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1. OBIIAS XAPAKTEPUCTUKA PABOYEM TPOT'PAMMBI
IMPODPECCHUOHAJIBHOI'O MOAYJIA
«IIM 01 OcyuiecTBiIeHHE OPraHU3ALIOHHOTO
U JIOKYMEHTALMOHHOT0 00ecneYeHns AesITeIbHOCTH OpraHU3aIlum»
KO/ U HAaMMEHOBAaHUe MOXYJISA

1.1. Henr m miaHupyemble Ppe3yJbTaTbl OCBOCHHS NPOGecCHOHAIBHOIO
MOy IS

B pesynprate m3ydeHus nmpoecCHOHATBHOTO MOJYJIs OOyUYaOIIUIHCS JOJKEH OCBOUTH
ocHOBHOWM  Bupa  gesarenbHocth 1 «OcyliecTBieHHEe  OPraHU3alMOHHOTO U
JOKYMEHTAIlMOHHOTO O0€CTeueHusl NeATEIbHOCTH OpraHu3alii» U COOTBETCTBYIOIINE
eMy o01ue 1 npoeccruoHaIbHbIE KOMIIETEHINH:

1.1.1. [TepeueHpb 0OMMX KOMIIETEHIIUM
Kon HaumeHnoBanme 061ux KoOMIeTeH M

OK 01 Bri0upats criocoObl peleHus 3a1a4 IpodecCHoHaTBHOM e TeIbHOCTH MPUMEHUTEIBHO K
[Pa3NUYHBIM KOHTEKCTAM.

OK 02 Vcrnonb30BaTh COBpEMEHHBIE CPEICTBA IOMCKA, aHAN3a U MHTEpIIpeTalny HHpopMaluu, 1
MHGOPMALMOHHBIE TEXHOJIOTHH ISl BBIITOJHEHHUS 3a/1a4 Po(hecCHOHAIBHOM AESITEIbHOCTH.

OK 04 D¢} PexTrBHO B3anMOIEHCTBOBATH M pabOTAaTh B KOJJICKTHBE U KOMaH]IE.

OK 05 OCyIIEeCTBIATh YCTHYIO U MICBMEHHYI0O KOMMYHHKALIUIO Ha TOCYIapCTBEHHOM s3bIke Poc-
cuiickoif denmepannu ¢ y9eToM 0COOCHHOCTEH COMMATBHOTO M KYJIBTYPHOTO KOHTEKCTA.

OK 09 [Tomb30BaThCs POQecCHOHATFHON JOKYMEHTANNEH Ha TOCYITapCTBEHHOM W WHOCTPaHHOM
SI3BIKAX.

1.1.2. [Tepeuens npodeccruoHaIbHBIX KOMIETEHIIUH
Kon HanMeHoBaHue BUIOB 1eSITeIbHOCTH U NPO¢ecCHOHATBHBIX KOMIIeTEeHUM

B 1 OcyuiecTBiIeHHE OPTAaHU3AMUOHHOTO M JOKYMEHTAMOHHOTO 00ecreyeHusl 1esTeTbHO-
CTH OpraHU3alUH

MK 1.1. [1K 1.1. OcymecTBiaTh npuéM-TIepeady yrnpasieHuecKol HHPOPMALUH € TIOMOLIBIO
CpeAcTB HHOOPMAIIMOHHBIX 1 KOMMYHHUKAITHOHHBIX TEXHOJIOTHH.

K 1.2. [K 1.2. KoopauHupoBaTh paboTy MPUEMHOM PYKOBOAMTEINSI, 30H MpHUEMa Pa3INIHbIX KaTe-
FOpUl MOCETUTENIEN OpraHu3aliu.

IK 1.3. [1K 1.3. Bnagets HaBbIKaMH{ IJIAHUPOBAHUSI PabOYETO BpEMEHN PyKOBOJIUTENS U CEKpETapsl.

MK 1.4. [1K 1.4. OcymuiecTBaATh TOATOTOBKY JETIOBBIX MOE3I0K PYKOBOJUTENS U JPYTUX COTPYIHU-
KOB OpraHH3aIui.

IK 1.5. I1K 1.5. Biianets crioco6aMu opranu3anuu pado4ero npoCcTpaHCTBa MPUEMHON U KaOuHEeTa
[PYKOBOJTUTEIS.

IK 1.6. I1K 1.6. OcymecTBasaTh padOTy 1O HOATOTOBKE U IMPOBEACHUIO KOH(EPEHTHBIX MEPOIPHSI-

THi, obecriednBaTh HHPOPMAIIMOHHOE B3aNMOIEHCTBHIE PYKOBOAUTEINS C TIOAPA3EIICHUIMHI
1 JOJDKHOCTHBIMH JIMIIAMU OpPTaHU3aIiH.

MK 1.7. IK 1.7. OopmnsaTs opraHn3aliiOHHO-PACTIOPSAUTENbHBIE JOKYMEHTHI U OPraHU30BBIBATh
paboTy C HUIMH, B TOM YHCJIE C UCIIOJIB30BaHIEM aBTOMATH3NPOBAHHBIX CHCTEM.

IK 1.8. IK 1.8. OpopMiIsITh TOKYMEHTHI [0 JIMYHOMY COCTaBY U OPraHM30BBIBATH PabOTy C HUMH, B
TOM YHCJIE C UCIIOJF30BAaHMEM aBTOMATH3UPOBAHHBIX CHCTEM.
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IK 1.9.

1K 1.9. Oprann3oBbIBaTh TEKYyIee XpaHEHUE JOKYMEHTOB, 00pabOTKy Jel ISl OTlepaTHB-
HOTO U apXUBHOI'O XpaHEHHs, B TOM UHUCIIE C UCIIOJIb30BAHUEM aBTOMAaTH3HPOBAHHBIX CH-
CTEM.
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1.1.3.

B pesynbrare ocBoeHuUs: MPOoPECCHOHATIEHOTO MOYJIsl O0yYaroIHiics

JTOJIDKEH:
NmeTs [Tomygenust HeoOX0AUMOM MH(MOPMAITUH U TIepeadr CAaHKITMOHUPOBAHHOW WH(pOpMAIIH C
MPAKTHYECKUH  [MCIIOH30BAHUEM CPEACTB HHPOPMAIIMOHHBIX 1 KOMMYHHUKAITMOHHBIX TEXHOJIOTHIA.
OTIBIT KoopauHanuu paboThl MPUEMHON PYKOBOIUTENS M 30H NMpHEMa Pa3IMYHBIX KaTCrOpUi

[MOCETUTENIeH OpraHu3alyi.

[MnarmpoBanus pabodero BpeMeH! pyKOBOIUTENS M pabodero AHs cekpeTaps. Opranuzanuu
ITEIOBBIX TIOE3/I0K PYKOBOIMTENS U JPYTUX COTPYIHUKOB Oopranu3anuu. Opranu3anuy u

o iepxkanust (PyHKIIMOHATIBHOTO pa00vero MpoCTPaHCTRA.

Opranuzanui MMOATOTOBKA W TPOBEACHHS KOH(PEPEHTHBIX MEPONpPHATHH, 00ecredeHus
MHGOPMAITMOHHOTO B3aUMOJCHCTBUS PYKOBOJIUTEINS C TOAPA3ICICHUSIMU U TOJKHOCTHBIMU
ITUIIAMK OpTaHU3AIINH.

OdopMieHnss OpraHu3aIMOHHO-PACTIOPATUTENFHBIX JOKYMEHTOB U OpTaHM3alud paboThIC
HUMH, B TOM YFHCJIE C UCTIOJIB30BAaHIEM aBTOMATH3HPOBAHHBIX CHCTEM.

OdopMieHHs TOKYMEHTOB 10 JUYHOMY COCTaBYy M OpPTaHW3alMd PabOThl C HUMHU, B TOM|
MUCIIE C HCITOJIb30BAaHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

OpraHuzaiui TEKYIIer0 XpaHEHUs JIOKYMEHTOB, OOpaOOTKH [eN JUIs ONEepaTHBHOTO U
APXUBHOT'O XpaHCHU, B TOM YUCJIC C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.




YMETB

— OpraHM3OBBIBaTH padouyee MECTO B COOTBETCTBHH C TPEOOBAHUSMH JPTOHOMHKH H
KyJIBTYPBI TPYAQ;

- oOecneunBatb pabouee MecTo W (QYHKIMOHANbHOEe pabdoyee MPOCTPAHCTBO
HEOOXOIUMBIMH CpPEICTBAMH OPraHU3allMOHHOW TEXHUKH, MeOEenbl0 U KaHIEISPCKUMHY]
MPUHAIEKHOCTSIMU;

— TMOAJCPKUBATh CPEACTBA OPraHU3allMOHHON TEXHUKH B paboveM COCTOSIHUY;

— TMPHUMEHSTH B paboTe cpencTBa MHPOPMAMOHHBIX 1 KOMMYHHKALMOHHBIX TEXHOJIOTHUH;

— HCIHOJb30BaTh CPEeICTBA HHPOPMALMOHHBIX 1 KOMMYHHKAIMOHHBIX TEXHOJIOTUH IS
MOJTy4eHUs U Tiepenayn HHopMaIuy;

— yCTaHaBJIMBAaTh W MOJACPKUBATH KOMMYHHKAIMU B TPOLIECCE ETOBOTO OOLICHHS C
MOMOIIBIO CPEACTB HHPOPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

— OCYHIECTBISTH cO0p, 00paboTKy MH(GOPMAIINH, CHCTEMATH3AINIO TOTyYaeMbIX U
MepeaaBacMbIX JaHHbIX;

— OCYILECTBJISITh IPOBEPKY IOCTOBEPHOCTH, MOJHOTHl M HENPOTHUBOPEUMBOCTH JAHHBIX,
MCKITIOYEeHrE TyOIupoBaHus HH(OpMAIIny;

—  CIVIA)KUBATh KOH(DIMKTHBIC M CIOKHBIE CUTYAI[H MEKINYHOCTHOTO B3aUMOACHCTBHS;

— cOOJIOaTh STHKET U OCHOBBI MEXYHAPOIHOTO MMPOTOKOJIA;

- o0ecnieunBaTh MHOOPMAITMOHHYIO 0€30MaCHOCTh JCATCILHOCTH OpraHU3aIii;

— BECTH U HCIIONB30BaTh B pabOTe 0a3y KOHTAKTOB OpPraHU3allui;

— BECTH YYETHBIC PErHCTpalHoOHHBIE (OPMBI, HCIONB30BaTh HX A HUH()OPMAIMOHHON
paboThl 1 pabOTHI IO KOHTPOJIIO UCTIONHEHUS TIOPYUCHUH;

— BCTpe4yaTb IIOCETUTEIEH, TONydaThb MEPBUYHYIO MHGOPMALMIO O MOCETHTEINSX,
yCTaHaBIUBATh MOPSAAOK NMpUEMaA ATl PA3IMYHBIX KATErOpUi MOCETUTENICH NPUHUMATh MEpPH]
[0 COXPaHEHUIO KOH(GHUAECHINANBHON HHPOpMaLMK B X0J€ puéMa NoceTUTeNel;

— BECTH YYETHBIC DPETHCTPaliOHHBIE (OPMBI MO TPUEMY TMOCETUTENCH W OpOPMIISITH
MPOITYCKa,

— OCYILECTBJISITH IPUEM, IIepeady U OTIPaBKy JOKYMEHTOB,;

— OpraHu30BBIBATH U OPOHMPOBATH IIEPETOBOPHBIE KOMHATHI;

— CcepBUPOBaTh YaliHbIe (KOQEHHbIE) CTOIBI B O(HCE;

- BBIOMpaTh (GOPMBI TUIAHUPOBaHUS W OGOPMIATh ITUTAHUPOBIIMK (OpraHaizep)
PYKOBOJUTEINS U CEKpPETaps;

— yCTaHaBJIMBAaTh LT, ONPEAEISTh NPUOPUTETHOCTh U OUEPEAHOCTD BBIIIOIHEHHS paboT|
1 3QPEeKTUBHO pacIpenesaTe padbodee BpeMs;




— COIJIaCOBBIBATH BCTPEYU M MEPONIPHUATHS K BHOCUTH MH(POPMAIIHIO B TUIAHUPOBIIUK
(opranaiizep);

- WHQOPMHUPOBATh PYKOBOAUTENI O TNPUONMKCHHH BpPEMEHH H  perilaMeHTe
BarTaHUPOBAHHBIX BCTPEY M MEPOIPHUSITHI;

— BBIOMpATh ONTUMAaJIbHBIE CIIOCOOBI BHEUIHETO W BHYTPEHHET0 MH()OPMHUPOBAHUS O
TUTAHUPYEMBIX MEPOTIPUSTHUSAX;

— COCTaBJISITH U OhOPMIISITh JOKYMEHTHI JIJIS IETOBBIX TIOE3/I0K;

— OCYIIECTBIIATH TPEBEI-TOIAEPIKKY JEIOBBIX IMOE3M0K;

— COTJIaCOBBIBaTh C MPHUHHMAIOUIEH CTOPOHOI MPOTOKON IJIAHUPYEMBIX MEPONPUSATUH U
(hopMUPOBATH MPOTPAMMY JIETOBOH MTOE3/IKH;

— HCIIOJNIB30BATh CPENCTBA WHPOPMAIIMOHHBIX M KOMMYHHUKAITIOHHBIX TEXHOIOTHH ISt
oOecrieueHuns1 B3aWMOJICHCTBHS C PYKOBOJIUTEIIEM BO BPEMS €T0 JeTOBON TIOE3IKH;

—  0(hOopMIIATH OTYETHBIE TOKYMEHTHI O JISTIOBO MOE3/IKe.

— OpraHM30BBIBATH MPOIIECC MOATOTOBKH M TNPOBEICHHWE KOH(PEPEHTHOTO MEPONPHUSITHS
MHIWBUAYaJIbHO U B COCTaBe paboyveil rpymsbl;

— JOKYMEHTHUPOBAaTh pa3Hble JTambl TNPOLEAYpPHl TMOATOTOBKM M  MPOBEICHHS
KOH(EPEHTHOT'O MEPOIPHUSITHSI;

— COCTaBJSITH MPOEKTHI OPraHMW3ANHMOHHBIX, PACTIOPAANTEIBHBIX W HH(POPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, B TOM YHCIIE JOKYMEHTOB, COAEPKANINX KOH(PHUICHINAIHHYIO
MH(OPMAIHIO;

—  0hOpMIISATH OPTaHU3AINOHHO-PACTIOPSIIUTEIbHBIC JOKYMEHTHI (OpUTHHAIIBI M KOTIHN);

— CKaHUPOBAaTh, KOMTUPOBATH U KOHBEPTUPOBAThH JOKYMEHTHI B Pa3iiMuHble (hOpMaThI;

— OCYUIICCTBIISITh IPOBEPKY TMPOCKTOB JIOKYMEHTOB Ha COOTBETCTBHE IpaBHIaM
IMeTONPON3BO/ICTRA;

— TPUHUMATH U TPOBOIUTH MEPBUYHYIO 00pAaOOTKY BXOSIINX JOKYMEHTOB;

— TPOBOJUTH MPEABAPUTEIHFHOE PACCMOTPEHHE BXOSMIINX U BHYTPEHHUX JOKYMEHTOB;

— PperucTpupoBaTh BXOJIINE, HCXOSIINE M BHYTPEHHHUE JOKYMEHTEHI;

— KOHTPOJIUPOBATh MAPIIPYTHU3ALNIO TOKYMEHTOIIOTOKOB B OPraHM3alNU (COTIIACOBaHUE,
MOITMCaHNe, YTBEPKICHHE, PETHCTPAIINS, O3HAKOMIICHHE U UCIIOTHEHHE JOKYMEHTOB);

— OCYIIECTBIIATH CPOKOBBIA KOHTPOIb HCIIOJTHEHUS IOKYMEHTOB;

— OCYWIECTBJISTH 00pabOTKY M OTIPABKY HCXOSIINX JOKYMEHTOB;

— COCTaBJISITH OTUYETHI M AHAIMTHYECKHE CIIPABKH 00 MCIIOJIHEHUH JIOKYMEHTOB;

— BeCTH WH(GOPMAIIMOHHO-CIIPABOYHYIO padOTy MO JOKYMEHTaM;

— OCYUIECTBIISITH PabOTy C OpraHW3alIOHHO-PACTIOPSAUTENLHBIMU JTOKYMEHTaMHU B
ABTOMATH3UPOBAHHBIX CHCTEMAX;

— o0ecneunBaTh COXPaHHOCTH MEPCOHANBHBIX JaHHBIX PA0OOTHHKOB;

— OpraHM30BBIBATH JOKYMEHTOOOOPOT MO TPEJCTABICHUIO JTOKYMEHTOB IO MEPCOHATY B
rOCYJapCTBEHHbBIE OPTaHbI;

— OpraHU30BBIBATH JJOKYMEHTOOOOPOT IO YUETY M JBHIKEHUIO PaOOTHHUKOB;

— BECTH BOMHCKHI y4&T paOOTHHKOB;

— BecTH y4€T pabodero BpeMeH! paOOTHUKOB;

- o(opMIIATE OpraHU3aIOHHO-PACTIOPSAUTEIbHBIE TOKYMEHTHI 10 THYHOMY COCTAaBY;

— BECTH PETUCTPAIUIO, YIET, OTIepaTUBHOE XPaHEHHE JOKYMEHTOB I10 INYHOMY COCTaBY;

— BECTH JIOKyMEHTAIUIO, TIOJTBEPKIAMNIYI0 CBEACHHUS O TPYAOBOU NEATENHHOCTH H
TPYIOBOM CTake PaOOTHHKOB,;

- (opmMupoBarh JIM4HBIE 1e1a PaOOTHUKOB,;

- 0o¢opMIIATH AeTa [0 JMYHOMY COCTaBy JIsl Iepe/lauu B apXUB OpraHU3aLIH;

— paboTaTh cO crenruanu3upOBaHHBIMU HH()OPMAIIMOHHBIMU CUCTEMaMH B 0a3aMu TaHHBIX
MO0 BEICHUIO YU&€Ta U IBUKEHUIO paOOTHUKOB;




— pa3pabaThIBaTh HOMEHKJIATYPY €] OpraHu3aIim;

— MPOBEPATH NPABUILHOCTh O0(QOPMIICHUS IOKYMEHTOB U OTMETKH 00 MX MCIIOITHCHUHT
nepe uX GOPMHUPOBAHUEM B IETIO AJIS TIOCIIEIYIOIIEro XPaHEeHNS;

- ¢opmMupoBaTh nena, KOHTPOIUPOBATh MPABMIHLHOE H CBOEBPEMEHHOE paclpe/eleHne n
MOIIMBKY JOKYMEHTOB B JieJla B COOTBETCTBHH C HOMEHKJIATYPOil Je;

— TPOBEPATH CPOKU XPAHCHHS JIOKYMEHTOB, COCTABISATH MPOTOKOJ PabOThl IKCIEPTHOU
KOMUCCHH 10 TTOATOTOBKE JIOKYMEHTOB K Iepe/iaue B apXuB;

— COCTaBJISITH aKT O BBIJICJICHUU K YHUYTOXKCHUIO TOKYMEHTOB, HE TOIeXKAINXXPAHEHHUIO;
— COCTaBJIATH aKT 00 YHHUYTOKEHUH TOKYMEHTOB;

— OCYWIECTBJIATH TOJIHOE WM YaCTUIHOE OPOpPMIIEHHE JeT BPEMEHHOTO, MOCTOSHHOTO,
IMOITOBPEMEHHOTO CPOKOB XpaHEHHS,

— COCTaBJISITH OMFCH JeNl CTPYKTYPHBIX MOApa3fesieH!il MOCTOSHHOTO, JOITOBPEMEHHOTO
CPOKOB XpaHEHHUS JJIs TIepeAadu e B apXUB OPTaHU3aIlIH.




B3HATh

— HOpPMaTHUBHEIC MpaBoBble akThl Poccuiickoit denepanuu B cdepe WHPOPMAIMOHHBIX H
KOMMYHUKAIIMOHHBIX ~ TEXHOJOTWH, MO  3amuTe uHpopMaIuu, HHPOPMAIMOHHOH
0e3omacHOCTH, MO paboTe ¢ oOpameHUsAMHU TPaXIaH, TI0 OPraHU3alUul JEJIOBOW TOE3AKH, B
chepe HENMONMPOM3BOACTBA W apXHWBHOTO Jiena, B cdepe peryaupoBaHUsl TPYAOBBIX
OTHOIIICHUM;
— JIOKaJbHBIC HOPMATHUBHBIC aKThl, PETJIAMCHTUPYIOUIUE JEATCILHOCTh  CIIY)KOBI
[MeonpPOn3BOICTBA U €€ PadOTHUKOB, OPraHU3allUI0 BEJCHHs AEJIONPOU3BOACTBA, Mepeaayy|
IMesT B apXWB OPTaHM3AINH, a TAKXKE PErJIaMEHTHPYIOIINE TPYAOBhIE OTHOIICHYS,;
— CTpPYKTypy oOpranm3anuu, e€ 3agadd ¥ (YHKINH, pacrpeaeneHre (QyHKIUH MexTy|
CTPYKTYPHBIMHU TIOJPA3/ICICHASIMH U CTIEIUATHCTAMHU;
— TpeOOBaHUS OXpaHbl TpyAa, NPOU3BOACTBEHHOW CAHUTApHUH, MPOTHBOIOKAPHOM
BaIUTHI;

— OCHOBBI IPAaBUJILHON OpPTraHU3AINH TPYAa U METO/BI MOBBIIIEHS €ro 3P eKTUBHOCTH;

— OCHOBBI YIIPaBIICHUS BpEMEHEM;

— BBl OPraHU3AIMOHHON TEXHUKH U MIPaBHIIa paOOTHI C HEl;

— MeToapl 00pabOTKM HW  3amuTel  HHPOPMAIMA €  NPUMCHECHHEM  CPEACTB
MH(GOPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;

— COBpeMeHHbIe HH()OPMAIMOHHBIE 1 KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH, IPUMEHSIEMbIE B
paboTe ¢ TOKyMEHTaMH, B TOM YHUCIIE TIO JINYHOMY COCTaBY;

— O9THKET U OCHOBBI MEXIYHAPOJAHOTO MTPOTOKOIIA;

— 3THKY JIEJIOBOTO OOIIEHUS;

— IpaBHJIa PYCCKOTO SI3bIKA;

— IpaBHJIa PEYCBOTO STHKETA;

— IIpaBWJia NOAACPKAHUA U PASBUTUA MEKIIMYHOCTHBIX OTHOMCHHﬁ;

— IIpaBuIa IPOBEIECHUS AEI0BLIX [IEPEFOBOPOB;

— TpaBWJIa OPTaHU3AINHU IPUEMA OCETUTEINCH;

— IpaBHJIa CEPBUPOBKH YaiiHOTO (KO(EHHOTr0) cToNA;

— TIOpPAAOK MOATOTOBKH U JOKYMCHTUPOBAHUA IleJ'[OBOfI TIOC3AKH,

— HMHTEPHET-PECYPCHI JJIsl OCYIIECTBICHUS TPEBENI-TIOAICPKKH JETOBBIX MOC3/I0K;

— KOMIUICKC OpPraHu3allMOHHO-TEXHUYCCKUX MepOHpI/IHTI/If/'I 110 MOATOTOBKEC U MPOBCACHUIO
KOH(EPEHTHBIX MEPOTIPHUSTHIA,

- mnpaBuia oOQOpMIIEHHS JOKYMEHTOB, CO3/IaBaeMbIX B TIpOIleCCE€ IIOATOTOBKA U
MPOBEJeHHSI KOH()EPEHTHOTO MEPOTIPHSTHS;

— COCTaB BHYTPEHHUX W BHEITHUX WH(GOPMAITMOHHBIX IOTOKOB;

— PYKOBOJCTBO CTPYKTYPHBIX IMOAPA3IEIIEHNUH, 00pa3iibl OJMUCEH TN, UMEIOIINX TTPaBO




MONITHUCAHYSI U YTBEPKICHHS JOKYMEHTOB, M OTPaHIYEHHS 30H MX OTBETCTBEHHOCTH;

— BUJBI HOMEHKJIATYp JIeJI, 00IIre TpeOOBaHUS K HOMEHKIATYPE NIeN, MOPSAI0K paboTHI C
HEI;

- Topsaaok GopMUpoBaHUS U 0GOPMIICHHS €T, CIenUuPuKy (HOpMHUPOBAHUS OTAEITHHBIX
KaTeropuu Jem;

— TpaBWiIa XpaHEHUS JIEN, B TOM YHUCIIE C TOKYMEHTaMH OTPaHHYEHHOTO JOCTYTIA;

— TpaBWia BBIAYU M UCTIOIB30BAHUS JOKYMEHTOB M3 C(QOPMHUPOBAHHBIX JET;

— TIOPSIOK HMCIIOJIb30BAaHUS TUIIOBBIX MJIM BEIOMCTBEHHBIX IMEpEUHEH JOKYMEHTOB,
OTIpeieNICHIs] CPOKOB XpaHEHHS B TIPOIECCe AKCIIEPTHU3EI IIEHHOCTH JOKYMEHTOB;

— BUJIBI OITUCEH JIeNT OpTaHu3aIllui U OPS0K PabOTHI C HUMH.

1.2. Kotu4ecTBO 4acoB, 0TBOAUMOE HA OCBOEHHE MPO(eCCHOHATIBLHOT0 MOLY IS

Bcero yacos — 629

B TOM 4HcCJje B (hopMe MPaKTUISCKOU MOATOTOBKH —535

N3 aux Ha ocBoenne MJIK — 401

B TOM YHCIIC CAMOCTOSTENIbHAsI paboTa —22 MpaKkTHUKa, B TOM YHCIIC TPOU3BOACTBEHHAS —
216 [IpomexyTounas arrecTanus — 36




CTPYKTYPA U COAEP KAHUE TPO®PECCUOHAJIBHOI'O MOAYJIA

CtpykTypa npodeccuoHaJIbLHOr0 MOYJIs

O06BeM mpoheCCHOHATTFHOTO MOAYIIS, aKaJeMIYECKUX YaCOB

=
2 O6yuenne no MJIK [TpakTuku
% B ToMm uncie
Kol HanMeHoBaHue pa3nenon Bcero,uacos %
po¢eCCHOHATBHBIX H MPOhECCHOHANEHOTO MOLYIIst % JlabopaTopHBIX U 5
OOINHMX KOMIIETEHIIUH 2 ~ [Bcero MPAKTHIECKUX  [KyncoBbIX CaMOCTOSTEIbHAS E 'YueOHas IIpousBoacTBeHHas
S 3aHATHIA S
S pabot pabora 23
2 2
= ‘5( 8 E
M E E s
MK 1.1, 1.5, 1.6, MJIK 01.01. JokyMeHTaIlMOH-HOE
1.7,19 oOecrieueHre YIpaBICHUS
OK 01, 02, 04, 05, 215 161 197 118 4 6
09 12
MK 1.1,1,6, 1.7, MJIK 01.02. Opranuzanus paboTsl ¢
1.8,1.9 PIEKTPOHHBIMHU JOKYMEHTAMHU
OK 01, 02, 04, 05, 58 52 52 31 6
09
MnK1.1,1.2,1.3, MK 01.03. Opranusanus cex- 12
1.4,15,1.6 [PETapCKOT0 OOCITYKIUBAHUS
OK 01, 02, 04, 05, 96 78 78 46 6
09
MnK1.1,1.2,1.4, MK 01.04. JokymeHTallMOHHOE
1.7,1.8,1.9 oOecrieueHre KaJapoBoit
OK 01, 02, 04, 05, CITy>KOBI 32 28 28 17 4
09
[I1.01 ITIpousBoaCTBEHHAS IPAKTUKA
(110 TPOQHITIO CTIEMATBHOCTH ),9aCOB 216
216
KoncymnpTarum 2
DK3aMEH 10 MOJYIIIO0 10
Bcero: 629 419 355 213 4 22 24 216
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2.2.

TemaTu4eckuii IUIaH U coiep:kaHue NpodeccHoHAILHOro MoayJas (IIM)

HaumeHoBaHue pa3aeioB U TeM
npodeccuonanbuoro moay.s (IIM),
MesKIMCIUIIMHAPHBIX KypcoB (MIK)

Copnep:xanue yueOHOro MaTepuaa, 1adopaTopHbie padoThl U MPAKTHYECKHE 3aHATHSA,CAMOCTOATEIbHAA yyeOHas padoTa
o0y4yarommuxcs, KypcoBasi padora

Oonbem,
aKa/l. 4acoB, B TOM
guciie B popme
NMPaKTHYECKOIi
MOATOTOBKH,
aKa/i. 4acoB

HyMcpanusa a6saueB. SI3BIK B CTUIIB AOKYMCHTOB.

BHy’I’peHHI/Ie JOKJIaJHBIC 3alIMCKH. HpaBI/IJ'Ia 0(1)OpMJ'I€HI/I$I PCKBU3UTA «OTMeTKa 0 MMPUIIOKCHUNY, «HO,Z[HI/ICL».

CrnysxeOnble 3anucku. [IpaBuia ohopmiaerns «OTMeTKH 00 HCHOIHKUTEIE JOKyMeHTay. [IpaBuiia opopmiieHus
[PYKOTIHCHBIX PEKBH3UTOB Ha IOKYMEHTE.

BIIJ 1. 629
OcyIIIeCTBJIeHI/Ie OPraHm3allMOHHOTO U JIOKYMCHTAIIMOHHOI' 0 od0ecneuyeHHs ACATECJIbHOCTH OPraHm3anumn
Pa3nen 1. JlokymMmeHTHpPOBaHUE U OPraHu3anus padoThl ¢ 0PUIHAIbHBIMYI JOKYMEHTAMH 215
MJIK 01.01 TokyMeHTaniuOHHOE 0OecnevyeHue ynpaBjaeHust
Tema 1.1. Conep:xanue
OCHOBHbIE NOHATHS, [onsTre 0 qUCHUIUINHE. McTOpHYECKOe pa3BUTHE U COBPEMEHHOE COCTOSHHE JET0NPON3BOACTRA. B3anMocBs3b
TEPMHHOJIOTHS M OIpEETEHMs MHQOpMaIUK U JoKyMeHTa. OyHKIMK AeTONPOU3BOAMTEIIS B aflapaTe yrpaBicHUsI.
[onsitue o nokymenrte. Oynkiun noxkymenta. [IpodeccuonanpHble TEPMUHBI H OTIPEICTICHHS. 4
YHaudwukanus u crangaptusanus. Cucremsr qokymentanuu. Cucrema OPJI. ['ocynapcTBeHHBIE CTaHIAPTH HACUCTEMY
OP/I.
Knaccuduxkarnwms 1okymMmeHTOB. bymara mokymeHTa, e€ popmarsl.
Dopmynsip-oopazer; OP/l. dopmyssap qokymMeHTa.
IlpakTH4yecKue 3aHATHSA
Dopmynsip-oopazen. CxeMbl PacIioIOKEHUS PEKBU3UTOB JOKYMEHTOB U IPaHMUIIBI 30H Ha popmare A4, IpOI0JILHOTOU 2
YTJIIOBOTO OJIAHKOB.
Tema 1.2. Conep:xanue
ggj‘lm;’lmq?q’(’p“me““” PEKBUSHTOBIE ;2 5k, BuIbI 61aHKOB. PekBu3UTEI 061IEro 61aHKa U MpaBUiIa ero ohOpMICHHUs. YTI0BOH U MPOIOIbHBI BAPHAHTHL.
. HaopmanmonHo-
CTIPaBOYHbIE JOKYMEHTBI: 3aNHCKH, IPekBH3HTHI OJTaHKAa KOHKPETHOTO BUJIa JIokyMeHTa. [IpaBuia ero ohopmiteHus..
CPABKH,10BEPEHHOCTH, PACTHCKH PexBu3ut «Anpecat». PekBU3UT «3arooBOK K TEKCTY». 3allMCKHU: BUABI U PA3HOBUIHOCTH.
Brerrane oknaanbie 3anucku. [IpaBuna opopmieHus pekBusnta «TekcT nokyMeHTay. OdopmiieHue adb3amneBTeKcTa, 12




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

Oobem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKajl. 4acoB

Iy YKOIIUCHOC O(bOpMJ'IeHI/Ie JOKYMCHTOB: O6’I>SICHI/ITCJ'II>Ha$I, CJ'Iy)KC6Ha$I 3alliMCKa, 3asBJICHHUC.

CupaBka. O0s3aTeNbHBIC PEKBU3UTHI, TIpaBuia opopMiieHU. PekBm3uT «lleqatsy.

/loBepenHocTb. Pacnincka. Tpadapetnsie nokymeHTHI. O0s3aTenbHbIE PEKBU3HUTHL. [IpaBuia opopmieHus.

IIpakTH4ecKue 3aHATHSA

Coznanue obuiero O1aHka opraHu3anuy, 6J1aHKa KOHKPETHOTO BUA JOKYMEHTA, CTPYKTYpPHOT'O OAPA3eIeHUs, JOIDK-
HOCTHOT'O JIMLIA, C YIJIOBBIM U MPOJOIbHBIM PACIOI0KEHHNEM PEKBU3UTOB.

OdopMiIeHHE PEKBU3UTOB «ApecaT» H «3arojoBOK K TEKCTY.

Odopmrnenne pekpu3nTa « TekcT JoKyMeHTay.

Odopmnenne «OTMETKYU O TPUITOKCHUI.

Odopmnenne pexBusuta «llognuce.

OdopmiieHne 3aHUCOK, CIIPaBOK, JOBEPEHHOCTEH, PACIIMCOK.

OdopmiieHre pyKOMMCHBIX PEKBU3UTOB Ha IOKYMEHTE.

Odopmienue TpadhapeTHBIX TOKYMEHTOR.

20

Tema 1.3.

Coaepxanue

MHpopMaLHOHHO-CIIPABOYHbIE

Byl 1 pa3HOBUAHOCTH CITy>K€OHBIX MrceM. biaHk nucbMa.

moxkyMeHThI. Ciy:ke0HbIe MHCh-Ma,
X Pa3HOBUIHOCTH

Pabora ¢ roroBsiMu Onankamu nucem. OdopmiieHue nuceM Ha popmare AS.

Bubl ¥ pa3HOBUIHOCTH CITy>KeOHBIX muceM. [Iucsmo-ipocs0a, muckMo-3arpoc, MICbMO-0TBET.

BI/I,Z[BI " pa3HOBUJHOCTHU CJ'Iy>KC6HBIX IIHCEM. COHpOBO,Z[I/ITGJ'IBHOC IIHUCbMO. FapaHTHﬁHOC IIHCbMO.

Bubl ¥ pa3HOBUAHOCTH CITyKeOHBIX riceM. [InceMo-TpeboBanne, MIChMO-0TKA3.

Bupl 1 pa3HOBUIHOCTH CITy’)KeOHBIX THceM. [TucbMo-npurnamenue. [Tucemo-mno3apasnenue. [IncsMo-061arojapHOCTb.

IBusibl 1 pa3HOBUIHOCTH CITy»KeOHBIX muceM. ITucemo-usBenienne. [Tucemo-noareepxaeaue. Mudopmaiimontoe
IMICHBMO.

IIpakTH4eckue 3aHATHS

Cosznanue 0yiankoB mrceM. Pabota ¢ roToBbIMU OJTaHKAMH OpraHU3aIlvH.

24




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

Oobem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

Odopmnenre HHPOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

Tema 1.4. PacniopsizuteibHbIe
[TOKYMEHTBI, H31aBaeMble

HA NPUHIMNAX eTUHOHAYAIHSA
MPUHSATUS PellleHui

Conep:xaHue

[Mpukas. [Tonsitue o nokymente. O0s3aTeNbHbIE PEKBU3UTHI, IPAaBUIIa COCTABICHUS U O)OPMIICHHSL.

IBr3b1 coriracoBaHus IIPOCKTa JOKYMECHTA.

OTMETKa O HAJIMYHH IMMPUJIOKCHUS B paCiopAAUTCIIbHBIX JOKYMCHTAX.

IBu3b1 03HAKOMJICHUS C JOKYMEHTOM. 8
Brimmcka u3 npukasa. Konus nokymenta. OTMeTka o 3aBepeHUH KOITUHM IOKYMEHTA.
CoBMmecTHBIH npukas. [IpaBuia cocraBneHus u opOpMICHHUS TOKYMEHTA.
Pacniopsoxenue. [Tonsitie o mokymente. O0si3aTenbHbIe PEKBU3UTHI, IPABUIIA COCTABICHUS U O)OPMIICHHSL.
'Ykazanue. [lonstue o nokymenre. O0s3aTenbHbIe pEKBU3UTHI, IPABUIIa COCTABICHUS U O)OPMIICHUSL.
IpakTHyeckne 3aHATHS
OdopmiieHre pacopsAUTEIbHBIX JOKYMEHTOB.
OdopmiieHrE BHITIICKH U3 PACTIOPSAUTENFHOTO JIOKYMEHTa M KOTIHU JIOKYMEHTA. 26
CkpenieHue (IIPOIIMBKa) KOIIMU JT0OKyMEHTa
Tema 1.5. Conep:xanue
I[OKyMEHTbI KoMuCCHi [TocTtanoBienne. Pemenne. IToustue o JOKYMCHTax. OO0s13aTenbHbIE PEKBU3UTEI, IpaBUjia COCTABJICHUA U O(bOpMHe-
U KOJIJIETHATbHBIX OPTaHOB —
[Mporoko. [Tousitre o nokymente. O0s3aTenbHbIC PEKBU3UTHI, IPABUIIa COCTABJICHUS U 0(OPMIICHHSI. 10
Brimucka u3 npotokoina. Komust mpoTokona.
IAKT. [ToHsTHE O TOKyMeHTe. Bubl akToB. O0s3aTeNIbHBIC PEKBU3UTHI, IIPABUIIa COCTaBICHHs U odopmienus. [loa-nuce
imokymenTa. ['pud) yrBepxaeHus JoKyMeHTa. BU3bl 03HAKOMIICHMS.
IpakTyeckne 3aHATHS
OdopmiieHre NpoTOKOIIA, TOCTAHOBJIEHUS, PELICHUS, aKTa 28
OdopmiteHre BBEIMTUCKH U3 IPOTOKOJIA.
Tema 1.7. Conep:xaHue 12




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

Oobem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

3agaun u pyHKIUH
cJIyKO0bI JeonpousBoacTBa. Op-
raHUu3alMoOHHbIE JOKYMEHThI

IPotb 1 MecTO CiTyKO0BbI ICTIONIPOU3BOJICTRBA B Pa0OTe anmnapara ynpasieHus. 3a1aun U QyHKIIUHU CITyKObI
ImeTonpon3BoicTBa. HopMaTHBHO-METOAMYECKHE aKThI, PETIAMEHTHPYIOIIHE paObOTy C JOKYMEHTaMHU.

Hopwmel BpeMenn Ha pabotsl o JJOY. Pacuer uncneHHOCTH CITy:KOBbI JeT0NPOU3BOICTBA

'Ycrag. [lonoxenne. IlItatHoe paciimcanue. [Ipasuna. [lorstue o mokymenTtax. O0s3aTenbHbIE PEKBH3UTH,0CHOBHBIS
pa3neinsl. [IpaBuia oopMIICHHS MHOTOCTPAHUYHBIX TJOKYMEHTOB. ['pud corimacoBanus.

Wuctpykuuu. UacTpykus o aenonpousBoAcTBy. [lonstue o nokymentax. O0s3aTeNbHbIE PEKBU3UTHI, OCHOBHBIE
pa3aeibl, IpaBHUiIa COCTABICHUS U OPOPMIICHUSL.

loroop. O0s13aTeNnbHBIE PEKBU3NUTHI, OCHOBHBIE pa3/Ielbl, paswia odhopmierns.Oco0eHHOCTH 0(OpMIICHHS
pexBu3nTa «lloamucey.

[Tomosxxenue o ciryx6e nenonpousBoactsa. OcHOBHBIC pazaensl. [IpaBuna cocraBnenns u opopmiueHus. [ "pud
YTBEPKICHUS.

IlpakTH4yecKue 3aHATHSA

OdopMiIeHHE OPraHU3aIMOHHBIX JIOKYMEHTOB.

OdopmieHne paciopsAUTENBHBIX JOKYMEHTOB,
BBOJSIINX B ACHCTBHE, U3MEHSIOIINX WM OTMEHSIOIINX OPTaHU3alHOHHBIE TOKYMEHTHI.

CxperuieHne (MpoIIMBKa) OpUrnHaia J0KyMeHTa

18

Tema 1.8. Opranuzanus padorsic
MOKYMEHTaMH

Conep:xanue

CoBpeMeHHbIE TEXHOJIOTUY OPTaHU3aIluH JIEIOMPON3BO/ICTBA.
DopmBbI paboTHI ¢ ToKyMeHTaMu. [loHATHE «TOKyMEHTO0O0POT» U ero oprann3anus.IloHsITHe «TOKYMEHTOITOTOKMY.
Bxonsiue, ncxoasmue 1 BHyTPEHHUE JOKYMEHTEI.

MapmipyTH3aius JOKyMEHTOITOTOKOB:
BXOJISITIINE, NCXOIAIINE, OOpallleHHs TpaklaH, BHYTPEHHHE (3aMUCKH, IPUKA3bI).

[Perncrpanust JTOKyMEHTOB — 3HaYEHUE U 3a4a4U.
DopMEBI perucTpaniu J0KyMeHTOB. JKypHaibHas, KapTOYHAs U aBTOMAaTH3UPOBaHHAS (POPMBI.

P CTUCTpalusd BXOAAMICTO JOKYMCHTOIIOTOKA: IICPBUYHAA 06pa60TKa, OpeaABapUTCIbHOC paCCMOTPCHUC, TPUKPCIICHUE
CKaH-KOIINH, OTIIPaBKa HAa paCCMOTPCHUC aapccCarty, (1)I/IKC3LII/I}I PE30JII01UH.

P CTUCTpalUd UCXOAAMICTO JOKYMCHTOIIOTOKA: CIIPABKU, IMTUCbMa, 3allUCKH, BBIIIMCKH, I[Y6J'II/IKaTLI.
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HaumeHoBaHue pa3aeioB U TeM
npodeccuonanabuoro moayJs (IIM), |Coaepixanue yuedGHOro MaTepuajia, J1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS,CAMOCTOATeIbHAsA yueOHas padoTa
Me:kaucuuIInHapHbixX kypecos (M/IK) o0yyaromuxcs, kypcoBas padora

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

Per HUCTpalusd BHYTPCHHETO JOKYMCHTOIIOTOKA: 3alIMCKU, 3adBJICHUSA pa6OTHI/IKOB, IMPpUKa3bl, aKThI, IPOTOKOJILI.

KoHTposb ncnonHeHns J0KyMeHTOB. Buabl koHTpost. Cpoku KOHTPOIIS.

Homenkiatypa aen. Bunel HomeHknaTypsl. [IoHsATHE O JOKYMEHTE, €r0 3HaYCHHE.

[TpaBuna coctaBieHusa U 0OPMIICHHSI HOMEHKIJIATYPBI IeJI CTPYKTYpHOTo nofpasaenenus. CocTaBaeHUE U
odopmiIeHre CBOAHONW HOMEHKJIATYPHI JeJl OPraHU3allK U BBIIMCOK JUIS CTPYKTYPHBIX MOApa3aeNiCHUN. 3aKphITHE
HOMEHKJIATYpBI Aeil. FITorosas 3amuchk K HOMEHKIIATYPE JIEN.

OrnpezaeneHue CPOKOB XpaHEHUs JOKyMEHTOB U Aei 1o [lepeunto. dopmupoBanue aen. XpaHeHHUe Je.

DKcrepTr3a IeHHOCTH JoKyMeHToB. Odopmienue aen. Onwcu aen. [loaroroBka qOKyMeHTOB K niepenade B apxus. [log-
TOTOBKA A€ BPEMEHHOI'0, IOCTOSIHHOTO M JOJITOBPEMEHHOT'O CPOKA XPaHEHUSI K IIepeiaue B apXuB.
CocTaBiieHHE OMUCH eIl

HpaKaneCKne 3aHATUA

Perucrpanus BXOAAIINX JOKYMEHTOB B 3JIEKTPOHHOM xypHaie B Microsoft Excel.

PerucTpalivist ¥ KOHTPOJIb UCITOJHEHUS HCXOASAIIMX TOKYMEHTOB B 2JIeKTpoHHOM *)ypHaie B Microsoft Excel.

Perucrpanust 1 KOHTPOJIb HCIIOJHEHHsI BHYTPEHHUX IOKYMEHTOB B 2JIEKTPOHHOM ypHaiie B Microsoft Excel.

CocTaBjicHHE 3ar0JI0BKOB ACJ1 OpraHnu3anuu

OdopmieHre HOMEHKIIATYphI A€TI.

OdopMieHHE UTOTOBOI 3aMUCH K HOMEHKJIAType JIeJI.

Odopmnenne 0610xku aena nociae HJ (Ui onepaTHBHOTO nepruoaa XpaHeHus])

OdopmiieHre 00JI0KKH Jielia Ui ApXUBHOTO XPAHEHUS

Odopmienue onucelt TOKyMEHTOB U JICIT.

42

TemaTHKa caMOCTOATEIbHOW yueOHOH padoThI PH U3yYyeHun paznesa Ne 1

CucteMaTrueckast paboTa ¢ KOHCIIEKTaMH, Y4eOHOM U clieluaIbHOM IuTepaTypoil (1o BompocaM K naparpadam, riaBaM y4eOHBIX TOCOOUH, yKa3aHHBIM
MPEToaaBaTeseM).

[MonroToBKa K MPaKTHYECKHM 3aHSITHSM C UCIIOJIb30BAaHHEM METOJMUECKIX PEKOMEH AU MPEero/aBaTelis, BRIMOIHEHHE paOoThI HaJl OIHOKaMU 1
odopMIIeHHE TPAKTUIESCKUX PadOT.

CamocTOsATENbHOE H3YUeHUE HOPMAaTUBHO-TIPaBOBO# 0a3bl 1Mo paboTe ¢ JoKyMeHTaMu. [Iorck u cucTeMaTH3auus JOMOJTHUTENbHOW HH)OpMAIIKH T10
MpU3HAKaM JJOKyMEHTOB.




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

CocTaBiieHHe MPE3CHTAINI ¢ UCTIOIb30BaHUEM HH(GOPMAIIMOHHBIX TEXHOIOTHHI JIJIsi COBEPIIICHCTBOBAHMS MPOIECCOB TOKYMEHTHPOBaHNS. BeITOTHEHNE
BaJlaHHil TI0 HOPMATHBHO-TIPABOBBIM JIOKYMEHTAM.

PerieHne CUTYaIlMOHHBIX 32/1a4 TPOQeCcCHOHALHOTO XapakTepa.PaboTa co coBapsMu, cOCTaBIEHUE TOHATHHHOTO CIIOBAPSL.

[ToaroToBKa K HAIIMCAHHUIO KYPCOBOM PabOTHI.

Pa3nen 2. Opranusanusi padoThl ¢ JOKYMEHTAMH B ABTOMAaTU3HPOBAHHBIX CHCTEMAX

HpaBI/IJ'Ia opraHu3anuu ):[OKYMeHTOO60p0Ta HUCXOAAIICTO JOKYMCHTOIIOTOKA B C3Z[ OTHpaBKa JAOKYMCHTOB

[IpaBuia opraHu3anuu JOKyMEHTO000pOTa BHYTPEHHETO TOKyMeHTOnoToka B CO/I.

P ACIIOpAAUTCIIbHBIC JOKYMCHTEI B CBﬂ HpaBI/IJ'Ia OpraHuvsanuvu ,E[OKyMCHTOO60pOTa C IMpUKa3aMu.

IPaboTa ¢ obpamenusmu rpaxaad B CO/1. [IpaBuia opraau3aiui JOKYyMEHTO000poTa 00pameHnid TpaxaaH.

M/IK 01.02. Opranun3anusi pa6oThl ¢ 3JeKTPOHHBIMU IOKYMEHTAMH
Tema 2.1. [IpaBuia padorbic Coxaepxanue
LOKyMEHTaMH 3aKOHOaTeNbHBIE HOPMATHBHBIC aKThI B chepe padOTHI C AIIEKTPOHHBIMHU IOKYMEHTAMH
HAa YJIeKTPOHHBIX HOCUTEJISIX _
IPaGoTa B mouToBbIX cepBucax. [IpaBuia 31eKTPOHHOMN EPENUCKH.
OnexTpoHHas noanuck. Bunel, [lopsaaok nomyuenwus. [lpaBuia 3amuTsl. 4
TpeboBanus K pekBU3UTY «OTMETKa 00 3JIEKTPOHHOH MOMUCH) PY BU3yaIU3alliH AIEKTPOHHOTO JIOKYMEHTA, MO/I-
MICaHHOTO 3JIEKTPOHHOH MOMHUCHIO
[TpaBuna oopmiieHHst «OTMETKH O TPWIOKEHUI» HA JIEKTPOHHBIA HOCUTENb.
IpakTnyeckue 3aHATHS
OTnpaBKa 1 MOJIyYeHHE 3JIEKTPOHHOTO COOOIIEHHS, 3JIEKTPOHHOTO IOKYMEHTA. 4
OdopmiteHne TOKyMeHTa, TOANCAHHOTO 3JIEKTPOHHOHN MOITHCHIO
Tema 2.2. Opranusanus padoreic  [Conep:kanue
flOKyMeHTaMu [Toustre o cucremax 310 u ECM-cucremax.
B aBTOMaTH3HPOBAHHBIX
CHCTEMAX J1eKTPOHHOTO [IpaBwiia MapIpyTH3alMKA JOKYMEHTONIOTOKOB B cuctemax 310 n ECM-cuctemax.
MOKYMEHT0000poTa [IpaBwia opraHn3anyy JOKyMEHTOO00pOTa BXOISIIETO TOKyMeHTomoToka B CO/I. 5




HaumeHoBaHue pa3aeioB U TeM
npodeccuonanabuoro moayJs (IIM), |Coaepixanue yuedGHOro MaTepuajia, J1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS,CAMOCTOATeIbHAsA yueOHas padoTa
Me:kaucuuIInHapHbixX kypecos (M/IK) o0yyaromuxcs, kypcoBas padora

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

HpaBI/ma IMOATOTOBKHU 3JICKTPOHHBIX JOKYMCHTOB K C1a4Y€ B apXHB.

MudopMannorHO-CcIIpaBoyHast padboTa mo qokymeHTam B COJ]

l'[paRanecmle 3aHATUA

IPerucTparis u KOHTPOIIb UCTIOTHEHUS BXOAIMNX ToKyMeHTOB B CO/l. Opraam3anus JoOKyMeHTO000pOTa BXOIAIIE-TO
ITOKYMEHTOTIOTOKA.

IPerucTparus 1 KOHTPOIIb UCTIOHEHUS UCXOAANNX JokyMeHTOB B CO/l. Opranuzaius JOKyMEeHTO000pOTa UCXO IS~
IIEr0 JOKYMEHTOIOTOKA.

DYHKINY U TOJHKHOCTHBIE 00513aHHOCTH CEKpeTaps B 3aBUCUMOCTH OT KATETOPUH CEKPETAPCKOTO 00CTYKUBAHHMS.

IPerucTparust 1 KOHTPOIb UCTIOHEHUS BHYTPEHHNUX NOKyMeHTOB B COJI. OpraHu3zamnust JOKyMEHTO000pOTa BHYT- 22
[PEHHETO JOKYMEHTOIOTOKA.
IPerucTparus 1 KOHTPOITb UCTIONHEHUs oOpameHnit rpaxaad B CO/l. Opranuzaius TOKyMeHTO000pOoTa 00paIieHni
rpakJIaH.
[ToaroroBka JOKYMEHTOB K Iiepeiaue B apXuB.
CoznaHue 2JIeKTPOHHOTO apX1Ba JTOKYMEHTOB.
TeMaTHKa caMOCTOATeIbHON yueOHOH padoThI P U3yYeHUH pasaea Ne 2 2
CucremaTrueckas pabora ¢ KOHCIIEKTaMH, y4eOHOH U ClieualbHON TUTepaTypOi
(o Bompocam K naparpadam, riiaBaM yueOHbIX T0coOuH, yKa3aHHBIM MPEToIaBaTelieM).
[TonroToBKa K NPaKTHYECKUM 3aHITHSAM C UCIIOJIb30BaHHEM METOJMUYECKIX PEKOMEHIAUH MPenoaBaTesis, BEINOIIHEHHE paOoThl HaJ OIIMOKaMHu U
odopmMIIeHHE TPAKTUIECKUX PadoT.
CaMocTOsATENIbHOE H3Y4YeHHE HOPMATUBHO-TIPABOBOM 0a3bI 110 padoTe ¢ IOKYMEHTaMH B aBTOMAaTU3UPOBAHHOW CHCTEME.
Pa3nen 3. Opranu3aunoHHoe odecrneyeHne AesiTeJJbHOCTH OPraHu3anun 96
M/IK 01.03 Opranusanusi CeKpeTapcKoro 00c/ay:;KMBaHUsA
Tema 3.1. Conep:xanue
Pou1k pogeccui cexpeTapsin CekpeTapb B COBPEMEHHOM CTPYKTYpe yIpaBiCHHS. 4
CTPYKTYpe CJLY:KObI _
eONPON3BOCTEA HopmaTtuBHO-MeTOAMUYeCKas 0a3a KBaTu(HUKAIFMOHHBIX TpeOOBaHUH K mpodeccum.
IIpakTH4eckue 3aHATHS 4




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

/ToKHOCTHASI MHCTPYKITHSI CEKpeTapsi, 0COOCHHOCTH Pa3padOTKH.

Tema 3.2.
Opraau3anusi 4 yCJI0BHA TPy/Aa
cekperapst

Conep:xaHue

Opronomuyeckne TpeOOBaHUs K YCIOBUSIM TPYa CEKpeTapsl.

OcHaimenue opuca OpraHu3aIOHHO-TEXHIUECKUMHU CPEACTBAMHU.

l'[paRanecmle 3aHATUA

Opranunzanus pabo4yero Mecta B COOTBETCTBHH C TPEOOBAaHUSMU 3PTOHOMUKH U KYJIBTYPBI TpyAa

XapaKTCpI/ICTI/IKa n KJ]aCCI/I(l)I/IKaHI/ISI TCXHUYCCKUX CPCACTB, UCHOJIB3YEMBIX B ACATCIbHOCTH CCKPETAPA.

CpencTBa mOATOTOBKH, H3TOTOBIICHUS  00pab0OTKU TOKYMEHTOB.

CpencTBa KOMUPOBAHUS U PA3MHOKCHHUS.

CpencTBa XpaHEHHs U TPAHCIOPTUPOBKU MH(POPMAaLIUH.

12

Tema 3.3. ATMUHHCTPATHBHbIE
(yHkuM cekperaps

Conep:xanue

Opranunzanust paboTel TPUEMHON

Oco0eHHOCTH CITy)KEOHOTO TeIe(OHHOTO Pa3roBopa.

Cpe,I[CTBa AAMHUHHUCTPATUBHO —ynpaBnqueCKoﬁ CBs3HU.

Opranu3zaius npuema noceruteneii. Buapsl mpuéma, yder nocerutelieii, co3aanue 0a3 JaHHbIX.

HpaKTuquKne 3aHATUA

DKCTIeTUIINOHHAs 00paboTKa KOPPECTIOHAEHITUT

Crienudrka TerneoHHON KOMMYHUKALIH.

[TpaBuia BeeHMs TeNePOHHOTO Pa3roBopa.

Oducnas ATC. OcHoBHBIE (PYHKIIMU U TIPABUIIM UCTIOIb30BaHHUS.

Cpenctsa hakCUMILUTEHOM epenadn cooOmmeHunil. @akCUMIIBHEIN ammapart, MpaBuila ero IPUMEHEHUS.

OcoOeHHOCTH PabOThI CEKPETApPsl ¢ Pa3IMYHBIMKU KATETOPHAMH ITOCETUTEICH.

IPaboTa cexpeTaps ¢ oOpameHusIMH TPaKIaH.

CepBHCHBIC QYHKIIMH CEKpeTapsl.

18




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

o0yuaromuxcs, Kypcopasi padora

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

npenoz[aBaTeneM),

MHQOPMALIUH.

CuctemaTryeckast paboTa ¢ KOHCIIEKTaMu, Y4eOHOM U clienuaIbHOM tuTepaTypoil (1o BompocaM K naparpadam, riaBaM y4eOHBIX TOCOOUH, yKa3aHHBIM
[ToaroToBKa K MPaKTHYECKUM 3aHITHAM C HCTIOH30BAHNEM METOJMYECKUX PeKOMeHAanni npemnoaaBatens, [louck u cucteMarn3anus JONOTHUTETFHON

Pemenue CUTYallMOHHBIX 3a1a4 HpO(l)eCCI/IOHaJ'IBHOFO XapakTepa.

Tema 3.4. Conep:xanue
OpranusauuonHeie OpraHu3aIys 1 MOATOTOBKA JIETOBOMH MOE3IKN
1 nHpopMaunOHHbIe QyHKIIUHA - 6
ceKkpeTapst [MoaroroBka u 00cIyXKHBaHUE KOH(PEPEHTHBIX MEPOTIPUSTHH.
CoBelllaHre KaK BUJ YIPABICHUECKON ACSITEIBHOCTH.
IpakTHyeckne 3aHATHS
OprannzaiioHHOE 00CTy)KUBaHUE KOMaHANPOBOK.
CocraBienue u 0popMIICHHE TPOrPaMMbl KOMaHJUPOBKH.
Tpesen-noaaepxKa NOe3KH PYKOBOAUTEIS. 14
Opranuzaiysi ¥ MpoBeIeHUE IPOTOKOJILHBIX MEPOTIPUSATHI B OHce.
[ToaroToBKa pa3InHbIX TUIIOB COBEILAHMH M UX OOCITYKXHBaHUE.
PaboTa cexpeTaps Mo HHPOPMAIIMOHHOMY 00CITY)KUBAaHHIO PYKOBOAHUTEIS.
Tema 3.5. Coaepxanue
@YHKIMH ceKpeTapst O61I1e BOMIPOCH! TUTAHUPOBAHUS 1 OPTaHU3AINH pabouero BpeMeH . 2
MO0 MJIAHUPOBAHUIO padoyero
BpeMenH [lnannpoBanue 1 oprauu3anus paboyero JHS PyKOBOAUTENS U CEKpeTaps
IIpakTH4eckoe 3aHATHE
CoBpeMeHHbIE METO/IbI TUTAHUPOBAaHUS pabovyero BpeMeH!
[MnanupoBanue pabodero JHs ceKperapsl. 6
[TmanupoBanue padouero aus pykosoautess. CornacoBanue pexuma padotel. [LtaHupoBanue MeponpusTui,
[YTOUHEHUE OPYYEHUH.
TeMaTHKa caMOCTOATETbHOW yueOHOH padoThl MpH U3yYeHun pasaena Ne 3 2




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

Oobem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

Pa3nen 4. JlokyMeHTHPOBaHUE H OPraHU3anus padoThl ¢ KAAPOBbIMM JOKYMEHTAMH

MJIK 01.04. lokyMeHTAllMOHHOE o0ecnedyeHne KaApPOBOH CIyKObI
Tema 4.1. Conep:xanue
HopmaTueHo-npaBoBoe HopmaTtuBHBIE paBOBEIe aKThI Poccuiickoii Memeparuu B chepe TPyI0BBIX OTHOIIEHH
peryJimpoBanue TPyI10BbIX
OTHOIIeH il UlokansHBIE HOPMATHBHEIE aKTHI 110 TIEPCOHAITY: 00s3aTeNbHBIC U HeoOs3aTebHbIe ((DaKyIbTaTHBHBIC) 6
[Mopsiok mpencTaBICHUS TOKYMEHTOB 0 TIEPCOHATY B TOCYIapPCTBEHHBIE OPTraHbl
[opsimok coopa, 00pabOTKH, M3MEHEHHS 1 YHUUITOKCHUS TIEPCOHATBHBIX TAHHBIX PAOOTHHUKOB.
[Mopsiiok BeJeHHs BOWHCKOTO y4eTa B OpraHU3allly.
[Topsimok BeeHus ydera pabodero BpeMeH! pabOTHHUKOB.
IpakTHyeckne 3aHATHS
OdopmiteHHe 0TYETOB B FOCYIapPCTBEHHBIE OPTaHBbI.
OdopmiteHne cornacust Ha 00padOTKy NEPCOHATBHBIX TAHHBIX. 8
OdopmiieHre makera JOKYMEHTOB IO BOMHCKOMY yYeTy.
Odopmnenue Tademns yuera paboyero BpeMeHH.
Tema 4.2. Coaepxanue
Komnutekc 10kyMeHTOBIIO [lopsimok nokyMeHTHpOBaHUs mpueMa Ha padoty. CocrasieHue ordetoB C3B.
YCTAHOBJIEHHIO 2
TPYIOBBIX PABOOTHOMICHHIA 'YdeTHbIE JOKYMEHTBI TI0 TIEpCOHAITY.
M3MeHeHne TepCcOHaIbHBIX JaHHBIX Pa0OTHUKOB
IpakTyeckne 3aHATHS
OdopmiieHre Tpy10BOro 10roBopa.
3aronHeHrne YHUGUIMPOBAHHBIX (JOPM NEPBUYHON YUETHON IOKYMEHTAIHH.
10

OdopMieHre TPYIOBOM KHUKKH, TUYHON KAPTOUKH, TMIHOTO JIEIIa.

Cocrapnenue otuera C3B-T/I.

CocTagiienue 1 opopMIICHHE ITPHKa3a 00 M3MEHEHUH ITEPCOHANBHBIX TaHHBIX paOOTHHKA.




HaumeHoBaHue pa3aeioB U TeM
npogeccuoHaabHoro moayas (IIM),
MeKIUCHUIVIMHAPHBIX KypcoB (MIK)

Copaep:xanue yueOHOro MaTepuasa, JadopaTopHsbie padoThl H MPAKTHYECKHE 3aHATHS,CAMOCTOSATeIbHAs yueOHas1 padoTa
o0yuaromuxcs, Kypcopasi padora

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

Tema 4.3.
[KoMIuieke 10KyMEHTOBIIO
NBHKEHHIO KApPOB

Conep:xanue

[Topsmok TOKyMEHTHPOBAHUS ITepeBoia pabOTHHUKA Ha IPYTYIO padoTy.

[Mopsiiok JOKYMEHTUPOBAaHUS KOMaHUPOBAaHUS PaOOTHHKOB.

[Topsiiok JOKYMEHTUPOBAHUS IPEIOCTABICHUS OTIIyCKa PAOOTHHKY.

[Mopsnok TOKYMEHTHUPOBAHHMS MOOIIPEHUS PaOOTHUKOB

HOpr,I[OK JOKYMCHTHUPOBAaHUA BBIHECCHU S TUCHUTIIIMHAPHBIX B3BICKaHHUH

l'[paRanecmle 3aHATUA

3anonHeHne YyHU(QUIUPOBAHHBIX (OPM NEPBUUHON YUETHON TOKYMEHTALUH.

OdopmieHue nepeBoia padbOTHUKA Ha APYTYIO padoTy.

OdopmieHre KOMaHIUPOBaHUs pAOOTHUKOB.

OdopmiieHre IpeIoCTaBlIeHHs OTIYCKa pabOTHUKY.

Odopmienne noompenns pabOTHUKOB.

OdopMieHe BBIHECCHUS TUCIMILTHHAPHBIX B3bICKAHU.

12

Tema 4.4.

KoMmnjieke 10KyMeHTOBIO
PaCTOPKEHUI0

TPYAOBBIX PABOOTHOLIEH U1

Coaepxanue

[MopsiioK TOKYMEHTHPOBAHUS YBOJIBHEHHS PA0OTHHKOB.

HOpSIJIOK IMOATOTOBKHU JICJI 110 JIMYHOMY COCTaBY K IEPEaaY€ B apXHUB OpraHru3aliin

HpaKTuquKne 3aHATUA

3anonHeHrne YHU(QUIUPOBAHHBIX (POPM NEPBUUHON YUETHON TOKYMEHTALUH.

OdopMieHHe YBOIBHEHUS pA0OOTHUKOB.

3aroHeHHE pa3/ieioB TPYAOBON KHIDKKY paboTHuKa. CocraBienue oryetoB C3B.

[ToaroToBKa TUYHOTO /eia pabOTHHKA K Mepeave B apXuB.

TeMma 4.5.
Opranu3anusi padoThI
¢ KAJAPOBLIMHU IOKYMEHTAMHU

Conep:xanue

HomeHnkiarypa nen kapoBoi ciry0bl. [1opsiok MOrOTOBKH, COCTaBICHHS U OQOPMIICHHUSI.

OpI‘aHI/ISaHI/IOHHO-paCHOpSII[I/ITGJ'IBHLIe JAOKYMCHTGHI B Ka}lpOBOﬁ CJ'Iy>K6€2

IMPUKAa3bI I10 OCHOBHOH ACATCIIBHOCTH, CIIPAaBKH, TOKJIAJHBIC 3aITMCKU. cDOpMI/IpOBaHI/Ie " XpaHCHHUEC OCII.




HaumeHoBaHue pa3aeioB U TeM
npodeccuonanabuoro moayJs (IIM), |Coaepixanue yuedGHOro MaTepuajia, J1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS,CAMOCTOATeIbHAsA yueOHas padoTa
Me:kaucuuIInHapHbixX kypecos (M/IK) o0yyaromuxcs, kypcoBas padora

Oobem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

IIpakTH4YecKue 3aHATHA

CocTtaiienue u opopmIiIeHIe HOMEHKIIATYPHI eI KaJIPOBOH CITy>KOBI.

OdopmiieHre OpraHn3aHOHHO-PACTIOPSAUTENLHBIX JOKYMEHTOB.

TemaTuka caMoCTOATEIbHON yueOHOIi padoThI pu U3yueHnu pa3aena Ne 4

Cucrematuueckasi paboTa ¢ KOHCIIEKTaMU, y4eOHOU U CielnaabHON JuTepaTypoi (1o Bompocam K naparpadam, riaBaM ydeOHbIX TOCOOUH,
YKa3aHHBIM MPEToaBaTesIem),

[ToaroToBka K MPakTUYECKUM 3aHATUSM C UCIIOJIb30BAHUEM METOAMYECKUX PEKOMEHAAlN penoaaBarens, BoimoaHenue paboTsl Haa omrOKaMu
1 opopmIteHHE TIPAKTHYECKUX PadoT.

[Touck u cuctemMaTu3alus JONOTHUTEIbHON HH(OPMALIUK.

Pemienne cuTyalmoHHBIX 33724 MPOPECCUOHAIBHOTO XapaKTepa.

KypcoBas padora odsizatenbHas no M/IK 01.01

TemaTnka KypcoBBIX paboT

1.  Pa3BuTHE MOHATHS «IOKYMEHT»: ONpe/esieHNe U (PYHKIHH.

2.  BO3HMKHOBEHHUE MMCHMEHHOCTH, MOSIBIIEHHE JOKYMEHTA.

3. OdunmanbHBII JOKYMEHT U €0 MECTO B CHCTEME YIIPaBJICHUSI.

4. Cucrema JOKyMEHTOB, YHU(PHIMPOBAHHAs CUCTEMA JOKYMEHTOB U YHU(DUIIMPOBAHHAS CUCTEMA OPTraHU3alMOHHO-PACHIOPSINTEIbHON
TOKYMEHTAIUH.

5. bymara kak marepuanbHbIil HOCUTENb JOKYMEHTHpPOBaHHON MH(popMaruu. Poccuiickue u MexXayHapoJIHble CTaHIapThl Oymaru, eé
(bopMaThl.

6. CoBpeMeHHbBIE MaTepHaATbHBIC HOCUTEIH JOKYMEHTUPOBAHHON HH()OPMAIIHH.

7. Krnaccudukanus opraHu3alnOHHO-PACTIOPAIUTEIbHON TOKYMEHTAIIUH U €€ MPaKTHYeCKOoe IPUMEHEHHUE.

8.  ®oTO M KMHOMOKYMEHTHpOBaHUE. cTopus MosiBIIeHUS U pa3BUTHsA. Ha3zHaueHue u 001acTh MPUMEHEHHS.

0.  TekcroBoe TOKyMEHTHpPOBaHUE, pa3BUTHE, HA3HAUCHHE U 00JaCTh IPUMEHEHUSI.

10. ®donHOmOKYMEHTHpOBaHHE. BOSHHUKHOBEHHE, pa3BUTHE U 00JIACTh IPUMEHEHUSI.

11. TpeOoBaHus K KOHCTPYHPOBaHHUIO OJIaHKOB. Bubl G1aHKOB.

12. TlpaBwia u 0coOOEHHOCTH O(DOPMIICHHS TIPOTOKOJIOB.




HaumeHoBaHue pa3aeioB U TeM

npodeccuonanabuoro moayJs (IIM), |Coaepixanue yuedGHOro MaTepuajia, J1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS,CAMOCTOATeIbHAsA yueOHas padoTa
Me:kaucuuIInHapHbixX kypecos (M/IK) o0yyaromuxcs, kypcoBas padora

Oo0bem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.

Poub pacniopsanTenbHbIX JOKYMEHTOB B YIPABJICHUN OpraHU3ale Ha COBPEMEHHOM 3Talle.
[IpaBuna opopmieHHs pacOPSAUTEIBHBIX JOKYMEHTOB, H3aBAEMbIX Ha MPUHIIMIIAX KOJIJIETHAIEHOCTH.
[TpaBuna opopmieHns pacOpsIAUTENBHBIX TOKYMEHTOB, U3/1aBa€MbIX Ha IPUHLUIIAX €IMHOHAYAIIMSL.
[IpaBuna cocraBineHus U 0pOpMIIEHUSI IPHUKA3a IO OCHOBHOM J1€ATEIbHOCTH.

[TpaBuna coctaBieHus: 1 0HOPMIICHUS PACHIOPSKEHUS U YKa3aHHUS.

JIOKyMEHT — KaK 3JIEMEHT JIeJI0BOTO OOLICHHUSI.

[TpaBuna opopmienus 61aHKa U PEKBU3UTOB MHUChMA.

WNudpopmanoHHbIii 0OMEH ¢ TOMOIIBIO TIepenrCcK. Buabl mucem.

PyxomnucHble peKBU3UTHI HA OPUIIMATBHBIX JOKYMEHTAaX.

[IpaBuna cocraBienus: 1 0POPMIICHHS JOKIIAJHBIX, O0BSICHUTEIBHBIX U CITY)KEOHBIX 3aIHUCOK.
[TpaBuna coctaBienus u ohopmieHus opUIUATBHBIX U OUOrpaUyecKux CrpaBoK.

[IpaBuna cocraBneHus 1 0POPMIIEHUS JOKYMEHTOB, 00€CIIEUMBAIOLINX ONEPATUBHOCTD NEpeau HH(OPMALIUH.
[TpaBuna cocraBiieHus 1 0OpMIIEHHUS TOBEPEHHOCTEN U PACIIHCOK.

Buns! konuii okyMeHTOB. [IopsSA0K y10CTOBEpEHHUSI KOTIHIA.

TaGenb popM TOKYMEHTOB U anb0oM yHUUIMPOBaHHBIX GopM. [ToHsATHE, TpaBUIa COCTaBIEHHUS.
Jenonpousoaurens — Most Oyayias npogeccus.

[Tonnuce u neyars, KaK BaKHbIE PEKBU3HUTHI IOKYMEHTA: ITallbl COBEPILIEHCTBOBAHUS.

®denepalibHOE apXUBHOE areHTCTBO: UCTOPHUS CO3aHUS apXUBHOM CITy>KObI, OCHOBHBIE 3aJ1auH.
BHUUW/IA/: uctopusi U COBpEMEHHOCTb.

DIIeKTpOHHAs MOANKCH: 001aCTh MPUMEHEHHS.

TpaauLMOHHBIE M TEXHOTPOHHBIE CIIOCOOBI IOKYyMEHTHPOBAHUS HH(POPMAITUH.

VYuudukauus u crannapruzanus. Crangaptel B IOY Ha coBpeMeHHOM JTare.

SI3BIK U CTUJIB CITY’)KEOHBIX JOKYMEHTOB B HH(OPMAIIMOHHOM OOIIECTBE.

AHanm3 CBOMCTB IOKYMEHTA.

Posb nH(pOpMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB B J€SITEIBHOCTH OPraHU3aIUH.

[IpaBuna cocraBnenust u 0(hOPMIICHHSI AKTOB.




HaumeHoBaHue pa3aeioB U TeM
npodeccuonanabuoro moayJs (IIM), |Coaepixanue yuedGHOro MaTepuajia, J1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS,CAMOCTOATeIbHAsA yueOHas padoTa
Me:kaucuuIInHapHbixX kypecos (M/IK) o0yyaromuxcs, kypcoBas padora

OoneMm,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

IIpou3BoacTBeHHAsI MPAKTHKA (MPeAyCMOTPeHA HTOroBasi (KOHIEHTPHPOBaHHAs)) MPaKTUKa). Buabl padot:

1. H3ydeHue cTpyKTypbl OpraHu3alliyd — MECTa IPOXOXKACHUS MPAKTUKU (Jlajee — OpraHu3ally) ¢ LEIbI0 COCTABJIEHUS CXEMBbl CTPYKTYpBI
opranuzanuu. O3HaKOMJIEHHE C MPABOBBIMU (yUpEIUTEIbHBIMH), JIOKAJIbHBIMU HOPMATUBHBIMM aKTaMU U PACOPSIUTEIbHBIMU JIOKYMEHTAMY
opranuszanuu. CocTaBiaeHHE CIIMCKA UCTOYHUKOB KoMIuiekToBanuss OPJl opranuzanuu.

2. U3yyenue HHCTpyKUMH IO JENONPOU3BOACTBY OpPraHM3aLMU. 3HAKOMCTBO C IPaBUJIAMU COCTABJIEHHUS IPOEKTOB U O(hOpMIIECHUS]
TOKYMEHTOB, ITOPSKOM COTJIACOBAHUS M MTOITUCAHNUS/YTBEPKICHHUS JOKYMEHTOB B OpraHU3aIHH.

3. O3HakoMJICHME C IPOTrPaMMHBIMU CpEACTBaMHU Yy4€Ta, XpaHEHUs, OOpabOTKU M IMOHMCKAa JOKYMEHTOB, HCIIOJIb3YEMbIMH B OpraHM3alluu.
N3ydyeHre oCHOB 1 crielu(PUKU pabOTHI C TOKYMEHTAIMEH B CHCTEME 3JIEKTPOHHOTO JoKyMeHTooOopoTa (CD/]) opranusanuu. Vcnosb3oBanue B
paboTe ri100anbHBIX U JIOKAIBHBIX CeTel JUIsl OMyYeHHs U XpaHeHus uH(popManuy, oOMeHa HHpOopMarue.

4.  3HaKOMCTBO ¢ JOKyMeHTOoOOpoToM opranuzanmu. Vcnons3zoBanne COJ] B pabote ¢ nokymentamu. OOpaboTka BHYTPEHHHUX JTIOKYMEHTOB,
00paboTKa M OTNpaBKa HCXOAALIMX JOKYMEHTOB, NPUEM U IEpBUYHAs OOpabOTKa BXOJAIIMX JIOKYMEHTOB. Perucrpaunus IOKYMEHTOB U
MapLIpyTH3alus JOKYMEHTONOTOKOB. KOHTpoiab wucnonHeHuss JoKyMeHTOB. MHpopmannoHHO-CipaBo4YHAass U IOMCKOBas paboTac
VICIIOJIb30BAaHUEM CHCTEM YUY€Ta JOKYMEHTOB B OPTraHU3aLNN.

5.  OdopmiieHne opraHM3alMOHHbBIX, BHYTPEHHUX (TPUKa3bl, PaclopsiKeHUs], JOBEPEHHOCTH, 3alUCKH, CIPAaBKHU, aKThl, IPOTOKOJIBI U JAp.) U
MCXOIAIINX JOKYMEHTOB OPTraHU3allUd C HCIIOJIB30BAHMEM COBPEMEHHBIX INPOTPaMMHO-TEXHUUYECKHUX CpeICTB. KOHTposb NpaBUIBHOCTH]
cocTaBleHUs, 0QOpPMIIEHUSI JOKYMEHTOB (PEKBU3UTHI, OCOOCHHOCTH HAMHUCAaHUS TEKCTOB, MHOIOCTPAHUYHBIE JOKYMEHTHI), MOpSAJKA M3/IaHUs
NTOKYMEHTOB (C y4€TOM crenu(puKHU CUCTEMBI JeIONPOU3BOJCTBA Oprann3anum). KoHcTpynpoBaHue 61aHKOB OpraHU3aliy, Co3/1aHue abI0HOB
TOKYMEHTOB.

6. Opranuzanus TEKyIIEero XpaHeHHs NOKyMeHTOB. dopMupoBaHHE el B COOTBETCTBUM C HOMEHKJIATYPOH Jed opraHu3anuu. Y4acTHeB
MPOBEJCHUH IKCIEPTU3bI LIEHHOCTU TOKYMEHTOB CHcTeMaTu3alus JOKYMEHTOB 10 CTPYKTYPHO-XpOHOJIOrnueckomy npuHuuny. Odopmienue)
YUETHBIX JOKYMEHTOB IOCTYIUICHUS U BBIOBITHS J€.

7.  O3HaKOMJIEHHE C YCTaHOBJICHHBIMHU B OpPTaHU3allMU MPaBUIaMH MOJATOTOBKU JOKYMEHTOB K Iepenaue B apxuB. [loAroroBka J0KyMEHTOB K
nepenaye B apxuB. Odopmuenue nen. CocraBieHue omuced JOKYMEHTOB M Jen. CocTaBleHHE aKTOB BBIJAud, Mepeladyd, YHUUTOKEHUS
TOKYMEHTOB.

8.  3HaKOMCTBO C KaTerOpHsIMU M BUAAMHU JIOKYMEHTOB, 00pa3yloIIUXCs B OPraHU3aLMH, COAEPKAUIMX KOH(UACHIUAIBHYI0O HHPOPMALHUIO.
Opranuzanus paboTel Mo 00pabOTKe TOKYMEHTOB OrpaHMYeHHOro goctymna. O3HakOMIIEHHWE C MPUMEHSEMbIMH B OpraHU3allid CPeICTBaMHy|
KpUITOrpaduu JUIs 3alUThl 3JE€KTPOHHBIX JOKYMEHTOB C UCIOJIb30BAHUEM CIEUAIBHOTO MpOorpaMMHOro odecrneueHus. BoimoaHenue pabot mo
00ECTIEYEHHIO 3ALIUTHI JIEKTPOHHBIX TOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JAOCTYIIA.

9.  Opranuzanus paboTsl NPUEMHOM (30H MpHEMa MOCETUTENEH): PEryIMpPOBaHNUE TIOTOKA MOCETUTENCH, TPUEM U PErHCTpalLns TIOCETUTEINEH.

36




HaumeHoBaHue pa3aeioB U TeM
npodeccuonanabuoro moayJs (IIM), |Coaepixanue yuedGHOro MaTepuajia, J1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS,CAMOCTOATeIbHAsA yueOHas padoTa
Me:kaucuuIInHapHbixX kypecos (M/IK) o0yyaromuxcs, kypcoBas padora

Oo0bem,
aKa/l. 4acoB, B TOM
yucie B popme
NPAKTHYECKOI
NOATr0TOBKH,
aKaj. 4acoB

[lnanupoBanue pabodero JHsA pykoBoauTens M cekperapsa. [loaroroBka JenoBBIX BCTped M IEPEroBOpoB pykoBoaurtens. Pabora mno
00CITy’)KUBAaHUIO PA3JIMYHBIX TUIIOB COBELIAHUNA U COOJIOACHUE MPABUII MX TOATOTOBKU M MIPOBEICHHS.

10. Benenue TtenedoHHbIX neperoBopoB. DuubTpanus M nepeaapecanus 3BoHKOB. [IpuéM u mnepenada TenedoHOrpamM, Qaxcorpamm,
COOOIEeHNH 1O 3JIeKTPOHHOM moure. MHpopMarmonHoe o0ecrieueHne AEATeNbHOCTH pyKoBoauTens. O3HaKOMIIEHHE C IPaBWIIAMH PabOTHI ¢
KOH(pUIeHIIMATbHON UH(OpMAaIMel B OpraHu3aluy.

11. Pabora 1o O03HAaKOMJIEHHIO C COCTaBOM M OCOOCHHOCTSIMH JOKYMEHTOB OpPraHU3allUd, PETYIUPYIOLIIUX TPYIOBBIE OTHOLICHMUS]
(opraHM3allMOHHO-PACTIOPAUTEIbHBIE JOKYMEHTBI, JOKYMEHTHl [0 JIMYHOMY COCTaBY, TPYIOBOH JOrOBOp, AOIOBOP O MaTepHUalbHOM
OTBETCTBEHHOCTH M T.I.). OQopmiieHHe JOKYMEHTOB MO JIMYHOMY COCTaBY M HMX KOMUH (IIpU HEOOXOIUMOCTH). 3HAKOMCTBO C CHCTEMOM
yHU(DUIIPOBAHHBIX (POPM MEPBUYHON YUETHOM TOKyMEHTAllMK OpraHU3aluy. 3anoidHeHue GopM NepBUYHON yUETHOM nokyMmeHTauuu. Pabora ¢
BasBICHUSIMU 10 JJMYHOMY COCTaBy, BeJIeHUE U opopMIIeHHEe TPy I0BbIX KHMKeK. Mcnonp3zoBanne COJ mpu paboTe ¢ KaJpOBBIMU IOKYMEHTAMHU.

Bcero
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3. YCJIOBUS PEAJIMBAIIUU TPOT'PAMMBITTPO®ECCUOHAJIBHOT'O
MOAYJA

3.1. i peanuM3auMy NPOrpamMMbl NPo(ecCHOHATBHOIO MOIYJS JOJIKHBI ObITh
NpeycCMOTPEeHbI CJelyIlue crenralbHble IOMeIeHHus

KaOuHnertsr: JOKYMEHTAMOHHOTO oOecrieueHuss  yIpaBJeHUS, OpraHu3alHH
CEKpPETapCKOTO OOCTY>KUBaHUsI, OCHAIICHHbIE 000pyAOBaHUEM: pabOYHMe CTOJ U CTYJI 1O
KOJIMYECTBY OOydaroniuxcs, paboyee MeCcTo mpernojaBaTeis, CUCTEMbl XpaHEHUs el B
y4eOHOM  KaHUEISIpUM;, TEXHUYECKUMU CpEICTBAaMU  OOYYEHHUsS: TEPCOHAIBHBIM
KOMIIBIOTEpP, NPHUHTEP, CKaHEp, KOMUPOBalbHBIM ammapar wm MOV, npoekrop,
WHTEPAKTUBHAS PUCTaBKa K IOCKE WJIA MHTEPAKTUBHAS JOCKA,

JlabopaTopuu: opranuzaiuu paboThl ¢ JOKYMEHTAMH, CUCTEM JIEKTPOHHOTO IOKYMEHTO-
obopora; yueOHasi KaHUEJSAPHs, OCHAIICHHbIE OOOpYJOBaHUEM: MEPCOHAIbHBIN
KOMITIBIOTED, MOb- EMHO-TIOBOPOTHOE KPECIIO MO KOJUYECTBY OOYHAOIIMXCS, IPUHTED,
CKaHep, KOMUPOBAJIBHBIA am- mnapaT, GQakcuMuibHbli anmapat, wMuHM ATC,
MHOTO(QYHKIIMOHAIBHOE yCTpoilcTBO MDY (mpuHTep, CKaHep, KOMUp, CPEICTBA CBS3H),
OyMaroyHU4YTOXHUTEIh U OyMaropesaTreibHOEe YCTPONCTBO, JaMU- HATOp, OpouIopaTop,
KOHBEPTOBCKpBIBATEb, KaHUEISAPCKUE Medard (OTTHCK MedYaTh) M IITaMIbl s
00pabOTKM JOKYMEHTOB (OTMETKAa O NOCTYIUIEHMH, OTMETKa O KOHTpPOJIE), Manias
KAHILEJSpUs MO0 KOJMYECTBY OOYYarOHNIMXCSl B COOTBETCTBUM C HH(PPACTPYKTYpPHBIM
JIUCTOM.

IIepcoHaJIBHBIE KOMITBIOTEPHI:

— € JOCTYNOM K JIOKQJIbHOM ceTH y4yeOHOro 3aBeleHus, IN00aIbHON CEeTH MHTEPHET,
CIpa- BOUHO-TIPABOBOM CUCTEME, FIEKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM;

— IpOrpaMMHOE OOecleueHue: TEKCTOBbIM, TaOJWYHBIA peJakTop, Mporpamma
co3manusi mnpeszentrauuii, CYBJl, mnepconanbHbli WHGOOPMAIIMOHHBIA MEHEIKEpP C
(yHKUMSAMH  TOYTOBOro Kiau- eHta u  Groupware, cUCTeMa 3JIEKTPOHHOIO
JOKYMEHTO000pOTa, apXUBaTOp, MPOTPaMMbl CKAHMPO- BAaHHUS M KOHBEPTUPOBAHUS
JOKYMEHTOB, POTPaMMBI JJIsl TOATOTOBKM JOKYMEHTOB K Iepejaye B apXuB.

3.2. UnopmanmonHoe odecnieyeHre peain3auuu NporpaMmmbl

Jist peanuzainuu mporpamMMbl OMOIMOTEUHbIH (QOHI 0O0pa30BaTEIbHON OpraHu3aluu
JOJKEH MMETh IeYaTHbIE W/WIM 3JIEKTPOHHBbIE 0oOpa3oBareibHble M MH(OPMAIIMIOHHbBIE
pecypchl, UIsl MCIOJB30BaHUsA B oOpasoBarenbHOM mpouecce. [Ipu (opmupoBanuu
6ubnmoTeuHoro (poHma 0Opa3oBaTENbHONM OpraHU3AIMKM BHIOUPAETCS HE MEHEe OJHOTO
U3JaHUs U3 TIEPEYUCIICHHBIX HIUKE MEeYaTHBIX M3JIaHUM U (UJIM) 3JIEKTPOHHBIX U3JaHUI B
KayeCTBE OCHOBHOTO, IPU 3TOM CIHCOK MOKET OBITh JOMOJHEH HOBBIMU M3AaHUSIMH.

3.2.1. OcHOBHBIE EeYATHLIE H31aHUA
1. KopneeB, M. K. [JoxkymeHTanmoHHoe oOecleueHue YIpaBlIeHUs: Y4YeOHUK U
NpakTUKyM JJIs cpeaHero npodeccuonansHoro odpaszosanus / 1. K. Kopuees, A. B.

[Tmenko, B. A. MamypueB. — 2-¢ u3f., nepepad. u gon. — Mocksa: M3narenbcTBo
Opaiit, 2021. — 384 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-
05022-6. — Texkct: onektponnbii //  OBC  IOpaiit [caéit] — URL:

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

2. Kacesnona, I'. 10. Jlenonpou3BoACTBO U Apyrue acmnekTsl padotel cekperaps / I'.1O.
KacwsinoBa — 7-¢ u3n., mepepab. u non. — Mocksa: U3marensctBo Abak, 2020. — 304
C.

3. AuryxoBa, H.®. Cucrtembl 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa: ydeOHOe mocobwue /



AntyxoBa H.®., /[3to6enko A.JI., JloceBa B.B., YUeunkoB KO.b. — Mocka: KuaoPyc,
2021. — 201 c. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. —
TeKkcT: IIEeKTPOHHBIN.

4. Aobymamze JI. T'. JloxymeHTarimoHHOE€ oOOECIEYEHUE YMPABICHHUS TEPCOHATIOM:
yU4eOHMK W TPAKTHKyM IS CpeiHero mnpodeccronambHoro obpazosanus /[ J. T.
Abynamze, U. b. Bempspkkuna, B. M. MacnoBa. — 2-e u3n., mepepab. U aom. —
Mocksa: U3parensctBo FHOpaiit, 2021. — 370 c. — (IIpodeccuonanbHoe oOpazoBaHue).
— ISBN 978-5-534-15076-6. — Tekct: snekrponHsiit // IbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/487121.



3.2.2. OcHOBHBIE JJIEKTPOHHBbIE U3TAHUSA
1. DneKTpoHHO-OMOIHMOTEeYHAs cucteMa ZNANIUM. [DnexTpoHHbII
pecypc]. URL:https://znanium.com/
2. DnexTpoHHas OubIuMoTeuyHas cuctema «Axagemus». [DnekTpoHHbI pecype]. URL:
https://www.academia-moscow.ru/elibrary/

3. DJexTpoHHas OoubIroTeYHas cuctema «tOpaifmy. [DneKTpOHHBIIH
pecypc]. URL:https://urait.ru/

4. DIEeKTpOHHas OonbnmoTeuHas cucteMa «KuoPyc».  [DnekTpoHHBII
pecypc]. URL:https://www.book.ru/

5. CnpaBouHo-nipaBoBas cucrema «Koncynbprant IDlmoc». OdunmanbHbiii callT
CIIC

«KoncynpranT miocy [Dnexktponnsii pecype] . URL: http://www.consultant.ru/

6. CnpaBouHo-mpaBoBas cuctema «I'apant» [DnexTponHsiii pecypc]. URL:garant.ru

7. CmpaBouHo-nipaBoBasg cucrtema «Koncopumym Kopekc» [DnekTpoHHBIN pecypc] .
URL: Koaexkce - [Ipodheccronanbhbie cripaBounbie cucteMsbl - Komeke (kodeks.ru)

8. OdunmanbHbIi caliT mporpamMmbl sl pacrio3HaBaHus Tekcta ABBY'Y FineReader.
OdunmanbHbIi cauT KOpIiopanuu Adobe. [DJ1eKTpOHHBIM pecypc]
URL.:https://www.abbyy.com/ru-ru/Finereader/

9. Odunmanereiii caiir Microsoft Office. Cmpaska. Odwunmanseiii caiit Microsoft
[DnexTponnsiii pecype] . URL.: https://support.office.com/

10. XKypnan «CripaBOYHHK KaJpOBUKa» [DNeKTpOoHHBIM  pecypc].
URL.:http://e.spravkadrovika.ru/

11. XKypuan «CropaBoUHUK cekpeTapss U oduc-MEHeIKepa» [DIECKTPOHHBIA pecypc].
URL.: http://www.sekretariat.ru/

12. XKypnan «Cekperapb pedeper» [Dnexkrponnsiii pecypc]. URL: http://www.profiz.ru/
13. XKypnan: JlenonpousBoACTBO U JOKYMEHTOOOOPOT Ha MPEANPUITHH. [DIEKTPOHHBIH
pecypc]. URL: https://delo-press.ru/journals/documents

14. ECM-Journal — moptan o 1udpoBU3aIMH, JICKTPOHHOM TOKYMEHTOOOOpOTE U
ousHec- mponeccax. [AnekTponnsiid pecype]. URL: https://ecm-journal.ru/

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. Konctutymus Poccuiickoit @enepanuu Odunmanbubiii ceTeBoil pecypce Ipesunenta
Poccun. [DnexTponnsiii pecypce]. URL: http://constitution.kremlin.ru/

2. Tpynosoit Konekc Poccuiickoit @enepanyu. CIIC «KoHCYnpTaHT ILTFOCH.
[DnexTponnsiitpecypc]. URL: http://www.consultant.ru/document/cons

3. ®epnepanbubiit 3akoH Ne 5485-1 «O rocymapctBenHoit Taiine» ot 21.06.1993
CIIC

«KoucyabranT mitocy. [DnektporHsii pecype]. URL:http://www.consultant.ru/cons

4. ®enepanbhbiii 3aKk0H Ne 98-D3 «O kommepueckoit TariHe» ot 29.07.2004. Cuctema
I'APAHT. [Dnexrponnsriii pecypc]. URL: http://base.garant.ru/12136454/

5. @enepanbhbiii 3ak0oH 0T 02.05.2006 No 59-®3 «O mopsake paccMOTpEHUs
obpamennii rtpaxknan Poccuiickoit ®enepammuy. CIIC «KoOHCYyabTaHT — IUIIOCH.
[DnexTponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

6. ®enepanbupiii  3akoH oT 27.07.2006 No 149-®3 «O6 wuHboOpmanuH,
UH(QOPMAIIMOHHBIX TeXHOJOruaAX U o 3ammute uHbopmauum». CIIC «KoucynbTaHT
wiocy. [Dnekrponnsiii pecype]. URL:http://www.consultant.ru/document/cons
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7. ®enepanbubiii 3akoH oT 27.07.2006 Ne 152-®3 «O mnepcoHaNbHBIX JTaHHBIX.
CIIC
«KoHcynbTaHT TLJIEOCY . [DJIEKTPOHHBII pecypc].
URL.:http://www.consultant.ru/document/cons
8. ®epnepanbHblil 3aKOH OT 26.12.2008 Ne 294-D3 «O 3amute npas IOPUIAYECKHUX JHI] U
WHJIUBUAYAJIBHBIX MPEANPUHUMATENICH NPU MPOBEACHUU TOCYIAPCTBEHHOIO KOHTPOJIS
(magzopa)». CIIC «KOHCYBTAaHT  ILTIOCH.

[D71eKTpOHHBII pecypc].
URL.:http://www.consultant.ru/document/cons
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9. ®enepanbubiii 3akoH OT 06.04.2011 N 63-DO3 «O06 anexTporHou noamucuy. CIIC
«Kon- CYJIbTAHT TLTEOCY. [DneKTpOHHBII pecypc].
URL.:http://www.consultant.ru/document/cons

10. Yka3 Ilpesunenta P® ot 30.05.2005 Ne 609 «O6 yrtBepxaenuun Ilomoxxkenust o
MEPCOHANBHBIX JTAHHBIX TOCYJAPCTBEHHOTO TPAXKAAHCKOTO ciyxkamero Pocculickon
®enepaunu U BeieHUU ero augHoro aena». CIIC «KoHCyapTaHT Tocy. [ DIEKTPOHHBIHN
pecypc]. URL:http://www.consultant.ru/document/cons

11. Vka3 IlIpesunenta PD or 05.12.2016 No 646 «OO6 yrBepxaeHun JlOKTPUHBI
uHpopmanmonHo 6e3zomacuoct Poccuiickoit @enepanumy CIIC «KoHCYyIbTaHT TUTIOCH.
[Dnex- TponHbIi pecypc]. URL:http://www.consultant.ru/document/cons

12. Ilocranosnenue [IpaButensctBa Poccuiickoit denepamuu ot 13.10.2008 Ne 749 «O6
OCOOEHHOCTSIX HampaBiieHUsT pPabOTHUKOB B ciykeOHble KomaHaupoBku» CIIC
«KoHcynbTaHT TLTIOC). [ DIIEKTPOHHBI pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW 80737

13. Tloctanosnenue IlpaButenscTBa Poccuiickoit @enepanuu ot 22.09.2009 Ne 754 «O06
yrBepxkAeHun  [lonoxkeHuss 0  cUCTEME  MEXKBEAOMCTBEHHOIO  3JEKTPOHHOIO
nokymeHToobopoTtay Koncopuumym «Koaeke». OnekTpoHHBIM (OHJ MpaBOBOM U
HOPMATUBHO-TEXHUYECKOUN uHpopMarmu. [ DneKTpOHHBIN pecypc]. URL:
http://docs.cntd.ru/document/902176142

14. TToctanosnenue IIpaButenscTBa Poccuiickoit @eaepanuu ot 08.09.2010 Ne 697 «O
€MHON CHUCTEME MEXBEIOMCTBEHHOTO AJIEKTPOHHOTO B3auMojieicTBus» KoHcopruym
«Konekcy. DaexkTpoHHbIA (OHJ MPaBOBOM M HOPMATHUBHO-TEXHUYECKON HH(MOpMAaIuu.
[DnexTponnsiii pecypc]. URL: http://docs.cntd.ru/document/902234385.

15. Tloctanosnenue IlpaButensctBa Poccuiickoit @eaepannu ot 02.03.2019 Ne 234 «O
CUCTEME YIpPaBJICHUS pean3aliuell HalnoHaiabHOM nporpammbl «L{udpoBas sxoHOMMKA
Poccuiickoii @enepannny Odunmanbupiii cadT MunuctepcTBa mMudpoBOro pa3BUTHS,
CBSI3M U MACCOBBIX KOMMYyHMKamui Poccuiickoit ®@enepamuu. [IIEKTPOHHBIN pecypcl].
URL.:https://digital.gov.ru

16. ITocranoBnenue IlpaButensctBa PD o1 24.07.2021 Ne 1250 «OO06 oTmenbHBIX
BOIIPOCAaX, CBSI3@HHBIX C TPYAOBBIMU KHIDKKAMH, U TPU3HAHUU YTPATUBIIUMH CHUITY
HEKOTOphIX akTOB [IpaBuTenbcTBa Poccuiickoit denepanu M OTAEIBHBIX TOJ0KEHUM
HeKkoTOpbiX akToB IIpaBurtenscTtBa Poccuiickonn ®enepanmm». CIIC «KoHcynpTaHT
wirocy. [AnekTponHsii pecype]. URL:http://www.consultant.ru/document/cons

17. Tlocranosnenue IlpaButensctBa P® ot 24.07.2021 Ne 1264 «OO6 yTBepkIeHUN
[IpaBun oOmeHa JOKyYMEHTaMH B  DJIGKTPOHHOM  BHJE TIpU  OpraHU3alUU
uHpopmanmonHoro B3aumoaehcTBus». CIIC «KoHCYmbTaHT TMUIHOC». [DIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

18. Ilpukaz Muntpyna Poccum ot 19.04.2018 Ne 266 «OO0 yTBepKIeHUU
npodeccuonanb- HOro crangapra "Crnenmwaimct 1Mo (OPMHPOBAHUIO DIEKTPOHHOTO
apxuBa'y. CIIC «KoHCynbTaHT TLTEOCY. [ DneKTpOHHBIM pecypc].
URL.:http://www.consultant.ru/document/cos_doc

19. Ilpukaz Muntpyna Poccum 0115.06.2020 Ne 3331 «O06  yTBepKIeHUU
npodeccronans- Horo cra"jpapra «CoemuanucT 1O OPraHU3alMOHHOMY |
JOKYMEHTAIIMOHHOMY oOecrnieueHuto ympasieHusi opranuzainuein». CIIC «KoHcynbranT
TLTIOCY. [ DJIEKTPOHHBI pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 357714/

20. Ilpukaz Muntpyna Poccum ot 19.05.2021 Ne 320 «OO yTBepxkaeHUU (QOpMBI,
nopsiika BeAEHUA W XpaHeHus TpyAoBbIX KHWKEK». CIIC «KoHCynbTaHT ILUTIOCH.
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[DnexTponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

21. Tlpuxa3z MunszapascoupazButust Poccun ot 14.08.2008 Ne 424n «O06 yTBepKIaeHUH
pPEKOMEHJAlMi MO 3aKJIIOUYEHHUIO TPYJIOBOTO JIOrOBOpa € pabOTHHUKOM (erepanbHOro
OropkeTHOro yupexaeHuss u ero npumepHoit dopme». CIIC «KoHcynbTaHT mITrocy.
[DnexTponnsiii pecypc]. URL:http://www.consultant.ru/document/cons

22. Tlpukaz Munkynetypbl Poccun ot 31.03.2015 Ne 526 «OO6 yrtBepxaenuu [IpaBun
OpraHu3allid XPAaHEHHs, KOMIUIEKTOBAHMS, Yy4€Ta M HCIOJIb30BaHHUS JOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit @enepaiii 1 APyrux apXWBHBIX JOKYMEHTOB B OpraHax
roCcyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYHIPABICHHUS W OPTaHU3ALMIX).
denepanbHOE apXUBHOE
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areHTcTBO. [Dnektponubiii pecypc]. URL: http: http://archives.ru/documents/ministry-
orders/prik_526 2015.shtml

23. [lpuka3z PocapxuBa ot 11.04.2018 Ne 44 «OO6 yrBepxkaenun IIpumepHoit
UHCTPYKLIMM TIO JCJIONPOM3BOJACTBY B TOCYJAapCTBEHHBbIX opranu3anusaxy». CIIC
«KoHcynbTaHT TUTIOCY. [DI1eKTpOHHBIIA pecypc].
URL.:http://www.consultant.ru/document/cos_doc

24. Ilpuka3z PocapxuBa ot 22.05.2019 Ne 71 «O6 yrBepxkaenuu IlpaBun
JIEJIOIPOU3BOACTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHaXx MECTHOIO CaMOYIPABICHUSD.
denepanbHOE apXHBHOE areHTCTBO. [DJIEKTpOHHBI pecypc]. URL:
http://archives.ru/documents/rules/office-work-rules- gos.shtml

25. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «OO0 ytBepxkiaenuu IlepedHs THUMOBBIX
yIPABJICHUYECKUX apXUBHBIX JOKYMEHTOB, OOpa3yIOIIMUXCA B MPOLECCE AESITeIbHOCTU
rOCYJIJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHHS W OpraHHU3aldl, C
yKa3aHUEM CPOKOB UX XpaHeHUs». DenepanbHOE apXMBHOE ar€HTCTBO. [DJIEKTPOHHBIM
pecypc]. URL: http://archives.ru/documents/perechen_typdocs.shtml

26. [Ipuka3 PocapxuBa or 20.12.2019 Ne 237 «O6 ytBepxkaeHuun HWHCTpyKIuU 110
npuMeHeHuto  [lepeyHs  TUNOBBIX  YNPABIEHYECKUX  APXUBHBIX  JOKYMEHTOB
oOpa3yloluxcsi B MpPOLEcce JeATEIbHOCTH TOCYIapCTBEHHBIX OpraHOB, OPraHOB
MECTHOTO CaMOYIPABJIEHUsS W OpraHU3allii, C yKa3aHUEM CpPOKOB HMX XPaHECHHS.
denepanbHOE apXHBHOE areHTCTBO. [DJIEKTPOHHBIN pecypc]. URL:
http://archives.ru/documents

27. Ilpuka3z Pocapxusa ot 09.12.2020 Ne 155 «O06 ytBepxkaenuun [IpaBun opranuzanuu
XpaHEHMs, KOMIUIEKTOBaHUsA, Y4€Ta M  HUCIOJb30BAaHUA  HAYYHO-TEXHUYECKOU
JOKYMEHTAllUM B  OpraHax TOCYJapCTBEHHOW  BJIACTH, OpraHax MECTHOIO
caMOyIpaBJIEHUs, TOCYJAPCTBEHHBIX M MYHUIIMNAIbHBIX OopraHu3aunusx». denepaibHoe
apXMBHOE areHTCTBO. [ Anekrponnslid pecype]. URL: http://archives.ru/documents

28. Ilpuka3z PocapxuBa ot 24.12.2020 No 199 «O06 ytBepxkaeHUH METOIUYECKUX
pEeKOMEeHaIui 1Mo pa3paboTKe MHCTPYKIMM MO JETOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX
OpraHax, OpraHax MECTHOrO camMmoymnpanieHus». denepaibHOE apXHMBHOE areHTCTBO.
[Dnextponnbiii  pecypc]. URL:  https://archives.gov.ru/documents/methodics/2020-
recommendations-deloproizvodstvo.shtmi

29. TlocranoBnenue I'ockomcrata Poccum ot 05.01.2004 Ne 1 «OO6 yTBepKAcHHUH
yHUDUIIUPOBAHHBIX (HOPM TMEPBUUYHONU YUYETHON JOKYMEHTAIIMU MO Y4€Ty TpyAa U €ro
omnate» CIIC  «KoHcynbTanT TLTEOCY. [DneKTpOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

30. 'OCT 9327-60 bymara u wusnmenusi u3 Oymaru. llorpeburtenbckue ¢dopMaTs
Koncopmuym «Komekcy. DnekTpoHHBIN (OHJ MPAaBOBOM MU HOPMATHBHO-TEXHUYECKOUN
uHdpopmanmu. [Dnektpornsiit pecype]. URL: http://docs.cntd.ru/document/1200004908

31. 'OCT P NCO 23081-1-2008 HamumonansHbIl cTanmapT Poccuiickoit deneparmmm.
Cucrema craHgapToB 10 wuHGOpMANKK, OUOJIUOTEYHOMY U H3IATEIBCKOMY JICIy.
IIpoueccsl ynpaBiieHHs JIOKyMEHTaMH. MerajgaHHele i1 J0KyMeHTOB. Yacte 1
[Tpunnunsl. Koncopunym

«Kopekcy. DnaexkTpoHHbIA (OHII MPaBOBOW M HOPMATHUBHO-TEXHUYECKOW HH(MOpMaIuu.
[DnexTponnsiii pecypc]. URL: https://docs.cntd.ru/document/1200067603

32. TOCT P  54471-2011/ISO/TR  15801:2009  «Cucrembl  3JIEKTPOHHOIO
JOKYMEHTOOoOOpoTa. YrmpaBieHue aokyMeHtauue. WHdopmanus, coxpaHsemasl B
AJIEKTPOHHOM BHjEe. Pexomenaanuu no oO0ecneyeHuto JOCTOBEPHOCTH U HAAEKHOCTH
Koncopiuym «Kogeke». DnexkTpoHHbIA (DOHJ NPaBOBOM U HOPMATHUBHO-TEXHUYECKON
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uHpopMmaruu. [Dnekrponnsiid pecypce]. URL: http://docs.cntd.ru/document/gost-r-54471-
2011

33. TOCT P  53898-2013  «CucreMbl  3JIEKTPOHHOTO  JIOKYMEHTOOOOpOTA.
B3auMogeiicTBue cucteM ympaBieHHs JOKyMEHTaMHU. TexXHUYecKkue TpeOoBaHUs K
aneKTpoHHOMY cooOmieHno» Koncopunym «Komekey». DnekTpoHHbIN (OH paBOBOMl U
HOPMAaTUBHO-TEXHUYECKON uH(pOpMaInu. [DJIEKTPOHHBI pecypc]. URL:
http://docs.cntd.ru/document/1200108037

34. TOCT P 7.0.8-2013. Cucrema ctanaapToB mo uH(pOpMaIuu, OUOIUOTEUHOMY U
M3/1aTEeIbCKOMY JIeTy. Jlenonpon3BoaCTBO U apXMBHOE Aei0. TepMHUHBI U ONpPEAEICHHUS.
35. Koncopumym «Kogeke». OnexTpoHHblid (OHI NpPaBOBOM W HOPMATHUBHO-
TEXHUYECKOU uHdopmaIuu. [DJIEKTPOHHBII pecypc]. URL:
http://docs.cntd.ru/document/1200108447

36. 'OCT P 53898-2013. HanmonaneHsiii ctangapT Poccutickoit denepanmu. Cuctemsl
AJNIEKTPOHHOTO JOKYMEHTO000poTa. B3aumoielicTBre CUCTEM YIpaBiIeHUs TOKYMEHTaAMHU.
Texnuueckue TpeOOBaHMUS K AIIEKTPOHHOMY coobmenuto. Koncopuuym «Kopekcy.
OneKTpoHHBIM  (QOHJI  MPaBOBOM W HOPMATHUBHO-TEXHUYECKOM  HH(OpMaIuu.
[nexTponnsiit pecype]. URL: https://docs.cntd.ru/document/1200108037

37. TOCT P MCO 30300-2015 HamwmonaneHubiii ctanmapT Poccuiickoit denmeparuu.
Cucrema craHgapToB MO HHPOPMALMHM, OMOJIMOTEYHOMY M HU3JATEIBCKOMY JIEIy.
Nudopmanusa u gokymeHtanus. Cucrembl ynpaBieHHs JAOKyMeHTamMH. (OCHOBHBIE
nonoxeHnuss u cioBapb. Koncopuuym «Konekcy. OnekTpoHHbIH (OHI MpaBOBOM U
HOPMaTUBHO-TEXHUYECKON uH(popMauu. [ DJIEKTPOHHBIN pecypcl]. URL:
https://docs.cntd.ru/document/1200128331

38. 'OCT P 7.0.95-2015. HaumonanwHbiii ctanaapt Poccuiickoit denepanuu. Cuctema
CTaHIapTOB MO HH(pOpMaLuU, OMOIUOTEYHOMY M H3JATEIbCKOMY JAENy. DJIEKTPOHHbIE
NOKyMeHTbl.  OCHOBHBIE  BHJBI,  BBIXOJHBIE  CBEJCHMS,  TEXHOJOIMYECKUE
xapakrepuctuku. Koncopuuym

«Komekcy. DnexTpoHHBIA (OHI MPAaBOBOW M HOPMATUBHO-TEXHUYECKOW WH(OOpMAIUH.
[DnexTponnsiii pecype]. URL: https://docs.cntd.ru/document/1200128317

39. TOCT P 7.0.97-2016. Cuctema ctanmapToB mo uHpopmanuu, OHOIMOTEYHOMY H
U3aTenbCcKoMy Aerny. OpraHu3alnOHHO-pacopsIIUTENbHAs ToKyMeHTauus. TpeboBaHus
K odopmiiennio JokyMeHTOB. CIIC «KoHCynbTaHT IUIIOCY. [DJIEKTPOHHBIN pecypc].
URL.: http://www.consultant.ru/document/cons_doc LAW 44595/

40. TOCT P NCO 15489-1-2019. HanmonanwHeii cTanaaptT Poccuiickoit denepanuu.
Cucrema craHgapToB IO HHPOPMALMH, OUOJIMOTEYHOMY M HU3AATENbCKOMY JEIy.
Nudopmanus u noxkymeHtauus. YmnpasieHue aokymeHtamu. Yacte 1. [loHsiTus wu
MPUHIIAIIBI CIIC «KoHCynbTaHT TLTEOC. [DneKTpOoHHBIN pecypc].
URL.:http://www.consultant.ru/about/

41. O6mepoccuiickuii knaccupukarop npodeccuit pabounx, JOKHOCTEH CIyKalux U
TapudHBIX pa3panoB. [DnekrpoHHbI pecypce]. Koncoprmym «Komekcy. DneKTpOHHBIN
dboHx MpaBoOBON H HOPMATUBHO-TEXHUYECKON  MH(OpMaIuu. URL:

https://docs.cntd.ru/document/9029638

42. KBanu(uKalMoHHbI CHOPABOYHUK JIOJDKHOCTEH PYKOBOAMTENEH, CHEIUATNCTOB U
IpyTUX Clyxamux. [DnekTpoHHbld pecypc]. Koncopiumym «Kopeke». DJIEKTpOHHBIN
donampaBoBOil U HOPMATUBHO-TEXHUYECKON  MH(OpManuu. URL:

https://docs.cntd.ru/document/58839553?marker=656010

43. Enunblii TapudHO-KBAIMPUKAIUOHHBIN CIpaBOYHUK paboT U mpodeccuil paboymx,
OTpaclieBble  KBAIM(PUKAIIMOHHBIE COPAaBOYHMKUA [DnekTpoHHbld pecypc]. URL:
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https://docs.cntd.ru/document/901927009

44. OOmepoccuiickuil kiaccupukaTop 0OBEKTOB aIMUHUCTPATUBHO-TEPPUTOPUATILHOTO
nenenust (OKATO) [Onektponnsiii pecypc]. Koncopuuym «Koaeke». DnekTpoHHBIN
dbon IIPaBOBOM 51 HOPMAaTUBHO-TEXHUYECKOU uHdopmauu. URL:
https://rosstat.gov.ru/opendata

45. O6mepoccurickuii kinaccudukarop napopmanuu o Hacenenuu (OKMH) CIIC «Kon-
CYJBTAHT ILTIOCY [DekTponubiid pecypc]. URL: http://www.consultant.ru/document/cons
46. Obmepoccuiickuii  kinaccudukatop  ympasieHdecko — gokymeHtarmuu  (OKVY /)
CIIC

«KoHcynpTaHT TLTIOCH [DNEeKTpOHHBIH pecypc]. URL:
http://www.consultant.ru/document/cons

47. OOmepoccuiickuii  knaccuduxatop mnpeanpustuii u opranuzanuit (OKIIO) CIIC
«KoH- CYJIbTaHT TLJTIOC) [ DIIEKTPOHHBIM pecypc]. URL:
http://www.consultant.ru/document/cons

48. OOmmepoccuiickuii  kinaccupukarop crnenuaibHocTed 1o obOpazoanuio (OKCO)
CIIC

«KoHcynbTaHT TUTIOC) [DJIeKTPOHHBII pecypc]. URL:
http://www.consultant.ru/document/cons

49. Obmepoccuiickuil kinaccudurkarop npodeccuii pabounx, JOHKHOCTEH CIY>KaIUX U
tapudubix paszpsnoB (OKIIJTP) CIIC «KoncynbTaHT muiroc» [DIEKTpPOHHBIA pecypc].
URL.: http://www.consultant.ru/document/cons

3.2.4. JlonoJIHUTEIbHbIE MeYaTHbIE H31aHUsA

1. Awnpapeena B.U. Jlenonpous3BoacTBO: OpraHu3aius U BeJACHUE: YUeOHO-TIPAKTUYECKOE
nocobue / AugpeeBa B.11. — Mocka: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-
00580-4. — URL.: https://book.ru/book/934225. — TekcT : 31eKTPOHHBIH.

2. AnzopoBa C.II. Opranuzanus TpyAa TOCYJapCTBEHHBIX M MYHULHMNAIbHBIX
ciyxkamumx : ydeonoe mocooue / C.II. Anzoposa, C.I'. demgopuykoBa. — Mocksa :
NH®PA-M, 2021. — 160 c.

— (Bwicmee obpaszoBanme: bakamaBpuar). - ISBN 978-5-16-016369-7. - Tekcr
anekTpoHHbId. - URL: https://znanium.com/catalog/product/1151473. — Pexum gocrymna:
IO TIOJIITHCKE.

3. bymnar P.E. JlokymMeHTallMOHHOE OOECIEUEHUE YIPABJICHUS TMEPCOHAIOM: ydeOHOe
nocobue / P. E. bynmar. — Mocka: UHOPA-M, 2019. — 234 c. + Jlon. maTepuaisl
[[DnexTponHBI pecypc]]. — (Bwicmiee oopa3oBanue: bakamaBpuar). - ISBN 978-5-16-
010318-1. - Tekcrt: anmexkrponnsIit. - URL: https://znanium.com/catalog/product/1007087.
— Pexxum nocrtyma: 1o noamnucke.

4. TyryeBa T.A. KoHduneHnmaibHOe ACTONPOM3BOACTBO: ydyeOHOe mocodue / T.A.
I'yryesa.

— 2-e u3na., nepepad. u gon. — MockBa: UHOPA-M, 2021. — 199 c. — (Cpennee
npodeccuonanbHoe oopazoBanue). - ISBN 978-5-16-016585-1. - TekcT: 31eKTPOHHBIH. -
URL.: https://znanium.com/catalog/product/1191331. — PeskuM gocTyma: 1o mojarnucKe.

5. I'ycapoa M.H. OpraHuzanuoHHO-UH(POPMAIIMOHHOE U JOKYMEHTAIIMOHHOE
obecrieueHre eATEIBHOCTH PYKOBOIUTENA: ydeOHO-MeToauueckoe mnocodue / M. H.
I'ycaposa, C. B. I'opky.

— MockBa: PTY MUPDA, 2021. — 106 c. — Tekcr : anekTpoHHbId // Jlawp :
AJIEKTpOHHO- OmOnmoTeunas cuctema. — URL: https://e.lanbook.com/book/176556. —
Pexxum noctyna: Juisi aBTOpHU3. MOIb30BaTENCH.
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6. JlemonpousBonactBo: yueonuk / T.A. beikoBa, JI.M. Bsiosa, F0.M. Kykapuna, JI.B.
Cankuna; nmoa obur. pea. noi. T.A. beikoBoil. — 4-e u3., nepepad. u gomn. — MoOCKBa :
NH®PA- M, 2021. — 393 c. + [lon. matepuansl [[DnekTpoHHbIl pecypc]]. — (Briciee
obpasoBanue: bakanmaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. -
Tekct: anektponnsd. - URL: https://znanium.com/catalog/product/1014190. — Pexum
JOCTYyIA: MO MOJIHUCKE.

7. Jloponuna JI.A. JlokyMmMeHTalMOHHOE OOecleyeHre YhpaBieHUs: Yy4YeOHHK U
MPaKTUKYyM 7Sl cpeaHero npodeccuonanbHoro odpaszoBanus / JI.A. Jloponuna, B. C.
WputukoBa. — Mocksa: M3natensctBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonansnoe
obpazoBanue). — ISBN 978-5- 534-05783-6. — Texkct: anekrponnsiii // DbC FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/473802.

8. KoHdunenumanbHoe  ACNONPOU3BOACTBO U 3AlMINEHHBIA  3JIEKTPOHHBIM
nokymenrooooport: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Konapamosa, A.T.
®abpuunoB; mox obmi. pea. H.H. Kynsesa. - 2-¢ uza., nepepad. u nmom. - Mocksa
Jloroc, 2020. -

500 c. - (HoBas ynuBepcutetrckas o6ubmuorexa). - ISBN 978-5-98704-711-8. - Tekcr :
anektponHbiid. - URL: https://znanium.com/catalog/product/1212394. — Pexxum nocryma:
10 TIO/AMUCKE.

9. Kopnee U.K. Texunueckue cpencrsa ynpasienus: yaeonuk / N.K. Kopnees, I".H.
Kcannomnyno. — Mocksa : UTHOPA-M, 2019. — 200 c. — (Bsicmee 06pa30BaHHe
bakanaBpuar). - ISBN 978-5-16-003620-5. - Texct
3JIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/991843. — Pexxum ocTyna: 1o moJImmcKe.

10. Ky3nenos 1.H. JlokymeHTalmmoHHOE o0ecIieueHue yrnpapieHus. JJokyMeHTo000poT 1
JICJIONIPOU3BOACTBO:  YYCOHMK M TPAKTUKYM IS CpeaHero mnpodeccCHOHaIbHOTO
ob6pazosanus / 1. H. Ky3nernos. Mockga: M3narenbcTBo
Opaiit, 2021. — 462 c. — (Ilpodeccuonansnoe obpazoanue). — ISBN 978-5-534-
04604-5. — Tekcr : oanektponnbii // 3OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

11. Ky3nenos U.H. JIokyMeHTaIlMOHHOE OOECICUCHUE YIIPABICHUS TIEPCOHAIOM:
y4eOHMK M TNPaKTUKyM Mg cpedaHero mnpodeccuoHansHoro obpazoBanus / W. H.
KysnenoB. — Mocksa: U3narensctBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5- 534-04451-5. — Tekcr : anekrponnsiii // Ob6C FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/444432.




12. Opranuzanus  cekperapckoro  oOciayxuBanun: OJOYMK /  B.B.Tamaxos,
O. b. Hazapenko, [DnektpoHHoe yueOHoe u3manue]. — (Cpemnee mnpodeccuoHalIbHOE
obOpasoBanne -  Tekcr:  osmektponnbii. -  URL:  https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptukyn u3na- vusi: 601817641

13. TTaBmoBckas O.FO. IIpaBoBoe obecrnieueHne KaapoBOTO JEIOMPOU3BOJICTBA: YIEeOHOE
nocobue nis By3oB / O.10. IlaBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2021. —
213 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-11565-9. — TekcT: 371eKTpOHHBIN
// OBC KOpaiit [caiiT]. — URL.: https://urait.ru/bcode/476289.

14. CocHoBas A. AccucteHnt pykoBoautens. Jlalipxaku npodeccun: KHUTa-TpeHUHT / A.
CocnoBas. - Canxt-IlerepOypr: Ilurep, 2021. - 208 c. - ISBN 978-5-4461-1489-4. -
Texct: anexkrponnsiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum
JOCTYIA: IO MOJIITUCKE.

15. [HumoB  O.B.  CoBpemMeHHbIE  TEXHOJOTMHM M  TEXHHYECKHE  CpEJICTBa
uHpopmaruzanuu: yueonuk / O.B. [lIumos. — Mocksa : UHOPA-M, 2022. — 462 c. +
Hom. wmarepuansl [[DnektpoHHbli  pecypc]]. — (Cpemnee mpodeccruoHanbHOe
obOpazoBanue). - ISBN 978-5-16- 017112-8. - Tekcr : osnexktponHsii. - URL:
https://znanium.com/catalog/product/1764799. — Pexwum qocTyma: 1o MOIHCKE.

16. IllyBanoBa H.H. OcHOBBI A€NONPOU3BOACTBA: YUEOHUK U MPAKTUKYM JIJII CPEIAHETO
npodeccuonanpHoro ooOpasosanuss / H.H. IllyBanosa, A.FO. NBanoBa; mox oOuieit

penaknuerr H.H. llyBanoBoii. — 2-e mu3a., mepepad. u mon. — MockBa: M3gaTenbcTBO
Opaiit, 2021. — 428 c¢. — (IlpodeccuonansHoe oOpazoanue). — ISBN 978-5-534-
11014-2. — Texkct: oamektponnbii  //  ObC  WOpait [caiit]. —  URL:

https://urait.ru/bcode/469548.

3.2.5. JlonosiHUTEIbHBIE YJIEKTPOHHbIE U3IaHUS

1. MunuctepctBo mnpocsenieHust Poccuiickoit denepanuu. [IIEKTpOHHBIN pecypc.

URL.:https://edu.gov.ru/

2. Oepnepanbubiii optan "Poccuiickoe oOpazoBanue". [DnekTpoHHbI pecype]. URL:

http://www.edu.ru/

3. ®denepanbHbIi HEHTP HHPOPMALIMOHHO-00PA30BaATENBHBIX PECYPCOB. [ DNEKTPOHHBIN

pecypc]. URL.: http://fcior.edu.ru/

4. denepalbHBIN LEHTpP AJIEKTPOHHBIX 00pa30BaTENbHBIX pecypcoB.
[DnexTponnsiiipecypc]. URL: http://fcior.edu.ru/

5. EnuHoe OKHO JOoCTyna K o0pa3oBaTelIbHBIM pecypcaM. [DJIEKTPOHHBIM pecypc].

URL:http://window.edu.ru/
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4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHU
HPOPECCHUOHAJBHOI'O MOAYJIA

Koa u HaumeHoBaHue
npo¢ecCUOHAIBHBIX U 00IIUX
KOMIIeTeHIIuii, (popMUpyeMBbIX

B paMKax MOayJs

Kpurepun onenkn

MeToabl OlIeHKH

MK 1.1. OcymectBasats npu-llonyuenue HE0O0X0UMOHKOHTPONb BBHIIOIHEHUS TPaKTHUYe- CKUX
EM-Tiepeady yIpaBiieH4Ye- CKOHWHGOpMaIun u nepenavazajaHuid.
WHPOPMALIMK C TOMO- IIBIOCAaHKIUOHUPOBaHHOW MH(pOpMAMU CYCTHBIH WM  TECTOBBIH  KOHTPOJb
CpeAcTB MH(OPMAIMOH- HBIX HMCIOIb30BaHHEM CPEJICTBTEOPETUUECKHUX 3HAHUM.
KOMMYHHKAIIHOHHBIX MH(POPMALMOHHBIX nAHaIN3 51 OIICHKA pemeHni
TEXHOJIOTHA. KOMMYHHMKALIMOHHBIX TEXHOJIOTUH  [MPOOJIEMHBIX CUTYyaLUil.
[TpoBepouHble pabOTHI MO KaXKIOWTEME.
ATTecTalMsg 10  IPOU3BOACTBCHHOM
MIPAKTHKE.
KOHTpONb BBITOJHEHUS MPAaKTHYE- CKHX|
MK 1.2. KoopauHupoBaTh, 3aTaHUM.
paboTy mnpueMHON pykoBoau-KoopauHaiust paOOThl NPUEMHONHYCTHBIH MM TECTOBBIM  KOHTPOJIH)
TeJsl, 30H INpHEeMa pa3IUYHBIXpYKOBOAWTENS W  30H  NPUEMATEOPETHUECKHUX 3HAHWM.
KAaTEerOpUil MOCETUTENCH  Op-pa3iuyHbIX KaTEropuil moceTuteneilAHanus u OLICHKA peuieHuit
FaHU3aLHH. OpraHU3alHun MPOOJIEMHBIX CUTYaLHH.

[TpoBepouHble pabOTHI MO KaXKIOUTEME.

IIK 1.3. Bmamerr HaBBIKAMHU

[IAaHUPOBAHUS pabouero
BPEMEHH  PYKOBOJIUTENS U
CeKpeTapsl.

[lnannpoBanue paboOYero BpeMEHH
pykoBoauTenss u paboyero JHs
ceKpeTaps

KOHTpOJ]b BBITIOJIHCHUSA TTPAKTHUYC- CKUX|

3aJaHUM.

YCTHBII HMIM  TECTOBBIM  KOHTPOIIH
TEOPETUYECKUX 3HAHHH.

IAHamm3 Hu OIIEHKA peleHui

MpPOOJIEMHBIX CUTYaLHH.
[TpoBepouHble pabOTHI MO KaXIOUTEME.

TPYJHUKOB OpraHU3aINH.

MK 1.4. OcymectBnsaTe noa-OpraHu3anus JENOBBIX  IOE3/OK
TOTOBKY  JIEJNOBBIX  TO€3IOKPYKOBOAMTEIS
PYKOBOAMTENS. W JPYTUX CO-H JPYTHX COTPYIHUKOBOPTaHU3AINH

KOHTpOJ'IL BBITIOJIHCHUS ITPAKTUYC- CKUX]

3agaHui.

'YCTHBII WJIM  TECTOBBIM  KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

IAHaTn3 u OILIEHKA peuieHuit

MPOOJIEMHBIX CUTYyalUH.
[TpoBepouHble pabOTHI MO KakKIOUTEME.

MK 1.5. Bmametrp cmocobamu
OpraHM3anuyd  pabodyero Mpo-
CTpaHCTBAa TpPHUEMHOW W KaOu-
HETa PyKOBOIUTEIIS.

Opranuzanuss W [OAJECpPKAHUE
(yHKLIMOHAIBHOTO paboyero|
MPOCTPAHCTBA

KOHTpOJ'II) BBITIOJIHCHUSA TTPAKTHUYC- CKUX|

3aJaHUM.

YCTHBI WM TECTOBBI  KOHTPOJIb|
TEOPETUUECKUX 3HAHHM.

AHanns Hu OIIEHKA peleHui

MpPOOJIEMHBIX CUTYaLUH.
[TpoBepouHble pabOTHI MO KaXKIOUTEME.
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K 1.6.
OcymecTBiaATh  paboTy 1O
MOJNTOTOBKE W  IMPOBEICHHIO

KOH(QEPEHTHBIX MEpPOTIPHSI- THH,
oOecrieunBaTh nHbOP-
MaIMOHHOE  B3aUMOJICHCTBHE
PYKOBOJMTENS C TOApa3zesie-
HUSIMA W JIOJDKHOCTHBIMH JIU-
[aMU OpraHU3aI|H.

Opranuzanus MIOJITOTOBKH u
[POBEJICHUE BHYTPEHHUX M BHEITHUX
KOH(EPEHTHBIX MEPONPHUSATHH,
obecrieueHme MH()OPMAITIOHHOTO

B3aMMOACHCTBUAS PYKOBOAHUTEIS C
MOApa3ACICHUSIMU U JOJKHOCTHBIMU
ITUAIAMA OpTaHU3AIINH.

IKOHTpOJIb BBINOJIHEHHSI MPAKTHYE- CKUX
BaJaHUN.
'YCTHBIM WM~ TECTOBBIA  KOHTPOJIb

TEOPETUUECKUX 3HAHUH.

IAHaITN3 W OIICHKA PEIICHUH IPOOIEMHBIX
CUTYALUH.

[MpoBepouHble pabOTHI IO KaXKIOUTEME.

MK 1.7.

OdopMIsaTs OpraHU3alMoOH- HO-
pacropsiAnTeNbHbIE JIOKY-
MEHTBl W OpPraHM30BBIBATH
paboTy ¢ HUMH, B TOM YHCIIE C
MCIIOJIb30BaHHEM aBTOMaTu-
BUPOBAHHBIX CHCTEM.

Odopmnenue OpraHU3alUOHHO-
[PACTIOPSIUTENBHBIX JOKYMEHTOB U
opraam3anus paboTsl C HUMH, B TOM
qUCITe c WCTIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

IKOHTpOJIb BBINOJIHEHUSI NPAKTHYE- CKUX
BaJaHUN.

YCTHBI WM TECTOBBIN
TEOPETUUECKUX 3HAHUH.
IAHaITN3 U OIICHKA PEIICHUH IMPOOIEMHBIX
CUTYALUH.

[TpoBepouHBIE PaOOTHI IO KAXKJOUTEME.

KOHTPOJIb|

1K 1.8.

OdopMasTh  JOKYMEHTBl IO
IMTMYHOMY COCTaBy W OpIaHH-
30BBIBaTh pabOTy C HUIMHU, B TOM|
YUCJIE €  HUCIOJIBb30BAHHEM
ABTOMATHU3HPOBAHHBIX CH- CTEM.

OdopmicHue JIOKYMEHTOB 1o
ITMYHOMY COCTAaBY M OpraHH3aIlHsl
Ipa6OTLI C HHMH, B TOM 4YHUCIIC C(
MCIIOJIb30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM

IKOHTpOJIb BBIMIOJIHEHUSI TPAKTHUE- CKUX
BaJlaHuM.

YCTHBIM WM~ TECTOBBIM
TEOPETUYECKUX 3HAHUM.
AHAJIM3 M OIICHKA PEIICHUH TPOOJIEMHBIX|
CUTYALIMH.

[TpoBepouHBIE PadOTHI IO KAXKJOUTEME.

KOHTPOJIb

I1K 1.9.

Opranu3oBBIBaTh TEKyIllee
XpaHeHUe JIOKYMEHTOB,
00paboTKy nen IS
OTepaTUBHOTO W  apXHUBHOTO
XpaHEHUs, B TOM YHCIE C
HMCII0JIb30BaHHEM

ABTOMATU3UPOBAHHBIX CUCTCM.

Opranuzanusi TEKyLIEro XpaHeHHs
ITOKyMEHTOB, 00paboTka Jen s
OIIEepaTHBHOTO u apXHUBHOTO
XpaHeHHWs, B TOM  4YHCIIE C
MCIIOJIb30BaHNEM
ABTOMATH3UPOBAHHBIX CHCTEM

IKOHTpOJIb BBIMOIHEHUSI NPAKTHYE- CKUX
BaJTaHM.

YCTHBIE MM TECTOBBIM
TEOPETUUECKUX 3HAHUIL.
IAHaTTM3 M OIlEHKA pPelIeHHUH MPOOIIEMHBIX
CUTYALMH.

[TpoBepouHBIe PabOTHI IO KaXKJOUTEME.

KOHTPOJIb

I7 UHPOPMAITHOHHBIC
TEXHOJIOTHH JUTSl BHITIOJTHEHHSI
Bamay rnpodeccuoHaIbHON
eI TETPHOCTH;

OK 01. KoHTposnb BBIIOTHEHHS TMpaKTHYe- CKUX|
Be10upaTs crnocoObl pemeHusBrIOOp crmocoba pemreHus 3amad3aiaHuil.
Bagad npodecCHOHATBHORPO(ECCHOHANBHON ~ ACATENILHOCTHY CTHBI ~ MJIM  TECTOBBIH  KOHTPOJIb)
MesITeIbHOCTH IPUMEHUTENb- HOMMPUMEHUTEIBHO K Pa3IMYHBIMTEOPETUYCCKUX 3HAHWH.
K Pa3JIMYHBIM KOHTEKCTaM; KOHTEKCTaM IAHAJIN3 ¥ OLIEHKA PELICHUI IPOOIEeMHBIX
CUTYaLIMH.
[IpoBepouHbIe pabOTHI IO KaXKJOUTEME.
OK 02. Mcnonp3oBanue cOBpeMEHHBIX|[KOHTPOJIb BBIOTHEHUSI TPAKTHUYE- CKHX|
Mcnonp30BaTh  COBpEMEHHBIECPEICTBA  [OWCKA,  aHalW3a  HMBaJaHui.
CpelcTBa IOHMCKA, aHaIW3a HWWHTEPHpPETauud WHPOpPMAnUM, H[YCTHBIA HMIM  TECTOBBIH  KOHTPOJIH)
WHTEpIpeTauu HHPOPMA- ITHU,MCTIONB30BaHie  HH(POPMAIMOHHBIXTEOPETHUECKIX 3HAHNH.

TEXHOJIOTHIA JJIsS BBITIOJIHEHUS 3a/1ay
MpohecCHOHANBHON IEATEINBHOCTH.

IAHAJIN3 ¥ OLIEHKA PELICHUI IPOOIEeMHBIX
CUTYaLHi.

[MpoBepounbie pabOTHI MO KaXKI0U
TeMe.
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CONUAJIBHOIO W  KYJBTYPHOI'O
KOHTCKCTa

OK 04. Bsanmoneiicteue u  pabora  BKOHTpONb BBHIONHEHHS! TpaKTHYe- CKHX
DddexTuBHO KOJUICKTUBE ¥ KOMaH]IE BaTaHHM.
B3aMMOJICHCTBOBATh U PabOTaTh| 'YCTHBI WM TECTOBBIA  KOHTPOJIb
B KOJUIGKTUBE HKOMAH/IE; TEOPETUUECKUX 3HAHUM.
IAHaITN3 W OIICHKA PEIICHUH IPOOIIEMHBIX
CUTYaLMH.
[TpoBepouHble pabOTHI IO KaXIOUTEME.
OK 05. OcymecTBiieHNe YCTHOH WKOHTPOJIh BBITOTHEHUS TPAKTUYE- CKHX
OCyIIeCTBIAT,  YCTHYIO  HIIUCBMEHHOH KOMMYHHKAIIMA  HaBaJaHWA.
MUCHMEHHYI0  KOMMYHHUKAIUIOTOCYJapCTBEHHOM SI3BIKE]YCTHBI ~ WJIM  TECTOBBIM  KOHTPOJIb
Ha TrOCyIapcTBEHHOM si3blkePocculickoii ®enepauuu C y4eTOMTEOPETHYECKUX 3HAHUM.
Poccuiickoit  Depepannu  COCOOCHHOCTEH  CONMANBHOTO  HMAHAIN3 M OICHKA PEIICHUH IPOOIEMHBIX|
[y4eToM 0COOEHHOCTEHKYIBTYPHOTO KOHTEKCTa CUTYaLHil.

[MpoBepouHble pabOTHI IO KaXkIOUTEME.

OK 009.
Ilonb30BaThHCS
rmpodecCHoHaATBHON
IMOKyMeHTauuen
roCy/1apCTBEHHOM
MHOCTPAHHOM SI3BIKaX

HA|

lcnons3oBanue mpodeccHoHANIBHOMN
WMOKYMCHTAaIlMK HA IOCyJapCTBCHHOM|
M THOCTPaHHOMSI3BIKAX

KoHTposb BBINOMHEHHS TMpaKTHYe- CKUX|
BaJlaHUN.

YCTHBII WM TECTOBBIA
TEOPETUUECKUX 3HAHUIL.
IAHAJTM3 ¥ OlICHKA PeIICHUI MPOOJIEMHBIX
CUTYALIMH.

[TpoBepouHBIE PabOTHI IO KaXKJOUTEME.

KOHTPOJIb
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PabGouyasi nporpamma npo@eccCuoHAJIbHOI0 MOAYJIA
IIM.02 OPTAHU3ALIUSI APXUBHOM PABOTHI 1O JIOKYMEHTAM
OPT'AHU3AIINUA PAS/INYHBIX ®OPM COBCTBEHHOCTHA

O6BeM npodeccHOHAIBHOTO MOAYJIS — 645 Jac.

Maruuroropck, 2025

79



Pabouas nmporpamma npogeccuoHaIbHOro MOy pazpaboTaHa Ha OCHOBE
benepaibHOro rocyAapCTBEHHOTO 00pa30BaTEIBHOTO CTAHIapTa CPETHETO
npodeccHOHaIBHOTO 00pa3oBaHus 1o criennanbHocTH/IIpodeccun 39.02.01
ConmanbHas padota. Ykpynuennas rpymmna 39.00.00 Comuosiorus u conpanbHas

pabora.

Pa3padoTunkn
paboueii mporpaMmsl
npo¢hecCHOHAIBHOIO
MOTYJIS:

Peuensentsl (npu
HAJIUYUN):

Paccmotpeno:

I'BITIOY «MIIK»

I'BITIOY «MIIK»
I'BITIOY «MIIK»

(Mmecto paboThI)

(Mecto paboThI)
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3aB Kadeapoi,
Nperno/iaBarens,
IpernoyiaBarenb
IpernojaBaTeib

(3aHMMaeMast JIOJDKHOCTD)

Ky3pmenko H.1.

Tanxuna JLA.
Apxaesa A.10..

(mHUTIIATBL, PaMUITHS)

(3aHMMaeMast JIOJDKHOCTD)

« »

(MHUTIMATBL, PaMUITHS)

poToKos No_



COJEPKAHME

COJEPKXKAHHUE

. OO6mras xapakTepucTika NpUMepHOI paboueil mporpaMMel
npodeccuoHanTbHOTO MOIYIS

. CTpykTypa u coaepkaHue npoPpecCHOHAIBHOIO MOAYJIS

. YcnoBus peanuzaiuu npoheccuoHaIbHOTO MOTYJIS

. KonTposnb u orieHka pe3ynbTaToB 0CBOSHUS PO(HECCHOHATEHOTO MOMYJIS



1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
MPOPECCHUHOHAJIBHOT'O MOAYJIA IIM 02
«Opranu3anusi apxuBHO padoThI
M0 JOKYMEHTAM OPraHM3anuii pa3jiu4HbIX (pOpM cOOCTBEHHOCTID)
KO/l U HAMUMEHOBAHUE MOTYJIS

1.1. Lear W mIaHUpyemble pe3yJbTaThl OCBOEHHSI TMPOdecCHOHATBHOIO
MOy sl

B pesynprate m3ydenusi mpodeCcCHOHATBHOTO MOIYJISA OOYJaroNuXcsl TOKEH OCBOUTH
OCHOBHOW BHJ JEITCIbHOCTH Opeanuzayusi apxusHol pabomsl Nno O0OKYMeHmam
opeaHuzayull paziudHulx Gopm cobcmeeHHOCmMU W COOTBETCTBYIOIIUE €My OOIIue
KOMIIETCHIINH, ¥ TIPOGECCHOHATbHBIC KOMIICTCHIINH:

1.1.1. [TepeueHb OOIUX KOMIIETCHITHIA:

Kon HanMeHoBanue 001X KOMIETEH M

Boi6upaTh criocoObl pelenus 3a1a4 npoQecCUOHANTBHON AEITENEHOCTH IPUMEHUTENBHO K
OK 0l  pa3nuynbIM KOHTEKCTAM

Vcnioms30BaTh COBpEMEHHBIC CPE/ICTBA MTOMCKA, aHAIN3a U MHTEPIpETAIy HH(QOpMAIUH, U
OK 02  uudopMannoHHbBIE TEXHONOTUH ISl BHIIONHEHHUS 33124 TPOPECCHOHANBHOM IeATENEHOCTH

OK04  DddexTuBHO B3aMMOICHCTBOBATh U pa00TaTh B KOJUICKTUBE M KOMaH/IC

OCyIIECTBIISATh YCTHYIO U MINCbMEHHYIO KOMMYHHKALIUIO Ha TOCYAaPCTBEHHOM SI3bIKE
IPoccuiickoit @enepannu ¢ ya€TOM 0COOCHHOCTEH COLUAITBHOTO
M KyJIBTYPHOI'O KOHTEKCTa

OK 05

[Tob30BaThCs NMPO(ECCHOHANBHON JOKyMEHTAMEN Ha TOCY1apCTBEHHOMH HHOCTPAHHOM
OK 09  |s3pikax

1.1.2. [lepeuens npodeccroHanbHBIX KOMITETEHIIUI

Kon HanmeHnoBaHue BUA0B 1eATEIbHOCTH H NPO(PECCHOHAIBHBIX KOMITETEHIHI

Opranu3zaiys apxuBHOM pabOTHI MO JOKYMEHTaM OpraHu3aluil pa3indHbIX Gopm
B/l 2 COOCTBEHHOCTH

OcCyIIecTBIATH KOMIUIEKTOBAHHIE apXUBHBIMH JIeJIaMH (JOKYMEHTaMK) apXUBa
IK 2.1. OpraHu3aLyu

BecTH yuéT apXMBHBIX Jie] (JOKyMEHTOB), B TOM YHCIIE C HCHOIb30BAHUEM
1K 2.2. ABTOMATU3MPOBAHHBIX CHCTEM

OCyIIECTBIISITh XPAHEHNE apXUBHBIX /1] (IOKYMEHTOB) C TOCTOSTHHBIM CPOKOM Xpa-
11K 2.3. HEHUs U 110 JINYHOMY COCTaBY B apXUBE OpraHu3aluu

OCyIIEecTBISTh XpaHEHUE, KOMITJIEKTOBaHHE, YUET U UCIIOJIb30BaHUE /1T (JOKYMEH-TOB)
11K 2.4. BPEMEHHOI'0 XpaHECHUS

OCYIECTBIAT UCIONb30BAHUE APXUBHBIX JIEN (IOKyMEHTOB), B TOM YHCIIEC
1K 2.5. MCIIOJIb30BAHUEM aBTOMATH3MPOBAHHBIX CHCTEM




1.1.3. B pesynbTaTte ocBoeHus npodecCHOHATBHOTO MOTYJIS 00YYaIOIUNACS TOJKEH:

OcymecTBIATH KOMIJIEKTOBAHHE APXUBHBIMU Jie/1aMHU (IOKYMEHTAMM)apXHBa OPraHu3auuu

VMeTh nmpakTuie-cKui
OIIBIT

KoMrutekToBaHne apXUBHBIMHE JIEIaMH (JIOKyMEHTaMH )apXHBa OpraHU3aIiN

YMETb

— paloTaTh ¢ MOApa3AEICHUSIMH/OPTaHN3ALMSIMA HICTOYHUKAMUKOMILIEKTOBAHHS
ApXUBa;

— IIPUHUMATh apXHUBHBIE /€N (JOKYMEHThI) Ha IIOCTOSHHOE MIIMJI0JITOBPEMEHHOE
XpaHEHUeE;

— Y4acTBOBaTh B MPOBEIEHUH SKCIIEPTU3HI IEHHOCTH Pa3IMYHBIX TUIIOB U BUJOB
ITOKYMEHTOB B COOTBETCTBHUHU C BHYTPEHHUMH perjlaMeHTaMu OpTraHu3alluy;

— IIPUMEHATH B pab0OTEe PEKOMEHIALNH SKCIEPTHO-IIPOBEPOUHON KOMUCCUU MU
PKCIIEPTHON KOMUCCUH OpTaHU3alluH;

— [PUMEHSTH IEPEUHH C YKa3aHHEeM CPOKOB XpaHEeHHA Ael (JOKyMEHTOB);

— coOIoaTh HOpMaTHBHBIE CPOKH XPAaHEHUS J1eN (JIOKYMEHTOB);

— BECTH y4€T HCTOUHMKOB KOMIUICKTOBaHHUS apXUBa,;

- HCHONB30BaThb MEPENIOBOM OTEUSCTBEHHBIM W 3apyOeXKHBI  OIBIT  TI0
KOMIUIEKTOBAaHUIO  apXyWBa  JlelaMH  (JOKYMEHTaMHM)  TOCTOSHHOIO U
MOJIrOBPEMEHHOI'0 XPaHCHHS;

— HWCIOJIb30BaTh COBPEMEHHbBIC aBTOMAaTH3NPOBaHHBIE, HHPOPMALIMOHHBIE H
TeJIEKOMMYHHKAIIMOHHBIE TEXHOJIOTUH JOKYMEHTHPOBAaHHBIX Cep AeATETLHOCTH
OpTraHU3altu.

3HaTb

— HOPMAaTHBHBIE MTPaBOBEIe aKTHl Poccuiickoii @enepannu B cdepe
NEeNTOTIPOU3BOJICTBA U ApXUBHOTO JIEJIa;

— HAyYHO-METOJMYECKHE KPUTEPUH IKCIIEPTU3BI ICHHOCTH PAa3JIMYHbIX TUTIOB U
BHUJIOB JeJT (JIOKYMEHTOB);

- TEOpPETUYECKUE W METOJMUECKUE aCTIEKThl KOMIUIEKTOBAHUS U KCIIEPTU3bI
[IEHHOCTH BCEX BHUJIOB JIOKyMEHTOB;

-~ BHJIBI, PA3HOBHIHOCTH U ()OPMATHI BCEX BUIOB JJOKYMEHTOB;

—  YHH(UIMPOBAHHYIO CHCTEMY OPraHU3alMOHHO-PACTIOPSAUTEIHLHOM
MOKYMCEHTAIHH;

— cTaHmapThl 0OPMIICHUS OPTaHU3AOHHO-PACTIOPSIUTEIEHON JOKYMEHTAIINY;
- CIIOCOOBI M TEXHOJIOTHHU JIOKYMEHTUPOBAHHS PA3IMIHBIX BU/IOB
podeccuoHaIbHON JIeATEIIbHOCTH;

- OpraHM3aIIOHHBIEC TPUHIHITEI KOMILICKTOBAHHSA A€ (IOKyMEHTOB)
OIPaHUYEHHOTO JIOCTYIIA;

— TpeOOBaHUS OXpaHbI TPYJa.

Bectn y4éT apXuBHBIX J1eJ1 (JOKYMEHTOB),
B TOM 4HMCJIe ¢ UCN0JIb30BAHHEM aBTOMATU3HPOBAHHBIX CHCTEM

MMeTh mpakTu4e-CKui
OTIBIT

Benenue yaéra apXvBHBIX A€l (TOKYMEHTOB),
B TOM YHCJIE C UCTIOIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM




YMETb

— TIOJb30BaThCS YIETHBIMU JOKYMEHTAMHU B paMKax 3JICKTPOHHBIX
MH(OPMAITMOHHBIX CHCTEM JIOKYMEHTUPOBAHHBIX Cep AeATeTbHOCTHOPTaHU3AIUH;
— TI0JIB30BaThCsI CEPTU(DUIIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CHCTEMaMHU
IMOKYMEHTHUPOBAHHBIX c(hep JeATSILHOCTH OPTaHU3aIUH 110 YUETY, PETUCTPALIUH,
KOHTPOJTIO JIeJT (JIOKyMEHTOB);

— I0JIb30BaThCs HH)OPMAIIHOHHO-CTIPABOYHBIMH CHCTEMaMH
MOKYMEHTHPOBAHHBIX cep NeATeTbHOCTH OpraHu3allnig;

— BECTH CIIPAaBOYHO-TIOMCKOBBIC CPEACTBA K ApXUBHBIM JiejaM (JIOKYMEHTaM);

— BECTH y4&€T CTPaxoBOro (hoHIa apXUBHBIX JCI (JIOKYyMEHTOB);

— NPUMCHSATH HOPMATUBHBIC TMPABOBBIC aKTHI, JOKAJIHHBIC HOPMATHUBHBIC aKThI
OpraHM3allMd ¥ METOIAMYECKUC JOKYMEHThI B O0JACTH ydu€Ta apXUBHBIX JIEI
(TOKyMEHTOB);

— BHOCHTB IPEJTIOKCHUS 110 COBEPIIICHCTBOBAHUIO METOIUIECKOTO 00eCIIeUeHUs
ya€Ta pa3HbIX BUJIOB IOKYMECHTOB B JIOKYMEHTHPOBAHHBIX cepax JesATeIbHOCTH
OpTaHU3alNH.

3HaTb

— HOpMAaTHBHEIE MMPaBOBHIE akThl Poccuiickoit deneparyn B chepe
NEeIONPOU3BOJICTBA U ApXUBHOTO JIE€J1a;

— MCETOAUYCCKUC NOKYMECHTHI U HAIMOHAJIBHBIC CTAHAAPTLI B O6H3CTI/I yqéTa
JTOKYMCHTOB 1 JOKYMCHTHUPOBAHHBIX C(bep ACATCIIBHOCTH OpraHU3aluu;

— OTEeueCTBEHHBIE U 3apy0OekHbIe CePTH(PUIUPOBAHHBIEC CUCTEMBI
ABTOMATHU3MPOBAHHOTO Y4ETA ApXUBHBIX J€J (JOKYMEHTOB);

— TpeOoBaHus K y4€TY 0C000 LIEHHBIX U YHUKAJIBHBIX APXUBHBIX €T
(TOKyMEHTOB);

— CPOKH BBITIOJTHEHUS paboT 1Mo Y4ETY apXUBHBIX el (JOKYMEHTOB);

— 00IIMe NPUHIMITEI Y4E€Ta U KOMIUIEKTOBAHUS JIeJ (JJOKYMEHTOB)OTPaHHUEHHOTO
mocTyma;

— TpeOOBaHUs OXPaHbI TPY/A.

M0 THYHOMY COCTABY

OcyI[IeCTB.TIﬂTL XpaHCHHEC apXUBHBIX 1€J1 (IlOKyMeHTOB) C MOCTOSIHHBIM CPOKOM XpaHCHUAH

B apXUB€ OpraHnu3anuu

VMeTh pakTU4e-CKui
OTIBIT

Ocy1iecTBIeHNE XpaHEHHUs apXUBHBIX /1€ (JOKYMEHTOB)
C TMIOCTOSIHHBIM CPOKOM XPaHEHHS U 10 JINYHOMY COCTaBY B apXHBE OpraHU3aL1H

YMETb

— CHCTEMAaTU3UPOBATH Jieia (IJOKYMEHTHI);

— pasMmelnaTh apXUBHBIC Jea (JIOKYMEHThI) Ha MECTaX XpaHEHUS] B COOTBETCTBHUHC
HOPMATHBHBIMHU TPEOOBAHUSIMHU B 00JIACTH apXHUBHOTO JIENa U YIIPABICHUS
ITOKYMEHTaMH;

— Cco0JII0/1aTh HOPMATHUBHBIC PEKUMbI XPaHEHHUS apXUBHBIX JIeJT (JIOKYMEHTOB) Ha
ITFOOBIX HOCHUTEJIAX;

— IPOBOJIUTH MPOBEPKY IMOJIHOTHI COCTABA APXUBHBIX JJOKYMEHTOB B €AMHUIIAX
XpaHEHHUS;

— TPOBOJUTH OMTUCAHKUE APXUBHBIX eI (IOKYMEHTOB);

— COCTaBJISTh CIIPABOYHO-TIOMCKOBBIC CPEICTBA K apXUBHBIM JIeIaM




(IoKyMeHTam);

— BECTH YYET ¥ KOHTPOJIb BBIIaYM apPXHUBHBIX eI (JIOKYMEHTOB) U3
ApXMBOXPAHIIHIIA U UX BO3BPATa;

— BECTH Y4ET M KOHTPOJIb Iepelavn el (IOKyMEHTOB) B
rOCYIapCTBEHHBIA/MYHUIIMIIAILHBIA apXUB WU HA HHOE BHEIITHEE XPaHEHUE U
mpuéma Jiell ¢ BHEITHETO XPaHCHUS;

— MPOBOJAWTH MOJMCTHYIO POBEPKY (PU3MUECKOTO COCTOSIHUSA J1eN (IOKYMEHTOB);
— pa3bICKUBaTh HEOOHAPY)KEHHBIE Jefia (JOKYMEHTHI);

—  3aIUIIATh HHPOPMALMOHHEBIE PECYPCHl apXHBa OT HECAHKIIMOHUPOBAHHOTO
nocTyna.

3HaTb

— HOpMAaTHBHBIC ITPaBOBBIC aKThI Poccuiickoit deneparuu B chepe
EJIONPON3BOICTBA ¥ apXUBHOTO JI€1A;

— HOpPMaTHBHBIC MPaBOBBIE aKThl Poccuiickoit Meaeparuu B 001acTH
nHpOpMaLuK, HHYOPMAIIMOHHBIX TEXHOJIOTHH, 3aIIUTHl HHQOpMALUU H
[epCOHANBHBIX TaHHBIX, NU(POBOH TpaHCHOpMAIHT;

— HOpMAaTHBHBIE MMPaBOBHIE aKThl Poccuiickoit deneparu B ob6macTu
KOH(UICHINATHFHOCTH HH()OPMAITUH;

— TpaBUJIa XpaHEHUS JieN (IOKyMEHTOB) B COOTBETCTBUU C UX THUIIAMU;
— MOpsI0K (OPMHUPOBAHKS JOKYMEHTOB B KOMILJICKTHI, TPYIITIbI, THIIBI;
— TpeboBaHuUs K 0OOPMIICHHIO JOTOBOPOB HA PEANH3AINI0 YCIYT BHEIIHETO
XpaHEeHUs JieN (IOKYMEHTOB);

— CpOKH BBIIIOJTHEHUS paboT;

— TpeOOBaHUS K yCTAaHOBJICHHBIM HOpMaM BHIPaOOTKU;

— TpeOOBaHUs OXPaHbI TPY/A.

OcyuiecTBJIATHh XpaHEHHE, KOMILIEKTOBAHHE, YYET  HCI0JIb30BaHME J1eJ1 (JOKYMEHTOB)
BpEeMEHHOI0 XpaHeHusl

MMeTh npakTruie-cKui
OIIBIT

Ocy1ecTBiIeHHE XPaHEH!sI, KOMIJIEKTOBaHMUS, Y4€Ta U HUCIIOIb30BaHUs J1eJ (J10-
KYMEHTOB) BPEMEHHOTO XpaHEHUs

YMETh

— OpraHM30BBIBaTh U 00ECIICUNBATh XpaHEHHUE Jell (JOKYMEHTOB) BPDEMEHHOTO
XpPAHEHUs OPTaHU3alUU B TPAAULMOHHOM U B 3JIEKTPOHHOM BHJIE;

— KOHTPOJIUPOBATH Pa3padOTKy CTPYKTYPHBIMU MOIPA3/IEIICHUSIMH ONMCEH NAKTOB
0 BBIICJICHNH HA YHUYTOXKEHHUE /171 (JOKYMEHTOB) BPEMEHHOT'O XpaHEHHS B
TPaJULMOHHOM U B DJIEKTPOHHOM BH/IE;

— (QopMHpOBaTh €ANHUIIBI XPAaHEHUS TOKYMEHTOB JUI UX HOCJIEAYIOIIEro
[pa3sMEILEHNs B apXUBE OPraHU3aLNY;

— COCTaBJISTH CITPAaBOYHO-TIOMCKOBBIE CPEACTBA K apXUBHBIM JiesIaM (JOKyMEHTaM );
— OCYILECTBIISTH MOWCK JIeN (IOKYMEHTOB) BPEMEHHOTO XPaHEHHS B TIPOIIEcCe X
XPAHEHUSI B CTPYKTYPHBIX ITOAPA3IEICHUSAX U apXUBE OpPraHu3aluy;

— OCYILECTBIISITh METOJIMYECKOE PYKOBOJICTBO OpraHU3alMeN XpaHEHUS A€
(IIOKyMEHTOB) B CTPYKTYPHBIX HOApa3AEICHUSIX OPraHU3alny;

— OKa3bIBaTh CTPYKTYPHBIM MOAPA3AEICHUAM IIPAKTUYECKYIO [IOMOIb B




OpraHHU3aIiy XpaHSHHS Jel (JJOKYMEHTOB);

— pa3pabarbIBaTh CIIPAaBOYHO-MH(DOPMAIIMOHHBIE IOKYMEHTHI IO OpraHu3aliu
MCTIOJIb30BaHUS JIeN (JOKYMEHTOB) BPEMEHHOT'O XPAaHCHHS B CTPYKTYPHBIX
MoJIpa3/ieicHUSIX W apXHUBE OpPraHU3aIui;

— MPOBOJUTH DKCIEPTH3Y IIEHHOCTH Jiel (JOKYMEHTOB) BPEMEHHOTO XpaHCHUS,
MepeIaHHbIX B ApXHB;

— OINpEAeATh CPOKH XPAHCHHUS JC)T (JIOKYMEHTOB) BPEMEHHOTO XPAHCHUS;

— o0ecrneunBaTh 3alIUTy Je (IJOKYMEHTOB) BPEMEHHOTO XPaHCHHUS B
OpraHHU3alMY OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA WA YHUYTOXKCHUS;

— TPOBOIUTH (PH3MUECKOE YHUUTOKEHHUE JIENT (IOKyMEHTOB) BPEMEHHOTOXPaHESHHUS
C MCTEKIIIMMH CPOKAMH XPaHEHHUS MOCIIe COTJIACOBAHUS CO CTPYKTYPHBIMHU
MOJIpa3/IeICHUSIMUA OpPTraHH3aIlnH;

—  oopMIIATH YYETHBIC TOKYMEHTHI 00 YHUUTOXKCHUU JIe (IOKYMEHTOB)
BPEMEHHOTO XPaHECHHUS C UCTEKITUMH CPOKAMH XPAHEHHSI COBMECTHO CO
CTPYKTYPHBIMH TOJPa3ICIICHUIMHU OPraHu3aIuu.

3HaTb

— HOpMAaTHBHEIE MPaBOBHIE akThl Poccuiickoit deneparym B chepe
MeJI0NPOU3BOACTBA U APXUBHOTO JIETIa;

— HOpPMaTHBHBIC MPaBOBBIC aKThl Poccuiickoit Menepalyu B 00JaCTH 3alTUTHI
MEepCOHAILHBIX JaHHBIX;

— HOpPMaTHBHBIC MPaBOBBIC aKThl Poccutiickoit Deaeparuu B 001acTH
KOH(DUICHIIMATHLHOCTH HH(POPMAITUH;

— METOIMYECKHe JOKYMEHTHI U HAIlMOHAIBHEIE CTAHAaPTHI B 00JIACTH
MeJI0NPOU3BOACTBA U APXUBHOTO JIETIA;

— MeTOJMKa pa3paboTKu POPM YUETHBIX JIOKYMEHTOB B TPAJAUIIMOHHOM H B
PIEKTPOHHOM BUJE;

— TpaBUJIa CUCTEMATHU3AlUU M KJIaCCH(PUKAIIMH JOKYMEHTOB;

— 0COOCHHOCTH OpTaHW3AIMH XPaHEHUS JIe] (JOKYMEHTOB) Ha Pa3IHYHBIX
HOCUTEIAX;

— KPUTEPHUH ONpeeNIeHUs [IEHHOCTH Ael (JJOKYMEHTOB) JIJIsl TajbHEHUIIero
XpPAHEHUS UJIM YHUYTOKEHUS;

— TpeOOBaHMUs K MPOIECCaM YHUUITOXKCHHS HHGOPMAIUK B TPATUITHOHHOM U
PIEKTPOHHOM BUJE;

— TpeOOBaHUs OXPaHbI TPY/A.

OcyuiecTBJIATH HCNOJIb30BAHUE APXUBHBIX 1€/ (JOKYMEHTOB), B TOM YHCJIE C
HCMO0Jb30BAHNEM ABTOMATH3MPOBAHHBIX CHCTEM

MMeTh nmpakTu4e-cKui
OTIBIT

Ocy1iecTBI€HNE UCITOIF30BAaHMS apXUBHBIX A€l (IOKYMEHTOB),B TOM YHCJIE C
MCIIONb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMETb

— CHCTEMaTH3HPOBaTh H 0000IATH CBEJICHUS O COCTABE M COACPKAaHUUAPXUBHBIX
nesn (JOKyMEHTOB);

— HCIOJIb30BaTh HHOOPMAIIOHHBIC TEXHOJIOTHH B 00JIACTH CO3/IaHHs CIIPABOYHO-
[MOMCKOBBIX CPEJICTB apXUBa U IOKYMEHTUPOBAHHBIX chepaesTeIbHOCTH
OpraHu3aluy;

- (hopMHpPOBaTH OCHOBHBIE U BCIIOMOTaTEIIbHBIC BUIbI aPXUBHBIX CIIPABOYHHUKOB




B JICKTPOHHOU (popme;
— MOJIrOTaBIMBATh MHPOPMAIIMOHHBIE TOKYMEHTHI 0 3aIpocaM I0JIb30BaTeIen
[pa3JINYHBIX KATETOPU.

3HATH — HOpMaTHBHBIC IPaBOBEIC akThl Poccuiickoit @eneparyu B cdhepe
EJIONPON3BOJICTBA;

— HOpPMaTHBHBIE IPAaBOBEIC akThl Poccuiickoit @eneparyy B 001aCTH 3aIIUTHI
[EepPCOHAIBHBIX TaHHBIX;

— METOJUYECKHE JOKYMEHTHI B 00JaCTH UCIOIb30BaHMS U ITyOIHKaMNapXUBHBIX
et (TOKyMEHTOB);

— cepTUUIIMPOBaHHBIE HMH(DOPMAITMOHHO-TIONCKOBBIE CHCTEMBI B 00JacTH|
pa3pabOTKH  HAy4YHO-CIPAaBOYHOIO  ammapara JOKyMEHTHPOBaHHBIX  cdep
NesTeNbHOCTH OpTaHu3alluig;

— CPOKH BBIIIOJHEHUS paboT 10 OpraHU3ally UCIOIb30BAaHHS APXUBHBIX €I
(TOKyMEHTOB);

— OpraHM3alMOHHBIC IPUHLUIIBI HCIIOIb30BaHHUS JOKYMEHTOB OIPaHHYCHHOTO
nocTyna;

— TpeOOBaHUS K MOATOTOBKE apXUBHBIX CIIPABOK M BHIMUCOK U3 apXUBHBIX
TOKYMEHTOB;

— TpeOOBaHUS OXpaHbI TPya.

1.2. KoJsinuecTBO 4acoB, 0TBOJJHMOE HA OCBOEHHUE MPO(eCcCHOHAIBLHOTO
MOYJIst

Bcero wacoB  6454aca
B TOM 4HCJIe B (hOpMe IPAKTHUECCKON OATOTOBKH — 561

N3 Hux Ha ocBoenne MJIK 429 4gacoB
B TOM UMCJIE  CaMOCTOsITeNbHas pabota 32 yaca

MIPAKTUKH, B TOM YUCJIE TNPOU3BOACTBEHHAs 216 yacoB

lIpomescymounas ammecmayusn48 uacos.
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CTPYKTYPA U COAEPKAHUE INPO®PECCHOHAJIBHOI'O MOAYJIA

2.1 CTpykTypa npogeccHOHATBHOTO MOIYJIsI
O6bpeM podecCHOHATEHOTO MOYJIIA, aK. Yac.
s
g O6yuenune no MJIK
Kobt QE, B TOM YHCJIe Hpakcriich
npodecCHOHATBEHBIXT >
OBIIHX KOMIETeHIHiL IHanMeHoBaHUs pa3iesioB Bcero, g, -
MpohecCHOHATHHOTO MOIYIIS gac. ° JlabopatopHbix u | KypcoBbix 3 =
é E Bcero MIPAKTUYECKUX paboTt CaMocCTOSTeIbHAS E w’ g VYuebnas |[IponsBoacTe
S m 3aHATHI (TIpOEeKTOB) paGota £ B 2 HHas
= 2 S |3
5 2 3 |2
H
m 2 S5 |2
1 2 3 4 5 6 7 8 9 10 11
MK 2.1 MJK.02.01.
0K 01,02, 04,05,09 (Opraamzanus 1 HOpPMATHBHO-TIPABOBEIE
OCHOBBI apXHUBHOI'O JI€a 75 65 69 41 - 6 - - -
MK 2.1 M/IK.02.02. I'ocygapcTBEeHHEIE,
OK 01,02, 04,05,09 |MyHHIMIANbHBIE ADXUBHI U ADXUBBI 139 117 117 70 - 10 10 2 - -
OpraHu3aluii
K 2.1-2.5 MK.02.03 .MeToauka v MPKTHKA
0K 01,02, 04, 05,09 @apxuBoBeneHUs 122 100 100 60 - 10 10 2 - -
MK 2.1-2.5 MK.02.04.
0K 01,02, 04,05,09 |OOecnieueHne COXpaHHOCTH IOKYMEHTOB 81 63 63 38 i 6 10 2 i )
[1I1.02 TIpon3BoACTBEHHAS TIPAKTHKA
216 216
KoHcysbTalus Mo KBanu(UKaiuoOHHOMY SK3aMEHY 2 2
K >
BaTM(UKAIUOHHBIN YK3aMEH 110 MOJTYJTIO 10 10
Beezo: 645 | 345 | 349 209 32 40 | s 216
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2.2. TemaTnuyeckuii MJIaH u copep:kanue npodeccuoHaabuoro moayJas (IIM)

HaunmeHoBaHMe pa3iesioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHble padoThl U MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yyaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0BéM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

Pa3nen 1. OPTAHHU3ALIMSA U OBECIIEYEHUE OCHOB APXUBHOM JAEATEJLHOCTH

75

MK 02.01. OPTAHU3ALIMSA 1 HOPMATHUBHO-IIPABOBBIE OCHOBbI APXUBHOI'O JIEJA

75

Conep:xanue

Beenenue B mpeamer. OCHOBHBIE TEPMUHBI M OTIPEACITICHIISL.

neATeJpHOCTH B Poccun

1Ces3b ¢ gpyrumu o01menpodecCHOHANBHBIMU U CIIENUATbLHBIME JUCIUIIMHAME
Tema 1.1. 2[lcTopust BOSHUKHOBEHHS apXUBOB B J[peBHel Pycu
Beenenue B [IM u MJIK. 10
HcTopusi BOSHHKHOBEHHsI ADXHBHOH 3Wcropus apxuBHOTrO nena B Poccuiickoit uMmepun
nmesiteibHOCTH B Poccun

4 cTtopust apXMBHOTO JIeJla B COBETCKHM MEPHOJ

IPazButre apxusHOro nena B Poccuiickoi denepanuun
5
Conep:xanue

1ApxuBHOE MPaBoO 1 APXUBHOE 3aKOHOAATENBCTBO

29THYeCKHid KOJEKC apXHUBHCTOB
Tema 1.2.
HopmaTusHO-TIpaBoBas 6a3a apXuUBHOH 3[IpaBoBbIE OCHOBBI PETYJIMPOBAHKS APXUBHOM JEATEIHLHOCTH 10

D

denepanbhbiii 3akon ot 22.10.2004 Ne 125-D3 «O06 apxuBHOM jere B Poccutickoit Deneparim»

Cucrema ynpapieHHs apXuBHBIM jesioM B Poccuu. @enepanbHOe apXUBHOE ar€HTCTBO
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,

caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

B ToM umciIe MpaKTHYECKUX 3aHSITHI 1 J1a00paTOPHBIX padoT

IPaGoTa B mpaBoBOii 0a3e ¢ HOpMATUBHO-TIPABOBBIMY JIOKYMEHTaMH B chepe apXHUBHOTO Jielia

Tema 1.3.
Opranusauust ApxusHoro ¢gonga Poc-
cuiickoil Pexepanun

Conep:xanue

Opranu3zauu 1okyMeHToB ApxuBHoro ¢onna Poccutickoit denepanun

N

CoBpemenHslii coctaB ApxuHoro honna Poccuiickoii @enepannu. Knaccudukaims 10KyMeHTOB
IApxuBHoro ¢onna Poccuiickoii enepanun

KommekToBanne ApxuBHoro ¢oraa Poccuiickoii @enepamnnu. CUCKH NCTOYHIUKOB KOMIUIEKTOBAHUS

N

\ApxuBHas 3apy0exHas Poccuka

14
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

Pa3znen 2. OPTAHM3ALIMA JEATEJLHOCTUA APXHUBOB

139

MJIK 02.02. TOCYJIAPCTBEHHBIE, MYHUIIANIAJIbHBIE APXWBbI U APXUBBI OPI'AHU3BAIIUIA

139

Tema 2.1.
Bunsl apxusos B Poccun

Conep:xanue

1

Buasl 1 pa3HOBHIHOCTH apXHUBOB. ['Ocy1apcTBEHHBIE apXUBHI: BUJBI, 3324, (PYHKIIUH

N

Cetb (henepanbHbIX TOCYIaPCTBEHHBIX aPXUBOB

w

MyHHULIUTIANBHBIE apXUBBI: BUJBL, 330a49H, (VyHKITHH

I

BenoMcTBeHHBIE apXUBBI: BUIBL, 3a1a4, pyHKIMU. [leno3urapHoe xpaHeHue

(€)]

|IApXWBBI OpraHU3aIuii: BUIBL, 337291, (QYHKIIUU

[IpumepHbIe onokeHHUs 00 apxuBax. CTpyKTypa apxuBa

~J

Opranuzanys Tpyia nepcoHana

14

B ToO

M YHCJIe MPAKTHYECKUX 3aHATH U JIaDOpPaTOPHBIX padoT

=

IPabota B cetn lHTEpHET, B TOM uncie Ha mopraie ApxuBsl Poccun:
MOWCK Pa3IMYHBIX MO PaHTy (YPOBHIO) U MPOMUIIO aPXUBHBIX YUPEKICHNUH;0(pOpMIIEHHE PE3YIbTaTOB
nouvcka B Tabmuue «lIlpumeps apxuBoB»

Tema 2.2.
JKcnepTU3a
IEHHOCTH I0OKYMEHTOB

Conep:xanue

=

Opranuzanusi JOKYMEHTOB B apXUBE
(TOKyMeHTaJIbHBINH, apXUBHBIHN, CTPaxoBOH (OHIIBI M (HOH MOTIH30BAHUS)

DKCTepTH3a [IEHHOCTH TOKyMEHTOB: 33/1a4H, TPUHLIUIIBI, KPUTEPHH

12
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

FHHLI OKCIICPTHBIX KOMHCCHH.
O(pOpMJ'ICHI/Ie PE3YIBTATOB SKCIIECPTU3BI HECHHOCTH JOKYMEHTOB

w

N

Bune! [lepeuneit TOKyMEHTOB C YKa3aHHEM CPOKOB XPaHEHUS

[6)]

M3yuenue Tunosoro Ilepeuns ¢ ykazaHHEM CPOKOB XpaHEHUS

B Tom uMcie NpaKTHYECKUX 3aHATHIL U JJa00PATOPHBIX PadoT

1N3yuenne Tunosoro [lepeuns ¢ ykazaHreM CPOKOB XpaHEHHUsI

2|Y cTaHOBJIEHHE CPOKOB XPAaHEHHMS 3ar0JIOBKOB JIeJT JOKYMEHTOB 10 THIIOBOMY IepeuHIo

HaJ OIIHOKaMHU.

CaMocTosiTeJIbHAsi padoTa NpU U3y4eHHH pasgena 2.
HO]IFOTOBKa K IPaKTUYCCKHUM 3aHATHUAM C UCIIOJIL30BAHUEM METOJAUYCCKUX peKOMeH[IaHI/Iﬁ npernoaaBaTeisd, BBIMOTHCHUC MPAKTHYCCKUX pa60T n pa6OTbI
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

Pa3nen 3. OPTAHU3ALIMSI APXUBHOI'O JIEJIA 122
MK 02.03. METOAUKA U MPAKTUKA APXWBOBEJEHUS 122
Conep:xanue
TeMma 3.1. 1Y craBbI apxuBHBIX yupexaeHuil. [lomoxxenuns o0 apxuBax
Jloka/ibHbIe HOPMATHBHBIEJOKYMEHTBI 6
apxuBa 2HCcTpyKmm o paboTte ¢ mokymeHTamu. [lomoskeHne 06 SKCIEPTHOM KOMUCCHA
[TnansI-rpaduky mpuémMa el OT CTPYKTYPHBIX MOApa3AelieHHH U Tiepeaadu el
3Ha rocy1apcTBEHHOE XPAaHEHHE U TIPEJICTABIIEHHS CBOJHBIX PA3/IENIOB ONUCEN B apXHB
Conep:xanue
1HoMeHkIaTypa Je1 OpraHu3aliiy; Ha3HaueHue, PyHKIIUY.
6
2|Busl ¥ TUTTBI HOMEHKIATYpHI e, KnaccudukanmonHast cxema HOMEHKIIATYPBI 1e]T
[Mopsiiok paboThl ¢ HOMEHKIIATYPOU Jie OpraHU3alii — UCTOYHUKA KOMIUIEKTOBAHHS apXHBHOTO
3yupexaeHus
Tema 3.2. B TOM 4nc/Ie IPAKTHYECKUX 3AHATHI 1 J1a00paTOPHbIX paGoT
HomenkiiaTtypa aen
BHyTpeHHee 1 BHELITHEE COTTIacOBaHMUE, MOPSIOK YTBEP KICHUSI HOMEHKJIATYPHI JIe71 OpraHu3alliy —
1I/ICTO'-IHI/IKa KOMIIJICKTOBAaHHUA apXUBHOI'0 YUPCIKICHUA
8

N

CocrapiieHue ¥ 0popMIICHHE HOMEHKIIATYPhI JISJI OPraHU3alii — HCTOYHMKA KOMIIICKTOBAHHUS
APXUBHOTO YUPEKICHUS

W

3aKpBITI/Ie, COCTaBJICHHUC U O(i)OpMJ'IeHI/Ie HTOTOBOM 3aIIUCH K HOMCHKJIATYpEC ACJI OpraHnu3aluu —
MCTOYHHKA KOMIUICKTOBAaHHA apXUBHOI'O YUPCIKIACHUA
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM uucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

Tema 3.3.
OdopmiieHue apxXMBHOIO JeJia

Conep:xanue

1

HOI[I‘OTOBKa ACJI K apXUBHOMY XPaHCHUTIO

2

CocTaB y4€éTHO-CIIPaBOYHBIX JOKYMEHTOB apXHUBHOTO Jiejia

B TO

M YHCJIe MPAKTHYECKUX 3aHATHIA U JIaDOpPaTOPHBIX padoT

=

Hymepanust IMCTOB ApXUBHOTO €A,
Cocrapnenue U 0popMIICHUE BHYTPEHHEH OMUCH U JINCTa-3aBEPUTEINS apXUBHOTO JieIa

N

CocrapneHue u O(I)OPMJ'IGHI/IG KapTbI-3aMECTUTEIIA, JIUCTA UCIIOJIB30BAHUA apXUBHOTI'O A€J1a

w

CocrapieHue u O(i)OpM.]'IeHI/Ie PECKBHU3UTOB 00JIOKKH APXUBHOT'O JcJ1a

4

HpOIHI/IBKa APXHUBHOT'O JcJia

10

Tema 3.4.
Iepenavya IOKYMEHTOBHA apXHBHOE
XpaHeHue

Conep:xanue

=

[Topsmok mepegau TOKYMEHTOB Ha apXMBHOE XpaHEeHHE. ApXUBHAs OMTUCH: Ha3HAYCHHE, (YHKIIHIH,
BUJIBI

[Mopsimok ohopmiteHHs U paboThI ¢ apXUBHOW OMUCHI0.ONKCH JIe) CTPYKTYPHBIX MOJIpa3 ieleHIH

W

Ormricy Aenn opraHu3aIny:
MOCTOAHHOI'O XpaHCHU, 110 IUMYHOMY COCTaBy, BPpEMEHHOI'O CPOKa XPaHCHUA CBBILIC 10 JIeT

Omnucu SJICKTPOHHBIX JICJI (,Z[OKYMCHTOB) OopraHusainuu

BI)IZ[CJ'ICHI/IC JAOKYMCHTOB K YHUYTOXCHUTIO

10
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

B To

M YHCJIe MPAKTHYECKUX 3aHATHH H JIaDOPaTOPHBIX padoT

1

CocraBienue 1 0popMIICHHE ONUCH JIe]I CTPYKTYPHOTO MOIpa3IeICHHsI

N

CocraBienue 1 0opopMIICHHE OITUCH /eI OpraHU3aIN

W

CocraBienue 1 0oopMIICHHE aKTa O BBIACICHUN K YHUITOKEHUIO apXUBHBIX JOKYMEHTOB,HE
MOJIEKAIINX XPAHEHUIO

18

Tema 3.5.
'Y4éT 10KyMeHTOB B apXHuBe

Conep:xanue

1

'Y4ET TOKYMEHTOB B apXMB€: IIPUHLUIIBI, EANHULIBI YUETa, YIETHBIEC POPMBI

2

BI/I,Z[BI OCHOBHBIX ApXHWBHBIX CIIPABOYHHUKOB. ApXI/IBHaH 9BPUCTUKA

3

Cucrema HCA: na3HaueHne, BUIEI IIONCKOBBIX CHCTEM

B ToO

M YHCJIe MPAKTHYECKUX 3aHATHI U JIaDOpPaTOPHBIX padoT

=

M3yueHre cocTaBa U 3aroJIHeHNUsT OCHOBHBIX YUETHBIX (OpPM apxuBa (KHHUTa yu€Ta OCTYIUICHHUSIH
BEIOBITHS JIeJT (JIOKYyMEHTOB), JIUCT (POHIA, PeecTp OMHCcel, CIIUCOK (OH/IOB)

Tema 3.6.
Hcnonb3oBaHue TOKYMEHTOB apXHBa

Conep:xanue

1

OpraHu3aiysi UCIOIb30BaHHs JIOKYMEHTOB apX1UBa: HOPMATHUBBI, T1eTH U (POpMBI

\S)

I[OCTYH K apXUBHBIM TOKYMCHTAM. Bbmaqa JAOKYMCHTOB BO BPpEMCHHOC ITOJIb30BAHUC

W

BI/I,Z[BI 3aI1poOCOB U CPOKU UX BLIITOJIHCHUS.

o

HpeZ[OCTaBJ'IeHHe OTBCTOB Ha 3aIIPOCHI: apXUBHBIC CIIPpaBKa, KOIIMs, BbBIIIUCKA

'Y4ET 1 aHaJIN3 UCTI0JIH30BAHUS APXWBHBIX TOKYMCHTOB

10
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

B ToM umciie MpaKTHYeCKHUX 3aHATHII U J1a00PaTOPHBIX PadoT

1iCocraBnenue u opopmieHre apXUBHOM CIIPAaBKU Ha COLIMATBHO-IIPABOBOM 3a11poc

= 10
2(CocraBiieHre ¥ 0pOpMIICHHE OTPULIATEILHOTO OTBETA Ha apXUBHBIN 3a1poc
3|CocraBnenue u opopMIICHHE aKTa O BblAade Jell (I0KyMEHTOB) BO BpEMEHHOE ITOJIb30BaHKE
CamocTosiTeIbHAsI padoTa NPHU U3yYEeHUHN pas3aesa 2. 2

HOI[I‘OTOBKa K HpaKTI/I‘IeCKI/IM 3aHATHUAM C UCITOJIB30BAHHUEM METOANYCCKUX peKOMeH}IaHI/Iﬁ HpCHOI[aBaTCHﬂ,BLIHOJIHGHI/IC HpaKTI/I‘ICCKI/IX paGOT nu pa6OTI)I
HaJ OIINOKaMH.
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosITeIbHas yueOHasi padoTa o0yyalomuxcs, KypcoBasi pa6ora (IIPoeKT) (eciu npedycmompersl)

O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

IMpou3BoacTBeHHAsI MPAKTHKA (110 MpoduIio cnenuaabHocTH) Buanl pador:

1.  M3ydenue npaBoBbIX (YUpEOUTEIbHBIX) U PACTIOPSAUTENHHBIX JOKYMEHTOB OPTaHU3aIlH — MECTa MMPOXOXKICHUS IPAKTUKU

(manee — opranu3anum) ¢ Henblo coopa HHGOPMALIUY UI1 UCTOPUUECKON CIPaBKU K apXUBHOM OMKCH, OTNPEIEICHUs TPaHuIl apXUBHOTO (OHIA Op-
raHU3aLH.

2. YyacTue B KOMIUICKTOBaHMHM apXMBa OPraHU3aLMH A€TIaMH (JOKYMEHTaMH1) TOCTOSHHOTO U AOJIFOBPEMEHHOTO XpaHEeHUSI.

M3yyeHne apXUBHBIX JOKYMEHTOB OpTaHU3aIMHU C LIENIbI0 UCKITIOYCHHUS TyOIeTHOCTH MH(POPMAaIH, TPOBEPKH (PU3NIECKOTO COCTOSIHUS [l (TIO-TTHCTHBIH
mpocMmoTp nen). CucremMarn3aius TOKyMEHTOB B COOTBETCTBHH C BEIOPAHHOM OpraHHU3aIfeid CXeMOil.

3.  IlpumeHeHHe cXeMbl pa3MELICHNS CPEACTB XPAaHEHUS apXUBHBIX JOKYMEHTOB OpraHU3alliy IpY NpUEéMe e (IOKYMEHTOB) Ha XpaHEHHeE.

4. Odopmienne Tonorpaguyeckux ykasaTesei B apXUBOXpaHWINIIE opranuzauui. OQopMieHre SIPIBIKOB Ha IEPBUYHBIEC CPEACTBA XPAaHCHUSI.
IPa3MerieHue MOMOTHEHUST apXUBHOTO (poHA.

5. OdopmieHne ya€THBIX JOKYMEHTOB MOCTYIIICHHUS U BBIOBITHS €T

OdopmiieHre TOKYMEHTAUH 10 YYETY GOHIIA MOJIb30BaTeNs, POTO-, ayJU0-BU3YANbHBIX JOKYMEHTOB, JIEKTPOHHBIX TOKYMEHTOB.OdopMileHHe YUETHBIX
(hopM apxuBa OpraHU3aINH.

6.  YuacTue B poBEIEHUH IKCIIEPTU3bI IEHHOCTH JOKYMEHTOB OpraHU3allMi HA OCHOBAHWHM HAYYHBIX KPUTEPHUEB X LIEHHOCTH U HOPMAaTHBHBIX JJOKY-
MEHTOB: NepeyHell 1 HOMeHKIIaTyp. OnpeesieHre CpOKOB XpaHEHHsI JOKyMEHTOB U Aeil. OdopMiieHrne KapToueK-3aMecTUTeNeH aena.

7. TlpoBepka HaNW4HS U COCTOSIHUSI apXUBHBIX JJOKYMEHTOB OpTraHU3alnyi. BEIsSBIIEHNE JOKYMEHTOB C MOBPEXKICHUSIMI MaTepHaIbHBIX HOCHTENCH.
Opranun3zanyst po3bicka HeoOHapy>KeHHbIX Aei1. OpopmMiieHre JOKYMEHTAINH 110 pe3yjibTaTaM MPOBEPKU.

8.  Pa0ora o co3gaHuio cipaBO4YHO-IIOMCKOBBIX CPEACTB apXMBa OPraHU3alliH, B TOM YHCIIE C IPUMEHEHHEM HH(POPMALMOHHBIX TEXHOJIOTHH. Yya-
cTrie B (OpMUPOBAHNU OCHOBHBIX M BCIIOMOTATEIBHBIX apXUBHBIX CIIPABOYHHUKOB, B TOM YHCJIE C CIIOIb30BAaHHEM aBTOMAaTH3UPOBAHHBIX CHCTEM.

9.  CocraBneHne apxMBHOM ONUCH JIeJI TIOCTOSHHOTo XpaHeHust. OdopmiieHne onucu e 1o Jn4HoMy coctaBy.OhopMIIeHHe OIHCH JIelT BpEMEHHOTO
(cBpimie 10 stet) cpoka XpaHeHHUs..

10.  TTowck mHpOpPMAIUH TIO 3aIPOCY TOIH30BATENS, B TOM YHCJIE C HCIOIh30BAHHEM aBTOMAaTH3UPOBAHHBIX CUCTEM.

McnonHeHne 3anpocoB 0 MOUCKY apXHUBHBIX JIEJ (IOKYMEHTOB) OpPTraHU3alliH, B TOM YHCIIE C UCTIONb30BaHHEM HH(OPMAIIMOHHBIX TEXHOJIOTHHA.

36

Pa3nen 4. OPTAHM3ALIMSA XPAHEHUSA JOKYMEHTOB B APXWBE

81
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HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

O0béM, akan. 4. /

B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-

TOBKH, aKa. 4.

M/IK 02.04. OBECIEYEHUE COXPAHHOC

T™H JOKYMEHTOB

81

Tema 4.1.
'Y ciioBUSI XpaHeHHS JOKYMEHTOB

Conep:xanue

1l[Ipobnema cOXpaHHOCTH TOKYMEHTOB B apxuBax. OCHOBHbIE MOHATHS U TEPMUHBI

2[TpeboBaHuUs K 3MaHUAM U MIOMEIIEHUAM apxuBa. O00pyA0BaHNE apXHBOB

[onsTHe «pexuM XpaHeHHs JOKYMEHTOBY». CyIECTBYIOIINE PEKUMBI XpaHEHHSI JOKYMEHTOB

I

Pasmerienue 1oKkyMeHTOB B apxuse. Tonorpaduyeckue ykazatenu

6]

[TpoGiema XHIeH!sI TOKYMEHTOB, MEpbl 0€30IIaCHOCTH U 3alllUThl, BiinsHue nepemenieHus
ITOKYMEHTOB Ha UX COXPaHHOCTh

10

Tema 4.2.
IIpoBepka HATUYMA U COCTOAHUS IOKY-
MEHTOB B apXHBaX

Coxaepxanue

1

HpOBepKa HaJIM4YUA U COCTOAHUA JOKYMCHTOB B apXUBE

2

Pe?’y.]'H)TaTLI MIPOBEPKU HAJINYHNA U COCTOSAHUA TOKYMCHTOB

3

HOpﬂ,I[OK pa60TBI 110 BBIAIBJICHHIO HOBpe)K):[éHHLIX JAOKYMCHTOB

B To0

M YHCJIe MPAKTHYECKUX 3aHATHH U JIaDOPaTOPHBIX padoT

=

CocraBieHnue 1 0pOpMIICHHAE aKTa TIPOBEPKH HAIUYHS ¥ COCTOSIHUS JIOKYMEHTOB

N

CocraBienue u opopMileHHE aKTa 00 yTpaTre apXUBHBIX JOKYMEHTOB

w

CocrapieHue 1 O(I)OpMJ'ICHI/Ie aKTa 0 HCUCIIPABUMBIX MMOBPCKACHUAX JOKYMCHTOB

Tema 4.3.

Conep:xanue
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O0béM, akan. 4. /
B TOM 4yucJje B popme
NPAKTHYECKOI MOAro-
TOBKH, aKaJ. 4.

HaunMeHoBaHMe pa3esioB U TeM npodeccuo-
HaJbHOro MoayJs (IIM), MeskaucuMIINHAP-
HbIX KypcoB (MIK)

Copep:xaHue yueOHOro MaTepuaa, 1adopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,
caMocTosATeIbHas yueOHasi padoTa o0yuaomuxcs, KypcoBasi padora (IPoeKT) (eciu npedycmompeHut)

IKoHcepBanusi 4 pecTaBpanisiIOKyMeHTOB [TpoBepka TEXHUIECKOTO U (PH3UKO-XHMHYECKOTO COCTOSTHUS apXUBHBIX JOKyMeHTOB.[Ipobmema
CTapeHUs IOKYMEHTOB, «yTacaHUe TEKCTa»

=

KOHCGpBaHI/Iﬂ " peCTaBpalvuiad apXUBHBIX JOKYMCHTOB. Cnoco0Obl BOCIIPOU3BCACHUA U BOCCTAHOBJICHUS

N

ITOKYMEHTOB
Conep:xanue
Tema 4.4.
CoXpaHHOCTH JOKYMEHTOB Ha 1ITpoGnema cOXpaHHOCTH SJEKTPOHHBIX TOKYMEHTOB 4

CIICIIMAJTIBbHBIX HOCUTEJIAX

2[Xpanenue u 00paboTKa JOKYMEHTOB Ha CIIeUALHBIX HOCUTEIISIX

CamocTosiTeIbHASI pab0Ta NMPHU U3YYEHHH pa3aesa 2. 2
[MoaroroBka K MPaKTHYECKUM 3aHATHUSAM C HCIIOJIb30BaHIEM METOINYECKHX PEKOMEH/IAIMI MTPEeoAaBaTels, BHIOJTHEHHE IPAKTHUECKUX PaObOT U pabOThI
HaJ OIIMOKAMH.

Bcero 645
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3. YCJOBHUSI PEAJU3ALIMA MPOTPAMMBI MPO®ECCUOHAJILHOIO
MOJYJIS

3.1. i peanu3alMy NPOrpaMmMbl NpPodecCHOHATBLHOTO0 MOAYJS AOJKHBI ObITh
NMpeayCcCMOTPEHBI CJIeIYI0IIHe CleNHalbHbIe MOMeleHUs:

KabuHem apxueogedenus, OCHaAIIEHHbIN

— o0opynOBaHWEM: CTOJNBl M CTYJbS, IIKa(bl, CTEIIAXH, TOCKA, HWHTCPAKTHUBHAS
MPUCTAaBKA K JIOCKE/MHTEPAKTUBHAS JJOCKA, POEKTOP, KOHIUITUOHED;

— TEXHUYECKHMMH  CpEJCTBAMHU:  MEPCOHANBHBIA  KOMIbIOTEp  (MPOTpaMMHOE
oOecrieyeHue: TEKCTOBBIM pelaKkTop, MpaBoBas 0aza NAaHHBIX, CUCTEMa 3JIEKTPOHHOIO
JIOKyMEHTOO0OpOTa, MPOTPAaMMHBIM TPOJAYKT, peaNu3yromuil (QyHKIUM apXuBa
OpraHu3alliy, JIOKaJbHasl CETh, BBIXOJ B IJI00aIbHYIO CETh), MHOTO(PYHKIIMOHAIHHOE
YCTPOMCTBO (MPUHTEP, CKAHEP, KOTIHP).

J1abopamopus apxusHo2o oejla, OCHAIIEHHAS

— 0o0OpyJOBaHWEM: CTONBI M CTYJbS, ITKa(bl, CTEIIAXH, TOCKA, HHTCPAKTHUBHAS
MPUCTaBKa K JIOCKE/MHTEPAKTUBHAS JOCKA, POEKTOP, KOHIUITHOHED;

— TEXHWYECKHMMH  CpPEACTBAMHU:  IEPCOHAIBHBIA  KOMIBIOTEp  (MPOTpaMMHOE
oOecrieueHne: TEKCTOBBIM PEIaKTOp, MpaBoBas 0asza MAaHHBIX, CHCTEMa 3JICKTPOHHOTO
JIOKyMEHTOO00pOTa, TPOTPAMMHBIM TPOAYKT, pEATH3YIOMMUN (YHKIHH apXuBa
OpraHW3allid, JIOKAJbHAs CETh, BHIXOJ B TI00aTbHYIO CETh), MHOTO(QYHKIIMOHAIHHOE
YCTPOMCTBO (NMPUHTEP, CKAHEP, KOIHUpP), YHUYTOXKUTEIb JOKYMEHTOB (LIpenep),
UHCTPYMEHTBI M MaTepHalibl I MPOIIUBKU JOKYMEHTOB (MEXaHHUCCKUE M PYYHBIC):
MPOIIMBHOE YCTPOMCTBO, JBIPOKOJIBI HA JIBAa U YETHIPE IMPOKOJIA, IIHIIO, WUIJIA, KapTOH
«apxuBHbI crangapt» 230x320 mm ¢ OuroBkod (Mo JMHUM cruba), HUTH A
MOJIIMBKY JOKYMEHTOB JjaBcaHo-mnTanenbHeie JIII-210, meyarh W 1mTamnbl A1
3aBEPEHMs] APXUBHBIX CIPABOK, KOMHM M BBIMMCOK (OTMETKA O 3aBEPEHUM KOIIHH
JIOKyMEHTOB, IIITAMIT

«Komusy).

3.2. UndopmanmoHHoe o0ecriedyeHUe peau3auu NporpaMmmbl

Jlns peanuzauuu mporpaMMbl OMOIMOTEUHbIN (OHA 00pa3zoBaTENbHOW OpraHu3aluu
JIOJKEH MMETh MeYaTHbIE W/WIM 3JEKTPOHHBIE 00pa3oBaTeNbHbIe U MH()OPMALIMOHHbBIE
pecypchl, A UCHOJIb30BaHUS B oOpaszoBarenbHOM mnporecce. [Ipu dopmupoBanuu
oubimoreuHoro goHaa oOpa3oBaTEILHON OpraHU3allMi BHIOUPACTCS HE MEHEe OJHOTO
U3JIaHUS U3 TIEPEUNCIICHHBIX HUKE MeYaTHBIX U3AaHUN U (WIK) 3JIEKTPOHHBIX W3/1aHUH B
KayeCTBE OCHOBHOTO, IPU 3TOM CIIUCOK, MOXET OBITh JOTIOJTHEH HOBBIMU M3/IAaHUSIMHU.

3.2.1. OcHOBHBIE TEeYATHLIE U31aHUA

1. OpraHuzanusi apxXuBHON U CHPaBOYHO-MH(GOPMAIIMOHHON PabOTHI MO TOKyMEHTaM
OpraHu-3auu: yueOHuK it cryaeHToB yupexaenuit CI10: B 2-x 4. — Yacts 1/

nof pen. byposoit EM. — M.: U1 «Akanemusi», 2019. — 336 c.

2. OpraHuzanysi apxXuBHOW M CIPABOYHO-WH(POPMAITMOHHON pabdOThl MO JOKYMEHTaM
OpraHu-3alMu: Y4eOHUK T cTyieHToB yupexaenuid CI1O: B 2-x 4. — Yacts 2 /

noA pen. byposoit EM. — M.: U1l «Akanemusi», 2019. — 400 c.

3. Packun, JI.M. Metoauka u mpakTuka apxuBoBenaeHus: yueOnuk s CIIO / JI.N.
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Packun, A.P. CokonoB. — M.: U3a-Bo FOpaiit, 2021. — 339 c.
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3.2.2. OcHOBHBIE 3JIEKTPOHHBIE U3IaHUSA

1. Onexrponno-oubmuoreunas cuctema ZNANIUM. [Onextponnsiii pecypc].
URL:https://znanium.com/

2. DnexTpoHHass OuOIMOTeUHas cHUCTeMa «AKaAeMUs». [DIIEKTPOHHBIM
pecypc]. URL:https://www.academia-moscow.ru/elibrary/

3. DOmnektponHas OubnmoreuyHass cuctema «HOpaiT». [DneKTpoHHBIN pecypc].
URL:https://urait.ru/

4. DnexkTtponHas OmOmmoteunas cuctema «KHoPycy». [DnexkTponHBI pecypc].
URL:https://www.book.ru/

3.2.3. JlonmoaHUTEeJbHbIE HCTOYHHUKHM (1puU HE0OX00UMOCMmL)

1. Konctutymnus Poccuiickoit ®eaeparuu ot 12.12.1993 (¢ yu€Tom mompaBok,
BHECEHHBIX 3a-koHamu Poccum o monpaskax k Konctutynuu Poccun ot 30.12.2008 Ne
6-OK3,

ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-®K3, ot 21.07.2014 Ne 11-DK3).

2. I'paxnanckuii konekc Poccuiickoit denepanuu (qacts nepsasi) ot 30.11.1994
Ne 51-@3(pen. ot 09.03.2021).

3. Tpynosoii konekc Poccuiickoit @eaepannu ot 30.12.2001 Ne 197-®D3(pen. ot
30.04.2020 ¢ u3m. u gor., Beryi. B cwry ¢ 01.05.2021).

4. VYronoBHbll konekc Poccutickoit @enepanuu ot 13.06.1996 Ne 63-D3 (pen.
05.04.2021 c u3m. ot 08.04.2021).

5. 3akon Poccmm ot 21.07.1993 No 5485-1 (pem. 09.03.2021) «O
rOCyapCTBEHHOW TallHE.

6. denepanbhplii 3ak0H OT 29.12.1994 No 77-D3 (pen. ot 08.06.2020)

«O0 00s13aTeTLHOM SK3EMILISIPE IOKYMEHTOBY.

7. ®enepanbhblil 3akoH oT 22.10.2004 Ne 125-D3 (pen. ot 30.04.2021)

«O06 ApxusHowMm Jniene B Poccuiickoit deneparium.

8. ®enepanbublii 3akoH OT 02.05.2006 Ne 59-D3 (pen. ot 27.12.2018)

«O mopsi ke paccMoTpeHus oOpaieHuii rpaxaan Poccutickoit denepammmy.

9. denepanbHslii 3axkoH oT 27.07.2006 Ne 149-D3

(pen. ot 09.03.2021 ¢ u3m. u jor., Betyi. B cuity ¢ 20.03.2021)

«O0 uH(popmanuu, THGOPMALIMOHHBIX TEXHOJIOTHIX U O 3allUTE UH(DOPMALTUNY.

10. denepanbHbii 3akoH oT 27.07.2006 Ne 152-D3

(pen. ot 30.12.2020 ¢ wu3m. u gom., Bcryn. B cuiay ¢ 01.03.2021) «O
MIEPCOHAIILHBIX JaH-HBIX).

11. ®enepanbhbiii 3akoH oT 06.04.2011 Ne 63-D3 (pexn. ot 24.02.2021)

«O0 2IEeKTPOHHOU TTOAITUCH.

12. Va3 Ilpesunenta Poccuiickoit @eneparmu ot 04.04.2016 Ne 151

«O DenepabHOM apXUBHOM areHTCTBEY.

13. Va3 IIpesunenta Poccuiickoit deneparmu ot 22.06.2016 Ne 293

«Bomnpocsl OenepaibHOTO APXUBHOTO ATCHTCTBAY.

14. Pacnopspxenne [IpaBurensctBa Poccun ot 21.03.1994 Ne 358-p

«O COXpaHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBY BBICBOOOXAAEMBIX
PabOTHUKOBY.

[BBeauTe TekcT] [BBeguTe TekcT| [BBeauTe TekcT|
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15. Ilocranosinenne Muntpyna Poccun ot 10.09.1993 Ne 152 «Hopmbl BpemeHu
Ha pabOThI

10 AaBTOMATH3WPOBAHHOW apXMBHOW TEXHOJOTHMH U JOKYMCHTAIIHOHHOMY
00ECIIEUYEeHHUI0 Op-TaHOB YIIPABIICHUS.

16. IIpukaz Muntpyna Poccun ot 19.04.2018 Ne 266H «OO0 yTBep)IaeHUU
npodeccuonanpHoro crangapra “Crnenuaiuct mo (HOPMHPOBAHHIO BIIEKTPOHHOTO

apxuBa’».
17. Ilpuka3 Muntpyna Poccum ot 15.06.2020 Ne 333n «OO0 yTBep)IaeHUU
npodeccuoHanpHOro  cranjgapra  “‘CnequasiucT 10 OpPraHU3allMOHHOMY U

JIOKYMEHTAIIMOHHOMY O00€CII€UEHHUIO YIIPaBICHUSI OpraHu3aluen’” .

18. IIpuka3 Muntpyna Poccuu ot 18.03.2021 Ne 140n

«O0 yTBepkIeHUH MPOPECCHOHAIBHOTO cTaHAapTa “Crenualuct apxuBa’ .

19. IIpuka3 Pocapxusa ot 06.04.2001 Ne 25 «O6 ytBepkaeHun MeToandecKux
PEKOMEH Il TI0 aTTEeCTAllMK pa0OTHUKOB apXUBHBIX OPTAHOB U YUPEKICHHI.

20. IIpuka3 PocapxuBa ot 14.01.2004 Ne 9 «OO0 yrtBepxkaeHun MeToauKu
pacy€ra MTaTHOW YMCIEHHOCTH FOCYJapCTBEHHBIX apXMBOB HA OCHOBE HOPMATHBOB I10
TPYAY».

21. Ilpuka3z Munkynetypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBepkaeHuun
NpaBuJi OpraHU3allMM XPAHEHWs, KOMIUIEKTOBAHMS, Y4€Ta U  HCIOJIb30BAHUS
JTOKyMEHTOB ApxuBHO- 10 (onHna Poccuiickoii ®enepauvii U JIpYyrux apXUBHBIX
JOKYMEHTOB B  OpraHax TIoOCyJap- CTBEHHOW BIJIACTH, OpraHax MECTHOTO
CaMOYyNPaBJICHUS U OPTaHU3ALUIX).

22. Tlpuka3 PocapxuBa ot 15.12.2016 Ne 146

«O0 yTBepxkaeHnu periaMmenta OeepanbHOT0 apXUBHOTO ar€HTCTBAY.

23. [lpukaz  PocapxuBa ot 09.01.2017 Ne 1 «O06  yTBepKIeHUH
AJIMUHUCTPAaTUBHOTO pEIIAMEHTa MO NpeaocTaBieHU0 DeaepaibHbIM apXUBHBIM
areHTCTBOM TOCyAapCTBeHHOU ycnyru “Opranuzaiusi nHOOPMAIIMOHHOTO 00ecTieueHus
rpakJaH, OpraHu3aluid U OOIIECTBEHHBIX OOBEIWHEHHWN HAa OCHOBE JOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit deaepainuu 1 Ipyrux apXuBHbBIX TOKYMEHTOB »

24. Tlpukaz PocapxuBa ot 01.09.2017 Ne 143 «O06 ytBepxknaenuun Ilopsiaka
WCIIOJB30BaHUsl ap- XMBHBIX JOKYMEHTOB B TOCYAApPCTBEHHBIX U MYHUIUMAIbHBIX
apxuBax Poccum».

25. Tlpuka3 PocapxuBa ot 11.04.2018 Ne 42

«O06 yTBepxkaeHuu [ IpumMepHOTO MOI0KEeHUs 00 apXUBE OpraHU3aIuN».

26. Ilpuka3 PocapxuBa ot 11.04.2018 No 43 «O6 ytBepxkaenun [IpumepHoro
MOJIOKEHUS00 SKCIEPTHON KOMUCCUU OPTaHU3aIUID.

27. Tlpuka3 PocapxuBa ot 11.04.2018 Ne 44 «OO6 ytBepxnaenuu I[lpumepHoit
WHCTPYKIMUIIO JEIONPOU3BOACTBY B TOCYJAPCTBEHHBIX OPTaHU3ALMIXY.

28. Ilpuka3 PocapxuBa ot 25.02.2019 Ne 30 «O6 yrBepxkaenuu [IpumepHoro
nosioxkeHus10 LlenTpasibHOM apxuBe (eiepaabHOTO OpraHa rocy/1apCTBEHHOHN BIAacTH,

MHOTO (peIepaJIbHOTO ITOCYIAPCTBEHHOT'O OPTaHay.

29. Ilpuka3z PocapxuBa ot 25.02.2019 Ne 31 «O6 yrtBepxkaenuu IIpumepHoro
MOJIOKEHUS

o LleHTpanbHOU 3KCIIEPTHONU KOMUCCHUU (eepaIbHOTO OpraHa rocyJapCTBEHHOM
BJIACTHU,HMHOTO (pesiepanibHOrO rOCYJaPCTBEHHOTO OpraHay.
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30. IIpukaz PocapxuBa ot 22.05.2019 Ne 71 «O6 yrBepxnaenun [IpaBun
JIEJIONPOU3BOCTBAB IOCYIAPCTBEHHBIX OPraHax, OpraHax MECTHOI'O CaMOYIIPABIICHUS.

31. Ilpuka3 Pocapxusa ot 20.12.2019 Ne 236

«O0 ytBepxaeHuu llepeyHs: TUMIOBBIX YNPaBICHUECKUX APXUBHBIX TOKYMEHTOB,
o0pa3yio- IUXCsl B TMpOIEcCce NEATEIbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMO- YIPaBJICHUS U OPraHU3alui, C YKa3aHUEM CPOKOB XPaHEHHUSD.

32. Ilpuka3 Pocapxusa ot 20.12.2019 Ne 237 «O0 yrBepx)aeHun MHCTPYKIIMH IO
npuMeHeHuto [lepedyHss TUNOBBIX  YNPABIEHYECKUX  APXHMBHBIX  JOKYMEHTOB,
o0pa3yoIuxcsi B MpOIEcce MEATEIbHOCTH TOCYAApCTBEHHBIX OPIraHOB, OPIaHOB
MECTHOI'O CaMOYIIPaBJICHUS

U OpraHu3aluii, C yKa3aHUEM CPOKOB XPaHEHUS.

33. [Ipuka3z PocapxuBa ot 02.03.2020 No 24 «OO6 yrBepxknenun IlpaBun
OpraHM3allMd XpaHe- HUs, KOMIUIEKTOBaHMs, y4yéTa M HCHOJIb30BAaHUS JTOKYMEHTOB
ApxuBHoro ¢onna Poccuii- cxoit denepauuu M Apyrux apXuBHBIX JOKYMEHTOB B
rOCYJapCTBEHHBIX W MYHHUUMIIAJIBHBIX apXHBaX, My3esX M OHOIMOTEKaX, Hay4YHBIX
OpraHU3aLugX».

34. Ilpuxkaz PocapxuBa ot 25.06.2020 Ne 75 «O6 ytBepxkaenuu Ilopsiaka
NpU3HAaHUA TOKyMEH-TOB ApxuBHOTO (poHaa Poccuiickoit denepanuu HaXoaAIUMUCS
B HEY/I0OBJIETBOPUTEIBHOM (DU3UUECKOM COCTOSTHUMY.

35. IIpuka3 PocapxuBa ot 09.12.2020 Ne 155 «OO6 yrtBepxkaenuu IlpaBun
OpraHu3allid XpaHe- HUfA, KOMIUIEKTOBaHHUS, y4€Ta M UCHOJIb30BaHUS HAY4YHO-
TEXHUYECKOM JTOKYMEHTALMN B Op-TaHaX TOCYIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO
CaMOYIIPaBJICHUS, TOCYIaPCTBEHHBIX

Y MYHULIATTAJIBHBIX OPTraHU3ausax».

36. [lpuka3 PocapxuBa ot 24.12.2020 Ne 199 «O06 yTBepx)aeHnu MeToandecKkux
peKoMeH1aluil o pa3paboTKe UHCTPYKLMM 1O JeIONPOU3BOACTBY B TOCYIaPCTBEHHBIX
opraHax, OpraHax MECTHOT'O CAMOYIIPaBJICHUS.

37. TOCT 17914-72. «OOnoXKku JAen JUINTEIbHBIX CPOKOB  XPAHEHUS.
TexHunueckue ycimoBus», BBen€H [loctanoBnenuem I'occranmapra CCCP ot 17.07.1972
Ne 1411 (pen. ot 13.10.1982).

38. TOCT P 7.0.8-2013. «Hamuonanensii cranmapt Poccun. Cucrema
CTaHAApPTOB 1O  HHpOpManMH, OUONMOTEYHOMY U  H3AATEIbCKOMY  JIEny.
Jlenonpon3BOACTBO U apXMBHOE J€J0. TepMHUHBI M ONpEAENeHus», yTB. lIpukazom
Poccranmapra ot 17.10.2013 Ne 1185-cr.

39. 'OCT P 7.0.97-2016. «Hamumonaneubiii crangapt Poccun. Cucrema
CTaHAapTOB 10  wWHpOpManuH, OUONMOTEYHOMY U  M3JATEIIbCKOMY  JIeny.
OpraHu3aiuoHHO- paclopsAUTENbHas JOKyMeHTauus. TpeOoBaHus K 0OGOPMIICHHUIO
TOKyMeHTOB», yTB. IIpukaszom Poccranmapra ot 08.12.2016 Ne 2004-ct (pea. oT
14.05.2018).

40. Meroanueckue pekoMmeHmauuu K IIpaBuiiaMm opraHu3anuMu  XpaHEHUS,
KOMILJIEKTOBAaHHUSI, YUETa U UCTIONIB30BaHUA JOKyMEHTOB ApxuBHOro (hoHaa Poccuiickoit
denepalvy U IPYrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX W MYHHULUIAIbHBIX
apXuBax, My3esix

u 6ubnnoTekax, Hay4uHbIx opranuzanusax / Pocapxus, BHUNIA/. — M., 2021. —
330 c.
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41. MeTtoauueckre peKoMeHAaluuu 1o pa3paboTke ¢eaepaibHbIMU OpraHaMU
rOCyAapCTBEHHOW BIIACTM IIPUMEPHBIX HOMEHKIATYp JAeJl Uil TEPPUTOPUATIBHBIX
OpPraHoB M MOJBEAOMCTBEH- HbIX opraHuzanuii / Pocapxus, BHUNJIA. M., 2018. 29
C.

42. MeToauueckre pEKOMEHAAUUA MO paboTe C JAOKYMEHTaMH IO JHUYHOMY
COCTaBY

B TOCYJapCTBEHHBIX M MYHHIIMIAIBHBIX apXuBaxX, apXuBax oOpraHu3auudi /
Pocapxus, BHUNJIA/I. M., 2018. 72 c.

43. Meroaudeckue peKOMEHAAIMM 10 NpuMeHeHuro IIpaBun opranuszanuu
XpaHEHUs!, KOM- IIJIEKTOBaHUs, Y4€Ta U UCIOJIb30BAHUS JOKYMEHTOB APXUBHOTO (OHJIA
Poccuiickoii @ene- paumm W APYTHX apXHUBHBIX JOKYMEHTOB B TI'OCYJapCTBEHHBIX
OpraHax, OpraHax MECTHOI'O CaMOYIIPaBJICHUs U OpPraHu3alUAX, 0JOOPEHbl PEIICHUEM
Komnernn PocapxuBa 1o Hay4yHO- HCCIENOBATEIbCKOW M METOIUYECKOW padbore
26.04.2018.

44. MeToanYecKEe PEKOMEHJAlUU «JKCIepTr3a LIEHHOCTU M OTOOp B COCTaB
ApxuBHoro ®on- na Poccuiickon denepanny JOKYMEHTOB IIO JUYHOMY COCTaBY»,
cormacoBansl ¢ LIDQTIK npu Pocapxuse 23.12.2014.

45. Meronuueckne pekoMeHgauuu «COCTaBIECHHE AapXUBHBIX ONHCEH B
AIIEKTPOHHOM (opMe M HX HHTErpauuss B HHPOPMALMOHHYIO HHQPACTPYKTYpPY
rOCy/IapCTBEHHBIX M MyHHUIIUTAIBHBIX apxuBoBY. Pocapxus, BHUNJIA/I. M., 2013.

46. Meronnueckne pexkoMmeHaamu «OnpeneneHue OpraHu3alui-HCTOYHUKOB
KOMIIJIEKTOBAHHSI TOCYJapCTBEHHBIX M MYHULUIIAIBHBIX apXHBOB», COIVIACOBAHBI C
LDTIK mpu Pocapxuse 30.10.2012.

47. MeroauYecKue PEKOMEHJAMU 110 HCIOJHEHUIO 3allpOCOB  COLMAJIBHO-
npaBoBoroxapakrepa. Pocapxus, BHUMJIAJI. M., 2011.

48. OTOOp Ha TrOCYJapCTBEHHOE XpaHEHHE YIPABICHYECKUX JIOKYMEHTOB,
00pa3yoIuXCcs B JESATENIbHOCTH HEroCylapCTBEHHBIX oOpraHuzauui. Meronnuyeckue
pexomenaanuu (ogoopenst LIDIK Pocapxusa 15.12.1996). — M., 1997. — 58 c.

49. PexomeHaalM 1O KOMIUIEKTOBAHHUIO, YYETY W OpraHU3alydd XpaHEHUs
AIIEKTPOHHBIX ApXHUBHBIX JOKYMEHTOB B apxuBax opranusauui. Pocapxus, BHUN/IA/I.
M., 2013.

50. CnoBapp BHJIOB U Pa3HOBUIHOCTEH COBPEMEHHOW  YIIPABIIEHUYECKOUN
nokymenTaruu. Pocapxus, BHUMJIA /L. M., 2014.

51. @yHKUMOHANbHBIE TpeOOBaHUA K HH(POPMAIMOHHBIM CHUCTEMaM apXHUBOB
AJIEKTPOHHBIX JOKyMEHTOB opranu3aiuii. Pocapxus, BHUNUJIAJL. M., 2014.

52. bacakoB M.N. JlokymeHTalrioHHOE oOecreyeHrne ynpaBieHHs (C OCHOBaMH
apxuBoBeie-Hus): yaeoHoe nmocodue st CI10. — M.: KnoPyc, 2021. — 216 c.

53. byposa E.M., MypaBseBa H.A. CnpaBoyHMK 1O apXMBHOMY J€Iy JIs
pabOTHUKOB OpraHu- 3aluid. — cepusi «YmpaBieHYecKas Oe30macHoCThY. — M.:
Tepmuka, 2018. — 396 c.

54. Beperexuna C.B. HerocynapcTBeHHbIE CTPYKTYPbI M ayTCOPCUHT B apXHUBHOM
nene. Mono-rpadusi. — M.: KuoPyc, 2020. — 128 c.

55. Eropos B.IL., CnuabkoB A.B. ObGecnieueHrie COXpaHHOCTH, pecTaBpalus U
KOHCEepBalus 10-KyMeHTOB: yueOHoe nocobue. — C.-116.: Jlans, 2020. — 220 c.

56. Eropos B.II., CaunpkoB A.B. CoBpemMeHHasi opraHu3aius rocyJapCTBEHHBIX
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yupexaenuii Poccuu: yauedbnoe nocooue. — C.-I16.: Jlans, 2018. — 224 c.

57. Kozno B.Il. ApxuBoBeneHue: y4yeOHUMK M MPAKTUKYM JUisi By30B. — M.:
FOpaiit, 2021. — 329 c.

58. Jlapun M.B. MWudopmanmonHoe obecriedyeHHe YIpaBiCHUA: Yy4deOHOe
rmocobue. —M.: PITYVY, 2019. — 281 c.

59. ITaBnoBa P.C. Jlenonpou3BOACTBO MO OOpalllCHUSIM TpakJIaH: y4eOHOE
nocooue g CI1O. —C.-110.: JIans, 2021. — 280 c.

60. [lonoB A.B. ApxuBHas poccuka B 3apyOE€KHBIX U OTEUECTBEHHBIX apXHBaX:
yaebHoe nmocobue. — M.: PITY, 2019. — 175 c.

61. [lonoB A.B. ApxuBoBenenue. 3apyoexHnas Poccuka: yueOnuk mis CIIO. —
M.: FOpaiiT, 2021. — 168 c.

62. Packun J[.U., CokonoB A.P. ApxuBoBeieHHE: Y4e€OHUK JUisi BY30B. — M.:
FOpaiit, 2021. — 383 c.

63. Camapuyk H.C. MapkeTuHroBast I€ATE€IbHOCTb TOCYIAPCTBEHHBIX APXUBOB.
Monorpadus. — M.: KnoPyc, 2021. — 312 c.

64. TenbuapoB A.Jl. ApxuBoBeneHue: yuyeOHoe mocoOue ayig OakanaBpoB. 4-e
m3a. —M.: UTK «Jlamkos u K», 2021. — 184 c.

65. Xopoxopauna T.H., [TonoB A.B. ApxuBHas 3BpUCTHKA: y4e€OHUK. 4-€ U31.,
uctp.u gom. / nox pea. [lusosapa E.M. — M.: PITYVY, 2019. — 296 c.

66. UykoBenkoB A.I1O., fAukoBas B.®. TpeboBanus k opOpMIEHUIO TOKYMEHTOB.
KommenTapuit k 'OCT P 7.0.97-2016. M.: OOO «IIpodeccronanbHoe U3aaTeIbCTBOY,
2018. - 282 c.

67. LlemenkoBa C.U. ApxuBoBenenune. Mcropus apxuBoB Poccuu ¢ npeBHEHIINX
BpeMEH 10 Hadama XX B.: yueoHoe nocodue jis CI1O. — M.: FOpaiit, 2021. — 153 c.

68. IllaxomanoBa O.}O. Opranu3zanusi rocyIapCTBEHHBIX yupexaeHuil Poccuu:
yaeOHoe noco-6ue s CI1O. — M.: FOpaiit, 2021. — 161 c.

Humepnem pecypcbwi:

69. http://archives.ru/ — odpurmaneheii caiit @enepaabHOrO ApXUBHOTO areHTCTBA

70. http://www.rusarchives.ru/ — mopran Apxussl Poccun

71. http://archives.ru/documents/methodics/OAD/index.html —

MYJIBTUMEIUNHBIN  CIIPABOYHO-METOANYECKHN pecypc «OCHOBBI apXUBHOU
NEeSATETbHOCTI

72. http://www.vniidad.ru/ — obunmaneusiii caiit BHUMJIA L]

73. http://pravo.gov.ru/ — 'ocynapcTBeHHas cucTeMa nmpaBoBOi HH(DOPMAIHH

74. http://www.garant.ru/ — uapopmannoHHO-PaBoBoi moptai «I"apaHT.py»

75. http://www.consultant.ru/ — cnpaBouHo-tipaBoBasi cucreMa «KoHCyabTaHT
[Tmroc»

76. http://docs.cntd.ru/ — xorcopunym Komekc —

DOneKkTpOoHHBINA (HOH] MPABOBOM U HOPMATUBHO-TEXHHUUECKOW TOKYMEHTAITUU

77. http://www.rusarchives.ru/izdaniya-i-publikacii/otraslevye-smi/zhurnal-
otechestvennye- arhivy/soderzhanie-nomerov — sxypaan «OTe4eCTBEHHBIC apXHBBI»

78. http://www.vestarchive.ru/ — xypHan «BecTHHK apXUBUCTa»

79. http://www.rosspen.su/ru/archive/ — xypuan «/cTopudeckuii apxuBy»

80. http://www.delo-press.ru/ — sxypHai «/lenonponu3BoACTBO U apXUBY

81. http://www.sekretariat.ru/ — PRO-lenonpou3BoacTBo.
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[TopTan nns pykoBoauteneit ciayx0 IOV u cekperapeit Bcex ypoBHEM

82. http://www.profiz.ru/sr/ — npodeccruoHaabHBIN KypHAI IJIs CEKpeTapei

83. https://www.gdm.ru/ — I'umbaus yrpaBIsiionux JOKyMEHTAIHEH

84. https://ecm-journal.ru/ — xypHan 00 3JIEKTPOHHOM KOHTEHTE, JTOKyMEHTaX U
Ou3Hec-TpoIeccax

llepuoouueckue uzdanusi:

85. XKypnan «OTedecTBEHHBIE apXUBBD BRIXOAWT ¢ 1923 .

86. XKypnan «BectHuk apxuBucTa» Beixoaut ¢ 1991 r.

87. Kypnan «Vcropuueckuii apXuB» Ha peryIsIpHON OCHOBE BRIXOIUT ¢ 1992 T.

88. XKypnan «Jlemonmpon3BoACTBO W JOKYMEHTOOOOPOT Ha MPEINPHITHI
Beixoaut ¢ 2002 r.

89. XKypnan «Cekperapb-pedepert» Boixoaut ¢ 2002 r.

90. XKypnan «CrpaBoyHuK cekperaps u oduc-mMenemxepa» Boixogut ¢ 2002 r.
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4. KOHTPOJIb U OIEHKA PE3YJIBTATOB OCBOEHUA
MPOPECCHUOHAJIBHOI'O MOAYJIA

Kon 1 HaumeHOBaHNE
po(ecCuOHATBHBIX
M OOIIMX KOMITETEHIIHH,
bopMHupYyeMBIX
B paMKaxX MOJTYJIsI

Kputepun otieHKH

MeToabI OIIeHKHA

11K 2.1.
Ocywecmenamo
KOMNIIeKmosanue ap-
usHbiMu  Oeramu  (00-
KyMeHmamu,)

apxuea opzanusauuu

Co3nanue J0KaIbHBIX HOPMATUB- HBIX
ITOKYMEHTOB W TIPOTOKOJIOB 3aCeIaHHH
PKCIIEPTHON KOMHICCHH OPTaHHU3aIHH.
[TpoBeneHue FIKCIEP-TU3HI IICHHOCTH
ITOKYMEHTOB Opra- HU3aI[iH.

IAHAJIN3 M OIIEHKA pelIeHHH MpOOIeMHBIX
CUTYyaluH, IIPY BBIIIOJITHE-HUU
pakTuieckux padot. Tectuposa- Hue.
3auétel mo MJIK u npakrtuke;

PK3aMeH KBaIM(bHUKaMOHHbIH 1o [TM 02

1K 2.2.

\Becmu yuém apxughvix
Oen (OoKyMeHmos),

6 mom uuce

C ucnonv3osanuem
aA8MOMamMu3UpOBAHHbIX
cucmem

'Y4€T apXUBHBIX J1€7 (JOKYMEHTOB)
MOCTOSIHHOTO ¥ BPEMEHHOI'0 XpaHe-
Husl. YuéT GoHmoB u onucel ap-
XMBHBIX JIeJT (IOKYMEHTOB). Y4ET
BBIAYM ApPXUBHBIX JIeI (JOKYMEHTOB)H3
APXUBOXPAHWIUIA 1 MX BO3BpaTa.
'YUE€T ¥ KOHTPOJIb NIEpEAAYN apXUB-
HBIX Jie] (JOKYMEHTOB) B rocyaap-
CTBEHHBII/MyHHUIINTIANBHEIN apXUB
WJIM HAa MHOE BHEIITHEee XpaHEeHHe.
'Y4éT 1 po3bICK HEOOHAPYKECHHBIX JICT
(moxymenToB). Benenne nen hoHmoB

TecTtupoBanue.

O1neHKa 0 UTOTaM BBIIIOIHEHHS IPaK-
TUYECKUX PaboT.

3auétel no MJIK u npakTuke

IIK 2.3.
Ocywecmenamo
Xxparerue apxusHvIxoe
(OOKYyMeHnmog)

C HOCOAHHBIM CPOKOM
xparenus

U N0 TUYHOMY COCMABY8
apxuee opeanuzayuu

CosnaHue onwcei el (JOKyMEHTOB)
OpraHu3alyy MOCTOSTHHOTO CPOKa
XpaHEHHUs U 110 JUYHOMY COCTaBY.
Pa3MelieHre apXuBHBIX J1eJT (IOKY-
MEHTOB) B apXMBHBIX XpaHHJIHIIAX B
COOTBETCTBHH C BEIOPaHHOU CXe- MOU
KJIaccu(UKANU U CUCTEMATH- 3aLlUH
men (moxymenToB). Co3nanuen
o0ecrieyeHne PEeKUMOB XpaHEHHsI
ApXUBHBIX J1e1 (HokymeHTOB). [Ipo-
BEpKa HAJIMYMS U COCTOSIHUS ap-
XUBHBIX JIeJ]T (IOKyMEHTOB). BhIsiB-
neHre 1 y4éT apXUBHBIX JIeJ (J10-
KYMEHTOB), TPEOYIOIIHNX pecTaBpa-
[IMOHHOM, KOHCEPBAIMOHHO-
MPOPUIAKTHYECKON 1 TEXHIUECKON
00paboTku. [ToaroroBka yciaoBuii s
oOecreyeHns: COXpaHHOCTH ap-
XMBHBIX JIeN (JIOKYMEHTOB) B OCO-
ObIil Tepro.l ¥ Ype3BBIYANHBIX CU-
ryausix. OcyliecTBIeHUue KOH- TPOJIs
ITBYDKEHUSI apXUBHBIX JICIT
(ITOKYMEHTOB) U HX (PU3UIECKOTO
COCTOSIHUSL.

[ToaroroBka u nepegaya

|AHaJIHM3 U OIICHKA PEIIeHUI MPOOIeMHBIX
CUTYyaIuii, Py BBITIOJTHE-HAN
mpakTHueckux padot. Tectuposa- Hue.
3auétel mo MJIK n npakTtuke;

PK3aMeH KBATM(UKaMOoHHbIH 1o [IM 02
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Kon n HanmeHoBaHue
podhecCHOHATbHBIX
M OOIIMX KOMITETEHIIHH,
(hopMHpyeMBIX
B paMKaxX MOJYJIsI

Kputepun otieHKH

MeToabI OIIeHKHA

APXUBHBIX /1€ (JOKYMEHTOB)

B TOCYAapCTBEHHBII/ MyHUIIUIIANb-
HBII apX{B WM HAa MHOE BHEILIHEE
XpaHEeHHUe

ITK 2.4.
Ocywecmenamo
xpanenue,  KOMNIEKMO-

saHue, yuém u UCHOJb-
Bosanue den (00Ky-
\menmos)

BPEMEHHO020 XPAHEHUs.

Yuér onucei 1e1 BpEMEHHOTO Xpa-
HEHUs CTPYKTYPHBIX IIOJpa3aeie- HUi
OpraHHU3alyy B TPaJUIIMOHHOMH B
9JIEKTpOHHOM BHie. CucTeMa-
TU3anus Aed (TOKyMEHTOB) Bpe-
MEHHOTO XpaHEHMs, TPUHATBIX OT
CTPYKTYPHBIX IIOIpa3JelIeHUI Op-
raHu3aluy, JJs pa3MelleHus B
XPaHMJIMILE apXUBA OpraHU3ALHM.
KoHTposb BbI1a4uM B OTIEpaTUBHOE
MOJIb30BaHUE J1eN (JOKYMEHTOB)
BPEMEHHOTO XPAHEHNUS U UX BO3-
Bpata. [IpoBeaeHne 3KkCepTU3HI
[IEHHOCTH J1e]1 (JOKYMEHTOB) Bpe-
MEHHOT'O XpaHEHMsI B apXUBE Opra-
Hu3anuu. [lonroroBka aen (HoKy-
MEHTOB) BPEMEHHOTO XpaHEeHMUs,
MPUHATHIX OT CTPYKTYPHBIX MOJI-
pazneneHuil, Ha yauuroxenue. Co-
3/JaHUE aKTOB O BbIIEJICHUU Ha
YHHUTOKEHUE JIeN (JOKYyMEHTOB)
BPEMEHHOTO XPAHEHUS C UCTEKIIN- MU
CPOKAMH, IPUHATBIX OT CTPYK-
TYPHBIX ITOAPA3ACICHUN

|AHAJIHM3 U OIICHKA PEIIeHUI MPOOIEeMHBIX
CHTyaHHfI, IIPpY BBINIOJIHE-HUHA
npakTuieckux padbot. Tectuposa- HuE.
3auétel no MJIK u npakTuke;

hK3aMeH KBaMpUKanronHbIi mo [IM 02

IIK 2.5.

Ocywecmenamo
UCTIONIb308AHUE APXUBHBIX
et (00KyMeHmo8), 8 mom
uucie

Cc ucnonv3o8anuem
a8mMomMamu3upO8anHHbIX
cucmem

[Mogepkka B aKTyallbHOM COCTOSI-
HUH DJIEKTPOHHBIX HH(OPMAIIMOH- HO-
MOUCKOBLIX CHUCTEM apXHBa B
ITOKYMEHTUPOBAHHBIX chepax aes-
TeTBHOCTH opraHm3anmu. CocTa-
IIeHHE CIIPaBOYHO-TIOUCKOBBIX
CPEJICTB K apXUBHBIM JieJaM (JO0KY-
MEHTaM), YIYTEHHBIM B apXHBE U B
IMOKYMEHTUPOBAaHHBIX chepax aes-
TeJIbHOCTU opraHuzaiuu. [loaro-
TOBKA OTBETOB Ha 3aIPOCHI apXUB-
HBIX Jie] (qokymeHToB). [ToaroroB-ka
[pabOoTHI IOJL30BATENICH B UH-
TaJbHOM 3aJIe apXUBa

IAHaQJIN3 M OLIEHKA PeIIeHNH MPOOIEeMHBIX
CUTYyaluH, IPH BIOTHE-HUH
MpakTHIeckux padbot. TecTuposa- Hue.
3auétel mo MJIK n npakTtuke;

hK3aMeH KBanudukamonHslii mo [TM 02

OK 01.

Boioupams cnocooul
pewenus  3a0au  npo-
eccuonanvroii oest-

mejlbHocmu npuUMeHu-
MejlbHO K pa3/1UuU4HbIM

Br16op crocoba pemeHus 3a1a4y
po(heCCHOHAIBHOM IeATENbHOCTH
NPUMEHHUTEIIFHO K Pa3IMYHBIM KOH-
TEKCTaM

KOoHTpOJb BBIOMHEHUS TPAKTUYECKUX
3a1aHHUM.

'Y CTHBIN WJIM TECTOBBIM KOHTPOJIb TE€O-
[PETUYECKUX 3HAHUU.

IAHaJIM3 U OIICHKA PEIICHUHATIPOOIEMHBIX
cUTyalui.
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Kon n HanmeHoBaHue
podhecCHOHATbHBIX
M OOIIMX KOMITETEHIIUH,
(hopMHpyeMBIX
B paMKaxX MOJYJIsI

Kputepun otieHKH

MeToabI OIIeHKHA

KOHmMexKcmam

[TpoBepouHble pabOTHI O KAXKI0MU Te-
Me.

OK 02.

\Hcnonvzosams cospe-
lWMeHHble cpedcmea no-
ucKa, aHanu3a u uH-
mepnpemayuu ungop-
Wayuu, u unghopmayu-
OHHblEe MeXHOoN02UU 014
6bINOIHEHUS 3a0aY

M cronbp30BaHUE COBPEMEHHBIX
CpelcTBa TIOMCKA, aHAIHM3a U UH-
reprpeTanuy HHHOPMAITIH, U FC-
MOJIL30BaHUE MH()OPMAITMOHHBIX
TeXHOJIOTHH JJIs BBITIOTHEHUS 3a7a4
rmpodhecCHOHaNBHOM NesITETFHOCTH.

KoHTpOIb BBIOMHEHUS MTPAKTUIECKUX
3aaHuM.

'Y CTHBIN WJIM TECTOBBIM KOHTPOJIb TE€O-
[PETUYECKHX 3HAHUI.

IAHAJIM3 U OIICHKA PEIICHUHATIPOOIEMHBIX
cUTyaluil.

[TpoBepodHBIe PAabOTHI ITO KaXIOH Te-Me.

mame 6 KoJleKmuee U
KoManoe

VICKTUBC 1 KOMaHIC

npogheccuonanvbHoll
OessmenvHoOCU

KOHTpOJb BHIMOTHEHUS TPAKTHYECKHX
OK 04. 3aJaHUi.
Dphexmueno  63aUMO- 'Y CTHBIN WK TECTOBBIA KOHTPOJIb TE€O-
Oelicmeosamv  u  pabo-BzanMonenicTBue u paboTa B KOJI- [PETHUECKUX 3HAHUH.

IAHAJIN3 ¥ OIICHKA PEHICHUHTIPOOIIEMHBIX
CUTyaLui.
[IpoBepouHBIe paOOTHI IO KAKIOU Te-Me.

OK 05.

Ocywecmenams YCm-Hyio
U NUCLMEHHYIO
KOMMYHUKAYUIO HA 20C-
yoapcmeenHom a3vike
\Poccutickoti @edepa- yuu
c yuémom ocoben-
HOCmel cCoyuanbHo20 U
KYIbMYPHO20 KOHMEK-
cma

OcymiecTBIIeHHE YCTHOU U TTUCH-
MEHHON KOMMYHHKAITUN Ha TOCY-
ImapcTBEHHOM s13bIKe Poccuiickoit
Denepanyu ¢ y4€ToM 0COOEHHO- cTeil
COITMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

KOHTpOJIb BBIOJHEHUS TPAKTUYECKUX
3alaHUM.

'Y CTHBIM WJIM TECTOBBIM KOHTPOJIb TE€O-
[PETUYECKUX 3HAHUU.

IAHAJIM3 1 OIICHKA PEIICHUHATIPOOIEMHBIX
cUTyalui.

[TpoBepouHbIe paOOTHI MO KAKIOU Te-Me.

OK 09.
ITonw3o6amvcsi npo-
(heccuonanvroili doky-
\menmayueti Ha 2ocy-
dapcmeenHoM u uHO-
CMpanHoOM s3bIKaAX

Vcnonp3oBaHue mpoheccHoHab- HOU
IMOKYMEHTAIIH Ha ToCyJap- CTBEHHOM
M HTHOCTPAHHOM SI3bIKaxX

KOHTpOIb BEITIOTHEHUS MTPAKTUICCKUX
3aJIaHMUI.

'Y CTHBIN UK TECTOBBIN KOHTPOJIb TEO-
[PETUYECKUX 3HAHUM.

IAHAJIM3 ¥ OIICHKA PEIICHUHATIPOOIEMHBIX
CcUTyaIuil.

[TpoBepouHbIe paOOTHI MO KAKIOU Te-Me.
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Pa6ouasi nporpamMmma npodeccuoHAJTBHOT0 MOIYJIS

IIM.03 BBIIIOJIHEHHUE PABOT I10 ITPO®PECCHUH 21299
AEJOINPOU3BO/JIUTEJIb

O6bem npodeccruonanbHOro Moayia — 3104ac.

Marunuroropck, 2025
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Pabouass mporpamma npo¢eCCHOHATBLHOTO MOAYJS pa3paboTaHa Ha OCHOBE

dbenepanbHOTO

rocygapCTBCHHOTI'O

O6pa3OBaTeJIBHOFO

npo(ecCHOHANBHOTO  00pa30BaHUs IO
ConmanbHas pabora. YkpynuenHas rpynna 39.00.00 Cormuonorust U colpaibHast

pabora.

Pa3padoTunkn
paboueli mporpaMmsl
npodeccroHanbHOTO
MOIYJISL:

Peuensentsl (npu
HAJIUYUN):

Paccmotpeno:

I'BITIOY «MIIK»

I'BITIOY «MIIK»
I'BITIOY «MIIK»

(Mmecto paboThI)

(Mecto paboThI)
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CTaHaapTa CpEAHETO

criennasibHOCTH/TIpodheccun 39.02.01

3aB Kadeapoi,
MperoIaBaTeb,
MperoiaBaTelb
MPETo1aBaTeIb

(3aHMMaeMast JIOJKHOCTD)

Ky3emenko H.1.

Tanxuna JI.A.
ApxaeBa A 1O...

(MHATIHATTBL, (aMUITHIS)

(3aHMMaeMast JI0JDKHOCTD)

« »

(MHATIHATTBL, (haMUITHIS)

IpOTOKOT No



COILEPKAHHUE

1. OGmiast xapakTepuCTHKa IPUMEPHOU padouel mporpaMMel
1po(heCCUOHATILHOTO MOAYJIS

2. CTpyKTypa u cofepkaHue npo(eccuoHanbHOro MOAYJIs
3. VYcnoBus peannzanuu NpopeccCuOHaIbHOIO MOYJIs

4. KoHTpoJib U OIIEHKa PE3YJIbTATOB OCBOEHUS MPOPECCHOHATIBEHOTO MOIYJIS
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1. TACHOPT IIPOI'PAMMBI TIPO®ECCHUOHAJBHOI'O MOIYJIsA
IIM 03 Boinonnenue pabom no 0onxchocmu ciayxyncauwiezo 21299
Jlenonpouzeooumens

Hear M mnianupyemble pe3yJbTAThbl OCBOEHUSI NMPO(ecCHOHAILHOIO
MOIYJIst

Pe3ynbTaTomM 0cBOEHHUS MpOrpamMMbl MPOPECCUOHATBHOTO MOAYJIS SIBISIETCS
OBJIAJICHWE  OOYyYaIOMUMHCS  BHUAOM  TPO(PECCHOHATBHONH  NIEATEIbHOCTH:
conmaiibHas pabota, B ToM uuncie npodeccrnonambHbiMu (I1IK) u obmumu (OK)
KOMITCTCHITHSIMHU

1.1.1. TlepedeHs 0OMIUX KOMIETEHIINMA

Kon HaunmenoBanmue pe3yjbTara 00y4eHus

I[IK 3.1. |Opranu3oBbIBaTh pabOTy C JOKYMEHTaMH, IPUHUMATh yIacTHE B pa3paboTKe JTOKATbHBIX
HOPMAaTHBHBIX aKTOB OPTaHHU3AIMH TI0 BOIIPOCAM JIOKYMEHTAI[HOHHOTO 00eCTIeUeHHs
YIIpaBJICHHS

I[IK 3.2.  |OcymiecTBIsATs paboOTy MO COCTABICHHIO U O(hOPMIICHHIO yIIPABICHYECKON JOKYMEHTAITUI

I[IK 3.3.  |OcymiecTBisaTs paboTy 10 00padOTKE BXOISIINX, ICXOISAIINX U BHYyTPEHHUX TOKYMEHTOB,
COJICHCTBOBATH ONTUMH3AIUH JOKYMEHTOO0OPOTa OpraHu3alIiu

IIK 3.4.  |Opranu3oBBIBaTh pabOTy MO PETUCTPAIUH, YUETY, XPAHEHHUIO U IIepeiave B
COOTBETCTBYIOIINE CTPYKTYPHBIC MTOIPA3ICIICHHSI JOKYMEHTOB TEKYILETO ACIONPON3BOICTBA

IIK 3.5. |OcymecTBisiTh paboTy IO CUCTEMATH3aLUHI JOKYMEHTOB, COCTAaBIISITh HOMEHKIIATYPY A€l U
(hopMHpOBATH TOKYMEHTHI B JIeia

I[IK 3.6. |IIpoBoauTs paboTy IO MPOBEPKE CPOKOB XPAHEHUS IOKYyMEHTOB HA OCHOBE TIepeYHer
JOKYMEHTOB, 0(hOPMIISITh IOKYMEHTBI IKCTIEPTHOW KOMUCCHH U OTIHCH JIeJT

B mporecce ocBoeHus mpodeCCHOHAIBHOTO MOJIYIIS, 00ydJaroIuecs
OJDKHBI OBianeTs, oommMu komoereHimaMu (OK):

Kon HaumenoBanme pe3yjbTaTa 00y4eHust
OK 1. [loHuMath CyIIHOCTh M COLUMAIBHYIO 3HAUUMOCTbH CBOEH Oyay1eil npodeccuu, IposSBIATh K HEH
[YyCTOMYMBBIN UHTEpPEC
OK 2.  |Opranu3oBbIBaTh COOCTBEHHYIO JIESTEIBHOCTD, BEHIOUPATH TUIIOBBIE METOBI U CIOCOOBI
BBITIOJIHEHUSI TPO(eCCHOHATBHBIX 33124, OLIEHUBAThH UX 3()()EKTUBHOCTD U KaUYeCTBO
OK 3.  [[IpuHUMATH pelieHus B CTaHJAPTHBIX ¥ HECTAH/IAPTHBIX CHUTYaIUsIX M HECTH 32 HUX
OTBETCTBEHHOCTb

OK 4.  OcymiecTBisATh MOUCK M UCIIONIB30BaHUE HHPOPMALIIH, HEOOXO0TUMOH 1151 3 HEKTUBHOTO
BBITTOJTHEHUS TPO(eCCHOHATBHBIX 33124, TPO(eCCHOHATIBHOTO U IMYHOCTHOTO Pa3BUTHS

OK 5.  [Hcnonb3oBaTh HHOOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHHU B IPO(ECCHOHATBHOM

IMesITeTbHOCTH
OK 6. [PaGoTarh B KOJUIEKTHBE U KOMaH e, 3PPEKTUBHO 00IIATHCS C KOJUIETaMH, PYKOBOICTBOM,
MOTPeOUTEISIMU
OK 7.  |[bpaTh Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy YIEHOB KOMaH/bI (IOAYNHEHHBIX ), PE3yIbTaT

BBITIOTHEHUS 3aJlaHUI
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OK 8. CaMOCTOSTEIIEHO OIpeACIATh 3aJa4n HpO(l)eCCI/IOHaJ'II:HOI‘O 1 JJUYHOCTHOI'O pa3BUTHA,
BaHNUMAaTbCA CaMOO6pa30BaHI/IeM, OCO3HaHHO IUIaHUPOBATh ITOBBIILICHUEC KBaHI/I(I)I/IKaHI/II/I

OK 9.  |OpueHTHpOBATHCS B YCIOBUAX YACTOH CMEHBI TEXHOJIOTHH B MPO(ECCHOHATBHOM JeATeIhHOCTH

1.1.3. B pe3ynbTare ocBoCHHS MPOPECCHOHATBHOTO MOTYJISI CTYJCHT JTOJIKEH:

Bnaners HaBbIKaMK | -UH(POPMALMOHHO-TOKYMEHTALIMOHHOTO  0OecreueHust
YIPABIEHUECKON IEATEIbHOCTH B CTPYKTYPE OPraHU3aLUN;

- OCYILIECTBIICHUS U JOKYMEHTHUPOBAHHUs OIlEpaLil 110 JBUKECHUIO
JIOKYMEHTOB Ha MPEIIPUATUH;

- ICIOJIH30BAHUS OPTAaHU3AIMOHHON TEXHHUKH [ 00eCTIeYeHHS
npodeccnoHalbHOI 1eATeNbHOCTH;

- TOKYMEHTHPOBAHUS U JJOKYMEHTAI[HOHHONW 00pabOTKH JOKYMEHTOB
KaHLEJSIPUH;

- obecrieueHusi COXPaHHOCTH, MOPSIKA XPAHEHHSI U UCTIOIb30BaHUS
JIOKYMEHTOB M MaTE€PHAJIOB B YUPEKACHUSIX apXUBHOU CITYKObI WIIH
ApPXMBHBIX NIOJIPA3/ICICHUSAX OpraHU3allni;

Ymethb -[10JIb30BaThCs HOPMAaTHBHO-METOJUUECKUMHU

JIOKyMEHTaMU B IPO(eCCUOHATILHON ESTENIbHOCTH;
- OpPraHMU30BBIBATH PAOOTY CIIY>KOBI JOKYMEHTAIL[HOHHOI'O 00ecIeYeHus
yIIpaBJICHMUS;
- ONpeEATh HOPMbI BPEMEHH Ha JI€JI0NPOU3BOICTBEHHbIE ONEpaLuH;
- BECTH y4eT II0JIy4aeMOU U OTIPABIAEMON KOPPECIIOHACHIINY;
- KOHCTPYUPOBATh pa3IMYHbIC BBl OJIAHKOB CIYXKEOHBIX
JIOKYMEHTOB;
- COCTaBJISATh, PEaKTUPOBAThH U oopMIIATH
OpraHMU3alIOHHO-PACIOPSAUTEIbHBIE JOKYMEHThI OpraHU3aluy;
- BeCTU paboTy C TOKyMEHTaMH (PKCIEAUIIMOHHYIO 00paboTKy,
perucrpalmo, KOHTPOJIb UCIIOIHEHUS, CIPABOYHO-UH(OPMALIMOHHYIO
pabory);
- OTHPABJIATH UCIIOJHEHHYIO JOKYMEHTAIUIO 0 aJpecaTam;
- COCTaBJIATh U 0(OPMIIATH HOMEHKJIATYPY A€ OpraHu3aluu;
- popMUpOBATH JeJIa B COOTBETCTBUM C HOMEHKJIATYPOH JIET;
- CUCTEMaTH3UPOBaTh U XPAHUTh IOKYMEHTHI TEKYILETO apXHBa;
- IOATOTABJIMBATH JIeJ1a K NIepe/laue Ha apXMBHOE XPAHEHHUE;
- CTIOJIH30BAaTh OPTaHU3ALMOHHYIO TEXHUKY B PO ECCHOHATBHOM
NeSITeNIbHOCTH;
- HCIOJIb30BaTh UHPOPMALMOHHBIE TEXHOJIOTHH B PO ECCHOHATBHON
NeSITeNIbHOCTH;
- obecreuynBaTh Ka4eCTBO BBIMOJIHAEMBIX padoT;
- BECTU KapTOTEKY y4yeTa MPOXO0KIEHUS JTOKYMEHTAIBHBIX
MaTepuasos;
- BeCTH paboTy 1O CO3JaHMIO CIIPABOYHOTO anmnapara rno JOKyMeHTaMm;
- obecrieuynBaTh YJOOHBIN U OBICTPHII UX MOUCK;
- CUCTEMaTH3UPOBaTh U XPAHUTh JIOKYMEHTHI TEKYIIETO apXHBa;
- TOTOBUTH U MEepeaaBaTh JOKyMEHTaJIbHbIE MaTepuaibl Ha XpaHEHHE B
apXuB;
- COCTaBJIATH OMKCH JIeJI, IEpeJaBaeMbIX Ha XpaHEHHE B apXUB;
- COCTaBJIATh aKThI JJIs TIepe/iad Jiesl Ha XpaHeHHE;
- COCTaBJIATH AKThI HAa CIIMCAHUE U YHUUTOKEHUE JTOKYMEHTOB;
- IPOBEPATH NPAaBUIBHOCTH (HOPMUPOBAHUS U O(YOPMIICHUS A€ MIPH
MIpHeMe UX B apXUB;
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3HaTh -TEPMHHOJIOTHIO JIeTIONPON3BOJICTBA;

-HOPMAaTHUBHO-METOINYECKHE JOKYMEHTHl MO JJOKYMEHTAIHOHHOMY
00ECIICYCHHIO YIIPaABIICHUS;

- TpeOOBaHUs K OpraHU3alH HHPOPMALMOHHO-TOKYMEHTAIMOHHOTO

00CITy>)KUBaHUS;

- KJIJaCCU(PMKALIMIO CITY’KEOHBIX JOKYMEHTOB;

- eZIMHbIC TPeOOBaHUS ¥ MpaBHiIa 0OPMIICHHS TOKYMEHTOB B

coorBeTcTBUH ¢ I'OCToM;

- BUJIbI ¥ COCTaB OJIAHKOB CITyKEOHBIX JOKYMEHTOB, TpeOoBaHUs
K UX KOHCTPYHPOBAHHUIO;
- o0uIme TpeOOBaHUS K COJICPKAHUIO TEKCTOB

CIIy’)KEOHBIX JTOKYMEHTOB, (OPMBI H3JI0KEHUS TEKCTOB;

- BU/IbI, GYHKIIMH JOKYMEHTOB, IPABUJIA UX COCTABICHUS U
oopmienus;

- CIIOCOOBI JOKYMEHTHPOBAHHUS;

- o0mrre mpaBuia U GOPMBI PETUCTPALIUHN TOKYMEHTOB;

- TEXHOJIOTUYECKHUH MPOLIECC KOHTPOJIS 32 UCIIOITHEHHEM MTOPYYEHUI
PYKOBOJIUTEIIS;

- IpaBHJIa U ATAITBI COCTABJICHUS ¥ OPOPMIICHHSI HOMEHKIIATYPbI [T
OpraHH3aLuH;

- TpeboBaHUs K POPMUPOBAHUIO 1€, OCOOCHHOCTU CUCTEMATU3AIUU
OT/EJBHBIX BUJIOB JIOKyMECHTOB;

- IpaBHJIa TEKYILETO XPAHEHUS JIeJI B OpTaHU3aIiH;

- TaIbl TOATOTOBKH JIEN K C/la4ye Ha apXWBHOE XPAaHECHHUE;

- IpaBHJIa OPTaHU3AINN APXUBHOTO XPAHEHUS JIEIT;

- COBPEMEHHBIE BU/IbI OPTaHU3aLMOHHON TEXHUKH:

- Ha3HAYEHHE, MTPaBHJIa SKCIUTYaTalluy U TEXHUYECKOTO
00CITyKHBaHHUS;

- KOMIIBIOTEPHYIO TEXHUKY U COBPEMEHHBIE HH(POPMAITMOHHBIC
TEXHOJIOTUH, IPUMEHSIEMbIE ITPH JOKYMEHTHPOBAHUH U OpraHU3aIH
paboThI ¢ JOKYMEHTaMH;

- TpeOOBaHUs K KaUE€CTBY BBINOIHIEMBIX padoT;

- PSKUMBI M CPOKH XPAaHEHUS apXUBHBIX JOKYMEHTOB.

1.1. Kouu4ecTBO 4aCOB HA OCBOEHHE MPOrPaMMbI MPO(eCcCHOHATBLHOT0
MOIYJIs
BcerowacoB  310uaca

B TOM 4uciie B (hopMe MPaKTUUECKOU MOATOTOBKU — 2784

N3 Hux Ha ocBoenne MJIK 2784acoB

B TOM YHCJIE  CaMOCTOsTeNbHas paboTa 8 4acoB
IIpakTHKH, B TOM YuUCieE:

yueOHast 72 yaca

IIPOU3BOJICTBEHHAsA 72 yaca

IIpomeorcymounas ammecmayus 24uacos.
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CTPYKTYPA U COAEP) KAHUE MTPO®PECCUOHAJIBHOTI'O MOAYJIA
IIM 03 BoinoJiHeHue padoT 1o J0JKHOCTH ciay:xkaiiero 21299 JlexonpousBoaurenb

2.1 TemaTuyeckui u1aH NpPoPecCuOHATBHOI0 MOAYJISA
O0beM BpeMeHHU, OTBeICHHBII HA 0CBOEHHE IIpakTuka
MEKIMCHUIUIMHAPHOIO Kypca (KypcoB)
Camocrost
Oobs13aTenbHAS AyAUTOPHAS
Koabr 5 y4eOHasi HArpy3Ka rerbHas
HaumenoBanus g pabora 5 =
npogecCHOHAJIBH . Bceero yacos 2 odyuaomerocs - =1 =} IpousBoacTBeH
bI X KOMIIETEeH Ui pasit & 8 | VueGHasn, Has (110
npodeccHOHAIBLHOTO = erocs 5 &
g o g 4acoB npopuiiio
MOayJs - o z
= B T.4. B T.4., B T.4., = S CNEeHUATBLHOCTH)
=
o Beero, J1aboparop Kypco Beero, KypcoBast | & g , 4aCOB
Hble Basi pabora | X
S < | uacos 4acoB g
2 £ pa6oThl U padot (mpoekr), | 2
= 2 npaKTHyec a 4acoB %
o E KHe (mpoe s
= = 3aHATHS, KT), 2
4acoB 4acoB
1 2 3 4 5 6 7 8 9 10 |11 12 13
MK 3.1,3.2,33, [Pasgenl MIK 03.01. 154 134 134 80 - 8 - 10 | 2
3.4, TexHOJIOTHS BHITIOJTHEHHS padoT
3.5, 3.6 o npodgeccun
patdounx, J0JKHOCTH cay:kamux 21299
/les1ronpousBoaure/ib
'YI1.03 YueOnas npaKkTHKa 72 72
II1.03 IIpou3BoaACTBEeHHAS MPAKTHKA 72 72
IKoHcyabTanus 2 2
JKk3aMeH KBaJIu(pHKAIMOHHBII 10 10
Bcero: 310 134 134 80 8 18 | 4 72 72
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3.1. Coaep:xanue 00yueHusi no npogeccuonaabHomy moay.iro (IIM)

HanmeHnoBaHune pa3esioB ConepxaHue y4ed0HOro MaTepuasa, 1adopaTopHbie padoThl H MPaAKTHYECKHE 3aHATHSI, CAMOCTOSAITe/IbHAsI padoTa O0nbem yacoB
npodeccuonanbHoro moay.as (IIM) u o0yyarommuxest
TeM
1 2 3
M 03. BoinosiHeHne pagoT no 154
IOJIZKHOCTH caay:kamero 21299
€JIONPON3BOIUTEb
MJK 03.01. BeimosiHeHue paGoT no 134
ITOJZKHOCTH cJIy:kamiero 21299
leronpousBoauTe/b
Tema 3.1. Opranu3zanust u Texnojorust  |Coep:kanue 10
PadoThI ¢ JOKYMEHTAMM 1. |[[IpaBoBBIe OCHOBBI AETONPOU3BOCTBA
2. |HopmatuBHO-MeTOAMYECKas 0a3a TOKYMEHTAITHOHHOTO O0CCIICUCHHUS YIIPABICHUS
I[pakTHyeckoe 3aHATHE 8
1. 3anonHeHue TaOIULBI KAHAIN3 HOPMATUBHOM 0a3bl JEJIONPOU3BOJICTBAY
Tema 3.2. Opranusanus Conepxanue 28
1eJIONPOU3BOACTBEHHOM CJIYKOBI 1. |OprasuzanuoHHasi CTpyKTypa
2. |Crpykrypa ciyx0s1 JOY
3. [Hucaennocts ciayx0b1 JJOY
4. |OpraHu3anMOHHO-TIPABOBHIE JJOKYMEHTBI
5. [[lomoxkenue o cinyx6e 10Y
6. |MHCTpYyKIMS 0 IeIONPOU3BOICTBY
7. J10mKHOCTHBIE HHCTPYKIMU
8. [Tabeisb u anbboM HopM JOKYMEHTOB
I[pakTHyecKkne 3aHATHUS 20
1. |OdopmiieHne opraHU3aIMOHHON CTPYKTYPHI ciyx0b1 JJOY
2. |Pemienue 3a1a4 10 ONpEAEICHUIO YUCICHHOCTH ciyx0b1 [JOY
3. |Pa3paboTka MaKeTOB OCHOBHBIX OPraHM3aIIMOHHO-TTPABOBBIX JOKYMEHTOB ci1yx0b1 JJOY
4. |Pa3pabotka Tabeins u aaprbomMa GopM TOKYMEHTOB
Tema 3.3. OcHOBHBIE TPEOOBAHUS K Conep:xanue 60
COCTABJICHUIO U 0)OPMIICHHUIO 1. |[[IpaBuia opopMiIeHNS JOKYMEHTOB
ITOKYMEHTOB 2. |OdopmIieHe peKBU3UTOB M OJIAHKOB JOKYMEHTOB
3. |Odopmiienne opraHU3alHOHHO-PACIOPSIUTENBHBIX TOKYMEHTOB
4. |Odopmnenne nHOOPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTOB
5. [TpeboBaHMS K TEKCTY JOKYMEHTa
IMpakTHyeckne 3aHATHUS 36
1. [[IpakTuky™m 1mo o)OpMIICHHIO OPraHU3aIMOHHO-PACIIOPSIIUTENbHBIX JOKYMEHTOB
2. |[Ipaktukym 1o odhopmiieHHI0 HHOOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
3. |[YcrpaneHue TMIIMYHBIX OMIMOOK B IOKYMEHTax
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4.

|Pe,£[aKTI/IpOBaHI/Ie TEKCTOB CITy’KEOHBIX JOKYMEHTOB

Tema 3.4. O6mue npaBuia

Copne

PIKaHue

48

cocTaBJIeHUs U 0)OPMIICHHSI THCEM

1.

MapOpMaoHHbIE MIICEMa

[TrceMa-TipochObI

ITruceMa-oTKa3bl

COHpOBOI[I/ITeHLHBIC IIHMCbMa

[TucpMa-noATBEPKACHUS

[TrcpMa-u3BeEIIEHNUS

N g~ lwiN

[lucpma-npuriameHus

8.

KoMMepueckue nucema

IpakTHYecKoe 3aHsATHE

1.

[TpakTHKyM 1O COCTaBICHUIO U 0()OPMIICHHIO ITHCEM

36

Tema 3.5. Opranuzauus
ITOKYMeHT0000pOTa U TEXHOJIOTUSI
PadoThI ¢ JTOKYMEHTAMHU

Cone

PDIKAaHHE

1.

(OCHOBHBIC 3TaIIbI pa6OTLI C JOKYMCHTAMH

TexHOMOT M O6pa6OTKI/I BXOAAINX TOKYMCHTOB

TexHOMOT M O6pa6OTKI/I HCXOoAA X TOKYMEHTOB

TexHOMOT M nepeaaim 10KyMCHTOB BHYTPHU OpraHu3aliin

JIeKTPOHHBIN JOKYMEHTOOO0POT

PerucTpanust JOKyMEHTOB

KOHTpOJ’IB HCIOJHCHUSA JOKYMCHTOB

MudopmannoHHO-cIipaBoYHAs padoTa MO JOKYMEHTaM

40

IpakTHyecKkue 3aHATHSA

HOCTpOGHI/IC TEXHOJIOTHICCKOI CXEMBI O6pa6OTKI/I BXOAAIINX TOKYMCHTOB

HOCTpOGHI/IC TEXHOJOTHICCKOMN CXEMBI O6pa6OTKI/I HUCXOOAIHNX TOKYMCHTOB

[MocTpoeHne TeXHOJIOTHYECKOI cXeMbl 00pabOTKH BHYTPEHHHX JIOKYMEHTOB

AIWINIPE | 0N 01N

TexHOIOrMICCKUI IMIPAKTUKYM T10 pETUCTPALNU JOKYMCHTOB

o

IPermenne 3a/1a4 110 KOHTPOJIIO UCTIOJITHCHU I IOKYMCHTOB

16

Tema 3.6. TexHoJ0rus CHCTEMATU3ALMH
U oOecrieyeHUsl COXPAHHOCTH
ITOKYMEHTOB

Cone

PDIKaHHUE

=

TeXHOJIOTrus COCTaBICHUS K O(l)OpMJ'IeHI/Iﬂ HOMCHKJIATYPbI ACJI

N

CI/ICTCMaTI/IBa]_II/IH 1 y4UCT JOKYMCHTOB B OpraHu3alvin

[Mopsiiok popmupoBaHus ¥ 0OPOPMIICHHS JIEN

TexHomOrUs OpraHu3anu U NpoOBEACHU S DKCIICPTU3BI HEHHOCTU JOKYMCHTOB

HOpH}JOK O(i)OpMJ'ICHI/IH J€J1, COCTABJICHUA OIHcel u caaqu A€J1 B apXuB

40

=
S
A

TUICCKHE 3AHATUHA

HpaKTI/IKyM 110 COCTABJICHMIO HOMCHKJIATYPhI JCJT

HpaKTI/IKyM 110 OIPEACICHUIO CPOKOB XPAHCHUS 11O MEPCUHAM JTOKYMCHTOB

HOCTpOCHI/IC TEXHOJIOTHYSCKOI CXEMBI CUCTECMAaTHU3allu1 YU OpraHu3alvu y4eTa JI0KyMCHTOB

[MpakTrkyMm 10 GOpMHPOBAHUIO U 0hOPMIICHHIO JIEN

AWWINPE |01~ W

IPermenne 3a/1a4 10 OpraHru3aliu NpoBCACHNS SKCICPTHU3bI HEHHOCTHU IOKYMCHTOB

20

CamocrosiTesqibHasi padoTa npu n3ydenuun I[IM 03.
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TemaTHKa BHeayIUTOPHOIl CAaMOCTOATEIbHOI paGoThI

CocraBieHre CHCTEeMaTU3HPOBaHHOH TaOmIel «HopMmaTtuBHas 6a3a gemonpoun3BoactBay [loctpoenue monenu ciyx0b1 JIOY 1o 3a1aHHBIM MapamMeTpam
PaspaboTka MakeTa, periiaMeHTHPYIONIHX JCSITeIBHOCTE ¢y k061 JJOY, nokymenToB Pazpabotka Tabens hopm TOKyMEHTOB

OdopmiieHue anp60Ma 00pa3IoB OPraHU3AIMOHHO-PACTIOPITUTEIBHOM JoKyMeHTauu [IpoekTupoBanue OJIAaHKOB JJOKYMCHTOB

[MpakTrKyM 110 0(hOPMIICHHIO OPTaHU3aNNOHHBIX JTOKYMEHTOB IIpakTHkym 1o o()OpMIIEHHIO pacHopSIaUTENIFHBIX JOKYMEHTOB [IpakTukyM 1mo o opMIiIeHHUIO
nH(pOpPMAIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB PelakTHpOBaHNE TEKCTOB CITy>KEOHBIX TOKYMEHTOB

[MpakTHKyM IO COCTAaBIICHUIO U 0(OPMIICHHIO Pa3HBIX BUIOB IIHCEM

[MocTpoeHue oneporpaMm ABMKEHHS BXOSIIUX, HCXOISIINX U BHYyTPEHHHUX JOKYMEHTOB Pa3zpaboTka sxypHaIOB PErHCTPalMU TOKYMEHTOB

[IpakTHKyM IO KOHTPOJIIO UCIIOJTHEHUS JOKYMEHTOB

Pa3paboTka mpoekTa HOMEHKJIATYpHI A€ 10 3aJaHHbIM napaMeTpam Pa3zpabotka npoekra [TosoxeHus 06 3KkCIepTHOM KOMUCCHH OpraHU3aluu

Pa3zpaboTka makeTa JOKYMEHTOB [10 OPraHu3aluy padoThl AKCIIEPTHOM koMuccuu Pa3paboTka akTa 0 BBIICICHUH JOKYMEHTOB K YHUUTOXKEHHIO
OdopmIieHre OnHCei el 1o 3alaHHBIM [TapaMeTpam
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1. CocTaBneHHe MacopTa yapexaeHus (OpraHu3anni) 0a3bl IPaKTHKH.

2. Pa3paboTka cXeMBbI yIpaBIeHUS yupexkIeHIUEM (OpraHnu3aIueii) 6a30i MpaKTHKH.

3. O3HAKOMJICHHE C JIOJDKHOCTHBIMU 00S3aHHOCTAMH pabOTHHKA CEKpeTapuara, KaHIesIpHu, apxupa. KonupoBaHue TODKHOCTHON HHCTPYKLMH. ECIN B yUpexIeHUHU TaKOro
ITOKyMEHTa HET, COCTABJICHUE HHCTPYKIIMU HA OCHOBE THIIOBOM.

4. OdopmiteHre TOT0KECHUN

5. OdopmileHne HHCTPYKIHIA

'YuyeOnasi npakTuka Buabl pador 72
1. OhopmiieHrE TIOJOKESHUN

2. Odopmienre UHCTPYKIHiA

3. OchopmiteHHE TIPUKA30B

4. OdopmileHne pacropsHKeHUH

5. OdopmiteHHE JOKIAAHBIX (CITy>KeOHBIX ) 3aITUCOK

6. OdopmicHHE OOBICHUTEIBHBIX 3aITHCOK

7. OopMIiteHHE TPOTOKOJIA U BBIIMCKHU U3 IPOTOKOJIA

8. Ot opmiteHne CITyKEeOHBIX TIHICEM

9. zydenne TEXHOIOTHUH U MTOPsIKa 00padOTKU BXOIAIINX JOKyMeHTOB. COCTaBlIeHIE aNropuTMa o0paboTKu.

10. M3yueHne TEXHOIOTHH M TIOPSAKA COCTABICHHS ¥ paOOTHI C BHyTpeHHEH NokyMeHTaruel. Co3iaHne OCHOBHBIX BUIOB OPTaHU3AIMOHHO-PACTIOPAANTENBHBIX JOKYMEHTOB.
11. 3y4eHue )xypHAJIOB PETHCTPANU JOKYMEHTOB (BXOJIINX, HCXOISIINX, BHyTpeHHNX ). Co3mganue ¢popM KypHaia. Perncrpaius JOKYMEHTOB B KypHaJIaX.

12. CocraBiieHne oneporpamMmbl ABHKEHHS JOKYMEHTa, TOCTABICHHOTO Ha KOHTPOJIb 33 HCTIOJTHEHHUEM.

13. Mi3y4enue IBUKEHUS JOKYMEHTAIIMOHHBIX IIOTOKOB BHYTPHU YUpEXICHUs (OpraHu3anum) 6a3pl NpakTUKU. Pa3paboTka cxeM JOKYMEHTOIIOTOKOB.

14. OdopmiieHre 00JI0XKKH Jiefia B COOTBETCTBUH C HOMEHKIIATYPOii /e,

15. [loammBKa TOKyMEHTOB B JETIO.

16. 3aBepurenue nena. CocTaBieHHE OMUCH.

17. AHanu3 opraHu3alyy XpaHeH!s JOKYMEHTOB U IeJ1 B IEPUOJ HCIIOJIHEHHS Ha MIPEANPUATHH (B OpraHu3aIiu) - 0a3e MPaKkTHKH.

18. M3y4yeHue HOMEHKJIATypBbI el OpraHu3aiuy. AHAIN3 COOTBETCTBUS UMEIOIINXCS e HoMeHKaType. CocTaBieHue HOMEHKIIATYPBI JIEIL.

19. AHanu3 opraHu3anny SKCIIEPTH3HI IEHHOCTH JOKYMEHTOB Ha IPEINPHATHH (B OpraHM3anny) - 0a3e MPaKTHKH.

20. CocTaBieHHE OIMCH € CTPYKTYPHOTO TOAPA3IEICHUS yIPEXKICHUS (OpraHU3aiK) - 0a3bl MPaKTHKH.

21. CocraBieHue akTa 0TOOpa Je] Ha apXUBHOE XpaHEHHE.

22. CocraBieHue akTa 0T00pa JOKYMEHTOB U JIe] K YHHUTO)XKEHHIO.

I[Ipou3BoacTBeHHasi NpakTHKa Buabl pador 72
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11

6. OdhopmiicHrE TIPHKA30B
7. OdopmiieHHEe pacTIOpsHKSHHMA
8. OdopmiieHre TOKIaIHBIX (CITy’)KEOHBIX) 3aIUCOK

9. OdbopmiicHHUE OOBACHUTEIHHBIX 3aITUCOK
10.

O(l)OpMJ'IeHI/Ie MIPOTOKOJIa U BBIIMHUCKHU U3 TPOTOKOJIa

. OpopmieHue CiTy’KeOHBIX MUCEM
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

CocraBneHue anropurma 00paboTKH BXOISIINX, UCXOASIINX U BHYTPEHHHUX JOKYMEHTOB.
Co3nanue (GopM KypHAJIOB PETUCTPALIMH JOKYMEHTOB (BXOASIINX, HCXOISIINX, BHYTPEHHUX ).
Peructparyst JOKyMEHTOB B KypHaJIax.

CocraBneHne oneporpaMMBl IBIDKCHNS JOKYMEHTA, TIOCTABICHHOTO HAa KOHTPOIIb 32 UCIIOTHEHHEM.

W3y4yenne NBIKEHNS JOKYMEHTAI[HOHHBIX TIOTOKOB BHYTPH YUPEXKACHHUS (OpraHu3anni) 6a3sl MpakTHKH. Pa3paboTka cxeM JOKYMEHTOIIOTOKOB.

OdopmiteHre 00JIOKKH J1eIa B COOTBETCTBHH C HOMEHKJIATYpPOH JIe.

[MoammBKa TOKYMEHTOB B JETIO.

3aBepmenue aena. CocTaBieHHE OMUCH.

AHanu3 OpraHu3aliy XpaHeHUs JOKYMEHTOB U JIeN B IIEPHO/I UCIIOTHEHUS Ha IPEANPUATHH (B OpraHU3aINK) - 6a3e IPaKTUKU.
W3yyeHne HOMEHKIIATYPBI JIe]l OpraHu3alii. AHaIN3 COOTBETCTBUS UMEIOIINXCS A€ HoMeHKaType. CocTaBiIeHue HOMEHKIIATYPHI JIEI.
AHanu3 opraHu3alny HKCIEPTH3BI IEHHOCTH JOKYMEHTOB Ha MPEANPUATHH (B OpraHU3aIiy) - 0a3e MPaKTHUKU.

CocraBiieHne OIUCH eI CTPYKTYPHOTO MOJIpa3/ieNieHus yupexaeHus (Opranu3anum) - 6a3sl MpakTHKH.

Cocrapienue akta 0TO0Opa jies Ha apXUBHOE XpaHEHHE.

CocraBneHne akTa 0T00pa JOKYMEHTOB H JIe]l K YHHITOXEHHIO.

Bcero

310
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3. YCJI0OBUSA PEAJIM3ALIUU ITPOT'PAMMBI IIM

3.1. Tpebosanus K MUHUMATLHOMY MaAMEPUATLHO-MEXHUYUECKOMY 00ecnedenuIo

Peanmzamuss  mporpammbr  [IM 1pebyer  Hanmmuus  ydeOHOro  kaOuHeTa
JIOKyMEHTAITMOHHOTO OOECIIeUeHUsT YIpaBJICHUS; J1adopaTopuii - JOKYMEHTOBEICHHS U
y4eOHOM KaHIESIpUH (CIY>KObl JOKYMEHTAIIMOHHOTO O0ECTHeUYeHUsl YIPABICHUS). CUCTEM
AJIEKTPOHHOTO TOKYMEHTO000pOTa

O6opynoBanne yueOHOTO KaOMHETa 1 pab0IMX MECT KaOMHETa:

- IOCaI0YHBIE MECTA M0 KOJIMYECTBY O0yUaIOIIHXCS;

- pabouee MecTo MpenoiaBaTes;

- 9KpaH JUIsl IEMOHCTPALIMKA MYJIbTUMEAUINHBIX MPE3CHTAIIUH.

O6opynoBanue 1abopaTopuu 1 paboynx MECT JIaOOpaTOPUH:

- MIOCAIOYHbIE MECTA [0 KOJIMYECTBY 00yUaIOIUXCs;

- pabouee MecTo MpenoiaBaTes;

- mKadwl 1151 y4eOHO-1a00paTOPHBIX MaTEPUAJIOB.

Texauueckue cpeacTBa 00yUCHUS:

- KOMIIBIOTEP C IPO(PECCHOHATEHBIM MMPOTPAMMHEIM 00ECTICUCHUEM;

- IOJKJIIOYEHHE K ceTH MIHTepHET;

- MYJIBTUMEIMWHBINA IPOEKTOP.

Peanuzanust ~ paboueit  mporpammbl  [IM  mpeamonaraer  00s3aTENIbHYIO
MIPOU3BOICTBEHHYIO TIPAKTHUKY.

O06opynoBaHK€e U TEXHOJOTMYECKOE OCHAIIICHUE pab0YrX MECT:

- pabouee MecTO sl POXOXKACHUS MPAKTUKU;

- KOMIIBIOTEP C PO(PEeCCHOHATLHBIM MPOTPAMMHBIM 00ECTICUEHUEM;

- MOJIKIIIOUEHUE K ceTu MHTepHerT:

- opucHas oprrexuHuka (mpuHTEp, CKaHep, TenedoH, hakc)

O6opynoBaHKe U TEXHOJIOTHUECKOE OCHAIICHHE Pa00YMX MECT: CIEeIHATU3UPOBAHHBIN
POrPaMMHO-TEXHUYECKUN KoMIUIeKC 1iyisi oOydaromnuxcst ¢ OB3 (¢ ydyeroM moTpeGHOCTEM
JIUI] C OTPAHMYCHHBIMU BO3MOYKHOCTSIMU 37IOPOBBS ).

3.2. Hnghopmayuonnoe obecneuenue ooyuenus Ocnoenvle UCMOUYHUKU

1. Kocapea O.A. OCHOBBI JeIONPOM3BOACTBA: y4eOHOE MmocoOue.-2-¢ W31., HCIp.,
nomn.-M.: HUIT MH®PA-M.,2019.-146c.

http://znanium.com/catalog/produkt/989597

2. Poroxxua M.}O.CripaBOYHUK TIO JEIONMPOU3BOACTBY.- 3-€ 3., iepepald., JOII.-
M.:}FOctunmupopm,2011.-256¢.

http: //znanium. com/catalog/produkt/278862

3. AcamueB A.M. OCHOBBI JICJIONIPOU3BOJICTBA: YueOHOE ITocodue. - 2-¢ u3l., UcIp.,
nom.- M.: HUI] UH®PA-M.,2017.-146c¢.

http://znanium.com/catalog/produkt/782839

Ilepuoouueckue uzoanus
1. XKypnan «/lenonpoussoacteoy http://www.top-personal.ru/officeworks.html
KypHan «Jleaonponu3BoacTBO U JOKyMEHTO000pOT Ha mpeanpustuu» http://delo-
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http://znanium.com/catalog/produkt/989597
http://znanium.com/catalog/produkt/278862
http://znanium.com/catalog/produkt/782839
http://www.top-personal.ru/officeworks.html
http://delo-press.ru/

2. press.ru
3. Kypnan «Cekperapckoe aeno» http://www.sekretarskoe-delo.ru XXypuan

«Cexkpertapb-pedepent» http://www.profiz.ru/sr Xyprai «CrpaBouHUK KaIpOBHUKaY,
http: //e.spravkadrovika.ru

4. Kypnain «CnpaBOYHUK cexkperaps 151 oduc-
MeHepkepay https://www.sekretariat.ru/magazine-ssom
5.

Pecypcot Humepnem

Cucrema Kaapsr http: //vip. 1 kadry .ru

denepanbHoe apxuBHOE areHTCTBO (Pocapxus), http://archives.ru

3.3. Oobuwue mpebdosanusn K opzanusayuu o0paA306amenbHo20 npoyecca

OcBoenune IIM 03 BeimonHeHnue paboOT MO JOHKHOCTH ciyxamiero 21299
Jlenonpou3BoAUTENb MPOU3BOJUTCS B COOTBETCTBUU C Y4YE€OHOM IUIAHOM MO
CIIEHMAIBHOCTH

46.02.01 [oxyMeHTallmOHHOE OOECIeYeHHE YIPaBICHUS M ApPXWBOBEACHHE H
KaJICHJAPHBIM FPpaPUKOM.

I'padpux ocBoenuss [IM mnpenmomaraer ocBoenne MJIK 03.01 Texwuomorwus
BBITIOJTHEHUA pabOoT MO  JOKHOCTH ciyxkamux 21299  Jlenonpou3BoaAUTEb,
BKJIFOYAIOIIETO B C€0s1 KaK TEOPETUUECKHUE, TAK U JTA0OPATOPHO-NPAKTHYECKHUE 3aHATHUS.

OcBoenuto [IM npenmecTByeT n3ydeHue y4eOHbIX JUCUUIUINH: PYCCKOTO SI3bIKA,
UCTOpUH,  OOILECTBO3HAHUS, IIpaBa, HKOHOMHUKH, IPABOBOIO  OOECHECUYECHUS
npo(hecCUOHATIBHOM NeATENbHOCTH.

B nponecce ocBoenust IIM mpennosnaraercss npoBeieHue pyOexKHOT0 KOHTPOJIS
3HaHUWA, yMeHui Yy cTyaeHToB. Cnpaua pyOexHoro koutpons (PK) sBasercs
oOs3aTenbHOM 11 Bcex oOydarommxcs. Pesynbratom ocBoenus [IM Boictynatot I1K,
OLICHKa KOTOPBIX IMpeJCTaBisieT co00i co3aaHue u cOOp CBUAETEILCTB JAEATEIBHOCTH
Ha OCHOBE 3apaHee ONPENEIEHHBIX KPUTEPHUEB.

C nenbto OKa3aHUS MOMOIIM CTYJE€HTaM MpPU OCBOCHUU TEOPETHYECKOTO U
MPaKTUYECKOT0 MaTepHalia, BBITIOJHEHUSI CAMOCTOSTENbHON paboThl pa3padaThIBaAIOTCS
y4€OHO-METOIMUECKUE KOMIUIEKCHI (KeHUChI CTYICHTOR).

C uenpl0 METOIWYECKOro oOecreyeHuss NPOXOXKIAEHUs Y4yeOHOM u/uinum
POU3BOJICTBEHHON MNPAKTUKH, BBIIOJIHEHHS KypCOBOIO MPOEKTAa/KypCOBOM pabOThI
pa3pabaThIBalOTCA METOAMYECKUE PEKOMEHIALMH JIJIS1 CTYI€HTOB.

IIpn ocBoennn IIM KaxapIM IIpENoAaBaTeNIeM YCTAHABIMBAKOTCA 4Yachl
JOTIOJIHUTENIbHBIX 3aHSATHUWA, B paMKaxX KOTOPBIX [JIsi BCEX IKEIAIIIMX MPOBOASTCSA
KOHCYJIbTALINH.

Jna cmyoenmoes ¢ OB3 mamepuanvt adanmupyromcsa ciedyroumum oopazom:

JUIS1 JIUL] C HAPYIICHUSIMU 3PEHUSL:

- B IIEUaTHOM popMe YBEIMUEHHBIM MPUPTOM;

- B (hopMe AIIEKTPOHHOT'O JTOKYMEHTA;

- B IeyaTHOU popme Ha s3bike bpaidsis. 11t Ul ¢ HapyIIeHUSIMU CITyXa:

- B Te4aTHOU dopme;

- B (hopMe JIEKTPOHHOTO TOKYMEHTA.

JUTSL JIUL] C HAPYUIEHUSIMUA OTIOPHO-/IBUTAaTENBHOTO arapara:

- B Te4YaTHOU dopme;

- B (popMe 3JIEKTPOHHOTO TIOKYMEHTA;
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JUTSL JIUI C HEPBHO-TICUXUYECKUMHU HapYIICHUSIMU:

- TEKCT C WUTIOCTPALUsIMU;

- MYJIbTUMEIUNHBIC MAaTEPHUAIBI.

3.4. Kaopoeoe o6ecneuenue oopazosamenbnozo npoyecca

TpebGoBanus kK KBamu(UKAIIUU TEAArOTHYECKUX (MHXCHEPHO-TIEArOTHICCKUX )
KaJIpoB, obecneunBaromux ooyuenue nmo MJIK:

- HaJgu4We BBICHIETO NPO(HECCHOHATHLHOTO O0pa30BaHUS, COOTBETCTBYIOIIETO
npodmrro  Momyns BemmonHenme paboT MO JODKHOCTH — ciayxamiero 21299
HenonpousBogutens u crenuanbHocTH 46.02.01 oxyMeHTalmoHHOE OOECIeUeHHE
YIOPABJICHUS U apXUBOBEJCHUE, U ONBIT peaju3alMi MporpaMMm IpodeccHoHaTIbHOTO
(cpenHero crenuaiIbHOTO M BBICIIEr0) 00pa3oBaHUsI.

TpebGoBanus Kk KBanu(UKaAIMU MEIarornyeckux (MHXEHEPHO-TEJaroru4ecKux )
KaJpoB, ooecnieunBaronux nposeacHue JIIP:

- Hajgu4he BbICHIETO MPO(EeCcCUOHATBHOTO 00pa30BaHUs, COOTBETCTBYIOIIETO
npopuaro MoAyss BeimonHenwe paboT 1O JIODKHOCTH — ciykamero 21299
Jenonpon3Boautenpy u crenuadbHOCTH 46.02.01 JloxymMeHTanmoHHOE OOecTeueHne
VIPABJICHHUS W apXUBOBEJCHUE, W ONBIT PeaTU3allK MPOrpaMM IPo(ecCHOHATHEHOTO
(cpenHero crenualbHOTO U BBICHIET0) 00pa30BaHUsl.

TpeboBanus k KBaTM(PUKANMKA TEAATOTHYCCKUX KaJIpOB, OCYIIECTBIISIOIINX
PYKOBOJCTBO MPAKTUKOU

- HQJIM4YUE BBICIIETO MPO(ECCHOHAIBHOTO O0pa3oBaHUs, COOTBETCTBYIOIIETO
npoduio  Moayns BeimonHenue paboT MO JOJDKHOCTH — ciayxamjero 21299
HenonpousBoautens u crenuanbHoctu 46.02.01 JlokymeHTanmoHHOE oOOecreueHue
VIOPABJICHUS W apXUBOBEJCHHUE, OIBIT pea3allii MporpaMm MpodecCHOHATBHOTO
(cpemHero crHenuagbHOTO M BBICIIEr0) OOpa3oBaHMs U PYKOBOJACTBA Y4eOHOM,
IIPOU3BOACTBEHHOW Y IPEAAUIIIIOMHON TPAKTUKAMM.

NnxeHepHO-IeJarornyeckuii  COCTaB: JHUIJIOMUPOBAHHBIE  CIIEIAATUCTBHI,
MPEIO/IaBaTENId MEXIUCIUIUIMHAPHBIX KYPCOB.
K peanmuzamuun MPOrpaMMBbI IMOJATOTOBKH

KBATH(HUITUPOBAHHBIX PAab0YMX, CITY)KAIIUX MOTYT MPUBIIEKATHCS THIOTOPBI, IICHXOJIOTH
(Temaroru-MmcruxoJIoTH, CIICIHAIBHBIE TICUXO0JIOTH), COITHATBHBIC MTeIarory (COIMATbHBIE
pabOTHHKM), CHCHHAINUCTBI TI0 CIHENUAIbHBIM TEXHHYECKUM W MPOTPAMMHBIM
cpenctBaM  OOyYeHHMs, a TaKkKe TP HEOOXOJAMMOCTH  CYypJAOIEIaror,
CypJIOTIEPEBOTUUKH, TUQIIONEIArOTH,

TUDITIOCYPAOTIEPEBOTUHUKH. Bce nmenmarormyeckue paOOTHHKK — JOJHKHBI
npoiitu 00ydeHue aist paboTel co crynentamu ¢ OB3.
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4, KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA _
IMPOPECCHUOHAJIBHOI'O MOAYJIA (BUJA ITIPOPECCHUOHAJIBHOU

JAEATEJIBHOCTN)
Pe3yabTaThl (0OCBOEHHBIE OCHOBHBIE MOKA3aTeIH OIEHKH DopMBI U METOBI
npogeccuoHAIbHbIE KOMIIETEHIIH) pe3yJabTara KOHTPOJISI U
OLIEHKHU
[1K 3.1.0pranuzoBsiBath paboTy ¢ 3anoaHeHNe 3aII0JTHCHUE
JIOKYMEHTaMH, IPUHUMATh YYaCTHE B | CHUCTEMATH3UPOBAHHOMN TaOJIHIIbI TaOJTHIIBI,

pa3paboTKe JTOKAIBHBIX HOPMATHBHBIX
aKTOB OpraHHM3alliy MO BOIIPOCaM
JOKYMEHTAIIMOHHOTO

oOecrieyeHus! yrpaBIeHHs

«AHanu3 HOPMAaTUBHOM 0a3bI
JIETIONIPON3BO/ICTBAY;

o opMIICHUE OPTaHU3AITTOHHON
CTPYKTYPBI U TIOCTPOCHHUE MOJICITH

MOCTPOCHUE MOJICTIH,
MPAaKTUKYM TI0
pa3paboTke
JIOKYMEHTOB,

perucTpanuu, y4ety, XpaHeHHIo 1
repeiaye B COOTBETCTBYIOLIHE
CTPYKTYpHBIE

roipa3aesieH s TOKYMEHTOB TEKYIIEro
JIEJIONPON3BOICTBA

HCIIOJTHEHUA JOKYMCHTOB

ciryx0s1 10Y; pa3paboTka amp0omal

pa3paboTka u Tadens hopm

pETJIAaMEHTHPYIOIINX JOKYMEHTOB; JOKYMEHTOB

pa3paboTka Tabens u ansooma hopm

JOKYMEHTOB
[1K 3.2. OcymiecTBasITh paboTy 110 [IpoexTupoBanue OJaHKOB MIPAKTUKYM,
COCTaBJICHHIO U 0(OPMIICHHIO JIOKYMEHTOB; IPAKTUKYM IO peOaKTUpOBaHHE
yIpaBIeHUYECKON JOKYMEHTALUH o(hopMITEHHIO OpraHU3aIOHHBIX TEKCTOB, YCTPaHCHHUE

JOKYMEHTOB; IPAKTUKYM I10 OLIMOOK

odopmIIeHHIO

pacnopsauTeNbHBIX TOKYMEHTOB;

MPAKTUKYM 110 OPOPMIICHHIO

HH(QOPMALMOHHO-CIPAaBOYHBIX

JOKYMEHTOB; PeJaKTHPOBAHHE TEKCTOB

CITy>K€OHBIX TOKYMEHTOB; IPAKTUKYM

IO COCTABIICHUIO M O()OPMIICHHUIO

Pa3HbIX BUAOB IHCEM; YCTPAHEHHE

TUITUYHBIX OITHOOK

B JOKYMEHTax
K 3.3. OcymecTBisiTh paboTy 10 ITocTpoeHnEe TEXHOIOTMYECKON CXEMBI IIOCTPOEHUE
00paboTKe BXOAIINX, UCXOASIINX H 00pabOTKH BXOJSIINX, UCXOASIINX 1 TEXHOJIOTHYECKUX
BHYTPEHHHUX BHYTPEHHHUX CXEM, IIPAKTHKYM,
JOKYMEHTOB, COAEHCTBOBATD JOKYMEHTOB; PEILLIeHHE 33/1a4 10 peleHue 3aaad,
ONITUMH3AIIUH JOKYMEHT0000pOoTa ONITUMH3ALIUU MOCTPOCHUE
OpraHu3anuu JIOKyMEHTO000POTa; TEXHOJIOTHYECKUI oreporpamMm

MPAKTUKYM O PErUCTPALUH

JOKYMEHTOB; PEIIeHHE 3/1a4 TI0

KOHTPOJIIO UCTIOTHEHHS JOKYMEHTOB;

MIOCTPOEHUE ONEPOrpaMM

JBIDKEHHS BXOISIINX, HCXOIAIINX U

BHYTPEHHHX JIOKYMEHTOB

PazpaboTka >xypHanoB perucTpanuu MPaKTHKYM,
1K 3.4. Opranu3oBbiBaTh pabOTy 110 JIOKyMEHTOB; IIPAKTUKYM 10 KOHTPOJIIO| PELICHUE 3a/1a4
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IIK 3.5. OcyiiecTBiIsATh paboTy 110 [IpakTHKyM I10 COCTaBIICHUIO MIPAKTHKYM,

CUCTEMAaTH3alluu JIOKyMEHTOB, HOMEHKJIATYPHI JIeJT; TTIOCTPOSHHUE pa3paboTka

COCTaBIISITh HOMEHKJIATYPY Je] U TEXHOJIOTMUYECKON CXEMBI MPOEKTOB

(hopMHpOBAThH IOKYMEHTHI B JIeia CHCTEMATH3allUH U OPTraHu3al[uK ydeTa JIOKYMEHTOB,
JIOKYMEHTOB; IMTPaKTHKYM TIO MOCTPOCHUE
(hopMupoBaHUIo U 0(HOPMIICHUIO JIEIT; TEXHOJOTHYECCKOH

CXEMBI
[1K 3.6. IIpoBoguts paboTy 1o [IpakTHKyM IO OIIPEEIEHUIO CPOKOB | MPAKTHKYM,
MTPOBEPKE CPOKOB XPAHCHUS XpaHEHUS 110 MEPEYHSAM JIOKYMEHTOB; | pEIICHUE 3a/1a4

pa3palboTKa nakera JOKyMEHTOB IO
OpraHM3aIMy padOTHl SKCIIEPTHOM
KOMHCCHUY;

pa3paboTka npoekra [lonoxxenus 06
9KCTIEPTHOI KOMHUCCHU OpTaHHU3aIIH;
pelIeHue 3a/1a4 10 OpraHu3aIin
MPOBEACHUS SKCIEPTH3HI IEHHOCTH
JOKyMEHTOB; pa3pab0oTKa aKkTa O
BBIJICTICHUH JTJOKYMEHTOB K
YHAYTOKEHHIO; 0QOPMIICHUE OTHCEi
€M1 IO 3aJaHHbIM

napamerpam

JIOKyMEHTOB Ha OCHOBE IIEpEeYHEN
JOKYMEHTOB, 0()OPMIISITH JOKYMEHTHI
3KCIIEPTHOM

KOMMCCHH U OIUACH JIEI

@®opMbl U METOJBl KOHTPOJISI U OLEHKH PE3ylbTaTOB OOYYEHUS JOJHKHBI
MO3BOJIATH  MPOBEPSATH Yy  OOy4yaloIMUXCd HE  TOJIBKO  C(HOPMUPOBAHHOCTH
npo(eCCUOHANBHBIX KOMIIETEHIIMH, HO M pa3BUTHE OOIIMX KOMIIETEHIMH U

00eCIeYnBaOIINX UX YMEHUH.

Pe3yabTaThl (OCBOEHHBIE 001IHE OcHOBHBIE I0KAa3aTe/IM OLlEHKH DopMbI U
KOMITETCHIH) pe3yJbTarta MeTO/bI
KOHTPOJISI U
OLICHKH
OK 1. [ToHnMaTs CyImHOCTb U connanbHyto [[Ipe3eHTanus Ha TeMy Mpe3eHTalus
3HAYMMOCTh CBOEH Oyayiei mpodeccun, «[lepcriekTHBBI pa3BUTHS Moel Oyayiel
IPOSIBIISITh K HEH YCTOMYMBBIN MHTEPEC npodeccui Ha peIHKE TPYay
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO Opranunzaiust pabouero MmpocTpaHCTBaA. MPAKTHUKYM
NesITeNbHOCTD, BEIONPATh THITOBBIE MeTOJb M [lmanupoBaHie pabouero JHs.
CIIOCOOBI BHITIOJTHEHHS IAHAITN3 JIESITENTbHOCTH 32 OJIMH PabouHii
npodecCHOHANBHBIX 3aa4, OLICHUBATh X eHb
A (HEKTUBHOCTH M KAYECTBO
OK 3. [IpuHrMaTh perieHrs B CTaHJApTHHIX U|MoaenpoBaHue TPEHUHT
HECTaHIAPTHBIX CUTYAIMsIX M HECTH 332 HUX  [HECTaHJapTHOW CUTYAI[H B TPYIIIIaxX
OTBETCTBEHHOCTb
OK 4. OcymiecTBiasTh NOUCK U paborac ObC
ncnonb3oBaHue nHpopmarmu, Heodxoaumon [[lonck uHGOpMaLHHK B MPAaKTUKYM
1t 3 (heKTUBHOTO BBITTOTHEHHS WHPOPMAIMOHHO-TIPABOBBIX U 3aroJTHeHNE
mpodeccHOHANBHBIX 33]1ad, MH(POPMAIIMOHHO-CIIPABOYHBIX CHCTEMAX H TabuIy
Mpo¢eCCHOHANBEHOTO U IMYHOCTHOTO ee aHaIu3 3anoJIHEHUE
[pa3BUTHSA CHCTeMAaTH3UPOBAHHBIX TaOIHIT
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YCIOBUSAX YaCTOM CMEHBI
TEXHOJIOTHH B TPO(eCCHOHAITBHOM
NESITEIEHOCTH

TeXHUKE 0e30MmacHOCTH |
DKCIUTyaTallud HOBOH O(hHCHOM

TCXHUKH

OK 5. Ucnons30Bath HH)OPMAITTOHHO- Co3maHne TEKCTOBOTO MPAKTHKYM
KOMMYHHKaIMOHHBIC TEXHOIOTUH B (TabIUYHOT0) TOKYMEHTA C 3aJaHHBIMU
npodeccnoHaNbHOM AESTEIBHOCTH rapamMeTpamu,
OTnpaBka U IpueM KOPPECIOHACHIMH 10
(hakcy, Mo MEKTPOHHOH MmoyUTe.
[ToaroroBka MaTepuanoB K COBELIAHHUIO B
BUJIE HJICKTPOHHON IPE3EHTALUH
OK 6. PaboTath B KoJUIeKTHBE U KOMaHzae,  |[[poBeieHue NeNOBBIX TP, TPEHUHTOB, TPEHHUHT
A deKTUBHO 00IIATHCS C KOJIETaMH, TECTUPOBAHMS, MO3I'OBBIX IITYPMOB B MaJIbIX
[PYKOBOJCTBOM, IOTPEOUTEISIMH rpymmax
OK 7. BpaTb Ha ce0st OTBETCTBEHHOCTh 3a Pa3paboTka mporpaMmbl KPyIHOTO
paboT ywieHOB KOMaHAbI (MOAYMHEHHBIX),  [MEPONPHITHS HA YPOBHE OpraHU3alH MPOEKT
[pEe3yJIbTAT BBIIOIHEHUS 3aJaHNI (oTzena),BKIIOYas CLICHapHUH, MIPAKTUKYM
MpUTTIAICHUS TPEJCTaBUTENCH
MapTHEPOB,  BETEPaHOB u ap.
i,  Qypiuer, MIOJrOTOBKY
MaTepHajIoB
OK 8. CamocTosTENBHO \AHaJI13 OCBOEHHOCTH MPaKTUKYM
OIIpENeIIATh 3aJa91 MpopeCCHOHANBHBIX ~ HABBIKOB
mpoecCHoHaIbHOTO U Ha OCHOBe npodcTanmgapra
ITIYHOCTHOTO Pa3BUTHS, OcBoeHMEe PHUEMOB paboTHI ¢
3aHUMAaThHCSl caMOo0Opa30BaHKEM, oducHoOI TEXHUKOU (KOTUpBI,
OCO3HAHHO IJIAHUPOBAThH MOV, ntukTo(hOHBI, CETEKTOPHI
MOBBIIIICHHE KBATU(UKAITUH W J1p.)
OK 9. OpuenTtupoBaThCs B Pa3paboTka pekoMeHAaluii o MPaKTUKYM
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IIpuiokenue 1

KOHKPETU3ALIUA PE3YJIBTATOB OCBOEHUA IIM

- Opranu3anuy padoThI C JOKYMEHTAMH -
Pa3paboTKy OpraHU3alMOHHBIX
TOKYMEHTOB 110 JIOKYMEHTAIl[HOHHOMY
00ECIIEYCHHUIO yIIPaBICHUS

- CocraBliCHUS! HHCTPYKIIHH 10

- Pa3paboTka cxembl yrpaBieHus
yapexkIeHueM (OpraHu3anmeii) 6a30il MpaKTHKU
- O3HaKOMJICHHUE C JOJDKHOCTHBIMU
00513aHHOCTSIMU PaOOTHHKA CEKpeTapuara,
KaHIICITSIPUH

IIK 3.1. Opranu3oBbIBaTh padoTy ¢ JOKYMeHTaMHU, IPUHUMATH yyacTue B pa3padorke [Koia-Bo
VIOKAJIbHBIX HOPMATHBHBIX AKTOB OPraHM3alMH M0 BONPOCAM JOKYMEHTAIIMOHHOTO  [4aCOB
oOecreyeHusi ynpaBJjeHus!

NMeTh NpaKkTH4YeCKHUil ONbIT: Buabi padoT HA npakTHKe: 6

TemaTnka caMmoCTOATEIbHOM PadoThI:

CocraBiieHre CUCTeMaTU3UPOBaHHON Tabmuibl «HopmaTuBHas 6a3a 1eT0nMpON3BOACTBAY

NEeTONPOU3BOACTBY - CocTaBiieHHE JODKHOCTHON HHCTPYKLIUH
- CocTaBiieHHE HHCTPYKLIUH 10
eTIONIPOU3BOACTBY
YMeThb: TemaTnka 1a00paTOPHBIX/IPAKTHYECKHX 28
- Opranu3oBbIBaTh Pa0OTY CITYKOBI padoT
NIeTI0NPOU3BOICTBA 1. 3anonHeHue TabauIBl «AHANN3
- OnpenensTb YUCICHHBIN COCTaB CIIy>KObl [HOPMATUBHOU 0a3bl JEJIONPOU3BOICTBAY
J10Y 2. OdbopmieHne oprauu3alOHHON CTPYKTYPBI
- OnpenensTb ONTUMANIbHYIO CTPYKTYpY U [ci1yk0b1 JIOY
pacripeiesieHue (pyHKIMOHAIBHBIX 3. Pemenue 3agau no onpeaencHuo
00s13aHHOCTEH CcITy)0b1 JIOY YHCICHHOCTH CITy)O0b1 JJOY
- Pa3pabareiBath Tabens u anbooM hopm 4. Pa3zpaboTka MakeTOB OCHOBHBIX
TTOKyMEHTOB OpraHN3aIMOHHO-TIPABOBBIX JJOKYMEHTOB
CITY>KOBI
5. Pa3zpaboTka Tabens u anpboma Gpopm
[TOKYMEHTOB
3HaTh: Ilepeyens Tem, Bkiaw4eHHbIX B M/IK 10
- HopmatuBHO-TIpaBoByt0 1 1. Opranuzanus 1 TEXHOJIOTUsl paboTHI €
HOPMAaTHBHO-METOJUYECKYIO OCHOBY IMTOKYMEHTaMHU
NIeTI0NPOU3BO/ICTBA 2. [IpaBOBBIE OCHOBBI JIEIONIPOM3BO/ICTBA
- TexHOJI0rHI0 OpraHu3auu padboTsl ¢ 3. HopmaTtuBHO-MeTOTMUeCKast 6a3a
TTOKyMEHTaMHU ITOKYMEHTAIMOHHOTO 00ecTieyeH s yIpaBIeHUs
- CocTaB OpraHM3aMOHHO-TIPABOBBIX 4. OpraHu3zaiys 1e710mPON3BOICTBEHHOM
TTOKYMEHTOB I10 paliiOHaJIbHON CITY>KOBI
OpTaHU3aINH JeTIONPOU3BOICTBA 5. OpraHu3zaioHHas CTPYKTypa
6. Ctpykrypa ciayx0sl IOY
/. Uucnennocts ciryx0b1 JJOY
8. Opranu3aloHHO-TIPaBOBbIE JIOKYMEHTHI
0. ITonoxenwue o ciyxoe JJIOY
10. UHCTpYKLIKS TIO AETONPOU3BOICTBY
11. JlomxHOCTHBIE HUHCTPYKLIUN
12. TaGenb 1 anbboM GopM TOKYMEHTOB
CamocrosTenpHas padota 0
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PazpaboTtka Tabemnst popM JOKYMEHTOB

[TocTpoenue moaenu cinyx0n1 JIOY 1o 3agaHHBIM IMapamMeTpam
Pa3paboTka MakeTa, perjJaMeHTUPYIOIIHNX ASSTENHHOCTD CyKObl IOY, TOKyMeHTOB

Odopmienne anb0omMa 00pa3lioB OPraHU3aluOHHO-PACTIOPS IUTEIBHON JOKyMEHTAIUN

MK 3.2. OcylecTBJIATH padoTy M0 COCTABJIEHHIO H 0(pOPMJIEHHIO yITIPABIEHYECKOMH

3HATh:

- [IpaBoBBIE aKTBI 1 HOpPMATHUBHO-
METOJINYECKUE IOKYMEHTHI,

OIIPEACIAIOIINE MTOPAIOK
TTOKYMEHTAI[MOHHOT 0 00eCrIeYeHUs
YIIpaBJICHUS

- Busibl TOKyMEHTOB M X Ha3HAYEHUE -
IIpaBuia coctaBieHus: 1 0opMIICHUS
1H(}OpMaIMOHHO-CIIPaBOYHbBIX

TTOKYMEHTOB U CIIY>KEOHBIX ITHUCEM -
CoBpeMeHHbIE HHPOPMAIIIOHHBIE
TEXHOJIOTUHU PAOOTHI C TIOKYMEHTAMH -
[IpaBuiia JOKyMEHTAI[HOHHOTO
oOecTeYeHus 1eATeIbHOCTH OpraHu3aluu

- Bubl 10KyMEHTOB, UX Ha3HAaYEHHE -
TpeboBanust, npeabIBIIEMbIE K JOKYMEHTaM
B COOTBETCTBUU C HOPMATUBHBIMU aKTaMU U
roCy/1apCTBEHHBIMU CTaHapTaMU -
[IpaBuia coctaBieHus: 1 0QPOpPMIICHUS
OpraHU3aIOHHBIX, PACIIOPIIUTEIbHBIX,

1. OcHoBHBIE TpeOOBaHUS K COCTABICHUIO U
0(QOpPMIIEHHIO TOKYMEHTOB

2. IIpaBuna opopmiieHHs JOKYMEHTOB

3. OdopmiieHne peKBU3UTOB U OJTAaHKOB
TTOKyMEHTOB

4. OdopMmieHne opraHu3aoOHHO-
[pacTopsINTEIbHBIX JOKYMEHTOB

5. Odopmiienue
MHGOPMAIIMOHHOCTIPABOYHBIX JOKYMEHTOB
6. TpeboBaHUS K TEKCTY JOKYMEHTA

7. O0mue nmpaBuiia COCTaBJICHUS U
o(opmIeHNs pa3HbIX BUI0OB TUCEM

MOKYMEHTAIlUH
NmeTh NPaKTHYECKHUIi ONBIT: Buabl pa6éoT Ha paKTHKe: 6
- [IpoekTrpoBaHus 01aHKOB JOKYMEHTOB - OdopmiieHne MOTOKEHHMA
- O opmiteHUs! OpraHNu3aMOHHBIX - Odopmienne HHCTPYKIUI
TTOKYMEHTOB - OdopmieHue mpuKa3oB
- OdopMIIeHUS PACHOPSAUTEIBHBIX - Odopmienne pacriopsiKeHUi
TOKYMEHTOB - OdopmiteHre TOKIIaIHBIX (CITY>KEOHBIX )
- Oopmiienust nHGOPMALTMOHHO- 3aIMCcoK
CIPaBOYHBIX IOKYMEHTOB - OdopmieHre 00bICHUTENbHBIX 3aITUCOK
- OdopmieHne NpoToKoIa 1 BBITUCKHU U3
[IPOTOKOJIA
- Odopmitenne ciy>keOHBIX THCEM
- PeakTrpoBaHue TEKCTOB IOKYMEHTOB
YMeThb: TemaTnka J1a00pPaTOPHBIX/IIPAKTHYECKHUX 72
- OpopMIISITh PEKBU3UTHI JOKYMEHTOB pador:
- [IpoekTupoBath U 0HOPMIISITH OTAHKH 1. ITpakTuky™Mm 1o opopMIICHUIO
TTOKyMEHTOB OpraHU3alIOHHO-PACTIOPSAUTETEHBIX
- OdopMIAITH OpraHU3alMOHHBIE, TTOKYMEHTOB
pacropsauTeabHbIe, HH)OPMAIIHOHHO- 2. [IpakTuKyM 110 0OPMIICHUIO
CIIPaBOYHbBIE TOKYMEHTHI MH(OPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB
- CocTaBiATh U 0OPMIIATH CITYKEOHBIE 3. YcrpaHeHne THIMMYHBIX OMIMOOK B
nuchbMa NTOKYMEHTaX
- [IpoBOANTE peTaKTHPOBAHKE TEKCTOB 4. PegakTupoBaHUE TEKCTOB CITY>KEOHBIX
TTOKYMEHTOB TTOKYMEHTOB
5. [IpakTHKyM 10 COCTaBICHUIO U
0(OpPMIICHHIO MTHCEM
Ilepeyens Tem, BKIKOYeHHbIX B MJIK: 36
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1H(GOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB

CamocrosrenbHas pabora
TemaTuka caMoOCTOATEILHON PadoOThI:
[TpoexTrpoBanue O0JIaHKOB IOKYMEHTOB
[TpakTHKyM 110 0pOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB [IpakTukyM o opopmiieHHIo
[pacTiopsIUTEIbHBIX IOKyMEHTOB
[TpakTHKyM 110 0(OPMIICHUIO HHPOPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB PenakTupoBanue
TEKCTOB CITY>KEOHBIX JOKYMEHTOB
[TpakTHKYM IO COCTABJICHUIO X O(hYOPMIICHHIO PAa3HBIX BUJIOB ITHCEM

IIK 3.3. OcyuecTBaAATH padoTy 1Mo 00padoTKe BXOAAIUX, HCXOAAUIMX U BHYTPEHHHUX
IOKYMEHTOB, CO/IeiiCTBOBATH ONITUMH3ALIMHU IOKYMEHT0000pOTAa OPraHu3aluu

HMmeTh NpaKkTHYeCKHIi ONBIT: Buabl padoT Ha NpaKTHKe:

- Opranuzanuu JOKyMEHTO000poTa - CocraBienue aJropuT™Ma 00paboTKY|
- Opranu3anuy JIBUKEHUS BXOJSIINX, BXOJSIINX, HUCXOIMIMIMX W  BHYTPEHHUX
MCXOASAIINX U BHYTPEHHUX JOKYMEHTOB ITOKYMEHTOB.

- Omnpenenenust HanOoJiee ONTUMANIBHBIX |- Pa3paboTka cxeM JTOKyMEHTOIIOTOKOB.

myTel IBUXKEHUS JOKYMEHTOB - VI3y4yeHue TeXHOJIOTHUH U Iopsiaka 00paboTKu

BXOJISIIIUX JJOKYMEHTOB.
- CocTaBiieHue anropurmMa o0padoTKH.

- VI3y4eHne TEXHOJIOTHH U TIOPSIIKa
COCTaBIIEHUS U pabOThI C BHYTPEHHEH
ITOKYMEHTalUEH.

- M3ydenue xypHaJoB perucTpanuu
ITOKYMEHTOB (BXOISAIINX, HCXOISIINX,
BHYTPEHHUX ).

- Cozmanue (opMm KypHaAJIOB PETUCTPALIUN
ITOKYMEHTOB (BXOASIINX, UCXOSIINX,
BHYTPEHHUX ).

- Perucrpaiiyisi TOKyMEHTOB B JKypHaJax.

- V3y4yeHne IBIKEHHS JOKYMEHTAITMOHHBIX
MOTOKOB BHYTPH YUPEKACHUS (OpraHU3aIIH )
0a3bl MPAKTHUKU.

Ymern: TemaTuka 1a00paTOPHBIX/NPAKTHYECKUX
- Bianets cBeil COBOKYITHOCTBIO pador:
1H(}OpPMaIIMOHHO-T0KYMEHTAIlUOHHBIX 1. IlocTpoeHue TeXHOIOTrMUECKOM CXEMBbI
[PECYPCOB OpraHu3alun 00pabOTKH BXOASIIUX JOKYMEHTOB

- AHanu3upoBaTh YPHEKTUBHOCTH 2. IlocTpoeHre TEXHOIOTHYECKOM CXEMBI
OpraHu3aIK T0KyMEHTO000pOoTa B 00pabOTKH UCXOALINX TOKYMEHTOB
OpraHu3anuu 3. [TocTpoeHune TEXHOTOTHUECKON CXEMBI

- CTpOUTb TEXHOJOTUYECKHE CXEMBI 00pabOTKKM BHYTPEHHUX JJOKYMEHTOB

00pabOTKHU BXOASIINX, UCXOIAIINX U
BHYTPEHHUX JOKyMEHTOB

- CTpOUTH OIepOrpaMMBbI JBUKCHHUS
TTOKYMEHTOB

- Onpenenstsh 3hPeKTUBHBIE MAPILIPYThI
TIBUKCHHSI TOKYMEHTOB

3HATB: Ilepeyenb Tem, BkiI4YeHHbIX B MJIK:

- [IpaBOBBIE aKTBI 1 HOPMATUBHO- 1. Opranuzanus 1 TEXHOJIOTUsl paboTHI C
METOANYECKUE JOKYMEHTBHI, ITOKyMEHTaMH

OIpeAEIAIONIUE TOPIOK 2. OCHOBHBIE ATaIlbl PA0OTHI C TOKYMEHTaMU
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NOKYMEHTAIMOHHOTO 00eCeueHus
yIIpaBJICHUS

- CTpyKTYypy OpraHu3anuu

- [Topsok paboThI ¢ JOKyMEHTaMHU

- CxeMbl JOKyMEHT0000poTa

- [IpaBuna 1OKyMEHTalMOHHOTO
oOecreyeHus 1eATeIbHOCTH OpraHu3aluu
- Texunomoruto 06pabOTKK BXOIAIINX,
MCXOSALINX U BHYTPEHHUX IOKYMEHTOB

- OCHOBBI OpraHU3aIK JIEKTPOHHOTO

3. TexHomorus 00pabOTKH BXOIAIINX
ITOKYMEHTOB

4. TexHomorus 00pabOTKH HCXOISAIITIX
ITOKYMEHTOB

5. TexHoIOTHS TIepeayy JOKYMEHTOB BHYTPHU
OpraHu3aIluu

6. DNEeKTPOHHBII JOKYMEHTOO0OPOT

3HATH:

- [IpaBoBBIE€ aKTHI U HOPMATHUBHO-
METOANYECKUE JOKYMEHTHI,
ONpeeAIoNIe TOPSA0K
ITOKYMEHTAITMOHHOTO 00€CTIeueHuUs
yIIpaBJiICHUS

- [Topsinok perucrpauuu JOKyMEHTOB -
[IpaBuna opranu3zanuu u GOpM KOHTPOJIS
MCIIOTHEHUS JIOKYMEHTOB B OpraHU3allui
- TunoBbIe CPOKM UCTIOJIHEHHSI IOKYMEHTOB
- [IpuHIUIIBEI paOOTHI CO CPOKOBOMA
KapTOTEKOH

1. Perucrpanus 10KyMEHTOB

2. KOHTpOJIb UCTIONTHEHUS TOKYMEHTOB

3. UnpopmaninoHHO-cIIpaBo4Has paboTa 1o
ITOKyMEHTaM

4. TexHONOrHsI CUCTeMaTH3allu1 1
o0ecreueHrs: COXpaHHOCTH IOKyMEHTOB

NTOKYMEHTO000pOTa
CamocTtosTenpHas paboTa 14
TemaTuka caMOCTOATEILHON PadoOThI:
[TocTpoeHue oneporpaMm JBUKEHHUS BXOASIINX, UCXOSAIINX U BHYTPEHHHUX JOKYMEHTOB
Pa3paboTka )KypHaJIOB PErucTpaluy JOKYMEHTOB
MK 3.4. Oprann3oBbIBaTh padoTy MO perucTpaluum, yueTy, XpaHeHHIO U Niepeaayde B
COOTBETCTBYHIIIHE CTPYKTYPHBIE MOJApa3iesieHusl JOKYMEHTOB TeKyllero
1eJ10TPOU3BO/ACTBA
NMeTh NpaKkTH4YeCKHUil ONbIT: Buabi padoT HA NpakTHKe: 6
- Perucrpanuu 10KyMeHTOB - Perucrpanus JO0KyMEHTOB B KypHasax.
- KoHTpons ucnoaHeHus JOKyMEHTOB - CocTaBlIeHHE ONIEPOrPAMMBI JBUKECHUS
ITOKYMEHTA, [TIOCTaBJIEHHOI0 HAa KOHTPOJIb 3a
MCIIOJIHEHUEM.
- AHaJIM3 OpraHu3alii XPaHEHHS TOKYMEHTOB
1 7€)1 B IEpUOJ UCTIOJHEHUSI B OpraHU3aluu -
0a3e MpaKkTUKH.
TemaTuka 1a00paTOPHBIX/MIPAKTHYECKUX 4
YMerhb: pador:
- PeructpupoBarh JOKYMEHTHI 1. TexHONMOTHYECKUH MPAKTUKYM TIO
- Opranu3oBbIBaTh pabOTy MO KOHTPOJIO  [PETHCTPAIUHU TOKYMEHTOB
WICTIOTHEHHS JOKYMEHTOB 2. Perenne 3a1a4 1o KOHTPOJIO UCIIOTHEHNUS
- Opranu3oBbIBaTh HHPOPMAITMOHHO- ITOKYMEHTOB
CIIPaBOYHYIO PabOTy MO TOKYMEHTaM -
M cronp30BaTh aBTOMAaTU3UPOBAHHBIC
CUCTEMBI y4€Ta, pETUCTpaIlii, KOHTPOJIS U
MH(POPMaIIMOHHO-CIIPABOYHBIE CUCTEMBI B
paboTe ¢ TOKyMEHTaMU OpraHU3aliH
Ilepeyensb Tem, BKJIWOYeHHbIX B M/IK: 4
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- [IpaBmIia cocTaBIICHUS aHATUTHIECKUX
CIPABOK 10 OpraHU3aIMy PabOTHI C
JMOKYMCHTAMH U KOHTPOJIHO UCTIOJTHCHUSA
TTOKYMEHTOB

CamocrosrenbHas pabora 0
TemaTuka caMoOCTOATEILHON PadoOThI:
Pa3paboTka »KypHAJIOB pErHCTPAIH JOKYMEHTOB
[IpakTUKyM 110 KOHTPOJIIO UCTIOJTHEHHS IOKYMEHTOB
MK 3.5. OcyuiecTBAATH paGoTy N0 CHCTEMATH3AIUH IOKYMEHTOB, COCTABJIATH
HOMEHKJIATYPY AeJ1 U GopMHPOBATH IOKYMEHTHI B JeJ1a
HMmeTh NpaKTHYEeCKHIi ONBIT: Buabl padoT Ha NPaKTHKe: 6
- CrucreMaTH3aluyu TIOKyMEHTOB - V3ydyeHre HOMEHKIIATyphlI JIe] OpraHu3alliu.
- Pa3paboTk1 HOMEHKJIATYpBI A€ - AHaIM3 COOTBETCTBUS UMEIOLIUXCS eI
- GopMupoBaHUs e HOMEHKJIaType.
- CucremaTu3anuu JOKYMeHTOB BHYTpH - CocTaBlieHHE HOMEHKJIATYPBI A€.
nena - ObopmiieHue 067I0KKH JeNia B COOTBETCTBHH C
- O0ecrnieyeHusi COXpaHHOCTH JIOKYMEHTOB |[HOMEHKJIATYPOU Je.

- [loammBka TOKyMEHTOB B JIEJIO.

Ymerb: TemaTuka 1a00paTOPHBIX/MIPAKTHYECKUX 10
- OCyILIECTBIISITH METOAMYECKOE pador:
[PYKOBOJICTBO JI€JIOIIPOU3BOJICTBOM B 1. IIpakTUKyM 110 COCTABJIEHNIO HOMEHKJIATYphbl
OpraHu3alii, KOHTPOJIUPOBATh en
npaBUIbHOE (OPMUpPOBaHUE, XpaHeHne U 2. [IpakTukym 1o onpeaeneHnio CPOKOB
clauy JeNl B apXUB XpaHEHUs TI0 IEPEYHSIM JOKYMEHTOB
- Pa3pabarbIiBaTh HOMEHKIIATYPY J1€T 3. [locTpoeHre TEXHOIOTHYECKOM CXEMBI
CTPYKTYpPHOTO MOAPA3ICICHHUS CHUCTeMAaTU3allK U OpTaHU3allK yueTa
- licnionp30BaTh HOMEHKIATYPY A€ IPU  |[TOKYMEHTOB
M3Y4EHUH CTPYKTYpBl OpraHU3aIHH, 4. IlpakTukym o GopMUpPOBaHUIO U
COCTaBJICHUH OIHCEH Jem 0(pOpMIIEHHUIO JIe
- OpranuzoBbIBaTh pabOTy MO
(hOpMHUPOBAHMIO JI€TT B COOTBETCTBUU C
YTBEPKICHHON HOMEHKIIATypOH el
OpraHu3aIu
- [IpaBUIIBHO U CBOEBPEMEHHO
(hopMHPOBATh JOKYMEHTHI B JIEJIa C yYETOM
UX crienuduku
- CrcreMaTH3UPOBATh IOKYMEHTBI BHYTPU
nena
- O6ecrieunTh COXPaHHOCTh U 3aIUTy
TTOKYMEHTOB OpraHHU3alluu
3HaTh: 10

- [IpaBoBBIE aKThI, HOPMAaTUBHO-
MCTOANUYCCKUEC NOKYMCHTEI,
rOCy1apCTBEHHBIE CTAaHAAPTHI,
OIIpEIEIIAIONINE MOPSATIO0K
TTOKYMEHTAIIMOHHOTO 00ecreueHus
yIIpaBJIeHHS

- Bunel HOMeHKIIaTyp, 0011Me TpeOoBaHUS
K HOMEHKJIaType, METOJIUKY €€
cocTaBJIeHUs U O(hOPMIICHUS

- [IpaBuna corsracoBanusi HOMEHKIIATYpPbI

Ilepeyenb Tem, BkiI4YeHHbIX B MJIK:

1. TexHoOJIOTHS CUCTEMATHU3AIIUN 1
o0OecreueHns: COXPaHHOCTH IOKyMEHTOB

2. TeXHOJIOTHS COCTaBICHUS U 0()OPMIICHHS
HOMEHKJIATypBhI el

3. CucremMaru3anus ¥ y4eT JOKyMEHTOR B
OpraHu3aIuu

4. Tlopsmok hopmupoBarus 1 0HOPMIICHHS JIET
5. [Topsimok odopMieHHs A€, COCTABICHHUS

OIKMCEN U CIauM JIeJl B ApXUB
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JIEJ1 C DKCIIEPTHOU KOMUCCUEN

- [Topsimox popmupoBanust u opopMIeHUs
nen

- [IpaBua xpaneHus Jiei, B TOM YHUCIIE C
TOKYMEHTaMH OTPaHUYCHHOTO JOCTYIIa

- [IpaBuiia BbIaYM M HCTIONB30BAHUS

TTOKYMEHTOB U3 C(HOPMUPOBAHHBIX JEJT

CamocrositenbHas padboTa 0
TeMaTHKa CAMOCTOATEILHOM PadOTHI:
Pa3paboTka mpoekTa HOMEHKJIATYyphl e [0 3a/laHHbIM nTapaMeTpam [IpakTukym no
(hOpMUPOBAHHIO JIETT
IIK 3.6. IIpoBoauth padoTy 1o npoBepkKe CPOKOB XPAHEHUS JOKYMEHTOB HA OCHOBE
nepevHeil JOKYMeHTOB, 0()OPMJISITH IOKYMEHTbI IKCIEPTHONH KOMMCCHUU M OITUCH JIeJI
NMeTh NpaKkTH4YeCKHUil ONbIT: Buabl padoT HA NpaKTHKe: 6
- Vicnonp30oBaHus epeyHel TOKYMEHTOB  |AHAJIN3 OPTaHU3aI|H YKCIIEPTH3BI IIEHHOCTH
TUIS OIIPEJICIICHUS CPOKOB XpaHEHUs ITOKYMEHTOB Ha MPEINPUITHH (B OpraHU3aIuN)
NTOKYMEHTOB - 0a3e MPaKTUKHU.
- OgopmiteHus 00J10KeK Je1 MOCTOSHHOTO (COoCTaBlIeHUE OMUCH JIeT CTPYKTYPHOTO
1 BPEMEHHOTO CPOKOB XpaHECHHUS MOpa3/IeIeHUs yUpexI1eHus (OpraHu3alnn) -
- CuctemMaru3anuu Aenl 0a3bl MPAKTHKHU.
- Ocy1iecTBiaeHus TeXHUYECKO 00padoTku (CocTaBieHue akTa 0T0opa J1eJl Ha apXUBHOE
nen XpaHEeHHUE.
- CocraBiieHus onucei Jen CocraBieHne akTa 0TOOpa JTOKYMEHTOB H JIeJT K
VHUYTOXECHHUIO.
- 3aBepIeHue Jiena.
- CocTaBJIeHHE OIUCH.
TemaTnka 1a00paTOPHBIX/IPAKTHYECKUX 10
'Ymerb: pador:
- Mcnonb3oBath nepeyHu JoKyMeHToB U (1. [IpakTHkyM o onpeaeseHuio CpOKOB
QHATTM3UPOBATH (PAKTHUECKOE COJIEPKAHNE XPAHEHHS MO IEPEYHSIM JTOKYMEHTOB
MMEIOIIUXCA B Ieie JOKYMEHTOB IPU 2. Pemienue 3aja4 1o opraHu3aldy IMpPOBEIEHUS
OTIpEICIIEHU CPOKOB MX XPaHEHHUS PKCTIEPTH3BI IEHHOCTH JIOKYMEHTOB
- OhopMIIATH TOKYMEHTBI SKCTIEPTHOM
KOMHCCHHU
- OhopMIIATH 00JIOKKH J1e]1 TOCTOSHHOTO U
BPEMEHHOTO CPOKOB XPAaHEHUS B
COOTBETCTBUH C TPEOOBaAHUSIMU
rOCYJapCTBEHHBIX CTaHIapTOB
- [IpoBOINTE XPOHOJIOTHUECKH-
CTPYKTYPHYIO CHCTEMAaTH3AIHIO JIeTT
- OCyILIECTBIIATh TEXHUYECKYIO O0OpabOTKY]
1 10JTHOE 0(hOpMIIEHHUE eI TTOCTOSTHHOTO U]
BPEMEHHOTO CPOKOB XPaHEHHS
- COCTaBIIATh OMMCH JIEJI IIOCTOSTHHOTO U
BPEMEHHOTO CPOKOB XPAaHEHUS B
COOTBETCTBHH C JICHCTBYIOIIMMHU
HOPMAaTHBHO-METOINICCKUMH
TTOKyMEHTaMHU
3HaTh: ITepedyenn Tem, BKI0O4eHHbIX B M/IK: 10

- [IpaBOBBIE aKTHI, HOPMATUBHO-

1. TexHOI0THS OpraHU3aliy U IPOBEICHUS

MCTOAUYCCKUC NOKYMCHTEI,

OKCIICPTU3BI HECHHOCTHU JOKYMCHTOB
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rOCyJapCTBEHHbIE CTAHAAPTHI,
OIIpEAEIIAIOLIUE TOPSIIO0K
NTOKYMEHTALMOHHOTO 00ecreueHus
yIIpaBJIeHUs

- Kputepuu pasnenenus JOKyMEHTOB Ha
IpyNIbl B COOTBETCTBUU C IEHHOCTHIO
MH(pOpMalNH, COEPKAILEHCS B HUX -

[lops 10K MCTIONb30BaHMS TUIIOBBIX U
BEJOMCTBEHHBIX IE€peYHEl JOKYMEHTOB C|
YKa3aHMEM CPOKOB XpaHEHHUs B IIpOLECCE
HKCIEPTU3bl HEHHOCTH JOKYMEHTOB

- [lopsinok co3/1aHusl, OpraHu3aluy U
NOKYMEHTUPOBaHUS pabOThl HKCIEPTHOMH
KOMHUCCHUU

- [IpaBmiia cocTaBiieHUs M YTBEP)KICHMS
[IPOTOKOJIa pabOThI SKCIIEPTHON KOMHCCUU

- [IpaBuiia cocTaBiieHUs U yTBEPIKICHUS
AKTa O BbIIEJICHUU IOKYMEHTOB, HE

MO yIeXkKAIUX XPAHEHHIO

- [IpaBuna rexuuueckoir 00pabOTKU U
[OJTHOT'O 0(OPMIIEHUS JIeJT TIOCTOSIHHOTO U
BPEMEHHOI'O CPOKOB XpaHEHUS

- [IpaBuiia cocTaBieHHs ONUCHU /1€
[TOCTOSIHHOTO M BPEMEHHOI'O CPOKOB
XPaHEHUsI B COOTBETCTBHH C
NEeCTBYIOIMMU HOPMAaTUBHO-
METOAMYECKUMHU JTOKYMEHTaMU

- [IpaBuna nepenauu e B apxus
OpraHu3au

2. TexHOIOTHs UCTIOIB30BaHUS TIEPEUHEH
ITOKYMEHTOB

TeMaTHKa CAMOCTOATEILHOM PA0OTHI:

Pa3pa60TI<a aKTa O BBLACIICHUU NOKYMCHTOB

CamMocTosTenpHas pa60Ta

Pa3paboTtka mpoekra [lonosxxenus 00 IKCIEPTHON KOMUCCUU OpTraHU3aIuN
Pa3paboTka rmakera JOKyMEHTOB 10 OpraHU3aIi padOTHI SKCIEPTHOM KOMUCCUH

K YHUYTOXCHUTIO

OdopmieHne onucel e 1o 3alaHHbIM [TapaMeTpam
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IIJIAHUPOBAHUME YUYEBHBIX 3AHATUM C UCTTIOJIb30BAHUEM
AKTUBHbBIX I THTEPAKTUBHbBIX ®OPM U METOJOB OBYYEHUA

Tpe0OBaHMS K COCTABJIEHHIO U
0(pOpPMJIICHUIO JIOKYMEHTOB

Ne /i Tema y4eOHOT0 3aHATHSA Kos1-BO  |AKTHBHBIC H HHTePAKTHBHBIC (JOPMBI M METO/IbI
4acoB o0yueHUst
Tema 3.2. Opranusauus 8 PaGoTa B mapax Mo3roBoii mtTypM AHalu3
1eJI0NPON3BOACTBEHHOM KOHKPETHBIX CUTyalui
CIIYKOBI
Tema 3.3. OcHOBHbBIE 8 PaGoTa B mapax Mo3rooii mrypM AHaiIu3

KOHKpETHBIX cuTyaruit CeMuHap

Tema 3.4. O6mue npaBuiIa 8 PaboTa B mapax Mo3roBoii mtypm AHalu3
cocTaBJIeHHs1 M 0()OPMJICHHUS KOHKpeTHbIX cutyauuii CeMuHap
nucem
Tema 3.5. Opranuzauus u 6 Mo3roBoii mtypm PaboTa B MasbIx rpymnmax
TEXHOJIOTHsSI padoThI €
[TOKYMEHTaMHU

6 IAHAIIN3 KOHKPETHBIX cCUTyauui Ponepast urpa

Tema 3.6. Texnosorus
CHCTEMATU3ALUH U
o0ecneyeHus
COXPAHHOCTH JOKYMEHTOB
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