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1. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOI'PAMMBI

MMPOPECCHOHAJBHOI'O MOAVYJIA

IIM.01 «OcymecTBIeHHE OPraHU3ALNOHHOIO H
AOKYMEHTAIIHOHHOTI0 o0ecneyeHHs JesiTeJIbHOCTH

1.1. Heas u mecTo npogeccHoHANBHOI0 MOAYJISI B CTPYKTYpe 00pa3oBaTe/ibHOH

Lens

MOJTY JISL:

OCBOCHUEC

OPraHu3aALNHN»

NPOrpaMMBbI:

BUAa JCATCIIbHOCTHU

IIM.01

OpPTaHU3allMOHHOI'O U JOKYMECHTALIUOHHOI'O obecneyeHust ACATCIbHOCTHU OpraHUu3aluin .

IIpodeccroHanbHbIi MOIYJb BKIYEH B O0S3aTENbHYO YacTb 00pa3oBaTeIbHOMN

MPOrPamMMBl.

1.2. IlnanupyemMelie pe3y/abTaTbl 0CBOCHHSI NPO(eCCHOHAIBLHOI0 MOAYJIS:
B pesynbsTrate ocBOeHHs MPO(eCcCHOHATBHOTO MO O0YYaIOIIHUNACS JOJDKEH:

Koo Ymetn 3HaTH Baagers HaBbIKAMHU

OK,

IIK

OK.01 | pacnio3HaBaTh 3amady W/WJH | aKTyaJbHBIN -
npobaemy B | mpodeccnoHaIbHbBIN u
npo)eCCUOHAILHOM ~ W/WJTH | COLIMANIbHBIA KOHTEKCT, B
COLIMAJIbHOM KOHTEKCTE;, | KOTOPOM NPUXOIUTCS
aHaJU3UPOBATh 3amady | paborarb u JKHTB;
13707011 npodiemy U | OCHOBHBIE UCTOYHUKHU
BBIIENATh €€ COCTaBHbIE | MHQOPMALUK M PECypChI
YacTH, ONpenessiThb OSTambl | Ul pelleHus 3agad |
peLIeHnsl 3a]au; BBIABIATH | mpolieM B
u  3pPexTHBHO  HCKaTh | MPO(EeCCHOHANTBHOM H/UIIH
UH(pOpPMALHIO, COLIMAIBHOM KOHTEKCTE;
HEOOXOIMMYIO JUISl PEIIEHUs] | aITOPUTMBI  BBITTOJIHEHHS
3amaun W/ - rpoOnemsl | paboT B
COCTABJIATh IUIAH JAEUCTBHS | MPOdeCcCHOHAIBHON 51
OmpenessiTh HEeOOXOOUMBIE | CMEKHBIX o0racTsx;
pecypcr, BJIAJETh | METOABI paboThI B
aKTyaJbHBIMH MeToAaMu | MpodecCHOHATBHON u
padoThI B | CMEXHBIX chepax;
npodecCHOHATBHON U | CTPYKTYypy IUIaHa  JUIs
CMEXHBIX chepax; peleHust 3aaady;, MOPSIOK
pean30BbIBATh OLIEHKH pe3yJIbTaTOB
COCTaBJICHHBII IIJIaH, pelueHust 3a51a4
OLICHUBATb  pPE3yJNbTaT M | MPodeCcCHOHANIBHON
MOCTIECTBHS CBOMX | IESTENIbHOCTH
OeHcTBUH (CaMOCTOSTEIBHO
12001 c MIOMOLIBEO
HACTABHUKA)

OK.02 | ompenmenars 3amayu  AJIs1 | HOMEHKJIATypa -
MOKCKA uHpopmanuy;, | HTHPOPMATHOHHBIX
ONpenessaTbh HeOOXOOUMBbIE | HCTOYHUKOB,

UCTOYHUKU HH(POpMALIUU PUMEHSIEMBIX B
TUTAHUPOBATh nporecc | mpodecCHOoHaTBHOMI
MIOUCKA, CTPYKTYpUPOBATh | NESTEIBHOCTH
NOJIy4aeMyr0 MH(OPMALHIO;, | TPUEMBI

BBIIENATD Hanbouee | CTPYKTYPUPOBAHHUS
3HAYNMOE B nepevHe | nHpopMauuu

«Ocy1ecTBieHue




uHpOopMauu
OLICHUBATh  MPAKTHUECKYIO
3HAYUMOCTb  PE3yJIbTaTOB

MIOKCKA, opopmITH
Pe3ybTaThI TIONCKA,
PUMEHSITh cpencraa
UH(POPMALNOHHBIX;

TEXHOJIOTUH AJid pCeHICHUA
npo)eCCHOHANIbHBIX  3a/1aY,
HCIOJIb30BATh COBPEMEHHOE
nporpaMMHoe obecrieueHue;
UCITOJB30BATH pa3JIMIHbIE
uppoBbIE CPeACTBA IS

dopmar oopmnenus
Pe3yJbTaToB MIOUCKA
uHpopManny,

COBpPEMEHHbIE CPEICTBA U
YCTPOWCTBA
uHpOpMaTH3ALUU
MOPSITIOK MX MPUMEHEHHUS
u POTrPaMMHOE
obecrieueHne B
npoecCHOHATbHOM
IeSTeNbHOCTH B TOM
YHCNIe C HCIIOJIb30BAaHUEM
U(POBBIX CPEICTB

peLeHust
poeCCHOHANTBHBIX 3a7a4

OK.04 | opranu3oBbIBaTH paboTy | MCUXOJOTHYECKHE OCHOBBI -
KOJIJIGKTHBA U KOMaH/BbI, IeSITeIbHOCTH
B3aUMOJIEHCTBOBATh C | KOJUIEKTHBA,
KOJIJIETAaMH, PYKOBOZCTBOM, | ICUXOJOTHYECKUE
KJIMEHTAMHU B X0Jie | OCOOEHHOCTH JTMYHOCTH
npodeccCHOHATBHON OCHOBBI MPOEKTHOH
AESITeIbHOCTH AeSITeIbHOCTH

OK.05 | rpaMOTHO Wu3Naratb CBOH | OCOOEHHOCTHU -
MBICIH U oopMIIATE | COMAIBHOTO u
TOKYMEHTBI 1O | KyJIBTYPHOTO KOHTEKCTA,
npodecCHOHATBHON IpaBuiIa oopmnenus
TEMaTHKe Ha | JOKYMEHTOB
rOCYAapCTBEHHOM  SI3BIKE, | U  TIOCTPOEHHUS  YCTHBIX
NPOSIBJIATH TOJEPAHTHOCTD B | COOOIIEHMI
pabodeM KOJIEKTHUBE

OK.09 | monumarp oOmmMH CMBICH | IpaBHJIA IIOCTPOECHUS -
94EeTKO NPOM3HECEHHBIX | MPOCTBIX M CIIOXKHBIX
BBICKA3bIBAHUI Ha | NPEeJIOKEHUN Ha
U3BECTHBIE TEMBI | TPOPECCHOHATIBHBIE TEMBI
(mpodeccroHa bHBIC U | OCHOBHbBIE
OBITOBBIE), MOHUMATh | 00LeynoTpeOuTeNbHbIE
TEKCThI Ha 6azoBble | rmaronsl  (ObITOBast M
npodeCCHOHATBHBIE TEMBI npodeccuoHaTbHAs
y4acTBOBATh B JAMAJIOraX HA | JIEKCHUKA)
3HaKOMBIE oOmme U | IEKCUYECKUH  MHUHHMYM,
npoeCCUOHATBHBIE TEMBI, | OTHOCSIIIUICS K OMUCAHUIO
CTPOHTH NpOCThI€ | MPEAMETOB, CPEACTB U
BBICKa3bIBaHUSI O cebe W O | MPOLIeCCOoB
cBoeli  mpodeccruoHabHOI | MpodecCHOHANIbHON
TESITETbHOCTH; KPaTKO | AEATEIbHOCTH
00OCHOBBIBaTh U OOBSICHATH | OCOOCHHOCTHU
CBOM AEHMCTBUSA (TEKyIIHE W | MPOU3HOIIEHUS
TUTAHUPYEMBIE); MUCaTh | MPaBUJIA YTEHUS] TEKCTOB
NPOCThIE CBsI3HBIE | TPOPECCHOHATBHOMN
cooOlLIeHnss Ha 3HAKOMBIE | HAIIPABJIEHHOCTH
120031 HUHTEpECYIoIIne
podheCCHOHAIbHBIE TEMBI

IK 1.1 | ucnonb3osatsb CPENCTBA | HOPMATHBHBIE  IPABOBbIE | MOJTyYEHHS
UH(POPMALTMOHHBIX U | aKTBI Poccuiickoii | HEOOXOIUMOI
KOMMYHUKaIIMOHHBIX ®epepaunin B chepe | nHGopmanuun U

nepenadu




TEXHOJIOTUN ISl TIOJY4eHUs
U nepenavyu nHpOopMaIuy,;
BECTH U HCIOJb30BATh B
pabore 0a3y KOHTaKTOB
OpraHu3aLuy,

BECTU y4ETHBIE
perucTpanroHHble  (pOpPMBI,
UCTONB30BATh  MX IS
uH(POPMALMOHHON PabOThI U
paboTbl 1O  KOHTPOIIO
VCIIOJIHEHUS IOPYUYEHHUI,
yCTaHABJINBATD u
MO AEPKUBATh
KOMMYHHKAIMH B TpoIecce
aenoBoro  obmeHus ¢

MIOMOIIBIO CpeacTB
UH(POPMALTMOHHBIX u
KOMMYHIKAIIHOHHBIX
TEXHOJIOTHIA

CTJIAKUBATh KOH(MJIUKTHBIE
U CIOKHBIE  CHUTyalluu
MEKJIMIHOCTHOTO
B3aUMO/ICUCTBUSI,
cobmonaTte CIry>keOHBIH
JTHKET;

obecrieunBaTh
UH(POPMALIMOHHYIO
0€30MacHOCTD ASATEIbHOCTH
OpraHu3aIHH.

WH(OPMALIMOHHBIX "
KOMMYHHKAI[HOHHBIX
TEXHOJIOTHH;

CTPYKTypa OpTaHU3AIIHH,
e€ 3amaun U QpyHKIUY,
npaBuIa MPOBEACHUS
JEJIOBBIX MEPErOBOPOB;
STHKA JAEJOBOr0 OOIIEHHST,
npaBuIa pedeBoro
STUKETA,

MpaBWia TMOANEPIKAHUS U
pa3BHUTHS
MEKITMIHOCTHBIX
OTHOIIIEHHUH,

TpeboBaHMS OXPaHBI
Tpyna.

CaHKLIMOHUPOBAHHOMN
uHpOopMauu c
UCTIOJIb30BAaHUEM
CpenCTB
UH(POPMALMOHHBIX u
KOMMYHUKAIIHOHHBIX
TEXHOJIOTUI

IIK 1.2

BCTpPEYaTh MOCETUTEIIEH,
MOJIy4aTh MEPBUYHYIO
UH(pOPMALTHIO 0
IOCETUTEIISIX,

YCTaHaBJIUBATDH MOopPAAO0K

npuéma g PasIM4HbIX
KaTeropuil NOCETUTENEN,;
BECTU YUETHBIE
perucrpanuioHHble  GpopMbI
Mo OpuéMy MNOCETUTENeH U
oopmIsITh IpONyCKa,;
BECTH IMpHUEM, Iepenadyy H
OTIIPaBKY IOKYMEHTOB;
OpraHU30BbIBATH u
OpOHMPOBATH MEPETOBOPHBIE
KOMHATEHI,

CEepBUPOBATH YalHbIe
(xo(etinpie) cTonbl B ouce;
PUMEHSTh B pabore
cpencTea HH(POPMAITMOHHBIX
u KOMMYHUKAITHOHHBIX
TEXHOJIOTUH, NPUHUMATD
Mepbl O  COXPaHEHHIO
KOH(UACHITNATIbHOMI

uHpOopManuu B xoJe

NpuéMa MOCETUTENEH.

HOPMATHUBHBIE  IPABOBBIC
AKTBhI Poccutickoi
@enepaun MO 3aIIUTE
uHbopmanmu U padore ¢
oOpalIeHUsIMU TPaKIaH;

CTPYKTypa OpraHH3alyy U
pacnpeneneHue (GyHKIUN
MEXIY CTPYKTYPHBIMH

noapasaeJeHUsIMU u
CIEIMATUCTAMH,

npaBuiia OpraHU3aIHH
npuéma NOCETUTENEN;
STHUKET u OCHOBBI
MEKITYHAPOIAHOTO
IPOTOKOJIA,;

STHKA JAEJOBOr0 OOIIEHHST,
npaBuia pedeBoro
JTUKETA.

npaBuiia CEpBUPOBKU
YalHOTO (xodeitHOTO)
CTOJNa,;

TpeboBaHMS OXPaHbI
TpyZa.

KOOPAUHALINH paboThl
NPUEMHON PYKOBOIUTES

u 30H npuémMa
pPa3sIUYHBIX  KaTErOpHUH
MOCETUTENEN
OpraHu3aLuu




IIK 1.3 | BeiGupars (GOpMBI | HOpMATHBHBIE — MPaBOBbIE | TVIAHUPOBAHUS PAbOYETO
[LUIAHUPOBAHUS U | aKTbI Poccuiickoli | BpEMEHU PYKOBOJUTEIS
opopmnsaTe mmanupoBmuK | Pemepaumn B cdepe | U pabouero TTHST
(opranaiizep) pykoBoauTtens | MHGOPMALIMOHHON cekperapsi
U CeKpeTaps, 0€e30MacHOCTH;
yCTaHABJINBATD LeNH, | CTPYKTypa W crernuduka
OTIpeneNATh OCHOBHOH  J€ATEIBHOCTU
PUOPUTETHOCTD U | OpraHu3alumy;

O4YEpPE€NHOCTD  BBIIIOJHEHHUSA | OCHOBBI VIIPaBJICHUS
pa60T u 3(1)(1)6KTI/IBHO BPEMEHEM;
pacrpenesaTh pabouee | npapuna MIPOBEICHUS
BpEML, IEJIOBBIX NIEPErOBOPOB;
COTJIaCOBBIBATb BCTPEYH U | 5THKA JETOBOrO OOLIEHHS,
MEPONPUATHA M BHOCHUTD | tneGoBaHuMs OXPaHBI
UH(OPMALIHIO B | tpyna.
TUTAHUPOBIIUK
(opraHaiizep),
UH(POPMHPOBATH
PYKOBOIUTENS 0
NpUOIMKEeHUH BPEMEHU U
periaMenTe
3aIUITAHUPOBAHHBIX BCTPEY U
MEPOIPHUTHH,
BBIOMpATH ONTUMAJIbHBIE
CHOCOOBI  BHEIIHET0 U
BHYTPEHHETO
UH()OPMHPOBAHUS 0
TUTAHUPYEMBIX
MEPOIPUSTHSIX,
obecrieunBaTh
UH(OPMALIMOHHYIO
0€30MacHOCTb eATENbHOCTH
OpraHu3alLuy,
NPUMEHSITh B pabore
cpencTsa HH(POPMAITMOHHBIX
u KOMMYHHUKAI[MOHHBIX
TEXHOJIOTUH.
IIK 1.4 | cocraBmsite 1 0hOPMIIATD OpraHM3aLMy  JIEJIOBbIX

I[OKYMGHTBI st ACJIOBBIX
MOE3I0K;

OCYILECTBIIATh TpeBe-
MOANEPKKY T EJI0BBIX
MOE3/10K;

COTJIACOBBIBATH c
MPUHUMAIOIIEH  CTOPOHOMU
IIPOTOKOJI MJIAHUPYEMBbIX
MEPONPUATHI 151

dopmMupoBaTE  TPOTPaAMMy
JIEIOBO# TOE3/KHY,

HCIOIb30BaTh cpencraa
UH(POPMALTMOHHBIX u
KOMMYHUKAITHOHHBIX
TEXHOJIOTHH ISt
obecrieueHust
B3aUMOAEHCTBUS C

HOPMATUBHBIE IPABOBBIC
aKThI Poccutickoi
Oenepatun B cepe
Opra’u3aluu JeJIOBOM
MOE3/KH,

MOPSIOK TOATOTOBKH U
TOKYMEHTHUPOBAHHUS
JIEIOBOM MOE3/IKH;
UHTEPHET-PECYpPChl IS
OCYLIECTBJIEHUS] ~ TPeBeJI-

MOIEPIKKH JeJTOBBIX
MOE3/10K;

STHUKET u OCHOBBI
MEKIYHAPOITHOTO
MPOTOKOIA,

STHKA JAEJIOBOr0 OOIIEHHST,
TpeboBaHMS OXPaHbI

TpyHa.

MOE310K  PYKOBOAUTENS
U JApPYyruX COTPYAHHKOB
OpraHu3aLu




PYKOBOIUTENIEM BO BpeMs
ero JeJI0BOM MOEe3/KH,
oopmItATh OTUYETHBIE
OOKYMEHTBI O  J€eJOBOH
MOE3]IKE.

IIK 1.5 | opranmsossiBate  pabouee | TpeOoBaHMs OXpaHbl | OpPraHU3aLuH "
MECTO B COOTBETCTBUHU | TPYZa, MPOU3BOACTBEHHON | MOAACPKAHUSA
c TpeOOBaHUAMH | CAHUTAPUH, (YHKIIMOHAJIBHOTO
SPrOHOMHKH H  KYJBTYpPBI | IPOTHBONOXKAPHON pabouero nmpocTpaHCTBa
TpyAa, 3aLlUTHI,
obecrieunBaTh pabouee | OCHOBBI NPaBUIIbHON
MecTO W (PYHKUMOHAJBHOE | OpraHM3alMu  TpyAa W
pabouee NPOCTPAHCTBO | METOIbI TOBBIICHUS €ro
HEOOXOIUMBIMU s¢dexkTuBHOCTY;
cpeacTBaMu BUABl  OPTaHU3ALMOHHON
OPraHM3aLUMOHHON TE€XHUKH, | TEXHUKM W TIOPSIOK
MeOeNbl0 M KaHLENAPCKUMH | paGoThI ¢ HEHA.

NPUHAIE)KHOCTSIMH,
MO AEP KUBATh cpeacTsa
OPraHu3allMOHHON TEXHUKHU
B pabOYeM COCTOSTHUU.

IIK 1.6 | opranu3oBbiBaTG  MPOLIECC | HOPMATHBHBIE  MPABOBbIE | OPTAHU3ALMU
MOATOTOBKM W IIPOBENECHHE | AKThI Poccuiickont | MOATOTOBKU "
KOH(EPEHTHOTO Qenepaiuu B cdepe | MPOBENEHUS
MEPOTPUATHUS vHpOpMAIUH, KOH(EPEHTHBIX
UH/IUBUIYAJIbHO KOMILIIEKC MEPOTIPHUSTHIH,
¥ B cocrase pabouel | opraHu3aLOHHO- obecrnieueHus
TPYIIIb; TeXHUYEeCKIX UH(POPMALTMOHHOTO
JOKYMEHTUPOBATh  Pa3HbIC | MEPONPUSITUI no | B3aUMOIEHCTBYSA
3Tanbl nopouenyphl | HOATOTOBKE U | PYKOBOOUTEIIA C
IOArOTOBKH M TIPOBEACHUS | IIPOBEAEHUIO noapasaAcJICHUsIMU u
KOH(EPEHTHOTO KOH(EPEHTHBIX TOJLKHOCTHBIMHU  JIMIIAMHU
MEPOINPHUATHS, MEPONPUATHH, OpraHusaluu
co0monars STUKET U | mpaBmia oopmnenus
OCHOBBI ~ MEKAYHApPOIHOTO | TOKYMEHTOB,

IPOTOKOJIA, CO37IaBaeMBbIX

OCYIIECTBIISITh cbop,
obOpaboTky  uH(pOpMauuy,
CHCTEMATHU3ALHIO

MOJIy4a€MbIX u

nepeaBaeMblX TaHHbIX;
OCYLIECTBJISAITh  TPOBEPKY
IOCTOBEPHOCTH,  TOJHOTHI
u HETPOTUBOPEYUBOCTH
TaHHBIX, UCKIJTIOUCHHE
ayONMpOBaHUS
uHpopMauuy,;

NPUMEHSTh
UH(POPMALTMOHHO-
KOMMYHHUKAIIHOHHBIE
TEXHOJIOTHH.

B IPOLIECCE MOATOTOBKU U
NPOBENECHUS
KOH(pEepeHTHOTO
MEPOTIPHUSITHSL

STHKET u OCHOBBI
MEKIYHAPOIHOTO
NPOTOKOJIA,

STHKA JIEJIOBOTO OOIIEHUS,
COCTaB BHYTPEHHHX U
BHEIITHUX
UH(POPMALIMOHHBIX
MIOTOKOB;

CTPYKTypa OpPraHHU3aLUU U
MOPSAAOK B3aMMOACHCTBUS
MOAPA3AETIECHUI,

MeToabl  00paloTKM U
3auTel  UHPOpPMALUU ¢
IPUMEHEHHEM CpeacTs
UH(OPMAITMOHHBIX u




KOMMYHUKAIIMOHHBIX

TEXHOJIOTHH;
TpeboBaHHUs OXPaHbI
Tpyna.

K 1.7 | cocrasnsath MPOEKTHI | HOPMATUBHBIE  MPaBoOBble | OQOPMIEHHS
OPraHU3aLMOHHBIX, aKTBhI Poccuiickoii | OpraHu3anioHHO-
pacropsAUTETbHBIX u | @eneparin B chepe | PaCIOPATUTENBHBIX
UH(POPMALTMOHHO- NeJIOMPOU3BOJICTBA, TOKYMEHTOB u
CIIPAaBOYHBIX TOKYMEHTOB, B | IOKajbHBIE HOPMATHBHbIE | OPraHM3aums paboTsr ¢
TOM 4YHCJI€ JOKYMEHTOB, | aKThl, HUMH, B TOM 4YHCJIE C
COACPpIKAIUX perIaMeHTHPYIOIIHE HUCITIOJBb30BAHUEM
KOH(pHIEHIHATbHYIO IEATeIbHOCTD ciy>xOpl | ABTOMATU3MPOBAHHBIX
uHbOpMaLHo, OQOPMIATD | NETONPOU3BOACTBA U €€ | CHCTEM
OpraHu3anuoOHHO- pabOTHHUKOB,
pactnopAANTCIIbHBIC OpraHu3auIo BeIEHU:

I[OKYMeHTbI (OpI/IFI/IHaJ'IbI nu I[eJ'IOHpOI/ISBOI[CTBa;
KOIHH), COBPEMEHHbBIE
CKaHHMPOBATh, KONMMPOBATh U | HHPOPMALIMOHHbBIE u
KOHBEPTHPOBATH KOMMYHHKAIIHOHHbIE
DOKYMEHTBl B PAa3JINYHbBIC | TEXHOJOTHUH,

dbopMaTsr, MIPUMEHSIEMBbIE
OCYIIECTBIISIT MPOBEPKY | B paboOTe ¢ TOKyMEHTaMH,

IIPOEKTOB AOKYMEHTOB Ha

COOTBETCTBHE npaBUiaM
IEJONPOU3BOACTBA;
NpUHUMATL W TIPOBOAUTH
NEPBUYHYIO o0paboTky
BXOOAIIHUX JOKYMECHTOB,
MIPOBOUTH
NpeBaAPUTEIbHOE

pPacCMOTpEHHE BXOMSALINX U
BHYTPEHHUX TOKYMEHTOB,
PErucTpupOBaTh BXOIALIUE,
UCXOJAIINE W BHYTPEHHHE
JOKYMEHTHI,

KOHTPOJIMPOBATH
MapIIPyTHU3ALIUIO
TOKYMEHTOIIOTOKOB B
OpTaHu3aLNH
(cornacoBanmue,
NOJIICAHUE, YTBEPKACHHUE,
perucrpars,
O3HAKOMJICHHE u
UCTIOJIHEHUE JOKYMEHTOB) ;
OCYLIECTBJISIT  CPOKOBBIN
KOHTPOITb UCTIOJTHEHUS
IOKYMEHTOB,
OCYILIECTBJISATh  TIOATOTOBKY
U OTNPaBKy  HUCXOISLINX
TOKYMEHTOB,

COCTaBJISITh OTYETHI u
aHATUTHYECKHUE CTIPaBKU
00 UCTIOTHEHUH
TOKYMEHTOB,

BECTHU UH(OPMALIMOHHO-

CTPYKTypa OpraHU3alNH,
PYKOBOJZICTBO
CTPYKTYPHBIX
nonpa3AeNieHnd, o0pasibl
MMOATIUCEH JIUL, UMEIOIINX

NpaBO  MOAMHCAHUS U
yTBEPKICHHSI
JIOKYMEHTOB,

U OrpaHuYeHHs 30H HX
OTBETCTBEHHOCTH,
IIpaBUJIa PYCCKOTO SI3bIKA,
TpeOoBaHuUs OXpaHbI
Tpyna.




CIIPaBOYHYIO padoty
o JOKYMECHTAM,
ocywecTBysATh  padoty ¢
OpraHU3aLHOHHO-
pacnopsiAuTEIbHBIMU
IOKyMEHTaMu

B ABTOMAaTHU3UPOBAHHBIX

CHCTEMaAx.

IIK 1.8

obecrieunBaTh COXPAHHOCTh
NEePCOHATBHBIX TAHHBIX
pabOTHUKOB,
OpPTaHHU30BBIBATH
JTOKYMEHTOO0OPOT
NPEICTABICHHIO
JOKYMEHTOB IO MEPCOHATY
B TOCYIapCTBEHHBIE OPTaHbI,
OpPTaHHU30BBIBATH
JOKYMEHTOOOOPOT MO YUETY
U IBIXKEHUIO Pa0OTHUKOB;
BECTH  BOMHCKHH  yY€T
paOOTHUKOB, BECTH Y4YET
pabouero BpPEMEHHU
pabOTHUKOB,

oopmITATH
OpTaHN3aLMOHHO-
pacropsiANTeIbHbIE
JOKYMEHTBl 10 JINYHOMY
COCTaBy; BECTH
perucTpaLuro, YUET,
OIEepPaTHUBHOE XpaHeHHe
JOKYMEHTOB IO JINYHOMY
COCTaBy; BECTH
IOKYMEHTALHIO,

MO TBEP KA O
CBEleHUs O  TPyAOBOWU
OESITEIbHOCTH M TPYAOBOM
CTaxe pabOTHUKOB,
(hopMHUPOBATH JINYHBIC AENa
paOOTHUKOB,  OQOPMIIATH
aena To JIMYHOMY COCTaBY
ISt nepenavu
B apXHMB OPTaHU3ALINHY,
paboraTh co
CHeLHATN3UPOBAHHBIMU
UH(POPMALUMOHHBIMH
CUCTEMaMHU u 6azamu
JAHHBIX IO BEIECHUIO y4ETa
U IBH)KCHUIO PAOOTHUKOB.

110

HOPMATHBHBIC
AKThI Poccutickoi
Oenepatun = B cepe
TPYAOBBIX OTHOILICHUM,
JIOKaJIbHbIE HOPMATHBHBIC
aKTBI,

periIaMeHTHPYIOIIHe
TPYOBBbIE OTHOIICHUSI,
COBpPEMEHHbIE
UH(pOPMAIOHHO-
KOMMYHHKAITHOHHBIE
TEXHOJIOTUH,
npuMeHsieMble B pabote ¢
JOKYMEHTaMH TIO JTMYHOMY
COCTaBy;

CTPYKTypa OpraHH3aluH,
PYKOBOJICTBO
CTPYKTYPHBIX
MOApa3ieCHUl,

npaBuia
JEeJIOTIPON3BOACTBA,
NpaBUJIa PyCCKOTO SI3bIKA,
STHKA JEJIOBOTO OOIIEHUS,
TpeOoBaHuUs OXpaHbI
Tpyna.

MIPaBOBBIE

oopmienust
JTOKYMEHTOB IO JINYHOMY
COCTaBYy M OpraHU3alUU
paboOTBl C HUMH, B TOM
YHCJIe ¢ UCTIOIb30BAHHEM
ABTOMAaTH3HPOBAHHBIX
CHCTEM

IIK 1.9

pa3pabaTbIBaTh
HOMEHKJIATy Py
OpraHU3aLuH;

NpPOBEPSITb  MPABUIIbHOCTD
oopmIIeHHsT TOKYMEHTOB U
OTMETKH 00 MX HCIOJHEHUH
nepen ux GopMHPOBAHUEM B

p1LSA)

HOPMATHBHBIC
aKThI Poccutickoit
Oenepattun - B cepe
JEeJIOMPOU3BOICTBA u
ApPXUBHOTO JIENa,
JIOKAQJIbHBIE HOPMATHUBHBIC
AKTBhI,

MIPaBOBBIE

opraHu3aliii TCKYLICTO
XPaHCHUsA AOKYMCHTOB,
obpaboTku  menm st
OIepaTUBHOIO 51
APXUBHOI'O XpPaHCHUsA, B
TOM qHCIIe c
UCTIOIb30BaHHEM










2.3. Coaep:xxanue npodeccHOHAIBLHOT0 MOXYJIA

Haumenosanue
pa3aesioB H TEM

Coaepsranue u GopMbI OPraHH3ALHH JESITEIbHOCTH 00y YA LIHXCS

O0bem, akag. 4/ B TOM
yncyie B hopme
NPAKTHYECKOH

MOATOTOBKH, AKAJ. 4

Koab! komneTeHuii,
(opMHPOBAHUIO KOTOPBIX
CIOCOOCTBYET AJIEMEHT
MpPOrpaMmsI

1

2

3

4

Pa3gen 1. lokyMeHTHpPOBAaHHE H OPraHU3aLuA PadoThl ¢ 0PUIHATLHBIMHU JOKYMEHTAMH

270

M/IK 01.01 JoxymeHTALHOHHOE 00ecrnieyeHHe YIPaBJIeHHUsI

Tema 1.1,
OcHoBHbIE IOHATHS,
TEPMHHOJIOTHA H
onpeaeJieHUst

Copepxanue

10

IMonsarue o nuctummrae. UCTOPHICCKOC PA3BUTHE B COBPCMCHHOC
COCTOSIHHC JEIONPOU3BOACTBA. B3auMocBa3s HHGOPMALIN H JOKYMEHTA.
O YHKINN ACTOMPOU3BOIUTEIS B annapare ynpasicHus. [lorsaTie o
mokymente. Oyakiuu qokymenTa. [IpodeccruonaabHbie TEPMUHBI U
onpeaencuus. Y auukanms u crangaprusanust. CUCTEMbI JOKYMEHTALIHH.
Cucrema OPJI. I'ocynapctBennbie ctanmaptel Ha cucremy OP/.
Knaccudukanus gokymeHnToB. bymara noxymenra, €€ ¢gopmartsl.

10

B Tom umHc/Ie NpaKTHYECKUX H J1A00PATOPHLIX 3aHATHIA

22

Dopmysp-oopazerr. CXeMbl PACTIONOKEHUS PEKBU3UTOB JOKYMCHTOB U
rpasuilel 30H Ha popmare A4 NpoIOJBHOTO U YIIOBOTO OIAHKOB

K 1.7

Tema 1.2.

IIpaBuna odopmuenus
pexsuzutos OP/I.
Nudopmannonno-
CIpPABOYHBIE
AOKYMEHTbI

Coaep:ranue

12

brnank, Bugpl O1ankoB. PekBu3uts 001ero O/aHKa U MpaBUiia ero
odopmieHus. YTI0BOH U MPOA0IbHBIN BapuaHThl. PekBU3NTHI O1aHKA
KOHKPETHOTO Buaa AokymeHTa. [Ipasuna ero opopmieHus. Peksuzut
«Aapecary. PexBu3ut «3aro0BoK K TCKCTY». 3aMUCKH, BUBI U
pasHoBuaHOCTH. BHeInHME nokaaaubie 3anucku. [Ipasuia ohopmieHus
pexsusura « Teker gokymenTay. OdopmieHue ab3ales TeKCTa, HyMEparus
abzarneB. S3bIK U CTHJIb JOKYMCHTOB. BHYTPCHHHEC TOKIIAAHBIC 3AIHCKH.
INpasuna opopmireHus pexBuzura «OT™MeTKa O MPUIOKEHUNY, «Iloamuce.
Caysxeonbie 3ammucku. [IpaBuina odopmicuus «OTMeTKH 00 HCHOTHUTEIC
mokymeHTtay. [IpaBuia ohopMICHHS PYKOITUCHBIX PECKBU3UTOB HA
JokymeHTe. PykomucHoe 0hopMICHHE JOKYMEHTOB, OOBSICHUTSIbHAS,
cayxeOHad 3amucka, sassicHue. Cnpaska. Q0s3aTeIbHEIC PEKBH3HTHI,
mpasuna opopmicHust. Peksusut «lleuars». JloBepennocts. Pacmucka.
Tpadapetusie nokymentsr. O6s3aTenbHbie pekBU3uTHL. [IpaBuia
odopmnenums. Teaedonorpamma. Tenerpamma. dakcorpamma.
O6s3atenpubie pexBusuThL. [IpaBuiaa odopmueHus.

12

B Tom 4uHc/Ie NpaKTHYECKUX H JIA00PATOPHBIX 3aHATHIA

26

Co3nanue obmiero OnaHka OpraHu3almy, ONaHKa KOHKPETHOTO BHIA
JOKYMEHTA, CTPYKTYPHOTO MOAPA3ACICHHS, JOMKHOCTHOTO JIULIA, C
VIJIOBBIM ¥ MPOJOTBHEIM PACTIONOKEHHEM peKBU3NTOB. OdopmicHue
PEKBHU3UTOB «A qpecat U «3aroyioBoK K Tekctyy. OdopmIeHHE pEKBU3UTA

K 1.7




«Texct goxkymenrtar. OdopmiecHue «OTMETKH O IPHIOKCHUINY.
Odopmnenne pexsusuta «lloamicek». QdopmicHHE 3amICOK, CIPABOK,
JOBEpEeHHOCTEH, pacnucok, Tenedonorpavm. OdopmMiicHHE PYKOTTHCHBIX
pekBU3UTOB Ha JoKyMeHTe. OdopmieHue TpadapeTHEIX JOKYMEHTOB.

Tema 1.3. Coaepmaﬂne 10 K 1.7
Wupopmaunonno- Bugs u pazHoBuaHOCTH cnykeOHbIX nuceM. biaank miucema. PaGora ¢ 10
CIpPABOYHBIE
rotoBbiMH Onankamu rrceM. Odopmnenne muceM Ha popmare AS. Buner u
AokymeHTbl. Cay:ke0HbIe
HCbMA, HX PasHOBUAHOCTHU cIyxeOHBIX uceM. [Incrmo-npockba, muckrMo-3amnpoc,
MUCBMO-OTBET. BHIEI U pa3HOBUAHOCTHU CITYKEOHBIX MTHCEM.
PA3HOBHIHOCTH .
ConpoBoauTeIbHOS TUCHMO. | apanTuiiHoe mUchbMO. Buabl u
PasHOBUAHOCTHU cIyxeOHBIX THiceM. [ Tncpmo-TpeGoBanme, MUCEMO-0TKA3.
Buas! u pazHOBUAHOCTH c1y:keOHBIX mHceM. [TucbMo-nipHriameHue.
[Tucemo-nozapaenenue. [IncemMo-6narogapHocTs. Buabl v pasHOBUIHOCTH
cayxkeOHbIxX nviceM. [Tucemo-uzsemenue. [lucemo-noarsepacHue.
HudpopmauroHHOE THCHEMO.
B TOM 4mHC/Ie NPAKTHYECKHX H JIAG0PATOPHBIX 3aHATHIA 22
Co3nanune GnaHkoB miceM. PaGoTa ¢ TOTOBEIMU ONaHKaMH OPTaHU3ALHH.
Odopmnenre nHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Tema 1.4, Copepxanue 10 MK 1.7
Pacnopsiautesnbnbie IMpuka3. [orstre o nokymente. OOA3aTeIBHBIC PEKBU3HUTHI, IPABILIA 10
AOKYMEHTBI, H3AABAEMbI€| cocTasneHus U ohopMiIcHHs. BU3bl coriacoBaHus MPoOCKTa JOKYMEHTA.
Ha NMPHHIHIAX OT™MeTKa O HATTMYHM NPUTOKECHHUS B PACTIOPS TUTCIBHBIX JOKYMECHTAX.
CAHHOHAAJINSA Bu3ssl o3nakoMiIeHus ¢ J0KyMeHTOM. Beinucka u3 npukasa. Kommus
NPHHSTHS PeIleHHH JokyMmeHTta. OTMeTKa O 3aBepeHHH KONUU JOKYMEeHTa. COBMECTHBIH
mpukas. [IpaBuna cocraBnenus u oopmiacHus qoxkymenTa. Pacropspkenue.
[Tonarue o noxymenrte. OGs3aTeIbHBIC PEKBU3UTHL, IPABUIIA COCTABICHUS U
ohopmnenus. Ykazanue. [lonstue o rokymenre. Q0s3aTeIbHBIC
PCKBU3UTHI, MPABHJIA COCTABICHUS U 0OPMICHH.
B Tom 4uHc/Ie NpaKTHYECKUX H J1A00PATOPHBIX 3aHATHIA 22
OdopmneHre pacnopIIUTEIBHEIX JOKYMEHTOB. OGOpMIICHHE BBIIHCKH U3
PacIopsSIUTEIBHOTO TOKYMEHTA B KONMH AOKyMeHTa. CKpericHue
(poIMBKA) KOITHH JOKYMCHTA.
Tema 1.5. Copepxanue 10 MK 1.7
JoKyMeHTbI KOMHCCHIH IMocranosaenue. Pemenue. [onsitue o qoxkymentax. O0s3aTCIbHBIC 10

H KOJUIErHAJIb HbIX
OpraHos

PCKBU3UTHI, paBmia coctasicHus u odopmicuus. [Iporokos. [onstue o
nokymeHrte. QGs3aTebHbIC PEKBH3HUTEL, IPABHIIA COCTABICHHUS U
odopmieHums. Beimucka us nporokosia. Konus npotokosa. Akr. [lonstue o
JAOKYMCHTC. BI/I,Z[LI AKTOB. O6H33T€J'ILHLIC PCKBU3UTEHI, IIpaBUjia COCTABJICHU

u opopmieHud. [loanuce nokymenra. I'pud vTBEp KACHUS JOKYMEHTA.




Buaer o3HAKOMIICHMS.

B Tom 4uHc/Ie NpaKTHYECKUX H JA00PATOPHBIX 3aHATHIA

22

OdopmneHre NPOTOKONA, IOCTAHOBICHUS, pemeHus, akta. OdopmicHue
BBITIMCKHU U3 IIPOTOKOJIA.

Tema 1.6.

3agaun v pyHKIHH
CIYyHKOBI
AEJIONPOH3BOACTBA.
OprasuzauHoHHbIE
AOKYMEHTbI

Copepxanue

12

Ponp 1 MecTo cay:kObl AeTONpPOU3BOACTBA B paboTE anmapaTta VIpaBICHHS.
3amaun u QyHKuMHU cayxObl Aenonpoussoactsa. HopmarneHo-
METOAMYCCKHC aKThl, PEINIAMCHTHPYIOLIHE paboTy ¢ JokyMeHTamu. Hopmer
BpeMeHH Ha paboTsl mo JIOY . Pacyer 4ucaeHHOCTH ¢y KObI
JEJONPON3BOACTBA. Y UPEAUTENBHEIC TOKYMEHTHL. JlokaTpHbIe
HopMatHBHBIC akThl. [loHATHE 0 HJOKYMeHTax. O0s3aTeNbHEIC PEKBU3UTHI,
ocHOBHbIE pazzaedsl. [IpaBuna cornacosanus u yreepxkacaus JIHA.
[Ipaeuna opopmICHHI MHOTOCTPAHUYHEIX JOKYMEHTOB. MHCTpyKIHSA 110
nenonponsBoacTsy. [lonarue o nokymenre. Q0s3aTeIbHEIC PEKBHU3HTHI,
OCHOBHBIC Pa3eJibl, MPABUIA COCTABICHHUS, OOPMIICHHS U BBEICHHS B
Jercteue u3ganueM npukasza. Jlorosop. O6s3aTeabHEIC PEKBHU3HTHI,
OCHOBHBIC pa3acisl, pasuia ohopmiacHus. OCOGCHHOCTH OhOPMIICHUS
pexsmsuta «lloamuce». JJomKHOCTHAS MHCTPYKIHS ACTOTPOU3BOIUTCIIS.
OcnoBHble pazzaenst. [IpaBuna coctagneHus, ohOPMICHHS U BBEICHHS B
JEUCTBUE PYKOBOIHUTEICM.

12

B Tom 4uHc/Ie NpaKTHYECKUX H J1A00PATOPHBIX 3aHATHIA

22

OdopmneHue OpraHu3aliOHHBIX J0KYMEHTOB. OdopmicHue
PacCHOPSANTEIBHBIX JOKYMCHTOB, BBOMIIIUX B JCHCTBUC, H3MCHSIFOLIHX
WITH OTMCHSIFOIIUX OPTraHU3aLMOHHbBIC JOKYMEHTHI. CKpericHne
(OpoiuBKa) OPUTHHANA JOKYMCHTA.

K 1.7

Tema 1.7.
Opranuzanust padoTbl
¢ AOKYMEHTAMH

Coaepiranue

12

CoBpeMCHHBIC TEXHOIOTHH OPTaHN3aliH ACTONPON3BoACTBA. PopMBI
padotel ¢ rokyMeHTamu. [oHATHE «ZO0KYMEHTOOOOPOTY U €ro
opraumsarws. [TorsTHe «1OKYMEHTONOTOKW». OneporpamMmel
JOKYMCHTOIIOTOKOB. BXOSIINC, HCXOASAIINC U BHYTPSHHUC JOKYMCHTHI.
MappyTazanust JOKyMEHTOITOTOKOB. BXOMSIINC, HCXOASIINC, OOPAIICHHUS
rpakaaH, BHYTPCHHHE (3aIMUCKH, MPUKa3sl). Perucrparms 10KyMEHTOB —
3HaucHKE U 3a1a4u. DopMbl perucTpamu JOKyMeHTOB. JKypHanpHast,
KapTOYHAS U aBTOMAaTH3UpoBaHHast popmbl. Perucrparus Bxoasmero
JOKYMEHTOIOTOKA, MICPBUYHAS 00paboTKa, IPSABAPUTECIIBHOC
paccMOTPEHHUE, MPUKPEIICHUE CKAH-KOITHH, OTIPABKA HA PACCMOTPEHIC
aapecary, pUKcas PE30TIOLMH. Peructpanys HCXOAAIero
JOKYMCHTOITOTOKA. CIIPABKH, [THCHMA, 3AIUCKH, BBIMIUCKH, TyOIHKATHI.
Peructpariust BHYTPEHHETO TOKYMECHTOINOTOKA,! 3aITHCKH, 3asBIICHUS
PaOOTHHUKOB, IPHKA3bI, AKThI, TPOTOKOJbI. KOHTPOIs HCTTOTHEHHS

12

K 1.7




nokymeHnToB. Buabl konTponsa. Cpoku kontponsa. Homenknatypa men.
Buner Homernknarypsl. [lorarue o nokymenre, ero 3aaucHue. [ Ipasuia
COCTaBICHHUA U OQOPMIICHHUS HOMCHKIIATYPBI JCT CTPYKTYPHOTO
nogpazacacHust. CocTaBicHHE U OPOPMICHHE CBOAHON HOMCHK/IATYPHI ACT
OPTaHM3aLNH U BBIIHCOK [T CTPYKTYPHBIX MOAPA3ACICHHN. 3aKPBITHE
HOMEHKaTyphl gen. Mrorosas 3anuce kK HoMeHKnaType aea. OnpeneneHue
CPOKOB XpaHEeHHS AOKYMEHTOB U e 1o [lepeunto. @opmuposanne xem.
XpaHeHHE A€, DKCICPTH3A ICHHOCTH TOKYMEHTOB, OdopMiicHuE AC.
Omnucu pen. [loaroroska A0KyMEHTOB K nepenadue B apxus. [loarotoska
JEJT BPEMEHHOTO, TIOCTOSHHOTO U AONTOBPEMEHHOTO CPOKA XPAHCHHUS K
nepeaaye B apxus. COCTABICHUE OMKCH JCT.

B Tom 4uHc/Ie NpaKTHYECKUX H J1A00PATOPHBIX 3aHATHIA

26

Perucrpamus BXOIIIUX JOKYMCHTOB B 3JICKTPOHHOM KYPHANIC B
TabauuHoM penaktope. Peructparivis u KOHTPOIh UCTIOTHCHHUS UCXOISAIIMX
JOKYMCHTOB B DIICKTPOHHOM ypHajie B TaOmIuaHOM peaakTope.
PGI‘I/ICTpaLII/IH U KOHTPOJIb UCIIOJTHCHUA BHYTPCHHUX JOKYMCHTOB B
3MeKTPOHHOM )ypHane B Tabaumunom penakrope. CocraBicHHUE 3aroI0BKOB
naen opranusaiuu, OdopmiacHue HomeHkIATYps Aea. OdopmiucHue
WTOTOBOM 3aIMUCH K HOMEHKNaType aeia. OdopmicHue 0010KKH €A HOCTS
HJI (nas oneparusHoro niepuoaa xpauncHust). OdopmiacHue U npoInnBka
JIeT JUT IepeJady Ha apxXuBHOE XpaneHne. OdopmieHue omuceit
JOKYMCHTOB H 1.

Kypcosas pa6ora ob6s3arensnas no MJIK 01.01

32

Pasagen 2. Opranusauus padoTsl ¢ JOKYMEHTAMH B ABTOMATH3HPOBAHHBIX CHCTEMAX

110

MJIK 01.02. Opranusauus padoTsI ¢ 3JIEKTPOHHBIMH JOKYMEHTAMH

Tema 2.1.
IIpasuia paGoTsbl
¢ JOKYMEHTAMH
Ha YIEKTPOHHbBIX
HOCHUTEJISAAX

Cogepiranue

10

3aKOHOJATEIbHBIC HOPMATHBHBIC aKTH B cpepe paboThl C 3ICKTPOHHBIMU
JokymeHTamu. PaGora B moutoBbix cepeucax. [IpaBuia snexTpoHHOM
MEPEeHUCKH. DaeKTpoHHas moanuck. Buasr, [opsaok momyucuus. [Ipasuna
samutel. TpeGoanna Kk pekBU3UTY «OTMETKA 00 3ICKTPOHHOU MOJIHCHD
MIPH BU3YAJIHM3AIMH JIEKTPOHHOTO JOKYMEHTA, TOATHCAHHOTO 3ICKTPOHHOH
noxmuckro. [Ipasuna odpopmneHus «OTMETKH O IPUITOKCHHN» Ha
SJIEKTPOHHBIN HOCHUTEITb.

10

B Tom 4uHc/Ie NpaKTHYECKUX H JIA00PATOPHBIX 3aHATHIA

60

OTmpaska 1 HOTYYIEHUE 3JIEKTPOHHOTO COOOMIECHHS, 3IEKTPOHHOTO
JokymenTta. OdopmieHre JOKYMEHTA, OAMHCAHHOTO 3ICKTPOHHOMN

HOIITUCHIO.

K 1.1.




Tema 2.2.

Opranuzauust padoTbI

€ JOKYMEHTAMH

B aBTOMaTHSHpOBaHHbIX
CHCTEMAX 3JIEKTPOHHOT0
JAOKYMEHTO000poTa

Cogepiranue

12

[Tonsarue o cuctemax 0 u ECM-cucremax. [Ipasuna mapmpytusamiu
mokymeHTornoTokoB B cuctemax /10 u ECM-cuctemax. [Ipasuia
OpraHU3alHH JOKYMECHTOO0OPOTA BXOASIIETo JoKyMeHTonoToka B CO /1.
[paBunia opranu3aniy JOKYMEHTOO00POTA HCXOJIIECTO JOKYMEHTOIIOTOKA
B COJl. Ornpaska gokymeHTOB. IIpaBuia opranuzanuu 10KyMEHTO000POTa
BHYTpPeHHETO noKkymeHTonoToka B CIJ1. Pacnopsaure/ibHbIC JOKYMEHTHI B
CO/1. IlpaBuna opranuzaimu JOKyMEHTO000pOTA ¢ Tprkasamu. PaGorta ¢
obpamenmsavu rpaxgad B CI/1. [paBuna opranuzaunu 10KYMEHT0000POTa
obparueHuii rpaxkaas. [IpaBuia moAroToBKH 3ICKTPOHHBIX JOKYMECHTOB K
caaue B apxuB. MH(popmanmonHo-cripaBoyHast paboTa 1Mo JOKYMEHTaM B

CHL.

12

B Tom 4uHc/Ie NpaKTHYECKUX H JIA00PATOPHLIX 3aHATHIA

88

PerucTparivs u KOHTPOITb UCITOTHEHIS BXOIAMUX TOKyMeHTOB B CI/I.
Opranuzanus J0KyMEHT0000pOTa BXOAIIETO JOKYMEHTOMIOTOKA.
Peructpariyst ¥ KOHTPOITb UCITOTHESHHS HCXOAAITHX JoKyMEeHTOB B CO/1,
Opranuzaris JOKyMEHTO000pOTa HCXOASIINETO JOKYMEHTOIOTOKA.
Peructpariyst ¥ KOHTPOITH UCITOTHCHHS BHY TPCHHIUX TOKyMEHTOB B CO/I.
Opranuzanus JO0KyMEHT0000pOTa BHYTPCHHETO JOKYMCHTOTIOTOKA.
PerucTparust u KOHTPOJIb UCHIOTHCHUS OOpatneHui rpaxaan B CO/1.
Opranuzaius 10KyMeHT0000poTa obpatneHuii rpaxkaad. [loaroroska
JOKYMEHTOB K nepeaade B apxus. Co3naHue 3IeKTPOHHOTO apXuBa
JOKYMCHTOB.

K 1.1.

Pazgen 3. OpranuzanuoHHoe ofecreyeHue JeATeTbHOCTH OPraHH3ALHH

108

MK 01.03 Opranuzanusi CEKpeTApCcKOro 00C/ayKHBaHHSA

Tema 3.1.

Ponas npodeccun
cexkperaps

B CTPYKTYpe CJIYKObI
AEJIONPOH3BOACTBA

Coaepiranue

CekpeTapb B COBPEMCHHOM CTPYKTYpe yrpasieHus. HopmaTusHO-
MeToauYecKast 0asa KBATH(HKAIMOHHBIX TpeOoBaHuH Kk npodeccuu.

B Tom uuHc/Ie npakTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

14

q)yHKLII/II/I U JOJIDKHOCTHEBIC O6H33HHOCTI/I CCKpPCTapsA B 3aBUCHUMOCTH OT
KaTCrOPHHU CEKPETApPCKOro 00CIy KuBaHus. JI0/KHOCTHAS HHCTPYKLHS
ceKpeTaps, 0COOCHHOCTH pa3paboTKH.

14

IIK 1.2.

Tema 3.2.
Oprasausanust 1 yCja0BUus
TpyAa cekperaps

Coaepiranue

JproHomudeckue TPeOOBAHUS K YCIOBHAM TPYAA CEKPETaps.
OcHaineHue odrca OPraHU3aHUOHHO-TCXHUUCCKUMH CPEICTBAMH.

IIK 1.2.




B Tom uuHc/Ie npakTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

14

Oprauuzaius pado4ero MecTa B COOTBETCTBHH C TPECOOBAHUSIMHU
SPrOHOMUKH H KYIBTYPbI TPYAa XapaKTCPUCTHKA U KIAacCH(PUKALsL
TCXHUYICCKUX CPCACTB, UCTIOJIB3YCMBIX B ACATCIBHOCTHU CCKPCTAp.
Cpencrsa nOArOTOBKY, H3TOTOBJICHUS U 00paboTku fokyMeHTOB. Cpeacrsa
KOIHMPOBaHUS U pa3MHoxkeHUA. CpeacTsa XpaHCHHS U TPAHCTIOPTHPOBKU
nHGpOPMALIUH.

14

Tema 3.3.
AAMHHHCTPATHBHbIE
({pyHKIHH ceKpeTaps

Coaepiranue

Opranunszamus padoTtel mpuéMuaO. OCOOEHHOCTH CIYKEOHOTO TEIe(hOHHOTO
pasrosopa. CpeacTea aAMUHHCTPATHBHO-YIIPABICHUYCCKOH CBA3H.
Opranunzanus nprema noceturencd. Buasl npuéma, yueT moceTurene,
coznanue 6a3 JaHHBIX.

B Tom 4uHc/Ie npaKTHYECKHX H J1A00pATOPHBIX 3aHATHIA

14

Ipasuna seacuus tenedonnoro pasrosopa. Oducunas ATC. OcHoBHBIC
(YHKLMH 1 IpaBUIH Hcnoab3osanust. Cpeactsa pakcHMIIBHON nepeaaun
cooOmieHni. PakCHMUIBHBIN anmapar, OpaBHIa ero IPUMCHCHHSL.
OcobeHHOCTH PabOTHl CEKpeTapsl ¢ PA3THYHBIMUA KATCTOPHIMU
nocerureiei. Pabora cekperaps ¢ obpartnenusmu rpaskgaH. CepBUCHBIC
(YHKLHH ceKpeTaps.

14

IIK 1.2.

Tema 3.4.
OprasuzauHoHHbIE
H HH(oOpMaLHOHHBIE
({pyHKIHH ceKpeTaps

Coaepiranue

Oprasu3zaius ¥ noAroToBKa aAea080H noesaku. [loaroroska u
obcayxuBaHue KOHPEPSHTHBIX MeponpusTii. COBCIIAHNE KaK BHI
VIIPABICHICCKOHN ACATCIHHOCTH.

B Tom 4uHc/Ie npaKkTHYECKHX H J1A00pATOPHBIX 3aHATHIA

14

Cocrasnenue U oopMIICHHE TIPOTPaMMBbI KOMAaHAUPOBKH. TpeBer-
MOAJCPIKKA JCIOBOH MOC3AKH PYKOBOAUTE 1. OpraHuzariys  MPOBEICHHE
MPOTOKOJBHBIX MepomnpusThii B ouce. [loaroToBka pas3udHbIX THIIOB
coBeINaHui U ux oocayxuBanue. Pabota cexperaps mo HHGOPMALIMOHHOMY
00CIYKUBAHHIO PYKOBOIUTEIIS.

14

IIK 1.2.

Tema 3.5.

POyHKIHH CeKpeTaps
110 MJIAHHP OBAHHIO
pabouero BpeMeHH

Coaepiranue

OO0mue BOMPOCH MIAHUPOBAHHS U OPTaHU3AIUH PAbOIETo BPEMCHH.
[TnanupoBanue U opraHuzanys pabovero AHS PYKOBOIUTEI U CCKpETaps

B Tom uuHc/Ie npakTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

14

CoBpeMeHHEIE METOIBI TUIAHUPOBaHUs padouero BpeMeHH. | Inanuposanue
pabouero aus cekpetaps. [ InanupoBanue pabodero JHS PYKOBOIUTEIIS.
Cornacosanue pexxuma paboTsl. [I1aHupoBaHre MEPONPUATHH, YTOUHCHHE
HOPYYCHUH.

14

IIK 1.2.




Pazgen 4. lokyMeHTHpOBaHHE H OpPraHUu3alus padoThl ¢ KAZPOBBIMH JOKYMEHTAMH

94

MJIK 01.04. oxkymeHTALHOHHOE 00€eCneYeHHE KAAPOBOii CITyKObI

Tema 4.1.
HopmarusHo-npaBoBoe
peryJiupoBaHHe
TPYAOBBIX OTHOLLIEHHH

Coaepiranue

HopwmarusHarie npasoBeie akTsl Poccuiickoit ®enepanmu B chepe TpyI0BbIX
oTHOWCHHH. JIOKanbHbIC HOPMATUBHBIE AKTHI MO MEPCOHATY: 00A3aTCIbHBIC
u HeoOs3arenbHble ((axyneTatuBHbie). [lopsaok npeacraBicHus
JOKYMEHTOB IO IIEPCOHANY B rOCyAapcTBeHHbIE opraHsl. [lopsaok copa,
00palOTKH, H3MECHCHHS U VHHUITOKCHHS MEPCOHANBHBIX JAHHBIX
pabotaukoB. [Topsiaok BeaCHHs BOMHCKOTO y4eTa B opranusaimu. [lopsiaok
BEACHHS yueTa pabouero BpeMEHH PaOOTHHKOB.

B Tom 4uHc/Ie npaKTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

14

OdopmieHHE OTYCTOB B TOCYAAPCTBCHHBIC opransl. OGopMIICHHE COTIACHs
Ha 00padoTKy nepcoHaIbHBIX JaHHBIX. OdopMIeHHE MakeTa JOKYMECHTOB
1o BouHcKoMy yuety. Odopmnecnue tabens yueta paboduero BpeMEHH.

14

IIK 1.8.

Tema 4.2.

Komniexce jokymeHToB
N0 YCTAHOBJIEHHIO
TPYAOBBIX
NPABOOTHOIUEHH I

Coaepiranue

[Nopsaok moxymMeHTHpOBaHUA preMa Ha padoTy. CocTaBICHHE OTUETOB
C3B. YueTHBIC JOKYMEHTH IO IEpcoHany. M3MeHeHHe epCOHATbHBIX
JAHHBIX PaOOTHHKOB.

B Tom 4uHc/Ie npaKkTHYECKHX H J1A00PATOPHBIX 3aHATHIA

14

OdopmneHue TpYI0BOro A0roBOpa. 3arodHCHNUE YHIUPHIMPOBaHHEIX GopMm
HNEePBUYHOH yuéTHOM AokyMeHTanuu. QdopMicHHE TPy I0BOH KHHKKH,
JAUYHOM KapTouku, muanoro aejia. Cocrasnenue otuera C3B-T/I.
CocraBieHue ¥ 0pOPMIICHHE MPHKA3a 00 H3MCHCHHH MIEPCOHATBHBIX
JAHHBIX pabOTHHKA.

14

IIK 1.8.

Tema 4.3.

Komniexce gokymeHnTos
10 IABHIKEHHIO KaIP OB

Coaepiranue

IMopsitok AOKYyMEHTHPOBAHUS MEPSBOAA PAOOTHHKA HA APYTYIO PadoOTy.
[Nopsaok AOKYMEHTHPOBAHHS KOMAHAUPOBAHH: PaboTHHUKOB. [lopsaok
JOKYMCHTUPOBAHMS MPEIOCTABICHUS OTycKa paboTHHUKY. [Topsaok
JOKYMCHTUPOBAHUS NOOLIpeHus paboTHHKOB. [lopsaaok
JAOKYMCHTHUPOBAHUA BIHCCCHUA JUCITUTITUHAPHBIX B3BICKAHUH

B Tom uuHc/Ie npakTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

16

3anomHeHHE YHUQHULIUPOBAHHEIX (POPM MEepBHYHON YUETHOH
noxymeHtamn. OdopmieHue nepeoaa paboTHHKA HAa APYIVIO paboTy.
Odopmnenne komasuposanus padoTHukos. OdopmicHre
MPEJOCTABICHUS OTHYCKa paboTHUKY. OdopMIcHHE MOOPECHIUS
padoTHukoB. OOopMICHUE BRIHECCHMS AUCHUILTHHAPHBIX B3bICKAHUH.

16

IIK 1.8.




Tema 4.4. Coaep:xanue 4 MK 1.8.
Komniieke jokymeHToB
110 PACTOPKEHHIO
TPYAOBBIX
MPABOOTHOIIECHHUH B Tom umc/ie HPpAKTHYECKHX H J1a00PATOPHBIX 3AHATHIA 14

[Mopsaok AOKyMEHTHPOBAHUS YBOJIBHCHHS paboTHUKOB. [lopsamok
HOATOTOBKU ACJ IO IUIHOMY COCTaBY K NEPEAAYE B APXUB OPraHU3aLMU

3anomHeHHE YHUGHULIUPOBAHHEIX (POPM NEepBHYHON YUETHOH 14
noxymenrtaimn. OdopmieHre yBONbHEHHS PAOOTHUKOB. 3aIIOTHCHHC
pasaenoB TpyI0BOL KHIKKH padotHuka. Cocrasienue otuetoB C3B.
[ToxroroBka nuyHOrO Acna pabOTHHKA K MEPEAAUC B APXHUB.

Tema 4.5. Coaepmﬂne 4 TIK 1.8.
Opranuzauust padoTbI
¢ KaAPOBbIMH
AOKYMEHTaAMH

Homenkmarypa aen kaapoBoii ciiy:k0st. [lopsiaok moaroToBKu, COCTABICHUS
u opopmieHus. OpraHn3aOHHO-PACTIOPSANTEIBHEIE JOKYMEHTHI B
KaJPOBOM CIy>KOC: MPHUKA3BI [0 OCHOBHOM ACATCIBHOCTH, CIIPABKH,
JOKIaIHbIC 3anucki. DopMupoBaHue U XpaHCHHUE AL

B Tom 4uHc/Ie npakTHYECKHX H J1A00PATOPHBIX 3aHATHIA 14

CocraBnenue u 0pOPMICHHE HOMCHKIIATYPBI JC]T KQIPOBOH CITYKOBI. 14
OdopmnecHre OpraHU3aIHOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB.

Yuebnas npakruka (36 u)

IIpousBoacTBeHHas NpakTHKA (IPeJyCMOTPeHAa HTOroBas (KOHLUEHTPUPOBAHHAA) NpaKkTHKa) (72 1)

Bugp1 padot:

N3yueHne CTPYKTYpHl OpraHm3alid — MECTa MPOXOXKIACHHUS MPAKTHKH (Jalce — OpPraHH3aliH) C LEJbI0 COCTaBICHHS CXCMBI CTPYKTYPBI OPTaHH3ALHH.
O3HaKOMJICHHE C IPABOBBIMH (VIPCIUTCIBHBIMMU), JTOKATBHBIMA HOPMATUBHBIMU AKTAMH U PACTIOPSAUTEIbHBIME JOKYMEHTaMu opranu3armi. CoCTaBIcHHUE CIHCKA
UCTOYHUKOB KoMmiLickroBanus OP/] opranuzanmu.

Nayuenne HMHCTpYyKIMH MO JACIONPOM3BOACTBY OPTaHM3ALMH. 3HAKOMCTBO C MPABHJIAMH COCTABICHHS MPOCKTOB H O(QOPMIICHHS JOKYMCHTOB, MOPSAKOM
COTJIACOBAHUSI U ITOAIHCAHUS/YTBEPIKACHHS JOKYMCHTOB B OPTraHU3aLHH.

O3HaKOMJICHHE C MPOTPAMMHBIMH CPCIACTBAMH V4ETA, XPAHCHHUs, 0OpabOTKM M MOMCKA JOKYMCHTOB, HCIOIB3YEMBIMH B OpraHu3audi. V3ydeHHE OCHOB H
crictuduku paboThl ¢ JOKYMCHTALMEH B CHUCTEME 3ICKTPOHHOTO AokyMeHTooOopoTa (CIOJ1) opranuzaimu. Mcnmonb3oBanue B padoTe ri0OANBHBIX U JIOKATBHBIX
CETCH AT MOMYUICHUS U XpaHeHUs nHpopMaunu, oOMeHa nHpopMauen.

3HAKOMCTBO ¢ JOKyMEHTO0OOpoTOM opranusanuu. Ucmone3osanue CIJ1 B pabore ¢ moxymentamu. O0paboTKa BHYTPCHHUX JOKYMEHTOB, 00pabOTKa U OTIpaBKa
HCXO/SIIIHX JOKYMCHTOB, MPUEM M MCPBHYHAS 00pabOTKa BXOMIINUX AOKYMEHTOB. Perucrpaums JOKYMEHTOB M MapLIPYTH3ALMS JOKYMCHTOMOTOKOB. KOHTpOH
UCTIOMHCHUsI JOKYMEHTOB. MHpopMalnoHHO-CIipaBovHAs U MOUCKOBAs padoTa ¢ UCTIOIB30BAHUEM CHCTEM YIETA JOKYMCHTOB B OPraHU3ALIUH.

OdopmicHEe OPraHU3aAIMOHHBIX, BHYTPCHHUX (MPUKA3EI, PACTIOPHKCHUS, JOBSPCHHOCTH, 3aITUCKH, CIPABKH, AKTHI, MPOTOKONBI U AP.) U UCXOMAIIHUX JOKYMECHTOB
OpraHu3alii C HCIOJb30BAHUCM COBPEMCHHBIX MPOrPAMMHO-TCXHHYCCKUX CpeAcTB. KOHTPONP MpPaBHIBHOCTH COCTaBICHMS, OG(OPMIICHHS JOKYMCHTOB
(pexBH3UTHI, 0COOCHHOCTH HAMMHUCAHHS TCKCTOB, MHOTOCTPAHHYHBIC JOKYMCHTHI), MOPSIIKA U3AAHUS JOKYMCHTOB (C yIETOM CTICHIM(HUKH CHCTEMBI ACTOIMPOU3BOACTBA
opranusaiun). Koncrpyuposanue 01aHKOB OpraHU3aliY, CO3JAHHE TA0I0HOB JOKYMEHTOB.

Oprasu3anus TSKYIIEro XpaHeHUsT JOKYMEHTOB. dDopmuposaHuie A1 B COOTBETCTBUH C HOMCHKJIATYPOU ACT OPraHU3auMH. Y4YacTHE B MPOBCACHHH SKCIICPTH3BI
LCHHOCTH JOKyMEHTOB CHCTEMaTH3auusl AOKYMCHTOB IO CTPYKTYPHO-XPOHOJOrH4ecKkoMy mnpuHimny. OdopmicHue VYETHBIX MOKYMEHTOB MOCTYIUICHHS H
BBIOBITHSA JIEI.

O3HAKOMJICHHC C YCTAHOBJICHHBIMH B OPraHH3ALMH MPABHIAMH MOATOTOBKH JOKYMCHTOB K mepeaadc B apxuB. [1oAroroBka JOKYMEHTOB K IEPEAAue B apXHB.







2.3. KypcoBasi padora (mpoeKr)

KypcoBoii  mpoexkt (pabora) mo IIM.O1  OcyiecTBieHre  OpPraHM3alMOHHOTO M
JAOKYMCHTAIMOHHOI'O o6ecnequI/I$[ ACATCIBbHOCTHU opraHu3ann ABJIACTCA O6ﬂ3aTeJ'IbeIM K
BBITIOJTHCHUIO.

[IpumepHast TeMaTHKa KypCOBBIX MPOEKTOB (padboT)

1.

10.
I1.
12.
13.

14.

15.
16.
17.

18.

19.

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

27.

3HaueHHe  CHCTEMbl  OPTaHU3ALMOHHO-PACIIOPSAMTENBHON  JOKYMEHTALUUU IS
TOKYMEHTHPOBAHUS YIPABICHYECKON NEATEIbHOCTH.

PexBH3UTHI 3aroJIOBOYHON YacTH NOKYMEHTA, MpaBmjia OQOPMIICHHS B COOTBETCTBUH C
PEKOMEHIALIUSIMH CTaHIApPTa.

Ocobennoctr ohopMIIeHNST OCHOBHOH YaCTH JOKYMEHTA B Pa3JIMYHBIX BUIAX TTHCEM.
OcobenHoctn  OQOpMIIEHHSI OCHOBHOH YacTH JOKYMEHTa B PaCIOPSOUTEIbHBIX
JIOKYMEHTaX.

HNHpopManmoHHO-CTIpaBOYHbBIE IOKYMEHTBI B cucreMe OpPTaHU3aLHOHHO-
PacTIOpPSANTENBHBIX JOKYMEHTOB, UX HA3HAYEHHUE U OCHOBHBIE BHIBL

JoknanHast U ciykeOHash 3amuCcKH, OCOOEHHOCTH HCIIONIb30BAHMS U1 BHYTPEHHHUX
KOMMYHUKaLUH.

CocraBnenne odopmisiroreli 4YacTH  JTOKYMEHTa, OCOOEHHOCTH  IMPAaKTHYECKOTO
NPUMEHEHUsT PEKBU3UTOB OQOPMIIOIIEH YacTH MOKYMEHTAa B PAa3JIMYHBIX BHOAX
OPTaHU3aLMOHHO-PACTIOPSAUTENBHON JOKYMEHTALIH.

CocraBnenue u odopmieHne TPUPOB YTBEPKASHUS M COTJIACOBAHUS, HAa3HAUEHUE W
0COOEHHOCTH O(hOPMIIEHHS] PEKBU3HUTOB.

OTMeTKkM Ha JOKyMEHTE B COOTBETCTBHH C PEKOMEHIALMAMU TOCYAapCTBEHHOTO
CTaHOapTa.

Pa3BuTHe NOHATHS «TOKYMEHT»: OnpeneneHue u QyHKIHH.

Yuaundukarmms u cranpaptuzauus. Craagaptel B JIOY Ha COBpeMEHHOM 3Tarie.
OdunmanbHeIil TOKYMEHT U €70 MECTO B CUCTEME YIIPABJICHUS.

Cucrema NOKYMEHTOB, YHU(HUIMPOBAHHAS CHCTEMa JAOKYMEHTOB M YHU(UIHPOBAHHAS
cHCTEeMa OPraHU3alMOHHO-PACTIOPAIUTEIbHON TOKYMEHTAIHH.

Knaccuukanus opraHn3aimoHHO-PACIOPSAUTENBHON JOKYMEHTALMHN 1 €€ TIPAKTHIECKOe
NPUMEHEHUE.

TpeboBanust kK KOHCTPYUPOBaHUIO OJIAHKOB. Buabl OJaHKOB.

[IpaBuia u ocobeHHOCTH O)OPMITEHHUST TIPOTOKOJIOB.

Ponp pacnopsimuTenbHBIX AOKYMEHTOB B YIPABJICHWH OpPraHU3aLMEll HA COBPEMEHHOM
JTarne.

[IpaBuna odopmieHHs] PaCHOPSANTENBHBIX TOKYMEHTOB, W3[aBA€MbIX HAa MPUHIHIAX
KOJIJIETHAJIbHOCTH.

[IpaBuna odopmieHHs pPaCHOPSAUTENBHBIX JOKYMEHTOB, W3[aBAEMbIX HA MPUHIUIIAX
€IMHOHAY AT

IIpaBuna cocraBnerns U 0QOPMIICHHUS IPHUKA3a IO OCHOBHOH JIESTEIbHOCTH.

IIpaBuna cocraBneHust 1 0QOPMIICHUST PACTIOPSDKEHUS M YKa3aHHSL.

JIOKyMEHT — KaK 3JIEMEHT JeJIOBOTO OOIIEHUSI.

IIpasuna opopmiieHus OJaHKa U PEKBU3UTOB MHUCHMA.

HNudopmanroHHblii 0OMEH ¢ TOMOIIBIO epenucKku. Buasl mucem.

PyxonucHbIe peKBH3UTHI HA OQUIIHANBHBIX TOKYMEHTAX.

IIpaBuna cocrtaBieHus u OGOPMIICHHUS AOKJIAIHBIX, OOBSICHUTEIBHBIX M CIY:KeOHBIX
3aIHCOK.

IIpaBuna cocraBnenus u opopMieHUs1 OQUIIHANBHBIX 1 OHOrpagUeCcKuX CIPaBOK.
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12. Opranmsauusi  cekperapckoro  obcimyxkmBanuu: JDYMK /  B.B.Tanaxos,
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CocuoBasi. - Cankt-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:

snektpoHubiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum noctyma: o
TIO/IMTHCKE.

15. [MIumos O.B. CoBpeMeHHbIE TEXHOJIOTHH U TEXHHYECKUE CPENCTBA HH(POPMATH3AINY:
yueOnuk / O.B. IIumos. — Mocksa : UHOPA-M, 2022, — 462 c¢. + Jlon. marepuasl

[[DnexTponnslii pecypc]]. — (Cpennee npodeccuonaaproe oOpasosanue). - ISBN 978-5-16-017112-
8. - Tekcr : anmextponnsbiit. - URL: https://znanium.com/catalog/product/1764799. — Pexxum nocryma:
IO MOJIITUCKE.

16. Illysanosa H.H. OCHOBBI eI0MPOU3BOACTBA. YUEOHUK U MPAKTHUKYM JJIsl CPEIHETO
npodeccuonanbHoro odpasosanus / HH. Illysanosa, A.}O. MBanoBa;, nox oOmeli penakuueit H.H.
Ilysanosoii. — 2-e u3n., nepepad. u non. — Mocksa: M3garenscto Hpaiit, 2022, — 428 ¢. —

(ITlpoeccnonanpHoe obpazosanue). — ISBN 978-5-534-11014-2. — Texkcr: snextponnsiii // IbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/469548.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
MNPOPECCHOHAJIBHOI'O MOAYJISA

Kon IIK, OK Kpurepuu onenku pesyiabrara @DopMbI KOHTPOJISI U METOABI
(moka3zaTe/iu 0CBOCHHOCTH KOMIIeTeHIH i) oueHKH’
IIK 1.1 IMonyuenune neoOxommmoit uHpopmaumun wu | Kontpons BBITNIOJIHEHHUS
nepeaaya CaHKIMOHUPOBAHHONW MH(POPMALUH | MPAKTUYECKHUX 3a1aHHH.
¢ UCIIOJIb30BAHUEM CPCIACTB | VCTHBIM WU TECTOBBIM KOHTPOJb
MHOPMALIMOHHBIX U  KOMMYHHMKALMOHHBIX | TEOPETHYECKHX 3HAHMIA.
TEXHOJOr N AHanmu3 W OlEHKa pelIeHUi
npOOJIEMHBIX CHTYaLUH.
IIpoBepounbie paboOThl MO KaXKIOH
TeMe.
ATTectauus o
MIPOU3BOACTBEHHON
MIPaKTHUKE.
IIK 1.2 Koopaunanus paboThI npuémHon | Konrpons BBIITOJTHEHHUSI
PYKOBOAMUTENS M 30H MpHEMa pPAa3JIMUYHBIX | MPAKTUYECKUX 3aJaHUM.
KaTeropui MoceTuTes el OpraHu3aum YCTHBII WM TECTOBBIH KOHTPOJb
TEOPETUUECKUX 3HAHU.
AHanu3 U OLeHKa pelleHui
npOOJIEMHBIX CHTYaLUH.
IIpoBepounble paboThl MO KaKIOH




TEMCE.

ATTecrauus o
MPOU3BOACTBEHHOMN
MIPAKTHKE.
IIK 1.3 IInanuposanue pabouero BpemeHu | Kontponp BBIITOJTHEHHUS
PYKOBOAMTEIS U paboUero AHs CeKpeTapst MPAKTUYECKUX 3aJaHUI.
YCTHBII WM TECTOBBIH KOHTPOJb
TEOPETUUECKUX 3HAHU.
AHalM3 U OLEHKA peLICHUI
MPOOIEMHBIX CUTYaIUH.
IIpoBepounbie paboOTHI MO KaKIOH
TEME.
ATTecTauus o
MPOU3BOACTBEHHOMN
MPAKTHKE.
IIK 14 Opranuzaums JIeJIOBBIX noe3nok | Konrponb BBITTOJTHEHUS
PYKOBOJUTENS MPAKTUYECKUX 3aJaHUIM.
1 ApYrux COTPYAHUKOB OpraHu3allni YCTHBI WJIH TECTOBBIA KOHTPOJb
TEOPETUUECKUX 3HAHU.
AHanu3 U OLEHKa pelleHui
npOoOJIEMHBIX CHTYaLUH.
IIpoBepounbie paboOThl MO KaKIOH
TEME.
ATTecrauus o
MPOU3BOACTBEHHOMN
MPaKTHKE.
IIK 1.5 Opraauzauus " noaaep:xanue | Kourpomnp BBITTOJIHEHUS
(YHKIIMOHAILHOTO pabo4yero mpoCTPaHCTBA MPAKTUYECKUX 3aJaHUI.
YCTHBII WM TECTOBBIH KOHTPOJIb
TEOPETUUECKUX 3HAHUU.
AHanu3 U OLEHKa pelleHui
npOOJIEMHBIX CHTYaLuH.
IIpoBepounsie paboOThl MO KaKIOH
TEME.
ATTecTauus o
MPOU3BOACTBEHHOMN
MPAKTHKE.
IIK 1.6 Opraamzauust NOATOTOBKM U mposenenue | Kontpons BBITTOJIHEHUS
BHYTPEHHUX ¥ BHEIIHUX KOH(PEPEHTHBIX | MPAKTHUYECKUX 3aJaHUM.
MEpPOIPUSITHIL, 00€eCIeYeHNe | VCTHBIA WM TECTOBBIIL KOHTPOJIb
HH(l)OpMaLII/IOHHOFO BSaHMOI[efICTBHﬂ TEOPETUUECKUX 3HAHUU.
pykopomuTens ¢ - TIOMPA3NENeHMAMH M | Apanps @ oueHKa  pelieHuil
JNOJDKHOCTHBIMH JIMLIAMH OPTaHU3aLiH. NPOGIEMHBIX CHTyALWil.
IIpoBepounbie pabOTHI MO KAKAOU
TEME.
ATTecrauus o
MPOU3BOACTBEHHOMN
MPAKTHKE.
IIK 1.7 Odopmnenue OPraHU3aLMOHHO- | ¢
OHTPOJIb BBITIOJTHEHUS
PacopsAAUTENIbHBIX TOKyMEHTOB u

opraHu3anus pa60TbI ¢ HUMH, B TOM YHUCJIC C
HCITOJIB30BAHUCM ABTOMATHU3UPOBAHHBIX

MPAKTUYECKUX 3aJaHUM.
YCTHBII WM TECTOBBIA KOHTPOJIb




CHUCTEM TEOPETUYECKUX 3HAHU.
AHanu3 U OLeHKa pelleHui
MPOOJIEMHBIX CUTYaIUH.
IIpoBepounbie paboOThI MO KaXKIOH
TeMe.
ATTectauus o
MIPOU3BOACTBEHHON
MIPaKTHUKE.

IIK 1.8 Odopmienne nokymeHTOoB 10 Ju4dHOMY | KoHTpOsb BBIITOJIHEHHUSI
COCTaBy M OpraHu3auusi padOThl C HUMH, B | IPAKTUYECKHUX 3aJaHUIL.

TOM qucJie C HCTIOJIb30BAHUEM | YVCTHBIA HWJIM TECTOBBIM KOHTPOJb
aBTOMAaTU3UPOBAHHBIX CUCTEM TEOPETUYECKUX 3HAHUM.
AHanu3 U OLeHKa pelleHui
npOoOJIEMHBIX CHTYaLUH.
IIpoBepounsie paboOThl MO KaKIOH
TeMe.
ATTectauus o
MIPOU3BOACTBEHHON
MIPAaKTHUKE.

IIK 1.9 Opranuzauus TEKYLIETO xpaHeHus: | Kontponp BBIITOJTHEHHUS
JOKYMEHTOB, obpaboTka nen IUTS | PAKTUYECKUX 3aaHUH.
ONEPATHBHOIO U aPXUBHOTO XPAHCHUSL, B TOM | VCTHBIA MM TECTOBBIN KOHTPOJb
YHUCJIC C HCIIONIBb30BaAHHUEM TEOPETUUECKUX 3HAHUU.
aBTOMAaTHU3UPOBAHHBIX CUCTEM AHAMM3 W OLEHKA peleHHuii

npOoOJIEMHBIX CHTYaLUH.
IIpoBepounsie paboOThl MO KaKIOH
TeMe.

ATTectauus o
MIPOU3BOACTBEHHON

MIPaKTHUKE.

OK 01 Bribop cniocoda peleHus 3anay | Kontpons BBINOJHEHUS
npodecCHOHATBbHON NEeSATeNIbHOCTH | MPAKTUYECKUX 3a/laHUM.
MPUMEHUTENbHO K Pa3IMYHbIM KOHTEKCTAM VCTHBII MM TECTOBBIH KOHTPOJb

TEOPETUUECKUX 3HAHUU.

AHanu3 U OLeHKa pelleHui
npOoOJIEMHBIX CHTYaLUH.
IIpoBepounsie paboOThl MO KaXKIOH
TeMe.

ATTectanus o
MIPOU3BOACTBEHHON

MPaKTHUKE.

OK 02 Hcnonb3oBanue  coBpeMeHHBIX  cpencrtsa | KonTponp BBITIOJIHEHHUS
MOMCKa,  aHajiu3a M MUHTepHpeTalud | IpakTHYeCKUX 3aJaHui.
uH(popmanuy, Hu UCTIOJIb30BAHUC | YCTHBIM WU TECTOBBIA KOHTPOJIb
I/IH(I)OpMaL[I/IOHHbIX TEXHOJOTUH JJIA TEOPETHUYECKUX 3HAHUU.
BBIMIOJIHEHHSL  3a1@4  TMPO(ECCHOHANBHON | Ayanus  u  oneHka perenii
NesATeNbHOCTH.

npOOJIEMHBIX CHTYaLUH.
IIpoBepounbie paboThl MO KaKIOH
TEeMe.

ATTectanuus o
MIPOU3BOACTBEHHON

NPAKTHKE.




OK 04

B3aumoneiictBue u pabora B KOJIJICKTUBE U
KOMaH/ie

Kountponb BBIMOJHEHUS
MPAKTUYECKUX 3aJaHUM.

YCTHBIII WM TECTOBBIH KOHTPOJb
TEOPETUUECKUX 3HAHU.
AHanu3 U OILEeHKa
npOOJIEMHBIX CHTYaLUH.
IIpoBepounbie paboOThI MO KaKIOH
TEME.

peLIeHui

ATTectanus o
MIPOU3BOACTBEHHON
MIPAaKTHUKE.
OK 05 OcymectBieHne ycTHoW u  mucbMeHHOM | KoHTponb BBIITOJTHEHHUS
KOMMYHMKAlLMH Ha TOCYJapCTBEHHOM sI3bIKE | MPAKTHUECKUX 3aJaHUM.
Poccuiickort  dexepauun ¢ yYETOM | YCTHBIA WM TECTOBBI KOHTPOJIb
0ocoOeHHOCTEHN COUAJIBHOTO U KYJIIBTYPHOI'O TEOPETHYECKUX 3IHAHUU.
KOHTEKCTa AHanu3 W OUEHKAa pelIeHuii
npOoOJIEMHBIX CHTYaLnH.
IIpoBepounsie paboOTHI MO KaKIOH
TeMe.
ATtTectanuus o
MIPOU3BOACTBEHHON
MIPAaKTHUKE.
OK 09 Hcnonb3oBanue npodeccuonanbuolt | Kontpons BBITIOJTHEHUS

AOKYMEHTAlUN Ha
HHOCTPAHHOM sA3bIKax

rOCylapCTBEHHOM U

MPAKTUYECKUX 3aJaHUM.

YCTHBII WM TECTOBBIH KOHTPOJb
TEOPEeTUYECKUX 3HAHUM.
AHanu3 U OILEeHKa
npOOJIEMHBIX CHTYaLUH.
IIpoBepounsie paboOThl MO KaKIOH
TeMe.

peLIeHui

ATtTectanuus o
MPOU3BOACTBEHHON
MIPaKTHUKE.
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1. OBIIAS XAPAKTEPUCTHKA PABOUEM ITPOI' PAMMBI
MPOPECCHOHAJBHOI'O MOAVYJIA
IIM.02 «Opranu3auusi ApXUBHOH PadOTHI N0 JOKYMEHTAM OPraHU3auMi pa3IuYHbIX
(¢opm cobcTBEeHHOCTI»

1.1. Ilerb 1 MecTO podecCHOHATBHOT0 MOAYJISI B CTPYKTYpe 00pa3oBaTe/ibHON MPOorpaMmbl

Lenp mMonynsa: ocBoeHue Buma nesitenbHocTH 1IM.02 «OpraHuzanusi apxuBHOW padoOTHI 1O
JOKYMEHTaM OpTaHHU3alHi Pa3InYHbIX (OPM COOCTBEHHOCTI.
ITpodeccrnonanpHbIil MOy BKIIFOUEH B 00S3aTEIBbHYIO 9aCTh 00Pa30BaTEIbHON MPOTPaMMBL.

1.2. Ilnanupyembie pe3yabTaTbl 0CBOCHUSI NPO(PeCCHOHATBHOI0 MOAY.JISA

B pesynbrare ocBoeHust npoheCCHOHANBHOTO MOy O0yJaIOIUICs JOIDKEH:

Koo
OK,
IIK

YMmernb

3HaTn

Baagernb
HABBIKAMH

OK.01

pacrio3HaBaTh 3amady W/HIN
npoOnemy B
npoecCHOHATbEHOM u/vnm
COLIMAJIBHOM KOHTEKCTE
AHAJIM3UPOBATh 3a1ady W/ WM
npobieMy ¥ BBIOCNATH €€
COCTaBHbIE YaCTU OMpPEAeSITH
STarbl peuleHus  3ama4u
BBIIBISITE U 3(P(PEKTUBHO
UCKaTh WH(POPMAIHIO,
HEOOXOIMMYIO ISl PeLISHHS
3amaud  WuiM - TpOOJIeMBI
COCTAaBJIATb IJIaH  JEHCTBUSA
OMpPENeNsTh HEOOXOANMBbIE
pecypcer, BJIAZETh
aKTyaJIbHBIMU MeTOIaMHU
paboTel B mpodeccroHaIbHON
U CMEKHBIX chepax
pean30BbIBATh COCTABJICHHBIN
IUJIaH OLIEHHBATH PE3yJbTaT U
MOCJIECTBUST CBOMX JEUCTBUI
(camMoCTOSITENTEHO WA c
MOMOIIbIO HACTABHUKA)

AKTYyaJIbHBII
npodeccroHaTbHBIT u
COIMANIbHBIE ~ KOHTEKCT, B
KOTOPOM PUXOAUTCS
paboTaTh W KUTb OCHOBHBIE
UCTOYHMKM HWHOOpMAILMH |
PeCYpPCHI ISl peIieHus 3a1a4 U
npodiem B
npoecCHOHATbEHOM u/vm
COILMAJTbHOM KOHTEKCTe
aJrOPUTMBbI BBIMOJTHEHHSI
pabot B mpodeccuoHaNbHON U
CMEKHBIX 00JIacTsIX

METO/IbI padoThI B
npodecCHOHABbHOM u
CMEKHBIX cepax CTPYKTypy
MjaHa Ui pelieHus 3aaad
MOPSIIOK OLIEHKH Pe3yJIbTaTOB
pereHwst 3amad
npodecCHOHaBbHOM
NesITeIbHOCTH

OK.02

OTIPENEeNATh 3aJaUH JJIsl TOMCKA
uHpOpMaIIU

OmpenensiTh HeoOXOuMBbIe
UCTOYHHUKH WH(POPMALUU
IJTAHUPOBATh MPOLIECC MTOUCKA
CTPYKTYPHPOBATh MOIYYAEMYIO
UH(POPMAIIHIO

BBIIEATh Hauboyee 3HAYMMOe
B nepevHe nH}popmManuu
OLICHUBAThb NPAaKTUYECKYFO
3HAYUMOCTh Pe3yJIbTaTOB
MIOHCKa

opopmIsTH Pe3yJIbTaThI
MOHNCKA, TPHMEHSTh CPEICTBA
WH(OPMALMOHHBIX TEXHOJIOTHIH

HOMEHKJIaTypa
UH(POPMALTMOHHBIX
HCTOYHHUKOB, TMPUMEHSEMbIX B
npodecCHOHABHOM
AesTebHOCTH

NpUEMbl  CTPYKTYPUPOBAHUS
uHpOpMaIU dopmar
oopmnenust pe3yJIbTaTOB
MOUCKA uH(popMaruy,
COBPEMEHHbIE  CpPEACTBa W
yCTpoiicTBa HHYOPMATH3ALIH
NOPSIIOK  MX MPUMEHEHHUs] |
MPOrpaMMHOE OOECTieueHrne B
npodeccroHaNbHON
AESITEIbHOCTH B TOM 4YHCJE C




st pELIeHHs | UCIIOJB30BAHUEM  LTU(PPOBBIX
npodeCCHOHANBHBIX 3a1a4 CpencTs
HCIIONIb30BATh  COBPEMEHHOE
MPOrpaMMHOe obecreueHne
HCIIOJIb30BATh pa3IuvHbIe
uudpoBrie  cpencTtsa s
pemieHuss npodeccHOHANTBHBIX
3a1ad

OK.04 | opraHu3oBBIBaTH paboTy | MCUXONIOTUYECKUE OCHOBHI | -
KOJJIGKTHBA U KOMaHBI | NeATEIbHOCTH KOJIJIEKTHBA,
B3aMMOJIEHCTBOBATh ¢ | mcuxoJoruyecKue
KOJIJIETaMH, PYKOBOACTBOM, | OCOOEHHOCTH JIMYHOCTH
KJIMEHTaMHU B XOJ€ | OCHOBBI MPOEKTHOH
npodeCCHOHATBHON AeSITeTbHOCTH
AESITeIbHOCTH

OK.05 | rpaMoTHO  wmW3maraTb  CBOM | OCOOEHHOCTH COLMAJBHOIO H | -
MBICITH KYJIbTYPHOT'O KOHTEKCTa,
U o(opMIIATL AOKYMEHTHI IO | MPaBHJIA oopmienus
npoecCHOHAbHON TeMaTHKe | JOKYMEHTOB
Ha TOCyNapCTBEHHOM SI3bIKE, | U MIOCTPOCHHSI YCTHBIX
NPOSIBJIATh  TOJIEPAHTHOCTH B | COOOIIEHHI
pabodeM KOJUIEKTHBE

OK.09 | moHumaTh OOIKH CMBICH YE€TKO | MpaBHiIa MIOCTPOCHHUS MPOCTHIX
MIPOU3HECEHHBIX U CIIOKHBIX TIPENJIOKEHUH Ha
BBICKAa3bIBAHUII HAa W3BECTHBIEC | MPO(ECCHOHANBHBIC TEMBI
TeMmbl (npoecCHOHANIbHBIE W | OCHOBHBIC
OBITOBBIC), TOHMMATh TEKCTHI | OOLIEYOTPEeOUTEIbHBIC
Ha 0a30Bbl€ | II1aroJbl (ObrTOBast u
npodeCCHOHATbHBIE TEMBI npodeccCHOHANbHAsT  JIEKCHKA)
y4acTBOBAaTh B [UAJOraXx Ha | JIEKCUYECKUN MUHUMYM,
3HAKOMBIE O0IIHe OTHOCSIIMUICS K  ONHCAHHIO
U ipoeccHoHabHbBIE TEMBI PEIMETOB, CpeacTB u
CTPOHTH NPOCTHIE | MPOLIECCOB MPOPECCUOHATBHON
BBICKA3bIBAaHUSI O cebe U O | AeSITeTbHOCTH
CBOEH poeCCUOHATTBHOM | OCOOEHHOCTH — TTPOU3HOIICHHUS
IeATENbHOCTH npaBUja  YTEHHS  TEKCTOB
KPaTko  OOOCHOBBIBATH M | MpOo(heCCHOHATBHON
OOBSICHATD  CBOM  J€HCTBUS | HAIIPABICHHOCTH
(TexkyIue u MIaHuPyeMbIE)
NUCaThb  TPOCTbIE  CBS3HBIC
coOOLIeHNsT Ha 3HAKOMBIE WJIH
UHTEPECYIOLINe
npodeccroHabHBIE TEMBbI

IIK 2.1 | paborare C | HOpMATHUBHBIE MPABOBBIE AKTHI | Y4aCTHs
noxapasaeneHusmu/opranusanu | Poccuiickoit  ®epepanuu B | KOMIUIEKTOBaHUU
SIMH UCTOYHUKAMU | cepe eTOnpOM3BOIACTBA U | APXUBHBIMU
KOMILJICKTOBAHUSI apXUBA, ApXMBHOrO  Jeja, Hay4dHo- | A€jlaMHU
NPUHUMATL APXUBHbBIE JeNia | METOOMYECKUE xputepun | (IOKyMEHTaMH)
(IOKYMEHTBI) Ha MOCTOSIHHOE | 9KCIEPTHU3BI LEHHOCTHU | apXUBa
50051 IOJITOBPEMEHHOE | PA3JIMYHBIX THUIIOB U BUOB A€J | OpraHu3alnn
XpaHEeHHUE, (moKyMeHTOB),
y4acTBOBaTb B MPOBEACHUU | TEOPETUYECKHE u
SKCIEPTH3BI LIEHHOCTHU | METOIMYECKHE aCTIeKTHI
pPa3IMYHBIX THUIOB U BHIOB | KOMIIJIEKTOBAHUS u
JOKYMEHTOB B COOTBETCTBHMH C | OKCIICPTH3bl HNCHHOCTH BCCX




BHYTPEHHUMH pPeErjlaMeHTaMU
OpraHu3aLuy,

PUMEHSTh B pabore
PEKOMEHALUN SKCIEPTHO-
MPOBEPOYHON KOMHMCCUM WU
SKCIEPTHOMN KOMHUCCHUH
OpraHu3aLuy,

MPUMEHSTh MEepPEeYHH c

yKa3aHUEM CPOKOB XPaHEHUs
nen (1I0KyMEHTOB);

coOmonaTh HOPMAaTHBHBIE
CPOKH XpaHeHUsI aen
(1OKyMEHTOB),

BECTHU  Yy4€T  HCTOYHUKOB
KOMIUIEKTOBaHUSI apXUBa;
UCIIOJIb30BATh nepenoBon
OTEYECTBEHHBIN U 3apyOeKHbIHI
OMBIT MO KOMIUIEKTOBAaHUIO
apxuBa aenamu

(moxyMeHTaMu) MOCTOSIHHOTO U
JOJITOBPEMEHHOTO XPAHEHUS,

HCIIONIb30BATh  COBPEMEHHBIE
ABTOMATU3UPOBAHHBIE,
nH()OPMALIHOHHBIE "

TEJIEKOMMYHUKALIOHHBIE
TEXHOJIOTUU
JOKYMEHTHPOBAHHBIX chep
JEATEJbHOCTH OPraHU3aLHH.

BUOOB NOKYMCHTOB,
Pa3HOBUAHOCTHU u
BCEX BHUIOB

BUJIBI,
dbopmatsl
IOKYMEHTOB,
YHU(PHUIUPOBAHHYIO
OpPTaHU3aLMOHHO-
pPacropsIANTENIbHON
IOKYMEHTALUHY,
CTaHIAPTHI
OpPTaHHU3aLMOHHO-
PacropsIAUTENbHON
IOKYMEHTAaLUHY,

cnocodbl U TEXHOJOTHH
JOKYMEHTHPOBAHUS
Pa3IUIHBIX
npodecCHoHabHOM
TesITeTbHOCTH;
OpPraHU3aLHUOHHbIE TPUHLIUIIBI
KOMILJIEKTOBAHUSI aen
(IOKYMEHTOB) OrpaHUYEHHOTO
JOCTYTIa,

TpeOOBaHMA OXPaHBI TPy

CUCTEMY

oopmieHust

BHUI0OB

IIK 2.2

MOJIb30BATHCS YYETHBIMHA
JOKYMEHTaMu B pamKax
3JIEKTPOHHBIX

UH(POPMALTMOHHBIX CUCTEM
JOKYMEHTHPOBAaHHbIX chep

IeSITeIbHOCTH OPTaHU3aLlnY,
MIOJIB30BATHCS
cepTuuIpOBAaHHBIMU
aBTOMATH3UPOBAHHBIMHU
CHUCTEMaMH
JOKYMEHTHPOBAaHHBIX chep
AESITeIbHOCTH OPTaHU3aLUHU 110
YUETY, perucTpanmu,
KOHTPOJTIO 111 (JOKYMEHTOB);
MIOJIB30BATHCS

uH(pOPMALTOHHO-
CIPaBOYHBIMHU cHUCTeMaMHt
JOKYMEHTHPOBAHHBIX chep

IeSITeTbHOCTH OPTaHU3aLNY,
BECTH  CIIPABOYHO-TIOMCKOBBIE
CpPeACTBa K apXWBHBIM JAelaM
(moxymeHTam);

BECTH YYET CTPaxoBOro (oHzaa
APXUBHBIX JIeJ] (IOKYMEHTOB),
PUMEHSTh HOPMATHBHbIE
IPABOBbIE AKTBHI, JIOKAJbHbIE

HOPMATHUBHBIE NPABOBBIE AKTHI
Poccuiickoit  ®epepauyu B
chepe [eIONPOUM3BOACTBA U
ApPXUBHOTO J€TIa;
METOAMYECKHE JOKYMEHThI H
HallMOHAJIbHBIC CTaHOAPTHl B
obyactu yuéra NOKYMEHTOB H
JOKYMEHTHPOBAaHHBIX chep
IeSITeIbHOCTH OPTaHU3aLnY,
OTEYECTBEHHBIE U 3apyOeKHbIC
cepTU(PUINPOBAHHBIE CUCTEMBI
aBTOMAaTHU3UPOBAHHOIO  y4é€Ta
APXUBHBIX JIeJ)1 (IOKYMEHTOB),
TpeboBaHUA K VYETy 0C000
LIEHHBIX u YHUKaJIbHBIX
APXUBHBIX JIeJ1 (IOKYMEHTOB),
CPOKH BBINIOJIHEHHUsT padoT 1o

yuéTy apXUBHBIX nen
(mOKyMeHTOB),

o0mue npUHOHUNBI yuéTa U
KOMIUIEKTOBAaHUSA aen

(IOKyMEHTOB) OTrPaHUYEHHOTO
JOCTYTIa,
TpeOOBaHMS OXPaHbI TPYAA.

BEIACHUA yu€ra
apXUBHBIX el
(TIOKyMeHTOB), B
TOM qUCTIE C
HUCTIONB30BAHUEM
aBTOMAaTU3UPOBAHH
BIX CUCTEM




HOpPMAaTHBHbBIE aKTBI
OpPTraHH3aLNd U METOAMYECKHE
JOKYMEHTBI B 0oOjacTu y4éra
APXUBHBIX JIe] (IOKYMEHTOB),

BHOCUTb  TPEMJIOKEHHUA 10
COBEPLIEHCTBOBAHMIO

METOAMYECKOro  OoOecreueHHsI

yu€Tra pPa3HbBIX BUJIOB

TOKYMEHTOB B

JOKYMEHTHPOBAaHHBIX  cdepax

AESITEIbHOCTH OPTraHU3aLIuH.

IIK 23 | cucremaTusupoBath mena | HOpMaTHBHbBIE TPABOBBIE aKThbI | OCYLIECTBIICHUS
(mOKyMeHTHI), Poccuiickoli  @eneparu B | XpaHEHHs
pasmemiatb apxuBHble jena | chepe JeIOoNpOoM3BOACTBA U | APXUBHBIX aen
(mOKyMeHTBI)  Ha  MeCTax | apXHUBHOIO JIea, (OKYyMEHTOB) c
XpaHeHUss B COOTBETCTBUM C | HOPMATUBHbIE NPABOBbIE aKThl | TOCTOAHHBIM
HOpMaTUBHBIMH TpeboBaHusimMu | Poccuiickoit  ®epepanuu B | CPOKOM XPaHEHMS U
B obyacTu apxXuBHOrO faena u | obmactu uapopmanuy, | 10 JMHOMY
YIPABJICHUS JOKYMEHTaMH, NH()OPMAIIMOHHBIX COCTaBy B apXHBC
coOMIo1aTh HOPMATUBHbIE | TEXHOJIOTHH, 3aIUThI | OPTAHU3ALHH
PEXHUMBbI XPaHCHUsI apPXHBHBIX MH(POPMALIUK U MEPCOHATBHbIX
nen (IOKYMEHTOB) Ha JIHOOBIX | JaHHBIX, ¢ poBoi
HOCHTEJISIX TpaHchopMaImmy,
IPOBOIMUTH MPOBEPKY MOJHOTHI | HOPMATUBHLIE MPABOBLIE AKTHI
cocTaBa apxuBHbIX | Poccuiickonn ~ ®Denepauuu B
JOKyMEHTOB B eIMHMIAX | 00jJacTu
XPaHEHHS, KOH(pHUIEHIIMATBHOCTH
MPOBOAUTH ommcanue | MHOpMALMH;
apXUBHBIX A€ (I[OKYMGHTOB); npaBujia XpaHCHUs AT
COCTaBJIISITh CIIPaBOYHO- (I[OKYMGHTOB) B COOTBCTCTBHHU
IMOUCKOBBIE cpencTaa K | € MX THUIIaMH,
ApXHUBHBIM aenam | TOPSIIOK dbopmupoBanus
(moxymeHTam); JOKYMEHTOB B  KOMILJIEKTHI,
BECTH Yy4€T U  KOHTPOJb | TPYIIBL THIBL
BbIIAYU ApPXUBHBIX nen | TpeboBaHus K  odopMIIeHHUIO
(1O0KyMeHTOB) U3 | AOTOBOPOB HAa  PeaH3aLHI0
apXMBOXPAaHUIIMIA M WX | YCIYT BHEUIHErO XPaHEHHMs HEJI
BO3BpATa; (moKyMeHTOB),
BECTM y46T M  KOHTDPOJb | CPOKU BBIIOJHEHUs paboT;
nepenayd  Aen (IOKyMEHTOB) | TpeOOBaHUS K yCTAHOBJICHHBIM
B HOpMaM BbIpabOTKH,
rOCyAapCTBEHHBIN/ My HULUIIAT
BHBII apXUB WM HAa HWHOE
BHEIIIHEE XpPaHEHHE U NpuEma
e C BHELTHETO XPaHEeHNUS,
IPOBOJUTH MOJIUCTHYIO
MIPOBEPKY ¢duznyeckoro
COCTOSIHMSA €] (IOKYMEHTOB);
Pa3bICKUBATH
HeOOHapy KeHHbIE nena
(OKYMEHTHI),
3aIUIaTh HMHPOPMALIOHHBIE
pecypcehl

K24 obecnieuenst

OpPTraHHU30BbIBATDH u

HOPMATUBHBIC TIPABOBLIC AKThI




obecreunBaTh XpaHEHUE eIl

(OKyMEHTOB) BPEMEHHOTO
XPaHEHUs OpTaHU3aLIH
B TPAIULIMOHHOM u B
3JIEKTPOHHOM BHJIE;
KOHTPOJIMPOBATh  Pa3pabOTKy
CTPYKTYPHBIMH
MOAPA3ICNICHUSIMU ONUCEH U
aKTOB O  BBIICICHMH  Ha
YHUYTOKEHHE aen
(OKyMEHTOB) BPEMEHHOIO

XPaHEHUs B TPAIUIIMOHHOM U B
3JIEKTPOHHOM BHUJIE;
(dbopMUpOBaThH €TMHHULIBI
XPaHEHHUs] JOKYMEHTOB ISl MX
MOCJIEAYIOIEro pa3MeIleH s B
apxXuBe OpraHU3allny,

COCTaBIISITh CTIPaBOYHO-
MIOMCKOBBIE cpeacTaa K
aApPXUBHBIM aenam
(moxymeHTam);
OCYIIECTBIISAITh ~ TMOHCK  JIeT
(OKyMEHTOB) BPEMEHHOTO
XpaHEHUs1 B IIpolecce HX
XpPaHEHUs] B  CTPYKTYPHBIX
MONpPA3NEICHUsAX U  apXHBe
OpraHu3aLuy,

OCYIIECTBIISAITh METOAUYECKOE
PYKOBOJACTBO  OpraHuU3aluei
XpaHeHus: 7aen (IOKYMEHTOB)
B CTPYKTYPHBIX
NOIPa3IeTICHUSIX OPTaHU3aLINY,
OKa3bIBaATh CTPYKTYPHBIM
NOIpa3IeICHUIM
NPAKTHYECKY0  TNOMOLIb B

OpPraHu3allii XPaHEHUs e
(1OKyMeHTOB),

pa3pabaTbIBaTh CIPaBOYHO-
UH(POPMALIIOHHbIE TOKYMEHTBI
o OpraHU3aLuH
HCIIOJIb30BAHUS aen
(OKyMEHTOB) BPEMEHHOTO
XpaHeHUs1 B  CTPYKTYPHBIX
MONpPA3NEICHUSAX U apXHBe
OpraHH3aLuHy,

IPOBOAMTH SKCIEPTHU3Y

LEHHOCTH [l (JOKYMEHTOB)
BPEMEHHOTO XPaHEHUs],
NEePEIaHHbIX B APXHB;

OTpENeNATh CPOKU XPaHEHHS
aen (JOKYMEHTOB) BPEMEHHOTO

XPaHeHHUS,
obecrieunBaTh  3alIUTy €I
(OKyMEHTOB) BPEMEHHOTO

XPpaHCHHA B OpraHu3dalu OT

Poccuiickoit  ®enepaiyu B
chepe [eIONPOUM3BOACTBA U
ApPXUBHOTO J€TIa;
HOPMATHUBHBIE NPABOBBIE AKTHI
Poccuiickoit  ®enepauyu B
obnactu 3aIUTHI
NePCOHAIIBbHBIX TAHHBIX,
HOPMATHUBHBIE NPABOBLIE AKTHI
Poccuiickoit  ®enepaiyu = B
obnactu
KOH(UIEHIINATbHOCTH
uHpOpMaLHY;

METOAMYECKHE JOKYMEHThI H
HAal[MOHAJIbHBIC CTAaHOAPTHl B
obnacTy Nenonpon3BOACTBA U
ApPXUBHOTO J€TIa;

MeTroanka paspadotrku  Gopm
YyU€THBIX  JOKYMEHTOB B
TPaIULUOHHOM u B
3JIEKTPOHHOM BHJE;

NpaBUja CHCTEMATH3aLHUU |
KJIacCU(UKALUU TOKYMEHTOB,;
0coOeHHOCTH OpTaHU3aLIH
XpaHeHus: nen (JIOKYMEHTOB)
Ha Pa3JIMYHBbIX HOCUTEISX,
KPUTEPUH OTIpeneNIeHUs
LIEHHOCTH JAeN (AOKYMEHTOB)
IJs1  JaJbHEWIIEro XpPaHEHUs
WA YHHYTOKEHHS,
TpeboBaHMA K  mporeccam
YHUYTOKEHHUST MH(POPMALUH B
TPaIULIUOHHOM u
3JIEKTPOHHOM BHJIE;
TpeOOBaHMS OXPaHbI TPYAA.

XPaHEeHUSI,
KOMILJIEKTOBAHHUSI,
yuéra Hu
UCIIOJIb30BAHUS A€
(OKYyMEHTOB)
BPEMEHHOTO
XpaHEeHHUs




HECAHKIITUOHUPOBAHHOT'O
AOCTYyIIa UJIN YHUYTOXCHUS,

MIPOBOAUTD dusngeckoe
YHUUTOXXEHHE aen
(OKyMEHTOB) BPEMEHHOTO
XpaHEHUsT €  HCTEKIIUMH
CpPOKaMH  XpaHEHHs]  IOCHe
COTJIACOBAHUS co
CTPYKTYPHBIMH
NOApa3AeIeHUsIMU
OpTaHu3aLuny,

opopmITH yu€THBIE

IOKYMEHTBl 00 YHUYTOXKEHUH
aen (JOKYMEHTOB) BPEMEHHOTO
XpaHeHHsT € HCTeKUINMH
CpPOKaMH XPaHEHUsI COBMECTHO

co CTPYKTYPHBIMH
MOAPa3ICICHUSIMU
Opra”Hu3alyu.

IIK 2.5 | cucrematusnpoBath ¥ | HOpMaTHBHbIE MPABOBbIE aKThI | OCYIIECTBIIECHHS
obobmate cBeneHus: o cocrase | Poccuiickoit  ®epepanmu B | HCIOJIB30BaHUS
U COJEpKaHUU apXMUBHBIX Ael | chepe menonponu3BOICTBA, apXUBHDBIX Aca
(TOKYMEHTOB); HOPMATUBHBIE NPABOBbIE aKThI | (IOKYMEHTOB), B
HUCIIOIb30BATh Poccuiickoii  ®Penepaiuu = B | TOM quciae C
nH(pOPMAIIMOHHBIE TEXHOJIOTHH | 0byacTu 3amuTel | UCTIOJIB30BAHNEM
B obJactu CO3IaHUs | IEPCOHANBHBIX JaHHBIX; ABTOMAaTU3HUPOBAHH

BIX CUCTEM

CIIPpaBOYHO-ITOUCKOBbBIX

CpPenCTB apxuBa u
IOKYMEHTHPOBAHHBIX chep
IeSTeNIbHOCTH OPTaHU3aLUH;
(GbopMHUPOBAaTh  OCHOBHBIE U
BCIIOMOTaTeIbHbIE BUJIbI
ApXUBHBIX  CIPABOYHHKOB B
3JIEKTPOHHOM (opMe;
MOATOTAaBIUBATD

UH(POPMALMOHHBIE JTOKYMEHTBI
IO 3ampocaM IONb30BATENEN
Pa3INYHBIX KaTErOPH.

METOAMYECKHE IOKYMEHTHI B
o0JacTH  WCMOJB3OBAHUS |
nyONMKauuyd  apXUBHBIX 1€
(mOKyMeHTOB),
cepTuUIPOBAHHBIC
UH(POPMALTMOHHO-TTIONCKOBBIE
CHUCTEMBI B obnactu
pa3paboTku HAy4YHO-
CIIPaBOYHOTO amrapara
JOKYMEHTHPOBAaHHBIX chep
IeSITeIbHOCTH OPTaHU3aLnY,
CPOKH BBINIOJIHEHHUsT padoT 1o
OpPTaHH3aLUN  HCIIOJIb30BAHMS
APXUBHBIX JIeJ) (IOKYMEHTOB),
OpPraHU3aLHUOHHbIE TPUHLIUIBI

UCIIOJIb30BAHUS  JTOKYMEHTOB
OTPaHUYEHHOTO JOCTYIIA,
TpeOOBaHUS K  TOATOTOBKE

APXUBHBIX CIPABOK U BBITHUCOK
U3 apXHUBHBIX JOKYMEHTOB,
TpeOOBaHUS OXPaHbI TPYAA.










OpraHu3alui: BUABL, 3a1aun, GyHkuun. [IpumepHbie monoxenus 06
apxusax. Ctpykrypa apxusa. Oprasuzamis Tpyaa nepcoHaia.

B Tom 4uHc/Ie NpaKTHYECKUX H JA00PATOPHBIX 3aHATHIA

10

Pa6orta B cetn MaTEpHET, B TOM "Hcne Ha nopTane Apxussl Poccuu:
MOUCK PA3THYHBIX IO PaHTy (VPOBHIO) U NPO(HIIO apXUBHBIX YUPEIKICHHUIA;
odopMICHHE PE3yIbTaTOB NOUCKa B Tabnuue «I [puMeprr apXuBoB».

Tema 2.2.
drcnepTuia
HEHHOCTH JOKYMEHTOB

Cogepiranue

22

Opranuzaius JOKYMCHTOB B apXUBE (JOKYMCHTATBHBIHN, apXHUBHBIH,
cTpaxoBoii GoHA U (GOHJ MOIB30BAHIMS). IKCIICPTH3A LICHHOCTH
JOKYMCHTOB: 334U, IPUHLIHIIEL, KPUTCPUH. BHIBI 3KCIICPTHRIX KOMHUCCHH.
OdopmiieHHe Pe3yIbTATOB SKCICPTU3BI ICHHOCTH JOKYMEHTOB, Buapt
Ilepeuneii TOKYMEHTOB C yYKa3aHUEM CPOKOB XpaHeHus. M3yuenne
Tumnogsoro Ilepeuns ¢ ykazaHHEM CPOKOB XpaHEHH.

22

B Tom 4uHc/Ie NpaKTHYECKUX H J1A00PATOPHLIX 3aHATHIA

16

Hzyuenwne [lepeduns THITOBEIX YIIPABIEHIECKUX APXUBHBIX JOKYMEHTOB,
00pa3yIoLMXCs B HPOLECCE ACATCIBHOCTH FOCY JAPCTBCHHEIX OPraHOB,
OpPraHOB MECTHOTO CAMOYIIPABIECHUS U OPTaHU3ALMH, ¢ YKA3aHUEM CPOKOB
nx xpanenns. M3yuenne Ilepeyns THITOBBIX apXUBHBIX JOKYMEHTOB,
00pa3yrOIIHUXCS B HAYYHO-TCXHUUICCKOW U MPOU3BOICTBCHHON
JEATEIbHOCTH OPraHUu3alUi, ¢ YKa3aHUEM CPOKOB XPAHCHUSL.

VY craHOBIEHHE CPOKOB XPAHEHHA 3arojIOBKOB €T U JOKYMEHTOB TI0
THIOBBIM NIEPETHAM.

IIK 2.3.

Pazgen 3. Opranuzanusi apxuBHOro geja

104

M/JK 02.03. MeToanka U IPAKTHKA apXHBOBEACHHUS

Tema 3.1.
JlokajbHbIe
HOPMATHBHbBIE
JAOKYMEHTbI APXHBA

Coaepiranue

YcraBbl apxuBHBIX yupexaenuit. [Tonoxxenns o6 apxusax. MHCTpYKUNH Mo
pabote ¢ gokymenTamu. [lojgoxenue 00 sxcnepTHOM komuccuu. | Inansi-
rpad Uk npuEMa Jel OT CTPYKTYPHBIX MOAPA3ACICHUH U IIEPEeIauu ST Ha
TOCYJapCTBCHHOEC XPAHCHHE U MPEACTABICHIS CBOAHBIX Pa3ACioB OMUCCH B
ApXHUB.

IIK 2.5.

Tema 3.2.
Homenknarypa gen

Coaepiranue

Homenkmarypa aen opranuzaiuu: Ha3HaueHUe, QyHKIuH. BUasl U THITEL
HOMCHKIATypst Aei. Knaccupukaponnas cxeMa HOMCHKIATYPBI JC1.
IMopsimok paboTel ¢ HOMEHKIATYPOH AS/T OpraHU3aIuK — UCTOYHHUKA
KOMIIJIEKTOBAHUS apXUBHOIO VUPEIKACHUS.

B Tom uuHc/Ie npakTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

16

K 25.




BryTpeHHee 1 BHEITHEE COTIIACOBAHUE, IOPSAOK YTBEPKACHUA
HOMEHKJIATYPHI AE]T OPTaHN3aIliN — UCTOYHHUKA KOMITICKTOBAHHU
apxusHOro yupexxacHus. CocrasneHue U 0pOPMICHHE HOMCHKIATYPHI ACT
OpTraHU3aINH — HCTOYHUKA KOMILIEKTOBAHHS APXUBHOTO VUPEIKICHH.
3aKkphITHE, COCTABICHUE U 0OPMIICHHE HTOTOBOH 3aITHUCH K HOMCHKIIATYPE
JIeJT OpTaHU3aIiH — HCTOYHUKA KOMIUIEKTOBAHHS ApPXUBHOTO VIPEIKICHHS.

16

Tema 3.3.
OdopmiieHue apxUBHOTO
aena

Coaepiranue

[ToxroroBka aen k apxuBHOMY XpaHeHHIO. COCTaB YUETHO-CIIPABOYHBIX
JOKYMEHTOB QpXUBHOTO AETA.

B Tom 4mHc/Ie npakTHYECKHX H J1A00PATOPHBIX 3aHATHIA

16

Hywmepauus mucros apxusHoro aena. CoctaBneHue U 0OpMIICHHE
BHYTPCHHCH OIHCH U JTUCTA-3aBEPUTEI apxuBHOro aena. CocTaBicHUE U
oopMICHHE KApThI-3aMECTHTEISL, JIUCTA UCIIOIb30BAHMUS APXUBHOTO JCTA.
CocraBnenue u 0hOPMICHHE PEKBU3UTOB O0T0KKH apXHUBHOTO ACTA.
IIpomuBka apxuBHOTO AcTa.

16

IIK 2.5.

Tema 3.4.
Ilepenaua noKymeHTOB
HA ApXHBHOE XpaHeHHe

Coaepiranue

[Nopsmok mepenaun TOKYMEHTOB Ha apXUBHOC XPAHCHHE. APXUBHAS OMHCH!
HaszHaueHue, pyHkuy, BUIHL. [lopsaok odopmieHus u paboThl ¢ apXHBHOU
onckro. OmUcH Ael CTPYKTYPHBIX noapasaciacHui. Onucu aen
OpraHu3alMK: TOCTOSHHOTO XPAHCHUS, N0 THYHOMY COCTABY, BPEMCHHOTO
cpoka xpaneHus cBbitne 10 met. Onucu 3ACKTPOHHBIX AeT (I0KYMCHTOB)
opraHuzaivy. BriaeneHue JOKYMEHTOB K VHHUTOKCHHIO.

B Tom 4uHc/Ie npaKkTHYECKHX H J1A00pATOPHBIX 3aHATHIA

16

CocrasieHue 1 0pOPMIICHHE OTUCH ACT CTPYKTYPHOTO MOAPA3ACIICHHS.
Cocrasnenue u oopmicHUe omucu Ae opranusaiui. CocTaBicHue U
O(I)OpMJ'ICHI/IC aKTa O BBIACJICHHUU K YHUUITOXKCHUIO APXUBHBIX JOKYMCHTOB,
HE MOAJIC)KALINX XPAHCHHUIO.

16

IIK 2.5.

Tema 3.5.
YuéT 10KyMEHTOB B
apxuBe

Coaepiranue

V4éT JOKYMEHTOB B aPXHUBE. MPUHIUIIB, CTUHHUIBI YIETA, YIETHBIC (hOPMBI.
Bupt OCHOBHBIX aPXUBHBIX CIIPABOYHHUKOB. APXHUBHAS 3BPUCTHKA.
Cucrema HCA: HasHaucHME, BUIABI IOMCKOBBIX CHCTEM.

B Tom uuHc/Ie npakTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

14

Nzyuenne coctasa U 3aN0THEHUS OCHOBHBIX YVUETHBIX (JOPM apXuBa (KHHra
yuéTa NOCTYILICHHUS U BBIOBITHS ACI ( IOKYMEHTOB), MUCT OHIA, PEeCTp
OTHCEH, CTUCOK (DOHIOB).

14

IIK 2.5.

Tema 3.6.
HUcnoan3oBanue

Coaepiranue

OpraHnsauI/m HUCMNOJb30BaHNd JOKYMCHTOB apXHBa. HOPMATHUBBI, LC/IU U

K 25.




AOKYMECHTOB apxuBa

dopmei. JloCTyIT K apXUBHBIM JOKyMEHTaM. Bbigada JOKYMEHTOB BO
BPCMCHHOC TIOJTE30BAaHKC. BUIBI 3aTIPOCOB U CPOKH X BHITIOTHCHHUS.
IIpeaocTaBncHUE OTBETOB HA 3AMPOCH: APXUBHEIC CHPABKA, KOMHSI,
BBITIMCKA. Y UET U aHAITN3 UCTIONIB30BAHMS APXUBHBIX JOKYMCHTOB.

B Tom 4uHc/Ie NpaKTHYECKHX H J1A00pPATOPHBIX 3aHATHIA 16
Cocrasnenue U 0OPMICHHE apXUBHOU CIPABKH HA COLMATIBHO-TIPABOBOI 16
sanpoc. CocraBincHue u 0pOPMICHHE OTPULIATCIBHOTO OTBETA HA APXHUBHBIH
sanpoc. CocraBacHue u 0popMICHHIE aKTa O BbLAAYE ¢ (IOKYMEHTOB) BO
BPEMEHHOE TOJIb30BAHHE.
Pazgen 4. Opranuzanusi XxpaHeHHsI JOKYMEHTOB B apXHBe 60
M/JK 02.04. OGecnevyeHne cOXpAHHOCTH I0KYMEHTOB
Tema 4.1. Coaepmaﬂne 10 MK 2.3,;IIK 2.5.
YcnoBusi XxpaHeHHsI 10
1OKYMEHTOB IIpoGaema coxpaHHOCTH JOKYMECHTOB B apxuBaxX. OCHOBHBIC TIOHITHS U
Ky TepMuHbL. TpeOoBaHMS K 3JaHUAM U IOMEIIEHUIM apxusa. O0opyaoBaHue
apxueoB. [Tonarue «pexxuM XpaHeHHS JOKYMEHTOBY. CyIIecTBYOIUE
PEIKUMBI XPaHCHHS JOKYMEHTOB. Pa3MerneHne JOKYMEHTOB B apXHBE.
Tonorpadudueckue ykazareau. [IpoGaema XUICHHUS JOKYMEHTOB, MEPBI
6c30MacHOCTH ¥ 3auThl. BiusHue nepeMeeHns JOKYMEHTOB Ha HX
COXPaHHOCTb.
Tema 4.2. Coaepmaﬂne 10 MK 2.3,;IIK 2.5.
IIpoBepka Hannunus u 10
[IpoBepka HATUUNA U COCTOSHUS JOKYMCHTOB B apxuBe. Pe3yipTarsl
COCTOSIHUSI AOKYMEHTOB
B ADXHBAX MPOBEPKH HATHYHUS U COCTOSHUSA JOKyMEHTOB. [lopsaok paGoTs! o
p BBISIBIICHUIO MTOBPEKIASHHBIX JOKYMCHTOB.
B TOM 4mHC/Ie NPAKTHYECKHX H JIAG0PATOPHBIX 3AHATH 22
Cocrasnenue u 0pOPMIEHHIE aKTa MPOBEPKU HATHYMS H COCTOSHHUS 22
nokyMeHToB. CoctaBieHue U 0(pOpMIICHHE aKTa 00 YTPATe apXHUBHBIX
noxyMenToB. CoctaBneHue U 0OPMIICHHE aKTa O HEHUCIIPABUMBIX
MOBPEIKACHUAX JOKYMEHTOB.
Tema 4.3. Coaepxanue 10 MK23;TK25.
Koncepsauus u [IpoBepka TeXHHIECKOTO U (PU3UKO-XHUMHUUECKOTO COCTOSHHUS APXHUBHBIX 10
pecTaBpanus JokyMeHTOB. [IpoGieMa cTapeHust JOKYMEHTOB, «yTaCAHUE TCKCTAY.
AOKYMECHTOB Konceppauus u pecraBparus apXuBHEIX JOKYMEHTOB. CriocoOb!
BOCIIPOU3BEACHHUS H BOCCTAHOBJICHHUS JOKYMCHTOB.
Tema 4.4, Coaepmaﬂne 8 IK2.3,;IIK 2.5.
CoxpaHHOCTB 3
AOKYMEHTOB [Ipobaema COXpaHHOCTH 3ACKTPOHHBIX JOKYMEHTOB. XPAHCHHE U

HA CIICHHAJbHBIX
HOCHTEJISAX

00paboTKa TOKYMECHTOB Ha CIICIIHATBHBIX HOCHUTCIIAX.






















MUHHCTEPCTBO ITPOCBEILEHHS
POCCHUCKOI1 ®EAEPAINHT

®EJEPAJIBHOE
T'OCYAAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJ/IBHOE YUPEKIEHHUE BBICILIETO OBPA3OBAHUSI
«IYTAHCKHI TOCYJAPCTBEHHBIN NEJATOT'MYECKN YHUBEPCUTET»
(PI'BOY BO «JIT'TTY»)

POBEHBKOBCKHI KOJUIEK (PHJIHA)
(deaepajibHOro rocy 1apCTBEHHOI0 0I0KETHOr0 00Pa30BATEIbHOI0 YUPEKACHHUS BbICIIEro
o0pasoBanus «Jlyranckuii rocyaapcTBeHHbIH neaarorniecKuii yHuBepcuTer»
(PoBenbkoBckuii kouienxk (punuan) ®I'bOY BO JIT'TLY»)

PABOYAS ITPOI'PAMMA
npodeCcCHOHATBHOTO MOMY JIsI

IIM.03 «BrimonHeHne BuaoB padot no npodeccun padbouero, cinyxkamero «Cekperapb-
MAIIUHUCTKA»»
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1. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOI'PAMMBI
MMPOPECCHOHAJBHOI'O MOAVYJIA

IM.03 «BbinmosiHeHHe BUAOB padoT mo npodeccun
pabouero, ciayxkamero «Cekperapb-MalIMHUCTKA»

npodeccuu padouero, ciyskamero «Cekperapb-MalluHUCTKA»»

IIpodeccroHanbHbIi MOIYJb BKIYEH B O0S3aTENbHYIO YacTb 00pa3oBaTeIbHOMN

MIPOrpamMMBl.

1.1. Hesab u mecTo npodeccHOHATBLHOr0 MOAYJISI B CTPYKTYpe 00pa30BaTe/IbHOH NPOrpaMMblI:
Lenp moxymst: ocBoerne Buna aesitenbHocTH [IM.03 «BeimonHeHne BHOOB paboOT Mo

1.2. Ilnanupyemblie pe3yJbTaTbl 0CBOCHHUS NPO(eCCHOHAIBLHOI0 MOAYJIS:
B pesynbrare ocBoeHHs MPO(eCcCHOHATPHOTO MOAYJIA O0YYaIOIIHUIACS JOJDKEH:

Koo
OK,
IIK

YMmernb

3uare

Baagernb
HABBIKAMH

OK 01

pacrio3HaBaTh 3amady WU
npoOnemy B
npoecCHOHATbEHOM u/vm
COLMATBHOM KOHTEKCTE,
AHAJIM3UPOBATh 3a1ady W/ WM
npobieMy ¥ BBIOCNATH €€
COCTaBHbIE YaCTH, OMpPEAesSITH
STambl  pELIeHUs]  3aJa4u;
BBIABIATE U 3((PEKTUBHO
HCKaTh WH(POPMAIHIO,
HEOOXOAMMYIO ISl  PeLIeHHS
3amaun = W/ mpoOseMBbl,
COCTAaBIATb TJIaH JIEHCTBUA,
OmpenensiTh HEOOXOANMBbIE
pecypcesr, BJIAZETh
AKTyaJIbHBIMH MeTOIaMHU
paboTel B mpodeCCHOHATBLHOM
u CMEIKHBIX chepax;
pean30BbIBATh COCTABJICHHBIN
IUJIaH OLIEHHBATH PE3yJbTaT U
MOCJIECTBUST CBOMX JEUCTBUI
(caMoCTOSITeNTEHO WA c
MOMOIIbIO HACTABHUKA)

AKTyaJIbHBII
npodhecCHOHAbHBIHI u
COIMANIbHBINL ~ KOHTEKCT, B
KOTOPOM MPUXOAUTCS
paboTaTh W KUThb OCHOBHBIE
UCTOYHUKYM HHPOPMAIMU U
pPeCypChI ISl peIIeHus 3a1aq
u npobiem B
npodecCHOHAIbHOM  W/WJH
COILMAJIbHOM KOHTEKCTe
aJrOPUTMBbI BBIMOJTHEHHSI
pabor B mpodeccroHaNbHOMN
" CMEKHBIX 00JacTsX;
METO/IbI padoThI B
npodecCHOHABbHOM u
CMEKHBIX cepax CTPyKTypy
MJjaHa Uil pelieHus 3amad
MOPSITOK OLIEHKHU
Pe3yJIbTATOB PEIIeHUs 3a71ad
npodecCHOHaBbHOM
NesITeIbHOCTH

OK 02

OTIPENEeNATh 3aJaUH JJIsl TOMCKA
uHpopManuy, OTpeneNsaTh
HeoOXOTUMBIe UCTOYHUKHU
uHpOpMaLMK,  TMJIAHUPOBATH
mpouecc TIOWCKA,
CTPYKTYPHPOBATh MOIYYAEMYIO
UH(pOpPMALHIO, BBIZCIISITH
HauboJsiee 3HAUMMOE B MEpEUHe
uHpopManuy, OLICHUBATh
NPAaKTHYECKYI0  3HAYMMOCTH
pe3yIbTaTOB TIOUCKA,
opopmIsTH Pe3yJIbTaThI
MOUCKA, TPHUMEHSTh CPEICTBa
UH()OPMALIOHHBIX TEXHOJIOTHIA

HOMEHKJIaTypa
UH(POPMALTMOHHBIX
UCTOYHHUKOB, MPHUMEHSIEMBIX B
npodecCHOHATbHOM
IeSITeTbHOCTH

NpUEMBbl  CTPYKTYPHPOBAHUS
uHpOpMaIu dopmar
opopmnenust  pe3ynbTaTOB
MOUCKA uHpOopMauy,
COBPEMEHHbIE CpEeNCcTBa U
YCTPOWCTBA
uHpOpMaTH3ALNU

NOPSIIOK UX MPUMEHEHHsS M
MPOrpaMMHOE 00eCIeYeHue B




st perieHust
npoecCHOHANTbHBIX 3a]1ad,
UCIOJIb30BATh  COBPEMEHHOE
MporpaMMHOe obecreueHue,
UCIIOJIb30BATh pazuvHbIe
uudpoBrie  cpencTtsa s
pemieHuss npodeccHOHANTBHBIX
3a1aq

npodeccuoHaNbHON
OESITEIbHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM HH(POBBIX
CpencTs

OK 04 | opraHu3oBbIBaTH paboTy | MCUXONIOTUYECKUE  OCHOBHI | -
KOJUIEKTHBA W KOMAHJbL, | AESITEIbHOCTH  KOJUIEKTHUBA,
B3aMMOJIEHCTBOBATh ¢ | mcuxoJoruyecKue
KOJIJIETaMH, PYKOBOACTBOM, | OCOOEHHOCTH JIMYHOCTH
KJIMEHTaMHU B XOJI€ | OCHOBBI MPOEKTHOH
npoecCHOHATbHOM NesITEIbHOCTH
AeSITeIbHOCTH

OK 05 | rpaMoTHO  m3maraTb  CBOM | OCOOEHHOCTH COLIMAJBHOTO H | -
MBICITH u o(hopMIISITE | KyJIBTYPHOTO KOHTEKCTA,
TOKYMEHTBI 1o | mpaBuia oopmnenus
npoeCCHOHAIBHONH TEMAaTHKe | TOKYMEHTOB
Ha TOCYNAapCTBEHHOM S3bIKE, | U TIOCTPOEHUS  YCTHBIX
NPOSIBJIATh  TOJIEPAHTHOCTH B | COOOIIEHHIT
paboveM KOJUIEKTHBE

OK 09 | moHumath OOIIMIA CMBICIT YETKO | TIpaBUiIa [IOCTPOCHUS
MIPOU3HECEHHBIX MPOCTBIX u CJIOJKHBIX
BBICKA3bIBAHUN HAa W3BECTHBIE | MPEAJIOKEHUN Ha
TE€MbI, TOHUMAThb TEKCTbl Ha | MPOPECCHOHATBHBIE  TEMBI
0a3oBble  TMPOQECCHOHATBHBIC | OCHOBHBIE
TE€MBI Y4aCTBOBATh B AMAJIOrax | obmeynorpeduTenbHble
Ha  3HaKoMble  OOLIME W | [JIAroJjbl (OprTOBas u
npodecCHOHANTbHBIE TeMbI | TpOEeCCHOHAIIbHAS JIEKCHKA)
CTPOHTH NPOCTHIE | JTEKCHUECKUH MUHHMYM,
BBICKa3bIBaHUSI O ce0e W O | OTHOCSINMHCS K OIHUCAHHIO
cBOeH npodecCHOHATBHON | MPEAMETOB, CPEncTB 51
AeSITeTbHOCTH KPaTKo | MPOLECCOB
O0OCHOBBIBaTE M OOBACHATH | MPO(HECCHOHAIBHON
CBOHU IeHCTBUS, MUCATh | ACSITEIBHOCTH
IPOCTBIE CBSI3HBIE COOOIIEHHS | OCOOEHHOCTH MPOU3HOLICHUS
Ha 3HaKOMbIE WIN | IpaBUJa YTEHUST TEKCTOB
UHTEPECYIOLINe npodeCCHOHATBHON
1poheCCHOHATbHBIE TEMBI HANPaBJICHHOCTH

IIK 3.1 | npaBuiIbHO NONIB30BATHCA IpaBUIIa MOJIb30BAHUS 4ETKOCTb
HOPMAaTUBHO-METOANYECKUMH | COBPEMEHHBIMH CIIOBAPSIMH U | OTCIICIKUBAHHS
TOKYMEHTaMH T10 CIPAaBOYHBIMU U3IAHUSIMH 110 | JIOTHYECKOH
IOKYMEHTALHOHHOMY SI3BIKY M TPAKTHYECKON NOCJIEIOBATEIbHOCTH
00eCTIeUeHHIO YIIPABJICHUS, TI0 | CTHJIMCTHUKE, TPaBHJIa MIOCTPOCHHS
pernamMeHTauu padboThI yrnotpebieHus ourmansHo-
CeKpeTapsi B COOTBETCTBUU C KOPPEKTYPHBIX 3HAKOB B XOZ€ | IEJOBBIX TEKCTOB
yCTaHOBJICHHBIMU npaBkH OpHULHATBHO- TOKYMEHTOB,
TpeOOBaHUAMU U TEKCTOB, NPOBENCHUS
TOJDKHOCTHBIMU OCHOBBI PEIaKTUPOBAHUS MIPOBEPKH
00513aHHOCTSIMHU, TPAMOTHOCTh | CITy’K€OHBIX TOKYMEHTOB B (akxTuaeckoro
KOHCTPYUPOBAHHS PA3IMYHBIX | COOTBETCTBUU C Marepuana,
BUIOB OJIAHKOB CITy KEOHBIX 3¢ eKTUBHBIM MOJITOTOBKH
TOKYMEHTOB, paboThI ¢ OCYIIECTBIEHUEM TOKYMEHTOB
IOKYMEHTaMH, COCTABIICHHUS, npodeCCHOHATBHON pa3IUIHON
pelaKTUPOBAHUS U AESITeIbHOCTH CTETIEHU CJIOKHOCTH




oopmteHHs OpraHU3aNOHHO-

B COOTBCTCTBUU C

pacropsauTeIbHbIE yCTaHOBJIEHHBIMHU
IOKYMEHTBI OPTaHH3alHU B TpeOOBaHUAMU
COOTBETCTBHUHU C
YCTaHOBJICHHBIMU
TpeOOBAHUAMU

IIK 3.2 | a¢dexTuBHO ONpenensiTh TJIaH OpraHU3aluu paboThI -
HOPMBI BPEMEHH Ha CITy>KOBI
JENOTPOU3BOJICTBEHHBIE JOKYMEHTALIMOHHOTO
OTepany B COOTBETCTBHH C o0ecrieueHnst ypaBJIeHUs B
YCTaHOBJICHHBIMU COOTBETCTBHUH C
TpeOOoBaHUSIMHU YCTaHOBJICHHBIMU

TpeOOBAHUAMU

IIK 3.3 | rpaMOTHO COCTaBJISTh U OCHOBBI 3(pPeKTHBHOTO s¢dexTuBHOE
Oo(hOpMIISITH HOMEHKJIATYPBI e | UCIOJIB30BAHMUS obecrieueHust
OpPTaHU3aLUU B COOTBETCTBUH C | KOMIIBIOTEPHBIX Ka4ecTBa
NPUHLUIIAMA U MTPABHIIAMH, TEXHOJIOTUH, CETEBBIX BBIMOJIHSAEMBIX padboT
3aKpETJICHHbIMU B UH(POPMALHOHHBIX B COOTBETCTBHH C
IeNCTBYIOIINX HOPMATHBHO pPECypCcoB B CEKPETAPCKOM TOJDKHOCTHBIMU
METOAMYECKUX JOKYMEHTaX 00CITy)KUBaHUHU 00513aHHOCTSIMU

cekperaps

IIK 3.4 | rpaMOTHO NPOBOAUTD TEKYIEE | MPaBUIIA MIPOBOXKAECHUS | -
XPaHEHUs TOKYMEHTOB, TEKYILIEro XpaHEHUs
MOJTrOTOBKA N K Tlepeiavye Ha | JOKYMEHTOB, OCHOBBI
apXHBHOE XpaHEHHUE B MOJATOTOBKH 1€ K Tepenaqe
COOTBETCTBUH C Ha AapXWBHOE XpaHEHHE B
yYCTaHOBJIEHHBIMU COOTBETCTBUU c
TpeOOBaHUAMU YCTaHOBJIEHHBIMHU

TpeOOBaAHUAMU

IIK 3.5 | I'paMOTHOCTB OpraHu3aluu OCHOBBI TPaMOTHOTO 4ETKOCTh
npuéma MmoceTuTeNeH, MIOJIB30BAHMS BBITTOJIHEHHSI
HCIIOJIb30BAHHUS BUSUTHBIX TEPMHHOJIOTHEN [1eTOBOH TEXHUYECKIX

KapTOUYeK MPU OPTaHU3aLUN
npuéma NoceTUuTENEN B
COOTBETCTBUU C
YCTaHOBJICHHBIMHU
TpeboBaHUAMU

pedr B COOTBETCTBUH C
3¢ exTuBHBIM
OCYLIECTBICHUEM
npodeccroHaIbHON
IeSITeIbHOCTH.

byHKUMi cexperaps
1o o0ecrneYeHuro u
00CTTy KUBAaHUIO
paboThI
PYKOBOIUTES
OpraHU3aIlnH,
MONpa3ae/IeHuUs

B COOTBETCTBHHU

C TOJI’KHOCTHBIMH
00s3aHHOCTSAMU







2.3. Conep:xkaHue npodecCHOHAIBLHOT0 MOAYJIA

Haumenosanue
pa3aesioB U TEM

Cogepsranue v GopMbI OPraHU3ALHH AEITEJIBHOCTH 00yar0LIHXCS

O0nem, akag. 4/ B TOM
yucyie B hopme

Koabr koMmneTeHmuii,
(opMHpOBaAHUIO KOTOPBIX

MPAKTHYECKOI CHoCco0CTBYET 3JIEMEHT
nmoaAroTOBKH, aKaa. 4 nporpamMmmabl
1 2 3 4

Pa3gen 1. Texnonorus BoinoJjiHeHusi padot no npodgeccuu «Cekperapb-MAIMHUCTKA» 74
M/IK 03.01. OcBoenue Buaos padot no npodeccuu ""Cekperapb-mamuHucTKa'"
Tema 1.1 Conaepsxanue IIK 3.1.
Oxpana Tpyaa Texnuka 6¢30macHOCTH U OE30MACHOCTh TPYAA.
Tema 1.2. Coaepsxanue IIK 3.1.
Benenue renedonnpix IMonyueHue HEOOXOAMMOM MHPOPMALIUH U TICPEAAUa CAHKITHOHUPOBAHHOM
pasrosopos uH(pOpMAIUH 10 TCACPOHY ¢ COONMIOACHUEM ITUKH OOIICHUS U MPaBUIT

peuesoro stukeTa. [lepeHanpasienue Tene)OHHBIX 3BOHKOB PYKOBOACTBY

" COTPYAHUKAM OpPraHUu3alu. Hcnons3oBaHue TEXHAUECKAX U

HPOTPAMMHBIX CPEACTB sl IPOBEACHUS FONOCOBOM WU BUACO-

KOH(CPCHII-CBSI3H.

B Tom 4uHc/Ie npaKTHYECKHX H J1A00pPATOPHBIX 3aHATHIA 4

Beacnue y4eTHBIX PErHCTPATHOHHBIX (POPM TIPH HOTYUCHHH.

VY CTaHOBICHHE KOHTAKTA ¢ COOCCEAHUKOM, TOAACPKKA H PA3BUTHE ACIOBOMH]

Occenpl B MPOLECCe TeNe(hOHHBIX IEPETOBOPOB, C COOIMIOICHUEM

cykeOHOro THKeTA. 3aIuTa KOHQUACHIMATBRHON CITyKEOHOH

vHGOPMAIUH.
Tema 1.3. Coaepmaﬂne 4 MK 3.1.
IIpaeuia padorsl ¢ . . ~

. Pa6ora ¢ koHpuAcHIMATBHOM Ci1yKeOHOM HHpOpMAITHEH.

KOH(pHIAeHIHAJLHOM
nndopmanueii B ToMm umc/ie NPpAKTHYECKHX H J1a00PATOPHBIX 3AHATHIA 4

[Mopsaok AokyMEHTHPOBaHUS KOHPUICHIUATEHONH HHPOPMALIHH.
Tema 1.4. Coaepmaﬂne 6 MK 3.1.
Cayxe0HbIE JOKYMEHTbI z

HopwmarueHo-nipaBoBas 6a3a ZJOKYMEHTHPOBAHUS VIIPABICHUYCCKOH

JCATCIPHOCTU. JHAUCHHE U (PYHKLINH JOKYMCHTOB B YIIPABICHHH.

Knaccudukamms cyxeOHpIX 1okyMeHTOB. TpeboBanns Kk 0opMICHUIO

YHOPAaBJICHUYCCKUX JOKYMCHTOB. baank JAOKYMCHTA U €TI0 Pa3HOBUAHOCTU.

B Tom uncae NPaKTHYCCKUX H .]'laﬁOpaTOprIX 3aHATHH 4

Cocrasnenue u ohopmiIcHHE OIAHKOB CITYKESOHBIX JOKYMCHTOB.




Tema 1.5.
Nudopmannonno-
CIpaBOYHbIE
AOKYMEHTbI

Coaepiranue

Cnyxe6Hoe mucemo. AkT. Crpaeku. [Iporokon. Beimrcka u3 npoTokoios.
CayxcOHBIC 3aITHCKH.

B Tom uuHc/Ie npaKTHYECKHX H J1A00pPATOPHBIX 3aHATHIA

CocraBneHue, peAakTHPOBaHKE U 0QOPMICHHE HHPOPMAITHOHHO-
CIIPAaBOYHBIX JOKYMCHTOB: ACJIOBBIX IMUCCM, dAKTOB, CIIPABOK; IMPOTOKOJIOB U
BBIMHCOK U3 MPOTOKOJIOB; CITYKEOHBIC 3AIIUCKH.

TIK 3.1.

Tema 1.6.
PacnopsiauresbHble
AOKYMEHTbI

Coaepiranue

HpI/IKaSLI O OCHOBHOM ACATCIbHOCTH. Breimrcku u3 MPUKA30B.
PaCHOprKeHI/IH, NOCTAHOBJICHUA, PCIICHUA.

B Tom 4Hc/Ie NpaKTHYECKUX H JIA00PATOPHBIX 3aHATHIA

CocraBicHue, peJaKTHPOBAHHUE U OGOPMIICHUC PACIOPSAUTEIBHBIX
JOKYMEHTOB: IPUKA30B 110 OCHOBHOU AESATEIHHOCTH, BBIIIHCOK M3 TIPHUKA30B;
pacnopsKEHHH, BBITTHCOK M3 MPUKA30B.

TIK 3.1.

Tema 1.7.
JoxymeHT0000pOT

Cogepiranue

ABTOMaTI/ISI/IpOBaHHbIC CUCTCMBI JOKYMCHTAITUOHHOTI'O O6GCHG‘{CHI/IH
yrpasneHus. [loastue nokymentoobopora. TexHosorus oopaboTku
MOCTYMAKIINUX TOKYMEHTOB. COCTaBICHUC U BEACHHC YICTHBIX
nokymenToB. [IpaBuna u GopMsl perucTpaniuy JOKyMEHTOB.
Ocy1ecTBIeHHE KOHTPOIS BHITOTHCHUS OPYUCHHUN; BEACHHE YUCTHBIX
JokyMeHToB. KoHTpome ucnonHenus nokyMeHToB. ObpadoTka
OTHPABIIEMON KOPPECIIOHACHLIUH.

B ToM 4Hc/Ie NpaKTHYECKUX H JIA00PATOPHLIX 3aHATHIA

Peructparus Bxoasuicii koppecnonacHimu. OhOpMIICHHE U BSICHHUS
HOMEHKNATyphl Aei. CocTaBICHHE HOMCHKIATYPBI AT OPTraHH3aLUH.
OO6mme npuHIMIEL GOPMHUPOBAHUS ACH. [ pymmHUpoBKa JOKYMEHTOB B A¢a.
Xpanenue J0kyMeHTOB U aen. OdopmicHHEe JOKYMEHTOB H ACT K
JIUTEIBHOMY U MOCTOSIHHOMY XPaHCHHIO.

TIK 3.1.

Tema 1.8.
Nudopmannonnsie
TEXHOJIOTHHU B padoTe

Coaepiranue

nexTponHas nouta. MuTepHET-TeXHONMOTHU B paboTe cekperaps (HOBEIC
CpeacTBa KOMMYHHKALIMH B CEKPETAPCKOM OOCTY KHBAHHH, «OOIATHEIC)
TEXHOJIOTHH).

B Tom uuHc/Ie NpaKTHYECKUX H J1A00PATOPHBIX 3aHATHIA

«Cnenoi» JeCATUTANBLEBBINA METO IEYATH.

TIK 3.1.













Ananu3 ¥ OUEHKa
npOOJIEMHBIX CHTYaLUH.

peLIeHni

[Iposepounbie pabOTHI IO KaXKAOH
TEeMe.

ATTecTanusi mo NpOU3BOACTBEHHON
MPAKTHUKE.

OK 02 Hcnonb3oBanue  coBpeMeHHBIX  cpenctsa | Kontpons BBITIOJIHEHUS
MOMCKa,  aHalM3a M MHTepIpeTaLuu | MPaKTUYEeCKUX 3aJaHH.
uHpopmarmy, u UCIIONBb30BAHUC | YCTHBIA WJIM TECTOBBIH KOHTPOJIb
PIH(l)OpMaL[I/IOHHbIX TEXHOJIOTHI JJ1A TEOPETUUECKUX 3HAHUU.
BBIIONHEHHsI  3afia4  MPO(ECCHOHANBHON | Ayanus u  ouenka pereHHit
ACATEIBHOCTH. npOOJIEMHBIX CHTYaLuH.

[IpoBepounbie pabOTHI IO KaXKAOU
TeMe.

ATTecTanus no Npou3BOACTBEHHOMN
MIPAaKTHUKE.

OK 04 Bs3aumopeiicteue n pabdora B komnektuse U | KoHTponb BBITIOJIHEHHUSI
KOMaH/ie MPaKTUYECKUX 3aJaHHH.

YCTHBII WM TECTOBBIA KOHTPOJb
TEOPETUUECKUX 3HAHU.

AHanu3 U OLiEHKa pelieHui
npOOJIEMHBIX CHTYaLH.
IIposepounbie pabOTHI IO KaXKAOU
TeMe.

ATTecTanus no Npou3BOACTBEHHON
MPaKTHUKE.

OK 05 OcymectBieHne yCcTHOM u  muchbMeHHOH | KoHTponb BBITIOJTHEHHUSI
KOMMYHHKALMUU Ha TOCYJapCTBEHHOM SI3bIKE | MPAKTUYECKUX 3aaHull.
Poccuiickoit ~ @enepai ¢ y4€TOM | VCTHBIA MM TECTOBBIA KOHTPOJIb
0cOOEHHOCTEH COOHAJIBHOIO M KYJBTYPHOTO TEOPETHYECKUX 3HAHUU.
KOHTCKCT AHanu3 W OlEHKa pelIeHuit

npOOJIEMHBIX CHTYaLUH.
[Iposepounbie pabOTHI IO KaKAOU
TeMe.
ATTecTanus no Npou3BOACTBEHHOMN
MIPaKTHUKE.

OK 09 Hcnonb3oBanue npodeccuonanbholt | Kontpons BBITIOJIHCHHUST

AOKYMEHTAUN Ha
HHOCTPAHHOM sA3bIKax

roCyAapCTBEHHOM U

MPaKTUYECKUX 3aJaHUM.

YCTHBII WM TECTOBBI KOHTPOJb
TEOPETUUECKUX 3HAHU.
AHanu3 U OlLleHKa
npOOJIEMHBIX CHTYaLUH.

peLIeHni

[Iposepounbie pabOTHI IO KaXKAOU
TEMe.

ATTecTanusi mo nMpOU3BOACTBEHHON
MPAKTHUKE.




