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1. Iesin ocBoeHUs1 y4eOHOI JMCIUIITHHBI

[enstmu ocBOCHHSI Y4€OHOUM TUCTUTUIMHBI «OCHOBBI IETIONPOU3BOICTBAY SIBIISTFOTCS:
- chopMHpOBATH Y CTYACHTOB KOMILJIEKC COBPEMEHHBIX 3HAHHUM, YMEHUI U HABBIKOB,
HEOOXOIUMBIX 7151 IPOo(dECCHOHATBHON ASSITENLHOCTH MO0 00eCTIeYeHUIO TTOTHOMOYHIA
rOCYJapCTBEHHBIX U MYHUIIUIIAIbHBIX OPTraHOB;
- I03HAKOMUTH CTYICHTOB C TEOPETUYECKUMU BOIPOCAMHU JOKYMEHTAIMOHHOTO O0eCeueHus
yIpaBIeHUS, BHIPA00OTaTh HABBIKH MCIIOJIB30BaHUSI COBPEMEHHBIX TEXHOJIOTUH
JIEIONIPOU3BOJICTBA, CHOPMHUPOBATH YOSIKICHHOCTh B HEOOXOJUMOCTH TTOCTOSTHHOTO U
CUCTEMHOI0 OOHOBJICHHSI 3HAHUM B 00JIACTH IOKYMEHTUPOBAHUSI YIPaBIECHYECKON
JIesATEeIbHOCTH;
- I0Ka3aTh B3aMMOCBSI3b PA3IMYHBIX YPOBHEH YIPaBICHUS U COOTBETCTBYIOIIUX UM
JIOKYMEHTOB; U3YUUTh KJIACCU(PUKAIUIO JOKYMEHTOB U UX POJIb B YIIPABICHUH MIPEAIPUATHEM,
U3YYHUTh HOPMATUBHO-TIPABOBBIC aKThI, 03HAKOMHUTH C COBPEMEHHBIMU TPEOOBAHUSIMH K
JIOKyMEHTaM, PUBUThH HABBIKU aHANN3a JOKYMEHTA, IPUBUTH HABBIKH MMPOCKTHUPOBAHUS
JIOKYMEHTOB.

2. MecTto y4yeOHoi1 nucuuniiuabl B crpykrype OII BO

VYyeOnas aucuunianHa "OCHOBBI 1€JI0NPOU3BOACTBA" OTHOCUTCS K 010Ky 1
" IucuumauHbl (MOIyIU)" U BXOJUT B €70 BAPUATUBHYIO YaCTh.

3. [lnanupyemble pe3yJbTaThl 00y4YeHUs M0 JUCHUILINHE (MO1YJ/II0), COOTHECEHHBIE C
IUIAHUPYEMBIMH Pe3yJIbTATAMH 0CBOEHHUSI 00pPa30BaTeJbLHOMH MPOrpaMMbl

[Ipouiecc n3yueHus: AUCUUILTUHBI HAIIPaBlieH Ha (OPMHUPOBAHUE CIICTYIOIIUX
KOMIIETEHIINN:

I1K-9 CIOCOOHOCTBIO COCTABIATH U OPOPMIISITH TUIIOBYIO TEXHUUYECKYIO
JIOKYMEHTAIHIO

4. O01mast TpyA0eMKOCTh JUCHUIIJIMHBI COCTABJISIET
6 3aueTHBIX enuHUL (216 ak. 4.).
5. O6pa3oBaTesibHbIE TEXHOJIOTHH

[IpenonaBanue qucuUIUIMHBL «OCHOBBI 1€TONPOU3BOJICTBAY OCYILECTBIIsIETCS B (hopme
JEKIWH U MPAKTUYECKUX 3aHATUN. JIEKINK TPOBOAATCS B TPAAULIMOHHON KIACCHO-YPOUHOMN
OpTaHHU3aIMOHHON (opMe, MO TUITY YIIPABICHUS MO3HABATENBHOMN 1€ATeIbHOCTHIO U Ha 55%
ABIIAIOTCS TPAJIULMOHHBIMU KJIAaCCUUYECKU-IEKIIMOHHBIMU (00BACHUTEIbHO-UILTIOCTPATUBHEIE), U
Ha 45 % ¢ UCIoNb30BaHNEM MHTEPAKTUBHBIX (IHAIOTOBBIX) TEXHOJIOTHH (8 4.) , Harmpumep,
TaKUX KakK, MyJTbTUMEAHA-JICKIMs, TIPOOIEeMHAas JISKIHS, WJIH pa30op U aHaIn3 KOHKPETHON
cutyauuu.IlpakTrueckue 3aHATHS OpraHU30BaHbI C UCIIOIb30BAHHUEM TEXHOJIOTUI
pa3BuBaroIIero o0ydeHus. YacTp NpakTHUECKOTO Kypca BBIMOIHIETCS B BUJIE TPAIUIIMOHHBIX
NPaKTUYECKUX 3aHATUH (0OBICHUTENBHO-MIUTIOCTPATUBHOE PElIeHne 3a1a4) B 00béMe 10 yac.
OcranpHas 4acTh MPaKTUUECKOT0 Kypca (8 yac.) mpoBOAUTCS € UCIOIb30BaHUEM
WHTEPAKTUBHBIX (JHATOTOBBIX) TEXHOJIOTHH, B TOM YUCIE — TSl pEeUIeHHs POOIEMHBIX
MICUXOJIOTHYECKUX 3a7]a4, OCHOBAaHHBIX HAa KOJUIEKTUBHBIX CIIOCO0aX 0O0Y4YeHHUS, U IS
MIPOBEJCHUS KOMIIBIOTEPHOTO TecTHpoBaHus.CaMocTosTeIbHAs paboTa CTyAeHTa
OpraHM30BaHHA C UCTIOIB30BAHUEM TPAAUIIMOHHBIX BUAOB PAaOOTHl M HHTEPAKTUBHBIX
texHosioruii. K TpamuiinoHHbIM BuaM paboThl (23 9ac.) OTHOCSTCS OTpaOdOTKa JICKITMOHHOTO
MaTepuaia U oTpaboTKa OTIEIbHBIX TeM MO yueOHBIM mocobusiM. K nHTepakTHBHBIM
(mmanoroBeiM) TexHomorusM (10 gac.) OTHOCUTBCS OTPabOTKA OTACNIBHBIX TEM I10 3JIEKTPOHHBIM
MOoCcOOUIM, MMOATOTOBKA K MPOMEKYTOYHBIM KOHTPOJISIM B UHTEPAKTUBHOM PEXKUME,




MHTEPAKTUBHBIC KOHCYJIbTAI[UU B PEXKUME PEaTbHOTO BPEMEHU 1O CIICLHMATIBHBIM pa3jieiam 1
TEXHOJIOTHSIM, OCHOBAHHBIM Ha KOJUIEKTHUBHBIX CIIOCO0aX CaMOCTOSTEIbHON pabOThI
cTy1eHToB.OlLIeHKa OJIyYeHHBIX 3HAHUM, YMEHUN U HaBBIKOB OCHOBaHA Ha MOAYJIbHO-
PEUTHUHTOBOM TexHOJIOTHH. Bech Kypc pa3OuT Ha 6 pa3ienoB, IPeICTaBISIONIMX COO0M
JIOTUYECKH 3aBepIIECHHBIH 00bEM yueOHOo# nHpopmaru. GoH/IbI OLEHOYHBIX CPEICTB
OCBOCHHBIX KOMIIETCHIIMM BKJIIOYAIOT KaK BOIIPOCHI TEOPETUYECKOTO XapaKTepa JJIsi OLICHKHU
3HAHUU, TaK U 3a/1aHUS IPAKTHUECKOT0 CoJepKaHus (pelieHre CUTYyallMOHHbBIX 3a/1a4, aHaJIN3
KOHKPETHBIX CUTYalluid, paboTa ¢ JaHHBIMU) ISl OLIEHKU YMEHUM U HaBBIKOB. TeopeTruueckue
3HAHUS POBEPSAIOTCS MyTEM MIPUMEHEHHS TAKUX OPTaHU3AIMOHHBIX OpM, KaK
MHAUBUAYaJIbHbIE U IPYIIIOBBIE ONPOCHI, PEIIEHNE TECTOB C UCIOIb30BAHUEM KOMITBIOTEPOB
WA Ha OYMaKHBIX HOCUTEIISIX. .

6. Coneprkanue IMCHUILIMHBI (MOAYJIs1), CTPYKTYPHUPOBAaHHOE 110 TeMaM (pa3aejiam)

PA3JIE] 1
OCHOBHLIC TpC6OBaHI/I${ K O(I)OpMJ'IeHI/IIO OpraHnu3alluOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB

Tema: OCHOBHEIE ITOJIOKCHHUS 11O AOKYMCHTUPOBAHUTIO YHpaBJICH‘{eCKOfI JACATCIIBHOCTH.
YHI/I(bI/IKaI_II/ISI U CTaHAapTU3alus yIpaBJICHUYCCKUX JOKYMCHTOB

Tema: Buabl JOKyMEHTOB M UX KJlacCU(pUKaIUs

PA3JIEJ 2
[TpaBuiia opopmiieHUs yIpaBICHYECKUX JOKYMEHTOB.

Tema: 1. CoctaB peKBU3UTOB JOKYMEHTOB. DOpMYIIsip TOKYMEHTA U €ro COCTaBHBIE YaCTH 2.
TpebGoBanust K 0pOPMIICHUIO PEKBU3UTOB IOKYMEHTOB. TpeGoBanus k O6JlaHKaM JIOKYMEHTOB

PA3JIEJI 3
[Topsinmox 1 npaBuia 0OpMIEHHSI OPraHU3aALMOHHOMN, pacOPSIUTENbHON U MHPOPMAIITMOHHO-
CIIPaBOYHOU JOKYMEHTAUU

Tema: Opranu3alMOHHbIE JOKYMEHTBI UX COCTaBJICHHE U OPOpPMIICHHE

Tema: HexoTophie BUIBI THCEM, UX COJIEpKaHKe U MpuMeHeHue. THGopMaImoHHO-clripaBoYHas
JOKYMCHTAaI M. BI/II[I)I I/IH(i)OpMaHHOHHO'CHpaBO[IHOI;'I JOKYMCEHTAIMU, X COCTABJICHUC U
odopMmIIeHHE.

PA3JIE 4
I[OKYMCHTI/IpOBaHI/IC ACATCIIbBHOCTH KOJUJICTUAJIBHBIX OPTraHOB

Tewma: [ToaroroBka u npoBeaeHue copemannii. CTpyktypa nokiana. TpeboBaHUS K COCTaBICHUIO
1 0(pOpPMIIEHHUIO TTPOTOKOJIOB.

PA3JIEJL 5
Opranuzanus JOKyMeHT0000poTa

Tema: IlonsiTue nokymeHT0000poTa. OCHOBHBIE TOTOKH YIPAaBIEHYECKUX JOKYMEHTOB.
OcHoBHBIE 3TaIbl 00padOTKH JOKYMEHTOB

PA3JIEJI 6
OcobeHHOCTH PabOTHI C KaJIPOBBIMU JOKYMEHTAMHU

Tema: CocraB kaapoBoi qokymeHTaruu. CoctaBiaeHue U opopMIeHHE OCHOBHBIX BUIOB
KaJpoBOH JoKyMeHTanmu. TpyaoBas KHMKKA: BbAa4Ya, opopMIIeHUE, XpaHEHHE.



PA3JIEJL 7
XpaHeHune JOKYMEHTOB, X 00padOTKa U cJjaua B apXUB.

Tema: 1. Homenknatypa nen. @opmupoBanue aen. Odopmienune aen 2. CocTaBICHHE OMHICEH,
nucra-3aBeputens. [lepenava gen B apxuB.



