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2017



PACCMOTPEHO
Ha 3aCeaHHH ICIarorH4eCcKoro CoOeeTta

Tpotokon ot 2/.04.260/F N 7

PACCMOTPEHO ‘
HA 3acelaHu# Y4eOHO-MEeTOAUYECKOro 00ne THHeHHS
npenoaasareseil COMHATEHO-3KOHOMHYECKOTo Tpodumns
ITpotokon ot 32 CL A F ~ L

I[Ipencenarens YMO =2 H.IO. [lertspera

IIporpaMma MpPOH3BOJACTBEHHON mpakTHKW paspaboTraHa Ha OcHOBE DeaepanbHOro
rocyapcTBeHHOro odpasosarenbHoro cranaapra (Aanee — ®I'OC) no cnennaibHOCTH CPEIHETO
npoeccuonaneHoro obpasosanus (mamee CI10) 46.02.01 JlokyMeHTalMOHHOE oOecmeyeHue
yIpaB/ieHHs W apxuBOBeaeHHE, yKpynHenHas rpynna 46.00.00Mcropus u apxeonorus, (nmpukas
MunncrepcTBa oOpasoBanusit H HaykH Poccuiickoii ®@emepauunor 11 asrycra 2014r.
N 975.3apeructpupoBano B Muniocte P® 3aperucrpuposano B Muntocre PO 20 asrycra
2014 r.Peructpaunonnsiii N 33682

Opranmzanus-paspaboruux:  [ocynapcrBennoe  OropkerHoe — mpodecCHOHAIBHOE
obpasoparensuoe yupexaenue Kpacnonapckoro kpas —«Ycrb-JIaOuHCKHH — COLMANBHO-
NeJarorHYecKuil KoK

PazpaboTunku:
Bynarsa A.C., npenogaBaTens

Pernien3enThi:

/D WMO 7/ / WAL A lbrceet 0 Gt A COTE Wf;ﬁeow (

©.H.0., A0BKHOCTL M HAKMEHOBAHKE OPIaH na’aumi KBAJIM(PHEALLMA 110 AHILIOMY)

M(fkﬁ/&’%ﬂ%{ﬂ Ll Sapt— S iercomicet ,pa.,u esr gg@)ﬁ/:ﬂ&,t_.

S

MOATHCE

R | _.
Z/?QPMWW n// a// / Lo el gy WO M@?‘/ jﬂgf/fq{ 7

O HO., Jl(}JT)KHOC'I'b H HAHMCHOBAHHE Opranusaiim, ksanukal#in no auriomy)

%fc"mem@m goyre eece " Do petees e zz(%@.ﬁﬁtz;«d

NOATHCH

OFHAC@BAHO
/{” iebien el M ‘,&, c@dezfx/m%o%

Jﬂipe HOUMER €1 HATHSL,

oAt S o prne A
S i ; (bmuﬁ HHHIIHABI
XS é?%/f"{m!\ 2004 1.

Peructpaitmonssiit Homep Ne



Peuensus
Ha nporpammy npou3sBoACTBEHHOH NPAKTHKH
Ilo cnenuansHocTn 46.02.01. lokymenTaunonnoe obecneuenue ynpapjieHus
¥ apXHBOBe/JeHHe

Jannas nporpamMma y4deOHOH NpaKTUKM COOTBeTCTBYeT @DenepalbHOMY
rocyIapCTBeHHOMY 00pa30BaTelbHOMY CTaHIApTy CPeAHEero npohecCHOHATBHOTO
obpazoBanus no crenuanbHocTH 46.02.01. JlokymeHTannoHHOE obecredeHue
ylpaBieHHss M apxXxuBoBejieHHe. [Iporpamma I[POM3BOJACTBEHHOH TPAaKTHKU
OTpaXkaeT MPOMW3OIIe/NINe H3MEHEHUs CHCTeMbl oOpa3oBaHHs, TpeOOBaHHH K
npodecCHOHATBHOW KOMIMIETEHTHOCTH CTIEIIHATHCTOB.

Conepxanue KaKJ0# TeMbI HalpaBlIeHO Ha (hopMUpOBaHME ‘onpeneneHHOﬁ
MPO(ECCHOHATTBHOH KOMIETEHIIHH.

3asiBleHHble TpedoBaHMS K OpraHu3alud [pPaKTHUKH [OAYepKHBAIOT
OPHEHTHPOBaHHE COBPEMEHHOI'0 CpeAHero npogeccCHOHaIbHOr0 00pa3oBaHUs Ha
MOAOTOBKY BOCTpeOOBAHHOIO Ha pBIHKE TpyJa CIIELHAIMCTa M 3aiBISIIOT 00
orpeeneHHOM oTOOpe, Kak MpeAnpusTHH, OpraHu3aluil, Tak W PYKOBOIWTENeH
IPOM3BOJCTBEHHOH NMPAKTHKH.

Conepxanue KaXIOro 3JEMEHTa MpOrpaMMbl pa3padoTaHO C JI0CTATOYHOH
CTENeHbIO MONHOTHI W 3aKOHYEHHOCTH, C LieJecoo0pasHBIM pachpeeleHHeM
4acOBO# HArpy3Ku ¥ BUIOB 3aHATHH.

Peuensupyemasi mporpaMma COIEpKHT BCe HEOOXOIMMBbIE KOMIIOHEHTEI,
obnamaeT JOCTATOYHOM TMOJHOTOM M 33aKOHYEHHOCTBHIO M SBISETCS BaXKHBIM
3JIEMEHTOM OCHOBHOH NpO(eCcCHOHAIBHOM 00pa30BaTeIbHON MNPOrpaMMbl [0
cnenuansHocTH  46.02.01. JloxymeHTauuoHHOe oOecnedeHue YyOpaBJIeHHS H
apXHBOBEJICHHUE.

Penensent:

@34%-@"4 LD / /4// A @RIl Brect < (M,éffft@'c'&"{f Dne Agg,oa.ﬂ
R

(. H.O. nomisoCcTs 1 HAMMEHOBAHNE OPIAHUIALLIM)

,liaﬂ,,:fewz:ue&}#fﬁwu LD SplE- Nz brecceseecs /jﬁt , (L-CH A0

(KBaauduraus 1o 1niemy)

5;(’ c? '_ f&:-_z:“f/ 20&1‘.



Penensus
Ha nporpammy npou3BoACTBeHHOH NPAKTHKH
ITo cneunansHoeTH 46.02.01. lokymenTaunnoHHOe ofecneyeHHe ynpaBJieHHs
H apXHBOBe/eHHe

Hannas nporpamMma ydeOHOH NpakTHKM cooTBercTByeT @enepalibHOMY
rocygapcTBeHHOMY 00pa3oBaTellbHOMY CTaHAapTy CpeaHero npodecCuoHaIbHOTO
obpaszoBanmus mo crenuHanbHocTH 46.02.01. JlokymeHTanmoHHOEe obecreyeHne
yhnpaBieHUss W apxusBoBeleHue. IIporpamma NpOW3BOACTBEHHON [PAKTHKU
OTpaxkaeT TPOU3OLIEAIINE M3MEHEHHUs CHCTeMbl 00pa3oBaHus, TpeOoBaHHI K
npodecCHOHaNbHON KOMIIETEHTHOCTH CIIEeIHATHCTOB.

CojiepkaHne Kax 0 TeMbl HalpaBieHO Ha (GOpMHUPOBaHHE bnpeﬂeneﬁﬂoﬁ
npodeccHoHaIbHON KOMIIETEHLIHH.

3asBeHHble TpeOOBaHUS K OpraHu3alMd [MPAaKTHKH [OAYEepPKUBAIOT
OPHEHTHPOBAaHHE COBPEMEHHOTO CpeAHEero mpodeccHoHanbHOro obpa3oBaHUs Ha
MOJArOTOBKY BOCTpeOOBAHHOIO HaA PpLIHKE Tpy/Ja CHELHANUCTAa W 3asBJSIOT 00
ornpejeneHHOM oTOOpe, Kak NpeanpusThii, opraHusaluii, TaK U pyKOBOAMTENEH
IIPOM3BOJICTBEHHOH NPAKTHKH.

ConepxaHue KaXxZ10ro 3jieMeHTa IporpaMMbl pa3paboTaHO ¢ JOCTaTOYHOM
CTENEHbIO IMOJHOTHI W 3aKOHYEHHOCTH, C LenecooOpasHbIM pachpeaeleHreM
4acOBOW Harpy3KH W BHIOB 3aHSTHH.

PerieH3upyemasi nporpaMMa COJEP/KHT BCE HEOOXOJIHWMBIE KOMITOHEHTEI,
obnamaer [AOCTATOYHON TOMHOTOW M 3aKOHYEHHOCTBIO U SIBISIETCS BaJKHBIM
3JIEMEHTOM OCHOBHOW TmpodeccHoHaNbHOM 00pa30BaTebLHOM MporpaMmsl 110
cienmanpaocT  46.02.01. JlokymeHTannoHHoe obecrnieueHue ymnpasiieHus U
apXUBOBEJIEHUE.

PenenzeHr:

Bt (B.H.0. 10EKHOCTE H HARMEHOBAHHE OPTaHi: ]

(kEdnuuKad 10 JHITIOMY)
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1. IACHOPT NPOT'PAMMBI TIPOU3BOJCTBEHHOM IMPAKTUKH

1.1. ObnacTe mpuUMEHEHUS TPOrPAMMBI

[Iporpamma mNpPOU3BOACTBEHHOW TIPAKTUKMU SIBJISIETCS YAaCThIO OCHOBHOM
npodeccuoHanbHOl  00pa3oBaTeNbHOM  MpOrpaMmbl,  pa3paboTaHHON B
cootBercTBUM ¢ PI'OC CIIO mno cneunmansHocTH 46.02.01 JlOKyMEHTalIMIOHHOE
o0OecrieueHre YyOpaBlieHUs H apxuBoBeAeHHE. [Ipom3BOACTBEHHAs MpPAKTHKA
BKJIIOUAET B ceOs CIIEAYIOIIME 3Talbl: MPAKTUKY MO MPOQUII0 CIEHUATBHOCTH U
NPEIIUIIOMHYIO TPAKTHKY.

1.2. llenn m 3axa4n MPOU3BOACTBEHHON MTPAKTUKH

[{enn npou3BOICTBEHHON MPAKTUKH O MPOQUITIO CIICIIUATBHOCTH
- 3aKpEIUICHHWE W  peanu3alus  TEOPETUYECKHX  3HAaHUM  CTYACHTOB,
CHEIUATU3UPYIOMUXCS B 00JIACTH JOKYMEHTAITMOHHOTO 00eCIIeYeHHs YIIPABICHUS
Y apXUBOBEICHHUS,
- (¢opmupoBaHHE OOIUMX U MPOPECCHOHAIBHBIX KOMIIETCHIIUM, KOMILJIEKCHOE
OCBOCHHE 00YyYaIoIUMCs BUIOB MPOQPECCHOHANIBHOM AesTenbHocTH (Hanee BITJT).

[{enu mpon3BOACTBEHHOM MPAKTUKU MPEITUTLIIOMHOM:
- OBJIaJICHUE MPAKTUYECKHUMH HaBbIKAMH CAMOCTOSTEIBHOM paboThl B 001acTH
UCCJEIOBAHUSI CHCTEM JIOKYMEHTALIMOHHOTO OOECIeUeHUs yOpaBiCHUS U
apXWBOBEJICHUS.
- ompeaeneHue oOjacTed Hay4YHBIX MCCICAOBAHUNU C IIEJIbI0 TOCIEAYIOIICH
MOJATOTOBKM KYPCOBBIX M JIHUIUIOMHBIX paboT, cOOp MaTepuanoB, HEOOXOAMMBIX
JUUISL UX HAIlMCaHMUS.

3agauu NpOU3BOACTBEHHOU MPAKTUKH:
- U3y4YeHHUE OCOOEHHOCTEH OPTraHM3aIMOHHOW CTPYKTYphI MPEANPHUSATHS U BUIOB
JEATEIIbHOCTH;
- U3y4eHue CTPYKTyphl ciyx0b1 JIOVY, dhopm paboThl ¢ JOKYyMEHTAMHM, IIITATHOTO
cocTaBa M €€ (PyHKITH;
- U3y4eHHEe HOPMATUBHO-TIPABOBOM 0a3bl ciyx0b1 JIOY;
- TMPOBEJCHHE aHalM3a OpraHu3alid M TEXHOJOTMHU JOKYMEHTAIlMOHHOTO
obOecrieueHus yrpaBiieHUs (M3y4yeHHUEe JOKYMEHTO000pOTa, TEXHOJIOTHH 00paboTKH
JIOKYMEHTOB B TPAJUIIMOHHBIX U aBTOMATHU3UPOBAHHBIX CHUCTEMax, MPHUOOpETEHUE
HaBBIKOB PabOTHI ¢ HHPOPMAITMOHHO-TIOUCKOBBIMU CUCTEMaMH.

1.3. PekomeHyeMoe KOJIM4YeCTBO 4acoB

Ha OCBOCHHE MPAKTUKH 110 MPODHITIO CIISIIUATIBHOCTH .
IIM.01 —364acos,
IIM.02 —364acos,

[IM.03 — 36 Jacos.
Ha OCBOEHME NMPEIAUILIOMHOMN npakTuku — 144 yaca.



2. PE3YJIbTATBI OCBOEHUSI TPOT'PAMMbI
INPOU3BOJACTBEHHOMU NTPAKTUKHU

B pesynbrare npoxoxkaeHHs MPOU3BOJICTBEHHOW MPAKTUKH, PEAM3yeMOu B
pamkax npodeccronanbHbix Momynei OIIOIT CIIO mo kaxmomMy W3 BHJIOB
npodeccuoHanpHOM  jAedarenbHOCTH, — npeaycMorpeHHsix — OI'OC  CIIO,
OOy4aroluiicss JOKEH OCBOHUTH CJEIyIoIHue oOIMe U MpoQecCHOHATbHBIE
KOMITETEHIIUH:

OK 1. TloHumarh CymIHOCTh U COIMANBHYIO 3HAYMMOCTH CBOEHM OymyIieit
npodeccu, MPOSBIISITh K HEW YCTOMYUBBIA UHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO N€ATEIbHOCTb, BbIOMpATh THUIIOBBIE
METOJIbI M CIOCOOBI BBHINOJHEHHUS MPO(ECCHOHAIBHBIX 3ajad, OLEHUBATh MX
() PEKTUBHOCTD U KA4E€CTBO.

OK 3. IIpuHuMaTh pelIeHHs] B CTAHAAPTHBIX U HECTAHJIAPTHBIX CUTYALUSIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyiiecTBIATh MOKUCK M UCIOJb30BaHUE MHPOPMALIMK, HEOOXOIUMOI
JUTs1 3 PEKTUBHOrO BHINIOJHEHUS TPOPECCUOHANBHBIX 3aJ1a4, MPOPECCUOHAIBHOTO
Y JIMYHOCTHOT'O Pa3BUTHSL.

OK 5. Hcnonb3oBaTh MHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
po¢eCCUOHATIBHOU JIEATEIIbHOCTH.

OK 6. PaGoratb B KOJUIEKTMBE MU KoMaHze, 3(G(EKTUBHO OOMmAThCA C
KOJJIEraMH, PYKOBOACTBOM, IOTPEOUTEISIMHU.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 3a pPa0OTy UIEHOB KOMAaHJIbI
(MOTYMHEHHBIX ), pE3yIbTaT BHIMIOTHEHUS 3a/IaHUN.

OK 8. CamocToATenbHO OMNpeAeNsTh 3aJaud MpPO(PECCHOHATBHOTO U
JMYHOCTHOTO Pa3BUTHS, 3aHUMAThCSI CaMOOOpa30BaHUEM, OCO3HAHHO TJIAaHUPOBATh
MOBBINICHUE KBATHU(PUKAIIIH.

OK 9. OpueHTUpOBaTbCS B YCIOBHUSX YACTOM CMEHBI TEXHOJIOTUM B
poheCCUOHATIBHON JIEATEIIbHOCTH.

[IK 1.1. KoopaunupoBats paboTy opranuzanuu (IpHEeMHOU PyKOBOAMTEIS),
BECTU IPUEM ITOCETUTENIEH.

[IK 1.2. OcymiecTBasTh pabOTy MO MOJATOTOBKE M MPOBEICHUIO COBEIIAHUM,
JIETIOBBIX BCTPEY, IPUEMOB U MPE3EHTALIUM.

[IK 1.3. OcymecTBisiTh NOATOTOBKY JEJNOBBIX IOE3I0K PYKOBOJMUTENS M
JOPYTUX COTPYAHUKOB OpraHu3aliu.

[1K 1.4. OpranuzoBbiBaTh pabodee MECTO CEKpeTapsi U pyKOBOIUTEIS.

[1K 1.5. OdbopmiaTs u perucTpupoBaTh OpraHU3AIMOHHO-PACTIOPSAIUTEIIHHBIC
JIOKYMEHTBI, KOHTPOJMPOBATh CPOKH UX UCIIOJHEHUS.

[IK 1.6. OO0pabarbiBaTh BXOASIIME W  HUCXOIAIIUE  JOKYMEHTHI,
CUCTEMATU3UPOBATh WX, COCTaBISATH HOMEHKIATypy JAel u (HopMupoBath
JIOKYMEHTHI B JIeTa.

[IK 1.7. CamocrositenbHO paboTaTh € JOKYMEHTaMH, COJIEpPKAIUMHU
KOH(HIEHIIUANbHYI0 UH(POPMAIIMIO, B TOM YHCIIE C JOKYMEHTaMH IO JUYHOMY
COCTaBy.



I[IK 1.8. OcymectBisath TenedoHHOE OOCTy)KMBaHUE, NpPUHUMATh U
nepenaBath (haKchl.

ITK 1.9. OcymiecTBisTh MOATOTOBKY A€M K Iepeaadye Ha apXUBHOE XpaHEHHUE.

ITIK 1.10. CocTaBisTh ONKUCH JIE], OCYIIECTBISATh MOATOTOBKY JI€J K MEpeaaye
B apXUB OpPTaHU3aINH, TOCYAapPCTBEHHbBIE U MYHUIIUITAIbHBIC ADXUBBHI.
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3. TEMATUYECKUMI ILTAH 1 COAEP’)KAHUE
INPOU3BOJACTBEHHOMU NTPAKTUKH

ITo npoduiaro ciennaJabHOCTH

HaunmenoBanmue
O0beMm
npogeccuoHaJIbLHOr0 Buasbi padorsl Conep:xkanue padboTbl
MOYJIsl, TeM Hacop
IIM.010pranusanus
AOKYMEHTAIHOHHOT0
odecneyeHus
ylpaBJieHHs U
(pyHKUMOHMpPOBaHUA
OpraHu3anuu
M/IK 01.03
Opranusanus
CeKpeTapcKoro
00CTy:KNBAHUS
Tema 1 Opranmzanus | Opranuzanus CocraBieHune IaHUPOBKHU pabodero mecra. | 6
paboThl B IpUEMHON | pabouero mecta N3ydenue mpaBuil peryJIupoBKU MOTOKA
CeKpeTaps MOCETUTEIEH.
PaccmoTpenue ocobeHHOCTel opraHu3auu
CoBepiieHCTBOBaHHE | paboOYero IHs PyKOBOAUTETIS.
HABBIKOB JIEJIOBOTO Oco0eHHOCTH OpraHu3aIiy IpueMa u
oOLIeHUs PErucTpanyy MOCETUTENEH.
OcobeHHOCTH OOIIEHHS C IPECTABUTEIISIMU
CTOPOHHUX OpPraHU3alui ¢ TPUMEHEHUEM
HaBBIKOB JIEJIOBOTO OOIIEHHUS.
N3ydenne ocobeHHOCTEH BEACHUS IETOBBIX
NIEPEroBOPOB
Tewma 2. Ponb [Ipumenenue Odopmrnenne 1 MOArOTOBKA KOH(pEpeHII- 6
cekperaps B KOMITHIOTEPHBIX U 3aJ1a JUIsl IPOBEJICHUST MEPOTIPHSITHIA.
OpraHu3aIu TeleKOMMYHUKaMOH | CocTaBieHHE TPAKTUIECKUX
MEPOTIPUATHIA HBIX CPEJICTB, CPEJICTB | PEKOMEHIAIUH IO OPTaHU3AIUN
OpraHU3aIMOHHON COBMEIIEHUH, IEPETOBOPOB.
TeXHUKHU Ha pabouem | [logroroBka makera TOKyMEHTOB AJIs
MECTE. YYaCTHUKOB COBEIIAHUH, Mpe3eHTaIi.
AHanu3 0cOOCHHOCTEH MPOBEICHUST U
JlokymeHTUpOBaHNE COCTAaBJICHHE MPOTOKOJIa COBELIAHUSI.
COBEILIAHHI, Odopmierune mpoToKoIa 3aceTaHus.
MIEpPErOBOPOB Oco0eHHOCTH NTEPETOBOPOB C
WHOCTPAaHHBIMU TOCTSIMHU.
Tema 3. DTuyeckue [Ipumenenue Ha N3yueHnrne OCHOBHBIX ACTETUYECKUX HOPM B | 6

HOPMBI CEKpeTapsl

MPAKTHKE
YCTaHOBJIEHHBIX

CEKpETapCKOM Jielie.
[IpumeHeHre Ha MPAKTUKE ITHYECKUX




MIPAaBUJI U CPE/ICTB
001LIEeHNs.

OTtpaboTKa HaBBIKOB
TeaeOHHOTO
o0cTy>)KUBaHUS

MpaBWI: OUIIUAITBHO-/IEJIOBON CTHIIb,
KYyJbTypa pe4M, J1EJI0BOU ITUKET.
CobmoieHue ciry>xke0Hoi cyOopIuHAIIH.
N3yuenne ocoOeHHOCTEH BeieHNE
TereOHHOTO 00CTY)KUBAHMUS.
OCylIIecTBIEHUE TeIe(hOHHOTO
00CcITy>)KMBaHUS.

OcymiecTBieHue npueMa u rnepenauu ¢pakca,
Tes1e(hOHOTPAMMBI.

Tema 4.
Pernmamenranus
JIOJDKHOCTHBIX
00s3aHHOCTEH
cekpeTtapst

O3HakoMIIEHHE C
MPaBOBOI OCHOBOM
CeKpeTapCcKon
JeSITeNIbHOCTH

N3ydenue nenonpon3BOICTBEHHBIX
GbyHKIU cexperaps.

CucremaTu3zaius KOppEeCHOHICHIIUN Ha
pabodeM MecTe cekperapsl.

Oco0eHHOCTH AOCTYMAa K JOKyMEHTaM
CeKpeTapuara.

[loaroroBka KOppECOHAECHIIMHU K JOKIATY
PYKOBOJUTEIIS.

B3anMocBs3b nopsiika noAnucanus,
BU3HPOBAHMS, COTJIACOBAHUS JOKYMEHTOB B
OpraHu3aiyy U 00I3aHHOCTEH cekpeTaps.
KOHTPOJIb KaueCTBa BBITYCKAEMBIX
JIOKYMEHTOB.

Tema 5. Texaunueckue

(GyHKIIMM cekpeTaps

O3HaKOMIJICHHE C
MHCTPYKIUSAMHU 110
OXpaHe TpyJa Ha
paboyem mecte U
JOJDKHOCTHBIMH
WHCTPYKIUSIMHU

O6paboTka

JTIOKYMEHTOB
cpeacTBaMu
OPITCXHUKHU

CobmroieHue HOpM OXpaHbl TpyAa MpU
OpraHu3anuu padboThl ¢ JOKYMEHTaMH.
IIpoBepka nCpaBHOCTH CPE/ICTB CBS3H,
CUTHAJIN3ALUHU, OPTTEXHUKH.

Nzyuenne QyHKIMI cekpeTapst 1o
o0ecreyeHnto 6e30MacHOCTH HH(pOpMaUU
npu paboTe ¢ JOKYMEHTaMH B IPUEMHOM.
Ocy1iecTBieHne T0OKyMEHTHPOBAHNUs, y4eTa
Y IBIDKCHHS IOKYMEHTOB, X XpaHEHHE.
OCYIIECTBIICHHUE TI€YATH, THPAKUPOBAHHUS,
3aBEpPEHUsS JOKYMEHTOB.

OCYILECTBIICHHE MTpUEMA U Nepeadn
(akcoB, MOTyYEHUS U OTHPABKU
KOPPECIIOHICHIIHH.

Tema 6. JlenoBast
nepenucka

CocraBnenune Bcex
BUJIOB
yIpaBIeHYECKOMN
JOKYMEHTAIUH C
HCIIOJIB30BAHUEM
KOMIIBIOTEPHOM
TEXHUKHU

Cocranenue u odopmiieHHE OITaHKOB
BXOJISIIIIEH TOKyMEHTAIINH.
Cocranenue u odopmiieHHE OJTaHKOB
MCXOMSIIECH TOKYMEHTAITUH.
Cocranenue u odopmiieHHE OJTaHKOB
BHYTpPEHHEH JOKYMEHTAIIHH.

[Tpuem u 06paboTka nenoBoi




Pa3pabotka u
odopmiieHHE 1eTOBOU

KOPPECIOH/ICHIIHH.
[ToaroToBka JOKYMEHTOB K OTIPABKE.
PGFI/ICTpaL[I/ISI 1 KOHTPOJIb UCITOJIHCHH A

MIePenrCcKu JTIOKYMEHTOB.

Hroro no I1IM.01 36

I1M.02

Opranuzanust

apXMBHOM U

CIIPaBOYHO-

HH(OPMATUOHHOMI

padoThI O

JAOKYMeHTaM

OpraHu3anuu

M/IK 02.03.

MeTtoauka u

NPaKTHKAAPXHBOBe]

eHust

Tema 3.1. Dkcneptuza | Pabota no Opranu3zanus paboThl IO TPOBEICHUIO 6

LEHHOCTHU KOMIUICKTOBAHHIO U 9KCIIEPTHU3bI IEHHOCTH

JIOKYMEHTOB H JKCIIePTU3E JIOKYMEHTOB.

KOMILIEKTOBaHUE JIOKYMEHTOB. OT60p Ha TOCYIaAPCTBEHHOE XpaHEHUE

roCy/1apCTBEHHBIX JIOKYMEHTOB CIIOBTOPSIOIIENCS

apXHUBOB nHpopmanuen.
AHanu3 cnenupUKy NpoBeACHUS
9KCIIEPTU3BI HEHHOCTU JOKYMEHTOB
JMYHOTO MPOUCXO0KICHUS.
Oransl NPOBEIEHUS IKCIEPTU3BI LIECHHOCTH
JNOKyMeHTOB. Opranusanus
paboTHI IO SKCIIEPTH3E.
OdopmiieHne pe3yabTaTOB IKCIIEPTU3BI
LIEHHOCTH
JTIOKYMEHTOB.
Cucrema 3KCIEPTHBIX OPraHOB, UX 33Ja4H,
(GyHKIMHU, OpraHu3anus padoThl.

Tema 3.2. Onucanue | Odopmienue [IpoBepka mpaBUIBLHOCTH (HOPMUPOBAHHS 6

ApXUBHBIX
JIOKYMEHTOB

JIOKYMEHTOB ISl
CIlayu B apXUB

JCII. CI/ICTCMaTI/ISaI_II/ISI JOKYMCHTOB B JI€JIaX.

[IpommBKa nern, Hymeparws JUCTOB,
COCTaBIICHHUE 3aBEPUTEIHHBIX HAIITUCEH U
BHYTpEHHUX onuceil B nenax. Ogopmienue
00JIOXKEK e,

Cocrasnenue u opopmiieHre onucei aer.
[lepenaua nien B apXuB YUPESIKICHHUS.
CocraBieHue akTa O BBIICICHUN
JOKYMEHTOB K YHHUTOXCHHIO
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CocraBnenue u
YCOBEPILIEHCTBOBAHUE
ApPXHUBHBIX OIMUCEH.

Onucanue nen. XapakTepuCcTHKA JIEMEHTOB

nH(OpPMAIINY TIPH ONTUCAHUH

nen. CocraBieHUE 3aroj0BKOB JIEI,
00001I1al0II1IE€ ¥ TUIIOBEIE 3ar0JIOBKH.
CocraBieHre aHHOTAIUN.
Odopmiierne 00I0KKH Jiea.
CocraBneHue XapakTepucTHKu (poHIa B
0030pe, MyTeBOAUTEIIE.

CocTraBiieHHE UCTOPUIECKON CIIPABKU K

¢onay. CocraBiieHHE yKa3aTelel K OMUCH.

Hroro mo MJIK 02.03

18

MK 02.04.
Obecneyenue
COXPaHHOCTH
JOKYMEHTOB

Tema 1. Ocobennoctu
XpaHEHHUs
JIOKYMEHTOB Ha
HETPATUIIUNOHHBIX
HOCHUTEIIAX

CocraBnenue Apyrux
BUI0B
MH()OPMAIIMOHHBIX
CIIPaBOYHUKOB

3HaKOMCTBO C HOMEHKJIATYpOil el
OpraHU3allK U CXeMaMH KilacCu(UKauu
JIOKYMEHTOB.

N3yuenue knaccupukanmoHHbIX
CIIPABOYHHKOB (IIepeuHell JOKYMEHTOB,
HOMEHKJIATYpHI JIEN U AP.) U CXeM
KJIacCU(UKALIUU JOKYMEHTOB.
Omnpenenenne TUIOB KJIACCU(PUKATOPOB.
AHanu3 u onpesieNieHne KayecTna
oopMIIeHHS HOMEHKIIATYPHI Jedl.
N3ydenue n ananus nopsika opopMiIeHHs
JElL.

I'pynnupoBka
HCIIOITHEHHBIX
JOKYMEHTOB B J€JIax

N3yueHne ocobeHHOCTEl rpynnupOBKH
Jell.

Pa6ota no rpynnupoBKe HCIOJTHEHHBIX
JIOKYMEHTOB B JieJla B COOTBETCTBHH C
HOMEHKJIaTypOu JIedl.

Opranu3zanys u oT00p JOKYMEHTOB Ha

MMOCTOAHHOC U JOJITOBPEMCHHOC XpaHeHHf/'I.

Brigenenue aen ¢ HCTEKINM CpOKOM
XpaHCHUA.
OCTaBJICHUEC aKTa O BBIACICHUUN

AOKYMCHTOB, HC ITOAJICIKAINX XPAaHCHUIO, K

YHUUYTOXEHUIO.

Tewma 2. [IpoBepka
HaJIN4usg U COCTOAHUSA
nen

JlokymeHTupOBaHuE
(akTa BbIIaYN
ApPXHUBHBIX JEII,
OIIMCEH JECIL.

CocraBieHne akTOB IPOBEPKH HATTUYUS U
COCTOSIHMS JI€JI, O HEUCIIPABHBIX
MIOBPEXKICHUAX APXUBHBIX TOKYMEHTOB.
CocraBiieHrEe aKTOB IPOBEPKU HAJINYUS U
COCTOSIHMS JIeJI, O HEUCIIPABUMBIX
MIOBPEXKACHUAX APXUBHBIX JOKYMEHTOB, O
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HEe 00HAPYKEHUH JTOKYMEHTOB TIO
pe3yJibTaTaM IpOBEPKHU.

Pabora ¢ xaproii-zamecTuTeneMm
BbI/IaBA€MbIX €MHUI] XPAHEHUS U ONUcen
Jelt.

Odopmnenne TpeOoBaHUS U YUeTa BbIIaYU
JIOKYMEHTOB B MOJIb30BaHUE COTPYAHUKAMU

apxuBa.

Cosznmanue ctpaxoBoro GpoHaa 0codo
ICHHBIX U YHUKAJIbHBIX JOKYMCHTOB.
3aroNHEeHNe KHUTH y4eTa JOKYMEHTOB,
BBIZIAHHBIX U3 apXHBa

Hroro no MJIK 02.04 18
Hroro mo IIM.02 36

IIM.03 BbinoJsiHenune

padoT Mo 10LKHOCTH

cJIyKauero

JesonpousBoaureib

M/JK.03.02.

Komnbrorepnasn

o0padoTka

JOKYMEHTOB
CocraBreHre nepeyHs BBIYUCIUTEIbHON 6
TEXHHUKH, CIICIIHATH3UPOBAHHOTO
MIPOrPaMMHOTO O0ECTICUSHUS IS
ABTOMATHU3AINH JIETONPOU3BOICTBEHHBIX
onepauuu.
N3ydenne obmacTu mpuMeHEHUS
OpPTITEXHUKH, OCHOBHBIX BH/IOB

N3ydenne creneHn MIPOTrPaMMHOTO OOECTICUEHUSI.
Tema.l O0OpaboTka aBTOMAaTHU3AlUU Knaccudukanus coBpemMeHHoM opucHOM
JIOKyMEHTAITU! JICIIONIPOU3BOJICTBCHH | TEXHUKH.
BIX TIPOIIECCOB Opranm3anus pabodero MecTa ¢ yaeTom

pacnosokeHust OPUCHON TEXHUKU.
CocraBiieHrne UHCTPYKIUH MO TEXHUKH
0€30MacHOCTH MPH padboTe C
00opynOBaHUEM.
BrisiBneHme cTeneHu OCHAIIEHHOCTH
pabovrX MECT BBIYUCIUTEIHBHON 1
OpPraHU3aALMOHHON TEXHUKOM.

Tewma 2. Peructparuss | OcBoeHHE OCHOBHBIX | 3HAaKOMCTBO C OCHOBHBIMH BUJaMU 0a3 6

KOPPECITOHICHIMH
1C:

MPUHIIATIOB PaOOTHI B
cetu UurepHer,

JAHHBIX, BUJIAMU PETUCTPAIIMOHHBIX (HOPM.

OnpeneneHHe COCTaBa pCKBHU3UTOB,
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JloKyMeHTO000pOT

HCIIOJIb30BAHUE
aBTOMATH3UPOBAHHBIX
0a3 JaHHBIX.

BHOCHMBIX B aBTOMATUYECKOM H
MI0JTyaBTOMAaTHYECKOM PEXHUMaX MPH
HAJIMYHMH B yUPEXKJICHUH
ABTOMATU3UPOBAHHOU (HOPMBI pErHCTPALIHH.
3anonHeHne PerucTPaluoOHHbIX GOpM.
3arpy3ka BXOJAIIECH U BHYyTPEHHEH
KOPPECHOHICHIIUHU U3 DJIEKTPOHHOTO
MOYTOBOTO SIIUKA.

OcBoeHNe OCHOBHBIX MPUHIIUIIOB pabOTHI B
cetu MuTepuer ¢ nomonipto Microsoft
Internet Explorer.

[Touck undopmauu B ceTH UHTEPHET.

Opranuzanus padoTsl
0 Tiepeiaye
JIOKYMEHTOB T10
JIOKQJILHOM CEeTH

Opranu3zanus paboThl JTOKaIbHOM CETH B
OpraHH3aIliH.

Coznanue paboueil rpynisl B JOKaJIbHON
CETH.

[lepenaya TOKyMEHTOB 1O JIOKAJIHOM CETH.
Hacrpoiika ceTeBoro npuHTepa u rnedarb
JIOKYMEHTOB.

Hactpoiika u ucrnosiap3oBaHie CEPBUCOB B
MOOMIIBHBIX TellepoHax.

[IpumeneHre MOOUTBHBIX TeNe(OHOB KaK
Croco0 MPUHATHS U OTIPABKH JIEKTPOHHOM
TOYTHI.

Tema 3. O6pabotka
JIOKYMEHTOB CO
ckanepa B 1C:
[Tpenmpustue 8.2/8.3

Opranuzanus
3arpy3kH JIOKYMEHTOB
C BaIllero CKaHepa

CkaHMpoBaHHUE U paclO3HaBaHHUE TEKCTa B
nporpamme ABBYY FineReader.
W3ydyeHue npuHIMIIA JEHCTBUSI CKaHepa.
PaccMoTpenne 0OCHOBHBIX XapaKTEPUCTUK
CKaHepa

CxkaHMpoBaHHUE U PacIO3HABAHNE TEKCTA
Omnpenenenne u Ha3HAYEHHUE CPEICTB
orepaTUBHON Monurpaduu.

Hacrpoiika nmpuHTEpa U BBIBOJ PA3ITUYHBIX
JIOKYMEHTOB Ha IeYaTh.

Tema 4. DnekTpoHHas
moyura

Opranm3anus padoThl
3JIEKTPOHHOU MOYTHI

Cozanue 21eKTPOHHOM MOUTHI YUPEXKIECHUS
C IIOMOIIBIO ceTh MHTEpHET.

[IpueM BXOASIIMX JOKYMEHTOB I10
3JIEKTPOHHOM MOYTE.

OTnpaBka TOKYMEHTOB IO 3JIEKTPOHHOU
royre

CucremaTtu3zanus T0OKyMEHTOB

3JIEKTPOHHOU ITOYTHI.

N3yuenue 3meKTpoHHO-TpaduuecKoro
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KOIMPOBAHUSA JOKYMEHTOB.
OcCoOEeHHOCTH OTIPABKH JOKYMEHTOB C
TabJIMIIAMH, CXeMa Pa3JInYHbIX (POPMATOB

[Touck moKyMeHTOB U (HaiiJIoB 1O 6
uH(pOpMalnK, cofepKallruecs B KapTouke,
U TI0 COJIEP’)KUMOMY BEPCHUIl TOKYMEHTALIUH.
[IpuMeHeHne aBTOMAaTU3UPOBAHHBIX
PETUCTPAIMOHHBIX (HOPM TIPH
[Touck TOKyMEHTOB U | UKCUPOBAHUH OTMETKH O KOHTPOJIS
¢aiinos ¢ UCTIOJHEHUS JIOKyMEHTOB.
Tema 5. [louck HCMOJIb30BAHUEM CocraBnenue u 0opMIICHHE
JIOKYMEHTOB ABTOMATHU3MPOBAHHBIX | HOMEHKIATYpPHI Ael B 6a3e NaHHBIX.
CUCTEM Benenue xxypHana y4era ¢ ykazaHUEM
JIOKYMEHTO000poTa MPUMEPHBIX CPOKOB XPaHEHHS
OpraHMU3aIMOHHBIX JOKYMEHTOB.
CocraBnenue 06J0K-cXxeM pu padoTe ¢
JIOKYyMEHTaMHU.
Opranu3zanus OU3HeC-NpPOoIECCOB IPU
KOJUICKTUBHOM paboTe C JOKYMEHTAMH.
Hroro mo MJIK 03.02 36
Hroro mo IIM.03 36
Hroro 108
ITo npeTUIUIOMHOM MPAKTHKE
HaumenoBanue
0O0beMm
npodeccuoHaIBLHOr0 Buabl padoTsl Conep:xanue padoTbl qacoB
MOAYJIsl, TEM
IIM.010pranusauus
AOKYMEHTAIUOHHOT O
odecreyeHus
ylnpaBjeHHs U
(pYyHKIHMOHMPOBAHUA
OpraHu3anuu
MJIK 01.01
JloKkyMeHTallMOHHOoe
o0ecreyeHue
ynpaBJjeHust
Tema 3.1. HopmarusHbie l'ocynapcTBenHas cuctema 6
YuudunmupoBanHas JIOKYMEHTHI B JTOKYMEHTAI[MOHHOTO O0eCTIeueHus
cucremMa NesATETbHOCTH yrpasneHus. [lonoxenue o ciyxoe
OpraHU3aIMOHHO- ciyx0b1 JIOVY. JOKYMEHTAITMOHHOTO 00eCTIeUeHUs
pacnopsIuTeTbHON YUpexACHUs, JOTKHOCTHBIE HMHCTPYKIUU €€

JIOKYMEHTAITU!

PpabOTHUKOB, HHCTPYKIIUH 110
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(OPJD).

JEJI0NIPOU3BOJICTBY, HOMEHKIIATYPBI €.

Tema 4.2. CoctaB u
ydet o0bema
JOKYMEHTO000pOTAa.

Opranuzanus ciry>k0bl
JOV.

Mecto cityx0661 JIOY B cTpyKTYype
YUpEXJIEHUS, €€ JOKHOCTHOU U
YHCIIEHHBIN cocTaBa, QYHKLIUU U
JOJKHOCTHBIE 00S13aHHOCTH COTPYAHHUKOB.
CocraBnenue rpaguIecKoil CXembl
CTPYKTYPHI CITY>KOBI JOKYMEHTAIIHOHHOTO
o0ecreyeHusl.

JlokyMeHTO000pOT B
OpraHHU3aLuHu.

Ananus JABHXXCHUA BXOAAIICTO, UCXOAAIICTO
U BHYTPCHHETO JOKYMCHTOIIOTOKOB,
OIpeJICNICHUE MTyTe! IMOIYYCHHsI U OTIPABKH
JIOKYMEHTOB, OPsIKA IIepeaavn
JTOKYMEHTOB BHYTPH YUPEKICHHS.
BeisicHeHHe mopsiika yyeta JOKyMEeHTOB,
TIOZICYET MPOLEHTA KOPPECIIOHICHIIHH,
IOJTy4eHHOH 10 (aKCy U AIEKTPOHHON
noure. Onpenenenue oobeMa
JTOKYMEHTOO00pOTa 3 MPEANIeCTBYIOITHI
mecsit. DuKcanys MoJyYeHHbIX TaHHBIX B
JTHEBHUKE MTPAKTHKU.

Oransl paboThI €
JIOKyMEHTaMH.

N3ydenue nopsiaka nepBUUHON 00pabOTKU
MOCTYMHBIIEH KOPPECTIOHICHITUH, TPABUIT
IpueMa, COpTUPOBKHU U OTIIPABKU
JIOKYMEHTOB. BrinosHeHne paboTel o
00paboTKe BXOSIIEH U UCXOIAIIEH
KOPPECIIOH ICHITHH.

Perucrpanus
JIOKYMEHTOB B
OpraHu3aLuu.

Omnpenenenne CUCTEMBI PETUCTPALUN
JOKYMEHTOB B YUPEXKIACHUU
(IeHTpaIu30BaHHAS MU
JELEHTPAIIN30BaHHAsA, KAKHUE JJOKYMEHTHI B
KaKHX CTPYKTYPHBIX IOJPA3IEICHUAX
PETUCTPUPYIOTCS, TOAPA3AEISIOTCS JIA
JIOKYMEHTBI Ha PETUCTPUPYEMBIE U
HEPETUCTPUPYEMBIE, B KAKOM JOKYMEHTE
9TO 3aKperieHo). Mzyuenue popm
pEerucTpanyy U NOopsaKa UX 3al0THEHHUS.
Omnpenenenue cocraBa peKBU3UTOB,
BHOCHMBIX B aBTOMaTH4YECKOM U
IT0JIyaBTOMaTUYECKOM pPeXXUMax Mpu
HaJIMYUU B YUPEXKICHUU
aBTOMATHU3UPOBAHHON (YOPMBI pErHCTpaLIHH.

Tema 4.3. Konrtpoius
VCIIOJTHEHUS
JIOKYMEHTOB.

Opranuzanus
KOHTPOJIS
HCITOJIHEHUS
JIOKYMEHTOB.

N3yuenue opranusanuu U TEXHOJIOTUN
KOHTPOJIA UCTIOJIHEHUSI TOKYMEHTOB.
BrissicHeHre HaJIMUMs OTBETCTBEHHOTO 32
3TOT y4acCTOK pabOThI, JOKY-MEHTOB,
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pErIaMeHTHPYIOLIUX 3TOT BUJT
NEeATEILHOCTH.

Jlenonpon3BoICTBEHH
BI€ OIEpaIiy B
MPOIIECCe KOHTPOIA
HMCIOJHCHUS
JIOKYMEHTOB.

AHanu3 nepeyHeu 10KyMEeHTOB,
MOJIJIEKAITX KOHTPOJIIO, OIPEIeIeHNe
KOJIMYECTBA IOKYMEHTOB, HaXOSIIUXCS HA
KOHTpOJIE, yCTAaHOBJIEHHUE CPOKOB
ucnonaHeHust. Gukcanus pe3yabTaToB
HaO0JII0/ICHUH B JITHCBHHUKE MPAKTUKH.

Tema 3.3.
Oprann3alnoHHO-
TIPaBOBbBIE
JIOKYMEHTBI: YCTaB,
MIOJIOXKCHHUS, TIPABUIIA

Pa3pabotka u
odopmiieHne
OpraHU3aUOHHBIX
JIOKYMEHTOB

[Tonoxenue (ycTaB) Kak yupeAUTEIbHBIN
JNOKyMeHT. [1010KeHust 0 CTPYKTYPHBIX
nozapaszaenenusx. LlltarHoe pacriucanue.
AHanu3 OCHOBHBIX BHJIOB OPTaHH3allMOHHO-
IPaBOBBIX JOKYMEHTOB

BHYTPEHHETO CocraBnenue u opopmiieHue 6J1aHKOB

TPYZOBOIO OpTraHU3aIMOHHO-TIPABOBON JOKYMEHTAIIHH:

pacropsiika. [Monoxenus o ciyxx6e JIOY, ITonoxenue 06
OopraHusanuu padboThl cekpeTapuara,
JOJKHOCTHOW MHCTPYKLIUH
JIEJIONPOU3BOIUTENS/CEKpeTaps.

Tema 3.4. Pa3pabotka u CucreMbl TOKyMEHTAIUH, HCTIOIb3yEMbIX B

PacnopsimutensHbie odopmiieHue yupexaeHuu. OCHOBHBIE BUJIbI TJOKYMEHTOB,

JIOKYMEHTBI pacropsIuTeIbHbIX KOTOPBIMH O(OPMIISIOTCS pa3InyHble

JOKYMEHTOB ¢bynkuun yapexxaenust Padora ¢

Pa3TUYHBIMU BUIAMH PACTIOPSIATEITHHBIX
JIOKYMEHTOB.

Cocrasnenue u odopmiieHre 00pa3IoB
pacTopsiAUTEIbHBIX IOKYMEHTOB: PEIlIeHUS,
yKa3aHus, IpHUKa3a Mo OCHOBHOM
NesITeIbHOCTH.

[ToaroroBka mpoekTa mnpukasa
(pacriopsikeHus1) O BHEIPEHUHU B
opranmsaruu I'OCT P 6.30-2003 Ha
MOATOTOBJICHHOM 3apaHee OJaHKe, ¢
yKa3aHHEeM HEOOXOJUMBIX MEPOTIPUSITHI.

Tema 3.5. CripaBo4HO-
uH(pOpPMaIMOHHBIE
JIOKYMEHTBI

Pazpabotka u
oopmienue
CIPaBOYHO-
MH()OPMAIIMOHHBIX
JOKYMEHTOB

W3yuenue co3nanHbIx 0a3 JaHHBIX.
3arosHeHNE PEruCTPAlMOHHBIX (HOpM,
perucrpanmsi JTOKyMeHTOB. M3yuenue
CHCTEeMbl HH(POPMALIMOHHO-CITPABOYHOM
paboTHI, OTIpeIeICHNE TOTO, Ha KaKUX
HOCHTENSX CO3/]aH CIIPAaBOYHO-
nH(pOpMaMOHHBIN (HOHJI, KTO UMEET MPaBo
M10JIb30BaThCs NHPOPMALMOHHO-TTOMCKOBOM
cucreMoil. Dukcanus pe3yiabTaToB
HaAOJIOACHNH B THEBHUKE MTPAKTHKH.
N3ydyeHne pekBU3UTOB, BXOJAIINX B COCTaB
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CU/. Odopmienne oOpa3ioB CIIPaBOYHO-
HHGOPMAIIMOHHOM TOKYMEHTAIINH.
Cocrasnenue u opopmiieHuss 00pasIoB
CIPaBKH, TeICPOHOTPAMMBI, JTOKJIATHOU
(ciryxeOHOI) 3aMMCKH, aKTa U Jp.

Tema 3.6. Pazpabotka u AHanm3 coOTBETCTBUS OOPMIICHHS 6
CnyxeOHble mHUCbMa. | 0(hOpMIICHHUE JICIIOBON | JOKYMEHTOB OpraHU3allui HOPMATUBHBIM
MIEepPENUCKU METOJINYECKUM JIOKYMEHTaM.
Odopmiienne [IpaBunbHOCTH O0GOPMIICHHS TOKYMEHTOB.
JIOKYMEHTOB. dukcanus pe3ylibTaToB HaOII0ICHUI B
THeBHUKE MpakTHKU. CocTaBieHNEe U
odopmIIeHHEe JOKYMEHTOB 10 YKa3aHHIO
PYKOBOJCTBA.
Hroro 66
M/IK 01.03
Opranusanus
CeKpeTapcKoro
00CTy:KNBAHUS
Tewma 3.4. 3HaKOMCTBO C CocraBnenue rpadudeckoil CTpyKTYpHOI 6
Opranuzanus paboTel | OpraHU3aIMOHHOM cxeMmsbl yupexaenud. [lonunnenue,
B IIPUEMHOMN CTPYKTYpOii MOJIOTYETHOCTD, B3AUMOJICHCTBHE
YUpEXKJICHUS. CTPYKTYPHBIX HOJIpa3AeeHuI:
HaIlpaBJIEHUs U OPraHU3allMOHHBIE (YOPMBI.
CosepmiencTBoBanue | Opranuzaius mpruemMa noceTuTesne. 6
HAaBBIKOB JIEJIOBOTO [Ipuem mo TUYHBIM BOIIPOCAM.
o01eHus OO11eHne ¢ MpeCTaBUTENIMUA CTOPOHHHUX
OpraHu3alyil ¢ IPUMEHEHNEM HaBBIKOB
JIeI0OBOT0 OOILIEHHUS.
Tema 3.10. O6paboTka Opranu3zanys pabo4nux MECT COTPYIHUKOB 6
TexHuueckue JIOKYMEHTOB ciyx0b1 JIOY. U3yuenue crenenu
(GyHKIIMM cekpeTaps CpeacTBaMu aBTOMATH3ALMH JEJIONPOU3BOCTBEHHBIX
OpPITEXHUKU MIPOLIECCOB: HAIMYMSI BBIYUCIUTEIbHON
TEXHUKH, JIOKAJILHOMN CETH,
CHENHUATN3UPOBAHHOIO IPOIPAMMHOTO
o0ecrieyeHus A1l aBTOMaTU3aluu
JIEJIONPOU3BOICTBEHHBIX ONEpalni,
BBISIBJICHHE CTENIEHN OCHAIIEHHOCTH
pabovrX MECT BBIYUCINUTEIHHON U
OpPraHU3aAIMOHHON TEXHUKOM.
Hroro 18
Hroro no IIM.01 84

1IM.02
Opranuzanust
ApPXUBHOM U
CIPaBOYHO-
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UHGpOpPMaLHOHHOM
padoTsI O
JAOKYMeHTaM
OpraHM3anuu
MJIK 02.02.
I'ocynapcrBenHble,
MYHUIHNIAJbHBIE
apxXuBbI U
apXuBbI
OpraHu3auuu
Tema 2.3. HayuHo- Cocrapienue Opranmzanys oToopa JOKYMEHTOB Ha 6
nH(pOpMalOHHAs MH(OPMALIMOHHBIX MOCTOSIHHOE U JJOJITOBPEMEHHOE XPaHEHHUE.
JIeATEIbHOCTh JIOKYMEHTOB U OT60p ne MOCTOSHHOTO U
roCyJapCTBEHHBIX nHpopManus JIOJITOBPEMEHHOT'O XPAaHEHUs, BbIJICTICHUE
apXHUBOB. YUpEXKIECHUHN U JIeJ1 ¢ UCTEKIIUMHU CPOKAMU XPAHEHUS.
Opranuzanus rpaxnaas o coctae 1 | CocraBiieHUE aKTa O BbIIEICHUU
MCIIOJIb30BaHUs COJIep’KaHuuU JIOKYMEHTOB, HE MTOJIISKAIUX PAHEHUIO, K
JIOKYMEHTOB JIOKYMEHTOB apX1Ba YHUUYTOKEHHUIO.
ApxuBHoro ¢oHa ®opMHUPOBAHUE ETUHOTO aPXUBHO- 6
PO HH(})OPMAITMOHHOTO MPOCTPAHCTRA.
CocTosiHIEe HOPMATUBHO-TIPABOBOM 0a3bl,
peraaMeHTHpYIOIIe BOIPOCH JOCTYyMa K
aApXUBHBIM JIOKYMEHTaM.
[IpaBa u 06s13aHHOCTH apXUBa U
rosnb3oBareneid. @opMbl
JIOCTYIIAa K ApXUBHBIM JOKYMEHTAaM U
apXUBHOU TOKYMEHTHOMN
UHpOpMaLIUH.
PaccekpeunBanue apXUBHBIX JOKYMEHTOB.
Bunbel uHGOpMAIIMOHHBIX JOKYMEHTOB U
METOJIMKA UX COCTaBJICHHUS.
Hroro 12
MJK 02.03.
Meroauka u
NMPAKTHKA
apXuBOBe/IeHUs
Tewma 3.1. Okcneptuza | Pabora mo N3yuenune monoxeHus 00 SKCIEpPTHON 6

LEHHOCTHU
JIOKYMEHTOB U
KOMIUIEKTOBAHUE
roCy1apCTBEHHBIX
apXUBOB

KOMIIJICKTOBAHHUIO 1
IKCTEPTU3E
JIOKYMEHTOB.

KomMuccHM yupexaeHus. [lomucTHpIin
MIPOCMOTP JAEJI, OIPEIETIEHNE CPOKOB
XPaHEHHUs JOKYMEHTOB I10 JEHCTBYIOLIUM
TUIOBBIM U BEIOMCTBEHHBIM MEPEYHAM
noKyMeHTOB. Opranuzaiis padoThI 10
MPOBEICHUIO SKCIIEPTU3bI LIECHHOCTHU
JIOKYMEHTOB.

OT160p Ha rocy1apCTBEHHOE XpaHEHHE
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JIOKYMEHTOB CONIOBTOPSIOLIECHCS
uH(pOopMaImen.

Amnanus cnenuuky IpoBeIeHUS
9KCIIEPTU3bI IEHHOCTH JJOKYMEHTOB
JIMYHOTO MPOUCXOXKIICHUSL.

DTarnsl NpOBEJCHUS SKCIIEPTH3BI IIEHHOCTH
JTOKyMeHTOB. OpraHu3amus

pabotsl o skcnepruze. OpopmieHue
Pe3yabTATOB SKCIEPTU3BI LIEGHHOCTH
JTOKyMeHTOB. CHcTemMa SKCIEPTHBIX
OpraHoOB, UX 33a7a4uu, PyHKIIUH,
opraHu3anus paboThlI.

Tema 3.2. Ontucanue
ApPXHUBHBIX
JIOKyMEHTOB

Odopmnenue
JOKYMEHTOB TSI
C/la4yM B apXUB.

[TpoBepka mpaBUIbHOCTH (POPMHUPOBAHHUS
€71, CUCTEeMaTH3alus IOKYMEHTOB B JIeNax,
HOAIIMBKA JIeJI, HyMepalus JINCTOB,
COCTaBJICHHUE 3aBEPUTEIIHHBIX HAAMUCEH U
BHYTPEHHUX OIHCEH B Jienax, opopmieHne
00JI0%eK JeJT; cocTaBlIeHUE (YTOUHEHUE)
CXEMBI CCTeMaTH3auu ae GpoHaa;
CHCTeMaTH3alus 1]l B COOTBETCTBHH CO
CXEeMOii; cocTaBieHne u oopmiieHne
onuceit nein. Ilepenaya nen B apXxus
yupexaenusi. CocTaBlieHHE aKkTa O
BBIJICJICHUH IOKYyMEHTOB K YHUUTOKEHUIO.
3anuck cBeZieHU 00 06beMe poeTaHHOM
paboTHI B JTHEBHUKE.

CocraBnenune u
YCOBEPILIEHCTBOBAHUE
apXHUBHBIX OIUCEH.

Onucanue nen. XapakTepucTHKa JIEMEHTOB
uH(bOpMaIlUU TIPY OTMIMCAHUN

nen. CocTaBlieHHE 3ar0JI0BKOB e,
00001I1aI0IIe U TUTIOBBIE 3aTOJIOBKH.
CocraBrneHrue aHHOTaIUH.

Odopmierne 00I0XKKH Jiea.

CocraBieHre XxapakTepUCTUKHU (OHa B
0030pe, myTeBOIUTETIE.

CocTaBJieHHE UCTOPUIECKON CIIPABKH K
¢donnay. CocraBneHue yka3aremnei K OMucH.

Tema 4.5.
OcobeHHocT
XpaHEHUs
JIOKYMEHTOB Ha
HETPaTUIIMOHHBIX
HOCHUTCIIAX

CocraBnenne qpyrux
BUJIOB
MH(OPMALIMOHHBIX
CIIPaBOYHHUKOB

Homenknarypa opranu3anuu 1 CXembl
KjaccupuKaluu J0KyMeHToB. M3ydyenue
KJIaCCU(UKALMOHHBIX CIIPABOYHUKOB
(mepeuHeil TOKyMEHTOB, HOMEHKJIATYPhI A€l
U JIp.) ¥ CXeMBbI KJIaCCU(PHUKAIINN
JIOKYMEHTOB, OIIPEJIEIICHUE TUIIOB
KJaccu(pUKaTopoB. AHAIIU3 U ONpECTICHHIE
KayecTBa o(hopMIIeHUs HOMEHKJIATYPHI Jell.
W3ydenne n aHanu3 nopsiika opopMIiIeHUs
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Jet.
['pynnupoBka CamocrositenbHas padoTa 1o rpyninupoBKe 6
WCIIOJTHEHHBIX VCITOJIHEHHBIX JIOKYMEHTOB B JIeJia B
JIOKYMEHTOB B JI€JIa. COOTBETCTBUM C HOMEHKJIATYpOU Jie.
®dukcanys B JHEBHUKE PAKTUKU
HEJI0CTAaTKOB HOMEHKJIATYPbI €], OHIHOOK B
(dbopmupoBaHUU ¥ 0HOPMIICHUH JIEIT.
Hroro 30
Hroro o I1IM 02 42
IIM.03BbInoJiHeHHE
padoT Mo A0JKHOCTH
ciayskamero 21299
JexonpousBoaureib
MJK. 03.01
JlokymMeHTOBe1eHHn e
Tewma 6. Xpanenue OTt60p nen N3yuenue 0COOEHHOCTEH rnepegayu 6
KaJIpOBO1 MIOCTOSIHHOTO U JIOKYMEHTOB Ha apXUBHOE XpaHEHHUE.
JOKYMEHTalU! JIOJITOBPEMEHHOTO XpaHeHue MEPCOHAIIBHOM KaJpOBOM
XpaHEeHUs, BbIJICJICHUE | JOKYMEHTAIIUH.
JIeJT C UCTEKIITNMH TpeOoBanus, TpeaAbABISIEMbIE K JOCTYIY
CpPOKaMu XpaHEHHS. JIOKYMEHTAIUH.
CocraBneHue akTa o [IpaBuna xpaHeHus TPYAOBBIX KHUKEK.
BBIJICTICHU T 3amura MEPCOHAIIBHBIX JTAHHBIX
JIOKYMEHTOB, HE pabOTHHKOB.
MOJIeKALUX Cornacue Ha 00pabOTKy MEePCOHATBHBIX
paHEHHUI0, K JTAHHBIX.
YHUYTOXKEHHUIO.
ITpoBepka [TonmuBka nen, Hymepauusi JIMCTOB, 6
MPaBUILHOCTH COCTABJICHHE 3aBEPUTEIBHBIX HANUCEH U
(dbopMupoBaHUs [, BHYTPEHHUX OMHCEH B Jenax, ohopMIIeHHE
cucTeMaTu3anus 00JI0%KeK JelT; cocTaBleHue (YTOUYHEHHE)
JIOKYMEHTOB B JIeJlaX, | CXeMbI cUCTeMaTH3aIuu e (POoHa;
3anuch CBEJIeHU 00 | cucTeMaTu3alus Jell B COOTBETCTBUH CO
o0BbeMe MpoJIeTaHHON | CXeMOI; cocTaBiieHne U 0(hopMIIeHHE
paboTHI B THEBHUKE. onmceit nen. [lepenaya gen B apxus
yapexaeHus. CocTaBieHue akta o
BBIJICIICHUH JIOKYMEHTOB K YHUUYTOXKEHUIO.
Hroro 12
MJIK. 03.02
Komnbrorepnas
o0padoTka
JTOKYMEHTOB
Tema 1.2. N3yuenue crenenu O6paboTka pa3TUYHBIX TUIIOB JOKYMEHTOB, 6
O6paboTtka aBTOMaTHU3ALNHI Ha KaXXJIbI U3 KOTOPBIX 3aBOJAUTCS yYETHO-
JIOKyMEHTAIUU JIEJIONPOU3BOJICTBEHH | PETUCTpAIlMOHHAs KapTouKa, CoAeprKalias

BIX MIPOLIECCOB!

pexBu3uthl cornacHo I'OCT P 6.30-2003,
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HAINYUA
BBEIYHMCIIMTEILHOM
TEXHUKH, JTOKAJIbHON
certy,
CHeIUaIu3uPOBAHHOT
0 MPOTPaMMHOTO
oOecrieueHus s
aBTOMAaTHU3aIUU
JIEJIONIPOU3BOJICTBEHH
BIX ONEpaIuH,
BBISIBJICHUE CTEIICHU
OCHAIIIEHHOCTHU
pabouux mMecT
BBIYMCIUTENHHON U

I'CAOY u Tpapuumii 1e10Mpon3BOICTBA,
IIPUHATBIX B POCCUNCKON ITPAKTUKE
N3ydyenune oOnactu NpUMEHEHHUS
OpPITEXHUKH, OCHOBHBIX BH/IOB
IPOrpaMMHOT0 0OecTeueHusl.
Knaccudukamnus coppeMeHHOM 0(hrCcHON
TEXHHUKHU

TexHuka 6€30MaCHOCTH MPHU padoTe C
OPIrTEXHUKON

Opranuzanus pabo4yero MecTa ¢ y4eTom
pacroioskeHus1 OQUCHON TEXHUKH.

OpraHH3alMOHHOM

TEXHUKOM.
Hroro 6
Hroro mo IIM 03 18
Bcero 144
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4. YCJIOBUSA PEAJIU3AIIAU TPOU3BOJCTBEHHOMN NPAKTUKH

4.1. TpeGoBaHuUs K MaTepUATLHO-TEXHUYECKOMY 00ECIIEYEHUIO

[Iporpamma npou3BOACTBEHHOM MpakTuku peanusyercs Ha 0aze ['BIIOY KK
VCIIK, Apmunuctpamss MO  VYcrb-JIabuHCKHMIT  paiioH, AJIMUHUCTpALUU
cenbckux nocenieHnid MO Ycrb-JIaOunckuilt paiion, MBY «M®Il» r. VYcTs-
Jlabuack, MBOY COII MO Ycrtn-JIabuHCK.

4.2. NndopmarronHoe odbecriedyeHre 00yIeHHs:

OcHoBHas nIuTeparypa:
1. AuapeeBa B.U., Jlenonpou3Bo/ICTBO: OpraHu3aius 1 BeJEHUE JIe: y4eOHO-

npaktudeckoe mocoome / B.M. AmnmpeeBa. — 2-e¢ u3md., mepepab. u jgom. — M.:
KHOPYC, 2011.

2. AnexceeBa, E.B. ApxmBoeaenue / E.B. Amekceea, JI.A. AdaHnacbena,
E.M.bypoga;lloxa pen. B.I1. Koznosa. - M.: Akagemusi, 2006.

3. bacakoB  M.WM. JlokymeHTallMOHHOE oOecrnedeHrne ynpasiaeHus. Poctos
H/lony: «®enukcy, 2009.

4, bepesuna H.M., Jleicenko JIL.M., BoponmoBa E.Il., CoBpemeHHoe
JeNOonpon3BOACTBO. 3-¢ u3x. — CIIO6.: [Tutep, 2007.

5. byntonuna, E.B. Teopus 151 METOAMKA apXUBOBEJICHUS:
VYue6.mocobueE.B.bymonmunra;Bonl'V. - Bonrorpan: M3a-so Bonl'V, 2006.

6. lamaxoB B. B. Opraamszamus cekpeTapckoro oOciaykuBaHus. M.:
N3 parenbckuil HeHTp «Akanemus», 2015.

7. KupcanoB M.B., CoBpeMeHHOE Jel0npon3BOACTBO. YueOHoe mocobue. — 4-
u3a. — M.: UH®PA - M; HoBocubupck: Cubupckoe cornamenue, 2009.

8. Kysnemnona T.B., Cekpetapckoe neno. M3a. 6-e, ucnp. u gomoaHeHHOE — M.:
000 «Xypnan «YnpasneHnue nepconanom», 2010

9. JlenkeBuu, JI.A. KouTposibHble MaTepuanbl 1o mpodeccuu «Cekperapby»
JILA. JIenkeBuu. — M.: OULL Akanemus, 2010.

10. MakapoBa H.B., Hukonaituyk I.C., Turoa I0.®. KommnberoTepHoe
JIEONPON3BOACTBO: yueOHbii kypc. — CII16.: ITutep, 2008.

11. ITetrpoB  FO.A., Cekperapckoe [neli0o: HACTOJbHAs KHUTra CeKperaps-
pedepenta / FO.A. Iletpos, - M.: Omck — JI, 2007.

12. ITmenko A.B. JlokymMeHTalMOHHOE oOOecleuYeHrue ympaBieHus. M.:
N3parenbckuil HeHTp «Akanemus», 2012.
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13. Pympinuna  B. B. IlpaBoBoe perynupoBanue mnpodeccuoHanbHOM
nesarensHocTH. — M., 2007.

14. CtentokoB  M.B., OOpa3ibl JOKYMEHTOB 1O JIEJIONPOU3BOJICTBY.
(pykoBozCcTBO K cocTaBiieHnto) — M.: «IIpuop-uznar», 2011.

15. Temmenko A.U. TlpaBoBoe obecrnieueHne mpoPpecCHOHATBHON IS TEIHPHOCTH

YueOunuk. - PoctoB-na-Jlony: «®@enukcy, 2007.

16. lllkaryma B.W. IlpaBoemenme. M.: M3marenbckuii meHTp «AKameMusy,
2012 TleBuoBa E.A. IlpaBo mis mpodeccuit u crnenuaibHOCTEH COLMAIBHO-
sKOHOMHYEecKOoTo Tipoduist. M.: M3aaTensckuii ieHTp «Akamemus», 2012.

JlononHuTenbHasa JIUTEPATYypa:
1. ®epepanbhbiil 3akoH 0T 25.12.2000 Ne 2-OK3 «O T'ocymnapcTBeHHOM TepOe

PD»y.

2. ®enepanpHbnii 3akoH «O00 wuHbOpManuu, WHOOPMATHU3ALMUA € 3aIIUTE
uHbOpMAIUN.

3. ®enepanpubiii 3ak0H oT 10.01.2002 Nel-®3 «O06 31meKTpOHHOU TUPPOBOM
HOJIITUCH.

4. ®epnepanbHblil 3ak0H «O0 apxuBHOM Jene B Poccuiickoit @eneparum» ot 22
okTsa0ps2004 r.

5. Ilocranosnenue IlpaButensctBa Poccuiickoit @enepaunu ot 17 utona 2004
r. «OdenepanpHOM apxuUBHOM areHTcTBe» // Poccuiickas razeta. - 2004.

6. COOpHHK 3aKOHOJATEIHHBIX ¥ HOPMATUBHO-TIPABOBHIX aKTOB 00 apXMBHOM
nexae. - M.,2002.

7. OcnoBsl 3akoHogarenscTBa PO ot 07.07.1993 Ne 5341-1 «O06 ApxuBHOM
donne PO u apxuBax».

8. Vka3 Ilpesunenta P® ot 06.03.1997 Nel88 «OO6 yrBepxkaeaun [lepeuns
CBEICHU KOH(QUICHIIMATEHOTO XapaKTepay.

9. TumoBas WHCTPYKIUS IO JAETONMPOU3BOJICTBY B (heaepalbHBIX OpraHax
WCTOJIHUTENBbHOU BiacTu. — M.: Pocapxus, 2006.

10.TOCT P 51141-98. Jlenonpou3BOJICTBO M apXWBHOE JeN0. TepMUHBI U
onpexaeneHus. - M., 2002.

11.TOCT P 6.30-2003. VYuudbumupoBaHHbIE CHUCTEMBI JIOKYMEHTAIIWU.
YuaudumupoBanHas cucTema OpraHU3aIMOHHO-PACTIOPSAUTEITLHOM
nokymeHTanuu. TpeboBaHus K opopmiieHHIO TOKyMeHTOB. — M.: ['occranpapt
Poccun, 2003.

12. Obwepoccuiickuii knaccudukaTop ynpapieHyeckord pokymentamuun OK
011-93. — M.: 'occrangapt Poccuu, 1994.

13. denonpousBoactBo (Opranuzanus W TEXHOJOTHS JOKYMEHTAllMOHHOTO
oOecnieueHus ynpasinenus): Yuebuuk st By30B /Kysnenosa T.B., Cankuna JI.B.,


http://www.twirpx.com/file/132730/
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beikosa T.W. u np.; Ilox pen. npod. T.B. Kysnemnosoit. — M.: JOHUTU-IIHA,
2012.

14. Kpacasuna  A.C., CekpeTapb  pYKOBOJIUTENIsSl  OpraHU3allMK U
nenonpousBoAcTBo. — M.: UHOPA-M, 2010.

15. Kymunona B.H. IIpaBoBoe o6ecnieuenue npopecCHoHaNbHON ASSITENFHOCTH.
Yuebnoe mocobue. - CII6: Cankrt-IlerepOyprckuii KoK YHOpaBieHUS U
DKOHOMUKH «AJIEKCaHIPOBCKUM nureit», 2010.

16. Moucees P.H., CoBpemennoe noxymentoBeaenue / P.H. MouceeB. — M.:
ACT: Bocrok — 3anajm, 2012.

17. HactonsHas kuura cekperaps-pedepenra / M.FO.baitkoBa. — M.: Dkcmo,
2007.

18. Hemoroma A.B., Cemuenko II.A., [lenonpou3BOACTBO OpraHU3AINH:
MOATOTOBKA, OQOpMIICHHE W BEICHHE MOKyMeHTanuu (75 o0pa3loB OCHOBHBIX
nokymeHToB). — M.: Omera-JI, 2007.

19. llpsunmea  H.A.  IlpaBoBoe  obOecrnedueHue  MpodecCHOHATBHON
JesATeIbHOCTH. Y4ueOHOoe mocoOue g CTYJAEHTOB 3a0YHOTO OTIEJICHHS BCEX
cnenuanbHocter / Coct. Ilpssaumesa H.A. — KemepoBo: M3a-Bo KemepoBck. roc.
npod.-nea. kowtemka, 2008.

20. Cekpetapckoe nmeno (oOpasibl JOKYMEHTOB, OpPTaHW3alds M TEXHOJOTHS
paboTtel): yueb.nocodue / B.B. I'anaxos, U.K. Kopnees {u np.}; non. Pen. N.K.
Kopneesa. — M.: TK Benbu, U3n-Bo IpocmekT, 2007.

21. CnpaBounuk cekperapsi-pedepenta: IIpaktuyeckoe mocobue. — 4-¢ u3m.,
nepepad. /ABrop-coctaBurens M.U. bacakos. — Poctos H//]: ®enukc, 2007.

22. CrentokoB M.B., Cekpetapckas npaktuka. — M.: [Ipuop-uzgat, 2005.

23. Tumommna  H.IL IIpaBoBoe  ofOecreueHne  mpodeccuoHaIbLHOM
JeATeIbHOCTH. YUueOHOe TocoOue JUisl CTYJAEHTOB CPEeAHEro mpodeccHoHaIbHOTO
oOpazoBanus. — Cankr-IlerepOypr: Cankr-IlerepOyprckuii KoJule K ynpaBieHHUs
Y SKOHOMUKHU «AJIEKCAHAPOBCKUH NuLieiiy, 2014,

24. PRO-Cekpertapmar: COOOIIECTBO  CeKpeTapeii,  oduc-MeHeIKEpOB,
MOMOIIIHUKOB PYKOBOJAMTENS. [DINEKTpOHHBIA pecypc]|. — Pexum npocryna:
http://e.sekretariat.ru, cBoO60OHBIN. — 3ary. ¢ SKpaHa.

25. [lepeueHb MODKHOCTHBIX HMHCTPYKIHUE [DekTpoHHBIH pecypc]. — Pexum
nocryma: http://www.d-instrukciya.ru, cBo0oaHBIN. — 3ari1. ¢ 3KpaHa.

26. Cekperapb: HHGOPMAIMOHHBIN TOpTal sl CeKperaped [DIeKTpOHHBIN
pecypc]. — Pexxum moctyma: http://www.sekretary.net, csoOoanbiii. — 3ari. ¢

JKpaHa.
27. IlpaBoBas cucrema «KoncymnpranT [lnroc»: http://www.consultant.ru.
28. [IpaBoBas cucrema «["apant»: http://law.agava.ru.



http://www.twirpx.com/file/736840/
http://www.twirpx.com/file/980712/
http://www.twirpx.com/file/980712/
http://www.twirpx.com/file/1572622/
http://www.twirpx.com/file/1572622/
http://www.d-instrukciya.ru/
http://www.sekretary.net/
http://www.consultant.ru/
http://law.agava.ru/
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[Tepuonuyeckue u3aHus:

1. Kypuan «CrnpaBouHuk cekpetaps u opuc Menemxepa». Mznarens: 3A0
«MIDIPy». (MexayHapoaHbINA HEHTP PUHAHCOBO-3KOHOMUYECKOTO PA3BUTHS).

2. Kypnan «Cexkperapckoe npeno». — M.: OOO «Kypnan «YmnpaBieHue
MIEPCOHATIOM.

3. Kypnan «/lenonpousBoactso» - M.: 3A0 «busnec-mkona «uTen-
Cunres».

4.3. OO6mmue TpeOoBaHUS K OpraHU3aIluy IPOU3BOICTBEHHON TPAKTUKU

[IpakThka o npopuito CHenUalIbHOCTH SBISETCS 0053aTENbHBIM pa3IeiIioM
OCHOBHOM  TIpOo(ecCHOHaIbHOM  MpOrpaMMbl  MOATOTOBKH  CHEIHAIHCTOB,
HalpaBjeHa Ha (OPMUPOBAHUE Yy CTYJEHTOB MPAKTUYECKUX MPO(ECCHOHATBHBIX

YMEHUH, npuoOpeTeHHe MEPBOHAYAIILHOTO PaKTUYECKOTO OMbITA.
[Ipou3BoACTBEHHAs NpakTUKa MO MPOQPWII0 CHEUAIBHOCTH PEANTU3yeTcsl IMpU
OCBOECHUU po(ecCUOHANbHBIX MOZYJIEH I1M.01 Opranuzanus

JOKYMEHTAITMOHHOTO  OO€CreueHus:  ymnpaBjieHUuss U (YyHKIHMOHUPOBAHUS
opranuzanuu, [IM.020pranuzaius apXuBHOW M CHPaBOYHO-UHGOPMAIMOHHON
paboThI IO TJOKYMEHTaM OpraHU3aIlNH.

[Ipou3BoACTBEHHAsI MPAKTUKAa MO MPOQPIIIO CHEIUATBHOCTH MPOBOJUTCS
KOHIICHTPUPOBAHHO. ATTeCTaIHsI 10 MTOTaM MPAKTUKK MTPOXOANT B BUE 3aueTa u/
i guddepennmpoBanHoro 3adeta. [IpodeccHoHaNbHBI MOy HE MOXKET
CUMTATHhCSI OCBOCHHBIM, €CJIM CTYJIEHThIl HE BBINOJHWIA 0€3 YBaXUTEIHHOU
MPUYUHBI NPOrpaMMy MPaKTUKH. B ciydyae yBaKMTENbHOW MPUYUHBI CTYJECHTBI
HAMpaBJIAIOTCS HA MMPAKTUKY BTOPUYHO.

[IpenauniomMHas MpakTUKa MPOBOAUTCA HEMPEPHIBHO B TE€UECHHE 4 HEAEIb.
Conepxanue MNPEIIUITIOMHON TPAKTHUKUA — OMpenessercs TpeOOBaHUSIMU K
pe3yabTataM 00y4eHUs M0 BCeM Npo(ecCuoHaTIbHbIM MOIYJISIM.

ATTecTans MO WTOraM NPEAAUITIOMHOW NPAKTUKH TMPOXOAUT B BHUIE
1 pepeHInpOBaHHOTO 3a4YeTa.

[IpenmuniomHas nOpakTUKAa HE MOXKET CUYUTAThCA MPOWUJICHHOM, €CIIH
CTYJICHThl HE BBINOJHUIM MPOrpaMMy NpakTHKUA. B cilyyae HearrtecTtanuu Mo
WUTOraM NPAKTUKU WU TOJYYEHHS] HEYIOBIETBOPUTEIBHON OLEHKU CTYIEHT HE
MOKET OBITh IOMYIIEH K TOCYIapPCTBEHHON UTOTOBOM aTTECTAIIUU.

Opranuzanuio u pyKOBOACTBO MPOU3BOJCTBEHHON MPAKTUKOMN MO TPOdUITo
CIIELIMAJIBHOCTH W NPEAIUILNIOMHON NPAKTUKOW OCYIIECTBISIOT PYKOBOJUTEIU
MPAKTUKHN OT 00pa30BaTEIBLHOTO YUPEKIACHUS i OT OpraHU3alINH.

[IpenauniomHas npakTUKa MPOBOJUTCS B OpPraHU3alMsIX HAa OCHOBE
noroBopoB, 3akimodaeMbix Mexay [BIIOY KK  VYCIIK wu 6a3oBbiMU
OpraHu3alUsIMHU.

Opranuzanusi:

3aKJIFOYAIOT JOTOBOPBI HA OPraHU3AIMIO U MPOBEICHUE TPAKTUKY;

OCYILIECTBIISIFOT PYKOBOJCTBO MPAKTUKOM;
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KOHTPOJIMPYIOT pealii3alyio NpOrpaMMbl U YCIOBUS MPOBENCHUS PAKTUKU
OpraHu3alusMH, B TOM 4YHCIEe TpeOOBaHUA OXpaHbl TpyAa, OE30MaCHOCTH
KU3ZHENIEATEIIbHOCTH U MOKapHOM 0€30MaCHOCTH B COOTBETCTBUU C MpaBUIIaMU U
HOpPMaMH, B TOM YHCJIE€ OTPACIIEBbIMU;

COBMECTHO C OpraHM3alysIMH, YYacCTBYIOIIMMU B OpPraHU3alud U
NPOBEJCHUHN TMPAKTUKHA, OPraHU30BBIBAIOT TMPOLEAYpY OLEHKA OOIMMX U
npo(hecCHOHANBHBIX  KOMIIETCHLIMHA CTYACHTa, OCBOGHHBIX KM B  XOJe
MPOXOXKJICHUS MPAKTUKH;

COTJIACOBBIBAIOT C OpraHu3alusMd (OpPMBI OTYETHOCTH U OIICHOYHBIN
MaTepHua MPOXOXKICHHS MPAKTUKU.

B nepron mpoxok1eHust NPaKTUKHU CTYACHTHI 00sI3aHBI:

— TOJIHOCTBIO BBINOJIHATH 33/IaHUS, TPEAYCMOTPEHHBIE TPOTPAMMOM MPAKTUKH;

— co0nroaaTh JEHCTBYIOIIKME B OpraHU3alusAX MpaBuUjia BHYTPEHHETO TPYA0BOTO
pacropsaka;

— CTpOro co0Jr01aTh TpeOOBAHUS OXPaHbI TPYJa U MOXKAPHOU 0€30MaCHOCTH.

— HCHOJHATh IOCTaBJICHHBIE PYKOBOJMUTENEM MPAKTUKU 3aJauyM, BBINOIHIThH
3a/1a44 U Pa30BBIE OPYUECHUSI PYKOBOAUTENS IPAKTUKUA OT OpTraHU3alllH;

— U3y4aTh, CUCTEMATU3UPOBATh M AHAIM3UPOBATH MAaTEpHal B COOTBETCTBUU C
IJIAaHOM PabOThI, COTVIACOBAHHBIM C PYKOBOJUTEIEM MPAKTUKU;

JIHEBHUK SIBISIETCS OJHMM U3 OCHOBHBIX JIOKYMEHTOB IIpaKkTHUKaHTA.
CTyAeHT IOJKEH €KE€THEBHO KPATKO 3aMKChIBaTh B JHEBHUK BCE, UTO UM CJEJIaHO
3a JIEHb M0 BBIMOJHEHUIO KaJIeHIapHOTo Tpaduka NpoxoxaeHus npaktuku. [locne
3aBEpIICHUS TMPAKTUKU JHEBHUK BMECTE C OTYETOM M XapaKTEPUCTUKOU
PYKOBOJIUTENSL NPAKTUKM OT OpraHu3aluyd JOJDKEH OBbITh  MPOCMOTPEH
pykoBoauteneM npaktuku ot ['bIIOY KK VCIIK, koTopblii MOANUCHIBAET €TO.

ITo uToraM mpakTUKH CTYAEHTHI IPEACTABIISIIOT OTYET. B oTUeTe oTpakaercs
npojesiaHHasi CTYJEHTOM paboTa C 00s3aTENIbHBIM YKa3aHUEM JEUCTBYIOIIMX
WHCTPYKTHUBHBIX MaTEpHaJOB, METOJOB BbINOJHEHUs pabotel. K otuery
OPUJIATalOTCSl KOIMUHU JIOKYMEHTOB, PAacKpbIBAIOUIMX cojJepkaHue u (opmy
OIPEJICJICHHBIX ONEpPalUi U JIp.

OdopmiieHre oTueTa OCHOBBIBACTCS HA CONECPKAHUU JTHEBHHUKA MPAKTUKU, B
COOTBETCTBUHM C TpadukoM ee mpoxoxnaeHus. OQopmileHHBIH OTYET caaercs
PYKOBOAMTENIO MPAaKTUKU. K 0TUeTy mpuiiararorcs:

- THEBHUK, 3aBEPEHHBIN MOJAMUCHIO PYKOBOAUTEIS MPAKTUKHU OT MPEANPUATHS;
- TOPOEKThl M KOIMUU JIOKYMEHTOB, COCTaBJIEHHBIX MPAKTUKAHTOM, COIJIACHO
NEPEeYHIO, YKa3aHHOMY B POrpaMMe MPAKTUKHU.

Cpada oTué€ra mO MPAKTUKE OCYIIECTBISETCA B JAEHb €€ OKOHYaHHS 10
y4eOHOMY ILIaHy.

Pemenne 00  ycrmemrHoM — 3aBEpIIEHUM  NPAKTUKH  IPUHUMAETCS
pykoBoauTensiMu npakTuku ot opranuzaiuu u I'BIIOY KK VCIIK coBmecTHO Ha
OCHOBE  aHajau3a  MPEICTABICHHBIX  MATEPUAIIOB B  COOTBETCTBHM  C
WHJIMBUAYaJIbHBIMU 3aJaHUSMHU.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU
IMTPOU3BOJACTBEHHOHU ITPAKTHUKH

PesyabTaTsl 00yyeHus
(0CBOEHHBIH MPAKTHYECKHUI ONBIT)

@DopMbI U METObI KOHTPOJIA
U OLIEHKHU Pe3yJIbTaTOB 00y4eHHs

OpranuzoBaTh J10KYMEHTALHOHHOTO
oOecrieueHus yrpaBiIeHUs U
(GYHKIIMOHUPOBAHUS OpraHU3alUH.

IIpuMeHATh HOPMATUBHBIEC AKTHI B
YIIPABJICHYECKOU IEATEIBHOCTH.

[TonroraBnuBaTh MPOEKTHI YIIPABICHUYCCKHX
pELICHUN.

O06pabarpIBaTh MOCTYTAOIINe u
OTIpaBJIsieMbIC JIOKYMEHTHI,
CHUCTEMAaTHU3UPOBATh UX, COCTaBIIATh
HOMCHKJIATYPY Jen 51 dbopmMupoBaTh

JOKYMCHTHEI B Ji€Jia

I'oToBUTL U IMPOBOAWTL COBCUIAHUA, JCTIOBBIC
BCTPCUH, ITPUCMBI, ITPC3CHTALIUU.

OcymiecTBisATh pabOTy 1O MOATOTOBKE H
IIPOBEJCHUIO COBEIIAHUMN, JEJIOBBIX BCTpEY,
IIPUEMOB U TPE3CHTaLUM.

KoopaunuposaTh paboTy  opraHuzanuu
(mpueMHOM pPYKOBOJUTENS), BECTU IPUEM
IIOCETUTEIIEH.

OpranuzoBbIBaTh JEATEIBHOCTh apXuBa C
y4eTOM cTaTyca ¥ Npoduiist opraHu3anuy.

PaGotatb B cuctemax  3JEKTPOHHOTO
JIOKyMEHTO000pOoTa.
Hcnoap3oBaTh B ACATCIIBbHOCTH apxuBa

COBPEMECHHBIC KOMITBIOTCPHBIC TEXHOJIOTHH.

HpI/IMeHHTL COBpPCMCHHBIC MCTOJHUKHU
KOHCCpBalUM U  peCTaBpalun APXUBHBIX
JOKYMCHTOB.

Texkynui KOHTPOJIb.

TpagunuoHHas cucTemMa OI[eHOK B Oaiiax 3a
KQKYIO BBITIOJTHEHHYIO padoTy.

Hamnncanue otyera no npoxoxxaeHuo
IIPOU3BOJCTBEHHON IPAKTUKH.

[ToaroTroBka BBICTYILICHHUS.

DKcIepTHas OIICHKa

— DKCIIEpTHAsl OLEHKA MMPaBUIbHOCTH
BBITIOJIHCHHS TIPOM3BOJICTBEHHOTO 3aJaHUs;
— MOATOTOBKA U 3aIIUTAa UHIUBUIYAJIbHBIX U
TPYIIOBBIX 33aHUI MPOU3BOICTBEHHOTO
XapakTepa

— MOHUTOPHHT POCTa TBOPYECKOU
CaMOCTOSITEJIBHOCTU 1 HaBBIKOB

MOJIYYSHUSI HOBOTO 3HAHUSI KX IbIM
oOy4aromumces

— (opMHUPOBaHHE PE3YTHTATOB MPOXOKICHHS
CTYJIEHTOM IIPaKTUKU HAa OCHOBE CYMMBI
PEe3yIbTATOB TEKYIIIETO KOHTPOJIS.

— IIpaKTHYECKHE 3aJ]aHusl TI0 paboTe ¢
nH(popMalren, T0KyMeHTaMu, JINTEPaTypo;
-IPUHSATHE PEUICHUN HAa TBOPUYECKOM YPOBHE C
MPEACTABICHUEM COOCTBEHHOM MO3HIINH;
—BBIOOP ONTUMAIIBHBIX CIIOCOO0B

JIEVCTBUN U3 PaHEE N3BECTHBIX;

— OCYIIECTBIIEHNE KOPPEKIIUU UCTIPABIICHUE)
CIENaHHBIX OIMOOK HAHOBOM YPOBHE
npejiaraéMbIx 3aJIaHui;

@DopMBI KOHTPOJISI 00YUECHHUS:

— IIpaKTHYECKUE 3aJlaHus 1o padoTe ¢
uH(popMaleH, T0KyMeHTaMHU, JIUTEPATyPOi;
- DKCTIIEPTHAs OIIEHKA pa3paboTaHHBIX
METOANYECKUX MaTepUuaIoB

— MOATOTOBKA U 3aIlIUTa WHIUBUTYATbHBIX 1
IPYIIOBBIX 33aHUI MPOU3BOJICTBEHHOTO
Xapakrepa.

@®OpMBbI OLIEHKHU PE3YJIbTATUBHOCTH
00y4eHus:

- TpPaIMIIMOHHASI CHCTEMa OTMETOK B Oaiax 3a
KaX]IyIO BBITIOJIHEHHYIO paboTy, HA OCHOBE
KOTOPBIX BBICTABIISIETCSI UTOTOBast OTMETKA
MeToibl KOHTPOJIS:

— DKCIIEpTHAs OLIEHKA MPAaBUIBLHOCTH
BBIIIOJIHEHMS IPOU3BOJICTBEHHOTO 3aJaHUS.




