I'OCYJAPCTBEHHOE OBPA3OBATEJBLHOE YUPEXKJIEHUE
«IIpuaHecTpoBcKui rocygapcrseHnbil yausepceuretr uM. T.I'. [lleBuenko»

benaepckuii nonurexHuueckuit puiman

Kadeapa «KIkoHOMHKA CTPOUTEIBCTBA U TEOPUH KOMMYHUKALMID)

YTBEPX/IAKO
Hupexrop bI1D
I'OY «III'Y um. T.I'. IlleBueHKO»
C.C. UBaHoBa
(moanuch)
« » 20 I.

PABOYAS ITPOITPAMMA

10 AMCHUIINHE
b1.B./IB.12.01 «/le;ijoBasi KOppeCNOHACHUMS 1 J1eJI0Bast
AOKYMEHTAUs (B CTPOUTEILCTBE))

Ha 2025/2026 yueOHbIi Tox

Hanpagnenue noaroToBku:
5.38.03.01 < 9AKOHOMMKA»

[Ipoduns:
«OKOHOMMKA NPEJANPUATUNA U OPTAHU3AIIUI
(CTPOUTEJBCTBO)»

KBamudukauus: bakanasp

®dopma oOydeHUs: OUHAs

I'ox Habopa 2022 r.

bennepsl, 2024 1.



PabGouass mporpamma OUCHUIUIMHBL  «JlemoBass  KOPPECTIOHACHIMS W JeNoBas
JTOKyMEHTaIuss (B CTPOUTEILCTBE)» pa3paboTaHa B COOTBETCTBHM C TPeOOBAHHUSIMU
['ocymapcTBeHHOr0 00pa30BAaTENBHOTO CTaHAApTa BhICHIETO 00pa30BaHUS IO HANpaBJICHUIO
noarotoBku 5.38.03.01 «3KOHOMMUKA» u ocHOBHO# npodeccHnoHaNbHOM 00pa3oBaTeIbHON
nporpaMMbl  (y4eOHOTO IUIaHa) MO NPO(PUII0 TOATOTOBKA «ODKOHOMHKA NPEANPHITHNH U
opraHu3aIui (CTpOUTEIBCTBO)Y.

CocraButenb paboyeit mporpamMmsI
CT.MpenoiaBarenb Kadeapbl « IKOHOMHKA CTPOUTEIHCTBA M TEOPUU KOMMYHUKAIIHID)
/B.A.Cenurun

(moamuce)

Pabouas nporpamMmMa yTBep>KA€H Ha 3aceaHnu Kadeapbl « DKOHOMUKA CTPOUTENbCTBA U TEOPUU
koMMmyHuKanui» 30 aBrycra 2024r., npotokon Ne 1.

3aB.kadeapsi-pazpaboTunka
« » 2024r. E.B.KopHnuesckas

3aB.BbINTycKarouieil kabeapoit
« » 2024r. E.B.KopHueBckas

CornacoBaHo
3am. aupekropa no YMP BIIO
« » 2024r. H.A .KonecHnueHKO




1. eau u 3a1a4M 0CBOEHHSI TUCUUTIJIMHBI

Heabio wu3ydeHUs MaHHOU sBJsETCS (pOopMUpOBaHUE MPAKTHUYECKUX HABBIKOB BEICHUS
JIEJIOBOM KOPPECTIOHICHIIMH U JIOKYMEHTALUU B CTPOUTENIHCTRBE.
3agayaMu M3yYeHUs1 TUCHMILINHBI SBIISIIOTCS:
- U3y4YEHHE OCHOB JIeJIOBOM KOPPECTIOHICHIIUH;
- aHaJIU3 IOKYMEHTALIUU B CTPOUTENIbCTBE;
- pa3paboTKa MPaKTUYECKUX HABBIKOB HAIMMCAHUS JOKYMECHTOB;
- OBJIQJICHUE HABbIKAMU BEJICHHUS JICJIOBOM MEPETHCKU;
- OLICHKA KayeCcTBa JIOKYMEHTAIINH;
- U3yYEHHUE MMPABOBBIX ACTIEKTOB JOKYMEHTAIIUH.

2. Mecto aucuuminnsl B ctpykrype OIIOIT

Jucnuniuza «/lenoBas KOppeCnoHASHIMS U JeJIoBasi JTOKyMEHTalus (B CTPOUTEILCTBE))
OTHOCHTCS K IUCLMILJIMHE 110 BEIOOPY BapUaTUBHON YaCTH BApUATUBHON YaCTH.

Jis  ycmemHoro OCBOEHHS Kypca HEOOXOAMMBI KOMIIETCHLWH, C(HOpPMUpPOBAHHEBIC B
pe3yibTaTe OCBOEHHMS TaKUX IAUCLUIUIMH Y4eOHOro IijaHa, Kak «Pycckuil si3bIK U KyJabTypa
peun», «BBenenue B mpodeccutoy, «JlenoBoe odmieHne» u np.

JlucnunnuHa

«I[CJ'IOBB.SI KOppECIIOHACHIIUA W ACJIOBass  JOKYMCHTALUS»

SABJIICTCA

H€06XOI[HMOﬁ AJI1 YCIICIIHOI'0  IMPOXOXKACHUA HpeI[III/IHHOMHOﬁ IMPaKTUKH, IIOATOTOBKU U

3alllUThI

BBIIYCKHOM KBaJU(UKALMOHHON pabOTHI.

3. TpeboBaHusA K pe3yJIbTATaM OCBOEHUS CONEPKAHUSA U CHUNIHHBI

[Ipouiecc u3ydeHHs OUCHUILUIMHBI «DKOHOMHUKA CTPOUTENIBCTBA U PEKOHCTPYKIIHIN
HanpaBieH Ha (OPMHPOBAHUE CIETYIOLUIMX KOMIIETEHIIHA:

Kon m HamMeHOBaHWMe HWHIMKATOPA JOCTHKEHHSI YHHBEpPCATbHOI

OCYIIECTBIIATD ACJIOBYIO
KOMMYHHKAIUIO B YCTHOU U
MUCbMEHHOW —(opMax Ha
rOCY/IapCTBEHHOM SI3bIKE

Poccuiickoit ®enepauuu u

Kareropust KOMIETEH 1K
(rpynmna Koa u HaumMeHoBanue
KOM-
nmeTeHumni)
Ilpogpeccuonanvuvie KomnemeHyuu U UHOUKAMOPBL UX 00 CHIUICEHUSA
VK-4 Crocobern | Ulyk.a1.

BeneHue nenoBoii nepenucky Ha ToCyJapCTBEHHOM si3bIke Poccuiickoit
Oenepanyu (0pUIHATBHBIX si3bIKax [IMP)

Wlyk-az,

Benenue nenoBoro pa3roBopa Ha rocyJJapCTBEHHOM si3bike Poccuiickoi
Oeneparn  (opunmanbHbIX si3pikax [IMP) ¢ coOmoneHneM STHKH

HHOCTPaHHOM (pIX) | menoBoro

s13bIKe(aX), B TOM YHCIIE Ha o01eHns

oduIHaTbEHBIX SI3BIKAX

IIK-3 Cnocoben I/Iﬂ'l IK-3.

ocymecTBIsiTh  cOop u | CmocoOeH BBIABIATH, aHAJIM3UPOBATh U OLIEHMBATH (CTENEHb) YPOBEHb

aHanu3 uHpOpMAUK IS
1eJieil Ou3Hec-aHaIn3a

pHCcKa 1 pa3padaTeiBaTh MEPOIPUSITHS 10 X MUHUMH3ALUH

-2 nies

CnocobeH oQopMIATh pe3yiabTaThl OM3HEC-aHalM3a B COOTBETCTBUHU C
BBIOpAaHHBIMH [TOJIX0/JAMHU

WJ1-3 mxcs.

CrocobeH mpuMeHSATh HH(POPMAMOHHBIE
MpoBeAeHUS OM3HEeC-aHaIN3a

TCXHOJIOTHH B HeIsax

4. CTpyKTYpa U coJepkaHue JUCHUILIHHBI

4.1. PacnpenesjieHue TPYA0EMKOCTH B 3.e./4acax 1Mo BUJIaM ayJUTOPHOH U caAMOCTOSITEJIbHOI
PadoThI CTYIEHTOB 10 CeMeCTpaMm:

| Cemectp |

KonuuectBo uacos | CDopMa HUTOroBOIO




B ToM uncne KOHTPOJIS
Tpynoem- Camocr.
PyA AyIUTOPHBIX
KOCTb, pabora
3.€./9achl . IMpakTra
Bcero Jlexrmii P JIab. pad.
3aH.
7 3/108 46 18 28 - 62 3ader ¢ OLCHKOH
Hroro: 3/108 46 18 28 - 62 3auer ¢ oeHKOM
4.2. Pacnpedenenue 6ud08 yueOHOU padomvl u ux mMpyooeMKOCHmU NO pazoenam
OUCUUNTUHDL
Ne KoJinuecTBo yacoB
- AynuropHas Bueayn.
pas- HaumeHnoBanue pazaesioB (Tem) yarop cayn
fena (TeMbr) Bcero pabora pa6ora
J | I3 JIP (CP)
1. CoBpeMEHHOE JeJIOTPON3BOICTBO 34 8 8 18
2. JokymMeHTHpOBaHHE HH)OPMAIHH 74 10 | 20 44
Bcezo 108 18 | 28 - 62
4.3. Temamuueckuit nian no euoam y4eOHol 0eameabHOCmu
Jlexkuun
Home
P Y4eoHo-
Ne | pazmena | O0bem
Tema jexuuu HarJIsiiHbIe
n/m | AMCHMI- | YacoB
nocoous
JIMHBI
1. CoBpemMeHHOE /1€710TIPON3BO/ICTBO
enoBas KoppecnoHIeHIHs. [IpaBuna oQOpMICHUS M PEKBU3HTHI
1. 2 A PP AleHI P bop p IIpesenTanus,
EeTI0BOTO IIHCHhMa.
- c y4eOHO-
) . ) JletaibHOE TIOHMMaHHME TeKCTa: (OpMyIIpbI-00pasibl  JEIOBBIX METOTHIECKas
[1ceM, KOHTPAKTOB, pe3loMe nHTepaTypa,
3. 2 (OCHOBHBIE aCIEKTHI IEPETOBOPHOTO MpOoIecca. Ppa3aTOuHbIH
4, 2 DakTOpHI ycIexa IeperoBopoB. MatTepHal, TeCThI
HWroro mo pasaeny 8
2. loxymMeHTHpOBaHMe HHOpMAINH
1. 2 [NoHsATHE ¥ BUIBI JOKYMEHTOB.
2 [Tonstne W (GOPMBI  OPraHW3aLMOHHO-TIPABOBBIX JIOKYMEHTOB.
2. XapakTepHele  uyepThl  AoKyMeHTanuud. OCHOBHBIE — TIpaBHIIa
o opMIICHHS OPTaHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB. Ipesenranus,
2 OJIEKTPOHHBIA JOKYMEHT U JJIEKTPOHHBIH JJOKyMEHTOOOOpOT. yuebHo-
3. OCOOEHHOCTH JIETOBBIX IHCEM, OTMPABISEMBIX II0 SJIEKTPOHHOH | METOAMYCCKasd
2 IIOYTeE. JIMTEpaTypa,
2 KapoBoe  Je/ONPOM3BOACTBO.  IlpaBoBoe  perymmpoBanme | Pa3/1aTOMHBIN
4. JIETIOTIPOU3BO/ICTRA MaTepual
2 Homenknarypa nen. IlonroroBka IOKYMEHTOB ISl XpaHEHUS B
5. apXxuBe.
HWroro mo pazueny 10
Hroro 18
IIpakTHyeckne (ceMHHAPCKHE) 3AHATHS
Home
P YueoHo-
Ne | pazmena | O0bem
Tema 3anATHSA HaIrJIsAAHBIE
n/n | AMCHHUN- 4acoB
nocoous

JIMHBI




1. COBpeMeHHOC A€JIONPOU3BOACTBO

1 ) [ToHuMaHNe OCHOBHOTO cojepaHHs JeiaoBoro mnuchbma. Tunossle| IlpesenTarus,
' BBIPaYKEHUS JIJIOBO TIEPETHCKY. yueOHO-
2. 1 2 OdopMIteHHE IETOBBIX MMUCEM, KOHTPAKTOB, PE3IOME. METOANYCCKAA
3. 2 TpebGoBaHuUS K ITeperoBopam. nnTepaTypa,v
pa3gaTouHbII
4, 2 PexoMeH a1y 1o IpoBEICHUIO TIEPErOBOPHOTO Ipoliecca aTenpan
Hroro mo pazneny 8
2. loxymeHnTUpOBaHNe uHpOpMAaNU
1. CraHgapTu3alys 1 yHUQHUKALUS JOKyMEHTAI[MN
) 2 OpraHuzanus " MOJTOTOBKA OpTaHMU3aIIOHHO-TTPABOBOH
' TOKyMEHTAIHN.
3. 2 (OCHOBHBIC BH/Ibl OPI'aHU3AIMOHHO-TIPABOBBIX JTOKYMEHTOB
4 2 SI3bIK IIpU 2JEKTPOHHOM mnepenucke. Mcnonab3oBaHUE aKPOHUMOB
) DU DJEKTPOHHOW IEJ0BOM MEPENUCKE
5. 2 (OCHOBHBIE OLITUOKH B DJIEKTPOHHOM JIEIOBOH MepemnucKe. IpesenTanus,
2 [TpaBuma oGOpMIICHUS NHCEM, OTIPABISEMBIX MO 3JICKTPOHHOM yueOHO-
6. 2 roure METOAUYECKast
= auTeparypa
2 [IpaBusia STHKETa TPH HUCIOJIb30BAHMU DJIEKTPOHHOW IMOYTHI IS patyp
7. HaIMCaHWsI THCEM
2 OOmme HOpMBI ¥ mpaBmna O(MOPMIICHUS  YIPABICHUECKHX|
8. TOKyMEHTOB
2 OCOOEHHOCTH TMOATOTOBKH OPraHM3ALMOHHO — PacTOPSIUTEIbHBIX
9. TOKyMEHTOB OpraHH3aI1H
10. 2 CucreMaTu3aius JOKYMEHTOB U UX XpaHECHUE
Hroro mo pazmery 20
Hrtoro 28
JlabopaTopHbie padoThl yueOHBIM TUIAHOM HE TIPETYCMOTPEHBI.
CamocronTeabHast paﬁoTa CTyA€HTa
N Tpyaoem-
Ne pasaeta TeMa 1 BHJ CaMOCTOATEIbHOM PaGoThI 00y4aroLIerocs KOCTh (B
n/n yacax)
1 Paznen. CoBpeMeHHOE /1eJIONPOU3BOJACTBO
1 Bo3HHKHOBEHNE U Pa3BUTHE OTEUECTBEHHOTO Jenonpou3BoacTaa - (CUT) 6
2 1 CoBpeMeHHOE TOCYJapCTBEHHOE PEryIrpoBaHue aenonponsoacTsa - (MIJI). 6
3 Odopmienue ynpaBiieHIecCKuX J0kKyMeHToB.- (H/I)
Hroro yacos mo 18
pasnesry
2 Pa3nen. JlokymeHTHpOBaHHe HH(pOPMALITH
1 Cocrasnenne JOKyMeHTOB - (P3) 6
2 OCcoGEHHOCTH SI3bIKA U CTHIIS CIY)KEOHBIX TOKYMEHTOB — (J13) 4
3 Oco0eHHOCTH TOArOTOBKM U O(OPMIICHHUS OTIENBHBIX BHIOB JOKYMEHTOB - 4
(CUT)
4 2 Opranuzanus cay»0b! aenonpousBoactsa — (CII) 4
5 Opranuzanus qokyMmeHToooopora — (/13) 4
6 Perucrpanus noxymenros— (MJJI) 6




7 WudopmanmonHo-cripaBoyHast padora no nokymenram — (CIT) 2

8 KonTtpons 3a ucnoasenuem goxymentos -(MJ1JT) 4

9 Opranu3anus TeKyIIero XpaHeHus: ToKkyMeHToB — ([[3) 4

IloaroToBka e K apXMBHOMY XpaHEHUIO. XpAHEHUE JOKYMEHTOB B 3JIEKTPOHHOM

10 dopwme - (MJJT) 6

Hroro yacos no 44
paspeny

nUTOoro 62

13- nmomamraee 3amanme, CUT — camocrosrensHoe m3ydeHue tembr, UJJl — m3ydeHue MOTONHUTEIHHON

mutepatypsl, P3 - pemenne npaktudeckux 3agad, CII — coznanne npesenrtanuii, H/] — Hanmcanue moxnana

5. KypcoBbie pa6oTbl
Y4eOHBIM MJIaHOM HE TPEyCMOTPEHBI
6. YueOHO-MeTOAMYECKOE M NH(POPMALIMOHHOE 00ecnieyeHue TUCIHILIMHBI

6.1. ObecnieyeHHOCTDH 00y4YAIOIIMXCH YYeOHUKAMHU, Y4eOHBIMH OCOOUSIMU

Mecmo
Haumenosanue Kon-60
No Too Onexmponnas pasmeujenusl
yuebHUKa, y4ebHo20 Aemop 9K3emn- .
/11 U30aHusL sepcus 2eKMPOHHOU
nocobus P08
sepcuu
Ocnognas tumepamypa
1 Jlenonpou3BoACTBO Kysnenos 1.H. 2006 B HATMYUHU Kabunet SUP
2 Cospemenoe xenosoe Poroxxua M.1O. 2009 B HAIMIHU Ka6uner DUP
MTICBEMO
JlokyMeHTalnoHHOE
3 obecrieueHne Coxkounos B.C. 2005 B HAJIMYHUHU Kabuner SUP
yIpaBIeHUs
4 Copemenroe Kupcanos M.B. 2001 B HAJIMYHUU Kabuner DUP
JIETIONPOU3BOJICTBO
5 JlOKyMCHTaIIHOHHOE Pymeramaa JI1. A. 2008 B HAJTUYNHU Ka6uner DUP
obecrieueHNEe yIpaBICHU
Hononrnumenvuas numepamypa
1 JlenonpousBoncTBO bacaxos M.H. 2013 B HaJIM4YUHU Kaouner DUP
2 JletoBO# PyCCKHU SI3BIK Bororuna C.B. 2022 B HAINIHU Kabuner 1P




Jlenonpon3BoaCTBO
(Opranuzamus u

3 TEXHOJIOTUHU Kysnenosa T.B. 2001 B HATMYUHU Kabuner DUP

JOKYMEHTAI[HOHHOTO
obecreueHus

\Hmoezo no oucyunaune: newamnuvix uzoanuii 0 %; snexkmponnvix 100%

6.2 IlporpamMHoe oOecriedeHue

1 Odunmansusiii caidt POAT — http://www.rgotups.ru/ru/

2 Odunmanseiii cait MUWT — http://miit.ru/

3 DnextpoHHbIe pactiucanus 3ansatuii http://appnn.rgotups.ru:8080/scripts/B23.exe/R01

4 Cucrema gucranimonnoro obyuenust «Kocmocy» — http://stellus.rgotups.ru/

5 Odunmanbuelii caiit oudanoreku POAT — http://lib.rgotups.ru/

6 TTouckoBsie cucteMsl «SIHIACKC», «Googley st JOCTyMa K TeMaTHIeCKUM HH()OPMAIHOHHBIM
pecypcam.

7 XKypuan «Cekperapckoe aeno» http://www.sekretarskoe-delo.ru/

6.3 Meroanueckue yKa3aHusi 1 MaTepuaJibl 110 Bujgam 3ansatuil. [lpusenenst B YMK/I.

7.MaTtepuajibHO-TEXHHYECKO€E o0ecnevyeHne JUCHUIINHBI

.HGKIII/IOHHBIG aYI[I/ITOpI/II/I, OCHAIIICHHBIC COBpeMeHHLIMH TCXHUYCCKUMU CpeIICTBaMI/I O6y‘-IeHI/I$[
(TCO). Buneoknaccel. KomnbroTepHble KiIacchl; MyIbTUMEIUNHBIE CPEICTBA; HAOOPHI CIIAlIOB;
ONMCAHUE JAEJIOBBIX UTD.

8. Meroauyeckue peKOMeHJAAlMHU IO OpraHu3alMy M3y4deHus AucuuIuiuHbl «[IpuBeneHs B
YMK/»
B yueGHOM mpouecce anst (HopMUPOBaHHMS M Pa3BUTHUA NPO(ECCHOHAIBHBIX HABBIKOB
CTYJEHTOB JJOJIKHBI UCIIOJIb30BaThCs clieAyrouue GopMbl pabOThI:
1. Jlekunu ¢ MyabTUMEIUIHOM Npe3eHTanuei nHpopMaLuu.
2. AKTUBHbBIE M UHTEPAKTUBHbIE METO bl IPOBEICHUS 3aHITUIA:
— TpoOJIEeMHBIH;
— JTHaJIOTOBEIM;
— WI'POBOIL;
— HCCIICA0BATEIIHCKHUIM;
— MOJYyJIbHBIN;
— KPUTUYECKHUX CUTYallUil;
— aBTOMaTU3UPOBAHHOTO O0YUYEHUS


http://www.sekretarskoe-delo.ru/

