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1. MTACIIOPT IMTPOTI'PAMMBI ITPON3BOJICTBEHHONI INPAKTUKH

no npogeccuoHabHOMY Moayro [IM O1.

((OpFaHI/I3aHI/I$I AOKYMCHTAIIlHOHHOI'O oOecIeueHus YHpaBJICHUA

¥ (YHKIIMOHUPOBAHUS OPraHU3aL[in»

1.1. ObnacTp npuMeHeHusi MPOrpaMMbl IPOU3BOACTBEHHOH NPAKTHKH

[Tporpamma TPOM3BOACTBEHHONW NPAKTUKH SBIAETCS COCTaBHOM wacThro OIIOIT
CIIO, obecneunBatonieii peanuzanuto GI'OC CIIO.

[Tpon3BOACTBEHHAS MPAKTHKA SIBJISETCS YAaCThIO yU4EOHOrO MPOLECCA W HANPABIIEHA
Ha (DOPMUPOBAHUE Y CTYJICHTOB OOIIMX M MPO(PECCHOHATIBHBIX KOMIETCHIINI:

Kon HaunmenoBanue pe3yabrara 00y4eHus
I[K 1.1 Koopmunuposare paboTy opranu3aniu (IpUEMHON PYKOBOJIWTENS ), BECTH
IIPAEM TTOCETUTEIEN
[K 1.2 OcyiiecTBidarh padOTy MO TNOATNOTOBKE W MPOBEACHUIO COBEIIAHMIA,
JICJIOBBIX BCTPEY, TPUEMOB M NPE3CHTALMIA
I[IK 1.3 OCyIIECTBIATh MOATOTOBKY JAEIOBBIX NMOE3A0K PYKOBOAMTENS WM APYTHX
COTPYJIHHMKOB OPraHu3aluu
I[IK 1.4 Opranu3oBeIBaTh padoyee MECTO CEKPETaps U PYKOBOAUTENS
I[IK 1.5 OQopMassTe W PErUCTPUPOBATH  OPraHU3ALMOHHO-PACIIOPSAUTEIBHBIE
JOKYMEHTBI, KOHTPOJUPOBATh CPOKU MX UCIIOJHEHUS
[IK 1.6 OOpabarbIBaTh BXOIAMIME U UCXOOSIINE JOKYMEHTBI, CUCTEMATH3UPOBATh
WX, COCTABJIATh HOMECHKJIATYPY JIEN ¥ POPMHUPOBATH TOKYMEHTHI B I€Ta
[IK 1.7 CamocroarensHo  paboTaTb € JOKYMCHTAMH, COZEp KaILUMHU
KOH(PUIACHIMATBHYI HHPOPMALMIO, B TOM YHCIE C JOKYMEHTAMH IIO
JMYHOMY COCTaBY
I[IK 1.8 OcymecTBidaTh TeNePOHHOE OOCHY)KMBAHWE, MPUHUMATh W IMEPEaaBaTh
(hakchbl
I[IK 1.9 OCy1IECTBIIATH MOATOTOBKY ACJI K IMEPEAAYe HA APXUBHOE XPAHEHUE
I[IK 1.10 CocTaBnsaTe ONMUCH JEJI, OCYWIECTBIATH MOJATOTOBKY A€ K NEpPeaadye B
APXWB OPraHU3alK, TOCYJAPCTBEHHBIE U MYHULIMITAIBHBIE APXUBBI
K 1.11 BriaBars B COOTBETCTBHHM C MOCTYNAIOLIUMH 3aPOCAMHU APXUBHBIE KOTIMH
U JOKYMEHTBL
OK 1 [ToHnMaTh CYIIHOCTH W COLUMAJIBHYK 3HAYUMOCTh CBOCH Oymyuiei
npodeccuu, NposIBIISITh K HEW YCTOHYMBBIA HHTEPEC
OK 2 Opranu3oBbeIBaTh COOCTBEHHYKO ACATENBHOCTb, OMPEACTSATh METOIbl M
CrocOoObl  BBIMOJHEHUS MPO(PECCHOHAIBHBIX 3a1a4, OLICHUBATh WX
3(PPEKTUBHOCTH U KAYECTBO
OK 3 Pemwate mpoOsemMbl, OLEHWBATH PUCKM W MNPUHUMATh PEUICHHAS B
HECTAaHJAPTHBIX CUTYalHUsX
OK 4 OCyILIECTBIIATh IOUCK, AHAIN3 U OLEHKY MH(pOpMALK, HEOOXOAUMOMN ISt

MOCTAaHOBKM M PeIIeHUs] MPo(ecCHOHANBHBIX 3a7a4, MPo(ecCHOHATBHOTO
Y JINYHOCTHOTO PA3BUTHS




OK 5 Hcnonb3oBare MHPOPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHH IS
COBEPUICHCTBOBAHUS MPO(PECCHOHAIBHOM NEATEIIBHOCTH

OK 6 Paborate B KOJJIGKTMBE M KOMaHjAe, oOecmeumBaTh €€ CINIOUCHHE,
3¢ PekTHBHO 00MIATHCS ¢ KOJUIETaMH, PYKOBOJACTBOM, NOTPEOUTENSIMU
OK 7 CrtaBuTh  1I€M,  MOTHBHPOBATh  JACATEIBHOCTh  MOAYMHEHHBIX,

OPraHM30BBIBaTh W KOHTPOJIMPOBATh WX PAdOTy C NPUHATHEM Ha ceOs
OTBETCTBEHHOCTH 3a PE3YJIbTAT BHINIOJIHEHUS 3aJaHU I

OK 8 CaMOCTOATENBHO ONPEACITh 3aa4i MPOPECCUOHATBHOTO U IWYHOCTHOTO
pPa3BUTHS, 3aHUMATbCI CaMOOOpPa30BaHMEM, OCO3HAHHO IUITAHMPOBATH
MOBBIIICHUE KBATU(UKALIMK

OK 9 BBITE TOTOBBIM K CMEHE TEXHOJIOTUH B TPOPECCUOHATBHON ACATENbHOCTH

¥ MPUOOPETEHUE MPAKTUYECKOrO OMbITA MO BUAY NPO(ecCHOHAIbHOM aearenbHoCcTH «Op-
raHU3alKs JOKYMEHTAMOHHOTO 00ECIICUEHHs YIPABIEHUS U (PYHKIIMOHUPOBAHUS OPra-
HU3ALA

1.2. Ileqn ¥ 3a7a44 NPOU3BOACTBEHHOH NMPAKTUKHU (M0 NMPOQUII0 CHIENHAJIBHOCTH),
TPeOOBAaHMS K Pe3yJIbTaTaM OCBOCHUSI IPAKTHKH, (POPMBI OTHETHOCTH

B xo1e 0cBOEHUS MPOrpaMmel MPOU3BOACTBEHHOM NMPAKTUKA CTYACHT JOJDKEH:
HMETh NPAKTHYECKHU I ONBIT:
o OpPraHM3alK JOKYMEHTALIMOHHOTO OOECIEeUEHUsl yIpaBieHUus U (PyHKIMOHUPO-
BAHMsI OPTaHU3ALMN.
yMeThb:
MIPUMEHSATH HOPMATUBHBIC MTPABOBBIE AKThI B YIIPABICHYECKOMN NEATENBHOCTH,
MOATOTABIMBATH ITPOEKTHI YIIPABICHUYECKUX PELICHU;
COCTABJISITh U BECTH YYETHBIE TOKYMEHTHI,
COCTaBJIATh U O(POPMIIATE OPTaHU3ALUOHHBIE U METOJUYECKHE TOKYMEHTHI,
BECTH CPOKOBYIO KAPTOTEKY,
N0JIb30BATHCA YHH(PUIIMPOBAHHBIMU (DOPMaMU JOKYMEHTOB,;
oOpabareiBaTh MOCTYMAKIINAE U OTIPABISEMBIC TOKYMEHTHI, CHCTEMAaTU3UPOBATh
WX, COCTABJIATh HOMEHKIIATYPY M€ U (POPMUPOBATH TOKYMEHTHI B JIENA,

o MOJIb30BaThCS TIEPEUHSAMH JTOKYMEHTOB M aHAJIM3UPOBATh (PAKTMUECKOE COAEpIKa-
HUE UMECIOIIMXCS B IeJIC TOKYMEHTOB TP OTIPEIETICHUN CPOKOB UX XPAHCHUS,

J o(OPMIIATH JOKYMEHTBI SKCIIEPTHONH KOMHUCCHH,

o MPOU3BOIUTH XPOHOJIOTUUYECKU-CTPYKTYPHYIO CHCTEMAaTH3ALIUIO JIEN,

o OCYUIECTRIISATH 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 JICHCTBYIOIUMH HOPMATUBHO-METOAUYECKUMHU TOKYMEHTAMHM,

J OCYIIECTBIIATH KOHTPOJIb UCTIOJTHEHHS MIOPYUYCHHUM PYKOBOAMTENS COTPYTHUKAMU,
o TOTOBUTH M MTPOBOJANTH COBEIIAHMUS, ACTOBbIC BCTPEUH, TIPUEMBI U TTPE3CHTAIINH,

J 0o(OpPMIIATH KOMaHAMPOBOYHBIC TOKYMEHTHI,




o oOpalareiBaTh JOKYMEHTBI W MaTepHalibl IO PE3yJibTaTaM MOE3JKA PYKOBOJIUTE-

T,
o obecneunBark paboTy o¢uca BO BpeMs OTCYTCTBHSI PYKOBOUTEIIS,

J MCIOJIb30BaTh CPEACTBA KOMMYHHUKALIMK U1l 00ECNEYCHHs B3aUMOACHCTBHUS C PY-
KOBOJMTEJIEM BO BPEMSI €T0 IEJIOBOM MOE3/IKH,

o OpPraHu30BBIBATH U 00ECNIEUMBATH JIMYHBIC KOHTAKTHI PYKOBOJUTENS,

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

o CO34aBaTh yCIOBUs, 00ecneunBaromme 3PPEKTUBHYIO PA0OOTY PYKOBOIUTENS,

o YCTAHABJIMBATh KOHTAKT C COOECEIHUKOM, MOJJEPKABATh U PA3BUBATH JEIIOBYIO
oeceny B mporecce Tene(OHHBIX TEPETOBOPOB;

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

. pabotarh ¢ HHPOPMALMEH IO KOHTPOJIKO, CHCTEMATU3UPOBATh €€ U MPEICTABIAT
B BH/JIE CBOJIHBIX JOKYMEHTOB;

° CO3/aBaTh MOJIOKUTEIBHBIA UMUK OPraHU3aLH;

. NOJEPKUBATh UMUK OpraHU3aliH;

o obecneunBarh KOH(PUACHIMATBHOCTh HH(POPMALINAN,

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

. YCTAHABIIMBATH LEJIH, OTIPEACTIATE UEPAPXUIO LIETCH;

o OMPEAETATH TPUOPUTETHOCTh U OYEPEAHOCTD BBIMOJHEHHS paboT U 3(PPEKTUBHO
pacnpenensatb paboyee Bpems;

o AHAJIM3UPOBATH MPUYUHBI HEBBITOJIHEHUS 33124,
. OKa3bIBATh MOMOILb PYKOBOAMTEIIO B PACIIPENEIIEHUH €0 pad0UYero BpEMEHH,
o BBIOMPATh ONTHMAJIbHBIE CIOCOOBI MH()OPMUPOBAHKS NAPTHEPOB, KIMEHTOB, MO-

CeTUTENICH, PyKOBOAMTENCH MOAPA3ACICHUNA U COTPYAHUKOB O MJIAHUPYEMBIX MEPOIPHSI-
TUSIX;

o PacCTapsATh MPUOPUTETHI, BBIACHATH BAXKHOE U CPOYHOE,
o BBIOMPATh ONTUMAJIBHBIA PUTM paboTHI,

° UCIOJIb30BaTh CPEACTBA KOMMYHUKALMU JUIsl TIEPEJAUYM MOPYUYCHHUIA PYyKOBOIUTE-
7,

o NPUMEHSTh B COOTBETCTBUM C HA3HAYCHUEM CPEJICTBA OPraHU3ALMOHHON TEXHUKH,
KaHLIETIAPCKUE MPUHAMIEKHOCTH,

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

J OCYILIECTBIATh 3aMEHY PACXOJHBIX MATEPHAJIOB, YXO/ 38 OPTTEXHUKOM;

o OCYILECTBIATh MOBCEAHEBHBIA YXOJ 3a KONUPOBAJIBHBIM allapaToM, 3aMEHY W
XpaHECHUE KapTPUILKEN, TOHEPA,

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

3HATh:

o HOPMATUBHBIC MPABOBBIC aKThl B O0JACTW OpPraHM3alM YIPABJICHYECKOW Acs-
TENBHOCTH,



o (YHKLIMH, 3312491, CTPYKTYPY OPraHU3ALNH, €€ CBSI3H,

o cnenu@prKy OCHOBHON ACATETbHOCTA OPraHU3aliH;

o YIPaBIECHYECKYIO CTPYKTYPY OPraHM3alllH, PYKOBOJCTBO OPraHMU3alK, 00pa3ibl
MOANKCEH PYKOBOAAILMX COTPYAHUKOB, KPYT MX NOJITHOMOYMNA U OrPAHAYEHUS UX 30H OT-
BETCTBEHHOCTH,

o WHCTPYKUMU IO JEIONPOU3BOACTBY M APYTMM JIOKAJIBHBIM HOPMATHBHBIM aKTaM,
YCTAHABJIMBAOLIMM MOPSAJOK pEATHA3ALMH YIIPABIEHYECKUX MPOLEAYP;

o oOurre TpeOOBaHUS K CPOKAM MCIOJHEHUS! JOKYMEHTOB U KOHTPOJIbHBIM (DYHKIIH-
SIM CJTY>KObI IOKYMEHTAIMOHHOTO 00€CICUEHUS,

o NpaBUia COCTABIIEHUS] OPraHU3aLMOHHBIX JOKYMEHTOB (MTOJIOKECHHIA, MHCTPYKIUH,
PETJIaMEHTOB);

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

o (OopMBbI TPENOCTABIICHUS YIIPABIEHUYECKOH NH(POpMaLUK;

o VCTOYHUKH YIPABICHUYECKOH HHPOpMALINH;

o TpeOOBaHUs, MPEABSBIIIEMBIE K YITPABICHYECKON HHPOPMALNH;

o BHJIbl TOKYMEHTOB, NX HA3HAUYCHUE,

o NOPSJI0K pabOThI ¢ JOKYMEHTAMU,

o npaBWjia COCTaBICHHUS U O(OpMIIEHUS MH(POPMALIMOHHO-CTPABOYHBIX, OpraHu3a-

HNUOHHBIX, YIIPABJIICHYCCKHUX NOKYMCHTOB,

o NpaBWIa U CPOKU OTIPABKK UCXOASIINX TOKYMEHTOB;
o paBUJIa NOAMUCAHUS U YTBEPKIACHHS TOKYMEHTOB;

o npaBWia OpraHu3atuy U GOpMbl KOHTPOJISL HCIIOJIHEHUST TOKYMEHTOB B OpraHH3a-
1N,

o NPUHLIAIBI padOThI CO CPOKOBON KAPTOTEKOM;

o HA3HAYEHHNE U TEXHOJIOTHIO TEKYLIETO W MPEAYIPEANTEIBHOTO KOHTPOJIS,

o NpaBWia COCTABJICHHS aHATMTHYECKUX CIPABOK MO OpPraHu3anuu paldoThl ¢ TOKY-
MEHTAMH W KOHTPOJIKO UCIIOJIHEHHS JOKYMEHTOB,

o npaBWiia JOKYMEHTALIMOHHOTO 00ECTICUEHUS NEATENBHOCTH OPraHu3 AN,

o CXEMBI JOKyMEHTOOOOPOTA,

o npasuiia padoThl C BXOASIIMMH, HCXOAAIUMHI U BHYTPEHHUMU JOKYMEHTAMM,

o 0COOEHHOCTH (POPMUPOBAHUS BHEIIHWUX W BHYTPEHHUX MH(OPMALUOHHBIX MMOTO-
KOB;

o COCTaB BHEINHUX WH()OPMALMOHHBIX MIOTOKOB,

o COCTaB BHYTPEHHUX MH()OPMALIMOHHBIX MOTOKOB,;

o BHJIbI HOMEHKJIATYP, o0ume TpeOOBaHMs K HOMEHKIIATYype, METOIMKA €€ COCTaB-
JeHus U 0(OPMIICHHS,

o paBUia CONNIACOBAHMS HOMEHKJIATYPbI A€ ¢ BEAOMCTBEHHBIMHA apXUBaMH U 3KC-
IIEPTHOW KOMUCCHUEH;

o nopsaaok (GopmupoBanus U opopmieHUs Aen, cneurdura (GOpMUPOBAHUS OT-
JEJIBHBIX KaTETOPHM AEMT,

o IpaBWJIa BbIIAYM M UCIOJIB30BAHUS JOKYMEHTOB M3 C(OOPMUPOBAHHBIX JEIT,



o KPUTEPUHU Pa3JIeiCHUs TOKYMEHTOB Ha TPYIIBI B COOTBETCTBHHM C IIEHHOCTHIO MH-
(dbopMaiuu, coaepKaieics B HUX;

o NOPSOK KCIOJIb30BAHUS THIIOBBIX MJIM BEJIOMCTBEHHBIX MEPEUHEN JOKYMEHTOB,
OTPEACTIEHUS] CPOKOB XPAHEHHSI B MTPOLIECCE SKCIEPTU3BI IEHHOCTH JOKYMEHTOB;

o NOPSAOK CO3/IaHusl, OPraHM3alli U JOKYMECHTUPOBAaHUS PabOThl SKCIEPTHOM KO-
MUCCHH,

. paBWia COCTABIICHUS M YTBEPKIACHUS MPOTOKOJIA PA0OTHI IKCIEPTHON KOMHUCCHU,
o NpaBWia COCTABIICHUSI M YTBEP)KICHUS aKTa O BBIACICHUU JOKYMEHTOB, HE TOJI-
JeKAUX XPAHECHUIO,

o npaBWjia TEXHUUYECKOW 0OpabOTKM M MOJIHOTO O(OPMIIEHUS €N MOCTOSHHOTO W
BPEMEHHOIO CPOKOB XPAHECHUS,

° paBUJia COCTABIIEHUS OMKCHU AEJI TOCTOSSHHOTO X BPEMEHHOTO CPOKOB XPAHCHHS B

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

. npaBWia NEPEIAYH el B APXUB OpPraHu3aliy;
o OPUHLIAIBL, CTOCOOBI UHPOPMUPOBAHUS COTPYAHHUKOB,

° OCHOBHBIC MTPaBUJIA XPAHEHUS U 3AIINATHI CIY>KEOHON MH(pOpManuy;

o paBUJia OpPraHu3alvy MpuemMa MmoCceTUTENEH;

o paBWia OPraHu3aly MPUEMOB B O0(uCE;

o npaBuia CEPBUPOBKH YafHOTO (KOPEHHOr0) cToNa,

o paBWia TPATOTOBJICHMS M TTOIaYM TOPSYMX HAMMUTKOB U 3aKYCOK K HHUM,;

o NPUHLIMIBI A TPaBUJIA TUTAHUPOBaHMs pab0vYero BPEMEHH,

° IMOCTAHOBKY LIEJIEN;

o paBWia TPOBEACHHMS IETOBBIX IEPETOBOPOB,;

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

. TeNe(POHHBIE KOHTAKTHI PYKOBOUTEIS,

o NOPSIOK MOATOTOBKHU M MPOBENCHUS KOMaHAMPOBOK;

. nopsaoK 0(QOPMIIEHUS JOKYMEHTOB JUUIsi KOMAaHIUPOBKH M OTYETHBIX JOKYMEHTOB
0 KOMAaHJIUPOBKE PYKOBOIUTEIS,

° JIEJIOBOM TIPOTOKOI,

. KOMIUIEKC OPraHN3alMOHHO-TEXHUYECKUX MEPONPUATHI MO NOJATOTOBKE M MPOBE-
JCHUIO COBEINAHUI W IEPETOBOPOB, B TOM YMCJIE MEXKIAYHAPOIHBIX;

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

J COCTAaBJIEHUE CMEThI PACXOOB;

o OCHOBBI HAITMCAHUS PEUEH U TOKIIAI0OB PYKOBOUTEIS,

o OCHOBBI 3PrOHOMHUKH O(hrca v PIIOPUCTUKH,

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

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

[To oxkOHYaHMM MPAKTHKKA CTYACHT CIACT OTYET B COOTBETCTBUHU C COACPKAHUEM
TEMATUYECKOIO MJIaHa MPaKTUKU U 10 opme, yectaHoriaeHHoH O ATIOY «benaropoackuii
NEJArOrHYECKUIA KOJUIEIK .

Hrorosas arrecrauus npoBoauTCs B hopMe 1udPepeHIIMPOBAHHOTO 3a4eTa.



1.3. Opranu3anmsi NPaKTHKH

Jnst mpoBeieHNsI MPOU3BOACTBEHHON MPAKTUKU B KOJUIEIKE pazpadoTaHa Claeayto-

masa AOKyMCHTalWA:

MOJIOKEHUE O MPAKTHKE,
pabouas mporpaMmma Mpou3BOJCTBEHHOM MPAKTUKH,

rpauK KOHCYJbTALUI, TPOBEACHUS U KOHTPOJIS 34 BHIMOJIHEHUEM CTYACHTAMU MPO-
rpaMMbl TPOU3BOJICTBEHHOM MPAKTUKH;

JIOTOBOPHI € MPEANPUITUIMHU TIO TPOBEACHUIO PAKTHKHY;

MPUKA3 O paclpeAeeHUU CTYACHTOB MO 0a3aM MPaKTHKHY;

B ocHOBHBIE 0053aHHOCTH PYKOBOAUTENIS MPAKTUKU OT KOJIJIEKA BXOIAT:
MPOBECHUE MPAKTUKKU B COOTBETCTBUU C COJAECPKAHUEM TEMATHUECKOro TJiaHa U CO-
Jep>KaHus IPAKTUKY;

YCTAHOBJICHUE CBSI3U C PYKOBOAUTENISIMU MPAKTUKH OT 00pa3oBaTEIbHBIX YUpPExKIIe-
HUIA,
pa3paboTKa M COIIACOBAaHUE C 0OPa30BATEIBHBIMU YUPESIKIACHUSAMH TPOrPAMMBI, CO-
JeprKaHus U MJIAaHUPYEMBIX PE3YIbTATOB MPAKTHKH;

OCYILECTBIIEHUE PYKOBOCTBA MPAKTUKOIA;

KOHTPOJIMPOBAHUE peasTU3allii POrpaMMbl U YCJIOBUM MPOBEACHUS MPAKTUKU 00pa-
30BaTE/IbHBIMU YUPESKJICHUSIMHU, B TOM 4uciie TpeOOBaHM OXpaHbl Tpynaa, Oe3omnac-
HOCTH JKU3HEICATEIBLHOCTH U MOXKApHOU G€30MacHOCTH B COOTBETCTBUM C MpaBUIia-
MU 1 HOpMaMH;

(dopMUpOBaHKE TPYMIBI B CAyYae MPUMEHEHHUS TPYNNOBLIX (POPM MPOBENCHUS TPaK-
TUKH;

COBMECTHO ¢ 00pa30oBaTeIbHBIMU YUPESKICHUIMH, YUACTBYIOLUIMMU B OpraHu3allii u
MPOBEACHUH NPAKTUKU, OPraHu3alis TpoLeaypbl OLIEHKH O0IIUX U MPodeccHoHab-
HBIX KOMIETECHIIMHI CTyI€HTa, OCBOEHHBIX UM B XOJI€ TIPOXOKICHU S IPAKTUKHY;
pa3paldoTKa M COIMIACOBAHUE ¢ 0OPA30BATEIBHBIMU YUPEKACHUIMH (POPMBI OTYETHO-
CTH U OLIEHOYHOT'0 MaTepuajia MpoX0sKICHHs MPAKTUKH.

CTyaeHTBI MPU MPOXOKIAECHUM MTPOU3BOACTBEHHON MPAKTUKU 00S3aHbI:

NOJHOCTHIO BBIMIOJHATH 3alaHUsl, TPEIYCMOTPEHHBIE MPOrpaMMOi MPOU3BOACTBEH-
HOU MPAKTUKH,

coOo1aTh IEHCTBYIONIME B 00PA30BATEIbHBIMU YUPEKACHUSAMU TPaBUjia BHYTPEH-
HErO TPYJOBOI0 pacropsiika;

U3yyaTh U CTPOro coOJIH0AaTh HOPMBI OXpaHbl TPy/Ja U MpaBuiia nokapHoit 6e3onac-
HOCTH.

1.4. KosimyecTBo 4ac0B HA OCBOCHHUE NPOTPAMMBI IPOU3BOACTBEHHOM NPAKTHKH

Pabouas mporpaMmma paccuuTaHa Ha MPOXOXKACHHUE CTYICHTAMU MPAKTUKH B 00bEME

72 4aca.

Pacnpej:[eneHI/Ie pa3aciioB 1 TCM 110 4acaM HPUBCACHO B IIPUMCPHOM TCMATHYCCKOM

IJIaH"EC.

bazoii npaktukn sBisrorcs npodwibHble npeanpustus r. bearopoaa u benropoa-

CKOT'0 palioHa.




2. CTPYKTYPA U COJAEPKAHUE IPOU3BOJCTBEHHOII IPAKTHKH 1o
npodeccuonaibHoMy Moayiro [TM 01. «Opranuzaiys T0KyMEHTAlMOHHOTO 00€CeUeHuUs
yIpaBJICHUS U (PYHKIIUOHUPOBAHUS OPraHU3AI[AH»

2.1. O0bemM nNpOU3BOACTBECHHOI NPAKTHKH

Bup 3ansiTuii, o0ecneynBaIMNX NPAKTHKO-
OPHEHTHPOBAHHYIO MOJTOTOBKY

O0nemM yacoB

Bcero 3anarnii

72

B TOM YHCJIC:

HHCTpyKTHBHBIE COOpaHust

710 Havayia MPakTUKU

HaOmronenne 3augatuii

DKCKypCHH

BreinmonHenue 00s13aHHOCTEN HA pabOoYrX MECTaX B
00pa30BATENBHBIX YUPEIKACHUSIX

72

Hrorosas arrecraiius

B XOIC IMPAKTHUKH

2.2. TemaTu4ecKuii VIAH U COAEP/KaAHUE NPOU3BOACTBEHHOI MPAKTHKH

HaumenoBanme O6bem | Yposenb
Conep:kaHue 1esITeJIbHOCTH
pa3aesioB, TeM 4YacoB | OCBOEHHS
1 cemecTp
UsydeHne yupenuTeNbHbIX —OKYMEHTOB,
PEriIaMeHTHPYIOLUNX IOPUANYECKHA CTaTyC
3HaKOMCTBO C OpraHH3allMOH- | OpraHU3ally, ero OpraHU3aLMOHHO-
HOW CTPYKTYpoH U pyHKUMSAMH | mpaBoByr0  (HOpMy,  OpPraHH3ALHOHHYIO 6 2
OpraHu3anuy (YUpexaeHus) CTPYKTYPY, PYKOBOZCTBO:
- ycTaB (TI0JIOKEHHE) OPTraHU3aLnY,
- TIOJIOJKEHUE 00 OPTaHU3aLHHL.
Benenune tenedonnbix mneperosopo. Co-
OTtpaboTka HaBBIKOB TenedoOH- | cTaBiIeHHE U OQOpPMIICHHE BXOISAIINX M HC- 6 )
HOT'O OOCITyKUBaHUS xomsamux TtenedoHorpamm. Ilpuem u mepe-
Jada TOKYMEHTOB Ipu nomMoun dakca.
Usyuenne ocobeHHoCcTE mMOA-
PazpaboTka mIaHOB NPOBEAECHUS IEJIOBBIX
FOTOBKU NPOBENEHUS NEJIOBBIX . 6 2
IPUEMOB, BbICTABOK, MTPE3EHTALIH.
IPUEMOB
o CocraBnerne u OoQpOpMIIEHHE MPHKA30B O
Usyuenne ocobeHHOCTEH [O-
komangupoBanuu. OdopmiieHne KOMaHIH-
KYMEHTUPOBAaHUS EJIOBLIX I10- N 6 2
POBOYHBIX YAOCTOBEPEHUH B COOTBETCTBHH
€3/10K OpraHu3alu
¢ TpeOOBAHMSIMH.
. IToaroroBka MaTepuajoB s NPOBEAEHUS
Usyuenne ocobeHHOCTEH [O- . P posea
. | coBewanuii, neperosopoB. CocraBieHue u
KyYMEHTUPOBAaHUS COBELIAHUM, N 6 2
oopmiieHHe MPOTOKOJIOB COBELIAHUH, ITe-
[epEeroBOPOB OpraHu3aLuu
pPEroBOPOB OpPTraHU3aLMH.
IlonroroBka aAen ajg mepenadydl B apXuB.
Hsyuenue ocobennocteit mon- | CocraBneHue u onucel e MOCTOSHHOTO U
FOTOBKM JleJ1 K I[epeAade Ha | BpEMEHHOrO XpaHeHus. Bbplnada apXHBHBIX 6 2

apXUBHOE XpaHEeHNe

KO U AOKYMEHTOB B COOTBECTCTBHU C I10-
CTYHNAOIUMH 3aITPOCaAMU.

10




2 cemecTp

H3yyeHue opraHu3aluOHHBIX U
HOPMATHUBHO-METOIHYECKUX
JOKYMEHTOB, YCTaHaBJIUBAIO-
MUX TpaBUjia CO3TAHUS U
opopMIIeHHS TOKYMEHTOB B
OpraHU3aLNH.

UzyueHre HOPMATHBHO-METOAMYECKHX M0-
KYMEHTOB U TPpeOOBaHUI K TOKYMEHTHPOBa-
HUIO JIeATENIbHOCTH OpPTaHU3aLuH, 3a(pUKCH-
POBAHHBIX B HUX:

* WHCTPYKLHS MO AEJONPOU3BOACTBY (MK
o paboTe ¢ JOKYMEHTaMHu),

* paBmIa 0QOPMIICHHUS TOKYMEHTOB;

* perJIaMeHThI, MPUKa3bl (PACIOPSDKEHHS) O
MOPSIZIKE CO3/IaHUSI U COTJIACOBAHUS OTHENb-
HbIX BUJIOB JOKYMEHTOB.

H3yuyeHnue opraHuzaluu IOKY-
MEHTOO00OpOTA.

IIpuem u peructpanusi KOppPECHOHIEHLUH,
HafpaBJIeHUE €€ B CTPYKTypHbIE MOApasfe-
nenus. Ilepenaya TOKYMEHTOB Ha UCIIOJIHE-
Hue. OdopmieHre perucTpaluoOHHbIE Kap-
TOYEK, BEAECHHE KapTOTEKH y4eTa MPOXOXK-
J€HUs JOKYMEHTaJbHBIX MaTepUAJIOB.

Uzyuenne ocobeHHoCTeH
oopMIIeHHsT  PaCTIOPSIIUTENb-
HbIX JOKYMCHTOB OpraHu3a-
Oun.

CocraBnenne U OQOpMIIEHHE PACIOPSAH-
TEJbHBIX JTOKYMEHTOB opranusauuu. Peru-
CTpalusl pacloOpsIAUTENbHBIX TOKYMEHTOB,
OCYILECTBJIEHHE KOHTPOJIA 3a UX HCIOJHE-
HUEM.

Uzyuenne ocobeHHoCTeH
odopmnernst CiyKeOHbIX I0-
KYMEHTOB OpraHU3aLuH.

CocraBnenue u odopmieHHe CITyKeOHBIX
AOKYMEHTOB OpraHu3alnu. PeFI/ICTpaL[I/Iﬂ
CITy’KeOHBIX JOKYMEHTOB, OCYIIECTBICHHE
KOHTPOJISI 38 UX UCTIOJIHEHHUEM.

Uzyuenne ocobeHHoCTeH
odopmieHnss KaapOBOH IOKY-
MCHTAlWH OpraHu3alnuun.

CocraBnenne u odopmieHHE TOKYMEHTOB
Mo JINYHOMY cOCTaBy opranmzauun. Ocy-
IIECTBJICHUE KOHTPOJIS 33 UX UCTIOJTHEHUEM.

I/IsyquI/Ie CUCTEMbBI XPaHCHUA
IOKYMEHTOB, HX KJlacCu(pUKa-
oMU U CUCTEMATU3ALUU, IIpa-
BUJT OPOPMIIEHHS [T

CocraBneHne u O(pOpPMIICHHE OIMUCEH el
MOCTOAHHOI'O U JOJTOBPEMCHHOI'O XpaHCHUA
u omucedl nen no ju4yHomy cocraBy. Co-
craBieHHe W OQOpMJIEHHE BHYTPEHHHX
onmceit. OdopmiieHne e

3 YCJIOBUA PEAJIM3AIIUUA ITPOT'PAMMBI ITPAKTUKHA

3.1. TpeGoBaHusl K MUHUMAJIbHOMY MAaTE€PHAJIbHO-TEXHUYECKOMY 00eCIe4eHH 0

Peammzanus nporpamMmel [IM 01 «Opranuzanus TOKyMEHTAMOHHOTO 00ECTICUCHUs
yIpaBicHUss U (PYHKIMOHWPOBAHUS OpPraHW3aluuy» MPEANONaracT MpPOU3BOACTBEHHYIO
NPAaKTHKY, KOTOpass MPOBOAUTCS Ha 0a3ax pa3IM4HbIX OPraHU3alMOHHO-IPABOBBIX (HOpPM,
KOHUEHTPUPOBAHO.

Ha nepuon npaktuku, o0y4aroIuecs 3aKpEeIISIOTCs 32 BbICOKOKBAIM(PUIIMPOBAH-
HBIMH CIIEHUAIACTaMU. TE€XHOJOTHYECKUI MpoLece HA pabourMX MECTaX OTBEYACT COBPE-
MEHHBIM TpeOoBaHusIM. OO0beM M (POHT pabOT OOECIEUMBAET MOJHYIO 3arpy3Ky BCEX
oOyyaronuxcs. Paboune Mecta 0TBeUaroT TpeOOBAHMIM TEXHUKHN O€30MACHOCTH.
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3.2. Uupopmannonnoe odbecnevyeHue 00y4eHus.
Ilepeyens pexkoMeHayeMbIX y4eOHbIX u3AaHuii, IHTepHeT-pecypcoB, T0NOTHUTE/Ib-
HOI1 JIUTEePATYPLI

OCHOBHBIC HCTOYHHUKHU:

1. bacakoB, M.U. JIoKyMEHTAUMOHHOE OOECMEUEHUE YIPABICHUS (C OCHOBAMHM APXHBO-
Benenus ) / M.U. bacakoB. — 2-¢ u3 ., nepepad. u gon. — M.: KHOPYC, 2016. — 216 c.

2. beikoBa, T.A. JIOKyMEHTAIIMOHHOE OOCCICUCHHUE YIPaBACHUS (JCIONPOU3BOACTRO):
yue0. mocooue / T.A. beikosa, T.B. Ky3nenora, JI.B. Cankuna. — 2-¢ uzn., nepepad. u
qon. — M.: MHOPA-M, 2017. — 304 c.

3. T'anaxos, B.B., Kopaee UK. JlemonponzBoacTBo: oOpasibl JOKyMEHTOB. OpraHu3a-
uust 1 TexHonorus padotel. bonee 120 moxkymentoB / B.B. INamaxos, M.K. Kophees,
A B. Ilmenko. — 3-¢ u3n., nepepad. u gon. — M.: TIpocnekr, 2015. — 480 c.

4. TanaxoB, B.B. Opranuzaiusi CeKpeTapckoro OOCIY>KMBAHMS. YYEOHHMK JUISi CTY.
yupexaeHuii cpen. npod. obpazosanus / B.B. I'anaxos, O.b. Hazapenko. — 2-¢ u3n.,
nepepad. u aon. — M.: U3aarensckuii ieHTp «Akanemus», 2015, — 286 c.

5. JloponuHa, JI.A. JIokyMEHTaMOHHOE 00ECIICUEHUE YIPABICHUS: YUEOHUK U MTPAKTH-
kym ais CI1O / JLA. loponuna. — M.: U3parensctBo FOpaiit, 2019. — 233 c.

6. 3uHoBkMHA, M.M. OCHOBBI UCCIIENOBATEALCKON AesaTebHOCTH: TPU3: yueOHOE moco-
oue s cpeanero npodeccuonanbHoro oopazosanus / M.M. 3unoBkuna, P.T. ["apees,
IL.M. TI'opes, B.B. YremoB. — 2-¢ uzn., nepepad. u gon. — M.: UznarensctBo FOpaiit,
2019. - 124 c.

7. Kazakeruu, T.A. HH. JlokyMeHTaumoHHOE OO€CCIECUYEHWE YIpPaBICHUS: YYEOHHK W
npaktukym st 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. Kopuees, A.B. TTmienko, B.A. Mamypiies. — 2-¢ uza., nepepad. u A0I.
— M.: M3parenscTBo FOpaiit, 2019. — 384 c.

9. Kysnenos, H.H. JlokymeHTanmonHoe odecreueHue ynpapiaeHus. JJoKyMEeHTOO00pOT U
JeTONpou3BOACTBO. yueOHUK U npaktukyM s CIIO / H.H. Ky3snenos. — M.. Uzna-
TenscTBO fOpaiT, 2019. — 461 c.

10.Ky3nenos, H.W. JlokyMeHTaMOHHOE OOECMEUEHUE YMPABJICHUS MEPCOHANIOM. JlOKy-
MEHTOOOOPOT MU IENOMPOU3BOACTBO: yueOHUK M mpaktukym it CIIO / HU. Ky3he-
1oB. — M.: M3narensctBo FOpaiit, 2019. — 521 c.

11.JIenkeBuy, JI.A. Jlenonpou3BOACTBO: YUCOHUK JUISl CTY. YUPEXKIACHUH cpen. nmpod. 00-
pazoBanus / JLA. JlenkeBuu. — 6-¢ u3n. crep. — M.: M3narenbCkuii HEHTp « AKaIEMUsy,
2015. - 250 c.

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

13.Cxubunkas, U.1O. Jlenoroe obuienune: yueOnuk u npaktukym s CI1O / U HO. Cku-
ourkas. — M.: MU3narensctBo FOpaiit, 2019. — 247 c.

14.Conory6, O.I1. Jlenonpou3BOACTBO: COCTABJCHUE, PEAAKTUPOBAHUE U 00paboTKa J0-
kymeHTOB: yueb. mocobue / O.II. Comoryd. — 10-e u3g., crep. — M: M3narenbCTBo
«Omera-JI», 2015.
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15.UykoBenkoB, A.1O., SInkoBas, B.®. Tpebopanus k odopmiieHHo T10KyMeHTOB. Kom-
menTapui kK [OCT P 7.0.97-2016. — M., 2018. — C. 99-113.

16.11lysanoBa, H.H. JlokymMmeHTallMOHHOE OOECIICUEHUE YITPABJICHUS: YUYCOHUK U MPAKTH-
kym ans CITO / H.H. lllysanosa. — M.: M3narensctBo FOpaiit, 2019. — 221 c.

17 Ilyeanosa, H.H. OcHoBbI Aenonpon3BoacTBa: yueOHUK 1 npaktukym juist CI1O / H.H.
[Ilysamosa, A.FO. Upanoga; nox oour. pea. H.H. IllysanoBoii. — 2-¢ u3f., nepepad. u
non. —M.: M3narensctBo KOpaiit, 2019. — 429 c.

HopmartuBHO-NIpaBOBbIEC AKTHI:

1. Koncrutynms Poccuiickoii @enepanyu: opun. texct. — M.: Mapkertunr, 2017. — 39 c.

2. ®enepanbHblii 3aKk0H OT 22 okTA0ps 2004 r. Ne 125-D3 (pen. ot 28.12.2017) «O06 ap-
XUBHOM fene B Poccuiickoii deneparmmy // CIIC «KoncynbsrantlLnrocy.

3. ®enepanbHblil 3ak0H OT 27.07. 2006 Ne 149-®3 (pexn. ot 19.07.2018) «O06 unpopma-
1y, WH(POPMALMOHHBIX TEXHOJIOTUAX W 3awmure uHpopmanmm» // CIIC «KoHCcynb-
TaHTtl rocy.

4. ®epepanbhblii 3aK0H 0T 02.05.2006 Ne 59-D3 «O nopsake paccMOTpEHUs 00palcHU I
rpaxaan Poccuiickoii denepanmmy // CIIC «KoncympranTl Imrocy.

5. ®enpepanbhblil 3akoH 0T 27.07.2006 No 152-®3 (pen. ot 31.12.2017) «O nepcoHalib-
HbIX 1aHHbixy // CIIC «KoncyapTanTl Imocy.

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

7. ®enepanbHblii 3ak0H 0T 29.07.2004 No 98-D3 (pen. ot 18.04.2018) «O kommepueckoi
taiine» // CI1IC «KoncyapTanTl L1tocy.

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

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

10.I'paxxnanckuii koneke Poccuiickoit @enepammm ot 30.11.1994 Ne 51-®D3 (pen. ot
03.08.2018) // CIIC «KoncynbranTl Inrocy.

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

12.Yronosueii konekc Poccuiickoit deneparu ot 13.06.1996 Ne 63-O3 (pen. ot
29.07.2018) // CIIC «KoncynbranTl Lrocy.

13.I1podeccronanbhblii cranaapT. CnenuaucT Mo OPraHU3aluOHHOMY U JTIOKYMEHTAIIM-
OHHOMY OO€CMEUCHUIO YyMpaBjicHus opranuzanueid (yTB. Ilpuikazom MuHHCTEpCTBA
TpyJa ¥ couuaibHoi 3ammTel PO) ot 6 mas 2015 r. Ne 276-n1 // CIIC «KoHCyIbTaHT-
[Trocy.

14.T'ocynapcTBeHHas: CUCTEMa JOKYMEHTAMOHHOTO oOecrieueHus: ynpaBiaeHus. OCHOB-
HbIe MonoKeHus. O0mue TpeOoBaHUS K JOKYMEHTAM U CIy0aM JOKYMEHTALMOHHOTO
obecnieueHus» (ogooOpena koyuieruei ['naBapxusa CCCP 27.04.1988, Ipuka3 [ maBap-
xuBa CCCP ot 25.05.1988 Ne 33) (Bmecte ¢ «IIpaBusiamu 3aroiHEHUsS. OCHOBHBIX PEK-
BHU3UTOB PErMCTPALMOHHO-KOHTPOJBHBIX (popm (PKD)y, «IIpuMepHBIM MOJIOKEHUEM O
ciy>x0e TOKyMEHTaUMOHHOro obecneveHus ympaienus») // CIIC «KoncynbTanT-
ITrocy.
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15.KBannhMKaLMOHHbIV CNpaBOYHMK [AO/MKHOCTEN PyKOBOANUTENEN, CNELMANNCTOB 1 4pY-

rmx cnyxawmx (yre. NocrtaHoeneHveM MuHTpyga Poccun.) ot 21.08.1998 Ne 37 (pes.
0T 27.03.2018) // CINC «KoHcynbTaHTIINHOCY.

FOCThl:

1

FOCT P 7.0.97-2016. HaumoHanbHbin cTaHgapt Poccuidickoin ®epepauun. Cuctema
CTaHJapToB MO MHMOpMaumm, 6MGIMOTEYHOMY U MU3daTenbCcKoMy aeny. OpraHusaum-
OHHO-pacnopsaguTeNibHasa LOKYMeHTaums. TpeboBaHUSA K OPOPMIEHUIO JOKYMEHTOB»
(yTB. MNMpunkaszom PocctaHgapta ot 08.12.2016 Ne 2004-cT) (pea. ot 14.05.2018) // CINC
«KoHcynbTaHTI1N0C».

FOCT P NCO 15489-1-2007. HauunoHanbHbIn cTaHgapT Poccuitickoin depepaymn. Cu-
cTemMa CTaHAapToB Mo MHMopMauun, 6M6IMoTeYHOMY U U3daTeNlbCKOMY Aeny. Ynpas-
neHne fokymeHtamu. O6uine TpebosaHusa (yTB. lNMpukasom PocTexperynnposaHus OT
12.03.2007 Ne 28-cT) // CINC «KoHcynbTaHTI1HOC».

FOCT P 7.0.8-2013. HauwuoHanbHblin cTaHAapT Poccuiickoii depepaummn. Cuctema
CTaHJapToOB Mo WHGopMauuu, 6ubnnoTevyHOMY W n3fgaTenbCKoOMy Aeny. [enonpous-
BO/JCTBO M apXxMBHOe feno. TepMuHbl KU onpegeneHuns (yTB. Mpukazom PocctaHgapTa
oT 17.10.2013 Ne 1185-cT) FOCT P 7.0.8-2013. HaumoHanbHbIA cTaHaapT Poccuiickoi
depepauymmn. Cucrtema CTaHLapToOB MO MHGOpPMaLMK, 6MBINOTEYHOMY M MU3LaTeSIbCKO-
My geny. [enonpou3BOACTBO W apxXuBHOe fefo. TepMmuHbl 1 onpegeneHuns (yTe. Mpu-
Kasom PoccTtaHgapTa ot 17.10.2013 Ne 1185-cT) // CINC «KoHcynbTaHTI11H0C.

[Meprogmnyeckue n3paHus:

1 )KypHan «CeKkpeTapcKoe aeno»
2. XXypHan «/[lenonpon3soAcTBO»
3. XXypHan «CekpeTapb-peepeHT»

JlononHnTeNnbHble UCTOUYHUKM:

1

2.

4

Kny6 npodeccroHanbHbIX CekpeTapen [AneKTPOoHHbIA pecypc]. - Pexkum pgoctyna:
http://old.clubsecretary.ru/, cBO60AHbINA. - 3arn. ¢ aKpaHa.

PRO-CekpeTapuart: COO6LLECTBO CeKpeTapei, opuc-MeHeLKepoB, MOMOLLHNKOB PYKO-
BoauTeNns. [ANeKTpoHHbIA pecypc]. - Pexum poctyna: http://e.sekretariat.ru, cBo60j-
HbIW. - 3arn. c aKpaHa.

MepeyeHb [OMKHOCTHBIX WHCTPYKUUIA [ONEKTPOHHbIA pecypc]. - Pexum poctyna:
http//www.d-instrukciya.ru, cBO60AHbIN. - 3arn. ¢ 3KpaHa.

CekpeT@pb: WH(POPMALMOHHBIA nopTan Ana cekpetapeid [DNEKTPOHHbIA pecypc]. -
Pexxum pgoctyna: http://www.sekretary.net, cBO604HbIN. - 3arn. ¢ aKpaHa.

KOHTPOJ1b 1 OLUEHKA PE3YJIbTATOB OCBOEHWA MNMPON3BOACTBEH-

HOW MPAKTUKM (MO NPO®U/IO CMNELUMNAIBHOCTI)

KOHTpO/b 1 OUeHKa pe3ynbTaToB OCBOEHMA I'IpOI/I3BO,EI,CTBeHHOI7I MPaKTUKN OCy-

LLIeCTB/SETCA NPEnoaBaTe/iemM B NPOLLECCe NPOBEAEHMS NabopaToOPHbIX 3aHATUI U NpueMa
OTUYETOB, a TaKXKe cjaumn obyyarolmmmucs AndhepeHLMPOBAHHOTO 3a4eTa.
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Pesynbrarel 00y4yenus
(mpuoOpeTeHne MPakTHIECKOTO OMbITA, OCBOSHHBIE YMEHHS,
yYCBOEHHbBIE 3HAHMS)

DOpMBI U METOIbI KOHTPOJIS
U OLIEHKH
pe3yJbTaToB OOYYEeHMUS

[TpuobpeTeHHbIi MPAKTHIECKHUH OTIBIT:

- OpraHM3alysi JOKYMEHTALlMOHHOrO OOeCreveHHsl yrpasiie-
HUSI U (PYHKIIMOHUPOBAHMUS OpPTraHU3aLHH

OcBoeHHbIE YMEHUS:

- TPUMEHSITh HOPMATHUBHbBIC MPABOBBIC aKThl B yIpaBJiCHYe-
CKOM JIeSITeIbHOCTH,

- MOATrOTABJIMBATh TPOEKTHI YIIPABICHYECKUX PELICHUI;

- COCTABJISITh U BECTH YYETHBIE TOKYMEHTHI,

- COCTaBJISITh U OQOPMIISITH OPraHU3ALMOHHBIE M METOIUYe-
CKHE TOKYMEHTBI,

- BECTU CPOKOBYIO KapTOTEKY;

- MOJIb30BATHCS YHUPULHUPOBAHHBIMU (POPMAMHU JTOKYMEHTOB;
- oOpabaTbIBaTh MOCTYMAIOLINE M OTIPABISIEMbIE JOKYMEHTBI,
CHUCTEMaTH3UPOBATh MX, COCTABISITh HOMEHKJIATYPY 1€l |
(opMHpOBaTh TOKYMEHTHI B /€14,

- TIOJNb30BATbCsl MEPEUHSIMU JOKYMEHTOB M aHAIM3HPOBAThH
(akTHUeCKOe COmepKaHHEe MMEIOIUXCSl B JeJie TOKYMEHTOB
NP OMpesieJIeHUH CPOKOB MX XPaHEHHS,

- 0OPMJIATH TOKYMEHTBI 3KCIIEPTHONH KOMHCCHUH;

- MPOU3BOIUTH XPOHOJOTMYECKU-CTPYKTYPHYIO CHCTEMATH3a-
L0 JIeT,

- OCYIIECTBJISATh TEXHUYECKYIO 00pabOTKy W mosiHOe OhOopM-
JIEHUE JIeJ1 TOCTOSIHHOTO M BPEMEHHOTO CPOKOB X paHEHHS,

- COCTaBJISITh OMKCH JA€J MOCTOSHHOTO M BPEMEHHOI'O CPOKOB
XpaHeHUs] B COOTBETCTBUM C AEHCTBYIOLIMMU HOPMATHBHO-
METOIUYECKUMHU TOKYMEHTAMH;

- OCYIIECTBJIATh KOHTPOJb HCIIOJHEHUS] MOPYYEHUIH PYKOBO-
OUTENs COTPYIHUKAMH,

- TOTOBUTb U MPOBOIUTH COBELIAHUS, AEJOBbIE BCTPEYH, MPHU-
€MBbI U TIPE3CHTALIH;

- 0OPMJISTE KOMAHIUPOBOUHbBIE JOKYMEHTBI,

- oOpalaTbiBaTh JOKYMEHTBHI M MaTepHajbl MO pe3yJibTaram
MOE31KH PYKOBOIUTEIIS,

- obecrieunBath paboTy orca BO BpeMsi OTCYTCTBUSI PYKOBO-
IUTENS,

- HCMOJIB30BaTh CPEACTBA KOMMYHHUKALMU JJsi O0O€CTeYeHuUs
B3aUMOJICHCTBUSI C PYKOBOOUTEJIEM BO BPEMsl €ro JeJIOBOil
MOE3KH;

- OpraHMU30BBIBATb U OOECMEYMBATH JINUYHbIE KOHTAKTBI PYKO-
BOJUTEJIS,

- obecnevnBaTh KOHQUACHIHAIBHOCTD B MPUEMHOW U KaOu-
HeTe PYKOBOIUTENSA, COXPAHATh KOHPHUICHUHATBHYIO HHPOP-
MAlIHIO B TalHE,

- co3zmaBaTh ycnosus, obecrneunsaromue 3¢gdexrusHyro pado-
Ty PYKOBOJIUTEJIS,

- YCTaHABJIUBATh KOHTAKT C COOECETHUKOM, MOAAEPIKUBATD U
pa3BHBATh AEJOBYIO Oeceny B mpolecce TeleOHHBIX Mepero-
BOPOB,;

- aQHaJIM3 W OICHKA BBIMOJHEHUS
MPAKTUYECKUX 3a0aHU,

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

— aHaMM3 W OLICHKA BBITIOJHCHUS
VCIOBHUSl 3[aHUSI Ha TBOPYECKOM
YPOBHE C MpencTaBjeHHeM COOCTBEH-
HO1 TIO3HIIUH,

— aHaJiu3 U OLIEHKa BbIOOpa criocoOoB
NENCTBUN U3 PaHEE U3BECTHBIX,

— MOHUTOPHUHI pOCTa TBOPUYECKOU ca-
MOCTOATEJIbHOCTA M HaBBIKOB TMOJY-
YEHUsI HOBOTO 3HAHMS KaXKIBIM CTY-
JIEHTOM.

— (opmupoBaHUEe pe3ysbTaTa UTOTO-
BOH aTTeCTalyyd MO IUCLUIUIMNHE Ha
OCHOBE CYMMBI PE€3yJIbTATOB TEKYILE-
ro KOHTPOJISL.
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- BECTH W UCIOJNB30BaTh B pabore 0a3y HaHHBIX Tene(OHHBIX
KOHTAKTOB PYKOBOIHTEIIS,

- paborath ¢ MHpOpMaLHENH MO KOHTPOJIO, CUCTEMATH3UPO-
BaTh €€ U MPEICTABIIATh B BUIE CBOAHBIX JOKYMEHTOB,

- CO37aBaTh MOJOXHUTEIBHBIN UMUK OpPTraHU3ALHY;

- IOAZIEPKUBATh UMUK OPTaHU3aLINY,

- obecneunBaTh KOH(QUACHINAILHOCTD HHPOPMALINY,

- OLICHMBATH PE3YJIbTATHl B pAMKaX MOCTABJICHHBIX 337144,

- YCTAHABJIMBATH LIENIH, ONPEACIISITh UEPAPXUIO LIeNeH;

- ONpEeneNsiTh MPUOPUTETHOCTb M OYEPETHOCTH BBITOJHEHHS
pabot u 3¢ pexTBHO pacupenensaTs padodee Bpems,

- aHAJIM3UPOBAThH MPUYHMHBI HEBBITTOJHEHHS 3a71ad,

- OKa3bIBaThb NMOMOINb PYKOBOAHUTEIIO B PACIPENEIEHUH €ro
pabouero BpeMeHH;

- BBIOMpATh ONTHUMAJIbHBIE CIIOCOOBI MH(POPMUPOBAHUS TAPT-
HEPOB, KJIMEHTOB, MOCETUTENIEH, PYKOBOAUTENENH MOApa3aee-
HUH U COTPYIHUKOB O TUIAHUPYEMBIX MEPOIPHSITHSAX,

- pacCTaBISITh MPUOPUTETHI, BBIIENATH BAXKHOE U CPOYHOE;

- BBIOMPATh ONTUMAJIbHBIA PUTM PabOTHI;

- UCTOJB30BATh CPEIACTBA KOMMYHHMKALUU I TEepenadu Io-
PY4YEHHI PYKOBOAUTES,

- IPUMEHSATh B COOTBETCTBHH C Ha3HAYEHHEM CPEACTBA Opra-
HU3AL[MOHHON TEXHHUKH, KaHLEIAPCKUE MPUHAIE)KHOCTH,

- ocHamaTh padodyee MECTO PYKOBOAUTENS U CBoe padouee
MECTO HeOOXOAMMBIM 000pyIOBaHHUEM,

- OCYLIECTBIISITh 3aMEHY PACXOOHBIX MATEePHAJIOB, YXOI 32
OpPITEXHUKOH;

- OCYIIECTBJIATH MOBCEIHEBHBIH YXOA 32 KOMHPOBAIBHBIM all-
napaToM, 3aMEHY U XpaHEeHUe KapTpHIUKeH, TOHepa,

- KOHTPOJIMPOBATh COCTOSIHWE M TIOMOJHSTH 3amachl KaHIle-
JSIPCKUX TOBAPOB, CPEACTB FMTUEHBI, MPOAYKTOB MUTAHMSI.

Y CBOCHHBIE 3HAHUS:

- HOPMAaTHBHBIC TPABOBBIE aKThl B O0OJACTH OpPraHU3ALNH
yIPaBIEHYECKON AEATEIBHOCTHY,

- (pyHKIIMY, 33a71a49H, CTPYKTYPY OpPraHU3ALUH, €€ CBSI3H,

- crieu( Ky OCHOBHOH IS TEIbHOCTH OpPTraHU3alHH,

- YOPABIEHYECKYIO CTPYKTYPY OpTraHH3aLUH, PYKOBOICTBO
OpraHu3aluy, o0pasLbl MOATHCEH PYKOBOASIIUX COTPYIHU-
KOB, KPyr UX MOJHOMOYHHA W OrpaHUYEHUs] MX 30H OTBET-
CTBEHHOCTH,

- MHCTPYKIHH IO JEJONPOU3BOACTBY M APYTUM JIOKAJIbHBIM
HOPMATHUBHBIM aKTaM, YCTAHABJIHMBAIOIIUM TOPSIOK pean3a-
LIUH YIIPABJICHYECKUX MPOLIEAYD;

- obmue TpeOOBaHUS K CPOKAM HUCIOJHEHHs JTOKYMEHTOB U
KOHTPOJIbHBIM ~ (PYHKLUSIM ~ CIYKObl  OKYMEHTALIMOHHOTO
obecrieueHusI,

- TIpaBUJIa COCTABJIEHUs OPTraHM3ALMOHHBIX JOKYMEHTOB (IO-
JIOKEHUH, MHCTPYKLHUH, pEerIaMeHTOB);

- KJacCU(UKALMIO YMPaBIEHUYECKOH WHPOPMALIUHN, BHUIIbI
yhpaBieHYeckol nHpopMauuuy,

- (popmbI IpenocTaBICHUS YIIPABISHUYECKOH HHPOPMALINY;

- ICTOYHHKH yIPaBJICHIECKOH HH)OPMAIHH;
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- TpeOOBaHUs, IPENBSABISIEMbIE K YIIPaBICHYECKOH nHpOpMa-
LMH;
- BHJIbI JOKYMEHTOB, UX HA3HAYCHUE,

- IOPSAOK PadOThI C JOKYMEHTAMH,

- TmpaBWiia COCTaBjieHUss U OQOpMIIeHUS HH(POPMAIUOHHO-
CIPABOYHBIX, OPTaHU3ALMOHHBIX, YIPABICHYECKUX TOKYMEH-
TOB,
- IPaBIJIAa U CPOKHU OTIIPABKH UCXOMSIINX JOKYMEHTOB;

- IpaBHJIA IOAMUCAHNS U YTBEPXKICHUS TOKYMEHTOB;

- TIpaBHUJIa OPTaHU3ALUU U (POPMBI KOHTPOJISI UCIIONHEHHS 10~
KyMEHTOB B OpTaHHM3aLNY,;

- IPUHLUIIBI PabOTHI CO CPOKOBON KapPTOTEKOM,

- Ha3HaYeHHUE U TEXHOJIOTHIO TEKYIIEro U MpeayIpeanTeIbHO-
ro KOHTPOJIS,

- TIpaBWJIa COCTABJICHUS] aHAJMTHYECKUX CIPABOK IO OpPTraHu-
3anMu paboThI C TOKYMEHTaMH U KOHTPOJIFO MCIIOJHEHHS J10-
KyMEHTOB;

- TpaBWJIa JOKYMEHTAL[MIOHHOTO OOECTEeUeHHs AESITeIbHOCTH
OpraHu3aLuy,

- CXeMbI JOKYMEHTO000pOTa,

- mpasmia padoThl ¢ BXOASIIUMH, UCXOMSALIMMU M BHYTPEH-
HUMH JOKYMEHTaMU,

- ocobeHHOCTH (HPOPMUPOBAHMS BHEIIHUX U BHYTPEHHHUX HH-
(hOpMaLIMOHHBIX MTOTOKOB,

- COCTaB BHEIIHUX WH(POPMALMOHHBIX TOTOKOB;

- COCTaB BHYTPEHHUX WH(POPMALIMOHHBIX TOTOKOB;

- BHIbI HOMEHKJATyp, obmue TpeOOBaHUS K HOMEHKIATYPE,
METOAMKA €€ COCTABJIEHUS U O(POPMIICHHS,

- TIPaBHJIA COTJIACOBAHUSI HOMEHKJIATYpPhI €N C BEJOMCTBEH-
HBIMH apXHBaMH M SKCIIEPTHONW KOMHCCHEH;

- mopsipok (opmupoBaHuss U opopMIIeHHUs e, cneunpuka
(bopMHUpPOBaHHS OTAENBHBIX KATETOPHHA O,

- MpaBWJIa BBIAAYU M WCHOJIb30BAHUS TOKYMEHTOB U3 cop-
MUPOBAHHBIX I,

- KPUTEPUH pPa3leJeHUs] TOKYMEHTOB Ha TPYIIBI B COOTBET-
CTBHH C LICHHOCTBIO HH(POPMALINH, COAEPIKAIIEHCS B HUX,

- TIOPSIAOK HMCIIONIb30BAHMSI THITOBBIX MJIM BEIOMCTBEHHBIX ITe-
peuHell TOKYMEHTOB, ONPEAENICHHsI CPOKOB XPAaHEHHs B MPO-
L[eCCe SKCIEPTHU3bI IEHHOCTH TOKYMEHTOB;

- TOPSIOK CO3/AaHUs, OPraHU3alMK M JOKYMEHTHPOBAHUS pa-
OOTBI 3KCIEPTHON KOMUCCHU,

- MpaBWJIa COCTABIEHHSI U YTBEP)KACHHS MPOTOKOJIA PabOTHI
SKCMEPTHON KOMUCCHH,

- TpaBWJIa COCTABJICHUS] M YTBEPXKICHHUSI aKTa O BBIICICHUH
JOKYMEHTOB, HE TIOAJIEKAIINX XPAHEHUIO;

- TpaBUJIa TEXHUYECKOH 00pabOTKH M MOJHOTO OPOPMIICHHS
JIeJT TIOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUS,

- TIPaBWJIA COCTABJICHUS OIUCH JIeJI IOCTOSTHHOTO M BPEMEHHO-
IO CPOKOB XPaHEHHUsI B COOTBETCTBHUH C NEHCTBYIOLIMMH HOP-
MaTHBHO-METOJUYECKUMHU TOKYMEHTaMH,

- IpaBHJIA TIEPEAYH 1€ B APXUB OPTaHU3ALUH;

- IPUHLHUIIBL, CIOCOOBI HHYOPMUPOBAHUS COTPYIHUKOB,
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- OCHOBHbIE MMpPaBWJa XPAHEHUs] W 3AIMUTHI CyKeOHOW HH-
bopmarmm;

NpaBUiIa OPTaHU3ALUH [TPHEMa IOCETUTENEH;

NpaBUjIa OPraHU3aLUH IPHEMOB B OuCE;

- TIpaBHJIa CEPBUPOBKH YaitHOTO (KO eHHOro) cTona,

- TIpaBHJIa TIPUTOTOBJICHUS U MOJAYH TOPSYUX HAMUTKOB U 3a-
KYCOK K HUM,;

NPUHLKIBI M IPABUIIA MIAHUPOBAHUS PaboYero BpeMeHU,
MOCTAHOBKY LIEJeH;

NpaBUJIa IPOBEIEHUS IEIOBBIX EPETOBOPOB;

- ocobeHHocTH OPOpPMITEHHUS TIJIAHUPOBINUKA (HA 3JIEKTPOHOM
1 OyMa)KHOM HOCHUTEJISIX ),

- Tesie(pOHHBIE KOHTAKThI PYKOBOIUTEJIS;

- MOPSIIOK MOATOTOBKH U MPOBEAEHUS] KOMAHIUPOBOK;

- TOpSAOK O(POPMIICHHUS] TOKYMEHTOB JJisi KOMAaHIUPOBKH H
OTYETHBIX JOKYMEHTOB MO0 KOMaHAUPOBKE PYKOBOAHUTEIS,

- AEJIOBOI MPOTOKOJI,

- KOMIUIEKC OPTaHM3aLMOHHO-TEXHUYECKUX MEPOMPHUSITHI 110
MOJTOTOBKE U MPOBEIEHUIO COBEIIAHUI U MEPErOBOPOB, B TOM
YHCIIe MEKIYHAPOIHBIX;

- MIpaBUJIa BEIEHUS, IOATOTOBKU U OOPMIICHHUS MTPOTOKOJIA U
APYyTruX TOKYMEHTOB, CO3[aBAa€MbIX B IPOLIECCE MOATOTOBKHU
KOH(pEPEHTHOTO MEPONPUSTHS,

- COCTaBJICHHE CMEThI PACXOJIOB;

- OCHOBBI HAITCAHUS pedell U JOKJIAA0B PYKOBOIUTEIIS,

- OCHOBBI PTOHOMHUKH 0rica U PIOPUCTHKH;

- CTaHAAPThl U PEKOMEHAALMU O OO0OPYAOBAHUIO O(QUCHBIX
TTOMEITEHU;

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