UH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM

CETHM "MHTEPHET", HEOBXOIMUMBIE JIJISI OCBOEHHWS M CHUATIIVHBI
(MOZY.JIsT)

['TAPAHT — cnipaBouHO-TIpaBOBasi cucTeMa/ IPaBOBbIE PECYPCHI; IKCIIEPTHBIE 0030PHI U OLIEHKH;
IIPaBOBOM KOHCAJITHHT;
KoncynpranT [Iroc — npaBoBas nHpopManimonHas 60aza JaHHBIX /TIPABOBBIE PECYPCHI, 0030PbI
U3MEHEHUS 3aKOHOATeIbCTBA, aKTyallbHasl CIIpaBOYHAsk HHPOPMALIUS;
www.bibliotekar.ru/biznes-58/index.htm



www.eos.ru/eos_delopr/eos_analitics/

www.iteam.ru/publications/it/section_64/
www.pk6.eos.ru/documents/section.php?ID=671$PAGEN_1=3
http://uchcom.botik.ru/educ/clerk/Office-work/office-work.ru.html
http://sklad-zakonov.narod.ru/gost/Gr6_30-2003.htm

www.top-personal.ru

Crynenram obecriedeHa BO3MOKHOCTh CBOOOHOTO OCTyMa K (POHaM yueOHO-METOANYECKON
JOKYMCHTAIIMU U HHTCPHET-pECYpCaM. Bce CTYACHTBI HMCIOT BO3BMOKHOCTb OTKPBITOT'O JOCTYIIA:
- k By3oBckoii OBC na mnatdopme Oracle http://miit.ru/portal/page/portal/miit/library/e-
catalogue,

- k Poccuiickoil yHuBepcaabHON HaydHOMU AJIeKTpOHHON Oubimoreke «eLibraryy
http://elibrary.ru/

- K JIeKTpoHHOU 6ubimoteke Book.ru http://book.ru/,

- K poHgaM yueOHO-METOAMYECKOM TOKyMEeHTalluu Ha caiite KOpuanueckoro HHCTUTYTa
(http://ui-miit.ru/)

9. MIEPEYEHb MTH®OPMAIIMOHHBIX TEXHOJIOT Ui, TPOT PAMMHOT O
OBECIIEYEHUS 1 THO®OPMALIMOHHBIX CIPABOYHBIX CUCTEM,
WCMOJb3YEMBIX IPM OCYIIECTBJEHUU OBPA3OBATEJLHOI'O MPOILIECCA
MO JUCLHUIIJIMHE (MOAY.JIIO)

OC Windows 7; Windows XP

10. ONUCAHUE MATEPUAJBHO TEXHUYECKOW BA3BI, HEOBXOIUMOM 1151
OCYIIECTBJEHMS OBPA3OBATEJILHOT'O MTPOIIECCA 1O JUCHUATIJIVHE
(MOJZIYJIIO)

MYJIbTUMEAUMHBIE ayTUTOPUHN; yueOHbIE KIacChl, 000pyJOBaHHbIE aKTUBHOM JTOCKON

11. METOAJUYECKHUE YKA3AHUS /151 OBYUYAIOIMXCSI 10 OCBOEHUIO
JUCHUILIMHBI (MOLYJIS)

CamocTosrenbHast paboTa criocoOCTBYET cUCTEMATH3alMH, PACIIUPEHHUIO U 3aKPETIICHUIO
3HAHUH 110 TUCIMITIIMHE, TPUMEHEHUIO TOTy4YeHHBIX 3HAHUH NP peIIeHUN KOHKPETHBIX 337134, a
TaK)K€ pa3BUTUIO YMEHUHN U HABBIKOB MHMBH1yaJIbHOU MPAKTUYECKOU IEATEIbHOCTH.
CamocrosTenbHas paboTa, JOHKHA OTpaXaTb COBPEMEHHBIE JOCTHKEHHsI HAyYHON TEOpUH U
OCHOBATEJIHHOE 3HAKOMCTBO C COOTBETCTBYIOIIEH MPAKTUKOM, CBUACTEIHCTBOBATh 00 YMEHUHT
3aHUMAaTbCS UCCIIE0BAaHUEM TEOPETUUECKUX U PAKTUYECKUX MpobiieM, popMyIupoBaTh U
APTYMCHTUPOBATH IMOJIOKCHUSA, ACJIaTh TCOPECTHUICCKUC BBIBOALI U 000CHOBLIBATE IMPAKTUYCCKUC
PEKOMEH/IallUH 110 UCTIOIB30BAaHUIO MAaTEPHAJIOB CAMOCTOATENBHOM padoThI.

CamocrosTenpHas paboTa MpU3BaHa 1aTh CTYACHTaM, OyAYIINM CHEIHAINCTaM B 001acTH
JOKYMECHTOBCACHUA U apXHUBOBECACHH A, KOMIIJICKC COBPEMECHHBIX 3HaHI/II\/'I, YMeHI/Iﬁ 1 HAaBBIKOB,
HEOOXOIUMBIX JUI PO(PECCUOHATBHON 1EATEIIbHOCTH.

[TocpeacTBoM caMOCTOSTENbHOM pabOThI TOIKHO MPOUCXOIUTH POPMUPOBAHUE Y CTYECHTOB
IIPaBOBBIX HABBIKOB OPraHU3ALUHN pabOTHI C ApXUBHBIMH JOKYMEHTAMHU.



