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1. OBIIASI XAPAKTEPUCTHUKA PABOYEHA ITPOT'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

IIM.01 «OcymecTB/IeHHe OPraHU3ALMOHHOIO U
AOKYMEHTAILHOHHOI'0 00ecrneYeHHs 1esiTeIbHOCTH
OpraHu3anuu»

1.1. e 1 MecTO NMpodecCHOHATBHOT0 MOAYJISA B CTPYKTYpPe 00pa3oBaTeibHOI
NMPOrpaMMbl:

Iens  Moamymst:  ocBoenne  Buma  gestenbHoctd  [IM.O1  «OcymectBienue
OPTraHU3aIMOHHOIO U IOKYMEHTALMOHHOTO 00eCIeueH s IeITeIbHOCTH OpraHu3aium».

[IpodeccronanbHblii MOAYJdh BKJIIOYEH B 00s3aTelIbHYI0 4YacTh 00pa30BaTEbHOM
IPOTPaMMBI.

1.2. lInanupyemMble pe3y/ibTAaThl 0CBOEHHS NMPO(eCcCHOHATBLHOTO MOIYJIS:
B pe3ynbrate ocBoeHUs MpodecCHOHATBHOT0 MO 00Y4aIOIUNCs JOKEH:

Koo YMmetTh 3HATH BaageTn HaBLIKAMH

OK,

IIK

OK.01 | pacno3HaBarh 3ajady W/WIH | aKTyaJIbHBINA -
npobiemy B | mpodeccroHaTbHBIN u
poeCCHOHAIPHOM ~ W/WJIM | COIIMAIBHBIA KOHTEKCT, B
COLIMAJIEHOM KOHTEKCTE; | KOTOPOM MPUXOAUTCS
aHaAJIM3UPOBATh 3amaqy | paboTarhb u KUTb;
u/unm npooiieMmy U | OCHOBHBIE HUCTOYHUKHU
BBIICTAT, €€ cocTaBHbIEC | MHHQOPMALIUK U PECYPCHI
YacTH; OMNPEAENATh JTambl | JUIs pEIIeHUs 3a1ad U
pelleHns 3a/layM; BBISBIATH | poOIeM B
U 3pQPEeKTUBHO  HUCKaTh | MPO(ecCHOHATBHOM W/WIH
uHpopmMaIuio, COLIMAJIbHOM KOHTEKCTE;
HEOOXOIMMYIO JIJISl PEIICHUS | aITOPUTMBI  BBITIOJTHEHUS
3aauyd  W/uiam - TpoOJeMbl | paboT B
COCTABIIATh IJIAH JAEUCTBHS | MPO(heCcCCHOHATBLHON u
OTpeeATh HEOOXOAMMBIC | CMEKHBIX o0JacrTax;
pecypcesl; BIIAJCTh | METOJBI paboThI B
aKTyaJbHBIMU MeToJlaMu | TpodecCuOHANBHOM u
paboThI B | CMEXHBIX cdepax;
npogeccuoHaTbHON U | CTpYKTYypy IUIaHa  JJs
CMEXHBIX chepax; pelieHus 3ajad; MOpsSI0K
pean30BhIBATh OIICHKH pe3yIbTaTOB
COCTaBJICHHBIN IUIaH; pelieHus 3a1aqy
OLICHUBATh  PE3yJabTaT U | IPO(HEeCCHOHATBLHOM
MOCITIEACTBUS CBOMX | JESITeIbHOCTH
NEeUCTBUN (CaMOCTOSITETLHO
Wi c MTOMOIIbIO
HAaCTaBHHKA)

OK.02 | onpenensTh 3amaud Ui | HOMEHKJIATypa -
MTOUCKA nHpopmanuu; | ”HHOPMAITHOHHBIX
OIIpeNeNIATh HEOOXOJUMBbIE | HICTOYHHKOB,

MCTOYHUKU MH(OpMaLIUN MPUMEHSIEMbIX B
IUTAHUPOBATH nporecc | npodeccuoHaIbLHON
MOKNCKA, CTPYKTYPUPOBATh | ACSTEIbHOCTH
MOJIy4aeMyi0 HH(POPMAIIHIO; | TPHEMBI

BBIJIETISITh HauboJjee | CTPYKTYpUPOBaHUS
3HaYNMOe B nepeuHe | nHpopMauu




uHpOopMaIuu
OLIEHUBATh  MPAKTHUYECKYIO
3HAUUMOCTh  PE3YJIbTaTOB

MIOMCKa, oopmIIATH
PE3YIIbTATHI ITOMCKA,
HpI/IMeH}ITB CpeI[CTBa
WH(POPMAIMOHHBIX;

TEeXHOJIOTUH AJI1 pCHICHUSA
npo¢eCCHOHANBHBIX ~ 3ajad;
UCIOJIb30BaTh COBPEMEHHOE
nporpaMMHoOe 00ecTIeueHHE;
HUCITOJb30BATh Pa3INYHBIC
nuudpoBbie  cpeacTBa IS
peenus
poeCCUOHATBHBIX 3a]1a4

¢dopmar oopmienus
pe3yibTaToB TIOMCKa
uHpopmanuu,

COBpEMEHHBIE CpElICTBA U
yCTpOMCTBA
uHpOpMaTU3ALUU
MOPSIZIOK MX TIPUMEHCHUS
u POrPaMMHOE
obecrnieueHue B
npohecCHOHATBLHOM
NEeSTeIbHOCTH B TOM
YHCcle C MCIOJIb30BaHUEM
U (pOBBIX CPEACTB

OK.04

OpraHU30BHIBATH pabory
KOJUIEKTHUBA U KOMaH bl
B3aUMOJCUCTBOBAThL C
KOJUJIETaMH, PYKOBOJCTBOM,
KIINCHTAMHU B X04e
npodecCuoOHATBHON
ACATCIIbHOCTHU

MICUXOJOTHYECCKHE OCHOBBI
NCATCIIBHOCTHU

KOJIJICKTHBA,
TICHXOJIOTHYECKHE
0COOEHHOCTH JTUYHOCTHU
OCHOBBI MPOEKTHOM
NCATCIIBHOCTHU

OK.05

IrPaMOTHO W3JaraTh CBOU
MBICITH u opopMIIATH
JTIOKYMEHTBI 1o
npodecCuoHATBHON

TeMaTHKe Ha
TOCYJapCTBEHHOM  SI3BIKE,
MPOSIBIISATH TOJEPAHTHOCTH B
paboyeM KOJUICKTHBE

0COOCHHOCTH
COILIMAIBHOTO "
KYJbTYPHOTO KOHTEKCTA,;
npaBuia oopmIIeHUS
JOKYMEHTOB
U TIOCTPOCHHS  YCTHBIX
Co0O0IIeHn

OK.09

IMOHUMATh OOIIUH  CMBICI
94EeTKO MIPOU3HECEHHBIX
BBICKa3bIBAHU U Ha
W3BECTHBIE TEMBI
(mpoeccroHabHBIE u
OBITOBEIC), MOHUMATh
TEKCThI Ha 0a3oBble
po¢eCCuOHATBHBIC TEMBI

y4acTBOBaTh B JUAIOrax Ha
3HAKOMBIE oOmme u
npodeccnoHaNbHBIE TEMBI;

CTPOUTH IPOCTHIC
BBICKa3bIBaHUsI O cebe u O
CBOEH  TpoQeCCHOHATBHOU
NeSITeNbHOCTH; KpaTKO
00OCHOBBIBaTh U OOBSACHATH
CBOU JeWcTBUS (TEKyIiue U
IJIAHUPYEMBbIE); M1caTth
MPOCTHIC CBSI3HBIE
COOOIIlEHU HAa 3HAKOMBIE
WIH WHTEPECYIOIIHE
po¢heCCHOHATHHBIC TEMbI

paBmIIa MOCTPOCHUS
OPOCTBIX U CIOXKHBIX
MPEJI0KEHU I Ha
po¢eCCHOHATBHBIC TEMBI
OCHOBHBIE
001eynoTpeOuTeIbHbIC
rimaronsl  (ObITOBast
npodeccuoHaIbHAs
JIEKCHUKA)

JEKCUYECKUH  MHHUMYM,
OTHOCSILHUICS K OIIMCAHUIO
pEeIMETOB, CpPEACTB U
IIPOLIECCOB
npodecCHOHATbHON
JESITEIIbHOCTH
0COOEHHOCTH
MPOU3HOIICHHUS

paBWJIa UYTEHUS TEKCTOB
npodecCuoHANBLHOM
HAIPaBIEHHOCTH

K 1.1

UCTIOJIh30BATh cpeacTBa
MH(pOPMaIMOHHBIX "
KOMMYHHKAITHOHHBIX

HOPMATHUBHBIE TPaBOBBIC
aKThI Poccuiickoit
Oenepariii = B cdepe

MOJTy4YEeHHUS
He00X0o MO
uHpOopMaIuu u
nepenadn




TEXHOJIOTUH IJIs MONTYYCHUS
U Tiepeaaun nHpopManuu;
BECTH UM MHCIIONb30BaTh B
pabore 0a3y KOHTaKTOB
OpraHu3aluiy;

BECTH YUYETHBIE
perucTpanoHHsie  (HOpMBI,
UCIONIb30BAaTh WX JJIA
MH(POPMAIIMOHHOHN pabOTHl U
paboThl  TO  KOHTPOJIIO
WCTIOJIHEHUS TTIOPYUCHU;
YCTaHABIIMBATh u
MO/IJIEP>KUBATh
KOMMYHHKAIIUU B Tpoliecce
JeIOBOr0  OOWEeHHs ¢

MIOMOIIBIO CpencTB
MH(POPMALMOHHBIX u
KOMMYHUKAI[HOHHBIX
TEXHOJIOTHH;

CTJIQKUBATh  KOH(MIMKTHBIC
U CIOXHBIC  CHUTyalluu
MEXITHIHOCTHOI'O
B3aHMOJCHCTBUS;
co0oaTh CITy’KeOHBII
JTHUKET;

obecneunBaTh
WH(pOPMAITUOHHYIO
0e30IMacHOCTD JEATEIbHOCTH
OpraHM3aIlH.

UH(POPMALIMOHHBIX u
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHii;

CTPYKTypa OpraHU3aIlvH,
e€ 3aaun ¥ PyHKIINU;
npaBuia MIPOBEACHUS
JIETIOBBIX TIEPETOBOPOB;
9THKA JEJIOBOI0 OOILIEHNUS,;
npaBuia peveBoro
JTHKETA;

nmpaBuja TOAACPKAHUS U
pa3BUTHSA
MEKITMYHOCTHBIX
OTHOIIICHU;

TpeOOBaHUS OXpaHBI
Tpyza.

CaHKIIMOHUPOBAaHHOMN
uHpopMaIu C
HCIOJIb30BaHUEM
CpeAcTB
nH(pOpPMaIMOHHBIX u
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUHI

K 1.2

BCTpEYATh MOCETUTEIEH,
I10JIy4aTh IIEPBUYHYIO
nHpopMaIuio 0
MOCETUTENIAX,

YCTaHaBIIMBATh MOPSTIOK

npuémMa Uil pa3iIMuYHBIX
KaTEropuil MOCETUTENIEH;
BECTH y4ETHBIE
pEerucTpanioHHbIle  (OPMBI
[0 NpUEMY IOCETUTEIIEH U
oopMIIATH ITponycKa;
BECTH IIpUEM, Iepenady H
OTIIPaBKY IOKYMEHTOB;
OpPraHHU30BBIBATH u
OpOHHPOBATh MEPETOBOPHBIE
KOMHATBI;

CEpBUPOBATH YyalHbIE
(xodeitabie) cToNbI B oduce;
IPUMEHSTh B pabote
cpeacTBa UH(POPMAIIMOHHBIX
u KOMMYHHUKAITHOHHBIX
TEXHOJIOTHUH; MPUHUMATh
MEpbl 1O  COXPAaHEHUIO
KOH(pHUACHITHATHHON

uHpOopMaIu B xoJe

IIpUuéMa IOCETUTEIICH.

HOPMATHBHBIC  TIPABOBBIC
aKThI Poccuiickoit
denepau 1O 3alUTE
uHpopmanuu u padore ¢
oOpaleHus MU TpaxkiaH;

CTPYKTypa OpraHU3alliu U
pacrnipenenenne  (GyHKIUH
MEXITY CTPYKTYPHBIMHU

0Ipa3eICHUIMHU "
CICIHAITICTaMU;

paBHIIa OpTaHH3aIIH
npuéma moCeTUTENEH;
ITHKET " OCHOBBI
MEXKTYHApOTHOTO
MIPOTOKOJIA;

9THKA JEJOBOI0 OOILIEHNS,;
npaBuia peueBoro
ITHKETA.

paBHIIa CCPBHUPOBKH
yaitHOTO (xodeitHOrO)
CTOJNa;

TpeGoBaHUS OXpaHBbI
TpyJa.

KOOPAMHALIUHI paboTsI
NPUEMHON PYKOBOIUTEIA

u 30H npuéma
pa3IMYHBIX  KaTEropHil
MMOCETUTENIEN
OpraHu3ayu




IIK 1.3 | BoiGupars (opmBbI | HOpMaTHBHBIE —TPaBOBbIC | INIAHUPOBAHHS PAOOYETO
TJTAaHUPOBAHUS U | aKThI Poccuiickoii | BPEMEHH PYKOBOIUTEIS
opopmiATh  MIAHUPOBIIKK | Denepanuu B chepe | 1 pabouero AHA
(opranaiizep) pykoBoauTens | ”HGOPMAIIMOHHON cekperaps
U CeKpeTaps; 0e30MacHOCTH;

YCTaHABIIMBATh LeNy, | CTpyKTypa H crnenuduka
OIIpeNeNATh OCHOBHOH  JI€ATEIBbHOCTU
MIPUOPUTETHOCTh U | OpraHu3aluy;
OYEPEAHOCTD  BBINOJIHEHUS | OCHOBBI yIpaBJICHUS
pador m  5P(EKTUBHO | BpemeHeM;
paclpenesATh pabouee | mpapma MPOBEICHUS
BpeM:L, JIETIOBBIX TIEPETOBOPOB;
COIJIacOBBIBATb BCTPEYH M | 3THKa JCJOBOTO OOIICHUSE:
MEPONPUATHA M BHOCHTD | tpeGoBaHUs OXpaHbI
uHpOpMaIIHIO B | tpyna.

TUTAHUPOBIIHMK

(opranaiizep);

UH(POPMHUPOBATH

PYKOBOIMTENS 0

OpUOIMKEHUH BpPEMEHU U

periaameHTe

3aITAaHUPOBAHHBIX BCTPEY U

MEpPOIPHUSTHH;

BBIOMpATh ONITUMAJIbHBIE

CHOcOObl ~ BHEIIHEr0 U

BHYTPEHHETO

nH(pOpMUpOBaAHUS 0

TUTAHUPYEMBIX

MEPOTPUATHSIX;

obecrieynBaTh

WH(pOPMAITUOHHYIO

0€30MaCHOCTb JIeATEbHOCTH

OpraHu3alINy;

MIPUMEHSATH B pabore

cpeacTBa MH(POPMAITMOHHBIX

" KOMMYHHKAITHOHHBIX

TEXHOJIOTHH.

IIK 1.4 | cocraiste ¥ OQOPMIATH | HOPMATHBHBIE — IPABOBbIE | OPTaHU3ALMU  JIETIOBBIX
JOKYMEHTBI JUISl JIEJIOBBIX | aKThI Pocculickoii | TOE3A0K  PYKOBOIUTENS
MOE3JI0K; ®denepannn B chepe | 1 IPYTHX COTPYIHHKOB
OCYIIECTBIIATE TpeBeI- | OpraHu3aIuu JIEJIOBOM | OpTaHHU3alUU
HNONACPKKY JEIIOBBIX | IIOC31IKH;

MOE3/0K; HOPSIOK  TOJATOTOBKH U
COTJIACOBHIBATh ¢ | JOKyMEHTHPOBAHUS
IPUHHUMAIONIEH  CTOPOHOI | J€NIOBOH MOE3/IKH;
MIPOTOKOJT IUTAHUPYEMBIX | MHTEpHET-Pecypcsl s
MEpPOTPUITHIA U | OCYIIECTBIICHUSI  TPEBEJ-
dbopMHpOBaTE  TPOTPaMMY | MOAJICPKKHU JIeTTOBBIX
JIeTIOBOM TOE3/IKH; M0€3/10K;

UCIOJIb30BATh CpEZICTBa | ATUKET " OCHOBBI
MH(OPMALIMOHHBIX U | MEXIyHapOJHOTO
KOMMYHHUKAITHOHHBIX MIPOTOKOJIA;

TEXHOJIOT Ui IJIS | 3THKA JEI0BOr0 OOIIEHUS;
obecrieueHus TpeOoBaHUS OXpaHbI
B3aMMO/JICHCTBUS ¢ | Tpyna.




PYKOBOAUTEIEM BO BpeMs
€ro JICIIOBOM ITOC3/IKH;

oopmIATh OTYETHBIE
JTOKYMEHTBI O  JE€JIOBOM
MIOE3JKE.

IIK 1.5 | opranusoBbiBath  pabouee | TpeGOBaHUs OXpaHbl | OPraHU3aIN u
MECTO B COOTBETCTBUU | TPYyJa, IPOU3BOACTBEHHOM | NOAIEPKAHUSA
C TpeOOBaHUSIMU | CAHUTApUH, (GYHKIIMOHATILHOTO
OPrOHOMUKH H KYJIBTYPHI | IPOTUBOMOKAPHON pabodero mpocTpaHcTBa
Tpyna; 3aIUTHI;
obecrieunBaTh pabouee | OCHOBBI MPaBUIILHON
MECTO ¥ (YHKIMOHAJIBHOE | OpraHu3aluu  Tpyda H
pabouee MPOCTPAHCTBO | METOJIbl TIOBBIIIEHUS €r0
HEO0OXOTUMBIMH a3 exTUBHOCTH;

CpeacTBaMu BH/bl  OPraHU3ALMOHHOMN
OPraHu3alMOHHON TE€XHUKH, | TEXHUKH Hu MOPSIIOK
MeOENbI0 M KaHLETAPCKAMH | pabOTHI C HEM.
MPUHATICKHOCTSIMU;

MOJJIEP’KUBATh CpeacTBa

OPraHu3alMOHHON TEXHUKHU

B pab04YeM COCTOSIHHH.

IIK 1.6 | opranu3oBeIBaTh  MPOLECC | HOPMATHBHBIE — IIPABOBBIE | OPraHU3ALUM
MOJATOTOBKA U TPOBEICHUE | AKThI Poccwuiickoit | HOATOTOBKH U
KOH(EPEHTHOTO Oenepariii = B cdepe | MPOBEICHUS
MEPOIPUATHS uH(pOpMAaIINK; KOH(EpPEHTHBIX
WHIUBUIYAIBHO KOMILIEKC MEpPOTPHUATHH,

M B cocraBe pabouel | opraHu3aLUOHHO- oOecreueHus
TPYIIIIEL, TEXHUYECKUX MH(pOPMAIOHHOTO
JNOKYMEHTUPOBATh  Pa3HbIC | MEPOIPUATUN 1o | B3aHMOJICHCTBHUS
3Tanbl MPOLEAYPHI | TTIOJAITOTOBKE n | PYKOBOAUTEIA c
IIOATOTOBKM M MPOBEACHHUSA | IPOBEICHUIO noapasacjICHUAMHA u
KOH(EpEeHTHOT O KOH(EPEHTHBIX JAOJDKHOCTHBIMH  JIMLIAMHU
MEpPOIPUATHS, MEpONPUATHIA; OpraHu3alnn
coOmro1aTh STHUKET U | mpaBuiIa oopmIIeHUS
OCHOBBI ~ MEXIYHApPOJHOIO | TOKYMEHTOB,
IIPOTOKOJIA,; CO3/1aBa€MbIX
OCYLIECTBIATh cbop, | B IPOIIECCe MOATOTOBKH U
00paboTKky  MH(pOpManuu, | IPOBEACHUS
CUCTEMAaTU3AIHIO KOH(EPEHTHOTO
MOJIy4aeMBbIX U | MEPOIIPUATHS;
nepeiaBaeMbIX JaHHbIX; TUKET u OCHOBBI
OCYILIECTBIISTh IPOBEPKY | MEXKAYHAPOIHOTO
JIOCTOBEPHOCTH,  IIOJIHOTBHI | TPOTOKOJIA;
u HENPOTUBOPEUUBOCTHU | ITHKA JETOBOTO OOIIECHUS;
HaHHBIX, HCKIIFOYCHHUC | COCTAaB  BHYTPCHHHUX H
TyOTupOBaHUS BHEIITHUX
uHpopmaruu; MH(pOPMALMOHHBIX
MPUMECHSITh MOTOKOB;
MH(OPMAIMOHHO- CTPYKTypa OpraHU3alMu U
KOMMYHUKAITUOHHBIC MOPSAAOK B3aUMOJICUCTBHUS
TEXHOJIOTUH. MOJIpa3/IelICHuU;
MeTOAbl  O00paboTKH U
3aUTHl  MHQOpMAIUA C
MPUMEHEHHEM CPEICTB

nH(})OPMAITMOHHBIX "




KOMMYHUKAIITMOHHBIX

TEXHOJIOTHIA;
TpeGoBaHUS OXpaHBbI
TpyJa.

IIK 1.7 | cocraBmsTh IPOEKTHI | HOPMATUBHBIE  MPABOBbIE | OPOPMIIEHHUS
OpraHu3alMOHHBIX, aKThI Poccuiickoii | OpraHM3aliMOHHO-
pacnopsAIUTENBHBIX u | @eneparii B cdepe | paCIOPSIAUTEIBHBIX
MH(pOpPMaIMOHHO- JeJI0NpOU3BOACTBA; AOKYMCHTOB Hu

CIPaBOYHBIX JIOKyMEHTOB, B
TOM 4HCIE JOKYMEHTOB,
coZiep KaIIIX
KOH(PHUACHITHATHHYIO
uHpopManuoo; 0pOpMIATH
OpraHHU3aIOHHO-
pacropsIuTeIbHbIe
JOKYMEHTHl (OpUTHHAIBl U
KOIIHHN);

CKaHHPOBATh, KOMUPOBATH U
KOHBEPTUPOBATh
JOKYMEHThl B pa3JIUYHbIC
dbopmarsr;

OCYIIECTBIIATh POBEPKY
MPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHE MpaBUIIaM
JeTIOTIPOU3BOICTBA;
OpPUHUMATh M TPOBOAUTH
MIePBUYHYIO 00paboTKy
BXOJIAIIUX JTOKYMEHTOB;
MIPOBOAUTD
MpeIBAPUTEIILHOE
paccMOTpeHHE BXOIAIIMX U
BHYTPEHHUX JIOKYMEHTOB;
PETUCTPUPOBATh BXOAALINE,
UCXOJSIINEe U BHYTPEHHHUE
JOKYMEHTHI,
KOHTPOJIHPOBATh
MapuIpyTHU3aLHUI0
JOKYMEHTOIIOTOKOB B
OpraHu3aIu
(cormacoBanmue,
MOJIMCAaHUE, YTBEP)KICHHUE,
perucrparus,
O3HAKOMJICHUE u
HCIIOJIHEHUE IOKYMEHTOB) ;
OCYLIECTBJIATh  CPOKOBBIN
KOHTPOJIb UCIIOJTHEHUS
JIOKYMEHTOB;
OCYILIECTBISATh MOJTOTOBKY
U OTIPaBKy  HMCXOJISIIUX

JIOKYMEHTOB;
COCTAaBIISITh OTUYETHI u
aHAJIMTUYECKUC CIIPaBKHU
00 HCIIOIHEHUHI
JIOKYMEHTOB;

BECTH WH(pOPMaIMOHHO-

JIOKaJIbHbIe HOpPMaTHBHBIE
aKTHI,
periaMeHTHpYIOIIHe
JESATENBHOCTD CITY>KOBI
JIEJIONPOU3BOACTBA H €€
pabOTHUKOB,
OpraHH3aIII0 BEJICHUS
JIEJIONPOU3BO/ICTBA;
COBpPEMEHHbIE
UH(POPMAaLMOHHbIE u
KOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH,
MPUMEHSIEMbIE

B paboTe ¢ JOKyMEHTaMHu;
CTPYKTypa OpTaHU3allHH,
PYKOBOJICTBO
CTPYKTYPHBIX
noJpaszieNieHuil, o0Opasibl
MMOAIINCEH JIUI, WMCIOIINX
npaBo  MOANMHUCAHUSA U
YTBEPKACHUS
JIOKYMEHTOB,

U OrpaHUYEHHUs 30H HX
OTBETCTBEHHOCTH,
IpaBUJIa PYCCKOTO S3bIKA;
TpeOOBaHUS OXpaHBI

Tpyza.

opranuzanusi pabdoThl C
HUMH, B TOM 4HCIE C
HUCIIOJB30BaHUEM
aBTOMATHU3UPOBAHHBIX
cHCTEM




CIIPaBOYHYIO paboty
0 JIOKyMEHTaM;
OCYIIECTBISTH  paboTy €
OpraHU3aIMOHHO-
pacnopsIUTeIbHBIMU
JTOKyMEHTaMH

B aBTOMATU3UPOBAHHBIX
CHCTEMaX.

K 1.8

obecrieunBaTh COXPaHHOCTH
MEePCOHANBHBIX TAHHBIX
PabOTHHKOB;
OpPraHU30BBIBATH
JIOKYMEHTOO0OpPOT o
MPEJICTABICHHUIO
JOKYMEHTOB 0 IEpPCOHATY
B FOCY/IapCTBEHHBIE OPTaHbI;
OpraHU30BBIBATH
JOKYMEHTOOOOPOT MO Y4ETY
U IBMXKCHUIO PaOOTHHUKOB;
BECTM  BOMHCKHHM  YY€T
paOOTHHKOB;, BECTH YUET
pabouero BpPEMEHU
pabOTHUKOB,;

oopmIATH
OpraHU3aIOHHO-
paciopsANTENbHbIC
JOKYMEHTBl 10 JIMYHOMY
COCTaBYy; BECTH
pETHUCTpaNHIO, YYET,
OTepaTHBHOE XpaHeHue
JOKYMEHTOB IO JIMYHOMY
COCTaBYy; BECTH
JOKYMEHTAIHIO,
MIOJITBEPKTAIOLTYIO
CBEICHUS 0 TPYyAOBOM
NESITENbHOCTH U TPYAOBOM
CTaxke pabOTHUKOB;
(dbopMUpOBATh JTUYHBIE JeTa
PabOTHHKOB; ohopMIIATH
JeNna 1Mo JUYHOMY COCTaBY
TUISE nepenayu
B apXUB OpraHHU3aIuy;
paboTtath co
CHelHaTN3UPOBAHHBIMU
MH(POPMAIIMOHHBIMH
CUCTEeMaMHU u 6azamu
JAHHBIX II0 BEJAEHUIO YYETa
Y JIBWDKEHUIO paOOTHHKOB.

HOPMAaTUBHbIE IPaBOBBIE
aKThI Poccuiickoi
Oenepariit = B cdepe
TPYIOBBIX OTHOILICHU;
JIOKaJIbHbIE HOpPMaTHBHBIE
aKTHI,
periaMeHTHpYIOIIHe
TPYJOBbIE OTHOILICHUS;
COBpPEMEHHbIE
UH(POPMALIMOHHO-
KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH,
pUMEHseMbIE B padboTe C
JOKYMEHTaMH TI0 JTUYHOMY
COCTaBy;

CTPYKTypa OpTaHU3aIlHH,
PYKOBOJICTBO
CTPYKTYPHBIX
MOApa3IeJICHHUI;

npaBmIia
JIeIONPOU3BO/JICTBA;
MpaBHJIa PYCCKOTO S3bIKA;
JTHKA JCI0BOr0 OOIICHNUS;
TpeOOBaHMS OXpaHBI
TpyZa.

odopmiteHus
JTOKYMEHTOB TIO INIHOMY
COCTaBy WM OpraHHU3aIluu
paboThl C HUMH, B TOM
YHCIIe C UCTIONB30BaHUEM
aBTOMAaTH3MPOBAHHBIX
CUCTEM

MK 1.9

paszpabaThIBaTh
HOMEHKJIATYPY aen
OpraHu3aINH;

MPOBEPATH  MPABHILHOCTH
oopmIleHUsT TOKYMEHTOB U
OTMETKHU 00 WX UCTOJIHECHUH
nepea ux GOpMHPOBAHUEM B

HOPMATHUBHBIE TPaBOBBIC
aKThI Poccuiickoit
Oenepariui = B cdepe
JIeTTOTIPOU3BOICTBA "
apXUBHOTO JIeTIa;
JIOKaJbHbIE HOPMATHUBHBIC
AKTHI,

OpraHu3ali  TEKYIIETO
XpaHEHHsI TOKYMEHTOB,
oOpaboTku  genm s
OIEepaTHBHOTO u
apXUBHOI'O XpaHEHWs, B
TOM qHCIIe c
HUCITIOJIB30BaHUEM




N0 Uil MOCIIENYIOIEro
XpaHEHUs; ¢dbopmupoBaTh
nena, KOHTpPOJINPOBATh
MpaBUIILHOE u
CBOEBPEMEHHOE
pacnpezeneHue u
MOAIIMBKY JOKYMEHTOB B
Jena B COOTBETCTBHHM  C
HOMEHKJIaTYpOM JIelT;
MIPOBEPSTh CPOKU XPAHEHUS
JOKYMEHTOB, COCTaBJISITh
MPOTOKOJI paboThI
SKCIEPTHOM KOMHUCCHUM 10
MIOATOTOBKE JOKYMEHTOB K

nepenaye B apXUB;
COCTaBJIATh aKT 0
BBIACJIICHUU K YHI/I‘ITO)KQHI/IIO
JTOKYMEHTOB, HE
MOJIISKAIUX XPAHCHUIO,

COCTaBJIATh aKT 00

YHUUYTOKEHUU JOKYMEHTOB;
OCYILIECTBIISATh TOJHOE WU
JacTU4YHOE O(hOpMIICHHUE JeT
BPEMEHHOI0, TOCTOSHHOTO,
JOJTOBPEMEHHOTO  CPOKOB
XpaHEHUS;
COCTaBJISITh
CTPYKTYPHBIX
MOJIpa3IeICHUI
MIOCTOSIHHOTO,
JOJITOBPEMEHHOTO  CPOKOB
XpaHeHUs JUIsl Iepeaadu Jel
B apXUB OpraHU3aIuH;
MPUMEHSITh
MH(pOpPMaIMOHHO-
KOMMYHHKAITNOHHBIE
TEXHOJIOTHH TIpH paboTe C
JIOKYMEHTaMH.

OIIMCH A€l

pernaMeHTHPYIOIIHE
BEJICHHE
JIeTTOTIPOU3BOICTBA "
nepegavdy Jel B apXuB
OpTraHH3aIny;

BUIBl HOMEHKJIATYp eI,
obmme  TpeboBaHUS K
HOMEHKJIaType e,
MOPSIIOK pabOTHI C HEH;
opsiIoK (HOPMUPOBAHUS U

oopmienus nel,
crenuduka
dbopmupoBaHus
OTIENbHBIX KaTeropuu
(SN

IpaBWJia XpaHEHUs Jell, B
TOM YHCJIE C TOKYMEHTAMH
OTPAaHUYEHHOTO JI0CTYIIA;

ImpaBujia BblIJa4u n
HCIIOJIBb30BaHUA
JOKYMCECHTOB nus3

c(hopMUPOBAHHBIX JICIT;

MOPSIZIOK  MCTIOJIb30BAHUS
TUITOBBIX 50)07%0
BEJIOMCTBEHHBIX TMEpeYHEN

JIOKYMEHTOB,
ornpezeneHus CPOKOB
XpaHEeHUss B  TpoIriecce
JKCIIEPTHU3BI LEHHOCTHU
JTOKYMEHTOB;

BUEI onuceun nen
OpraHW3alil W TOPSIOK
paboTsl

C HUMU;

TpeGoBaHUS OXpaHbl
Tpyaa.

ABTOMAaTU3UPOBAHHBIX
CUCTEM

2. CTPYKTYPA U COAEP KAHUE MPO®ECCUOHAJTBHOI'O MOJYJISA

2.1. TpynoeMKOCTb OCBOEHHSI MOTYJIst

N B 1.4. B popme
HaumeHOBaHUe COCTABHBIX YacTeil MOXYJIs O0BeM B yacax
NPAKT. NOATOTOBKH
Y4eOHbIe 3aHATHS 584 392
KypcoBas pabota (mpoekr) 32 32
CamocrosTenbHas paboTta 164 164
IlpakTuKa, B T.4.: 108 108
yaeOHast 36 36
MPOU3BOJICTBEHHAS 72 72
[TpomexxyTouHas aTTecTarus 12 12
Bcero 766 392




2.2. CTpykTypa npogecCHOHATBLHOr0 MOLYJIsI

Kox OK, TIK <
S o = s =
Z 2 % = E
3 = 0 o >
2] <
: | 5| E|E| 8 5|8
< X = T < = i
S 3 = o < < <
HanMeHOBaHHUS pa3/ienoB Beero, | £ 2| = X 8 Tz & | E
po(eCCHOHATLHOr0 MOAYJIS |  dac. % ; = 2 g o:) Y ﬂé
S| 81858 ¢|%8]&
P o & 8 3) o =
. 5 e o ] o) )
5 > =9 = =
. |8 8| |2
a =
1 2 3 4 5 6 7 8 9 10
K 1.7 Paznen 1. 306 | 162 | 270 | 270 | 32 | 30
JIoKkyMeHTHUpOBaHUE U
opraHu3anys paboTsl ¢
ouIMaTEHBIMU
JOKYMCHTaMHU
1K 1.1 Pasnen 2. Opranuzanus 110 88 | 110 | 110 - -
paboTHI C TOKYMEHTaMH B
aBTOMATH3UPOBAHHBIX
crcTeMax
1K 1.2 Paznen 3. Opranu3zanuonnoe 116 70 | 108 | 108 | - 8
oOecrieueHne IeATeIbHOCTH
OpraHu3aIyu
1K 1.8 Paznen 4. 114 72 94 94 - 14
JIOKyMEHTUPOBAHUE U
opraHu3arus paboTsI ¢
KaJIPOBBIMHU JIOKyMEHTaMH
VYyeOHast mpakTHKa 36 36 36
IIpousBoacTBEeHHas NMpakTUka | 72 72 72
IIpoMexyTouHas aTTecTalusl 12 12
Bcezo: 766 | 392 | 766 | 584 | 32 | 164 | 36 | 72




2.3. Conep:xanue npogecCHOHATIBLHOT0 MOIYJIs

HauMmeHoBaHnue
Pa3aeyoB U TeM

Conep:xanue u (pOpMBbI OPraHU3ANNY AeSITETLHOCTH 00yYAIOIINXCS

O0beM, akaja. 4/ B ToM
yncie B popme
NMPaKTHYeCKOi

MOATOTOBKH, aKa/. 9

Koapbl koMmeTeHIui,
¢opMupoBaHUIO KOTOPBIX
CIoOCcoOCTBYET IJI€eMEHT
MPOrPaMMbI

1

2

3

4

Pa3nesa 1. JlokyMeHTHPOBaHHE H OPraHHU3alus padoTsl ¢ 0PUIHATBHBIMHE JOKYMEHTAMH

270

MJK 01.01 lokymMmeHTAlIHOHHOE 00ecriedeHue yIpaBJIeHUus

Tema 1.1.
OcHOBHbIE OHATHS,
TEPMHUHOJIOTHS H
onpeeeHust

Coaep:xanue

10

Tlonstue o nuciumuinHe. cropuieckoe pa3BUTHE U COBPEMEHHOE
COCTOSIHUE JIETIONIPON3BOACTBA. B3anMoCBsI3b HH(pOPMALIUK U TOKYMEHTA.
@YHKINHY ATONPOU3BOIUTENS B annapare ynpasieHus. [lonsaTue o
nokymente. OyHkmm qokymeHTa. [Ipodeccrnonanbable TEPMHUHBI 1
ompeneneHus. YHuUKaus u cranaaptuzanust. CHCTEMBbl JOKYMEHTALUH.
Cucrema OP/I. 'ocynapcTBeHHbIE cTaHAApTH Ha cuctemy OPJI.
Knaccudukaius nokymeHtoB. bymara nokymenra, e€ gpopmarsl.

10

B Tom uncie NPaKTHYCCKUX U ﬂaﬁopaTopmﬂx 3aHATHUI

22

Dopmyisip-oopazen. CXxeMbl pacroioKeHNsT PEKBU3UTOB JIOKYMEHTOB U
rpa”uIlBl 30H Ha popMate A4 Mpoa0IHHOTO B YTIIOBOTO OJaHKOB

K 1.7

Tema 1.2.

IIpaBuna opopmitenust
pexBuszutoB OP/I.
NudopmanuonHo-
CIPaBO4YHbIE
JOKYMEHTBI

Coaep:xkanue

12

brank, Bunbl 61aHkoB. PekBU3UTEI 0011IeTO OJ1aHKa U IIpaBHIIa €T
odopmiieHus. YTI0BOH 1 MPOAOIbHBINA BapuaHThl. PeKBU3UTHI OaHKa
KOHKpPETHOTO BHJa JokymeHTa. [IpaBuna ero opopmienus. PexBuznut
«Anpecar». PeKkBU3HUT «3aroioBOK K TEKCTY». 3alUCKH: BUABI U
pasHoBuAHOCTU. BHemHue noknaansie 3anucku. [Ipasuna opopmienus
pexBusuTa «TekcT nokymenTtay. Odopmienue ab3aueB TeKCTa, HyMepaLus
ab3areB. S3bIK U CTHIIb JOKYMEHTOB. BHYyTpeHHNE JOKIIaIHbIE 3aITHCKH.
[IpaBuna opopmienus pexBusnta «OTMETKa O TPUIOKeHHW», «[loamucey.
Cayxe6nble 3anucku. [IpaBuna opopmnenust «OTMeTKH 00 UCTIOTHHUTENE
nokyMmeHTa». [IpaBuna opopmiteHns: pyKOIHCHBIX PEKBU3UTOB Ha
JIokyMeHTe. PykoncHoe oopmMieHne JOKYMEHTOB: 00bsICHUTETbHAS,
ciy>xeOHas 3anucka, 3assiaeHne. Cnpaska. O0s3aTenbHbIe PEKBU3UTHI,
npasuia opopmienHus. Pexsusut «Ileuats». JJoBepenHocTs. Pacmucka.
Tpadapetnsie nokyMeHTHl. O0si3aTenbHbIe PEKBU3UTEL. [IpaBumna
odopmienus. Teneponorpamma. Tenerpamma. akcorpamma.
O06s13aTenbHbIC PeKBU3UTHIL [IpaBuia ohopMIICHHUSI.

12

B ToM 4nciie MPAaKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

26

Coznanue o0mero O1aHKa opraHu3alyy, OJJaHKa KOHKPETHOTO BUA
JMIOKYMEHTA, CTPYKTYPHOTO TIOpa3AeIICHHS, JOKHOCTHOTO JIMIIA, C
YTIIOBBIM U MIPOJOJIBLHBIM PACIIONIOKEHUEM PeKBU3UTOB. OdopmiteHne
PEKBH3UTOB «AJpecaT» U «3aroyioBoK K Tekcty». OdopMiieHre peKBU3UTA

K 1.7




«Tekct nokymentay. Odopmienne « OTMETKH O MIPUIOKCHUNY.
Odopmnenne pexBusuta «lloamuce». OdopmieHne 3amcoK, CIPaBok,
JOBEPEHHOCTEH, pacucoK, Tenedonorpamm. OdopmiieHHE PyKOITUCHBIX
PEKBU3UTOB Ha HokyMeHTe. OdopmiteHrne TpadapeTHBIX JOKyMEHTOB.

Tema 1.3. Conepma}“/le 10 TIK 1.7
Nugopmanuonto- Buapl 1 pa3HOBHAHOCTH CITyKeOHBIX mrceM. biiank muchma. Pabora ¢ 10
CIPaBOYHbBIE
oKyMenTbL, CryKeOHbIe rotroBbIiMH Onankamu nuceM. Odopmienue nucem Ha popmate AS. Bunasl u
THCBMa, HX Pa3HOBUAHOCTHU CITy)eOHBIX muceM. [InceMo-pock6a, muceEMo-3ampoc,
MUCHMO-OTBET. BUBI 1 pa3HOBUIHOCTHU CITY>)KEOHBIX TTHCEM.
PA3HOBHIHOCTH N
ConpoBonuTensHOe MUCHEMO. ["apanTuiiHoe muchmMo. Buast u
Pa3HOBUAHOCTHU CIyX)eOHBIX HceM. [IncsMo-TpeboBaHme, TUChMO-0TKA3.
Bunb! u pasHOBHIHOCTH CIyeOHBIX muceM. [lucsmo-nipurnamnienye.
ITucemo-nio3apasnenue. [TnceMo-01arogapHoCTs. BUIIBI 1 pa3HOBUIHOCTH
ciyxeOHbIx nuceM. [Tucemo-u3Benenne. [lncemMo-noaTBep aeHNeE.
HNHubopmanmoHHOE MHCEMO.
B ToM umc/Ie NPAKTHYECKAX W J1a60PAaTOPHBIX 3aHATHIA 22
Coznanve 0raHkoB miceM. PaboTa ¢ TOTOBRIMU OJTaHKaMH OpTaHHU3AIINY.
Odopmienne HHOOPMAITMOHHO-CTIPABOYHBIX JIOKYMEHTOB.
Tema 1.4. Conep:xaHue 10 K 1.7
Pacnopsiqurensneie [Ipukas. [Tousitue o nokymenTe. O0s3aTeNbHBIE PEKBU3UTHI, IPABUIIA 10
AOKYMCHTBI, U31ABAEMBIC| cocTaBiaeHUs U ohopmiieHHs. BU3bI coriracoBaHUs MMPOEKTa TOKYMEHTA.
Ha NpMHIMOaxX OTMeTKa 0 HATMYUY IPUIIOKEHMS B PACTIOPAIUTENBHBIX TOKyMEHTaX.
CAMHOHAYAJIUA Busbl o3HakoMIieHHs ¢ TOKYMEHTOM. Brinucka u3 npukasa. Konus
HPHHATHS PeleHHid nokymeHTa. OTMETKa O 3aBepeHUH KoMK JOKyMeHTa. COBMECTHBIN
npuka3s. [IpaBuna cocraBnenus u ohopmiieHUS JoOKyMeHTa. PacriopshkeHue.
[Monstue o mokymenTe. O0S3aTEIbHBIC PEKBU3UTHI, TPABUJIA COCTABIICHUS U
odopmiieHus. Ykazanue. [lonsrue o qokymente. O0si3aTeIbHbIC
PEKBU3UTEHI, IPaBUIIa COCTABICHUS U OQOPMIICHUSI.
B ToM yuc/ie IpaKTHYECKUX U J1a00PaATOPHBIX 3aHATHIA 22
OdopmieHHEe PACTIOPATUTEIBHBIX TOKYMEHTOB. O(hOpMIICHHE BBIUCKH U3
PacnopsANTENBHOTO TIOKYMEHTA U KO JToKyMeHTa. CkperuieHue
(TIpormmBKa) KOMWK JOKYMEHTA.
Tema 1.5. Conep:xaHue 10 K 1.7
JoKyMeHTbI KOMHUCCH I ITocranosnenwne. Pemenue. [lonarre o mokymenTtax. O0s3aTenbHbIC 10

1 KOJIJIETHATBHBIX
OpraHoB

PEKBH3UTEHI, IpaBUIIa cocTaBieHus U oopmienus. [Ipotokon. [Tonsrue o
nokyMmeHTe. O0s3aTeNbHbIE PEKBU3UTHI, IPABHUJIa COCTABIICHUS U
odopmitenus. Brimucka u3 nporokona. Komnus npotokona. Axr. [Tonsatue o
nokymeHTe. Bunbl akToB. O0s3aTeNbHBIC PEKBU3HTHI, TPABIJIA COCTABJICHUS]

u opopmnienns. [loanuce nokymenta. ['pud yTBep:kaeHUs JOKYMEHTA.




BI/I,I[I:I O3HaKOMIJICHHUA.

B ToM 4nciie MPaAaKTHYECKHUX U J1a00PaTOPHBIX 3aHATHIH

22

OdopmieHre IPOTOKOIA, IOCTAHOBICHUS, pemieHus, akta. OdopMiicHHe
BBITICKH U3 MMPOTOKOJIA.

Tema 1.6.

3apaun u pyHKIUH
CIIYKOBI
JeJI0TPOU3BOICTBA.
OpraanzauMoHHbIe
JOKYMEHTBI

Coaep:xanue

12

Ponb 1 MecTo ciry:x0bI AETOMPOM3BOCTBA B padoTe anmnapara yrnpaBiIcHUsI.
3amaun ¥ GYHKIMH CITyKObI Jieonpou3BoacTea. HopmarusHo-
METOJIUYECKHE aKThI, PeTJIAMEHTHPYIOIINE paboTy ¢ AokyMeHTaMu. Hopmbl
BpeMeHHu Ha paboTsl o JIOY. Pacder ynucieHHOCTH CITy>KOBI
JIEJIOTIPOM3BOCTBA. Y UpeIUTEIbHBIC TOKYMEHTHI. JIOKaTbHEBIE
HOpMaTHBHBIE aKThl. [loHsATHE 0 MOKyMeHTaX. O0s3aTeIbHBIC PEKBU3UTHI,
ocHOBHBIE pa3zaensl. [IpaBuna cornacoBanus u yrBepxkaenus JIHA.
IIpaBuna opopMiIeHUS MHOTOCTPAHUIHBIX TOKYMEHTOB. MHCTPYKITUS 110
nenonpou3BoAcTBy. [lonarue o nokymente. O0s3aTeIbHBIC PEKBU3UTHI,
OCHOBHBIC Pa3JIeyibl, IPaBUIIa COCTABICHYSI, OPOPMIICHUS 1 BBEICHUS B
JelicTBHE W3MaHneM npukasa. JloroBop. O0s3aTebHBIC pEKBU3HTHI,
OCHOBHBIE pa3jieibl, mpaBuia opopmiieHuss. OcoOeHHOCTH OhOPMIICHHS
pekBusuta «lloanucey». JJomKHOCTHAS HHCTPYKIUS A€TONPOU3BOIUTENS.
OcHoBHble pasgaensl. [IpaBuna coctaBieHus, ohOpMIICHUS U BBEACHUS B
JICUCTBUE PYKOBOJUTEIIEM.

12

B Tom uncie NPaAKTHYCCKUX U naﬁopaToprlx 3aHATHUI

22

OdopmieHre OpraHU3alMOHHBIX JOKYMEHTOB. OdopMiieHHe
pacTopsaUTENbHBIX JOKYMEHTOB, BBOSIIIUX B IEHCTBHE, H3MEHSFOIIUX
WM OTMEHSIIOIINX OPraHnu3allHOHHbIC TOKYMEHThI. CKperuieHue
(TIporMBKa) OpUTHHANIA TOKYMEHTA.

K 1.7

Tema 1.7.
Opranusanusi padoThbl
¢ TOKyMEHTaMu

Conep:xanue

12

CoBpeMeHHbIE TEXHOJIOTUH OPTaHN3aIluHU AEJI0MPon3BoacTBa. DopMbl
paboThI ¢ ToKyMeHTaMu. [IoHATHE «TOKyMEHTOO00POT» U €T0
opraam3anus. [loHATHE «TOKYMEHTONOTOKMY. OTIeporpaMmbl
JIOKYMEHTOTIOTOKOB: BXOJSIIIINE, HCXOSAIINE U BHYTPEHHUE TOKYMEHTBI.
MapupyTu3alius JOKyMEHTOIIOTOKOB: BXOISIINE, HCXO SN, O0palicHus
rpaX<J1aH, BHyTPCHHUE (3alMCKH, TTPHUKa3bl). Peructparus T0KyMEHTOB —
3HaueHue U 3a7adn. OopMbl perucTpannu J0KyMeHToB. JKypHanbHas,
KapTO4YHasi 1 aBTOMaTU3MPOBaHHas GopMbI. PerucTparus BXoAAIIEeTro
JIOKyMEHTOIIOTOKA: MTepBUYHAs 00pabOoTKa, MpeIBapUTEIBHOE
paccMoTpeHue, MPUKPETTICHHE CKaH-KOHMH, OTIIPABKa Ha PACCMOTPEHUE
azpecarty, (pUKcaIys pe3ofonnu. Perucrpanus HCXOaAIIero
JIOKyMEHTOIIOTOKA: CITPABKH, MMUChMa, 3aIUCKH, BBITUCKH, TyOIUKATHI.
Peructparus BHyTpEeHHETO TIOKYMEHTOIIOTOKA: 3aIMCKH, 3asBICHUS
pabOTHHUKOB, MPHUKA3bl, aKTHI, MPOTOKOJIBI. KOHTpOIb HCTIOTHEHHS

12

K 1.7




nokymMeHToB. Buabl konTpons. Cpoku kontpons. HoMenknarypa nen.
Buast Homenknatypsl. [loHsTie o fokymente, ero 3naueHue. [IpaBuna
COCTaBJIEHUS U 0POPMIIEHHUSI HOMEHKJIATYPHI JIEN CTPYKTYPHOTO
nonipazaencHusi. CocTaBiieHUEe U 0POPMIICHUE CBOJHONH HOMEHKIIATYPHI JIeN
OpraHU3alMK U BBITUCOK AJI CTPYKTYPHBIX MOJIpa3aeieHui. 3aKphITHe
HOMEHKJIATypHI Ael. MiToroBas 3anmuch K HOMEHKIIaType nen. Onpenenenue
CPOKOB XpaHEeHHA JOKYMEHTOB U nen 1o [lepeunto. @opmupoBanue aed.
XpaHeHue aen. DKCIepTru3a EHHOCTH ToOKyMeHToB. OdopMieHue Ael.
Omnmucu nen. [loaroroBka MOKyMEHTOB K nepenade B apxuB. [loaroroska
JIeJT BpEMEHHOT 0, TIOCTOSTHHOTO U IOJITOBPEMEHHOTO CPOKa XPAHEHHUS K
nepenaue B apxuB. COCTaBICHUE OMUCH JE.

B ToM 4nciie MPAKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

26

Peructpanus Bxoaaumx JOKYMEHTOB B 3JIEKTPOHHOM >KypHaJe B
TabnmuyaoM penakTope. Peructpanus 1 KOHTPOJIb UCTIONTHEHHST UCXOJISIIUX
JIOKYMEHTOB B 3JIEKTPOHHOM >XypHaine B TabamaHoM penakrope.
Peructpanus 1 KOHTPOJIb UCTIOTHEHNS BHYTPEHHHUX TOKYMEHTOB B
3NEKTPOHHOM XypHaie B Tabnuunom pegakrope. CocTaBieHre 3arojlOBKOB
nen oprannzauni. Odopmienne HoMmeHKIaTypsl nei. Odopmienue
UTOTOBOH 3alMCH K HOMEHKJatype nen. OdopmieHne o0NI0KKH Aeja mocie
HJ (nns onepatuBHOTO neproaa xpaneHus). OpopmiieHne U IpOIINBKa
JIelT JIUTsI iepeiaun Ha apxXuBHoe xpaHenne. OdopmiieHue omnuceit
JIOKYMEHTOB U €Tl

KypcoBas padora ods3aTteabHas mo MK 01.01

32

Paznen 2. Oprannzanust paéoTsl ¢ JOKYyMEHTAMH B ABTOMATH3HPOBAHHBIX CHCTEMAaxX

110

MK 01.02. Opranu3amnusi padoThl ¢ YJJIeKTPOHHBIMH JOKYMEHTaMHU

Tema 2.1.
IIpaBusa padoThl
¢ TOKyMEHTaMu
HA YJIEKTPOHHBIX
HOCHTEJISX

Conep:xanue

10

3akoHOMaTeILHBIC HOPMATUBHBIC aKTHI B chepe padOTHI C dJIEKTPOHHBIMU
JTokyMeHTamMu. PaboTa B mouToBEIX cepBucax. [IpaBuiia 35eKTpoHHOM
MePENUCKA. DIEKTPOHHAS ToANHChH. Bumpl, [lopsmok nomydenus. [Tpasmra
3amuThl. TpeboBaHus K pekBH3UTY «OTMETKA 00 3JCKTPOHHOMN MOITHCH
MIPH BU3YAJIU3aINHN 3JIEKTPOHHOTO JOKYMEHTA, TTOIIMTUCAHHOTO 3JIEKTPOHHON
nonnucko. [lpaBuna odopmiieHns «OTMETKH O TIPHUIOKESHHUI» HA
3JIEKTPOHHBIA HOCUTEb.

10

B ToM 4nciie MPAaKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

60

OTtnpaBKa 1 MOTyYeHHE HIEKTPOHHOTO COOOIIECHNUS, 3JIEKTPOHHOTO
nokymenTa. OdopmiieHre JOKyMEHTA, TIOANMCAHHOTO YIIEKTPOHHOM
MOJATMHKCHIO.

K 1.1.




Tema 2.2.

Opraanzanust paéoTbl

¢ JOKyMEeHTaMH

B aBTOMaTH3MPOBAHHBIX
CHCTeMAaX 3JIeKTPOHHOI 0
JOKYMEHT0000poTa

Conep:xanue

12

[Tonstue o cucremax 310 u ECM-cuctemax. [lpaBuna MapmpyTusanun
TIOKyMeHTOIOTOKOB B cucteMax 2J10 u ECM-cucrtemax. [IpaBmna
OpraHU3alNH JOKYyMEHTO000POTa BXOIAIIETO JOKyMeHTomoToka B CO/I.
[IpaBuia opraHu3anuy T0KyMEHTOO00POTa UCXOSIIET0 JOKYMEHTOIIOTOKA
B CO/I. OTtnpaBka nokymenToB. [IpaBuna opranuzanuy 10KyMEHTO000pOTa
BHYTpPEHHETO JOKyMeHTonoToka B CO/l. PacniopsutensHple JOKYMEHTHI B
CO/1. [IpaBuna opraHu3anny T0OKyMeHTO000pOTa ¢ mpuka3aMu. Pabora ¢
obpamenusmu rpaxaan B CO/I. IIpaBmira opranuzanun JOKyMEHTO000pOoTa
oOpaienuil rpaxaad. [IpaBuia mOArOTOBKY 3JIEKTPOHHBIX IOKYMEHTOB K
cnade B apxuB. MHpopMamoHHo-cripaBoyHast paboTa 1o JOKyMEHTaM B
Co/.

12

B ToM 4nciie MPaAKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

88

Perucrpanus u KOHTPOJIb UCTIOTHEHUS BXOASIINX JOKYMEHTOB B CO/I.
Opranuszanus T0KyMEHTO000POTa BXOASIIETO TOKYMEHTOIIOTOKA.
Perucrtpanus 1 KOHTPOJIb UCTIOTHEHUS UCXOASIINUX JOKYMEHTOB B CO/I.
Opraam3aius JOKyMEHTO000pOTa UCXOIAIIETO TOKYMEHTOIIOTOKA.
Peructpanus 1 KOHTPOJIb UCTIOTHEHNSI BHYTPEHHUX TOKyMEHTOB B CO/I.
Opraam3aius JOKyMEHTO000pOoTa BHYTPEHHET0 JOKyMEHTOITOTOKA.
Perucrpanus 1 KOHTPOJIb HCIIOTHEHUS oOpameHuit rpaxaan B CO/I.
Opranusaius T0KyMeHT0000poTa obparieHuii rpaxnad. [logroroka
JMIOKYMEHTOB K Tiepenade B apxuB. Co3IaHue IEKTPOHHOTO apXHUBa
JIOKYMEHTOB.

K 1.1.

Paznen 3. OprannzannonHoe odecneyeHne AeATeTbHOCTH OPraHu3anun

108

MJK 01.03 Opranu3aimusi CEKPeTapcKoro 00cay:KuBaHusI

Tema 3.1.

Poanb npodeccuu
cekperaps

B CTPYKTYpe CIyKObI
JeJIONPON3BOACTBA

Conep:xanue

CekpeTapb B COBpEMEHHOM CTpYKType yrpasieHus. HopmaTtusHo-
MeToanyeckas 0a3a KBann(UKaIHOHHBIX TPEOOBAHUH K IPOPECCHH.

B ToM 4mciie mpakTHYECKUX M J1a00PATOPHBIX 3aHATHH

14

OyHKIMH U JOTHKHOCTHBIE 0053aHHOCTH CEKpeTapsi B 3aBUCUMOCTH OT
KaTerOpHH CEKPETAPCKOTO 00CTyKUBaHU. J[0OIKHOCTHAS WHCTPYKITHS
ceKkpeTapsi, 0COOEHHOCTH Pa3pabOTKH.

14

K 1.2.

Tema 3.2.
Opraansanusi 1 yCJI10BHA
TPyAa ceKkpeTapsi

Conep:xanue

OproHnomMudeckre TpeOOBaHM K YCIOBUSAM TPYAa CEKpeTapsl.
OcHaiienue oguca OpraHu3alliOHHO-TEXHUYECKUMU CPEJICTBAMU.

IK 1.2.




B ToM 4mciie mpakTHYeCKUX M J1a00PATOPHBIX 3aHATHH

14

Opranuzarus pabo4ero MecTa B COOTBETCTBHH C TPEOOBAHUSIMHU
SPrOHOMHUKH M KYJIBTYPBI Tpy/ia XapaKTepUCTHKA U KilacCU(DUKAIIHS
TEXHUYECKUX CPEICTB, HCIOIb3YEMBIX B JICATEIILHOCTH CEKpeTapsl.
CpencTBa IOATOTOBKH, U3TOTOBIICHUS M 00pabOTKU TOKyMEeHTOB. CpencTa
KONIMPOBaHUS U pa3MHOXeHUs. CpeicTBa XpaHEHHS M TPAHCTIOPTUPOBKH
nHpopmaIuu.

14

Tema 3.3.
AJIMUHUCTPATHBHbIE
(pyHkuum cexperaps

Conep:xanue

Opranusaius padoTsl npuéMHON. OCOOEHHOCTH CIYKEOHOTO TeIePOHHOTO
pasroBopa. CpeicTBa aJIMHHUCTPATUBHO-YIIPABICHYCCKON CBS3H.
Opraam3arus npuema rmoceTuTeNe. Bumbl mpuéma, ydet moceTurenei,
co3manue 0a3 JaHHbIX.

B Tom umncie NMPaKTUYC€CKUX U J1a60paT0prlx 3aHATHI

14

[Ipaeuna Beaenus tenedornoro pasropopa. OducHas ATC. OcHOBHBIE
(hYHKITMY ¥ TIPAaBUIIH UCIIONIb30BaHUs. CpeicTBa PaKCUMIITLHON Tiepeiadn
cooOmeHni. @akCUMIIBHBIN amnmapar, IpaBuiIa ero MPUMEHEHUS.
OcoberrocTH PabOTHI CEKpeTapsl ¢ Pa3TUIHBIMA KaTeTOPUSIMH
noceruteneid. Pabota cekpeTaps ¢ oOpanieHusMu rpaxaad. CepBUCHBIC
(yHKIMH ceKpeTapsl.

14

IK 1.2.

Tema 3.4.
OpraHu3anMoHHbIE
U HHQOPMALMOHHbIE
(yHknumn cexperaps

Conep:xanue

Opranuzanus ¥ NOArOTOBKa Jein0BoM moe3aku. [loaroroska u
o0cITy)KuBaHue KOH(pEpeHTHBIX MeponpusiTuid. CoBelliaHue Kak BU/
YIPaBJICHUECKOU JEATEIHHOCTH.

B Tom umncie NMPaAKTUYC€CKUX U ﬂa60paToprlx 3aHATHI

14

Cocrasnenue u opopMIIeHHE IPOTrPaMMBbl KOMaHIUPOBKH. TpeBe-
HOJIEPIKKa IEI0BOH Noe3aKu pykoBoauTens. OpraHu3saius U IpoBeACHUE
MPOTOKOJIEHBIX MeporpuATHii B oduce. [ToAroToBKa pa3aMyHBIX THIIOB

COBEIIaHU U ux obciayxuBaHue. Pabota cexpeTapst mo HHPOPMATHOHHOMY

00CITY)KHBaHHUIO PYKOBOIUTEIISL.

14

K 1.2.

Tema 3.5.

@DYHKIUH CeKpeTapst
10 IMJIAHUPOBAHUIO
pabouero BpeMeHHU

Conep:xanue

OO6mIre BOIIPOCH TUTAHUPOBAHUS M OPTaHU3AIIMH Pab0vero BpeMEHH.
[TnarupoBanue U opraHu3aiysi pado4ero JHs PyKOBOJUTENS U CEKpeTaps

B Tom umncie NMPaAKTUYC€CKUX U ﬂa60paToprlx 3aHATHI

14

CoBpeMeHHbIe METO/1bl INITAHUPOBaHUs pabouero BpeMmeHH. [lnanuposanue
pabouero gus cekperaps. [InannpoBanue pabodero 1HSI pyKOBOIUTEIS.
Cornacosanue pexxuma paboTsl. [I1aHupoBaHre MEPONPUSTUI, YTOUHEHHE
MOpy4YEHUI.

14

IK 1.2.




Pa3nen 4. JlokyMeHTHPOBaHUE H OPTaHU3aIUs Pa00ThI C KA/IPOBBIMH JOKYMEHTAMH

94

MK 01.04. lToxkyMeHTAlIMOHHOE O0ecnedeHne KaAPOBOi CJIY:KObI

Tema 4.1.
HopMaTuBHO-IpaBoBoe
peryJHMpoBaHue
TPYAOBBIX OTHOLECHH

Conep:xanue

HopmartusHble npaBoBsie akThl Poccuiickoit @enepannu B chepe TpyaOBBIX
oTHouleHu#. JIokanbHbIe HOPMAaTHBHbIE AKTHI 110 IIEPCOHAIY: 00s13aTEIIbHbIE
u HeoOs3aTenbHbIe ((akynbTaTuBHEBIE). [lopsimok mpeacTaBieHus
JOKYMEHTOB IO TIEpCOHAy B TOCyAapcTBEeHHbIe opranbl. Ilopsanok coopa,
00pabOTKH, N3MEHEHUS U YHUUTOXKCHUS IIEPCOHANIbHBIX JaHHBIX
pabotHukoB. Ilopsiok BeeHHsI BOMHCKOIO y4era B opranusanui. Ilopsaok
BEZICHUS yueTa pabouero BpeMeHH pabOTHUKOB.

B ToM 4mciie mpakTHYeCKUX M J1a00PATOPHBIX 3aHATHH

14

OdopMmiieHHE 0TYETOB B TOCYAapCTBEHHBIE OpraHbl. OhopMIICHHE COTIIACHS
Ha 00paboOTKy MepCOHANBLHBIX JaHHBIX. OdopMiIeHne TakeTa JOKYMEHTOB
o BouHCKOMY y4ety. OdopmiteHne Tabels ydera padouero BpeMeHH.

14

IIK 1.8.

Tema 4.2.

KoMiiekc 10KyMeHTOB
10 YCTAHOBJIEHUIO
TPYAOBBIX
NMPaBOOTHOIIEHUH

Conep:xanue

[MTopsnok 1OKyMEHTHpOBaHUS prueMa Ha padoTy. CocTaBieHHE OTYETOB
C3B. YueTHbIE JOKYMEHTSHI 110 IEpCOHANy. MI3MeHeHHe nepCOHABHBIX
JaHHBIX paOOTHUKOB.

B ToM 4mciie mpakTHYECKUX M J1a00PATOPHBIX 3aHATHH

14

OdopmiieHHE TPYIOBOTO JOTOBOPA. 3alOIHEHNE YHUDUITUPOBAHHBIX (DOpM
MEePBUYHOM yu€THON HokyMeHTanuu. OGopMIIeHUE TPYI0BON KHUKKH,
JWYHOU KapTOUKH, TnyHoro nena. CoctaBnenue otuera C3B-T/I.
CocTtaBnenue u 0popMIICHUE MTPUKa3a 00 U3MEHEHUH MIEPCOHATBLHBIX
JAaHHBIX PaOOTHHUKA.

14

IIK 1.8.

Tema 4.3.

Kommeke 10kymMeHTOB
10 ABHKEHHIO KAJpPOB

Conep:xanue

[Nopsimox TOKyMEHTUPOBaHHUS TIEpeBOAa paOOTHHKA Ha JPYTyI0 padoTy.
Iopsinok nOKyMEHTUPOBaHUS KOMaHAUPOBaHUs paOOTHUKOB. [lopsmok
JOKYMEHTHPOBAHUS MPEIOCTaBICHHS OTITycKa paboTHUKY. [Topsmox
JOKYMEHTHPOBaHUS MOOIIpeHus: paboTHUKOB. [lopsmox
JOKYMEHTHPOBAHUS BBIHECEHHSI JUCLUILUIMHAPHBIX B3bICKAHUI

B Tom umncie NMPaKTUYC€CKUX U ﬂa6opaTopﬂmx 3aHATHI

16

3anonHeHne YHUUIUPOBAHHBIX (POPM MEPBUYHON YUETHON
nokymeHnTarmu. OdopMieHre iepeBoia pabOTHHUKA Ha JIPYTYIO padoTy.
Odopmienne koMmaHUpOBaHUs paboTHUKOB. OdopMieHHe
MIPEAOCTaBIIEHUS OTITyCKa padoTHUKY. OdopMIIeHHE TTOOTITPEHIS
pabotHukoB. OopmiicHIE BEIHECCHUS AUCIUTUTMHAPHBIX B3bICKAHUH.

16

IIK 1.8.




Tema 4.4. Conep:xanue 4 IIK 1.8.

KoMiuieke 10KyMeHTOB i 6 I 4

110 PaCTOpKeHUI0 OpSAIOK TOKYMEHTHPOBAHMS YBOJIbHEHHS paboTHHUKOB. [lopsmok

TPYOBBIX MOATOTOBKU €I MO JIUYHOMY COCTaBY K Iepeaayde B apXUB OpraHu3aliiu

NPaBOOTHOLIECHU I B ToM unciie npakTHYeCKUX M J1a00PATOPHBIX 3aHATHH 14
3anonHeHne YHUUIUPOBAHHBIX (POPM MEPBUYHON YUETHON 14

nokyMeHTarmu. OpopmMIIeHUE YBOJIbHEHUS pAOOTHUKOB. 3aI0THEHUE
pasnenoB TpymaoBOi KHIKKH pabdoTHrka. CocraBnenue otdetoB C3B.
[Moxrororka MyHOTO JAena pabOTHHUKA K TIepeiade B apXuB.

Tema 4.5. Conep:xanue 4 K 1.8.
Opraanzanust paéoTsl
€ Ka[pOBbIMH
AOKYMEHTaMHu

Homenknatypa nen kaapoBoii ciyk0b1. [Topsimok MoArOTOBKH, COCTABIICHHUS 4
u opopmienus. OpraHU3anMOHHO-PACTIOPSIIUTENBHEIC JOKYMEHTHI B
KaJIpOBOH cy»0e: MPHUKa3bl M0 OCHOBHOM JAESTENFHOCTH; CIIPABKH,
JOKJIaHbIEC 3anucKu. @DopMHUpPOBAHUE U XPAHEHUE JIETI.

B Tom umncie NMPaAKTUYC€CKUX U J'IaﬁOpaToprIX 3aHATHI 14

CocraBnenue u ohopMIICHHE HOMEHKIIATYPHI JIeT KaApOBOM CITy>KOFBI. 14
OdopMiieHHE OpraHU3alMOHHO-PACTIOPSIUTEIEHBIX JOKYMEHTOB.

Yueonasi npakTuka (36 4)

IIpou3BoacTBeHHAs MPaKTHKA (PeAycCMOTPeHA HTOroBasi (KOHIEHTPUPOBaHHAs) NMpaKTUKa) (72 1)

Buab1 pador:

W3ydeHrne CTPyKTypbl OpTaHM3allMd — MECTa NPOXOXKACHHUSA TPAKTUKW (Jajmee — OpraHU3ali) C IEJIbI0 COCTABICHUS CXEMBI CTPYKTYPHl OpTraHHU3AIWU.
O3HaKOMJICHHE C MPABOBBIMU (YUPEIUTCIBHBIMHU), IOKATHLHBIMA HOPMATUBHBIMU aKTaMU U PACTIOPSTUTEIBHBIMU JOKyMEHTaMu opranuzanui. CocTaBiieHHE CITUCKA
UCTOYHUKOB KoMIuiekToBanust OPJl opranuzamum.

Wzyduenne UHCTpYKIMM TO JENONPOM3BOJCTBY OpraHU3alMi. 3HAKOMCTBO C MPaBHJIAMH COCTAaBJICHUS MPOSKTOB M O(OPMIICHHS JTOKYMEHTOB, IMOPSIKOM
COTJIACOBAHWUSI U TTO/IITUCAHUS/YTBEPKICHHSI IOKYMEHTOB B OpraHH3aIliH.

O3HakOMJIEHHE C TPOTPAMMHBIMH CpPEICTBAMH y4€Ta, XpaHEHHs, 0OpabOTKM W TOWCKa TOKYMEHTOB, HCIIONB3YEMBIMH B OpraHu3anuu. l3ydeHme OCHOB u
crennuKd paboTEl ¢ JOKYMEHTALMEH B CHCTEME DJIEKTPOHHOTO HokymeHnToobopora (COJI) oprammsanuu. HMcnoiap3oBanue B paboTe TIIOOANBHBIX U JIOKATbHBIX
ceTel JyId oydeHHUs U XpaHeHus nHQopManuu, oOMeHa HHPOPMAIIHECH.

3HAKOMCTBO C JOKYMEHTO00OpoTOM opranuzanuu. Mcnons3zoBanne COJ] B padote ¢ qokymeHTamu. OO6paboTKa BHYTPEHHUX JOKYMEHTOB, 00pa0OTKa M OTIpaBKa
UCXOSIINX JOKYMEHTOB, IPUEM U TepBrYHAs 00pabOTKa BXOAIIUX JOKYMEHTOB. Perucrpamnus TOKYMEHTOB M MapIIpyTH3AIHs JOKYMEHTONOTOKOB. KOHTpOb
UCTIOJIHEHHS JOKYMEHTOB. MH(pOpMannoHHO-CIIPAaBOYHAS M TOUCKOBAasi paboTa ¢ UCIOIB30BAHUEM CUCTEM Y4ETa IOKYMEHTOB B OpTaHU3AIINH.

OdopmiieHre OpraHU3alMOHHBIX, BHYTPEHHHUX (MPUKA3bI, PACTIOPSIKEHHUS, IOBEPCHHOCTH, 3alTUCKH, CIPABKH, aKThI, IPOTOKOJBI U JIp.) U UCXOJAIINX JOKYMEHTOB
OpraHM3allid C WCIOJb30BAaHUEM COBPEMEHHBIX MNPOTPAMMHO-TEXHUYECKUX CpencTB. KOHTpONb TpaBUIBLHOCTH COCTABICHUS, O(QOPMIICHUS TOKYMEHTOB
(pexBU3UTHI, 0COOEHHOCTH HAMKUCAHUS TEKCTOB, MHOTOCTPaHUYHEIC IOKYMEHTHI), IIOPSJIKA U3/IaHUS TOKYMEHTOB (C YUETOM CHEIM(PUKN CHCTEMBI JICIIONPOU3BOJICTBA
opranuzanun). KoHcTpynpoBanue 0J1aHKOB OpraHU3aIliH, CO3aHHIE MA0IOHOB TOKYMEHTOB.

Opranuzaius TEKYIIEro XpaHeHus: JOKyMeHTOB. DopMUpOBaHHUE A€ B COOTBETCTBHH C HOMEHKIIATYpPOW I OpPTraHW3allid. YUYacTHE B MPOBENCHUU IKCIEPTU3BI
[EHHOCTH JIOKyMeHTOB CHcTeMaTHh3anusi JOKYMEHTOB IO CTPYKTYpHO-XPOHOJIOTHYEeCKOMY mpuHIMIY. OdopmieHne YYETHBIX JOKYMEHTOB IOCTYIUICHUS WU
BBIOBITHS JIEI.

O3HaKOMJICHHE C YCTaHOBJICHHBIMH B OpraHH3alliH MPaBHJIAMH IMOATOTOBKM JOKYMEHTOB K Mepenade B apxuB. [loATr0TOBKa JOKYMEHTOB K IEpejavye B apXuB.




Odopmrnenne aen. CocraBieHHe oMUcel TOKyMEHTOB 1 esl. COCTaBICHHE aKTOB BBIJAYH, IEPEIadl, YHHUTOXKEHUS JOKYMEHTOB.

3HAKOMCTBO C KaTeTOPUSAMH U BHJAMH JIOKYMEHTOB, 0Opa3yIOIIMXCS B OpPraHU3aIlUK, COACPKANINX KOH(PUICHIIMAIbHYI0 HHpOopMammto. OpraHu3anus padoThl MO
00paboTKe TOKYMEHTOB OTrpaHUYEHHOro jocTtyna. O3HaKOMIICHHE C NMPUMEHSEMBIMH B OpPTaHU3allMU CPEACTBAMU KPHUNTOTPAQUU JUIS 3allUThl 3JIEKTPOHHBIX
JIOKYMEHTOB C HCIOJIb30BaHHEM CIECIHAILHOTO MPOrpaMMHOTO obOecrieueHus. BhimonHeHne paboT 1Mo 00EeCIeYeHUI0 3allUThl 3JIEKTPOHHBIX JTIOKYMEHTOB OT
HECaHKIMOHUPOBAHHOTO JOCTYIIA.

Opraam3aius padboTel IpUEMHOH (30H TpUEMa TTOCETUTENICH): PETryIMpOBaHUE MTOTOKA ITOCETUTENICH, IPUEM B perucTpanus nocertureiei. [mannpopanue padodero
JTHS pyKOBOAMTENs M cekperaps. [1onroroBka MENOBBIX BCTPEY U IMEPETOBOPOB PYKOBOIUTENA. PaboTa mo 0OCHYyXMBaHHIO Pa3IMYHBIX TUIIOB COBEIIAHUN W
COOJIIOJICHNE TTPABHI UX MTOJITOTOBKU ¥ MPOBEICHHUS.

Benenue tenedonHbix meperopopos. PuibTpalnys U nepeaapecanus 3BOHKOB. IIpuéM u mepenada tenedoHorpamm, (GpakcorpaMm, COOOIICHHUH IO 3JCKTPOHHON
noure. H(bopMmanmonHoe obecreueHue JesaTeNbHOCTH pyKoBoauTess. O3HaAKOMIICHHE € TpaBUIaMU paObOThl ¢ KOH(PHICHITUALHON HH(pOpMaIneil B OpraHu3aliyy.
PaboTa 1o 03HaKOMJICHHIO C COCTABOM U OCOOCHHOCTSIMH JJOKYMEHTOB OpPTaHU3aIMH, PErYIUPYIOIINX TPYAOBbIC OTHOIICHHS (OpraHU3aI[HOHHO-PACTIOPSITUTEIIbHBIC
JIOKYMEHTBI, IJOKYMEHTHI 10 INYHOMY COCTaBy, TPYAOBOU JJOTOBOP, JJOTOBOP O MaTepUaaIbHOW OTBETCTBEHHOCTH U T.1I.). OdopMIICHHE JOKYMEHTOB 110 JITYHOMY
COCTaBY M UX KOIUH (IIpy HEOOXOIUMOCTH). 3HAKOMCTBO C CHCTEMOW YHH(PHUIIMPOBAHHBIX ()OPM MEPBUYHOMN YIETHON JOKYMEHTAIIUN OPTaHU3AIINHU. 3aTIOJTHCHHE
(hopM nepBUYHON YUETHOH TOKyMEHTAIMK. PaboTa ¢ 3asiBIICHUSIMH I10 INYHOMY COCTaBY, BeJicHHE U opopmIIcHHE TPYAOBbIX KHIKEK. Mcmonb3oBanue COJI npu
paboTe ¢ KaJpOBBIMH JOKYMEHTAMHU.

CamocrosiTeJbHas padoTa 52

I[IpoMe:kyToUHAs aTTeCTAIMSA 2

Bcero 766




2.3. KypcoBas pa6ora (mpoexr)

KypcoBoit  mpoekt (padora) mno IIM.01  OcymiecTBieHne  OpraHM3alMOHHOTO |
JOKYMCHTAIIMOHHOI'O OGGCHG‘IGHI/I}I ACATCIIbHOCTHN OopraHm3anuun ABIJIACTCA OGHS&TGHBHBIM K
BBITTOJTHEHHIO.

[IpumepHas TemMaTHKa KypCOBBIX MPOEKTOB (PadoT)

1.

10.
11.
12.
13.

14.

15.
16.
17.

18.

19.

20.
21.
22,
23.
24,
25.
26.

217.

3HayeHWe  CHUCTEMbl  OPraHU3alMOHHO-PACHOPSAUTENIBHOM  JOKYMEHTaluu  JUis
JOKYMEHTHPOBAHUS YIPABICHYECKOH 1EATEIbHOCTH.

PexkBHU3HUTHI 3aroJIOBOYHON YacTH JTOKYMEHTa, MpaBuia oOpPMIIEHUS B COOTBETCTBHH C
PEKOMEHAALUSAMHU CTaHAAPTA.

OcobenHocTr 0(hOpMIIEHHST OCHOBHOM YacTH JOKYMEHTA B pa3IMYHBIX BUJAX IHCEM.
OcobeHHOCTH  O(QOpPMIIEHMS] OCHOBHOM 4YaCTH JOKYMEHTa B pPacHOpAIUTEIbHBIX
JOKYMEHTaX.

HNHpopmManinoHHO-CIIpaBOYHbIE JOKYMEHTBI B cucreme OpraHU3alMOHHO-
pacropsaIuTeNbHBIX JOKYMEHTOB, UX Ha3HAYCHUE U OCHOBHBIC BUJIBI.

JoknanHass M ciyxeOHas 3allMCKH, OCOOCHHOCTH HCIIOJIb30BAaHUS Ui BHYTPEHHUX
KOMMYHUKaIUH.

CocraBnenue oQopMisIONIed YacTH JOKYMEHTa, OCOOCHHOCTH IPAaKTHYECKOTO
NPUMEHEHHUS PEKBU3UTOB OGOPMIIAIONICH YacTH JOKYMEHTa B pa3IMYHBIX BHIAX
OpraHU3alMOHHO-PACHIOPSAUTENBHON JOKYMEHTAIUH.

CocraBnenue u odopmieHue rpudoB YTBEP)KICHHMsS U COINIACOBAHMSA, HA3HAYEHUE U
0COOEHHOCTH 0(OPMJIICHUST PEKBU3UTOB.

OTMeTkM Ha JOKyMEHTE B COOTBETCTBUM C PEKOMEHJALUSAMH TOCYIapCTBEHHOIO
CTaHJapTa.

Pa3BuTHe MOHATHS «TOKYMEHT»: OIIpeieieHue U (DYHKIIHH.

Yuauduxamus u crangaptuzanua. Ctannaptel B IOY Ha COBpEMEHHOM 3Tarie.
OdunmanbHBIN TOKYMEHT U €r0 MECTO B CUCTEME YIIpPaBJICHUSI.

Cucrema JIOKyMEHTOB, YHHU(UIMPOBaHHAs CHCTEMa JOKYMEHTOB M YHHU(DULUpPOBaHHAs
cucTeMa OpraHu3allMOHHO-PACIIOPAIUTEIbHON JOKYMEHTALUH.

Knaccugukanus opraHu3aliOHHO-pacOPsIANTENIbHON JOKYMEHTAIMH U €€ IPaKTHUECKOe
IPUMEHEHHE.

TpeboBaHMs K KOHCTPYUPOBAaHUIO OJIaHKOB. Bubl 01aHKOB.

[IpaBuna u ocobeHHOCTH 0(OPMIICHUS TPOTOKOJIOB.

Posib pacniopsiiuTenbHBIX JOKYMEHTOB B YIPABJICHWM OpraHM3alMeil Ha COBPEMEHHOM
JTare.

[IpaBuna odopmieHHs pacHOpSIUTENbHBIX JOKYMEHTOB, HM3[aBA€MbIX Ha IMPHHIUIAX
KOJIJIETUAJIBHOCTH.

[IpaBuna odopmieHns pacHoOpsSIUTENbHBIX JOKYMEHTOB, HM3[AaBA€MBbIX Ha IMPHHLHMIAX
€IMHOHAYaIusl.

[IpaBuna cocraBieHus U 0pOpMIICHUS MPUKA3a IO OCHOBHOM 1S TENTBHOCTH.

[IpaBuna cocraBieHus ¥ 0OPMIICHUS PACTIOPSDKEHHS U yKa3aHHUS.

JIOKyMEHT — KaK 3JIEMEHT JIeJIOBOTO OOIICHUSI.

[IpaBuna opopmiieHus O1aHKa U PEKBU3UTOB MUCHMA.

WndpopmanroHHbIit 0OMEH C MOMOIIBIO MepenucKu. Buisl muceM.

PykonucHsle peKBU3UTHI HAa OUIHATIBHBIX JOKYMEHTAX.

[lpaBuna cocraBieHus U O(OPMIIECHUS IOKIAJHBIX, OOBACHUTEIBHBIX U CIIy’KEOHBIX
3aIIUCOK.

[IpaBuna cocraBienus 1 opopmiaeHUs: OpUITUATBLHBIX U OHOTpadUUECKUX CITPABOK.



28. IlpaBuna coctaBieHust U O(GOpPMIICHUS TOKYMEHTOB, OOECIIEYMBAIOIIUX ONEPATUBHOCTD
nepeaayr uHGOpMaIHH.

29. IIpaBuna cocraBieHuss U 0(OPMIICHUS TOBEPEHHOCTEH M PACIIHCOK.

30. Konun npoxymenToB. Bunel xomumik u ux ucropuyeckoe pasBuTHe. [lopsmok
YAOCTOBEPEHUS KOTIUM.

31. Ionnuce u neyaTh, KaK BaXKHbIE PEKBU3UTHI JOKYMEHTA: 3TAIlbl COBEPILICHCTBOBAHMSL.

32. DnekTpoHHAas MOANKCH: 00JaCTh TPUMEHEHUS.

33. SI3BIK U CTHIIB CITY’)KEOHBIX TOKYMEHTOB B HH(OPMAIIMOHHOM OOIIECTBE.

34. TlpaBuna cocraBieHus U 0HOPMIICHUS aKTOB.

35. Kondunennuanbable JOKYMEHTHI: KIaCCH(PUKAIIHS TI0 TPU(Y OTPaHUUEHUS TOCTYIIA.

3. YCJIOBUSA PEAJIU3AIIUA TPOPECCUOHAJIBHOTI'O MOAYJISI
3.1. MarepuajbHO-TEXHHYECKOE O0ecrieueHne

Kabunersr «O6menpodeccrnonanbubix aucuuiumd 1 MJIK», ocHalieHHbIe B COOTBETCTBUH C
npuioxenuem 3 ITOIT-11.

JlaGopatopun  «opraHmzauuu  pabOTBl €  JOKYMEHTaMH, CHUCTEM  DJIEKTPOHHOI'O
JOKYMEHTOO00pOTa», «ydyeOHas KaHLEISApUsA», OCHAIEHHbIE B COOTBETCTBUU C IPHIJIOKEHHEM 3
[TOII-I1.

OcHarieHHble  0a3bl MPaKTHKH (MacTEpCKUE/30HBI 10 BHJIaM paboT), OCHAIIEHHBIE B
cooTBeTcTBUM ¢ npuiioxenueM 3 [TOII-I1.

3.2. YueOHO-MeTOaHYECKOE o0ecIIeueHue

Jlnst peanuzaliu porpamMMmbl OMOIHMOTEUHBIH (OHJ 00pa3oBaTENbHON OpraHMU3aLUU JTOJIKEH
UMEThb TI€YaTHBIE W/WIM BJIEKTPOHHBIE O0Opa3oBaTelbHbIE W WH(GOPMAIMOHHBIE PECYpCHl IS
UCTIONBb30BaHUsI B oOpa3zoBaTenbHOM mpouecce. Ilpu dopmupoBanun OubnmmuoreyHoro Qouaa
00pa3oBaTeNbHONW OpraHU3aldy BHIOMPAETCS HE MEHee OJHOTO M3JaHMsS M3 MEPEUHMCICHHBIX HUXKE
NeYaTHBIX W3JaHUH W (WIN) SIEKTPOHHBIX M3IaHUH B Ka4eCTBE OCHOBHOTO, TIPH 3TOM CIHCOK MOXET
OBITH JOTIOJIHEH HOBBIMU M3/IaHHUSMHU.

3.2.1. OcHOBHbIE TeYATHbIE U 3JIEKTPOHHbIE U3IaAHUSA

1. Abymnanze JI. I'. JlokymMeHTanmmoHHOe oOecrieueHe ypaBiIeHus EPCOHATIOM: yu4eOHUK
U TIPAKTUKYM JIJIs1 cpeiHero mpodeccruonanbaoro oopazoanus / [. I'. AGynanze, U. b. Bempsokkuna,
B. M. MacnoBa. — 2-e u3n., nepepad. u non. — Mocksa: M3narensctBo FOpaiit, 2022. — 370 ¢. —
(ITpodheccuonansuoe obpazoanue). — ISBN 978-5-534-15076-6. — TekcT: snexkrponusiii // DbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. Cucremsbl 3JI€KTPOHHOTO JOKYMEHTOOOOpoTa: yueOHoe mocodue /
AntyxoBa H.®., /I3t06enko A.JI., JloceBa B.B., Ueunkor FO.b. — Mocksa: KuoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — TekcT: 371eKTpOHHBIIA.

3. Kopuees, U. K. JlokyMeHTanMOHHOE OOECIIEYCHHUE YIpPaBICHUS: YYECOHUK H
MPaKTUKYM Tl cpeaHero npodeccuonansHoro oopasosanus / 1. K. Kopuees, A. B. ITmenko, B. A.
MamrypreB. — 2-e¢ u3a., nepepad. u gon. — Mocksa: U3narensctBo Opaiit, 2022. — 384 c. —
(ITpodheccuonansuoe obpazoanue). — ISBN 978-5-534-05022-6. — TekcT: snexkrponHsIii // DbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

4, Kacesnona, I'. 1O. Jlemonpon3BoACTBO U JIpyrue acmnekThl paboTel cexperaps / I.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: U3narenscTtBo Abak, 2020. — 304 c.


https://urait.ru/bcode/487121

3.2.2. lonoJTHUTEIbHbIe HCTOYHUKH

1. Annpeesa B.U. [lenonpou3BoacTBO: opraHU3anus U BEACHHUE: YICOHO-TIPAKTUUYECKOE
nocobue / ArnpeeBa B.M. — Mocksa: KuoPyc, 2020. — 294 c¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 2eKTPOHHBIH.

2. Amnzoposa C.I1. Opranuzanus TpyJa rocyI1apCTBEHHbIX 1 MYHULIMTIAIBHBIX CITYKAIIHX
: yueOHoe nocobue / C.I1. Anzoposa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Bricmiee oOpazoBanme: bakamaBpuar). - ISBN 978-5-16-016369-7. - TekcT : 7IeKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1151473. — Pexxum A0CTyIa: 1O IMOAMHUCKE.

3. bynar P.E. JlokymeHTanmnoHHOe oOecIieueHHEe YMpaBICHHUs TEPCOHATIOM: y4deOHOe
nocobue / P. E. bynar. — Mocksa: UH®PA-M, 2019. — 234 c. + [lon. MmaTtepuansl [[ DIeKTPOHHBII
pecypc]]. — (Beicmiee oOpaszoBanue: bakamaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:
anektponnsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum gocTyma: 10
TIOJTITHICKE.

4, I'yryea T.A. KonduaeHnuanpHOe AETONPOU3BOACTBO: yueOHOoe mocobue / T.A.

I'yryeBa. — 2-e u3n., mepepab. u gorn. — MockBa: UHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonanibHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekct: snexktponssii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum gocTyma: mo moImucKe.

S. I'ycapoa M.H. OpranuzanoHHO-UH()OPMAIIMOHHOE U JTOKYMEHTALMOHHOE
obecrieueHne IeITeIbHOCTH PYKOBOAUTEINS: yaeOHO-MeTonuueckoe nmocooue / M. H. I'ycaposa, C. B.
I'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcr : anekTpoHHbIi // JIaHb : 31eKTpOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum mocryma: amis
aBTOpU3. MOJIb30BATEIICH.

6. Henonpouspoacto: yueOHuk / T.A. beikoBa, JIL.M. Bsmosa, FO.M. Kykapuna, JI.B.
CanxkuHa; ox o6mi. pen. goi. T.A. beikoBoit. — 4-¢ u3j., nepepad. u gomn. — Mocka : UHOPA-M,
2022. — 393 c. + J[lon. marepumansl [[DnexTpoHHBIA pecypc]]. — (Beicmee oOpa3oBaHue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 37I€KTPOHHBI. -
URL.: https://znanium.com/catalog/product/1014190. — Pexxum A0CTyIa: IO IMOAMHUCKE.

7. Hoponnna JILA. JlokyMeHTalMOHHOE OOeCreYeHUe YIpaBJiCHUS: YYEOHUK U
NPaKTUKYM JJIsl cpeaHero npogeccuoHansHoro oopasosanus / JI.A. Jloponuna, B. C. Uputukosa. —
Mocksa: M3natensctBo Opaiit, 2022. — 233 c¢. — (IIpodeccuonanpHoe obpazoBanme). — ISBN
978-5-534-05783-6. —  Tekct: oanekrponsbii //  DOBC  Hpaiitr [caiit]. — URL:
https://urait.ru/bcode/473802.

8. KonduaenmnuanpHoe JIEJIOTIPOU3BOJICTBO u 3aIUIICHHBIA 3JIEKTPOHHBIN
nokymeHnToobopor: yueonuk / H.H. Kynsie, A.C. Iémymkun, T.B. Kornpamosa, A.I'. ®abpudHOB;
nox obmr. pea. H.H. Kynsesa. - 2-e uzn., nepepad. u gom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHuBepcuteTckas Oubnuoreka). - ISBN 978-5-98704-711-8. - Tekcr : snekrponnsii. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum octyma: mo moImucKe.

9. KopueeB N.K. Texuuueckue cpencrsa ympasieHus: yueOnuk / UK. Kopuees, I'.H.
Kcannmonyno. — Mocksa : UH®PA-M, 2019. — 200 c. — (Bsicuiee oOpazoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : 3JICKTPOHHBIN. - URL:

https://znanium.com/catalog/product/991843. — Pexxum 10CTyIa: MO MOAMHKCKE.

10. Kysnemno 1.H. JlokymeHTamonHoe obecrneuenne ymnpasieHus. JJokyMeHTOO00pOT 1
JIeNTOTIPOU3BOICTBO: YUEOHHMK U MPAKTHUKYM JUIsl CpeaHero npodeccuonaabHoro oopazosanus / M. H.
KysnenoB. — 3-e u3n., nepepad. u pon. — Mocksa: MU3garensctBo FOpaiit, 2022. — 462 c. —
(ITpodheccuonansuoe obpazoBanme). — ISBN 978-5-534-04604-5. — Tekcr : snexrponHsiii // ObC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. Kysnerno U.H. [lokymeHTannonHoe obecrieueHne yrpaBieHuUs MePCOHATIOM: YUeOHUK
U TIPAaKTUKyM Ui cpeaHero mnpodeccruoHanbHoro obpasosanus / WM. H. KysnemoB. — Mockga:



NznarensctBO FOpaiit, 2019. — 521 ¢. — (Ilpodeccuonansuoe oopazosanue). — ISBN 978-5-534-
04451-5. — Texcrt : anexkrponnsiii // DBC KOpaiir [caiit]. — URL: https://urait.ru/bcode/444432.

12. Opranmszanus  cekperapckoro  obcimyxuBanun: OYMK /  B.B.Tanaxos,
O. b. Hazapenko, [9nektponHoe yueObHoe uznanue]. — (Cpemgnee npodeccnoHanbHoe 00pa3oBaHHe -
Teker: anexrponnsni. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Apruxyn
n3gadus: 601817641

13. [TaBmoBckas O.}O. IlpaBoBoe oOecrieueHne KaapOBOTO JEIOMPOU3BOJICTBA: yueOHOE
nocobue s By3oB / O.1O. IlaBnoBckas. — Mocksa : M3narensctBo Opaiit, 2022. — 213 ¢. —
(Beicmiee ob6pazoBanue). — ISBN 978-5-534-11565-9. — Tekct: anektponnbiii / OBC HOpaiit
[caiit]. — URL.: https://urait.ru/bcode/476289.

14. CocHoBast A. AccucreHT pykoBoauTens. Jlalidxaku npodeccun: KHUTA-TPEHUHT / A.
CocnoBas. - Cankrt-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcrt:
anektponnsii. - URL: https://znanium.com/catalog/product/1817493. — Pexum pocTyma: 10
MOJIITUCKE.

15. HTumos O.B. CoBpeMeHHBIE TEXHOJOTHH M TEXHUUECKUE CPEACTBa MH(OPMATH3AINN:
yaeOnuk / O.B. Illumos. — MockBa : MH®PA-M, 2022. — 462 c. + Jlon. maTtepuabl

[[DnexTponnsii pecypc]]. — (Cpennee npodeccuonanbaoe oopazosanue). - ISBN 978-5-16-017112-
8. - Texkcr : anextponubiit. - URL: https://znanium.com/catalog/product/1764799. — Pexxum moctyma:
0 MOAIHUCKE.

16. HlyBanoa H.H. OcHOBBI 1e10NpOM3BOJCTBA: YUEOHHK M MPAKTHKYM JJISI CPEIHETO
npodeccuonanbHoro oopazosanust / H.H. Illysanosa, A.}O. UBanoBa; mox obmei pemaxkumeit H.H.
lyBanoBoii. — 2-e u3z., nepepad. u gon. — Mocksa: M3narensctBo FOpaiit, 2022. — 428 ¢. —
(ITpodheccuonansuoe obpazoanue). — ISBN 978-5-534-11014-2. — Tekct: snexkrponHbIi // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/469548.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
MPOP®ECCHUOHAJBHOI'O MOAYJIA

Kon IIK, OK Kpurepun onenkn pesyiabrara @®opMbI KOHTPOJIA U METOABI
(moxka3aTeJiM 0CBOEHHOCTH KOMIIETEHI[HI) oLeHKH’
K 1.1 [Tomyyenue HeoOxomumoit wuHpopmanuu u | KoHTpoib BBITTOJTHEHUS
nepesavya CaHKIIMOHUPOBAHHON MH(POPMAINH | MPAKTHUECKUX 3aTaHUN.
¢ HCIOIB30BAHUEM CPCACTB | YCTHBIA WJIM TECTOBBIM KOHTPOJIb
MH(POPMALMOHHBIX U  KOMMYHHMKALMOHHBIX | TeOpeTHUECKHX 3HAHHIA.
TEXHOJIOTUH AHamu3 ¥ OLEHKAa pElIeHHH
MPOOJIEMHBIX CUTYAITUH.
[TpoBepounbie PabOTHI IO KAXKIOM
TEME.
ATtTecTanus o
MIPOU3BOACTBEHHOMN
MPaKTHKE.
K 1.2 Koopaunanus paboThI npuémHoil | Kontposb BBITIOJIHCHUS
PYKOBOJUTENS M 30H MNpuéMa pa3iHuHBIX | MPAKTUUYECKHUX 3aaHHil.
KaTeropui MOCETUTENCH OpraHN3aLuy YCTHBIN WM TECTOBBIA KOHTPOJb
TEOPETUYECKUX 3HAHUM.
AHalnM3 W  OIEHKa pELICHHI
POOJIEMHBIX CUTYaIHH.
ITpoBepounbie pabOTHI O KaKIOH




TEME.

ArtTecTanus o
MPOU3BOACTBEHHOMN
MpaKTHKE.
K 1.3 [InanupoBanue pabouero Bpemenu | KoHTpomis BBITTOJTHEHUS
PYKOBOJUTEIS U paboUero JHS ceKpeTaps MPaKTUYECKUX 3aJaHUM.
VYCTHBI WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHai3 Y OLEHKa pelieHui
MPOOJIEMHBIX CUTYaITUH.
[TpoBepounbie PabOTHI IO KAXKIOM
TeMe.
ATTecTanus o
MPOU3BOACTBEHHOMN
MpaKTHKE.
IIK 1.4 Opranuzanus JEIIOBBIX noe3nok | Koutponb BBIIIOJIHEHUSI
PYKOBOJMTEINS MPAKTUYECKUX 3aJIaHHI.
1 Ipyrux COTPYTHUKOB OpraHru3alnu YCTHBIM WM TECTOBBIM KOHTPOJb
TEOPETUYECKUX 3HAHUM.
AHanM3 W  OIEHKa pELICHHI
POOJIEMHBIX CUTYaIHH.
ITpoBepounbie pabOTHI O KaKIOH
TEeMe.
ATtTecTanus o
MIPOU3BOACTBEHHOMN
MpPaKTHUKE.
IIK 1.5 Opranuzanus u noanepxanue | Koutpoian BEITIOJTHEHUS
(GYHKIIMOHATBFHOTO pabovero MpoCcTpaHCcTBa MPaKTUYECKUX 3aaHUM.
VYCTHBI WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHai3 Y OLEHKa pelieHui
MPOOJIEMHBIX CUTYAITUH.
[TpoBepounbie PabOTHI IO KAXKIOM
TeMe.
ATTecTanus o
MPOU3BOACTBEHHOMN
MpaKTHKE.
IIK 1.6 Opranuzanuss MTOATOTOBKM U mpoBeaeHue | Kontpoib BBIIIOJIHEHUSI
BHYTPCHHUX M BHEIIHUX KOH(EPEHTHBIX | MPAKTUUCCKUX 3aaHUN.
MEpPOIPUSTHH, 00€CIICYEHHE | VCTHBINH MM TECTOBBI KOHTPOJIb
I/IH(l)OpMaHI/IOHHOFO B3aUMOJCHCTBUS TEOPETUUYECKUX 3HAHUN.
PYKOBOZMTENS € MOAPA3NENCHUAMA U | Apanys u  oueHKa  pelleHwuil
JIOJ>KHOCTHBIMU JIMIIAMHU OpTraHU3aliH. MPOGIIEMHBIX CHTYALHiL.
ITpoBepounbie pabOTHI O KaKIOU
TEeMe.
ATtTecTanus o
MIPOU3BOACTBEHHOMN
MpPaKTHUKE.
K 1.7 Odopmiienue OpraHU3alOHHO- KoHTposb T ——
pacropsiANTENbHBIX JIOKYMEHTOB u

opraHu3anmnsa pa6OTBI C HUMH, B TOM YHCIIC C
HCIIOJIB30BaHHEM ABTOMATU3WPOBAHHBIX

MPAKTUYECKUX 3aJJaHHI.
YCTHBIM WM TECTOBBIM KOHTPOJb




CHCTEM

TEOPETUYECKUX 3HAHUM.
AHamu3z ©W  OIlEHKa
MPOOJIEMHBIX CUTYaITUH.
[TpoBepounbie pabOTHI IO KAXKIOM
TeMe.

peLeHuit

Arttectanus o
MPOU3BOACTBEHHOMN
MpaKTHKE.

K 1.8 Odopmnenne goxkymeHTOB 1o JjudHOMY | KoHTposb BBITTOJTHEHUS

COCTaBy M OpraHusainus paboThl C HHUMH, B | MPAKTUYECKUX 3aJaHUM.
TOM quciIe c MCIOJIb30BAHUCM | YVCTHBIM WJIM TE€CTOBBIM KOHTPOJIb
ABTOMAaTU3UPOBAHHBIX CUCTEM TEOPETUYECKUX 3HAHUU.
AHai3 Y OLEHKa pelieHui
MPOOJIEMHBIX CUTYaLIUH.
ITpoBepounbie pabOTHI O KaKIOH
TEME.
ATtTecTanus o
MIPOU3BOACTBEHHOMN
MIPaKTHKE.

K 1.9 Opranuzanus TEKYILEro xpaHeHus | Kontposib BBITIOJIHCHUS
JIOKYMEHTOB, obOpaboTka nen JUTSL | IPaKTUYECKUX 3aJIaHUM.
OIICPATHUBHOTO U apXUBHOT'O XPaHCHUA, B TOM | YCTHBIM MU TECTOBBIN KOHTPOJIb
qucJiie C HUCIIOJIB30BAHUCM TEOPETUUECKHUX 3HAHWMN.
ABTOMAaTU3UPOBAHHBIX CUCTEM AHATM3 W OUEHKA pelleHuil

POOJIEMHBIX CUTYaIHH.
[TpoBepounbie PabOTHI IO KaXKIOM
TEeMe.

Arttectanus o
MPOU3BOACTBEHHOMN

MpaKTHKE.

OK 01 Br16op crocoba perieHus 3amau | Konrponb BBITIOJTHCHUS
npodecCuOHATbHON JEATEIIbHOCTH | MPAKTUYECKUX 3aIaHHil.
IIPUMEHUTECIILHO K PAa3JIMYHBIM KOHTCKCTaAM VYCTHBIM MWW TECTOBBIU KOHTPOJIb

TEOPETUYECKUX 3HAHUM.

AHanM3 Y OLEHKa pelieHui
MPOOJIEMHBIX CUTYAITUH.
ITpoBepounbie pabOTHI MO KaKIOH
TEME.

ATtTecTanus o
MIPOU3BOACTBEHHOMN

MIPaKTHKE.

OK 02 Hcnonb3oBaHnne  coBpeMeHHBIX  cpeacTtBa | KoHTposb BBIIOJTHEHUS
MOMCKA,  aHaluM3a M  WHTEPHPETALMH | IPAKTUYECKUX 3aJaHUN.
uH(popmanuy, u UCIOJb30BAHNUC | VCTHBIM WM TECTOBBIA KOHTPOJb
I/IH(l)OpMaLII/IOHHBIX TEXHOJIOTUH pIRI| TEOPETUYECKUX 3HaHUM.
BBIIIOJIHEHHUS 33724 MPOQECCHOHANBHOM | A pamims  u OlleHKa  pelIeHuit
JeSATEIbHOCTH.

POOJIEMHBIX CUTYaIHH.
[TpoBepounbie pabOTHI IO KAXKIOM
TeMe.

Arttectanus o
MPOU3BOACTBEHHOMN

MPAKTHUKE.




OK 04 BsaumoneiictBue u pabota B Koiuiektue u | KoHTpomb BBITIOJIHCHUS
KOMaH e MPAKTUYECKHUX 3aJaHH.
VYCTHBI WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHanM3 W  OIEHKa pELICHHI
POOJIEMHBIX CUTYaIHH.
[TpoBepounbie PabOTHI IO KAXKIOM
TEME.
Arttectanus o
MPOU3BOACTBEHHOMN
MPAKTHUKE.
OK 05 OcyuiecTBieHue YCTHOM W nHCbMeHHOW | KOHTposb BBITTOJTHEHU S
KOMMYHHKAITUM Ha TOCYIAapCTBEHHOM SI3BIKE | MPAKTHUECKUX 3aaHUM.
Poccuiickoit  Dexepamu € Y4ETOM | VCTHBIA WM TECTOBBIH KOHTPOIb
OCOOEHHOCTEH COUMANBHOIO M KYJIBTYPHOIO | TeOpeTHUECKHX 3HAHHIA.
KOHTCKCTa AHamu3 ¥ OLEHKAa pElIeHHH
MPOOJIEMHBIX CUTYAITUH.
[TpoBepouHbie PabOTHI IO KAXKIOM
TEeMe.
ATtTecTanus o
MIPOU3BOACTBEHHOMN
MIPaKTHKE.
OK 09 Hcnonb3oBanue npodeccuonanbHoi | KonTponb BBITOJTHEHUS

JOKYMCHTAall1 Ha TIoCyAapCTBECHHOM H
HWHOCTPAaHHOM A3bIKax

MPAKTUYECKUX 3aJIaHHI.

VYCTHBI WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHanmu3 UW  OIEHKa
POOJIEMHBIX CUTYaIHH.

peleHui

ITpoBepounbie pabOTHI O KaKIOH
TEeMe.

ATtTtecranus 110
MPOU3BOACTBEHHOMN

MpaKTHKE.
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COJIEP)KAHUE

OBIIASA XAPAKTEPUCTUKA ITPOPECCHUOHAJIBHOI'O MOIYJIA

CTPYKTYPA U COJAEP)KAHUE IMPO®ECCUOHAJILHOI'O
MOJTYJISI

YCJIIOBMS PEAJIMBAIIMU ITPOPECCHUOHAJIBHOI'O MOAYJIA

KOHTPOJIb 1 OINEHKA PE3YJbBTATOB OCBOEHUSA
IMPOPECCHUOHAJIBHOI'O MO YJIA



1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOT'PAMMBI
HNPOPECCHUOHAJBHOT'O MOAYJA
IIM.02 «Opranu3anusi apXuBHOM padoThHI M0 JOKYMEHTAM OPraHU3alMid Pa3JIHYHbIX
¢opm co6cTBEeHHOCTH»

1.1. Heas 1 MecTo NpogeccHOHATBLHOr0 MOAY IS B CTPYKTYype 00pa3oBaTe/ibHOI MPOrpaMMbl

Lens Momyns: ocBoeHue Buaa aesteabHocTH [IM.02 «Opranuszanus apXuBHOH pabOTHI IO
JOKYMEHTaM OpraHu3alui pa3inyHbIX GOpM COOCTBEHHOCTH.
[TpodeccronanbHbI MOAYNb BKIIOYEH B 0053aTEIBbHYIO YacTh 00pa30BaTEIbHOM MPOrpaMMBI.

1.2. [lmannpyemMble pe3yabTaTbl 0CBOEHUS MPO(PecCHOHAIBLHOI0 MOIYJIS

B pesynbrate ocBoeHus mpodecCHOHATLHOTO MOIYIISE 00YJAFOITUICS JOTKEH:

Koo
OK,
IIK

YMmerhb

3HaTh

Baagern
HaBbIKAMH

OK.01

pacro3HaBaTh 3aJady W/WAIU
npobaemy B
podeCCHOHATIBHOM u/unm
COIIMATLHOM KOHTEKCTE
aHAIM3UPOBATh 3aJady W/ MU
npodiieMy ¥ BBIIEIATH €€
COCTaBHbIE YacCTH OIpPEAesaTh
ITaIbl pelieHus 3a/1aun
BBISIBIIATE W 3(PPEKTHBHO
UCKATh uH(pOpMAITHIO,
HEOOXOAUMYIO ISl  PeIICHUS
3aJaud  W/WIM  TpoOJIEeMBI
COCTaBIATh IUIAH  JIEHCTBUS
OTIpEIeIIATh HEOOXOMMBIC
pecypchl; BIIAJICTh
AKTyaJIbHBIMH METOJIaMU
pabotel B mpodeccHOHATBbHON
U CMEXHBIX cepax
pean30BBIBATh COCTABIICHHBIH
IUIaH OLIGHHWBATh pE3yibTaT U
MOCJIEACTBHUS CBOUX JIEWCTBUI
(camMoCTOSTEBHO W c
MOMOIIbIO0 HACTABHUKA)

AKTyaJIbHBIN
npodhecCHOHABHBIHA u
COIIMAIbHBIN ~ KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTath W KHTh OCHOBHBIC
UCTOYHUKA HHPOpMAIUH U
pECypCHI sl pelIeHHs 3a1a4 U
npobiem B
podeCCHOHATIBHOM u/unu
COLIMATTLHOM KOHTEKCTE
QITOPUTMBI BBITTOJTHECHHS
paboT B mpodeccuoHAIBHON U
CMEXHBIX 00J1acTsIX

METO/IBI paboThI B
npodeCcCHOHATBHON u
CMEXHBIX cdepax CTPYKTypy
IUIaHA IS PEIICHHs 3a/ad
MOPSIIOK OLIGHKH PEe3YNIbTaTOB
peleHus 3amaq
npodeCcCHOHATbHON
JESITEIIbHOCTH

OK.02

OTIpeNIeNATh 3aJauul JUIsl TOMCKa
uHpopmaruu

OTIpeNeNsTh HEOOXOTUMbIE
UCTOYHUKH UHPOPMALIUT
IUTAHUPOBATh MPOIECC TOUCKA
CTPYKTYPHUPOBATH MOIY4aeMYIO
UHPOPMALIUIO

BBIJICIIATh HanOoJiee 3HAYMMOE
B IiepeuHe HH(pOopMaun
OILICHUBATh NPaKTUIECKYIO
3HAYUMOCTb pe3yabTaToB
TIOUCKa

0hOopMITATH pe3yabTaThI
IIOWCKa, TMPHUMEHATh CpPEICTBA
WH(POPMAIMOHHBIX TEXHOJIOTHMA

HOMEHKJIaTypa
UH(pOpPMaAITMOHHBIX
UCTOYHUKOB, TPUMEHSIEMBIX B
npodeCCHOHATbHON
JeSITeIbHOCTH

NPUEMBl  CTPYKTYPHUPOBAHHS
uHpopMaun ¢dopmar
odopmITeHUS pe3ynbTaTOB
MOMCKa UHpOpMaIuy,
COBPEMCHHBIC  CpEICTBa H
yCTpoicTBa HH(pOpMATU3ALIUN
HOPSIZIOK WX TPUMEHEHHUS H
mporpaMmMHOe oOecIieuyeHrue B
npoecCuoHATBLHOM
JESITEJIbHOCTH B TOM YHCIIE C




ISt pEIICHUS | UCTIOIb30BAaHUEM  ITU(POBBIX
npodecCHOHATBHBIX 3aa4 CpeACTB
UCIIONIb30BaTh  COBPEMEHHOE
nporpaMMHoOe o0ecrieueHue
HCIIOJIb30BaTh pa3ianyHbIe
mudpoBble  CpencTBa UL
pemeHuss MpodhecCHuOHATBHBIX
3a/1a4y

OK.04 | opranu3oBbIBaThH paboTy | MCUXOJIOTHYECKHUE OCHOBBI | -
KOJJIEKTUBA U KOMaH/Ibl | ASITENbHOCTH KOJIJIEKTHBA,
B3aMMO/ICHICTBOBATh C | IICUXOJOTHYECKHUE
KOJUJIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JTUYHOCTH
KITUEHTaMH B XOJIe | OCHOBBI MIPOEKTHON
npodeccuoHanbHOM NEeSITEIIbHOCTH
JeSITeIbHOCTH

OK.05 | rpamoTHO WA3J1araTh CBOU | OCOOEHHOCTH COLIMAIBLHOIO M | -
MBICTTH KYJBTYPHOT'O KOHTEKCTA;
u 0hOpMIIATh JOKYMEHTHI IO | TIpaBUja oopmIIeHUS
npoeCCHOHATLHON TEeMaTHKe | JOKYMEHTOB
Ha TOCYJapCTBEHHOM  S3bIKE, | U MTOCTPOCHHUS YCTHBIX
NpPOSIBJIATH TOJEPAHTHOCTh B | COOOLICHUN
paboueM KOJIIICKTHBE

OK.09 | monumare oOIMIM CMBICT YETKO | MPaBUJIa MOCTPOEHUS MPOCTHIX
MIPOM3HECEHHBIX U CIIOKHBIX TNPEAJIOKEHUN Ha
BBICKA3bIBAHUN Ha W3BECTHBIE | MPO(decCHOHATBHEIC TEMBI
TeMbl (TpodecCHOHabHBIE U | OCHOBHBIC
OBITOBBIC), TIOHMMATh TEKCTHI | OOLICYOTPEOUTEIbHBIE
Ha 0a30BbIE | IJIAroJIbI (6bprTOBAsS "
po(hecCHOHATLHBIC TEMBI npodeccuoHanpHas JICKCUKA)
y4yacTBOBaTh B JAMAJOraXx Ha | JEKCUYECKUI MUHUMYM,
3HAaKOMbIE 00IIne OTHOCALIMICA K  OIHUCAHUIO
U ipo¢ecCUOHAIbHbIE TEMbI PEeIMETOB, CpEICTB u
CTPOUTH MPOCTHIE | MPOLIECCOB MPOQeCcCHOHATHHOM
BBICKa3bIBaHUSI O cebe U O | AeSITeNbHOCTH
CBOEH npo(hecCHOHANLHON | 0COOGHHOCTH  MPOU3HOIICHUS
NEeSITEIIbBHOCTH IpaBWjia  YTEHUS  TEKCTOB
KpaTko  OOOCHOBBIBaTh M | MPO(eCCHOHATBLHOU
OOBSCHATH CBOM  JICHCTBUS | HAIIPABJIEHHOCTH
(TekyIue U MIaHupyeMbIe)
nucaTh  MPOCThIE  CBSI3HbBIE
COOOIIeHN Ha 3HAKOMBIC WIIH
MHTEPECYIONINE
po(heCCHOHATLHBIC TEMBI

IIK 2.1 | paGorars C | HOpMATUBHBIC TPABOBBIC AKTHI | YIACTHS
nonpaszaenenusMu/opranu3amy | Poccmiickoit  ®exeparuu B | KOMIUICKTOBaHUHU
AMHU UCTOYHUKaMU | chepe IeJONpPOU3BOJACTBA U | APXHUBHBIMHU
KOMIUICKTOBAaHMS apXUBa, apXHUBHOI'O  J€jlIa; Hay4HO- | ACJaMH
NPUHUMATh apXHWBHBIC Jejia | METOIUYCCKUC kputepuu | (IOKyMEHTaMH)
(TOKYMEHTBI) Ha TIOCTOSIHHOE | YKCICPTHU3BI [IEHHOCTH | apXUBa
WITH JIOJITOBPEMEHHOE | PA3JIMYHBIX TUIIOB M BUJOB JIE] | OpPraHU3aluu
XpaHEHHE; (TOKYMEHTOB);
y4acTBOBaTh B TPOBEIEHUM | TEOPECTHUYCCKHE u
9KCIICPTHU3BI [IEHHOCTH | METONYECKHE ACTICKTBI
pa3MYHBIX TUIOB W BHUJOB | KOMIIJICKTOBAHUS u
JIOKYMEHTOB B COOTBETCTBUU C | OKCIIEPTU3bl 1IEHHOCTH BCEX




BHYTPEHHUMHU  peErjlaMeHTaMU
OpraHu3aluy;

OPUMEHSTh B pabote
PEKOMEHTalKU 3KCHEPTHO-
MIPOBEPOYHON KOMMCCUU WU
SKCIEPTHOM KOMHCCUH
OpraHu3aluy;

MIPUMEHSATH MIEPEYHU c

yKa3aHHEM CPOKOB XpaHCHHUSI
nen (TOKyMEHTOB);

co0II01aTh HOpPMAaTHBHBIE
CPOKH XpaHeHUus nen
(TOKYMEHTOB);

BECTHU YYET HCTOYHUKOB
KOMILJIEKTOBAHUS apXHUBa;
HCII0JIb30BATh IepeoBOr
OTCUECTBEHHBIN U 3apyOeKHBIH
ONBIT MO KOMIUIEKTOBAaHUIO
apxuBa JieIaMu

(TOKyMEHTaMH1) TTIOCTOSTHHOTO U
JIOJITOBPEMEHHOI'O XPAaHECHHUS;

UCTOJIb30BaTh  COBPEMEHHBIC
aBTOMATU3UPOBAHHBIC,
UH(POPMAaLMOHHbIE U

TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUHU
JIOKYMEHTHPOBAHHBIX chep
ACATCIIBHOCTH OPraHU3aluu.

BUJIOB JIOKYMEHTOB;

BUJBI,  Pa3HOBUAHOCTH U
dbopMaTsI BCEX BUJIOB
JIOKYMEHTOB;
YHUDUIIIPOBAHHYIO
OpraHU3alMOHHO-
pacropsIAUTEIBHON
JIOKYMEHTAIIH;
CTaHJapPTHI
OpraHU3alMOHHO-
pacropsIAUTEIBHON
JIOKYMEHTAIIH;

Croco0bl u TEXHOJIOTUU
JOKYMEHTHPOBAHUS
pa3IUYHbIX
npodhecCHOHATBLHOM
NesITeIbHOCTH;
OpraHU3alMOHHBIC TPUHIIMITBI
KOMILJIEKTOBAHHUS nen
(TOKYMEHTOB) OTI'PaHUYEHHOTO
JIOCTYyTIa;

TpeOOBaHUs OXpaHBI TPYyIa

CUCTEMY

odopmiteHus

BHUIOB

IK 2.2

MI0JIb30BaThCS YUETHBIMH
JOKYyMEHTaMH B paMKax
AIIEKTPOHHBIX

MH()OPMAITMOHHBIX CHCTEM
JIOKYMEHTHUPOBAHHBIX cdep

JeSITeIbHOCTH OpTaHu3aIluig;
MI0JIb30BaThCS
cepTUhUIIUPOBAHHBIMU
ABTOMATH3UPOBAHHBIMH
CUCTEMaMH
JIOKYMEHTHUPOBAHHBIX cdep
JEeSTENIbHOCTH OpraHu3aluu 1o
yu€éry, perucrpanuu,
KOHTPOJTIO J1e (JOKYMEHTOB);
MI0JIb30BaThCS

nH(pOpMaIMOHHO-
CIIpaBOYHbBIMU CucreMmamMmu
JOKYMEHTHPOBaHHBIX chep

JeSITeIbHOCTH OpTaHU3aIlnH,
BECTH CIPABOYHO-TIOMCKOBBHIE
CpeACTBa K apXWBHBIM JejaMm
(TokyMeHTaM);

BEeCTH y4€T CTpaxoBoro ¢GoHaa
ApXMBHBIX e (JOKYMEHTOB);
PUMEHSTh HOpPMAaTHBHBIC
IMPAaBOBLIC AKTLI, JIOKAJIbHBIC

HOPMATUBHBIC MPABOBBIC AKTHI
Poccuiickoit  @enepauuu B
chepe eNONMpOU3BOJCTBA U
ApPXUBHOTO JIETa;
METOJUYECKUE JOKYMEHTH U
HAI[MOHAJIbHBIE CTaHIApThl B
obmactu y4yéra TOKYMEHTOB H
JIOKYMEHTHPOBAHHBIX chep
NEeSTeIbHOCTH OpraHu3aluy;
OTEUYECTBEHHbBIE U 3apyOeKHbIE
cepTu(UIIMPOBAHHBIE CUCTEMBI
aBTOMATU3UPOBAHHOTO  y4é€Ta
ApPXMBHBIX T (JOKYMEHTOB);
TpeboBaHusT K Yy4€Ty 0c000
LEHHBIX u YHHUKaJIbHBIX
ApPXMBHBIX e (JOKYMEHTOB);
CPOKH BBIMIOJIHEHUSI PaldOT 1o

yu€Ty apXUBHBIX aen
(ITOKyMEHTOB);

o0mue NpuUHIMIBI yuéTa u
KOMIUIEKTOBAHUS nen

(TOKyMEHTOB) OTPAHHUYEHHOTO
JOCTYTIA,
TpeOOBaHMS OXPaHbI TPY/IA.

BeICHUS yuéTra
APXUBHBIX pi(SA) |
(1IOKyMEHTOB), B
TOM YUCJIe C
HCTI0Ib30BaHUEM
ABTOMATU3UPOBAHH
BIX CHCTEM




HOPMAaTUBHBIC AKThI
opraHu3alvi U MCTOAUYCCKUC
JOKYMEHTBI B o0Onactu yuéra
ApXMBHBIX ] (JOKYMEHTOB);

BHOCHTHh  TPEJIOKECHUS  TI0
COBEpIIECHCTBOBAHUIO
METOAMYECKOTO  00eCTeYeHHs
yuéra Ppa3HBIX BUJIOB
JIOKYMEHTOB B
JIOKYMEHTHUPOBAaHHBIX  cdepax
JESITEIIbHOCTH OpPraHu3allnu.

[IK 2.3 | cucremarusupoBath Jena | HOpMAaTHBHBIC MPABOBBIC aKTHI | OCYIIECTBICHHUS
(TOKYMEHTHI); Poccuiickoit  ®epepauuu B | XpAaHCHUS
pasMmelnaTh apxXuBHBIE jena | CPepe  IEeTONPOM3BOACTBA M | APXUBHBIX nen
(TOKyMEHTBI)  Ha  MecTax | apXMBHOIO Jiena, (TOKYMEHTOB) c
XpaHEHUs! B COOTBETCTBUM C | HOPMATHBHLIE IPABOBLIE AKThI | [IOCTOAHHBIM
HOpMAaTHBHBIMHU TpeOoBaHusMu | Poccuiickoii  ®deneparuu B | CPOKOM XPAHCHUS 1
B 0o0nacTu apxXWBHOrO Jena u | objactu uHpopMmaruy, | 10 JIMYHOMY
yIpaBiIeHUS T0KYMEHTaMU; UH(OPMAIMOHHBIX COCTaBy B apxuBe
coburoaaTh HOpMATHBHBIC | TEXHOJIOTHIA, 3alIUThl | OPraHN3alHH
PEXMMBI XpaHEHHs ApXMBHBIX | HHQOPMALMHU M IIEPCOHATBHBIX
Jen (IOKyMEHTOB) Ha JIOOBIX | JaHHBIX, uudpoBon
HOCHUTEIISIX; TpaHnchopmaIuu;
IPOBOAUTH IPOBEPKY IOJHOTHI | HODMATUBHBIE NPABOBHIE AKTHI
cocTaBa apxuBHbIX | Poccuiickoii ~ Denepanun B
JIOKYMEHTOB B  €IMHHMIAX | 00IacTH
XPaHEHUS; KOH(pHICHIIMATBHOCTH
MIPOBOJUTH ornucanue | ”HGOpManum;
APXUBHBIX JCJI (,Z[OKyMeHTOB); ImpaBujia XpaHCHUA el
COCTAaBJISITh CIIPABOYHO- (IOKyMEHTOB) B COOTBETCTBHH
IIOMCKOBBIC cpeacTBa K | € MX THUIIaMH;
ApXUBHBIM nenam | OpsiIoK (dhopMUpOBaHUS
(TokyMeHTaM); JOKYMEHTOB B  KOMILJIEKTHI,
BECTH Y4E€T W  KOHTPOJNp | IPYHIIBI, TUIIBI;
BBIJIA4U apXUBHBIX nen | TpeboBaHust K odopmIIEHUIO
(TOKYMEHTOB) W3 | JOTOBOPOB Ha  peaU3aIUI0
ApXUBOXPAHWIMINA M  MX | YCIYr BHEIIHErO XPaHEHHs JE
BO3BpaTa, (ITOKyMEHTOB);
BECTH y4€T ¥  KOHTpPOJb | CPOKHM BBHINOJHEHUS paboT;
nepepadnd  Aen  (JOKyMEHTOB) | TpeOOBaHUS K YCTaHOBJICHHBIM
B HOPMaM BBIPAOOTKH;
rocy1apCTBEHHBIN/MyHHUIUTIA
BHBI apXWB WM Ha WHOE
BHEIITHEE XPAHEHUE W TpUEMa
JIeJ1 C BHEIIHETO XPaHEHUSs;
MIPOBOJIUTH MOJIUCTHYIO
MIPOBEPKY (hU3UIECKOTO
COCTOSIHHS JIeJT (JOKYMEHTOB);
Pa3bICKUBATH
HEOOHapyKEHHbIE nena
(TOKYMEHTHI);
3amumar “H(GOpMAMOHHBIC
pecypchl

K 2.4 obecrnevyeHus

OpTraHHU30BbLIBATH n

HOPMATUBHBIC ITPABOBLIC AKTHL




obOecrieunBaTh XpaHEHHE JeT

(TOKYMEHTOB) BPEMEHHOTO
XpaHeHus OpraHu3au
B TPAJAULIUOHHOM " B
AIIEKTPOHHOM BUJIE;
KOHTPOJIUPOBATh  pa3pabOTKy
CTPYKTYPHBIMH
MOApa3/IeICHUSIMA ~ ONHUCEN U
aKTOB O  BBLICJICHHM  Ha
YHUUTOKEHHE nen
(TOKYMEHTOB) BPEMEHHOTO

XpaHEHHS B TPAJAUIIMOHHOM U B
AJNIEKTPOHHOM BUJIC;
dbopMHUpOBATH SIMHUIIBI
XPaHCHUSA OOKYMCHTOB IJIA HX
MOCJICTYIOMIETO Pa3MEIIeHUs B
apX¥1BE OpraHHU3allNY;

COCTaBJISITh CIPaBOYHO-
MOVICKOBBIC CpencTBa K
apXUBHBIM nenam
(TokyMeHTaM);
OCYIIECTBIISITh ~ MOUCK  JIeT
(TOKYMEHTOB) BPEMEHHOTO
XpaHEeHUsT B TIpolecce HX
XpaHEHUsT B  CTPYKTYpPHBIX
MOJpa3JelieHusIX W  apXuBe
OpTraHH3aIny;

OCYIIECTBIISITh  METOJAMYECKOE
PYKOBOJICTBO  OpraHM3anuei
XpaHeHus: Jien  (JOKYMEHTOB)
B CTPYKTYPHBIX
MoJIpa3/ieNIeHUsIX OpraHu3alnu;
OKa3bIBaTh CTPYKTYpPHBIM
oIpa3aeieHUsIM
MPAKTUYECKYI0  [OMOIIb B

OpraHu3alliil  XPaHEHUsS el
(ITOKyMEHTOB);

pa3pabarbIBaTh CIIPaBOYHO-
WHQPOPMAIIMOHHBIE JOKYMEHTHI
o OpraHu3aIu
UCTIOJTb30BaHUS nen
(TOKYMEHTOB) BPEMEHHOTO
XpaHEHHsT B  CTPYKTYPHBIX
NOJpPA3/INICHUsIX U apXHBe
OpraHu3aIuy;

IPOBOJTUTH IKCHEPTH3Y

[EHHOCTU Jien (JIOKYMEHTOB)
BPEMEHHOTO XpaHCHHS,
NepeIaHHBIX B APXUB;

OTIPEeNEeNATh CPOKH XPaHCHHS
nen (TOKyMEHTOB) BPEMEHHOTO

XPaHEHUS;
oOecrieunBaTh  3alIUTy  JI€T
(TOKYMEHTOB) BPEMEHHOTO

XPpaHCHUA B OpraHu3aliii OT

Poccniickoit  ®epepauuu B
chepe eNONMpOU3BOJCTBA U
ApPXUBHOTO JIeTa;
HOPMAaTUBHBIE MPABOBBIE AKTHI
Poccniickoit  @epepauun B
obnactu 3aIUTHI
MEPCOHAIBHBIX JaHHBIX;
HOPMAaTUBHBIE MPABOBBIE AKTHI
Poccniickoit  ®Pepepauun B
obnactu
KOH(UICHIIMATEHOCTH
uHpOpMaLNH;

METOJUYECKUE JOKYMEHTH U
HAI[MOHAJIbHBIE CTaHIApThl B
00JIacTH N1eNONpPOU3BOJICTBA U
ApPXUBHOTO JIeTa;

METOAMKa pa3paboTku Gopm
YU4ETHBIX  JJOKYMEHTOB B
TPaIULIHOHHOM u B
3IEKTPOHHOM BHUJIE;

IpaBWiia CHCTEMAaTH3alluk |
KJIacCU(UKALUU JOKYMEHTOB;
0COOEHHOCTH OpraHu3aIu
XpaHeHus: Jen  (IOKYMEHTOB)
Ha Pa3IUIHBIX HOCUTEIISX;
KpUTEpUU OIpeIeTICHUS
LHEHHOCTU Jei (JOKYMEHTOB)
JUIsL  JalbHEWIIero XpaHeHUus
WIM YHUYTOKEHUS;
TpeObOBaHUsI K  Mporeccam
VHUUTOXKEHUS WHPOpPMAIUU B
TPaIULIHOHHOM u
3IEKTPOHHOM BHUJIE;
TpeOOBaHMS OXPaHbI TPY/IA.

XpaHEeHUs,
KOMIUIEKTOBAHUS,
yuéra 51
WCTIOJIb30BaHUS JIEN
(TOKYMEHTOB)
BPEMEHHOTO
XpaHEHUs




HCCAHKIIMOHUPOBAHHOT'O
A0CTYyIIa NJIM YHUUTOXCHUSA,

IIPOBOAUTH ¢dusnueckoe
YHUUYTOXXCHHE nen
(TOKYMEHTOB) BPEMEHHOTO
XpaHEHUsI  C  HCTEKIIMMHU
CpPOKaMH  XpaHEHHs  Iocje
COTJIACOBAHUS co
CTPYKTYPHBIMH
HOApa3AeIeHUSIMA
OpraHH3aLuiy;

0hOopMITATH y4ETHBIC

JAOKYMCHTEL 06 YHUYTOKCHUN
nen (TOKyMEHTOB) BPEMEHHOTO
XPaHCHUA C HUCTCKIITUMHU
CpPOKaMH XpaHEHHsSI COBMECTHO

co CTPYKTYPHBIMH
noJipa3esieHusIMU
OpraHu3aIuy.

IIK 2.5 | cucremarusupoBath ¥ | HOPMAaTHBHBIC MPABOBBIC AKTHI | OCYIIECTBICHHUS
0000maThs cBefeHust o coctaBe | Poccmiickoit  ®enepanuu B | UCIIOJB30BaHUs
U COJEp)KaHWM AapXUBHBIX eI | chepe Aenonpou3BOACTBa; APXUBHBIX NI
(IOKyMEHTOB); HOPMATUBHBIC MPABOBbIE aKThl | (IOKYMECHTOB), B
UCIIOJIb30BaTh Poccniickoit  ®Pepepauun B | TOM qucie c
nH(pOpPMaAIMOHHBIE TEXHOJIOTHH | 00JacTH 3amuThl | ACIOJIB30BAHUEM
B obnactu CO3/1aHUS | IEPCOHAIBHBIX TAHHBIX; aBTOMAaTU3UPOBaHH

BIX CUCTEM

CIIPpaBOYHO-TIOMCKOBBIX

CpeACTB apxuBa u
JIOKYMEHTHPOBAHHBIX chep
JeSITeIIbHOCTH OpTaHU3aIlnH,
dbopMHpPOBAaTh OCHOBHBIE W
BCIIOMOI'aTCJIbHBIC BHU/bI
apXMBHBIX  CIIPABOYHHKOB B
3JIEKTPOHHOU (popme;
MIOJITOTaBIINBATh

UH(POPMALIMOHHbBIE JOKYMEHTBI
II0 3ampocaM IOJIb30BaTeIe
Pa3JIMYHBIX KaTETOPHUi.

METOJMYECKHE JOKYMECHTHI B
o0JacTH  WCIOJIb30BAaHUS U
NyOJIMKAalli  apXWUBHBIX  JIEI
(TOKYMEHTOB);
cepTUhUIIUPOBAHHBIC
UH(POPMALIMOHHO-TIONCKOBBIE
CUCTEMBbI B obnactu
pa3paboTku Hay4YHO-
CIPaBOYHOTO amrmapara
JIOKYMEHTHUPOBAHHBIX chep
JeSITeIbHOCTH OpTaHu3aIluHg;
CPOKH BBITIOJHEHHUS PabOT O
OpraHu3allii  HCIIOJIb30BaHUS
apXUBHBIX JIeJ (JOKYMEHTOB);
OpraHU3alMOHHBIC TIPUHIIMITBI

UCIIOJIb30BAaHUS  JIOKYMEHTOB
OI‘p AHNUYCHHOTI' O ,Z[OCTyrIa;
TpeOOBaHUSI K  IOJTOTOBKE

APXUBHLBIX CIIPABOK M BBIIIMCOK
U3 apXHMBHBIX JIOKYMEHTOB;
TpeOOBaHMS OXPaHbI TPY/IA.




2. CTPYKTYPA U COAEP)KAHUE ITPO®ECCUOHAJIBHOI'O MOAYJISA

2.1. Tpy10eMKOCTb OCBOECHHSI MOXYJIst

HaumeHOBaHUe COCTABHBIX YacTeil MOXYJIst

O0BeM B yacax

B T1.4. B popMme npakT.

MOJATOTOBKH
YyeOHble 3aHATHS 300 130
KypcoBas pabota (mpoekr) - -
CamocrosTenbHas paboTta 20 20
IlpakTuKa, B T.4.: 72 72
yueOHas 36 36
POM3BOJICTBEHHAS 36 36
[TpomexxyTouHast aTTecTarus 12 12
Bcero 402 298
2.2. Ctpykrypa npoeccHoHaJILHOr0 MOAYJIs
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1 2 3 4 5 6 7 8 9 10
1K 2.1 Pasnen 1. Opranuzanus u 78 8 78 68 - | 10
obecrieueHre OCHOB apXHWBHOU
JESTEILHOCTH
MK 2.3 Pazgen 2. Opranuzanus 76 22 76 66 10
JESTEIILHOCTH apXHBOB
MK 2.5 Pazgen 3. Opranuzanus 104 78 104 | 104
apXMBHOTO JIeNa
MK 2.3, K 2.5 Paznen 4. Opranuzanus XxpaHeHUs 60 22 60 60 -
JOKYMEHTOB B apXHBE
VYyeOHasi mpakTHKa 36 36 36
ITpon3BocTBEHHAS TPAKTHUKA 36 36 36
IIpoMexyTouHas aTTecTalusl 12 12
Bcezo: 402 | 298 | 402 | 300 | X | 96 | 36 | 36




2.3. Conep:xanue npoeccCHOHAIBHOT0 MOTYJIA

HaunMeHnoBanue
pa3aesioB U TeEM

Conep:xanue u (popMbI OPraHU3ANUM A TEJTbHOCTH 00y4aI0IIUXCS

Oo6bem, akaa. 4/ B ToM
yucJie B popme

Koabl komMneTeHuii,
¢opMHUPOBAHUIO KOTOPBIX

NMPaKTHYeCKOoi CIOCO0CTBYeT 3JIeMeHT
MOATOTOBKM, aKA/. 4 NMPOrpaMMblI
1 2 3 4

Pazgen 1. Opranu3anus u odecrneyeHue OCHOB APXMBHOM J1eSITeJIbHOCTH 68
MK 02.01. Opranu3anusi ¥ HOpPMAaTHBHO-TIPABOBbI€ OCHOBBI APXMBHOTIO J1eJ1a
Tema 1.1. Conep:xaHue 20 IIK 2.1.
Beenenue B IIM u M/IK. | Brenenue B npeameTr. OCHOBHBIE TEPMHHBI U OTIPEACIICHU. 20
Hcropus CBs13b ¢ IpyruMH 00IIepoheCCHOHATBHBIMU U CIICITHATBHBIMU
BO3HMKHOBEHHS quctrinHamu. VicTopuist BOSHUKHOBEHUS apXuBoB B J[peBHeit Pycu.
apXMBHOM JeATeJBLHOCTH | VcTopus apxuBHOro aena B Poccuiickoit umnepun. Micropust apXxuBHOTO
B Poccun JieTia B COBETCKHIA epuoj]. PazBuTue apxuBHOro nena B Poccuiickon

denepanuu.
Tema 1.2. Conep:xaHue 20 K 2.1.
HopmartusHo- ApXUBHOE IMPaBO M ApXUBHOE 3aKOHOATEILCTBO. DTHICCKUI KOJIEKC 20
npasoBas 6a3za apxuBHUCTOB. [IpaBOBBIC OCHOBHI PETYIUPOBAHUS APXUBHOU JACSATEIBHOCTH.
ApXUBHOHU ®Denepanbubiii 3akoH ot 22.10.2004 Ne 125-D3 «O06 apXxuBHOM €€ B
ACHATEILHOCTH B Poccuiickoii @eaepannm». CuctemMa yrnpaBiIeHUS apXUBHBIM JCJIOM B
Poccuu Poccuu. @enepanbHoe apXUBHOE areHTCTBO.

B ToM yuc/ie IpaKTHYECKHUX U J1a00PaATOPHBIX 3aHATHIA

Pabora B mpaBoBoii 6a3e ¢ HOPMAaTUBHO-TIPABOBBIMH JJOKYMEHTaMH B chepe

ApPXUBHOTO JIeJIa
Tema 1.3. Conep:xanue 20 K 2.1.
Opranusanus N
ApanﬂorI(: domna Opranunzanun JoKkyMeHToB ApxuBHoro ¢onaa Poccuiickoit denepanu. 20

PXUBHOTO CoBpeMeHHEIH cocTtaB ApxuBHoro Gonma Poccuiickoit deneparum.

Poccuiickoiit Penepanun N

Knaccudukarus nokymeHToB ApxuBHOTo oHna Poccuiickoii denepanun.

KommnekroBanne ApxuBHoro dorna Poccutickoit ®eneparnyu. Criucku

MCTOYHHUKOB KOMIUIEKTOBaHUS. ApXHuBHasA 3apyOexnas Poccuka.
Paznen 2. Opranuzanus AeATeIbHOCTH APXUBOB 70
M/IK 02.02. I'ocynapcTBeHHbIe, MyHUIMNIAIbHbIC ADXUBBI H APXMBbI OPraHU3alui
Tema 2.1. Conepma}“/le 22 IIK 2.3.
Bunsi apxusos B Poccun 22

Bunb! v pa3HOBUIHOCTH apXUBOB. [ 0Cy1apCTBCHHBIC apXUBHI: BHUIBI,

3agaun, pyskuuu. CeTh QenepanbHbIX TOCYJapCTBEHHBIX apXUBOB.
MyHuIMnaNbHbIe APXHUBBI: BUBI, 331341, QyHKIuH. BenomcTBeHHBIC
apXx¥BBI: BUJBI, 3a/1auu, pyHKIMHU. [leno3uTapHoe XpaHeHUE. APXHUBBI




OpraHM3aIMii: BUbI, 3a1a9u, GyHKIMHU. [IpumepHbIe monoxeHus 06
apxuBax. CTpykTypa apxusa. Opranuzanus Tpy/a nepcoHaia.

B ToM 4nciie MPAaKTHYECKHUX U J1a00PaTOPHBIX 3aHATHIH

10

Pabora B cetn UnTepHeT, B TOM ynciie Ha moptaine ApxuBsl Poccun:
MOKMCK Pa3IHYHBIX 110 PaHTy (YPOBHIO) M MPOMUII0 apXMBHBIX YUPEIKICHHIA;
odopMIIeHHE PE3YJIbTATOB MOKCKa B Tabiulle «IIpruMepsl apxXUBOBY.

Tema 2.2.
IKcnepTH3a
EHHOCTH /IOKYyMEHTOB

Conep:xanue

22

Opranu3zanus T0KyMEHTOB B apXuBe (JIOKyMEHTAIbHBIN, apXUBHBIH,
CTpaxoBOi QOHIBI U POH/I [TOJIb30BaHU ). DKCIIEPTH3a LICHHOCTH
JTOKYMEHTOB: 3a/Ia4¥, IPUHITUIIBI, KPUTSPUH. BHUIBI SKCIIEPTHBIX KOMHUCCHUH.
OdopmieHne pe3yIbTaToOB 3KCIIEPTU3BI IEHHOCTH IOKYMEHTOB. Buib
TlepeuHeil OKYMEHTOB C yKa3aHWEM CPOKOB XpaHeHus. M3yueHue
Tunosoro [lepeuns ¢ ykazaHueM CPOKOB XPaHCHUS.

22

B Tom uncie NPaAKTHYCCKUX U naﬁopaToprlx 3aHATHUI

16

Wzyuenue llepednst THIOBBIX YIPaBICHUYECKAX apXUBHBIX JOKYMEHTOB,
00pa3yrImuXcs B MPOIEcce AeTeILHOCTH TOCYAapCTBEHHBIX OPraHoB,
OpraHOB MECTHOTO CAMOYIIPABIICHHUS M OpPTraHHU3aIlHii, C YKa3aHHEM CPOKOB
ux xpanenus. U3ydyenue [lepedynst THTIOBBIX apXUBHBIX JIOKYMCHTOB,
00pa3yrInXCcsi B HAYYHO-TEXHUYECKON U MPOU3BOICTBECHHOM
JIESTeIbHOCTH OPTaHM3alNH, C yKa3aHUEM CPOKOB XPaHEHHS.
YcTaHOBIEHHE CPOKOB XPAHEHHUS 3ar0JIOBKOB JIEN U IOKYMEHTOB 110
TUNOBBIM MEpPEYHSIM.

K 2.3.

Paznen 3. Oprannsanusi apxXuBHOIO JeJia

104

MJK 02.03. MeToauKka M MPaKTHKA apXHUBOBeIeHUsI

Tema 3.1.
JokaJbHbBIE
HOpPMATHBHbIE
JOKYMEHTBI apXuBa

Conep:xanue

VYcraBbl apxuBHBIX yupexxaenuil. [Tonoxenus 06 apxuBax. MHCTpyKImu o
pabore ¢ fokymeHTamu. [lomoxenue 06 IKCrepTHON KoMUcCHH. [ TaHbl-
rpaduky npuéma ieN oT CTPYKTYPHBIX MOJpa3/ieieHui U IepeJadn Aei Ha
roCyZapCTBEHHOE XpaHEHUE U MIPECTABICHUS CBOJHBIX Pa3AeiioB OMMICEH B
apXxuB.

K 2.5.

Tema 3.2.
HomeHnkJiaTypa aena

Conep:xanue

Homenkatypa men opraHu3aiyu; Ha3HaYeHUe, GyHKIIMUA. BUABI ¥ TUTTBI
HOMEHKIaTyphl ien. Kiaccudukanmonnas cxeMa HOMEHKJIATYPHI JICI.
[opsimok paboThI C HOMEHKIIATYPOU JIEN OpraHU3aIuy — UCTOYHHUKA
KOMIUIEKTOBAaHUS apXUBHOTO YUPEKACHHUS.

B ToM 4mciie mpakTHYECKUX M J1a00PATOPHBIX 3aHATHH

16

K 2.5.




BayTpenHee u BHelIHEeE COTTIACOBAHUE, MOPSAOK YTBEPIKACHUS
HOMEHKJIATypHI JIe]l OpTaHNu3allii — UICTOYHUKA KOMIUIEKTOBAHHUS
apxuBHOTO yupexaeHus. CoctaBieHre U 0pOpMIICHUE HOMEHKIIATYPHBI JeIT
OpTraHM3aIlUY — UCTOYHHKA KOMIUICKTOBAHUS apXUBHOTO YUPEKICHUS.
3akpbITHE, COCTaBICHHE U 0(hOPMIICHIE HTOTOBOH 3aliCH K HOMEHKJIAType
JIeJT OPraHMU3aliY — UICTOYHHUKA KOMIUIEKTOBAHHUS apXUBHOTO YUPEKACHHUS.

16

Tema 3.3.
OdopmiieHue apXUBHOTO
aesia

Conep:xanue

[loaroroBka men kK apxuBHOMY XpaHeHHI0. CocTaB y4ETHO-CITPABOYHBIX
JIOKyMEHTOB apXUBHOTO JIeia.

B ToM 4mciie mpakTHYeCKUX M 1a00pPATOPHBIX 3aHATHH

16

Hywmeparus muctoB apxuBHoro nena. CocraBieHue U 0ohOpMIICHHS
BHYTpPEHHEH OMHCH U JINCTa-3aBepuTeNs apxuBHOro Aena. CocraBieHne u
oopMITEeHUE KapThI-3aMECTUTEIIS, TUCTA UCTIOIH30BAHHUS APXHUBHOTO JIEJA.
CoctaBnenue u 0OopMIICHHE PEKBU3UTOB O0JIOKKH apXHUBHOTO JIEJa.
IIpommBka apXuUBHOTO JIENa.

16

IK 2.5.

Tema 3.4.
Ilepenaya 10KyMeHTOB
HA apXWBHOE XpaHEHHE

Conep:xanue

[Mopsimok mepeaun TOKYMEHTOB Ha apXUBHOE XpaHeHHE. APXUBHASI OIHCH:
HaszHadyeHue, GyHKImH, BUAbL. [lopsnok odhopmieHus U paboThl ¢ apXUBHOU
onucko. OnucH JelT CTPYKTYPHBIX Moapa3aencHuin. Onucu e
OpraHu3aIiH: IOCTOSHHOTO XPaHEeHHUs, 110 TMYHOMY COCTaBY, BPEMEHHOTO
cpoka xpaneHus cBbire 10 jgeT. OnucH AIeKTPOHHBIX e (JOKYMEHTOB)
opranusaivy. BeineneHne JTOKYMEHTOB K YHUUITOXXCHUIO.

B ToM 4mciie mpakTHYeCKUX M 1a00pPATOPHBIX 3aHATHH

16

CocTtaneHue u 0OpMIICHIE OITUCH JIENT CTPYKTYPHOTO TIOpa3ICICHUS.
Cocrasnenue 1 ohopMIICHHE OTIHCH JIe opranm3aui. COCTaBICHHE U
oopmiieHre akTa O BBIICJICHUN K YHHUITOKECHHIO apXUBHBIX JIOKYMEHTOB,
HE TIOJUIeXAIUX XPaHEHUIO.

16

IK 2.5.

Tema 3.5.
Y4ér 10KyMeHTOB B
apxuBe

Conep:xanue

Y4éT JOKYMEHTOB B apXUBE: MPUHIIMITGI, SIUHHIIEI YIETa, YIETHBIC (DOPMEI.
Bu/ibl OCHOBHBIX apXUBHBIX CITPABOYHHKOB. APXHUBHAs BPUCTHKA.
Cucrema HCA: Ha3zHaueHue, BUIBI IIOUCKOBBIX CHCTEM.

B Tom umncie NMPaAKTUYC€CKUX U ﬂa60paToprlx 3aHATHI

14

W3ydenre cocTaBa 1 3arMoJHEHHS OCHOBHBIX YUETHBIX (hopM apxuBa (KHHUTA
yuéTa MOCTYIUICHUS U BRIOBITHS JeJT (JOKYMEHTOB), JTUCT GOH/a, peecTp
omnucel, CIUCOK QPOHIOB).

14

K 2.5.

Tema 3.6.
Hcnoan3oBanue

Conep:xanue

OpraHmauI/m HCIIOJIb30BaHU JOKYMCHTOB apXHBa: HOPMATHUBEI, IICJIN U

K 2.5.




JOKYMEHTOB apxuBa

¢dopmbl. JlocTym K apXUBHBIM JOKYMEHTaM. Bbinada JOKyMEHTOB BO
BPEMEHHOE MOJIb30BaHKEe. BUIbI 3aIIPOCOB U CPOKU UX BBIMIOTHEHUS.
[IpenocraBneHne 0TBETOB Ha 3aMPOCHL: apXUBHBIC CIIPaBKa, KOMUS,
BBITIFICKA. YYET U aHAJN3 UCIIONH30BAHNS APXUBHBIX IOKYMEHTOB.

B ToM unciie npakTHYeCKUX M J1a00PATOPHBIX 3aHATHH 16
CocTtaBnenue u opopMIIECHIE apXUBHOM CTIPaBKY Ha COIMAILHO-TIPABOBOM 16
3ampoc. CoctaBienue u opopMiIeHHE OTPULIATEIBHOTO OTBETA HA apXUBHBIH
3ampoc. CoctaBieHue u opopMIICHHE aKTa O BbIgaue JieJ1 (JIOKYMEHTOB) BO
BPEMEHHOE TT0JIb30BAHNE.
Paznen 4. Opranu3auusi XpaHeHusi IOKYMEHTOB B apXuBe 60
MK 02.04. O0ecnieueHue COXpAaHHOCTH JOKYMEHTOB
Tema 4.1. Coaep:xanue 10 IK 2.3.; TIK 2.5.
YciioBUS XpaHeHUs 10
TOKYMEHTOB [IpoGiiema coxpaHHOCTH TOKYMEHTOB B apxuBax. OCHOBHBIE MTOHATHS U
y TepMuHBI. TpeOoBaHMS K 3JaHMAM U OMeIIeHUsIM apxuBa. O0opyaoBaHue
apxuBoB. [loHATHE «pEKUM XpaHEHUS JOKYMEHTOBY. CyIIeCTBYIOLIHE
PEXMMBI XpaHEeHHUs TOKYMEHTOB. Pa3menieHne TOKyMEHTOB B apXHUBE.
Tomorpaguueckue ykazarenu. [IpoGiema XuieHns: JTOKyMEHTOB, MEPHI
0€301acHOCTH U 3alIUTHl. BiusiHue nepeMerieHust JOKyMEHTOB Ha UX
COXPaHHOCTb.
Tema 4.2. Coaep:xanue 10 IK 2.3.; TIK 2.5.
IIpoBepka HATUYMSA U 10
[IpoBepka HaTM4KA U COCTOSHUS JOKYMEHTOB B apxuBe. Pe3ynpraTs
COCTOSIHUS JOKYMEHTOB
B ADXHBAX MPOBEPKU HAJIMYUUS U COCTOSTHHUSA JOKYMEHTOB. [lopsiaok paboTh! o
P BBISIBIICHHIO MOBPEKAEHHBIX JOKYMEHTOB.
B ToM uncIIe IPAKTHYECKAX M J1a00paTOPHbIX 3aHATHI 22
CocraBnenue u oopMIICHHE aKTa MPOBEPKU HATHYHS U COCTOSHHUS 22
nokymeHToB. CocTaBieHne u opopMIIeHHE akTa 00 yTpaTe apXUBHBIX
nokymeHToB. CocTraBiieHHE U 0pOPMIICHHE aKTa O HEHCIIPABUMBIX
MOBPEKICHUSAX JOKYMEHTOB.
Tema 4.3. Conepxanue 10 HK2.3.; 1K 2.5.
Konceppauus un [IpoBepka TEXHUYECKOTO U PUINKO-XUMHUYECKOT'O COCTOSIHUS apXUBHBIX 10
pecraBpanus IOoKyMeHTOB. [Ipo0iieMa cTapeHus JOKYMEHTOB, «yIaCaHHUE TEKCTay.
AOKYMEHTOB Konceppauus u pectaBpanys apXuBHBIX TOKYMEHTOB. CIIocOOBI
BOCTIPOM3BEACHHUS U BOCCTAHOBJICHHSI IOKYMEHTOB.
Tema 4.4. Conepmaﬂne 8 IIK 2.3.; TIK 2.5.
CoxpaHHOCTH 8
AOKYMEHTOB [IpobGiieMa COXpaHHOCTH JEKTPOHHBIX JOKYMEHTOB. XpaHEHUE

Ha ClIeHAJIBbHBIX
HOCHTEJIAX

00paboTKa TOKYMEHTOB Ha CIICIIHATEHBIX HOCUTEIISX.




Yueonas npakruka (36 4)
Bunsi pador:

PaccMoTpenue CTPYKTYpBI YUpEKIESHUS/OpraHu3alluu/IpeInpusiTust (1ajnee — OpraHM3aliu), COCTABJICHUE CXEMBl OPTaHH3aIllMOHHOW CTPYKTYPHI, OIpEIeICHUS
MCTOYHHKOB KOMIUIEKTOBAHUS apX¥Ba OopraHu3anun. MzyueHnue T0MmKHOCTHOW HHCTPYKIIMHA apXUBUCTA.

CocTraBrieHne cucKa NCTOYHUKOB KOMIUIEKTOBAHUS apXHMBa OpraHU3aIliH, ONIpeIeIeHHEe TPaHHUI] apXUBHOTO (poHAA.

CocraBiieHne cxembl pa3MeIIeHHs CPEACTB XpaHeHHWs. PaccmorpeHme TomorpaduuecKkux ykaszaTeled B apXWBOXpaHIIWINE opraHu3annu. O3HaKOMIIEHHE C
MpaBUJIaMH BeICHUS KYPHAIOB HAOMIOICHNS 32 TEMIIEPATyPHO-BIAXXHOCTHBIM PEKUMOM B apXUBOXPAHMIIHILIE.

IToaroToBka men K apXWBHOMY XPaHEHHUIO, B TOM YHCJIE: H3YYSHHE JTOKYMEHTOB B IEJISIX OIMPEEICHNs CPOKOB UX XpaHEHHs, HyMepalus JINCTOB apXHUBHOTO JIeNa,
cocTaBlieHHe ¥ Oo(OopMIICHHE BHYTPEHHEH OMMCH U JINCTa-3aBEPUTENSI apXUBHOTO Jiela, COCTaBJICHUE U O(OPMIICHHUE KapThI-3aMECTHUTENS, JINCTA HUCIIOIb30BAHUS
APXUBHOTO JIEJIa, COCTABJIICHUE W O(OPMIICHUE PEKBH3UTOB OOJIOKKHU apXHBHOTO Jieja, MPOIIMBKA apXUBHOTO Jieja.

CocraBieHue apXuBHOW OMMCH AeJ NOCTOSHHOTO XpaneHus. OdopmiieHne onucy Aei mo JuaHoMy coctaBy. Odopmiienue onucu aen BpemeHHoro (csbie 10 jer)
cpoka xpaneHus. OdopmieHre TOKyMEHTOB MO Pe3yabTaTaM IPOBEPKU HAJIWYMSA M COCTOSHMS JOKYMEHTOB B apXUBE, O BBIJCICHUN K YHHYTOXCHHUIO aPXUBHBIX
JOKYMEHTOB, HE MOJUIeXAINX XpaHeHHI0. O3HaKOMJIEHHE ¢ UCTOYHUKAMH U TIOPSAIKOM KOMILJIEKTOBaHMs (POHA Mmoib30Bateliss. O3HaKOMIICHHE C TIOPSIKOM BhIJAUN
apXHUBHBIX JOKYMEHTOB, O0GOpMIICHHE IIAOJIOHOB 3allPOCOB Ha BbIAYy apXMBHBIX JOKYMEHTOB. 1l0ATr0TOBKa OTBETOB Ha 3alpOCHl: apXUBHBIC CIIPaBKa, KOMUS,
BhINICKa.PaboTa ¢ nHPOPMAIMOHHO-TIONCKOBBIMH CHCTEMaMH H 3JICKTPOHHBIMH KaTaJIOraMH apXHUBOB.

IIpousBoacTBeHHAsA NPAKTHKA (110 NPopuII0 cnenuaabHocTn) (36 1)

Bunsi pador:

N3ydenre npaBoBbIX (YUPEIUTEIHLHBIX) U PACTIOPSIAUTEIBHBIX JTOKYMEHTOB OpraHM3allMd — MECTa TPOXOXK/ICHHS IPAKTHKH (Jajiee — OpraHu3ainm) ¢ 1eibio coopa
WHGOPMAIUK TSl UCTOPUYCCKON CIPABKA K apXWUBHOW ONWCH, ONPEACICHHS TPaHUI] apXMBHOTO (OHIA OpraHU3alMi. YYacTUe B KOMILUICKTOBAHHUU apXUBa
OpraHM3alyy JAefaMu (JIOKyMEHTaMH) IMOCTOSHHOTO W JOJTOBPEMEHHOTO XpaHeHws. l3ydeHWe apXWBHBIX JOKYMEHTOB OPTaHU3AIMH C IIENBI0 MCKIIIOUEHUS
JIyOneTHOCTH MH(OPMAIUU, MPOBEPKH (U3UYECKOTO COCTOSIHHS el (IIOJUCTHBIN mpocMoTp nen). CucreMaTusainusi TOKyMEHTOB B COOTBETCTBHH C BBIOpaHHOMN
opranm3anuei cxeMoil. [IpuMeHeHne cXeMbl pa3MeIleHUs CPEACTB XpaHSHHsI apXUBHBIX JJOKYMEHTOB OPTaHU3alluU IpU IpuéMe Jien (JOKYMEHTOB) Ha XpaHCHHE.
OdopmieHne TomorpapuUecKux yKa3aTeied B apXUBOXpaHWIHIIE opranu3anui. OdopMiIeHHE SPIBIKOB HA IIEPBUYHEIC CPEICTBA XPAHCHUSI.

Pasmemenue nonoxHenus apxuBHoro honaa. OGopmiieHre YIETHRIX TOKYMEHTOB IMOCTYIUICHUS U BBIOBITUS JICTI.

OdopmieHne TOKyMEHTAIMM Mo y4€Ty QOHIa Moib30BaTels, (POTo-, ayTMOBH3yadbHBIX JOKYMEHTOB, JICKTPOHHBIX JOKYMEHTOB. OdopMicHHe YYETHBIX (OpM
apXuBa OpraHu3alii. Y4acThue B TPOBEACHUU SKCIEPTU3EI ICHHOCTH JOKYMEHTOB OpraHU3aIlii Ha OCHOBAaHWH HAYYHBIX KPUTEPHUEB MX IIEHHOCTH U HOPMATUBHBIX
JIOKYMEHTOB: TiepevHeit 1 HoMeHknaTyp. Onpe/ielieHre CPOKOB XpaHEeHHsI JOKYMEHTOB U Jies. OdopMiieHue kapTouek-3aMecTUTeN e JIena.

IIpoBepka HAMWYHSI ¥ COCTOSIHUS APXUBHBIX TOKYMEHTOB OpraHU3aii. BEIsSBICHNE JOKYMEHTOB C MOBPEKACHUAMU MaTepHAIbHBIX HOCHUTENEH.

Opranu3zaiust po3bicka HeoOHapyKeHHbBIX Aen. OdopMIIeHHE TOKYMEHTAITUH M0 PE3yJIbTaTaM MPOBEPKH.

Pabota mo co37aHWIO CHPaBOYHO-TIOMCKOBBIX CPEJCTB apXWBa OpPraHW3alldi, B TOM YHCJIE C TPUMCHEHHEM WH(QOPMAIMOHHBIX TEXHOJOTHH. YdYacTHe B
(hopMHPOBaHUH OCHOBHBIX M BCIOMOTATEIbHBIX aPXUBHBIX CIIPABOYHHKOB, B TOM YHCJIC C UCTIOJIb30BaHHEM aBTOMATH3UPOBAHHBIX CUCTEM.

CocraBiieHre apxXUBHOH OTHCH JIe)I IOCTOSTHHOTO XpaHeHus. OhopMIIeHHE ONUCH JIelT TI0 IMYHOMY COCTaBY.

Odopmienue omucu neia BpeMeHHOro (cBoime 10 jieT) cpoka xpaHeHus. Ilomck uH(poOpMalMM IO 3alpoCy IOJb30BATEsA, B TOM YHCIIE C HCIIOJIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CHCTEM. VICTIOTHEHHE 3ampOCOB 0 TIOUCKY apXWUBHBIX JIEN (JIOKYMEHTOB) OPTaHU3AINHU, B TOM YUCIIE C UCIOJIL30BaHUEM UH(POPMAIIMOHHBIX
TEXHOJIOTHH.

CamocrosiTeJibHasi padoTa 20
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3. YCJIOBUS PEAJIM3ALIMA YYEBHOM JUCHUILIMHBI

3.1. Jlus peaJM3anuu MPOrpaMMbl Y4eOHOH AUCHUIIUHBI J0KHBI ObITH
NMpPeIyCMOTPEHbI CJeAyNHe CelHAJTbHbIe TOMeIeHHUs:
Kabunet «O0menpodeccunoHanbHbIX quciuiind 1 MJIK», ocHaIieHHbII B COOTBETCTBUH C
npunoxenuem 3 [TOIT-11.
JlaGopaTopusi «apXHBHOTO Jiesia», OCHAIIEHHAs: B COOTBETCTBUH ¢ npuiokenuem 3 TTOIT-IT.
OcHamieHnbie  0a3bl MPAKTUKH (MAacTEPCKHE/30HBI O BHUJaM pPabOT), OCHAIICHHBIE B
cooTBeTcTBUM ¢ npuiioxenueM 3 [TOII-I1.

3.2. UudopmanuonHoe odecrevyeHue peajsn3amum NporpaMmmal
Jlns  peanu3auuu TporpaMmbl  OMOIMOTeYHBI (OHJ 00pa3oBaTeIbHON OpraHU3alUU
JIOJDKEH MMETh TIeUaTHbIC /WM AJIEKTPOHHBIE 00pazoBaTelbHbIe M UH(OPMAIIMOHHBIE PECYPCHI [T
UCIIONBb30BaHUsl B oOpaszoBaTenbHOM mporecce. Ilpu ¢opmupoBanuun O6ubGIMOTEYHOrO (hoHIa
00pa3oBaTeNbHON OpraHM3alliy BHIOMPAETCSl HE MEHEe OJHOTO W3JaHWs M3 NEPEUHCICHHBIX HIDKE
HIeYaTHBIX M3aHUH U (WIN) 3JEKTPOHHBIX M3JaHUI B Ka4eCTBE OCHOBHOTO, IIPH 3TOM CITUCOK MOJKET
OBITH JOTIOJIHEH HOBBIMU M3/IaHUSAMHU.

3.2.1. OcHOBHbBIE MeYATHbIE U JIeKTPOHHbIE H3aAHUSA

1. Opranuzamusi apXWBHOW U CIPABOYHO-MH(POPMAIMOHHOW pabOTBl TO JOKYMEHTam
opranm3arnuu [TekcT]: ydeOHUK [JIi HCIOJB30BaHHMS B Y4YeOHOM TIpoliecce 0oOpa3oBaTeIbHBIX
VUPEXKIECHUH, pEaTu3yIoNMX MporpaMMbl CpPEAHEro MPOoGECCHOHATBLHOTO O0pa3oBaHHs IO
crienuagbHOCTH "J[OKYMEHTAaIIMOHHOE OOCCTICUCHHE YIpaBICHUS M apXWBOBeACHHE»: [B 2 d.] /
[BypoBa E. M., Xopxopauna T. W.]; moxn pea. E. M. BypoBoii — 3-e uza. crep. — MockBa: AkaieMus,
2019. (Ilpodeccuonansuoe obpazoanue. [Ipodeccnonanpubiii Moayms). Y. 1. — 2019. — 336 c. ISBN
uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opranuzanus apxXUBHOHM M CHPaBOYHO-UH(POPMAIMOHHONW pabOThI MO JTOKYMEHTaM
opranu3arnuu [Tekct] : y4eOHWK UIsi WCIIONB30BaHMS B y4eOHOM TMpoliecce 0O0pa3oBaTeIbHBIX
VUPSXKIEHUHN, pEeaTu3yIoNMX MporpaMMbl CpPEAHEro MPOodEeCCHOHATBLHOTO O0pa3oBaHHs IO
crienuagbHOCTH "J[OKYMEHTAIIMOHHOE OOCCTICUCHHE YIpaBICHUS M apXWBOBeACHHE»: [B 2 d.] /
[BypoBa E. M., Xopxopauna T. W.]; moxn pen. E. M. bypoBoii. — 3-e uzn. crep. — MockBa: AkaneMus,
2019. — (TTpodeccuonansuoe oopazoBanue. [Ipodeccnonanbusiii Moayns). U. 2 / [E. M. Bypoga, A. II.
Adanaceena, E. B. Anekceena, A. E. Poquonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packwmn, /.. Meroauka W TIpaKTHKa apXWBOBEACHUS: YYCOHHK I CpPETHEro
npodeccuonanbaoro oopasoanus / 1. M. Packun, A. P. CokonoB. — Mocksa: M3narensctBo FOpaiir,
2022. — 339 c¢. — (ITpodeccronansuoe obpazoBanue). — Tekcer: HenmocpenacTBenupii. — ISBN 978-
5-534-02419-7.

3.2.2. OcHOBHBIE JIEKTPOHHbIE U3TAHUS

1. Packwn, JI. 1. Metoguka W TIpakTHKa apXWBOBEACHUS: YYCOHUK IS CpPEIHETO
npodeccuonanbHoro oopasoanus / 1. M. Packun, A. P. CokonoB. — Mocksa: M3narensctBo FOpaiir,
2022. — 339 c. — (IIpodeccuonanpHoe obOpazoBanme). — ISBN 978-5-534-02419-7. — Texkcr:
aNeKTpoHHBIN // OOpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/492546

3.2.3. J/lonoTHUTEIbHbIE HCTOYHUKH

1. bacakoB, M.U., JlokyMeHTanMoHHOE oOOeCIeYeHne yIrpaBieHUs (C OCHOBaMH
apxuBoBeaeHus): yueoHoe mocooue mis CIIO / M.U. bacakoB. — Mocksa: M3natensctBo KHOPyC,
2022. - 216 c. — Tekct : HenocpenctBennbiid. — ISBN: 978-5-406-09983-4.

2. bypoBa, E. M., MypaBseBa, H. A. CipaBoYHUK 1O apXHUBHOMY Ny Il paOOTHUKOB
opranuzaiuii. — (Cepust «YmpasneHueckas 6e3omnacHocTh» / moxa ool pen. A. b. besdoponosa). — M:
Tepmuxa, 2018. — 396 c. — Tekcr : HenocpencrBennblid. — ISBN: 978-5-6040204-4-9.



3. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYpPBl U ayTCOPCUHT B apPXUBHOM JIEJIE :
monorpadus / C.B. Beperexuna. — MockBa: M3narensctBo Pycaiinc, 2022, — 128 c¢. — Tekcr :
HenocpeacTBeHHblit. — ISBN: 978-5-4365-8006-7.

4. EropoB, B.Il., CnunskoB, A.B. OOecrnedueHne COXpaHHOCTH, peCTaBpalus Hu
KOHCEpBalus JOKyMEHTOB: ydebHoe nmocooue. — C.-116.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

S. Eropo B.II. CoBpemeHHas opraHu3anus IOCYJapCTBEHHBIX yupexieHuil Poccun:
yaeonoe nocodue nst CITO / B. I1. Eropos, A. B. CniunbkoB. — Cankt-Ilerepoypr: Jlans, 2020. — 204
c. — Tekcr : HemocpeacTBenubIit. — ISBN: 978-5-8114-6382-4.

6. Kosznog, B. I1. ApxuBoBenenue: yaeOHUK U mpakTukyMm ais By3oB / B. I1. KozmoB. —
Mocksa: MznarensctBo FOpaiit, 2022. — 329 c¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-
14066-8. — Tekct: onexTpoHHbi // OOpasoBarenbHas miardgopma HOpaitr [caiit]. —

URL: https://urait.ru/bcode/496661

7. [TaBnoBa, P. C. Jlemonpon3BoACTBO MO OOpalIeHUsIM TpaxkaaH: yaeOHOe mocodue s
CIIO / P. C. ITaBnoBa. — Cankt-Ilerepoypr: Jlanp, 2022. — 324 c.: ui. — TekcT: HEMOCPEACTBEHHBIN. —
ISBN: 978-5-8114-9925-0.

8. [TonoB, A.B. ApxuBoBenenue. 3apybOexnass Poccuka: y4eOHHMK mJii CpEIHETO
npodeccuonaibHOro oopazoBanus / A. B. [TomoB. — Mocksa: M3gatensctBo FOpaiit, 2022. — 168 c.
— (ITpodeccuonansHoe obOpasoBanue). — ISBN 978-5-534-10240-6. — TekcT: 37eKTpOHHBIN //

OopasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/495214

0. Packun, [1. 1. ApxuBoBenenue: yaeOHuk st By3oB / J. W. Packun, A. P. CokomnoB. —
2-¢ u3 ., uctp. u aorn. — Mocksa: M3marensctBo FOpaiit, 2022. — 468 ¢. — (Briciiee oOpazoBaHue).
— ISBN 978-5-534-15245-6. — Tekct: snextpoHHsiid // O6pa3oBarenbHas miatdhopma FOpait
[caitr]. — URL.: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkertunroBas JA€ATEIbHOCTh T'OCYAAPCTBEHHBIX apXHUBOB:
moHorpadus / H.C. Camapuyk. — MockBa: M3marensctBo Pycaiine, 2023. — 312 c. — Tekcr:
HernocpenctBeHHbId. — ISBN: 978-5-466-01550-8.

11. TenbuapoB A. JI. ApxuBoBenmeHue: ydyeOHOe mocobue musa OakamaBpoB / A. ]l.
Tenbuapos. 5-e uzn. — Mocksa: UTK «/lamkoB u K», 2022. — 184 c. — TekcT: HEOCpeACTBEHHBIN. —
ISBN: 978-5-394-04946-0.

12. Xopxopauna, T. M. ApxuBnas 3Bpuctuka: yaeOnuk / T. Y. Xopxopauna, A. B. [Tonos;
nox pen. E. W. TTuBoBapa. — 4-e u3n. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c. — ISBN 978-5-
7281-2497-9. — TekcCT: 2JIEKTPOHHBIN. —
URL.: https://znanium.com/catalog/product/1087575

13. Hemenxona, C. . ApxuBoBenenue. Mcropust apxuBoB Poccuu ¢ npeBHEHIINX BpeMeH
no Hadaga XX Beka: ydyeOHoe mocoOue st cpeaHero mpodeccrmoHalibHOrOo o00pa3oBaHUs /
C. U. llemenkoBa; nox Hayunou penakuueit JI. H. Masyp. — Mocksa: U3natensctBo FOpaiit, 2022.
— 153 c. — (IIpodeccuonanpHoe ob6pazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
anekTpouHsIi // ObpasoBatensHas miardopma FOpaiit [caiit].— URL: https://urait.ru/bcode/495215

14. [[Taxomanosa, O.}0. Opranu3zanus rocynapCTBEHHBIX yupexaeHui Poccum: yueOHOE
nocobue s cpeaHero mpodeccuoHanbHoro obpazosanmst / O. HO. HlaxomanoBa. — 2-¢ u3n.,
nepepad. u gom. — MockBa: M3marensctBo [Opaiit, 2022. — 161 c. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-12448-4. — Texcrt: anekrponHslii // Obpa3oBarenbHas miatdopma
IOpaiir [caiit]. — URL: https://urait.ru/bcode/496292



https://urait.ru/bcode/496292

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOU JUCHUTLJINHBI
Kon IIK, Kpurtepun oneHnku pedyiabrara DopMBbI KOHTPOJIA U
OK (moxka3aTeJiM 0CBOEHHOCTH KOMIIETEHI[HI) METObI 0uemm4
I[IK 2.1 Co3aHne JOKAJIbHBIX HOPMATHUBHBIX JHOKYMEHTOB W | AHanu3 U OIICHKA
IIPOTOKOJIOB  3aCE€JaHUM  OJKCIEPTHOM KOMMCCHUM | PELICHUN POOJIEMHBIX
opranuzanuu. [IpoBeneHue sKcrnepTU3bl LEHHOCTH | CUTYaluH, npu
JIOKYMEHTOB OpTaHU3aIIHH. BBITIOJTHCHUH
MPaKTUYECKHUX pabor.
TectupoBanue.
3auéThl o MJIK,
aTTecTanus no
MIPOU3BOACTBEHHOMN
MIPAKTUKE; 9K3aMEH
KBTI (UKAIIMOHHBIN 10
M 02
IIK 2.2 Vuér apxXuBHBIX Jell (JOKYMEHTOB) IHOCTOSHHOTO H
R ., | TectupoBanue.
BPEMEHHOTO XpaHeHus. Y4ér (oHIOB U omucei
ApXUBHBIX JIe1  (IOKYMEHTOB). YUéT  BBIAAYH Ouenka 1o Hroram
BBITIOJTHEHUS
ApXUBHBIX JIE] (n?KyMeHTOB) U3 apXUBOXPAHWIUINIA U HpAKTHYECKHX pabor.
UX BO3BpaTa. YUE€T U KOHTPOJb Mepeladrl apXUBHBIX N
nen (TOKYMEHTOB) B roCyJIapCTBEHHBIN/ 3auCrnl o MIIK,
. aTTecTauus o
MYHHUIIMTIATBHBIA apXUB WM Ha WHOE BHEIIHEE o
N MPOU3BOCTBEHHOMN
XpaHeHue. Y4€T M pO3bICK HEOOHapYXEHHBIX el
(moxymeHnToB). Benenue nen ¢hoHmoB TpaKTHKe
[IK 2.3 Co3manne omuced aen (IOKYMEHTOB) OpraHu3anuu | AHanu3 u OIICHKA
MOCTOSTHHOTO CPOKa XpaHCHHWs] H 10 JIMYHOMY | PEUICHUI MPOOIIEMHBIX
cocraBy. PazmenieHne apXuBHBIX 1€ (JOKYMEHTOB) B | CUTYyalluH, npu
APXUBHBIX  XPAHWIWIIAX B  COOTBETCTBHH  C | BHIMIOJHCHHUH
BBIOpaHHOMU CXeMOM Kiaccuukanmum U | IPaKTHYECKUX pabor.
cucremarmzanuu  fen  (moxkymentoB). Coszmanume u | TectupoBanue.
obecrieueHUe pPEXKUMOB XPAHCHHUS aAPXMBHBIX Jei | 3a4€ThI o MJK,
(moxymentoB). [IpoBepka Hanmu4uss W COCTOSIHHS | aTTECTAIUs o
apXUBHBIX Jen (JOKYMEHTOB). BbisBieHue u y4€T | IPOM3BOJACTBEHHON
aApXMUBHBIX nen (ITOKyMEHTOB), TpeOYIONUX | MPAKTHUKE; 9K3aMEH
pecTaBpalOHHOM, KOHCEPBAIIMOHHO- | KBAIM(UKAIIMOHHBIA 110
npoduIakTHYecKoi © TeXHHYeckod o00pabotku. | [IM 02
[ToaroToBka ycmoBuid mjisi oOecredeHus COXPaHHOCTH
ApPXUBHBIX Jie1 (JIOKYMEHTOB) B OCOOBIN mepuon u
Ype3BhIYANHBIX CUTYyallHsIX. OcymiecTBiieHUE
KOHTPOJIS JABUKEHUSI ApXUBHBIX e (JIOKYMEHTOB) U
ux (usznueckoro coctosHud. Iloaroroska u nepegaya
APXUBHBIX aen (ITOKyMEHTOB)
B FOCYJapCTBEHHBIN / MyHUIIUTAIbHBIN apXUB UIH Ha
MHOE BHEIIHEE XpaHEHUE
IIK 2.4 Yuér onucei Jel BPEMEHHOTO XpaHeHus | AHaINU3 u OIICHKA
CTPYKTYpPHBIX  MOJpa3/eiIeHU  OpraHu3aliu B | pEeLICHUI POOIEMHBIX
TPAIWLIIMOHHOM HW B DJJIEKTPOHHOM  BHUJE. | CUTYyallUid, npu
Cucremarusanus nen (IOKYMEHTOB) | BBITTOJTHEHUHU
BPEMEHHOTO XPaHEHUS, MPUHATBIX OT CTPYKTYPHBIX | MPAKTHUECKUX pabor.
noJipa3JiefiecHuil opranusanuu, ans pasmemieHust B | TectupoBaHue.




XpaHWINILE apXuBa opranu3auuud. KoHTposb BblIauu
B ONEpaTUBHOE TOJh30BaHUE Jel (IOKYMEHTOB)
BPEMEHHOI'0 XpaHEHHs M ux Bo3Bpara. lIpoBeneHue

9KCIICPTU3BI LIEHHOCTHA bi(Sh) (JIOKYMEHTOB)
BPEMCHHOTO XPAaHCHUS B apXHWBE OPraHU3aIHH.
ITonroroska nen (JIOKYMEHTOB)

BPEMEHHOT'O XpaHEHWUs, MPHUHITHIX OT CTPYKTYPHBIX
nojipa3jielieHni, Ha yHrnuTokeHue. Co3/laHue akToB O
BBIZICJICHWM HAa YHUYTOXKEHHUE Jen (JOKYMEHTOB)
BPEMEHHOTO

XpaHEHHs C HWCTEKIIMMU CPOKaMH, WPUHSTBHIX OT
CTPYKTYPHBIX ITOAPA3ACICHUN

3a4€ThI o MJIK,
aTTecTanus 10
MPOU3BOACTBEHHOMN

MPaKTHUKE; JK3aMEH

KBTI (UKAIIMOHHBIN 10
TIM 02

I[IK 2.5 [Tonnepxka B aKTyaJIbHOM COCTOSIHUU SJIEKTPOHHBIX | AHaIu3 u OIICHKA
UH(OPMALIMOHHO-TIOMCKOBBIX pelieHni POOJIEMHBIX
CUCTEM apXuBa B JOKYMEHTHPOBaHHBIX cdepax | CUTyaluH, pu
JeATEIbHOCTH OpraHu3alkH. CocrapinieHue | BBIIOJTHEHUU
CIIPaBOYHO-TIOMCKOBBIX CPEICTB | IPAKTUYECKHUX pabor.
K apXuBHBIM JelaM (JOoKyMeHTaMm), Yy4T€éHHBIM B | TecTupoBaHme.
apXxMBe HW B  JOKYMEHTHPOBAaHHBIX  cdepax | 3au€Thl o MJK,
JeATEeIbHOCTH OopraHu3anuu. [1oAroToBka OTBETOB Ha | aTTeCTalUs no
3arpochl apXUBHBIX Jen (JoKyMeHTOB). IloAroroBka | mpoOM3BOJACTBEHHON
paboTHI MOJIB30BATENICH B YNTAIBHOM 3aJIe apXUBa MPaKTHUKE,;

3K3aMEH
KBaJTU(DUKAITMOHHBIA 1o
IIM 02

OK 01 Bri6op criocob6a pemienus 3amad npodeccuoHanbHoi | KonTpons — BBIMOTHEHHUS
JeATEIbHOCTH MPUMEHUTEIBHO | TPAKTUYECKUX 3aJIaHUM.

K Pa3jIn9HbIM KOHTECKCTaM VCTHBIE WIH  TECTOBBIM
KOHTPOJIb TEOPETUYECKHUX
3HaHUM.

Anammuz u OIICHKA
peteHui POOJIEMHBIX
CUTYaLH.

[IpoBepounbie pabOTHI 1O
Ka)XXJ101 TeEMeE.

ATtTtecranus o
MPOU3BOACTBEHHOMN
MpaKTHUKE.

OK 02 Hcnonb3oBaHEe COBPEMEHHBIX CpeAcTBa Moucka, | Kontpons BBITTOJTHEHUS
aHalM3a M MHTepIperauud  WHOOpPMALWK, U | IPAKTHUECKUX 3aJaHHM.
HUCIIOJIb30BAaHHUEC HH(bOpMaL[HOHHBIX TEXHOJIOTUH I | YVCTHBIM WM TECTOBBIN
BBITIOJTHEHU A 3aga4 HpO(l)eCCHOHaHBHOﬁ KOHTPOJb TEOPETUYECKUX
JeATEIbHOCTH. 3HAHMUIL.

Anamus u OIICHKA
pelieHni pOOJIEMHBIX
CUTYalHi.
[IpoBepounbie pabOTHI 1O
KaXJI0U TEME.
ATtTectanus 1o
MPOU3BOACTBEHHOMN
MIPaKTHKE.

OK 04 BsaunmoneiicTBue u paboTa B KOJUIEKTUBE U KomaHae | Kontponb BBIITOJIHCHUS

IIPAaKTHUYECKUX 3aJaHUM.




VYCTHBIM WU  TECTOBBIHA
KOHTPOJIb  TEOPETUYECKUX
3HAHUH.

Anamus U OIICHKA
pelieHni POOJIEMHBIX
CUTYalHi.

[IpoBepounbie pabOTHI 1O
Ka)XXJ101 TeEMeE.

ATtTectanus 1o
MIPOU3BOACTBEHHOMN
MIPaKTHKE.
OK 05 OcymiecTBieHne YCTHOM u nucbMeHHou | KoHTpois BBITTOJIHEHU S
KOMMYHUKAaIlMM  Ha  TOCYAAPCTBEHHOM  SI3bIKE | IPAKTUYECKUX 3aJaHUM.
Poccuiickoit ®enepanun ¢ yud€ToM OCOOEHHOCTEH | VCeTHBIH MM TECTOBBIL
COHAJIBHOI'O U KYJIbTYPHOT'O KOHTCKCTa KOHTPOJb TEOPETUYECKUX
3HAHWM.
Anammnz u OIICHKA
pereHui POOJIEMHBIX
CUTyaLuil.
[IpoBepounbie pabOTHI 1O
KaXJI0U TEME.
ATtTecTanus o
MPOU3BOACTBEHHOMN
MpaKTHUKE.
OK 09 Hcnonb3oBanne mnpodeccuoHanbHOM aokyMeHTanuu | KoHTposs BBITTOJTHEHUS

Ha roCy1apCTBCHHOM U NHOCTPAHHOM s3bIKax

IIPAaKTHUYECKUX 3aJaHUM.
YCTHRIE WM TECTOBBIM
KOHTPOJIb TEOPETUYECKHUX
3HAHMH.

Anamus U OIICHKA
pelieHni POOJIEMHBIX
CUTYalHi.

[IpoBepounbie pabOTHI 1O
KaXXJI0U TeEME.
ArtTtecTanus o
MIPOU3BOACTBEHHOMN
MIPaKTHKE.




MHUHUCTEPCTBO ITPOCBEIEHU S
POCCHUUCKOU ®PEJEPALINN
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEHA ITPOT'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

IIM.03 «Bpino/iHeHHe BUIOB padoT 1o npodeccuun
padouero, cay:kamero «Cekperapb-MaIIMHACTKA»»

1.1. Henn u MecTo npodeccHOHATBLHOT0 MOIYJISI B CTPYKTYpe 00pa3oBaTe/IbHON MPOrpaMMBbI:
enp Momyns: ocBoenue Bupa nesrenbHocTd [IM.03 «BemomHeHue BUIOB paboT Mo
npodeccun pabodero, cimyxaiero «Cekperapb-MalTHHUCTKa»»

[IpodeccronanbHblii MOAYJdh BKJIIOYEH B 00s3aTElIbHYI0 4YacTh 00pa30BaTEIbHOM
IPOTPaMMBI.

1.2. [InanupyemMble pe3yJbTaThl 0CBOCHHS NMPO(eCcCHOHAIBLHOI0 MOTYJIS:
B pe3ynbrate ocBoeHUs MpodecCHOHATBLHOI0 MO 00Y4alOIUNCs JOKEH:

Koo
OK,
IIK

YmMmerh

3HaTL

Baanern
HABBIKAMHU

OK 01

pacro3HaBaTh 3ajady /MU
npobaemy B
npodecCHOHATEHOM u/unm
COLIMAJILHOM KOHTEKCTE;
AHAIM3UPOBATh 3a7ady W/ WU
npobiieMy ©  BBIIEHATH €€
COCTaBHBIC YaCTH, ONPEACIATH
JTambl  pelleHds  33/ayu,
BBIABIAATE U 3(deKkTuBHO
HCKATh uHdopmaruto,
HEOOXOAUMYIO ISl  PELICHHS
3amauyd = W/WiaM  TpoOJIEMBI,
COCTaBISTh IUIAH JICHCTBUA,
OTIpEeIeIATh HE0OXOMMbIE
pecypcesr; BIIAJICTh
aKTyaJIbHBIMU MeTOJIaMU
paboTel B mpodeccuoHanbHOM
u CMEXHBIX chepax;
peanu30BBIBaTh COCTABIICHHBIN
IUIaH OLIGHHWBATh pE3yibTaT U
MOCJIEACTBHUS CBOUX JIEWCTBUM
(camocCTOSTEBHO W c
MOMOIIIbIO0 HACTABHUKA)

AKTyaJIbHBIN
npodeCCHOHATbHBIN u
COLIMANIbHBIN ~ KOHTEKCT, B
KOTOPOM MIPUXOAUTCS
paboTaTh W KUTh OCHOBHBIE
UCTOYHUKUA HHGMOpPMaLUU U
peCypCHl ISl pelieHus 3a1a4
u npobiem B
npoecCHOHATLHOM  W/WJIH
COLIMAJILHOM KOHTEKCTE
QITOPUTMBI BBITIOJTHEHUS
pabotr B mpodecCHOHATBHON
u CMEXKHBIX o0JacTsx;
METOIbI paboThI B
npohecCHOHATBLHOM u
CMEXHBIX cepax CTPYKTYpY
IUTaHa IS PelIeHUs 3aaad
MOPSAIOK OLICHKH
pPE3YNIbTaTOB pEIICHHs 3a/1a4
npodeCCHOHATbHON
JESITEIIbHOCTH

OK 02

OTIPEeNeNATh 3a7auu JIIsl TOMCKa
uHpopManuy, OIIpEeACIIATh
HEOOXOIMMbIE UCTOYHUKHA
uHpopMaluK,  IUIAHUPOBAThH
nporiecc TIOWCKa,
CTPYKTYPHUPOBATH MOJIy4aeMYIO
UH(OPMAIIHIO, BBIJICIIATh
HanboJee 3HAYUMOE B TIEpEUHE
uHpopmanuu, OLIEHUBATh
NPAaKTUYECKYl0  3HAYMMOCTb
pe3yabTaToOB TIOWCKa,
opopMIIATH pe3yJIbTaThI
MIOWCKa, TPHMEHSTh CpPEICTBa
UH(POPMALMOHHBIX TEXHOJOTHH

HOMEHKJIaTypa
UH(POPMALIMOHHBIX
MCTOYHHKOB, IPHMEHIECMBIX B
npodecCuoHaTBHOM
JIeATEIIEHOCTH

IPUEMBbl  CTPYKTYpPHPOBAHHUSI
uHpopmaruu dbopmar
opopmieHus  pe3yabTaToB
MOUCKa nH(popmanuu,
COBPEMEHHBIE CpelCTBA U
yCTpOMCTBA
uHpOpMaTU3ALUU

HOPSI0OK MX NPUMEHEHHS |
IporpaMMHOE oOecTeyeHrne B




TUIst pemeHHs
npoecCHOHANBHBIX 3a]1ad,
UCITIOIB30BaTh  COBPEMEHHOE
nporpamMMHoe oOecrieueHue,
UCTIOJTb30BaTh pa3uyHbIe
mudpoBble  CpencTBa UL
pemeHuss MpodhecCHuOHATBHBIX
3a1a4

npodecCHOHAIbHON
JCATCIIBHOCTU B TOM YUCIIC C
UCTIOIb30BaHUEM [U(POBBIX
CpeACTB

OK 04 | opranu3oBbIBaTh paboTy | MCUXOJIOTHYECKHE  OCHOBHI | -
KOJUIEKTUBA W KOMAaHJBI, | ACSITENbHOCTH  KOJUICKTHBA,
B3aMMO/ICIICTBOBATH C | ICUXOJIOTHYECKHE
KOJUIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JTMYHOCTH
KIIMEHTaMH B X0JIe | OCHOBBI MIPOEKTHOI
npohecCuOHABLHOM JESITEIIbHOCTH
JESITEIIbBHOCTH

OK 05 | rpaMoTHO  wW3maraTb  CBOU | OCOOEHHOCTH COILMATIBHOTO U | -
MBICITTU u 0QOpPMIISITH | KyJbTYpPHOTO KOHTEKCTA;
JIOKYMEHTBI o | mpaBuiIa odopMITCHHS
npodeccCuoHaNbHOM TeMaTHKE | JOKYMEHTOB
HAa TOCYJAapCTBEHHOM S3bIKE, | U  TIOCTPOCHUS  YCTHBIX
MPOSBIATH TOJIEPAHTHOCTH B | COOOIIEHUN
pabodyem KOJUIEKTUBE

OK 09 | moHuMarh OOIIMIT CMBICT YETKO | TTpaBUjIa MTOCTPOCHUS
MIPOU3HECEHHBIX MPOCTBIX u CJIO’KHBIX
BBICKA3bIBAHUN Ha W3BECTHBIEC | IPEMIOKECHUI Ha
TEMBbI, TIOHMMATh TEKCThl Ha | MPo(ecCHOHANBLHBIE  TEMBI
0a3oBble  MpodecCHOHATBHBIC | OCHOBHBIC
TEMBbI y4aCTBOBATh B JIMAIOraX | OOMIEYNOTPEOUTEIbHBIE
Ha  3HAKOMble OOmme W | IJIaroJjisl (ObITOBAsS u
npodeccuoHaNbHbIC TeMBI | MpodeCCHOHANbHAS JIEKCUKA)
CTPOUTH MPOCTHIE | TIEKCUYECKUI MUHUMYM,
BBICKA3bIBAaHUSI O ce0e W O | OTHOCSAIIMICS K ONHCAHUIO
CBOEH po)eCCHOHAIBHON | PEIMETOB, CpEICTB u
JESITEIIBHOCTH KpaTKo | mpoIecCoB
000CHOBBIBaTh M OOBSCHATH | MPOPECCHOHATIBHON
CBOM NEeNCTBUS; MUCaTh | ACATEIHLHOCTH
MPOCTHIE CBSI3HBIE COOOIIECHUS | OCOOEHHOCTH MPOW3HOIICHHS
Ha 3HAKOMBIE WIH | IpaBUjla YTEHUS  TEKCTOB
MHTEPECYIONINE npodeccuoHanbHOM
po(heCCHOHATLHBIC TEMBI HANPABICHHOCTH

[1IK 3.1 | mpaBUIILHO TOJIL30BATHCS MpaBuia MOJIb30BAHUS YETKOCTh
HOPMAaTUBHO-METOJIMYECKUMHU | COBPEMEHHBIMH CIIOBAPSMU U | OTCIICKUBAHUS
JOKYMEHTaMH 110 CIIPaBOYHBIMU U3JIAHUSMU 10 | JTIOTUYECKOM
JIOKYMEHTAI[MOHHOMY SI3BIKY U TIPAKTHYECKOMN MOCIIE0BATEIHLHOCTH
00ecreveHnIo yupaBieHus, o | CTHJINCTUKE, IpaBUiia MOCTPOCHHUS
periaaMeHTanuu padoThl yIOTpeOICHHS ounmansHo-
CEKpeTapsi B COOTBETCTBUU C KOPPEKTYPHBIX 3HAKOB B X0JI€ | JIEJIOBBIX TEKCTOB
YCTaHOBJICHHBIMHU MPaBKU OPUIHATIEHO- JOKYMEHTOB,
TpeOOBaHUSMU U TEKCTOB, MIPOBEICHUS
JOJIKHOCTHBIMH OCHOBBI pEIaKTUPOBAHUS MIPOBEPKH
00513aHHOCTSIMU; TPAMOTHOCTh | CITYKEOHBIX JJOKYMEHTOB B (haKTHIECKOTO
KOHCTPYHPOBAHUS PA3JIMYHBIX | COOTBETCTBUU C MaTepuana,
BUJIOB OJIAHKOB CITYKEOHBIX 3 PeKTUBHBIM MTOATOTOBKH
JIOKYMEHTOB, paOOTHI C OCYIIECTBIICHUEM JIOKYMEHTOB
JIOKYMEHTaMHU, COCTABJICHUS, npodeCcCHOHATbHON pa3IM4YHON
pEAAKTUPOBAHUS U JESITEIIbHOCTH CTETICHH CII0XKHOCTH




odopMIIEHUS OPTaHU3AITMOHHO-

B COOTBETCTBHH C

pacnopsauTenbHbIe YCTaHOBJIEHHBIMU
JOKYMEHTBI OpraHU3alluu B TpeOOBaHUAMU
COOTBETCTBUHU C
YCTaHOBJICHHBIMHU
TpeOOBaHUSIMU

[IK 3.2 | apdexTuBHO ONpEenenATh TJIaH OpraHu3aliKi padoThHI -
HOPMBI BpEMEHH Ha CITY>KOBI
JIeNIONIPOU3BO/ICTBEHHBIE JOKYMEHTAI[HOHHOTO
oIepanuyu B COOTBETCTBUHU C o0ecrieyeHus yrpaBlieHUs B
YCTaHOBJICHHBIMHU COOTBETCTBUHU C
TpeOOBaHUSAMHU YCTaHOBJICHHBIMHU

TpeOOBaHUSIMHU

[IK 3.3 | rpaMOTHO COCTaBIATh U OCHOBBI 3(PEKTHBHOTO s pexTuBHOE
0(OPMIIATH HOMEHKJIATYPBI JIeJ1 | UCIOIb30BAHUS obecnieyeHus
OpraHu3alliy B COOTBETCTBUU C | KOMIIBIOTEPHBIX KayecTBa
INPUHIUIIAMUI U ITPaBUIIaAMH, TEXHOJIOTUH, CeTEBBIX BBINOJIHAEMBIX paboOT
3aKpeIUIEHHBIMU B UH(POPMALIMOHHBIX B COOTBETCTBHUH C
JEUCTBYIOIMX HOPMaTHUBHO PECYPCOB B CEKPETAPCKOM JOJPKHOCTHBIMU
METOJAMYECKHX JOKyMEHTaxX 00CITy’)KUBaHUH 0053aHHOCTSMHU

cekperaps

[IK 3.4 | rpaMOTHO IPOBOJUTH TEKYILIEE | MMpaBuiIa IIPOBOXKICHUS | -
XpaHEeHUs JOKYMEHTOB, TEKYILETo XpaHEHMUSI
HOJATrOTOBKA T K Iepeiaue Ha | JOKYMEHTOB, OCHOBBI
apXUBHOE XPAHEHUE B IOJArOTOBKU JIeNl K Iepenaye
COOTBETCTBUHU C Ha AapXMBHOE XpaHEHUE B
YCTaHOBJICHHBIMHU COOTBETCTBUU c
TpeOOBaHUAMU YCTaHOBJICHHBIMHU

TpeOOBaHUSIMHU

[IK 3.5 | I'paMOTHOCTH OpraHu3aLu OCHOBBI I'PAMOTHOTI'O 4ETKOCTh
npuéma rnoceTuTenei, HOJIb30BaHUS BBINOJIHEHUS
UCTIOJIb30BaHUS BU3UTHBIX TEPMUHOJIOTHEN AEeT0BOM TEXHUYECKHX

KapTOYeK IIPU OpraHu3aluu
puémMa IOCETUTEIIECH B
COOTBETCTBUHU C
YCTaHOBJIEHHBIMU
TpeOOBaHUSAMHU

pEYH B COOTBETCTBHU C
3P PEKTUBHBIM
OCYIIECTBIICHHEM
npodhecCHOHATBLHOM
JeSATeIBHOCTH.

GbyHKIMIA cexpeTaps
0 00ECTICYeHHIO U
00CITy’)KUBaHUIO
paboThI
PYKOBOJIUTEIS
OpraHu3aIui,
MOJIpa3IeICHUS

B COOTBETCTBUU

C TOJDKHOCTHBIMHU
00s13aHHOCTSIMU




2. CTPYKTYPA U COAEP KAHUE TPO®PECCHUOHAJIBHOI'O MOAYJIA

2.1. Tpy10eMKOCTb OCBOEHHSI MOAYJIst

. B 1.4. B popme
HaumeHoBaHUe COCTABHBIX YacTeil MOXYJIs O0BeM B yacax
NPAKT. NIOATOTOBKH
Y4eOHbIe 3aHATHS 76 36
KypcoBas pabota (mpoekr) - -
CamocrosiTenpHas padbora 4 4
IIpakTHKa, B T.4.: 144 144
yaeOHast 72 72
IIPOU3BOJICTBEHHAs 72 72
IIpomexyTouHas aTTecTanus 12 12
Bcero 240 198
2.2. CTpyKTypa npogdeccuoHaIbHOro MOayJist
Koz OK, TIK - =
2 x B % =
o B, 2 | = E
ot & O ol o | =
=p m = Qo O & <
| | = & s B | =
~ = ~
S 2 X o s | 8| 3 )
& 3 g1zl &| &
HanmenoBanus pasienos Bceero, | = 8 = 2 8 =2 = =
POECCHOHATHLHOTO MOYJIS yac. | S é[ 2 2| & o.:> 3| &
e 2% 3|2 &%
= jac| 9 ® = 2] o
) 3 o | ol F g
m = e o = > %)
o > a | = =
. O >~ < [}
= o > | O &,
m =
1 2 3 4 5 6 7 | 8 9 10
MK 3.1 Pasgen 1. Texuoorus 84 36 | 84 | 74 - 4
BBITIOJTHEHUS padoT 1o mpodeccuu
«CekpeTrapb-MallIMHUCTKA)
VYueOHast mpakTHKa 72 72 72
[Ipon3BOACTBEHHAs IPAKTHKA 72 72 72
IIpomexxyTouHas arrecranus 12 12
Bcezo: 240 |198| 84 | 74| x |4 | 72 | 72




2.3. Conep:xanue npodpeccHOHAIBLHOT0 MOYJIA

HaumenoBanue
pa3ieyioB U TeM

Conep:xanue u GopMbI OPraHU3AIUH JeATETLHOCTH 00y YAI0LIUXCS

O6beM, akaja. 4/ B ToM
yncie B popme

Koabl koMneTeHIUiA,
(opMupoBaHNIO KOTOPBIX

NMPaAKTHYECKOi CIOCOOCTBYET JJIeMEHT
MOATOTOBKH, AKX, 4 MPOrpaMMbI
1 2 3 4

Pa3nesa 1. TexHoJsiorus BoinoJiHeHus1 padot no npogeccnu «Cekperapb-MalIMHACTKA» 74
MJ/IK 03.01. OcBoenue Bua0B padot no npogeccun "Cekperapb-MamimHuCTKA"
Tema 1.1 Coaepsxanue TIK 3.1.
Oxpana Tpyaa Texnuka 6e30maCHOCTH U 0€30TIaCHOCTD TPYA.
Tema 1.2. Conep:xanue TIK 3.1.
Benenne tesnedonnbix [Tomydyenune HEOOXOMUMOM HHPOPMAIIUY U TIEpeiada CAaHKITMOHHUPOBAHHOM
pasrosopos nHpOpPMAaLUH 0 TeNedOHY ¢ COOTIOIEHIEM 3TUKN OOLICHHUS 1 MPaBUIT

peueBoro stukeTa. [lepeHanpanieHue Tene(OHHBIX 3BOHKOB PYKOBOJICTBY

Y COTPYAHHMKAM opraHu3aiuu. Mcrnonp3oBaHne TEXHUIECKUX U

MPOrPaMMHBIX CPEACTB AJISl IPOBEACHUS FOJIOCOBOM MIIM BHIEO-

KOH(EpEeHII-CBS3H.

B ToM yHciIe MpaKTHYECKUX U J1a00PaTOPHBIX 3aHATHIA 4

Benenune y4eTHBIX perrCcTpaliiOHHBIX (JOPM MTPH TIOTYUEHHH.

YcraHoBIeHNE KOHTAKTa ¢ cOOECeTHUKOM, TMOAACPIKKA U Pa3BUTHE JIEIOBON

Oecenpl B mpoliecce Tesie()OHHBIX MIEPEroBOPOB, C COOIIOCHUEM

CIyeOHOro 3THKeTa. 3aiuTa KOHQUISHIIMAILHON CITy:KeOHOH

nH(pOpMAIIH.
Tema 1.3. Co}_‘lepmaﬂ“e 4 TIK 3.1.
IIpaBuna paéoTsl ¢ N " -

. Pabota ¢ koHbUACHIATBHON CITy>KeOHOM HHPOPMaITHEH.

KOH(UIeHUNATbHOM
nHpopManmeii B ToM yHc/Ie MpaKTHYECKUX U J1a00PaTOPHBIX 3aHATHIA 4

[Mopsimok MOKyMEHTUPOBaHUS KOH(DHUICHIIMATLHON HHPOPMAIIHH.
Tema 1.4. Co}_‘lepmaﬂ“e 3] TIK 3.1.
Cay:xe0Hble JOKYyMEHTBI -

HopmaTtuHO-ipaBoBasi 0a3a JOKYMESHTHPOBAHUSI YIIPABICHUECKOM

JEeATSILHOCTH. 3HAYCHUE U (DYHKIIUU TOKYMEHTOB B YIIPABICHUMU.

Knaccugukanus ciry:xeOHbIX ToKyMeHTOB. TpeboBaHus K 0(OPMIICHHIO

YIpaBICHYECKUX TOKYMEHTOB. bllaHK JOKyMEHTa U er0 pa3HOBHIHOCTH.

B Tom unciie npakTHYEeCKUX U J1a00PATOPHBIX 3aHATHIA 4

CocraBnenue u ohopMIICHHE OJIAHKOB CITY>KEOHBIX TOKYMECHTOB.




Tema 1.5.
HNudopmannonno-
CIIpaBOYHbIE
HOKYMEHTBI

Conep:xanue

Canyxebnoe nmucemo. AkT. CripaBku. [IpoTtokon. Beimrcka u3 mpoToKoIIoB.
CrnyxecOHBIC 3aIMCKH.

B Tom umncie NMPaKTUYC€CKUX U J'la60paT0prlX 3aHSATHIA

CocTraBiieHue, pelakTUpOBaHue B opopMIIeHHE HHPOPMALIMOHHO-
CIPaBOYHBIX JOKYMEHTOB: JICJIOBBIX ITMCEM; aKTOB; CIIPABOK; MPOTOKOJIOB U
BBIMIMCOK U3 MTPOTOKOJIOB; CITY)KEOHBIC 3aITUCKHU.

IIK 3.1.

Tema 1.6.
PacnopsinuresibHbIC
HOKYMEHTBI

Conep:xanue

IIpuka3sl 10 OCHOBHOM AESITENIbHOCTH. BRIMUCKU U3 MPUKA30B.
PacriopspxeHwst, MOCTaHOBIIEHUS, PEIICHUSI.

B ToM 4nciie MPaAaKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

CocraBienue, peJJakKTUPOBaHHE ¥ OQPOPMIICHHE PACTIOPSIUTENHHBIX
JIOKYMEHTOB: TIPHUKA30B 110 OCHOBHOH JIE€ATEIbHOCTH, BBIITUCOK M3 TPUKA30B;
pacropsbKeHU, BEITUCOK U3 TIPUKA30B.

MK 3.1.

Tema 1.7.
JoxymeHnTo0o00poT

Conep:xanue

ABTOMATH3MPOBAHHBIE CUCTEMbI JJOKYMEHTAIIMOHHOTO 00CCTICUCHUS
ynpasjieuus. [Tousatue 1okymMeHTo000poTa. TexHomorus o0padoTKu
MOCTYMAIUX J0KyMeHTOB. COCTaBICHHUE M BEJCHUE YUETHBIX
JMoKkyMeHTOB. [IpaBuiia v (pOPMBI pETUCTPAIIUN TOKYMECHTOB.
Ocy1recTBICHHE KOHTPOJIS BBIMIOJHEHUSI IOPYUYCHUIT; BEJICHHE YICTHBIX
JIOKyMeHTOB. KOHTPOJIb UCTTOMTHEHUS TOKYMeHTOB. O0paboTKa
OTITPABISIEMOM KOPPECITOHICHITUH.

B ToM 4nciie MPAKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

Perucrparus Bxogseit koppecnonaeHmn. OGopMiieHUe U BeIcHUE
HOMEHKIIATYpHI Ae. CocTaBIeHHE HOMEHKIIATYPHI NI OpraHH3allHH.
OO6mmue mpuHIUTIE GOPMUPOBAHHS ey, [ pyImupoBKa JOKYMEHTOB B Jea.
XpaHeHue TOKyMeHTOB 1 je. OdopmileHHe JOKYMEHTOB U JIeJ K
JUTHTEIIHHOMY U TIOCTOSITHHOMY XPaHCHHIO.

TIK 3.1.

Tema 1.8.
Nudopmanuonubie
TeXHOJIOTHHU B padoTe

Conep:xanue

OnexTpoHHast moyTa. IHTEpHEeT-TEXHOIOTUH B paboTe cekpeTaps (HOBbIE
CpeCTBa KOMMYHHKAIIN B CEKPETapPCKOM OOCITYKUBAHUH, «0OJIaqHbBIE)
TEXHOJIOTHH).

B ToM 4nciie MPAKTHYECKHUX W J1a00PaTOPHBIX 3aHATHIH

«Crrenoii» necaTUIANbIEBbII METO IIEYATH.

MK 3.1.




Tema 1.9. Odopmiaenne | B tom umcie NPaKTHYECKHX U J1A00PATOPHBIX 3aHATHI 6 1K' 3.1.
TeKCTOBBIX padoT

YcTaHoBKa mapaMeTpoB CTpaHuIbl. [IpaBuia nucbMa TEKCTOBOTO
Mmarepuaia uepe3 1; 1,5; 2 unrepana. [IpaBuna opopmieHns: TEKCTOB €
3arojoBKaMH U nozaszarojgoBkaMu. CriocoObl BelesieHUs B Tekcre. [IpaBuia
COKpAILIEHHs CJIOB U clioBocodeTaHnid. OdopmieHue mpuMedaHuia
(ocHOBaHMi, NpUIIOKeHHU) K TeKCcTy. OdopmieHne cHOcoK. CrocoObl
odopmiteHus ouduorpadguueckux ceeacHui. [Ipapuia odhopmicHus

TUTYJBHOT'O JIUCTA

Y4yeonas npaktuka (72 u)
IIpousBoacTBeHHast npakTuka (724)
Bunsbi padot:

Opranu3zanonHoe 00ecrieueHUe NeATEIBPHOCTH Opranu3anuu. [Ipuem u pacnpeaeneHue Tene@OoHHBIX 3BOHKOB opraHu3arun. OpraHu3zaius paboThl C TOCCTUTEIAMH
opraHm3alvy. BEITOTHEHWE KOOPAWHUPYIONIMX W OOecrneuuBarommx (GyHKIHNA. J[OKyMEHTAallMOHHOE O0eCIieYCHHEe ACSITeNHbHOCTH opraHu3anuu. OpraHu3anus
pabotel ¢ gokymeHTtamu. OpraHu3anis TEKYIIEro XpaHCHHWsS MOKyMeHTOB. OpranHuzamusi oOpabOTKHM Men I MOCNIenyIomero xpaneHus. Opranm3aiiioHHOE,
JOKYMEHTAIIMOHHOE ¥ WHPOPMAIOHHOEe 00ecTiedeHre JesITeNbHOCTH PYKOBOAMTENsT opranu3aiun. OKka3aHue MOMOIIY PYKOBOJMTENO B IUTAHUPOBAHUU pabovero
Bpemenu. [lmanupoBanue pabouero mHs cekperaps. OpraHuzanus TeleOHHBIX TEPEroBOPOB pykoBoauTens. OpraHuzanus KOMaHIUPOBOK PYKOBOJUTEIIS.
Opranun3zanyst paboThI C MOCETUTEISIMU B IIPHEMHON pyKoBoauTeNs. OpraHu3aius MoIrOTOBKY, MPOBEICHUS U 00CITYKHBAHUS KOHPEPEHTHBIX MEPOTIPUSITHH .

3akpersieHue HaBBIKOB OpraHM3anudy paboyero MecTa IMOCPEACTBOM pa3pabOTKM MPHMEPHOro IuiaHa oduca ¢ ydeToM BceX BHIAOB TpeOoBaHMH. OCHOBBI
IUTAaHUPOBaHUS paboTHI cekperaps. [lonroroska mmaHa padoThl cekpeTaps Ha neHb. CocTaBiIeHHE WHCTPYKIIMOHHO-TEXHOJIOTHYECKONW KapThl MOCIEeI0BATEIbHOCTH
BEIMOJIHEHNsT paboT. PaboTa mo perucrpaumu BXOmasiled M HCXOAAIIEH NOKyMEHTAalWu. 3alojHEHHE >KypHAJIOB YydeTa PE30NIOLWH, KOHTPOJS HCHONTHEHHS
nokymMeHToB. OOpaboTka nHpopMmauuu B TekcToBoM penakrope MS Word, Excel Ilomyyenune unpopManuu ¢ TOMOLIBIO CETEBBIX PECypcoB (JIOKaJIbHAs
KOMITBIOTEpHAs CeTh, TNobanbHas ceth MHTepHeT). [IpaBuna TeneoHHOro oO0CIyXKMBaHUS, pHeMa W nepenadn nHpopmanuu o ¢dakcy. CocraBieHUe OMOPHOM
TabnuIel TpaBui TeneoHHOTO o0cay)uBaHus. 110ArOTOBKa MaMSTKH MO BBIXOAY M3 KOH(GIMKTHOW cuTyanuu. CocTaBlieHHE WHCTPYKIIMOHHO-TEXHOIOTUYECKON
KapThl OTHPABKU U MOJTYYEHUS TeJaeOoHOrpaMMBI, T0BeJeHUsT HHPOopMaun 10 pykoBoauTens. [lonck nHpopManmy ¢ HCHONb30BaHUEM JOKATBHOW KOMIIBIOTEPHOM
cetr. [lorck mH(pOpMANIUK ¢ UCTIONBL30BaHHEM THo0anbHO# cetn UuTepHer. CocraBiieHue OJ0K-cXeM IpueMa-repenadn HhakCUMIIIBHBIX cooOmeHnit. Bxosmme u
ucxonsuue TeneoHHbIe 3BOHKH. (Dpaspl-Kiuile Hayala, 3aBepIICHUS pasroBopa. YTOUYHSIOIIME BOIPOCHI, MPEJOTBpallcHHE KOH(IUKTHBIX CUTyaluid B
Tene)OHHOM pasroBope. DTUKET B ACIOBOM auajore mno Tenedony. TpeOoBaHus K conepKaHUIO JeNOBBIX Tele(OHHBIX Pa3roBOPOB; OCHOBHBIE 3JIEMEHTHI AUAJIOTa.
TpeboBaHusa K 4acTHBIM pa3roBopaM Mo TenedoHy B AeioBoi obcraHoBke. CTpyKTypa U CTHIbL oduumanbHoi TenegoHorpamMmbl. OOIIKI HOPSIIOK TOATOTOBKH
teneponorpamm. OdopmiieHre W ortnpaBka Tenedonorpammel. OCHOBHbIE IpaBmia mpuema TenedoHorpamMm. HMHGPOPMAIMOHHO-CIIPABOYHBIC MAaTepHabl
TeneoHHOW KOMMYHUKanmu. [loaroroBka HEOOXOIMMBIX ITOKYMEHTOB M MAaTe€pHajoB, UX HCIIOIb30BaHUE B Iporecce TenedoHHoro pasroBopa. Cpencrsa
¢dakcuMmiIbHON mepeaaun coodbmennii. Knaccugukanus ¢akcos. IlpuHuun neicTBus (akCUMHIBHOTO ammapara, npaBuia npuMeHeHus. OpraHuszaunus npuema
nocerutene. [IpaBuia BeaeHUs 1€70BOr0 pasroBopa. IlpaBuia MOArOTOBKYA W OOCITY)KMBaHHUsS COBelIaHW, 3aceaanuii OTpaboTka nmpueMoB padotsl B MS Word,
Excel, Publisher mpu moaroroske coBernanuii u 3aceqanuii. Pa3paboTka cXeMBbI TIOATOTOBKH K JeI0BO# moe3ake. CocTaBieHne MaMITKA CeKpeTapro: (Gpassi-KITniie
3aKka3a OMJIeTOB, TOCTUHMLBL. OTpaboTKa MpreMoB 3aKa3a OMiIeTOB, TOCTUHHLEL. OTpaboTKa MPUEMOB 3aIl0JIHEHUST KOMaHJUPOBOUHBIX yaocToBepeHuid. Iloaroroska
CITy’KE€OHBIX JOKYMEHTOB C HCIIOJNB30BaHUEM cKaHepa, Komupa. OTpaboTKa MpUEeMOB JJAMUHUPOBaHUS JJOKyMeHTOB. OQopMIIeHHE 0TYeTa MO pe3ybTaTaM MOE3/KH.
OcHOBBI HH(OPMALIMOHHBIX TEXHOJOTHH B MPO(EeCCHOHATBLHON AeITeIbHOCTH. Mcnoap30BaHe HHGOPMAIIMOHHBIX TEXHOJIOTHIA B CEKPETAPCKOM 00CTYKHBAHHH.
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3. YCJOBUS PEAJIN3AIIMNA YUYEBHOM TUCHUTLINHBI

3.1.  Jas peaJu3ainuu NporpaMMbl Y4eOHOM THMCUUILIHHBI T0/KHBI ObITH
NpeIyCMOTPEHbI CileAyoLHe clieHaJIbHble TOMEIICHUS:
Kabuner «O0menpopeccrnonanbubix aucuuiuind 1 MJIK», ocHalieHHBIH B COOTBETCTBUH C
npuioxkenueM 3 I1OI1-11.
JlaGopaTopus «apXHUBHOTO JieNlay, OCHAIlEHHAast B COOTBETCTBUU ¢ mpuioxkenueM 3 TTOII-IT.
OcHamennbie 0a3bl TPAKTUKK (MAacTepCKHUE/30HBI MO BHJaM pPabOT), OCHAIEHHBIC B
cooTtBeTcTBUU ¢ npuiioxenuem 3 I[TOII-TI.

3.2. HuHpopMauuoHHOe 00ecnieyeHHE peaju3aliy NPorpaMmbl

Jlnst peanu3anuy nporpaMmMbl OMOIMOTeYHBIN (OH 00pa30BaTENbHON OpraHU3alru J0JKEeH
UMETh TICYaTHBIE W/WIM 3JEKTPOHHBIE 00pa3oBaTelbHbIE M HH()OPMALMOHHBIE PECYPCHI IS
WCIIONTb30BaHUs B oOpasoBarenbHOM Tiporecce. I[lpu dhopmupoBanuu Oubmmoreunoro Qonma
00pa3oBaTeNbHON OpraHM3alliy BHIOMPAETCsl HE MEHEEe OJHOTO M3JaHHS U3 MEPEUHCICHHBIX HIDKE
NeYaTHBIX M3AaHUH M (WJIM) SJIEKTPOHHBIX M3AHUM B KadeCTBE OCHOBHOTO, MPU 3TOM CHHCOK
MOET OBITh IOTIOTHEH HOBBIMH M3aHUSMH.

3.2.1. OcHoOBHBIE MEYATHBIE H JIEKTPOHHbIE H3IAHUS

1. Opranuzanusi apxXxWBHOW U  CHPABOYHO-MH(POPMAIIMOHHOW pabOThl MO JOKyMEHTaMm
opranmzaiun [Tekcr]: y4eOHMK [UIs HCIONB30BaHHMS B Yy4eOHOM mpolecce 00pa30BaTENbHBIX
YVUpPEXKIEHUN, peaTu3yIoUMX MporpaMmbl CpeAHero MpodecCHOHaIbHOrO O0pa3oBaHMs IO
crenuanbHOCTH "J[OKyMEHTallMOHHOEe O0OeclieueHue YIpaBICHUS W apXUBOBEACHHE»: [B 2 d.] /
[Bypora E. M., Xopxopauna T. W.]; mox pen. E. M. bypoBoii. —3-¢ u3n. crep. — MockBa: Akaaemus,
2019. (IIpodeccuonansuoe obpazoBanue. [Ipopeccuonansupiii Moayns). U. 1. — 2019. — 336 c. ISBN
uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. OpranM3anus apXWBHOM ¥  CHPaBOYHO-UH(POPMALMOHHOM pabOThl 1O JOKYMEHTaM
opranu3arnuu [Tekct] : y4eOHWK UIsi WCIIONB30BaHMWS B y4eOHOM Tmpoliecce o0pa3oBaTeIbHBIX
YUPESKACHUHN, PpeATU3yIONIMX MPOTrpaMMbl  CpPEeIHEro MNpoQecCHOHATBHOrO O00pa3oBaHUS IO
crienuagbHOCTH "J[OKYMEHTAIIMOHHOE OOCCTICUCHHE YIpaBICHUS M apXWBOBeACHHE»: [B 2 d.] /
[BypoBa E. M., Xopxopauna T. WU.] ; mox pexn. E. M. BypoBoii. —3-¢ uzn. crep. — MockBa: AkaneMmus,
2019. — (ITpoeccuonansroe oobpazoanue. [Ipodeccrnonanbusiit Moayns). Y. 2 / [E.M. Byposa, A. II.
Adanaceena, E. B. Anekceena, A. E. Poquonosa]. — 2019. — 400 c. [ISBN: 978-5-4468-5975-7

3. Packun, J[. 1. MeTonuka v mpakTHUKa apXUBOBEACHUS : yUeOHUK JJIsi CPETHETO
npodeccuonansHoro oopazosanus / 1. U. Packun, A. P. CokonoB. — Mocksa : 3narenscTBo
FOpaiir, 2022. — 339 ¢. — (IIpodeccuonanbroe 0O6pazoBanue). — TEKCT : HEMOCPEACTBEHHBIN.—
ISBN 978-5-534-02419-7.

4. bacakos, M.U., J[lokymMmeHTalMOHHOE 00OecIieueHre yIpaBJIeHHs (C OCHOBAMHU apXHBOBEACHUS) :
yuebnoe nocodbue mis CIIO / M.U. bacakoB. — Mocksa: U3narensctBo KuoPyc, 2022. — 216 c. —
Tekcr : HenocpeactBenHsiin. — ISBN: 978-5-406-09983-4.

5. Bypoa, E. M., MypaBseBa, H. A. CnpaBo4HMK 1O apXMBHOMY Je€ly Ajsi pabOTHHUKOB
opranuzaruii. — (Cepus «YmpasieH4eckas 6e3omacHocTh» / moa obur. pea. A. b. besbopomosa).— M.:
Tepmuxa, 2018. — 396 c. — Tekct : HenocpenactBennblid. — ISBN: 978-5-6040204-4-9.

6. Beperexuna, C.B., HerocymapcTBeHHbIE CTPYKTYpbl M ayTCOPCHHI B apXWBHOM JIeJie:
monorpajus / C.B. Beperexuna. — Mocksa: MznarensctBo Pycaitnc, 2022. — 128 c. — Tekcrt:
HernocpenctBeHHbid. — ISBN: 978-5-4365-8006-7.

7. Eropos, B.Il.,, CnunpkoB, A.B. Obecrieuenne COXpaHHOCTH, pecTaBpalus U KOHCEpBALUs
JTOKyMEHTOB: yueOHoe nmocooue. — C.-110.: Jlann, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

8. Eropos B.Il. CoBpemeHHas opraHu3anusi TOCyIapCTBEHHbIX yupexaeHuil Poccuu: ydeOHoOe
nocobue mis CITIO / B. II. Eropos, A. B. CnunbskoB. — Cankr-IlerepOypr: Jlanp, 2020. —204 c. —



Tekcr : HenocpencTBeHHsbiin. — ISBN: 978-5-8114-6382-4.
9. Koznos, B. I1. ApxuBoBenenue: yaeOHUK U mpakTukym Juist By3oB / B. I1. Ko3noB. — Mockaa:
NznarensctBo FOpaiit, 2022. — 329 c. — (Bricmiee o6pazoanue). — ISBN 978-5-534-14066-8. —

Texkct:  snekrponnsld //  OOpasoBarenpbHas — miaatgopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/496661
10. [TaBnoBa, P. C. [/lenonpous3BoacTBO Mo oOpamieHusIM rpaxaaH: yueOHoe 1mocooue s

CIIO / P. C. IlaBnoBa. — Cankrt-Ilerepoypr: Jlanb, 2022. — 324 c. : w1 — TeKCT : HEMOCPEACTBEHHBIH.
— ISBN: 978-5-8114-9925-0.

11. [TonoB, A. B.ApxuBoBenenue. 3apyOexxkHas Poccuka : y4eOHHMK Jisi CPEIHETO
npodeccuonanbHoro oopazoBanus / A. B. ITormoB. — Mocksa : M3parensctBo HOpaiit, 2022. — 168 c.
— (ITpodeccuonanpaoe obpazosanne). — ISBN 978-5-534-10240-6. — TekcT: aieKTpoHHBIH //
OopasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/495214

12. Packun, JI. 1. ApxuBoBenenue: yueOHuk st By30B / JI. U. Packun, A. P. CokonoB. —
2-e u31., uctp. u gom. — Mocksa: U3znatenbctBo KOpaiit, 2022. — 468 c. — (Briciiee oOpazoBanue).
— ISBN 978-5-534-15245-6. — Texkct: snextponHsid // OOpazoBatenbHas miargopma FOpait
[caiit]. — URL.: https://urait.ru/bcode/497656

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUW S YYEBHOM

JANCHUIIJINHBI
Kon IIK, OK Kpurepum oueHku pesyjbrara @®opMbI KOHTPOJISI 1 METOAbI
(moxa3aTejiM OCBOEHHOCTH KOMIIETEHI[HIi) OLEHKH
K 3.1 CocraBnenue, peJakTUPOBaHUE U

odopMIIeHHE OpTaHU3AIOHHO-
pacropsIuTeTbHON TOKYMEHTAIIHH,
CO3/1aBacMOi B OpraHHU3aINH, COTIACHO
TpeboBaHusM ["0Ccy1apCcTBEHHBIX CTAaHIAPTOB
(I'OCT) mo odopmIiIeHHIO TOKYMEHTOB C
UCTIOJIb30BaHUEM COBPEMEHHBIX BUIIOB
OPraHU3alMOHHON TEXHUKHU

OreHKa MPaKTUIECKON pabOTHI.
3auér Ha yueOHOMU MpaKTUKE.

IIK 3.2 Opranu3anus T0KyMeHT0000pOTa B
opraHu3alnuu ¢ UCIO0JIb30BaHUCM
COBPEMEHHBIX BUJIOB OPraHU3alMOHHON
TEXHHUKHN

OreHKa MPaKTUIECKON pabOoTHI.

IIK 3.3 CocTtaBiath 1 0HOPMIISITH HOMEHKJIATYPY J1eTT
opranu3zaiuu, (GopMUpOBAaTh Jelia B
COOTBETCTBUH C YTBEP>KIACHHON
HOMEHKJIATYypOii, 00ecreuynBaTh NX
COXPaHHOCTh B TEKYIIEM JI€JIONPOU3BOJICTBE
C UCITOJIb30BAHUCM COBPECMCHHLIX BHJI0B
OpPraHU3aIMOHHON TEXHUKU

OreHka MpakTUYECKON pabOTHI.
3auér Ha y4eOHOU IpaKTUKE.

[IK 3.4 Ocy1ecTBIATh NOATOTOBKY A€ K IEpeade 3auér Ha y4eOHOU IpaKTUKE.
Ha apXMBHOE XpaHEHHE

K 3.5 Koopaunuposats padoty oduca (mpuemuoit | HaGmroneHue u orieHKa JeI0BOM
PYKOBOJUTEIS), OPraHU30BbIBATH MPUEM UTPBI.
HOCeTHTENeH OrneHka pemeHus: CHTYal[HOHHBIX
3azad.
OK 01 Bri6op crocoba pelieHus 3anay | Kontposb BBITIOJTHEHUS
npohecCHOHATBLHOM JEATEIIBHOCTH | MPAKTUYECKUX 3aJaHH.
MPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM VCTHBIH WM TECTOBBIH KOHTPOIb

TEOPETUYECKUX 3HAHUM.



https://urait.ru/bcode/497656

AHalM3 M OLIEHKAa  pEelIeHUM
POOJIEMHBIX CUTYaIHH.
[TpoBepounbie pabOTHI MO KaXI0H

TEMCE.

ATtTecTanus no Npou3BOJACTBEHHON
IIPAKTHUKE.

OK 02 Hcnonp3oBanue  coBpeMeHHBIX  cpenctBa | KoHTposb BBITIOJTHEHUS
NIOWCKA,  aHajgu3a M WHTEPHpPETalMy | IPAaKTUYECKUX 3aaHuil.
uH(OpMaLuy, u MCIIOJIb30BAHUC | YVCTHBIA WM TECTOBBIA KOHTPOJIb
I/IH(l)OpMaHI/IOHHI)IX TEXHOJIOTHI JJIsA TEOPETUYECKUX 3HAHWMN.
BBITOJHCHHS  3a/a4  NPOPECCHOHANBHON | Ayamms u  omenka pelmeHHit
ACATEIBHOCTH. MPOOJIEMHBIX CUTYALIUA.

[TpoBepounble pabOTHI MO KaXKAOH
TeMe.

ATTecTanys 1o npou3BOACTBEHHON
IIPAKTHKE.

OK 04 BsaumopeiictBue u pabora B koyuiektuBe u | KoHTponb BBITIOJTHEHUS
KOMaHJ1e MIPAKTUYECKUX 3a/1aHUi.

YCTHBI WIH TECTOBBIM KOHTPOJb
TEOPETUYECKUX 3HAHUM.

AHallM3 M OLIEHKAa  pEelIeHUM
POOJIEMHBIX CUTYaIHH.
[TpoBepounble pabOTHI MO KaXKAOH
TeMe.

ATTecTanys 1o npou3BOACTBEHHON
IIPAKTHKE.

OK 05 OcymiectBienue ycTHOM u  mnucbMeHHOM | KoHTposb BBITIOJIHCHU S
KOMMYHHKAIIMM Ha TOCYJapCTBEHHOM S3bIKE | MPAKTUYECKHX 3a/1aHUM.
Poccuiickoit ~ ®epepauun ¢ Y4CTOM | VCTHBIA WM TECTOBBI KOHTPOIb
0COOEHHOCTEH COHUAJIBHOI'O W KYJIBTYPHOTI'O TEOPETUYECKUX 3HAHWMN.
KOHTCKCTa AHanm¥3 W OUEHKA  pelICHHH

POOJIEMHBIX CUTYaIHH.
[TpoBepounble pabOTHI MO KaXKAOH
TeMe.
ATTecTanys 1o npou3BOACTBEHHON
IIPAKTHKE.

OK 09 Hcnonb3oBanue npodeccuonanbHoi | KoHTponb BBITIOJTHEHUS

JTOKYMEHTAIlMd  Ha
WHOCTPAHHOM SI3bIKAX

roCyJ1lapCTBEHHOM U

MPAKTUYECKUX 3aIaHHI.

YCTHBI WIH TECTOBBIM KOHTPOJb
TEOPETUYECKUX 3HAHUM.
AHanmu3s W oOIl€HKa
POOJIEMHBIX CUTYaIHH.
[TpoBepounble pabOTHI MO KaXKAOH
TEMeE.

ATtTecTanus no Npou3BOACTBEHHON
IIPAKTHKE.

peleHui
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