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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[lenssMu ocBoeHUs y4yeOHOW AUCHMIUIMHBI «OCHOBBI JIE€TONPOU3BOJICTBA»
ABJISIIOTCSL:

- II03HAKOMUTH CTYyACHTOB C  TEOpEeTUYECKUMU BOIIpOCaMU
JOKYMEHTAallMOHHOTO  OO€CIeYeHus]  yOpaBlieHUs,  BbIPA0OTaTb  HaBBIKU
MCIIOJIb30BAaHUSI COBPEMEHHBIX TEXHOJIOTUH JENIONMpPOU3BOACTBA, CHOPMHUPOBATH
yOKICHHOCTh B HEOOXOAMMOCTH TOCTOSSHHOTO M CHCTEMHOTO OOHOBIICHUS
3HaHUU B 00JIACTH JOKYMEHTHUPOBAHUS yIPABICHUYECKON ACSITEbHOCTH;

- II0Ka3aTb  B3aMMOCBS3b  PA3JIMYHBIX  YPOBHEHW  YNPABICHUA U
COOTBETCTBYIOIIUX UM JIOKYMEHTOB;

- M3Y4YUTh KiIacCU(UKAIMIO JOKYMEHTOB W HUX pPOJb B YIpPaBICHUU
IpPEANPUATHEM;

- A3YyYUTh HOPMATHBHO-IIPABOBBIE AKTHl M O3HAKOMUTH C COBPEMEHHBIMH
TpeOOBAHUSIMU K JOKYMEHTaM;

- IPUBUTDH HABBIKM aHAJIN3a U IPOEKTUPOBAHUS JOKYMEHTOB.

3amayaMyu OCBOECHMS YUEOHOW AMCHUILUIMHBI «OCHOBBI JEJIONPOU3BOICTBA»
ABJISIOTCSL:

- OCBOCHHME COBPEMEHHBIX 3HaHHI, yMEHUI M HABBIKOB, HEOOXOIUMBIX AJIs
npo¢ecCUOHaIbHON JEATEIIbHOCTH 10 00ecreueHuno IIOJIHOMOYHUH
rOCYJapCTBEHHBIX U MYHUIIUIIATIBHBIX OPIaHOB.

2. Ilnanupyembie pe3ynbTaTbl 00yYeHHs M0 JUCHUILIMHE (MOIYJIIO).

Ilepeuenp (GopMUpPYEMBIX Ppe3yJbTAaTOB OCBOCHHS  00pa30BaTeIbHOU
mporpamMmbl (KOMIIETEHIINI) B PE3yJIbTaTe 00yUeHHUs 10 AUCIHUILTUHE (MOIYIIIO):

IIK-3 - CnocoGeH BHIMOMHATH NPOEKTUPOBAHME JeTalied U y3JIOB
TPAHCHOPTHBIX OOBEKTOB B COOTBETCTBUU C TpeOOBAHUSIMH HOPMATHUBHBIX
JOKYMEHTOB.

OO0yueHnue 1Mo qucIUIUInHE (MOJTYJIIO ) IPEIoIaraeT, 4To 1Mo ero pe3yJibrataM
oOyyaroruiicst Oyier:

3HaTh:
OcHOBHBIE TpeOOBaHUS K o opMIIEHUIO OpraHu3alHOHHO-
pacnopsIMTENbHBIX JOKYMEHTOB

YMmeTh:
oQOpPMIISITE OPTaHU3AINMOHHYIO, PACHOPSIUTEIBHYI0 W HH(POPMAIIMOHHO-
CIIPaBOYHYIO JOKYMEHTALIUIO

Baanern:



COBPEMCHHBIMHU HWHXCHCPHBIMH U I/IH(bOpMaI_II/IOHHBIMI/I TCXHOJIOTIUAMHA
O(I)OpMJ'IeHI/Iﬂ OpTraHU3alMOHHO-PACIIOPAANTCIIbHBIX JJOKYMCHTOB

3. O0beM AUCIUILIUHBI (MOIYJIs).
3.1. O6uas TpyA0€MKOCTb JTUCHUILTHHBI (MOTYJIS).

OOmast TPyIOEMKOCTh IUCHUILIMHBI (Momynsi) coctaBisier 2 3.e. (72
aKaJIeMUYECKUX yaca(oB).

3.2. O6bem pguctuIuiMHBL (MOAyJsi) B (opMe KOHTAaKTHOW paboThl
oOyJarommxcss C  IeJarorM4ecKuMu  paboTHUKaMu ®  (WIM)  JIMIIAMH,
MIPUBJICKAEMBIMHU K peaTu3alii 00pa30BaTeIIbHON MMPOTpaMMbl Ha HHBIX YCIIOBHUSX,
P MIPOBEJICHUHN YUCOHBIX 3aHITHI:

KomnuectBo yacos

Tum ydeOHBIX 3aHIATHI
Bceero | Cemectp Ne2

KonrtaktHas paboTa mpu npoBeIeHIH YUeOHBIX 3aHATHH (BCETO): 32 32

B tom uncie:

3aHATHSA JIEKIIHOHHOTO THIIA 32 32

3.3. O6beM auCHUIUIMHBI (MOIyYJiA) B (OpME CaMOCTOSITENIbHOM pabOThI
oOyyJarommxcsi, a Takke B (opmMe KOHTAKTHOM paboOThl OOydYaromMXCS C
MearoruIecKuMU pPabOTHUKAMHK | (WJTH) JTUIIaMH, TIPUBJICKAEMBIMH K peaTU3aIliH
oOpa3oBaTeNpHON TIpOorpaMMbl  HA HWHBIX  YCIOBUSAX, TP  IPOBEICHUU
MIPOMEKYTOYHOM aTTecTaru coctapisieT 40 akaeMrueckux Jaca (oB).

3.4. ITpu oOy4eHunu o0 UHAUBUAYATLHOMY Y4€OHOMY IIJIaHY, B TOM YHCJIE IPU
YCKOPEHHOM 00Yy4YeHUH, 00BEM JAUCITUIUIMHBI (MOIYJIsI) MOXKET ObITh peaii30BaH
MOJIHOCTBIO B (hOPME CaMOCTOSITENIbHON paboThl 00yJaronuxcs, a Takke B hopme
KOHTAKTHOU pabOThl 00YUYaIOIIUXCSl C MEJAarornyeCKuMU pabOTHUKAMU U (UJIH)
JUIIaMH, TIPUBJICKACMBIMH K peai3aIiiid 00pa30oBaTeILHOM MPOrpaMMbl Ha UHBIX
YCIOBHSIX, TIPH MPOBEICHUN TTPOMEKYTOUHOH aTTECTAIIHH.

4. ConepxaHue JUCUUILIAHBI (MOIYJIA).

4.1. 3aHsATHs JISKIIUOHHOTO THUIIA.

/ TemaTuka JTEKIIMOHHBIX 3aHATUM / KPATKOE COJEPKaHNE
n/m

1 OCHOBHBIE TTOJIOKEHMS 110 AOKYMCHTHPOBAHUTIO ynpaBnqueCKoﬁ ACATCIIBHOCTH.
PaccmaTrpuBaeMble BONIPOCHI:
- yHH(}UKAIKSA ¥ CTAaHIAPTU3AIMS YIIPABICHIECKUX JOKYMEHTOB




Temaruka NTEKIIMOHHBIX 3aHATHH / KpaTKOE COJEpIKaHUE

Buasl nokymeHToB
PaccmarpuBaembie BOIIPOCHL:
- KJaccU(UKalUs JOKYMEHTOB

Cocrasn PEKBU3HUTOB JOKYMCHTOB.
PaccmarpuBaembie BOIIPOCHL:

- (hopMyIsIp JOKYMEHTA 1 €T0 COCTAaBHBIE YACTH ;

- TpeOoBaHUS K 0()OPMIICHHIO PEKBU3UTOB JOKYMEHTOB;
- TpeboBaHNUs K OJaHKaM JOKYMEHTOB

Opranu3aluOHHbIE TOKYMEHTHI
PaccmarpuBaembie BOIIPOCHL:

- COCTaBJICHHE TOKYMEHTOB

- coJepKaHNe

HeKOTOpre BHUABI ITMCEM, UX COACPIKAHNUC U IIPUMCHCHUC.
PaCCManPIBaeMBIe BOIPOCHI:

- I/IH(i)OpMaLII/IOHHO—CHpaBOIIHaSI JAOKyMCHTAlUs,;

- BUJBI PIH(I)OpMa].[PIOHHO-CHpaBO‘IHOﬁ JAOKYMCHTAlMU, UX COCTABJICHUC U Oq)OpMJ'IeHI/IC.

IToaroroBka u MpOBEAEHUE COBEIIAHUM.
PaccmaTrpuBaeMble BOIIPOCHI:

- CTPYKTypa JO0KJIaa;

- TpeOOBaHUS K COCTABJICHUIO U O(OPMIICHHIO IPOTOKOJIOB.

ITonsTue ,Z[OKYMeHTOO60pOTa.
PaCCManI/IBaeMHe BOIPOCHI:

- OCHOBHBIC IOTOKH YIIPABJICHYCCKUX JOKYMCHTOB;
- OCHOBHBIC 3Tallbl O6pa60TKI/I JAOKYMCHTOB

CocraB KaJpoBOil TOKyMEHTALIUH.

PaccmarpuBaemble BOIPOCHL:

- cOCTaBJIeHHE M 0()OPMIICHHE OCHOBHBIX BUJIOB KaJPOBOM JOKYMEHTAIUN;
- TpyZOBasl KHIJKKA: Bbllada, 0OpPMIICHHE, XPaHEHHUE.

Homenknarypa aen. @opmupoBaHue 1en.
PaCCManI/IBaCMBIe BOIPOCHI:

- oopMIICHHE I,

- COCTaBJICHUEC 0HPIC€I>'I, JINCTA-3aBCPUTECIIA;

- riepeaada €1 B apXuB.

10

HpaBI/IJ'Ia I[OKYMGHT0060pOTa CO CTOPOHHHUMHU OpraHU3alluAIMU
PaccmarpuBaembie BOIPOCHL:
- TpeboBaHus U 0(OPMIICHUE NPA3HUKOB

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

4.3. CamocrosiTenbHas paboTa 00yJarommxcsl.

/o

Bun camocrosTensHO# paboThI

[IpopaboTka yueOHOTO MaTepHaia 1Mo KOHCIEKTY JIEKIIUH, y9eOHON 1 HAyYHOH
muteparype. [ToAroToBka TOKIIAA0B K CEMHUHAPCKUM 3aHATHIM. CaMOCTOSTEIbHOE
OCBOCHHE TEMBI,

IIoarororka k HpOMC)KyTO‘-IHOﬁ aTTeCTanuu.




3 | [loaroroBka K TeKyIieMy KOHTPOJIO.

5. llepeyeHb wU3MaHUN, KOTOPBIE PEKOMEHIYETCS HCIOJIb30BaTh IIPU
OCBOCHUU JUCHUIUIUHBI (MOIYJIA).
Ne
n/n
1 lNocynapcrBennas ciyx6a B Poccuu M.1O. beikos; MUNT. HTB (¢0.); HTB (u3.1)
Kag. "IIcuxonmorusi, cCOuoorus, rocy1apcTBEHHOE U

bubnunorpaduueckoe onucanue MecTto goctyna

MyHUIUIaIbHOE yiipaBieHue" Oanoromuoe uznanue MUNUT

, 2008
2 Henonpounzsoactso M.M. bacakoB Kuura U3a-ko-roprosas UTb VIIVIIC
xopropaius "Jlamxkos u K", 2010 (Abounement 1OWN); UTh
VIIVIIC (431 ION)
3 JoxymeHnTupoBaHue ynpasieHdeckol aestenbHoctu W.1O. HTB (§6.); HTB (u3.1)

KpsinoBa OnHoroMHoe u3nanue Mznarenbckuii 1oM "busnec-
npecca" , 2005

6. IlepedueHbp COBpPEeMEHHBIX MNPOQPECCHOHANBHBIX 0a3 JaHHBIX U
WH(GOPMAITMOHHBIX CIPABOYHBIX CHCTEM, KOTOPBIE MOTYT HCIOJB30BAThCSA TPHU
OCBOCHHUU JUCHUIUIUHBI (MOIYJIA).

Pecypchl CHEIUATM3UPOBAHHON  JIUTEPaTyphl o IICUXOJIOTUU
http://www.humanities.edu.ru/

Hayuno-texuunueckas oudnuorexka MUUT: library.miit.ru

denepanbHOE XPAHUJIHIIE «Ennnas KOJUIEKLIMS M (poBbIX
oOpasoBatenbHbIX pecypcon» (http://school-collection.edu.ru/)

7. llepedueHb JNHIIEH3UOHHOTO U  CBOOOJHO  PACHPOCTPAHSIEMOTO
MPOrpaMMHOTO OOecredeHusi, B TOM YHCJI€ OTEUYECTBEHHOTO MPOU3BOJICTBA,
HEO0OXOMMOTO JIJISl OCBOCHUSI TUCIUTLTUHBI (MOYJIs).

I[J'ISI IMPOBCACHUS TPAKTUUCCKUX 3aHATUHN H€O6XOI[I/IM]'::I KOMIIBIOTCPBI C
pa6quMH MCCTaMH B KOMIIBIOTCPHOM KJIACCC. KOMHBIOTCpBI JOJDKHBI OBITH
o0ecreUYeHbI CTAaHAAPTHBIMH JIMIICH3WMOHHBIMU IIPOTPaAMMHBIMHA TIPOJAYKTaAMHU H

00s13aTeIbHO TIpOTpaMMHBIM TIpoAykToM Microsoft Office me Hmxe Microsoft
Office 2007 (2013).

8. OmmucaHue MaTepUaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOIUMOM IS
OCYILIECTBJICHUSI 00pa30BaTEIbLHOrO Mpoliecca Mo TUCIUILTMHE (MOIYJIIO).

PaGouee MmecTto mpemojmaBaTeds C  MEPCOHAIBHBIM  KOMIIBIOTEPOM,
noakiaroYéHHBIM K ceTssM INTERNET.



Criennanu3upoBaHHas JICKUMOHHAS ay IUTOPHS ¢ MyJIbTUMEUA allllapaTypoi
Y NTHTEPAKTUBHOU TOCKOM.

KomneioTepHslii kacc ¢ KOHIuIMOHEepoM. Paboume mecTta CTyIEeHTOB B
KOMIIBIOTEPHOM Kiacce, noakmouéHubie K ceTssM INTERNET.

JUist  mpoBelneHUsT IPaKTUYECKUX 3aHATHM: KOMIBIOTEPHBIM  Kiacc;
KOH/ULIMOHEP; KOMITBIOTEPBI ¢ MUHUMAaJIbHBIMU TpeboBanusiMu — Pentium 4, O3Y
4 I'b, HDD 100 I'b, USB 2.0.

9. ®opma MPOMEKYTOUYHOU ATTECTALINU:

3adeT BO 2 ceMecTpe.

10. OueHouHbIE MaTEPUAIIBI.

OreHOYHBIE MaTepUaNbl, TPUMEHSIEMBIE TTPU MTPOBEACHUH TPOMEKYTOUHOM
aTTECTaIlul, pa3padaThIBAIOTCA B COOTBETCTBHH C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).



ABTOpBI:

JIOLICHT, IOIEHT, K.H. Kadeapbl
«DIeKTpornoe31a U JOKOMOTUBBD)

CoracoBaHo:

3aBeayrommii kadeapon dulJl

[Ipencenarens yueOHO-METOINUECKOM
KOMHUCCHU

B.H. Poranos

O.E. [IynoBukoB

H.A. AunpusiHoBa



