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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

LenssMu OCBOEHUS AUCIUILIUHBI (MOJTYJIS) SIBIISIFOTCSI:

-  U3Y4YCHHUE CTYJIEHTAMH HCTOPUYECKHX AaCIEKTOB JOKYMEHTOB W
JIOKyMEHTOO0O0pOTa B TOCY/IapPCTBE U KOMITAHHSIX

- U3Y4YCHHUE CTYJICHTAMH TEOPETHYECKHUX OCHOB CO3JIaHUSI U W3MEHEHUS
IPaXKIaHCKO-TIPAaBOBBIX I0TOBOPOB

- U3y4YECHHUE CTYyICHTAMU TEOPETUYECKUX OCHOB JI€JI0BOM nepenucku B PO

3aavyaMu JUCIUTUTMHBI (MOJIYJIS) SIBJISIFOTCSL:

- (hopMHpPOBaHKE HABBIKOB 10 HAMMMCAHUIO TPAMMOTHBIX JIEJIOBBIX MTUCEM M UX
oopMIICHHUS B COOTBECTBUH CO CTaHIapTaMH

- (opMUpOBaHHE HABBIKOB IO CO3JAHUIO JOTOBOPOB M MPUJIATAIOIIMXCS
KOMIUJIEKTOB IOKYMEHTOB

- (QopMupoBaHUE HABBIKOB 10 O(GOPMIIEHUIO PA3JIMYHBIX JOKYMEHTOB
KOMITAaHUM B COOTBETCTBUHU C TPEOOBAHUSIMU 3aKOHOJATENICTBA M CJIOXKUBIIICHCS
IIPAKTUKOMN

2. [Inanupyembie pe3ynbTaThl 00YYEHHS IO TUCHUILIINHE (MOYJIIO).

[lepeuenp (GopMUpyeMBIX pE3yJbTaTOB OCBOCHHUS 0Opa30BaTEIbHOMN
porpamMmsbl (KOMIIETEHLIUI) B pe3ysbTaTe 00y4eHUs 10 AUCLUIUIUHE (MOIYIIO):

OIIK-1 - CpnocobGeH mNpuUMEHATh 3HAaHUSA (Ha MPOMEKYTOYHOM YPOBHE)
SKOHOMHUYECKON, OpPTraHU3alMOHHOW, YIPABICHYECKOW, COLMOJIOTUYECKON U
MICUXOJIOTUYECKOM TEOpUH, POCCHUHCKOIO 3aKOHOJATEIbCTBA B 4YAaCTH PabOTHI €
NEPCOHAJIOM MPHU PELICHUH NMPOPECCUOHANBHBIX 3a/1a4;

IIK-6 - CriocobeH npuHUMAaTh yyacTHe B aAMHUHHUCTPUPOBAHUM MPOIIECCOB U
OCYILECTBIISATh OPTaHU3ALMIO JOKYMEHTOO00pOTa M0 YIPABICHUIO IEPCOHAIIOM.

OOydeHue 1O AUCHUIUIMHE (MOJYJIO) TpeArnojiaraer, 4Yro T0 €ro
pe3yabTataM oOy4Jaromuiics Oyier:

3HaThb:

- ocobeHHOCTH (hOPMHUPOBAHUS JOKYMEHTOOOOPOTa KOMIIAHUY;

- crienuPUKy TOKYMEHTOB TI0 YITPABJICHUIO TEPCOHAIOM B KOMITAHUSIX;
- KJIFOYEBBIC JOKYMEHTBI, HEOOXOAMUMBIC JIJIsl IESITEIbHOCTH KOMITAHUU;
- CTaHJAPTHI B 00JIACTH JJOKYMEHTOO0O0POTA;

- OCHOBBI JI€J10BOM nepenucku B Poccuiickon denepanum.

YMeTh:
- MPUMEHSATH COBPEMEHHBbIE HH(OPMAIIMOHHBIE CHUCTEMbl U TMPOTPAMMHBIE
KOMITJIEKCHI 11 (POPMUPOBAHUS JOKYMEHTAIIMH KOMIIAaHUY;



- aHAJTM3UPOBATH CYIMIECTBYIOMNUNA TOKYMEHTOOOOPOT KOMIIAHUH;
- HATU COOTBETCTBYIOIIUE CUTYAI[M HOPMATUBHBIE aKThl, CTAHIAPTHI U UHBIE
JIOKYMEHTBHI, PEIJIaMEHTUPYIOINE ACHCTBUS KOMIIAHUU,

Baanersn:

-  HaBBIKAMU  PELICHUS  OpPraHU3alMOHHO-YIIPABJICHYECKUX  3a4ady ¢
HCII0JIb30BaHUEM COBPEMEHHBIX UH()OPMAITMOHHO-KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH;

- HaBBIKAMHM aHaJM3a M UHTEpPIpeTanud HHPOPMAIMHM O COCTOSIHUU
JIOKyMEHTO000pOTa KOMIIAaHUY;

- HaBbIKaMU OQOPMJIICHUS U pa3pabOTKU JOKYMEHTAIUU C YYE€TOM TpeOOBaHUM
CTAaHJAPTOB U HOPMATUBHBIX aKTOB.

3. O6beM AUCIUTLIUHBI (MOTYJIS).
3.1. O6mas Tpy10eMKOCTb TUCITUTIIMHBI (MOTYJIS).

OO6mass TPyAOEMKOCTh JUCHMIUIMHBI (MoOnynsi) coctaBisier 4 3.e. (144
akaJeMHYeCKHX Jaca(oB).

3.2. O6bem pgucHUIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOydarommxcss ¢  [EJarorM4yecKUMH  paboTHHUKaMu W (WIM)  JUIAMH,
MPUBJIEKAEMbBIMHU K peaau3aini 00pa3oBaTEIbHON MPOTPaMMBbI Ha MHBIX YCIIOBUSX,
P MIPOBEJICHUHN yUCOHBIX 3aHITHI:

KommaectBo yacos

Tun yueOHBIX 3aHATHI
Bcero | Cemectp Nel

KonrtaktHas paboTa mpu npoBeIeHIH yUeOHBIX 3aHATHH (BCETO): 48 48

B ToMm uucne:

3aHATHSA CEMUHAPCKOTO TUMA 48 48

3.3. O0beM AUCHUIUIMHBI (MOJYJisA) B (opMe CaMOCTOSTEIbHON paboThI
oOydJarommxcs, a Takke B (QopMe KOHTAKTHOM pabOThl OOYyYarolmUXCs C
MeJaroru4eckuMy paboTHUKaMH U (W) JIUIIAMU, TIPUBJICKAEMBIMHU K peaTn3aluu
oOpa3oBaTeNbHOM  MpPOTPpaMMBI  HA  WHBIX  YCJIOBHSX, TP  TMPOBEIACHUU
IPOMEKYTOUHOM aTTECTAIMH COCTAaBIAET 96 akageMHuecKux Jaca (oB).

3.4. Ilpu 00ydYeHHUHU 110 UHIUBUIYATBHOMY y4eOHOMY IIaHy, B TOM YHCIIE TIPH
YCKOPEHHOM OOy4YeHHUU, 00bEM NHUCIMIUIMHBI (MOJIYJISI) MOXET OBITh peajn30BaH
MOJIHOCTHIO B (DOPME CaMOCTOSITEIbHON pabOThl 00yJaronuxcsi, a Takke B Gopme
KOHTaKTHOW pabOThl OOyYaromuxcsl C TeIaroruuyecKuMu paboTHUKAMH W (WIIH)
JUIAMU, TIPUBJICKAEMBIMHU K pealu3aiii 00pa30BaTEIbHONW MPOTpaMMbl Ha WHBIX



YCIIOBUAX, IIPU IMTPOBCACHUN HpOMe)KYTOqHOﬁ arTecraluu.

4. ConeprkaHue JUCHUTUIUHBI (MOIYJIA).
4.1. 3aHATHA TEKIIMOHHOTO THUIIA.

He npenycMoTpeHO yueOHBIM TIaHOM

4.2. 3aHATUS CEMHUHAPCKOTO THIIA.

[IpakTrueckue 3aHATHS

/o

TemaTuka INPAaKTUICCKUX 3aHATHH/ KpaTKOC COACPIKAHUC

«Komuu nokymeHToB» [Ipe3eHTanuu CTy1eHTOB C MOCIEAYIOENH TUCKYCCUEH

PA3JAEJI 1

HCTOpH‘IeCKI/IG ACIICKThI JOKYMCHTUPOBAHUS I/IHCI)OpMaL[I/II/I

Tema: Uctopus noxymentupoBanus uadopMmarmu. OCHOBHBIC CPEICTBA U CIIOCOOBI TOKYMEHTHPOBAHUS.
KOHI/II/I, MOAJIMHHUKU, OpUTHHAJIBI JOKYMCHTOB. OcHOBHEBIE (I)yHKIlI/II/I JOKYMCHTOB.

«Bepuduxamus nokymeHToB» [Ipe3eHTanuu CTyJeHTOB ¢ MOCIEAYIONIeH TUCKyCCHeH
PA3JIET 1

HCTOpH‘IeCKI/Ie ACIICKThI JOKYMCHTUPOBAHHNA I/IH(I)OpMaLlI/II/I

Tema: (I)aJ'ILCI/I(I)I/IKaL[I/Iﬂ JAOKYMCHTOB U CHOCO6BI €€ BBISIBJICHUA. MaTepI/IaJ'ILHLIC HOCUTCJIN
JIOKYMEHTHPOBAaHHOH HH(OPMAIHH.

TpeHUHT O COCTABICHUIO IOTOBOPA KYIUIM-TIPOIAKH
PA3JIEJL 2

JloroBopa B opranuzanuu

Tema: CoctaBieHune 01aHKOB TOTOBOPOB.

«bnankn A0roBOPOB»
PA3AEJ 2

JloroBopa B opraHu3auu
Tema: Co3naHue akToB.

«OT3bIB HA IPETCH3UION

PA3AEJI 2

JloroBopa B opranuzanuu

Tema: OopmiieHHE JOTOBOPOB B 3aBUCUMOCTH OT

«Tunnuabie OH_II/I6KI/I B IO0TrOBOpax»

PA3AEJI 2

JoroBopa B opranuzanuu

Tema: Coznanue nperensuil. CoctaBieHHe MPOTOKOJIOB MEPErOBOPOB.

«CocrtaBnenue 3¢(HEeKTUBHOTO THCHMay

PA3/IE] 3

HcToprueckue aceKThl JOKYMEHTHPOBaHUS HH(OpMAIHN

Tema: CBsI3b IEJIOBOH MEPETIMCKU C UMHUIKEM U penyTarmei opranm3anui. OCHOBHBIE TEXHUKH U TPHHIIUIIBI
IINUCBbMCHHBIX KOMMyHPIKaL[PIﬁ.

«OCHOBHBIC THCHMaY

PA3JIEJI 3

Hcropuueckue acneKkTsl JOKyMEHTHPOBaHMs HH(opManuu
Tema: TexHonorust HanMcanus 3PPEKTUBHOTO MUCHEMa.




TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNUE

((OCHOBHBIC OH_II/I6KI/I B ITMCbMax»

PA3JIE] 3

HCTOpH‘IeCKI/Ie ACTICKThI JOKYMCHTUPOBAHUA I/IH(l)OpMaIlI/II/I
Tema: OCHOBHLIC BUBI ITUCEM U TUIIMYHBIC OTBCThHI HA HUX.

10

TpeHI/IHF 10 COCTABJICHHIO ACJIOBOI'O ITMChMA
PA3JIEJI 3

Hcropuueckne acneKTsl JOKyMEHTHPOBaHHS HH(opManun
Tema: OcHOBHbIE BU/IBI INCEM U TUIIMYHBIC OTBETHI HA HUX.

4.3. CamocrosiTenbHas paboTa 00yJarommxcsl.

Bun camocTosiTenpbHOM paboThI

N3ydeHue 3JIeKTPOHHBIX MaTEpUAIOB Kypca U y4eOHOM JTuTepaTypsl
HCHOJ’ILSyeTCSI IIpU U3YYCHUHN BCCX PA3ACIJIIOB COTJIACHO 3aJaHHUIO IPCIIOAAaBaTCIIs.

IToaroroBka npe3eHTanui

K BBICTYIJICHUIO HAa CEMMHAPCKOM 3aHSTHH, CTYACHT TOTOBHT IPE3CHTALINIO, HE MEHEee 6-TH CIIalioB B
nporpamme Mikrosoft Power Point, a Tak ke ycTHO BbIcTIyIeHHe. OCTalIbHBIE CTYAEHTHI TOTOBST BOIIPOCHI
o TeMe. B TedueHu cemectpa, CTYBACHT TOTOBUT HE MEHEE 5-TH Mpe3eHTanui (BeIcTymieHui). Mcnonbs3yeTcst
NPU U3YyUYCHUU BCEX Pa3zesioB.

Hanucanue OIIOPHBIX KOHCIICKTOB

OHOpHLIe KOHCHECKTHBI T'OTOBATCA CTYACHTAMH CaMOCTOSATCIIBHO 110 BCEM M3Yy4YdCMbIM PA3JICiIaM U T CMaM. Ilo
Ka)K,Z[Oﬁ HSY‘IaGMOﬁ TEMEC, CTYACHT COCTABJICT HC MCHEC 5-tm BOIIPOCOB 1 0JI0K CXEMYy, KOTOpas NOKa3bIBaCT
JIOTUYCCKHUEC CBA3U B U3y4aCMOM MaTcpHralic.

HOIIFOTOBKa K IPAKTUYCCKHUM 3aHATHAM.

IToaroToBKa K MPOMEXKYTOYHOM aTTECTALMH.

IToaroroBka k TCKYLIEMY KOHTPOJIIO.

5. Ilepeyenr wu3naHUM, KOTOpbIE PEKOMEHIYETCS MCIOJb30BaTh IpHU

OCBOCHUU JUCHUIUIUHBI (MOIYJIA).

;\i bubnuorpaduueckoe onucanue Mecro nocryna
1 JlokyMeHTaIMoHHOE o0ecreueHne yIpaBiieHus: NePCOHAIOM HTb MUUT
Aoynangze, lapemkann 'mBuesna HTb MUUT , 2020
2 JlokyMeHTaIlMOHHOE 00ecTedeHne YIpaBIeHHUs. HTb MUUT
JokymeHnTooO0poT u aenonpon3BoacTBo Kysueros, Urops
Hukonaesuu HTb MUNT , 2021
1 JHenonpouspoactso. O6pasiibl 1oKyMeHTOB. HCTpyKIuy.
['OCTw1 Cotos, I1. B. HTb MUUT , 1999
2 Jenonpoun3BoICTBO (JIOKYMEHTAaIIMOHHOE 00ecTieueHre

ynpasnenus) Kysueunosa, T. B. HTb MUUT , 1999




6. IlepedyeHb COBpeMEHHBIX MNPOQPECCHOHANBHBIX 0a3 JaHHBIX U
WH(POPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPBIE MOTYT HCIOJB30BaThCS IPH
OCBOCHUHU JUCHUIUIMHBI (MOIYJIA).

AJICKTPOHHO-OMOIMOTeUHass cucremMa HaydHo-TexHHMYecKod OuOIMOTEKH
MUNUT

http://library.miit.ru/

Hay4HO-3JIEKTPOHHAsA OMOIHOTEKa

http://elibrary.ru/

[TorckoBBIE CUCTEMBI

Yandex, Google, Mail.

DNEeKTPOHHBIE MaTepUaIbl Kypca, BBIJAIOTCS KaXKIOMY CTYJIEHTY

/. llepedyeHb  JHMIEH3UOHHOTO W  CBOOOJHO  PaCHpPOCTPAHIEMOIO
MpOrpaMMHOr0 OO€CTedYeHus, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRA,
HEO0OXOAUMOTO JIJIsl OCBOCHUSI TIUCUUTLTUHBI (MOYJIs).

Omnepannonnas cucrema Microsoft Windows

TpebOyetcst niis npoBeJeHUs BCeX BUAOB 3aHATHH (Jlekiuu, npaktuueckue /
7abopaTopHBIC 3aHATHSA, CaMOCTOSTENIbHAs paboTa CTyACHTa W JIUCTAHIIMOHHBIC
3aHITHS.

[Iporpamma Miikrosoft offis

IIporpamma Mikrosoft Windows HyXHa IS BBIIOJHEHHS TEKCTOBBIX
3anmanuii, mporpamma Mikrosoft PowerPoint Hy>kHa 711 TpoBeIeHMsI TIPE3CHTALINIA,
nporpamma Mikrosoft Tiams myis mpoBeIeHUsT TUCTAHIIMOHHBIX 3aHATHNA U CBS3H
MPEToIaBaTeNs U CTYICHTOB.

Nurtepuet Opaysep

JIroOoit paboTaromnuii UHTEpPHET Opay3ep HYKEH JJjisi paOOThl AJIEKTPOHHOU
nouThl (CBSI3W C TMpernojaBaresieM) W IS MOMCKAa Y4yeOHOro marepuana B CETH
HNnTepher.

8. OmmcaHue MaTepUaJbHO-TEXHUYECKOM ©0a3bl, HEOOXOIUMOM IS
OCYIIECTBJICHHUSI 00pa30BaTEIHLHOTO MPOIecca MO AUCIUTUTHHE (MOIYIIIO).

J{nst mpoBeAeHus JICKIIMOHHBIX 3aHATHN

MapxkepHas qocka, akTUBHAsi JOCKa, IPOEKTOP, FKkpaH, [1IK

Jns mpoBeaeHUs CEMUHAPCKUX 3aHSITUW , TPYNIIOBBIX WM WHIWBUIYaJbHBIX
KOHCYJIbTaINi TpeOyeTcs:

Mynberumenuitnoe o0opyaoBaHue (IPOEKTOP ISl BbIBOJA HM300pakKeHUs Ha
9KpaH), MHTEPAKTUBHAS JOCKA aKyCTHYECKasl CUCTEMA, IEPCOHATBLHBIN KOMIBIOTEP

JIns mpoBeneHUsT 3aHATHH JIJII CAMOCTOSITEIbHON M JUCTAHIIMOHHOW paboThI



TpedyeTcs:

[TepcoHanbHble  KOMIBIOTEPHI  ,TEJIEBU30D,ayTUOCUCTEMA.  AYTUTOPHS
00Opy/ZI0BaHa BBIXOJIOM B ceTh "MHTepHET" W 3JIEKTPOHHYI0 HH(POPMAIMOHHO-
00pa3oBaTEILHYIO CPEILy

9. ®opma nMpomMeKYyTOUHOU aTTEeCTaIUU:

Ox3ameH B 1 cemectpe.

10. OueHouHbIE MaTEPHAIIBI.

OueHouHblE MaTepHalibl, IPUMEHSIEMBbIE MPU MPOBEACHUH IMPOMEKYTOUHOU
aTTecTalluy, pa3padbaThIBalOTCs B COOTBETCTBUU C JIOKAJIbHBIM HOPMATUBHBIM aKTOM
PYT (MUUT).



ABTOpBI:

CTapIlUii penoiaBaTeb Kapeapbl
«Y1npaBiieHHE TPOU3BOACTBOM H
KaJI[poBOe 00ecrieueHre TPaHCIOPTHOTO
KOMILJIEKCA»

CorJiacoBaHo:

3aenyromuii kaheaport YITuKOTK

[Ipencenarens yueOHO-METOIUIECKON
KOMHCCUU

O.B. Yuxupun

A.b. IlucebmenHasa

C.B. Bonoaun



