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1. MACIIOPT PABOYEWM ITPOI'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

IIM.01 OCYIIECTBJIEHUE OPI'TAHU3ALIMOHHOI'O
N JOKYMEHTAIMOHHOI'O OBECIIEYEHUSA AEATEJIBHOCTHU OPI'AHU3ALIUU

1.1. Ob6aacThr npuMeHeHHs padoueii MPorpaMMbl

Pabouass mnporpamma mnpodeccuonanpHoro wmoayns «[IM.01 OCYIIECTBJIEHUE
OPITAHU3ALMOHHOI'O 1 JOKYMEHTALMOHHOI'O OBECIIEYEHUA JEATEJIBHOCTU
OPI'AHU3ALNN» — sBasieTcst yacTbio MPOrpamMmbl OJATOTOBKU CHELMATIUCTOB CPEIHETO 3BEHA B
coorBercTBUM ¢ PI'OC mo cnenumansHoctd CIIO 46.02.01 [lokymeHTanmoHHOE oOOecTeYeHne
yVOpaBlIeHUS. U apXUBOBEJACHHE B YaCTH OCBOCHHS OCHOBHOTO BHJa MPodhecCHOHATHHOM
nesrenpbHocTr  (BIIJI):  Opranuzanmms JOKYMEHTAllMOHHOTO OOECHeueHHs] YNpPaBICHHUS U
(GYHKIIMOHUPOBAHUS OPraHU3alMU U COOTBETCTBYIOLINX KOMIETEHIIHMA

Pabouas mporpamMma mnpodecCHOHAIBHOTO MOIYJSi MOXXET OBITh HCIIONIb30BaHA B
JOTIOTHUTEILHOM TIpOo(hecCHOoHaTbHOM 00pa30oBaHUM (B IMporpaMmax MOBBIIICHUS KBATH(PUKAIIUN
U TIEPEeNOATOTOBKM) H TPOPECCHOHATIBHON IOATOTOBKE TI0 HANpPABIECHUSM IOATOTOBKH,
cnenuanbHocTsIM U pabounm mpodeccusim CIIO, BXoAsSmMM B COCTaB YKPYIMHEHHOW TPYMIIbI
46.00.00 McTopus u apxeosnorus.
PaGouas mporpaMmMa AUCHMILTUHBI MOXKET OBITH aJanTHpPOBaHa AJisi 00y4eHUs WHBAJINI0B

U JIUI] C OTPAaHUYCHHBIMU BO3MOYKHOCTSIMHU 37I0POBBSI.

1.2. MecTo npogeccHoHATBLHOI0 MOAY ISl B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbI:

[Iporpamma pohecCHOHATLHOTO MOJTYJIS «IIM.01 OCYHIIECTBJIEHUE
OPI'AHM3AIIMOHHOT'O 1 JTOKYMEHTAIIMOHHOI'O OBECIIEHEHUA AEATEJIBHOCTU
OPTAHU3ALIMN» —  sBiusercs  00s3aTebHOM  YacThl0  MPO(PECCHOHAIBHOIO  IMKJIA
oOpazoBatenbHoil mporpammel B cooTBercTBUU ¢ PI'OC mo cnemmansHoctu CIIO 46.02.01
JlokymMeHTalmoHHOE 00eCTieYeHUE YIPaBICHUS U apPXUBOBEICHHE.

1.3. Pe3yabTaThl 0cBOCHUs NPO(eCCHOHATBHOTO0 MOIYJIA:
- OCBOGHHsI OOYYarONIMMHUCA OCHOBHOTO BHAa mnpodeccuoHanbHoil aestenbHoctu (BIIM):
Opranu3zanmusi JOKYMEHTALlHOHHOIO o0ecle4eHUs] yNpaBjieHWs W (PYHKIHOHUPOBAHMA
OpraHM3alMu ¥ COOTBETCTBYIONIMX KOMITETCHIINH:

- [lepeyenp 00IMMX KOMITETEHLIUU!

Kon HanMmeHoBaHHe 00IIUX KOMIIETEHITHMA

OK 01 BeiOupare  crmocoObl  pemieHuss 3a1ad  OpOoQEeCCHOHATBHON  JIeSATEIbHOCTH
NPUMEHUTEIBHO K Pa3IMUYHBIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBpEMEHHBIE CpEACTBA IOMCKA, aHaiu3a M UHTEpPIpeTalnuu
uHpopManuu, W WHPOPMALMOHHBIE TEXHOJOTUW Ui BBITIOJHEHUS 3a1ad
npodecCHOHATBLHOM 1eATEIHOCTH.

OK 04 D¢ dexkTnBHO B3aMMOIEHCTBOBATh U pabOTaTh B KOJJIEKTUBE U KOMAH/IE.

OK 05 OcCy1LIECTBIISTh YCTHYIO M TUCBbMEHHYIO KOMMYHHUKAIIMIO HA TOCYJAPCTBEHHOM $SI3bIKE
Poccuiickoit @enepanii ¢ y4eTOM OCOOEHHOCTEH COIMAIIbHOTO M KYJIBTYPHOIO
KOHTEKCTa.

OK 09 [Tonb30BaTbes MpoQeccHOHANbHOM JOKYMEHTAIlMeil Ha TOCYJapCTBEHHOM U
HHOCTPaHHOM A3bIKax.

- [Iepedens mpodeccnoHaTbHBIX KOMIETCHITHIA:

Kon ‘ HanmeHnoBaHMe BUIOB JeATEILHOCTH H PO ECCHOHATBHBIX KOMIIETEHIIUI

BI1 OcymecTBiIeHHE OPTraHU3AIMOHHOI0 U JOKYMEHTAIMOHHOT0 00ecreYeHus

ACATECJIBbHOCTH OPraHu3alnuun




IK 1.1.

OcymecTBnaTh npuéM-Tiepeiady yIpaBlIeHUYECKOH HHGOpMAIMM € MOMOILBIO
cpeacTB HHPOPMALMOHHBIX 1 KOMMYHUKAITUOHHBIX TEXHOJIOTUH.

[1IK 1.2. | KoopaunupoBats pabOTy NpPUEMHON pPYKOBOJHUTENS, 30H IpHUEMa pPa3InYHbBIX
KaTeropuil MOCETUTENIEH OpraHu3aliy.

IIK 1.3. | Bnaageth HaBbIKaMH IJIAHUPOBAHUS Pab0Yero BpeMEHH PYKOBOJIUTEIISI U CEKpETapsl.

I[IK 1.4. | OcymecTBaiATh MNOATOTOBKY JEJIOBBIX MOE3J0K PYKOBOJAWUTENA U  JIPYTrux
COTPYJIHUKOB OpraHU3al1H.

[IK 1.5. | Bramets ciocobamu opraHU3aliuu paboyero MpoCTpaHCTBA MPUEMHON u kabuHeTa
PYKOBOJUTEIIS.

IIK 1.6. | OcymectBiarh paboTy 1O TMOATOTOBKE M  IPOBEACHHID KOH(MEPEHTHBIX
MEpOMpUATHA, obecrieunBaTh NHHOPMAIIMOHHOE B3aUMOJACHCTBHE PYKOBOJIUTEIS C
MOAPA3ACIICHUSIMU U I0JPKHOCTHBIMU JIMIIAMHU OPTaHU3aLHH.

[K 1.7. | OpopmisiTeh OpraHU3aIMOHHO-PACTIOPSIINTENILHBIE JOKYMEHTBl U OPTaHU30BBIBATH
paboTy ¢ HUMH, B TOM YHCIIE C UCMIOIH30BAaHHEM aBTOMATH3UPOBAHHBIX CHCTEM.

[IK 1.8. | OpopMiIsTh TOKYMEHTHI 110 JINYHOMY COCTaBY M OPTaHU30BBIBATh PadOTy ¢ HUMH, B
TOM YHCJIE C UCIIOJIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

[IK 1.9. | Opranu3oBsiBaTh TEKylllee XpaHEHHE JOKYMEHTOB, 0OpabOTKy Jgen  Jjs

OIICPATUBHOI'O MW APXHMBHOI'O XpaHCHHUA, B TOM YHUCIIC C HCIIOJIb30BAHHUCM
ABTOMATH3UPOBAHHBLIX CUCTCM.

C uenbio oBIAZEHMS YKa3aHHBIM BUAOM MPO(hecCHOHATBHOM NeATENbHOCTH U

COOTBCTCTBYIOIINMU HpO(l)eCCI/IOHaJIBHBIMI/I KOMIICTCHIIUAMUA 06y11a101111/n710}1 B X0A¢C

OCBOCHU HpO(I)CCCI/IOHaHLHOFO MOAYJIS OOJIKCH:

Nmets

[Tonydyenus HeoOXonMMON MHpOpMAUM U Nepefadyd CaHKIMOHUPOBAaHHOM

pPAKTUYECKUH | UHQOpMAlMM € HCIOJIb30BAHHWEM  CpPEACTB  HMH(OPMALIMOHHBIX U

OIIBIT

KOMMYHHUKAIIUOHHBIX TEXHOJIOTHH.

Koopannamuu paboTel NpuéMHON PyKOBOAMTENS U 30H MPUEMA PA3TUUHBIX
KaTE€ropui MOCETUTENEN OpraHU3aliHy.

[1nanupoBaHus paboyero BpeMEeH! PyKOBOAMTENS M paboYero JIHs ceKpeTaps.
Opranuzanuu AENOBBIX IOE310K PYKOBOIAUTENS W JAPYTUX COTPYAHHMKOB
OpraHM3alMH.

Opranuzanuu U nojjaepxanus GyHKIHOHAIBHOTO paboyero npocTpaHCTBa.
OpraHu3anuu TMOATOTOBKHM M TPOBENEHHUS KOH(PEPEHTHBIX MEpPONPHUSITHH,
oOecnieueHrs  MHGOPMAIMOHHOTO  B3aWMOJEWCTBUS  PYKOBOAMUTENS C
MO/Ipa3IeJIEHUSMHU U IOJKHOCTHBIMU JIMLIAMU OpTaHU3al|H.

OdopmiieHnst ~ OpraHU3alMOHHO-PACHIOPSAUTENBHBIX  JOKYMEHTOB U
opraHuzanuu paboThl C¢ HHUMH, B TOM 4YHCI€ C HCHOJIb30BAHUEM
aBTOMATHU3HPOBAaHHBIX CUCTEM.

OdopmieHuss JOKYMEHTOB MO JUYHOMY COCTaBy M OpraHu3aluu paboThl ¢
HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3HUPOBAHHBIX CHCTEM.
OpraHu3anuu TEKyIIero XpaHEHUs JOKYMEHTOB, OOpaOOTKM Jen Jamis
ONEpaTUBHOIO W AapXMBHOT'O XPaHEHUs, B TOM YHUCJIE C MHCIOJIb30BAaHUEM

ABTOMAaTU3HWPOBAHHBIX CUCTCM.




yMEThb

OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUU C TPEOOBAHUSMU SPTOHOMUKH
U KyJIBTYPHI TPY1a;

obOecrieunBath pabodee MecTo M (YHKIHOHAIbHOE pabodee IPOCTPaHCTBO
HEOOXOJMMBIMU  CPEIICTBAMHU OPraHU3allMOHHONH TEXHUKU, MeOelIbl0 |
KaHIEJIAPCKUMH TPHHAIICKHOCTSIMHU;

MOJJIEP>KUBATH CPEJICTBA OPTAHU3AIMOHHON TEXHUKH B pa00YEM COCTOSIHHH,

MPUMEHATh B paboTe cpeacTtBa MHPOPMAIMOHHBIX M KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA;

UCTOJNB30BaTh  CpeAcTBa  MH(POPMALMOHHBIX W  KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH I OJYYEeHHUS U Mepeaun HHPOPMaIny;

YCTaHABJIUBATh M TOIJACPKUBATh KOMMYHHUKAIIMM B IPOLECCe JEI0BOTO
OOMICHHSI C TOMOINBIO CPEACTB MHPOPMAITMOHHBIX W KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIL;

OCYHICCTBJIATDH C60p, o6pa60TKy I/IH(i)OpMaI_II/II/I, CUCTCMATU3ALUIO ITOJTYHYACMbIX
" 1epcaaBaCMbIX JTaHHbIX,

OCYLLIECTBIIATh MPOBEPKY AOCTOBEPHOCTH, IOJHOTHI U HENPOTUBOPEUYUBOCTH
JAHHBIX, UCKJIFOUEHHUE TyOaupoBaHus UH(OpMaLUK;

CIJIa’KUBaThb KOH(I)J'II/IKTHBIG U CIOXHBIC CUTyallUn  MCKINYIHOCTHOI'O
B3aHMOHeﬁCTBHH;

COOJII0/1aTh STUKET U OCHOBBI MEKAYHAPOAHOTO IPOTOKOJIA;
obecreunBaTh HHPOPMALMOHHYIO 0€30MaCHOCTD AEATEIIbHOCTH OPraHU3allH;
BECTH U MCTIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alllu;

BECTH YYETHblE pErMCTpallMOHHblE (OpPMBI, HCHOJIB30BATH HX JJIA
MH(OPMALMOHHOM paboThl ¥ PabOTHI O KOHTPOJIIO UCIIOJHEHUS TOPYUYCHUH;

BCTpeUaTh MMOCETUTENEH, MOTydyaTh NEPBUYHYI0 HHPOPMAIIUIO O TTOCETUTENSX,
YCTaHABIMBATh MOPAJOK NpUEMA JUIS PA3IUYHBIX KaTETOPHUMl IOCETUTENEH
IIPUHUMATh MEpbI 110 COXPAHEHUIO KOH(DUICHINAIBHON HHpOpMaLUU B X0/1e
IpuémMa IOCETUTEIIEH;

BECTH YYETHBIE PETUCTPAlMOHHBIE (OPMBI TO TpHEMY TIOCETHTENEH U
0 OpMIIATH MPOITYCKa;

OCYILECTBIATH MPUEM, TIepeiady U OTIPaBKY JTOKYMEHTOB;

OpPTaHU30BBIBATh M OPOHUPOBATH TIEPETOBOPHBIE KOMHATEHI;

CepBUpPOBAThH YaiiHble (KOQeiHbIe) CTONIBI B O(HcCe;

BbIOMpaTh (POPMBI TUIAHUPOBAHUS U O(POPMIIATH MIAHUPOBIIMK (OpraHaizep)
PYKOBOJIUTEISI M CEKPETAPS;

yCTAQHABJIMBaTh L€, OMNPEENATh MNPHUOPUTETHOCTh U OYEPENHOCTh
BBINOJIHEHUS paboT 1 3PpPEeKTUBHO pacnpenessTh padbouee Bpems;
COTJIACOBBIBATh BCTPEUYM W MEPONPHUATHS W BHOCHTH HH(MOpMAIHIO B
MJIAHUPOBIIMK (OpraHaisep);

MHGOPMHUPOBATh PYKOBOJHUTEIS] O MPUOIMKEHUH BPEMEHM U pErJIaMeHTe
3aIlJIaHUPOBAHHBIX BCTPEY U MEPOTIPHUATHIA;




BbIOMpAaTh  ONTUMAIbHBIE  CHOCOOBI  BHEHIHET0O WM BHYTPEHHETrO
MH(GOPMHUPOBAHUS O TUIAHUPYEMBIX MEPOTIPHUATHUSAX;

COCTaBJISITh M OPOPMIIATH JOKYMEHTBI JUIsI IEJTOBBIX MOE3/0K;

OCYIIECTBIISITh TPEBEI-TIOIIEPIKKY JIETOBBIX MOE3/0K;

COTJIaCOBBIBAaTh C TPUHHUMAIONMIEH CTOPOHOM MPOTOKOJ TIUIAHUPYEMBIX
MEpONPUITHI B POPMUPOBATH TPOTPAMMY JIETOBOU MOC3/KH;

HCIIOJIB30BATh cpeacTBa I/IH(i)OpMaLII/IOHHBIX nu KOMMYHHKAIIUOHHBIX
TEXHOJIOTHH JJIs1 00eCTIeYeHUs] B3aUMOICHCTBHSI C PYKOBOJIUTEIIEM BO BpEMs
€ro JICIIOBOM ITOC3/IKU;

0OpMIIATH OTYETHBIC JJOKYMEHTBI O JIEJIOBOM TOE3/IKe.

OpPTraHU30BBIBATh IPOLIECC TOATOTOBKM M TPOBEJACHHE KOH(EPEHTHOTrO
MEpPOIPUATHS UHIMBUYaJIbHO U B COCTaBe pabouell Ipymibl;

JOKYMEHTHUPOBATh pPa3Hble 3Tallbl MPOLEAYpPhl MOATOTOBKA U TMPOBEACHUS
KOH(EPEHTHOTO MEPOIPUSITHS,;

COCTAaBIIATh ~ MPOEKTHl  OPraHM3AalMOHHBIX,  PACHOPSAUTENBHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM 4HCIE JOKYMEHTOB,
coJiep>Kaux KOHPUICHIMATBHYI0 HHPOPMAIIHIO;

oopMIIATE OpraHU3aIMOHHO-PACTIOPSIINTENFHBIE JOKYMEHTHI (OpUTHHAIBI U
KOIIUK);

CKaHUPOBATh, KOMHPOBAaTh M KOHBEPTHUPOBATH JOKYMEHTHl B pPa3IUYHbIC
dhopmarsr;

OCYIIECTBIISITH IPOBEPKY MPOEKTOB TOKYMEHTOB Ha COOTBETCTBHE IPaBUIIAM
JIeTIOTIPON3BOICTBA;

IPUHUMATh U POBOAMTH NEPBUUHYIO 00PAOOTKY BXOSIIUX JOKYMEHTOB;

IIPOBOJIUTH IIPEABAPUTEIIBHOE PACCMOTPEHHE BXOIALIMX W BHYTPEHHHX
JIOKYMEHTOB;

PEruCTprUpoOBaATb BXOJAIINUEC, UCXOAIINC U BHYTPCHHUC JOKYMCHTHI,

KOHTPOJMPOBATh MAPLIPYTU3AIMIO JOKYMEHTOINIOTOKOB B OpraHU3aluu
(cormacoBaHue, TOJANKUCAHUE, YTBEPXKICHUE, PETHCTpallMsl, O3HAKOMJICHUE U
HCIIOJTHEHUE TOKYMEHTOB);

OCYILECTBIISATH CPOKOBBIM KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB;
OCYIIECTBISATH 00Pa0OTKY U OTIPABKY UCXOASIIUX TOKYMEHTOB;

COCTABJISATh OTYETHI U AHATUTUYECKHUE CIIPABKU 00 MCIIOJTHEHUH JOKYMEHTOB;
BECTU MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;

OCYHICCTBJIATDH pa60Ty C OpraHUu3alMOHHO-PACHIOPAAUTCIIBHBIMU NOKYMCHTAMHA
B aBTOMATHU3HUPOBAHHBIX CUCTEMAX,

o0ecneunBaTh COXPAaHHOCTh NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB;

OpraHnu30BbIBATH JIOKYMCHTOO60p0T o npCACTAaBJICHUIO OOKYMCHTOB IIO
NepcoHaly B roCy1apCTBCHHBIC OPIraHbI;

OpPraHU30BbIBATH JOKYMEHTOOOOPOT MO YUETY U ABMKEHUIO pAOOTHUKOB;
BECTH BOMHCKHH yu€T paOOTHUKOB,;

BeCTH YUET pabodero BpeMeHH pabOTHUKOB;




O(l)OpMJ]}ITB OpraHnu3alluOHHO-PACIIOPAAUTCIIBHBIC AJOKYMCHTHI IO JIMYHOMY
COCTaBy;

BECTHU pETUCTpaALUIO, y‘IéT, OII€paTUBHOC XpPaHCHUEC JOKYMCHTOB I10 JTUYHOMY
COCTaBYy,

BECTM  JOKYMEHTALWIO, MOATBEPKIAIIIYI0 CBEACHUA O  TPYAOBOM
JESTeIbHOCTH U TPYJOBOM CTa)ke pabOTHHKOB;

(hopMUpOBATh JTUYHBIE Jies1a PAOOTHUKOB;
oOpMIIATH JelIa IO TMYHOMY COCTaBY ISl IEpeJavud B apXUB OpraHU3aIUy;

pa6OTaTB CO CIeIruaIn3upOBaHHBIMU I/IH(bOpMaI_[I/IOHHBIMI/I CUCTCMaMHU H
0azaMu JaHHBIX I1O BEACHUIO yqéTa 1 ABHXXCHUIO pa6OTHI/IKOB;

pa3pabarbIBaTh HOMEHKJIATYPY JI€JI OpTaHU3aIIH;

MPOBEPATh MPABIWIBHOCTH O(GOPMIICHHS [OKYMEHTOB U OTMETKH 00 uX
WCIIOJIHEHUU TIepe]l UX (popMHUpOBAHUEM B JIEJI0 JIJIS TOCJIETYIOIIET0 XPaHEeHHS,
dbopmupoBaTh Jiena, KOHTPOJIUPOBATH TPABWIBHOE M  CBOEBPEMEHHOE
pacnpesielieHue W MOJUIMBKY JOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATypO# e,

MPOBEPSATh CPOKH XPaHEHUS JOKYMEHTOB, COCTaBISITh IMPOTOKOJ PadOTHI
AKCIEPTHON KOMHUCCHH TI0 TIOJIFOTOBKE JOKYMEHTOB K TEpeiaue B apXUB;
COCTaBJIATh KT O BBIACIEHUU K YHUUYTOKEHHUIO TOKYMEHTOB, HE MOJIEKALTUX
XpaHEHUIO;

COCTaBJISITh aKT 00 YHUYTOKEHUU JOKYMEHTOB;

OCYIIECTBIISITh TMOJNHOE WM YacTUYHOe OQOpMIIEHHE [el BpPEMEHHOTO,
MIOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAHEHUS;

COCTaBJIATh ONHCH JIe1 CTPYKTYPHBIX MOJpa3elieHui IOCTOSHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XpaHEHHU s JUIsl IIepe/iayuul 1€ B apXUB OpraHU3aluu.

3HaTb

HOpPMaTUBHBIE TpaBoBble akThl Poccuiickoii @enmepanmu B cdepe
WHOOPMALIMOHHBIX W KOMMYHHUKAIIMOHHBIX TEXHOJOTHH, TO  3al[uTe
nHopMaiuu, THPOPMAIIMOHHON 0€301acCHOCTH, 10 paboTe ¢ oOpalleHUsIMU
rpax/i1aH, 10 OpraHU3alUy JeJI0BOM MOe3/KH, B cepe IeIoNpoU3BOICTBA U
apXUBHOTO JieTia, B cepe peryIupoBaHus TPYIOBBIX OTHOIICHHI;

JIOKaJIbHbIE HOPMATHBHBIE AKThI, PETJIAMEHTUPYIOLIUE NEeSTEIbHOCTh CIYKOBI
JeNoNpou3BoAcTBa U €€  pabOTHHKOB,  OPraHM3ALMUIO  BEICHUS
JEJIONPOU3BO/CTBA, Iepelady JAel B apXuB OpraHM3alMM, a TaKke
perilaMeHTHPYIOIINE TPYIOBbIE OTHOIICHUS,

CTPYKTYpY OpraHuzanuu, e€ 3agaud U (QyHKIHUH, pacrpenesneHue (yHKIUH
MEXly CTPYKTYPHBIMH MOJIPA3JEJICHUSMHU U CIENMATUCTAMY;

TpeOoBaHus OXpaHbI Tpyna, MIPOU3BOJCTBEHHON CaHUTapHH,
MIPOTUBOIIOKAPHOM 3aIUTHI;

OCHOBBI TPAaBUJIBHOW OpraHU3allMyd TpPyAa W METOJbl TOBBIIIEHUS €T0
3¢ (HEeKTHBHOCTH;

OCHOBBI YIIPABIICHUSI BPEMEHEM;

BUJIbl OPTaHU3AIIMOHHON TEXHUKH U TpaBMiia paboOTHI C HEl;




MeToAbl 00palOTKM M 3aIiuThl HWH(GOpPMAIMKM C TPHUMEHEHHEM CPEJICTB
MH(POPMAIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

COBPCMCHHEIC I/IH(i)OpMaI_II/IOHHBIC U KOMMYHUKalMOHHBIC TCEXHOJIOIHH,
IIPUMEHACMBIC B pa60Te C JOKYMEHTaMH, B TOM YHCJIC 110 JINYHOMY COCTaBY,

STHKET U OCHOBBI MEX/IyHAPOIHOTO IPOTOKOJIA;
3THKY JIEJIOBOTO OOIICHHUS;

IIpaBUJIa PYCCKOTO SI3BIKA,;

IPaBUJIa PEUEBOTO STHKETA;

ImpaBHJia MOAACPKAHUA U PASBUTHUA MCKIIMIHOCTHBIX OTHOH_ICHI/If/’I;

ImpaBHJia MPOBCACHUA ACIOBBIX ICPETOBOPOB;

IpaBUJIa OPraHU3aIMU IPUEMA ITOCETUTEIICH;

IIpaBWJia CEPBUPOBKHU YaiHOTO (KOeiHoro) crona;

MOPSIIOK MTOJTOTOBKH U IOKYMEHTHPOBAHHUSI JISTIOBOW TIOE3/IKH;
HHTEPHET-PECYPChl  JJId  OCYILUECTBICHUS TPEBEI-TIOALEPKKH  ICIOBBIX
HOE3/I0K;

KOMILJIEKC OpPraHU3aI[MOHHO-TEXHHYECKHX MEpONpPUSATHH IO TOATOTOBKE MU
MIPOBEICHUIO KOH(EPEHTHBIX MEPOIIPUSTHIA;

mpaBmwiIa 0pOPMIICHUS JOKYMEHTOB, CO3/]aBAEMBIX B TPOIECCE MOATOTOBKH H
MIPOBEICHUSI KOHPEPEHTHOTO MEPOIIPHUSITHS;

COCTaB BHYTPCHHHX WU BHCUIHHUX I/IH(i)OpMaIII/IOHHI)IX IIOTOKOB,

PYKOBOJACTBO CTPYKTYPHBIX TOJApAa3AeIeHUu, oOpa3ibl MOANUCENH JIUII,
AMEIOLINX MPaBO MOANUCAHUSA U YTBEPKICHHUS TOKYMEHTOB, U OTPAaHUYCHUS
30H UX OTBETCTBEHHOCTH;

BUJIbl HOMEHKJIATYp J€J, o0mmue TpeOoBaHUsI K HOMEHKJIAType /e, HOpsSA0K
paboTHI ¢ Hell;

nopsaok (opmupoBanus M odopmieHus aen, crneuuduky (GopMupoBaHUS
OTJENbHBIX KaTeropui e,

MpaBHJIa XPAHEHUS JIeJT, B TOM YHCIIE C JOKYMEHTAaMH OTPaHUYEHHOTO JIOCTYTIA;
IIpaBUJIa BbIIAYM U MCIIOJIb30BAaHMS JOKYMEHTOB U3 C(DOPMUPOBAHHBIX JIET;

IMOpAI0K HCIIOJIb30BaHUA TUITIOBBIX nJIn BE€IOMCTBCHHBIX nepequl‘/’I
AOKYMCHTOB, OIPCACIICHHUA CPOKOB XpaHCHHUA B IIPOHCCCE ISKCICPTUIBI
LHEHHOCTHU JOKYMCHTOB,

BU/JIBI OIKCEN 1€ OopraHu3alu U IOpsAAO0K pa6OTLI C HUMMH.

1.4. KoM4ecTBO 4acoB, 0TBOAMMOE HA 0CBOEeHHe NMPOo¢ecCHOHATBHOI0 MOAYJIsI

Bcero uacos — 484

B TOM 4HcClie B (hopMe IPAKTUIECKON MOATOTOBKY — 252 Jaca
N3 Hux Ha ocBoeHue MJIK — 364 yacos

B TOM YHCIIe CaMOCTOsITeNIbHas paboTa - 36

MIPAKTHKH, B TOM 4Hcie yuyeOHas — 36 yacos
MPOU3BOJICTBEHHAsA — 36 yacoB

[Tpomexxytounas arrecranus — 20 gacoB




2. CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

2.1. CTpykTypa npo¢ecCHOHAIBLHOT0 MOIYJIs

S O6beM mpodeccuoHamTbHOr0 MOAYJIS, aKaJIEMUYECKUX YacOB
§ OO6yuenue mo MJIK
o S [IpakTuku
Konapr HaumenoBanune a %{ B Tom uncine
npoeCCUOHATBLHBI pasziesnoB Bcero, 8 B 3
m O JTaGopaTopHbI o=
X 1 00X po(heCCUOHATILHOTO | 4YacoB . 2 Camocrosite | & =
. 79 Bcero X " Kypcosbix ST [Ipoussoact
KOMIICTCHIINH MOy 1A =2 JIbHAs £ 5 Vuebnas
m = MPAKTUYECKUX pabot 5 O BEHHas
> 5 pabora > B
= 3aHATUN S
o, [N
= =
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 220 150 198 130 20 22
MJIK 01.01.
JIOKyMEHTaIlMOHHOE
obecrieyeHue
YIpaBJICHUS
I1IK 1.1, 1,6, 1.7, Pasnen 2.
1.8,1.9 Opranu3zanus paOoTsl
OK 01,02,04,05,09 | c noKyMeHTamMH B
ABTOMATHU3HPOBAHHBIX
cUCTEMax 36 22 34 22 2
MJIK 01.02.
Opranuzanus paboTsI
C DJIEKTPOHHBIMHA
JTOKyMEHTaMHU
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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

72

50

66

50

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

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

Paznen 4.
JIOKyMEHTUPOBAHUE U
opranusanus padoThsl ¢
KaJIpOBBIMU
JOKYMEHTaMU

MJIK 01.04.
JIOKyMeHTalMOHHOE
oOecrnieueHue
KaJIpOBOH CITy>KOBI

72

50

66

50

VYyeOHast mpakTHKa

36

36

36

ITpousBoacTBEeHHAs
IPaKTUKa (110
npopuITIo
CIIEIMATIBHOCTH),
9acoB

36

36

36

[IpomexxyTounas
aTTecTanus

12

Bcero:

484

344

364

252

20

36

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

Pasznen 1. [lokyMeHTHPOBAaHME U OPraHu3anus padoTsl ¢ 0pUUHATbHBIMA JOKYMEHTAMHU

M/IK 01.01 JoxkyMeHTaLMOHHOE O0ecrieyeHUue YIPaBJIeHHs 198/130
Conep:xanue 4/2
Tema 1.1. [lonsitue o mucuuruinHe. McTopuueckoe pa3BUTHE M COBPEMEHHOE COCTOSIHUE JIEJIONPOU3BOJICTBA.
OcHoBHBIE OHSATHS, B3aumocss3p unpopmanuu u qokymenta. OyHKIUK AeTOMPOU3BOAUTENS B allllapaTe yIpaBIeHUsI.
TEePMHUHOJIOTHS U
[Tonsitue o nokymente. @yHkimu qokyMmeHTa. [IpodeccronanbHble TEPMUHBI U OMPEIEIICHUS.
onpeaeaeHus
Yuudukanus u crannapruzanus. Cuctemsl nokymentanuu. Cucrema OPJI. ['ocymapcTBeHHBIE CTaHIAPTHI
Ha cuctemy OPJI.
Knaccudukanus nokymentos. bymara nokymenra, e€ popmarsl.
dopmysip-oopazer; OPJ. dopmyiisip 1oKkymeHTa.
B 10 uncie, npakTHYeckue 3aHATHSA (MPodecCHOHATBHO-OPHMEHTHPOBAHHOE CO/Iep:KaAHMe): 2
®opmyisip-oopazen. CxeMbl pacroioXkeHUs] PeKBU3UTOB JOKYMEHTOB M I'paHUIbl 30H Ha Qopmare A4,
MPOJIOTBHOTO U YTIIOBOTO OJIAHKOB
Tema 1.2. Conepxanue 22/12

IIpaBuna opopmiaenus
pexBusutos OP/I.
HNudpopmannonHo-
CIIPaBOYHbIE JOKYMEHTbI

bnank, Bunpl 6;1aHKOB. PekBU3UTHI 00111€T0 OJ1aHKa U MpaBuiia ero oopMiIeHUs. YTIIOBON U MPOIOIbHBIN
BapUaHTHI.

PexBu3uThI Onanka KOHKPETHOT'O BUIa HpaBI/ma €ro O(I)OpMJ'IeHI/Iﬂ.

PexBuzur «AnpecaT». PexBu3ur «3aroioBok kK TCKCTY». 3anmcKu: BUJbI U pa3HOBHUIHOCTH.

JOKYMCHTA.
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Buemnue noknagnsie 3anucku. [IpaBuna odopmienus pekBuzuta «TexcT nokymeHrta». OdopmieHue
ab3a1eB TeKCTa, Hymepalus adb3aneB. SI3bIK U CTUIIb TOKYMEHTOB.

Buaytpennue noknannele 3amucku. IlpaBuna odopmieHuss pexBu3uta «OTMETKa O MPHIOKEHUNY,
«IToamucey.

Cnyxebnble 3anucku. [IpaBuna odopmuenus «OTMmeTkn 00 HCHOJIHHUTENE AOKyMeHTa». IlpaBuiia
0o OopMIICHUS PYKOIMCHBIX PEKBU3UTOB HA JOKYMEHTE.

PYKOHI/ICHOG O(bOpMJ'IeHI/Ie JOKYMCHTOB: O6’b$ICHI/ITeJ'IBHaSI, CJ'Iy}KC6HaH 3aIlliuCKa, 3asiBJICHUC.

CrpaBka. O0s13aTenbHbIC PEKBU3HTHIL, TipaBuita opopmienus. PexBusut «I[ledatsy.

Hosepennocts. Pacriucka. Tpadapernsie nokymentsl. O0s3arenbpable peKBU3UTHIL. [IpaBuia odopmieHus.

Teneponorpamma. Tenerpamma. [IpaBuna opopmieHms.

B 10 unciie, npakTuyeckue 3aHATHS (MPodecCHOHAIBbHO-OPHMEHTHPOBAHHOE CO/IEP/KaHMe):

COS,Z[aHI/Ie O6IJ.[CFO OnaHka OpraHu3anuu, OnaHKa KOHKPETHOTO BHAAa MOOKYMCHTA, CTPYKTYPHOI'O
noapa3aciiCHud, JOJDKHOCTHOI'O JIMIA, € YTJIOBBIM U IIPOJOJIbHBIM PACIIOJIOKCHUEM PCKBU3UTOB.

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

Odopmnenue pekBusuTa « TEKCT TOKyMEHTaY.

Odopmnenne «OTMETKH O TIPUITIOKEHUNY.

Odopmnenue pexBuszuta «Iloamucey.

Odopmienue 3amucok, CrpaBokK, JOBEPEHHOCTEN, PACIIHCOK, Tee(OoHOrpaMM.

OdopmieHne pyKormuCHBIX PEKBU3UTOB Ha IOKYMEHTE.

Odopmnenue TpadapeTHBIX TOKYMEHTOB.

12

Tema 1.3.
HNupopmanmnoHHo-
CIpaBOYHbIE

AokyMeHThI. CirykeOHble
NMCbMa, X PA3HOBHIHOCTH

Conep:xanue

24/20

Bungs u Pa3HOBHUIHOCTH CJ'Iy)KCGHBIX nuceM. biaHk nucema.

Pabora ¢ rotoBbiMu Onankamu nucem. OdopmiieHue nmucem Ha Gopmare AS.

Bungs u Pa3sHOBHUIHOCTH CJ'Iy)Ke6HBIX IHUCEM. HI/ICBMO-HpOCL6a, MMUCbMO-3aIIpoC, MUCbMO-0TBCT.

Bunel 1 pazHoBUAHOCTH CiTy)eOHBIX MuceM. COnpoBOIUTENbHOE MUCHMO. ['apaHTHiiHOE MHUCHMO.
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BI/II[BI H PAa3HOBUAHOCTH CJ'Iy>K€6HBIX IIHUCEM. HI/ICBMO'Tpe6OBaHI/Ie, IIMCBbMO-0TKa3s.

Buner u pasHoBuaHOCTH City:keOHbIX muceM. [lucemo-mpurnamenue. [Tucemo-noszapasnenue. [lucemo-
0J1aro1apHOCTb.

Bunbet v pa3sHOBUAHOCTH  cioykeOHbIX mnuceM. llucemo-m3Bemenue. Ilucbmo-noaTBepikeHuUE.
HNudopmannoHHOE MUCHMO.

B 10 YHUCJIE, MPAKTUYCCKHUEC 3aHATUS (HpO(l)eCCI/IOHaJ'IbHO-OpI/IeHTI/IPOBaHl-Ioe couepmanne):

20

Co3nanue 61ankoB nrceM. Pabora ¢ roTroBsIMU OJJaHKaMU OpTaHU3AIIH.

Odopmienne HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 1.4.

PacnopsiguresbHble
JOKYMEHTbI, H31aBaeMble

HA NPUHIMNAX eJUHOHAYATHUSA
NPUHATHS peleHu i

Conep:xanue

24/20

HpI/IKaS. ITonsTue o AOKYMCHTC. OO0s3aTeabHbIE PEKBHU3UTEL, IIpaBujia COCTABJICHUS U OQ)OpMHeHI/IH.

Bu3sl cornacoBanus ITPOCKTAa NOKYMCHTA.

OTMETKa 0 HAJTU4IUHU IMPUIIOKCHUA B PACTIOPAAUTCIIBHBIX TOKYMCHTAX.

Bu3sl 03HaKOMIIEHUS C JAOKYMCHTOM.

Brmmcka u3 IIpuKasa. Komus JOKYMCHTA. OtMmeTKa 0 3aBCPCHUH KOIINU JOKYMCHTA.

CoBMmecTHBIN npHka3. [IpaBuna coctaBiaeHust 1 0pOpMIICHUS JOKYMEHTA.

Pacniopsxenue. [lonsitue o nokymente. O0s3aTenbHbIE PEKBU3UTHI, IPABUIIA COCTABICHUS U O(OPMIICHHUSL.

Vkazanwue. [lonsatue o JAOKYMCHTC. OO0s3aTenbHbIC PCKBU3UTEI, ITpaBUJia COCTABJICHUA U O(l)OpMJ'IeHI/I}I.

B T0 yncie, npakTHYecKHe 3aHATHA (MPodecCHOHATbHO-OPHEHTHPOBAHHOE COleP:KaHNe):

20

O(i)OpMJ'IeHI/Ie pacnnopsAauTCIbHBIX TOKYMCHTOB.

O(I)OpMJICHI/IC BBIITUCKHA U3 pACIIOPAAUTCIIBHOTO JOKYMCHTA U KOITUH JOKYMCHTA.

CkperieHne (IpOIIMBKa) KOMTUH JOKYMEHTa

Tema 1.5.

JlokyMeHTBbI KOMHCCHIT
U KOJLJIETHAJIBHBIX OPraHoOB

Conep:xanue

26/20

[TocranoBnenue. Pemenue. [lonsitue o nokymenrax. O6s13aTesIbHbIE PEKBU3UTHI, TIPaBUJIa COCTABIEHUS U
odopmIteHHUS.

[Tporoxo. Ilonsarue o nokymente. O0s3aTeNnbHbIE PEKBU3HUTHI, IPABUJIa COCTABIICHUS U O(POPMIICHUSI.
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Brimmucka u3 IMPOTOKOJIA. Komus IIpOTOKOJIA.

Axt. llonstue o nokymenrte. Bunabl aktoB. OOs3aTeibHbIE PEKBU3UTHI, NPAaBUIA COCTABICHUS H
odopmienus. [Tonmucek nokymenTa. ['pud yrBepxaeHus qoKyMeHTa. BU3bl 03HaKOMIICHHUS.

B 10 uncie, npakTHYeckHe 3aHATHSA (IPodecCHOHATBHO-OPHMEHTHPOBAHHOE COJlep:KaAHMe): 20
OdopmiteHne MpoTOKOIa, TOCTAHOBJICHUS, PEILICHHS, aKTa
OdopmieHne BBITUCKH U3 IPOTOKOJIA.
Conepxxanue 24/18
Ponb 1 MecTo ciy0bl 1eJ0MpOU3BOICTBA B paboTe anmapara ynpasieHUs. 3aaud U QyHKIUU CITY>KObI
JeI0npou3BoacTBa. HopMaTHBHO-METOAMYECKHE aKThI, PETJIaMEHTUPYIOIINE PabOTy C TOKYMEHTaMH.
Tema 1.6.
3aaun u gpynKmHn Hopwmei Bpemenu Ha paboTsl 1o JIOY. PacueT unciaeHHOCTH CiTy>KObI IEIOMPOU3BOJICTBA
CJTYKOBI 1€JIONPON3BOACTBA. YupeautenbHble TOKyMeHTHI. JIokaabHble HOpMaTUBHBIE akThl. [loHsATHE O MOokymeHTax. OOs3aTenbHbIe
Opranu3anuoHHbIe PEKBU3HUTHI, OCHOBHBIE pa3zenbl. [IpaBuna coriacoBanus u yreepxaeHus JIHA. IIpaBuna odopmienus
JAOKYMEHTBI MHOT'OCTPaHUYHBIX JOKYMEHTOB.
WNHuctpykimsa 1mo aenonpousBoaAcTBy. [lonsitue o mokymente. OO0si3aTenbHbIE PEKBU3UTHI, OCHOBHBIC
pazzensl, paBuia COCTaBJIEHUs, O(POPMIIEHNUS U BBEACHUS B IEHCTBUE U3JAHUEM ITPHUKA3a.
Horosop. O0s13aTenbHbIE PEKBU3HTHI, OCHOBHBIE pasnensl, IpaBuia odopmiieHus.
OcoOenHoctu opopmienus pekBuszuta «llognucey.
JlomkHOCTHAsT MHCTPYKIMS — jaenonpousBoautens. OcHoBHble paszzaensl. IlpaBunma  cocraBieHwus,
o(opMIIEHUS U BBEJICHUS B IEUCTBUE PYKOBOJUTEIIEM.
B 10 unciie, npakTuyeckue 3aHATHS (MPodecCHOHAIBLHO-OPHMEHTHPOBAHHOE CO/IEeP:KaHue): 18

OdopmieHune opraHu3alMOHHBIX IOKYMEHTOB.

O(l)OpMJ'IeHI/Ie pacnopAIUTECIbHBIX TOKYMCHTOB, BBOAAIINX B )ICfICTBI/IC, U3MCHAIOIINX UM OTMECHAIOIINX
OpTraHHU3allMOHHBIC TOKYMCHTHI.

CkpermuieHne (TIpOIIMBKa) OpUTHHAIA JOKYMEHTA
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Tema 1.7.
Opranusanus padoTsl

¢ IOKYyMEHTAMU

Conep:xkanue

54/38

CoBpeMeHHbIE TEXHOJIOTUU OpraHu3aluy 1e10npou3BoJcTBa. @opmbl paboThl ¢ 1oKyMeHTaMHu. [lonarue
«IIOKYMEHTOOO0OpOT» ¥  ero  opraHuzanus. [loHATHE  <IOKYMEHTONMOTOKH».  OmneporpaMmsl
JIOKYMEHTOIIOTOKOB: BXOZSIINE, UCXOAAIIUE U BHYTPEHHUE JOKYMEHTHI.

Mapupytuzanus JIOKYMEHTOIIOTOKOB:
BXO/JISIINE, UCXOSAIINE, OOpaIleHus TpaXk1aH, BHYTPECHHHE (3aMUCKH, TPUKA3bI).

Perucrpanus JIOKYMEHTOB — 3HA4YCHUE U 3a/1a4H.
@opMBl perucTpaluu Jo0KyMeHToB. JKypHaiabHasi, KapTOuHas U aBTOMATU3UpPOBaHHAs! POPMBI.

Perucrtpamnus BXOISIIErO JOKYMEHTONOTOKA: NEpBUYHAs 00pabOTKa, MpeABapHUTEIILHOE PACCMOTpPEHHE,
MPUKpPEIJICHNE CKaH-KOIKHU, OTIIPaBKa Ha paCCMOTPEHHE aapecaty, (GUKcalys PEe30TIOIHH.

PeFI/ICTpaHI/IH HCXOAAIETO JOKYMCHTOIIOTOKA: CIIPABKHU, ITUCbMA, 3alIMCKH, BBIIIUCKH, ,Z[Y6J'II/IK8TBI.

PeFI/ICTpaHI/IH BHYTPCHHCTO HOOKYMCHTOIIOTOKA: 3aIlMCKH, 3asABJICHUA pa6OTHI/IKOB, IIpUKa3bl, aKThI,
IIPOTOKOJIBI.

KOHTpOJIB HCIIOJIHCHUSA JOKYMCHTOB. Bunapr KOHTPOJIA. CpOKI/I KOHTPOJIA.

Homenkmarypa  nmen. Buasl  Homenknatypbel.  IloHsaTme 0 JOKymMeHTE, €ro  3HaA4CHHE.
[TpaBuna cocraBneHus U 0QPOPMIICHHSI HOMEHKIIATYPhI J€]1 CTPYKTYPHOro nojpasnaeneHus. CocTaBiieHUe
1 opopMIIeHHE CBOTHON HOMEHKJIATYphI JIeJl OPraHU3aLUU U BBIMHUCOK JUISl CTPYKTYPHBIX MOpPa3/IeIeHHH.
3aKkpbITHE HOMEHKJIATYpbI Aei. MIToropas 3anuch K HOMEHKJIAType Jell.

Omnpenenenne CpoKOB XpaHeHUs JOKyMeHTOB U el 1o [lepeunto. @opmupoBanue aen. XpaHeHHE JEe.

OkcnepTusa HeHHOCTH JoKyMeHToB. Odopmiienue aen. Onucu nen. [loaroroBka 10KyMEHTOB K nepeaaye
B apxuB. [loroToBKa €1 BpeMEHHOTr0, MIOCTOSTHHOT'O U JTOJTOBPEMEHHOI'0 CpOKa XpaHEHHUs K Iepesaye B
apxuB. CocTaBJI€HHE ONUCH JIEI.

B 10 uncie, npakTH4Yeckne 3aHATHA (MPodecCHOHATBHO-OPHMEHTHPOBAHHOE COJIeP:KaAHMe):

38

PCFI/ICTpaLII/ISI BXOOAIUX TOKYMCHTOB B 3JICKTPOHHOM KXYPHAJIC B Tabauunom pcaaKkTope.

Peructparius u KOHTPOIb UCTIOTHEHHSI UCXOSIINX JOKYMEHTOB B AJIEKTPOHHOM KypHaye B TabmuaHoM
penakTope.

Perucrpanus 1 KOHTPOJIb UCIIOJIHEHHSI BHYTPEHHUX TOKYMEHTOB B 3JICKTPOHHOM JXypHasie B TaOIudaHOM
penaktope.
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CocraBiieHne 3arojoBKOB JCJI OpraHru3alinu

OdopmiteHre HOMEHKIIATYPbI JIElI.

OdopmiieHrE UTOTOBO 3aITCH K HOMEHKJIIATYPE JIeI.

Odopmitenne 06m0xku nena nocine HJL (17151 onepaTHBHOTO neproa XpaHeHUs)

Odopmitenne 1 IpoIIMBKA A€ I Iepeaaydl Ha apXUBHOE XpaHEHHE

OdopmieHue onuceit TOKyMEHTOB U JICII.

KypcoBas patdora o6sizarespHas no M/IK 01.01

Temaruka KypcoBbIX padboT

3Ha4YeHHE CUCTEMbl OPraHU3alMOHHO-PACTIOPAIUTEIbHON TOKYMEHTALUU ISl JOKYMEHTHPOBAHHUS YIIPABICHUYECKOM 1€ATEIbHOCTH.
PexBU3UTHI 3ar0JIOBOYHOM YaCTH TOKYMEHTa, IpaBuiia 0pOpPMIICHHUSI B COOTBETCTBUU C PEKOMEHIAllMsAMU CTaHAapTa.

Ocobennoctr opopMIIeHNsI OCHOBHOM YacTH JOKYMEHTA B Pa3IMYHBIX BUJAX ITHCEM.

OcoGenHocty 0pOpMIIEHHS OCHOBHOM YacTH JIOKYMEHTA B PACTIOPSIIUTEIbHBIX IOKYyMEHTAX.

I/IH@OpMaHHOHHO-CHpaBO‘-IHI)IG AOKYMCHTBI B CUCTEMC OPraHU3allMOHHO-PACHOPAANTCIIBHBIX JOKYMCHTOB, MX HA3HAUYCHHUEC U OCHOBHBIC
BUBI.

I[OI(J'IaI[HaSI u cny>1<e6Ha;1 3allMCKH, 0COOEHHOCTH UCIIOJIb30BAHMS IJI1 BHYTPCHHHUX KOMMYHI/IKaLII/Iﬁ.

CocraBnenre oQpopMIISIIOIIEH YacTH JOKYMEHTa, 0COOEHHOCTH MPAKTUYECKOI0 MPUMEHEHNS PEKBU3UTOB O(POPMIIAIONIEH YacTH JOKYMEHTA B
Pa3IUYHbBIX BUJIAX OpraHU3alMOHHO-PACIOPAIUTENBHOMN TOKyMEHTALINN.

Cocrasnenue u opopmienue rpudoB yTBEPKIECHUSI U COTTIAaCOBAHUS, HA3HAYEHHE U 0COOEHHOCTH OOPMIICHUS PEKBU3HUTOB.
OTMGTKI/I Ha I[OKYMCHTG B COOTBETCTBHUH C peKOMeHZ[aHI/IS{MI/I FOCy}IapCTBCHHOFO CTaHI[apTa.

Pa3zBuTHE MOHATHS «TOKYMEHT»: OTpe/ielieHre U QyHKIUH.

Yuaudukanus u crannaptuzanus. Ctangaptel B JIOY Ha COBpeMEHHOM JTare.

OdunuanpHBI JOKYMEHT U €r0 MECTO B CUCTEME YIIPABIICHUS.

Cucrema 10KyMEHTOB, YHU(PHUIIMPOBAHHAs CUCTEMA JIOKYMEHTOB U YHU(PHUIIMPOBAHHAsI CHCTEMa OPTraHU3allMOHHO-PaCTIOPSAUTENbHOM
JIOKyMEHTAINN.

Knaccudukanus opranu3aiiioHHO-pacOpsIAUTEIbHOW JOKYMEHTAIMH U €€ IPaKTUYeCKOe IPUMEHEHHE.
TpebGoBanus K KOHCTpYyHpOBaHMIO OJaHKOB. Buibl O1aHKOB.

[IpaBuna u ocobeHHOCTH 0(OPMIIEHUS TPOTOKOJIOB.
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Ponp pacniopsauTenbHbIX JOKYMEHTOB B YIIPABIECHUH OpPraHU3aluell Ha COBPEMEHHOM JTalle.

[TpaBuna opopmieHHs pacnopsAUTENbHBIX JOKYMEHTOB, U3/JaBA€MbIX HA IPUHIUIAX KOJUIETHAIbHOCTH.
[TpaBuna opopmieHHs paciopsAAUTEIbHBIX JOKYMEHTOB, U3JaBa€MbIX Ha MIPUHLUIIAX €IMHOHAYAIIMSL.
[IpaBuna cocraBieHus U 0(OPMIIEHHUS MPHKA3a IO OCHOBHOM JESITEIHLHOCTH.

[TpaBuna cocraBieHus 1 0pOPMIICHHS PaCIOPSKEHUS U YKa3aHUS.

JIOKyMEHT — KaK 3JIEMEHT JeJI0OBOr0 OOIIEHHUS.

ITpaBuna opopmieHust 6i1aHKa U PEKBU3UTOB MUCHMA.

WNudopmanronHblii 0OMEH C MOMOIIBIO MTEPEeNUCKU. BHb iceM.

PykonucHble peKBU3UTHI HAa O(UIIHATIBHBIX JOKYMEHTAX.

[IpaBuna cocraBieHus U 0HOPMIICHUS TOKIATHBIX, OOBSICHUTEIBHBIX U CITy>KEOHBIX 3aITHCOK.

[TpaBuna cocraBnenus 1 opopmiieHUs! 0PUIHATIBHBIX U OMOrpauIecKUX CIIPaBOK.

[IpaBuna cocraBieHus U 0HOPMIICHHUS TOKYMEHTOB, 00ECIIEUHBAOINX ONEPATUBHOCTH Mepeiaun HHPOPMALIUH.
[IpaBuna cocraBieHus 1 0pOpMIICHHS JOBEPEHHOCTEH U PACIIUCOK.

Konuu noxymeHToB. Buasl konuil 1 UX ucTopuueckoe pa3Butue. [1opsaaok y10cToBEpeHHs KOMIU.
[Toanuce m nevars, Kak BaKHbIE PEKBU3UTHI JOKYMEHTA: ATAllbl COBEPIICHCTBOBAHUS.

DJeKTpOHHAs MOANHUCH: 00JIaCTh MPUMEHEHHS.

S3bIK ¥ CTUIIB CITy’)KEOHBIX TOKYMEHTOB B HH()OPMAaLlMOHHOM OOIIECTBE.

[TpaBuna cocraBieHust 1 0POPMIICHHS aKTOB.

KonduaenmumanbHbie TOKyMEHTHI: KJIacCU(pUKAIIS TT0 TpUdy OrpaHUYCHHS TOCTyTIA.

IIpumepHas TeMaTHKA BHEAYAUTOPHOH CAMOCTOATE/ILHOM PadoThI

JIOKYMEHT M €T0 MECTO B CHCTEME YIPABJICHHSI.

3akoHOAaTeNbHBIC TPABOBbIE aKThl Poccuiickoii Menepariu, periaMeHTHPYIONINE co3aHue U 0OpMICHHE JOKYMEHTOB.
Crpykrypa u conepxxkanue 'OCT P I'OCT P 7.0.97-2016.

HopMaTtnBHO-MeTOAMYECKHE aKThI, ONIPE/ISIISFOIINE TOPSIOK CO3/IaHus U 0DOPMITCHUS JOKYMEHTOB.

[TonsiTne «uHbOpPMAaIUs» U €r0 Pa3BUTHE.

DNEKTPOHHBIE TOKYMEHTHI: BHJIBI, TPEOOBaHUS U 0COOCHHOCTH JJOKYMEHTOO00pOTA.

TexcToBoe JAOKYMCHTHPOBAHUC U 3TAIlbl €TI0 pa3BUTUA.
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[onsarue «yHu(UIIMpPOBaHHBIE CUCTEMBI JOKYMEHTALIUN»: Ha3HaueHHe, onpeenenue u coctas Y COP/I.

INousaTus «IOE€HHOCTh JOKYMCHTa», «OKCIICPTHU3a HEHHOCTU» ! IPUHIUIIBI U KPUTCPUHU SKCIIEPTU3bI IECHHOCTU TOKYMCECHTOB.

[Topsimok pa3pabOTKX HOMEHKIATYPHI J1e.

3anaun u pynkuuu ciyx0s1 JJOY B coBpeMeHHOI OpraHU3aIuu.

Pasznen 2. Opranmaunﬂ paGOTbI C JOKYMECHTAMHU B aBTOMATU3UPOBAHHBIX CUCTEMAX

M/IK 01.02. Opranu3anusi padoThl ¢ 3J1eKTPOHHBIMH JOKYMEHTAMH 36/22
Tema 2.1. Conep:xanue 4/2
IpaBuia padoTe 3aKkoHOJaTeIbHBIE HOPMAaTHBHBIE aKTHI B c(hepe padOoTHI C SJEKTPOHHBIMH JOKYMEHTAMHU
¢ JOKYMEeHTaMHu -
PaboTa B mouToBbIX cepBucax. [IpaBuiia 371€KTPOHHO MEPENUCKH.
HA 3JIGKTPOHHBIX HOCHTEJIAX
OJeKTpOHHas HOJIHCh. Bunsr, [Mopsinox MOJIyYCHHUS. [TpaBuna 3aLUTBHI.
TpeboBanust Kk pekBu3nuTy «OTMeTKa 00 3JIEKTPOHHOM MOANUCH» IMPH BU3YATU3ALMU SJIEKTPOHHOTO
JIOKYMEHTA, MOANKUCAHHOI'O 3JIEKTPOHHOM MMOAMUCHIO
[TpaBuna opopmierus «OTMETKH O IPUIIOKEHUN» HA HJIEKTPOHHBIA HOCUTEIb.
B T0 4ncie, npakTHyecKue 3aHATHA (PO ecCHOHAIBLHO-OPUEHTHPOBAHHOE CO/IePKAHNe): 2
OdopmiieHne JOKyMEHTa, MOAMUCAHHOTO 3JIEKTPOHHOH MOAMUCHI0
Conep:xanue 30/20

Tema 2.2.

Opranusanus padoTsl
€ IOKYMEHTaMH

B aBTOMAaTU3UPOBAHHDLIX
CHUCTEMAX IJICKTPOHHOI0

AOKyMEHT000opoTa

[Tonsitue o cucremax /10 u ECM-cucremax.

[TpaBuiia mapupyTu3alnuu J0KyMeHTornoTokoB B cuctemax 9/10 u ECM-cucremax.

[TpaBuiia opranu3aiy JOKyMeHTOO000pOTa BXOAIIETO T0KyMeHTOonoToka B CO/I.

[IpaBuna opraHm3anuu JOKYMEHTOOOOpOTa wucxomsamero gokymeHTtornotoka B CDOJ[. Otmpaska
JIOKYMEHTOB

[TpaBuiia opranu3aniu J0KyMEHTOO00pOTa BHYTPEHHEro JoKyMeHTonoToka B CO/I.

P aACIopAAUTCIIbHBIC TOKYMCHTHI B CBI[ HpaBI/IJIa OopraHu3alun ,[[OKYMCHTOOGOPOTa C [IpUKa3aMHu.

Pabora ¢ oOpamenusmu rpaxkaan B CDJI. [lpaBuna opraHuszanuu J0KyMEHTOOOOpoTa oOparieHuit
rpaxkJaH.
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HpaBHna IMOATOTOBKH 3JICKTPOHHBIX TOKYMEHTOB K C1a4€ B apXUB.

HNudopmannoHHo-cIipaBovHas padoTa 1o fokymenTam B CO/]

B 10 uncie, npakTHYeckue 3aHATHSA (MPodecCHOHATBHO-OPHMEHTHPOBAHHOE COJlep:KaHMe): 20
Perucrpanus u KOHTPOJIb UCIIOJHEHHS BXOAAIIMX TOKyMeHTOB B COJ[. Opranuzauus JOKyMEHTO000poTa
BXOJISILIETO IOKYMEHTOIIOTOKA.
Peructparius 1 KOHTPOJIb UCTIOTHEHHS UCXOAAIIMX TOKyMeHTOB B COJI. Opranusamus 10KyMeHTO000poTa
UCXOMSIIEr0 JOKYMEHTOIIOTOKA.
Perucrpanus u KOHTPOJIb HCTIOJIHEHHS BHYTPEHHUX JOKyMeHTOB B CO /1. Opranusanus 10KyMeHTO000poTa
BHYTPEHHET0 JOKYMEHTOIIOTOKA.
Perucrpanus 1 KOHTpOJIb HCTONHEHUs oOpamenuii rpaxkaad B COJI. Opranuzaius 10KyMEHTOO00poTa
oOpallleHui rpaxkJiaH.
[TonroroBka JOKYMEHTOB K Iepejaue B apXuB.
Coznianue 3J1eKTPOHHOTO apXKUBa JOKYMEHTOB.
CamocrosiTesibHasA pabora: ABTOMaTH3a1UA JIOKYMEHT0000poTa Ha MIPENPHUITHH: 5
aBTOMATH3UPOBAHHbIE CUCTEMBI YIIPaBJIEHUS IOKYMEHTaMHU, IPOLIECC, TEXHOJIOTUH, 0COOEHHOCTH
Pa3nen 3. OpranuzanuonHoe odecrnevyeHne 1eATeJIbHOCTH OPraHU3anuu
M/IK 01.03 Oprann3anms CeKpeTapcKoro 00cay;KMBaHust 72/50
Tema 3.1. Conep:xkanue 10/6
Poar npodeccnn cexperaps Cekperapb B COBPEMEHHOMN CTPYKTYpe YIpPaBICHHUS.
B CTPYKTYpe CIYy:KObI o
pyxtype ¢y HopmaTtuBHO-MeTomnueckas 6a3a KBaIM(PUKAIIMOHHBIX TPEOOBaHUH
JeJIONPOU3BOJACTBA
HopmupoBanue Tpyaa B 001aCTH CEKPETAPCKOTO 0OCTYKUBAHUS
[TpodeccuonanpHas 3THKa ceKpeTapst
B 10 uncie, npakTH4Yeckne 3aHATHA (MPodecCHOHATBHO-OPHMEHTHPOBAHHOE COJIeP:KAHME): 6

Hcnons3oBaHue HOPMAaTUBHO-METOAUYICCKHUX JOKYMCHTOB B OpTaHHU3allN CCKPETAPCKOTO O6CJIy>KI/IBaHI/I$I

JloJKHOCTHAST MHCTPYKIHS CeKpeTapsi, 0COOEHHOCTH pa3padOTKH.
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Nmumx cexperaps

Tema 3.2.

Opranusanus v ycJoBusi
TPyAa cekpeTaps

Conep:xanue

6/2

OproHomuueckue TpeOOBaHUS K YCIOBUSIM TPYJla CEKpETapsl.

OcHamenue orica OpraHU3aIMOHHO-TEXHUIECKIMH CPEJICTBAMHU.

B 10 YHUCJIE, MPAKTUYCCKHUEC 3aHATUS (HpO(l)eCCI/IOHaJ'IbHO-OpI/IeHTI/IPOBaHl-Ioe couepmanne):

Opranuzanus pabodero Mecta B COOTBETCTBUH € TPEOOBaHUSIMH 3PTOHOMUKH U KYJIbTYPBI TPyAa

XapaKTepI/ICTI/IKa u KJ'IaCCI/I(bI/IKaI_II/ISI TEXHUYCCKHUX CPEACTB, UCIIOJIB3YCMbIX B ACATCIILHOCTU CCKPETAPI.

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

Cpe,Z[CTBa KOIIMPOBAHUA U PA3SMHOKCHUS.

CpencTBa XpaHeHHsI U TPAHCIIOPTUPOBKU UHPOPMALIUH.

Tema 3.3.

AJMMHUCTPATUBHbIE
¢yHkuum cekperaps

Conep:xanue

16/14

Opranuzanus padboTel TPUEMHOMN

OcobeHHOCTH CTyKke0HOTO TeIe(OHHOTO pa3roBoOpa.

Cpe,[[CTBa a,I[MI/IHI/ICTpaTI/IBHO'YHpaBHqueCKOﬁ CBA3H.

OpFaHI/BaHI/IH npuema nmocetureneil. Bugsl anéMa, yuer HOCCTI/ITeHeI\/’I, CO3aHUC 0a3 JaHHBbIX.

B T0 yncie, npakTHYecKHe 3aHATHSA (MPodecCHOHATbHO-OPHEHTHPOBAHHOE COleP:KaHNe):

14

[TpaBuiia BegeHus TeI€OHHOTIO Pa3roBopa.

Oducnas ATC. OcHOBHbIE PYHKIIMH U IPABUIIU HCIIOIb30BAHUS.

Cpencta (pakcuMIIIbHOM nepeaaun coodueHnil. akcMMUIbHBIN anmnapar, paBuia ero NpUMEeHEeHHUS.

OcobeHHOCTH PabOTHI CEKpPETapsi C Pa3IMYHBIMHU KaTETOPUSIMH ITOCETUTENCH.

Pabora cekperaps ¢ oOpaneHUsIMHU TpakIaH.

CepBucHbIe (QYHKIIMH CEKpPETapsL.

Tema 3.4.

Conep:xanue

20/16
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OpranuszanuoHHble
U HH(POPMAILIUOHHbIE
(pynkumnu cexperaps

OpFaHI/I3aHI/IH H IIOATrOTOBKA I[G.]'IOBOﬁ IIOC3 KN

[ToaroroBka u 00CIyKUBaHHE KOH(PEPEHTHBIX MEPOTIPHUITUH.

CoBelllanue Kak BUJI YIIPABICHUECKOU IEATEIbHOCTH.

B 10 YHUCJIE, MPAKTUYCCKUEC 3aHATUSA (HpO(l)eCCI/IOHaJ'IbHO-OpI/IeHTI/IPOBaHl-Ioe couepmanne):

16

CocraBnenue 1 oopmIIeHHE TPOrpaMMbl KOMaHIUPOBKH.

TpeBen-noaaepKka 1eI0BOM MOE3AKU PYKOBOIUTEISI.

Opranuzaius u IpoBeJeHHe MPOTOKOJIBHBIX MEPONIPUSITHIA B Oduce.

IToaroroska Pa3JIMYIHBIX TUIIOB COBEIIaHUMN U UX O6CJ'Iy)KI/IBaHI/IC.

Pabora cexperaps no nHhpOpMalMOHHOMY OOCITY>KUBAaHUIO PYKOBOIUTEIIS.

CamocrosiTesibHast padoTa:
[Tpuemsl. Buapl mpueMos.
PernamenTa opranuzanuu u mpoBeCHUS TPOTOKOIBHBIX MEPOTIPUSITHIA.

COBpeMeHHHe TCXHOJIOTHUH U IIPOTOKOJIbHBIC HOPMBI OpTraHU3allud U IIPOBCACHHA MACCOBBIX MepOHpI/IHTI/Iﬁ

Tema 3.5.

DyHKIUH cexpeTraps

10 IJIAHMPOBAHMIO padoyero
BpeMeHH

Conep:xanue

14/12

O6H_[I/Ie BOIIPOCHI INIAHUPOBAHUSA U OpTaHU3aAlUN pa6oqer0 BpPCMCHU.

[TnanupoBaHue ¥ OpraHu3anus padbouero JHs PyKOBOJUTEIS U CEKpeTaps

B 10 unciie, npakTuyeckue 3aHATHS (MPodecCHOHAIBLHO-OPHMEHTUPOBAHHOE CO/IEPIKaHUE):

12

CoBpeMeHHbIE METO/IbI IUTAHUPOBAHUSI pab0Yero BpeMeH!

[TnanupoBanue paboyero JHS cekpeTaps.

[InanupoBanue pabGouero mgHs pykoBoautens. CorjacoBaHue pexuma pabotrel. [lnaHupoBanue
MEPONPUITHIA, YTOUHEHNE TIOPYUYEHUI.

Pa3nes 4. JlokyMeHTHPOBaHUE H OPraHu3anusi padoThl ¢ KaAPOBbIMHU J0KYMEHTaMHU

M/IK 01.04. lokyMeHTAallHOHHOE o0ecnieYeHrne KaAPOBOH CIyKObI

72\50

Tema 4.1.

Conep:xanue

HopwmatusHsbie nipaBoBbie akThl Poccuiickoit denepanuu B chepe TpyAOBBIX OTHOLIECHHM

14/10
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HopmatuBHo-npaBoBoe
peryJiupoBaHue
TPYAOBBIX OTHOIIEHHIT

JlokanbHBIE HOPMATHUBHBIC aKTbI pa60Toz[aTen;1 B pa60Te C IICPCOHAIIOM

HOpSIIIOK MpEACTABJICHUA TOKYMCHTOB 110 IICPCOHAITY B IOCYJapCTBCHHBIC OpTraHbl

[Topsinok cOopa, 06pabOTKH, N3MEHEHHUS U YHUUTOXKCHHS NIEPCOHATBHBIX JAaHHBIX pAOOTHHUKOB.

HOpSIIIOK BCACHHUA BOMHCKOI'O yU€Ta B OpraHu3aiuu.

[Topsimok BeeHUs ydeTa pabouero BpeMeH:u pabOTHUKOB.

IpakTnyeckne 3ausaTus (MPohecCHOHATLHO-OPUEHTHPOBAHHOE CO/IEPKAHIE):

10

O(bOpMJ'IeHI/Ie OTUCTOB B I'OCYAApCTBCHHBIC OPraHBbI.

Odopmnenue cornacust Ha 00pabOTKy NEPCOHANBHBIX JAHHBIX.

O(bOpMJ'IeHI/Ie MMakKeTa JOKYMCHTOB I10 BOMHCKOMY Y4CTY.

Odopmienue Tabens ydaera pabouero BpeMeHH.

Tema 4.2.

KoMmmuieke 10KymMeHTOB

10 YCTAHOBJIEHHIO
TPYAOBBIX NPABOOTHOIIECHH I

Conep:xanue

12/10

[Topsimox mOKyMmMeHTHpoBaHMs Tpuema Ha pabory. CocTaBieHHE OT4YeTa O TPYAOBOW JEATEILHOCTH
paboraukoB B Counanbsiii poun Poccun (COP)

Y4eTHbI€ TOKYMEHTHI IO MIEPCOHAITY.

HN3meHenue MEPCOHATTBbHBIX JaHHBIX pa60THI/IKOB

IMpakTuueckue 3ansTHs (MPodeccHOHATLHO-OPHEHTHPOBAHHOE CO/IePKAHMe):

10

OdopmieHue TpyI0BOTO JOrOBOpA.

3anosHeHHe YHU(DUIUPOBAHHBIX (POPM MEPBUYHON YUETHOM JOKYMEHTAIUH.

Odopminenue Tpy10BO KHUKKH, TMYHON KApTOUKH, JTUYHOTO JIeNa.

CocraBneHue 0T4eTa 0 TPYJAOBOM IEATETLHOCTH pab0oTHUKOB B CDOP

CocraBnenue u odopMIIeHHE TTpUKa3a 00 N3MEHEHUH TTEPCOHAIBHBIX IAaHHBIX PAOOTHHKA.

Tema 4.3.

KoMmieke 10KyMeHTOB
N0 IBHKEHUIO KAJIPOB

Conep:xanue

14/10

HOp}IIIOK AOKYMCHTHUPOBAHUA NIEPCBOJAA paGOTHI/IKa Ha JpyTyro pa60Ty.

HOp}IIIOK AOKYMCHTHUPOBAHUA KOMAHAUPOBAHUA pa6OTHI/IKOB.
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[Topsimok TOKyMEHTHPOBaHUS MPEJOCTaBICHHS OTIIycKa paOOTHUKY.

[TopsimoK TOKYMEHTHPOBAHHUS MOOIIPEHHSI pAOOTHUKOB

HOpSIIIOK AOKYMCHTHPOBAHUSA BLIHCCCHUA NUCHUIIIMHAPHBIX B3BICKAHHH

IIpakTyeckue 3aHATHA (MPOdecCHOHATBHO-OPUEHTHPOBAHHOE COAepPKaHue): 10
3anonHeHne YHU(DUIUPOBAHHBIX (POPM MEPBUYHON YIETHOM JOKYMEHTAIUH.
Odopmenue nepeoia paboTHHKA HA IPYTyIO paboTy.
Odopmnenne KOMaHIUPOBAHUSI PAOOTHUKOB.
Odopmienue npeaocTaBiIeHHs OTIycKa paOOTHUKY.
Odopminenue nooupeHusi pabOTHUKOB.
OdopmieHne BbIHECEHUS TUCHUIUITMHAPHBIX B3bICKAHUH.
Tema 4.4. Conep:xanue 10/6
Kommuiexe 10kyMeHTOB ITopsimok TOKYMEHTHUPOBAHUSA YBOJILHEHUS PAOOTHUKOB.
y y
10 PACTOP:KEHUIO
.| llopsimox moAroToBKM J€J1 O JUYHOMY COCTaBY K Iepe/iadye B apXUB OpraHu3aluu
TPYAOBBIX NPABOOTHOIIECHH I
IIpakTyeckue 3aHATHA (MPOdhecCHOHATBHO-0PHEHTHPOBAHHOE COACPKAHHE):
OdopmiieHne yBoJIbHEHUS paOOTHUKOB. 6
3arosHeHNE Pa3/ieoB TPYI0BOM KHIDKKU paboTHUKA. COCTaBlIeHHE OTYETOB 00 YBOJIEHHOM paOOTHHUKE
[TonroroBka TMYHOTO /ieaa pabOTHUKA K IIEpe/ladye B apXUB.
Tema 4.5. Conepxxanue 16/14
Opranusanust padoTsl Homenknartypa nen kaapoBoi ciy>k0s1. [Topsa0ok moAr0OTOBKH, COCTaBICHUS B ODOPMIICHHUS.
€ KaJ[pOBbIMH JOKYMEHTaMU - ]
OpranuzaloOHHO-PacTIOPSIUTENbHbIE U CIPAaBOYHO-MH(POPMAIIMOHHBIE TOKYMEHTBI KaJIpOBOM CITyKOBI:
MIPUKA3bl 10 OCHOBHOMW JIeSITEIbHOCTH; CIIPaBKH, JOKJIaAHbIe 3anucKu. DopMupoBaHue U XpaHEHUE JIe.
IpakTnyeckue 3ausaTus (MPoecCHOHATBLHO-OPUEHTHPOBAHHOE CO/IEePKAHUE): 14

CocraBnenue 1 opopMiIeHHE HOMEHKIIATYPBI JIeN KaJpOBOM CITy>KOBI.

O(I)OpMJICHI/IC OpraHnu3alluOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB.
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YyeOHasi npakTUKA
IIpousBoacTBeHHAs1 MpakTHKA (MPeIyCMOTPEHA HTOroBasi (KOHIEHTPHUPOBAHHAN) MPAKTHKA).
Buasbi pador:

H3ydeHne CTpyKTypbl OpraHH3allMyd — MeCTa MPOXOXKIEHUS MPAaKTUKH (Jajiee — OpraHU3allK) C LENbI0 COCTABJICHUS CXEMbI CTPYKTYpPbI
opranu3anui. O3HaKOMJICHUE C TPABOBBIMH (yUPEAUTEIILHBIMHE), JTOKATbHBIMA HOPMATUBHBIMU aKTAMU U PACTIOPSITUTEIbHBIMU JOKYMEHTAMH
opranuzanuu. CocTaBieHUE CIUCKA UCTOYHUKOB KoMIuiekToBanusi OP ] opranuzanuu.

Nzyuenne MHCTpyKIIUY IO AETONPOU3BOICTBY OpPraHU3alMU. 3HAKOMCTBO C IMPaBUJIAMH COCTABIICHUS MPOCKTOB U 0O(hOPMIICHUS IOKYMEHTOB,
HOPSIIKOM COTJIAaCOBAHUS U TIOJIITMCAHUS/yTBEPKACHUS JOKYMCHTOB B OpraHH3allvy.

O3HaKoOMJIEHHE C porpaMMHbBIMU CPEACTBAMU yqéTa, XpaHCHUA, O6pa6OTKI/I U IOUCKAa AOOKYMCHTOB, HCIIOJB3YCMbBIMU B OpraHH3allvH.
N3ydenune 0CHOB M CrieIU(PUKH pabOThI C JOKYMEHTAIIUEH B CUCTEME DJIEKTPOHHOT0 J0KyMeHToo0opoTa (CD/]) opranusaruu. Mcnoas3oBanue
B paboTe II100aIbHBIX U JIOKAIBHBIX CETEH IS MOMyYeHHS U XpaHEeHUs! nH(popMaIi, oOMeHa HHPOpMaIue.

3HAKOMCTBO C JOKyMEHTO00OpoTOoM opranuzaiuu. Mcnonb3oBanue COJ] B padore ¢ gokymeHTamu. OO6paboTka BHYTPEHHUX JOKYMEHTOB,
00paboTKa M OTIpaBKa UCXOASIIMX JOKYMEHTOB, IpUEM W TepBHYHAs 00pabOTKa BXOIAIIMX JOKYMEHTOB. Perucrpaius JOKyMEHTOB U
MapLIpyTU3alus JTOKyMEHTONOTOKOB. KOHTponb wHcmonHeHus [OKyMeHTOB. HMHpopMalmoHHO-CIIpaBOYHAasi M TIOMCKOBas pabora
C UCIOJIb30BAaHUEM CHUCTEM y4€Ta JTOKYMEHTOB B OpraHU3aIl1H.

OdopmneHne opraHM3allMOHHBIX, BHYTPEHHUX (MPUKA3bl, PACHIOPSKEHHUsI, JOBEPEHHOCTH, 3aMCKH, CIPABKHU, aKThl, IPOTOKOIBLI U Jp.) U
UCXOMSIINUX JOKYMEHTOB OpPraHU3allid C HCIOJIb30BAHHEM COBPEMEHHBIX MPOrPaMMHO-TEXHUYECKUX cpeacTB. KOHTpoIb MpaBUIBLHOCTH
cocTaBieHus, ohopMIIeHUsI TOKYMEHTOB (PEKBU3UThI, 0OCOOEHHOCTH HAMUCAHHS TEKCTOB, MHOTOCTPAaHUYHbIE JOKYMEHTHI), TOPSIKA U3IaHuUs
JTOKYMEHTOB (¢ y4€ToM crenuduKu CHUCTEMBI JIEeJIOMPOU3BOJICTBA opraHu3amuu). KoHcTpyrnpoBaHue ONaHKOB OpraHW3allid, CO3JaHHE
m1abJIOHOB JIOKYMEHTOB.

Opranusanus TEKYIIETO XpaHEHUs IOKyMeHTOB. dDopMmupoBaHHWE J1e1 B COOTBETCTBHHM C HOMEHKJIATYPOH JIeJ OpraHHM3aluH. YdJacTue
B IIPOBEJICHUHN DJKCIEPTU3bl IIEHHOCTH JOKyMeHTOB CucTeMaTu3anus JOKYMEHTOB IO CTPYKTYPHO-XPOHOJOTHUYECKOMY MPUHIIHUITY.
Odopmnenne y4€THBIX JOKYMEHTOB MOCTYTIIICHUS U BHIOBITHS JIETT.

O3HaKOMJICHHE C YCTAHOBJICHHBIMH B OpraHu3allvi IMpaBHUJIaMH IIOATOTOBKU JOKYMCHTOB K IIEPEAAYC B apXHB. HOJIFOTOBK& JOKYMEHTOB K
nepenade B apxuB. Odopmienne aen. CocraBieHne onmuceld TOKyMeHTOB M jenl. CocTaBlieHHE aKTOB BBIJAUH, MEpeadd, YHHUTOKCHUS
JOKYMCHTOB.

3HAaKOMCTBO C KaTe€ropUsMHU M BUJAMHU JIOKYMEHTOB, OOpa3yIOIIMXCS B OpraHM3allly, COAEp)KaIMX KOH(UICHIMANbHYIO MH(OpMAIHIO.
Opranuzanus paboTsl Mo 00paboTKe JOKYMEHTOB OTPaHUYEHHOro JocTymna. O3HaKOMIIEHHE C MPUMEHSIEMbIMA B OpraHU3alluy CPEeICTBAMU
KpunTorpaduu i 3alUThl 3JIEKTPOHHBIX JOKYMEHTOB C UCIIOJIB30BaHUEM CIIELUAIBLHOTO POrpaMMHOTro obecrieueHus. Brimonnenue pador
10 00€CTIEYeHHIO 3aIMUTHI JIEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

36
36

67




Opranuzanys paboTsl NpUEMHOM (30H NpUEMA NTOCETUTENEN): PEryJIUpOBaHUE MOTOKA MOCETUTENIEH, IPUEM U pEerucTpanus noCceTUTeNEH.
[InanupoBanue pabouero AHA pyKOBOAWTENss U cekperapsa. [loaroToBka IenoBBIX BCTpeY M IEPEroBOPOB pykoBoauTens. Pabora mo
00CITy’)KHUBaHUIO PA3IMYHBIX TUIIOB COBEUIAHUN M COOIIOACHNE MPABUII UX TIOJTOTOBKU U TIPOBEICHHUS.

Benenue tenedonnsix neperosopon. OunbTpanys u nepeaapecanus 3B0HKoB. [Ipuém n nepenaua renedponorpamm, Gpakcorpamm, cCooOIIEHU
0 3JeKTpoHHOM moure. MHpopmannoHHOoe o0ecrneyeHne JesaTeabHOCTH pyKoBoAuTenas. O3HakoMJIEHHE C IpaBWwIaMu pabOThI
¢ KOH(UIeHINANBbHOW HHpOpMaLell B OpraHU3alHH.

Paborta 1O 03HAKOMJICHHIO C COCTaBOM U OCOOCHHOCTSMH JOKYMEHTOB OpPTraHM3allid, PEryJIHPYIOIUX TPYAOBbIE OTHOIICHUS
(opraHu3anMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTBI, JOKYMEHTBI 110 JIMYHOMY COCTaBYy, TPYAOBOIl JOrOBOpP, JIOTOBOP O MaTepHAIBHOI
OTBETCTBEHHOCTU U T.1.). OdopmileHHe TOKYMEHTOB IO JIMYHOMY COCTaBY U UX KOMUU (IpU HEOOXOAMMOCTH). 3HAKOMCTBO C CHUCTEMOM
yHU(PULIHPOBAHHBIX (POPM IEpBUYHON YUETHOHN JOKYMEHTAIMK OpraHu3aluuu. 3anojHeHue GopM NepBUYHON yu€THOM noKyMeHTanuu. Pabora
C 3asBJICHUSMM 110 JMYHOMY COCTaBy, BeleHHUEe U odopmieHue TpylaoBbIX KHMKeK. Mcnonb3oBanue COJl mpu paboTe ¢ KaapOBBIMU
JIOKyMEHTaMHU.

Bcero
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3. YCJ0OBUA PEAIMBALIIUU TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TpeboBaHusI K MUHUMAJIBLHOMY MaTepPHAJIbHO — TEXHHYECKOMY 00ecredeHH 0

Peanuzanus npodeccnoHanbHOTO MOYJIS TPEATOaraeT HaJuuue KabuHeTa 00IIeCTBEHHO-
HAYYHBIX ¥ TYMaHUTAPHBIX MPEAMETOB U JUCLHUIUIHH.

Y4eOHoe 06opyaoBaHme: pabodre MecTa 00yJaronmxcs, padouee MeCTo IperoaaBarers,
MapKepHas JocKa.

Y4eOHO-HarIIAHbIE TTOCOOHS: KOMIUIEKTa Yy4eOHO-METOAMYECKIUX MaTepHaioB U
METOJUYECKUX MTOCOOMH, CTEH/IbI, IJIAKATHI.

TexHuueckue cpesicTBa: HOYTOYKH C BBIXOJOM B ceTb IHTepHET, IepeHOCHOM MTPOEKTOP,

MarauTo(oH, ayIMOKOJIOHKH, IKPaH.

Peanuzanus npodeccroHanbHOro MOIYJIS MpeanoiaraeT 00s3aTebHY0 TPOU3BOICTBEHHYIO
(yueOHyI0) MpaKTHKY, KOTOPYIO PEKOMEHIYETCS MPOBOAUTH KOHIIECHTPUPOBAHHO B PA3JIMYHBIX
YUPEKACHUSAX, OPTaHU3AIMIX, IPEAPUATUSIX TOPO/IA.

3.2. UndopmannonHoe odecnevyenne peaju3auum NporpamMmbl

3.2.1. OcHOBHbBIE MeYATHbIE U YIEKTPOHHbIE H3TaAHUS

1. Kopnees, 1. K. JlokyMeHTaImoHHOE 00ECTICUEHIE YIIPABJICHNUS: YICOHUK H IPAKTHKYM JUIsI
cpenuero npodeccuonansHoro oopazosanus / U. K. Kopuees, A. B. ITmienko, B. A. Mamypres. —
2-e w3n., mepepab. m gom. — MockBa: WzmarensctBo [Opaiir, 2022. — 384 c. —
(ITpodeccronansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texcrt: anextponuslii // DbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/472550.

2. Kacpsanosa, I'. 10. JlenonponsBoacTBo M JApyrue acmexTbl pabotel cekperaps / I'.1O.
KacbsnoBa — 7-e u3., nepepad. u gon. — Mocksa: U3narenbctBo Abak, 2020. — 304 c.

3. AntyxoBa, H.®. Cucrembl 3IeKTPOHHOTO AOKYMEHTOOOOpOTa: ydeOHoe mocodue /
AntyxoBa H.®., JI3r06enko A.JL., Jlocea B.B., Ueunkos I0.b. — Mocksa: KnoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 371eKTpOHHBIIA.

4. Abynanze JI. I'. lokymeHTalimoHHOE 00€CTIeUeHNE YIPABJICHUSI IEPCOHAIIOM: YUYEOHUK U
MPAKTUKYM JUIsl cCpeAHero npodeccuoHanbHoro oopasosanust / 1. I'. AGynanze, . b. Bempsokkuna,
B. M. MacnoBa. — 2-e u3j., nepepad. u jorn. — Mocksa: M3marensctBo FOpaiit, 2022. — 370 ¢. —
(ITpoeccronansHoe obpazoBanue). — ISBN 978-5-534-15076-6. — Texct: anexTpoHHsIi // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/487121.

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

HOpMaTI/IBHBIe " IPpaBOBEIC TOKYMCHTEI

5. Konctutyuust Poccuiickoit ®denepanun OduumanbHelii cereBoil pecypc Ilpesunenta
Poccun. [Dnexrponnsriii pecypc]. URL: http://constitution.kremlin.ru/

6. Tpynosoii Konekc Poccuiickoit @eneparuu. CITIC «KoHCyTbTaHT TUTFOCY. [DIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

7. ®enepanbHblii 3akoH Ne 5485-1 «O rocynapcrBenHoit taiiHe» ot 21.06.1993 CIIC
«Koncynbrant wiocy. [Dnekrpornsiit pecypc]. URL:http://www.consultant.ru/cons

8. ®enepanbublii 3akoH Ne 98-O3 «O kommepueckor TaiiHe» oT 29.07.2004. Cucrema
'TAPAHT. [Dnextponnsiii pecypc]. URL: http://base.garant.ru/12136454/
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9. ®enepanbhublil 3akoH OT 02.05.2006 Ne 59-D3 «O mopsigke paccMOTpeHUsi oOparieHui
rpaxknan  Poccuiickoit ®enepauun». CIIC «KoncynapTanT mmoc». [DHeKTpoHHBIA pecypc].
URL:http://www.consultant.ru/document/cons

10. ®enepanbublii 3akoH 0T 27.07.2006 Ne 149-03 «O6 undpopmannu, HHOOPMAITMIOHHBIX
texHoiorusx u o 3ammre uHpopmarnum». CIIC «KoHCymbTaHT TUTIOCY. [DIEKTPOHHBINA pecypc].
URL.:http://www.consultant.ru/document/cons

11. ®enepanpubiii 3akoH oT 27.07.2006 Ne 152-d3 «O mepconanbHbIX gaHHBIX». CIIC
«Koncynprant mocy. [Dnekrponnsiid pecypc]. URL:http://www.consultant.ru/document/cons

12. ®denepanbhblii 3akoH OT 26.12.2008 Ne 294-D3 «O 3amuTe mpaB IOPUIAYECKUX JTHUI] U
WHJUBUIyAIbHBIX TPEANPUHUMATENEH IPU MPOBEACHUU TOCYAAPCTBEHHOTO KOHTPOJIS (HAa/A30pa)».
CIIC «KoncynbTanT mitocy. [Dnekrponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

13. ®enpepanbubiii 3akoH oT 06.04.2011 N 63-03 «OO6 snexkrponHoit moamucu». CIIC
«Koncynbrant mirocy. [Dnekrpornsiit pecype]. URL:http://www.consultant.ru/document/cons

14. Vka3 Ilpesugenta P® ot 30.05.2005 Ne 609 «O6 yrtBepxknenun Ilonoxenus o
MEPCOHANBHBIX JTAHHBIX TOCYJAapPCTBEHHOIO TpaxKJIaHCKoro ciyxkaiero Poccuiickoit denepauuu u
BegeHnun ero JuuHoro jgena». CIIC  «KoncynpTaHT mmoc». [DIEKTpOHHBIM — pecypc].
URL.:http://www.consultant.ru/document/cons

15. Vka3 Ilpesumenta PO or 05.12.2016 Ne 646 «OO yrBepkaeHuu JIOKTPHHBI
uHpopmannoHHoi ©Oe3onacHoctu Poccuiickoit  @enepanun» CIIC  «KoHCYIbTaHT —IITIOCY.
[DnexTponnslii pecypc]. URL:http://www.consultant.ru/document/cons

16. IlocranoBnenue IIpaBurensctBa Poccuiickoii ®enepanuu ot 13.10.2008 Ne 749 «O6
OCOOCHHOCTSIX HalpaBlieHUsT paOOTHUKOB B ciyxeOHble koMauHAupoBku» CIIC «KoHcynbTaHT
wiocy. [Dnekrponnsiit pecype]. URL: http://www.consultant.ru/document/consdocLAW_80737

17. IlocranoBnenue IIpaBurensctBa Poccuiickoit ®enepanyu ot 22.09.2009 Ne 754 «O6
yTBepkIeHUH [loj0okKeHuss 0 cucTeMe MEeXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOOO0OpOoTa»
Koncopruym «Koneke». DnekTpoHHbIi (poHA TpaBOBON M HOPMATUBHO-TEXHUYECKONH HHPOPMAITHIH.
[DnexTponnslit pecypc]. URL: http://docs.cntd.ru/document/902176142

18. Tlocranornenue I[IpaBurennscrBa Poccmiickoit @enepanuu ot 08.09.2010 Ne 697 «O
€MHON CcHCTEeME MEXBEJOMCTBEHHOI'O 3JIEKTPOHHOro B3aumojeicTBus» Koncopiuym «Koaeke.
OneKTpOHHBIN (hoH TpaBOBON U HOPMATUBHO-TEXHUYECKOW HH(OpMaLUU. [DIEKTPOHHBIN pecypc].
URL.: http://docs.cntd.ru/document/902234385.

19. Tlocranosnenue IlpaButensctBa Poccuiickoit @enepaunn ot 02.03.2019 Ne 234 «O
CUCTEMe YIIpaBJICHUS peann3alieil HaimoHanbHo# mporpammel «{udposas sxoHoMuka Poccuiickoit
Oeneparuny OQuUanpHblii caiT MwuHHCTEPCTBA IU(PPOBOTO Pa3BUTHUS, CBA3M U MAaCCOBBIX
KoMMmyHuKaiui Poccuiickoit @enepanmu. [DnekTponnsblil pecypc]. URL:https://digital.gov.ru

20. IToctanosnenue [IpaButenscTBa PO ot 24.07.2021 Ne 1250 «O0 oTHENBHBIX BOIPOCAX,
CBS3aHHBIX C TPYJOBBIMH KHIDKKAMW, W TIPU3HAHWHM YTPATHUBIIMMH CHJIy HEKOTOPBIX aKTOB
[IpaButensctBa Poccuiickoii dDexaepanun W OTAEIBHBIX IOJOXKEHUW HEKOTOPBIX AKTOB
[IpaBurensctBa Poccuiickoii @enepaunn». CIIC «KoHCynpTaHT miitocy. [DNeKTpOHHBIA pecypc].
URL.:http://www.consultant.ru/document/cons

21. IlocranoBnenue IlpaButensctBa P® ot 24.07.2021 Ne 1264 «O6 ytBepxkaenuu [IpaBun
oOMeHa JOKyMEHTaMH B DJJIEKTPOHHOM BHJAE TMPH OpraHu3alud  HUH(POPMAIMOHHOTO
B3aumonenctBusi».  CIIC  «KoHCynbTaHT  TUTIOCH. [OnexkTponnsrii  pecypc].  URL:
http://www.consultant.ru/document/cons

22. Iloctanonenne Muntpyaa P® ot 10.09.1993 N 152 «O6 yrepxknenun Hopm Bpemenu
Ha paboThI MO0 aBTOMATU3UPOBAHHON apXUBHOM TEXHOJIOTMH U JOKYMEHTAIMOHHOMY 00ECIEUEHHUIO
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opranoB ympaBieHusi» CIIC «Koncynprant mmmoc». [DnektpoHHsii  pecype]. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 91031/

23. Tlocranosnenne Munrpyaa Poccun ot 25 Hos0ps 1994 roga N 72 «O06 yTBep»)aAeHUU
MexoTpacieBbIX YKPYIHEHHBIX HOPMAaTHBOB BpPEMEHHM Ha palbOThl IO JOKYMEHTAIlHOHHOMY
obecnieuenuto ynpasienus» Koncopunym «Konekey. DnekTpoHHbIH (OH/ TPaBOBOM U HOPMATHBHO-
TeXHUYeCKON wuHpopmanuu. [DnexktponHsii pecypc]. URL: https://docs.cntd.ru/document/
902304770?marker

24. TlocranoBnenne Muntpyaa Poccun ot 26.03.2002 Ne 23 «O06 yrBepxkacHuu Hopm
BpeMEHH Ha paldOThl MO JOKYMEHTAIMOHHOMY OOECII€YEHHUIO YIPaBIEHYECKUX CTPYKTYp
(denepanbHBIX OPraHOB MCHOJIHUTENBbHOM Biactu». Koncopuumym «Komekc». DnexTpoHHBIA (HOHT
NpaBOBOM M  HOPMATUBHO-TEXHWYECKOH uHpopmauuu. [Dnektponnslii pecypc]. URL:
https://docs.cntd.ru/document/901816605

25. Tlpukaz Muntpyna Poccuum ot 19.04.2018 Ne 266 «OO0 yTBEepXkICHUU
npodeccuoHansHoro crangapra «Crenuanuct no GOpMHUPOBAHHIO IEKTPOHHOTO apxuBa»». CIIC
«Koncynbrant mwitocy. [Dnektponnsiit pecype]. URL:http://www.consultant.ru/document/cos_doc

26. Ilpukaz3 Muntpyna Poccum ot 15.06.2020 Neo 333 «OO0 yTBepxkaeHUU
npodeccuoHansHoro crangapra «CrHenuamucT MO0 OPraHU3allMOHHOMY U JOKYMEHTAI[HOHHOMY
oOecnieuenuto yrpasinenus opranuzanuein». CIIC «KoHcynapTaHT mimtocy. [DIEKTpOHHBIN pecypc].
URL.: http://www.consultant.ru/document/ cons_doc_LAW_357714/

27. Ilpuka3z Muntpyzna Poccun ot 19.05.2021 Ne 3201 «O0 yTBepxkaeHun (Gopmbl, opsaKa
BeJIeHUsI U XpaHeHUs! TpyJoBbIx KHIDKEK». CIIC «KoHcynbTaHT 1utoc». [DIeKTpOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

28. Ilpuka3 Munsapascoupa3sutus Poccun ot 14.08.2008 Ne 424n «OO0 yTBep»kaeHUU
pEeKOMEeHIalui 10 3aKII0UYEHUI0 TPYJIOBOTO J0roBopa ¢ pabOTHUKOM (peepanbHOro OFOPKETHOIO
yupexaeHuss u ero npumepHoit gopme». CIIC «KoHcynbTaHT 1uttocy». [DIeKTpoHHBIH pecypc].
URL.:http://www.consultant.ru/document/cons

29. Tlpukaz Munkynaetypsl Poccum ot 31.03.2015 Ne 526 «OO6 ytBepxknenun IlpaBun
OpraHMu3aly XpaHEHUs, KOMIJIEKTOBAaHUS, Y4€Ta U UCII0JIb30BaHUS JOKYMEHTOB ApXHUBHOIO (pOHJIa
Poccniickoit denepanuu U Ipyrux apXuUBHBIX JOKYMEHTOB B OPraHax IOCYJApCTBEHHOW BIIACTH,
OopraHax MECTHOI'O CaMOYIIpaBJIeHUs M opraHuzauusx». @eaepanbHOE apXUBHOE AareHTCTBO.
[DNIeKTpOHHBIN pecypc]. URL: http: http://archives.ru/documents/ministry-orders/
prik 526 _2015.shtml

30. IIpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O6 ytBepxaenuu [IpumepHoil HHCTPYKLIUU 110
JIEJIONPOU3BOACTBY B  rocylaapcTtBeHHbIX —opranusauusax». CIIC  «KoHcynapTaHT — 1mmrocy.
[DnexTponnslit pecypc]. URL:http://www.consultant.ru/document/cos_doc

31. IIpuka3 Pocapxusa ot 22.05.2019 Ne 71 «O6 yrBepxaeaun [IpaBui 1emompon3BoACTBa
B TOCYJapCTBEHHBIX OpraHax, OopraHaXx MECTHOTO caMoOyIpaBieHus». DenepalibHOE apXUBHOE
arenTcTBO. [Dnektponusiii pecypc]. URL: http://archives.ru/documents/rules/office-work-rules-
gos.shtml

32. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «OG6 ytBepxkiaeHun IlepeuHs THIOBBIX
yIOPaABIEHYECKUX  ApPXMBHBIX JIOKYMEHTOB, OOpa3yIOIIMXCS B  Ipolecce JAeSITeIbHOCTH
rOCYy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYINPABIEHUS U OpraHM3alMil, ¢ yKa3aHHEM
CPOKOB UX XpaHeHus». denepanbHOe apXWBHOE areHTCTBO. [JDnekTpoHHBIM pecypc]. URL:
http://archives.ru/documents/perechen_typdocs.shtml

33. Ilpuka3z PocapxuBa ot 20.12.2019 Ne 237 «O6 ytBepxnenun HWHCTpyKIMH 10
npuMeHeHuto [lepedHss TUMOBBIX YHpPaBIEHYECKHX apXMBHBIX JOKYMEHTOB, OOpa3yloIIMXCs B
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nporecce JeATENbHOCTH TIOCYIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYIpPAaBICHHUS U
OpraHu3aliiii, ¢ YKa3aHHEM CpPOKOB UX XpaHeHus». DenepaabHOE apXHWBHOE areHTCTBO.
[DnexTponnslii pecypc]. URL: http://archives.ru/documents

34. Ilpuka3 PocapxuBa ot 09.12.2020 Ne 155 «OO6 ytBepxkaenuu IIpaBun opranuzanuu
XpaHeHHs, KOMIUICKTOBAHHS, y4€Ta W HCIIOJIB30BaHMS HAYYHO-TEXHHUYECKOW JOKYMEHTAIlMH B
opraHax TOCYAAapCTBEHHOH BIacTH, OpraHax MECTHOTO CaMOYINpaBJIEHUS, IOCYJIapCTBEHHBIX U
MYHULUNAIBHBIX OpraHu3anusax». denepanbHOE apXUBHOE areHTCTBO. [DIIEKTPOHHBIN pecypc].
URL.: http://archives.ru/documents

35. Ilpuka3 PocapxuBa ot 24.12.2020 No 199 «O06 ytBepxkacHMH METOIUYECKHX
peKoMeHIalui 1o pa3paboTKe MHCTPYKIUI MO JIEIONPOU3BOJCTBY B TOCYAapCTBEHHBIX OpraHax,
OopraHax MECTHOTO camoynpasieHus». denepanbHoe apXUBHOE areHTCTBO. [ DJIEKTPOHHBIN pecypc].
URL: https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml

36. IlocranoBnenune I'ockomcrata Poccum ot 05.01.2004 Ne 1 «OO0 yTBepxkIeHUH
YHU(PULIPOBAHHBIX (JOPM NEPBUYHON YUETHON JOKYMEHTALUU 110 yu€Ty TpyZAa u ero omiats» CIIC
«Koncynbrant miocy. [Dnekrponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

37.TOCT 9327-60 bymara u uznenus u3 6ymaru. [lorpedburensckue ¢popmatsl Koncopimym
«Kognekc». OnexkTpoHHbII (QOHA NpaBOBOM M HOPMATHBHO-TEXHUYECKOHM  HMH(OpPMAIMH.
[DnexTponnstit pecypc]. URL: http://docs.cntd.ru/document/1200004908

38. TOCT P MCO 23081-1-2008 HammonaneHblii cranmapt Poccuiickoit ®enepanuu.
CucremMa cTaHAapTOoB 1O HHpOpMAIUH, OHOIMOTEYHOMY M H3IATeIbcKoMy neny. IIporeccsr
yIOpaBieHusl JoKyMeHTamu. Metanannble uisi 1okymeHToB. Yacts 1 Ilpunuunel. Koncopuumym
«Kognekcy». DOnexkTpoHHbII (QOHA NpaBOBOW M HOPMATHBHO-TEXHUYECKOH  MH(OpPMAIHH.
[DnexTponnsIil pecypc]. URL: https://docs.cntd.ru/document/1200067603

39. TOCT P 54471-2011/ISO/TR  15801:2009  «CucreMbl  3JEKTPOHHOTO
JIOKyMEHTOooOOopoTa. YmpaBieHue AokyMeHTanue. MHpopmarus, coxpaHsemas B 3JIEKTPOHHOM
Buze. Pekomennanuu no obecrieueHHIo AOCTOBEPHOCTH U Han&xHocTu» Koncopiuym «Komekcy.
OneKTpOHHBIN (oH TpaBOBON U HOPMATUBHO-TEXHUYECKOW HH(OpMaLIUU. [DIEKTPOHHBIN pecypc].
URL.: http://docs.cntd.ru/document/gost-r-54471-2011

40. TOCT P 7.0.8-2013. Cucrema cranmapToB 1o wuH(popmaruu, OHOTMOTEYHOMY U
U3JaTeIbCKOMY Jeny. Jlemompous3BOACTBO M apXWBHOE Jen0. TepMHHBI W ONpe/IeIICHUS.
Koncopunym «Kozaekc». DnekTpoHHbIH (HOHJ] TPaBOBOM M HOPMATUBHO-TEXHUYECKON HH(OPMAIIHH.
[Onextponnslii pecypc]. URL: http://docs.cntd.ru/document/1200108447

41. TOCT P 53898-2013. Hamumonanenblii crannapt Poccuiickoit @eneparnuu. CucTeMsl
AJIEKTPOHHOTO  JIOKyMEHT000OpoTa. B3aumopeiicTBue cuCTeM yINpaBlieHHs JIOKYMEHTaMH.
Texunueckue TpeOoBaHUS K 3JeKTpoHHOMY cooOuieHuto. Koncopuuym «Koaekey». DnekTpoHHBIN
dboHl TpaBOBOM M HOPMATHBHO-TEXHHMYECKOM wuHpopManuu. [DnektpoHHbId pecypc]. URL:
https://docs.cntd.ru/document/1200108037

42.TOCT P MCO 30300-2015 HanmonaneHeIi ctanaapt Poccuiickoit ®@enepanun. Cucrema
CTaHIApTOB MO UHpOpMauuu, OHOIMOTEYHOMY U WH3AaTeslbckoMy neny. HMudopmanus u
nokymeHTtanusi. CucTeMbl yHpaBieHUs JOKyMeHTaMHu. OCHOBHBIE TIOJIOKEHUS U  CJIOBaph.
Koncopuunym «Kozgekc». DnekTpoHHbIi (HOH]] TPaBOBOM M HOPMATUBHO-TEXHUYECKON HH(OPMAIIHH.
[Onextponnslii pecypc]. URL: https://docs.cntd.ru/document/1200128331

43. TOCT P 7.0.95-2015. HammonaneHeii cranmapt Poccuiickoit ®enepamun. Cucrema
CTaHJAPTOB 10 WH(pOpMAIHH, ONOIHOTEUHOMY U W3ATEITLCKOMY AeTy. DIIEKTPOHHBIE JJOKYMEHTEI.
OcCHOBHBIE BUBI, BBIXOAHBIE CBEJCHMSA, TEXHOJOIMUECKHE XapakTrepucTuku. KoHcopruym
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«Kogekc». DOnexkTpoHHBIA (GOHI MPaBOBOW M HOPMATHUBHO-TEXHUYECKOW  WHGMOpMAIUH.
[DnexTponnsiii pecypc]. URL: https://docs.cntd.ru/document/1200128317

44, TOCT P 7.0.97-2016. Cucrema cranmaptoB mo wuHopmamuu, OHOIHOTEUHOMY U
u3gareabckoMy jaeny. OpraHu3allMOHHO-PAcHopsiIuTeNbHas JOKyMeHTanus. TpeOoBaHus K
opopmiennto aokymeHntoB. CIIC «Koncymbrant mmmoc». [Dnekrponssiii  pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW 44595/

45. TOCT P HUCO 15489-1-2019. HamumonanpHblli cTangapT Poccuiickorr denepanuu.
Cucrema cranaapToB 1o HHGpOpMAIUK, OUOIMOTEUHOMY M H3JaTelbckoMy aeny. Mudopmanus u
JokyMmeHTanus. Ynpasienue nokymeHtamu. Yacte 1. [lonstua u npunnunel CIIC «KoHcynpTaHT
wiocy. [Anekrponnsiii pecypc]. URL:http://www.consultant.ru/about/

46. OO6mepoccuiickuii kiaccupukarop npodeccuii padoUmMx, AOHKHOCTEH CIyXKalluX U
tapu(HBIX pa3psanoB. [Dnexkrtponnslii pecypc]. Koncopumym «Komekc». DnekrponHbld (poHA
MPaBOBOM M HOpMAaTUBHO-TexHUYecKoi nHpopmammu. URL: https://docs.cntd.ru/document/9029638

47. KBanuukanmoHHbIN CIPaBOYHUK JOHKHOCTEH pyKOBOAUTENCH, CIEIUATMCTOB U IPYTHX
ciyxamux. [Onekrponnsiii pecypc]. Koncopunym «Komekc». DnekTpoHHbI (HOHA MpaBOBOM U
HOpMaTUBHO-TexHHuYeckoi  mHpopmammu.  URL:  https://docs.cntd.ru/document/58839553?
marker656010

48. Enuupiii TapudHO-KBaATM(UKAMOHHBIA CHPaBOYHUK paboT u mpodeccuit paboumx,
OTpacieBbIe KBaJTM(PUKAI[IOHHBIE CIIPaBOYHMKHU [DnexTpoHHBIH pecypc]. URL:
https://docs.cntd.ru/document/901927009

49. OO6mepoccuiickuii kiaccupukarop OOBEKTOB aJAMHUHUCTPATHBHO-TEPPUTOPHAIBEHOTO
nenenus (OKATO) [Dnextponnsiii pecypc]. Koncopumym «Kogekcey. DnexTpoHHBI (HoHA
HPaBOBOIl 1 HOpMAaTHBHO-TexHIUYecKoi nHpopmanmu. URL: https://rosstat.gov.ru/opendata

50. O6mmepoccuiickuit kinaccupukatop wuHpopmanmu o Hacenenun (OKHH) CIIC
«KoncynbTanT mmtocy [Onekrponnslit pecypc]. URL: http://www.consultant.ru/document/cons

51. O6mepoccuiickuii kinaccupukaTop ynpasieHdeckoi noxymentanuun (OKY]) CIIC
«Koncynprant mitocy [Onexktpornsiid pecype]. URL: http://www.consultant.ru/document/cons

52. OGmepoccuiickmii kmaccudurarop mupennpusitiii u opranmzanuii  (OKIIO) CIIC
«Koncynprant mitocy [Onexktporusiii pecype]. URL: http://www.consultant.ru/document/cons

53. OGmepoccuiickuii knaccudurarop cnenuaabHocTe mo odpazoBanmo (OKCO) CIIC
«KoncynbTant mmocy [dnekrponnslit pecypc]. URL: http://www.consultant.ru/document/cons

54. OGwepoccuiickuii kinaccupukarop npodeccuit pabodmx, TOMKHOCTEH CIIy)KallUX H
tapudueix paspsanoB (OKIIATP) CIIC «KoncynbranT mmroc» [DnextponHbsiit pecype]. URL:
http://www.consultant.ru/document/cons

[Tepuonnueckue n3ganus

55. Kypnan «CnpaBoOYHHK KaJIpOBUKa» [DneKTpOHHBIN pecypc].
URL:http://e.spravkadrovika.ru/

56. XKypnan «CrnpaBoyHHK cekpeTaps U opuc-mMeHemkepay [Inekrponnslii pecypc]. URL:
http://www.sekretariat.ru/

57. Kypnan «Cekpetaps pedepent» [DnexkrponHsiit pecypc]. URL: http://www.profiz.ru/

58. XKypnan: Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEeNnpUATHH. [DIEeKTPOHHBII

pecypc]. URL: https://delo-press.ru/journals/documents

HNuTepner-pecypcbl
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59..CnpaBouno-nipaBoBas cuctema «["apant» [DnexTponsnsiii pecypc]. URL:garant.ru

60. CrpaBouno-npaBoBasi cuctema «Koncopunym Koxeke» [Inexkrponnsiii pecype] . URL:
Konexkce - [Ipodeccrnonansusie cnpaBounsie cuctemsl - Kogeke (kodeks.ru)

61. Opunmansuerii caidt MoitOduc. [Dnekrponnsiit pecypc] URL: https://myoffice.ru

62. OdurmanpHbeIi callT mporpammbl s pacrno3HaBanus Tekcta ABBYY FineReader.
Odunmanpusiii caiit kopropanuu Adobe. [DnekTponnsiit pecypc] URL:https://www.abbyy.com/ru-
ru/Finereader/

63. Odunmanbupiii calt Microsoft Office. CnpaBka. Odwunuansubiii caiit Microsoft
[Dnexrponnsiii pecypc] . URL: https://support.office.com/

64. ECM-Journal — moptan o nudpoBu3zaimu, 3IeKTPOHHOM TOKYMEHTO000pOTE U OH3HEC-
nporieccax. [Dnexrponusiit pecypce]. URL: https://ecm-journal.ru/

65. MunucrepcTBo nipocsenienus Poccuiickoit @enepanuu. [Dnexkrponnsiid pecypc]. URL:
https://edu.gov.ru/

66. denepanbublii moptan "Poccuiickoe oOpazoBanue". [Dnektponnsiii pecypc]. URL:
http://www.edu.ru/

67. ®enepanbHblii LEHTP WHGOPMALMOHHO-00PA30BATENBHBIX PECYPCOB. [DNEKTPOHHBIN
pecypc]. URL: http://fcior.edu.ru/

68. @enepanbHBII IEHTP AJIEKTPOHHBIX O00Pa30BaTENBHBIX PECYpCOB. [DIEKTPOHHBIN
pecypc]. URL: http://fcior.edu.ru/

69 EnmHoe OKHO MocTyma K 00pa3oBaTeNbHBIM pecypcam. [DnekTpoHHBIH pecypc]. URL:
http://window.edu.ru/

3.2.4. JlonoJHUTEIbHBbIE TeYATHbIE H3JAHUS

70. Angpeesa B.U. [lenonpou3BOJCTBO: OpraHu3alus M BeleHHE: Y4eOHO-IIPAKTUYECKOe
nocobue / Auapeesa B.M1. — Mocksa: KnoPyc, 2020. — 294 c¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 21eKTPOHHBIA.

71. Amzoposa C.I1. Opraam3anus TpyAa rocyAapCTBEHHBIX U MyHUITUTIAIBHBIX CITYXKAIIUX :
yuebHoe nocodue / C.I1. Auzoposa, C.I'. ®egopuykoBa. — Mocksa : UTH®PA-M, 2022. — 160 c.
— (Bwicmiee ob6pazoBanme: bakamaBpuar). - ISBN 978-5-16-016369-7. - TekcT : 2JIeKTPOHHBIH. -
URL.: https://znanium.com/catalog/product/1151473. — Pexwum f0CTyIa: 1O MOAMHUCKE.

72. bynar P.E. JlokymeHTalMoHHOe oOecleyeHue YMpaBIeHUs MNEpCOHAIOM: yuyeOHOoe
noco6ue / P. E. bynat. — MockBa: UH®OPA-M, 2019. — 234 c. + Jlon. matepuais! [[ D1eKTPOHHBIN
pecypc]]. — (Bwicmiee oOpa3oBanme: bakanmaBpumar). - ISBN 978-5-16-010318-1. - Tekcr:
anektponHbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum noctyma: 1o
TIOJTITHICKE.

73.T'yryea T.A. KonpuaeHmamsHOe IeI0MPOU3BOICTBO: yueOHoe mocodue / T.A. 'yryesa.
— 2-e wusm., mepepab. m mom. — MockBa: MHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonansHoe ob6pazoBanme). - ISBN 978-5-16-016585-1. - Tekcr: snekrponnsii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum ocTymna: mo moamucKe.

74.T'ycapoBa M.H. Opranun3zaiiioHHO-MH()OPMAITMOHHOE U TOKYMEHTALMOHHOE 00ecIieueHne
JEeSTEIbHOCTH PYKOBOIUTENS: yueOHO-MeToaudeckoe mocodoue / M. H. I'ycaposa, C. B. T'opkymr. —
Mocksa: PTY MHPDA, 2022. — 106 c.— Tekct: anekTpoHHbi // JlaHb : 31M€KTpOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexxum moctyma: s
aBTOpU3. MOJIb30BATEIICH.
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75. JenonpousBonctBo: yueOHuk / T.A. beikoBa, JI.M. BsuoBa, FO.M. Kyxkapuna, JI.B.
Cankuna; o obml. pen. qom. T.A. beikoBoii. — 4-¢ u3 ., nepepad. u gon. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlom. matepuansl [[OnekTpoHHBI pecypc]]. — (Bricmee obpaszoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekct: 3JIE€KTPOHHBIM. -
URL: https://znanium.com/catalog/product/1014190. — Pesxum qocTymna: 1o moaImucKe.

76. Noponuna JI.A. JlokyMeHTallMOHHOE 00eCIeYeHNEe YIIPaBJICHU: YYEOHUK U MPAKTUKYM
JU1s cpeaHero npodeccuoHanbHoro oopazosanus / JI.A. Jloponuna, B. C. UputukoBa. — Mockga:
NznarensctBo FOpaiit, 2022. — 233 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-
05783-6. — Texkcrt: anexrponnsiii // DBC IOpaiit [caiit]. — URL.: https://urait.ru/bcode/473802.

77. KondunenmnuansHoe JIEJIONPOU3BOJICTBO Hu 3AIMUIICHHBIN 3JIEKTPOHHBIN
nokymeHToobopot: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Kornpamosa, A.I'. ®abpu4HOB;
nox obmr. pea. H.H. Kynsesa. - 2-e uz., nepepad. u nom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHHBepcHuTeTckas Oubimmoreka). - ISBN 978-5-98704-711-8. - Tekcr : snekrponnsii. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum 10CTya: 1O MOAIUCKE.

78. Kopuee U.K. Texuuueckue cpencrBa ymnpasienus: yueOHuk / M.K. Kopuees, I'.H.
Kcangonyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Briciiee o6pa3zoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : 3JICKTPOHHBIH. - URL.:
https://znanium.com/catalog/product/991843. — Pexwum f10cTyma: 1Mo MOAMUCKE.

79. Ky3nenos N.H. JlokymeHTannonHoe oOecriedueHre yrpaBieHHs. JJoKyMeHTOOO0OpOT U
JIeTTOTIPOU3BOICTBO: YISOHHK U MPAKTHKYM JIJIsl CpeqHero nmpodeccnonanbHoro oopasosanus / M. H.
KysnenoB. — 3-e¢ usg., nepepabd. u mon. — Mocksa: M3garenscTBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccuonanbuoe odpazoanue). — ISBN 978-5-534-04604-5. — Tekct : anexrponnsiii // IbC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/470020.

80. Ky3nenos 1.H. /lokymeHTalmoHHoe obecrieueHre ynpaBieHus IEPCOHAIIOM: YUeOHHUK U
NPaKTUKyM JJs cpeaHero mpogeccuoHansHoro obpasosanus / W. H. Ky3nemoB. — Mocksa:
NznarensctBo FOpaiit, 2019. — 521 ¢. — (Ilpodeccuonansroe odbpazosanue). — ISBN 978-5-534-
04451-5. — Texcrt : anexkrponnsiii // DBC KOpaiir [caiiT]. — URL: https://urait.ru/bcode/444432.

81. Opranusamus cekperapckoro odciyxkuanuu: DYMK / B. B. I'anaxos, O. b. Hazapenko,
[OnekTponHoe yueOHoe wusnanue]. — (Cpemnee mnpodeccuoHanbHOE oOpa3oBaHue - TeKcT:
sanektponHbii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/  Aptukyn
n3nanus: 601817641

82. IlaBnoBckas O.FO. IIpaBoBoe oOecrmeueHne KaapoBOTO JEJIOMPOU3BOJCTBA: yueOHOE
nocobue 1y By30B / O.1O. ITaBnoBckas. — Mocksa : UznatensctBo FOpaidt, 2022. — 213 ¢c. —
(Boicee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct: anexrponnsiii // 9bC FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/476289.

83. CocHoBast A. AccucreHT pykoBoautens. Jlaiipxakn mpodeccun: KHUTA-TPEHUHT / A.
CocuoBas. - Cankr-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
sanektponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum mgoctyma: 1o
HOJIIIHCKE.

84. IIumos O.B. CoBpeMeHHbIE TEXHOJOTUN M TEXHHUUYECKUE CpeACcTBAa MH(POPMATHU3ALUU:
yuebnuk / O.B. Hlumos. — Mocksa : MHOPA-M, 2022. — 462 c. + [lon. marepuaisl
[[QnexTponnblii pecypc]]. — (Cpennee mpodeccuonanbHoe obpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : anektponnsiid. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
JIOCTYTIA: TIO TIOJIITHCKE.

85. llysanoBa H.H. OcHOBBI nemompon3BOACTBA: YYCOHHK W MPAKTHUKYM IJIsi CPEIHETO
npodeccuonanbHoro oopasosanus / H.H. IllyBanosa, A.l1O. iBanoBa; mox o6mieit penakiuein H.H.
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[llyBamoBoit. — 2-e u3x., nepepad. u gon. — Mocksa: U3garensctBo HOpaiit, 2022. — 428 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-11014-2. — Tekcrt: snexTponHsbli // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/469548.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Kox u HanmenoBanue
npogeccHoHAIbHBIX U
00IMX KOMIIEeTEHIIHI,
¢dopmMupyeMbIX B paMKax
MOY.JIfl

Kpurepun oueHku

MeTtoabl OLIEHKH

I1K 1.1. OcymecTBisATh
npuém-nepenaqy
YIPaBIEHYECKON

MHGOPMAIIUH C TIOMOIIBIO
CPEICTB
MH(OPMaLIMOHHBIX U
KOMMYHHKAIIMOHHBIX
TEXHOJIOTU.

[Tonydyenue HeoOX0UMOIM
nH(popManuu 1 nepeaayda
CaHKIIMOHUPOBAHHOMN
uH(popMaLuu ¢
HCMOJIb30BAHUEM CPEJCTB
MH(POPMAIIMOHHBIX U
KOMMYHUKAIMOHHBIX
TEXHOJIOT U

KoHTpoJib BBITIONHEHUS
NPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHaJn3 ¥ OLEHKa peleHui
IpOOJIEMHBIX CUTYalUH.
[TpoBepouHbIe pabOTHI IO KAXIOU
TEME.

ATTecranus 1mo
MPOU3BOJACTBEHHOMN
MpaKTHUKE.

I1K 1.2. KoopanaupoBatb
paboTy mpueMHOI
PYKOBOAMTEIIS, 30H
IIpyeMa pa3IndHbIX

KaTeropuii oceTuresei
OpraHM3alMH.

Koopaunanust paboTsl
MPUEMHON PYKOBOIUTEIS U
30H IpU€Ma pa3iInyHbIX
KaTeropuil MoCEeTUTENEN
OopraHu3anuu

KoHTpoJIb BBITTOTHEHU S
MIPAaKTHYECKUX 3aJaHUMH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUM.
AHanu3 U OlLleHKa peleHui
MPOOJIEMHBIX CUTYalIUH.
[TpoBepounbie pabOTHI O KaXKIO0M
TEME.

ATTecTanus 1mo
IIPOU3BOCTBEHHON
IIPAKTHKE.

IIK 1.3. Bnanets
HaBbIKaMU IIJIAHUPOBAaHUA
pabouero BpeMeHH
PYKOBOAUTENS U
ceKkpeTaps.

[TnanupoBanue pabouero
BPEMEHM PYKOBOJUTEIS U
pabouero JiHs cekpeTaps

KoHTpoiib BbIOTHEHUS
MPaKTUYECKUX 3aJaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.
AHanu3 U OLIEHKA PEeLEHUI
POOJIEMHBIX CUTYALHH.
[TpoBepouHbie pabOTHI O KaXKI0M
TEME.
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ATtTtecranus 1no
MIPOU3BOJACTBEHHOMN
MpaKTHUKE.

I1K 1.4. OcyiiecTBasiTh
MOATOTOBKY JEJIOBBIX
MOE3/I0K PYKOBOJUTEIIS U
JIPYTUX COTPYIHUKOB
OpraHu3aIyH.

Opranuzanus Je10BbIX

MOE3/I0K PYKOBOIAHUTEIIS

U JIPYTHX COTPYIHUKOB
OpraHu3aIu

KoHTpoJib BbITTONTHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUU.
AHanu3 U OLIEHKa peLeHU I
MPOOJIEMHBIX CUTYAIIHH.
[IpoBepouHbIe pabOTHI IO KAXIOU
TEMeE.

ATTecranus 1mo
MIPOU3BOJICTBEHHOU
MPaKTHKE.

IIK 1.5. Baagets
croco0aMu OpraHu3aIuu
pabouero MpoCcTpaHCTBa

Opranu3zanus u noaepKaHue
(GyHKIIMOHATBEHOTO pabovero

KoHTpoJib BbINOTHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.
AHaJn3 ¥ OLEHKA peleHun
pPOOJIEMHBIX CUTYalIUH.

NPUEMHO# 1 KabuHeTa IIPOCTPAHCTBA ITpoBepouHble PabOTHI IO KAXKA0H
PYKOBOIUTEIS. TEME.
ATTecTanus mo
MIPOU3BOJCTBEHHOMN
MpaKTHUKE.
IIK 1.6.

OcymiecTBisITh paboTy 1O
MOATOTOBKE U
IIPOBEJCHUIO

KOH()EpPEHTHBIX
MEPOIIPHUATHH,
obecrieunBaTh

MH(pOpPMaLMOHHOE
B3aNMOJICHCTBHE
PYKOBOJUTENS C

Opranu3zanust moaroTOBKH U
MIPOBEICHUE BHYTPECHHUX U
BHEITHUX KOH()EPEHTHBIX
MEpONpUITHIA, 0OecrieueHne
UH(OPMAIIMOHHOTO
B3aMMOJICHCTBUS
PYKOBOJUTEIIS C
MOJIpa3ICIICHUSIMA U
JIOJKHOCTHBIMH JIHIIAMH

KOHTpOJ'IB BBITIOJIHCHU A
IMPAKTUYCCKUX 3aJIaHuil.

Y CTHBIN WIH TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHau3 ¥ OLEHKa peleHni
MPOOJIEMHBIX CUTYaIIUH.

[TpoBepounbie pabOTHI O KaXKI0M
TeMe.

ATTecrtanus 1mo

IoApa3ICICHUAMHA 1 OpraHM3aIHK MPOU3BOJACTBEHHOMN
JOJKHOCTHBIMU JIUIIAMH TpaKTHKe.
OpraHM3alMH.
IIK 1.7. Odopmiienue
KoHTpob BRITIOTHEHUS
OpraHHU3aIOHHO- .
Odopmnsth P H MIPAKTUYECKHUX 3aJaHH.
OpraHU3aIMOHHO- pactopsAUTETbHBIX . .
VY CTHBIN WM TECTOBBIN KOHTPOJIb
pacnopsiAuTeIbHbIE JOKYMEHTOB M OpraHu3aius

JOKYMCHTEI U

pa6OTI>I C HUMH, B TOM 4YHUCJIC C

TEOPETUYECKUX 3HAHUU.
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OpTraHU30BBIBATH PAbOTY C
HUMHU, B TOM YHUCJIE C

HUCIIOJIb30BaHHUCM
ABTOMATHU3UPOBAHHBIX CUCTCM

AHanu3 1 OlleHKa peleHu i
MPOOJIEMHBIX CUTYaIUH.

HCII0JIb30BAHUEM ITpoBepouHble pabOTHI IO KaXKA0H
aBTOMAaTU3MPOBAHHBIX TeMe.
CHCTCM. Attecranus 1o
MIPOU3BOJACTBEHHOMN
IIPaKTUKE.

KOHTpOb BBINIOJIHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

IIK 1.8.

OdopMIsTh TOKYMEHTBI
110 JINYHOMY COCTaBY H
OpraHM30BbIBaTh PabOTY C
HHMH, B TOM YHUCJIC C

OdopmieHne TOKyMEHTOB TI0
JIMYHOMY COCTaBy U
opraHu3aius paboThl C HUMH,
B TOM YHCIIE C

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 U OLEHKA pelleHu i
pOOJIEMHBIX CUTYalUH.

ITpoBepouHbie pabOTHI O KayK0M

HUCIOJIb30BaHUEM UCHOJIL30BAaHHUEM
TEME.
ABTOMATU3UPOBAHHBIX ABTOMAaTU3UPOBAHHBIX CUCTEM
CHUCTEM. ATTecTanus 1mo
MIPOM3BOICTBEHHOMN
MpaKTHKE.
KOHTpoJIb BBITTOTHEHHS
TIK 1.9.

OpraHu30BbIBaTh TEKYIICE
XpaHEeHHE JIOKYMEHTOB,
00paboTKy Jen Jist
OIIEPAaTUBHOTO U
APXUBHOI'O XpaHCHUA, B
TOM YHCIIE C

Opranuzanus TeKyero
XpaHEeHHUs JOKYMEHTOB,
o0OpaboTka aen ams
OIIEPATUBHOTO U apXUBHOTO
XpaHCHUA, B TOM YHCJIC C

IMPAKTUYCCKUX SaHaHHﬁ.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 U OLEHKA PEIICHUN
NpOOJIEMHBIX CUTYalUH.

ITpoBepouHble pabOTHI O KayKI0M

HUCITIOJIB30BAHUEM TEMeE.
HCTOIR3OBARIEM aBTOMaTH3UPOBA cHucTe
HUPOBAHHBIX CHCTEM
aBTOMATH3UPOBAHHBIX ATTeCTalus 1o
CHCTEM. IIPOU3BOJICTBEHHON
IPAKTHKE.

KoHTpob BbIOTHEHUS
MIPAaKTHYECKUX 3aJaHUMH.

OK 01. Y CTHBIN WM TECTOBBIN KOHTPOJIb

Br16upats crioco0Obl
penieHus 3a1a4
npodeccnoHanbHOMI
JeATEILHOCTH
NPUMEHUTEIBHO K
pa3IUYHBIM KOHTEKCTaM;

Br160op crioco0a pemenust
3a/1a4 mpodeccuoHaTbHON
ACATCIIBHOCTH IPUMECHUTEIIBHO
K Pa3JIMYHBIM KOHTEKCTaM

TEOPETUYECKUX 3HAHUU.
AHanu3 1 OLIEHKA PEIICHU
MPOOJIEMHBIX CUTYaLIUH.
[TpoBepouHbie pabOTHI IO KAXKIOM
TEME.

ATTecTanus 1mo
MIPOU3BOJACTBEHHOMN
MIPAKTHUKE.

OK 02.

Hcnons3oBaHue COBPCMCHHBIX
CpCAcCTBa MMOUCKA, aHaJin3a U

KoHTpoJib BBITTONTHEHUS
MPAKTUYECKUX 3aJaHHI.
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Hcnonb3oBars
COBPEMEHHBIC CPEJICTBA
MOKCKA, aHATIN3a U
HUHTEPIIPETAIINH
nHpopManuu, u
nH(pOpPMalMOHHbIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 3a/1a4

UHTEpHpeTanuy HHPOpMaIuy,
Y HCTIOJIb30BaHHE
UH(POPMALMOHHBIX
TEXHOJIOTUH JUISI BBITIOJTHEHUS
3a7a4 mpogecCHOHATBLHOM
JEATEILHOCTH.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 1 OLIEHKA pelICHU
POOJIEMHBIX CUTYyaIUH.

ITpoBepounbie pabOTHI IO KayKI0M
TEME.

ATTecTanus mo

. MIPOU3BOICTBEHHON
npodeccnoHaTBEHOM
MIPAKTHKE.
NeSTeTbHOCTH;
KoHTpob BBITIOTHEHUS
IIPAaKTUYECKUX 3aJIaHUM.
VY CTHBIN WK TECTOBBINA KOHTPOJIb
OK 04. TEOPETUYECKUX 3HAHUU.
D¢ dexkTnBHO AHanu3 1 OlIEHKA peIIeHH

B3aMMOJIENCTBOBATH U
paboTaTh B KOJUICKTHBE U
KOMaHJIE;

B3aumopeiictBue u pabora B
KOJIJIEKTUBE 1 KOMAaH/EC

pOOJIEMHBIX CUTYaLUH.
[TpoBepouHbIe pabOTHI IO KAXKIOU
TEME.
ATTecranus 1mo
MIPOU3BOACTBEHHOMN
MIpaKTHUKE.

OK 05.

Ocy11ecTBIATh YCTHYIO U
MIICBMEHHYIO
KOMMYHHMKAIUIO Ha
rOCy/1apCTBEHHOM SI3bIKE
Poccuiickoii denepanuu ¢
y4eTOM 0COOCHHOCTEN

Ocy1ecTBiieHrne YCTHOM U
MMACEMEHHOM KOMMYHHKaIIUH
Ha rocy/1apCTBEHHOM SI3bIKE
Poccuiickon denepaunu ¢
y4ETOM 0COOEHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO

KoHTpob BBINOIHEHUS
IPAKTUYECKUX 3aJaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUU.
AHanu3 U OLEHKA PEIIEHUN
NpOOJIEMHBIX CUTYalUH.
ITpoBepouHble pabOTHI O KayKI0M
TEME.

COMATBHOTO U KOHTCKCTa ATrecTanus 1o
KYJbTYPHOI'O KOHTCKCTAa HpOI/I3BO,Z[CTBeHHOI71
MpaKTHUKE.
KoHTpoJib BBITTONTHEHUS
MPAKTUYECKUX 3aJaHH.
Y CTHBIN WK TECTOBBIN KOHTPOJIb
OK 09. N
Hcmonap3oBanue TCOPCTUYICCKHUX 3HAHUMU.
[Tonp3oBaThCs . N
. npodeccuoHaNBHOMI AHanu3 1 OlleHKa peleHui
npodecCuoHAITBHON

JOKyMEHTaluen Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

JIOKYMEHTAllUK Ha
rOCYyIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

MPOOJIEMHBIX CUTYaLIUH.
[TpoBepouHble pabOTHI MO KAXKA0H
TEME.

ATTecTanus 1mo
MPOU3BOJACTBEHHOM
IIPAKTHKE.
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