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1 OBIIIASA XAPAKTEPUCTHKA PABOYEMN ITPOI'PAMMBI IPO®ECCHUOHAJIBHOI'O
MOAVYJIA IIM.01 OcymecTBiieHHMe OPraHM3aAMUOHHOIO W JOKYMEHTAIMOHHOr0 o0ecrneyeHus
AesiTeJIbHOCTH OPraHNu3alUuM

1.1 ObsacTh npuMeHeHus padoyeil NporpaMmsl

Pabouas mporpamMMa npodeccHOHaIbHOrO MOJIYJS SBISAETCS YaCThIO MPOrPaMMbl IOJATOTOBKU
CIELMAINCTOB CpeAHero 3BeHa 1o coenuaimbHocTH 46.02.01 JlokyMeHTanmnoHHOE obecredeHue
yIpaBJIeHUs U apXxuBoBejeHue. Pabodas nmporpaMmMa cocrasiieHa i O4HOH (opMbl O0yUEHHS.

1.2 MecTo npogeccHOHAIBHOI0 MOAYJISl B CTPYKTYpe NPOrpaMMbl OATOTOBKH CIIENHAJINCTOB
Cpe/lHero 3BeHa

[Ipodeccuonanpusbiii Mmoayib [IM.01 OcyiiecTBieHne OpraHu3amOHHOTO U JOKYMEHTAITMOHHOTO
obecrniedeHus AesITeIbHOCTH OpraHU3allii OTHOCHTCS K MPOPECCHOHATBHOMY ITUKITY.

OcBoennto npoecCHOHATBHOT0 MOIYJIS IPEIIECTBYET U3yUeHUE YUECOHBIX TUCITUILINH:

B/1.04. Ucropus

bJ1.11. UudopmaTuka

I11.01. MaTemaruka

OK.02 Beegenue B crienuaibHOCTb.

CI't1.01. Ucropus Poccun

OI1.01. DxoHOMHKA OpraHU3AIT

OI1.03. ITpodeccronanbpHast STUKA U OCHOBBI JISTIOBOTO OOIICHHUS

OI1.04. ITpaBoBoe obecrieuenue mpodeccnoHalIbHOM e TEeITbHOCTH

OI1.08. I'ocymapcTBeHHas: 1 MyHUITUTIATIbHAS CITykK0a

1.3 Heap n niianupyemblie pe3yJibTaThl 0CBOeHUsI NPO¢ecCHOHAIBHOI0 MOAYJIA

B pesynprate wu3ydeHHS NPOQPECCHOHANTBHOTO MOIYJS OOYYAIOUIUICS JIOJKEH OCBOUTH BHJI
nesTenbHOCTH OCyIIeCTBIEHUE OPTaHU3AI[MOHHOTO M JOKYMEHTAIlMOHHOTO OOeCIeueHusl JesiTeIbHOCTH
OpraHM3allfii, B TOM YHCIE OTIEIOYHBIX pPaboT, SKCITyaTallid, PEMOHTE M PEKOHCTPYKIUHU 3JaHUA U
COOPY>KEHHI M COOTBETCTBYIOIIHE eMY MPOo(heCcCUOHATBHBIE U O0ITHE KOMITETEHIIUHN

Kon ‘ HanmenoBaHnue BUAOB AeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI

BA 1 OcyecTBiIeHHEe OPraHU3AIMOHHOI0 U JOKYMEHTALMOHHOT0 00ecreYeHus
NeSTeIbHOCTH OPraHU3alNU

MK 1.1. | OcymecTBiaTh npuéM-rnepeaaqy ynpaBJIeHUeCKOW HHPOPMAIIUH C TIOMOIIBIO CPEJICTB
UH(OPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

MK 1.2. | KoopauaupoBath paboTy NPUEMHON PYKOBOAMTEINS, 30H IPHEMa PA3TUYHbIX KaTeTOpHi
MIOCETUTENEH OpraHu3aluy.

IIK 1.3. | Bnagers HaBbIKaMU IJIaHUPOBAHUS pabovyero BpeMEHU PYKOBOJIUTEINS U CEKpPeTapsl.

IIK 1.4. | OcymecTBiIATh NOATOTOBKY JEIOBBIX NOE3J0K PYKOBOJIUTENS U IPYTUX COTPYAHUKOB
OpraHH3alH.

MK 1.5. | Bragers cnocobamu opranu3aiuu paboyero mpocTpaHCTBa MPUEMHON U KaOuHeTa
PYKOBOAMTEIIS.

MK 1.6. | OcymecTBiaTh paboTy MO MOJATOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX MEPOTPUSATHH,
o0ecrieunBaTh HHPOPMALIMOHHOE B3aUMOAECHCTBUE PYKOBOIUTENS C MOJIPA3AEICHUIMU U
JOJDKHOCTHBIMU JINLIAMH OPTaHU3aLUH.

K 1.7. | ObopMisTh OpraHU3allMOHHO-PACTIOPSIAUTENbHBIE TOKYMEHTBI M OPraHU30BbIBaTh paboTy

C HUMH, B TOM YHUCJIC C UCTTIOJIb30BAHUCM aBTOMATH3UPOBAHHBIX CUCTCM.
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MK 1.8. | OdopmisATs TOKyMEHTHI 110 JINYHOMY COCTaBY M OPTraHU30BbIBaTh pabOTy ¢ HUMH, B TOM
YHCJIe C UCII0JIb30BAHMEM aBTOMATU3UPOBAHHBIX CUCTEM.
MK 1.9. | Opranu3oBbIBaTh TEKyIIee XpaHEHNUE JOKYMEHTOB, 00pa0OTKY JeJI JJIsi ONEPAaTUBHOTO U
apXMBHOI'O XPaHEHUS, B TOM YHCIIE C UCIIOJIb30BaHUEM aBTOMATU3HMPOBAHHBIX CUCTEM.
Kona Haumenosanue obuiux komnemenyuil
OK 01 Bribupath crocoObl penienus 3a1a4 npo(ecCHOHANBHON AeATEIIbHOCTH MPUMEHHUTEIBHO K
Pa3JIMYHBIM KOHTEKCTAM.
OK 02 Hcnonb30BaTh COBpEMEHHBIE CPEACTBA MOMCKA, aHAIM3a U UHTEPIpETalud HHpopMauu u
MH(POPMALIMOHHbIE TEXHOJOTHH JUIs BBIIOJIHEHHs 3a]1a4 NPO(ECCHOHATILHOM 1€ TEIbHOCTH.
OK 04 DddexTuBHO B3auMoIeHCTBOBATh U pabOTATh B KOJUIEKTHBE U KOMaHJE.
OK 05 OcCymiecTBIITh yCTHYIO W TNHChMEHHYI0 KOMMYHHKALIMIO Ha TOCYJApCTBEHHOM  S3BIKE
Poccuiickoii Penepaliuy ¢ y4eToM 0COOCHHOCTEH COLMAIBHOIO U KYJIbTYPHOTO KOHTEKCTA.
OK 09 [Tonp30BaTbest MPOQPECCHOHATBHON NOKYMEHTAIIMEH Ha TOCyIapCTBEHHOM M WHOCTPaHHOM
A3bIKAX.
dopmupyemble  00LIMe KOMIETEHIMM HWHTETPUPOBAHbBl C  3asBISEMBIMM  OpraHu3aLueii-

paboromarenieM OOOOUICHHBIMH TIOBEJCHYECKMMH MOJCISMH CIEeNHalncTa Ha paboyem Mecrte
(KOprIOpaTUBHBIMH KOMITETEHITHSIMHU):

Kog Haumenoganue KopnopamueHvix KOMnemeHyuil
KK 4. Yrpasnenue 3aiadyamu / AHanu3 HHGOPMAIMKA U BRIpaOOTKa perieHui
KK 4 VYrnpasnenue 3anauamu / [InanHupoBanue u opranu3anus JesaTeIbHOCTH
KK 5. OHepruyHocTh / OpHeHTanus Ha pe3ysbTaT
KK 8. VYnpasnenue B3aumojeiictBuem/ Y cTHasi KOMMYHUKAIUS U KIIMEHTOOPUEHTHPOBAHHOCTh
B pe3ynbrare ocBoeHus Npo(ecCHOHATBHOTO MOYJIsl 00yYarOIMICS TOJKEH:
Koo IIK/ OK UMETh MPaKTUYECKUN Yumerts (V) 3uarts (3)
ombIT (I10)
IIK 1.1. [101«Opranuzanus V1 ucnionb3oBath cpencTBa 31 HOpMaTUBHBIE
OK 01 JOKYMEHTAllMOHHOT O MH(POPMAIMOHHBIX U IIPaBOBBIE AKTHI
OK 02 o0ecrnieueHus KOMMYHHKAIIMOHHBIX Poccuiickoit ®enepanuu B
OK 05 YIIPaBJICHUS U TEXHOJIOTUH JUId moJydeHus | cepe MHPOPMAITMOHHBIX
(GYHKIIMOHUPOBAHUS U niepenadu nHpopmanuu; 1 KOMMYHUKAIIHOHHBIX
OpraHu3alyn» VY2 BecTu yué€THBIE TEXHOJIOTUH;
perucTpanroHHbie (HOPMBI, 32 cTpyKTypa
HCIIOJIb30BaTh UX JUIS OpraHu3alvy, e€ 3a1auu U
nH(OpPMALIMOHHON PabOThl M | PYHKIIMH;
paboThI 10 KOHTPOJTIO 33 3THKa 1€T0BOTO
WCIIOJIHEHUS IOPYUYEHU; OOLIeHMS;

VY3 ycranaBnuBath u
MO//IEP’KUBATh
KOMMYHHMKAIUH B MpoOLEcce

34 npaBuiia peyeBoro
ATHKETA;
35 nmpaBwiia noaAepKaHUSL

JIEJI0BOTO OOIIEHUS C Y pa3BUTH

IIOMOLIBIO CPEJICTB MEXJINYHOCTHBIX
MH(GOPMALMOHHBIX U OTHOIICHU;
KOMMYHHKAIIUOHHBIX 36 TpeboBaHMs OXpaHbI
TEXHOJIOTHI; Tpyaa.

V4 crnaxuBaTh 3001.01 aKTyaJIbHBIN

KOH(i)J'II/IKTHBIe " CJIIOKHBIC

poeCCUOHATBHBIN 1
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CUTYaIlUU MEKIUYHOCTHOTO
B3aHMOJCHCTBUS;
coOJro1aTh CITy>KEeOHBII
ITHUKET;

VY5 obecnieunBaTh
UH(POPMAITMOHHYIO
0€301acHOCTb JIeATEIbHOCTH

OpraHH3aIHH.

Y0 01.01 pacno3HaBaTh
3a/1a4y u/Wim npooiemy B
npoeCCUOHAITBPHOM H/HITH
COLIMAJIbHOM KOHTEKCTE;

VYo 01.02 ananuzupoBath
3a/1a4qy W/Wid npooiemMy u
BBIJICTISITH €€ COCTaBHbBIC
4acTH;

Vo0 01.03 OTIPENICTIATh
JTanbl PeHICHUS 3a1a49H;
Yo 01.05 COCTaBJISITh
MjaH JeHCTBUM;

Yo 01.07 BJIA/IETh
aKTyaJlbHBIMH METO/IaMU
paboThl B IpodeCcCHOHATIBHON
U CMEXHBIX chepax;

VYo 01.08 peanuzoBbiBaTh

COCTaBJICHHBIH TUIaH;

Yo 01.10 YUUTHIBATh
BpEMEHHBIEC OTPAHUYECHUS U

CPOKH TIPH PEIICHUN
npodeccHoHaNbHBIX 3a7a4;
Yo 01.11 BIIAJIETh
aKTyaJlbHBIMH METO/IaMU
paboThl B TpoeCCHOHATBHON
U CMEXHBIX chepax;

Yo 01.12 paboraTh B
M3MEHSIFOIINUXCS YCIOBUSAX, B
TOM YHCJIC B CTPECCOBBIX;
Y0 02.01 OIIpEeAEIIATh
3aJ1auu JIIs TIOMCKA
nH(pOpMaIHH;

Y0 02.02 ONpPENENATh
HE00X0IMMbIE UCTOYHUKHU
nH(popManuu;

Y0 02.03 IJIaHUPOBATh
MpoIIecC TONCKa;

CTPYKTYypUPOBAaThH
MoJIy4aeMyro HHPOpMaIHIO;
Y0 02.04 BBIJICTIATH
HauboJjee 3HaUMMOE B
nepeyHe HHPOpMaLuy;

VYo 02.05 OIICHUBATh
MIPAKTUIECKYIO0 3HAUUMOCTh

COIIMAJIbHBIN KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh ¥ KUTh;
3001.02 OCHOBHBIE
UCTOYHUKH UHPOPMALIUU
U PeCypChI IS PEeLICHUS
3a/1a4 ¥ npodsieM B
npodecCHOHATLHOM H/UITN
COITMAIbHOM KOHTEKCTE;
3001.03 AJITOPUTMBI
BBINTOJIHEHUS padoT B
npodeccHoHaBLHOMN 1
CMEXHBIX 00JIaCTX;
30 01.04 METO/IbI
paboTHI B
npodeccHoHALHOMN 1
CMEXHBIX chepax;
30 01.06 MOPSAIOK
OLIEHKH PEe3yJbTaTOB
pelieHus 3a1a4
npodeccHoHATLHOM
JESTEIbHOCTH;
30 02.01 HomMeHKIIaTYypa
UH(POPMAIIMOHHBIX
HUCTOYHUKOB,
MPUMEHSIEMBIX B
npo¢eCCuOHAILHON
JesITeNbHOCTH;
30 02.02 IIpUEMBI
CTPYKTYpUPOBaHUS
uH(popMaLuu;
30 02.03 ¢dopmar
odopmileHus pe3yabTaToOB
MOKCKa UHPOPMAIINH;
30 02.04 coBpeMeHHbBIE
CPEICTBA U YCTPOUCTBA
nH(pOopMaTH3aLINH,
MOPSI0OK UX IPUMEHECHUS
1 TIPOTPaMMHOE
obecrieyeHue B
npo¢eCCHOHATBHON
JeSITEILHOCTH B TOM
YHCIIe C UCIIOJIb30BaHHEM
U(POBBIX CPE/ICTB;
30 05.01

0COOEHHOCTH
COITHAITHOTO U
KYJIBTYPHOTO KOHTEKCTA;
30 05.02 MpaBuiIa
odopmIleHUsT JOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX
COOOIIEHMUIA;
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Pe3yJIbTaTOB MOUCKA;

Y0 02.06 oopmMIATH
pe3yNIbTaThl TOUCKA,
MPUMEHSTH CPENICTBA
MH(OPMALIMOHHBIX
TEXHOJIOTH JUUIS PELLICHHUS
npodeccnoHaNbHbIX 3a1a4;
Yo 02.07 HCII0JIb30BATh
COBPEMEHHOE ITPOrpaMMHOE
obecrieyenue;

Y0 02.08 UCII0JIb30BaTh
paznuuHble nudpoBbIe
CpeICTBa 7Sl peLICHUS
npodeccHoHABHBIX 33/1a4;
VY0 05.01 rpaMOTHO
W3JIaraTb CBOM MBICIIH U
0oQOpMIIATH TOKYMEHTHI 110
npodeccnoHaTBEHOM
TEMaTUKe Ha
rOCy/1apCTBEHHOM SI3BIKE;
Y0 05.02 POSIBIISTH
TOJIEPAHTHOCTH B pabodyem
KOJIJICKTHBE;

30 05.03 MEXaHU3MEI
B3aMMOIIOHUMAHUS B
OOIICHMY;

IIK 1.2.
OK 04
OK 09

[101«Opranuzanus
JOKYMEHTAllMOHHOT O
obecnieyeHus
yIpaBlIeHUs U
(GyHKIIMOHUPOBaHUE
OpraHU3aLm»

VY6 BCcTpeuars nmoceTuresei,
10JIy4aTh NEPBUYHYIO
nH(pOpMaLIHIO O
IIOCETUTENAX, YCTAHABINBATh
MOPAIOK NpUema it
Pa3IUYHBIX KaTeropui
MOCETUTEIIEH;

VY7 BecTH y4€THBIE
perucrpanoHHbie GopMbI IO
pUEMY IOCETUTENEN U

0 OpMIIATH MPOITYCKa;

V8 Bectu npuém, nepegady u
OTIIPaBKY IOKYMEHTOB;

Y9 oprann3oBbIBaTh U
OpOHHPOBATh NEPETOBOPHBIE
KOMHAaTBhI;

V10 cepBupoBathb yaiiHble
(xodeitnbie) cTonbl B oduce;
VY11 npumeHats B paboTte
cpencTBa HHGOPMAITMOHHBIX
1 KOMMYHUKaIIMOHHBIX
TEXHOJIOTHIA;

V12 npuHUMaTh MepHI IO
COXPAHEHHUIO
KOH(HICHIINATIbHON
nH(pOopMauu B X0/1€ MpuémMa
IIOCETUTENEHN

Yo 04.01 oprann3oBbIBaTH
paboTy KOJUIEKTUBA U

31 HopMaTUBHBIE
IIPABOBBIE aKThI
Poccuiickoit ®enepanun
10 3a1MTe MHPOPMaIUK U
pabote ¢ oOparieHusIMU
rpaxkJaH;

32 cTpyKTypa
OpraHu3aIyy u
pacnpezeneHue QyHKIUI
MEX]Y CTPYKTYPHBIMU
MOJIPa3IICHUSIMH U
CHeLUaINCTaMH;

33 3THKa 1€7I0BOTO
OOILIEHHS;

36 TpeboBaHMs OXpaHbI
Tpyaa.

37 npaBuiia OpraHu3ayu
npuéma moCeTUTENEH;

38 mpaBuiia CEpBUPOBKHU
qaifHoro (kogeitHoro)
cToJa.

30 04.01ncuxonornueckue
OCHOBBI JIESATEILHOCTH
KOJIJICKTHBA,
MICUXOJIOTUYECKUE
0COOCHHOCTH JIMYHOCTH;
30 04.02 OCHOBBI
MPOEKTHOM eI TETbHOCTH;
30 09.01 IIpaBuJIa
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KOMaH/Ibl;

VYo 04.02 B3aumoieiicTBOBaTh
C KOJIJIETaMU, PyKOBOJICTBOM,
KIIMEHTaMH B X0JIe
npodecCuoHAIbHON
NeSTENIbHOCTH,

Y0 09.01 MIOHUMATh
OOIIHI CMBICIT Y€TKO
MIPOU3HECEHHBIX
BBICKA3bIBAaHUI Ha U3BECTHBIC
TeMbI (MpodecCHOHATbHBIC U
OBITOBBIC), IOHUMATh TEKCTHI
Ha 6a30BbIC
npodeccrnoHabHBIC TEMBI,
Y0 09.02 y4acTBOBaTh B
JUAJIOTax Ha 3HAKOMBIE
obmue u nmpodeccruoHabHBIE
TEMBI,

¥009.03 CTPOUTD
MIPOCTHIEC BHICKA3BIBAHUS O
cebe u o cBoeil
npodeccroHanbHOI
NeSATEIILHOCTH,

Y0 09.04 KpaTKO
000CHOBBIBATh U OOBSACHATH
CBOHM JICHCTBUS (TEKYIIHE U
IUTaHUPYEMBIE);

Y0 09.05 N1CcaTh
MIPOCTHIC CBS3HBIC
COOOIIIEHHUsI HA 3HAKOMBIE
WJTM HHTEPECYIOIIHE
npodeccrnoHaNbHbIE TEMBI,

MOCTPOCHHSI TPOCTHIX U
CJIOXKHBIX NPEUIOKEHUN
Ha npodeccroHabHbIC
TEMBI;

30 09.02 OCHOBHBIE
o0mieynorpeduTeapHbIC
r1aroJisl (ObITOBas U
npodeccruoHaIbHas
JIEKCHKA);

30 09.03 nekcuueckuit
MUHHMYM, OTHOCSIITHICS K
OIMCAHUIO MTPEIMETOB,
CPEJICTB U MPOLIECCOB
npodeccCHoHATEHOM
JESTEIbHOCTH;

30 09.04 ocobenHocTH
MIPOU3HOLICHHUS;

30 09.05 npaBuia
YTCHHS TEKCTOB
npoeCCUOHATLHON
HaIPaBJICHHOCTH;

IIK 1.3.
OK 04
OK 09

[1O1«Opranuzanus
JIOKYMEHTAI[MOHHOTO
obecrnieueHUs
yIpaBICHUS U
(GyHKIIMOHUPOBaHUE
OpraHU3aIHI»

VY5 obecnieunBaTh
MH(OPMALIMOHHYIO
0€30MaCHOCTb JEeSTEIbHOCTH
OpraHM3alHH.

VY11 npumensats B pabote
cpeacTBa HHPOPMALMOHHBIX
1 KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIA;

VY13 BeIOUpaTh GOpMBI
TUTAHUPOBAHUS B 0(OPMIIATH
TJTAaHUPOBIIMK (OpraHaiizep)
PYKOBOJUTENS U CEKpETaps
V14 ycranaBnuBaTh LIEIH,
OIIPEAEIATh IPUOPUTETHOCTD
1 04epETHOCTD BHITIOTHEHUS
pabot u 3ppexTuBHO
pacrpenenaTs pabouee
BpeMS;

V15 cornacoBbiBaTh BCTPEUH
U MEPONPUSITHS U BHOCUTD

31 HOpMaTUBHBIE
MIPABOBBIC aKTHI
Poccuiickoii denepanuu B
cdepe nHbpOpMaTMOHHON
0e3onacHOCTH

32 cTpyKTypa u
cnerudrka OCHOBHOM
JeSTeNbHOCTH
OpraHu3aIig,

33 3THKa 1€7I0BOTO
OOILIEHHUS;

36 TpeboBaHMs OXpaHbI
Tpyaa.

39 OCHOBBI ynpaBlICHUS
BpPEMEHEM,;

310 npaBuia npoBeneHus
JIETIOBBIX IEPErOBOPOB;

30 04.01 mcuxoornyecKue

OCHOBBI ICSATEILHOCTH
KOJIJICKTHUBA,
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nH(pOpMaILIHIO B
IJIAHUPOBIIMK (OpraHaiisep);
VY16 uapopmupoBath
PYKOBOJUTEIS O
MpUOTMHKEHUN BPEMEHH U
perimamenTe
3aIIaHUPOBAHHBIX BCTPEY U
MEpOIPHUITHH;

VY17 BeIOMpaTh ONITUMAJIBHBIC
CHIOCOOBI BHEIIHETO U
BHYTPEHHETO
UH(POPMHUPOBAHUS O
TUTAHUPYEMBIX
MEPOTPHSITHSIX;

VY0 04.01 opranu3oBsIBaThH
paboTy KOJIEKTUBA U
KOMaH/Ibl;

VYo 04.02 B3aumoieiicTBOBaTh
C KOJIJICTaMH, PYKOBOJICTBOM,
KJIMEHTaMH B X0JIe
npodeccnoHaTbHOM
JeSITeNIbHOCTH,

Y0 09.01 MMOHUMAaTh
OOIIHIT CMBICIT YETKO
MTPOU3HECEHHBIX
BBICKa3bIBaHUI Ha U3BECTHBIC
TeMbI (MpodecCHOHaTbHBIE U
OBITOBBIC), IOHUMATh TEKCThI
Ha 0a30BbIe
npodeccroHanbHbIE TEMBI,
Y0 09.02 y4acTBOBaTh B
JUaNiorax Ha 3HAKOMBbIE
oOmre u mpodeccuoHabHbIE
TEMBI;

¥009.03 CTPOUTH
MIPOCTHIEC BHICKA3BIBAHUS O
cebe u o cBoeil
npodeccroHanbHOM
NESATEIILHOCTH,

Yo 09.04 KpaTKo
000CHOBBIBATh U OOBSICHATH
CBOM JICHCTBUS (TEKYIINE U
IJIaHUPYEMBIE);

VY0 09.05 MHUCATh
MIPOCTHIC CBS3HBIC
COOOIIIEHHUs HA 3HAKOMBIE
WJTH HHTEPECYIOIIHE
npoeccrnoHabHBIC TEMBI,

MICUXOJIOTHYECKHE
0COOEHHOCTH JTUYHOCTH;
30 04.02 OCHOBBI
MIPOEKTHOM JESITENbHOCTH;
30 09.01 MpaBuiIa
MMOCTPOCHHUS MPOCTHIX U
CJIOKHBIX MPEATIOKEHUN
Ha po¢)eCCUOHATbHBIC
TEMBI;

30 09.02 OCHOBHBIE
o01IeynmoTpeOnTEIbHBIC
riarojsl (ObITOBas U
npodeccuoHanbHas
JIEKCHKA);

30 09.03 nekcuyeckui
MUHUMYM, OTHOCSITIIHIACS K
OTHCAHUIO MIPEIMETOB,
CPEJICTB | MPOIIECCOB
npodeccCHoHATEHOM
JIeSITEIIbHOCTH;

30 09.04 ocobenHocTH
MIPOU3HOIICHHUS,

30 09.05 IpaBuJIa
YTEHUS TEKCTOB
npo¢eCCHOHAIBHON
HAIpPaBIEHHOCTH;

IIK 1.4.
OK 01
OK 02
OK 05

[TO1«Opranu3zanus
[[OI(YMGHTB_I_[I/IOHHOFO
obOecreyeHus
YIIPaBJICHUS U

V11 ucnonws3oBaTh cpeacTa
MH(POPMAIMOHHBIX U
KOMMYHUKAIMOHHBIX
TEXHOJOTUH IJI

31 HOpMaTUBHBIE
IMPaBOBLIC AKThHI
Poccuiickoit denepainu B
cdepe opranu3aun
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(G YHKIIMOHUPOBAHWE
OpTraHH3aIAI)

o0ecrnieueHus
B3aUMOJICUCTBHS C
PYKOBOJUTENEM BO BpEMs €ro
JIEIIOBOM ITOC3/IKU;

V18 cocTaBnsTh u
oOpMIISTh TOKYMEHTHI TSI
JIEJIOBBIX MOE3/I0K;

V19 ocymiecTBasATh TpEBEI-
MOJIEPKKY JI€TTOBBIX
MOE3/I0K;

VY20 cornacoBbIBaTh ¢
IIPUHUMAIOILEH CTOPOHON
MIPOTOKOJI TUIAHUPYEMBIX
MEpONPHUATHN U
(hopMUpOBaTH MPOTPAMMY
JICIIOBOM ITOC3/IKU;

Y21 dbopmupoarb
MpOrpamMmy AEJI0BOMI
MOE3/IKH;

VY22 odpopmiars 0TUETHBIE
JIOKYMEHTBI O JIET0BOM
Moe3Ke.

Y0 01.01 pacrno3HaBaTh
3a/1a4y W/Wim npooiemy B
po¢eCCUOHAIBHOM U/WITH
COILIMAIbHOM KOHTEKCTE;

VYo 01.02 ananu3upoBath
3ajauy u/uim npobiaemy u
BBIICNIATH €€ COCTABHBIE
4acTy;

Y0 01.03 OTIpeeIsATh
JTanbl pelIeHUs 3a0a4u;

Yo 01.05 COCTaBJISITh
IJIaH IEHCTBUI;

Yo 01.07 BIIAJIEThH
aKTyallbHBIMH METOJIaMHU
paboThl B PO eCCHOHATBHON
U CMEXHBIX chepax;

VYo 01.08 peanuzoBbiBaTh
COCTaBJICHHBIH TUIaH;

Yo 01.10 YYHUTHIBATH
BpEMEHHBIC OTPAHUYEHUS 1
CPOKH TIPH pEIIeHUH
npodeccHoHaNbHBIX 3a1a4;
Vo 01.11 BJIaJCTh
aKTyallbHBIMH METOJIaMHU
paboThl B PO eCCHOHATBHON
U CMEXHBIX chepax;

Yo 01.12 pabortarth B
M3MEHSIFOIIUXCS YCIOBUAX, B
TOM YHCIIE€ B CTPECCOBBIX;
Y0 02.01 OIIpEAEIIATh

JIEIIOBOM ITOE3/IKH;

33 3THKA 1€T0BOTO
OOIICHMS,

36 TpeboBaHMS OXpaHbI
Tpyna.

311 nopsiioK MOArOTOBKU
U JOKYMEHTHPOBaHUS
JICIIOBOM IIO€3/IKH;

312 uHTEpHET-PECYPCHI
JUIS OCYIIECTBIICHUS
TPEBEJ-TIOIICPIKKU
JETIOBBIX MOE3/I0K;
3001.01 AKTyaJIbHBIN
npodecCHOHATBHBIN U
COLIMAJIbHBINA KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh;
3001.02 OCHOBHBIE
HMCTOYHUKH WH(OPMALIUN
U PECYpCHI ISl pelICHHUS
3a/1a4 ¥ npobsiem B
po¢eCCHOHAIIBHOM H/HITH
COLIMATbHOM KOHTEKCTE;
3001.03 AJTOPUTMBbI
BBITIOJIHEHHS padOT B
npodeccuoHanbHON 1
CMEXKHEIX 00JIaCTsIX;

30 01.04 METO/bI
paboThI B
npodeccuoHanbHO 1
CMEXHBIX cepax;

30 01.06 MOPSII0K
OLIEHKH PEe3yJIbTaTOB
pelieHus 3aaaq
po¢eCCUOHAIBHON
JeSITeNIbHOCTH;

30 02.01 HOMeHKnaTypa
WH(OPMAIIMOHHBIX
HUCTOYHUKOB,
MPUMEHSIEMBIX B
npo¢eCCHOHATBHON
JeSITeNIbHOCTH;

30 02.02 IIPUEMBI
CTPYKTYypUPOBAHUS
uH(popMaLnu;

30 02.03 dopmar
odopmiieHus pe3yIbTaToB
MOKCKa HHPOPMALIUY;

30 02.04 coBpemeHHBIE
CPEICTBA U YCTPOKCTBA
nH(popMaTH3aIm,
MOPSITOK X TPUMEHEHUS
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3a/1a4yM JIsl TOMCKa
uH(pOpMaIHH;

Vo 02.02 ONpeACIISTh
HE00XO0IMMBIC UCTOYHUKHU
nH(popManuu;

Y0 02.03 IJIAaHUPOBATh
MPOLIECC MOUCKa;
CTPYKTYypUPOBATH
MoJIy4aeMyro HHGOpMaIuIo;
Vo0 02.04 BBIJICTIATH
HauboJjee 3HaUuuMOe B
nepeyHe NHPOpMaLuy;

VYo 02.05 OILI€HUBATH
MIPAKTUIECKYIO0 3HAUUMOCTh
PE3yNIbTaTOB MOUCKA;

Y0 02.06 oopmIATH
pE3yNbTaThI MOUCKA,
MIPUMECHSITH CPEJICTBA
WH(POPMAIMOHHBIX
TEXHOJIOTHH JIsl peIIeHuUs
npodeccCHOHABHBIX 33/1a4;
Y0 02.07 HCIIOJIb30BaTh
COBPEMEHHOE ITPOrPaMMHOE
obecreyeHue;

Y0 02.08 WCIIO0Ih30BaTh
pasnu4dHble IU(POBBIC
CPEJICTBA JIJISl PEIICHUS
npodeccHoHaNbHBIX 3a7a4;
Y0 05.01 IrPaMOTHO
W3Naratb CBOM MBICIIH U
0(pOpMIIATH TOKYMEHTHI 110
npodeccnoHanbHOM
TEMaTHKe Ha
rOCy/IapCTBEHHOM SI3BIKE;
Y0 05.02 MIPOSBIIATH
TOJIEPAHTHOCTH B pabodyem
KOJUICKTHBE,

1 TIPOTPaMMHOE
obecrnieucHUE B
podeccHoHaATbHOM
JEATEILHOCTH B TOM
YHUCJIEe ¢ UCIOIB30BAHHEM
U (POBBIX CPEICTB;

30 05.01ocobennoct
COIUATILHOTO U
KYJIBTYPHOT'O KOHTCKCTA,;
30 05.02 IIpaBuIIa
oopmIIeHUsT JOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX
COOOIIECHMI;

30 05.03 MEXaHU3MbI
B3aMMOIIOHMMAaHHS B
001IeHNN;

IIK 1.5.
OK 04
OK 09

[1O1«Opranuzanus
JTIOKYMEHTAIMOHHOTO
obecrnieueHUs
YIpaBJICHUS U
(YHKITMOHUPOBAHHE
OpraHU3aIII

¥V 23 opranu3oBbIBaTh
pabouee MecTo B
COOTBETCTBHUH C
TpeOOBaHUSAMHU 3PTOHOMUKHU
U KyJIbTYPHI TPYIa;

VY24 obGecneunBath pabouee
MECTO U (PYHKIIMOHAJIbHOE
pabouee mpoCTPaHCTBO
HEOOXOAUMBIMU CPEACTBAMHU
OpPraHu3alMOHHON TEXHUKH,
MeOeNbI0 M KaHLEIAPCKUMHU
MIPUHATIC)KHOCTSIMU;

VY25 nonnepxuBaTth CpeaCcTBa
OpraHU3aIIOHHON TEXHUKH B
pabodyeM COCTOSIHUU.

36 TpeboBaHMs OXpaHbI
TpyAa, IPOU3BOJICTBEHHON
CaHUTapHH,
MIPOTUBOIIOXKAPHOU
3aIUTHI;

313 0CHOBBI TPaBUIIBLHOMN
OpraHu3alyu Tpyaa u
METO/IbI TOBBIILIEHUS €T0
3¢ (HeKTUBHOCTH;

314 Bugel
OpraHu3alOHHON
TEXHUKH U MOPSIAO0K
paloThI ¢ HE.

30 04.01ncuxonoruueckue
OCHOBBI JIESITEIbHOCTH
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Yo 04.01 oprann3oBbIBaTH
paboTy KOJIIEKTHBA U
KOMaH/IbI;

VYo 04.02 B3aumoieiicTBOBaTh
C KOJUIETraMH, PYKOBOJICTBOM,
KIIMEHTaMH B X0JI€
npodecCuoHAITbHON
NeSTeNIbHOCTH,

Y0 09.01 IOHUMAaTh
OOIIHMI CMBICIT YETKO
MIPOU3HECEHHBIX
BBICKA3bIBAaHUI Ha U3BECTHBIC
TeMBbI (MMpodecCHOHATbHBIC U
OBITOBBIE), IOHUMATh TEKCThI
Ha 6a30BbIe
npodeccnoHATLHBIC TEMBI,
Y0 09.02 y4acTBOBATh B
JUAJIOTax Ha 3HAKOMBIE
obmrue u mpodeccrnoHabHBIC
TEMBI;

¥009.03 CTPOUTH
MPOCTHIC BHICKA3bIBAHUS O
cebe u o cBoeil
npodeccHOHATLHON
NeSATEIILHOCTH,

Yo 09.04 KpaTKo
000CHOBBIBATh U OOBSICHATH
CBOM JICHCTBUS (TEKYIIHE U
IJTaHUPYEMBIE);

Y0 09.05 N1CcaTh
MIPOCTHIC CBS3HBIC
COOOIIIeHUsI HA 3HAKOMbBIE
WJTH HHTEPECYIOIIHE
npodeccroHanbHbIE TEMBI,

KOJIJIEKTHBA,
MICUXOJIOTHYECKHE
0COOEHHOCTH JIMYHOCTH;
30 04.02 OCHOBBI
MPOEKTHOM J1eATeIbHOCTH;
30 09.01 IIpaBuJIa
MIOCTPOCHHUS MPOCTHIX U
CJIOXKHBIX NPEUIOKEHUN
Ha npodeccruoHaIbHbIE
TEMBI;

30 09.02 OCHOBHBIE
obmieynorpeduTeapHbIC
r1aroJisl (ObITOBas U
npodeccruoHaIbHas
JIEKCHKA);

30 09.03 nekcuueckuit
MUHUMYM, OTHOCSIIIIUICS K
OIMCAHUIO MTPEIMETOB,
CpPEZCTB U MPOLIECCOB
npodeccnoHanbHOM
JCSITEIILHOCTH,

30 09.04 ocobennocTH
MIPOU3HOIICHHSI,

30 09.05 npaBuiIa
YTCHHS TEKCTOB
npodeccnoHanbHOMI
HaIPaBJICHHOCTH;

IIK 1.6
OK 01
OK 02
OK 05

[1O1«Opranuzanus
JOKYMEHTAIMOHHOTO
oOecreyeHus
yIpPaBJICHUS U
(GyHKIIMOHUPOBaHUE
OpraHu3aIm

VY26 opranu3oBbIBaTh
MIPOLIECC TTOATOTOBKU U
poBeAicHNE KOH()EPEHTHOTO
MEpPONPUATHS
WH/IMBUYAIEHO U B COCTaBE
paboueil rpynmsl;

V27 TOKyMEHTHPOBATh
pa3HbIe 3Talbl IPOIETyPHI
MOJITOTOBKH U TIPOBEICHHS
KOH(EPEHTHOTO
MEpPOTIPHUSITHS,

VY28 ocymiecTBasTh coop,
00paboTKy nHpopmManuu,
CUCTEMATU3ALINIO
MOJTy4aeMbIX U
nepeaBaeMbIX IaHHBIX;
V29 ocyiiecTBasTh MPOBEPKY
JIOCTOBEPHOCTH, ITOJIHOTHI U

31 HOpMaTUBHEBIE
IIPaBOBBIE AKTHI
Poccuiickoit denepanuu B
cdepe napopmarumy;

32 cTpyKTypa
OpraHM3alMH U IOPSAIOK
B3aNMOJEHUCTBUSA
MIOAPAa3ACIICHUN;

33 3THKa JIeT0BOTO
0OIIIEeHUS;

36 TpeGoBaHMS OXpaHbI
TpyZa.

315 xommiekc
OpraHMU3alOHHO-
TEXHUYECKHUX
MEPOIPHUATHH 110
MOJIrOTOBKE U
IIPOBEJCHUIO
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HEMPOTUBOPEUNBOCTH
JTAHHBIX, UCKITIOUCHHE
nyOnupoBaHus HH(DOpMAIUK;
Yo 01.01 pacrno3HaBarb
3a/1a4y W/WIH mpooieMy B
npodeccnoHaTbHOM H/HITU
COLIMAJIbHOM KOHTEKCTE;

VYo 01.02 ananusupoBathb
3a/1avy W/ WM npoodsieMy u
BBIJICIATH €€ COCTABHbBIE
4acTy;

Y0 01.03 OIIpeEIATh
JTanbl pelIeHUs 3a7a4u;

Y0 01.05 COCTaBJISITh
MjaH JeHCTBUM;

Yo 01.07 BJIA/IETh
aKTyaJlbHBIMH METO/IaMU
paboThl B IpOoPeCCHOHATBHOM
U CMEXHBIX chepax;

VYo 01.08 peann3oBbIBaTh
COCTaBJICHHLIN IIJIaH;

Yo 01.10 YUUTHIBATH
BPEMCHHBIC OTPAHUYCHUS U
CPOKH TIPH PEIICHUN
npo¢eCCHOHANIBHBIX 3a]1a4;
Vo 01.11 BJIageTh
AKTyaJIbHBIMH METOJIaMHU
paboTsl B podeccnoHanbHOM
U CMEXHBIX chepax;

Yo 01.12 paboTaTh B
M3MCHSIFOIIUXCS YCIIOBHSX, B
TOM YHCIIE B CTPECCOBBIX;
Y0 02.01 OTIpeeIsATh
3a/1a4u JIsl TOUCKa
nH(popMaLuu;

Yo 02.02 OIIpEAEIIATh
HEOOXOUMBIE HCTOUYHUKH
uH(pOpMaINH;

Y0 02.03 IIJIAHUPOBATh
IpoIecc MOUCKa;
CTPYKTYypUPOBAThH
MoJIy4aeMyro HHGOPMAIHUIO;
Vo0 02.04 BEIJIEIATD
HauboJiee 3HAaUUMOE B
nepeyHe nHpopMaIuy;

Y0 02.05 OLICHUBATh
MTPAKTUIECKYIO0 3HAYUMOCTH
PE3YNIbTAaTOB TMOUCKA;

Y0 02.06 ohOopMIIATH
PE3yNIbTAThI TOUCKA,
MIPUMEHSITH CPE/ICTBA
MH(POPMAIMOHHBIX

KOH(EPEHTHBIX
MEPOIIPUATHH;

316 mpaBuia opopmieHuUs
JIOKYMEHTOB,
CO3/1aBaeMbIX B IIpolLiecce
MOATOTOBKU U MPOBEACHUS
KOH(EpEeHTHOTO
MEPOTPHUATHS;

317 cocraB BHYTPEHHUX U
BHEITHUX
MH(OPMALIMOHHBIX
MMOTOKOB;

318 meToapl 00pabOTKH 1
3aIUThl THHOPMAIIIH C
MPUMEHEHHEM CPEJICTB
MH(POPMALIMOHHBIX

KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIA;
3001.01 aKTyaJIbHBIN

npodeccuoHaNbHBIN U
COIIMAJIbHBIM KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh;

30 01.02 OCHOBHBIE
HUCTOYHUKH WH(OPMAITUN
U PECYPCHI JIJIsl peIeHHUS
3a/1a4 ¥ npobsieM B
npodeccCHuoHaTEHOM U/ UITN
COIMATbHOM KOHTEKCTE;
3001.03 AJITOPUTMBI
BBITIOJIHEHHS padOT B
npodeccuoHanbHON 1
CMEXKHEIX 00JIaCTsIX;

30 01.04 METO/bI
paboThI B
npodeccrnoHaNbHOMN 1
CMEXHBIX cepax;

30 01.06 MIOPSAIOK
OIICHKH Pe3yJIbTaTOB
pelieHus 3aaaq
npo¢eCCHOHATBHON
JeSITeNIbHOCTH;

30 02.01 HOMeHKnaTypa
UH(OPMAIIMOHHBIX
HUCTOYHUKOB,
MPUMEHSIEMBIX B
npo¢eCCHOHATBHON
JeSITeNbHOCTH;

30 02.02 MPUEMBI
CTPYKTYpPUPOBAHUS
nHpopManuu;

30 02.03 ¢dopmar

13




TEXHOJIOTHH JUIsl pelIeHus
npodeccHoHABHBIX 3a/1a4;
Y0 02.07 MCIIOJIb30BaTh
COBPEMEHHOE ITPOrPaMMHOE
obOecreyeHue;

Y0 02.08 KCII0Ib30BaTh
pasnuuHble U(pPOBBIE
CpEICTBA TSl PEIICHUS
npodeccnoHanbHbIX 3a1a4;
Y0 05.01 IPaMOTHO
W3Jlaratb CBOM MbICIIH U
oOpMIIATH TOKYMEHTHI 110
npodecCuoHAIbHON
TEMaTHKE Ha
rOCy/IapCTBEHHOM SI3BIKE;
Y0 05.02 POSIBIISTH
TOJIEPAHTHOCTH B pabodyem
KOJUICKTHBE,

oopMIIEHUS PE3YIHTATOB
MOKCKa UHPOPMALIUH;

30 02.04 coBpemeHHbIE
CPEACTBA U YCTPOMCTBA
uH(pOpMaTH3aLINH,
MOPSIOK X IPUMEHEHUS
U IPOrpaMMHOE
obecrieueHue B
npodeccnoHanbHOM

NS TEILHOCTH B TOM
YHCIIe C UCITIOIb30BAaHUEM
U (POBBIX CPE/ICTB;

30 05.01ocobenHOCTH
COLMATILHOTO U
KYJIBTYPHOTO KOHTEKCTA;
30 05.02 IpaBuJIa
odopmiieHUs: JOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX
COOOIIEHMUI;

30 05.03 MEXaHU3MBbI
B3aMMOITOHVMAHHSI B
OOIIEHN;

IIK 1.7
OK 01
OK 02
OK 05

[TO1«Opranu3zanus
JIOKYMEHTAI[MOHHOTO
obecrnieueHUs
YIpaBJICHUS U
(GYHKIIMOHUPOBaHHE
OpraHu3aINI

V30 cocTaBasiTh MPOEKTHI
OpraHU3alMOHHBIX,
pacropsaUTeIbHbIX U
MH(}OPMALIMOHHO-
CIPaBOYHBIX IOKYMEHTOB, B
TOM YHCJIE€ JOKYMEHTOB,
COJIEpIKaIINX
KOH(DUIEHIINAIbHYIO
UH(pOpMaINIO;

VY31 odopmiate
OpraHHU3alOHHO-
pacnopsaAuTeNbHbIE
JOKYMEHTBI (OpUTHHAJIBI U
KOIIUN);

V32 ckaHupoBars,
KOIIMPOBATh U
KOHBEPTHPOBATH IOKYMEHTHI
B pa3Nu4HbIe (hOpMaThI;

VY33 ocymecTBIATh NPOBEPKY
IIPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHE MpaBUIaM
JIEJI0NPOU3BO/ICTBA;

VY34 npuHAMAaTh U IPOBOJIUTH
NEPBUYHYIO 00pabOTKy
BXOJIAIIUX TOKYMEHTOB;

V35 npoBoauTh
IIPEBAPUTEIIBHOE
pPaccMOTPEHHE BXOASIIUX U
BHYTPEHHHUX JOKYMEHTOB;
Y36 peructpupoBatb

31 HopMaTUBHBIE
MIPABOBBIC aKTHI
Poccuiickoii denepanuu B
cdepe 1eTonporu3BOICTRA,;
32 cTpykTypa
OpraHu3aIui,
PYKOBOZCTBO
CTPYKTYPHBIX
NoJIpa3ieeHni, 0opasisl
MO CEN JTUT], TMEIOIIINX
MPaBO MOANUCAHUS U
YTBEPKICHHS
JOKYMEHTOB, U
OTpaHUYEHUS 30H UX
OTBETCTBEHHOCTH;

36 TpeboBaHMs OXpaHbI
Tpyna

319 nokanbHble
HOPMATUBHBIC aKTHI,
periiaMeHTHpYIOLHe
JESITeNIbHOCTD CITYKObI
JIEJOIPOU3BOJICTBA U €€
PabOTHHKOB,
OpraHU3aIHI0 BeICHUS
JIeNIONPOU3BO/ICTBA;

320 coBpeMEeHHBIE
nH(pOpMaITMOHHBIC U
KOMMYHHKAITIOHHBIC
TEXHOJIOTHH,
pUMEHsIeMbIe B paboTe ¢
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BXOJIAIIUE, UCXOSIINE U
BHYTpPEHHUE JIOKYMEHTHI;
VY37 KOHTPOIUPOBATH
MapIIpYyTU3ALHNIO
JIOKYMEHTOIIOTOKOB B
OopraHu3aiuu (CorjiacoBaHue,
MOANKCAaHUE, YTBEPKICHHE,
perucrpanusi, 03HaKOMJIEHHE
Y UCTHIOJTHEHHE TOKYMEHTOB)
V38 ocyiiecTBiATh
CPOKOBBII KOHTPOITh
WCTIOJTHEHUS IOKyMEHTOB;
V39 ocyiiecTBisTh
MOJITOTOBKY M OTIIPaBKY
UCXOJSIINX JTOKYMEHTOB;
V40 cocTaBnsiTh OTUYETHI U
AQHAIUTUYECKUE CIIPABKH

00 UCIIOJTHEHUH JIOKYMEHTOB;
VY41 Bectu nHpOpPMAITIOHHO-
CIPAaBOYHYIO paboTy

0 IOKYMEHTaM;

VY42 ocymiecTBisTh paboTy ¢
OpraHHU3aIOHHO-
pacnopsAUTEeNbHBIMU
JOKYMEHTaMHU

B aBTOMAaTU3UPOBAHHBIX
cucreMax.

Y0 01.01 pacrno3HaBaTh
3aady u/uim npobiemy B
po¢eCCUOHAIBHOM U/WITH
COLIMAJIbHOM KOHTEKCTE;

VYo 01.02 ananu3upoBath
3ajauy u/Wim npobiaemy u
BBIICNATH €€ COCTABHBIC
4acTu;

Y0 01.03 ONpPENENATh
JTambl PEeICHUs 3aa4u;

Y0 01.05 COCTAaBJISITh
IU1aH IeHCTBHI;

VYo 01.07 BJIAJCTh
aKTyallbHBIMH METOJIaMHU
paboThl B PO eCCHOHATBHON
U CMEXHBIX chepax;

VYo 01.08 peannzoBbiBaTh
COCTaBJICHHBIH TUIaH;

Yo 01.10 YYHUTHIBATH
BpEMEHHBIEC OTPAHUYEHUS 1
CPOKH IPH pelICHUN
npodeccHoHANBHBIX 3a/1a4;
VYo 01.11 BJIAZIETH
aKTyaJlbHBIMH METOJIaMHU
paboThl B PO eCCHOHATBHON

JTOKYMEHTaMU;
321 nmpaBuia pycckoro
S3BIKA;
3001.01 aKTyaJIbHBIN
npodeccuoHaNbHbIN U
COLIMAJIbHBIN KOHTEKCT, B
KOTOPOM NPUXOIUTCS
paboTaTh U KUTH;
30 01.02 OCHOBHBIE
MCTOYHUKU UHPOPMALIUU
U PECypChI JIJIsl pEeHICHHUS
3aJ1a4 ¥ mpoodJieM B
poeCCHOHAITBHOM W/HWJTH
COITMAIbHOM KOHTEKCTE;
3001.03 aJTOPUTMBbI
BBITIOJIHEHUS padOT B
npodeccuoHanbHON 1
CMEXKHEIX 00JIaCTsIX;
30 01.04 METO/IbI
paboTHI B
npodeccHnoHALHOMN 1
CMEKHBIX cepax;
30 01.06 MOPSAIOK
OLICHKH Pe3yJbTaTOB
peleHus 3a1a49
npodeccnoHanbHOMI
TESTeITbHOCTH;
30 02.01 HomMeHKIIaTYypa
MH(OPMaLMOHHBIX
HCTOYHUKOB,
MIPUMEHSICMBIX B
npodeccnoHaNbHOMI
TESTeTbHOCTH;
30 02.02 IIPUEMBI
CTPYKTYpHUPOBaHUS
uHpOpMaINH;
30 02.03 dbopmar
oopmieHHs pe3ynbTaToB
novicka HHGpOpMaIuy;
30 02.04 coBpemeHHbBIE
CPEIICTBA U YCTPOKCTBA
uH(pOpMaTH3ALINH,
MOPSITOK X IPHUMEHEHUS
U TIPOrpPaMMHOE
o0ecrnieueHue B
npodeccnoHaNbHOMI
NESITeTbHOCTH B TOM
YHCIIe C UCTIOJIb30BaHHEM
U (POBBIX CPEACTB;
30 05.01

0COOEHHOCTHU
COIIMAJIEHOTO U
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1 CMEXHBIX cepax;

Yo 01.12 pabotats B
M3MEHSIIOIINUXCS YCIOBUAX, B
TOM YHCJI€ B CTPECCOBBIX;
Vo 02.01 ONpeAcIIsTh
3aJa4uu s IOMCKa
nHpopManuu,

Y0 02.02 OIIpeEIATh
He00XO0IMMbIE UCTOYHUKHU
uH(pOpMaIHH;

Y0 02.03 IJIAHUPOBATH
MpoIecC MOUCKa;
CTPYKTYypUPOBAaTh
noJry4aeMyro HH(popMaIuio;
Vo0 02.04 BBIJIEIISITE
HanboJee 3HaYNMOe B
nepeyHe nHpopMaIuy;

VY0 02.05 OIICHUBATH
MIPAKTUIECKYIO0 3HAUUMOCTh
PE3yNIbTaTOB MOUCKA;

Y0 02.06 oopmIATH
pE3yNbTaThI TOUCKA,
MIPUMECHSITH CPEJICTBA
MH(OPMALIMOHHBIX
TEXHOJIOTUH IS PEeIICHHUS
npodeccHoHaNbHBIX 3a71a4;
Yo 02.07 HCII0JIb30BATh
COBPEMEHHOE IIPOTrPaMMHOE
obOecrieueHue;

Y0 02.08 UCII0JIb30BATh
pasnuuHble IU(pPOBLIE
CpeACTBa JJIs pelIeHus
npo¢eCCHOHANIBHBIX 3a]1a4;
Y0 05.01 IrPaMOTHO
M3JIaraTh CBOM MBICIIH U
oOpMIIATH TOKYMEHTHI 110
npodecCuoHATBHON
TEeMaTHKe Ha
TOCYJJapPCTBEHHOM SI3BIKE;
Y0 05.02 MPOSABIIATH
TOJIEPAHTHOCTH B pabodyem
KOJUICEKTHBE,

KYJIBTYPHOTO KOHTCKCTA;
30 05.02 IpaBuJIa
odopmIIeHUsT JOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX
COOOIIECHMI;

30 05.03 MEXaHU3MBI
B3aMMOIIOHMMAaHH B
0011IeHU N,

IIK 1.8
OK 01
OK 02
OK 05

[TO1«Oprauu3zanms
JOKYMEHTAIlMOHHOT' O
o0ecrnieueHus
yIpaBICHUS U
(GyHKIIMOHUPOBaHUE
OpraHu3aLm»

VY43 obecneunBath
COXPAHHOCTh MIEPCOHAIBHBIX
JAHHBIX PAOOTHUKOB,

VY44 opranu3oBbIBaTh
JIOKYMEHTOO00O0POT 10
IIPEICTABICHUIO IOKYMEHTOB
10 NIEPCOHATY B
roCy1apCTBEHHbBIE OPTaHbI;
V45 BecTr BOMHCKUHN YUET
pabOTHHUKOB,;

31 HopmaTUBHBIE
IIPaBOBBIE AKTHI
Poccuiickoit ®denepanuu B
cdepe TpyI0BbIX
OTHOIIICHUH;

32 cTpyKTypa
OpraHH3alvH,
PYKOBOJCTBO

CTPYKTYPHBIX
NIOAPA3ACIICHUN;
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VY46 Bectn yu€t pabouero
BPEMEHU paOOTHUKOB;

Y47 obopmisaTh
OpTraHU3aIMOHHO-
pacnopsAuTeNbHbIe
JOKYMEHTBI 110 TNYHOMY
COCTaBY;

VY48 BecTu perucrpanuio,
yué€T, OnepaTuBHOE XpaHEHHE
JTOKYMEHTOB T10 JINYHOMY
COCTaBY;

Y49 BecTu 10KyMEHTALINIO,
MOATBEPKIAOLIYIO CBEICHUS
O TPYAOBOM AEATEIBHOCTH U
TPYZAOBOM CTaxKe
PabOTHHKOB;

Y50 dhopMupoBaTh JUYHBIE
nena pabOTHUKOB;

Y51 odopmitars nena mo
JTUYHOMY COCTaBYy JJIsi
nepeaayy B apxuB
OpraHH3aI;

pabortatb co
CHEIHATN3UPOBAHHBIMU
MH(OPMALIMOHHBIMU
cucTeMaMy U 06a3aMu TaHHBIX
10 BEICHUIO YUY€Ta U
JIBM)KEHUIO paOOTHHUKOB.

Y0 01.01 pacrno3HaBaTh
3ajady u/uinm npobiaemy B
npo¢eCCUOHAIBHOM U/WITH
COLIMAJIbHOM KOHTEKCTE;

VYo 01.02 ananu3upoBath
3ajauy u/Wim npobiaemy u
BBIICNIATH €€ COCTABHBIC
YacTH;

Y0 01.03 ONpPENENATh
9Tarbl peleHHs 3a/1auu;

Y0 01.05 COCTAaBJISITh
IUIaH IeHCTBHI;

VYo 01.07 BJIAJCTh
aKTyallbHBIMH METOJIaMHU
paboThl B TpoeCCHOHATBHON
U CMEXHBIX chepax;

VYo 01.08 peanuzoBbiBaTh
COCTaBJICHHBIH IJIaH;

Yo 01.10 YYHUTHIBATH
BpPEMEHHBIE OTPaHUYCHUS U
CPOKH IPH pelICHUN
npodeccHoHANBHBIX 3a/1a4;
VYo 01.11 BJIAZIETH
AKTyaJIbHBIMH METOJIaMHU

33 sTHKA IEJI0OBOT0
001IIeHHS,

36 TpeboBaHUS OXPaHbI
Tpyaa.

319 nokaybHbIE
HOPMATHBHBIE aKTHI,
perJamMeHTHpyoIre
TPYAOBBIE OTHOLICHHUS
320 coBpeMeHHbIE
MH(POPMAIIMOHHO-
KOMMYHHKAI[MOHHBIE
TEXHOJIOTUH,
IpUMeHsieMble B paboTe ¢
JTOKYMEHTaMH T10 THIHOMY
COCTaBY;

321 mpaBuia pycckoro
SI3BIKA;

322 npaBuia
JIeJIONPOU3BO/ICTBA;
3001.01 aKTyaJIbHbIN
npodecCHOHATLHBIN U
COLIMAJIbHBIA KOHTEKCT, B
KOTOPOM TPUXOJAUTCS
paboTaTh U KUTh;
3001.02 OCHOBHBIE
MUCTOYHUKU WH(POpMALIUN
Y PECYpPCHI JUTS PEIICHHS
3aJa4d ¥ npodJieM B
poeCCHOHAIBHOM U/UITH
COIL[MAJIbHOM KOHTEKCTE;
3001.03 aJITOPUTMBI
BBINOJIHEHUS padoT B
po¢eCCHOHAIBHON U
CMEXHBIX 00J1aCTAX;
3001.04 METO/BI
paloThI B
po¢eCCHOHAIBHON 1
CMEXHBIX chepax;

30 01.06 MTOPSII0K
OLIEHKHU Pe3yJbTaToOB
peleHus 3a1a49
npodeccuoHaNbHOMI
NeSTeTbHOCTH;

30 02.01 HomMeHKIIaTYypa
MH(OPMaLIMOHHBIX
HCTOYHUKOB,
MPUMEHSICMBIX B
npodeccnoHaNBHOMI
NesITeNIbHOCTH;

30 02.02 IIPUEMBI
CTPYKTYpUPOBAHUS
uH(pOpMaINH;
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paboThl B IpoeCCHOHATBHON
U CMEXHBIX chepax;

Yo 01.12 paborath B
M3MCHSIFOIIUXCS YCIIOBUSX, B
TOM YHCJIE€ B CTPECCOBBIX;
Y0 02.01 OIIpEeAEIATh
3a/1a4u JIsl IOMCKa
uH(pOpMAIHH;

Vo 02.02 ONpeAcIIsTh
HE0OXO0TMMBIC UCTOYHUKHU
nHpopManuu;

Y0 02.03 IJIAHUPOBATh
MPOLIECC MOUCKA;
CTPYKTYypUPOBAThH
MoJiy4aeMyro HHGOPMAIHUIO;
Y0 02.04 BBIJICTISATH
HauboJee 3HaUMMOe B
nepeyHe HHpopMauy;

Y0 02.05 OIICHUBATH
MIPAKTUYECKYIO0 3HAUUMOCTD
pE3yJIbTaTOB TIONCKA;

Y0 02.06 0pOpMIIATH
PE3YJIbTATHI ITOUCKA,
MIPUMEHSITh CPE/ICTBA
MH(OPMALIMOHHBIX
TEXHOJIOTHH [Tl peIIeHuUs
npo¢eCCHOHANIBHBIX 3a]1a4;
Y0 02.07 UCII0JIb30BaTh
COBPEMEHHOE MTPOrPaMMHOE
obecreyeHue;

Y0 02.08 HCII0JIb30BATh
pasnu4uHble IU(pPOBBIC
CPEJICTBA JIJISl PEIICHUS
npodeccHoHaNbHBIX 3a7a4;
Y0 05.01 IrPaMOTHO
M3NIaratb CBOM MBICIH U
0pOpPMIIATH TOKYMEHTHI 110
npodeccroHanbHOM
TEeMaTHKe Ha
TOCy/IapCTBEHHOM SI3BIKE;
Y0 05.02 MPOSIBIIATH
TOJIEPAHTHOCTH B paboyemM
KOJUICKTHBE,

30 02.03 dbopmart
oopmieHus: pe3ynbTaToB
MOKCKa HHPOPMAIINH;

30 02.04 coBpeMeHHbIE
Cpe/CTBa M YCTPOUCTBA
uHpOpMaTH3aIUH,
MOPSIOK UX IPUMEHECHUS
U TIPOTPaMMHOE
o0ecrnieueHue B
npodeccuoHaATBLHOMI
JESTeTbHOCTH B TOM
YHCIIe C UCIIOIb30BAaHUEM
U(PPOBBIX CPEIICTB;

30 05.01ocobernOCTH
COITUAIILHOTO U
KYJIbTYPHOT'O KOHTEKCTA,;
30 05.02 MpaBuiIia
odopmIIeHUsT JOKYMEHTOB
U TIOCTPOCHUS YCTHBIX
COOOIIEHMI;

30 05.03 MEXaHU3MBI
B3aMMOIIOHMMAaHUS B
0011IeHn N,

IIK 1.9
OK 01
OK 02
OK 05

[1O1«Opranuzanus
JOKYMEHTAITMOHHOTO
obecrnieueHUs
YIpaBICHUS U
(YHKITMOHUPOBAHHE
OpTraHU3aIII

V11 npumenaTs
nH(}OPMALIOHHO-
KOMMYHHUKAI[HOHHBIE
TEXHOJIOTHH MpHU padboTe ¢
JOKYMEHTaMHU

V52 pazpabaTbiBaTh
HOMEHKJIATYpy Jell
OpraHu3aIuy;

Y53 npoBepsTh

31 HOpMaTUBHBIE
MIPABOBBIC aKTHI
Poccuiickoii denepanuu B
cdepe 1emTonporu3BOACTBA
Y apXHUBHOTO JIENa;

36 TpeboBaHUS OXPaHbI
Tpyaa.

319 nokaynbHbIE
HOPMATHBHBIE aKTHI,
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MPaBIWIBHOCTH 0()OPMIICHUS
JIOKYMEHTOB M OTMETKH 00 MX
WCIIOJIHEHUU Tepes UX
(dhopMUpOBaHHUEM B JEIIO IS
MOCIIEAYIOLIEr0 XpaHEHUS;
(dhopMupoBars aena,
KOHTPOJIMPOBATh MPaBUIHLHOE
Y CBOEBPEMEHHOE
pacnpesesieHre U MOIIUBKY
JIOKYMEHTOB B JieJia B
COOTBETCTBUH C
HOMEHKJIaTYpOM JIeIT;

V54 nmpoBepsATh CpOKH
XpaHEeHHs JOKYMEHTOB,
COCTaBJISITh MPOTOKOJ
paboThI SKCIIEPTHOM
KOMHCCHH 10 TIOJITOTOBKE
JIOKYMEHTOB K TIepe/iaue B
apXWB;

V55 cocraBusATh akT 0
BBIJICJICHUH K YHUUTOXXCHHUIO
JIOKYMEHTOB, HE
MOJIeKAITUX XPAaHEHUIO;
Y56 opopmienue aen
BPEMEHHOT0, TIOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHEeHUS;

V57 cocTaBiITh OIUCHU ACT
CTPYKTYPHBIX
MOJpa3IeJICHUI
MTOCTOSTHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHEeHUs JJIs Tepeaadu e
B apXUB OpraHU3AIINH;

Y0 01.01 pacrno3HaBaTh
3aady u/uim npobiemy B
po¢eCCUOHAITBHOM W/HITH
COIIMAIbHOM KOHTEKCTE;

VYo 01.02 ananuzupoBath
3aauy u/uim npobiaemy u
BBIICIISATH €€ COCTaBHBIC
YacTH;

Y0 01.03 ONpPENENATh
ATanbl peUICHUs 3a/1a4u;

Y0 01.05 COCTaBJIATh
MaH JeHCTBUM;

VYo 01.07 BJIAJCTh
aKTyaJlbHBIMH METOJIaMU
paboThl B PO eCCHOHATBHON
U CMEXHBIX chepax;

VYo 01.08 peannzoBbiBaTh
COCTaBJICHHBIN IJIaH;

perJamMeHTHpyIoIne
BEJICHHE
JIeJIONPOU3BOJICTBA U
nepeaayy Aei B apXuB
OpraHu3aluy;

323 BU/IbI HOMEHKJIATYp
nen, oomue TpeOoBaHMs K
HOMEHKJIaType Jel,
MOPSAIOK pabOTHI C HEl;
324 nopsiiok
dhopMHUpOBaHUS U
odopmiieHus nei,
cnernuduka
dbopmupoBaHus
OTJENbHBIX KaTeropuit
ACI;

325 npaBuia XpaHeHUs
7IeT1, B TOM YHCJIE C
JOKYMEHTaMH
OTPaHUYEHHOTO JIOCTYIIA;
326 mpaBuia BeIIAYU U
UCIOJIb30BaHUs
JOKYMEHTOB H3
c(OpMUPOBAHHBIX JEIT;
327 nopsiiok
UCIIOJIb30BaHUsI TUTIOBBIX
WJTH BEIOMCTBEHHBIX
nepeyHeil T0KyMEeHTOB,
OTIpEJIeIIEHUS] CPOKOB
XpaHeHus B IpoIecce
9KCIIEPTHU3BI IIEHHOCTH
JOKYMEHTOB;

328 BuabI onucen aen
OpraHM3aIlH U TTOPSATIOK
paboTHI C HUMU;

3001.01 aKTyaJIbHBIN
poeCCHOHAIBHBIN U
COLIMATIbHBINA KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTH;

30 01.02 OCHOBHBIE
HUCTOYHUKU WH(POpMALIUN
Y PECYpPCHI TS PEIICHHS
3aja4 U mpoodsieM B
poeCCHOHATBHOM W/UITH
COLIMATIbHOM KOHTEKCTE;
3001.03 AITOPUTMBI
BBINOJIHEHUS padoT B
npo¢eCCHOHAIBHON 1
CMEXKHBIX 00JIaCTSIX;

30 01.04 METOIEI
paloTHI B
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Yo 01.10 YUYUTHIBATH
BPEMEHHBIC OTPAHUYCHUS 1
CPOKH IPH pelICHUN
npodecCHoHABHBIX 3a/1a4;
VYo 01.11 BJIAJETh
AKTyallbHBIMH METOJIaMHU
paboThl B IpodeCCHOHAIBHON
U CMEXHBIX chepax;

Yo 01.12 paborath B
M3MCHSIFOIIUXCS YCIIOBUSX, B
TOM YHCJIE€ B CTPECCOBBIX;
Y0 02.01 OIIpeEIATh
3a/1a4u JIsl IOMCKa
nH(pOpMAIHH;

Vo0 02.02 ONpeAcIIsTh
HE0OXO0TMMBIC UCTOYHUKU
nHpopManu,

Y0 02.03 IUIAHUPOBATh
MpoIeCcC ONCKA;
CTPYKTYypUPOBATh
noJry4aeMyro HH(popMaIuio;
Vo0 02.04 BBIJIEIISITE
HanboJiee 3HaYNMOe B
nepeyHe nHpopMaIuy;

Yo 02.05 OLIEHUBATh
MIPAKTUYECKYIO0 3HAYUMOCTD
Pe3yJIbTaTOB TIONCKA;

Y0 02.06 oopMIATH
PE3yJIbTAThI ITOUCKA,
MIPUMEHSITh CPE/ICTBA
MH(OPMALIMOHHBIX
TEXHOJIOTHH [T peIIeHuUs
npo¢eCCHOHANIBHBIX 3a]1a4;
Y0 02.07 UCII0JIb30BaTh
COBPEMEHHOE MTPOrPaMMHOE
obecreyeHue;

Y0 02.08 HCIIOIb30BaTh
pasnudHble IU(pPOBBIC
CPEJICTBA JIJIS PEIICHUS
npodeccHoHaNbHBIX 3a1a4;
Y0 05.01 IrPAMOTHO
M3Naratb CBOM MBICIH U
0pOpPMIIATH TOKYMEHTHI 110
npodeccroHanbHOI
TEMaTHKe Ha
TOCy/IapCTBEHHOM SI3BIKE;
Y0 05.02 MPOSIBIIATH
TOJICPAaHTHOCTbH B pabouem
KOJUJIEKTHBE,

npo¢eCCHOHAIBHON 1
CMEXHBIX chepax;

30 01.06 MOPSJIOK
OLIEHKHU PEe3yJIbTaTOB
pelieHus 3aaau
npodeccHoHaATBLHOM
NesITeNIbHOCTH;

30 02.01 HomeHKIIaTYypa
MH(OPMALIMOHHBIX
HUCTOYHUKOB,
MIPUMEHSIEMbIX B
npodeccuoHaATBLHOMI
NesITeNIbHOCTH;

30 02.02 IIPUEMBI
CTPYKTYypUPOBAHUS
uH(popMaLuu;

30 02.03 dbopmar
oopmieHns pe3ynbTaToB
MOKCKa HHPOPMALINH;

30 02.04 coBpemeHHbIE
CPEICTBA U YCTPOKCTBA
uH(pOpMaTU3ALINH,
MOPSITOK VX IPUMEHCHUS
U IPOrpaMMHOE
o0ecrnieuyeHue B
npodeccnoHanbHOMI
NESTeTbHOCTH B TOM
qHcIIe ¢ UCTI0JIb30BaHUEM
U(POBBIX CPEICTB;

30 05.01ocobennoctu
COITHAIILHOTO U
KYJIbTYPHOTO KOHTEKCTA;
30 05.02 IpaBuJIa
o(opMiIeHHsI JOKYMEHTOB
Y TIOCTPOEHUS YCTHBIX
COOOIIEHMUIA;

30 05.03 MEXaHU3MBbI
B3aMMOIIOHIMAHHUSI B
OOIICHM;

1.4 Kosim4ecTBO 4aCOB, OTBOJAMMOE HA OCBOCHHUE NMPO(PeCCUOHATILHOTO MOYJIS
Bcero wacos 758
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B TOM 4HCIIe B (OpME NPAKTUYECKOH MOATroTOBKH 199

N3 Hux Ha ocBocHue MJIK 566
B TOM YHCIIe caMOCTosITellbHas paboTa 44
npaktuku 180
B ToM unciie yaeoHas 108
B TOM YHCJIE TIPOU3BOJICTBEHHAS (110 MPOMUITIO CIICIIHATIBHOCTH) 72
[Tpomexyrounas arrecramms 12
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2 CTPYKTYPA U COILEPXAHHUE MNPO®ECCHOHAJIBHOI'O MOAVJISA IIM.01 OcyuecTBiieHHe OPraHU3allMOHHOTO M
JOKYMEHTAIIMOHHOI0 o0ecrevyeHus 1eiTeJIbHOCTH OPraHu3aluu

2.1 Crpykrypa npodeccuonanbuoro moayias IIM.01 OcymecTB/ieHHe OPraHu3alHOHHOTO0 M JOKYMEHTAIIMOHHOTO o0ecredeHus
JAesiITeJIbHOCTH OPraHu3alumn

. O06beM npodeccHOHAIBLHOr0 MOYJIs, Yac.
DopMbI IPOMEKYTOYHOM ¢ penoaaBaTeem
arrecranum (cemecrp) P
o 5 B TOM 4HCJIe =
= | 2| & g E E > F
Koabl HaumeHoBaHus pa3jejioB . q;, § S = g S E . >§ . 5 % éj P R E e 5
OK/MK npodeccuonanbHoro moayas/MJAK EE| B =3 8 o ; g8 = S = 3 9 Z %g EREIE ; 5
S| 2| ¢| 2| 8| 5% |83 & | 2§ Z |Ez|EE[Fg i gL
2|8 _g = m 2 O ; EE § £ 3 S35 & s 2 s =
Q) | 5] 8 8 = ] Scl 2 |27|€” 2 & | &
= | & &5 © ERl 8 |5 B | S | =
< N m = i
1 2 3 |4 5 6 7 8 9 10 11 12 13 14 | 15 16 17
K 1.1, Paznen 1. JlokymentupoBanue u 4 360 26 | 322 | 10 | 164 | 124 22 | 12 12
1.5,1.6, | opranuzanus padoThl C OPUITHATHHBIMH
1.7,1.9 JIOKyMEHTaMU
OK MJIK 01.01. JIokyMeHTaliOHHOE
01,02, obecrievyeHre yrnpaBieHHs
04,05,09
KK 4
KK 5.
KK 8
IIK 1.1, Paznen 2. Opranusanus paboTsI ¢ 4 48 44 18 22
1,6,1.7, | nokymMeHTaMH B aBTOMaTH3UPOBAHHBIX
1.8,1.9 cUCTEMAX
OK MJIK 01.02. Opranuzauus paboTsl ¢
01,02, 05 | sneKTpOHHBIMH JOKYMEHTAMHU
KK 4
KK 5.
KK &
[IK 1.1 - | Pazgen 3 OpranuzanmoHHoe ooecrneueHne 4 48 44 18 22
1.6 JESTSIILHOCTH OpTraHU3aIluu
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OK
01,02,
04,05,09
KK 4
KK 5.
KK 8.

M/IK 01.03. Opranu3zaiusi CEKpeTapcKoro
00cy)KUBaHUs

MK 1.1,
1.2,1.4,
1.7,18,
1.9
OK
01,02,
04, 05,
09
KK 4

KK'5.
KK 8

Paznen 4. JlokymeHTHpOBaHKE U
opranusaius padoThl ¢ KaJpOBBIMU
JIOKyMEHTaMU

MJIK 01.04. JlokyMeHTallMOHHOE
o0ecrnieueHre KapoBOil CIIyKObl

110

10

88

40

44

12

MK 1.1.
IIK 1.9.
OK 01
OK 02
OK 04
OK 05
OK 09
KK 4
KK'5.
KK 8

YyeOHas mpakTHKa

108

108

108

IIK 1.1.
IIK 1.9.
OK 01
OK 02
OK 04
OK 05
OK 09
KK 4

IIpounsBoacTBeHHAas (110 TPOdIITIO
CIEIUATLHOCTH ) TIPAKTUKA

72

72

72

23




KK'5

KK 8

K 1.1.

IK 1.9.

OK 01
OK 02
OK 04
OK 05
OK 09
KK 4
KK'5.
KK 8.

dK3aMeH KBaN()UKAITMOHHBII

12

12

Bcero

758

44

498

199

240

212

22

24

36
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2.2 TemaTuuyeckuii njaH u cogep:xkanue npodeccuoHaabHoro moayasa IM.01 OcymecTBieHne OpraHM3anHOHHOIO M AOKYMEHTAHHOHHOTO

o0ecnmeyeHUs AeATCJIbHOCTH OPraHu3anun

Oo0nem, akan. 4
HanmeHnoBaHue pa3iesioB U TeM Conep:xanue yueOHOro MaTepuaJa, / B TOM 4mcJjie B Koawbl
npogeccuoHAJIbLHOT0 MOYJISA JabopaTopHbie padoThl U IPAKTHYECKHE 3aAHATHS, dopme Kon IIK, OK, 0CBaHUBaeMbIX
(IIM), MeRIMCUMIIHHAPHBIX caMocCTosiTe/IbHAs yyeOHas padora o0yuyarommxcs, NPaKTHYEeCKOM KK 3JIEMEHTOB
kypcos (M/IK) KypcoBasi padora (npoekr) (eciu npedycmomperut) NMOATOTOBKH, KOMIIeTeHIU
aKaj.4.
1 2 3 4
Pa3nen 1. JlokyMeHTHPOBaHNE U OPraHu3anus padoTsl ¢ 0QUIHAILHBIMHA JOKYMEHTAMU
M/IK 01.01 JoxkyMeHTAaMOHHOE O0ecrieyeHue YIpaBJIeHHs IIK 1.1, 1.5,
16,1.7,1.9
326/10 OK 01,02,
04,05,09
Beenenue OOBeKT, mpeAMET TIOKYMEHTAIIMOHHOTO 00ecIeueHus
ynpasnenus. Lens uzyuenus kypca. O01as xapakTepucTuka 2
Kypca, CBSI3b C APYTUMH TUCHUILIMHAMU. BXOIHOM TecT
Tewma 1. OGmue BOmpock Conepxanue 44
opranuzamuu JJOY 1.1. Ponb u mecto /IO B pabore anmapata ynpaiieHus. Ponb 6 K 1.1, 1.5, 31-36, 313- 321,
U MECTO JOKYMEHTAI[MOHHOTO obecrieueHuss B paboTe 16,1.7,19 323 - 328
anmapata  yOpaBlieHHUs;  pa3BUTHE  WH(GOPMAIMOHHBIX OK 01,02, 3001.01 - 30
TEXHOJIOTUH W  JIOKyMeHTOB, HasHaueHume JIOY B 04,05,09 01.04, 30 01.06, 30
COBpeMeHHON opranuzanuu. OCHOBHBIE II€JIM, 3aJ1auH, 02.01 - 30 02.04,
TIPUHIIMIIBI JIeIIONPOU3BOICTBA (TOKyMEHTallMOHHOTO 30 05.01 - 30
obecrnieueHus ympaBieHus). [loHATHE «IOKYMEHTAIIHOHHOE 05.03
obOecrieuenne  ympaBieHus».  [loHATHE  HOpPMATHUBHO-
MPaBOBOTO obecreueHus «/[oKyMeHTallmOHHOTO 00eCTIeUeHHsI
ynpasneHusi. CocTaB HOpMaTUBHO-METOANYECKOHN 0a3bl
1.1. Hctopust opraHuzanuu JeJ0Npou3BojCTBa. Mcropus 6 K 1.1, 1.5, 31-36 313- 321,
OpraHu3aluy  JCJIONPOU3BOJACTBA;  HUCTOPHUS  Pa3BHUTHS 16,1.7,19 323 - 328
OTEYECTBEHHOTO  JICJIOMPOU3BOJICTBA, OCHOBHBIC  OITaIlbl OK 01,02, 3001.01 - 30
pa3sBUTHS ® BHUJABI JOKYMEHTOB; 3apyOCKHBIH  OIBIT 04,05,09 01.04, 30 01.06, 30

opraHu3anvun paGOTBI C JOKYMCHTaMU

02.01 - 30 02.04,
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30 05.01 - 30

05.03
1.2 OcCHOBHBIC TOHATHS ITOKYMEHTAIIMOHHOTO OOCCIEUYCHHS IIK 1.1, 1.5, 31-36 313- 321,
yIPABJICHHUS. OCHOBHbBIE ~ TIOHSITHS: «HOopManms», 16,1.7,1.9 323 - 328
«TOKYMEHTHpOBaHHAass HH(OpMaIUsI» <«TOKYMEHTHPOBAHHUEY, OK 01,02, 3001.01 - 30
«TOKYMEHT», «PEKBH3UT», «OMaHK», «popmymnsap». CBolicTBa 04,05,09 01.04, 30 01.06, 30
u pysknun nokymenTa. Kinaccudukanus 10KyMeHTOB. 02.01 - 30 02.04,
30 05.01 - 30
05.03
1.3. Hopmbl u mnpaBwia o(OPMIICHHS  CIIY>KCOHBIX K 1.1, 1.5, 31-36 313- 321,
nokyMmeHnToB. Hopmbl 1 mpaBuia opopmieHus: JOKYMEHTOB B 16,1.7,1.9 323 - 328
coorBerctBu ¢ ['OCT P 7.0.97-2016. «HaumnonanbHbIH OK 01,02, 3001.01 - 30
crannapt Poccuiickoii ®@enepanun. Cucrema cTaHAapTOB IO 04,05,09 01.04, 30 01.06, 30
uHpopManuy, OWOIMOTEYHOMY H U3JIATCIIBCKOMY JCIy. 02.01 - 30 02.04,
OpranuzanoHHO-pacopsAuTeIbHas JIOKyMEHTAIHS. 30 05.01 - 30
TpeboBanmst k  odopmienuto  nokymeHTtoB"  CocraB 05.03
PEKBU3UTOB TOKYMEHTOB
1.4. Hopmbl u mpaBuia opopMiieHHs OJaHKOB JOKYMEHTOB. K 1.1, 1.5, 31-36 313- 321,
[Tonsatne o OmaHKe IOKyMeHTa, BHJBI OnaHkoB. IlpaBuia 16,1.7,19 323 - 328
opopmiieHus pekBu3uToB Onanka B cootBercTBun ¢ 'OCT P OK 01,02, 30 01.01 - 30
7.0.97-2016.  «HamumonanpHblli  cTaHmapT  Poccuiickoit 04,05,09 01.04, 30 01.06, 30
@enepanuu.  Cucrema  cTaHmapToB 1Mo  WH(poOpMarmm, 02.01 - 30 02.04,
OMOIMOTEeYHOMY U H3JAaTelIbcKoMy neny. OpraHu3aioHHO- 30 05.01 - 30
pacropsiuTeIbHas JOKYMEHTAITHSI. TpeboBaHus K 05.03
o(opMIIeHHIO TOKYMEHTOB".
1.5. CoBpeMeHHbIE TEXHOJIOTHH OpraHu3aIuu K 1.1, 1.5, 31-36 313- 321,
nenonpoun3BojicTBa. COBpeMEHHbIE TEXHOJIOTUM OpraHU3aluu 16,1.7,19 323 - 328
JIETIONPOU3BOJICTBA; TUIOBBIE TexHoioruu JOY, cTpykTypa OK 01,02, 3001.01 - 30
0a3 TaHHBIX JOKYMEHTAIBHOTO (hOHJIa OpraHU3aAINH 04,05,09 01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
KonTpomnpnas padora Ne 1 K 1.1, 1.5, 31-36 313- 321,
16,1.7,1.9 323 - 328
OK 01,02, 3001.01 - 30
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04,05,09

01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-Y5,V11,¥Y 23
—VY42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

B ToM unciie npakTHYeCKUX 3aHSITHI 24
[Ipaktuueckoe 3anstue Nel. Ucropus opranuzanuu 2 K 1.1, 1.5, V1-V5, V11,V 23
JIeJIOTIPOU3BOJICTBA. JeI0NPOU3BOACTBO JOPEBOIIOIIMOHHOTO 16,1.7,1.9 —VY42,Y52 -V57
nepuoza. Jlokymenrtanus Poccuiickux yupexaeHui OK 01,02, Y0 01.01- Yo
04,05,09 01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
VY0 05.02 Yo 09.01
- ¥0 09.05
[IpakTuueckoe 3ansarue Ne 2. OdopmiieHrne 0CHOBHBIX 8 I[IK 1.1, 1.5, V1-¥5, V11,V 23
pexBu3uToB B coorBercTBUM ¢ 'OCT P 7.0.97-2016. 16,1.7,19 -VY42,¥52 - V57
«Hanunonanenslii crangapt Poccuiickon denepanuu. OK 01,02, Vo0 01.01- Yo
Cuctema cranzapToB 1o uHpopmanuu, ONOINOTEUHOMY U 04,05,09 01.03, Yo 01.05,
u3natenbekoMy Jieny. OpraHu3aluoHHO-PACIOPSIUTENbHAS Y0 01.07, Yo

JnoKyMeHTalus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB"

01.08, Yo 01.10 -
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Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

[Tpaktrueckoe 3anstue Ne 3. CocraBienue u 0hOpMIICHHUE
pa3IMYHbIX BHJIOB OJIaHKOB (00IIIero OJiaHKa, OjaHKa MUChMa,
KOHKPETHOTO OJIaHKa).

8/2

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-Y5,V11,¥ 23
—VY42,V52 -VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

[Ipaktuueckoe 3anstue Ne 4. TexHonoruu
JTIOKYMEHTAIMOHHOTO 00ECIIeUEHUs YIIPABICHUS

I[IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-V5,V11,V 23
—V¥42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
¥005.02 Y0 09.01
-Yo 09

CamocrosiTesbHasi padora

1.1 IIpaktrnueckoe 3ananue "Mcropus pa3zBuTus
nenornpoun3Bojictea B Poccun".

N

MK 1.1, 1.5,
1.6,17,1.9
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
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02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥Y 23
-V42,V52-VY57
Yo 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

1.2 [Ipaktuueckoe 3ananue: COBpeMEHHBIE TEXHOJIOTHU
opranusanuu Poccuiickoro J1enonpou3BocTBa

IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328
3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-V¥5,V11,VY 23
-V42,V52-VY57
Vo 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
-Yo 09

Kouncyabranuun

IIK 1.1, 1.5,

31-36 313- 321,
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[IpoBepka u 3anuTa BHIIOJHEHHBIX MPAKTUYECKUX 3a/1aHUN
I.1ul2

16,1.7,19
OK 01,02,
04,05,09

323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-Y5,V11,¥Y 23
—VY42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

Tema 2. CucteMsl
JIOKYMEHTAIMOHHOTO
o0ecrnieveHus ynpaBIeHUs

Conepxanue

68

Tema 2.1. 3agauu, pyHKIIUY,
ctpykrypa CZI0Y

2.1.1 3apaun, pynkuuu, crpykrypa CAOY. 3anaun u
(GhyHKIHH CITy>KOBI TOKYMEHTAIIMOHHOTO 00CCTICUCHHS
ympasieHus; ocHoBHas 3anada CJOY, nokymeHranus,
permamMeHTHpyoIas qesTeNbHOCTh cy:k0b1 J1O; GpyHKImH,

ctpykrypa CIOY

IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 -328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03

2.1.2 Hopmel BpeMenu Ha pabotsl o JIOVY. Pacuer
YHCIIEHHOCTHU CITYOBbI J1€JI0TPOU3BOJICTBA.

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
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2.2.1YaudunupoBaHHas cuCTeMa OpraHu3aIlluOHHO - 8 I[IK 1.1, 1.5, 31-36 313- 321,
pacniopsautenbHoi fokymentanuu Y COP/I: cocra YCOP/I, 16,1.7,1.9 323 - 328
obnactu mpumeHeHus. Vcronp3oBanne YHUGUIIUPOBAHHBIX OK 01,02, 3001.01 - 30
dopm. 04,05,09 01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
2.2.2 Opranu3aliMOHHO-PACIIOPSAUTENIbHAS JOKYMECHTAIUS 8 K 1.1, 1.5, 31-36 313- 321,
Bupl opranu3aiioHHO-PacopsAIUTEIFHON TOKYMEHTAIlUN 1 16,1.7,1.9 323 - 328
ux kiaaccupukaimsa. OcCOOCHHOCTH K COCTaBICHUIO OK 01,02, 3001.01 - 30
0(OPMIICHHIO OPTaHU3AMOHHO-PACTIOPAAUTEIIBHON 04,05,09 01.04, 30 01.06, 30
nokyMeHTanuu. HasHaueHue u cocTaB OpraHnu3auoHHO- 02.01 - 30 02.04,
MPaBOBOM JOKYMEHTAIIMU: Y CTaB opranu3anuu, [lomoxenus, 30 05.01 - 30
[lItaTHOE pacnucanue, JOKHOCTHBIE HHCTPYKITHH. 05.03
Tewma 2.2. YaupuupoBaHHas TpeboBaHust K COCTaBICHUIO U 0OPMIICHUIO
CHCTEeMa OpTraHU3aIHOHHO - 2.2.3PacnopsautensHas JoKymMeHTanus. Hasnauenne u 8 IIK 1.1, 1.5, 31-36 313- 321,
pacnopsIuTeIbHON COCTaB PaCIOPSAAUTEIBHON JOKYMEHTAIMH (YKa3aHus, 16,1.7,1.9 323 - 328
JIOKyMEHTAIUU MIpUKa3, pacrnopsikeHue, mocranoBiaeHue). HopmaTuBHbIN OK 01,02, 30 01.01 - 30
XapakTep pacrnopsIuTeNbHBIX JOKYMEHTOB. TpeGoBaHus K 04,05,09 01.04, 30 01.06, 30
COCTaBJICHHIO ¥ 0(hOPMIICHUIO 02.01 - 30 02.04,
30 05.01 - 30
05.03
2.2.4 TadopMarimoHHO-CITpaBOYHAs IOKYMEHTAITHS. 8 K 1.1, 1.5, 31-36 313- 321,
Haznauenue u coctas cripaBOUYHO-UH(POPMAIIIOHHOM 16,1.7,19 323 - 328
nokymMmenTaruu [lepenucka. Obmas xapakTeprucTuka OK 01,02, 3001.01 - 30
CITy’)kKeOHOM MepenucKu. Pa3HOBUIHOCTH CITY)KEOHBIX ITHCEM 04,05,09 01.04, 30 01.06, 30
(ConmpoBOAMTENBHOE MTMCHMO, TUCEMO-TIPOCH0a, TUCHMO - 02.01 - 30 02.04,
3ampoc, MUCbMO-0TBET, MUCbMO-COOOIIICHUE, 30 05.01 - 30
nH(OPMALIMOHHOE TUCHMO, TUCHMO-TIPUTTIAIICHUE U T.1.). 05.03
JIOKyMEHTBI TiepeiaBaeMbIe 110 KaHalaM CBSI3H (TejerpamMmma,
Tenekc, pakcorpamma, TenedoHorpamMma, HMEKTPOHHOE
MTUCHMO
Tewma 2.3. JlokyMeHTaLust Cucrema JOTOBOPHO-IIPABOBOM JOKYMEHTAIIMH: 10 K 1.1, 1.5, 31-36 313- 321,
npodecCHOHATbHON Ha3HA4YeHHE, COCTaB, cocTaByieHue u opopmiienue. [lonsarue 16,1.7,19 323 - 328
JEATETbHOCTH JIOTOBOpa  (KOHTPAKTa), COIJIAIIEHUS, MPOTOKOJIA. OK 01,02, 30 01.01 - 30
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Kommepueckue akTel 1 foBepeHHOCTH «TpeboBaHms K 04,05,09 01.04, 30 01.06, 30
OpOPMIICHHIO W BBIJIAYM JOBEPCHHOCTCH» 02.01 - 30 02.04,
JloBepEeHHOCTH: pa30BbIe, ClICIMATbHBIE, TeHEPAJIbHBIE. 30 05.01 - 30
CocTtaB  NPETCH3MOHHO-UCKOBOM  JIOKYMCHTAIIHMH: 05.03
peKJIamMaly, MPeTeH3MOHHbIE MMChMA, HCKOBBIE 3asIBJICHHS
HopmaTuBHas 6a3a, periiaMeHTHPYIOIIas OpraHu3amuio u 8 K 1.1, 1.5, 31-36 313- 321,
TEXHOJIOTHIO 00€CTICUCHUS IeATeILHOCTH YUPEIKICHHUS. 16,1.7,1.9 323 - 328
HopmartuBHas 6a3a, perimaMeHTHPYIOIIas OpraHU3aIuio U OK 01,02, 3001.01 - 30
TEXHOJIOTHIO 00€CTICUCHUSI IeATEIbHOCTH YUPESIKICHHS; 04,05,09 01.04, 30 01.06, 30
MIpaBWJIa TIOJIb30BAHUSI HOPMATUBHBIMH JJOKYMEHTAMU; 02.01 - 30 02.04,
IIEpEYEHb OCHOBHBIX HOPMATUBHO-METOIUYECKUX 30 05.01 - 30
nokymentoB: EI'C/IOVY, EI'C/I, YC/I; 3akoHO1aTeIbHBIE 05.03
akthl [Ipe3nnenTa u npasurensctBa PO o Bonpocam JI0Y
Kontponbnas padora No2 2 K 1.1, 1.5, 31-36 313- 321,
16,1.7,1.9 323 - 328
OK 01,02, 3001.01 - 30
Tewma 2.4. HopmaruBHas 6a3a, 04,05,09 01.04, 30 01.06, 30
perIaMeHTHPYOIIIAs 02.01 - 30 02.04,
OpraHU3alMI0 U TEXHOJIOTHIO 30 05.01 - 30
o0ecIIeueHns eI TEILHOCTH 05.03
YUPEKICHUSA V1-V5, V11,V 23
—V42,Y52 -V57
Yo 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
VYo 01.12, Yo
02.01 - Y0 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y009
B ToM 4unciie MPaKTHYECKHUX 3aHATHH 56
[TpakTuueckoe 3ansatue Ne 5. Co3ganue obmiero O1aHka 8/2 [IK 1.1, 1.5, V1-Y5,V11,¥Y 23
opraHu3aiyu, 6JJaHKa KOHKPETHOTO BUJIA IOKYMEHTA, 16,1.7,19 —Y42,¥52 - V57
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CTPYKTYpPHOTO MOApa3IeIeHHs, JOJKHOCTHOTO JIUIIA, C
YIJIOBBIM M MPOJOJBHBIM PACIIOI0KEHUEM PEKBU3UTOB

OK 01,02,
04,05,09

Y0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
-Yo 09

[Ipaktuueckoe 3anarue Ne 6 OpopmiieHre peKBU3UTOB
«Anpecar» u «3arojJoBOK K TEKCTY».

Odopmrnenne pekBu3nTa « TeKCT TOKyMEHTay.
Odopmnenne «OTMETKH O TIPHIIOKESHUN.
Odopmnenne pexBusuta «lloanuce.

I[IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-V5,V11,V 23
—-V42, V52 -V57
Yo 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
VYo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

ITpakTuyeckoe 3ansatue Ne 7 OcdopmiieHue pyKONUCHBIX
PEKBU3UTOB Ha JIOKYMEHTE.
Odopmnenne TpahapeTHbIX TOKYMEHTOB.

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-V5,V11,VY 23
-VY42,V52-VY57
VYo 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
-Yo 09

ITpaktuueckoe 3anarue Ne 8. CocraBnenue u oopMIeHHE

8/2

IIK 1.1, 1.5,

V1-¥5,V11,V¥ 23
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pacnopsiINTEILHON JOKYMEHTAIMH (TMpUKa3 10 OCHOBHOM
NESITENIbHOCTH, PACIIOPSKEHUE, YKa3aHHUEe, IOCTaHOBJIEHUE)

16,1.7,19
OK 01,02,
04,05,09

-V42,V52-VY57
Yo 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

[Ipaktrueckoe 3ansatue Ne 9. CocraBiieHue U 0OpMIICHHE
HH()OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (CIyKEOHBIX
MHCEM, IPOTOKOJ, aKT, JIOKJIQIHAS 3aIHCKa, CITY)KCOHBIC
3aITUCKH )

8/2

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-Y5,V11,¥Y 23
—-V42, V52 - V57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

[Tpaktrueckoe 3anstue Ne 10. CoctaBienue u odopmiieHHE
JOKYMEHTOB IO MpOoQecCHOHAIBHON eITeTbHOCTH
(1OBEpEHHOCTH, MPETEH3UH W HCKOBBIC 3asIBICHUS).
Odopmnenne noBepeHHoctel 2 -OdopmieHue TMIHON
JIOBEPEHHOCTH; 3al0JIHEHHE YHUGUIUPOBAHHON (HOpPMBI
No M-2 . OdopmieHue NpeTeH3NOHHO-UCKOBOU
JOKYMEHTAaIuy; 3arnojHeHue TpadapeTHbIX OJaHKOB
MPETEH3UI U UCKOBBIX 3asBJICHUI

8/2

IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-Y5,V11,¥ 23
—-V42, V52 - V57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09
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[Tpaktrueckoe 3anstue Ne 11. PaGora ¢ THTIOBBIMU U
HOPMATUBHBIMH JJOKyMEHTaMH JTOKYMEHTAIIHOHHOTO
obecrieueHus ynpaBieHus U ciyx0b1 JIOY

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-Y5, V11,V 23
~ VY42, Y52 -V57
Vo0 01.01- Yo
01.03, Yo 01.05,
V0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Y0 09.01
-Yo 09

CamocrositesibHas padora

2.1 [Ipaktuueckoe 3amanue: Co3naTh CTPYKTYPY
OpraHM3aIliH U CITYKObI 1eJ0MPOU3BOJICTBA CMEIIAHHOM
OpraHu3aoHHON (HOPMBI pabOTHI C TIOKYMEHTAMHU

IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥Y 23
-VY42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
VYo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
-Yo 09

2.2 Tlpaktuueckoe 3ananue: [1oATOTOBUTE 2IEMEHT
mopT¢oINO —MPUIIOKEHUS 00Pa3I[OB JOKYMEHTOB —
(mpoaHanM3MpPOBaB peabHbIE YIPABICHUYECKUE JOKYMEHTHI U

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,

31-36 313- 321,
323 - 328
30 01.01 - 30
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npaBuiia opopMIIEHHUS, TTOATOTOBBTE WIIA CO3/IaliTe 00pasIbl
IOTAaTHOI'O paCliuCaHus OpraHu3anuu, HOHX(HOCTHOﬁ

WHCTPYKIIUH;)

04,05,09

01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-Y5,V11,¥Y 23
—VY42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

2.3 Ilpaktruueckoe 3ananue: [loaroToBUTH 37€MEHT
opTQOJINO0 —IIPUI0KESHHS 00pa3IoB (IpoaHAIU3UPOBaAB
peanbHbIC YIIpaBICHYECKHUE JOKYMEHTBI U ITpaBUjia
oopMIIeHHs, TTIOATOTOBHTE HIIM CO3/IaliTe 00pa3Iibl
O0OBSICHUTEIIBHBIX 3aITUCOK. )

I[IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥ 23
-V42, V52 - V57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo001.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

36




2.4 Ilpaktuueckoe 3ananue: [[oAroToBUTh 3JIEMEHT
opTHOINO —TIPUIIOKEHHST 00pa3oB (MMPOAHATU3UPOBAB
pealibHbIE YIIpaBlIeHYECKUE TOKYMEHTHI U paBuja

o opMIIeHHsI, TOJTOTOBBTE UITH CO3/IAalTE 00pa3Iibl
JIOTOBOPOB U MPETEH3UOHHBIX TTHCEM.

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 -30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥ 23
-V42,V52-VY57
Yo 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

2.5 [lpaktrueckoe 3amanue: CoCTaBUTH TaOIHUILy OCHOBHBIX
HOpMaTUBHBIX AokyMeHTOB IOV u onpenenuts ux
perlaMeHTUP YOI TOPSI0K

IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 -328
3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-V5,V11,VY 23
-V42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo 04.01, Yo
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04.02, Yo 05.01,
¥005.02 Yo 09.01
- Y009

Kouncyabranuu 4 IIK 1.1, 1.5, 31-36 313- 321,
[IpoBepka u 3amuTa BEIOJHEHHBIX MPAKTHYCCKUX 33 aHUN 4 16,1.7,19 323 - 328
Ne2.1-2.5 OK 01,02, 3001.01 - 30
04,05,09 01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
Y1-¥5,V11,V 23
—V42,Y52-V57
Y0 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
VYo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y009
Tema 3. Opranuzaiius paboTsI ¢ Conepxanue 50
JIOKYMEHTaMH B YUPEIKICHUN
3.1.1 Opranuzanus 10KyMeHToo00poTa. birok-cxemMbl 8 K 1.1, 1.5, 31-36 313- 321,
TBUKCHHSI TOKYMEHTOB. [IOHATHE «ITOKyMEHTOO00POT», €T0 16,1.7,19 323 -328
pOJIb M Ha3HAYEHUE B IESITEIBHOCTHA OPraHU3ALUY; OK 01,02, 3001.01 - 30
OpraHM3aIys JOKyMEHTO000pOTa; BHJIBI JIOKYMEHTOIIOTOKA, 04,05,09 01.04, 30 01.06, 30
Tema 3.1. TexHosiorus u MIPUHITUIIBI, 3TAITBl JOKYMEHTO000pOTa; OJIOK-CXEMBI 02.01 - 30 02.04,
MPUHIIUIBI OpraHU3alun JBH>KEHUS UCXOJAIINX, BXOASIIUX U BHYTPEHHHUX 30 05.01 -30
JOKYMEHTO0000poTa JOKYMEHTOB 05.03
3.1.2. Peructpanus ¥ KOHTPOJIb 32 HCIIOJITHEHUEM 8 I[IK 1.1, 1.5, 31-36 313- 321,
TOKyMEeHTOB. [IpueM u paccMOTpeHHE IOKYMEHTOB; 16,1.7,1.9 323 - 328
perucrpanusi U KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTOB B OK 01,02, 3001.01 - 30
yUpexaeHUuH; POPMBI, LIEJIM PETHCTPALINH, €€ Ha3HAYCHUE; 04,05,09 01.04, 30 01.06, 30
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BUJIbI PETUCTPUPYEMOM TOKYMEHTALIMH; TPaBUIIa 3aI0THEHHS

02.01 - 30 02.04,

PKK, >xypHanoB; 3Tansl U BUAbl KOHTPOJIS 32 UCTIOTHEHUEM 30 05.01 - 30
JIOKYMEHTOB; TUTIOBBIC CPOKH MCITOJIHCHHS JIOKYMEHTOB 05.03
3.1.3 Homenkunarypa nen. Bunsl Homenknatypsl. [lonarue o K 1.1, 1.5, 31-36 313- 321,
JIOKYMEHTE, €T0 3HaYCHHE. 16,1.7,1.9 323 - 328
[IpaBuna cocraBieHus: 1 0OPMIICHUSI HOMEHKIIATYPbI JIeJT OK 01,02, 3001.01 - 30
CTPYKTYpHOTO monpaszaencHus. CocraBieHne 04,05,09 01.04, 30 01.06, 30
1 o(hopMIIeHHE CBOAHON HOMEHKJIATYPHI JIEJI OPTaHU3aIuH U 02.01 - 30 02.04,
BBINKUCOK JIJISl CTPYKTYPHBIX MOIpa3ACICHUN. 30 05.01 - 30
3aKkphITHE HOMEHKIATYpPHI Aeid. VTorosas 3anmmch K 05.03
HOMEHKJIAType Jell.
3.1.4 OnpeneneHue CpoKOB XpaHEHUsT TOKYMEHTOB U JIE€J IO K 1.1, 1.5, 31-36 313- 321,
[Tepeunto. @opMupoBaHue Aei1. XpaHEHUE JCII. 16,1.7,19 323 - 328
DKcrnepTr3a NeHHOCTH J0KyMeHTOB. OgopmiieHue aed. OK 01,02, 3001.01 - 30
Onucu nen. [loagroroBka TOKyMEHTOB K Ilepeaade B apXuB. 04,05,09 01.04, 30 01.06, 30
[TonroToBka Jem BpeMEHHOTO, IIOCTOSTHHOTO | 02.01 - 30 02.04,
JIOJITOBPEMEHHOI'O CPOKA XPAaHEHUS K IIEpeaade B apXuB. 30 05.01 - 30
CocraBieHHe ONTUCH JIell. 05.03
Opranm3anys padoThl C 00paIeHUSIMHU TpaXKaaH; IpaBuiIa K 1.1, 1.5, 31-36 313- 321,
BEJICHUS padOThI ¢ 00paIICeHUSIMH IPaXKAaH; pErUCTpaLUs 16,1.7,19 323 - 328
Tema 3.2. Opranmsanys paboTh ¢ oOparlleHu# Tpak/iaH; IpaBUiia UCTIOTHEHUS U KOHTPOJIA 3a OK 01,02, 3001.01 - 30
o 6paIH€':H.I/I$IMI/I S WCIIOJTHEHUEM OOpaICHHUH TPpaXKIaH 04,05,09 01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
Opranuzanus padoThl ¢ KOHGUIECHIIUATHFHON HHPOpMaIIUe K 1.1, 1.5, 31-36 313- 321,
16,1.7,1.9 323 - 328
OK 01,02, 3001.01 - 30
Tewma 3.3. Opranu3aius paboThI C 04,05,09 01.04, 30 01.06, 30
KOH(pHICHITMATBEHON 02.01 - 30 02.04,
T — 30 05.01 - 30
05.03
KonTponbnas pabota Ne 3 K 1.1, 1.5, 31-36 313- 321,
16,1.7,1.9 323 - 328
OK 01,02, 3001.01 - 30
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04,05,09

01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-Y5,V11,¥Y 23
—VY42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

B ToM unciie npakTHYeCKUX 3aHSITHI 44

[Ipaktryeckoe 3anstue Ne 12. [Topsaok nprema, 00paboTKu 8 K 1.1, 1.5, ¥ 3.3.01,

U pacIpenencHsl KOPPECTIOHACHIIMY B YUPEKIEHUN 16,1.7,19 ¥ 3.3.03,

Perucrpanus BXOAMIMX TOKYMEHTOB B 2JIEKTPOHHOM OK 01,02, Yo 01.01,

KypHaie B TaOIMyHOM peaakTope. 04,05,09 ¥001.02, Yo
01.04, Y¥001.09,
Yo 02.06,
v003.02, Yo

06.01, Y007.04,
¥009.01, Yo 09.04
V1-V¥5,V11,VY 23
-V42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo 04.01, Yo
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04.02, Yo 05.01,
¥005.02 Yo 09.01
- Y009

[Ipaktrueckoe 3anstue Ne 13. ITopsmok 3anoaHeHUs IIK 1.1, 1.5, V1-Y5, V11,V 23
peructpanroHHbix Gopm o EI'CJ] u BeneHne KOHTpoOJIS 3a 16,1.7,1.9 —VY42,VY52-V57
UCTIOJTHEHUEM CITY)KEOHBIX TOKYMEHTOB OK 01,02, Y0 01.01- Yo
Perucrparus 1 KOHTPOJIb UCTIOJIHEHHS HCXOSIIINX 04,05,09 01.03, Yo 01.05,
JOKYMEHTOB B JICKTPOHHOM XYypHaie B TabaunuyHoM Y0 01.07, Yo
penakTope. 01.08, Yo 01.10 -
Perucrpanus 1 KOHTPOJIb UCIIOJIHEHUSI BHYTPEHHUX Y0 01.12, Vo
JOKYMEHTOB B 3JIEKTPOHHOM XYypHaje B TabauuHoM 02.01 - Vo 02.08,
penaxkrope. Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y009
[Ipaktuueckoe 3anstue Ne 14. CoctaBieHue 3arojioBKOB J1eJ IIK 1.1, 1.5, V1-Y5, V11,V 23
OpraHu3aIHNH 16,1.7,19 —-VY42, V52 -VY57
OdopmieHre HOMEHKIATYPHI JIeTI. OK 01,02, Y0 01.01- Yo
OdopMieHre UTOTOBOM 3amicu K HOMEHKIIATYpe Jell. 04,05,09 01.03, Yo 01.05,
Odopmnenne o6moxku nena nocne HJ (715 omepatuBHOTO Y0 01.07, Yo
Meproja XpaHeHus ) 01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
VY0 05.02 Yo 09.01
- Y009
[IpakTuueckoe 3anarue Ne 15. OdopmieHue U MpouIMBKa Jel I[IK 1.1, 1.5, V1-¥5, V11,V 23
JUI IIepeladl Ha apXUBHOE XpaHEHHE 16,1.7,19 -VY42,¥52 - V57
OdopmiieHne onuceit TOKYMEHTOB U JIEII. OK 01,02, Y0 01.01- Yo
04,05,09 01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo

02.01 - Yo 02.08,
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Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

[Ipaktrueckoe 3anstue Ne 16. Pabora, perucrpanus u
KOHTPOJIb ¢ O0PALICHUSMU TPaXKAaH

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-Y5,V11,¥Y 23
—V¥42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

[Ipaktrueckoe 3anstue Ne 17. PaGora, 06paboTka u
perucrpanusi KOHQHIEHITHATBHBIX JOKYMEHTOB

I[IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

V1-V¥5,V11,V 23
—V¥42,V52 -VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
-Yo 09

CamocrosiTesbHasi padoTa

3.1 IlpakTrueckoe 3amaHue K KypcoBOMl pabore:
[ToaroroBka 06pa3ioB BXOISIINX, UCXOASIINX U BHYTPEHHUX
JTOKYMEHTOB

MK 1.1, 1.5,
1.6,17,1.9
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
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05.03
V1-Y5,V11,¥Y 23
-V42,V52-VY57
Yo 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

3.2 Ilpaktuueckoe 3ananue: [lopsaok 3anmoaHeHus
peructpannonusix ¢popm o EI'CJl 1 BeneHune KOHTPOJIS 3a
HCIIOJIHEHUEM CITYKEOHBIX

IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-V¥5,V11,VY 23
-VY42,V52-VY57
Vo 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

3.3 [Ipaktuueckoe 3ananue: Pabora, perucrpanus u
KOHTPOJIb ¢ 00pallleHus MU TpaxiaH

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,

31-36 313- 321,
323 - 328
30 01.01 - 30
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04,05,09

01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-Y5,V11,¥Y 23
—VY42,V52-VY57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

3.4 Ilpaktrnueckoe 3ananue: Pabora ,00paboTka u
perucrpanusi KOHQHIEHITHATBHBIX JOKYMEHTOB

I[IK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥ 23
-V42, V52 - V57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo001.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09
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Koncyabranumn

S

[TpoBepka mpakTuyeckux 3aaanuit 3.1-3.4

SN

IIK 1.1, 1.5,
16,1.7,19
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328
3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03
V1-Y5,V11,¥Y 23
— V42, V52 -V57
Yo 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Yo 09

TemaTuka caMocTOATEIbHOI padoTHI NPU U3YyYeHHH pa3jena 1

1. Ilpaktuueckoe 3aganue Mctopus pa3BuTHs Jei0npon3BoicTBa B Poccun.

2. Ilpaktmueckoe 3amanue: CoOBpEMEHHBIE  TEXHOJOTMM  opraHmzanuu  Poccuiickoro
JIeJIONIPOU3BOICTBA

3. Ilpaktuueckoe 3amanue: Co3gaTh CTPYKTYpy OpPraHU3aLUU U CIYKOBI JI€TONPOM3BOJICTBA
CMEIIaHHOM OpraHu3alnoOHHON (OPMbI pabOTHI C JOKYMEHTaAMH

4. TToArOTOBUTH JEMEHT MOPT(HOINO —PUIIOKEHUS 00pa310B JOKYMEHTOB —(TIpOAaHAIN3UPOBaB
peasbHbIE YIpaBIEHYECKUE NOKYMEHThl M IpaBuiia oQOpMIIEHHS, MOATOTOBBTE WM CO3JaiiTe
00pa3ibl TATHOTO paclMCaHus OpraHN3alUuH; TOJHKHOCTHOM HHCTPYKIINH; )

5. IloaroroBuTh 31eMEHT MOPT(OIMO —TIPUIOKEHHUS] 00pasloB (MPOAHATUZUPOBAB peATbHbBIE
ylpaBJIeHYEeCKHE JTOKYMEHThl M TpaBuiIa O(OpMIIEHHUs, MOATOTOBbTE WIM CO3JaiTe 00pasibl
00BSCHUTENBHBIX 3aMHUCOK.)

6. IloAroToBUTH 3JIEMEHT NOPT(OIUO —IPUIOKEHUS 00pa3loB (IMPOAHATIU3UPOBAB peabHbIE
yIpaBiIeHUYECKHE JOKYMEHThl W TpaBuia Oo(OpMIIEHHs, MOATOTOBBTE WU CO3JaiTe 00pasiibl
JIOTOBOPOB U ITPETEH3UOHHBIX ITUCEM.

I[IK 1.1, 1.5,

16,1.7,1.9
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328
3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥Y 23
- V42,52 -VY57
Y0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,

45




7. Tlpaktuaeckoe 3amanue: CoCTaBUTh TAaOJIUILy OCHOBHBIX HOPMAaTUBHBIX JOKyMeHTOB JIOY u
OINPEAEIUTh UX PErIaMEHTUPYIOIUI OPSAIOK.

8. IlpakTuueckoe 3amanue K KypcoBoi paborte: IloaroroBka oOpas3oB BXOISIIMX, UCXOISIINX
U BHYTPCHHHUX JOKYMEHTOB

9. IlpakTtuueckoe 3ananue: [lopsaok 3anonHeHus peructparmoHHbix Gopm mo EI'CJl u BeneHue
KOHTPOJISI 3@ UCIIOJIHEHUEM CITYKEOHBIX.

10. [IpakTuueckoe 3aganue: Pabota, peructpauusi 1 KOHTPOJIb ¢ 0OpallleHUsIMU TPaXk/iaH.

11. TIpaktuyeckoe 3amanue: Pabora ,00paboTka W perucTpanusi KOH(UICHINATbHBIX
JIOKYMEHTOB.

Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

TemaTuka KOHCYJIbTAUMI NPH U3y4YeHUHU pa3aena 1

1. TIpoBepka 1 3ammuTa BHITOJTHECHHBIX TPAKTHYCCKUX 3a1anuid 1.1 u 1.2
2. IIpoBepka npakTuueckux 3amaanuid 2.1-2.5

[IpoBepka npakTuyecKkux 3ananuii 3.1-3.4

I[IK 1.1, 1.5,

16,1.7,1.9
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328
3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-V5,V11,V 23
—-V42, V52 -V57
Vo0 01.01- Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
-Yo 09

VYyeOHast mpakTuka. Buabsl padot

1. O3HakOMJIEHHE C MEpONpHUATUSAMU MO  padoTe ¢ JAOKYMEHTaMH, COJAEp KaluMU
KOH(HICHIIMATIbHYIO HH()OPMAINIO, B TOM YHCJIE C JOKYMEHTaMH 0 JTUYHOMY COCTaBYy

2. OdopmiieHne U perucTpanusi OpraHu3alMmOHHO-PACTIOPATUTENBHBIX JOKYMeHTOB. O6padoTka
BXOJISIIIUX U UCXOJSIIUX JOKYMEHTOB

3.KOoHTpOIbh CPOKOB MX MCIIOIHEHHS OPTraHU3alMOHHO-PACTIOPTUTEIBHBIX JOKYMEHTOB
4.Cucremaru3anus BXOAAIMX U UCXOSIINX JOKYMEHTOB, COCTaBJI€HHE HOMEHKIIATYPbI JIe] U

54
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(bopMHpOBaHUE TOKYMEHTOB B Jieja
5.CocraBieHue onucen Jel, IoAroTOBKa A€l K Iepejaue B apXyB OpraHU3aluid 1 Ha apXUBHOE
XpaHEeHHe

Kypcosoii npoekt (padora). TemaTnka KypcoBbIX IPOEKTOB (padoT)

1. 3HayeHHEe CUCTEMbl OPraHU3AL[MIOHHO-PACIOPSAUTEIIBHON JOKYMEHTAUH JUIs
MTOKYMEHTHPOBAHUS YIIPABICHUECKON AEATEITHHOCTH.

2. PexBU3UTHI 3aroJJ0BOYHON YacTH TOKYMEHTA, IIpaBuiIa 0POPMIICHHS B COOTBETCTBUH C
PEKOMEHIANNSAMHU CTaHAAPTA.

3. Ocob6enHoctr 0(hopMIIEHUSI OCHOBHO YacTH JOKYMEHTA B Pa3JINYHbIX BUAAX IHUCEM.
a. Ocobennoctu 0(hopMIIEHUSI OCHOBHOM YacTH JIOKyMEHTA B PACIIOPSAUTEIbHBIX
TOKYMEHTaX.

b. WudopmanrnoHHO-CIIpaBOYHbIE JOKYMEHTHI B CUCTEME OpPTraHU3aI[HOHHO-
pacropsIUTeNbHbIX JOKYMEHTOB, UX Ha3HAYEHHUE U OCHOBHBIE BUJIBI.

6. JloknanHas v Cry>)keOHast 3aIMCKH, OCOOCHHOCTH UCTIONB30BaHUS ISl BHYTPEHHHUX
KOMMYHUKALIH.

7. CocraBienne ohopMIISIOIIEH YacTh JOKYMEHTa, OCOOCHHOCTH IPAKTUIECKOTO

[PUMEHEHUS PeKBU3UTOB 0(OPMIISIONICH YaCTH TOKYMEHTA B PA3JIMYHBIX BUIAX OPraHU3AI[IOHHO-
pacnopsIUTENBHON JOKYMEHTALUH.

8. CocraBienue u opopmiieHHe rpuoB YTBEPXKICHHS U COTTIACOBAaHUS, Ha3HAYEHUE U
0COOCHHOCTH O(DOPMIICHHS PEKBU3UTOB.

0. OTMETKHM Ha TOKyMEHTE B COOTBETCTBUH C PEKOMEHIALUSIMHU TOCYJapCTBEHHOIO
CTaHAapTa.

10. PazBuTue NOHATHS «TOKYMEHT»: OllpeJielieHue U (PyHKIHH.

11. VYuudukanus u crannapruzanus. Cranaaptsl B JJOY Ha cOBpeMEHHOM 3Tare.

12. OdunmanbHbI TOKYMEHT U €r0 MECTO B CUCTEME yIpaBJICHUS.

13. Cucrema 10KyMEHTOB, YHU(QHUIIMPOBaHHAs CUCTEMA IOKYMEHTOB U YHU(HUIIMpOBaHHAs
CHCTEMa OPraHU3alMOHHO-PACIIOPSAUTEILHON JOKYMEHTAIUH.

14. Krnaccudukanus opraHiu3alimoOHHO-PaCOPAIUTENIbHOM TOKYyMEHTAlUU U €€ TPaKTUIYEeCKOoe
[IPUMEHEHUE.

15. TpeboBanus K KOHCTPYHUPOBAHHUIO OaHKOB. Buibl O1aHKOB.

16. IIpaBuina u 0coGeHHOCTH OPOPMIIEHHSI TPOTOKOJIOB.

7. Ponb pacniopsaAuTenbHBIX TOKYMEHTOB B YIIPaBICHUH OpraHu3alyeld Ha COBPEMEHHOM
pTaIe.

18. [IpaBuia opopmiieHHs paciopsiAUTEIbHBIX TOKYMEHTOB, U3/JaBA€MbIX Ha MPUHIUIAX
KOJIJIETHAIbHOCTH.
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IIK 1.1, 1.5,

16,1.7,1.9
OK 01,02,
04,05,09

31-36 313- 321,
323 - 328

3001.01 -30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3005.01 - 30
05.03
V1-Y5,V11,¥Y 23
—-V42, V52 - V57
Vo0 01.01- Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09
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19. [IpaBuna opopmieHHs pacoOpsIAUTEIbHBIX TOKYMEHTOB, U3/JaBA€MbIX Ha MPUHIUIAX
eIMHOHAYAIIHSL.

20. [IpaBuia cocraBieHus U 0OPMIICHHS MPHKa3a 10 OCHOBHOM JESATEIHLHOCTH.

1. [IpaBuna cocraBieHus: 1 0OPMIICHUS PACTIOPSDKEHHS U yKa3aHUS.

P2, JIOKyMEHT — KaK 3JIEMEHT JICJIOBOTO OOIIECHUS.

3. [IpaBuna opopmieHust 6i1aHKa M PEKBU3UTOB MUCHMA.

P4, HNudopmanmoHHbIii 0OMEH ¢ TOMOIIBIO IEPENUCKU. BUbI mucem.

25. PykomnucHble peKBU3UTHI HA OUIHATBHBIX JOKYMEHTaX.

6. [IpaBuna cocraBneHus ¥ opopMIICHUS JOKIATHBIX, OOBICHUTEIBHBIX U CITYKEOHBIX
BaIMCOK.

7. [TpaBuna cocrapnenus U opopmiacHuss opUIIUATBLHBIX U OHOTrpadUUECKUX CIPABOK.

28. [IpaBuna cocraBieHus U 0OPMIICHUS TOKYMEHTOB, 00ECIIEUHBAIOIINX ONEPATUBHOCTH
[epenavyu HHPOpMaIUu.

29. [TpaBwmiia cocraBneHus: 1 0(hOPMIICHUS JTOBEPCHHOCTEH U PACIIHCOK.

30. Konuu nokymeHToB. BBl KOTIHIA U MX HCTOPHYECKOE pa3BUTHE. [1OPSIOK yIOCTOBEpEHUS
KOTTHA.

31. [Tonmuck u nieyaTh, Kak BaXKHBIC PEKBU3UTHI JJOKYMEHTA: 3Tallbl COBEPIICHCTBOBAHHSI.
32. DNEeKTpOHHAs MOAINKUCH: 00JIACTh TPUMEHEHHS.

33. SI3BIK U CTUIIb CIYKEOHBIX JOKYMEHTOB B MH(OPMAITMOHHOM OOIIIECTBE.

34. [IpaBuiia cocraBneHust 1 0(POPMIICHHUS aKTOB.

35. KonduneHnuanbHble JOKYMEHTHI: KJIacCU(pUKaIMs 0 rpudy OrpaHu4eHus T0CTyIa.

Oobs13aTe/IbHBbIE AyTUTOPHBIE YUeOHbIe 3aHATHS 110 KYPCOBOMY NMPOEKTY (padore):

1. —BBeneHMe, B KOTOPOM PACKpPBIBAETCS aKTYaJIbHOCTh M 3HAYCHHUE TeMBbI, (POpMUpPYyeTCs 1Ieb
BBITNIOJIHEHMS KypCOBOM

paboThI;

2. TeopeTndeckne acleKThl OpraHu3allu JOKYMEHTAIIMOHHOTO 00ecredeHus yrpaBaeHus (
COTJIACHO TEMAaTHKe

KypCOBO# paboThI)

2.1.0OcHOBHBIE NOHATHSA, BUbI, KPUTEPUH, IPU3HAKH U T.J

2.2.HopmaTHBHO-IIPaBOBOE PETYJINPOBAHNE

2.3. TexHonoruu paboTHI.

3. MccnenoBaHue opraHu3aliy JOKYMEHTAIIHOHHOTO 00eCTIeYeHus yIPaBIeHHs ¢ y4eTOM (
HAaUMEHOBAHMSI OpraHU3al1u.)

3.1 XapakTepucTHKa U3y4aeMoro oobexra

3.2 Ananu3 paOoThl 00BEKTa COTJIACHO TEMATHKE KypCOBOU paboThI.
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4. MeponpusTus 10 COBEPIICHCTBOBAHUIO UCCIIETyeMOTO 00BEKTa, MPoOIeMbI ( COTIIACHO

TEMaTHUKe KypcOBOW pabOThI)

5. OdopmiieHue crrcka UCIOIb30BAHHBIX UCTOUHUKOBO. OdopmileHne 3aKIT0ueHUs U

IIPUIIOKEHU N

BueayauropHas (camocrosiTe/ibHasi) ydyeOHasi padoTa 00y4aromerocss Haja KypcoBbIM

NMPoeKTOM (PadoToii):

1. CamocrosarensHas padota. [IpakTuueckoe 3amanue K KypcoBoi padore: [ToaroroBka o6pasion 2
BXOJISIINX, UICXOASIIUX U BHYTPEHHUX JOKYMEHTOB
Pasznea 2. Opranu3anus padoThl ¢ JOKYMEHTAMH B aBTOMATH3UPOBAHHBIX CHCTEMAX 48
MJIK 01.02. Opranusanusi padoThl ¢ 3J1eKTPOHHBIMHU JOKYMEHTAMM
Tema 1. IIpaBusa padoTsl ¢ JOKYyMEHTaAMH Conep:xkanue 8
HA 3JTEKTPOHHBIX HOCHTEJISIX 3aKoHOJaTEIbHbIE HOPMATUBHLIE aKThI B cepe 6 K 1.1, 1,6, | 31-36, 315 - 328,
paboTHI C 3JIEKTPOHHBIMHU JIOKYMEHTAMH. 1.7,18,1.9 3001.01 - 30
PaGora B mouroBeix cepBucax. IIpaBuia OK 01,02, 05 | 01.06, 30 02.01 -
3JICKTPOHHOU MEPETTUCKH. 30 02.04, 30 05.01
OnekTpoHHas  noanuch. Buabl, Ilopsaok -30 05.03
nosrydenusi. [IpaBuiia 3aiuThl.
TpeboBanuss k pexkBuzury «OtTmeTka 00
9JIEKTPOHHOW TOJNMUCKH» TIPU BU3yaTU3AIUU
3JEKTPOHHOTO  JOKYMEHTa,  IOANHCAaHHOTO
3JIEKTPOHHOU MOJIMHUCHIO
[TpaBuna odopmieHus «OT™MeTKHn 0
MIPUIIOKEHUNY Ha DJIEKTPOHHBIN HOCUTEIb
KonTponpHas padora Ne 1 2 IK 1.1, 1,6, | 31-36, 315 - 328,
1.7,18,1.9 3001.01 - 30
OK 01,02,05 | 01.06, 30 02.01 -
30 02.04, 30 05.01
- 30 05.03
B ToM 4nciIe NPAKTHYECKUX 3aAHATHI 6
[Ipaktnueckoe 3ansatne Ne 1. OtnpaBka u 3 IIK1.1,1,6, | Y1-VY5,V11,VY26-
MIOJIy4YEHHUE ANIEKTPOHHOTO cooO11eHus, 1.7,1.8,19 | V57
ANIEKTPOHHOTO JOKYMEHTA. OK 01,02,05 | Yo 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
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01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Y0 05.01, Yo
05.02

[Mpaktuueckoe 3amstue Ne 2. OdopmieHue
JOKYMEHTa,  TOAIMMCAHHOTO  AJIEKTPOHHOMH
IIOAITUCBHIO

IK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

V1-Y5, V11, V26 -
V57

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

CamocrosiTesibHas padoTa

[IpakTtuueckoe 3amanne 1.1 Wcnonb3oBaHue
MIPABOBBIX HH(POPMAIIMOHHBIX CHCTEM

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02 05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
-3005.03

V1-VY5, V11, V26 -
V57

Vo0 01.01 - VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo001.12, Yo
02.01 - Yo 02.08,
Y0 05.01, Yo
05.02

[IpakTrueckoe 3aJjaHue 1.2 [Tepenaua
nHpopMauu H cpeacTBa
TeJ'IeKOMMYHI/IKaHI/IOHHBIX TCXHOJI OFHf/i B
AIEKTPOHHOM JJOKYMEHT0000pOTe

MK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
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-3005.03
V1-VY5, V11, V26 -
V57

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Y0 05.01, Yo
05.02

Koncyabranuu

[IpoBepka nmpakTuyeckux 3aganuii 1.1 u 1.2

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
-30 05.03

V1-VY5, V11, V26 -
V57

Vo0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

Tema 2. Opranusanusi padorsl ¢
JOKYMEHTAMH B aBTOMATHU3MPOBAHHBIX
CHCTEeMaX 3JIeKTPOHHOI0 JOKYMEHT0000poTa

Conep:kanue

[Tonsitue o cucremax /10 u ECM-cucremax.
[IpaBuna mMapmpyTHU3auu T0KYMEHTOTIOTOKOB B
cucremax /10 u ECM-cucremax.

[IpaBuna  opraHu3zamuu  JOKYMEHTOOOOpOTa
BXOJSIIET0 J0KyMeHTonoToka B CO/I.

[IpaBuna  opraHu3zamuu  JOKYMEHTOOOOpOTa
ucxojsmero  gokymeHronoroka B COJIL

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

31-36, 315 - 328,
30 01.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
- 30 05.03

o1




OTnpaBka TOKyMEHTOB

[IpaBuna opranuzanuum  JOKYMEHTOOOOpOTa
BHYTPEHHETO IOKyMeHTonoToka B CO/I.
Pacniopsimutensasie  gokymentsl B CO/JI.
[IpaBuia opraHuzanud JTOKYMEHTOOOOpOTa C
MpUKa3aMHu.

Pabora ¢ oOpamenusmu rpaxnaan B CDJI.
[IpaBuna  opraHuzanuu  JOKYMEHTOOOOpOTa
oOpallleHu# rpakiaH.
IIpaBuna MHOATOTOBKU
JIOKYMEHTOB K C/Iaye B apXHB.
NudopmanmonHo-cipaBoyHasi ~ pabora 10
nokymenTam B COJ1

ANEKTPOHHBIX

KonTponbnas padora Ne 2

MK 1.1, 1,6,
1.7,18,1.9
OK 01,02, 05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
-3005.03

V1-V5, V11, V26 -
V57

Y0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
VYo 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

B ToM 4mciIe NPaAaKTHYECKUX 3aHATHI

16

IIpaktnueckoe 3ansatue Ne 3. Perucrpauus u
KOHTPOJIb UCIIOJTHEHUS BHYTPEHHUX
JOKYMEHTOB B CO/l. Opranuszanus
JOKYMEHTOO0OPOTa BXOJAILEro, UCXOAALIET0 U
BHYTPEHHET0 JOKYMEHTOIIOTOKA.

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

V1-Y5, V11, V26 -
V57

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
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Y0 01.12, Yo
02.01 - Yo 02.08,
Y0 05.01, Yo
05.02

[Ipaktruueckoe 3anarue Ne 4. Peructpanus u
KOHTPOJIb UCIOJIHEHUsI OOpalieHuil rpakIaH B
CO/I. Opranuzanus JIOKYMEHTO000pOTa
oOpartieHu# rpaxkiaH.

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

V1-Y5, V11, V26 -
V57

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

[Ipaktnueckoe 3anarue Ne 5. Iloaroroska
JIOKYMEHTOB K II€pe/laue B apXHUB.

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

V1-V5, V11, V26 -
V57

Vo0 01.01 - Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

IIpaktnueckoe  3ansatue  Ne6.  Coznanue
AJEKTPOHHOTO apXMBa JOKYMEHTOB.

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

V1-V5, V11, V26 -
V57

Vo0 01.01 - Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

CamocrosiTesbHasi padora
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[IpakTnueckoe 3amanme 2.1. Hcnonbs3oBaHue
UIIC B paboTe ¢ JOKyMEHTaMH1

IIK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02, 05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
-3005.03

V1-VY5, V11, V26 -
V57

Y0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
VY0 05.01, Yo
05.02

IIpakTuyeckoe 3aJlaHUe 2.2 Pemuth
CUTYallMOHHYIO  3aJady IO PallMOHAJIBHOMY
ucnonp3oBanuo UIIC aBromaTH3upoBaHHOTO
TUIA B paboTe C JOKYMEHTaMHu

MK 1.1, 1,6,
1.7,18,1.9
OK 01,02, 05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
-3005.03

V1-Y5, V11, V26 -
V57

Y0 01.01 -VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02

KouncyabTanuu

ITpoBepka mpakTuyeckux 3aganuii 2.1 u 2.2

MK 1.1, 1,6,
1.7,1.8,1.9
OK 01,02,05

31-36, 315 - 328,
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 05.01
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-3005.03
V1-VY5, V11, V26 -
V57

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Y0 05.01, Yo
05.02

TemaTnka caMoOCTOATE/ILHOI Pa00THI NP U3Yy4YEeHUH pa3jesia 2

1. Ucnionp3oBanue MpaBOBbIX HHPOPMAIIMOHHBIX CUCTEM IIK 1.1, 1,6, | 31-36, 315 - 328,
2. Ilepenaya wuHpOpPMAIUHU U CPEICTBA  TEIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHI B 3JIEKTPOHHOM 1.7,18,1.9 3001.01 - 30
JIOKYMEHTO000pOTE 0K 01,02,05 | 01.06, 30 02.01 -
3. UcnonwzoBanue UIIC B pabote ¢ foKyMeHTaMH 30 02.04, 30 05.01
4. PeiuTh CUTYallMOHHYIO 3aJlady [0 palMOHaJIbHOMY Hcmnonb3oBaHuio UIIC - 30 05.03
ABTOMATHU3MPOBAHHOTO TUIIA B pPa0OTE C JOKYMEHTaMH V1-V5, V11, V26 -
V57
Y0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 05.01, Yo
05.02
TemaTuka KOHCYJIbTALMI NPH U3YYEHUH pa3aea 2
ITpoepka mpakTuyeckux 3aganuii 1.1 u 1.2 IIK 1.1, 1,6, | 31-36, 315 - 328,
[IpoBepka mpakTudeckux 3aganuii 2.1 n 2.2 1.7,1.8,1.9 3001.01 - 30
OK 01,02,05 | 01.06, 30 02.01 -

30 02.04, 30 05.01
- 30 05.03
V1-V5, V11, Y26 -

55




V57

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Y0 05.01, Yo
05.02

Pa3znen 3. Oprannsaunonﬂoe o0ecneuyeHue ACATECJIbHOCTH OpraHm3anunun

MJIK 01.03 Opranu3anmsi CEKpeTapcKoro 00CcayKuBaHusl

48/1

Tema 1. Posb npodeccun cekperaps B
CTPYKTYpe CJIy:KO0bI 1€J10POU3BOACTBA

Conepxanue

Cekperapp B
yIIpaBIICHHUSL.
HopmaruBHO-MeTOqMUeCKast 6aza
KBaTM(UKAITMOHHBIX TPEOOBaHUM K MPOhECCHH.

COBPEMEHHOM  CTPYKTYype

I[IK1.1-1.6
OK 01,02,
04,05,09

31-318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3004.01, 30 04.02,
30 05.01 - 30
05.0330 09.01 -
30 09.05

KonTponsnas padora Ne 1

I[IK1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
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Y0 04.01, Yo
04.02, Yo 05.01,
¥005.02 Y0 09.01
- ¥0 09.05

B TOM umciIe IPAKTHYECKUX 3aAHATHI

[Ipaktuueckoe 3ansitue No 1. @DyHKUUU U
JOJDKHOCTHBIE ~ OOSI3aHHOCTH ~ CEKpeTaps B
3aBUCUMOCTH OT KAaTE€rOpuH CEKPETapCKOro
00CcITy)KMUBaHUSI.

IIK1.1-16
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

[Ipaktuueckoe 3anstue Ne 2. JlomKHOCTHast
MHCTPYKLUS ceKpeTaps, 0COOEHHOCTH
pa3paboTKHu.

I[IK1.1-1.6
OK 01,02,
04,05,09

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

CamocrosiTesbHast padoTa

1.1 Ilpaktuueckoe 3amaHue: IloArOTOBUTH
OCHOBHBIE JOKYMEHTHI JIJIs1 COOeCeI0BaHuUs

I[IK1.1-16
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
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05.03 30 09.01 -
30 09.05
V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Koncyabranuun

[IpoBepka mpakTuueckux 3aaanuii 1.1.

K 1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Vo0 01.01 - Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Tema 2. Opranu3anus u ycJoBusi Tpyaa

Conepxanue
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ceKkpeTaps

OproHomMuueckue TpeOOBaHUSA K YCIOBUSIM
TpyZda cekperapsl.

OcHnarenue oduca OpraHHU3alOHHO-
TEXHUYECKUMHU CPEJICTBAMU

IIK1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

Kontponbnas padota No 2

IIK1.1-16
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

B ToM 4nciie NpaKTHYECKUX 3aHATHI

[Ipaktnueckoe 3anstme Ne 3. Opranusanus
pabouero  Mecta B COOTBETCTBUM  C
TpeOOBaHUSMU SPrOHOMHKH U KYJIbTYPBI TpyAa

K 1.1-16
OK 01,02,
04,05,09

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
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Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05

[IK1.1-16 |V1-VY29
[IpakTrueckoe 3anstue Ne 4. XapakTepucTuka u OK 01,02, Yo 01.01 - Yo
KJIacCU(UKAIIHS TEXHUYECKHUX CpEACTB, 04,05,09 01.03, Yo 01.05,
HCIIOb3YEMBIX B IEATEIBHOCTH CEKpeTapsl. Y0 01.07, Yo
CpencrtBa  MOATOTOBKHM,  HM3TFOTOBJICHUSA U 01.08, Y0 01.10 -
00paboTKU JOKYMEHTOB. Yo 01.12, ¥o
02.01 - Yo 02.08,
CpencTBa KONUPOBAHUS U PA3MHOKECHUSI.
CpencTtBa XpaHeHHSs U TPAHCHOPTUPOBKHU Y0 04.01, Yo
e S— 04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥009.05
CamocrosiTesibHas padora
K 1.1-16 |31-318
OK 01,02, 3001.01 - 30
04,05,09 01.04, 30 01.06, 30

2.1 IIpakTHueckoe 3aJjaHueE: N3yunth
JOJPKHOCTHYIO MHCTPYKIIHIO -0(UC —MEHeKepa
KOMITaHUHU

02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Vo0 01.01 - Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
- Y0 09.05
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KoncyabTauuu

[IpoBepka mpakTuueckoro 3aaanus 2.1

IIK1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Tema 3. ATMMHUCTPATHBHBIEC (PYHKIMHU
ceKperaps

Conepxanue

Opranu3zanus paOboTsl IPUEMHOM

OcobeHHOCTH ~ CIIy’)K€OHOro  Tesle(hOHHOTO
pasrosopa.

CpencrtBa aaMHHUCTPATUBHO-YIPABICHUECKON
CBSI3H.

Opranmszanuss npuema moceTuteneil. Bump
npuéma, YydeTr ToceTuTenel, co3gaHue Oa3
JTaHHBIX.

K 1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

KonTponbnas padora Ne 3

K 1.1-16
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
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30 05.01 - 30
05.03 30 09.01 -
30 09.05
V1-V29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

B ToM yHciie NPpaKTHYeCKUX 3aHATHH

[Ipaktnueckoe 3ansatue Ne 5. IIpaBuna BeneHus
TENEPOHHOTO Pa3roBopa.

I[IK1.1-16
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

[Ipaktuyeckoe 3anstue Ne 6. Ocducnas ATC.
OcHOBHBIE byHKIIN " MIPABHIIH
UCTIOJIb30BaHUS.

K 1.1-1.6
OK 01,02,
04,05,09

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo 04.01, Yo
04.02, Yo 05.01,
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Y0 05.02 Yo 09.01
- ¥0 09.05

[Ipaktnueckoe 3anarue Ne 7. CpencrBa
(hakCUMUITLHOM nepeaavn COOOIIIECHUH.
QDakCUMWIBHBI  ammapar, IOpaBWia  €ro
MIPUMCHCHHSI.

I[IK1.1-16
OK 01,02,
04,05,09

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

[Ipaktuueckoe 3ansitue Ne 8. OcobeHHOCTH
paloThI cexpeTaps ¢ pa3IUYHBIMU KaTEerOpUsMHU
ITOCETUTENEM.

K 1.1-1.6
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01 - Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

[Tpaktrueckoe 3anstue Ne 9. Pabora cexperaps
C O0OpaleHUSIMU TPaKIaH.

I[IK1.1-16
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo001.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05
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[Ipaktnueckoe 3anstue Ne 10. CepucHble
(GyHKLIMHU cekpeTaps.

IIK1.1-1.6
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Tema 4. Opranu3zanuoHHbIE U
HH(pOPMALUOHHBIE (PYHKIMHU CEKpeTaps

Conepxanue

Opranuzanus v moAroTOBKa JAEJIOBOM MOE3IKH
[ToaroroBka u o006cHy)KMBaHHWE KOH(EPEHTHBIX
MEpONIPHUITHH.

CoBemlanue  Kak  BHJ  YIPaBJICHYECKOU
JEeSITEIbHOCTH

K 1.1-1.6
OK 01,02,
04,05,09

31- 318

30 01.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3004.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

KonTponbnas padora Ne 4

K 1.1-1.6
OK 01,02,
04,05,09

31- 318
3001.01-30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
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Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05

B TOM umciIe IPAKTHYECKUX 3aAHATHI

[Ipaktuueckoe 3ansitue Ne 11. CocraBienue u
odopmIIeHHE TPOTPaMMbl KOMaHTUPOBKH.
TpeBen-noaaepxka JEJIOBOH OE30KHU
PYKOBOAUTEIIA.

1/1

IIK1.1-16
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

[IpakTnueckoe 3ansatue Ne 12. Opranuzanus u
[IPOBE/ICHUE TPOTOKOJBHBIX MEPONpPUATHI B
oduce.

ITonroToBka pa3nuyHbIX TUIIOB COBELIAHUN U UX
o0cmy>)KUBaHUE.

I[IK1.1-1.6
OK 01,02,
04,05,09

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

[Ipaktuueckoe 3anatue Ne 13. PabGora
cekperaps 1o UHGOPMAITMOHHOMY
00CITy’)KUBAaHHIO PYKOBOJIUTEIIS.

MK 1.1-16
OK 01,02,
04,05,09

V1-V¥29

Y0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Vo
02.01 - Yo 02.08,
Y0 04.01, Yo
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04.02, Yo 05.01,
¥005.02 Yo 09.01
- ¥009.05

CamocrosiTesibHast padoTa

4.1. [Ilpaktuueckoe 3amanue: IloaroTroBUTH
OJIaHKHM MMHCEM-TIPUTIANICHUI Ha COBEIIaHHWE H
OJIaHKH TTPOTOKOJIOB

I[IK1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

4.2. IlpakTuueckoe 3aJaHue Ha  TEMY:
«IIpoBeneHne NprueMOB U MPE3ECHTALININ»

I[IK1.1-16
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Y0 01.01 - VYo
01.03, Yo 01.05,
Y0 01.07, Yo
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01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Koucyabranuu

[IpoBepka npakTuueckux 3aganuii 4.1. u 4.2

I[IK1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
3004.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
VYo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

Tema 5. DyHKIUT ceKkperaps
0 IVIAHMPOBAHUIO Pa004ero BpeMeHu

Conepxanue

OO111e BOnpOoCH! MIIAHUPOBAHUS U OPTaHU3ALIH
paboyero BpeMeHHU.

[InanupoBaHue M opraHuszanus padbodero THsS
PYKOBOAUTENS U CEKpeTaps

I[IK1.1-16
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
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05.03 30 09.01 -
30 09.05

Konrtponsnas pabora Ne 5

I[IK1.1-1.6
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

B ToM 4mciIe NPAKTHYECKUX 3aHATHI

IIpaktnueckoe 3anstue Ne 14. CoBpemeHHbIE
METO/Ibl JITAHUPOBAHUS paboUero BpeMeH!

K 1.1-1.6
OK 01,02,
04,05,09

V1-VY29

Vo0 01.01 - Yo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

IIpaktnueckoe 3ansatue Ne 15. [lnmanupoBanue

I[IK1.1-1.6

V1-V¥29
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pabouero Hs ceKpeTapsi.

[InanupoBanue pabovero IHS PYKOBOIUTEIS.
CornacoBanue pexxuma padotsl. [InanupoBanue
MEpOIPHUATHUM, YTOUHEHHE ITOPYYEHU N

OK 01,02,
04,05,09

Y0 01.01 - VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Y0 01.12, Vo
02.01 - Yo 02.08,
Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05

TemaTnka caMOCTOATEILHOI PA00THI NPHU U3y4YeHUH pa3jesia 3

1. IToAroTOBUTH OCHOBHBIE JOKYMEHTHI AJIsl COOece10BaHUs
2. VI3y4nTh NOKHOCTHYIO HHCTPYKIHIO -0(hUC —MEHEIKepa KOMIIaHUN
3. [ToaroToBUTH OJIAHKU MHUCEM-TIPUTIANICHUN HA COBEIaHUE U OJaHKH MPOTOKOJIOB

4. «IIpoBeneHne MPUEMOB U MPE3CHTALIHI

I[IK1.1-16
OK 01,02,
04,05,09

31- 318

3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
3005.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

TemaTnka KOHCYJIbTAIMI NPHU U3YYeHUH pa3jaeaa 3

[IpoBepka npakTuyeckux 3aganui 1.1.
[IpoBepka mpakTHueckux 3agaHuii 2.1.
IIpoBepka npakTuyeckux 3anannid 4.1. u 4.2

K 1.1-16
OK 01,02,
04,05,09

31-318
3001.01 - 30
01.04, 30 01.06, 30
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02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

V1-VY29

Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

Pa3nesn 4. /lokyMeHTHPOBaHUE H OPraHU3aIUsi Pa0oThI ¢ KAAPOBbIMH J0KYMEHTAMH 98/8 IIK 1.1, 1.2,
MJIK 01.04. lokymeHTAIMOHHOE 00ecnedeHre KaAPOBOil CIIyKObI 14, llg’ 18,
OK 01,02, 04,
05, 09

Tema 1. HopmaTtuBHo-npaBosoe | Coaep:xanue 8

peryJjiMpoBaHue TPYAOBbIX OTHOLICHUH HopmartuBHble mnpaBoBbie akTel Poccuiickon 6 K 1.1, 1.2, |31-38, 311, 312,
®enepaunu B chepe TPyIOBbIX OTHOIICHUMN 14,17,1.8, |319-328
JlokasbHbIE HOPMATHUBHBIE AKTHI IO IIEPCOHAIY: 1.9 3001.01 - 30
00s13aTeNIbHEIC i HeoOsI3aTeIbHBIC OK 01,02, 04, | 01.06, 30 02.01 -
(paxynbpTaTUBHBIC) 05, 09 30 02.04, 30 04.01,
[lopsinok  mpencrtaBiaeHUss JTOKYMEHTOB IO 30 04.02, 30 05.01

MEPCOHATY B TOCYIaPCTBEHHBIE OPTaHbI
[Topsimok cbopa, 00pabOTKH, HM3MEHEHHS U

YHUUYTOKEHUS MePCOHATBHBIX JTAaHHBIX
PabOTHHKOB.
IMopsimox  BedgeHHMsT BOMHCKOTO  y4yeTa B
OpTaHu3aIIH.

HOpSI)IOK BCIACHUA YYCTa pa60qero BPCMCHU

-3005.03, 30
09.01 - 30 09.05.
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PabOTHHKOB.

Kontponbnas padora Ne 1

IIK 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31- 38,311, 312,
319 - 328
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-V57
Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

B ToM 4mciIe NPAKTHYECKUX 3aHATHI

[Ipaktrueckoe 3ansatue Ne 1. OdopmieHue
cormacus Ha  00pabOTKy  MEpPCOHATBHBIX
JaHHBIX, IMaKe€Ta JOKYMCHTOB II0 BOHHCKOMY
yueTy, Tabens yuera paboyero BpeMeHH!.

MK 1.1, 1.2,
1.4,17,1.8,
1.9
OK 01,02, 04,
05, 09

V1-V12,V18-
v22,¥30-V57
Y0 01.01 - VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
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Y0 01.12, Yo
02.01 - Yo 02.08,
Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05

CamocrosiTeqbHasi padora

1.1. IIpaktuyeckoe 3amanme. OdopmieHue
OTYETOB B FOCYAaPCTBEHHBIE OPTaHbl

K 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31-38, 311, 312,
319 - 328
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
V22,V30-VY57
Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Koncyabranumu

[IpoBepka mpakTuueckoro 3aaanus 2.1

K 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31-38, 311, 312,
319 - 328

3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
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09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Tema 2. Kommiekc [JI0KYMEHTOB IO
YCTAHOBJICHHIO TPY/AOBBIX IPABOOTHOIICHHU I

Conepxanue

[Topsaiok  TOKYyMEHTMpPOBaHHMS NpUEMa Ha IIK1.1,1.2, |31-38,311,312,
paboty. CoctaBnenue oruetoB C3B. 14,1.7,1.8, |319-328
VY4eTHbIE TOKYMEHTHI 110 IEPCOHAITY. 1.9 3001.01 - 30
HUsmenenue MEPCOHATBHBIX JaHHBIX OK 01,02, 04, | 01.06, 30 02.01 -
pabOTHUKOB 05, 09 30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05.
Kontponbnas padota No 2 IIK 1.1,1.2, |31-38, 311,312,
14,1.7,18, |319-328
1.9 3001.01 - 30
OK 01,02, 04, | 01.06, 30 02.01 -
05, 09 30 02.04, 30 04.01,

30 04.02, 30 05.01
- 30 05.03, 30
09.01 - 30 09.05
V1-V12,V18-
v22,¥30-V57
Y0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
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01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

B ToM yunc/ie NPAKTHYECKUX 3aHATHH 12
[Ipaktrueckoe 3ansatue Ne 2. OdopmiaeHue 4/2 K 1.1, 1.2, | V1-VY12, V18-
TPYJOBOTO JIOTOBOpA u 3aII0JIHEHUE 1.4,1.7,1.8, |V22,¥30-VY57
YHUPUIUPOBAHHBIX (HOPM HEPBUUHON YUETHOM 1.9 Y0 01.01 -VYo
JIOKYMEHTAIUH. OK 01,02, 04, | 01.03, Yo 01.05,
05, 09 Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥009.05
IIpaktnuyeckoe 3anste Ne 3. Odopmienue 4 IIK 1.1, 1.2, | VI-V12,V¥18-
TPYJIOBOM KHIKKH, JIMYHOW KApPTOUKH, TUIHOTO 1.4,1.7,1.8, |V22,¥30-VY57
Jena. 1.9 Vo0 01.01 - Yo
OK 01,02, 04, | 01.03, Yo 01.05,
05, 09 Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Y0 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥009.05
[Ipaktuueckoe 3anarue Ne 4. CocraBieHue u 4 IIK1.1,1.2, | V1-V12, V18-
odopmiieHne IIpUKasa 00 W3MEHEHNN 14,1.7,18, |VY22,Y30-VY57
NEPCOHATBHBIX JAHHBIX paOOTHHKA. 1.9 ¥Y001.01 -VYo
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OK 01,02, 04,
05, 09

01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

CamocrosiTesibHast padora

2.1. Ilpaktuueckoe 3ananue. CocraBiieHue
otueta C3B-T/.

K 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31- 38, 311, 312,
319 - 328

3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Vo0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
¥005.02 Y0 09.01
- Y0 09.05

KoHncyabranuu

IIpoBepka mpakTudeckoro 3aganus 2.1.

MK 1.1, 1.2,
1.4,1.7,1.58,
1.9
OK 01,02, 04,

31- 38, 311, 312,
319 - 328
3001.01 - 30
01.06, 30 02.01 -
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05, 09

30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

Tema 3.
JABHKEHHIO KAIPOB

KoMmmiaexe

JOKYMEHTOB

mo

Conepxanue
[Topsimox JOKYMEHTUPOBAHHUS rnepeBoaa IIK1.1,1.2, |31-38,311,312,
paboTHUKA Ha APYTYIO paboTy. 14,1.7,1.8, |319-328
[Topsiox TOKyMEHTUPOBaHMSI KOMaHIUPOBAaHUS 1.9 3001.01 - 30
pabOTHUKOB. 0K 01,02, 04, | 01.06, 30 02.01 -
[Topsimox TOKyMEHTHPOBAaHUS TMPEIOCTABICHUS 05, 09 30 02.04, 30 04.01,
OTITyCKa paOOTHUKY. 30 04.02, 30 05.01
[lopsaox ~ TOKYMEHTHUPOBAaHHS  MOOIIPEHUS - 30 05.03, 30
paboOTHUKOB 09.01 - 30 09.05.
[lopsimok ~ TOKYMEHTHpPOBAHWS  BBIHECEHUS
JUCITUTIMHAPHBIX B3BICKAHUM
Kontponbnas padota Ne 3 IIK 1.1, 1.2, |31-38,311, 312,
14,1.7,1.8, |319-328
1.9 3001.01 - 30
OK 01,02, 04, | 01.06, 30 02.01 -
05, 09 30 02.04, 30 04.01,

30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
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V1-V12,V18-
v22,¥30-V57
Y0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Y0 01.12, Vo
02.01 - Yo 02.08,
Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05

B ToM unciie npakTHYeCKUX 3aHSITHI 12
[Ipaktuueckoe 3ansitue Ne 5. 3amonHeHue 4 IIK1.1,1.2, | V1-V12, V18-
YHUPUIUPOBAHHBIX (HOPM HEPBUUHON YUETHOM 14,1.7,1.8, |VY22,V30-VY57
JOKYMEHTAIHH. 1.9 Y0 01.01 - Yo
0K 01,02, 04, | 01.03, Yo 01.05,
05, 09 Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05
[Ipaktuueckoe 3anstue Ne 6. Odopmiienue 4/2 K 1.1, 1.2, | V1-V12,V18-
nepeBojia paOOTHHKA Ha Jpyryio paboTy u 14,1.7,18, |VY22,V30-VY57
KOMaHAUPOBaHUS paOOTHUKOB. 1.9 ¥001.01 -VYo
OK 01,02, 04, | 01.03, Yo 01.05,
05, 09 Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo

04.02, Yo 05.01,
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Y0 05.02 Yo 09.01
- ¥0 09.05

[Ipaktrueckoe 3ansarue Ne 7. OdopmiaeHue 4/2 K 1.1, 1.2, | V1-VY12, V18-
MPEeA0CTABICHUS OTITyCKa paboTHUKY, 1.4,1.7,1.8, |VY22,¥30-VY57
nmoompeHuss  pabOTHUKOB W odopmicHue 19 Y0 01.01 - Yo
BBIHECEHUS JIUCUUITMHAPHBIX B3bICKAHUH. OK 01,02, 04, | 01.03, Yo 01.05,
05, 09 Y0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
¥005.02 Yo 09.01
- Y0 09.05
CamocrosiTesibHas padora 2
3.1. [Ilpaktuueckoe 3amanme. OdopMmicHHe 2 IIK1.1,1.2, |31-38,311,312,
OTCTPaHEHHUS OT PaOOTHI. 14,1.7,1.8, |319-328
1.9 30 01.01 - 30
OK 01,02, 04, | 01.06, 30 02.01 -
05, 09 30 02.04, 30 04.01

30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
v22,V30-VY57
Vo0 01.01 - Yo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
- Y0 09.05

2
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Koncyabranumn

[IpoBepka mpakTuyeckoro 3aaanus 3.1. IIK1.1,1.2, |31-38,311,312,
14,1.7,1.8, |319-328
1.9 3001.01 - 30
OK 01,02, 04, | 01.06, 30 02.01 -
05, 09 30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,¥30-VY57
Y001.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥009.05
Tema 4. Kommiaexkc poxkymentoB 1o | Coaep:xxanue
PacTOpPKEHHUIO TPYAOBLIX NPAaBOOTHOMIEHHH | [Topsiok  JTOKYMEHTHUPOBAHHUS  YBOJBHEHUS K 1.1, 1.2, | 31-38, 311, 312,
pPabOTHHKOB. 1.4,1.7,1.8, |319-328
ITopsimok MOArOTOBKM J€M 110 JINYHOMY COCTaBY 1.9 3001.01 - 30
K Tepeadye B apXyuB OpraHu3aIuu OK 01,02, 04, | 01.06,30 02.01 -
05, 09 30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05.
KonTpomnpnas padorta Ne 4 IIK1.1,1.2, |31-38,311,312,
1.4,1.7,1.8, |319-328
1.9 3001.01 - 30
OK 01,02, 04, | 01.06, 30 02.01 -
05, 09 30 02.04, 30 04.01,
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30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Yo 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

B ToM yuncJie MPaKTHYECKUX 3aHITHH 8
[IpakTtuueckoe 3ansatue Ne 8. 3amosHeHuUe 4 [IK1.1,1.2, | V1-VI12, V18-
YHU(DUIUPOBAHHBIX (HOPM TEPBUYHON YUETHOMH 14,1.7,18, |VY22,Y30-VY57
JOKYMEHTallMM ¥ Oo(OopMIIEHHE YBOJIbHEHUS 1.9 Y0 01.01 -VYo
PabOTHHKOB. OK 01,02, 04, | 01.03, Yo 01.05,
05, 09 Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Vo0 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
- Y0 09.05
[Ipaktnueckoe 3anstue Ne 9. 3amonHeHue 4 IIK 1.1, 1.2, | V1-V12, V18-
paszenoB  TPYAOBOM  KHWKKH  pabOTHHKA. 14,1.7,18, |VY22,V30-VY57
CocraBaenue otuetoB C3B. 1.9 Y0 01.01 -VYo
OK 01,02, 04, | 01.03, Yo 01.05,
05, 09 Y0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
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02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

CamocrosiTesibHast padoTa

4.1. Ilpaktuuyeckoe 3amanue. Iloaroroska
JUYHOTO Jiefia pabOTHHKA K Iepe/iaye B apXUB.

K 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31-38, 311, 312,
319 - 328

3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
V22,V30-VY57
Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Tema 5. Opranusanus
KA/IPOBBIMH JOKYMEHTAMH

padoThbI

C

Conepxanue

Homenknarypa  nen
Ilopsimok  MOATOTOBKH,
odopMIIeHHUS.
OpraHu3anroHHO-pacopsIUTEIbHbIE
JIOKYMEHTBI B KaJIpOBOH city:x0e:

MPUKa3bl 10 OCHOBHOM JEATENbHOCTH; CIIPaBKH,
NOKIaaHble  3amucku.  DopMmupoBaHWE U
XpaHEHHE Jel

KaJpOBOM  CITYXKOBI.
COCTaBJICHUS u

MK 1.1, 1.2,
1.4,17,1.8,
1.9
OK 01,02, 04,
05, 09

31-38, 311, 312,
319 - 328

3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05.
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Kontponbnas pabora Ne 5

IIK 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31-38, 311, 312,
319 - 328
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

B ToM 4uciie NPAKTHYECKUX 3aAHATHI

(e0)

[Ipaktuueckoe 3anarue Ne 10. CocraBneHue u

oopmIIeHHEe HOMEHKJIATYpPhI
CITYXOBI.

Jlen  KaapoBOH

N

K 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

V1-V12, V18-
V22,V30-VY57
Vo0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo001.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

[Ipaktrueckoe 3amsitue Ne 11. OdopmieHue
OpTraHU3aIMOHHO-PACTIOPS AU TEIEHBIX

4/2

MK 1.1, 1.2,
1.4,17,1.8,

V1-V12, V18-
¥22,¥30-V57
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JOKYMCHTOB.

1.9
OK 01,02, 04,
05, 09

Y0 01.01 - VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Y0 01.12, Vo
02.01 - Yo 02.08,
Y0 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- ¥0 09.05

CamocrositesibHas padora

5.1 IlpakTuueckoe 3anaHue. 3aBepeHUE KOMUM
JTOKYMEHTOB.

K 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31-38, 311, 312,
319 - 328

3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
V22,V30-VY57
Vo0 01.01 -VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Koncyabranumn

[IpoBepka npaktrueckoro 3aganus 4.1. u 5.1.

MK 1.1, 1.2,
1.4,17,1.8,
1.9

31-38, 311, 312,
319 - 328
3001.01 - 30
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OK 01,02, 04,
05, 09

01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Y0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

TemaTnka caMoCTOAITE/ILHOI Pa00THI NPHU U3y4YeHUH pa3aena 4

OdopmiieHre 0TYETOB B TOCY1apCTBEHHBIE OPTraHbl
Cocrasnenue otuera C3B-T/I.

OdopmiieHre oTcTpaHeHus OT paboThI.

[ToaroroBka TM4HOTrO Aena pabOTHUKA K Iepeiaye B apXUB
3aBepeHne KONUil T0KyMEHTOB.

agrwpdE

I[IK 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31- 38, 311, 312,
319 - 328
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo 01.12, Yo
02.01 - Yo 02.08,
Vo 04.01, Yo
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04.02, Yo 05.01,
¥005.02 Yo 09.01
- ¥009.05

TemaTuka KOHcyHLTaHHﬁ IpU H3YYCHUH pa3aeja 4

[IpoBepka mpakTrdeckoro 3aganus 1.1.
[IpoBepka mpakTuueckoro 3aaanus 2.1
[IpoBepka mpakTudeckoro 3aganus 3.1.
[IpoBepka nmpakTuueckoro 3aganus 4.1. u 5.1.

IIK 1.1, 1.2,
1.4,1.7, 1.8,
1.9
OK 01,02, 04,
05, 09

31- 38,311, 312,
319 - 328

3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05
V1-V12, V18-
¥22,V30-VY57
Y0 01.01-VYo
01.03, Yo 01.05,
Vo0 01.07, Yo
01.08, Yo 01.10 -
Vo0 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Y0 09.01
- Y0 09.05

Yueonasa npaktuxa M/IK 01.04
Bunet pabor:

O(I)OpMJ'ICHI/IC OpraHu3alluOHHBIX, BHYTPCHHUX (HpI/IKa3LI, pacnops’keHusA, 10BEpCHHOCTH,
3aIIMCKH, CITPABKH, AKTHI, IPOTOKOJIbI U le) " UCXOOAINX JOKYMCHTOB OpraHu3alu C
HCIIOJIb30BAHUECM COBPECMCHHLIX MPOTrPaMMHO-TCXHUYCCKUX CPEACTB.

KonctpynpoBaHnue 6;1aHKOB OpraHu3aluy, CO3JaHKe MA0JIOHOB TOKYMEHTOB.
OdopmiieHne yu€THBIX JOKYMEHTOB MOCTYIICHUS U BBIOBITUS JIE.

CocraBieHue ONucel JOKYMEHTOB U JIEJI.
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OdopmieHne TOKYMEHTOB 10 JITYHOMY COCTaBY M MX KOMHM (IMTpU HEOOXOIUMOCTH ). 3HAKOMCTBO
C CUCTeMOH YHHU(PHUIUPOBAHHBIX (HOPM IEPBUUHOMN YUETHON JOKYMEHTAIIMHA OPTaHU3AIIH.

3anosHeHue popM NEePBUIHON YIETHONU JOKYMEHTAIUH.

Pabora ¢ 3asBJIeHUAMU 10 JINYHOMY COCTaBY, BeJIeHHE U 0(hOpMIICHNE TPYJOBBIX KHUKEK.

IIpou3BoacTBEeHHAS NMPAKTHKA.
Bunst pabort:

W3ydeHue CTpyKTypbl OpraHu3aliy — MeCTa IPOX0XKACHUS IPAKTUKY (J1ajiee — OpraHru3alm) ¢
L[EJIBI0 COCTABJICHUSI CXEMBI CTPYKTYpbI opranu3anuu. O3HaKOMJIEHUE C TIPABOBBIMU
(Y4peauTenbHbIMHU ), JIOKATHbHBIMA HOPMATUBHBIMU aKTaMU U PACHIOPAIUTENbHBIMHA JOKYMEHTAMU
opranuzaiuu. CocTaBieHUE CIUCKA UCTOYHUKOB KoMIuiekToBanusi OP /] opranuzammm.

I/ISYLIGHI/IG I/IHCTPYKI_[I/II/I 110 ACJIOIIPOU3BOJACTBY OpraHU3alllH. 3HAKOMCTBO C IIpaBUJIaMHU
COCTAaBJICHHA ITPOCKTOB U O(i)OpMJICHI/ISI AOKYMCHTOB, IMOPAAKOM COI'JIaCOBaHUA U
HOI[HI/IcaHI/IH/YTBep)KI[eHI/IH JAOKYMCHTOB B OpraHu3alu.

O3HaKOMJIEHHE C IPOTPAMMHBIMHU CpPEICTBAMH yuéTa, XpaHeHHsI, 00pabOTKU U MTOMCKa
JIOKYMEHTOB, UCIIOJIb3yEMbIMH B Opranuzanuu. M3yuenue ocHOB U crienuuku paboThI ¢
JIOKyMEHTAIMEN B CHCTEME AJIEKTPOHHOTO JIokyMeHTooOopoTa (CDJ1) opranuzammm.
Hcnons3oBanue B paboTe ro0aabHBIX U JTOKAIBHBIX CETEH IS MOTYYSHUS U XpaHEHUS
uH(popmalnu, ooMeHa HUHpopMaLre.

3HAKOMCTBO C IOKyMEHTO000poTOM opranu3aiuu. Mcnons3oBanue CO/] B pabdote ¢
nokymeHTaMu. O06padoTka BHYTPEHHUX JIOKYMEHTOB, 00pa0OTKa U OTIPaBKa UCXOISAIITUX
JIOKYMEHTOB, MPUEM U MEPBUYHASI 00pab0TKa BXOIAIINX JOKYMEHTOB. Peructpaiius 10KyMEeHTOB
U MapIIpyTH3aIHs JOKYMEHTOITOTOKOB. KOHTpPOJIb HCTOTHEHUS TOKYMeHTOB. MH(pOopManmoHHo-
CIIpaBOYHAs U MOMCKOBAs paboTa C UCIOIb30BAHUEM CUCTEM YUETa JOKYMEHTOB B OPraHU3aIIHU.

Odopmienne opraHu3allMOHHBIX, BHYTPEHHUX (IIPUKa3bl, paCHOPSHKEHUSI, JOBEPEHHOCTH,
3aMKCKH, CIIPABKU, aKThI, TPOTOKOIBI U AP.) U UCXOISAIIUX JOKYMEHTOB OpTaHU3aIUH C
HUCITIOJIB30BAHUEM COBpeMeHHLIX HpOFpaMMHO-TeXHI/I'-IeCKI/IX CpeHCTB. KOHTpOJ'H) HpaBI/IHBHOCTI/I
cocTaBleHUs, 0(hOPMIICHHS TOKYMEHTOB (PEKBU3UTHI, 0COOCHHOCTH HAMKCAHUS TEKCTOB,
MHOTOCTPAaHUYHBIE IOKYMEHTBHI), OPSAIKA U3/IaHUS TOKYMEHTOB (C Y4ETOM CHEeLM(PUKU CUCTEMbI
JIEIIONPOU3BOICTBA opranu3anuu). KonctpynpoBaHnue 0J1aHKOB OpraHU3aIiH, CO3JaHHe
m1abJIOHOB JTOKYMEHTOB.

72

I10 1

86




Opranu3zanys TeKyIEero XxpaHeHus: J0KyMeHTOB. @OopMUpOBaHUE 1€T B COOTBETCTBHUHU C
HOMEHKJIATypO J1e1 OpraHu3alnu. Y4acTUe B IPOBEIECHNUHN IKCIIEPTU3bI HIEHHOCTH JTOKYMEHTOB
CucremaTu3zaius JOKYMEHTOB 10 CTPYKTYPHO-XpOHOJorndeckomy npunuumny. OdopmieHue
y4ETHBIX JOKYMEHTOB ITOCTYIICHHS U BBIOBITHS JIEII.

O3HaKOMJIEHHE C YCTaHOBJICHHBIMU B OPTaHU3AlMU [TPaBUJIaMU OJITOTOBKU TOKYMEHTOB K
nepenave B apxuB. [IoAroToBka JOKyMEHTOB K niepeaade B apxuB. OdopMiieHHE Jell.
Cocrasnenue onucel JOKyMeHTOB U esl. CocTaBlieHHe aKTOB BbIJAuH, Iiepeaun, yHUYTOKEHHS
JIOKYMEHTOB.

3HaKOMCTBO C KaTErOpUsSMHU M BUJJAMH JJOKYMEHTOB, 00pa3yIOLINXCsl B OpraHU3aIliH,
coJiepkanux KoH(UICHIHATBHYI0 HHpopMaruio. OpraHu3aius padoThl Mo 00padoTKe
JIOKYMEHTOB OIpaHHUYEHHOTO J1ocTyra. O3HAaKOMJICHHE C IPUMEHSIEMBIMU B OpraHU3aIuu
cpeacrBaMu KpI/IHTOFpaq)I/II/I AJI 3alIUThI BJICKTPOHHBIX JOKYMCHTOB C MCITIOJIb30BAHUCM
CIEIUATLHOTO MTPOrPAMMHOT0 obecrieueHust. BoimoaHeHHne padoT Mo 00eCIeYeHHIO 3aIUThI
9JIEKTPOHHBIX JOKYMEHTOB OT HECAaHKITHOHUPOBAHHOTO JIOCTYIIA.

Opranuzanus paboTsl IpUEMHOM (30H MpuéMa MOCETUTENEH): PEryIupoBaHue MOTOKA
MIOCETHUTENEH, TPUEM U perucTpanus nocerureneil. [Imanupoanue padbodero IHsS PyKOBOIUTENS U
cekpertaps. [loaroroBka Aem0BBIX BCTPEY U MEPETOBOPOB pykoBoauTens. Pabora mo
00CTyKMBAaHUIO PA3IIMYHBIX TUIIOB COBEIIAHUI M COOJIIO/IEHUE MPABUI UX TIOJTOTOBKU U
IIPOBEJECHUS.

Benenue tenedonnsix neperoBopon. GumnbTpanus U nepeaapecanus 38B0HKoB. [Ipuém u nepenaua
TesiehoHOrpamMmMm, (akcorpaMm, cOoOIIEeHHH 1Mo 31eKTpoHHON ouTe. MHpopmalmonnoe
o0ecreyeHne AeATeNbHOCTU pykoBoauTend. O3HaKOMIICHHE C IIpaBHJIaMHU paboTHI ¢
KOH(pHIeHIIMATbHON HH(OpMaIel B OpraHU3aliH.

Paborta no 03HaKOMJIEHHIO C COCTAaBOM U OCOOEHHOCTSIMH JIOKYMEHTOB OpraHU3alluHy,
PETyIMPYIOIUX TPYIOBbIE OTHOLIEHUS (OpraHU3allMOHHO-PACTIOPSIUTENbHbIE TOKYMEHTHI,
JIOKYMEHTHI 10 JINYHOMY COCTaBYy, TPYAOBOH J0r0OBOp, JOTOBOP O MaTepuaibHON
OTBETCTBEHHOCTH U T.J.). OopmileHne T0KyMEHTOB 10 TUYHOMY COCTaBY U UX Konuil (mpu
HE00X0IMMOCTH). 3HAKOMCTBO C CUCTEMOM YHU(DUIUPOBAHHBIX (POPM NMEPBUUHON YIETHOM
JIOKYMEHTAIlMU OpTraHu3aluy. 3anonHenue GopM NepBUUHON yuéTHOM TokymeHTanuu. PaboTa ¢
3asBJICHUSIMU IO JTJUYHOMY COCTaBy, BeIeHUE U 0pOpMIICHHE TPYIOBBIX KHIXKEK. Vcronb3oBaHue
COJ1 mpu paboTe ¢ KaIpOBbIMU JOKYMEHTAMH.
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3 YCJOBUSA PEAIM3ALUUA TPOTI'PAMMBI IPO®ECCHUOHAJIBHOI'O MOAYJISA

3.1 MaTepua/jibHO-TeXHHYECKOe ofecrevyeHne
Jns  peanmzanMy  POTpaMMbl  MPOPECCHOHATIBHOTO MOAYJS  MPEIYCMOTPEHBI  CIICAYIOIINE
CIICHUAJIBHBIC TIOMCIICHUA U OCHAILICHUC:
Tun u HauMeHOBaHUe
CHEeNUAJBHOI0 MOMeleHUs

OcHaienue CIICHMAJIBbHOI'O NOMEIICHUA

KaOMHET T0KyMEHTAaLHOHHOIO MynbTMenMiiHBIE  CpPEACTBA  XpaHEHUs, I[eperadyud |
oOecrieyeHns yIpaBIICHUS npeCTaBICHNUs HHPOPMALINH.
Y4eOHO-MeTOAMYECKasE ~ JOKYMEHTAaIus, JAHJAKTUYCCKUE
Cpe/ICTBA.
KaOMHET OpraHu3alliy CEKpeTapckoro | MynbTuMenuiiHble CpeAcTBa  XpaHEHWs, NepeJauu U
00CITy>)KUBaHUS npeCcTaBICHNUs HHPOPMALINH.
Y4eOHO-MeTOAMYECKAasT ~ JOKYMEHTAaIus, JAHJAKTUYCCKUE
Cpe/ICTBA.
JlabopaTtopus opranuszainuu padbotel ¢ | JlabopaTopus st TpoBeNEeHHUS] YYEOHBIX, NPAKTUYECKUX
JOKYMEHTaMHU 3aHSATHIA, JUIE  TPYIIOBBIX u WH/IUBUIYalIbHBIX

KOHCYJIbTAIlMi, JUII  CaMOCTOSTENIbHOW  palboThl, Ui
TEKYILEro KOHTPOJI U MPOMEXYTOYHOM aTTeCTallHy.
Pabodee mecTo mpenogaBaTensi: IEPCOHANBHBI KOMITBIOTED,
CKaHep, paboume MecTa OOydaroluxcs, JOocKa yueOHas,
yaeOHasi MeOeIb;

[TepcoHanbHble KOMIBIOTEPHI;

Amnmapat xormpoBasbHbiid TASKalfa 180

JIaGopatopus cUCTEM 3JIEKTPOHHOTO JlaGopaTtopuss ans TNpoBeleHUs Y4eOHBIX, MPAKTUYECKUX
JTOKYMEHT0000poTa 3aHSATHH, JUIs  TPYNIOBBIX W HWHIUBHIYaJbHBIX
KOHCYJIbTAllMi, i1  CaMOCTOATENIbHOW  paloThl,  JuId
TEKYIIETO KOHTPOJIS ¥ TPOMEKYTOYHOH aTTeCTaIIH.

Pabouee mecTo mpernojgaBaTesns: NEepCOHANBHBIN KOMIBIOTED,
poeKkTop, paboune MecTa OOydarommxcs, J0cKa ydeOHas,
yueOHas me0erb;

IlepcoHAIbEHBIE KOMITBIOTEPHI

ITomernieHue 17151 caMOCTOSITETLHOM [Tepconanbubie koMmnbroTepsl ¢ makerom MS Office,

paboThl 00y4JarOIIKXCS BbIX0JI0M B IHTEpHET U € JOCTYNOM B AJIEKTPOHHYIO
MH(POPMALMOHHO-00pa30BaTENbHYIO Cpe/ly YHUBEPCUTETA

3.2 YyeOHO-MeTOAMYECKOE H HH(POPMALMOHHOE 00ecledeHne peaJn3anui NPorpaMMbl
OcCHOBHBIC HICTOYHUKHU:

1. Aobynanze 1. I'. JlokymeHTanmoHHOe obecrieueHne YIpaBieHUs MEPCOHATIOM: YUeOHUK U
MIPaKTUKYM JUIsl cpefHero npodeccruonaibHoro oopazosanus / JI. I'. AGynanze, U. b. Bompsokkuna, B.
M. MacnoBa. — 2-e¢ u3n., nepepad. u gon. — MockBa: MU3garensctBo FOpaiit, 2022. — 370 ¢. —

(ITpoteccronansnoe obpazoBanme). — ISBN 978-5-534-15076-6. — Texct: anextponusiii // OBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/487121.
2. AntyxoBa, H.®. Cucrtempl 3JI€KTPOHHOTO JOKYMEHTOOOOpOTa: ydeOHOoe mocodue /

AntyxoBa H.®., [I3t06enko A.JL., JloceBa B.B., Ueunkos FO.b. — Mocksa: KuoPyc, 2022. — 201 c. —
ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560 . — TekcT: 37eKTPOHHBIIA.

3. Kopnees, U. K. JlokyMeHTaIlMOHHOE OOECTeUeHUE YIPABICHUS: YICOHUK U MPAKTHUKYM
it cpeanero npodeccuonansHoro oopazosanus / M. K. Koprees, A. B. ITmenko, B. A. Mamrypues. —
2-e u3M., nepepad. u qon. — Mocksa: M3marensctBo FOpaiit, 2022. — 384 ¢. — (IlpodeccuonansHoe
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obpazoBanne). — ISBN 978-5-534-05022-6. — Texkct: anekrponnsiii // DbC Hpaiir [caiit]. — URL:
https://urait.ru/bcode/472550.
4. Kacwsinosa, I'. FO. Jlenmonpou3BoacTBO U pyrue acnekTsl padotsl cexpetaps / I.}O. KacrksHoBa

— 7-e m31., mepepad. u nomn. — Mocksa: M3parensctBo Abak, 2020. — 304 c.

5. IMaBnosa, P. C. AIMUHUCTpAaTUBHOE NEJIOMPOU3BOJICTBO : ydeOHOe mocobue s cmo / P. C.
[TaBnoBa. — Cankr-Ilerepoypr : Jlanp, 2022. — 296 c¢. — ISBN 978-5-8114-9928-1. — Tekcrt :
ANEKTPOHHBIH // Jlanp : ANIEKTPOHHO-OMOIMOTEYHAS cucTeMma. — URL:
https://e.lanbook.com/book/247358 (mara obpamenus: 17.03.2023). — Pexxum mocryma: s aBTOPHS.
[0JIb30BaTENEH.

6. [TaBnosa, P. C. Jlenonpou3BoACTBO MO MUCHbMEHHBIM M YCTHBIM OOpaIIeHUsIM TPaXaaH : yueOHoe
nocobue st crio / P. C. TlanoBa. — Cankr-IlerepOypr : Jlans, 2022. — 324 c. — ISBN 978-5-8114-
9925-0. — Tekcr: osnekrtponHsli / Jlamp : 31exkTpoHHO-OMONMMOTeuHass cuctema. — URL:
https://e.lanbook.com/book/247352 (nara obpamenus: 17.03.2023). — Pexum goctyma: jajsi aBTOPH3.
II0JIb30BaTENEH.

I[OHOJIHI/ITGJIBHLIB HCTOYHHUKMU:

1. AnnpeeBa B.W. Jlenonmpou3BOACTBO: OpraHU3alUsi W BeICHUE: y4eOHO-TIPAKTUYECKOE
nocobue / AuapeeBa B.MI. — Mocksa: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-00580-4. — URL:
https://book.ru/book/934225 . — TekcT : 3NeKTPOHHBII.

2. Amnzoposa C.I1. Opranuzanus TpyJaa TOCyJapCTBEHHBIX M MYHUIIUIAIBHBIX CIYKAIIUX :
yuebnoe nocobue / C.II. AuzopoBa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c. —
(Beiciiee oOpasoBanme: bakanaBpuart). - ISBN 978-5-16-016369-7. - Tekcr : snexrponHsii. - URL:
https://znanium.com/catalog/product/1151473. — Pexxum ocTyma: mo moImrcKe.

3. bynar P.E. JlokymMeHTannoHHOE 0OecneueHre ypaBieHHs IepCOHAIOM: y4eOHOe mocoOue
/ P. E. bBynar. — MockBa: UHOPA-M, 2019. — 234 c. + [lon. marepuaisl [[DneKTpoHHbIH pecypc]]. —
(Boicmee obpazoBanue: bakamaBpuar). - ISBN 978-5-16-010318-1. - Tekct: snextponnsiif. - URL:
https://znanium.com/catalog/product/1007087. — Pexxum ocTyma: mo mo ImuicKe.

4. I'yryeBa T.A. KonduaennuansHoe nenonpou3BoacTBo: yueoHoe nocodue / T.A. I'yryesa.
— 2-e m3., epepad. u pon. — MockBa: UHOPA-M, 2022. — 199 ¢. — (Cpennee npodeccruoHanbHOe
o0pa3oBaHue). - ISBN 978-5-16-016585-1. - Texkcr: IJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum ocTyma: mo moImrcKe.

S. I'ycapoBa M.H. Opranu3zanmoHHO-UH(GOPMALIMOHHOE U JTOKYMEHTAIMOHHOE obecreueHune
NeSTeIbHOCTH pyKOBOJUTENS: ydeOHo-meTtoauueckoe nocodoue / M. H. I'ycaposa, C. B. T'opkym. —
Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcrt : 3nekTpoHHbIH // JIaHb : 31€KTPOHHO-OMOIHOTEHas
cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum pgoctyma: i aBTOpH3.
[I0JIb30BATENEH.

6. HenonponsBoacteo: yueOnuk / T.A. beikoBa, JI.M. Bsnora, I0.M. Kykapuna, JI.B.
Cankuna; noj o6m. pen. nou. T.A. beikoBoil. — 4-e u3n., nepepad. u gon. — Mocksa : UTHOPA-M,
2022. — 393 c. + Jlomn. matepuaisl [[DnekTpoHHBIA pecypc]]. — (Bricmee odopazoBanue: bakaraBpuar).
— DOl 10.12737/1014190. - ISBN 978-5-16-014992-9. - Texkcr: onekrponHsii. - URL:
https://znanium.com/catalog/product/1014190. — Pesxum ocTyma: mo moImuicKe.

7. Hoponuna JI.A. JIokyMeHTallMOHHOE OoOecreueHHe YIpaBieHUs: Y4eOHUK U MPAKTHKYM
i cpenHero mnpodeccuonanbHoro obpaszoBanusi / JILA. Jloponuna, B. C. UputukoBa. — Mocksa:
WznarensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-534-
05783-6. — Texkct: anexrponnsii // DBC KOpaiir [caiit]. — URL: https://urait.ru/bcode/473802.

8. KondunennuansHoe JIEJIONPOU3BOACTBO 51 3alIMIIEHHbBIN AIEKTPOHHBIN
nokymeHToo6opot: yueOnuk / H.H. Kynses, A.C. Iémymkun, T.B. Kongpamosa, A.I'. ®abpudHOB; 11011
obmr. pen. H.H. Kynsesa. - 2-e usn., nepepad. u mom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
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yHHUBepcHuTeTcKas Oubnumoreka). - ISBN 978-5-98704-711-8. - Tekctr : snekrponnsid. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum 1ocTyma: mo moIImucKe.

9. Kopuees M.K. Texuumueckue cpencrBa ympasinenusi: yueOHuk / W.K. Kopuees, I'.H.
Kcanponyno. — Mocksa : UHOPA-M, 2019. — 200 c¢. — (Bricmiee oOpa3oBanue: bakamaBpuar). -
ISBN 978-5-16-003620-5. - Tekcr : anekrponnsiid. - URL: https://znanium.com/catalog/product/991843.
— Pexxum foctyma: mo noamucke.

10. KysnenoB M.H. JlokymeHTarmoHHOe oOecmeueHue ympaBieHus. JloKyMeHTOOOOpOoT u
JeTIOTIPOU3BOICTBO: YIeOHUK M MPAKTHKYM IS CpeaHero npodeccruoHansHoro odpasoanus / U. H.
KysnenoB. — 3-e¢ usn., nepepad. u gomn. — Mocksa: M3marensctBo IOpaiit, 2022. — 462 c. —
(ITpodeccnonanvuoe obpazoBanue). — ISBN 978-5-534-04604-5. — Texker : anektponnsii // DbC
IOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

11.  Kyzueno U.H. JlokyMeHTanmmoHHOE oOecriedeHne yIpaBieHUs MEPCOHAIOM: YYCOHHK H
NPaKTUKYM JUIs cpefaHero mpodeccronambHoro obOpaszoBanms / WM. H. KysmemoB. — Mocksa:
WznarensctBo HOpaiit, 2019. — 521 c. — (IIpodeccuonansuoe odpazosanue). — ISBN 978-5-534-
04451-5. — Texcrt : anexkrponnsiii // DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/444432.

12. Opranuzanus cexkperapckoro oocnyxuanun: DYMK / B. B.T'anaxos, O. b. Hazapenko,
[DnexTpoHHOE yueOHOe m3manue]. — (Cpeanee nmpodeccrnoHaibHOE 00pa3oBaHue - TeKCT: AICKTPOHHBIMH.
- URL.: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn uznanus: 601817641

13.  ITaBmoBckas O.FO. IIpaBoBoe oOecriedeHHe KaJpOBOrO JEIOMPOU3BOJCTBA: y4eOHOE
nocobue st By30B / O.1O. IlaBnoBckas. — Mocksa : M3znarensctBo IOpaiit, 2022. — 213 ¢. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcrt: anexrponnsiii // DBC KOpaiT [caiT]. —
URL.: https://urait.ru/bcode/476289.

14.  CocnoBast A. AccucteHt pykoBomutens. Jlaiidxaku mpodeccuu: KHUTA-TPEHUHT / A.
CocHoBas. - Cankr-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anektpouHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexxum gocTyIia: 1Mo MOIMKUCKE.

15. [Humor O.B. CoBpeMeHHbIE TEXHOJOTUM W TEXHUYECKHE CPEACTBa HWH(POPMAaTH3ALUH:
yueonuk / O.B. Illumos. — Mocksa : UH®PA-M, 2022. — 462 c. + [lon. maTepuaisl [[DIeKTpOHHBII
pecypc]]. — (Cpennee mpodeccuonansHoe obOpazoBanme). - ISBN 978-5-16-017112-8. - Tekcrt :
anekTponHbIi. - URL: https://znanium.com/catalog/product/1764799 . — Pexwum gocTyma: 1o momcKe.

16.  IlysanoBa H.H. OcHOBBI A€IONPOM3BOACTBA: YYEOHUK M MPAKTUKYM MJIsi CPEIHETO
npodeccuonanbHoro oobpazosanus / H.H. Illysamosa, A.FO. WBanoBa; mox o6meit pemakumeir H.H.
[lyBanoBoil. — 2-e u3z., nepepad. u gon. — MockBa: UznarensctBo FOpaiit, 2022. — 428 c. —
(ITpoeccronansnoe obpazoBanme). — ISBN 978-5-534-11014-2. — Texkct: anextponsbiii // OBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

17. [TaBnoBa, P. C. [/lokymeHTanmoHHoe oOecrnieueHue ympasieHus. JleiaoBas mepemnucka :
yuebnoe nocobue s cno / P. C. IlaBnoBa. — 2-e u3z., crep. — Cankr-IletepOypr : Jlans, 2023. — 152
c. — ISBN 978-5-507-46051-9. — Tekcr : aneKkTpoHHBIH // JIaHb : 3IIEKTPOHHO-ONOIMOTEYHAST CHCTEMA.
— URL.: https://e.lanbook.com/book/295997 (mara ob6pamenus: 17.03.2023). — Pexxum mocryma: s
aBTOPH3. NIOJIb30BATEIICH.

18. ITaBnoBa, P. C. KoHduaeHnmampHOE IEIOMPOU3BOJCTBO : yueOHOe Tocoome s cro / P. C.
[TaBnoBa. — Cankr-IlerepOypr : Jlanp, 2022. — 368 c. — ISBN 978-5-507-44695-7. — Texkcr :
AJIEKTPOHHBIH // Jlanb : AIIEKTPOHHO-OUOIMOTEeYHAS CUCTEMA. — URL:
https://e.lanbook.com/book/266798 (mata obOpamenus: 17.03.2023). — Pexxum nmocrtyma: i aBTOPH3.
MOJIb30BaTEIIECH.

IIporpammuoe o6ecneuenune u UnrepHeT-pecypceni:
MS Windows 7
Calculate Linux Desktop
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MS Office
7 Zip
I'pannCwmera, Bepcust CTyieHT

HNHuTepHET-pEecypChl

1. Bcepoccuiickuii Hay4HO-HUCCIIEIOBATEILCKMI HHCTUTYT JOKYMEHTOBEACHUS M apXHUBHOTO
nena (BHUUIAAL) [Onextponnsid pecypc]. OnekrpoH. ganH. —M.: BHUMWIAJ, 2010. —Pexum
noctyna: http://www.vniidad.ru.

2. TapanT.py: uHQOpPMAIMOHHO-IPABOBOW TOpTaN [DIEKTpOHHBIA pecypc]|. —Pexxum pocryma:
http://www.garant.ru/, cBo001HBII. —3arJ. ¢ 3kpana. 3. pyc.

3. Enunas xomekius 1UGPOBBIX 00pa30BaTEIbHBIX PECYpCOB [DIEKTPOHHBIA pecypc]. —
Pexxum noctyma: www.school-collection.edu.ru, ceo6oaubIii. —3ari. ¢ skpana. 53. pyc.

4. Koucynprant Ilmoc [DnexTpoHHBId pecypc]. —Pexxum moctyma: http://www.consultant.ru/,
CBOOOJTHBIN. —3ari. ¢ 3KpaHa. SI3. pyc.

5. Odbunuaneueii  caiitr  kommanuu  «Koucynprant  [lmiocy»  [DnexkTpoHHBI  pecypc:
3akoHOoAaTenbCcTBO P®: KOAEKCHI, 3aKOHBI, YKa3bl, MOCTAHOBJIECHHs mMpaBuUTeNbcTBa Pd. DnekTpoH.
nan. —1997. —Pexum mocryna: http://www.consultant.ru.

6. Iloptan «ApxuBbl Poccum» [DnektpoHHBIN pecypc]. DnekTpoH. naH. —M.: Pocapxus, 2001. —
Pexum noctyna: http://www.rusarchives.ru.

7 ITyGnuynas HHTEPHET-OMOIMOTEKA [DneKTpOoHHBIIH pecypc]-http://www.public.ru/.
cBOOOmHBIN.—3ari. ¢ skpana. S3. pyc.7. [IpaBurtensctBo PO http://government.ru/

8. IIpaBoBas cucrema Pedepenthttps:// www.referent.ru/

9. Caiit ®enepallbHOTO apXUBHOTO areHTcTBa http://archives.ru/, Pocapxus PO

10.Crynenueckas o6ubnroreka [D71eKTPOHHBII pecypc]-
http://www.lib.students.rucBo0onHbIi.—3ar. ¢ 3xpana. S3. pyc.

11. . ®enepanbHbiii  oOpa3oBaTenbHblii  moptan  «MHQOpMAIMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJOTHH B 00pa3oBaHUM. [DnexTpOoHHBIN pecypc]. —Pexum JlocTyna:
http://window.edu.ru/resource/832/7832, cBoOOHBIN. —3ar. ¢ 9kpaHa. 3. pyc

3.3 YuyeOHO-MeTOAMYECKOE 00eciedYeHHe CAaMOCTOATeIbHOI padoThl 00y4aIOLIUXCH

CamocTosrenbHas paboTa sSBIseTCs 0053aTeNbHON I Kakoro oodyyatomierocst. CamocTosiTeNbHas
paboTa MOMKET OCYIIECTBIIATHCS WHAMBUAYAIBHO WM TpyNIamMH B 3aBUCUMOCTH OT ILeNd, 0o0beMa,
KOHKPETHOW TEMAaTHKH CAMOCTOATEIbHON padOThI, YPOBHS CIOKHOCTH, YPOBHSI YMEHUIN 00y4YaronInXcs.

KoHTponb pe3ynpTaToB BHEAyAMTOPHOM CaMOCTOSTENbHON pabOThl OCYILECTBIISETCS B Mpejaenax
BPEMEHH, OTBEJICHHOI'O Ha 00s3aTelIbHbIE Y4YeOHbIE 3aHATUS U BHEAYIUTOPHYIO CaMOCTOSITENIbHYIO
paboty oOyyaromuxcs mo npohecCHOHAILHOMY MOYIIO, MPOXOIUT KaK B MUCbMEHHOM, TaK M yCTHOM
WM CMeUIaHHOU (opMe, C MPeICTaBICHUEM U3/1ETUs WK IPOAYKTa TBOPUECKOM J1eATEIbHOCTH.

B kauecTBe ¢popM U METOZ0B KOHTPOJIS BHEAYTUTOPHOM CaMOCTOSATEIbHOW paboThl HCIOIB3YIOTCS:
npoeepKka  6bINOJIHEHHOU pabomuvl  npenooasamenem, CeMUHAPCKUe 3aHAMuUs,  Mecmuposanue,
camoomuemsl, KOHMPObHblE pAOOMbL, 3AWUMA MEOPUECKUX pabom u Op.

Ne | HaumeHoBanue OneHouHBIE  CpeACTBA  (3alaHus) JJIS  CaMOCTOSTEIbHOU
pazniena/TeMbl BHEAYJIUTOPHON PabOTHI
Paznen 1. JlokymeHTHpOBaHME U OpraHU3aIs paboThl ¢ OUITNATEHBIMEI JOKYMEHTAMU

1 Tekct 3agaHusl BBIIOJHUTH NpakTUdyeckoe 3anaHue "Hcrtopus

nenonpousBojacTsa B Poccun".

Lens: CdopmupoBath  yMEHHS:  OIEHHBATh  COI[HAIBHYIO
3HaYUMOCTh  CBOeM Oyaymieil  mpodeccun,  onpeaensiTh
HEOOXOIUMBbIE HWCTOYHUKKA WHGOpPMAIUH, BBICTATh Haunboee
3HaYMMOE€ B HM3y4aeMOM MaTepuasie U CTPYKTYpUPOBATh
noiydaeMyro uH(popMmanuio, OoQOpMISITH pPE3yabTaThl IMOUCKA
nH(poOpMalliK, a TaKkKe OIEHUTh CYNIHOCTh M 3HAaYMMOCTh

Tewma 1. OGmme
BOITPOCHI
opranuzanuu J10Y
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poeCCUOHAIBHON JESTEIHHOCTH.

Pexomenpmanuu 1o BBINOJHEHUIO  3ajaHusi:  Mcnonb3ys
ucrounnkd ObC, WHTEpHET-pecypchl, COCTaBUTH TaOJIHUILY,
OTPaXAIONIYI0  OCHOBHBIC  XapaKTEPUCTUKH  HCTOPUYCCKHUX
ATANoB  pa3BUTHSA Jenonpou3BojactBa B Poccun".B  koHue
BBIIIOJIHEHHOTO 3aJaHMS OIMCATh UCIOJb30BAHHBIC HCTOYHHUKH
uH(popManuu B COOTBETCTBHHM C TpeOoBaHusmu. MHdopmarus
JOJDKHA OBITh  KPaTKOW, JIOCTYIHOM sl BOCHPUSTHS U
MMOHUMAaHUS

Kpurepuu onenku:

OlleHKa «OTJIUYHO» BBICTABJISIETCS 3@  CaMOCTOSITEJIBHYIO,
0e301mn604YHO BBITIOJTHEHHYIO paboty, COAEPKAILYIO
apryMEHTHPOBAHHBIM BBIBOJ M pallMOHAIBHOE H3JI0JKCHHE
Mmarepuaia, GopMy MpeacTaBICHHUS.

OneHka «XOpoIIo» BBICTABIAETCS 3a paboTy, COAEpIKAIILYIO
HEJ0YETHI, 0€3 4eTKOI (POPMBI TPEICTABICHUS.

OLeHKa «yJIOBJIETBOPUTEILHO» BBICTABISETCS 3a HEJOCTATOYHO
apryMEHTHPOBAaHHYIO  paboTy, COACpKallyl0 HEIOYeThl B
W3JI0)KEHUU MaTepuaia u OpMbI PEICTABICHHUS.

Onenka «HEYIOBJIETBOPUTEIILHO BBICTaBIISICTCA, eclti
CaMOCTOSITEJIbHAsI paboTa HE BBINOJIHEHA. .

Texct 3ananus: CoBpeMEHHBIE TEXHOJIOTUHM OpraHu3aluu
Poccuiickoro nenonponsBoacTaa

ens: CdopmupoBaTb  yMEHHSA:  OIEHUBATh  COIHAIBHYIO
3HaYMMOCTh  cBoeill Oyaymed  mpodeccuu,  ONpeAessTh
HEOoOXOIUMBbIE HCTOYHUKHM WH(POpPMAIUK, BBAEIATh Hauboiee
3HaYUMOE€ B HM3y4aeMOM MaTepuajge U CTPyKTypuUpOBaThb
nojsiyyaeMyro HHpopmanuio, oQopMIISATh pe3yibTaThl IMOMCKA
uHbOpMallUK, a TaKXe OLEHUTh CYIIHOCTh U 3HAUYUMOCTh
PO eCCUOHAIBHON JESTEIHHOCTH. .

PekoMengauuu 1o  BeIMOJNHEHMIO  3ajgaHus:  Mcnonbsys
uctoynukn OBbC, HHTEepHET-pecypchl, COCTaBUTh TaOIUILY,
OTPAXKAIOIIYI0  OCHOBHBIE  XAPAKTEPUCTHKH  HCTOPHUYECKHX
ATAmoOB  pa3BUTHUsS JenonpousBojactBa B Poccun".B  koHie
BBITNIOJTHEHHOTO 3a/IaHUs OINUCATh UCIIOJIB30BAHHBIE HCTOYHUKU
uHbOpMallUd B COOTBETCTBUM ¢ TpeboBaHUsAMH. MHopMarus
JOJKHa OBITh  KpaTKOM, JOCTYNHOM JUIsl BOCHPUSATHS U
MTOHVMAaHHUs

Kpurepun onenkn: OneHka «OTJIIMYHO» BBICTABISIETCS  3a
CaMOCTOSITeNIbHYI0, ~ 0€30IIMO0YHO  BBINOJHEHHYIO  palorty,
COJIEp’Kalllyl0 apryMEHTHPOBAHHBIN BBIBOJ U palMOHAIbHOE
U3JI0KEeHUe MaTepuaia, GopMy IpeacTaBICHHUS.

OneHka «xopoIIo» BBICTABIAETCS 3a paboTy, coaepKallyro
He/loueThl, 0e3 4eTKoi (PopMBbI peICTaBICHHMS.

OneHka «yJOBJIETBOPUTEIHHO» BBICTABIISETCS 3a HEIOCTATOYHO
apryMEHTHpPOBaHHYIO  palboTy, coJepKallyl0 HEIO4YeThl B
U3JI0’)KEHUU MaTepuana u GopMbl MPeICTaBICHUS.

OneHka  «HEYAOBJIETBOPUTENBHO»  BBICTABIISIETCA, eciu
camocTosITelIbHas paboTa He BHITIOJHEHA.

Tema 2. Cucremsl
I[OKyMGHTaI_II/IOHHOFO
obecrieueHus

Tekcr 3amanus: Co3aaTh CTPYKTYpy OpraHU3alldd M CIYXKObI
JIENIOTIPOU3BOJICTBA  CMEIIAHHOW  OPraHM3allMOHHON  (OpMBI
paboTHI C TOKYMEHTAMH.
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yIpaBiIeHUS

[ens: 3aKpeIUieHMe  TEOPETHMYECKOro  marepuanga [0
COOTBETCTBYIOIIEH TEeME, B TOM YHCIE 3HAaHUHU o
UCIIOJIb30BAHUIO CTPYKTYPY, UX KIAacCU(PUKALUU U YUCICHHOTO
COCTaBa..

Pekomenmanuum 1o  BeIMOJAHEHUIO  3agaHus:  [lomb3ysach
MaTepuaibHbiM obecriedennem (1. Ompegenure K  Kakou
KaTeropuy OTHOCUTCS YUYPEXKICHHE M JlaliTe XapaKTEPUCTHKY,
JIAHHBIC 3aluIIUTe B Ta0iuIly,2.3alloIHATE MPEII0KEHHYIO
dbopmy nns  mompasneneHuit  cayxOer  JIOY. 3.Mcnonwsys
pacueTHbie  (GOpMyJIBI WIM  CHEIMUAIbHBIE  HOPMATHBHBIC
TaOJIMLBI, ONPEAEIUTh HOPMATUBHYIO YUCJIIEHHOCTh U
JOJKHOCTHOUM coctaB pabotaukoB J1OVY.4.Mcnonb3yst TUTIOBBIC
ctpyktypsl JIOY u 3amanue moctpoite cTpykTypy ciryxosr JJOY
Kputepun onenku: OneHka «OTJIIMYHO» BBICTABISIETCS 3a
CaMOCTOSITeNIbHYIO,  0€30IMO0YHO  BBIMOJHEHHYIO  padoTy,
COJIEpXAIIyl0 apryMEHTUPOBAaHHBI BBIBOJ U PpallMOHAIBLHOE
U3JI0’KEeHUE MaTtepuaia, GopMy MpeacTaBIeHUs.

OlleHKa «XOpOIIO» BBICTABJISETCS 3a padoTy, COJEPXKAIIYIO
HEJ0YETHI, 0e3 4eTKOM (POPMBI IPeICTaBIICHUSI.

OLeHKa «yJOBJIETBOPUTEIBLHO» BBICTABISETCS 3a HEJOCTATOYHO
apryMEHTHPOBAaHHYIO  paboTy, COACpKallyl0 HEIOYeThl B
U3JI0’KEHUU MaTepuana u GopMbl IPEACTaBICHUS.

Ouenka «HEYIOBJICTBOPUTEITHLHOY BBICTaBJISICTCS, eciu
camocTosiTellbHas paboTa He BHITIOJTHEHA.

Tekcr 3amanus: [loaroToBuTh  37MEMEHT  MOPTHOIHO  —
MIPHIIOKEHUsST 00pa3IoB JIOKYMCHTOB

[lenb: cOBepIIEHCTBOBATh 3HAHHUSI W TEOPETHUECKHUE OCHOBBI
COCTaBJICHUS u odopmiteHHS OpTaHU3aI[MOHHO-
pacrnopsiAuTeILHON JOKYMEHTAIUH, MOITBEPKIATh
KOHKPETHBIMHU TIPUMEPaMHU

PexoMeHaanuu 1o BIMOJHEHUIO 3a/IaHUS:

Jlist co3maHus MPUIIOKEHUH MOXHO HCIOJIB30BaTh HMHTEPHET -
pecypchl, CpeacTBa MaccoBoW HH(popmanuu, a TakK ke
PEKOMEHIAIMK 10 TIPEJCTABJIICHUIO TPWIOKECHUS W CITHCOK
HAUMEHOBAaHMI  BHAA  JOKYMEHTOB  pa3MEIIEHHBIX  Ha
00pa3oBaTeIbHOM nopTaie B AIIEKTPOHHOM Kypce
«/lokymMeHTalmoHHOE obecrnieueHue yIIPaBICHUS».
[Tpoananu3upoBaB peajgbHBIC YIPABICHYCCKUE JOKYMEHTHI W
npaBwia OQOPMIICHHS, MOATOTOBbTE WM CO3JaiTe 0OpasIlbl
JIOKYMEHTOB.

Kputepuu oneHku:

OneHka «OTJIIMYHO» BBICTABISIETCS 32  CaMOCTOSTENBHYIO,
6e301nb04YHO BBITIOJIHEHHYO paboty, CoJIepXKaIlylo
apryMCHTHPOBAHHBIA BBIBOJ U pAIlMOHATLHOEC  H3JIOKCHHUE
MaTepuana, GopMy IpeaCTaBICHHUS.

OneHka «XOpomIO» BBICTABISETCS 3a paboTy, COAEpIKalIyIo
HEJ0YeThl, 0e3 YeTKOM (POpMBI MpeICTaBICHUSI.

OrneHka «yJIOBIETBOPUTEIHHO» BBICTABISETCS 32 HEIOCTATOYHO
apryMEHTUPOBAHHYIO paboTy, COAEpXKAIyId HEAOYETHl B
U3JI0KCHUU MaTepuaia u GOpPMBI IPEICTABICHUSI.

OneHKka  «HEYJOBICTBOPUTEIBHO»  BBICTABISETCSA,  €CIHU
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CaMOCTOATCIIbHaA pa60Ta HE BBIIIOJIHCHA.

Texkcr 3amanmst:  [logroroBute  »1meMeHT  mopTdommo  —
MPUIIOKECHUS 00pas1oB (mpoananu3upoBaB peanbHbIe
yIpaBJIeHYECKHE JIOKYMEHTHI W  TIpaBwia  o(hOpMIICHHS,
MOJTrOTOBBTE MJIM CO3AalTE 00pa3Ibl O0OBSICHUTEIBHBIX 3AIHCOK. )
Llemyn: coOBepUICHCTBOBATh 3HAHMS W TEOPETUYECKHE OCHOBEI
cocraBieHuss U odopmieHus HHPOPMAIMOHHO-CIIPABOYHON
JOKYMEHTAIUH, TOATBEPKIAaTh KOHKPETHBIMHU IIPHUMEPAMH.
PexomeHganmy 1o BEIOTHEHUIO 33 JaHHS:

Jns co3maHusl MPUIOKEHUH MOXKHO HCIIONB30BAaTh HWHTEPHET -
pecypchl, CpeacTBa MaccoBoM MH(pOpMAaluM, a TaK JKe
PEKOMEHIALUN IO NPEACTABICHUIO TPHIOKEHUS U CHHCOK
HAaNMEHOBAaHMKA  BUJA  JOKYMEHTOB  DPa3MELICHHBIX  Ha
00pa3oBaTeILHOM noprae B AIIEKTPOHHOM Kypce
«JloKkyMeHTaIlMOHHOE obecrieyeHne YIIPaBIICHUS.
[Ipoananmu3upoBaB peajbHbIC YIPaBICHYECKHE IOKYMEHTHI H
npaBwia OQOpPMIICHHUS, MOATOTOBBTE WM CO3JaiiTe 00pasibl
JOKYMEHTOB.

Kpurepun oneHku:

OneHka «OTJIMYHO»  BBICTABIETCS 32 CaMOCTOSTENBHYIO,
6e301n604YHO BBITMIOJTHEHHYIO paboty, COJIEpIKaIILYIO
apryMEHTHPOBAHHBIA BBIBOJ W pAMOHAIBHOE  H3JI0KEHHUE
marepuaia, (hopMy MpeaCcTaBICHUs.

OmeHka «XOpOIIO» BBICTABIAETCA 3a pPabOTy, COAEPIKaIlyIo
HeJI0YeThl, 0e3 YeTKOH (OPMBI IIPEICTABICHUSI.

OmeHka «yJOBJIETBOPUTENBHO» BBICTABIAETCS 3a HEIOCTATOYHO
apryMEHTHpPOBaHHYIO  palboTy, coJepKallyl0 HEIO4YeThl B
U3JI0KEHUU MaTepuaia u GOpPMBI IPEICTABICHUSI.

OneHka  «HEYJIOBIETBOPHUTEIbHO»  BBICTABJIAETCS,  €CIHU
caMoCTOATeNIbHAs pab0oTa HE BHINOJHEHA.

Tekcr 3amanus: CocTaBUTh TaOJIUIy OCHOBHBIX HOPMAaTHBHBIX
nokymeHTtoB JIOY wu omnpenenuTts HMX peraaMeHTHPYROIIUN
MOPSAIOK

Llens: yrmyGneHue paHee HM3Y4EHHOro MaTepHaja, BbIpaboTKa
YMEHMM W HaBBIKOB IO paboTe M JaHHBIMH W3 Pa3IUYHbBIX
HCTOYHUKOB

Pexomenmanuu 1o BBITOJIHEHMIO 3aAaHus: VCnonb3ys KOHCIEKT
cocTaBuTh Tabmuiy. [Ipy MOCTpPOEHHH CTPYKTYPHO-JIOTHYECKOMH
TaOJIMLBI TEMbl HEOOXOJWMO BBIIETUTH TJIABHOE B TEME.
JIakOHMYHO, KOMIAKTHO, CXaTo M3JIOKUTh  OTOOPaHHBIN
Marepuan. Jlormka  MOCTPOECHHS  CTPYKTYPHO-JIOTHYECKUX
TAaOMUIBI  -OTPAaXEHHE  COACPXKATENbHBIX  CBsi3ed  Mexay

eIMHULIAMU u3naraeMoi uH(popMaluuy, ux YyeTKas
KJaccu(uKalus Mo ypOBHSAM 3HAYMMOCTH. OTambl pabOThl HaJ
CTPYKTYPHO-JIOTHYECKOU cxemotii: 1 .ITonck
uHpopManun2. AHanums3 uHpopmanuu3.OcMbIciieHre

uHpopmannn4.Cunres vHGOpMaIu

Kpurepuu oneHku:

OueHka «OTJIIMYHO»  BBICTABISETCS 33 CaMOCTOSITENIBHYIO,
6e301mub0YHO BBITIOJIHEHHYIO paboty, COJIepXKAILYIO
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apryMEHTHUPOBAHHBIM BBIBOJ M palUOHAIBHOE  M3JI0KECHHE
MaTepuana, GopMy IpeaCTaBICHHUS.

OneHka «xOpoIIo» BBICTAaBIAETCS 3a pPaldOTy, COAEpPIKAIILYIO
HE/o4ueThl, 0e3 4eTKO (POpMBI TPEICTaABICHHS.

OueHKa «yJIOBJIETBOPUTEIBHO» BBICTABISAETCS 3a HEAOCTATOYHO
apryMEHTHpPOBaHHYIO  palboTy, coJAepKallyl0 HEIOYeThl B
U3JI0’)KEHUU MaTepuana u GopMbl PEACTABICHUS.

Onenka «HEYJI0BJIETBOPUTEIHLHO BBICTABJIIETCS, eciu
camocTosTelbHas paboTa He BBIIOJIHEHA.

Tewma 3. Opranuzanus
paboTsI ¢
JIOKyMEHTaMH B
YUPEKAECHUU

Tekcr 3aganus: [logroroBka oOpa3oB BXOSIINX, HCXOSMIINX U
BHYTPEHHUX JJOKYMEHTOB

Lens: dopmupoBanue po¢eCCHOHATBHBIX u 001X
KOMIIETEHIII 4Yepe3 BBHIIIOJIHEHUE KyPCOBOM paboThI.
PekomeHnauu 10 BBIMOJHEHUIO 3agaHus: J{JIs TOArOTOBKH
JOKYMEHTOB MOYXHO HCIIONIb30BaTh  MHTEPHET - PECYPCHI,
cpeicTBa MaccoBoWM HMH(OpManuM, a Tak e PEKOMEHIAIUU
pa3MeIIeHHBIX Ha 00pa3oBaTeIbHOM IOPTaje€ B AJIEKTPOHHOM
Kypce «JloKyMeHTaIMOHHOE 00ECIICYCHHUE YITPABICHUS.
Kpurepuu ouenku:

OneHKa «OTJIMYHO»  BBICTABIISICTCS 32  CaMOCTOSTENBHYIO,
6e301m1004YHO BBITIOJIHEHHYO pabory, COJIepXKAaIIYIO
apryMEHTHPOBAHHBIA BBIBOJI M pAIlMOHAIBHOE  HM3JIOKCHUE
marepuaia, GopMy MpeacTaBICHHS.

OrneHKa «XOpOIIO» BBICTABISCTCA 3a padoTy, COJEPIKAIIYIO
HE/o4YeThl, 0€3 4eTKOH (POpMBI TPEICTaBICHHS.

OreHka «yJqOBJIETBOPUTEIHHO» BBICTABISETCS 32 HEIOCTATOYHO
apryMEHTHPOBAaHHYIO  paboTy, COJEp)Kallyl0 HEIOYeTHl B
U3TI0KEHUU MaTepuana u GopMbl MPEACTABICHUS.

OneHka  «HEYIOBIETBOPUTEIBHO»  BBICTABIACTCS,  €CIH
CaMOCTOsTeNIbHas paboTa He BBIIOJIHEHA.

Texct 3amanus: [lopsaok 3amoHEHUsS PETUCTPALMOHHBIX (HOpM
no EI'C/l u BeneHre KOHTPOJIS 32 UCIIOJTHEHUEM CITYKEOHBIX
Ilens:  3akpemyieHHMe  TEOPETHYECKOTO  MaTepuaia [0
COOTBETCTBYIOLIEH TeMe, B TOM YHCIIEe 3HAHUM MO MpPOBEIEHUS
pEeTUCTpaly JOKYMEHTOB M KOHTPOJIS HCIIOTHEHHS
PexomeHganMu 1O BBIMOJIHEHUIO 3afJaHus: [ 3amonmHeHus
PETUCTPAIIMOHHBIX (OPM MOXKHO HCIIONIb30BaTh  WHTEPHET -
pecypchl, CpeiacTBa MaccoBOoil  HMH(opMamuM, a TaKk JKe
PEKOMEHJANMU Pa3MENICHHBIX Ha 00pa30BaTeIbHOM TOpTaje B
JIEKTPOHHOM  Kypce  «JloKkyMeHTanmoHHoe  oOecreyeHue
YIIPaBICHUSY.

Kpurepuu oneHku:

OneHka «OTIMYHO» BBICTABISAETCS 34 CAMOCTOSATENBHYIO,
6e301m160YHO BBITNIOJTHEHHYIO pabory, COJIEPIKAIILYIO
apryMEHTHPOBAHHBIA BBIBOJI W pAIMOHAIBHOE  H3JI0KEHUE
Mmatepuaia, GopMy MpeacTaBICHHS.

OmeHka «XOpOIIO» BBICTABIAETCA 3a pPadOTY, COIEPIKAIIYIO
He/loueThl, 0e3 4eTKoi (popMbI peICTaBICHHUS.

OrneHka «yJOBJIETBOPUTEIBHO» BBICTABISETCA 34 HEJOCTATOYHO
apryMEHTHPOBAHHYIO  palboTy, coOJEpKallyl0 HEJO4YeThl B
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U3JI0KEHUU MaTepuana u GopMbl IPeICTABICHUS.
OueHka  «HEYJIOBJIETBOPUTEIBHO»  BBICTABISETCS, eciu
camocTosiTellbHas paboTa He BBINIOJIHEHA.

Texct 3amanusa: Pabora, peructpauus U  KOHTPOJb C
oOpaleHus My TpaxaaH

Henb:  3akperuieHHMe  TEOPETHYECKOIO  Marepuaiga IO
COOTBETCTBYIOLIEH TEME, B TOM 4YHUCJIE 3HAHUN 1O IPOBEIACHHUS
peructpanuu  JOKYMEHTOB U  KOHTPOJIA C OOpalieHUsIMHU
rpaXKaaH.

PekoMenpanuu 1o BbIMOJAHEHHIO 3adaHus: [ pabotsl,
perHCTpaliiii U KOHTPOJS C OOpalICHUSIMH TPaXTaH MOXKHO
UCIIONIb30BaTh ~ HMHTEPHET - PEcypchl, CpPEACTBa MacCOBOM
uHOpMalIMK, a TaK ke PEKOMEHJAIMH  Pa3MEUICHHBIX Ha
o0pa3oBaTenTLHOM nopTrase B AIIEKTPOHHOM Kypce
«JlokyMeHTaIMOHHOE 00ECTICUCHUE YITPABICHUS.

Kputepuu onenku:

OneHka «OTJIMYHO»  BBICTABIIACTCA 33  CaMOCTOSTEIBHYIO,
6e301m1004YHO BBITIOJIHEHHYO pabory, COJIepXKAaIIYIO
apryMEHTUPOBAHHBIA BBIBOJ U pAIMOHAIBHOE  H3JIOKEHUE
marepuaia, GopMy MpeacTaBICHHS.

OneHka «XOpoIIo» BBICTABIAETCS 3a paboTy, COAEpKAILYIO
HEJ0YEThI, 0€3 4eTKOI (POPMBI IpeICTaBIICHUSI.

OrneHka «yJOBJIETBOPUTEIHHOY» BBICTABIACTCS 32 HEIOCTATOYHO
apryMCHTHPOBAHHYIO paboOTy, COJAEpKAIIYyI0 HEIOYETHl B
U3JI0’KEHUU MaTepuana u GopMbl IPEACTABICHHUS.

OneHka  «HEYIOBJICTBOPUTEIBHO»  BBICTABIISICTCA, ecim
camocTosTeNnbHas paboTa He BHITIOJTHEHA.

Tekcr 3amanus: Pabora ,00paboTka u perucTpanus
KOH(HUICHIINATBHBIX JOKYMEHTOB
Henb:  3akperuieHMe  TEOPETUYECKOTO  MaTepuayia 110

COOTBETCTBYIOIIEH TEME, B TOM 4YHCJI€ 3HAHUN 1O 00paboTke U
peructpanyy KOH(UICHIUATbHBIX JOKYMEHTOB.

PekoMenpanuu 1o BBIMOJAHEHHMIO 3adaHus: Jias  paboTsl,
00pabOTKM M  perucTpanuu KOH(UIEHLIHANBHBIX JOKYMEHTOB
MO>KHO MCHOJIb30BaTh HMHTEPHET - PECYPCHI, CPEACTBA MACCOBOM
uHboOpMalMK, a TaK e PEKOMEHJAIMM  pa3MEIlEeHHbIX Ha
00pa30BaTEILHOM nopraie B AIIEKTPOHHOM Kypce
«JloKyMeHTaImoHHOE 00eCTIeYeHHE yIPaBICHU.

Kpurepun onenku:

OneHka «OTJIIMYHO»  BBICTABIIAETCA 34  CaMOCTOSITENBHYIO,
0e301n604YHO BBIMIOJTHEHHYIO paboty, COJIEprKaILyIo
apryMEHTHPOBAHHBIA BBIBOJL U pAIMOHAIBHOE  M3JI0KEHHUE
Marepuana, GopmMy mpeacTaBiIeHuUs.

OneHka «XOpoUIO» BBICTABIsIETCA 3a paldoTy, CoOJEpXKaIlyio
HeJ04eThl, 0e3 YeTKoi (popMbI MpeCTaBIECHUSI.

OneHka «yJOBJIETBOPUTEIBHO» BBICTABIISAETCS 3a HEIOCTATOYHO
apryMEHTHPOBaHHYIO paboOTy, COAEpXKAllyl0 HEAO0YeThl B
U3JI0KEHUU MaTepuaia u GOpMbI PEICTaBICHUS.

OneHka  «HEYJIOBJIETBOPUTEIbHO»  BBICTABJIAETCS,  €CIHU
CaMOCTOsITeNIbHAs paboTa HE BBHIOJIHEHA.
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Paznen 2. Opranusanus paboThl C TOKYyMEHTaMU B @BTOMaTU3HPOBAHHBIX CHCTEMAX

Tema 1. IIpaBuiia
paboTHI ¢
JTOKyMEHTaMH Ha
AJIIEKTPOHHBIX
HOCHUTEJISIX

Texcr 3amanus: Vcnonp3oBaHME NPaBOBBIX MH(POPMAIMOHHBIX
CUCTEM

Ilenb: BblsiBiIeHHE  JONOJHUTEIBHBIX HMHCTPYMEHTOB  JIJIs
OCYILECTBIICHUS MPO(HECCHOHANBHOM NeSITETbHOCTH
PexomeHanMy 1o BBIMOJHEHUIO 33aHUSA: MOXHO HCIIOJIb30BaTh
untepHer — pecypebl (CIIC Koncynbrantllnmoc u I'apanr),
CpelcTBa MaccoBOW HMH(POpPMALMHU, a TAKXKE  PEKOMEHAALUU
pa3MeIIEeHHbIX Ha O00pa30BaTEIbHOM IOpPTale B 3JIEKTPOHHOM
Kypce «JlokyMeHTalloHHOe 00ecriedeHne YIpaBICHUD).
Kpurepuu onenku:

OneHka «OTJIMYHO»  BBICTABISETCS 32 CaMOCTOSTENbHYIO,
0e301mK1004YHO BBIIIOJIHEHHYIO pabory, COJEPIKALLYIO
apryMEHTHPOBAHHBIA BBIBOJ U pAIMOHAIBHOE  M3JI0KEHUE
marepuaia, GopMy MpeacTaBICHHS.

OneHka «Xopoulo» BbICTABIseTCS 3a paboTy, COJEpIKallyro
HE/Io4YeThl, 0€3 4eTKOH (POpMBI TPEICTaBICHHS.

OrneHka «yJOBJIETBOPUTENIbHO» BBICTABISCTCA 34 HEJOCTAaTOYHO
apryMEHTHPOBaHHYI0 paboOTy, COJAEpXKALlyl0 HEAO0YEThl B
U3JI0KEHUU MaTepuaia u GopMbl IPEACTaBICHUS.

OueHka  «HEYAOBJIETBOPUTEIBHO»  BBICTABISETCA,  €CIU
CaMOCTOsTeNIbHAs paboTa HEe BBIIOJHEHA.

Texcr 3apmanus: Ilepemawa  unHdopmamuum U cpencTsa
TEJIEKOMMYHHUKAIIMOHHBIX ~ TEXHOJOTMA B DIJIEKTPOHHOM
JIOKyMEHTO000pOoTe

[enb: 3akperuieHrne 3HaHu| 0 COOTBETCTBYIOIIEH TEME.
PexomeHganMu 1O BBINOJHEHUIO 3ajgaHus: g mepenaun
nHpopManuu, B TOM qucie CpeACTBaMU
TEJIEKOMMYHHUKAIIMOHHBIX ~ TEXHOJOTMH B BJIEKTPOHHOM
JOKYMEHTOO00POTE MOKHO HCIIOJIb30BaTh HMHTEPHET - PECYPCHI,
cpeacTBa MaccoBod HH(OpMamuu, a Tak Xe€ PpPEKOMEHIALUU
pa3MelIeHHBIX Ha 00pa30BaTelIbHOM IOpTaj€ B 3JIEKTPOHHOM
Kypce «JloKyMeHTaIMOHHOE 00ecTIeYeHHE yIpaBICHU.
Kpurepun onenku:

OneHka «OTJIMYHO» BBICTABISETCS 32 CaMOCTOSATENbHYIO,
0e301nO60YHO BBIMIOJTHEHHYIO paborty, COJIEpIKaIILYIO
apryMEHTHPOBAHHBIA BBIBOJL U pAIMOHAIBHOE  HM3JI0KEHUE
Martepuana, Gopmy mpeacTaBiIeHuUs.

OneHka «XOpoLIO» BBICTABIsETCA 3a paboTy, CoAepIKallyro
HeJ04eThl, 0e3 YeTKoi (popMbI MpeCTaBIECHUSI.

OrneHka «yJOBIETBOPUTEIBHO» BBICTABISETCS 3a HEJOCTATOYHO
apryMEHTHPOBAaHHYIO  palboTy, COJAEp)Kallyl0 HEIO4YeTHl B
U3JI0KEHUU MaTepuaia u GOpMbI IPEeICTaBICHUS.

OueHka  «HEYAOBJETBOPUTEIBHO»  BBICTABISETCA,  €CIHU
CaMOCTOsITeNIbHAs paboTa HE BBHIIOJHEHA.

Tema 2. Opranuzanus
paboTsI ¢
JIOKyMEHTaMH B
ABTOMATHU3MPOBAHHBIX
CUCTeMax

Tekcr 3aganus: Vcnons3oanuto UIIC B pabote ¢ qokyMeHTaMu
[enb: 3akperuieHne 3HaHU| 110 COOTBETCTBYIOIEN TEME.
Pexomenpanuu 1o BBINONHEHUIO 3afaHust: 11 MCnosb30BaHUsA
UIIC B paboTe ¢ JOKYMEHTaMU MOYKHO MCIIOJIb30BaTh MHTEPHET -
pecypehl, CpeAcTBa  MaccoBOM  MHQopMammM, a Tak Ke
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3NIEKTPOHHOTO
JOKYMEHT0000poTa

PEKOMEHJalMN  pa3MENICHHBIX Ha 00pa30BaTENIbHOM IOpPTAje B
JIEKTPOHHOM  Kypce  «JloKyMeHTalmoHHOe  oOecreyeHue
YIIPABIICHUS.

Kpurepuu onenku:

OneHka «OTJIMYHO» BBICTABISECTCS 33 CAMOCTOSTEIBHYIO,
0e301mnd0uHO BBIIIOJTHEHHYIO pabory, COZIEpIKAIIyI0
apryMEHTHPOBAaHHBI BBIBOJ, M PpAIMOHATBHOE  H3JIOXKEHHUE
marepuaia, GopMy MpeacTaBICHHS.

OmeHka «XOpOIIO» BBHICTABISAETCA 3a PabOTy, COJEPIKAIILYIO
HE/o4ueThl, 0e3 4eTKOH (POpMBI PeICTaBICHHS.

OmneHka «yJOBJIETBOPUTEIBHO» BBICTABIACTCS 3a HEIOCTATOYHO
apryMEHTHpPOBaHHYIO  palboTy, coOJAepKallyl0 HEIOYeThl B
U3JI0KEHUN MaTepuaia u GOpMBbI IPEICTaBICHUSI.

Onenka  «HEYIOBIETBOPUTEIBHO»  BBICTABIACTCS,  €CIHU
caMoCTOATENIbHAs padoTa HE BHINOJHEHA.

Texkct 3agaHus PemuTh CUTyallMOHHYIO 3agauy o
panoHaibHOMY ucnosib3oBanuio UIIC B pabote ¢ nokymeHTaMu
Llenb: cucTeMaTU3UPOBAaTh 3HAHUS [0 M3YYCHHOH TeMe W
OCMBICIIMTh  pEAIbHYI0 HPOECCHOHATBLHO-OPUEHTUPOBAHHYIO
CHUTYAIIHIO.

Pexomennanuu no BblnodHEHUIo 3ananus: [IpencraBbre  cele,
9TO  BaM  TOPYYMIM  TOATOTOBUTH  COOOIIEHWE  Ha
onepatuBHoe coBemanue Ha temy MIIC aBTOMaTH3MpOBaHHOTO
Tina B paboTe ¢ JTOKyMEHTaMH. Bam HE00X0 MO
IPOaHAIN3UPOBATh ¢dbynkunoHanbHble Bo3MoxkHocTH — MIIC
ABTOMAaTH3UPOBAHHOTO TUTIA YUUTHIBAS ( CIIFICOK
BO3MOXKHOCTEH, NpUMEphl  HCIOJIb30BAaHUs,  JIEMO-BEPCHH,
1eHoo0pa3oBaHue). YKaxKUTe KaKue HMCTOYHHUKHU BBI
UCMONb30BAIM  JAns  aHanmm3za U noueMy? CocraBbTe
PEeKOMEHJAllMi W  XapaKTepUCTHMKU 10 BHenpeHuto COJI
¢dbopMy npeacTaBICHUS ONPEIEIUTE CAMOCTOSTENBHO.

Kputepun ouenku: OleHKa «OTIMYHO» BBICTABIIAETCS 3a
CaMOCTOSITENIbHYI0,  0€30IIHMO0YHO BBIIOJIHEHHYIO pabory,
COJZIEPIKaIYIO apryMEeHTHPOBAHHBII BBIBO/I u

COJIepKaTeNbHbIE PEKOMEHIAIINH.
OneHka «XOpOLIO» BBICTABIAETCS 3a paboTy, COJEpXKAILyIo
He/oueThl, 0e3 peKOMEeHJalHi.

OneHka «yJOBJIETBOPUTEIBHO» BBICTABISETCA 34 HEJOCTATOYHO
apryMeHTHPOBAaHHYIO paboTy, COAEPKAILYIO HEOUETHI.

OneHka  «HEYJIOBJIETBOPUTEIbHO»  BBICTABJIAETCS,  €CIHU
CaMOoCTOsITeNIbHas paboTa HE BBHIIOJIHEHA.

Paznen 3. Opranu3zanmo

HHOE 00eCIIeueHne ACATCIIBHOCTH OpraHu3anuu

Tema I. Pons
npodeccun cekperaps
B CTPYKType CIyKOBbI
JIeNTOTIPOU3BOICTBA

Texct 3a1aHUA: HOJIFOTOBI/ITB OCHOBHBIC OOKYMCHTBI JJIA
cobecenoBaHus

[enb: 3aKkpeluieHue  TEOPETHYECKOro  Marepuaia 1o
COOTBETCTBYIOIIEH TEME.

PGKOMGH,}IaHI/II/I II0 BBIIIOJJTHCHUIO 3aJaHUS: HJ'ISI HUCIIOJIb30BaHU
HUIIC B paboTe ¢ TOKyMEHTaMH MOYKHO HCIIOJIb30BaTh WHTEPHET -
pecypchl, CpeAcTBa MaccoBod HMHGOpMAIMK, a TaK Ke
pEKOMEHIAlMK  pa3MEIICHHBIX Ha 00pa3oBaTebHOM IOpTaje B
JNEKTPOHHOM  Kypce  «J/lokymeHTanmoHHoe  obecreyeHue
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YIIPaBIICHUS.
Kpurepun oneHku:

OneHka «OTJIMYHO» BBICTABISECTCS 33 CAMOCTOSTEIBHYIO,
0e301mnd0uHO BBIIIOJTHEHHYIO pabory, COZIEpIKAIIYIO
apryMEHTHPOBAaHHBI BBIBOJ, M PpAlMOHATBHOE  H3JIOXKEHUE
Mmarepuaia, GopMy MpeacTaBICHHS.

OneHka «XOpOIIO» BBICTABISACTCA 3a pPadOTY, COIEPIKAILyIo
HE/o4eThl, 0e3 4eTKOH (POpMBI MPEICTaABICHHS.

OmneHka «yJOBJIETBOPUTEIBHO» BBICTABIACTCS 3a HEIOCTATOYHO
apryMEHTHpPOBaHHYIO  paloTy, coJAepKallyl0 HEIOYeThl B
U3JI0KEHUN MaTepuaia u GOpMBbI IPEICTaBICHUSI.

OneHka  «HEYIOBIETBOPHUTEIBHO»  BBICTABISCTCS,  €CIHU
CaMOCTOATENIbHAsE pad0Ta HE BHINOJIHEHA.

Tema 2. Opranuzanus
U YCIOBUS  TpyJa
ceKkpeTaps

M3yunth OMKHOCTHYIO HMHCTPYKIHIO -OuC —MEHemKepa
KOMITaHUU

Ienb: 00paboTKa, 3aKpeIiCHUEe W yrIyOJICHWE 3HAHUHM 10 TeMe
3aHSTHSL.

Pexomennarum o BBITIOJIHEHHIO 3aJJaHUS: N3yunrte
JOJDKHOCTHYIO HMHCTPYKLHIO -O0uc —MeHepkepa KOMIIaHUU.
Packpoiite conepkanue KBaM(DUKAIIMOHHOW XapaKTEPUCTUKH
oduc-MeHemKepa. Uzyuute TUIIOBYIO JOJIKHOCTHYIO
HUHCTPYKLHIO, paspaboraiite nepeycHb JOJKHOCTHBIX
00s13aHHOCTENl W HEOOXOJUMBIX HABBIKOB M IO YCTaHOBJICHHOMU
(hopMe COCTaBbTE JIOKYMEHT.

1. Ilpu coctaBienuu TabIUIBI HEOOXOAUMO BBIJCIUTH IJIaBHOE B
TEME.

2.0mpenenuTs KpUTEpUH / TapaMmeTpsl s CpaBHEHHS /
aHaym3a  (OHM  MOTyT  OBITh  KOJHMYECTBEHHBIC WU
KaueCTBEHHbIC)

3.YeTKo U KpaTKo 3aroJIHUTh TabIUILy

4.CaenaTh BBIBOI

Kpurepun onenku:

OneHka «OTJIIMYHO» BBICTABISETCS 33 CaAMOCTOSITENBHYIO,
0e301n604YHO BBIMIOJTHEHHYIO paborty, COJIEpIKaILYIO
apryMEHTUPOBAHHBIA BBIBOJA U pAIlMOHATBLHOE  H3IIOKEHUE
MaTepuaia, GopMy IpeaCTaBICHHUS.

OleHKa «XOpOIIO» BBICTABJISETCS 3a paboOTy, COJEpIKaIlylo
HEJ0YeThl, 0e3 YeTKOM (OpMBI MpeICTaBICHUSI.

OneHka «yJOBJIETBOPUTEIHHO» BBICTABIISETCS 3a HEIOCTATOYHO
apryMEHTUPOBAHHYIO paboOTy, COAEpKAIyld HEAOYEeTHl B
U3JI0KEHUU MaTepraia u (OpMbI IIPEICTABICHUS.

OneHka  «HEYAOBIETBOPUTEIBHO»  BBICTABIISIETCA, ecnu
camocTosiTellbHas paboTa HE BHITIOJHEHA.

Tema 4.
OpraHu3alliOHHbIE U
uH(pOpPMaIMOHHBIE

GyHKIIMM cekpeTaps

Texct 3amanus: IloarotoButh ONlaHKM MHCEM-TIPUTIANICHUNA HA
COBEIllaHUE U OJIAHKHU MPOTOKOJIOB

Hens:  3akpemyieHHe  TEOPETHYECKOTO  Marepuana o
COOTBETCTBYIOLIEH TEME.

Pexomenpanuu 1o BBINOJHEHUIO 3aJaHUs: JUIsl MOATOTOBKU
OJIJAaHKOB THCEM-TIPUTJIAIICHUA Ha COBENIAHWE U OJIaHKOB
MPOTOKOJIOB MOKHO HCIOJIb30BaTh HMHTEPHET - PECYPCHI,
cpeacTBa MaccoBoil MHGOpManuu, a TakkKe PpeKOMEeHAAlNU
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pa3MeIeHHBIX Ha O00pa3oBaTeIbHOM TOPTaje B AJIEKTPOHHOM
Kypce «JlokyMeHTannoHHOE 00eCIIeYeHHE YIPaBICHUS.
Kpurepuu oneHku:

OneHka «OTJIMYHO»  BBICTABIISIETCS 33  CaMOCTOSTEIBHYIO,
0e301mHr009YHO BBITIOJITHCHHYIO pabory, coJIepKaIIyro
apryMCHTHPOBAHHBIA BBIBOJ, M PAlMOHAIBLHOE H3JI0KCHHE
Mmarepuaia, GopMy MpeacTaBICHHUS.

OneHka «XOpoUIO» BBICTABISETCA 3a paboTy, COIEpIKAIIYIO
HE/Io4YeThl, 0€3 YeTKOM (POPMBI TPEICTABICHHS.

OreHka «yJIOBJIETBOPUTEIHHO» BBICTABIISETCS 32 HEIOCTATOYHO
apryMEHTHPOBAaHHYIO  palboTy, COJEp)Kallyl0 HEIO4YeThl B
W3JI0)KEHUU MaTepuana u GOpMbI MPEICTABICHUS.

OneHka  «HEYIOBIETBOPHUTEIBHO»  BBICTABIIACTCS,  €CIU
caMOoCTOsITeNIbHAs paboTa HE BBHIIOIHEHA.

Tekcr 3apanus: [IpoBeneHye NpueMoB U IPE3EHTALUN
Lenb: HayuuThCcsl BBIOMpPATh HEOOXOAUMYIO HMHPOpPMALUIO U
MpaBMWIbHO O(POPMIIATH IIPE3EHTALIMIO.

PexoMeHamy mo BBITOJIHEHUIO 33/1aHHS:

1. Ilo cpencTtBaM  WHTEpHETa  HAWTH W3  HECKOJBKHX
HCTOYHHKOB BBIOPAaHHYIO TEMY

2. OhopMHUTh TPE3CHTAINIO C MIUTIOCTPALUSIMHI U PUCYHKAMHU.
Kpurepun oneHku:

OneHka «OTJIMYHO» BBICTABIETCS 32 CaMOCTOSTENBHYIO,
6e301n604YHO BBITMIOJTHEHHYIO paboty, COJIEPIKaIILYIO
apryMEHTHPOBAHHBIA BBIBOJ W  pAIMOHAIFHOE W3JIOKECHHE
matepHaia, GopMy MpeacTaBICHHUS.

OlnleHKa «XOpOIIO» BBICTABISIETCS 3a padoTy, CoOJEpKaIIYIo
He/loueThl, 0e3 4eTKoi (popMbI MpeICTaBICHHMS.

OrneHka «yJIOBIETBOPHTEIHHO» BBICTABISETCS 32 HEIOCTATOYHO
apryMEHTHpPOBaHHYIO  paloTy, coOJepKallyl0 HEIO4YeThl B
U3JI0KEHUU MaTepuasa u GOpMbI IIPEICTABICHUSI.

OneHka  «HEYJIOBIETBOPUTEIbHO»  BBICTABIAETCS,  €CIHU
caMoCTOsITeNIbHAs paboTa HE BBHITOJTHEHA.

Pasnen 4. JlokymeHTHpOBaHNE U OpraHu3aiys paboThl ¢ KaIpOBBIMH JIOKYMEHTAMHU

Tema 1. HopmaTtusHoO-
IIPaBOBOE
pETyJINPOBAaHKE
TPYIOBBIX OTHOLLIEHUN

Texct 3amanus: Od¢opMieHHe OTYETOB B TOCYAApCTBEHHbBIE
OpraHbl

[enb: 3aKkperieHue  TEOPETHYECKOro  Marepuaia 1o
COOTBETCTBYIOIIEH Teme.

PexomeHmanmu 1O BBHIMIONHEHUIO 3aJaHus: s odopMieHHUs
OTYETOB B TOCYJApCTBEHHBIE OPraHbl MOKHO HCIOJb30BATh
WHTEPHET - PECYpPCHI, CPEACTBa MacCOBOW MH(POPMAIINH, a TaKKe
PEKOMEHJALMU pa3MEIeHHBIX Ha 00pa30BaTeIbHOM MOpTaje B
NEKTPOHHOM  Kypce  «/lokymeHTanmoHHoe  oOecriedeHue
yIIpaBJICHUS».

Kpurepun onenku:

OneHka «OTJIMYHO» BBICTABIAETCS 32 CaMOCTOSATENbHYIO,
0e301n604YHO BBIMIOJTHEHHYIO paboty, COJIEpIKaIILYIO
apryMEHTHPOBAHHBIA BBIBOJ U  pAIlMOHAIBHOE H3JI0KEHUE
MarepHaina, GopMy MpeacTaBICHMSL.
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OmeHka «XOpOIIO» BBICTABISAETCA 3a PabOTy, COAEpIKaIlylo
He/oueThl, 0e3 4eTKOi (POpMBI peICTaBICHHS.

OmneHka «yJOBJIETBOPUTEIBHO» BBICTABIACTCS 3a HEIOCTATOYHO
apryMEHTHPOBAaHHYIO  paboTy, COJAEpKallyl0 HeIoueThl B
U3JI0KEHUH MaTepuaia u GOpMBbI IPEICTaBICHUSI.

OneHka  «HEYIOBIETBOPUTEIBHO»  BBICTABIACTCS,  €CIHU
CaMOCTOATENIbHAsE pad0Ta HE BHINOJIHEHA.

10

Tema 2. Komimiekc
JIOKYMEHTOB o
YCTaHOBJICHUIO
TPYJIOBBIX
MPAaBOOTHOLIECHHUIA

Tekct 3amanus: CoctaBnenue oruera C3B-T/I.

Henb:  3akperuieHMe  TEOPETHYECKOTO  MaTepuayia 10
COOTBETCTBYIOILIEU TEME.

PexomeHganMy 1O BBIIOJIHEHUIO 3aJaHUA: [UIl COCTaBJICHUS
orueta C3B-TJ| MOXHO HCIONB30BaThb HMHTEPHET - PECYPCHI,
CpeAcTBa MaccOoBOM HMH(pOpMaLUU, a TaKKe PEKOMEHIALNU
pa3MeIIeHHBIX Ha O00pa30oBaTeIbHOM IOPTaje€ B AJIEKTPOHHOM
Kypce «JloKyMeHTalMOHHOEe 00ecTiedeHre YIPaBICHUD.
Kpurepun onenku:

OneHka «OTJIMYHO» BBICTABISIETCS 32  CaMOCTOSITENbHYIO,
6e301m1004YHO BBITIOJIHEHHYIO pabory, COJIepXKAaIIYIO
apryMEHTHPOBAHHBIA BBIBOJA UM  PALMOHAIBHOE U3JI0XKEHUE
marepuaia, GopMy MpeacTaBICHHS.

OneHka «xopoulo» BbICTaBIseTCA 3a paldoTy, CoJEpXKallylo
HE/o4YeThl, 0€3 4eTKOH (POPMBI TPeICTaBICHHS.

OrneHka «yJIOBJIETBOPUTEIbHO» BBICTABISAETCS 3a HEJOCTATOYHO
apryMEHTHPOBaHHYIO  palboTy, COJAEp)Kallyl0 HEIOYeTHl B
U3JI0KEHUU MaTepuaia u GopMbl IPEACTaBICHUS.

OneHka  «HEYIOBIETBOPHUTEIBHO»  BBICTABIIACTCS, eciu
caMOoCTOsITeNIbHasi paboTa He BBHIIOJIHEHA.
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Tema 3. Kommiaekc
JIOKYMEHTOB o
JIBUKEHUIO KaJIpOB

Tekcr 3amanus: OdopmiieHre OTCTPAaHEHHS OT PaObOTHI.

Henb:  3akperuieHMe  TEOPETHYECKOTO  MaTepuayia 10
COOTBETCTBYIOLIEH TEME.

PekomeHalMu 1O BBHIMOJHEHUIO 3aJaHus: A1 odopmieHus
OTCTpaHEHHsT OT pabOThl MOXKHO WCIIOJIb30BaTh HMHTEPHET -
pecypchl,  cpeicTBa  MaccoBOM  MHpOpManuu, a - Takxke
PEKOMEHIAlMK pa3MEIIeHHBIX Ha 00pa30BaTeNIbHOM TOpTaje B
IEKTPOHHOM  Kypce  «JlOKyMeHTalMoHHOoe  o0ecredyeHue
YIIPaBICHUS».

Kputepun oneHku:

OneHka «OTJIMYHO» BBICTABISIETCS 32  CaMOCTOSTEIBHYIO,
6e30111M00YHO BBITNIOJTHEHHYIO pabory, COJIEPIKAIILYIO
aprYMEHTHPOBAaHHBIH BBIBOJ W  pAIlIOHAIBHOE W3JI0KECHUE
MaTepuaina, GopMmy mpeacTaBIeHHs.

OneHka «XOpomIIO» BBICTABISETCS 3a paboTy, COACPIKAIIYIO
He/04eThl, 0e3 4eTKOH (POpMBI MpeICTaBICHHS.

OrneHka «yTOBIETBOPUTEIHHO» BBICTABISIETCS 32 HEIOCTATOYHO
apryMEHTHPOBaHHYIO  paloTy, coJepKallyl0 HeIOo4YeThl B
W3JI0KEHUU MaTepuaia u GOopMbl TIPeICTABICHUSI.

OneHka  «HEYJIOBIETBOPHUTEIbHO»  BBICTABIIAETCS,  €CIHU
caMoCTOsITeNTbHAs paboTa HEe BBHITIOJTHEHA.
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Tema 4. Komiiekc
JIOKYMEHTOB o
PacCTOpPKEHUIO
TPYIOBBIX

Texkcr 3amanusa: IloaroroBka nW4HOrO Jjena pabOTHUKA K
nepenaye B apXuBs.

ens: 3aKkperjaeHue  TEOpPETUYECKOro  Marepuajia 110
COOTBETCTBYIOIIEH TEME.
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MPABOOTHOILIECHHI

PexoMmenmaniy 10 BBINOJMHEHUIO 3aJaHUs: 1T IOATOTOBKHA
JUYHOTO Jena paboTHMKAa K Tiepeade B apXUB  MOXKHO

WCIIONBb30BaTh HMHTEPHET - PECYPChl, CPEACTBa MacCOBOH
uHbOpMalIMK, a TaKKe pPEKOMEHIAIMH pa3MEIIeHHBIX Ha
o0pa3oBaTeIbHOM rnopraie B AIIEKTPOHHOM Kypce

«JlokyMeHTaIMOHHOE 00EeCTICUeHUE YITPABICHUS.

Kpurepuu onenku:

OneHka «OTJIMYHO»  BBICTABICTCS 32  CAMOCTOSATEIBHYIO,
0e301rO0YHO BBITIOJITHCHHYIO pabory, CoJIepKaIIyto
apryMEHTUPOBAHHBI BBIBOJ] M PAlMOHAIBHOEC H3JIOKCHHE
Matepuaia, popmy npencTaBiIeHHUs.

OneHka «xOpouIo» BBICTABISETCA 3a paboTy, CoAepIKaIlylo
HEeZ0YeThl, 0e3 YeTKOM (PopMbI IPeCTABICHUS.

OrneHka «yIOBJIETBOPUTEIHHOY» BBICTABIISCTCS 32 HEIOCTATOYHO
apryMEHTUPOBAHHYIO paboTy, CcOAEpKalllyl0 HEAOYEeThl B
W3JI0KEHUU MaTepuana u (POPMBI MPEACTABICHUS.

OneHka  «HEYAOBIETBOPUTEIBHO»  BBICTABIISIETCA, eciu
caMoCTOsITeNIbHAs paboTa HE BBHIIIOJHEHA.
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Tema 5. Opranuzanus
paboThl C KaapOBBIMH
JOKYMEHTaMH

Texcr 3ananus: 3aBepeHre KONMUA JOKYMEHTOB.

Hemp:  3akperuieHMe  TEOPETHYECKOTO  Marepuana 1o
COOTBETCTBYIONIEH TEME.

PexomeHmanmy 1o BBIMOTHEHHUIO 3aaHUs: Ul 3aBEPEHUST KOTHN
JOKYMEHTOB MOXXHO HCIOJIb30BaTh HMHTEPHET - PECYpCHI,
CpeAcTBa MaccoBOM HWHQOpPMALUU, a TaKkKe PEKOMEHIANUN
pa3MelIeHHBIX Ha 00pa3oBaTeNbHOM IIOpTaJieé B AJIEKTPOHHOM
Kypce «JloKkyMeHTaImoHHOE 00eCTIeYeHNE YIPABICHU.
Kputepuu oneHku:

OneHka «OTIIMYHO» BBICTABISIETCS 32  CaMOCTOSTEIBHYIO,
6e3011M00YHO BBITNIOJTHEHHYIO pabory, COJIEPIKAIILYIO
aprYMEHTHPOBAaHHBIH BBIBOJ U  pAIlMOHAIBGHOE H3JI0KEHHUE
Matepuaina, GopMy mpeacTaBIeHHs.

OneHKka «XOpOIIO» BBICTABISETCA 3a paloTy, COACpPIKAIIYIO
He/l04eThl, 0e3 4eTKOH (pOpMBbI Npe/ICTaBICHHS.

OmneHka «yIOBIETBOPUTEIHHO» BBICTABISIETCS 32 HEIOCTATOYHO
apryMEHTHPOBaHHYI0  paloTy, COJEpKallyld HeIoueThl B
U3JIOKEHUU MaTepHaia u GopMbl IpeACTaBICHUS.

OneHka  «HEYIOBIETBOPHUTEIBHO»  BBICTABIIACTCS, ecIu
CaMOoCTOsITeNIbHasi paboTa He BBHIIOJIHEHA.
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4 KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUSA IMPO®PECCUOHAJIBHOI'O
MOAYJA

KoHTponb W OIleHKa pe3ylnbTaTOB OCBOCHHS MPOPECCHOHATBHOTO MOIYJS OCYIIECTBISICTCS
IpernojaBaTesieM B MPOoIecce TEKYIIero KOHTPOJIS U MPOMEKYTOYHON aTTeCTallUu.

@®opMoii MTOrOBOM  arrecTanMd MO NPO(ECCHOHATFHOMY MOJYJIO  SBISETCS  JK3aMEH
KBAJIM(UKALIMOHHBIN
4.1 Texkymmii KOHTPOJIb:
KoHTpoJsmpyemble pe3yabTarhl HaumenoBanue Kpurepun onenkn
(mpakTUYecKuii ONbIT, yMEHUS, OLIEHOYHOI'0
3HAHUS) CpeAcTBa

IIK 1.1.
IIOMOUIBIO CPEACTB

PIH(bOpMaI_[I/IOHHBIX W KOMMYHUKAIITMOHHBIX TEXHOJIOTHIA.

OcymecTBiaTh npuéM-miepenady yIpaBleHYecKoil uHbopManuu c

101 OTuéT No npakThKe
[Tonyuenue
HE00X0IMMOM
V1-¥5, 31-36, Yo 01.01- Yo 01.03, MHopMAIH "
Yo 01.05, Yo 01.07, Yo 01.08, Yo | [Ipaktuueckas pabota fiepejiatia .
01.10 -Yo 01.12, Yo 02.01 - Yo | Tecr CAHKIHOMHPOBAHHON
02.08, Yo 05.01, Y0 05.02, 30 01.01 | Curyanmonnas 3anaya AHQOpMAIH ¢
- 30 01.04, 30 01.06, 30 02.01 - 30 | Kontponbas padota | o o 0 OBAHICEM
02.04, 30 05.01 - 30 05.03 CpeCTB
WH)OPMAIMOHHBIX U
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI

IK 1.2.

KoopaunupoBate pa®oTy mNpUEMHONW pYKOBOIUTENS,

Pa3JIMIHBIX KaTel"OpI/Iﬁ MOCETUTENICH OpraHu3aluu.

30H IIpueMa

I101

OT4é€T 1o npakTukKe

Y6 - V12, 31-33, 36-38, Yo 04.01,
VYo 04.02, Yo 09.01 - Yo 09.05, 30
04.01, 30 04.02, 30 09.01 - 30 09.05.

[TpakTnueckas pabota
Tect

CuryauuoHHas 3ajada
KonrtponsHas pabora

Koopaunamus paGoTsl
IPUEMHOMN
PYKOBOJMTEIS U 30H
puéMa pa3INIHbIX

KaTeropui
MOCETUTENEH
OpTraHu3aIuu
IIK 1.3. Brnaners HaBbIKaMU MIAHUPOBAaHUSA PabOYero BpEMEHH PYKOBOJUTEINS U
cekperaps.
1101 OT4€T 10 MpaKTUKE
Y5, V11, V13 -V17,31-33, 39, 310, | [Ipaktuueckas padora | [ImanupoBanue
Yo 04.01, Yo 04.02, Yo 09.01 - Yo | Tect pabouero BpEMEHU
09.05, 30 04.01, 30 04.02, 30 09.01 - | CuTyaunoHHas 3a/1a4a | pyKOBOJIUTEIS u
30 09.05. Konrponsnas pabora | pabouero THS
CeKpeTapst
K 1.4. OcCyIecTBIATh MOATOTOBKY JAETOBBIX MOE3/I0K PYKOBOAUTENS U IPYTHX
COTPYJTHUKOB
OpraHH3aIlHH.
[101 OT4€T 110 NpaKTUKE
V11, V18-VY22, 31, 33, 36, 311, [TpakTuueckast pabora | Opranuzamus
312, Yo 01.01 - Y0 01.03, Yo 01.05, | Tect JIEIIOBEIX OE3I0K
¥001.07, Y0 01.08, Yo 01.10 - Yo | Keilic-3anaua PYKOBOIUTENS
01.12, Y0 02.01 - Y0 02.08, Yo CutyanuoHHas 3ajada | 1 TIPYTUX
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KonTposmpyembie pe3yibTaThl HaumeHoBaHue Kpurepum oueHkn
(mpakTHYeckuii ONbIT, YMEHUs, OLIEHOYHOI 0
3HAHMS) cpeacTBa
05.01, Y0 05.02, 30 01.01 - 30 KonrtponbHas pabora | COTpYIHHKOB
01.04, 30 01.06, 30 02.01 - 30 02.04, OpraHu3aIu
30 05.01 - 30 05.03
K 1.5. Bnagets ciocobamu opranmu3aiyy pabodero mpocTpaHCTBa IPUEMHON U
KaOMHeTa pyKOBOJUTEIIS.
I1O OTuéT 1Mo NnpaKkTUKe
VY 23 - V25, 36, 313, 314, Yo 04.01, | [Ipaktuueckas pabora | Opranusamnus "
Yo 04.02, Yo 09.01 - Yo 09.05, 30 | Tect MoJ/IepKaHue

04.01, 30 04.02, 30 09.01 - 30 09.05 | KonTposbHas pabota | GyHKIHOHATIHHOIO
Cutyaunonnas 3a1a4a | pabouero

Kelic-3anaua IIPOCTPAHCTBA

[IK 1.6. OcymecTBiaTh paboTy MO MOATOTOBKE M MPOBENEHUI0 KOH(EPEHTHBIX
MEpONpUATHA, obOecrieynBaTh HH(POPMAIMOHHOE B3aMMOJCHCTBHE PYKOBOJUTENS C
MO/Ipa3ICJICHUSMU U TOJDKHOCTHBIMU JIMIIAMU OpPTaHU3alllu.

I101

Y26 - V29, 31-33, 36, 315 - 318, Yo | [Ipaktuueckas padora | Opranuzaunus

01.01 - Yo 01.03, Yo 01.05, Yo | Tecr IIOITOTOBKHU "

01.07, Yo 01.08, Yo 01.10 - VYo | CuryanuoHnHas 3ajia4a | IpOBEICHHE

01.12, Yo 02.01 - Yo 02.08, Yo | KonrponbHas pabora | BHYTPEHHHX "

05.01, Yo 05.02, 30 01.01 - 3o BHEIITHUX

01.04, 30 01.06, 30 02.01 - 30 02.04, KOH()EPEHTHBIX

30 05.01 - 30 05.03 MEpONPUATHIH,
o0OecrieueHue
UH(GOPMAIIMOHHOTO
B3aHUMOJICHCTBH
PYKOBOIUTENS c
MOJIPA3JICICHUSIMA 1
JIOJDKHOCTHBIMU
JUIIAMH OpTraHU3aIliu.

K 1.7. OdopMnsaTh  OpraHU3aIMOHHO-PACTIOPSAIUTENbHBIE  JOKYMEHTBl |

OpraHu30BBIBATH PabOTy ¢ HHUMH, B TOM YHCI€ C  HCIOJH30BAaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

1101

VY30 -V42, 31, 32, 36, 319 - 321, Yo | [IpakTrueckas pabota Odopmiienne

01.01 - Yo 01.03, Yo 01.05, Yo | Tecr OpTraHW3aIMOHHO-

01.07, Yo 01.08, Yo 01.10 - VYo | CuryauuoHHas 33a4a | pacHopsiAUTEIbHBIX

01.12, Yo 02.01 - Yo 02.08, Yo | KonrponrHas padora JIOKYMEHTOB H

05.01, Yo 05.02, 30 01.01 - 30 opranuzaiusi paboTsI ¢

01.04, 30 01.06, 30 02.01 - 30 02.04, HHUMH, B TOM YHUCJIE C

30 05.01 - 30 05.03 HCII0JIb30BaHNEM
aBTOMAaTH3HPOBAHHBIX

CHCTEM

I[IK 1.8. OdopMasTh TOKYMEHTHI MO JHYHOMY COCTaBy M OpPraHU30BBIBAThH

palboTy ¢ HUMH, B TOM YHUCJIE C HCIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM.

I101

V43 - V51, 31 — 33, 36, 319 - 322, | [Ipaktuueckas padora | OdopmiieHue

Yo 01.01 - Yo 01.03, Yo 01.05, Yo | Tect JIOKYMEHTOB 1o

01.07, Yo 01.08, Yo 01.10 - Vo | CuryarmonHas 3agadya | JUYHOMY COCTaBy H
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Koutposupyemble pe3yabTaThl
(mpakTHYecKUH ONBIT, yMEHMUS,
3HAHMS)

HaunMeHoBanmne
OILICHOYHOTI'0
cpeacTBa

Kpurepum oueHkn

01.12, Yo 02.01 - Yo 02.08, Yo
05.01, VYo 05.02, 30 01.01 - 3o
01.04, 30 01.06, 30 02.01 - 30 02.04,
30 05.01 - 30 05.03

Konrponsnas padora

opranu3zaiys padboTsl C
HUMH, B TOM YHUCIIE C
UCTIOJIb30BAHUEM
AaBTOMATU3UPOBAHHBIX
CHCTEM

IIK 1.9.
ONEPAaTUBHOIO U
ABTOMATU3MPOBAHHBIX CUCTEM.

TOM  YHCIIC

Opranu3oBbIBaTh TEKyIllee XpaHEHHUE JOKYMEHTOB, 00pabOTKy nen Uit
ApXMBHOTO XpaHEHHUs, B

C HCIIOJIB30BaHUCM

1101

V11, ¥52 - V57, 31, 36, 319, 323 -
328, Y0 01.01 - Yo 01.03, Yo 01.05,
Yo 01.07, Yo 01.08, Yo 01.10 - Yo
01.12, Yo 02.01 - Yo 02.08, Yo
05.01, Yo 05.02, 30 01.01 - 3o
01.06, 30 02.01 - 30 02.04, 30 05.01
- 30 05.03

[TpakTrueckas padoTa
Tect

CutyannoHHas 3a1a4a
KonrponsHas padora

Opranuzanus
TEKYILEro XpaHeHus
JIOKYMEHTOB,
o0paboTka aen st
OTIEPAaTHUBHOTO U
ApPXUBHOTO XPAHCHHUS,
B TOM YHCJIE C
HCIOJIb30BaHUEM
aBTOMATU3HPOBAHHBIX
CHCTEM

4.2 IIlpoMe:xxyTOYHASI aTTeCTALUSA

Kon CTpyKTYypHBIH 2JIeMEHT dopma IpoMeKyTOUHOU Cemectp
poeCCUOHATLHOTO MOIYIIS aTTeCcTaluu

MJIK.01.01 | JlokyMeHTaIlOHHOE obecrieueHne | DK3aMeH 4
yIIpaBJICHUS

MJIK.01.01 | Opranuzanust paGoTbl ¢ 31MeKTpoHHbIMH | [IuddepeHipoBaHHbli 3a4eT 4
JIOKYMEHTaMH

MJK.01.01 | Opranuzanus cekperapckoro | JluddepeHurpoBaHHblil 3a4eT 4
o0CTyKUBaHUS

MJIK.01.01 | JoxkyMeHTAIMOHHOE obecrneueHne | DK3aMeH 4
KaJIpOBOH CITy>KOBI

VI1.01.01 YueOHast mpakTHKa KomrmiekcHblif 3a4éT 4

[11.01.01 IIpousBoacTBeHHAs MpaKTUKa (mo | KoMmriekcHsIii 3a4€T 5
PO UITIO CIIEITUATEHOCTH )

I[IM.013K | OcymiecTBieHHe OPTaHU3AIMOHHOTO U | DK3aMeH KBalu(UKAIMOHHBIN 5
JOKYMEHTAI[HOHHOTO obecrieueHHs
JESITENIbHOCTH OpTraHU3aIlluu

4.2.1 OueHouHble cpeacTBa Ad8 Ju(pdepeHUIHPOBAHHOrO 3a4yera, 3k3ameHa mo I[IM.01
Ocy1ecTBiIeHHE OPraHU3aI[MOHHOTO U JOKYMEHTAIIMOHHOTO 00eCeueHus JesITeIbHOCTH OpraHu3auu

Pe3yabTarsl OueHovHbIE CpeACTBA
o0y4eHus1 JJISl IPOMEKYTOYHOM ATTEeCTANMH
MK 01.01 Teopernueckuie BOPOCHI
Hoxymentanmonso | 1.Pons JOY B nedarensHocTH npennpusitusi. COBPEMEHHBIE TEXHOJIOTUU
e obecnieueHue OpraHM3aly J1eJI0IPOU3BOICTBA.
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Pe3yabTarnl

OueHo4yHbIE CpeCcTBA

00yueHuUs JJI5l IPOMEKYTOUYHOM aTTeCTAMH
YIpaBJICHUS 2.Wcropus pazsutus JJOY Ha paznuuHbIX 3Tanax pa3putus Poccum.
IIK1.1,1.5, 1.6, 3.MeTost paboThI C JOKYMEHTAMH UCTOPUICCKUX ITATIOB.
1.7,1.9 4.CoBpeMeHHbIE TEXHOJIOTHH OpTraHU3aIMH JISTOMPOU3BOJICTBA.
OK 01,02, 5. Konnenmuu o(huCHBIX TEXHOJIOTUH.
04,05,09 6.0Opranu3anronHbie GOpMbl PAOOTHI C JOKYMEHTAMHU.
31-36, 313- 321, 7.Cnyxb6a JJOVY.
323 - 328 8.Opranu3anuoHHbIe CTPYKTYphI Ciryx0b1 IOY.
3001.01 - 30 9.1lltatHeii coctaB ciayx0b1 JJOY.

01.04, 30 01.06, 30
02.01 - 30 02.04,
30 05.01 - 30
05.03

10.HopMaTHBHO-METOANYECKHE JOKYMEHTBI, PErIaMEHTHPYIOLUE OpraHU3alHio
JOYV.

11.3akoHOAaTeNbHBIE U HOPMAaTUBHO-IIPABOBBIE AKTHI.
12.I'ocynapcTBEHHbIE CTaHAPTHI.

13.HopMaTHUBHO-METOINYECKUE JOKYMEHTHI.

14.06mepoccuiickue Kiaccu(huKkaTopsl.

15.0pranu3zanus JOKyMEeHTO000pOTa.

16.Buibl ¥ IpUHIMITEI OPTaHU3ALUU TOKYyMEHTO000pOTA.

17.CoctaB paboT ¢ JOKYMEHTaMH B YUPEKACHUU.

18.IIpaBuna opranu3zanuy JBUKEHHSI TOCTYNAIOUIUX JOKYMEHTOB.
19.I1paBuiia opranu3ay ABMKEHUS HCXOASIIUX JOKYMEHTOB.
20.ITpaBusia opranu3alyy JBUKEHUSI BHYTPEHHUX JTOKYMEHTOB.
21.IIpuHuMIbI ¥ GOPMBI PErUCTPALIUN TOKYMEHTOB.

22 .MeTojpl perucTpaluu JOKYMEHTOB.

23.IIpaBuiia OpraHu3ali KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB.
24.CpoKu UCTIOIHEHUS JOKYMEHTOB.

25.0Opranu3zanus “HQOPMaIMOHHO-CIIPAaBOYHON pabOTHI.

26.Buapl nHGOPMALIMOHHO-CIIPABOYHBIX CHCTEM.
27.ABTOMaTH3UPOBAHHBIE (GOPMBI HH(POPMAITMOHHO-CIIPABOYHBIX CUCTEM.
28.TexHonoruu paboThl C OOpAIICHUSIMHU TPaXKIaH.

29.I1paBuia 06pabOTKN OOpaIIeHnit rpakaaH.

30.Tekymiee XpaHeHHUE JOKYMEHTOB.

31.0co0eHHOCTH OpraHU3aLUU TEKYIIEro XpPaHEeHUs JOKYMEHTOB.
32.Busibl HOMEHKJIATYpPHI JIeIT.

33.TpeGoBanus K 0pOpMIEHHUIO HOMEHKIIATYPHI Jell.

34.0cHoBHbIe TpeOOBaHUS K (POPMHUPOBAHUIO JIE.

35.I1paBuna ¢popMHupOBaHUs TOKYMEHTOB B JIea.

36.1IpuHIUIIBI cucTEMATU3aUHU TIOKYMEHTOB BHYTpH €Il

37.0CHOBBI MPOBEAECHUS SKCIEPTU3BI IIEHHOCTH JIETT.

38.OCHOBBI OpraHu3anyy NOArOTOBKHU €I K ITepelady B apXUB OpraHU3aluu.
39.Ilopsanok nepeaauu eyl HA YHUUTOXKEHHUE U HA XPAHEHUE B ApXUB.
40.ITpaBuna cocraBiaeHus U 0oHopMIICHUs TOKYMEHTOB Ul Mepelaun JOKYMEHTOB
B apXUB OpraHU3aluu

MK 1.1, 1.5, 1.6,
1.7,1.9

OK 01,02,
04,05,09

V1-Y5, V11,V 23
— V42, V52 - Y57
Y0 01.01- Vo
01.03, Yo 01.05,
V0 01.07, Yo

TunoBele NPaKTUKOOPUEHTUPOBAHHBIE 3aJaHUS:
IIpakTHyeckoe 3aganue 1
[TosicuuTe MpUMEpPHYIO CXeMY JOKYMEHTO000pOoTa




Pe3yabTarnl
00yueHust

OueHo4yHbIE CpeCcTBA
JJIsl IPOMEKYTOYHOM ATTeCTAIUN

01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
-Yo 09

IIpakTH4eckoe 3aganue 2

[Tpennpustue cpennero Macmrtaba. dopma neI0NPOU3BOACTBA CMELIAHHAS.
O6wem nokymentoobopota cocrasisgeT 25000 JOKYMEHTOB B T0Jl, B OpTaHU3aIIH
CO3JIal0TCs MOoJpa3iesieHust o 00paboTKe, perucTpanuy, KOHTPOJIO UCIOTHEHUS
U apxuB. PaboTy ¢ 1oKyMEHTaMH OCYLIECTBIIAET 9 UesloBeK.

[Toctpoiite cTpyktypy ciayx6sl JIOY wu B3auMojeicTBUEe C JIpYrUMU
IIOAPAa3ICIICHUSMM.

IIpakTnyeckoe 3ananue 3

[Ipoananu3upyite NpeAJIOKEHHYIO 3aJla4y U YKaKUTE, 10 KAKUM ITPU3HAKAM
MOYKHO OPTaHU30BaTh JJOKYMEHTOOOOPOT.

IIpakTHyeckoe 3aganue 4

[Tpoananu3upyiite U MOArOTOBBTE ONeporpamMmy ( CXemy JBM)KEHHS) MHCbMa OT
BBIILIECTOSIIIIEN OpraHU3al[Mi B OpraHU3alMIO CPEJHEro THUIMa yIpaBiieHus (cxema
HOPENPUATHS IPUIIAraeTcs).

IIpakTHyeckoe 3axanue S

[Tpoananusupyiite ¥ MOArOTOBBTE omeporpammy ( cXemy JABMKEHMs) HHUCbMa-
OTBETa OT OpraHM3alMM CPEIHEro THUIMA YIpaBiIeHUs (CXeMa MPEeIIpUITUS
TIpUIIaraeTcs).

IIpakTHyeckoe 3aganue 6

[Tpoananu3upyiite 1 MOArOTOBBTE ONEpOrpamMmy ( CXeMy JIBMXKEHUS) TpHUKa3a o
OCHOBHOI1 J1€TeIbHOCTH B OPraHU3alluy CPEIHEro THIa YIpaBieHus (cxema
NOPENPUATHS IPUIIAraeTcs).

IIpakTu4yeckoe 3axanue 7

[TpoBenuTe 06pabOTKy KOppecnoHAeHIIMU. PaccopTupyiiTe Ha perucTpupyeMble U
He peructpupyemslie. [IpoBeauTe perucrpannio HCXOAAIUX JOKYMEHTOB ,
OIPEAEIINTE U NTOCTABbTE Ha KOHTPOJIb, CACIIANTE OTMETKH.

[Toctynuiu makeTsl ¢ KoppecnoHAeHuuen, OAUH MakeT ¢ TOMETKOH JINYHO.,
Janee ObUIM PUHATHI ClEAYIONIME JOKYMEHTHI: [Tuchbma o1 BhlecTosmei
opranu3zaiuy; [Ipuka3 (MunucTepcTBa 00pazoBaHus U HaykH); ['paduku, Hapsbl,
3asBkH; [lewaTHsie u3ganus; IluceMa ucmoaHUTENEH; CITy>)KEOHbBIE 3alMUCKU;
ITpukasbl 1O OCHOBHOM JEATEIBHOCTH.

IIpakTH4yeckoe 3axanue 8

Onpenenure JOKYMEHTBI MOAJIEKAIUE KOHTPOJIIO UCIIOJHEHUS. Y CTAHOBUTE
cpoku ucnonHenus. Caenaiite otMeTku. OPopMuTe KapTOUuKy KOHTPOJIUPYIOIIETO
3a/1aHus

IIpakTH4yeckoe 3axanue 9

Cdopmupyiite neno «llepenucka ¢ kauentamu ¢pupMmbl». B manke — umenyemoit
JIENI0 JIOKYMEHTBI pAcHOJIOKEHbl XAOTHYHO. — 3TO TMpHKa3bl MO OCHOBHOM
NeSITeIbHOCTH (KOMHUH); MPOTOKOJIBI COOpaHWH; MHUChMa OT BBIIIECTOSIIEH
opranuzaiuu(konun); IlucbmMa ¢ KJIMEHTaMH M TUCbMa- OTBETHI, MHUChMaA
BXOJISIIUE; CITyKeOHbIE 3aIHCKH; OTUYETHI;

Bce nokyMeHTBHI CKperieHbl CKperkamu, OyjJaBKamMHM, MHOTO 4epHOBHKOB. Ha
nanke oOnoxka « Ilepenucka ¢ kimeHTaMu (pUPMBI», CPOK XpaHEHUs 75 IeT.
Jlucr-3aBeputenp Jena oQOpMIIEH Ha 0Olee KOJMYECTBO JOKYMEHTOB B IAIKe
345 nuctoB. Hauata BHYTpEHHSIs ONKCH.
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Pe3yabTarnl
00yueHust

OueHo4yHbIE CpeCcTBA
JJIsl IPOMEKYTOYHOM ATTeCTAIUN

IIpakTnyeckoe 3ananue 10
Onpenenure NOpsAI0K pacloIOKEHUs JEIl B pa3iesiax HOMEHKIATyphI 1€
OpraHH3aIiH.
B oprammsammu ecte Cnyx6a JIOY( kanmensipusi); Cnyxba mnepcoHana,
byxrantepusi; ®unancoBbiid oTae0; [[pon3BOACTBEHHBIN OTIEN U T.1.

1).Ycras OAOQ; 2). [Ipukassl inyHoro cocrana; 3). [Iporokosibl coBenanuii
pykoBoautens; 4) XKypHaibl perucTpanuu J0KyMeHTOB; 5) JloMKHOCTHBIC
WHCTPYKIIUU pabOTHUKOB; 6) [IprKa3pl IO OCHOBHOM EATENHHOCTH; 7) KHUTH
IIPUXOIHO-PACXOAHBIX IOKYMEHTOB; 8) mTaTtHoe pacnucanue; 9) Jlunessie cuera
pabotnukos; 10) muunslie nena ; 11) Onucu nem; 12) I'paduku otmyckos; 13)
KHHUTH ydeTa ToKyMeHTOB; 14) CBoiHass HOMEHKIIATypa ziel.; 15) 10roBopsI ¢
aynutopamu. 16) [TonoxkeHns 0 CTPYKTYPHBIX MOAPA3IEICHUSIX.
IIpakTnyeckoe 3aganue 11
[Tpoananusupyiite npouenypy NOArOTOBKHU A€ NEpeJadyd U MPUEMY JOKYMEHTOB
B ApPXUB OpraHHU3aI1H.

Bbl sBisierech mnpencTaBUTENEM apXUBHOM CIYKObl M OCYIIECTBIISIETE IMPUEM
JOKYMEHTOB B apXWB OpraHu3zanuud. PaOOTHUK JeNONpOU3BOACTBO MEpenacT
JIOKYMEHTBI Ha apXUBHOE XpaHeHue. [IpenocraBisier aena, KOTOpblE CKPEIJIEHbI B
nanke ¢ 3aBsizkamu. Ha 007105kKe TOJIbKO 3aroyioBoK aena. Ecth HeoOHapyKeHHbIe
Jiella  BKJIIOUEHHBIE B HOMEHKJIATYpy Jei1 U omnucb. B oxHoM jpene He
MPOHYMEPOBaHbI JTUCTHL. [[Ba Jena mpomuThl B JBa MPOKOIa, TUCTHI popmaTa A3
IPOUIUTHI 10 CepearHbl. [Ie10 MOCTOSHHOTO XpaHEHUsI UMEET Ha O0JI0KKE 3alHCh
5 ner DIIK. Taxxe mepenanbl perucTpalliOHHbIE KAPTOTEKU HA JOKYMEHTHI, HO B
OIKCH HE BKIIIOYCHBI.
IIpakTnyeckoe 3aganue 12
CocTaBbTe ONUCH /1€ MOCTOSTHHOTO XpaHeHust Ha 20 rop.

Ha cnenyromue noxkymenTs paznena Ciayx0b1 IOY HOMEHKIATyphI A€

1).. YeraB OAO;; 2). IIpoTokosibl coBemmannii pykoBoacTBa; 3) CBoHas
HOMEHKJIATypa A€l ;.

4) ITonoxkeHus o CTPYKTYPHBIX NoApasaeneHusx. 5)[IpoTokosnsl 001umx codpanuit
akiuoHepoB; CaMOCTOSATENBbHO JOMOJHUTE PEKBU3UTHI U Tpadbl (OPMBI OITUCH.

MJIK 01.02.
Opranuzanus
paboThI C
3IEKTPOHHBIMU
JTOKyMEHTaMU
IIK 1.1, 1,6, 1.7,
1.8,1.9

0K 01,02, 05
31-36, 315 - 328,
3001.01 -30
01.06, 30 02.01 -
30 02.04, 30 05.01
-30 05.03

KonTponbhas padota

Tect

1. JaTp onpeneneHue 3JIEKTPOHHOMY JTOKYMEHTY

2. B xakOM HOPMAaTHBHO-TIPABOBOM aKT€ COJIEPIKUTCS ONPEIEICHNUE IIEKTPOHHOTO
JOKyMeHTa?

a) @3 «OO6 undpopmanuu, UHGPOPMAIMOHHBIX TEXHOJOTHAX U O 3alIUTe
uH(pOpMaLIUN»

6) @3 «O06 >11eKTPOHHON TOJIMHUCH

B) Hanorosoro xogexca P®

r) ®enepanbhblii 3ak0oH "O MNPOBEJEHUM 3KCIEPHUMEHTa MO HCIOJIb30BAHHIO
JJIEKTPOHHBIX IOKYMEHTOB, CBSI3aHHBIX C paboTOoM"

3. Kakue 10KyMeHTBI MOTYT OBITh MPEACTaBICHBI B JIEKTPOHHOM BUIE?

a) o000 TOKYMEHT

0) noroBop

B)UCKOBOE 3asIBIICHUE

r) cueT-pakTypa

4. EcTb I TOKYMEHTBI, KOTOPbI€ BO3MOHO HCIIOJIb30BAaTh TOJIBKO B OyMa)KHOM
BUaE?

a)aa
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0)Her

B) JINLIb B PAAJIE CIIy4aeB, OTOBOPEHHBIX 3aKOHOM

5. Kakue cymecTByOT BU/IbI 2JIEKTPOHHOM TTOAIUCH?

a) mpocTasi;

0) HeKBaTU(DUIIMPOBAHHAS,

B) KBUIM(UITUPOBAHHAS

T')yCJIO’)KHEHHAsI

6. Kakoif moanuchio MOJMUCHIBAIOTCS AIEKTPOHHBIE cueTa-(haKTyphl, OTYETHOCTH,
TPY/AOBBIE 10TOBOPHI?

a) mpocTasi;

0) HeKBaTM(DHUITMPOBAHHAS,;

B) KBUIM(UITUPOBAHHAS

T)yCJIOKHEHHAS

7. 1lpu ucnosb30BaHWM KaKOW 3JIEKTPOHHOM MOJIUCH CTOPOHBI JIOJKHBI
3aKJIIOYUTh OTAEIbHOE COIVIALICHHE O MPU3HAHUM MOANUCAHUSA OPUIUUECKU
3HAYMMBIM.

a) mpocTasi;

0) HeKBaM(DUIIUPOBAHHAS;

B) KBAIM(UITUPOBAHHAS

I')yCJI0KHEHHAs

8. Eciau JOKyMEHTHI MOANHUCBHIBAIOTCS ATOH 3JIEKTPOHHOM MOANUCHIO, OHH
paBHO3HAYHBI OyMaXHBIM 0€3 JOMOTHUTEIBHBIX YCIOBUH

a) mpocTasi;

0) HeKBaM(UIIUPOBAHHAS;

B) KBAIN(UIIUPOBaHHAS

I')yCJIOKHEHHAs

9. KakuM HOpMaTHBHO-TIPAaBOBBIM aKTOM perjamentupyercs 3107

a) Koncrutyuus

6) I'paxxnanckuit Koseke

B) KoAIl

') YTOJOBHBIN KOAEKC

10. Kakue JioKkabHBIE aKTHI TIO3BOJISFOT TiepeiT Ha D107

a)[Ipuka3 o BHEAPEHUN CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa
6)ITonoxxeHue o mepexoie Ha JAEKTPOHHBIN JOKYMEHTOOOOPOT

B)[IpaBuiia BHyTpEHHETO TPYI0BOrO pacopsaka

r)/lonosHUTENBHOE COTIallIeHHE O JUCTAaHIIMOHHON paboTe

11. Bepno nu yTBepxkaeHue?

[TpocraBnenue naThl B JEKTPOHHBIX JOKYMEHTaX HE PErjJaMEHTHPYETCS aKTaMu
WITH TIOJIOKCHUSIMHU.

12. Bepuo nu ytBepxxkaenue? Ha DJ1 pacmpocTpaHSIOTCS Te e TpeOOBaHHUS IO
CpOKaM XpaHEHHs, YTO 1 Ha OyMaKHbIE.

13. [loctaBbTe B MPaBUILHOM HOPSIIKE ATAIBI OpraHu3anuu padotsl ¢ 910
a)lIpoBeaenne o0yueHust epcoHaia

6)/10roBOpeHHOCTH ¢ KOHTpareHTaMu o nepexoje Ha /10

B)[lonyuenue ceprudurkara kBauGUIMPOBAHHOMN 3JIEKTPOHHOM MOANNCH
r)Be16op oneparopa 310 u 3akioueHue ¢ HUIM J0roBopa

14. BepHo nu yTBepkieHuE?

COJl — »TO TEeXHHMUECKas CHCTEMa, B KOTOPOM CO3JalOT M OTIPABISAIOT
JJIEKTPOJOKYMEHTHI.

15. BepHo 11 yTBepkaeHue?
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B 30 wucnonas3yror MmaTepualibHble (OyMakHBIC) JOKYMEHTHI,
oundpoBaiH.

16. Kak ucnpaButs 3/1?

a) Jlns BHECEHHS KOPPEKTHBOB AHHYJIHUPYIOT OIIMOOYHBIA JOKYMEHT H
(bOpMHUPYIOT HOBBII

0) COCTaBUTH aKT O BBISIBJICHHBIX PACXOXKICHUSIX,

B) cpOPMUPOBATH JAOMOJHUTEIbHBIE TOKYMEHTbI, KOPPEKTUPYIOIINE ONEPALIUIO
I')HUKaK

17. B kakoil CpoK OTBETCTBEHHBIN CHEIUATUCT MPOBOAUT TEXHUYECKHUIT KOHTPOJIb
pexrMa U yciaoBui xpaneHnus /1?7

a)MHUHHMYM pa3 B ISITh JIET

0) pa3 B LIECTh JIET

B) pa3 B CEMb JICT

T) pa3 B JI€CAThH JIET

18. Kakue MaHMMyNSIMM TIO3BOJISIET MPOU3BOJUTH CHUCTEMA JIIEKTPOHHOTO
JIOKyMEHTO00OOopoTa?

a) co3/1aHue, XpaHeHue, Mouck ]

0) u3MeHeHue, nepecbuiky I/

B) JIOCTYIl HECKOJIbKHUX COTPYIHUKOB K OJ[ /Uis BO3MOXHOCTH O3HAKOMIICHUS,
00pabOTKH U COTJIACOBAHMS

T') BCE MIEPEUNCICHHOE

19. Tlo npunmumam padotsr CO/] ObiBaroT

a) KJIACCUYECKHUE U KIIMEHT-CEpBEPHbBIC

0) Ha ocHOBe 0a3 JaHHBIX U BEO-TEXHOJIOTUI

B) CHCTEMBI JIEJIONPOU3BOICTBA

T') 2JIEKTPOHHBIE APXUBBI

20. TTo macmtabam paznugarot Takue COJ]

a) BHYTpEHHUH

0) BHEIIHHIT

B) C TOCY/IapCTBEHHBIMU OpPraHaMU

I') BCE IEPEUNCIICHHbIE

KOTOPBIC

MJIK 01.03
Opranuzanus
CEKPETapCKOTO
00CITy>)KMBaHUS
K 1.1-1.6
OK 01,02,
04,05,09
31- 318
3001.01 - 30
01.04, 30 01.06, 30
02.01 - 30 02.04,
30 04.01, 30 04.02,
30 05.01 - 30
05.03 30 09.01 -
30 09.05

KonTponsHas padoTa

Tect

1.laiiTe onpeeneHre NOHATHIO CEKPETaph

a) CEeKpeTaph —I0BEPEHHOE JIUIO0 PYKOBOIUTEIS,

0) cekpeTapp —93TO JMILO BeAyllee JeJONPOU3BOJCTBO, JEIOBYIO IEPENUCKY
OTJENTLHOTO JINIIA WU YIPEKICHHUS;

B) CEKpeTapb —ATO pabOTHHUK cephl yIpaBICHUS

2.YT0 moJKeH 3HaTh CeKpeTapb-pedepeHT?

a) 6a3oBoe 0OpazoBaHuE;

0) ymeHnue paboTaTh Ha KOMIIBIOTEPE;

B) YMEHHE OPraHU30BBIBATh MIPUEMBI, IPE3ECHTAIIH;

T') 3HaHUE PYCCKOTO W MHOCTPAHHOTO SI3bIKOB.

3.3akonunTe npeanoxenue. CodeceoBaHUE —ITO

A) yMEHHE JIETKO yCTaHABJINBATh KOHTAKTHI C PA3HBIMU JIFOIbMH.

b) B3auMMOBBIrOJHBIA pa3roBOp pYKOBOAUTENSS M TNPETEHJEHTa, BO BpeMs
KOTOPOT'O CTOPOHBI MBITAIOTCA JTy4Ille y3HATh JIPYT JIpyra.
B) ymenme opraHuzoBaTh CBOIO paboTy U paboTy oduca u BecTH

B3aMMOBBITOJHBIN Pa3roBop.
I') ymenue Bectu 6ecely B3aUMOBBITOAHYIO JIJIsi 00OEHX CTOPOH.
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4.JlononHute HOPMAaTUBHO-METOANYECKUE JIOKyMEHTa CEKpeTapcKoil
JESTENIbHOCTH.

1. BHemHre HCTOYHUKH

2.BHyTpeHHHE UCTOYHUKH

a) YcraB, NOJI0XKEHUS, IITaTHOE PaclUCaHue, T0JKHOCTHAS HHCTPYKIHUS.

0) ®3»00 wundpopmarnmu, wuHDOpPMATH3ANMUA U 3alUTe WHOOPMALIUKY,
®3.»00 anekTpoHHOM 1UpoBo  moamucw»., DP3» O  KoMMepuecKou
TaiiHe»,P3»0 MopsAIKe pacCMOTPEHUs oOpalleHuil rpaxaad POy.

B) [Iucbma, cinyxeOHas 3anucka, CBOJKa, OTYET, MPOTOKOJ, aKT.

r) I'paxnanckuii  komekc  P®,  xoncrurynus  P®, komekc 00
aIMUHHUCTPATUBHBIX TMPABOHAPYIICHUAX, HMHCTPYKTUBHBIE M METOAMYECKHE
JIOKYMEHTHI 110 JI€JI0NPOU3BOJICTBY, JOKYMEHTHI 110 oxpane Tpyaa, 'OC Thl,

n) PacriopsinutenbHble TOKYMEHTHI

5.Bb1bepuTe npaBUIbHBINA OTBET.

YcnoBus Tpyaa —37o ...

a) COBOKYITHOCTH (DaKTOPOB OKpY)KAIOIIEH Cpeibl, I03BOJSIOIUX YEJIOBEKY
COXPaHHUTbH CBOE 37I0POBHE;

0) COBOKYIMHOCTH (aKTOPOB MPOU3BOJCTBEHHOW c(hephl, KOTOPHIC OKa3bIBAIOT
BIIMSTHUE HA 3JI0POBBE U pabOTOCIIOCOOHOCTD YeJIOBEKa B Mpolecce Tpya

B) YCJIOBHUSI )KU3HU KaXKIOr0 YEJIOBEKA.

r) QaxkTopel T[OMOTAaIOIIUME CO3/aTh TEMIEPATYPHO-BIAKHOCTHBIH  PEXKUM
MOMELLEHUS.

6.JlaiiTe  XapaKTepUCTHUKY OCHOBHBIM (DaKTOpaM OKa3bIBAIOIIUM  BIIMSHUE
Ha MPOU3BOAUTEIBLHOCTD TPYAA.

1. ocBelIEHHOCTh JOMKHA OBITH —...

2. IyM B IOMEILEHUU HE TOJIKEH —...

3. MUKpPOKJIMMAT COCTOMT H3:

TEMIIEpaTyPHBIN PEKUM MOMEIICHUS —...

COCTaB BO3/lyXa B IIOMELICHUH —...

4. moMeuleHue AO0KHO OBITh OKpAIEHO —€CIIM PAaCMOJIO0KEHO —Ha 0T, BOCTOK
WM CEBEP.

5. peXXHUM TpyAa U OTAbIXA JOJKEH OBITh—...

a) TeIUIbIN, CBETJIBIN TOH,

6) 50 -55%,

B) 6,0 M2,

I') ECTECTBEHHBIM, CJIEBA,

1) 18-20 rpan,

e) 8-00,

xK) 40710,

7.0TBETHTE Ha BOIIPOCHI.

Kakue TpeboBaHus HEOOXOAMMO COONIOAATH CEKpeTapro-pedepeHTy, pa3Meras
JIOKYMEHTBI U CpeICTBa OPTTEXHUKU Ha CBOeM pabouem mecte?

A) 9TO OBI, HUUYETO HE Mo U OBUIO Y00HO.

b) npaBunmpHas ~ opranuzamus ~— pabodero = Mecrta,  YKOMIUIEKTOBAaHHUE
MeOeIbI0, BCIOMOTaTeIbHBIMH YCTPOMCTBAMH .

B) xommnbroTep 10KEH ObITh yCTAaHOBJIEH TaK, YTOOBI OBLIO JIETKO paboTaTh.

I') Bce, uTo GepyT npaBoil pykoil —cripaBa, Bce, 4TOOEpyT JeBOM pyKOH—CIIeBa.
8Ilpm maHMpoBaHMH  pabovyero  MOMEMICHHs  CeKpeTaps  HeoO0XOAUMO
YUUTHIBATh PACHOJIOKEHUE CIEAYIONIUX 30H:

A) 30HBI XpaHEHMS.. BCIOMOTaTEIbHBIE.
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b) 30HBI moceTuTeNnei ¥ BCioMoraTesbHasl..

B) 30Ha 00paboTKH., XpaHEHUSs., BCIIOMOTATEIbHAS.,

I') 30Ha00paOOTKH U XpPaHEHHMSI, TOCETUTEIICH.

9.0t1BeThTE HA BOMPOC.

KakuMu npuHIMIaMu pyKOBOJACTBYETCS CEKpeTapb, IUIaHMpYs CBOW pabouuii
JIEHL?

A) 4TO OBl pyKOBOJUTEIb OOJIBIIE BHIMOIHAJ 3allJIAHUPOBAHHBIX JIEII.

b) o0s3am  MakcuMaabHO  Pasrpy3uTb  PYKOBOAMUTENS  OT  TEKYLIUX
OpraHU3alMOHHBIX OIEepaIHii.

B) 4T00BI BOBpEMSI CIIPaBUTHCS CO BCEMU JI€TIaMH.

I') Tak kak pabouuii 1eHb CBsI3aH ¢ pabOYUM JHEM PYKOBOJUTEIIS.

1.Bb1OepuTe npaBUIBHBIA OTBET

Ha xaxue 1Be yacTu MOXKHO pa3JieNuTh paboTy cekperaps?

a) Ha TH()OPMAITMOHHO-IOKYMEHTAIIHOHHOE 00CITy)KUBaHHE U 0€3/JOKYMEHTHOE;

6) Ha paOOTy B IPHUEMHOM U APYIHX y4acTKax MpearpHUsITUS;

B) paboTy cekperaps JAeiasIT Ha paboTy ¢ JOKyMEHTaMH U Ha pabory
UH(POPMALIMOHHOE 00CTY)KMBaHUE PYKOBOIUTEIIS;

I') HOJrOTOBKA K COBELIAHHIO U padoTa ¢ Tene(OHOM.

2.Ha3oBHUTE OCHOBHBIE JI€JIOBbIE KOHTAKTHI CEKpeTapsi?

a) CeKpeTapb U COTPYAHUKH (HUPMBI,

0) cekpeTapb U PyKOBOJUTEIb.

B) CEKpeTapb U pYKOBOJUTENb, CEKpeTapb U COTPYAHUKH NPEIIPUITUS,
CeKpeTapb M IOCETUTENH APYTUX OpraHu3aluii;

I') CeKpeTapb U IOCETUTEIIH.

3.Ilepeuncnure OCHOBHbIE TpeOOBaHMS, MpPEIbSBISEMbIE CEKpeTapeM IO
noabopy nndopmanuu;

a) ceKkperapb JOJDKEH YyMEThb COCTaBIATh TpeOyeMmble TEKCThl JOKJIAJIO0B,
BBICTYIUIEHUH U JIeNIaTh BBIBOJbI U3 COOpaHHON MH(pOpMaInK;

0) cekperapro HEOOXOIMMO 3HATh: OCHOBHBIE HANpaBJiECHUs pabOThl (UPMBI, Te
MOKHO HallTU HYXHYI MHpOpManMio U BbIpabOTaTh Yy PYKOBOJIUTEINS
YBEpEHHOCTh B CIIOCOOHOCTH CEKpeTaps HalTH HE0OX0AUMOE;

B) CEKpeTapb JI0JKEH YMETh JOTMYECKH OCMBICIIMBATH U "ToAaBaTh B TpeOyeMoil
dopme nHpopMaLHIO PYKOBOIUTEIIIO.

I) CeKpeTapb JIOJDKEH YMeTh II0Jb30BaTbCsd HMHTEPHETOM U JPYTUMH
WH(POPMAIMOHHBIMH TEXHOJIOTHUSIMH.

4.Kakue oCHOBHBIE BOIIPOCHI JOJKEH OXBATHIBATH JEJI0BOM 0TUeT?

a) OTYET JOJKEH OBITh TAKUM, UTOOBI €T0 JIETKO MOKHO OBLIO MPOYNTATh;

0) ordyer aOMKEH ObITh OOBEKTHBHBIM, CEKpETaph JOJDKEH BO3AEP)KUBATHCS
OT CBOHX OMOIIHH;

B) ocHoBa otuera: uto? I'ne? Korga? Ilouemy? 1 Kto?

I') COCTaBJIeH B CBOOOHOMN (opMe U3TO0KEHHUSI.

5.Ha3oBuTe OCHOBHYIO 33J]auy CEKpeTaps pu BeACHUHU Tele(OHHBIX IIEPErOBOPOB
—37T0 ...

A) Bectu TeneoHHBIE IEPETOBOPHI 110 YCTAHOBJIEHHBIM PaBUIIaM.

b) orpaguthk pykoBOIUTENS OT 3BOHKOB, K HEMY HE OTHOCSIIIIUXCSI.

B)coenunsts pykoBoauTesst ¢ aDOHEHTaMH CeTH.

I') npunrMaTe uHGOPMaIKIO HEOOXOTUMYIO JIIsl PYKOBOIUTEIS

6.Yto HeoOX0ouMoO coOMI0IaTh MPU BEACHUHU TeIe(QOHHOIO Pa3roBopa

1. npuBeTCTBHE, BBIAICHEHHE BONIPOCA, TPOOJIEMBI, OLIEHUTh CPOUYHOCTh Pa3roBOpa;
2. BBIACHEHHE BONPOCa, MPOOJIEMBI, IOJBEICHUE UTOTOB, IPOILAHHE;
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3. DOpuUBETCTBHE, BBIACHEHHE BOIPOCA, MPOOJIEMBbI, OLEHUTb CPOYHOCTH
pa3roBopa, 0JIBEIEHUE UTOTOB, IIPOIIAHNUE;

4. IpUBETCTBHE, OLIEHUTH CPOUHOCTh PAa3roBOPA, MOABEIEHHE HTOIOB, IIPOLIAHHE.
7. Jononanuts Kakum 10J1KeH OBITH CEKpeTaphb IIPU BCTPEUU C TIOCETUTENSAMM ...
1.06ecrieunth 3 (PEKTUBHOCTH BCTPEYH. ,

2.JIr06e3HbIM.

3.1IpuBeTauBBIM.

4.J1enoBbIM.

5.00MWUTETBHBIM.

6. UeTko U MOJHO OTBEYATh HA BOIIPOCHI.

8.JlomOIHUTE.

[IpaBuia npuema noceTUTeNer 10 TEKYIIUM BOIIPOCaM:

1. moceTuTenb JOHKEH NPUXOAUT ...

2. 9eTko (OpPMHUPOBATS ....;

3. cekpeTaphb 3alKChIBaTh JaHHBIC ...

A) marepualibl MOCEILEHUS.

b) mo Bu3HMTHOW KapTOuKe.

B) nopsaok moceuieHus.

I') mo TpeGoBaHMIO PYKOBOIUTEIS.

) Ilo ycraHoBIEHHOMY BpEMEHH.

E) mo noknany cexperaps.

3) IO UMEHU U OTYECTBY.

1) nenp noceriexus.

’K) B s)xypHan perucrpanuu

9.JlononHuUTE-

OT0  Takol  BHUJ  YOpPABIEHYECKOW  NI€ATEIbHOCTH, MpPHU  KOTOPOM
OTpeIelIEeHHOE KOJIMYECTBO YYAaCTHUKOB COOMpaeTrcs B 3apaHee OrOBOPEHHOM
MecTe B OOYCIOBJIEHHOE BpeMs Ul OOCYKIEHUS M TNPUHATHS PELICHUH 10
3apaHee MOCTaBJICHHBIM BOIIPOCAM

A) KOJIJIEKTUBHOE 00CYX/IEeHHE

b) 3acenanue

B) coBemanue

I') cumno3uym.

10.JomonHuTe-

UTo rmaBHOrO B MOATOTOBKE COBEIIAHMS UJTU 3aCEIaHUs —3TO...

.A) COCTaBUTh MPOTOKOI

b) nosectka nHs

B) onoBecTuTh npUrIaeHHbIX

I') coctaBuTh 1UIaH.

11. Kakoif JOKyMEHT OIpenenseT NpoLecc JOKyMEHTHPOBAHUS COBELIaHMS,
3acejaHus —3To.....

.A) npurnamenue

b) cnrcok mpuriameHHbIx

B) mportoxon

I') noxmnan

12.CooTHecuTe BUIBI M HA3HAYEHUS IpUEMA.

A) npuem olex

b) npuem yxuH.

B) wait

I') npuem A-ns ¢ypiuer.
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1. mpoucxomut ctos c¢ 18.00 —20.00.B xoHIle TomarT Kode., hopmMa OIEHKIbI
IIOBCE/IHEBHASI.
2. mpueM ¢ paccazkoit 3a croi., ¢ 19.00 —21.00 Bo Bpemsi mpuemMa MmoJarT CyIl.,
IpUeM 3aKaHYMBAIOT JIECEPTOM., POpMa OJCK bl apaTHASL.
3. npuem HaumHatoT 16.00 -18.00., momaror MayieHbKHE OyTepOpOIbI KeKce,
MOpPOXEHOE., (hopMa 01K /IbI TOBCETHEBHAS.
4. mpuem 21.00 w mo3mHEe., JBa TOPAYUX KyIIaHbs, (opMa OIEKIBI
CMOKHMHT, (pak., BeuepHee IiaThbe.
13.0npenenute TUIT TPE3EHTALUHA —
€CIIM HaIlpuMep peepeHT JOKIIAAbIBAET COBETY MO TEME.
1. BHemnss.
2. Kamepnas.
3. Buyrpennss.,
4. [Ty6nuynas.
14.CocraBbTe BOINPEAECICHHOW MOCIEI0BATEIbHOCTH KOHTPOJIBHBIA CIIUCOK
JIOKYMEHTOB ¥ MaTEpUAJIOB ISl TOE3JIKH PYKOBOIUTEIS
1. BbIMKMCATh KOMaHIUPOBOUHOE YAOCTOBEPEHUE.
2. 0bOopMUTH BCE BBIC3/IHBIE JOKYMEHTHI
3. 3a0poHUPOBATH HOMEP B TOCTHHHIIE.
4. 3aKazaTb OMJIETHI.
5.caenaTh KCEPOKOIMUU MaTepUAIIOB.
6. HOJIrOTOBUTH CIYKEOHYIO JOKYMEHTALUIO.
15.CocTtaBpTe B OIpeneNeHHON IOCIeOBATEIbHOCTH CIHUCOK JAeN ISl paOOThI
0e3 pyKOBOJIUTETIS.
l.opranu3oBaTh BCTpEUy.
2. nopy4uTh modepy MOArOTOBUTH MAILLUHY.
3. OTMEHUTH BCE BaKHBIE BCTPEUYH PYKOBOIAUTEIIS.
4.ompenenuTh KTO OyneT paccMarpuBarh HWHGOpPMAIMIO B OTCYTCTBHE
PYKOBOAMTEIIS.
S.mpoayMaTh KakWe BaKHBIE Jiefla MOJXKHO BBINIOJIHUTH  CEKpPETapr B
OTCYTCTBHE PYKOBOAUTEIIS.
16.CootHecute
A) cBenenus otHocsTcs K KT;
b) cBenenust He otHOCsTCS K KT;
1. wuHbpopMammsi KOTOpasi COAEPKUTCA B OyX.0TYETaX,HAJOTOBBIX  JIOK-
Tax,CTaTUCTUY.0TYETHOCTH;
2. IJIaHbI Pa3BUTHSA, PEKJIaMHas AeSITEIbHOCTD;
3. CIIUCKH KJIMEHTOB;
4. TEXHOJIOTUH, TIPOTPAMMBI;
5. AHanu3 KOHKYPEHTHOCTIOCOOHOCTH;
6. Ueprexu, peLenTsl;
17.Kt0 umeer npaso padorats ¢ uHpopmanueit KT.
1. Bce yka3zaHHBIE B MHCTPYKIUU.
2. Ilo pe3ontonuu pyKOBOJIUTETIS.
3. o rpudy KT
MK 1.1-1.6 [TpakTrueckue 3a1anus
OK 01,02, 1. CoctaBuTh pe3toMe. ( Ha COUCKaHUE JTOIHKHOCTU CeKpeTapb-pedepeHT)
04,05,09 2. YKaXuTe TOCTOMHCTBA M HEJAOCTATKH pabouero moMmenieHus. Bel mpumnum Ha
Y1-V29 pabory 20 HosOps. OxHa Bamiero IOMENIEHHS BBIXOAIT Ha  CeBep,
Yo 01.01-VYo temreparypa Bosayxa npumepHo 20 °C., OTHOCHTENbHAas BIAXKHOCTH 60
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01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
Yo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
V0 05.02 Yo 09.01
- Y0 09.05

nporeHToB. Paboyee MecTo HaXOAUTCS B yIiy, MPUYEM CBET aJaeT Ha CTOJ C
npaBoil cTopoHsl. Ha cTonmax paOOTHHKOB  OTCYTCTBYET MECTHOE OCBEIICHHE.
O6mas miomanar KomHaTel 15 M2, paboraroTr B Hel 2 demoBeka. CTEHBI
OKJICEHBl 00OSIMH  CBETJIO-CHPEHEBBIX TOHOB. VICKyCCTBEHHOE  OCBEIEHHUE
HaXOJUTCsl Ha IOTOJIKE B BHJE JIaMIl JHEBHOTO cBeTa. B komHaTe Goibluoe
KOJIMYECTBO KPYIHBIX JKMBBIX pACTEHUH, pPACHOJOXKEHHBIX Ha MOy W
IOJJOKOHHHUKAX, UMeeTCsl OOJIbILION akBapryM.

3. CocraBpTe IUIaH pabouero JHSA cekperaps Mo BpeMeHU. CocTaBbTe IUIaH
pabouero JHs cekperaps IO BpeMeHH ( nepBas OJOBHHA JIHS., BTOpas OJOBHHA
THS., KOHer[ pabodero MHA.), €CIM MPEACTOST CICAYIOIHME BHUABI padboT
[TonGopka  Ha TeKyUmIMi JAeHb HYXHBIX JOKyMEHTOB M jen; Paborta c
teneponoM U mocerutensimu; OOpaboTka W perucrpanus IOJy4YCHHON
KoppecnionjieHiuy; Ilepenadya no teneoHy M JIMYHO YKa3aHUN PYKOBOAUTEIS;
COop W TOArOTOBKAa IMOJMUCEN HCIIONHEHHBIX  JOKyMeHTOB.;  [Ipocmotp
€XKEJHEBHUKA u MH(GOPMHUPOBAHUE COOTBETCTBYIOIINX CIIy k0.
Breimmonnenne nedaTHBIX paboT; KOMHMPOBAHWE U PA3MHOXKEHHE JOKYMEHTOB.
4. HavanpHuky cayx0Ob1 JIOY mnpeacrouT BBICTYIUIEHHE HA ONEpaTUBHOM
COBCIIAHWY KOMIAHWHM O BHEJPEHUH KOMIBIOTEpU3AaUUN pabodnx MeCT W
OPUMEHEHUH aBTOMAaTH3UPOBaHHOM 00paboTku 1oKyMeHTOB. Crenuanucry
CHOVY naercs nopyueHue

nogobpate  uMHGOpMALMIO 1O  JaHHOM  mpoOieMe W MpeIoCTaBUTh
uHpopManuio B Bujae oTueTa. [Ipy moaroroBke WHGOpPMALUK YUYUTHIBATH BCE
npaBuia paboThl cekpeTapsi ¢ HH(pOpMalMen.

5. Ilepenats u npunATH Gakcorpammy. [IpaBuia npuema u nepeaayn dakca.
1.CornacoBaTh pa3mep JOKyMEHTa ¢ BO3MOXXHOCTSIMH arlnapara.

2.Bxmounts kHOTIKY STARTH npoBeputs Oymary.,

3.YCcTaHOBUTH PEXUM KayecTBa MeyaTH.,

4.Cesizatbest o TenedoHy ¢ aDOHEHTOM, KOTOPOMY Tiepenaercs (axc.,

5.B3sth dakc.,

6.I10710KUTh JOKYMEHT Ha BXOJHOM JIOTOK TEKCTOM BHH3.,

7 Ilpuem npoucxoauT B aBTOMATHYECKOM pEXUME.,

JloxxnaBimnch B TpyOKke curHana gaxca, HaxaTh KHonky START

6. Ilepenath 1 NpUHATH TeaePOHOTpaMMY.

[TpoBenuTe aHanu3 mpuema TesnehOHOrpaMMBbI.

[Tpumure Teneponorpammy. Cexkperapp B OJOKHOT 3alMCHIBAET TEKCT,
cokpamaer ero. IIoJHOCTbIO HE MOBTOPSISL TEKCT, NepelaeT JOHKHOCTHOMY
mamy.  Ilpm  mepemade wmHpopMmarmsi Obula  HE  CpodYHas, C  PEIKO
ynoTtpebnsiemMbiMu  cioBamu. Ilpu mepenade u mnpueme TenepOHOTpaMMBI He
OBLTH COOOIIEHBI (PaMIITHH TOHKHOCTHBIX JIUII.

7.IlpueMm KOMaHIUPOBOYHOTO paboTHUKA. Mmes, mnpukaz o KOMaHIMPOBKH
3aIOJTHUTE KOMAaHIUPOBOYHOE YIOCTOBEPEHUE

8. CocTaBbTe IJIaH ONEPATUBHOTO COBEIIAHMs .AHAJIN3 PE3yIbTaTOB IKCIEPTHOU
nposepku gokymenToB OAO  «CTPOM XOJIJI». . B pesynsrate  mpoBepku
BBISICHWJIOCH, YTO HET YEeTKOro KOHTPOJS HCIIOJHEHHs JOKYMEHTOB, BCE
BBINTOJIHSCTCST B pydHYyr0. [Ipe/uioskeHus NMpoaHAM3UPOBATh ITYTH BHEAPEHHUS
aBTOMATH3UPOBAHHBIX ~ CHUCTEM  KOHTPOJS  JOKYMEHTOB.;  HEOOXOAMMO
MOJTOTOBUTh WIJIM TIPOBECTH ITOATOTOBKY JIOKYMEHTOB IIOCTOSTHHOTO CpOKa
XpaHEHMs M JIMYHBIX JIeJ ¥ TIepeaTh B BEOMCTBEHHBIH apXuB.

9.Kak nmomaércsa uaii. [IpoBenaure ananu3 odunuansHoro npuema.( yait).Havamu
yaii mexay 15.00 u 16.00. Hakpplnm CTONMK, TOCTaBHIJIM Yallka Ha ONroale,
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CIpaBa —Tapeyioyka M HOXHUK, YalHMK psaoM co cToiaukoM. IlpemioxeHsl
OyJI0YKH, KeKChI, 0yTepOpoabl chbipoM. Ha cTON mOCTaBUIIN CITUBKH.

10.CocraBuTh POTOKOJ U TOBecTKY AHA. OdopmuTe moBecTky AHS coOpanus. B
OpraHM3aluy  I0cIe 9KCIIEPTHOM MPOBEPKH JOKYMEHTOB, HEOOXOAUMO
pemieHue obuiero cobpanusa. B pe3ynpTaTe MpPOBEpKH BBIACHUIOCH, YTO  HET
YETKOr0 KOHTPOJIS UCIIOJIHEHUS JIOKYMEHTOB, BCE BBITIOJIHAETCS B
PYUHYIO. [Ipensioxenuss MpoOAHAIU3UPOBATH IyTH BHEJIpEHUs
ABTOMATHU3UPOBAHHBIX CUCTEM KOHTPOJISI JAOKYMEHTOB.;  HE00XOIUMO
MOATOTOBUTh WM IPOBECTH MOATOTOBKY JOKYMEHTOB IOCTOSSHHOI'O CPOKa
XPaHEHUs U JINYHBIX JIE] U IEpPeJaTh B BEIOMCTBEHHBIN apXUB.

11.CocraBpTe mporpamMmy OHW3HEC TIOC3IKH PYKOBOAUTENS. PykoBOAUTEND
OpraHM3alMy HallpaBJSIETCd B MEXIYyHApOJHYK 1oe3laKy. Llenbio sBisercs
OoOMEH OMNBITOM IO YIPaBICHHUIO IepcoHaloM. Bompockl BcTpeud KacaroTcs
CTPYKTYpbl, IOJHOMOYMM, B3aUMOAEHCTBHS C JAPYrUMH  CTPYKTYpaMu,
palMOHANBHOCTh JEUCTBUM W JIOJDKHOCTHOM — cratyc.  CaMocTosITenbHO
JOTIOJTHUTE  TYHKTHl mporpammbl.  Pa3paboTate pabodee MecTo cekperaps
PYKOBOJMTEIIS OPraHUu3aluu.

12. Tlpu paspaboTku paboyero mecra HEOOXOAMMO YYUTHIBATH IUIAHUPOBKY
pabouero nomenieHus, GopMuUpoOBaHNE HHTEPHEPA, U COOTBETCTBUE BBIMOIHIEMbIX
pabor.

13.Ilpoananusupyiire paboTy cekperaps ¢ KOHGHUACHIUAIHHBIMUA JTOKYMEHTaMHU
opranuzanuu. Crenaiite BBIBOJb U packpoire omubku. B IIPUEMHYIO
PYKOBOJMTENSL OpraHM3alliy NpUILE] MOCETUTENb, HE 3allMCAHHBIA Ha IPUEM.
Cekperapb ,BBINOJIHAS OPYYEHUE PYKOBOAUTENSI (POPMUPOBAI Ul IIEPErOBOPOB
KOHTaKTbl M CIUCKA KJIMEHTOB M TOJATOTaBIMBAJI CBEACHHUA IO JIEJIOBOM
NEepenucku ¢ HUMU. JIOKYMEHTBI OTKpPBITO JIeKadd Ha CTOJNE CEKpeTaps.
Cekperapb NEpPEKIIOYMIACH HA TOCETUTENs (  3aloNHsUIa  PETUCTPALUOHHYIO
dbopmy TTOCETUTEIIS). 3aBszasics pasroBop. Cekperapp OTBeTMIa Ha
Tese()OHHBIM 3BOHOK COTPYIHMKAa OpraHu3aluu 1o pabouyuM  BOMpOCaM.
Janee nonoxuia O TOCETUTENE PYKOBOAWUTENIO JIMYHO U MpHUIJacuia Ha
6eceny. [ToceTuTens 3a0bUT Ha CTONMKE OJOKHOT-OpraHai3ep.

14.IlpoBeaute aHanu3 TeneOHHOTO pa3roBopa, €CIM 3BOHAT CEKpeTapro., Mo
IPUBETCTBHUIO; [0 NPEACTABJICHUU: IO NPUYMHE; MO MOABEACHUHM UTOTOB: IIO
IIPOLIAHUE.

-Anno!

-A KTO 3BOHUT?

-I"'oBopute rpomue

-OH 3aHsT, IEPE3BOHUTE MO3XKE

-Onny munyTouky. Ceiuac s y3Haro ( Mcue3aeTe Ha HECKOJIBKO MUHYT)
15.1IpoBeaute mpuem mnocerutenel, ompenennurte Buj nocemeHus.llonos Mpan
TumodeeBuu, crapmuii HayuHbli coTpyanuk HUWU  TpymoBoro oOydenus
OpUlIe HAa TpUeM K PYKOBOJMUTENIO MO Bompocy»O0 H3MEHEHHH Y4eOHBIX
manoB Ui YIIK». Jlaty npuema m Bpems NpreMa HAIUIIATE CaMOCTOSATEIBHO.
CrenaiiTe OTMETKU O XOJ€ PAaCCMOTPEHMsI [€la M OKOHYATEIbHOM PELICHHH B
COOTBETCTBYIOIIMX Tpadax KypHaia perucTpammi.

16.1Ipoananu3upyiite NOArOTOBKY K NPE3EHTALMU B OPraHU3allMM MO BHIY: IO
LEIU: [0 OpPraHMu3aluu: MO NpuriameHHbIM: CrenaiTe BBIBOABI M PACKPOWTE
OLIMOKH, eciu ecThb. Jlns NpuBJICYCHHUS KIUMEHTOB ( JENIOBBIX IapTHEPOB) B
OpraHu3alu JOJDKHA COCTOSATCS mpe3eHTanus. CekpeTapro MOpyYeHO COCTaBUTH
TJIaH MEPOTIPUSTHUS.
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MK 01.04. TeopeTnyeckue BOPOCHI
JoxymenTtanonHo | HopmatuBHble mpaBoBble akThl Poccuiickoir @enepanuu B chepe TpyaOBBIX

e obecreyeHne
KaJJpOBOM CITy>KObI
IIK 1.1, 1.2, 1.4,
1.7,18,1.9

OK 01,02, 04, 05,
09

31- 38,311, 312,
319 - 328
3001.01 - 30
01.06, 30 02.01 -
30 02.04, 30 04.01,
30 04.02, 30 05.01
-3005.03, 30
09.01 - 30 09.05.

OTHOLUEHUH

JlokanbHbIC HOPMATHBHBIC aKTHI IO TIEPCOHAITY: 00s3aTeNIbHBIC U HE00s3aTeIbHbIC
(akynbTaTUBHBIC)

[Topsiaok npencraBieHrs JOKYMEHTOB 0 MIEPCOHATY B TOCYAapCTBEHHBIE OPTaHbl
[Topsanox cOopa, 0OpabOTKH, U3MEHEHHS] U YHUUYTOKEHUS MEPCOHANBHBIX JTaHHBIX
pabOTHUKOB.

[Topsnox BeaeHHsI BOMHCKOTO y4YeTa B OpraHu3aluu.

[Topsimok BepeHus ydera pabouero BpeMeH:H pabOTHUKOB.

[Topsnok nokyMeHTHpoBaHus npuemMa Ha padoty. Cocrasienne otyetoB C3B.
VYyeTHbIe JOKYMEHTHI 110 TIEPCOHATTY.

N3meHeHne nepcoHalIbHBIX JaHHBIX PAOOTHUKOB

[Topsiiok TOKYMEHTUpPOBAHUS MepeBoia pabOTHUKA Ha APYTYIO padoTy.

[Topsanokx TOKYMEHTHPOBAHUS KOMaHIUPOBaHUS PAOOTHHKOB.

[Topsiiok TOKYMEHTUPOBAHUSA MPEIOCTABICHUS OTITYCKa PAaOOTHUKY.

[Topsmokx JOKyMEHTHPOBAHUS MOOIIPEHHUS pAOOTHUKOB

[TopsiIoK TOKYMEHTHPOBAHUS BRIHECEHUS TUCIUTLIMHAPHBIX B3BICKAHUN

[Topsanox TOKYMEHTHPOBAHUS YBOJIbHEHUS pAOOTHUKOB.

[TopsiA0K MOATOTOBKY /€T MO JINYHOMY COCTaBY K IMepeaue B apXuB OpraHu3aIiu
Homenxknarypa gen kaapoBoil ciyxObl. [lopsok MOArOTOBKH, COCTaBICHUS U
odopmIteHUSI.

Opranu3zalioOHHO-PACIIOPATUTENbHBIE IOKYMEHTHI B KQJAPOBOM CIIyk0e€:
MpUKa3bl 1O OCHOBHOM JIEATEILHOCTH; CIPaBKH, JOKJIAIHBIC
dopMHUpOBaHUE U XpaHEHUE JeTl.

3aIIiuCKH.

IK 1.1, 1.2, 1.4,
1.7,1.8,1.9

OK 01,02, 04, 05,
09

V1-V12, V18-
V22,V30-VY57
Vo0 01.01-VYo
01.03, Yo 01.05,
Y0 01.07, Yo
01.08, Yo 01.10 -
VYo 01.12, Yo
02.01 - Yo 02.08,
Yo 04.01, Yo
04.02, Yo 05.01,
Y0 05.02 Yo 09.01
- Y0 09.05

Tunosble NPaKTUKOOPUEHTUPOBAHHBIE 33 JaHUS:

IIpakTnyeckoe 3aganue 1

CocTaBbTe TOKJIAIHYIO 3aIIUCKY CO BCEMU MpaBuiamu oopmieHus Ha popmare
A4, uctionb3yiiTe (aitn npakTUky 2.4. ¥ TOATOTOBJIEHHYIO JOKJIAIHYIO 3alUCKY
BBICJIATh.

Henocraroniye pekBU3UTHI U DJIEMEHTHI JONOJIHUTD.

YITPABJIEHUE JJEJIAMU NOKJIAJHA A 3AITNCKA 3amecTtuTtento
pykoBojuTens armuHucTpanuu roposa b.b. llleBuenko 10 okta6ps 2013 r. Ne 35
O coBepiieHCTBOBaHUH TexHUUYecKoU 0a3bl otnena JIOY Ha npotsixenun
nocneauux yetbipex et (¢ 2009 r.) B otaene AOY anMuHUCTpaAIUU HE MIPO-
BOJMJIOCH 3aKYIOK OPITEXHUKH U HE MPOBOJINUIIOCH PadOT 10 COBEPIIEHCTBOBAHUIO
TEeXHUYECKOH 0a3bl oT/ena. B cBsI3HM co 3HAUUTETBHBIM POCTOM 00BHEMOB
o0OpabaTsIBaeMOI KOPPECTIOHACHITNH, TTOCTYMAIONIEH U OTIPABIIIEMON U3
aJIMUHUCTPAIMU TOPO/Ia, U OTCYTCTBUEM COBPEMEHHBIX CPEACTB 00- pabOTKH
KOppEeCHOHIEHIIH, TpocuM Bac paccMoTpeTs Bonpoc 0 HE0OX0UMOCTH
MpoBe/IeHus paboT 1Mo TEXHUYECKOH MoaepHu3anuu otaena JJ0Y
aaMuHHcTpanuu. 3aB. otaenoM . KocssiHoBa H.C. KacbsiHoBa

IIpakTnyeckoe 3aganue 2

CocTtaBbTe pe3oMe Ha BaKaHCHIO CIIeUaINCTa

IIpakTnyeckoe 3aganue 3

Oxonomuct BacunbeBa Exateprna HukonaeBHa 1 ceHTAOps TeKyIero roja mnojana
sasBiienue B OO0 «JIyu» ¢ npocs00# IpUHATE €e Ha paboTy CHELHATUCTOM
q)HHaHCOBOFO oTAcia Ha HETTOJTHBIN pa6oq1/1171 JCHb.

Wncnekrop no kagpam Cvupaosa U.C. 00bsicHUIa, 4TO (PUpMa HMEET BO3MOKHOCTh
HPHHSATH HA pabOTy SKOHOMHCTA, HO Ha OCHOBE CPOYHOT'O TPYAOBOTO IOTOBOpA.
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TpynoBoii moroBop ObLI 3aKIIIOYEH 5 CEHTAOPS U MOANKUCAH OT UMEHU (UPMBI
reHepaTbHBIM aupekTopoM MuponosBbM JI.C. B TOT ke neHb ObLT U31aH MprKa3 o
JUYHOMY COCTaBy, 3aBM3UPOBaHHbIN CMupHOBOU W.C. M IOPUCKOHCYIIETOM XMEIEBBIM
N.0O. Ilpuka3 6611 00bsiBeH Bacunbsesoit E. H. mox pacnucky 6 ceHTs0pst.

Odopmute yHUPHUIIPOBAHHBIE (DOPMBI TOKYMEHTOB

IIpakTuyeckoe 3a1anue 4

Wncnexrop otnena kaapos Ckakyn B.I1. opopmmina nokymenTs Ha JlebeneBy AHacTacuio
HukomaeBny 20 ampens Texymiero rona , Jlebegesa A.H.mogana 3assinerne 8 OO0
«3Bepoboit» ¢ mpockOoit MPUHATH ee Ha paboTy TJIaBHBIM OyXTaiaTepoM B OTIEN
OyxranTepckoro yuera. TpyaoBoii JoroBop OblI 3aKitodeH 21 ampess U MOANUCAH OT
nMeHH GUPMBI TeHepasIbHBIM TupekTopoM MupoHoBeM JI.C. B ToT jxe neHb ObL1 n3aan
MIPHUKa3 10 JJMYHOMY COCTaBY, 3aBu3npoBaHHb CkakyH B.I1.. n topuckoHCyIIbTOM
Kymnuxkossr A.JL.. [Ipuka3 6bu1 00bsiBieH Jlebeneroii A.H. mon pacniucky ¢ 24 anpens .
Odopmure yaudumpoBanHbie GOpPMbI JOKYMEHTOB

IIpakTH4eckoe 3a7aHue S

B cBs13u co cmeHoit rmaBHoro Oyxrantepa B OO0 «XPOM» Ha3HauWTh TIaBHBIM
oyxrantepom MapkoBy Tamapy BopucoBny. TpynoBoii OroBOp 3aKITFOUMIM 3 HIOJS
2017r., Ha HEONpeeIEHHBIN CPOK. B 1ensx MpoBepKH COOTBETCTBHUS OpydaeMoii pabore
YCTAHOBUTH UCTIBITATENBHBIA CPOK MPOAOIKUTEIILHOCTBIO 6 MECSIeB. Y CTAHOBUIIN
noypkHocTHOM okiaa 70 000 py6iieit B MecsIil., ¥ ONpeAeTIN MOJTHYI0 MaTepUalbHYIO
OTBETCTBEHHOCTb.

Odopmute yHUPHUIIPOBAHHBIE (DOPMBI TOKYMEHTOB

IIpakTuyeckoe 3axanue 6

Ha ocnoBanuu pemenust o0miero coopanus yaacTHUKOB CaioBOro HEKOMMEPYECKOTO
toapuiiectBa « TOITOJIby, Ha3HAYUTE (BO3JIOKUTH 00S3aHHOCTH OyXTajiTepa ) Ha
®enopoy Maputo BanosHy ¢ 17 aBrycta 2018r. TpymoBoii 1oroBop 3aKIIOYUTEH HA
HEOIPeeNICHHBIH CPOK ¢ paBoM noanucH pruHancoBbx JokymeHToB CHT. denopoBy
M. 03HaKOMMIIN € IPUKA30M , TOAMUCAHHBIN NpeaceaTeIeM IpaBIeHUs
M.K.MaxkapoBbIM.

Odopmure yaudumpoBanHsie GOPMbI JOKYMEHTOB

IIpakTH4eckoe 3aganue 7

OTtxkpoiite cipaBounyto cucreMy KoncynstanT [Limroc, ucmnons3ys BeICTpEIil OUCK,
HaiauTe opMy MpHKa3a o IpueMe COTpyAHHUKa Ha padoty ¢.T-1

CocraBbTe IpUKa3 Ha CBOM JAaHHBIE U BRIOEPUTE J1I000€ Ha3HAUECHUE.

Odopmure yaudumpoBanHble GOPMBI JOKYMEHTOB

IIpakTH4yeckoe 3axaHue 8.

[Ipekpamenue ( pacTop>keHUE) TPYJOBOTO JOTOBOpa OyXranrepa NpeAnpusTUs B
CBSI3U C COKPAILIEHUEM YHCICHHOCTH pa0OOTHHUKOB OpraHU3aIIHH.

Heo0OxomuMo npoBecTH yBOJIbHEHUE B COOTBETCTBHH CO CTaThIMU TpPymI0BOTO
Konekca PO.

IIpakTnyeckoe 3aganue 9

[Ipekparenuu ( pacTOp>KEHUH) TPYAOBOTO JIOTOBOPA YKOHOMHUCTA OpraHU3aIuN
10 €70 UHULIMATUBE B CBS3U C HEYAOBIIETBOPUTEIBHBIM PE3YABTATOM UCIIBITAHUS.
Heo6xoaumo nmpoBecTr yBOJIBHEHHE B COOTBETCTBHH CO CTAaThIMH TPyI0BOTO
kojekca PO.

IIpakTHyeckoe 3aganue 10

[pekpamieHuu ( pacTOp>KEHUH) TPYAOBOTO JoroBopa [ maBHOro Oyxrantepa mo
WHUIIMATHBE paOOTHUKA 10 TPUYMHE BBIX0/1a HA TICHCHIO.

Heo0OxomuMo npoBecTH yBOJIbHEHUE B COOTBETCTBHH CO CTaThIMU TpPyI0BOTO
Konekca PO.

IIpakTnyeckoe 3aganue 11

[Tpekparnenuu ( pacTOp>KEHUH) TPYJAOBOTO JIOTOBOpa Oyxrayirepa 1 KaTeropuu 1o
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WHUIIMATHBE paOOTHUKA B CBSI3U C MEPEBOJIOM B IPYTYIO Opranu3aiuio ( Ha
JOJHKHOCTB TI1.0yXranrepa).

Heo6xoaumMo npoBecTr YBOJIBHEHHE B COOTBETCTBHH CO CTAaThIMH 1 PyI0BOTO
Kojekca PO.

IIpakTuyeckoe 3axanue 12

[Ipekparenuu ( pacTOp:KEHUH) TPYAOBOTO JOTOBOPA MOMOIIIHUKA YKOHOMHCTA 110
€r0 MHUIIMATHUBE B CBS3HU C HCTCUCHUEM CPOKa TPYIOBOTO JOTOBOPA.

Heo0OxomuMo npoBecTH yBOJILHEHUE B COOTBETCTBHH CO CTAThIMU TPyI0OBOTO
koznekca PO.

VYyebHas npakTuka
ITO 10pranu3zanus
JIOKYMEHTAIMOHHO
ro obecrieueHus OT4er mo npakTUKe Ha OCHOBE MHAUBHIYaJbHOTO 33IaHUS
yIpaBiIeHUs U
(GYHKIIMOHUPOBAHU
sl OpraHu3aIuu

[IpousBoacTBeHHa
s MpakTHKa (110
IPOPHUIIO
CHEIUATLHOCTH )
ITO 10pranmn3anms
JOKYMEHTAI[HOHHO
ro oOecreveHus
yIpaBJICHUS U
(GYHKIIMOHUPOBAHU
sl OpraHu3aIuu

OTyer no IMMPAKTUKE Ha OCHOBC MHAUBUAYAJIbHOT'O 3a/IaHUS

Kputepun onenkn nupdepeHupoBaHHOIO 3a49eTa

-«OTIUYHO» - TEOPETUUYECKOE COJACpP)KaHUE Kypca OCBOEHO MOJIHOCTBHIO, 0€3 MpoOesioB, yMEHUs
c(OpMHPOBaHBI, BCE MPEIyCMOTPEHHbIE MPOrpaMMOil ydeOHbIE 3a/JaHUs BBINOJIHEHBI, KAaueCTBO HUX
BBITIOJIHEHUS OI[CHEHO BBICOKO.

- «XO0poI110» - TEOPETUUECKOE COJePKAHNUE Kypca OCBOCHO IMOJIHOCTBIO, 0€3 MpoOenoB, HEKOTOphIE
yMeHHus Cc(hOPMHPOBAHBI HEIOCTaTOYHO, BCE MPEAYCMOTPEHHBIE MpOrpaMMoil yuyeOHbIe 3aJaHus
BBITTOJTHEHBI, HEKOTOPBIE BHUJIBI 33]JAHUI BHIITOJTHEHBI C OITHOKAMH.

- «Y IOBIIETBOPHUTENBHO» - TEOPETHUUECKOE COAEPIKaHUE Kypca OCBOCHO YAaCTHMYHO, HO MpoOenbl He
HOCAT CYIIECTBEHHOTO XapakTepa, HEOOXOIMMbIe YMEHHsS pabOThl C OCBOCHHBIM MaTepHAIOM B
OCHOBHOM C(OPMHUPOBAHBI, OOJIBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMoil 00yueHHs yueOHBIX 3aJaHHi
BBITTOJIHEHO, HEKOTOPBIE M3 BHIITOJHEHHBIX 33/IaHUH CO/IepKaT OMINOKH.

«HeynoBneTBOpUTEIHHO» - TEOPETHUECKOE COJIEpKAHNE Kypca HE OCBOCHO, HEOOXOAUMbIE YMEHUS
He c()OPMUPOBAHBI, BHITIOJHEHHBIE YUEOHbIE 3aJaHUsI COAepKAT rPyOble OINOKH.

Kpurtepun onieHkn KypcoBoro npoexkrta (padorsi)

Kong v HaumeHoBaHue Ornenka (monoxurenbHas — 1/
KOMIIETEHIUH orpunarenbHas — 0)
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Konx u naumenosanue OITOP
(OCHOBHBIX TIOKa3aTeJe OICHKU
pe3ynbTaTa)

BrimonaeHN
e KIT (KP)

3amura
KII
(KP)

WnterpanbHas
onenka OITOP
KaK
PpE3yNBTaTOB
BBINOJTHEHUS U
samutel KI1
(KP)

IIK 1.1. OcymecTBiaTh npuém-
nepeaavy yrnpaBJIeHYeCKON
MH(pOPMAIIUHU C TIOMOIIBIO
CpeAcTB UHPOPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH.

OIIOP 1.1.1 Ucnonw3yet
cpencTBa HH(GOPMAIIMOHHBIX U
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH [UISl TIOJTY4CHHUS U
nepeaayu nHGopMauu

OIIOP 1.1.2 YcTaHaBauBaeT u
MOJI/IEP>KUBAECT KOMMYHHUKAIIAH
B IPOIIECCE JICTIOBOTO OOIIECHUS
C TIOMOIIBIO CPEICTB
MH(POPMAIIMOHHBIX U
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;

OIIOP 1.1.3 OGecnieunBaet
MH(OPMALIMOHHYIO
0e301aCHOCTh JIEITCILHOCTH
OpraHH3aliH.

I1K 1.2. KoopauaupoBatb
paboTy nmpreMHOI
PYKOBOIMTES, 30H IIpUEMa
pa3IUYHbIX KaTeropuit
ITOCETUTENIEW OPTaHU3aLUH.

OIIOP 1.2.1 Berpeuaet
IIOCETUTENEH, ITOTy4aeT
MEPBUYHYIO HH(POPMAITHIO O
MTOCETUTENSX, YCTAaHABINBAET
MOPAIOK Npuema 11t
Pa3INYHBIX KaTETOpHUM
IIOCETUTENEH

OIIOP 1.2.2 Bener yuétHble
perucTpanroHHbie POPMEI 1O
MIpUEMY MOCETUTENIEH, a TAKKE
npuéM, reperavy u OTIpaBKy
JOKYMEHTOB

OIIOP 1.2.3 Opranu3oBbIBaeT U
OpOHHPYET MEPETOBOPHBIE
KOMHATBI, a TAK)KE CEPBUPYET
qaifHble (Ko(eiHbIE) CTOIBI B
oduce

IIK 1.3. BnaneTs HaBBEIKAMH
IUIAaHUPOBAHUS paboyero
BPEMEHHU PYKOBOJMUTEIIS U
cekperaps

OIIOP 1.3.1 Beioupaet Gpopmsl
TUTAHUPOBAHUS U 0popmIIsieT
IUTAaHUPOBIIMK (OpraHaiizep)
PYKOBOJIUTENS U CEKpeTapst

OIIOP 1.3.2 YcranaBiuBaeT
IIEJTH, OTIPEeIIIeT
MPHUOPUTETHOCTH M OYEPETHOCTH
BBITIOJTHECHUS PabOT 1
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3¢ GEKTUBHO pacnpeensieT
pabouee Bpemst

OIIOP 1.3.3 Uudopmupyer
PYKOBOJUTENS O MPUOIHKEHUH
BPEMEHH U pErjaMeHTe
3aIJIaHUPOBAHHBIX BCTPEY U
MEpOIPUITUI

[IK 1.4. OcyuiecTBasiTh
MMOATOTOBKY JICJIOBBIX MOE3/I0K
PYKOBOJMTEIISA U IPYTUX
COTPYJHHKOB OpTaHU3AIIH.

OIIOP 1.4.1 CocraBisier u
oopmIIeT JOKYMEHTBI JUIS
TIEJIOBBIX MOE300K

OIIOP 1.4.2 OcymiectBisier
TPEBEI-TIOIEPIKKY JETOBBIX
MOE37J0K

OIIOP 1.4.3 CornacoBbIBaer ¢
MIPUHUMAIOIEH CTOPOHON
IIPOTOKOJI TUIAHUPYEMBIX
MEpPOTPUSATHIA U POPMHUPYET
[IpOrpamMMy JI€J10BOM MOE31KU

[IK 1.5. Bnaners cnocobamu
opraHu3aiuu pabouero
MPOCTPAHCTBA IPUEMHOU U
KaOuHeTa pyKOBOJUTENsS

OIIOP 1.5.1 OpranuzoBbIBacT
pabouee MecTo B COOTBETCTBUH
C TpeOOBaHUSAMHU IPTOHOMUKHU U

KYJbTYpHI TPyJa

OIIOP 1.5.2 O6ecnieunBaet
pabouee MecTo u
¢byHKIIMOHAIBHOE pabouee
MPOCTPAHCTBO HEOOXOTUMBIMHU
CpEeACTBAMH OPTraHU3aLMOHHOMN
TEXHHUKH, MEOEIBIO U
KaHIIETSIPCKUMU
MPUHAITIE)KHOCTIMU

OIIOP 1.5.3 nognepxuBaet
CpEeACTBA OPraHU3alMOHHON
TEXHUKHU B pabo4yeM COCTOSHUU

1K 1.6.0cymecTBasTh paboTy
IO TTOJITOTOBKE U TIPOBEICHHUIO
KOH(EPEHTHBIX MEPONIPHUITHH,
obecrieunBaTh
MH(POPMAIMOHHOE
B3aUMOJICHICTBUE PYKOBOIUTEIS
C TO/Ipa3ACTCHUSIMA 1
JOJDKHOCTHBIMH JINTIAMH
OpraHU3aIH.

OITOP 1.6.1 OpranuzoBbIiBacT
MpOoIeCcC IOTOTOBKH U
MpoBeAcHNE KOH(DEPEHTHOTO
MEpPONPUATHS HHAUBUYATbHO U
B cocTaBe paboueit rpymnisl

OIIOP 1.6.2 JlTokyMeHTUpPYET
pasHbIe 3TAIbI IPOIIETYPHI
MOJITOTOBKH U TIPOBEICHHS
KOH(EPEHTHOTO MEPOIPUATHUS
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OIIOP 1.6.3 OcymecTBisier
MIPOBEPKY JIOCTOBEPHOCTH,
MIOJTHOTHI U
HENPOTUBOPECYHBOCTH JJAHHBIX,
WCKJTFOUEHUS TyOIMPOBaHUS
nHpopmauu

I1K 1.7. Odopmnare
OpraHHU3aOHHO-
pacnopsIUTEIbHbIE TOKYMEHTHI
Y OpraHU30BBIBATH paboTy ¢
HUMH, B TOM YHUCIIE C
UCTIOJIb30BaHUEM
aBTOMATHU3UPOBAHHBIX CHCTEM.

OIIOP 1.7.1 CocraBiusger u
odopmIIeT OpraHU3aIOHHBIE,
pacnopsiAUTeIbHbIC U
HH()OPMAIIMOHHO-CITPABOYHBIC
JTIOKYMEHTBI

OIIOP 1.7.2 Ilpunumaer,
IIPOBEPSIET, pacCCMaTpPUBAET,
PETUCTPHUPYET BXOAIINE,
WCXOJSIINE U BHYTPCHHUE
JTIOKYMEHTBI

OIIOP 1.7.3 KonTponupyer
MapIIpyTH3aLHUIO0
JAOKYMCHTOIIOTOKOB U CPOKH
UCIIOJIHEHUS! IOKYMEHTOB

[1K 1.8. OdopMAATH TOKyMEHTHI
T10 JIMTYHOMY COCTaBY U
OpraHU30BBIBATH PabOTy C
HUMHU, B TOM YHCJTIE C
HCIOJIb30BaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM.

OIIOP 1.8.1 Ob6ecnieunBaeT
COXPaHHOCTh MEPCOHATBHBIX
JAHHBIX PAa0OOTHUKOB

OIIOP 1.8.2 Opranu3oBsiBaeT
JOKYMEHTO000pOT 10
MPEACTABICHUIO TOKYMEHTOB I10
NEPCOHATY B rOCY/1apCTBEHHBIE
OpTraHbl

OIIOP 1.8.3 Beger
JEeSTeIbHOCTD 110 0(hOPMIIEHUIO
JOKYMEHTAIUH 110 TUYHOMY
COCTaBy

IIK 1.9. Opranu3zoBsiBaTh
TEKyIllee XpaHEeHHEe JJOKYMEHTOB,
00paboTKy 1en s
OIEPATUBHOIO U APXUBHOTO
XpaHEeHHUsI, B TOM YHCIIE C
WCTIOJIb30BaHUEM
aBTOMAaTH3HPOBAHHBIX CHCTEM.

OIIOP 1.9.1 IlposepsieT cpoku
XpaHeHHS JOKYMEHTOB

OIIOP 1.9.2 CocTaBiseT akTbl O
BBIIETICHUH K YHUYTOXKCHHUIO
JIOKYMEHTOB, HE TI0JIJICIKAIIIX
XPaHEHUIO U 00 YHUUTOXKEHUHN
JTIOKYMEHTOB

OITOP 1.9.3 Pa3zpabarbeiBaet
HOMEHKJIATYPY JeJT
OpraHu3aIiH

OK 01. Beibupats criocoOsbl
peuieHus 3aaa4d
npodeccnoHaNbHOMI
AEATEILHOCTH IPUMEHHUTEIEHO

OIIOP 01.1 Ompenensier
npodeccuoHanbHyI0 33a4y ¢
y4eToOM MPOodecCHOHATBHOTO U
COITMAJIPHOTO KOHTEKCTA

OITOP 01.2 OcymectBasieT
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K pa3sjIn4YHbIM KOHTCKCTaM

MMOMCK MH(POPMAIIHH,
HEOO0XOAUMOM ISl peIeHUs
3a/1a4d U/WUIU TPOOJIEMBI.

OIIOP 01.3 CocrasmuseT miaH
JICUCTBUM JIJIs1 pEUICHUs 3a]1a4,
peanu3yeT ero, B TOM YHUCJIE C
y4E€TOM U3MEHSIOIINUXCS
YCJIOBUU, U OLICHUBAET
pe3yIbTaThl PEIICHUS
npodeccroHabHOM 3a1auu

OIIOP 01.4 Ananusupyer u
KOPPEKTUPYET IUIaH
po¢eCCUOHANTBHBIX ACHCTBUH B
COOTBETCTBHUH C TPEOOBAHUSIMHU
TPHUEIMHCTBA «BPEMS — PECYPC —
pe3ysbTar»

OK 02. Mcnonbs3oBaTh
COBPEMEHHBIC CPE/ICTBA TIOUCKA,
aHaJM3a ¥ HHTEPIPETAIIUU
nHpopManuu, u
HHGOPMAIIMOHHBIC TEXHOJIOTHI
JUTSL BRITIOJTHEHUS 33724
npodeccHoHATEHOM

NS TEITbHOCTH;

OIIOP 02.1 OnpeaensieT 3axauu
¥ UCTOYHUKH IIOMCKA B
3asIBJICHHBIX YCIIOBHSIX

OIIOP 02.2 Ananusupyert u
CTPYKTYPHPYET MOTy4aeMyIO
nH(pOPMAIIHIO

OIIOP 02.3 Odopmisier
Pe3yNIbTaThI TOUCKA
nHGpOpPMAIIMU B COOTBETCTBHH C
YCTaHOBJICHHBIMU
TpeOOBaHUSIMU

OIIOP 02.4 Ucnonb3yer
MH(pOPMAIMOHHbBIE TEXHOJIOTUU
IIpU PELIECHUH
npoecCHOHATBHBIX 33au.

OIIOP 02.5 Ucnonb3yer
COBPEMEHHOE IIPOTPAMMHOE
obecrieyeHue B
npogecCuoHaNIbHON
JeSITEITbHOCTH.

OK 05. OcymiecTBasiTh yCTHYIO
Y TUCBMEHHYIO KOMM YHHKAITUIO
Ha TOCYJIaPCTBEHHOM SI3bIKE
Poccuiickoit deneparnmu ¢
y4eToM 0coOeHHOCTeN
COLIMATILHOTO U KYJIBTYPHOTO
KOHTEKCTa

OIIOP 05.1 OcymecTBasieT
YCTHOE O0IIeHNE B
npodecCuoHATBHON
JeSITEJIBHOCTH B COOTBETCTBHUH C
HOPMaMH PYCCKOTO SI3bIKa

OIIOP 05.2 O¢popmuser
JOKYMEHTHI O
npoeccCuOHaTbHON TeMaTHKe
Ha TOCY/IapCTBEHHOM SI3BIKE

OITOP 05.3 Ucnonb3yet
CTaHJIapTHBIN HaOOp
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH 11 OOMeEHa
uHpopmanuen B
npodecCuoHATBHON
JeSITeITbHOCTH
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OK 09. TTonb30oBaThCs OIIOP 09.1 OcymectBusier
npo¢eCCHOHATBHON
JTOKyMEHTAIueH Ha

roCyJAapCTBEHHOM H

MHOCTPAaHHOM A3BIKaX OITOP 09.3 U3BiekaeT U3 HUX

KOMMYHHKAIUIO (YCTHYIO U
MUCbMEHHYIO) Ha
roCy/1lapCTBEHHOM U
MHOCTPAHHOM SI3bIKE.

HE0O0X0IUMYI0 HH(MOPMAITHIO U3
JOKYMEHTAIUH 110
poeCCHOHATLHON TEeMaTHKE

maXx KOJIMYCCTBO OLCHOK

KOJIMYCCTBO ITOJIOXKHUTCIBHBIX OLICHOK

00 MOJIOXKUTEIBHBIX OLIEHOK

OreHka B YHUBEPCAIbHOM IIKAJIE OLIEHOK

4.2.2 Jk3aMeH KBaTUPUKALNOHHBIH
OuneHouyHble cpeacTBAa NMPOMEXKYTOYHOH aTTeCTAMM MO NPO(ecCHOHAIBHOMY MOAYJIIO —
IK3aMeHY KBAJIM(UKALMOHHOMY

Koo IIK/ o
OK HeHOYHbIE CPeACTBA
[IK 1.1 - | 3aoanue 1.
K 1.3, | Hucmpyxyus
I[IK 1.6. - 1. BHumaTenpHO IpounTaiTe 3a1aHue.
IK 1.9. 2. Bbl MOXkeTe BOCTIONIb30BAThCS
OK — HopmaTuBHO-METOIMYECKOM JOKYMEHTAIUEH 1eT0MPOr3BO/ICTRA.
01,02, — Hopwmarusno-npaBoBeiMu  aktamu (TpynoBoit konekc P®; Komeke PO 00
04,05,09 | AIMUHUCTPATUBHBIX MTPABOHAPYIICHUSX )

— YHUQUIMPOBaHHBIE U TUIIOBbIE YU€THbIE (POPMBI
3. Bpems BoinonHeHus 3ananus — 1 yac

Texcm 3a0anus.

Hcnonb3ys GopMy HOMEHKIATYpHI JIeJl OpPraHU3alMM, MOKaKUTE MOPSIOK PacloIOKEHUS

JIeI1 B pa3ziesiax HOMEHKJIATypbl 1eJ1 OpraHu3aliH.

B opranuszanuu ectb:

1.Cnyxx6a 1OV ( kanuensipus);

5. Cnyx06a nepcoHana;

4.byxrantepus;

2.DuHaHCOBEBINA OTIEI,

3.I1Ipou3BOICTBEHHBIN OTAET U T.1.

1)Ycras ITAO;

2) Ilpuka3pl JMYHOTO COCTAaBa;

3) IIpoTokoisl coBeUlaHW PYKOBOAMTEIS;

4) KypHansl perucTpaiuuu J0KyMEHTOB;

5) JIomKHOCTHBIE MHCTPYKIIMK PaOOTHHUKOB;

6) [Ipuka3el MO OCHOBHOM JEATEIHLHOCTH;

7) KHUTH NIPUXOAHO-PAaCXOJHBIX JTOKYMEHTOB;

8) llltaTHOoe pacnucaHwue;

9) JIuneBble cuera pabOTHHUKOB;

10) JInunbie nena ;

11) Onucu nemn;

12) I'paduku OTITyCKOB;

13) Knuru yuera JOKYMEHTOB;
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14) CBogHass HOMEHKJATypa Jell.;
15) JloroBopel ¢ ayauTOpamH.
16) ITomoxkeHUst 0 CTPYKTYPHBIX MOJIpa3ICICHHUIX.

Kpurepun onenkn

Konapl
NnpoBepsieMbIX
KOMIIeTEeH M

OcHoBHBIE NMOKa3aTe N oneHKH pedyabTaTa (OIIOP)

Ouenka
(na / ner)

K 1.1

OIIOP 1.1.1 Hcnonp3yet CpeacTBa
UHPOPMALIMOHHBIX W  KOMMYHHKAI[HOHHBIX
TEXHOJIOTUH sl TOJy4eHUs U Tepeaadu
nHpopmaruu

IIK 1.2

OIIOP 1.2.2 Benet yu€THbIEC perucTpaliMOHHbIE
dbopMbl IO TpHEMY IOCETHTENEH, a Takke
npuéM, nepesavy 1 OTIPaBKy JOKYMEHTOB

K 1.3

OIIOP 1.3.2 YcranaBnuBaeT 1eIH, OMPEACIACT
HNPUOPUTETHOCTh U OYEPENHOCTH BBIIMOJHEHHUS
pabot m 3PdexkTUBHO pacmpenenseT padodece
BpeMs

1K 1.6.

OIIOP 1.6.2 JlokyMEHTHUpYET pa3HbIE STaIlbl
OpoLUeaAypsl  TOATOTOBKM M HPOBEICHUS
KOH(EPEHTHOTO MEPONPHUSITHUS

IIK 1.7

OIIOP 1.7.1 CocraBnser u ohopMIseT
OpraHU3aIlMOHHbIC,  PACTOPSIUTENbHBIE U
MH(OPMaIMOHHO-CIIPABOYHBIE IOKYMEHTHI

OIIOP 1.7.2  IlpuHumaer,  TpOBEpSET,
paccMaTpuBaeT,  PEruCTPUpPYeT  BXOJSIIME,
UCXOJSIIINE U BHYTPEHHUE TOKYMEHTHI

IIK 1.8

OIIOP 1.8.1 OOGecneunBaeT COXPaHHOCTb
NEPCOHAIBHBIX JaHHBIX pAOOTHUKOB

OIIOP 1.8.2 OpranuzoBbIBacT
JOKYMEHTOO00POT o IIPEJCTAaBICHUIO
JIOKYMEHTOB I10 IIEPCOHAILY B TOCYJapCTBEHHBIE
Oprasbl

OIIOP 1.8.3 Benmer [OeareipHOCTH 11O
OpOPMIICHHIO JOKYMEHTAIlMH TI0 JUYHOMY
COCTaBYy

IK 1.9.

OIIOP 1.9.3 Pa3zpaGaTbiBacT HOMEHKIATYPY J1€1
OpraHu3aluu

OK 1

OIIOP 01.2 OcymiectBisier MIOMCK
uHpopmanuu, HEOOXOAUMOW ISl PeIIeHUS
3aJ]aud W/UIH IPOOJIEMBI.

OK 2

OIIOP 02.4 Vicnonws3zyer HHPOpPMAIMOHHBIE
TEXHOJIOTUH TMPU PELICHUH NMPOo(hecCHOHATBHBIX
3ajad

OK 4

OIIOP 04.1 IInanupyer neATENbHOCTh YJIEHOB
KOMaH/Ibl U pacrpeiessieT poiu

OK'5

OIIOP 05.1 OcymiecTBisieT ycTHOE OOIIEHUE B
poQeCCHOHATBHON NeSATeTbHOCTH B
COOTBETCTBUU C HOPMAMH PYCCKOTO SI3bIKA

OIIOP 05.2 Odopmaser JOKYMEHTHI O
npodecCHOHABLHOM TEMaTHKe Ha
TOCYapCTBEHHOM SI3bIKE
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OK 9 OIIOP 09.1 OcymecTBiasieT KOMMYHHUKAIUIO
(YCTHYIO U NHCBMEHHYI0) Ha TOCYIapCTBEHHOM
U MIHOCTPAHHOM SI3BIKE.

OIIOP 09.3 U3Bnekaer U3 HUX HEOOXOAMMYIO
UH(pOPMAaLIUIO u3 JOKYMEHTaluU 1o
po(heCcCHOHATLHON TEMaTHKE

MaX KOJINYECTBO OLICHOK

KOJINYCCTBO ITOJIOXKUTCIBHBIX OLICHOK

% mOJI0KUTEIBHEIX OLICHOK

OlnieHKa B YHHUBEPCAJIbHOM IIKaJIE OLICHOK

I[J'IH OLICHKH O6paSOBaTeJ'IBHBIX ,I[OCTI/I}KGHI/If/'I, O6yLIaIOH_II/IXC$I IIPUMCEHACTCA
YHUBCPCAJIbHAA IIKaJla UX OLCHKU

[TporeHT pe3ysIbTaTHBHOCTH KauecTBeHHas olieHKa ypoBHS OJITOTOBKU
(IpaBUIILHBIX OTBETOB) 0ay1 (oTMeTKa) BepOaIbHBIN aHAJIOT
90 + 100 5) OTJINYHO
80 + 89 4 XOPOIIIO
70 =79 3 YIOBJICTBOPUTEIILHO
menee 70 2 HEYJIOBJIETBOPUTEIHHO
[IK 1.1 - | 3a0anue 2.
[IK 1.3, | Hucmpyrkyus
I[IK 1.6. - 1. BHuMarenbHO IpOYUTANTE 3aaHUE.
IIK 1.8. 2. Bbl MOXkeTe BOCIIOJIb30BAThCS
OK — HopmaTtuBHO-METOIMYECKOM JOKYMEHTALIMEN JIeJIONPOU3BOACTBRA.
01,02, — Hopwmarusno-npaBoBbiMu  aktamu  (TpynoBoit komekc P®; Komeke PO 00
04,05,09 | ADMHHHCTPATUBHBIX MTPABOHAPYIICHHSIX )

— YHUUIMpPOBaHHBIC U TUIIOBLIE YYe€THBIE (HOPMBI
3. Bpems BoinoHeHuUs 3a1anust — 1 gac

Texcm 3a0anus:

Hupektop AO «JIlyu» mnpu pacdere HaJIWMYHBIMH JIeHBIaMH C  JPYTUMHU
OpTaHHW3AIUSAMU HAPYIIUI YCTAaHOBICHHBIM TOPSJIOK XPaHCHHS CBOOOJTHBIX JICHEKHBIX
CPEICTB, a TaKXkKe MOPSAIOK UX XpaHEHUS B KaCCE CBEPX YCTAHOBIEHHBIX JIUMUTOB.

Kakue Mepwl NUCHHUILIMHAPHOTO BO3JCHUCTBUS MOXKHO TNPHHATH K JUPEKTOPY 3aBojaa?

Kpurepun onenkn

Konsbt OcHOBHbIE MOKa3aTe U OleHKHU pe3yJbTara (OIIOP) Ouenka
NpoBepsieMbIX (na / Het)
KOMIIETeH UM i
K 1.1 OIIOP 1.1.1 Hcnons3yer cpencrsa

MH(OPMALIMOHHBIX M KOMMYHHUKallMOHHBIX
TEXHOJOTHH U1 TOJIy4eHHs U Iepeladyu
nH(popMalun

I[IK 1.2 OIIOP 1.2.2 Benet yuéTHble perucTpaliOHHbIE
dbopMbl TIO TIpUEMY TIOCETUTENIEH, a TakKe
npuéM, nepesady 1 OTIPaBKy JOKYMEHTOB

K 1.3 OIIOP 1.3.3 Hudopmupyer pyKOBOIUTENS O
OpuOJIMKEHUH  BPEMEHHM M perjaMeHTe
3aMJIaHUPOBAHHBIX BCTPEY U MEPOIPHUSITHH

[IK 1.6 OIIOP  1.6.3  OcymiecTBiser  HPOBEPKY
JIOCTOBEPHOCTH, MTOJIHOTBI u
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HETIPOTHBOPEYNBOCTH  JAHHBIX, HCKIIOYCHUS
nyOmpoBaHus MHGOpMAIH

IIK 1.7

OIIOP 1.7.1 CocraBiser u odopmiIsieT
OpraHU3allMOHHbIC,  PACHOPSAIUTEIbHBIE U
MH(OPMaIMOHHO-CIPABOYHBIE IOKYMEHTHI

OIIOP 1.7.2  IlpuHumaer,  IpOBEpSET,
paccMaTpUBaeT,  PEruCTPUpPYeT  BXOJSIIME,
UCXOJSIIIME U BHYTPEHHUE TOKYMEHTHI

OIIOP 1.7.3 KoHTpoJupyeT MaplIpyTH3ALUIO
JIOKYMEHTOTIOTOKOB UM CPOKM  UCIOJIHCHHS
JIOKYMEHTOB

K 1.8

OIIOP 1.8.1 OOGecmneunBaeTr COXPaHHOCTb
HEPCOHAIBHBIX TAHHBIX paOOTHHKOB

OIIOP 1.8.2 Oprann3oBbIBacT
JIOKyMEHTO000pOT 1o IIPEJICTaBICHUIO
JIOKYMEHTOB IO MEPCOHANY B ITOCYJapCTBEHHBIE
OpraHbl

OIIOP 1.8.3 Bener [nOeATelbHOCTH  IIO
0hOpPMIICHUIO JTOKYMEHTAllMd 10 JIMYHOMY
COCTaBYy

OK 1

OIIOP 01.1 Omnpenensier mpodeCCHOHATBHYIO
3a7a4y C y4eToM MNpopeCCHOHAIBHOTO U
COIMAJIbHOTO KOHTEKCTA

OIIOP 01.2 Ocymiectisier MTOUCK
uHpopmanuu, HEOOXOAMMOU [UIsl PpelIeHUs
3aJ]aud M/UIH IPOOJIEMBI.

OIIOP 01.3 Cocranser miaH ASHCTBUH IS
pelleHus 3a/1a4, pealnu3yeT €ro, B TOM YHCIE C
y‘-IéTOM N3MCHAKOIINUXCSA yCJ'IOBI/II\/JI, " OILICHUBACT
pe3ynbTaThl  pelieHus  NpodeccuoHANTbHON
3a71a4u

OK 2

OIIOP 02.2 AHanu3upyeT U CTPYKTYpPHUpYET
MoJTy4aemMyro HH(HOPMAITHIO

OK 4

OIIOP 04.2 B3auMOJEHCTBYET C KOJUIETaMH,
PYKOBOJICTBOM, B Xoze MpodeccnoHanbHOI
JESITEIIBHOCTH

OIIOP 04.3 IlpuMeHsieT HaBBIKU YIIpPaBJICHUS
IIPOEKTaMU

OK'5

OIIOP 05.1 OcymiecTBisieT ycTHOE OOIIEHUE B
poQeCCHOHATBHON NeSATeTbHOCTH B
COOTBETCTBUU C HOPMAMH PYCCKOTO SI3bIKA

OIIOP 05.2 Odopmaser AOKYMEHTBHI O
npodeccuoHaNbHOMI TEMaTHKe Ha
TOCY/IAPCTBEHHOM SI3BIKE

OK 9

OIIOP 09.3 U3BnekaeT U3 HUX HEOOXOAUMYIO
UHPOPMAIIHIO u3 JOKYMEHTAITUH o
npodecCHOHATLHON TEeMaTHKE

MaX KOJINYECTBO OLIEHOK

KOJINYCCTBO ITOJIOXKHUTCIBHBIX OLICHOK

% TIOJIOKUTEIBLHBIX OICHOK
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O1ueHka B yHUBEPCAIbHOM IIKaJIe OLIEHOK

Jns  oueHkn  o0Opa3oBaTEeNbHBIX  JIOCTIDKEHUH,  OOydaromuxcss  IPUMEHSETCS
YHUBEpCaJIbHAas LIKajla UX OLIEHKU

[IpoueHT pe3yJbTaTUBHOCTH KauecTBeHHast OLIEHKa yPOBHS MOJATOTOBKH
(IpaBUIILHBIX OTBETOB) Oay (OTMeETKa) BepOaIbHBINA aHAJIOT
90+ 100 5 OTIIMYHO
80 + 89 4 XOPOIIO
70 +79 3 YAOBJIETBOPUTEIBLHO
menHee 70 2 HEYJIOBJICTBOPUTEIHHO
[IK 1.2 - | 3adanue 3:
K 1.9. | Uucmpyxyus
OK 1. BHUMaTeIpHO TpOYUTalTE 3a1aHuE.
01,02, 2. BbI MOeTe BOCIIOIB30BATHCS

— HopmaTuBHO-METOIMYECKOM JOKYMEHTAIUEH 1eT0MPOr3BO/ICTRA.
— HopmatuBHO-1IpaBOBBIMU aKTaMH

— YHUGUIMPOBAHHBIMU U THUIIOBBIMHU YYETHBIMHU (popMaMu

3. Bpems BoinonHeHus 3a1anust — 1 gac

Texcm 3a0anus:

[Tpoananusupyiite ¢akTopsl obecrneunBarome KOMOOPTHBIE YCIOBUS paboThl cexperaps (
JIeTTOTIPOU3BOANTENST) Ha pabouem Mecte.Bel mpunumm Ha pabory 15 mas. OkHa Bamiero
MOMEILIEHUSI BBIXOASAT HAa BOCTOK. TemmepaTypa Bo3ayxa B nomemenun 24 °C.
OtHocutenbHas BiaxHocTb 40 %. PaGodyee MecTo HaXOAUTCS B IEHTPE KOMHATHI, MPHU
yeM paOOTHHK CHIUT CIOHHOM K OKHy. Ha cronme wuMmeeTcss MeECTHOE OCBEIICHHUE.
O6masmiomaas  komHaTel 18 M2, paboraer B Heil 1 uemoBek. CTEHBI OKJICEHBI
000sIMU TEPCUKOBOTO IBeTa. VICKYCCTBEHHOE OCBEIICHHE YCTAHOBJICHO B IMAHETSX MEXIy
CTCHOU W MOTOJKOM B BHJIC€ TOYCUYHBIX JaMIl. B KOMHaTe WMeeTcs OOJBINOe KOJIMYECTBO
KPYITHBIX UCKYCCTBEHHBIX paCTEeHHI. YpOBeHb IiIyma He mpeBbimaet 40 6.

Kpurepun onenkn

Koambl OcHoBHBIE IOKa3aTe U OLeHKHU pe3yjbTata (OIIOP) Onenka
NpoBepsieMbIX (na / Her)
KOMIIEeTEeHIIU

IIK 1.2 OIIOP  1.2.1  BcTpewaer  mocCeTHUTENEH,

MoJiyyaeT  MEepBUYHYIO  HMHpOpManuio o
MIOCETUTENSIX, YCTAHABIMBAET MOPSAOK MpHEMA
JUISL pPA3JIMYHBIX KATErOPUI NOCETUTENEH

OIIOP 1.2.2 Bener y4é€THble perucTpaliOHHbIE
dopmbl 10 TpUEMY TMOCETUTENIEH, a TaKxKe
npuéM, nepesady 1 OTIPaBKy JOKYMEHTOB
OIIOP 1.2.3 Opranus3oBbiBaeT M OpOHUpPYET
MEPETOBOPHBbIE KOMHATBHI, a TaKXe CEPBHUPYET
qaifHple (Ko(elHbIe) CTONBI B 0duce

I[IK' 1.3 OIIOP 1.3.1 Beibupaet ¢hopMbl IITAaHUPOBAHUS
u  odopMmiseT IIAHMPOBLIMK (OpraHaiizep)
PYKOBOJIMTENSI U CEKpeTapst

OIIOP 1.3.2 YcranaBnuBaer 1M, ONMPEACIIET
MPUOPUTETHOCTh M OYEPEAHOCTH BBITIOTHEHUS
pabotr u >pdexTHuBHO pacmpenenser padouee
BpeMs
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OIIOP 1.3.3 Hudopmupyer pyKOBOIUTENS O
OpuOJIMKEHUH  BPEMEHHM M perjiaMeHTe
3aIUTAHUPOBAHHBIX BCTPEY U MEPOIIPHUSITUI

I[IK 1.4

OIIOP 1.4.1 CocraBusier u odopmiseT
JIOKYMEHTBI JUIsl IJIOBBIX TIOE3I0K

OIIOP 1.4.2 OcymiecTBisieT TPEBEI-MOIAEPKKY
JICTIOBBIX ITOE3/10K

OIIOP 1.4.3 CornacoBbIBaeT ¢ MPUHUMAIOIIEH
CTOPOHOM MIPOTOKOJI TJIAHUPYEMBIX
MepornpusiTHii U GopMHpyeT  mporpammy
NIEIIOBOU ITOE3 KU

I[IK 1.5

OIIOP 1.5.1 OpranuzoBsiBaeT paboyee MECTO B
COOTBETCTBUH C TPEOOBaHMSMH SPrOHOMHUKH U
KYyJIbTYpBI TPyJa

OIIOP 1.5.2 OGecneunBaer paboyee MECTO H
(GyHKIMOHATBHOE  paboyee  MPOCTPAHCTBO
H€O6XOI[I/IMI)IMI/I cpeacrBamMu OpFaHI/ISaHHOHHOfI
TEXHUKH, MEOCIbIl0 W KaHIESIPCKUMHU
MPUHAJIC)KHOCTAMUA

OIIOP 1.5.3 [TonnepxxuBaet cpeacTBa
OpraHM3allMOHHOW  TEXHUKU B  pabouem
COCTOSIHUH

IIK 1.6

OIIOP 1.6.1 OpraHu3oBbIBaeT  MpolECC
NOATOTOBKM M TPOBEICHHE KOH(EPEHTHOTO
MEpOTIPUATHS HWHIWBUAYaJIbHO M B COCTaBe
paboueil rpynmbl

OIIOP 1.6.2 JlokyMEHTHpYET pa3HbIE >Talbl
Opolenypsl  HOArOTOBKM W TPOBEICHHS
KOH()EPEHTHOT0 MEPONPUSITUS

IIK 1.7

OIIOP 1.7.1 CocraBuser u odopmiseT
OpraHW3allMOHHBIC,  PACMOPSAUTENBHBIE |
MH(OPMALMOHHO-CITPABOYHBIE JJOKYMEHTBI

OIlOoP 1.7.2  IlpuHumaer,  TpOBEpSET,
paccMaTpuBaeT, PETUCTPUPYET  BXOMAIIUE,
UCXOJSIINE U BHYTPEHHUE TOKYMEHTHI

IIK 1.8

OIIOP 1.8.3 Benmer nedarenbHOCTHL 11O
0hOpPMIIEHUIO JTOKYMEHTAIlMd TI0 JIMYHOMY
COCTaBy

IIK 1.9

OIIOP 1.9.2 CocTaBiseT akThl O BBIIEICHUU K
VHHUYTOXKCHUIO JOKYMEHTOB, HE ITOJICIKAIINX
XpaHEHUIO U 00 YHUUTOKECHHUH TJOKYMEHTOB

OIIOP 1.9.3 Pa3pabarbiBaeT HOMEHKIIATYPY ACI
OpraHu3aIn

OK 01

OIIOP 01.1 Ompenensier mpo¢eCcCHOHATBHYIO
3aJjaqy C yd4eToM Mpo(decCHOHATBHOTO U
COIMATBHOTO KOHTEKCTa

OIIOP 01.2 OcymiectBisier MIOMCK
uHpopmanuu, HEOOXOAUMOW ISl PeIIeHUS
3aJ]aud W/UIH IPOOJIEMBI.

OIIOP 01.4 Amnanu3upyeT U KOPPEKTHUPYET
wiaH  npoecCHOHANBHBIX  ACHCTBHI B
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COOTBETCTBUU C TpPeOOBAHUAMU TPUEIUHCTBA
«BpEMS — pECypC — pe3yJIbTaT

OK 02 OIIOP 02.3 OdopmuseTr pe3yiabTaThl IMOUCKA
uH(popMaun B COOTBETCTBUU c
YCTaHOBJICHHBIMU TPEOOBAHUSIMU

MaX KOJIUYECTBO OLICHOK

KOJIHMYCCTBO ITOJIOXKUTCIBHBIX OLICHOK

% TTOJIOKUTEIBLHBIX OLIEHOK

OreHka B yHUBEPCAIbHOM IIKaJIE OLIEHOK

Jns  omeHku — 0oOpa3oBaTENbHBIX  JOCTHIKEHHH,  OOydJaromMXCs  MPUMEHSETCS
YHUBEpCaJlbHas 1IKajaa X OLEHKU

[IporeHT pe3ynbTaTUBHOCTH KauecTBeHHas oleHKa ypOBHS MOJITOTOBKU
(paBUIILHBIX OTBETOB) Oay (OTMETKa) BepOaIbHBINA aHAJIOT
90 +~ 100 5 OTIUYHO
80 + 89 4 XOPOIIO
70 =79 3 YAOBJIETBOPUTENHHO
menHee 70 2 HEYIOBJICTBOPUTEIHHO
277 3aoanue 4
Hnempykyus

1. BHuMaTenpbHO MPOYUTANTE 3a/TaHHE.

— HopMatuBHO-METOAMYECKOM TOKYMEHTALMEN ACIONPOU3BOICTBA.
— HopmaTtuBHO-IIpaBOBBIMU aKTaMH

— VHUPUIMPOBAHHBIMH U THUIIOBEIMHU YISTHBIMHU (popMaMu

3. Bpems BoinonHeHus 3ananus — 1 yac

Texcm 3a0anus:

Bama kommanus pacmupsieTcs, M PpyYKOBOAMUTENIb pEUIMI IEPEeUTH Ha DSJIEKTPOHHBIN
JIOKYMEHTOO0OPOT.

[Tepeuncnure cranuu BHEAPEHUS JaHHOW TEXHOJIOTHHU U OXapaKTEPU3YUTE TOIPOOHO KAXKIYIO
U3 HUX.

Kpurepun oueHku

Konsbt OcHOBHbIE MOKa3aTeu OLeHKHU pe3yjbTara (OIIOP) Ouenka
NpoBepsieMbIX (na / Het)
KOMIIETeH UM i
IIK 1.1 OIIOP 1.1.1 Hcnons3yer cpencraa

WHOOPMAIIMOHHBIX W KOMMYHHKAI[MOHHBIX
TEXHOJOTHI i1 TOJy4YeHHs U TMepenadyu
nH(popMalun

OIIOP 1.1.2 YcranaBiauBaeT M MOAACPKUBAET
KOMMYHHUKAITUU B TIPOIIECCE JIETOBOTO OOIIEHUS
C TIOMOILBIO CPEeNCTB HH(POPMAIMOHHBIX H
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA,

OIIOP 1.1.3 O6ecnieunBaeT MHPOPMALUOHHYIO
0€301acHOCTh JIeSITeITbHOCTH OPTaHU3aIUH.

IIK 1.6 OIIOP  1.6.3  OcymecTBisieT  NPOBEPKY
JIOCTOBEPHOCTH, MTOJTHOTBI "
HEMPOTUBOPEUNBOCTH JAHHBIX, HUCKIIOYCHHUS
nyonmupoBaHust nHGOpMaIUn

K 1.7 OIIOP 1.7.1 CocraBiser u odopmisieT
OpPTaHM3AIlMOHHBIC,  PACIOPSIUTENbHBIE |
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1H(OPMalMOHHO-CIIPABOYHBIE IOKYMEHTHI

OIIOP 1.7.2  IlpuHumaer,  IpPOBEpSET,
paccMaTpUBaeT,  PEruCTPUpPYeT  BXOJSIIME,
UCXOJSIIIIME U BHYTPEHHUE TOKYMEHTHI

OIIOP 1.7.3 KoHTpoJupyeT MapuIpyTH3AIUIO
JIOKYMEHTOTIOTOKOB U CPOKH  UCIOJIHCHHS
JIOKYMEHTOB

I[IK 1.8

OIIOP 1.8.1 O06ecneunBaeT COXPaHHOCTb
HEepCOHATILHBIX JIAHHBIX paOOTHHKOB

OIIOP 1.8.2 OpraHu3oBbIBacT
JOKYMEHTOO00POT o IPE/ICTaBICHUIO
JOKYMEHTOB IO TIEPCOHAITY B TOCYJapCTBEHHbIE
OpraHbl

OIIOP 1.8.3 Bener [nOeATelbHOCTH  IIO
0hOpPMIICHUIO JTOKYMEHTAllMd TI0 JIMYHOMY
COCTaBy

I[IK 1.9

OIIOP 1.9.1 IlpoBepser CpoKHM XpaHEHUS
JTIOKYMEHTOB

OIIOP 1.9.2 CocraBiisieT akTbl O BBIIEICHUA K
YHUYTOXKCHUIO JIOKYMEHTOB, HE IOJICKAIINX
XPAHCHUIO U 00 YHUYTOKEHUU JIOKYMCHTOB

OIIOP 1.9.3 Pa3zpaOaTbiBaeT HOMEHKIIATYPY J1€1
OpraHu3aluu

OK 01

OIIOP 01.1 Omnpenensier mpogecCHOHATbHYIO
3ajadqy C y4eToM Mpo(EecCHOHATBHOTO H
COIIMAIbHOTO KOHTEKCTa

OIIOP 01.2 OcymecTBiser TTOUCK
uH(pOpMalliK, HEOOXOAUMON ISl pelIeHUs
3a/1au U/WIU TPOOJIEMBI.

OIIOP 01.3 CocraBnsteT miIaH OeHCTBUM A
pelIeHus 3a/1ay, peaqu3yeT ero, B TOM YHUCIE C
Y4ETOM M3MEHSIOIINUXCS YCIOBUM, U OLIEHUBAET
pe3ynbpTaThl  pemieHus  NpodeccHuOoHaTbHOM
3aJ1a49u

OIIOP 01.4 Amnamusupyer ¥ KOpPPEKTHPYET
IWaH  npodecCHOHANbHBIX  JefcTBUH B
COOTBETCTBUU C TpPEOOBAHUAMU TPUEIUHCTBA
«BpEMS — pECypC — PE3YJIbTAT»

OK 02

OIIOP 02.1 Omnpenenser 3a1auyu U1 UCTOYHUKH
TIOVICKA B 3asBJICHHBIX YCIOBUSIX

OIIOP 02.2 AHanu3upyeT U CTPYKTYpHpYET
MoJTy4aeMyr0 HH(OPMAITHIO

OIIOP 02.3 Odopmiuser pe3ynbTaTbl MOHCKa
uHpOpMaIun B COOTBETCTBUU c
YCTQHOBJICHHBIMH TPEOOBAHUSIMU

OIIOP 02.4 Vicnonws3zyer HHPOpPMAIMOHHBIE
TEXHOJIOTUH TMPU PELICHUH NMPOo(hecCHOHATBHBIX
3ajad.

OIIOP 02.5 Hcnonb3yeT  COBPEMEHHOE
MIPOrpaMMHOE obecrieueHne B
poeCCHOHATLHOMN 1A TEIbHOCTH.
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OK 04

OIIOP 04.3 IlpuMeHseT HaBbIKU YIIPABIECHUS
HPOEKTaMu

OK 05

OIIOP 05.2 Odopmaser AOKYMEHTBHl O
npodecCHOHATBLHOM TEMaTHKE Ha
rOCyJIapCTBEHHOM SI3bIKE

OIIOP 05.3 Hcrnonb3yeT craHmapTHbI HAOOP
KOMMYHHUKAITHOHHBIX TEXHOJIOTUH sl oOMeHa
uHpopmanuei B npodeccuoHaTbHON
JIeSITEIIbHOCTH

OK 09

OIIOP 09.1 OcymecTBiseT KOMMYHUKALHIO
(YCTHYIO M TMCBMEHHYIO) Ha TOCYAapCTBEHHOM
¥ HTHOCTPAHHOM SI3BIKE.

OIIOP 09.3 M3BnekaeT U3 HUX HEOOXOIAUMYIO
uHpopmaIuio u3 JIOKYMEHTAIU! 1o
poeCCHOHAIBHON TEMAaTHKE

MaX KOJINYECTBO OLICHOK

KOJIHMYCCTBO ITOJIOXKUTCIBHBIX OLICHOK

% MOJI0KUTEIBHBIX OLIEHOK

OHGHKa B yHHBepcaanoﬁ IIKaJIC OLICHOK

Jnsa  oueHkun  oOpa3oBaTeIbHBIX

YHUBCPCAJIbHAA IIKaJlda UX OOCHKH

JOCTIDKCHHI,

oOyuaroluxcst  IpUMEHSAETCs

[IpoueHT pe3yabTaTUBHOCTH KauecTBeHHast OIIeHKa YPOBHSI TOATOTOBKH
(IpaBUIILHBIX OTBETOB) 6au1 (oTMeTKa) BepOATIbHBIN aHaJIOTr
90100 5 OTIMYHO
80 + 89 4 XOPOIIIO
70 =79 3 YZIOBJIETBOPUTEIIBHO
meHee 70 2 HEYJIOBJICTBOPUTEIHLHO
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[Tpunoxxenue 1

OBPA3OBATEJIBHBIE TEXHOJIOT'MH, BKJIIOYASA AKTUBHBIE U UHTEPAKTUBHBIE METO/IbI OBYYEHUSA

[Tpu npoBeieHUN TEOPETUYECKHUX M MPAKTHYECKUX/Ta00paTOPHBIX 3aHATUN HCIIOJIB3YIOTCS CIIEIYIONIUE MTeAarornuecKue TEXHOIOTHH:

Ha3zBanue
o0pa3oBaTenbHO
U TexHomoruu (c

IInanupyemslii pe3ynbTaTt

yYKa3aHUuEM Onucanue nopsiika NCIoJIb30BaHUs (AJITOPUTM
Ne Ilens ncnonb30BaHUs HUCIIOIB30BAHUS .
aBTOpa) / . . IPUMEHEHHS) TEXHOJIOTUU B PAKTUYECKOM
n/n 00pa3zoBaTeIbHON TEXHOIOTUU o0Opa3oBaTenbHON .
AKTHUBHBIE U npodeccuoHaIbHOM e TeIbHOCTH
TEXHOJIOTUH
UHTEPAKTUBHbBIE
METO/IBI
0o0y4eHus
1 | Texnonorus -(opMupoBaHue yMeHH ITo3naBarenpHblil nHTEpEC | 1.DopMHUpOBaHHME MaNbIX IPYIIIT
pOoOIEMHOTO TBOPYECKU MBICIUTH, CIOCOOHOCTHh | CIIOCOOHOCTD K 2.0O3HaKOMJIEHHE C TEOPETHUECKUM MaTepuasoM,
pasBUBAIOILEro | 0Oyyarbcs yepes co3aaHue CaMOCTOSITEIBHOMY 3. IlocraHoBKa (popMyaupoBaHue) MPOOIEMBI,
00y4eHust MPOOJIEMHBIX CUTYalUi PUOOPETEHUIO 3HAHUN 4. ®opmMynupoBaHHE TUIOTE3bI,
([x.dpron, -aKTUBM3aLUs CAMOCTOATEIIBHOU Crioco6HOCTh BeCTH 5. IlnanupoBaHue U pa3paboTKa aaropuT™Ma JAeHCTBHM.
N.Jlepuep) NeSITEIbHOCTH CTY/IEHTOB. MIOMCK, aHaJIN3 U 6. [lonck nHpopMmaLyy, ee aHaJIu3 U CUHTES.
-obecrieueHue npeoOpa3oBaHue 7. IloaroToBka cooO1ieHus,
UHIUBUAYaJIN3alH, uH(popMaIu 8.BbICTyIIeHHE C TOATOTOBIEHHBIM COOOIIEHUEM,
BapUaTUBHOCTH OOy4YEHUs Opranuzanus NIEPEOCMBICIIEHUE PE3YIBTATOB B XOZE OTBETOB Ha
coOCTBEHHOM BOIPOCHI
JESATEIIBHOCTH
CriocoGHOCTB K
CaMOAHAJIIN3Y
2 Keiic- -TIOBBIICHUIO (D (HEKTUBHOCTH PazButune noruueckoro, 1.3HaKOMCTBO C KE€COM, CUCTEMOI OIICHUBAHUS
TEeXHOJIOTUS HCIIOJIB30BaHUA y‘Ie6HOl"O BPEMCHH | KPUTUYCCKOT'O MBIINIJICHUA 2 .Pa0boTa B MaIbIX TpymIax
(TapBapzckas 3a CYET CHM)KEHUS JOJIH [ToBbIlIEHME MOTUBALIMH K -TTpoBe/icHNE aHATH3A CHTYAITHHN

IKoJIa Ou3Heca)

PENPOAYKTUBHOU JIESITENBHOCTH

MOMCKY HOBOM

-ITocTaHOBKa BOIIPOCOB K OOCYKACHHUIO
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-popmupoBanue YMEHUS
00OCHOBBIBaTh M 3AIIUIIATH CBOIO
TOYKY 3pCHUS

-TIOBBINICHUE UHTEepeca K
n3y4aeMou mpooieme

-pa3BUTHE HABBIKOB aHAJM3a U
KPUTHYECKOTO MBIIIUICHUS
-(popMHUpOBaHIE HABBHIKOB OIICHKU
QJIETCPHATUBHBIX BAPHAHTOB B
YCIIOBHSIX HEOPEICICHHOCTH

uHpopmaruu
CnocoOHOCTh ajanTaiuu K
H3MEHSIOIIECS
SKOHOMUYECKOU cpefie
PasButue soft skills:
yMmeHus paboTarh B
KOMaHjie, yOexaarh u
HCKaTh KOMIIPOMHCCHI.

-Pa3zpaboTka BapraHTOB pelIeHUs

-IIpunsaTue pemenns

3.0pranu3zaiys nNpe3eHTaluy peeHuid MalbIX TPyII.
4.0Opranuzanus o01men JUCKyCCUu

5. Pedmekrust, o6o0marommii anamms.

MH(bopMaIHOHH Lenbto npuMenenue >nekTpoHHoro | [loBeimenue [Ipu ucnonb3zoBaHuK 06pa30BATEIBHOTO MOPTANIA
o- o0OyueHus 0 CpeiCTBaM KaueCTBEHHOU CTYJEHTBI IOTYYaloT:
KOMMYHHKAITHOH 00pa30BaTeNbHOrO MopTajia yCIIeBaeMOCTH CTy/IeHTOB | 1. 3HaKOMCTBO C 3aJaHUEeM pacueTHO-TpauIecKux
HBIE TEXHOIOLHH YHUBEPCHUTETA SBIIAETCS: pa60T nperoaaBarcjisi  Ha pa3pa6OTaHHOM Kypce
(M.B 1. ®opMHpOBaHUE U 3aKPEIICHUE 206pa303aTenLHor0 Hoptana,
-D- . . JlemoHcTpanus nmpuMepa BHITOTHEHHS 3/1aHUS.
Mouceesa. E.C. | YMEHHH TO MCIHILITMHE HpH 3. CamocrosTeNbHbIH HOMCK UHpOpMAIIH
ITomar. M.B. BBITIOHEHHC pacteTHO Oo0yJarolMMHCS B  COOTBETCTBYIOIIMX HCTOYHHKAX
ByxapkuHa rpaduyeckux pabor (ykasbiBaeTcs afpec MH(GOPMAIIMOHHOTO I0CTYIIA).
00y4JarouMucs; 4. Css3b ¢ mpernojaBaTeseM BO BHEYy4eOHOE Bpems —
2. BocnioniHeHuE U pacIIipeHue JUCTAHIIMOHHO.
3HAHUI [0 IPOHICHHBIM TEMaM; 5. Cucremarmzanusi uH(MOpMaIU, BKIIOYas BBIOOP
3. DOPMHPOBAHHS HABBIKA MpaBWIbHON MHPOpMaLMK (JaHHBIX).
caMo00pa3oBaHMUs;
4. MOBBIIIIEHUE YPOBHS IUPPOBHIX
KOMIIETECHIU I

MHTepakTHRHbIe 1. ®opMupoBaHuE U pa3BUTHE MIOBBILICHHE B nensix nmoBelleHNs: yCBOGHUS MaTepHaia, padbora B
obmux komnerenuii: OK CIUIOYEHHOCTH MUKPOTPYIIaxX MPOBOJUTCS HA CIEIYIOIINUX 3Tarax

MeToAbI- paboTa
B MHUKPOTPYIIax
(A.W. [ToH10B)

04PaboTraTh B KOJIIEKTUBE U
KoMaH /i€, 3 (HEeKTUBHO
B3aMMO/IEMCTBOBATH C KOJIEraMHu,

KOJIJICKTHBA, MOTHUBAIMH K
00y4eHHUIO.

BBITIOJTHEHUS MPAKTUYECKUX paOOT MO JUCIUILTUHE:
1. [Tocne oOBsICHEHHS TpenolaBaTeieM MaTepuaa, ¢
MPOpabOTKOM aIrOpUTMa PEIICHUS 3aTaHUM TS
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pykoBozacTBoM, kaueHTamu; OK 01
BriOupars criocoOsl perienus
3az1a4 npodeccuoHanbHON
NesITeNIbHOCTH, TPUMEHUTEIBHO K
paznu4HbiM KoHTekcTaM; OK 02
OcyiecTBIATh MOUCK, AHATU3 U
MHTEpHpEeTanio HHPOpMaLny,
HEOO0XOAUMOM 151 BBITTOTHEHHS
3as1a4 mpodeccHoOHATBHON
HaIpaBJICHHOCTH;

2. Opranu3zaiusi B3auMOIIOMOIIN

BBISIBJIEHUSI CJIO’KHBIX K BOCIPUATHIO U HEAOCTATOYHO
YCBOEHHBIX 3TaloB B IPOWJEHHOM MaTEpUaje CTYAECHTHI
BBINOJIHSAIOT 33/1aHUS] B MUKPOTPYIIIAX M0/ KOHTPOJIEM
IpernoiaBaTes;

2. JIns nTuKBUAALNY IPOOEIOB B 3HAHUSAX, IIEpe]]
BBINIOJIHEHUEM MHMBUIYAJIbHBIX 3a/1aHUi, IPOpaboTKa
B MUKPOTPYIIIIaX TUIIOBOT'O 3a/1aHNUS;

3. BeinonHeHue 3a1aHuii IpYU U3MEHEHHBIX YCIOBUX
(MHKpOrpynnbl IPOAYMBIBAIOT 33JJaHUE U BBITIOJIHAT
IPOBEPKY BBHIIIOJHEHHOM pabOThI CBOMX
OJIHOTPYIIITHUKOB);

4. 3aiuTa BBIIIOJIHEHHBIX 3alaHUI MUKPOIPYIIIAMH.

Keiic-
TEXHOJIOTHUS
(meTon
KOHKPETHBIX
CUTYyalui)
(Xpucrodop
Komym6
JIoHrmern)

Hcnonb30BaHne U NpakTUYECKOE
[IPUMEHEHNE 3HAHUHN, TOTYyUEHHBIX
B [IEPUOJ] TEOPETUYECKOU
MOJATOTOBKH, a TAK)KE YMEHHH,
ONUPAOIINXCS HA MPEIBI YL
OTIBIT MPAKTUYECKON NEATEIBHOCTH
oOyJaromuxcs

[Ipuobperenue
HEOOXOIMMBIX B OymyIieit
JESITEIbHOCTH HaBBIKOB
UCCIICIOBaHMS, aHAJIH3a

Y IIPUHATHUS PELICHUM,
BBIXOJ] Ha TpeOyeMbIit
YpOBEHBb 0000IIICHHS.
®opMUpPOBaHUE YMEHUI

Y HaBBIKOB MBICIIUTEIHHON
nesiTenbHOCTH. Pa3BuTHe
CHOCOOHOCTH K 00Y4EHHUIO,
yMeHue nepepadaTeiBaTh
OobIre 00BEMBI
uH(pOpMaLINH.

Oransl:

1. OcBoenue cxembl aHanu3a cutyauuu. Ha stom sramne
ydaluecs 3HaKOMATCS € NPeUIaraéMon CXeMou
aHaJIM3a KOHKPETHOW CUTYalluu, KOTOpasi B CBEPHYTOM
BH/JIE NIPEACTABIISIET TOT AITOPUTM IEUCTBUH, KOTOPBIN
paHee ObLI MPE/ICTaBIEH B TEOPETHUECKOM Kypce.
Cxema aHanm3a NPaKTUYECKUX CUTYalLUii:

I. O606menue. Kparkas koHCTaTalys TOro, 4TO UMEET
MecTO B cuTyauuu. Yro npoucxogut? C 4buM y4acTHEM
u nouemy? KakoB pe3ynbrar pa3BuTHs COOBITUI?

II. ®opmynupoBanue npodiaemsl. KpaTkoe B 0qHO
npeioxenue 3aspienne (9-10 ciioB), oTpaxaroiiee
CyTh MPOOJIEMBI.

1. YuactHuku cobbITuii. Bce yuacTHUKM cOOBITHI, UX
POJIb, CTATyC, XapaKTepUCTHKA (OYEHb KPATKO).

IV. XpoHounorust coObITHI (B TPAKTUYECKON CUTYAIUN ).
VYkazanue GpakToB ¥ cOOBITHI 0€3 OLIEHKU U B 0OpaTHOM
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XPOHOJIOTUYECKOM IOPSIKE.

V. KoHuenryanbHble BOIIPOCHI, 3aTParuBacMbIe B
CUTYAaLIH.

VI. AnbrepHatuBHbie pemieHus. [lepeuncnenue
BO3MOKHBIX HallPaBJICHUM N€UCTBUI. ApryMeHTaIus u
OILICHKA Ka)KJI0M aJIbTEpPHATUBBI. Y Ka3aHUE
I0JIOKUTEIbHBIX M OTPULIATENIbHBIX [TOCIIEICTBUI
peain3anui.

VII. PexomeHnnaumu. SICHO 1 TOYHO ONUCATH
BbIOpaHHBIN BaMU Kypc AeHcTBUM. OOBSICHUTD IPUUNHBI
Y PaIlMOHAILHOCTH B BEIOOPE Kypca.

VIIL. [Inan aeiicTBuii (nmepsbie mark). Kparko u sicHO
onucaTh IEPBBIE IATH M0 peaiu3aluu Kypca 1elCTBUH,
MPUBOISIIETO K Pa3pPEIICHUIO TPOOIEMBI.

Texuonorus
«IToprdonuo»

CucremaTtu3anys HaKOTUICHHOTO
OITBITA, 3HAHUIA.

Onpenenenye HanpaBlIeHUs
pa3BuTHs (B Oynyueit nmpodeccun).

[Tonnepkka yueOHOU
MOTHBAIUH.
dopmupoBaHUe YMEHUS
YUUTBCS - CTABUTH IIEJIH,
IUTAHUPOBATh U
OpraHU30BbIBAThH
COOCTBEHHYIO YUeOHYIO
NeSITeTTbHOCTD.

Pa3BuTHe HaBHIKOB
pedaekcuBHON U
OLIEHOYHOM JIeATEIbHOCTH
obOyyJarouxcs,
¢dbopmupoBaHue
aJICKBaTHOW CaMOOILIEHKH.

Bce marepuaisl noprdosino pekoMeHayercs
pacrpenensTh o YeThIPEM pa3zaeiiam:

1. «ITopTtper» (MHOpMaIK 06 aBTOpE MOPTGHOIHO).
2. «Komnekrop» (MaTepuaibl, aBTOPCTBO KOTOPHIX HE
NPUHAJICKUT CAMOMY aBTOPY: MaTepHaIbl,
MPEUIOKEHHBIE TIEIaroroM (TTaMSTKH, CXEMBI, CIIUCKA
JUTEPATYyphl), HAlAEHHBIE 00yYarOIUMCS
CaMOCTOSITENTFHO (KCEPOKOIIUHU CTATEH, MaTepHaIbl
HNEePUOTIUYECKUX U3JITaHUH, MIUTFOCTPAIINN)).

3. «Paboune maTepuaibl» (MaTepHUaibl, KOTOPbIE
CO3JIaHbl 1 CUCTEMAaTU3UPOBAHBI CAMUM aBTOPOM. )

4. «JlocTmxeHus» (MaTepualibl, OTpaXKaroIlye JIydIne

pe3yJIbTaThl U JEMOHCTPUPYIOIINE YCIIEXH aBTOPA).
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MEPEYEHB IPAKTUYECKHUX 3AHATHAN

[Ipunoxenue 2

MJIK 01.01 JlokymMeHTallnOHHOE oOecredeHue yrpaBieHUs

Pasgennl/TeMbl

Tembl NMPpaKTUYICCKUX 3aHATHH

Koanuec
TBO
4acoB

B Tom
qucJie B
MPAKT.
noAroTo
BKe

Tpe6oanusa ®I'OC CIIO
(ymetn)

PA3JIET 1. JIOKYMEHTUPOBAHUE 1 OPT AHU3ALIUSA
PABOTBI C O®UITUAJIIBHBIMU JOKYMEHTAMUI

124

10

VI1-V5,VI11,V 23 -
V42,¥52-V57

Tema 1. O0mue
BOIIPOCHI
OpraHu3aIiu
J0Y

[Ipaktnueckoe  3ansatue  Nel.
Hcropus OpraHu3anuu
JIEJI0NPOU3BO/ICTBA.
Jenonpon3BoicTBO
JIOPEBOJIIOLIMOHHOTO nepuoja.
JoxymeHnTanus Poccuiickux
YUpEKICHUN

V1-V5,V11,V¥ 23 -
V42,52 -VY57

[Ipaktuueckoe 3anstue Ne 2.
OdopmieHne 0OCHOBHBIX PEKBU3UTOB B
cootBerctBuu ¢ [[OCT P 7.0.97-2016.
«HanuonanbHbIi CTaHaapT
Poccuiickoit @enepanuu.

Cucrema CTaHJIapTOB 1o
uHpopmanuy, OuOIMOTEYHOMY H
U3/1aTEIbCKOMY Jely.
OpranuzanvoHHO-PACIIOPIUTENbHAS
JIOKyMEHTAIUSI. TpeGoBanus K
0hOPMIICHUIO TOKYMEHTOB"

V1-V5,V11,V¥ 23 -
V42,¥52-V57

[Ipaktuueckoe 3anstue Ne 3.
CocraBnenue U oopmnenue
pa3IUYHBIX BHUAOB OJaHKOB (001IEro
OnaHka, 6J1aHKa MUCbMa, KOHKPETHOTO
OyraHka).

VI1-V5,VI11,V 23 -
V42,52 -VY57

[Tpaktueckoe 3ansatue Ne 4.
TexHonoruu JIOKYMEHTAIlMOHHOT'O
o0ecreyeHus yrpaBieHHUs

V1-V5,V11,V¥ 23 -
V42,¥52-V57

Tema 2.
Cucremsbl
JIOKYMEHTAI[MOH
HOTO
o0ecrieyeHus
yIIpaBICHUS

[Ipaktnueckoe 3amsatue Ne 5.
Co3nanue o01ero OnmaHka
OopraHu3anuy, OJaHKa KOHKPETHOTO
BUAA  JIOKyMEHTa,  CTPYKTYpHOIO
noJjipa3fiesieHus, JOHKHOCTHOTO JIMIIA,
c YTJIOBBIM U MPOAOJIBHBIM
pacroaoKeHNEM PEKBU3UTOB

V1-V5,V11,V¥ 23 -
V42,¥52-V57

[Ipaktnueckoe 3ansatue Ne 6
OdopmieHne pexkBU3UTOB «Aapecary
U «3aroJoBOK K TEKCTY».

Odopmnenne pexBuszura «TekcT
JIOKYMEHTa.

Odopmnenue «OT™MeTKH 0
TIPHIIOKEHU .

VI1-V5,VI11,V 23 -
V42,52 -VY57
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Paszgeanl/TemMbl

TeMbl IPpaKTHYECKUX 3aHATHI

Koaunuec
TBO
4acoB

B Tom
yuciie B
NpaKT.
MOAroTO

BKe

TpedoBannsa ®I'OC CIIO

(ymeTn)

Odopmnenue
«IToamucey.

pPEKBU3UTA

IIpakTnueckoe 3ansatue Ne 7
Odopmienne pyKomnuCHBIX
PEKBU3UTOB Ha IOKYMEHTE.

Odopmnenue TpadapeTHBIX
JTIOKYMEHTOB.

VI1-¥5,VI11,V 23 -
V42,52 -VY57

3aHsATHe Ne 8.
CocrasieHue u odopmiieHne
pacropsAUTEIbHON  JOKYMEHTAIlUU
(IpuKa3 MO0 OCHOBHOMW JIESATEIILHOCTH,
pacropsiKeHue, yKa3aHue,
IIOCTAHOBJICHHE)

[IpakTuueckoe

V1-V5,V11,V¥ 23 -
V42,¥52-V57

[Ipaktuueckoe  3anstue Ne 9.
CocrasiieHue u odopmiieHne
UH(}OPMaLMOHHO-CIIPABOYHBIX
JOKYMEHTOB  (CIIyKEOHBIX  IHCEM,
MPOTOKOJI, aKT, JAOKJIaJHas 3alKcka,
CITy’)K€OHBIE 3aIHCKH )

V1-V5,V11,V¥ 23 -
V42,¥52-V57

[Ipaktnueckoe  3ansitue Ne  10.
CocraBnenue U oopmnenne
JIOKYMEHTOB M0 TNpodeccuoHaIbHON
JeSITEIIbHOCTH (loBEpeHHOCTH,
NOPETEH3UH U HCKOBBIE 3asBICHUS).
Odopmienue noBepeHHOCTEH 2 -
OdopmiieHne JTUYHON TOBEpEHHOCTH;
3aI0JIHEHHE YHUPUIMPOBAHHON
¢opmer  No M-2 Odopmiienue
MPETEH3NOHHO-NCKOBOM
JIOKYMEHTAIIH; 3aroyHEeHNe
TpadapeTHBIX OJIAHKOB TPETEH3UH U
MCKOBBIX 3asIBJICHUI

V1-V5,V11,V¥ 23 -
V42,52 -VY57

[Tpaktueckoe 3ansitue Ne 11. Pabora
C THUINOBBIMHU ©  HOPMAaTHBHBIMH
JOKYMCHTaMHU JOKYMECHTAlIHUOHHOT'O
oOecrieyeHns: YIpaBJICHUs U CIYXOBbI
JA0Y

VI1-V5,VI11,V 23 -
V42,52 -VY57

Tewma 3.
Opranuzanus
paboTsI ¢
JIOKyMEHTaMH B
YUPEXKIECHUU

[Tpaktuyeckoe 3ansTue Ne 12,
[Topsinox mpuema, 06pabOTKH U
pacnpeneneHuss KOppeCIOHAEHIINY B
YUPEXKIEHUU

Peructpanus Bxoaamux J0KYMEHTOB
B DJIEKTPOHHOM JKypHaJie B
Tabnu4aHOM penakTope.

VI1-V5,VI11,V 23 -
V42,¥52-V57

[TpakTrueckoe 3ansTue Ne 13.
[Topsok 3anonHeHus

V1-V5,V11,V¥ 23 -
V42,¥52-V57
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Paszgeanl/TemMbl

TeMbl IPpaKTHYECKUX 3aHATHI

Koaunuec
TBO
4acoB

B Tom
yuciie B
NpaKT.
MOAroTO

BKe

TpedoBannsa ®I'OC CIIO
(ymeTn)

peructpanuoHHbIx Gopm o EI'CJ] u
BEJICHHE KOHTPOJIA 32 UCIIOJHEHUEM
CIIY’)K€OHBIX JOKYMEHTOB

Perucrparnus u KOHTPOJIb UCIIOJIHEHUS
UCXOJAIINX IOKYMEHTOB B
JIEKTPOHHOM XypHasie B Tabauanom
penakrope.

Perucrpanust 1 KOHTPOJIb UCIIOTHEHUS
BHYTPEHHUX JIOKYMEHTOB B
AIEKTPOHHOM XypHane B Tabiaudnom
penakrope.

[TpakTuueckoe 3anstue Ne 14.
CocraBieHue 3arojJ0BKOB JI€J
OpraHu3aIuu

OdopmieHrne HOMEHKIATYPBI JE.
OdopmieHne UTOTOBOI 3amucH K
HOMEHKJIaType Jedl.

Odopmnenne 06I0KKH Jiena 1mociie
H/I (nnst onepatuBHOTO HIeproaa
XPaHCHHS)

VI1-¥5,V11,V 23 -
V42,¥52-VY57

[Ipaktuueckoe 3anstue Ne 15.
Odopmnenne u MpoTUBKa A€ AJs
nepeaaur Ha apXUBHOE XpaHEHUE
Odopmnenune omnuceit JOKYMEHTOB H
JeJI.

V1-V5,V11,V¥ 23 -
V42,52 -VY57

[Tpaktuyeckoe 3anstue Ne 16. Pabora,
perucTpanys 1 KOHTPOJIb C
oOpalleHusIMHU TpaKaaH

VI1-V5,VI11,V 23 -
V42,¥52-V57

[TpakTrueckoe 3anstue Ne 17. Pabora
,00paboTka U perucTpanus
KOH(UICHIIMATBHBIX JOKYMEHTOB

V1-V5,V11,V¥ 23 -
V42,52 -VY57

UTOI'O

124

MNEPEYEHb IPAKTUYECKHUX 3AHATHUI

MK 01.02. Opranusaius paGoThl ¢ 3IEKTPOHHBIMH JJOKYMEHTaMHU

Pasznennl/TeMbl

TeMbl NpaKTHYECKHX 3aHATHH

Koamnuec
TBO
JacoB

B Tom
qJHCIIe B
MpaKT.
MOAroTo
BKe

Tpe6oanusa ®I'OC CIIO
(ymetn)

PA3JET 2. OPTAHU3ALMS PABOTHI C JOKYMEHTAMU B
ABTOMATHU3UPOBAHHBIX CUCTEMAX

22

VI1-V5, V11, V26 - V57

Tema 1.
[IpaBua

[Ipaktnueckoe 3ansatue Ne 1.
OtmpaBKa U MOJTy4eHUE 3IEKTPOHHOTO
cooO11eHus, JIEKTPOHHOTO

V1-V5, V11, Y26 - V57
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B Tom

. Komraec | wicre b TpeodoBanusg ®I'OC CIIO
Pa3gennl/TeMbl Tembl NpaKTHYECKUX 3AHATHI TBO NpPaKT.
(ymeTn)
4acoB MoAroTo
BKe
paboThI € JIOKYMEHTA.
JIOKyMEHTaMH [IpakTtnueckoe 3anstue Ne 2. 3 V1-V5, V11, V26 - V57
Ha SIEKTPOHHBIX Odopmrnenue JIOKYMEHTa,
MOJMKCAHHOTO INEKTPOHHOU
HOCHUTEJISIX
MOAMKCHIO
Tema 2. [IpakTtnueckoe 3anstue Ne 3. 4 V1-V5, V11, V26 - V57
Opranmsanus Perucrpanust 1 KOHTPOJIb UCTIOTHEHUS
paBOTHI ¢ BHYTPEHHMX JOKymMeHTOB B COJI. 2
Opranuzanus JIOKyMEHTO000poTa
JIOKyMEHTaMU B
BXO/IAIIETO, UCXOJISIIETr0 u
aBTOMATH3UPOBA | pyrneHHEro JOKYMEHTOOTOKA.
HHBIX CHCTCMaXx [pakTueckoe 3amsatue Ne 4. 4 2 V1-Y5,V11,Y26 - Y57
SJIEKTPOHHOTO Perucrpanus 1 KOHTPOJIb UCIIOTHEHUS
JOKYMEHTOOOOp | oOpamienuid  rpaxgan B COJI.
oTa Opranuzanus JIOKYMEHTO000pOTa
oOpallleHu# TpakJiaH.
[Ipaktuueckoe 3ansitue Ne 5. 4 V1-Y5, V11, V26 - V57
[TonroroBka MOKYMEHTOB K Iepenaye
B apXMUB.
[IpakTryeckoe 3aHATHE No6. 4 V1-V5, V11, V26 - V57
CozzlaHue  JIEKTPOHHOIO  apXHBa
JIOKYMEHTOB.
UTOI'O 22
NEPEYEHDb TIPAKTHYECKHNX 3AHATHIA
MJIK 01.03 Opranuzaiusi CEKpeTapcKoro 00CIy>KuBaHUS
B Tom
K
§ OIIEE | AREICB 1 eoBanus ®TOC CIIO
Pazpennl/TeMbl TeMbl NPAKTHYECKUX 3AHATUHI TBO NPaKT.
(ymeTn)
4acoB MOAroTO
BKe
PA3EN 3. OPTAHM3ALIMOHHOE OBECITEYEHME 22 1 V1-VY29
JIEATEJIBHOCTU OPTAHU3ALINU
Tema 1. Pons [Ipaktnueckoe 3ansatue Ne 1. 2 V1-VY29
HpO(I)eCCI/II/I CDYHK]_[I/II/I u JOJIZKHOCTHBIC
cekpeTaps B 00s13aHHOCTH cekpeTaps B
3aBUCUMOCTHU oT KaTeropuu
CTPYKTYype
5 CEKPETapCKOTro 00CITy)KHBaHUS.
CILyHOBI [Mpaktnyeckoe 3ansitie No 2. 1 V1-V¥29
ACTONPOU3BOACT | J1oKHOCTHAS MHCTPYKIIMS CEKPETAp,
Ba 0COOEHHOCTH pa3pabOTKH.
Tewma 2. [TpakThdeckoe 3aHsTHe Ne 3. 2 Y1-VY29

Opranuzanus u

Opranmsanuss pabodero mecra B
COOTBETCTBHM  C  TpeOOBaHUSAMH
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Paszgeanl/TemMbl

Tembl NpaKTHYECKUX 3AHATHI

Koaunuec
TBO
4acoB

B Tom
yuciie B
NpaKT.
MOAroTO

BKe

TpedoBannsa ®I'OC CIIO
(ymeTn)

yCIIOBUS TpyAa
cekperaps

OPrOHOMMKH U KYJIbTYpBI TPYAA

[Ipaktnueckoe  3ansitue  Ne 4,
XapakTepucTuKa H KiacCU(pUKAIUSI
TEXHUUYECKUX CPECTB, UCIOIB3YEMBIX
B JICSITEIILHOCTU CEKpeTapsl.
CpezactBa MOATOTOBKH, W3TOTOBIICHUS
U 00pabOTKH TOKYMEHTOB.
Cpenctpa KOIUPOBaHUS u
pa3MHOXKEHUS.

CpenctBa XpaHeHUus u
TPaHCHOPTHPOBKH WH(POPMALIUN

Y1-V29

Tewma 3.
ANMUHUCTpPATHB

HbIC (QYHKITUN
cekperaps

IIpakTrueckoe 3ansatue Ne 5. IIpaBuna
BE€JICHUS TeJIePOHHOIO Pa3roBopa.

Y1-V29

[Ipaktuueckoe  3anstue Ne 6.
Oducnas ATC. OcHoBHBIE (DyHKIHH
Y TIPABUJIU MCTIOJIH30BAHMUS.

Y1-V29

[Ipaktuueckoe 3anstue Ne 7.
CpenctBa (hakCUMIIIBHOM IepeIadn
cooO1eHuii. PaxcUuMUIIbHBII
arrapar, paBuJia ero MPUMEHEHHUSI.

Y1-V29

[Ipaktuueckoe  3anstue Ne 8.
OcoOenHocT palbOTBI CEKpeTapsi C
pa3IMYHBIMH KaTeropusiMu
ITOCETUTENIEH.

Y1-V29

[TpakTuueckoe 3austue Ne 9. Pabora
ceKkperaps C O0paleHUsIMU TPaXxIaH.

V1-V¥29

ITpakTnueckoe 3ansatue Ne 10.
CepBucHBIE (QYHKIIUU CEKpETapsl.

V1-V¥29

Tema 4.
Opranu3zanuoHH
bI€ U
MH(pOpPMaLOHH
ble PYHKLIUU
cekperaps

[Tpaktnueckoe  3anmsatme Ne  11.
CocraBnenue u odopmiieHne
IpOTrpaMMbl KOMaH/IUPOBKH.
TpeBen-nogaepxkKa 1eI0BOM MOE3AKA
PYKOBOAMTEIIS.

V1-V¥29

IIpaktnueckoe  3anstme Ne  12.
Opranuzanus u IIPOBEACHUE
IPOTOKOJBHBIX ~ MEpONpHUITHH B
oduce.

[TonroroBka pa3inMYHBIX THIIOB
COBEIIAHUHN U UX 00CTYy)KMBaHUE.

Y1-V29

[TpakTueckoe 3austue Ne 13. Pabora
cekperaps 1o HHPOPMALOHHOMY
00CTyXKUBaHUIO PYKOBOJUTETIS.

Y1-V29

Tewma 5.
DyHKIMU
cekperapst

ITpakTrueckoe 3ansatue Ne 14.
CoBpeMeHHbIE METO/bI TTAHUPOBAHUS
pabouero BpeMeHU

V1-V¥29
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B Tom

N Komwsec | mcae B TpedoBannsa ®I'OC CIIO
Pa3gennl/TeMbl Tembl NpaKTHYECKUX 3AHATHI TBO NpPaKT.
4acoB MoAroTo (ywers)
BKe
o [Tpaktnueckoe  3anstue Ne  15. 1 Y1-V29
mianupoBanuio | [TnanupoBanue pabouero JTHS
pabouero ceKpeTapsl.
BpEMEHU [TnanupoBanue padbovero aHs
pykoBoaurens. CoriaacoBanue
pexxuma padoTsl. [InanupoBanue
MEPOIIPUATHI, YTOUHEHHE TOPYYEHUN
UTOI'O 22
INEPEYEHDb TIPAKTUHYECKHX 3AHATHIA
MJIK 01.04. lokymeHTallMOHHOE 00ecriedeHre KaIpOBOU CITy>KOBI
B Tom
. Komwsec | mcie B Tpe6osannsa ®I'OC CIIO
Paspennl/TeMbl TeMbl NPAaKTHYECKUX 3AHATUHI TBO NpaKT.
4acoB MOAroTo (ywers)
BKe
PA3AEN 4. IOKYMEHTUPOBAHME 1 OPT AHU3ALIMS 44 8 V1-V12,V18-V22,
PABOTBI C KAJIPOBBIMU JJOKYMEHTAMU V30 -VY57
Tema 1. 4 V1-V12,V18- VY22,
HopmaTusHO- [Tpaktnyeckoe 3amsatue Ne 1. V30-VY57
MpaBoBoOE Odopmnenue coriacusi Ha 00pabOTKyY
MEPCOHANIBHBIX  JIaHHBIX,  [aKeTa
peryaupoBaHue
JIOKYMEHTOB TI0 BOMHCKOMY Y4ETY,
TPYAOBBIX 5 Tabenst yuera pabodero BpeMeHH.
OTHOIIIEHUH
Tema 2. [Ipaktuueckoe 3anstue Ne 2. 4 V1-V12, V18- VY22,
KoMmimiekc Odopmnenue TpyAOBOTO JOTOBOpa H 2 V30-VY57
JIOKyMEHTOB 1o | 3aTOTHEHHE yI-.I.I/I(i)I/IPI/IPOBaHHBIX bopm
JCTAHOBIIEHHIO MEPBUYHON YUETHOM TOKYMEHTAIUU.
[Ipaktuueckoe 3anstue Ne 3. 4 V1-V12, V18- VY22,
TPYNOBRIX OdopmiieHne  TPyHOBOW  KHUXKKH, Y30 - V57
MPABOOTHOMICHH | 1jypoli KApTOYKH, JIMYHOTO JIENIa.
# [Ipaktuueckoe  3ansitue Ne 4. 4 V1-V12, V18- V22,
CocraBnenue u oopMieHHE TIPUKa3a V30 -VY57
00 M3MEHEHUHU NIEPCOHATBHBIX JTaHHBIX
pabOTHHKA.
Tema 3. [Ipaktuueckoe 3anstue Ne 5. 4 V1-V12, V18- V22,
Kommekc 3anonHeHne YHUPUIIMPOBAHHBIX V30 -VY57
JIOKYMEHTOB 110 | (hOpM MEPBUYHOM yUETHOM
JBI>KEHUTO JIOKYMEHTAITUH.
KaJpoB [Ipaktnueckoe  3anstue  Ne 6. 4 V1-V12, V18- Y22,
Odopmnenue nepeBoja pabOTHUKA Ha 2 V30 -VY57

IpYrylo paboTy M KOMaHIMPOBAHUS
pPabOTHUKOB.
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B Tom

N Komwsec | mcae B TpedoBannsa ®I'OC CIIO
Pa3gennl/TeMbl TeMbl IPpaKTHYECKUX 3aHATHI TBO NpPaKT.
4acoB MoAroTo (ywers)
BKe
[IpakTrueckoe 3anartue Ne 7. 4 V1-V12, V18- Y22,
Odopmnenue npenocTaBiacHUs V30-VY57
OTITyCKa pabOTHUKY, OOIIPEHHUS 2
pabOTHHUKOB M OhopMIICHHE
BBIHECCHUS JUCITUILTMHAPHBIX
B3bICKaHUU.

Tema 4. [Ipaktuueckoe 3anstue Ne 8. 4 V1-V12, V18- Y22,

Kommekc 3anonHeHne YHUGUIIUPOBAHHBIX V30-VY57

JOKYMEHTOB 110 | (hOpM MEPBUYHON YUETHOMH

PacTOPKEHUIO JTOKYMEHTaIuu 1 ohopmiIeHHe

TPYIOBBIX YBOJIbHEHUSI pAaOOTHHUKOB.

npaBooTHOWEHU | [IpakTHueckoe 3ansTue Ne 9. 4 VI1-V12, V18- Y22,

71 3anosHeHUe pa3/iejoB TPY10BOM V30 -VY57
KHIDKKH paboTHHKa. CocTaBieHe
otuetoB C3B.

Tema 5. [IpakTuueckoe 3anarue Ne 10. 4 V1-V12, V18- Y22,

Opranuzanus CocraBnenue u opopmiieHHE Y30 -V57

paboThI ¢ HOMEHKJIATYpHI JIe] KaJIpOBOU

KaJIpOBBIMHU CITYKOBI.

JIOKYMEHTaMHU [TpakTrueckoe 3ansTue Ne 11. 4 V1-V12, V18- Y22,
Odopmienue opraHu3alMOHHO- 2 V30 -VY57
pacnopsIIUTENbHBIX IOKYMEHTOB.

UTOIO 44
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[Ipunoxenne 3

OBPA3OBATEJIGHBII MAPIIPYT

KonTpon
bHast
TOYKa

KoHnTtponmpyemslie
pazzensl (TeMbl)
npodecCHuOHaIBHOTO
MOJYJIs

Kontponupyemslie
pe3yabTaThl

OueHouHble CpeCTBA

MJIK 01.01 JIokymMeHTallnOHHOE OOecredeHUe yrpaBIeHUs

Nel Tema 1. OGmue IIK 1.1, 1.5, 1.6, 1.7, KonTtposbnas 1.ITpakTrueckue
BOIIPOCHI OPraHU3aLUH 1.9 padora Nel 3aganus Ne 1 - 4
0y OK 01,02, 04,05,09 IopTdoano
Ne2 Tema 2. CucreMsl IIK 1.1, 1.5, 1.6, 1.7, KounTtpoJsabHas 1. Tect
JIOKYMEHTAIMOHHOTO 19 pabora Ne2 2. [IpakTuueckue
obecrieueHust OK 01,02, 04,05,09 Hoptdoano pabotsr Neb-11
yIpaBIeHUS
Ne 3 Tema 3. Opranumzanusa | [1K 1.1, 1.5, 1.6, 1.7, KounrtpoJiabHas 1. Tect
paboTHI C TOKYMEHTAMH 1.9 pa6ora Ne3 2. IIpakTrueckue
B YUPEKICHUU OK 01,02, 04,05,09 HopTtdoano paboter Ne 12-17
IIpome MJIK.01.01 [IK1.1,1.5,1.6, 1.7, opTdoano 1 Teopernueckue
KYTOYH OK3aMeH 1.9 BOIIPOCHI
as OK 01,02, 04,05,09 2. [IpakTrueckue
aTrecra 3aaHus
s
IIpome VY4eOHast mpaKTHKa [101 3aganue 1. Otuer no
JKYTOYH KomrmiekcHblit 3auer HA MPAKTHKY MPAKTHKE
an
arrecTa
s

MJIK 01.02. Opranusauus paboTsl ¢

QJICKTPOHHBIMH JOKYMCHTAMU

Nel Tema 1. IIpaBuna IIK 1.1, 1,6, 1.7, 1.8, KonTtpoJsbHas 1.ITpakTrueckue
paboThI ¢ 1.9 padora Nel 3amanmst Ne 1 - 2
AOKYMEHTAaMH HA OK 01,02, 05 IHopTdoamo
IJIeKTPOHHBIX
HOCHUTEJISAX
Ne2 Tema 2. Opranmzamus | [IK 1.1, 1,6, 1.7, 1.8, KounrpoJabHnas 1. Tect
padoThI ¢ 1.9 paGora Ne2 2. IlpakTnueckue
AOKYMEHTAMHU B OK 01,02, 05 Moptdoano pabotsr Ne 3-6
aBTOMATHU3UPOBAHHBI
X CUCTeMax
3JIeKTPOHHOI0
AOKYMEHT0000poTa
IIpome MJIK.01.02 IK 1.1,1,6,1.7, 1.8, Hoptdoano 1 iToroBeIii TecT
kyTouH | JuddepennupoBanHbl 1.9
as W 3a4eT OK 01,02, 05
arrecra
nus
MJIK 01.03 Opranuzarusi CEKpeTapcKoro 00CTyKHBaHUS
Nel Tema 1. Posb I[IK1.1-1.6 KontpoabHas 1.Ilpaktuueckue
npodeccuu cekperaps | OK 01,02, 04,05,09 padora Nel 3amanusa Ne 1 - 2
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KonTponupyembie

KonTpon
paznensl (TeMbI) Koutponupyembie
bHas OueHoyHbIe CpECTBA
npodeccuoHaIbHOTO PE3yNIbTaThI
TOYKA
MOJTYJIS
B CTPYKTYpe CIyKObI IHopTdoauo
AeJI0NPOU3BOACTBA
Ne2 Tema 2. Opranuzanus I[IK1.1-16 KontpoabHas 1. Tect
U yCJI0BMSA TpyJaa OK 01,02, 04,05,09 pa6ora Ne2 2. Ilpaktuueckue
cekperaps IlopTdoauo pabotsl Ne 3-4
Ne3 Tema 3. I[IK1.1-16 Kontpoabnas 1. Tecr
AamunuctpatuBabie | OK 01,02, 04,05,09 padora Ne3 2. [IpakTuueckue
(yHKIUH cekpeTaps IHopTdoano pabotsr Ne 5-10
Ne4 Tema 4. I[IK1.1-16 KontpoabHas 1. Tect
Opranmzanuonnsie u | OK 01,02, 04,05,09 padora Ned 2. l[IpakTrueckue
HHGpopMaOHHbIE opTdoano pabotst Ne 11-13
(yHKIUH cekpeTaps
Nes Tema 5. ®yHKnuH IK'1.1-1.6 KoutpoabHas 1. Tect
cekperapst 1o OK 01,02, 04,05,09 pabora Ned 2. l[IpakTrueckue
opTdoano pabotsl Ne 14-15
IUIAHMPOBAHU IO
padouero BpeMeHu
IIpome M/IK.01.03 IK1.1-16 Hoptdoano 1 IIpakTHueckue
KYTOUYH | JluddepeHupoBaHHbI OK 01,02, 04,05,09 3aJaHus
as i 3auer 2. UtoroBslii TecT
arrecra
nus

MJ/IK 01.04. /lTokyMeHTalHOHHOE O

OecrnieyeHHe KagpoBoOi CIyKObI

Nel Tema 1. HopmaTugHo- K 1.1,1.2,1.4,1.7, KonTtpoJsbHas 1.ITpakTrueckue

npaBoBoe 18,19 pabora Nel 3amanus Ne 1
OK 01,02, 04, 05, 09 IopTdoano

peryjiupoBaHue
TPYAOBBIX
OTHOLLIEHU

Ne2 Tema 2. Kommaexc | [IK1.1,1.2,1.4,1.7, KonTtpoJsbHas 1. Tect
OKYMEHTOB 1o 18,19 paGora Ne2 2. IlpakTuueckue
VCTAHOBICHHIO IopTdoano pabotel Ne 2-4
TPYAOBBIX
NPABOOTHOLICHUM

Ne3 Tema 3. Kommiexc | OK 01,02, 04, 05, 09 KonTpoabHas 1. Tect
IOKYMEHTOB mo pabora Ne3 2. IlpakTHyeckne

MopTdoano pabotsr Ne 5-7

JABUKEHHI0 KaJIPOB

Neq Tema 4. Kommaerxc | [IK1.1,1.2,1.4,1.7, KonTpoabHas 1. Tect
OKYMEHTOB 1o 18,19 padora Ned 2. IlpakTnueckue
PACTOPIKEHHIO MopTdoano paboter Ne 8-9
TPYAOBBIX
NMPaBOOTHOIEHU I

Nes Tema 5. Opranmsanusi OK 01,02, 04, 05, 09 KonTtpoJabHas 1. Tect
paGoThI ¢ KAAPOBLIMH pabora Ne 2. IlpakTHyeckne

IopTdoano paboter Ne 10-11
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KonTponupyembie

KonTpon
HAs pazzesnsl (TeMBbI) KonTponupyemslie OLICHOUHBIC CPEICTBA
TouKa po¢eCCHOHAIBHOTO pe3yIbTaThI
MOJYJIst
AOKYMEHTaMHU
IIpome M/IK.01.04 IIK 1.1, 1.5,1.6, 1.7, HopTtdoano 1 IlpakTuyeckue
JKYTOYH | Dk3aMeH 1.9 3aJaHusA
as OK 01,02, 04,05,09 2. TeopeTndeckue
aTrecra BOITPOCHI
mus
Ipome [IpouzBoacTBEeHHAS [101 3ananue 1. Otuer no
KYTOYH MIPAKTUKA HA NPAKTHKY MpaKTUKe
as KomirexkcHbIH 3a4eT
aTTecTa
U
IIpome IK3aMeH I[IK1.1-1.9 IK3aMeHAMOHHLIe | THITOBBIE
kyTouH | kBaqupuxanuonnblii | OK 01,02, 04,05,09 OMJIeThI MPaKTHUKO-
as OPHUCHTHPOBAHHEI
aTTecTa € 3aJaHus
mus
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JIUCT PETUCTPAIIMUA U3SMEHEHUM U JOMTOJHEHUM

Ne Pa3nen Kpatkoe cogepxanue Hara, Neo IMonamuce
n/n paboueii M3MEHEHHUS/ TOIOIHCHHUS MPOTOKOJIA npejacenarens
MPOrpaMMBbI 3ace/laHus [IK
ITHK
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