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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

«IIM.01 OCYINECTBJIEHUE OPTAHU3ALIMOHHOI'O

N JOKYMEHTAIOMOHHOI'O OBECIIEYEHUA AEATEJIBHOCTHU OPI'AHU3ALIUN»

1.1. Heap u niiaHupyemble pe3yJibTAThl 0CBOEHUsI NPO¢ecCHOHATBHOT0 MOAYJIA

B pesynpraTe u3ydyenus mnpohecCHOHATBLHOTO MOJIYJIA OOYYaroOUIUiiCs JTOJIKEH OCBOUTH
ocHOBHOIl Bua gesrensHoctu «OcyliecTBIEHHE OpPraHU3allMOHHOTO M JOKYMEHTAllMOHHOTO
obecrnieueHus JesITeIbHOCTH OPraHUu3allii» U COOTBETCTBYIOLIUE eMy OOIIie U NMpoQeccCuOHANbHbIE

KOMIICTCHI U

1.1.1. [lepedenp OOIIMX KOMITETCHITHI

Kon HanMeHoBanue 00X KOMIETECHIIHHA

OK 01 Bri6upath ciocoObl perienus 3a1a4 npoecCuOHAIBHON 1eATeIbHOCTH
MPUMEHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM.

OK 02 Hcnonb30BaTh COBPEMEHHBIE CPECTBA ITIOMCKA, aHAIIM3Aa U HHTEPIIPETALIUN
uHpOpMaLrH, 1 THPOPMALMOHHBIE TEXHOJIOTHH ISl BBITTOJHEHHS 33124
pohecCuOHATIbHON e TENbHOCTH.

OK 04 O¢ddexTuBHO B3auMOICHCTBOBATh U PabOTATh B KOJUIEKTHBE U KOMaH/IE.

OK 05 OcCy1IecTBIATh YCTHYIO U MUCBMEHHYI0O KOMMYHHUKAIUIO HA TOCYJapCTBEHHOM
A3BIKE
Poccuiickoit @denepanuu ¢ yueToM 0COOEHHOCTENW COLIMATIBHOTO U KYJIbTYPHOI'O
KOHTEKCTA.

OK 09 [Tonp30BaThCst MPOQPECCHOHANBHON TOKYMEHTALMEH Ha TOCYIapCTBEHHOM U
WHOCTPaHHOM SI3bIKaX.

1.1.2. Ilepeuens npodeccuoHanbHbIX KOMIETCHIUN

Kon ‘ HanmenoBaHue BUAOB AeATEILHOCTH H PO ECCHOHATBHBIX KOMIIETEHIIUI

BA1 OcyuiecTB/IeHHEe OPraHU3AMOHHOI0 U JOKYMEHTAIIMOHHOT0 00ecrevyeHust
AeATeTbHOCTH OPraHU3aluK

IIK 1.1. | OcyuiecTBiasaTs NpuéM-niepeiady yrnpaBieHUeCKONH HHPOPMAIIUH C TOMOIBIO
CPEICTB
MH(POPMAIIMOHHBIX 1 KOMMYHUKALMOHHBIX TEXHOJIOTUH.

IIK 1.2. | KoopauHupoBaTh paboTy NPUEMHON PYKOBOJHUTENS, 30H MIPHEMa Pa3INUHbIX
KaTeroOpuil IIOCETUTEIIEH OpraHUu3aLuy.

IIK 1.3. | Braaets HaBbIKaMU IJIAHUPOBAHUS Pab0vYero BpeMEHN PYKOBOIUTENISI U CEKpETapsl.

IIK 1.4. | OcymecTBiIsATh NOArOTOBKY JEIOBBIX MOE3A0K PYKOBOJUTENS U IPYTHUX
COTPYIHUKOB
OpraHu3alyHu.

IIK 1.5. | Bragets cnocobamu opranu3anyu pabo4yero npocTpaHcTBa MPUEMHON U KaOuHeTa
PYKOBOIUTEIS.

IIK 1.6. | OcyuiecTBisaTh pabOTy MO MOATOTOBKE U IPOBEACHUIO KOHPEPEHTHBIX
MEpONpUATHIA, 0OecrieunBaTh HH(POPMAIIMOHHOE B3aUMOJIEHCTBHE PYKOBOJUTENS C
MOAPA3ACIICHASIMU U TIOJPKHOCTHBIMU JIMIIAMY OPTaHU3ALUN.




IIK 1.7.

O(bOpMHHTB OpTraHHU3alluOHHO-PACTIOPAANUTCIIBHBIC JOKYMCHTBI U OPTraHU30BbIBATH
pa60Ty C HUMH, B TOM YHCJIC C UCIIOJIb30BAHUEM aBTOMATU3WPOBAHHBIX CUCTCM.

MK 1.8. | OpopmasTh TOKYMEHTHI 110 JINYHOMY COCTaBY M OPTraHU30BLIBATh padOTy ¢ HUMH, B
TOM YHUCJIE C UCTIOJIB30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
IIK 1.9. | Opranu3oBsIBaTh TEKYyIIEEC XPAaHEHUE TOKYMEHTOB, 00pa0OTKY JeJ JJIs

OIICPAaTUBHOI'O U ApXHWBHOI'O XpaHCHH, B TOM YHCJIC C UCIIOJIb3OBAHHUEM
ABTOMAaTU3HWPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbpTaTe ocBoeHHS MPO(HECCHOHATLHOTO MOIYJIS O0YJArOIITHICS JOJIKEH:

Bnanets
HaBBIKAMH

[Tonmyuenus HeoOXoaMMON HHPOPMALIUU U NTEpeaud CAaHKLIMOHUPOBAHHON
MHGOpMaLUU C UCHOIb30BAHUEM CPEJICTB MH()OPMAIIMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTHH.

Koopannanuu paboTel IpuEMHON PyKOBOJUTENS U 30H IPpUEMA pa3IMUHbIX
KaTeropuil moceTuresiel opraHu3aluu.

[TmanupoBanust pabouero BpeMeHH PyKOBOIUTENS B pabouero THS ceKpeTapsi.
OpraHu3anuy J1e10BbIX 0€310K PYKOBOJUTENS U APYTUX COTPYAHUKOB
OpraHu3aIMH.

Opranuzauuu U nojjaepxanus pyHKIHOHAIBHOTO pabo4yero npocTpaHCTBa.
Opranu3anuu NOArOTOBKY U MTPOBEACHUS KOH(DEPEHTHBIX MEPOIIPUATHH,
obecrieyeHrss UHPOPMALIMOHHOTO B3aUMOIEHCTBHSI PYKOBOJIUTEIIS C
MOJIPA3/IeIEHUSAMH U JOJDKHOCTHBIMU JIMIIAMU OPTaHU3aLHH.

OdopmiteHHs OpraHU3alMOHHO-PACTIOPIUTEIBHBIX JOKYMEHTOB U
opranm3anvun pa6OTBI C HUMH, B TOM YUCJIC C UCIIOJb30BAHUEM
ABTOMATU3WPOBAHHBIX CUCTCM.

OdopmiieHust TOKYMEHTOB 10 JINYHOMY COCTaBYy M OpraHU3alMy paboThl ¢
HUMH, B TOM YUCJIC C UCIIOJIb30BAHUECM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3anuu TeKyIero XxpaHeHus T0KyMEeHTOB, 00paOOTKHU e IS
OIIEpaTUBHOT'O U APXUBHOI'O XPaHEHHUs, B TOM YHUCIIE C UCIIOIb30BAHUEM
aBTOMATHU3HPOBAaHHBIX CUCTEM.

VYMmern

OpPraHHU30BbIBATH paboyee MECTO B COOTBETCTBUH C TPEOOBAHUSIMU SPIrOHOMUKHU
U KyJbTYpHI TPYAQ;

obecrieunBaTh paboyee MeCTo U (PyHKIIMOHAIbHOE paboyee IPOCTPaHCTBO
HEOO0XOIMMBIMU CPEACTBAMH OPraHU3allMOHHON TEXHUKU, MEOEIbIO U
KaHLEJSIPCKUMU TPUHAIIIEKHOCTIMU;

MOJIIEP>)KUBATh CPEICTBA OPraHU3AIMOHHON TEXHUKH B pab0YeM COCTOSIHUU;

MIPUMEHATH B paboTe cpeAcTBa HHDOPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA;

WCIIOJIb30BaTh CPECTBA MHPOPMAIMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH JIJIs TOJTy4YeHUs | nepenadr HHQOopMaIny;

YCTaHABJIUBATh U MOJAEPKUBATh KOMMYHHKAIIMH B TIPOLIECCE JETOBOTO

0OIIEeHHUs ¢ TIOMOIIBIO CPEJICTB MHPOPMAITMOHHBIX 1 KOMMYHHUKAITMOHHBIX
TEXHOJIOTHIA;




OCYIIECTBISATH COOp, 00pabOTKy HHPOPMAINH, CUCTEMATH3AIUIO TTOTyYaeMBbIX
Y TIEpeIaBaEMbIX JIAHHBIX;

OCYIIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUUBOCTH
JaHHBIX, UCKITIOUeHHE TyOaupoBaHusi HHGOpMaIuy;

CTIIQXKUBaTh KOH(DIUKTHBIC U CIIOKHBIE CUTYAI[UU MEKITUIHOCTHOTO
B3aHMOJCHCTBUS;

COOJIIOAATh STUKET U OCHOBBI MEXKTYHAPOIHOTO MPOTOKOJIA;
obecrnieunBaTh HH(HOPMAIMOHHYIO 0€30IaCHOCTH JCATEILHOCTH OPTaHU3AIIHH;
BECTH U HCIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpPraHU3alNu;

BECTHU YUETHBIC PETUCTPAIMOHHBIE (JOPMBI, UCTIONH30BATh MX IS
nH()OPMAIIMOHHON PAOOTHI ¥ PaOOTHI IO KOHTPOJIIO UCTIOTHEHHUSI IOPYUCHHIA,

BCTpEYaTh NOCETUTENEH, OTy4aTh NEPBUYHYI0 MHOOPMALMIO O IIOCETUTEIIAX,
yCTaHaBJIMBATh MOPSIOK MPUEMA IS pa3IMUHbIX KATErOpuid moceTuTenen
IIPUHUMATh MEPHI I10 COXPAHEHUIO KOH(UIeHIIMANbHOM nHpOpMaLUU B X0/1e
npuéma MoCETUTENEH;

BECTH YUETHBIC PETUCTPALIIOHHBIE (POPMBI 110 MPUEMY ITOCETUTENIEH U
o(opMIIATH MTPOIYCKa;

OCYIIECTBIATh IPUEM, IIEpejady U OTIPABKY TOKYMEHTOB;

OpPraHu30BBIBaTh U OPOHHUPOBATH IEPETOBOPHBIE KOMHATHI,

CepBUPOBATH YaifHbIe (KOQEHHbIE) CTONBI B OHCE;

BBIOMpPATH (OPMBI TNTAHUPOBAHUS M 0(OPMIIATH TIAHUPOBIIUK (OpraHansep)
PYKOBOAMTEIS I CEKPETApS;

YCTaHaBJIMBATh LECIU, OIPCACIATL IPUOPUTETHOCTD U O‘IGpéI{HOCTB
BBITIOJTHEHUS pa0oT U 3PPEKTUBHO pacnpeensTh padouee Bpems;

COTJIACOBBIBATh BCTPEUH U MEPOIPHUATHS U BHOCUTH HHPOPMAIIHIO B
TUTAHUPOBIIMK (OpraHaiizep);

MH(OPMHUPOBATH PYKOBOJUTENS O MPUOIMKEHUN BPEMEHH U PETJIaMEeHTe
3aIUIAHUPOBAHHBIX BCTPEY U MEPOIIPUATHH;

BBI6I/IpaTB ONTUMAJIbHBIE CLIOCOOBI BHEIIIHETO U BHYTPCHHCTO PIH(l)OpMI/IpOBaHI/IH
O INTAHUPYCMBIX MCPONPUATHUAX

COCTaBJIATh U OOPMIISTH JOKYMEHTHI IS JEJIOBBIX MOE3/10K;
OCYLIECTBIIATH TPEBEN-IIOIAEPIKKY IETOBBIX MTOE30K;
COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MEPONPUATHI U (HOPMUPOBATH IPOTPAMMY JIETIOBON MOE3KH;
MCIOJIb30BATh CPEICTBA HH(POPMAITMOHHBIX U KOMMYHHKAIIHOHHBIX

TEXHOJIOTUH 7151 o0ecTieueHus: B3aUMOACHCTBUSI C PYKOBOJUTEIIEM BO BpeMs
€ro JAeJI0BOU MOE3/IKH;

o(hopMIIATH OTUETHBIE TOKYMEHTHI O JIEJIOBOM MOE3/IKE.

OpPraHU30BBIBATH MPOLIECC MTOJATOTOBKH U MPOBEIeHNE KOH(PEPEHTHOTO
MEpPOIPUATHS UHIMBUYaJIbHO U B COCTaBe paboueil rpymibl;
JOKYMEHTUPOBATh Pa3HbIE 3TAIbI IPOLIETYPhI IOATOTOBKH U IPOBEIECHUS
KOH(EPEHTHOTO MEPOIIPUATHS;




COCTaBJISTh MPOCKTHI OPTraHU3AIMOHHBIX, PACTIOPSTUTENBHBIX U
MH()OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB, B TOM YHCIIE JIOKYMEHTOB,
coJiepKaux KOHPUICHIHMATHLHY0 HHPOPMAIIHIO;

ohopMIIATh OpraHU3alMOHHO-PACTIOPSIUTEIbHBIC TOKYMEHTHI (OPUTHHAIIBI U
KOITHH);

CKaHUPOBATh, KOMUPOBATh M KOHBEPTUPOBAThH JOKYMEHTHI B PA3INYHBIC
¢bopmarsr,

OCYIIECTBIISITH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBHUE IPABHIIAM
JIeTIOTIPOU3BOICTBA;

MPUHUMATH U TIPOBOJIUTH IEPBUUHYIO 00PaOOTKY BXOISAIINX JOKYMEHTOB;

MIPOBOJIUTH MPEABAPUTEIHHOE PACCMOTPEHHUE BXOAIINX U BHYTPEHHUX
JIOKYMEHTOB;

PEruCcTprupoOBaATb BXOJAIINUEC, UCXOAINNC U BHYTPCHHUC JOKYMCHTHI,

KOHTPOJIMPOBATh MAPHIPYTH3AINIO JOKYMEHTOIIOTOKOB B OpraHU3alluu
(cormacoBanue, MOJANUCAHUE, YTBEPKICHUE, PETUCTPALIUS, 03HAKOMIICHUE U
WCIIOJTHEHUE TOKYMEHTOB);

OCYIIECTBIISITH CPOKOBBIH KOHTPOJIb HCIIOJTHEHHS IOKYMEHTOB;
OCYIIECTBIATh 00pa0OTKY U OTIPABKY UCXOASIIUX TOKYMEHTOB;

COCTaBJIATh OTYETHI M AaHATUTUYECKHE CIIPaBKH 00 HCIIOJTHEHUH JJOKYMEHTOB;
BECTH WH(OPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;

OCYIIECTBIISATh PabOTy C OPraHU3aLUOHHO-PACTIOPSAUTEIIBHBIMUA TOKYMEHTAMU
B aBTOMAaTU3UPOBAHHBIX CHCTEMAX;

o0ecrneunBaTh COXPaHHOCTh NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB;

OpPraHnu30BLIBATH )IOKYMCHTOO60p0T o NpeACTAaBJICHUIO JOKYMCHTOB I10
NepcoHaly B roCy1apCTBCHHBIC OPIraHbI;

OpPraHU30BbBIBATh JOKYMEHTOOOOPOT MO YUETY U ABMKEHUIO pAOOTHUKOB;
BECTH BOMHCKHH yuéT paOOTHUKOB,;
BECTH yu&€T pabouero BpeMeH! pabOTHUKOB;

oG OpMIIATH OpraHU3aMOHHO-PACIIOPATUTENIbHBIE JOKYMEHTHI 110 JIMYHOMY
COCTaBy;

BECTH PETUCTPAIIMIO, YUET, OTMIEPATUBHOE XPAHEHHUE JIOKYMEHTOB IO THYHOMY
COCTaBy;

BECTH JTOKYMEHTALMIO, IOATBEPKIAIOLLYI0 CBEACHUS O TPYIOBOU JEATEIBHOCTH
U TPYJIOBOM CTa)ke pabOTHUKOB,;

(hopMHUpPOBATH JIMYHBIE JIe]a paOOTHUKOB;
oopMIIATH JeNia T0 TUYHOMY COCTaBY ISl IEpejavul B apXUB OpraHU3aIUy;

paboTaTh CO CrenuaIn3upOBaHHBIMU HH(HOPMAITMOHHBIMA CUCTEMAMH H
0a3aMu JaHHBIX 110 BEJICHUIO YUETA U IBYKCHHUIO PAOOTHUKOB;

pa3pa6aTBIBaTB HOMCHKIJIATYpY ACJI OpTraHU3allnN,

MIPOBEPSITH MPABMIHLHOCTH 0()OPMIICHHS TOKYMEHTOB U OTMETKH 00 MX
WCTIOTHEHUH Tiepel uX (OPMUPOBAHUEM B JIEJIO IS TIOCIEIYIOIIETO XPaHECHHUS;




(dhopMupOBaTh JeNa, KOHTPOJIUPOBATH MIPABUIIBHOE H CBOEBPEMEHHOE
pacrpeiesieHre U MOAMINUBKY JTOKYMEHTOB B JieJia B COOTBETCTBHH C
HOMEHKJIATy PO JIelT;

MIPOBEPSATH CPOKU XPAHEHUS TOKYMEHTOB, COCTABIISATH MPOTOKOI pabOTHI
HKCIIEPTHON KOMHUCCHH IO MOATOTOBKE JOKYMEHTOB K IEepejaue B apXUB;
COCTAaBJIAATH AKT O BBIACIICHHUU K YHUYTOXKCHHUIO NOKYMCHTOB, HC ITOAJICIKAIINX
XPaHEHHUIO;

COCTaBJISTh KT 00 YHUYTOKEHUH JOKYMEHTOB;

OCYIIECTBIISTH MOJIHOE WM YaCTHYHOE O(POPMIICHHE JETT BPEMEHHOTO,
MMOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAaHEHUS,

COCTaBJISITh OIKCH JIeNl CTPYKTYPHBIX MOAPA3AICHHI OCTOSHHOTO,
JOJICOBPEMEHHOTO CPOKOB XpaHEHUs JJIs Iepejauu JIeJ B apXUB OpPraHU3alUU.

3HaTh HOpPMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
WH(POPMAIIMOHHBIX 1 KOMMYHHUKAITMOHHBIX TEXHOJIOTUH, O 3aIUTE
nHpopManuu, HHOOPMAITMOHHOM 0€30ITaCHOCTH, TI0 paboTe ¢ 0OpaICHUIMHA
rpak[iaH, 0 OPraHU3alluK JICJIOBOU TIOE3/IKH, B chepe AeTONPOU3BOICTBA U
aApXUBHOTO JIeNa, B chepe peryIupoBaHus TPYIOBBIX OTHOIIICHUI;

JIOKAJIbHBIC HOPMATUBHBIC AKThI, PCTJIAMCHTHUPYIOIIUC ACATCIIbHOCTD CJ'Iy>K6BI
ACJIOIIPONU3BOACTBA U eé pa6OTHI/IKOB, OpraHu3anuro BCICHUS
ACJIOIMPOU3BOJACTBA, IEpEaavdy ACII B ApXUB OPraHU3alu, a TAKKE
PEriIaMCHTUPYIOIIHUE TPYAOBbIC OTHOIICHUS,

CTPYKTYpY OpraHu3anuu, e€ 3a1a4u v QyHKIMH, pacrpeieieHne QyHKIuH
MEXIy CTPYKTYPHBIMHU IOAPA3ACICHUSIMH U CIIEUAINCTAMM;

TpeOOBaHUs OXpaHbI TPYJIa, TPOU3BOACTBEHHON CAHUTAPUH, TPOTHBOIOKAPHOM
3aIIHTHI,

OCHOBBI TMPABUIIbHOM OPTaHU3AIIUHU TPYa U METO/IbI MOBBIIIICHHUS €TO

3¢ (HeKTHBHOCTH;

OCHOBEI YIIPAaBJICHHUA BPEMCHEM,
BHUbBI OpraHI/ISaHHOHHOﬁ TCXHUKHU U IIpaBUJIa pa6OTH C HeI>'I;

MCETOAbI O6pa6OTKI/I " 3alIUThbI I/IHq)OpMaI_II/II/I C IPUMCHCHUCM CPEACTB
I/IH(i)OpMaIII/IOHHI)IX W KOMMYHHKAIIUOHHBIX TCXHOHOFHﬁ;

COBpPCMCHHBIC I/IH(I)OpMaI_II/IOHHBIe U KOMMYHHKAIIMOHHBIC TCXHOJIOTHH,
IMPUMCHACMBIC B pa60Te C IOKYMEHTaMH, B TOM YHCJIC 110 JINYHOMY COCTaBY,

ATHKET U OCHOBBI MEXKTyHAPOIHOTO TIPOTOKOJIA;
3THUKY J1€JI0BOTO OOIICHHS,

MpaBUJIa PYCCKOTO SI3BIKA;

MIpaBHJIa PEUEBOTO ITHKETA;

NpaBUJia MOACPIKAHHS ¥ Pa3BUTHUSI MEKIIMYHOCTHBIX OTHOLICHUA;
ImpaBHJia IPOBEACHUA JCIOBBIX MEPETOBOPOB;

NpaBUJia OpPraHU3aIMy IPUEMaA MTOCETHTEICH;

MIpaBWJIa CEPBUPOBKHU YafHOTO (KOeiHoro) crona;

MOPAIOK IMOATOTOBKU U JOKYMCHTHPOBAHUSA JIEI0BOM IMOC3 KU,




MHTEPHET-PECYPCHI IS OCYLIECTBICHUS TPEBEJI-TIONACPKKY IEIOBBIX MTOE30K;

KOMIUIEKC OpPraHU3allMOHHO-TEXHUYECKUX MEPOTIPUSATHIL 110 OJTOTOBKE U
MIPOBEICHUIO KOH(PEPEHTHBIX MEPOIPUITUL;

npaBuia opOpMIICHHS TOKYMEHTOB, CO371aBa€MBIX B IPOLIECCE MOJTOTOBKH U
MIpOBEICHUS KOH(DPEPEHTHOTO MEPOTIPUSITHS;

COCTaB BHYTPCHHHX U BHCHIHUX I/IH(l)OpMaHI/IOHHHX ITIOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX MOJIPA3ICIICHNN, 00pa3IIbl OMUCEH JHII,
HMMEIOIIMNX MPABO MOJAMUCAHUS U YTBEPKACHUS JOKYMEHTOB, U OTPaHUYEHUS
30H UX OTBETCTBEHHOCTH;

BUJIbl HOMEHKJIATYP JIeN, 00IIre TpeOOBaHHUs K HOMEHKJIAType JIe1, MOPSI0K
paboTHI C HEM;

nopsAoK GopMUpOBaHUS U 0OPMIIEHUS JIel, cienupuKy GopMUpOBaHUS
OT/IEBbHBIX KaTEeTOPHH JIeIT;

IpaBUJIa XpaHEHUS JIelT, B TOM YHCIIE C JOKYMEHTaMU OTPaHUYEHHOT'O JIOCTYIIa;
MpaBUJIa BBIIAYH U MCIIOJIb30BAHMS JOKYMEHTOB U3 C(POPMUPOBAHHBIX JIEIT;

MOPAA0OK HCIIOJIB30BAHUA TUITOBBIX HJIM BEAOMCTBCHHBIX nepequﬁ
AOKYMCHTOB, OIIPCACIICHUA CPOKOB XpaHCHHS B IIPOLECCE SKCIICPTU3BL
LHECHHOCTHU JOKYMCHTOB,

BUBI OMMCEH Jen OpraHu3anuy U IopAa0K pa6OTI>I C HUMH.

1.2. Konu4vecTBO 4acoB, 0TBOIMMOE HA OCBOEHNeE NMPO(ecCHOHAIBLHOT0 MOTYJIsI

Bcero uacos — 498
B TOM 4HcIe B popMe MPAKTUUECKON OATOTOBKU — 336

N3 mux Ha ocBoerne MJIK — 390
B TOM YHCJI€ CAMOCTOSITEIbHAs paboTa —

NPaKTUKH, B TOM dHuclie yaeOHast — 36

MIPOU3BOJICTBEHHAS — 36

[TpomexxyTounas arrecranus — _28




2. CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

2.1. CTpykTypa npo¢ecCHOHAIBLHOT0 MOIYJIs

O0Bem HpO(beCCHOHaHBHOFO MOAyJid, akKaACMHUYCCKHUX YaCOB

OO6yuenue mo MJIK

>
[aa]
S
o 5 [MpakTuku
Konp! HaumeHoBaHUE 2. %{ B Tom uucine
npodeccrnoHaIbHbI pas3nenon Bcero, 2 ); TTa6 §
X U 00ImHX npodeccrnoHaIEHOTO qacoB | 2| Bee abOpaTOPHb! 2
N T X U Kypcossl | CamoctosTensnas | £ | Yuebna | IlpomsBoncTsenna
KOMIICTEHIINI MOTYJISI = & ro 2
R MPaKTUYECKUX | X pabor pabora > s s
é 3aHATHN é
= =
IIK 1.1, 1.5, 1.6, Pasnen 1.
1.7,1.9 JIOKyMeHTUpOBaHUE U
OK opranusanus padoTsl ¢
01,02,03,04,05,09 opUIHATEHBIMH
JTOKyMEHTaMu 218 158 | 60 138 20
MK 01.01.
JIOKyMEHTaIlMOHHOE
obecrieueHue
YIIpaBIICHUS
I1IK 1.1, 1,6, 1.7, Paznen 2. Opranuzanus
1.8,1.9 paboThI ¢ JOKYMEHTaMH
OK 01,02,04,05,09 | B aBTOMaTU3UPOBAHHBIX
cucTemMax
34 24 10 24
MJIK 01.02.
Opranu3zanus paboTs ¢
ANEKTPOHHBIMHU
JOKYMEHTaMH

70




K 1.1, 1.2, 1.3,
14,15,1.6

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

Pasnen 3
Opranu3zanuoHHOE
obecrnieucHue
JEATEIbHOCTH
OpraHH3alIiH
M/JIK 01.03.
Opranuzanus
CEKPETapCKOTo
o0CITy KUBaHUS

52

38

14

38

K 1.1, 1.2, 1.4,
1.7,1.8,1.9

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

Pazpnen 4.
JIOKyMEHTUPOBAHUE U
opranusanus padoThsl ¢
KaJpOBBIMHU
JOKyMEHTaMH1

MJIK 01.04.
JIOKyMEHTallMOHHOE
o0ecrnieueHre KaapoBoil
CITY OBl

52

40

12

40

VYyeOHast mpakTHKa

36

36

36

ITpousBoacTBEeHHAs
MPaKTUKA (TI0 TPOUITIO
CMELUANIbHOCTH), YACOB

36

36

36

[IpomexxyTounas
aTTecTanus

Bcero:

428

332

96

240

20

36

36
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2.2. TemaTnuyeckuii IJIaH U coaep:xanne npodeccuoHaibHoro moayJas (IIM)

HanmenoBanmue pa3jiesioB u
TeM NMPO(PecCHOHAIBLHOT0
monyas (IIM),
MEKIUCHUTITHHAPHBIX
kypcos (M/IK)

Conep:xkanue y4ye0OHOIro MaTepuasia, JJadopaTopHbie padoThl M NMPAKTHYECKUE 3aHATHS,
caMoCTOsITe/IbHAsI yueOHasi padoTa 00y4aronuxcs, KypcoBasi paéora

Oonbem,
aKa/l. 4acoB, B
TOM YHCJe B
dopme
NPaKTHYECKOMH
NOATOTOBKH,
aKaj. 4acoB

Pasnen 1. lokyMeHTHPOBaHME U OPraHu3anus padorsl ¢ 0pUIHAILHBIMHA JOKYMEHTAMU

218/158
MJIK 01.01 IlokymeHTANMOHHOE 0O0ecneyeHue YIPaBJICHUS
Tema 1.1. Conep:xkanue
OcHOBHbBIE IOHATHS, [Tonsitne o gucuuniuHe. Mcropuueckoe pa3BUTHE U COBPEMEHHOE COCTOSHUE JIEIONPOU3BOJICTRA.
TEPMUHOJIOTHSA U B3aumocss3p unpopmanuu u qokymenta. OyHKIUK AeTOMPOU3BOAUTENS B allllapaTe yIpaBIeHUsI.
onpeaeJeHust
[Tonsitue o nokymente. @yHkimu qokyMeHTa. [IpodeccronanbHble TEPMUHBI U OMPEIEIICHUS. 4
VYuudukauus u cranaaptuzanus. Cucrems! fokymeHTanuu. Cucrema OPJI. 'ocynapcTBeHHbIE
crangaptel Ha cuctemy OPJI.
Knaccudukanus nokymentos. bymara nokymenra, e€ popmarsl.
dopmysip-oopazer; OPJ. dopmyisip qokymeHTa.
I[IpakTHYeckne 3aHATHA
Dopmysip-oopazer. CxeMbl pacionoKeHus PpEKBU3UTOB JOKYMEHTOB U TPAaHUIIBI 30H Ha ¢opmare A4, 2
MPOJIOTBHOTO U YTIIOBOTO OJIAHKOB.
Tema 1.2. Conep:xanue
IIpaBuaa odopmienns 10

pexBusutos OP/I.

bnank, Buap! 61ankoB. PekBU3UTHI 00111€T0 OJ1aHKa U ITpaBUia ero oopmMiieHus. YTIIOBON U MPOAOIbHBIN
BapUaHTHI.
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HNudpopmannoHHo-
CIIPABOYHbIE IOKYMEHTbI

PexkBu3uThI Gi1aHKa KOHKPETHOTO BHIa AokyMeHTa. [IpaBuia ero opopmiienus.
PexBusut «Aapecar». PekBu3uT «3aroioBok K TEKCTy». 3allMCKU: BUJIbI U PA3HOBUIHOCTH.

Buemnue noknanneie 3anucku. [IpaBuia odopmiuenus pekBusuta « Tekct nokymenta». Ogopmiienue
ab3a1eB TeKCTa, Hymepalus adb3anes. SI3bIK U CTUIIb JOKYMEHTOB.

BryTtpennue qoxnannsie 3anmucku. [IpaBuna odpopmiienns pekuzuta « OTMETKA O MPUTIOKCHUN,
«IToamucey.

Cnysxebnble 3anucku. [IpaBuna opopmiienus «OTMeTkn 06 UcioNHUTENE JOKyMeHTay. [IpaBuiia
0o OpMIIEHHS PYKOIMCHBIX PEKBU3UTOB HA JOKYMEHTE.

PYKOHI/ICHOG O(bOpMJ'IeHI/Ie JOKYMCHTOB: O6T>$ICHI/IT6J'II>H35I, CJ'Iy)Ke6HaH 3aI1McCKa, 3asBJICHUC.

CrpaBka. O0s13aTenbHbIC pEKBU3HTHIL, TipaBuita opopmienus. PexBusut «IledaTsy.

Hosepennocts. Pacriucka. Tpadapernsie nokymenTtsl. O0s3aTenbHbIe peKBU3UTHL. [IpaBuiia odopmiteHusl.

Teneponorpamma. Tenerpamma. @akcorpamma. Ob6s3arenbHble peKBU3NTHL. [IpaBuiia odhopmiteHus.

HpaKTuquRue 3aHATHUSA

CO3,Z[8.HI/IG O6I_HCFO Onanka OopraHu3aluu, Onanka KOHKPETHOT'O BUJId JOKYMCHTA, CTPYKTYPHOI'O
noapa3aciiCHud, JOJDKHOCTHOI'O JIMIA, C YTJIOBBIM U IIPOJOJIbHBIM PACIIOJIOKCHUEM PECKBU3UTOB.

O(i)OpMJ'IeHI/Ie PECKBU3UTOB «AnpecaT» " «3arojoBOK K TCKCTY».

Odopmnenue pekBusuTa « TEKCT TOKyMEHTaY.

Odopmnenne «OTMETKH O IPUITIOKEHUNY.

Odopmnenue pexkBuszuta «Iloamucey.

Odopmienue 3anucok, CrpaBokK, JOBEPEHHOCTEH, PACTIHCOK, Tele(hOoHOrpaMM.

OdopmieHne pyKOIUCHBIX PEKBU3UTOB Ha TOKYMEHTE.

Odopmnenue TpadapeTHBIX TOKYMEHTOB.

18

Tema 1.3.

Conep:xanue

Bungs u Pa3sHOBHUIHOCTH CJ'Iy)KGGHBIX nuceM. biaaHk nucema.
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HNudpopmannoHHo-
CIpaBOYHbIC

A0KyMeHThI. CiryxkeOHbIe
NMCbMa, X PA3HOBHIHOCTH

Pa6oTa ¢ roroBeiMu O1ankamu nmrcem. Opopmiienue muceM Ha popmate AS.

Bunpl 1 pa3zHOBHIHOCTH Ci1yKeOHBIX uceM. [IncpbMo-pock6a, MUChbMO-3apoC, THCbMO-OTBET.

Bunel 1 pa3zHOBHIIHOCTH Ci1y)eOHBIX nuceM. COnpoBOAUTEIBHOE MUCHEMO. [ 'apaHTHITHOE MTHUCHMO.

Busel 1 pazHoBHIIHOCTH Ci1y)eOHBIX uceM. [Tucbmo-TpeboBanme, NTMCbMO-0TKA3.

Bunel u pazHoBuIHOCTH Ci1ykeOHBIX uceM. [Tucemo-npurnamenwue. [lucemo-no3apasnenue. [Tucsmo-
0J1aro1apHOCT.

Bunbl v pazHOBUAHOCTH Ci1yKeOHbIX nuceM. [Incbmo-u3Bemenue. [lncbMo-noaTBEpKICHHE.
HNupopmaninoHHOE TUCHMO.

HpaKTuquRue 3aHATHUSA

COSI[aHI/Ie O1aHKoB nuceM. PaboTta ¢ TOTOBEIMH OJIaHKaMH OpraHu3anuu.

Odopmnenne HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

20

Tema 1.4.

PacnopsigurensHbie
JOKYMEHTbI, H3/1aBaeMble

HA NPUHUMIIAX eAUHOHAYAIUS
NMPUHATHS pelleHu il

Conep:xkanue

HpI/IKaS. ITonsTue o AOKYMCHTC. OO0s3aTenbHBIE PEKBU3UTEI, IIpaBujia COCTABJIICHUA U 0(1)OpMJ'IeHI/I$I.

Busbl cornacoBaHus MpoeKTa JOKYMEHTA.

OTMeTKa 0 HAJTUYUHU MMPHUIIOKCHUS B paCIoOpAAUTCIIbHBIX TOKYMCHTAX.

Bu3b1 03HaKOMIICHHS C JAOKYMCHTOM.

Brinucka u3 IMpuKasa. Komms JAOKYMCHTA. OtmeTKka o 3aBCPCHUHN KOIINMU NOKYMCHTA.

CoBmectHbli pukas. [IpaBuia coctaBnenus 1 0popMICHHS JOKYMEHTA.

Pacniopsokenue. [Torsrue o nokymente. O0s3aTenbHbIe PEKBU3UTHI, IPAaBIJIa COCTABICHUS U
oopmieHus.

Vkazanwue. [lonsatue o JAOKYMCHTC. OO0s3aTeNbHbIC PCKBU3UTEI, IIpaBUJia COCTABJICHUA U O(I)OpM.HCHI/ISL

IIpakTHYeckHe 3aHATHA

OdopmieHue paciopsAUTEIbHBIX JOKYMEHTOB.

O(l)OpMJ'IeHI/Ie BBIITMCKHA U3 paCopsAaUuTEIIbHOTO JOKYMCHTA U KOIMUH JOKYMCHTA.

22
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Ckperuienne (IPOIIMBKA) KOUU JOKYMEHTA

Tema 1.5.

JlokyMeHTBbI KOMHCCHIT
U KOJUIETHAJIbHBIX OPTraHOB

Conep:xanue

[Tocranosnenue. Pemenue. [lonstue o nokymenrax. O0s3arenbHble PpEKBU3UTHI, IPABHIIA COCTABICHUS U
odopmieHus.

[Tpotokou. ITonsitre o nokymente. O0s3aTebHBIE PEKBU3HUTHI, TPABHUJIA COCTABICHUS  O(OPMIICHHSL.

Beinucka u3 nporokosia. Konust nporokounia.

Axr. Ilonstue o nokymente. Busl aktoB. OOs3aTeIbHBIE PEKBU3UTHI, MPABHUJIA COCTABICHUS U
opopmiienus. [Tognmuce nokymenta. ['pud yrBepxkaeHust JokymeHTa. Busbl 03HaKOMIICHUS.

HpaKTuquRue 3aHATHUSA

O(bOpMJ'IeHI/Ie IIpOTOKOJIA, TIOCTAHOBJICHH, pCHICHWA, aKTa

OdopmieHne BHITUCKU U3 TPOTOKOIA.

22

Tema 1.7.

3apaum u pyHKkuMM

CJIyKObI 1eJIONPOU3BO/ICTBA.
Opranu3anuoHHbIE
JOKYMEHTBI

Conep:xanue

Posnb 1 MecTO city’x0bl 1€7101POM3BOICTBA B padoTe anmnapara yrnpasiaeHus. 3aJaun U QyHKIUH Iy KObl
nenonpousBoJcTBa. HopMaTnuBHO-METOAMYECKHE aKThI, pETJIaMEHTUPYIOIINE padoTy C TOKYMEHTAMH.

Hopw™mei Bpemenu Ha paboTsl o JIOY. PacueT uncieHHOCTH CIy:KObI IETOMPOU3BOICTBA

y‘{pe)II/ITeJ'IBHI)IG JOKYMCHTEI. JIokanbHbIE HOPMATUBHBIC aKThbI. ITonsTie o JOKYMCHTax. OO0s13aTenbHLBIE
PEKBU3HTEI,

OCHOBHBIE paznensbl. [IpaBuna cornacoBanus u yreepxkaenus JIHA. [pasuna opopmienus
MHOTOCTPaHUYHBIX JOKYMEHTOB.

I/IHCTp}/'KI_[I/ISI Mo ACJIOIIPOU3BOJACTBY. ITonsTue o HOKYMCHTC. OO0s3aTenbHbIC PCKBU3UTBI, OCHOBHBIC
pa3aciibl, IpaBujia COCTABJICHUS, O(I)OpMHCHI/IH Y BBEJCHHUS B ACHUCTBUE U3JaHUEM IpuKasa.

Jorosop. O0si3aTenbHbIe PEKBU3HUTHI, OCHOBHBIE pa3Jieibl, MpaBuia ohopMICHUS.
Ocobennoctu opopmiieHus pekBuszuta «lloanucey.

I[OJ'DKHOCTHE[H HWHCTPYKIUA ACIIOTIPOU3BOAUTCIIA. OcHOBHBIC pa3aciibl. HpaBI/ma COCTaBJICHMA,
O(I)OpMJ'ICHI/ISI U BBEJICHUS B ACHCTBUE PYKOBOIUTECIICM.

12
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IIpakTnyeckue 3aHsATHS

OdopmieHne opraHu3aluOHHBIX JTOKyMEHTOB.

Odopmitenne pacropsaUTeIbHBIX JOKYMEHTOB, BBOASAIINX B ICHCTBHE, H3MEHSIOIIUX WA OTMEHSIOIINX 16
OpraHU3al[MOHHBIE TOKYMEHTHI.
CkpermieHne (IpOIIMBKA) OpUTHHANA JOKYMEHTA
Tema 1.8. Conep:xanue
Opranusanusi padoTei CoBpeMeHHbIE TEXHOJIOTUH OpPTraHU3aIiu AeJIONPOU3BOICTBRA.
¢ IOKyMEHTaMH ®opmebl paboThl ¢ JokyMeHTaMu. [IoHITHE «JOKYMEHTOOOOPOT» U €r0 OpraHu3aIusl.
[TonsiTve «10KyMeHTONOTOKW». OneporpaMmbl JOKYMEHTOIIOTOKOB: BXOJSIIUE, UCXOAIINE U
BHYTPEHHUE IOKYMEHTBHI.
Mapurpytuzanus JOKyMEHTOIIOTOKOB:
BXOJISIIIIUE, UCXOAAIINE, OOpallleHUs TPaKAaH, BHYTPEHHUE (3aITUCKH, TPUKA3HI).
Peructpanus J0KyMeHTOB — 3HaUEHUE U 3aJ]a4u.
@opMBl perucTpaluu Jo0KyMeHToB. JKypHanbHasi, KapTOuHas U aBTOMATU3UpPOBaHHAs! OPMBI.
Peructpanus Bxoasmero 10KyMeHTONOTOKa: IEpBUUHasi 00paboTKa, MpeaBapUTEIbLHOE PACCMOTPEHUE, 16

IPUKpETJICHNE CKaH-KOIKH, OTIIPaBKa Ha paCCMOTPEHHE aapecaty, (pUKcalys pe30IroHH.

PeFI/ICTpaHI/Iﬂ HCXOOAIETO JOKYMCHTOIIOTOKA: CIIPpAaBKU, MMCbMa, 3alTMCKU, BBIIIUCKH, IIY6J'II/IKaTBI.

Peructpanus BHyTpeHHEro T0KyMEHTOIIOTOKA: 3alUCKH, 3asiBI€HNs paOOTHUKOB, TPUKA3bI, aKTHI,
IIPOTOKOJIBL.

Koutposns ucnonaenus: 1okyMeHTOB. Buasl koHTposiss. Cpoku KOHTPOJIA.

HOMCHKJ'IaTypa nen. Bunpl HOMCHKIJIATYPBbI. ITonusTue o AOKYMCHTC, CI'0 3HAYCHUC.
HpaBI/ma COCTaBJICHUSA U O(l)OpMJ'IeHI/IH HOMCHKIJIATYPBI ACJI CTPYKTYPHOTO MMOAPA3ACIICHU. CocraBicHue

1 opopmileHrE CBOJIHOM HOMEHKJIATYPbI 1€]1 OPraHU3alMU U BBIMHUCOK VIS CTPYKTYPHBIX MOApa3IeIeHUH.

3akpeITHE HOMEHKIJIATYPBI Aei. VITorosas 3anuchk K HOMEHKJIAType Aell.

Omnpenenenue CpoOKOB XpaHeHUs JOKyMeHTOB U el 1o [lepeunto. @opmupoBanue aen. XpaHeHHE Je.
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DKcrnepTu3a eHHOCTH JoKkyMeHToB. Odopmienue nen. Onucu aein. [ToaroToBka q10KyMEHTOB K Iepeaaue
B apxuB. [loroToBKa €] BpEMEHHOT0, TOCTOSTHHOTO | JIOJITOBPEMEHHOTO CPOKa XpaHEHHUS K Tepeade B
apXHuB.

CocTaBiieHHE OIUCH Jel.

IIpakTnyeckue 3aHATHS

Perucrpanus BXOISIMIKX TOKYMEHTOB B AJIEKTPOHHOM *XypHaiie B TabauuHOM penakTope.

Perucrpanus 1 KOHTPOJIb UCTIOTHEHUS UCXOISIINX JOKYMEHTOB B 3JIEKTPOHHOM KypHase B TabnuyHomM
penakTope.

PGFI/ICTpaHI/IH " KOHTPOJIb UCITOJIHCHHUA BHYTPCHHUX JOKYMCHTOB B 3JICKTPOHHOM KYypHaJIC B Tabaunuaaom

penakrope.
CocraBieHue 3arojIoBKOB JIeJ1 OpraHu3aIiuu 38
Odopmienne HOMEHKIIATYPHI J1E1.
Odopmienune UTOroBoi 3anMcy K HOMEHKJIAType JIeTl.
Odopmitenne 0610xku nena nocine HJL (a7 onepaTHBHOTO meproa XpaHeHHUs)
Odopmienue 1 MpoLIMBKa A€l AJis epelaud Ha apXUBHOE XpaHEHUE
Odopmiienue onuceit TOKyMEHTOB U /€.

Kypcosas padora o6sizarensnas mo MK 01.01

Temaruka KypcoBbIX padboT

3Ha4YeHNEe CHCTEMBI OPTraHN3AIMOHHO-PACTIOPSIINTEILHONW JOKYMEHTAIMH JJIs1 IOKYMEHTHPOBAHUS YIIPABICHIECKOH eSITeTHHOCTH.

PekBH3HTHI 3ar0JI0BOYHOM YacTH TOKyMEHTa, IpaBUiIa OPOPMIIEHHS B COOTBETCTBUU C PEKOMEHIAIIUSIMH CTaH1apTa.

OcobennocTr 0popMIIeHHSI OCHOBHOHM YacTH JOKYMEHTA B Pa3IMYHBIX BUJAX ITHCEM. 20

OcoOeHHOCTH O(l)OpM.HeHI/ISI OCHOBHOM YaCTH JOKYMCHTA B paCllopAaAUTCIIbHBIX JOKYMCHTAX.

I/IH(bOpMaHI/IOHHO-CHpaBO‘-IHI)Ie AOKYMCEHTBI B CUCTEME OPTraHU3aAllMOHHO-PACIOPAANTCIIBHBIX JOKYMCHTOB, HX HA3HAYCHHUEC U OCHOBHBIC
BU/BI.

I[OKJ'Ia,[[HaSI u cnyxce6Ha51 3allMCKH, 0COOEHHOCTH UCITOJIb30BaHUS IJI1 BHYTPCHHHUX KOMMYHHKaLIHf/'I.
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Cocranenue ohopMIISIONIEH YaCcTH JOKYMEHTa, OCOOCHHOCTH MPAKTUYECKOTO IMPUMEHEHUS PEKBU3UTOB 0(OPMIISIONICH YacTH TIOKyMEHTA B
Pa3IMYHbBIX BUJIAX OpPraHU3alMOHHO-PACIOPSAIUTENIBHON TOKyMEHTALIUN.

Cocranenue u opopmiieHre rpuoB yTBEPHKIAECHHUS U COINIACOBAHUS, Ha3HaYEHNUE U OCOOCHHOCTH 0(hOPMIIEHUS PEKBU3UTOB.
OTMeTKH Ha IOKyMEHTE B COOTBETCTBUU C PEKOMEHIALIUSAMHU I'OCY1apCTBEHHOIO CTaHAapTa.

Pa3BuTtue NoHATHS «JOKYMEHT»: OIIpeJesIeHHe U (PYHKLIUH.

Yuaudukamus u cranaaptuzanusi. Ctannaptel B JIOY Ha COBpeMEHHOM JTare.

OdunmanbHBIN TOKYMEHT U €r0 MECTO B CUCTEME yIpPaBJICHUS.

Cucrema JOKyMEHTOB, YHU(PULIMPOBAHHAS CUCTEMA JIOKYMEHTOB U YHU(HUIIMPOBAHHAS CUCTEMa OPraHU3allMOHHO-PACcTIOPAIUTEIbHOM
JIOKYMEHTal1H.

Knaccudukanus opraHu3aiioHHO-PacIOPSIINTEILHOW JOKYMEHTAIMH U €€ IPaKTUIECKOe IPUMEHEHHE.
TpeboBaHMsI K KOHCTPYUPOBaHUIO OJaHKOB. Buibl Gi1aHKOB.

[IpaBwmina 1 0co6eHHOCTH 0(OPMIICHHS IIPOTOKOJIOB.

Ponb pacniopsauTenpHpIX TOKyMEHTOB B YIIPAaBICHUN OpraHU3aluel Ha COBPEMEHHOM JTalle.

[IpaBuna opopmiieHHs paciopsIUTEIbHBIX JOKYMEHTOB, N3/IaBAEMbIX Ha MPUHIUIAX KOJIETHATBHOCTH.
[TpaBuna opopmiieHHs pacriopsAAUTEIbHBIX JOKYMEHTOB, U3JaBa€MbIX Ha MPUHLMIAX €IMHOHAYAIIHSL.

[IpaBuna cocraBnenus 1 ohopmIIeHUS IpHKa3a 0 OCHOBHOM €ATEIbHOCTH.

[TpaBuna cocraBieHus: 1 0pOPMIICHHS PacTIOPSKEHUS U YKa3aHUS.

JIOKYMEHT — Kak 3JIEMEHT JI€JI0BOTO OOIIEHMS.

[TpaBuna opopmieHus 61aHKa U PpEKBU3UTOB MUCHMA.

NudopmanroHHblii 00MEH ¢ MOMOIIBIO epenucKu. Buapl nucem.

PykonucHble peKBU3UTHI Ha OPUIMATIBHBIX JOKYMEHTAaX.

[TpaBuna cocraBieHus: 1 0pOpMIICHUS TOKJIAIHBIX, OObSICHUTENBHBIX U CITY>KEOHBIX 3aIIHCOK.

[TpaBuina cocraBneHus 1 oopmieHUs OpULIHATBHBIX U OMOTpapUUECKUX CIIPABOK.

[IpaBuna cocraBieHus U 0OPMIIEHHUS TOKYMEHTOB, 00€CIIEUNBAOIINX ONEPATUBHOCTH Mepeiaud HHPOPMAaLIUK.
[TpaBuia cocraBieHus 1 0hOpMIICHHUS TOBEPEHHOCTEH U PACTIHCOK.

Komnun nokymenToB. Bujpl konuii 1 ux uctopudeckoe pa3Butue. [1opsaok y10cToBEpeHHsI KOTIU.

HO}IHI/ICB " 1ie4aThb, KaK BaXKHBIC pEKBU3UTHI JOKYMCHTA: 3TAIlbl COBCPIICHCTBOBAHMA.
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DNEeKTPOHHAas NOJAIUCH: 001aCTh IPUMEHEHHUS.

SI3BIK ¥ CTUIIB CITY>)KEOHBIX TOKYMEHTOB B HH()OPMALIMOHHOM OOIIECTBE.

[TpaBuina cocraBiaeHus 1 0QOPMIICHHS aKTOB.

KondunennmansHbeie TOKyMEHTHI: Ki1accuukarys mo rpudy orpaHu4deHUs JOCTyTa.

Pasznen 2. Opranmaunﬂ paGOTbI C JOKYMECHTAMHU B aBTOMATU3UPOBAHHBIX CUCTEMAX

34/24
M/IK 01.02. Opranusanusi padoThl ¢ 3J1eKTPOHHBIMH JOKYMEHTAMH
Tema 2.1. Conep:xanue
IpaBuia padoTe 3aKkoHOJaTEeIbHBIE HOPMAaTHBHBIE aKTHI B c(hepe padOoThI C SJEKTPOHHBIMH JOKYMEHTAMHU
¢ JOKYMEeHTaMHu -
PaboTa B mouToBbIX cepBucax. [IpaBuiia 371€KTPOHHO MEPENUCKH.
HA 3JIGKTPOHHBIX HOCHTEJISAX 4
OnexTpoHHas noanuck. Bunel, Ilopsnok nonydenus. [IpaBuna 3amuTs!.
TpeboBanus k pekBU3UTY «OTMETKA 00 3JIEKTPOHHON MOAMUCH» IIPU BU3YaATU3aI[UH YJIEKTPOHHOIO
JIOKYMEHTA, MOANNUCAHHOI'O 3JIEKTPOHHOM MOIIUCHIO
[TpaBuna opopmierus «OTMETKH O IPUIIOKEHUI» Ha HJIEKTPOHHBIA HOCUTEIb.
IIpakTH4eckne 3aHATHA
OTtnpaBka 1 MoJyuyeHHe IEKTPOHHOTO COOOLIEHNUS, TIEKTPOHHOTO TOKYMEHTA. 4
OdopmiieHne JOKyMEHTa, MOAMUCAHHOTO 3JIEKTPOHHOH MOANUCHIO
Tema 2.2. Conep:xanue
Opranusauus padoTbl [TonsTue o cucremax /10 u ECM-cucremax.
¢ IOKYMEHTaMH
y [TpaBuiia mapupyTu3alnuu J0KyMeHTornoTokoB B cuctemax /10 u ECM-cucremax.
B aBTOMATH3HPOBAHHBIX
CHCTeMAaX 2J1eKTPOHHOTO [IpaBuna opranuzanuu TOKyMEHTO000POTa BXOSIIETO TOKyMeHTonmoToka B CO/JI. 5

JIOKYMEHT0000poTa

[TpaBuia opranuzanuu JTOKyMEHTO000pOTa UCXOIAIEro fokyMmeHnTonoroka B COJ1. OtnpaBka
JIOKYMEHTOB

[TpaBuia opranuzanuu JOKyMEHTO000pOTa BHYTPEHHET0 JoKyMeHTonoToka B CO/I.

P aACIoOpAAUTCIIBHBIC TOKYMCHTHI B CBI[ HpaBI/IJIa OopraHu3alnun ,[[OKYMCHTOOGOPOTa C IIpUKa3aMHu.
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Pa6ota ¢ ob6pamenusmu rpaxaad B COJI. [IpaBuna opranuzamnuu T0KyMEHTO000poTa 0OpamieHnui
rpaXKaaH.

HpaBHna IMOATOTOBKH 3JICKTPOHHBIX TOKYMEHTOB K C1a4€ B apXUB.

HNudopmannoHHo-cIipaBo4Has padoTa 1o fokymenTam B CO/]

HpaKaneCRne 3aHATHSA

Peructpaiiis u KOHTPOJIb UCTIOTHEHHSI BXOASIINX TOKyMeHTOB B COJ]. Opranu3zaius J0KyMeHTO000pOTa
BXOJISIIIIETO JIOKYMEHTOIOTOKA.

Perucrpanus u KOHTPOJIb UCIIOJHEHUS UCXOAAIINX JoKyMeHTOB B CO /1. Opranuzamms
JIOKYMEHTO000pOTa UCXOSIIEr0 JOKYMEHTOIOTOKA.

Perucrpanus v KOHTPOJIb UCIIOJIHEHHS BHYTPEHHUX JOoKyMeHTOB B COJI. Opranuzanus 20
JIOKYMEHTOO0OpOTa BHYTPEHHET O JOKYMEHTOIIOTOKA.
Peructparus u KOHTPOJIL UCTIONHEHHSI oOpanieHuii rpaxaan B COJ1. Opranuzanus JOKyMEHTO000poTa
oOpallleHui rpaxkJiaH.
[ToaroroBka TOKYMEHTOB K Iepeaade B apXuB.
Coznianue 371eKTPOHHOTO apXHUBa JOKYMEHTOB.
Pa3nen 3. OpranuzanuonHoe odecrnevyeHne 1eATeJIbHOCTH OPraHU3anuu e
M/IK 01.03 Opranu3anus CeKpeTapcKoro 00C/Jy:;KuBaHUS
Tema 3.1. Conep:xanue
Poar npodeccnn cexperaps Cekperapb B COBPEMEHHOMN CTPYKTYpe YIpPaBICHHUS. 2
B CTPYKTYpe CIYy:KObI o
pyxtype ¢y HopmaTtuBHO-MeTomMueckas 6a3a KBau(PUKAIMOHHBIX TPpeOOBaHM K TTpodeccui.
JeJIONPOU3BOJACTBA
IMpakTuyeckue 3aHATHS
OYHKIUN U JOJDKHOCTHBIE 00sI3aHHOCTH CEKpeTapsi B 3aBUCUMOCTH OT KaTETOPHH CEKPETAPCKOTO 4

00CITy )KHBaHUS.

JlomKHOCTHAs HHCTPYKIHS CEKpeTapsi, 0COOEHHOCTH pa3padOTKH.
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Tema 3.2.

Opranusanus v ycJoBus
TPyAa cekpeTaps

Conep:xkanue

OproHomuueckue TpeOOBaHUs K YCIOBUAM TPyla CEKpeTapsi.

OcHamenue odrica OpraHU3aIMOHHO-TEXHUIECKIMH CPEJICTBAMHU.

HpaKaneCRne 3aHATHSA

Opranuzanus pabodero MecTa B COOTBETCTBHH C TPEOOBAHHSIMH SPTOHOMUKH U KYJIBTYPBI TPyAa

XapaKTepI/ICTI/IKa u KJ'IaCCI/I(bI/IKaHI/ISI TEXHUYCCKHUX CPCACTB, UCITIOJIB3YEMBIX B ACATCIIBHOCTH CEKPETAps.

Cpe,Z[CTBa IIOArOTOBKH, U3T'OTOBJICHHUSA U O6pa6OTKI/I JAOKYMCHTOB.

Cpe,Z[CTBa KOIIMPOBAHUA U PA3SMHOKCHUS.

CpencTBa XpaHeHUsl U TPAHCHOPTUPOBKU WH(OPMALIUH.

10

Tema 3.3.

AJMMHUCTPATUBHbIE
¢yHkuum cekperaps

Conep:xanue

Opranuzanus padboTsl TPUEMHOMN

Oco0eHHoCTH CITy)eOHOTO Tele(hOHHOTO Pa3roBopa.

CpenctBa aIMUHUCTPATUBHO-YIIPABJICHYECKON CBS3H.

OpFaHI/BaHI/IH npuema nmoceturenei. Bugsl anéMa, yuer HOCCTI/ITeHeﬁ, CO3aHUC 0a3 JaHHBIX.

IIpakTHyeckne 3aHATHA

[TpaBuna BegeHus TeneOHHOTO pa3roBopa.

Oducnas ATC. OcHOBHbIE PYHKIIMH U IPABUIIU UCIIOIb30BAHUS.

Cpeacta (pakcuMmIIbHON nepeaaun coodueHnii. PakcUMUIbHBINA anmnapar, paBuja ero NpUMEeHEeHHUsL.

OcobeHHOCTH PabOTHI CEKpPETapsi C Pa3IMYHBIMU KaTErOPUSIMH ITOCETUTETICH.

Pabora cexperaps ¢ 0OpallieHUsIMU TpakIaH.

CepBucHbIE (QDYHKIIH CEKpPETapsL.

10

Tema 3.4.

Conep:xanue

OpFaHI/IBaHI/IH U IIOJArOTOBKA JEJIOBOM MOE3KHU
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OpranuszanuoHHble
U HH(POPMAILIUOHHbIE
(pynkumnu cexperaps

[ToaroroBka u o0cIyKUBaHUE KOHPEPEHTHBIX MEPONPUATHH.

CoBelllanye Kak BUJI YIIPABICHUECKOU JIEATETbHOCTH.

HpaKaneCRne 3aHATHSA

CocraBnenue 1 opopmIIeHHE TPOrpaMMbl KOMaHAUPOBKH.

Tpesen-nogaepka 1e10BOU MOE3AKU PYKOBOIUTEIS.

10
Opranu3anus 1 NpoBeJeHUE IPOTOKOJIBHBIX MEPOIIPUATHUI B odHce.
[ToaroToBka pa3iIu4HbIX TUIIOB COBEIAHUM U UX 00CITyKUBaHHE.
Pabota cexperapst 1o nH(OpMALMOHHOMY O0CITY>KHBaHUIO PYKOBOIUTEIIS.
Tema 3.5. Conep:xkanue
@yHKIuH ceKpeTaps OO611re BONpOoCH! INIAHUPOBAHUS U OpraHU3alMi pabo4yero BpeMEHHU. 2
1o MJIAHUPOBAHMIO Pabo4ero
[InanupoBaHue U opraHu3anus padboyero JHS PyKOBOAUTEIS U CEKpETaps
BpeMeHHU
IIpakTHyeckoe 3ansATHE
CoBpeMeHHbIE METO/bI IUTAHUPOBAHUSI pab0Yero BpeMeH!
[TnanupoBaHue paboyero JHS cekpeTaps. 4
[TnanupoBanue padoyero qHs pykoBoauTesns. CoryiacoBanue pexxuma padboTsl. [InannpoBanue
MEPONPUITHHA, YTOUHEHNE TIOPYUEHUI.
Pa3neun 4. JlokyMeHTHPOBaHUE H OPraHU3anusi padoThbl ¢ KaAPOBbIMHU J0OKYMEHTAMHU
52/40
M/IK 01.04. lokymeHTAIMOHHOE 00ecnedeHne KaApOBOi CJIy:KObI
Tema 4.1. Conep:xanue
HopmatugHo-npasoBoe HopwmatusHbie nipaBoBbie akThl Poccuiickoit denepanuu B chepe TpyAOBbIX OTHOLIECHHH
peryJjupoBaHue ] 4
JlokasibHbIE HOPMATHUBHBIE AKTHI IO MEPCOHANY: 00s3aTeNbHbIe U HeoOs3aTenbHbIe ((aKyIbTaTUBHBIE)

TPYAOBBIX OTHOLLICHU I

[Topsinok nmpeacraBiaeHus JOKYMEHTOB IO MIEPCOHALY B FOCYJapCTBEHHBIE OPTaHbI

[Topsimox cOopa, 00pabOTKH, U3SMEHEHHS U YHUUTOKEHUS IEPCOHAIbHBIX JaHHBIX PaOOTHHUKOB.
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HOpHI[OK BCACHHUA BOMHCKOI'O y4€Ta B OpraHu3anuu.

[Topsimok BejeHUs ydera pabouero BpeMeHu pabOTHUKOB.

HpaKaneCRne 3aHATHSA

OdopmiieHre 0TYETOB B TOCYAAPCTBEHHBIE OPTAHBI.

Odopmrnenue cornacus Ha 00pabOTKy EPCOHANBHBIX JaHHBIX. 8
OdopmiteHne nakera JTOKYMEHTOB TI0 BOMHCKOMY YYETY.
Odopmnenue Tabens yuera pabouero BpeMeHH.
Tema 4.2. Conep:xkanue
Kommuieke 10KyMeHTOB [Topsimox nokymMeHTHpOBaHUS npuema Ha paboty. CoctaBienue otuetoB C3B.
10 YCTAHOBJICHHIO Z
. | YdeTHbIE JOKYMEHTHI 110 IEPCOHATY.
TPYAOBBIX MPABOOTHOIIEHUIt
M3MeHeHre IepCOHANIBHBIX JaHHBIX PAOOTHUKOB
IIpakTHyeckue 3aHATHS
Odopmienue Tpya0BOTO 10roBoOpa.
3anonHeHne yHUPUIUPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAIUH.
10
Odopmnenne Tpy10BOM KHIKKH, TMYHOW KApTOUKH, TUYHOTO JIeTIa.
CocraBnenue otuera C3B-T/I.
CocraBnenne 1 oopMIIeHUE ITPHKa3a 00 N3MEHEHUH NIEPCOHAIBHBIX JIAaHHBIX paOOTHHKA.
Tema 4.3. Conep:xanue
Kommiexc nokymenToB [Topsimok nOoKyMEHTHpPOBaHUS MepeBoia padOTHHUKA HA JPYTYIO paldoTy.
MO0 IBHKEHHUIO KA/IPOB
[TopsiIoK TOKYMEHTHPOBAHUS KOMAaHIMPOBAHUS PAOOTHHKOB.
2

HOp}IIIOK AOKYMCHTHUPOBAHUA TPCAOCTABJICHUSA OTITYCKa pa6OTHI/IKy.

HOp}IIIOK AOKYMCHTHUPOBAHUSA ITOOIIPCHUA pa60THI/IKOB

HOp}IIIOK AOKYMCHTHPOBAHUSA BHIHCCCHUA NUCHUIINHAPHBIX B3BICKAHUH
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IIpakTnyeckue 3aHsATHS

3anonHeHne YHU(DUIUPOBAHHBIX (POPM MEPBUYHON YIETHOM JOKYMEHTAIUH.

Odopmienue nepeBoa pabOTHHKA HA IPYTYIO paboTy.

Odopmiienne KOMaHIMPOBaHHS PAOOTHUKOB.

OdopmiieHue IpeaocTaBiIeHUs OTIIyCKa PAOOTHUKY.

Odopmienue moomnpeHus: pabOTHUKOB.

O(bOpMJ'IeHI/Ie BBIHCCCHUA TUCHUIITIMHAPHBIX B3BICKAHMH.

10

Tema 4.4.

KoMmuieke 10KyMeHTOB

10 PACTOPKEHU IO

TPYAOBBIX NPABOOTHOIIEHH i

Conep:xanue

HOpHI{OK AOKYMCHTHPOBAHUSA YBOJIBHCHUS pa6OTHI/IKOB.

HOpSIIIOK IMOATOTOBKU ACJI IO JINYHOMY COCTaBY K IIEPCAA4YC B apXUB OpraHHU3allnn

HpaKTuquRue 3aHATHUSA

3anonHeHHe YHU(DUIUPOBAHHBIX (POPM MEPBUYHON YIETHOM JOKYMEHTAIUH.

Odopmnenue yBoapHEHUS pAOOTHUKOB.

3arnoHEHUE Pa3/ieoB TPYI0BOM KHIKKU paboTHUKa. CocTaBieHue oruetoB C3B.

IToaroroBka TUYHOTO AEIa pa6OTHI/IKa K nepeaavc B apxXus.

Tema 4.5.

Opranunsanus padoTsl
€ KaJJpOBbIMH JOKYMEHTaMH

Conep:xanue

Homenxknarypa nen kaapoBoit city:k0bl. [Tops10k MOArOTOBKY, COCTaBIE€HUS U OPOPMIICHHUS.

OpranuzalroHHO-PACTIOPSIUTENbHbBIE TOKYMEHTHI B KQAPOBOU CITykO0e€:

IMPUKA3kI 1O OCHOBHOI ACATCIIBHOCTU,; CIIPAaBKH, JOKJIAJHBIC 3alIUCKU. CDOpMI/IpOBaHI/Ie " XPaHCHUC OCII.

[MpakTnyeckue 3aHATHS

CocraBnenue u opopmiieHne HOMEHKJIATYphI €] KaIpOBOH CITyKOBI.

OdopmieHune opraHn3aMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB.
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YyeOHasi npakTUKA
IIpousBoacTBeHHAs1 MpakTHKA (MPeIyCMOTPEHA HTOroBasi (KOHIEHTPHUPOBAHHAN) MPAKTHKA).
Buasbi pador:

H3ydeHue cTpyKTypbl OpraHu3aly — MeCTa POXO0XKIACHUS MTPAKTHKY (Jlaree — OpraHu3alliu) C LEeJbI0 COCTABICHUS CXEMbI CTPYKTYPbI
opranu3anui. O3HaKOMIICHHE C IPABOBBIMU (YUPEIUTEIbHBIMH), JIOKATbHBIMA HOPMATHBHBIMH aKTaMU U PACIOPSIUTEIbHBIMU
JIOKyMeHTaMu opranu3aiuu. CocTaBieHUE CIMCKAa HCTOYHUKOB KoMIuiekToBanust OPJl opranuszanuu.

N3yuyenne MHCTpYKIMH IO IETOMPOU3BOJICTBY OpPraHU3alMi. 3HAKOMCTBO C TIPABUJIAMU COCTABJICHUS TPOSKTOB U O(OPMIICHHS
JIOKYMEHTOB, IMOPSIIKOM COTJIaCOBAaHUS U TOIMUCAHMsI/yTBEPIKICHUS JOKYMEHTOB B OpraHU3allUH.

O3HaKOMJICHHE C IPOTPAMMHBIMU CPEJICTBAMH yU€Ta, XpaHEHHs, 00pa0OTKU M MOMCKA JJOKYMEHTOB, UCIIOJIb3yEMbIMU B OPTaHU3AIUH.
W3yueHne 0CHOB U crieliuKu paboThI ¢ JOKYMEHTAIMEH B CUCTEME AIEKTPOHHOTO JoKyMeHTooOopoTa (CD/1) opranu3aium.
Hcnonp3oBanue B paboTe ri100aNbHBIX U JOKATBHBIX CETEH IS MOTyYeHUS U XpaHeHHUs nHpopManuu, ooOMeHa nH(opMaImei.

3HAKOMCTBO C IOKyMEHTO000poTOM opranuzanuu. Mcnonb3oBanue COJ] B paboTe ¢ qokymenTamu. OOpaboTKa BHyTPEHHUX JOKYMEHTOB,
00paboTKa U OTIpPaBKa UCXOASIINX TIOKYMEHTOB, MPUEM U MIepBUYHAS 00padoTKa BXOASIINX TOKYMEHTOB. Perucrpaius 10KyMEHTOB U
MapIIpyTU3alusa JOKYMEHTONOTOKOB. KOHTposb ucnonHenus qokyMeHToB. MHopmanronHo-cripaBoyHas ¥ MOMCKOBasi paboTa

C UCIOJIb30BAaHUEM CHUCTEM y4€Ta JTOKYMEHTOB B OpraHU3aIl1H.

OdopmneHne opraHu3alMOHHBIX, BHYTPEHHUX (IIPUKA3bl, paCOPSHKEHUS, JOBEPEHHOCTH, 3aIIUCKH, CIIPABKH, aKThI, IPOTOKOIBI U Jp.) U
UCXOMSAIINUX TOKYMEHTOB OpTaHU3aIMH C UCIIOJIb30BAHUEM COBPEMEHHBIX TPOrPaMMHO-TEXHHUECKHUX CpeAcTB. KOHTpOIb MpaBUiILHOCTH
cocTaBleHUs, 0(OpMIICHHS TOKYMEHTOB (PEKBU3UTHI, 0COOCHHOCTH HAMKUCAHUS TEKCTOB, MHOTOCTPAHUYHBIC JOKYMEHTHI), TOPsIKa U3AaHUS
JIOKYMEHTOB (C y4€ToM crieln(UKH CUCTEMBI JEIONMPOU3BOICTBA opranu3aium). KonctpyrnpoBaHnue 0J1aHKOB OpraHU3aIuH, CO3JaHIE
m1abJIOHOB JIOKYMEHTOB.

Opranu3anys TeKyIIero XxpaHeHus JOKyMeHToB. DopMUpOBaHUE €Tl B COOTBETCTBUH C HOMCHKIJIATYPOH JIeJl OpraHu3aIiu. Y 4acTue

B IIPOBEJICHUH SKCIIEPTU3bI LIGHHOCTH TOKYMEHTOB CHcTeMaTH3aIUsl TOKYMEHTOB 0 CTPYKTYPHO-XPOHOJIOTHYECKOMY TPUHITUITY.
Odopmnenne y4€THBIX JOKYMEHTOB MOCTYTIIICHUS U BHIOBITHS JIETT.

O3HaKOMJICHHE C YCTaHOBJICHHBIMHU B OpTraHU3allvuH IIpaBUJIaMU IIOJATOTOBKHU JOKYMCHTOB K II€PEAAY€C B apXUB. HOJIFOTOBK& JOKYMECHTOB K
nepenade B apxuB. Odopmienne nen. CocraBieHne onucei TOKyMeHTOB 1 Jeil. CocTaBlieHHe aKTOB BBIAAYH, TIEpead, YHHUTOKCHHS
JOKYMCHTOB.

3HaKOMCTBO C KaTer OpHAMHU U BUJAMU NOKYMCHTOB, 06p213yIOH_[I/IXC${ B OpraHu3saiuu, CoacpKamux KOH(pI/II[eHLII/IaHBHyIO I/IH(I)OpMaI_II/IIO.
Opl" aHu3anus pa60TBI 110 O6pa6OTKC AOKYMCHTOB OI'PaHUYCHHOTO JOCTYIIA. O3HaKOMIICHHE C MNPUMCHACMBIMU B OpraHu3aliiu CpCACTBaAMU
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KpUnTorpaduu Ass 3alUThl SJIEKTPOHHBIX JOKYMEHTOB C UCTIOJIB30BAHUEM CIEIHATIBLHOIO MPOTrPaMMHOT0 o0ecriedeHus. Brimonnenue
paboT 1o obecreueHHIo 3aUThl JEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JAOCTYIIA.

Opranuzanus padoTel NpUEMHOM (30H NpUEMa MOCETUTENIEH): peryJiMpoBaHUe TOTOKA MOCETUTENIEH, TPUEM U PErUCTPALUs TOCETUTENEH.
[TnanupoBanue paboyero JHs pyKoBOAUTENs U cekpeTaps. [loaroroBka 1e10BBIX BCTpEY U IEPEroBOPOB pykoBoauTelsd. Pabora no
00CITy’)KHBaHUIO PA3JIMYHBIX TUIIOB COBELIAHUN U COOIIOAEHUE NTPABHJI UX MOATOTOBKU M MPOBEICHHUS.

Benenune TenedonHbIx neperoBopoB. @uibTpanus U nepeagpecanus 3B0HK0B. [Ipuém u nepenava tenedonorpamm, Gaxcorpamm,
cooOuIeHni 1o MeKTPoHHOH noure. MH(popmamonHoe obecrieueHue esITeIbHOCTH pyKoBoauTeNsl. O3HaKOMIIEHUE ¢ TIPaBUIIaMHU pabOTHI
¢ KOH(UIeHInaNbHON HHpOpMaLyel B OpraHu3aluH.

PaboTa 1o 03HaKOMIICHHIO C COCTABOM M OCOOCHHOCTSMH JIOKyMEHTOB OpPTraHU3aIHH, PETYJINPYIONIUX TPYAOBbIE OTHOIICHHUS
(opraHu3annOHHO-PACTIOPSAUTEIIBHBIC JOKYMEHTBI, JOKYMEHTBI [0 JITYHOMY COCTaBY, TPYIOBOM JOrOBOP, IOTOBOP O MaTepHaIbHON
OTBETCTBEHHOCTH U T.J.). OpopmileHHnEe JOKYMEHTOB I10 JINYHOMY COCTaBYy U UX KONUH (IIpU HEOOXOAUMOCTH). 3HAKOMCTBO C CUCTEMOI
yHH(PUIIPOBAHHBIX (HOPM MEPBUYHON YUETHON TOKYMEHTAIUN OpraHU3auy. 3aoJHeHnEe GOpPM MEPBUYHON YIETHOM JOKYMEHTAIUH.
Pabora ¢ 3asBiIeHUAMU 10 JINYHOMY COCTaBY, BeJleHHe U ohopMiieHne TpyJoBbIX KHIXKEK. Mcnonb3zoBanue COJI mpu paboTe ¢ KaJpOBbIMU
JIOKYMEHTaMH.

Bcero
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3. YCJIOBUAA PEAVIM3AIIUU ITPOPECCUOHAJIBHOI'O MOAYJIA

3.1. g peanu3anuM MNpPOrpaMmbl NPO(eccCHOHAIBLHOr0 MOAYJS JOJKHbI ObITh
NpeayCMOTPEeHbI cJIeAyIolHe clielualbHble MOMeLeHus!

KaOuneTpl: TOKyMEHTAlMOHHOTO 00eCredYeHUs YIpaBlIEHUs, OPraHU3alMi CEKPEeTapCcKOro
o0ciyKUBaHusl, OCHAILIEHHBIE 000py10BaHHEM: paboune CTOJ U CTYJI [0 KOJIMYECTBY 00yUarOLINXCs,
pabouee MecTO MpernoaBaTelsi, CHCTEMbl XpaHEHUs JIeNl B y4eOHOW KaHIEISAPUU; TEXHUIECKUMU
cpeacTBaMu 00yUYeHHsI: IEPCOHAIBHBIA KOMIIBIOTEP, IPUHTEP, CKAHEP, KOMTMPOBAJILHBIN anmapaT U
M®YV, npoeKkTop, UHTEPAKTUBHASL IPUCTABKA K JOCKE WM UHTEPAKTUBHASA J1OCKA,

JlaGoparopuun: opraHu3auud  pabOTbl C  JOKYMEHTAaMH, CHCTEM  DJIEKTPOHHOIO
JOKYMEHTOO0OpOTa; y4yeOHash KaHUENIApHs, OCHALICHHbIE OO0OpYAOBaHUEM: NEPCOHAIbHBIN
KOMIIBIOTEP, TMOJBEMHO-IIOBOPOTHOE KPECIO MO KOJIMYECTBY OOYy4alOIUXCs, MPUHTEP, CKaHEp,
KOIMUPOBAJIBHBIM ammapaT, (akcUMIIbHBIA anmapaT, MuHH ATC, MHOroQyHKIHOHAIBHOE
yctpoiictBo M®Y  (nmpuHTep, CKaHep, KOMUpP, CpPEICTBAa CBS3U), OyMaroyHUYTOXKHUTEIb
u OymaropesaTelbHOE  YCTPOMCTBO, JIaMHHATOp, OpolIopaTop, KOHBEPTOBCKPHIBATEIND,
KaHIENSAPCKUE TMeJaTH (OTTUCK TeYaTH) M INTaMIbl il OOpaOOTKHM JOKYMEHTOB (OTMETKa
0 TMOCTYIJICHMH, OTMETKa O KOHTpPOJIE), Majlasg KaHLEISApHUs IO KOJIWYECTBY OOYHarOIUXCS
B COOTBETCTBHUH C HHPPACTPYKTYPHBIM JICTOM.

[IepcoHasbHBIE KOMITBIOTEPBI:

C IOCTYTIOM K JIOKaJIbHON CETH y4eOHOT0 3aBE/ICHHUS, IN100abHOM CETH MHTEPHET, CIIPAaBOYHO-
MIPABOBOM CHCTEME, JJIEKTPOHHBIM OMOIHOTEYHBIM CHCTEMaM;

MporpaMMHOe oOOecriedeHre: TEKCTOBBIM, TaOJMYHBIN peaakTop, MporpaMma CO3JaHus
npeseHtammii, CYB/], nmepcoHanbHblii MH)OPMALMOHHBIA MEHEIXep ¢ (YHKUUSIMU MOYTOBOTO
knueHTa W Groupware, cHCTeMa 3JIEKTPOHHOIO JIOKyMEHTOOOOpOTa, apXuBaTOp, IMPOTrPAMMBbI
CKaHHUPOBAHMS U KOHBEPTUPOBAHMS JIOKYMEHTOB, NpPOrpaMMbl Uil IOATOTOBKH JIOKYMEHTOB
K [lepesiaye B apXUB.

3.2. UndopmannoHHoe obecrniedeHHe peajn3alui NpPorpaMmMbl

Jlnst peasin3zaliuy nmporpaMmbl 6u6IMoTeyHbIi poH 00pa3oBaTebHON OpraHU3alMK JOKEH
UMETh Te4YaTHble W/WIM 3JEKTPOHHBIE 0Opa3oBaTelbHble M HMH(OPMAIMOHHBIE PECYpCHI, IS
UCMONb30BaHUsT B oOpas3oBaresnbHOM mporecce. [Ipu ¢dopmupoBanun O6ubGnnoreyHoro Qouaa
00pa3oBaTeNbHONW OpraHU3allMi BHIOMpAETCs HE MEHEee OJHOTO M3JIaHMsl U3 MEePEeYMCICHHBIX HIKE
NEeYaTHBIX U3JaHUN U (MITH) JIEKTPOHHBIX U3aHUI B Ka4eCTBE OCHOBHOTO, TIPY 3TOM CIIMCOK MOXKET
OBITH JOMOJIHEH HOBBIMU U3JaHUSIMH.

3.2.1. OcHOBHBIE TEYATHBIE H YJIEKTPOHHbIE H3TaAHUSI

1. Abymamze JI. I'. JlokymMeHTallmoHHOE OOECTICUCHHE YIpaBICHUS TEPCOHATIOM:
y4eOHUK U MPAKTUKYM Ui cpeAHero mpodeccruonampHoro oopasosanus / JI. I'. AGynanze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 2-e¢ u3j., niepepad. u jon. — Mocka: M3narensctBo FOpaiir,

2022. — 370 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15076-6. — Tekcrt:
snextpouHbiit / DBC FOpaiit [caitr]. — URL.: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. CucreMsl 3JI€KTPOHHOTO JOKYMEHTOOOOpoTa: yuebHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Ueunkos F0.b. — Mocksa: KuoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 3:1€KTpOHHBIA.
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3. Kopuees, M. K. J[loxymeHTanmonHoe oOecrieueHrue YIIpaBICHUSA: YUYECOHUK |
NPaKTUKYM Ui cpeaHero npodeccuonaipaoro oopaszosanus / M. K. Kopuees, A. B. ITmenko, B. A.
MammypueB. — 2-e u3a., nepepad. u gomn. — Mocksa: M3natenscTBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texcrt: anextponHslit // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

4, KacesnoBa, I'. 0. Jlenonpou3BoaCTBO U ApyrHe acmekTsl padoTel cexperaps / [.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. Awnnpeesa B.U. [lenonpou3BoACTBO: OpraHU3alUs U BeICHHE: YIeOHO-TIPAKTUIECKOE
nocooue / Auapeea B.M. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL.: https://book.ru/book/934225. — TekcT : 31eKTPOHHBIIA.

2. AnzopoBa C.II. Opranuzanuss Tpyna TOCYJapCTBEHHBIX W MYHHIMIAIBHBIX
ciyxamux : yaeonoe nocodue / C.I1. Anzopoa, C.I'. @enopuykoBa. — Mocksa : UHOPA-M, 2022.
— 160 ¢. — (Bricmiee obOpa3zoBanue: bakamaBpuar). - ISBN 978-5-16-016369-7. - Tekcr :
anexktponnbid. - URL: https://znanium.com/catalog/product/1151473. — Pexum mocTyma: o
TIOJTTIHICKE.

3. bynar P.E. JlokymMeHTallmoHHOE OOECIICYeHUE YIPABICHHUS TEPCOHAIOM: ydeOHOE
nocoowue / P. E. Bynar. — MockBa: UTH®PA-M, 2019. — 234 c. + Jlomn. marepuais! [[ DIeKTPOHHBINA
pecypc]]. — (Bwicuiee oOpazoBanue: bakanaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:

anektponHbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum mgoctyma: 1o
IIOAIINCKE.

4. I'yryeBa T.A. KonduneHnuampHoe IEIONPOU3BOACTBO: yueOHoe mocodue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanme). - ISBN 978-5-16-016585-1. - Tekcr: snekrponusii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: MO MOAITUCKE.

5. I'ycapoa M.H. OpranuzanuoHHo-uHQOPMAIIMOHHOE ¥ JOKYMEHTAI[MOHHOE
obecrieueHne AesITEIHLHOCTH PYKOBOAUTENA: yueOHO-MeToanueckoe mocooue / M. H. I'ycaposa, C.
B. T'opkym. — MockBa: PTY MUPDA, 2022. — 106 c.— Tekct : anekrpoHHsiit // Jlanp :
3JIEKTPOHHO-OnOMmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyTa: ISl aBTOPH3. MOIb30BaTeNeH.

6. JHenonpoussoactso: yuebHuk / T.A. beikoBa, JI.M. Bsuosa, F0.M. Kykapuna, JI.B.
CankuHa; nox o6m. pen. pou. T.A. beikoBoil. — 4-e u3z., nepepad. u gon. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlom. wmatepuansl [[DnekTpoHHBI pecypc]]. — (Bricmiee obOpa3zoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 3JIE€KTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1014190. — Pexwum A0CTyIa: 1O MOAMHUCKE.

7. Hoponuna JILA. JlokyMeHTallMOHHOE oOOecCleUeHne YIpaBleHHUs: Y4eOHUK U
MPAKTUKYM JUIsl cpeniHero npodeccuonanbHoro odpazosanus / JI.A. Jloponuna, B. C. Upurukosa.
— Mocksa: M3natensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN
978-5-534-05783-6. — Tekcr: onexrtponnei // 3BC Opaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

8. Konduaennuanpaoe JIEJIOTIPOU3BOICTBO u 3aIUIIEHHBIN AIEKTPOHHBIN
nokymentoobopot: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Konapamosa, A.I'. ®abpuyHoB;
noxx oom. pea. H.H. Kynsesa. - 2-¢ u3j., nepepa0. u mom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHUBepcuterckas Oubnuoreka). - ISBN 978-5-98704-711-8. - Tekct : smektponHsiii. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum ocTyma: mo momucKe.
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9. Kopnees U.K. Texuuueckue cpencrsa ynpasienus: yueonnk / UK. Kopuees, I'.H.
Kcangomymno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Bricuiee o6pa3zoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : 3JICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/991843. — Pexwum fgocTyma: 1mo moamnucke.

10.  Kyzuenos W.H. JlokymeHTanmonHoe odecrieueHue yrpasiaeHus. JJokyMeHToo00poT 1
JIEIONIPOU3BOJICTBO: YUSOHUK M IMIPAKTUKYM JUIsl CpeHero npodeccuonansHoro obpasosanus / U. H.
Ky3nenoB. — 3-e u3x., nepepad. u gon. — Mocksa: U3garensctBo FOpait, 2022. — 462 ¢. —
(ITpodeccuonansuoe odpazosanue). — ISBN 978-5-534-04604-5. — Texcr : anexrponnslii // DbC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. Ky3sneno W.H. JlokymMeHTallMoHHOE OOECIEUYEeHHE YIPABICHUS IEPCOHATIOM:
y4eOHUK U MPAKTUKyM Ui cpeaHero mnpodeccuoHanbHoro odpazoBanus / M. H. KysneuoB. —
Mocksa: UznatenscrBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonanproe oopazoanue). — ISBN
078-5-534-04451-5. — Tekct : onekrponnsii // OBC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/444432.

12.  Opranmzamus  cekperapckoro  obcmyxkuBanuu: OJOYMK /  B.B.Tanaxos,
0. b. Hazapenko, [Dnekrpornoe yuebnoe uzganue]. — (Cpeanee nmpodeccrnoHabHOE 00pa3oBaHue
- Tekct: anextponnsiid. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyin
u3nanus: 601817641

13.  IlIaBnosckas O.}O. IIpaBoBoe obecreyeHne KaapoBOTo JIEIO0MPOU3BOJICTBA: YueOHOE
nocobue st By30oB / O.1O. I[TaBnoBckas. — Mocksa : UzmatensctBo FOpaidt, 2022. — 213 ¢. —
(Beiciee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer: anextponusiii / DbC FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/476289.

14.  CocHoBas A. AccucteHnt pykoBoautens. Jlaiidxaku npodeccun: KHUTa-TpeHUHT / A.
CocnoBas. - Cankr-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anexktponnsid. - URL: https://znanium.com/catalog/product/1817493. — Pexum mocTyma: o
TIOJTTIHICKE.

15.  Hlumos O.B. CoBpeMeHHbIE TEXHOJIOTUU U TEXHUYECKHE CPeJICTBA MHPOPMaTH3AIIH:
yuebHuk / O.B. IllumoB. — Mocka : UHOPA-M, 2022. — 462 c. + [lon. mMarepuaisl
[[QnexTponHblii pecypc]]. — (Cpennee mpodeccuoHanbHoe obOpazoBanue). - ISBN 978-5-16-

017112-8. - Tekcr : anektponnbiid. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
A0CTyIIa: 1o IOAIIHNCKE.

16. [llyBamoBa H.H. OcHOBBI AeONMPOU3BOACTBA: YYEOHUK U MPAKTUKYM JJIsI CPETHETO
npodeccuonansHoro oopazosanus / H.H. IllyBanosa, A.}O. BanoBa; moa obmieit penakuueir H.H.
lyBanoBoii. — 2-e u3f., nepepad. u porn. — Mocksa: U3narensctBo HOpaiit, 2022. — 428 ¢. —
(ITpoeccronansroe obpazoBanue). — ISBN 978-5-534-11014-2. — Tekcrt: snexTpoHHbIH // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/469548.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Koa n HaumenoBaHue
Npo(ecCHOHATBLHBIX U
001MX KOMIIETeHI Ui, Kpurepun ouenku MeToabl OLIEHKH
(popmupyemMbIX B paMKax

MOy st
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[IK 1.1. OcymiecTBasiTh
npuéM-nepeaaqy
YIIPaBJICHYECKOM
MH(OpPMALIUU C TTOMOILBIO
CPENCTB
MH(OPMAIIMOHHBIX U
KOMMYHHUKAITUOHHBIX
TE€XHOJIOTH.

[Tonyuenne HeoOX0oaMMOM
uH(popMalny U iepeaaya
CaHKIMOHUPOBAHHOU
nHpopManuu ¢
HCIOJIb30BaHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI

KoHTposb BbIOTHEHUS
NPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKA pelIeHU
pOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEeMe.

ATTecTanus mo
IIPOU3BOACTBEHHOMN

IIPaKTHKE.

[1IK 1.2. KoopauaupoBaTh
paboTy npuemMHoOn
PYKOBOJUTES, 30H
IpreMa pa3IndHbIX
KaTeroOpuil MOCETUTENEN
OpraHu3alMH.

Koopaunanus pa®boTbl
IPUEMHON PYKOBOIUTENS U
30H IIpUéMa pa3IMuHbIX
KaTeropuil MOCETUTENEH
OpraHu3aLuu

KoHTposb BbINOTHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IpOOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI MO KAk 0
TEME.

ATTecranus 1mo
MIPOU3BOACTBEHHOMN

MpaKTHUKE.

IIK 1.3. Bnanets
HaBbIKaMU IIJIAHUPOBAHUA
pabouero BpeMeH!
PYKOBOJIUTENS U
CeKpeTapsl.

[1nanupoBanue padboyero
BPEMEHU PYKOBOIUTEIS U
paboyero J1Hs ceKkpeTaps

KoHTposb BbIOTHEHUS
MIPAKTHYECKUX 3aJaHUMH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OlleHKa peleHui
MPOOJIEMHBIX CUTYalLIUH.
[TpoBepounbie pabOTHI MO KaXK 0
TEME.

ATtTtecTanus 1mo
IIPOU3BOACTBEHHOMN

IIPAKTHKE.

[IK 1.4. OcyuiecTBasiTh
MOATOTOBKY JETOBBIX
MOE370K PYKOBOJIUTENS U
JIPYTUX COTPYIHUKOB
OpTraHH3aIlHH.

Opranuzanus Jen0BbIX
MOE3/I0K PYKOBOJIUTES
U APYTUX COTPYAHHUKOB
OpTraHu3aI’

KonTtposb BeINOTHEHUS
MPaKTUYECKUX 3aJaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMH.

AHanu3 1 OLEHKa peleHU
POOJIEMHBIX CUTYaIUH.
[IpoBepounbie pabOTHI MO KaXK10M
TEME.
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ATtTecranus 1no
MIPOU3BOACTBEHHOMN
MPaKTHKE.

IIK 1.5. Bnanets
criocobaMu opraHu3auu
pabodero nmpocTpaHcTBa
pUEMHOW U KaOuHeTa
PYKOBOJIUTEIIS.

Opranuzanus u nojjaepxaHue
(YHKIIMOHATILHOTO pabovero
MIPOCTPAHCTBA

KoHTpo:b BbINIOJIHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLEeHKa peleHui
MPOOJIEMHBIX CUTYALHH.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEME.

ATtTecranus 1no
IPOU3BOJICTBEHHON

MPaKTHKE.

IIK 1.6.

OcyiecTBiATh paboTy 1O
IIOATOTOBKE U

Opranu3zanys NoAroToBKU U
MIPOBE/ICHUE BHYTPECHHUX U
BHEUTHUX KOH(EPEHTHBIX
MEpOIPUATHIA, 0OecrieueHune

KoHTpo:b BbiNoIHEHUS
IIPAaKTUYECKUX 3a/IaHUM.

VY CTHBIN WM TECTOBBIN KOHTPOJIb

MIPOBEACHUIO

KOH()EPEHTHBIX MH(OPMAITMOHHOTO TEOPETUUYECKUX 3HAHUH.
MEPONPUATHH, B3aMMO/ICHCTBUS AHanuM3 ¥ OlleHKa pelieHuin
obecIieunBaTh PYKOBOAMTEIIA C pOOJIEMHBIX CUTYaLUH.
nH(OpMaLILOHHOE HOAPA3ACIICHUAMUI 1 [IpoBepouHbIe pabOTHI IO KAXKIOM
B33.I/IMO,Z[CI>'ICTBI/IC JOJDKHOCTHBIMH JIMIIaMH TEMeE.

PYKOBOIMTEIIA C OprafHu3aitiy. ATTtecranus 1mo
MOApAa3ACJICHUAMN U TIPOM3BOJICTBEHHOM
JOJDKHOCTHBIMH JIUIIAMU IPAKTHKE.

OpraHu3aIyy.

IK 1.7. Odopmnenue KonTpois BBITIOJTHEHU S
OdopMIATH OpraHU3aIMOHHO- MPaKTUYECKUX 3aaHUH.
OpraHu3alOHHO- PaclIOpAUTCIBHBIX YCTHBIN UM TECTOBBIA KOHTPOJIb
pacropsaauTeabHbIC AOKYMCHTOB U Opranu3anus TEOPETUYECKUX 3HAHUM.

AOKYMCHTHI 1
OpraHU30BBIBAThH PabOTy C
HUMH, B TOM YHUCJIC C
HCIIOJIb30BaHUEM

pa60TBI C HUMH, B TOM 4YHUCJIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3UPOBAHHBIX CUCTCM

AHanu3 ¥ OLEHKa peleHui
MPOOJIEMHBIX CUTYaLIUH.

IIpoBepounbie pabOTHI 10 KaXKIOH

TEME.
aBTOMAaTH3UPOBAHHBIX
ATtTectanus o
CHCTEM. .
MIPOU3BO/ICTBEHHOM
MIPAKTHKE.
IIK 1.8. Odopmiienne nokymeHToB 1o | Konrpoiub BBITIOJTHEHUS

OdopmIIsTE TOKYMEHTBI
10 JINYHOMY COCTaBy U
OpraHU30BBIBAThH PabOTy C

JIMYHOMY COCTaBy U
opraHu3anusa pa6OTLI C HUMHU,
B TOM 4HCJIC C

MNPaKTUYICCKUX 3aJIaHuil.

YCTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUMH.
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HHMH, B TOM 4YHUCJIC C

HUCIIOJIB30BaAHUEM

AHanmu3 W OLIEHKa pEIIeHUI

HCIIO0JIb30BaHUEM ABTOMATHU3MPOBAHHBIX CHCTEM | TIPOOJIEMHBIX CUTYaIUH.
4BTOMAaTHU3HPOBAHHBIX [IpoBepouHbie pabOTHI 10 Kax 01
CHCTEM. TEME.
ATtTtecranus o
MIPOU3BOACTBEHHOMN
MPaKTHKE.
IK 1.9. Opranuzanus TeKyuero KoHTpoJib BeIMOSHEHUS

OpraHu30BbIBaTh TEKYIICE
XpaHEeHHE JOKYMEHTOB,
00paboTKy Jen JyIst
OIIEPaTUBHOTO U
APXUBHOI'0 XpaHCHUA, B
TOM YHCIIE C
HCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

XpaHeHUs JOKYMEHTOB,
o0OpaboTka jaen 1is
OIePaTUBHOT'O U APXHUBHOTO
XpaHEHUs, B TOM YHCIIE C
HCIIOJIE30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLEHKa peleHui
IpOOJIEMHBIX CUTYalIUH.
[IpoBepouHbie pabOTHI IO KaXK101
TEME.

ATTecTanus 1mo
IPOU3BOJICTBEHHON

MPaKTHKE.

OK 01.

BriGupath criocoOsbI
pelIeHus 3a1aq
npo¢ecCuOHAITBHON
JeSATEIIbHOCTH
MIPUMEHHUTEITHHO K
Pa3IMYHBIM KOHTEKCTaM;

Br160p criocoba penienus
3a7a4 MpoQecCuOHATBHOM
JeSITeIbHOCTH TPUMEHUTEIIHHO
K pa3JIM9HBIM KOHTEKCTaM

KonTtposb BbIOTHEHUS
NPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OLEHKa peleHui
POOJIEMHBIX CUTYaIIUH.
[IpoBepounbie pabOTHI IO KaXK10M
TEME.

ATtTtecTanus mo
MPOU3BOACTBEHHOMN

MpPaKTHUKE.

OK 02.

Hcnonb3oBars
COBPEMEHHBIE CPENICTBA
MIOUCKA, aHaJIu3a U
MHTEpHpeTanuu
nHpopmanuu, u
nH(pOpMaLOHHbIE
TEXHOJIOTHH IS
BBITIOJTHEHUS 33/1a4
npodeccnoHanbHOMI
NESITENIBHOCTH;

Hcnons30BaHne COBPEMEHHBIX
CpeZACTBa MIOUCKA, aHAJIN3a U
MHTEpIpeTanuy nHpopmanuu,
1 UCTIOJIb30BaHUE
MH(POPMAaIMOHHBIX
TEXHOJIOTH [ BBIITOJIHEHUS
3a7a4 npoQeccuoHaIbHOM
JESTEIHOCTH.

KoHTposb BeIOTHEHUS
MIPAKTHYECKUX 3aJaHUMH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUUECKUX 3HAHUM.

AHanm3 1 OleHKa peleHun
MPOOJIEMHBIX CUTYalLIUH.
[TpoBepouHbie pabOTHI MO KaXKI0M
TEME.

ATTecTanus 1mo
IIPOU3BOJICTBEHHOMN

MIPaKTHUKE.
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OK 04.

DddexkTrBHO
B3aMMOJICHCTBOBATh U
paboTaTh B KOJUICKTUBE U
KOMaH/I¢;

B3aumopetictBue u pabora B
KOJUIEKTHUBE U KOMaHJIE

KoHTposb BbIOTHEHUS
NPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKA pelIeHU
pOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEeMe.

ATTecTanus mo
IIPOU3BOACTBEHHOMN

IIPaKTHKE.

OK 05.

Ocy11ecTBIATh YCTHYIO U
MMHUCbMEHHYIO
KOMMYHHKALMIO HA
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiyu ¢

OcyuiecTBiIeHUE YCTHON U
MMCbMEHHOM KOMMYHHKAITUU
Ha TOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eToM 0COOeHHOCTEN
COLIMAJIbHOTO U KYJIBTYPHOT'O

KoHTposb BbINOTHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IpOOJIEMHBIX CUTYaLUH.

yeToM ocobeHHocTeH KOHTeRCTa ITpoBepouHbIe paboTHI MO KAk 10
COLIMAJIBHOTO U TeMe.
KYJBTYPHOT'O KOHTEKCTA ATTeCTALHIS 110
IIPOU3BOACTBEHHOMN
MpaKTHUKE.
OK 09. Hcnonb3oBanue KoHTpo:b BbINONIHEHUS
ITonp30BaThCA npogecCuoHaIbHON MPAKTUYECKUX 3aIaHHI.
npodeccnoHanbHOM JOKYMCHTAllMK Ha Y CTHBIN WIK TECTOBBIN KOHTPOJIb

JOKyYMEHTaluen Ha
rOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

rocyJapCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

TEOPETUYECKUX 3HAHUM.

AHanu3 1 OlleHKa peleHui
MPOOJIEMHBIX CUTYalLIUH.
[TpoBepounbie pabOTHI MO KaXK 0
TEME.

ATtTtecTanus 1mo
IIPOM3BOJCTBEHHON

ITPAKTHKE.
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