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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

[ensimu ocBoeHUs: yuyeOHOW IUCHUIUIMHBI «OCHOBBI JI€JONPOU3BOJICTBAY
SBIISIIOTCS:

- copMUPOBATH y CTYJEHTOB KOMIUIEKC COBPEMEHHBIX 3HAHUW, YMEHUH U
HABBIKOB, HEOOXOIUMBIX JJIs1 PO(ECCUOHATIBHON ACSITEIEHOCTH IO 00ECTICYCHHIO
[OJTHOMOYMM rOCyJapCTBEHHBIX U MYHUIUIAIBHBIX OPIaHOB;

- [O03HAaKOMUTb  CTYAEHTOB €  TEOPETHMYECKUMHU  BOIPOCAMHU
JOKYMEHTAallMOHHOTO  OO€CleYeHus]  yOpaBleHUs, BbIPA0OTaTh  HaBBIKU
UCIIOJIb30BAaHUSI COBPEMEHHBIX TEXHOJIOTUH JEIONPOU3BOACTBA, CHOPMUPOBATH
yOEXKICHHOCTh B HEOOXOAMMOCTH TOCTOSSHHOTO M CHCTEMHOTO OOHOBIICHUS
3HaHUU B 00JACTH JOKYMEHTUPOBAHUS YIPABICHUYECKON ACSITENbHOCTH;

- 1OKa3aThb B3aWMOCBSI3b  PA3NUYHBIX  YpPOBHEH  yNpaBiICHHUS H
COOTBETCTBYIOIIUX UM JIOKYMEHTOB; U3YUUTh KIACCU(PUKAIIUIO TOKYMEHTOB U UX
pOJib B YIpPABJICHUU NPEINPUATHEM, H3YyUYUTh HOPMATUBHO-IIPABOBBIC AaKThI,
O3HaKOMHTb C COBPEMEHHBIMU TPEOOBAHUSMHU K JTOKYMEHTAaM, MPUBUTH HABBIKU
aHaJIM3a JOKYMEHTA, IPUBUTH HABbIKM IPOEKTUPOBAHUS JOKYMEHTOB.

JUia peam3aniy NOCTABICHHON LENH PEILAIOTCS CIIEIYIOIINE 3aa4H:

- O3HAaKOMHTH OOYyYAIOUIMXCA C TpeOOBAaHMSIMH HOPMATHBHBIX IPABOBBIX
aKTOB, pErJIaMEHTUPYIOMINX TOPSAIOK CO3MaHUs U IBUKCHHS IOKyMEHTOB;

- chopMUpOBaTh y OOYyYaIOIMUXCA MPAKTHUYECKUE HABBIKK MPABHIBHOTO,
IOPUIMYECKH TPAaMOTHOTO O(OPMIICHUS [TOKYMEHTOB, C YYE€TOM IOJOXKECHHM
HOPMaTHBHBIX IPAaBOBBIX aKTOB,

IpaBWJ JI€JIOBOIO 3THUKETA, OPraHu3alud JOKYMEHTOO0OpOTa W 3allUThl
uH(popmanuu;

- o0ecrneyuTh YCBOEHHE OCHOBHBIX TNpaBWJI OOpabOOTKM U XpaHEHHs
JOKYMEHTOB.

2. Ilnanupyemblie pe3ynbTaTbl 00Y4EHUs N0 JUCHUILIMHE (MOIYJIIO).

Ilepeuenp GopMUpPYEMBIX pe3yJbTaTOB OCBOCHHS 00pa3oBaTEIbHOU
mporpamMmbl (KOMIIETEHIINI) B pPe3ysibTaTe 00yUeHHUs 10 AUCIUIUIUHE (MOIYITIO):

IIK-4 - CrnocobeH mNpUHUMaTh ydYacTHe B IOJATOTOBKE OOOOIIAIOIMINUX
aHAJIUTUYECKUX MaTepuasoB (JI0KIal10B, OTYETOB, PEKOMEHIALINMN, 3aIIUCOK U JIp.);

YK-4 - CrnocobeH OCylIecTBIIATh JAETOBYI0 KOMMYHHKAIMIO B YCTHOM U
NUCbMEHHON (hopMax Ha rocynapcTBeHHOM s3bike Poccuiickoit denepanuu u
MHOCTPaHHOM(BIX) SI3bIKE(aX).

OOyd4eHwme 1Mo TUCIHUILTHHE (MOYJTIO) TIPEIOoJIaraeT, 94To Mo €ro pe3yabTaTam
oOydaronuiics: Oyaer:



3HATH:
W TIOHMMaTh OCHOBHBIE  METOAWMKH  opraHuzanuu  d(dekTuBHON
KOMMYHHKAIIMHM Ha TOCYJaPCTBEHHOM M MYHMITUIIAIBLHOM CITy)0e.

YMmern:

BBISIBIIATH TPOOJIEMBI, NMPUHUMATH J(P(EKTUBHBIC PEIICHHS, IPOSBISTH
TBOPUYECKHUM MOAXOJ, UTHULIMATUBY U HACTOMYMBOCTH B JTOCTUKEHHU KaK JINYHBIX,
TaK ¥ MpodeCCUOHATBHBIX TIEIICH.

Baagern:
HEOOXOJMMBIMM  HaBBIKAMU  YIPABJICHUYECKOTO  BO3JICUCTBUS, THOKO
aJalTUPOBATHCS K PA3JUYHBIM CUTYalHSIM.

3. O6beM AUCIUTIIUHBI (MOIYJIs).
3.1. O0mas TpyA0€MKOCTb JUCHUIUIUHBI (MOIYJIA).

OO0mast TPyIOEMKOCTh AUCIHUIUIMHBI (MOayJisi) coctaBiser 3 3.e. (108
aKaJeMHYeCKuX Jaca(oB).

3.2. O0bem guctuIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOyyaroluxcs € MeJarorn4eckuMu  paboTHHUKaMu M (WIKM)  JIMLAMH,
IPUBJIEKAEMBIMH K peain3aluy 00pa3oBaTeNIbHON NporpaMMbl Ha UHBIX YCIOBHSIX,
IIPU NPOBEJCHUHN YUE€OHBIX 3aHATHI:

KomnuectBo yacos

Tun yaeOHBIX 3aHITHI
Bcero | Cemectp Ne$

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

3aHATHS JEKIIHOHHOTO THIIA 16 16
3aHATHS CEMUHAPCKOTO TUMA 32 32

3.3. O6beM muCHUIUIMHBI (MOIYJisA) B (OpME CaMOCTOSITENIbHOW padOThI
oOydJaronuxcsi, a Takke B (opmMe KOHTAKTHOW pabOThl OOydYaIOIMIMXCA C
nearoruaeckKuMu paboTHUKAMHU U (WITH ) JIUIIAMU, IPUBIIEKAEMBIMH K peau3aiiu
o0pa3oBaTeNpHOM MpOTrpaMMbl HA HWHBIX YCIOBHUSX, TpPU NPOBEIACHUU
MIPOMEKYTOUHOM aTTecTalu cocTapiisgeT 60 akaeMrUueckux yaca (OB).

3.4. ITpu oOy4eHHMH IO MHAUBUAYATILHOMY YICOHOMY IIJIaHy, B TOM YHCIIC ITPH
YCKOPEHHOM 00y4YeHUH, 00BEM JUCITUTUTHHBI (MOIYIISI) MOXKET OBITh peain30BaH
MOJTHOCTHIO B (POpME caMOCTOSITENIPHON pabOThl 00yJaromuxcs, a Takke B hopme
KOHTaKTHOW pabOThl OOy4YarOMIMXCA C MEJaroru4ecKuMu paboTHUKAMHU U (UJTH)




JUIAMH, TIPUBJIEKAaEMbIMH K peaiu3allii 00pa30BaTeIbHON MPOrpaMMbl Ha WHBIX
YCIIOBUAX, IIPYU MPOBEICHUHU IIPOMEKYTOYHON aTTECTALIUM.

4. ConeprkaHue JUCHUTUIUHBI (MOIYJIA).

4.1. 3aHATHA TEKIIMOHHOTO THUIIA.

/ Temaruka NTEKIIMOHHBIX 3aHATHH / KpaTKOE COJEpIKaHUE
n/m

1 |OcHoBHble TpeOOBaHUA K 0(OPMIICHUIO OPTaHU3alIMOHHO-PACTIOPSAUTEIBHBIX

JOKYMEHTOB

PaccmarpuBarorcst BOIpocCsL:

OCHOBHBIE TIOJI0XKEHUS 110 TOKYMEHTHPOBAHHUIO YIIPABICHUECKOH 1S TEIbHOCTH.
YHuukauys u craHiapTH3aLus YIpaBIeHIeCKUX JOKYMEHTOB

Bumpl TOKyMEHTOB 1 MX KIIacCHU(PHUKAIHA

2 |[IpaBwia opopmIIeHHS YIIPaBIEHYCCKUX JOKYMEHTOB
PaccMaTpuBarOTCs BOTIPOCHI:

CocraB peKBH3UTOB JIOKYMEHTOB.

DopMysp JOKyMEHTa M €r0 COCTABHBIE YaCTH

TpeboBanust K 0POPMIICHHIO PEKBH3UTOB TOKYMEHTOB.
TpebOoBanus k O1aHKaM JOKYMEHTOB

3 |[Topsimok u mpaBuna opopmIIeHUS OPTaHU3ALMOHHOM, PACTIOPSIUTENBHON U

WH(OPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIIMH

PaccMaTpuBaroTCs BOIIPOCH:

OpraHu3anroHHbIEe JOKYMEHTHI UX COCTAaBJICHHE U 0(OPMIICHUES

PacrnopsiquTenbHbIe JOKYMCHTBI, HX COCTaBJICHUE H O(OPMIICHUE

HeKOTOpLIe BUIBI ITUCEM, UX COLACPIKAHNUC U IIPUMECHCHUC.

HudopmanmoHHo-cripaBoYHas JOKyMEHTaIwst. Buibl HHGOPMAIMOHHO-CIIPABOYHON JIOKYMEHTALIUH, UX
COCTaBJIEHHE U 0OpMIICHHE.

4 I[OKYMGHTI/IPOBaHI/Ie ACATCIIBHOCTHU KOJIJICTHAJIBHBIX OPIraHOB.

PaccmaTpuBaroTcst BOTIPOCHI:

[Toxaroroska u mposenenue copemanuii. CTpykTypa okiana. TpeGoBaHMs K COCTaBICHHIO B 0(hOpMIICHHIO
MPOTOKOJIOB.

5 |Opranuzarmust JOKyMEHTO0OO0pOTA.

PaccmartpuBaroTcst BOIpOCHL:

ITonsatue nokymenToobopoTa. OCHOBHBIE TOTOKU YIPABICHUECKUX JOKyMEHTOB. OCHOBHBIE 3Tallbl
00paboTKH JOKYMEHTOB

PeI‘I/ICTpaHI/IS[ JOKYMCHTOB. Wcnonnenne JOKYMEHTOB U KOHTPOJIb 34 UCITOJJHCHUEM JOKYMEHTOB.

6 |OcobenHocTH pabOTHI C KaIPOBBIMHU JIOKYMEHTAMH

PaCCManI/IBaIOTCH BOIIPOCHI:

CocraB KaﬂpOBOﬁ JAOKYMCHTALWH. CocraBieHue u Oq)OpMJ'IeHI/Ie OCHOBHBIX BHJIOB KaﬂpOBOﬁ
JAOKYMCEHTaluU.

7 |XpaHeHHE JTOKYMEHTOB, UX 00pabOTKa U cjaua B apXHUB.
PaccmarpuBarorcst BOIpOCHI:

Howmenknarypa nen. @opMupoBaHue ae.

Odopmiienue ne.

CocraBieHne ONUCeH, TNCT-3aBEPUTEIIS.

Ilepenaua nen B apxuB.




4.2. 3aHATHUS CEMUHAPCKOTO THUIIA.

Hp AKTHYCCKHUC 3aHATHI

/o

Tematuka MPAKTUYICCKUX 3aHATHH/ KpaTKO€ COACPKAHUC

JIOKyMEHTUPOBaHUE YIIPABIECHYECKON ACATEIBHOCTH.
B pesynprare paboThl Ha IPAKTHUECKOM 3aHSATHH CTYACHT IIOIYYaeT HABBIK ITO PeTIaMeHTANH
JIOKyMEHTHPOBAHUS YIPABIECHYECKON AESATEIbHOCTH.

Knaccudukanus nokymentanuu. I'pudbl JTOKyMEHTOB.
B pe3yabTare pa6OTI)I Ha MPaKTUYCCKOM 3aHATUUN CTYACHT MOJTYy4acT HaBbIK pa6OTI)I C PCKBU3UTAMU
JAOKYMCHTOB U OGHII/IC IpaBujia ux O(l)OpMJ'IeHI/IH.

[Topsimok u npaBuia 0OpMIICHHS OPraHU3alMOHHO-TIPABOBOM U paCHOPSAUTENBHOM

JIOKYMEHTALUU.
B pesynbTate paboThl Ha MPAKTUUECKOM 3aHSITHHU CTYACHT ITOIYYacT HaBbIK pabOTHI C OPraHU3aI[HOHHO-
[IPaBOBOM M pacHOPSAAUTENBHON TOKyMEHTalUEH.

Xapakrepuctruka HH(HOPMAITMOHHO-CIIPABOYHOM U TJIAHOBO-OTYETHOM IOKYMEHTAIUH.
B pesynprate paboThl Ha IPAKTHUSCKOM 3aHSATHH CTYACHT ITOIY4aeT HABBIK O(OPMIICHHS
MH()OPMALMOHHO-CIIPABOYHON ¥ TUNIAHOBO-OTYETHOM JIOKYMEHTAIINH.

Texnonorus pa6OTBI C KaApOBBIMH JOKYMCHTaAMH
B pesynbraTe paboThl Ha MPAKTHYECKOM 3aHSITHU CTYACHT IOJIy4aeT HaBBIK OTPAOOTKH 3aMI0THEHUS
KaJIpOBOM TOKyMEHTALIUH.

TexHomornu JOKYMCHTAIITHOHHOT' O obecrieueHust YIIpaBJICHUA.
B pesynpTaTe paboThl Ha MPAKTUYECKOM 3aHATHH CTYICHT MOJy4aeT HaBBIK paboThl ¢ KOHMHICHIHATBHON
HHpOpPMAaLHEH.

ApXI/IBHOG XPaHCHUC NOKYMCHTOB.
B pesynbraTe paboThl Ha MPAKTUYECKOM 3aHATHU CTYAEHT MOJIy4aeT HaBBIK OLIGHKU 3HAUUMOCTH
JIOKYMEHTOB U OIIPENIEICHUS CPOKOB UX XPaHCHUSL.

Opranuzanus J0OKyMeHT0000poTa.
B pesynbrate paboThl Ha MPAKTHYECKOM 3aHSITHH CTYACHT MOIy4aeT HaBBIK PadOTHI ¢ perucTpanuen
JIOKyMEHTOB, KOHTPOJISI 32 HCIIOJIHEHHEM JJOKyMEHTOB.

Homenxknarypa nen opranuzanuu.
B pe3yibTare pa6OTbI Ha MPAKTUYCCKOM 3aHATUN CTYACHT HOJYYa€T HaBbIK COCTABJIATH
CI/ICTeMaTI/I?:I/IpOBaHHI)II‘/'I MEPECUCHBb A€, 3aBOAMMBIX B OpraHU3aluu.

10

Obuepoccuiickue Kiaccu(pUKaTopbl TEXHUKO-3KOHOMUYECKOH U COLMaIbHON
uHpOpMaLUu

B pesynbrare paGoThl y CTYAEHTHI TOSBIISIOTCS 3HAHUSI 00 0COOEHHOCTSX OpraHu3aluy 00IEePOCCUHCKUX
KJIaccu(UKATOPOB TEXHIUKO-IKOHOMHYIESCKOH M CONMATbHOW HHPOPMAITUI

11

l'ocynapcTBeHHOE perynupoBaHHe ATONPON3BOICTBA

B pesynbrate paboThl y CTYAEHTHI (GOPMHPYIOTCS 3HAHHUSI 00 0COOEHHOCTS3 TOCYIapCTBEHOTO
PeryIrpoBaHus JeJI0NPON3BOJICTBA, TPABOBBIX OCHOBAX JIAHHON JIESTENLHOCTH, a TAKXKE O COC00ax ee
OpraHu3aIu

12

MI/IHI/ICTepCKOC ACJIOMPOU3BOACTBO
B pesynprarte paboThl y cTyIeHTHI pOpPMUPYETCS HABBIK OTIIPABIATH HCIIOTHEHHYIO JOKYMEHTAIIHIO
azipecaTaM C IPUMEHEHUEM COBPEMEHHBIX BUOB OPraHU3allMOHHON TEXHUKU.

4.3. CamocrosiTenbHas paboTa 00yJarommxcsl.

/o

Bun camocrosTensHO# paboTh

Brimonnenue pedepaTtoB ¢ npe3eHTanuei




No .
Bun camocrosiTensHO#M paboThI

/1

2 |[ToaroroBka K MPaKTUYECKUM 3aHSATHSIM

3 |Pabora ¢ JEeKIMOHHBIM MaTEPHAIOM

4 |Pabora ¢ quTeparypoi

5 | IloaroroBka K MPOMEKYTOUYHON aTTECTAIUH.

6 | [loaroroBka K TeKyIemy KOHTPOJIIIO.

5. TlepedyeHp wW3AaHUHN, KOTOPBIE PEKOMEHIYETCS HMCIOJIb30BaTh IPH
OCBOCHUHU JUCHUIUIMHBI (MOIYJIA).

11\/@11 bubnmorpadudeckoe onucanue Mecto nocrymna

1 | CBs3u c 0OIIECTBEHHOCTHIO B OpraHax BJIACTH : Y4eOHUK — TeKCT : 3IeKTPOHHBbI //
1uist By30B / M. M. BacunbeBa [u Ap.] ; moa peaakmueit M. OGpasoBaresnbHast
M. BacuubeBoit. — 2-¢ usj., nepepab. u gor. — Mocksa : | WaTdopma FOpaiir [caiit].
M3 parenscrBo IOpaiit, 2020. — 366 ¢. — (Bricmiee —URL: _
o6pasosanie). — ISBN 978-5-534-04540-6. https://urait.ru/bcode/450085

(marta oOpareHus:
18.04.2023).

2 [llyBanosa, H. H. OcHoBBI nenonpoun3BoacTBa. SA3bIk — TeKCT : 371eKTPOHHBIH //
CITY’KeOHOTO JIOKYMEHTA : YY4EOHHK U IIPAaKTUKyM isi By3os | OOpasoBarenbHas
/ H. H. IllyBanosa, A. 0. MBanoBa ; o o0miei peaakiuei nnatdopma FOpaiir [caiit].
H. H. lllyBanoBoii. — 3-¢ u3a., nepepab. u jon. — Mocksa | URL: _

: U3narensctBo FOpaiit, 2023. — 384 c¢. — (Bricuiee https://uralt.ru/bcc?de/511417
oGpasosanue). — ISBN 978-5-534-15217-3 (féagzzgg%“e“"

3 I'po3osa, O. C. [Ienonpou3BoACTBO : yueOHOE MOCOOHE it | — TEKCT : DIeKTPOHHBIH //
By30B / O. C. I'po3oBa. — 2-e uz. — Mocksa : OGpa3oBaTenbHast
N3znarensctBo FOpaiit, 2023. — 131 ¢. — (Briciiee miargopma FOpaiir [caii].
oGpasoBanue). — ISBN 978-5-534-15964-6. —URL

https://urait.ru/bcode/510372
(marta oOpareHus:
18.04.2023).

6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
WH(OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIIOJIB30BATHCS MPH
OCBOEHUU JUCHUILUIUHBI (MOYJIA).

Hayuno-texanueckas 6ubnuorexka PYT (MUUT): http://library.miit.ru

O6pazoBarenbHas miatdopma «kOpaitt» (https://urait.ru/).

7. llepedyeHb  JHUIIEH3MOHHOTO U  CBOOOJHO  PacHpOCTPAHSIEMOTO
MpPOrpaMMHOT0 OO€CTeUYeHus, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRA,
HEO0OXOIMMOT0 JIJI1 OCBOCHUS JUCIUTIIIMHBI (MOIYJIs).




[IporpamMmmMHoe obecrieueHne He TpeOyeTcs

8. OmnucaHue MaTepUaqIbHO-TEXHUYECKOW 0a3bl, HEOOXOAMMOW st
OCYILECTBJICHUSI 00pa30BaTEIbLHOTO Mpoliecca Mo TUCIUILUIMHE (MOIYIIIO).

Jns  npoBeneHWs JEKIMOHHBIX 3aHATUH He TpeOyeTcs ayauTopus,
OCHAlICHHAs TEXHUYECKHMMHU CpEICTBaMU. A ISl TPAKTHYECKUX 3aHATHU
HeoOXo/UMa ayJUTOpHsl, OCHAILEHHAs MYJbTHMEIHUa anmnaparypod (JeKuus —
OObIYHAS ayJIUTOPUS, TPAKTUKA — MYJIbTUMEIHNA).

9. ®opma nMpomMeKYyTOUHOU aTTEeCTaIUU:

3adeT B 5 cemecTpe.

10. OueHouHbIE MaTEpHUAIIBI.

OreHOYHBIE MaTepUaNbl, TPUMEHSIEMBIE TIPU MTPOBEACHUH TPOMEKYTOTHOM
aTTECTaIlul, pPa3padaThIBAIOTCI B COOTBETCTBHH C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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