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KOMIIETEHIINH

B pesynbrate ocBoeHus kommereHuuu (OK-4) oOydarommiics
[Tnanupyembie JTOJIKEH:
pe3yJIbTaThl 3HATh:
00y4enus o — 0cO0EHHOCTH  O(PUIMATBLHO-JIEJIOBOTO  CTUJISL  CIY>KEOHOTO
JTUCIUTIIIUHE, JIOKYMEHTAa;
COOTHECEHHBIE C — COJEpKaHUE TOHATUH: S3BIKOBOM CTAHAAPT, AEJIOBOE IMHUCHMO,
IJITAaHUPYCMBIMH pyOpuLIMpOBaHHe, JIGKCUYECKOe U Trpaduueckoe COKpalleHue,
pesynbTaTaMu IIPOIMCHAs U CTpOYHasi OyKBbI;
OCBOCHHA — TMPOSIBJICHHE  SI3BIKOBOTO  CTaHIAapTa Ha  ypOBHE  CIIOB,
00pa3oBareIbHOM CJIOBOCOYETaHUH, NPEJIOKEHUN U TEKCTAa IOKYMEHTA;
HPOrpaMMbl — OCHOBHBIC BUJIBI JICTIOBBIX IUCEM U HX S3BIKOBBIC (POPMYIIBL;
(KOMITeTeHIIUSMU yMeTh:
BBIITYCKHUKOB)

— JIOTUYECKH BEPHO W apryMEHTHPOBAHHO CTPOUTH MUCHMEHHYIO
JIETIOBYIO peyb;

— aHAJIM3HUPOBATH CTPYKTYPY U SI3BIKOBBIE OCOOCHHOCTH TEKCTa
CITy»€OHOT0 JIOKYMEHTA;

BJIA/IeTh:

— HaBBIKAMH TOYHOTO M TPABHJIBHOTO HW3JIOKEHHS MBICIH TpPU
MOCTPOSHHH JETTOBOTO TEKCTA;

— CIIOCOOHOCTBIO K 3(()EeKTUBHOMY JEJIOBOMY OOIIEHHIO B
MMCbMEHHOW (hopMe U B AETIOBON MEPETHCKE.

B pesynbrate ocBoeHusi kommereHmu (OI1K-1) oOydarouguiics

JIOJKEH:
3HATh:

— TpeboBaHUs
PETYIHPYIOMINX
yIIpaBJICHUS.
yMeThb:

— OpHEHTHpOBaThCI B cdepe HOPMATUBHOTO IPABOBOTO U
METOAMYECKOT0 00eCTIeYeHHs JeONPOU3BOICTBA.

OCHOBHBIX IMPpaBOBLIX
chepy AOKYMEHTAIIMOHHOTO

HOpMaTI/IBHI)IX aKTOB,
obecrieueHus

BJIAJ1€Th:
— HaBBbIKaMHu pa6OTBI C HOPMAaTUBHBIMH U MCTOAUYCCKHUMU
AOKYMCHTAMH.

B pesynprate ocBoenus komnereHuuu (I1IK-8) oGyuaromuiics
JIOJIKEH:




3HATh:

— OCHOBHBIC HOPMBI O(OPMJIICHHSI IOKYMEHTOB.
yMeThb:

— HCIOJb30BaTh OCHOBHBIE HOPMBI JOKYMEHTO0OO0POTA.

BJIA/IETh:

— HaBBIKAMH  JIOKYMEHTATBHOTO OGMOpMIICHUS  pEHICHHA B
YIIPaBICHUH ONEPAIIMOHHON (MPOU3BOICTBEHHOW) JESATEIbHOCTH
OpraHu3alyil Ipu BHEAPEHUH TEXHOJIOTMYECKUX, MPOAYKTOBBIX
WHHOBALWM WJIM OPraHU3alMOHHbBIX U3MEHEHUI

B pesynsrare ocBoenuss komnereHiuu ([7K-20) oOydaromiuiics

JTOJIKCH
3HATh:

— TpeboBaHUs K OJaHKaM CITy>)KeOHOTO TOKYMEHTA;

— COCTaB  PEKBU3UTOB  OpPraHU3aIMOHHO-PACIIOPSTUTEIBHON
JOKYMEHTAIUH ¥ MpaBuiIa UX 0(hopMIICHHS;

— Ha3HaYeHHUe, CTPYKTYPY u coJiep>KaHue CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSIUTEIHLHOM TOKYMEHTAIUH;
— yHU(DULIHUPOBAHHbBIE (hopMbI OpraHU3aIMOHHO-

pacropsIUTeIbHbIX JOKYMEHTOB;

— TOPSAOK, ATANbl U OCHOBHBIE MTPOLIEypPbl OpraHU3aLUU paObOThI C
JOKYMEHTaMU;

— JTanbl JBWXEHUS JOKYMEHTOB B OpraHM3allMM B Ipolecce
JOKYMEHTO000pOTa U HOPSIIOK UX PEerucTpaluiy;

— mnpaBujia paboOThl C BXOJIAUIMMH, UCXOASIIMMU U BHYTPEHHUMU
JIOKYMEHTaMU;

— 0CcOOeHHOCTH  paboThl €  KaJpOBBIMU  JIOKYMEHTaMH, C
oOpalleHUsIMU TPAXKIaH.
yMeThb:

— 0¢OopMIIATh OPraHU3aLOHHbIE, PACTIOPAIUTEIbHbIE, CIPABOYHO-
MH(}OPMALIMOHHBIE BUABI IOKYMEHTOB, TOKYMEHTHI 10 JINYHOMY
COCTaBY;

— OpraHu30BbIBATh JOKYMEHTOIIOTOKH B CHUCTEME
JOKYMEHTOO0OpOTa, MAapUIPyThl JIBUKEHHUS JIOKYMEHTOB B
OpraHM3aliy, OATOTOBKY JIE] K Iepeaade B apXuB;

— PpEerucTpupoBaTh JOKYMEHTHI B OpraHU3aluy;

— OpraHM30BbIBaTh pabOTy € BXOJAUIMMH U C HMCXOJIALIUMHU
JIOKYMEHTaMU;

— TOArOTaBIMBaTh JOKYMEHTHI K Ilepeiaue Ha XpaHEHNE B apXUB.
BJIAJCTh:

— HaBBIKAMM COCTAaBJICHMSI, NPAaBKM M PEJAKTUPOBAHUS BUJIOB
JOKYMEHTOB, BKJIIOYEHHBIX B CHCTEMY OpraHM3al[IOHHO-
pacnopsAUTEIbHON JOKYMEHTAIUY;

— METOAMKOI COCTaBJIEHNs HOMEHKIIATyphI JIET;

— HaBbIKaMH (popMHUpOBaHUS U 0)OPMIIEHUS /1€, OITUCH JIE.

Conepxanue
JUCIHUITIINHBI

Uctopus pazsutus nenonpousBojictsa B Poccrn

CoBpeMeEHHOE eI0NPOU3BOCTBO, €0 3aKOHOJATEILHOE 1 HOPMaTHUBHO-
METOJIUYECKOE PETYINPOBAHNE

JoxymeHT

OcHoBHBIEe  TpeOoBaHHMA K  O(OPMIIEHHIO  OpraHH3alMOHHO-
pacnopsiANTENbHON JOKYMEHTAuU




Cnyx0a TOKyMEHTAITMOHHOTO 00ECIICUEHUs YIIPABICHUS
Opranu3anuoOHHO-TIPABOBBIE  JOKYMEHTBI, WX  COCTaBJIICHHE U
odopmiieHre

WNHdopMannoHHO-CIIPaBOYHbIE JOKYMEHTHI.

PacniopsimuTenbHas JOKyMEHTAIUs

Kanposas noxkymenTanus

Kommepueckas qokyMeHTaus

[TuceMenHbIe OOpaIIeHus TpakKaaH

TexHonorus BeleHUs AETONPOU3BOICTBA B OpPraHU3AIII

Opranu3anys XpaHeHus JOKyMEHTOB

Buabl  yueOHol
paboThI

Jlexuuu, IIPOCITyLIaHHbIE CTYACHTaMH, JaroT

CHCTEMaTH3UPOBAHHbIE OCHOBBI HAYYHBIX 3HAHUH M SBISIOTCS MEPBBIM
9TallOM TEOPETHYECKOW MoAroroBkdM. OHUM MOTYT HPOBOJIUTHCA Kak B
KJaccuyeckoil (¢opme, Tak W € MNPUMEHEHHEM HHHOBAIIMOHHBIX,
UHTEPaKTUBHBIX METOOB.
[IpakTuyeckue 3aHATHS MPOBOAATCA B (opme cemMuHapoB. Llenpro ux
IPOBEIEHUS SBISETCS YIIyOJIEHHOE pPAacCMOTPEHHE WU 3aKpervieHue
Marepuaia, MOoJy4YeHHOTO Ha JICKIHAX U B MPOIECCE CAMOCTOSITEIHHON
paboTbl Haa y4yeOHOM U HayyHOM JuTeparypoil. CemuHaphbI
MOCBALIAIOTCA OOCYXKIEHHIO BaXHEWIMX TeM B (Qopme ompoca,
IPYNIIOBON JHUCKYCCHUHU, PACCMOTPEHMsI KOHKPETHBIX cuTyarnuidi. Ha Hux
K€ OCYLIECTBJISETCA TEKYLUIMH KOHTPOJb 3HaHWW. [Ipu mposenenun
CEeMHMHApOB IpenojaBaTeib JOJDKEH OpPUEHTHPOBAaTh CTYAEHTOB Ha
camocTosTeNbHYI0 padoty. OnHol U3 ee GopM MOTYT CTaTh HEOOIbIIHE
JIOKJIa/IbI 110 TOM MM MHOHM 00CcyX1aeMoi npodieme.

CamocTosTenbHas pabora — COBOKYITHOCTb BCel
CaMOCTOSITEJIbHOW JIeSTEIbHOCTH OOY4YaloUIMXCsl KaK B OTCYTCTBUE
npernojaBaTess, Tak U B KOHTaKTe C HUM. B X0ze caMOCTOSTEIbHOM
paboThl CTYIEHT YYMTCA HCIOJb30BaTh YUEOHYH0O U HAY4YHYIO
mutepatypy. [Ipu pabore ¢ METOAMYECKMMH YKa3aHHUSIMH, YIeOHOU U
HAY4YHOH NUTepaTypoil CTyleHTy cieqyeT oOpaliarth HNepBOCTENEHHOE
BHUMaHHE HAa TO OCHOBHOE, YTO JOJDKHO OBITh BBIYJICHEHO B KaXKJIOM
Borpoce. B  xome camocTosTenbHOW  paboThl  1ienecooOpasHo
3aKOHCIIEKTHPOBATh  PEKOMEHAYEMYIO  JIUTEepaTypy,  OCMBICIUTH
(akTHUeCKui MaTepHal 1 clieNaTh BEIBOABI. Eciy B X01€ U3y4eHUs TeMbI
BO3HUKHYT KakKue-JIMOO TPYIHOCTH, KOTOpPBIE CaM CTYAEHT HE MOXKET
peoIoNieTh, €My HEOOXOIUMO OOpaTHUThCI K BEAyIeMYy Kypc
IpernoJiaBaTerio.

J171s1 KOHTPOJISl 3HAHUH MCTIONIB3YIOTCSI MaTEPHUAIBI M BOIIPOCHI JIJIS
YCTHOM MPOBEPKU CaMOCTOATENIbHONW OJTOTOBKH, a TAK)KE BOIIPOCHI IS
MOJTOTOBKH K TPOMEKYTOUHON aTTECTAIHH.

Hcnonp3yembie
nH(OpMaIMOHHBIE,
WHCTPYMEHTAIbHBIC
U TOporpamMMHbIE
CpeacTBa

1. JIuieH3noHHOE MporpaMMHoe obecnieuenne «AHturmiaruat.BY3»

2. JInteH3MOHHOE MporpaMMHOe obecrieuenne «Cucrema
KoncynbrantlInroc»

3. JlunensnonHoe nporpamMMmHoe obecrneuenue Microsoft (Windows XP,
Windows

Server 2003, Windows XP Professional x64 Edition, Windows Vista,
Windows

Server 2008, Windows 7, Windows Server 2012, Windows 8, Windows
8.1,




Windows 10, Microsoft Office 2010, Microsoft Office 2013, Microsoft
Office 365)

4. CBoOOIHO pacmpocTpaHsieMoe MporpaMMHoe obecrieuenne Adobe
Acrobat

Reader DC

5. CB00OIHO pacrpocTpaHsieMoe mporpaMmHoe obecredenue 7-Zip

®opmbl  Tekyiero | [locemenne yqeOHbIX 3aHATHI, HOATOTOBKA U 3aI1UTa pedeparos.
KOHTpPOJIA
YCIIEBAEMOCTU

Dopmbl 3K3aMeH
IIPOMEKYTOUHOU
aTTecTaluu




