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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI
IMPOPECCHUOHAJIBHOI'O MO YJIA

«[IM.01 OCYIIECTBJIEHUE OPTAHU3ALIMOHHOI'O

N JOKYMEHTAIMOHHOI'O OBECIIEYEHUSA JEATEJIBHOCTHU OPI'TAHU3ALIUN

1.1. IIe.m: H INIAHUPYEMBIC PE3YJIbTATHI 0CBOCHUA npodwccuona.m,noro MOAYJIsA

B pesynbrate u3yueHHs NpPOQECCHOHATBHOTO MOIYJS OOydYaromMHCsS TOJDKEH OCBOUTH
ocHOBHOI Bun gesrenpHocTH «OCyIIECTBIEHUE OPraHU3allMOHHOIO M JOKYMEHTAllMOHHOI'O
o0ecrieyeHns JesITeIbHOCTH OPTaHU3alUuK» U COOTBETCTBYIOIINE eMy 001Iie U TpodecCHOHATbHBIE

KOMIICTCHIIN U

1.1.1. Tlepedenp 0OMUX KOMITETEHIUI

Kon HaumenoBanue 001X KOMIIeTeH M

OK 01 Br16upats crioco0s! penienus 3a1a4 1popecCUOHaNbHON AESITEIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBPEMEHHBIE CPEJICTBA IIOUCKA, aHAIN3A U UHTEPIIPETALIUN
uHpOpMaLU, U THPOPMALIMOHHBIE TEXHOJIOTHH ISl BBIITOJIHEHMS 3a1a4
npodecCHOHATIBLHOM 1eATebHOCTH.

OK 04 D¢ dexTrBHO B3aMMOICHCTBOBATH M Pa0OTaTh B KOJJICKTUBE U KOMaHIE.

OK 05 OcCy1IecTBIATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYJapCTBEHHOM
A3BIKE
Poccuiickoii @enepanuy ¢ yueToM 0COOCHHOCTEN COLMAILHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 [Tonp3oBaTbest MpoQeccuoHaNbHOM JOKYMEHTAlMeH Ha TOCy1apCTBEHHOM U
WHOCTPaHHOM SI3bIKaX.

1.1.2. Tlepevens npodeccnoHaNbHBIX KOMITETCHIINN

Kon ‘ HaumeHoBaHue BUI0B 1eITeJbHOCTH U NPO¢ecCHOHATBHBIX KOMIIeTeHIHIi

BI 1 OcyuiecTBiIeHNE OPraHU3ANMOHHOI0 U JOKYMEHTAIIMOHHOI0 00ecreYeHust
AeATEeJbHOCTH OPraHN3anHNu

IIK 1.1. | OcymecTBiATh NpUEM-TIepeady ynpaBieH4ecKoi HHPOpMaIMK ¢ TOMOIIbIO
CPEICTB
MH(OPMALIMOHHBIX U KOMMYHHMKAI[MOHHBIX TEXHOJIOTHUH.

IIK 1.2. | KoopaunupoBath paboTy NPUEMHON pyKOBOJIUTENSL, 30H IpUEMa pa3InYHbIX
KaTerOpHuil MOCETUTENIEH OpraHU3aliy.

IIK 1.3. | Bragets HaBbIKaMU TUTAHUPOBAHUS PabOUYEro BpEMEHU PYKOBOJUTENS U CEKpeTaps.

IIK 1.4. | OcymiecTBisATh NOATOTOBKY JAEJIOBBIX MMOE3/I0K PYKOBOJUTENS U APYTHX
COTPYJHUKOB
OpraHH3aIHH.

IIK 1.5. | Boaaets cnocobamu opraHu3amuy pabodero mpocTpaHCTBa MPUEMHON U KaOUHETa
PYKOBOJUTEIIS.

IIK 1.6. | OcymecTBiATh pabOTy MO MOJATOTOBKE U MPOBEACHUIO KOH(PEPEHTHBIX

MCpOHpHHTHﬁ, obecneunBaTh HH(bOpMaLII/IOHHOC B3aUMOCHCTBHE PYKOBOOUTECIIA C
noapasACICHUAMUA U JOJKHOCTHBIMU JIMIIAMU OpTaHU3alluu.




IIK 1.7.

O(bOpMHHTB OpTraHHU3alluOHHO-PACTIOPAANUTCIIBHBIC JOKYMCHTBI U OPTraHU30BbIBATH
pa60Ty C HUMH, B TOM YHCJIC C UCIIOJIb30BAHUEM aBTOMATU3WPOBAHHBIX CUCTCM.

MK 1.8. | OpopmasTh TOKYMEHTHI 110 JINYHOMY COCTaBY M OPTraHU30BLIBATh padOTy ¢ HUMH, B
TOM YHUCJIE C UCTIOJIB30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
IIK 1.9. | Opranu3oBsIBaTh TEKYyIIEEC XPAaHEHUE TOKYMEHTOB, 00pa0OTKY JeJ JJIs

OIICPAaTUBHOI'O U ApXHWBHOI'O XpaHCHH, B TOM YHCJIC C UCIIOJIb3OBAHHUEM
ABTOMAaTU3HWPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbrare ocBOeHUS MPOPECCHOHATBHOTO MOYJISI 00YUYaIOMIUNACS TOJDKEH:

Bnanets
HaBBIKAMH

[Tonmyuenus HeoOXoaMMON HHPOPMALIUU U NTEpeaud CAaHKLIMOHUPOBAHHON
MHGOpMaLUU C UCHOIb30BAHUEM CPEJICTB MH()OPMAIIMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTHH.

Koopannanuu paboTel IpuEMHON PyKOBOJUTENS U 30H IPpUEMA pa3IMUHbIX
KaTeropuil moceTuresiel opraHu3aluu.

[TmanupoBanust pabouero BpeMeHH PyKOBOIUTENS B pabouero THS ceKpeTapsi.
OpraHu3anuy J1e10BbIX 0€310K PYKOBOJUTENS U APYTUX COTPYAHUKOB
OpraHu3aIMH.

Opranuzauuu U nojjaepxanus pyHKIHOHAIBHOTO pabo4yero npocTpaHCTBa.
Opranu3anuu NOArOTOBKY U MTPOBEACHUS KOH(DEPEHTHBIX MEPOIIPUATHH,
obecrieyeHrss UHPOPMALIMOHHOTO B3aUMOIEHCTBHSI PYKOBOJIUTEIIS C
MOJIPA3/IeIEHUSAMH U JOJDKHOCTHBIMU JIMIIAMU OPTaHU3aLHH.

OdopmiteHHs OpraHU3alMOHHO-PACTIOPIUTEIBHBIX JOKYMEHTOB U
opranm3anvun pa6OTBI C HUMH, B TOM YUCJIC C UCIIOJb30BAHUEM
ABTOMATU3WPOBAHHBIX CUCTCM.

OdopmiieHust TOKYMEHTOB 10 JINYHOMY COCTaBYy M OpraHU3alMy paboThl ¢
HUMH, B TOM YUCJIC C UCIIOJIb30BAHUECM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3anuu TeKyIero XxpaHeHus T0KyMEeHTOB, 00paOOTKHU e IS
OIIEpaTUBHOT'O U APXUBHOI'O XPaHEHHUs, B TOM YHUCIIE C UCIIOIb30BAaHUEM
aBTOMATHU3HPOBAaHHBIX CUCTEM.

VYmMmern

OpPraHHU30BbIBATH paboyee MECTO B COOTBETCTBUH C TPEOOBAHUSIMU SPIrOHOMUKHU
U KyJbTYpHI TPYAQ;

obecrieunBaTh paboyee MeCTo U (PyHKIIMOHAIbHOE paboyee IPOCTPaHCTBO
HEOO0XOIMMBIMU CPEACTBAMH OPraHU3allMOHHON TEXHUKU, MEOEIbIO U
KaHLEJSIPCKUMU TPUHAIIIEKHOCTIMU;

MOJIIEP>)KUBATh CPEICTBA OPraHU3AIMOHHON TEXHUKH B pab0YeM COCTOSIHUU;

MIPUMEHATH B paboTe cpeAcTBa HHDOPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA;

WCIIOJIb30BaTh CPECTBA MHPOPMAIMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH JIJIs TOJTy4YeHUs | nepenadr HHQOopMaIny;

YCTaHABJIUBATh U MOJAEPKUBATh KOMMYHHKAIIMH B TIPOLIECCE JETOBOTO

0OIIEeHHUs ¢ TIOMOIIBIO CPEJICTB MHPOPMAITMOHHBIX 1 KOMMYHHUKAITMOHHBIX
TEXHOJIOTHIA;




OCYIIECTBISATH COOp, 00pabOTKy HHPOPMAINH, CUCTEMATH3AIUIO TTOTyYaeMBbIX
Y TIEpeIaBaEMbIX JIAHHBIX;

OCYIIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUUBOCTH
JaHHBIX, UCKITIOUeHHE TyOaupoBaHusi HHGOpMaIuy;

CTIIQXKUBaTh KOH(DIUKTHBIC U CIIOKHBIE CUTYAI[UU MEKITUIHOCTHOTO
B3aHMOJCHCTBUS;

COOJIIOAATh STUKET U OCHOBBI MEXKTYHAPOIHOTO MPOTOKOJIA;
obecrnieunBaTh HH(HOPMAIMOHHYIO 0€30IaCHOCTH JCATEILHOCTH OPTaHU3AIIHH;
BECTH U HCIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpPraHU3alNu;

BECTHU YUETHBIC PETUCTPAIMOHHBIE (JOPMBI, UCTIONH30BATh MX IS
nH()OPMAIIMOHHON PAOOTHI ¥ PaOOTHI IO KOHTPOJIIO UCTIOTHEHHUSI IOPYUCHHIA,

BCTpEYaTh NOCETUTENEH, OTy4aTh NEPBUYHYI0 MHOOPMALMIO O IIOCETUTEIIAX,
yCTaHaBJIMBATh MOPSIOK MPUEMA IS pa3IMUHbIX KATErOpuid moceTuTenen
IIPUHUMATh MEPHI I10 COXPAHEHUIO KOH(UIeHIIMANbHOM nHpOpMaLUU B X0/1e
npuéma MoCETUTENEH;

BECTH YUETHBIC PETUCTPALIIOHHBIE (POPMBI 110 MPUEMY ITOCETUTENIEH U
o(opMIIATH MTPOIYCKa;

OCYIIECTBIATh IPUEM, IIEpejady U OTIPABKY TOKYMEHTOB;

OpPraHu30BBIBaTh U OPOHHUPOBATH IEPETOBOPHBIE KOMHATHI,

CepBUPOBATH YaifHbIe (KOQEHHbIE) CTONBI B OHCE;

BBIOMpPATH (OPMBI TNTAHUPOBAHUS M 0(OPMIIATH TIAHUPOBIIUK (OpraHansep)
PYKOBOAMTEIS I CEKPETApS;

YCTaHaBJIMBATh LECIU, OIPCACIATL IPUOPUTETHOCTD U O‘IGpéI{HOCTB
BBITIOJTHEHUS pa0oT U 3PPEKTUBHO pacnpeensTh padouee Bpems;

COTJIACOBBIBATh BCTPEUH U MEPOIPHUATHS U BHOCUTH HHPOPMAIIHIO B
TUTAHUPOBIIMK (OpraHaiizep);

MH(OPMHUPOBATH PYKOBOJUTENS O MPUOIMKEHUN BPEMEHH U PETJIaMEeHTe
3aIUIAHUPOBAHHBIX BCTPEY U MEPOIIPUATHH;

BBI6I/IpaTB ONTUMAJIbHBIE CLIOCOOBI BHEIIIHETO U BHYTPCHHCTO PIH(l)OpMI/IpOBaHI/IH
O INTAHUPYCMBIX MCPONPUATHUAX

COCTaBJIATh U OOPMIISTH JOKYMEHTHI IS JEJIOBBIX MOE3/10K;
OCYLIECTBIIATH TPEBEN-IIOIAEPIKKY IETOBBIX MTOE30K;
COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MEPONPUATHI U (HOPMUPOBATH IPOTPAMMY JIETIOBON MOE3KH;
MCIOJIb30BATh CPEICTBA HH(POPMAITMOHHBIX U KOMMYHHKAIIHOHHBIX

TEXHOJIOTUH 7151 o0ecTieueHus: B3aUMOACHCTBUSI C PYKOBOJUTEIIEM BO BpeMs
€ro JAeJI0BOU MOE3/IKH;

o(hopMIIATH OTUETHBIE TOKYMEHTHI O JIEJIOBOM MOE3/IKE.

OpPraHU30BBIBATH MPOLIECC MTOJATOTOBKH U MPOBEIeHNE KOH(PEPEHTHOTO
MEpPOIPUATHS UHIMBUYaJIbHO U B COCTaBe paboueil rpymibl;
JOKYMEHTUPOBATh Pa3HbIE 3TAIbI IPOLIETYPhI IOATOTOBKH U IPOBEIECHUS
KOH(EPEHTHOTO MEPOIIPUATHS;




COCTaBJISTh MPOCKTHI OPTraHU3AIMOHHBIX, PACTIOPSTUTENBHBIX U
MH()OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB, B TOM YHCIIE JIOKYMEHTOB,
coJiepKaux KOHPUICHIHMATHLHY0 HHPOPMAIIHIO;

ohopMIIATh OpraHU3alMOHHO-PACTIOPSIUTEIbHBIC TOKYMEHTHI (OPUTHHAIIBI U
KOITHH);

CKaHUPOBATh, KOMUPOBATh M KOHBEPTUPOBAThH JOKYMEHTHI B PA3INYHBIC
¢bopmarsr,

OCYIIECTBIISITH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBHUE IPABHIIAM
JIeTIOTIPOU3BOICTBA;

MPUHUMATH U TIPOBOJIUTH IEPBUUHYIO 00PaOOTKY BXOISAIINX JOKYMEHTOB;

MIPOBOJIUTH MPEABAPUTEIHHOE PACCMOTPEHHUE BXOAIINX U BHYTPEHHUX
JIOKYMEHTOB;

PEruCcTprupoOBaATb BXOJAIINUEC, UCXOAINNC U BHYTPCHHUC JOKYMCHTHI,

KOHTPOJIMPOBATh MAPHIPYTH3AINIO JOKYMEHTOIIOTOKOB B OpraHU3alluu
(cormacoBanue, MOJANUCAHUE, YTBEPKICHUE, PETUCTPALIUS, 03HAKOMIICHUE U
WCIIOJTHEHUE TOKYMEHTOB);

OCYIIECTBIISITH CPOKOBBIH KOHTPOJIb HCIIOJTHEHHS IOKYMEHTOB;
OCYIIECTBIATh 00pa0OTKY U OTIPABKY UCXOASIIUX TOKYMEHTOB;

COCTaBJIATh OTYETHI M AaHATUTUYECKHE CIIPaBKH 00 HCIIOJTHEHUH JJOKYMEHTOB;
BECTH WH(OPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;

OCYIIECTBIISATh PabOTy C OPraHU3aLUOHHO-PACTIOPSAUTEIIBHBIMUA TOKYMEHTAMU
B aBTOMAaTU3UPOBAHHBIX CHCTEMAX;

o0ecrneunBaTh COXPaHHOCTh NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB;

OpPraHnu30BLIBATH )IOKYMCHTOO60p0T o NpeACTAaBJICHUIO JOKYMCHTOB I10
NepcoHaly B roCy1apCTBCHHBIC OPIraHbI;

OpPraHU30BbBIBATh JOKYMEHTOOOOPOT MO YUETY U ABMKEHUIO pAOOTHUKOB;
BECTH BOMHCKHH yuéT paOOTHUKOB,;
BECTH yu&€T pabouero BpeMeH! pabOTHUKOB;

oG OpMIIATH OpraHU3aMOHHO-PACIIOPATUTENIbHBIE JOKYMEHTHI 110 JIMYHOMY
COCTaBy;

BECTH PETUCTPAIIMIO, YUET, OTMIEPATUBHOE XPAHEHHUE JIOKYMEHTOB IO THYHOMY
COCTaBy;

BECTH JTOKYMEHTALMIO, IOATBEPKIAIOLLYI0 CBEACHUS O TPYIOBOU JEATEIBHOCTH
U TPYJIOBOM CTa)ke pabOTHUKOB,;

(hopMHUpPOBATH JIMYHBIE JIe]a paOOTHUKOB;
oopMIIATH JeNia T0 TUYHOMY COCTaBY ISl IEpejavul B apXUB OpraHU3aIUy;

paboTaTh CO CrenuaIn3upOBaHHBIMU HH(HOPMAITMOHHBIMA CUCTEMAMH H
0a3aMu JaHHBIX 110 BEJICHUIO YUETA U IBYKCHHUIO PAOOTHUKOB;

pa3pa6aTBIBaTB HOMCHKIJIATYpY ACJI OpTraHU3allnN,

MIPOBEPSITH MPABMIHLHOCTH 0()OPMIICHHS TOKYMEHTOB U OTMETKH 00 MX
WCTIOTHEHUH Tiepel uX (OPMUPOBAHUEM B JIEJIO IS TIOCIEIYIOIIETO XPaHECHHUS;




(dhopMHUpOBaTh JeN1a, KOHTPOJIUPOBATH MTPABIIIBHOE U CBOEBPEMEHHOE
pacrpeiesieHre U MOAMINUBKY JTOKYMEHTOB B JieJia B COOTBETCTBHH C
HOMEHKJIATy PO JIelT;

MIPOBEPSATH CPOKU XPAHEHUS TOKYMEHTOB, COCTABIISATH MPOTOKOI pabOTHI
HKCIIEPTHON KOMHUCCHH IO MOATOTOBKE JOKYMEHTOB K IEepejaue B apXUB;
COCTaBJIAATH AKT O BBIACIICHUU K YHUYTOKCHHUIO JOKYMCHTOB, HC ITOAJICIKAIINX
XPaHEHHUIO;

COCTaBJISTh KT 00 YHUYTOKEHUH JOKYMEHTOB;

OCYIIECTBIISTH MOJIHOE WM YaCTHYHOE O(POPMIICHHE JETT BPEMEHHOTO,
MMOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAaHEHUS,

COCTaBJISITh OIKCH JIeNl CTPYKTYPHBIX MOAPA3AICHHI OCTOSHHOTO,
JOJICOBPEMEHHOTO CPOKOB XpaHEHUs JJIs Iepejauu JIeJ B apXUB OpPraHU3alUU.

3HaTh HOpPMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
WH(POPMAIIMOHHBIX 1 KOMMYHHUKAITMOHHBIX TEXHOJIOTUH, O 3aIUTE
nHpopManuu, HHOOPMAITMOHHOM 0€30ITaCHOCTH, TI0 paboTe ¢ 0OpaICHUIMHA
rpak[iaH, 0 OPraHU3alluK JICJIOBOU TIOE3/IKH, B chepe AeTONPOU3BOICTBA U
aApXUBHOTO JIeNa, B chepe peryIupoBaHus TPYIOBBIX OTHOIIICHUI;

JIOKAJIbHBIC HOPMATUBHBIC AKThI, PCTJIAMCHTHUPYIOIIUC ACATCIIbHOCTD CJ'Iy>K6BI
ACJIOIIPONU3BOACTBA U eé pa6OTHI/IKOB, OpraHu3anuro BCICHUS
ACJIOIMPOU3BOJACTBA, IEpEaavdy ACII B ApXUB OPraHU3alu, a TAKKE
PEriIaMCHTUPYIOIIHUE TPYAOBbIC OTHOIICHUS,

CTPYKTYpY OpraHu3anuu, e€ 3a1a4u v QyHKIMH, pacrpeieieHne QyHKIuH
MEXIy CTPYKTYPHBIMHU IOAPA3ACICHUSIMH U CIIEUAINCTAMM;

TpeOOBaHUs OXpaHbI TPYJa, IPOU3BOACTBEHHON CAHUTAPUH, TPOTHBOIIOKAPHOM
3aIIHTHI,

OCHOBBI TMPABUIIbHOM OPTaHU3AIIUHU TPYa U METO/IbI MOBBIIIICHHUS €TO

3¢ (HeKTHBHOCTH;

OCHOBEI YIIPAaBJICHHUA BPEMCHEM,
BHUbBI OpraHI/ISaHHOHHOﬁ TCXHUKHU U IIpaBUJIa pa6OTH C HeI>'I;

MCETOAbI O6pa6OTKI/I " 3alIUThbI I/IHq)OpMaI_II/II/I C IPUMCHCHUCM CPEACTB
I/IH(i)OpMaIII/IOHHI)IX W KOMMYHHKAIIUOHHBIX TCXHOHOFHﬁ;

COBpPCMCHHBIC I/IH(I)OpMaI_II/IOHHBIe U KOMMYHHKAIIMOHHBIC TCXHOJIOTHH,
IMPUMCHACMBIC B pa60Te C IOKYMEHTaMH, B TOM YHCJIC 110 JINYHOMY COCTaBY,

ATHKET U OCHOBBI MEXKTyHAPOIHOTO TIPOTOKOJIA;
3THUKY JEJIOBOTO OOLICHHUS;

MPaBUJIa PYCCKOTO SI3BIKA,;

MIpaBHJIa PEUEBOTO ITHKETA;

MpaBUJjIa MOJCPIKAHUS U Pa3BUTHSI MEXKIMYHOCTHBIX OTHOIICHUI;
ImpaBHJia IPOBEACHUA JCIOBBIX MEPETOBOPOB;

IIpaBUJIa OPraHU3aLUHU IPHUEMA TTOCETUTENCH;

MIpaBWJIa CEPBUPOBKHU YafHOTO (KOeiHoro) crona;

MOPpAIOK IMOATOTOBKU U NOKYMCHTHUPOBAHUS JIeIIOBOM IIOC3 KU,




MHTEPHET-PECYPCHI IS OCYLIECTBICHUS TPEBEJI-TIONACPKKY IEIOBBIX MTOE30K;

KOMIUIEKC OpPraHU3allMOHHO-TEXHUYECKUX MEPOTIPUSATHIL 110 OJTOTOBKE U
MIPOBEICHUIO KOH(PEPEHTHBIX MEPOIPUITUL;

npaBuia opOpMIICHHS TOKYMEHTOB, CO371aBa€MBIX B IPOLIECCE MOJTOTOBKH U
MIpOBEICHUS KOH(DPEPEHTHOTO MEPOTIPUSITHS;

COCTaB BHYTPCHHHX U BHCHIHUX I/IH(l)OpMaHI/IOHHHX ITIOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX MOJIPA3ICIICHNN, 00pa3IIbl OMUCEH JHII,
HMMEIOIIMNX MPABO MOJAMUCAHUS U YTBEPKACHUS JOKYMEHTOB, U OTPaHUYEHUS
30H UX OTBETCTBEHHOCTH;

BUJIbl HOMEHKJIATYP JIeN, 00IIre TpeOOBaHHUs K HOMEHKJIAType JIe1, MOPSI0K
paboTHI C HEM;

nopsAoK GopMUpOBaHUS U 0OPMIIEHUS JIel, cienupuKy GopMUpOBaHUS
OT/IEBbHBIX KaTEeTOPHH JIeIT;

IpaBUJIa XpaHEHUS JIelT, B TOM YHCIIE C JOKYMEHTaMU OTPaHUYEHHOT'O JIOCTYIIa;
MpaBUJIa BBIIAYH U MCIIOJIb30BAHMS JOKYMEHTOB U3 C(POPMUPOBAHHBIX JIEIT;

MOPAA0OK HCIIOJIB30BAHUA TUITOBBIX HJIM BEAOMCTBCHHBIX nepequﬁ
AOKYMCHTOB, OIIPCACIICHUA CPOKOB XpaHCHHS B IIPOLECCE SKCIICPTU3BL
LHECHHOCTHU JOKYMCHTOB,

BUBI OMMCEH Jen OpraHu3anuy U IopAa0K pa6OTI>I C HUMH.

1.2. Konu4vecTBO 4acoB, 0TBOIMMOE HA OCBOEHNeE NMPO(ecCHOHAIBLHOT0 MOTYJIsI

Bcero uacos — 498
B TOM 4HcIe B popMe MPAKTUUECKON OATOTOBKU — 336

N3 mux Ha ocBoerne MJIK — 390
B TOM YHCJI€ CAMOCTOSITEIbHAs paboTa —

NPaKTUKH, B TOM YHclie yaeOHast — 36

MIPOU3BOJICTBEHHAS — 36

[TpomexxyTounas arrecranus — _28




2. CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

2.1. CTpykTypa npo¢ecCHOHAIBLHOT0 MOIYJIs

O0Bem HpO(beCCHOHaHBHOFO MOAyJid, akKaACMHUYCCKHUX YaCOB

OO6yuenue mo MJIK

=
M
S
o B [MpakTuku
Kozl HaumeHoBaHuE 2. %{ B Tom umcie
npodeccrnoHaIbHbI pas3nenon Bcero, 2 ); TTa6 §
X B 001uX npodeccrnoHaIEHOTO 4acoB | 2| Bee abopaTopHyl )
N T X U Kypcossl | CamoctosTensnas | £ | Yuebna | IlpomsBoncTsenna
KOMTICTCHITHHA MOTYJISI = & ro 2
R MPaKTUYECKUX | X pabor pabora > s s
é 3aHATUIH é
= =
IIK 1.1, 1.5, 1.6, Pasnen 1.
1.7,1.9 JIOKyMeHTUpOBaHUE U
OK opranusanus padoTsl ¢
01,02,03,04,05,09 opUIHATEHBIMH
JOKYMEHTaMU 222 178 |60 |[178 20 4
MJIK 01.01.
JIOKyMEHTaIlMOHHOE
obecrnieueHue
YIIpaBIICHUS
I1IK 1.1, 1,6, 1.7, Paznen 2. Opranuzanus
1.8,1.9 paboThI ¢ JOKYMEHTaMH
OK 01,02,04,05,09 | B aBTOMaTU3UPOBAHHBIX
cCUCTeMax
68 60 8 60
MJIK 01.02.
Opranu3zanus paboTs ¢
ANEKTPOHHBIMHU
JOKYMEHTaMH
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K 1.1, 1.2, 1.3,
14,15,1.6

OK
01,02,03,04,05,09

Pasnen 3
Opranu3zanuoHHOE
obecrnieucHue
JEATEIbHOCTH
OpraHH3alIiH
M/JIK 01.03.
Opranuzanus
CEKPETapCKOTo
o0CITy KUBaHUS

52

48

48

K 1.1, 1.2, 1.4,
1.7,1.8,1.9

OK 01,02, 03, 04,
05, 09

Pazpnen 4.
JIOKyMEHTUPOBAHUE U
opranusanus padoThsl ¢
KaJpOBBIMHU
JOKyMEHTaMH1

MJIK 01.04.
JIOKyMEHTallMOHHOE
o0ecrnieueHre KaapoBoil
CITY OBl

56

50

50

VYyeOHast mpakTHKa

36

36

36

ITpousBoacTBEeHHAs
MPaKTUKA (TI0 TPOUITIO
CMELUANIbHOCTH), YACOB

36

36

36

[IpomexxyTounas
aTTecTanus

28

Bcero:

498

408

62

408

20

36

36
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2.2. TemaTnuyeckuii IJIaH U coaep:xanne npodeccuoHaibHoro moayJas (IIM)

HanmenoBanmue pa3jiesioB u
TeM NMPO(PecCHOHAIBLHOT0
monyas (IIM),
MEKIUCHUTITHHAPHBIX
kypcos (M/IK)

Conep:xkanue y4ye0OHOIro MaTepuasia, JJadopaTopHbie padoThl M NMPAKTHYECKUE 3aHATHS,
caMoCTOsITe/IbHAs yueOHasi padoTa 00y4aromuxcs, KypcoBasi padora

Oonbem,
aKa/l. 4acoB, B
TOM YHCJe B
dopme
NPaKTHYECKOMH
NOATOTOBKH,
aKaj. 4acoB

Pasnen 1. lokyMeHTHPOBaHME U OPraHu3anus padorsl ¢ 0pUIHAILHBIMHA JOKYMEHTAMU

MJIK 01.01 IlokymeHTANMOHHOE 0O0ecneyeHue YIPaBJICHUS

20/178/20

Tema 1.1.
OcHoOBHbIE OHSTHS,
TEPMUHOJIOTHS U
onpeaeJeHust

Conep:xkanue

IlonsiTHE O AUCLUIIIUHE. I/ICTOpI/I‘IeCKOC Pa3BUTHUC U COBPEMCHHOC COCTOSAHUEC ACIOIIPOU3BOACTBA.
B3aumocBs3b I/IH(I)OpMaI_II/II/I " NOKYMCHTA. CDYHKI_II/II/I ACJIOMPOU3BOAUTCIIA B allllapaTe YIIPpaBJICHUS.

ITonstue o AOKYMCHTC. CDyHKI_[I/II/I AOKYMCHTA. HpO(beCCI/IOHaIIBHHC TCPMHUHBI U OIPCACIICHUA.

VYuudukauus u cranaaptuzanus. Cucrems! fokymeHTanuu. Cucrema OPJI. 'ocynapcTBeHHbIE
ctanaapTsl Ha cucteMy OPJl. Knaccudukanus nokymenTos. bymara nqokymenra, e€ popmarsl.
dopmysip-oopazer; OPJ. dopmyisip qoKkymeHTa.

IIpakTH4eckne 3aHATHA

3anosHeHue TabIuIbl «3aKkoHOoaaTenpHOe peryaupoanue JJOY»

Tepmunonornueckuit npaktukym 1o I'OCT P 7.0.8-2013 Jlenonpon3BoACTBO U apXUBHOE JEIIO.
TepmuHbl 1 onpeneneHus

3anonHeHue Tadauibl «OCHOBHBIE TPEOOBAHUS K COCTABIEHUIO U 0(OPMIIEHUIO T0KYMEHTOB)

Pacniucats QyHKIMU JeTONPOU3BOAUTENS B arapaTe yIpaBlIeHUs.

Onucarb HpO(I)CCCI/IOHaJIBHBIC TCPMHHBI U OIIPCACIICHUS, NTOKYMCHTA.

Odopmuts cucremy OPJI. 'ocynapcTBenHble cTannapthl Ha cuctemy OP/I.

22
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OdopMuTh KI1acCUPUKAIUIO JOKYMEHTOB.

[lepeuncnanth Buabl Oymar TOKyMEHTOB, €€ (hopMaThI.

[lepeuncnanth B3aUMOCBS3b HH(GOPMAIMU U IOKYMEHTA.

Odopmuts hopmysip-oopazer; OP/I.

Dopmynsap-oopasenn. CxeMbl pacloNoKeHHs] PEKBH3UTOB TJOKYMEHTOB U TPaHMIIBI 30H Ha (hopmare A4,
IPOJIOJIBHOTO U YTJIOBOTO OJaHKOB.

Tema 1.2.

IIpasuia opopmiienust
pexBusuTos OP/I.
HNudopmanunonno-
CIIPABOYHbIE IOKYMEHThI

Conep:xanue

bnank, Buabl 61aHKOB. PekBU3UTHI 0011IeT0 O1aHKa U MTpaBuiia ero opopmiieHus. YTI0BOK U MPOIOJIbHBII
BapHaHThl. PekBU3UTHI OJaHKa KOHKPETHOTO BUAa JokyMeHTa. [IpaBuna ero odopmieHus.
PexBu3ut «Anpecar». PekBU3UT «3aroioBok K TEKCTY». 3alUCKH: BUIbI U PA3HOBUIHOCTH.

Buemaue noxnanasie 3anucku. [IpaBuna opopmienus pekBusuta «Teker nokymenta». Odopmienne
ab3a1eB TeKCTa, Hymepalus ab3aneB. S3bIK U CTUIIb JOKYMEHTOB. BHyTpeHHUE TOKIIaIHbIE 3aITUCKU.
[IpaBuna opopmienus pekBusura «OTmMeTKa 0 npuioxkeHun», «lloamucey. CirykeOHbIE 3aMUCKH.
[TpaBuiia opopmiienuss «OTMETKH 00 UCIIOIHUTENE JOKYMEHTA.

[TpaBuiia oopmileHHs PYKOIIMCHBIX PEKBU3UTOB HA JJOKYMEHTE.

PykonucHoe opopmiieHne T0KyMEHTOB: OOBSICHUTENbHAS, CITyKeOHas 3allMCKa, 3asBJICHUE.

Teneponorpamma. Tenerpamma. @akcorpamma. Obs3arenbHble pekBU3UTHL. [IpaBuia odpopmiieHus

10

IIpakTH4eckne 3aHATHA

CO3,Z[8.HI/IG O6I_HCFO Onanka OopraHu3aluy, Onanka KOHKPETHOT'O BUJId JOKYMCHTA, CTPYKTYPHOI'O
noapa3aciiCHud, JOJLDKHOCTHOI'O JIMIA, C YTJIOBBIM U ITPOJOJIBHBIM PACIIOJIOKCHUEM PEKBHU3UTOB.

HpI/IBC,Z[CHI/IC B COOTBCTCTBUC «prrmm PCKBU3UTOB NOKYMCHTa»

O(I)OpMJICHI/IC PCKBU3UTOB «A,upecaT» " «3arojoBOK K TCKCTY».

Odopmnenne pekBuzuTa « TEKCT TOKYMEHTa.

Odopmnenne «OTMETKH O TIPUITIOKESHUW.

Odopmnenue pexkBuszuta «Iloamucey.

18
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Odopmienue 3anicoK, CIPaBoOK, JOBEPEHHOCTEH, paCIIUCOK, TeleOHOTpaMM.

OdopmieHne pyKOMCHBIX PEKBU3UTOB Ha JIOKYMEHTE.

Odopmnenue TpadapeTHbIX JOKYMEHTOB.

Tema 1.3.
HNudpopmannoHHo-
CIIPABOYHBbIE

N0KyMeHTbI. Ciiy:keOHble
NMCbMa, X PA3HOBUAHOCTH

Conep:xanue

Bunel 1 pa3zHOBHIHOCTH CiTy)eOHBIX uceM. biank mucekma. PaboTta ¢ TOTOBBIMU OJTaHKAMH ITHCEM.
Odopmiienne nmucem Ha Gpopmare AS. Bunbl u pasHOBUAHOCTH CITy>KeOHbIX nrceM. [Iucemo-mipock0a,
NUCHMO-3aMPOC, TUCbMO-0TBET. BUIbI U Pa3HOBUAHOCTH CITyKe€OHBIX nceM. COIpOBOIUTENLHOE
UCBMO. ['apaHTuiiHOE TMCHMO.

Bunbl v pazHOBUAHOCTH ci1yKeOHbIX nuceM. [Incbmo-u3Bemenue. [lncbMo-noaATBEpKICHHE.
HNupopmaninoHHOE TUCHMO.

HpaKTuquRue 3aHATHUSA

Coznanue 0naHkoB nuceM. Pabora ¢ roToBbIMH OJ1aHKaMU OpraHU3alUu.

[TpakTuKyM 110 0()OPMIIEHUIO PEKBU3UTOB IOKYMEHTOB

[TpakTUKyM 10 IPOEKTUPOBAHHIO OJIaHKOB (0OMIMIA Os1aHK, OJaHK MUChbMa, OJJAaHK KOHKPETHOTO B

JIOKYMEHTA)

[TpakTHKyM 10 0POPMIIEHUIO OPraHU3AIMOHHBIX JOKYMEHTOB

[TpakTHKyM 10 0QOPMIIEHHUIO PaCTIOPSIAUTEIBHBIX JOKYMEHTOB

[TpakTukyM™m 1o opopmieHUI0 HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB

[TpakTukyM 10 0(OPMIIEHUIO CITY>KEOHBIX MTHCEM

JlokyMeHTHupOBaHHe ITpremMa Ha paboTy

OdopmiteHne nepeBo1oB Ha APYyTryro paboTy

Odopmnenune nHGOPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB.

20

Tema 1.4.

Conep:xanue

[MpakTuyeckue 3aHATHS

22
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PacnopsigutenbHble
AOKYMEHTbI, H3/1aBaeMble

HA NPUHIMIAX eIHHOHAYAIUS
NPUHATHS PelieHuit

Odopminenne pacopsSAUTENbHBIX JOKYMEHTOB.

Odopmitenne 06s3aTeIbHBIX PEKBU3UTOB, IPABHJIa COCTABICHHUS U O()OPMIICHUSI.

Odopmiienne copmectTHoro npukasa. [IpaBuia cocraBienus 1 0pOpMICHHS JOKYMEHTA.

Odopmitenne BeIMKUCKH U3 pukasza. Komus qokymenrta. OTMeTKa 0 3aBEpEHUH KOMTUH JOKYMEHTA

OTMETKa 0 HAaJIUYUU MMPHUIIOKCHUS B paCIOPAAUTCIIbHBIX TOKYMCHTAX.

O(l)OpMJ'ICHI/Ie BHU3bI O3HAKOMIJICHUA C IOKYMCHTOM.

O(bOpMJ'IeHI/Ie BU3BI COITIACOBAHUS ITPOCKTA JOKYMCHTA.

Odopmnenue [Ipukaza. OOs3aTenbHbIE PEKBU3UTHI, PABUJIA COCTABICHUS U 0POPMIICHUS.

Odopmiienne Pacnopspkenus. [lonstue o nokymente. O0s13aTeIbHble PEKBU3UTHIL, IIPABUIa COCTABICHUS
u opopmieHus. Ykazanue. [lonstue o nokymenre.

O(bOpMJ'IeHI/Ie BBIIIMCKHA U3 pACIIOPAAUTCIIBHOTO JOKYMCHTA U KOIIUH JOKYMCHTA.

CkpermieHre (IpOIMBKa) KOUH JOKYMEHTa

Tema 1.5.

JJoxymMeHTbI KOMHCCHT
H KOJUIETMAJILHbIX OPraHOB

Conep:xanue

HpaKTuqecm[e 3aHATHSA

Odopmnenue IIporokona.

O(i)OpMJ'IeHI/Ie BBIITMCKH U3 IMTPOTOKOJIA

Oq)OpMJ'IeHI/Ie IMPOTOKOJIA, TIOCTAHOBJICHU A, PCIICHH, AKTa

.Odopmiienne Komuu IpOTOKONA.

OO0s3aTenbHbIE PEKBU3UTHI, IPABUJIA COCTABICHUS U OPOPMIICHHUS.

Odopmnenune Axra.

Odopmnenne [oamucu nokymenTa, rpuda yTBepKACHHUS JOKYMEHTa,BU3 03HAKOMIICHHSI.

Odopmrnenue [locranoBnenus. Pemenns.

O(I)OpMJICHI/IC 00s13aTeNBHBIX PCKBU3UTOB, IIpaBUJIa COCTABJICHUA U O(pOpMJ'ICHI/I}I.

22
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Henosas urpa «3¢hHexkTuBHBINA 0DHUCH

JenoBas urpa «YmpasieHue TOKyMEHTONOTOKaMH O(Hca

Tema 1.7.

3axauyu n GyHKuun

CJIY:KOBbI 1€JI0ONPOU3BOICTBA.
Opranu3anuoHHbIE
JOKYMEHTBI

Conep:xanue

Poub 1 MecTO city>:k0BI 1€T0NPON3BOICTBA B paboTe amnmapara yrnpasieHus. 3agaun 1 pyHKIUH CITyKObI
JIeNIONPOU3BOICTBa. HOpMaTHBHO-METOAMYECKHE aKThI, PErTIAMEHTUPYIOIIHE PA0OTy € TOKyMEHTaMH.

Hopwmst Bpemenu Ha pabdotsl o IOY. Pacuer uncieHHOCTH CITyKOBI A€TOMPOU3BOICTBA

yqpeI[I/ITeJIBHI)IG JAOKYMCHTEI. JIokanbHbBIC HOPMATUBHBIC aKThbI. ITonsTue o JOKYMCHTax. OO0s13aTenbHBIE
PCKBU3UTEI,

OoCHOBHBIE paznensbl. [IpaBuna cornacoBanus u yreepxkaenus JIHA. [Ipasuna opopmienus
MHOTI'OCTPpAHUYHBIX JOKYMCHTOB.

WucTpykuus o nenonpousBoAcTBy. [Tonstue o nokymenrte. O0s13aTesIbHbIE pEKBU3UThI, OCHOBHBIE
pa3zaensl, MpaBUiia COCTABICHH, OPOPMIICHHS U BBEICHUS B JICHCTBHUE U3aHUEM MIPHKA3a.

Joroop. O0si3aTenbHbIe PEKBU3UTHI, OCHOBHBIE pa3/Ielibl, paBuiIa 0(hopMIIeHHUS.
OcobenHoctr opopmiieHus pekBu3nuTa «lloamucey.

JlomxHOCTHAs MHCTPYKIMS enonpousBoautens. OcHoBHbIE pa3nensbl. [IpaBuna cocraBienus,
o(opMIIEHUS U BBEJICHUS B IEUCTBUE PYKOBOJUTEIIEM.

HpaKTuquKue 3aHATHSA

Odopmienune opraHu3alMOHHBIX IOKYMEHTOB.

O(i)OpMJ'IeHI/Ie pacnnopsAauTCIbHBIX TOKYMCHTOB, BBOAAIINUX B ,Z[eI\/'ICTBI/Ie, U3MCHATOIHNX WUIIHW OTMCHAIOIIINX
OpTraHHu3allMOHHBIC TOKYMCHTHI.

BzaumMocss3b I/IH(I)OpMaI_II/II/I " TOKYMCHTA.

CkpemieHue (IpOIIMBKa) OpUTHHANA JOKYMEHTA

OdopMHUTh HHCTPYKIIHIO MO JIEONIPOU3BOICTBY.

Pacniucarb 00s13aTeNnbHBIE PCKBU3UTEI, OCHOBHBIC PAa3/1CJIbl, IIpaBHUJia COCTABJICHUA, O(I)OpMJ'ICHI/IH n
BBEICHMS B JICHCTBUE U3JaHUEM IpuKasa.

36
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OdopMUTh JOHKHOCTHYIO HMHCTPYKLHUIO ACTOMPOU3BOAUTEINS.

Ocobennoctu opopmiieHus pekBu3nTa «lI1oamuce.

3anonHeHne TaObIUIB «JIoKanpbHas periaMeHTaIus IeATeTbHOCTH ciTyK0bl IOV

[TpakTUKyM 1O aHAIM3y OpraHU3alMy JOKYMEHTO000pOTa yCIOBHOM OpraHu3aluu

Pemienue 3aau no pacuety oobema JOKYMEHTO000pOTa

CocraBlieHHE CXEM ABMXKCHUS BXOJAMIUX, UCXOOAIIUX U BHYTPCHHUX JOKYMEHTOB

I[eJ'IOBaSI urpa ((praBJIeHI/IC JAOKYMCHTOIIOTOKAMHU O(I)I/Ica))

HpaKTI/IKy'M I10 3aIIOJIHCHUIO PErUCTPAIMOHHBIX (1)0pM U perucrpanmuu JOKyMCHTOB

HpaKTI/IKy'M 110 OpraHu3al KOHTPOJISI CPOKOB XpaHCHUA NOKYMCHTOB

3arojiHeHUE Ta6JII/IHI)I «COBpeMeHHOG APXUBHOC 3aKOHOAATCIILCTBO»

HpaKTI/IKYM 110 COCTABJICHUIO HOMCHKJIATYPBI ACJI

[TpakTuKyM 110 POPMUPOBAHUIO JIENIa

Tema 1.8.

Opranusanus padoTbl
€ IOKYMEHTaMH

Conep:xanue

CoBpeMeEHHbIE TEXHOJIOTUN OpraHU3alMK JIEI0IIPOU3BOJICTBA.

®opmbl paboThl ¢ JoKkyMeHTaMu. [IoHATHE «JOKYMEHTOOOOPOT» U €ro OpraHu3alusl.
[TonsiTHEe «IOKYMEHTONOTOKW». OneporpaMmsl JOKYMEHTOIIOTOKOB: BXOJAIIUE, UCXOJALINE U
BHYTPEHHHUE JJOKYMEHTBHI.

Mapurpytuzanus JOKyMEHTOIIOTOKOB:
BXOJISINE, UCXOAIINE, OOpallleHus TpaXk/laH, BHYTPEHHHE (3aMMCKH, TPUKA3bI).

Perucrpanus 10KyMEHTOB — 3Ha4EHHE U 3a7a4H.
@DopMBbI perucTpanuu JoKyMeHToB. JKypHaiabHasi, KapTOuHas U aBTOMATU3HpPOBaHHAas! OPMBI.

Peructpariust BXoAs1Iero T0KyMEHTONOTOKA: TIEpBUYHAS 00paboTKa, MpeIBapUTEIHFHOE PACCMOTPEHHE,
MPUKpPETJIEHNE CKaH-KOIKHU, OTIIPaBKa Ha paCCMOTPEHHE aapecaty, (hUKcalus pe30IIoHH.

PeFI/ICTpaHI/ISI HUCXOOAICTO TOKYMEHTOIIOTOKA: CIIPaBKH, IMMCbMa, 3alIMCKH, BBITIUCKH, )IY6J'II/IK3TI)I.
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PGFI/ICTpaHI/IH BHYTPCHHETO NOKYMCHTOIIOTOKA: 3alIMCKH, 3asBJICHUSA pa6OTHI/IKOB, IIpUKa3bl, aKTHI,
IIPOTOKOJIBI.

KonTposnb ucnonnenust AokyMeHToB. Bunbl koHTposs. CpoKu KOHTPOJISL.

Homenknarypa nen. Buasl HoMeHknatypsl. [IoHsATHE O TOKYMEHTE, €ro 3Ha4eHHE.
IIpaBuna cocraBiieHUs 1 0OPMIICHUS HOMEHKIIATYPbI e CTPYKTypHOro noapasaenenus. CocraBieHue

U opopmileHHE CBOJIHOM HOMEHKJIATYPBI €]l OPraHU3alMU U BBIMUCOK VIS CTPYKTYPHBIX MTOAPA3ICICHUN.

3aKpHTI/I€ HOMCHKIJIATYpPbI OCII. Hrorosas 3anuce K HOMCHKIJIATypE OCII.

OHpe,I[CJ'ICHI/IC CPOKOB XpaHCHHU NOKYMCEHTOB U JCJI 110 HepeqHIo. CDOpMI/IpOBaHI/IC OCII. XpaHCHI/Ie ACII.

IIpakTH4yeckue 3aHATHS

Perucrpanus BXoAsSIIMX JOKYMEHTOB B 3JIEGKTPOHHOM XypHase B TabiuyHOM perakTope.

PGFI/ICTpaHI/Iﬂ 1 KOHTPOJIb UCITOJHCHHA UCXOAAINX JOKYMCHTOB B 3JICKTPOHHOM XYPHAJIC B TabmnunoM
penakTope.

Perucrpanus 1 KOHTPOJIb UCTIOJIHEHHSI BHYTPEHHUX TOKYMEHTOB B 3JIEKTPOHHOM XKypHaiie B TabmuaHoM
penaxTope.

CocrasieHnue 3arojiloBKOB ACJI OpraHn3anun

OdopmieHne HOMEHKIATYPHI J1E1.

O(l)OpMJ'IeHI/Ie HUTOTOBOM 3aIlMCH K HOMCHKIJIATyp¢E JCJI.

Odopmnenue o6moxku aena nocie HJL (U1 onepaTuBHOTO Meproia XpaHeHHs)

O(l)OpMJ'IeHI/Ie " IpOUINBKA JCJI JJIA Iepeaaiu Ha apXUBHOC XPAHCHUEC

Odopmnenue onuceil T0KyMEHTOB U JIeTl.

Pemrenne 3aa4 110 3KCIEPTU3C IEHHOCTH JOKYMCHTOB

[TpakTiky™ 1o odopmiieHuIo aena

[TpakTHKyM 110 0OPOPMIIEHUIO OMHUCH eIl

Brimonaenne MMPaKTUICCKUX 3anaHm71 Io O(i)OpMJIeHI/IIO OpraHu3allMOHHBIX JOKYMCHTOB

38
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Brimonnenune IMPAKTUYCCKUX Sa,Z[aHI/Iﬁ 110 O(l)OpMJ'IeHI/IIO pacrnopAaUTCIbHBIX JOKYMCHTOB

CocTaBUTh CTPYKTYPHO-JTOTHYECKYIO CXEMY JJOKYMEHTOOOOPOTa B YCIIOBHON OpraHU3aIfu

CocCTaBUTh CTPYKTYPHO-JIOTHYECKYIO CXeMY pa0OThI ¢ BXOJSIIEH, HCXOSAIICH U BHYTPEHHEH
JIOKYMEHTalUen

[TpakTukym «OdopMieHre TPYI0BOU KHUKKIDY

[Tpaktukym «OdopmiieHHe TPYA0BOTO JOTOBOPA»

IIpaktukym «IIprMeHEeHre HOPMATUBHBIX IIPABOBBIX AKTOB, PETYJIHPYIOIIUX TPYAOBbIE OTHOILECHUS HA

IIpUMEpE KOHKPETHBIX CUTYyaLi»

CamocrosiTesibHasi padoTa

DKcrepTrsa HeHHOCTH JoKyMeHToB. Odopmitenue nein. Onucu nen. [loaroroska J0KyMEHTOB K repeaade
B apxuB. [loroToBKa ey BpeMEHHOT0, TOCTOSIHHOTO | JIOJITOBPEMEHHOTO CPOKa XpaHEHHU K Tepeiadye B

ApXUB. CocraBjcHHE OIIUCH JCII.

KypcoBas padora o6si3atenbnas no MK 01.01

TemaTuka KypcoBbIX paboT

3HayeHHEe CUCTEMBI OpFaHI/I3aHI/IOHHO-paCHOpﬂHHTGHBHOﬁ JAOKYMCEHTAIUHU JI1 JOKYMCHTHUPOBAHUA ynpaBHqueCKOﬁ ACATCIIbHOCTH.
PexBU3HTHI 3ar0JI0BOYHOM YacTH TOKyMEHTa, IpaBUia OPOPMIIEHHS B COOTBETCTBUU C PEKOMEH/IAIIUSIMH CTaH1apTa.

OcobenHoctr ohopMiIeHNs OCHOBHOM YacTH JOKYMEHTA B pa3IMYHBIX BUAX ITHCEM.

OcoOeHHoCTH 0OpPMIIEHHS OCHOBHOM YacCTH IOKYMEHTA B PacTOPsIIUTENbHBIX IOKYyMEHTAX.

HNHpopManinoHHO-CIIPaBOYHbIE JOKYMEHTBI B CUCTEME OpraHU3allMOHHO-PACIOPSIUTENBHBIX TOKYMEHTOB, MX Ha3HAYCHHE U OCHOBHBIE
BHU/BI.

JloxiagHas u ciy>keOHast 3aliCKU, 0COOEHHOCTH UCIIOJIb30BaHUs JAJ11 BHYTPEHHUX KOMMYHHKAIUH.

Cocranenue oopMIIsIoIIei YacTH JOKYMEHTa, OCOOCHHOCTH MPAKTUYECKOT0 MPUMEHEHUS PEKBU3UTOB 0(OPMIISIOLIECH YacTH TOKyMEHTA B
Pa3IMYHBIX BUAAX OpFaHI/ISaHI/IOHHO-paCI'IOpS[I[I/ITeJ'II)HOI\/'I JOKYMCHTAllUU.

Cocrasnenne u opopmiieHre Tpr(OB YTBEP)KACHUS U COTIACOBAHNS, HA3HAYEHNE U OCOOCHHOCTH 0(hOpMIIEHHS PEKBU3HUTOB.

OTMeTKH Ha JOKYMEHTE B COOTBETCTBHH C PEKOMEHIAIIUSIMH I'OCYJapCTBEHHOT'O CTaHAAPTA.

Pa3BuTHe MOHATHS «TOKYMEHT»: ONpeaeieHne U (QyHKITHH.

20

19



Yuaudukanus u cranaaptuzanusi. Ctangaptel B JIOY Ha COBpeMEHHOM JTare.
OdunmanbHbIN TOKYMEHT U €10 MECTO B CUCTEME yIpPaBJICHUS.

Cucrema JOKYMCHTOB, YHI/I(bI/II_II/IPOBaHHaH CUCTEMA JOKYMCHTOB U }’HI/I(bI/IHI/IPOBaHHaH CHUCTCMaA OpFaHI/ISaLII/IOHHO'paCHOpﬂﬂHTeHBHOﬁ
JOKYMCHTAlHU.

Knaccugukaius opraHu3alioHHO-pacopsIUTeIbHON TOKyMEHTAlUU U €€ MPAaKTUYEeCKOe IPUMEHEHHUE.
TpeboBaHMs K KOHCTPYUPOBAaHUIO OJaHKOB. Buibl G1aHKOB.

[TpaBwmina u 0co6eHHOCTH 0(OPMIICHHS IIPOTOKOJIOB.

Pouib pacnopsauTeNbHBIX TOKYMEHTOB B YIIPABJICHUH OpraHU3alei Ha COBPEMEHHOM 3Talle.

[IpaBuna opopmiieHHs paciopsIUTEIbHBIX JOKYMEHTOB, N3/IaBAMbIX Ha MPUHIUIAX KOJIETHATBHOCTH.
[TpaBuna opopmieHHs pacliopsAAUTENbHBIX JOKYMEHTOB, U3JaBa€MbIX Ha MPUHLUIIAX €IMHOHAYAIIMSL.
[IpaBuna cocraBieHus U 0OPMIICHHUS MPHKA3a IO OCHOBHOM JESITETHHOCTH.

[TpaBuna cocraBieHus: 1 0pOPMIICHHS PaCTIOPSKEHUS U YKa3aHUS.

JIOKYMEHT — Kak 3JIEMEHT JI€JI0BOTr0 OOIIEHMS.

[TpaBuna opopmieHus 6i1aHKa U pEKBU3UTOB MUCHMA.

NudopmanoHHblii 00MEH ¢ MOMOIIBIO epenucKu. Buapl nucem.

PykomnucHble peKBU3UTHI HAa O(UIIHATIBHBIX JOKYMEHTAX.

[TpaBuna cocraBieHus: 1 0pOpMIICHUS TOKJIAIHBIX, OObSICHUTENBHBIX U CITY>KEOHBIX 3aIIHCOK.

[IpaBuna cocraBnenus 1 opopmieHUs: OPUIHATIBHBIX U OMOTpapUUECKUX CIIPABOK.

[TpaBuna cocraBieHus 1 0popMIIEHUS TOKYMEHTOB, 00€CIIEUHBAIOLINX ONEPATUBHOCTH Mepeiaud HHPOpMaLUu.
[IpaBuna cocraBnenus 1 0hopMIIEHUS TOBEPEHHOCTEN U PACTIMCOK.

Konun noxymenToB. Buasl konuil 1 UxX ucropuueckoe pazsurue. Ilopsanok yaocroBepeHus KOnui.
[Tonmuck u neyaTh, Kak BaKHbIE PEKBU3UTHI JOKYMEHTA: Talbl COBEPIICHCTBOBAHUS.

DJeKTpOHHAs MOANHUCH: 00JIACTh MPUMEHEHHS.

S3bIK ¥ CTUITB CITy’)KEOHBIX TOKYMEHTOB B HH()OPMaLIMOHHOM OOIIECTBE.

[IpaBuna cocraBieHus U 0HOPMIICHUS aKTOB.

Konduaennuanbapie JOKYMEHTHI: KIacCH(PUKAIMS 0 TPU(Y OrpaHUUEHUS TOCTYIIA.
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Pazgen 2. Opranu3anusi padoThl ¢ JOKYMEHTAMH B aBTOMATH3UPOBAHHBIX CHCTEMAX

M/IK 01.02. Opranusanusi padoThl ¢ 3J1eKTPOHHBIMH JOKYMEHTAMH

8/60

Tema 2.1.

IIpaBuia padoTsl

€ IOKYMEHTAMH

HA JIEKTPOHHBIX HOCUTEJISAX

Conep:xanue

1. 3yueHne 3aKOHOJaTEIbHBIX HOPMATUBHBIX aKTOB B c(pepe paboThl ¢ AIEKTPOHHBIMU JIOKYMEHTaMHU

2. XapaKTepucTUKa TUIIOB, MTOPAIKA [TOJIyYE€HHUS U MPABUJI 3AIIUTHI 3JIEKTPOHHON MTOANNUCH

IIpakTnyeckue 3aHATHS

1. Ananu3 paboThl B MOYTOBBIX cepBUcax. [IpaBuia 3JeKTPOHHOM MepenucKu

2. Odopmienue 3neKTpOHHOM noanucu. Buasl, nopsaok nonydenus. [IpaBuiia 3aimuTsl.

3. Pa3pabotka TpeOoBanmii K pekBU3UTY «OTMeTKa 00 AJIEKTPOHHOW MOANMUCH» NPU BU3YyATH3AIHH
AJIIEKTPOHHOTO JOKYMEHTA, MOAMKUCAHHOTO 3JIEKTPOHHOU MOAMKUCHIO

4. ITpumenenue npasui opopmieHuss « OTMETKH O MPHUIIOKEHUN» HA AIEKTPOHHBIA HOCUTENb

5. OTnpaBka ¥ MOJIy4eHHUE AIEKTPOHHOI'O COOOIIEHNUS, JJIEKTPOHHOTO JOKYMEHTA

6. OopmieHue TOKyMEHTa, MOAMHUCAHHOTO JIEKTPOHHOMN MOMUCHIO

7. BeiBieHE TUIIHYHBIX OIINOOK IIpU COCTABJICHNUU 3JICKTPOHHOI'O TOKYMCHTA

8. VcnpaBneHue JOMyIIEeHHbIX OMHUOOK Mpu 0(POPMIIEHUH 3JIEKTPOHHOTO TIOKYyMEHTA

9. AHHy.TII/IpOBaHI/Ie 3HeKTp0HHOI7I MMOoANUCHU, MIPUYNHBI 1 OCHOBAHUA

10. IToaroroBka SHGKTpOHHOﬁ KOIIMHU JOKYMCHTA, U3TOTOBJICHHOT'O Ha 6YMa)KHOM HOCHUTCIIC

11. Ananu3 nepeayu v mpuemMa 3JeKTPOHHBIX MHCeM U (DailIoB MO 3JIEKTPOHHOH 1ouTe

12. TIpakTukyM 1o oOpMIIEHUIO SJIEKTPOHHOM MEePENuCKu

13. Pemenue 3amady 1o O(GOPMIICHHIO BJICKTPOHHOIO JOKYMEHTOOOOpOoTa B HWH(GOPMAIMOHHO
TEJIEKOMMYHHUKAIIMOHHOU ceTH «HTepHEeT»

14. [Ipumenenue cepTuduKaTa KIro4a MPOBEPKU AIEKTPOHHON MOIITUCH

15. TIpoBepka 3amiuThl KOHPHUIEHIUATBHOCTH U O€30MaCHOCTH NepeaBaeMoi HHPOopMaIu

34
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Tema 2.2.

Opranusanus padéoTbl

¢ IOKYMEHTAMH

B ABTOMaTU3HPOBAHHBIX
CHCTEMAaX 3JIeKTPOHHOI0
AOKyMEHT000opoTa

Conep:xkanue

1. Xapakrepucrtuka cuctem 310 u ECM-cucremax

2. OcHOBHBIE IIPaBUJIa MapLIPyTU3aLUU JOKYMEHTONIOTOKOB B cuctemax /10 u ECM-cucremax

HpaRTn'{ecmle 3aHATHUSA

1. CocraBiieHne npaBuil OpraHu3alii JOKYMEHTO000pOTa BXOASIIET0 JoKyMeHTonoToka B CO/1.

2. IlpakTUKyM IO OpraHM3aiuy AOKYMEHTOO0OOpoTa ucxojsmero gokymeHtornoroka B COJl. OrnpaBka
JIOKYMEHTOB

3. IIpumeHeHre IpaBl OPraHU3aIMK JOKYMEHTO000pOTa BHYTPEHHEr0 JOKyMeHTonoToka B COJ]

4. Odopmienne pacnopsaauTenbHbIX TokymMeHToB B COJI. [lpaBuna opraHuzanuu IT0OKyMEHTOOOOpOTa C
pHUKa3aMu

5. Pabota c¢ oOpamenusmu rpaxaad B COJI. IlpaBuna opranuszauuu HOKyMeHTOOOOpoTa oOpaiieHuit
rpakJIaH

6. O(bOpMJ'IeHI/IC OCHOBHBIX 3TAIlOB IIOATOTOBKU 3JICKTPOHHBIX JOKYMCHTOB K C1a4€C B ApXUB

7. AHanu3 nH(GOPMaIMOHHO-CIIPAaBOYHON paboThI O JoKyMeHTaM B CO /1

8. Perucrpanus u KOHTPOJIb UCHOJHEHHS BXOAfAMUX JoKymMeHToB B CDJI. Opranuzauus
JIOKYMEHTO000POTa BXOIAIIETO TOKYMEHTOIOTOKA

9. Peructpanyisi u“ KOHTPOJb WCIOJHEHUS HUCXOmAmux JgokymeHToB B CDJl. Opranusanus
JIOKYMEHTO000pOTa UCXOSIIEr0 JOKYMEHTOIIOTOKA

10. Peructpamuss M KOHTpPOJIb MCIOJIHEHHUS BHYTpeHHUX JokymMeHToB B CDOJI. Opranuzanus
JOKYMEHTOO00pOTa BHYTPEHHETO JOKYMEHTOIIOTOKA

11. Perucrpanus ¥ KOHTPOJIb HCTIOTHEHUs oOparieHuit rpaxkaan B COJI. Opranusaius JOKyMeHTO000poTa
oOpareHui rpaxaaH

12. IToaroToBKa JOKyMEHTOB K II€peAade B apXUB OPraHU3ALMH, IPEAIPUATHS

13. IIpakTKyM 1O niepenaye JOKYMEHTOB B apXUB OpPraHU3alUu, IPEIIPUATHS

14. Co3ganue JIEKTPOHHOTO apXUBa JOKYMEHTOB B OpraHU3alluU, IPEIIPUITUN

34
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15. YnpaBienue 31eKTpOHHBIM apXUBOB JTOKYMEHTOB Ha MPEINPUITHH, OpPraHU3aAIUH

Pa3znen 3. Opranmauuonnoe o0ecneuyeHue ACATEJIBHOCTH OPraHu3alnvumn

4/48
M/IK 01.03 Opranu3anusi CeKpeTapcKoro 00c/JIy:>KuBaHHU S
Tema 3.1. Conep:xanue
2
Poar npodeccun cexperaps 1. U3yueHue poid cekperapsi B COBPEMEHHOM CTPYKTYpE YIpaBICHUS
B CTPYKTYpe CJIyKObI
PYyKIype ¢y IIpakTnyeckue 3aHATHS
JeJIONPOU3BOJACTBA
1. AHanu3 HOpMATUBHO-METOUYECKON 0a3bl KBAIU(PUKAIIMOHHBIX TpeOoBaHMI K podeccun 4
2. Pa3zpaboTka (yHKUMH M JOJDKHOCTHBIX OOS3aHHOCTEH ceKkpeTapsi B 3aBUCUMOCTH OT KaTeroOpuu
CEKPETAPCKOT0 O0CITY KHUBAHUS
Tema 3.2. Conep:xkanue
Opranusanus ¥ ycJI0BHs IIpakTHYeckune 3aHATHA
TpyAa cekpeTaps -
1. AHanu3 3proHOMUYECKUX TPEOOBAHMM K YCIOBUSAM TPYyAa CEKpeTaps
2. Opranu3zanus pabo4ero Mecta B COOTBETCTBHH C TPEOOBAHUSIMU SPTOHOMHUKH U KYJBTYpPHI TPyJa 10
3. [IpakTHKyYM IO OTIPENENeHUI0 KIACCH(PHUKAIIMN TEXHUIECKUX CPEJICTB, HCIIOIB3YEMBIX B JESITEIHbHOCTH
cekperaps
4. IlpumeHeHue CpeICTB MOATOTOBKH, U3TOTOBJICHUS U 00PaOOTKH TOKYMEHTOB
5. AHanu3 npoliecca XpaHeHHs U TPAHCTIOPTUPOBKU HH(DOpMaIUK
Tema 3.3. Conep:xanue
AIMHHHCTPATHBHbIE 1. WM3yuenne ocobeHHOCTEH opraHM3alMu NpueMa mnoceTurenei. Buapl npuéma, yder moceTuTesnew,
¢byHKuMH cekperapst co3anue 0a3 JaHHBIX
IIpakTHYeckHe 3aHATHA
1. IlpoBenenue ciry>keOHOT0 TeIePOHHOTO PA3roBOpa, 0OCOOEHHOCTH Mepeaadu HH(popMauu 20

2. AHanu3 CpeACcTB aIMUHUCTPATUBHO-YIIPABICHYECKOM CBSI3U

3. Opraau3zanus nmpuemMa rnocetuteneil. Buasr mpuéma, yuer moceTuTeneid, co3aanne 6a3 JaHHBIX.
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4. IIpumeHeHue npaBuil BeeHUs Tele()OHHOTO Pa3roBopa

5. Ucnons3oBanue oprcuoit ATC. OcHoBHBIE (PYHKIIH U TPABUIN

6. Ilpumenenue cpeacts (pakcUMUIBHOM nepenaun cooduiennidi. akCUMUIBHBINA anmnapat, MpaBuia ero
IIPUMEHEHUS.

7. AHanu3 0coOEHHOCTEW pabOThI CEKpeTaps C Pa3IMUYHBIMU KaTETOPUSIMH MTOCETUTEICH

8. Pabora cexperaps ¢ 0OpalieHUsIME TPAKIaH

9. IlpumeHenune cepBUCHBIX (DYHKIUN CeKpeTaps

Tema 3.4.
Opranu3anuoHHbIE
U HH(opMaluOHHBIE
(pynkuumn cexperaps

Conep:xkanue

IIpakTH4yeckue 3aHATHS

1. Opranuzanms 1 MoJAroToBKa JICJIOBOU MOE3AKH

2. [loaroroBka u o0cayKUBaHUE KOHPEPEHTHBIX MEPOIPUATUN

3. CocraBienue u o¢opMIIeHHE HPOrpaMMbl KOMaHIUPOBKU. TpeBen-MoAJep’KKa JeJOBONW MOE3IKU 12
PYKOBOIUTENSA
4. Opranuzanus 1 MpoBeeHUE MPOTOKOIbHBIX MEPOIIPUATHI B ouce
5. [InanupoBaHue pa3IMYHBIX TUIIOB COBEIIAHUN U WX OOCTY>KUBaHUE
6. PaGota cexperapsi 10 HUHPOPMALMOHHOMY OOCITYKUBaHUIO PYKOBOIUTENS
Tema 3.5. Conep:xanue
DyHKINH ceKpeTaps IIpakTH4eckoe 3aHsATHE
10 IJIAHMPOBAHMIO padoyero 4
1. IlnanupoBaHue 1 opraHu3anus pabovero AHs pyKOBOJIUTENS U CEKpeTaps
BpeMeHH
2. Ananu3 pabouero qHs pykoBoautens. CorinacoBanue pexxuma padbotel. [InanupoBaHue MeponpHusITHIA,
YTOYHEHHE MTOPYUEHUIN
Pasnen 4. [lokyMeHTHPOBaHME U OPraHU3alus padoThl ¢ KAAPOBBIMH JOKYMEHTAMH
2/52

MK 01.04. lokyMeHTALMOHHOE O0ecredeHue KAAPOBOM CIayKObI




Tema 4.1.
HopmaTuBHO-nipaBoBoe
peryJiupoBaHue
TPYAOBBIX OTHOIIEHU I

Conep:xkanue

Hopmartusnbie mpaBoBsie akThl Poccuiickoii @eneparuu B chepe TpyIOBBIX OTHOIICHHUI

JlokanbpHBIE HOPMATHBHBIE aKTHI 11O MEPCOHAITY: 00s3aTeNbHbBIC U HeoOs3aTenbHbIe ((haKyIbTaTUBHBIC)

ITopsinok npencraBiaeHus JOKYMEHTOB 110 IIEPCOHALY B FOCYJapCTBEHHBIE OPTaHbl

[Topsimok cObopa, 06pabOTKH, N3MEHEHHS U YHUUTOXKCHHS NIEPCOHATBHBIX JAaHHBIX pAOOTHHUKOB.

HOpHI[OK BCACHHUA BOMHCKOI'O y4€Ta B OpraHu3aluu.

[Topsimok BeeHus ydera pabouero BpeMeHu pabOTHUKOB.

IIpakTHyeckue 3aHATHS

O(bOpMJ'IeHI/Ie OTUCTOB B I'OCYAApCTBCHHBIC OPraHBbI.

Odopmrnenue cornacust Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX.

Od¢opmienne nakera JOKYMEHTOB 110 BOMHCKOMY YYeTy.

Odopmienue Tabens ydaera pabouero BpeMeHH.

CocraBuTth cxemy «HopMaTuBHO-MeTOo1MUEeCKas Oa3a 1€I0NPOU3BOICTBAY

10

Tema 4.2.

KoMnuieke 10KkymMeHTOB

10 YCTAHOBJIEHUIO
TPYAOBBIX NPABOOTHOIIEHH i

Conep:xanue

[Topsimox nokymMeHTHUpOBaHMS pueMa Ha padboTy. CocraBienue otuetoB C3B.

Y4yeTHEIE AOKYMCHTHI 110 ICPCOHAITY.

HN3meHenue MEPCOHATIBbHBIX JaHHBIX pa60THI/IKOB

HpaKTuqecm[e 3aHATHSA

Odopmienue Tpya0BOTO 10roBOpa.

3anonHeHne yHUPUIUPOBAHHBIX (POPM MEPBUYHON YUETHOM TOKYMEHTAIMH.

Odopmnenne Tpy10BOM KHIKKH, TMYHOW KAPTOUKH, THYHOTO JIeNa.

CocraBnenue otuera C3B-T/I.

CocraBieHue u O(I)OpMJIeHI/Ie IIpuKasa 00 M3MEHEHUH MEPCOHAJIBHBIX TAHHBIX pa60THI/IKa.

10
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Tema 4.3.

Kommiiexke 10kyMeHTOB
1O JBHKEHHIO KaJIPOB

Conep:xkanue

[Topsimok TOKyMEHTHPOBAHHUS MEPEBOIa PAOOTHHKA HA JPYTYIO paboTy.

[Topsi10K TOKyMEHTUPOBaHUS KOMaHIUPOBAaHUS PAOOTHUKOB.

[TopsiioK TOKyMEHTHUPOBaHUS NPEJOCTABIEHUS OTIIyCKa paOOTHUKY .

[TopsimoK TOKYMEHTHPOBAHHUS MOOIIPEHHSI pAOOTHUKOB

HOpHI[OK JAOKYMEHTHPOBAHUSA BEIHECCCHUA JUCHUIIIIMHAPHBIX B3BICKAHMI

IIpakTHyeckue 3aHATHS

3anonHeHne yHUPUIUPOBAHHBIX (POPM MEPBUYHON YUETHOM JOKYMEHTAIUH.

Odopmnenne nepeBoia pabOTHUKA HA JPYTYIO padoTy.

Od¢opmnenne KoMaHIUPOBaHUSI PAOOTHUKOB.

Od¢opmienue npeaocTaBiaeHus OTIycKa paOOTHUKY.

Odopmnenue noompennst paboTHUKOB. OpopmiieHHEe BEIHECEHHS TUCIIUTUIMHAPHBIX B3bICKAHUM.

10

Tema 4.4.

Kommieke 10KyMeHTOB

M0 PACTOPKEHUIO

TPYAOBBIX NPABOOTHOIIEHUIT

Conep:xanue

[Topsiiok JOKyMEHTUPOBaHUS YBOJIbHEHUS! pAOOTHUKOB.

HOpHI{OK MOATOTOBKHU JCJI 11O JINYHOMY COCTABY K II€PCAavY€ B apXUB OpTraHU3allnN

IIpakTH4eckne 3aHATHA

3anonHeHne yHUPUIUPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTAIUH.

Odopmnenue yBoapHEHUS pAOOTHUKOB.

3anonHeHue pa3AenoB TPYI0BOM KHUKKHU paOOTHHKA.

Cocrasienne oruetoB C3B.

IToaroroBka TUYHOTO Aeja pa6OTHI/IKa K nepeaavc B apxXuBs.

10

Tema 4.5.

Conep:xanue

HOMCHKJ'IaTypa Aca KaﬂpOBOﬁ CJ'Iy)K6BI. HOp}IIlOK noATr0OTOBKH, COCTABJIICHUS U O(I)OpMJ'ICHI/ISI.
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Opranusanus padoTbl

C KAAPOBBIMH JOKYMCHTAMH
Aap oKy HpaKaneCRne 3aHATHSA

CocraBnenue 1 0popMiIeHHE HOMEHKIIATYPBI A€ KaAPOBOH CIIy>KOBI.

OdopmiteHne opraHu3alMmOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB.

Paspabotats cxemy «DenepanbHOE 3aKOHOJATEIBCTBO B chepe nHPOPMALUU U TOKYMEHTALIUN

Pemienue keiicoB « Tpy10BbI€ CIIOPBI U UX PEIICHUSDY

Pa3pa60TI<a HOMCHKIJIATYPbI KOH(bI/II[eHI_II/IaHBHBIX ACJI

10

CamocrosiTesibHasi padora

CocraBnenue OpPTraHHU3allMOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB B KaHpOBOﬁ cny>1<6e: IIPHUKAa3bI I10

OCHOBHOH ACATCIIBHOCTH, CIIpAaBKH, NOKJIAAHBIC 3alIMCKH. q)OpMI/IpOBaHI/Ie " XpaHCHUC ACII.

Y4yeOHasa npakTuKa

Ilpou3sBoacTBeHHas NpakTHKA (MPeaycMOTPeHAa UTOroBasi (KOHIEHTPHPOBAHHAS) MPAKTHKA).

Buasbi pador:

N3yueHue CTpyKTypbl OpraHU3alMyi — MECTa MIPOXOXKIACHHS TPAKTUKH (J1ajiee — OpraHn3aluu) ¢ [eJIbI0 COCTABICHUS CXEMBI CTPYKTYPBI

opranuszanuy. O3HaKOMIICHHE C IPABOBBIMU (YUPEIUTEILHBIMU), JIOKATEHBIMA HOPMATHBHBIMH aKTaMH U PACIOPSAUTEIbHBIMU
JOKyMeHTaMu opranuzanuu. CocraBieHue Cliucka HICTOYHUKOB KoMIulekToBaHus OPJl opranuzanum.

N3yuenne MHCTpyKIMH 1O 1€710MPOU3BOJCTBY OpraHU3alui. 3HAKOMCTBO C IIPABUJIAMHU COCTaBJIEHUS IPOEKTOB U 0()OPMIICHUS
JIOKYMEHTOB, ITOPSIKOM COTJIACOBAHUS M MOANUCAHUSA/yTBEPKICHHUS JOKYMEHTOB B OpraHU3al1H.

O3HakoMJIEHHE C POTPaMMHBIMU CPEJICTBAMH yu€Ta, XpaHEHHs, 00pa0OTKU U MOKCKA JOKYMEHTOB, HCIIOJIb3yEMbIMU B OpraHU3aIUH.
W3yueHne OCHOB U crielipuKH paboThI ¢ JOKYMEHTAIMEH B CUCTEME JIEKTPOHHOTO JJoKyMeHTooOopoTa (CD/I) opranu3aiuy.
Hcnonb3oBanue B paboTe r1100aNbHbIX U JIOKAJIbHBIX CETEH /IS OMyUeHUsl U XpaHeHus nHopmanuy, oOMeHa HHpopMaIuei.

3HaKOMCTBO C JOKYMEHT0000poToM opranuzanuu. Vcnons3oanue COJ B pabore ¢ qokymeHTaMu. O6paboTKa BHYTPEHHUX JOKYMEHTOB,

00paboTKa ¥ OTHpPaBKa UCXOJAIINX JOKYMEHTOB, MPUEM U TIepBUYHAsE 00pabOTKa BXOAAIINX JOKYMEHTOB. Perucrparus 10KkyMEeHTOB U
MapuIpyTU3aLus JOKyMEHTOIOTOKOB. KOHTpob ucnonHeHns JokyMeHToB. MH(popMaimoHHO-CipaBOYHast U IOMCKOBast paboTa
C HCIOJIb30BAaHUEM CHUCTEM YUETA TOKYMEHTOB B OpraHHU3aIl1H.
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OdopmiieHne opraHu3allMOHHBIX, BHYTPEHHHX (IIPUKAa3bl, pACTIOPSHKEHHS, JOBEPEHHOCTH, 3alIMCKH, CIIPABKH, aKThI, IPOTOKOIBI U JIp.) U
UCXOAIIUX JOKYMEHTOB OPraHU3alUu C UCII0JIB30BAHUEM COBPEMEHHBIX IIPOrPaMMHO-TEXHUUECKUX CpeACTB. KOHTPOIIb IPaBUIIBHOCTH
COCTaBJICHUS, OPOPMIICHHS TOKYMEHTOB (PEKBU3UTHI, OCOOCHHOCTH HAMCAHUS TEKCTOB, MHOTOCTPAHUYHBIEC JOKYMEHTBI ), TIOPSIKA U3TaHUs
JIOKYMEHTOB (C YYETOM CIIEIIU(PHUKH CUCTEMBI JISIIONPOU3BO/ICTBA opranu3anun). KonctpynpoBanue 6JaHKOB OpraHU3alUuu, CO3/1aHUE
11120JIOHOB JIOKYMEHTOB.

Opranuzanys TEKyIIEro XpaHeHus: J0KyMeHTOB. @OopMUpPOBaHUE €] B COOTBETCTBUM C HOMEHKJIATYPOH J1€7 OpraHu3aluy. ¥YdacTtue

B IIPOBEJICHUH 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB CuctemMaTu3anus J0KyMEHTOB 10 CTPYKTYPHO-XPOHOJOTHYECKOMY IPUHLUITY.
Odopmitenne yu€THBIX JOKYMEHTOB IOCTYIUICHUS U BBIOBITHS /€.

O3HaKOMJICHHE C YCTaHOBJICHHBIMU B OPTaHU3ALMK [TPaBUJIAMHU ITOATOTOBKU JOKYMEHTOB K repezaue B apxuB. IloaroroBka J0OKyMeHTOB K
nepenaye B apxuB. Odopmienue nen. CocraBiaeHue onuceit JokyMeHToB U Jies. CocTaBlieHUE aKTOB BbIAAYM, IEpeAaud, YHUUTOXKEHUS
JIOKYMEHTOB.

3HAaKOMCTBO C KaTeropusMHU M BUJAMH JJOKYMEHTOB, 00pa3yIOIuXcsl B OpraHU3aIiH, COJePKAINX KOHPHICHIHATBHYIO HH(POPMAITHIO.
Opranuzanus paboTsl 10 00pabOTKE JOKYMEHTOB OIPpaHMUYEHHOT0 J1ocTyna. O3HaKOMJIEHHE C TPUMEHSEMbIMU B OpPraHU3aLUU CPEICTBAMU
KpUnTorpaduu Ass 3aliuThl 3JIEKTPOHHBIX JOKYMEHTOB C UCIOJIb30BAHUEM CHEIMAIBHOIO IPOrpaMMHOI0 obecredeHus. Brinonxnenue
paboT 1o 00ECIeYEHHIO 3aLIUThI JTEKTPOHHBIX JOKYMEHTOB OT HECAHKLIMOHUPOBAHHOI'O 10CTYTIA.

Opraauzanus padoTel IPUEMHON (30H MpUEMa MTOCETUTENICH): PETYINPOBAHIE MOTOKA MIOCETUTEINCH, TPUEM M PETUCTPAIIHS TOCETUTEIICH.
[TnanupoBanue paboyero THS pyKOBOAMTENS U cekpeTaps. [IoAroToBka IEIOBBIX BCTpPEU U MEPErOBOPOB pyKoBoauTes. Pabora mo
00CITy’)KUBaHUIO Pa3IMYHBIX TUTIOB COBEUIAHNUN M COOIIOICHUE MPABHII MX TIOATOTOBKU M TIPOBEICHHS.

Benenue TenedonHbIx neperopopoB. @unbTpanus U nepeagpecanus 3B0HKoB. [Ipuém u nepenava tenedonorpamm, pakcorpamm,
coo011eHnH 1o MeKTpoHHOM nouTe. MHpopmalmoHHoe obecriedeHne AesiTeIbHOCTH pyKoBoauTesss. O3HaKOMIIEHHE C TpaBUIaMH pabOThI
¢ KOHpUACHIINATbHONU HHpOpMaIuel B OpraHu3alii.

PaboTa 1o 03HaKOMJIEHHIO ¢ COCTABOM M OCOOEHHOCTSMH JIOKYMEHTOB OpraHU3alli, PeryJInpyIOUX TPYAOBble OTHOILIECHUS
(opraHu3annOHHO-PACIOPSAUTENbHBIC JOKYMEHTBI, JOKYMEHTHI [0 JINYHOMY COCTaBY, TPYAOBOI JOTOBOP, IOTOBOP O MaTepUAbHOM
OTBETCTBEHHOCTH U T.1.). OhopMiieHnE TOKYMEHTOB MO JUYHOMY COCTaBY U UX KOMUHU (IIpH HEOOXOAUMOCTH ). 3HAKOMCTBO C CUCTEMOM
YHU(PUIHPOBAHHBIX (HOPM NMEPBUUHON YUETHON TOKYMEHTAIIMK OpraHu3aluy. 3anoJHeHne GopM MepBUYHON YUETHOM JOKYMEHTAIMH.
PaGora c 3asBNEeHUSIME 110 JIMYHOMY COCTaBY, BeJleHue 1 oopmiieHHe Tpy10oBbIX KHUKEK. McnonbzoBanne CO/] npu pabote ¢ KaApOBBIMU
JIOKYMEHTaMH.

Bcero
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3. YCJIOBUSA PEAJIM3ALIUHU ITPOPECCUOHAJIBHOI'O MOAYJIA

3.1. g peanu3anuM MNpPOrpaMmbl NPO(eccCHOHAIBLHOr0 MOAYJS JOJKHbI ObITh
NpeayCMOTPEeHbI cJIeAyIolHe clielualbHble MOMeLeHus!

KaOuneTpl: TOKyMEHTAlMOHHOTO O0ecrevYeHUs yIpaBlieHUs, OPraHU3alld CEKPETapCKOro
o0ciyKUBaHusl, OCHAILIEHHBIE 000py10BaHHEM: paboune CTOJ U CTYJI [0 KOJIMYECTBY 00yUarOLINXCs,
pabouee MecTO MpernoaBaTelsi, CHCTEMbl XpaHEHUs JIeNl B y4eOHOW KaHIEISAPUU; TEXHUIECKUMU
cpeacTBaMu 00yUYeHHsI: IEPCOHAIBHBIA KOMIIBIOTEP, IPUHTEP, CKAHEP, KOMTMPOBAJILHBIN anmapaT U
M®YV, npoeKkTop, UHTEPAKTUBHASL IPUCTABKA K JOCKE WM UHTEPAKTUBHASA J1OCKA,

JlaGoparopuun: opraHu3auud  pabOTbl C  JOKYMEHTAaMH, CHCTEM  DJIEKTPOHHOIO
JOKYMEHTOO0OpOTa; y4yeOHash KaHUENIApHs, OCHALICHHbIE OO0OpYAOBaHUEM: NEPCOHAIbHBIN
KOMIIBIOTEP, TMOJBEMHO-IIOBOPOTHOE KPECIO MO KOJIMYECTBY OOYy4alOIUXCs, MPUHTEP, CKaHEp,
KOIMUPOBAJIBHBIM ammapaT, (akcUMIIbHBIA anmapaT, MuHH ATC, MHOroQyHKIHOHAIBHOE
yctpoiictBo M®Y  (nmpuHTep, CKaHep, KOMUpP, CpPEICTBAa CBS3U), OyMaroyHUYTOXKHUTEIb
u OymaropesaTelbHOE  YCTPOMCTBO, JIaMHHATOp, OpolIopaTop, KOHBEPTOBCKPHIBATEINbD,
KaHIENSAPCKUE TMeJaTH (OTTUCK TeYaTH) M INTaMIbl il OOpaOOTKHM JOKYMEHTOB (OTMETKa
0 TMOCTYIJICHMH, OTMETKa O KOHTpPOJIE), Majlasg KaHLEISApHUs IO KOJIWYECTBY OOYHarOIUXCS
B COOTBETCTBHUH C HHPPACTPYKTYPHBIM JICTOM.

[IepcoHasbHBIE KOMITBIOTEPBI:

C IOCTYTIOM K JIOKaJIbHON CETH y4eOHOT0 3aBE/ICHHUS, IN100abHOM CETH MHTEPHET, CIIPAaBOYHO-
MIPABOBOM CHCTEME, JJIEKTPOHHBIM OMOIHOTEYHBIM CHCTEMaM;

MporpaMMHOe oOOecriedeHre: TEKCTOBBIM, TaOJMYHBIN peaakTop, MporpaMma CO3JaHus
npeseHtammii, CYB/], nmepcoHanbHblii MH)OPMALMOHHBIA MEHEIXep ¢ (YHKUUSIMU MOYTOBOTO
knueHTa W Groupware, cHCTeMa 3JIEKTPOHHOIO JIOKyMEHTOOOOpOTa, apXuBaTOp, IMPOTrPAMMBbI
CKaHHUPOBAHMS U KOHBEPTUPOBAHMS JIOKYMEHTOB, NpPOrpaMMbl Uil IOATOTOBKH JIOKYMEHTOB
K [lepesiaye B apXUB.

3.2. UndopmannoHHoe obecrniedeHHe peajn3alui NpPorpaMmMbl

Jlnst peasin3zaliuy nmporpaMmbl 6u6IMoTeyHbIi poH 00pa3oBaTebHON OpraHU3alMK JOKEH
UMETh Te4YaTHble W/WIM 3JEKTPOHHBIE 0Opa3oBaTelbHble M HMH(OPMAIMOHHBIE PECYpCHI, IS
UCMONb30BaHUsT B oOpas3oBaresnbHOM mporecce. [Ipu ¢dopmupoBanun O6ubGnnoreyHoro Qouaa
00pa3oBaTeNbHONW OpraHU3allMi BHIOMpAETCs HE MEHEee OJHOTO M3JIaHMsl U3 MEePEeYMCICHHBIX HIKE
NEeYaTHBIX U3JaHUN U (MITH) JIEKTPOHHBIX U3aHUI B Ka4eCTBE OCHOBHOTO, TIPY 3TOM CIIMCOK MOXKET
OBITH JOMOJIHEH HOBBIMU U3JaHUSIMH.

3.2.1. OcHOBHBIE TEYATHBIE H YJIEKTPOHHbIE H3TaAHUSI

1. Abymamze JI. I'. JlokymMeHTallmoHHOE OOECTICUCHHE YIpaBICHUS TEPCOHATIOM:
y4eOHUK U MPAKTUKYM Ui cpeAHero mpodeccruonampHoro oopasosanus / JI. I'. AGynanze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 2-e¢ u3j., niepepad. u jon. — Mocka: M3narensctBo FOpaiir,

2022. — 370 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15076-6. — Tekcrt:
snextpouHbiit / DBC FOpaiit [caitr]. — URL.: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. CucreMsl 3JI€KTPOHHOTO JOKYMEHTOOOOpoTa: yuebHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Ueunkos F0.b. — Mocksa: KuoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 3:1€KTpOHHBIA.
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3. Kopuees, M. K. J[loxymeHTanmonHoe oOecrieueHrue YIIpaBICHUSA: YUYECOHUK |
NPaKTUKYM Ui cpeaHero npodeccuonaipaoro oopaszosanus / M. K. Kopuees, A. B. ITmenko, B. A.
MammypueB. — 2-e u3a., nepepad. u gomn. — Mocksa: M3natenscTBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texcrt: anextponHslit // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

4, KacesnoBa, I'. 0. Jlenonpou3BoaCTBO U ApyrHe acmekTsl padoTel cexperaps / [.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. Awnnpeesa B.U. [lenonpou3BoACTBO: OpraHU3alUs U BeICHHE: YIeOHO-TIPAKTUIECKOE
nocooue / Auapeea B.M. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL.: https://book.ru/book/934225. — TekcT : 31eKTPOHHBIIA.

2. AnzopoBa C.II. Opranuzanuss Tpyna TOCYJapCTBEHHBIX W MYHHIMIAIBHBIX
ciyxamux : yaeonoe nocodue / C.I1. Anzopoa, C.I'. @enopuykoBa. — Mocksa : UHOPA-M, 2022.
— 160 ¢. — (Bricmiee obOpa3zoBanue: bakamaBpuar). - ISBN 978-5-16-016369-7. - Tekcr :
anexktponnbid. - URL: https://znanium.com/catalog/product/1151473. — Pexum mocTyma: o
TIOJTTIHICKE.

3. bynar P.E. JlokymMeHTallmoHHOE OOECIICYeHUE YIPABICHHUS TEPCOHAIOM: ydeOHOE
nocoowue / P. E. Bynar. — MockBa: UTH®PA-M, 2019. — 234 c. + Jlomn. marepuais! [[ DIeKTPOHHBINA
pecypc]]. — (Bwicuiee oOpazoBanue: bakanaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:

anektponHbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum mgoctyma: 1o
IIOAIINCKE.

4. I'yryeBa T.A. KonduneHnuampHoe IEIONPOU3BOACTBO: yueOHoe mocodue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanme). - ISBN 978-5-16-016585-1. - Tekcr: snekrponusii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: MO MOAITUCKE.

5. I'ycapoa M.H. OpranuzanuoHHo-uHQOPMAIIMOHHOE ¥ JOKYMEHTAI[MOHHOE
obecrieueHne AesITEIHLHOCTH PYKOBOAUTENA: yueOHO-MeToanueckoe mocooue / M. H. I'ycaposa, C.
B. T'opkym. — MockBa: PTY MUPDA, 2022. — 106 c.— Tekct : anekrpoHHsiit // Jlanp :
3JIEKTPOHHO-OnOMmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyTa: ISl aBTOPH3. MOIb30BaTeNeH.

6. JHenonpoussoactso: yuebHuk / T.A. beikoBa, JI.M. Bsuosa, F0.M. Kykapuna, JI.B.
CankuHa; nox o6m. pen. pou. T.A. beikoBoil. — 4-e u3z., nepepad. u gon. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlom. wmatepuansl [[DnekTpoHHBI pecypc]]. — (Bricmiee obOpa3zoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 3JIE€KTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1014190. — Pexwum A0CTyIa: 1O MOAMHUCKE.

7. Hoponuna JILA. JlokyMeHTallMOHHOE oOOecCleUeHne YIpaBleHHUs: Y4eOHUK U
MPAKTUKYM JUIsl cpeniHero npodeccuonanbHoro odpazosanus / JI.A. Jloponuna, B. C. Upurukosa.
— Mocksa: M3natensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN
978-5-534-05783-6. — Tekcr: onexrtponnei // 3BC Opaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

8. Konduaennuanpaoe JIEJIOTIPOU3BOICTBO u 3aIUIIEHHBIN AIEKTPOHHBIN
nokymentoobopot: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Konapamosa, A.I'. ®abpuyHoB;
noxx oom. pea. H.H. Kynsesa. - 2-¢ u3j., nepepa0. u mom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHUBepcuterckas Oubnuoreka). - ISBN 978-5-98704-711-8. - Tekct : smektponHsiii. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum ocTyma: mo momucKe.
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9. Kopnees U.K. Texuuueckue cpencrsa ynpasienus: yueonnk / UK. Kopuees, I'.H.
Kcangomymno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Bricuiee o6pa3zoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : 3JICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/991843. — Pexwum fgocTyma: 1mo moamnucke.

10.  Kyzuenos W.H. JlokymeHTanmonHoe odecrieueHue yrpasiaeHus. JJokyMeHToo00poT 1
JIEIONIPOU3BOJICTBO: YUSOHUK M IMIPAKTUKYM JUIsl CpeHero npodeccuonansHoro obpasosanus / U. H.
Ky3nenoB. — 3-e u3x., nepepad. u gon. — Mocksa: U3garensctBo FOpait, 2022. — 462 ¢. —
(ITpodeccuonansuoe odpazosanue). — ISBN 978-5-534-04604-5. — Texcr : anexrponnslii // DbC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. Ky3sneno W.H. JlokymMeHTallMoHHOE OOECIEUYEeHHE YIPABICHUS IEPCOHATIOM:
y4eOHUK U MPAKTUKyM Ui cpeaHero mnpodeccuoHanbHoro odpazoBanus / M. H. KysneuoB. —
Mocksa: UznatenscrBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonanproe oopazoanue). — ISBN
078-5-534-04451-5. — Tekct : onekrponnsii // OBC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/444432.

12.  Opranmzamus  cekperapckoro  obcmyxkuBanuu: OJOYMK /  B.B.Tanaxos,
0. b. Hazapenko, [Dnekrpornoe yuebnoe uzganue]. — (Cpeanee nmpodeccrnoHabHOE 00pa3oBaHue
- Tekct: anextponnsiid. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyin
u3nanus: 601817641

13.  IlIaBnosckas O.}O. IIpaBoBoe obecreyeHne KaapoBOTo JIEIO0MPOU3BOJICTBA: YueOHOE
nocobue st By30oB / O.1O. I[TaBnoBckas. — Mocksa : UzmatensctBo FOpaidt, 2022. — 213 ¢. —
(Beiciee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer: anextponusiii / DbC FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/476289.

14.  CocHoBas A. AccucteHnt pykoBoautens. Jlaiidxaku npodeccun: KHUTa-TpeHUHT / A.
CocnoBas. - Cankr-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anexktponnsid. - URL: https://znanium.com/catalog/product/1817493. — Pexum mocTyma: o
TIOJTTIHICKE.

15.  Hlumos O.B. CoBpeMeHHbIE TEXHOJIOTUU U TEXHUYECKHE CPeJICTBA MHPOPMaTH3AIIH:
yuebHuk / O.B. IllumoB. — Mocka : UHOPA-M, 2022. — 462 c. + [lon. mMarepuaisl
[[QnexTponHblii pecypc]]. — (Cpennee mpodeccuoHanbHoe obOpazoBanue). - ISBN 978-5-16-

017112-8. - Tekcr : anektponnbiid. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
A0CTyIIa: 1o IOAIIHNCKE.

16. [llyBamoBa H.H. OcHOBBI AeONMPOU3BOACTBA: YYEOHUK U MPAKTUKYM JJIsI CPETHETO
npodeccuonansHoro oopazosanus / H.H. IllyBanosa, A.}O. BanoBa; moa obmieit penakuueir H.H.
lyBanoBoii. — 2-e u3f., nepepad. u porn. — Mocksa: U3narensctBo HOpaiit, 2022. — 428 ¢. —
(ITpoeccronansroe obpazoBanue). — ISBN 978-5-534-11014-2. — Tekcrt: snexTpoHHbIH // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/469548.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
IMPOPECCHUOHAJIBHOI'O MOAYJIAA

Koa n HaumeHoBaHue
Npo(ecCHOHATBLHBIX U
001MX KOMIIETeHI Ui, Kpurepun ouenku MeToabl OLIEHKH
(popmupyemMbIX B paMKax

MOy st
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[IK 1.1. OcymiecTBasiTh
npuéM-nepeaaqy
YIIPaBJICHYECKOM
MH(OpPMALIUU C TTOMOILBIO
CPENCTB
MH(OPMAIIMOHHBIX U
KOMMYHHUKAITUOHHBIX
TE€XHOJIOTH.

[Tonyuenne HeoOX0oaMMOM
uH(popMalny U iepeaaya
CaHKIMOHUPOBAHHOU
nHpopManuu ¢
HCIOJIb30BaHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI

KoHTposb BbIOTHEHUS
NPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKA pelIeHU
pOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEeMe.

ATTecTanus mo
IIPOU3BOACTBEHHOMN

IIPaKTHKE.

[1IK 1.2. KoopauaupoBaTh
paboTy npuemMHoOn
PYKOBOJUTES, 30H
IpreMa pa3IndHbIX
KaTeroOpuil MOCETUTENEN
OpraHu3alMH.

Koopaunanus pa®boTbl
IPUEMHON PYKOBOJUTENS U
30H IIpUéMa pa3IMuHbIX
KaTeropuil MOCETUTENEH
OpraHu3aLuu

KoHTposb BbINOTHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IpOOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI MO KAk 0
TEME.

ATTecranus 1mo
MIPOU3BOACTBEHHOMN

MpaKTHUKE.

IIK 1.3. Bnanets
HaBbIKaMU IIJIAHUPOBAHUA
pabouero BpeMeH!
PYKOBOJIUTENS U
CeKpeTapsl.

[1nanupoBanue padboyero
BPEMEHU PYKOBOIUTEIS U
paboyero J1Hs ceKkpeTaps

KoHTposb BbIOTHEHUS
MIPAKTHYECKUX 3aJaHUMH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OlleHKa peleHui
MPOOJIEMHBIX CUTYalLIUH.
[TpoBepounbie pabOTHI MO KaXK 0
TEME.

ATtTtecTanus 1mo
IIPOU3BOACTBEHHOMN

IIPAKTHKE.

[IK 1.4. OcyuiecTBasiTh
MOATOTOBKY JETOBBIX
MOE370K PYKOBOJIUTENS U
JIPYTUX COTPYIHUKOB
OpTraHH3aIlHH.

Opranuzanus Jen0BbIX
MOE3/I0K PYKOBOJIUTES
U APYTUX COTPYAHHUKOB
OpTraHu3aI’

KonTtposb BeINOTHEHUS
MPaKTUYECKUX 3aJaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMH.

AHanu3 1 OLEHKa peleHU
POOJIEMHBIX CUTYaIUH.
[IpoBepounbie pabOTHI MO KaXK10M
TEME.
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ATtTecranus 1no
MIPOU3BOACTBEHHOMN
MPaKTHKE.

IIK 1.5. Bnanets
criocobaMu opraHu3auu
pabodero nmpocTpaHcTBa
pUEMHOW U KaOuHeTa
PYKOBOJIUTEIIS.

Opranuzanus u nojjaepxaHue
(YHKIIMOHATILHOTO pabovero
MIPOCTPAHCTBA

KoHTpo:b BbINIOJIHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLEeHKa peleHui
MPOOJIEMHBIX CUTYALHH.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEME.

ATtTecranus 1no
IPOU3BOJICTBEHHON

MPaKTHKE.

IIK 1.6.

OcyiecTBiATh paboTy 1O
IIOATOTOBKE U

Opranu3zanys NoAroToBKU U
MIPOBE/ICHUE BHYTPECHHUX U
BHEUTHUX KOH(EPEHTHBIX
MEpOIPUATHIA, 0OecrieueHune

KoHTpo:b BbiNoIHEHUS
IIPAaKTUYECKUX 3a/IaHUM.

VY CTHBIN WM TECTOBBIN KOHTPOJIb

MIPOBEACHUIO

KOH()EPEHTHBIX MH(OPMAITMOHHOTO TEOPETUUYECKUX 3HAHUH.
MEPONPUATHH, B3aMMO/ICHCTBUS AHanuM3 ¥ OlleHKa pelieHuin
obecIieunBaTh PYKOBOAMTEIIA C pOOJIEMHBIX CUTYaLUH.
nH(OpMaLILOHHOE HOAPA3ACIICHUAMUI 1 [IpoBepouHbIe pabOTHI IO KAXKIOM
B33.I/IMO,Z[CI>'ICTBI/IC JOJDKHOCTHBIMH JIMIIaMH TEMeE.

PYKOBOIMTEIIA C OprafHu3aitiy. ATTtecranus 1mo
MOApAa3ACJICHUAMN U TIPOM3BOJICTBEHHOM
JOJDKHOCTHBIMH JIUIIAMU IPAKTHKE.

OpraHu3aIyy.

IK 1.7. Odopmnenue KonTpois BBITIOJTHEHU S
OdopMIATH OpraHU3aIMOHHO- MPaKTUYECKUX 3aaHUH.
OpraHu3alOHHO- PaclIOpAUTCIBHBIX YCTHBIN UM TECTOBBIA KOHTPOJIb
pacropsaauTeabHbIC AOKYMCHTOB U Opranu3anus TEOPETUYECKUX 3HAHUM.

AOKYMCHTHI 1
OpraHU30BBIBAThH PabOTy C
HUMH, B TOM YHUCJIC C
HCIIOJIb30BaHUEM

pa60TBI C HUMH, B TOM YHUCJIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3UPOBAHHBIX CUCTCM

AHanu3 ¥ OLEHKa peleHui
MPOOJIEMHBIX CUTYaLIUH.

IIpoBepounbie pabOTHI 10 KaXKIOH

TEME.
aBTOMAaTH3UPOBAHHBIX
ATtTectanus o
CHCTEM. .
MIPOU3BO/ICTBEHHOM
MIPAKTHKE.
IIK 1.8. Odopmiienne nokymeHToB 1o | Konrpoiub BBITIOJTHEHUS

OdopmIIsTE TOKYMEHTBI
10 JINYHOMY COCTaBy U
OpraHU30BBIBAThH PabOTy C

JIMYHOMY COCTaBy U
opraHu3anusa pa6OTLI C HUMHU,
B TOM 4HCJIC C

MNPaKTUYICCKUX 3aJIaHuil.

YCTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUMH.
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HHMH, B TOM 4YHUCJIC C

HUCIIOJIB30BaAHUEM

AHanmu3 W OLIEHKa pEIIeHUI

HCIIO0JIb30BaHUEM ABTOMATHU3MPOBAHHBIX CHCTEM | TIPOOJIEMHBIX CUTYaIUH.
4BTOMAaTHU3HPOBAHHBIX [IpoBepouHbie pabOTHI 10 Kax 01
CHCTEM. TEME.
ATtTtecranus o
MIPOU3BOACTBEHHOMN
MPaKTHKE.
IK 1.9. Opranuzanus TeKyuero KoHTpoJib BeIMOSHEHUS

OpraHu30BbIBaTh TEKYIICE
XpaHEeHHE JOKYMEHTOB,
00paboTKy Jen JyIst
OIIEPaTUBHOTO U
APXUBHOI'0 XpaHCHUA, B
TOM YHCIIE C
HCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

XpaHeHUs JOKYMEHTOB,
o0OpaboTka jaen 1is
OIePaTUBHOT'O U APXHUBHOTO
XpaHEHUs, B TOM YHCIIE C
HCIIOJIE30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLEeHKa peleHui
IpOOJIEMHBIX CUTYalIUH.
[IpoBepouHbie pabOTHI IO KaXK101
TEME.

ATTecTanus 1mo
IPOU3BOJICTBEHHON

MPaKTHKE.

OK 01.

BriGupath criocoOsbI
pelIeHus 3a1aq
npo¢ecCuOHAITBHON
JeSATEIIbHOCTH
MIPUMEHHUTEITHHO K
Pa3IMYHBIM KOHTEKCTaM;

Br160p criocoba penienus
3a7a4 MpoQecCuOHATBHOM
JeSITeIbHOCTH TPUMEHUTEIIHHO
K pa3JIM9HBIM KOHTEKCTaM

KonTtposb BbIOTHEHUS
NPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OLEHKa peleHui
POOJIEMHBIX CUTYaIIUH.
[IpoBepounbie pabOTHI IO KaXK10M
TEME.

ATtTtecTanus mo
MPOU3BOACTBEHHOMN

MpPaKTHUKE.

OK 02.

Hcnonb3oBars
COBPEMEHHBIE CPENICTBA
MIOUCKA, aHaJIu3a U
MHTEpHpeTanuu
nHpopmanuu, u
nH(pOpMaLOHHbIE
TEXHOJIOTHH IS
BBITIOJTHEHUS 33/1a4
npodeccnoHanbHOMI
NESITENIBHOCTH;

Hcnons30BaHne COBPEMEHHBIX
CpeZACTBa MIOUCKA, aHAJIN3a U
MHTEpIpeTanuy nHpopmanuu,
1 UCTIOJIb30BaHUE
MH(POPMAaIMOHHBIX
TEXHOJIOTH [ BBIITOJIHEHUS
3a7a4 npoQeccuoHaIbHOM
JESTEIHOCTH.

KoHTposb BeIOTHEHUS
MIPAKTHYECKUX 3aJaHUMH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUUECKUX 3HAHUM.

AHanm3 1 OleHKa peleHun
MPOOJIEMHBIX CUTYalLIUH.
[TpoBepouHbie pabOTHI MO KaXKI0M
TEME.

ATTecTanus 1mo
IIPOU3BOJICTBEHHOMN

MIPaKTHUKE.
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OK 04.

DddexkTrBHO
B3aMMOJICHCTBOBATh U
paboTaTh B KOJUICKTUBE H
KOMaH/I¢;

B3aumopetictBue u pabora B
KOJUIEKTHUBE U KOMaHJIE

KoHTposb BbIOTHEHUS
NPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKA pelIeHU
pOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEeMe.

ATTecTanus mo
IIPOU3BOACTBEHHOMN

IIPaKTHKE.

OK 05.

Ocy11ecTBIATh YCTHYIO U
MMHUCbMEHHYIO
KOMMYHHKALMIO HA
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiyu ¢

OcyuiecTBiIeHUE YCTHON U
MMCbMEHHOM KOMMYHHKAITUU
Ha TOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eToM 0COOeHHOCTEN
COLIMAJIbHOTO U KYJIBTYPHOT'O

KoHTposb BbINOTHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IpOOJIEMHBIX CUTYaLUH.

yeToM ocobeHHocTeH KOHTeRCTa ITpoBepouHbIe paboTHI MO KAk 10
COLIMAJIBHOTO U TeMe.
KYJBTYPHOT'O KOHTEKCTA ATTeCTALHIS 110
IIPOU3BOACTBEHHOMN
MpaKTHUKE.
OK 09. Hcnonb3oBanue KoHTpo:b BbinoHEHUS
ITonp30BaThCA npogecCuoHaIbHON MPAKTUYECKUX 3aIaHHI.
npodeccnoHanbHOM JOKYMCHTAllMK Ha Y CTHBIN WIK TECTOBBIN KOHTPOJIb

JOKyYMEHTaluen Ha
rOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

rocyJapCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

TEOPETUYECKUX 3HAHUM.

AHanu3 1 OlleHKa peleHui
MPOOJIEMHBIX CUTYalLIUH.
[TpoBepounbie pabOTHI MO KaXK 0
TEME.

ATtTtecTanus 1mo
IIPOM3BOJCTBEHHON

ITPAKTHKE.
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