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1. TIACIIOPT ITPOI'PAMMBbI ITPO®PECCHOHAJIBHOI'O MOAYJIA

IIM.01 OPTAHMU3ALIUA JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUA U
OYHKIIMOHUPOBAHUSA OPTAHU3ALIUN

1.1. I]env u naanupyemvie pe3ynomamul 0C60€HUA NPOPECCUOHATILHO20 MOOYIA

B PE3YIbTAaTC H3YUCHUA HpO(i)eCCI/IOHaJ'IBHOFO MOAyJA CTYACHT OOJIKEH OCBOHUTH OCHOBHOH BU
JACATCIIbHOCTH Opearmmuuﬂ OOKyMeHmal/;uOHHOZO obecnevenus ynpaeieHus u qbynxuuonupoeaﬂuﬂ
opezanuzayuu 1 COOTBETCTBYIOLINUEC EMY O6HII/Ie KOMIICTCHIIMHU U HpO(beCCI/IOHaJ'IBHBIe KOMIICTCHII MU

MepeyeHb 06LMX KOMNETEHLUIA

Kon HaunMenoBanue 00X KOMIeTEHINHA

OK 1 BriOupath criocoOsI perieHus 3a1a4 npodeccHoHaIbHOM IS TEIIbBHOCTH
HpI/IMeHI/ITCJII)HO K paSJII/ILIHI)IM KOHTCKCTaM.

OK 2 Hcronbs30BaTh COBpEMEHHBIE CPE/ICTBA ITOMCKA, aHATN3a U HHTEPIIPETAIIUN

uHpopManuy, 1 HHPOPMAIIMOHHBIE TEXHOJIOTUH JUIS BBITIOJHEHUS 3a/1a4
npoeccroHaNbHOM e TENbHOCTH

OK3 [TmanupoBaTh U peann30BbIBATH COOCTBEHHOE MPOPECCHOHATHFHOE M TMYHOCTHOE
pa3BUTHE, TPEIIPUHUMATENBCKYIO JESTENBHOCTh B MPOdeCcCHOHANBHOU cdepe,
HCIO0JIb30BaTh 3HAHUS N0 (PUHAHCOBOW IPAMOTHOCTH B Pa3JIMYHBIX KU3HEHHBIX

CUTYyallUsX.
OK 4 D¢ dexkTuBHO B3aMMOIEHCTBOBATh U Pa0OTATh B KOJJICKTHBE U KOMAHJIE.
OK'5 Ocy1ecTBIATh YCTHYIO U TUCbMEHHYI0 KOMMYHHKAIIMIO HAa TOCY1apCTBEHHOM

si3bike Poccutickoii denepanuu ¢ y4eToM 0COOCHHOCTEN COIUATBHOTO U
KYJIBTYPHOT'O KOHTEKCTA.

OK9 [Tonb3oBatbes nmpodeccrnoHalbHOM TOKyMEHTaluel Ha TOCYAapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX.

Ilepeuensv npogheccuonanvrvix KomnemeHyutl

Kon HaumeHoBaHHe BU0B 1eITeJIbHOCTH U NPOo¢ecCHOHATbHBIX KOMIIETeHIMil

B/ 1 Opeanuzayus 00OKyMeHMayuoHHO20 obecneyeHus ynpasieHus u QyHKYUOHUPOBAHUS
opeanusayu

IIK 1.1. Ocy1iecTBIATh NpUeM-Tiepeady ynpaBieH4ecKoi HHpopMaIuu ¢
MTOMOUIBIO CPEJCTB MHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

I[IK 1.2 KoopaunupoBats paboTy NpHEeMHON PYKOBOJIUTES, 30H pHEeMa
Pa3JIMYHBIX KATErOPU MOCETUTEEH OpraHn3alvH.

K 1.3 BraneTs HaBbIKaMH TUIAHUPOBAHUS PaO0OUYEro BPEMEHH PYKOBOJIMTEIIS U CEKpeTapsl.

IIK 1.4 Ocy1ecTBIATh NOATOTOBKY J€IOBBIX MOE30K PYKOBOJIUTENS U
JPYTUX COTPYAHUKOB OpPraHU3alINU.

I[IK 1.5 Brnanets cnoco6amu opranuzanuu pabodero mpocTpaHcTBa MPUEMHON U KaOuHeTa
PYKOBOJUTEIIS.

IIK 1.6 OcymecTBnaTh paboTy MO TOATOTOBKE U MPOBEACHUIO  KOH(EPEHTHBIX
MEpPONPUATHI, oOecrieunBaTh HH(YOPMAIIMOHHOE B3aUMOJIEHCTBUE PYKOBOIUTENS C
M10/Ipa3JIEJIEHUSMHU U TOJDKHOCTHBIMU JINLIAMU OPTaHU3aLMH.




Kona HaumeHoBaHUe BUI0B J1€ATEJILHOCTH U NMPO(eCCHOHATBHBIX KOMIIETEeH Uil

IIK 1.7 OdopMIIATh OpraHU3alMOHHO-PACTIOPSIUTENBHBIE IOKYMEHTHI U
OpPraHu30BBIBaTh pabOTY C HUMH, B TOM YHCIIE C UCIIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

CHCTCM.

I[IK 1.8 OdopMIIATE JOKYMEHTHI 10 INYHOMY COCTaBY M OPTaHU30BHIBATH
paboTy ¢ HUMH, B TOM YHUCJIE C UCTIOJIh30BAHUEM aBTOMATU3UPOBAHHBIX

K 1.9 Opranu3oBbIBaTh TEKYIIEEC XpaHEHUE JOKYMEHTOB, 00paboTKy Jen
JJIS1 OTIEPATUBHOTO M APXUBHOI'O XPAHCHHUSI, B TOM YHUCJIC C HCIOJIb30BaHHEM
ABTOMATU3WPOBAHHBIX CUCTCM.

AIIK 1 OcyuiecTBiieHUE
NESTEIbHOCTH OPraHU3aIUU.

OpraHru3alMOHHOTO n JOKYMCHTAIMOHHOI'O obecrieueHus

JIIK 3 OcBoeHure BUI0B pabOT MO OJTHOM MIJIM HECKOJIBLKUM MpodeccusiM padounx,
JOJDKHOCTSIM CITY>KalllUX.

B pesynprare ocBoeHMS TPO(ECCHOHATBHOTO MOAYJIS CTYICHT JI0JIKEH

HNmets mpakTHUYeCKUn
OTIBIT

-[Tostyuenust HeoOXoAMMOI HH(pOPMALMU U TTepelaun
CaHKLMOHUPOBAHHOW MH(POPMAIIUU C UCIIOJIb30BAHUEM CPEJICTB
MH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.
-Koopaunanum paboTsl mpUEMHOI PYKOBOIUTENS M 30H MPUEMA
pas3IMYHbIX KaTeropuil moceTuTesiel opraHu3aluu.
-[InanupoBanus pabodero BpeMeH! pyKOBOIUTENS U pabodero
JTHSI CeKpeTapsl.

-Opranusanuu J1eJ10BbIX 030K PYKOBOJIUTENS U APYTUX
COTPYAHUKOB OpTaHU3AIIH.

-Opranusanuu 1 nojajaepxxkanust GQyHKIMOHAILHOTO pabodero
IIPOCTPAHCTBA.

-OpraHu3anyy MoJroTOBKH U MPOBEICHHUS KOHPEPEHTHBIX
MEpONpPUATHIA, 0OecriedeHnss THPOPMALIMOHHOTO B3aUMOIeHCTBUS
PYKOBOIMTENS C MOAPA3AECTICHUSAMHI U JOJKHOCTHBIMHU JIHIIAMU
OpraHu3aluy.

-OdopmiieHns opraHu3alMOHHO-PACIOPATUTENIbHBIX JOKYMEHTOB
U OpraHu3alnuy padoThl C HUMHU, B TOM YHCJIE C UCTIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

-OdopmieHns: JOKYMEHTOB 110 JUYHOMY COCTaBY U OpraHU3aIUH
paboThI C HUMH, B TOM YHUCJIE C UCIIOIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.

-Opranu3aiuy TEeKyIIero XpaHeHus TOKYMEHTOB, 00pabOTKH el
JUISL OTIEPATUBHOTO U apXUBHOTO XPaHEHHsI, B TOM YHUCIIE C
MCIOJIb30BaHNEM aBTOMATU3HPOBAHHBIX CHCTEM.

YMETh

OpraHu30BBIBAaTH paboyee MECTO B COOTBETCTBUU C TPEOOBAHUSIMHU
OPTOHOMUKH U KYJIBTYPHI TPYAA;

oOecrieunBath paboyee MeCTO M (PyHKIIMOHAIBHOE paboyee
IPOCTPAHCTBO HEOOXOJMMBIMH CPEACTBAMHU OPTraHU3AIIMOHHON
TEXHUKHU, MEOEITBIO U KaHLIEISIPCKUMU NPHUHAJUICKHOCTIMU;
MOJIEP>KUBAThH CPEJICTBA OPTaHU3AIIMOHHON TEXHUKH B pabodeM
COCTOSIHUU;

MIPUMEHSITH B paboTe cpeAcTBa HH(POPMALIMOHHBIX U
KOMMYHHUKAITHOHHBIX TEXHOJIOTHIA;




UCIIOJIb30BaTh CPEICTBA MH(POPMALIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJOTHH /I OJIY4YEeHUS U MepeJadn
nHpopMmanuu;

yCTaHaBJIMBATH M MOJICP)KUBATh KOMMYHHKAILIUU B IIPOLIECCE
JIEJIOBOTO OOILEHUS C HOMOILBIO CPEACTB MH(POPMALIMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTH;

OCYIIECTBIISATh cOOp, 00pabOTKy MH(POPMAILIMH, CHCTEMAaTHU3aIUIO
MOJTy4aeMbIX U MepeJaBacMbIX JaHHBIX;

OCYILECTBIIATh IPOBEPKY TOCTOBEPHOCTH, IIOJHOTHI U
HEMPOTHUBOPEUUBOCTH JAHHBIX, UCKIIOUEHUE TyOINPOBAaHUS
nHpopMmanuu;

CTJIAKUBATh KOH(JIMKTHBIE U CIIOKHBIE CUTYalluu
MEXJIMYHOCTHOI'O B3aUMOJICHCTBHUS;

COOJIO/IATh STUKET U OCHOBBI MEXITYHAPOHOTO IIPOTOKOJIA;
oOecrieunBaTh HHPOPMALIMOHHYIO 0€30IaCHOCTh AEATEIbHOCTU
OpraHu3aIumy,

BECTH U MCII0JIb30BaTh B paboTe 06a3y KOHTAKTOB OpraHU3aLUY;
BECTH YYETHBIE PETUCTPAIIIOHHBIC ()OPMBI, UCIIOIB30BATh UX IS
MH(OPMaLMOHHON pabOThI U pabOTHI [0 KOHTPOJIIO UCTIOTHEHUS
IIOPYYEHU;

BCTPEYATh MOCETUTENEH, ITOITydaTh MEPBUUHYIO0 HHPOPMAIIHIO O
MOCETUTENISX,

yCTaHABJIMBATH MOPSIOK MPUEMA JJISl pa3IMUHBIX KAaTETOPHiA
HOCETUTENIeH IPUHUMATh MEPHI [0 COXPAHEHUIO
KOH(HISHIIMATHHON HH()OPMAINH B X0€ MpUEMa IMMOCETUTEIICH;
BECTH yUYETHBIE PETUCTPALIIOHHBIE (OPMBI 110 IPUEMY
noceTuTesNe u 0hOPMIISITh TIPOITYCKa;

OCYILECTBIIATh MPUEM, NIEpeAayy U OTHPABKY IOKYMEHTOB;
OpraHM30BBIBATH M OPOHUPOBATH TIEPETOBOPHBIE KOMHATHI;
CepBUpPOBaTh yailHble (KodeitHbIe) CTONbI B 0duce;

BbIOMpaTh (POPMBI IITAHUPOBAHUS U OQOPMIIATH IIIAHUPOBLIUK
(opranaiizep) pyKOBOJUTENS U CEKpeTaps;

yYCTaHABJIMBATH IIEITH, OTIPEICISTh MPUOPUTETHOCTD U
OUYepEAHOCTD BBIMOIHEHUS paboT U A3PPEKTUBHO paclpeensTh
pabouee Bpems;

COIJIACOBBIBaTh BCTPEUYH U MEPONPHUATHS U BHOCUTH UH(OPMALIHIO
B IUTAHUPOBIIUK (OpraHaiizep);

UH(POPMHUPOBATH PYKOBOAUTENS O MPUOIMKEHUH BPEMEHU U
periiaMeHTe 3aIUIaHUPOBAHHBIX BCTPEY M MEPOTIPUSTHIA;
BBIOMPATH ONTHUMAJIbHBIE CITIOCOOBI BHELITHETO U BHYTPEHHETO
WH(POPMHUPOBAHUS O TUTAHUPYEMBIX MEPOTIPHSTHSX;

COCTaBJIATh M 0(OPMIISATE TOKYMEHTHI JIJIS1 JICIOBBIX MOE3/10K;
OCYIIECTBIISITH TPEBEI-TIOIEPIKKY JIEIIOBBIX MOE3/I0K;
COIJIACOBBIBATh C MPUHUMAIOIIEH CTOPOHOM MPOTOKOI
TUTAHUPYEMBIX MEPOTIPUATHIA ¥ POPMHUPOBATH MPOTPAMMY
JIETIOBOM II0€3/IKH;

UCTIOJIB30BaTh CPEICTBA HH(POPMAITMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTUH JUIs 0OecreueHHs
B3aWMO/ICHCTBHS C pPyKOBOJMUTEIEM BO BPEMS €r0 JICTOBOM
MO€3/IKHU;

0OpPMIIATh OTUETHBIE JOKYMEHTBHI O JIEJIOBOH IOE3/IKE.




OpraHU30BBIBATH MPOLIECC MOATOTOBKU U IIPOBEAECHUE
KOH(EPEHTHOTO MEPONPHUATHS MHIUBHUIYaTbHO H B COCTaBE
paboueii TpyIIbI;

JOKYMEHTHPOBATh pa3HbIe 3TAIbl MPOIEyphl IOATOTOBKU U
IPOBEIEHUSI KOH(PEPEHTHOI'O MEPOIIPUATHS;

COCTABJIATH MPOEKTHI OPraHU3AIMOHHBIX, PACTIOPSIUTEBHBIX U
MH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB, B TOM YHUCIIE
JOKYMEHTOB, COJIEpKaIUX KOH(PUACHIUAIBHYIO0 HH(POPMAIIHIO;
0(OpPMIIATH OpraHU3aLMOHHO-PACTIOPAUTEIbHbBIE JOKYMEHTBI
(OpurHHaJIBI U KOIIUH);

CKaHUPOBATh, KONUPOBATh U KOHBEPTHUPOBATH JOKYMEHTHI B
paznu4Hbie (popMaThI;

OCYILECTBIIATh IPOBEPKY NIPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE
IpaBUJIaM JEJONPOU3BOICTBA;

HIPUHUMATh U IPOBOAUTH MEPBUUHYIO 00pabOTKY BXOJAIINX
JIOKYMEHTOB;

IPOBOJUTH IIPEIBAPUTEIILHOE PACCMOTPEHUE BXOIALINX U
BHYTPEHHUX JJOKYMEHTOB;

PETUCTPUPOBATH BXOSIINE, UCXOISIINE U BHYTPEHHUE
JIOKYMEHTHI;

KOHTPOJIMPOBATH MapIIPYTU3AIUIO TOKYyMEHTOIIOTOKOB B
OpraHu3alum(coriacoBaHue, MOANNUCaHNe, YTBEPKACHUE,
perucTpanms, 03HaKOMJICHUE U UCTIOTHEHUE TOKYMEHTOB);
OCYILIECTBIISATH CPOKOBBIM KOHTPOJIb UCIIOJIHEHHSI JOKYMEHTOB;
OCYIIECTBIISITH 00paOOTKy M OTHPABKY HCXOSIINX TOKYMEHTOB;
COCTaBJIATh OTYETHI U AaHAJTMTUYECKHE CIIPABKU 00 MCITIOJIHEHUH
JIOKYMEHTOB;

BECTH MH(OPMAIIMOHHO-CIIPABOYHYIO paboTy MO JOKYMEHTaM;
OCYIIECTBIISITH pa0OTy C OpPraHU3aIMOHHO-PACTIOPSTUTETLHBIMU
JIOKYMEHTaMH B aBTOMAaTU3HPOBAHHBIX CUCTEMAX;
o0ecrieunBaTh COXPaHHOCTh MEPCOHAITBHBIX TAHHBIX PAOOTHUKOB,;
OpPraHU30BBIBAThH IOKYMEHTOOOOPOT MO MPEACTABICHUIO
JOKYMEHTOB TI0 TIEPCOHAITY B TOCYIapCTBEHHBIE OPTaHbl;
OpraHU30BBIBATH IOKYMEHTOOOOPOT MO YUYETY U JBHXKEHUIO
PabOTHUKOB;

BECTH BOMHCKHMH y4€T paOOTHUKOB,;

BECTH y4€T pabouero BpeMeHH pabOTHUKOB;

0(OpPMIIATH OpraHU3aLMOHHO-PACTIOPAUTEIbHbBIE JOKYMEHTHI 110
JMYHOMY COCTaBY;

BECTH PETUCTPAIIMIO, YUET, OTIEPATUBHOE XpPaHEHHUE TOKYMEHTOB
0 JTMYHOMY COCTaBY;

BECTH JIOKYMEHTAIUIO, ITOITBEPKAAIOIIYIO CBEICHUS O TPYI0BOM
NEeSITETHHOCTH U TPYJOBOM CTake paOOTHUKOB;

(dbopMHpOBaTh JTUYHBIE JIesIa paOOTHUKOB;

0oOpPMIIATH JIeNIa 110 JINYHOMY COCTaBY JIJISl TIEPE/Iavyd B apXHB
OpraHu3aIuy;

paboTaTh CO CreUaATN3NPOBAHHBIMI HH()OPMAITHOHHBIMH
cucTeMaMH U 6a3aMu JaHHBIX 110 BEICHUIO YU€Ta U JBHXKEHUIO
PabOTHHUKOB;

pa3pabaTbIBaTh HOMEHKJIATYPY J€J1 OpraHu3alui;

HPOBEPATH NPAaBUIBHOCTb O()OPMIIEHUS JOKYMEHTOB U OTMETKH
00 MX UCIIOJIHEHUH Tiepes] UX (GopMUPOBAHUEM B AEIO IS
HOCJEIYIOIEr0 XpaHEeHMUs;




(bopMHpOBaTh Aea, KOHTPOJIUPOBATH IPABUIBHOE U
CBOEBPEMEHHOE pacIpeIeIeHUE U MOAIIMBKY JOKYMEHTOB B Ji€Jia
B COOTBETCTBUU C HOMEHKJIATYPOU AEIT;

IIPOBEPATH CPOKU XPAHEHUSI IOKYMEHTOB, COCTaBIISITh IPOTOKOJI
paboThI SKCIIEPTHON KOMHCCUU 110 OATOTOBKE JOKYMEHTOB K
nepeaue B apXus;

COCTABIIATH aKT O BBIACICHUU K YHUUYTOXKECHHUIO JOKYMEHTOB, HE
MOJJIEKALUX XPAHEHUIO;

COCTaBJIATh aKT 00 YHUUYTOXKEHUU TOKYMEHTOB;

OCYILECTBIISITh TMOJIHOE WIH YaCTUYHOE OPOPMIICHHE JeIT
BPEMEHHOI'0, IIOCTOSIHHOTO, JOJTOBPEMEHHOIO CPOKOB XPaHEHMUS;
COCTaBJIATh ONUCHU €I CTPYKTYPHBIX IOJpa3AcaeHUI
IIOCTOSIHHOT0,10JIFOBPEMEHHOI'O CPOKOB XPaHEHUs IS IIepeadn
JIeJ1 B apXUB OpraHu3aliu.

3HAaTb

HOpMaTHBHBIE IpaBOBbIE akThl Poccuiickoit denepanuu B cdepe
MH(POPMAIMOHHBIX 1 KOMMYHUKAI[HOHHBIX TEXHOJIOTHH, TIO
3amuTe HHpopMauu, THPOPMALIMOHHOM 6€3011acCHOCTH, IO
pabote ¢ oOpaleHUsIMH TPakJiaH, 0 OPraHU3aALNH JICITOBON
HOE€3/IKU, B chepe Ieonponu3Bo/ICTBA U

apXUBHOTO Jiefa, B cepe peryJTupoBaHus TPYAOBBIX OTHOIICHUH;
JIOKaJIbHbIE HOPMATHBHBIE aKThI, PETJIaMEHTUPYIOLIHE
JIESITEIIbHOCTD CITYKOBI

JIeJIOTIPOU3BOICTBA U €€ paOOTHUKOB, OPraHU3ALMIO0 BEICHHS
JIeTTOTIPOU3BOICTBA, TIEpeiavy JIeJ B apXUB OpPraHU3aIUHY, a TAKXKe
periaMeHTUPYIOLE TPYAOBbIE OTHOLLICHMUS;

CTPYKTYpPY OpraHu3aiuy, e€ 3a1adu 1 QyHKINH, pacipeaecHue
byHKIUI

MEXy CTPYKTYPHBIMH TTOJIPA3/ICICHUSMH U CIICTIHATHCTAMH,
TpeOOBaHUS OXpaHbl TPY/a, IPOU3BOACTBEHHON CaHUTApUH,
IIPOTUBOIOKAPHOU 3aIIUTHI;

OCHOBBI IPAaBMUJIBHOM OpraHM3aluy TPYAa U METO/IbI TOBBIIICHUS
ero

3¢ (HeKTUBHOCTH;

OCHOBBI YITPABIICHHSI BDEMEHEM;

BUJIbl OPraHU3alIMOHHON TEXHUKU U MpaBuiia paboThI C HEH;
METO/bI 00pabOTKH U 3alIUThl HH(OPMAIMK C TIPUMEHEHUEM
CpenCTB

MH(POPMALMOHHBIX 1 KOMMYHHUKAI[MOHHBIX TEXHOJIOTHI;
COBpEMEHHBIE HH(POPMAIMOHHBIE 1 KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH,

npHUMeHseMbIe B padoTe C TOKYMEHTaMH, B TOM YHCJIE 10
JMYHOMY COCTaBY;

ATHKET ¥ OCHOBBI MEXIyHAPOIHOTO IIPOTOKOJIA;

ATHUKY JI€JIOBOTO OOIICHUS;

NpaBUiIa PYCCKOTO S3bIKA;

IpaBUJIa PEUEBOTO ITUKETA;

npaBuJiIa MOIACPIKaHUS M Pa3BUTHS MEKIMYHOCTHBIX OTHOIIICHHIA,
IIpaBUJIa MIPOBEACHUS JIETOBBIX IIEPETOBOPOB;

NpaBUJIa OPraHU3aUH TPHEMA TIOCETUTEIICH;

IpaBUiIa CEPBUPOBKU YaHOTO (KO(eHHOro) cTona;

HOPSI0K NOATOTOBKU M TJOKYMEHTHPOBAHUS JI€JI0BON MOE3]IKHU;
MHTEPHET-PECYPCHI sl OCYIIECTBICHUS TPEBEI-TIOACPIKKH
JICJIOBBIX




MOE3/10K;
KOMIUIEKC OPTaHU3aIMOHHO-TEXHHUECKUX MEPOTIPUSATUH 110
MOJTOTOBKE U

MPOBEJICHUIO KOHPEPEHTHBIX MEPONPUATU;

npaBuiia 0pOpMIICHUS JOKYMEHTOB, CO371aBaeMbIX B IpoIiecce
MOJITOTOBKH U

MPOBEJICHUS KOHPEPEHTHOTO0 MEPOIIPUAITHS;

COCTaB BHYTPEHHUX M BHEITHUX WH(OPMAIIMOHHBIX TOTOKOB;
PYKOBOJICTBO CTPYKTYPHBIX MOApa3eIeHUNA, 00pa3Iibl MoANuceit
au,

MMEIOLIUX MTPAaBO MOANUCAHUS U YTBEPKACHUS TOKYMEHTOB, U
OTpaHUYCHUS

30H UX OTBETCTBEHHOCTH,

BUJII HOMCHKJIATYD eI, 00mIre TpeOOBaHUS K HOMEHKIIAType
JIeJ1, TIOPSIOK

paboThI ¢ HEl;

nopsAI0K GopMUpOBaHUs U 0hopMIIeHUS A€, crienuduKy
(dbopMupoBaHUs

OTAEJBbHBIX KaTErOpuM Je;

MpaBHUJIa XpaHEHUS JIeJI, B TOM YHUCIIE C JOKYMEHTaMHU
OTPAaHUYEHHOTO

JOCTYTIa,

MIPaBHJIa BBIIAYH U UCIIOJIE30BAHUS JOKYMEHTOB M3
c(hOpMHUPOBAHHBIX JIET;

TIOPSITOK MCIIOTh30BaHMS TUITOBBIX WJIM BEJJOMCTBCHHBIX MEpPEUHEH
JIOKYMEHTOB, OIPEJICIICHHs] CPOKOB XPAHEHHUs B MpOIEcce
IKCIIEPTH3BI

[IEHHOCTHU JTOKYMEHTOB;

BH/JIBI OTIMICEH JIEJT OpTaHW3aIuH | MTOPSJIOK Pa0OTHI ¢ HUMHU.

1.2. KoanuecTBO 4yacoB, 0TBOJAUMO€ HA OCBOCHMUEC npocbeccnona.nbﬂoro MOAYJIsA

Bcero wacos 578

M3 mux Ha ocBoenne MJIK_500

B ToMm uncne, camocrositensHas pabora 12

Ha MPaKTHKH, B TOM 4ucie yueOnywo 36

U TIPOU3BOJICTBEHHYIO 36




2. CTPYKTYPA U COAEP KAHUE ITPO®ECCUOHAJIBHOI'O MOAYJISL

2.1. CtpykTypa npoecCHOHAJIBLHOI0 MOLYJIsI

O06Bem nmpoeccHoHATEHOTO MOYJIS, aK. Yac.
Kozst HaiMeHOBAHNS CyMMapHst Pabora oOyuaronuxcsi BO B3aMMOJICHCTBUU C MIPEToiaBaTesieM CaMocT
npoQeccCHoHaIbH paszenos 1 06beM O6y4enne no MK TIpakTnky OSITEJIb
BIX 00IUX po(eCCUOHATILHOIO | Harpys3kH, Beero B Tom umcre Hast
KOMIIETEHIIU I MOAYJIA qac. JTaGOpaTOpHEIX 1 Kypcosbix Vye6HAS HponssoacTseHH pabora
MIPAaKTUYECKUX 3aHATUI pador 2 wl .
(IpOEKTOB)
1 2 3 4 5 6 7 8 9
OK 0.1-05,0K 09. | MJIK.01.01
K 1.1, JlokyMeHTanmoHHOE
K 1.5- 1.9. obecrnieueHue 238 230 138 20 X X X
ALK 1. YIIpaBJICHUS
OK 01,02,04,05, MJIK.01.02 86 82 26 X X X 4
OK 09. Opranuzanus paboTsl
I[K 1.1.TIK 1.6.- C DJIEKTPOHHBIMHU
1.9. JOKyMEHTaMU
JIIK 1.
OK 01.-05,0K 09 | M/IK.01.03 108 96 34 X X X 4
K 1.1.-1.6. Opranu3zanus
ALK 1. 411K 3. CEKpPETapCKOro
00CITyKHBaHUS
OK 01.-05,0K 09. | MJIK.01.04 68 64 26 X X X 4
K 1.1.,IIK JlokyMeHTalmoHHOE
1.2 11K 1.4. obecrieueHne
IK 1.7- 1.9. KaJIpOBO# CITYKOBI
JUIK 1. 11K 3.

Y Camocmosmenvran paboma 6 pamxax o6paz06amenvroll RPOSPAMMbL NAAHUPYEeMCs 06pazoeamensHol opeanusayueli ¢ coomsemcemeuu ¢ mpebosanuamu PIOC CIIO 6 npedenax obvema
npogeccuonanrbno2o Mooyis 6 KOIUYeCmEe 4aco8, HeoOXOOUMOM Ol GbINOIHEHUs 3A0AHULl CAMOCMOAMENbHOU pabomel 00YUAIOWUXCs, NpedyCMOmMpPEHHbIX MeMAMUYecKUM HIAHOM U
cooeparcanuem MeCOUCYUnIUHAPHO20 Kypca.

2 [lannas konomKa ykazwiéaemes moavko 0aa cneyuansrocmeti CITO.



Kongsl

HaunmenoBanus

CymmapHbI

O6Bem npodeccnoHaTbHOTO MOIYIIS, aK. Yac.

Pabora oOyuaronuxcsi BO B3aMMOJICHCTBUY C MIPEToiaBaTesieM

Camocrt
po¢eCCHOHAIIbH pasnenon i 00beM O6yuenue no MJIK TTpaxTKu OSITeIh
BIX 00IINX po¢eCCOHATHLHOTO Harpysku, Beero B tom uncre Has
KOMITCTEHITUH MOJTYJISt yac. JIa6opaTopHbIX 1 KYPCgBHX Vye6Has [TpousBoacTBeHH paGoTa
MIPAaKTUYECKUX 3aHATUN (lec))eet:K(;I)B)z vt '
1 2 3 4 5 6 7 8 9
OK 01.-05,0K 09. | YuebOHas npakTuka 36 36 X X
K 1.1-1.9 "Ocy1ecTBicHUE
ATIK 1. JTIK 3. OpPraHu3alMOHHOTO U
JOKYMEHTAIlMOHHOTO
obecrniedeHus
NEeATETLHOCTH
opraHuzanun"
OK 01.-05,0K 09. | IIpousBoacTBeHHas 36 36 X
K 1.1-1.9 MpaKTHKa
JIIK 1. JTIK 3. "OcymiecTBieHne
OpPTraHHU3AIOHHOTO H
JOKYMEHTAIMOHHOTO
obecrieueHus
JeSITeIbHOCTH
opraHuzamnun”
Bcezo: 572 472 224 20 36 36 12

Aueiixu 6 cmondyax 3, 4, 7, 8, 9, 3anonusiomes scupnvim wipugpmom, 6 5, 6 - 06viunvim. Ecnu kaxou-nu6o 6uod yuebnot pabomoer ne npedycmompen, HeoOXo0umo 6 coomeemcmsyowell siuetike nocmasums npoiepx.
Konuuecmso uacos, ykasannoe 6 sueiikax cmonbya 3, 00aicHO ObiMb PAGHO CYMME HUCEN 8 COOMBEMCMEYIOWUX aueikax cmonoyos 4, 7, 8, 9 (ocupnwiil wipugpm) no copuzonmanu. Konuvecmeo yacos, ykazannoe 8
Ayetikax cmpoku «Bcezoy, donocno 6vime pasHo cymme uwucen coomeemcmayrouux cmoaoyog 3, 4, 5, 6, 7, 8, 9, 10 no eepmuxanu. Konuuecmeo uacos, ykazannoe 6 siuetike cmonoya 3 cmpoku «Bcezoy, donicno
COOMBEMCmME06amb KOAUUECMBY YACO8 HA OCBOCHUE NPOSPAMMbL NPOPECCUOHATbHO20 MOOYIs 8 nyhKkme 1.3 06wux nonodicenuti npogpammel. Konuuecmeo wacos na camocmosimensHyio pabony 00yuaoue2ocst 00IiCHO
coomeemcmeosams YKa3aHHoMy 6 nyHkme 1.3 obwux noaodxcenuti npocpammel. Cymma KoIuuecmea 4acoé Ha y4eOHYI0 U Npou3800CMEEHHYI0 NPakmuky (6 cmpoke «Bcezoy 6 cmonbyax 8 u 9) OdonicHa

coomeemcmeosantb YKA3AHHOM)Y 6 NYHKme 1.3 06mux Non0ICEHUT

KOHYEeHmMpupoedarnHo, 6 KOJ1OHKe «Bceeo wacoey u 6 npednoczzec)neﬁ cmpoke cm0ﬂ6z¢a «Hpou330c)cmsennaﬂ».

npozpammol. [usa coomeemcmeus CyMm 3HA4eHull ciedyem HOGMOPUMb 00beM 4Yaco8 Ha Npou3800CMBEHHYIO NPAKMUKY, NPOBOOUMYIO




2.2. TemaTnueckuii IJIaH U cojiep:kaHue npopeccuoHaabHOro moay.as (IIM)

HaumenoBanme pa3jaesioB

Ypose
npodeccuoHaIbLHOr0
) Conep:kanue y4eOHOro MaTepuaa, IpakTU4YecKue 3aHATHS, CAMOCTOsSITeJIbHAsI padoTa Oo0bem Hb
Mozt ( ’ CTY/IeHTOB, KypcoBasi pa6oTa (IIpoeKT) 4yacos OCBOCH
MEKIUCHUTITTHHAPHBIX
kypcoB (M/IK) u Tem o
1 2 3 4
M/K.01.01. 230/138
JoxymeHTaUMOHHOE
olecreyeHue ynpapjaeHHs
3 cemecTp 46/72
PA3JIEJI 1. OcHoBBI 8/4
AeJIONPOU3BOJACTBA
Tema 1.1. UcTopus Copepxanue 4 2
BO3HUKHOBEHMs H pa3BUTHsl | 1 | McTtopust BO3HMKHOBEHUSI M OCHOBHBIE 3Tallbl Pa3BUTHUA JIEIONpoM3BOACTBa B Poccuu:
AeJONPOU3BOACTBA [Ipukasznoe nenomnpousBoacTBo; Komexckoe aenonpousBoAcTBo; cnomaHutensHoe
Je510npon3BoACcTBO; COBETCKOE MPOU3BOCTBO.
2. | CranoBneHne ¥ pa3BuTHEe pabOTBI C JIOKYMEHTAaMH B COBPEMEHHBIH IEPHOI.
Jlenonpou3BOICTBO KakK 0/1HA U3 (GYHKUUH YIpaBJICHHUS.
Tema 1.2. Cayxba Conep:xanue 4 2
AOKYMCHTAIIHOHHOT'0 1. | Cayx0a JOKyMEHTAllMOHHOrO OOECleYeHUs YOpaBICHUsA, €€ 3ajaud, (QyHKIu,
odecrieueHHsl yNPaBJICHUs CTPYKTYpa, AOJKHOCTHOM cocTtaB. COBpPEMEHHBbIE OpraHM3alMOHHBIE (HOPMBI CITykKOBI
JIeJIONPON3BOICTBA.
2. | TumoBsie cTpykTypsl JJOY B opraHu3anusx pa3indHbIX YpOBHEH yrpaBiieHus. THITOBBIE
nonioxkeHus o ciyxk6ax JIOY. Pernamenranivs OCHOBHBIX 3a/1a4 U pyHKIUH ciy)0561 JJOVY.
O6s3arHOCTH CITYKOBI JIOY
IIpakTH4Yeckoe 3aHATHE
1. | Pa3paGotka [onoxenus o ciyxbe JOY 4




Paznen 2. HopmaTuBHo- 10/2
MeToaMYecKas 0a3a
JeJIONPOU3BOJACTBA
Tema 2.1 HopmaTusHo- Conep:xaHue 4
MeTOIHYeCKasi 0CHOBA 1 | IlonsATne «HOPMATHBHO-METOAMYECKAas OCHOBA JIEJOMPOU3BOJCTBA», IMPEAMET €ro
AeJIONPOU3BOACTBA perynupoBaHusl. Buabl HOPMAaTUBHBIX aKTOB, PETYJIHPYIOLUX JEJIONPOU3BOACTBO
OpraHu3alyH.

2 | 3akoHbl P®, rocymapcTBEeHHBIE CTaHIApPThI, OOIIEPOCCUICKUE KIACCU(PUKATOPHI,
rOCy/IapCTBEHHBIX MHCTPYKIMI 1O JeNONpOM3BOACTBY. M3yueHue u cocraBieHUs
110J10%keHMst 0 ci1yx0b1 JIOY.

IIpakTHyeckoe 3ansATHE

1 Nzyuenue u knaccudukanus [OCT P B chepe JOVY.

Tema 2.2 Conep:kanue 4
YuuduunpoBanHbie 1 | IloHsATHe «HOPMATHBHO-METOAMYECKAas OCHOBa JIEJIONPOU3BOJCTBA», IPEAMET €ro
CHCTEeMBI perynupoBanusi. [loHsaTue W BuUAbl YHUGDUIUPOBAHHBIX CUCTeM AokyMmMeHTamuu. YCJ|
OpPraHU3allMOHHO-PACHIOPSAUTEIBHON  JOKYMEHTallMu. YHU(QUIUpPOBaHHAs CcHUCTEMaA
JOKYMEHTAIMH 110 TpyAy. TpadapeTHble JOKYMEHTBI

2 Oranel  yHU(UKAIMK TEKCTOB  YNPaBICHUECKUX JTOKYMEHTOB. TpeOoBaHus K
YHUGUIUPOBAHHBIM ~ TeKcTaM. Mertoq  yHUUKAIMM  TEKCTOB  yNPaBICHUYECKHX
nokyMeHToB. [locTosiHHas u nepemeHHas nHdopmalys TeKcToB. POpMBI MPECTABICHUS
YHU(DHUIIMPOBAHHBIX TEKCTOB: TEKCTOBBIN, TpadapeTHbIN, Ta0MIIA, aHKETA.

Tema 2.3 Oo6mepoccuiickne | Conep:xxanmne 2
KJIaccupukaTopbl 1 Oobmepoccuiickue  Ki1accu(UKaTopbl  TEXHUKO-DKOHOMMYECKOM U COLMAJIbHOMN
unpopmanuu Koxa opranuzaiuu mo OKOI'Y (Ob6mepoccuiickuit kmaccupukaTop OpraHoB
rOCy/IapCTBEHHOM BJIACTH U yIPAaBJICHHUS).
Paznen 3. [lokymeHT 1 6
CIocooObI
AOKYMEHTHPOBAHUS
Tema 3.3. Onpenesnenue u | Coaep:xxkanue 4
Kj1accupukanus
ylpaBJeH4YeCKUX =
HOKYMEHTOB 1. | [HonsTus «uHpopMausa» U «10KyMeHT». CBs3b HHPOpMaAIUU U JokyMeHTa. CBoiicTBa U

¢ynkuuu nokymenta. Kiaccudukarus T0KyMEHTOB MO Pa3ITUYHBIM IPU3HAKAM B
3aBHCUMOCTH OT COJI€p’KaHMsl, HAMMEHOBAaHMs, 110 CTENIEHN YHU(DUKALUU U Jp.




CriocoObl TOKYMEHTUPOBAHUS: PYKOITUCHBIN, IEYaTHBIN, SJICKTPOHHBIN. DTaIlbl pa3BUTHS
croco60B JokyMeHTupoBaHus. Danbcudukamnms JOKyMEeHTa

Tema 3.2 CTpykTypa Coaep:xxaHue 2
noxkymenrta. IOpuauueckas | 1. | @opmupoBaHue parMOHAIBHBIX MOJXOJOB K MOHATHIO IOPHIMYECKas CHJIa JOKYMEHTA.
CHJIa JOKYMEHTA OO0s13aTenbHBIC PEKBU3UTHI 00ECIICYHBAIONINE OPUIANYECKYIO CHITY JOKYMEHTA.
Paznen 4. TpeboBanus k 12/36
0(hOpMIIEHHIO JTOKYMEHTOB
Tema 4.1 O6ume Conep:kanue 4
TpeOoBaHus Kk cocTaBieHu10 | 1. | HeoOXoquMOCTh €AMHBIX TpaBwi O(GOpPMIICHUS JOKYMEHTOB. [IOHSATHE O pPEKBU3MUTE.
1 0pOpMIIEHUIO JOKYMEHTOB PexkBH3HUTHI, KOIMYECTBO W COCTaB, CXEMBbI DPACHOJOXKECHHA. AHAIN3 PaACIIOIOKECHUS
PEKBU3UTOB Ha Pa3HBIX BHJIAX OJIAHKOB.
2. | [lonsitue Omanka mokymeHTa. Bumbl OmankoB. CocTaBieHHE OJIAHKOB JIOKYMCHTOB:
oOiero, 0JlaHKa KOHKPETHOT'O BHJIAa JOKYMEHTa, OJJaHKa MHCbMa, OJIaHKa CTPYKTYPHOTO
MI0JIpa3/IeIICHUsI.
Tema 4.2 CocTaB Conep:kanue 4
PEKBH3UTOB J0KYyMeHTOB | 1. | [lonstie «dopmyisip fokyMeHTa». TUIIOBON M MHIUBUAYAIbHBINA (HOpMYIISIp JOKYMEHTA.
dopmysip-obpazen B coorBerctBun ¢ [OCT P 7.0.97-2016.
2. | IlocTosiHHBIE M TepeMeHHble peKkBU3UTHI. IIpaBuna odopmieHus pekBU3UTOB. biaHk
JIOKyMeHTa. BIaHKM ¢ YIJIOBBIM W IIEHTPUPOBAHHBIM PACIIOJIOKEHHUEM PEKBU3UTOB.
OcoO6EeHHOCTH M3rOTOBJIEHUS OJIAHKOB.
Tema 4.3. IlpaBuna Copnepxanue 4
odpopmienust pekBu3uToB | 1. | OcHOBHbIE TpeOOBaHMS K 0(OPMIIEHUIO PEKBU3UTOB ToKyMeHTa B coorBeTcTBUU ¢ [OCT
P 7.0.97-2016 wu npaBwia opopMIIeHHS PEKBU3UTOB C 1 110 15
2. | OcHoBHBIE TpeOOBaHUSA K O(POPMIICHHUIO PEKBU3UTOB JOKyMEHTa B cooTBeTcTBHM ¢ ['OCT
P 7.0.97-2016 w npasuia ohopmieHust pekBu3uToB ¢ 16 mo 30
IIpakTHYecKHe 3aHATHS 36

<<O(1)0pMJ'IeHI/I€ CXCM pacCIIOJIOKCHUS PCKBU3UTOB HAa IPOAOJIbHOM OaHKe.

«OdopmileHre CXeM pacIoOKEHHS PEKBU3UTOB Ha YTIIOBOM OJIAaHKE».

«Odopmiierne pekBu3nToB 1okymeHTa (01-05)».

«OdopmiieHre pekBU3UTOB ToKymMeHTa (05-10)».

ol B W N

«OdopmiieHHEe PEKBH3UTOB TOKYMEHTOBY (11-15)».




6 | «OdopmiieHHEe peKBU3UTOB TOKYyMEHTOBY (15-20)».
7 | «OdopmiieHre peKBU3UTOB TOKYMEHTOBY (21-25)».
8 | «OdopmieHne peKBU3UTOB JOKyMEHTOBY (26-30)».
9 | SI3BIK B CTHIIB CTY)KeOHOH JOKyMEeHTaluu. TUNHYHbIE OIITHOKH.
10 | SI3BIK U CTHITB CITy’K€OHON TOKyMEHTAIUH. TUIIYHBIE OITHOKH.
11 | [TocTpoeHne qOKyMEHTa IO CXEMe: 3aroJI0BOYHAs, OCHOBHAs, oopmiistomas. opmyssp-
oOpaser JOKyMeHTa.
12 | Odopmnenue o6mux OJaHKOB TOKYMEHTOB.
13 | Odbopmiienne GUPMEHHBIX OJIAHKOB JOKYMEHTOB.
14 | Odopmnenne GpupMEeHHBIX OIAHKOB TOKYMEHTOB.
15 | Odopmienne 6JaHKOB KOHKPETHBIX JTOKYMEHTOB.
16 | Tunuunbie OMMOKH B 0OPMIICHUN PEKBH3HUTOB.
17 | Odopmienue 6JaHKOB KOHKPETHBIX JOKYMEHTOB.
18 | Odopmnenne 61aHKOB KOHKPETHBIX JOKYMEHTOB.
Pa3znen 5. 10/30
Opranu3anuoHHbIE
JAOKYMEHTBI
Tema 5.1 Haznauenue Copnepxanue 6
OPraHN3alMOHHbIX 1. | CoctaB ¥ Ha3Haue€HUWE OPraHU3ALMOHHBIX JOKYMEHTOB. Pojb oOpraHM3alMOHHBIX
NOKyMeHTOB. PoJb B JIOKYMEHTOB B OpraHU3alliu.
ylpaBJieH4YeCKOil 2. | CxemMa TIOATOTOBKM OpPTaHMW3ALMOHHBIX JTOKYMEHTOB. [IpOeKT opraHM3almOHHBIX
ACATEIbHOCTH JIOKyMeHTOB. O61ue TpeOoBaHNs K 0POPMIICHUIO OPraHNU3alMOHHBIX IOKYMEHTOB
OpraHu3anmu.

Tema 5.2 Buanl Conep:kanue 4
OPraHM3alUOHHbIX 1. | Bugsl opraHu3anmoHHBIX JOKYMEHTOB. YctaB. [lomoxenue. MucTpykumuu. Mx pons B
AOKYMEHTOB.Y CTaB. YIIPaBIEHYECKON AEATEIbHOCTH.

IHono:xxenue 2. | Buapl HHCTPYKIMI B OpraHM3alUsAX U NX HA3HAYCHHE
IIpakTHYecKHe 3aHATHS 30
1. | 3HaKOMCTBO C YUpeaUTEIbHbIMH JOKYMEHTAMHU OpraHU3aIHil.
2 | OdopmiieHne ycrasa.
3 | Odopmienue ycrasa.
4 | OdbopmieHne yupeTuTeIIbHOTO JOTOBOPA.




5 | OdopmiieHre yIpeIuTeIbHOTO JOTOBOPA.

6 | Odopmiienne noaoxkeHus: 00 OpraHU3aIHH.

7 | OdopmiieHHE MTOIOKEHHSI O CTPYKTYPHOM TOAPA3ICIICHUH.

8 | llltatHoe pacnimcanue. biaHk oGopMIIEHHS MTATHOTO PACITUCAHMUS.

9 | CornacoBaHue MITaTHOTO PAaCHHMCAHUs, MOAIUCH, Fpadbl MITATHOTO PACHUCAHUS.

10 | CtpykTypa U mTaTHAsK YUCICHHOCTD: COTJIACOBAHUE U TIOJIITHCh.

11 | OdopmieHne JOIHKHOCTHBIX HHCTPYKITHHA.

12 | OdopmiieHne TPOYUX HHCTPYKIIHM.

13 | Odopmienne nmpouynx MHCTPYKLHUH.

14 | OdopmiieHue mpaBuiI TPYJOBOTO PaCcIIOPsIKa.

15 | Odopmnenue npaBus TPYJOBOTO paclopsiaka.

4 cemecTp 22/66
Pasneua 6. 6/24
PacnopsiaurenbHbie
JTOKYMEHTbI
Tema 6.1 Poanb Conep:xanue 6
pacnopsiINTEIbHBIX 1. | CoctaB W Ha3HA4YC€HUE pPACIOPSIUTEIBHBIX JIOKYMEHTOB. PoOIlb pacmopsiIuTeNbHbIX
JIOKYMEHTOB JOKYMEHTOB B OpTaHM3aIINH.

2. | CxeMa NOATOTOBKM pPAaCHOPSAUTENBHBIX JTOKYMEHTOB. [IpoOeKT pacnopsauTeNbHBIX
JTOKYMEHTOB.

3. | [Ipuka3 mo OCHOBHOMY BHJY JEATEIHHOCTH — OCHOBHOUM PaCHOPSAUTEIBHBIA JTOKYMEHT.
Bunsl  gedrenbHOCTH, KOTOpble  OGOPMIISIIOTCS — MpHKa3amMu. YacTM  IpHKasa:
KOHCTaTUPYIOIIAsl H PACTIOPSUTEIbHAS.

IIpakTHYecKue 3aHATHS 24

1.

[Ipyka3 Mo OCHOBHOMY BUIY ACSATEIBHOCTH — OCHOBHOW PACIOPSAUTENBHBINA JTOKYMEHT.
YacTtu npukasa: KOHCTATUPYIOLIAs U PACIOPSAAUTEIbHAS.

HO,[[I‘OTOBKE[ IMPOCKTAa NPpHUKA3a 110 OCHOBHOM JI€ATEILHOCTH

OdopmiteHne MPUKA30B MO AIMUHUCTPATHBHO-XO03IMCTBEHHON JAESTEITHPHOCTH

OdopmiteHre MPUKA30B IO OCHOBHOM JIESITETEHOCTH

HO,[[F OTOBKaA IMPOCKTA ITPHUKA3a 110 a,I[MI/IHI/ICTpaTI/IBHO-XOBHfICTBCHHOfI JACATCIIBHOCTHU

ok~ W

Brimucka u3 mpukasza mo OCHOBHOMY BHJY JIE€SATEIbHOCTA. DopMyIisip-o0pasel] BITUCKH.
OCHOBHBIE PEKBU3UTHI BBITTUCKHU.




7. | U3rotoBnenue u oQopmileHHE KOMUN MpHKa3a MO OCHOBHOMY BHUIY JI€ATEIbHOCTH.
[IpaBuna 3aBepenust Konui JOKyMeHTOB. Bubl konuii. OTMETKa 0 3aBEpEHUN KOITUU
8. | Pacnopspxkenue. @opmynsp-obpasen pacropsbkeHus. Bunbl pacnopsskeHuit: UIMTENTEHOTO
CpOKa JIeUCTBUS U KPATKOBPEMEHHBIE.
9. | Ykazanue. ®opmynsip-obpasen ykazanus. Yactu ykazaHusl.
10 | [locranoBienue. Dopmynsp-odpazeln; MocTaHOBiIEHUA. YacTu mocTaHOBIEeHUs. Bumsl
IIOCTAHOBJIEHUI: OPraHN3allMOHHOI0 XapaKTepa U aIpeCyeMble IPYIMM OpraHam.
11 | Pemenune. dopmynsp-oOpasenr penieHus. YacTu pemieHus.
12 | UsrotoBnenne u odopmieHue Komuil JOKyMeHTOB. IIpaBuia 3aBepeHHs] KOMHIA
JOKyMEHTOB. Bujpl konmii. OTMETKa 0 3aBEpEHUH KOIUU.
Pazgen 7. UndopmanmonHo- 4/34
CIIPABOYHbIE IOKYMEHTBI
Tema 7.1 CocTaB n Conep:xanue 4
HAa3HAYEHHUe 1. | [lonsatue 06 wuHGOPMAIMOHHO-CIIPABOYHBIX JOKyMeHTaXx. (CocTaB M Ha3Ha4YCHHE
uHopMaAIMOHHO- WH()OPMAIMOHHO-CITPABOYHBIX ~ JIOKYMEHTOB.  Poilb  MH(pOPMAIMOHHO-CIIPABOYHBIX
CIIPABOYHBIX JOKYMEHTOB JIOKYMEHTOB B OpraHU3alliu.
2. | Cxema MOATOTOBKHU UH(GOPMaIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB. [Ipoext
MH()OPMAITMOHHO-CIPABOYHBIX JOKYMEHTOB.
IIpakTHYecKue 3aHATHS 34

1.

AKT. Dopmynsp-odpazern aKTa. Yactu TEKCTa aKra: BBOJIHAs "
KOHCTaTHpyomas. YTBepKAcHHe akToB. COCTAaBIEHUE AKTOB.

[Ipotokon. ®Dopmymnsap-obpazer;r mnpoTokona. Yactu TekcTa MPOTOKOJA: BBOJHAS
(mocTostHHAsI ¥ IepeMeHHas HH(OpMallvs), OCHOBHAs YacTh.

CocTaBlieHH€ BBIMCKH U3 MPOTOKOJIA.

CayxeOHble 3anMcKH. Bupl cirykeOHBIX 3alHCOK.

OObsicHuTebHAS 3amHcKa. DOpMYIISIpBI-00pa3Ibl 3aMMHCOK.

Hoxknaanas 3anvcka. Buapl 1OKIagHbBIX 3alIHMCOK.

N g~

CDopMyﬂﬂp-06paseu JOKJIaJHOM 3aIlMCKHU. CocraBieHue u O(I)OpMHeHI/IC JOKJIaTHBIX
3aITUCOK.

CrpaBka. Buner cripaBok: 1. CripaBkH, ONHMCHIBAIOIIME M MOATBEpXkKAAONINE (DAKThI WU
COOBITUS B  NIPOU3BOJCTBEHHOW  JAesTenbHOCTH  opranmzanuu. 2.  ChpaBku,
yJaocToBepsitonne opuandeckue gaxtsl. Yactu cripaBok. @opmMyisip-oOpasel] CripaBKH.

[Tucemo. @opmynsip-obpasels nucbMa
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CTpyKTypa ¥ KOMITO3UIHS I€JI0BOTO MHChMa




11 | Crunuctuka AET0BOrO MUCbMa
12 | CocraBnenue KpaTKUX THCBMEHHBIX COOOLICHHMN: yBEJOMJICHHE, HAllOMHHAHUE,
IIpenyNpexIeHNe
13 | Odopmienune nruchbMa-cooOIEeHUS
14 | Odopmienre nucbMa-HAITOMUHAHKS
15 | Odopmnenne nHGOPMALIMOHHBIE TUCHMA
16 | OdbopmiieHue Mpe3eHTAMOHHBIC TTHChMa
17 | Tenerpamma. Bunabr Tenerpamm. Yactu TenerpaMMbl. PekBU3UTBI  TeJIErpamMMBbl.
[IpaBuibHOE COKpallleHHe CIIOB B TEKCTe TelerpaMMbl. Gopmynsip-oOpasel] TelnerpaMMal.
MesxyHapoaHbIE TeJIerpaMMBbl U TesedoHorpaMma
Pa3nen 8. Opranusanus 6
padoThI ¢ JTOKYMEHTAMH
Tema 8.1 lokymenroo6opor | Comep:kaHue 2
1. | [lonsatne noxymeHnTtoobopora. TpeboBaHus, NpeabABISIEMbIE K JOKYMEHTOOOOPOTY.
IToToku 1oKyMeHTO000pOTa. DTaIlbl JOKYMEHTO000pOTa
Tema 8.2 Kontpois Cozep:kanue 4
UCIIOJIHEHUS TOKYMEHTOB 1. | KoHTpoib ucnoHeHNs TOKYMEHTOB. Llenb KOHTpoJIs HCTIONHEHUS JOKYMEHTOB. CyObeKThI
OCYILIECTBJICHUSI KOHTPOJIb 3@ KCIIOJNHEHHEM JOKYMeHTOB. CpOKM HCIIOJHEHUs
JOKYMEHTOB: THIIOBBIE U UHAWBUAYAJIbHBIE.
2 | CrpaBounsbnii ammapar (33 sueiiku). CrpaBodHasi KapTOTeKa: Ha WCIIOJHEHHBIE U
HEUCIIOJHEHHBIE JOKYMEHThl. (COCTaBlI€HHE KapTOYKHM KOHTPOJIS 3a MCIIOJHEHUEM
JIOKYMEHTA.
Pazgen 9. Homenkiatypa u 6/8
¢dopmupoBanue e
Tema 9.1 Homenknarypa aen | Coaep:kaHue 4
1. | Ha3HaueHne HOMEHKIATYpHhI €. Buibl HOMEHKIATYphl [, TPeOOBaHUS K COCTABICHUIO

HOMEHKJIaTypbl Aen. VX permaMeHTanusi B HOpMaTHBHO-METOIMUECKHX Marepuanax. HJJ
CTPYKTYPHBIX MOAPA3IEICHUN U CBOJHBIC UX OCOOCHHOCTH. MeTOoNKa U3yUYeHHUs COCTaBa
JOKYMEHTOB, pa3pabOTKu KiacCHU(PHUKAIIMOHHOM CXema 3arojioBKOB el M IMpaBWiia MX
CUCTEMaTHU3alllH, IPU COCTABICHUU HOMEHKJIATYpPHI JIe]I.




2 | [lopsimok odgopmiieHHs, COTJIAaCOBaHMS U YTBEPXKAECHHS HOMEHKIATyphl nen. Cpoku
XpaHeHHs! TOKyMeHTOB. M croap30BaHe HOMEHKIATYPHI J€JI B ONIEPATUBHOM XPAaHEHUU U
BEJIOMCTBEHHOM apXHBeE.

HpaKaneCRne 3aHATHSA

1 CocTaBiieHre HOMEHKJIATYPHI JIe CTPYKTYPHOTO MOIpa3/IesIeHuUs.

2. | CocraBieHue 1 oOpMIIEHHE aKTa O MMPOBEPKE COXPAHHOCTU TOKYMEHTOB B CTPYKTYPHOM
[10/1pa3IeJIeHUN

3. | llogroToBka en u TOKyMEHTOB K Tiepeaade B apxuB. Hymeparus ucToB nena.
COCTaBJICHHE 3aBEPUTEIHHON HAMKCH.

4. | CocraBieHue BHYTPECHHEH OINKCH JOKYMECHTOB; MEPEIUIET WM MOAIUBKY; odopmiieHue
0O0JIOXKKH.

BbinosiHeHHe KypcoBoro npoexkra no remam MJIK:

3Ha4YCHHUE CHCTEMbI OPTaHU3AI[OHHO-PACTIOPSIUTEILHONM JOKYMEHTAIMH JJIs1 IOKYMEHTHPOBAHUS YITPABICHUCCKOM
JeSTeTbHOCTH.

PekBH3HTHI 3ar0JI0BOYHOM YaCcTH TOKYMEHTA, IpaBuiia OPOPMIICHHS B COOTBETCTBUH C PEKOMEHIAIIUSIMH CTaHIapTa.
OcobenHocTH 0POPMIICHUSI OCHOBHOM YacTH JIOKYMEHTA B PA3IMYHBIX BUIAX MTHCEM.

OcobenHoctu 0(hOpMIIEHUSI OCHOBHOM YacTH IOKyMEHTa B PACIIOPSAUTENbHBIX JOKYMEHTAaX.

NHupopmaninoHHO-CIIpaBOYHbBIE JOKYMEHTBI B CUCTEME OpraHU3allMOHHO-PACIIOPAIUTENbHBIX JOKYMEHTOB, UX Ha3HAUEHHUE U
OCHOBHBIE BU/IBI.

JloknagHast v ciayeOHas 3aliCKH, 0COOEHHOCTH UCIOIb30BaHus JAJI1 BHYTPEHHUX KOMMYHMKAIUIL.

Cocrasienune ohopmirsionieil yacTu JOKyMEHTa, OCOOEHHOCTH MPAKTUUYECKOr0 MPUMEHEHHs pEKBU3UTOB O(POPMIISIOIIEH YacTH
AOKYMCHTA B pa3JIMYHbIX BUJAaX OpFaHI/I3aIII/IOHHO-paCHOpﬂILHTGHBHOﬁ JOKYMCHTAIUH.

CocraBienue u opopmiieHHe rpuoB YTBEP)KIECHHS U COTTIACOBAaHUS, HA3HAYEHUE U 0COOEHHOCTH 0(OPMIIEHUS! PEKBU3UTOB.
OTMeTKH Ha JOKYMCEHTC B COOTBETCTBUH C pCKOMCHAAIWAMU IrOCYyAapCTBCHHOI'O CTaHaAapTa.

Pa3Butue NoHATHS «JOKYMEHT»: ONpe/ieNieHHe U (yHKLUH.

VYuudukanusa u crannapruzaius. Crannaptsl B IOY Ha coBpeMeHHOM JTare.

OdunmanbHBIN TOKYMEHT U €70 MECTO B CUCTEME yIPaBJICHUS.

Cucrema 10KyMEHTOB, YHU(PUIIMPOBAHHAS CHUCTEMA IOKYMEHTOB U YHU(DUIIMPOBAHHAS CHCTEMA OPraHU3alliOHHO-
pacropsAUTENbHON TOKYMEHTALUH.

Kiaccudukanmst opranu3aiiioHHO-paCIOPSANTEIILHON JOKYMEHTAIIUU U €€ MPaKTHIECKOE MPUMEHECHHE.

TpeboBanust K KOHCTPYHPOBaHUIO OJaHKOB. Buibl G1aHKOB.

[IpaBuna u ocobeHHOCTH 0(DOPMIICHHS TTPOTOKOJIOB.

Ponb pacniopsauTesbHbIX JOKYMEHTOB B YIIPAaBJIEHUHW OpraHU3alieil Ha COBPEMEHHOM 3Tarle.

[TpaBuia opopmiieHHs pacTiopsANTEIbHBIX JOKYMEHTOB, N3/JaBAEMbIX Ha MPUHIUIAX KOJUIETHAILHOCTH.
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[IpaBuiia opopmileHHs paciOpsIAUTEIbHBIX TOKYMEHTOB, U3/JaBaeMbIX Ha MIPUHIIUIIAX €ANHOHAYAIIHSL.
[TpaBwiia cocraBneHus: 1 0(hOpMIICHUS TPUKa3a 0 OCHOBHOM JESTEIEHOCTH.

[IpaBuiia cocraBneHus: 1 0GOPMIICHHUS PACIOPSHKEHUS U YKa3aHHUSL.

JIOKYMEHT — KaK 3JIEMEHT JISJIOBOTO OOIICHHUS.

[IpaBuiia opopmiieHus 6i1aHKa U PEKBU3UTOB UCHhMA.

NudopmannoHHbii 00MEH C MOMOIIBIO TePenUCcK. Buibl muceM.

PykonucHble peKBU3UTHI Ha OPUIIMATBHBIX JOKYMEHTAX.

[IpaBuia cocraBieHus U OPOPMIICHUS JOKIAJTHBIX, OOBICHUTEIBHBIX U CIY)KEOHBIX 3aIMCOK.
[IpaBuia cocraBneHus: 1 ohopmieHUs: OPUIIHATBHBIX U OUOTrpapUUecKuX CIpPaBoOK.

[TpaBwmiia cocraBneHus: 1 0HOPMIICHUS JTJOKYMEHTOB, 00ECIICUHBAIOIINX OIEPATHBHOCTH Niepeadun HH(OPMAIIUH.
[IpaBuiia cocrapneHus: 1 0(hOpMIICHUS TOBEPEHHOCTEH U PACTIUCOK.

Konuu nokymeHnToB. Busibl konuii u ux uctopuueckoe pazputue. [1opsa1ok y1oCTOBEpEHHS KOIHIA.
[Toanuce u nevarb, Kak BaKHBIE PEKBU3UTHI JOKYMEHTA: 3Tallbl COBEPLICHCTBOBAHUSI.

DneKTpOHHAs MOAMKUCH: 00JaCTh TPUMEHEHUS.

SI3bIK ¥ CTUJIB CITY>KEOHBIX TOKYMEHTOB B HH(GOPMAIIMOHHOM OOIIIECTBE.

[IpaBuna cocraBieHus U 0OPMIICHUS aAKTOB.

Kondunenmnuansuple TOKyMEHTHI: KiaccuuKaius 1o rpudy orpaHuueHus JOCTyIa

MJK.01.02 Opranuusanus padoThl ¢ 3J1eKTPOHHBIMHU IOKYMEHTAMH 56/26

4 cemecTp 34/16

Tema 2.1. Conep:xkaHue 20/10
IIpaBuia pa6oTsl 1. | DnexkrpoHHBbIi 1OKyMeHT. [IoHATHS, TPEATOCHUIKY MOSBICHHUS.

C JOKYMCHTaAMH
Ha 3JICKTPOHHBIX HOCUTEJIAX

2. | 3akoHOJATEIIbHBIC HOPMATHUBHEIE aKTHI B chepe pabOThI C JIEKTPOHHBIMH JIOKYMCHTAMHU.
3. | Pabota B mouToBBIX cepBucax. [IpaBuiia 3JeKTPOHHOI MEPENTUCKH.

4. | DnektponHas nmoAnuck. Bumer, [Topsmok monydenus. [IpaBuia 3amuThl.

5. | TpeboBanus K pekBU3NTY «OTMETKa 00 JICKTPOHHOM ITOAIKUCH MTPU BU3YAIIA3AIHH

3JIEKTPOHHOTO JOKYMEHTA, MOAMUCAHHOTO 3JIEKTPOHHOU noanuckio [IpaBuna
opopmiiennss «OTMETKH O IPUIIOKEHUN» HA SJIEKTPOHHBIN HOCUTEIT.

[IpakTHueckoe 3aHsATHE




OTnpaBka ¥ MOJy4eHHE HIIEKTPOHHOTO COOOIIEHUS, SJIEKTPOHHOTO JJOKYMEHTA.

2. | OdopmiieHre JOKyYMEHTa, ITOANMCAHHOTO 3JICKTPOHHOM MOIITUCHIO
Tema 2.2. Opranunszauust Conep:xxaHue 18
padotsl ¢ fokymentamu B | 1. | Ilonstue o cucremax 2/10 u ECM-cucremax.
aBTOMATHU3HUPOBAHHBIX 2. | IlpaBuna Mapuipytusanuu 1oKkyMeHTonotokoB B cucreMmax 910 u ECM-cucrtemax.
CHCTEMAaX JIEKTPOHHOTO 3. | IlpaBuna opranuzanuu JOKYMEHTO0O0POTa BXOSIIET0 JOKyMeHTonoToka B CO/I.
JIOKyMEHT0000poTa 4, | [lpaBuna opra"u3ainu JTOKYMEHTOOOOpOTa HCXOJAIIEro gokymeHTororoka B CDJI.
OTnpaBka IOKYMEHTOB.
5. | IIpaBuna opraHu3anuu J10KyMeHTO000pOTa BHYTPEHHET0 JokyMeHTonoToka B CO/I.
6. | Pacnopsnutensusle nqokymeHtsl B CO/I. IlpaBuna opranuzanuu JOKyMEHTOOOOpOTa C
IIPUKA3aMHU.
7. | Pabota c oOpamenusmu rpaxaad B COJI. IlpaBuna opranuzanuu JOKyMEHTOOOOpOTa
oOpareHu# rpaxxaH.
8. | IlpaBuia noAroTOBKM IEKTPOHHBIX JOKYMEHTOB K CJIau€ B apXMB.
9. | MadopmanmonHo-cripaBoyHas pabora mo qokymenram B COJ]
IIpakTHYeCKOe 3aHSITHE 20
1 | Perucrpanus u KOHTPOJIb UCIIOJTHEHUSI BXOAAIUX JOKyMeHTOB B CO/I.
2 | OpraHu3anus JOKyMEHTO000pOTa BXOSIIETr0 JOKYMEHTOOTOKA.
3 | Perucrpanusi 1 KOHTPOJIb UCIIOJHEHHS UCXOAAIIMX TOKyMeHTOB B CO/I.
4 | Opraausanus J0KyMeHT0000pOoTa UCXOSAIIETO TOKYMEHTONOTOKA.
5 | Perucrpanusi 1 KOHTPOJIb UCIIOJHEHHsI BHYTPEHHUX JTOKYMeHTOB B COJL..
6 | Opraam3anus JTOKYMEHTO000POTa BHYTPEHHETO JIOKYMEHTOITOTOKA.
5 cemecTp 22/10
Tema 2.2. Opranuzanus Copnepxanue 22
padorel ¢ jokymentamu B | 1 | IlpaBuna opranusanuu JOKyMEHTOOOOpOTa BHYTPEHHET0 JoKyMeHTonoToka B CO/JI.
aBTOMATH3UPOBAHHBIX 2 | Pacnopsnutensuble qokyMeHThl B COJI. IlpaBuna opranuzanmuu JOKYMEHTOOOOpOTa C
cUCTeMaX 3JIeKTPOHHOIO MIPHUKa3aMH.
JIOKYMEHT0000poTa 3 | Pabora c obpamenusmu rpaxkaas B COJI.
4 | [lpaBuna opraHu3anuy JOKyMEHTO000pOoTa oOpaIeHui rpaxaaH.
5 | IlpaBuia noAroTOBKH IEKTPOHHBIX JOKYMEHTOB K CJIau€ B apXMB.




6 \ Nudopmanmonno-cnpaBoyHas pabora mo nokymentam B COJ]

IIpakTHyeckoe 3aHsATHE 10
Perucrparnus u KOHTPOJIb UCTIOJIHEHHS oOpalneHnit rpakaan B COJI.
Opranu3zaius JOKyMEHT0000poTa 00pallieHuil rpaskIaH.
[ToaroroBka TOKYMEHTOB K Iepeaue B apXuB.

Cozianue 3JeKTPOHHOTO apXKBa JOKYMEHTOB.

Co3zianue 3JI€KTPOHHOTO apXHUBa JOKYMEHTOB.

OBhWN|F-

CamocrosiTesbHasi padora 4
[ToaroToBKa K MPaKTUYECKUM 3aHSATUSAM C UCIIOJIb30BAHUEM METOIUYCCKUX PEKOMEH AU Tperno1aBaresi, 0hOpMIICHHE
MPAKTUYECKUX PabOT, OTYETOB U MOATOTOBKA K UX 3aIIHTE.

M/K.01.03 Opranu3anus ceKpeTapcKoro o0cIyKuBaHust 62/34

4-ii cemecTp 34/16

Pasznea 1. Opranu3anus
padoThI cekperaps-
pedepenra

Tema 3.1. Conep:xanue 4/4

Cexperapsp kak npogpeccus. | 1. | Ucropus npodeccun. Kareropum cekperapeii B cooTBeTcTBUM ¢ KBanmndukannoHHBIM

Kareropuu cexperapeii. CIPaBOYHUKOM JIOJIKHOCTEH MPaKTUKOW padOThI
DyHKIUH CeKpeTapeu.

2 | Cekperapp B COBpEMEHHOH CTpyKType ympaBieHus. OCHOBHBIE (DYHKIIMH CEKpeTaps.
KBanuduxarnuonnsie TpeOOBaHUS K CEKPETAPIO

IMpakTuyeckue 3aHsATHS 4

1. | ®yHKIMM U JOHKHOCTHBIE OOS3aHHOCTH CEKpeTaps B 3aBHCHUMOCTH OT KaTeropuu
CEKPETapCKOTO 00CTY)KHBAHUS.

2. | JomxHOCTHAS MHCTPYKITUS CEKpeTapsi, 0COOEHHOCTH Pa3pabOTKH.

Tema 3.1. Conep:xaHue 4/4




Opranu3zanmus u ycaoBusi | 1 | Opranusanus pabouyero mMecra cekperaps. IproHoMHuecKkre TpeOoBaHUs K YCIOBUAM
TPy/Aa ceKkpeTaps TpyZJa CeKpeTapsl.
2. | OcHamienue odpuca OpraHu3allMOHHO-TEXHUYECKUMHU CPEICTBAMHU.
1 | Bepexnusiii oduc. Opranuzanus pabodero NpocTpaHcTBa. 4
Tema 3.2. Conep:xanue 2
[eioBble U JIMYHBIE 1. | [IpodeccronanbHble KadecTBa cekperaps. JIMUHOCTHBIE KadecTBa, HEOOXOIUMBIE IS
Ka4YecTBa cexperaps YyCHICIHOTO OCBOCHHUA HpO(i)eCCI/II/I.
Tema 3.3. UMuax Conep:xanue 2/2
cekperaps
1 | BuemnHuii Bua: ozxexna, oOyBb, akcecCcyaphl, MPUYECKa, MAKHMDK, OYKH, Mapromepus.
IToBeieHre U MaHepHI JEI0BO JKEHIIIMHBI
IpakTHyecKkue 3aHATHS 2
1 | IloBeneHue u MaHEePbI AETOBON KEHIIIUHBI.
Tema 3.4. Conepxxanue 4/2
B3auMooTHOIICHUA
ceKperaps ¢ 1 | Buasl u cTHIIM pyKOBOJCTBA. TPYAHBIE THUITBI PYKOBOAUTEIEH U TAKTHKA OOIIECHUS C HUMH.
[IpaBuna B3aUMOJEWUCTBUS  CEKpeTaps C koBoauTeneM. Ilcuxorepanus s
PYKOBOIUTeIeM p a perap Py a1 P a
IO TYUHEHHBIX
I[IpakTHyeckune 3aHATHA 2
1 Tunsl pykoBoauTeNeH U TAaKTUKA OOLIEHHS C HUMHU.
Tema 3.5. BzaumopeiictBue | Coaep:xkaHue 2/4
ceKpeTaps ¢ KoJlLleraMu _
1 | YcnoBus »¢¢eKkTUBHOrO B3aUMOJEHCTBUS € coTpyaHUKamMH. CrocoObl W MpUEMBI

B3aUMOJICHCTBHS CEKpeTaps C COCIYKUBLIAMHU. THUIBI COTPYIHUKOB U MIPpaBUiIa OOIIEHNUS C
HUMH. [leficTBUS cexpeTaps B KOHQIUKTHBIX cuTyanusx. IIpodeccrnonanbHbie CEKpPETHI:
HedopMalIbHbIE B3aUMOOTHOIIECHUS], OIUTEIILHOCTD H JP.




IIpakTnyeckue 3aHsATHS

1

Tumbl cOTpyAHUKOB M TpaBuiIa OOIIEHUs ¢ HUMH. [leiicTBUs cekpeTapsi B KOH(PIUKTHBIX
CUTYyaLUsX.

2

[Ipodeccuonanpubie ceKpeThl: HeGOpMaIbHBIC B3aMMOOTHOIICHHS, OTUTEIBHOCTD U JIP.

Tema 3.6. BzaumoaelicTeue
CceKpeTaps C MOCeTUTESIMU
U NapTHepaMu

Conep:xkanue

1

OTauuuTeNbHBIE IMIPU3HAKKW  PA3JINYHBIX KaTeFOpI/Iﬁ ToCeTUTEIIeH (aJIKOFOJII/IKOB,

HApKOMAHOB, JHI] C KpUMHHAJIbHBIMH HAaKJIOHHOCTAMHU). B3aumopeiictBue c
WHOCTPAaHHBIMU TapTHEpaMu. TemmepaMeHT U ero BIMSHHUE Ha TOBEJCHHE YellOBEKa.
OmmbKy B MPOTHO3UPOBAHUM TOBEACHUS JeioBOro maptHépa. COBETHI CEKpeTapio 1o

YCTAHOBJICHHUIO ACJIOBBIX KOHTAKTOB.

Tema 3.7.
pabdoTbl W
opuca

Opranusanus
o0opynoBaHue

Conep:xanue

1

Oduc oTkpbITOTO M CceKIMOHHOTO THMA. [loMemenus opuca. TpeboBaHUS K TOMEIICHUSIM
o(uca c yueToM BUJIOB 1€ATEIILHOCTH, CIIELIU(PUKH BBIIOIHIEMBIX paboT.

Oducnas mebenr U 00OpyAOBaHHE: CIENHAIM3UPOBAHHAS MeOeTb IS CIy>KeOHBIX
MOMEIIEHUH (CTOJIbI, TPHCTABKM, CTYdbs, Kpecina © T.jA.). Crnenuaau3supoBaHHOE
o0opynoBaHue: cTeaxu, mKadbl, dTaxxkepku U T.A4. ObopynoBaHue u MpUOOpPHI IS
M3MEpEeHUH yCIOBUH TpyAa (TEpMOMETPHI, U T.1.)

OOmue cBefAeHHS O KOMIIBIOTEPHOM oOOecriedeHuH ImomenieHuid odguca. Hamuuue
TenedOoHHOH CBS3U, CUTHAJIbHOE 000py/J0BaHUE B TOMelIeHusAX opuca. MHopmaiioHHbIe
TabJ10, CTEH/bl, MX Ha3HAYEHHE, UCIIOJb30BaHNE, TPEOOBAaHUE K PACIIONIOKEHHI0. Pexxum
TpYZAa U OTAbIXa B ouce

3.

OprrexHuka B padote cekperaps. Kiaccudukaius oprrexHUKH

Tema 3.8. Ilpeamernt
nepBoil HEOOXOAMMOCTH B
opuce

Conep:xanue

1

HpC,Z[MeTLI HCpBOfI HCOGXOI[I/IMOCTI/I B O(I)I/ICCI KaHLnespusda, CpeacTBa OPITCXHUKU,
HCO6XO,Z[I/IM8.$I CricliMaJibHas JIMTEpaTrypa, alTedka, CCPBUPOBOYHLIC U XO0351ICTBECHHBIE
MPUHAJJICKHOCTHU, MIPOAYKTBI U HAITUTKU, ITPCIMETEI JIMIHOM H606X0}II/IMOCTI/I

Conep:xanue




Tema 3.9. IlnanupoBanne |1 | [InanupoBanue pabouero BpeMeHH pyKOBOIUTENS U cekperaps. [InanupoBanue padouero
paGoyero BpemMeHU BpeMeHU cekpeTapsi. OnTumManbHbIid puT™M padoTsl. [IpuMepHsbIil m1an paboThl ceKpeTaps.
pyxoBoauTeisi. Padouunii
JeHb ceKpeTaps
Tema 3.10. [Touck padorbl. | Conep:kanue 2
CoOecenoBanue. Pesrome
1. | DddexkTuBHBIE METOMBI MOUCKA pabOTHI U coOecemoBaHue ¢ paboromarenem llpuemsr,
MOBBIIIAIOIINE YCIEITHOCTD.
Tema3.11. Hauano pa6orsl | Conepxanue 2
ceKpeTapsi Ha HOBOW padoTte
1. | IlepBeblil paGounii neHb cekpeTaps. 3HAKOMCTBO C JIOJDKHOCTHOM MHCTpykuuen. Pabora
CEKpeTaps B EPUO/I UCIIBITATEIHLHOIO CPOKA. Y CTAHOBIICHHE B3aUMOOTHOIIIECHUH.
5-if cemecTp
Paznen 2. 28/22
be3noxymMenTanuoHHoe
00cJIy:KMBaHHe
PYKOBOJIUTEJISA
Tema 3.12 ®yHxkuuu Conep:xanue 4
ceKkpeTaps 1o
6e3/10KYMEHTAIOHHOMY 1. | @yHKIMM cexpeTaps o 0€310KyMEHTHOMY OOCIIY)KMBaHHIO JESTEIbHOCTH PYKOBOIUTEIIS:
TEXHHYecKoe obecredyeHne paboThl PYKOBOAMTENS; TOArOTOBKA U  OpraHMU3auus
00CTyAKHBAHMIO MaTepHaIbHO-TEXHMYECKOT0 00eCIeueHus 3acelaHnil, COBEIAHM;, OpraHu3amus mprueMa
PYKOBOIUTEI5 pabOTHHKOB W TMOCETUTENEH; TeneOoHHOe O0CTyKMBAaHUE; MOJATOTOBKA KOMaHIMPOBOK;
OpraHu3aIys MPE3EeHTANNH U CIICIIHATBHBIX TPUEMOB TOCTEH; KOHTPOIIb 3a TPa3THHIHBIMU
U oOueiHpIMU JaTamu; 00paboTKa MOYTHI; MAIIMHOIMMCHBIE PadOThI, cCOOp AENOBOMA
uHpopManuu U ee pedepupoBaHWE TO 33TAHUIO IUPEKTOpa; COOpP MaTEpUANOB IS
JIOKJIAJIOB M peueil pyKOBOJIUTEIS; BeICHUE Tabens yueTa pabo4yero BpeMeHH | T.JI.
Tema 3.13 Tenedonnnie Coaepxanue 4
neperosopsl. KyibTypa 1. | Kynbrypa tenedonnoro obmienus. OcOOEHHOCTH CIyeOHOTrO Tene(oHHOro pasroBopa.
[IpaBuia  moyib30BaHMS ~ aBTOOTBETYMKOM.  [IpaBuia  MCHONB30BaHUS ~ MUHU-
ATC. «BpimonHenne paboT 1o mpuemy M Inepenadye MHGOPMALUU C MOMOUIBIO CPEICTB




AeJIOBOr0 O0LEeHUs M0 CBs3M (B T.4. - (pakca), opranuzanusi Teae(OHHBIX IEPErOBOPOB PYKOBOJIUTEINS, IPHUEM U
TesneoHy nepenava teneGoHorpaMmm)
Tema 3.14 Benenue gesioBoii | Conepxanue 4/8
deceanl 1. | Benenue nenoBoii O6ecenbl: MOATOTOBUTEIBHBINA ATAll, HA4aIo Oecenbl, HHPOPMHUPOBAHUE,
aprymMeHTanus u yoexxJ1eHue, 3apepiieHue oeceapl. AHamu3 0ecepl.
IIpakTHYyecKue 3aHATHS
1 | Bunsl coBemranmii. PaboTta cexperapsi mo opraHu3aiyy COBEIIaHNMN.
2 | OGcnyxuBaHue coBerianus. Pabora cekperapsi Mo JOKYMEHTUPOBAHUIO COBEIIAHUM.
3 | Buasl koudepentHbix Meponpustuii. IlogrotoBka u npoBefeHHE KOH(DEPEHTHBIX
MEpOTPHUATHIA: ENb MPOBEICHUS, COCTaB YYAaCTHHKOB, BPEMS M MECTO IPOBEACHUS,
MOBECTKa JHS, CIOUCOK YYacTHUKOB, OIOBEIIEHHWE YYAaCTHUKOB, IPOBEACHUE
OpraHu3aIMOHHBIX MEPOIPHUSTHIA.
4 | OOcinyXUBaHUE MEPONPUATHUSA: BCTpPEYa YYACTHUKOB, PETUCTpaLus, BpeMs BEICHUS
COBEIIaHUSl.
Tema 3.15 Opranusanus Copnepxanue 2/10
npuema noceruTeJei 1 | O6ecneuenue 3¢ dhekTuBHON padoThl oduca. [IpueM COTpyTHUKOB MO MPOU3BOJACTBEHHBIM
U JIMYHBIM BONpPOCAaM, TIpUEM TMPEICTABUTEICH CTOPOHHUX OpTaHU3alHid, TpUeM
KOMaHIMPOBaHHBIX, IPHEM MTOCETUTENEH Oe3 nmpeiBapuTeIbHOM 3anucu
IIpakTHyecKue 3aHATHSA
1 | Yaii-kode st noceruteneil. [lamsTka cekperapro 1o nprueMy rmoceTuTenei.
2 | Bugbl odunuanbHBIX TPUEMOB: «OOKall BUHA», «3aBTPaK», «KOKTEHIb», «pypuiery,
«obeny, «yKun», «daity, «kodey. HedhopmanbHbie mpremsl.
3 | Opranmuzauus ¢ypmera. OcobeHHOCTH opranu3anuu OusHec-nanya. [IpaBuna oOpamieHus
C pa3IMYHBIMU OJFOaMHU M HAITUTKAMH.
4 | OpraHusanus 1 MpoBeJeHNUE TPUEMOB: MPUTTIAILICHHE FOCTEH, TpaBHiIa PacCaky 3a CTOJIOM,
00CITy’)KWBaHHUE TOCTEH, paBUIIa CEPBUPOBKH CTOJIA.
5 | Yromenue mnocerureneidl B KaOMHETE PYKOBOAUTENs. Penentsl HamMTKOB: 4ast U Kode.
CocTraBieHre NaMsITKY N0 MpaBuiIaM 00CTyKUBaHUS TOCTEM

Conep:xxanue




Tema 3.16 PabGora ¢ 1. | Bunsi o6pamenuii rpaxaad. TexHonorus paboTbl ¢ TUCbMEHHBIMU OOpAIICHUSIMU TPaKIaH. 2
00paNIeHNSIMH TPAKIAH Ocobennoctu peructpaiuu. KOHTpoJIb CPOKOB HCHOJHEHHS JOKYMEHTOB. (OTBETHI
rpaxaanaM. Oco0eHHOCTH (POPMUPOBAHUS 1€ U TEKYILETO XpaHEHUs
Tema 3.17 Opranusanus Copepxanue 2
JMYHOr0 NpHeMa rPaxIan 1. | Opranuzanust JTUYHOTO TpHEMa TpaXKIaH: OCOOCHHOCTH PETUCTPAIMH, TUTAHUPOBAHHE
npuema.
Tema 3.18 Iloaroroska Conep:xanue 4/4
J1eJI0OBBIX IT0€310K U 1. | IlogroroBka JEIIOBBIX IIOC3J0K U KOMaHIUPOBOK PYKOBOAUTCIIA W COTPYAHHUKOB
KOMAaHIHPOBOK OpraHu3alny.
IIpakTHyecKue 3aHATHS
1. | Odbopmienue JOKYMEHTOB IO KOMAaHIMPOBKE: JOKIAIHON 3aMHUCKH, CIIY:)KEOHOTO 3aaHMs,
MPHUKa3a Ha KOMAHIMPOBKY, KOMaHJIUPOBOYHOTO yIOCTOBEPEHUSI.
2 | 3aka3 OunetoB, OpoHupoBaHHE TrocTUHHULBL. [logdop MHGOPMAIMOHHBIX M CHPABOYHBIX
MaTtepuayioB. /[elCTBUS CEKpeTapss HAKAHYHE OThE3/a.
3.19. Odopmiaenne Coaep:xanue 2
KOMAaH/HPOBOK
1. | IlpaBuia moBeeHUS 3a CTOJIOM, IMTPOTOKOJIBHBIE aCTIEKThI IIPOU3HECEHHs TOCTOB. bitoa u
HANTUTKU HA TIpUEMax: MOCJIeJ0BaTeIbHOCTh MoIauu OIt0JI, coueTaHrue OO/ U HAIMTKOB.
[IpaBuna oOpalnieHus C pa3JIMYHBIMU OJIFOJJaMU M HAITUTKAMH.
CamocrosiTesbHast padora 4
[ToaroToBKa K MPAaKTUICCKUM 3aHSATHSAM C HCITOJIb30BAHHEM METOIMICCKUX PEKOMEHIAIUH TIpero1aBaresisi, 0hOpMIICHHE
MPAKTUYECKUX PabOT, OTYETOB U MOATOTOBKA K UX 3aIHTE.
CocTaBJieHHe TaMSITOK ISl CEeKpeTapsi 10 OPTaHU3AIMH Pa3IMYHBIX BUIOB 0€3JOKyMEHTAIMOHHBIX Pa0oT.
M/K 01.04. lokymMeHTallHOHHOE o0ecniedeHue KaPOBOM C1yKObI 38/26
5-ii cemecTp 16/14
Tema 4.1 HopmaTuBHO- Copnepxanue 6
npasosoe peryauposanue | 1 | HopmaTtuBHble npaBoBble akThl Poccuiickoit @enepanuu B chepe TPyAOBBIX OTHOIICHUH.

TPYAOBbIX OTHOLICHH

JlokanbHble HOPMAaTHBHBIE aKThl 10 IEpPCOHANY: O0Os3aTeNbHble U HeoOs3aTeIbHbIE
((axynbTaTUBHBIE)

[Mopsimok cObopa, 0O0paOOTKH, W3MEHEHUS M YHHUYTOXKEHHS IEePCOHANBHBIX JaHHBIX
2 2

paboTHUKOB. [Tops 0K BeJeHUsI BOMHCKOTO y4eTa B opranu3anun. [lopsaok BeneHus yuera

pabouero BpeMeHH paOOTHUKOB.




IIpakTnyeckue 3aHsATHS

1 | OdopmieHne 0TYETOB B rOCYy1apCTBEHHBIE OPTaHbl.
2 | Odopmitenue cornacus Ha 0OpabOTKY MEPCOHANBHBIX JTAHHBIX.
3 | Odopmienue nakera J0KyMEHTOB IO BOMHCKOMY yYETY.
4 | OdpopmiieHue Tabens ydeta pabodyero BpeMeHHU.
Tema 4.2. Conep:xkaHue 4/6
Kommiekce 10kyMeHTOB 1 | Ilopsimok noKyMeHTHpOBaHuUs puema Ha paboty. CocraBienue otuetoB C3B.
10 YCTAHOBJIEHHIO 2 | YueTHble JOKYMEHTHI IO NepcoHany. MI3MeHeHne nepcoHaabHbIX TaHHBIX paOOTHHUKOB
TPYAOBBIX IIpakTHYeckHe 3aHATHA 6
NPaBOOTHOIEHH I 1 | Odopmienue Tpy10BOro 10roBopa, mprukKasa o mpueMe Ha paboTy.
2 | 3anmomHeHne yHU(UITMPOBAHHBIX ()OPM MEPBUYHON YIETHOM JOKYMEHTAIUH.
3 | Odopmienune TpyaOBOM KHIKKH, TMYHOW KAPTOUKH, JIMYHOTO JIENa.
Tema 4.3. Conep:kanue 6
KoMmiiekc 10KyMeHTOB 1 | Ilopsimok TOKyMEHTHPOBAHUs NIepeBoJia pabOTHHUKA Ha IPYTYIO paboTy.
10 ABUKEHUIO KaJIPOB 2 | Ilopsiiok TOKyMEHTHPOBAHUS KOMaHIUPOBAaHUs PAOOTHUKOB.
3 | [lopsmok JOKYMEHTHPOBAHHMSI TPEIOCTABICHHUS OTIYCKa paOOTHHKY.
4 | Ilopsimok JOKYMEHTUPOBAHMsI TOOIIPEHHsI pAOOTHUKOB
CamocrosiTesbHast padora 4
[TonroToBKa K MPaKTUYECKUM 3aHSATHSIM C UCIIOJIB30BaHUEM METOJMYECKUX PEKOMEHIAINii MperoaaBateis, ohopMiIeHne
IIPAKTUYECKUX pabOT, OTYETOB M MOJTOTOBKA K UX 3allIUTE.
6-if cemecTp 22/12
Tema 4.3. Conep:xanue 2
Komiieke 10KyMeHTOB [Topsimox TOKyMEHTHPOBAHUSI MOOMIPEHHS] ¥ BBIHECEHHS JUCIUTUIMHAPHBIX B3BICKAHHN
10 ABUKEHUIO KaJIPOB pabOTHHUKOB
IIpakTnyeckue 3aHsATHS 8
1 | CocraBnenue u opopmiieHHE TpUKa3a 00 U3MEHEHNHU EPCOHAIBHBIX JJAHHBIX Pa0OTHHUKA.
2 | Odopmitenne nepeBoa pabOTHUKA Ha IPYTYI0 padoTy.
3 | Odopmiienne KOMaHAUPOBaHHS PaOOTHUKOB.
OdopmiieHre MpeaoCTaBIeHUs] OTIYCKa pAOOTHHKY.
4 | Odopmienue moonpeHust pabOTHUKOB.
OdopmiieHre BEIHECEHHS! TUCIMITTMHAPHBIX B3bICKAHUH.
Coaep:xanue 4




Tema 4.4. Kommiiekc 1 | [lopsanox JOKyMEHTHPOBaHUS YBOJIbHEHUsI pAOOTHUKOB.

AOKYMEHTOB 110 2 | IlopsiioK OATOTOBKY JIEN MO JMYHOMY COCTaBY K Iepeiaue B apXHB OpraHU3aluu
pacrop:keHuIo TpyaA0oBbIX | [IpakTuyecKkue 3aHATHS 4
NPaBOOTHOLIEHHI 1 Odopmienre yBOJbHEHHsS pPAaOOTHUKOB. 3aIllOJIHEHHE pa3/esioB TPYIOBOH KHIKKH
paboTHUKA.
2 Cocranenue otaetoB C3B. [lonroroska JIMuHOTO fema pabOTHHUKA K Iepeaade B apXuB.
Tema 4.5. Opranuzanus Copnepxanue 16
padoThI C KAAPOBBIMHU 1 | OcHoBHBIE IpaBHUJIa OPTaHU3AIMH JOKYMEHTO000POTa KaIpOBOH CITYKOBI.
AOKYMEHTaMHU 2 | Tumbl TOKYMEHTOB, COCTABJISIIOIINX JIOKYMEHTOOOOPOT KaJAPOBOM CITYKOBI.

3 | Texnonorusi paboThl C JOKyMEHTAMU KaJpOBOU CITy>KOBIL.
4 | HomenknaTypa J1en KaJpoBOH CIIYKOBbI.
5 | ®opmupoBaHue €] KaApOBOH CITYKOBI
6 | Bolgaua u u3bsATHE TOKYMEHTOB U3 JIElL.
7 | DkcnepTr3a IEHHOCTH JOKYMEHTOB.
8 | 3HaueHue u nmpakTUYECcKas IICHHOCTh JOKYMEHTOB

Y4eOnasa npaktuka "OcyumecTB/ieHHe OPraHM3alHOHHOT0 U IOKYMEHTALMOHHOI0 o0ecrevyeHus: 1eATeJJbHOCTH 36

opranuzanum"

Cocrasnenue 1 ohopMIIEHUE OPraHU3aLMOHHO-PACTIOPSIIUTENBHBIX IOKYMEHTOB

CocraBnenue u ohopmiieHHE CIPaBOYHO-UHPOPMAITMOHHBIX JOKYMEHTOB

Opranuzaius paboThI C TOKYMEHTaMU

JlokyMeHTHUpOBaHUE KOH(PHUACHIIMATHHON HHOpMAITUT

[ToaroroBka fen k nepenaye Ha apXUBHOE XpaHEHHE

BrimonHeHue KOMIIIEKCHBIX paboT

IIpou3BoacTBeHHas NpakTUKa ""OcynecTBiieHHe OPraHu3alMOHHOI0 U JOKYMEHTAIIMOHHOT 0 o0ecredeHust 72

AesiTeIbHOCTH Opranu3anuu'’

O3znakomienue ¢ npeanpustueMm. O0muit THCTpyKTaXxk odydaromuxcs no Th Ha npeanpusTun
O3znakomnenue ¢ JIHA npeanpustus

PaboTa B mpueMHON PyKOBOIUTES

be3znokyMeHTalnoHHOE 00CTyKMBaHNUE PYKOBOAUTEIS.

Opranuzanus padoThl ¢ TOKyMEHTaMU

Opranu3zanus ¥ TEXHOJIOTUsI KOHTPOJIS 3a CPOKaMH MCIIOJIHEHUS JOKYMEHTOB

Opranuzanus paboTsl ¢ pacopsaIUTEIbHBIMU JOKYMEHTaAMHU




Opranuzaiys paboTsl ¢ HHPOPMAIIMOHHO-CIIPABOYHBIMU JJOKYMEHTAMHU
[ToxroToBka fen K mepeiadye Ha apXUBHOE XpaHEHHE




3. YCJIOBUS PEAJIM3ALIUU ITPOI'PAMMBI ITIPO®PECCHOHAJIBHOI'O MOAYJIA

3.1. lois peaqu3auuu nporpaMmmbl NpogecCHOHAIBHOT0 MOIYJIS 0JIKHBI ObITH
NpeaycMOTPEeHbI cJieAyIolue crelualbHble OMelleHUs :

Peanuzanus nporpaMMel Moyssl obecrieueHa HaIuuueM KaOMHETOB JIOKYMEHTALMOHHOTO
o0OecrieueHUs YIpaBJICHUS, apXHWBOBEICHHs, IMPABOBOr0 o0ecredeHus MnpodeccuoHalIbHON

JeSITeIbHOCTH, JIAOOPAaTOPUH KOMITBIOTEPHOH 00pabOTKH JOKYMEHTOB, JIOKYMEHTOBEICHHUS,
y4eOHOI KaHLEISIpUH.

O6opynoBanue yaeOHOT0O KabHHeTA:
— ITocammounbie MecTa 10 KOJIMYECTBY 00yUarOIIUXCs;
— Pabodee MecTo mpenoiaBaTens;
— Jlocka mKoIbHasl;

— kadsr (cremmaxu) Ui XpaHEHUs JOKYMEHTOB, CIIPABOYHOW JHTEpaTypbl, y4eOHO-
MPOrPaMMHBIX JTOKYMEHTOB, JIOKYMEHTOB 10 TEXHUKE 0€30MaCHOCTH, MAaTEPHAIIOB I KOHTPOJIS

U IIO3TaITHOU arTeCTranmu, I/IHCTPYKLII/IOHHO-TGXHOJIOFI/I'-IGCKOI\/JI JOKYMCHTAllUU H cnpaBquoﬁ
JINTCPATYPBI;

— Kommiekr yqe6HO-HaFH$II[HBIX ocoOmii: IJ1aKkaTbl, MCTOAUYCCKUC PCKOMCHIALUU,
CXCMBI, Ta6J'II/II_IBI, KOMIIBIOTCPHBIC ITPC3CHTALIUN yqe6Hor0 MarTcpHraia, KeMC-TeXHOIOTHH.

TexHu4eckue cpecTBa O0yUCHUS:
— KOMIIBKOTEP C JITUIUECH3UOHHBIM ITPOrpaMMHBIM O6€CH€‘~I€HI/I€M;
— MYJIbTUMEIUATIPOCKTOD;
— JKpaH.

Peanuzanus nporpaMMbel MOAyJs IpeanosaraeT o0s3aTelbHYyl0 HTPOU3BOICTBEHHYIO
IIPaKTHUKY.

3.2. UndopMmannoHHoe obecniedeHHe peaju3alui NPorpaMmMbl

Jlns peanusanuu MporpaMMbl OUOMMOTEYHBINH (QOHI 00pa3oBaTEIbHONW OpraHU3aIUN
JIOJIKEH UMETh IIeYaTHbIE W/WIIN 3JI€KTPOHHBIE 00pa3oBaTeIbHble U MHPOPMAIIMOHHBIE PECYPCHI,
JUUISL ICTIONTh30BaHUs B 00pazoBarenbHOM mporiecce. [Ipu hopmupoBannu 6ubmnoTednoro GpoHmaa
00pa30BaTeIbHON OpraHU3aIluy BEIOMPASTCS HE MEHEE OJTHOTO U3JJaHUS U3 TIEPEUNCIICHHBIX HIKE
NEYaTHBIX M3AaHUNA U (WJIM) AJIEKTPOHHBIX H3/IaHUN B Ka4€CTBE OCHOBHOTO, IIPU 3TOM CIIMCOK
MOJKET OBITh JIOMOJTHEH HOBBIMH M3AaHUSIMH.

3.2.1. OcHoBHBIE IEYATHbIE U IJICKTPOHHBLIEC U31aHUSA

1. Kopuees, 1. K. JlokymeHTalmoHHOE 0OecrieuyeHne yrnpaBieHUs: yY4€OHUK U MPAKTUKYM JJIst
cpennero mnpodeccuonanpbHoro oo6pazoanusi / M. K. Kopuees, A. B. Ilmenko, B. A.
Marmrypies. — 2-e u3jl., nepepad. u gorn. — Mocksa: M3mparensctBo FOpaiit, 2022. — 384 c.
— (ITpodeccuonampaoe obOpazoBanme). — ISBN 978-5-534-05022-6. — Tekcr:
anektponHbi // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/472550

2. KacesinoBa, I'. 1O. Jlemonmpous3BOACTBO M Apyrue acrekThl padboTel cekperaps / [.1O.
KacpsiHOBa — 7-€ u3n., nepepad. u non. — Mocksa: U3garensctBo Abak, 2020. — 304 c.
AnryxoBa, H.®. Cuctemsl 31eKTPOHHOTO JOKYMEHT0000poTa: yueOHoe mocodue / AnTyxoBa
H.®., I3r06enko A.JL., Jlocera B.B., Ueunkos FO.b. — Mocksa: KunoPyc, 2022. — 201 ¢. —
ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560 . — TekcT: 31eKTpOHHBIA.



https://urait.ru/bcode/472550
https://book.ru/book/936560

3. Aboymamze /I. I'. JlokyMeHTallMOHHOE OOECIICUeHUE YIpaBICHUS MEPCOHAIOM: YYCOHHK WU
NPaKTUKyM JJs1 cpeaHero mpodeccuonambHoro obpasosanus / JI. I'. AGymamze, U. b.
Beimmpsokkuaa, B. M. MacnoBa. — 2-e¢ usn., nepepad. u gon. — Mocksa: M3naTenbcTBo
FOpaiit, 2022. — 370 c. — (IIpodeccuonansroe oopazosanne). — ISBN 978-5-534-15076-
6. — Texkct: anexrponnsiii // DBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/487121.

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. Koncrurynus Poccuiickoit @eaepannn Odunmanbhbiii cereBoii pecypc [Ipesunenra Poccun.
[DnexTponnsiit pecypc]. URL: http://constitution.kremlin.ru/
2. Tpynooit Konekc Poccuiickoit ®denepanuu. CIIC «KoHCynbTaHT TUTHOCY». [DIIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons
3. ®enepanbubiii 3akoH Ne 5485-1 «O rocymapctBeHHOM TaitHe» oT 21.06.1993 CIIC
«KoncypranT miocy. [DnektpoHHslit pecype]. URL:http://www.consultant.ru/cons
4. @enepanpubiii 3akoH Ne 98-03 «O kommepueckoil TaitHe» ot 29.07.2004. Cucrema
['APAHT. [Dnexrponnsiii pecype]. URL: http://base.garant.ru/12136454/
5. ®@enepanpubiii 3ak0oH OT 02.05.2006 Ne 59-®3 «O mopsake paccMOTpeHHsI OOparieHui
rpaxknan Poccuiickoit @epepauuny. CIIC «KoHCynpTaHT mitocy. [DIEKTpOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons
6. ®enepanbublii 3akoH oT 27.07.2006 Ne 149-®03 «OO6 undopmanmu, UHGOPMAIMOHHBIX
TexHoJorusax u o 3ammre uHpopmaruny. CIIC «KoHCYnbTaHT TUTFOCY. [ DIEKTPOHHEIN pecypc].
URL:http://www.consultant.ru/document/cons
7. @epepanpubiii 3akoH OoT 27.07.2006 No 152-®3 «O mnepconanbhblX nanHbix». CIIC
«Koncynbrant miocy. [Dnekrponnsiit pecypc]. URL:http://www.consultant.ru/document/cons
8. ®enepanbublii 3ak0H 0T 26.12.2008 Ne 294-®3 «O 3amuTe NpaB IOPUAMYECKUX JIUI U
WHAUBUAYAIbHBIX NpPEeIIpPUHUMATENCH TpU MPOBEACHUH TOCYJAPCTBEHHOTO  KOHTPOIS
(Hazmzopa)». CIIC «KoHcynpTanT TUTFOC. [DneKTpOHHBII pecypc].
URL:http://www.consultant.ru/document/cons
9. ®enepanpubiii 3ak0H oT 06.04.2011 N 63-®3 «O6 »snmexkrponHON moamucu». CIIC
«KoHncynpTanT mmocy. [DnexktponHslit pecype]. URL:http://www.consultant.ru/document/cons
10. Vxa3 [Ipesunenta PO ot 30.05.2005 Ne 609 «O06 yrBepxkneHuu [1010KeHNs 0 IEPCOHATBHBIX
JAHHBIX FOCYAAPCTBEHHOIO I'PaXKIaHCKOro ciysxamero Poccuiickoit denepannn v BeAEHUHU €r0
mugHoro aena». CIIC «KoucynbranT mmocy. [Dnektponnsiit pecypc|. URL:http://www.consulta
nt.ru/document/cons
11. Vka3 [Ilpesunenta P® ot 05.12.2016 Ne 646 «O6 yrBepxaeHuu JIOKTpUHBI
uHpopmannoHHoil ©Oe3onacHoctu Poccuiickoit @eneparun» CIIC «KoHCYIbTaHT IIIHOCH.
[DnexTponnsiii pecypc]. URL:http://www.consultant.ru/document/cons
12. TlocranoBnenue IlpaButensctBa Poccuiickoit ®enepamuu ot 13.10.2008 Ne 749 «O6
O0COOEHHOCTSIX HallpaBlIeHHUs pabOTHHUKOB B ciykeOHble KomaHaupoBku» CIIC «KoncynbranT
wiocy. [Dnekrponnslit pecype]. URL: http://www.consultant.ru/document/consdocLAW_80737
13. Tlocranosnenue IIpaButenscTBa Poccmiickoit ®Demeparuu ot 22.09.2009 Ne 754 «O6
yTBepkaeHNH [lonoKeHus: 0 cucTeMe MeKBEIOMCTBEHHOTO JIEKTPOHHOIO JOKYMEHTOO0O0POTa
Koncopuuym «Kogekc». OnekTpoHHbIH (OHA NpaBOBOMl U  HOPMATUBHO-TEXHUYECKON
uHpopmanuu. [DnekrponHslil pecypc]. URL: http://docs.cntd.ru/document/902176142
14. Tlocranosnenue IIpaButennsctBa Poccutickoit @eneparuu ot 08.09.2010 Ne 697 «O enunoi
CHUCTEME MEKBEJOMCTBEHHOI'O 3JIEKTPOHHOro B3ammojnencTBus» Koncopuuym «Koxmeke». 68
ONeKTPOHHBIM (OHJ NMPaBOBOW M HOPMATHUBHO-TEXHMUYECKON HHGOpMauuu. [DIEKTPOHHBIN
pecypc]. URL: http://docs.cntd.ru/document/902234385.
15. Tlocranosnenue [IpaBurensctBa Poccuiickoit @enepamuu ot 02.03.2019 Ne 234 «O cucreme
yIpaBJIeHUs] peanu3anuell HauuoHaJdbHOM mporpammbl «lludposas skonomuka Poccuiickoi
Oenepanuny OdunuanbHblii calT MuHHcTepcTBa HU(POBOrO Pa3BUTHUS, CBSI3U M MAaCCOBBIX
koMmyHuKaruii Poccuiickoit @enepanuu. [Dnekrponnsiit pecypc]. URL:https://digital.gov.ru



https://urait.ru/bcode/487121
http://constitution.kremlin.ru/
http://www.consultant.ru/document/cons
http://www.consultant.ru/cons
http://www.consultant.ru/document/cons
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16. IlocranoBnenue IIpaButensctBa PD ot 24.07.2021 Ne 1250 «O6 oTAenbHBIX BOIpPOCAX,
CBS3aHHBIX C TPYIOBBIMM KHU)XKaMH, M MNPU3HAHUU YTPATUBLUIMMH CHIIy HEKOTOPBIX aKTOB
[IpaButensctBa Poccuiickoii ®dexepanun W OTACHBHBIX IOJIOKEHH HEKOTOPBIX aKTOB
[IpaButensctBa Poccuiickoit @enepanuny». CIIC «KOHCYIbTaHT MUIHOCY. [ DIEKTPOHHBINA pecypc].
URL:http://www.consultant.ru/document/cons

17. TlocranoBnenue IIpaButenpctBa PD ot 24.07.2021 Ne 1264 «O6 yrBepknenuu IlpaBuin
oOMEHa JOKyMEHTaMH B DJJEKTPOHHOM BHJE TMpPH OpraHu3alud  HH()OPMAIMOHHOTO
B3aumoneictBusi»y. CIIC  «KoHcynbranT  mmoc».  [DnekTpoHHbii  pecypc]. URL:
http://www.consultant.ru/document/cons

18. IlocranoBnenue Muntpyaa P® ot 10.09.1993 N 152 «O6 yrBepxaeauu Hopm Bpemenu Ha
paboThl IO aBTOMAaTU3UPOBAHHON apXUBHOW TEXHOJOTUU U JOKYMEHTALIMOHHOMY 00€CIIEUEHHUIO
opranoB ympaBieHusi» CIIC «KoncynbTanT 1mmoc». [Dnektponssiii  pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 91031/

19. IlocranoBnenne Muntpyna Poccum ot 25 HosiOps 1994 roma N 72 «O06 yTBepKacHUU
MexoTpacineBbIX YKPYIHEHHBIX HOPMAaTHBOB BPEMEHHM Ha pabOThl MO TOKYMEHTALMOHHOMY
obOecnieuenuto ympasinenus» Koucopuuym «Kogeke». OnekTpoHHBIH (OHI TpaBoBOMl U
HOPMAaTHBHOTEXHUYECKOU nH(bOpMAIIHH. [D1eKTpOHHBII pecypcl]. URL:
https://docs.cntd.ru/document/ 902304770?marker

20. IlocranoBnenune Muntpyna Poccun ot 26.03.2002 Ne 23 «O06 yrBepxkaennn Hopm BpemeHu
Ha PalOTHl MO JOKYMEHTAIIMOHHOMY OOECHEUYEHUIO YIPABICHYECKUX CTPYKTYp (eaepaabHbIX
OpraHoB HCIIOJIHUTEIbHON BiaacTu». Koncopuuym «Koxaekc». DineKTpoHHbIN (OHJ TpaBOBOU U
HOPMAaTHUBHO-TEXHUYECKON uH(pOopMaLUU. [DJ1eKTpOHHBIN pecypc]. URL:
https://docs.cntd.ru/document/901816605

21. Tlpuka3z Muntpyna Poccuu ot 19.04.2018 Ne 2661 «O06 yTBep:kaeHUN MPO(HeCcCUOHATHLHOTO
crangapra "Cnenuanuct no ¢opmupoBanuio siaekrpoHHoro apxupa'». CIIC «KoncymbTanT
witocy. [Onexktponuslit pecypc]. URL:http://www.consultant.ru/document/cos_doc

22. Tlpuka3z Muntpyna Poccuu ot 15.06.2020 Ne 3331 «O0 yTBepkaeHUN TPOHECCUOHATLHOTO
crangapta «CrHeuuanucT MO OpPraHM3alMOHHOMY U JIOKYMEHTAlMOHHOMY 00ecreueHUIo
ynpasienus: opranmzanuein». CIIC «KoncynbranTt mmtoc». [DnektponHbiii pecype]. URL:
http://www.consultant.ru/document/ cons_doc_LAW 357714/

23. Tlpuka3z Muntpyna Poccun ot 19.05.2021 Ne 320H «OO6 yrBepxacHuH (HOPMBI, TOPSIAKA
BEJICHUS U XpaHeHUs TpyAOoBbIX KHIKEK». CIIC «KoHCynbTaHT mimrocy. [DIEKTPOHHBIN pecypce].
URL:http://www.consultant.ru/document/cons

24. Tlpuxka3z Munznpasconpa3zutusi Poccun ot 14.08.2008 Ne 424n «OOG yTBepKAECHUU
PEKOMEH TN TI0 3aKTF0YSHHIO TPYAOBOTO JOTOBOPA C paOOTHUKOM (heIepaIbHOTO OO IKETHOTO
yupexaeHus u ero npuMmepHoit popme». CIIC «KoHCynbTaHT MmItocy. [DNEKTPOHHBIA pecypc].
URL :http://www.consultant.ru/document/cons

25. Ilpukaz Muskynstypel Poccum ot 31.03.2015 Ne 526 «OG6 yrtBepxaenun IIpaBun
OpraHM3alMi XpaHEHHUsS, KOMIUIEKTOBAHHUS, Y4€Ta U HCIOJIb30BaHUS JOKYMEHTOB ApPXUBHOTO
donna Poccuiickoit @enepanu U Ipyrux apXuBHBIX JJOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIaCcTH, 69 opraHax MECTHOIO CaMOYIpaBJIEHUS W opraHu3zanusax». deneparbHOE apXUBHOE
areHTcTBO. [DnekTponHblii pecypc]. URL: http: http://archives.ru/documents/ministry-orders/
prik_526 2015.shtml

26. Ilpuxa3 PocapxuBa ot 11.04.2018 Ne 44 «O06 yrBepxkaeHuu [IpuMepHON WHCTPYKIMHU IO
JIETTONPOU3BOJICTBY B TocydapcTBeHHbIX opranu3anusx». CIIC  «KoHCynbTaHT —mIIrOCH.
[DnexTponHsIii pecypc]. URL:http://www.consultant.ru/document/cos_doc IIpuka3 Pocapxusa ot
22.05.2019 Ne 71 «O6 ytBepxknenuu [IpaBun aenonpon3BoACcTBa B TOCYIapCTBEHHBIX OpraHax,
OpraHax MECTHOTO caMoylpaBieHUs». DenepasbHOE apXUBHOE AareHTCTBO. [JJIEKTPOHHBIN
pecypc]. URL: http://archives.ru/documents/rules/office-work-rulesgos.shtml

27. Tlpuka3z PocapxuBa ot 20.12.2019 Ne 236 «OO6 yrBepxxkaenun IlepeuHs THMOBBIX
YIpPaBICHYECKUX apPXMBHBIX JOKYMEHTOB, OOpa3yloluxcsi B Ipolecce AesITeIbHOCTU
rOCy/IapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUS U OpraHU3aluil, C yKa3aHUEM
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CpPOKOB MX XpaHeHMs». DenepanbHOE apXMBHOE areHTCTBO. [DnekTpoHHbIM pecypc]. URL:
http://archives.ru/documents/perechen_typdocs.shtml

28. Ilpuka3 Pocapxusa ot 20.12.2019 Ne 237 «O6 ytBepxkaenun WHCTPYKIMU 1O TPUMEHEHHUIO
[lepeuHs THUNOBBIX YIPaBIEHYECKUX APXMBHBIX JOKYMEHTOB 0O0pa3yrolluxcs B Ipolecce
JESATEIBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIaHOB MECTHOI'O CAaMOYIIPABJIEHMs M OpraHU3aLH,
C yKa3aHUEM CPOKOB UX XpaHeHus». denepalibHOE apXMBHOE areHTCTBO. [ DJIEKTPOHHBIN pecypc].
URL: http://archives.ru/documents

29. Ilpuka3 PocapxuBa ot 09.12.2020 Ne 155 «O6 yrtBepxkaenuu IlpaBun opraHuzanuu
XpaHEHUs, KOMIUIEKTOBAaHUsA, y4€Ta U HCIIOJIb30BAHUS HAyYHO-TEXHUYECKOW TOKYMEHTAllUU B
opraHax rocyJapCTBEHHOH BJIacTH, OpraHax MECTHOI'O CaMOYIIPaBJIEHUs, FOCYJapCTBEHHbIX U
MYHULIMIIAJIBHBIX OpraHu3anusxy». denepanbHOE apXUBHOE areHTCTBO. [DIEKTPOHHBINA pecypc].
URL: http://archives.ru/documents

30. IIpuka3 PocapxuBa ot 24.12.2020 Ne 199 «O6 ytBepkaeHnn MeToauuecKuX peKoOMeHJaun
1o pa3paboTKe MHCTPYKLUMH IO JEJIONPOU3BOACTBY B TOCYAApPCTBEHHBIX OpraHax, OpraHax
MECTHOI'O caMOyIpaBiieHUs». PeepanbHOE apXUBHOE ar€HTCTBO. [ DnekTpoHHBbIH pecypce]. URL:
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml
31. Ilocranosnenne I'ockomcrata Poccum ot 05.01.2004 Ne 1 «OO6 yTBepkaeHUU
yHUDUIUPOBAaHHBIX (HOPM MEPBUYHON YUETHOW JOKYMEHTALMU HO Y4YETY TPYAa U €ro OIlIaThl»
CIIC «KoHcynpTanT TLTIOCY. [DnexTponHbIi pecypc].
URL:http://www.consultant.ru/document/cons 'OCT 9327-60 Bbymara u uznenus u3 Oymarw.
[Torpebutensckue Qopmatel Koncoprmym «Kogekcy. DnekTpoHHBIH (QOHA MpaBoBOH U
HOPMAaTHUBHO-TEXHUYECKON uH(pOopMaLUU. [DJ1eKTpOHHBIN pecypc]. URL:
http://docs.cntd.ru/document/1200004908

32. TOCT P MCO 23081-1-2008 HaumonanwsHblii crannapT Poccuiickoit deneparuu. Cucrema
CTaHJApTOB MO WH(pOpMannU, OMOIMOTEYHOMY M M3JaTeIbCKOMY Aeny. IIpomeccr ynpaBieHus
JNOoKyMeHTaMu. Metananuble a1 gokymeHToB. Hactbs 1 Ilpuniunsl. Koncopunym «Konekcy.
DNeKTpOHHBI (OHA MPaBOBOM W HOPMATHBHO-TEXHUYECKOW HH(pOpManuu. [DIEKTPOHHBINA
pecypc]. URL: https://docs.cntd.ru/document/1200067603

33. TOCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbI 3JI€KTPOHHOTO JOKYMEHTOOOOPOTA.
VYnpasnenue nokymentanueit. Uapopmanus, coxpansemas B 3JIEKTpOHHOM BHJie. PekomeH naruu
1o o0ecreyeHuno 10cToBepHOCTH U Haa&xHocT» Koncopunym «Konekce». DneKTpoHHBIH (OHT
NpaBOBOM M HOPMAaTUBHO-TEXHHUYeCKOW wuHpopMmanuu. [DnekTpoHHslii pecypc]. URL:
http://docs.cntd.ru/document/gost-r-54471-2011 70

34. TOCT P 7.0.8-2013. Cucrema craHgapToB 1o HH(pOpMaruy, OUOIMOTEUHOMY U
U3JIaTeNIbCKOMY Jieny. [lenonpou3BOACTBO M apXHMBHOE Jeyi0. TepMUHBI U ONpPEIENICHUS.
Koncopunym «Konekc». OnekTpoHHbI (QOHA MNpaBoBOl M  HOPMaTHUBHO-TEXHHUYECKOM
uHdopmarmu. [Dnexkrponnsiii pecypc]. URL: http://docs.cntd.ru/document/1200108447

35. TOCT P 53898-2013. Haumonanbublii ctanmaptT Poccuiickoit ®enepanuu. Cucrtemsl
AIIEKTPOHHOIO JIOKyMeHTooOopoTa. B3aumopeiicTBue cuctem ynpaBieHHUs JOKYMEHTaMHU.
TexHuueckue TpeOOBaHU K 3JIEKTPOHHOMY coobeHuto. Koncopuuym «Konekey». DnekTpoHHbIN
¢dboHI MpPaBOBOM M HOPMATHUBHO-TEXHUYECKOW HHopmanuu. [DnektponHsii pecypc]. URL:
https://docs.cntd.ru/document/1200108037

36. TOCT P MCO 30300-2015 HarmmonanesHblid crangapt Poccuiickoit @eneparuu. Crucrema
CTaHJApTOB MO HH(OpMaIUK, OUOIMOTEUHOMY M H3JAaTeNbCcKoMy aeny. Mudopmanus u
nokyMmeHTanusi. Cuctemsl ympaBieHHs JOKyMeHTaMHu. OCHOBHBIE TOJOXEHUS M CJIOBapb.
Koncopunym «Konekc». OnekTpoHHbI (QOHA MNpaBoBOM M HOPMAaTHBHO-TEXHHUYECKOM
uHopmanuu. [AaekTponnsiit pecypc]. URL: https://docs.cntd.ru/document/1200128331

37. TOCT P 7.0.95-2015. Hammonanbenelii ctangapt Poccuiickoit ®eneparnun. Cucrema
CTaHJapTOB MO HHpOpMAIMK, OHOIMOTEYHOMY M M3AATEIbCKOMY Jelly. OJIEKTPOHHbIE
JOKYMEHTbl. OCHOBHBIE BHUABI, BBIXOJHBIE CBEACHUS, TEXHOJIOTMYECKUE XapPAKTEPUCTUKH.
Koncopuuym «Kogekc». OnekTpoHHBbIH (QOHJ MNPpaBOBOM U  HOPMAaTUBHO-TEXHUYECKON
uHdopmarmu. [Dnexrponnsiii pecypc]. URL: https://docs.cntd.ru/document/1200128317
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38. TOCT P 7.0.97-2016. Cucrema crangapToB 10 HH(pOpMaIUK, OHOIMOTEYHOMY U
u3zaTenbeckoMy neny. OpraHu3zallMOHHO-paclopsiiuTedbHas JOKyMeHTauus. TpeGoBaHHS K
opopmuenuto pokymentoB. CIIC «KoncynpTant mmtocy. [Dnexktponnslii pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_44595/

39. TOCT P UCO 15489-1-2019. Haumonanpubiit ctanaapt Poccuiickori deneparuu. Crucrema
CTaHAapToB MO uH(poOpMauuu, OMOTMOTEYHOMY U U3JaTeNlbcKOoMy aeny. Mudopmanus u
JoKyMeHTauus. YpasieHue nokymeHTaMmu. Yacte 1. [Tonstus u npunnuns! CIIC «KoHcynbranT
witocy.  [DnexktponHsiii  pecypc]. URL:http://www.consultant.ru/about/ OO6mepoccuiickuii
kinaccupukarop mnpodeccuit paboumx, OHKHOCTEH CIIy)XallMX W Tapu(HBIX pa3psIoB.
[DnexTponnsIit pecype]. Koncopunym «Komekcy. DieKTpoHHbIH (OHI TPaBOBOW U HOPMATHBHO-
texunueckoit napopmarmu. URL: https://docs.cntd.ru/document/9029638

40. KBanuukauuoHHBIA CHPABOYHHUK JOKHOCTEH PYKOBOAMTENEH, CIEHUAIUCTOB U APYTUX
ciyxamux. [nekrponnsiid pecypc]. Koncopuuym «Komeke». DneKTpoHHBINA (OHI MTPaBOBOM U
HOpMaTtuBHO-TexHHUYeckor  uHpopmaruu. URL:  https://docs.cntd.ru/document/58839553?
marker656010

41. Epwnabiid TapudHO-KBATU(DHUKAIMOHHBIN CIPAaBOYHUK paboT U mpodeccuit padbouux,
oTpaciieBble  KBATU(UKAINMOHHBIC  CIPABOYHHKHU [OnexTponnblii  pecypc]. URL:
https://docs.cntd.ru/document/901927009

42. Obmepoccuiickuii  kinaccuukaTop  OOBEKTOB  aJAMHHHCTPATHBHO-TEPPUTOPHATHHOTO
nenenus (OKATO) [Onextponnsiii pecypc]. Koncopuuym «Koaeke». DnekTpoHHBIN (HOHI
NpaBOBOI U HOpMATUBHO-TexHUYecKoi nHdopmanuu. URL: https://rosstat.gov.ru/opendata

43. Obmepoccuiickuit knaccupuxarop nnpopmanuu o Hacenenun (OKNH) CIIC «Koncynbrant
wiocy [DnekTponnsiii pecypc]. URL: http://www.consultant.ru/document/cons

44. Oobmepoccuiickuit  knaccudukarop ymnpasieHueckord gokymenrtanuu (OKY]) CIIC
«KoncynpTanT miroc» [Dnextponnsiii pecypc]. URL: http://www.consultant.ru/document/cons
45. Oobwmepoccuiickuit  knaccudukarop mnpennpustuii u  opranmzanuii  (OKIIO) CIIC
«KoucyabranT mocy [Dnekrponnsiii pecypc]. URL: http://www.consultant.ru/document/cons
46. OOGwepoccuiickuil kiaccudukarop crenuagbHocTe 1o obpazoBanuto (OKCO) CIIC
«KoncynbTanT mmocy [Dnektponnsiii pecype]. URL: http://www.consultant.ru/document/cons
47. O6wepoccuiickuil kinaccudukarop mnpodeccuii pabounx, TOHKHOCTEH CIyXallux U
tapudubix pazpsnoB (OKIIATP) CIIC «KoucynbraHT 1uirocy [DnekTpoHHbIM pecype]. URL:
http://www.consultant.ru/document/cons

48. CnpaBouHo-TipaBoBas cuctema «["apant» [DnextponnsIii pecype]. URL:garant.ru

49. CnpaBouHo-nipaBoBas cuctema «Koncopunym Konekc» [Dnexrponnsiit pecype] . URL:

50. Konuekce - [Ipodeccronanpabie cripaBodnble crucTeMbl - Koneke (kodeks.ru)

51. Odwunmansusiii caiit MoitOduc. [Dnekrponnsiii pecypc] URL: https://myoffice.ru

52. O¢wummansHbIi callT mporpamMmsl s pacriozHaBanus Tekcta ABBY'Y FineReader.

53. OdurnmanbHbIi caiT KOpITOpaLu Adobe. [D1eKTpOHHBII pecypc]
URL :https://www.abbyy.com/ruru/Finereader/

54. Odwunmansuerii caiit Microsoft Office. CrpaBka.

55. O¢ummansusiii cant Microsoft [DnexTponnsiii pecypc] . URL: https://support.office.com/
56. XKypnan «CrpaBOYHHK KaJIpOBHUKa» [D7eKTpOHHBIN pecypc].
URL:http://e.spravkadrovika.ru/

57. Kypnan «CrnpaBouHUK cekperaps U oduc-MeHemkepa» [DnekTponHslii pecypc]. URL:
http://www.sekretariat.ru/

58. XKypnan «Cexkperaps pedepent» [DnexTponnsiii pecypc]. URL: http://www.profiz.ru/

59. XKypuan: Jlemonpous3BOACTBO H JOKYMEHTOOOOPOT Ha TPEINPHUITHU. [DIIEKTPOHHBII
pecypc]. URL: https://delo-press.ru/journals/documents

60. ECM-Journal — mopran o 1UPOBU3AIMK, DIECKTPOHHOM JJOKYMEHTOO0OpOTE U
ousnecnporneccax. [OnekTpoHHbd pecypc]. URL: https://ecm-journal.ru/  MunHCTEPCTBO
npoceenieHust Poccutickoit @enepanuu. [Aaextponnsiii pecypc]. URL: https://edu.gov.ru/

61. denepanpublii moptan "Poccuiickoe oOpazoBanue". [DnexTponHbIi pecypc]. URL:



http://www.consultant.ru/document/cons_doc_LAW_44595/
https://docs.cntd.ru/document/9029638
https://docs.cntd.ru/document/901927009
https://rosstat.gov.ru/opendata
http://www.consultant.ru/document/cons
http://www.consultant.ru/document/cons
http://www.consultant.ru/document/cons
http://www.consultant.ru/document/cons
file:///C:/Users/123/AppData/Roaming/Microsoft/Word/garant.ru
https://myoffice.ru/
https://www.abbyy.com/ruru/Finereader/
https://support.office.com/
http://e.spravkadrovika.ru/
http://www.sekretariat.ru/
http://www.profiz.ru/
https://delo-press.ru/journals/documents
https://edu.gov.ru/

http://www.edu.ru/ ®@enepanbHplii LEHTP WHPOPMAIMOHHO-00PA30BATEIBHBIX PECYPCOB.
[DnexTponnsrii pecypc]. URL: http://fcior.edu.ru/

62. ®denepanbHBI HEHTP IEKTPOHHBIX 00pPA30BaTEIBHBIX PECYPCOB. [DIEKTPOHHBIN pecypc].
URL: http://fcior.edu.ru/

63. EnmHoe okHO noctyma K oOpaszoBaTelnbHBIM pecypcam. [Dnekrponubsii pecypc]. URL:
http://window.edu.ru/

3.2.4. JlonoJiHUTE/IbHbIE NIeYAaTHbIE U3TAHUS

1. AmngpeeBa B.M. Jlenonpou3BOACTBO: OpraHu3anus M BeACHHE: YYEOHO-IIPAKTHUECKOE
nocobue / AunpeeBa B.M1. — Mocksa: KanoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3eKTPOHHBIH.

2. AmnzopoBa C.II. Opranuzaius Tpyda IOCyIapCTBEHHBIX W MYHHUIUMAIBHBIX CIY>KAIIUX :
yuebHoe mocobue / C.I1. Arzopona, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160
c. — (Bricmiee o6pa3oBanue: bakanaBpuar). - ISBN 978-5-16-016369-7. - TekcT : 31eKTpOHHBIH.
- URL: https://znanium.com/catalog/product/1151473. — Pexum mocTtymna: 1o momcKe.

3. bynar P.E. JlokymeHTanimonHoe o0ecreueHre yrnpaBjieHus epcoHaaoM: yueoHoe nocodue /
P. E. bynar. — MockBa: UHOPA-M, 2019. — 234 c. + Jlon. Marepuaisl [[DIEKTPOHHBIHI
pecypc]]. 72 — (Boicmiee obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:
anextponnbid. - URL: https://znanium.com/catalog/product/1007087. — Pexum goctyma: 1o
TIOJITIHICKE.

4. T'yryesa T.A. KondunenuuanbHoe nenonpousBoacTBo: yueoHoe nocodue / T.A. I'yryeBa. —
2-¢ wu3n., mepepad. m mon. — MockBa: MH®PA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonanbHoe obpaszoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snexkrponHsiid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum qocTyma: 1o MmoAIUCKe.

5. T'ycapoBa M.H. OpranuzannoHHO-UH(OPMALMOHHOE U JOKYMEHTAIIMOHHOE OOecreueHue
JESTEIILHOCTH PYKOBOJIUTEIS: yaeOHO-MeTomdeckoe mocodue / M. H. I'ycaposa, C. B. I'opkym.
— Mocksa: PTY MUPDA, 2022. — 106 c. — Tekct : nsnexktpoHHsli // Jlanb
anekTpoHHOOuOIMoTeuHas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JIOCTYTIA: JIIsl aBTOPU3. TIOJIb30BATENEH.

6. JlemompowusBojctBo: yueOHUK / T.A. BeikoBa, JI.M. Bsinoa, FO.M. Kykapunra, JI.B. CankuHa;
nox obur. pex. pou. T.A. beikoBoit. — 4-e u3., nepepad. u gon. — Mocksa : UTHOPA-M, 2022.
— 393 ¢. + [lon. maTepuaisl [[ DnekTpoHHBIH pecypc]]. — (Boiciiee o6pa3oBanue: bakanaBpuar).
— DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr: snektponHbii. - URL:
https://znanium.com/catalog/product/1014190. — Pexxum ocTyma: mo Mo ImucKe.

7. Hoponuna JI.A. JlokyMeHTallMOHHOE 00eCIeYeHUEe yIpaBiIeHus: yUeOHUK U MPAKTUKYM JIJIs
cpennero mpodeccuonanbHoro oopazosanus / JI.A. loponuna, B. C. UpurukoBa. — MockBsa:
NznarensctBo Opaiit, 2022. — 233 c. — (IIpodeccronansnoe obpazoBanue). — ISBN 978-5-
534- 05783-6. — Tekct: omekrponneii // OBbC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

MNPO®ECCHUOHAJIBHOI'O MOAYJIA

Ob6masi/mpodeccuoHanbHas,

Pazpen/Tema

THun oeHoOYHBIX

JAOMOJHUTEIbHA KOMIIETCHIMS MeponpusATHIA
OK1 Tema 1.1 Tema 1.5 Tema 2.1 TectupoBanue
Brinonnenue
OK 2 Tema 1.1 Tema 1.3 Tema 3.1 IPAKTUYECKHIX
Tema 3.2 Tema 1.6 Tema 1.9 3a1anmit
OK 3 ieMa ;471 Tema 1.8 Tema 2.2
cMa 3. Brimonuenue
Tema 1.2 Tema 1.4 Tema 1.5 HpaKTquCvKHX
OK 4 Tema 2.1 Tema 2.3 Tema 2.4 Sajanmn
Tema 2.5 Tema 2.6
Brinosinenue
OK9 Tema 1.8 PAKTUYECKUX
3aaHui
TecTtupoBanue
Brinosinenue
IK1.1-IIK 1.9 PaKTUIECKUX
Bce paznensbl, TeMbl. .
JITIK 1, JITIK 2. safatHnu
KoHnTponbHas

pabota




