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1. ITACITIOPT ITPOI'PAMMBI
HHPOPECCHUOHAJIBHOI'O MOAYJIA

Opranusanus 10KyMEHTAMOHHOTO o0ecriedeHusl yIPpaBJIeHUs!
U PYHKUMOHHPOBAHUS OPTraHU3ALNHU

1.1. O6s1acTh NPUMEHEHUS] IPOTPAMMbI

[Iporpamma mpodecCHOHAIBHOTO MOIYJIA ([ajee IpuMepHasi IporpaMma) —
SBJIIETCS] YACThIO MIPUMEPHONM OCHOBHOM MpodheccuoHanbHOM 00pa3oBaTenbHOM Mpo-
rpammbl B cootBeTcTBUM ¢ PI'OC mo cneumanbHocTH (cneuuanbHocTsiM) CIIO
46.02.01 lokyMeHTaMOHHOE ODecrneuyeHHe YNpPaBJIeHHsI U ApXMBOBeJIeHUE B ya-
CTH OCBOEHHSI OCHOBHOIO BUJa npodeccuonanbHoi nesitenbHoct (BIIML): Opranm-
3amusl JOKYMEHTAIHOHHOT0 o0ecriedeHus yNpaBJieHUs U (PYHKIMOHMPOBAHUA
OpPraHM3alMyu U COOTBETCTBYIOMUX Mpodeccruonanbubix komnerenuii (I11K):

IIK 1.1. KoopauaupoBath paboTy opraHu3anuu (IpUEeMHONW PYKOBOJUTENS),
BECTH IPUEM ITOCETUTENEH.

[1K 1.2. OcymecTBasITh paboTy MO MOJATOTOBKE W MPOBEACHUIO COBEIIAHUM,
JIEJIOBBIX BCTPEY, IPHUEMOB U MPE3EHTALIUN.

[1K 1.3. OcymiecTBasTh TOATOTOBKY JAEIOBBIX TOE3I0K PYKOBOIUTENS U APY-
TUX COTPYJHUKOB OpraHu3aliu.

[1K 1.4. Oprann3oBsiBaTh pabouee MECTO ceKpeTaps U pyKOBOAUTENS.

[1IK 1.5. OdopmMisTe U perucTpupoBaTh OPraHU3ALUOHHO - PACIOPAIUTEINb-
HbIE€ IOKYMEHTBI, KOHTPOJIMPOBATh CPOKHU MX UCITOJIHEHHUS.

[1IK 1.6. O6pabaTbiBaTh BXOJAIINE U UCXOISIINE JOKYMEHThI, CACTEMATU3H-
pOBaTh UX, COCTABJIATH HOMEHKIATYPY J1ed1 U (POpMHUPOBATH TOKYMEHTHI B JIejIa.

[IK 1.7. CamocrosiTenbHO paboTaTh C JOKyMEHTaMH, COJAEPKAIUMU KOHDH-
JEHUUATbHYI0 HH(GOPMALIHMIO, B TOM YHUCJIE C IOKYMEHTaMHU 10 JINYHOMY COCTaBY.

IIK 1.8. OcymectBiarh TenepoHHOE 00CTy)KMBaHUE, TPUHUMAThL U TIepea-
BaTh (DAKCHI.

I1K 1.9. Ocy1iecTBasSTh TOATOTOBKY e/ K TIepeIaue Ha apXUBHOE XpaHCHUE.

I1K 1.10. CocTaBiaTh ONUCH ACI, OCYIIECTBIATH MMOATOTOBKY JIeT K Iepeave
B apXMB OpPraHU3alMHU, TOCYIAPCTBEHHBIE U MYHUIIUTIAIbHBIE APXUBBHI.

IIK 1.11. BergaBath B COOTBETCTBHMH € MOCTYHAIOIIMMH 3alPOCAMH APXUB-
HbIE KOIUU U TOKYMEHTHI.

PaGouast mporpamma mpodeccHoHaTEHOTO MOTYJISE MOXKET OBITh UCIIOJIB30Ba-
Ha B JIOMOJIHUTEIILHOM TIpodeccruoHamsHOM 00pa3oBaHuu U MPOdeCcCUOHATBHON MO/
rOTOBKE PaOOTHUKOB B 00JIACTH JIOKYMEHTAIIMOHHOTO 00€CTIeueH s YIIPaBICHUS TIPH
HAJIMYUU cpeaHero npodeccruonansHoro oopazoBanus. ONbIT paboTh HE TpeOyeTCs.

1.2. Heau u 3aa41 MOAYJIsl — TPeOOBAHUA K Pe3yJIbTATAM OCBOCHHMS MOAYJIS

C uenplo OBJIAJIEHUS YKAa3aHHBIM BUJOM NPO(ECCHOHATBHON AESITENbHOCTU U
COOTBETCTBYIOIIUMH NMPOGECCUOHANBHBIMA KOMIIETEHIIMSIMU OOYyYarOUIUiCsA B XO0JI€
OCBOEHUS NPOPECCUOHATBHOIO MOYJISL JOJIKEH:



UMeTh NPAKTUYECKUH ONbIT:

o OpraHM3alMy JTOKYMEHTALIMOHHOTO OOECHEeYEHHUsl YIPABJIECHUS U (PYHKIMO-
HUPOBAaHUS OpraHU3aLNN.

yMeThb:

IIPUMEHATH HOPMATHUBHBIE ITPABOBBIE AKThI B YIIPABICHYECKOMN NEATEIBHOCTH;
IIOATOTABJIMBATH IMPOEKTHI YIIPABICHYECKUX PELICHUN;

COCTABJISITh M BECTH YYETHBIE JOKYMEHTHI;

COCTaBJIATh U 0(OPMIIATh OPTaHU3ALMOHHBIE U METOANYECKHE JOKYMEHTHI;
BECTU CPOKOBYIO KaApTOTEKY;

M0JIb30BaThCSl YHU(PUIIMPOBAHHBIMU (hOpMaMU TOKYMEHTOB;

oOpalaTeIBaTh MOCTYNAIOIIME U OTIPABISEMbIE JOKYMEHTHI, CUCTEMATU3H-
pOBaTh UX, COCTABJIATh HOMEHKJIATYPY €7 U (POPMUPOBATH JOKYMEHTHI B J€I1a;

o MOJIb30BATHCS TIEPEUHSIMU JIOKYMEHTOB U aHAJIU3UPOBaTh (PaKTUUECKOE CO-
Jep’KaHue UMEIOIINXCS B JIeJie JOKYMEHTOB TIPH ONPEEICHUN CPOKOB UX XpaHEHUS;
o o OpMIIATH JOKYMEHTHI IKCIIEPTHON KOMHCCHH;

o MPOU3BOIUTH XPOHOJIOTHUECKU-CTPYKTYPHYIO CUCTEMATU3AIIMIO JICT;

o OCYIIECTBIISTh TEXHUYECKYI0 00pabOTKy U MojaHOe 0hopMIIeHHE AeN MOCTO-
SSHHOTO W BPEMEHHOTO CPOKOB XPaHEHUS;

o COCTaBJISITh OIMUCH NI TIOCTOSSHHOTO W BPEMEHHOTO CPOKOB XpaHEHHUS B CO-
OTBETCTBHUU C ICUCTBYIOIIMMH HOPMAaTHBHO-METOMYCCKIMU JTOKYMCHTAMH,

o OCYIIECTBIIATh KOHTPOJIb MCIIOTHEHUS TTOPYUYCHUH PYKOBOJUTENSI COTPYIHU-
KaMU;

o TOTOBUTH U MPOBOJUTH COBEILIAHUS, IETIOBBIE BCTPEUH, IPUEMBI U TIPE3EHTA-
L(UH;

o o OpMIISATE KOMAaHIUPOBOYHBIC TOKYMEHTHI;

o 0o0pabaThIBaTh TOKYMEHTHI U MaTepHaibl 10 PE3yJIbTaTaM TOE3JAKH PYKOBO-
TTUTES;

o oOecrieunBath paboTy orica BO BpeMsi OTCYTCTBUSI PYKOBOIUTEIIS;

o WCITOJIB30BaTh CPEACTBA KOMMYHUKAIIMH JIJIT 00ECTICUCHUS B3aUMOJEHCTBUS
C PYKOBOJHUTEJIEM BO BpPEMS €r0 JACIOBOM MOE3KH;

o OpPraHU30BLIBATh U 00ECIICUYNBATH TUYHBIC KOHTAKTHI PYKOBOIUTEIIS;

o oOecrieuynBaTh KOHPUACHIIMAIBHOCTh B MPUEMHON U KaOMHETE PYyKOBOIMTE-
JI51, COXPaHATh KOH(GUIESHIIMATBHYI0 HH(OPMAITUIO B TallHE;T

o co3faBaTh ycIoBus, obecreunBaromue 3hHEeKTUBHYI0 paboTy PyKOBOJUTE-
TS,

o yCTaHABJIMBATh KOHTAKT ¢ COOCCEIHUKOM, TTOICPKUBATh M pa3BUBATh JEJI0-
BYyIO Oecefly B mporiecce Tele()OHHBIX ePEeroBOpOB;

o BECTU U UCTIOIH30BATh B paboTe 0a3y JaHHBIX TeIC(POHHBIX KOHTAKTOB PYKO-
BOJUTEIS,;

o paborarh ¢ mH(pOpMaIEl MO KOHTPOJIO, CHCTEMAaTH3UPOBATh €€ W MpPE-
CTaBJIATh B BUJIC CBOJAHBIX JIOKYMCHTOB;

o CO3aBaTh MOJIOKHUTEIIBHBI UMUK OPTaHU3aIINH;

o MOIJIEP>KUBATh UMUK OPTaHU3AINY;



o0ecnieunBaTh KOH(UICHIIMATBHOCTh HH(pOpMALINH;

OLIEHUBATh PE3YJIbTAThl B PAMKAX IMMOCTABJICHHBIX 3a]1a4;

yCTaHaBJIMBAT 1I€JIU, ONPEAEIATh HEPAPXUIO LIETIEH;

OTPEAETSATh MPUOPUTETHOCTh M OUEPEHOCTh BBINMOIHEHUSA paboT U 3 dek-
TUBHO PacIpeneNiaTh paboyee Bpems;

. aHaJIM3UPOBATh IPUYMHBI HEBBITIOJHEHUS 3a/1a4;
. OKa3bIBaTh IOMOILb PYKOBOAMTEIIO B PACHpPECICHUN ero padodero BpeMe-
HU;

o BBIOMPATh ONTUMAJbHBIE CIIOCOOBI MH()OPMUPOBAHMS MAPTHEPOB, KIMEHTOB,

MOCETUTEJIeH, PYKOBOAUTENEH MOApa3/IeNICHUN U COTPYJHUKOB O IJIAHUPYEMBIX Me-
POTIPUSITHSIX;

. PacCTaBIIATh IPUOPUTETHI, BBLACIATH BAXKHOE U CPOUYHOE;
J BbIOMpaTh ONTUMAJIBHBII PUTM padOTHI;

o UCITIOJIB30BaTh CPEACTBA KOMMYHUKALIMK JJIsl MIepeAadyn MOPYyYEHU pyKOBO-
JTUTENS;

o IPUMEHATh B COOTBETCTBUHM C HA3HAYEHHEM CpEICTBA OPraHU3aLMOHHOMN
TEXHUKH, KAHLEISIPCKHUE IPUHAJIEKHOCTH;

o OCHAIllaTh pabodyee MECTO PYKOBOJIUTEINS U CBOE pabouee MECTO HEOOXoau-
MbIM 000pYAOBaHUEM;

o OCYUIIECTBJISTh 3aMEHY PACXOAHBIX MAaTEPUAIIOB, YXO/1 38 OPITEXHUKOM;

o OCYLIECTBJISITh MOBCEITHEBHBINA YXOJ 32 KOIMHMPOBAIbHBIM alllapaToM, 3aMEHY
Y XpaHEHUE KapTPUIKEH, TOHEPA;

o KOHTPOJIMPOBAaTh COCTOSIHUE W IIOIOJIHATH 3aIachl KAHLEISAPCKUX TOBApOB,
CPEIICTB TUTHEHBI, TPOYKTOB MUTAHUS

3HATh:

o HOPMATHBHBIE MPABOBbIEC AKTHI B 00JIACTU OPraHU3aLMU YIIPaBICHUYECKOU Je-
ATEIBHOCTH;

o byHKIMM, 3a/1a4H, CTPYKTYpPY OpTaHU3alluH, €€ CBS3H;

J celM(pUKy OCHOBHOM JESITEIbHOCTH OpraHU3aI1H;

J YIPABJICHYECKYIO CTPYKTYPY OpraHU3alid, pyKOBOACTBO OpraHU3alud, 00-

pasibl HOANMUCEN PYKOBOISAIINX COTPYIHUKOB, KPYT UX MOJHOMOYUN U OTPAaHUYECHHUS
MX 30H OTBETCTBEHHOCTH;

o UHCTPYKIUU TO JAEJONPOU3BOJICTBY M JPYTHM JIOKAJIbHBIM HOPMAaTUBHBIM
aKTaM, YCTaHaBJIMBAIOIIKUM MOPSAIOK pealn3aliil YIpaBJICHYECKUX IPOLEYp;

. obme TpeOOoBaHUS K CPOKaM HCIOIHEHUS JOKYMEHTOB M KOHTPOJBHBIM
GyHKUIUSIM CITy>KObI JOKYMEHTAILIMOHHOTO 00€CTIeueHNs;

o NpaBWJia COCTABIICHUS OPTaHM3AIIMOHHBIX JOKYMEHTOB (TIOJIOKCHHH, WH-
CTPYKILIH, pErJIaMEeHTOB);

o KJIaCCU(UKALMIO yIpaBleHYeCKoW HWH(GOpMaLKU, BUABI YNpaBICHUYECKON
uHdopMaIuy;

o dbopMbI IpeIOCTaBICHUS YIIPABICHUYECKON HH(POpMaInu;

o UCTOYHUKH yIIPaBICHUYECKON HHPOpMAIIIH;

o TpeOOBaHUS, MPEABABIIEMBIC K YITPaBICHIECKON HH(pOpMaInm;

[ ]

BUJBI JOKYMCHTOB, HX HA3HAYCHUC,



o HOPSAZOK pabOThI C JOKYMEHTaMU;

o npaBuia cOCTaBieHUs U oopmiieHHs] MH(DOPMAIMOHHO-CIIPABOYHBIX, Opra-
HU3ALMOHHBIX, YIPABICHYECKUX TOKYMEHTOB;

o npaBuia U CPOKU OTHPABKU UCXOIALIUX IOKYMEHTOB;

o npaBuia NOAIUCAHUS U YTBEPKIECHUS JOKYMEHTOB;

o npaBuiia opraHu3anuu U (GopMbl KOHTPOJISI UCIIOJIHEHUS JIOKYMEHTOB B Opra-
HU3AIINH;

o MPUHITUIIBL paOOTHI CO CPOKOBOM KapTOTEKOM;

o HA3HAYEHUE U TEXHOJIOTUIO TEKYIEro U MPEAYNPEAUTEIIBHOIO KOHTPOJIS;

o npaBuja COCTaBJICHUS aHAIMTHUYECKUX CIPaBOK MO OpraHu3aiu padoThl C
JIOKyMEHTaMHU ¥ KOHTPOJIIO UCIIOJIHEHUSI IOKYMEHTOB;

o npaBuia JOKYMEHTAllMOHHOTO O0eCIeYeHUs A TEIbHOCTA OpraHu3allky;

o CXEMBI IOKYyMEHTO000POTa;

o npaBuiia paboThl ¢ BXOASIIMMHU, UCXOASIIMMA U BHYTPEHHUMHU JOKYMEHTa-
MU;

o 0COOEHHOCTH (POPMHPOBAHUS BHEIIHUX W BHYTPEHHUX HH(OPMALMOHHBIX
IIOTOKOB;

o COCTaB BHEIIHUX MH(POPMAMOHHBIX TOTOKOB;

o COCTaB BHYTPEHHUX MH(OPMALIMOHHBIX IOTOKOB;

o BUJIbl HOMEHKJIATYp, OoOlIe TpeOOBaHUS K HOMEHKJIAType, METOJMKA €€ CO-
CTaBJIEHUS U O(hOpMIICHUS;

o IIpaBUJia COTJIACOBaHUSI HOMEHKJIATYphI 1€l C BEIOMCTBEHHBIMU apXUBaMH U
AKCIIEPTHOU KOMHUCCHUEW;

o nopsiok (opmupoBanus U opopmiieHUs Aen, crneuuduka GopMHUpPOBaAHUS
OTJEJIbHBIX KaTeropuil e,

o IpaBuJia BbIIaYM U UCIIOJIb30BaHUs JOKYMEHTOB U3 CPOPMUPOBAHHBIX JEIT;

o KPUTEPHUH Pa3/AeIICHNs JOKYMEHTOB Ha TPYNIIbI B COOTBETCTBUU C IEHHOCTBIO
uH(pOpMaIUK, COAEPKALLEHCS B HUX;

o MOPSIOK MCIOJIB30BAHMS TUIOBBIX MJIM BEJOMCTBEHHBIX MEPEYHEN JOKYMEH-
TOB, ONPEEIICHHS CPOKOB XPAHEHHS B IPOLIECCE IKCIIEPTU3bI IEHHOCTH IOKYMEHTOB;
o NOPSAZIOK CO3AaHUs, OPraHU3aLNU U TOKYMEHTUPOBAHUSI pabOThI HKCIIEPTHON
KOMUCCHUH;

o IpaBUJia COCTaBJICHUS U YTBEP)KICHHS MPOTOKOJIa pabOThl IKCIIEPTHOU KO-
MUCCHUU;

o npaBuja COCTaBJICHUS M YTBEPXKICHMS aKTa O BBIJICICHUU TIOKYMEHTOB, HE
NOJIJIeKALTUX XPaHEHUIO;

o npaBuiia TEXHUYECKONH 00pabOTKH 1 TTOJTHOTO O0(hOPMIICHHUS 1e7T TOCTOSTHHOTO
Y BPEMEHHOTO CPOKOB XpPaHEHUS;

o IpaBuiia COCTABJICHHSI OMMCH JAEJI MOCTOSSTHHOTO M BPEMEHHOI'O CPOKOB Xpa-

HEHMSI B COOTBETCTBUU C JICHCTBYIOIIUMU HOPMATUBHO-METOANYECKUMHU JIOKYMEHTa-
MU,

o IpaBuJIa Mepeavn JIej B apXUB OpraHru3aluy;
o TMPUHITUIIBI, CITIOCOOBI HHPOPMUPOBAHUS COTPYIHUKOB;



OCHOBHBIC TIPaBUJIa XPAHEHUS U 3alTUTHI CITy>KeOHO HHPOpMAIIHH;

IpaBHJia OPTaHU3AINH [TPHEMa MOCETUTENCH;

IpaBHJia OPraHU3alMy TPUEMOB B O(HCE;

IpaBHJia CEPBUPOBKU YaHOTO (KO(EHHOT0) cTONA;

IIpaBHJIa IPUTOTOBJICHUS U TIOJJAYH TOPSINX HAITUTKOB M 3aKyCOK K HHUM;
IIPUHIIAIIBI ¥ TTPaBWJIa TUTAHUPOBAHMS pab0dYero BpEeMEHH;

ITOCTAHOBKY LIEJIEH;

IpaBHJia IPOBEJCHHUS JICTOBBIX IIEPETOBOPOB;

0COOCHHOCTH O(OPMJICHHUS IUIAHUPOBIIMKA (HA DJICKTPOHOM M OyMa)KHOM
HOCHUTEJISX);

o TeneOHHbIE KOHTAKTHI PYKOBOJIUTEIIS;

o MOPSIOK NOATOTOBKH M TPOBEICHUSI KOMaHIUPOBOK;

o NopsiA0K OPOPMIICHUSI JTOKYMEHTOB JIsi KOMaHJIUPOBKU M OTUYETHBIX JIOKY-
MEHTOB 10 KOMaHIUPOBKE PYKOBOIUTEIIS;

° JIEJIOBOU MPOTOKOJT,

. KOMIUJIEKC OPTaHU3AlMOHHO-TEXHUYECKUX MEPOIPHUITUN IO TMOJATOTOBKE W
MPOBEICHUIO COBEIIAHUI U MIEPETOBOPOB, B TOM YHCJIE MEKTYHAPOIHBIX;

. MpaBuUia BEJICHUs, NMOJTOTOBKM U O(POpMIIEHUS] MPOTOKOJIA U APYTUX JOKY-

MEHTOB, CO3/1aBa€MbIX B IPOLIECCE NOJTOTOBKUA KOH(EPEHTHOTO MEPOIPUATHS;

o COCTaBJIEHUE CMETBI PACXO0B;

OCHOBBI HAITMCAHHUSI pEYEH U TOKJIAJI0OB PYKOBOJAUTEIIS;

OCHOBBI )PTOHOMHKH OpuCca U PIOPUCTUKH;

CTaHJAPThl U PEKOMEHIALMU IO 000PYA0BaHNIO 0(UCHBIX TOMEILEHU;
COCTaB OPTaHU3AIMOHHON TEXHUKHU, €€ YCTPONUCTBO U MOPSAIOK pabOTHI C HEH.

1.3. PexomMeHayeMoe KOJIUYECTBO YACOB Ha OCBOEHHE NMPorpaMmsbl npodeccuo-

HAJILHOT'O MOIYJISI:

Bcero — 1121 gacoB, B TOM 4HCIIE:

MaKCUMaJbHOU yaeOHO# Harpy3ku oOydatomerocs — 1041 gacos, BKiIrOUast:
00s13aTeIHbHOM ayAUTOPHON yueOHOM Harpy3ku oOy4arorierocs — 690 yacos;
CaMOCTOSTENIbHOM paboThl 0Oydaromerocs — 287 4acos;

y4eOHOH U MPOM3BOICTBEHHOU MpakTuku — 144 yaca.



2. PE3YJIBTATBI OCBOEHHUSA NTPOPECCUOHAJBHOI'O MOAYJIA

Pe3ynbprarom ocBOEHHS MporpamMmbl NPOPECCHOHATBHOIO MOIYJS SIBIISETCS
OBJIaZicHUEe  OOydaloIUMUCA  BUAOM  NPO(QECCHOHATIBHOW  JIESTEIBbHOCTU
Opranuszauus AOKYMEHTALMOHHOI'0 o0ecnieyeHust yIpaBJIeHUA U
(pYHKIHOHMPOBAHUSA OpraHu3auuMu, B ToM uyucie npodeccuonanbusiMu (I1K) u
obuumu (OK) KoMITeTeHITUSAMH:

Kon HauMeHoBaHMe pe3yJbTaTa 00y4eHUst

[IK 1.1 KoopnuaupoBaTe paboTy opranuzauuu (IPUEMHON PYKOBOJIUTENS),
BECTH MPUEM TTOCETUTEIIEH

IIK 1.2 OcymiecTBisATh pabOTy MO TMOATOTOBKE W IPOBEACHUIO COBEIIAHUH,
JICJIOBBIX BCTPEY, MIPUEMOB U ITPE3EHTAIIUHN

IIK 1.3 OcyliecTBIsATh MOATOTOBKY JEJOBBIX IO€370K PYKOBOAUTEISA H
JPYTUX COTPYJIHUKOB OpraHU3aluN

I[IK 1.4 Opranu3oBbIBaTh pabouee MECTO CEKpeTaps U PYKOBOAUTES

IIK 1.5 OdopMIIATh U PErUCTPUPOBATH OPraHU3AIMOHHO-PACTIOPSAUTEIIHHBIC
JIOKYMEHTBI, KOHTPOJIUPOBATh CPOKH UX UCIIOJHECHUS

IIK 1.6 O6pabaThIBaTh BXOISIINE u UCXOJIAIINE JIOKYMEHTBI,

CUCTEMATU3UPOBATh HMX, COCTABIATH HOMEHKIATYPYy J€I W
(bopMHpOBaTh JOKYMEHTHI B Jiea

[IK 1.7 CamocTosiTennbHO ~ paboTaTh € JOKYMEHTAMH,  COJIepXKalUuMU
KOH(UICHIINAbHYI0 UH(POPMAIIUIO, B TOM YHUCJE C JTOKYMEHTaMU I10
JUYHOMY COCTaBY

K 1.8 OcymecTBisATh TenehOHHOE 00CTYKUBAHKE, IPUHUMATD U TIepe1aBaTh
dakchbl
I[IK 1.9 OcymecTBasATh NOATOTOBKY JET K MEPEaue Ha apXUBHOE XPAHEHUE

IIK 1.10 | CocTaBnath OnMcHU A€, OCYLIECTBIISATH MOJATOTOBKY JI€N K Iepeayde B
apXuB OpraHU3alNK, TOCYIAPCTBEHHBIE 1 MYHUIUTIAJIbHBIC apXUBbI

TIK 1.11 BI)II[aBaTI) B COOTBCTCTBHH C IIOCTYIIAOINMMHU 3allpOCaMH APXHBHBIC
KOIIMH U JOKYMCHTEI.

OK 1 [loHuMaTh CYIIHOCTh W COIMAJIBHYIO 3HAYMMOCTh CBOEH Oyayiieit
npodeccuu, MposIBISATh K HEW YCTOMUMBBIA HHTEPEC
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JIEATEIIBHOCTD, OMPEALIATh METObI U

CriocoOBl BBIMIOJIHCHHS TPO(ECCHOHAIBHBIX 3a7ad, OICHHBATh HX
3 PEKTUBHOCTH U KAaYECTBO

OK 3 Pemates mpoOsiemMbl, OlIEHUBATHh PUCKH W TPHUHUMATh pEIICHUS B
HECTAH/IAPTHBIX CUTYyaIUsAX
OK 4 Ocy1iiecTBIATh MOUCK, aHAIN3 U OLICHKY WH(OpMaIuu, He0OX0IMMOM

I TIOCTAHOBKM M penieHus  NpodeCCHOHAIBHBIX  3ajiad,
1poheCCUOHAIBHOTO U JINYHOCTHOTO Pa3BUTHS

OK'5 Hcnonb3oBaTh HMHPOPMALMOHHO-KOMMYHUKALIMOHHBIE  TE€XHOJOTUU
JUIsI COBEPIIEHCTBOBAHUS MPO(PECCUOHAIBHON A TENbHOCTU




OK 6

PaboTaTe B KOJUIEKTHBE W KOMaHJE, OOECIeYMBaTh €€ CIUIOYCHHE,
a(hPekTUBHO 00IIATHCS C KOJUIETaMH, PYKOBOJICTBOM, OTPEOUTEISIMU

OK 7

CraBuTh ociiu, MOTHUBHUPOBATH ACATCIBbHOCTD IIOJYNHCHHBIX,
OpraHn30BbBIBATb U KOHTPOJHUPOBATh HUX pa60Ty C IIPUHATHCM Ha cebst
OTBCTCTBCHHOCTH 34 PC3YJIbTAT BBIIIOJTHCHU S BaﬂaHI/Iﬁ

OK 8

CaMoOcCTOSITEIbHO ~ ONPENENATh  33Jaud  MPO(ECCHOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHUSA, 3aHUMATbCA CaMOOOpa30BaHUEM, OCO3HAHHO
IUTAHUPOBAThH MOBBIIICHUE KBATHU(PUKAIIUU

OK 9

BbITh TOTOBBIM K CMEHE TEXHOJOTUHA B MpodheCCHOHATBHOU
NESATETbHOCTH
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3. TemaTuyeckuii nian npogeccMoOHAJIBLHOT0 MOAYJIsI

O0Bem BpeMEHU, OTBEJI€eHHBIH HA OCBOEHHE

IIpakTuka
MEKTHCIUTIITHHAPHOTO Kypca (KYPCOB)
CamocrosiTe1bHasA
Bcero ya- | OOsi3aTenibHAsi Ay IUTOPHAA YueOHaAs
COB HArpy3Ka 00y4aromerocs pagora Tponssoncrsennan
Koasl npogeccuo- " Py Y o0yyaronierocs (o npodutio cre-
aHMEHOBaHWs pa3/ieioB npodeccuo- (maxc.
HaJBbHBIX KOMIIE- B T.4. NUAJBLHOCTH),
" HAJILHOT'0 MOYJIsI yuebHas B T.4., B T.4., VYueonas,
TeHU U HazpysKa u JabopaTopHbIe KVDCOBAs KVDCOBASE 4aCOB 4acoB
Bceero, pa6oThl U yp Bcero, yp eciu npedycmompena
npakmui) 4acoB | MpaKTHYECKHE padora 4acoB padora paccpedomouennas
3aHATHS (npoex), (npoexc), npaKmuKa)
> 4acoB 4acoB
JacoB
1 2 3 4 5 6 7 8 9 10
NK15-MK1.11 | Pasaen 1. Jdokymenrammontoe obecrie- | ggg 360 248 20 174 24
YeHHue ynpaBJeHus
K 1.1, 1K 1.5, IIK | Pasgen 2. Hpa:;onoe peryaupoBaHue 211 146 80 53 12
1.7. yIpPaBJIeHYECKOH 1esITeTbHOCTH
MK 1.1-1.4, TIK 1.8 Pa3nesn 3. Opranuszanmsi ceKpeTrapcko- 280 184 64 60 36
ro 00CJIy:KMBAHHUS
IlpousBoAcTBeHHass mnpakTuka (MO
72 72
npoduJio cnenuaJIbLHOCTH)
Bcero: 1121 690 392 20 | 287 | 72 72




3.1. Conep:xkanue o0yyeHusi mo npodeccuonaabuomy moay.awo (IIM)

HaunMmeHoBaHMe pa3aesioB pPo-
(eccuonanbroro moayis (IIM),
MeKIUCHUTIIHHAPHBIX KYPCOB
(MIK) u Tem

Copep:xaHue yuedOHOro MaTepuaJjia, JJabopaTopHble padoThl H MPAKTHYECKHE
3aHATHS, CAMOCTOSITE/ILHAS padoTa 00yyaromuxcs, KypcoBasi pagora

(mpoekr)

O0beM yacoB

Yposensn
OCBOCHUS

1

2

Pazgen IIM 01. lokymeHTAIIOH-
HOe o0ecTeyeHne ynpaBJaeHUs!

582

MJK 01.01 ToxkymeHTaHOHHOE
obecreyeHHe yIpPaBJIeHHS

360

Tema 1.1. Opranuszanus 10Ky-
MEHTAIHOHHOI0 00ecneYeHHs
ylpaBJieHus

Cone

JKAaHUE

1.

BBenenue B JUCHUIINHY «OKyMeHTAaUMOHHOE o0ecmeyeHHe ynpas-
Jenus». Llenu u 3amaun, npeaMeT U 00BEKT TUCIMIUIMHBI «JlOKyMEHTAI[H-
OHHOE 00ecCIeUeHNe YIPaBICHHU».

JoxkymeHT u ero ¢pynkuuu. ITonstue nokymenra. Ilpusnaku nokymeHTa.
Oyuknuu aokymeHTa. CBoicTBa nokymeHTta. FOpuaudeckas cujia JOKY-
MEHTA.

JesonpousBoacTeo U ero crpykrypa. Mcropusi cTaHOBJIeHUSI [eJI0-
npousBojacTBa B Poccun. Ilonstue nemompomssBoactsa. Ilonsitne moxy-
MEHT0000pOTa. DTanbl CTAHOBICHUS JENONPON3BOACTBa B Poccuu, nx xa-
PaKTEpUCTHKA.

Yuuduxkanusas u  craHaapruzauus  JAokymeHToB. HopmarusBHo-
npasoBasi 6a3a fAesjonpou3BoacTBa. OCHOBHBIC LIENIN YHU(DHUKALUH JTOKY-
MCHTOB. BI/II[I)I CUCTEM JOKYMCHTAlHU. CTaH,E[apT U BUABI CTaHAApTOB,
MPUMEHACMBIX B Poccun. Kommieke HOPMAaTHUBHBIX TOKYMCHTOB IO CTaH-
JapTU3alMu.

Kinaccudukanusi 1e10BbIX T10KYMeHTOB. OCHOBHbIE 0COOEHHOCTH Jie-
JIOBOr0 si3bIKa JokyMeHTa. Kinaccudukanus JenoBeix TOKyMeHTOB. Oc-
HOBHBIE 0COOEHHOCTH JICJIOBOTO SI3bIKa JOKYMEHTA.

JoxyMmenTupoBanue nHpopmanuu. Cpeacrsa u cnocodbl 10KyMeHTH-
poBanus. [loHsTHe «1okymeHTHpoBanue». Hocurens nHbpopmanuu: mare-
puain, popma, pasMepsl. BeroMoraresbHble CpeicTBa JOKYMEHTHPOBAHHUSL.

12

Tema 1.2 Odopmienne peKBU3N-
TOB JOKYMEHTOB

Cone

JKaHHue

IonsaiTne W KIaccMPUKALUS OPraHM3ALMOHHO-PACIOPSANUTEIbHBIX
aokymMeHTOB. O0mme cBegeHusi 0 pekBu3uTax. [loHATHE OpraHu3alroOH-
HO-PACHOPSIUTEILHBIX JTOKYMeHTOB. Kitaccudukanus opraHH3aloHHO-
PaCIOPSIUTEIBHEIX JOKYMEHTOB. [loHsTHEe pekBm3uTa. OOIINE CBEICHHS O
PEKBHU3UTAX.

®opmyasp-odpasenr OPraHU3aALMAOHHO-PACTIOPSINTEIHHOIO TOKYMeEH-
Ta. Popmarsl Oymard, HCHONB3yeMble JUIS IOCTpOeHHs (opMyspa-
obpasma. Pasmeps! nosnei. [lomoxenns tabynsaropa. YIiioBoe U IPOAOIb-
HOE PACIIOJI0KEHNE PEKBH3HUTOB.

18
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IlonsiTHe M BHUAbI 0JIAaHKOB OPTraHU3ANMUOHHO-PACIIOPAAUTECJIBbHBIX 10-
KYMEHTOB. Ilousrue Onanka JAOKYMCHTA. Cnoco0bl M3roTOBIICHHS OJIaHKA
JOKYMCHTA. Bunast OJIaHKOB.

TpeGoBanus k 0popMICHHIO PEKBU3UTOB, pa3MelllaeMbIX Ha MoJe yr-
JIOBOTO IITaMna JoKkyMeHTa. IIpaBuia oopMIICHNS PEKBU3HUTOB, pa3Me-
IIaeMbIX Ha I10JIC YIIIOBOTO IITAMIIA JOKYMEHTA.

TpeGoBanus k 0opMIeHHI0O PEKBU3UTOB, pa3MeliaeMbIX Ha padoueM
noJie JokymMeHTa. IIpaBuina ohopMIICHUST PEKBU3UTOB, Pa3MEINACMbIX Ha
pabodeM mone JOKyMeHTa.

TpeGoBanus k 0opMIeHHI0O PEKBU3UTOB, pa3MeliaeMbIX Ha padoueM
noJie JokymeHTa. IlpaBuina ohopMIICHUSI PEKBU3UTOB, Pa3MEINACMbIX Ha
pabodeM mone JOKyMeHTa.

TpeGoBanus Kk 0GopMIeHHI0 PEKBH3UTOB, pa3MelllaeMbIX Ha CJIy:Ke0-
HOM ToJie JoKyMeHTa. [IpaBuia opopMiIeHHs PEKBU3UTOB, Pa3MeIlaeMbIX
Ha CcIy»KeOHOM MoJIe JOKYMEHTA.

OOmue TpedoBaHUsI K 0OPMIIEHHIO TeKCTa JOKyMeHTOB. Hymeparus
ctpanun. CrnocoObl opopmiteHHs aaT B fokyMeHTax. CoKpalieHHe CloB U
cnoBocoueTanuit B Tekcre. OdopmiieHne B JOKyMEHTaX HAIMCAHUS YHCEl,
MaTeMaTHYCCKUX HOPMYIL.

TpeGoBanus K JOKyMeHTaM NPH HMX H3rOTOBJEHHH HAa Ne4aTaloIINX
yerpoiictBax. OOme TpeGoBanus. TuTynbHbIH jucT. Mcnonb3oBanue
COKpAIICHUH, CHMBOJIOB ¥ CIICIMANBHBIX TepMHUHOB. Mmmoctpamun. Tab-
ymnel. bubnmorpaduaeckue crimcku. IprmoxeHust.

IIpakTnyeckue 3aHATHSA

1. | OdopmiieHne OCHOBHBIX PEKBH3UTOB TOKYMeHTOB. [IpaBrima odopmie-
HUsI OCHOBHBIX PEKBU3UTOB JIOKYMEHTOB.
2. | Odopmienne TOMOJHUTEJHHBIX PEKBH3NUTOB TOKYMeHTOB. [IpaBmia
oopMIIeHHS! IOTIOJTHUTEIBHBIX PEKBH3UTOB JIOKYMEHTOB.
Tema 1.3 Opranuszauus Tpyaa Copep:xanue
paGoTHUKOB cJay:x0b1 JJOY 1. | OOmmue TpeGOBaAHNS K OPraHU3ANMH U YCJIOBHSIM TPYAa PaGOTHHUKOB
cay:x0b1 JJOY. Opraamsanus padotaukoB ciayx0e1 JOY. YcnoBus tpyaa
pabotHuKOB ciayx0b1 IOY. HopMbl BpeMeHH ai1st pa3paboTKU TOKyMEHTOB.
HopMmsbl Harpy3ku 1 periaMeHTUPOBaHHBIX IEPEPHIBOB.
2. | Crpykrypa n ¢pynkuuu cayxonl JOY. Kareropun yupexnennii. CTpyk-
Typa ciryx0b61 JIOY. ®ynkuun cayx6os1 JJOVY. [IpaBa pabOTHUKOB CITy)ObI
JIOVY. OtBercTBeHHOCTH PAOOTHHKOB CcITy>K0b1 IOV .
Tema 1.4 OcHoBbl opranmsanuu | Copep:kanue
JOKYMEeHT0060poTa 1. | llouAiTHe W NPUHUUNBI OPraHU3AUUM AOKYMeHTooOoporta. IloHsaTne
JIOKyMeHT0000opoTa. OCHOBHBIE MPUHIIUIIBI OPTaHU3AIUU JOKYMEHTO000-
pota. XapaKTepHuCTHKA JIOKYMEHTO000pOTa.
2. | Ipoxo:kneHue U MOPSIAOK UCTIOJTHEHUSI BXOASLIUX JOKYMeHTOB. [Ipuem

BXO/siIIel KoppecnoHaeHIMU. [lepBoHadanbHas 00paboTKa BXopsmieH
JOoKyMeHTalmu. PaccMoTpenne 1 pacnpeneneHie NOCTyNUBIINX JIOKYMEH-
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TOB.

Ipoxo:keHue HUCXOAANIAX U BHYTPEHHHX JOKYMeHTOB. [Ipoxoxmenue
HCXOJSIIUX JOKYMEHTOB. [IpOX0KIeHHE BHYTPEHHUX JOKYMEHTOB. YdeT
00BeMa JJOKYMEHT0000POTA.

IIpakTHyecKkune 3aHATHS 2
1. | Mosropenne u 06061IeHIE H3YIEHHOr0 MaTEpUaNa
Tema 1.5 Odopmiienue opranuza- | Conep:kanue 8
HHOHHO-PACTIOPS/IUTEIbHBIX 10- 1. | O0mas XxapaKkTepuCTUKA OPraHU3aNHOHHBIX JOKYMEHTOB H MX BHJbI.
KYMCHTOB ITonsTHE OpraHM3alMOHHBIX JOKYMEHTOB. BHIBI OpraHM3alMOHHBIX JOKY-
MECHTOB.
2. | YupenurteabHblii 1orosop. [IpaBuna cocraBieHus U 0QOPMIICHHUS Yyape-
JWTEIHHOTO JOTOBOPA.
3. | Ycras opranusanun. [Ipasuna cocraBineHns u ohOpMICHUS yCTaBa opra-
HU3aIUH.
4. | Ioaoxenue 06 opranm3anuu. [IpaBuia cocraBneHus U 0POPMIICHHS O-
JIOKEHUS 00 OpraHu3alni.
IIpakTuyeckue 3aHATHS 8
1. | IraTtHoe pacnucanue. [IpaBuia cocraBneHus n 0GOPMICHHUS IUTATHOTO
pacIcaHus.
2. | IlpaBuna BHyTpeHHero TpyaoBoro pacnopsiaka. IIpaBuna cocraBieHns
1 0(OpMIICHHS PaBHJI BHYTPEHHEr0 TPYAOBOTO paclopsaKa.
3. | Nonoxkenne o CTpYKTYpHOM moapasaesieHuH. [IpaBuna cocTaBieHus u
0 OpMIICHHS TTOJIOKEHUS O CTPYKTYPHOM MOJpa3/IeIeHHH.
4. | TloBTopeHue u 0000IIeHNEe U3YYEHHOTO MaTepralia
Tema 1.6 Odopmienue undopma- | Comepxkanue 10
HHOHHO-CIPABOYHBIX NOKYMEHTOB | 1. | Buapl M  Ha3HayeHMe CJY:KeGHBIX J0KyMeHTOB. CrnpaBo4HO-
HHpopManMOHHAsE AOKYMeHTauMs. Buael ciIyXeOHBIX TOKYMEHTOB.
Ha3Ha4YeHUe CIyXXeOHBIX JoKyMeHTOB. Kiaccudukaums nHpopMannoHHO-
CIIPABOYHOM JOKYMEHTAIUU.
2. | NonsiTHe n kiIaccupukanms cay:xkedHbIX nmuceM. [loHsTHe ciryxeOHOTO
nucbkMa. Buabl cnyxeOHbIX nuceM. OOmast cTpyKTypa ciykeOHOro MHCh-
Ma.
3. Cneuunduxa ge10Boro cTujsi nucbMa. JTUKET B /1eJI0BOM Nepenucke.
OcobeHHOCTH JIeNI0BOTO CTHIIS MUChMa. [IpaBrina aTHKeTa B JIEIOBOM mepe-
TIHCKE.
4. | Odopmienne cay:xkeoHoro mucbma. [IpaBmia cocraBieHust U odopmie-
HUSI CIy>keOHOTO MHChMa C YIJIOBBIM InTamiioM. IlpaBuia cocraBineHust U
odopMIIeHHs CITYKeOHOT0 MMChMa C MPOJIO0IBHBIM ITAMIIOM.
5. | Oco6enHocTn odopmIiIeHHsI HCEM, NlepeIaBaeMbIX YJeKTPOHHON MOY-
Toil. OcobeHHOCTH OG(OPMICHHS THCEM, IEPEeIaBaeMBIX AIIEKTPOHHOI
IIOYTOM.
IIpakTHyeckue 3aHATHS 18

1. | Odopmaenue cay:xkedHOro nucoma. IIpaBmna cocraBieHust u odopmie-
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HUA cny>1<e6Horo nucbMa C YIJOBBIM INTAMIIOM. HpaByma COCTaBJICHHUA U
Oq)OpMJ'IeHI/Iﬂ CJ'Iy)Ke6HOl"O nMcbMa € NpoJ0JIbHbIM IITAMIIOM.

2. | Odopmiaenue Teqerpamm, Teaedponorpamm, gaxca. [Ipauna cocrasie-
HUSL 1 0OpMIICHHS TeJerpamMM, TenedoHorpamm, dakca.
3. | Odopmaenue nokJgagHoil 3anmucku. [IpaBuna cocraBieHus u opopmie-
HUS JOKJIAJHOM 3aIIUCKH.
4. | Odopmaenue ciyxedHoii 3amucku. [IpaBmna cocraBieHus u opopmie-
HUS CIIyKCOHOW 3aIHCKH.
5. | Odopmiaenne o0bsicHHUTEJbHOIT 3amucku. IlpaBunma cocTtaBiueHHS U
odopmIteHHs 00BSICHUTETEHON 3aITMCKH.
6. | Odopmaenne akra. OOmas cTpykTypa akra. [IpaBmia cocTaBieHUS H
oopMIIeHHS aKTa.
7. | Odopmaenne mporokosa. OOmas cTpykrypa mpotokona. [IpaBuia co-
CTaBIEHUS U 0(OPMIICHHUSI IPOTOKOIIA.
8. | Odopmiaenne BpIMNCKA U3 MPOTOK0Jaa. [IpaBuia cocTaBneHus u opopM-
JICHUS! BBINMCKH MIPOTOKOJIA.
9. | IloBTopenne u 0000IICHNE H3YIEHHOTO MaTepHaa.
Tema 1.7 O¢opmienue pacnops- | Coaep:kaHue 2
JUTEJbHBIX JOKYMEHTOB 1. | O0mas XapakTepHCTHKA PACHOPATUTENBHBIX AOKYMEHTOB. [loHATHE
pacopsUTeIbHBIX TOKYMEHTOB. BUIBI pacriopsSAUTENIbHBIX TOKYMEHTOB.
IIpakTHYyecKue 3aHATHS 20
1. | OdopmiieHne NPpUKA30B MO OCHOBHOM JeATEJIbHOCTH. PeKBU3UTHI MpH-
kaza. [IpaBuia cocraBineHusi ¥ 0(OPMIICHUS TIPHKAa30B MO OCHOBHOW nes-
TENbHOCTH.
2. | OdopmiieHHEe TPUKA30B N0 OCHOBHOM JesTeqbHOCTH. [IpaBuia cocras-
JieHus 1 0()OPMIICHUsI ITPUKA30B M0 OCHOBHOM J€STEIbHOCTH.
3. | OdopmiieHHe BBINMCKH U3 nMpuka3a. [IpaBuna cocraBieHus u opopmie-
HUS BBIIMCKH U3 IPUKa3a.
4. | Odopmaenue pacnopsikeHmii. PexBusutsl pacnopspkenus. [Ipasumna co-
CTaBJIEHUs U 0(OPMIICHUSI PACTIOPSIKEHHUH.
5. | Odopmaenne ykazanumii. PekBm3uthl ykazanus. [IpaBuia cocTaBieHUs H
odopmIIeHHs YKa3aHHH.
6. | Odopmaenne mocTtaHoBJeHMil. PexBm3uTel mocTaHoBieHus. [IpaBuia
COCTaBIICHUS U 0(OPMIICHHSI TOCTAHOBICHHUH.
7. | Odopmnenne pemennii. Pekpm3utsl pemenus. [IpaBuia cocTaBieHus U
o(pOpMIICHHS PEIICHAH.
8. | Odopmaenne mHcTpykumii. Bungsl unctpykunit. [IpaBuna odopmienus
HHCTPYKLHUH.
9. | Odopmaenne mHcTpyKumii. Bungsl uncTpykumit. [IpaBuia odopmienus
HHCTPYKLHUH.
10. | TToBropenue u 06001IEHHE H3YUEHHOTO MaTrepuaa
Tema 1.8 Odopmiienue nokymen- | Conep:kanue 10
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TOB 110 JIUYHOMY COCTABY

Buabl nmepBUYHON Y4YeTHOH MOKYMEHTAIMHM MO JIMYHOMY COCTaBY.
Krnaccudukanus JOKyMEHTOB 110 IMYHOMY COCTaBY.

2. | Odopmiaenue TpyaoBoro aorosopa. OOmmas cTpyKTypa TpyJIOBOTO JI0T0-
Bopa. [IpaBuia cocraBiaenust U 0OpMIIEHHS TPYJOBOTIO IOTOBOpA.

3. | IpaBuna nanucanusi aproduorpapuu. CocraBienue pesiome. OOmas
CTPYKTypa aBTOOHMOTpadmu, pesfome. IlpaBmia coctaBieHus u opopmie-
HUs aBTOOMOTpadnu, pe3rome.

4. | IIpaBuja BeaeHHUs U 3aMO0JHEHHS TPYAOBBIX KHUKeK. OO0IINe cBeIeHI
O TPYIOBBIX KHIXKKax. lIpaBmia BemeHHs TPYHOBBIX KHIDKEK. [IpaBmia
COCTaBICHUS U 0(OPMIICHHSI TPYJOBOH KHIKKH.

5. | Odopmnenne mnooumpenuii u B3bIcKanuii padorHuxkam. [IpaBmia

odopmiieHHs noompeHuit padboraukam. [IpaBnira odopmieHus: B3BICKaHUI
paboTHHKaM.

IpakTHyeckne 3aHATHA 24
1. | Odopmienne TPya0BOro AOroBopa. PeKBU3HTHI TPYJOBOTO JOTOBODA.
[TpaBuna odopmiieHHs: TPYAOBOTO JIOTOBOPA.
2. | Odopmienue npuka3za (pacnopsizkeHusi) 0 mpuemMe Ha padory. OOuias
CTPYKTypa TIpHKa3a IO JMYHOMY cocTaBy. llpaBuma cocTaBleHUS U
odopMIIeHHs IPHKA3a M0 JUYHOMY COCTaBY.
3. | Odopmienue Ju4uHOoii KapTouku. OOIIas CTPYKTypa JIMYHONH KapTOUKH.
[TpaBuiia coctaBieHus 1 0QOPMIICHUS TUYHOH KAPTOUKH.
4. | CocraBienne u ogopmienue pesiome. [IpaBuna cocraBinenus: u odopm-
JICHUsI pEe3IOMe.
5. | CocraBaenune u opopmiaeHue aproduorpaduu. Ilpasuna cocraBieHus u
odopmIieHHsT aBTOOHOTpaduu.
6. | Odopmienne 3asiBJeHHs1 O TpUeMe, YBOJbHEHHH, IepeBojie, NMpeno-
cTaBjeHnu oTmycka. [IpaBuia opopmiieHns 3asBIEHHS O IIPUEME, YBOJIb-
HEHIH, IePEBOJIE, PEAOCTaBICHUHN OTITyCKa.
7. | Odopmaenne ormycka. [IpaBruia opopmieHHs IprUKaza Ha OTITYCK.
8. | IlepeBox padoTHHKA Ha APYryIo padory. [IpaBmna opopmieHus mepeBo-
Ja paboOTHHKA Ha ApYryro pabory. JJokyMeHTbI, oopmMisieMble IIpu Tepe-
BoJie paDOTHHKA Ha IPYTYIO padoTy.
9. | JlokyMeHTHpOBaHUE Tpollecca YBOJbHeHHsA. J[OKyMeHTHI, odopmiisie-
MBI€ NIPH YBOJIbHEHHHU pabOTHHKA.
10. | Odopmienne MPUKA30B MO JHYHOMY COCTaBY. PeKBH3MTHI Ipukasa 1o
JugHOMY cocTaBy. IIpaBnia opopmiieHns IprKa3a Mo JHIHOMY COCTaBY.
11. | 3amosiHeHMe KypHaJa y4yeTa ABM)KEHHMS TPYAOBBIX KHMKeK. 3aroiHe-
HUEC XYpHaJia yuy€Ta NIBMKCHHUA TPYAOBBIX KHHKCK.
12. | TloBropeHue 1 0000IICHIE H3YUYCHHOTO MaTepraia
Tema 1.9 CocraBiieHue HOMeH- Coaep:xanue 16
KJIATYPBI JIeJ1 M MX MOATr0TOBKA K 1. | OcHoBHbIe MOHATHS 00 apXHUBHOM XpaHeHuu. OOuive cejeHust 00 ap-
c1avye B apxuB XHUBAaX U apXWBHOM XPpaHCHUU.
2. | Haznayenue HOMEHKJIATyphl J1ei. Buabsl HomenkiaTyp nen. Hasnaue-
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HUEC HOMCHKJIATYPbI ACJI. BI/IﬂLI HOMCHKJIATYp ACJI.

3. | TpeGoBaHus1 K COCTABJIEHHI0O HOMEHKJIATYPBI Jei. [IpuHIuIBE mocTpoe-
HUsI HOMEHKJIaTyphl Jiell. [IpaBuiia cocraBieHns] HOMEHKIIATYPHI €.

4. | TpeboBanuss Kk ¢opMuUpoBaHMIO Aesl. TpeOoBaHUs, NpeaAbIBISEMBIE K
(OpPMHUPOBAHUIO JEJ.

5. | DkcrepTH3a IEHHOCTH AOKYMEHTOB. [lOHATHE SKCHEPTU3bl LIEHHOCTH
JOKyMEeHTOB. Kpurepnu oLeHKH JOKyMEHTOB. [IopsmoK IpoBeAeHUs dKc-
MIEPTHU3bI IEHHOCTH JOKYMEHTOB B OpPraHU3alNH.

6. | Odopmaenne gen. Ilomroe odopmienne nen. YactuuHOE OGOpPMIICHHE
nen. Odopmirenne 06710XKH fena. JINCT 3aBepuTebHON HaIITHCH.

7. | HoaroroBka geJ K mepejgaye B apXuB opranusanuu. Iloarotoska aen x
xpareHnto. Ommcs pen. Iopsanok nepenaun aen B apxuB. CpoKH XpaHEHUS
JOKyMEHTOB B apXHBE OPTaHU3ALUH.

8. | CocTaBjieHHEe AKTOB 0 BbIIeJIEHHH JOKYMEHTOB K YHHUYTOKeHHI0. [Ipa-

BHJIa COCTABJICHHA AKTOB O BBIACJIICHUU JOKYMCHTOB K YHUYTOXCHHIO.

IpakTHyeckne 3aHATHA 6
1. | CocraBienne HOMEHKJIATYPHI Ae. CocTaBieHNE U 0QOPMIICHIE HOMEH-
KJIaTypBl JIeJl OpraHU3alny.
2. | CocraBaenue onucu ae. [IpaBuiia cocTaBiIeHus! ONUCH JICI.
3. | IloBTopenue u 0000IICHNE H3YICHHOTO MaTepHaa
Tema 1.10 Opopmiienne koppe- | Comep:kaHue 6
CIOH/ICHIMH 110 BHEIIHEIKOHOMHU- | 1. | OcobenHocTH ogopMJIeHHST KOPPECTIOHJEHIHH B AHIJIOSI3BIYHBIX
YecKoi 1eATeILHOCTH crpanax. Ctpykrypa GopMynsipa U COCTaB PEKBU3UTOB CIIYKEOHOTO IHCh-
Ma B aHTJIOA3BIYHBIX CTpaHax.
2. | TpedoBanusi k oopMJIeHHI0O PeKBH3UTOB. TpeOoBaHus K 0hOPMIICHUIO
PEKBU3BUTOB KOPPECIIOHACHI NN B aHIJIOA3BIYHBIX CTpaHaXx.
3. | OcHoBHbIe mpencTaBjiaeHuss 00 0popMIIEHHH 1eJI0OBOI KOPPECHOH/IeH-
MU HAa HeMelKoM si3bIKe. COCTaB PEKBU3UTOB U CTPYKTypa CIIyKeOHOTO
IMIChbMa Ha HEMEIKOM s3bIke. OOmue TpeOoBaHus K 0QOPMIICHUIO PEKBU-
3UTOB CITY’)KEOHOTO IMHChMa Ha HEMEITKOM SI3BIKE.
Tema 1.11 Ofmme npaBuiIa IIpakTuyeckue 3aHATHS 32

oopMiIeHHS JOKYMEHTOB

1. | Co3nanue u coxpaHeHne JOKyMeHTOB. [1opsSI0oK CO3aHus U COXpaHEHHS
nokymeHTa. OCHOBHBIE BHJBI Onepanuii mo o6paboTke M 0(hOpMIICHUIO
TEKCTa JIOKYMEHTa; MPUEMBI UX OCYIIECTBIICHUSL.

2. | OdopmieHne cCbUIOK W CHOCOK B AoKyMmeHTe. [IpaBmia odopmienns
CCBUIOK B jIokyMeHTe. [1paBuia oopmiieHHs! CHOCOK B JIOKYMEHTE.

3. | OdopmieHne cCHUIOK W CHOCOK B AoKyMmeHTe. [IpaBmia odopmienns
CCBUIOK B jIokyMeHTe. [IpaBuiia oopMIiIeHHsI CHOCOK B JIOKYMEHTE.

4. | Odopmienne mpuMedaHWil W NPHIOKeHMId B HAokymenTe. [IpaBuia
odopmIIeHHs TPUMEYaHni K ToKyMeHTy. [IpaBuia odopmireHus puitoxe-
HUM K IOKYMEHTY.

5. | Odopmnenne TuUTyabHOro jaucra. IlpaBmma odopmieHUs THTYIBHOTO

JIUCTA.
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6. | Odopmaenune 6udamorpadpun. IIpasuia opopmienus 6ubnuorpaduu B
JIOKyMEHTE.

7. | Odopmaenue 6udamorpadun. [IpaBuna opopmienus 6ubnuorpaduu B
JIOKyMEHTE.

8. | Co3nanme noKyMeHTOB ¢ Tadaumamu. [lopsjox paboThl ¢ TabIMLIAMH.
BapuanTs! Tabnm. [IprieMsr co3ganus Tadim.

9. | Co3nanme 10KyMeHTOB ¢ Tabaunamu. [Topsmgok co3maHns TOKYMEHTOB C
TaOIUIIAMH.

10. | ®opmaTupoBanue TekcTa B Tabaunax. [Topsnok u mpuems! ohopMIICHUS
TEKCTa B BUJE TAOJIUIIBL.

11. | HanucaHue B AOKYMEHTaxX MaTeMaTH4yecKux ¢opmy.a. [Ipasuna odopm-
JICHUs] MaTEMaTHIeCKUX (OpMyHT B JOKYMEHTAX.

12. | OdopmiaeHue KypHAJOB perncTpamuu BXOAAIIUX TOKyMeHTOB. [Ipa-
BIJIa 0(OPMIICHUS XKYPHAJIOB PETUCTPALIMH BXOSIIINX JTOKYMEHTOB.

13. | OdopmiaeHue KypHAJOB PerucTPalid HCXOAAUINX TOKYMeHTOB. [Ipa-
BrJIa 0(OPMIICHHS KYPHAJIOB PETUCTPALIMH NCXOSIINX JOKYMEHTOB.

14. | OdopmiaeHue ;KypHAJIOB perucTPaliy BHYTPEHHHX JOKYMeHTOB. [Ipa-
BuJIa 0(OPMIICHUSI )KYPHAJIOB PErUCTPALMK BHYTPEHHUX JTOKYMEHTOB.

15. | Odopmiienne KypHaJIOB perucTpanuu BHYTPeHHUX NJO0KyMeHTOB. [Ipa-
BUJIa 0(OPMIICHUSI )KYPHAJIOB PErUCTPALMK BHYTPEHHUX JOKYMEHTOB.

16. | OTpaboTka u 3aKpEIJICHHUE TTOTYYCHHBIX 3HAHUIA.

Tema 1.12 Odopmienne ciyxeo-
HBIX JOKYMEHTOB

HpaKTuquKne 3aAHATHHA

1. | IpoekTupoBanue yrioBoro mrammna. CriocoObl MPOEKTUPOBAHUS YIJIO-
BOTO OJIaHKa JJOKYMEHTA.

2. | Odopmiaenue yriuoBoro mramna. CrocoObl 0oQOpMIIEHHS YTIOBOTO
OJlaHKa JOKYMEHTA.

3. | IpoexTupoBanue mnpoaoabHoro mramma. CrocoObl NMPOEKTHPOBAHUS
IIPOAOJIBHOTO OJIaHKa JOKYMEHTA.

4. | Odopmaenue npoaoabHoro mramna. Croco6s! ohopMIEHHS MPOA0IIB-
HOro OJNaHKa JOKyMEHTa.

5. | Odopmienne ciayxeOHBIX MHCEM ¢ YIJOBBIM InTammoM. [IpaBmia
oopMIIeHHs CITYKEOHBIX ITUCEM C YTIJIOBBIM IITAMIIOM.

6. | Odopmiaenne ciyKeOHBIX MHCEM € YIJOBBIM ImTamMmoM. [IpaBmia
oopMIIeHHs CITY)KEOHBIX ITUCEM C YTJIOBBIM IITAMIIOM.

7. | Odopmiaenne ciay:KeOHBIX MUCEM C MPOIOJIbHBIM mTamMmoMm. [IpaBmia
odopMIIeHHS CITY)KEOHBIX ITHMCEM C IIPOJIOJIBHBIM HITAMIIOM.

8. | Odopmiuenne ciay:KeOHBIX MUCEM C MPOIOJIbHBIM ITamMmoMm. [IpaBmia
odopMIIeHHS! CITY)KEOHBIX ITHMCEM C IIPOJOJIFHBIM HITAMIIOM.

9. | Odopmaenue ciayxedHol 3amucku. OCHOBHbIE PEKBH3HTHI CITy>KEOHOMH
3anmcku. [IpaBuiia oopmieHust ciry>keOHOHM 3aICKH.

10. | Odopmaenne ciay:kedHOH 3amuckn. OCHOBHBIE PEKBU3UTHI CIY)XEOHON

3anmcku. [IpaBuna odopMieHust ciyKeOHON 3aliCKH.
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11.

Odopmiaenue naoxiaaaHoil 3amucku. OCHOBHbIE PEKBU3UTHI JOKIATHON
3anucku. [IpaBuia opopmiieHus JOKIAIHOW 3aTTHUCKH.

12. | Odopmuaenne poxaannoii 3anmucku. OCHOBHBIC PEKBU3UTHI JOKJIAJIHOU
3anucku. [IpaBuiia oopMiIeHHs JOKJIATHON 3aIUCKH.

13. | OdopmaeHue 00bICHUTENBLHON 3aMUCKH. OCHOBHBIC PEKBU3UTHI 00BsC-
HUTEIHHOH 3ammcku. [IpaBmia ohopMIeHNS 00BICHUTEIHHOHN 3aIIHCKH.

14. | Odopmaenue ciay:xedHoii cnpaBku. OCHOBHBIC PEKBU3UTHI CIIY)KEOHOM
cipaBku. [IpaBuina ohopMireHns cay)eOHOU CIIPaBKH.

15. | Odopmaenue noBepeHHocTeil. Buasr noBepenHOoCcTe. OCHOBHBIE PEKBH-
3uTHI JoBepeHHOCTH. [IpaBuia oopmieHns: 1OBEpEHHOCTH.

16. | Odopmaenue noBepeHHocTeil. Buasr noBepenHocTe. OCHOBHBIE PEKBH-
3uTHI JoBepeHHOCTH. [IpaBmiia oopmieHns: 1OBEPEHHOCTH.

17. | OdopmiaeHue npuKa3a Mo OCHOBHOI AeATeJbHOCTH. OCHOBHBIC PEKBH-
3UTHI IpuKasza. [IpaBuna ohopMICHHUS NpHKa3a MO OCHOBHOM AESATEIBbHO-
CTH.

18. | OdopmiaeHue npuKa3a Mo OCHOBHOI deATeJbHOCTH. OCHOBHBIC PEKBH-
3uTHl npukasa. [IpaBuia odopmieHUS NpUKa3a MO OCHOBHOH JESATEIbHO-
CTH.

19. | Odopmiienne BbIMMCKH U3 MpHKa3a. OcoOCHHOCTH 0QOPMIICHHS BBINTUC-
KM U3 IIpUKa3a.

20. | Odopmiaenne mporokoia. OCHOBHBIE PEKBU3UTHI TpoTokona. [IpaBmia
0o(OpMIICHHS TIPOTOKOJIA.

21. | Odopmiaenne mporokoJia. OCHOBHBIE PEKBU3UTHI TpoTokoina. [IpaBmia
0o(OpMIICHHS TIPOTOKOJIA.

22. | Odopmiaenne BHIMMCKH U3 MPOTOKoJa. OcoOeHHOCTH 0(OPMIICHHUS BbI-
IIMCKY U3 ITPOTOKOJIA.

23. | O¢opmiaenne akra. OCHOBHBIC PEKBH3WUTHI akTa. [IpaBmima odopmieHHs
aKTa.

24. | O¢gopmiaenne akra. OCHOBHBIC PEKBH3WUTHI akTa. [IpaBmima odopmiieHHs
aKTa.

25. | O¢opmiaenne moJioxkenuii. OCHOBHBIC PEKBH3HUTHI IMONI0KeHUs. CocTaB-
JIeHne U 0(OpMIIEHUE TOJIOKEHUH.

26. | O¢opmiaenne nmpaBuia. OCHOBHEIE PEKBH3UTH mpaBmwil. CocTaBieHHE U
odopMIIeHHE TTPABHUIL

27. | Odopmaenne peraamenta. OCHOBHBIE PEKBH3HTHI periiamenTa. Cocras-
JieHue U oOpMIICHHE PeriIaMeHTa.

28. | Odopmiaenne 10KHOCTHONH MHCTPYKIMH. OCHOBHBIE PEKBU3HUTHI JIOJIK-
HOCTHOH WHCTpyKuuu. CocTaBieHHe W OQOPMIICHHE PAa3IMYHBIX HTOJIK-
HOCTHBIX HHCTPYKIHH.

29. | OdopmiaeHne pacueTHO-IeHE:KHOH NokymMeHTamuu. OcoOEHHOCTH CO-
cTaBJIieHUS U O0OPMIICHHS PaCcUYeTHO-ACHEXKHOH HoKymeHTarmu. [IpaBuia
0pOpMIICHHS OTACIBHBIX BUIOB PACYETHO-ICHEKHON TOKYMEHTAIIH.

30. | OdopmiieHne pacyeTHO-IeHeKHOH AokymeHTamuu. OcoOeHHOCTH co-
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CTaBJICHUA U O(l)OpMJ'IeHI/IH paC‘leTHO-HCHe)KHOﬁ AOKYMCHTalUuH. HpaBI/ma
O(l)OpMJ'IeHI/Iﬂ OTACJIBHBIX BUJIOB paC‘IeTHO-ﬂeHC)KHOﬁ JAOKYMCHTAIUU.

3L

Oq)OpMJIGHl/Ie OTYETHBIX JOKYMEHTOB. OcOOEHHOCTH COCTaBIICHUS U
O(I)OpMJ'IeHI/Iﬂ OTYCTHBIX AJOKYMCHTOB. HpaBMna Oq)OpMJ'IeHI/IH OTACIBbHBIX
BHUJOB OTYCTHBIX JOKYMEHTOB.

32.

OdopmieHne OTYETHBIX JAOKYMEHTOB. OCOOCHHOCTH COCTABICHUS H
odopmiieHHsT OTYETHBIX JOKyMeHTOB. [IpaBmia odopmiieHHS OTHETBHBIX
BUJIOB OTYETHBIX JJOKYMEHTOB.

33.

Od¢opmiieHne KOMMepPYecKoro A0ropopa. OcCoOGEHHOCTH COCTaBICHHS U
odopmieHHs KoMMepueckoro poroBopa. IlpaBuia odopmieHHs KOMMep-
YECKOI'0 IOTOBOPA.

34.

OdopmiieHne KoMMepYecKoro A0ropopa. OCoOGEHHOCTH COCTaBJICHHS U
odopmieHHs KoMMepueckoro poroBopa. IlpaBuia odopmieHHs KoMMep-
YECKOr0 JOroBOpa.

35.

Odopmienne Tenerpamm, Teiaedponorpamm, pakcos. IlpaBuia odopm-
JICHUSI TeJlerpamm, TeaeoHorpamm, (pakcos.

36.

Odopmienne Tenerpamm, Tenedponorpamm, pakcos. IIpaBuna odopm-
JICHUSI TeJlerpamm, TeaeoHorpamm, (pakcos.

37.

Odopmienne mraTHoro pacnucanus. [IpaBuna ohopmiIeHHs ITATHOTO
pacnucaHusl.

38.

Cocrapiienne rpaguka ormyckoB padoruunkoB. OdopmieHue rpapuxa
OTIYCKOB PaOOTHHKOB.

39.

CocrapieHue U opopmiieHHe cOriiacusi HA 00padoTKy NepCcOHAJIBHBIX
AaHHBIX padoTHuka. OdopmieHne corjacus Ha 00pabOTKy NepcoOHATb-
HBIX JaHHBIX paOOTHHKA.

40.

OtpaboTKa 1 3aKpenyieHHue NOJTyYEHHBIX 3HAHHUH.

Tema 1.13 Ciaenoi gecATHNAIb-
1eBbIii MEeTO MUCHLMA

IIpakTnyeckue 3aHATHSA

1.

TexHuka 0e30MACHOCTH NPHU BbINOJHEHUM Pad0T HA KOMIBIOTEPHOI
TexHuke. Cienoii gecaTunanabueBblii MeToA nucbMma. [IpaBuiia TeXHUKU
0€30MacHOCTH TIPH BHITIOJHEHNH PaboT Ha KOMIBIOTePHOH TexHuke. Ce-
IO JECATUNANBICBRIA METOJA IMUChbMa, €ro OCOOCHHOCTH W 3((EKTHB-
HocTh. [ MMHAcTHKa manbieB pyK. Cxema KIIaBHATYpHL, €€ Ha3HAUYeHHE.

HN3yyenue ABUIKEHHH NajblieB PYK MO0 KJIABHIIAM OCHOBHOIO psia.
ITocraHOBKa pyK Ha OCHOBHYIO MO3UIMIO. V3yueHHe NBHKEHUI MHalblieB
PYK IO KJIaBHUILIAM OCHOBHOTO PsiJia.

OTpadoTKka NMpaBWIBLHBIX IBUKEHUH MajiblieB PYK MO KJIABMIIAM OC-
HOBHOro0 psijaa. IloctanoBka pyk Ha oCHOBHYIO mo3ummio. OtpaboTka mpa-
BIJIBHBIX JIBVDKEHUH TAJIBIIEB PYK 0 KJIABUIIIAM OCHOBHOTO psijia.

I'pynnoBasi orpadoTka puTMa NHCbMa OCHOBHOro psga. OtpaboTka
MIpaBUIBHOTO yaapa. UepenosaHue OyKB j1eBOi 1 mpaBoii pyku. ['pymmoas
0TpabOTKa PUTMA TOJT CUET.

H3y4venne qBuskeHUl NajbleB PYK 10 KJIABHIIAM TPeThero (BepxXHero)
psifa KiaaBuatypsbl. M3ydenue ABMKeHUH ManblleB K KIABUIIAM TPETHETO
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psaaa, HaXOAAMIUXCS MO OCHOBHOI1 HO3HIIPI€I>1.

OtpaboTKa NPpaBMIBHBIX ABH:KEHHIl NaJbleB PYK M0 KJIABHIIAM Tpe-
Thero (BepxHero) psiaa KjiaBuatypbl. OTpaOOoTKa NPaBIIbHBIX IBUKECHUN
NAJIBLEB PYK MO KJIABUIIAM TPETHETro psja.

OtpaloTka ABMKEHHN NajbleB PyK M0 Haubosee TPYAHBIM KJABH-
maM Tperbero psina. CrennanbHbIe IPUEMBbI OTPAOOTKH JBI)KEHHH Mallb-
1IeB K HanOouiee TPy IHBIM KIaBHIIAM.

Coueranue OYKB Ha ABYX psiAax KJIaBHATYPHI (0CHOBHOM U BepxXHeM).
ITncemo coderannii OyKB OCHOBHOTO M TPETHETO PANOB KIABHUATYpHI.
['pymnmoBele pUTMHUYECKHE TPSHUPOBKH Ha CJIOBa OT 3-X A0 8-mu OYKB Oc-
HOBHOTO M TPETHETO PSJOB KJIABHATYPBHI.

HN3yuyenune IBM:KeHUH NaJiblieB PYK IO KJIABHUIIAM NEPBOro (HHXKHEro)
psia KJIaBHATYPbI. V3ydeHne ABIKEHUH MaNbleB K KIABUIIAM TPETHETO
paaa, HaXOAAIIUXC HaJl OCHOBHO# HO3HLIPICIZ.

10.

OtpaboTka NpaBMIBHBIX JBH/KEHUI MATblIeB PYK N0 KJIABHIIAM Hep-
BOTro (HM:KHEro0) psiia KJaBHATypbl. OTpaboTKa JBIKCHUI MalblIEB PyK
K KJIaBHIIIaM NIEPBOT0 psa, HAXOJAIUXCS HaJl OCHOBHOM MO3UIIMEH.

11.

OtpaboTka ABMKEeHHN NajbleB PyK Mo HauboJiee TPYAHBIM KJIABH-
1aM nepBoro psiga. CrienuanbHble MPHEMbl OTPAOOTKHU JBUKECHUH Majb-
1IeB K HanboJee TPy IHBIM KJIaBHIIIAM.

12.

OtpaboTka ABHKeHMIT NaJbIEB PYK HA BCeX TPeX psiiaX KJIaBHATYPHI.
[TuceMo couyetaHuii OYKB TpeX PAIOB KIABHATYPhl — OCHOBHOTO, BEPXHETO
W HIDKHETO. [ pymnmoBas puTMHYECcKasi TPEHHPOBKA Ha CJIOBA OT 3-X 10 8-MH
OyKB.

13.

OtpaboTka IBM:KeHUI NaJjbleB PYK M0 KJIABHIIAM YeTBEPTOro psiaa
KJaBHATYpPHI. V3ydeHue NBIDKCHMI ManblieB K 3HaKaM NPENHHAHMS deT-
BEPTOrO psijia KJIABHATYPBI.

14.

OrpaboTka IBM:KeHUI NaJjbLeB PYK N0 KJIABHIIAM 4eTBepPTOro psjaa
KJaBHATYpPbI. M3yuyeHne aBmkeHN nambueB K nudpaM 4eTBEpTOro psjaa
KJIaBHATYPHL.

15.

OTtpaboTKa 1 3aKperyieHre MOJyYeHHbIX 3HaHul. Pa3BuTre aBTomMaTu3ma
JIBHDKCHUI: MHOTOKpPaTHOE IIPOIKChIBAHKE CIIOB, CJIOBOCOYETaHMU, KOPOT-
KHX (pa3s.

Tema 1.14 CoBepiiieHCTBOBaHUE
TEeXHHUKH U CKOPOCTHU MUChMa

HpaKTuquKne 3aAHATHA

1. | Hanucanue TeKCTOB MOA AMKTOBKY. OTpaboTKa HAaBBIKOB HAITUCAHUS
TEKCTOB MOJ] TUKTOBKY.

2. | Hanucanue TeKCTOB M3 KypHaJoB. OTpaboTKa HABBIKOB HAMMCAHUS TEK-
CTOB M3 )KYPHAJIOB M Ta3€THBIX I10JIOC.

3. | Hanucanue TeKcTOB M3 KypHaJoB. OTpaboTKa HABBIKOB HAMHCAHUS TEK-
CTOB M3 )KYPHAJIOB M T'a3€THBIX IOJIOC.

4. | HanucaHue TeKCTOB ¢ MpHeMaMH BblaeJeHHs1 B TekcTe. [Tucemo Tek-
CTOB C IpHEMaMH BbLAEIEeHNs (PparMEeHTOB TEKCTA.

5. | Hanucanue TeKCTOB ¢ MpHeMaMH BbiejeHHsl B Tekcre. [IuceMo Tek-
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CTOB C INPUEMAaMHU BbIACIICHUS (bpaFMeHTOB TCKCTA.

Hanucanme TeXHHMYeCKHX TEKCTOB. OTpa60T1<a MNpUeMOB HallUCaHUs
CJIOKHBIX TCXHHYCCKHUX TCKCTOB.

Hanmcanme TexXHHYECKHX TEKCTOB. OTpa60T1<a MNpUEMOB HallUMCaHUsA
CJIOJKHBIX TCXHHUYCCKHUX TCKCTOB.

BoinosineHne MpakTHYECKUX PadoT ¢ HHPOPMANHOHHO-CIPABOYHBIMHI
MaTepuaiamu. OdopmieHne HHPOPMATMOHHO-CITPABOYHBIX TOKYMEHTOB.

BrinosiHeHne npakTuyeckux pador ¢ MHGOPMALUOHHO-CIIPABOYHBIMHU
MaTtepuaiamu. OdopmieHne HHPOPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB.

10.

Hanucanue TeKCTOB HA CKOpPOCThb. Pa3BuTue aBTOMaTru3mMa IBUKECHMM.
Urenue ¢ opuruHana, odecrednBaioee HeMPephIBHOCT MMUChMa TI0 «CJIe-
ITOMY» METOJY.

11.

IIpakTHYecKHe MpUEMbI M0 YCOBEPIIEHCTBOBAHNIO TeXHUKH MHCbMA.
ITnceMO TEKCTOB Ha pa3iMMYHBIE TEMbI C COOJIONCHHEM BCEX MPABMI HX
PAcCIIONOXKEHHS: XyIOKECTBCHHBIC, TEXHMUECKHE, MEANIIMHCKUE, TOINTH-
YECKHE.

12.

HpaKanecmle NpUueEMbI MO yCOBEPIICHCTBOBAHUIO TEXHUKHU IMHCbMA.
IIuceMO TEKCTOB Ha Pa3JINIHBIC TEMBI C CO6J’I}O[[6HI/ICM BCEX IpaBUJI HUX
PacCIoJIOKECHHUA: XYAO0KECTBCHHBIC, TCXHUYCCKNUEC, MEAUIIUHCKUEC, TTOJIUTH-
YCCKHC.

Tema 1.15 Beimosinenne kypcosoii | IlpakTuyeckue 3aHATHS 20
pa6oTsI 1. | BesneHue B METOOJIOTHIO HAYYHOTO MCCIEAOBaHUS. BbIOOp TeMbl Kypco-
BOi1 pabOTHI.
2. | IpaBuna odopmieHus KypcoBoi paboOThI.
3. | Hanucanue BBejieHHs KypcoBOH paboThl
4. | Hanucanue nepsoro naparpada KypcoBoil paboThl
5. | Hanucanue BTOporo maparpagda KypcoBoi pabOTHI.
6. | Hamucanwue TpeThero naparpada KypcoBoil paboThlI.
7. | Hamucanue 3akiatodeHnsi KypcoBOW pabOTEHI.
8. | OboO1IeHHe 1 aHAIN3 PE3YJIbTATOB KYPCOBOIl padOThI CTYICHTOB.
9. | 3ammrTa KypcoBOi pabOTHI.
10. | 3amura KypcoBoi pabOTHI.
CamocrosiTeJibHasi padoTa npu u3ydenuu pasaena [IM 1. 174
Cucremarnueckas popaboTKa KOHCIIEKTOB 3aHATHH, ydeOHOH JuTeparypsl (110 BoIllpocaM K maparpadam, riaaBam y4ueo-
HBIX TIOCOOMH, COCTaBJICHHBIM IIPENOAaBaTENIEM) C LIEJIBIO BBIICICHHS TIIaBHBIX JIEMEHTOB H3yYaeMBbIX TEM.
BerInosiHeHMe MHIMBHYaIbHbIX 3a8JaHUH PenogaBaTess 10 CUCTEMaTH3alMH MToJy4eHHOH nHdopmarmu.
IIpumepHasi TeMaTHKa JOMALIHUX 3aJaHUI
BelnonHeHNe TpyNIoBbIX U WHAWBUIYAIBHBIX IIPOEKTOB MO TeMeE, IPEUIOKEHHON Mpero/jaBaTesieM WM BHIOpaHHOH ca-
MOCTOSITEJIBHO.
[MoaroroBka coobuieHuii mo 3amaHHON Tematuke. CocraBieHHE W O0()OPMIICHHWE OPraHNM3alMOHHO-PACIIOPSANTEIHHON
JIOKYMEHTAlUH.
Y4yeOHast npakTUKa 24

Buasbl pador
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OdopmiteHre OpraHu3alMOHHO - PACHOPSUTENBLHBIX TOKYMEHTOB

OdopmiteHre HHPOPMAITOHHO-CIIPABOYHOMN JIOKYMEHTALUH

OdopmiteHre KaIpoOBBIX TOKYMEHTOB

OdopmiteHre pacdeTHO-ICHEKHOHN TOKYMEHTAIIUN

BEImonHeHNe NpakTHYeCKUX paboT ¢ HHPOPMALMOHHO-CIIPABOYHBIMH MaTepUaIaMH
[pakTHyeckue NpreMbl 0 YCOBEPLUICHCTBOBAHUIO TEXHUKH IIHCbMa

IIpou3BoacTBEeHHAN IPAKTHKA

Bunsi padot

W3yueHne opraHu3alioOHHBIX 1 HOPMAaTUBHO-METOANIECKUX JTOKYMEHTOB, YCTaHABIMBAIOIINX IIPABMIIa CO3AAHUS U
oopmiIeHNST TOKYMEHTOB B OPTaHHU3ALHH.

WzyueHune opranusanuu J0KyMeHTO00OpOTa.

Wzyuenne ocodeHHOCTEH 0(hOPMIIEHUS PaciOPSIIUTENBHBIX JOKYMEHTOB OPTraHU3aI|H.

Wzyuenune ocobeHHOCTEH 0(OPMIICHUS CITy>KEOHBIX JOKYMEHTOB OpPTraHU3al|H.

N3y4enue ocobeHHOCTEN 0(OPMIICHHSI KaAPOBOW TOKYMEHTALMHM OpraHU3alny.

H3y4yeHue cucTeMbl XpaHeHHs IOKYMEHTOB, UX KJIaCCH(UKAIIMU M CUCTEMaTH3aI|H, TPaBuI 0(OpMIICHHS JIeII.

12

TeMbI KypcoOBBIX padoT:

MecTo 1 poJib JOKYMEHTOB B YIIPaBJICHUN Ha COBPEMEHHOM JTalle.
ConmanbHasi CyIIHOCTh M (YHKIIMH JOKYMEHTOB.
Henonpoussoacreo B peBHeii Pycu.

IIpukasnoe nenonpoussonactso XV- XVII BB.

Komnnexckoe 1e10mpon3BoaCTBO.

Munuctepckoe aenonpounsBoactso XIX- Hauana XX BB.

Ucrtopus ynpasieHus U 1e10npon3BoacTBa B XX BB.
Crangaptuzanms 1 yHuukanus cucremsl JJ0OVY.
Obuepoccuiickue kiaccu(pUKaTopsl JOKyMEHTALUH.

0. TocynapcTBeHHasi cucTeMa JOKyMEHTAIIMOHHOTO 00eCIIeYeH s yIIpaBIeHHS.
11. BbnaHku JOKyMEHTOB U TPEOOBaHHS K HUM.

12. Crpykrypa nokymenra. TpedoBanus k opopmienuto nokymentos o 'OCT P 6.30-2003.
13. Cucrema opraHM3aliMOHHON JIOKYMEHTAIUH.

14. Cucrema pacnopsanTeIbHON JOKYMEHTAINH.

15. Cucrema nH(OPMATMOHHO-CIIPABOYHON JTOKYMEHTALINH.

16. CmyxeOHas mepenucka Ha MpeIpUsSTHH.

17. [lemoBas pedb U ee TpaMMaTHYECKIE 0COOCHHOCTH.

18. IloHsTHE M IPUHIMITEI OPraHNU3aAIMN JOKYMEHTO000poTa.

19. TIpoxoxkJeHHUE U MOPSIOK UCTIOIHEHUS JOKYMEHTOB.

20. Pabora ¢ KOH(HACHIIMATBHBIMH JOKYMEHTAMH.

21. Pabota ¢ muchbMaMu ¥ OOPAIICHUSIMH TPAXKIaH.

22. CocraBjieHHE HOMEHKJIATYPBI JCII.

23. ®opmupoBaHue 1 oopmIIeHHE JIET.

24. TloaroroBka u nepeaya JOKYMEHTOB Ha apXMBHOE XpaHEHUE.

25. OcoOeHHOCTH INEKTPOHHBIX JOKYMEHTOB.

26. MarepuanbHble HOCHTENN HHPOPMAIMHU U X Pa3BHUTHE.

27. Bo3HMKHOBEHHE M Pa3BHUTHE YIIPABIECHUYECKOTO JJOKYMEHTA.

Hoeo~NookwhPE
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28. Hcropus npodeccnu 1OKyMEHTOBEIA.
29. Nndopmannonusie Texuosoruu B cucreme J10VY.
30. OcobeHHOCTH 0OPMIICHHS JOTOBOPOB U KOHTPAKTOB.

Pazgen IIM 2. IIpaBoBoe peryJin-
pOBaHuUe yNpaBJIeHYeCKOH aesi-
TEJIbHOCTH

223

MJK 01.02 IIpaBoBoe peryJjupo-
BaHHe yNPaBJeHYECKOH JesATeIb-
HOCTH

146

Tema 2.1. Opuanyeckasi 0TBeT-

CTBEHHOCTh Ha HapyLIeHHe npa-

BIJI B 00s1actu JIOY u apxuBoBe-
AeHust

Conepxanue

1.

Beoanas nexuus «IllpaBoBoe o0ecneueHne ynpasjieHUeCKOH AeATelb-
HocTu». [IpaBoBBIE OCHOBBI YIPABICHYECKOH JEATEIBHOCTH, MOHATHSA
MIPeaIpPUHIMATENECKOM, yIpaBIeHYECKOH nestenpbHocTH. Hopma cr. 34
Konctutyniun P®. Ilpeamer ynpaBneHdeckoit aesrenbHocTH. OCHOBHBIE
CpeICTBa peaju3allui AEATENbHOCTH. MEHEeIKMEHT KaK OpraHH3aIus
ynpasienust pupmoid. [IpaBoBble OCHOBBI IOPHIMYECKOTO COIPOBOKICHUS
(ynpaBnenusi) opranuzaiei. CoaepiaHue yNpaBIeHYECKOH IesTelbHO-
cTu. XapaKTepUCTUKU YIIPABICHYECKON JEATEIBHOCTH.

IlonsiTHe ¥ BUABI IOPUIMYECKOH O0TBeTCTBeHHOCTH. O0Imye 4epThl I0pu-
JUYECKON OTBETCTBEHHOCTU. IIpU3HAKU FOpUIUYECKONH OTBETCTBEHHOCTHU.
IIpuHOUNOBI FOPUANYECKON OTBETCTBEHHOCTH. XapaKTEPUCTUKA OCHOBHBIX
BHJIOB IOPUAMYECKON OTBETCTBEHHOCTH. Llenb Bcex BHJOB OTBETCTBEHHO-
CTH.

Ionsitne, mpeamer, Cy0beKTbI M HCTOYHUKH AJIMHHHCTPATHBHOIO
npaBa. AJIMHUHHACTPaTUBHOE TpaBo. ['pynmbl 0OIIECTBEHHBIX OTHOIICHHH,
peryampyeMbIX HOpMaMU JaHHOHM oTpacid. AJIMHHUCTPAaTHBHO-IIPABOBBIE
OTHOIIEHHA. MeToIbl aAIMUHUCTPATUBHOTO NpaBa. PyHKINN afMHHHUCTpA-
TuBHOTrO mpaBa. OOmenpasoBelie mpuHIMNIE All. MexoTpacieBble NpHH-
nunel AIl. ICTOYHMKY aIMUHHUCTPATUBHOTO TIPaBa.

AJMMHHCTPATHBHOE NpPaBOHAPYIICHUE U AJAMHMHHMCTPATHBHAsI OTBET-
CTBEHHOCThb. A/IMHHHMCTPATHBHOe Haka3anue. [loHATHE agMHHHCTpa-
TUBHON OTBETCTBEHHOCTU U aJMUHMCTPATUBHOI'O IIPAaBOOTHOLIEHUS. Busl
aAMUHHUCTPATUBHbBIX HakazaHuil B PO.

AJIMMHHUCTPATUBHbIE NMPABOHAPYIIEHHS] B 00J1aCTH JTOKYMEHTOBe/e-
HMsl, APXMBOBe/JAEHUS U NpedocTaBieHusi UHpopMauuu. Buael anmMunu-
CTPaTUBHBIX IPaBOHAPYIIEHHUH, POpPMBI UX mposBicHus. OTBETCTBEHHOCTh
paboTHukoB cucteMbl JJOYHA 3a cOBepIICHHE MPOCTYIKOB Pa3IMIHOIO
Xapakrepa.

YroJgoBHoe npaBo P®: noustue, nmpeamer, 3aa4 U UCTOYHMKH. Bu-
Ibl YroJIOBHBIX Haka3aHuil. [lonstue yroioBHoro mpasa. IIpenmer yro-
JIOBHOTO TIpaBa. TpH OCHOBHBIX TPYIIIBI OOMIECTBEHHBIX OTHOIICHHM, pe-
TYJIUPYEMBIX YrOJOBHBIM MpaBoM. Kitaccudukanus yroiaoBHO-TIPaBOBBIX
oTHOImEHNHA. VICTOYHHMKH yTOJIOBHOTO MpaBa. 3a1adyd W (PyHKIH YTOJIOB-
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HOT'O IIpaBa.

YroJjioBHAsI OTBETCTBEHHOCTD 32 XHlleHHe GaabcuPUKALNIO U MOAJIOT
H0KyMeHTOB. [lojienka akuM3HBIX 3HAKOB W APYTUX JAOKYMEHTOB, TMOJ-
TBEPXKAAIOIIUX COOTBETCTBUE, B TOM uucie MapkupoBku. [loxnenka noky-
MEHTOB, AIOMIKX MPABO MOJYYaTh FIIH HCIIONB30BAThH JIEKAPCTBA, MIIH H3-
JeNusl MEIUITUHCKON TIPOMBIIICHHOCTH, B TOM YHCIIE YIIAKOBKH JIEKAPCTB.
Cratps 0 TOAENKe MOANNCH W TOKYMEHTa B IENOM. TeH30MeTpHdecKue
mmeperus. [lognenka mommuicu. YTONOBHAasT OTBETCTBEHHOCTH 3a IIpe-
CTYIUICHHUS B 00JIACTH JOKYMEHTAIIMOHHOTO 00eCTIeYeHNsl YIIPaBICHUS.

IIpaBoBoe perynupoBanue JJOY B rpa:xkaanckoM npase. Jlorosopsl B
rpa:xaanckom npase. HopmarusHble akThl, 3ak0HBI, [ OCTH 1 mOKyMeH-
ThI (peiepabHBIX OpPraHOB HCIIOJHUTEIBLHON BJIaCTH, KOTOpHIE B 00s3a-
TENbHOM MOpPsAKE AOJDKEH 3HATh CHEIMANINCT, 3aHUMAOIIuUiics JOKyMEH-
TAIIMOHHBIM O0ECIIeYeHHEM YIIPaBJICHHUs IEPCOHAA.

JlokymMeHTanoHHOe o0ecnedeHne B HACJIEACTBEHHOM mnpase. [lonsTue
U IOpUITYECKOe COAEpKaHHEe HACIEACTBEHHOro HpaBooTHolIeHUsI. CyOsn-
eKTHBI COCTaB HACIIEICTBEHHBIX NpaBooTHOIeHUH. [Ipobiembl JoKkyMeH-
TaJIbHOT0 0(pOpMIICHHS HACIEJOBAHUS HOTAPUYCOM.

10.

Mopsinok odopmiaeHusi McKOBOro 3asiBjienus. 3akoH P® «O 3amwure
mpaB motpedureneii». OCHOBHBIE YaCTH MCKOBOTO 3asBicHUA. CPOKHU NaB-
HOCTH UCKOBOTO 3asIBJICHUSI.

IIpakTnyeckue 3aHATHSA

1. IlonsiTHe U BUABI IOPUANYECKOH OTBeTCTBeHHOCTH. [losoXxeHus: Tpyno-
BOTO KOJEKca, TPa)kIaHCKOTO KOJEeKca, KoJekca 00 aIMHUHHCTPaTUBHBIX
MpaBOHapyleHusX, kacatomuecs JJOY u apxuBoBeeHusl.

2. | lousiTHe, MpeIMeT, Cy0ObeKTbI M HCTOYHHUKH AJAMHHHCTPATHBHOIO
npaBa. 3akpeIuieHUEe MOHATUS W NpeaMeTa aJMUHUCTPATUBHOIO IpaBa.
Kozmexkc 06 amMUHHCTpaTHUBHBIX MpaBOHApymIeHUsIX - ocHoBHOM HITA an-
MUHUCTPATUBHOTO TIpaBa.

3. | ATMMHHCTpPATUBHAaslE OTBETCTBEHHOCTHh. AIMHHHUCTPATHBHOE IMpaBOHA-
pyIIEHUE ¥ aIMUHUCTPATUBHAS OTBETCTBEHHOCTb.

4, AJIMUHHCTPaTHUBHOE HaKa3aHue. Bujbl aIMUHUCTPATUBHBIX HAKA3aHUN.

5. | YrosoBHoe npaBo P®: noHsTue, npeaMer, 3aJa4yd U UCTOYHUKH. 3a-
KpeIIeHHe JEKIIMOHHOTO MaTepuara.

6. | Buapl yrosioBubIx Haka3aHuii. OCHOBHBIE BH/IbI YTOJIOBHBIX HaKa3aHHI

7. | YroJjioBHasi OTBETCTBEHHOCTD 32 (paibCH(PUKANMIO U MOIJIOT TOKYMeH-
TOB. 3aKperuieHue JIEKITMOHHOTO MaTtepuaia. OTBETCTBEHHOCTh 3a Hapy-
[IEHNE TalHBI BEJICHUS] TOKYMEHTOB.

8. | IlpaBoBoe peryaupoanue JIOY B rpaxkaanckom mnpase. Ilonsrue,
MpeiMET, MOAO0TPACIN, UCTOYHUKU IPaXKAAHCKOro mpaBa. JloKymeHTalu-
OHHOE 00eCIIeUCHHE TPAKIAHCKOTO MPaBa.

9. | JoroBopsl B rpaxaaHcKoM nmpaBe. KOHTpareHThI, TOTOBOPHI KYILTH TPO-

AaXKH, HOpoAaXW HCABUIKMMOCTH, IOCTABKH, KOHTPAKTAUOHWHW, TPOJAAXKH
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TIPEATIPUSTHS.

10.

KoHTpakThl M coriianmieHusi B rpakIaHcKoM npase. KoHTpareHThI. J10-
TOBOPBI KYIUIH MPOAAXKH, NPOJaKH HEJBIKMMOCTH, IIOCTAaBKH, KOHTPAaKTa-
UM, TPOJAXU Npennpusatus. J[oroBopsl MeHBI, apeHIbl, MOCTOSHHOW U
MIOXXM3HEHHOW PEHTBI, apeHAa, MOAPAa, NapeHHs

11.

JlokyMeHTauMOHHOe o0ecreyeHne B HACJIeICTBEHHOM NpaBe. [lokyMeH-
THPOBAHHE 3aBEUIAHUSL.

12.

Hopsinok odopmileHUs: HCKOBOIo 3asiBJeHMsA. V3yuuTb MOpPSIOK
oopmIIeHHsI MICKOBOTO 3asBICHUS B CyJ Ha OCHOBAHUM TPa’KIAAHCKOTO
MIPOLIECCYAJILHOrO KoJiekca P®

Tema 2.2. IIpaBoBoe peryjupoBa-
HHUe J0KYMEHTAHOHHOT 0 ofecre-
YeHHs1 yIPaBJIeHUS B TPYI10BOM
npase

Cone

JKaHHUe

Tpynosoe npaBo kak orpacib npasa. Ilonsrue, npeaMer, METO U CU-
cTreMa TpymoBoro mpaBa. OcoOeHHas 4acTb OTPacid TPYAOBOTO IpaBa.
[MpuHnmme! TpymoBoro mpasa. VMcToOUHHKH TpynoBOro mpasa. Bumer cy0s-
€KTOB TPYZOBOI'0 IpaBa.

Ilarn, npemmecTByomue ogopmieHnI0 padoTHHKAa Ha padory.
[penssBienre pabOTHUKOM IOKyMeHTOB. [IpuHsiTHe paboronarenem Jo-
KYMEHTOB OT Oyayiero padoTauka. PaccMoTpenue paboronaTeneM npeab-
SABJICHHBIX JOKYMCHTOB U NPHUHATUEC PCUICHUA O TPUEME pa6OTHI/IKa Ha pa-
6oTy. MeauuuHCKUil OCMOTp PabOTHUKA B HPEILyCMOTPEHHBIX 3aKOHOM
cny4asnx. CoobuieHre paboToIaTes 0 00sI3aTEIbHBIX CBEICHUIMA.

IIlaru ogpopmienusi npuemMa padoTrHuka Ha padory. [lonyuenue ot pa-
OOTHHKa 3asBICHHA O IpueMe Ha paboTy. O3HaKoMiIeHHE PabOTHHKA C
JIOKJIbHBIMA HOPMATHBHBIMH aKTaMH paboTojaress W C KOJUIEKTHBHBIM
JOTOBOPOM (IIpM €r0 HaJIWYHHK). 3aKJI0YeHHE ¢ PabOTHHKOM TPYHOBOTO
JIOTOBOpa M NPH HAJIMYUHM OCHOBAaHWH JOTOBOpA O MOJHOW MaTephabHOM
OTBETCTBEHHOCTH. Permcrpanmst TpynoBOro J0roBopa M JOTOBOpa O IOJ-
HOW MaTepHalbHOW OTBETCTBEHHOCTH B YCTAHOBJIEHHOM Yy paboTonaTens
nopsiake. Bpyuenne paboTHHUKY €ro sK3eMIuIIpa TpyI0BOro gorosopa. Ms-
JaHWe TIpHKa3a (paclopspkeHus) o mpueme Ha paboty. Perucrpanus npu-
Ka3a (pacHopspKeHHst) 0 mpuemMe pabOTHHKA Ha PaboTy.

Hlarn odopmienusi npuemMa paGoTHUKA HA padoOTy IO COBMECTUTE b-
cTBY. O3HaKoMmIleHHe pabOTHUKA C MPHUKA30M (paclopsHKeHHEM) O TIpueMe
Ha paboTy moj noAnuch. BHecenue 3amucu o npueMe Ha paboTy B TPyI0-
BYI0O KHW)XKy. BHeceHHe cBejeHHMII B KHHUTY ydeTa JBH)KEHHS TPYIOBBIX
KHWDKEK M BKiajsimed Kk HuM. OdopmileHHe JTUYHOM KapTOYKH Ha pabot-
HHUKa. Bximroyenne paboTHuKa B Tabesb ydyera pabodero BpeMeHH, JIpyrue
JoKkyMeHThI. OdopmiieHre TUYHOro aena padbotHrka. CoolmieHne ObIBIIE-
My paboToJaTeN0 O 3aKIIOYEHHH TPYAOBOTO JOrOBOpPa C PabOTHHUKOM.
HamnpasneHnue B COOTBETCTBYIOIINIT BOGHHBII KOMUCCApHUAT M (MJIN) OPTaHbI
MECTHOT'O CaMOYTIPaBJICHHsI CBEJICHUI O rpak/IaHIHE

VBoabHenne. IMomarosasi mpouenypa. M3MeHeHHe ompeneaeHHBIX
CTOPOHAMHM YCJIOBHii TPYIOBOr0 J0r0BOpPa MO COLJIALIEHHIO CTOPOH.
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OpHa 13 cTopoH (paboTHHK Wi paboTonaTeNb) BHIXOJUT C MHULIMATUBON
W3MEHEHMs] YCIOBMH TpynoBoro poroBopa. Iloamucanue ¢ pabGoTHHKOM
MUCBMEHHOTO COTJIAIICHUsT 00 W3MEHEHHH OIPENENICHHBIX CTOPOHAMH
YCJIOBHI TPYZOBOIO JOroBopa. Perumcrpamms corjiameHus K TPYLOBOMY
IoroBopy. BpydeHne xaknoMy paOOTHHKY €ro 3K3eMIULIpa COTJIAIICHUS.
Wznanne mpukasza (pacmopsokeHns) 00 M3MEHEHHH ONPENCIICHHBIX CTOPO-
HaMH yCJIOBHH TpyIOBOro norosopa. O3HakomieHHe pabOTHHKA C IIPHKA-
30M IIOJ1 TOJIITUCE.

YBoJbHenne. [lomaroBasi mpouenypa. CokpanieHue YMCJIEHHOCTH WU
mTara paGoTHUKOB opranu3anuu. [IpuHsTHE pElICHHS O COKpAICHUH
YHCICHHOCTH WJIM IITaTa PabOTHUKOB. YTBEPKICHHUE HOBOTO INTATHOTO
pacnucanus. [Ipukas (pacmopspkeHHE) O COKPAICHUU YUCIICHHOCTH/IITATA,
npuka3 (pacnopsbkeHHe) 00 YTBEp)KICHHUHM INTATHOTO pacnucaHus. [Iuck-
MCHHOE YBEJOMJICHHEC OPTraHOB CIYXKOBbI 3aHITOCTA O MPEACTOSAIICM BBI-
cBOOOXICHNU paboTHUKOB. OmnpenenseM, Kakhue KOHKPETHO paOOTHUKH HE
MOTYT OBITh YBOJICHBI IO 3aKOHY, a KaKH¢ MMEIOT IPABO Ha MPECHMYIIC-
CTBEHHOE OCTaBJIeHHE Ha pabore. [TucbMeHHOE MpeaynpexacHue (YBeIoM-
JieHne) pabOTHUKOB O MPEACTOAIIEM YBOJbHeHHHU. [IpeanoxeHune cokpa-
[IaeMbIM pa0OTHHKaM MepeBoAa Ha APYryi paboty. M3nganue mnpukasza
(pacriopsbkeHus1) 0 mpeKpalieHun (PacTOPKEHUH) TPYAOBOIO JOrOBOpa C
paboTHHKOM (yBONBEHEHNH). PacueTsl ¢ pabOTHUKOM (-amH).

YBoJjibHeHHe. YBOJIbHeHHe B CBSI3H € HCTeYeHHeM CPOKa TPYA0BOIo
JOTOBOpPa M 32 HEOJHOKPATHOe HEHCIIOJTHEHHe TPYIOBBLIX 00SI3aHHO-
creii. [Tomarosas npounenypa. [IpeaynpexacHue pabOTHHKA B MHCHMCH-
HOH (hopMe O mpeKpalieHny TPyIoBOro norosopa. M3nanue npukasza (pac-
MOPSDKEHUS) O TPEKpaIleHnu (PacTOpKEHHH) TPYIOBOTO JOTOBOpa C pa-
60oTHHKOM (yBOJIbHEHHH). O3HAKOMIICHHE PAaOOTHUKA C MPUKa30M (pacro-
psoxernem). OdopmiieHre 3amKMCcKU-pacdyeTa TpU MpeKpalieHun (pactop-
JKCHHH) TPYIOBOTO JOroBOpa ¢ paboTHHKOM (yBoNbHEHHH). Pacuer c pa-
6otHukoM. OdopmileHne 3amicu 0 MPEKPaIeHUH TPYIOBOTO JOTOBOPA B
TPYOBOM KHM)KKE M JIMYHOH KapTOUKe.

YBoJbHEHHE 32 MPOTYJI, 0 COOCTBEHHOMY KeJIAHHIO, M0 COTJIANIEHUIO
cropon. [lomarosasi mpouenypa. @ukcanus ¢akra OTCyTCTBUSI PaOOTHU-
ka Ha pabore. [IpoBepsercs, He OTHOCHUTCS T PabOTHUK K TOH KaTeropuu
PpabOTHHUKOB, KOTOPHIX YBOJNBHATH IO HHUIIMATHBE pabOTOqATENS 3aIpelie-
HO. 3aTpeboBaHMe OT PabOTHHKA NMHUCHBMEHHOTO OOBSICHEHHS MO ITOBOIY
OTCYTCTBHS Ha paboTe. YUeT BceX 00CTOSITENLCTB COBEPIICHUS TUCITUTUIH-
HapHOTO TpocTymKa (mporyia). M3ganue npukasza (pacmopsbkeHus ) O mpe-
KpaieHn# (pacTOp>KEeHUH) TPYIOBOTO JIOTOBOpA ¢ PaOOTHUKOM (yBOJIBHE-
Hun). O3HaKOMIIEHHE pabOTHUKA C MMPUKA30M (pacropssKeHUueM) paboToaa-
TeNs O TPEKpalIeHHH TPYIOBOTO JOTOBOpaA IO MOANNCH. Brimaua paboT-
HHUKY TPYJOBOW KHW)XKKH B NOCJEAHUH ero pabounit nens. [lomyuenue or
paboTHHKa 3asiBiIeHHs 00 YBOJILHEHUH 110 cOOCTBEHHOMY JKenaHHio. Beina-
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4a Cl'[paBKI/I/CHpaBOK 0 CyMMC 3apa60TKa.

IIpenocraBienne e;KeroAHOro ONJa4MBaeMoro oTmycka M oTmycka 0e3
coxpaHenusi 3apadoTHoii miarel. [lomarosast npouenypa. IlucemMeHHOE
yBenomiieHne. M3nanue npukasa (pacrnopspkeHus) O MPeAOoCTaBICHHN OT-
mycka pabotHHKy. O3HakoMieHHE paboTHHKa c mpuka3oM. Odopmienue
3aIlCKH-pacyeTa O IPEeJOCTaBICHHH OTIyCKa pabOTHHKY. Bpems Haxox-
neHns pabOTHHKA B OTITyCKEe OTMedaeTcs B Tabese ydera pabodero Bpeme-
HHU. 3aHeceHne B rpauK OTIIYCKOB CBEIEHHH O (haKTHIECKH HCIOIH30BaH-
HBIX pabOTHUKOM IHAX OTmycka. [losydeHre oT pabOTHHKA MUCEMEHHOT'O
3asBJICHUS O MPEIOCTABICHUH OTIIyCKa 0e3 COXpaHeHHs 3apabOTHOW Iua-
ThI. MI31aH1e npuKasa (pactnopsHKeHUst) O MPeIoCTaBICHHH OTITyCKa paboT-
HUKY. Bpemsi HaxoxIeHusi paOOTHHMKa B OTIIyCKE OTMEYaeTcs B Tabese
ydeTa pabodero BpeMeHHU. 3aHECEHHE CBEJICHUI O MPEJOCTaBICHUH OTITyC-
Ka B JIMYHYIO KAPTOUKY PaOOTHHUKA.

10.

IlpenocraBienue OTHycKa IO OepeMEHHOCTH U PoJaM H OTIyCKa IO
yxoay 3a pe6énkoM 10 3-x Jer. Ilomarosas nmpoueaypa. Perucrpanus
3adBICHUS U JIMCTKAa HeTpynocrnocoOHocTu. M3naHue mpukasza (pacmops-
KEHHs) O MPEIOCTAaBICHHU OTIyCKa paboTHHLE. Perucrpanus mnpukasa
(pacnopspxenust). O3HaKOMIICHHE paOOTHHUIIBI C JAaHHBIM MPHUKa30M (pacrio-
PSDKEHHEM) O] POCIHCh. 3aHECEHHEe CBEICHUN O MPEIOCTABICHUH OTITyC-
Ka B JIMYHYIO KapTOYKY paOOTHHIBI. 3aHECEHHE CBEICHHN O MpeIocTaBiie-
HHUM OTIIyCKa B JINYHYIO KapTOyky paboTHuka. HasHaueHme mocoOus mo
OEepeMEeHHOCTH M POJaM.

11.

IIpenocrasiieHne OTIyCKA € OCJeAyOIUHM YBobHeHneM. Ilomarosast
npoueaypa. Ilomydenue ot paGOTHHKA 3asBIEHUS O NPEJOCTaBICHUH OT-
IycKa C MOCJIeAYIIHUM yBoJbHEHHEM. Peructpanus 3aasnenus. [lucbmen-
HOE yBeJOMIICHHE pabOTHHMKA TOA MoAmnuchk. M3maHue mpukasa (pacmops-
KEHUsI) O mpenocTaBieHun oTmnycka. OdopMieHHe 3alucCKU-pacyera npu
IIpeKpameHu (pacTOpKEHWH) TPYAOBOTO JOroBopa ¢ pabOTHHUKOM
(yBompHeHHM). Pacder ¢ paboTHHKOM. M3roTOBICHHE KOMHU TPYIOBOM
KHIDKKH YBOJIFHSIEMOTO Pa0OTHWKA A apxwBa paboromartens. Bwimaua
pabOTHUKY TPYIOBOH KHIDKKH B JICHb, MIPEIIICCTBYIONINIA HAYaTy OTITyCKa.
OTtpaxkeHHe OTIyCKa B Tpaduke oTHyckoB. OTpakeHHe OTITycKa B Tabele
ydera pabouero BpeMeHH.

12.

Bpemennbie nepeBoabl pa6orHuxoB. Ilomarosass npouenypa. Ilonaua
pabOTHHIIEH MHCHMEHHOTO 3asBJICHHS C NPOCHOOH INEepeBecTH ee Ha JpY-
ryio paboty. Perucrpanus 3asenenus pabotHuipl. O3HaKOMIICHHE paboT-
HHUILIBI TIOJI POCIIHCH C €€ JOJKHOCTHOM nHcTpykuuen. [loanucanue corina-
IIeHUs 0 TepeBoje. Perncrparus coriamenus o nepeBoje. Bpyuenue pa-
O0THHMIIE ee dK3eMIUIsIpa COTIAlIeHNs O TepeBoje. M3manue mpukasa (pac-
TIOpSDKEHUS) O TepeBojie paboTHUIBI Ha ApPYryio paboTy. Perucrtpanus
npukasa (pacniopspkenusi). [Tomydenne menunmHcKoro 3akmodenus. [lomy-
YeHHe MMChbMEHHOT0 corjiacusi pabOTHHKA Ha MEPEeBO]] Ha JAPYrylo padoTy.
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OsHakomJieHHE pabOTHHKA MO POCIHCH C €ro JIOHKHOCTHON MHCTPYKIHU-
eil. [loagmucanue cornameHus: 0 NepeBojie Mexay pabOTHHKOM M padoTo-
nareneM. V3nanue mpukasza (pacrnopsbkeHHs) O IepeBojie pabOoTHHKA Ha
Ipyryio pabdoty. Perucrparus npukasa (pacropspKeHHUs).

13.

HocTosiHHbIe mepeBoabl paGoTHuKOB. [lomarosasi mpoueaypa. [Tomy-
YeHHEe MEJUIMHCKOro 3akimroueHus. [lomydeHne MHCHMEHHOTO COTJacus
paboTHHKa Ha TIepeBOJ Ha Apyryko padory. O3HaKOMIIEHHE paOOTHHKA IO
pocHCch € €ro JOJKHOCTHOM MHCTpykuueil. Iloamnucanue coriameHust o
mepeBosie MeXIy paboTHHKOM M paboTtonareneM. V3manwe mpukasa (pac-
MOpsDKEHUs) 0 TIepeBojie pabOTHHUKA Ha APYTyio padory. Perucrpanus npu-
ka3za (pacnopsbkeHus). O3HaKOMIIGHHE PabOTHHKA C MPHUKA30M (pacropsi-
KEHUEM) II0JI pOcIich. BHeceHHe CBENEeHHI O MOCTOSIHHOM IepeBojie B
TPYIOBYIO KHIDKKY paboTHHKa. OTpakeHHEe CBEJIEHHH O MOCTOSHHOM Iie-
peBoie B IMYHOM KapTOUYKe PabOTHHUKA.

14.

H3meHeHHne ycJI0BUI TPYAOBOI0 J0roBOPa U YCTAHOBJIEHHE HENOJHOIO
padoyero BpemeHu. Ilomarosas npoueaypa. OnHa U3 CTOpoH (pabOTHHK
WK paboToaaTe b) BBIXOJUT C MHUIIMATHBOW U3MCHEHHUS YCIOBHI TPYmO-
Boro goroopa. [lognucanue ¢ pabOTHUKOM IHCHMEHHOT'O COrJIaleHus 00
W3MEHECHHH OIPE/ICIICHHBIX CTOPOHAMH YCIIOBHUIT TpyHoBOro norosopa. Pe-
THCTpalMsl COTJIAILICHHS K TPYyIOBOMY Horosopy. M3nanue mpukasa (pac-
HOPSDKEHHUS) 00 M3MEHEHUH ONPEICICHHBIX CTOPOHAMHU YCIIOBHI TPYIOBO-
ro joroBopa. Perncrpamms npukasa (pacnopspkenus). O3HaKOMIICHHE pa-
6OTHI/IKa C IMpHUKa3oM 1oJ MNOAIHUCH. I[OCTI/I)KCHI/IC CorjlalmiCHUs II0 BCEM
acrekTaM paboTHI B peXKHMeE HEMOIHOro pabouero Bpemenu. [loanucanue ¢
pabOTHHUKOM COTJALICHUS K TPYAOBOMY JOTOBOPY O BBIMIOJHEHUH PaOOTHI
Ha YCIJIOBUSIX HENOJIHOTO paboyero BpeMeHH. Perucrpauus coriamieHus B
YCTaHOBJICHHOM Yy paboTonateins nopsake. M3nanue npukasa (pacrnopsbxe-
HUsI) 00 YCTaHOBJICHHWH HETOJHOro pabouero BpemeHu. Perucrpanus mpu-
Ka3a (pacHopsDKeHHs) B YCTAHOBJICHHOM y paboToiaTeNs MopsaKe, Hallpu-
Mep, B )KypHaJIe PerHCTPaLiK NPHUKa30B (pacrnopsvkeHuid). O3HaKOMIICHHE
pabOTHHKA C JaHHBIM MIPUKA30M IOl POCIIUCh.

15.

Padouee Bpemsi. Bpems otabixa padorHukoB. [loHsTre u BUIBI pabode-
ro BpemeHu. Pabora 3a npenenamMu HOPMaJIBHOM MIPOJIOIKUTEIBHOCTH Pa-
6ouero Bpemenu. [TonsTre 1 BUIBI BpeMeHH OTAbIXa. OTIyCKa: OHATHE U
Bubl. CTax paboThl.

16.

3amuTa nepcoHANbHBIX JaHHBIX. [lepcoHanbHbIC AaHHBIC. 3alUTa IMep-
COHAJLHBIX JIaHHBIX. KaTeropmm mepcoHANbHBIX JaHHBIX. MMEPCOHAIbHBIE
naHHble paboTHHKa. COCTaB MEPCOHANBHBIX JAaHHBIX PaOOTHHKA. 3alluTa
MIePCOHANBHBIX JAHHBIX, OTBETCTBEHHOCTh 32 HAPYIICHHE 3aKOHOIATENb-
CTBa.

HpaRTuquKne 3AHATUHA

1.

Padora ¢ noxymentamu no ogopmiaeHuio padboTHuKa Ha padoty. PaGo-
Ta ¢ JOKYMEHTaMH 10 0(hOpMIIEHUIO paOOTHHKA HA PaboTy.
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PaGora ¢ nokymentamu no ogopmiIeHHI0 padoTHHKA Ha padory. Pabo-
Ta ¢ JOKYMEHTaMH 110 0(pOpMIICHHIO paOOTHHUKA Ha padoTy.

PaGora ¢ nokymentamu nmo oopmiieHHI0 paGoTHHKA Ha padoTty. Pabo-
Ta ¢ JOKYMEHTaMU 110 0pOpMIICHHIO paOOTHHUKA Ha padoTy.

PaGora ¢ nokymentamu no ogopmiieHHI0 padoTHHKA Ha padory. Pabo-
Ta C JOKYMEHTaMH 110 0(pOPMIICHHIO paOOTHIKA Ha padoTy.

Coaep:xanue TpyaoBoro noropopa. ConepxxaHue TpyJOBOTrO IOr0BOpa

Padora ¢ tTokyMeHTaMu 1o mpoiueccam yBoibHeHus. Pabota ¢ nokymeH-
TaMH 110 TIPOIIECCAM YBOJIbHEHHUS.

Padora ¢ tTokyMeHTaMu o mpoiueccam yBoibHeHus. Pabota ¢ nokymeH-
TaMH 110 TIPOIIECCaM YBOJIbHEHHUS.

Padora ¢ tokyMeHTaMu 1O MpolueccaM yBoJabHeHus. Pabota ¢ nokymeH-
TaMH 110 NTPOIIECCaM YBOJIbHEHHUS.

Pabora ¢ nokyMeHTaMH IO mpoueccaM NpeaocTaB/ieHUusl oTmycka. Pa-
60Ta c JOKyMEHTaMH IO MPOIIeccaM MPeOCTaBICHHUS OTITyCKa

10.

Pabora ¢ nokyMeHTaMH IO mpoueccaM NpeAocTaB/ieHUsl oTmycka. Pa-
60Ta c JOKyMEHTaMH II0 MPOIIeccaM MPeIOCTaBICHHUS OTITyCKa

11.

Pabora ¢ nokyMeHTaMH 1O mpoueccaM NpeaocTaB/ieHUusl oTmycka. Pa-
0oTa ¢ JOKyMEHTaMH II0 polieccaM MPeAOCTaBICHHS OTILyCKa

12.

PaGora ¢ foKyMeHTaMH II0 BpeMEHHBIM IepeBoAaM pPa0OTHHKOB. Pa-
0oTa C JOKyMEHTaMH1 110 BpEMEHHBIM TIepeBoJiaM PabOTHUKOB

13.

Pa6oTa ¢ fo0KyMeHTaMM 10 NMOCTOSIHHBIM NepeBogaM padoTHMKOB. Pa-
00Ta C JOKyMEHTaMH 110 OCTOSIHHBIM TIepeBoJiaM pabOTHUKOB

14.

Pa6ora ¢ 1o0kyMeHTaMM 10 U3MEHEHUsIM YCJIOBHii joropopa. Pabdora ¢
JOKYMCHTAMM 110 U3BMCHCHUAM yCJ'IOBI/Iﬁ JI0TOBOpa

15.

Odopmienue 10KyMeHTOB NIPU NepeBo/ie 1 M3MEHEeHNHU TPYI0BOro /10-
rosopa. Vi3MeHeHune onpe/esIeHHbIX CTOPOHAMH YCIOBHIl TPYJOBOTO J0TO-
Bopa. Odopmiienne nepeBoga Ha APYTy0 paboTy M IepemenieHue. Bpe-
MEHHBII NepeBo Ha Apyryro padoty. IlepeBox paboTHHKa Ha APYryro pa-
00Ty B CBA3M C MEIMLIMHCKAMH TIOKa3aHMsAMH. [IncbMeHHOe mpemympe-
XKJICHHE O CYNIECTBEHHBIX M3MEHEHHUSIX YCJIOBHH TPYIOBOTO JIOTOBOPA.

16.

OdopmiieHHe JOKYMEHTOB NPH PACTOPKEHHH TPYAOBOIO JA0roBOpa.
OdopmireHre TOKyMEHTOB IIPHU PACTOPKEHHH CPOYHOTO TPYJOBOTO JIOTO-
BOpa M PacTOP)KEHWU TPYAOBOTO JJOTOBOPA IO COOCTBEHHOMY JKEJIAHUIO U
110 MIpUYUHAM HE3aBUCANIUM OT BOJIM CTOPOH.

17.

Pa6ouee Bpemsi. Bpemsi oTabixa u oTnycka padoTHukoB. Pabouee Bpe-
Ms. Bpems otapixa u oTirycka pabOTHHKOB.

18.

3ammuTa nepcoHAJBLHBIX JaHHBIX. [Iporecc 3amuThl MepCOHAIBHBIX AaH-
HBIX B KaJpoBOH ciry:x6e. OcOOEHHOCTH 3alIUThI IEPCOHAIBHBIX JaHHBIX U
XpaHEeHHs JTOKyMEHTAallMu B KagpoBoW crmyxo6e. Ilepenada mepcoHaIbHBIX
JMaHHBIX paboTHMKA. IIpaBa paOOTHHKOB IO 3aIINTE MEPCOHANBHBIX JaH-
HbIX. OTBETCTBEHHOCTb 32 HAPYLICHNE XPAHEHUS IEPCOHANIbHBIX JAHHBIX.

19.

3aumTa NEPCOHAJIBHBIX TaHHBIX. Hpouecc 3alIUTHI NIEPCOHAJIBHBIX JaH-
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HBIX B KaJJpoBOii ciry:k06e. OcOOCHHOCTH 3alUThl MEPCOHATIBHBIX JIAHHBIX U
XpaHeHHs] TOKYMEHTaluu B KaJapoBoil ciryxoOe. Ilepenaua mnepcoHanbHBIX
JaHHBIX paboTHUKa. [IpaBa paOOTHHMKOB IO 3aIlUTE€ NEPCOHAIBHBIX JaH-
HbIX. OTBETCTBEHHOCTb 32 HAPYIICHNE XPaHEHHS NEPCOHANBHBIX JAHHBIX.

Tema 2.3. HopmatusHo-
NpPaBoOBbIe aKThI B 00J1aCTH JOKY-
MEHTAIHOHHOI0 00ecnevYeHus!
ynpaBJeHHUsl U apXHBOBeJACHMSI.

Cone

JKaHHue

Hannonanbublii cranaapt P® I'OCT P7.0.8.2013 «Cucrema cranaap-
TOB N0 HHpopManun, GUGIMOTEUHOMY M H3AaTeJbcKkoMY Aeay». TOCT
P 7.0.97-2016 OpraHu3anMoOHHO-PACIIOPSAIUTEIbHASL JTOKYMeHTAIUsI.
TpeGoBanus k o(hopMJIeHHIO JOKYMEHTOB. Y HI(PHUINPOBAHHBIC CHCTEMBI
nokymerranun. O6xacte nmpuMmeHeHHss. CocTaB peKBH3UTOB JIOKYMEHTOB.
TpeboBanuss Kk O(OPMIIEHHIO PEKBH3HTOB JOKYMEHTOB. TpeboBaHHA K
OnaHkaM JOKyMeHTOB. OpraHu3allMOHHO paclopsAnTeIbHAS JTOKYMEHTa-
uust. TpeboBaHMs K 0pOPMIIEHHIO JOKYMEHTOB.

Opranuszanus padoTsl ¢ KOHPUIEHIMAILHBIME JoKyMeHTamu. Kpat-
Kasi xapakrepuctuka 3axkoHa P® ot 29 uroas 2004r. Ne 98-®d3 «O
KOMMepuecKoii TaiiHe». Be30macHOCTh IEHHBIX WH()OPMAIMOHHBIX pe-
cypcoB. llenHas uHpopMalys 1 KOH(GUIEHIUATbHBIE JTOKYMEHTHI. JoKy-
MEHTUpOBaHHE KOH(UACHIMANBHBIX cBeleHUH. [lopsok paboThl MCTOI-
HUTENCH ¢ KOH(QUACHIIUATBHBIMU JOKyMeHTamu. [loToku KoH(HIOeHIH-
aJbHBIX JOKYMEHTOB.

®epepanbublii 3akon ot 27 urouas 2006r. Ne 149-®d3 «O06 unpopma-
MU, THGOPMALMOHHBIX TEXHOJIOTHAX U 0 3amuTe nHpopmauum». Oc-
HOBHBIC TIOHATHS JaHHOTO 3akoHa. MH(popMamus Kak 0OBEKT IPaBOBBIX
otHomeHnd. Obnanarens nHpopManuy. [IprHINOBI TPaBOBOTO PEryIHpO-
BaHMs OTHOIIEHHUH B cepe nHpopmannu, NHOOPMALUOHHBIX TEXHOJIOTHU
1 3aIIUTH HHOpPMAITHH.

®DenepanbHblii 3akoH o1 06 anpens 2011 r. Ne 63-®3 «O06 DaekTpoH-
HOM moamucu». IloHATHS, OmpeneneHHbIE NaHHBIM 3aKOHOM. [IpuHIMIBL
HCTIONB30BAaHUSL  AJIEKTPOHHON moamnucu. VICrmoip30BaHHE 3JIEKTPOHHBIX
NOANKCEH. NOANUCU. BUIbI 2JIEKTPOHHBIX NOANUCEN.

@enepanbHblii 3akoH 0T 2 Masi 2006r. Ne 59-®3 «O nopsiike paccMoT-
peHusi oopameHuii rpaxaan P®». Chepa npuMeHEHNs HACTOSILETO 3a-
koHa. [IpaBo rpaskian Ha oOpareHue.

®enepanbHblii 3aK0H 0T 22 okTAOpPs 2004r. Ne 125-®3 «O6 apxuBHOM
aene B P®y». OcHoBHblE NOHATHA apxuBHOro jgena B PO. IIpeamer pery-
JnupoBaHus Hactosauero ®enepansHoro 3akoHa. OCHOBHBIE MOHATHS, IPU-
MeHsieMble B HacTosieM degepalbHOM 3aKOHE.

®enepanbblii 3ak0H o1 1.056.2005 Ne 53-®3 «O rocynapcrBeHHOM
s3bike Poccumiickoii @enepanmumn». Pycckuil s3pIK Kak rocynapCTBEHHBII
s36IK P®D. Cdepbl nonb30BaHus TOCYAApPCTBEHHOTO si3blka P®. 3amura n
MOJI/IEPKKA TOCYAapCTBEHHOTO si3bika PD. Obecnieuenue npas rpaxaan PO
Ha TIOJNB30BAaHUE TOCYNAPCTBEHHBIM S3bIKOM P®. OTBEeTCTBEHHOCTH 3a
HapyuleHue 3aKoHoAarenbcTBa PO 0 rocyjapcTBEHHOM s13blke PO
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IIpakTHyecKkue 3aHATHSA

1.

Hauuonanbusiii crangapt P® I'OCT P 7.0.8.2013 «Cucrema cranaap-
TOB M0 HHPOPMANNH, OHOIMOTEUHOMY W H3AATeNabCKOMY nexy. OO0-
J1acTh npuMeHeHusi. HopmatuBHbIe ccbUIKU. TepMUHBI M ONPEIEIeHHUS.

3akoH «O rocynapcreenHoi Taiine» ot 21. 07.93r. Ilopsanok 3acekpedun-
BaHMSA MCTOYHUKOB coJeprkamux 3a IlepeueHp CBEJCHMI COCTaBIISIOIINX
TOCYAaPCTBEHHYIO TallHY KPBITYIO HH(OPMALHIO.

3akon «O rocynapcrBeHHoii TaiiHe» or 21. 07.93r. Konpuaenunaan-
HocTh JIOY u apxuBoBegeHusi. OTHECEHHS CBEICHUN K TOCYJapCTBCHHOM
TaliHE U UX 3aceKpeunBaHue. PaccekpeurBaHue CBEEHUIN U UX HOCUTEIEH.

Opranu3anus padoTsl ¢ KOHPpUIEHIHAILHBIME JoOKyMeHTamu. Kpar-
Kas xapakrepuctuka 3akoHa P® ot 29 uroas 2004r. Ne 98-®3 «O
KOMMepueckoii TaiiHe». be3omacHOCTP IEHHBIX HH()OPMAIMOHHBIX pe-
cypcoB. llennast uHpopManus 1 KOHPUICHIIMATBHBIC HOKYMEHTHI. JIOKy-
MEHTUpPOBaHHE KOH(UACHIMANBHBIX cBeleHud. [lopsiok paboThl MCTOI-
HUTENCH ¢ KOH(QUACHIMATBHBIMU JOKyMeHTaMu. [loTokM KOH(UICHIIH-
AJIBHBIX TOKYMCHTOB.

®enepanbublii 3akon ot 27 uroas 2006r. Ne 149-®3 «O0 nndopma-
1IMH, THPOPMALMOHHBIX TEXHOJIOTUSIX U 0 3a1uTe nHGopManum». Pac-
npocTpaHeHue M npenocrapienue UHpopmanuu. [lopspok orpaHudeHus
JocTyna K nHpopManny, pacupocTpaHEHHOH C HapymleHHeM 3akoHa. MH-
(OpMaIMOHHBIE CHCTEMBI.

®epepanbublii 3akoH oT 06 anpenas 2011 r. Ne63-®3 «O6 JJieKTpOH-
Hoii moanmucu». OOecrieueHne MPaBOBBIX YCIOBHH HCIOJIB30BAHUS JIICK-
TPOHHOW TIOJNHCH B 3JIEKTPOHHBIX HOKYMEHTaX, IIPU COOJIIOIEHUH KOTO-
PBIX JJIEKTPOHHAs IOJIHCH B 3JIEKTPOHHOM JIOKYMEHTE NPU3HAETCS paB-
HO3HAYHOH COOCTBEHHOPYYHOH MHOJIHCH B JTOKYMEHTE Ha OyMaKHOM HO-
cHuTene.

@enepanbHblii 3akoH 0T 2 Masi 2006r. Ne 59-®3 «O nopsiike paccMoT-
peHusi oopamenuii rpazkaan P®». [lopsanok paccMOTpeHHs MUCHMEHHBIX
oOparieHu.

@enepanbHblii 3aK0H 0T 22 oKTA0Ops 2004r. Ne 125-@3 «O06 apxuBHOM
nene B P®». Apxusnbiii ¢pona B PO. Cocras apxuHoro ¢ounna B PO. Ap-
XHMBHBIE JOKYMEHTBI, OTHOCSIINECS K TOCYAapCTBEHHONW COOCTBEHHOCTH, K
MYHHUIUTIAJIBHOH COOCTBEHHOCTH, K YaCTHOW COOCTBEHHOCTH. 3aluTa mpa-
Ba COOCTBEHHOCTH HA apXUBHbIE JOKYMEHTHI

9.

Hrorosoe 3ansaTHeE.

18

CamocTtosiTebHas padoTa npu u3yvenun pasgena IIM 2.
Cucremarnueckas MpopaboTKa KOHCIIEKTOB 3aHATHH, yd4eOHOH JuTeparypbl (10 BollpocaM K maparpadam, riaaBam ydeo-
HBIX TIOCOOMH, COCTABJIEHHBIM MPEIOIaBaTEIeM) C LIENIBIO BBIACIECHHS TTIaBHBIX JJIEMEHTOB H3YYaeMBbIX TEM.
BerinosiHeHMe MHAMBHYaIbHbIX 3aJaHUH NPenogaBaTess 10 CHCTEMaTH3alMH MToJy4eHHOH nHdopmarmu.

IIpumepHasi TeMaTHKa JOMAIIHUX 3aJaHUI
BrinosHeHne rpynIoBsIX M WHAWBUAYAIBHBIX MIPOEKTOB IO TeMe, IPEAJIOKEHHON MperoaBaTesieM WX BEIOpaHHOI ca-
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MOCTOATCIIBHO.

HOZ[FOTOBKa pe(bepaTOB 10 3aﬂaHH017[ TCMATHKC.

YueOHasi NpaKTHKA 12
Buasl pador
03HAaKOMJIEHHE C HOPMaTHBHO-TIPaBOBOM JTOKYMEHTAMEH JOKYMEHTAIMOHHOTO 00ECTICUeHHS YIPaBICHHS
oopmiieHne ciykeOHOM TOKYMEHTAILMH B COOTBETCTBHH C TPeOOBaHMSIMH HOPMATUBHO-IIPABOBOM JOKYMEHTAIINU
IIpou3BoACTBeHHAS MPAKTHKA 12
Bunsi padot
03HAaKOMJIEHHE C HOPMaTHBHO-TIPaBOBOW TOKYMEHTAMEH OpraHN3aIiH, IPEATIPUATHS, YIPEKICHNSA
oopmiieHne ciykeOHOH TOKYMEHTAILMH B COOTBETCTBHHU C TpeOOBaHMAMHI HOPMATHBHO-TIPABOBOI JOKyMEHTAIMU
Pazgen IIM 3. Opranuzanus cek- 316
PeTAPCKOro 00CayKUBAHUS
MJIK 01.03 Opranu3anus cekpe- 184
TapCKOro 00CayKUBAHUSA
Tema 3.1 OcHoBHble HanpaBJie- | Conep:kanue 10
HMS 1eSITeIbHOCTH ceKpeTaps 1. Beenenne B cnenmajibHocTh. Cekperapb B CTPYKType YNpaBJieHHS.
IMoxroToBka mpodeccHoHaNbHBIX cekpeTapeit B Poccuu u 3a pybexom.
JestensHocTh MeEXyHapoIHOH acconuanuu cekperapeid. Ponb cexperaps
B COBPEMEHHOM YIIPABJICHYECKOM armnapare U B CTPYKTYpe CITykKObI JIOKY-
MCHTAIIMOHHOI'O 06ecnequI/m YIpaBJICHUS.
2. Jl0JZKHOCTHOM cTaTyc M (YHKIUMOHAJIBHBbIC O0SI3aHHOCTH CeKperaps
pykoBoauTessi. Kateropuu cekperapeif (cekperapsb Ha TenedoHe, THIHBIH
CEKpeTaph, TEXHUUECKUH CEKpeTapb, CEKpeTapb CTPYKTYPHOTO IOJpa3ie-
JIeHUsI, CeKpeTapb-peepeHT, ceKperapb KOJUIETHH, YYEHBIH CEKpeTaph).
Otanyms, B BBIIOJIHAEMBIX MU, JJIEMEHTAX YNPABICHYECKOTO TPy/a.
3. TpeOoBanus, npeabsiBiasieMble K cekperapio. OCHOBHBIE XapaKTEPUCTH-
K JICJIOBBIX M JIMYHOCTHBIX KadecTB cekperaps. [IpodeccnonansHble 3Ha-
HUsI 1 HaBbIKKM. OCHOBHBIE (PYHKINHU M KBaMH()HUKAIMOHHBIE TPEOOBAHMS K
CeKpeTapsM pa3IM4YHbIX Kateropuid. HopmaTtuBHO-MeToqMuecKkas 6a3a kBa-
JTU(QHUKAITMOHHBIX TpeOOBaHUN K IpOo(eccHi.
4. Nmupx cexperaps. Buemnuil Bun cexperapsa. TpeboBaHHS K BHEITHEMY
BUAY cekperaps. CTHIb ceKkpeTaps: KOCTIOM, 00yBb, aKceccyaphl, MaKIsIK,
mpudecka, mapgiomepus. BHemHocTs genoBoro uenoBeka. [lemoBoil rap-
nepo6. Akceccyapsl. [Tog6op 1BeToBO# raMmmbl. MHOTO()YHKIIMOHAIBHOCTD
OOCKIBI. Kaxk OACBATHCA IPU MMPOBEACHUHN IEPETOBOPOB, HA COBCIIAHUAX U
oduIHMaIBbHBIX MeponpusATHIX. OCHOBHbIE OMIMOKH B O(OPMIICHHUH BHEII-
HOCTH.
5. Kpasmmpukannonnasi xapaxkrepucruka odguc-meHemkepa. J(ommKHOCT-
HBIE 00513aHHOCTH ouc-MeHeukepa. TpedoBaHus K KBaIH(UKAINH.
IIpakTHyeckue 3aHATHSA 6

1. JlenoBble H JIMYHbIe KayecTBa cexkpeTrapsi. CocTaBlIeHUE MEpeyHs JeIo-
BBIX Ka4eCTB, HEOOX0IMMBIX B paboTe cekpeTapsl.
2. HMmupx cekperaps. Pabora B rpynmax «PaspaboTka Kojekca BHEIIHETO
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BUAa CEKpeTaps».

[ToBTOpenue U 00001IeHNE H3YUSCHHOT'0 MaTepHraa

Tema 3.2 Opranusanus u npose-
JAeHHne npogeccnoHaIbHOro 0T00-
pa cekperaps

Cone

JKAaHUE

TexHoJornu moadopa KaapoB Ha MpuMepe cexkperaps. Pacuer u miaHu-
poBaHHe MOTPEOHOCTH B mepcoHane. DopMupoBaHue TpeOOBaHHWU K Ba-
KaHTHOH gomkHOCTH. OnpeieNicHrue periiaMeHTa Iporeypsl moadopa mnep-
conana. OleHKa KaHANUJAaTOB Ha BAKAHCHIO M OTOOP M3 MX YHCIA TOIXO/sI-
miero paboTHHKA.

IIpouecc oréopa cekperapsi U MCHOJAb3yeMble MeTOAbl. OpraHuzanus
npotiecca 0TO0pa KaHAWAATOB Ha JOJKHOCTh CEKpEeTaps, METO/IbI M0A00pa
COOTBETCTBYIOIIEro nepconana. CoBpeMeHHbIE CIOCcO0bl TPYA0YCTPOUCTBA.
3HaueHne peKOMEHJAIHH.

IIpaBuia noBedeHHsi NMpeTeHJeHTAa NPH TPYAOYCTPOiicTBEe Ha /J0JK-
HOCTh ceKkpeTapsi. PeKoMEHIAIMK 10 TOBEICHHUIO MPETEHAEHTA IIPH TPY-
JOYCTPONCTBE Ha NOJKHOCTh CEKpeTaps.

HpaKTuquKne 3aAaHATHA

1. Opranumszanusi mpomecca ordopa cexperapsi. [lemosas wurpa «I[lombop
MEPCOHAAa Ha BAKAHTHBIC JOJDKHOCTH CEKpPEeTapsl U IIOMOIIHUKA PYKOBOIH-
TEJS»
2. IToBTOpeHue u 0000IIECHIE H3YUYCHHOTO MaTepraia
Tema 3.3 Ouenka aesareabHoctu | Coaep:kanue
yIpaBJIeHYecKOro nepconaja Ha | 1. XapaKkTepucTHKA CYyIIEeCTBYIONIAX METOIUK ONEHKH. METOTUKU OICHKU
npuMepe ceKpeTaps JISSITeIIPHOCTY YITPABICHYSCKOTO IEPCOHAIA Ha MPUMEPE CEKpeTapsl.
2. HopMaTuBHO-TIpaBoOBOe ofecmeyeHHe aTTecTallMU mepcoHasa. Hopma-

TUBHO-TIPABOBLIC JOKYMCHTBI, PETYJIUPYIOIIUEC MOPAJOK U YCJIOBUA aTTEC-
CTaluy NnepCoHaa.

IIpakTnyeckue 3aHATHSA

1.

ATTecTanusi ynpapjeH4ecKoro nepconana. IIpasuia npoBeneHus arre-
CTallMM yIIpaBiieHuecKoro nepconana. OdopmiieHne aTTecTaloHHOTO JIN-
cTa.

Tema 3.4 3akoHoaaTeJabHas U
HOPMATHBHO-TIPaBOBas 6a3a, pe-
riaMeHTHpYIOmas padoTy cekpe-

Tapsa

Cone

JKaHHue

O0mast XapakTepucTMKa HOPMATHBHO-IIPABOBBIX TI0KYMEHTOB. 3Haue-
HHE HOPMAaTHBHO-METOJMYECKHUX JIOKYMEHTOB, pPETyIHMpylomux chepy
JOVY. BuyTpeHHUEe opraHu3allMOHHO-PErJIAMEHTUPYIOIINE JOKYMEHTBI.

Pernamenranus gesTeIbHOCTH cekperapsi. PernmameHTanust IOKHOCT-
HBIX O00s3aHHOCTEH cekperaps. [lopsmok M 0coOEHHOCTH pa3pabdOTKH
JIOJDKHOCTHBIX MHCTPYKIMI CeKpeTapel pa3IMyHbIX KATETOPUH.

Oo0yuarmomasi MHCTPYKIUA cekperapsi. O0iacTH MpPUMEHEHHs 00ydaro-
mmx WHCTPYKOui. Ilopsimox pa3paboTkm M CcTpykTypa oOydaromied WH-
cTpykuuu cekperaps. Copepxanue o0ydaronieid HHCTPYKIUH CEKpeTapsi.

HopMmupoBaHue Tpyaa B 00J1aCTH CEKPETAPCKOro 00Cay:KMBaHusl. AK-
TYyaJbHOCTh pa3pabOTKK BOMPOCOB HOpMHUPOBaHHs Tpyna. Hopmsl BpeMeHu
Ha BBINIOJIJHCHUC MAIIWHOIIMCHBIX, CTCHOFpa(pI/I‘IeCKI/IX, JCITOITPOU3BO -
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| cTBeHHBIX PaboT.

IIpakTHyecKkue 3aHATHSA 4
1. JozkHOCTHAS WHCTPYKHHUs cekperapsi. CocTaBieHHE JOJDKHOCTHOM
HUHCTPYKIIMU CEKpeTapsl.
2. [ToBTOpeHue u 0000IIeHNEe H3YUSHHOT'0 MaTepHaa
Tema 3.5 Opranmsanmmonnsie mo- | Coaep:xanue 32

MEHTBI B3aHMO/IeHCTBHS H yCJI0-
BUs 3PpPeKTUBHOI padOTHI CeK-
peTapsi H pyKOBOAUTEJIs

Opranmuzanusi 1 o6opyaoBanue pagodyero mecra cexkperaps. Codioze-
HHE TEXHUKU Oe3omacHOCTH mpu pabore ¢ oprrexHukod. CaHHTapHO-
TUTHCHUYECKHIE TPEOOBaHMSA. DCTETHUECKHE OCHOBBI O(OpMIICHUS odrca.
TpeGoBaHus kK opraHuzaniy M OQOPMIICHHIO MHTEphepa padodero mome-
IIIEHHST; OCBEICHHUE, [IBET, OHCHAs MeOEIb, IEKOPATHBHBIC SIIEMEHTHI.

Opranmsanusi padodero aHsi pykosoauTens. CoriacoBaHue pexnuma
pabotsl. [ImaaupoBaHue MEPOTIPUATHI, YTOUHEHHE opydeHwid. [TonroTos-
Ka, IPUEM U OTIIPAaBKa KOPPECIIOHACHIINH.

Opranum3zanus padéodyero BpeMeHu cekperaps. [InmaHupoBanue pabodero
BpeMeHHU cekpertaps. Pexum pabouero Bpemenu. IlpumepHas cxema pabo-
yero aHA cekpetaps. CBepxypouHas paborta.

OnrumMajibHble YCI0BHUS AesiTeJbHOCTH cexkperapsi. [Icuxodusnonoru-
yeckue (DaKTOpbI, BIMSIONIME Ha JEATeNbHOCTh cekperapsi. CaHUTapHO-
TMTHEHHYECKUE YCIIOBUS TPYAA CEKpeTapsi. ICTETHUECKHE YCIOBHS PabOThI
CeKpeTaps.

KoppekTopckas padora B ceKpeTapckoii ciyxode. Buasl KoppeKTypHBIX
3HakoB. 'OCT 7.62-2008. KoppektypHas npaBKa JOKyMEHTa.

Opraﬂmauml OM3HEC Moe310K PYKOBOIUTEIS. [Toxaroroska 1iaHa Ou3-
HEC MMOC3JIKN PYKOBOAUWTCIIA. OpFaHI/ISaHI/Iﬂ OusHec TOC3JIKN PYKOBOAMNTEJIA.

Opranu3anus u npoBenenne coBemanuii. [{enn coBemanuii. Pazpabotka
1 opraHu3anus copeujanuil. [IpoBeneHue coBenianmii.

Boictyniienne pykopoauTessi. DopMbl NpeAcTaBIeHUS: TUIaH, GakTorpa-
¢wus, Te3uckl, TekcT. [1oAr0TOBKA TEKCTa, peaKTUPOBAHUE, COTJIACOBAHME.
Ocobennoct 0popMIICHHSI TEKCTOB BBICTYIICHHUH.

Opranu3anusi TPOTOKOJbHBIX Meponmpusituii. OOmenpuHsTEe GOpPMEI
IIPOTOKOJIBHBIX MEpOINPHATHH; MOPANOK uX opraHmsanuu. OpraHuzarms
COBEIaHMH U IIEPETOBOPOB.

10.

Opranmnzanusi NpoBeJleHHs] TNeperoBopoB. OOmenpuHATEIE (GOPMBI U
MTOPSIAOK OPTaHU3AIMH IEPETOBOPOB

11.

Oco0eHHOCTH OPraHu3aliM MepPeroBopoB ¢ HHOCTPAHHBLIMU TOCTSIMM.
[IpaBuia, Tpagunuy, YCIOBHOCTH B MEXTyHApoaHOM obmieHnH. OCHOBHBIE
0COOEHHOCTH | MOPSAIOK OPTaHU3aINH IEPETOBOPOB C MHOCTPAHHBIMH I'OC-
TAMHU.

12.

Opranuszanusi NMpoBeleHUs] NMPUEMOB, Mpe3eHTanuid. OOIIETPUHSITHIE
(hOpMBI ¥ IOPSIJTIOK OPTaHU3AIMH TPUEMOB, IPE3CHTAIINH.

13.

IloaroroBka npueMa mno JUYIHbLIM BOIIpOoCaM. IlogroToBka nmpuemMa 1o
JIMYHBIM BOIIPOCAM. CocraBiieHHe rpaqn/n(a npuemMa MOCETUTEIICH.
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14.

IIpnem moceruresieli M3 JAPYrHX OPraHM3alUii U KOMAHAMPOBAHHBIX.
Opranuzanus mpueMa MOCETUTENeH: AOKIaJ PYKOBOIUTENIO, YTOUHEHHE
BPEMEHU MpUeMa, peTUCTpaLys NoceTHTene! (BeeHHe )KypHaJIOoB U KapTo-
TEK C MCHOJb30BAHUEM CPEICTB BBIYHMCIUTEIBHOW TEXHHKH), KOHTPOJb
BEITIOJTHEHUS penieHnil. PerynmupoBanme nmotoka mocerureneii. Obecmede-
HHUE KOH(HUISHINAIbHOCTH NP IPUEME NTOCETHTEINEH.

15. | Hpuem peneramuii. Opranmsanus npeOsBaHUs Aeneranun naptHepa. Co-
CTaBJICHUE NporpaMMbl npeObiBanus. [lopsanok Bctpeun neneranuu. Ilpu-
BETCTBUSI U IPEJCTABICHUSL.

16. | IIpuem rpa:kaaH mo JUYHBIM BompocaMm. ['paduk mpuema. [lopsmok 3a-

nucu. [lnanoBslil npueM. BHeouepenHoil npuem.

IpakTnyeckune 3aHATHSA 24

1. Opranum3zanusi paGodero aHf pykoBoauTesi. CoriacoBaHue pexuMa
pabotsl. [ImanupoBanue MepoIpuaTuil, yrouHeHue nopydesuit. [lonroros-
Ka, IpUeM U OTIpaBKa KOPPECIOHCHIINN.

2. Cxema padoyero aHs cekperaps. [lonroroBka miana paboThl cexpeTaps
Ha JICHb.

3. KoppekTopckas padora B cekperapckoii ciy:kbe. KoppektypHas npas-
Ka JOKyMEHTa.

4. JoxymenTannonnoe ogopmiieHne 1eJ10BbIX noe3nok. OdopmieHue 1o-
KYMEHTOB IS AEJIOBBIX MOE3/0K.

5. Opranusanus 1 npopegeHue copemanmii. CoctapieHue IaHa Iposese-
HUS COBCIIAHVISL.

6. BeicTyniienue pykoBoautens. [1oqroToBka BEICTYIICHUS PYKOBOIUTEIS:
KOMIO3HUITHS, CTHIICBBIE 0COOCHHOCTH.

7. Opranu3anusi MPOTOKOJBHBIX MeponpusiTuii. Benenne nporokona me-
POTIPHATHIA: CTPYKTYypa, paBuiia 0(hOPMIICHHS.

8. Opranum3anusi mpoBeleHHs NeperoBopoB. OOmENpuHATEIE (OPMBI U
MTOPSIOK OPTaHU3AIHY TIEPETOBOPOB.

9. Opranum3anusi npoBedeHdsi mpueMoB. CoCTaBleHHE IUTaHA MPHEMOB B
3aBHCHUMOCTH OT UX THIA: KOKTEHb, QypuieT, 6apOeKio, MBEICKUI CTOI,
OaHKeT.

10. | Opranu3anus mpoBeAeHNs BBICTaBOK. Pa0oTa B Tpymmax mo opraHm3a-
IIMU MPOBEACHU S BHICTABOK.

11. | Opranu3anus npoBeeHus npe3eHTanuii. Pabora B rpynmax mo opranu-
3allu TPOBCIACHUA npe3eHTaum‘/'I.

12. | IlpueM rpakaaH mo JUYHBIM Bompocam. I'paduk mpuema. ITopsmgok 3a-
nucu. [InanoBeIil npuem. BHeouepenHoit nprem.

Tema 3.6 Padora cexperaps ¢ 00- | Conep:xkanue 6
PalleHUS MM IPaKIaH 1. Buabl o0pamenuii rpaxnan. Buasl TUChbMEHHBIX OOpaIeHUN Tpa)kIaH:

MpeATIoKEHNE, 3asBICHNE, Kanoba, X0JaTalCTBO, KOJUIEKTHBHOE oOpariie-
HHUe, neTuuuu. HopMaTHBHBIE JOKYMEHTHI, PErylIHpYIOIIHe PacCMOTPEHHUE
IIpeTI0KEHNH, 3asBICHUH 1 jkaslo0 rpaxaad. Hanpasnenue oOpaieHuii Ha
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PacCMOTPCHUC.

2. KonTtpons ucnosHenuss oOpamennii. KoHTpoiab CpPOKOB HCIONHEHUS
JOKyMeHTOB. MH(popMalmoHHo-cripaBouHast pabora no obpameHusM. Te-
Kylllee XpaHeHue oOpanieHui. AHanu3 NOCTYNUBIIMX 00paleHHH.

3. PaGora ¢ o6pameHusiMu 1 3anpocamu enyTaToB. OcoOeHHOCTH paboOTHI

¢ 00palIeHUsIMU | 3aIIPOCAMU JICTTyTaTOB.

IIpakTnyeckue 3aHATHSA

1. Perucrpauus odpamenuii rpa:kaan. TexHomorus paboTsl ¢ oOpameHus-
MH TpaXIaH: MPHEM M TepBUYHAS 00paboTKa MHCHMEHHBIX OOpaleHHH,
peructparnms obpamieanii. Hampapnerne oOpamieHuii Ha pacCMOTpPEHHE.

2. CocraBieHue MHCHMA-0TBETAa Ha MpeTeH3UI0 KiaueHTa. Pabora B Tpym-
nax «CocTaBieHne MICbMa-0TBETa HA MPETEH3UIO KIHEHTAy.

3. [ToBTOpenue n 0000IEeHIE N3YYSHHOTO MaTepraa

Tema 3.7 Benenune cekperapem Copep:xanue
Tes1e)OHHBIX NIepPeroBopoB 1. O0mue npaBuia BefeHus: TejeOHHBIX pa3roBopoB. Bxoasuue u uc-

xopsmue TenedoHHble 3BOHKN. DpaspI-KiHIe Havaa, 3aBEpIICHHs Pa3ro-
BOpa. YTOUHSIOLINE BONPOCHI, IIPEAOTBPALICHNE KOH(PIUKTHBIX CUTyalni
B TeJIe()OHHOM Pa3roBope.

2. CrpykTrypa u cTWwib opunMaibHOl TenedoHorpammsl. IlpaBuna co-
craByieHUs 1 0hopMiIeHHUs ODUITHATHLHON Terne(OHOrpaMMEI.

3. CpencTBa pakcuMIIBbHOI NMepenaun coodmennii. Knaccudukarus gax-

coB. [Ipunimn neiicTBust (aKCHMUIIBHOTO annapara, paBuia NPUMEHEHHsI.

HpaKTuquKne 3aAaHATHA

1. CtpykTypa Tesie)OHHOr0 pa3roBopa M UCNoJIb30BaHHe KYPHAIOB yye-
Ta. CocraBlieHHe ONOPHOI TabJIMIBI IPAaBUII TeJIe(HOHHOTO 00CITY)KUBAHUSI.
2. Bxoasimuii Tesedonnsblii 380H0K. Pabora B rpynmax «Bxonsmuii Tene-
(hOHHBIN 3BOHOKY.
3. Hcxonsnnuii TeedoHHbIi 3BOHOK. JlenoBas urpa « OTHKET Teiae(hoHHOro
pasroBopay.
Tema 3.8 IIcuxosoruyeckue ac- Copep:xanue
NEKThI B3auMoJelicTBHSA cekpera- | 1. IIcuxosioruyeckue ocHOBbI padoThl cexkperaps. [lcuxonoruueckue ac-
pPs C PYKOBOAMTEIEM H KOJLICK- MEKThl B3aUMOOTHOIIEHUH CEKpeTaps C PYKOBOAMTENEM, COTPYIHUKAMHU
THBOM OpTraHU3alMH.
2. B3aumopeiicTBue cekperapsi ¢ pyKoBOAMTeJeM. JTallbl B3aUMOIEHCTBUS
CeKpeTaps C PyKOBOAMTENEM. APXETUIIbl pyKoBoauTenedl. Meronsl aeno-
BOTr'0 OOILIECHUSL.
3. Konduukrsr: Tunsl u npudunbl. Tunonorus xkoHQIUKTOB. [IpuunHbI
BO3HMKHOBEHHS KOH(DIIMKTHBIX CUTYallni MEXy PYKOBOAMTENIEM U CEKpe-
TapeM.
4. IIpaBuia noBeneHust B KOHGIUKTHOM cuTyauum. JelicTBus cexperaps B

KOH(IIUKTHBIX cuTyarusx. IIpeononenne ctpecca. MeToabl, O3BOIISIOIINE
CHSTh HaNPSDKCHUE IPH KOH(IINKTE.

HpaRaneCKne 3AHATHHA
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Konduukrsl 1 myrun ux paspemenus. Ponesas urpa «KoHIUKTHBIN
KIIUEHT».

[ToBTOpeHue u 0000IIeHNE H3YUSCHHOT'O MaTepHraa

Tema 3.9 Opranuzaunus padoTsI ¢
KOH(HUIeHIMAILHBIMH 10KYMEH-
TaMu

JKAaHUE

[onsitne 0 KoOH(pUIEHINATHHOCTH. [lOHATHE KOH(UICHIMATIBHON WH-
¢dopmarmu. CBeJCHUS, OTHOCSIUECS K KOMMEPUYECKOHN TailHe W HE SBJISIO-
1Mecsi KOMMEpPUYECKOW TailHOM.

Be3onacHocTh LEHHBIX HH(OPMAIMOHHBIX PecypcoB. DKOHOMHYECKAs
6e3omacHocTh. MHbOpMannonHas Oe3omacHOCTh. bezomacHocTs HHpOpMa-
IIMOHHBIX PECYPCOB.

JokymeHTHpPOBaHHEe KOH(pUIeHUUAILHOH uHHpopmanuun. JlokymeH-
TaJbHAs 3aluTa KOHGHUICHINAIBLHON MH(GOPMAIMK: MpaBUa OTHECCHMS
nHpOpPMAINU K KOHPHUICHINATEHBIM CBEICHUSAM, HHCTPYKIHH IO COOJI0-
JCHUIO pEeXMMa KOH(HUICHINAIBHOCTH, JOTOBOP O HEpasINallleHHH KOM-
MEpYEeCKOU TallHBbI.

Mopsinok paGoThl ¢ KOHQUAEHNMAILHBIMH JOKyMeHTamu. [lopsnok
paboThl ¢ KOH(QUACHIUAIBHBIMH JOKyMEHTaMH. JlOKyMEHTOOOOpOT Kak
00BEKT 3alUThl. 3alUIIEHHbII JOKYyMEHTOO0O0POT.

TexHosornyeckasi cxema 00pa0OTKH JOKYMEHTOB BXOJHOI0 MOTOKA.
ITpuem, nepBuuHast oOpaboTKa, MpeABApUTEILHOE PACCMOTPEHHE U pac-
IpejesicHle NOCTYNAIIUX JOKYMEHTOB. TpagulliOHHBIH yYeT MOCTYyINB-
IIAX JOKyMEHTOB W ()OPMHUPOBAHHE CIPABOYHO-MH(OOPMALMOHHOTO OGaHKa
JaHHBIX 10 JOKyMEHTaM. ABTOMAaTH3MPOBAHHBIN y4eT MOCTYIMHBIIMX J0-
KyMEHTOB ¥ (JOPMHUPOBaHKE CIIPABOYHO-MH(POPMAIIMOHHOTO OaHKa TaHHBIX
110 IOKYMEHTaM.

TexHonornueckasi cxeMa 06padOTKM JOKYMEHTOB BBIXOJAHOIO0 M BHYT-
penHero moroka. OdopmieHHe U Y4eT HOCHTENleH KOH(QHICHIHAILHON
nHpopManuu. M3rotoBneHne KOHGUACHIIUATBHBIX JOKyMEeHTOB. O0paboT-
Ka M3JIaHHBIX JJOKYMEHTOB.

®dopmupoBanue, opopmiIeHNe IeJ M XpPaHEHHe eI, COIePKAIINX KOH-
pugennmnanbuyo uHpopmamuw. OCHOBHBIC TpeOOBaHUs, MPEIbSBIIsIC-
MbIe K (popMupoBaHuio e, [TopsaoK paconokeHus: JOKYMEHTOB BHYTPH
nena. [opsigok odopmieHus ned.

Ilopsinok YHMYTOKEHHMs AOKYMEHTOB, JeJI, HOcHTeled HHPopManHu.
[Topsimox yHHUYTOXXEHHS HOKYMEHTOB, AeJ, HocuTene nHpopmarmu. [Ipo-
BEJICHHE MPOBEPOK HAIMYHS JOKYMEHTOB, J€Jl, HocuTeleil nHpopMaImy.

16

HpaKaneCKne 3AHATHHA

1.

®opmupoBanue U oopmienue aea. [lopanok pacnoyioxeHus: JOKyMeH-
TOB BHYTpH Jiena. [lopsok opopmIireHus aei.

Tema 3.10 DTHKeT U KyJbTypa
MOBe/IeHUSI CeKpeTapsi

Cone

JKaHHue

1.

ITHUKET CJIYy:KeOHbIX B3aMMOOTHOIIEHHMiIi. DTHKa [EJIOBOIO OOIICHUS.
[IpaBuia nemoBoro OOICHHS.

2.

PeueBoii 3THKeT B [1€JIOBOM OOLIEHUH. DJIEMEHTHl PEYEBOT0 JTHUKETA:

14
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(l)OpMI)I 06pa1ue}m>1. W3znoxenns HpOCI)6, BbIpaKCHUA NPU3HATCILHOCTH,
CII0COOBI ApryMmeHTallun B ACJIOBbIX CUTYAlUAX.

3. HeBep6aabHbie cpeacTBa ofmenusi. HesepOanbHoe oOmeHue. Bus
HeBepOasipHOTO 001IeHHs. Posib HeBepOaIbHOIO OOLICHMUSL.

4, Buasl BU3UTHBIX KapTo4ek. JInuHas BU3WTHAs KapTouka. JlenoBas craH-
naprtHas kaprouka. [IpencraBurenbckas kapTouka. Kaprouka pupMslL

5. IIpaBuna Bpy4yeHusi BUSHTHBIX KapTouek. [IpaBuna sTHKeTa B mpolecce
BpYYCHUS BU3HTHBIX KapTOUEK.

6. Bsi6op nesioBoro 6ykera. [Ipasuia Ber6opa nemooro Oykera. OcobeHHO-
CTH BBIOOpa IesoBOTO Oykera pykoBoauTenmto. Bribopa Oykera mis memo-
BOT'O ITAPTHEPA.

7. IMoaapku B 1eJI0OBBIX OTHOIIEHHUIX. [I0ATOTOBKA CyBEHHPOB M AMATHBIX

nogapkoB. [Togapku B pabodeM KOJUICKTHBE: MOJAPKH PyKOBOJHUTEIIO, MO-
JapKu coTpynHuKaMm. JleHexxHble mogapku. OOMEH mojapkaMu ¢ IpeacTa-
BUTEJIIMU JIPYTUX OpraHM3alluil U C MHOCTPAaHHBIMU MApTHEPaMHU.

IIpakTHYyecKue 3aHATHS 4
1. IIpaBuna Begenus nenoBoii 6eceqpl. OTpaboOTKa MPUEMOB BeACHHS €TI0~
BOi1 Gece/ipl B Iapax M rpyImax.
2. Bujbl BUSUTHBIX KapToYeK. Pa3zpaboTka MakeTa BUSUTHOM KapTOUKH.
Tema 3.11 ABTromaTu3anms noxy- | Conep:xkaHue 10
MEHTAllMOHHOI0 o0ecneYeHus! 1. CucreMbl aBTOMATH3AIUM /1eJIONPOU3BOACTBA U JIEKTPOHHOI0 AOKY-
ynpasJieHHUs MeHToo0GopoTa. Vcrnionb3oBaHue cereBoll MHGOPMAMOHHOIN TEXHOJOTHH.
Tonosoruu pa3mernieHus EMEHTOB ceTi. HopmaTuBHO-1IpaBoBoe obecre-
YeHHe paboTHI C ANEKTPOHHBIMHU JIOKYMEHTaMH.
2. @OyHknMoHATbHAsA XapakTepucTuka CIJ[ u aBTOMaTH3aLMA deATeb-
HOCTH cekperaps. Otansl apromaTuzanuu JOY. [Ipuioxenus, Bxoasuue
B cocTaB 0(uCHBIX crcTeM. OCHOBHBIC TPUHIHIEI paboTer CO/I.
3. [porpammusie cucrembl apTomaruzanun JOY. TexHomorun paboTsI ¢
nokyMmeHntamu. [IporpamMmuslie cuctembl aBToMatuszauuu JOVY. Bunbsl kom-
IUIEKCHBIX CHCTEM aBTOMATH3AINHU JICJIOIPOU3BOJICTBA.
4. ABTOMaTU3alusi 0e310KYMEHTHOI0 CeKpPeTapCcKoro o0c/ay:KUBaHUS.
Bunrpl cienmann3upoBaHHBIX OPHCHBIX IporpaMM. KoMruiekcHoe opraHu-
3allMOHHO-TEXHUYECKOe o0ecrieueHne paboThl CeKpeTapsl.
5. HNurepHeT-TexHOJIOTMM B padore cexkperapsi. MHTepHET-TEXHOIOTMH B
pabote cekperapsi: TI00aTbHbIE TTIOUCKOBEIE CUCTEMBI, JIOKATBHBIE TIOUCKO-
BBIC CHCTEMBI, CIEIHAIN3UPOBAHHBIE IOMCKOBBIE CHUCTEMBI, «OOIadHbIe
TEXHOJIOTHIY.
IIpakTHyeckue 3aHATHSA 2
1. | IToBTOpeHue u 06001IeHNE N3YUYEHHOTO MaTeprala
CamocTosiTeJibHasi padoTa npu u3ydenuu pasaena [IM 1. 60

Cucrematudeckas mpopaboTKka KOHCIIEKTOB 3aHATHH, y4eOHOU JuTepaTypsl (10 BompocaM K maparpadam, riiaBaM ydeo-
HBIX TIOCOOMIA, COCTABICHHBIM PETIOAaBaATENIEM) C LIENbIO BBIICIICHHS TJIABHBIX DJIEMEHTOB U3Y4aeMbIX TEM.
BrinosHeHne WHANBHYATBHBIX 3aIaHUH MPEojaBaTells M0 CUCTEMAaTH3AIMH NOJTyYeHHONW HH(opManmy.

39



IIpumepHasi TeMaTHKa JOMAIIHUX 3aJaHUI
BrInosHeHUE TPYIOBBIX U MHIUBUAYAIBHBIX IPOCKTOB IO TEME, MPEUI0KECHHOMN MPEroiaBaTeiieM WM BIOpaHHbBIC ca-
MOCTOSITEJIEHO.
CocraBieHre TPOU3BOICTBEHHBIX CUTYAITHI 10 TeMaM: «Pa3roBop 1o TenedoHy Ha JIMIHBIE TeMbD», «OOMEH BU3UTHBIMH
KapTOUYKAMI».
[ToaroToBKa K MpakTHYECKUM paboTaM ¢ MCIIOIB30BAHHEM METOIMYSCKUX PEKOMEHIANNH Mpernonasareis, ohopMIeHHE
MPaKTUIECKHUX PadOT, OTIETOB U IMOATOTOBKA K WX 3aIIIHTE.
IMoxroroBka pedepaToB 1o 3amanHON TeMaTtuke: «COBpeMEHHEIE CpeICTBa CBA3M», «Poib MHTEphEpa B CO3MaHUM OJaro-
MPUATHOHN TICHXOJIOTHYECKOW 00CTaHOBKH Ha paboueM mectey, «[IpueM 1mo THIHBIM BOIpocaM: 0COOEHHOCTH ITOATOTOB-
KU ¥ IPOBEICHUS.
IToAroToBKa MPOCKTOB WJIM KOMIBIOTEPHBIX MPE3CHTAMi MO0 TeMaM: «PeueBoil ATHKET CeKpeTaps U PYyKOBOIUTEIN,
«[lemoBast Oecenma: MyTH BBIXOJA M3 CIOXHBIX CUTyalmit», «OCOOCHHOCTH OpraHM3allMK COBCIIAHUHN (IICPErOBOPOB)Y,
«/lenmoBble mpueMbI» (10 BEIOOPY 00y4AIOIIerocs).

YuyeOHasi npaKTHKa

Buasl pador

3arnoJHeHHe )KypPHAJIOB yueTa JJOKYMEHTAIWH.

OT1paboTKa HaBBIKOB TENE(POHHOTO OOCITYKUBAHMSL.
CoBepIICHCTBOBaHHE HABBIKOB JIEJIOBOTO OOLICHHSI.
CoBepIICHCTBOBaHHE HABBIKOB BEICHUS JI€IOBOH OeceBl.
Pa3paboTka NIIaHOB MPOBEACHHUS ISJIOBBIX IIPHEMOB.
JOKYMEHTHPOBaHHUE AEJIOBBIX ITOS3/I0K.
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IIpou3BoacTBEeHHANI NPAKTHKA

Buael pador

3HAKOMCTBO C OpPraHU3allMOHHOMN CTPYKTYPOH U QYHKIMAME OpTaHU3alMK (YUPEXKCHHs)
OtpaboTKa HaBBIKOB TeJIE(HOHHOTO 00CITY)KUBAHHUS

W3ydenue ocoOEHHOCTEH MOATOTOBKH ITPOBEACHUS JIEIOBBIX ITPUEMOB

N3ydenue ocoOEHHOCTEH TOKYMEHTHPOBAHUS JIEJIOBBIX MOE3/I0K OpraHU3aluu

N3ydenne ocoOEHHOCTEH TOKYMEHTHPOBAaHNS COBEIAaHUM, TIEPETOBOPOB OPTraHU3aAIMH
W3yuenne ocoOeHHOCTEH MOATOTOBKH JIEN K Iepeiaue Ha apXUBHOE XpaHEHHE

36

Bcero

1121

Jln1st XapaKTepHUCTHKN YPOBHSI OCBOEHHS Y4€OHOT0 MaTepuaia NCTIOIb3YIOTCS CIIeAYIONIe 0003HAYCHUS:

1 — o3HaKoMuTENbHBIH (Y3HaBaHUE paHee N3yYEHHBIX OOBEKTOB, CBOHCTB);

2 — penpoyKTUBHBIH (BBITOJIHEHUE ACATEIHHOCTH 10 00pas3ily, HHCTPYKINH WX 110JT PyKOBOZICTBOM);

3 — NIPOJYKTUBHBIN (IUTAHKPOBAHHUE M CAMOCTOSTEIHHOE BBHITIOIIHEHHE JIESITEILHOCTH, PEICHHE MPOOJIEMHBIX 3a/1a4).
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4. YCJOBUSA PEAJINBALIUU ITPOT'PAMMBI IPOPECCHUOHAJIBHO-

rO MOJYJISA

4.1. TpeGoBaHHMA K MUHMMAJIbHOMY MaTepPHAJIbHO-TEXHUYECKOMY O0ecreve-
HHIO

Peanuzanmst mporpamMMbl MOTYJISI IPEAIIONIaracT HATMIHe Yy4eOHOTo KaOuHe-

Ta JOKYMCHTAIIHOHHOI'O oOecrieyeHus YIPaBJIICHHUA.

O6opynoBanne yueOHOTO KabnHeTa U paboYnX MeCcT KabWHeTa:
pabodee MecTo Mperno aBaTes;
MI0CaJOYHBIC MECTa 10 KOJIMYECTBY 00YJArOIINXCS;
KOMIUIEKT Y4eOHO-HAIJISATHBIX TTOCOOMIA;
KOMIUIEKT TUIAKATOB;
KOMIUICKT TUAAKTHICCKIX MaTepUasoB;
KOMIUIEKC 3JICKTPOHHBIX YIEOHBIX MTOCOOMIA,

Texaudeckue cpeacTra 00ydeHUs:
® MyJbTUMEAUINHOE 000PYI0BAHUE.
Peanuzanust mporpaMmbl MOJIYJIs TPEANoaraeT 00s3aTeNIbHyI0 POU3BOI-

CTBCHHYIO IIPAKTHUKY.

4.2. MuopmanuonHoe odecredeHne 00y4eHunst
Ilepeyenb pexkomMeHayeMbIX yueOHbIX M3aaHuil, UHTEepHeT-pecypcoB, A0MOJI-
HHUTEJbHOM JINTEPATYPHhI

OCHOBHBIE UCTOYHHUKU:

1.

bacakoB, M.M. JlokyMeHTallMOHHOE OOecIlieYeHue YyIpaBieHus (C OCHOBaMHU
apxuBoBenenus) / M.W. bacakos. — 2-¢ u3n., mepepad. u gom. — M.: KHOPYC,
2016. - 216 c.

brikora, T.A. JlokyMeHTaIlmoHHOE OOEcredeHrne yrpaBJieHUs (IeT0nponu3BO/I-
cTBO): yueO. mocooue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢
u3., nepepad. u gon. — M.: UTHOPA-M, 2017. — 304 c.

["amaxos, B.B., Kopuee 1.K. Jlenonpon3BoacTBO: 00pa3iibl JOKyMeHTOB. Op-
rauu3anus u TexHosiorus padotsl. bonee 120 nokymentos / B.B. I'anaxos, UK.
Kopnees, A.B. ITmenko. — 3-e uzn., nepepad. u gomn. — M.: [Ipocnexr, 2015. —
480 c.

[NamaxoB, B.B. Opranmzaius ceKpeTapcKkoro OOCIy)XHBaHUS: YYEOHHUK IS
CTyI. yupexzaeHuil cpea. npod. oopazosanus / B.B. I'anaxos, O.b. Hazapenko.
— 2-¢ u31., nepepab. u gomn. — M.: U3narenbckuii neHTp «Akaaemusy», 2015, —
286 c.

Hoponuna, JILA. JlokyMeHTallMOHHOE OOECIEeYEHUE YIpaBICHUS: YUYCOHUK U
npaktukyM juist CI1O / JILA. Joponuna. — M.: U3garensctBo FOpaiit, 2019. —
233 c.

3unoBkuHa, M.M. OCHOBBI UccClIeIOBaTENIbCKOM AesiTenbHocT: TPU3: yueOHoe
nmocobue g cpeaHero npodeccuonanbHoro oopazosanust / M.M. 3UHOBKHHA,
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P.T. I'apees, [1.M. I'opes, B.B. YTemoB. — 2-¢ uzn., nepepad. u non. — M.: Uz-
narenbcTBO FOpaiit, 2019. — 124 c.

7. Kazakesuu, T.A. H.H. [lokymMeHTalmoHHOE OOecreUeHrne yIpaBieHUs: y4eo-
Huk u npaktukym st CI1O / T.A. Kazakesuu, A.W. Tkanuy. — 2-e usn., nepe-
pab. u gom. — M.: M3npatensctBo IOpaiit, 2019. — 221 c.

8. KopueeB, UK. [JoxymeHTalmoHHOE OO€cCleUEHUE YMPABICHUSA: YYEOHHUK U
npaktukyM 1t CI1IO / UK. Kopuees, A.B. [lmenko, B.A. Mamypues. — 2-e
u31., nepepad. u gom. — M.: M3garensctBo IOpaiit, 2019. — 384 c.

9. Kysuenos, H.U. JlokymeHTtannonHoe obecrnieueHue yrpasieHus. JJokyMmeHTo-
000pOT U Aenonpou3BoACTBO: yueObHuk u npaktukym st CI1IO / H.U. Kysue-
11oB. — M.: U3marensctBo FOpaiit, 2019. — 461 c.

10.Ky3unenos, H.U. JlokyMeHTanmOHHOE OOEeCIieUeHUE YMPaBICHUS MEPCOHAIIOM.
JIOKyMeHTOOOOpOT U JAETONPOU3BOACTBO: yueOHHUK u mpaktukym ais CIIO /
H.N. Ky3nenos. — M.: U3natensctBo Opaiit, 2019. — 521 c.

11.JlenkeBuu, JI.A. Jlemonpou3BOJACTBO: YUYCOHHUK IS CTYI. YUIPEKICHHH Cpejl.
npod. obpazopanus / JI.A. JlenkeBuu. — 6-¢ uza. crep. — M.: U3ngarenbckuit
LHEeHTp «Axkaaemusi», 2015. — 250 c.

12.Cene3nena, 0. HaGop Tekcta Ha I1K. Cnenoit necarunanblieBblii METOJT Tieda-
ti: Camoyuutenb. — M.: Kopona-ITpunt, 2017. — 64 c.

13.Cxubunxas, 1.YO. JlenoBoe o6mienue: yueOnuk u npaktukym s CI10O / N.IO.
Cxkubunkas. — M.: U3narensctBo FOpaiit, 2019. — 247 c.

14.Comnory0, O.I1. Jenonpous3BOACTBO: COCTaBIICHHE, PEIAaKTUpPOBaHUE U 00pa-
6otka nokymeHToB: yueb. mocooue / O.I1. Comory6. — 10-¢ u3m., crep. — M:
MN3narennsctBOo «OMera-JIx», 2015.

15.YykoBenkoB, A.1O., SInkoBas, B.®. TpeboBanus k 0(hopMIECHUIO TOKYMEHTOB.
KommenTapuit k TOCT P 7.0.97-2016. — M., 2018. — C. 99-113.

16.11lypanoa, H.H. JlokymeHTalMOHHOE OOECIICUCHHE yNpaBICHUSA: YUCOHUK H
npaktukyMm st CI1O / H.H. lllysanoBa. — M.: UznatensctBo FOpaiit, 2019. —
221 c.

17.1lyBanoBa, H.H. OcHOBBI nenonpoun3BoAcTBa: yueOHUK U ipakTukyM st CI1O
/ H.H. lllyBanoga, A.}FO. UBanosa; mox oo pea. H.H. IllyBanosoii. — 2-¢ u3f.,
nepepad. u pon. — M.: U3narensctBo FOpaiit, 2019. — 429 c.

HopmaTtuBHO-TIpaBOBBIE aKThI:

1. Koncrutymus Poccuiickoit @enepamuu: odwuil. Tekct. — M.: Mapkerunr, 2017.
-39c.

2. denepanbhbiii 3aKk0H OT 22 OKTAOps 2004 1. Ne 125-®3 (pen. ot 28.12.2017)
«O6 apxuBHoMm gene B Poccuiickoit ®enepauun» // CIIC «Koncynbrant-
[Tmrocy.

3. ®dexaepanpHbiii 3akoH 0T 27.07. 2006 Ne 149-D3 (pex. ot 19.07.2018) «O06 un-
dbopmanyu, HHPOPMAIMOHHBIX TEXHOJOTHSIX U 3anmute uHbopmarny // CIIC
«Koncynsrantllirocy.

4, ®enepanpabiii 3akoH oT 02.05.2006 Ne 59-d3 «O mopsiake paccMOTpeHHS 00-
pamenwnii rpaxxknan Poccutickoit @eaepanuny // CIIC «KoncynbrantlLirocy.
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5. ®enepanbnbiii 3ak0H 0T 27.07.2006 No 152-D3 (pen. ot 31.12.2017) «O mep-
coHanbHbIX NaHHBIX» // CIIC «Koncynprantllnrocy.

6. ®enepanbnbiii 3akoH 0T 06.04.2011 Ne 63-D3 (pen. ot 23.06.2016) «O6 >mek-
tpornoi moamucwy» // CIIC «KoucynpraatlLirocy.

7. ®enepanbnbiii 3akoH 0T 29.07.2004 Ne 98-®3 (pen. ot 18.04.2018) «O xoM-
mepueckoit Taitney // CIIC «Kouncynprantllmocy.

8. 3axon P® ot 21.07.1993 Ne 5485-1 (pexn. ot 29.07.2018) «O rocynapcTBeHHOU
taiine» // CIIC «KoncynpranTtllmocy.

9. Kogekc Poccuiickoit @eneparii 06 aIMUHUCTPATUBHBIX MIPABOHAPYILIEHUSAX OT
30.12.2001 Ne 195-@3 (pen. ot 06.03.2019) // CIIC «Koncynsrantllmocy.

10.I'paxnanckuii kogekc Poccmiickoit @eneparmu ot 30.11.1994 Ne 51-D3 (pen.
ot 03.08.2018) // CIIC «KoncynwsranTllmtocy.

11.TpynoBoii konekc Poccutickoit @enepanuu ot 30.12.2001 (pen. ot 27.12.2018)
// CIIC «KoncynbrantlLirocy.

12.YronoBusiii koaeke Poccuiickoit @eneparuu ot 13.06.1996 Ne 63-D3 (pex. ot
29.07.2018) // CIIC «KoncynsTantllarocy.

13.Ilpodeccrnonanbubiii ctanaapT. Crnenuanuct Mo OpraHu3allMOHHOMY M JIOKY-
MEHTAllMOHHOMY OOeclieueHHIo yrpaBieHus opranuzanuen (yrB. Ilpuxazom
MuHHCTEpCTBA TPYIa U CONMANBHOM 3amuThl PD) ot 6 mas 2015 r. Ne 276-1 //
CIIC «Koncynprantllnrocy.

14.T'ocynapcTBeHHass cHCTEMa JIOKYMEHTAllMOHHOTO OOECIEeUYeHUs YIPABJICHHUS.
OcHoBHbIe noJ0keHus. OOme TpeOoBaHUs K JOKYMEHTaM U CIIy)0am JO0KY-
MEHTAIIMOHHOTO oOecrneueHus» (omobpeHa kosuterued ['nmaBapxuBa CCCP
27.04.1988, Ipuka3 ['maBapxuBa CCCP ot 25.05.1988 Ne 33) (Bmecte ¢ «IIpa-
BUJIAMU 3aMOJHEHUSI OCHOBHBIX PEKBU3UTOB PETUCTPAIMOHHO-KOHTPOJIBHBIX
dbopm (PKD)», «IIpuMepHBIM IOJOKEHUEM O CIYXO0€ TOKYMEHTAI[MOHHOTO
obecneuenus ynpasnenus») // CIIC «KouncynbrantlLirocy.

15.KBanupuKkaMOHHBIN CIPABOYHUK JTOKHOCTEN PYKOBOJUTENEH, CIIEIIMAINCTOB

u gpyrux cayxamux (yrB. IlocranoBnenmem Muntpyna Poccuun.) or
21.08.1998 Ne 37 (pen. ot 27.03.2018) // CIIC «KoncynpranTllmocy.

['OCTsr:

1. TOCT P 7.0.97-2016. Hauunonanensiii crannapt Poccuiickoit @enepanmu. Cu-
CTeMa CTaHJapTOB MO WHPOpPMAIUU, OMOTHMOTEYHOMY M M3JATEILCKOMY JIEIy.
OpraHu3aimoHHO-paciopsauTeNbHas AOKyMeHTauus. TpeboBaHus k ohopm-
aeHuto qokymeHToB» (yTB. [Ipukazom Poccrangapra ot 08.12.2016 Ne 2004-cT)
(pen. ot 14.05.2018) // CTIC «Koncynsrantllarocy.

2. TOCT P UCO 15489-1-2007. Harmonanbubiii ctanaapt Poccutickoit dexnepa-
nuu. Cuctema cTaHAapTOB 1O HHGOPMAIUHU, OMOINOTEUHOMY U U3JaTEIbCKOMY
neny. Ympasienue aokymeHtamu. OOmme tpeboBanus (yTB. [Ipukazom Po-
crexperynupoBanus ot 12.03.2007 Ne 28-ct) // CIIC «Koncynsrantllmocy.

3. TOCT P 7.0.8-2013. Hanuonaneubii crangapt Poccuiickoit denepanuu. Cu-
cTeMa CTaHJapTOB Mo MHGOpMAIHK, OMOTUOTEUHOMY U M3AaTeIbCKOMY JETy.
Jlenonpon3BoACTBO U apXuBHOE Aeno. TepMuHnsl u onpeaeneHus (yrB. [Ipuka-
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3oM Poccranmapra ot 17.10.2013 Ne 1185-ct) 'OCT P 7.0.8-2013. Hamwo-
HanbHBIN cTaHaapT Poccuiickoit @enepanuu. Cucrema cTaHIapToB Mo UHGOP-
Maluu, OMOJIMOTEUHOMY U U3JIaTeIbCKOMY Jeiy. Jlenonpon3BoACTBO U apXUB-

Hoe geno. Tepmuusl u ompenenenus (yrB. Ilpmkaszom Poccrammapra ot
17.10.2013 Ne 1185-cT) // CIIC «KoncynbTanTllnrocy.

[lepronnueckue u3nanus:

1. XKypnan «CekpeTapckoe Aea0»
2. XKypnan «/lenonpou3BoacTBO»
3. Kypnan «Cekperapb-pepepeHn»

JlonoaHUTEIbHBIE UCTOYHUKHU:

1. Kny® mpodeccroHanbHbIX cekpeTapeil [DneKTpoHHbI pecypc]. — Pexum no-
cryna: http://old.clubsecretary.ru/, ceo6oaubIi. — 3ari. ¢ sKpaHa.

2. PRO-Cexkpetapuar: cooOIIecTBO cekpeTapeit, opuc-MeHeIKEPOB, MOMOIIHHU-
KOB  pPYKOBOIWTENS. [DNEKTpOHHBIM  pecypc]. — Pexumm  nmocrymna:
http://e.sekretariat.ru, ceobomHsIiA. — 3ari. ¢ SKpaHa.

3. IlepeueHpb MODKHOCTHBIX MHCTPYKUUN [DNEeKTpoHHBIA pecypc]. — Pexxum mo-
cryna: http://www.d-instrukciya.ru, cBo0oIHBIH. — 3ari. ¢ SKpaHa.

4. Cekper@pb: MHGOPMAIIMOHHBIA MOPTAJ JJIA CEKpeTape [DIeKTpOHHBIA pe-
cypc]. — Pexxum mocryma: http://www.sekretary.net, cBoOGomubrid. — 3ari. c
JKpaHa.

4.3. O01mue TpeOOBAHUA K OPraHU3alUM 00Pa30BaTEJIbLHOIO MPoLecca

3aHATUSI TEOPETUUYECKOTO ITUKIIA HOCAT MPAKTUKO-OPUEHTUPOBAHHBIN Xa-
paKkTep W MPOBOMITCS B yueOHOM KaOWHETE JOKYMEHTAlIMOHHOTO OOECIeyYeHUs
ynpasiieHus. YueOHasi MpakTUKa MPOBOJUTCS B yueOHOM JlabopaTopuu uHpopma-
[IUOHHBIX TEXHOJIOTUH KOHIIEHTPUPOBAHHO. YUYEOHYIO MPAKTUKY PEKOMEHIYETCS
MPOBOAUTH MPU JEJICHUU TPYIIIIBI HA MOJATPYIIbI, YTO CIIOCOOCTBYET MOBBIIICHUIO
KauecTBa OOydeHUs] W WHAMBUAyalu3anuu oOydeHus. Peanmuzamusi mporpammbl
MOIYJSl TIPEANnojaraeT 00s3aTelIbHYI0 MPOU3BOJCTBEHHYIO MPAKTUKY, KOTOpas
MIPOBOJIUTCS B OPTaHU3AIUSAX COOTBETCTBYIOIIEro npoduns. [Ipu uzydennn Moay-
751 ¢ OOyYaroNMMUCS MPOBOMAATCS KOHCYJIBTAIlUU, KOTOPbIE MOTYT TPOBOJIUTHCS
KakK CO BCEU IPyNIIOn, TaK U UHAUBUAYAIBHO.

4.4. KaagpoBoe o0ecnieueHre 00pa3oBaTeibHOI0 mpoiecca

TpeboBanuss K  KBadUUKAIMK  TEAArorMueckux  (MHXKEHEpHO-
MeJIarorMIecKux ) KaJpoB, 00ECIeUNBAIINX 00yISCHUE IO MEKIUCITUTIINHAPHOMY
KypCy: HaJU4Hhe CPEIHETO MPOPECCHOHAIBHOTO WM BBICIIETO MPOdeCcCHOHATBHO-
ro 00pa3oBaHMs, COOTBETCTBYIOIIETO MPOQUITIO IPETIOaBAEMOT0 MOIYJIS.

TpeboBanust K KBaTM(UKAIIMK TEAATOTHUECKUX KaJpPOB, OCYIIECTBIISIO-
X PYKOBOJICTBO ITPAKTUKOMN

WnxeHnepHo-Tearorn4eckuii COCTaB: CpeaHee MPOPECCHOHATBHOE WU
BhICIIEE MpodeccuoHanbHOe 00pa3oBaHKe, COOTBETCTBYIOIIEE TPOHUITIO TIPernoia-
BaeMoro Moayis. OmBIT ACATEIBPHOCTH B OPraHU3AlUSIX COOTBETCTBYIOMICH TPO-

44


http://old.clubsecretary.ru/
http://www.d-instrukciya.ru/
http://www.sekretary.net/

beccroHanbHOU Cephl, CTAKUPOBKA B MPOGUIHLHBIX OpraHU3aIusaX He pexe 1 pa-
3a B 3 roja siBisieTcsi 00g3aTeNbHBIMU J1JIs IIPENo/iaBaTesieid, OTBEYAIOIIUX 32 OCBO-
eHue o0ydJarmumMcs NpodecCuoHaTIBLHOTO KA.

Macrtepa: cpennee npopecCHOHAIIBHOE WM BBICIIEE MPOPECCHOHAIBHOE
oOpa3oBaHue, COOTBETCTBYIOIIEEe TPOPIITIO MpenogaBaeMoro Moayis. CTakupoB-
Ka B MpOo(UIBLHBIX OpraHu3alusaX He pexke 1 pa3a B 3 roja sBisieTcst 0043aTeIbHOM.
OneIT JEATEILHOCTH B OpraHuU3alusiX COOTBETCTBYIOUIEH MpodeccruoHaIbHOM

cdepsl ABISIETCS 0053aTeTHHBIM

5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI IIPO®ECCH-
OHAJIBHOI'O MOAYJA (BUOA ITPOPECCHUOHAJIBHOU AEATEJIb-

HOCTH)
Pe3yabTarsl DopMbI U METO-
OcCHOBHbBIE MOKA3aTeJIH OMEeHKH
(ocBoeHHBbIE IPO(PeccHoOHAIbHbIE JAbl KOHTPOJIAA ¥
pe3yJbTara
KOMIIETEHIIMH) OIIeHKH

[IK 1.1. KoopaunupoBatb paboOTy
opraHuszanuu (IPUEMHON pPYKOBO-
TUTENIs), BECTU TPUEM IOCETUTE-
Jen.

- TUTAHUPOBAaHHUE pabOYero JHs CEK-
peTapsi CoriacHO OCHOBHBIX TpeOo-
BaHUIA;

- o0paboTka (COpPTHpPOBKa, pEru-
CTpalus) IMOCTyHarouieil Ha pac-
CMOTPEHHE PYKOBOJMTEINSA KOppe-
CHOHJICHIIMHA, COOTBETCTBCHHO alI-
TOPUTMY JEHUCTBUH M BUAAM JIOKY-
MEHTOB;

- IOJrOTOBKA JIOKYMEHTOB K IPUEMY
MOCETUTEJICH O JTMYHBIM BOIIPOCaM
¢ ucmonibs3oBanueM [1K.

- OLEHKa pe3ylib-
TaTOB BBINOJHEHUS
3aJlaHusl Ha IIpak-
THYECKOM  3aHs-
TUU;

-OLICHKa pe3yJbTa-
TOB  BBINOJIHEHHUS
KOHTPOJIbHBIX  3a-
JIaHMH;

- OLEHKa BBINOJ-
HEHUS  TECTOBBIX
3aJIaHuM;

- OLICHKa pe3ylb-
TaTOB BBINOJHEHUS
IIPOU3BOJICTBEH-
HBIX 3aJ]aHUU B
paMKax yueOHOH u
IIPOU3BOJICTBEH-
HOU IPAKTHK;

- CAMOOIIEHKA.

IIK 1.2. OcymecTtBasTe paboTy 1o
MOJATOTOBKE W TPOBEIACHHUIO COBE-
IIaHWH, JETOBBIX BCTPEY, MPUEMOB
Y MIPE3EHTALHM.

- CO3IaHME  MPE3ECHTALMOHHOTO
claija mo 3aJjaHHON TeMe COrJIacHO
TpeboBaHU K OQOpPMIICHUIO TIpe-
3CHTAIIUH,

- oopMIieHHE MPOTOKOJIA COBEIIA-
uus cornacao 'OCT P 7.0.97-2016.

- OIIEHKa pe3yJib-
TaTOB BBITIOJTHEHHUS
3a7aHusd Ha TMpakK-
TUYECKOM 3aHs-
THH,

-OLICHKAa PE3yJbTa-
TOB  BBITIOJTHEHHUS
KOHTPOJIbHBIX ~ 3a-
TTaHWMH;

- OIIGHKA BBITOJ-
HEHUS  TECTOBBIX
3aJJaHuM;

- OIEHKa pe3ysb-
TaTOB BBITIOJTHCHHUS
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IMPOMU3BOJCTBCH-

HBIX 3aJaHuil B
paMKax y4yeOHOW u
MIPOU3BOJICTBEH-
HOM MPAKTHK;

- CAaMOOLICHKA.

IIK 1.3. OcyuecTBisiTh MOATOTOB-
KY JEJIOBBIX TIO€37I0K PYKOBOIUTES
U JPYTUX COTPYIHUKOB OpTraHHM3a-
LUH.

- MOArOTOBKAa JOKYMEHTOB JUIA Jie-
JIOBBIX II0€3/I0K PYKOBOAMTENA H
IPYTHMX  COTPYOHMKOB  COOTBET-
CTBEHHO QJIITOPUTMY JEHUCTBUM U
BHJaM JIOKYMEHTOB.

- OIICHKa pe3yib-
TaTOB BEHIITIOJHCHUS
3alaHusl Ha TIpaK-
TUYCCKOM  3aHd-
THH;

-OlLICHKa pe3yJbTa-
TOB  BBIITOJIHEHHUS
KOHTPOJIBHBIX  3a-
JTaHWM;

- OIICHKA BBIIOJI-
HEHHUS  TECTOBBIX
3aJIaHuM;

- OIICHKa pe3yib-
TaTOB BEIITOJHEHUS
MIPOM3BOJICTBEH-

HBEIX 3aJlaHuil B
pamKax y4yeOHOU U
IIPOU3BOJICTBEH-
HOW MIPaKTHK;

- CaMOOLICHKA.

I1IK 1.4. OpranuzoBbiBaTh pabouee
MECTO CeKpeTapsi U pyKOBOIUTEIIS.

- obecrieueHne pabodyero mecra py-
KOBOJUTENST HEOOXOAMMBIMU CpEJI-
CTBaMHU OPTTCXHUKU;
- coOmoieHrne TpebOBaHUN TEXHUKU
0e30macHOCTH Tpy/Ia.

- OLEHKa pe3yJb-
TaTOB BBIITOJIHCHUSA
3a7aHusd Ha TMpakK-
TUYECKOM 3aHs-
THH,

-OLICHKAa PE3yJbTa-
TOB  BBITIOJTHEHHUS
KOHTpPOJIBHBIX  3a-
TTaHWH;

- OIIGHKA BBIIOJI-
HEHUS  TECTOBBIX
3aJJaHuM;

- OIIEHKa pe3yJib-
TaTOB BBITIOJTHEHHUS
MPOU3BOJCTBEH-

HBIX 3aJaHuil B
pamKax y4yeOHOH U
MIPOU3BOJCTBEH-
HOM IIPAKTHK;

- CAMOOIICHKA.

I1K 1.5. OpopMasiTe B perucTpupo-
BaTh OpraHU3alMOHHO-
pactopsiIUTEeNIbHBIE  JOKYMEHTHI,
KOHTPOJIUPOBATh CPOKU HMX HCIOJI-
HEHUS.

- odopMIeHHE OpraHU3alUOHHO-
pacropsUTEIbHBIX JTIOKYMEHTOB C
ucrionb3zoBanneM [IK  cormacHo
I'OCT P 7.0.97-2016;

- KOHTPOJb 3a COOJIOJEHHEM CpO-
KOB HCIIOJIHEHHsI OPraHW3allMOHHO-

- OLEHKa pe3ylib-
TaTOB BBIMOJTHEHUS
3alaHusl Ha TIpaK-
TUYECKOM  3aHs-
TUU;

-Ol[EHKa pe3yIlbTa-
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pacopsAUTEIbHBIX TOKYMEHTOB.

TOB  BBINOJHEHUS
KOHTPOJIBHBIX ~ 3a-
JTaHWM;

- OIEHKa BBINOJ-
HEHHUS  TECTOBBIX
3aJIaHuM;

- OLEHKa pe3ylib-
TaTOB BBIIIOJTHEHUS
IIPOM3BO/ICTBEH-
HBIX 3aJJaHUi B
paMKax y4eOHOW u
MIPOU3BOJICTBEH-
HOU MPAKTHK;

- CaMOOIICHKA.

IIK 1.6. OOpabaTeiBaTh BXOJAIINE
U HCXOJSIINE JTOKYMEHTBI, CHCTE-
MaTU3UPOBATh HX, COCTaBJIATH HO-
MEHKJIATypy Jel U (GOpMHUPOBATH
JIOKYMEHTBHI B JIeJIa.

- 00paboTka W cucCTeMaTh3aIus
BXOJIAIINX W MCXOMSIINX JTOKYMEH-
TOB COOTBETCTBEHHO aJIFOPUTMY
JIECUCTBUH,

- COCTaBJICHHE HOMEHKJIATYphI JeJ
COOTBETCTBEHHO QJITOPUTMY JIeH-
CTBUU;

- ¢opMupoBaHUE JOKYMEHTOB B JIC-
Jla COOTBETCTBEHHO aITOPUTMY ACii-
CTBU.

- OIICHKa pe3yib-
TaTOB BEHIITIOJHCHUS
3aJlaHusl Ha TIpaK-
TUYSCKOM  3aHd-
THH;

-OlLICHKa pe3yJbTa-
TOB  BBIITOJIHCHHUS
KOHTPOJIBHBIX ~ 3a-
JIaHWM;

- OIICGHKA BBIIOJI-
HEHUS  TECTOBBIX
3aJIaHuM;

- OLEHKa pe3ylb-
TaTOB BEHIIOJHEHUS
MIPOM3BOJICTBEH-

HBEIX 3aJlaHuil B
paMKax yueOHOH u
IIPOU3BOJICTBEH-
HOU IPAKTHK;

- CAMOOILICHKA.

IIK 1.7. CamocrosTensHO paboTaTh
C JIOKYMEHTaMHM, COJepKalluMHu
KOH(UIEHIMATBbHYIO HHPOPMAIHUIO,
B TOM 4HCJI€ C JOKYMEHTaMHU I10
JUYHOMY COCTaBY.

- paboTa C JOKyMEHTaMH, COJEp-
KaIUMH  KOH(PUICHIMAIbHYIO WH-
dopmanno, B TOM YHUCIE C JIOKY-
MEHTaMHU 10 JMYHOMY COCTaBY CO-
r1acHo TpeOoBaHUSIM K paboTe ¢
KOH(HICHIIMATIbHBIMH  JTOKyMEHTa-
MHU.

- OIEHKa pe3ysb-
TaTOB BBITTOJIHCHUSA
3a7aHusd Ha TMpakK-
TUYECKOM 3aHs-
THH,

-OLICHKAa PE3yJbTa-
TOB  BBITIOJTHEHHUS
KOHTpPOJIBHBIX  3a-
TTaHWH;

- OIIGHKA BBITOJ-
HEHUS  TECTOBBIX
3aJJaHuM;

- OIIEHKa pe3ysib-
TaTOB BBITIOJTHCHHUS
MPOU3BOJICTBEH-
HBIX 3aJaHuil B
pamKax y4yeOHOU u
IIPOU3BOJCTBEH-

47




HOW MPAKTHK;
- CaMOOLICHKA.

IIK 1.8. OcymectBisath TenedoH-
HOE OOCIy>)KMBaHHE, NPUHUMATH U
nepenaBaTh (akchl.

- oCyIecTBlIieHne TeseoHHOro 00-
CIIy’)KHUBAaHUSI COOTBETCTBEHHO Tpe-
OOBaHUSM JIEJIOBOTO STUKETA,

- mepeiaya W npueM uHpopManuu
1o TesnedoHy COracHo MpaBuil ATH-
KeTta Tene(OHHOr0 pasroBopa u
TpeOOBaHUI K pEUYeBBIM XapaKTepH-
CTHKaM;

- OCYIIECTBIICHUE MpUEMa-TepeIauu
(aKCUMHIIBHBIX COOOIIEHUH COOT-
BETCTBEHHO AJITOPUTMY JICHCTBUIA.

- OIICHKa pe3yib-
TaTOB BEIIOJHCHUS
3alaHusl Ha TIpaK-
TUYCCKOM  3aHd-
THH;

-OlLICHKa pe3yJbTa-
TOB  BBITTOJIHEHHUS
KOHTPOJIBHBIX ~ 3a-
JTaHWM;

- OIICHKA BBIIOJI-
HEHUS  TECTOBBIX
3aJIaHuM;

- OIICHKa pe3yib-
TaTOB BEITOJHCHUS
MIPOM3BOJICTBEH-

HBEIX 3aJlaHuil B
paMKax y4eOHOW u
MIPOU3BOJICTBEH-
HOW MIPAKTHK;

- CaMOOLICHKA.

IIK 1.9. OcyuiecTBasiTh NOArOTOB-
Ky Jell K Tepenade Ha apXuBHOE
XpaHCHHE.

- oopmileHHEe J1ed K Tepenadye Ha
apXMBHOE XpaHEHUE COOTBETCTBEH-
HO aJTOPUTMY JIeHCTBUH.

- OIIEHKa pe3yJib-
TaTOB BBIIIOJHCHUS
3a7aHus Ha TMpakK-
THYECKOM 3aHs-
THH,

-OLICHKAa PEe3yJbTa-
TOB  BBHIIIOJHEHUS
KOHTPOJIbHBIX ~ 3a-
JIaHWH;

- OIICHKA BBINOI-
HEHHMS  TECTOBBIX
3aJIaHUM;

- OLEHKa pe3ylb-
TaTOB BBIIIOJIHCHUS
IIPOU3BOJCTBEH-

HBEIX 3aJlaHUil B
paMKax yueOHOH u
IIPOU3BOJICTBEH-
HOU IPAKTHK;

- CAMOOILICHKA.

IIK 1.10. CocTaBisgTh OIUCH I€JI,
OCYILIECTBIISATh MOATOTOBKY AEJ K
nepeaue B apXuB OpraHU3aINH,
TOCYJapCTBEHHBIE M MYHUIIUITAb-
HbIE APXUBBI.

- COCTaBJICHHUE OIHCEH JIE]I COOTBET-
CTBEHHO AJITOPUTMY JAEHUCTBUN;

- IOATOTOBKA JIe]l K Iepeaaye B ap-
XHWB OpraHu3alid COOTBETCTBEHHO
AIrOPUTMY JEHCTBUM.

- OIEHKa pe3ysb-
TaTOB BBITIOJTHCHHUS
3a7aHusd Ha TMpakK-
THYECKOM 3aHs-
THH,

-OlIEHKa Pe3yJbTa-
TOB  BBITIOJTHCHHUS
KOHTPOJIbHBIX ~ 3a-
JIaHWH;
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- OIIEHKa BBIMOJI-
HEHMS  TECTOBBIX
3aJIaHuM;

- OILICHKa pe3yib-
TaTOB BBHINIOJHEHUS
MIPOU3BOJICTBEH-

HBEIX 3aJaHuil B
paMKax yueOHOH u
MPOU3BOJICTBEH-
HOH IIPAKTHK;

- CaMOOIICHKA.

I1. 1.11. BeigaBaTte B COOTBETCTBUH
C TIOCTYMAKIIUMH 3ampocaMu ap-
XUBHBIE KOITUU U JOKYMEHTHI.

- BblJjaya apXUBHBIX KOMHUHN U JIOKY-
MEHTOB B COOTBETCTBHMH C IMOCTYIIA-
IOIIMMU 3aIIPOCaMHU.

- OLEHKa pe3ylib-
TaTOB BBIITOJIHCHUSA
3a7aHusd Ha IMpakK-
THYECKOM 3aHs-
THH,

-OLICHKa pe3yJbTa-
TOB  BBITIOJTHCHHS
KOHTPOJIbHBIX  3a-
JTaHWH;

- OIICHKa BBINOI-
HEHUS  TECTOBBIX
3aJJaHuM;

- OLEHKa pe3ysb-
TaTOB BBIITOJIHCHUSA
MPOU3BOJCTBEH-

HBIX 3aJaHUi B
pamKax y4yeOHOH U
MPOU3BOJICTBEH-
HOH IIPAKTHK;

- CAMOOIICHKA.

(DOPNHJ N MCTOJbl KOHTPOJS M OLCHKHW PC3YJIbTATOB O6yq€HHH JOJDKHBI

MIO3BOJIATh  MPOBEPATH

y 00y4armnmxcs

HEC TOJIBKO

c(hOpMUPOBAHHOCTD

npoeCCUOHANIBHBIX KOMIMETEHIIMM, HO W pa3BUTHE OOIMX KOMIIETCHIUN U

00€eCIeynBaOIINX UX YMEHUH.

PesyabTarsl DopMbI U METO-
OcHoBHbBIE OKA3aTeJIN OLleHKH
(ocBOeHHBbIE 001IIHEe KOMIIETeH- AbI KOHTPOJISI H
pe3yJbTara
1107040 OIEHKH
OK 1. IloHumMatre CymHOCTb U CO- | - 3(PPEKTUBHOE BBIIIOJIHEHUE CaMO- | - OLEHKa BBINOJI-
[UAJIbHYI0 3HAYUMOCTh CBOEH Oy- | CTOATEIbHON pabOThI IPU OCBOCHUU | HEHHUS  CaMOCTOsI-

oymed mpodeccur, MPOSBIATH K
HEU yCTOMYUBBIN HHTEPEC

PO eCCHOHATBHOTO MOTYJIS;

- J0OpOCOBECTHOE  BBINIOJHEHUE
yueOHBIX 00s3aHHOCTEN IpU OCBOE-
HUH MTPO(HECCHOHATEHOTO MOJTYJISL.

TeJIbHOU paboThI;

- OllIeHKa y4eOHOMU
NESITeTbHOCTH B
mporecce  0cBoe-
HUs  mpodeccuo-
HAJILHOTO MOJTYJISI.

OK 2. Opranu3oBbIBaTh COOCTBEH-
HYIO JIeATelIbHOCTh, OIPEAEATh
METO/bl U CIOCOObI BBIMOJHEHUS

-OpraHu3anus MOcCJIeI0BaTeIbHOTO
BBITIOJIHEHUS JIEUCTBHI Ha Jrabopa-
TOPHBIX M TPAKTUYECKUX padoTax,

- OICHKa BBIIIOJI-
HCHHUA 3aJaHUsI Ha
IMPAKTUYCCKOM 3a-
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npodeccHoHANBHBIX 337134, OLCHH-
BaTh HMX 3(P(EKTHUBHOCTh U Kaue-
CTBO

BO BpeMs y4uyeOHOH, TPOU3BOJ-
CTBEHHOM MPAKTUKUA B COOTBETCTBUU
C MHCTPYKUHUSAMHU, TpeOOBaHUSMU U
T.J.;

- BBIOOp PpAIMOHAIBHBIX CIIOCOOOB
BBITIOJTHEHUSI TIOCTABICHHOW IMPO-
(beccroHanbHOM 3a1a4H;

- TUIAHUpOBaHKE pabouero AHS CEK-
peTapsi COrjacHO OCHOBHBIX Tpebo-
BaHUI;

- o0paboTka (COpPTHpPOBKa, pETrH-
cTpaiusi) IMOCTymarouen Ha pac-
CMOTpEHHE PYKOBOAMTENS KOppe-
CIIOHJICHIIUU, COOTBETCTBEHHO aJI-
TOPUTMY JEHUCTBUH M BHUIAM JIOKY-
MEHTOB;

- oopmileHHe MPOTOKONA COBEIA-
uus cormacao 'OCT P 7.0.97-2016.

HATUY;

- OIICHKAa BBITOJI-
HEHUSI TMPOU3BOJ-
CTBEHHBIX 3aJaHUU
B paMKax ydeOHOI
U TIPOU3BOJCTBCH-
HOU MPAKTHK;

- camooIeHKa (-
(heKTUBHOCTH u
KauecTBa  BBINOJI-
HEHHUsI padorT;

- OIICHKA BBITIOJI-
HEHUs 3aJaHus Ha
MPAKTUIECKOM 3a-
HSATHUU.

OK 3. Pematpe mpoOyieMbl, OIEHHU-
BaTh PUCKU U MPUHUMAThH PEUICHUS
B HECTAHJAPTHBIX CUTYAIIHIX

- OLIEHKa M pelleHue pabodeit cuty-
allid B COOTBETCTBUU C IIOCTABJICH-
HBIMH LIEJISIMU U 33/1a4aMH;

- OCYLIECTBIICHUE KOHTPOJISA, OLICHKU
U KOppeKUuH COOCTBEHHOH nes-
TEJIBbHOCTH IPU BBIIIOJIHEHUM 3a/a-
HUH BO BpeMs NIPaKTUYECKUX 3aHs-
TUH, y4eOHON U MPOU3BOJICTBEHHOM
HPaKTUK, CaMOCTOSITEIbHOM pabo-
THI;

- MOJArOTOBKAa JOKYMEHTOB [UI Jie-
JIOBBIX IIO€3/I0K PYKOBOAMTENSA H
JIPYTUX COTPYIHUKOB.

- OIICHKAa BBIMOJI-
HEHUs 3a7aHusl Ha
MPAKTUYECKOM 3a-
HATHUY;

- OIICHKAa BBIMOJI-
HEHUs MPOU3BO-
CTBEHHBIX 3a/IaHUi
B paMKax yuyeOHOU
U TIPOU3BOICTBEH-
HOH IIPAKTHK;

- caMOOIIeHKa 3(-
(EeKTUBHOCTH "
KayecTBa  BBIINOJI-
HEeHus pador;

- AKCHEepTHAS
OlLIGHKa BBINOJIHE-
HUS  BBIIYCKHOHN
MIPaKTUYECKON
KBaJIM(pUKAITOH-
HOM pabOTHI.

OK 4. OcymecTBisITh MOUCK, aHa-
JU3 U OLEHKY MH(pOpMAaIH, HE0O-
XOJJMIMOH /711 TIOCTAHOBKHM M pellie-
HUS  Npo(eCCHOHANBHBIX  3ajad,
po(hecCHOHATBHOTO U JTMYHOCTHO-
IO pa3BUTHUSA

- BJIAJICHUE PA3IMYHBIMH CIIOCOOaMuU
novicka HHQOpMaIuy;

- HCIOJL30BAaHHE HANICHHOM WH-
dopmanuu g 3¢pPeKTHBHOrO BBI-
MOJIHEHUH TPO(PECCHOHATIBHBIX 3a-
nad;

- CO3JaHWe  MPE3CHTAIMOHHOTO
cllaiifia Mo 3aJaHHOM TeMe COrJacHO
TpeOoBaHuil K O(QOpMIICHHIO Ipe-
3EHTalU.

- OICHKAa 3alluTHl
pedepatoB, mpe-
3eHTaIHH, oTue-
TOB;

- OIIGHKa BEBIIOJI-
HEHUS  CaMOCTOS-
TeIbHOU paboThl B
Mpoiecce  OCBOE-
HUs  mpodeccuo-
HaJIbHOTO MOYJIS;
- JKCIIepTHAS
OICHKA  3alllUTHI
IMMCHbMEHHOMN DK3a-
MEHAllMOHHOW pa-
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OOTEL.

OK 5. Hcnonb3oBaTh uH(pOpMaIu-
OHHO-KOMMYHUKAIIUOHHBIE TEXHO-
JIOTUM JUIA  COBEPIICHCTBOBAHUS
po(ecCHOHATTLHOM e TEIEHOCTH

- ucnosibzoBanue KT npu odopm-
neHun pedepaToB, Mpe3eHTAIHH,
OTYETOB 1O  IMPOU3BOJCTBEHHOMN
MPAKTHKE U T.1.;

- IOJTOTOBKA JIOKYMEHTOB K IPUEMY
MOCETUTENICH MO JTMYHBIM BOIIPOCAM
¢ ucnonns3oBanneM 11K;

- OCYILIECTBJICHUE MTpUEMa-Tiepeaun
(haKCUMUJIBHBIX COOOIICHHUH.

- OLCHKa 3alIUuTbl

pedeparoB, mpe-
3eHTaui,  OTdYe-
TOB;

- OLIEHKa BBINOJ-
HEHHSI JTOMAITHUX
3aJIaHuM;

- OLIEHKa BBINOJ-
HEHMsI CaMOCTOS-
TEJNBbHON paboThl B
nporecce  OcBoe-
HUS  mpodeccHo-
HAJIbHOT'O MOJTYJISI.

OK 6. Paborath B KOJUIGKTHBE WU
KOMaHje, 00ecrneyuBarh €€ CILIO-
4yeHne, HPQPEKTUBHO 0OImaThes ¢
KOJIJICTAaMH, PYKOBOJICTBOM, TOTpE-
oHuTEeISIMHA

- yMeHHEe paboTaTh B IPYIIIE;

- BJageHHe crocodbamMu OeCKOH-
(GauKTHOrO OOLIEHMUSI U CaMoOpery-
JISAIUH B KOJUIEKTHBE;

- COONIOZICHHE TIPUHIIUIIOB Tpodec-
CHOHAJIBLHOM 3TUKHU;

- OCyIIECTBIIEHHE TeieOHHOrO 00-
CIIY’)KMBaHHUSI COOTBETCTBEHHO Tpe-
OOBaHUH JICIIOBOIO STHKETA.

- OLICHKa y4eOHOU
NeSITeIbHOCTH B
IpoLecce  OCBOE-
HUS  npodeccHo-
HAJILHOTO MOJTYJIS;
- OLEHKa BBINOJ-
HEHHSI TIPOH3BO/I-
CTBEHHBIX 3a/laHUM
B paMKax yuyeOHOMU
U TIPOU3BOJCTBEH-
HOM IIPAKTHUK.

OK 7. CraBuTh 1eIHd, MOTUBHUPO-
BaTh JICATCILHOCTh TOJYNHEHHBIX,
OpPraHHW30BBIBATh W KOHTPOIUPO-
BaTh UX PabOTy C MPUHSATHEM Ha
ce0s1 OTBETCTBEHHOCTH 3a Ppe3yiib-
TaT BBIMOJHEHUS 3a/IaHUi

- YMCHHC CTaBUTH LCJIN;
- YMCHHC OPIraHU30BbIBATH pa60Ty

- OLIEHKa BBINOJ-
HEHUS 3aJaHus Ha
MPaKTUYECKOM  3a-
HSTUY;

- OIIEHKa BHIMOJ-
HEHHUsI TPOM3BOJI-
CTBEHHBIX 3aJaHUi
B paMKax y4eOHOI
U TIPOU3BOJICTBEH-
HOU IPAKTHK;

- caMOOIIeHKa 3(-
(EeKTUBHOCTH u
KadecTBa  BBITIOJ-
HEHMsI padoT.

OK 8. CamocrosiTensHO orlpee-
JATH 33124l TPOPECCUOHATIBHOTO U
JMYHOCTHOTO Pa3BUTHSA, 3aHUMATh-
csi caMo00pazoBaHMEM, OCO3HAHHO
TUTAHUPOBATh TIOBBHINICHUE KBaJIH-
bukanuu

- aJeKBaTHas IIOCTaHOBKA 3a/ay
po(hecCHOHANBFHOTO U JUYHOCTHO-
T0 pa3BUTHS,

- CaMOCTOSITEJIbHOE TOBBILIEHUE
KBATH(UKAIIMK  4Yepe3 H3ydeHHue
pa3INYHBIX WH()OPMAIIMOHHBIX UC-
TOYHHUKOB.

- OIICHKAa BBIIOJI-
HEHUs 3aJaHusl Ha
MIPaKTUYECKOM 3a-
HATUY;

- OIICHKAa BBIIOJI-
HEHUs TNPOU3BOA-
CTBEHHBIX 3aJaHUi
B paMKax y4eOHOil
U TIPOU3BOJCTBEH-
HOH IIPAKTHK;

- CaMOOIIeHKa (-
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(heKTUBHOCTH u
KauecTBa  BBIMOJI-
HEHUs padoT.

OK 9. BbITh TOTOBBIM K CMEHE TEX-
HOJIOTHH B MpodeCcCHOHATBHOMN Jie-
ATEIIHOCTHU

- CaMOCTOSITENIBHOE HM3Y4YEHUE pa3-
JUYHBIX HH(GOPMAIIMOHHBIX TEXHO-
JIOTUH.

- OIICHKA BBITIOJI-
HEHUs 3aJaHusl Ha
MPAKTUIECKOM 3a-
HATUY;

- OIICHKA BBITIOJI-
HEHUSI TMPOU3BOJ-
CTBEHHBIX 3aJaHUU
B paMKax ydeOHOI
U TIPOU3BOJCTBCH-
HOU MPAKTHK;

- camooIeHKa (-
(heKTUBHOCTH u
KauecTBa  BBINOJI-
HEHHUS padoT.
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