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1. IACHIOPT NMPOT'PAMMBI TPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.01. Opranu3anusi J0KyMeHTAllHOHHOI0 o0ecrieYeHHusl yIPaBJIeHUus1 1 PyHKIIMOHHPOBA-
HHS OPraHU3ALUHA

1.1. O0sacTh NpUMeHeHUs! IPUMEPHON NPOrPaMMblI
Pabouast mporpamma mpodeccuonansaoro moayis [IM 01 «Opranuzarusi TOKYMEHTAIIHOHHOTO
obecriedeHus1 ymnpaBieHUs W (YHKIMOHMPOBAHUS OPTaHU3AIMN» SBISETCS YacTbl0 OCHOBHOM
00pa3oBaTeNbHOM MPOrpaMMbl B COOTBETCTBUU ¢ DesiepallbHbIM roCcyAapCTBEHHBIM 00pa3oBaTelb-
HBIM CTAaHJApTOM CpPEIHEro MpopecCHOHATBLHOrO o0pa3oBaHus Mo crenuansHocTH 46.02.01
«/lokymeHTanMOHHOE 00ecnieyeHne YIIPABJIEHUS U APXUBOBeJAeHHE», B YaACTH OCBOCHHSI OCHOB-
HOTO BHJa MNpodeccHOHAIBLHON aeaTeabHocTH (BII/): opranm3amms A0KYMEHTAlIMOHHOIO
olecrieyeHns ynpapJjieHUus 1 QyHKIMOHUPOBAHUS OPraHU3ALMU U COOTBETCTBYIOIIMX Mpodec-
CHOHAJBHBIX KoMneTeHuni (I1K):

I1IK 1.1. KoopaunupoBaTh paboTy opraHu3anuu (MPUEMHONH PYKOBOJIUTENS), BECTU IpPUEM
IIOCETUTEIIECH.

IIK 1.2. OcymecTtBasaTh paboTy MO MOATOTOBKE M IPOBEICHUIO COBELIAHWN, JEJIOBBIX
BCTpEY, IPUEMOB U NIPE3ECHTALUH.

[1IK 1.3. Ocy1iecTBasATh NOATOTOBKY JEJIOBBIX MOE30K PYKOBOJIUTENS U APYTUX COTPYIHUKOB
OpraHH3alVH.

IIK 1.4. OpranuzoBath pabouee MECTO CEKpeTaps U pyKOBOIAUTEIIA.

IIK 1.5. OdopmMiaTe U perucTpupoBaTh OPraHU3ALUOHHO-PACIIOPSAUTENbHBIE JTOKYMEHTHI,
KOHTPOJIUPOBATh CPOKH UX BBIMOJHEHUS.

[IK 1.6. OOpaOaTbiBaTh BXOASIIME M HCXOJAIIUME JTOKYMEHTBI, CHCTEeMaTHU3UpOBaTh WHX,
COCTaBJISITh HOMEHKJIATYpY Jies1 U GOpMUPOBATH JOKYMEHTHI B Jefa

[1IK 1.7. CamocTosTensHO paboTaTh € JOKYMEHTaMH, COAEPKAIIMMHU KOH(UIACHIUAIBHYIO
nH(GOpPMaILIMIO, B TOM YHCII€ JOKYMEHTaMH 10 JINYHOMY COCTaBYy.

1K 1.8. OcymectBiaTh TenedoHHOe 00CIy)KUBaHUE, IPUHUMATD U TIepeiaBaTh (PaKcCh.

[TIK 1.9. OcyiiecTBasTh MOATOTOBKY J€1 K Mepe/ladye Ha apXUBHOE XPaHECHHUE.

I1K. 1.10. CocTaBisiTh ONMCH €], OCYLIECTBIATH MOATOTOBKY /€] K IIEpeadye B apXUB opra-
HU3all1H, TOCYJapCTBEHHbIE U MyHHUIIUITAJbHbIE aPXUBBHI.

Pabouas mporpamma mnpocgeccuonanbHoro moayns I1IM 01 «Opranuzanust JOKyMEHTAI[HOH-
HOTo oOecrieyeHHs yIpaBiieHUus: U QYHKIIMOHUPOBAHUS OPraHU3alMU» MOXET ObITh MCIOJB30BaHa B
paMKax peanqu3aluy IporpaMM JOMOJHUTEIBHOTO MpodecCHoHaIbHOro 00pa3oBaHusi, B YaCTHOCTH,
nporpaMM Npo¢ecCHOHAIbHOW MOJITOTOBKM M MEPENOATrOTOBKM PaOOTHHKOB C IIEJIbIO OCBOCHHUS
HOBOT'O BHJIa TPO(ECCHOHANBHOM JeSITeIbHOCTH.

1.2. lesn u 3axa4m MOAYJIsl — TPeOOBAHUS K Pe3yJIbTaTaM OCBOCHHMS MOLYJIs

C 1enpto OBIIAJICHUs YKa3aHHBIM BHJIOM MPO(ECCHOHATBHOM AESITETbHOCTH U COOTBETCTBYIOIIUMU
poeCCUOHATIBHBIMI KOMITETCHIIUSAMHU OOYyYaroIIMiCs B XOA€ OCBOEHHUS NPOQecCHOHATBHOTO
MOJTYJIS IOJIKEH:

HMeThb NPAKTHYeCKUH ONbIT:

OpraHu3aly JOKyMEHTAllMOHHOTO 00ecreueH s yIpaBieHus! 1 QYHKIIMOHUPOBAHUSI OpraHU3allH
yMeTb:

— IMPUMCHATH HOPMATUBHLBIC AKTHI B ynpaBnqueCKOﬁ ACATCIIbHOCTH,

— MOArOTaBJIMBATh MPOEKTHI YIPABICHUYECKUX PEIICHU;

— oOpabarbIBaTh MOCTYHAIOIIME U OTHpABIsiEMble JTOKYMEHTBI, CUCTEMaTU3UPOBATh HX, COCTaB-
JSITh HOMEHKJIATYPY JIeNl ¥ (JOPMHUPOBATH TOKYMEHTHI B JIENa;

— TOTOBHTH U MPOBOAWUTE COBCIHIAHUSA, ACJTOBBIC BCTPCUYH, ITPUCMBI, IPC3CHTAINH.

3HATh:

— HOPMATHUBHBLIC ITPABOBLIC aAKThHI B o0OJacTu opraHnuzann ynpaBHqueCKOﬁ JACATCIIbHOCTH,

— OCHOBHBIE MpaBUJIa XPAHEHHUS U 3alIUTHI CITy>KeOHOM HH(pOpMaLIUK.



1.3. PexomeHnayemMoe KOJIMYECTBO YACOB HA OCBOEHHE NMPOrpaMMbl NPopeccHoHAIb-
HOT'O MOJYJIfA:
Bcero — 517 4JacoB, B TOM YHCIIE:
MaKCHMaJbHOU yueOHOU Harpy3ku oOydaromierocs — 517 yacoB, BKIHOYast:
00s13aTeNbHON ayJUTOPHON yueOHOM Harpy3ku obyyatomierocs — 368 yacos;
CaMOCTOSTENIbHON paboThl oOydaromierocs — 149 gacos;

2. PE3YJIBTATBI OCBOEHUA ITIPOPECCHOHAJIBHOT'O MOAY JIA

Pe3ynbTaToM 0CBOEGHUS MPOTrPaMMBbl IPOPECCHOHATHLHOTO MOIYJIS SBIISICTCS OBJIAJICHUE 00Y-
YAOIIUMHUCA BUIOM MPO(ECCHOHATBLHON NEATEIbHOCTH MO OPraHU3aliH J0KYMEHTAlHOHHOI0
o0ecrnieyeHus ynpasJjieHus U GyHKIMOHMPOBAHUS OPraHM3alMHU, B TOM YHCIE NMPO(HecCHOHAIb-
HeiMH (I1K) 1 06mumu (OK) komnereHusmu:

Kon HaumeHoBaHMe pe3yJibTaTa 00yUeHUs

IK 1.1 KoopauaupoBate paboty opranuzanuu (IPUEMHON PYKOBOJMTENS), BECTU MPUEM
MIOCETUTEIICH.

IIK 1.2. | OcymecTBasaTh paboTy MO MOATOTOBKE M MPOBEJACHHUIO COBEIIAHUM, JIETOBBIX BCTPEH,
MIPUEMOB U IIPE3CHTALMN.

[IK 1.3. OcymIecTBIATh MOATOTOBKY JIETOBBIX MOE30K PYKOBOJUTENS U IPYTHUX COTPYIHUKOB
OpraHu3aIuu.

[IK 1.4. | OpranuzoBatb pabouee MEeCTO CeKpeTaps U PYKOBOAUTENS

I[IK 1.5. | Odgopmisith U perucTpupoBaTh OpPraHU3ALMOHHO-PACHIOPSAUTEIbHBIE JTOKYMEHTHI,
KOHTPOJINPOBATh CPOKH UX BBIIIOJIHEHUS.

IIK 1.6 OOpabaTpiBaTh BXOIAIINE W WCXOMASAIINE JOKYMEHTBI, CHCTEMAaTHU3UPOBATh WX,
COCTABJISITh HOMEHKJIATYPY Jie] U (hOPMHUPOBATh TOKYMEHTHI B Jieja

I[IK 1.7. | CamocTosiTenbHO paboTaTh € JOKYMEHTaMH, COJEpKallUMH KOH(PUICHIIUATHHYIO
UHPOPMAIINIO, B TOM YHUCIIE IOKYMEHTAMH 110 JIMYHOMY COCTaBY.

ITIK 1.8. | OcymecTBisTh TeneoHHOE 00CTyKUBAaHHE, IPUHIMATH M IepeaBaTh (HaKchl.

[IK' 1.9. | OcyuecTBasiTh NOATOTOBKY J€JI K Iepeaye Ha apXUBHOE XpaHEHUE.

I[IK 1.10 | CocTaBnsaTh onucH 1€, OCYIIECTBIISTH TOATOTOBKY A€ K Iepeadye B apXUB OpraHu-
3alliH, TOCYJIAPCTBEHHBIE M MYHUIIUIAJIBHBIE APXUBBHI.

OK 1. [TorumMaeT CymHOCTP W COIMAIBbHYIO 3HAYMMOCTH CBOEW Oymaymieit mpodeccun,
MPOSIBJISIET K HEW YCTOWYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTh, BBIOMpATh THUIIOBBIE METOJbI U
CHOCOOBI BBITIOJTHEHUS podeccroHaIbHbIX 3a1au. OueHnBarh ux 3¢pdexkruBHoCTh 1
KAa4€eCTBO.

OK 3. [TpyHMMaTh pelIeHus B CTAaHIAPTHBIX U HECTAHJIAPTHBIX CUTYALUIX

OK 4. OcymiecTBIsITh MOUCK M HCIOJNb30BaHME HH(OpMamuu, HEOOXOTUMOW s

3¢ (EeKTUBHOTO BBIMOJIHCHUS TPOPECCHOHANBHBIX 3a/ad, NPO(EeCCHOHATHLHOTO U
JIMYHOCTHOTO Pa3BHUTHSI.

OK 5. Hcnonp3oBath MH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTMM B mpodeccuo-
HaJIbHON JI€ATEIIbHOCTH.

OK 6. PaGorate B KoOIJEKTHBE U KOMaHIe, S(PQPEKTUBHO OOIIATBCS C KOJJIeraMu,
PYKOBOJUTEIISIMH, TIOTPEOUTEITSIMH.

OK 7. bparb Ha ce0st OTBETCTBEHHOCTh 3a pPabOTy UIEHOB KOMaH[Ibl (IIOJYMHEHHBIX),
pe3yNbTaT BHINOJIHEHUS 3a/1aHU.

OK 8. CaMOCTOSTENBHO ONPENeNATh 3a/1a4i MPO(hEeCCHOHAIBHOTO M JIMYHOCTHOTO Pa3BUTHA,




3aHUMAThCS camo00pazoBaHuEM, OCO3HAHHO TUTAHUPOBATH [MOBBIIIIEHNE
KBTI (UKAIINH.

OK 9. OpueHTHPOBATECS B YCIOBHSX YacTOW CMEHBI TEXHOJIOTHH B MpPOpECCHOHATBHON
JESITEIbHOCTH.
OK 10. | McnomHATh BOMHCKYIO OOSI3aHHOCTh, B TOM YHCJE C MPUMEHEHUEM IIOJYYECHHBIX

npodecCHOHATBHBIX 3HAHUH (1151 FOHOIIEH ).




3.1. TemaTnueckuii ni1ad npogeccnonanbHoro MmoayJas IIM 010prann3zanus J0KyMEeHTAIMOHHOI0 o0ecrnedeHHs1 ypaBJieHUusl M (PYHKIHMOHM PO-

BaHU OpraHU3allnun

Oonem BpPEMEHH, OTBeJIeHHBIH HA OCBOEHHE

IpakTnka
MEKIUCHUIIMHAPHOTO Kypca (KypcoB)
CamocrosiTeibHast
Bcero ua- Oos3aTenbHast ayIUTOPHAS YueOHAs
padora IIpousBoacTBeHHAast
COB HArpy3Ka o0y4aionerocst
HaumeHoBaHuUs pa3aesioB 00y4aIoIIerocsi (10 npoduIro crenu-
Koab! npogeccnonanb- (maxc. yueb-
L npodeccHoHaTBLHOTO B T.4. aJabLHOCTH),
HBIX KOMIIETEHIIMii . Has HA2PY3- B T.4., Kyp- B T.4., Kyp- | YueGHnas,
MOAYJIsA Kaun JabopaTopHbIe 4acoB
P Beero a60ThI H COBAT PA- | Biaro copasl pa- Hacos (ecnu npedycmompena
muxu) ’ P 6ora > oorta pecy P
4acoB NpaKTHYeCKHe 4acoB paccpedomouennast
(npoekr), (mpoekr),
3aHATHSA, npakmuxa)
4acoB 4acoB
JacoB
1 2 3 4 5 6 7 8 9 10
K. 1.4 -1.7. M/K.01.01 [loxymeH-
TalMOHHOE O0eCcIeYeHne 200 133 26 67 - -
yIpaBJEHUs
K. 1.7 MJK.01.02 TIpaBoBoe
PETYTMPOBAHHE  yHpas- 104 69 28 20 35 20 - -
JIEHYECKOM  JIeSATEIbHO-
CTU
InIK1.1-14.,1.8 M/JK.01.03 Opranunsza-
U CEKPETapcKoro 00- 141 94 24 47 -
CITY>KUBaHUs
YueGHasi NPAKTHKA 36 36 36
IpousBoacTBEeHHAS 36 36 36
NMPAKTHKA
BCero 517 368 98 [ 149 | 36 36

Umoecosas ammecmayus MJIK. 01.01 6 ¢hopme oughchepenyuposannozo 3auema

Umoecosas ammecmayus M/IK. 01.02 6 ¢popme Dx3amena

Umoecosas ammecmayus MJIK. 01.03 6 ¢hopme oughghepenyuposannozo 3auema

Umoecosas ammecmayus VII. 01 6 popme oupepenyuposanrnoeo 3auema

Hmozosas ammecmayus I111. 01 6 hopme ougghepenyuposannozo 3auema

* Paznen npodecCHOHANBHOrO MO — 9acTh IIPOrPAMMBI IPO(ECCHOHAIEHOIO MO, KOTOPas XapaKTepU3yeTcs JIOTHYECKOH 3aBepIIEHHOCTLIO 1 HAIIPABJIEHA HA OCBOEHUE OJHOI
WA HECKOIBKUX MPO(ecCHOHATBFHBIX KOMITETCHITNH. Pa3men npodeccnoHambHOro MOIYIS MOKET COCTOATh U3 MEXIUCIMILTMHAPHOTO Kypca MM €0 YacTH W COOTBETCTBYIOIINX Ya -
cTel yueOHOH U MPOU3BOACTBEHHOM NpakTuK. HanMeHoBaHue paseiia mpodecCHOHATBHOTO0 MOIYJIS JO/DKHO HAYWHATHCS C OTIUIATOJIBHOTO CYIIECCTBUTEILHOTO M OTPaXKaTh COBOKYII -
HOCTb OCBAaUBa€MbIX KOMIETSHIINN, YMEHUN U 3HAHUI.
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3.2. Copepxanue o0yuenus no npogeccuonaaibuomy moay.ao IIM 010prannsanus 10KYyMEeHTAHOHHOTO o0ecrieyeHus! ypaBJaeHUs U PyHKIM -
OHMPOBAHUSI OPraHU3ALMHI

HaumeHnoBaHue pa3aesioB npo- Copnepxxanue yueOHOro MmarepuaJia, jadopatopHbie padoTsl U nnpakTude- | O0beM 4yacos YpoBenn
(peccuonanbuoro moayas (IIM), | ckue 3aHATHS, CAMOCTOSITE/IbHAsA padoTa 00y4yaruuXcsi, KypcoBasi padbot 0CBOEHMS
MEKIUCHUININHAPHBIX KyPCOB (mpoekr)
(MIK) u Tem
1 2 3 4

MKO01.01. lokymMeHTAIMOHHOE O0ecieYyeHue YIIPaBJICHUS

Paspnen 1. Texnosiorusi cocraBjienusi 1 opopmiieHHsI J1OKYMEHTOB OPraHHu- 200

3anuu

Tema 1.1. Beenenue Conepxanue 1

JIOKyMEHTBI U TOKyMeHTHpoBaHue. DyHKIIMK JOKYMEHTOB. Y HU(pUKALNSI U 2

CTaHAapTH3aIMs JOKyMeHTOB. O01mue TpeboBaHus K 0POPMIICHHIO JOKYMEH-
TOB. OCOOCHHOCTH fA3bIKA JOKYMEHTOB.

CamocrosiTesibHas padoTa: onpeaenuTh GYHKIMH TOKYMEHTOB, YKa3aHHBIX 2 3
IIpenoaaBaTeaeM

Tema 1.2 Tpe6oBanus k opopmite- | Conep:kanue

HUIO PEKBU3UTOB ®opmynsp-oopazen. 'OCT P 6.30-2003. CoctaB u TpeboBaHus kK opopmiie- 2 1

HUIO PEKBU3UTOB JOKYMEHTOB, UCIIOJIb3YEMBIX B YIIPaBICHUECKOM I€ATENbHO-
cTu. bilauk 1oKyMeHTa.
CamocrositeibHas padora: 4 3
1. TloaroToBUTHCS K TEXHUYECKOMY TMKTAHTY Ha 3HaHUE PEKBU3UTOB.
2. OdopmMuTh O1aHKK JOKYMEHTOB C IPOJIOJIBHBIM M YTIIOBBIM Pacrio-
JI0’)KEHUEM PEKBU3UTOB

Tema 1.3. OpranusanioHHble Coaepxanue
JOKYMEHTBI [TonsTHe, TpeOOBAaHUS K COAEPIKAHUIO U OPOPMIICHHUIO OpPraHU3aLlMOHHBIX 2 1
JOKYMEHTOB: YCTaB OpraHU3alluy, [10JIOKEHHE O CTPYKTYPHOM MOApa3feie-
HUM, CTPYKTYpPa U IITaTHAsl YUCIEHHOCTh, TOJDKHOCTHAS MHCTPYKLUS, IPABU-
J1a BHYTPEHHET O TPYI0BOI'0 paclopsIKa

Tema 1.4. JloroBopHO-TIpaBoBas Conep:xkanue

JIOKYMEHTAIMs
[TonsTHe, TpeOOBAaHUS K COAECPIKAHUIO M OPOPMIICHHIO TOTOBOPHO-ITPABOBBIX 2 1
JOKYMEHTOB: JIOTOBOD, CiIyKeOHasi U JINYHasi IOBEPEHHOCTb
CamocrositeibHas padora: Haiitu B cetu HIHTEpHET THUIIOBOM JOrOBOp 6 2

KYIUIM-IIPOJAXXH U 0OPMUTH JIOTOBOP Ha MOKYIKY MNPUHTEPa OT UMEHU




Bamueii oprannsanuun

IIpakTHyeckas padora: opopmiIeHHE JOBEPECHHOCTH 4
Tema 1.5. PacnopsaurensHbie Coaepxanue
JTIOKYMEHTBI [TonsaTHe, TpeOOBaHUS K COACPIKAHUIO U OPOPMIICHHIO PaCcTIOPSIUTEIbHBIX 2
JIOKYMEHTOB: YKa3, [IOCTaHOBJICHHE, IPUKA3, PACIIOPSKEHUE
IMpakTHyeckas padora: 4
1. Odopmnenue npukaza
2. OdopmieHne pacmopsKeHUs
CamocrosiTesibHAas padoTa: MOATOTOBUTHCS K MPAKTHYECKUM paboTam, Io- 2
BTOPHUB NPOWICHHBIN MaTepuall
Tema 1.6. CripaBouHo-uH(pOpMa- Conep:kanue
LIUOHHBIE TOKYMEHTHI [Tonsitue, TpeboBaHMsI K COAEPKAHUIO U ODOPMIIEHUIO CIIPAaBOYHO-UHPOpMa- 2
[IMOHHBIX JOKYMEHTOB: MPOTOKOJI, aKT, JOKJIaJHas 3aMucKa, CiIyebHas 3a-
MIMCKA, IPEUIOKEHHE, CIPAaBKa
IIpakTHyeckas padora: 8
1. Odopmnenue npoTokosa
2. Odopmienue akta
3. OdopmiieHne TOKIATHON 3aTUCKA
4. OdopmiecHue 3asBICHUS
CamocTosiTe/ibHasi padoTa: MOATOTOBUTHCS K TPAKTUIECKUM padoTaMm, 1mo- 6
BTOPUB NMPOUICHHBIH MaTepHall, IOATOTOBUTHCS K TECTY MO PEKBU3UTAM
Tema 1.7. CnyxeOnas nepenucka | Coaep:kaHue
[TonsiTre, TpeGOBaHMSI K COACPIKAHUIO U ODOPMIICHUIO CITY)KEOHBIX TTHCEM. 4
Bunbl cinykebubix nuceM. OcoOOEHHOCTH SI3bIKa CIIYKEOHOM MepenucKu.
IIpakTHyeckas padora: opopmieHne cay)eOHBIX MHCEM 8
Tema 1.8. JlokyMeHTbI MO TUY- Conep:kanue
HOMY COCTaBYy JlokyMeHTaIus 1o JIMYHOMY COCTaBy KaK KOMILJIEKC JOKYMEHTOB, 0pOpM- 2
JSIOIIMX TPYAOBBIE NMPABOOTHOIIEHHUS MEXIY (U3UUECKUM U HOPUIUUYECKUM
JUIaM: TpUEM, IEpPeBOJl, OCBOOOKIEHHE OT JIOJDKHOCTH, IPEIOCTABIICHUE
OTITyCKOB, MOOLIPEHHE U AUCLUIINHAPHBIC B3bICKAHUSI.
Knaccudukanus JOKYMEHTOB 110 JINYHOMY COCTaBY: JIMYHBIE, IEPBUYHBIE,
UTOrOBbIe, CBOAHbIE. [IpaBuia cocraBieHus u ohopMIIeHuS.
IIpakTnyeckas padora: 12

1. Odopmienue npukasa Mo JUYHOMY COCTaBY
2. OdopmieHne XxapaKTepUCTHKH.




3. Odopmienue aprodnorpapuu
4. OdopmieHue pe3rome

CamocTosiTeJIbHAs pad0Ta: COCTABHTh aJlh0OM 00pa3IOB JOKYMEHTOB 15
Pasnea 2 . CoBpeMeHHbIE TEXHOJIOTMH OPraHN3alMH 1eJ10NPOU3BO/ICTBA

Tema 2.1. JlenonpounsBoactBo kak | Cogep:xanue

oTpacib JeTEILHOCTH B chepe OcHOBHbBIE TIOHATHSA AEIONPOU3BOACTBA. OpraHm3anMoOHHO-TPaBOBBIE (POPMBI 2

MIpaBJICHUS OpraHu3al|y JOKYMEHTALIMOHHOTO 00eCIeYeHNs yIpaBIeHus. 3alaun cIyxo
HOV.
CamocrosiTe1bHasi paboTa: HAWTH B CETH UHTEPHET TUIIOBbIE JOJDKHOCTHBIE
WHCTPYKIUHU COTPYAHUKOB cayx0 JIOY 12

Tema 2.1.. Opranuzauus nokyMeH- | Conep:xxaHue

TOOOOpOTA
[Tonsatue  gokymeHtrooboporta. Pacuer oObemMa  JOKyMEHTOOOOpOTA. 2
Homenkinarypa nen opranuzanuu: TpeOOBaHUS U OpraHU3aIMs pabOThI
CamocrositesibHas padoTa: 03HAKOMHUTBCS C MaTEpUalIOM Kypca JIEKLUi, 10
TeMa 11, MMCbMEHHO OTBETUTH Ha KOHTPOJIbHBIE BOIIPOCHI

Tema 2.3. Opranuzanus padotsl ¢ | Coaep:kaHue

BXOJSIIEH TOKyMEHTaluen Ilytn nocrymenus JoOKymMeHTa B yupexaeHue. [Ipuem u nepso- 2
HayasbHas 00paboTKa JOKYMEHTOB, COCTAaB BBIIOJIHIEMBIX paObOT MpH nep-
BUYHOI 00paboTKe MOKyMEeHTOB. PekBU3UT «OTMETKA O TIOCTYIUICHUN 4
JOKyMEHTa B OpraHu3anuo». MecTo npocTaBIeHuUs, COCTaB PEKBU3UTA.
IIpakTHyeckas padora 4
[Iprem BXOASIIUX TOKYMEHTOB

Tema 2.4. Opranusanus padotsl ¢ | Conep:kaHue

BHYTPEHHUMH U UCXOJALIUMHU [IpenBapuTenbHOE paCCMOTPEHHE JOKYMEHTOB, €ro 1ieidu. PekBu3uT 2

AOKYMCHTaMH

«Pe3omonus», ero cocras, 3HaueHUe U TpeOoBaHUs K oopmiieHut0. OCHOB-
HbIE MPAaBWJIA ONIPENEIECHUS TUIIOBOIO MapuIpyTa JOKYMEHTA B YUPEKICHUN.
IToaroroBka TOKyMEHTOB IJIs1 pACCMOTPEHUS PyKOBOJACTBOM. THUIIOBBIE CPOKHU
PacCMOTpPEHMsI TOKYMEHTA U IIEPEAAYN €ro Ha UCIIOTHEHHE.

Perucrpanus BHyTpeHHUX JOKYMEHTOB, €€ 3ajauu u nenu. Kareropun
JOKYMEHTOB, HE MOJUIeKAUX peructpanui. OCHOBHOW NMPUHIUII PETUCTPa-
07078
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[Tponecc npuema u 006pabOTKH UCXOIAMINX JOKYMEHTOB, COCTAB BbI-
MOJIHAEMBIX Pa0bOT MPH TPAJUIMOHHOM CIIOCO0E OTIPaBKH (1TOYTON): MpoBep-
Ka IPaBWIBHOCTH O(OPMIICHHUS, HATTMUUE TIPUIIOKEHHSI, aipecara, COPTUPOB-
Ka 10 ajipecataM M BUaM OTIIPABICHUH, aipecoBaHue, (alblieBaHUE, KOH-
BEPTOBAHNE, 3aKJICUBAaHNUE KOHBEPTOB, B3BELIMBAHUE, MAPKUPOBKA, COCTABJIE-
HUe onucu pacchliku. O¢pucHas TEXHUKA, IPUMEHsAeMas IpU TPaJIUHOHHOM
croco0e OTIpPaBKU IOKYMEHTOB.

OTnpaBka TOKyMEHTOB C OMOUIbIO (pakca. DNEeKTpOHHAs [10UTa.
Tumnsl cucTeM 31eKTPOHHOM NOUTHI (TI100aIbHbIE, KOPIIOPAaTUBHBIE). THUIIOBBIE
HE/IOCTAaTKU B OPraHU3alMy OTIIPABKH JOKYMEHTOB M IyTH UX YCTPAHEHHUSL.

IIpakTnyeckas padora 8
1.Opranuzanust perucTpaiuy U pacCMOTPEHHUSI BHYTPEHHUX U UCXOISIINX
JTOKYMEHTOB
2. [ToaroToBKa JOKYMEHTOB K OTIIPaBKE
CamocTosiTe1bHasi padoTa: O3HAKOMHTHCS C MaTepHAJIOM Kypca JIEKITHH, 10
TeMa 13, MMCbMEHHO OTBETUTh Ha KOHTPOJIbHBIE BOMPOCHI
Tema 2.5. Koutpoisb ucnosinenusi | Cogep:xanue
JIOKYMEHTOB 3HaueHue, IPUHIUIL U TPeOOBAHUS K OpTaHHU3AIMH KOHTPOJISI UCTIOTHEHHS 2
JOKYMEHTOB B JEJIONpOu3BOACTBe. Kareropuu MOKYMEHTOB, MOAJIEKAIINE
KOHTPOJIIO.
MeToapl KOHTPOJISI MCTIONHEHUS JOKYMEHTOB B YCJOBMSIX TPaIUIIMOHHON U
aBTOMAaTU3MPOBAHHOW TEXHOJIOTHH 00pabOTKU JOKYMEHTOB
IIpakTHyeckas padora 6
Opranuzanusi KOHTPOJIS UCIIOJIHEHUs] JOKYMEHTOB Ha pabodyeM MecTe C Huc-
MOJIb30BAHMEM TPAJUIIMOHHON W aBTOMATH3MPOBAHHOW TEXHOJIOTMU 00Opa-
OOTKH TOKYMEHTOB.
Tema 2.6. Opranu3zanus aemno- Conep:kanue
MIPOM3BOJICTBA 110 0OpaIEHUSIM OcHOBHBIE 33J]a4 JEIONPOU3BOACTBEHHON CITyKOBI 10 OpraHU3aul PabOTHI 2
rpaKIaH ¢ obpamieHus MU rpaknaaH, ee ocooeHHoctu. M3 «O paboTe ¢ oOpareHUIMU
Tpaxaan
Opranu3aius npueMa rpaxiaH B roCyIapCTBEHHBIX YUPEHKACHUIX
IIpakTHyeckas padora: paborta ¢ 00palICHUIMHU TPAKIAH 4
CamocrositesibHasi padora: koHcekT @3 «O pabore ¢ obOpamieHUIMU 10

TPaXKJIaH
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Tema 2.7. ®opmupoBanue u xpa-
HEHHE JIeTT B JICIIOTPOU3BOICTBE

Conepxanue

OcHoBHBbIE TpeOOBaHUs K (POPMUPOBAHUIO JIETT
[IpaBuna GopmMupoBaHUs TOKYMEHTOB pa3iHuYHBIX KaTeropuit nen. [lpuHiu-
bl CUCTEMAaTH3allUuU JOKYMEHTOB BHYTPH JIE]

IIpakTHyeckas padora
PopMHpOBaHUE JeI

12

CamocrosiTeibHas padoTa: 03HAKOMHUTBCS C MaTEpUalIOM Kypca JIEKLUi,
TeMa 17, OTBETUTHh Ha KOHTPOJIbHbBIE BOIIPOCHI

10

Tema 2.8. /lenonpousBoacTBo
KaJIpOBO# CITyKOBI

Conep:kanue

HopmatuBHO-MeTOqMueCKUE MaTeprabl, periaMeHTHPYIoIue padboTy ¢ Kaj-
poBoii fokyMeHTanue. CoctaB ¥ BUbI KaAPOBOW JOKYMEHTAIUU
CucteMaTtusanys, XpaHeHUEe M YHUUYTOKEHUE KaIpOBOI TOKYMEHTaluU

IIpakTuyeckas padora
1. Odopmienue JOKYMEHTOB IPHU MpueMe Ha paboTy
2. OdopmieHre TOKYMEHTOB IPH NIEPEBOC HA APYTYIO PadoTy
3. OdopmieHrue TOKYMEHTOB MPHU HAJOKEHUU JUCIHHUILTMHAPHOTO B3bIC-
KaHUuA
4. OdopmieHre JOKYMEHTOB MPU NOOIIPEHUH paOOTHUKOB
5. OdopmieHne JOKYMEHTOB IIPH YBOJIBHCHUU PAaOOTHHKA

20

CamocrosiTesibHas padora: 3anodHUTh YHUPUIIMPOBaHHBIE (POPMBI MPHUKa-
30B 110 KaJipam

10

Tema 2.9 [loaroroska u nepenaya
JIeJ1 B BEJJOMCTBEHHBIN apXUB

Conepxanue

[Topsimok neicTBUil pH nepenade T0KyMEHTOB B BEJOMCTBEHHBIN apXUB
NudbopmanroHHble XapaKTEPUCTUKH TOKYMEHTOB U JIeJ

CocraBneHnue COnpOBOIUTENHHON TOKYMEHTAIIMU TP TIepeiaue JOKYMEHTOB
B BEJIOMCTBEHHBIN apXUB

IIpakTHyeckasi padora:
[ToaroroBka nen k mepenayde B apXuB
OdopmiieHre TOKyMEHTOB ¢ ucrosib3oBanueM [1K

60

KypcoBoe npoekTupoBanme

20

MJK 01.02. IlpaBoBoe peryJMpoBaHue YNIPABJIeHYECKOH 1eITeJIbHOCTH

104

Tema 1.1. [IpaBoBbIe aKkThI ynpas-
JIeHUs

Conep:xanue:
BBGI[GHPIC: OCHOBHBIC ITIOHATHUA AUCLUITIINHBI, HOpMaTI/IBHO-MeTOZII/I‘-IGCKaSI
0a3a peryJmpoBaHus MPoheCcCHOHATBHOM IeITeIbHOCTH

1,2
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AIMHHHCTPATHBHO-TIPABOBBIE (POPMBI X METO/IBI TOCYIAPCTBEHHOTO PETYIIH-
poBaHusd

[IpaBoBble akThl ynpasieHus. [IpaBuia usnanus u perucrpanuu [1AB

[Iporiecc 1 METOIbI YIIpaBIEHUSI OpraHu3alueit

XapakTepucTuka QyHKUUN yrpaBiIeHUs

Tema 1.2. PerynupoBanue ynpas-

Conep:kaHue

JICHYECKOM JEATENBHOCTH Ha OCHOBE| Llesin, OCHOBHBIC 33714 TPYJOBOTO 3aKOHOIATEIILCTBA. 4 2
COBPEMCHHOW CHCTEMBI TPYIOBOTO | [IpHHIHIIBI TPYI0BOTO IpaBa. OTBETCTBEHHOCTH 32 HAPYIICHHE TPYJOBOTO 2
npaBa 3aKOHOJIaTEIbCTBA
IIpakTHYeckue 3aHATHS 2 3
1. | Pemenue cutyanuii: PerynupoBaHue TpyJOBbIX OTHOLIEHUN.
Tema 1.3. BozuukHoBenue u npe- | Coaep:xxanue
KPAIICHUE TPYOBBIX OTHOIICHUH 1. | OcHOBaHUsI BOSHUKHOBEHHS M CTOPOHBI TPYJOBBIX OTHOLICHUHN 10 2
2. | TpyZioBOil JOroBOp, €ro COAEpKaHWA W YCIOBHS. BuIbl TpyIoBbIX
JIOTOBOPOB.
3. | IlpekpamieHue TpyA0BOro 10roBopa
4. | MarepuajibHasi OTBETCTBEHHOCTb CTOPOH TPYJIOBOT'O JIOTOBOpa
IIpakTH4eckue 3aHATHA 2
1. | CocraBnieHue TpyJJ0BOTO JOTOBOpa 3
Tema 1.4. Cobmronenue HopMm Tpy- | Coaepxxanue
JIOBOTO pacropsiaka U JUCHUIUIMHBL | 1. | lucnunimHa Tpyna. IlpaBuna BHYTpEHHEro TPYyIOBOTO pAacCIOpsIKa 10 2
Tpyna OpraHu3aluu
2. | Pexxum pabouero BpeMeHH, BUIBI PSKUMOB. YUeT pabodero BpeMeH!
3. | Bpems otabixa, ero Buabl. Ilopsiiok mpe1ocTaBieHus: OTIIyCKOB
4. | Yuer pabouero BpeMeHH
IIpakTHYeckne 3aHATHS 3
1. | Ananus cutyaruit o teMe « OTBETCTBEHHOCTh TPYA0BOTO 2
3aKOHO/IATEIbCTBAY
2. | Pemlenne curyanmoHHbBIX 3amad  «JlelicTBUS HOpPM  TpPYAOBOIO 2
3aKOHOJATEIbCTBAY
3. | Pemienune cuTyallMoHHBIX 3amad  «/lelicTBHST HOpM  TPYIOBOIO 2
3aKOHOJATEIbCTBAY
4. | PemieHne cutyanuoHHbIX 3a1ay «KoOMIIIEKCHBIM XapakTep TpPyAOBOTO 2
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paBay
5. | Pemienue cuTyalMoHHBIX 33724 «XapakTep 3alIUThl TPYIOBBIX IPaBy» 2
6. | Pemenue cutyannoHHbIX 3amau «/lucuurmHa Tpyaa U ee obecrede- 2
HUEM»
7. | Pemienue curyanuoHHbix 3amau «lIpaBoBoe peryinpoBaHue BHYTpEH- 2
HETO PACTIOPSIKa»»
8. | Pemenue cutyannonHbix 3aaa4 «Iloompenue 3a ycnexu B pabotey 2
9. | Pemenne curyannoHHbXx 3anauy «Pexum pabodero BpeMEHM, BHIBI 2
PEXKUMOBY
10 | Pemienne cutyannoHHsIx 3amau «CepxypouHas padora. Henopmupo- 2
. BaHHBIA PaOOYHIl TCHb»
11 | Pemenue curyanmoHHsix 3ana4 «llopsiiok mpegocTaBiaeHus OTITY CKOBY 2
12 | Pemenue cutyanmoHHbix 3amad «OTmyck 6e3 coxpaHeHHs 3apaOOTHOM 2
IJ1aThI»
Tema 1.4. OenepanbHoe Conep:xanue: 12
3aKOHOJIaTEILCTBO B 00J1aCTH 1. | @3 «O6 undopmaruu, HGOPMATH3AIMHN U 3aIIUTE HHOOPMAITHNY
JOKyMEHTaMOHHOro obecnedenus | 2. | @3 «O nepcoHaIbHBIX JIAHHBIXY
YIpaBJICHUS 3. | @3 «O paboTe ¢ oOpalIeHUSIMU TPaXKIaH»
4. | @3 «O koMMepuecKoi TaiiHe»
5. | AHTHKOPPYIIIMOHHOE 3aKOHOAATEIBCTBO
CamocTrosiTeibHas pa0oTa NIpU U3yYeHUM: CHCTEMaTHuYecKas MpopaboTka MaTepuaioB JEKIIMOHHOTO Kypca, 35
y4eOHMKOB M Y4€OHBIX TTOCOOMI B COOTBETCTBUU C 33IaHUEM TIPEToaaBaTens
MK 01. 03. Opranu3anusi CEKpeTapcKoro o0c/JayKMBaHUsA 141
Tema 1.1. Cekperapckoe 00- Conep:kanue 20
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CITy’)KHBaHUE U ero (pyHKINH B pa-
00Te opraHu3aluu

Porne 1 MecTO cexkpeTapsi B yIpaBIeHUECKOW CTPYKTYpe OpraHU3aluu
HopmaruBHo-MeTOMueckass 0a3a  paboTel  cekperaps. JloymKHOCTHasI
WHCTPYKITUS CEKPETapsi, €€ CTPYKTYPa, MOPSTOK i OCOOSHHOCTH Pa3pabOTKH
Opranu3zanus pabo4ero MecTa ¥ Tpya ceKperaps

DTUYECKHE aCIeKThl CEKPETapCKO paboThl

IIpakTuyeckas padora
1. Pa3paboTka TOKHOCTHOW MHCTPYKILIMHU CeKpeTaps
2. Opranuzanus paboyero MecTa cekperaps

CamocrosiTenbHas padoTa
Hcnone3ys cpencrsa MHTepHET pecypcoB, NMPOBECTH UCCIIEAOBAHUE PhIHKA
Tpyaa CBepUIOBCKOW 00JIaCTH B 4aCTH BOCTPEOOBAHHOCTHU CIEIMATIMCTOB IO

JIOY

16

Tema 1.2. Opranuzanust padoTsl
MPUEMHOMN

Conep:kaHue

CoBpeMeHHbIE cpe/iCTBa OPITEXHKU. DJIEeKTpoHHas novra. OpraHusanus pa-
6016l pykoBoautens. [IpaBuna BeneHus npuema mnoceruteneil. [IpaBuna Be-
JIeHUs TeJIC)OHHBIX NIEPETOBOPOB.

26

IIpakTnyeckas padora:

1. Pabota ¢ KOMUpOBaIbHON OPTTEXHUKOMN
PaboTa 1o ckaHUpOBaHHIO TOKYMEHTOB
OTtnpaBka TOKyMEHTOB JIEKTPOHHON MOYTON
OTtnpaBka 10KyMEHTOB (hakcoM
Pabota ¢ MynbTHMEIUIHON YCTaHOBKOM
6. Opranuzanus mpuemMa noceTuTenen

ol

CaMmocTosiTesibHast padoTa: COCTaBUTh Pe3toMe IS IpuMa Ha paboTy Cek-
peTaps U OTIPABUTH JIEKTPOHHON MOUTOM NMPEnoaBaTelIo

10

Tema 1.3.IloaroroBka coBemiaHuii,
Mpe3eHTalNi, TPUEMOB, KOH]e-
peHLMI

Conep:kaHue

TexHonorus MOAroTOBKY UH(OPMALIUU JUISL TPOBEICHUSI MEPOIIPUSATHS.
ITonroroBka BBICTYIUIEHHS pyKOBOAUTENS HA Meponpusatuu. CocraBieHue
nporpaMmmel Mepornpusitus. [logroroska nomemenus. Opranuzanus 00-
CITY>KUBAHHSI MEPOIIPUSITHSL.

24

IIpakTnyeckas padora
1. TloaroroBka nH(MOPMAIIMOHHBIX MATEPHAIIOB
2. TloaroroBKa MPe3CHTAIUH IS PYKOBOIUTESA
3. Odopmiiennst ”HGOPMAIIMOHHOIO IMHChbMa O MIPOBEACHUH MEPOIIPHSI-

10
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THUA
4. CocTraBieHHe TPOrpaMMbl MEPOTIPHSTHS
5. OdopmieHue perucTpaoHHbIX Gopm

CamocrositenbHas padora:
1. CocraBuTh HH)OPMAITMOHHYIO CIIPABKY O KaTETOPHUSIX CEKpeTapen
2. Hcnonb3ys JOMOJHUTEIbHYIO HHPOPMALIMIO, ONTUCATh IPEUMYIIECTBA
3JIEKTPOHHOI'0 I0OKyMEHTO000pOTa
3. CocraButs «dotorpadutoy» padbouero IHs cexpeTaps
4. IloaroToBuUTh Npe3eHTAIMH HAa TEMBbl, YKa3aHHbIE MIpenogaBaTesieM

21

JIK3aMeH (KBAJTU(PUKAUMOHHBIN): BhINoIHEHNE MPAKTUYECKOTO 33IaHUS IO
COCTaBJICHHIO, 0(hOPMIICHHIO M 00pabOTKe TOKYMEHTOB

Bcero

445
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e

10.
11.
12.
13.

bl

Nowve

Conep:kanue y4eOHOM NMPAKTUKH MO MPOPUIIO ClIeNUATBHOCTH (BUABI padoT):

XapakTepucTHKa OpPraHU3alMOHHO-TIPABOBOM (POPMBI OpraHN3aIluy U €€ CTPYKTYpa.

O3HakoMyIeHHE CO CTPYKTypoi ciryx0bl JIOY (kaHLenspuu, ceKpeTaprara) opraHu3alnu, ee QYHKIUSIMHA U
TEXHUYECKUM OOecTrieueHrneM pabodnx MecT.

O3HakOMJIEHHE C CUCTEMOW OpraHH3aIl[MOHHO — MPABOBOM JOKyMeHTaluu. Bumasl u odopmieHne opraHusa-
LIMOHHO-TIPAaBOBOI IOKyMEHTaIUH.

O3HakOMJIEHHE C BUAAMH PACHOPSIUTENHLHON JOKyMEHTAIMH, MOPSI0K OhOpPMIICHHS PACIOPSIUTEIbHOMN
JIOKYMEHTAIlU! B OPTaHU3alINH.

O3HakoMJIeHHE ¢ BUIAMHU HH()OPMAIIMOHHO—CIPABOYHON JOKYMEHTAIH, MOPSI0K opopMmieHus nHpopma-
LIMOHHO-CIIPAaBOYHOM JTIOKyMEHTALlUU B OpraHU3aliH.

O3HakoMJIeHHE ¢ BUIaMH U OOPMIIEHUEM JOKYMEHTAIIMH 110 JINYHOMY COCTaBYy.

Opranuzanus 3alyThl IEPCOHANBHBIX JaHHBIX 0 pAOOTHUKAX OpraHU3aIlvy.

O3HaKOMJIEHHE CO CXEMOW JTOKyMEHTOOOOpOTa B OpraHU3aIllMy W OpraHU3aIUsl PErUCTPAlUU TOKyMEHTOB.
[Topsanox NpoxXoKAeHUS PA3INYHBIX IOKYMEHTOIIOTOKOB OPraHU3alHH.

O3HakOMJIEHHE C HOMEHKJIATYpOil J1eJ OpraHu3alliy, MOPSIAKOM COCTaBJICHUS U O(pOpPMIIEHUS JIeN OpraHu3a-
1117078

O3HakOMJIEHHE C TIOPSAIKOM IOATOTOBKH JIEJN K Mepe/iaye Ha apXUBHOE XpaHEHHUE.

AHanus CTpyKTyphl pabo4ero BpeMeH! pyKOBOJUTEINS U CEKpeTapsl.

O3HakoOMJIEHHE ¢ TIOPSAIKOM MpueMa noceTuTeneit (padora B MpUeMHON PyKOBOIUTEIs).

O3HaKOMJICHHE M aHAJIM3 BEJCHHS CITY>KEOHBIX Tele()OHHBIX MEPETOBOPOB B COOTBETCTBUH C STHUECKUMH U
TICUXOJOTHYECKUMH MPaBUJIaMU U TPeOOBaHUSAMH (OTHCATh U MPUBECTU IPUMEPHI).

Conep:kanue y4eOHOM NMPAKTUKH MO MPOPUIIO ClIeNUATBHOCTH (BUABI padoT):

O3HakOMJIEHME C MPAKTUKON MOATOTOBKH M MPOBEACHUS JEJIOBBIX COBELIAHHM, BCTpEY, IPUEMOB, IIPE3EHTa-
i (mpuBecTH npumepsl). OmpeneseHre poiu ceKpeTaps B MOArOTOBKE COBELIaHHIA.

O3HaKOMJIEHHE C TIOPSAIKOM MOATOTOBKH MOE3I0K M KOMaHIUPOBOK COTPYTHUKOB U PYKOBOJUTEIS
O3HakoMJIeHHE ¢ pabOTOM apXiBa OPTaHU3alUU: KaJIPOBBIN COCTaB U JIOJDKHOCTHBIE 00sI3aHHOCTH PaOOTHHU-
KOB apXHuBa.

O3HakOMJIEHHE C YCITIOBUSIMH XpaHEHUs JIe]l B apXUBe.

O3HaKOMJIEHHE € IPOLIECCOM ITPOBEPKU HAIUYMS U COCTOSHUS JJOKYMEHTOB M JIENl B apXHUBE.

O3HakOMJIEHHE C OpraHM3alliel BbIauu Jell BO BpEMEHHOE M0JIb30BaHHUE.

3amTa oT4yeTa 1o npakTuke (audepeHIMpoBaHHbINA 3a4eT)

36

36
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4. YCJIOBUA PEAJIMBALIMU ITPOI'PAMMBI IPO®ECCUOHAJIBHOI'O MOJAYJIA

4.1. TpeOoBaHusI K MUHUMAJILHOMY MaTepHAIbHO-TEXHUYECKOMY 00ecre4eHHuI0
Peanm3arus mporpaMMbl MOJTYJIS TIPEAIIONIATacT HATMYNE YIeOHBIX KAOWMHETOB:
paBoBOro obecreveHus MpodeccCuoHanTbLHOM e TEIbHOCTH;

JOKYMEHTAI[HOHHOTO 00CSCTICUCHUS YIIPaBJICHHUS,

O6opynoBanue yueOHOro kabruHeTa 1 paboYnx MecT KabuHeTa:

- paboune mecTta i1 00y4aromuXcs (CTOJIbI YYeHUYECKUe, CTYJIIbs), CTOJI OUCHBIH, CTY-
TSI, IOCKa KJIaccHasi; pabodee MecTo yuuTens (CTOJ, CTYJ), JOCKa MarHUTHAsI, HACTEHHBIC CTEH-
JIbI, KHYOKHBIE KAl I XpaHCHUS JUIAKTHYSCKAX MaTEePHAJIOB, CIIPABOYHONW M YUCOHOM JTH -
TepaTypsl;

CpencrBa 00y4eHUs:

- KpaTKUi Kypc JEKIUH 0 JOKYMEHTAI[MOHHOMY 00€CIIEUCHHIO YITPaBICHUS

- 3QJIaHUS U METOJMYCCKHE YKA3aHUS K BBITTOJHEHUIO CAMOCTOSTEIILHBIX PadoT

- 3aJIaHUS ¥ METOJMYECKHE YKa3aHUS K BBIITOJHEHUIO TPAKTHUECKUX paboT

- MPUMEPHBIE TEMBI KyPCOBBIX padoT

- METOJIMYECKHUE YKa3aHUS K BHITIOJTHEHUIO KYPCOBOTO MTPOSKTUPOBAHUS

- MPE3EHTAIIMOHHBIC MATEPHAITBI ITO TEMaM YPOKOB

- KOHTPOJIbHO-U3MEPHUTEIbHBIC MaTEpUaIIbI
TexHuueckue cpecTBa 00y4eHUs:

- HarJIsIHBIE M MYJTBTUMEIUNMHBIC, KOMITBIOTEPHBIC AYAUTOPUU C TOCTYIIOM B JIOKATHHYIO
CEeTh, MHTCPAKTHBHBIC JJOCKH, TIPOSKTOPHI H JIP.

O6opynoBanue gaboparopur M pabodymx MecT Jab0opaTopuu: HArsAHBIE CPEACTBA U
MYJIbTUMEIMIHBIC TTOCOOWSI, KOMITBIOTEPHBIC ayJIUTOPHH C JIOCTYIIOM B JIOKAJIbHYIO CeTh, MH-
TEepPHET, UHTEPAKTUBHBIC JIOCKU, IPOEKTOP U OpPT. TeXHHUKa (MPUHTEPHI, CKaHephl, (hakchl) Ap.;
y4eOHbIe 0a3bl TaHHBIX 110 JOKYMEHTAITMOHHOMY OOECTICUCHHIO YIPABIICHUS.

4.2. UudopmanuonHoe odecriedeHne 00yueHust

Ilepeyenn pekomeHayeMbIX Yu4eOHbIX H31aHuil, UHTepHeT-pecypcoB, AONMOJHUTEIbHOM JIN-

TepaTypbl

OCHOBHBIC HCTOYHUKH:
1. PympiHmHA JlOKyMEHTAIIMOHHOE OOecTieueHne yrpaBieHus. — Akagemus. - Mockaa:

Axanemus, 2017

2. bacakoB M.U. JlokyMeHTaIlMOHHOE 0OecrieueHne yrpaBieHus (C OCHOBaMH apXHBOBE-

nenwst) (ans CITIO u HITO). — M: KuaoPyc, 2013

JlenkeBuu JI.A. [lemonpousBoacTtBo. YueOHoe mocodue — M: Axanemus, 2007

4. JlenkeBuu JI.A. Cekperapb-pedepent. enonpousBoacto. YueOHoe nocobue — M:
Axanemus, 2007

5. JlenkeBuu JI.A. KagpoBoe nemonpou3BoacTBO. YueOHoe mocobue — M: Akanemus,
2007

6. KiokoB U.B., [Itamuuckuit B.C. O¢ddextuBnoe aenonpounssoactso (+CD). — M:
[Tutep, 2008

7. Poroxxun M. CnpaBouHUK 10 Aenonpou3BoacTBy. (+CD). — M: Ilutep, 2008

bepesuna H.M. CoBpemenHnoe nenonpounsoactso — M: Ilutep, 2008

9. Konun H.M. IIpaBoBbIe OCHOBBI yIIpaBileHUECKON AesTebHOCTH — Mocksa: IOpaiir,
2017

10. ITerposa I'.B. IlpaBoBoe obecnedeHne npodecCuOHANBHON NesITeIbHOCTH. Y UeOHUK.
— Mocksa: Akagemus, 2011.
Pymebinuna B.B. [IpaBoBoe obecnieueHne nmpoecCHOHAIbHOM AeATeIbHOCTH. Y 4eo-
HUK. 4-¢ m3manne. — Mocksa: Axkagemus, 2011.

11. Pymsinuna B.B. IIpaBoBoe obecnieuenne npodeccuoHanbHOM AesITeIbHOCTH

12. TK PO

[98)

*
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13. Pymbinnaa  JIoKyMeHTallMOHHOE oOecrieueHue ynpasieHus. — AkaaeMusi. - Mocksa:
Axagemus, 2017

14. bacakoB M.U. JlokymeHTaImoHHOE 00ecrieyeHrne yrpapieHus (C OCHOBaMHU apXHUBOBE-
nenust) (ans CI1O u HITO). — M: KuoPyc, 2013

15. l'anaxoB B.B. Opranuzanus cekperapckoro oocimykuBanus — MockBa: AKagemMus,
2017

16. JlenkeBuu JI.A. JlenonpounsBoacTBo. YuebHoe nocodue — M: Akanemus, 2007

17. JlenkeBuu JI.A. Cekpetapb-pedepent. [emonpounsBoactBo. YuedHoe mocodue — M:
Axanemus, 2007

18. JlenkeBuu JI.A. KagpoBoe nemonpousBoacTBo. YdueOHoe nmocodue — M: Axanemus,
2007

19. KnokoB U.B., [Itamunckuit B.C. D¢pdextunoe nenonpouspoactso (+CD). — M:
ITutep, 2008

20. Poroxxun M. CripaBo4HHK 110 aesonpon3BoactBy. (+CD). — M: [Tutep, 2008

21. bepesuna H.M. CoBpemenHoe nenornpon3Boactso — M: ITutep, 2008

JlonoTHUTEe/IbHBbIC HCTOYHUKH:

1.  ®epepanbhblil 3akoH PO ot 27.12.2002 Ne 184—D3 «O TeXHUYECKOM pETyIUpOBa-
Hum» // C3 PO. —2002. — Ne 52. — Ct. 5140.

2.  ®enepanpnbiii 3ak0H PO ot 10.01.2002 No 1-®3 «OO6 snexTpoHHON HH(PPOBOH
nognucu» // C3 PO. —2002. — Ne 2. — Cr. 127.

3.  ®epepanbHbiii 3akoH P® ot 01.06.2005 Ne 53-®3 «O rocyaapCTBEHHOM SI3bIKE
Poccuiickoi @enepauym».

4.  ®enepanbbiii 3ak0H PO ot 27 utonsa 2006 r. Ne 149-®3 «O06 wmnbopmaruwy,
MH(POPMALIMOHHBIX TEXHOJOTUAX M O 3amuTe uHGopmanum» // C3 PO. — 2006. — Ne 31. — 31
utons. (Y. 1). — Cr. 3448.

5.  ®enepanbublii 3akoH PO Ne 59-D3 ot 02.05.2006 «O mopsiake oOpaiieHus rpax-
naH Poccuiickoit deaepanum.

6.  ®enepanbublil 3akoH PO «O06 apxuBHOM nene B Poccuiickoit deneparmm» ot 22
okTs10ps 2004 1. // C3 P®. —2004. — Ne 43. — Crt. 4169; OteuectBeHHbIe apxuBbl. — 2005. — Ne 1.
- C.3-19.

7. TOCT 6.10.1-88. VYHudumupoBaHHble CHCTEMBbl TOKyMeHTaruu. (OCHOBHBIE
nonoxenus. — M.: U3a-Bo crangapros, 1988. — 13 c.

8. TOCT 6.10.5-87. YHudpuiupoBaHHble CHCTEMbI IOKyMeHTaluu. TpeOoBaHus K
noctpoeHuto popmyisipa-odpasua. — M.: Uzn-Bo crangaptos, 1987. — 12 c.

9. TOCT P 51141-98. Jlenonpou3BOACTBO U apXHWBHOE AeN0. TepMHUHBI U ONpeesie-
Husa. — M.: T'occranpapr, 1998.

10. TOCT P 51511-2001. ITeuatu ¢ BoctipousBenenueM ['ocynapctBennoro repoa Poc-
curickou Penepanuu.

11. TOCT P 6.30-2003. YuudunupoBaHHbIE CUCTEMBI JOKyMEHTAIUU. YHUDHUIHPO-
BaHHAas CUCTEMa OpPraHU3allMOHHO-PACTIOPSIUTEIBHON JOKyMeHTauu. TpeboBanus K ohopmiie-
HUIO JOKyMeHTOB. — M.: ['occtanapr, 2003.

12. TOCT P UCO 15487-1-2007. Cucrema craniapToB 1o uHpopmaiuu, oudimorey-
HOMY U M3JaTeIbCKOMY JeNy. YIpaBieHue JokyMeHTaMu. OOIIue moioxKeHus.

13.  O6mepoccuiickuii kinaccudukarop ynpasieHyeckoi nokymentanuu OK 011-93.
I'occrangapt Poccun. — M.: U3n-Bo ctangapTos, 1995.

14. TlpaBuna aeI0NpOM3BOJCTBA B (heAepalibHBIX OpraHax MCIOJHHUTEIbHOM BIIACTH.
[Toctanosnenue [IpaButenscTBa PO ot 15 nrons 2009 r. Ne 477.

15. Tocranosnenue I'ockomcrata P® ot 05.01.2004 Ne 1 «OO6 yTBepkaeHUU YHUDH-
LMPOBAaHHBIX (hOpPM MEPBUYHON YyUETHOM TOKyMEHTaluu Mo y4€ry Tpyda u ero ormiare // C3
P®. 2004. Ne2. Cr.284.
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16. TocynmapcTBeHHass cHUCTeMa JOKYMEHTAIlMOHHOTO OOECIEUYeHUsl YIpaBlICHUS.
OcHoBHble nonoxeHus. OOue TpeOboBaHUS K JOKYMEHTaM M CIyK0aMm JTOKyMEHTAallHOHHOIO
obecneuenus. — M., 1991. — 76 c.

17.  OcHoBHBIE TIpaBWiIa pabOTHl apXWBOB opranuzanuii. — M.: Pocapxus, 2002. — 152

18.  OpraHu3aMOHHO-PACHOPSAIUTENbHBIE JOKYMEHTHl. TpeOoBaHUS K OQPOPMIICHHUIO
nokyMmeHToB: Meton pexomennanuu mo Baeapernto ['OCT P 6.30-2003 / M.: Pocapxus; BHU-
NAA, 2005.-90 c.

19. VYHu}ukanus TeKCTOB YIPaBICHUECKUX TOKYMEHTOB: MeToauyeckue peKoMeHa-
mun. M., 1998.

20. Jlarytuna, T.M. [lenoBoe nucemo: crnpaBoynuk / T.M. Jlaryruna, JL.II. Illyko. —
CII6.: U3a. mom «['epmax, 2014.

21. Pa3paboTka HOpPMAaTHBHBIX JOKYMEHTOB MO JOKYMEHTAIIHOHHOMY OO€CIeUYeHHUIO
opranmn3auuu. Pekomennanuu. — M.: BHUMA/L, 2007. — 264 c.

22. UYyxkosenkos, A.1O. /lenoBas koppecnonaenuus. CnpaBounuk / A.}O. UykoBeHKOB,
B.®. fInkoBas. — M.: MLI®OP, 2004. 576 c.

Pexomenayemble nepuoanueckue usganus u pecypcol Untepuer:
«Cexkpetapckoe 1eno»

«Cexkpetapb-pedepeHT»

«CrnpaBOYHHK CeKpeTapsi U opuc-MeHeIKepa»
«Jlenonpons3BOACTBO»

WWW.viniti.ru

WWW. inion.ru

WWW. rg.ru

WWwWWw.ptou.ru

4.3. O0mue TpeGoOBaHUs K OPraHu3aliu 00pa3oBaTeJbLHOI0 Mpouecca

Opranuzaiusi 00y4yeHHs [0 MporpaMMe MOIYJsl MPOBOAUTCS B (hopme JIEKIHi, MpaKkTH-
YEeCKHUX M J1a00paTOPHBIX 3aHATUN, aKTUBHBIX U MHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATUH (11e-
JIOBBIX WP, aHAJIM3a KOHKPETHBIX CUTyaluil) u 1p. B kauecTBe cpeacTBa oOydeHus Mpu OpraHu-
3alUM y4eOHBIX M BHEYAJUTOPHBIX 3aHATHH MCIONB3YIOTCS HAIJIAAHbIE U MYJIbTHUMEAUNHBIE,
KOMITBIOTEPHBIE ayIUTOPHH C JOCTYIIOM B JIOKQJIBHYIO CE€Th, HHTEPAKTUBHBIE TOCKH U Jp. B ka-
YeCcTBE NMPHOPUTETHHIX TEXHOJOTMHA OOy4YeHHs Ha CHELUAIbHOCTH PAacCCMAaTPHUBAIOTCS JIEATEINb-
HOCTHbIE U KOMMYHHKAaTHUBHBIE TE€XHOJOTMH, WH(OPMALMOHHbIE TEXHOJIOTUH, UHTETPATUBHO -
monynbHble U JIOT. Ilpaktuka mpenycMaTpuBaeT coOoil Buja ydeOHBIX 3aHATUH, oOecrie-
YUBAIOUINX PAKTUKOOPUEHTUPOBAHHYIO MOJITOTOBKY 00YYaIOIINXCS.

4.4. KaapoBoe o0ecneueHue 06pa3oBaTeibHOIO NMpoiecca

TpeboBanus K KBaIM(UKAIMH TEeJarOrTHYeCKUX KaJpoB, 00eCIIeYNBAIONINX 00yUYEeHUE MO
MEXIUCHUIUIMHAPHOMY Kypcy (Kypcam): peanu3als MporpaMMbl MOJyJiS JIOJDKHA obecrie-
YMBATHCS IMEAArOTMYECKUMH KaJpaMH, UMEIOIIMMH BhICIIee 00pa3oBaHME, COOTBETCTBYIOILEE
MPOdUITIO TPETI0AaBAEMOI0 MOJTYJISL; OMBIT ACSITEILHOCTH B OpraHu3anusx B cayxoax JJOVY.
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S.KOHTPOJIb U OLHEHKA PE3YJIbTATOB OCBOEHUA
MNPO®ECCHUOHAJIBHOI'O MOAYJIsA

Pe3yabTarhl ®opMbI U METOBI
OcHOBHBIE TOKA3ATEJIH OLIEHKHU
(ocBoeHHbBbIE TPO(PeccHoHATILHbIE KOHTPOJISI M OlleH-
pe3yJbTara
KOMIIETEHIIUN) KH

IIK 1.1. Koopaunupyer paboty
opraHuzanuu (IpUEMHOH  PYKO-
BOJIUTENS), BEJET NpPUEM IIOCETHU-
TEJEH.

- opraHmsyer pabouee MecTo CeKpe-
Taps;

- OCYLIECTBIICT TPHEM IIOCETH-
TeJell ¥ WHBIC BBl OPraHU3aAIMOH-

OKcnepTHasi OLEH-
Ka JOKJIaJ0B, IIpe-
3CHTALUM; MOJIEIIN-
pOBaHuE CHUTyalul

HOTO 00CITy>KHBaHMUS; 0  OpraHu3aluu
- OCYILECTBJIIET paboTy C JOKyMEH- | IpueMa  IOCETH-
TaMH Ha OyMa)KHBIX M 3JICKTPOHHBIX | TeJIel
HOCHTEJISIX.
I1K. 1.2. OcymectBisger paboTy IO | - OpraHU3yeT MOATOTOBKY M IpPOBe- | DKCIEPTHOE
MOJArOTOBKE U IPOBEJCHUIO COBE- | CTU TEXHUYECKOe O0OCIyXHBaHUE | HAOIIOEeHUEe u
IIAaHWUH, JEJOBBIX BCTPEY, MPUEMOB | KOHPEPEHTHBIX MEPONPUSITUI; OLICHKa KBa3UIIPO-
U Tpe3eHTalui. - ocyIecTBisgeT TeneoHHbIE TIe- | hecCHOHATBHON
PETrOBOPHI; JIeSITEbHOCTH,
- OpraHusyer oOCIyXMBaHUE COBE- | MOJEIMPOBaHHE
LIaHUH, JEJOBBIX BCTpPEY, IPUEMOB | CUTyalUl

Y MPE3EHTalHM.

[1IK 1.3. OcyuiecTBisieT MOArOTOBKY
JICJIOBBIX MOE30K PYKOBOAUTEINS U
JIPYTUX COTPYHUKOB OPTaHHU3AIUH.

- COCTaBJISIET MEPEYCHb JIOKYMEHTOB,
HEOOXOIUMBIX TPpH O(OPMIIEHHH KO-
MaHUPOBOK;

AHannu3 ® OIleHKa
BBITIOJIHEHHS TIPAK-
TUYECKUX 3aJaHuH

- COCTaBIsieT M COIJIACYET | 10  COCTABJICHUE
IIPOrpaMMbl KOMaHIUPOBOK. KOMILJIEKTa
JIOKYMEHTOB

IIK 1.4. Opranusyer pabouee Me-
CTO CEKpeTaps U PyKOBOJUTEIS

- paluoOHAaJIbHO OpraHu3yeT pado-
yee MecTo;

- BBIOMpaeT HE0OX0auMOe 000pya0-
BaHHWE M CpeJICTBAa O(QUCHOM TeX-
HUKU.

AHalnnu3 # OIIEHKA
JIOKyMEHTAIlluu ¢
MPaKTUKH, MHUKPO-
MPOEKTOB, MPE3EH-
Talun

BrinosiHenue npak-
THYECKOT'O 3aJlaHus
BO BpeMsl TIpOBejie-
HUS dK3aMeHa (KBa-

T (PHUKAIMOHHOTO)
I1K 1.5. OpopmisieT u perucTpupy- | - paboTaeT ¢ PEerucTparMoOHHBIMHU | DKCIEpTHOE
€T  OpraHu3aIMOHHO-pachopsaau- | hopmamu; HaOIIOZICHUE "
TENbHbIE TOKYMEHTBI, KOHTPOJIUPY- | - MUHIAEKCUPYET JOKYMEHTHI; OLICHKa KBa3UIIPO-
€T CPOKH UX BBIIIOJIHEHUS. - ucnionb3yet UIIC pyuHoro u aBTO- | (heccHOHANBHOM

MaTHU3UPOBAHHOIO THUIIA;
- OPraHu3yeT KOHTPOJb UCIIOTHCHUS
JOKYMEHTOB Ha paboueM MecTe ¢
WCMOJBb30BAHUEM TPAAUIMOHHONW H
aBTOMATU3MPOBAHHOM TEXHOJIOTUU
00pabOTKH JOKYMEHTOB.

NEeSITeIbHOCTH, B
X0/JIe TIPAKTUKH

Brimonnenue mpak-
TUYECKOTO 3aaHHsI
BO BpeMs IIpoBe/e-
HUS DK3aMeHa (KBa-

JTU(PUKALIMOHHOTO)
[1IK 1.6. ObpabaTbsiBaeT BXOJSIIUE | - OPraHU30BBIBATH JOKYMEHT0000- | DKCHepTHOE
U HCXOAAIIME JIOKYMEHTBI, CH- | POT B YUPEKICHHUH; HaOJr0/IcHue "
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CTEMaTHU3UpPyeT HUX, COCTaBJISET
HOMEHKJIaTypy JAel U (QOopMHUpPYET
JIOKyMEHTHI B Jieia

- COCTaBIISIET HOMEHKJIATYPY Jel C
Y4eTOM OCOOCHHOCTEH CTPYKTYp-
HBIX TIOJIpa3AcIICHUN;

- HCNOJB3yeT HOMEHKIATYpy e
IPH  BBITIOJIHEHUH  JTIOJDKHOCTHBIX
00s13aHHOCTEN.

OIICHKa KBa3UIPO-
(beccroHaNbHOM
NESITCIbHOCTH, B
XO0JI€ TIPAKTUKA

IIK 1.7. CamocTosiTensHO paboTaeT
C JOKyMEHTaMH, COJEpKallluMHU
KOH(GUACHINATIBHYI0 HHPOPMAIHIO,
B TOM YHCJI€ JTOKyMEHTaMHM IO JIN4-
HOMY COCTaBy.

- o0ecrnieurBaeT 3aIIUTY
KOH(HIEHIIMATbHOI HH(pOpMAINH;
- OpraHu3yeT paboty v
KOH(QUJICHIIMATIBHBIMH  JTOKYMEH-
TamH;

- COCTaBIsieT U OQOpMISeT Kaj-
POBYIO JIOKyMEHTAIIHIO.

AHannu3 ® OIleHKa
BBITIOJIHEHHS TIPAK-
TUYECKUX 3aJaHuH

no pabortaer ¢
JIOKYMEHTaMH, CO-
JepKaMMHU

KOH(UICHIINAIb-

HYI0 HH(OPMAIIHUIO,
Brinosinenue npak-
THYECKOTO 3a/1aHUS
BO BpeMs IIpOBejIe-
HUS DK3aMeHa (KBa-

JTU(GUKAIMOHHOTO)

[IK 1.8. OcymectBusier TenedoH- | - UCIMONB3yEeT COBPEMEHHBIMU CPEJl- | DKCIIEPTHOE
HOe OOCITy)KMBaHWE, MPUHUMAET W | CTBAMU  Telle)OHHOTO  OOIICHWUs, | HAOIIOICHUE "
nepenacT Qaxchl. BKJIIOUast Tiepeaqy (hakcos; OIICHKA o
- TPaBWIBHO OpraHW3yeT TeleOoH- | pe3ysibTaTaM KBa-
HBIC IIEPETOBOPHI, 3uMpodeccCuoHaIb-

- MPOBOAMUT (PUIbTpaLIUIO TenedoH-
HBIX 3BOHKOB

HOM JCATCIIBHOCTH,
B XO/I€ MPAKTHUKHU

[TIK 1.9. OcyuiecTBisieT MOArOTOBKY
Jiel K Iepenaye Ha apXHMBHOE Xpa-
HEHUE.

- TIOJITOTABJIMBAET JieJla K apXUBHO-
MY XpaHEHHIO;

- odopmisieT nena g apXUBHOTO
XpaHeHUs

DKCIEepTHOE
HaOJII0IeHUE H
OlICHKa aHaJIUTHYE-
CKOM JIeATEeIbHOCTH
B X0JI¢ TPAKTUKHU
AHanu3 M OIleHKa

JIOKYMEHTOB K
MPaKTUKH
IIK 1.10. CocraBnsieT OomucH Jiefl, | - COCTaBIISIET OMMCH JIeJI C Y4YETOM | AHAIu3 M OlICHKa
OCYILECTBIISIET TMOJTOTOBKY JIeNl K | UMEIOIIMXCA KIACCU(PUKATOPOB; JIOKyMEHTAIUU

nepefadye B apxXWB OpraHu3aluy,
rOCyJapCTBEHHbIE M MYHUIUIIAJIb-
HBIC APXUBBI.

- YYUTBIBAET MOPSIOK JCHCTBUIA TPU
nepeaye JTOKyMEHTOB B BEZJOMCTBEH-
HBII apXMB.

DopMBI U METOABI KOHTPOJS W OIEHKH pPE3yJbTaTOB OOyYEHHS JOJKHBI TO3BOJISTH
MIPOBEPSATH Y 00YYAIOMINXCS HE TOIBKO CPOPMUPOBAHHOCTH MPO(HECCHOHATBHBIX KOMITETEHITUH,
HO ¥ pa3BUTHE OOIIMUX KOMIETEHIIUN 1 00€CTIEUNBAIOIINX UX YMECHHI.
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PesyabTatsl
(ocBoeHHBIE 001IIMe KOMIIe-
TEHIMH)

OcHOBHBIE MOKA3aTeJH OLEHKH
pe3yJabrara

@®opMBbI U METOABI
KOHTPOJISI M OLleH-
KH

OK l.Ilomumaer cymHOCTH U
COLMAIBHYIO 3HAaYUMOCTb CBOEH
Oymymieir mpodeccuu, MPosIBISIET K
HEU yCTOWYUBBIN UHTEPEC

HpOfIBJ’IeHI/Ie UHIWBHUIYaJIbHOI'O
CTHJISI TIO3HABATCIBHON JIEATEIBHO-
CTH B TpOIecCe OCBOCHHUs Tpodec-
cHH

HaOmronenune 3a
MpU3HAKaMU
MIPOSIBJIICHUST HWH]IH-
BHUJIyaJIbHOTO CTHU-
JIST TO3HABATEIbHOM
JIEATENLHOCTH

JleMOHCTpalus HMHTEpeca K Cojaep-
XKaHUIO TIPOPECCUOHATBHBIX 3HAHUH

HaGmonenue,
OmMpoCc Ha  TeMy
MOTHBAIMH K TPH-
oOpereHu0  Tpo-
(heccroHaTBHBIX
3HAHUU

JleMOHCTpaLusi UHTEepeca K MpUMe-
HEHUIO NMPUOOPETEHHBIX MNpodeccH-
OHAJIbHBIX 3HAHUW Ha MPaKTHKe

HabGnronenue, skc-
NepTHas  OICHKA
MOTHBAIIMA K TIPH-
MEHEeHHI0 Tpodec-
CHOHAJIbHBIX  3Ha-
HUH

JleMoHCTpanusi UHTEpeca K Moayde-
HUIO 3HAaHUH B pe3yJbTare MpakKTH-
YECKOM JIEATEIIbHOCTH, TEOpEeTHYe-

Hab6mronenue, ana-
JIM3 TOKYMEHTAIlu!
I10 IIPaKTHUKE,

CKOMY OCMBICIIEHHIO €€ pe3yJibTa-
TOB.
JleMOHCTpalys MOTUBAIIMOHHO-TICH- | PedrekcuBHOE
HOCTHOT'O OTHOIIECHHWS K COJAEpKa- | acce
HUIO TPO(HEeCCHOHATLHOTO 00YUYEHHS
TeopeTndeckoe ocMmbIciieHHMe OCHOB | Ompoc o
PO ECCUOHAIBHON JeATETLHOCTH pe3yJibTartam
A3y4YEHHUs  paszJie-
JIOB, TEM
VYyacte B Tematuueckux mnpodec- | Habmoaenue, skc-
CHOHAJIbHO-OPUEHTUPOBAHHBIX Me€- | IEpTHas OIICHKA
POIIPUATHSIX pe3yJIbTaToB
y4yactus B Me-
POTIPUSITHSIX
OK2.Opranu3syer COOCTBEHHYIO O6ocHoBaHMEe BBIOOpa M TNpuUMeEHe- | Pemenne mpoOiem-
JIEATENIbHOCTD, ONPEAEIAET METOABI HHUC MCTOI0B U CII0C000B PECIICHUA | HBIX CI/ITyaIlI/If/'I,
pelenus Npo(hecCHOHANTBHBIX po¢)eCCHOHAIBHBIX 33124 MOJICJIMPOBAHUE
3aj1ad, OIICHUBATh ux | KauecTBeHHOE BBINIOJIHEHUE TIPO- | AHAJIN3 TPOJYKTOB
3¢ (HEKTUBHOCTH U KaUECTBO (dbeccuoHaNbHBIX 32124 JIeSITETbHOCTH

OK 3. [lpunumaer pemeHus B
HECTAaHJAPTHBIX CUTYalUAX

BrisiBnenue (pacno3HaBaHHE) IpoO-
OJeMbl, OIpeaesieHHe BO3MOXKHBIX
MIPUYUH IpobiieM

AHanmu3 NnpoayKTOB
JIeATEIbHOCTH;
perieHne mpoosieM-
HBIX CUTYyaIlui

HaXO)KI[eHI/Ie OIITUMAJIBHOTO pCHIC-
HHUA HCCTaHI[apTHOf/'I CUTyalluun

HaOmronenue u
9KCIIEPTHAs OLIEHKA
Ha OCHOBE YCTHBIX
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" MUCHMEHHBIX
CaMOOTYETOB, Te-
CTUPOBaHUE

Peamuzanms MMPUHATOr0 PCUICHUA

Habnronenue H
SKCIIEPTHAS OIICHKA
o pe3ylbTaTamMm
BBITIOJTHCHMSI TTPAK-
THUYECKUX 3aJaHNi

IIposiBieHne OCO3HAHHOW T'OTOBHO-
CTH K paboTe B yCIOBUSAX HEONpEe-
JICHHOCTHU

HaOmnronenue 3a
JIEUCTBUSIMUA B
MOJICIIUPYEMBIX CH-
TyaIusx

OK 4. OcymecTBiasier IOUCK,
aHaM3 M OICHKY WH(OpMaluy,
HEOOXOIUMON [yl TOCTAaHOBKU U
pelieHus npodeCCUOHATBHBIX
3a7a4,  NpO(EeCCHOHAIBHOIO U
JMYHOCTHOTO Pa3BUTHUS

Omnpenenenre HampaBiIeHUs MOUCKA
HeoOxoauMoi nHpopMauu

AHanu3 NpoJyKTOB
JeSITeIbHOCTH

QunpTpanus MoToka HHPOPMAIUH:
s dexTuBHOE pacro3HaBaHUE IPO-
OnmeMbl, OTOOp HYXHBIX JIaHHBIX,
BBIWICHCHHE 3HAYMMON HH(pOpMa-
1IN

AHanu3 NpoyKTOB
JIeSITeIbBHOCTH

Brnanenne oOcCHOBHBIME crioco0amu
MoucKa HHPOpMaLuu

AHaIM3 MPOTYKTOB
NCSITeIIbHOCTH,
OIICHKa pe3yJbTa-
TOB  BBINIOJHECHUS
NPaKTUYeCKUX U
71abopaToOpHBIX pa-
00T

Hcnons3oBanne Ppa3InYHBIX
MH(POPMALIMOHHBIX PECYPCOB

AHanmu3 NnpoayKTOB
JESATEIIBHOCTH,
OLICHKA JOKJIAJIOB,
MIPE3EHTALNM, CCE

Cb6op BaxHoit wuHpOpMaUU B
MPOIIECCE YCTHOTO OOIIEHUS U «aK-
TUBHOT'O» CITYIIIaHUS

AHalnu3 # OIIEHKA
pe3yibTaToB  KBa-
3unpodhecCuoHab-
HOM JeSITEeIILHOCTH

AHanu3 uHpOpPMALMM Ha OCHOBE
KPUTHYECKOT'O MBIIIICHUS

Pemenue npoGiem-
HBIX CUTyalui

OneHnBanue HEOOXOJIUMOCTU TOMU
WM HMHOM WHpOpMAIMK s TO-
CTAaHOBKM M pemieHus mnpodeccuo-
HATBHBIX 3a/1a4, MPOQPECCHOHANb-
HOT'O M INYHOCTHOTO PA3BUTHS

AHanmu3 poayKTOB
JesiTeNbHOCTH  (pe-
3I0M€, CaMOOTYETHI
U T.IL.)

OK 5. Hcnonb3yer
MH(GOPMaLMOHHO-

KOMMYHMKAIIUOHHbIE  TE€XHOJOTUHU
JUIst COBEPLICHCTBOBAHUS

npohecCHOHaTBHON e TEIbHOCTH

JleMOHCTpanuss LEIOCTHOrO mpea-
CTaBIICHHS O IIeJIeCOOOPAa3HOCTH U
3¢ (HEeKTUBHOCTH HCIIOJIb30BAHUS
WHPOPMAIIMOHHO-KOMMYHHUKAITUOH-
HBIX TEXHOJIOTHH B MpodeccroHallb-

Hab6mronenue 31
9KCIIEPTHAs OLICHKA
o pe3yJibTaTamMm
BBITIOJTHCHHSI TTPAK-
THYECKUX M J1abo-

HOM JeATeNbHOCTU YUUTENsS paTtopHbIX  padoT,

NPaKTUKU
ITpoexTrpoBanue crnocoOoB pemie- | AHaJIU3 MPOIYKTOB
HUS Ipo(eCCUOHATBHBIX 33a4 C HC- | JeSTeIbHOCTH
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MOJIb30BaHUEM CpelcTB HH(pOpMa-
IIMOHHO-KOMMYHHUKAIMOHHBIX  TeX-
HOJIOTHUU

OK 6. Paboraer B KOJUIEKTHBE U

KOMaHJle,  B3aMMOJICUCTBYET
PYKOBOJICTBOM,  KOJIIETaMH
COIMATbHBIMU TTAPTHEPAMH

C
n

[ImanupoBanue npodeccuoHans- | AHaINU3 MPOIYKTOB
HOT'O CaMOPa3BUTHUS C TPUMEHEHUEM | JEATEIIbHOCTH
HNHTEpHET-TEXHOJIOTUI

JleMoHCTpauust 3HaHMS MeTojAOB, | Ompoc, aHaIu3

¢dbopM  IPHEMOB B3aUMOJICHCTBUS C
YICHAMH TPYAOBOIO KOJUIEKTUBA,
IIPEACTABUTEISIMU PYKOBOJICTBA

JIOKYMEHTAllUH T10
MPAKTHKE

[TpumeneHnue pazHOOOpPA3HBIX METO-
0B, (GOpPM M TIPUEMOB B3aMMO/ICH-
CTBUSA C WIEHAMH TPYJIOBOTO KOJI-
JIEKTUBA, TPEJICTABUTEISIMA PYKO-
BOJICTBA

Habnronenue H
SKCIIEPTHAS OIICHKA
B KBazunpodeccuo-
HAJILHOU JeATEIb-
HOCTH

Branenue npodeccuonanbHON
JIEKCUKOM

HaGmonenue,
orpoc

CobOmonenne  cyoopauHaimoHHbix | HabGmonenue 3a

OTHOILICHUH JEUCTBUSIMU B
MOJICTTUPYEMBIX U
pealbHBIX  CHUTya-
USIX  B3aUMOJEH-
CTBUS

[IponykTuBHOE B3ammojeiicTBue c | HabGmronenue, BbI-

yjlieHaMu  rpymnmnbel  (KOMaH[bl), | IOJIHEHUE IPaKTH-
peliarouieil ooy 3a1auy YECKUX 3aJlaHUI
IToctpoenue npoayktuBHoro | HaOmronenue u

npoiiecca OOIIEHHUs, TOJEPAHTHOE
BOCITPHUSITUE TO3UIIMH CYOBEKTa B3a-
HUMOJEUCTBUSI

JKCIIEPTHAsI OLICHKA
IO  pe3ylbTaTam
KBa3HIpodeccuo-
HaJBHOU JIeSATEIb-
HOCTH

Hcnons3oBanue
oO1IeHnsa

ACJIOBOro CTUIA

Habnronenue H
9KCIIEPTHAS OIICHKA
o pe3ylbTaTtamMm
KBasumnpodeccuo-
HAJIbHOW JIeSITCIIb-
HOCTH

[TpunsITHE KOHCTPYKTHUBHBIX perie- | HaOmronenue,
HUM, BBICKa3bIBaHHE CBOETO MHE- | MOAEIUPOBAaHUE
HUSI, IPU OCYIIECTBICHUH JIEUCTBUN | CUTyalHil

1 Oepet Ha ceOs1 00s13aTeNbCTBA

CootHecenue cBoux ycrpemienus ¢ | Habmonenue,
MHTEpEeCcaMu JIPYTUX JIIOJEH U COLHU- | MOJIETUPOBAHKE
QJIBHBIX TPYIII CUTyaIuin
[TpuBneuenne napyrux cyowekroB | HaOmonenue u

TPYIOBOIO IIpoliecca K PEIICHUI0
MOCTaBJICHHBIX 33]1a4

AKCHEpPTHas OIEHKA
1o pe3yJibTaram
KBa3UMpogheccuo-
HaJbHOM JesTeNb-
HOCTHU
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OK.7. beper Ha cedst | MoTuBupyeT Ha  JIEATENBHOCTb | DKCIIEPTHOE
OTBETCTBEHHOCTH 3a PabOTy WIEHOB | KOJUIET HaOJro/1eHne u
KOMaHJIbl, pPe3yNbTaT BHIMONHEHUS | CTABUT YETKUE LENU JIEATEILHOCTH | OLEHKA
paboTEI YJICHOB KOMAaH/Ibl

OpranuzyerT ¥ KOHTPOJUpPYET

paloTy UIEHOB KOMaH/IbI

[IposiBnsieT  OTBETCTBEHHOCTh  3a

paboTy MOTYMHEHHBIX, pe3yJbTarT

BBIITOJIHCHMS 3aJaHUM.
OK 8. CamocrosTensHo | OnpeneneHre KOHKPETHBIX 3ajad, OKcnepTHOe
ornpezenser 3aJjauy | HalpaBJIeHUH MpodecCHoHaIbHOro | HaOMIoAeHNE u
npogecCuOHaIBLHOTO U | ¥ TUYHOCTHOTO PAa3BUTHUS C YUETOM | OLICHKa
JMYHOCTHOTO pa3BUTHS, | BBISIBICHHOTO TPOOJIEMHOTO OIS B
3aHUMaeTcs  camMooOpa30BaHHEM, | XOJ€ CaMOaHAIN3a JAeATEIbHOCTH.
OCO3HaHHO uTaHupoBaTh | OnpeneneHne KOHKPETHBIX
MOBBILICHUE KBATH(DUKAITTT Coco00B MPO(ECCHOHATBHOTO U

JUYHOCTHOT'O CaMOPa3BUTHUS, CaMO-

o0pa3oBaHMs.

CamocrosTenbHOE IUTAHUPYET I0-

BBIILICHUE JIMYHOCTHOTO U KBAJTU(H-

KallUOHHOTO YPOBHS, COCTaBJISIET

IIPOTpaMMBbl IMYHOCTHO-TIpOdeccu-

OHAJILHOTO CaMOPa3BUTHSL, CaMO00-

pa3oBaHUs
OK 0. OcymectpisieT | [IposiBaeHrne nHTEpeca K MHHOBAIM- | DKCIIEPTHOE
npoeCCHOHATBHYIO JIEATENFHOCTD | IM B 0OOJIaCTH TPOQECCUOHATBHON | HaOII0IeHNe u

B YCIOBHUAX JacTon CMCHBI

ACATCIBbHOCTH.

OICHKA Ha ITPaKTH-

TEXHOJIOTHM. [lenecooOpa3Ho OOHOBISET COJEp- | YSCKUX U Jiabopa-
KaHHWE U TEXHOJIOTUH OpraHu3aldy | TOPHBIX  3aHATHSX
npoeCCUOHATILHOM IEATENFHOCTH. | IPU  BBIIIOJHEHUHU
Hcnonb3oBanue B IpakTuKe | paboT mo y4eOHOM
COBpPEMEHHBIE TEXHOJIOTHH B | U TPOM3BOJCTBEH-
00J1aCTH JeJIONPOU3BOICTBA HOW IPaKTUKE

OK 10. Hcnonmuser BOMHCKYHIO | /IleMOHCTpanusi rOTOBHOCTH K UC- DKCIIepTHOE

0053aHHOCTh, B TOM 4HCJE C | TIOJHEHUIO BOMHCKOM 00s3aHHOCTH, | HaOIIO/eHUe u

PUMEHEHHUEM nony4yeHHbIX | [IpumeHeHne  mpodeccHoHaNBHBIC | OlIEHKA Ha MPaKTH-

npoecCHOHATIbHBIX 3HAHMM (A | 3HAaHMA B XOJA€  HUCIOJHEHHS | 4yecKux M Jabopa-

IOHOILIEH). 00s13aHHOCTEM BOCHHOM CITY>KObl Ha | TOPHBIX 3aHATHUSX,
BOMHCKHX JOJDKHOCTSIX B | BOGHHO-IIOJIEBBIX
COOTBETCTBHHU MOJIy4eHHOM | cOopax
CMELUATBHOCTBIO.

Bianeuune crrocodamu
O0eCKOH(DIUKTHOTO  OOIIEHUS U

CaMOpEryJillMd B TOBCEIHEBHOM
JNEATEIIBHOCTH M JKCTPEMAJIbHBIX
YCJIOBUSIX BOEHHOM CITY>KOBI.
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