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1. IACIIOPT PABOUEI ITIPOT'PAMMBbI YYEBHOU TPAKTUKH

1.1. O6nacTs NpUMEHEHHUSI MPOTPAMMBI:
[TporpamMma yueOHOH MPAKTUKK SBIISIETCS YACThIO OCHOBHOM MPOQECCHOHANBHON 00pa3o-
BarenpHO nporpaMmel B cooTBeTcTBAM ¢ OI'OC CIIO no cnemuansHoctr 46.02.01 [lo-
KYMEHTALIMOHHOE 00ECIICUEHNE YIIPABJICHUS! U APXUBOBEICHUE B YaCTH OCBOCHHUSI OCHOB-
HBIX BHJIOB nTpodeccronanbHoil aearensHoctd (BIT/): Opranuzamus 10KyMEHTalMOHHO-
ro odecnevyeHns ynpapaeHus: 1 GPyHKIMOHUPOBAHUS OPraHU3alluu

Pabouas nmporpamMmma yueOHOH MPAKTUKK MOKET ObITh UCIOIB30BaHA ISl Pa3padoT-
KH MPOrpaMM MPOU3BOJICTBEHHONW MPAKTUKU B AOMOJHUTEIBHOM MPOPECCHOHATBHOM 00-
pa3oBaHKHM (B MPOrpaMMax MOBBIIICHUS KBATM()UKALMN U IEPENOATOTOBKH ).

1.2. Henn u 3a1a4u y4eOHOH NPAKTUKU:
(dbopMupoBaHue y 00yqarommxcs o0umx U npoeCcCuOHaNbHBIX KOMIETCHIINHI, TpUOOpe-
TEHUE HEOOXOAMMBIX YMECHHI M OMbITa MpakThueckoil paboTel B pamkax [IM. 01 «Opra-
HU3AUUs JOKYMEHTAMOHHOTO 00ECNEYCHUs YIPABICHUS U (PYyHKIMOHUPOBAHUS OPraHM-
saumm» [TTICC3 no ocHOBHBIM BUAAM MPO(eCCHOHAIBHOMN NEATENBHOCTH.

B pesynbrare npoxokaeHuss TPOM3BOACTBEHHON MPAKTHKN O0YYArOLIMICS TOJKEH
OCBOMUTB 001IME U TPO(HECCHOHATIBHBIE KOMIIETEHIIVH:

Kon HaunmenoBanue pe3yjbrara 00y4eHus

I[K 1.1 Koopmunuposare paboTy opranu3anuu (MpUEMHONA PYKOBOJIUTEIS ), BECTH
[IPUEM ITOCETUTENEN

I[K 1.2 OcyuiecTBidaTh padOTy MO TNOJATOTOBKE W MPOBEACHUIO COBEIIAHMIA,
JICJIOBBIX BCTPEY, MTPUEMOB M NPE3CHTALMMA

I[IK 1.3 OCyIIECTBIATh MOATOTOBKY JAEIOBBIX MOE3A0K PYKOBOAMTENS W APYTHX
COTPYIHHMKOB OPraHu3alyn

[IK 1.4 Opranu3oBeIBaTh paboyee MECTO CEKpETaps U PYKOBOAUTENS

I[IK 1.5 OQopMnsTe W  PErUCTPUPOBATH  OPraHU3ALMOHHO-PACIIOPSAUTEIBHBIE
JOKYMEHTBI, KOHTPOJIMPOBATh CPOKH MX MCIIOJHEHUS

[IK 1.6 OOpabarbIiBaTh BXOIAMIME U UCXOOSIINE JOKYMEHTBI, CUCTEMATH3UPOBATh
WX, COCTABJIATh HOMEHKJIATYPY JI€N B (POPMHUPOBATH TOKYMEHTHI B ACTa

[IK 1.7 CamocroarensHo  paboTaTb € JOKYMECHTAMH, CoZEp KaIUMHK

KOH(OUACHIMATBHYI0 HHPOPMALMIO, B TOM YHCIE C JOKYMEHTAMH IO
JIMYHOMY COCTaBY

I[IK 1.8 OcymecTBidaTh Tene@OHHOE OOCHY)KMBAHWE, MPUHUMATh W IMEPEaaBaTh
(hakchbl
I[K 1.9 OCyHIeCTBIATE MOATOTOBKY JEN K MEPEIAYE HA APXUBHOE XPAHCHUE

I[IK 1.10 CocTaBnsaTe ONMUCH JEJI, OCYWIECTBIATH MOJATOTOBKY JEN K NEpPeaadye B
apXWB OPraHr3alliy, TOCYTAPCTBECHHBIE 1 MYHUITUITAJIbHBIC APXUBHI

TIK 1.11 BrigaBaTe B COOTBETCTBHM C NoCTynarOommuMHu 3alpocaMmm apxXruBHBIC KOITMH
N JOKYMCHTEI.

OK 1 [ToHnMaTh CYIIHOCTh W COLUMAJIBHYK 3HAYUMOCTh CBOCH Oymyuiei
npodeccuu, NposIBIISITh K HEW yCTOHYHMBBIA HHTEPEC




OK 2 Opranu3oBbeIBaTh COOCTBEHHYIO ACATENBHOCTh, ONPEICNSATH METOIBI W
CHocOObl  BBIMOJHECHUAS MPO(PECCHOHAIBHBIX 3a1a4, OLICHUBATh WX
(P PEKTUBHOCTH U KAYECTBO

OK 3 Pemwate npoOmemMbl, OLEHWBATH PUCKM W MNPUHUMATh PEUICHHAS B
HECTAHJIAPTHBIX CUTYALHSIX
OK 4 OCyILIECTBIIATh IOUCK, AHAIN3 U OLEHKY MH(pOpMALMK, HEOOXOAUMOM [UTst

MOCTAaHOBKM M PelIeHUs] MPo(ecCuOHANBHBIX 3a7a4, MPo(ecCnOHATBHOTO
Y JINYHOCTHOTO Pa3BUTHS

OK 5 Hcnonb3oBarh MHPOPMALMOHHO-KOMMYHUKALMOHHBIE TEXHOJIOTHH IS
COBEPUICHCTBOBAHUS MPO(PECCHOHAIBHOM NEATEIBHOCTH

OK 6 Paborate B KOJJIGKTHBE W KOMaHjae, OOeCIeuMBaTh €€ CIUIOYCHHE,
3¢ PekTHBHO 00MIATHCS ¢ KOJUIETaMH, PYKOBOJACTBOM, NOTPEOUTENSIMU

OK 7 CraBute  1enM,  MOTHBUPOBATH  ACATEIBHOCTH  IOAYHMHEHHBIX,

OPraHM30BBIBATh W KOHTPOJIMPOBATh MX PAdOTy C NPUHATHEM Ha ceOs
OTBETCTBEHHOCTH 32 PE3YJIbTAT BHINOJIHEHUS 3aJaHU I

OK 8 CaMOCTOATENBHO ONPEACIATh 3aa4i MPOPECCUOHATBHOTO U IMYHOCTHOTO
Pa3BUTHS, 3aHUMATHCI CaMOOOpPAa30BAaHMEM, OCO3HAHHO IJIAHUPOBAThH
MOBBIICHUE KBATU(UKALIMK

OK 9 BBITE TOTOBBIM K CMEHE TEXHOJIOTUH B TPOQECCUOHATBHON AEATENbHOCTH

B xone ocBoeHUs mporpaMMbl y4eOHOM MPAKTUKK CTYJAEHT JOJIKCH:
HMETh NPAKTHYECKUIi ONbIT:
o OpPraHM3alKi JOKYMEHTALIMOHHOTO OOECIEUEHUsT yIpaBIeHUs U (PyHKIHOHUPO-
BAHMsI OPTaHU3ALMN.
yMeThb:
MIPUMEHSATH HOPMATUBHBIC MTPABOBBIE AKThI B YIIPABICHUYECKOMN NEATENbHOCTH,
MOATOTABIMBATH MTPOEKTHI YIIPABJICHUYECKUX PELLICHMIA,
COCTABJISTh U BECTH YYETHBIE TOKYMEHTHI,
COCTaBJIATh U O(POPMIIATH OPTaHU3ALUOHHBIE U METOJUYECKHE TOKYMEHTHI,
BECTH CPOKOBYHO KAPTOTEKY,
N0JIb30BATHCA YHU(PUIMPOBAHHBIMU (DOPMaMU JOKYMEHTOB,;
oOpabareiBaTh MOCTYMAKIINAE U OTIPABISEMBIC TOKYMEHTBI, CHCTEMATU3UPOBATh
WX, COCTABJIATh HOMEHKIIATYPY M€ U (POPMUPOBATH TOKYMEHTHI B JIENA,

o MOJIb30BaThCS TIEPEUHSAMHI JTOKYMEHTOB M aHAJIM3UPOBATh (PAKTHUECKOE COMEprKa-
HUE UMEIOIIUXCS B IeJIC TOKYMEHTOB TP OTIPEIETICHUN CPOKOB UX XPAHCHUS,

J o(OPMIIATH JOKYMEHTBI SKCIIEPTHONH KOMHUCCHH,

o MPOU3BOIUTH XPOHOJIOTUUYECKU-CTPYKTYPHYIO CHCTEMAaTH3ALIUIO JIEN,

o OCYUIECTBIISTH TEXHUYECKYIO 00pabOoTKy M MOJHOE O(POPMIIEHUE 1€ TOCTOSIHHOTO
¥ BPEMEHHOT'O CPOKOB XPaHEHMUS,

J COCTaBJIATH OMHUCH JIEN MOCTOSHHOTO W BPEMEHHOTO CPOKOB XPAaHEHHUS B COOTBET-
CTBHUH C JCHCTBYIOIIMMH HOPMATUBHO-METOAUYECKUMHU TOKYMEHTAMM,

J OCYIIECTBIIATH KOHTPOJIb UCTIOJTHEHHS MIOPYUYCHHUM PYKOBOAMTENS COTPYTHUKAMU,
o TOTOBUTH M MTPOBOJANTH COBEIIAHMSI, CTOBBIC BCTPEUHM, TPUEMBI U TTPE3CHTAIINH;




b Oq)OpMJ'IHTB KOMaHIANPOBOYHLIC JOKYMCHTHI,

o oOpabareiBaTh JOKYMEHTBI U MATEPUAIIBI MO PE3YJIbTATAM MOC3AKH PYKOBOIMTE-
T,

o obecneunBark paboTy o¢uca BO BpeMs OTCYTCTBHSI PYKOBOUTEIIS,

o MCIOJIb30BaTh CPEACTBA KOMMYHHUKALIMX JIJIs1 00ECIICUEHMS] B3AUMOCHCTBHS C PY-
KOBOJMTEJIEM BO BPEMSI €0 IETIOBOM MOE3/IKH,

o OpPraHu30BBIBATH U 00ECNIEUMBATH JIMUHBIC KOHTAKTHI PYKOBOJUTENS,

o obecneunBarh KOHPUACHIMATBHOCTD B IPUEMHON M KAOMHETE PYKOBOJIUTENS, CO-
XPaHATh KOH(DUACHIMATbHY O HHPOPMALUIO B TallHE,

o CO34aBarh yCIIOBUs, 00ecneunBaromne 3PPEKTUBHYIO PAOOTY PYKOBOIUTENS,

o YCTAHABJIMBATH KOHTAKT C COOECEIHUKOM, MOJJEPKABATh U Pa3BUBATh ACIOBYIO
oeceny B mponecce Tene(OHHBIX TEPETOBOPOB;

o BECTU U UCMOJB30BaTh B paboTe 0a3y JaHHBIX TeNE(HOHHBIX KOHTAKTOB PYKOBOIM-
TEJIS,

° pabotarh ¢ HHPOPMALMEH O KOHTPOJIIO, CUCTEMATU3UPOBATh €€ U MPEICTABIAT
B BH/JIE CBOJIHBIX JOKYMEHTOB;

. CO3/aBaTh MOJIOKUTEIbHBIA UMUK OpPraHU3aLiy;

. NOJEPKUBATh UMUK OpraHU3aliH;

o obecneunBarh KOH(PUACHIMATBHOCTh HH(POPMALINAN,

o OLICHMBAThH PE3YJIbTAThl B PAMKAX MOCTABJICHHBIX 3a/1a4,

. YCTAHABIIMBATH LEJIH, OTIPEACTIATE UEPAPXUIO LIETCH;

o OMPEACTATH NTPUOPUTETHOCTh U OYEPEAHOCTD BBIMOJHEHHS paboT U 3P (HEKTUBHO
pacnpenensatb paboyee Bpems;

o AHAIM3UPOBATH MPUYUHBI HEBBITOJIHEHUS 33124,
. OKa3bIBATh MOMOILb PYKOBOAMTEIIO B PACIIPENEIIEHUH €0 pad0UYero BpEMEHH,
o BBIOMPATh ONTHMAJIbHBIE CIOCOOBI MH()OPMUPOBAHKS NAPTHEPOB, KIMEHTOB, MO-

CeTUTENICH, PyKOBOAMTENCH MOAPA3ACICHUN U COTPYAHUKOB O TUIAHUPYEMBIX MEPOIpPHS-
TUSIX;

o PacCTaBsATh MPUOPUTETHI, BBIACHATh BAXKHOE H CPOYHOE,
o BBIOMPATh ONTUMAJIBHBIA PUTM paboTHI,

. UCIOJIb30BaTh CPEACTBA KOMMYHUKALMU JUIsl TIEPEJAYX MMOPYYCHHUIA PYyKOBOIUTE-
7,

o NPUMEHSTh B COOTBETCTBUM C HA3HAYCHUEM CPEJICTBA OPraHU3aLMOHHON TEXHUKH,
KaHLETISAPCKUE MPUHAMIEKHOCTH,

J OcHaularh pabodyee MECTO PYKOBOAMTENS M CBOE paboyee MECTO HEOOXOIMMBIM
000pPyIOBAHUEM

J OCYILIECTBIATh 3aMEHY PACXOAHBIX MATEPHAIOB, YXO/ 38 OPTTEXHUKOM;

. OCYIIECTBIATh MOBCEAHEBHBIA YXOJ 3a KONMMPOBAIBHBIM aIaparoM, 3aMEHY W
XpaHECHUE KapTPUILKEN, TOHEPA,

o KOHTPOJIMPOBATh COCTOSIHUE M TOMNOJHATH 3amachl KaHLEISPCKUX TOBAPOB,
CPEICTB TMTHEHBL, MPOAYKTOB MU TAHHUS

3HATh:



o HOPMATUBHBIE MPABOBBIC aKThl B OOJACTH OpPraHM3alM YIPABICHYECCKOW mcs-
TEJBHOCTH,

o (YHKIMH, 331241, CTPYKTYPY OPraHHU3alliH, €€ CBS3H,
o cnenu@prKy OCHOBHON ACATETbHOCTA OPraHU3aliH;
o YIPaBIECHYECKYIO CTPYKTYPY OpPraHM3alliK, PYKOBOJCTBO OPraHMU3allu, 00pa3ibl

MOANKCER PYKOBOAAIIMX COTPYIHUKOB, KPYT MX MOJIHOMOYHMIA U OTPAHMYEHHUS UX 30H OT-
BETCTBEHHOCTH,

o WHCTPYKLMU IO JEIONPOU3BOACTBY M JAPYTUM JIOKQJIbHBIM HOPMATUBHBIM AKTaM,
YCTAHABJIMBAKOIIMM MOPSAIOK pPEATHA3ALMH YIPABIEHYECKUX MPOLEAYP;

o oOure TpeOOBaHUS K CPOKAM UCIOJHEHUS! JOKYMEHTOB U KOHTPOJIBHBIM (DYHKIIU-
SIM CJTY>KObI TOKYMEHTAMOHHOTO 00€CICUEHUS,

o NpaBUJia COCTABJIEHUS] OPraHU3ALMOHHBIX JOKYMEHTOB (ITOJIOKEHUM, HTHCTPY KLU,
PETJIaMEHTOB);

o KJTACCU(PMKALMIO YIPABICHYECKOH HHPOPMALMK, BAIbI YIPABICHUYECKOH HHPOP-
Malu;

o (OopMBbI IPENOCTABJICHUS YIIPABIEHUYECKOH MH(POpMaLUK;

o WCTOYHUKH YIPABICHUYECKOH HHPOpMALINH;

o TpeOOBaHUs, MPEABSBIIIEMBIE K YITPABICHYECKON HHPOPMALNH;

o BHJIbl TOKYMEHTOB, UX HA3HAUYCHUE,

o NOPSJI0K pabOThI ¢ JOKYMEHTAMU,

o npaBWjia COCTaBICHHUS U O(OpMIIEHHUS MH(POPMALIMOHHO-CITPABOYHBIX, OpraHu3a-

HUOHHBIX, YIIPABJIICHYCCKUX NOKYMCHTOB,

o IPaBWIa U CPOKU OTIPABKK UCXOASIINX TOKYMEHTOB;
o paBWJia NOAMUCAHUS U YTBEPKACHHS TOKYMEHTOB;

o npaBWia OPraHu3atuy U (GOpMbl KOHTPOJISL HCIIOJIHEHUST TOKYMEHTOB B OpraHu3a-
1N,

J NPUHLIAIBI padOThI CO CPOKOBON KAPTOTEKOM;

o HA3HAYEHUE U TEXHOJIOTHIO TEKYLIETO W MPEAYNPEAUTEIBHOTO KOHTPOJIS,

o NpaBUia COCTABJICHHS aHATMTUYECKUX CIPABOK MO OpPraHu3anuu paldoThl ¢ TOKY-
MEHTAMH W KOHTPOJIKO UCIIOJHEHHS TOKYMEHTOB,;

o npaBWiia JOKYMEHTALIMOHHOTO 00ECTICUEHUS NEATENBHOCTH OPraHu3alku;

o CXEMBI JOKYyMEHTOOOOPOTA,

o npasuiia paboThl C BXOASIIMMH, HCXOAAIUMHI U BHYTPEHHUMHU JOKYMEHTAMM,

J 0COOCHHOCTH ()OPMUPOBAHUS BHEIIHWUX W BHYTPEHHUX MH(OPMALMOHHBIX MMOTO-
KOB;

J COCTaB BHEUIHUX WH()OPMALMOHHBIX MOTOKOB,

J COCTaB BHYTPEHHUX WH()OPMALIMOHHBIX MOTOKOB,;

o BHJIbI HOMEHKJIATYP, o0ume TpeOOBaHUsl K HOMEHKIIATYype, METOIMKA €€ COCTaB-
JeHHUs U 0(OPMIICHMS,

o NpaBWia CONNIACOBAHHMS HOMEHKJIATYPbI A€ ¢ BEAOMCTBEHHBIMHA apXUBaMH U 3KC-
IIEPTHON KOMUCCHUEN;

o nopsaok ¢opmupoBanuss U opopmieHus aen, cneurduka (GOpMUPOBAHUS OT-

JEJIBHBIX KaTETOPHM e,



b IIpaBuJjia Bblaa4uu U UCII0JIb30BAHHUA JOKYMCHTOB HU3 C(i)OpMI/IpOBaHHBIX I{AI

o KPUTEPHX PA3JIEICHUS JOKYMEHTOB HA TPYIIIBI B COOTBETCTBUH C LIEHHOCTHIO MH-
(dbopMaiuu, coaepKaieics B HUX;

o NOPSIOK MCIOJIb30BAHUS THIIOBBIX MJIM BEJIOMCTBEHHBIX MEPEUHEN JOKYMEHTOB,
OTPEACTIEHUS] CPOKOB XPAHEHHSI B MTPOLIECCE SKCIEPTU3BI IEHHOCTH JOKYMEHTOB;

o NOPSAJOK CO3/IaHusl, OPraHU3ali U JOKYMECHTUPOBAaHUS pabOThl SKCIEPTHON KO-
MUCCHH,

o paBUJIa COCTABIICHUS M YTBEPKACHUS MPOTOKOJIA PAOOTHI SKCIEPTHOM KOMHUCCHU,
o NpaBWia COCTABIICHUSI M YTBEP)KICHUS aKTa O BBIACICHUU JOKYMEHTOB, HE TOJI-
JeKAIUX XPAHECHUIO,

o npaBWjia TEXHUUYECKOW 0OpabOTKM M MOJIHOTO OQOPMIICHUS AEH MOCTOSHHOTO W
BPEMEHHOIO CPOKOB XPAHECHUS,

o paBUJia COCTABIIEHUS OMKCHU AEJI TOCTOSSHHOTO W BPEMEHHOTO CPOKOB XPAHCHHS B

COOTBCTCTBHH C I[GI‘/JICTBYIOH_[I/IMI/I HOPMATUBHO-MCTOJUYICCKHUMHU NJOKYMCHTAMM,

° npaBWia NEPEIAYH Je]l B APXUB OPraHu3aluy;
o OPUHLAIBL, CIOCOOBI MH()OPMUPOBAHUS COTPYAHUKOB,

. OCHOBHBIC MTPaBWJIA XPAHEHUS U 3AIINATHI CIY>KEOHON MH(pOpManuy;

o paBUia OpPraHu3alvy MpUeMa MOCETUTENEH;

o paBWia OPraHu3aly MPUEMOB B O0(uCE;

o npaBuia CEPBUPOBKH YafHOTO (KOPEHHOr0) cToNa,

o npaBUia TPUTOTOBJICHMS W MTOAYM FOPSYMX HAMUTKOB U 3aKyCOK K HUM;

o OPUHLIMIBI A TPaBUJIA TUTAHUPOBaHUs pab0vYero BPEMEHH,

° IMOCTAHOBKY LIEJIEN;

o paBWia TPOBEACHHUS JIETOBBIX IEPETOBOPOB,;

o 0COOEHHOCTH O(OPMIICHUS MJIAHUPOBLIMKA (HA 3JIEKTPOHOM W OyMa)KHOM HOCH-
TENSIX);

. TeNe(POHHBIE KOHTAKTHI PYKOBOUTEIS,

o NOPSIOK MOATOTOBKHU M MPOBEACHUS KOMaHAUPOBOK;

° nopsaoK 0(QOPMIIEHUS JOKYMEHTOB ISl KOMAHIUPOBKH U OTYETHBIX JOKYMEHTOB
0 KOMAaHJUPOBKE PYKOBOIUTEIS,

° JIEJIOBOM IIPOTOKOI,

. KOMIUIEKC OPraHN3alMOHHO-TEXHUYECKUX MEPONPUATHI MO NOJATOTOBKE M MPOBE-
JEHHUIO COBEINAHWI M IEPETOBOPOB, B TOM YMCIIE MEXKYHAPOIHBIX;

o npaBWia BEICHUS, TOATOTOBKU U O(POPMIIEHUS TPOTOKOA U APYTUX JOKYMEHTOB,
CO3JaBacMbIX B MPOLIECCE MOATOTOBKH KOHPEPEHTHOTO MEPOTIPUSTHS,

J COCTaBJIEHUE CMEThI PACXOOB;

o OCHOBBI HAITMCAHUS PEUEH U TOKIIAI0OB PYKOBOUTEIS,

o OCHOBBI 3PrOHOMHUKH 0(uca 1 PIOPUCTHKH,

. CTaHAAPTHI ¥ PEKOMEHIALUMH 110 000PY IOBAHUIO O(PUCHBIX IOMCIICHHUN;

. COCTaB OPraHU3aLMOHHON TEXHUKH, €€ YCTPOMCTBO U MOPSAAOK PabOTHI C HEM.



[To OKOHYaHUM TPAKTUKHA CTYIACHT CHAET OTUET B COOTBETCTBUU C COAECPIKAHUEM TEMA-
TUYECKOTO TJIaHa MPAKTUKU U 110 popme, ycrtanoBieHHOH O’ ATIOY «benropoackuii mne-
JArOri4eCKuil KOJIEHKY .

Hroropas arrecraims npoBoauTcs B popme TupPepeHIIMPOBAHHOTO 3a4€Ta.

1.3. KosimyecTBO 4aCc0B HA OCBOCHHE NPOTPAMMBI IPAKTHKH

Pabouas nmporpamMmma paccuuTaHa Ha MPOXOKAEHUE CTYACHTaMU NPAKTUKU B 00bEME
72 4aca.

Pacnipenenenuie pa3ienoB U TEM MO YacaM NPUBEACHO B MPUMEPHOM TEMATHYECKOM
TUTAHE.

2. CTPYKTYPA U COAEPKAHUE YUYEBHOI MPAKTUKHA
2.1. O0beM Npou3BOACTBEHHON NPAKTHKH (110 NPOPHII0 CIeHHATIBHOCTH)

Bua 3ansiTuii, o0ecneunBaOIIUX MPAKTHKO-
OPHEHTHUPOBAHHYK) MOATOTOBKY
Bceero 3ansaTuii 72
B TOM YHCJIE:
HUHCTpyKTUBHBIE COOpaHus -
HaOntonenue 3anstuii -
DKCKypCHH -
BrinonHenue o0s3aHHOCTEH HAa pabounX MecTax 72
Hrorosas arrecrauus B XO/JI€ MPAKTUKH

O0nemM YacoB

2.2. TemaTnueckuii JIAaH U COACPKAHUE MPOU3BOACTBCHHONH NMPAKTHKH (110 MPOPIITIO
CNEeHAJBHOCTH

HaumenoBanue O6bem ua- | YposeHo
ConepxaHue nesiTeJIbHOCTH
pa3aeioB, TeM COB OCBOEHHS
1 cemecTp
3amnoHeHNe  KypHAJIOB  PEerucTpaluu
3anonHeHne  JKYPHAJIOB | BXOASIIMX JOKYMEHTOB.  3arlojHEHHE 6 5
ydeTa JOKyMEHTAIUH, JKYPHAJIOB PETUCTPAllUU HCXOMSIIUX U
BHYTPEHHUX JJOKYMEHTOB.
Otpaborka HaBbIKOB Te- | Benenne Tenedonnbx neperosopos. Co-
nepoHHOrO  OOCHTyKMBa- | cTaBJeHHE U OPOPMIICHHE BXOIALIMX U 6 2
HUSL. UCXOJSIINX TeJIe(hOHOTPAMM.
CoBepleHCTBOBAHNE Benenue nenoBbix mneperosopoB. Co-
HABBIKOB JIEJIOBOTO 0O0IIe- | craBiieHne U OQOpMIIEHHE TPOTOKOJIOB 6 2
HUSL MO X0y BENIEHUS IEPErOBOPOB.
CoBepleHCTBOBAHNE
CoBepIIeHCTBOBAaHUE HABBIKOB BEICHUS
HaBBIKOB BEIEHUs [IEJ0- N 6 2
. nenoBoi Oecenbl.
BOI1 Oecenbl.
PaszpaboTtka mimaHoB mpo-
PazpaboTka miaHOB mMpOBEneHUs neJo-
BEIECHUS [IEJIOBBIX IpHE- . 6 2
VOB BBIX MTPUEMOB, BBICTABOK, MTPE3EHTALIHIA.




CocraBnenue u oOpMIICHHE MTPUKA30B O
JlokyMeHTUpOBaHHe  Je- | koMmaHauposaHuu. OdopmieHne KOMaH- 6 5
JIOBBIX TIOE37I0K. IUPOBOYHBIX YAOCTOBEPEHHUI B COOTBET-
CTBHUH C TPEOOBAHMSIMH.
2 cemMecTp
Odopmienne mnpuKa3zoB IO OCHOBHOM
Odopmnenne opraHusa- .
OESITeNIbHOCTH, PACIIOPSDKEHUH W yKas3a-
LUOHHO -  pacrnopsau- . o s 6 2
HUH, MOCTAHOBIIEHHA M PEIUSHWH, WH-
TEJBHBIX TOKYMEHTOB .
CTPYKIHIA, IPaBUJI
Odopmnenue ciayeOHBIX MUCEM C YIII0-
BbIM U TMPOAOJIBHBIM PACIOIIOKEHUEM
Odopmnenne wuHpOpMa- P P
o PEKBHU3UTOB, AaKTOB, CIyKEeOHBIX, JO-
LUOHHO-CIPABOYHON  AO- 6 2
KJQIHBIX W OOBSCHHUTENBHBIX 3aIUCOK,
KyMEHTaLIH
NPOTOKOJIOB B COOTBETCTBUHU C TpeboBa-
HUSIMH.
Odopmnenne NOKYMEHTOB IO JIUYHOM
Odopmienne  kaapoBBIX Gop y y
cocraBy opranHuzanuu. OCylecTBICHHE 6 2
TOKYMEHTOB
KOHTPOJIS 32 UX UCTIOJTHEHUEM.
Odopmnenne pacuetHo- | OpopmiieHrne pasIUIHBIX BUIOB pacueT-
JEHEXKHON NOKYMEHTA- | HO-IEHEKHON TOKYMEHTAlUd B COOTBET- 6 2
07078 CTBHUH C TPEOOBAHMSIMH.
OdopmieHne TeKCTOB ¢ TabIuIlaMu, pU-
BeimonHeHne mpakTude- | CYHKaMH, UH(OPMALIMOHHO-CIIPABOY-
ckux pabor ¢ uHbpopMa- | HBIMU Marepuasamu. lcnonb3oBaHue 6 5
LIHOHHO-CIPAaBOYHBIMHU UH(POPMALMOHHO-KOMMYHHUKAITHOHHBIX
MaTepHaJaMH. TEXHOJOTUH I  COBEPIIEHCTBOBAHUS
poeCCHOHANIBHOM NesITeIbHOCTH
IIpakTuueckue  npuemsl
Habop Tekcra cienbiM JecsTUIAIbIIE-
MO0 YCOBEPIIEHCTBOBAHUIO 6 2
BbIM METOOM ITHCHMA.
TEXHHUKU MICHhMA.
IIpomeskyTounas arrectanys B hopme nudhepeHINPOBAHHOTO 3a4eTa

3. YCJIOBUA PEAJIN3AIIAN TPOT'PAMMBI YUEBHOI MPAKTUKH

3.1. TpeGoBaHus K MUHUMAJIbHOMY MAaTE€PHAJIbHO-TEXHUYECKOMY 00eCIe4eHH 0
Peanmuzanus paboueil mporpaMMbl y4eOHOW MPAKTUKKW MPEANOJIAracT HAIMYME KOM-
NBIOTEPHOTO KJTACCA, OCHALIEHHOTO MPE3CHTALMOHHOW TEXHUKON (MPOEKTOP, SKPaH, KOM-
nerTEP/HOYTOYK), makeTamu 110 o0mero Ha3HayeHHs (TEKCTOBBIE PENAKTOPHI, rpaduue-
CKME PEIAKTOPHI ), BBIXOAOM B MIHTEPHET.
O6opynoBanre pabounx MeCT KaOMHETA;
- aBTOMAaTU3MPOBAHHOE paboyee MECTO MPENOIaBaTENS,
- KOMITBIOTEPU3APOBAHHBIE pPA00YME MECTA IO KOJTMYECTBY 00YUarOLINXCS,
- MOCAI0YHBIE MECTA IO KOJIMYECTBY O0YUAIOLIMXCS.

3.2. Nudopmannonnoe odbecneyeHue 00y4eHus1.
Ilepeyens pexkoMeHayeMbIX y4eOHbIX u3AaHuii, IHTepHeT-pecypcoB, TONOJTHUTE/Ib-
HOH JINTEPATYPBhI.
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OCHOBHBIC HCTOYHHUKMU:

1. bacako, M.U. JIokyMEHTAUMOHHOE OOECMEUEHUE YIPABIEHUS (C OCHOBAMHM apXWBO-
BeneHus) / M., bacakoB. — 2-¢ u3a., nepepal. u gon. — M.: KHOPYC, 2016. - 216 c.

2. beikoBa, T.A. JIOKyMEHTAIIMOHHOE OOCCICUCHUE YNpaBiICHUS (JCTONPOU3BOACTRO):
yue0. mocooue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-¢ uzn., nepepad. u
qon. — M.: MHOPA-M, 2017. — 304 c.

3. T'anaxos, B.B., Kopaee UK. JlenonponszBoacTBo: oOpasibl JOKyMEHTOB. OpraHu3a-
uust 1 TexHonorus padotel. bonee 120 moxymentoB / B.B. I'amaxos, M.K. Kopuees,
A .B. Ilmenko. — 3-¢ w3 ., nepepad. u gon. — M.: TIpocnekr, 2015. — 480 c.

4. TanaxoB, B.B. Opranuzaiusi CeKpeTapckoro OOCIY>KMBaHMS. YYEOHHMK JUISl CTY.
yupexnaeHuii cpen. npod. odpazosanus / B.B. I'anaxos, O.b. Hazapenko. — 2-¢ u3n.,
nepepad. u aomn. — M.: U3aarensckuii ieHTp «Akaaemus», 2015, — 286 c.

5. JloponuHa, JI.A. JIokyMEHTaUMOHHOE O0ECIICUEHNE YIPABJICHUS: YUEOHUK U MTPAKTH-
kym ais CI1O / JLA. loponuna. — M.: U3parensctBo FOpaiit, 2019. — 233 c.

6. 3uHoBkrHA, M.M. OCHOBBI UCCIeA0BATENLCKON AesTenbHOCTH: TPU3: yuebHOE moco-
oue s cpeanero npodeccuoHanbHoro oopazosanus / M.M. 3unoBkuHa, P.T. ["apees,
I[L.M. TI'opes, B.B. YremoB. — 2-¢ uzn., nepepad. u gon. — M.: UznarensctBo FOpaiit,
2019. - 124 c.

7. Kazakeruu, T.A. HH. JlokyMeHTaumoHHOE OOeCleUeHre YNpaBICHUS: YYEOHHK W
npaktiukym uist CI1O / T.A. Kazakesnu, A U. Tkanuu. — 2-¢ u3a., nepepad. u mon. —
M.: U3parensctBo FOpaiit, 2019. — 221 c.

8. Kopuees, M.K. JlokymeHTalIMOHHOE 00ECTICUEHUE YIIPABICHUS: YUCOHUK U MPAKTUKYM
st CITO / UK. Kopaees, A.B. TTimenko, B.A. Mamypues. — 2-€ uza., nepepad. u A0I.
— M.: M3narenscTBo FOpaiit, 2019. — 384 c.

9. Kysnenos, H.H. JlokymeHTalmoHHoe odecreueHue ynpapiaeHus. JJoKyMEeHTOO00pOT U
Jeonpou3BOACTBO. yueOHUK U npaktukyMm s CIIO / H.H. Ky3snenos. — M.: Uzna-
TenscTBO FOpaiT, 2019. — 461 c.

10.Ky3nenos, H.W. JlokyMeHTaMOHHOE OOECMEUEHUE YMPABJICHUs MEPCOHANIOM. JlOKy-
MEHTOOOOPOT MU ENOMPOU3BOACTBO: yueOHUK M mpakTtukym it CIIO / HU. Ky3he-
1oB. — M.: M3narensctBo FOpaiit, 2019. — 521 c.

11.JIenkeBuy, JI.A. Jlenonpou3BOACTBO: YUEOHUK JUISl CTY. YUPEKIACHUN cpea. mpod. 00-
pazoBanus / JI.A. JlenkeBuu. — 6-¢ u3n. crep. — M.: M3narenbCkuii HEHTP « AKaIEMUs,
2015. -250c.

12.Cene3neBa, FO. Habop Tekcra Ha [IK. Cnenoii aecstunanbueBeliii Mmeroa nevatu: Ca-
moyumutens. — M.: Kopona-IIpunt, 2017. — 64 c.

13.Cxubunkas, U.1O. Jlenoroe oOuienue: yueOnuk u npaktukym s CI1O / UHO. Cku-
ourkas. — M.: MU3natenbctBo FOpaiit, 2019. — 247 c.

14.Conory6, O.I1. Jlenonpou3BOACTBO: COCTABJCHUE, PEAAKTUPOBAHUE U 00paboTKa J0-
kymeHTOB: yueb. mocodue / O.II. Comoryd. — 10-e u3g., crep. — M: M3narenbCTBo
«Omera-JI», 2015.

15.UykoBenkoB, A.1O., SInkoBas, B.®. Tpebopanus k odopmicHno T10KyMeHTOB. Kom-
menTapuid kK [OCT P 7.0.97-2016. — M., 2018. — C. 99-113.

16.11lysanoBa, H.H. JlokymMeHTallMOHHOE OOECIICUEHUE YITPABJICHUS: YUYCOHUK U MPAKTH-
kym ans CITO / H.H. lllysanosa. — M.: M3narensctBo FOpaiit, 2019. — 221 c.
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17 1lyeanosa, H.H. OcHoBbI Aenonpon3BoacTBa: yueOHUK W npakTukym juist CI10 / H.H.
[Ilyeamosa, A.FO. Ueanoga; noa oour. pea. H.H. IllysanoBoii. — 2-¢ u3f., nepepad. u
non. —M.: M3narensctBo KOpaiit, 2019. — 429 c.

HopmartuBHO-NIpaBOBbIEC AKTHI:

1. Koncrutynus Poccuiickoii @enepamyu: opun. Tekct. — M.: Mapkertunr, 2017. — 39 c.

2. ®enepanbHblii 3aKk0H OT 22 okTA0ps 2004 r. Ne 125-D3 (pen. ot 28.12.2017) «O06 ap-
xuBHOM Jiene B Poccuiickoit denepanumny // CIIC «KoncymbranTl Lrocy.

3. ®enepanbHblil 3ak0H OT 27.07. 2006 Ne 149-®3 (pen. ot 19.07.2018) «O0 unpopma-
01y, UH(HOPMALMOHHBIX TEXHOJIOTUAX W 3awute uHpopmaumm» // CIIC «KoHCymnb-
TaHTl rocy.

4. denepanbhblii 3akoH 0T 02.05.2006 Ne 59-D3 «O nopsiike pacCMOTPEHUs 0OpallcHAN
rpaxxaan Poccuiickoii ®enepanmny // CIIC «KoncynpranTl Lirocy.

5. ®enepanbHbiii 3akoH 0T 27.07.2006 No 152-D3 (pen. ot 31.12.2017) «O nepcoHalb-
HbIX 1aHHbix» // CIIC «KoncyapTanTl Imocy.

6. ®enepanbHbiil 3aK0H 0T 06.04.2011 Ne 63-D3 (pea. ot 23.06.2016) «O0 351eKTPOHHOMR
noamuckuy // CIIC «KoncynbranTtl Limrocy.

7. ®enepanbHblii 3ak0H 0T 29.07.2004 No 98-D3 (pen. ot 18.04.2018) «O komMmepueckoi
taiine» // CI1IC «KoncyapTanTl [1tocy.

8. 3akoH P® o1 21.07.1993 Ne 5485-1 (pen. ot 29.07.2018) «O rocy1apCTBEHHOI TalHE)
// CIIC «KoncynbrantlLirocy.

9. Konexc Poccuiickoii denepaumun 00 aIMUHHCTPATUBHBIX MMPABOHAPYIICHUSX OT
30.12.2001 Ne 195-®3 (pen. ot 06.03.2019) // CI1C «KoncynbranTl Limrocy.

10.I'paxnanckuii koneke Poccuiickoit @enepaumm ot 30.11.1994 Ne 51-®3 (pen. ot
03.08.2018) // CIIC «KoncynbranTl Lnrocy.

11.TpynoBoii koaekc Poccuiickoit @enepaumum ot 30.12.2001 (pen. ot 27.12.2018) // CIIC
«Koncynprantl Lirocy.

12.Yronoeubii konekc Poccuiickoit deneparu ot 13.06.1996 Ne 63-d3 (pen. or
29.07.2018) // CIIC «KoncynbranTl Lrocy.

13.I1podeccronanbhblii cranaapT. CnenuaTucT Mo OpraHu3aluOHHOMY U JTOKYMEHTAIIM-
OHHOMY OO€CIEUCHUIO YyMpaBjicHus opranuzanueid (yTB. Ilpukazom MunHuUCTEpCTBA
TpyJa ¥ couuaabHoi 3ammTel PO) ot 6 mas 2015 r. Ne 276-u1 // CI1C «KoHCyJIbTaHT-
[Trocy.

14.T'ocynapcTBeHHass CUCTEMAa JOKYMEHTAMOHHOTO oOecreueHus: ynpaBiaeHus. OCHOB-
Hble MonokeHus. O0mue TpeOoBaHUS K JOKYMEHTAM U CIy0aM JOKYMEHTALMOHHOTO
obecnieueHus» (ogooOpena koyuieruei ['naBapxusa CCCP 27.04.1988, Ipuka3 [ naBap-
xuBa CCCP ot 25.05.1988 Ne 33) (Bmecte ¢ «IIpaBusiamu 3aroHEHNs OCHOBHBIX PEK-
BHU3UTOB PErMCTPALIMOHHO-KOHTPOJBHBIX (popM (PKD)y, «IIpuMepHBIM MOJIOKEHUEM O
ciy>k0e TOKyMEHTaUMOHHOro obecnedeHus ynpaienus») // CIIC «KoncynbTanT-
[Trocy.

15. KBanu(ukanmoHHbIA CIPaBOYHUK JTOKHOCTEH PYKOBOAUTENEH, CICIUATUCTOB U JIPY-
rux ciayxammx (yrB. [Toctanopnennem Muntpyna Poccun.) ot 21.08.1998 Ne 37 (pen.
ot 27.03.2018) // CI1C «Koncynsrantl Limrocy.
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FOCTbI:

1 FOCT P 7.0.97-2016. HaumoHanbHbli cTaHOapT Poccuitickoin depepaummn. Cuctema
CTaHJapToB MO MHMOopMauuKn, 6ubnnoTevyHomy 1 mgarensckomy geny. OpraHusaum-
OHHO-pacnopsguTeNibHaa LOKyMeHTauus. TpeboBaHUS K OPOPMIEHUIO JOKYMEHTOB»
(yTB. MNMpunkaszom PocctaHgapta ot 08.12.2016 Ne 2004-cT) (pea. ot 14.05.2018) // CINC
«KoHcynbTaHTI110C».

2. TOCT P NCO 15489-1-2007. HaumoHanbHbIn ctaHaapT Poccuiickoin degepauun. Cu-
cTema CTaHZapToB MO MHMOopMaunn, 6MbAMoTeYHOMY U U3LaTeNIbCKOMY Aeny. Ynpas-
neHne fokymeHtamu. O6ume TpebosaHusa (yTB. lNMpukasom PocTexperynnposaHusa OT
12.03.2007 Ne 28-cT) // CIC «KoHcynbTaHTI1110C».

3. TOCT P 7.0.8-2013. HaumoHanbHbIA cTaHgapT Poccuiickoin depepauun. Cuctema
CTaHZapToB NO WH(opmauuu, 6ubnnoTevyHoMy W n3faTenibCKoMy aeny. [enonpowus-
BOACTBO M apXMBHOe [efio. TepMuHbl 1 onpefeneHunsa (yTB. MNpukasom PocctaHaapTa
oT 17.10.2013 Ne 1185-cT) FOCT P 7.0.8-2013. HaumoHanbHbIA cTaHAapT Poccuiickoi
Pepepauymmn. Cucrtema CTaHZapTOB MO MHPOpPMaLMK, BMBINOTEYHOMY U MU3LaTe/IbCKO-
My geny. [enonpoun3BOACTBO W apXuBHOe fefo. TepMmuHbl 1 onpegeneHns (yre. Mpu-
Kasom PoccTtaHgapTa ot 17.10.2013 Ne 1185-cT) // CINC «KoHcynbTaHTI11H0C.

[Mepuogmnyeckne n3faHus:

1 )KypHan «CeKkpeTapcKoe aeno»
2. )XypHan «Jlenonpon3soacTBo»
3. XXypHan «CekpeTapb-pehepeHT»

[onosiHnTeIbHble UCTOYHUKN:

1 Kny6 npodeccroHanbHbIX CeKpeTapeil [OneKTpPoHHbIA pecypc]. - Pexum goctyna:
http://old.clubsecretarv.ru/. cBO60AHbINA. - 3arn. ¢ aKpaHa.

2. PRO-CekpeTapmat: c006LLEeCTBO CeKpeTapeil, opuc-mMmeHeaKepoB, NOMOLLHNKOB PYKO-
BoauTens. [ANeKTpoHHbIA pecypc]. - Pexxum poctyna: http://e.sekretariat.ru, cBo60s-
HbI. - 3arn. ¢ aKpaHa.

3. MepeyeHb LOMKHOCTHBLIX WMHCTPYKUMIA [DNEKTPOHHbIA pecypc]. - Pexum pgoctyna:
http//www.d-instrukciva.ru, cBO60AHbIN. - 3arn. ¢ sKpaHa.

4. CeKpeT@pb: MH(POPMALMOHHLIA nopTan Ana cekpetapei [NEKTPOHHbLIA pecypc]. -
Pexxum pgoctyna: http://www.sekretarv.net, cBO60AHbIN. - 3ar/. ¢ aKpaHa.

3.2. O6bwme TpeboBaHUA K opraHusaymm obpasoBaTe/ibHOro npouecca

Yye6Has npakTKa MPOBOAUTCA MacTepaMy MPOM3BOACTBEHHOrO 06Yy4eHus u/vunm
npenojaBaTensMn NPOMECCMOHANBHOTO LMKNA KOHLEHTPUPOBAHHO. YUeBHYH MpPaKTUKY
peKoMeHAyeTCs NPOBOAMTL NPWU AeNeHUW rpynMnbl Ha NOArPYNMbl, YTO CNOCO6GCTBYET NO-
BbILLEHMNIO KayecTBa 06YUEHNs U MHAUBUAYANU3ALMN 0ByUeHMS.

3.3. KagpoBoe obecreueHme 06pa3oBaTe/IbHOro npolecca

MpenogaBaTenn, OCYLLECTBASIOLME PYKOBOACTBO YUYe6HOW MPaKTUKO CTY/EeHTOB,
[O/MKHbI MeTb CpefHee NPogeccroHanbHoe UK Bbicllee NpPodeccuoHaibHoe 06pa3oBa-
HWe, COOTBETCTBYHOLLEE NPOGNI0 NPenogaBaeMoro Mogyns. OnbIT AesSTenbHOCTW B opra-
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HU3AUUAX COOTBETCTBYIOIIEH MPOPECCHOHANBHON CQEpPbI, CTAXUPOBKA B MPOQPUIBLHBIX
OopraHm3anmsax He pexe 1 pasa B 3 roja sBiseTcs 00sS3aTeNbHBIMU IS MPENOJABATEICH,
OTBEYAIOMIMX 32 OCBOECHUE 00YYAKOMIMMCS TPOPECCUOHATIBHOTO IIUKJIA.

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUSI YUEBHOH TIPAK-
TUKHU

KoHTponbk M OllgHKa pe3yJbTaTOB OCBOCHHUS YUeOHON MPAKTHUKKA OCYIICCTBIISETCS
IpenojaBaTesieM B MPOIECCE MPOBEACHUS MPAKTUUCCKUX 3aHATHI W MpUeMa OTYETOB, a
TaKke craun o0ydarommmucs audpHepeHuPpoBaHHOTO 3a4€ETa.

Pesynbrarel 00y4yenus
(mpuoOpeTeHne MPakTHIECKOTO OMbITA, OCBOSHHBIE YMEHHS,
yYCBOEHHbBIE 3HAHMS)

cI)OprI U METOOBI KOHTPOJIA U OLCH-
KH
pe3yJabTaToB O0yYEeHMUS

ITpuobpeTeHHbIi MPAKTHIECKHIHA OTIBIT:

- OpraHu3alysl AOKYMEHTALMOHHOrO OoOecneueHus yIpasiie-
HUSI U PYHKIIMOHUPOBAHUS OpPTraHU3aLHH

OcBoeHHbIE YMEHUS:

- TPUMEHSITh HOPMATHUBHbBIC MPABOBBIC aKThl B yIpaBJeHYe-
CKOM JIeSITeIbHOCTH,

- MOATOTABJIMBATh IPOEKTHI YIIPABICHYECKUX PELICHUIT;

- COCTABJISITh U BECTH YYETHBIE TOKYMEHTHI,

- COCTaBJISITh U OQOPMIISITH OPraHU3ALMOHHBIE M METOIUYe-
CKHE JTOKYMEHTBI,

- BECTH CPOKOBYIO KapTOTEKY;

- OJIb30BATHCS YHUPULMUPOBAHHBIMU (POPMAMHU JOKYMEHTOB;
- oOpabaTbIBaTh MOCTYMAIOLINE M OTIIPABISEMBIE JOKYMEHTBI,
CHUCTEMaTHU3UPOBATh MX, COCTABISITh HOMEHKJIATYpPYy el |
(opMHpOBaTh JOKYMEHTHI B /€14,

- TIOJNb30BATbCsl MEPEUHSIMU JOKYMEHTOB W aHAIM3HPOBAThH
dakTHUeCKOe comepiKaHHEe MMEIOLIUXCS B JeNie TOKYMEHTOB
NP OMpesieJIeHUH CPOKOB MX XPaHEHHS,

- 0OPMJISTH TOKYMEHTBI 3KCIIEPTHONH KOMHCCHUH;

- MPOU3BOIUTb XPOHOJOTHMYECKU-CTPYKTYPHYIO CHCTEMATH3a-
L0 JIel,

- OCYIIECTBJISAITh TEXHUYECKYIO 00pabOTKy W mosHOe ohOopM-
JIEHHE /1] TOCTOSTHHOTO M BPEMEHHOTO CPOKOB X PaHEHUS,

- COCTaBIISITh OIUCH JIEJ MOCTOSTHHOTO M BPEMEHHOT'O CPOKOB
XpaHeHUs] B COOTBETCTBUM C AEHCTBYIOLIUMU HOPMATHBHO-
METOIUYECKUMU TOKYMEHTAMH;

- OCYIIECTBJIATh KOHTPOJb HCIIOJHEHUS] MOPYYEHUIH PYKOBO-
OUTENs COTPYIHUKAMH,

- TOTOBUTb M MPOBOJUTb COBELIAHUS, AEJIOBbIE BCTPEYH, MPHU-
€MBbI U TIPE3CHTALIH;

- 0OPMJISITH KOMaHIUPOBOUHBIE TOKYMEHTHI,

- oOpalaTbiBaTh JOKYMEHTbl W MaTe€pHaibl MO pe3yJibTaTam
MOE3]IKU PYKOBOAHTEIIS,

- obecrieunBath paboTy orca BO BpeMsi OTCYTCTBUSI PYKOBO-
TUTES,

- HCIIOJIb30BaTh CPENCTBA KOMMYHHKALMU Il OO€CTIeUeHHSI
B3aMMOJIEHCTBHs C PYKOBOAMTEIEM BO BPEMsI €ro JIEJOBOH

- aQHaIM3 W OICHKA BBIMNOJHEHUS
MPAKTUYECKUX 3a0aHU,

- BBICTABJICHHE OTMETOK B Oayiax 3a
KQXXAYIO0 BBIMOJHEHHYIO paboTy, Ha
OCHOBE KOTOPBIX BBICTABJISIETCS UTO-
roBasi OTMETKA.

— aHaMM3 W OILICHKA BBIMTOJHECHUS
YCIOBHUSl 3[aHUSI Ha TBOPYECKOM
YPOBHE C TMpencTaBjIeHHEeM COOCTBEH-
HO1 TTIO3HIIUH,

— aHaJiu3 U OLIEHKa BBIOOpA CrocoOOB
NENCTBUN U3 PaHEE U3BECTHBIX,

— MOHUTOPHUHI POCTa TBOPUYECKOU ca-
MOCTOATEJIbHOCTH M HaBBIKOB TOJY-
YEHHUsI HOBOTO 3HAHMS KaXKIBIM CTY-
JIEHTOM.

— (opmupoBaHUe pe3ysbTaTa UTOTO-
BOH aTTeCTalMy IO JUCLUIUIMHE Ha
OCHOBE CYMMBI PE€3yJIbTATOB TEKYIIE-
rO KOHTPOJIAL.
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MOE3KH;
- OpPraHM30BBIBATh U OOECTEYMBATH JIMUYHbIE KOHTAKTBI PYKO-
BOJIUTEIS,

- obecne4nBaTh KOH(QUACHIHAIBHOCTD B MPUEMHONW U KaOu-
HeTe PYKOBOIHUTENSA, COXPAHATh KOHPHUICHUHATBHYIO HHPOP-
MAlIHIO B TalHE,

- co3zmaBaTh ycioBwus, obecrneunsaromue 3¢gdexrusHyo pado-
Ty PYKOBOJIUTEJIS,

- YCTaHABJIUBATh KOHTAKT C COOECETHUKOM, MOAAEPIKUBATD U
pa3BHBATh AEJOBYIO Oeceny B mpolecce TeaeQOHHBIX Tepero-
BOPOB;

- BECTH W UCIOJNB30BaTh B pabore 0a3y MaHHBIX Tene(OHHBIX
KOHTaKTOB PYKOBOJIUTEJIS;

- paborath ¢ mHpOpMaLHENH MO KOHTPOJIO, CUCTEMATH3UPO-
BaTh €€ U MPECTABJIATh B BUIE CBOAHBIX JOKYMEHTOB;

- CO3/1aBaTh MOJOKUTEIbHbIA UMUK OPraHU3aLIH;

- OJACPKUBATH UMUK OpraHU3ALINHY,

- obecneunBaTh KOH(PUACHINAILHOCTD HHPOPMALIUY;

- OLICHUBATD PE3yJIbTAThl B PAMKAX MMOCTABJICHHBIX 33714,

- YCTaHABJIMBATH LIEJIH, ONPEACISITh HEPAPXUIO LIeNel;

- OmnpeneNsiTh MPUOPUTETHOCTh U OYEPEIHOCTb BBINOJHEHHUS
pabot u 3¢ pexTUBHO pacnpenensaTs padodee Bpems,

- aHAJTM3UPOBATH MPUYMHBI HEBBIMOJIHEHNUS 3214,

- OKa3bIBaTh MOMOIIb PYKOBOIUTENIO B PACIPENCICHUU €ro
pabouero BpeMeHH;

- BBIOMpATh ONTHUMAJIbHBIE CIIOCOOBI MH(POPMUPOBAHUS MapT-
HEPOB, KJIMEHTOB, MOCETUTENEH, PYKOBOAUTENEH MTOApa3aesie-
HUIi U COTPYIHUKOB O IUIAHUPYEMbIX MEPOTPHUSITHSX;

- PacCTaBISITh PUOPHUTETHI, BBIACISITH BAXKHOE M CPOUHOE,

- BBIOMPATh ONTUMAJIbHBIA PUTM PabOTHI;

- UCIMOJIb30BATh CPENCTBA KOMMYHHKALIUHU JIsl TIepeaadu mo-
PY4YEHHI PYKOBOAUTES,

- MPUMEHATh B COOTBETCTBUU C Ha3HAYEHHEM CPEICTBa Opra-
HHU3ALUOHHON TEXHUKH, KaHLEISIPCKUE MPUHAICKHOCTH,

- ocHamaTh padodyee MECTO PYKOBOAUTENS U CBoe padouee
MeCTO HEOOXOAMMBIM 000PYIOBAHUEM,;

- OCYLIECTBJISITh 3aMEHy PACXOOHBIX MATEepPHAIOB, YXOI 32
OpPITEXHUKOH;

- OCYLIECTBJISATh MOBCEAHEBHBIN YXO 3a KOMHUPOBAJIbHBIM all-
napaToM, 3aMeHy U XpaHeHHe KapTpPHUIKeH, TOHepa,

- KOHTPOJIUPOBATH COCTOSIHUE M TOMOJHSATH 3amachl KaHLe-
JSIPCKUX TOBApPOB, CPEACTB MMTHEHbBI, MPOAYKTOB MUTAHHUS.

Y CBOCHHBIE 3HAHUS:

- HOpPMATUBHbIE MpPABOBbIE aKThbl B OOJACTH OpraHH3aLUN
yIPaBJIEHYECKOH NesITeIbHOCTH;

- hyHKUMH, 3382491, CTPYKTYPY OpraHU3ALMHU, €€ CBSI3H;

- crietu(pUKy OCHOBHOM JESITEIbHOCTH OpraHU3aLHig;

- VOPaBICHYECKYIO CTPYKTYPy OpPraHU3alMH, PYKOBOACTBO
opraHu3auuy, oOpasubl MOAMUCEH PYKOBOMSIUMX COTPYIHU-
KOB, KPyI' MX TMOJHOMOYHMH M OTPAaHHYEHUS HX 30H OTBET-
CTBEHHOCTH;

- MHCTPYKLHH MO AEJONPOU3BOACTBY M APYTMM JIOKAJIbHBIM
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HOPMATHUBHBIM aKTaM, YCTAHABJIHMBAIOIIUM TOPSIOK pean3a-
L[UH YIIPABJICHYECKUX MPOLIEAYD;

- oOmue TpeOOBaHUS K CPOKAM HUCIOJHEHHs JTOKYMEHTOB U
KOHTPOJIbHBIM ~ (PYHKLIUSIM ~ CIY>KObI  TOKYMEHTALIMOHHOTO
obecrieueHusI,

- TIpaBUJIa COCTABJICHUs OPTaHM3ALMOHHBIX JOKYMEHTOB (I0-
JIOKEHUN, MHCTPYKLHH, PEerIaMeHTOB);

- KJacCU(UKALMIO YMPaBIEHUYECKOH WHPOPMALIUHN, BHIIbI
yhpaBJieHYecKoi nHpopMauuuy,

- (popmBI penocTaBICHUS YIIPABISHUECKOH HHPOPMALINY;

- ICTOYHHKH yTPaBICHYECKOH HH)OpMAIHH;

- TpeOOBaHUs, IPENBSABISIEMbIE K YIIPaBICHYECKOH HH(pOpMa-
LMu;
- BHJbI JOKYMEHTOB, X HA3HAYCHUE,

- IOPSAOK PadOThI C JOKYMEHTAMH,

- TmpaBWiia COCTaBjieHUss U OQOpMIIeHUS HHQPOPMAIUOHHO-
CIPaBOYHBIX, OPTaHU3ALMOHHBIX, YIPABICHUYECKUX TOKYMEH-
TOB,
- IPaBHJIa U CPOKHU OTIPABKH UCXOMSLINX JTOKYMEHTOB;

- TIpaBHJIA IOAMUCAHNS U YTBEPKICHUS TOKYMEHTOB;

- MIpaBHUJIa OPTaHU3ALUU U (POPMBI KOHTPOJISI UCIIOTHEHHS 10~
KyMEHTOB B OpTaHHM3aLNY,;

- IPUHLUIBI PabOTHI CO CPOKOBON KapPTOTEKOM,

- Ha3HaYeHHUE U TEXHOJIOTHIO TEKYIIEro U MpeayIpeanTeIbHO-
r0 KOHTPOJIS,

- TIpaBWJIa COCTABJICHUS] aHAJMUTHYECKUX CIPABOK IO OpPTraHu-
3anMu paboThI C JOKYMEHTaMH U KOHTPOJIFO HCIIOJHEHHS J10-
KYMEHTOB,

- TpaBWJIa JTOKYMEHTAL[HOHHOTO OOECTEeUeHMs] AESITeIbHOCTH
OpraHu3alLuy,

- CX€MbI JOKYMEHTO000pOTa;

- mpaBmya paboThl ¢ BXOASIIUMH, UCXOMALIUMH M BHYTPEH-
HUMH TIOKYMEHTaMH;

- ocobeHHOCTH (HOPMUPOBAHMS BHEIIHUX U BHYTPEHHHUX HH-
(hOpMaLMOHHBIX MTOTOKOB,

- COCTaB BHEIIHUX WH(POPMALIMOHHBIX TOTOKOB;

- COCTaB BHYTPEHHUX WH(POPMALIMOHHBIX TOTOKOB;

- BHIbI HOMEHKJATyp, obmue TpeOOBaHUS K HOMEHKIATYPE,
METOAMKA €€ COCTABJIEHUS U OPOPMIICHHS,

- TIPaBHJIa COTJIACOBAHUSI HOMEHKJIATYPhI €N C BEJOMCTBEH-
HBIMH apXHBaMH 1 SKCIIEPTHONW KOMHCCHEH;

- mopsipok (popmupoBaHuss U opopMIIeHHUS e, cneunpuka
(bopMHUpOBaHHS OTAENBHBIX KATETOPHA AT,

- MpaBWJIa BBIAAYU M WCIOJIb30BAHUS JTOKYMEHTOB U3 cop-
MHUPOBAHHBIX O,

- KPUTEPUH DPa3[eJCHUsT TOKYMEHTOB Ha TPYIIBI B COOTBET-
CTBHH C LICHHOCTBIO HH(POPMALINH, COAEPIKAIICHCS B HUX,

- TIOPSIAOK HMCIIONIb30BAHMSI THITOBBIX WJIM BEIOMCTBEHHBIX ITe-
peuHell TOKYMEHTOB, ONpEAENCHHsI CPOKOB XPAaHEHHs B MPO-
1[eCCe KCIEPTH3bI IEHHOCTH TOKYMEHTOB;

- TMOPSIIOK CO3/AaHUs, OPraHU3alUU M JOKYMEHTHPOBAHUS pa-
OOTBI 3KCIEPTHON KOMHUCCHU,
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- MpaBWJIA COCTABJIEHHSI U YTBEP)KACHHS MPOTOKOJIA PabOTHI
SKCMEPTHON KOMUCCHH,

- TpaBWJIa COCTABJICHUS] M YTBEPKICHHUSI aKTa O BBIACICHUH
TOKYMEHTOB, HE TIOAJIEKALINX XPAHEHHUIO;

- TpaBUJIa TEXHUUYECKOH 0OpabOTKU M MOJHOTO OQOpMIICHHS
JeJ1 TIOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPAaHEHUS,

- TIpaBWJIa COCTABJICHUS OIUCH JIeJI IOCTOSTHHOTO M BPEMEHHO-
ro CPOKOB XPaHEHHUsI B COOTBETCTBHUH C NEHCTBYIOLIMMH HOP-
MaTHBHO-METOUYECKUMHU TOKYMEHTaMH;

- IpaBHJIa MIEPEAYU 1€ B APXUB OPTaHU3ALUH;

- IPUHLIUIIBL, CIIOCOOBI HHYOPMUPOBAHUS COTPYIHUKOB,

- OCHOBHBIE TpaBWJIA XPAaHEHWs M 3AIIHUTHI CIIykKeOHOH WH-
bopmarmm;

- IpaBHJIa OPTraHU3AINY TIPHUEMa MTOCETUTENEH;

NpaBUiIa OPraHU3aLUH IPUEMOB B OuCe;

NpaBUiIa CEPBUPOBKH YaifHOTO (Ko(eitHoro) cromna,;

- IPaBUJIa IPUTOTOBJICHUS U TIOAAYH TOPSYNX HAITUTKOB H 3a-
KYCOK K HUM,;

NPUHLHIBI U TPABUJIA TUTAHUPOBAHHS Pad0Uuero BpEeMeHH,
MOCTAHOBKY LIEJIEH;

NpaBUJIa IPOBEIECHUS IEIOBBIX IEPErOBOPOB;

0ocoOeHHOCTH OQOPMIICHHSI TIJIAHUPOBIIHKA (HA 3JIEKTPOHOM
1 OyMa)KHOM HOCHUTEJISIX ),

- TeJe()OHHBIE KOHTAKTHI PyKOBOAUTEIIS,

- TIOPSAZIOK MTOATOTOBKH U MPOBEICHHSI KOMaHIUPOBOK;

- TOPSAOK O(GOPMIICHHUS] AOKYMEHTOB Ui KOMaHAWPOBKH H
OTYETHBIX JOKYMEHTOB MO KOMaHIUPOBKE PYKOBOIUTEIIS,

- AE€JOBOM MPOTOKOJI,

- KOMIUIEKC OpPTaHH3aLMOHHO-TEXHUYECKUX MEPONPHUITUH IO
MOJTOTOBKE U MPOBEIECHUIO COBEIIAHUI H MEPErOBOPOB, B TOM
YHUCIIe MEXKITYHAPOIHBIX;

- TIpaBUJIa BEIEHUS], IOATOTOBKU U OOPMIICHHUS MTPOTOKOJIA U
APYTruX TOKYMEHTOB, CO3[aBAa€MbIX B IPOLIECCE MOATOTOBKH
KOH(EPEHTHOTO MEPONPUSTHS,

- COCTaBJICHUE CMEThI PaCXOOB;

- OCHOBBI HAITCAHUS pedell U TOKJIAA0B PyKOBOAUTEIIS,

- OCHOBBI PTOHOMHKH 0drca U PIOPUCTHKH;

- CTaHAAPThl U PEKOMEHAALNU O O0OPYAOBAHUIO O(QUCHBIX
TTOMEIEHU;

- COCTaB OPraHU3aLMOHHON TEXHUKH, €€ YCTPONCTBO U MOps-
JOK pabOThI ¢ HEH.
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