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1. OBIIIASI XAPAKTEPUCTHUKA PABOUYEHN TIPOTPAMMBbI
MNPOD®PECCHOHAJIBHOI'O MOAYJIsA
«IIM.01 OCYIHECTBJIEHUE OP'AHU3AILIMOHHOI'O
N JOKYMEHTAIIMOHHOTI'O OBECHHEYEHUA AEATEJIBHOCTU OPTAHU3ALIUN

1.1. lless ¥ muIaHUpyeMble Pe3yJIbTAThI 0CBOEHUSI MPO(PECCHOHATBLHOT0 MOTYJIsI

B pesynbrare u3yueHus npodecCHOHATBLHOTO MOJYJS OOYYaIOIIMICS JODKEH OCBOUTH
ocHOBHOM Bupg nesrensHoCTH «OCYIIECTBICHUE OPraHU3alMOHHOTO M JOKYMEHTAIMOHHOTO
oOecreveHns IeATSIIPHOCTH OPTaHU3aIi» U COOTBETCTBYIOIIUE €My 001re U poeCCHOHATBHBIC
KOMIIETEHIIUH:

1.1.1. TlepedeHp 0OMUX KOMITETSHITHIA

Kon ‘ HaumeHnoBaHue 001X KOMIIeTeH UM

OK 01 Br16upaTh crioco6bl penieHust 3aa4 npoecCHOHaIbHON JesITENbHOCTH
MPUMEHUTEIFHO K PAa3JIMYHBIM KOHTEKCTaM.

OK 02 Hcnonb30BaTh COBpEMEHHBIE CPEICTBA MOKMCKA, aHAJIW3a U UHTEPIIpETaIN

nHpopmanuy, 1 THPOPMAIMOHHBIE TEXHOJIOTHH I BHIIOJHEHUS 3a7a4
podeccHoHaIbHOM J1eTENbHOCTH.

OK 04 OddexTBHO B3aUMOIEHCTBOBATh U pabOTATh B KOJJIEKTUBE U KOMaHJIE.

OK 05 OcymecTBIATh YCTHYIO U MACBMEHHYIO KOMMYHHMKAILIUIO HA TOCYIAPCTBEHHOM SI3BIKE
Poccuiickoit @eaepanuu ¢ yueTroM 0COOEHHOCTEH COLIMATIBHOTO U KyJIbTYPHOTO
KOHTEKCTA.

OK 09 [Tons30BaThCs mpodeccnoHaTBLHON TOKYMEHTAIle Ha TOCYAapCTBEHHOM U
WHOCTPaHHOM SI3bIKaX.

1.1.2. [lepevens npodeccnoHaTbHBIX KOMITETCHITHIA

Kon \ HaumeHoBaHUE BUI0B JeSITEJLHOCTH U NMPO(eCcCHOHATBHBIX KOMIIETEeH Ui
BA1 OcymecTBiIeHHE OPraHNU3AMOHHOT0 M JOKYMEHTALMOHHOI0 00ecrevYeHust
AeATeIbHOCTH OPraHu3aluu

IIK 1.1. | OcymecTBiaTh NpuéM-niepeady yrnpaBieHUecKOi HH(GOPMAIIUH C TOMOIIBIO CPEJICTB
MH(OPMALMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

IIK 1.2. | KoopaunupoBaTbh pabOTy IPUEMHON PYKOBOJUTEINS, 30H IIpUeMa Pa3InYHbIX
KaTeropui NOCETUTENIEH OpraHu3aliu.

IIK 1.3. | Biazers HaBbIKaMU IUIaHUPOBaHUS pab04Yero BpeMEHHN PYKOBOIUTEINS U CEKpPeTapsl.
IIK 1.4. | OcymecTBiIATh NOATOTOBKY AEJIOBBIX MOE3J0K PYKOBOJUTENS U IPYTUX COTPYIHUKOB
OpraHu3aliu.

IIK 1.5. | Baagers cnocobamu opraHu3aiuu paboyero npocTpaHCTBA IPUEMHOM U kaOuHeTa
PYKOBOIUTEIS.

IIK 1.6. | OcymecTBiaTh pabOTy MO MOATOTOBKE U MPOBEICHUIO KOHPEPEHTHBIX MEPOTIPUSATHUH,
obecrneunBaTh UH(POPMALIMOHHOE B3aMMOJICHCTBIE PYKOBOIUTEIS C
MOJPA3ACIICHUSIMU U JOJDKHOCTHBIMU JIMIIAMHU OPraHHU3alUH.

IIK 1.7. | ObopMasTs OpraHU3allMOHHO-PACTIOPSAUTEIbHBIE JOKYMEHTHI U OPraHU30BbIBATh
paboTy ¢ HUMH, B TOM YHCJI€ C UCIOJIH30BAaHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.8. | ObopMasTh TOKYMEHTHI IO JUYHOMY COCTaBY U OpraHU30BBIBAThH pabOTy C HUMH, B
TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

IIK 1.9. | Opranu3oBbIBaTh TEKYyIllee XpaHEHUE JOKYMEHTOB, 00pabOTKY JIeN /Ui ONEePaTUBHOTO
Y apXUBHOT'O XPAHEHHUs, B TOM YHCIIE€ C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
CHCTEM.

1.1.3. B pe3ynpTaTte ocBOEHUs NPO(HecCHOHATBFHOIO MOIYIIs 00yUYaIOIIUNCS TOJDKEH:
Bnanets [omy4yenus Heo6X0AMMON HHPOPMALIUU U TIEpeJaudl CAaHKIIMOHUPOBAHHON
HaBBIKAMH nH(pOpPMAIIUU C UCTIOIB30BAHUEM CPEICTB MH(POPMAIIHOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH.
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Koopaunaru paboTel IprUEMHON PYKOBOUTEIS U 30H MPUEMA PA3TUIHBIX
KaTerOpUM IIOCETUTEINICH OpraHU3aluu.

[TnanupoBanus pabouero BpeMeHH PYKOBOIUTENS U paboyvero JHs CeKpeTapsi.
Opranuzanuu JAea0BbIX MO€3/10K PYKOBOAUTENS U APYTUX COTPYAHUKOB
OpraHu3aluu.

Opranuzanuu u nojiep>kanus PyHKIMOHAIBHOTO pab0yero npoCcTpaHCTBa.
Opraau3anuy NOArOTOBKU M MPOBEACHUS KOH(DEPEHTHBIX MEPOTIPUSATHIH,
obecrieyeHns HHPOPMAIMOHHOTO B3aMMOCHUCTBUS PYKOBOIUTEIIS C
NOAPAa3AEICHUAMU U TOJDKHOCTHBIMU JINIIAMHA OPraHU3aluu.

Odopmitenus: opraHu3aMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB U OpraHU3aIluH
paboThl ¢ HUMH, B TOM YHUCJIE C UCTIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
OdopmieHus TOKyMEHTOB IO JINYHOMY COCTaBY U OpraHU3alii padoThl ¢ HUMH,
B TOM YHCIJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHUCTEM.

Opranu3zanuy TeKyIIero XpaHeHus TIOKyMEHTOB, 00pabOTKH A€ JJis
OIIEPATHBHOTO M APXUBHOT'O XPAHEHMsI, B TOM YHUCIIE C UCIIOJIb30BAHHEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM.

VYmMmers

OpraHu30BBIBATH pab0vee MECTO B COOTBETCTBUH C TPEOOBAHUSIMH SYPTOHOMUKH U
KYyJIbTYpbI TPY/A;

obecnieunBaTh pabodyee MecTo U (PYHKIIMOHAIbHOE padouee MPOCTPAHCTBO
HGO6XO)II/IMBIMI/I cpeacreaMu OpFaHHSaHHOHHOﬁ TCXHHKH, MeOEeJIbIo U
KaHICIAPCKUMU NPHUHAIIC)KHOCTAMMU,

MOJICPKUBAThH CPEJICTBA OPTaHU3AMOHHOM TEXHUKH B pPab0UEM COCTOSHHM;

MIPUMEHSATH B paboTe cpeacTBa HH(POPMAITMOHHBIX 1 KOMMYHHKAITMOHHBIX
TEXHOJIOTHH;

HCIOJIb30BaTh Cpe/ICTBA HH(POPMAITMOHHBIX U KOMMYHUKALIMOHHBIX TEXHOJOTUI
JUIS TIOJTY4EHUs U niepefadyn nHpopmanuu;

YCTaHaBJIMBATh U NOJACPKHUBATH KOMMYHUKAIIUU B ITPOLECCE ACTTOBOTO O6H.[€HI/I${
C IOMOIIIbIO CPCACTB I/IH(I)OpMaHI/IOHHBIX W KOMMYHUKAITUOHHBIX TGXHOHOFHﬁ;

OCYILIECTBIISATH cO0p, 00paboTKy HH(POPMAIINH, CUCTEMATU3AIUIO IOJTyJaeMbIX U
nepeaBaeMbIX JTaHHBIX;

OCYILIECTBIISITH IPOBEPKY JOCTOBEPHOCTH, IMOJHOTHI U HEIPOTUBOPEUUBOCTHU
JTAHHBIX, UCKITIOYEHHE TyOnupoBaHus HHPOpMAIHH;

CrjlIaXuBaTb KOH(bJ'H/IKTHI)Ie H CJIOKHBIC CUTyallu MECXKIMYHOCTHOI'O
BSaHMOHeﬁCTBHH;

coOJII0IaTh 3TUKET U OCHOBBI MEXKAYHAPOJHOI'O IPOTOKOJIA;

oOecnieunBaTh HHPOPMALIMOHHYIO O€30MACHOCTh AEATEILHOCTU OpraHU3alyu;
BECTH U MCII0JIb30BaTh B paboTe 6a3y KOHTAKTOB OpraHU3allNY;

BECTH YYETHBIE PETUCTPALIMOHHBIE (POPMBI, HCIOIb30BATh UX JUIS
UH(POPMALMOHHOM paboThl U PabOTHI O KOHTPOJIIO UCHIOTHEHUS IOPYUEHUH;

BCTpEYaTh NOCETUTENEH, MOTydaTh EPBUUHYIO HH(POPMAIIHIO O TIOCETUTENIAX,
yCTaHaBJIMBATh MOPSJIOK MPUEMA IS pa3IMUHBIX KaTerOpuil moceTuTenen
NPUHUMATh MEPBI 110 COXPAaHEHHIO KOH(UICHIIMAILHOW HHPOPMALIUHU B XO/I€
npuéma OCETUTEIIEH;

BECTH YYETHBIE PETUCTPALIMIOHHBIE (POPMBI 110 IPUEMY ITOCETUTENIEH U OPOPMIIATH
MIPOIYCKa;

OCYIIECTBIIATH MPUEM, NIEpeaady U OTIPABKY JOKYMEHTOB;

OpPraHu30BBIBATH U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;

cepBUpOBaTh YaiiHble (KO(eiHbIe) CTOMbI B 0dHCE;
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BBIOMpPATh (POPMBI TUIAHUPOBAHUS M 0(OPMIIATH IJIAHUPOBLIUK (OpraHaiizep)
PYKOBOJMTEIIS U CEKpETaps;

yCTaHaBJIMBAaTh LENH, ONPEAEIATh IPUOPUTETHOCTD U OUEPENHOCTD BBIIIOJIHEHUS
pabot u appexTrBHO pacnpenensaTs pabouee Bpems;

COTJIACOBBIBATh BCTPEUYH U MEPOTIPUATHS U BHOCUTH HHPOPMALIUIO B
MJIAHUPOBILUK (OpraHaiisep);

UH(POPMHUPOBATH PYKOBOIMUTEINS O MPUOIMKECHUH BPEMEHH M PETIIAMEHTE
3aIJIaHUPOBAHHBIX BCTPEY U MEPOTIPUSATHUI;

BBIOMPATH ONTHMAJIBHBIE CITOCOOBI BHEIIHETO ¥ BHYTPEHHET0 HH(POPMHUPOBAHUS O
IUTAHUPYEMBIX MEPOIIPUATHSIX;

COCTaBIIATh U 0(DOPMIISATH JOKYMEHTHI JJISl AETOBBIX MOE3/10K;

OCYILIECTBIISITH TPEBEI-TIOIIEPAKKY JIEIOBBIX MOE3/0K;

COTJIACOBBIBATH C MIPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MeponpHUATHI U HOPMUPOBATH POrPAMMY JIEIOBOM MOE3/IKH;

HCII0JIb30BaTh CPEJICTBA NH(POPMALIMOHHBIX 1 KOMMYHUKALIMOHHBIX TEXHOJOTUI
Ui 0OecrieyeH s B3auMO/IEHCTBUS C PyKOBOJIUTENIEM BO BPEMSI €r0 JIEJI0OBOM
MOE3/IKU;

0hOopMIIATH OTYETHBIC JOKYMEHTHI O JCIOBOM TIOE3IKE.

OPTraHW30BBIBATH MTPOIIECC MOATOTOBKH ¥ MPOBEICHNE KOHPEPEHTHOTO
MEpPOTIPUATHS HHIMBUYATBHO U B COCTaBe pabodeii TpyIIIbI;
JOKYMEHTHPOBAThH Pa3HbIC TAIBI POIIEAYPHI TOATOTOBKHU M IMTPOBEICHUS
KOH(EPEHTHOTO MEPOTIPHUSTHS;

COCTABJISITh IPOCKTHI OPraHU3AIMOHHBIX, PACTIOPSAUTEIBHBIX U
WH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB,
cojiepKaniux KOHPUACHITHATHHYI0 HHPOPMAIIHIO;

0QOpPMIISITH OpPraHU3aMOHHO-PACTIOPSTUTEIHHBIC TOKYMEHTHI (OpUTHHAIIBI 1
KOTIHH);

CKaHHPOBATh, KOMIMPOBATh U KOHBEPTHUPOBATh JOKYMEHTHI B Pa3JIUYHbIC
(dhopmarsi;

OCYIIECTBIISITH IIPOBEPKY MPOEKTOB TOKYMEHTOB Ha COOTBETCTBHUE MPABHIIAM
JIeTIOTIPOU3BO/ICTBA;

NPUHUMATP U MIPOBOMUTH TIEPBUYHYI0 00pabOTKY BXOASAIINX JTOKYMEHTOB;
IIPOBOJIUTH MPEBAPUTEIIEHOEC PACCMOTPEHUE BXOISIIMX U BHYTPEHHUX
JIOKYMEHTOB;

PETUCTPUPOBATH BXOISIIUE, UCXOSANINE U BHYTPEHHUE JIOKYMEHTHI;

KOHTPOJIUPOBATH MAPHIPYTU3ALUIO JOKYMCHTOIIOTOKOB B OpraHU3allun
(COFHaCOBaHI/Ie, MOAININCAHUEC, YTBCPIKACHUEC, pCTUCTpALlUA, O3HAKOMIICHHUEC U
HCIIOJTHCHHUC I[OKYMCHTOB);

OCYILECTBIIATH CPOKOBBIN KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTOB;
OCYIIECTBIISATH 00PaOOTKY U OTHPABKY MCXOSAIINUX JOKYMEHTOB;

COCTaBJIATh OTYETHI U AHAJTUTUYECKHUE CIPABKU 00 UCIIOJHEHUH TI0KYMEHTOB;
BECTH MH(OPMAIMOHHO-CIIPABOYHYIO paboTy 10 JOKyMEHTaM;

OCYHICCTBJIATDH pa60Ty C OpTraHHU3allMOHHO-PACTIOPAAUTCIIBHBIMU JOKYMEHTAaMU B
ABTOMAaTU3UPOBAHHBIX CUCTCMAX,

obecneunBaTh COXpPaHHOCTD INEPCOHAJIBHBIX JaHHBIX paGOTHI/IKOB;

OpraHru30BbIBATH ,[[OKyMCHTOO60pOT Mo MpCACTABJICHHUIO TOKYMCHTOB 110
NEpCOHATy B TrOCYAAPCTBCHHLIC OPraHbl;

OpraHHu30BbIBATH ,[[OKyMCHTOO60pOT 18(0) y‘lCTy 1 IBHUKCHUTIO pa6OTHI/IKOB;
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BECTH BOMHCKHH y4E€T paOOTHUKOB,;
BeCTH yu€T pabouero BpeMeHu pabOTHUKOB;

0(QOPMIISATH OPraHU3aLMOHHO-PACTIOPAIUTEIBHBIC JOKYMEHTHI 110 TUYHOMY
COCTaBy;

BECTH PErUCTPALHIO, YUET, ONIEPATUBHOE XPAHEHHE JOKYMEHTOB 110 JUYHOMY
COCTaBy;

BECTH JTOKYMEHTALMIO, ITOATBEPKAAIOILYI0 CBEICHHSI O TPYAOBOM AEATEIBHOCTH
U TPYZOBOM CTa)ke paOOTHUKOB;

(hopMHpOBATH JTMYHEIC JIeTa PpAOOTHUKOB;
0pOPMIITH JIeJIa TI0 IMYHOMY COCTaBY ISl TIEpeadr B apXUB OpraHH3alliH;

paboTaTh CO CrelHaTIn3UpOBAaHHBIMU HH(POPMAIMOHHBIMH CHCTEMaMH U 0azaMu
JTAHHBIX 110 BEJACHUIO YU€Ta U JBM)KEHUIO PaOOTHHUKOB;

pa3pabaThiBaTh HOMEHKIIATYPY €T OpTraHu3aIliu;

IPOBEPATH MPABUIIBHOCTD O(l)OpMJ'IeHI/Iﬂ JOKYMCHTOB U OTMCTKHU 00 ux
WCTIOJTHEHUH Tiepel uX (OPMHUPOBAHUEM B JIEJIO ISl TIOCIIECYIOIIETO XPaHEHHUS;
(dhopmupoBaTh jena, KOHTPOIUPOBATH MPABUILHOE U CBOEBPEMEHHOE
pacrpeiefieHre 1 MOAMMUBKY IOKYMEHTOB B JieJia B COOTBETCTBUU C
HOMEHKJIaTypOu el

MIPOBEPATH CPOKHU XPAHEHUS JOKYMEHTOB, COCTABIISATh MPOTOKOJ PaOOTHI
3KCHGpTHOI71 KOMHCCHH 110 TOATOTOBKE JOKYMCHTOB K IIEPEIAUC B APXHB,
COCTaBJIATH aKT O BBIACIICHUU K YHUUTOXKCHUIO JOKYMCHTOB, HC ITOJIC)KAIIUX
XpaHEHUIO;

COCTaBIIATh aKT 00 YHUUTOXEHUH IOKYMEHTOB;

OCYILIECTBIISTH TIOJTHOE MJIM YaCTHYHOE 0(OpMIICHHUE JIe]T BPEMEHHOT O,
MIOCTOSIHHOTO, JIOJITOBPEMEHHOT'O CPOKOB XpaHEHMUS;

COCTaBIISATh ONHCHU A€ CTPYKTYPHBIX MMOIPa3AeICHHUI MOCTOSHHOTO,
JOJITOBPEMEHHOTO CPOKOB XpaHEHUS JJIs TIepeiauu JIe]l B apXUB OpraHU3aIiu.

3HaTh

HOPMAaTHBHBIC MIPaBOBbIC akThl Poccuiickoit Menepanun B cdepe
UH(GOPMAIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH, 110 3aIUTe
uHdopmaruu, nHGOPMAITMOHHON 0€301aCHOCTH, 1O paboTe ¢ oOpaleHUsIMU
rpaXkaaH, o OpraHu3aluy JAeJ0BON MOe3KH, B chepe AeT0npor3BOICTBA U
apXUBHOTO JieNa, B chepe perylupoBaHus TPYJOBBIX OTHOIICHU;

JIOKaJIbHbIE HOPMATHUBHBIE aKThl, PETIAMEHTUPYIOLIUE IeATEIbHOCTh CITY>KOBbI
JIEIONPOU3BOJICTBA U €€ PaOOTHUKOB, OpraHU3AIUI0 BEACHUS JIEIOMPOU3BO/ICTBA,
nepeaady e B apXUB OpraHU3alliy, a TAKKE periiaMeHTHPYIOIINE TPYIOBbIe
OTHOIICHHS,

CTPYKTYpy OpraHu3anuu, e€ 3ajauu u QyHKIUH, pacupenenenne GyHKIui
MEXy CTPYKTYPHBIMU TOJIPa3ACICHUSIMU U CIICHUAINCTAMU;

TpeOOBaHUs OXpaHbl TPY/a, MPOU3BOJACTBEHHON CAHUTAPHUU, TPOTHBOMIOKAPHOM
3aIUTHI;

OCHOBBI MPABUIILHON OpraHU3aIMK TPYJa U METO/IbI TIOBHIIICHUS €ro

3¢ heKTUBHOCTH;

OCHOBBGI YIIPABJICHHUA BPEMCHCM;,

BUbI Opl"ElHPB&I.[PIOHHOﬁ TCXHUKU U IIpaBUJIa pa6OTLI C Heﬁ;

METOObI 06pa60T1<1/1 " 3alllUThI I/IH(I)OpMaI_II/II/I C IIPUMCHCHUEM CPCICTB
I/IH(pOpMaLII/IOHHLIX U KOMMYHUKAIIUOHHBIX TCXHOHOTHﬁ;

COBPCMCHHBIC I/IH(I)OpMaLII/IOHHLIe 1 KOMMYHUKAIIMOHHBIC TECXHOJIOTHH,
NPHUMCHACMBIC B pa60Te C IOKYMCHTaMH, B TOM YMCJIC 110 JINYHOMY COCTaBY,
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STHKET U OCHOBBI MEXIYHAPOJHOTO MPOTOKOJIA;

3THKY JIEJIOBOTO OOIICHHS;

MIpaBHIIa PYCCKOTO SI3BIKA;

MIpaBUJIA PEUEBOTO ITHKETA;

ImpaBujia MOAACPKaHUA U PASBUTHUA MCKIITMIHOCTHBIX OTHOIHGHHfI;

ImpaBujia MPOBCACHUSA JCJIOBBIX ICPETOBOPOB,

IpaBuiIa OPraHU3alUK MPUEMa TIOCETHTEIICH;

IpaBHJIa CEPBUPOBKU YalHOTO (KOQeitHOoro) crona;

MOPAIOK MOATOTOBKHU U JOKYMCHTHUPOBAHUA I[eHOBOﬁ IIOC3KU,
WHTEPHET-PECYPCHI ISl OCYIIECTBICHHS TPEBEI-TIOACPIKKH JIEIIOBBIX MOE3/I0K;

KOMIUIEKC OPraHU3allMOHHO-TEXHUYECKUX MEPOTIPUATHI 110 MOATOTOBKE U
MIPOBEJICHUIO KOH(EPEHTHBIX MEPOIPUSITUIA;

npaBuiia 0OpMIIEHHS JOKYMEHTOB, CO3/1aBa€MbIX B IIPOLIECCE MOATOTOBKH U
MpOBeJIEHUS] KOHPEPEHTHOTO MEPOTIPUATHS;

COCTaB BHYTPCHHHX W BHCIIHUX I/IH(i)OpMaIII/IOHHBIX IIOTOKOB,

PYKOBOJICTBO CTPYKTYPHBIX MOJIpa3/IeieHI, 00pa3Ilbl MOMUCEN JTUI, MEIOITUX
MPaBo MOJANKUCAHUS U YTBEPKICHUS JOKYMEHTOB, 1 OTPAHUYEHHS 30H HX
OTBETCTBEHHOCTH;

BHJIBI HOMEHKJIATYP JIeJI, 001re TpeOOBaHMs K HOMEHKIIAType eI, OPSI0K
paboTHI ¢ Hell;

nopsiiok GopMUpoBaHus U 0opopmiieHus Aed, crieuupuky GopMHUpOBaAHUS
OTJIENIbHBIX KaTeropuii Jed;

[IpaBUJIA XPAHEHUS JI€J1, B TOM YHCJIE ¢ JOKYMEHTAMH OTPaHUYEHHOIO JOCTYIIA;
IIPaBUJIA BBIAAYM U MCIIOJIb30BAHUS JOKYMEHTOB U3 C(DOPMUPOBAHHBIX JET;

MOPSIIOK UCTIOJIH30BAHUS TUIIOBBIX MJIM BEIOMCTBEHHBIX I€peUHE JOKYMEHTOB,
OTIpeJieNIeHUs] CPOKOB XPaHEHHUsI B IPOIIECcCe IKCIEPTU3BI IIEHHOCTH TIOKYMEHTOB;

BUbI omnmceit ACJI OpraHr3anuu 1 InopsaaokK pa6OTBI C HUMM.

1.2. KosimyecTBO 4aCOB, OTBOJAMMOE HA OCBOECHHUE NMPO(eCCHOHATBHOI0 MOLYJIsI
Bcero yacor — 608
B TOM YHCJIE€ B JOpMe MTPAKTUUECKOU MOATOTOBKH — 248
N3 nux Ha ocBoenue MJIK — 200
B TOM YHCJIE CAMOCTOsATENbHas padoTa — 4
MIPAKTUKHU, B TOM YHclie yueOHas — 72
MIPOM3BOJICTBEHHAS — 72
[IpomexyrouHas atrrecranus — 12



2.1. CTpykTy

2. CTPYKTYPA U COAEPKAHUE TPO®ECCHUOHAJBHOI'O MOAYJIA
a npogeccHOHATBHOT0 MOAYJISI

Konasr
pohecCHOHATBHBIX
H 001X
KOMMETEHITHI

HanmenoBanue
pas3zenos
poQeccroHaIBHOTO
MOYJIS

Bcero,
JacoB

v

B 1.4. B hopme
MPaKTUYIECKOM MOATOTOBKH

O06beM 1podecCHOHATBHOTO MOTYJIS, aKaIEMUYSCKUX YaCOB

O6yuenue no MJIK

Bce
ro

B toMm uuncine

IIpaxTuku

JlabopaTopHbIX
u
MPaKTUYECKUX
3aHATHU

KypcoBeix
pabot

CamocrosTeapHas
pabota

IIpomexxyTouHas

ATTCCTAITN A

VYueOHas

[IpounsBoacTBeHHAs

IIK 1.1, 1.5, 1.6,
17,19

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

Pazgemn 1.
JIOKyMEHTHpPOBaHUE U
opraHusaius paboTsl ¢
0(hUIIHATTEHBIMU
JTOKYMEHTaMH

MJIK 01.01.
JIoKyMeHTaImOHHOE
obecneyeHue
YIPaBJICHHS

234

116

120

96

20

IIK 1.1, 1,6, 1.7,
18,19
OK 01,02,04,05,09

Paznen 2. Opranuzanus
paboTHI C JOKYMEHTAMH
B aBTOMATH3UPOBAHHBIX
chcTEMax

MJIK 01.02.
Opranu3zanus paboThl ¢
ANEKTPOHHBIMHU
JOKYMEHTaMU

70

44

44

44

K 1.1, 1.2, 1.3,
14,15,16

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

Pazgen 3
OpranuzannoHHoe
obecrneucHue
JIeSITEIbHOCTH
OpraHu3aIun
MJIK 01.03.
Opranuzanus

74

48

48

48




CEKpPETapCKOTO

00CITy>)KUBaHUS
IIK 1.1, 1.2, 1.4, Pasnen 4.
1.7,1.8,1.9 JloKyMEeHTHpOBaHHUE U

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

opranusanus paboTsl ¢
KaJIpOBBIMU
JOKyMEHTaMu

MJIK 01.04.
JIoKyMEeHTalMOHHOE
obecrnieueHne KaapoBoi
CITYKOBI

74

40

40 40

YueOHas npakTUKa

72

72

72

[TpousBoacTBEHHAS
npaxkThka (1o nmpoduito
CHEIUAIBLHOCTH ), YACOB

72

72

72

[IpomexxyTouHas
aTTecranus

12

Bcero:

428

332

9 | 240

20

| 12

72

72

10




2.2. TemaTnueckuii IUVIaH M cofiep:kaHue nNpodeccuoHaIbHOro moayJs (IIM)

O0bem dopmupyembie
HaumenoBanue i pMupYy
aKaj. 4acoB, B o0mue
pa3iesioB U TeM
TOM 4YHCJIe B KOMIETEeHIIUN 1
npogeccnonanbHoro | CopepskaHue y4eOHOro MaTepuasa, 1adopaTtopHbie padoThl U NPAKTHYECKUE 3aHATHS,
popme npogeccuoHaIbLHbIE
moayJas (ITM), CaMOCTOSITe/IbHAA y4eOHas padoTa o0yuaonmxcs, KypcoBasi pabora N
NPAKTHYEeCKOM
MEKTUCIUTLTHHAPHBIX AT OTOBKI
kypcoB (MJIK) ’
aKaj. 4acoB
Pa3nen 1. lokymeHTHpPOBaHMe M OpraHu3anusi padoTsl ¢ 0PUINATLHBIMHE JOKYMEHTAMHU -~
M/IK 01.01 loxkyMeHTAaIMOHHOE 00ecniedeHHe YIpaBJIeHUs
4 cemecmp
Tema 1.1. Conep:kanue 10
OcnoBHbIe NOHATHS, [Tonarue o qucuumuinHe. Mlcroprdeckoe pa3BUTHE U COBPEMEHHOE COCTOSIHHE
TEPMHUHOJIOTUA U JIETOTTPOU3BO/ICTBA. 5 OK 01
onpesie/IeHust B3aumocBa3b HHOPMALUU U JOKyMeHTa. DYHKIMH JeJ0NPOU3BOAUTENS B allapaTe OK 02
yIpaBJICHHS. OK 03
[Tonsarue o nokymente. dyHkIuu qokymeHTa. [Ipodeccrnonanbabie TEPMUHBI U 5 OK 04
OIpEICIICHUS. OK 05
Yuuduxkanusa u crannaprusanus. Cuctemsl qokymentanuu. Cucrema OPJI. 5 OK 09
l'ocynapctBennbie cranaapthel Ha cuctemy OPJI. IIK' 1.1
- I[IK 1.5
Knaccudukanus gokymentoB. bymara nokymenra, e€ ¢popmarsl. 2 [IK 1.6
dopmymsap-oopazen OP/l. @opmynsap 1oKymMeHTa. 2 K 1.7
IlpakTH4yeckue 3aHATHSA IIK'1.9
Dopmynsap-o6pazen. Cxembl pacmonokKeH!s] pEKBU3UTOB JOKYMEHTOB M IPAHUILIbI 30H Ha 4
¢dopmate A4, IPOIOJIBLHOTO U YIIIOBOTO OJaHKOB.
Tema 1.2. Coaepixanue 18
IlpaBuna opopmiaenust | frauk, Buabl 61aHKOB. PeKBH3UTHI 001IEro 6IanKa 1 MpaBHIa ero oGopmiIeHus. YTI0Boii u 5
pexBu3uTos OP/I. IIPOJIOJIBHBIN BApUAHTBHI.
HNudopmannonHo-
PexBU3UTHI O1aHKa KOHKPETHOTO BUja JoKyMeHTa. [IpaBuia ero odopmienus.
CIIPaBOYHbIE 2

PexBusur «A,upecaT». PexBusut «3aroiioBox K TCKCTY». 3amucKu: BUJBI U pa3HOBUJHOCTH.
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AOKYMEHTBI Buemnue noxnagasie 3anucku. [lpaBuna opopmienuns pekBusuTa « TeKCT TOKyMEHTay. 5
Odopmienue ad3ameB TekcTa, Hymepanus ad3ames. S3bIK U CTHIIb JOKYMEHTOB.
Buyrpennue noxnagasie 3anucku. [IpaBuna opopmienus pexkBusnuta «OTMeTKa O 5
npuiokeHun», «lloamuce. OK 01
Crnyxe6nble 3anucku. [IpaBuna opopmuerns «OTMETKH 00 UCHIOTHHUTENE JOKYMEHTA. 2 OK 02
[IpaBuna opopmiaeHHs! pyKOTIUCHBIX PEKBU3UTOB HA JOKYMEHTE. OK 03
PykonmcHoe opopmiieHrne JOKYMEHTOB: 00bsICHUTENbHASI, CITyKeOHas 3aMncKa, 3asiBICHUE. OK 04
OK 05
CrpaBka. O06s13aTeNbHbIE PEKBU3UTHI, IpaBuiia opopmiieHus. PexBusut «lleuathby. OK 09
JHosepennoctb. Pacniucka. Tpadapernbie nokymeHnThl. O0si3aTenbHble peKBU3UTHI. [IpaBuia 5 K 1.1
ohopMIICHHSL. K 1.5
Tenedonorpamma. Tenerpamma. @akcorpamma. O6si3aTenbHbIE peKBU3UTHL. [IpaBuiia 5 IIK 1.6
ohopMIICHHSL. K 1.7
IIpakTHYecKkne 3aHATHS 32 K 1.9
Co3znanme o0miero 6jaHka opraHu3anyy, 0JJaHKa KOHKPETHOTO BU/IA JOKYMEHTA,
CTPYKTYPHOTO MOApa3AeIeHHUs, JOJDKHOCTHOTO JINLA, C YIJIOBBIM U IPOJIOJIBbHBIM 4
PacIoyoKeHUEM PEKBU3UTOB.
OdopmiieHne peKBU3UTOB «Aapecar» U «3arojoBOK K TEKCTY». 4
Odopmiienue pexBuzuta «TeKCT TOKyMEHTa». 4
Odopmiienne «OTMETKH O IPUIT0KEHUNY. 4
Odopmiienue pexBuzuta «lloamnucey. 4
Odopmiienue 3anucok, CpaBok, TOBEPEHHOCTEN, pacluCoK, TenedoHorpamMmm. 4
Odopmiienne pykOnMCHBIX PEKBU3UTOB Ha JOKYMEHTE. 4
Odopmiienue TpadapeTHbIX TOKyMEHTOB. 4
Tema 1.3. Conepxanue 12 OK 01
HndpopmannonHo- Bunpsl 1 pa3HOBUJIHOCTH CiTy)XeOHBIX TUceM. biank nucema. PaGora ¢ roToBbIME Gi1aHKaMHU 2 OK 02
CHpaBOIHbIC nuceM. Odopmiienue mucem Ha Gpopmare AS. OK 03
OKYMEHTBI.
AOKY Bupsl 1 pa3HOBUIHOCTH CIyXeOHBIX nuceM. [Iucemo-npocb0a, MUCHbMO-3alpoC, TUCHMO- 2 OK 04
CayxeOHble MUCbMA,
OTBET. OK 05
UX Pa3HOBHJAHOCTH OK 09
Bupsl 1 pa3HOBUIHOCTH CTYKeOHBIX ITUceM. ComnpoBoAUTENbHOE MUCHMO. ["apaHTHiiHOE 2
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MMHCHMO. K 1.1
Bunel v pazHOBUAHOCTH ci1yxkeOHbIX nuceM. IIucbMo-TpeboBaHue, MMCbMO-0TKA3. 2 gg 12
Bunel u pazHoBUAHOCTH ciyxkeOHbIX nuceM. [Tucemo-npuriamenue. IIncsmo- 2 MK 1.7
no3apasienue. [lncbMo-61aroqapHoCTb. MK 1.9
Bunel u pazHOBUAHOCTH cyxkeOHbIX nuceM. [Iucemo-n3Bemenue. IlncbsMo-noaTBepxacHueE. 2
NudopmanrionHoe nmuceMo.
IpakTuyeckue 3aHATHA
Coznanne 6mankoB nuceM. PaboTa ¢ roTOBBIMH OJJaHKaMU OpraHU3AII|H. 20
Odopmnenue nHGOPMAITHOHHO-CITPABOYHBIX JIOKYMEHTOB.
CamocrostensHas pabota. OdopmieHne nHGOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB. 2
5 cemecmp
Tema 1.4. Conep:xanue 32
PacnopsiqurebHble [Tpuka3s. [lonstue o moxkymente. O6s3aTeIbHBIC PEKBU3HUTHI, TIPABUIIA COCTABIICHUS U 4
AOKYMECHTBI, ohopMIICHHSL.
u31aBaeMble
Bu3ssel cornacoBaHus mpoekTa JOKyMEHTa. 4
HA NPUHOMNAX OK 01
eIMHOHAYATHS OTMeTKa 0 HaJMYUU MPUJIOKEHUS B PACTIOPATUTENILHBIX JOKYMEHTAX. 4 OK 02
NPUHATHS PeleHun i Bu3bl 03HaKOMIIEHUS ¢ JOKYMEHTOM. 4 OK 03
Brinucka u3 npukasa. Konust nokymenta. OTMeTKa O 3aBepeHUM KOMHUU JOKYMEHTA. 4 OK 04
CoBmectnblii puka3. [IpaBuna cocraBiaenust 1 0opopMICHUS JOKYMEHTA. 4 OK 05
Pacniopspxenue. [Tonsitue o qokymente. O0si3aTenbHble PEKBU3UTHI, TPABUIIa COCTABICHUS U 4 OK 09
ohopMIICHHSL. K 1.1
VYkazanue. [lonsatue o nokymenrte. O6s13aTenbHbIE PEKBU3UTHI, IIPABUJIA COCTABJICHUS U 4 TIK 1.5
opopMIICHHUS. IIK 1.6
IK 1.7
IIpakTnyeckune 3aHATHSA 6 MK 1.9
Odopmiienue pacropsIUTeIbHbIX JOKYMEHTOB. 2
OdopmiieHne BHIMUCKH U3 PACTIOPSAAUTEIBHOTO JOKYMEHTA M KOITUH JIOKYMEHTA. 2
CkperieHue (MPOIIMBKA) KOMTUM JOKYMEHTA 2
Tema 1.5. Conepxanue 8 OK 01
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JoKyMeHTBI KOMHCCHIT | [ToctanoBienue. Pemenue. Tlonsatue o nokymentax. O0s3aTesbHble PEKBU3UTHI, IPABUIIA 2 OK 02
H KOJUIErHajIbHbIX COCTaBIIeHUS ¥ 0(OPMIICHHUSL. OK 03
OpPraHoB
P [Iporokou. Ilonstue o nokymente. O0sA3aTenbHble PEKBU3HUTHI, IPAaBUJIa COCTABIICHUS U 2 OK 04
0(pOpMIICHHUSI. OK 05
Brimucka u3 nporokona. Konust mpoTokosia. OK 09
K 1.1
Axr. IlonstTue o nokymente. Buzpl aktoB. O0s3aTeNbHBIE PEKBU3UTHI, TPAaBUJIA MK 1.5
coctaBieHus u opopmiuenus. [loanucey nokymenta. ['pud yrBepxkaenus fokymenTta. Busbt TIK 1' 6
03HAKOMJICHHSI. '
K 1.7
IIpakTHYeckne 3aHATHS 8 K 1.9
Odopmienue mpoToKoJIa, MOCTAHOBJICHHS, PEIIICHUS, aKTa
OdopmiieHue BBIMTUCKU U3 TPOTOKOJIA. 4
Tema 1.7. Conepxanue 12
3agayun u GyHKUMH Ponb 1 MmecTo cirykObI 1e7I0TIPOM3BOICTBA B pabOTe anmapara yrpaBJIeHHs. 3aa49u | 2
CITYKOBI (GYHKIMH CITY>KOBI
ACJIONPOU3BOACTBA. JIEIOTPON3BOICTBA. HOpMAaTHBHO-METOIMYECKUE aKThI, PETIIaMEHTHUPYIOIINE Pa0boTy C
Opranu3anuoHHbIe JIOKYMEHTaMH.
OKYMEHTbI
oKy Hopwmer Bpemenn Ha padotsl o JIOY. PacueT urcieHHOCTH CITy>KOBI IeITOPOU3BOICTBA
VYupeaurenbHbie JOKyMeHTHI. JIOkanbHbIe HOpMaTUBHBIC aKThI. [[oHATHE O JOKYMEHTAX. OK 01
OO0s3aTenbHbIE PEKBU3UTHI, OK 02
OoCHOBHBIE paznensl. [IpaBuna cornacoBanus u yreepxacHust JIHA. [1pasuna opopmiaeHus OK 03
MHOTOCTPAaHUYHBIX TOKYyMEHTOB. OK 04
Wuctpykuus o nenonpousBoacTBy. [lonstre o qokymente. O6si3aTeNbHbIE PEKBU3UTHI, 2 OK 05
OCHOBHBIE pa3JIeJibl, IpaBuiIa COCTaBJICHUS, 0(hOpMIICHUS U BBEACHUS B JICHICTBUE U3/1aHUEM OK 09
IIpUKasa. IIK 1.1
Horosop. O6si3aTenbHbIe PEKBU3UTHI, OCHOBHBIE pa3/ielibl, MpaBuia 0(OPMIICHHSL. 2 I[IK 1.5
Ocobennoctu odopmieHus pekBuzuta «lloamucey. I[IK 1.6
JloJKHOCTHAsI MHCTPYKLMS AenonpousBoauTens. OcHoBHbIE pa3aensl. [IpaBuna 2 gi }.;
cocTaBlieHus1, 0hOpMIIEHHS U BBEICHUS B JCMCTBHE PYKOBOIUTEIIEM. '
IIpakTnuyeckne 3aHATHS 8
Odopmienue opraHu3aluOHHBIX JOKYMEHTOB. 2
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OdopmiieHue pacIOPSIUTEIBHBIX JOKYMEHTOB, BBOISIINX B ICHCTBUE, H3MCHSIFOIINX WA
OTMEHSIIOIHUX OPraHU3ALMOHHBIE JOKYMEHTHI.

Ckperienne (pOIIMBKA) OpUTHHATA JOKYMEHTA

Tema 1.8.

Opranuszanus padoTsl
¢ IOKyMEHTaMH

Conepxanue

20

CoBpeMeHHbIE TEXHOJIOTUU OpPraHu3aliy AeJI0IPOU3BOJICTBA.

®opmbl paboThl ¢ ToKyMeHTaMu. [ToHsTHE «JTOKYMEHTOOOOPOT» U €ro OpraHu3alys.
ITonsarue CKIOKYMCHTOIIOTOKHN). Ol'IepOFpaMMI)I JOKYMCHTOIIOTOKOB: BXOJAIIUEC, UCXOOAIINC
Y1 BHYTPEHHUE JOKYMEHTBIL.

Mapupyru3zanus JOKyMEeHTOIIOTOKOB:
BXOJISLIIUE, UCXOAIINE, OOpallleHns I'paX/aaH, BHyTPEHHHUE (3alIUCKH, TPUKA3bI).

Perncrpanus OKyMEHTOB — 3HAUEHHE U 3a/1a4U.
@opMBI perucTpanuy JOKyMeHTOB. JKypHanbHast, KapTOYHas U aBTOMaTU3UPOBAHHAS

(hopMBl.

Perucrpanus BXoasIiero JOKyMeHTOTIOTOKA: TIEPBUYHAsT 00padOTKa, MpeIBAPUTEIHHOE
paccMoTpeHue,
MPUKPEIUICHUE CKaH-KOIIHHU, OTIPaBKa Ha PACCMOTPEHHE aJipecaTy, GUKCAINS PE3OITIOIHH.

Peructparus ucxoasiero J0KyMeHTOIIOTOKA: CIIPaBKH, TUChMa, 3alTMCKH, BBITTUCKH,
JyOJIMKATHI.

Pel"I/ICTpaI_[I/IH BHYTPCHHCT'O JOKYMECHTOIIOTOKA: 3alIMCKH, 3asBJIICHHUA paGOTHI/IKOB, ITPHUKa3blI,
AdKThbI, IIPOTOKOJIbI.

KOHTpOJ'IL HCIIOJIHCHUA JOKYMCHTOB. Bupl KOHTPOJIA. CpOKI/I KOHTPOJIA.

Howmenknarypa nen. Buasl HoMeHknarypsl. [loHsiTue 0 TOKyMEHTE, ero 3HaueHHue.
[IpaBuna cocraBienus U opopmiIeHNST HOMEHKIATYPHI AT CTPYKTYPHOTO MOJpPa3/ICICHHUS.
CocraBieHue

1 oopMIIEHHE CBOIHON HOMEHKJIATYPHI JIe] OPTaHU3allMK U BBIMUCOK I CTPYKTYPHBIX
MO APA3ACIICHAN.

3akpbITHE HOMEHKIATYpHI Aei. ToroBas 3anuch K HOMEHKJIAType JIed.

Omnpenenenne CpOKOB XpaHEHUs! JOKYMEHTOB U el 1o [lepeunto. @opmupoBaHue Jem.
XpaHeHue Jel.

3KCHepTI/I3a HEHHOCTHU JOKYMCHTOB. O(I)OpMJICHI/Ie ACI. Omnucu nen. Iloaroroeka
AOKYMCHTOB K IIEPCAavYC B apXUB. IloaroToBka aen BpPEMCHHOT'O, TIOCTOSIHHOTO U
AOJITOBPEMCHHOI'O CPOKa XpaHCHUA K ICPCAAYUC B ApXHB.

OK 01
OK 02
OK 03
OK 04
OK 05

OK 09
IIK 1.1
IIK 1.5
IIK 1.6
IIK 1.7
IIK 1.9
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CocTaBiieHHE OIIUCH AET.

HpaKaneCRne 3aHATUSA

18

Perucrpanus BXoAsmux JOKYMEHTOB B 3JIEGKTPOHHOM >KypHaJie B TaOIM4HOM peaaKTope.

PCFI/ICTpaIII/Iﬂ M KOHTPOJIb UCIIOJTHCHUA UCXOAAINX JOKYMCHTOB B 3JICKTPOHHOM XYpPHAJIC B
TabnuaHOM pemakTope.

PGFI/ICTpaIII/ISI M KOHTPOJIb UCIIOJTHCHWA BHYTPCHHHUX JOKYMCHTOB B OJICKTPOHHOM XYpPHAJIC B
TabnuuHom penaktope.

N

CocrasieHue 3aroJIloBKOB ACJI OpraHn3anmuu

OdopmieHne HOMEHKIATYPHI JEI.

OdopmieHue UTOroBO# 3anmrMcy K HOMEHKJIATYpE JIeTl.

Odopmnenue o6moxku aena nocie HJI (ams onepaTuBHOTO mepuoa XpaHeHUs )

Odopminenue u MpoUIMBKa Jes AJis epejauld Ha apXUBHOE XpaHEHUe

OdopmieHue onucet TOKyMEHTOB U JCII.

NINDININIDNIDN

CamocTosiTeIbHast padoTa. Perucrpaius BXoIAIIKAX JOKYMEHTOB B 3JICKTPOHHOM XKYpHaJIe
B TabauyHOM pemakTope.

KoncyabTanuu

KypcoBas pa6ora oos3areabnast no MJIK 01.01
TemaTtuka KypcoBbIX padoT

1.

3HaYeHHE CUCTEMBI OpFaHI/ISaHI/IOHHO-paCHOpHﬂHTeHBHOﬁ JAOKYMCHTaIWHU JJIsI JOKYMCHTHUPOBAaHUA
ynpaBHqueCKOﬁ JACATCIIBHOCTH.

PexBu3UTHI 3ar0JI0BOYHOM YacTH AOKYMCHTA, ITpaBujia O(bOpMHCHHﬂ B COOTBCTCTBHUU C PCKOMCHIAIUAMU
cTaHaaprTa.

OcobenHocTu O(l)OpMJ'IeHI/IH OCHOBHOM 4acTHu JAOKYMCHTA B PA3JIMYHBIX BUJAAX ITUCCM.

OcoOeHHOCTH O(bOpMJ'IeHI/IH OCHOBHOM 4aCTH JOKYMCHTA B paCIIOPAAUTCIIbHBIX JOKYMCHTAX.
I/IH(I)OpMaI_[I/IOHHO-CHpaBOLIHLIe HOKYMCHTHI B CUCTCME OPraHU3allHOHHO-PACTIOPAAUTCIBHBIX JOKYMCHTOB, UX
Ha3HA4YCHUEC U OCHOBHBLIC BU/IEI.

Z[OKJ'I&I[H&H u cny>1<e6Ha;1 3aIllMCKH, 0COOCHHOCTH UCITOJIb30BaHUS AJI1 BHYTPCHHUX KOMMYHHKaHHﬁ.

CocraBieHue O(I)OpMJI}IIOIJ_ICI\/'I JaCTU NIOKYMCHTA, 0COOEHHOCTH MPAaKTUICCKOTI0 MPUMCHCHHUA PCKBU3UTOB
O(bOpMJISIIOH.ICfI YaCTH JOKYMCHTA B PA3JIMYHBIX BHAaX OPTaHU3aAllUOHHO -paCHOpHI[HTeHBHOﬁ JAOKYMCHTAIUH.
CocraBieHue U O(I)OpMJICHI/IC I‘pI/I(I)OB YTBCPKACHUA U COTJIACOBAHUS, HA3HAUCHUC U 0COOCHHOCTH O(I)OpMJ'IeHI/IH

20
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9.

10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.

PEKBU3UTOB.
OTMeTKH Ha IOKYMEHTE B COOTBETCTBUH C PEKOMEHJAIMSIMHU TOCYAapCTBEHHOTO CTaHapTa.

PasBuTne moHATHS «TOKYMEHT»: ONpeaeNieHHE U (DYHKIIH.

Yuaudukanus u cranaapruzanus. Crangaptsl B JJOY Ha COBpeMEHHOM JTarie.

OdunmanbHBIN TOKYMEHT U €T0 MECTO B CHCTEME YITPABIICHHSL.

CucrteMa JOKyMEHTOB, YHU(HUIIMPOBAHHAS CHCTEMa JOKYMEHTOB M YHU(DUIIMPOBAaHHAS CUCTEMA
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIIHH.

Knaccugukanus opraHu3aiiioHHO-pacoOPSIMTEFHON JOKYMEHTAINN U €€ IPaKTHIeCKOe MPHUMEHEHHE.
TpebGoBaHus K KOHCTpYUpPOBaHMIO OaHKOB. Buibl O1aHKOB.

[TpaBuna u oco6eHHOCTH 0(POPMIIEHUS TPOTOKOJIOB.

Poub pacnopsnTebHBIX TOKYMEHTOB B YIPABICHUN OpTaHU3aIlMei Ha COBPEMEHHOM JTarre.

[TpaBuna odopmiteHHUS pacTopsSIUTEIBHBIX JOKYMEHTOB, N3/IaBAeMbIX Ha MPHHIUIAX KOJUICTHATHHOCTH.
[IpaBuna odopmIiteHHUS pacTopSIUTEIBHBIX JOKYMEHTOB, 3/IaBAMbIX Ha MPUHIIUIAX €THHOHAYAIIHSL.
IIpaBuna cocraBieHus U 0(pOPMIICHUS NPHKa3a 10 OCHOBHOM JESITEIbHOCTH.

IIpaBuna cocraBiaeHus U 0(pOPMIIEHUS PACIOPSHKEHUS U YKa3aHUs.

JIOKyMEHT — KaK JIEMEHT JIeJI0BOrO OOIIEHUS.

[TpaBuna odopmiieHns OaHKa U PEKBU3UTOB ITUCHMA.

WNudbopmalioHHbII 00MEH ¢ OMOILBIO Iepenucky. Buasl nucem.

PykomnucHble peKBU3UTHI Ha O(PUIIMATIBHBIX JJOKYMEHTaX.

IIpaBuna cocraBiaeHus U 0(pOPMIIEHHS TOKJIATAHBIX, 00bSICHUTEIbHBIX U CIY)KEOHBIX 3aIIUCOK.

IIpaBuna cocraBiaeHus U opopmiieHUs 0PUIMATIBHBIX U OMOrpadu4ecKuX CIpaBoK.

HpaBHna COCTaBJICHHUA U Oq)OpMJ'IeHI/ISI JAOKYMCHTOB, O6€CH€‘{I/IBaIOHlHX OIICPAaTUBHOCTD II€pCaAain I/IH(i)OpMaLII/II/I.

IIpaBuna cocraBiaeHus U 0(GOPMIIEHUS TOBEPEHHOCTEN U PACIIHCOK.

Konuu nokymenToB. Bujbl konuii 1 ux uctopuueckoe pasButue. [lopsaaok yrocroBepeHus KOmuii.
[Tonnuck n neyaTh, Kak BaKHBIE PEKBU3UTHI JOKYMEHTA: 3Talbl COBEPLICHCTBOBAHHUS.
DNeKTpOHHAs MOAMNUCH: 00JIACTh TPUMEHEHHUS.

SI3BIK U CTHIIb CITYKEOHBIX JOKYMEHTOB B MH(POPMAIITMOHHOM OOIIECTBE.

IIpaBuna cocraBineHus U 0(GOPMIICHHUS aKTOB.

KondunenmnuanbHbie TOKYMEHTHI: KIaccUpUKanus Mo rpudy orpaHudeHus 10CTyIa.

Pa3nesn 2. Oprannsanus padoTsl ¢ JOKYMEHTAMH B ABTOMATH3MPOBAHHBIX CHCTEMaxX

MJIK 01.02. Oprann3anus padoThl ¢ 3J1eKTPOHHBIMH JOKYMEHTAMH

70
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S cemecmp

Tema 2.1. Copep:xanue 8
K 1.1
IIpaBuiia padoTsl 3aKkoHOJaTeIbHbIE HOPMAaTUBHBIE AKTHI B cepe pabOThI € AIEKTPOHHBIMH IOKyMEHTaMU
¢ 10K IIK 1,6
YMEHTAMH -

PaboTa B mouToBbIX cepBucax. [IpaBuiia >eKTPOHHOH MEPETTUCKH. K 1.7

HA 3JIeKTPOHHBIX .

HOCHTEINX DiexTpoHHas noanuck. Bupl, [Topsnok nonydenust. [IpaBuia 3aiurhL. 1K 1.8
TpeboBanus k pekBu3uTy «OTMETKA 00 3JIEKTPOHHOM MOANKUCK» NTPU BU3yaTU3aLUU 2 K 1.9
3JEKTPOHHOTO JOKYMEHTA, MOMUCAHHOTO 3JIEKTPOHHOU MOAMKUCHIO OK 01
[TpaBuna opopmiienuss «OTMETKH O IPUIIOKEHUN» HA DJIEKTPOHHBIN HOCUTEIIb. 2 OK 02
JlabopaTopHble 3aHATHS 22 OK 04

OK 05

OTtnpaBka ¥ MOJIy4€HHE JIEKTPOHHOTO COOOIIEHNS, SIEKTPOHHOTO TIOKYMEHTA. 10 OK 09
Odopmienue noKkymeHTa, MOAMMUCAHHOTO YJIEKTPOHHOM MO ITUCKHIO 12

Tema 2.2. Conep:kanue 16

Opranusauust padoTbl | [Joustue o cuctemax )10 u ECM-cucremax. IIpaBuia MapuipyTH3aImm

C IOKYMCHTaAMH JTOKYMEHTONIOTOKOB B cucteMax DJ10 n ECM-cucremax. 2

B

ABTOMATH3HPOBaHHBIX | [[PaBUIIA OpraHM3aLMK JOKYMEHT0000pOTa BXOSIIEro JoKyMeHTonoToka B CO/L. 2

cucremax [IpaBuna opranu3anuu 10KyMeHTOO000POTa UCXOIAIIEr0 JOKyMeHTonoToka B CO/I. 5

JIEKTPOHHOI'0 OTtmpaBka 10KyMEHTOB

OKYMEHT0000poTa

oKy P [IpaBuna opranu3anuu 10KyMeHTOO000pOTa BHYTpEHHEro JokyMeHTonoToka B CO/1. 2 K 1.1
Pacniopsinutenbubie nokymentsl B CO/I. [lpaBuia opranuzanuu J0KyMeHTO000pOTa C 5 IIK 1,6
IIPUKA3aMHU. K 1.7
PaGora ¢ oOpamenusimu rpaxaan B CO/1. [IpaBuna opranuzanuu 10KyMeHTOO00pOTa 5 gi ig
oOpallleHui TpakaH. OK 0'1
IIpaBuia MoArOTOBKH JIEKTPOHHBIX JOKYMEHTOB K CAA4Y€E B apXUB. OK 02
WudopmanronHo-crnpaBoyHas padora no gfokymeHtam B COJJ OK 04
IIpakTHYeckne 3aHATHS 22 OK 05
Peructpanus 1 KOHTPOJIb UCTIOTHEHMSI BXOAAIUX JOKyMeHTOB B CO/I. Opranuszanus 4 OK 09
JOKYMEHTO000pOTa BXOISIIEr0 JOKYMEHTOIOTOKA.
Peructpanus 1 KOHTPOJIb UCTIOTHEHMS UCXOIAMIMX T0KyMEHTOB B COJI. Opranuzauus 4

,Z[OKYMGHT0060pOTa HCXOAAICTO NOKYMCHTOIIOTOKA.
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Peructpanus 1 KOHTPOJIb UCTIOJTHEHMSI BHYTPEHHUX 10KyMeHTOB B COJl. Opranuzanus

4
JOKYMEHTO00OpOTa BHYTPEHHETO JOKYMEHTOIMOTOKA.
Perucrpanus u KOHTpOJIb UCTIONIHEHUS oOpamienuii rpaxkaan B CO/1. Opranuzanus 4
JOKYMEHT0000pOTa 0OpaIeHnd Tpak1aH.
[ToaroToBKa TOKYMEHTOB K IIEpeade B apXUB.
Co3znanue >eKTPOHHOTO apXUBa IOKYMEHTOB. 2
Koncynbranuu 2
Pa3nea 3. Oprann3zanuoHHoe odecneyeHue AesITeJbHOCTH OPraHu3anuu 0
M/K 01.03 Opranu3anusi CeKpeTapcKoro 00c/jay;KuBaHu sl
5 cemecmp
Tema 3.1. Conep:xanue 4 1K 1.1
Poar npodeccnn CekpeTtapp B COBPEMEHHON CTPYKTYPE YIPABIICHHUS. 2 gg ig
ceKkperaps - :
perap HopmaTtuBHO-MeTomnueckas 6a3a KBamn(pUKalMOHHBIX TPEOOBaHUH K TTpodeccu. 2 K 1.4
B CTPYKTYpe CJIYKObI :
1€0NPON3BOICTBA IIpakTHYeCKHe 3aHATHS 4 K 1.5
OYHKIMU U JOIHDKHOCTHBIE 00S3aHHOCTH CEKpeTaps B 3aBUCUMOCTHU OT KaTEropuu 5 K 1.6
CEKPETapcKOTO OOCITYKHUBaHHUSI. OK 01
OK 02
OK 03
JlomKHOCTHAS MHCTPYKIIMS CeKpeTapsi, 0COOEHHOCTH Pa3pabOTKH. 2 OK 04
OK 05
OK 09
Tema 3.2. Conepkanue 4 IK 1.1
Opranusanus u OproHomMudeckue TpeOOBaHUS K YCIOBUSIM TPYOa CEKpPETApSL. IK 1.2
P P ¥ Py, perap K 1.3
ycJa0BHS TpyAa :
cexperaps OcHartienue odrica OpraHMU3aIMOHHO-TEXHUIECKHUMH CPEICTBAMH. K 1.4
IIpakTHYeckne 3aHATHS 10 IIK 1.5
Opranu3zanus pabo4ero Mecta B COOTBETCTBHH C TPEOOBAHHUSIMH SPTOHOMHUKH U KYJIbTYPbI MK 1.6
2 OK 01
Tpyaa
XapakTepucTuka U KiaccuuKaiys TeXHUIeCKUX CPEICTB, UCIOIb3yeMbIX B JIESITELHOCTH 5 gi gi

CeKpeTapsl.
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CpenctBa MoAroTOBKH, U3TOTOBIICHHS U 0OpaObOTKH TOKYMEHTOB. 2 OK 04
CpencTBa KONMMPOBAHUS U PA3MHOKEHHUSL. 2 OK 05
OK 09
CpencrBa XxpaHeHHS U TPAHCTIOPTUPOBKH HHPOPMALIUH. 2
Tema 3.3. Coaep:xkanue 8
AIMHHHCTPaTHBHEIE Opranuzanus paboTsl TPUEMHON 2 0K 1.1
(pyHkuuu cexperaps :
OcoOeHHOCTH Ci1y’)ke0HOTO Tene()OHHOTO Pa3roBopa. 2 K 1.2
CpeicTBa aJIMUHUCTPATHBHO-YIIPABJIEHYECKO CBA3H. 2 1K 1.3
Opranuzanus npuema nocerureneil. Bunael npuéma, yuet nocerutenei, cozanue 6as3 5 gﬁ 1451
AHHBIX. :
it IK 1.6
IIpakTnueckune 3aHATHS 12 OK 01
[IpaBuna BeneHus Tene(OHHOTO pa3roBopa. OK 02
Oducnas ATC. OcHOBHbIE (PYHKLINHU U TPABUIIU UCTIOJIB30BaAHUS. OK 03
CpencTBa GakCHMIIIBHOI TIepeiaun coobmieHuii. daKCHMUIBHBIH almapaT, IPaBhIIa ero 5 OK 04
IIPUMEHEHHUS. OK 05
Oco6eHHOCTH pabOTHI CEKpPETapst C Pa3IMYHBIMHU KaTETOPUSIMH ITOCETUTEICH. 2 OK 09
PaboTa cexperaps ¢ oOpaleHusIMHU TpaxaaH. 2
CepBucHbIe PYHKIIMH CEKpETaps. 2
Tema 3.4. Coneprxanue 4 MK 1.1
= K 1.2
Opranu3annoHHbIe Opranuzanus 1 HoAroToBKa JAEJI0BOM MOE3IKU 2
u ungo K 1.3
PManHOHHBIE -
(bYHKIIH cexpeTaps [MoxroroBka u o0OCIyXMBaHHE KOHPEPEHTHBIX MeponpusTHii. COBEIaHHE KaK BU 9 K 1.4
yHEd perap YIIPaBJICHYECKOH JIEATETLHOCTH. K 1.5
IIpakTHYeCKHe 3aHATHS 10 IIK 1.6
Cocrapnenue 1 0(opMIIeHHE TPOrpaMMbl KOMaHAUPOBKH. 2 OK 01
- OK 02
Tpesen-noaepxka 1eI10BOM MOE3KU PyKOBOAUTEIIS. 2 OK 03
Opranuzanys 1 NpoBeJieHNEe MPOTOKOJIBHBIX MEPONIPUATHIA B oduce. 2 OK 04
[ToaroToBka pa3nuYHBIX THUIIOB COBEIIAHUI U UX 00CITyKHBaHHE. 2 OK 05
Pabora cekperaps no HH(GOPMAITMOHHOMY OOCITYKMBAHUIO PYKOBOIUTEIIS. 2 OK 09
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Tema 3.5. Coaep:xanue HK 1.1
D@yHKIHMH CeKpeTaps OOm1re BOpOCH! IMJIAHWPOBAHUS U OPraHU3aIMH PA00Yero BPEMEHH. 2 K12
1o IJIAHU K 1.3
POBAHMIO [InanupoBaHue U opraHu3anus paboyero AHs pyKOBOJIUTENS U CEKpeTaps 2
paboyero BpeMeHHU P p P PYK perap IIK 1.4
IIpakTHYeckoe 3aHATHE 12 IIK 1.5
K 1.6
CoBpemeHHbIE METO/IbI IUTAHNPOBAHUSI pab04Yero BpeMeH! 4 OK 01
[1nanupoBanue paboyero JAHs ceKpeTaps. 4
p p pis peTap OK 02
[InanupoBanue padouero aHg pykoBoautens. CoriacoBaHue pexuma padoThl. OK 03
[InannpoBanue MEPONPUATHN, YTOUYHEHUE TTOPYICHUH.
4 OK 04
OK 05
OK 09
Koncynabrauun 2
Pasznea 4. JlokymeHTHPOBaHME U OPraHU3alUA PA00ThI ¢ KaAPOBBIMH JOKYMEHTAMHU
74
M/K 01.04. lokymMeHTaIlHOHHOE O0ecriedyeHue KaAPOBOH CIIYKObI
5 cemecmp
Tema 4.1. Coneprxanue 10
HopmaTuBHO-npaBoBoe | HopmaruBHbIE IpaBoBbie akThl Poccuiickoii ®enepanun B cdepe TPYIOBBIX OTHOLICHHUI.
eryJiipoBaHue . TIK 1.1
pery/iupoBaHu JlokasibHbIe HOPMATHUBHBIE AKTHI IO MEPCOHANY: 00s3aTeIbHbIE U HEOOsI3aTENbHbIE 2 K 1.2
TPYIOBbIX OTHOIIEHUM | (haKyIbTaTUBHEIC) K 1' 4
[Topsinok mpeacTaBieHus JOKYMEHTOB 110 IEPCOHANTY B FOCYAapCTBEHHBIE OPTaHbI 2 K 1.7
[Topsinok c6opa, 0OpabOTKH, U3MEHEHUS U YHHUTOKEHHUS IEPCOHATBHBIX JAHHBIX 5 K 1.8
PabOTHHUKOB. 1K 1.9
[Topsiok BeZieHHsI BOMHCKOTO y4eTa B OpraHu3alliu. OK 01
OK 02
ITopsinok BeneHus yuera pabodyero BpeMeH! paOOTHUKOB. OK 03
IIpakTu4eckue 3aHATHS
P cexme 3 OK 04
Odopmiienne 0TUETOB B rocyapcTBEHHbIE opranbl. OdopmiieHue coriacus Ha 00paboTKy 5 OK 05
MEePCOHANbHBIX JAHHBIX. OK 09

O(I)OpMJ'IeHI/Ie MmakeTa JOKyMCHTOB 110 BOUHCKOMY YUCTY.

Odopmiienue Tabenst yuera pabouero BpeMeHH.
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Tema 4.2. Copep:xanue 6
Kommiexc 10KyMeHTOB | [Jopsiok JOKyMEHTHPOBaHHs IpueMa Ha paGoty. CocTasienue otueros C3B. 2 K11
110 YCTAHOBJICHHIO K 1.2
TPYA0BBIX VYdeTHbIe TOKyMEHTHI TI0 IEPCOHAIY. 2 K 1.4
NpaBoOTHOWeHH i V3MeHeHne epCOHANBHBIX JAHHBIX PAOOTHUKOB 2 1K 1.7
IIpakTHyeckue 3aHATHA 10 MK 1.8
P MK 1.9
Odopmienue Tpya0BOTo T0TOBOPA. 2 OK 01
3anojgHeHne YHU(PUIMPOBAHHBIX (OPM MEPBUYHON YUETHONU JOKYMEHTAIIUH. 2 OK 02
Odopmnenue TpyJ0BON KHUKKH, TMYHOW KAPTOUKHU, TUYHOTO JIEINa. 2 OK 03
Cocrasienne otyera C3B-T/I. 2 OK 04
OK 05
CocraBnenue u ohopmIIeHHE TTpHKa3a 00 U3MEHEHUH TIEPCOHATBHBIX JAHHBIX PaOOTHHKA. 2 OK 09

Tema 4.3. Conep:kanue 10
Kommuiexe 10KyMeHTOB | [Topsimok JOKYMEHTHPOBAHHS [IEPeBO/ia paGOTHHKA HA JPYTyio paboTy. 2 HK 1.1
N0 IBMKEHUIO KAJIPOB IIK 1.2
[Topsiiok AOKYMEHTHUPOBAHUS KOMaHINPOBAHUS PAOOTHHUKOB. 2 K 1.4
ITopsnoK JOKyMEHTHPOBAHKS MPENOCTABIEHHS OTITYCKa PaOOTHHUKY. 2 1K 1.7
[Topsiiok AOKYMEHTHUPOBAHUS MOOIIPEHUS pAOOTHUKOB 2 gi jl_g
[Topsiiok JOKYMEHTHUPOBAHUS BRIHECEHUS JUCLUILTMHAPHBIX B3bICKAHUHN 2 OK 0'1
JlabopaTopHas padora 12 OK 02
3anonHeHne yHUGUIUPOBAHHBIX (POPM MEPBUYHON YUETHOU JOKYMEHTAIIUH. 2 OK 03
Odopmnenue nepeBoia pabOTHHUKA HA JPYTYIO padoTy. 2 OK 04
Odopmienue KOMaHIUPOBaHUS PAOOTHUKOB. 2 OK 05
OK 09

Odopmitenue mpeaocTaBiIeHUs OTIYCKa pabOTHHKY. 2

Odopmiienue noompeHns pabOTHUKOB. 2

Odopmitenue BbIHECEHUS TUCIMITIIMHAPHBIX B3bICKAHUH. 2

Tema 4.4. Conepxanue 2
Komnuieke 10kymeHnToB [opsnok JOKYyMEHTHPOBAaHHS YBOJIbHEHUS paOOTHUKOB. [Topsg0K MOArOTOBKY A€ MO 5 gi i ;

M0 PaCTOPKCHUIO

JIMYHOMY COCTaBY K IIEpCAavuC B apXHUB OPraHu3anuu
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TPYAOBBIX JlabopaTopHasi paGoras 8 1K 1.4
MpaBOOTHOMICH U 3anonHeHne yHU(UITUPOBAHHBIX ()OPM IMEPBHYHON YIETHOM JOKYMEHTAIIHH. 2 gg i;
Odopmiienue yBOJIbHEHUST PAOOTHUKOB. 2 K 1:9
3anoJIHeHHE pa3/ieNioB TPYAOBOM KHMKKU padoTHHKa. CocTaBnenue otuyetoB C3B. 2 OK 01
[ToaroroBka nuyHOTO Aena pabOTHUKA K TIEpeiade B apXuB. OK 02
OK 03
2 OK 04
OK 05
OK 09
Tema 4.5. Conep:xanue
Opranusauusi padoTbl | HomeHknatypa el KaapoBoii ciyxObl. TIopsioK MOIrOTOBKH, COCTABICHUS U O(OPMIICHHS. gg i ;
¢ KaIpoBLIMHU OpraHu3anroHHO-PaCTIOPSIIUTEIBHBIE TIOKYMEHTHI B KaIPOBOM CITy)KOe: K 1'4
JoKymeHTamu MIPUKa3bl IO OCHOBHOM JIEATENIHOCTH; CTIPaBKH, JOKJIaJAHbIe 3anucku. dopmupoBanue u MK 1:7
XpaHEHUE JIe. K 1.8
IIpakTHYeCKHe 3aHATHS 1IK'1.9
CocraBienue u opopmiIeHHE HOMEHKIIATYpPhI 1l KaJpOBOM CITY>KOBI. OK 01
OdopmiieHne opraHu3alluOHHO-PACIIOPSIUTENBHBIX JOKYMEHTOB. gi gi
OK 04
OK 05
OK 09
Koncyabrauuu 2
Y4yeOHas nmpakTuKa 72
4 cemecmp
Buas1 pador:
1. H3yueHue CTPYKTYpbl OpraHU3alMK — MECTa MPOXO0KAECHUS MPAKTUKH (J1ajiee — OpraHu3aluu) ¢ LeIbo 5
COCTaBJICHUS CXEMbI CTPYKTYPBl OpraHU3aLUH.
2. O3HaKOMJICHHE C MPABOBBIMHU (yUPEIUTEILHBIMU), TOKATbHBIMA HOPMAaTUBHBIMH aKTaAMH U PACTIOPSIIUTEILHBIMU 5

AOKYMCHTAMH OpraHu3alinuu.
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3. CocraBiieHue cnucKa HCTOYHUKOB KomIuiekToBanusi OP /] opranuszammu. 6
N3yuenne MHCTpYyKIIMHU 110 AEIONIPOU3BOACTBY OPTraHHU3ALINN. 6
5. 3HaKOMCTBO C MpaBWJIAMHU COCTABIICHHUS IPOEKTOB M 0(OPMIICHUS TOKYMEHTOB, MIOPSIKOM COTJIACOBAHUS U 5
MIOIITUCAHUS/yTBEPKACHUS JOKYMEHTOB B OPraHU3aIHH.
6. O3HaKOMJIEHHE C IPOTPAMMHBIMU CPEACTBaMU yu&Ta, XpaHeHHs, 00pabOTKH U MOMCKA JOKYMEHTOB, 5
WCTIOJb3yEMBIMHU B OpTraHU3aIlHH.
5 cemecmp
7. W3ydyeHue OCHOB M crielIU(UKHA padOTHI C JOKYMEHTAIIMEH B CUCTEME DIIEKTPOHHOTO JOKyMeHTooOopoTa (CO/I) 6
OpraHu3aliy.
8. MHcnomp3oBanne B paboTe TII00ANBHBIX M JJOKAJTBHBIX CETEH /IS MOTydeHHsI U XpaHEeHUsT MHPOpMaIun, oOMeHa 6
nH(popManuei. 3HaKOMCTBO € JOKYMEHTOOOOPOTOM OpraHU3aIliH.
9. Ucnonwzoanne CO/] B paboTe ¢ TOKyMEHTaMHU. 6
10. O6paboTka BHYTPEHHHX JOKYMEHTOB, 00pab0TKa M OTIPaBKa HCXOISAIINX JOKYMEHTOB, MPUEM U TIEpBUYHAS 5
00paboTKa BXOIAINX TOKYMEHTOB.
11. Peructpanus JOKYMEHTOB U MapIIPyTU3alUs JOKYMEHTONOTOKOB. KOHTPOJIb NCHIOIHEHUS TOKYMEHTOB. 6
12. UudopmarmonHo-cripaBoyHas ¥ MOMCKOBasi paboTa ¢ UCIOJIB30BAaHUEM CHCTEM yUYETa TOKYMEHTOB B 5
OpraHu3aIiu.
IIpousBoacTBeHHAs MPaKTHKA (MpeaycMOTPeHa HTOroBas (KOHIUEHTPHPOBAHHAS) MPAKTHKA). 72
5 cemecmp
Bunabi padort:
1. Odopmienue opraHu3alMOHHBIX, BHYTPEHHHUX (IIPUKA3bI, pACTIOPSHKEHHUS, JOBEPEHHOCTH, 3alMCKH, CIIPABKH,
aKThl, IPOTOKOJIBI U JIP.) U UCXOJAIIMX JOKYMEHTOB OPTaHU3aIMH C HCII0JIb30BAaHHMEM COBPEMEHHBIX 6
IPOrPaMMHO-TEXHUYECKUX CPEJICTB.
2. KoHTpoJib NpaBMIIBHOCTU COCTABIEHUS, O(POPMIICHUSI JOKYMEHTOB (PEKBU3HUTHI, 0COOEHHOCTH HAITMCAHUs
TEKCTOB, MHOIOCTPAaHUYHbIE JOKYMEHTHI), MOPSAJIKA U3/IaHUS JOKYMEHTOB (C y4ETOM CrIeHU(pHUKN CUCTEMbI 6
JIeTIOTIPOU3BOICTBA OPTaHU3ALIH).
3. KounctpynpoBanue 01aHKOB OpraHu3ally, CO3JaHue MAabJIOHOB TIOKYMEHTOB. OpraHu3anus TeKyIIero XxpaHeHus
6

AOKYMCHTOB. (I)OpMI/IPOBaHI/IC A€ B COOTBETCTBHUHU C HOMeHKHaTypOﬁ ACJI OpraHru3anuu.

IIK 1.1
K 1.2
K 1.3
I[IK 1.4
I[IK' 1.5
IIK 1.6

24




VYyactue B IpOBEIEHUH SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB CuctemaTu3aius J0KyMEHTOB IO CTPYKTYPHO -
XpOHOJIOTHYecKoMy npuHIHITy. OdopMmiieHne yI€THBIX JOKYMEHTOB OCTYIUICHUS M BHIOBITHS €.
O3HaKOMJIEHHE C YCTAaHOBJIEHHBIMU B OPraHU3AlMY [TpaBUJIaMU IIOJrOTOBKU JOKYMEHTOB K I1€peiaye B apXUB.
[TonroToBka JOKYMEHTOB K mepenade B apxuB. OdopmiieHue aei.

CocraBienue onuceid JOKyMeHTOB U Jiesl. CocTaBlieHUE aKTOB BblJauH, Iepeaun, YHUYTOKEHHUS JOKyMEHTOB.

3HAKOMCTBO C KaTErOpUSIMH U BUJAMU IOKYMEHTOB, 00pa3yIoLIUXCs B OpraHn3alliy, COJAePKaIINX
KoH(puaeHIManbHy0 HHPopMmaruto. Opranusaiys padoTsl 1o 00padoTKe TOKyMEHTOB OTPAaHUUYEHHOT0 JOCTYIA.

O3HakoOMJIEHHE C MPUMEHIEMBIMHU B OPraHU3allUK CPEACTBAMU KPUTITOTPAa(HH JIJIS 3aIIUThI SJEKTPOHHBIX
JOKYMEHTOB C MCIOJIb30BAHUEM CITEIIMATILHOTO TPOrpaMMHOTro obecriedeHus. BeimosHeHne paboT mo
00€CTIeUeHUIO 3aTUThI SJIEKTPOHHBIX JIOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

Opranuzanus paboTsl TpUEMHOH (30H MpuéMa MOCETUTENEN): perynpoBaHue MOTOKA MOCETUTENEH, TPUEM U
pEerucTpanys NOoCETUTENEN.

[TnanupoBanue paboyero AHA pyKOBOAUTENS U cekpeTaps. [1oAroToBka nenoBbIX BCTPEY U MEPETOBOPOB
pykoBouTens. PaboTta no o0ciykKMBaHUIO Pa3IMYHBIX TUIIOB COBEIIAHUMN U COOIOICHIE MPABUI UX MTOATOTOBKU
U IPOBEJICHHUSL.

10.

Benenue TeneoHHbIX neperoBopoB. @uibTpanus u nepeaapecanus 3BoHKOB. [Ipuém u nepenaua
TenedoHorpaMM, (pakcorpaMm, COOOIICHUH IO IEKTPOHHOU rmouTe. MHpopManmoHHoe oOecrieueHue
JESTENbHOCTH PyKOBOIUTE . O3HAKOMIICHHE C TIPaBHJIaMHU pabOThl ¢ KOH(UACHIIMAILHOW HHPOPMAIUEH
B OpTraHU3aIUH.

11.

PaboTa o 03HaKOMJIEHHIO ¢ COCTABOM M OCOOEHHOCTSIMH JAOKYMCHTOB OpraHu3aliuy, peryjinpyromux Tpya10BbIC
OTHOIICHUA (OpFaHI/I3aHI/IOHHO-paCHOpﬂI[I/ITeJ'ILHLIe AOKYMCHTBI, JOKYMCHTHI 110 JINYHOMY COCTaBY, pr,I[OBOﬁ
A0roBop, A0roBop o MaTepHaﬂLHOﬁ OTBCTCTBCHHOCTH U T.I[.).

12.

OdopmiteHne JOKYMEHTOB I10 JINYHOMY COCTaBY M UX KOIUH (Ipu HEOOXOUMOCTH). 3HAKOMCTBO C CUCTEMOM
YHU(UIUPOBAHHBIX (JOPM NMEPBUYHON YUETHOM TOKYMEHTAIMM OpraHU3alMy. 3anoaHeHne GopM NepBUYHOMN
yu€THOH oKkymMeHTanuu. PaboTa ¢ 3asgBIeHUsIMHU IO JINYHOMY COCTaBy, BeleHHE U 0(popMIIeHHE TPYJOBBIX
kHmxkek. Mcnonp3oBanue COJ1 mpu paboTe ¢ KaJpOBBIMU TOKYMEHTAMHU.

JK3aMeH 110 MOIYJII0

12

Bcero

608
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3. YCJI0OBUs PEAIM3ALIMU TPO®ECCUOHAJIBHOI'O MOAYJIA
3.1. s peajm3auMu nporpamMmMbl NpogecCHOHATBHOTO0 MOAYJS J0JAKHbI OBITH
Npe1yCMOTPEHbI CleAyIoIHe ClelHaIbHbIe TOMeleHH s

Kabunersr: JOKYMEHTALIMOHHOTO obOecrieueHusl  yNpaBJIeHMUS, OpraHu3anuu
CEKPETapCKOTO OOCTY)KMBAaHHSA, OCHAIIEHHBIE O0OpyIOBaHHMEM: padouyue CTOJI M CTYd IO
KOJIMYECTBY oOyuaroluxcs, pabouee MECTO IIPEnoaaBaress, CUCTEMbl XPAaHEHHUS €] B y4eOHOMN
KaHLETISPUM;, TEXHUUECKUMHU CpEACTBAMU OOYUEHHs: MEPCOHAJBHBIN KOMIIBIOTEp, MPHUHTED,
CKaHep, KONMPOBaJbHBIN ammapar uind MOY, npoekTop, MHTEpaKTUBHAS IPUCTABKA K JTIOCKE WU
MHTEPAaKTUBHAs JI0CKa,

Jlaboparopuu: OpraHuzalud paboOThl C JOKYMEHTaMH, CHCTEM DJIEKTPOHHOIO
JOKYMEHTOO0OpOoTa; y4yeOHasi KaHIENsApHs, OCHAIllEHHble OOOPYAOBAHHEM: IEPCOHAIBHBIN
KOMIIBIOTEP, MOJIBEMHO-TIOBOPOTHOE KPECIO MO KOJMYECTBY OOYyYarolIMXcs, PUHTEP, CKaHep,
KONMPOBAJBHBIA anmapaT, ¢akcuMuiabHbId anmapatr, MUHM ATC, MHOrogyHkuuoHaibHOE
ycrpoiictBo M@V  (mpuHTep, ckaHep, KOMNHp, CpPEIACTBA CBS3M), OyMaroyHHYTOXHUTEb
u OymaropesareiabHO€ YCTPOMCTBO, JAMMHATOpP, OpOLIOpaTop, KOHBEPTOBCKPHIBATEND,
KaHLIEJSIPCKUE MMedyaTh (OTTUCK MeyaTH) M LITaMIbl JUisi oOpaOOTKM JTOKYMEHTOB (OTMETKa
O TMOCTYIUIEHUH, OTMETKa O KOHTpOJIE), Majas KaHIEeNApHUs IO KOJMYECTBY OOydaroluxcs
B COOTBETCTBUU C HHPPACTPYKTYPHBIM JTUCTOM.

[IepconanbHbBIE KOMIIBIOTEPHI:

C JOCTYNOM K JIOKJIBHOW CETH Y4eOHOTO 3aBeACHHS, TJIOOATbHOW CETH HWHTEPHET,
CIPaBOYHO-IIPABOBOM CHCTEME, HJIEKTPOHHBIM OMOIMOTEUHBIM CUCTEMAM;

MporpaMMHOE OOecredeHHe: TEKCTOBBIM, TaOIWYHBIA peNakTop, MporpamMMma CO3JaHHus
npesenranuii, CYB]l, nepconanbHblii WHOOPMAITMOHHBIN MEHEKEP C (PYHKIHSIMHU MOYTOBOTO
kiaueHta 1 Groupware, CUCTEMa 3JIEKTPOHHOTO JAOKYMEHTOO00OpOTa, apXMBAaTOp, MPOrpamMMbl
CKaHUPOBAHMA M KOHBEPTHPOBAHMUS JOKYMEHTOB, IPOIPaMMBbl Il HOJTOTOBKH JOKYMEHTOB
K [Iepeiaye B apXuB.

3.2. UndopmannonHoe obecriedeHUe peasn3alu NporpamMmmbl

Jisa peanusanuu mporpaMMmbl OMOIHOTEUHBINH (OHI 00pa30BaTENIbLHON OpraHu3aluu
JOJIKEH UMETh TIe4aTHbIe 1/WIN 3JeKTPOHHbIE 00pa3oBaTeIbHbIe U HH()OPMALIMOHHBIE PECYPCHI,
JUIS MCTIOJIB30BaHMs B oOpa3oBaTenbHOM mporecce. [Ipu dopmuposannu 6ubnuoreunoro ponaa
o0pa3oBaTesIbHOM OpraHu3aluy BeIOMpaeTCd HE MEHee OJHOrO HM3JaHHs U3 MepeUHCICHHBIX
HUKE TI€YaTHBIX M3JIaHUN U (WJIM) BIIEKTPOHHBIX W3/IaHUN B KaueCcTBE OCHOBHOTO, MpPU 3TOM
CIUCOK MOXET OBITh JOTIOJIHEH HOBBIMU H3JaHUSIMH.

3.2.1. OcHOBHBIE NTeYaTHBIE U 3JIeKTPOHHbIE U3TaAHHUS

1. Abynamze JI. I'. JlokyMeHTalMOHHOE OOECIeUeHUE YIPABICHUS IMEPCOHATIOM:
y4eOHHK U MPaKTUKYM 7S cpeaHero npodeccuonansuoro obpasosanus / 1. I'. AGynanze, U. b.
Breimpsikkuna, B. M. Macnosa. — 2-e u3f., nepepad. u gon. — MockBa: U3natensctBo KOpaiit,
2022. — 370 c. — (Ilpodeccuonanproe oobpazoanue). — ISBN 978-5-534-15076-6. — Texkcr:
anexTponHbid // OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. CucteMsl 3J1eKTpOHHOTO JIOKyMEHT0000poTa: yyeOHoe mocodue
/ AntyxoBa H.®., JI3to6enko A.JL., JloceBa B.B., Ueunkos FO.b. — Mocksa: KnoPyc, 2022. —
201 c. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekcrt:
JJIEKTPOHHBIN.

3. Kopnee, 1. K. [lokymeHTanmoHHOe oOeCHEYeHHE YIpaBICHUS: YUYECOHHK U
MPAKTUKYM JUIsl cpefHero mpodeccuonansHoro obpaszoBanus / Y. K. Kopuees, A. B. Ilmenko,
B. A. Mamypues. — 2-e uza., nepepad. u gon. — Mocksa: U3garensctBo FOpaiit, 2022. — 384
c. — (ITpodeccuonansuoe oobpazosanue). — ISBN 978-5-534-05022-6. — TekcT: 2MeKTpOHHBIN
// OBC KOpaiit [caiit]. — URL.: https://urait.ru/bcode/472550.
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4. KacesiroBa, I'. 0. [lenonpousBoACTBO M Apyrue acnekThl paboThl cekperaps /
I'.1O. KacesiHOBa — 7-€ M311., mepepad. u mom. — Mocka: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. lonoTHUTEIbHbIE HCTOYHUKH

1. Aungpeea B.U. Jlenmompou3BOACTBO: oOpraHu3aiusi ©W BeICHHUE: Yy4eOHO-
npakTudeckoe mocodue / Aunpeesa B.M. — Mocksa: KaoPyc, 2020. — 294 c. — ISBN 978-5-
406-00580-4. — URL.: https://book.ru/book/934225. — TekcT : 31eKTPOHHBIIL.

2. AnzopoBa C.II. Opranuzanusi Tpyaa TOCYJapCTBEHHBIX M MYHUIMIAIbHBIX
ciyxamux : yaeonoe mocobue / C.I1. Anzoposa, C.I'. denopuykoBa. — Mocksa : UTHOPA-M,
2022. — 160 c. — (Bricmee oopazoBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - Tekcer :
anekTponubid. - URL: https://znanium.com/catalog/product/1151473. — Pexxum noctyma: 1o
IIOAIINCKE.

3. bynat P.E. [lokymenTanmonHoe obecrieueHre ynpaBieHus IepCOHAIOM: YI4eOHOe
nocoobue / P. E. bymar. — MockBa: UH®PA-M, 2019. — 234 c. + Jlon. maTrepuasl
[[DnexTponnsiii pecype]]. — (Bricmiee o6pa3osanue: bakamaBpuar). - ISBN 978-5-16-010318-
1. - Texct: asnmexkrpounsid. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JOCTYyTIA: 10 TIOJITHCKE.

4. I'yryeBa T.A. KonduaeHunaabHOe OeI0NPOU3BOACTBO: yueOHOe mocodue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gorn. — MockBa: UHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccroHaibHOe 00pazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrponusid. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum f0CTyma: 1Mo Mo IMUCKeE.

5. I'ycapoa M.H. OpranuzaiimoHHO-UH(POPMAIIMOHHOE W JIOKYMEHTAIIMOHHOE
obecrieueHne esTEILHOCTH PYKOBOAUTENS: yaeOHO-MeToaudeckoe mocooue / M. H. I'ycaposa,
C. B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcr : anexkTpoHHbIN // JIaHb :
aNIeKTpOHHO-O0MbmoTeunas cuctema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyTa: JUIsl aBTOPH3. TOJIb30BaTENIEH.

6. JenonpousBosctBo: yueOnuk / T.A. beikoBa, JIL.M. Bsnosa, FO.M. KykapuHa,
JI.B. Cankuna; mon obur. pexn. mom. T.A. beikoBoi. — 4-¢ m3a., nepepad. u mon. — Mocksa :
NH®D®PA-M, 2022. — 393 c. + Jlon. marepuansl [[DnexkTtpoHHbli pecypc]]. — (Bricmiee
obpasoBanue: bakamaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anextpounsid. - URL: https://znanium.com/catalog/product/1014190. — Pexum mocryma: 1o
MO/TIHCKE.

7. Hoponnna JI.A. JlokyMeHTallMOHHOE OOECTeueHue YIpaBlIeHUs: y4eOHUK U
MPaKTUKyM Juid cpenHero mpodeccuonanbHoro oobpaszoBanus / JILLA. Jloponuna, B. C.
HputukoBa. — Mocksa: M3znarensctBo HOpaiit, 2022. — 233 c. — (IIpodeccuonanshoe

obpazoBanue). — ISBN 978-5-534-05783-6. — Texkcrt: anektponnsiii // ObC KOpaiit [caiit]. —
URL.: https://urait.ru/bcode/473802.

8. KonduaennuanbHoe  IENONMPOU3BOJACTBO M 3alIMIICHHBIA  JIEKTPOHHBIH
nokymenrtoobopot: yuebnuk / H.H. Kynse, A.C. [émymkun, T.B. Kongpamosa, A.I.
®abpuynoB; nox oobul. pen. H.H. Kynsesa. - 2-e uzn., nepepad. u jorm. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas yHuBepcurerckas Oubmuoteka). - ISBN 978-5-98704-711-8. - Tekcr :
anekTponubid. - URL: https://znanium.com/catalog/product/1212394. — Pexum gocTyma: o
MIOJIITUCKE.

9. Kopueer M.K. Texuuueckue cpenctBa ympasieHusi: yueonuk / M.K. Kopnees,
I''H. Kcannonyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Bsicmee oOpazoBaHue:
bakanaspuat). - ISBN 978-5-16-003620-5. - Tekcr : osnektpoHHbii. - URL:

https://znanium.com/catalog/product/991843. — Pexxum tocTyma: 1Mo moJImucKe.
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10. Ky3nenos N.H. JlokyMeHTalMoHHOE obecnieueHue YIPaBICHUS.
JIOKyMEeHTOO0OPOT ¥ JEJONPOM3BOJACTBO:  YYEOHMK ¥ MPAKTUKYM Ui CPEIHErO
npogeccuonansHoro oopasosanus / . H. Ky3neunoB. — 3-e uzn., nepepad. u gon. — Mocksa:
WznatenbctBo FOpaiit, 2022. — 462 ¢. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-
534-04604-5. — Tekct : onekrponnwnii // OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

11. Ky3nenoB M.H. JlokymeHTallMOHHOE OOECHEYeHHE YIPABICHUS TEPCOHATIOM:
YU4eOHHK M MPAKTUKYM JUISL cpenHero npodeccuonanbsaoro oopasosanus / M. H. Ky3neno. —
Mocksa: UznatensctBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonanbuoe ob6pazoBanHue). —
ISBN 978-5-534-04451-5. — Tekcr : anekrponusid // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/444432.

12. Opranumzamusi  cekperapckoro obciayxmuBannn: JOYMK / B.B.Tlamaxos,
O. b. Hazapenko, [OnektponHoe yuebHoe wu3nanue]. — (CpemHee mpodeccHoHaIbHOE
oOpa3zoBaHue - Tekcr: AIIEKTPOHHBIH. - URL: https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptukyn uznanus: 601817641

13. [TaBnoBckass O.}O. IlpaBoBoe obecmeueHne KaapoBOTO JIEJIONPOU3BOJICTBA:
yaebnoe nocooue st By30B / O.}O. [TaBnoBckas. — Mocksa : U3znatensctBo IOpaiit, 2022. —
213 c¢. — (Bricmree oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anekrponuslii // 9BC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/476289.

14.  CocHoBas A. AccucteHT pykoBoauTend. Jlaiidxaku nmpodeccun: KHUTa-TPEHUHT /
A. CocHoBas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anextpounsiid. - URL: https://znanium.com/catalog/product/1817493. — Pexum mocryma: 1o
MOJIITHUCKE.

15. [MIvmoB O.B. CoBpeMeHHBbIE TEXHOJOTHMM M TEXHUYECKHUE CPEACTBA
nHpopmaruzaruu: yueonuk / O.B. llumo. — Mocksa : UHOPA-M, 2022. — 462 c. + [om.
Marepuaisl [[DnekrpoHHbIi pecype]]. — (Cpennee npodeccnonanpHoe oOpasoBanue). - ISBN
978-5-16-017112-8. - Tekcr : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1764799. — Pe;xum gocTyma: mo moImucKe.

16. [yBanoa H.H. OcHOBBI [en0MpOM3BOJCTBA: YYEOHWK M TMPAKTHKYM IS
cpennero mnpodeccuoHanpHoro obpaszoBanus / H.H. IllyBamosa, A.FO. MBaHoBa; mox oOmieit
penaknuerr H.H. lyBanoBoit. — 2-e u3n., mepepad. u mon. — Mocksa: M3narenscTBo FOpaiiT,
2022. — 428 c. — (IIpodeccuonanbroe oopazoanue). — ISBN 978-5-534-11014-2. — Tekcr:
anekTpounbiii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
MNPO®PECCHOHAJIBHOI'O MOAYJIA

Kon n nHammeHoBaHue
npodeccHoOHAIbHBIX U
001U X KOMIIETeH L,
(popMupyeMbIX B pamMkax
MOy st

Kpurepuu onenku

MeToabl OLIEHKH

[IK 1.1. OcymectBisTh
npuéM-nepenaqy
YIIPABJIEHYECKOU
MH(pOpPMAaLIUU C TTOMOILBIO
CpeACTB
MH(OPMALMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTUH.

[Tonydenue He0OX0 MO
UHPOpMALIUY U TIepeaaya
CaHKIIMOHMPOBAHHOMN
uH(pOpMaIUU C
HCII0JIb30BAHUEM CPEJICTB
MH(OPMALMOHHBIX U
KOMMYHUKaIIMOHHBIX
TEXHOJIOTUI

KOHTpOJIb BBITIOTHEHUS
IIPaKTUYECKUX 3aJaHUN.
YCTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHU.
AHanu3 ¥ OlIeHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[TpoBepouHbie pabOTHI IO
KON TeMe.

ATTectanus 1no
MIPOU3BOJACTBEHHOMN
MIPaKTHKE.

[IK 1.2. KoopaunupoBaTh
paboTy mpueMHOI
PYKOBOJIUTENS, 30H
MpueMa pa3InyHbIX
KaTeropuii moceTuTenen
OpraHu3aIuy.

Koopnaunanus paboTsl
MPUEMHON PYKOBOJUTENS U
30H IIpUEMa pa3IM4YHbIX
KaTeropuil moceTuTenen
OpraHu3anuu

KoHTpoJb BBIMOTHEHUS
MPAKTUYECKHUX 3aJaHUM.
YCTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.
AHaJIN3 U OLIEHKA PELICHUI
MPOOJIEMHBIX CUTYAIHH.
[IpoBepouHbie pabOTHI TIO
KaXJIOU TEME.

ATTecTanys mo
MIPOU3BOJCTBEHHOMN
IIPaKTHUKE.

IIK 1.3. Baagets
HaBBIKAMU TUTAHUPOBAHUS
pabouero BpeMeHHU
PYKOBOJUTEIS U
cekpeTaps.

[TnanupoBanue pabouero
BPEMEHH PYKOBOJUTENS U
paboyero nHs cekpeTaps

KoHTpo:b BbINOIHEHUS
MPAKTHYECKUX 3aaHUH.

VY CTHBINM WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUH.
AHanu3 1 olleHKa peleHuit
MPOOJIEMHBIX CUTYaIUH.
[TpoBepounbie pabOTHI IO
KaXXIIOU TEME.

ATtTecTanys mo
MIPOU3BOJCTBEHHOMN
MIpaKTHUKe.

IIK 1.4. OcymecTBisATh
MOATOTOBKY JI€JIOBBIX
MIOE€3JJ0K PYKOBOJUTEIS U
JOPYTUX COTPYAHUKOB
OpraHH3aIiHy.

Opranu3anus AeI0BbIX
HI0€3/I0K PYKOBOIUTEJIS
U IPYTUX COTPYTHUKOB
OpraHu3aIuu

KoHTpo1b BBINIOJIHEHUS
MIPaKTUYECKUX 3aJaHUN.

YCTHBIN UM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUMN.

AHanu3 1 OLeHKa peleHU I
pOOJIEMHBIX CUTYaLUH.
[TpoBepouHslie pabOTHI O
KaKJI0ON Teme.
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ATtTecrauus 1no
IIPOU3BOJACTBEHHON
IIPAKTHKE.

IIK 1.5. Branets
crioco0amu OpraHu3annuu
pabodero mpoCcTpaHCTBA
MIpUEMHOMN U KabuHeTa
PYKOBOIUTEIIS.

Opranu3zanus 1 nojjaepxaHue
(GyHKIIMOHAIBHOTO pabovero
IPOCTpPaHCTBA

KoHTpo:1b BBINIOJIHEHUS
IIPaKTUYECKUX 3aJaHUN.
YCTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.
AHanu3 ¥ OlleHKa peleHui
IpOOJIEMHBIX CUTYaIUH.
[TpoBepouHbie pabOTHI IO
KON Teme.

ATTecranus 1o
MPOU3BOJACTBEHHOMN
MPaKTHKE.

[IK 1.6.

OcymiecTBidTh paboTy Mo
IIOATOTOBKE N

Opranu3zanusi oJaroTOBKHA U
MPOBEICHUE BHYTPCHHUX U
BHEITHUX KOH(EPEHTHBIX
MEpOTIPHUATHH, O0ecTieUeHIE

KoHTpoJb BBIMOTHEHUS
MPAKTUYECKUX 3aJaHUM.

YCTHBIN WM TECTOBBINA KOHTPOJIb

MIPOBEJICHUIO
KOH(EPEHTHBIX UH(POPMAITMOHHOTO TEOPETUYECKUX 3HAHUH.
MEPOTIPUSATHIA, B3aUMO/ICHCTBUS AHanw3 U OLEHKa PEIIEHUH
obecnieunBaTh PYKOBOJIUTES C pOOJIEMHBIX CUTYaIUH.
MH(OPMAIIMOHHOE TO/IPA3ICTICHASIMA 1 [IpoBepoYHbIe paGOTHI MO
B3aMOJEHCTBUE JOJDKHOCTHBIMHU JIMIIaMU KaXIOU TEME.
PYKOBOJIUTEIIS C OpraHu3alnH. AtTecTanusi o
noApa3ACICHUAMU U MPOU3BOJACTBEHHOM
JOJIKHOCTHBIMU JIULIAMHU IPaKTHKe.
OpraHu3aIiy.
K 1.7. Odopmnenue KonTposb BBITIOJTHEHUSI
OdopMIATH OpraHU3alMOHHO- MPAKTHYECKUX 3aaHUH.
OpraHu3aIlMOHHO- pacopsANTEIbHBIX VYCTHBINM WM TECTOBBIM KOHTPOJIb
pacnopsIuTENbHbBIE AOKYMCHTOB 1 OpraHu3alns TEOPETUYECKUX 3HAHUU.
JOKYMEHTBI U pa6OTBI C HUMH, B TOM YHCJIC C AHamz W OIICHKA peI_HeHI/Iﬁ
OpraHH30BbIBATH paboTy ¢ | MCIOJIL30BAHHEM IPOOIIEMHBIX CUTYAIHIA.
ABTOMATH3UPOBAHHBIX CHCTEM

HUMH, B TOM HHCIIC € p [IpoBepouHbIe paboTel 10
HCIOJIb30BaHUEM KaKIIOH TeMe.
aBTOMATHU3UPOBAHHBIX

ATtTecTanus o
CHCTEM. .

MIPOU3BOICTBEHHON

MIPAKTHKE.
IIK 1.8. Odopmnenue nokymeHToB no | Konrtpois BBITIOJIHEHUS

OdopmIATE TOKyMEHTHI
10 INYHOMY COCTaBY U
OpraHu30BBIBATH PAbOTY C
HUMH, B TOM YHCJIE C
HCII0JIb30BAHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

JINYHOMY COCTaBYy U
opraHusanusa pa6OTH C HUMHU,
B TOM YHCJIC C
HCIIOJIb30BAHHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

MIPaKTUYECKUX 3aJaHUN.
YCTHBIN UM TECTOBBI KOHTPOJIb
TEOPETUYECKUX 3HAHUMN.

AHanu3 Y OLEHKa penieHui
MPOOJIEMHBIX CUTYaIUH.
[IpoBepouHsbie paboTsI 1 (6)
KaXJI0M TeMe.

ATtTecTanus o
MIPOU3BOJCTBEHHOMN

MIpaKTHUKe.
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IIK 1.9.

OpranuzoBbIBaTh TEKYILEE
XpaHEeHUe TOKyMEHTOB,
00paboTKy 1ern Jyis
OTIEPaTUBHOTO U
apXWBHOTO XpaHEHMUSI, B
TOM YHCIIE C

Opranuzanys TeKyIero
XpaHEHHUs1 JOKYMEHTOB,
obOpaboTka gen as
OTIEPaTUBHOTO U apXUBHOTO
XpaHEHUs1, B TOM YHUCIIE C
UCTIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM

KoHTpo:1b BBINIOJIHEHUS
IIPaKTUYECKUX 3aJaHUN.

YCTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 ¥ OlleHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[TpoBepouHbie pabOTHI IO

HCII0JIb30BAHUEM KaXIOH TeMe.
aBTOMATU3UPOBAHHBIX
ATtTecranus 1no
CHCTEM. .
IIPOU3BOJICTBEHHON
MPaKTHKE.
Br160p crniocoba pemenust KoHTpo:b BbINOJIHEHUS
3a/1a4 po¢ecCUOHaNbHON MPAKTUYECKUX 3aaHUH.
OK01. ACATCIIBHOCTH IPUMEHUTCIIBHO | VCTHBINM UM TECTOBBIA KOHTPOJIb

Br16upaTh cioco0Ob1
pereHus 3a1a4
npodhecCuoHaTBHOM
JEeSATEIbHOCTH
MPHUMCECHUTECIIBHO K
Pa3IMYHBIM KOHTCKCTaM,

K pa3JIMYHbIM KOHTCKCTaM

TEOPETUYECKUX 3HAHU.
AHanu3 ¥ OlleHKa peneHui
pOOJIEMHBIX CUTYaIUH.
[TpoBepounbie pabOTHI IO
KaXXIION TEME.

ATTecranus 1mo
MPOU3BOJACTBEHHOMN
IIPaKTHUKE.

OK 02.

Hcnonw3oBarh
COBpPEMEHHBIE CPEJICTBA
MOVCKA, aHAJIN3a U
WHTEPIpPETAIIHH
nHpopManuu, u
UH(POPMAIIMOHHEIE
TEXHOJIOTUH IS
BBITIOJTHCHUS 3144

Hcronp30BaHne COBPEMEHHBIX
Cpe/CTBa NOMCKA, aHAIHM3a U
UHTEpIpETANN HHPOPMAIUH,
Y FCTIOJIb30BaHHE
nH(})OpPMaITMOHHBIX
TEXHOJIOTUH TSI BBITIOJTHEHUS
3a1a4 NpopecCuoHaIbHOM
JeSITeITbHOCTH.

KoHTpoJb BBIMOTHEHUS
MPAKTUYECKUX 3aJaHUM.

YCTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHaJIN3 U OLIEHKA PELICHUI
pOOJIEMHBIX CUTYaIUH.

[TpoBepouHbie pabOTHI TIO
KaXIIOU TEME.

ATTecTanys mo

npodeccruoHaIbHON .
MIPOU3BOJICTBEHHON
NesITeNIbHOCTH;
MIPaKTHKE.
OK 04. BsaumoneiictBue u pabora B KoHTpoJib BbINOJTHEHUS
D deKTHBHO KOJUIEKTUBE U KOMaH/Ie MPAKTHYECKUX 3aaHUN.

B3aMMOJICHCTBOBATh U
pa6OTaTI> B KOJIZICKTHUBC U
KOMAHJEC,

VYCTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OLEHKa peleHui
MPOOJIEMHBIX CUTYaIUH.
[TpoBepounsie pabOTHI IO
KaXJ0U TeEMeE.

ATtTecranus 1no
IIPOU3BOJACTBEHHOMN

MIpaKTHUKe.

OK 05.

OcymiecTBIATh YCTHYIO U
MUCHMEHHYIO
KOMMYHHKAIIHIO Ha

OcymiecTBieHnE YyCTHON U
NUCbMEHHOW KOMMYHUKALIUU
Ha roCyIapCTBEHHOM SI3bIKE
Poccutickoit denepanuu ¢

KoHTpo:1b BBINIOJIHEHUS
MIPAKTUYECKUX 3aJaHUN.
YCTHBIN UM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
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roCy/lapCTBEHHOM $I3bIKE
Poccuiickoit ®eneparuu ¢
y4eToM 0coOeHHOCTEH
COLIMAIIBHOTO U
KYJIBTYPHOI'O KOHTEKCTa

y4eTOM 0COOEHHOCTEH
COILMAIBHOTO U KYJIbTYPHOTO
KOHTEKCTa

AHanu3 1 OLleHKa peleHU
IpOOJIEMHBIX CUTYalUH.
[TpoBepounsie pabOTHI IO
KaKJIOM Teme.

ATTecranus 1no
IIPOU3BOJACTBEHHOMN
IIPAKTHKE.

OK 09.

[Tosp30BaTbCs
npodeccnoHaIBHO N
JOKYMEHTalMen Ha
roCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Hcnons3zoBanue
npodeccrnoHaIbHO M
JOKYMCHTAIlMU HaA
TOCYJAapCTBEHHOM M
HHOCTPAaHHOM A3bIKax

KoHTpoJ1b BBINOSTHEHUS
IIPAaKTUYECKUX 3aJaHUM.

Y CTHBIN WM TECTOBBIA KOHTPOJIb

TEOPETUYECKUX 3HAHUU.
AHanu3 ¥ OlleHKa peleHui
NpOOJIEMHBIX CUTYaIUH.
[TpoBepouHbie pabOTHI IO
KaXKJION Teme.

ATtTecranus 1o
MIPOU3BOJACTBEHHOMN
MIpaKTHKeE.
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