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1. HACHHOPT IMPOI'PAMMBI TIPO®PECCUOHAJIBHOTI'O MOAYJA
IIM.01. Opranu3anusi JOKyMeHTAMOHHOI0 o0ecnevyeHnsi ynpaBJeHUs U (PYHKIMOHMPOBA-
HHSl OPTraHU3AUNHU

1.1. Ob6saacTh NpUMeHeHHs TPUMEPHOH MPOTrPaMMbl
Pabouas mporpamma mnpodeccronanbaoro moayis IIM 01 «Opranu3anus JOKyMEHTAIMOHHOTO
oOecrieyeHns yrnpaBieHUs! U (PyHKIIMOHUPOBAHHS OPTaHU3ALUN» SBISETCS YacThIO OCHOBHOHM 00-
pa3oBaTeNIbHOI MpOorpaMMbl B COOTBETCTBHH ¢ DeiepanbHbIM TOCYJ1apCTBEHHBIM 00pa30BaTeIbHbIM
CTaHIapTOM cpeaHero npodeccuonansHoro obpaszoBanus no cnenuanbHoct 46.02.01 «/loxkymen-
TallMOHHOe o0ecneyeHHe YNPaBJIeHUsI H ApXHBOBeJeHHe)», B YaCTH OCBOCHHS OCHOBHOI'O BH/A
npogeccnonanbHoil gesitenbHocTH (BII/I): opranusanusi JOKyMEeHTALMOHHOIO olecleYeHus:
ynpaBJ/jieHHsl ¥ (P)YHKUHOHHPOBAHUS OPraHU3ALMHU U COOTBETCTBYIOUIUX NMPOdecCHOHATbHBIX
komnerenuuii (I1K):

IIK 1.1. KoopaunupoBath paboTy opranusanuu (IpUEeMHON pPYKOBOAUTENs), BECTH MPUEM
ITOCETUTEIIEH.

I[IK 1.2. OcymectBisaTe paboTy MO MOATOTOBKE U MPOBEICHHUIO COBEIIAHUM, JETOBBIX
BCTpEY, IPUEMOB U MTPE3ECHTALUH.

IIK 1.3. OcymiecTBasTh HOATOTOBKY JIEJIOBBIX MOE3/I0K PYKOBOAUTENS U APYTUX COTPYIHUKOB
OpraHu3alIiu.

IIK 1.4. OpranuzoBath pabodyee MeCTo ceKpeTapsi U pyKOBOJAUTEIIS.

IIK 1.5. OdopmisaTe U pErucTpupoBaTh OPraHU3ALMOHHO-PACIOPSAIUTENbHbBIE JOKYMEHTHI,
KOHTPOJMPOBATh CPOKH MX BBIMOTHEHHUS.

[IK 1.6. OOpabareiBaTh BXOSIIME M HUCXOASAIINE JOKYMEHTBHI, CHCTEMAaTH3UPOBATh UX, CO-
CTaBIISATh HOMEHKJIATYPY /11 U (OPpMHUPOBATh JOKYMEHTHI B JieNa

IIK 1.7. CamocTosiTennbHO paboTaTh ¢ JOKYMEHTaMH, COJEPKAIMMU KOH(PHUACHIIHATHHYIO
UH(OPMAILIHIO, B TOM YHUCIIE TOKYMEHTaMHU 0 JIUYHOMY COCTaBYy.

IIK 1.8. OcymectBnath TenepoHHOE 00CTy)KUBaHNE, IPUHUMATh U Nepe1aBaTh (HaKCHI.

IIK 1.9. OcymecTBiATh MOATOTOBKY JI€M K IIEpejadye Ha apXUBHOE XPAHEHUE.

IIK. 1.10. CocTaBasiTh OOUCH J€Jl, OCYLIECTBIATH MOJATOTOBKY A€l K Iepeaaye B apXuB opra-
HU3aLUHU, TOCYJapCTBEHHBIE U MyHUIIMIIAJIbHBIE aPXUBBI.

Pabouas nmporpamma mpodeccuonanbrHoro moayisi [IM 01 «Opranuzamnus 1OKyMEHTaIlMOH-
HOro o0ecreyeHus yrpaBieHus: U (yHKIMOHUPOBAHUS OpraHU3allun» MOXKET OBITh MCIIONb30BaHa B
paMKax peaju3aluu IporpamMM JOMOJHUTENBHOIO MPo(ecCHOHAIBHOIO 00pa3oBaHUsl, B YaCTHOCTH,
nporpaMmM npogeccuoHanbHON MOJTOTOBKM M MEPENOATrOTOBKM paOOTHHUKOB C 1I€JIbI0 OCBOEHUS HO-
BOTO BUJa MPo(eccrOHAIbHOM 1eATeIbHOCTH.

1.2. llesan u 3aqaum MOAYJIs — TPeOOBAHUS K Pe3yJbTaTaM 0CBOEHHUSI MOTYJIsI

C nenbro OBIa/IeHUs YKa3aHHBIM BUAOM MPOPECCHOHATBHON JIEATEIHHOCTH U COOTBETCTBYIOIIUMU
POoPECCHOHAIBHBIMUA KOMITETCHIIUSIMU OOYJarOIIUHCS B X0/I€ OCBOCHHUS MPOdEeCCHOHATHHOTO MO-
JUyJIsl JOJKEH:

HMeTh NPAKTHYECKHH ONbIT:

OpTraHU3aINH TIOKYMEHTAIMOHHOTO 00eCreYeHHs yIpaBIeHUs U GYHKIIMOHUPOBAHUS OpraHU3aIlul
YMeTh:

— NPUMEHSATh HOPMATHUBHBIE aKThl B YIIPABJICHUECKOM AEATEIbHOCTH;

— TOATOTABJIMBATH MPOEKTHI YIIPABICHUECKUX PELICHHUI;

— 00pabarpIBaTh MOCTYMAIOIINE U OTIIPABISIEMbIE IOKYMEHTHI, CHCTEMAaTU3HPOBATh UX, COCTABIISTh
HOMEHKJIATypy Jied U GOpMHUpPOBATh TIOKYMEHTHI B JI€Na;

— TOTOBUTH U MIPOBOJAUTH COBELIAHUS, AEIOBBIE BCTPEUYH, IIPUEMBI, ITPE3EHTALINY.

3HATH:

— HOpPMATHBHBIE MPABOBBIE aKTHI B 00JIACTH OPraHU3alMK YIPaBICHUYECKON AESITEIbHOCTH;

— OCHOBHBIE MpPaBUJIa XPAHEHUSI U 3aLIUTHI CIIy)keOHOM nHpopmManuu.



1.3. PexoMeHayeMoe KOJINYECTBO YACOB HA OCBOEHHE MPOTrpaMMbl NPodheccHOHATBLHO-
ro MOJIYJIsI:
Bcero — 517 vacos, B TOM 4HCIIE:
MaKCHUMaJIbHOW y4eOHOW Harpy3ku oOy4varomierocs — 517 qacoB, BKItOUast:
00s13aTeNLHOM ayTMTOPHON y4eOHOI Harpy3ku ody4aromerocs — 368 yacos;
CaMOCTOATENIbHON paboThl oOyuatomerocs — 149 gacos;

2. PE3YJIBTATBI OCBOEHUA TPO®ECCHOHAJBHOI'O MOAYJIA

Pe3ynbraTroM OCBOGHHS MpOrpamMMmbl MPOGECCHOHATHLHOTO MOMYJIS SIBISETCS OBJAJICHUE
00y4aromuMHUCs BUJIOM NMPO(ECCHOHAIBHON JICATEIbHOCTH MO OPraHU3alHN JOKYMEHTAIIMOHHO-
ro obecneyeHusi ynpapjieHuss U GyHKIIMOHUPOBAHUS OPraHU3ALUMU, B TOM YHcle podeccuo-
HanbHbIMU (ITK) 1 06ummu (OK) komneTeHumsIMHU:

Kon HaumenoBaHue pe3yiabTaTa 00y4eHHs

K 1.1 Koopaunuposats paboTy opranuzanuu (IpUeMHOM PYKOBOJUTENS), BECTH MPUEM I10-
CeTuTeNei.

IIK 1.2. OcymiecTBisITh pabOTy MO MOATOTOBKE M MPOBEACHUIO COBEIIAHMM, EIOBBIX BCTPEY,
MIPUEMOB U MPE3CHTaIUH.

[IK 1.3. | OcyuiecTBiaTh NOATOTOBKY JEIOBBIX MOE310K PYKOBOJIUTENS U APYTUX COTPYIHUKOB
OpTraHH3aIHH.

IIK 1.4. | OpranuzoBaTh pabodee MECTO CEKpeTapsi U PYKOBOIUTEIS

MK 1.5. | OdopMasTh W pErucTpUPOBaTH OPraHU3AIMOHHO-PACTIOPSAUTEIbHbIE JOKYMEHTHI,
KOHTPOJIMPOBATH CPOKH HX BBITOJTHCHUS.

[IK 1.6 OO0pabaTbIiBaTh BXOJAIINE U UCXOJSIINE TOKYMEHTBI, CHCTEMaTH3UPOBATh X, COCTAB-
JSITh HOMEHKJIATYPY JIeNl U1 OPMHUPOBATH TIOKYMEHTHI B JIeNa

IIK 1.7. | CamocTosTenbHO paboTaTh C JOKYMEHTaMH, COJIEPKAIIUMU KOH(PHUICHIIUAIBHYIO HH-
dbopmanmio, B TOM YUCIIe JOKYMEHTaMH M0 JHYHOMY COCTaBY.

[IK 1.8. | OcymectBruath TenepoHHOE 00CTyKUBaHUE, IPUHUMATh U MepeIaBaTh (DaKCHI.

IIK 1.9. OcymiecTBISITh MOJTOTOBKY /e K TIepe/iaue Ha apXUBHOE XPaHEHHE.

IIK 1.10 | CocTaBusTh ONKCH JI€J, OCYIIECTBIATH MOATOTOBKY JeN K IMepeaadye B apXuB OpraHu3a-
1[MU, TOCY/IAPCTBEHHbIE U MYHUIUTIAJIbHBIE ADXUBBI.

OK 1. [loHnMaeT CyIIHOCT, M COLMANbHYIO 3HAYUMOCTh CBOoe Oynymieil mnpodeccun,
MIPOSIBIISIET K HEW YCTOWYMBBINA MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JIEATENBHOCTh, BEIOUPATh TUIIOBBIE METO/bI U CIIOCOOBI
BBITIOJTHEHUS MPoQecCHOHANBHBIX 3a/1a4. OnieHnBaTh UX 3()()EKTUBHOCTH U KA4eCTBO.

OK 3. IIpuHUMaTh penieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYALUAX

OK 4. OcymiecTBnATh MOUCK W HCHOJb30BaHME HH(pOpMAIMM, HEOOXOOUMON  is

3¢ (}HEeKTUBHOIO BBINOJIHEHUS MPOPECCHOHANBHBIX 3a7ad, Mpo(ecCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHSI.

OK 5. Hcnonb30BaTh MHPOPMATMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B MPO(ECcCHOHATb-
HOU JIeITEIbHOCTH.

OK 6. PaGotarb B KoOJUIeKTMBE U KoMaHzae, 3(@exkTuBHO o0OmATbCI ¢ KOJUIETaMH,
PYKOBOANTEINSIMH, TIOTPEOUTEISIMU.

OK 7. bpate Ha ce0d OTBETCTBEHHOCTh 3a pPa0OTy UJIEHOB KOMaHAbl (MOJAYMHEHHBIX),
pe3yJIbTaT BBIIOJIHEHHUS 3aJaHU.




OK 8. CaMoCTOSATENbHO ONpeAeATh 3aJaud MpOo(ecCHOHATBHOTO U JTUYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCA CaMO00pa30BaHUEM, OCO3HAHHO TJIAHMPOBATH MOBBIIICHHE KBATHU(PHKAIINH.

OK 9. OpueHTHpOBaTbCA B YCJIOBHMSIX YacTOM CMEHBI TEXHOJIOTHH B MpodeccrOHAIbHON
NESTEIbHOCTH.

OK 10. | McnonHATP BOMHCKYKO OOS3aHHOCTb, B TOM YHCJIE C IPUMEHEHHEM IIOJYyYEHHBIX

poeCCUOHAIBHBIX 3HAHUM (7151 FOHOIIICH ).




3.1. TemaTnuecknii mian npogeccnoHanbHoro Mmoayias IIM 010pranusanusi JOKyMEHTAIlHOHHOIO o0ecnieYeHnsl YIPAaBJICHHUS
POBAHMSI OPTaHU3ALUHU

U (PYHKIUOHHU-

O0Bem BpeMEHU, OTBEJIeHHBIH HA OCBOEHHUE MEKANCHUIIVIMHAPHOT O

Kypea (Kypeos) IIpakTHka
CamocrosiTe1bHas
Oos3aTenbHas aylMTOpHas yuyeOHast
Bcero yacos pabora IpousBoacTBeHHasn (Mo
] HArpy3kKa o0y4aouerocst
HaumeHoBaHus pa3nenoB | (makc. yued: 00y4awuierocs NPOQUITIO CIIeNNATb-
Konbl npogeccuonaib-
HEIX KOMITETeHIHii npo«beccnonan*bnoro MO- Has Hazpys3- B T.4. BT KVD- BT kvD- | VueGmas HOCTH),
Ay Ka u npax- JabopaTopHbIe co;aa;;l };E co;;z;;l yalz 4ACOB i 4acoB
muKku) Bcero, padoThI U P Bcero, P (ecnu npedycmompena
4acoB NpPaKTHYECKHE Oora (mpo- 4acoB Gora (mpo- paccpedomouenHas
3aHATHA exT), exT), NpaKmuKa)
’ 4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
K. 14-1.7. MJK.01.01  [loxymeH-
TAIlMOHHOE 00ecTeyeHne 200 133 26 67 - -
YIIPABIICHHS
K. 1.7 M/IK.01.02  IIpaBoBoe
pEryaMpoBaHHME  yIIPaB- 104 69 28 20 35 20 - -
JIEHYECKOM IeATEIbHOCTH
nK1.1-14.,1.8 M/K.01.03  Opranuza-
Hs CEKPETapcKoro o0- 141 94 24 47 -
CIIy’>KUBaHHUs
YuebHast npaKTHKA 36 36 36
IpousBoACTBEeHHAS 36 36 36
NMPaKTHKA
BCero 517 368 93 | 149 | 36 36

Umoeosas ammecmayus MJIK. 01.01 6 hopme oudppepenyuposannozo 3awema

HUmoeosas ammecmayus MJIK. 01.02 6 popme Dxzamena

Umoeosas ammecmayus MJ[K. 01.03 6 dhopme oughghepenyuposannoeo sauema

Hmoeosas ammecmayus YII. 01 6 popme ougppepenyuposannozo 3auema

Umoeosas ammecmayus I111. 01 6 chopme oughghepenyuposannoco 3auema

- Pa3,uen HpO(i)eCCI/IOHaJ'H)HOFO MOAYJId — 4aCTb IPOrpaMMbI HpO(bGCCI/IOHaIH)HOI‘O MOAYJIsL, KOTOpas XapaKTEepUu3yeTcs JIOTHYECKOM 3aBCPUICHHOCTBIO U HAIIPABJICHA HAa OCBOCHUEC OﬂHOﬁ
HJIN HCCKOJIBKHUX l'lpO(l)eCCI/IOHaJ'[BHBIX KoMneTeHuui. Pa3gen HpO(l)eCCI/IOHaJ'H)HOFO MOAYJISE MOKET COCTOATH M3 MEKIUCHTUITTIMHAPHOIO Kypca WIN €0 4aCTH U COOTBETCTBYIOIIMX YacC-
Tel y‘le6HOﬁ n HpOI/ISBOHCTBGHHOﬁ IMpaKTHUK. HaumenoBanue pazaeina HpO(l)GCCI/IOHEU'H)HOI"O MOAyJIA JOJKHO HAYMHATBCA C OTIJIArOJIbHOI'O CYHICCTBUTCIBHOIO U OTpaKaTb COBOKYII-
HOCTb OCBaMBaCMBbIX KOMHCTCHHHﬁ, yMeHI/Iﬁ ¥ 3HAHWUH.
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3.2. Coaepxanue o0yyeHusi mo npogeccuoHaibuomy moayao IIM 010pranuzanus J0KYMEHTAIMOHHOTO o0ecniedeHUsl YNpPaBJeHUsd U (PyHK-
LHIMOHMPOBAHHUS OPraHU3ALMHI

HaumeHoBaHue pa3jiesioB npo- Conep:kanue y4eOHOro MaTepuaJia, 1ad0paTopHbie padoThI M MPAKTHY e- O0bem yacon YpoBeHb
(peccuonanbnoro monyas (IIM), CKHUe 3aHATHS, CAMOCTOsITe/IbHAsI padoTa o0yuarmmxcs, KypcoBasi pador OCBOEHMS
MeKIHCUUIJIMHAPHBIX KYPCOB (mpoekr)
(MIK) u Tem
1 2 3 4

M/KO01.01. [TokyMeHTAlMOHHOE O0ecneyeHue YIpaBJIeHUs

Pa3nen 1. TexHoorusi cocraBjieHusi 1 0(pOpMJIeHHST TOKYMEHTOB OpPraHu- 200

3aumMu

Tema 1.1. Beenenune Coaep:xaHue 1

JIOKyMeHTHI U TOKyMeHTUpoBaHue. DYHKIMH JOKYMEHTOB. Y HU(DHUKAIHS U 2

CTaHJapTU3aus JoKyMeHTOoB. O0mmue TpeboBaHus K 0(POPMIICHHUIO TOKYMEH-
TOB. OCOOEHHOCTH SI3bIKA JIOKYMEHTOB.

CamocrosiTesibHas padoTa: onpeaenuTs GyHKIIMH TOKYMEHTOB, YKa3aHHBIX 2 3
IperoJiaBaTeIeM

Tema 1.2 TpeboBanus k opopmiie- | Coaep:xanue

HUIO PEKBU3HUTOB Oopmymsp-oopazen. 'OCT P 6.30-2003. CoctaB u TpeboBanus Kk odopmiie- 2 1

HUIO PEKBU3UTOB JOKYMCHTOB, HCIIOJIb3YEMbBIX B ynpaBﬂqueCKOﬁ JACATCIIBHO-
cTu. bnank HOKYMCHTA.

CamocrosiTesibHas padora: 4 3
1. TloAroToBUTBHCS K TEXHUYECKOMY TUKTAHTY HA 3HAHHE PEKBU3UTOB.
2. OdopmuTs 6IAHKH JOKYMEHTOB C TTPOJOJIBHBIM U YTIIOBBIM PaCIIONo-
KEHHEM PEKBHU3UTOB

Tema 1.3. OpranuzaimoHHbIe J0- Conep:xanue

KYMEHTBI [TonsiTHe, TpEOOBaHUS K COAEPIKAHUIO  O(OPMIICHHIO OpraHU3allMOHHBIX J10- 2 1
KyMEHTOB: YCTaB OPraHU3aLUH, [TOJIOKEHHE O CTPYKTYPHOM MOAPA3ACICHHH,
CTPYKTYpa U IITaTHAsl YUCIEHHOCTh, TOJDKHOCTHAS! HHCTPYKIMS, ITpaBUiIa
BHYTPEHHET0 TPYI0BOT0 pacnopsKa

Tema 1.4. JloroBopHO-1IpaBoBast Conep:xanue

JIOKYMEHTAITUS
[TonsiTHe, TPeOOBAHUS K COAEPIKAHUIO U OPOPMIICHHUIO TOTOBOPHO-TIPABOBBIX 2 1
JIOKYMEHTOB: JIOTOBOD, CITy)KeOHasl ¥ JINYHASL JOBEPEHHOCTh
CamocrosiTeibHas padora: HaiiTu B cetu MIHTepHET THUIIOBOM JOTOBOP KYTI- 6 2

JU-TIPOAAXKHU U 0POPMHUTH TOTOBOP HA MOKYINKY NpUHTEpa OT UMeHH Baeit




OpraHnu3ann

IIpakTnyeckas padora: ohopMmiIeHHE TOBEPEHHOCTH

Tema 1.5. PacnopsinutensHbIe 10-
KYMEHTBI

Conep:kanue

[TonsiTue, TpeOOBaHUS K COACPIKAHUIO 1 O(OPMIICHHIO PACTIOPSIUTEIHHBIX
JOKYMEHTOB: yKa3, IOCTaHOBJICHUE, IPUKA3, PACIIOPSKEHUE

IMpakTHyeckas padora:
1. Odopmnenue npukasa
2. OdopmieHne pacnopsuKeHUs

CaMmocTosiTe1bHasi paboTa: MOArOTOBUTHCS K IPAKTUYECKUM paboTam, 1o-
BTOPUB IIPOWICHHBIN MaTepHAIl

Tema 1.6. CripaBouHO-
UH(POPMALMOHHBIC JJOKYMEHTBI

Conep:xanue

[TonsiTre, TpeGoBaHUS K COAEPXKAHUIO U ODOPMIICHUIO CIIPABOYHO-
MH(OPMALIMOHHBIX JOKYMEHTOB: IPOTOKOJ, aKT, JOKJIaAHAasl 3al1CKa, CITy-
»KeOHas 3amucka, MpeoKeHue, CripaBKa

IIpakTnyeckas padora:
1. Odopmienue npoTokona
2. Odopmuenue akta
3. OdopmiieHre JOKIaHON 3aMUCKU
4. OdopmiieHne 3asiBICHUS

CamocrosiTeqbHasi paﬁoTa: IMOATOTOBUTHCA K NPAKTUUCCKHUM pa60TaM, I10-
BTOPHB HpOfI)IGHHBIfI MaTcpurall, HIOATOTOBUTHCA K TCCTY 11O PCKBHU3UTAM

Tema 1.7. CnyxeOHast mepenucka

Conep:xanue

[TonsiTue, TpeGoBaHUS K COAEPHKAHUIO U 0ODOPMIIEHHUIO CIIY>KEOHBIX TceM. Bu-
JIbl CITy>kKeOHbIX nrceM. OcoOEHHOCTH s3bIKa CITYK€OHOM Mepenucku.

IIpakTHyeckas padora: ohopMieHne cIyKeOHBbIX THCEM

Tema 1.8. JIoKyMEHTBI IO TUYHOMY
COCTaBy

Conep:xanue

JlokyMeHTaIus 1o JINYHOMY COCTaBY KaK KOMIUIEKC JOKYMEHTOB, 0popM-
JSIOUMX TPYIOBbIE MPABOOTHOLICHUS MEXAY (PU3NYECKUM U HOPUIUYECKUM
JHIaM: [IpUeM, TepeBoJl, OCBOOOXKICHNE OT JOJDKHOCTH, MPEAOCTaBICHHE OT-
ITyCKOB, MOOLIPEHNE U IUCHUIUIMHAPHBIE B3bICKAHMUS.

Knaccugukanust TOKyMEHTOB MO JIMYHOMY COCTaBY: JIMUHBIE, TIEPBUYHBIC,
UTOTOBBIE, CBOJHBIE. [IpaBuiia coctaBiaeHust 1 0ohopMIIeHHS.




IIpakTnyeckas padora:
1. Odopmienune npukasa no JHYHOMY COCTABY
2. OdopmieHne XapaKTEPUCTHKH.
3. Odopmnenue aBTodHOrpaduu
4. OdopmiieHre pe3rome

12

CamocrosiTesibHAasi paboTa: COCTaBUTH ajh00M 00Pa3IOB TOKYMEHTOB 15
Paznen 2 . CoBpeMeHHbIE TEXHOJOTHH OPraHU3ANMHM /1eJI0NPOU3BOACTBA
Tema 2.1. JlenonpousBonactso kak | Comep:kanue
oTpacib JeSTeIbHOCTH B cepe OcHOBHBIE MOHSTHS JAETIONPOU3BOACTBA. OpraHn3alloOHHO-TIPaBOBbIE (HOPMBI 2
IIpaBJICHUS OpraHu3ali JOKYMEHTAIIHOHHOTO OOecreueHus yrpaBlieHus. 3agad CIIyX0
JOVY.
CamocrosiTesibHas pa0oTa: HaliTH B CETU UHTEPHET TUIIOBBIE TOJKHOCTHBIE
MHCTPYKLIUU COTPYIHUKOB cayx0 10OY 12
Tema 2.1.. Opranuzanus nokymes- | Coaep:xkanue
Toobopora [Toustue nokymentoobopota. Pacuer o6bema nokymenroobopora. Homenkna- 2
Typa JIeJl OpraHu3alum: TpeOOBaHUS M OpraHU3anus padOThI
CamocrosiTeibHAas padoTa: 03HAKOMUTBCS C MaTEpUAIIOM Kypca JIEKLIUH, Te- 10
Ma 11, MMCbMEHHO OTBETUTH Ha KOHTPOJIbHBIE BOIIPOCHI
Tema 2.3. Opranunzanus pabotsl ¢ | Conepxxanune
BXOJSIIEH TOKyMEHTauen Ilytn nocrymnieHus JOKyMeHTa B yupexaeHue. [IpuemM u nepBoHavanb- 2
Hast 00paboTKa TOKYMEHTOB, COCTaB BBINOJIHAEMBIX pabOT MU NEPBUYHOI 00-
paboTke 1okyMeHTOB. PekBu3nut «OT™METKa O MOCTYIJICHUH IOKYMEHTa B Opra- 4
HU3aLUI0». MecTo MpocTaBIeHus], COCTaB PEKBU3UTA.
IIpakTnyeckas padora 4
[Tpriem BXoag1IUX TOKYMEHTOB
Tema 2.4. Opranu3zanus padotel ¢ | Conepxanune
BHYTPEHHUMU U UCXOJAUIUMHU J10- [IpenBapuTenbHOE pacCMOTPEHUE TOKYMEHTOB, €ro 1eiau. PexBuzur 2

KyMCHTaMU

«Pe3omonus», ero coctas, 3HaUeHUE U TpeOoBaHus K ohopmieHnto. OCHOB-
HBIE MPAaBWJIA ONIPENEIECHUS TUIIOBOIO MapIIpyTa JOKYMEHTA B YUPEKICHUN.
IToaroroBka JOKYMEHTOB AJI1 pACCMOTPEHMS PYKOBOJACTBOM. THUIIOBBIE CPOKHU
PacCMOTPEHHMsI TOKYMEHTA U NIEPEIAYN €r0 Ha UCIIOJHEHHE.




Perucrpanus BHyTpeHHHX JIOKyMEHTOB, €€ 3ajauu 1 nenu. Kateropuu
JIOKYMEHTOB, HE OJIEKAIUX perucrpauui. OCHOBHON IPUHLIUI PETUCTpa-
LUH.

[Ipouecc npuema u 00pabOTKU UCXOAIIUX TOKYMEHTOB, COCTAB BbI-
HOJIHAEMbIX Pa0OT NP TPAJIULIMOHHOM CIIOCO0€ OTIPaBKHU (110YTOM): MpoBEpKa
NPaBUIBHOCTH OPOPMIICHHS, HATMYKE TIPUIIOKEHUS, afjpecara, COpTUPOBKa O
ajZipecaraM UM BUJaM OTIIPaBIIEHUH, aipecoBaHue, (anblieBaHUe, KOHBEPTOBA-
HUE, 3aKJI€MBaHNE KOHBEPTOB, B3BEIINBAHKUE, MAPKUPOBKA, COCTABIIEHUE ONUCU
pacceuiku. OducHas TeXHUKA, TPUMEHsIeMasi TIPU TPAJAULIMOHHOM CrIoco0e OT-
IPaBKH JJOKYMEHTOB.

OTtnpaBka JOKYMEHTOB € IOMOIIbIO (pakca. DIEKTPOHHAs 1o4Ta. THIbI
CHCTEM 3JICKTPOHHOH MOUTHI (T1100aIbHbIE, KOPIIOpaTHUBHBIE). THUIIOBBIE HETOC-
TaTK{ B OPTaHU3alMU OTHPABKH JOKYMEHTOB M IyTH UX YCTPAaHCHHUS.

IIpakTnyeckas padora

1.Opranusanus perucTpalnuu 1 pacCMOTPEHUs BHYTPEHHUX U UCXOJAIINX J10-
KyYMEHTOB

2. IToAroToBKa JOKYMEHTOB K OTIPaBKE

CamocTosnTeIbHAs1 paoTa: 03HAKOMUTHECS C MaTEpUalIOM Kypca JIeKIUH, Te-
Ma 13, MUCBMEHHO OTBETUTh Ha KOHTPOJIbHBIE BOIPOCHI

10

Tema 2.5. KoHTpoJIb UCTIOTHEHUS
JIOKYMEHTOB

Conep:xanue

3HavyeHue, NPUHIMIBI U TpeOOBaHMUA K OpPraHU3allMd KOHTPOJIS HCIOIHEHHUS
JIOKYMEHTOB B JIeJIonpou3BocTBe. Kareropuu 10KyMeHTOB, MojJeKalue KOH-
TPOJIIO.

MeTo bl KOHTPOJISE UCIIOJIHEHUSI TOKYMEHTOB B YCJIOBUSAX TPaJUIIMOHHOMN U aB-
TOMAaTU3UPOBAHHON TEXHOJIOTUU 00PAaOOTKH IOKYMEHTOB

IIpakTuyeckas padora

Opranu3anus KOHTPOJIS HUCIOJHEHHS JTIOKYMEHTOB Ha paboueM MecTe C HC-
MOJIb30BaHHUEM TPAAUITMOHHOW U aBTOMATU3UPOBAHHON TEXHOJIOTHH 00pabOTKHI
JTIOKYMEHTOB.

Tema 2.6. Opranu3arus Jeaonpo-
M3BOJICTBA 110 OOPAIEHUSIM TPakK-
nad

Conep:kanue

OcHOBHBIE 337]a41 JIEIIONPOU3BOJICTBEHHOMN CITYKObI IO OpraHU3aIui pabOTHI C
obOpamenusiMu rpaxknaaH, ee ocodeHHocTH. @3 «O paborte ¢ oOpameHUIMU
rpaxkIaH»

Opraau3zanys npueMa rpakJiad B roOCyJapCTBEHHBIX YUPEKACHUAX




IIpakTuyeckas padora: padora ¢ oOpaleHUsIMU TpaxkiaH

CamocrosiTeibHast padora: koHcrekT @3 «O paboTe ¢ 0OpaIIeHUsIMHU TpaxK-
JTaH»

10

Tema 2.7. ®opmupoBanue u xpa-
HEHUE JIe] B JIeTIONPOU3BOJICTBE

Conep:xanue

OcHoBHBIE TpeOOBaHMs K (POPMUPOBAHUIO /1€
[TpaBuna ¢popMupoBaHHUS JOKYMEHTOB Pa3IMYHBIX KaTeropuil aein. [IpuHIMIIEL
CUCTEMATH3aLMK JOKYMEHTOB BHYTPH JIE

IIpakTnyeckas padora
dopmupoBaHue el

12

CamocTosnTeIbHAs1 pafoTa: 03HAKOMUTHCS C MaTepUalIOM Kypca JIeKIUH, Te-
Ma 17, OTBETHTh Ha KOHTPOJIbHBIE BOIIPOCHI

10

Tema 2.8. JlenonpousBoacTBo
KaJ[pOBOM CITY>KOBI

Conep:xanue

HopmatuBHO-MeTOAMUECKHE MaTepUaibl, perJjaMeHTUpPYIoIue paboTy ¢ Kaj-
poBoii fokyMeHTanue. CoctaB ¥ BUIbI KaAPOBOM JOKyMEHTALlUU
CucremaTuzanys, XpaHeHUE U YHUUYTOKEHUE KaAPOBOM TOKyMEHTallUU

IIpakTnyeckas padora
1. OdopmieHne TOKYMEHTOB IPU IpUeMe Ha padboTy
2. OdopmieHne TOKyMEHTOB IIpH MEPEBOJIE HA APYTyI0 padoTy
3. OdopmieHne TOKYMEHTOB MPH HAJIOKEHUN TUCIUATUTMHAPHOTO B3BICKA-
HUS
4. OdopmieHue T0KyMEHTOB IIPU MOOLIPEHUH PAaOOTHUKOB
5. OdopmieHne TOKyMEHTOB ITPU YBOJIbHEHUH paOOTHHKA

20

CamocrosiTesibHAas padora: 3a0JHUTh YHUPUIUPOBAHHBIE (POPMBI IPUKA30B
0 KaJipam

10

Tema 2.9 IloaroroBka u nepenaya
Jie1 B BEJOMCTBEHHBIN apXuB

Conep:xanue

[Topsimok neiicTBUiA pH nepeiade JOKYMEHTOB B BEJOMCTBEHHBIN apXHUB
WHdopMannoHHbIe XapaKTEPUCTHKN TOKYMEHTOB U JI€JT

CocraBiieHHE COPOBOAUTENBHOM TOKYMEHTALUU IIPU NIEpeiade JOKYMEHTOB B
BEJJOMCTBEHHBII apXUB

IIpakTuyeckas padora:
IToaroroBka nen k nepenade B apXuB
Odopmienne TOKyMeHTOB ¢ ucrnosib3oBanuem 11K

60

KypcoBoe npoekrupoBanue

20

10




MJIK 01.02. IIlpaBoBoe peryJiupoBaHue ypaBJeHYeCKOH eI TeJIbHOCTH

104

Tema 1.1. IIpaBoBbie aKkThI yrpaB-
JCHUS

Conep:xanue:
BBenenne: OCHOBHbIEC MMOHITHS JUCIUIUIMHBI, HOPMaTHBHO-METOAMYECKast 0a3a
peryiupoBanus MPOoPeCCHOHATBHON ASSITETLHOCTH

AJMUHUCTPATUBHO-TIPAaBOBBIE ()OPMBI U METO/IbI TOCYAAPCTBEHHOTO PEryiu-
pOBaHUSA

IIpaBoBsbie akThl ynpaBienus. [IpaBuia uzganus u perucrpanuu [1AB

IIpouecc u MeTOIBI yIIPaBICHHS OpraHU3alueil

XapaktepucTuka GyHKIUNA YIIPABICHHS

1,2

Tema 1.2. PerynupoBanue yrpas-
JICHYECKOH JIeATEIbHOCTH Ha OCHOBE
COBPEMEHHOM CUCTEMBI TPYIOBOIO
npasa

Conep:xanue

HCJII/I, OCHOBHBIC 3ala4d TPYAOBOI'O 3aKOHOJATCIILCTBA.

HpI/IHI_II/IHLI TPYydOBOI'O IIpaBa. OTBETCTBEHHOCTH 3a HapyHmCHUC TpyA0OBOI'O 3a-
KOHOJAaTCJIbCTBA

HpaKTuquKue 3aHATUA

1. | Pewenue curyanuii: PerynupoBanue TpyAOBbIX OTHOLIEHUH.

Tema 1.3. Bo3HUKHOBEHUE U TIpe-
KpalleHHe TPYAOBbIX OTHOIICHHHA

Conep:xanue

1. | OcHOoBaHUS BOBHUKHOBEHUS M CTOPOHBI TPYAOBBIX OTHOIIEHHH

2. | TpynoBoii 10roBop, €ro cojepKaHus U yclIoBUs. BUIbI TPyIOBBIX J0T0-
BOPOB.

3. | IIpekparieHue Tpy10BOTO I0roBopa

4. | MarepuanpHas OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JOTOBOpa

10

IIpakTH4eckne 3aHATHA

1. \ CocraBneHue TpyJ0BOTO JOrOBOpa

Tema 1.4. CoOnroieHue HOpM TpY-
JIOBOT'O pacropsiika U JUCIUIINHBI

Tpyda

Conep:xanue

1. | ducrunnmnHa tpyna. [IpaBuna BHYTpEHHETO TPYAOBOTO pacropsijika op-
TaHU3aluu

2. | Pexwum pabouero BpeMeHH, BUIBI PEKUMOB. YUeT pabodero BpeMeH!

3. | Bpewms otnpixa, ero Buasl. [Topsmok mpeqocTaBieHUs OTITYCKOB

4. | Yyer paboyero BpeMeHU

10

IIpakTHYecKkHe 3aHATHA

1. | Anamus curyaruii o Teme «OTBETCTBEHHOCTH TPYIOBOTO 3aKOHOAATEIb-
CTBa»

2. | PemnreHne cWTyallMOHHBIX 3anad «/[eHCTBUS HOPM TPYJIOBOTO 3aKOHOJIA-

11




TCJIBbCTBA»

3. | Pemenne cutyanmoHHBIX 3an1a4 «J/leiicTBUS HOPM TPYJOBOTO 3aKOHOJA- 2
TENbCTBA»
4. | Pemienne cuTyalMOHHBIX 3ana4y «KOMIUIEKCHBIM XapakTep TPYyIOBOTO 2
rpaBay
5. | Pemenune cutyaninoHHBIX 33124 «XapakTep 3alIUThl TPYIOBBIX IIPaB» 2
6. | Pemenue cuTyanMoHHBIX 3amau «JlucuumiuHa Tpyaa U ee olecrede- 2
HUEM
7. | Pemenue cutyaunoHHbIX 3a1a4 «[IpaBoBoe perynupoBaHre BHYTPEHHETO 2
pacropsiIKa»»
8. | Pemenue cutyanmonssix 3a1a4 «lloomnipenue 3a ycnexu B pabore» 2
9. | Pemienue cuTyannoHHBIX 3amad «Pexxum pabouero BpeMeHH, BUABI pe- 2
KHMOB)
10. | Pemienue cuTyanuoHHbIX 3amau «CBepxypouHas pabora. Henopmmpo- 2
BaHHBINA pabOUYUM JCHBM
11 | Pemenue curyanoHHbIx 3a1a4 «llopsaok npenocTaBieHus OTITYCKOBY 2
12 | Pemienue cutyanmoHHBIX 3amad «Otmyck 0e3 coxpaHeHus: 3apaboTHOI 2
TJIaThI)
Tema 1.4. OenepansHoe 3akoHOoa- | ComepkaHue: 12
TEIBbCTBO B 00sacTi JokyMeHTanu- | 1. | @3 «O6 undopmaiwn, vHGOpMATH3ALKH U 3aIIUTE HHPOPMAIIHI»
OHHOTO obecnieueHnst ynpasiaeHus | 2, | @3 «O nepcoHalbHbIX JaHHBIX)
3. | @3 «O pabote ¢ oOpameHusIMA TPaAKTAH»
4. | @3 «O koMMepUecKoi TaliHey
5. | AHTHKOPPYIIIMOHHOE 3aKOHOIATEITLCTBO
CamocTosiTe/IbHAsi padoTa NPH M3YYeHUH : CHCTEMaTHYecKas MpopaboTKa MaTepHuasIoB JEKIIMOHHOTO Kypca, y4eo- 35

HUKOB M Y4€OHBIX MTOCOOMI B COOTBETCTBHUH C 3aJJaHUEM ITPETIO1aBaTeNs

12




MJIK 01. 03. Opranuzanmsi CEKpeTapcKoro 00CayKuBaHMsl

141

Tema 1.1. Cekperapckoe 00cTyxu-
BaHMe U ero GpyHKIMH B paboTte op-
TaHU3alUuU

Conep:xkanue

20

Posib 1 MecTO cexpeTaps B yIpaBIeHUECKON CTPYKTYpe OpraHu3aluu
HopmaTtuBHo-meronnueckas 6a3a paboTsl cekperaps. JJomKHOCTHAS UHCTPYK-
WS CEKpETapsi, €€ CTPYKTypa, MOPSAOK U OCOOCHHOCTH pa3paboTKu
Opranuzanus pabodero Mecta 1 TpyJa ceKperaps

OTUYECKHE aCTIeKThl CEKPETAapCKOil paboThI

IIpakTnyeckas padora
1. Pa3paboTka DOIKHOCTHOW MHCTPYKIIUU CEKpeTaps
2. Opranu3zaius pabodero Mecra cekpeTapsi

CamocrosiTesibHas padora

Hcnone3ys cpenctBa MHTEpHET pecypcoB, MPOBECTH HMCCIEIOBAHUE PBIHKA
Tpyna CBepasioBCKOI 00JacTH B 4acTU BOCTPEOOBAHHOCTH CHEIHAIMCTOB IO
i(0)%

16

Tema 1.2. Opranuzanus padoTsl
IIPUEMHOMN

Conep:xanue

CoBpeMeHHbIE CpeicTBa OPITEXHKHU. DiIeKTpoHHas noura. Opranuzaius padbo-
ThI pykoBoautens. [IpaBuna Benennsa npuema nocerurenei. [Ipasuna BeneHus
Tes1e()OHHBIX IEPErOBOPOB.

26

IIpakTnyeckas padora:
1. PaGora c KOonUpOBaILHON OPTTEXHUKOM
2. Pabota 1o CKaHMPOBAHHUIO JOKYMEHTOB
3. OtnpaBka 10KyMEHTOB 3JIEKTPOHHOM MOYTOM
4. OrtnpaBka J0KyMEHTOB (hakcoM
5. Pabota ¢ MynbTUMETUITHON YCTaHOBKO
6. Opranuzanus npuemMa NoceTHTeNen

CaMocTosiTe1bHasi paboTa: COCTaBUTh Pe3tOMe Ui IpUMa Ha paboTy ceKpe-
Tapsi U OTHPABUTH AJIEKTPOHHOMN MOYTON MPENOAaBaATENIO

10

Tema 1.3.IToarotToBka CoBeIaHUIA,
pe3eHTalNi, TPUEMOB, KOHPEPEH-
oy

Conep:xanue

TexHonorust mOAroTOBKY HH(OpMaLMK Jyis poBeieHust meponpusrtus. [lox-
TrOTOBKA BBICTYIUIEHHsI pyKOBOJUTENS HAa Meponpusatuu. CocTtaBieHue npo-
rpaMMbl Meponpustus. [loagroroska nomenienus. Opranuzaius 00CIyKruBa-
HUs MEPOIPHUSTHSL.

24

IIpakTuyeckas padora
1. TloaroroBka MH(OPMAIIMOHHBIX MAaTEPUAIOB

10

13




[ToaroToBKa mpe3eHTalUH AJIsl PYKOBOIUTEILS

Odopmitennst ”HPOPMAIIMOHHOTO THChMa O MTPOBEICHUN MEPOTIPHUSITUS
CocraBiieHHe POrpaMMbl MEPOIIPHSTHS

5. OdopmieHne perucTpaioHHbIX HopM

W

CamocrosiTesibHast padora:
1. CocraButh HHPOPMALMOHHYIO CIIPABKY O KATETOPHUAX CEKpeTapeil
2. Hcnonp3ys IONOJHUTENBbHYIO HH(POPMAIUIO, ONKUCATh MPEUMYIECTBA
AJIEKTPOHHOTO JIOKYMEHT0000pOTa
3. CoctaButh «potorpadguio» padbodero aHSI CEKpeTaps
4. TloaroToBUTH MPE3CHTAIINH HA TEMBbI, YKa3aHHbIE MTPETI0IaBaTeNIeM

21

IKk3ameH (KBAJIUPUKALMOHHBIN): BrinmoaHeHne mpakTHYECKOro 3aaHus 10
COCTaBIIEHUIO, 0O(hOpMIIEHUIO U 00PabOTKE TOKYMEHTOB

Bcero

445

14
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10.
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wn

N ook

Copep:xxanue y4eOHOI MPAKTHKH MO NPO(PUIIO ClIeHATBHOCTH (BUABI padoT):

XapaxkTepHCcTHKa OpraHU3allMOHHO-TIPaBOBOW ()OPMBI OPTaHU3ALUH U €€ CTPYKTYpa.

O3nakomiieHHE cO CTPYKTypoil cimyx0b1 JIOY (kaHuenspuu, cekperapuara) opraHu3alnuu, ee GyHKIUIMU U
TEXHHYECKUM 00eCredyeHneM pabodux MecT.

O3HaKOMJICHHE C CUCTEMOM OpPraHW3allMOHHO — MPABOBOM JOKyMeHTanuu. Busl u odopmiieHre opraHu3alm-
OHHO-TIPaBOBOH JOKYMEHTAIHH.

O3HaKOMJICHHE C BUJAMH PACHIOPSAUTEIHLHOW JOKYMEHTAIUH, TOPSA0K OPOPMIICHHUS PaCTIOPSAUTEIHHON J0-
KyMCHTAallMU B OpraHu3aiuu.

O3HakoMIICHHE ¢ BUAAMHU WH()OPMAIIMOHHO—CIIPABOYHON JOKYMEHTALUH, MOPSI0K odopmiieHHs HH(POpMALU-
OHHO-CHpaBO‘IHOf/'I AOKYMCHTAIIMU B OpraHyU3alu.

O3HakoMIIeHHE C BUIaMH U 0()OPMIICHHEM JOKYMEHTALUH 10 JTUYHOMY COCTaBY.

OpraHmauH;{ 3alIUTHI ICPCOHAJIBHBIX JAHHBIX O pa6OTHI/IKaX opraHnu3anmu.

O3HaKOMJICHHE CO CXEMOH JOKYMEHTOOOOpOTa B OpPraHM3alH W OpPTraHW3alus PErucTpanuu JOKYMEHTOB.
HOp?IIIOK MPOXOKACHUA PA3TIUYHBIX JOKYMCHTOIIOTOKOB OpraHu3aliu.

O3HakOMJICHHE C HOMEHKJIATYpPOH JIeJl OpraHu3aluy, MOPSIKOM COCTaBJICHHS U O(QOPMIICHHUS /e OpraHu3a-
ouu.

O3HaKOMIICHHE C TIOPSIIKOM TIOATOTOBKH JIeJ K Tepeade Ha apXUBHOE XpaHEHHE.

. AHanIu3 CTPYKTYphl pabovyero BpeMeHU pyKOBOJIUTEINS U CEKpeTapsl.
12.
13.

O3HakoMJIEHHE C TTOPAIKOM ITpUeMa rocetuteselt (padbora B IpUEeMHON pyKOBOAUTES).
O3HakOMJIEHHE M aHAJIU3 BEJCHUS CIYKEOHBIX TeJIE(QOHHBIX MEPErOBOPOB B COOTBETCTBUU C ITUUYECKHUMH U
NICUXOJIOTUYECKUMHU MPaBUJIaMH U TPeOOBAaHUAMM (ONUCATh U IPUBECTU IPUMEDPHI).

Coaepxanue y4eOHOM NPAKTHKH 10 MPOQUIIIO CIICHHATBHOCTH (BHABI padoT):

O3HaKOMIIEHHE C HpaKTHKOfI IMOATOTOBKH W MNPOBCACHUSA ACITOBBIX COBGHIaHI/II\/'I, BCTpCY, NPUCMOB, IMPE3CHTA-
it (mpuBecTH mpuMepsl). Onpenenenne poiu cekpeTaps B IOATOTOBKE COBEIIAHUH.

O3HaKOMJIEHHE C IOPSAKOM MOATOTOBKH MOE3/I0K M KOMAHIMPOBOK COTPYIHUKOB U PYKOBOJUTENS
O3nakomiieHHe ¢ paboTOM apXrBa OpraHU3aAIMH: KaJPOBBIN COCTAB U JOJDKHOCTHBIE 00s13aHHOCTH PaOOTHUKOB
apxuBa.

O3HaKOMJIEHHE C YCIOBHAMH XpaHEHHUs JIEN B ApXUBE.

O3HaKOMJIEHHE C TPOLIECCOM IIPOBEPKU HAIUYHS U COCTOSIHUS JJOKYMEHTOB U JIe]l B apXUBE.
O3HakOMJIEHME ¢ OpraHM3alMeN BbIIAuu A€l BO BPEMEHHOE MI0JIb30BAHHUE.

3amuTa oT4yera 1o npaktuke (AuddepeHunpoBaHHbIN 3a4eT)

36

36
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4. YCJIOBUSA PEAJIM3ALIIMU ITPOI'PAMMBI TIPOPECCHOHAJIBHOI'O MOAYJIA

4.1. TpeGoBaHUSI K MUHIMAJILHOMY MaTepPHAJIbHO-TEXHHYECKOMY 00ecredeHHI0
Peanu3zanus nporpaMmmsl MOYIIsl IpeAIoaraeT HaIuYle yueOHbIX KaOMHETOB:
PaBOBOIO o0ecreyeHus MPopheCCUOHATLHOMN 1A TeNbHOCTH;

JOKYMEHTAIMOHHOTO 00eCIeueH s yIpaBIIeHUs;

Ob6opynoBanue yueOHOro kabuHeTa U pabounx MecT KaOMHeTa:

- paboume Mecta Il O0Oy4aromuxcs (CTONBl YUYCHHYECKHE, CTYJIbs), CTOJI OQHUCHBIN,
CTYNbs, TOCKA KJIacCHast; pabodee MECTO Y4uTens (CTOJ, CTyI), JOCKAa MarHUTHAas, HACTCHHBIC
CTEH/Ibl, KHWKHbIE HIKa(bl U1l XpPaHEHUS JUIAKTHYECKUX MaTepUalloB, CIIPAaBOYHON U y4eOHOH
JUTEPATYPHL;

CpeznctBa 00y4eHus:

- KpaTKU# Kypc JIGKIUH 110 TOKYyMEHTAIlHOHHOMY OOECIIEYCHHUIO YIIPaBIICHUS

- 3aJJaHNS U METOJIMYECKHE YKAa3aHUS K BBINOJIHEHHIO CaMOCTOSITEIbHBIX PA0OT

- 3aJJaHUS U METOIMYECKHE YKAa3aHUS K BBIIOJIHEHHUIO PAKTHUECKUX PadoT

- IPUMEPHBIE TEMBbI KypCOBBIX PaboOT

- METOAMYECKUE YKA3aHUS K BHIIIOJHEHHIO KYPCOBOTO IPOCKTHPOBAHUS

- IPE3EHTAL[MIOHHBIE MaTepUaIIbI 10 TEMaM YPOKOB

- KOHTPOJIbHO-U3MEPUTEIbHBIC MaTEPUAITBI
Texnuueckue cpesicTBa 00yueHus:

- HarJIHBIE M MYJIbTUMEINHHBIC, KOMITBIOTEPHBIC ayIUTOPHH C JOCTYIIOM B JIOKAIBHYIO
CeTb, UHTEPAKTUBHBIE JOCKU, IPOEKTOPHI U AP.

OO6opynoBanue J1abOPaTOPUU U PabOYMX MECT J1a0OpaTOpUU: HATJIATHBIE CPEICTBA U
MYJIbTUMEAUMHBIE TOCOOMSI, KOMIBIOTEPHBIE ayJUTOPUU C JAOCTYIIOM B JIOKAJIbHYIO ceTh, MH-
TEPHET, MHTEPAKTUBHBIC TOCKH, MTPOEKTOP M Opr. TeXHHWKA (IPUHTEPHI, CKaHEepbl, (Gakchl) Jap.;
yueOHble 0a3bl JAHHBIX 10 TOKYMEHTAIIUOHHOMY OOECIIEYEHHIO YIIPaBJICHUS.

4.2. UudopmannoHHoe odecniedeHue 00ydeHus
Ilepeuens pexoMeHIyeMbIX y4eOHbIX H3/1aHMii, UHTepHET-pecypcoB, 10NOJIHUTEILHOM JIN-
TepaTyphbl
OcHOBHbIE HCTOYHHKH:

1. Pymbinuna JloKyMeHTaIlMOHHOE oOecrieueHue ynpasieHus. — Akajgemus. - Mocksa:

Axanemust, 2017

2. bacakoB M.M. JlokyMeHTallMOHHOE 0OecrieueHre yrpaBieHus (C OCHOBAMHU apXMBOBEJIe-
Hus) (st CI1O u HITO). — M: KnoPyc, 2013
JlenkeBuu JI.A. [lenonpousBoacTBo. YuebHoe nmocodue — M: Akagemus, 2007
JlenkeBuu JI.A. Cekpetapb-pedepent. [leaonpon3BoacTBo. YueOHoe mocodue — M:
Axanemus, 2007
5. Jlenkeruu JI.A. KagpoBoe nenonpoun3BoicTBO. YueOHOe mocodue — M: Akanemus,

B w

2007

6. Kmoxos U.B., [Itammuckuii B.C. DddexTuBHoe aenonpoussoactso (+CD). — M: ITu-
Tep, 2008

7. Poroxwun M. CripaBo4HuK 110 JaenonpousBoactsy. (+CD). — M: ITutep, 2008

8. bepesuna H.M. CoBpemenHoe aenonpousBoactso — M: Iutep, 2008

9. Konwun H.M. [IpaBoBbie OCHOBBI yITPaBIEHUECKOH JesiTeTbHOCTH — MockBa: FOpaiiT,
2017

10. ITerponra I'.B. ITlpaBoBoe obecriedeHre MpodecCHOHATHHOM eI TETFHOCTH. Y YeOHUK. —
Mocksa: Akagemus, 2011.
Pymeianna B.B. [IpaBoBoe obecrieuenue npodeccCuoHaIbHON AeATeIbHOCTH. Y YeOHUK.
4-¢ u3ganue. — MockBa: Akagemus, 2011.

11. Pymeiauna B.B. [IpaBoBoe obecnieuenne npodeccnoHaTbHOM NeATeTbHOCTH

12. TK PO
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13. Pymbinuna  JloKyMeHTAIlMOHHOE oOecrieueHue ynpasieHus. — Akagemus. - MockBa:
Axanmemus, 2017

14. bacakoB M.. JlokyMeHTaIIMOHHOE 00ECIIeYCHHE YIIPaBIeHUs (C OCHOBAMH apXHUBOBE/IE-
Hus) (ma CITO u HITO). — M: KuoPyc, 2013

15. T'anaxoB B.B. Opranusaius cekperapckoro oociyxxuanust — MockBa: Axkagemusi, 2017

16. JlenkeBud JI.A. [lenonpousBoacTBo. YueOHoe nmocodbue — M: Axkagemus, 2007

17. Jleaxeuu JI.A. Cekperapb-pedepent. JlenonponsBoacTro. YuebHoe nmocooue — M:
Axanemus, 2007

18. Jleakeuu JI.A. KagpoBoe nemonpoun3BoicTBo. YueOHoe mocobue — M: Akanemus,
2007

19. Knokos U.B., [Ttamuuckuiit B.C. DddexruBHoe genonpoussoacrso (+CD). — M: I1u-
Tep, 2008

20. Poroxxua M. CnpaBo4nuk 1o aenonpou3Boictsy. (+CD). — M: ITurep, 2008

21. bepesuna H.M. CoBpemennoe aenonpousBoactso — M: Ilutep, 2008

JlonoTHUTeIbHbIE UCTOYHUKH:

1.  ®enpepanbubiii 3akoH PO ot 27.12.2002 Ne 184—D3 «O TeXHUUECKOM PETYIUPOBa-
Hum» // C3 PO. — 2002. — Ne 52. — Cr. 5140.

2.  ®enepanbubiii 3ak0H PO ot 10.01.2002 Ne 1-®3 «O06 31eKTpOHHON HUPPOBOIA
noamnucu» // C3 P®D. —2002. — Ne 2. — Cr. 127.

3. ®enepanbubiii 3akoH PO ot 01.06.2005 Ne 53-D3 «O rocynapCTBEHHOH S3bIKE
Poccuiickoit denepanumny.

4.  ®enepanbubiii 3akoH PO ot 27 urons 2006 . Ne 149-D3 «O6 undopmanym, uH-
(dbopMaIMOHHBIX TEXHOJOTUSAX U 0 3amute uHbopmaruny // C3 PO. — 2006. — Ne 31. — 31 utons.
(. 1). — Cr. 3448.

5. ®enepanbubiit 3akoH PO Ne 59-D3 ot 02.05.2006 «O mnopsiike oOpalieHus rpax-
naH Pocculickon @enepanum.

6. ®enepanbhblil 3akoH PO «O6 apxuBHoM aene B Poccuiickoit @enepanum» ot 22
okTs10pst 2004 1. // C3 PD. — 2004. — Ne 43. — Ct. 4169; OteuectBennbie apxuBbl. — 2005. — No 1.
- C.3-19.

7. TOCT 6.10.1-88. VYHudunupoBaHHble cucteMbl JOoKyMeHTauu. OCHOBHBIE
nosio>keHus. — M.: U3a-Bo cranmapros, 1988. — 13 c.

8. TOCT 6.10.5-87. YHuduuupoBaHHbIE CHUCTEMBI JOKyMEHTanWW. TpeOoBaHUS K
noctpoeHuto Gopmymsipa-odpasua. — M.: U3a-Bo cranmaptos, 1987. — 12 c.

9. TOCT P 51141-98. [lenonponu3BOICTBO B apXHUBHOE Jies0. TepMHUHBI U Olpeere-
Hus. — M.: Toccrangapr, 1998.

10. TOCT P 51511-2001. IleuaTtu ¢ Boctipou3BeacHueM [ ocynapcTBerHoro repoa Poc-
cuiickon denepannu.

11. TOCT P 6.30-2003. YHudumnupoBaHHbIE CUCTEMBI JOKyMEHTAIUU. YHHUHUITUPO-
BaHHAas CUCTEMa OpraHU3allMOHHO-PACTIOPSINTENIbHON JoKyMeHTauu. TpeboBanus k odopmiie-
HUIO TOKYMeHTOB. — M.: ['occtanmapr, 2003.

12. TOCT P UCO 15487-1-2007. Cuctema ctanaapToB mno uHdpopmammu, 6ubamnorey-
HOMY M M3JaTeIbCKOMY JieNly. YIpaBiieHue JokyMeHTamMu. OO0Ine monoxKeHus..

13. O6mepoccuiickuil knaccupukatop yrpasieHueckoil gokymenrtamuu OK 011-93.
I'occranpapt Poccun. — M.: M3n-Bo ctanmaptos, 1995.

14. TlpaBuna nmenonpousBojACTBa B (eAepalbHBIX OpPraHax HCHOJHUTEIHLHON BIIACTH.
IToctanoBnenue [IpaBurenscrBa PO ot 15 nrons 2009 r. Ne 477.

15. TlocranoBnenue I'ockomcrara P® ot 05.01.2004 Ne 1 «O06 yrBepxaeHuu yHU(DU-
IAPOBAHHBIX (POPM MEPBUUHON YUETHON JOKYMEHTAlUU MO Y4ETY Tpyaa u ero omiare» // C3
P®. 2004. Ne2. Cr.284.
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16. TocymapcTBeHHasi cucTeMa JOKYMEHTAI[MOHHOTO obOecrieueHus: ympabieHus. Oc-
HOBHBIC TOJNOXKEHUs. OOmpe TpeOoBaHMS K JTOKyMEHTaM M CIIy)KOaM JIOKyMEHTAIlMOHHOTO
obecreuenust. — M., 1991. — 76 c.

17. OcHoBHBIC MpaBWiIa pabOTHl apXUBOB opranm3anuid. — M.: Pocapxus, 2002. — 152

18. OpraHuzanroHHO-pacHoOpsAUTEIbHbBIE TOKYMEHTHI. TpeboBaHus K 0O(OpMIIECHUIO
ToKyMeHTOB: Merton pekomenmamuu 1no BHeapenuto ['OCT P 6.30-2003 / M.: Pocapxus;
BHUUJAL, 2005. - 90 c.

19. VYHudukanms TEKCTOB YIpaBICHUYECKUX JOKYMEHTOB: MeToaudeckne peKkoMeHaa-
mun. M., 1998.

20. Jlaryruna, T.M. [enoBoe nucemo: cupaBoyauk / T.M. Jlaryruna, JL.II. Ilyko. —
CII6.: U3a. nom «I"epmay», 2014.

21. Pa3paboTka HOPMATUBHBIX JOKYMEHTOB IO JOKYMEHTAI[MOHHOMY OOECIICUCHUIO
opranuzanuu. Pekomennauuu. — M.: BHUNA /L, 2007. — 264 c.

22. Yyxoenkos, A.lO. lenoBas koppecnionaenus. CnpaBoynuk / A.JO. UyKkoBeHKOB,
B.®. SukoBas. — M.: MLIDIP, 2004. 576 c.

Pexomenayemble nepuoanyeckue u3ianus u pecypcsi UurepHer:
«Cekperapckoe Jeyo»

«Cexkpertapb-pedepeHT»

«CrpaBOYHUK ceKpeTapsi U 0(puc-MEHEIKEPA»
«JlenonpousBoacTBOY

Www.viniti.ru

Www. inion.ru

WWW. rg.ru

WWW.ptou.ru

4.3. O6uue TpeOOBAHNS K OPraHU3aluN 00Pa30BaATEIbLHOIO Npollecca

Opranuzanus o0y4eHus 1o nmporpaMMme MoayJs MpPOBOJIUTCS B popMe JIeKLui, IpakTu-
YECKHX W JIA0OPATOPHBIX 3aHSATHH, aKTUBHBIX M MHTEPAKTUBHBIX ()OPM TPOBENEHUS 3aHATHA
(IeJIOBBIX UTp, aHAJIM3a KOHKPETHBIX CUTyalMii) u Ap. B kauecTBe cpeacTBa o0ydyeHuUs mpu op-
TaHW3alUU YIeOHBIX W BHEYAIUTOPHBIX 3aHATHA HCIOJIB3YIOTCS HATIISTHBIE W MYJIbTHMEIH -
HbI€, KOMITBIOTEPHBIE Ay TUTOPUHU C TOCTYIIOM B JIOKAJIbHYIO CE€Th, HHTEPAKTUBHBIE JOCKHU U 1p. B
Ka4eCcTBE MPUOPUTETHBIX TEXHOJIOTHI 00YYEeHHUS HA CIIEIHUATBHOCTHA PACCMaTPUBAIOTCS JICATENb-
HOCTHBIE ¥ KOMMYHUKAaTHUBHBIE TEXHOJIOTWH, UH(OPMAIIMOHHBIE TEXHOJIOTUH, UHTETPAaTUBHO -
monynbHble U JIOT. Ilpaktuka mnpegycmaTpuBaeT coOOi BHJ yueOHBIX 3aHATHH, oOecredu-
BAIOIIMX NMPAKTUKOOPUEHTUPOBAHHYIO MOJTOTOBKY O0YYarOIIUXCS.

4.4. Kanposoe o0ecnieueHue 00pa3oBaTejibHOIO Mpoiuecca

TpeboBanus k KBaTM(pUKALMU NTEJATOTMYECKUX KaJIpoB, 00ECIeunBaomnX 00ydeHre 1o
MEXIUCIUIUTMHAPHOMY Kypcy (KypcaM): peanu3aiysi MporpaMmbl MOAYJIS JOJDKHA oOecreyu-
BaThCs MEJarornueckUMHU KaJpaMu, UMEIOIMMU BbICIIee 00pa30BaHNUEe, COOTBETCTBYIOLIEE MPO-
¢t mpeno1aBaeMoro MOAYJIS; ONbIT ASSITEILHOCTH B Oprann3anusax B ciayxoax J0VY.
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5. KOHTPOJIb U OHEHKA PE3YJIbBTATOB OCBOEHUSA
ITPOPECCHUOHAJIBHOI'O MOJYJISA

Pe3yabTarnl
(ocBOeHHBIE TIPOdecCHOHATBHBIE
KOMIIETEHIIMH)

OcHOBHbIE MOKA3aTeJIN OLIEHKH
pe3yJabTara

DopMbI U METO-
Abl KOHTPOJISI ¥
OlleHKH

IIK 1.1. Koopaunupyer paboty
opranu3anuy (IpUEeMHOH PYKOBO-
JUTENSA), BEIET IPUEM IIOCETHUTE-
nei.

- opranusyer pabodee MECTO CeKpe-
Taps;

- OCYILECTBJIIET TPHEM IOCETHTE-
JIe ¥ MHBIC BUJIBI OpraHU3aIlMOHHO-
ro 00CITyKUBaHUS,

- OCYILECTBIISIET paboTy C JIOKyMEH-
TaMH Ha OYMa)KHBIX U SJIEKTPOHHBIX
HOCHUTEIISIX.

DKcnepTHasi OLEH-
Ka JOKJIaJIOB, Ipe-
3eHTAlMM; Moje-
JUPOBAaHUE CHTYa-
LM 10 OpraHusa-
UM TIpUeMa Ioce-
TUTEIICH

I1K. 1.2. OcymectBiser paboty 1o
HNOJArOTOBKE U IIPOBEJCHHUIO COBE-
IIaHUH, JEJIOBBIX BCTpEY, IPUEMOB
Y IIPE3CHTALAMN.

- OpraHu3yeT MOATrOTOBKY M IpOBEC-
TH TEXHUYECKOE OO0CIyKHBaHUE
KOH(EPEHTHBIX MEPONPHUITUH;

- OCYIIECTBISIET Tese()OHHBIE IIepe-
TOBOPBI;

- OpraHu3yer OOCIyXHBAaHHE COBE-
IIaHUH, JEJIOBBIX BCTPEY, NMPUEMOB
Y IIPE3CHTALNN.

DKcnepTHoe  Ha-
OJIt0JIEHUE U OIICH-
Ka KBasumpodec-
CUOHAJILHON  Jied-
TEbHOCTH,  MOJe-
JTUPOBAaHUE CUTYa-
187071

I1K 1.3. OcyuiecTBasieT NOArOTOBKY
JIETIOBBIX TOE3J0K PYKOBOJMTEIS U
JIPYTUX COTPYAHUKOB OPTaHU3AIIHH.

- COCTaBJIAET NEPEYEHb JOKYMEHTOB,
HEOOXOIMMBIX TIPH O0(OPMIICHUH KO-
MaHJUPOBOK;

- COCTaBJISIET M COIJIaCyeT IIPOrpaM-
MBI KOMaHIUPOBOK.

AHanu3 W OlLleHKa
BBIITOJIHEHUS
MPaKTHYECKUX 3a-
JTaHW 110 COCTaB-
JIEHHE KOMIUIEKTa
JIOKYMEHTOB

[IK 1.4. Opranusyer pabouee me-
CTO CEKpeTaps U pyKOBOJUTENS

- palMOHAIBLHO OpTaHW3yeT pado-
yee MecTo;

- BBIOMpaeT HeoOXoauMoe 000pyI0-
BaHUE M CPeNCTBA O(UCHOI TEeXHH-
KH.

AHanu3 W OICHKa
NOKYMEHTaluu  C
MPaKTUKH, MHKPO-
MIPOEKTOB, MPE3EH-
Tanun
Breimonnenue
MPAKTUYECKOTO
3alaHusl BO BpEMs
MPOBEACHUS DK3a-
MeHa (kBanuguKa-

IIHOHHOTO)
[1K 1.5. OdopmisieT u peructTpupy- | - pabdoTaer ¢ PEerucTparioHHBIMU | DKCIEpPTHOE  Ha-
eT OpraHU3aIMOHHO- | (hopMamu; OnroieHNe u
pacrlopsiAMTENbHBIE  JOKYMEHTBI, | - MHIAEKCUPYET NOKYMEHTHI; OLIEHKa KBa3HIIPO-
KOHTPOJIUPYET CPOKHU MX BbINOJNHE- | - ucnoib3dyer UIIC pyynoro u aB- | (heccuOHAIBHOM

HUs.

TOMAaTU3UPOBAHHOIO THIIA;
- OPraHU3yeT KOHTPOJIb UCIIOTHEHUS
JOKyMEHTOB Ha pabodeM MecTe ¢
WCIMOJIb30BAHUEM TPATUIUOHHOW M
ABTOMAaTU3UPOBAHHONW TEXHOJOTUHU
00pabOTKH JOKYMEHTOB.

NEeSTEIbHOCTH, B
X0J1€ TIPAKTUKH
Brimosinenue
MPAKTUYECKOTO
3a/laHusl BO BpPEMsI
MIPOBEACHUS DJK3a-
MeHa (kBanupuKa-
IIHOHHOTO)
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IIK 1.6. ObpabaTeiBaeT BXOAIINE
H HUCXOOAIHE IOOKYMCHTBI, CUCTC-
MaTH3UPYeT HX, COCTAaBJIACT HO-
MEHKJIATYpy ned u (popMupyer ao-
KYMEHTBI B Jiena

- OpraHU30BBIBATH JIOKYMEHT0000-
pOT B YUPEXKIACHNH;

- COCTaBIIIET HOMEHKJIATypy el C
y4eToM O0COOEHHOCTEH CTPYKTYp-
HBIX NOJIpa3AeICHuil;

- HUCIOJIb3YeT HOMEHKIATYpy Jel
OpU  BBINOJHEHUH  JIOJDKHOCTHBIX
00s13aHHOCTEN.

OKCIIEpTHOE  Ha-
OmoieHue u
OLIEHKa KBa3WIIPO-
(deccruoHanbHOM
NESITEeIbHOCTH, B
XO0JI¢ MTPAKTHKH

IIK 1.7. CamocTosiTeibHO paboTaer
C JOKyMEHTaMH, COJEp KaluMu
KOH(pHICHIIMAIbHYIO0 HHPOPMAIIHIO,
B TOM YHUCJIE JOKYMEHTaMH IO JIH4-
HOMY COCTaBY.

- obOecrieunBaeT 3anUTy KOH(MUICH-
UaIbHON UH(POPMALINH;

- opraHusyer pabory ¢ KoH(HICH-
[IUATBHBIMU JIOKYMEHTAMH,

- coctaBisieT M oopMIIsieT Kaapo-
BYIO JOKYMEHTALHUIO.

AHanyu3 W OlleHKa
BBITTOJIHEHMS
MPaKTHYECKUX 3a-
naHui 1o padoraer
C  JIOKYMCHTaMH,
COJIEPIKAIMH
KOH(HICHIHATb-
HYIO uH(popma-
LU0,
Bremomanenue
MPaKTHYECKOTO
3aJlaHusl BO BpeMs
MPOBEACHUS DJK3a-
MeHa (kBanu(uKa-

IIHOHHOTO)
[IK 1.8. OcymectBisier TenedoH- | - UCIOIb3YET COBPEMEHHBIMU Cpell- | DKCIEpTHOE  Ha-
HOEe OOCTy)KHMBaHUE, NMPUHUMAET W | CTBaMH  TeJe(POHHOro  oOIIeHus, | 6ro1eHne "
nepenaeT Gaxcel. BKIIIOUas epenaqy Gpakcos; OLICHKA IO Pe3yib-
- TIPaBUJILHO OpraHu3yeT Tele(oH- | TaTaM  KBa3UIIPO-
HbIE MIEPETOBOPHI; (beccruoHanbHOM

- MPOBOAUT (PUIBTpaLUIO Tele(oH-
HBIX 3BOHKOB

JIEITENILHOCTH, B
X0J1€ IPAKTUKHU

I1K 1.9. OcymiecTBisieT NOATOTOBKY
Jien K Tepenaye Ha apXWBHOE Xpa-
HEHMUE.

- TOJrOTaBIMBAET Jejla K apXUBHO-
MY XpaHEHUIO;

- oopmisier aena JUis apXUBHOTO
XpaHEHUs

DKCnepTHoe  Ha-
OmroneHue U OICH-
Ka aHaJIMTUYECKOH
ACATCIIBHOCTHU B
XOJI€ MPAKTUKH

AHamm3 u oIleHKa

JIOKYMEHTOB K
MPAKTUKU
IIK 1.10. CocraBiseTr omucH e, | - COCTaBIAET OMUCH JIe]l C yYEeTOM | AHalIu3 M OIEHKa
OCYIIECTBIISIET TOJATOTOBKY JeNl K | HMMEIOMINXCS KIaCCH(PUKATOPOB; JOKYMEHTAIUU

nepegaye B apXMB OpraHU3alluy,
rOCyJapCTBEHHbIE W MYHHIIMIIATb-
HbIE aPXUBBHI.

- YYUTBIBAET MOPAIOK JECHCTBUN MpU
nepefade JOKYMEHTOB B BEIOMCT-
BEHHBIN apXMB.
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@opMBbI ¥ METOJbI KOHTPOJII M OLIEHKU DPE3yJIbTAaTOB OOYUEHHs JOJDKHBI MO3BOJATH
MPOBEPATH Y 00y4arONIMXCs HE TOJIBKO C(HOPMUPOBAHHOCTH MPO(ECCHOHATBHBIX KOMIETEHIINH,
HO ¥ Pa3BUTHE OOLIMX KOMIIETCHIIMN M 00€CIEeUNBAIOIINX UX YMEHHIA.

Pe3yabTarsl DopMbI U METO-
OcHOBHBIC ITOKA3ATEJIH OLIEHKH
(ocBOeHHBIE 001IIUEe KOMIIETEH- JAbl KOHTPOJIA U
pe3yJabTara
1107070 OLlEHKH
[IposiBnenue uHauBUyabHOTO | HabmroneHue 3a

OK l.IloHumaer CymHOCTD U
COLUMAIIBHYI0 3HAYMMOCTh  CBOEH
Oyaymeit mpodeccuu, MposBIsIeT K
HEl yCTOWYMBBINA MHTEPEC

CTUJISl TIO3HABATENILHON JAESITEIbHO-
CTH B Ipoliecce OCBOEHHUs mpodec-

IIpU3HaKaMu Ipo-
SBJICHUSI WH/UBHU-

(97051 AyaJIbHOT' O CTHJIA
M03HABATEIBHOM
JICSITEIIBHOCTH

JleMoHCTpanusi MHTEpeca K cojep- | HaOmronenue, on-

JKaHUIO HpO(beCCI/IOHaHBHBIX 3HAHUU

pOC Ha TEMY MOTH-
BallUU K npuoOpe-

TeHHIO  mpodec-
CHOHAJBHBIX 3Ha-
HUU

JleMoOHCTpanusi MHTEpeca K Mpume-
HEHUIO TIPUOOPETCHHBIX Tpodec-
CUOHAJILHBIX 3HAHUH HA MMPAKTUKE

HaOmronenue, skc-
nepTHas  OleHKa
MOTHBAIIH K TIPH-
MEHEHHIO Tpodec-
CHOHAJBHBIX 3HA-
HUU

JleMoHCTpauys uHTEpeca K moryye-
HUIO 3HAHUM B PE3YyJIbTATE MPAKTH-
YECKON JEATEIIbHOCTH, TEOpEeTHYE-
CKOMY OCMBICICHHIO €€ pe3yNbTa-
TOB.

Habmonenue, aHa-
JU3 JIOKYMEHTAIHH
O MpaKTUKE,

I[CMOHCTpaIII/Ifl MOTHUBAIITMOHHO-
LIEHHOCTHOTO OTHOILEHHUS K COJep-
KAHUIO TNPo¢ecCHOHAIbHOIO 00y-
YEHUS

PednexcuBnoe sc-
ce

TeopeTuueckoe OCMBICIIEHHE OCHOB
PO eCCHOHATBHON JeATENHHOCTH

Onpoc no pe3ynb-
Taram HU3y4CHUA
pa3aenoB, TeM

VYyactue B TemaTHueckux mnpodec-
CHOHAJIbHO-OPUEHTUPOBAHHBIX  Me€-
PONIPUATHSIX

HaGmronenue, skc-
nmepTHas  OIeHKa
pe3ysbTaToOB  y4a-
CTHSI B MEpOIpHS-
THUAX

OK2.0Opranusyer COOCTBEHHYIO
JESITeBHOCTD, OMPEAESCT METOIbI
peneHus PO eCCUOHATIBHBIX
3ajad, OLICHUBATh 179
3¢ (HEeKTUBHOCTH M KQ4eCTBO

O6ocHoBaHMe BbIOOpa M IMpPUMEHE-
HUE METOJOB M CIOCOOOB pELICHHUs
poeCCHOHANIBHBIX 3a]1a9

Pemenne po-
ONEeMHBIX  CHTYya-
Ui, MOAEIHpPOBa-
HUE

KadecTBeHHOE BBINMOJIHEHUE TIPO-
(deccroHaNbHBIX 3a7a4

AHaJIN3 POTYKTOB
ACATCIIbHOCTHU
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OK 3. Ilpunumaer peuieHus B
HECTaHJApPTHBIX CUTYaIHsIX

BrisiBieHne (pacro3HaBaHUE) TIPO-
OJIeMBI, ONpPEIEICHHE BO3MOXKHBIX
MIPUYHH MPoOIIeM

AHaJIN3 POTYKTOB

IeSATeILHOCTH,;
pemieHue npo-
ONEeMHBIX  CHTYya-
gZ078

HaxoxneHue onTuMalbHOTO pelie-
HUS HECTAHJIAPTHOM CUTyaluu

Hab6mronenue u
OKCIEPTHAsT OIIEH-
Ka Ha OCHOBE YCT-
HBIX M IHCHbMEH-
HBIX CaMOOTYCTOB,
TECTHPOBAHUE

PeaJ'II/ISaHI/IH IIPUHATOr0 PCIICHUA

Habmronenune u
9KCIIEPTHAS. OIICH-
Ka 10 pe3yJibTaTam
BBIIIOJTHEHUS
MPAKTUYECKUX 3a-
TaHui

[IposiBieHne OCO3HAHHOW TOTOBHO-
CTH K paboTe B YCJIIOBHSX HEOMpe-
NEIIEHHOCTH

Ha0mronenune 3a
JNIEUCTBUSIMA B MO-
JeNUPYyeMbIX  CH-
Tyanusx

OK 4. OcyuecTBisieT MOUCK,
aHWIN3 W OLEHKY uH(popMaluu,
HEOOXOUMOW JUIsl TIOCTAaHOBKH U
peneHus npodeccuoHaNbHBIX
3aga4,  Npo(ecCHOHANBHOTO U
JMYHOCTHOTO Pa3BUTHUS

Omnpenenenyue HanpaBlIeHUS MOUCKa
HE0OXO0MMOM HH(POPMALTHH

AHalu3 IpoyKTOB
JesITeNIbHOCTH

@unbTpanys MOTOKa WHPOPMAILIUU:
3pdEeKTUBHOE pPACHO3HABAHUE TPO-
Onmembl, OTOOp HYXHBIX JTaHHBIX,
BbIWIEHEHHE 3HAYUMON HH(pOpMa-
012051

AHanu3 npoJlyKTOB
NEeATEIIbHOCTH

Brnanenne OCHOBHBIMH cIOCOOaMuU
novcka UHGpopMaIu

AHanu3 IpoayKTOB
NeSITeNIbHOCTH,
OLICHKAa pe3yJbTa-
TOB  BBITIOJIHEHUS
NPAKTUYECKUX U
ab0paTOPHBIX pa-
60T

Hcnons3oBaHue Pa3jIMUHbBIX  HUH-

(bopMaIMOHHBIX PECYPCOB

AHanu3 NpoayKTOB
NeSITeNIbHOCTH,

OLIEHKa JIOKJaJ0B,
MIPE3EHTALNI, dcce

C6op BaxHOI MH(pOpPMAMU B MPO-
11eCCe YCTHOTO OOIIEHUS W «aKTUB-
HOTO» CITYIIaHUS

AHamu3 W OIleHKa
pe3yiIbTaTOB  KBa-
sunpodeccuo-
HAJILHOU JIEITENb-
HOCTH

AHanu3 uHpOpPMalMM Ha OCHOBE
KPUTHUYECKOTIO MBIIIICHHUS

Pemenue po-
ONEeMHBIX  CHTYya-
005051

OueHuBadnne HEOOXOAUMOCTA TOU
win MHOW mH(popMammu A mocra-
HOBKHM U PEIICHUs MTPOQPECCHOHAIb-
HBIX 3aJla4, NPo(ecCHOHATBHOTO U

AHaJIN3 POTYKTOB
NesTeNbHOCTH (pe-
3I0M€, CAaMOOTYETHI
U T.I1.)
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JIMYHOCTHOI'O pa3BHUTHUA

OK 5. Hcnonp3yer
nH(pOpMaIMOHHO-

KOMMYHHKAITIOHHBIE  TEXHOJOTHH
TUIst COBEPILICHCTBOBAHUS

po(hecCHOHATTLHOM e TEIbHOCTH

JleMoHCTpanus IEJI0CTHOTO Ipe-
CTaBJICHHUSI O I€JIeCO00pPa3HOCTH U
s exTuBHOCTH HCIIOJIH30BaHUS
UH(POPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHIA B
po(ecCHOHANTLHOM  AESITeTbHOCTH
YUUTEIS

HaOmronenune u
9KCIIEPTHAS. OIICH-
Ka 10 pe3yJbTaTam
BBITIOJTHEHHUSI
NPAaKTUYECKUX U
n1abopaTopHBIX pa-
00T, TPaKTUKH

[TpoexTrpoBanue cnocoOOB perie-
HUSI TPO(ECCHOHANBHBIX 33/a4 C
UCIIOJIb30BAHUEM CPEICTB HMHQOP-
MalMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHI

AHalu3 IpoyKTOB
NesITeIbHOCTH

[TnanupoBanue mnpodeccHoHaIBHO-
ro CaMOpa3BUTUS C IMPUMEHEHHEM
HHTEepHET-TEXHOIOTrni

AHalu3 IpoyKTOB
JesITeNIbHOCTH

OK 6. Pabotaer B KOJUIEKTHBE H
KOMaHJe, B3aUMOJEUCTBYET C
PYKOBOJICTBOM, KOJUIETAMH W
COLIMATTbHBIMU TTAPTHEPAMHU

JleMOHCTpanuss 3HAaHUSA METOJOB,
($hopM ¥ TPUEMOB B3aMOJICUCTBUS C
YWIeHaMHU TPYJIOBOIO KOJUJIEKTUBA,
MPEJCTaBUTEISIMA PYKOBOJICTBA

Onpoc, aHanus Jo-
KYMEHTAIINH1 o
MPaKTHUKE

[IpumeHneHue pa3HOOOpa3HBIX Me-
TOMOB, OPM U TPHUEMOB B3aUMO-
JNENCTBUSL C 4JieHaMH TpPYAOBOIO
KOJUIEKTUBA, TMPEJACTABUTEISIMU PY-

HaoOmronenue 51
SKCIEpPTHAasl OILICH-
Ka B KBasumnpodec-
CUOHAJIbHON  Jes-

KOBOJCTBA TEJILHOCTH
Brnanenue npodeccuonansHol nek- | Habmonenue, on-
CHUKOHU poc

CoOmoienne
OTHOILIEHUHN

CyOOpAMHAIIMOHHBIX

HaOmonenue  3a
NIEWCTBUSIMHA B MO-
NENUPYEMBIX U pe-
ATBHBIX CUTYyAIUSIX
B3aHMOJECHCTBUS

IIponykTHBHOE B3aMMOICHCTBUE C
YIeHaMu Tpymnmnbl (KOMaHAbl), pe-
Iaronien ooy 3aaaqy

HabGnronenue, BEI-
MTOJTHCHUE TIPAKTH-
YeCKUX 3aJaHuil

ITocTpoeHrne MNpPOAYKTHUBHOTO IIPO-
recca OOLIeHMs, TOJIEPaHTHOE BOC-
NpUsATHE TO3UIMH CyOBeKTa B3au-
MOJCUCTBUSA

HaOmroneune n
JKCIIEPTHAS OIICH-
Ka T0 pe3ysibTaraM
KBazunpodeccuo-
HAJILHOU JEITENb-
HOCTH

HUcnonn3oBauue
oO01IeHU

JC€I0BOro CTUuiIA

HaOmroneune n
JKCIIEPTHAS OIICH-
Ka T10 pe3ysibTaraM
KBazunpodeccuo-
HAJILHOU JIESITENb-
HOCTH

IIpuHsATHE KOHCTPYKTHUBHBIX peEIle-
HUM, BBICKa3bIBAHME CBOErO0 MHE-

HabGmronenue, Mo-
NCIIMPOBAHUE  CH-
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HUSI, IPU OCYILIECTBICHUH JIEUCTBUI
u Oepet Ha cebst 00s13aTeNbCTBA

Tyauui

CooTHECEHHE CBOUX YCTPEMJICHUS C
HMHTEpPECAaMU JPYTrUX JIIOAEH U COLU-
AJIbHBIX TPYIIII

HaGnronenue, Mo-
NCIMPOBAHUE  CH-
Tyanui

[IpuBneuenne napyrux CyObEKTOB
TPYIOBOTO IIpoliecca K PEHICHUIO
IIOCTaBJICHHBIX 3aja4

HabOmronenue 51
SKCIEpPTHAasl OILICH-
Ka 10 pe3ysbTaTam
KBazunpodeccuo-
HaJIbHON JIesaTelIhb-
HOCTH

OK.7. beper Ha cebsi OTBETCTBEH-
HOCTh 3a paOOTy 4YJIEHOB KOMaHJbI,
pe3yNbTaT BBINOJIHEHUS PabOThI

MotuBupyeT Ha JesTeIbHOCTh KOJI-
Jer

CraBUT YeTKHE LENH ACSITeNbHOCTH
YJICHOB KOMAH/IbI

OpranusyeTr u KOHTPOJIHUPYET pado-
TY Y4JICHOB KOMaH/IbI

[IposiBnsieT OTBETCTBEHHOCTH 3a pa-
00Ty MOAYMHEHHBIX, PE3YIbTAT BBI-
MIOJIHEHUS 3aJJaHHH.

OKCIEpTHOE  Ha-
OJItOJICHUE U OIICH-
Ka

OK 8. CamocTosTenbHO onpenesns-
eT 3aayu MpoQecCHOHATBHOTO H
JMYHOCTHOTO Pa3BUTHSA, 3aHUMACT-
csl caMooOpa30BaHUEM, OCO3HAHHO
IUTAHUPOBATh TIOBBHINICHHE KBAJIH-
bukanuu

OmnpeneneHne KOHKPETHBIX 3a/a4,
HarpaBJIeHUH MPo(eCcCHOHATBHOTO
N JIMYHOCTHOT'O pa3BUTUSA C YUCTOM
BBISIBIICHHOTO TIPOOJIEMHOTO TTOJISl B
X0JIe caMOaHaIIN3a JAEATEIbHOCTH.
OnpezneneHne KOHKPETHBIX CIIOCO-
60B 1Mpo¢hecCHOHATBHOTO U JINYHO-
CTHOT'O CaMOpa3BUTHs, caMo00pa3o-
BaHUsI.

CamocrosTenabHOE MIIaHUPYET M0-
BBIIIICHUEC JIMYHOCTHOT'O U KBa.TH/I(i)I/I-
KallMOHHOT'O YPOBHS, COCTaBIISIET
MpOrpaMMBI JINYHOCTHO-
npo¢eCCHOHATBHOIO CAMOPA3BUTHS,
caM000pa30BaHMs

DKCnepTHoe  Ha-
OJIFOICHUE U OLICH-
Ka

OK 9. Ocymectasier npodeccrno-
HaJbHYIO JEATEIbHOCTh B YCIOBUAX
JacTOU CMEHEI TEXHOJIOTHH.

[TposiBieHne WHTEpeca K HHHOBAIHU-
AM B o00nacTu npodeccHOHaIbHOM
JESITETbHOCTH.

[lenecooOpa3Ho OOHOBISET COOEP-
’KaHWE W TEXHOJOTWH OpraHu3aliu
npoeCCUOHATILHOM IEATEILHOCTH.
Vcnonp3oBanne B MPAaKTUKE COBPE-
MEHHBIC TEXHOJOTMU B 00JIaCTH Jie-
JIOTIPOM3BOJICTBA

OKCIIEpTHOE  Ha-
OJIoZieHre U OLIeH-
Ka Ha TpaKTHYe-
CKUX M Jabopa-
TOPHBIX  3AHATHIX
NPy BBHIIOJHEHHH
paboT no yueOHOU
U TIPOU3BOJCTBEH-
HOM IIPAKTUKE

OK 10. McnionHsieT BOUHCKYIO 0051-
3aHHOCTh, B TOM YHCJI€ C TIPUMEHE-
HUEM TIONYyYEHHBIX TPOQECCHO-
HaJbHBIX 3HAHUH (7151 FOHOIIICH ).

JleMoHCTpalus rOTOBHOCTH K MC-

TIOJTHEHUIO BOMHCKOH 00SI3aHHOCTH,
[Ipumenenne mnpodeccuoHanbHbIe
3HAHHSA B XOJE HCIIONHEHUS O00s-
3aHHOCTEH BOGHHOWM CIyXObl Ha
BOMHCKHX JOJDKHOCTSIX B COOTBET-
CTBHHM TIOJTYYEHHOW  CIIEHUAIBbHO-

DKCnepTHoe  Ha-
OJIFOICHYE U OIEH-
Ka Ha TMpakTUde-
Ckux u nabopa-
TOPHBIX 3aHATUAX,
BOCHHO-TTOJIEBBIX

cOopax
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CTBIO.

Bnanenue  crnocobamu  OeCKOH-
(GIUKTHOTO OOIIEHUS W CaMOpery-
JSIUU B TIOBCETHEBHOM JESATEIBLHO-
CTH M DKCTpEMaJbHBIX YCIOBHIX
BOCHHOM CITYXOBI.
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