AHHOTanus K padoyeil nporpamme npogeccuonanbaoro moxyasaliM. 01.
JlokymeHTalluOHHOE o0ecrievyeHue /1esiTeIbHOCTH OPraHu3aluM 1Jis1 npodeccuii cpeaHero
npogeccHoHAIBLHOr0 00pa3oBaHus NPOrpaMMbl NOATOTOBKU KBAJIH(HIHPOBAHHBIX
padounx, cayxamux mo npodeccun46.01.03 desonpounsBoauresinb

1.1. M
€cT0 NPo(eCCHOHATBHOI0 MOAYJISl B CTPYKTYpe NMpo(ecCHOHAILHOI 00pa3oBaTe1bHOM
NMPOrpamMMbl

[Ipodeccuonansusiii Mmoaynb [IM. 01. JlokymMeHTamoHHOE 0oOecTeueHrue eITeTbHOCTH
OpraHM3alMK BXOJUT B IPO(HECCUOHATBHBINA IUKIT.

1.2. ILianupyemble pe3yJbTaThl 0CBOCHUS AUCHUILINHBI:

OO01mue KoMIeTeHI U

[loHuMaTh CyIIHOCT M COLUANIBHYIO 3HAYUMOCTD OyayIIel mpodeccuu, NposiBIsATh K HEH
OK'1 YCTOWUYUBBIN UHTEPEC.
OK 2 OpraHu3oBBIBaTh COOCTBEHHYIO AESTEIBLHOCTD, HCXOAA U3 LIETIH U CTIOCOOO0B €€ TOCTHXKEHHUS,
OIIPEIETIEHHBIX PYKOBOJIUTENIEM.
AHann3upoBath pabodyro CHUTYalHio, OCYIIECTBIISITh TEKYIINH i NTOTOBBIN KOHTPOJIb, OIIEHKY
OK 3 1 KOPPEKINIO COOCTBEHHOM JeSITETFHOCTH, HECTH OTBETCTBEHHOCTH 32 PE3YJIbTaThl CBOCH
paboThI.
OK 4 OcyuiecTBIsATh MOUCK UH(POpMAIHK, HE0OXOIUMOH [Tt 3PPEKTUBHOTO BHITIOTHECHUSI
npodecCHOHAIBHBIX 3a1a4.
OK 5 Hcnonb3oBaTh HHPOPMATMOHHO-KOMMYHHKAIMOHHBIE TEXHOJIOTHH B IPO(eCcCHOHAIBHOM
JIeSITeNIbHOCTH.
OK 6 PaboTath B koMaH/ie, 3 PEKTUBHO 00IIATHCS C KOJIIETAMH, PYKOBOJICTBOM, KITHCHTAMH.
OK 7 HcnonHATs BOMHCKYIO 003aHHOCTH *(2), B TOM YHUCIIE ¢ IPUMEHEHHEM MOTyYeHHBIX
po(eCCUOHANBHBIX 3HAHUH (7151 IOHOIIEH).
IIpodeccnonaibHble KOMIETEHIIUN
K 1.1 [IpyHMMATE U pETUCTPUPOBATH MOCTYMAIOUIYI0 KOPPECIOHACHIINIO, HAMPaBIITh €€ B
CTPYKTYpHBIE OJPA3ACICHUs] OpraHU3aIIH.
K 1.2 PaCCManI/IBaT}: JIOKYMEHTHI 1 [IepeaBaTh UX Ha HCIOJIHEHHE C YUE€TOM PE30JII0IHNN
PYKOBOAMTEJIEH OpraHU3alH.
K 1.3 OdopMIATh perucTpaoHHbIE KAPTOUKU M CO3/1aBaTh OAHK JaHHBIX.
K 1.4 BecTtu kapTo4Ky ydeTa NPOX0XKACHUS JOKYMEHTAIBHBIX MAaTEPUAIIOB.
MK 1.5 OcynIiecTBIATh KOHTPOJIb 32 MPOXO0XKJICHUEM JOKYMEHTOB.
K 1.6 OTnpaBnsTh HCTIOMHEHHYIO I0KYMEHTAIIHIO a/[pecaTaM ¢ MPHMEHEHIEM COBPEMEHHBIX BHIIOB
OpTraHH3alMOHHON TEXHHKH.
K 1.7 CocraBiars 1 0QOPMIIATE CITyKeOHBIE TOKYMEHTBI, MaTEPHAITBI C HCIIOIb30BaHHEM
($opMyISIpOB JOKYMEHTOB KOHKPETHBIX BUIOB.




2. CTPYKTYPA U COAEP KAHUE YUYEBHOU JUCITATIIAHBI

2.1. O0beM y4eOHOH TMCUUIIMHBI U BU/bI Y4eOHOH padoThl

Bun yueoHoii padoTnl O0bem gyacoB
MaxkcumasibHast yueOHasi HArpy3Ka (Bcero) 510
Oo6s13aTesibHasi ayIUTOPHAS y4eOHas1 HArpy3Ka (Bcero) 334

B TOM YHUCIIC:

MPaKTHYECKUE paOOTHI 118
KonrtposabHbie paboThl 2
CamocTtosiTenbHasi paGoTa odyuaronierocsi (Bcero) 176

IIpomexyTouyHasi aTTecTanus B ¢opme:

1. Dx3amena mo M/IK 01.01. JlIokyMeHTaIIMOHHOE 00ecTIedeHne AeATeIbHOCTH OpraHU3aluu

2. Nuddepenmupoannoro 3auera mo YI1.01 YaeOHas mpakTuka

3. 3auera o I1I1.01 IlpousBoacTBEeHHAs MTPaKTHKA

4. Dk3aMeHa KBalH(UKAMOHHOTO MO mnpodeccuoHaspbHoMy Moxymo [IM.01 JlokymeHTalHoOHHOE
o0ecrieyeHue NesiTeNbHOCTH OpraHu3aly
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ITACITIOPT PABOYE ITPOT'PAMMBI

1.1. TTosgscHuTe/ILHAA 3anucKa

Pabouasi mporpammMa mipodeccronansHoro mMogyas ITM. 01. [JokymeHTalMoHHOe obecrieueHue
JesITeIbHOCTH  OpPTaHM3alluMd ~ SIB/ISIeTCST  YaCThl0 OCHOBHOM  TpodeccroHabHOM  00pa3oBaTe/bHOM
MpOrpaMMbl Cpe/iHero NMpogeccuoHanbHOr0 00pa3oBaHuUs MPOrpaMMbl TIOATOTOBKY KBaTM(PULIMPOBAHHbBIX
pabounx, cayxaiux 1o npodeccuu 46.01.03 Jenonpou3Boaurerb.

1.2. O0./1acTh MpUMeHeHHUs1 padouel MPoOrpaMMbl

Pabouasi mporpammMa mpodeccruoHanbHoro moaysisi IIM. 01. JloKkymeHTarMoHHOe obecrieueHue
JeaTe/IbHOCTU  OpraHu3alieli MOXKeT ObITh HCMO/b30BaHa TIpM  OOyYeHWH TI0 Tporpammam
JIOTIOJTHUTENIbHOTO 00pa30BaHUs, TIOBBIILIEHWS KBa/JUGUKAIMK, TIePerioArOTOBKH, OIepeXXarolero
o0yuenus 1o ipodeccuu 46.01.03. [1e10Mpor3BOAUTE .

YpoBeHb 06pa3oBaHHs: OCHOBHOE 00I1[ee WK CpefiHee oO1iee.

OnbIT paboThI: He TPeOyeTCHl.

1.3. Mecto
npo¢ecCHOHA/TBHOTO MOAYJISI B CTPYKTYpe NnpodeCcCHOHA/IGHOM 00pa3oBaTe/IbHOM MPOrpaMMBbI

[Mpodeccronanbhbii  Mogyas I[IM. 01. [JokymeHTal[MOHHOe obecrieyeHHe JesTelTlbHOCTU
OpraHu3aly BXOAUT B TIPOheCCUOHATBHBIN LUK

1.4 Ilenu 1 3afauu U3ydeHHs NpodeccHoHaTLHOr0 MOAYJIS

C uenbl0  OBMaZieHHs]  YKa3aHHBIM  BUAOM  TIpoeCCHOHATBLHOW  /leATeNbHOCTH U
COOTBETCTBYIOIIMMHU OOLUMH U TIPO(eCCHOHATbHBEIMUA KOMITETEHI[USIMHU 00YUarOIUICs B X0Zie U3yUYeHust
npodeccronanbHoro mozayns ITM.01. [TokymeHTalioHHOe obecrieueHue JAesTeNbHOCTH OpraHU3al[|uu
nomkeH ocsouthb BIT/ 1 [lokymeHTal[ioHHOe o0ecrieyeHye /IesTe/IlbHOCTH OpraHU3alyu:

B pe3ynbraTe n3yueHus npodecCcOHaTBEHOTO MOAY/IsT 00YUYarOLUIACs JOJDKeH:

HMeTh NMPAKTUYeCKH OMbIT:

- IOKyMeHTal[MOHHOTO 0becrieueHus JiesiTe/IbHOCTU OpraHu3al[yu.

yMeThb:

¥Y1- npuHUMaTh, PETUCTPUPOBATh, YUYUTHIBATh MOCTYTIAOLLIME JOKYMEHTHI;

¥Y2- ipoBepsiTh NMPaBUIBHOCTL OPOPMIIEHHS JOKYMEHTOB;

¥ 3- 3anonHATh ¥ 0pOPMIIATL Pa3/IUUYHbIe BU/IbI PACUETHO-ZeHE)KHOU JOKyMeHTall1y;

Y4- 3anonHATh ¥ 0()OPMIIATH Pa3/IWYHbIe BU/bI Ka/[POBOM JOKYMEHTALIUM;

¥Y5- BeCTU KapTOTEKYy y4eTa MPOX0XKJeHHs JOKYMEeHTa/lbHbIX MaTeprasioB;

Y6- BBINMOMHATL pabOTHI MO JAOKYMEHTHPOBAHUIO C TIPUMEHEHWeM DPa3/MUHbIX BUAOB O(UCHOU
TeXHUKU;

Y7- BBINONHATL OpraHM3alMi0 paboyero MecTa [IeJIONIPOM3BOZMTENII B COOTBETCTBUH
cTpebOBaHUAMHOXPAHBI TPY/Ia U TEXHUKU 0€e30T1aCHOCTH J1e/IOTPOM3BOUTEIS;

¥Y8- co3paBaTh JOKYMEHThI C IPUMEeHEeHUsIMU OCHOBHBIX PUEMOB TEXHUKHU MAaIlIMHOIHCH.

3HaTh:

31- ocHOBHBIe NOI0KeHUsT ETMHOM rocyiapCTBEHHOW CHUCTEMBbI Je/IONPOU3BO/ICTBA;

32- Bujibl, PYHKLMY JOKYMEHTOB, TPaBU/ia UX COCTaBJ/IeHUs U 0(pOpPMIIeHNS;

33- BUAbl, (DYHKLMU pacueTHO-[eHeXKHOM, KaJJpOBOM M KOMMepUecKol [JOKyMeHTal[uu, TpaBuia
WX COCTaBJieHHUs1 U 0(popMIIeHuS;

34- nops10K AOKYMeHTUPOBaHUsI TH(POPMaL[MOHHO-CIIPAaBOUHBIX MaTepHaoB;



35- mpaBu/Ia ZIeJI0BOTO 3TUKETA U /IeJIOBOTO OOIIeHNs;

36-mpaBusa  opraHu3ald  paboTbl €  O(UCHOM  TEXHUKOW, OCHOBHBbIE  TIOHATHS
aBTOMAaTU3UPOBAHHOW 006pabOTKM MHGbOpPMaLWY;

37- TpebOBaHMSI0XPAHBI TPY/la U TEXHUKH 0€3011aCHOCTH Jie/I0NPOM3BOIUTEIsl. OpTaHU3al[MOHHbIe
OCHOBBI 6€30TIaCHOTO TPY/a Ze/IOTIPOU3BOIUTEIS;

38- 3HaThb OCHOBHbBIE MPHEMbl TEXHUKH MAllTMHOTIMCH.

OO01He KOMIIeTeHIHH

[ToHMMaTh CYLIHOCTh U COLMA/IBHYIO 3HAUMMOCTh Oyyiiei mpodeccu, MposiB/ISITh K Helt

OK 1 YCTONYMBBIN UHTEpeC.

OpraHu30BbIBaTH COOCTBEHHYO /IeSITE/TbHOCTD, KCXO/S U3 1Ie/TU M CIIOCOO0B ee I0CTHXKEeHUS,
OTIpe/ie/IeHHbIX PYKOBOTUTE/IEM.

Anamu3upoBaTh pabouyo CUTYALUIO, OCYIIIeCTBIATE TEKYIUH U UTOTOBBIA KOHTPOJIb, OIIEHKY
OK 3 Y KOPPEKI[1I0 COOCTBEHHOM [IeATe/TbHOCTH, HECTH OTBETCTBEHHOCTD 3a Pe3y/IbTaThl CBOEH
paboThI.

OK?2

Ocy1iecTBsTh MOUCK UH(POpMAIUY, HeoOX0AUMOH 171t 3P PEKTUBHOTO BBHITIOTHEHHUS
npodeccroHanbHbIX 3a/au.

Vcnonb30BaTh MHPOPMALIMOHHO-KOMMYHHKAL[MOHHBIE TEXHOJIOTUH B MPOGeCCHOHATbHON
JesITeNTbHOCTH.

OK 6 PaboTath B KoMaH/e, 3pdeKTHBHO 00L[aThbCs C KOJIJIeraMy, pyKOBO/ICTBOM, KJMEHTAMH.
OK 7 VcrioHsaTh BOMHCKYH0 00513aHHOCTB™(2), B TOM UKC/le C MPUMeHEeHHEeM T0JTyYeHHBIX
nipodecCUOHAIBHBIX 3HAHUM (7151 IOHOLIeH).

OK 4

OK 5

IIpodeccroHabHbBIE KOMITETEeHIIHH

IIpyHMMaTh ¥ perucTpUpoOBaTh MOCTYIAIYI0 KOPPECIIOH/IeHLMI0, HAallpaBJIsATh ee B
CTPYKTYpHBIe I10/ipa3/ie/ieHus OpraHu3ayi.

PaccmartpuBaTh JOKYMEHTHI U [lepefiaBaTh UX Ha UCTIOJHEHUE C YYETOM Pe30JIH0LUU
PYKOBO/MTe/Iell opraHy3alyy.

K 1.3 OdopM/sSTb PerrcTpalioHHbIe KAPTOUKHU M C03/1aBaTh OAHK JIaHHBIX.

K 1.4 Bectu KapTOUKy yueTa IIpOXOKJEeHUs JOKYMeHTalbHbIX MaTepHasoB.

K 1.5 OcCy111eCTBJIATh KOHTPOJIb 38 IIPOXOKEHUEM JOKYMEHTOB.

K 1.6 OtnpaBiATh MCIIO/THEHHYT0 JOKYMEHTALIMIO aJjpecaram ¢ pUMeHeHHeM COBPEMEHHDIX BU/0B
OpraHu3aLMOHHOU TeXHUKHU.

CocTaBaTh U 0OpPMIATh CTy>KeOHbIe JOKYMEHTbI, MaTepuasbl C UCII0/Ib30BaHUEM
(hopMy/ISIPOB IOKYMEHTOB KOHKPETHBIX BH/IOB.

K 1.1

K 1.2

MK 1.7

JINUHOCTHBIE Pe3y/jibTaThbl ped/IN3aI{UUIIPOrPAMMbIBOCIIMTAHUA (aeCKpunmopbl)

JIP1 Oco3Haromui cebst TpaXkIaHUHOM U 3al[UTHUKOM BE/TMKOU CTPaHBbI.

[TposiBAIsIIOIIMY aKTUBHYIO TPayKAAHCKYO TIO3ULMIO, IEMOHCTPUPYIOIHH MTPUBEPKEHHOCTh
TIPYHLUIIAM YeCTHOCTH, TIOPSJ0YHOCTH, OTKPBITOCTH, SKOHOMUYeCKH aKTUBHBIN U

JIP2 yUacCTBYIOILMI B CTYAE€HUYeCKOM M TePPUTOPHAIBHOM CaMOYTIpaB/eHNH, B TOM UHKC/Ie Ha
YCJIOBUSIX ZOOPOBO/ILYECTBA, TIPOIYKTHBHO B3aUMOZEHCTBYIOIINN U yUaCTBYOL[UH B
ZIeSTeTbHOCTH 00II1eCTBEHHBIX OPraHK3al|i.

Cobro/1aroIIUi HOPMBI TPABOTIOPSI/IKA, CIEAYIOIUN H/ieaaM TPaXkiaHCKOTo 00IIecTBa,
obecrieueHusi 6e30macHOCTH, TipaB ¥ cBoboz rpaxkaaH Poccuu.

JlosinbHBIM K YCTAaHOBKAM U TIPOSIBIIEHUSIM TIpeCcTaBUTeNel CyOKyIbTyp, OTJMYAIOLIUM UX OT
TPYIII C AeCTPYKTUBHBIM U IeBUAHTHBIM TIOBeIeHUEeM.

ITeMOHCTPUPYIOIIUI HETIPUATHE U TIPeAYTIPEXKIAOIIHNNA COI[UATBHO OMTACHOE TIOBe/IeEHHe
OKPY KaoLHX.

JIP3




JIP4

[MposiBrsitOIIKM Y AEMOHCTPUPYIOLMM yBa)KeHHe K JIFO/sSM TPY/a, OCO3HAIOIIUN [IeHHOCTh
COOCTBEHHOTO TPYy/a.

Crpemsimuiics K GOpMUPOBAHUIO B CETEBOU Cpefie TMYHOCTHO U MPOGheCcCHOHATBHOTO
KOHCTPYKTHUBHOTO «ITU(POBOTO C/Iefia».

JIP 5

[leMOHCTpHYPYIOLUII TPUBEP>KeHHOCTb K POJAHOM Ky/IbTYpe, UCTOPUUECKOM MaMsATH Ha OCHOBE
mo6BU K PoziviHe, poZIHOMY Hapo/y, Majioi POJIUHE, IPUHSATHIO TPaJULIMOHHBIX LIEHHOCTeH
MHOTOHALIMOHAIBFHOTO Hapoja Poccum.

JIP6

HPOHB]'[HI-OH_[I/Iﬁ YBaXXeHHUE K JIFOAAM CTapIllIero rokKoJ/ieHUA U TOTOBHOCTDL K YUYdCTHUIO B
COL[HaJ'IBHOﬁ rogaep>KkKe U BOJIOHTEPCKUX ABHYKEHUAX.

JIP7

Oco3HaroI1i TPUOPUTETHYIO [IeHHOCTh JIMUHOCTH Ue/I0BeKa; YBaXKaroIui COOCTBEHHYIO U
YY)KYI0 YHUKa/JIbHOCTb B PA3/INUHBIX CUTYAIUSIX, BO BCeX (opMax v BUJAX AesTeTbHOCTH.

JIP8

[MposiBrisitoIMi U JIeMOHCTPUPYIOLUM yBa)KeHHe K MpeJiCTaBUTesIsIM pa3/InuHbIX
3THOKY/IbTYPHBIX, COLIaIbHbIX, KOH(eCCUOHAIBHBIX U UHBIX IPYIIIL.

ComnpuuacTHBIN K COXpaHeHUIO, IPEYMHOXKEHUIO U TPAaHC/ISILWN KY/IbTYPHBIX TPaAULIUA U
LIEHHOCTe} MHOTOHALMOHA/IbHOTO POCCUMCKOTO TOCYAapCTBa.

JIP9

Cobmro/1arotuil ¥ pornaraHIMpyOIUi MpaBUa 3/I0pPOBOT0O U Oe30macHOro obpasa >KU3HH,
CIIOpTa; TpeyNpeXX Ao MO0 Mpeoi0/IeBaoIINi 3aBUCUMOCTH OT ajIKorosisi, Tabaka,
TICUXO0AKTUBHBIX BEIIEeCTB, a3apPTHBIX UTP U T.J.

CoXpaHSIIOIHii ICUX0JIOTUYECKYH YCTOWYUBOCT B CUTYaTHUBHO CIOXKHBIX /I CTPEMHUTE/IBHO
MEHSIFOLIXCS CUTYaLUsIX.

JIP10

3aboTAIuiics 0 3aluUTe OKPYKarolel cpe/ibl, COOCTBEHHOM ¥ Uy>KOH 6e30macHOCTH, B TOM
yucie HudpoBo.

JIP11

[MposiBnisitOIIMY YBa)KeHHWEe K 3CTETUUECKUM IIEHHOCTSIM, 00/1a/IatoIyii OCHOBaMU 3CTETUYECKOH
KYJbTYPBI.

JIP12

[TpuHMMaroIIUii ceMelHble 1IeHHOCTH, TOTOBBIN K CO3/IaHUI0 CeMbU 1 BOCITUTaHUIO JleTel;
JIEMOHCTPUPYIOLIUI HETTPUSTHE HACU/IHS B CEMbE, YXO/ia OT POJUTETHCKOW OTBETCTBEHHOCTH,
OTKa3a OT OTHOIIIeHUH CO CBOMMU ZIETbMHU M UX (PMHAHCOBOT'O COJI€PKaHMS.

JIMYHOCTHBIE pe3y/IbTaThl

peain3aluy NporpaMmbl BOCITMTAHHUSA, OIIpeAe/1€eHHbIe 0TPAC/IEBBIMUA TpEGOBaHI/IHMI/l K 1€e/10BbIM

KadeCTBaM JIMYHOCTHU

JIP13

ITeMOHCTpPHPYIOILHI FOTOBHOCTh U CMIOCOOHOCTD BECTH JUAJIOT C APYTMMH JIFOABMH, JOCTUIaTh
B HEM B3aMMOIIOHUMAHHUS, HAXO/UTh 0OIIIe 11e/T1 U COTPYAHWYATh IS UX JOCTYDKEHUS B
rpodecCMOHATLHOM JIesiTeTbHOCTH

JIP14

T[TposIB/ISAIOIIMI CO3HAaTeIbHOEe OTHOIIEHNE K HelPepPLIBHOMY 00pa30BaHMUI0 KaK yCIOBHIO
YCITeIHOW mpodecCcHoHaTBHOMN 1 001IeCTBEHHOM [1esITeTbHOCTH

JIP 15

[MposienisttoIMi rpaXkJaHCKOe OTHOLIIEHHE K IMPo(eCcCHOHaIbHOM JeATeIbHOCTH Kak K
BO3MOYKHOCTH JINUHOT'O YUYACTHS B PeIlleHHH 00IIeCTBEeHHBIX, TOCYAAPCTBEHHBIX,
00I1eHal[MOHAIBHBIX ITP00/IeM

JIP 16

[TpyHMMAIOIINI OCHOBBI 9KOJIOTHYECKOHN KYy/IbTYPhl, COOTBETCTBYIOIIel COBPEMEHHOMY
YPOBHIO 3KOJIOTUYECKOTO MBILIEHUs, TPUMEHSFOIIWIN OTIBIT SKOJIOTMUeCKH OPUEHTHPOBAHHOM
pedieKCUBHO-0LIEHOYHOM Y MPAKTUYeCKOU esITeTbHOCTH B KM3HEHHBIX CUTYaLUsIX U
rpodecCMOHATBHOM J1esiTeTbHOCTH

JIP 17

Brmonsstomyii npodeccroHabHbIe HABBIKU B cdepe Aeonpor3Bo/CTBa U
JIOKYMeHT0000pOoTa.

JIP 18

Pemmaronuii mpodeccroHanbHbIE 3a/Iauu TOCPEACTBOM MPUMeEHeHHsT HOPMaTUBHO-TTPABOBBIX
JIOKYMEHTOB.

JIP 19

[MTpro6peTarolyii HaBBIKK OIleHKU UH(opMaruy B UM POBOI cpejie, ee J0CTOBEPHOCTS,
Cr1ocoOHOCTYU CTPOUTH JIOTHUECKHe YMO3aK/IFOUeH!sI HA OCHOBaHUY MOCTyHaroLlei
vH(OPMaLMK U JaHHBIX.

JIP 20

[MposiBisitoILMi LIEHHOCTHOE OTHOLLIEHUE K KYJ/IbTYpe U UCKYCCTBY, K KY/IbType peuu U Ky/IbType
M0BeJleHNs], K KpacoTe U FapMOHUM.




[TposiB/SIIOIIMI LIeHHOCTHOE K CBOEMY 3/J0POBBIO U 310POBbI0 OKpy»Katouux, 30K u 3m0poBoii
JIp 21 OKpy>KarolLeit cpesie U T..

JIMYHOCTHBIE Pe3y/IbTaThl Peaju3alii NPOrpaMMbl BOCIIUTAHHSA, OIpe/ie/IeHHbIe Cy0'beKTOM
Poccuiickoit @eaepanuu(KpacHoaapckuii Kpai)

Ipr3Haromyii LIEHHOCTb HEeMpepBIBHOTO 00pa30BaHusl, OPUEHTUDYIOLUICS B
W3MEeHSTIOLLeMCST PhIHKe TPYZa, u30eraroiiyii 6e3paboTHLIbI, YIIPAB/ISIOLIUH COOCTBEHHBIM
npodeCCUOHATBLHBIM pa3BUTHEM, PeIeKCUBHO OIIEHUBAIOIIHN COOCTBEHHBIN XKU3HEHHBIH
OIIBIT, KPUTEPUH YCIIEITHOCTH

JIP 22

JIP 23 OKOHOMUYECKH aKTUBHBIN, MTpeIPUMMYMBbIN, TOTOBBIM K CAMO3aHATOCTH

JIndHOCTHBIE pe3y/1bTaThbl pea/In3dljMH ITPOrpaMMbl BOCIIUTAaHHA,
onpejae/j1€HHbIe€ K/THYEBbIMH paﬁOTO}IaTEJ’[HMI/I

JleMOHCTPUPYIOIIMI FOTOBHOCTE M CTIOCOOHOCTD BECTH /IUAJIOT C APYTUMU JIFOJbMHU,
JIP24 JIOCTUraTh B HEM B3aUMOTIOHUMAHUS, HAXOUTh OOIIHE 1[eJId U COTPYAHUYATh /1T KX
JIOCTYDKeHUsI B TIPOGheCCHOHATLHOW JesiTe/TbHOCTH

[MposiB/sIOINI CO3HATeNLHOE OTHOIIEHHE K HETPephIBHOMY 00pa30BaHMIO KaK yCI0BHIO

JIP25 . . .
yCITeIHoM mpodeccHoHaIBHOM 1 0011[eCTBeHHOM [esITeTbHOCTH

[MposiBasiroIMi rpaXkiaHCKOe OTHOIIeHHe K TIpodecCOHaIbHOM JesiTelIbHOCTH KaK K
JIP26 BO3MO)XHOCTH JTMYHOTO YUYACTHSI B PEIIEHUH OOITIeCTBEHHBIX, TOCYaPCTBEHHBIX,
ob11jeHalMOHaIBHbIX 1Tpob1eM

JInuHOCTHBIE pe3y/ibTaThbl pea/iM3aljui NMMPpOorpaMmMbl BOCIIUTAHUSA, OIIpe/ie/IeHHbIE Cyﬁ'])EKTaMI/I
oOpa3oBaTe/ILHOI0 MpoIecca

[TpoekTHO MbICASIINN, 3¢dHeKTUBHO B3aUMO/IeMCTBYIOIUH C UleHaMu KOMaH/Ibl U
JIP27 COTPYZAHHUYAIOIIKH C APYTUMHU JIFOABMH, eMOHCTPUPYIOLIWI MPo¢deCcCrOHaIbHY0
JKU3HECTOHUKOCTD

[TpensTCTBYOLIMIA AeHiCTBUSM, HallpaB/IeHHBIM Ha yIIleM/IeHHe TIPaB UK YHIDKeHHe

JIP28 o
JIOCTOWHCTBA (B OTHOLIEHUH celst Wi IPYTUX JIHeH)

[IposiBastONMIA SMOATHIO K JIMLIaM Pa3HbBIX KaTerOpUi, BbIPA)KarOIMi aKTHBHYIO
TPaXXIaHCKYTO TI03ULMI0, YYaCTBYIOIIUN B CTYZeHUEeCKOM CaMOYTIPaB/ieHu!, B

JIP29 JIesITeIbHOCTH O0IIIeCTBEHHBIX OpraHU3aIivi, a TAKKe HEKOMMEPUECKUX OpraHU3aliv,
3aMHTEPECOBAHHBIX B Pa3BUTUU TPaXKJaHCKOTO OOITIeCTBA U OKA3bIBAIOIUX TO/IEPIKKY
HY>K/IaIOIIAMCS

[MprHUMaroIUK U TPaHC/IMPYIOLUM Ky/IbTYPY BHELIHEro BUJa, UMUpKa
JleNI0NPON3BOIUTEIS

JIP30




1.4. O6bem npodeccuonanbHoro moayasa IIM.01. [JokyMeHTaLiMOHHOE 0OecneyeHe JesATeTbHOCTH

OopraHM3aIuu
Bup yueoHoli paboThI O0BeM yacoB
MakcumanbHas yyeOHas Harpy3ka (Bcero) 510
O6si3aTesibHasi ayAUTOPHAs yueOHas Harpy3Ka (Bcero) 334

B TOM YHCJI€e:

MPaKTUYECKHE pabOThI 118
KoHTposibHBIE PadoThI 2
CamocTosTe/IbHasA padoTa o0yuaroiierocs (Bcero) 176
IIpomexyTouHas arrecranus B ¢hopme:

1. Ok3amena o M/IK 01.01. [JokyMeHTal[MOHHOe obecrieueHue AessTeTbHOCTA OpraHU3al[uu

2. TuddepeniporanHoro 3aveta 1o ¥11.01 YueGHas npakTHKa

3. 3aueta 1o I1I1.01 ITpou3BoACTBeHHAs NpaKTHKa

4. Dx3aMeHa KBaaMGUKALIMOHHOTO MO0 TpodeccruoHanbHOMYy Moaymio IIM.01 JlokymeHTal[MOHHOe
obecrieyeHue JiessTeTbHOCTH OpraHU3aIiy




2. CTpyKTypa M cojep)kaHue padouyeii mporpaMmmMsl npodeccuonanbHoro moayJsisi IIM.01. JokyMeHTaIHOHHOE o0ecrieueHue JesATe/IbHOCTH

OpraHu3anyu

2.1. CTpykTypa npodeccuoHabHoro MoayasalIM.01. [JokymeHTaiMOHHOe 00ecriedyeHne JeATe/TbHOCTH OPpraHUu3auu

Koab1 HaumeHnoBaHnus pa3penoB Bcero uacos O0BeM BpeMeHH, 0TBe/IeHHbIH Ha 0CBOeHHe IIpakTHka
npodeccuo- npocdeccnoHaIBHOT0 MOAYISA (maxc. MEeXAMCIUIINHAPHOT0 Kypca (KypCoB)
Ha/IbHBIX yuebHas Oo0s3aTenbHasA ayAUTOPHAsI CamMocTosTenbHast YuyebHnasn | IIpousBojcTBeHHas
KOMIIeTeHI{UH HaezpysKka ydeOHas Harpyska o0yJaromerocst pabota 4acoB 4acoB
U Npakmuku) Bcero, B T.4. ﬂaﬁopaTopHme u o6yqammerocn,
4acoB npaKkTH4ecKne 4yacoB
paboThI, 4acoB
1 2 3 4 5 6 7 8
OK 1-7 IIM.01. [loKyMeHTalm{UOHHOE
IIK 1.1.-1.7. | of6ecneuenue  eATeILHOCTH 510 334 176 - -
OopraHmv3anum
M/IK 01.01
[JoKyMeHTal[MOHHOe 510 334 118 176 ) )
obecreuenue AedaTe/IbHOCTH
OpraHu3alyu
Y11 252 252
IIpousBoacTBeHHAs 180 180
NpaKTHKa, , YacoB
Bcero: 942 334 118 176 252 180




KosmuecTBo yacoB

HaumeHoBaHMe TeM M pa3e/ioB Bru
UTOoro Ayp NpaKkTH4. CPC
padoThI
M/IK 01.01. TokyMeHTaI[HOHHOE o0ecIieueHHe JeATeILHOCTH OpraHu3aijuu
JokymeHnTHpoBaHne. HopMaTHBHO-MeTo/[uuecKas 0a3a OpraHu3aI{uy JOKYMEHTAllHOHHOTO
PA3JEJI 1. o0ecrieyeHHs yrpaB/IeHUsl B COOTBeTCTBHH ¢ EJUHOM rocyapCcTBeHHOH CHCTeMBbI 138 92 30 46
AOKYMEHTAI[HOHHOI'0 o0ecreyeHust
OcHoBHbIe T0I0’KeHus1 EWHOM rocy1apCTBEHHOM CUCTEeMBI JOKYMEHTAIlMOHHOTO 0becrieueHust
Tema 1.1 ynpasnenus (ET'CHOY). Yaudukanus v ctaHAapTA3alys JOKyMeHTOB. Y HU(QULIMPOBAHHbIE CUCTEMBI B 16 11 0 5
JOKyMeHTall1u.
Tema 1.2 dopmyJisip-o0paserl, PeKBU3WUTHI U 0JIaHKH 24 16 0 8
Tema 1.3 ITpakTuueckue 3aHsATHS 110 TeMaM: «DopMysip-o0pasell, PeKBU3WUTHI U OJIaHKM». 15 10 8 5
Tema 1.4 [TpaBuna odopmsieHUsE OCHOBHBIX BUJOB OPraHU3aLMOHHBIX JOKYMEHTOB 11 7 0 4
Tema 1.5 [TpakTuueckue 3aHsTUsA 10 TeMe: «[IpaBuia opopM/IEHNST OCHOBHBIX BU/JJOB OPraHU3aLMOHHbIX 1 9 7 3
JOKYMEHTOB:
Tema 1.6. PacriopsiautesibHbIe JOKYMEHTbI 15 9 0 6
Tema 1.7. IIpakTrueckye 3aHATHA 110 TeMe: «PacriopsauTebHble [OKyMEeHTbI» 10 7 5 3
Tema 1.8. NudopmaimionHo-cripaBouHbie AokyMeHThI (MC/T) 20 13 0 7
Tema 1.7. [TpakTrueckue 3aHsaTUA 110 TeMe: «/HbopMaloHHO-CcTipaBoUHble JoKyMeHTh! (MIC/)» 15 10 10 5
Pa3zden 2 Pacuemto-denexcHas dokymenmayusi. Kadpoeasi dokymenmayus. Kommepueckas 0okymeHnmayusi 68 45 25 23
Tema 2.1. Pacuemno-denedcHas dokymenmayus (PA/) 15 10 6 5
Tema 2.2. Kaodposas dokymenmayusi. 18 12 0 6
Tema 2.3. Ipaxkmuueckue 3aHamus no meme: «Kaopoeas OOKymeHmayusi» 17 11 9 6
Tema 2.4. ITpakmuueckue 3aHsamust no meme: «3anoaHeHue mpyooeoti kHudicku (TK) u ¢popmupoeaHue auuHo20 dena» 18 12 10 6
Pa3pen 3 Opranusaiys padoThl C JOKYyMeHTaMHu 72 46 14 26




Cnyx0a JoKyMeHTaIlMoHHOTo obecrieuenus ynpaeienus (JJOY). TpeboBaHus K opraHy3ariiu

Tema 3.1. 15 10 0 5
JIOKyMeHT000b0poTa.

Tema 3.2. ITpakTHuecKue 3aHATHS 10 TeMe: «OpraHu3alys J0KyMeHTo000poTa» 12 7 7 5

Tema 3.3. WudopmarpioHHO-CcripaBoyHasi pabora. 18 12 0 6

Tema 3.4. KoHTpoJib UCTIo/IHeHUA OKYMEHTOB. YueT JoKYMeHTOB. OpraHusariys OTIIPaBKU UCXOJALIUX JOKYMEHTOB. 13 9 0 4

Tema 3.5 [MpakTuueckue 3aHsTUsA 110 TeMe: «KOHTPOJIb UCTIONMHEHUS JOKYMEHTOB. Y4eT JOKyMeHTOB. OpraHu3aius 14 8 7 6

h OTIIPaBKU UCXOASIINX JOKYMEHTOB
Paznen 4 OpraHu3aius onepaTuBHOr0 XpaHeHHUs UCMO/IHeHHBIX JOKYMEeHTOB. JKcrnepTH3a e HHOCTH 38 25 8 13
A JIOKyMEHTOB U MOAT0TOBKH /ie/I K apXUBHOMY XpaHEeHHIO.

Tema 4.1. TpeboBaHus K OpraHU3alvy OMEePAaTUBHOTO XPaHEHUS UCIIOJTHEHHBIX JOKYMEHTOB. 22 14 8 8

Tema 4.2. Opraauzanyst paboThl M0 3KCIepTH3e [IEHHOCTH OKYMEHTORB U TTO/ITOTOBKH /le/T K apXUBHOMY XpaHEHUIO. 16 11 0 5

Pasnen 5 Opranu3zanus 6e370KyMeHTHOT0 00C/Ty)KMBaHUsI U padoTa C 00paleHusIMM TPaXK/JaH B COOTBETCTBHH 74 46 14 28

AGTL 9. C MPaBW/JIAMH /Ie/IOBOT0 3THKETA U /Ie/IOBOT0 00IIeHuUsI
Tema 5.1 Opranusanus 6e310KyMeHTHOT0 o6cayxuBaHus. [IoAroToBKa ¥ TexHUYeCKoe 00C/Ty)KUBaHYe COBELaHNH B 21 13 0 8
o COOTBETCTBUU C TIPAaBWJIaMH [IeJIOBOTO STUKETA U JIeJIOBOT0 OOIIeHHS

Tema 5.2. Pabora ¢ oOpareHusMH rpak/iaH B COOTBETCTBUH C TTPaBU/IaMH /[eJI0OBOTO STHKeTa U [1e/I0BOT0 OOIIeH s 12 8 0 4
ITpakTHueckue 3aHsATHS 10 TeMaM: «OpraHu3sanus 0e3/[0KyMeHTHOTro o0cyxuBaHus. [ToroToBKa u

Tema 5.3. TeXHUUECKOe 00C/Ty)KMBaHUe COBEIIIaHWH B COOTBETCTBUH C TIPAaBHJ/IaMHM [IeJIOBOTO STUKETa U IeJI0BOr0 20 12 11 8
oO1IeHusI»

Tema 5.4. OcHOBHbI€e TTOHATHS KOHGUIEHITUATLHOTO ZIe/I0NPOM3B0/ICTBA 21 13 3 8
OpezaHuzayusi pabombl ¢ ogpucHoli mexHukol. OCHOGHble NOHAMUS AGMOMAMU3UPOGAHHOLI 06padomku

Pasden 6 p quit p ¢ P P 36 24 11 12
uHpopmayuu

Tema 6.1. OpeaHuzayus pabombl ¢ 0pucHoll mexHuKoll 18 12 0 6

Tema 6.2. IMpakmuueckue 3aHsamus no meme «OpeaHuzayust pabomnbl ¢ 0pucHoll mexHUKoLl 18 12 11 6
OxpaHna mpyda u mexHuka 6e3onacHocmu desonpou3eooumeisi. Op2aHU3ayuoHHble OCHOBbI

Pasden 7 Para mpy P p 4 48 32 5 16

6e3onacHoz20 mpyoda desi0npou3gooumesist.




3awjuma uenogeka om 8pedHbIX NPOU3BOOCMBeHHbIX (hakmopos, noxicapHas 6e30nacHoCmb;

Tema 7.1. 25 17 5 8
anekmpobe3onacHocmb 0ea0npou38o0umess

Tema 7.2. ObecneueHue Kvomd)opmmilx ycnosuii pabombi 8 ogpuce. OpeaHuzayusi 6ezonacHoli pabombi ¢ 23 15 0 g
KOMNbIOMEPHOU MexXHUKOU

Pa3zden 8 TexHuka mawuHonucu 36 24 11 12

Tema 8.1. OcCHO8Hble npuembl MAWUHONUCU 18 12 7 6

Tema 8.2. OgopmaeHue MawUHONUCHbIX pabom 18 12 4 6

Hroro: 510 334 118 176
YI1.01 YuebHas mpakTUKa no npogeccuoHansHomMy Moaysaio ITM. 01. [JokymMeHTaMOHHOe 00ecrieyeHNe /JeATeTbHOCTH OpraHU3al|u.

Pazpen 1. IToaroToBKa TEKCTOBOr0 [JOKYMEHTa OpPraHU3aljMOHHO-PAaCHOpPAUTEIbHOM M  CIPaBOYHO- 7 7 7
HH(OPMALMOHHON JOKYMeHTau!
N3yueHvie u peflakTHPOBaHUe IM€YATHBIX W PYKOIUCHBIX TEKCTOB OPraHW3allMOHHO-PACMOPSAUTeTbHON U

Tema 1.1 N 24 24 24
CMPaBOYHO-WH(POPMAL[MOHHOMN JOKYMeHTalun

Tema 1.2. Habop MeuaTHbIX M PYKONMCHBIX ~TEKCTOB OPraHW3aiOHHO-PACTIOPAJUTE/ILHON U CTPAaBOYHO- 24 24 24
vHGOpPMaIMOHHOW JOKYMeHTal[u!
dopMaTUPOBaHKWEe TEKCTAa TEMATHUECKOTO COOOIIEHUs C y4eTOoM TpeOOBaHWH K TeuaTHOMY COOOIIEHHIO B

Tema 1.3. @ M 24 24 24
cootBetrcTBUM ['OCT opraHu3aliOHHO-PaCTIOPSIUTEIEHOM U CIIPaBOUHO-WH(GOPMAIIMOHHON JOKYMEeHTal[u!

Pa3pen 2. JIoKyMeHTaI[HOHHoe o0ecrneueHre padoThI C IEPCOHATIOM 120 120 120

Tema 2.1. CucremaTv3anusi AOKYMEHTOB 0 KafpoBbiM omepauusiM. CocTaBjieHWe W 0QoOpM/IeHHe KaApOBbIX 60 60 60
JIOKYMEHTOB

Tema 2.2. O6paboTka ¥ perrcTpaiyst KaZpoBbIX JOKYMEHTOB: IMUHBIX KapToueK hopMbl T-2 1 TPY/IOBbIX KHIKEK 60 60 60

Paspen 3. Opranusaiys J0KyMeHT0060poTa 54 54 54

Tema 3.1. Ot60p, peructparys ¥ 00paboTka BXOAAIIMX, UCXO/AIUX, BHYTPEHHUX JIOKYMEHTOB OpPraHU3allvi. 54 54 54

JuddepennupoBanubii 3ader o YI1.01 YyedHas npakTuka 6 6 6
Nroro: 252 252 252




I1I1.01. ITpou3BoaCcTBeHHasi MPAKTHKA Mo nmpogeccuoHabHOMY Moayaio ITM. 01 JokyMeHTaLOHHOE 00ecrieueHue /IeATeTbHOCTH OpraHUu3auu

Pasnen 1 BobinosiHeHHe padoT Mo MOATOTOBKE TeKCTOBBIX AOKYMEHTOB OPraHM3aLHOHHO-PaCHOPAANUTE/THHOU U 36 36 36
a : CIpaBOYHO-UH(OPMAIHOHHOU JOKYMEeHTAI[u1
Tema 1.1 BeimonHeHre paboT 10 pelaKTMPOBAHWIO TIeYaTHBIX W PYKONHCHBIX TEKCTOB OpraHW3aljMOHHO- 12 12 12
o PacIiopsIUTeTLHON U CITPaBOYHO-MH(POPMAIIMOHHOMN I0KyMeHTal[u!
Tema 1.2 BeimosiHeHre paboT 110 HAOOPY MeYaTHBIX U PYKOTNMCHBIX TEKCTOB OPraHK3al[MOHHO-PACIIOPSAUTETBHON U 12 12 12
- CTIpPaBOYHO-UHMOPMAI[MOHHOM JOKYMEHTALUN
Tema 1.3 BbimosiHeHro  paboT 10 (OPMAaTHPOBAHUIO TEKCTOB TEeMAaTUYeCKOTO COOOIIeHUsT OpraHU3arjMoOHHO- 12 12 12
e pacropsiAuTeIbHOM 1 CIIPAaBOYHO-MH(OPMAIIMOHHOM JOKyMeHTaLu!
Pa3pen 2. BbinosHeHue padoT Mo AOKyMeHTAaLIOHHOMY 00ecrieyeHU0 paboThI ¢ mMepCcoHaIoM 72 72 72
Tema 2.1. BeimoHeHye paboT 1o crucTeMaTH3alyH JOKYMEHTOB 110 KaZJpOBBIM OTIepaLiisiM 36 36 36
Tema 2.2. O6paboTKa 1 perucTparyisi Ka/[poBbIX JOKYMEHTOB: TMYHBIX KapToueK (opMbl T-2 U TPYZOBBIX KHIKEK 36 36 36
Paspen 3. OpraHu3anys J0KyMeHT0000poTa 66 66 66
Tema 3.1. Ot6op, perucTpauys U 06paboTKa BXOSIUX, UCXOASIINX, BHYTPEHHUX JOKYMEHTOB OpraHU3aLIUi. 66 66 66
Juddepennyposannsblii 3auet no I111.01 IIpousBojcTBeHHAsA NPaKTHKA 6 6 6
Hroro: 180 180 180
Bcero: 942
2.3. Coaepxxanue mo npodeccuoHanbHOMY Moy /o ITM. 01. [lokyMeHTaIHOHHOE 00ecreueHne JeATeTLHOCTH OpraHu3aIfui.
HaumeHoBaHHe pa3jie/ioB U TeM/, CO/iepXKaHNe y4e0HOro MaTepuasa, jabopaTopHbie padoThl M NPaKTHYECKHe 3aHSTHSA, O0Bem | YpoBeHb
caMoCTosiTe/IbHAsA padoTa 00yJarmmxcs 4acoB | 0CBOEHHUA




M/IK.01.01 JokyMeHTaLMOHHOE o0ecreyeHHe /JeATeIbHOCTH OPraHu3aIuu

Pa3zpgen 1

HJokymenTupoBanue.HopmMaTuBHO—MeTOHYeCKaa 0a3a opraHM3anuM  JAOKYMEHTAIl[HOHHOTO  o0ecmeueHus:
ynpaB/ieHHsl B COOTBETCTBUH ¢ EMHOV roCcyJapCTBEHHON CHCTeMbl JOKYMEHTALHOHHOT0 00ecrneyeHns

92

OK 1-7
K 1.1-1.7

Tema 1.1. OcHoBHBIe no/I0KeHUsI EAMHOM rocy/japCTBeHHON CHCTeMbl A0KYMEeHTAliOHHOT0 00ecnedyeHns
ynpaejaenust (EI'CIOY). Yaudukaiusa v cTaHjapTH3anusa JOKYMEHTOB. Y HU(HUIIMPOBaHHbIE CHCTEMBI B
JOKYMeHTalMu.

11

BBezienue. EuHast rocyiapcTBeHHAsA CHCTEMa JIOKyMeHTal[MOHHOTo obecrieuenus yrpasienus (ETCIOY).
XapakTepucTHKa COBpeMeHHOM HOPpMaTUBHO-MeToquueckol 6a3el opranu3auyu. HopmatuBHO-MeToquueckast 6asa
JIOKYMeHTal[MOHHOTO 0becrieyeHus opraHu3alyu. [ToHsTHe 0 JOKyMeHTaX U crioco0ax J0KyMeHTHPOBaHHs

OyHKIMU AOKYMeHTOB. [Ipr3HaKy U CTPYKTypa JoKyMeHTa. Y HU(puUKaius JokyMeHToB. CTaHapTU3aLus JOKYMEHTOB.
YuauduirpoBanHsle cucteMbl JokyMmeHToB (Y C/) 1 yHuduImpoBanHbie GopmMbl 1o0KyMeHTOB (YD)

CucremaTH3auusi 3HaHui 110 Teme: «HopmaTtuBHO—MeToAMueckast 6a3a opraHu3alyy JOKYMeHTalMOHHOTO obecrieyeHust
ynpasaenus (JOY)»

11

CamocrosiTeibHasA padora:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, YueOHOMH U CIlel[Ha/IbHOM auTeparyphl. PaboTa ¢ 3ajaHussMu paboueli TeTpajiu.

Tema 1.2. @opmysap-o6pasel], peKBU3UTHI M 0JIaHKH

16

Oo61ve noHsTHs 0 hopmysispe-obpasije OPJT. KOHCTPYKIIMOHHAs CeTKa JOKyMeHTa. PekBU3nThl. PacronoxeHus
tabynsaropa. [TocTosiHHBIE 1 TIepeMeHHble PeKBU3UTHI. byianku fokymeHToB. Obmmuii 671aHK. Biiank mcema. biiaHk
CTPYKTYPHOTO Tofipa3sienienusi. ['ocyapctBeHHbIH repb PD, repd cybnekra PD, smbOema opranm3aiyu (pekBusuthl 01-03).
Kop opraauzauun, OI'PH, MHH/KIIII, kog ¢popme (pekBusutsl 04-07). HaumeHoBaHMe opraHM3alvy, ClIpaBOYHbIe JaHHbIe
(pexBusut 08-09). Bug, nata, perucTpaluoHHBIN HOMep AoKyMeHTa (pekBu3uThl 10-14). OdopmieHre peKBU3UTa
«Appecar» (pekBusuT 15). I'puc yTBepKeHUs JOKyMeHTOB (pekBU3UT16). Pe3osttonys, 3aro/IoBoK K TEKCTY, OTMeTKa O
KOHTpOJIe, TeKCT. (pekBU3uT 17-20). OTMeTKU 0 Ha/IMuuu npusiokeHuit (pekBusut 21). Iofmnuck, oTTUCK reyaTd. OTMeTKH:
KOTIMSI, MICTIOJTHUTEJIH, TIOCTYIIIeHHe JoKyMeHTa. UieHTrdrKaTop 3/1eKTPOHHON NOANUCH (PeKBU3NTHI 22-30).
CucteMaTH3aius 3HaHUH 1o Teme: «Popmysisip-obpasel], peKBU3UTHI U 61aHKd OP/T». AKTyanu3aiys 3HaHUH 10 TeMe:
«Popmyisip-obpaser], peKBU3UThI U 0j1aHKH OP/]»

CamocrosiTenbHasA padoTa:
ITpopab0TKa KOHCIIEKTOB 3aHATHH, yueOHOU U CrieluaabHOM TUTepaTyphl. PaboTa ¢ 3aziaHusmMu paboueli TeTpajiu.

Tema 1.3. IIpakTHUecKHe 3aHATHA N0 TeMaM: «DopmyAap-o0paser], peKBU3UTHI U 0/TAaHKH»

10

Cucremaru3auys 3HaHui 1o Temam: «OCHOBHbIe T0/I0KeHus1 EAMHON TocyJapCcTBEeHHON CHCTEMBIZOKYMEHTalOHHOTO
obecnieuenus ympasienue (ET'CI0Y). ®opmynsp-obpasel], peKBU3NUTHI U 6y1aHKu OP/T

ITpakTnyeckue padoThI:
CocraBnenue ¢opmyisipa fokymeHTa. CocraBieHre 61aHKOB 001jero ¥ KOHKpeTHOro BrzoB. CocTaBieHue U oopMieHHe
Gnanka ciaykebHoro ncbMa. IIpoekTHpoBaHue GylaHKa HA OCHOBE TIPe/IJIOXKEHHbBIX CBe/leHHi». PacroioykeHre peKBU3HUTOB




Ha CxXeMe OJOKYMEHTOB. 3ariojiHeHre Ta6]II/II_II>I COOTBeTCTBUS O1aHKa U PEKBHU3UTOB. OCbOpM]IeHI/Ie PEKBHU3UTOB C]IY)KE6H]>IX
AOKYMEHTOB. HpOBepKa IMPAaBUJIbHOCTU COCTABJIEHUSA U O(i)OpM]'[eHHf{ AOKYMEHTA

KonTtponbHas padora Ne 2 mo remam «OcHoBHbIe 110/10keHUSIEI' CITOY. ®opmynsip-o6pasew, peKBU3HTHI M OJIaHKH»

CamocTrosiTeTbHasA padoTa:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOU U CrieliaibHOM TuTepatyphl. PaboTa ¢ 3aziaHusmMu pabodeli TeTpajiu.

Tema 1.4. ITpaBuia ohopM/IeHUsI 0CHOBHBIX BH/IOB OPraHNU3alJMOHHBIX JOKYMEHTOB

Knaccudukauys opraHd3alioHHON JOKyMeHTalyy. XapaKTepyuCcTHKa OpraHu3alMOHHbIX JJOKYMEHTOB. YUpeauTebHbIN
nJoroBop. YcraB. [lonoxxenusi. [TonoxkeHrs1 CTPYKTYPHBIX Mo/ipa3fesieHnid oprany3anyu. [IpaBuia BHyTpeHHero
pacnopsgka. lHItatHoe pacnicanue. MHCTpyKImH. [10/KHOCTHBIE MHCTPYKLMU

CamocTrosiTeTbHasA padoTa:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOU U CrieliaibHOM MTepaTyphl. PaboTa ¢ 3aziaHusmMu pabodeli TeTpajiu.

Tema 1.5. HpaKTH‘IECKPle 3aHATHA 110 TeMe: «HpaBI/IJIﬂ O(lJOPMJIEHl/IH OCHOBHBIX BU/10B OPrdHU3dIl{MUOHHBIX
AOKYMEHTOB»

CucTeMaTH3alUs U aKTyann3alys 3HaHUH 110 TeMe: «O0111e MoHITHS 00 OCHOBHBIX BH/[aX OPTaHU3AlMOHHBIX IOKYMEHTOBY

IIpakTHueckune padoThI:
CocTaB/eHue JOKYMEHTOB: yUpeAUTeIbHOTO JOTOBOPa; YCTaBa OpraHu3aliuy; MoJI0KeHUH 0 CTPYKTYPHOM TI0/Ipa3/ie/ieHuH,
0 KOJIJIETHA/IbHBIX OpraHax, O COBelIaTelbHbIX OpPraHax; MpaBW/l BHYTPEHHEro PacropsiiKa; JO/DKHOCTHBIX MHCTPYKLMH»

CamocrosiTesibHas padora:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOW U Crielia bHOM TUTepaTypel. PaboTa ¢ 3aziaHusMu paboueli TeTpajiu.

Tema 1.6. PacriopsijuteibHbIe JOKYMeHTbI

PacnopsizurenbHble OKYMeHThI-TIpaBoBble akThl. [locTaHoB/IeHUs. Peltienust. [1pyka3bl 0 OCHOBHOM /1eATeNbHOCTH.
ITprKa3sbl 1o IMYHOMY cOcTaBy. PacriopspkeHusi. BeinonHeHHe yripaKHeHH: cocTaBieHre O1aHKa pacriopsiIuTeIbHOTO
JokymeHTa Ha I1K. BrinosiHeHre ynpaxHeHUH: cocTaB/ieHue U oopmiieHHe foKkyMeHTa «[Iprkas o ji/c». BeinosHeHue
yTpa’KHeHWH: ocTaB/eHre U odopmieHre foKyMmeHTa «IIpyKa3s 1o 3aZiaHHOW CUTYaL[|m»

CamocrosiTeTbHasA padoTa:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOU U CrieliaibHOM MTepaTyphl. PaboTa ¢ 3afiaHusMu pabodeld TeTpaji.

Tema 1.7. [IpakTUyeckue 3aHATHs 110 TeMe: PacriopsijuTeibHbIe JOKYMEHTbI

CucremaTu3aliyis U akTyaau3alys 3HaHu# 1o TeMe: «PacriopsiiuTesibHble JOKYMEHThI»

IIpakTHuecKkune padoThI:

CocraBnenue u ohopm/ieHHe TOKYMeHTOB «PelieHne», «[ToctaHoBieHne» (TekctoB). CocTaBieHve u oopmieHre
IoKyMeHTOB «PacriopspkeHne», «YkasaHue», «IIprkas» (TekctoB). PaspaboTka npoekTa fokymeHTa «[IpuKa3 1o oCHOBHOM
JesiteslbHOCTH (0\1)». OchopMiieHHe pacriopsiIUTeLHOTO JOKyMeHTa. KoMriekcHasi paboTa 1Mo COCTaB/IeHUIO U
0()OPMJIEHUIO IOKYMEHTOBY.

CamocrosiTenbHasA padora:




[TpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOW U CrieldanbHOM uTepatyphl. PaboTa ¢ 3aganusimu pabodeld TeTpau.

Tema 1.8. UndopmanuoHHo-cipaBouHbIe JokyMeHThI (UC/T)

13

Ha3HaueHue, BU/ibl, TTOPSI/IOK JOKYMeHTHPOBaHHUS HH(POPMaLMOHHO-CIIPaBOUHbIX JoKyMeHTOB (MC/I). Buap! cinyskeOHbIX
nceM. I1paBua cocrapsienus ¥ odopmieHus miceM. Oco6eHHOCTH 0hOpMIIEHHST MEXKAYHAPOJHOTO [e/I0BOT0 MUChMa.
OTuKeT B /1es10BOM niepernvicke. OcobeHHOCTH 0hOpMIIEHHS TTHICEM Tepe/jaBaeMbIX 37IeKTPOHHOM MOYTOMN. 3asiB/IeHHe.
Csogika. 3akmouenye. OT3biB. [JoBepeHHOCTh. Tenerpammel. TenedoHorpammel. @akcorpammel. [IpoTtokos. Beinucka u3
NpoToKoJa. JloknaHble U 00bsicHUTeNIbHBIe 3anrcKu. CripaBku. [IpaBusia oopmsieHHs ¥ BbIJJaud KO JJOKYMEHTOB.

13

CamocrosTe/bHas1 padora:
ITpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOM U Criel[iaIbHOM iuTepaTyphl. PaboTa c 3ajaHusiMu paboueli TeTpajiu.

Tema 1.9. [TpakTHueckue 3aHATHA M0 TeMme: «/H(popMaIHOHHO-CIIpaBoYHbIe JoKyMeHThI (MCI)»

10

ITpakTHuyeckue padoThI:

CocraBnenue 1 opopmiieHre JoKyMeHTOB: «CiykeOHoe ceMo»; «TenerpamMmar, «TenedoHorpammar, «Pakcorpammar;
«[JoknagHas 3anvckar»; «Ciyxe6Has 3amucka»; «O0bsiCHUTe/bHas 3aricKa». [IpoBepka MpaBU/IbHOCTH COCTaB/IeHUs
JOKyMeHTOB. BbITIo/IHeHHe KOMIUIEKCHBIX PaboT 1o opopmieruto MCII»

10

CamocTrosiTeTbHasA paboTa
[TpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOW M CrieldanbHOM iMTepatyphl. PaboTa c 3aganusMu pabodeid TeTpaju.

Paspen 2.

Pacuemno-deHedxicHas dokymenmayusi. Kaopoeasi dokymenmayus. Kommepueckas 0okymeHmayust

45

OK 1-7
MK 1.1-1.7

Tema 2.1. PacuemHo-deHedzicHass 0okymeumayus (PA/1)

10

Knaccudukaiys yueTHbIX JOKyMeHTOB. Buibl yueTHbIX lokyMeHTOB. Ueku. Opaepa. CueT-hakrypa. [1naTexxHoe
nopyuenue. HaknagHasi. IIpyuxoAHbIN U pacXoJHBIN op/iepa. ABaHCOBBIM 0TUeT. AKT peBu3nu. BegomocTu.
Cucrematu3alysi U akTyaau3alys 3HaHUM 10 Teme: «PacueTHO-JeHe)XXHasi JOKyMeHTalsi»

IMpakTHyeckue padoThl

3arioniHeHUe U oopmiieHre JOKyMeHTOB: «HaknagHasi»; «PacxoaHbiit opep» U «[IpuxoHbiit opep»; «ABaHCOBBIN
oTueT»; «3arojHeHre U odopMIeHHe TOKyMeHTa «BeJoMOCTh»; 3aro/THeHre TOBapHOTO YeKa U BBIIMHMCKA U3 TOBAPHOTO
yeKa». BhIMoHeHWe KOMILIEKCHBIX PabOT Mo cocTaBieHur0 U odopmiiennto PIITT.

CamocrosTenbHas padora:
[TpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOW U CrieldanbHOM uTepatyphl. PaboTa c 3aganusimu pabodeld TeTpau.

Tema 2.2. Kadpoeas 0okymeHmayus

12

HasnaueHve 1 BU/Ibl KaJJpOBBIX JOKYMEHTOB. 3asiB/leHHe 110 IMUHOMY cocTaBy. Tpy/i0BOii KOHTpaKT. JIn4yHas KapTouka
¢dopmer T-2. Ocobennoctr oopmsienus aBTobuorpadum. AHKeTa. JIMUHBIN JTUCTOK TI0 yueTy KaapoB. [IpaBusia BeieHUs
TPYZOBBIX KHIDKeK. Oco6eHHOCTH 0(opMIeHHsI TPYAOBBIX KHIDKeK. [IprKa3sel 1o MmyHoMy coctaBy. OcobeHHOCTH
ocopmsieHus pestoMme. 3ajiaHre Ha KOMaHAMPoBKY. KomaHupoBouHoe yaocToBepeHre. OcobeHHOCTH (hOPMUPOBaHUS
JIMYHOTO Jieia. KomMepueckas sokymeHTalust. OcobeHHOCTH oopMIIeHHS] KOMMEePUeCKOU JokyMeHTanmy. CucTeMaTr3alus
3HaHui 1o Teme: «KazpoBast JOKyMeHTaLIKs»

12




CamocTrosTe/bHas padora:
[TpopaboTKa KOHCITEKTOB 3aHATHH, yueOHOU U Ccriel{iaIbHOM JIMTepaTyphl. PaboTa ¢ 3aaHusivu paboueli TeTpaul.

Tema 2.3. IIpakmuuecKkue 3aHssmus no meme: «Kadpoeas dokymeHmayus»

11

CucremMaTu3alys U aKTyaau3alys 3HaHu# 1o TeMe: «KazipoBast IOKYMeHTaLIMs»

ITpakTnyeckue padoThI:

3anosiHeHWe U oopMIIeHre JOKyMeHTOB: « TpyZioBo# [oroBop»; «Pe3tomMe», « AHKeTa», « ABTOOUOrpadmsi»; «JIMIHBINH
JIUCTOK TI0 YUEeTY KaJpoB», «JInuHast Kaprouka (opmbl T-2» «IIpuKa3 o mpueMe Ha paboTy»; «CocrasiieHre U ohopMiieHHe
nokymeHTa «IIpuka3s o mepeBojie»; «CocTaByieHne 1 odopmieHre JokymeHTa «IIpuka3 06 otmycke»; «CocTaByieHue U
odopmenue nokymenTa «IIprka3z 06 yBobHeHUN»; «CocTaB/eHre u ohopmieHre IoKyMeHTa «IIprka3 0 KOMaHJUPOBKe»;
«CocraBnenuve 1 odopmiieHre JoKyMeHTa «[IprKa3bl 0 MOOIPeHNH, aIMUHACTPAaTUBHOM B3bICKAHU»

CamocrosiTesibHas padora:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOW U CrieliaabHOM TUTepaTyphl. PaboTa ¢ 3afanusmMu paboueii TeTpajiu.

Tema 2.4. IIpakmuuecKue 3aHAMuUs1 N0 meme: «3ano/AHeHue Mpyo0oeoll KHUMNCKU U hopmMuposaHue AU4HO20 0e1a»

12

CucremaTu3aiys 3HaHu# 1o TeMe: «KazipoBast IOKYMeHTALIUs»

ITpakTnueckue padoThI:

Odopmenue: TUTYIbHOTO rcTa TpyAoBoi kHKKH (TK); 3ammcu B TpyaoBoi kHkke (TK) o mpueme Ha paborty, o
riepeBo/ie BHYTPY OPraHU3aL{iH, O IepeBo/ie B JPYTYI0 OpraHu3aLiio, 00 yBOJIIBHEHUH 110 MHULaTHBe paboTHHUKA, 00
YBOJIbHEHHH TI0 MHULIAaTHBe paboTonaresisi, 06 M3MeHeHUH pa3psifia, KaTerOpyH U T.I1., O TIOOLIPeHUH; BK/IabIiia K
TpyzoBoii KHKKe (TK); dopmMupoBaHye TUYHOTO flesia paboTHYKA [JIsI TEKYIIero XpaHeHHs»

10

KonTtposibHas padora Ne 2 o Teme: «KagpoBasi JOKyMeHTaLus»

CamocrosiTe1bHasA padora:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOMW U CrielMaabHOM TUTepaTyphl. PaboTa ¢ 3aziaHusiMu paboueli TeTpajiu.

Pazpgen 3.

OpraHu3anus paboTsl € JOKyMeHTaMH

46

OK 1-7
K 1.1-1.7

Tema 3.1. Ciyx0a AOKyMeHTaLMOHHOT0 00ecnieuenusn ynpasiaeHus (JOY). TpeGoBaHusi K opraHu3aniu
AOKYMEHT0000poTa.

10

Crpykrypa ciyx6s1 TOY. Ilonoxkenue o ciayxbe JOY. DYHKIMKA U [JO/DKHOCTHBIE 00s13aHHOCTA paboTHUKOB [1OY.
WHCTpYKLMA 110 [ie/Ionpou3Bo/CTBY. JJokymeHTo060poT. Opranu3aiuoHHble ¢opMel. IIprieM MOCTYyMamooLUMX JOKYMEHTOB.
Opranuszanusa focraBku. OpraHusanusi pacCMOTPeHHsI JOKYMeHTOB. I1opsi/ioK NpoX0oXX[eHHsl CO3/jaBaeMbIX JOKYMEHTOB.
Perucrpanusi JOKyMeHTOB. Bujpl omepauuii o o6paboTke A0okymMeHTOB. ©OpMBI pervcrpanii. ABTOMaTU3WPOBaHHAs
(anekTpoHHast) opMa perucTparu J0KyMeHTOB. Buapl knaccudukaropoB. CructeMatu3sanys 3HaHUMA 110 Teme: «Ciyk0a
IOY. TpeboBaHus K OpraHU3al[iu JOKyMeHToo0opoTa». CucrteMaTHh3anys 3HaHui 1o TeMe: «Ciyxba IOY. TpeboBaHus K
OpraHu3alyu JOKYMeHT0000poTa

10

CamocrosiTenbHasA padora:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOU U CrieliaibHOM MTepaTyphl. PaboTa ¢ 3aziaHusMu pabodeld TeTpaji.




Tema 3.2. I[TpakTHUECKHE 3aHATHSA N0 TeMe: «OpraHu3anusa JOKyMeHT0000poTa»

ITpakTnueckue padoTsI:

CocraBnenue 6/10K-cxeM pabOThI C BXOJSIIMMHU U UCXOAIUMH JOKyMEHTaMU; C BHYTPEHHUMH JJOKyMeHTaMu. PaboTa c
)KypHa/laM{ PervCTparivy BXOASIIEH U UCXOsIel JOKYMeHTAL|Y. 3aro/THeHUe PerucTpaliiOHHON KapTOUKU Ha BXOSIIHe
Y MCXO/SIIHE JOKYMEHTBI

CamocrosiTenbHasA padora:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOU U CrieliaabHOM TUTepaTyphl. PaboTa ¢ 3aziaHusiMu paboueli TeTpaziy.

Tema 3.3. HdopManioHHO-cIpaBoYHasi padora.

12

Cy1IHOCTb, Ha3HaueHre HH(POPMALMIOHHO-CIIPaBOYHOM paboThl. ITopsiiok BeieHNs: MHGOPMAaLMOHHO-CIIPaBOYHON paboThl.
[TpyHIUITEI TOCTPOEHUS MH(POPMAL[MOHHO-CIIPaBOYHOM paboThl. [IpUHIUITEI TOCTPOEHUs KapToTek. [IpaBusia moib30BaHus
KaproTekoil. CripaBouHble KapToTeku. VIHbopManoHHO-TIorcKoBbIe cuctembl (WUIIC). Opranu3arnys CripaBOYHOM paboThl B
aBTOMAaTH3MPOBAaHHOM peXkuMe C rcrosnb3oBaHueM [1K. BrirosiHeHue yrnpakHeHui 1o teme: «OgopmieHne cripaBOYHOM
KapToTeKW». BblnonHeHye yripakHeHHi 1o TeMaM: «CocCTaB/ieHte 3alpocoB M0 JoKyMeHTaM»; «OcdopMIeHMe CripaBoK 10
3anpocam». CrcTeMaTH3alys M aKTyaau3alyst 3HaHui 1o Teme: «MH(opMaIioHHO-cripaBoyHasi paboTa»

12

CamocrosiTenbHasA padora:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOMH U CIlel[Ha/IbHOM auTeparyphl. PaboTa ¢ 3aaHussMu paboueli TeTpajiu.

Tema 3.4. KoHTPoOJ/Ib HCII0O/THEHUA JOKYMEHTOB. Y4YeT JOKyMeHTOB. OpraHusanysi OTIPaBKU NCXOJAIMX
JOKYMEHTOB.

Buzb! KoHTpossi. THIOBbIe CPOKU HUCIIONHEHUs JOKyMeHTOB. PopMbl Be[leHHs1 KOHTPOJIbHBIX OllepaLjyii: pyuHasi KapToTeka
Y aBTOMaTU3MpOBaHHbIe cucTeMbl. TpeGoBaHMs K UCTIOTHEHHOMY ZOKYMeHTY. [ToHbIi yueT. BeibopouHslii yuet. Yyer
oOpalleHuii ¥ co3jaBaeMbIx Konui. KapToTeka yyeTa mpOXoKeHHs JOKYMeHTaIbHbIX MaTepHasIoB.

CamocrosiTe1bHasA padoTa:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOMH U CIlel[da/IbHOM auTeparyphl. PaboTa ¢ 3aaHussMu paboueli TeTpajiu.

Tema 3.5. [IpakTuyeckue 3aHATHs 110 TeMe: « KOHTPOJ/Ib MCNIO/IHEHHS JOKYMEHTOB. Y ueT J0KyMeHTOB. OpraHusanus
OTNPABKH MCXOAAIMX AOKYMEHTOB»

CucremaTH3auusi 3HaHUi 110 Teme: «KOHTPO/b M yUeT JOKyMeHTOB»

IIpakTHyeckue padoThI:

OrrpaBKa JOKYMEHTOB 3/IEKTPOHHOM MMOUTOM. 3aro/iHeHHe KOHTPOJIbHO-PErCTPALMOHHOM KapTouku. COCTaB/IeH e
TIepeyHst KaTeropuii JOKYMEHTOB, TO/JIeXAIINX KOHTPOJIIO. 3ario/iHeH|e oTueta 00 061ieM KOJIMUecTBe JOKYMEHTOB 3a
ucnonautessimi. CocTaB/ieHHe U BeJleHHe KapTOTeKH yueTa IPUKAa30B 110 J\C. BejieHne KapToTeKH yueTa MpOX0KeHHs
JIOKYMeHTa/IbHbIX MaTepuaioB. KomrjiekcHasi paboTa 1o KOHTPOJIIO UCTIO/THEHHs], YUeTa U OTIIPABKU UCXOZSIIAX
JIOKYMEHTOB

CamocrosTe/bHas1 padora:
[TpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOM U criel[iabHOM uTepaTyphl. PaboTa c 3ajaHusiMu paboueli TeTpaju.




Pa3zpen 4.

Opraﬂmaunﬂ OIIEPATHBHOI'0 XpdHEHHUA HUCIIO/THEHHBIX JOKYMEHTOB. 3KCHEPTH3EI LHEHHOCTH JOKYMEHTOB U
IMOATO0TOBKH A€/1 K dADXUBHOMY XpdHEHHUIO.

25

OK 1-7
K 1.1-1.7

Tema 4.1. TpeGoBaHHsA K OpraHU3aI[iy ONEPATHBHOr0 XPaHeHHs UCIIO/THEHHBIX JOKYMEHTOB.

14

OCHOBHBIE TIOHATUSL M 3a[a4d SKCIEepTH3bl LeHHOCTU [JOKyMeHTOB. Kpurepuu 3KcrepTv3bl LeHHOCTH [OKYMEHTOB.
Opranm3aiysi paboTel € [JOKyMeHTaM{, WUMeRUMMH Tpudbl orpanndeHus pgoctyma. O PegepanbHoM 3akoHe «O
MepCOHANbHBIX JaHHbIX». Cry)xeOHass HH(OpPMAaLUsi OrpaHWYeHHOTO PpaclpOCTpaHeHWs. OTambl TOJATOTOBKU Jen K
apxvBHOMY xpaHeHuto. CpoKW XpaHeHUsi JOKyMeHTOB. [lokymeHTbl ApxuBHOro QoHzga P®d. Cucrema desnepanbHOTo
apXMBHOIO areHTCTBA. Y CJIOBUSI XpaHEHUs JOKYMEHTOB B apXMBaX OpraHu3alil.

ITpakTnueckue padoTbI:

Pa3paboTka kiaccuUKalMoHHOM cxeMbl HOMeHK/aTyphl Aea (H/T). OnpesiesieHre Kpyra IOKyMeHTOB /IJisl BK/TIOUEHUS B
HoMeHKJ1aTyphl Aen (H). OnpenesneHve cucTeMbl MHJeKCalMd HOMeHKIaTyphl gen (H) (mpocTaBieHye UHAEKCOB f1ef).
CocraBrieHHre 3aroJIOBKOB Pa3/ie/ioB 1 OTpeZiesieHre UX T0JI0KeHrs1 BHyTpH HoMeHK1aTypel Aen (H). CocraBieHue
3aroJIOBKOB JlefT ¥ OTIpe/ie/ieHHe UX 0JI0XKeHHsI BHYTPY paszienia HoMeHK/atypsl e (H/T). OnpesienieHrie CPOKOB XpaHeHUsI
JIOKyMeHTOB opraHu3sariyu. OdopmiieHre 1 yl0CTOBepeHre HOMeHK/IaTyphlI Jie1. CocTaBieHre UTOrOBOM 3aicy K
HOMEHK/IaType e

CamocrosiTennbHas1 pabora:
ITpopaboTKa KOHCIIEKTOB 3aHSATHH, yueOHOM U crieljabHOM iMTepaTyphl. PaboTa c 3ajaHusiMu paboueli TeTpajiul.

Tema 4.2. Opranu3sanus padoThl M0 IKCIEPTH3e [eHHOCTH /[OKYMEeHTOB M NO/IT0TOBKH /ie/1 K apXUBHOMY XpPaHeHHIO.

11

KpuTepuu 3KCriepTH3bl LIEHHOCTH JOKYMeHTOB. OpraHu3anus paboThl C JOKyMeHTaMU, UMEROLIMMH TPl OrpaHUYeHUsT
poctyma. O desepanbHOM 3aKoHe «O TIepCOHANBHBIX JaHHBIX». Ciy)kKeOHasi MHpOpMaLsi OrpaHUYeHHOTO
pacrnpocTpaHeHys. DTarlbl IOATOTOBKU Jie/1 K apXUBHOMY XpaHeHUI0. CPOKU XpaHeHUs! JOKYMEHTOB

HokymenTsl ApxuBHOro ¢onza P®. Cucrema ®ejepanbHOT0 apXUBHOTO areHTCTBA. Y CJIOBUSI XpaHeHUsI JOKYMEHTOB B
apxuBax opraHusanui. CucremMarusanysi 3HaHUM 110 TeMe: «KCIepTr3a LleHHOCTH JOKYMeHTOB. JJOKYMEeHTHI €
orpaHuueHyeM goctyra. OCHOBHbIE MOHATHS 00 apXUBHOM XpaHeHHH». CHUcTeMaTH3aLys U aKTyaln3alsi 3HaHWH 110 TeMe:
«OKCIepTusa LeHHOCTU JIOKYMEHTOBY.

11

CamocTrosiTeTbHasA padoTa:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOW U CrieliaabHOM TuTepaTypel. PaboTa ¢ 3aziaHusMu pabouei TeTpaziu.

Pazpgen 5.

Opranu3zaius 0e3J0KyMeHTHOr0 00C/Ty)KMBaHHUA U padoTa ¢ 00paieHuAMH IPaXkjaH B COOTBETCTBHH C MPaBHIaMH
JeJI0BOr0 THUKETa M /[e/I0BOr0 00IIeH s

46

OK 1-7
K 1.1-1.7

Tema 5.1. Opranusanus 6e370KyMeHTHOro o6cty)xuBanus. IToAroToBKa U TeXHHUECKoe 00C/Ty)KHBaHHe COBeL[aHHi
B COOTBETCTBHH C MPAaBH/IAMH /[€/I0BOT'0 3THKETA U Ae/I0BOro 00IeHHs!

13

OpranHu3zanysi pabouero Mecta cekpeTapsi, Je0IPOU3BOIUTE s, apXuBapuyca. Pabouasi 30Ha. 30Ha ZI0CSTaeMOCTH.
O6opyoBanue pabouero mecta. [TnaHupoBaHue pabouero iHs. BeeHue TeneoHHBIX pa3roBopoB. [IpueM moceTutesiei.
[Tpuem generanwid. ITpyieM COTPYJHUKOB CBOEH OpraHU3aIuy 10 TeKYIIMM Borpocam. [TpreM rpak/jaH 1o JTUYHbIM

13




Boripocam. Pabota c obpatrenusimu rpakaad. Knaccudukarys meporipusitiil. OpraHu3sanys ¥ poBe/ieHre COBEIaHuM.
Opranuzarys U TpoBefieHre reperoBopos. OpraHu3aliys MPUeMOB, npe3eHTarui. IToaroToBka KOMaHAUPOBOK.
CucTeMaTH3alMs 3HaHUH 10 TeMe: «Opranu3aiys 6e310KyMeHTHOTO 00C/TyKMBaHHUSI»

CamocrosiTenbHasA padora:
ITpopaboTKa KOHCIEKTOB 3aHsATHH, yueOHOM U criel[iaIbHOM iuTepaTyphl. PaboTa ¢ 3ajaHusiMu paboueli TeTpajiu.

Tema 5.2. Pabora c oﬁpameHmIMn rpaXXAdH COOTBETCTBHUHU C ITPABW/IAMH [A€/I0BOr'o 3STUKETd U AE€/10BOr0 06]J.IEHI/IH

CormanbHoe 3HaueHue obparieHus rpaxkiad. Oneparju 1o IprueMy, periuCTpaljiy, KOHTPOJTIO UCTIOJTHEHUS, TTPUHATHIO
peltieHrH Mo obparrieHusM rpaxad. CpoKu UCToHeHUs obpartieHuid. TpeboBaHUS K CO/IePKAHUIO OTBETHBIX JJOKYMEHTOB.
®dopMUpPOBaHKE U XpaHeHHe TIPeJIOXKEeHUH, 3asB/IeHuH, )kano0 rpakaad. OpraHu3aiiys rnprueMa rpax/aH B
rOCYJapCTBEHHEBIX YUpeXeHusxX. VICIob30BaHme MPaBUTe/IbCTBEHHBIX Y MYHUIMTAIBHbIX TIOPTA/IOB MpU paboTe ¢
obparteHusivMu Tpakiad. CucTeMaTH3alysl 3HAaHUH 10 TeMe: «PaboTa ¢ o0paleHusaMH rpak/iaH»

CamocrosiTenbHasA padora:
ITpopaboTKa KOHCIEKTOB 3aHsATHH, yueOHOM U Ccriel[iaibHOM iuTepaTyphl. PaboTa c 3ajaHusiMu paboueli TeTpaju.

Tema 5.3. [IpakTHUECKHe 3aHATHA 10 TeMaM: «Opranu3anusa 0e3[0KyMeHTHOro o0ciykuBanusa. [Togroroska u
TeXHHUYECKOe 00C/Ty)KMBaHHE COBEIAaHHI COOTBETCTBHM C MPABU/IAMH A€/I0BOT0 ITHKETA H JIeJIOBOT0 00LIeHHS»

12

AxTyanu3aius 3HaHuH 110 TeMe: «Opradu3aius 6e3/10KyMeHTHOr0 00C/Ty>KUBAHHSI»

IIpakTHuecKkune padoThI:

ITogroToBKa r1aHOB paboThI Ha /leHb, Ha Heflestto, Ha Mecsit]. CocTaB/ieHHe OTIOPHOY TabJIULIbI TPaBHI Tesle()OHHOTO
o6cnyxuBanusi. CocTaBieHue 6710K-cxeM rpreMa-Tiepesiauu hakCMMUIBHBIX coobieHnid. CocTaBieHrne HHCTPYKLMOHHO-
TEeXHOJIOTUeCKOM KapThbl OTIIPABKH U MonyueHws TesieoHorpammbl. Onipe/iesieHre BUOB 0OpalljeHuid rpask/iaH.
CocraBnienre 1 oopmIeHHe OTBeTa Ha obpairieHue rpakzaH. OTpaboTKa HaBBIKOB COCTaB/IeHMs rpadrka nprema
noceturesieil. Perucrpanysi MaTepranoB K pueMy roceTuTesied. 3aro/iHeHYe )KypHasla yueTa TOCeTUTeNeH.

11

CamocrosiTeibHasA padora:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, YueOHOMH U CIlel[da/IbHOM auTeparyphl. PaboTa ¢ 3ajaHussMu paboueli TeTpajiu.

Tema 5.4. OcHOBHBIE IOHATHA KOH(H/IEHIIMA/TBHOTO /Ie/IONPOU3BO/ICTBA

13

XapakTepucTrka KoHduAeHMaIbHOW nHPopMamn. KoMmepueckasi TaiiHa: TIOHSITHe U coxpaHeHue. CrucTema U
TeXHOJIOTUS 3allUThI JOKYMEHTHPOBAaHHOW KOH(MUIEHI[MaTbHON HH(POPMAIUN: 3allUIIeHHbIN JOKyMeHT0060poT; 00paboTka
MOCTYTUBIIKX U OTMPAB/ISIEMbIX JOKYMEHTOB. Y UeT KOHOH/IeHIUATbHBIX JOKYMEHTOB U (JOPMUPOBaHKE CITPaBOUHO-
vH(OpMaIL[MOHHOTO OaHKa JIaHHBIX T10 J0KyMeHTaM. [Topsiiok paboTh! mepcoHasa ¢ KoH(UAeHIMaTbHBIMU JOKYMEHTaMH.
Yuer 1 XpaHeHHe Jief1 ¢ KOH(UAeHIMaTbHBIMU JOKyMeHTaMu. HopMaTUBHO-TIDABOBEIE aKThI, PerjiaMeHTHPYIOIe paboTy ¢
ZIOKYMeHTHPOBaHHON KOHpUjeHIMaIbHON nHpopMalyeii. KoMmMepueckasi TaiiHa. CrcTeMaTU3alys U aKTyaau3alus3HaHun
1o Teme: «PaboTa ¢ KoHbUIeHIMATbHBIMU JOKYMeHTaMH (3aKphITOe [1e/I0NPOU3BO/ICTBO)»

10

ITpakTnuyeckue padoThI:
CocraB/ieHre NMamMATKY PabOTHUKY O COXpaHEHHH KOMMePUeCKO# TaliHbI opraHu3aiun». CocTaB/ieHre XypHasa
perucTpanyu JoKyMeHToB ¢ rpudom «KT». CocTaB/ieHue XypHaia BblJaud JOKYMEHTOB C rpudom «KT»»




CamocrosiTesibHas padora:
ITpopaboTKa KOHCIIEKTOB 3aHATHH, YUeOHOMW U CITel[ia/IbHOM uTepatyphl. PaboTa ¢ 3alaHussMu paboueli TeTpajiu.

Paszoen 6.

OpezaHuzayus pabombl ¢ ogpucHoli mexHuUkKol. OCHOBHble NOHAMUSA A8MOMAMU3UPO8AHHOL 06padomku uHgopmayuu

24

OK 1-7
MK 1.1-1.7

Tema 6.1. Opearuzayus pabombi ¢ o¢pucHol mexHuKol

12

OcHoBHble BU/bI 0MCHOM TeXHUKU. [IpuHLIMN feiicTBuUs U cdepa rnpuMeHeHusi. KonvpoBanbHasi TeXHUKA, BUZBI U
HCI0/b30BaHre. KOMMyHMKaIMOHHast TeXHHKA, BU/bI M UCTIO/Ib30BaHue. [leperieTHoe 060pyZoBaHue, BUJbI U
WCI0/Tb30BaHue. JIaMUHATOPBI, IIPeAephl, UX UCTo/Ib30BaHue. DablieBajbHble U OUTrOBabHbIE MAIlIMHBI, UX
vcrnonb3oBaHue. Bugeo-, hoToTexHuKa, ee UCMOIb30BaHue. AyIMOTeXHUKA, ee NCTonb3oBaHue. Cpe/icTBa Maiou
oprrexHUKU. [TepcoHanbHblil KomnbioTep. IIpuHTep, ckaHep. Cpe/icTBa My/IbTUMe/Ua

12

CamocrosiTeibHasA padora:
ITpopaboTKa KOHCIEKTOB 3aHsATHH, yueOHOM U Ccriel[iaibHOM iuTepaTyphl. PaboTa c 3ajanusiMu paboueli TeTpajiu.

Tema 6.2. Opearuzayus pabombl ¢ 0pucHol mexHuKou

12

CucremaTH3alys 3HaHu# 1o TeMe: «OpraHu3anus paboTel ¢ 0QUCHOM TeXHUKOH»

ITpakTnyeckue padoThI:

[Mouck nHdopmalyy B cet VIHTepHeT. PerucTpaiiys 31eKTPOHHOTO TIOUTOBOTO SIIITMKA M TlepechblKa I0KyMeHTa 10
3/IEKTPOHHOM MouTe. BhIMo/THeHre MaIlMHOMMCHBIX paboT Pa3IMYHOro YPOBHs C/IoKHOCTH Ha ITK ¢ pacrieuatbiBaHUEM
(TeKCTBI Ha PYyCCKOM si3bIKe). BBIMo/THeHe MallIMHOMUCHBIX pab0T pa3/TMuHOro YPOBHs cioxkHOCTH Ha I1K ¢
pacrieuaTbiBaHHeM (TabMUHbIe JOKyMeHTbI). BbINoHeHe MallIMHOMMCHBIX paboT pa3nuyuHOro YpoBHS C/IoKHOCTH Ha I1K ¢
pacreyaTbiBaHHeM (TEKCThI CO CITMCKAaMU M WITIOCTpaLMsiMU). IleyaTaHue TeKCTa C yUeTOM CKOPOCTH TeuaTH Ha PyCCKOM
s3pIke. CKaHMpOBaHUe M KONMPOBaHUe JoKyMeHTa. O6paboTKa OTCKaHMPOBAaHHOTO fIOKyMeHTa (rpaduueckoro). O6paboTka
OTCKaHMPOBaHHOT'O JIOKyMeHTa(TeKCToBOro). O6paboTka OTCKAHMPOBAHHOTO JOKYMeHTA(TabIuuHOro)»

11

CamocTrosiTeibHasA padoTa:
ITpopaboTKa KOHCIIEKTOB 3aHITHH, yueOHOMW U CrieliaabHOM TUTepaTyphl. PaboTa ¢ 3aziaHusiMu paboueli TeTpajiu.

Paszoen 7.

Oxpana mpyoa u mexHuka 6e3onacHocmu desonpou3seooumeisi. OpzaHu3ayuoHHble 0OCHO8bI 6e30NacHO20 mpyoa
desionpou3zeodumeis.

32

OK 1-7
MK 1.1-1.

Tema 7.1. 3aujuma uenogeka om 8peoOHbIX NPOU3B0OCMEEHHbIX ()aKmopos, noxcapHas 6Ge30NacHOCMb;
3/1eKmpobe3onacHocmb desl0npousgooumest

17

OcCHOBHBIe TIOHSTHSI U TEPMHUHBI Oe30MacHOCTH TpyZAa. HopMaTrBHO-MeToaMYecKast 6a3a B 06/1aCTi 0XpaHbI Tpy/ja
JiesonporsBouTesisi. BpeaiHele v onacHble n3nyueHusi. [Ipon3BofCcTBeHHBIHN TyM. MUKPOK/IMMAT. [IpyUunHbI
BO3HMKHOBEHUS 110kapoB. CpeJicTBa M0KapoTylieHusl. B3pbiBuaThle U IerKOBOCII/IAMEHSIIOILMECs BellleCTBa U MaTepHasbl.
[elicTBUe 3/1eKTPUYECKOTO TOKA Ha uesioBeKa. Cpe/iCTBa 3aIlMThI OT TIOPa’KeHUH /IeKTPHUUeCKUM TOKOM. BrIrosiHeHHe
yTIpaXHEHW: aHa/M3 yC1oBui Tpyja. CrucTeMaTH3alyist 3HAHUM 110 TeMe: «3alljiTa uesioBeKa OT BPe/IHBIX
TIPOM3BO/ICTBEHHBIX ()aKTOPOB, MOKapHasi 0e30TacHOCT; 3/1eKTPO0e30TIacHOCT [1e/IOTPOU3BOIUTEs» . AKTyam3aLus
3HAHWM TI0 TeMe: «3allMTa YesoBeKa OT BPeAHBIX MIPOM3BO/ICTBEHHBIX ()aKTOPOB, MoyKapHasi 6€30T1acHOCTS;

12




3]'[8KTpO66301'IaCHOCTI: A€JIOMPOU3BOAUTEIA»

ITpakTnueckue padoThI:

Knaccudukauyst mporn3BocTBeHHBIX (DakTOpOB. PellleHre cUTyaljMOHHBIX 3a/a4 110 TeMaM: «3alliyiTa YejioBeKa OT BPeJHbIX
TIPOM3BO/ICTBEHHBIX (haKTOPOB»; «Kiaccudukanys cpefcTB nokapoTyieHusi; «I1oykapHast 6e301acHOCTb»;
«D71eKTpo0e30macHOCTb»

CamocTrosiTe/ibHas padora:
[TpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOM U Criel[ia/ibHOM uTepaTyphl. PaboTa ¢ 3ajaHusiMu paboueli TeTpajiu.

Tema 7.2. O6ecneuenue kom¢popmHbIx ycaoeuii pabomsl & opuce. Opzanusayus 6e3onacHoli pabomsl ¢ KOMNbIOMepHOU
MmexHUKoll

15

Bu/ibl IPOM3BOZACTBEHHOTO OCBelleHus1. Opranu3arus pabouero MecTa nosib3oBatesisit IBM. DproHoMuyeckrie TIoKa3aTesiu.
OntMasbHble PeXXHUMBI TPy/ja M OT/bIXa Ipy paboTe ¢ KOMITbIOTEPOM. BrinonHeHre yripaKHeHH: COCTaBIeHe CXeM
pabouero Mecra /le/I0NPOM3BOANTEISI CeKpeTapsi; COCTaBIeHHe KOMILIeKCa YIIPaKHEHUH 15l CHATUSL YTOMJIEHUSI».
ITpaBusa obparenys: ¢ MoHUTOpOM. [TpaBusia KCIUTyaTalliy K1aBUaTyphl, cucTeMHoro 6;10ka. [IpaBua skcrmyaTamn
TIPUHTEPOB U IPYTUX MevaTarolliX YCTPOUCTB. IlpaBria 3KCIyaTaliii CKaHepOB M [PYTrOM KOMHPOBaIbHO-MHOXUTETbHON
TexHUKU. [TpaBusa sKcIyaraluy U XpaHeHUs pa3/IMuHbIX HocuTennell nHpopmanuu. CrucTeMaTu3aLus U aKTyanusalys
3HaHMH 10 TeMe: «ObecrieyeHre KOMGPOPTHBIX YCJIOBUH paboThl B odrice»

15

CamocrosiTe1bHasA padora:
ITpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOH U CIleljia/lbHOM uTeparyphl. PaboTa c 3ajanusMu pabouei TeTpaau

Pa3zden 8

TexHuka mawuHonucu. O6wjue mpebogaHusi K mekcmosbim dokymenmam (ECK/] TOCT 2.105-95)

24

OK 1-7
IK 1.1-1.

Tema 8.1. OcHoBHblEe NnpuemMbl MAWUHONUCU

12

OCHOBHBIE pal[HOHA/IbHBIE METO bl MaIIMHOTUCH. TpeboBaHus K 0)OPMJIEHHIO MALIMHOITUCHO!N CTPaHULbI. Pa3inuHblie
MpreMbl MCbMa O/JHO3HAUHBIX U MHOT03HauHbIX yrcesl. Hancanue xumuueckux ¢hopMys U reorpaguueckux
o603HaueHui. IIpocTeie 1 fecsaTUUHBIE ApO6H, MTpaBU/Ia X HAaNMCaHUs U ynoTpebieHus

IIpakTHyecKkue padoThi:

OdopmiieHre MaIIMHOMUCHOM CTPaHULIbL. YTIOTpeb/ieHre 3HaKa «UePTOUKa» B Pa3/IMUHbIX 3HaueHusX. [IpaBuia HarTMCaHUsI
3HaKa «educ», «TUpe», 3HaKa nepenoca. O61ue paBuIa MPOMYCKOB 10 3HAKOB U MMOC/Ie HUX. [IpaBuia MpoIyCKOB Mpy
COUeTAHWH /IBYX 3HAKOB. YTIOTpeb/ieH e 1 TIPaBU/IbHOE HAMTMCAHME MHOTOTOYHSI M IO COUETAHHsI C KaBbIUKaMu,
BOIPOCHUTE/IbHBIM U BOCK/TULIATE/IbHBIM 3HaKaMK. OCOOEHHOCTH COCTaB/IEHUsI PUMCKUX 1UGP, UX COUeTaHuUs1, TpeOOBaHUS K
yroTpeb/ieH 0.

CamocrosiTenbHast padora:
ITpopaboTKa KOHCITEKTOB 3aHSATHH, yueOHOM U criel{iabHOM iuTepaTyphl. PaboTa c 3ajanusiMu paboueii TeTpasu

Tema 8.2. OcHogHble npueMbl MAWUHONUCU

12

[MpaBuia ohopmieHNsT 3aT0JIOBKOB U T10/13ar0/I0BKOB. 110/13aro/10BOK, MpaBMIIia HAITMCAHUS U CTIOCOOBI PacIio/ioyKeHusl.
[TpaBunia odhopmieHNs CHOCOK, PUMeYaHuH, TIPUIOXKeHUH, OCHOBaHUH. TpeboBaHus K 0(hOPMIIEHHIO TEKCTOB C
nipuMevanusiMi. CriocoObl BeiieieHus OT/Ie/IbHBIX YacTeld M MecT B TeKcTe. O0ujeynoTpeGuTe/ibHbIe COKpAIL|eHus],




TIpUMeHsIEMbIe TIPU 0(OPMJIEHUH MAIIIMHOMUCHBIX paboT. CrucTeMaTr3aius 3HaHuk Kypc n3yuenuss M/IK.01.01.
IokymeHTaLMOHHOE 00ecrieueHye AesTeTbHOCTA OpraHu3alyu. AKTyanu3anus 3HaHuk 3a Kypc nzyuenns M/JK.01.01.
JToKyMeHTalMOHHOE obecrieueHye /IesiTeJIbHOCTA OPraHU3al[uu

ITpakTnueckue padoThI:
OdopMeHre TEKCTOB C 3ar0JIOBKOM U TEKCTOB C 3aT0JI0BKOM M 110/13aro/ioBKoM. OdopmiieHre pUMeUaHuil, PUIOKeHUH, 4
ocHoBaHui. OpopmiieHne TekcTa co cHockamu. OdopMieHNe TeKCTOB C Bbljle/IeHHeM OT/e/bHbIX YacTel TeKCTa»
CamocrosiTenbHasA padora:

N N N . 6
ITpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOU U CrieluabHOM TuTepaTyphl. PaboTa ¢ 3afianusvu pabodeli TeTpaju
HToro: 334
B T.U. NPAKTHYECKHUX padoT 118

YI1.01 YuebdHas mpakTHKa no npogeccuoHaisHomMy Moayaio IIM. 01. [lokyMeHTalHOHHOE o0ecneyeHHe JesiTe/IbHOCTH OPraHu3aluu

Paspen 1. | IToAroroBka TeKCTOBOIO JOKyMeHTa OpraHHU3aljiOHHO-PaCNIOPSAAUTE/ILHONH U CIPAaBOYHO-HH(OPMALIOHHOM 72
AOKYMeHTAIu1
Tema 1.1./i3yueHue U pefaKTHPOBaHMe IeYaTHBIX U PYKONMCHBIX TeKCTOB OPraHU3aIl{MOHHO-PACOPAUTE/IBLHON U 24

CcnpaBoYHO-UHGOPMaIMOHHOH JOKYMeHTAIluH

[TpaBu/Ia OXpaHbl TPYZa U TEXHUKHU 0€30TacHOCTH.

PaboTta C TmpeAcCTaB/eHHBIMA TeKCTaMM Ha OyMaxHbIX Hocutesnsx. IIpaBka TekctoB. Habop u odopmiieHue Tekcrta
TeMaTHUeCKUX COOOLIeHHH B COOTBETCTBUM C TpeOOBaHMSIMU pa3HOro oObema. CBepKa CHOCOK M IIMTAaT C HOPMAaTHUBHBIMU
JOKyMEeHTaM{ C WCII0/Ib30BaHHEM CIPABOYHO-TIPABOBOM CHCTEMBbI HAa COOTBETCTBHe 3akoHaM P®, MOCTaHOBIEHHSM
I[TpaButenbcTBa PP 1 IpyruM HOPMaTUBHO-METO/IMYECKHEe JOKYMeHThI. [IonoHeHre HeIOCTarOIMX JaHHBIX, UCTIPAaBIeHUe
JIOTTYIIIeHHBIX B TEKCTAaX OLUIMOOK B COOTBETCTBHH C TpebOBaHUsIMH OUOIMOrpaduecKoro OnmMcaHusl.

Tema 1.2. HaGop mne4yaTHbIX M PYKONHCHBIX TEKCTOB OPraHU3al[iOHHO-PACTOPAJUTE/IGHON W CIPaBOYHO- 24
vHGpopMaOHHOM JOKYMeHTaliH

OK 1-7 =
K 1.2- Habop mevaTHBIX M DPYKOMMCHBIX TPOCTBIX M CJOKHBIX TEKCTOB OPraHM3allMOHHO-PACTIOPSAUTENBHOW U CIIPAaBOYHO-
1 7' ’ VMH(OPMAaLMOHHOHM JJOKYMEHTAIMH C YYeTOM MCIIPaB/IeHN, BHECEHHBIX KOPPEKTYPHBIMHU 3HAKaMHU.

Tema 1.3. ®opMaTHpPOBaHHE TEKCTa TEMAaTHYeCKOro COOOIeHHsI C yueToM TpeOOBaHUMN K IMeYaTHOMY COOOIIEHHIO B 24
coorBeTcTBHM I'OCT opraHu3aniioHHO-PaCcOPSAUTE/THLHON U CIPAaBOYHO-MH(OPMALIMOHHOM JOKYMeHTaI[uH

BcTaBka B TEKCT 0(hOpMIIAEMOTO TEMAaTUUECKOTO COOOIIIEHUsS BBIIEP)KKH U3 HOPMATHBHOTO JJOKYMEHTa C UCIO/Ib30BaHHUEM
CTIpaBOYHO-TIPaBOBOM cHcTeMbl. CKaHMpOBaHWE, BCTaBKa W (OpMaTUpOBaHWE W300paKeHUsT B TEKCT O(OPM/ISIEMOro
TEeMaTUYeCKOro COooOIeHNs, cxeM, rpadukoB, Tabmmi. OdopmieHre HaAMUCeH K BCTAaBJIEHHBIM B TEKCT U300pakeHUsIM.
BcTaBKa 1ocTpaHUUHBIX CHOCOK B COOTBETCTBUH C TpeboBaHMsAME OMbOMOrpaduyeckoro orvcaHusl.

dopMaTHpPOBaHUe TEKCTAa TEMAaTHUECKOTO COOOIEHHs C YUeTOM TpeOOBaHUM K MeYaTHOMY COOOITIEHHIO B COOTBETCTBUU C
"TOCT P 7.0.97-2016. HauwonaneHbifi cTaHgapT Poccuiickoit ®egeparmn. CucreMa CTaHAApTOB M0 WH(OPMALWH,
OMbOIMOTEUHOMY U U3/aTeNbCcKoMy feny. OpraHu3al[MOHHO-PaCIiopsiuTe/bHass  JIOKyMeHTalus. TpeOoBaHus K
odopmsiennio 10oKymMeHTOB" (yTB. ITprka3om Poccranzgapra ot 08.12.2016 N 2004-ct) (pea. ot 14.05.2018)




Pazpgen 2.

JIoOKyMeHTalHOHHOe o0ecrieyeHre padoThI C MEPCOHATIOM.

120

OK 1-7
K 1.1.-1.7

Tema 2.1. CucremaTu3anus AOKYMEHTOB M0 Ka/[poBbIM oneparjusiM. CocTaByieHue U o¢opmjieHHe KaJpOBbIX
JOKYMEHTOB

60

BeirosiHeHre JOKYMEHTUPOBaHUs KaJpOBBIX OIlepaliii Ha OCHOBAaHWM IIPeJCTaBIeHHBIX [OKYMEHTOB: IPHKA30B 10
JTMYHOMY COCTaBYy DPas3/MYHBIX CUTyal[Mid C pe30sIroLjell pyKOBOAUTENs C WUCIO0J/Ib30BaHUEM YHHUGHULIMPOBaHHBIX (GopM U
cripaBoYHO-TIpaBoBoii cuctemsl (CIIC):

cHCTeMaTH3alysl /IOKYMEHTOB I10 KaZIpOBBIM OIepaljiisM; BBITIOJIHEHHe JOKYMEHTHPOBAHHMSI KaJPOBBIX OIeparyi;
cocTaB/ieHre U odopmJieHHe MPHKa3oB IO JIMUHOMY COCTaBy Ha OCHOBAaHMM IIpe/CTaBJIEHHBIX JOKYMEHTOB: TPYZAOBBIX
JIOTOBOPOB; COCTaB/leHHe U O(QopMJeHue TIPUKa30B M0 JMYHOMY COCTaBy Ha OCHOBAHMM 3asB/ieHUM pabOTHUKOB;
coctaBsieHre U odopmiieHWe TPHUKA30B 0 JMYHOMY COCTaBy Ha OCHOBAHWM [JOKIQJHBIX 3allMCOK U TPeJI0KeHWH;
cocraBneHve ¥ odopmsieHHe TIPUKA30B 10 JMYHOMY COCTaBy Ha OCHOBAHMM YBEJOM/IEHMH W - WHBIX JOKYMEHTOB;
KOMIUIEKCHbIe PaboThI M0 CHCTeMaTHU3alMyd M TeKylleMy XpaHeHHe KaZlpOBBIX [OKYMEeHTOB(OCYILeCTB/IeHHe KOHTPOJIS
TIPOXOKAEHUs] JAOKYMEHTOB; TPaBW/IBHOTO W CBOEBPEMEHHOTO paciipefie/ieHUss W TOJIIMBKKA JOKyMEHTOB B [iesia;
MO/ITOTOBKA Ka/IPOBBIX JOKYMEHTOB K XpaHEeHHI0; CUCTeMaTH3aLisl U COXpaHeHWe JOKYMEeHTOB B IallKe 107 CBOMM KOJOBBIM
HOMEpPOM) B COOTBETCTBUU C

-OCHOBHBIMM T0/I0’KeHUsIMU EIHOM rocyiapcTBeHHOM CHCTeMBI /1e/101TPOU3BO/ICTBa;

-BUJjaMU, QYHKLMSIMA JOKYMEHTOB,

-TIPOBEPKO MPaBWILHOCTA 0OPM/IEHHS [JOKYMEHTOB;

TIpaBU/IAMU UX COCTaBJIeHUS U 0(OPM/IEHNS;

-TIOPSIIKOM ~ IOKYMEHTHUDOBaHUsST W BeJeHWeM KapTOTeKW yueTa TIPOXOXKAEHWS [JOKYMeHTa/lbHBIX MaTepHhasioB
(perucTpalioHHbIe KAPTOUKY U a3kl IaHHBIX) C UCII0/Ib30BaHKeM (hOPMYJISIPOB JOKYMEHTOB KOHKPETHBIX BH/IOB;

-C cobmoieHreM TPaBII /1eJI0BOTO STHKETA U /IelI0BOTO OOILeHHsI.

Ocy1ecTB/ieHre KOHTPOJISi IPOXOK/IeHHs JOKYMEHTOB.

Tema 2.2. O06pa0d0oTKa U perucTpanus KaJpoBbIX JOKYMEHTOB: JTHYHBIX KapToueK (opmbl T-2 M TPy 0BBIX KHIDKEK

60

BrimonHeHre [JOKYMEHTHPOBaHUs KaJIpOBBIX Olepaldii Ha OCHOBAHWU TMPe/ICTaBeHHBIX [JOKYMEHTOB: TPUKAa30B I10
JIMUHOMY COCTaBy pa3/MUHBIX CUTYal[Ui C pe30JItoLieli PyKOBOAUTEJISI C MCIO/b30BaHHEM YHUMHUIMPOBaHHBIX GOpPM U
cripaBouHoO-TipaBoBoi cucteMbl (CIIC): 06paboTKa, perrcTpanysi, CUCTeMaTU3alisl M COXpaHeHHWe KaJPOBBbIX JOKYMEHTOB;
otdopmenue JIMYHBIX KapTouek paboTHUKA ¢opmbl T-2; 3amosHeHHe TUTYJIBHOTO JIMCTA TPY/JOBBIX KHIDKEK; 3arlo/THEHHe
TPY/IOBBIX KHIDKEK; 3allo/IHeHWe AyOjvKata TPyZoBOM KHWKKA. OdopmieHrWe KHUTH ydeTa TPYAOBBIX KHIDKEK B
COOTBETCTBUH C

-OCHOBHBIMM IT0JIOKeHUSIMU ETUHOM roCy,apCTBeHHOM CUCTeMBI [ie/I0NPOU3BO/CTBa;

-BU/IaMH, QYHKIMSMU TOKyMEHTOB,

-[IPOBEPKOii MPaBUILHOCTHA OOPM/IEHUS JOKYMEHTOB;

TpaBU/IaMH UX COCTaB/IeHUsI U 0 OpMIIeHNS;

-TIOPSIIKOM ~ [IOKYMEHTUPOBaHHSI U BeZleHWeM KapTOTeKH yueTa TMPOXOXKAEeHHS [JOKYMEHTaJIbHBIX MaTepHhasioB
(pervcTpalvoHHbIe KAPTOYKY U 0a3bl JAHHBIX) C UCTIOMb30BaHUEM (hOPMYJISIPOB /IOKYMEHTOB KOHKPETHBIX BH/IOB;




-C COGJ’II-O,Z[EHI/IGM IMpaBUJI 4€/1I0BOIr'0 3TUKETA WU Je/I0BOro O6LL[EHI/IH.

Pa3pen 3.

Oprasu3sanus JOKYMeHT0000poTa

60

OK 1-7
K 1.1.-1.7

Tewma 3.1. OT60p, perucTpanusi ¥ 00padoTKa BXOAAIINX, BHYTPeHHHUX AOKYMEHTOB OpraHH3aIui

54

Ot6op, cuctemMaTH3aLyis, perucTparnys 1 00paboTKa BXOASIINX JOKYMEHTOB OpraHU3alfii B )KypHa/laX B COOTBETCTBUH C MIX
Ha3HaueHWeM M MPOCTaB/leHHeM HeOOXOAWMBIX DEeKBHU3UTOB Ha [OKYMeHTaX C HCIOJib30BaHHeM HoMeHK/IaTypsl fern
OpraHu3aryu:

BrIBO/ Ha IeyaTh )KypHa/IOB PErMCTPALMKM U UX OpopMIeHHe B COOTBETCTBUY ¢ HOMeHK/IaTypoii fies; oTOop, perrucTpanys
U o0paboTKa BXOJAIIUX [JOKYMEHTOB OpraHW3alyi; oTOop, peructpanyss U 00paboTKa WCXOAAIMX JOKyMEHTOB
opraHu3aiui; otbop, perucrparusi ¥ 00paboTKa BHYTPEHHHX AOKYMEHTOB OpPraHHW3allvi; TMOjyueHHe JOKYMEHTOB TIO
3JIEKTPOHHOM TIouTe, MX 00pabOTKa; MOATOTOBKA M OTIpPaBKa OTBeTa Ha OYMaKHOM U 3/IEKTPOHHOM HOCHUTEJSIX; 0TOOP
JOKYMEHTOB, He TOJyIeXKallluX PeriucTpaljiy; CHCTeMaTH3alus JOKYMEHTOB IO MX Ha3HAUeHWIO, CPOUHOCTH, BaKHOCTH,
XPOHOJIOTHH.

KomriiekcHble paboThl MO OpraHM3aliiy [JOKYMeHTOoOOopoTa: pa3paboTKa HOMEHK/IATyphbl fle/l OpraHM3al{id; INpOBepKa
MPaBWJIBHOCTH OQOPMJIEHHSI /IOKYMEHTOB M OTMETKM 00 WX WCIIOJIHEeHWM Tiepe]; MX (OPMHUDOBaHWEM B [e0 s
MOC/IeYIOLIer0 XpaHeHus; ()OpPMY/MPOBAHHE 3aroJiOBKOB [le/l M ONpeZie/ieHHe CPOKOB XpaHeHUs:; ()OpMHUpOBaHHe [e;
KOHTPOJIb [TPaBU/ILHOTO ¥ CBOEBPEMEHHOT'0 PacIipeie/ieHust ¥ MIO/IIIMBKY JOKYMEHTOB B JieJia

JuddepenuupoBansbiii 3auér mo YIL01 YueOHas mnpakTmka mno mnpodeccuoHansHoMy Moaymwo IIM. 01
JlOKyMeHTaloHHOe o0ecrieuyeHne esATeTbHOCTH OpPraHu3aIuu

6

HUToro:

252

I1I1.01. ITpou3Bo/icTBeHHas: MPAKTHKa 1o nmpodeccuoHaibHOMY Moay/aio ITM. 01 /JokyMeHTaIOHHOE 00eciieueHue [eATeTLHOCTH OpraHu3aI{iu

BrinosiHeHHe padoT MO MOJrOTOBKE TEKCTOBBIX AOKYMEHTOB OPraHM3alMOHHO-PACHOPA/UTETbHON M CIIPAaBOYHO-

Pazpgen 1. - 36
HH(OPMALMOHHOM JOKYMeHTalHu
Tema 1.1.BbinosiHeHWe paboT MO peJAKTUPOBAHMIOTIEYATHBIX M PYKOMHCHBIX TeKCTOBOPTaHU3AL[IOHHO-PACIIOPSIIUTeIbHOM 1
Y CIIPaBOYHO-UH(POPMALMOHHOM JOKYMeHTalu
OK 1-7 Tema 1.2.BbimosiHeHre paboT 1Mo HabOpy TeuaTHBIX W PYKOIMCHBIX TEKCTOB OpPraHW3allMOHHO-PACTIOPSIUTENTHHON U 12
IMK 1.1.-1.7 | cripaBoyHO-UH(OPMAaI[MOHHON IOKYMeHTallu!
Tema 1.3.BbinosiHeHy0  paboT 10  (GOPMAaTHPOBAHWIO TEKCTOB TeMAaTHUeCKOro COOOIIEeHUs OpraHU3alOHHO- 12
pacIopsiiuTeIbHOM 1 CIIPaBOYHO-UH(POPMALMOHHON JOKYMeHTaLlWu
Paspen 2. | BoinosiHeHHe padoT Mo AOKYMEHTALMOHHOMY 00ecredyeHHuI0 paboThI C IePCOHAIoM 72
OK 1-7 Tema 2.1.BrirosiHeHre paboT 1Mo cCTeMaTH3alyu JOKYMEHTOB TI0 KaJJpOBBIM OTepaLifsiM 36
K 1.1.-
1.7 Tema 2.2.06paboTKa ¥ perucTpaLysi KaZpoBbIX JOKYMEHTOB: IMUHBIX KapTouek (opmbl T-2 U TPYJOBBIX KHI)KEK 36
Pazgen 3. | Opranu3sainys JOKYMeHT0000poTa 66




OK 1-7 Tema 3.1.0T160p, peructpanys ¥ 00paboTKa BXOJAIIUX, UCXOASINX, BHYTPEHHUX JOKYMEHTOB OpraHH3aLiHi. 66
K 1.1.- | 3auéT mo IIT1.01 ITpou3BocTBeHHAsi MPAaKTHKA Mo npodeccuoHabHOMY Moay/iio ITM. 01 JlokyMeHTaIl[HOHHOe 6
1.7 obecreueHue JeATE/THHOCTH OPraHU3aIUA
Nroro: 180
Bcero: 942




3.Y cnoBus peanusanuu npodeccuonanbHoro moayasa IIM 01. JlokyMeHTaLlioHHOe
obecrieueHue /[eATeTHOCTH OPraHU3aLMH

Pabouast mporpamma tnipodeccronanbHoro moayst IIM 01. [lokymeHTaljioHHOe obecrieueHre
JIesITe/TbHOCTH  OpraHuW3alliy peau3yeTcss B COOTBeTCTBUMM C TpeboBanusmMu PI'OC CIIO k
MaTepHa/IbHOMY 00eCrieueHuro.

3.1. Marepua/ibHO-TEXHHYECKOe o0ecrneyeHHe

Peanuzaius mnporpamMmMbl npodeccroHanbHoro wmogynas I[IM. 01. JloKkymeHTaLMOHHOe
obecrieueHvie JlesATe/IbHOCTU OpraHu3aLu OCYILIeCTBJISIeTCH B yueOHbIX
KabuHeTax1poheCcCOHaIbHBIX JUCLIATIIMH U 1ab0paTOpUsIX:

O6GopyoBaHue yueOHOro KabuHera «/JoKyMeHTalMOHHOe ofecreueHHe yrpaB/IeHUs»U
pabounx Mecr:

- yuebOHasl, MeTOofueCKasl, ClipaBOYHast IMTepaTypa,
- KOMIUIEKT yueOHO-Har/IsIIHbIX TTOCOOMIA;

- TMI]eH3UOHHOe TIPOrpaMMHOe obecrieueHue:

- OTIepaLjioHHasl CUCTEeMa;

- QHTUBUPYCHasl IIPOTrpaMMa;

- [Tporpamma-apxusarop;

- MSOffice.

TexHUYecKHe CpeJCTBa 00yyeHH:

- TIepCOHa/IbHbIe KOMITBIOTEPHI C IOCTYTIOM K ceTd MIHTepHeT;
- CKaHep;
- TIDUHTED.

IIporpaMmMHoe obecrieyeHue:

- MS OfficeXP;

- maket OpenOffice (LibreOffice);

- mporpamMmMa Microsoft Outlook;

- nporpamma Microsoft Fax;

- nmporpammsbl Skype, SIP, QIPInfinum;

- nporpammbl WinRAR, AdobeAcrobatReader;
- nporpamMma ABBY'Y FineReader;

- InternetExplorer.

YuebHast TpakTWKa peam3yercsi B Jlabopartopusix «/JoKymMeHTOBeZieHHe» W« YueOHast
KaHI[e/IIPUsi», OCHAIIIEHHBIE:



O0OopyaoBaHue U MHCTPYMeHTHI Ha 1 o0yuyaroimerocst

Ne HaumeHoBaHue Tex. onvcanue Mo3vLUUA Ea. Koa-
TO3UIUH H3M. BO
1 | KommstoTep C MpeAyCTaHOBIEHHOW CIIPABOYHO-NPAaBOBOW CUCTEMOM T 1
2 | IlporpammHoOe TEKCTOBBI MPOLIECCOD, TeKTPOHHAs Tabiuia, LT 1
obecrieueHwue, Kabenu 15l CoeJMHeHHsI C TIPUHTEPOM
3 | IlpunTep Ha ¢opmat A-4 LT 1
1 mpuHTEp MOXKeT OBITh YCTaHOBJIEH Ha 2 paboumx MecTa
4 | CkaHep TJTaHIIeTHLIN, popmat A-4 LT 1
1 ckanep MoxkeT OBbITh yCTaHOBJIEH Ha 2 pabounx mecTa,
BO3MO>KHO HCITI0/Ib30BaHKe 0011iero MOy
5 | [pIpokosn Ha 2 OTBEPCTHsl, C OTpaHUUUTe/IeM, DYYHOU T 1
6 | JIoToK it Oymaru Ha dopmart A-4, Ha yCMOTpeHHe OpraHvM3aropa LT 1
7 | Kop3uHa a1 Mmycoa | Ha yCMOTPeHHMe OpraHu3aTopa LT 1
8 [ Jlamna HacTonbHas Ha YCMOTPEHME OpraHu3aTopa LT 1
9 | ®new-HoCUTENb 8Gb USB 2.0 LIT 1
1 | Crotika/60Kc 7SI TIaTIKK-perucTparopa, Ha gopmr A-4 T 1
0 | HaCTO/bHBIN
PacxopHble MaTepuansl Ha 1 o0yyaromerocs
1 | wapukoBasi pyuka CHHsIsI/4epHas TacTa LLT 2
2 | mpocToi KapaHalil LT 1
3 | Nanka -peructpatop | Ha dopmar A-4 LT 1
4 | Ilamnka- IJIaCTUK LT 4
CKOpOCILIMBaTe/b
5 | Ilanka- KapTOH LT 2
CKOpOCILIMBaTe/b
6 | ket [IBA BO3MOYKHO KJieli-KapaHJalll WU >KUJKUUA C KUCTOUKOU LT 1
7 | Tounnka LT 1
8 | Bymara dbopmat A-4 JIUCT 100
9 | Crenniep c jom. LIT 1
ckobamu
1 | HoxxHuLbl LT 1
0
1 | daiinoBbIe Marku Ha ¢opmat A-4 T 20
1
1 | AHTUCTenep LT 1
2
Mebens Ha 1 obyuaroierocs
1 | Cron pabounii Pa3mepsbl J0CTaTOUHBIE /J1s1 pa3MelleHrs1 000pYA0BaHUS, /T T 1
WCII0/Ib30BaTh TYMOY-TIPUCTAaBKY A/isi OQHUCHON TeXHUKH
2 | Cryn LT 1
1 | candeTku Ba)KHbIe | TUTHEHUYECKHe yTakK. 1
O0opyoBaHue NpenogaBaTesisi
1 | KoMObrOTED
2 | OKpaH
3 | IlpoekTop
2 | M®Y ¢dopmara A4 | mpuHTep/CKaHeP/KOHP
4 | Jlotok asist Oymar Ha ¢opmar A-4 LIT 2
5 | Crotika/60KC Ha dopmar A-4 IIT 2
HaCTOoJIbHag
6 | ®neli-HOCUTE/Tb 8Gb USB 2.0 LIT 1




1 | Pabouwii cTon
2 | Cryn
3 | Cremnax as mKad /7151 TOKyMeTOB
JIOKyMEHTOB
Jlono/IHUTe/IbHbIe TPe0OBaHHUs K 00ecreueHnIo
1 | Touka noak/IOYeHUs1 | GecrIpoBOHOTO internet
2 | Jocryn K
CIpaBOYHO-

TIPaBOBOM CHCTEMe

w

Touku MO AK/THOYEHHsA

220B

Toukn nogKII0YeHus
220B

JIabopaTtopus «/J0KyMeHTOBe/JeHHS»:
KOMITIEKT YueOHO-MeTOANYEeCKHUX MaTepHaioB, METOJUUECKHe PEKOMEH/IallU U Pa3paboTKy;
WHCTPYKTHBHBIA MaTepHar,

0/1aHKO@bILl Mamepuan:

O6pa3er| MHCTPYKLIMH TI0 Je/I0NPOU3BO/ICTBY
O6pas3e1; odopmenus rprkasa O61ecTBa (C KOHCTaTUPYIOIEH UacThiO)
Oo6pa3ert opopmienus riprkasza O6miecTBa (6e3 KOHCTaTUPYFOIIIEH YaCTH)
O6pa3er] 61aHKa COTIacOBaHUsI MPOEKTa MPHUKa3
Oo6pa3erj 61anka nmicbma OOIIIeCTBa C YTIOBBIM PACIIONIOKEeHHEeM PeKBU3HUTOB
O6pas3ers 6s1anka I[Tporokosa Ob1ecTBa
Oo6pa3er] oopmieHUs] HOMEHK/IATYPhI ZieJT
dopmMa peecTpa PacChIIKU

JIabopaTopus «Yue0HasA KaHI|e/IAPHUSI»:

pabourie MecTa 1o KOJTMYeCTBY 00yYaroIUXCs;
pabouee MeCTO TIpeTO/IABATeS;

KOMITIEKT YueOHO-MeTOANYEeCKHUX MaTepHaioB, METOJUUECKHe PEKOMEH/IalIMU U Pa3paboTKy;
WHCTPYKTHUBHbBIN MaTepHar;

0/1aHKO@bILl Mamepuan:

dopma akTa IMPOBEPKU HA/TMUMS U COCTOSTHUS JIeT
O6pas3er] odopmsieHHUsT KapThI-3aMeCTUTEIS [1eJT

dopma akTa 0 Bbljjaue fieJl BO BpeMeHHOe TI0/Ib30BaHue
O6pa3er| oopM/IeHUs JTUCTa — 3aMECTUTENIS JOKYMeHTa
dopma nHcTa — 3aBepuTes fenia

dopMa 00/I0>KKH JIe/1a TIOCTOSTHHOTO ¥ BpeMeHHOTO (cBbiie 10 j1eT) XpaHeHust
dopma BHYTPEHHEH OMHMCH JJOKYMEHTOB [1eJT
dopMa OMUCH JieJ1 CTPYKTYPHOTO TIOZIpa3/ie/IeHUsI
dopma akTa 0 BbIZIeJIeHUH K YHUUTOXKEHUIO IOKYMEHTOB, He TIO/[/TeXKall[UX XpaHeHUIO

3.2. O0mue TpeGoBaHUS K OPraHU3AIUH y4e0HOH MPAaKTUKH

YT1.01 YuebHasi TIpakTHKA SIBJISIETCS COCTABJISIIOIIEH UYacTbI0 MPO(eCcCHOHaTbHOTO MOYJIS

[MIM.01. JokymeHTal[MOHHOe obecrieueHue AesTebHOCTHA OpPraHu3allii U peann3yeTcs B Tporiecce
M3yueHus MpoheCCHOHATLHOTO MO/Y IS,

YuebHasi TIpaKTHKa

TIPOBOJIUTHCsE  0Opa3oBaTe/ibHOM

opraHusanvedi Tmpu

OCBOE€HHH

oOyuaroImuMucs mpodeCcCHOHaNTbHBIX KOMIIETEHIIM B paMKax Mpo(deCcCHOHATbHBIX MOJYJIer |




MOTYT peasii30BbIBaThCsl KAaK KOHLIEHTPHPOBAHHO B HECKOJILKO MEepPUO/IOB, TaK, U pacCpefoTOYeHo,
yepeZysiChb C TEOPETUUECKMMH 3aHATHSIMU B PaMKax MpodecCroHaNbHBIX MOy /IeH.

3.3. HudopmainuoHHoe obOecrieueHne o0yuyeHusi TPOPECCHOHATIBHOTO  MOAYJIS
I[IM.01./loKyMeHTaLHOHHOE 00ecneuyeHUe AeATe/ILHOCTH OpPraHU3aliuu
3.3.1.ITepeueHs yueOHbIX U3AaHui, IHTepHeT-pecypcoB, OO/ THUTE/IbHOH JINTEPaTyPhl.

OcHOBHBIE HCTOYHHUKU:

1. JlenkeBmu JILA., [lenompou3BoACTBO: YyuyeOHOe T10cobue  [yif  Haua/JbHOTO
nipodeccroHabHOrO 00pa3oBanus. — M.: M3aaTenbCkuid 1jeHTp «AKaziemusi», 2018 roz.

2. PymbiauHa JI.A. JIOKyMeHTAllMOHHOe O0OecrieueHue YIpaBeHus: YUeOHUK i CTYZ.
yupexxaeHuii cpesi. mpod. obpa3oBanusi. — M. : M3garenbckuii 1ieHTp «AKaziemusi», 2018 rog,.

Jlono/IHUTe/IbHbIE HCTOUHUKU:

1. Jlenkeuu JI.A. KoHTposibHble MaTepuanbl 1o rpodeccun «Cekperapb», M3maTenbCKuii
LeHTp «Akazemusi», M.: 2018 rog,.

2. [IloxnukoBa H.M., IIpakTvkym 10 mnpeametry «/JOKyMeHTbI, KOpPpPeCIOHJAeHLUs U
JIeJIONIPOU3BOAICTBO»: yueb. [Tocobue st CTyA. yupexkaeHuid cpef. pod. obpa3oBaHust. — 4-e U3,
crep. — M.: I3gaTenbCKuii LieHT «AKagemusi»,2018 rog,.

3. AnppornioBa E.A. «KanpoBoe fenonpousBocTBO. [JoKyMeHTalus», U3aTe/IbCKUi LIEHTP
«Axkagemusi», 2017 rog,.

4. CankoBB.B. MHpopMaloHHbBIE TEXHOJOTUH YW KOMITbIOTepU3alius e/I0NpPOU3BOICTBA»,

N3parensckuii eHTp «Akagemus, M.: 2017 rog,.

5. IlaBmok JI.B., Kucenea T./. CripaBOUHUMK I10 [e/I0TIPOU3BOJCTBY, apXUBHOMY Jejly U
ocHOBaM paboTkl Ha KomribtoTepe. CI16.6 "M3a. Jom I'epzaa”. 2017 roa.

6. beikoBa T.A. [enorpousBoactBo. Yueb6H. mocob. / T.A. beikoBa, JI.M. BsnoB. —
M.:MTH®PA, 2018. — 364 c.

7.JlonatHukoBa E.A. [lenonpou3BOJCTBO: 00pa3ibl JOKYMEHTOB C KOMMEHTApHSIMH
/E.A.JlonatHukoBa. — M.:Omera-JI, 2018. — 318 c.

8.Poroxxun M.IO. [lenmonpousBozactBo. Yue6H. moco6. / M.FO. Poroxun. — M.:MHgekc-
Mepaua, 2014. — 260 c.

9.PynakoBa M.H. [lokymeHTal[MoHHOe obecrieueHHe yTpaBjeHHs] B OpraHU3alusx: yueOH.
noco6./ M.H. PynakoBa. — Boponex: WIIL] Hayunas kaura, 2011. — 192 c.

10. Comory6 O.I1. [enompousBozactBo. CocTaBjieHre, peJakTUpoBaHue U o00OpaboTka
JOKyMeHTOB. Yue6H. 11oco0. / O.I1. Conory6. — M.: Omera-JI, 2015. — 342 c.

11. CnuBak B.A. JlokymMeHTHpOBaHUe YIIpaBlIeHUECKOU JedaTelbHOCTH. [lelonpou3BOACTBO.
YuebH. mocob. / B.A. CriuBak. — CII6: ITutep, 2013. — 256 c.

12. bacakoB M.U. [enoripousBogactBo: yuebHuk / M.U. BacakoB. — PoctoB H/[l:PeHuKc,
2015. — 376¢. 2. Ky3nerioB 1.H. [lenorpou3BoicTBO [D/1€KTPOHHBIN pecypc]: yuebHO-CIIpaBouHOe
nocooune/ Ky3snerjoB M.H.— OnekTpoH. TekcToBbie AaHHble.— M.: [lamkoe u K, 2014.— 460c. —
Pexxum poctyna: http://www.iprbookshop.ru/24781.— 35C «IPRbooks».

HNHuTepHeT-pecypcol:

1. www.delpro.narod.ruhttp://www.delpro.narod.ru/- /1efonpor3BoACTBO.

2. www.termika.ruhttp://www.termika.ru/— SHI[UK/IOTIeUS 1€/IOTIPOU3BO/ICTBA.

3. www.directum.ruhttp:/www.directum.ru/- O/eKTpoHHOe J1eJI0TIPOM3BO/ICTBO u
KaHLeJIsIpust

4.www.consultant.ru — Koncynsrant [1toc;

5.www.garant.ru — ['apaHT u fp.


http://www.directum.ru/
http://www.termika.ru/
http://www.delpro.narod.ru/

6. www.nalog.ru
7.Mudopmarmonssie caiitel ®HC Poccuun
8.IRPBox 3/ieKkTpoHHast 6uboTeyHast cucTeMa

4. KoHTPOJIb U OIleHKa pe3y/IbTaTOB 0CBOeHUs npodeccuoHanbHoro moayJisi ITM.01
JloKyMeHTaLloHHOe 00ecrieyeHHe AesiTe/TbHOCTH OpraHu3aLiu.

OrueHKa pe3y/nbTaTOB OCBOEHUsI TIporpaMMmbl TipodeccroHasbHoro Moayas [1IM.O1.
IlokymeHTal[MOHHOe obecrieueHue [esTe/TbHOCTH OpPraHW3alliK OCYIIECTBIISeTCS T0 3aBepILeHHI0
MIPOXOXKJeHUsT YueOHOW W TIPOW3BO/ICTBEHHOW TPAKTHKW Ha KBATU(HUKAIIMOHHOM 3K3aMeHe B XO[e
KOTOPOTO, B paMKaxX KOMIUIEKCHOTO TIPAaKTUYeCKOTO 3aflaHusi, OOYYarOIUKCS [[eMOHCTPUPYET
ocBoenHble [TK 1 OK B yc/10BUSIX, TPUOIMIKEHHBIX K TPY/IOBOM /I€ATEIbHOCTH.



KO/BbI u coaep)xaHue NpUOOPeTEeHHOr0 NPAKTHYECKOT0 ONbITA U
0CBaNBaeMbIX MPO(decCHOHATBHBIX H 001X KOMIIeTeHIHH

KoppI u copepxaHue yMeHUH ¥ 3HAaHUH

®opMBI M METO/bI KOHTPOJISI
OLIeHKH

IIM.01 lokyMeHTaLlHOHHOe o0ecrieueHHe JeATeIbHOCTH OpraHUu3aluu

IIpaKTHYeCKHH OIBIT
JokymeHTallOHHOe obecrieueHye flesiTe/IbHOCTU OpraHu3aliu

OK 1-7
MK 1.1-1.7
JIP 1-30

- YM€Th:

- TPUHUMATB,
JIOKyMeHTBI;

- TIPOBEPSITh MIPAaBUILHOCTh 0(hOPMIIEHHUST IOKYMEHTOB;

- 3aMojHATE U O(OPMJISITH pPAa3IMuHble BU/BI PACUETHO-JeHE>KHOMN
IIOKyMEeHTal1H;

- 3aMOJ/HATH U 0OPMJIATE Pa3/IUuHbIe BUbI KaZIDOBOM JI0KYMEHTALIUY;
- BeCTM KapTOTeKy ydYeTa [MIPOXOX/JEeHHS JOKYMEHTa/IbHbIX
MaTepUasos;

- BBINOJHATE PabOThl MO [JOKYMEHTHDOBAHUIO C MPUMEHEHHEM
Pa3/IMUHBIX BUJOB O(MCHON TeXHUKH;

- BBIMOJIHATE OpraHU3aLyio pabouero MecTa ZeONPOWU3BOJUTENS B
COOTBETCTBMU C TpeOOBaHUAMH OXpaHbl TpPyJa W  TEeXHUKHU
6e30MacHOCTH /1e/I0NPOU3BOUTEIIS;

- CO03/aBaThb /IOKYMEHTbl C TPHUMEHEHUSMH OCHOBHBIX TPHUEMOB
TeXHWKHA MalIUHOITHCH.

PeruCTpyupoBaTh, YUMTBIBATH nocryIiaromue

3HaTh:

- OCHOBHBIe T0/IOKeHUs] EJWHOM rocysapCTBeHHOW —CHUCTeMBI
JleJI0TIPOM3BO/ICTBA;

- BUZBL, (YHKIMM [IOKYMEHTOB, IIpaBWia HX COCTaBIeHUS W
ogopmieHus;

- 8uobl, (yHKyuu pacuemHo-OeHeN’CHOU, Kaopogoll u Kommepueckol
O0OKyMeHmayuu, npasuad ux cocmaeneHusi u opopmieHusi;

- TIOpSIOK  JIOKYMEHTHPOBAaHUS  MHGOPMALIOHHO-CIIPABOYHBIX
MaTepuasos;

- TIpaBMJIa [IeJI0OBOTO THUKETA U JIe/IOBOTO OOIIIeH!s;

- npasuna opzavuzayuu pabombl ¢ OGUCHOU MeXHUKOU, OCHOBHble
NOHAIMUs1 agmomamu3suposaHHoll obpabomku uHgopmayuu;

- mpebosaHus OxpaHbl mpyoa U mexXHUKu 6e3onacHocmu
Oesonpouseodumess. OpeaHU3AYUOHHble OCHO8bI Oe30ndacHozo mpyoa
desonpou3eodumensi;

- 3HaMb OCHOBHble NpueMbl MeXHUKU MAWUHONUCU.

TeKymmii KOHTPOJIb 3HAHUH U
YMeHUH: YCTHBIN ((PpOHTAIbHBIN)
Orpoc, MpoBepoyHast paboTta
(TecTrpOBaHuE)

npakTuyeckasi paboTa, yCTHBIH OIpoc,
VH/MBUya/IbHble 3a/laHus], KApTOUKU-
3a/laHusl.

Py0e)XHbIii KOHTPOJIb 3HAHMIA:
KOHTPOJIbHBIE pabOThI, TECTUPOBAHHUE,
JKCIepPTHast OIleHKa I0 pe3y/bTaTaM
MIPOXOXKAEHUSI TIPOU3BOACTBEHHON
TIPAKTHKH, 3all{UTa OTYeTa 1o
pesysibTaTtaM MpOX0XKJEHHUs
MIPOKM3BO/ICTBEHHOM MPaKTHKE,
npoBepoyHast paboTa

ITpomMeXXyTOUHBIA KOHTPOJIb 3HAHUI
U YMeHHH:

OK3aMeH;

HuddepenipoBaHHbIi 3aueT;

3auer

KBamidukaloHHbIN 3K3aMeH
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