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IlosicHUTeILHASA 3aIUCKA

W3meHeHust B OCHOBHYIO MPOQEeCCHOHATIBHYIO 00pa30BaTeIbHYIO MPOTpaMMy 00pa30BaTEIbHYIO
MporpaMMy cpenHero mpodeccuoHambHOr0 00pa3oBaHUsl - MPOrPaMMy MOATOTOBKH CIHEIHAINCTOB
CpeIHEeTO 3BEHA BHOCSATCS B COOTBETCTBUH C [IpaBuiamu pa3paOOTKH, YTBEPKIACHHS U TPUMCHCHUS
podecCHOHABHBIX CTAHIAPTOB, YTBEPKICHHBIMU TIocTaHOBICHHEM [IpaButenscTB Poccuiickoit de-
nepauuu oT 22 siuBapsa 2013 roga Ne 23, crateeit 28 ®denepanbHoro 3akona ot 29 nekabpst 2012 roga
Ne 273-®3 «O06 obOpazoBanuu B Poccmiickoii denepanum», TpedoBaHUIME (BeepaTbHBIX TOCyIap-
CTBEHHBIX 00pa30BaTENbHBIX CTAHIAPTOB CPEIHEro MPOo(ecCHOHATLHOTO 00pa30BaHMS, METOIUYE-
CKUMU PEKOMCHIAITUSAMH, YTBEPKICHHBIMU MTPUKa30M MHUHHCTEPCTBA 00pa3oBanus U Hayku PD ot 22
saBapsa 2015 r. Ne JIJI-1/058H, pekoMeHIaIUsAMU 110 OpraHU3aluH IMOJYYCHHUS CPEIHEro o0Iero oopa-
30BaHUs B MpeJiejaXx OCBOCHHs 00pa30BaTENbHBIX MPOTPAMM CpPeIHEro MmpodecCuoHaIbHOro 00pa3o-
BaHMsS Ha 0a3e OCHOBHOTO 00I1ero 00pa3oBaHus C y4eTOM TpeOoBaHUM ¢eaepaabHbIX TOCYIapCTBEH-
HBIX 00pa30BaTENbHBIX CTAHIAPTOB M IMOJTyYaeMOW MPO(ECCUN WU CICIHATBLHOCTA CPETHETO IPOo-
(deccronanpHOTO 00pa3oBaHus, 000peHHBIMU HaydaHo-MeTomudecknm coBetoM LleHTpa mpodeccro-
HaJIbHOTO 00pa3oBanus U cucteM kBasupukanuii PIAY «DUPO» (ITpotokon Ne 3 ot 25 mas 2017 1),
MIPUMEPHBIMHU MPOTPaMMaMH 00IIe00pa30BaTEIbHBIX YUSOHBIX AUCIUIUIMH 751 TPOQPECCHOHAIBHBIX
oOpa3zoBarenbHbIX opranu3aiuii (2015 r.).



Tab6smua 5. PesynabTaTsl ocBoenust nporpammsel CITO

Buapbl nesiTeJIbHOCTH

IIpodeccnonanbHbIe KOMIIETEHIUH

1 2
BII/ 1. K 1.1. | KoopaunupoBath paboTy opranuzanuu (IpUEMHON pPyKOBOIH-
Opranmsanus TEJs1), BECTU MPUEM TIOCETUTEIIEH.
AOKYMEHTAIMOHHOT 0
olecneueHnst
ynpaBJieHUs U
(pYHKIHOHUPOBAHUA
OpraHu3anuu.
K 1.2. OcymiecTBisATh pabOTy MO MOATOTOBKE M MPOBEACHUIO COBEIIa-
HUW, JEJIOBBIX BCTPEY, IPUEMOB U NMPE3EHTALUH.
IIK 1.3. | OcymecTBasITh MOATOTOBKY JEIOBBIX MOE3I0K PYKOBOIMTENS U
JPYTUX COTPYAHUKOB OPraHHU3aIINH.
IIK 1.4. Oprann3oBbIBaTh pabouee MECTO CEKpeTapsi U PyKOBOUTEIIS.
I[IK 1.5. OdopmisaTs u pErucTpUpOBaTh OpraHU3alMOHHO-
pacropsiTuTeNTbHbIE IOKYMEHTBI, KOHTPOJIUPOBATh CPOKH UX HC-
TTOJTHEHHSI.
TIK 1.6. OO06pabaTeIBaTh BXOAIINE U UCXOANINAE TOKYMEHTBI, CHCTEMATH-
3MPOBATH UX, COCTABIIATH HOMEHKIATYPY Je7 U (OPMHUPOBATH J10-
KYMEHTHI B JIeJIa.
K 1.7. CaMocCTOSATeHHO PaboTaTh C JOKyMEHTAMH, COJCPKAIUMU KOH-
(GuneHIMaIbHy0 HH(POPMAIMIO, B TOM YUCIIE ¢ JOKYMEHTaMH IO
JUYHOMY COCTaBY.
[IK 1.8. OcymecTBisaTh TeneoHHOE 00CTy)KUBaHUE, TPUHUMATh U TIepe-
naBaTh (PaKCHI.
IIK 1.9. OcymiecTBiATh NOATOTOBKY /N K Mepeiaye Ha apXMBHOE XpaHe-
HHE.
I1K 1.10. CocTaBisTh ONHUCH [€J, OCYIIECTBJISATh IMOATOTOBKY J€T
K Ilepeiaye B apXUB OPraHU3aLlMHU, FOCYAAPCTBEHHbIE U MYHHIIH-
HaJIbHbIE aPXUBBI.
IK 1.11. BoiaBaTh B COOTBETCTBHHU C MOCTYMAIOUIMMU 3aIPOCaMU apXUB-
Hbl€ KOIMU U JOKYMEHTBI.
BIIJ 2 IIK 2.1. VYyacTtBoBaTh B paboTe MO SKCIEPTHU3E IIEHHOCTH JIOKYMEHTOB
B COOTBETCTBUU C JCHCTBYIOIMMH 3aKOHO/IATEIbHBIMU aKTaMH U
Opranuszanus apxus- HOpPMAaTHBaMH.
HOHU U CIIPABOYHO-
UHGOpMALMOHHOM pa-
00THI MO JOKYMEHTaM
OpraHu3auum.
IIK2.2. | Bectu paboTy B cucTeMax 3JI€KTPOHHOTO JJOKYMEHTOO00POTa.
IIK 2.3. | Pa3pabaTbiBaTh U BeCTH Kiaccu(UKaTOphl, TabeIu U JAp. cpa-
BOYHHUKH 10 JIOKYMEHTAaM OpraHHU3alluu.
IIK 2.4. | ObecneunBaTh NpUEM U pallMOHATIBHOE pa3MelleHne T0KyMEHTOB
B apxuBe (B T.4. JOKYMEHTOB I10 JINUHOMY COCTaBY).
IIK 2.5. ObecnieunBaTh Y4€T U COXPAHHOCTh JOKYMEHTOB B apXHBE.
IIK 2.6. | Opranu3oBbIBaTh  UCIOJb30BAHUE  APXUBHBIX  JOKYMEHTOB

B HAYYHBIX, CIIPABOYHBIX U MMPAKTHYCCKUX HCIIIX.




IK 2.7. OcyuiecTBIATh OpraHU3aMOHHO-METOJUYECKOE PYKOBOJCTBO U
KOHTpPOJIb 32 pabOTOH apXuBa OpraHU3allud U 3a OpraHu3anueil
JOKYMEHTOB B JIEJIOIPOU3BOJICTBE.

BIIJ 3 OcymecrBie- IIK 3.1. OcymiecTBiaTh WHGOPMAMOHHYIO padoOTy MO JOKYMEHTaM, B

HHE IOKYMEHTalOH- TOM 4YHCJI€ C HCIOJB30BAHUCM OPITECXHUKH, IIPOTPaMMHBIX
HOTo0 oGecredeHust CpeACTB y4de€Ta, XpaHCHHUS M IIOMCKa JJOKYMCHTOB M JPYrUX CIie-
YupaBJICHUA U apXUB- [UATH3UPOBAHHBIX 0a3 TaHHBIX.

HOT'0 JeJ1a C HCIIO0JIb-
30BaHUEM MpoOrpamMm-
HBIX CPe/ICTB y4eTa,
XpaHeHusi, 00padoTKH
U MOUCKA TOKYMEHTOB.

[IK 3.2. [IpuHEMaTe Mepel IO YNOPSAOYEHHIO COCTaBA JIOKYMEHTOB H
MH(OPMALIMOHHBIX [TOTOKOB, COKPAILEHUIO UX KOJIMYECTBA U OI-
TUMM3aLUN JOKYMEHTOIIOTOKOB OpraHU3alHH.

IIK 3.3. Bectu paboTy mo co3gaHUIO CIPaBOYHOTO ammapara 1Mo J0KY-
MEHTaM C IIeJbI0 00ecTiedeHus yJOOHOTO U OBICTPOTO X TIOUCKA.

TIK 3.4. [ToaroraBnmmBath JaHHBIE, HEOOXOUMBIE JJIsS COCTABJICHUS CIIpa-
BOK HAa OCHOBC CBeHeHI/II\/'I, NUMCHOIIIUXCA B JIOKYMGHTaX apXI/IBa.

[IK 3.5. [IpuauMathe ydactue B pa3pabOTKe JOKAJIbHBIX HOPMATHBHBIX
aKTOB OpraHU3allH 10 BOMPOCAM JTOKYMEHTaIlMOHHOTO olecrie-
YCHUs YIPABICHHUS U apXUBHOTO JIea.

[IK 3.6. [TpuHMMaTh ydacThue B paboTe MO MOoAOOpY M pacCTaHOBKE Kaj-
POB CITy»ObI TOKYMEHTAIIMOHHOTO OOECIIeYCHUs YIpaBICHHUS U
apXvBa OpPraHU3aIUH.

BII/14. | BeimosiHeHHe padoT Mo OJHON WJIM HECKOJbKHM Npodeccusim
padoumx, MOJKHOCTAM cayxammx (21299 JleaonpousBoam-
TeJlb)

O01mme koMneTeHun

OK 1. [loHnMaTh CYIIHOCTb U COLMATIbHYIO 3HAYMMOCTb CBOEH Oynyuiei npodeccun, NposBiIsTh K HEH
YCTOMYUBBIM UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IEATEIbHOCTb, ONPEIENATh METOAbI U CIOCOObI BBINOJIHEHUS
npoeccuoOHaNbHBIX 33/]a4, OLECHUBATh UX A3PPEKTUBHOCTD U KAYECTBO.

OK 3. Pematb npo6iembl, OLICHUBAaTh PUCKH U IPUHUMATh PELICHUs B HECTAHIAPTHBIX CUTYaIUX.

OK 4. OcyiiecTBIsATh MOUCK, aHAJINU3 U OLEHKY MH(pOpMalKU, HEOOXOAUMOM Ul MOCTAaHOBKM M pellie-
HUS NPO(eCCHOHANBHBIX 3a/1a4, TPOPECCHOHATBLHOIO U INYHOCTHOTO Pa3BUTHSL

OK 5. Hcnonp3oBaTh HH(GOPMAIMOHHO-KOMMYHUKALIMOHHbBIE TEXHOJIOTHHM [yl COBEPILIEHCTBOBAHUS
npodeccHOHaTbHON 1A TEIHOCTH.

OK 6. PaboTaTh B KOJIUIEKTHBE M KOMaHJe, 00eCleunBaTh €€ CIjo4eHne, 3pPEeKTUBHO 001IaThes ¢ KO-
JeraMu, pyKOBOJICTBOM, MIOTPEOUTEISIMH.

OK 7.CTaBUTh LI€TM, MOTUBUPOBATH JEATEIBHOCTb NOJAYMHEHHBIX, OPraHU30BbIBATh U KOHTPOJIUPOBAThH
uX paboTy ¢ IPUHATHEM Ha ce0s1 OTBETCTBEHHOCTH 32 PE3YJIbTAT BBHIIOJIHEHUS 3aaHUH.

OK 8. CaMOCTOATENBHO ONPENENATh 3a/1a4l MPO(HECCHOHAIBHOTO U JINYHOCTHOTO Pa3BUTH S, 3aHUMAThHCS
camo00pa30BaHUEM, OCO3HAHHO MJIAHUPOBATh MOBBILICHUE KBATH(PUKALIUH.

OK 9. BBITh TOTOBBIM K CMEHE TEXHOJIOTHI B IPO(pEeCCHOHATILHOMN 1 TeTbHOCTH.

@I'OC CIIO obecrnieunBaroT OLEHKY MPO(ecCHOHAIbHOM KBaTM(PUKAIMK ¢ y4eTOM TpeOoBaHMi mpodec-



CHOHAJIBHBIX CTAHJIAPTOB ITYTEM NPEABSIBICHUS CIESIYIONINX TPEOOBAHHIA:

- ()OH]IBI OLIEHOYHBIX CPEJACTB JUIS MPOMEXKYTOUYHON aTTeCTaluy MO MPOPeCcCHOHATBHBIM MOAYJISAM U IS
rOCY/IapCTBEHHOM WMTOTOBOW aTTECTAIMM pa3pabaThIBAIOTCS M JIOJDKHBI YTBEPXKAATbCs 00pa3oBaTENbHOM
OpraHu3alyeil mocje npeIBapuTeJbHOI0 NMOJI0KUTEIbHOI0 3aK/II04eHHsI padoToaareJie;

- coJiepKaHue KBaTU(PUKAIMOHHOTO SK3aMeHa JI0JDKHO OBITh MAKCHMAJIbHO NPUOINKEHHBIM K YCIOBHUSAM
Oynymiei mpogecCHOHATBHOM JIESITeNbHOCTH BBITYCKHUKOB, K ITPOBEICHHUIO SK3aMEHa B KQUECTBE BHELITHUX
9KCIEPTOB AOJIKHBI AKTHBHO NIPUBJIEKATHCSA padoToaaresiu,

- TeMaTuKa BBITYCKHOW KBaTM(UKAIIMOHHOW PalOTHl ISl MPOTPAaMM IOJrOTOBKH KBATM(HIIMPOBAHHBIX
pabounx, CIy)KamuxX A0JKHA COOTBETCTBOBATH CO/AEP:KAHUIO OJHOT0 WJIM HECKOJIBKHX HNpodeccuo-
HAJbHBIX MOJYJIel U IIPeyCMaTpUBaTh CJIOXKHOCTh pabOThI HE HUXKE paspsizia Mo mpodeccuu, NpeaycMoT-
pernoro ®I'OC. BrimyckHas kBaqu(UKaMOHHAS padOTa JODKHA BKIIOYATH MPAKTHYECKYIO KBAJIM(UKa-
[MOHHYIO pabOTy ¥ MUCHMEHHYIO SK3aMECHAITMOHHYIO paboTy;

- TEeMaTUKa BBIIYCKHOM KBaIM(PUKAMOHHON pabOThl (IUIJIOMHOM pabOThI, TUIJIOMHOTO MPOEKTA) JUIs
[IpOrpamMM IMOATOTOBKU CHELUAINCTOB CPETHETO 3BEHA HOJI’KHA COOTBETCTBOBATH COJEP/KAHUIO O/IHOTO
WJIM HECKOJILKHMX NMPOo(ecCHOHATBHBIX MOTYJIEH.



Onpenesienne CTPYKTYPbl «T€OPeTHYECKON YaCTH» NPOrpaMMbl

Pe3yabTarsl
Y4eOHble KypChl, TUCHUTLIAHBI
o0yueHust YMmenus u 3HaHUSA YPCBL, el '
MO/YJIH, TPOrPAMMBI
(KOMIIeTeHIUM)
Jlos’keH 3HATH
OK OI1.03. MenemxMeHT
@YHKIIUM CAMOMEHEIKMEHTA
MoxeH 3HATH OI1.06. IpodeccuonansHas TH-
OK ITUKET 1 OCHOBBI MEXK/IYHAPOHOT0 po- | Ka M MCHXOIOTHS eN0BOro 00-
TOKOJIa HICHHA
Jlos’keH 3HATH
OCHOBBI yIpaBiieHUs] BPeMEHEM
OK . OIL.10. YnpaBneHue nepcoHagoMm
OCHOBBI TPaBWJILHOM OpTraHU3alUU TPYya
¥ METO/IbI TOBBIIIEHUS €ro d3PHEeKTUBHO-
CTH
JlosskeH 3HATH
K
o TpeGoBaHMs OXPaHbl TPYLA, IPOU3BOI- OII.15. be3onacHOCTb )KHU3HEAEA-
IIK 1.4. CTBEHHOH CaHWTapWH, MPOTUBOIIOKapHOH | TCILHOCTH
3aIUTHI
IIK 1.1-1IK 1.11 JoJkeH ymerb IIM.01 Opranu3zanus JOKyMeH-
TaIMOHHOTO 00ecreyeH s yIpas-
OK CocTaBiATh U BECTU YYETHBIE JOKYMEHTBI 5 yrp
JeHus 1 GyHKUHMOHUPOBAHUS Op-
ITonp30BaThbCs MEPEUYHAMHU JTOKYMEHTOB U | TaHM3alNH
aHAJIM3UPOBAThH (PAKTHUECKOE COJIepKa- MJIK 01.01
HUE UMEIOIINXCS B JeJie TOKYMEHTOB IIPU :
OTIPEJINIEHUU CPOKOB MX XPaHEHHUSI
HomkeH ymeTh IIM.03
Ob6ecrnieunBaTh HHGOPMAITMOHHYIO O€3- OcymiecTBieHHEe JOKYMEHTAIb-
OTIACHOCTb JICATEIHbHOCTH OpraHu3aluu HOTO 00ecreueH sl yIpaBIeHus 1
apXUBHOTO Jieja C UCTIOJIb30BaHU-
Bri6upats 1 0popMIIATH TITAHUPOBIIUK
€M MIPOrpaMMHBIX CPEJICTB yUeTa,
Bnocuth u oTCneKUBATH I/IH(I)OpMaI_II/IIO XpaHEHUS], 06pa6OTKI/I U IIOUCKAa
MK 3.1.-3.6 Ha JICKTPOHHOM W/WJIM OYMaKHOM HOCH- | nokymenToB MJIK 03.01
Tene
OK . .
[Tonb30BaThCst 3JEKTPOHHOM MOYTOM
JloJ1:xeH 3HATD
CoBpeMeHHbIE HayYHbIE METOAbl U TEX-
HUYECKHE CpEeJCTBa, CHOCOOCTBYIOIIHE
cbopy, 00paboTKe, COXpaHEHHUIO U Tepe-
nade HHHOPMAIIMOHHBIX TOTOKOB
[1M.03
JoJxeH 3HATH
MK 3.1.-3.6 OcymiecTBiIEHHE JOKYMEHTalb-
OK Merozmka 0TOOpa HCTOYHHKOB HH(OD- | Horo oGecreyeHus YIIPaBIICHUS U

Marun

APXUBHOTO JCjia C UCIIOJIb30BAHU-
€M IIPOrpaMMHBIX CPCACTB YUCTA,




XpaHeHUs1, 00pabOTKU U IIOUCKA
noxkymentoB MJ/IK 03.02

IIK 3.1.-3.6
OK

JoKeH ymeThb

BBoauTh HOBBIE [aHHBIE B CIPAaBOYHO-
UH()OPMAITUOHHBIE CHCTEMBI

ITons30BaThcst 0a3aMHM JaHHBIX, B TOM
qUucie YI[aJICHHI)IMI/I

JloJ1’keH 3HATH

Ocobennoctu popmupoBanwmst 6a3 gaH-
HBIX B OpraHu3alnuuu

[IpaBuna co3manus u BeneHus: 6a3 JaH-
HBIX CIIY’)K€OHBIX JIOKyMEHTOB B OpraHH-
3aIun

IIM.03

OcymiecTBieHNE JOKYMEHTAIb-
HOTro 00ecreueH sl yIpaBiIeHUs U
ApXHUBHOTO JIeNa C UCTIOJIb30BaHU-
€M IIPOTPaMMHBIX CPEJICTB y4eTa,
XpaHeHusl, 00pabOTKU U MOUCKa
noxkymentoB MJ/IK 03.03

Honxken ymerb

PaGortath co Bceil COBOKYITHOCTbIO HH-
(hopmMaImoHHO-TOKYMEHTAITMOHHBIX Pe-
CYPCOB OpraHU3aluu

Bectu yuetHsie perucrpannonsslie Gop-
MBI, UCIIOJIb30BaTh UX JUIs HH(OpMAIIH-
OHHOM paboThI U PabOTHI IO KOHTPOJIIO
UCIIOJIHEHHUS PEILIEHUH PyKOBOIUTES

OdopmsaTe kKaccoBbie (PUHAHCOBBIE J0-
KYMEHTBI U IOKYMEHTHI TI0 y4ETy
HaAKJIaTHBIX PACX0JI0B

CoctaBnsath U 0pOPMISTH CBOJHBIE, OT-
YEeTHbIE, CTATUCTUYECKUE JOKYMEHTHI

[1M.04 BeimosHeHue padoT no
OJIHOM MJIN HECKOJILKHUM TIpodec-
CHSIM PabovnX, JTOJDKHOCTSIM
ciyxammx (21299 Jlenomponsso-
JTUTEIh )

MJIK 04.01




Tabmua 11. ®opmupoBaHue NPOrpaMM y4eOHbIX KYpPCOB, JHCIUILIMH, MOTYJIeH

Pesysbrarsi Joirxen ymers Tembl1 J1a00paTOPHBIX Joinxen TemblI TeopeTUYecKOii YaACTH 00yeHHsI
(ocBOCHHBIE PadoT, MPAKTHYECKUX 3aHSITUIH 3HATH
KOMITETEHLIN)
1 2 3 5 6

JlosskeH 3HATH

DyHKIIMN CAMOMEHEKMEHTA

OI1.03. MenemxMeHT

JlosskeH 3HATH

DTUKET U OCHOBBI MEK/TyHAPOTHO-
ro IpOTOKOJIa

OI1.06. ITpodeccnonanpHas 3TUKA U
TICHXOJIOTHS JIEIOBOTO OOIICHHS

Jloy1’keH 3HATH
OCHOBBI yIIpaBIIEHUS] BPEMEHEM

OCHOBBI TPaBUJILHOM OpraHU3aluN
TPYZa U METO/IbI MOBBILIEHUS €TO
s pexTruBHOCTH

OII.10. YnpaBneHue nepcoHaaoM

Jloy1skeH 3HATH

TpeboBanus oxpaHsl Tpyza, IPOU3-
BOJICTBEHHOMW CaHUTApUH, TPOTH-
BOMOKapHOH 3aIIUTHI

OI1.15. be3zomnacHOCTE XU3HEAES-
TEIBLHOCTH

JoJkeH ymerb

CocCTaBIATh U BECTH YYCTHBIC JO-
KYMCHTBI

ITonn3oBaThes NEepeUHsAMU JOKY-
MCHTOB W aHAJIM3UPOBATb CI)&KTI/I—
YCCKOC COACPKAHNEC NMCIOIIINXCA
B JCJIC JTOKYMCHTOB IIpH OIIpCIc-
JICHUH CPOKOB UX XPAHCHUSA

OdopMIIATh JOKYMEHTHI IKCIIEPT-
HOM KOMHUCCUU

HpOI/IBBOI[I/ITB XPOHOJOTHYCCKHU-

Tema 1.7.

IIpakTHyeckoe 3ansaTHe Ne 3
Odopmnenue TUYHON KapTOUKU
Tema 1.8

IIpakTHyeckoe 3ansaTne Nel
CocraBieHre HOMEHKIATYPHI JIe
IIpakTnueckoe 3ansaTHe Ne 2
CocraBieHue onucH aein

Tema 1.6.

IIpakTuyeckoe 3ansatue Ne 6
Odopmitenue akra
IIpakTHyeckoe 3ansaTue Ne 7

Jloy1skeH 3HATD

[TpaBuna cocraBienus u opopmiie-
HUS TH()OPMAITMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPaBICHYE-
CKUX JIOKYMEHTOB

CxeMbl T0KyMeHTOO0OpOoTa

[TpaBuna opranu3zanuu u GopMel
KOHTPOJISI UCTIOJIHEHUS JOKYMEH-
TOB B OpraHU3aLuU

[TpuHLMTIBL PAGOTHI CO CPOKOBOM

[IM.01 Opranuzaiusi JOKyMeHTa-
[IMOHHOTO 00ECTICUEHHS yIIPaBICHUS
1 GYHKIMOHUPOBAHUS OpraHU3aIun

MJIK 01.01

Tema 1.1.

3ansarue Ne 1

JIoKyMeHT U ero pyHKIHH

3ansarue Ne 4

Krnaccuduxanus 1enoBbIx J0KyMeH-
ToB. OCHOBHBIE OCOOEHHOCTH JEJO0-
BOTO 53bIKA JOKYMEHTA.




CTPYKTYPHYIO CUCTEMAaTU3ALINIO
aen

OcymiecTBIATh TEXHUUYECKYIO 00-
paboTKy ¥ moyiHOE OOpMIICHHE
JIeJ1 MOCTOSIHHOTO M BPEMEHHOTO
CPOKOB XpaHCHUS

CoCTaBJIATE OIUCH €N ITOCTOSH-
HOTO ¥ BpEMEHHOTO CPOKOB Xpa-
HEHUS B COOTBETCTBHH C JEH-
CTBYIOIIUMH HOPMATHBHO-
METOIMYECKUMU JIOKYMEHTAMU

Bectu cpokoByro kapToTEKy

PaGorate ¢ unpopmarueii no
KOHTPOJTIO, CHCTEMAaTH3UPOBATh €
Y TIPEJICTABIIATH B BUJE CBOIHBIX
JTOKYMEHTOB

CocTtaBnsaTh U 0POPMIISITH OpraHu-
3allMOHHBIE U METOINYECKUE J0-
kymeHThl. [lonb3oBaTbest yHUDU-
LIMPOBAaHHBIMH (POpMaMu JI0KY-
MEHTOB

Odopmienue mpoTokoiIa

Tema 1.4

IIpakTueckoe 3ansitue Ne 1
[lIraTHOE pacnucanue
IIpakTHyeckoe 3aHsiTue Ne 2
[IpaBwiia BHYTpEHHETO TPYAOBOIO
pacnopsika

IIpakTHyeckoe 3ansitue Ne 3
[TonoxxeHne O CTPYKTYpHOM MOJ-
pasneneHun

Tema 1.7.

IIpakTuyeckoe 3ansaTue Ne 2
Odopmiienne mpukasza (pacmopsi-
YKEHUS) O TIprueMe Ha paboTy.
IIpakTHuyeckoe 3ansitue Ne 5§
Odopmienue oTirycka
IIpakTuyeckoe 3ansaTue Ne 6
[lepeBog paboTHHMKA HA JOPYryro

pabory

IIpakTHyeckoe 3ansaTue Ne 7
JloxymeHTHpOBaHuE npoiiecca
YBOJIbHEHHUS

KapTOTEKOH

[IpaBuna u cpoku OTIIPABKH UCXO-
JIIUX JIOKYMEHTOB

Buner HoMeHKIaTYp, 001IHE TpE-
0OBaHUs K HOMEHKJIATYPE, METO-
JIMKa €€ COCTaBJICHHSI U 0OpopmIIe-
HUA

[IpaBuia corsacoBaHust HOMEH-
KJIATYypbl J€J C BEIOMCTBEHHBIMU
apXUBaMH U HKCIIEPTHOU KOMMCCH-
en

DyHKIMY, 3a7a49H, CTPYKTypa Op-
TraHu3anum, €€ CBsA3U

[Topsiiox popmupoBanus u
odopmiteHus n1en, crerudpuka
dbopMUpoBaHUs OTEIBHBIX KaTe-
ropui nen

[TpaBuiia BbIIa4M U UCIIOJIb30Ba-
HUS JOKYMEHTOB U3 cpopMHUpO-
BaHHBIX JI€T

Kpurepuu pazaenenus 10KyMeH-
TOB Ha T'PYMIIBI B COOTBETCTBHUH C
[IEHHOCTHI0 HHPOPMAIIUH, COAEP-
JKalieics B HUX

HOpHI[OK HCIIOJIB30BaHHA THUIIOBBIX
nin BCJOMCTBCHHBIX nepequﬁ
JAOKYMCEHTOB, OIIPCACIICHUA CPOKOB
XpaHCHU: B ITPOLECCC DKCIICPTUIBI
HOCHHOCTHU JOKYMCHTOB

HOprI[OK CO31aHus, OpraHnu3anuun
U JOKYMCHTUPOBAHUA pa6OTBI
3KCHCpTHOI71 KOMHUCCHUH

Tema 1.4.

3ansTie Ne 1

OOmiast xapakTepuCTUKa OpraHu3a-
IIUOHHBIX JIOKYMEHTOB U UX BUIBI
Tema 1.5.

3ansarue Ne 1

OO0mas XxapakTepucTHKa pacropsiau-
TEJNBHBIX JOKYMEHTOB

Tema 1.6.

3ansarue Ne 1

Bunsl um Ha3HaueHue CIyXeOHBIX
JIOKYMEHTOB. CripaBouHO-
WHPOPMAIMOHHAS TIOKYMEHTAIIUS
Tema 1.10.

3ansaTue Ne 1

[ToHsiTHE ¥ MPUHIMTIBI OPTaHU3AIAN
JIOKyMEHTO000pOTa

3ansaTue Ne 2

[TpoxoxkieHre 1 MOPSA0K HCIOTHE-
HUS BXOJSIINX TOKyMEHTOB
3ansaTne Ne 3

[TpoxokieHne MCXOIIIIUX U BHYT-
PEHHUX JIOKYMEHTOB

Tema 1.3.

3ansaTue Ne 2

Crpyktypa M (QYHKIUHM CIyXOBbI
A0V

Tema 1.8.

3ansarue Ne 2

HasnaueHue HOMEHKJIATYpHI
Bupl HoMeHKaTyp nei.
3ansarue Ne 3

TpeboBaHuUs K COCTaBICHUIO HOMEH-
KJIaTyphl e

3ansarue Ne 4

TpeboBanus kK GOpPMUPOBAHUIO JIEIT.

JIEN.




[IpaBuna cocTaBiieHUs U yTBEP-
KJIEHUS TIPOTOKOJA paboThI FKC-
IIEPTHOU KOMHMCCUH

IIpaBuna cocTaBiieHUs U yTBEP-
JKIACHUA aKTa O BBIACJICHUHN OOKY-
MCHTOB, HC IIOJICKAIIUX XPaHC-
HUIO

[IpaBuna Texunueckoit 06paboTKH
Y TIOJTHOTO O(hOpMIICHHMS IeT TIO-
CTOAHHOTO U BpeMeHHOFO CpOKOB
XpaHEHHUs

[IpaBuia cocTaBiieHHUS] OMTUCH JET
MMOCTOSTHHOTO ¥ BPEMEHHOTO CpO-
KOB XpaHEHUSI B COOTBETCTBUM C
JIEWCTBYIOIIMMH HOPMATHUBHO-
METOIMYECKUMH TOKYMEHTAMM

[TpaBuiia nepenauu e B apXuB
OpraHu3anuu

OO6mme TpeboBaHUs K CPOKaM HC-
TIOJTHEHUSI IOKyMEHTOB U KOH-
TPOJBHBIM (PYHKIIHSM CITYXOBI J10-
KyMEHTAIMOHHOTO 00eCTIeYeHUs

HucTpykumu no Aenonpou3Boa-
CTBY U JIpYTUM JIOKaJIbHBIM HOpMa-
TUBHBIM aKTaM, yCTaHABIMBAIOIIIM
HOPSZOK peanu3aluy yrpaBieHue-
CKHUX MPOLEayp

IIpaBua cocraBiieHUsI OpraHu3a-
IIUOHHBIX JTOKYMEHTOB (TI0JIOKe-
HU, HHCTPYKLUH, PErIaMEeHTOB)

HpaBHna MoANMMUCaHuA U YTBCPIKIAC-
HUA TOKYMCHTOB

3ansarue Ne 5

Okcneprusa HEHHOCTH JOKYMEHTOB.
3ansarue Ne 6

Odopmiienue nen

3ansarue Ne 7

[ToaroToBKka Jiel K niepeaue B apXuB
OpraHu3aIux.

3ansarue Ne 8

CocTaBjieHHE aKTOB O BBIIEICHUU
JIOKYMEHTOB K YHUYITOKCHUIO

Tema 1.4.

3ansarue Ne 2

YupeauTenbHblid JOTOBOP

3anarue Ne 3

VYcraB opranuzanuu

3ansarue Ne 4

[Tonoxenne 06 opraHu3auu




Ocob6ennoctu HopMUpPOBaHHS
BHEIIHUX U BHYTPEHHHUX HH(OP-
MallMOHHBIX IIOTOKOB

CocraB BHEIHUX HHPOPMALIUOH-
HBIX ITOTOKOB

CoctaB BHYyTpeHHUX UHPOPMAIIH-
OHHBIX TIOTOKOB

Krnaccudukanus ynpasieHuecKon
UH(OpMAIINH, BUJIBI yIIPaBIICHYE-
CKOM MH(pOpMaIIN

@DOopMBbI IPETOCTABIECHUS YIIPaB-
JIeHYeCKON UH(pOopMaIun

VM cTOYHMKH yIIpaBIEHYECKOW HH-
dbopmaruu

TpeboBaHus, npeabsABIAEMbIE K
YIIPaBIEHYECKOM HHpOpMan
[Topsimok paboTel ¢ JOKyMEHTaMuU

[TpaBmia paboThl C BXOISIIMMU,
UCXOJSIIUMHU U BHYTPEHHUMH JI0-
KyMEHTaMH

HpaBHna JOKYMCHTAIIMOHHOI'O
oOecrneyeHus ACATCIIbHOCTU Opra-
HU3allun

Busl JOKYMCHTOB, UX HA3HAUCHHC

Hozxken ymerb

YcraHaBIMBaTh KOHTAKT ¢ co0e-
CEITHUKOM, TIOJJICP)KUBATh U pa3-
BHBATh JICJIOBYIO Oecely B IpoIiec-
ce Tene(OHHBIX TIEPETOBOPOB

Ob6ecrneunBaTh KOH(DUICHIINATB-

Tema 3.7

IIpakTHyeckoe 3ansitue Ne 1
Crpykrypa TenedOoHHOro pasroBo-
pa M UCIOJB30BAaHUE HKYPHAJIOB
ydera

IIpakTuyeckoe 3ansTue Ne 2
Bxonsmmii TenedoHHBIN 3BOHOK
IIpakTuyeckoe 3ansatue Ne 3

JloJ1xeH 3HATD

IIpaBuna opraHuszauuu npuemMa
IOCETUTENEN

[IpaBuia opraHu3ainuu MPUEMOB B
oduce

IIpaBuiia  cepBUpPOBKM  4alHOIO

[IM.01 Opranu3zanust JOKyMeHTa-
[IMOHHOTO 00ECTICUEHHS yIIPaBICHUS
¥ GYHKIMOHUPOBAHUS OpraHU3aIun

MJIK 01.03

Tema 3.1.
3ausarue Ne 1
Beenenue B cnenuanbHoOCcTh. Cekpe-




HOCTb HH(pOPMAIN

Co31aBare HOJIOKUTEIBHBIN
NMHN K OpFaHI/I3aHI/II/I

OneHuBaTh pe3ysbTaThl B paMKax
IIOCTaBJIEHHBIX 3a/1a4

OcymiecTBiIATh KOHTPOJIb UCIIOJ-
HEHHUsI IOPYUYEHUN PYKOBOAUTEIIS
COTPYHHUKaMHU

YcTanaBnuBaTh 1ENH, OTIPEIETISATh
HEpapXHUIO LIeIICH

Onpenensats NPpUOPUTETHOCTD U
OUCPCAHOCTD BBITIOJTHCHUS pa60T
1 3(pHEKTUBHO paclpesensTh pa-
6ouee BpeMs

Oxa3bIBaTh MOMOUIb PYKOBOIUTE-
JII0 B pacnpeziefieHuu ero paboye-
ro BpeMEeHH

Bri6upath onTuMalibHbIE CIIOCOOBI
MH(OPMUPOBAHUS TAPTHEPOB,
KIIMEHTOB, [TOCETUTENICH, PYKOBO-
JUTENEH MoJIpa3IesICHU U co-
TPYJHHUKOB O MJIAHUPYEMBIX Me-
POTIPUATHUAX

PaccraBnsaTh IIPHUOPUTCTHI, BBLIC-
JIATb BAXKHOC U CPOYHOC

Be16upaTh OnTHMaNBHBIA PUTM
paboThI

AHaJ'II/I3I/IpOBaTB MMPUYINHBI HCBBI-
IIOJIHCHUA 3a1a4

Bectu u ucnons3oBath B pabote
0a3y JaHHBIX TeJIePOHHBIX KOH-

Wcxopsmuii TenedoHHbIH 3BOHOK
Tema 3.5.

I[MpakTnueckoe 3ansitue Ne 1
Opranmsanus pado4ero JHS PyKoO-
BOJIUTEIIS

IIpakTuyeckoe 3ansarTue Ne 2
Cxema pabouero 1Hs cekpeTaps
I[MpakTnueckoe 3ansitue Ne 4
JlokyMeHTalmoHHOe OdopMIIeHHE
JIEJIOBBIX MTOE3/10K

IIpakTnuyeckoe 3ansitue Ne 5
Opranmsanyss ¥ TOPOBEIEHHUE CO-
BellaHnui

IIpakTnuyeckoe 3ansitue Ne 7
Opranuzanys MNPOTOKOJbHBIX Me-
ponpusATHi

IIpakTuyeckoe 3ansiTue Ne 8
Opranunzanys NpoBEACHUS MEPEro-
BOPOB

IIpakTuyeckoe 3ansiTue Ne 9
Oprannsanus TpOBEIEHUS IpuUe-
MOB

IIpakTuyeckoe 3ansiTue Ne 10
Oprannzanys NMpoBEACHUS BbICTa-
BOK

IMpakTHuyeckoe 3ansitue Ne 11
Opranuzanys npoBeACHUs MPe3eH-
Tanum

IIpakTnueckoe 3ansitue Ne 12
[Ipuem rpaxaaH 1Mo JMYHBIM BO-
pocam

Tema 3.10.

IIpakTnyeckoe 3ansaTue Ne 1
[IpaBuna BesieHus 1€0BOM OeceIbl

(xo¢eiinoro) crona

[IpaBuiia mpUroTOBIIEHHUS U IOJA-
YU TOPSIYMX HAIIUTKOB U 3aKyCOK K
HUM

Crierumka OCHOBHOW JEATEIBHO-
CTU OpraHu3aluu

[IpyHIMNBI ¥ TpaBuia IUIAHUPO-
BaHUs paboyero BpeMeH!

ITocTanoBka nieneit

[IpaBuna mpoBeNECHHS JEIOBBIX
IIEPErOBOPOB

Ocobennoctn odopmiIeHHS TUIa-
HUPOBIIUKA (Ha 3JIEKTPOHOM H OY-
Ma)KHOM HOCHTEJISIX)

TenedoHHblE KOHTAaKTBI PYKOBO-
TN

[Topsimok TMOATOTOBKKA W TIPOBEJE-
HUS KOMaHJIUPOBOK

[Topsamox odopmieHuss ITOKyMEH-
TOB JJIi KOMaHAWPOBKH U OTYET-
HBIX JIOKYMEHTOB 10 KOMaHAUPOB-
K€ PYKOBOJUTENs

JlenoBoii mpoToKOI

Komriexc OpraHru3aluOHHO-
TCXHHUYCCKUX MepOHpI/IHTI/Iﬁ 10
MNOATOTOBKC W HNPOBCIACHUIO COBC-
IaHU#N U eperoBopoB, B TOM 4YHC-
JIC MCXKAYHAPOAHBIX

[lpaBuna BeneHus, MOATOTOBKH U
oGopMIICHHS TTPOTOKOJIA U APYrHX
JOKYMEHTOB, CO3J]aBa€MbIX B MPO-

Tapb B CTPYKTYpPE YIPaBIICHUS
3auarue Ne 2

JomkHOCTHOW cTaTyc W (YHKIHO-
HaJIbHBIC O0SA3aHHOCTH CEKpeTaps
Tema 3.5.

3ansaTue Nel

Opranumsanust 1 o0opynoBaHue pa-
Oouero mecra cekperaps

3ansitue Ne 2

Opranuzanusi pabodero IHS PYKO-
BOJIUTETIS

3anstue Ne 3

Opranmsanusi pabodero BpeMEHH
cekperaps

3anstue Ne 4

OnTUMaIbHBIE YCIIOBHS JICSTEITEHO-
CTH CeKpeTapst

3ausaTne Ne S5

Koppekropckas paborta B cekperap-
CKOM cIyk0e.

3ansaTue Ne 6

Opranuzanus Ou3HeC MOE3I0K py-
KOBOJIUTEJISI.

3ansaTue Ne 7

Opranuzanus U NPOBEACHUE COBE-
[IaHUH.

3ansaTue Ne 8

BricTyruienne pykoBOIUTES.
3ansaTue Ne 9

Opranuzanus MPOTOKOJBHBIX Me-
POIIPUATHI.

3ansaTue Ne 10

Opranuzanus MpOBEIEHUsI MEpero-
BOPOB.

3ansTue Ne 11

OcobOeHHOCTH OpraHu3aluu mepe-




TaKTOB PYKOBOJUTEIIS

OdopMIIsATE KOMaHIUPOBOYHBIE
JIOKYMEHTBI

OO0pabaTbIBaTh TOKYMEHTHI I Ma-
TEpHaIbI TI0 Pe3yabTaTaM IMOE3IKU
PYKOBOIUTEIS

ObecneunBaTh paboTy oduca BO
BpeMs OTCYTCTBUS PYKOBOIUTEILA

Hcnonp30Bath cpeacTBa KOMMY-
HUKaIluu AJIst o0ecrieyeHus B3au-
MOJEHUCTBUS C PYKOBOJUTEIIEM BO
BpEMSI €r0 JIeJIOBOM MOE3KH

Oprann3oBbIBaTh U 00ECIIEYNBATH
JINYHBIE KOHTAKThI PYKOBOIUTEIIS

Ob6ecnieunBaTh KOHPHUACHIINATb-
HOCTb B IIPUEMHOM M KaOMHETE
PYKOBOJUTEISI, COXPAHATh KOH-
buneHMaTpHyI0 HHOOPMAIIUIO B
TaliHe

[TonnepxuBaTh UMUK OpraHu3a-
LIUHA

Hcnons3oBaTh cpeacrsa KOMMYy-
HUKaWW JJId [Iepeaavu nopy4dce-
HUM PYKOBOAUTCIIA

Co3naBath ycioBusi, 00eceun-
Baromre 3pGeKTUBHYIO paboTy
PYKOBOAUTENS

HpI/IMeHHTB B COOTBCTCTBHHU C
Ha3HA4YCHUEM CpCACTBA OpraHu3a-
LIUOHHOM TCXHUKH, KaHICIIIPCKUC
NMPpUHAIIICKHOCTHU

OcHamiatp pabouee MECTO PyKo-

1iecce MOAr0TOBKU KOH(EPEHTHOTO
MEpPOIIPUATHS

CocTaBieHHE CMETHI pacxoaoB

OcHOBBI HamucaHusl pederl u J0o-
KJIAJIOB PYKOBOJIUTEISA

[Mpunanunel, crmocoOsl uHPOPMU-
POBaHUS COTPYTHUKOB

VYnpasieHuyeckasi CTpyKTypa opra-
HU3aIlUU, PYKOBOJICTBO OpraHu3a-
1uu, oOpasibl MOJNMUCEd PYKOBO-
JAIIUX  COTPYOHUKOB, KpYyr HX
MMOJHOMOYHHA U OrpaHHUYCHUA HUX
30H OTBETCTBEHHOCTH

OcHOBBI 3proHOMUKH oduca u
braopucTUKH

CrangapTel M pPEKOMEHJAIMH IO
000pyI0BaHUIO O(HUCHBIX TOMeE-
IICHUH

CocTaB OpraHu3allMOHHOM TEXHHU-
KH, €€ YCTPOMCTBO W TOPSJIOK pa-
OOTEI C HEH

Ha3znaueHne M TEXHOJIOTHS TEKY-
HIET0 U MPeayNpeIUuTeIbHOTO KOH-
TPOJIs

HpaBHna COCTAaBJICHHUA aHAJIMTHUYC-
CKHUX CIIPaBOK IIO OpraHu3alluu pa-
0OTHI C JAOKYMCHTAMH U KOHTPOJIFO
HCIIOJIHCHUA NOKYMCHTOB

TOBOPOB C MHOCTPAHHBIMU TOCTSIMHU.
3ansaTue Ne 12

[logroroBka mnpuema MO JUYHBIM
BOIIPOCAM.

3ansaTue Ne 13

Opranuzanusi TMPOBEACHUS TIpHE-
MOB, ITPE3CHTALNMN.

3ansaTue Ne 14

[Ipuem mocerurenen U3 Ipyrux op-
raHu3aIuil 1 KOMaHANPOBAHHBIX.
3ansarTue Ne 15

[Tpuem peneramuii.

3ansaTue Ne 16

[Ipuem rpakaad 1mo JUYHBIM BOTIPO-
cam.

Tema 3.6.

3anastue Ne 1

Bunel oOpamienuii rpaskian

3anastue Neo 2

KoHTposp ucnonHenus oOpaiieHui.




BOJIMTENIS M CBOE pabouee MeCcTo
HE00X0AMMBIM 000PYJOBAaHUEM

Ocy1ecTBIATh 3aMEHY PacXo/-
HBIX MaT€pUAJIOB, YXOJI 38 OPIrTE€X-
HUKOU

Ocy1ecTBIATh TOBCEAHEBHBIHN
YXO/J1 32 KOTUPOBAIBHEIM arlapa-
TOM, 3aMEHY ¥ XpaHEHUE KapTpH-
JUKEH, TOHepa

KonTposmmpoBars cocTosiHue u
MOTIOJHATH 3aMachl KAHIETAPCKUX
TOBapoOB, CPEICTB TUTHUEHBI, IPO-
JIYKTOB MTUTaHUS

JosrxeH ymerb

Ob6ecnieunBaTh HHPOPMAITHOHHYIO
0€30MacHOCTh EATEIHLHOCTH Op-
raHU3aIux

Bri6upats 1 0popMIIsATh TIIIaHU-
POBIIUK

BuocuTts 1 oTciexuBaTh HHPOP-
Mall{IO Ha AJIEKTPOHHOM /N
OyMa>KHOM HOCHUTEJIE

[Tonb30BaThCs ANEKTPOHHOM MOY-
TON

[IM.03

Ocy1ecTBiieHHE JTOKYMEHTAIBHOTO
oOecrieueHus1 yIpaBlICHUS H ap-
XMBHOTO Jiella C HCHOJIb30BaHUEM
MIPOTPaMMHBIX CPEJICTB y4era, Xpa-
HEHHsI, 00paObOTKU U TTOHCKA JIOKY-
mentoB MJIK 03.01

Tema 2.2.

IIpakTnyeckoe 3ansaTue Nel
Co3nanue napoJieid T0KyMEHTOB U
3aIuTa OT AOCTYIA K HUM.
IIpakTH4eckoe 3ansaTHE No2
PaGora ¢ aHTUBUpPYCHBIMHU TpO-
rpaMMaMH, aHaJIu3 BUPYCHBIX 0a3.
Tema 3.3.

IIpakTnueckoe 3ansaTue Ne24
Co3pnanue 3a1a4uu.

IIpakTnueckoe 3ansaTue Ne24
PaGora co crimckom 3amau.
IIpakTnueckoe 3ansaTue Ne24
I'pynnupoBka crimcka 3ajau.

Jlos1:keH 3HATH

CoBpeMeHHbIE HayYHBIE METOMBI U
TEXHUYECKUE CPENCTBa, CIIOCO0-
cTBytone cobopy, oOpaboTke, co-
XpaHEeHHIO M Tiepenade wHopma-
IIUOHHBIX MIOTOKOB

IIM.03

OcymiecTBieHHE JAOKYMEHTAIbHOTO
obecriedeHus yIpaBlIeHUs U apXUB-
HOTO JieNla C UCMOJB30BaHUEM IPO-
rPaMMHBIX CpPEICTB YydeTa, XpaHe-
HUsA, OOpaOOTKM M TIOMCKA JIOKY-
menToB MJIK 03.01

Tema 3.3.

3ansaTue Nel

[TporpamMmmHoOe oOecriedeHue st op-
raHU3alMU 3JICKTPOHHOTO JIOKYMEH-
T0000pOTa




IIpakTnueckoe 3ansTue Ne24
[IpocMoTp ¥ pemakTHUpOBaHHUE 3a-
Ja4H.

Jlos1:keH 3HATH

Metouka 0TO0Opa UCTOYHUKOB
uHpOpMaun

I1M.03

Ocy1uecTBiIeHHE T0OKYMEHTAILHOTO
obecrieueHust yrpaBJIeHUS U apXUB-
HOTO JIeJ1a C UCIIOJIb30BaHUEM TIPO-
TPaMMHBIX CPEJICTB y4eTa, XpaHe-
HUs1, 00pabOTKH U MOUCKA TIOKYMEH-
toB M/IK 03.02

Tema 1.3.

3anarue Nel

XapakTepuCTHKa METOJOB, UX 3Ha-
YeHHe I JOKYMEHTOBEIUECKOTO
ucceoBaHusi, cOopa  HMCXOHBIX
JTaHHBIX.




JoakeH ymMeThb

BBO[[I/ITB HOBBIC OAaHHBIC B CIpa-
BO‘-IHO-I/IH(bOpMaHI/IOHHI)Ie CUCTEMBI

Ilonw3oBaTbcs 0a3aMu JaHHBIX, B
TOM YUCJIC YIAJICHHBIMU

[IM.03

OcymiecTBieHnE JOKYMEHTAIBHO-
ro oOecrieueH s yIpaBJICHUS U ap-
XHWBHOTO JIeJIa C UCTIOJIb30BaHUEM
IPOTPaMMHBIX CPEJICTB y4eTa,
XpaHeHusl, 00pabOTKH 1 OUCKA
JIOKYMEHTOB

MJIK 03.03

Tema 1.2.

IIpakTuyeckoe 3anaTue Nel
Cosganue Tabmumsl B B/
IIpakTHyeckoe 3anaTHE N3
BBog u penaktupoBaHue JaHHBIX
Tema 1.3.

IIpakTuyeckoe 3ansaTue Nel
OunbTpanus JaHHBIX U padoTa C
(dbyHKUIMSIMU 0a3bl TaHHBIX B Opra-
HHU30BAaHHBIX CIHUCKAX JJIEKTPOH-
HOU TaOIUIIEI

Tema 1.5.

IIpakTnyeckoe 3ansitue Ne2
[IpoexTrpoBanre MHOrOTabINY-
HBIX (hopMm

JloJ17keH 3HATh

Ocob6ennoctu hopmupoBanus 6a3
JAaHHBIX B OpraHru3alun

[IpaBuna coznanus u BeneHus 0a3
JaHHBIX CJIY)K€6HI>IX JOKYMCHTOB B
OpraHu3anuu

I1M.03

OcymiecTBieHnEe JOKYMEHTAIBHOTO
obecrieueHust yrpaBJIeHUs U apXUB-
HOTO JIeJ1a C UCIOIb30BAHUEM IIPO-
IpPaMMHBIX CPEZCTB y4eTa, XpaHe-
HUsl, 00pabOTKU U MOUCKA TIOKYMEH
TOB

MJIK 03.03

Tema 1.5.
3auarue Ne2

[TpoextupoBanue 6a3 TaHHBIX (ak-
TorpapuyecKrx aBTOMaTu3UpPOBaH-
HBIX MH()OPMAIIMOHHBIX CUCTEM

(AUC).

Jo/sxen ymerb

PaGotath co Bceli COBOKYITHOCTBIO
MH(POPMAITMOHHO-
JOKYMEHTAllMOHHBIX PECYPCOB
OpraHu3anuu

BecTu y4yeTHble peructpalmoHHbIe
(opMBI, UCTIONB30BATh UX ISl MH-
(opmamoHHOM paboThl M PabOTHI
10 KOHTPOJIIO UCTIOJTHEHUS pelie-
HUU PYKOBOAUTEIISA

OdopmiaTh KaccoBble (hUHAHCO-

[IM.04 BrimosHeHne padoT 1mo oJ1-
HOW MJTM HECKOJILKUM TIpodeccrsm
pabouunx, JOIDKHOCTSIM CITYKaIlUX
(21299 [lenonpou3BOIUTEINb)

MJIK 04.01

Tema 1.2

IIpakTuyeckoe 3ansitue Ne 1
Coznanue u coxpaHeHHEe JIOKyMEH-
TOB

IIpakTuyeckoe 3ansarue Ne 12
OdopmieHne KypHAJIOB  peru-




BBI€ JIOKYMEHTHI M IOKYMEHTHI 110 | CTPAIIMU BXOJISAIINX JTOKYMEHTOB
y4eTy HaKJIaJHBIX PacX0I0B IIpakTuueckoe 3ansarue Ne 13
Odopmienne KypHAJIOB — peru-
CTpAIMU UCXOAIINX TOKYMEHTOB
Tema 1.5

IIpakTuyeckoe 3ansitue Nel0
3anoyiHeHUE KypHaja ydyeTra JBU-
KEHHS TPYIOBBIX KHIKEK

Tema 1.3.

IIpakTuyeckoe 3ansarue Ne 22
OdopmiteHne pacyeTHO-IACHEKHOU
JOKYMEHTAIN!

IIpakTuueckoe 3ansaTue Ne 24
OdopmiteHne OTYETHBIX JTOKYMEH-
TOB

CocrtaBnsaTh 1 0POPMIISTH CBOI-
HBIE, OTYETHBIE, CTATHCTUYECKUE
JTOKYMEHTBI

PA3JIEJI 4. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE PEAJIM3AIIMA OCHOBHOM MPO®ECCUHOHAJILHON OBPA3OBATEJILHOM
ITPOI'PAMMMBbI

Cnucok gureparypsbl, Hcnojb3yemoii B 2020-2021 yyeOHoM roay:

11.00 IIpodeccnoHaNbHBINH HUKJI
OI1.00 ggmenpoq)eCCMOHaanue AUCUMIIIHN-
1. Kynukos, JI. M. OCHOBBI SJKOHOMHUYECKOH TCOPUH : YUCOHUK ISl CPETHE- YMO CITIO
OI1.01 DKOHOMHUYECKAsE TEOPHUSI ro npodeccuonanpHoro oopazoBanus / JI. M. Kynukos. — 3-e uzj., nepe-
pab. u mon. — Mocksa : U3mparensctBo HOpaiit, 2019.
1. Ceprees, U. B. DxoHOMUKA opraHu3anuu (MpeanpusITis) ;| Y4eOHUK U YMO CIIO
OPAaKTHKYM JUIS cpeHero npodeccuoHanbHoro oopazosanus / U. B. Cepre-
eB, U. . BeperennukoBa. — 6-¢ u3., nepepad. u gon. — Mocksa : M3na-
OI1.02 DKOHOMMKA OpraHU3aluu tenbeTBo HOpaiit, 2019.
1. ViBanoBa, M. A. MeHeKMEHT : y4eOHHUK M MTPAKTUKYM JUISl CPETHETO YMO CITIO
OI1.03 MeHneKkMeHT npodeccuonansHoro oopazosanus / M. A. Banosa, A. M. Ceprees. —
Mocksa : U3narensctBo FOpaiit, 2019




OIL.04

l'ocynapcTBeHHass 1 MyHULUTIAIbHAS
ciryx0a

1. F'ocynapcTBeHHAs 1 MyHUIIUTIAIBHAS CITYX0a ;| yUeOHUK JJIsi CPETHETO
npodeccruonansHoro oopazosanus / FO. H. Tyranos [u ap.] ; moa pepakmnueit
1O. H. Tyranoga, C. U. XKXypasnera, B. U. [Terpoa. — 3-e usg., nepepad. u
non. — Mocksa : U3narensctBo FOpaiit, 2019

YMO CIIO

OIIL.05

WNHuocTpanHblii 361K (Ipo¢eccuoHa b-
HBIN)

1. ®wmmnmosa, M. M. [lenoBoii anrymiickuii si3bIK (bl-cl) : yaeOHUK 1
MPAKTHKYM JUTS aKaJleMudeckoro Oakanaspuara / M. M. @ununmosa. — 2-¢
u3J., uctp. u gon. — Mocksa : M3narensctBo HOpaiit, 2019.

YMO BO

OI1.06

[IpodeccruonanpHas THKA U TICUXOJIOTUS
JIEJI0BOT'O OOIIEHN

1. Co6onmpaUKOB, B. B. OTHKa M TICHX010THS 1e7T0BOTO OOIIEeHUS : ydeOHOe
nocobue Juist cpeanero npogeccuonanbHoro oopazosanus / B. B. Co6ob-

nukoB, H. A. Kocrenko ; moj penakuueit B. B. CobonbHHKOBA. — 2-€ U3,
nepepad. u gon. — Mocksa : U3natensctBo HOpaiit, 2019.

YMO CIIO

OI1.07

KommbrotepHas 06paboTka TOKyMEHTOB

1. [llyranora, H. H. OCHOBBI 1e10TTPON3BO/ICTBA : YUEOHUK U MMPAKTHKYM
TSt cpenHero npodeccuonansHoro odpaszosanus / H. H. Illysanoga, A. 1O.
NBanoBa ; o obmieit penaknueid H. H. IllyBanoBoii. — 2-e u3j., mepepad.
u norn. — Mocksa : U3narensctBo FOpaiit, 2019.

YMO CIIO

OI1.08

[IpaBoBOE obecneuenue mpodeccuo-
HaJILHOM NEeITEIbHOCTHU

1. Kammyctun, A. . IIpaBoBoe oGecrieueHre TpodeCCHOHAIBHOMN AeSITEIBHO-
CTH : y4eOHHMK U MPAKTUKYM ]ISl CpeIHero mpodeccrnonaasHoro oOpa3oBa-
Hus / A. 5. Kamyctun, K. M. benukosa ; mox pegaknueit A. 5. Kamyctuna.
— 2-e u3n., nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2019

YMO CIIO

OI1.09

praBJ’IeHI/Ie Ka4CCTBOM

1. Bacun, C. I'. Yupasnenue kauecTBoM. BceoOmumii moaxon : yaeOHHUK IS
cpennero npodeccruonansHoro oopazosanus / C. I'. Bacun. — Mockaa :
N3 parenscTBo FOpaiit, 2019.

YMO CIIO

OII.10

YnpasiieHue nepcoHaiomMm

1. l'opnenxko, O. A. YrpaBieHue NepCOHATIOM : YICOHHK JJII CPEIHETO PO-
deccrnonanpHoro oopaszoBanus / O. A. 'opnenko, /1. B. Epoxun, T. I1. Mo-
KaeBa. — 2-¢ u3[l., uchp. u aon. — Mocksa : M3narenscto FOpaiit, 2019

YMO CIIO

OIL11

OcHOBEI HUCCIIeI0BATEIbCKOMN IeSTENb-
HOCTH

1. Adanacees, B. B. OcHOBBI yueOHO-HCCIEI0BATENBCKON IEATEIBHOCTH :
yaeOHoe rmocoOue JyIsi cpeHero nmpodeccuoHaibHOro oopasosanus / B. B.
Adanacwes, O. B. I'pubkoBa, JI. 1. YkomnoBa. — Mocksa : M3naTenbCcTBO
IOpaiit, 2019

2. Kyknuna, E. H. OcHOBBI yueOHO-UCCIIE0OBATENHCKOM NE€ATEIHHOCTH :
yuebHoe rmocobue i1 cpefHero npodeccuoHanbHoro obpasosanus / E. H.
Kyknuna, M. A. Ma3zaunuenko, M. A. MymikuHa. — 2-€ u3/., UCTIp. | JOT. —
Mocksa : U3natensctBo FOpaiit, 2019.

YMO CIIO

YMO CIIO

OIL.12

I'ocynapcTBEeHHOE PErylnMpoBaHUE KO-
HOMHUKH

1. Bacunbes, B. I1. 'ocygapcTBeHHOE peryiupoBaHie SKOHOMHKH : YIeOHUK
U IPAKTUKYM JJIs1 CpeHero npodeccuonansHoro oopazosanus / B. I1. Ba-

YMO CIIO




CWIIbEB. — 3-€ U3, mepepad. u nomn. — Mocksa : U3natensctBo KOpaiiT,
2019.

OIL.13

CucreMa rocyapCTBEHHOTO YIIPaBJICHUS

1. Cucrema rocyJapcTBEHHOT'O YIIPABICHHUS : YUCOHHUK ISl CPEIHETO TPO-
deccuonanpHOro 06pazosanus / FO. H. lllenpko [u ap.] ; mox oOmiei penak-
rueit FO. H. lllenpko. — 2-e u3a., nepepad. u gon. — Mocksa : M3garens-
ctBO IOpaiit, 2019.

YMO CIIO

OIl.14

Opranu3anus rocyapCTBEHHBIX yupe-
sxkneanit Poccun

1. [lTaxomanosa, O. FO. Opranuzanus rocy1apcTBEHHbBIX yupexaeHuit Poc-
cuu : yaeOHoe mocobue st By3oB / O. FO. [llaxoganoBa. — 2-¢ u3., mepe-
pab. u gon. — Mocksa : U3narensctBo HOpaiit, 2019

YMO BO

OIL.15

Be3omacHOCTE JKU3HEIEATEITHbHOCTH

1.KoconamoBa H.B. OcHOBBI 6€30T1aCHOCTH JKH3HEAEATEIbHOCTH — M.: AKa-
nmemus, 2017

2. Koconanosa H.B. bezomnacHocts xxu3Heaestensnoctd — M.: U1l «Axka-
nemus», 2016

3. Be3omacHOCTh KU3HEIEATSIILHOCTH | YICOHHUK U MIPAKTUKYM JJIsI CPETHETO
npodeccuonanprHoro oopaszosanus / C. B. AGpamoBa [u ap.] ; moa oOmiei
penakmuen B. I1. Conomuna. — Mocksa : M3narensctBo FOpaiit, 2019.

OI'AY «OUPO»

==

YMO CIIO

OIl.16

Kynberypa peun

1. Bamenko E.JI. Pycckuit si3b1k 1 KyabTypa peunt — Pocto H/J] : denukc,
2014

2. KynbpTypa peun u emoBoe o0ImeHNe | yIeOHHK B IPAKTHKYM JJIS CPEIHE-
ro npodeccrnoHanpHOro oopaszoBanus / B. B. Xumuk [u ap.] ; oTBETCTBEH-
HbIi penaktop B. B. Xumuk, JI. b. BosikoBa. — Mocksa : U3gaTenbcTBO
HOpaiit, 2019

MO PO

YMO CIIO

1TM.00

IIpodeccnonanbHbIe MOLYJIH

ITM.01

Opranu3zanusi  JOKYMEHTAI[HOHHOTO
o0ecreyeHnsi ynpaBJjieHUsI U (PyHKIU-
OHUPOBAHUS OPTraHU3AIUH

MJIK.01.01

JIOKyMEeHTallMOHHOE oOecrieueHue

yIIpaBJIeHUS

1. Kopuees, U. K. JlokymeHTarimoHHOE 00ecrieueHue YIpaBlIeHUs + TECTHI B
ObC : y4eOHUK U IPAKTUKYM ISl CPEAHEr0 MPpoQecCHOHAIBHOTO 00pa3oBa-
Hus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. — 2-e u3., nepe-
pal. u non. — Mocksa : M3narensctBo FOpaiit, 2019.

2. oponuHa, JI. A. JIokyMeHTaIlmoHHOE 00ecrieueHne yInpaBlieHus : yueo-
HUK U IPAKTUKYM Ui cpeliHero mpodeccuonansHoro oopazoBanus / JI. A.
Hoponuna, B. C. UputukoBa. — MockBa : U3narensctBo FOpaiit, 2019.

YMO CIIO

YMO CIIO

MJIK.01.02

[IpaBoBOE perynupoBaHue ylIpaBIEHYE-
CKOU NesITeNbHOCTU

1. TTonetaes, 0. H. [IpaBoBoe perynupoBaHue Tpy/aa rocyaapCTBEHHBIX
TPpaXIAHCKUX CIYKAIUX : yueOHOoe mocoOue s OakagaBpuara u Marucrpa-

YMO BO




typsl / FO. H. Tlonerae, M. A. KioukoB. — MockBa : M3iaTenscTBo
Opaiir, 2019 2.®enopsauy O.U. TIpaBoBbie oc-
HOBBI MPO(eCCHOHANBHON NesITebHOCTH 1ist cekpeTaps — M.: U1 «Akaze-
Mus», 2015

DOI'AY «dUPO»

MJIK.01.03

Opranu3zanusi CEeKpeTapCcKoro 00CITyKH-
BaHUA

1. Ky3uenos, W. H. JlokymeHTalmoHHOE 0OecricueHue ypaBieHus. Jloky-

MEHTOOOOPOT U JISTOMPOHU3BOJICTBO : YUSOHUK U MPAKTUKYM JJIsi CPETHETO

npodeccruonansrHoro oopazosanus / . H. Ky3nernos. — 3-e u3j., mepepad.
u gomn. — Mocksa : U3natensctBo FOpaiit, 2019

2.T'anaxoB B.B. Opranusanus cekperapckoro oocnyxubanus — M.: «Aka-

Iemusy», 2014

YMO CIIO

OI'AY «OPUPO»

VII.01.01

VYuyeOHas npakTUKa

1. l'anaxor B.B. Opranuzanusi cekpetapckoro oocnyxuBanus — M.: «Aka-
nemus», 2014

2. lenonpousBoictBO: OOpasiibl, TOKyMeHThI. OpraHu3anusi ¥ TEXHOJIOTHS
pab6otsl /B.B.I'anaxos, 1.K.Kopnees u np. — M.: IIpocnekr, 2015

5. [Tmenko A.B., loponuna JI.A. JIokyMEeHTaIlMOHHOE 0OCCTICUCHHE YIIPAB-
nenusi: [Ipaktukym — M.: U1 «Axkanemus», 2016

OIrAY «dUPO»

OI'AY «dUPO»

I111.01.01

[IpousBojcTBeHHast MpakTHKa (MO IPO-
(U0 CIIeIMAIBHOCTH )

1. Pymeianna JILA. JlokymeHTanmmoHHOE o0OecrieueHue yrpasieHus — M.:
Axanemus , 2014

2. 'amaxoB B.B. Opranuzamnus cekperapckoro oocimykupanus — M.: «Aka-
nemus», 2014

3. Jenonpou3sBoictBo: OOpa3iibl, TOKyMeHThI. OpraHu3anusi 1 TEXHOJIOTHS
pabotsl /B.B.I'anaxo, 1.K.Kopnees u ap. — M.: [Ipocnekr, 2015

OI'AY «dUPO»

OI'AY «dDUPO»

11M.02

Opranm3anusi apxXMBHOH W CIPaBOY-
HO-MH(OPMAIMOHHON PadoOTHI MO [10-
KYMEHTaM OpraHu3ainuu

MJIK.02.01.

Opl"aHI/BaI_[I/Iﬂ U HOPMATHBHO-IIPABOBLIC
OCHOBBI apXUBHOI'O JCJIa

1. loxymMmeHTOBeIcHHE ;| YYCOHUK U MIPAKTUKYM IS CPEIHEro MpodeccHo-
HanbHOTO oOpazosanus / JI. A. Jloponuna [u ap.] ; moa pemakuueii JI. A.
JlopoHnuHo#t. — 2-e u3n., nepepad. u pon. — Mocksa : M3gaTenbcTBO
FOpaiir, 2019 2. Packumn, J[. 1. ApxuBoBeneHue :

yueOHHK AJis akagemudeckoro Oakanaspuara / J[. U. Packun, A. P. Cokomnos.

— Mocksa : U3parensctBo FOpaiit, 2019.

YMO CIIO

YMO BO

MJIK.02.02.

I'ocynapcTBeHHbIe, MyHHIIMIIANbHBIE ap-

1. Packumn, JI. . ApxuBoBeneHue : yaeOHUK Ui aKaJeMHUYeCcKOro Oaka-

YMO BO




XMBBI M apXUBbI OpraHUu3aluu

naspuara / JI. UI. Packun, A. P. CoxonoB. — Mocksa : 3naTenbcTBo
Opaiit, 2019.

2. Packun, JI. 1. Metoauka v IpakTUKa apXWBOBENCHHS | YYCOHUK ISt YMO CITIO
cpennero npodeccronanbaoro oopazopanus / JI. M. Packun, A. P. CokoJios.
— Mocksa : U3parensctBo FOpaiit, 2019
2. Opranu3anys apXuBHON U CIPABOYHO-MH(POPMAIIMOHHOH pabOTHI IO J10-
KyMeHTaM opraHuzanuu: B 2 4. /E.M.BypoBa u ap. - M.: UL «Akanemus»,
2016
OI'AY «OUPO»
1. Packun, J[. 1. MeTonuka 1 mpakTHUKa apXUBOBENCHUS : YICOHUK JJIsT YMO CIIO
MJIK.02.03. Meroauka 1 MpakTUKa apXUBOBEICHUS cpennero npodeccronansuoro oopazosanus / J[. . Packun, A. P. Cokoios.
— Mocksa : M3narensctBo FOpaiit, 2019.
1. Opranuzanus apXuBHOM U CIIpaBOYHO-UH(POPMALIMOHHON pabOTHI MO J0- OI'AY «OUPO»
M/K.02.04. ObecnieueHre COXPaHHOCTH IOKYMEHTOB | KyMeHTaMm opraHuzanu: B 2 4. /E.M.Byposa u ap. - M.: UL{ «Akagemus»,
2016
1. Opranuzanus apXuBHOM U CIIpaBOYHO-UH(POPMALIMOHHON pabOTHI MO J0- OI'AY «OUPO»
VI1.02.01 VY4eOHast mpakTHKa KymeHTaM opranmzaruu: B 2 4. /E.M.bypoBa u ap. - M.: U11 «Akanemus,
2016
1. Opranu3zanus apXuBHON U CIIPABOYHO-UH(OPMAITMOHHONW PabOTHI TIO J0- OI'AY «dUPO»
[111.02.01 [pomssoncTsennas mpakruka (1o mpo- KymeHTaM opranmzaruu: B 2 4. /E.M.byposa u ap. - M.: U11 «Axanemusy,
¢TI0 crenuanTbHOCTH) 2016
OcywiecTBiieHHEe  IOKYMEHTAJbLHOIO
olecrieyeHusl yNpaBJieHUsA U apXUBHO-
1IM.03 ro Jeja ¢ MCHOJb30BAHHEM TMIPO-
rPaAaMMHBIX CPeJCTB y4yeTa, XpaHeHMusl,
00paldOTKHN U MONCKA JOKYMEHTOB
1. Kysnuenos, 1. H. JlokymeHTanimoHHOE 00OecrieueHue yrnpabiieHus. Jloky- YMO CIIO
MEHTOOOOPOT U JICTONPOU3BOJICTBO : YUSOHUK U MPAKTUKYM JJIsi CPETHETO
VHOPMALIHOHHBIC TEXHOTOTHH B IOKY- HpO(i)eCCI/IOHaJ'ILHOI.“O oOpazoBanus / U. IiI Ky3nenos. — 3-e uzj., nepepao.
MJIK.03.01. MEHTAI[MOHHOM OOECTIeUYeHU YIpaBlie- u nion. — Mocksa : HgéaTeHLCTBO FOpaiir, 2019.
uis (JTOY) u apXHBHOM Jie/ie 2. JIOKyMEHTOBEICHUE : YIeOHUK U MPAKTHKYM I[J'I.SI CpeIHEero npov(beccno—
HanbHOTO OoOpazoBanus / JI. A. Jloponuna [u ap.] ; moa pemakmueit JI. A.
JoponuHo#t. — 2-e uzj., nepepad. u gomn. — Mocksa : M3natenscTBo YMO CIIO
IOpaiit, 2019.
MUTK.03.02. Metonuka panuonanu3anuu gokyMeH- | 1. Kysuenos, U. H. JlokymeHTannonHnoe obecriedenue ymnpasieHus. JJoky- YMO CIIO

TAallTMOHHOI'O obOecrieueHus YIIPpABJICHUA U

MCHTOO60pOT " ACJIONTPOU3BOJCTBO : y‘IC6HI/IK U IPAKTUKYM JJId CPCAHETO




apXMUBHOTO JieNa

npodeccruonansuoro oopazosanus / . H. Ky3nernos. — 3-e u3., nepepad.
u jon. — Mocksa : U3natensctBo FOpaiit, 2019

1. Kopuees, Y. K. JlokyMeHTaIlmOHHOE OOECTICUCHUE YIIPABIICHUS + TECTHI B YMO CIIO
MJIK.03.03 Opranuzanus paboTel ¢ AeKTpoHHBIMEU | DBC : yaeOHUK U MPAKTUKYM ISl CPETHEr0 MPoQecCHOHAITBHOTO 00pa3oBa-
R JOKyMEHTaMu aus / U. K. Kopuees, A. B. ITmenxko, B. A. Mamrypues. — 2-e u3j., nepe-
pab. u gon. — Mocksa : M3natensctBo HOpaiit, 2019.
1. Kopuees, U. K. JlokyMeHTaIlmOHHOE OOECTICUCHUE YIIPABIICHUS + TECTHI B YMO CIIO
OBC : yaeOHUK U TPAKTUKYM I CPEIHETO MpohecCHOHAITBHOTO 00pa3oBa-
VIL.03.01 YHeOHas MpaKTHKa Hus / I/IyqK KopHeeE, A. B.YI\;[HICHKE, B. A. Mzmq;pueB. — 2-e W31, I;Iepe-
pab. u gon. — Mocksa : U3narensctBo KOpaiit, 2019
1. Kopnees, 1. K. JlokyMeHTalIMOHHOE 0O€CTIeueHNE YIIPaBIECHUS + TECTHI B YMO CIIO
[I11.03.01 [IpousBoncTBeHHas mpakThka (o mpo- | OBC : yueOHUK U MPAKTUKYM JUIsl CpeAHEro Mpo¢decCHOHaIBLHOrO 00pa3oBa-
T (U0 CIIeMAIbHOCTH ) uus / U. K. Kopnees, A. B. [Tmenko, B. A. Mamypre. — 2-e u3 ., mepe-
pab. u mon. — Mocksa : U3garensctBo FOpaiit, 2019
BrinosiHenune pador 1Mo 0HOM MJIM He-
[IM.04 CKOJBKHM  mpodeccussM  padoymux,
AOJIKHOCTAM cayxammx (21299 [esto-
NMPOU3BOAUTENb)
1. I'po3oBa, O. C. [lenonpon3BoACTBO : yaeOHOE TOCOOHE I CPEIHETO YMO CIIO
npodeccuorabHoro oopazosanus / O. C. ['po3oBa. — Mocksa: U3narens-
BrinmonHenue pabotr mo omHod wim He- | cTBO FOpaiT, 2019
M/IK.04.01 CKOJIBKHM TpodeccusMm pabounx, momx- | 2. lllysanosa, H. H. OcHOBBI 1e10mpon3BOICTBA | yUeOHUK U MPAKTHKYM
HOCTSIM CITY>KalllhX U1 cpeaHero npodeccronanpHoro oopazosanus / H. H. Illysanosa, A. 1O. YMO CIIO
WBanosa ; mox obmeit penakaueit H. H. [llyBamoBoit. — 2-¢ u3j., nepepad.
u jon. — Mocksa : M3narensctBo FOpaiit, 2019.
1. Opranuzanus apXuBHOI U CIIPaBOYHO-UH(POPMALIMOHHON PabOTHI MO J0- OI'AY «®UPO»
KymMeHTaMm opranuzanuu: B 2 4. /E.M.bypoBa u ap. - M.: UL «Akanemus»,
2016
VI1.04.01 YucOnas npaxTuia 2. I'pozoBa, O. C. [lenonpou3BoJICTBO : y4eOHOE MMOCOOHE ISl CPEITHETO YMO CIIO
npodeccuonansrHoro odpazosanus / O. C. I'po3oBa. — Mocksa : U3narensb-
ctBo IOpaiit, 2019
1. Opranu3anus apXuBHOM U CIPaBOYHO-UH(POPMALIMOHHOM pabOTHI 1O J10- OI'AY «PUPO»
I —— KyMeHTaM opranuzauuu: B 2 4. /E.M.BypoBa u ap. - M.: U1 «Akanemus»,
1110401 (U0 CIennanbHOCTH) 2016
2. lllyBanosa, H. H. OcHOBBI AenOMpON3BOACTBA | YYEOHUK U MPAKTUKYM YMO CIIO

JUIs cpeanero npodeccuonanbHoro oopaszosanus / H. H. llysanosa, A. 1O.




WBanoga ; nox obmieii penakuued H. H. IllyBanoBoii. — 2-e u3., nmepepad.
u jon. — Mocksa : U3natensctBo FHOpaiit, 2019.

PA3JIEJ 5. OIEHKA PE3YJbTATOB OCBOEHHS OCHOBHOM MPO®ECCHUOHAJIBHOM OFPA3BOBATEJIBHOM ITPOI' PAMMBbI
JIeMOHCTpalMOHHBIN JK3aMeH 10 ctanaapraM Bopaackuuic Poccust mpoBOIUTCS € LEIbIO ONPEACIICHUs] y CTYACHTOB M BBIIYCKHUKOB YPOBHS 3HAHWHU,
YMCHHM, HaBBIKOB, MTO3BOJISIONINX BECTH MPO(HECCHOHATBLHYIO JICSITSILHOCTh B ONPENCICHHON cdepe U (M) BBIIOJIHATH padOTy 10 KOHKPETHBIM IMpodeccuu wim
CIIELIMAILHOCTH B COOTBETCTBUHM CO cTa”AapTamu Bopnackuiic Poccust.
Bxurouenue gopmara 1IeMOHCTPAIIMOHHOTO 3K3aMeHa B MPOIeypy FOCYAapCTBEHHON UTOroBOW aTTecTalluy oO0yJaromuxcs npodecCHoHaIbHBIX 00pa3oBa-

TEJIbHBIX OPTaHU3alUNA — 3TO MOJIETh HE3aBUCUMOM OLIEHKH KauecTBa MOJArOTOBKU KaJIpOB, COACHUCTBYIONIAs PEIIEHUIO HECKOJIBKUX 3ajau CUCTEMBI TPOPECCHOHAN b-
HOro 00pa30BaHuA U pbIHKA Tpy/a 0€3 IpOBEACHUS TOTOJHUTENbHBIX TPOLEAYD.




