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1. ITacnopt paboyeit mporpamMmbl TpodheCcCUOHATEHOTO0 MOTYJIS
«Opranuzanusa [JOY u GyHKIMOHUPOBAHUS OpraHU3aIlUN»)

1.1. OGnacTh NPUMEHEHUS TPOTPAMMBbI

PaGouas mnporpamma mnpodeccuoHampHOrO  MOAYJIsA  (manmee  pabouas
nporpamMma) — SIBISIETCS 4YacThlo pabouei OCHOBHOW TPOQeCCHOHATBHON
oOpa3oBarenpHOM TporpaMmbl B cooTBeTcTBUU ¢ DPI'OC mo crnermumanbHOCTH
(ceunansHOCTsIM) CIIO 46.02.01 «/lokymeHTannoHHOE OOecrieueHne yIpaBieHUs
U apXWUBOBEJECHHE» B YAaCTH OCBOEHHUS OCHOBHOTO BHAAa NpodecCHOHATHHOU
nesarenbHoctu (BIT):

NEATCIIBHOCTh B CEKpeTapuaTax, CIy)K0aX JOKYMEHTAI[HOHHOTO OOeCIeUCHHS,
KaJIPOBBIX CIY»0axX W apXHUBOB IOCYJapCTBEHHBIX OpraHax U YUPEKIACHHIA, B OpraHax
MECTHOTO CaMOYIPABJICHHS, HErOCYAapCTBCHHBIX OpraHuM3alusax BcexX (GopM
COOCTBEHHOCTH.

U COOTBETCTBYIOMUX Mpodeccronanbubix komnerenmuii (I1K):
1. xoopauHUpoOBaTh pabOTy oduca, BECTU MIPUEM TTOCETUTEIICH;
2. OCYHIECTBIISATh PabOTy MO MOATOTOBKE M MPOBEACHUIO COBEUIAHWM, JETOBBIX
BCTpEY, IPUEMOB U MPE3EHTALIUH;
3. OCYHIECTBIISAITh TMOJATOTOBKY JENOBBIX TIO€30K PYKOBOAWTENS M JAPYTUX
COTPYIHHUKOB OpraHU3alnu;
OpraHu30BaTh paboyee MECTO CEKPETapsi U PYKOBOIUTENS;
oQopMIISITh M PErHCTPUPOBATh  OPraHU3AlMOHHO-PACHOPSIUTEIbHbIC
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX UCIIOJTHCHUS;
6. oOpabaThIBaTh BXOISIINE M MCXOMAAIINE JOKYMEHTHI, CHCTEMaTH3UPOBATh UX,
COCTaBJISITh HOMEHKJIATYPY Je U (POpMUPOBATh TOKYMEHTHI B JI€TIa;

o b

7. caMOCTOSITEILHO paboratb c JOKYMEHTaMH, COJIEpKAILUMHU
KOH(DUICHIINATbHYIO0 UHPOPMAIIUIO, B TOM YHUCJIE C JOKYMEHTAMH TI0 JINYHOMY
COCTaBYy;

8. ocymiecTBiIATh TenehOHHOE OOCTYKUBaHNUE, TPUHUMATh U TIepeiaBaTh (GaKCh;

9. ocymiecTBIATH MOATOTOBKY JEJ K IMepeaye Ha apXuBHOE XpaHEHUE;

10. cocTaBIATh OMKCH JAEJ, OCYIIECTBIATH MOJATOTOBKY JIEN K Iepeaade B apXuB
OpraHU3alliH, TOCYAAPCTBCHHBIA 1 MYHHUITUTIATbHBIA apXHUBBI.

[IporpamMma mpodeccnoHATbHOTO MOIYJS MOKET OBITh HCIOJb30BaHA B
JTOTIOJIHUTEILHOM ~ Mpo(eccCHoHaIbHOM  00pa3oBaHMM U MNpodeccuoHaIbHOM
MOJITOTOBKE paOOTHUKOB B 0OJACTH JIEJIONPOU3BOJACTBA U apXHWBHOTO Jena
rOCy/IapCTBEHHBIX U HETOCYapCTBEHHBIX OpPTraHU3alUsAX BceX (hOpM COOCTBEHHOCTH,
IIPU HAJMYUU CPETHETO (TIOHOT0) 00111ero 00pa3oBaHusl.

Taxxe MOXeT ObITh MCTONB30BaHA B JIOMOJHUTEIBHOM MPO(ECCHOHATBHOM
00pa30BaHMH IO TOJDKHOCTU CEKPETaph PYKOBOAUTENS, apXUBApHUYC.

OmnsIT paboTHI HE TpEOyeTCH.
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1.2. lenu u 3aauu MOJTyJIsl — TPEOOBAHUS K pe3yJibTaTaM OCBOCHUS
MOJTYJISI

C 1menpro OBJIAJICHUS YKa3aHHBIM BUIOM TPO(ECCHOHATBLHON ACITEIBHOCTH U
COOTBETCTBYIOIUMH MPO(HECCHOHATHHBIMA KOMIIETCHITUSAMU OOYJarOIIUICS B XOJIe
OCBOEHUS MPOHECCHOHATBFHOTO MOYJIS TOJIKEH:

UMETh MPAKTUICCKUH OIIBIT:
—JIOKYMEHTAIIMOHHOTO ~ OOCCIICUeHus  yNpaBiCHWssT W OpraHU3alluu
byHKIIMOHUpOBaHUS ouca;
YMETh:
—TIPUMEHSTH HOPMATHUBHBIC TPABOBBIE AKTHI B YIIPABICHUYECKOU IEATEILHOCTH;
—TIO/ITOTABJIMBATH TPOEKTHI YIIPABICHYECKUX PEIICHHM;
—00pabaTbIBaTh BXOSIINE U UCXOISIINUE JOKYMEHTHI,
—CHUCTEMATU3UPOBATh HX, COCTABJISTH HOMEHKJIATYpy Jel U (popMuUpoBaTh
JTOKYMEHTHI B JIea;
—TOTOBUTh W TIPOBOJUTH COBCIIAHMS, JEJIOBBIC BCTPEYHM, TMPUEMBI W
MIPE3CHTAIINN;
3HATB!
—HOpMATHUBHBIC TPABOBBIE AKThl B OO0JACTH OpraHU3allMy YINPaBIECHYECKON
NeSTeTbHOCTH;
—OCHOBHBIC TTPaBUJIa XPaHEHUS U 3alIUTHI CIY>Ke0HOM HHpOpMaInH;

1.3. PexomeHnyemoe KOJMYECTBO 4YAaCOB HAa OCBOECHHUE MPOTPAMMBI
podecCuOHaTBLHOTO MOAYJIS:

MaxkcumanbHOU yaeOHOM Harpy3ku oOyuatomierocs — 1092 gaca, Bxirovast:

— 00s13aTenBHON ayJUTOPHOM yueOHOM Harpy3ku obydaromierocs — 234 Jaca;
CaMOCTOSTENIbHOM padoThl 0Oydatomerocs — 814 4acos;

— yudeOHoM npakTuku — 10 yacos

— MPOU3BOACTBEHHOU MPAaKTUKU — /2 Yaca



6

2. Pe3ynbpTaThl 0CBOCHUS MPO(HECCHOHATBLHOIO MO IS

Pesynpratrom ocBoeHmsi pabodeld mporpamMmbl TpOoGECCHOHATBLHOTO MOJYJIS
SIBIISIETCSL OBJIQJICHUE OOYYArOIIMMHCS BUAOM MPOQPECCHOHATHHON NEATEIBHOCTH 10
OpraHU3aIHH JOKYMEHTAIIMOHHOTO 00eCIIeueHus yIpaBieHUs U (QyHKIMOHUPOBAHUS
opranuzanud, B ToM uyucie mnpodeccuoHanbubiMu (I[IK) u  obmmmu (OK)
KOMTICTCHIIUSIMH

Kon HaumeHnoBanue pe3ynpraTa 00yueHus

I[IK 1.1 KOOPAMHHUPOBATH paboTy oduca, BECTHU IIPUEM ITOCETUTETICH;

[IK 1.2 OCYILECTBIATh PabOTy MO MOArOTOBKE U IPOBEACHHUIO COBEILAHUH,
JIEJIOBBIX BCTPEY, IPHUEMOB M NIPE3CHTALIN;

[IK 1.3 OCYILECTBIISITh TOATOTOBKY JIEJIOBBIX NMOE3I0K PYKOBOJIUTEIS U IPYTUX
COTPYJIHHKOB OpraHU3alluu;

I[IK 1.4 OpraHU30BaTh pabovee MECTO CEKpEeTapsi U PyKOBOJIUTEIS;

[IK 1.5 opOopMIIATE U PETUCTPUPOBATH OPTraHU3ALUOHHO-PACHOPSIAUTEIbHBIC
JIOKYMEHTBI, KOHTPOJUPOBATh CPOKH UX UCHOJHEHUS;

IIK 1.6 o0OpabaThIBaTh BXOJISIIINE u UCXOJIAIINE JTOKYMEHTBI,

CUCTEMATU3UPOBATh MX, COCTABIATH HOMEHKIATYpy [J€lI W
(dbopMHpOBaTh JOKYMEHTHI B JI€Na;

IIK 1.7 CaMOCTOSITeILHO ~ paboTaTh C  JOKYMEHTaMH,  COJEpKaIluMu
KOH(HUISHIINAIBHYIO WH(POPMAITUIO, B TOM YHCIIE C JJOKYMEHTaMHU TIO
JIMYHOMY COCTaBY;

K 1.8 OCYHIECTBIIATH TeneOHHOE 00CITy)KHBaHUE, IPUHUMATD U TepeaBaTh
dakcol;
OK 1 MOHUMATh CYIIHOCTh U COIMAJIbHYIO 3HAUYUMOCTh CBOEU Oyaylieu

npodeccuu, NposIBIATh K HEW YCTOMUMBBIA UHTEPEC;

OK 2 OpraHU30BbIBaTh COOCTBEHHYIO JAESTENbHOCTb, BBHIOMPATH TUIIOBHIE
METOIbl W CHOCOObl  BBIMOJHEHUS MPOo(EeCcCCHOHATBHBIX 3ajady,
OIICHUBATH UX d(PPEKTUBHOCTH U KAYECTBO;

OK 3 IMPUHUMATh PCHICHUA B CTAHIAPTHBIX W HCCTAHIAPTHBLIX CUTyaAlUAX U
HECTH 3a HUX OTBCTCTBCHHOCTD,

OK 4 OCYILIECTBIIATh TTOMCK M HCMOJIb30BaHUE UH(POpMAIUU, HEOOXO0IUMOMN
st 3(pPEeKTUBHOrO  BBIMONHEHHUS  MpodecCHOHANBHBIX  3ajiad,
npo(ecCHOHATBFHOTO U JINYHOCTHOTO Pa3BUTHS;

OK5 UCIO0JIb30BaTh MH(GOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHUU B
npo¢eCCUOHATILHON JIeATEIbHOCTH;

OK 6 paboTaTh B KOJUIEKTHMBE W B KoMmaHze, 3(h(EeKTHMBHO o0OImaThCs ¢
KOJUIETaMH, PYKOBOACTBOM, IOTPEOUTEISIMH;

OK 7 Opath Ha ce0s OTBETCTBEHHOCTh 3a pPa0OTy UJIEHOB KOMAaHJbI
(TOAYMHEHHBIX ), 32 PE3YJIbTAT BHIOJIHEHUS 3a/1aHUM;

OK 8 CaMOCTOSITEJIBHO ~ ONpPENEATh  3aJayd  MNPOPECCHOHAIBHOIO U

JIMYHOCTHOTO PA3BUTHA, 3aHHUMATHCA CaMOO6p330BaHI/ICM, OCO3HAaHHO
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IIAaHUPOBATH IMOBBIICHHUC KBaJ'II/ICbI/IKaHI/II/I;

OK 9

OPUEHTHPOBATHCS B YCIOBHSIX YaCTOM CMEHBI TEXHOJIOTHH B
po(eCCHOHATTEHOM ESITCIIbHOCTH;
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3. CtpyKTypa u cojiepkanre npoheCCUuOHaIbHOTO0 MOYJIS

3.1 Tematuyeckuii miaH npodecCUuOHATLHOTO MOIY IS

O0Bem BpPCMCHHU, OTBG,I[CHHBII\/'I Ha OCBOCHHEC

[IpakTuka
Bcero MEXIUCHUIIIMHAPHOTO Kypca (KypCcoB)
4acoB OO6s3aTenbHas ayIuTopHas yuyeOHast CamocTosTenbHas VYuebHas, [TpousBocTBEHH
HaumenoBanus (maxkc. Harpyska o0ydJaromerocs pabota o0ygaronierocs 4acoB ast (mo mpoduiro
Konsl
MJIK yuebHas B T.4. CHEIUATBLHOCTH),
poQeCCHOHAIIbH B T.Y. B T.4.
BIX KOMIICTeHIIH poeCCUOHANIBHOTO | Haepyska nabopaTopHbIe < COB’aﬂ . COB’aSI CaMocT 4aCcoOB
MOZIYJIA u Bcero, paboThI U y§60Ta Bcero, YE 6ora Bcero, | ostens (eciu
NPAKmMuKu | 4acoB | IPAKTUYECKHE P ) 4acoB (p 4acoB Hasl npeoycmompena
) 3aHATUS, (npoex), MpOCKT), pabora | paccpedomouenn
4acoB 4acoB
JacoB as npaKkmuka)
1 2 3 4 ) 6 7 8 9 10 11
K 1.5-1.7 MK 01.01 1OY 632 138 62 24 494 12 10 26 72
MJIK 01.02
IIpaBoBoe
K 1.1, IIK 1.5 peryaupoBaHHe 76 18 24 - 58 - - - -
YIPABJICHYECKOU
JeSITEIbHOCTH
MJIK 01.03
[IK 1.2- 1.4 ,IIK | Opranusanus 384 78 50 ) 262 ) ) ) )
1.8 CEKPETApCKOTo
00CITyKHBaHU
Bcero: 1092 234 136 24 814 12 10 26 72




3.2. Coneprxanue o0ydeHus 1o npodeccruonaibHomMy moaynto «Opranuszanus JJOY u pyHKIIMOHMpOBaHUS

Opra”Hu3arumn»
HaumenoBanue
po(hecCHOHaTBFHOTO
Coneprxkanue yaeOHOTO MaTepuaa, 1abopaTopHbie pabOTHl U
moayis (IIM), YpoBeHb
MPAKTUYECKHUE 3aHATHUS, CAMOCTOATENbHAS paboTa 00yJaronuxcs, O06beM JacoB
MEXTUCITUTUTHHAPHBIX OCBOCHHUS
KypcoBasi paboT (IIPOEKT) (eciiu npedycmompernt)
kypcoB (MJIK), pa3nenos
U TEM
1 2 3 4
MK 01.01 JOY 634
Paznen 01.01.01 «/lokymeHTHpOBaHKHE HH(POPMALTUN 186
Tema 1.1 Conepxxanue 2
[lonsiTHE NOKYMEHTa U 1. | Onpenenenne fgOKyMeHTa W MH(MOpMAIUH. OyHKIMN
UH(POPMALIUH. JOKYMEHTOB, X Ha3HaueHue. I[lpusHaku nokymeHToB. [loHsTHs
Knaccudukanus. BHEIIIHUE U BHYTpEeHHHUE pu3Haku. CocoObl TOKyMEHTUPOBAHUS 5 5
Crioco6b1 unpopmarmu. Tex.cpeacTtBa noKkymeHTHpoBaHus. Hocutenb
JOKYMEHTUPOBAHUS uHboOpMaIKi, MaTepHANbHBIN HOcuTeNnb uH(popMmaruu. Buabl
MaTepUaIbHbIX HOCUTEIIECH.
Tema 1.2 Coneprxanue 8
dopmyIsip, peKBU3HUTHI U 2 | @opMynsip W PEKBU3UTH JOKYMEHTOB, HUX COJAEpKaHUE.
OJIaHKK JTOKYMEHTOB [Topsimok cocTaBiaeHUs PEKBU3UTOB. braHku JOKyMeHTOB. Mx 2 2
BUJIbl: HA3HAUEHUE U MOPSIOK COCTABIICHHUS.
[IpakTuueckue 3aHATUSA 3)
3 | Ilpaktuueckas pabora Ne 1. «CocrtaBneHue u odopmieHue 2 3




10

PCKBHU3UTOB JOKYMCHTOB»

4 | Ipaktuueckass pabora Ne 2. «CocraBneHue u 0QOpMIICHHE 5
PEKBU3UTOB JJOKYMEHTOBY
S5 | Ilpaktuueckas pabora Ne 3. «CocraBienne u odopmiieHHE 5
0JIaHKOB JIOKYMEHTOB
Tema 1.3 Conepxxanue 4
YHudukaims TeKCToB 6 | YHudukamus TEKCTOB YNPaBICHUECKUX JOKYMEHTOB U UX
YIPABIEHYECKHUX HazHaueHue. Metoael U (opmbl yHUGUKanuu. OduuuaibHO- 5
JIOKYMEHTOB. fI3bIK U nenoBoil cTuiib. OCHOBHBIE TpaBWia COCTABICHUS TEKCTOB
CTWJIb JOKYMEHTA. CIIy>K€OHBIX IOKyMEHTOB U UX IPUMEHEHUE.
[IpakTryeckue 3aHATHSA 2
7 | Ilpaktnueckas padora Ne 4. «CocTaBlieHUE TEKCTOB CITy>KEOHBIX 5
JOKYMEHTOBY
Tema 1.4 Conepxxanue 12
YuauduppoBanHas 8 | OcHOBHBIE BHUJbBl OPraHU3ALMOHHBIX U PACTIOPSIUTEIbHBIX
cucrema OP/I, nokyMeHToB. OCHOBHBIE BUABI HH(DOPMAIMOHHO-CIIPABOYHBIX 2
JOKYMEHTOB.
[IpakTrueckue 3aHATUS 10
9 | Ilpaktuueckas pabora Ne 5 «CocraBieHue u ohopmieHue 5
OpraHMU3aIMOHHBIX JOKYMEHTOB)
10 | [Ipaktuueckas padota Ne 6 «CocraBienue u ohopmiIeHHE 5
pacnopsANTEIbHBIX TOKYMEHTOBY
11 | Ilpaktuueckas padota Ne 7 «CocrapieHue u opopMICHUE 5
MHGOPMAITMOHHO - CIIPABOYHBIX JTOKYMEHTOB)
12 | Ilpaktuueckas padota Ne8 «Cocrtapnenue u ohopmieHue 5

UH(OPMAITMOHHO - CIIPABOYHBIX JJOKYMEHTOBY
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13 | [Ipaktrueckas padota Ne 9 «CocraBienne u ohopMIICHHE 5
MH(OPMALIMOHHO - CTIPABOYHBIX JOKYMEHTOBY
Tema 1.5 Coneprxanue 6
Cucrema 14 | IokyMEeHTHI 110 JIMYHOMY COCTaBy, X Ha3HaueHue. X BUIbI U 5
JIOKYMEHTaIMHU IO Pa3HOBUIHOCTH
JMYHOMY COCTaBY [IpakTrdeckue 3aHATHS 4
15 | Ilpaktuueckas padota Ne 10 «CocraBienue u opopmiieHHE 5
pe3tome, aBToOnorpadum»
16 | [Ipaktuueckas padota Ne 11 «CocraBnenue u opopmieHue 5
3asIBJICHUS, XapaAKTEPUCTUKI
Tema 1.6 Conepxanue 4
JloroBopHO-TIpaBoOBast 17 | loroBopHO-TIpaBOBasi JOKYMEHTAIHs, BUIbI TOKYMEHTOB U UX
JTOKYMEHTAITHSL. TUMOBBIE (OPMBIL. Y UpeauTeIbHAS TOKYMEHTAIUS U €€
VYupenurenbHas Ha3HaueHue. OpraHu3auroHHO-TIPABOBBIE (POPMBI 2
JOKYMEHTAIIUs pEeANPUHUMATEIHCTBA, TEXHOJOTUSI PETUCTPAIIUH,
nepeperucTpayy, JUKBUAAIUU TPEATPUITUS
[IpakTyeckue 3aHATHS 2
18 | IlpaxTtrueckas pabota Ne 12 «CocraBnenue u odpopMiIeHHE 5
JIOTOBOPHO-TIPABOBOM JTOKYMEHTAIIHI)
Tema 1.7 Conepxxanue 2
Kommnekcest 1okyMeHTOB | 19 | Komruiekchl TOKyMEHTOB 2
O0s13aTenbHas ayIMTOpHAs Harpy3Ka 38

CamocrosiTenbHas (BHeayIuTOpHasi) paboTa mpu U3ydyeHuu pasziena «JlokyMeHTHupoBaHue

uH(bOpMaAIUN

CocraBnenue Tabnuibl «DyHKIUHA JOKYMEHTOBY

CoctaBnienne cxembl (Ta0yuIibl) «BUpl MaTepUaIbHBIX HOCUTETIEH B XPOHOJIOTHIECKOM
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nocneaoBarenbHocTH». Coobmienne «Pa3BuTie MaTepralbHBIX HOCUTEIEH.

CocraBnenue dhopmysspa - oobpasma s yaudunupoarnoi cuctembl OPJ[. Odbopmienne Ha .
A-4 yriioBoro v HEHTPOBAHHOTO PAcIoa0KeHUsT pekBU3UTOB ¢ Ne 1 mo Ne 15.

CocraBieHue cioBapsi TEPMUHOB IO AUCIUILITNHE.

Pa3pabotka u opopmienue Gopm yHUDUKALIMHA TEKCTOB KOHKPETHBIX JJOKYMEHTOB.
CocTaBiieHre MOJIETN IOKYMEHTOB YHUPHUITMPOoBaHHOM cuctembl OP/I.

Pa3paboTka Mosienu mocTpoeHus 10roBopa apenasl nomenienus. Coobmenue «/lorosopa
apeH/ibI».

CocraBieHue nepeyHsi JOKYMEHTOB CO3/IaBAEMbIX MPHU MEPBUYHON PErHCTPAIMU IOPUANIECKOTO
JINIIA.

Pazpabotka u opopmienue Ha ¢. A-4 hopmyiisipa ciryxkeObHoro nuchbMa. CocTaBlieHHE MPOEKTA
JOKYMEHTA.

PaGota co cripaBouHOI U JOMOJHUTEIHHON JIUTEPATYPOU IO COCTABIICHUIO MCKOBBIX 3asIBJICHUN
(TOAroTOBKA COOOIIEHUS).

Pa3zpaboTka MeponpusTHs MO COBEPIICHCTBOBAHUIO IOKYMEHTAIIMOHHON JACSITEILHOCTU
(MOArOTOBKA COOOIIICHMS).

Pa3zpaboTka Moienu mocTpoeHust 1oropopa apeHanl nomenienus. Coobuienue «Jlorosopa
apeHibI».

CocraBieHue nepeyHsi JOKYMEHTOB CO3/1aBa€MbIX IPHU MEPBUYHOMN perucTpanuy I0pUaIndecKkoro
JMIIA.

Pazpabotka u opopmnenue Ha ¢. A-4 popmynsipa ciryxkeOHOTO chMa. CocTaBIeHHE TTPOEKTa
JOKYMEHTA.

Tematnka (BHEayIUTOPHOU ) CAMOCTOSITENILHON paboThI pasaena «/{okymeHTHpoBaHHe
uH(bOpMaAIUN

®yukiuu nokymenra (Tema 1.2)

Marepuanbasie HocuTenu naopmaruu (Tema 1.4)

148
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®opMyisap U pekBU3UTHI JOKyMeHTOB (Tema 1.5)
SA3bik U cTuab JokymeHnTa (Tema 1.6)

VYHudukanus TeKCTOB yrpaBieHYecKuX ToKyMeHToB (Tema 1.7)
Yuudunuposannas cucrema OP/] (Tema 1.8)

HoroBopHo-nipaBoBas nokymenTanus (Tema 1.10)

YupenurenbHas nokymenTamus (Tema 1.11)

JlokyMeHTalus 1o BHEITHEAKOHOMUYECKOU aesiteabHocT (Tema 1.13)
[Iperen3nonno-uckoBas Aokymenrtanus (Tema 1.13)

CoBepllIeHCTBOBAHUE IOKYMEHTAIMOHHOM AesitenbHOocTH (Tema 1.15)

Paznen 01.01.02 «/lokymeHTanmoHHOe o0ecriedyeHue AeATeIbHOCTU MPEITIPUS TS 190
Tema 2.1 Conepxxanue 14
Opranuszanus u
texHonorus JJOY 1. | Opranuzamnus u texnosnorus JJOY. Ilomoxenue o cioyxoe IOV, 5
byHKIIH
2 | Opraauzanus JOKyMeHT0000poTa 2
3 | Perucrpamus 10KyMEHTOB 2
[TpakTryeckue 3aHATUSA 8
4 | [Ipaktuueckas padota Ne 1 «CocraBiieHHe TOKyMEHTOB, 5
perIaMeHTHPYIOMINX ACATEeIBHOCTD CITykKObI [IOY»
5 | [Ipaktuueckas padota Ne 2 «CocrtaBiieHrue aaroputmMa padoThl ¢ 5
BXOJHBIMHU U UCXOJISIIIIMMHU TTOTOKAMH JIOKYMEHTORY
6 | [Ipaktuueckas pabora Ne 3 «CocraBiieHue aaropurma padoThl ¢
BHYTPEHHHUM MOTOKOM JIOKYMEHTOB 1 COCTaBJICHHE MapIIPyTOB 2
TIBYKEHUS JOKYyMEHTOBY
7 | [Ipaxtuueckas pabora Ne 4 «CocraBnenue u opopMaeHUE 2
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KYPHAJIBHOM M KapTOYHOW (POPM perucTparumy

Tema 2.4 Conepxxanue 4
KonTpoiib ucronnenus 8 [TousTus, 3amaun 1 BUABI KOHTpoIs. [loHsiTHE 0OpateHuit 5
JIOKYMEHTOB. IpakKJaH, UX BUJIbI, COIMATILHOE 3HAUCHHE
Opranuzarus [IpakTuueckue 3aHATUS 2
AEIONPOU3BOACTBA I10 9 | Ilpaktuueckas padota Ne 5 «IIpoBenenne pabOThI IO TOCTAHOBKE 5
00pamIeHusaM rpaxian JTOKYMEHTOB Ha KOHTPOJIb U IO CHATHIO JOKYMECHTOB C KOHTPOJISI»
Tema 2.5 Conepxxanue 4
dopmupoBaHue e 10 | IlonsTus u TpeboBanus k popmupoBanuio aen. Cucremaruzanus
Homenknarypa nen. JIOKyMEHTOB B zietie. [loHsaTus, Ha3HaueHue v BUIbI 5
OnepaTuBHOE XpaHEHUE HOMEHKJIATyphI Jied. [IpuHiumb! coctaBienust U 0hOpMIICHHUS
JIOKyMEHTOB HOMEHKJIATYPHI JIeIT
[IpakTryeckue 3aHITHUS 2
11 | Ilpaktudeckas pabora Ne 6 «CoctaBieHue u opopmieHue 5
HOMEHKJIATypHhI J1€T1»
12 | Ilpaktuueckas pabora Ne 7 «CocTaBieHUE OMUCH JIE» 2
13 | Ilpaktuyeckas pabora Ne 8 «TexHonorust mpommBKu 5
MHOTOCTPAHUYHBIX IOKYMEHTOB)
26
OO0s3arenpHas ayAUTOpPHAs Harpy3ka
KypcoBas pabota o pasaeny «JlokyMeHTallMOHHOE 00ECIIeUCHHUE ACSITSIBHOCTH TIPEATIPUSTHS
O603HaveHre MPOOIEMBI M OLIEHKH €€ aKTyallbHOCTH MCCIIETyEeMOM TeMbI
[ToxOop HOPpMATUBHO-METOINIECKOMN JIUTEPATYPHI 12

O606HICHI/IG N JIOTHYCCKOC U3JI0KCHHUC UCCICAOBAHHOI'O TCOPCTHYCCKOI'O aACIICKTA TCMBI

CocraBieHue KpaTKo UICTOPUYECKON CIIPABKHU NPEATPUSITHS
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[TpoBenenune cOopa JOKYMEHTHPOBAHHOW WH(OpMALIUK O0BEKTA YIIPABICHUS
[IpoBeneHny aHamM3a MPAKTUYECKOTO COCTOSHUSA JE 110 UCCIENYEMOM TeMe
[IpoBeneHre CPaBHUTEIBLHOTO aHAIHN3A
AprymMeHTHpOBaHHE MOJTYYCHHBIX BBIBOJIOB M0 MaTepuajiaM aHaIn3a
Pa3paboTka KOHKPETHBIX pEKOMEHAALNMN, JIN00 CBOEro BapHaHTa PELIECHUS] 0003HAYEHHOM
npoOJieMbl (ITPOEKTA)
3amuTa KypcoBoi paboThl
Tembl KypcoBbIX padoT pazzena «/{okyMeHTalmoHHOE O0ecTieueHnE ACATEIbHOCTH MPEAIPUSTHS
1. CocraBieHue 1 0pOpMIIEHHE HOMEHKIIATYPHI JIeJT OpraHUu3aluH
2. Opranuzanus paboThl IO PETUCTPALIUN JOKYMEHTOB OpraHU3alluu
3. TexHnonorus paboTsl ¢ 0OpalIeHUSIMU TpaXaaH B OpraHU3aluu
4. CocrapneHue U 0pOpMIICHHE PACHIOPSAUTEIBHON JOKYMEHTAUH
5. CocraBneHue u opopmieHre HHHOPMATMOHHO-CIIPABOYHON JIOKYMEHTALUU

CamocTosiTenbHast (BHeayIMTOpHAas) paboTa Ipy M3yYeHUHU pa3zena «JJoxkymMeHTaunoHHoe
obecreueHre AesTeNbHOCTH MPEATPUSITHS
Bunbl pabort:

1. PaboTta ¢ yueOHMKOM MO UCTOPUU PA3BUTHS TOKYMEHTA

2. CocTaBiieHHE MEPONPUITHI MO MOBBIIEHUIO 3PHEKTUBHOCTH EJIONPOU3BOACTBA (padoTa C
JIOTIOJIHUTENBHOM JINTEPATYPOil)
CocraBnenue cxem opranuzaiuoHHsix popm J0OY
CocTaBiieHHEe TEXHOJIOTUYECKOM KapThl: paboTa ¢ MOTOKaMH JOKYMEHTO000pOoTa
CocTaBneHue perucTpaloHHbIX popM
CocraBneHue cxeMbl OpraHu3alKi padOThl IO KOHTPOJIIO 32 UCIIOJIHEHUEM JIOKYMEHTOB
CocTaBneHue TEXHOJIOTUYECKON KapThl 10 paboTe C MUCbMEHHBIMHU OOpPAILEHUSMH TPaK/1aH
dopMUpOBaHUE U XpaHEHUE JIeJT B JEIONPOU3BOICTBE

© o N o g~ w

CocraBneHnue HOMCHKIJIATYPbI ACJI




16

10. PazpaboTka MepOIpHsITHii 0 COXPAaHHOCTH JOKYMEHTOB
11. OdopmieHre TOKyMEHTOB M0 pe3yabTaTaM MpoTokoia 3aceganus DK
12. CocTaBiieHHE TEXHOJIOTUYECKOM KapThI MO Mepeaaye el B BEAOMCTBEHHBIN apXuB

TemaTuka caMmoCTOSTENbHOU (BHEAYAUTOPHOM ) pabOTHI:
Opranuzanus u texnonorust IOV (Tema 2.1)
Opranuzanus fJokymMeHToobopora (Tema 2.2)
Peructpanus nokymenrtos (Tema 2.3)

Kontpons ucnionnenus nokymeHToB (Tema 2.4)

Opranu3zaius AeJI0NpoOU3BOACTBA MO oOpaleHusM rpaxaan (Tema 2.5) 152
®opmuposanue aen (Tema 2.6)

Homenknarypa nen (Tema 2.7)

OnepatruBHOE XpaHeHHe T0KyMEeHTOB (Tema 2.8)

[TogroroBka u nepegayva aein B apxus npennpusarus (Tema 2.9)

Paznen 01.01.03 «/lokyMeHTalOHHOE 00€ecrieueHue AeSITENbHOCTH KaIpOBOM CITY>KOBI 160
NPEATPUSTHS

Tema 3.1 Conepxanue 4
Opranunsanus kagposoid |1 | HopmaTtuBHO-MeTOIMYECKOE 00ecIIeueHUEe KaJpOBOM CITyKOBI.

CITYXKOBI. KanpoBoe u Texuudeckoe odecrnedeHue KaapoBon Ciry»KObl. Bumbl

CocraB 1 BUIBI KaAPOBOI KaJIpOBOM TOKYMEHTAIlMU U X KJIacCUPUKALIUS 4
JOKYMEHTAIu!

Tema 3.2 Conepxanue 4
Bupsl 1oroBopos. 2 | KonnekTuBHBIN JOTOBOP: pa3paboTKa, CoJepKaHue, CTPYKTypa 2
[IpaBuiia BHyTpEHHETO [IpakTrueckue 3aHATUS 2
pacriopsiaka 3 | [IpakTtuueckas padota Ne 1 KosieKTuBHBIN TOTOBOpP: pa3padoTKa, 2
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coJiepKaHue, CTPYKTypa
4 | IlpaBuia BHYTPEHHETO TPYIOBOTO paclopsaKa 2 2
5 | Ilpaktuueckas padota Ne 2 [IpaBuia BHyTpPEHHETO TPYIOBOTO
pacrnopsika
6 | TpymoBoii 10roBOp 2 2
7 | I3MeHeHus Tpy10BOrO JOrOBOPa 2 2
8 | [IpakTuueckas paborta Ne 3 3mMeHeHUS TPYOBOTO TOTOBOpa 2 3
Tewma 3.3 9 | TpynoBasi KHUXKA: €€ BEJICHUE 2 2
TpynoBast KHMXKKa 10 | [IpakTuueckas padota Ne 4 IlpaBuia BeneHus TPy10BOM KHUKKH 5 3
B OpraHU3alMU
Tema 3.4 11 | [Ipaktuueckas padota Ne 5 TaGenp yuera paboyero BpeMeHu 2 2
Tabens yuera pabouero 12 | JlIokyMEeHTHpOBaHHE TIPoIIecca OTITyCKa 5 3
BpEMEHU
Tema 3.5 Conepxxanue 2
JloKyMeHTHpOBaHUE 13 | [TonsiTHe ciy»keOHOM KOMaHAUPOBKH, MaTepUATHLHO-TIPABOBOE
CITy>KeOHOM o0ecrnieueHre KOMaHAUPOBaHHbBIX COTPYIHUKOB. Pabouee BpeMs u
KOMaHIUPOBKHU. OpraHu3alMs ero yyera 2 2
JloxyMeHTHUpOBaHuE
pabouero BpeMeHu
Tewma 3.6 Conepxanue 6
JIoKymMeHTHpOBaHUE 14 | PacTop>keHue TpyJ10BOrO JI0roBopa u ero npuuuHsl. [loHstue
polecca yBOJIbHEHUS. TPYJAOBOM KHUKKH, €€ Ha3HAYEHUE, CTPYKTYpa. 2 2
TpynoBas KHMKKa JIOKyMEHTUpPOBaHNE U3MEHEHUI B TPYAOBOU KHUKKE
15 | IokyMEHTUPOBAHHUE YBOJIbHEHUS 2 3
OO6s3aTenpHas ayJUuTOpHAs Harpy3Ka 20
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KypcoBas padota o pasneny «JlokyMeHTallmoHHOE 00ecrieueHne AeITeIbHOCTH KaapOBOii
CITYOBbI IPEAIPUITH

Oo6o3HayeHre MPOOIEMbI U OLIEHKU €€ aKTyalbHOCTH UCCIIETYyEMOM TeMbI

[TonOGop HOPpMATUBHO-METOIUYECKON JINTEPATYPHI

O060011eHrE U JIOTUYECKOE U3JI0KEHUE UCCIIEIOBAHHOTO TEOPETUYECKOTO aCIIEKTa TEMbI
CocraBieHUE KpaTKOW UCTOPUYECKON CIIPABKU NPEATPUSITHS

[TpoBenenue cOopa TOKyMEHTUPOBAHHON HMH(OpMAIMK 00BEKTA YIIPaBICHUS

[IpoBeneHun aHann3a MPaKTUIECKOTO COCTOSIHUS JI€JT 110 UCCIIEyeMOi TeMe

[IpoBeneHre CpaBHUTEIBLHOTO aHAIH3A

AprymMeHTHpPOBAaHHE MOJYYEHHBIX BBIBOJIOB [0 MaTepUaliaM aHaIN3a

Pa3paboTka KOHKPETHBIX peKOMEH AU, MO0 CBOETO BapUaHTa peiIeHUs] 0003HAYEHHOMN 12
po0eMsbl (ITPOEKTa)

3amura KypcoBoil paboThI

TeMbl KypcOBBIX paboT 10 pazaeny «JloKyMeHTaIlMOHHOE 00eCIIeYeHHE IS TSIIbHOCTH KaJIpOBOi
CITYKOBI TIPEIATPUSITHSI

Opranu3zaiust pabouero Mecta COTPYJIHUKOB KaJPOBOM CITyKObI

JlokyMeHTHpOBaHKE poliecca nprueMa Ha paboTy

JlokyMeHTHpOBaHUE TIPoIiecca YBOJIbHEHUS ¢ PaOOTHI

JlokyMeHTHpOBaHUE Mpoliecca KOMAHANPOBAHUS COTPYIHUKA

o > w D E

dopmupoBaHue 1 0HOpMIICHHE TUYHBIX JI€TT COTPYTHUKOB
6. Opranuzanus y4eTa pabouero BpeMeHU COTPYIHUKA

CamocTosTenbHas (BHeayIUTOpHAs ) paboTa Mpu U3ydeHuu paszjena «JloKkyMeHTallMOHHOE
obecrnieueHne AesITeIbHOCTH KaIpOBOM CITY>KOBI TTPEATIPUSATHSI
Bunpl padort: 118
1. Cocrasnenue Tabnuibl «OpraHu3aliioHHbIe (OPMbI KaJIPOBOM CITYKOBI)
2. IlpumeHeHne METOIMKU pacueTa YUCICHHOCTH COTPYAHUKOB KaJpPOBOU CITyKObI
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3. CocraBnenue Mozaenu NOKYMeHTOB «KoiuiekTuBHbIA n0roBop» u «llpaBuna BHYTpeHHEro
TPYJIOBOTO PACHOPSAIKA»

CocrtaBnenune cxeMbl «Knaccudukaiys kagpoBoil TOKyMEHTALIUN»

CocraBiieHue MoAeIH TPYAOBBIX JOTOBOPOB (CpOoUyHBIX U O€CCPOUYHBIX)

Cocrasnenue TpadapeTta 3asBI€HUS O IpUeMe Ha padboTy

CocraBiieHue cXeMbl IBUKEHUS TOKYMEHTOB IIPU IIpUEME Ha paboTe, IpU MEPEBOIE
CocraBneHue alropuTMOB MPUEMA, NIEPEBOAA, MMOOIIPEHUN, IPUMEHEHUN TUCIMILUIMHAPHBIX

© N o o s

B3BICKaHUN TIPU KOMaHANPOBAHUH
9. CocraBieHue TaOIMIbl YCIOBHBIX 0003HAYEHU B Tabese yuera paboyero BpeMeHu
10. 3anosHeHue kaprouek, op T-2I'C, T-4
11. PaboTta ¢ mankoi «JlokymMeHTb» MpoecCHOHANBHON 3aJayd IO COCTaBJICHUIO IMEpPEUHEH
JOKYMEHTOB, BXOJSIIUX B IMYHOE JIEJI0, IO COCTABIICHUIO BHYTPEHHEHN ONMUCH JIMYHOTO el
12. CocTaBiieHHE MOJIENH CIIPAaBOYHOU KapTOTEKH
TemaTuka caMoCTOSTENBHON (BHEAYAUTOPHOM) pabOThI pazjaena «J{okyMeHTalnoHHOe
oOecrnieyeHne AesITeIbHOCTH KaJIpOBOM CITY>KOBI ITPEAIPUATHSI
Opranuzanus kaapoBoi ciayx0bl (Tema 3.1)
Odopmnenue opranuzanuu Tpyaa (Tema 3.2)
CocraB u BUIbI KaApoBoi jokyMeHTauuu (Tema 3.3)
JlokymeHTHpoBanue rnpuemMa Ha padoty (Tema 3.4)
Opranuzarus nepeBojia Ha Apyryto padory (Tema 3.5)
JokyMmeHnTrpoBanue BpeMenu otabixa (Tema 3.6)
HokxymentupoBanue orieHku Tpyzaa (Tema 3.7)
JlokyMeHTHpoBaHue citykeOHoM komanaupoBku (Tema 3.8)
JoxymenTupoBanue padouero Bpemenu (Tema 3.9)
JoxymenTupoBanue rnpoiiecca ysoiabHeHus (Tema 3.10)
Tpynosas kumxka (Tema 3.11)
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VYuer kaapos (Tema 3.12)

JInunsie nena (Tema 3.13)
Howmenknatypa nen (Tema 3.14)
Hoxymentoobopot (Tema 3.15)
dopmupoanue aen (Tema 3.16)

[ToaroroBka aen k xpaneHuto (Tema 3.17)

Paznen 01.01.04 «IIpumeHeHne TEXHUYECKUX CPEACTB B (DYHKIIMOHUPOBAHUH Oricar 66
Tema 4.1 Conepxxanue 4
CpencrBa TOKyMEHTHPO- 1. | Knaccudukanus cpencTs COCTaBICHUS JOKYMEHTOB,; 5
BaHUsI TEKCTOBOM Knaccugukanus coBpeMeHHON 0(pUCHON TEXHUKU
uHbopMaIuu [IpakTueckue 3aHATHS 2
2. | [IpakTrueckas padota Ne 1 «Pa6ora ¢ apxuBatopamu WINRAR, 5
WinZip
Tema 4.2 Conepxanue 4
CpencrtBa konupoBanus U | [IpakTudeckue 3aHITHS 2
OIIEPaTUBHOIO 3. | Ilpaktnueckas padota Ne 2 «Martpuunslit npunTep. JlazepHslii
Pa3sMHOXKEHUS npuHTep. KonmpoBasibHBIM anmapar 2
JIOKyMEHTOB
Tema 4.3 Coneprxanue 6
CpenctBa 00paboTKH 4 | CpencrBa KaHIIEIAPCKONH 00paOOTKU JOKYMEHTOB C
JOKYMEHTOB KOIMHUPOBAJIbHO-MHOKUTEIIbHBIMU U TI€YaTAIOIIUMHU 2
yCTPOMCTBAMHU
[IpakTrUueckue 3aHATUS 4
5 | [Ipaktuueckas padora Ne 3 «Pabota co ckanepom. I[Iporpamma 5

Fine Reader»
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6 | [IpakTuueckas paborta Ne 4 «CocraBieHIE TEKCTOBBIX

TOoKyMeHTOB. [IoIrOTOBKA TOKYMEHTOB Ha IeYaThy 2
Tema 4.4 Conepxxanue 4
CpenctBa 1 CUCTEMBI [IpakTruueckue 3aHATUS 2
CBSI3U 7 | Ilpaktuueckas padora Ne 5 «Ckperusitoniee 000py10BaHuUE.
[lepenaya nudopmaiuu ¢ TOMOLIBI0 (PAKCUMUIILHOTO arapara. 2
JlokanbHas ceTb»
OO0s3arenpHas ayAUTOpHAs Harpy3Ka 14
CamocrosiTenbHas (BHeayIuTOpHas ) paboTa mpu u3yueHuu pasjena «[I[puMeHeHrne TeXHu4ecKux
CpPencTB B PYHKIIMOHUPOBAHUU OpUCa»
Buast pabort:
3anonaHeHue TabauI
CooOmenue
Pedepar
Koncnekr B TeTpaau
TemaTuka caMOCTOSITENBHBIX (BHEAYIUTOPHBIX) padoT 1o pazaeny «[IpuMeHeHne TeXHUIeCKUX
CpencTB B PYHKIIMOHUPOBAHUM OpUCa»
Cpencrta 1oKyMeHTHpOBaHUs TekcToBOM uHbopmaruu (Tema 4.1)
CpencTBa KONMpOBaHUS U ONIEPATUBHOIO pa3MHOXKEHUS TOKYMEHTOB (Tema 4.2)
Cpencta 006pabotku nokymeHToB (Tema 4.3)
CpenctBa xpaHeHus U noucka 10kyMeHToB (Tema 4.4)
CpenctBa u cuctemsl cBsizu (Tema 4.5) 52
VYyebHas npakTuka
Bunaer pabot 12
OcyIecTBIATh OPraHU3aIIo0 1 HOPMATUBHO-METOANYECKOe oOecnieueHue ciryx0n1 JJOY (2 Henenu)

[ToaroraBnuBath pabouee MECTO.
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[TpuMeHsTh 3aKOHOAATEIbHBIE U HOPMATHUBHBIC aKThI 110 COCTABICHHUIO i O(OPMIICHHIO CITY>KEOHBIX
JIOKYMEHTOB

CocTaBnath U 0POPMIIATH yIIPaBICHUECKUE TOKYMEHTHI

Hcnonp30BaTh COBpeMEHHBIE CpeICTBA OPUCHON TEXHUKHU I IpHeMa, iepeaaun nHdopmanuu, a
TakKe 17151 opopMIIeHHUST JOKYMEHTOB

JIOKyMEHTUPOBaHWY TIPUHUMAEMON U OTIIPaBIsIeMON HHPOPMAITUH

CobupaTh 1 aHaIU3UPOBATH NHPOPMAIUIO

Pa3pabatpiBaTh JIOKaIbHBIE JOKYMEHTHI

Pa3pabaTpiBaTh HOMEHKIIATYPY JET

Ocy1iecTBasATh pabOThI IO OPTAHU3ALMH TOKYMEHTOO00pOTa

dopmupoBaTh 1 0GOPMIIATH J1ea

Paznen 01.01.05 «TexHomorus npopecCuOHAIIBHOTO CTAHOBICHUS 30
Conepxxanue 6
Tema 1.1
1 | HopmatuBHO-MeTOoAMUYECKas 0a3a B 00pa3oBaHUU 2
[Tpodeccuonanbuoe
2 | CtpyKTypa KoJIIeIKa 2
oOpa3oBaHue
3 | CTpykTypa criennaibHOCTH 2
OO0si3arenpHas ayAUTOpHAs Harpy3Ka 6
CamocrosiTenbHas (BHeaAyIUTOpHAs) paboTa Mpu u3ydeHun pasnena « Texnonorus
PO eCCHOHATEHOTO CTAHOBJICHUS
Bunbl pabort:
[Toaroroska cooOIeHMs
Pa6ora B MurepHeTe 24

[ToaroroBka counHEeHUS

PaGoTa ¢ nuteparypoii

TemaTuka caMOCTOSTENBHBIX (BHEAYTUTOPHBIX) padOT 10 pasneny « TexHomorus
po¢heCCUOHAIBHOTO CTAaHOBJICHUS




23

Camoananu3 TMYHOCTHBIX KauecTB (Tema 1.1)

OnpeneneHue KU3HEHHBIX MPUOPUTETOB. Y criemiHOCTh. CocTapistonue ycnemHoct (Tema 1.1)
JInyHOCTBH COBpEMEHHOT0 cnenuanucta. [Ilcuxonornueckuid mopTpeT COBPEMEHHOTO PYKOBOUTENS
(Tema 1.1)

JInanoctHseIi noteHiman (Tema 1.1)

[TpoGnembl Ypanbsckoro peruoHa B odsactu odecrieuenus npodeccuonanbubiMu kajapamu (Tema
1.1)

TpeboBanus, NPebABISIEMbIE K YPOBHIO IMOJTOTOBKYA COBPEMEHHBIX MOJIO/IBIX CIIEIIUAIUCTOB B
peruone (Tema 1.1)

MK 01.02 «IIpaBoBo€ peryinpoBaHuE yHIPaBICHYECKON AEATEIbHOCTI 74
Paznen 01.02.01 «IIprumeHeHne npaBOBBIX aKTOB B YIIPABICHYECKOU €SI TEIbHOCTH 46
Tema 1.1. Conepxanue 8
OCHOBBI TEOpHH ITPaBa 1. | JlokanbHBIEC aKThl OpTraHU3AINH, PETJIAMEHTUPYEMbIC 5
JEJI0MPOU3BOACTBOM
2 | JlokanpHBIC aKThl OpTraHU3AINH, PETIIAMEHTHPYEMbIC 5
JIEJIOMPOU3BOICTBO
3 | TpeboBaHus U CTPYKTypa TEKCTa 2
4 | OpopmieHne opraHu3amOHHO-MPABOBBIX TOKYMEHTOB 2
[IpakTrUueckue 3aHATUS 2
5 | [IpakTuueckas padora Ne 1 «OdopmieHue opraHu3aluoOHHO- 5
MIPaBOBBIX JJOKYMEHTOB: MOJIOKEHHUE, YUPEAUTEIBHBIN JOTOBOPY
O0s13aTenbHas ayIMTOpHAs Harpy3Ka 10
CamocrosiTenbHas (BHEaAyIUTOpHAsI) paboTa mpu u3ydennn paszjena «lIpruMeHenne npaBoBbIX 36

aKTOB B YIIPABJICHUECKOU AESATEIbHOCTH
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Bupet pabot

CocTtaBnenue TabIuIlbI

CocraBneHue KOHCIIEKTa

[logroroBka noknazna

TemaTuka caMOCTOSITENBHBIX (BHEAYTUTOPHBIX) padboT 1o pasnaeny «IIpumenenne npaBoBbIX
aKTOB B YIPABICHYECKON JEATEIIBHOCTI

[TpaBoBbie HOpMBI U uX cuctema (Tema 1.1)

Cuctema nipaBa. OcHoBHBIE oTpaciu npasa (Tema 1.1)

Koncrutynus P® — OcHoBHoM 3ak0oH rocyaapctsa. OcHoBel Koncturynuonnoro crpost PO (Tema
1.1)

OcCHOBBI MPABOBOI'0O CcTaTyca yenoBeka u rpaxaanuHa (Tema 1.2)

[TpaBooxpanutenbhubie opransl B PO (Tema 1.2)

Pazgen 01.02.02 «HopmaTuBHO-METOAMYECKOE OOECTIEYEHUE OPTraHN3aLMOHHO-YITPaBIEHUYECKOM

JeSTEIIbHOCTH MIPEANPHUATHS B cpepe AeTOnpPOn3BOICTBAY 15
Tema 2.1 [IpakTueckue 3aHATHUS 4
Cdepa 1 | [Ipaktuyeckas padora Ne 1 3akoHomaTeIbHBIE 1 HOPMATUBHBIE 5
JEJIOMPOU3BOCTBA akThl B cepe JOY

2 | IIpaktuueckas padota Ne 2 «[IpumeHeHue 3aKOHOATENbHBIX U 5

HOpMAaTUBHBIX akTOB B IOVY»
OO0s3arenpHas ayAUTOpHAs HAarpy3Ka 4

CamocTosiTenbHas (BHeayIuTopHas) paboTa mpu u3ydeHuu pasnena « HopmMatuBHO-MeToAMUECKOE
obecrnieueHrne OpraHu3aIllMOHHO-YITPABICHYECKON NEATEIBHOCTH MPEaNpHUsITHs B cepe
JICIIOTIPOU3BOICTBAY 11

Bunaer pabot
CocraBneHue nepeuHs JOKYMEHTOB OOIIEeroCcyJapCTBEHHOTO 3HAYCHUS
CocraBneHue nepeuHs JOKYMEHTOB JIOKAIHHOTO 3HAYCHUS
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OT60p HOPMATUBHO-METOAMYECKUX JOKYMEHTOB IMPU COCTABICHUN W O0(OPMIICHUH MTPOCKTA
KOHKPETHOTO BHJIa JOKYMEHTA MPEAIPHUITHS

TemaTnka caMOCTOSTENBHBIX (BHEAYIUTOPHBIX) padboT 1o pazaeny «HopmaTuBHO-MeTOIMYECKOE
obecrieueHre OpraHu3aMOHHO-YIPABICHYECKON ACATEIHPHOCTH TPEANPUITUS B cepe
JICJIONPON3BOICTBA U APXHUBOBEICHUS

Cdepa nenonpoussozactsa (Tema 2.1)

Paznen 01.02.03 «HopMaTuBHO-METOUYECKOE OOECIIEUeHUE OPraHNU3alIMOHHO-YIIPABICHUYECKOM

NEATEeTLHOCTH MPEANPHITHS B chepe apXUBOBEICHUS 15
Tema 3.1 [IpakTH4eckue 3aHATHUS 4
Cdepa apxuBoBenenus | 1 [Ipaktuueckas padora Ne 1 «HopmaTtuBHo-1ipaBoBasi 6a3za 5
apXUBOBEICHUSI
2 [Tpaktuueckas padora Ne 2 «HopmaTtuBHO-1ipaBoBas 0a3za 5
apPXUBOBEICHHUS
CamocTosiTenbHast (BHeayIUTOpHAs ) padoTa mpu n3ydeHnu pazzaena « HopmatuBHO-MeTOIUIECKOE
o0ecrneueHne opraHu3aIliOHHO-YIIPABICHYECKOUN JeATEIbHOCTH MPEANIPUATHS B cepe
apXUBOBEICHUS)
Buner pabot
CocraBiieHue nepeyHs T0KyMEHTOB 00IIErocy JapCTBEHHOIO 3HAUSHHUSI
CocraBneHue nepevHs JOKyMEHTOB JIOKAJIbHOTO 3HAUCHUS 1

OTO60p HOPMATUBHO-METOAMYECKUX JTOKYMEHTOB MPU COCTABICHUHU U O(DOPMIICHHH MTPOEKTA
KOHKPETHOTO BUJIa JOKYMEHTA MPEAIPUITUS

TemaTuka caMOCTOSTENbHBIX (BHEAYIUTOPHBIX) padboT 1o pazaeny «HopmaTuBHO-MeTOIMYECKOE
oOecrneueHrne opraHu3allMOHHO-YIIPABIEHYECKON NeATEIbHOCTH MPEANPUATHS B cepe
apXWUBOBEJICHUSD)

Cdepa apxuBoBenenus (Tema 3.1)
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M/JK.01.03 Opranuzanusi CEKpeTapcKoro 00CIyKMBaHUs 418
Paznen 01.03.01 «Oprann3zanust 1esITEAbHOCTH CEKPETAPSI PYKOBOIUTEIIS) 90
Tema 1.1 Conepxanue 8
CekpeTtapp B CTPYKType 1 | HopmatuBHO-MeTOAMuEcKas 6a3a B 00JaCT CEKPETAPCKOTO
YIPABJICHUS oOciyxuBanusi. HopmupoBanue Tpya B 001aCTU CEKPETAPCKOTO 2
00CITyKUBaHUS
2 | Kpanmudukanuonusie TpedoBanusi. Opranuzaius padodero Mecta 5
U TpyJa CeKpeTaps
[IpakTrueckue 3aHATUS 4
3 | Ilpaktuueckas padota Ne 1 «HopmaTuBHO-MeTOIMYECKas 6a3a 5
P COCTABJICHUH JOJDKHOCTHON MHCTPYKITUU CEKpETaps»
4 | [Ipaktuueckas padota Ne 2 «Opranu3zanus paboyero Mecra 5
cekpeTapsi»
Tema 1.2 Conepxxanue 8
Opranuzanus 5 | [InanupoBanue padbouero aus. Benenue teneoHHbIX 5
0€30KyMEHTHOI'O neperoBopoB. Kareropun nocerurenei. [Ipuem noceturenein
00CITyKUBaHUS 6 | [logroroBka coBemanuii. TexHHUIeCKOE 00CITYKUBAHUE 5
coemanui. [loaroroBka KOMaHIUPOBOK
[IpakTueckue 3aHATHUS 4
7 | IIpaktuueckas padora Ne 3 «IloaroroBka coBenianuii» 2
8 | [Ipaktuueckas pabora Ne 4 «IIpuem nmoceTureneii 2
Tema 1.3 Conepxanue 4
[TpaBuna paboTsI ¢ 9 | Kondunenuuansuas nadopmarus. 3amura KOHQUISHIIMATEHON )

KOH(HICHITMATEHON

uHbOopMaIuu
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uHdopmaruen 10 | dysknum cexkpeTaps B aBTOMAaTH3AINU TOKYMEHTO000poTa )
OOs3arenpHas ayAUTOpHAs Harpy3Ka 20

CamocTosTenbHas (BHeayIUTOpHasi) paboTa npu n3ydeHuu pazzaena «Opranuzanus IesiTeIbHOCTH

ceKkpeTaps pyKOBOIUTEIIS

Buger pabot

[ToaroToBka cooOIICHMI

CocraBneHue )XypHaJIOB perucTpanuii tejaedoHorpamm

CocraBiieHue 00s13aTeNIbCTBA O HEPA3IJIAIICHUN KOMMEPUYECKON TalHbI 70

TemaTnka caMOCTOSTENBHBIX (BHEAYIUTOPHBIX) padoT 1Mo pazaeny «OpraHu3anus AesITeIbHOCTH

ceKkpeTaps pyKOBOIUTEIISD

Cexkpetapsb B cTpykType ynpasieHus (Tema 1.1)

Opranuzarus 6e370KyMeHTHOTo oocyxuBanus (Tema 1.2)

[TpaBuna paboTsl ¢ KOHbUAEHIIMATBEHON HHpopManueii (Tema 1.3)

Paznen 01.03.02 «KynbTypa peun B A€ATETbHOCTU CEKPETapsI» 76
Tema 2.1 Conepxxanue 2
S3BIK U peub 1 | OcHOBHBIE €QUHUILIBI A3bIKA 2
Tema 2.2 Conepxxanue 2
Jlekcuka u ¢pazeosorus 2 | Jlekcudeckoe 3HaAUCHHUE CI0Ba 2
Tema 2.3 Conepxanue 2
Mopddonorus 3 | OcobeHHoCcTH CII0BOOOPA30BaHNUs 2
Tema 2.5 Conepxxanue 2
YacTu peun 4 | CaMOCTOSATENbHBIE U CITYKEOHBIE YaCTU PEUU 2
Tema 2.6 Conepxanue 2
CunTtakcuc 5 | OcHOBHas CHHTaKCHYECKas €IMHUIIA 2
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Tema 2.7 [IpakTrueckue 3aHATUSA 2
Ctunu peun 6 | Texcr u ero cTpykTypa 2
Conepxxanue 2

7 | IIpaktuueckas padora Ne 1 Mtorosas 2

OO6s3arenpHas ayAUTOpHAs Harpy3Ka 14

CamocTosiTenbHas (BHeayIUTOpHAs ) paboTa mpu u3ydeHun pazzaena «lIpumenenue
KOMMYHHUKATHBHBIX TEXHOJOTHH B IEATEIBHOCTH CEKpeTaps»

Bupet padot
Pabota c yuebHrkom
Buasl paz6opon

CocraBneHue cxem
AHaJIN3 TEKCTOB
TemaTuka caMOCTOSTENBHBIX (BHEAYIUTOPHBIX) padoT 1o paszaeny «lIpumenenue 62
KOMMYHHUKATHBHBIX TEXHOJIOTHI B IEATEIHHOCTH CEKpETaps»
®onertuka (Tema 2.2)

Jlekcuka u ¢pazeonorus (Tema 2.3)

CnoBoobOpazoBanue (Tema 2.4)
Mopdomnorus (Tema 2.5)

Cunrakcuc (Tema 2.6)

Crunu peun (Tema 2.8)

Paznen 01.03.03 «IIpumeHeHne TEXHOIOTUH PA0OThI CIICTIBIM JIECATUIAIBIIEBHIM METOI0M) 78
Tema 3.1 [IpakTHUeCckue 3aHATHUS 3
Y CTpOUCTBO Ki1aBUATYyphI
IIEPCOHAIIBHOTO 1 | [Ipaktuueckas padota Ne 1 mepsbrit psin kinaBuatypsi [1K. 5

KoMmnbtorepa. OcBoeHue [TocTaHoBKa majbleB pyK
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«CJIETIOrO» METoAA 2 | [Ipaktuuaeckast pabota Ne 1 mepBsiii psia knaBuatypsl [1K.
Habopa tekcra Ha [1K IlocTaHOBKa MaNbLIEB PYK 2
3 | [Ipaktuueckas padota Ne 2 Bropoit psia kinaBuatypsl [1K 2
4 | Ilpaktueckas padora Ne 3 TpeTuil 1 4eTBEPTHINA PSIbI 5
kiaBuatypsl [IK
OOs3arenpHas ayAUTOpHAs Harpy3Ka 8
CamocrosTenbHas (BHEaAyIMTOpHAs) padoTa Ipu U3ydeHuu pasnena «lIpuMmenenre TeXHoI0ruu
pabOoThI CIENBIM AECATUNIATBLEBBIM METOIOM
Buger pabot
BrinonHenue ynpaxHeHUH Ha pa3BUTHE TEXHUKU U CKOPOCTH Habopa
BrinonHenue ynpaxHeHU Ha pa3BUTHE TEXHUKU U CKOPOCTH HabOpa TEKCTa Ha JIATUHCKOMN 62
KJIABUATYpE
TemaTuka caMOCTOSTENBHBIX (BHEAYIUTOPHBIX) padoT 1o pazaeny «lIpuMeHeHre TeEXHOIOT U
paboThI CIENBIM AECATUNIATBLEBBIM METOIOMY
VY CeTpoicTBO KITaBHATYPhl IEPCOHAIBHOTO KOMITbIoTepa. OCBOCHHE «CJENOro» MeToaa Habopa
tekcta Ha [1K (Tema 3.1)
Paznen 01.03.04 «PegaktupoBaHue CIy»KEOHBIX TOKYMEHTOBY 60
Tema 4.1 Conepxxanue 4
S3pIk ¥ peub. lTokyMeHT | 1 | OcoOeHHOCTH TOKYMEHTA KaK peYeBOro KaHpa 1 BUa TEKCTa.
KaK peuyeBOM kKaHp U BUJL OCHOBHbBIE OHATHS CTUJIMCTUKH O(ULIMATIEHO-/IEIIOBOI peun 2
TEeKCTa
Tema 4.2 [IpakTueckue 3aHATHS 2
QyHKIMOHAJIbHBIE 2 | Ilpaktuueckas padota Ne 1 «Onpeznenenue xaHpoB o(pUIIHATBHO- 5
OCHOBBI O(UIINATBHO- JIEJIOBBIX JIOKYMEHTOB
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JICJIOBOTO CTHJISI.
Pa3noobOpasue xaHpoB

JIOKYMEHTOB
Tema 4.3 [IpakTHUecKue 3aHATUS 2
Jlexcuueckue, 3 | Ilpaktuueckas padota Ne 2 «Jlekcuueckue, MOppoIornyeckue,
Mop(hooruuecKue u CUHTAKCHUYECKHE OCOOEHHOCTHU TOKYMEHTHBIX TEKCTOBY
CUHTaKCHYECKHUE 2
OCOOEHHOCTH CITy>KEOHBIX
JIOKYMEHTOB
Tema 4.4 [IpakTH4eCckue 3aHATUS 4
KoMro3unmroHHb1e 4 | Ilpaktnueckas padota Ne 3 «CoctaBiieHue TEKCTOB JEIOBBIX 5
0COOEHHOCTH CITy>KEOHBIX JOKYMEHTOBY
JOKYMCHTOB 5 | IIpaktuueckas padora Ne 4 «Hanucanue opuunanbHbIX
HAaNMEHOBAHUU B TEKCTAX JOKYMEHTOB. COCTaBIICHHE 2
OonbamorpauUecKux CruCKOB
Tema 4.5 [IpakTHueckue 3aHATHUS 4
Owmnbku B TokyMeHTHbIX | 6 | [Ipaktudeckas pabora Ne 5 «IIpaBka TEKCTOB IPH TTOMOIIH 5
TEKCTaX, METO/IbI U KOPPEKTYPHBIX 3HAKOBY
UHCTPYMEHTBI UX 7 | IlpoBepka NpakTUYECKUX YMEHUH. 3a4eT
UCITpaBJICHUS 2
OO0s3arenpHas ayAUTOpHAs Harpy3Ka 14




31

CamocTosiTenbHast (BHeayIUTOpHAs) paboTa mpu u3ydeHun paszaena «PenakrupoBanue
CIIyKE€OHBIX JOKYMEHTOB)

Buasl pabot

[TocTpoenue cxem

Co3naHue TEKCTOB

Amnanuz ocobeHHocTelt 0uIaTbHO-AEI0BOr0 CTUJIS

PenaktupoBaHue u npaBKka TEKCTOB 46

TemaTuka caMOCTOSITENBHBIX (BHEAYIUTOPHBIX) padOT 1o pasneny «PenaktupoBanue

CITy>K€OHBIX JOKYMEHTOB)

Jlornuyeckue ocHOBBI JoKyMeHTHpoBaHus (Tema 4.1)
Bunaet u Texnuka npaBku Tekcta (Tema 4.2)
Ananu3 gaktuyeckoro Mmarepuania (Tema 4.3)

Kommozumus ciryxeOnbix 1okyMmeHToB (Tema 4.4)

Paznen 01.03.05 «TexHonorust co3ganus 3JA€KTPOHHON MOJENHN TOKYMEHTa 72
Tewma 5.1 [IpakTruueckue 3aHATUSA 6
[IpaBuiia opopmieHus 1 | Ilpaktuueckas padota Ne 1 «CnusiHue JOKYMEHTOBY 2
nokymeHToB Ha 1K 2 | IIpaktuueckas pabora Ne 2 « CTpyKTypHUpOBaHHE JOKYMEHTOB. )

Hcnonp30BaHue TIaBHOTO TIOKYMEHTa
3 | [Ipaktuueckas pabora Ne 3 «Coznanue mabioHOB u Gpopm» 2
Tema 5.2 [IpakTrueckue 3aHATUSA 8

OO0pabotka nnpopmaumu | 4 | [Ipaktudeckas padora Ne 4 «IToxbop mapamerpa. OpraHu3arus 5
C TIOMOIIBIO TaOIUYHBIX o0paTHOTO pacueTay
IIPOLIECCOPOB 5 | IIpaktuueckas pabora Ne 5 «3amaun ontTuMu3anuu (MIOUCK 5

pelieHus )»
6 | [Ipaktuueckas pabota Ne 6 «CBsizu Mex1y paitnamu u 5

KOHCOJIMIAIMS JaHHBIX TabumuHOM mporeccope MS Excel»
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7 | IIpaktnueckas padora Ne 7 « KoMIiekCcHOE UCITOIb30BaHUE

Lo . 2
npunoxennid Microsoft Office mist co3panus 1oKyMeHTOBY
OO6s3aTenpHas ayJuTOpHAsl Harpy3Ka 14

CamocrosiTenbHas (BHeayauTOopHasi) paboTa mpu H3ydyeHUM pasaena «TexHosorus co3aaHus
AJIEKTPOHHON MOJICTH JJOKYMEHTa)
Buger pabor:
OdopmieHue T0KyMEHTOB
dopmartupoBaHHe JOKYMEHTOB
OdopmileHHE PEKBU3UTOB JOKYMEHTOB 44

Odopminenue TadauI

Temaruka caMOCTOSATENbHBIX (BHEAYIUTOPHBIX) paboT 1o pazaeny «TexHomorus co3naHus
AJIEKTPOHHOM MOJIEIH JJOKYMEHTa»:

[TpaBuna opopmnenus nokymentoB Ha [1K (Tema 5.1)

O0paboTka nH(popMaIK ¢ MOMOIIBIO TaOJIUYHBIX MTpoleccopoB (Tema 5.2)
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VYyeOHast mpakTHKa

Bunpl pabort:

«Crnenoi» AecsITUNANbLEBBIA METO IEYATH, Er0 MPEUMYILECTBA

[ToBTOpEHME pacnpeneneHus NajableB PYK HA OCHOBHOM U MEPBOM psifiaxX KIaBUATYpPhI

[ToBTOpEHUE pacnpeneneHus NaableB PYyK Ha TPEThEM U YETBEPTOM PsiJiaX KIaBUATYPHI

OTtpaboTka yapa Ha BcexX psfax KJIaBUATYpPbI CIEMbIM JECITUNAIBIIEBBIM METOA0M (HA0Op TEKCTa
B €JIUHUILY BPEMEHH )

Habop TekcTa mpu MHOMOLIM CJIENOro AECATUNANBIEBOTO METOAA C HA3HAYEHHBIM 3a/laHHEM
(popmaTupoBaHue TEKCTA)

Habop TekcTa mpu MHOMOILIM CJIENOro AECATUNANBIEBOTO METOAA C HA3HAYEHHBIM 3a/laHHEM
(popMaTrpoBaHuE U peJAKTUPOBAHUE TEKCTA)

Tekcr. DneMeHTapHas 3CTETUKAa KOMIIOHOBKH B TEKCTE.

OcHoBHBIE MpaBuiia 0POPMIICHHUS TEKCTOB JOKYMEHTOB B MAIITMHOMKUCHBIX paboTax.
Hcnonb3oBanue B paboTax HyMepaluu CTPaHHII

Pa30uBKa TEKCTOB Ha CTPAHUIIBI C TTOCIICAYIONICH HyMeparuen

OdopmieHre CHOCOK, CChIIOK

OcHoBHbIE BUBI HIPUDTOB

CnocoObI BBIJICJICHUS B TEKCTE

CoBepIlIeHCTBOBAaHUE TEXHUKU U CKOPOCTH TE€YaTH

KoHTposnbHbIE 1 TPOBEpPOUYHBIE pabOThHI

72
(2 Henenu)
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4. YcnoBus peanuzaruu [IM 01 «Opranuzanus JIOY u
(YHKITMOHUPOBAHUS OPTaHU3AIAN

4.1. TpebGoBaHus K MHUHUMAJIHLHOMY MAaTE€pPUATIHLHO-TEXHUYECKOMY
00€eCTeYeHHIO

Peanuzanmsi mporpamMmMbl MOAYJISl TMPEAIOJIaraeT HAIWYUE YYCOHBIX KaOMHETOB
«KommiekcHbI KaOWHET 10 JOKYMEHTAIIMOHHOMY OOECIICUEHHUIO0 NeITeIbHOCTH
opranuzanun», «KaOuHer  uHpOpMAaMOHHBIX  TexHoiorui»,  «ColuanbHO-
YKOHOMUYECKUX TUCITUTUIAHY.

O6opynoBaHHue YICOHBIX KaOMHETOB

-10CaI0YHbIE MECTA 10 KOJMYECTBY 00YUYaIOIIUXCS;

- pabouee MecTo MmpernoaBaTess

-KOMIUIEKT y4eOHO-HATISAHBIX TTOCOOUI

- KOMIUTIEKT OJJaHKOB TEXHOJIOTHYECKOU JOKYMCHTAITNH;
- KOMIUTIEKT Y4eOHO-METOANICCKON TOKyMEHTAITUH;

Texaudeckue cpeacTBa OOYYCHHs: KOMIBIOTEp, MPUHTEP, ILIOTTEP, CKaHEp,
KOIIHP, CKpEIUIsiioniee 000pya0BaHHe

Peanuzammst mporpaMmbl MOAYJS TpEAroiaracT o0sA3aTeNbHYI0 YYCOHYI0 H
MIPOU3BOICTBEHHYIO TIPAKTUKH.

OO6opy0BaHNE U TEXHOJOTUUECKOE OCHAIIICHUE PabOYUX MECT:

Monenu ynpaBlieHUECKHX JOKYMEHTOB, CXEMbI JIBHXKEHUS JIOKYMEHTOTIOTOKOB U
BUJIBI pPaOOT ¢ HUMH, AIbOOMBI YHHU(PUITUPOBAHHBIX (DOPM JOKYMEHTOB 10 YUETy TPYy/a,
KOMILJIEKCHI PEAJIbHBIX IOKYMEHTOB OpTraHU3allid ropoja;

4.2. UadopmarimonHoe odbecrieueHue 00yueHus

[lepedyenn pekOMEHIyeMbIX yueOHbIX U3nanuii, UHTepHEeT-pecypcos,
JOTIOJIHUTEJIBHOW JINTEPATYPBI

OcHoBHble  ucTOuyHHMKM 10  paszmenam  01.01.01  «/loxkymeHTHpOBaHue
uHpopmanuu, 01.01.02 [JdoxymeHTaMOHHOE oOOecrneueHue JesATEeIbHOCTH
npeanpusatus, 01.01.03 JlokyMeHTannoHHOE oOOecredeHHre IeATeTbHOCTH KaJapOBOM
CITY OBl IPEATPUSITHSI

1. KysuenoB, W.H. [lemonpousBoAcTBO yueOHO-CpaBOYHOE mmocooue /.
N.H.Ky3nenos, M.: U3natenbcko-Toprosas kopropanus «Jlamkos u K», 2013.

2. bacakos, M.U. Jlemonpon3BoactBo/ M.U. bacakos,— M.: M3marenbcko-Toprosas
kopnopauus «lamkos u K», 2014.

3. Kysnenosa, T.B.[enonpoussoactso/ T.B Kyszuenona,.— M.: OO0 «Kypnan
«Ympasienue nepcoHaiom», 2013.

4. TpyxanoBuu, JI.B. CnpaBouHuK 10 KaapoBoMy jAenonpousBoactBy / JI.B
Tpyxanosuy,. JI.H. lyp, — M.: U3natensctBo «Jleno u Cepucy, 2014.
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5. IMomepctauk, H.B. Kanper npennpusitus / H.B. Tlomepcthuk, - M.: TK Ben6u,
u3n-o [IpocmekT. 2015.

6. JlapskoB, H.C. lokymentoBenenue yueobnoe nocooue/ H.C. JlappkoB — M.: ACT:
Boctok-3aman, 2016.

7. Annpeesa, B.I. Jlenonmpoun3BoacTBO: opraHu3amus U BeneHue [Tekct]: ydeOHo-

MpaKkTU4YeCKoe mocodue.- 5-¢ u3a., mepepad.- M : KHOPYC, 2018 .

8. bacakoB, M.U. JlokymMeHTallMOHHOE OOecreueHne YIpaBieHus (C OCHOBaMHU
apxuBoBenenus) [Tekct]: yae6. mocooue nust CIIO u HIIO- 2-e uzn., crep.- M :
KHOPYC, 2018 .

9. Bapmynn, B.B. JlokymeHTaninonHoe odecrieuenue ynpasienus [ TekcT]: yueOHuk
st cpen. npod. odpazoBanus.- M : KOCTULNA, 2018 .

10.loponuna, JI.A. JlokyMeHTanmmOHHOE oOecnedeHne ympasieHus [Tekcr]:
yueOHuK U npaktukyM s CIIO / JILA. Hoponuna, B.C. Uputukosa.- M :
FOpaiir, 2018 .

11.Kopuees, N.K. JlokymMeHTanmoHHOE oOecrieueHue ynpaniaeHus [TeKkcT]: yueOHuK
u npaktukyMm st CIIO / UK. Kopuees, A.B. ITmenko, B.A. Mamyprues .- 2-e
u31., nepepad. u gom.- M : FOpaiit, 2018 .

12.Ky3Henos, N.H. JIOKyMEHTallMOHHOE oOecrnieueHue yIpPaBJICHHUSL.
JIOKyMEHTOOOOpOT M NeIONPOU3BOJACTBO [TEeKCT|: y4eOHUK M MPAKTUKYM JIJIsi
CIIO.- 3-e u3x., mepepad. u gorm.- M : FOpaiit, 2018 .

13.MapteiHoBa, O.B. OCHOBBI pemakTHpOBaHUS: MPaKTUKyM: ydeOHOe mocobue /
O.B. MaprtbiHoBa. - M.: Akanemus, 2008

14,
JlononHUTENbHBIE ICTOUHUKHU
1. HenomnpouszBoactso [TekcT]: mpakTudeckuit kypH./yapeautenb: 000 «Kypuan
«Yupanenue mnepcoHaiom». — Koctpoma: OOO «Menua-cepBucy -
€KEKBAPTAIbHBIN
2. Cekperapckoe neno [Tekct]: mpodecCHOHANBbHBIA  KYPH./YUpEIUTEIIb:

OO0« XKypHan «Ynpasnenue nepconaiom». — Koctpoma: OAO «Koctpomay.
Hurepner-pecypce no pazaeny 01.01.01, 01.01.02, 01.01.03

1. http://www.rus-lib.ru/book
2. http://lwww.termika.ru/dou/maqgd y.php

Ocuoubie uctounuku 1o pazzaeny 01.01.04 «[Ipumenenne TEXHUIECKUX CPEICTB
B (DYHKIIMOHUPOBAHUH OpHrCa»
1. TI'pebentok , E.M. Texauueckue cpeacTBa nHGpopMaTu3anuu y9eOHUK TSI CPEI.
mpod. obpazomanusa. / E.N. I'pebentox, H.A. I'pebentok— M.: Mzgar. Llentp
«Axagemus», 2016.


http://www.rus-lib.ru/book
http://www.termika.ru/dou/magd_y.php

=
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CankoB, B.B. HWnHdbopmanuroHHbIE TEXHOJOTMM U  KOMIIbIOTEpHU3AIUs
nenornpousBoacTBa: yueo. [locobue nis Hau. pod. O6pazoanus / B.B.Cankos.
— 2-e u31., ctep. — M. : 3natensckuil eHTp «Akagemus», 2015

JlomomHUTETHbHBIC NCTOYHUKHU

Apyunnu, H.A. Komnbiotep u apyras oprrexHuka s cekperaps-pedepenta /
H.A. Apyuuau. — PoctoB #//] : ®ennkc,2015.
Kucenes, C.B., CoBpemeHHbIC 0O(pHCHBIC TEXHOJIOTHH: yueOHOE TTocooue st 10-
11 xin./ C.B. Kucenes, WN.JI. KuceneB — M. : M3gatensckuii HEHTp «AKageMHUs»,
2013.
MuxeeBa, E.B. WudopmanumonHsie TEXHOJIOTUU B  MPOQPECCHOHATBHON
nesrenbHocTH: yueb. Ilocobme nmns cryn. Cpen. Ilpod. O6pazoBanus /
E.B.MuxeeBa. — 5-¢ u3z., crep. — M.: 3narensckuii neHTp «Axkagemus», 2015.
[Tmenko, A.B. JlenonpousBOACTBO: JOKYMEHTAIMOHHOE obOecreueHne padboThl
opuca: yueOHOe TmoOcoOMe Ui CTYJAEHTOB  YUYPEXKICHUU  CPEIHETrO
npodeccuonanbHoro oopazoanus/ A.B. ITmenko — M.: MacrepctBo, 2014.
Xannanamena, JI.LH. Kommbiorep u apyras oprrexHuka s CeKperapsi-
pedepenta. Cepus «YueObnuku u Yuebnsie Ilocoous»/ JI.H. Xanmanamea —
PocroB #/]] : ®ennkc, 2015.

HuTepuet-pecypce mo pasaeny 01.01.04
http://docs.google.com/hist.usu.ru/dais/articles/3/Selezneva.do
http://ru.wikipedia.org

OcnoBubie uctounuku mo pasaeny 01.01.05 «Texuonorus nmpodeccuoHaIbHOTO

CTaHOBJICHU

1.

2.

["atanoB 0. O nensx pazBuBaMUX nporpamm, uim kak ['eapu @opy 3apadoTtan
mustnoHb!// I konsHEIH ncuxoitor Ne®,2014.

['onuapoB H.B. JlucTtaHuMOHHBIE TEXHOJOTUM B TecTUpoBaHuM//Bompock
ricuxonoruu Ne2,2014.

. Kimumon, E.A. Beeaenue B mncuxosoruto tpyna / E.A.Kmumos, M.:U3n-Bo

MT'V,2014.

. Kimumos, E.A. Ilemarornueckuii Tpya: NCUXOJOTHYECKUE COCTaBIsSIOLIUE/

E.A Kmumos, M.:1U3a-80 MI'Y,2014.

. Kimumos, E.A. [Ilcuxomoruss mpodeccroHanbHOTO caMmoonpeneiaeHus. /

E.A Kaumos, M.:U3a-80 MI'Y,2014.

. [psxaukoBa, E.JO IIpodopuentanms. / E.JO Ilpsxuaukosa, H.C TlpsokankoB

H.C., M.: Axagemus, 2017.

. [IpsxaukoBa, E.FO Tlcuxomorust Tpyna u demoBedeckoro gocromHcrsa. / E.JO

[TpspxkaukoBa, H.C IpsoxkaukoB H.C., M.: Akanemus, 2016.

OcHoBHble wucTouHuku 10 pazgeny 01.01.06 «DopmupoBaHue OCHOB

HpO(i)CCCI/IOHaHBHOFO CTaHOBJICHUA


http://docs.google.com/hist.usu.ru/dais/articles/3/Selezneva.do
http://ru.wikipedia.org/
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. I'atanos 0. O uensix pa3BuBaromux mnporpamm, win kak ['eapu @opa 3apadoTan

MuInoHBl//IIIkonbHEINH ncuxonor Ne8,2014.

. Tonuapop H.B. JlucTtaHimoHHbIE TEXHOJOTHH B TeCTUpOBaHUHW//Bompockl

ricuxosioruu Ne2,2016.

. Kmumos, E.A. Beenenme B mncuxonoruto tpyma / E.A.Kmumos, M.:M3a-BO

MI'Y,2014.
Knumos, E.A. Ilemarornueckuif TpyA: TCHUXOJOTHYECKHE COCTABIAIOIINE/
E.A.Kmumos, M.:U31-Bo MI'Y,2014.

. Kmamo, E.A. [Tlcuxonoruss mnpodecCHOHAIBHOTO CcaMOOoIpeaeaeHus. /

E.A.Kmumos, M.:U31-Bo MI'Y,2014.

. llpsxuukoBa, E.YO Tlpodopuentamnus. / E.JO Tlpsoxkaukosa, H.C IlpsikHUKOB

H.C., M.: Axagemus, 20017.

. [lpsxuukoBa, E.JFO Ilcuxonorust Tpyaa u yenoBeueckoro moctounctna. / E.FO

ITpsoxankoBa, H.C IpsokaukoB H.C., M.: Axkanemust, 2016.

OcuoBuble uctouHuku 1o pasaeny 01.02.01 «IIpumeneHue mpaBoOBBHIX aKTOB B

ynpaBHeH‘{eCKOﬁ ACATCIIBHOCTH»

1.

Pymbinuna, B.B. OcHoBbl nipaBa [TekcT] : ydeOHUK 17151 CTYJIEHTOB YUPEXKICHUI
cpen. npod. oopazosanus / B.B.Pymbinuna .- M : ®OPYM : UHOPA-M, 2014 .-
256c.- (ITpodeccuonanbHoe 00pa3oBaHUE).

Pymbinuna, B.B. Teopus rocynapctsa u npasa [TekcT] : MeToguueckoe nocooue
/ B.B. Pymbinuna, A.B. Kinumenko .- M : @OPYM : UHOPA-M, 2004 .- 320c.-
(ITpodheccuonansHoe 00pa3zoBaHUE).

OcHoBrl nipaBa [Teker] : yue6.11s cpen. cren. yue0. 3apeaeHuii / 3.I°. Kpbiiona,
O.I1. T'aBpunos, B.U. I'ypees ; pen. 3.I'. KpeinoBoii .- M : Beicmas mkomna, 2014
.- 319¢.- (Cpemnee npodeccuoHaIbHOE 00pa30BaHME).

I[OHOHHI/ITeJIBHBIC HUCTOYHHUKHU

I'paxxnanckuii konexc Poccuiickoit @enepanuu [TekcT] : yactu nepsasi, BTopas,

TPEeThsl W YeTBepTass : odunuanbHbii TekcT.- M: OMEI'A-JI, 2010 .- 474c.-

(Konexkcnl Poccutickoit deneparun).

Konexkc Poccuiickoit ®eneparuun 00 agMUHUCTPATUBHBIX TMPABOHAPYIIECHUSIX

[Texcr] : odunmanbHbIi TEKCT MO coctosHuio Ha 1 mapra 2005 roma .- M :

HamkoB u K, 2015 .- 292c.

Cwmonenckuii, M.b. OcHoBbl mipaBa [Tekct] : yueb. mocobue st cpei. Crell.

yue0. 3aBenenuit / M.b. CmoneHckuii .- 3-¢ u3a., ucnp. u jaom.- Pocros v/ :

®denukc, 2018 .- 413, [3]c.- (Cpennee npodeccuonaarHoe 00pa3oBaHue).
Nurepuet-pecypc no pazaeny 01.02.01

http://yourlib.net/content/

http://ru.wikipedia.org/wiki/

http://www.e-college.ru/xbooks/



http://yourlib.net/content
http://ru.wikipedia.org/wiki/%D0%9F%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D0%BE%D0%B9_%D0%B0%D0%BA%D1%82_%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D1%8F
http://www.e-college.ru/xbooks/
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Ocnosuble uctounuk 1o paszneny 01.02.02 «HopmatuBHO-MeTOAMUECKOE
obecrieueHre OpraHu3alMOHHO-YIIPABIEHYCCKOHN ACSITEIIBHOCTH TPEANPHUsLTUS B chepe
nenonpousBoacTBay U 01.02.03 «HopmaTuBHO-METOIMUECKOE O0ECIICUCHHE
OpraHU3alMOHHO-YIIPABICHYECKON JIEITSIBHOCTH MPEANPUITHS B cepe
apXUBOBEJICHUS

1. KysnenoB, W.H. JlenonpousBoactBo yueOHO-CIIpaBOYHOE Tmocobue /.
N.H.Ky3uenoB, M.: U3narenbcko-Toproas kopropainus «Jlamkos u K», 2014,

2. bacaxos, M.U. JlenmonpousBoactBo/ M.U. bacakoB,— M.: M3narenbcko-Topropas
kopnopauus «Jlamkos u K», 2015.

3. Kysuemnosa, T.B.Jlemonmpomussoacteo/ T.B Kysuenosa,— M.: OO0 <« KypnHan
«Ympasienue nepcoHaiom», 2016.

4. TpyxanoBuu, JI.B. CnpaBouHUK MO KaapoBOMY jenonpousBojactsy / JIL.B
Tpyxanosuy,. JI.H. lllyp, — M.: U3narensctBO «/leno u Ceppucy, 2015.

5. Tomepcrauk, H.B. Kanpsl npeanpusrus / H.B. Ilomepctauk, - M.: TK Ben6n,
u3n-o [Ipocmekr. 2018.

6. JlapskoB, H.C. lokymentoBenenue yueonoe nocooue/ H.C. JlappkoB — M.: ACT:
Bocrok-3aman, 2016.

JlonoHUTENbHBIE HCTOUHUKHU

1. JlenonpousBoactro [Tekct]: mpaktuueckuit xxypH./yupenurenb:O00 «XKypHan
«Ymupasnenue nepcoHaiom». — Koctpoma: OOO «Menua-cepBucy -
€KEKBAPTAIbHbIN

2. Cekperapckoe geno [Tekcr]: mnpodeccHoHaNbHBIM  KypH./ YIdpeaUTENb:
O00O«KypHan «Ynpasnenue nepconanom». — Koctpoma: OAO «Koctpomay.

HNuTepHeT-pecypce 1o pasaeiny

3. http://www.rus-lib.ru/book
4. http://www.termika.ru/dou/magd vy.php
5. http://lib.rus.ec/b/176594/read

OcunoBubie ucrtounnku mo pazaeny 01.03.01 «Opranumzanus aesTeIbHOCTH
CeKpeTapsi pyKOBOIAUTEIISD

1. DurosaroBa, O.A. 500 coBeToB cekpetapio / O.A. DHroBaToBa, «Anbba-IIpeccy,

M., 2014
JlomoTHUTETbHBIC NCTOYHUKH

1. Pumap, Kayc. Cekperapp yupexnenus. Opranuzauus padotsl. / Kayc Pumiap
M., Dxonomuka, 2014

2. Jbxon Xappucon. OpraHuzanusi pabOThl ceKkperapsi yupexaeHus. M.,
Oxonomuka, 2015

3. bormapera, T. H. Cexperapckoe neno. / T. H. bonnapesa, M., Bricias mikorna,
2014

HNuTepHeT-pecypcehl 1o pazaeny


http://www.rus-lib.ru/book
http://www.termika.ru/dou/magd_y.php
http://lib.rus.ec/b/176594/read
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http://bestbook.ru/userfiles
http://lib.rus.ec/b/106556/
http://fictionbook.ru/author/olga yengovatova/500 sovetov sekretaryu



http://bestbook.ru/userfiles
http://lib.rus.ec/b/106556/
http://fictionbook.ru/author/olga_yengovatova/500_sovetov_sekretaryu
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OcHoBuble uctoynuku no paszaeny 01.03.02 «IIpuMeHeHre KOMMYHUKATHUBHBIX

TEXHOJIOTUH B ACATCIBHOCTH CCKPCTAPI»

1.

2.

No ok

8.

9.

JHanueB, A.A. Pycckuii s3bIK U KyJbTypa pedM JJIsi TEXHUYECKHX BY30B., A.A.
Hannes, H.B.Hedenosa. «dennkcey», Pocros-na-Jlony, 2014

Heiikuna, A.Jl. Pycckuit s3pik./ A.Jl. Jlevikuna, T.M.I[laxHoBa. «Bepobym — My,
M., 2015

KynbTypa ycTHOM ¥ MNHCBMEHHOW pE€YM [EJIOBOrO 4YenoBeka. [IpakTukym.
«®munTa. Haykay, M., 2013

Muxansckas, A.K. OcaoBsl putopuku / A.K. Muxansckas, M., 2016

Pycckuii s3b1k. 9 u 11 kmaccel. YueO6Hoe mocodue. «Act-IIpece», M., 2013
Tepmunonoruueckuii cnoBapsb. «IIpocsemenue», M., 2015

Yepnsik, B.Jl. Pycckuii s3p1k u kynsTypa peun / B.JI. Yepnsk, C.-I1. — M. «Cara-
®opym», 2015

HOHOJIHI/ITGJIBHBIG HNCTOYHHNKH

bapanos, M.T. llIkonbHbIN opdorpaduyeckuii ciioBaps pycckoro sizbika / M.T.
bapanos. «IIpoceemenue», M., 1999

Kyko, B.Il. ®pazeonoruueckuii cioBapb pycckoro sizbika / B.IL. XKykos,
«ITpocsemenue», M., 199

Nanosa-Jlykbsauena, I'.H. Kynbrypa yctHOl peun. YuebHoe mocobue / I'.H.
NBanoBa-JlykesaneBa, «®nuaTa. Hayka», M., 2013

Jlanatyxun, M.C. TonkoBslii cimoBapb pycckoro sseika / M.C. JlanmatyxwuH,
«IIpocemenue», M., 2015

JIsBoB, M.P. CnoBapp aHTOHUMOB pycckoro si3pika / M.P. JIbBOB.
«IIpocgemenue», M., 2014

[TaxnoBa, T.M. I'0TOBUMCS K MUCBMEHHBIM M YCTHBIM 3K3aMEHAM IO PYCCKOMY
s3piky /  T.M. Ilaxnona, «IIpocsemnienue», M., 2016

PoroxxuukoBa, P.II. CrnoBapp ycrapeBmmx cioB pycckoro si3pika / P.II
PoroxxuukoBa. «IIpocsemenne», M., 2014

TuxonoB, A.H. CnoBooOpa3oBaTenbHBIM cJIOBapb pycckoro s3bika / A.H.
Tuxonos. «IIpocBemenuey, M., 2015

VYrpaxHeHus U 3a7jaHus IO PyCCKOMY S3bIKYy. « AcTpenb», M., 2014

10.[IxonbHBIN CIOBAPh HMHOCTPAHHBIX cJIOB. «[IpocBemieHuney, M 1913

Nurtepuet-pecypest o pazneny 01.03.02

http://imp.rudn.ru/ffec/rlang-index.html

http://cspu.ru/rus-site/

http://www.feip.ru/2008



http://imp.rudn.ru/ffec/rlang-index.html
http://cspu.ru/rus-site/
http://www.feip.ru/2008
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OcHoBubie uctouHuku 1o pazaeny 01.03.03 «IIpumenenne TeXHOIOTHUU paOOTHI
CJICTIBIM JIECSATUTIATBIIEBBIM METOJIOM)

1. BonpmakoBa, H.. Cekperapckoe aeno,/ H.W. Bonbiakosa, T.M. IIuauruna
PoctoB-na-Jlony: «®enukcy», 2013

HuTepuer-pecypcesl o pasnaeny 01.03.03
http://ru.wikipedia.org/

OcnoBuble uctounukn mno pazaeny 01.03.04 «PenmaktupoBanue CirykeOHBIX
JOKYMEHTOBY

1. Comnory0, O. I1. Ienonpoussoactso. CocTaBieHue, peJakKTUPOBAHUE U
obpaboTtka gokymerToB / O. I1. Cosory6, Omera —JI, 2015
2. Apmnazapos, B.JL., Jlokymentoo6opot. Konnenuuu u nuacrpymenrapuii /B.JL.

Apmnazapos, H.E.Emennsaos, 2014

JlonoaHUTENBHBIE NUCTOYHUKHU
1. Paxmanun, JI.B. Ctunuctuka AeNOBOM peyd M PEIaKTUPOBAHHUE CITYKEOHBIX
nokymeHToB / JI.B. Paxmanun, M., Beicras mkoma, 2014

HNuTepuer-pecypce no pazaeny
http://edu.khsu.ru

OcunoBubie wuctounukn mno paszgeny 01.03.05 «TexHonoruss cozmanus
AIIEKTPOHHON MOJIENTN JOKYMEHTA)

1. Mupommnunyenko, I[1.I1. Word 2010. Co3ganue u pegakTupoBaHUe

TEKCTOBBIX TOKyMeHTOB, / IL.I1. Mupomnnuenko, A. Y. Tomunpid, P. T'. TIpoxau.
2015

OcHoBuble wucTounnku 1o pazgeny 01.03.06 «YmpaBineHue colManbHO-
TICUXOJIOTHYECKUMHU TPOIECCAMU B JEATEITBHOCTH CEKPETaAPs»

1. Edwumora, H.C.Coumanbnas ncuxonorus / H.C. Ebumona.- M.: Ul «®OPYM»
NH®PA, 2018

2. Cocnun, B.A., Conmansnas ncuxonorust / B.A. Cocuun, E.A . KpacaukoBa.- M.:
OOPYM. UH®DPA, 2015.

I[OHOJIHHT@HBHBIC HCTOYHHUKH

1. Anapeera, ['.M.Couunanbnas ncuxosorusi / I''M. Annpeepa.- M.: Acniekt Ilpecc,
2013

2. bagmaes, B.11. , Ilcuxomnorus oOyuenus peueBomy mactepctBy / B.II. Baagmaes,
A.A. Manpies.- M.: 2012.


http://ru.wikipedia.org/
http://edu.khsu.ru/
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3. bemuuckas, E.II., ComumanbHas ncuxonorus auynoctd / E.Il.Bemunckas, O.A.
Tuxomanapuikas.- M.: Acniekt IIpecc, 2015

4. bepn, P. S-xonnenmus u S-o6paspi: Camoco3HaHUE U 3aIIUTHBIE MEXaHU3MBI

muyHoctu / P. bepH, Camapa: U3a./Jom «baxpax», 2013

butanosa, M.P. [Icuxonorus nuanoctHoro pocta/ M.P. butanosa. - M.,2015.

INopsuuna, B.A. Tlcuxonorus obmenus / B.A. I'opsauna. - M.: U3a. Llentp

«Axagemus», 2015

7. Kossipes, ['.11. Beenenue B konduukromnoruto / .M. Ko3sipes.- M.: 2016.

8. Kpeicbko, B.I'. CnoBapb-cipaBOUYHUK TO coluanbHOM mcuxonoruu / B.I.
Kpsicbko. - CII6.: [Tutep, 2013.

9. Ilus, A. f3bik xectoB / A.Ilu3. - H.HOBroposm, 2014

10.Porog, E.W. Ilcuxonorus obmenus / E.W. Poros. - M.: 2014

11.Crankun, M.U. Tlcuxonorust oomenus / M.WU.Crankun . - M.: 2013

12.Cromnstipenko, A.M. Obmias u npodeccruoHanbHas cuxonorus /| A.M.
Cronsapenko. - M.: KOHUTH, 2013

13.1eitnoB, B.I1. KonduukTe! B Hamiel xu3nu u ux paspeuienue. / B.I1. IlleitHos,
Mumnck, 2014.

14 . IlIuOyranu, T. SA-KoHLENIMSA U YyBCTBO COOCTBEHHOTO JIOCTOMHCTBA!
Camoco3HaHue U 3aluTHEIE MexaHu3Mbl JInuHOCTU. / T. [lIubyranu, Camapa:
Uzn. om «baxpax», 2013.

15.MeToauueckue peKOMEH AU IO BBITIOJIHEHHUIO MPAKTUYECKUX PadoT.

HNuTtepueT-pecypces o pazaeny 01.03.06

1. http://www.ippnou.ru/

2. http://www.nsportal.ru

o ol



http://www.ippnou.ru/
http://www.nsportal.ru/
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4.3. O6mume TpeboBaHMs K OpraHU3allKi 00pa30BaTENIBHOIO Mpoliecca

MakcuMallbHBIM 00BbEM  yueOHOM Harpy3ku OOydaromierocs cocraBiseT 54
aKaJIeMUYECKHX 4Yaca B HEIENI0, BKIIOYasl BCE BHUIBI AYJUTOPHON M BHEAYAUTOPHOU
yueOHOM Harpy3Ku npu O4HOM (hopme moydeHus 00pa3oBaHuUsl COCTaBIAET 36 4acoB B
HEJIEII0, BKJIIOUasi BCE BUJIBI ayIUTOPHOM HArpPy3KHU U MPOU3BOACTBEHHOTO OOYUECHUSI.

Peanuzanust mnporpamMmbl  Npo(ECCHOHAIIBHOTO  MOIAYJIS  MPEeayCMaTpUBAET
CIENYIONIME BHJABI TPAKTUK: YydeOHas TMpaKTHKa (IO OCBOEHUIO TEPBUYHBIX
po(heCcCHOHANILHBIX HABBIKOB) W TIPOM3BOACTBCHHAS (KBAIM(DHUKAIIMOHHAS ) PAKTHKA.

VYuebHas npaktuka opranusyerca B yueonom 3asenenuu 'AIIOY CO «HTCKy.
VY4eOHyl0 MNpaKkTUKy PEKOMEHIYETCs MPOBOAUTH PACCPEIOTOYEHO, YEPEeaysCh C
TEOPETUUECKUMHU 3aHATUSIMH B paMKax rnpodeccunoHanbHbIx Moayeit [IM 01 u TIM 02.

[Ipon3BojCcTBEHHAsl IIPAKTMKA OPraHU3YyeTCs Ha  IPEANPHUITUAX, OCHAILIEHHBIX

COBPEMEHHOU O(HUCHONW TEXHUKOW, NPUMEHSIONIMX COBPEMEHHYIO TEXHOJOTHIO H
HanboJiee COBEPIICHHYIO OPTaHU3AIUIO TPY/IA.

[lerm w 3amaum, mnporpamMmbl U (QOPMBI  OTYETHOCTH  OIPEAEISIOTCS
00pa30BaTEeNbHBIM YUPEKICHUEM TI0 KOKIOMY BHUIY MPAKTUKH.

OcBoeHrne MPOPECCHOHATHHOTO MOAYJIS PEKOMEHIYeTCS TOcCie HW3yYeHUs
y4eOHBIX TUCIIUTIINH:
OI'C2.02. «Mcropus» (mociie 0OCBOCHHS 3HAHUN U YMEHHUI)
OII .05 «MHOCTpaHHBIH S3BIKY» (MTOCIIE OCBOCHUS 3HAHWUN U YMEHUH);
EH. 02. «Mudopmatukay (mocie 0OCBOSHUSI 3HAHUN U YMEHUN);
OI1.06. «IIpodeccronanpHasi 3THKA W TICHXOJIOTHS JICJIOBOrO OOIEHUs» (Toce
OCBOEHUS 3HAHUN U YMEHUN);
OIl. O7. «IIpaBoBoe obOecneueHre MPohEecCUOHATBLHOM AESITENbHOCTH» (TIOoCTe
OCBOEHUS 3HAHUN U YMEHUN);

4.4. KagpoBoe obecrieucHre 00pa3oBaTeILHOTO TpoIiecca

TpeboBanusa K KBaTu(PUKAIMK TEIArOTHYECKUX (MHKEHEPHO-TIEarornueCcKuX )
KaJpoB, 00ECHEUYMBAIOIIMX OOYUYEHHE M0 MEXIUCIUIUIMHAPHOMY Kypcy (Kypcam):
HaJM4Me BBICIIET0 MPO(ECCHOHATBHOTO 00pa30BaHUsl, COOTBETCTBYIOIIETO MPOPUITIO
Moyt «Opranuzanus JJOY u GyHKIMOHUPOBaHUS OpPTaHU3aALIUN.

TpeboBanus K KBaIM(pUKAIMK T[E€JarorTMUYeCKUX KaJpoB, OCYIECTBIISIOMINX
PYKOBOJCTBO IPAKTUKOHN

NHXeHEepHO-TIeIaroTHYeCKUd  COCTaB: JUINIOMUPOBAHHBIC CHEHHUAIUCTBI —
MPENoIaBaTesid MEXIUCIUIUIMHAPHBIX KypCOB, a Takxke o0menpodeccuoHaIbHbIX
TUCHUTUIAH
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5. KoHTpOJIb ¥ OlIeHKa pe3yIbTaTOB OCBOCHHUS MPOPECCHOHATLHOTO

Moy (Buaa Mpo(eccuoHaIbHOM ACSATEIIHLHOCTH)

Pe3ynbraTel ®opmsbl 1
(ocBOEHHBIE OCHOBHBIE MTOKA3aTENH OLEHKU METOBI
npodeccruoHanbHbIe pe3yJibTara KOHTpPOJIS U
KOMITETEHIIUN) OIICHKH
KOOPAUHUPOBATH pabory | CoctaBnenue rpaduka mnpuema | Texyuuii
oduca, BECTH IIPUEM | IOCETUTEIIEH; KOHMPOJIb 8
IIOCETUTEIIEH; CocraBnenue periiamenTa | goopme:
paboThl oduca - 3auumaol
ocyumlecTBIATh  paboty 1o | CocTaBieHue IJIaHa MPOBEACHUS | RPAKMUYECKUX
MOJTOTOBKE M TIPOBEACHUIO | COBEIIAHUNA, JENOBBIX BCTPEY, | 3AHAMUL,
COBEILAHUM, JIEJTOBBIX BCTPEY, | IPUEMOB, NMPE3EHTALIUM 3auumol
IIPUEMOB H IIPE3EHTALIN; CocraBneHue #u  0QOpPMIICHUE | KYPCOBbIX
JOKYMEHTOB 110 TPOBEICHHIO | pabom,
3arIaHUPOBAHHBIX KOHMPOJIbHBIX
MEpONPUSITUNA pabom no
ocymiecTBiIATh  moarotoBky | CocraBnenne u  odopmienue | memam MJK.
JIEJIOBBIX MOE3/I0K | IOKYMEHTOB JJIsI KOMaHJIUPOBOK
PYKOBOJOUTENSA W JAPYIUX | pyKOBOJUTEIS
COTPYIHHMKOB OpraHU3allNH; CocraBnenue nepeuns | 3auemol no
OpraHu3oBaTh pabodee MecTo | 000pyIOBAHMUS, TEXHUYECKHX | V4eOHOU
cekpeTapsi U pyKOBOAMUTEIS; CpE/ACTB U KaHICISIPCKUX | NPAKMuUKe u no
PUHAJJICKHOCTEN Kaxcoomy u3
opopMIsATh U peructpupoBarh | CocTaBiaeHHe PEKBU3UTOB, | PA30enos
OpraHU3allMOHHO- HUCIIOJIB3YEMBIX Ipu npogpeccuonans
pACIOPSIUTEIIBHBIC opopmiiennu Beex BuoB OPJl; | HO20 MOOYIA.
JIOKYMEHTBI, KOHTposmpoBaTh | CocTaBineHue u odopmieHue

CPOKH HUX HUCIIOJTHCHUA,

PETHCTPAIMOHHBIX KYPHAJIOB;
CocraBnenne u  odopmIIeHHE
KOHTPOJIbHBIX TOYEK, aJIfTOPUTMA
110 KOHTPOJIIO

o0pabaTbiBaTh BXOJIINE U

UCXO/ISIINE JOKYMEHTBI,
CHUCTEeMaTH3UPOBATH ux,
COCTaBIIsITh  HOMEHKJIATypy
nen u dbopmHpoBaTh

JOKYMEHTHI B JIEIIA;

OdopmiieHre perucTparmoHHbIX

KYpHAJIOB, HpOCTaBJICHHUE
PETUCTPAIIMOHHBIX HOMEpPOB Ha
JOKYMEHTaX;

CocraBnenue CTPYKTYpPBbI
HOMEHKJIATYpHhI JIET;
CocraBnenue anropurma
odopmiieHus HOMEHKJIATypBI
e,

CocraBnenue anropurma

(dbopmMupoBaHus aein
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CaMOCTOATENIbHO padoTaTh C
JOKYMEHTaMH, COJEP KaIuMHU
KOH(UICHINATHEHYIO
uH(POPMAIIMIO, B TOM YHUCIE C
JOKYMEHTAaMU TI0 JIHYHOMY
COCTaBYy;

CocraBnenue u odopmiieHue
JOKYMEHTOB ~ TI0  JHYHOMY
COCTaBY;

CocrapneHue anropurma padoThl
C KOH(UICHITNATbHBIMU
JOKYMEHTaMHU

OCYUIIECTBJIATh  TeleoHHOE
oOcnykuBaHUE, MPUHUMATh U
nepenaBaTh (pakchl;

[Tpumenenue TIPaBHII
Teae(OHHOr0 OOCTY)KUBaHUS B
pabote cekperaps CocTaBieHHE
u obopmiieHUE TeaehOHOTPaMM

OCYLIECTBJIATH  IOJATOTOBKY
JeJl K Iepeladye Ha apXUBHOE
XpaHEHHUE;

CocraBieHue anroputMa padboThl
Ha o(popMIIEHUE JEIT;
CoctapieHue aKTa nepegadu aei

COCTaBIIATH ~ ONWCH  JIEI,
OCYIIECTBIISIT  MOATOTOBKY
nel K TIepenade B apXuB
OpraHu3aluy,
roCyapCTBEHHBIN

CocraBnenue #u  opopmIICHHE
OIMCEN  JIe1  IIOCTOSHHOTO,
JOJITCOCPOYHOTO CPOKOB
XpaHEeHUs

dopMBI ¥ METOABI KOHTPOJS MW OICHKH PE3YJIbTaTOB OOYYCHHS JIOJKHBI
MO3BOJIATh ~ TPOBEPATH Y  OOYyYAIOIIUXCSA HE  TOJIbKO  C(HOPMHUPOBAHHOCTH
HO H pa3BUTHC OOMMX KOMIICTCHIIUHA |

poheCCUOHANIBHBIX ~ KOMITCTCHITUH,

00ecreynBaINX UX YMEHUN.

cBoeil Oynmymieit mpodeccun,
IIPOSIBIIATH K HEW YCTONYUBBIN

OLICHMBATh UX d(PPEKTUBHOCTD
Y KayeCTBO;

UHTEpPEC;

OpraHW30BBIBATH [IpoBenenue aHanu3a
COOCTBEHHYIO JICSITEILHOCTH, | JACJIONPOU3BOICTBEHHON
BBIOMpATh TUIOBBIE METOJbI U | JACATECIbHOCTU KOHKPETHOTO
CIIocoObI BBITIOJTHEHUS | IPENIPUSTHS;
npodeccUOHANBbHBIX  3aj1a4, OleHuBaHHE MPaBUJIbHOCTH

COCTaBJCHUS U  OQOpMIICHUS
JOKYMEHTOB IO  YIPAaBJIEHUIO
NEATEIbHOCTH MPEANIPHUSITHS;

Pa3pabotka KOHKPETHBIX
MEpOIPUATHN 1o
COBEpPILIEHCTBOBAHUIO

YIPaBIEHYECKOU IESTENbHOCTH

®opmsbl 1
Pesynbprarsl
OCHOBHBIE TIOKa3aTeNIN OLICHKH METO/IBI
(ocBOCHHBIC OOIITHE
pesynbrara KOHTPOJISA U
KOMIIETEHIHN )

OLIEHKH
OHUMATh CYLIHOCTb U | — IeMOHCTpalusi uHTepeca K | Mumepnpemayu
COLMATIBHYIO 3HAYUMOCTb | Oyaywen npodeccun A pesyibmamos

HabnooeHul  3a
0esimebHOCMbIO
obyuarowezocs 6
npoyecce
0CB80eHUS
0bpazosamenvi
OU NPocpammol
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IIPUHAMATh pelLIeHns B
CTaHJAPTHBIX U
HECTAHJAPTHBIX CHUTYyalHUsIX M

JIOKa3bIBACT MIPaBHIIBHOCTh
BBIOOpA PEKBU3UTOB VIS
oopMIICHUS PaA3TUYHBIX BUOB

HECTHU 3a HUX | IOKYMEHTOB B COOTBETCTBUHU C
OTBETCTBEHHOCTb; ycinoBusimu 'OCTa
OCYILECTBIIATh IOUCK  H | — 3(ppeKTUBHBIN ITIOMCK
UCIIOJIb30BAHNE MHPOPMALUH, | He0OX0AUMON MH(OPMALIUY;
HEOOXOAMMOM HJIA | — HUCITI0JIB30BAHUE pa3In4YHbIX
5(Q(EKTUBHOTO  BBINOIHEHMS = CTOYHUKOB, BKJTIOYAS
NpOo(EeCCHOHANBHBIX 3134, | HIeKTPOHHBIE
poheCCUOHAIBHOTO u

JUYHOCTHOTO Pa3BUTHUS,

WCITOJIB30BATh Coznmaer JTIOKYMEHTBI C
nH(OPMAITMOHHO- MPUMEHEHUEM  KOMIThIOTEPHOM
KOMMYHUKAITMOHHBIE TEXHUKA

TEXHOJIOTUHU B | PaboTaeT ¢ IoKaJIbHOM CEThIO
npodecCUOHAIBHOM

NeSTeTbHOCTH;

paboTath B KOJUIGKTHMBE U B  B3aUMOJICHCTBHE C
KOMaHJie, 3¢ HEKTUBHO | O0YyJAIOIIIMHUCH,

o0maTeCss  C  KOJJIETaMmH|, | MPEMoJaBaTeisiIMU B XOJ€
PYKOBOJICTBOM, oOy4eHus

MOTPEOUTEISIMU;

Opatb Ha ce0s | camoaHAIM3 M KOPPEKIUS
OTBETCTBEHHOCTh 3a paboTy | pe3yJbTaTOB COOCTBEHHOM
YJIEHOB KOMaH/Ibl | pabOoThI

(MOJYMHEHHBIX), 3@ PE3YJIbTAT
BBITIOJTHCHMS 3aJIaHUI;

CaMOCTOATENLHO  OIPEACIIAThH
3a/1auu MpodhecCUOHATBLHOTO U

JUYHOCTHOTO pa3BUTHS,
3aHHMAaThCS
caM000pa30oBaHUEM,
OCO3HAHHO IUTAHUPOBATH

ITOBBIIICHUEC KBaJ'II/I(i)I/IKaLII/II/I;

OpraHu3alMsl CaMOCTOSTEIbHBIX
3aHATHN npu U3y4YECHUHU
poecCuOoHaTBEHOTO MOTYJIS

OPUEHTUPOBATHCS B YCIOBUSIX
YyacTOM CMEHBI TEXHOJIOTUH B
npodecCuoOHaATbHON
JIEATEIILHOCTH;

aHaJIU3 HOPMATHUBHO-
METOIMYECKOU JINTEPATYPHI B
00J1acTH IOKYMEHTAIlMOHHOTO
oOecrieueHus yupaBiIeHUs U
apXUBOBE/ICHUS;




