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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIAA
«[IM.01 OCYINECTBJIEHUE OPTAHU3ALIUOHHOI'O

N JOKYMEHTAIHMOHHOI'O OBECIIEYEHUSA AEATEJABHOCTHU OPTAHU3ALIUN»
1.1. Heab ¥ muiaHupyemblie pe3yJbTaThl 0CBOeHHSI NPO(ecCHOHATIBLHOT0 MOXYJIS
B pesynbrate u3ydeHus mnpoQecCHOHATBHOTO MOIYJS OOYYarOIIMHCS JOKEH OCBOUTH

OCHOBHON Bun pearenpHocTH «OCYyIIECTBICHUE OPraHU3alMOHHOIO M JOKYMEHTAllMOHHOI'O
o0ecrieyeHns AesITeIbHOCTH OPTaHU3aluu» U COOTBETCTBYIOLINE eMy 001Ie U TpoecCuOHAIbHbIE

KOMIIETECHIINH:
1.1.1. Tlepedenp 00X KOMITETEHINI

Koxa ‘ HanmeHoBaHHeE 00IIIMX KOMIIETEHITHIA

OK 01 Br16upath criocoObl perienus 3a1a4 npopeccuoOHaIbHOMN 1eATeIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonb30BaTh COBPEMEHHBIE CPEICTBA ITOMCKA, aHATIM3a U UHTEPIIPETAlluU
uH(popMaluu, 1 UHPOPMALIMOHHBIE TEXHOJIOTHH JUIsl BHIIIOJIHEHUS 3a/1a4
pohecCHOHATBLHOM NesTENbHOCTH.

OK 04 D} dexTHBHO B3aUMOICHCTBOBATh U pab0OTATh B KOJUIGKTHBE M KOMaH/IC.

OK 03 [TnanupoBaTh U peaqn30BbIBaTh COOCTBEHHOE MPOGECCHOHATBHOE U JINYHOCTHOE
pa3BUTHE, IPEANPUHIMATEIECKYIO IEATEIIHOCTD B MpodeccHoHaNbHOM cdepe,
MCIIOJIb30BaTh 3HAHUS 10 TPABOBOM M (PMHAHCOBOI rPaMOTHOCTHU B PA3IMUHBIX
JKU3HEHHBIX CUTYaIMSIX

OK 05 OcCylIeCTBIISITh YCTHYIO U MUCbMEHHYIO KOMMYHHUKALIMIO HA TOCY1apCTBEHHOM
SI3BIKE
Poccuiickoii @enepaiu ¢ yueToMm 0COOEHHOCTEN COIMAIBLHOTO U KYJIBTYPHOTO
KOHTEKCTa.

OK 09 [Tonp3oBaThes MpodeccuoHaNbHOM JOKYMEHTalMe Ha rocy1apCTBEHHOM U

HHOCTPAaHHOM A3bIKax.

1.1.2. Tlepeuens npodeccnoHaNbHBIX KOMITETCHIINN

Kon HanmeHnoBaHue BUAOB AeATEJIbHOCTH H PO ECCHOHATBHBIX KOMIIETEHIUI

BA1 OcyuecTBjIeHHEe OPraHU3AMOHHOI0 U JOKYMEHTAIMOHHOT0 00ecnevyeHus
AeATeTIbHOCTH OPraHu3aluN

K 1.1. | OcymecTBasaTh NpuéM-Tiepeaady yrnpaBieHYecKord HHOOPMAIUU C TTIOMOIIBIO
CPEICTB
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

MK 1.2. | KoopauHupoBatk paboTy NpUEMHON PYKOBOAMTENS, 30H IPHEMA Pa3IHUHBIX
KaTerOpuil MOCETUTENEH OpraHu3aliy.

MK 1.3. | Bnagets HaBbIKAMHU INIAHUPOBAHUS pab0OUYero BpEMEHU PYKOBOIMTENSI U CEKpeTapsl.

IIK 1.4. | OcymecTBasATh NOATOTOBKY JEJIOBBIX MOE310K PYKOBOAUTEINS U IPYTUX
COTPYAHMKOB OpraHU3aLuHu.

MK 1.5. | Bnagets cioco0amu opraHu3anyu pabo4yero npocTpaHcTBa MPUEMHON U KaOnHeTa
PYKOBOJMTEIIS.

MK 1.6. | OcymecTBiATh pabOTy MO NOATOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX
MEpONpUATHIA, 0OecrieunBaTh HH(POPMAIIMOHHOE B3aUMOJIEHCTBHE PYKOBOIUTENS C
MI0/Ipa3JIEJICHUSMHU U TOJDKHOCTHBIMU JINLIAMU OpPTaHU3alMH.

MK 1.7. | ObopmiaTh OpraHU3aIMOHHO-PACTIOPSIIUTEIbHBIE TOKYMEHTHI U OPTraHU30BBIBAThH
paboTy ¢ HUMH, B TOM YHUCIIE C UCIIOJIb30BAaHUEM aBTOMATU3HUPOBAHHBIX CHCTEM.

IIK 1.8. | OdopMIATh TOKYMEHTHI 110 JIMYHOMY COCTaBY U OpPraHMU30BBIBaTh pabOTy ¢ HUMHU, B

TOM YHUCJIC C UCITOJIb30BAHNCM dBTOMATU3WPOBAHHBIX CUCTCM.




IIK 1.9.

OpraHu3oBbIBaTh TEKYIIEe XpaHEHNUE TOKYMEHTOB, 00pabOTKy Jel A
OIIEPAaTUBHOI'O U ApXUBHOI'O XPAHEHHUS, B TOM YHUCIIE C UCIIOIb30BAHUEM
ABTOMAaTU3MPOBAHHBIX CUCTEM.

1.1.3.

B pesynbrare ocBoeHuUs TPOecCHOHATBHOTO MOTYJISl O0YHArOIIUICS TOJDKEH:

Bnanets
HaBBIKAMHU

[Tomyyenus HeoOXoaANMON HHPOPMALIUY U NIEPEaud CAaHKLIMOHUPOBAHHON
nH(OPMAIINU C UCIIOJIB30BAHUEM CPENICTB MH(DOPMAITMOHHBIX U
KOMMYHMKAIIUOHHBIX TEXHOJIOTHH.

Koopaunamuu paboTel mpuéMHON PyKOBOAMUTEINS U 30H PpUEMa Pa3IHUHBIX
KAaTEeropui MOCETUTENIEH OPraHu3aLiH.

[TnanupoBanust pabouero BpeMeHH PYKOBOJUTENS B pabouero THS ceKpeTapsi.
Opranuzanuu AeI0BBIX MOE300K PYKOBOIUTENS U APYTUX COTPYAHUKOB
OpraHM3alMH.

Opranuzanuu 1 nojaep)kaHust GyHKIIMOHAIBHOTO paboyero npocTpaHCTBa.
Opranu3anuu MOATOTOBKHU M MPOBEACHUS KOH(DEPEHTHBIX MEPONIPUSATHH,
obecrieyeHrss THPOPMALMOHHOTO B3aUMOIEHCTBHS PYKOBOJUTEIIS C
MIOAPA3ACIICHASIMH U TOJKHOCTHBIMU JIMIIAMY OPTaHU3aLUN.

OdopmiieHnst opraHu3aliOHHO-PACIIOPIUTEIbHBIX JOKYMEHTOB U
OpraHusainuu padboThl ¢ HUIMH, B TOM YHUCIIE C UCIIOJIb30BAaHUEM
aBTOMATU3MPOBAaHHBIX CUCTEM.

OdopmiieHus TOKYMEHTOB TI0 JINYHOMY COCTaBYy M OpraHU3aIuy pabOThI C
HUMH, B TOM YHCJIE C UCIIOJb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3anuu TeKyIero XpaHeHus: T0KyMEHTOB, 00paOOTKH e IS
OIIEpaTUBHOI'O U APXUBHOT'O XPaHEHMsI, B TOM YHUCJIE C UCIIOIb30BAHUEM
ABTOMAaTU3MPOBAHHBIX CHCTEM.

YMmern

OpPraHHU30BBIBATH Pabouee MECTO B COOTBETCTBUH C TPEOOBAHUSMHU SPTrOHOMHUKHU
Y KYJIBTYPHI TPY/1a;

obecnieunBath pabodee MecTo U (YHKIIMOHATBLHOE pabouee MPOCTPAHCTBO
HEOOXOIMMBIMH CPEJICTBAMU OPTAaHU3AIMOHHON TEXHUKHU, MEOCITHIO 1
KaHILIETSIPCKUMU MPUHAAIC)KHOCTIMU;

MOJIJICP’KUBATH CPEJICTBA OPTAHU3AIMOHHOW TEXHUKH B pa00YEM COCTOSHUU;
MPUMEHSITH B paboTe cpeAcTBa UHPOPMAIIMOHHBIX ¥ KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIA;

HCIOJIb30BaTh CPECTBA MH(POPMAIMOHHBIX U KOMMYHUKAITHOHHBIX
TEXHOJIOTUH JIJIS TIOJYICHUS | ITepeiadil HHPOPMAIIHH;

yCTaHABIMBATh U MOICP)KUBATh KOMMYHHUKAIIUHU B TIPOIIECCE JIEIIOBOTO
OOIICHHMSI C TIOMOIIIBIO CPEJCTB HHPOPMAITMOHHBIX U KOMMYHHUKAITHOHHBIX
TEXHOJIOTHI;

OCYIIECTBIISTH COOp, 00pabOTKy MH(POPMAIINH, CUCTEMATU3AITUIO TIOTy9aeMbIX
Y TIepeIaBaeMbIX JIaHHBIX;

OCYIIIECTBIISATH MPOBEPKY TOCTOBEPHOCTH, ITOJTHOTHI U HETIPOTHBOPEUYUBOCTH
TaHHBIX, UCKITIOUeHHE TyOIupoBaHust HHGOpMAIUY;

CTJIa)KMBaTh KOH(DJIMKTHBIC U CIIOKHBIC CUTYAI[UH MEKITHIHOCTHOTO
B3aMMO/ICHCTBUS;

COOJTFOIaTh ATUKET M OCHOBBI MK TYHAPOIHOTO TIPOTOKOJIA;

obecrnieunBaTh HH(HOPMAIMOHHYIO 0€30MaCHOCTh JAEATEILHOCTH OpTaHU3aIIHH;
BECTH U HCIIOJIB30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alnu;

BECTH YUYETHBIC PETHUCTPAIMOHHBIE (JOPMBI, UCTIONH30BATh MX IS
nH(pOPMaITMOHHON pabOTHl U PAOOTHI MO0 KOHTPOJIIO UCIIOTHEHUS TOPYICHUH;




BCTPEYATh MOCETUTENEH, MOTydaTh MEPBUUHYIO HH(OPMAIIHMIO O TIOCETUTENIAX,
yCTaHaBJIMBATh MOPSIOK NMPUEMA AJIS pa3IMUHBIX KATErOpUi oceTuTenen
MIPUHUMATh MEPHI 110 COXPAHEHUIO KOH(UICHIIMANBHON HHpOPMALIUU B X0/1€
npuéma rnoceTuTenei;

BECTH YUETHBIC PETUCTPALIMOHHBIC (POPMBI IO IPUEMY TIOCETUTENEH U
oopMIIATH ITpOIyCKa;

OCYILECTBIATh NPUEM, TIEpejady U OTIPAaBKY JOKYMEHTOB;

OpPraHu30BBIBATh U OPOHHUPOBATH IEPETOBOPHBIE KOMHATHI,

CepBUpPOBATh YaiiHbIe (KOQEHHbIe) CTONIBI B O(HCE;

BBIOMPATh (POPMBI TUTAHUPOBAHUS 1 O(DOPMIIATH TUTAHUPOBIIUK (OpraHaisep)
PYKOBOJUTENIS U CEKPETApS;

YCTaHaBJIMBATH 1I€JIU, ONPEAEIISTh IPUOPUTETHOCTh U 0UEPETHOCTh
BBITTOJIHEHUS paboT U 23PPEKTHBHO pacTpepessiTh padbouee Bpems;
COIJIACOBBIBATh BCTPEUM U MEPONIPHUATHS U BHOCUTH HH(POPMALIHIO B
TJIAHUPOBIIMK (OpraHaiisep);

MH(GOPMHUPOBATH PYKOBOJUTENS O MPUOIMKEHIUN BPEMEHU U pErIaMeHTe
3aIJIaHUPOBAaHHBIX BCTPEY U MEPOIIPUATHIL;

BBIOMPATH ONTHUMAJIBHBIE CITOCOOBI BHEIITHETO U BHYTPEHHETO WH(OPMHUPOBAHUS
O IUTAHUPYEMBIX MEPONIPUATHSX;

COCTABIIATH M OOPMIISATH TOKYMEHTHI JIJISl JISIOBBIX ITOE3/I0K;

OCYLLECTBIIATh TPEBE-TIOAIEPIKKY JIJIOBBIX M10E3/10K;

COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MEpONPUATHIA U GOPMHUPOBATH MPOTrPAMMY JE€IOBOM MOE3/IKH;

WCIIOJIB30BATh CPEACTBA MHPOPMALMOHHBIX 1 KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH JU1st 00ecrieueH sl B3aUMO/ICHCTBHSI C PYKOBOAUTENIEM BO BpEMsI
€ro JICIIOBOM ITOC3/IKH;

o(hopMIIATH OTUETHBIE JOKYMEHTBHI O JIEJIOBON MOE3/IKE.

OpPraHHU30BBIBATH IPOLECC MTOATOTOBKH U MIPOBEIEHNE KOHPEPEHTHOTO
MEpPONPUATHS HHAUBUYATbHO U B COCTaBe paboueil rpymbl;
JOKYMEHTUPOBATh Pa3HbIE ATAIbI MPOIEAYpPbI OATOTOBKU U MPOBEICHUS
KOH(EPEHTHOT'O MEPOIPUSITHUS;

COCTaBJIATh MPOEKTHl OPraHU3AUOHHBIX, PACTIOPSIUTENbHBIX U
MH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM YHUCIIE IOKYMEHTOB,
coJiepKaluX KOHPUACHITHATbHYI0 HH(POPMAIIHIO;

0(hopMIIATH OpraHNU3aLMOHHO-PACTIOPAUTEIbHBIE JOKYMEHTbI (OPUTUHAIIBI U
KOIIUN);

CKaHHPOBATh, KOIUPOBATh U KOHBEPTHPOBATH JOKYMEHTHI B pa3IHMUHbIC
¢dbopmarsl;

OCYILIECTBIIATH POBEPKY MPOEKTOB JJOKYMEHTOB Ha COOTBETCTBUE MPAaBUIIAM
JIeJIONPOU3BO/ICTBA;

NPUHUMATh U IPOBOJUTH NEPBUUYHYIO 00pAaOOTKY BXOJSAIINX TJOKYMEHTOB,;
MIPOBOAUTD MPEABAPUTEIHHOE PACCMOTPEHUE BXOISAIINX U BHYTPEHHUX
JIOKYMEHTOB;

PEruCTpUPOBATh BXOIINE, UCXOASIINE U BHYTPEHHUE JOKYMEHTHI;
KOHTPOJIMPOBATh MAPLIPYTHU3ALMIO JOKYMEHTOIIOTOKOB B OpraHU3aluu
(cormacoBanue, MOANKUCAHUE, YTBEPKICHUE, PETUCTPAlIHsl, 03HAKOMJIEHHE U
HCIIOJIHEHUE IOKYMEHTOB);

OCYILLIECTBIIATh CPOKOBBIH KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB;
OCYILIECTBIATH 00PAaOOTKY M OTHPABKY HCXOAIINX JOKYMEHTOB;

COCTABJIATh OTYETHI U AHAJIUTUYECKHUE CIPABKU 00 MCIIOJIHEHUH JOKYMEHTOB;
BECTH MH(OPMAIIMOHHO-CIIPABOYHYIO pabOTy IO JOKYMEHTaM;




OCYILIECTBIATH paboTy C OpraHU3alMOHHO-PACTIOPAIUTEIHLHBIMI JOKYMEHTAMHU
B aBTOMAaTU3UPOBAHHBIX CUCTEMAX;

o0ecreynBaTh COXPaHHOCTh MEPCOHATBHBIX JAaHHBIX PA0OOTHHUKOB;
OpPraHU30BBIBATh JOKYMEHTOOOOPOT MO NPEACTABICHUIO JOKYMEHTOB 110
[IEPCOHAILY B TOCYAAPCTBEHHBIEC OPraHbI;

OpPraHU30BBIBATh JOKYMEHTOOOOPOT IO YUYETY U ABHIKEHUIO pAOOTHUKOB;
BECTH BOMHCKHH y4€T paOOTHUKOB;

BECTH y4&€T pabouero BpeMeH! pabOTHUKOB;

o(hopMIIATH OpraHU3aMOHHO-PACTIOPAUTEIBHBIC TOKYMEHTHI 110 TUYHOMY
COCTaBY;

BECTH PErUCTPALMIO, YYET, ONIEPATUBHOE XPAHEHHUE JOKYMEHTOB 110 INYHOMY
COCTaBY;

BECTH JJOKYMEHTALMIO, IIOATBEPKIAIOILYIO CBEICHUS O TPYIOBOM NEATEIBHOCTH
U TPYJOBOM CTake paOOTHUKOB,;

(bopMHpOBATh JTMYHBIE JIeNIa pAOOTHHKOB;

o(opMIIATH Je1a 1o JIMYHOMY COCTaBY JUIs IIepelaur B apXUB OpraHU3aluy;
paboTath Co crienuaIn3uPOBaHHBIMU HH()OPMAITHOHHBIMU CUCTEMAaMH U
0a3aMu JaHHBIX 110 BEICHHUIO YIETa U ABIKEHUIO pAOOTHHUKOB;

pa3pabaTbIBaTh HOMEHKJIATYPY JIeJ1 OpraHu3aluiy;

MIPOBEPATH MPABMIBHOCTH 0(POPMIICHUSI JOKYMEHTOB U OTMETKH 00 HX
UCIIOJHEHUU nepe]l X (GOPMHUPOBAHUEM B JIEIIO JUI MOCIEIYIOLEr0 XpaHeH!s;
(dbopmMHpOBaTh Aena, KOHTPOIUPOBATH MIPABUIBHOE U CBOEBPEMEHHOE
pacnpezelieHue U MOAMNBKY JOKYMEHTOB B JieJa B COOTBETCTBUH C
HOMEHKJIaTYpOM JIeJT;

MIPOBEPATH CPOKHU XPaHEHHsI JOKYMEHTOB, COCTABIIATh IPOTOKOJ PaOOTHI
JKCIIEPTHOM KOMUCCHH IO MOJArOTOBKE JOKYMEHTOB K I€pe/laye B apXHUB;
COCTABJIATH AKT O BBIIEICHUU K YHUYTOKEHHUIO TOKYMEHTOB, HE TOJIEXKAIINX
XPAHEHMUIO;

COCTABJISATh KT 00 YHUUTOXXEHUU JIOKYyMEHTOB;

OCYILIECTBIIATH MOJHOE WM YaCTUUHOE 0(OPMIIEHHE JIE]I BPEMEHHOTO,
IIOCTOSIHHOTO, TOJITOBPEMEHHOTO CPOKOB XPaHEHUS,

COCTABJISAITH OIKCH JI€] CTPYKTYPHBIX IIOJIpa3/IeICHUN TIOCTOSIHHOTO,
JOJICOBPEMEHHOI'0 CPOKOB XpaHEHUs I Iepeady el B apXUB OPraHU3aLUU.

3HaTh

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
MH(OPMALIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTHA, TIO 3aIlIUTe
nH(popMaiuu, nHOOPMAITMOHHONU 0€301TaCHOCTH, TI0 padoTe ¢ 0OpaIeHUsIMA
rpaX<J1aH, 0 OpraHU3aIuy J1eJI0BOM MOE3/IKH, B chepe IeIOnpOnu3BOICTBA U
apXUBHOTO JieTia, B cepe peryJIupoBaHus TPYAOBBIX OTHOIICHHUIA,
JIOKAJIbHBIE HOPMATUBHBIE aKThI, PETIAMEHTUPYIOIINE AEITEIbHOCTh CITYKObI
JIeJIONPOU3BOICTBA U €€ paOOTHHUKOB, OPraHU3AINI0 BEICHHS
JIEJIONPOU3BO/JICTBA, MIEpeAauy €] B apXUB OPraHU3alMH, a TAKXKE
perIaMeHTHPYIOINE TPYIOBbIE OTHOIICHHUS,

CTPYKTYpy OpraHu3aiuu, e€ 3a1auu U QyHKIUHU, pacrpenencHue QyHKInun
MEXy CTPYKTYPHBIMU TTOAPA3ACICHUSIMHU U CTICITHATICTAMH;

TpeOOBaHUs OXPaHbI TPY/1a, IPOU3BOJCTBEHHON CAaHUTAPUH, IPOTUBOIOKAPHOU
3aIlUTHI;

OCHOBBI ITPaBUJILHOM OpraHU3alUU TPYJIa U METO/Ibl TOBBIIICHUS €T0

s exTuBHOCTH;

OCHOBBI YIPABIICHUS BPEMEHEM;

BU/JIbl OPTaHN3aIIMOHHON TEXHUKHU U MpaBuja paboThI ¢ HEll;




METOABI 00pabOTKHU U 3aLIUTHI HH(OPMAIMU C IPUMEHEHHEM CPEJICTB
MH(GOPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

COBpPEMEHHBIE HHPOPMALMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
IIpUMEHsieMble B paboTe C JOKyMEHTaMH, B TOM YHUCJIE 110 INYHOMY COCTaBY,
STHKET U OCHOBBI MEXIyHAPOIHOTO IPOTOKOJIA;

3THUKY JI€JI0BOT0 OOLIEHHUS;

MIpaBUJIa PYCCKOTO S3bIKA;

IIPaBUJIA PEUEBOTO ITUKETA;

MpaBUjIa MOACPKAHUS M PAa3BUTHS MEKIMYHOCTHBIX OTHOIICHUIA;

IIpaBUJIa IPOBEACHUS JI€TIOBBIX [IEPErOBOPOB;

IpaBUJIa OPraHU3aALUHU PHUEMA TTOCETUTENCH;

MpaBujia CEpBUPOBKHU YaHOTO (KOPEHHOTO0) CTOMa;

MOPSI0K MOJTOTOBKY U IOKYMEHTHPOBAHUS ICTIOBOH MTOE3/IKH;
MHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEI-MOICPKKH JEIOBBIX MTOE3/10K;
KOMILIEKC OPTaHU3AIMOHHO-TEXHUYECKUX MEPOTIPUATHIA IO TIOJTOTOBKE U
IIPOBE/ICHUIO KOH(PEPEHTHBIX MEPOIIPUATHIH;

npaBuia 0pOpPMIICHHS TOKYMEHTOB, CO3aBaEMBIX B IPOLIECCE MOATOTOBKH U
MIPOBEICHUST KOH(DPEPEHTHOTO MEPOTIPUSITHS,

COCTaB BHYTPEHHHX M BHEIIHUX MH(OPMAIIMOHHBIX [TOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX HOJpa3esIeHIH, 00pa3Ibl MOAMMCEH JIHIL,
MMEIOIIUX [TPaBO MOAMUCAHUS U YTBEPKACHUS JOKYMEHTOB, U OIpaHUYCHHS
30H HX OTBETCTBEHHOCTH;

BUJIbl HOMEHKIIATYp JieJ1, o01re TpeOoBaHUsI K HOMEHKJIAType /1€, HOPSA0K
paboTEHI ¢ Held;

nopsAoK (GopMUpoBaHUs U 0opMIIEHUS Jie, ciennpuKy GopMUpOBaHUSL
OT/EJIbHBIX KaTErOpHil AT,

IpaBUJIa XpaHEHUS JIeJl, B TOM YHCJIE C IOKYMEHTaMH OTPaHUYEHHOTO JIOCTYIA;
MIpaBUJIa BBIIAYH U MCIIOJIb30BAHMS JOKYMEHTOB U3 C(hOPMUPOBAHHBIX JIET;
MOPSI0K UCIIOJIb30BaHUS TUIIOBBIX MJIM BEIOMCTBEHHBIX MEpEeUHEN
JTOKYMEHTOB, OTIPE/ICIICHUSI CPOKOB XPaHEHHS B TIPOIIECCE IKCIIEPTU3HI
LEHHOCTH JJOKYMEHTOB;

BUJIBI OITUCEH JIeNl OpraHu3aIiy 1 MOPSIOK pabOTHI C HUMH.

1.2. Kosiu4ecTBO 4acoB, 0TBOAMMOE HA 0CBOEeHHE MPO¢ecCHOHATBHOI0 MOIYJIs
Bcero uacos — 697

B TOM 4HcIIe B pOopMe MPAKTUUECKON MOArOTOBKU — 432
N3 Hux Ha ocBoenne MJIK — 535

B TOM YHUCJIE CAMOCTOsITeNbHAs paboTa — 21
MPAKTUKH, B TOM YHCIIe yaeOHas — 72

MIPOU3BO/ICTBEHHAS — 72

[Tpomexyrounas arrectanus — 18 ( B hopMe sk3amMeHa o Moayiro (6 cemectp),
muddepeHpoBaHHOTO 3a4ueTa (5,6 cemecTpsl), HTOroBo oteHku (3,4,5,6 cemecTps)



2.1. CtpykTypa npoecCHOHAJIBHOIO MOAYJIsI

2. CTPYKTYPA U COAEPKAHUE ITPO®PECCHUOHAJIBHOI'O MOAYJIA

O6beM pohecCHOHATTLHOTO MOAYJIS, aKaIEMUYECKUX YaCOB

O6yuenue no MJIK

S
4
g
I
g e B ToMm umcie Hpairikcu
Konbt HaunmenoBanue e = =
= )
npodecCHOHATBHBIX pa3aenos Beero, | S 2 oo
@ O JIaGopaTopHbIX =
1 00mux MpoeCCHOHAIIBHOTO | YacoB . S S
N 7 & | Beero u KypcoBbix | CamoctosTenbHas | S,
KOMIIETEHLIU I MOJYJIS = 9 % | YueOnas | [IponssoncTeeHHas
m Z IPAKTUYECKUX pabor pabora )
c% 3aHATHI é
& =
IIK 1.1, 1.5, 1.6, Pazpen 1.
1.7,1.9 JlokyMeHTupOBaHuE U
OK opranusaius paboTsl ¢
01,02,03,04,05,09 OopUIATEHBIMH
JIOKyMEHTaMU 233 154 | 226 134 20 7
MJIK 01.01.
JlokyMeHTaIlMOHHOE
obecnieueHue
yIpaBIeHUS
I1IK 1.1, 1,6, 1.7, Pazgen 2.
1.8,1.9 Opranuzanus paboTsl
OK 01,02,04,05,09 | ¢ noOKyMEeHTamMH B
ABTOMATHU3MPOBAHHBIX
cucTeMax 90 50 86 56 4
MJIK 01.02.
Opranu3zanus paboTsl
C DJIEKTPOHHBIMHU
JIOKyMEHTaMH
IIK 1.1, 1.2, 1.3, Pazpgen 3
14,1516 Opraaun3anuoHHOe
OK obecrnieueHue 106 40 102 46 4
01,02,03,04,05,09 JIEATENBHOCTHA
OpraHu3aIluu
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MJIK 01.03.
Opranuzanust
CEKPETAPCKOT0
00CITy)KMBaHUS

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

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

Paznen 4.
JlokyMeHTupOBaHUE U
opranu3zanus paboTsl C
KaJIpOBBIMHU
JOKYMEHTaMHU

MJIK 01.04.
JlokyMEeHTaMOHHOE
obecrnieueHue
KaJIpOBOH CITy>KOBbI

106

48

100

50

YyeOHas mpakTHKa

72

72

72

[TpousBoacTBEHHAs
MIPAKTHKA 4aCOB

72

68

72

IIpomesxyTouHas
arrecTanus

18

Bcero:

697

432

514

| 286

72

72
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2.2. TemaTn4yeckui JIaH U coae

pskaHMe npodeccuoHaabHoro moayJs (IIM)

HanmenoBaHmue pa3jiesioB u
TeM NPOo(PecCHOHATBLHOTO0
moayJs (ITM),
MEKIN CHUIITHHAPHBIX
kypcos (M/IK)

Conep:xanue yueOHOro MaTepuasia, JJadopaTtopHbie padoThl U NPAKTHYECKUE 3aHATHS,
caMoCTosiTeJIbHAsI yueOHast padoTa 00y4aromuxcs, KypcoBasi padbora

Oo0nem,
aKa/l. 4acoB, B
TOM 4HcJie B
¢opme
NMPaKTHYECKOMH
NMOAr0TOBKH,
aKaj. 4acoB

Pa3nes 1. JlokyMeHTHPOBaHUE H OPraHu3anus padorsl ¢ 0GpUIHATbHBIMH JOKYMEHTAMH

a63aueB TCKCTA, HyMCpalusl a63aueB. SI3BIK U CTUIIb JOKYMCHTOB.

BuyTpennue noknaanslie 3anucku. [IpaBuna odpopmienus pekBusurta «OTMETKA O MPUIOKEHUN,
«Toamucey.

Cnyxe0nbie 3amucku. [Ipasuna opopmnerus «OTmeTkn 06 UCTIOTHUTENE TOKyMeHTay. [IpaBuiia
0 OopMIICHHS PYKOMTUCHBIX PEKBU3UTOB HA JOKYMEHTE.

PykonuchHoe oopmiieHne TOKYMEHTOB: O0OBSICHUTEINIbHAS, CTyKeOHasl 3alIUCKa, 3asIBICHUE.

MJIK 01.01 IlokymeHTANMOHHOE 0O0ecneyeHue YIPaBJIeHUs 233/154
Tema 1.1. Conep:xanue
OcHOBHbIE IIOHATHS, [TonsTue o nucuumianHe. Micropudyeckoe pa3BUTHE U COBPEMEHHOE COCTOSIHUE JIeIONPOU3BOJICTBA.
TePMHUHOJIOTHSA U B3anmocBs3p nHGOpManuu u JoKyMeHTa. ODyHKIMY ATONPONU3BOIUTEIS B allllapaTe YIPaBICHHUS.
onpeaeaeHust [Tonsitue o nokymente. @yHkiuu nokymenra. [IpodeccruonanbHubple TEpPMUHBI M ONPEAETICHHUS. 10
Yuaudukanuus u cranaapruzanus. Cucremsl fokymentanuu. Cucrema OP/I. I'ocynapcTBeHHbIE
crangaptel Ha cuctemy OPJI.
Knaccugukanus nokymeHToB. bymara nokymenra, e€ ¢gopmarsl.
Dopmysip-oopazer; OPJ]. opmynsap qokymeHTa.
IIpakTHYeckHe 3aHATHA
Dopmynsp-odpazen. Cxembl pacronokKeHs] pEKBU3UTOB JOKYMEHTOB M IpaHMIIbl 30H Ha (hopmare A4, 12
IPOJI0JIBHOTO U YIJIOBOTO OJaHKOB.
Tema 1.2. Conep:xanue
IIpasuia opopmirenus bnank, Buabl 6;1aHKOB. PekBU3UTHI 0011IeT0 OJTaHKa U TIpaBmiIa ero oopmiieHus. YTI0BOM U MPOAOTbHBII
pexBusuTosB OP/I. BAPUAHTHI.
HNudpopmannonHo- PexBu3uThl O1aHKa KOHKPETHOTO BUA JokyMeHTa. [IpaBuia ero opopmienus.
CIPaBOYHbIE JOKYMEHThI PexBusut «Anpecar». PeKBU3UT «3aroloBoK K TEKCTY». 3alUCKU: BUABI M pa3HOBHIHOCTH.
Buemnue noxnanueie 3anucku. [IpaBuia odpopmienus peksusuta « TekcT nokymenta». Odopmiienue 10

12




CrpaBka. O0s13aTenbHbIE PEKBU3HTHL, IpaBmiIa opopmienus. PexkBusut «lleuaTsy.

Josepennoctb. Pacnucka. Tpadapernsie nokymentsl. O0s3atenbHble pekBU3UTHL. [IpaBuiia opopmienus.

Teneponorpamma. Tenerpamma. @axcorpamma. Ob6s3arenpHble peKBU3UTHL. [IpaBuiia oopmiteHusl.

IIpakTnyeckue 3aHATHS

Co3nanue obmero 6;1aHKa opraHu3anuy, 6JaHKa KOHKPETHOIO BUJIa JOKYMEHTA, CTPYKTYPHOTO
HOJpa3/IeJIeHus], JOJDKHOCTHOTO JIMLIA, C YIVIOBBIM U IPOJOJIbHBIM PACIOIOKEHUEM PEKBU3UTOB.

OdopmieHne pekBU3UTOB «AipecaTy U «3aroJIoBOK K TEKCTY».

Odopmrnenne pekBu3uTa « TEKCT TOKYMEHTAY.

Odopmnenne «OTMETKH O MIPUIIOKEHUNY.

Odopmnenne pexkBusuta «[loamucey.

OdopmieHne 3an1coK, COPaBOK, JOBEPEHHOCTEH, pACIUCOK, TeJIeOHOTpaMM.

OdopmieHne pykonmuCHBIX pEeKBU3UTOB HA TJOKYMEHTE.

Odopmnenne TpadapeTHbIX JOKYMEHTOB.

14

Tema 1.3.
HNupopmannoHHo-
CIIpaBOYHbIC

AoKyMeHThI. CiryxkeOHbIe
NMCcbMa, X PA3HOBUIHOCTH

Conep:kanue

Bunsr u Pa3SHOBHUAHOCTH CJ'Iy>I(€6HBIX nuceM. biank mucema.

Pabora c roroBeimu Oankamu nucem. OdopmieHue nuceM Ha popmate AS.

Bunsr u Pa3SHOBHUAHOCTH CJ'Iy>I(€6HBIX IIHUCEM. HI/ICLMO'HpOCL6a, IMHUCBbMO-3aIIpoC, IMCbMO-OTBCT.

Buap u Pa3HOBHUIHOCTH CJ'Iy>I(€6HBIX IIMCEM. COHpOBOI[I/ITeJ'IBHOe MU CbMO. FapaHTHﬁHOG IIUCBMO.

Buap u Pa3HOBHUIHOCTH CJ'Iy>I(€6HBIX IIMCEM. HI/ICBMO'Tpe6OBaHI/Ie, IIMCbMO-0TKas.

Bunst 1 pasHOBUAHOCTH CiTy)eOHBIX nuceM. [Iucebmo-purnamenue. [TuceMo-no3npasnenue. [Tucsmo-
0J1aroTapHOCT.

Buzpl 1 pa3sHOBUIHOCTH City)keOHbIX IuceM. [Incbmo-u3Bemenue. [lucbMo-noaTBepxaeHue.
HHupopmalinoHHOE TUCHMO.

10

IIpakTHYeckHe 3aHATHA

Coznanue 61aHKoB mrceM. PaboTa ¢ rOTOBBIMH OJJaHKAMHU OpTaHU3aIliH.

Odopmitenne nHHOPMaAIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

22

CamocrositeibHas padora o0yuarommxcesi. CoctaBuTh npe3eHrannu no reme MndgopmanuonHo-
CIIpaBOYHbIE
AoKyMeHThI. Ciy:ke0HbIe NMChMA, UX PA3HOBHIHOCTH

Tema 1.4.
PacnopsizuresnbHbIe
JOKYMEHTbI, H31aBaeMble

Conep:xanue

HpI/IKaB. IlonsTue o JOKYMCHTC. OO0s3aTenbHbIC PCKBU3UTHI, ITpaBHJia COCTABJICHUA U O(I)OpMJICHI/I}I.

Busel cornacopanus IIPOCKTA JOKYMCHTA.

OTMeTKa 0 HATMYUH NPUIIOKCHUS B paCIOPAAUTCIIbHBIX JOKYMCHTAX.

10
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HA NPUHUMIAX eIMHOHAYAINS
NPUHATHS pelieHui

Bu3bl 03HaKOMIIEHHS C JOKYMCHTOM.

Boinucka u3 npukasa. Konus nokymenra. OTMeTKa 0 3aBEpEHUH KOMH JOKYMEHTA.

CoBMecTHbIN nipuka3. [IpaBuna coctaBiaeHust 1 0QOPMIICHHS JOKYMEHTA.

Pacniopspxenue. [Tonsitue o nokymente. O0s3aTebHbIC PEKBU3HUTEHI, IPAaBUIIA COCTABIICHUS U
odopMITCHHUS.

VYkazanue. [loastue o gokymente. O6s3aTeabHbIE PEKBU3HUTBI, IPABUIJIA COCTABICHUS U OPOPMIICHHS.

HpaKaneCRne 3aHATHSA

OdopmieHne pacopsSANTEIbHBIX JOKYMEHTOB.

O(i)OpMJ'IeHI/Ie BBIITMCKH W3 PACIIOPAAUTCIBHOIO JOKYMCHTA U KOITMK JOKYMCHTA.

CkpermieHne (IpOIMBKa) KOIMUH JOKYMEHTA

20

Tema 1.5.
JoxymMeHTBI KOMUCCHIT
U KOJUIETHAJIbHBIX OPTraHOB

Conep:xanue

[TocranoBnenue. Pemenue. [lonstue o nokymenrax. O0s3aTenbHble PEKBU3UTHI, IPAaBUIJIa COCTABICHUS U
0hOpMIICHHUSI.

ITporoxo. Ilonsatue o nokymente. OOs3aTeabHbIe PEKBU3UTHI, IPAaBUJIa COCTABIECHUS U O)OPMIICHUS.

Boinucka u3 nporokosa. Konust nporokouia.

AkT. [lonstue o nokymenre. Buapl aktoB. O0s3aTenbHble PpEKBU3UTHI, IPAaBUiIa COCTABIICHUS U
opopmnenus. [lonnucek fokymenTta. ['pud yrBepxaenus nokymeHnTa. Busbl o3HaKOMIIEHUSI.

HpaKanecm[e 3aHATHSA

Odopmienue mpoToKoIa, MOCTAHOBICHUS, PEIIEHHUS, aKTa

O(i)OpMJ'IeHI/Ie BBIITMCKH U3 ITPOTOKOJIA.

22

CamocrositeibHas padora o0y4yarommxcsi. CocTaBUTh IPE3EHTALNU N0 TeMe [J0KyMeHTbI KOMHUCCHI
U KOJLJIETHAJIbHBIX OPTraHOB

Tema 1.6.

3agauu u GyHKIUH

CJ1y:K0BbI 1€JI0NIPON3BOICTBA.
Opranu3anuoHHbIE
AOKYMEHTbI

Conep:xanue

Posnb 11 MecTO ciry>k0ObI 1€0NPOM3BOJICTBA B paboTe anmnapara ynpasieHHs. 3aaud U QyHKIMU CITY>KObI
JenonpousBoacTBa. HopMaTuBHO-METOAMYECKHE aKThI, pErJIaMEHTHPYIOIINE paboTy € TOKYMEHTaMH.

Hopwme! Bpemenu Ha pabotsl o JIOY. Pacder uncneHHOCTH CITyKObI IEIOMPOU3BOJICTBA

VYupenurenbHble JOKYMEHTHI. JIokaibHbIe HOpMAaTUBHBIE aKThl. [IoHATHE 0 JOKyMeHTaX. Ob0s3aTenbHble
PEKBU3UTHI,

OCHOBHBIE pa3zensbl. [IpaBuia cornacoBanus u yreepxkaenus JIHA. Ilpasuna opopmienus
MHOTOCTPAaHUYHBIX JOKYMEHTOB.

WNHcTpykuus 1o aenonpou3BoacTBy. [lonsatue o nokymente. O6s3aTenbHble peKBU3UTHI, OCHOBHBIE
pas3Jielibl, MpaBuJia COCTaBlIeHUs, OhOpMIIEHUS U BBEICHHUS B IEHCTBUE U3AHUEM ITPHKA3a.

12
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JoroBop. O0si3aTenbHbIe PEKBU3UTHI, OCHOBHBIE pa3/ieiibl, IpaBuiIa o(hopMIiIeHHUS.
Ocobennoctu opopmienus pexkusuta «lloamucey.

JoipKHOCTHAS MHCTPYKIUS AenonpousBoauTess. OcHOBHbIE pa3ensl. [IpaBuia cocraBneHus,
o(opMIIeHUS U BBEJICHUS B IEHCTBUE PYKOBOJIUTEIIEM.

HpaKaneCRne 3aHATHSA

OdopmieHne opraHu3aluOHHBIX IOKYMEHTOB.

O(bOpMJICHI/Ie pacnopsAguTCIbHBIX JOKYMCHTOB, BBOAAIINX B I[CflCTBPIC, HU3MCHAIOIUX HUJIM OTMCHAOIIUX
OpraHu3allMOHHBIC JOKYMCHTHI.

CkperieHne (IpOIMBKa) OpUTHHAIA JOKYMEHTA

12

Tema 1.7.
Opranmn3anusi padoThI
¢ IOKyMEHTaMu

Conep:xanue

COBpeMGHHI)IG TCXHOJIOTHU OpTraHrU3alrr ACIIOIMPONU3BOACTBA.

CDOpMBI pa6OTI>I C JOKYMCHTaMHU. IlonsTue ((,I[OKYMGHTOO60pOT» H €ro opraHnusanus.
IlousTue CIOKYMCHTOIIOTOKHW». OHGpOFpaMMBI JOKYMCHTOIIOTOKOB: BXOAAIIUEC, UCXOAAIINE U
BHYTPCHHUC NOKYMCHTHBI.

MapipyTtu3zaius J0KyMEHTOIIOTOKOB:
BXOJISIIIINE, UCXOsIIIKe, OOpalieHus TpaXaaH, BHyTPEHHUE (3aMUCKHU, TPUKA3bI).

Perucrpanus J0OKyMEHTOB — 3HAUYEHUE U 3a/1a4U.
@DopMbl peructpanuu JoKyMeHToB. JKypHaibHasi, KapTOuHas U aBTOMAaTU3HpPOBaHHAsi POPMBI.

Peructparnus BXoAs11ero JOKyMEHTOIIOTOKA: TIepBUYHAsi 00paboTKa, MpeABapUTEIHHOE PACCMOTPEHHE,
IPUKpPEIJICHHE CKaH-KOIMHU, OTIIPaBKa Ha paCCMOTPEHHE aJpecary, (UKcalysi pe30IIOIHH.

PGFI/ICTpaHI/IH HNCXOAAIECTO JOKYMCHTOIIOTOKA: CIIPABKU, TUCbMA, 3alTMCKH, BBITIUCKH, )Iy'6J'II/IKaTBI.

Perucrparus BHyTpeHHEro JOKYMEHTOIOTOKA: 3alUCKH, 3asiBIEHUS] pAOOTHUKOB, IPUKa3bl, aKTHl,
IIPOTOKOJIBL.

KOHTpOJIB HCIIOJIHCHUSA JJOKYMCHTOB. Bugsr KOHTPOJIA. CpOKI/I KOHTPOJIA.

Homenkiatypa nen. Buasl HomeHKiatypsl. [loHsTHE 0 TOKyMEHTE, €70 3HaYEHUE.

[TpaBuna cocraBieHus U 0pOpMIIEHHS] HOMEHKIIATYPbI J1eJ1 CTPYKTYPHOTO nojapaszaeneHusa. CocraBieHne
U 0(hopMIIEHHE CBOJHOIM HOMEHKIIATYPbI JIEJ1 OPTaHU3aIliH U BBIITUCOK IS CTPYKTYPHBIX MOApPA3IeIeHHM.
3akpbITHE HOMEHKJIATYPBI Aes1. ITorosas 3anmch K HOMEHKJIAType JIell.

OHpCIleJ'ICHI/IC CPOKOB XpaHCHU NOKYMCHTOB U JCJI 11O HCpC‘-IHIO. (I)OpMI/IpOBaHI/IC JCII. XpaHCHI/IC JCII.

DKcrnepTu3a 1eHHOCTH JoKyMeHTOB. Odopminenue nen. Onucu aen. [loarotoBka J0KyMEHTOB K Tiepeaayue
B apxuB. [loroToBka aen BpeMEHHOI0, TOCTOSIHHOTO U JIOJITOBPEMEHHOTO CpOKa XpaHEHUsI K Iepeiadye B
apXHuB.

CocraBiieHue OIUCH J€eIl.

12

IIpakTnyeckue 3aHATHS
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Peructparys BXOIAIIMX JOKYMEHTOB B AJICKTPOHHOM XypHayie B TaOIUIHOM peakTope.

Peructpaiivs u KOHTPOJIb UCTIOTHEHHSI HCXOISAIINX JOKYMEHTOB B 3JICKTPOHHOM KypHasie B TabmuaHOM
pelakTope.

Perucrpanus 1 KOHTPOJIb UCTIOJIHEHHSI BHYTPEHHUX TOKYMEHTOB B 3JICKTPOHHOM XypHaje B TabauaHoM
peaaKTope.

CocrasieHue 3aroJiIoBKOB ACJI OpraHnu3aluun

OdopmiieHrie HOMEHKIIATYPHI Jell.

OdopmiieHNE UTOTOBOH 3aITCH K HOMEHKIIATYPE JIEI.

Odopmirenne 0610xku aena nocie HJL (s onepaTHBHOTO eprojia XpaHSHNs)

Od¢opmieHne 1 NpoLIMBKa A€l AJis Iepejaul Ha apXMBHOE XPAHEHUE

Odopmienue onuceit TOKYMEHTOB U JIEII.

32

CamocrosiTesbHas padora o0yuaromuxcsi. CocTaBUTh Ipe3eHTaluuu 1o reme Opranusanus padéoTsl
¢ IOKYMEHTaAMH

Kypcoas padora no M/IK 01.01

Temaruka KypcoBbIX paboT

3Ha4yeHHe CUCTEMbI OPraHU3alMOHHO-PACIOPSINTENbHON JOKYMEHTAMU JJIsl TOKYMEHTHPOBAHUS YIIPABICHUECKON €SI TeIbHOCTH.
PexkBHU3HUTHI 3aroI0BOYHOM YacTH TOKYMEHTA, IIpaBuia 0(OPMIICHHS B COOTBETCTBUU C PEKOMEHIAIUAMYU CTaHAapTA.

OcobenHoctr opopMiIeHNs OCHOBHOM YacTH JOKYMEHTA B pa3IMYHBIX BUIAX MHCEM.

OcoOeHHoCTH 0OPMIIEHHS OCHOBHOM YacCTH IOKYMEHTA B PacTIOPsIIUTENbHBIX TOKYMEHTaX.

HNHdpopMalinoHHO-CIIPaBOYHBIE JOKYMEHTHI B CUCTEME OpPraHU3allMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB, X Ha3HAYEHUE U OCHOBHBIE
BUJIBI.

JloknasiHas u ciy>xeOHast 3aM1ucKu, OCOOCHHOCTH UCTIOIb30BaHUS JUIsl BHYTPEHHUX KOMMYHUKAIUI.

CocraBnenne oopMIISFOIIEH YacTH JOKYMEHTa, OCOOCHHOCTH MPAKTUIECKOTO MPUMEHEHUS PEKBU3UTOB O(OPMIISIONICH YacTH IOKyMEHTa B
Pa3IMYHBIX BUAAX OpPraHU3allMOHHO-PACTIOPIUTEIbHON TOKyMEHTAINH.

Cocrasnenne u opopmiieHHe rpru(OB YTBEPKIESHHS U COTJIACOBAHUS, HA3HAYEHNE H OCOOCHHOCTH 0()OPMIICHUS] PEKBH3HUTOB.
OTMeTKH Ha JOKYMEHTE B COOTBETCTBHH C PEKOMEHIAIIUSIMU IOCYJapCTBEHHOTO CTaHAapTa.

Pa3BuTne MOHATHS «TOKYMEHT»: OIIpe/ieieHue U ()yHKIIHH.

Yuaudukanus u cranaaptuzanus. Ctannaptel B JIOY Ha cCOBpeMEHHOM JTare.

Od¢ununanbHbI JOKYMEHT U €70 MECTO B CUCTEME YIPaBICHUS.

Cucrema JOKYMEHTOB, YHU(PULIMPOBAHHAS CUCTEMA IOKYMEHTOB U YHU(DHUIIMPOBAHHAs CHUCTEMa OpraHU3allMOHHO-PACcTIOPIUTEIHHOM
JOKYMEHTAITUH.

Knaccugukarus opraHu3amOHHO-PACTIOPSITUTEITFHON TOKYMEHTAINN U €€ TIPaKTHIECKOe MPUMEHEHHE.

TpeboBaHMsI K KOHCTPYHPOBaHUIO OJaHKOB. Buibl G1aHKOB.

[IpaBuna n ocobeHHOCTH 0(HOPMIICHHS TTPOTOKOJIOB.

20
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Ponb pacniopsAuTenbHBIX TOKYMEHTOB B YIIPAaBIECHUU OpPraHU3alell HA COBPEMEHHOM JTarle.

[TpaBuna opopmiieHHs paciopsAAUTENbHBIX JOKYMEHTOB, U3JaBa€MbIX Ha MIPUHLUIIAX KOJIETHAIBHOCTH.
[IpaBuna opopmiieHHs paciopsAIUTEIbHBIX JOKYMEHTOB, U3/JaBaeMbIX Ha MPUHLUNAX €ANHOHAYAIIHSL.
[TpaBuna cocraBieHus 1 0pOpMIICHH TPHKa3a 10 OCHOBHOM J€SITEIbHOCTH.

[IpaBuna cocraBiaeHus U 0HOPMIICHUS PACTIOPSDKEHUS U yKa3aHHUS.

JIOKyMEHT — KaK 3JIEMEHT JIeJIOBOr0 OOIIEHUS.

[IpaBuna opopmiieHus G1aHKa U PEKBU3UTOB MUCHMA.

HMudopmaninoHHbIi 00MeH ¢ NOMOILbIO Iepencky. Busl nucem.

PykomnucHble peKBU3UTHI HA OQUIIMATBHBIX JOKYMEHTAX.

[TpaBuia cocraBieHus 1 0opOpMIICHUS TOKJIAHBIX, OObICHUTENbHBIX U CIIY>KEOHBIX 3aIIHCOK.

[IpaBuna cocraBienus U ohopmiIeHUS OQUITHATBEHBIX U OHOTpapUUECKHIX CIIPABOK.

ITpaBuna cocraBieHus 1 0popMIIEHUs TOKYMEHTOB, 00€CIEUNBAIOLINX ONEPaTUBHOCTH Mepeiadu HHPOPMALIUU.
[IpaBuna cocraBieHus U 0HOPMIICHUS TOBEPEHHOCTEW U PACTIHCOK.

Konuu nokymenToB. Bujsl konuii 1 ux uctopuueckoe pa3purue. [1opsaaok yrocTroBepeHus KOmnui.
[Toanuce n nevark, Kak BaKHbIE PEKBU3UTHI IOKYMEHTA: 3TAIlbl COBEPLUICHCTBOBAHMUSI.

OJeKTpOHHAs MOANUCH: 00JIACTh IPUMEHEHHUS.

SI3BIK ¥ CTHITH CITYKEOHBIX TOKYMEHTOB B HH(POPMAIITMOHHOM OOIIECTBE.

[IpaBuna cocraBiaeHus: U 0POPMIIEHUS aKTOB.

KonduneHnmanabpHple JOKYMEHTBI: KilacCU(UKalus 0 TpuQy OrpaHUYeHHs IOCTYIa.

Paznes 2. Opranusanusi padoThl ¢ JOKYMEHTAMH B ABTOMAaTH3HPOBAHHBIX CHCTEMAX

M/IK 01.02. Opranusanusi padoThl ¢ 3J1eKTPOHHBIMH JOKYMEHTAMH

90/50

Tema 2.1. Conep:xanue

IIpaBuia pa6oTsl 3akoHOAaTeIbHbIE HOPMAaTUBHBIE aKThI B cpepe padOoThl C 3JEKTPOHHBIMHM JJOKYMEHTaMU

C IOKYMECHTaAMH PaboTa B mouTOBBIX CCpPBUCAX. HpaBI/IJ'Ia SHeKTpOHHOﬁ TNICPCIINCKH.

HAa 3JIEKTPOHHBIX HOCUTEJAX OnekTponHas noanuck. Bumsl, [Topsgok nomyuenus. [IpaBuiia 3amuThl.
TpeGoBanust kK pekBU3UTY «OTMETKa 00 STEKTPOHHOU MOAMUCHY» MPU BU3YAITHU3AINH SIEKTPOHHOTO
JIOKYMEHTA, NOJAMUCAHHOT0 3JICKTPOHHON MOAMUCHIO

ITpaBuna opopmnenus «OTMETKH O IPHIIOKEHUW HA DJICKTPOHHBIA HOCHUTEIb.

IIpakTHYeckHe 3aHATHA

OTnpaBka ¥ NOJIy4eHHE NIEKTPOHHOIO COOOLIEHNUS, TEKTPOHHOIO JOKYMEHTA.

O(I)OpMJICHI/IC AOKYMCHTA, TOAITIMCAHHOI'O BHCKTpOHHOﬁ MMOANKMCBIO

CamocrosiTebHas padora odyuarmmxcsi. CoctaBuTh npeseHranuu no treme Ipasuna paéorsl
€ JOKYMEHTAMH HA 3JIEKTPOHHBIX HOCHTEJIAX
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Tema 2.2.

Opranusanus padéoTbl

¢ IOKyMEHTaMH

B AaBTOMATU3HPOBAHHBIX
CHCTEMAX JJIEKTPOHHOI0
JIOKYMEHT0000poTa

Conep:xanue

[Tonastre o cucremax 310 nu ECM-cucremax.

ITpaBuiia MappyTH3aluu J0KyMeHTonnoTokoB B cuctemax 9/10 u ECM-cucremax.

[TpaBuiia opranuzaiiy TOKyMeHTO000pOTa BXOAAIIEro JoKyMeHTonoToka B COJI.

[TpaBuiia opraHu3aIy JOKyMEHTO000pOTa NCXOIIero JokyMenTonoroka B COJ1. OtnpaBka
JIOKYMEHTOB

I[IpaBuia opraHu3alyu JOKYMEHTO000pOTa BHYTPEHHEr0 ToKyMeHTonoToka B COJL.

Pacnopsinurensubie fokymenTsl B CO/1. [IpaBuia opranus3anuu JOKyMEHTO000pOTa C MPUKA3aMH.

Pabora c obpamenusmu rpaxkaad B CO/1. [IpaBuna opranuzanuu JOKyMEHTO0O0pOTa oOpaleHui
TpaKJIaH.

HpaBI/IJ'Ia MOATOTOBKH JJICKTPOHHBIX TOKYMCHTOB K CIa4Y€ B ApXMUB.

WupopmaninoHHo-cipaBoyHast padbota 1no gokymentam B COJ

22

IIpakTH4yeckue 3aHATHS

Perucrpanus v KOHTPOJIb UCIIOJIHEHHS BXOIAIUX T0KyMeHTOB B CO/I. Opranuzamus JOKyMeHTO000poTa
BXOJIAIIETO TOKYMEHTOMOTOKA.

Peructpanus 1 KOHTPOJIb UCIIOTHEHUS UCXOIAIIMX JOKyMeHTOB B CO/Jl. Opranuzanus
JIOKYMEHTOO000POTa UCXOJISAIIETO JOKYMEHTOIIOTOKA.

Perucrpanus 1 KOHTPOJIb UCIIOIHEHNS BHYTPEHHUX TOKyMEeHTOB B COJI. Opranuzanus
JIOKYMEHTO000pOTa BHYTPEHHET 0 JOKYMEHTOIIOTOKA.

Peructpanus 1 KOHTPOJIb UCTIONHEHUS oOpatieHuit rpaxkaan B COJ1. Opranu3zaius J0KyMEHTO000pOTa
oOpaleHu# rpaxkaaH.

IToaroroBka AOKYMCHTOB K II€pCaAavC B apXUB.

Co3zaHue 3JIeKTPOHHOTO apXUBa JIOKYMEHTOB.

50

CamocrositeibHas padora o0y4yarommxcesi. CocTaBuTh pe3eHTanuu 1o teme Opranusanus padoTsl
€ IOKYMEHTAMM B ABTOMATH3MPOBAHHBIX CHCTEMaX 3JIeKTPOHHOI0 JOKYMEHT0000poTa

2

Pa3nes 3. OpranusanuonHoe odecnedyeHue AesiTeJbHOCTH OPraHu3aluu

MJIK 01.03 Opranusanus cekp

€TAPCKOro 00CIy;KMBAHUS

106/40

Tema 3.1.

Poub npodgeccun cexperaps
B CTPYKTYpe CJ1y:KObI
AeJIONPOU3BOACTBA

Conep:xanue

Cekperapb B COBPEMEHHOM CTPYKTYpE YIIPABJICHUS.

HopmatuBHo-MeTonueckas 6a3a kBamn(puKamOHHBIX TpeOOBaHMI K Tpodeccum.

IIpakTHYeckHe 3aHATHA

OYHKIUU U JODKHOCTHBIE 00SI3aHHOCTH CEKPeTapst B 3aBUCHMOCTH OT KATErOPUH CEKPETapCKOTO
00CITyKUBaHUSI.

18



JIoIKHOCTHAS MHCTPYKITHS CeKpeTapsi, 0COOCHHOCTH pa3pabOTKH.

Tema 3.2.
Opranusanus 1 ycJI0BHSA
TPy/Aa ceKpeTapsi

Conep:kanue

Opronomuueckue TpeOOBaHUs K YCIOBUSM TPYyJa CEKpeTapsl.

OCHaH_IeHI/Ie 0(1)1/103 OpraHn3allMOHHO-TEXHUYCCKUMHA CPEACTBAMMU.

HpaKaneCRne 3aHATHSA

Opranu3zanus pabo4ero Mecta B COOTBETCTBHH € TPEOOBaHHUSIMHU 3PrOHOMUKH U KYJIbTYPbI TPYAa

XapaKTepI/ICTI/IKa u KJ'IaCCI/I(bI/IKaHI/ISI TEXHUYCCKUX CPEACTB, UCIIOJIB3YEMBIX B JCATCIbHOCTHU CCKPETAPSI.

CpencTBa MoArOTOBKH, U3TOTOBJICHUS] U 00Pa0OTKH JOKYMEHTOB.

Cpe,Z[CTBa KOIIMPOBAHUA U PA3SMHOKCHUSI.

CpencTBa XpaHeHHsI ¥ TPAHCIIOPTUPOBKU HHPOPMALIUH.

10

CamocrosiTesibHas padora o0yuarwmuxcsi. CocTaBUTh Ipe3eHTaluu 1o TeMe Opranusanus u
YCJIOBHS TPY/a CeKpeTaps

Tema 3.3.
AIMHMHHUCTPATUBHbIE
¢yukuum cekperaps

Coaep:xanue

Opranuzanus paboTsl TPUEMHOM

Oco0eHHoCTH CITy)keOHOTO Tele(hOHHOTO Pa3roBopa.

Cpe,Z[CTBa a,I[MI/IHI/ICTpaTI/IBHO-ynpaBHqueCKOﬁ CBA3U.

Opranuzanus nprema rnocetureneii. Bunsl npuéma, yaer nmocetuteneid, co3ranne 6a3 TaHHBIX.

18

IlpakTHYeckHe 3aHATHA

[TpaBuiia BeeHus Tee(OHHOTIO Pa3roBopa.

Oducnas ATC. OcHoBHbIE (DYHKIIMH U MPABWJIN MCIIOJIb30BaHMSL.

Cpe,[[CTBa q)aKCHMHHBHOﬁ nepeaayn COO6H.I€HI/II\/'I. DaKkCUMUIIbHBIN aIrapar, 1nmpaBuijia €ro NIpuMCEHCHU .

OcobeHHOCTH PabOTHI CEKpPETapsi C Pa3IMYHBIMU KaTETOPUSIMU ITOCETUTENCH.

PaboTa cekperapsi ¢ o0paleHUsIMHU TPaKaaH.

CepBucHbIe (DYHKIIUU CEKpETapsl.

14

Tema 3.4.
Opranu3anuoHHbIE
U MH(POPMALHOHHbIE
(bynxuum cexperaps

Conep:xanue

Opraau3anus 1 MoAroTOBKa JEJTOBON MOE3IKI

[TonroroBka u o0cIykKMBaHHE KOHPEPEHTHBIX MEPONIPUSTHUH.

COBCH.[E[HI/IC KaK B[ praBHCquCKOﬁ ACATCIIBHOCTH.

12

IIpakTnyeckue 3aHATHS

CocraBieHue U O(i)OpMJIeHI/IC porpaMmMbl KOMaHAWPOBKH.

Tpeen-nogaepxka 1eJ10BOM MOE3AKA PYKOBOJIUTEIS.

Opl" aHM3alus U IPOBCACHUC IMPOTOKOJIbHBIX MCpOHpI/ISITI/Iﬁ B O(I)I/ICG.

IToaroroBka PAa3JIMIHBIX TUIIOB COBEIIAHUM U X O6CJ'Iy>KI/IBaHI/Ie.

14
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Pabora cekperapsi o nHGOPMAITMOHHOMY O0CITYKMBAHUIO PYKOBOJIHUTEIISL.

CamocrosiTesbHasi padora o0yuawmmxcsi. CocTaBUTh IPE3eHTAMU 110 TeMe Oprann3aumoHHbIe

U MH(opMannoHHbIe PYHKIMHU ceKpeTaps 2
Tema 3.5. Conep:kanue
DYHKIUH ceKpeTaps OO61re BOonpocCh! INIAHUPOBAHUSI U OpraHU3alui pab04yero BpEMEHH. 10
10 IUIAHKPOBAHMIO paboyero | [naHupoBaHKe U OpraHU3alrs paboyero JAHs PYKOBOJIUTENS U CEKpeTaps
BPEMCHUA IIpakTH4Yeckoe 3aHATHE
CoBpeMeHHbIE METO/IbI TUIAHUPOBAHMsI pab0uero BpeMeH!
[TnanupoBanue paboyero JHs ceKpeTapsl. 4
[TnanupoBanue padouero nHs pykoBoauteis. CornacoBanue pexuma padotsl. [InanupoBanue
MEPONPUSITHI, YTOUHEHHUE TOPYUYEHU.
Pa3nes 4. JlokyMeHTHPOBaHUE H OPraHU3anusi padoThl ¢ KAAPOBBIMHU J0KYMEHTAMU
104/48
M/IK 01.04. lokyMeHTallHOHHOE o0ecnieyeHne KaiPOBOH CIyKObI
Tema 4.1. Conep:kanue
HopMmaTtusHo-nnpaBoBoe HopmartuHable mpaBoBbie akThl Poccuiickoii @enepariu B chepe TPyIOBBIX OTHOIICHUH
peryjJupoBaHue JlokanpHBIC HOPMATHBHBIE aKTHI IO MEPCOHAITY: 00s3aTENbHbBIC U HeoOs3aTenbHbIe ((haKyIbTaTHUBHBIC)
TPYAOBBIX OTHOIEHU I ITopsimok mpeacTaBiaeHus JOKYMEHTOB 110 IIEPCOHALY B FOCYAAPCTBEHHBIC OPTaHbl 10
[Topsinok cOopa, 00pabOTKH, U3MEHEHHSI U YHUUTOKEHUSI IEPCOHAJIbHBIX JAHHBIX pAOOTHUKOB.
ITopsiioK BeEHNs BOMHCKOTO YU€Ta B OpraHU3aliy.
[Topsiiok BeneHus yuera pabodyero BpeMeHu pabOTHUKOB.
IIpakTHYeckHe 3aHATHA
OdopmieHre 0TYETOB B TOCYJaPCTBEHHBIE OPTraHbl.
Odopmnenue cornacust Ha 00pabOTKy MEPCOHATBHBIX TAHHBIX. 10
OdopmiieHne nakera JOKyMEHTOB 110 BOMHCKOMY YYeTy.
Odopmnenue Tabens yaera pabouero BpeMeHH.
CamocrosiTeibHas padora o0yuyarommxcesi. CoctaBuTh npe3eHranuu no reme HopmarusHo-npasosoe 2
peryJiupoBaHue TPYAOBbIX OTHOLIEHMIA
Tema 4.2. Conep:xanue
KoMmuieke 10KymMeHTOB [Topsinok nokymMeHTHpoBaHUs npuema Ha paboty. CoctaBienue otyetoB C3B. 16
110 YCTAHOBJICHUIO Y4eTHble TOKYMEHTHI [0 IEPCOHAIY.
TPYAOBBIX PABOOTHOINEHU 3MeHeHHe epCOHANbHBIX IaHHBIX pa0OTHUKOB
IIpakTnyeckue 3aHATHS 12
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OdopmiieHue TPYIOBOTO JOTOBOPA.

3anonHeHne yHUPUIMPOBAHHBIX POPM MEPBUYHON YUETHON JOKYMEHTAIIUH.

OdopmiieHne TpyA0BOM KHUKKH, TMYHOW KaPTOUKH, JINYHOTO JIeNa.

Cocrapnenune otyera C3B-T/I.

Cocrasienue u opopmiieHre prKa3a 00 H3MEHEHHUH MMePCOHATBHBIX TAHHBIX pa0OTHHUKA.

Tema 4.3.
KoMmuieke 10KkymMeHTOB
MO JABHKEHHIO KaJIpOB

Conep:kanue

[Topsimok TOKyMEHTHpPOBaHUS MepeBoia pabOTHHUKA Ha IPYTYIO paboTy.

[TopsioK TOKYMEHTHPOBAHMS KOMAaHIMPOBAHUS PAOOTHHUKOB.

HOpHI{OK AOKYMCHTHUPOBAHUSA TPCAOCTABJICHUSA OTITYCKaA pa6OTHI/IKy.

[TopsiIOK TOKYMEHTHPOBAHMS MOOIIPEHHSI pAOOTHUKOB

HOpHI{OK AOKYMCHTUPOBAHUS BHIHCCCHUA NUCHUIIMHAPHBIX B3BICKAHUH

10

HpaKaneCRue 3aHATHSA

3anosHeHHe YHU(UIIMPOBAHHBIX ()OPM NMEPBUYHON YIETHOM JOKYMEHTAIUH.

Odopmnenne nepeBosia pabOTHHKA Ha IPYTYIO paboTy.

Od¢opmieHne KOMaHIUPOBaHUsl pAOOTHUKOB.

OdopmieHne npeaocTaBiIeHHs OTIYCKa paOOTHHKY.

Odopmienue nooupeHysi pabOTHUKOB.

O(i)OpMJ'IeHI/Ie BBIHCCCHUS JUCIHUIIIIMHAPHBIX B3BICKAHMUM.

12

CamocrosiTeibHas padora odyuarommxcsi. CocTaBUTh pe3eHTanuu no reMe Kommieke 10KyMeHTOB
10 ABUKEHUIO KaJIPOB

Tema 4.4.

KoMmnuieke 10KkymMeHTOB

10 PACTOPKEHUIO

TPYAOBBIX NPABOOTHOIIEHU A

Conep:xanue

[TopsiToK TOKYMEHTHPOBAHUS YBOJIbHEHHSI PAOOTHUKOB.

HOpHI{OK MOATOTOBKH JCJI 11O JINYHOMY COCTABY K IICPCAAvC B apXHB OpTraHHU3allnn

HpaKanecm[e 3aHATHSA

3anosHeHHE YHU(UIIMPOBAHHBIX ()OPM NEPBUYHON YUETHOM JOKYMEHTAIIUH.

Odopmienne yBoapHEHUS pAOOTHUKOB.

3anoJHeHHEe pa3/ie]oB TPYN0BOM KHIDKKK paboTHuKka. CoctaBienne otdetoB C3B.

IToaroroBka IUYHOTO Aeja pa6OTHI/IKa K 1Iepeaaic B apxXuB.

Tema 4.5.
Opranunsanus padoTsl
C KaIpOBBIMH JOKYMEHTAMU

Conep:xanue

HOMCHKJ'IaTypa JACII KaI[pDBOﬁ Cle}K6LI. HOp}II[OK IIOATOTOBKH, COCTABJICHUSA U O(bOpMJ]eHI/ISL

Opraan3anuoOHHO-PACTIOPSANTEIIbHBIC JOKYMEHTHI B KQJPOBOH CITykO0e€:
MIPUKAa3bl 10 OCHOBHOM JEATEIILHOCTH; CIIPABKHU, JOKJIAHbIE 3aMCKU. DOPMHUPOBAHUE U XPaHEHHUE JIE]L.

IIpakTnyeckue 3aHATHS
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CocraBienue 1 oopmiIeHHE HOMEHKIIATYPhI JIeJl KaAPOBOM CITYXKOBI.

OdopmiieHne opraHu3alioOHHO-PACTIOPSIIUTENbHBIX TOKYMEHTOB.

Y4yeOHas NpaKTHKA

Buasi pador:

W3ydenne cTpyKTypbl OpraHU3aIlK — MECTa MPOX0XKIACHUS MPAKTHKH (Jajiee — OpraHU3alHu1) C HENBI0 COCTABICHUS CXEMbI CTPYKTYPHI
opranuzanuy. O3HaKOMIICHHE C IPABOBBIMU (y4YpPEIUTEIbHBIMU), JIOKATbHBIMA HOPMATHBHBIMH aKTaMH U PACIIOPSAUTEIbHBIMH
JOKyMeHTaMu opranuzanuu. CocTaBieHue ClIMCKa KICTOYHUKOB KoMIutekToBanus OPJl opranuzanum.

N3yuenne MHCTpYyKLIMK N0 AETONPOU3BOICTBY OpraHU3alui. 3HAKOMCTBO C IPaBUJIAMH COCTABJIEHUS IIPOEKTOB U 0(hOPMIIEHUS
JIOKYMEHTOB, MTOPSIKOM COTJIACOBAHUS M MOAMTUCAHNUS/YTBEPKICHHS JOKYMEHTOB B OpraHH3aIHH.

O3HakoMJIEHHE C POTPaMMHBIMU CPEJICTBAMH yu€Ta, XpaHEeHHsI, 00pabOTKU U MOKCKA JOKYMEHTOB, HCIOJIb3YEMbIMU B OPraHU3AIUH.
W3yueHne ocHOB U crieUKH pabOThI C JOKYMEHTAIMEH B CUCTEME AIEKTPOHHOTO JJoKyMeHTooOopoTa (CD/1) opranu3aium.
Hcnonb3oBanue B paboTe IiI00abHBIX U JOKAIbHBIX CETeH I MOJIydyeHHsI U XpaHeHUs: HHpopMaLuu, oOMeHa nHpopmanme.
3HaKOMCTBO C JOKYMEHTO0OOpoTOoM opranu3anuu. Vcnons3zoBanue CO/l B pabore ¢ nokymeHntamu. O6paboTKa BHYTPEHHUX JOKYMEHTOB,
00paboTKa U OTHPABKA UCXOJAIIMX JOKYMEHTOB, PUEM U TIepBUYHAsE 00pabOTKa BXOASLIMX JOKYMEHTOB. Perucrpanus 10KyMeHTOB U
MapIIpyTU3aIHUs JTOKyMEHTOIOTOKOB. KOHTpOs HemomHeHns JOKyMeHTOB. H(popManmoHHO-CTipaBOYHAast U TIOMCKOBast paboTa

C UCII0JIb30BaHUEM CHCTEM Y4€Ta JOKYMEHTOB B OpraHU3aLUH.

Ilpon3BoacTBeHHas MpPaKTHKA (MPeaycMOTPeHAa UTOroBasi (KOHIIEHTPHPOBAHHAS) MPAKTHKA).

Buasl pador:

OdopmiteHne OpraHu3alMOHHBIX, BHYTPEHHHX (IIPHUKAa3bl, PACTIOPSHKEHHSI, JOBEPEHHOCTH, 3aIUCKH, CITPABKH, aKThI, IPOTOKOIBI U JIp.) U
UCXOJALIMX IOKYMEHTOB OPTaHU3aIMH C UCTIOJIb30BaHUEM COBPEMEHHBIX POTrPAMMHO-TEXHUYECKUX cpelICTB. KOHTpOIb MpaBUiIbHOCTH
COCTaBIIEHUS, OPOPMIICHHS TOKYMEHTOB (PEKBU3UTHI, 0OCOOCHHOCTH HAIIMCAHUS TEKCTOB, MHOTOCTPAHUYHBIE JOKYMEHTHI ), TIOPSIKA U3IaHUs
JIOKYMEHTOB (C Y4ETOM CIIELIU(PHUKHN CUCTEMBI IEIONPOU3BOJICTBA opranu3amnum). KoncrpyrnpoBaHue 6JaHKOB OpraHU3alluy, CO3/1aHUe
111a0JI0HOB JOKYMEHTOB.

Opranu3anus TeKyIero XxpaHeHus J0KyMeHToB. POpMHUpOBaHUE J1eJl B COOTBETCTBUU C HOMEHKJIATypOH JiesT OpraHu3aluu. YJacTue

B TIPOBEJICHUH SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB CricTeMaTH3anus JOKYMEHTOB 0 CTPYKTYPHO-XPOHOJIIOTUIECKOMY TPUHIIHITY.
OdopmiieHne yu€THBIX JOKYMEHTOB IOCTYIUICHUS U BBIOBITUS /€.

O3HaKOMJIEHHE C YCTAaHOBJICHHBIMU B OpTaHU3AIMH IPaBUIaAMHU TIOJTOTOBKHY JJOKYMEHTOB K Iepeade B apxuB. [1oAroToBKa JOKYMEHTOB K
nepenaye B apxuB. Odopmienue aen. CocrapieHue onuceil JokyMeHToB u Jeil. CocTaBleHUE aKTOB BbIJIauH, epelaul, YHUUTOKEHHS
JIOKYMEHTOB.

3HAaKOMCTBO C KaTErOpUsMHU M BUJaMH JJOKYMEHTOB, 00pa3yIoIMXcsl B OpraHU3aIiK, COJepKAINX KOHPHICHIMATbHYIO HH(pOpMAIHIO.
Opraauzanus padoThl IO 00padOTKE JOKYMEHTOB OTPAaHWYCHHOTO ocTyma. O3HaKOMIICHHE C TPUMEHSIEMBIMH B OPTaHU3aIUU CPEICTBAMH
KpUITOrpaduu A 3aIUThl SIEKTPOHHBIX JOKYMEHTOB C UCIIOJIb30BaHUEM CIEIMAIBLHOIO MPOrpaMMHOr0 odecredeHus. Brimonxnenue
paboT 1Mo 00eCeueHHIO 3aUTHI JEKTPOHHBIX JTJOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

144
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Opranuzanus paboTel TPUEMHOH (30H MpUEMa MOCETUTENICH): peryJIupoBaHUe MOTOKA MTOCETUTENCH, TPUEM M PETUCTPALIHS TOCETUTEIICH.
[TnanupoBaHue paboyero JHs pyKoBOIUTENSA U cekpeTaps. [loaroToBka Jes0BBIX BCTPEY U EPEroBOpoB pykoBoauTens. Pabora no
00CITy’)KUBAaHUIO PA3IMYHBIX TUIIOB COBEUIAHUN M COOIOIEHUE MPABUII UX IOJTOTOBKU U MIPOBEICHHUS.

Benenue tenedonHbIx neperopopos. PuiibTpanus U nepeaapecanus 3BoHKoB. [Ipuém u nepenava tenedonorpamMm, gakcorpamm,
coo0IIeHMH 110 3JEKTPOHHOM noure. MHbopMamoHHoe obecrieueHne AesTeIbHOCTH pyKoBoAUTesA. O3HAaKOMIJIEHHUE C IPaBUIaMHU pabOThI
¢ KOH(UIeHInaNbHON HHpOpMaLyel B OpraHu3alyH.

PaboTa 1o 03HaKOMJICHHIO ¢ COCTABOM M OCOOCHHOCTSAMH JIOKYMEHTOB OpTaHU3allH, PETYIUPYIOIIUX TPYAOBbIE OTHOIICHHS
(opraHu3aMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTBI, JOKYMEHTHI [0 JINYHOMY COCTaBY, TPYAOBOI JOrOBOP, JOrOBOP O MaTEepUAIbHOM
OTBETCTBEHHOCTH U T.J.). OpopmileHnEe JOKYMEHTOB I10 JINYHOMY COCTaBy U UX KOMHUM (IIpyU HEOOXOAUMOCTH). 3HAKOMCTBO C CUCTEMOI
YHU(DULIUPOBAHHBIX (POPM MEPBUUHON YUETHOMN TOKYMEHTALMU OpraHu3aluy. 3anojaHeHue GopM NepBUYHON YUETHON JOKYMEHTAIUH.
Pabora ¢ 3asBIeHHUAMH TI0 JINYHOMY COCTaBY, BeJleHHe U ohopMiIeHne TpyaOBbIX KHMKEK. Mcnons3zoBanne COJ mpu paboTte ¢ KagpOBBIMU
JOKYMEHTaMH.

Bcero
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3. YCJIOBUSA PEAJIM3ALIUHU TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. st peasu3anum NMPOrpamMmmbl npogdeccHoHAIBLHOI0 MOYJISA

NMpeaycMOTPEHBI cJIeAyIolue CelialbHble MOMeIeHus!
Kabuner «JlokyMeHTaIIlMOHHOTO O0eCIeUeHus yIIPaBICHUS»

HaumenoBanue o60py10BaHMS:
- Hoytoyk LENOVO ldeaPad 100-15IBY;
- 9kpaH (3kpaH Ha mraTuse, ScreenMedia Apollo, 153x153 MW);
- nmpuHTep nazepHsid Canon LBP 2900;
- mpoextop BENQ MX507 DLP 1024*768,;
- nocka ayautopHas JIA-143 170*100;
- pabouee MeCTO MpenojaBaTes;
- CTOJIBI U CTYJIbSl YUCHUYECKHE;
- CUCTEMBI XpaHEHUS el B y4eOHON KaHIICIISIPUH.

Kabuner «Opranu3amnuy ceKpeTapcKkoro 00CIyKUBaHUS»
HaumenoBaHue 000pyaoBaHus:
- I0CKa ayAUTOpHAs;
- komnbrotepsl Intel Pentium E5300;
- KoMIproTep AM2*2:
- MOHUTOD Asus;
- MOHUTOpP Samsung;
- HOyTOYK 15.6";
- IpUHTEp Ja3epHbI Samsunq ML-1250;
- npuaTep/ MDY HP LaserJet Pro P1606DN;
- ckanep HP Scanjet -2710;
- mpoexTop ViewSonic;
- cucteMHsIi 010k Athlonll X2 250;
- cucteMHbIi 0110k Celeron Dual Core;
- akpaH npoekuuonHbiii LUMIEN Eco View, MaTOBBII Ha TpeHOTE;
- 9KpaH;
- mkadg;
- CTOJIBI M CTYJIbsI YUYEHUYECKUE;
- CUCTEMBI XpaHEeHHS JeTl B YIeOHOH KaHIIeISIPUH.

JlabopaTopus «Opranu3anuu padoThI C TOKYMEHTAMU
HaumenoBanue o0opyoBaHus:
- moHoOmoku Philips-14 mr.;
- mpoexTop InFocus;
- MHTepaKTHBHas J0cKa Interwrite;
- CTOJIbI KOMITBIOTEPHBIE;
- 0(UCHBIE CTEIIAXKHU;
pabouee MeCTO IpenogaBaTess;
- paOouue CTOJI U CTYJI IO KOJUYECTBY 00yUaroOUInXcs;
- OyMaroyHU4TOXHUTEIb;
- Oymarope3areiabHO€e yCTPOUCTBO;
- TaMUHATOD;
- Oporrroparop;
- KOHBEPTOBCKPHIBATEIIb,
- KaHIETSAPCKUE Te4yaTH (OTTUCK Te4YaTH) M INTaMIbl Uil 00pabOTKH TOKYMEHTOB (OTMETKa O
MOCTYIUICHUH, OTMETKA O KOHTPOJIE);
- MaJtasi KaHIEJSIPHS IO KOJMYECTBY OOYYAIONINXCSl B COOTBETCTBHH C HH(PPACTPYKTYPHBIM JIUCTOM.



HaunmeHnoBaHMe IpOrpaMMHOTo 00eCeueHHUs:

- CIIPaBOYHO-TIPABOBAs CHCTEMA, AIIEKTPOHHAsI OMOIMOTEUHAs CUCTEMAM;

IporpaMMHOe 0OecrieuyeHHe: TEeKCTOBbIM, TaOIMYHBIN peAaKkTop, IporpaMma Co3AaHus
npesentamii, CYB/I, nepconanbHbli HHPOPMALMOHHBIA MEHEKEP ¢ QYHKIMSIMU TTOYTOBOTO
kiaueHTta 1 Groupware, CUCTEMa IEKTPOHHOIO JOKYMEHTO000pOTa, apXUBATOP, IPOrPaMMBbl
CKAaHMPOBAHMS U KOHBEPTUPOBAHMS JJOKYMEHTOB, IIPOrPaMMBI JUIs IIOATOTOBKU JOKYMEHTOB K
nepejade B apXus.

JlaGopatopus «CrcTeM 3IEKTPOHHOTO IOKYMEHTO000pOTa»
HaumenoBanue o60py10BaHMS:
nocka st mena 1133012 (3000x1200);
uHTepakTuBHas nocka Hitachi StarBoard FX-77,
mouutopsl (Kommnbrotep Intel Celeron D336);
cuctemuble 61oku [Iponeccop Intel Original Core 15 7400 Soc-1151,
mouutopsl (Kommerotep Intel Celeron D347);
MOHMTOPHI Samsung 23.6";
HoyTOykn LENOVO IdeaPad G500;
npunrep Canon LBP-6020B;
npuntep CANON i-SENSYS LBP 6000;
npoektop BENQ MP625P DLP XGA(1024*768);
ckanep A4 ScanJet-3800;
CTOJIBI KOMITBIOTCPHBIC;
CTOJIBI YYCHUYECKUE 2-MECTHBIC,
CTYJIbsl YYCHHUYCCKHE;
mKag) KHAKHBIN.

Jlaboparopus «YuebHas kanuensapus» Ne 311

HaumeHnoBanue 000pyaoBaHus:

- aBTOMaTU3upoBanHoe pabouee mecto (IT9BM BasicRay ICL);

- cucrteMHbIi 010k Intel Core 5-2400;

- morutop SAMSUNG,;

- HoyTOyK 15.6// LENOVO ideaPad B560;

- mpoektop BENO MX507 DLP1024*768;

- 5kpaH (’kpaH Ha mraruse, ScreenMedia Apollo, 153x153 MW);

- mpuHTep nazepHsiit Canon LBP-2900;

- MHOTO(yHKIIMOHAEHOE ycTpoiicTBo Kyocera TASKalfa 1800(A3);
- KOMITBIOTEPHBIE CTOJIBI,

- JaMHUHATOD;

- Opormoparop;

- MaJtasi KaHIEISPUS TI0 KOJIMYECTBY 00YUaAIONIMXCSl B COOTBETCTBUU C HHPPACTPYKTYPHBIM
JIFCTOM;

- CTOJIBI ¥ CTYJIbSI YICHUYECKHE.

HanmeHoBaHMe porpaMMHOTO 00ECTICUSHHS:

- CIIPaBOYHO-TIPABOBAsi CUCTEMa, MPOrPaMMHOE OOecTieueHre: TeKCTOBBIM, TaOMUYHBINA peIaKTop,
nporpamma co3fanusi npeseHtanmii, CYBJ], mepcoHanmbHbIi WHGOPMAIIMOHHBIA MEHEIDKED C
GYHKIUSAMH TOYTOBOTO KiueHTa W (Groupware, cucTeMa 53JIEKTPOHHOTO JOKYMEHTO00OpOTa,
apXuBaTop, MPOTrpamMMbl CKAaHUPOBAHUS M KOHBEPTHPOBAHUS JIOKYMEHTOB, IMPOTPaMMBbI JUIs
IMOATOTOBKH JOKYMEHTOB K IIEpENAYe B apXHUB.

3.2. UndopmanuonHoe odecrniedeHne 00yueHust



Jlnst peanu3amnuy IporpaMMbl OMOIMOTEYHBIN (POHT 00pa30BaTEIPHONW OpraHU3aIlid UMETh
NIeYaTHBIE U 3JIEKTPOHHBIE 00pa3oBaTeIbHbIC U HH(POPMALIMOHHBIE PECYPCHI, IS HCIIOJIB30BaHUS B
00pa3oBaTelIbHOM MpoIiecce.

3.2.1. OcHoBHas JIMTEpaTypa

1. A6ynanze JI. I'. JlokymMeHTanmOHHOE 00€ecIieueHre YIpaBJICHHs IIEPCOHATIOM: YIYCOHUK 1
NPaKTUKYM JUIA CpeaHero npogeccuonanbHoro oopazosanus / 1. I'. Abynanze, U. b.
Beimpsoxkunaa, B. M. MacnoBa. — 2-e u3 ., nepepa0. u gorn. — Mocksa: M3natenscTBo FOpaiiT,
2021. — 370 c. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-15076-6. — Texkcr:
snexkrponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/487121

2. Kanau, A. B. Opranuzanus cucteM 3JIeKTPOHHOTO JJOKYMEHTO000poTa : MoHOTpadus / A.
B. Kaimau, /1. I'. 3616un ; DKOY BO Boponexckuii uactutrytr ®CHUH Poccun. - Boponex :
Hayunas kuaura, 2020. - 158 c. - ISBN 978-5-4446-1460-0. - TekcT : anexkrponHsbiid. - URL:
https://znanium.com/catalog/product/1241010

3. Kopnees, U. K. JlokymeHnTanmonHoe o0ecriedeHrne ynpapieHus: yaeOHUK U TPAaKTUKYM
JU1s cpenHero npodeccuonanbHoro odpaszosanus / M. K. Kopuees, A. B. [Tmenko, B. A.
MamrypreB. — 2-e u3j., nepepad. u gorn. — MockBa: M3natensctBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccuonanbuoe oopazosanue). — ISBN 978-5-534-05022-6. — Texkcr: anekrponnsiii // 9bC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550

3.2.2. JlonoJIHUTEIbHAS JIUTEpPATypa

Kouncrutynus Poccuiickoit @enepaunu Odunnansabiii ceteBoii pecype [Ipesnnenta Poccun.
[DnexTponnsiii pecypc]. URL: http://constitution.kremlin.ru/

Tpynosoit Konekc Poccuiickoii @enepaunu. CIIC «KoHCynbTaHT MIIIOCY. [ DNEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

®enepanbHblil 3ak0H Ne 5485-1 «O rocygapcrenHoi TaiiHe» ot 21.06.1993 CIIC
«KoucyapranT miocy. [DnektporHslit pecype]. URL:http://www.consultant.ru/cons

®enepanbHblil 3ak0H Ne 98-D3 «O komMmepueckoit TaitHe» ot 29.07.2004. Cuctema
TCAPAHT. [Onexrponnsiii pecypc]. URL: http://base.garant.ru/12136454/

[Tocranosnenue IlpaButensctBa Poccuiickoit @enepannu ot 22.09.2009 Ne 754 «O6
yrBepxaeHuH [lonoxeHus o cucreMe MeKBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa»
Koncopunym «Kozgekc». DreKTpoHHbIN (OH TPAaBOBONH U HOPMAaTUBHO-TEXHUYECKOM
uHopmanuu. [AnekTponnsiii pecypc]. URL: http://docs.cntd.ru/document/902176142

ITocranoBnenue IIpaBurenscrBa Poccniickoit @enepanuu ot 08.09.2010 Ne 697 «O enunoi
CHUCTEME MEKBEJIOMCTBEHHOIO 3JIEKTPOHHOT0 B3aumoencTerus» Koncopuuym «Komaekey.
OeKTPOHHBIN (HOH]I MPABOBOI U HOPMATUBHO-TEXHUYECKON MH(OpMaIuu. [DIeKTpOHHBIN
pecypc]. URL: http://docs.cntd.ru/document/902234385

[TocranoBnenne Muntpyna Poccun ot 26.03.2002 Ne 23 «O6 yrBepxaennn Hopm BpemeHu
Ha paboThI 10 JOKYMEHTAIIHOHHOMY O0OECIIEUEHUIO YIIPABICHUECKUX CTPYKTYpP (eaepanbHbIX
OpPraHOB UCHOJIHUTENbHOH BiacTu». Koncopunym «Konekce». D1eKTpoHHBIH (HOH TpaBOBOM U
HOPMAaTHBHO-TeXHUUYECKON nH(popmaruu. [Inexrponnsiid pecypc]. URL:
https://docs.cntd.ru/document/901816605

[Tpuka3z MunTtpyna Poccuu ot 15.06.2020 Ne 3331 «O6 yTBepKaeHUN TPO(PECCHOHATEHOTO
crangapra «CrenuanicT o OpraHu3alliOHHOMY U JOKYMEHTAIIHOHHOMY 00€CIeueHHIO
yIpaBJeHus opranu3aiuein». https://www.garant.ru/products/ipo/prime/doc/74285595/

[Tpuka3 Muntpyna Poccun ot 19.05.2021 Ne 3201 «O6 yTBepxaeHUN (POPMBI, OpsAKa
BEJICHUS U XpaHCHHUS TPYAOBBIX KHIDKEK». https://base.garant.ru/400845402/

[Tpuka3 MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «OG0 yrBepxaenuu IIpasu
OpraHM3ali XPAHEHUs, KOMIUIEKTOBAHHUSA, y4ETAa U UCIIOJIb30BAaHUS JOKYMEHTOB APXUBHOIO
¢donna Poccuiickoit denepanuu u Jpyrux apxUBHBIX JOKYMEHTOB B OpraHax rocy1apcTBEHHON
BJIACTH, OPraHAX MECTHOI'O CaMOYIIPABIICHUS U OPTaHU3ALMIX .
https://www.garant.ru/products/ipo/prime/doc/71083090/
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[Tpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O06 yrBepx)aeHuu [IpumepHON HHCTPYKITUH TIO
JIEJIONPOU3BOJICTBY B FOCYIapCTBEHHBIX OPIaHU3ALMSIX ).
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT 9327-60 bymara u uznenus u3 0ymaru. [lorpedurensckue hopmatsl Koncoprmym
«Konekcy». DnekTpoHHbIN (HOHJ IPABOBOM U HOPMATUBHO-TEXHHUYECKOW MH(POPMAIIUH.
[DnexTponnsiii pecypc]. URL: http://docs.cntd.ru/document/1200004908

I'OCT P UCO 23081-1-2008 HarmonanpHsIid cranaapT Poccuiickoit @eneparuu. Cucrema
CTaHJApPTOB IO WH(pOpMAIMK, ONOIMOTEYHOMY U U3JIaTeNbCcKoMy aeiy. [Iporeccsl ynpasienus
nokyMeHTaMu. Metaganublie 11 JokyMeHToB. YacTte 1 [Ipunnunel. Koncopimym «Koaekcy.
DJEeKTPOHHBIN (HOH]I MPABOBOI U HOPMATUBHO-TEXHUYECKOH MH(MOpMAIHU. [ DIEeKTPOHHBII
pecypc]. URL: https://docs.cntd.ru/document/1200067603

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctemsl 31IeKTPOHHOTO JTOKYMEHTO000POTA.
VYmpasnenue gokymeHTanuei. Mudopmarus, coxpanseMas B 2JIEKTPOHHOM Buje. PekoMengamm
10 00eCTIeYeHHIO JOCTOBEPHOCTH U Han&xHOCTH» KoHcopumym «Komekey». DaeKTpoHHBIH (HOHIT
MIPaBOBOM M HOPMATUBHO-TEXHUYeCcKoW nH(popmanuu. [Dnekrponnsiii pecypc]|. URL:
http://docs.cntd.ru/document/gost-r-54471-2011

['OCT P 7.0.8-2013. Cucrema crannapToB o uapopmanuu, OMOIMOTEHYHOMY U
U3JIaTeNIbCKOMY Jieny. J[eonpon3BoACTBO U apXUBHOE /1€710. TepMUHBI U OIPEEIICHUS.
Koncopruym «Konekc». DnekTpoHHBIN (HOHI TPAaBOBOM U HOPMATUBHO-TEXHUYECKOM
undopmarmu. [Dnexrponnsiii pecypc]. URL: http://docs.cntd.ru/document/1200108447

I'OCT P 53898-2013. HannoHanbeHsiil ctangapT Poccutickoit @enepanyu. Cucremsl
AJIEKTPOHHOI'O JOKYMEHTO000poTa. B3anMopelicTBre CUCTEM yIpaBIeHUS JOKYMEHTaMH.
TexHuueckue TpeOOBaHUA K 3IEKTpOHHOMY coobuieHuto. Koncopuuym «Koaeke». DnekTpoHHbIH
¢doH] TPaBOBOIl 1 HOPMATUBHO-TEXHUYECKOH nH(popManmu. [DnexTponnslii pecypc]. URL:
https://docs.cntd.ru/document/1200108037

I'OCT P UCO 30300-2015 Harmonansusiii ctangapt Poccuiickoit deneparnuu. Cucrema
CTaHJApTOB IO HH(pOpMaNU, ONOIUOTEUHOMY U U3JaTeIbcKoMy aeny. MHdopmanus u
nokyMmeHTanus. Cuctemsl yrpaBieHHs ToKyMeHTaMu. OCHOBHBIE MOJOXKEHUS U CJI0Baphb.
Koncopunym «Kozgekc». D1ekTpoHHBIH (OH TPAaBOBONH U HOPMAaTUBHO-TEXHUYECKOM
uHdopmanuu. [AaekTponnsiit pecypc]. URL: https://docs.cntd.ru/document/1200128331

I'OCT P 7.0.95-2015. Hatmmonanensiii ctangapt Poccuiickoit ®deneparuu. Cucrema
CTaH/apTOB [0 MHPOpPMALMH, OMOTNOTEYHOMY U U3/1aTEIbCKOMY €Y. DIEKTPOHHBIE TOKYMEHTHI.
OcHOBHBIE BUIBI, BBIXOJIHBIE CBEIEHUS, TEXHOJOTNYECKUE XapaKTepucTuku. Koncopuuym
«Koneke». DnekTpoHHbIN (OH]I TPABOBON M HOPMATUBHO-TEXHUYECKOW HH(OPMALINH.
[Onextponnsii pecype]. URL: https://docs.cntd.ru/document/1200128317

O6mepoccutickuii knaccudukaTop mpodeccuit pabounx, JOMKHOCTEH CITYKaIUX U
Tapu(HBIX pa3psaoB. [DnekTponHslit pecypc]. Koncopruym «Koaeke». DnekTpoHHbIH GoHA
NpaBOBOI U HOpMATUBHO-TexHUYecKor nHdopmanuu. URL: https://docs.cntd.ru/document/9029638

Obmepoccuiickuil kinaccudukarop npodeccuit pabounx, JOHKHOCTEHN CyXKalux U
Tapu(HBIX pa3psnoB. [InexkTporHb pecypc|. Koncopunym «Komekcy. DneKTpoHHbBIN HOHT
NpaBOBOI U HOpMAaTUBHO-TexHU4eckor nHdopmanuu. URL: https://docs.cntd.ru/document/9029638

Enunblit TapudHo-KkBaMMPpUKAMOHHBIN clIpaBOUYHUK paboT u npodeccuit pabouux,
oTpacieBble KBTU(UKALMOHHbIE CIPAaBOUYHUKH [ DnekTpoHHbIH pecypc]. URL:
https://docs.cntd.ru/document/901927009

Obmepoccuiickuii knaccudukarop npeanpustuii u opranuzanuii (OKIIO) CIIC
https://classinform.ru/okpo.html

CnpaBouHo-nipaBoBas cucrema «["apant» https://www.garant.ru/

ECM-Journal — moprai o 1iudpoBU3aIim, SIEKTPOHHOM JTOKyMEHTO000pOTE U OU3HEC-
nporieccax. [DnekrponHsiii pecype]. URL: https://ecm-journal.ru/

MunuctepctBo npocsemienus: Poccuiickoit @enepanuu. [Dnektponnsiii pecypc]. URL:
https://edu.gov.ru/
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®denepanbHbii moptan "Poccuiickoe oopazoBanue". [DnekTpoHHbii pecypc]. URL:
http://www.edu.ru/

1. Anzoposa C.I1. Opranuzanus TpyJa rocyJapCTBEHHbIX U MYHUIIUTIATIBHBIX CIYXKAIIUX !
yuebnoe nocoodue / C.I1. Anzoposa, C.I'. DegopuykoBa. — Mocksa : UHOPA-M, 2021. — 160 c.
— (Bricmiee obpazoBanue: bakamaspuar). - ISBN 978-5-16-016369-7. - TekcT : 371eKTpOHHBIH. -
URL: https://znanium.com/catalog/product/1151473

2. Ky3nenos, 1. H. JlokymeHTanimoHHoe obecnieueHue ymnpasieHus. JJokyMeHTO000pOT u
JEIIONIPOU3BOJICTBO : YUSOHUK U MPAKTUKYM JJIsl CpeIHETr0 podecCuoHambHoro oopazoBanus / U.
H. Ky3nenoB. — 4-e uzg., nepepad. u non. — Mocksa : U3nparensctBo HOpaiit, 2023. — 545 ¢. —
(ITpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-16004-8. — TekcT : 3neKTpOHHBIH //
O6pasosarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/523613

3. 'yryea T.A. KonduneHnmansHoe I1e10mponu3BoACTBO: yaeOHoe mocodue / T.A. I'yryesa.
— 2-e u3n., nepepad. u gon. — MockBa: UTHOPA-M, 2021. — 199 c¢. — (Cpennee
npodeccuonansHoe oopazoBanue). - ISBN 978-5-16-016585-1. - Tekct: anexrponHsnii. - URL:
https://znanium.com/catalog/product/1191331

4. lenonipoun3Bozacteo: yueOnuk / T.A. beikoBa, JI.M. BsoBa, FO.M. Kykapuna, JI.B.
CankuHa; o oomi. pen. moin. T.A. beikoBoii. — 4-¢ u3a., mepepad. u qon. — Mocksa : UTHDOPA-
M, 2021. — 393 c. + don. marepuaisl [[DnekTpoHHBIH pecypc]]. — (Briciiee oopa3oBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 37€KTPOHHBIIA. -
URL: https://znanium.com/catalog/product/1014190

5. Hoponuna JI.A. JlokymMmeHTallMOHHOE 0OeCIieYeHHEe YIpaBIeHUs: Y4eOHUK U MTPAKTUKYM
JUIs cpeaHero npodeccnonanbHoro oopazosanus / JI.A. loponuna, B. C. UputukoBa. — Mocksa:
UznatensctBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonansuoe oopazopanue). — ISBN 978-5-
534-05783-6. — Tekcrt: anexrponnsiii / DBC FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/473802

6. lllyBanosa, H. H. JlokymMeHTannoHHOE 0OecrieueHne YIpaBiIeHUs | Y4eOHUK U MPAKTHKYM
Ui cpeaHero npodeccuonanbHoro oopazosanus / H. H. lllyBanoBa. — 3-e u3a., nepepad. u 1011
— Mocksa : U3parensctBo FOpaiit, 2023. — 247 ¢. — (IIpodeccuonanpHoe 06pa3oBaHue). —
ISBN 978-5-534-16538-8. — TekcT : anekTpoHHbIH // O6pazoBaTenbHast miargopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/531240

7. Kopnees, 1. K. JlokymMeHTalMoHHOE oOecrieueHue yrpaBieHus : ydeOHUK U IPAKTUKYM
1u1st cpenHero npodeccuonanbHoro odpaszosanus / U. K. Kopuees, A. B. [Tmienko, B. A.
Mamrypues. — 3-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo FOpaiit, 2023. — 438 ¢. —
(ITpodeccronansuoe oopazoBanue). — ISBN 978-5-534-16002-4. — TekcT : 2MeKTPOHHBIN //
OopazoBarenpHas miatgopma FOpaiir [caiiT]. — URL: https://urait.ru/bcode/523611

8. Kysnenor 1.H. JlokyMeHTaImoHHOE 0OecIieueHue ynpapiieHus. JJokyMeHTo000poT 1
JIeNIOTIPOU3BOICTBO: YUEOHHUK U MTPAKTUKYM JUIS CpeaHero mpodeccuoHaabHoro oopasoBanus / U.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
IMPO®ECCHUOHAJIBHOI'O MOJAYJIA

Kon n HaumeHoBaHue
poeCCHOHATIBHBIX U
OOIIMX KOMIIETEHIUH,
dhopMHUpyEMBIX B paMKax
MOJTYJIS

Kpurepuu onenku

MeTtobl OLICHKH

[IK 1.1. OcyiiecTBasiTh
puéM-nepenavy
YIIPaBJICHUYECKOM
nH(pOPMAIINH C TTIOMOIIBIO
CpEICTB
MH(POPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA.

[Tonyuenue HeoOXxoaMMOM
uHpOpMaLnHU U nepeaayda
CaHKIIMOHUPOBAHHON
uHpOpMAaINY C
HCIOJIb30BAHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHUKAI[MOHHBIX
TEXHOJIOTHI

KoHTposb BbINOTHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKA pelIeHU
pOOJIEMHBIX CUTYallUH.
[IpoBepounbie pabOTHI MO KaXK 0
TEeMe.

ATTecTanus 1mo
MPOU3BOACTBEHHOMN

IIPaKTHUKE.

IIK 1.2. KoopauaupoBatb
paboTy nmpueMHOR
PYKOBOJMTES, 30H
npremMa pa3InyHbIX
KaTerOpuil MOCETUTENEN
OpraHu3aLMH.

Koopaunamust paboTsl
MPUEMHON PYKOBOIUTEINS U
30H Ipu€Ma pa3InYHbIX
KaTeropuil moceTuTeIen
OpraHu3anyuu

KoHTpo:b BbinosIHEHUS
MPaKTUYECKHUX 3aJIaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OleHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[IpoBepounbie pabOTHI IO KaXK101
TEME.

ATtTtecTanus 1mo
IIPOM3BOJCTBEHHON

MIPaKTHUKE.

IIK 1.3. Bnanets
HaBBIKAMU TUIAHUPOBAHHUS
pabouero BpeMeHH
PYKOBOJIUTENS
cekperapsl.

[TnanupoBanue pabouero
BPEMEHH PYKOBOJUTENS U
pabouero Hs cekpeTraps

KoHTpo:b BbINOJIHEHUS
MIPAaKTHYECKUX 3aJaHUH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUMU.

AHanus 1 OLEHKa peleHu i
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepounbie pabOTHI MO KaXKAOH
TEME.

ATtTecTanus 1no
MPOU3BOJACTBEHHOMN

IIPaKTHUKE.

[IK 1.4. OcyiiecTBasiTh
MOJArOTOBKY JEJIOBBIX
MTO€3/I0K PYKOBOJUTENS U

JOPYTUX COTPYIHUKOB
OpraHu3aIyH.

Opranuzanys 1eI0BbIX
MOE3/I0K PYKOBOJIUTENS

U JPYTUX COTPYAHUKOB
OpraHu3anyuu

KoHTposb BBITOTHEHUS
MPaKTUYECKUX 3aJaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanm3 1 OleHKa peleHun
MPOOJIEMHBIX CUTYaIIUH.
[IpoBepouHbIe pabOTHI 1O KAXKIOM
TEME.

ATTecTanus mo
MIPOU3BOACTBEHHOMN

MIPAKTHKE.




IIK 1.5. Bnanetsb
crioco0amMu OpraHu3aluu
pabodero nmpocTpaHcTBa
pUEMHOW U KaOuHeTa
PYKOBOIUTEIIS.

Opranuzanus u nojjaepxaHue
(hyHKIIMOHATBEHOTO pabovero
MIPOCTPAHCTBA

KoHTpo:b BbINIOJIHEHUS
IIPAKTUYECKUX 3aJaHUM.

Y CTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanus 1 OLlEHKa peleHui
POOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEME.

ATtTecTanus 1no
IIPOU3BOJCTBEHHON

IIPaKTHKE.

[IK 1.6.

OcymecTBiATh paboTy 1O
MOATOTOBKE U
MIPOBEICHUIO
KOH(EPEHTHBIX
MEpOINPHUATHH,
obecrneunBaTh
MH(POPMAIMOHHOE
B3aMMO/ICHCTBHE
PYKOBOJIUTEIIS C

Opranu3zanys NoAroToBKU U
MIPOBEJICHUE BHYTPCHHUX U
BHEUTHUX KOH(EPEHTHBIX
MEPOIPUATHIA, 00eCIIeUCHHE
MH(OPMALIMOHHOTO
B3aUMOJICVCTBHUS
PYKOBOJUTES C
MOIpa3ICIICHUSIMU U
JOJKHOCTHBIMHU JIMIIAMH

KoHTpo:b BbinosIHEHUS
MPaKTUYECKUX 3a/1aHH.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OleHKa peleHui
IpOOJIEMHBIX CUTYaIUH.
[IpoBepouHbie pabOTHI IO KaXK101
TEME.

ATtTecTauus 1no

MOAPA3ACIICHUSIMU U IPOU3BOACTBEHHOMN

OpraHu3alyy.
JIOJKHOCTHBIMU JIMLIAMU MPaKTHUKE.
OpraHu3alyu.
K 1.7. Odopmnenue Kontponb BBITIOJTHCHUSI
OdopmsTe OpraHu3alMOHHO- MIPAKTUYECKUX 3aJaHUMN.
OpPTraHU3alMOHHO- pacnopsIUTEIBHBIX YCTHBIN WM TECTOBBIA KOHTPOJIb
pacropsIUTENIbHbIE JIOKYMEHTOB ¥ OpraHU3alus TEOPETUYECKUX 3HAHUMU.

JAOKYMCHTBI 1
OpraHnu30BbIBATH pa60Ty C
HUMH, B TOM 4YHUCJIC C

pa6OTI)I C HUMH, B TOM YHUCJIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3WPOBAHHBIX CUCTEM

AHanu3z ¥ OLEHKa
poOJIEeMHBIX CUTyallUH.
[IpoBepouHbie pabOTHI IO KaX10i

peleHnit

UCMOJIb30BaHUEM TEMe.
aBTOMATH3MPOBAHHBIX ATTecranus o
CHCTEM. POM3BOJICTBEHHOMN

MPAKTHKE.
IIK 1.8. Odopmiienne nokymeHToB o | Konrpoiub BBITIOJTHEHUS

OdopmIIsITE TOKYMEHTHI
0 TUYHOMY COCTaBY U
OpraHU30BBIBAThH PabOTy C
HUMHU, B TOM YHCTIE C

JIMYHOMY COCTaBY U
opraHu3zanys paboTbl ¢ HUMH,
B TOM YHCIIE C
HCIIOJIb30BAaHUEM

MIPAaKTHYECKUX 3aJaHUM.
YCTHBIN UM TECTOBBIM KOHTPOJb
TEOPETUYECKUX 3HAHUU.

AHanmuM3 W OLIEHKa pElIeHUI

HCIIOTb30BaHUEM ABTOMATU3HPOBAHHBIX CHCTEM | TIPOOJIEMHBIX CUTYaIIH.
aBTOMATU3HPOBAHHBIX [TpoBepounbie pabOTHI MO KaXI0M
CUCTEM. TEeMe.
ATtTtecTanus o
MPOU3BOJACTBEHHOMN
MPAKTHKE.
K 1.9. Opranuzanus TeKyIero KoHTpoJib BRIMOJHEHUS

OpraHu3oBbIBaTh TEKYIIEE
XpaHEHHE T0KYMEHTOB,
00paboTKy fen s
OIIEPATUBHOTO U
apXMBHOT'O XpaHEHMUs], B

XpaHeHI/IH I[OKyMeHTOB,
o0OpaboTka jaen 1is
OHepaTI/IBHOI‘ on apXI/IBHOFO
XpaHEHUs, B TOM YHCIIE C

MPAKTUYECKUX 3aJaHHI.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKa pelIeHU
POOJIEMHBIX CUTYAIHH.




TOM YHCJIC C

HUCIIOJIBb30BaAHUEM

[IpoBepounbie pabOTHI IO KaXKA0H

HCIIOJIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHCTEM | TEME.
aBTOMATU3HPOBAHHBIX ATtTecTanus 1o
CUCTEM. IPOU3BOJICTBEHHON
IIPaKTHUKE.
KoHTpo:b BeinonHEeHUs
MIPAaKTUYECKUX 3aJaHUMH.
OK 01. Y CTHBIN WM TECTOBBIN KOHTPOJIb

Bribupats ciocoOsl
pelieHus 3a1a4
npodeccnoHaTBLHOMI
JEATSILHOCTH
MPHUMCHUTCIIBHO K
Pa3IUYHBIM KOHTEKCTaM;

Br16op criocoba penrenus
3ana4 npodeccruoHaIbHON
JeSITeIbHOCTH TPUMEHHUTEITHHO
K pa3IMYHBIM KOHTEKCTaM

TEOPETUYECKUX 3HAHUM.

AHanu3 U OLICHKA pelIeHU
MPOOJIEMHBIX CUTYaIHH.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEeMe.

ATTecTanus 1mo
MPOU3BOACTBEHHOMN

IIPaKTHKE.

OK 02.

Hcnonb3oBars
COBpEMEHHBIC CPEIICTBA
MOKCKA, aHaTN3a U
HWHTEPIIPETAIIAH
nHpopManuu, u
nH(POPMAIOHHBIE
TEXHOJIOTUH ISt
BBITIOJTHEHUS 3134

Hcnons30BaHne COBPEMEHHBIX
CpelCTBa OUCKa, aHAJIHU3a U
MHTEpIIpETaIi HHPOPMAIIH,
Y MCIOJIb30BaHNE
WH(POPMAIIMOHHBIX
TEXHOJIOTUH [UIs1 BBIIOJTHEHHS
3a/1a4 MpoQecCHOHATBHON
JeATeILHOCTH.

KoHTpo:b BbinoIHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WM TECTOBBI KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLeHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[IpoBepouHbie pabOTHI IO KaXK10M
TEME.

ATtTtecTanus 1mo

npogeccuoHaTbHON IIPOM3BOJCTBEHHON
JeSITENIbHOCTH; MIPaKTHUKE.

OK 04. B3aumoneiictBue u pabota B KoHTpo:b BbINOJIHEHUS
OddexTrBHO KOJUJIEKTUBE U KOMaHJIE MPAKTUYECKUX 3aTaHUM.

B3aMMO/ICHICTBOBATH U
paboTaTh B KOJUIEKTHBE U
KOMaH/Ie;

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUMU.

AHanus 1 OLEHKa peleHu
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepouHnbie pabOTHI IO KaXKAOH
TEME.

ATtTecTanus 1o
MPOU3BOJACTBEHHOMN

IIPaKTHKE.

OK 05.

Ocy1ecTBIATh YCTHYIO U
MMUCbMEHHYIO
KOMMYHHUKAIUIO Ha
TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOCHHOCTEN
COLIMAJIEHOTO U
KYJIBTYpPHOI'O KOHTEKCTa

Ocy1iecTBiieHHE YCTHON U
MUCHbMEHHON KOMMYHHUKAIH
Ha TOCYJJapCTBEHHOM SI3bIKE
Poccutickoit denepanuu ¢
y4eTOM 0COOCHHOCTEN
COLIMAJIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

KoHTpo:b BeinonHEeHUS
MPaKTUYECKUX 3aaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIEHKA PEIIEeHUI
MPOOJIEMHBIX CUTYaIHH.
[IpoBepouHbie pabOTHI MO KaXK 101
TEME.

ATTecTanus mo
MIPOU3BOJCTBEHHOMN

MIPAKTHKE.

OK 09.
Tlonp30BaTnC
npodeccnoHaTbHOM

Hcnonb3oBanue
npodecCuoHATBHON
JIOKYMEHTAITU! Ha

KonTtposb BbInoaHEHUS
MPAKTUYECKUX 3aJaHHI.




JOKYMEHTalMen Ha
roCyAapCTBEHHOM U
WHOCTPAaHHOM SI3bIKaxX

roCylapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHanus 1 OLeHKa peleHui

TEME.
ATTecranus 1o

IIPaKTHUKE.

POOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI IO KaXKAOH

HpOH3BO,HCTB€HHOfI

5. KPUTEPUM U HIKAJIBI JIJI1I UHTET PUPOBAHHOM OLEHKH YPOBHSA
CPOPMUPOBAHHOCTHU KOMIIETEHIIUMU:

HNupnkaropsi HEYI0BJIETBOPUT
YI0BJIETBOPHUTEJIbHHO X0pO1I0 OTJIMYHO
KOMIIETEHIIUH | eJIbHO
VYpoBeHnb 3HaHU | MUHUMAaNIBHO YpoBeHb 3HaHMIT B YpoBeHb 3HaHUN B
HIDKE JOIYCTUMBIN YPOBEHb | 00bEME, o0beme,
MUHHMAaJIbHBIX 3HaHuil. JlonmymieHo COOTBETCTBYIOLLIEM | COOTBETCTBYIOILLEM
ITotHOTA TpeOOBaHUI. MHOT'0 HETPYOBbIX Iporpamme porpamme
3HAHUI Hmenu mMecto OLIMOKH. HOJrOTOBKH. MOJIFOTOBKH, 6€3
rpyObIe OIMOKH. Jomnymeno OLLINOOK.
HECKOJIBKO
HerpyObIX OmMOOK
ITpu pemennn IIponemoncrpupoBan | Ilponemonctpuposa | IlpogemoHCTpHpOB
CTaHIapPTHBIX bl OCHOBHbBIE YMEHUS. | Hbl BCE OCHOBHbBIE aHbl BCE OCHOBHBIE
3a/1a4 He Pemens! TunoBbIE ymeHus. Pemenst YMEHUSI, PEILIEHBI
IPOJEMOHCTPUPO | 33J]a4l C HETPYyObIMH | BCE OCHOBHBIE BCE OCHOBHBIE
Hanrume BaHbl OCHOBHBIE omrOKaMu. 3aJlauyl C HErpyObIMH | 3aJauu C
. YMEHHS. BrinonHeHs! Bce OIIMOKaMHu. OTJIENbHBIMU
ymettud HNmenn mMecto 3aJlaHus HO HE B BrimonHeHs! Bce HECYLIECTBEHHBIM
rpyOble OIIMOKH. | MTOJIHOM 00bEME. 3aJlaHus, B IOJJTHOM | HEJOYETaMH,
o0BeMe, HO BBITIOJTHEHBI BCE
HEKOTOpBIE C 3a/1aHus B IOJTHOM
HEJI0UeTaMHU. o0beMe.
Komnerennus B CdopMupoBaHHOCTH CdopmupoBannocts | CHopMHUPOBAHHOCT
IIOJIHOM Mepe HE | KOMIIETEHIINH KOMIIETEHIINH B b KOMIIETEHIINH
chopMUpoOBaHa. COOTBETCTBYET 1eJI0M MIOJIHOCTBIO
Nmeronmxcs MUHUMAaJIbHBIM COOTBETCTBYET COOTBETCTBYET
3HAaHUU, yMEHUH, | TpeOOBaHUIM. TpeOOBaHUSAM, HO TpeOOBaHUM.
Xapakrepucrn HaBBIKOB I/IMeIOIimxc;I 3HaHWUH, | €CThb HEAOYETHI. I/IMe}oEuHXCH }
HEJ0CTaTOYHO YMEHH, HaBBIKOB B Nmeronmxcs 3HaHUW, YMEHUH,
::c(;‘)OpMPIpOBaHH JUISL pELICHUS LIEJIOM JOCTaTOYHO 3HAHUU, YMEHUH, HaBBIKOB U
MPAKTUYECKUX JUISL pelIeHus HAaBBIKOB U MOTHBAIH B
ocru (mpoceccroHaNBH | IPAKTUYECKUX MOTHBAIIMH B LIEJIOM | IIOJIHOM Mepe
KOMIIeTeHI[UH
BIX) 33/1a4. (mpogeccroHanbHBIX) | JOCTATOYHO IS JIOCTATOYHO JUIS
Tpebyercs 3ajad, HO TpeOyercss | pemeHus PELIEHUs CIOXKHBIX
HOBTOPHOE JONOJTHUTEIbHAS IPAaKTUYECKUX PaKTUYECKUX
oOyueHue IIpaKTHKA 10 (mpodeccronanbHbIX | (IpoeccuoHanbH
OOJILIITUHCTBY ) 3a71a4, HO BIX) 3aJ1a4.
MPAKTUYECKHX 3a7a4d. | TpedyeTcs




JOIIOJIHUTCIIbHAaA
IIpaKTHUKa 110

HEKOTOPBIM
npodeccroHanbHbIM
3aagam.
YpoBeHb
chopMHUPOBAHH . . .
o(cl)nll) P Huskuit Hwuxe cpentero Cpenuuii Bricokuii

KOMIIEeTeHIM i




