MuHHCTEpCcTBO 00pa3oBaHust U Hayku PO

N o Dopma
VIIBSHOBCKHI rOCYIapCTBEHHBIH YHHBEPCUTET

@ — AuHoTanMs paboyeil mporpaMMBbl JUCUUIITAHBI

_ AHHOTAIIUA
PABOYEU ITPOI'PAMMBI U CIUIIJINHbBI
"CranaapTtbl opopmiieHHs 1eJIOBbIX nucemM'

no HanpasjeHnio 46.03.02 (yposenn 6akanaspuara) " J[o0kyMeHTOBIeHUE U
apxuBoBeeHue'"
npopuiasb " JJoKyMeHTOBe/AeHHe U JOKYMEHTAIIMOHHOE o0ecnieyeHue ynpapjaenus "

1. Heau u 3212494 0CBOEHUS 1M CHUILIIIUHbBI
Lenb Kypca - naTh CTyJIeHTaM MpeacTaBieHne 00 0COOEHHOCTAX O(OopMIIEHUS EN0BOM
JIOKYMEHTAIINH, CTUJIMCTUYECKUX CPEICTBAX, )KAaHPaX JIEJIOBOU MEPENHUCKHU.

3a[[a‘~II/I OCBOCHUA TUCHUIIIUHBI:

- HAYYUTh MPABIIHLHO OLEHUBATH SI3BIKOBBIC (DAKTHI M OTOMPATH CTUIIMCTHYECKHUE
Cpe/CTBa B 3aBUCUMOCTH OT COZEpKaHUsl, Cephl yCIOBUIl 0OLIeHuS,

- MO3HAKOMHTH 00YYAIOIINXCSI C OCHOBHBIMH MOHSATHSIMH U KATETOPUSIMHU
IPAKTHYECKON CTUIMCTUKH, a TAKXKE CTUIIMCTUYECKUMU CBOMCTBAMHU JIEKCUKO -
¢dpazeosornueckux U MOpQOIOro-CHHTAKCUYECKUX CPEJICTB SA3BIKA;

- [IO3HAKOMMTb C ITPABUIAMU COCTABICHUS U OPOPMIICHHS HECTIOKHBIX JKaHPOB
JIEJIOBOM IIEPETINCKH;

OcBoenue I[aHHDfI JUCHUIIIINHBI O6€CH€‘II/IBaCT BBIITYCKHHUKY ITIOJIYUYCHUC BBICHICTO
npoeCCUOHATBPHO TPOPUIMPOBAHHOTO 00pa30BaHUS U O0JIAJaHUE TEPEUMCICHHBIMH HUXE
06HII/IMI/I H MIPECAMCTHO-CIICHUATIU3UPOBAHHBIMU KOMIICTCHIUAMMU. Oun CHOCO6CTBYIOT €ro
COLIMANTbHOM MOOMJIBHOCTH, YCTOWYMBOCTU Ha PBIHKE TPYyJAa U YCHEIIHON padoTe B M30paHHOI
chepe AesITEIHHOCTH.

2. MecTto aucuuninnsl B ctpykrype OIIOIT BO

HucuumuimHa «CTta"naptel opOpMIICHHS JEOBBIX MUCEM» NMPUHAUIEKHUT BapUaTUBHOU
yactu ®I'OC BO mno nanpaBinenuto 46.03.02  «/lokymeHTOBeJeHHE U apXMBOBEICHUE.
JlucuumnirHa u3y4aercsi CTy/IeHTaMU B CEIbMOM, BOCBMOM CEMECTpPaXx.

N3yuenne «kypca «Cranmaptel oQoOpMIICHUS JElOBBIX TMHCEM» Oa3upyeTrcs Ha
KOMIIETEHIIUSX, C(HOPMUPOBAHHBIX Yy OOydYaloUIMXCs B TPOLECCe H3YYEHUS AUCHUIUIUH:
OpraHu3aIys CEKPETapCKOro 00CIyKUBAaHUs, JOKYMEHTOBEICHHE.

[lonydyeHHble B XOA€ OCBOEGHMSI IUCHUIUIMHBI «CTaHIapTbl O(OpPMIIEHUS JEJIOBBIX
nuceM» NpoQeccHOoHaIbHbIE KOMIIETEHIIMM OyayT MCIONIb30BaThbcd B MNPOQEecCHOHATBHON
JeSITENIbHOCTH, a TAK)KE TEOPETUUECKHUE U MTPAKTUUECKHE 3HAHUS U HaBBIKH J1aJIe€ HCIIOIb3YIOTCS
IpY U3YYSHUHU CIIECAYIOMIMX JTUCIUITINH:

— Opranuzanus paboThl € AIEKTPOHHBIMU JTOKYMEHTAMU;

Opranuzanus ceKpeTapcKoro 00CIyKUBaHUS;

KondunennuaabHoe 1€10MpOU3BOCTBO;

CranpapTusanus J0KyMEHTAIlMOHHOTO 00eclieueHus YIPaBICHNUS;
JlokyMeHTaIMoHHOE 00ecTeYeHre YIPaBICHHs B HErOCYIapCTBEHHBIX YUPEKICHUSIX;
JlokyMeHTalMoHHOE o0ecTieYeHre YIPaBIeHHs B OIOIKETHBIX OPraHU3aIHsIX.

3. Hepeqenb IJIAHUPYEMBIX PE3YJAbTATOB OCBOCHHUA TUCIHUIIJIMHBI
B PE3YIBbTATC OCBOCHUA TUCHHUIIJIMHBL (I)OpMI/Ip}IIOTCH CJICAYIOIIUC KOMIICTCHIIUU:
CIIOCOOHOCTBIO HCIIOJIB30BaTh ImpaBujia IMOATOTOBKU YIHPABJICHYCCKUX JOKYMCHTOB W BCIACHUSA
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nenosoi nepenucku (I1K-19);
- BJIaJICHHEM HaBBIKAMU TOJTOTOBKH YIIPABJICHYCCKUX JTOKYMEHTOB W BEICHHS JCIIOBOU
nepenucku (I1K-25)
- 3HaHHEeM TPeOOBaHMI K OpraHU3aliK ceKperapckoro oocnyxuanus (ITK-35).
B pe3ynbrate 0CBOSHUS NUCIUTUIHHBI CTYACHTHI JIOJDKHBI:
3namop:

- CTUWIMCTUYECKYIO CUCTEMY COBPEMEHHOT'O PYCCKOI'O S13bIKa HA BCEX €r0
CTPYKTYPHBIX YPOBHSIX (JIEKCHKO-(Dpa3eosoruueckom, cioB00Opa3oBaTEIbHOM,
MOp(}OTOrHYecKOM, CHHTaKCHUECKOM);

- CTUJIIMCTUYCCKUC HOPMEI yrIOTpeGJ'ICHI/IH SA3BIKOBEIX CPCACTB B Pa3JIMYHBIX PCUCBBIX

CUTYyalHIX;
- CTPATCTUIO U TAKTUKY apryMCHTalUH.

Ymems:

CTHJIUCTUYECKH HOPMATUBHO YIIOTPEOJISATh BApUAHTHBIC (DOPMBI CIIOBOU3MEHEHHS B
KHIDKHBIX CTHJISX (B OTJIMYHE OT pa3rOBOPHOTO);

UCIIOJIB30BaTh MapaJUICIIbHbIC CUHTAKCUYECKHE KOHCTPYKIMU (B 3aBUCUMOCTH OT
chepsl 0OmICHUS);

MIPaBHJIa COCTABJICHUS B O(OPMIICHHSI ISTIOBBIX TOKYMEHTOB.

Ilpuobpecmu nasviku:

MMPAKTUYCCKUC HABBIKH 06H8,py>K€HI/I$I CTHJIMCTHYECKHUX OIIMOOK B peUr U MpueMamMu
HX UCIIPaBJICHUA, 00OCHOBBIBas CACIIaHHBIC B TCKCTC N3MCHCHHUA.
COCTaBJICHHA U OQ)OpMHeHI/If{ YIIPABJIICHYCCKUX TOKYMCHTOB.

Bnaoemo, umemsv onvim:

METOJIMKOM 0TOOpa Hambojiee OINpaBAaHHBIX S3bIKOBBIX €IMHMIL W3 4HCTIA
CHHOHUMHYHBIX;

HaBbIKAMU  JOKYMEHTHUPOBaHHMs Ha OCHOBE COBPEMEHHBIX TpeOOBaHMI K
COCTaBJICHUI0 M  O(OPMIIEHUIO  YNpPaBICHUECKUX JOKYMEHTOB  OCHOBHBIX
MHCTPYMEHTOB IIPOAYKTUBHOM AEJI0OBOW KOMMYHHKAIIWH;

KOMIUIEKCOM 3HAHUU U HaBBIKOB IS COCTABIIEHUS U O(DOPMIIEHUS aHATUTUYECKHX,
OTUYETHBIX U SKCIIEPTHBIX MaTepuasos;

JucuumninuHa mnpeanonaraeT (OpMUPOBAHME  HABBIKOB OCYIIECTBIIEHUS JEJIOBOM
NEepenuCcKh, KauyeCTBEHHOTO aHaju3a BOCHPHUATUS U 0000uIeHHs uWHGPOpMalMK, YMEHUs
AHAIN3UPOBATh KOMMYHUKAIIMOHHBIE MPOLIECCHI, HUCIOJIb30BaHUE COBPEMEHHBIX MPOrPAMMHBIX
IIPOAYKTOB Il IOCTPOCHMSI PEILIEHU.

4. O0mas Tpy10eMKOCTb AHCHHUILINHBI

OO011ast TPYI0EMKOCTh AUCIUILINHBI COCTABIACT 6 3aueTHBIX eaunuIl (216 gacos).

5. O0pa3oBaTesibHbIE TEXHOJIOTUU

B xone ocBoeHMs TUCUUILIUHBI MIPU MPOBEACHUU AYAUTOPHBIX 3aHATHI HCIONB3YIOTCA
cienyomue o0pa3zoBaTelibHbIe TEXHOJIOTHH:

— JIEKIUS — AUCKYCCHUS;
— JeKIUs ¢ pa300poM KOHKPETHBIX CUTYyaluil.
— TpYyNIoBas TUCKYCCHUS;
— CEMMHAp — COBEIIAHHUE.

[Ipyn opraHu3zanuu CcaMOCTOATEIHHOW paOOThl 3aHATHH HCIONB3YIOTCS CIEAYIONINE
00pa3oBaTenbHbIC TEXHOJIOTHH:
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—  BBINIOJHEHUE CAMOCTOSITEIBHBIX TPAKTUIECKUX paboT;
— paboTa co cCenuaIu3upOBaHHON IUTEPATYPOH U AIEKTPOHHBIMU PECYPCaMHU.

6. KontpoJb ycneBaemocTu
IIporpaMMoN AMCLUIUIMHBI IPEAYCMOTPEHBI CIEAYIOIIME BUABI TEKYILIETO KOHTPOJIA:
— o0uiereopeTnyeckue BOMPOCHI U 3a/1aHus C OTKPHITON (OopMOil OTBeTa;
— TBOpUeckas pabora.
[To nanHO qUCHUIUIMHE TpeaycMOoTpeHa GopMa OTYETHOCTHU: IK3AMEH.
[TpoMexyTodHast aTTecTamus MPOBOIUTCS B JOopMe: SIK3aMeH.
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