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1. Ilesu ocBOEHUS AUCHHUILITHHBI

LlensiMu OCBOEHUS TUCHUILTUHBI «OCHOBBI EJIOPOU3BO/ICTBA U IOKYyMEHTO000pOTaY»
ABIIAIOTCA: (POPMHUPOBAHHUE Y CTYACHTOB HABBIKOB 110 COCTABJICHHUIO 1 O(OPMIICHHUIO CITYKEOHBIX
JIOKYMEHTOB B CCTEME T'OCYIapCTBEHHBIX U MYHUIIMIIAJILHBIX OPTaHOB

2. MecTO IUCHMILJIMHBI B CTPYKTYype 00pa30oBaTeIbHOI MPOorpaMmMsbl

JuctmrumHa «OCHOBBI JIETIONPOU3BOICTBA U IOKYMEHTOOOOPOTa» OTHOCUTCS K 0a30BOM
gactu. TpeOoBaHUS K TPEIIICCTBYIONINM 3HAHHUSM TpeicTaBiieHbl B Tadiuie 2.1. Ilepedens
JTUCIUTUTAH, U1 KOTOPBIX JUCHHUIUTHHA «OCHOBBI JETONMPOU3BOJICTBA U JOKYMEHTOOOOPOTA)
SIBIISIETCSI OCHOBOIIOJIATAIOIIEH, TpeicTaBiIeH B Ta0. 2.2.

Taouuna 2.1 — TpebGoBaHus K NpepeKBU3UTAM JUCHUILIHHBI

JucuuIimmHaa

Paznen

OCHOBHI yIIpaBJICHUS NTEPCOHAIIOM

[IpakTrka ynpaBiIeHHs IEPCOHATIOM

[TpaBoBOE perynupoBaHue Tpyaa
rOCCIyXallux

[IpaBoBO# cTaTyC roCcyJapCTBEHHOTO
cayxaiiero PO

Ta6auna 2.2 — TpeGoBaHus K NOCTPEKBU3UTAM JUCHHUIINHBI

JucuuIimmHaa Paznen
['ocynapcTBeHHas 1 MyHHIIMIIATbHAS CITyK0a JoxymenTupoBanue YIPABJIEHYECKOM
NEITEILHOCTH
AJIMUHHCTPAaTHBHOE IPABO OCHOBBI J1€TIONPOU3BOJICTBA
3. Ilepeuenr MJIAHMPYeMBIX  pe3yJbTATOB  OOy4YeHUS] MO  JUCIHUILIHHE,

COOTHECCHHBIX € IVIAHUPYEMBLIMH PpeE3yJibTaTaMUd OCBOCHUSA Oﬁpa3OBaTeJILHOI71

NPOrpaMMblI

Tab6auna 3.1 — B3aumocBs3b VIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHs M0 JUCHUIINHE U
IUIAHNPYEMBbIX Pe3yJIbTATOB 0CBOCHHSI 00pa30BaTeIbHOM MPOrPaMMblI

WNHpekce u conepxanue 3HaHUs Ymenus HaBbiku u () oneit
KOMIIETEHIINH JESTEIIBHOCTH

[1K-15 - ymenuem OCHOBHBIE COCTaBIIATh U BJIAJIETh

BECTH MPUHLIUIIBI U 0pOpMIISITH WHCTPYMEHTaMH

JEJI0NPOU3BOJICTBO U OCHOBHBIE JIOKYMEHTHI, COCTaBJICHUS U

JTIOKYMEHTOOOOPOT B TpeOOBaHUS K OTHOCSIIIIHECS K odopmITeHUS

oprasax OpraHu3aLu Oynymei JIOKYMEHTOB B OpraHax

roCyJapCTBEHHOM JIEJIONPOU3BOJICTBA U | MPOPECCUOHANBHON | TOCYJapCTBEHHOMN

Biactu Poccuiickon JOKYMEHTO000pOTa B | 1eATENbHOCTH Biactu Poccuiickon

®denepanun, opraHax
roCyJapCTBEHHOMN
BJIACTH CYOBHEKTOB
Poccuiickoit
®denepanun, opraHax
MECTHOTO
CaMOYTIPaBJICHHUS,
TOCYJapCTBEHHBIX U
MYHHUIUIIATbHBIX
HNPENNPUATHAX U
YUPEKICHUSX,

oprasax
roCyJapCTBEHHON U
MYHULUITAJIBbHON
BJIACTU

®denepanuu, opraHax
roCyJapCTBEHHOMN
BJIACTU CyOBHEKTOB
Poccuiickoit
®denepanuu, opraHax
MECTHOTO
CaMOYTIPaBJICHHUS,
TOCYJapCTBEHHLIX U
MYHHUIUIIATbHBIX
HNPENNPUATHIX U
YUPEKIACHUSX,




HAYYHBIX U HAYYHBIX U
00pa3zoBaTeNbHBIX 00pazoBaTeNbHBIX
OpTraHU3aIHIX, OpTraHHU3aIHIX,
MTOJTUTHYECKUX MTOJTUTHYECKUX
MapTHSIX, NapTUsX,
00IIECTBEHHO- 00IIIECTBEHHO-
MTOJIUTUYCCKUX, MOJTUTUYCCKUX,
KOMMEPYECKUX H KOMMEPYECKUX H
HEKOMMEPUYECKUX HEKOMMEPUYECKUX
OpTraHU3aIUsIX OpTraHU3aIUIX

4, O0BeM JUCHHMIIINHBI

O6beM aucnurIuHbBl «OCHOBBI JACIOMPON3BOACTBA U IOKYMEHTOO00POTa» COCTABISET 3
sayeTHpIx eauuun (108 akameMHUeCKHX YacoB), pacmpejeieHne oObemMa IUCHUIUIMHBI Ha
KOHTAaKTHYIO paboTy oOywaromuxcs ¢ npernonasarenem (KP) m Ha camocrositensHyro paboTy
oOyuaromuxcst (CP) mo BumaM y4ueOHBIX 3aHATHA W MO mepuoiaM OOy4eHUs MPEACTaBICHO B
Tabmuie 4.1.

Tao6uauna 4.1 — Pacnpenesnienue 00beMa QU CHUANINHbBI
10 BUAM Y4eOHbIX 3aHATHI U N0 MeproaaM o0ydeHusl, aKkaJleMuYecKue 4achbl

N o Cemectp Ne 7 | Cemectp Ne 8
< @)
e Bun yueOHbBIX 3aHITHIT 2 2
n/m S S KP Cp KP Cp
~ ~
1 2 3 4 5 6 7 8
1 | Jlexkuuu (JI) 4 4 - - -
2 | JJabopaTtopubie paboTsl (JIP) 4 - 4 - - -
3 | [Ipaktuueckue 3anstus (I13) - - - - - -
4 | Cemunapsi(C) 6 - 2 - 4 -
5 KypcoBoe npoektupoBanue i i i i - -
(KIT)
6 | Pedeparsr (P) - - - - -
7 | Dcce (D) - - - - - -
WHpuBHUayabHBIE  JIOMAalTHUE - -
8 3ananus (M]13) i 10 i 10
CamocrosiTensHOE H3y4YeHne - 12
o Borpocos (CVB) i 22 i 10
10 | [MoxroroBka k 3aasaTusM (I1k3) - 38 - 25 - 13
11 | IlpomexxyTouHas aTTecTalus 2 22 - - 2 22
HammMmeHnoBanme BHA 3auer,
12 | npomexyTouHOMU aTTecTaluu X X - KOHTPOJIbHAS
paborta
13 | Beero 16 92 10 | 45 6 | 47




5. CTpyKTypa u coaep:KaHue TUCHHILINHBI

CTpyKTypa IUCHUIUIMHBI TIpeIcTaBlieHa B Tadymie 5.1.

Ta6aunna 5.1 — CTpykTypa AMCHUIIMHBI

O06wem paboThl 10 BUAaM y4eOHBIX 3aHITHH, aKaIeMIYECKUE Jachl 5
° - ) © 5 =
= | B |2 g 3 e =
Ne 8 g < ] A = = B g 5
HaunmMeHoBaHuUs pa3/ieNioB U TeM = ® 2 N = 5] ) ® w 2 &
/o o O = S = S o [ (7 g = )
o o o 0 & A <= R O A n s = o E
ja = 5w (= o = &= I w| O Q@ ° & % = =
3) = S« SIS s a < SHES|EESQ £ < g -~ 0
o = o & = z o X o @ Tl oo o o= L5 I
= g o 9 2w = S O 9] SEsg|or &l & = 8 =
5| E | €€ | €5| 5 | 22| ¥ |S23|525 52| 2E | ¢
© = ES | ES8 3 2 E & Ex8|S=2a| &8 == 2
1 2 3 4 5 6 7 8 9 10 11 12 13 14
Pa3nea 1 OcHOBBI IK-15
L A 6 2 - - 2 - X 6 3 3 X
JeJIONPOM3BOJCTBA
Tema 1 BBenenue B IK-15
11 | Awcmmnamuny «OCHOBBI 6 5 ) i i X 5 5 5 X
" | mexonmpou3BoOACTBA "
JOKYMEHT0000pOoTa»
Tema 2 HopmarugHo- [IK-15
MeTouYecKast 0CHOBa
12. A 6 - - 2 - X 2 2 5 X
JeJIONPOU3BOICTBA u
JOKYMEHTHPOBAHMS
Pa3zgen 2 JlokymeHTHpOBaHHE [K-15
2. | ynpaBiieHYecKoi 6 2 2 - 2 - X 6 3 3 X
JeSITeJIbHOCTH
Tema 3 [Mopsaok opopmiieHns [K-15
OpraHM3anMOHHBIX 7}
21. | %P ! 6 2 - - - X 2 2 5 X
pacnopsiANTeJIbHBIX
JOKYMEHTOB.
Tema 4 Cucrema mjiaHoOBOW U TIK-15
2.2. ) A TLIAHOBO 6 2 - - - - X 2 2 5 X
OTYETHOW TIOKYMeHTaIuu
Tema 5 NMPaBOYHO- TIK-15
2.3, Crpasowno- | - 5 . . . 2 . x 2 2 5 x
uHpopManmoHHas "




O06beM paboThI 10 BUIAM YU€OHBIX 3aHSITUMN, AKaTEMHUYECKUE YaCh E
° . o o E ’E
| 5 | 2 g 2=
N 5 | g S| g |2 |2 < | £ S5
HaumenoBanus pazzienoB u TeMm = [~ A NS = 5] s © w Z &
n/n o & 3 o o & 5 > 2 Eom|l Bs £ = &2
E [ g o o= = IE x| o0 =0 o A= S S
3) = S « 5 2 s A E s SH5E|EEQ| EE & % S
ot S S E = e o = 2, BEZ|[QEo| ofF S5 2 g
= = o 9 2w = o o Q =SS5 F & &k = 3 =
S| B |9g | E5| § | 22| % |S2%|28E| BE | 2i | ¢
o = B a E S 3 2 E 2, ExS|SEa| =28 B = ~
1 2 3 4 5 6 7 8 9 10 11 12 13 14
CHPaBOYHO-aHATUTHYECKAS]
JOKYMeEHTaIUsI
Pasznen 3 OcHOBbBI TIK-15
3. 1 7 - 2 - 2 - X 4 3 3 X
JOKYMEHT0000poTa
Tema 6 OKYMEHTHI IO TIK-15
3.1. Moy 7 2 - ; ; X - 6 7 x
KaJI[POBOMY COCTABY
Tema 7 Opranu3anus TIK-15
3.2. P u 8 - - - 2 - X - 6 6 X
JOKYMEHT0000poTa
5. | KonTakrHasi pagora 7,8 4 4 - 6 - X - - 2 X
6. | CamocrosiTesibHasi pagoTa 7,8 - - - - - 10 22 38 22 X
7. Bcero no gucuMninHe X 4 4 - 6 - - 10 22 38 24 X




5.2. Conep:xaHue TUCHMILINHBI

5.2.1 — Tembl JeKnu

O0nemM,
Ne .. HanmenoBanue TemMbl JE€KIIUH
aKaJeMHUECKHEe Yachl
J-1 Bsenenue B JUCLHUTIIINHY «OCHOBBI 2
JICJIONPOU3BOJICTBA U JOKYMEHTOO0OPOTa»
JI-2 Cucrema MJ1IaHOBOW U OTYETHOM JOKYMEHTALIMU 2
HToro no aucuuIuiHe 4
5.2.2 — Tembl J1a00paTOPHBIX padoT
Ob6beMm
Ne 1.1. HaumenoBanue TeMbl 1€KIIUHA ’
aKaJeMHUECKHE 4achl
JIP-1 [lopsmox  odopmileHHs ~ OpraHU3alMOHHBIX U 2
pacCoOpsIAUTEIbHBIX IOKYMEHTOB
JIP-2 JIOKYMEHTBI 110 KaIpOBOMY COCTaBY 2
Nroro no nucuurimue 4
5.2.3 — Tembl IpaKTHYECKUX 3AHATHIA
HE TPeyCMOTPEHbI paboYrM y4eOHBIM MIJIAHOM
5.2.4 — TeMbl CeMMHAPCKUX 3aHATHH
OO0newMm,
Ne .. HaunmenoBanue TemMbl 3aHATUS
aKaJIEeMUYECKHE Yachl
C-1 HopmaTtuBHO-MeTO1MUECKas OCHOBA 5
JIEJIONPON3BOJICTBA U JOKYMEHTUPOBAHMS
C-2 CrnpaBouHo-uH(pOpPMAITOHHAS u CIIPaBOYHO- 5
aQHATMTHUYECKasl JOKYMEHTAITUS
C-5 Opranu3anus 10KyMeHTo000poTa 2
Ntoro no nucuumiuue 6
5.2.5 Tembl KypcoBbIX padoT (IPOEKTOB)
HE TPeyCMOTPEHbI pab0YNM Yy4eOHBIM MJIAHOM
5.2.6 Tembl pedepaToB
HE TIPeyCMOTpEeHbI pabodeil mporpaMMoit
5.2.7 Tembl 3cce
HE TIpeyCMOTpeHbI pabodeil mporpaMMoit
5.2.8 TeMbl MHAUBHIYAJBHBIX JOMAIIHUX 3aJaHUI
NunuBunyanpHbIC 3a1aHNs TIPEICTABIIEHBI B paboveil TeTpaan
5.2.9 — Bonipochl AJ1s1 cCaMOCTOSITEJILHOTO H3y4YeHHs
O0newM,
Ne .. HanmeHoBaHMS TEMBI HanmenoBanue Bonpoca aKaJIeMHYECKUe
4achl
1. Bsenenue B JUCLUIUIUHY | 3ajauu NUCHUIIIINHEI 2
«OcHOBBI  Jienornpou3BojicTBa U | «OCHOBBI JENONPON3BOACTBA
JIOKYMEHTO000pOTa U JIOKyMEHTO000pOTa»
2. HopmartuBHo-meToguyeckas JloxabpHBIC JIOKYMEHTBI 2
OCHOBa  JIJIONPOM3BOJICTBA M | OpraHu3aluu




JIOKYMEHTHPOBAHUS
ITopsimox oopmienus | PekBu3utel 2
OpraHU3aIMOHHBIX U | OpraHU3alMOHHBIX
pactopsIUTENbHBIX IOKYMEHTOB. | JIOKYMEHTOB
CucreMa IUIAHOBOM W OTYETHOM | BUIbI I1aHOB OpraHu3aiuu 2
JIOKYMEHTAIUU
CnpaBouno-uHpopmanronHass U | [logroroBka 10KyMeHTOB 2
CIIPaBOYHO-aHATUTHYECKAsS
JTIOKYMEHTaITHS

6. Hokymentsl 1o  kaapoBomy | Odopmienue TPYAOBBIX 6
COCTaBy KHIDKEK

1. Opranuzanus 1okymentToooopora | [lousarue BXO/ISIIIEH 6

JIOKYMEHTaIu1
Hrtoro no qucuuruinge 22

6. YdeOHO-MeToaMUYeCKOEe H HMH(POPMALIMOHHOE 00ecedyeHre JUCIIUIIMHBI

6.1 OcHoBHasi IuTepaTypa, He0OX0AMMAs IJI1 OCBOEHUSI U CUMIIJIMHBI

1. JIemonpou3BOICTBO : COCTaBJICHHUE, PEIAKTHPOBAHKUE M 00padOTKa JOKYMEHTOB : y4eO.
nocobue / O. II. Conory6, - 3-¢ u3n., crep. [DnekTpoHHBId pecypc] — M.: M3garenbcTBO
«Owmera-JI», 2008. — 207 c. — (ObC Kuauradonm)

2. JoxymeHToBeaeHue : yueOHUK [DnekTponnslii pecypc] / H. H. Kynses, 1. H. Ypanos,
A. T. ®abpuunos; noxn pea. npodp. H. H. Kynsesa. — M.: Jloroc, 2011. — 352 c. — (OBC
Kuuradonn)

6.2 lonotHUTE/ILHAS JIUTEPATYPa, HEOOXOAMMASA 1JIs1 OCBOECHHS THCIUIITHHbI

1. bapuxun A. b. JlenonpousBoacTBO U TOKyMEHTO000poT. — M. : KHMKHBIH Mup,
2008. — 416 c.
2. Jlenonpou3BOACTBO U apXMBHOE J€JI0 B TEPMUHAX M ONpEJENIeHUsIX :@ yueO.

nocobue [Onekrponnsiii pecype] / C. 0. Kabamos, U. I'. Achanguspoa. — M.: ®nuHTa :
Hayxka, 2009. — 296 c. — (ObC Kuauradonn)

3. JIOKyMEeHTUpOBaHHE YIPABICHUECKOW NEATENBHOCTH : Y4eOHO-METOAMYECKOe
nocobue [DnexkTponHsblil pecypc] / mox pea. A. @. Typnutebko. — 4-e uza., nom. u nepepad. — M.:
Wzn-Bo MI'OY, 2008. - 171 c. — (OBC Kuuradonn)

4, Koxona JI. A., lexxkuna FO. A. JlokymeHTaIlmOHHOE OOECTIEYCHHE YIIPABICHUS:
Kypc Jnekuui. [OnextponHslii pecypc] — M. : Usp-Bo MI'OVY, 2010. — 144 c. — (OBC
Kuauradonnm)

5. KondunennuaapHoe  JIeTONPOM3BOACTBO M 3AlUIIEHHBIA  AJIEKTPOHHBIN
nokymeHnToobopor : yueOnuk / H. H. Kynses, A. C. lemymikun, A. I'. ®abpuynos. — M.: Jloroc,
2011. - 352 c.

6. JInuHble NOKyMEHTHI: TpeOoBaHUS K OG(OpMIIEHHI0O U 00paslbl JOKYMEHTOB:
[DnexTpoHHBIH pecypc] yueb. mocodue / I'. B. Kazannesa, - 4-e uzn., crepeorunt. — M. : @auHTa
: Hayka, 2011. — 40 c.

7. Mocees P. H. CoBpemenHoe nokymenTtosenenue. — M.: Bocrok-3anazn, 2007. —
384 c.

6.3 MeToauueckue yka3zaHMsl i O0Y4YalOIIMXCSl MO OCBOEHUIO JAUCUMILUIMHBI H
Apyrue MaTepuaibl K 3aHATHAM

DNeKTpoHHOE y4ueOHoe mocobue (ykazamv pecucmpayuonuviil Homep XXXX-X, oamy
pecucmpayuu XX XX XXXX r.) Bkitouaronee:

- KOHCHEKT JICKITU;




- METOAMYECKHUE YKa3aHUs 110 BHIIIOJIHEHHUIO JTa00PaTOPHBIX padoT;
- METOAMYECKUE YKA3aHUs 110 BBIIIOJHEHUIO IPAKTUYECKUX (CEMHUHAPCKUX) padoT.

6.4 IlepeyeHb yueOHO-MeTOAUYECKOT0 O0ecTiedeHHsI ISl CAMOCTOSITEIbHOH PadoThI
00y4YaKIIUXCS 10 TUCHHILINHE

DiekTpoHHOE ydeOHOe mocobue (ykazamov pecucmpayuonmviti Homep XXXX-X, oamy
peaucmpayuu XX XX XXXX r.) BKIItOUaroiee:

- METOJIMYECKUE PEKOMEHIAINHU JUISI CTYJIEHTOB 110 CAMOCTOATEIbHOM padoTe;

- METOJUYECKHE PEKOMEH AU 10 BHIMOJHEHUIO UHIMBUIYAIbHBIX JOMAIIHUX 33JIaHUN;

6.5 Ilepeyenb HHGPOPMAIMOHHBIX TEXHOJIOTHH, HCIIOJIb3yeMbIX IPH OCYLIEeCTBJIEHHH
00pa30BaTeJbLHOI0 Mpolecca MO0 JAUCUMILVIMHE, BKJIOYasgi IMepedYeHb MPOrPaAMMHOIO
odecreueHus " I/[Hq)OpMaIII/IOHHbIX CIIPAaBOYHBIX CUCTEM

1. Open Office

2. Google Chrome

6.6 Ilepeyenb pecypcoB MHGPOPMAIHOHHO-TEIeKOMMYHUKANIMOHHON CeTH
«HTEepHET», HEOOXOAUMBIX /ISl OCBOCHHUS TUCHUTLIUHBI

1. DneKTpoHHO-OMOmoTeuHass cucteMa '"JlaHp", SJEKTPOHHBIE KHWUTH JAUCIATUIMHBI
"OCHOBBI JICTIONPOM3BO/ICTBA U JOKyMeHTOOoOopoTa” http://e.lanbook.com/books/?

2. Yuusepcanbhas oubmorexka ONLINE http://biblioclub.ru/index.php?page=m

3. OnekrponHas ouodmoreka Pykonr http://rucont.ru/

7. Onucanue MaTepHaJbHO-TeXHHUYECKOM 0a3bl, HEOOXOAUMOI /1 OCyIIeCTBIEHUS
00pa3oBaTeIbHOI0 Mpouecca Mo JMCUUIINHE

3aHATUS ~ JEKIUOHHOTO  THUMA  TNPOBOAATCA B ayAUTOpUH, 0OOpYIOBaHHOM
MYJbTUMEAUATIPOEKTOPOM, KOMIIBIOTEPOM, YUEOHOM JOCKOM.

3aHATUS CEMHHAPCKOIO THIIA IMPOBOJAATCS B ayAUTOPHUSX, OOOPYAOBAaHHBIX Y4eOHOM
JIOCKOW, paboyuM MECTOM IpernojaBaTelis (CTON, CTYJd), a TakKe MOCaJ0YHbIMU MECTaMM IJis
00y4aroImuXxcsl, YUCI0 KOTOPBIX COOTBETCTBYET YMCIEHHOCTH 00YYaIOLIUXCS B TPYIIIE.

@DOH/ OIICHOYHBIX CPEICTB AJIS POBEICHHS IPOMEKYTOUHOHN aTTeCTalluy 00yJaromuXxcs
no nucuuiuiHee npeacrasied B [lpunoxxenun 1. (I1onHBIN KOMIUIEKT OIEHOYHBIX CPEICTB AJIS
OLICHKH 3HaHMI, YMEHUM U HABBIKOB HAXOJAUTCS y BEAYIIETO MPENOIaBATENS. )

[Tporpamma pazpabotana B cootBeTcTBuM ¢ ®I'OC BO mo nHampasnenuto moarorosku 38.03.04
locynapcTBeHHOE M MYHUITMTIAIBHOE YIIPABIICHHUE.

Pazpaboran(m): 0O.C. CmotpuHa

[TporpamMma paccMOTpeHa W 0J00peHa Ha 3aceqaHuM KadeApbl yIpaBICHUS IEPCOHAIOM H
MICUXOJIOTUHU

POTOKOJ Ne OT &« » 2015.

3aB. kadenpoii P.I1I. Hladeen
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