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Pa6ouas nporpamma npodeccuonansuoro moayist 03 OcBoeHue BUIOB pabOT MO OJTHON
WIM HECKOJbKUM mpodeccusiM padouux, JOJKHOCTSAM CIy)KaluX pa3zpaboTaHa Ha OCHOBE
(beneparbHOrO TOCYIapCTBEHHOI'0 00pa30BaTEIbHOTO CTAaHIAPTA CPEIHET0 NPOPECCHOHATBLHOTO
obOpazoBanust 1o crenuaabHocTH 46.02.01 JloxymeHTanmoHHOE oOOecIieueHue YIpaBieHUs U
apxuBoBeaenue (manee — CIIO), yTBepkIeHHOro mnpukazoM MHHHCTEPCTBO MPOCBEUICHUS
Poccniickoit ®enepannn ot 25 aBrycra 2022r. Ne778, 3aperucTpupoBaHHOIO MHUHHCTEPCTBOM
toctutiuu Poccuiickoit @eneparmu (Ne 70318 ot 30 centsbOps 2022 r.), a Tak:Ke B COOTBETCTBUU
C HOPMaTUBHO-TIPABOBBIMH aKTaMH:

1) ®enepanpHblii 3ak0H 0T 29 nexadps 2012 r. Ne273-03 «O06 obpazoanuu B Poccuiickoit
denepanuny;

2) Ilpuka3 Munuctepcta npocseienus Poccuiickoit ®denepaunn ot 24.08.2022 Ne 762
"O0 yTBEp)KIICHUH TTOPSIAKA OPTaHU3AIIMU M OCYIIECTBICHHS 00pa30BaTeIbHON ACSITEIHHOCTH 10
00pa30BaTebHBIM MMPOTpaMMaM CPEIHETo MPo(dhecCHOHAEHOTO 00pa3oBanus ',

3) Ilpuka3z Munnpocserienust Poccun ot 8 HosOps 2021 1. Ne 800 «O0 yTBep:kIeHUM
[lopsinka mpoBeneHHs TOCYJApCTBEHHOM HMTOrOBOM aTTecTallud 10 00pa3oBaTEIbHBIM
MporpaMMam CpeHETo MPoPeCCHOHATBHOTO 00pa30BaHUNY;

4) Ipuka3 Munucrepctsa npocsemenus Poccuiickoit @enepanuu ot 14 oktsiops 2022 r.
N 906 "OO yTBepXIEeHHWU TOPSAKA 3alOJHEHHUS, Y4eTa W BBIJIAYd JUIUIOMOB O CPEIHEM
npodeccHoHaATEHOM 00pa30BaHUU U MX AyOJIMKATOB",

5) IIpuka3z Munobpuayku P® Ne 885, Munnpocsemenuss PO Ne 390 ot 05.08.2020 "O
MIPaKTUYECKON OJArOTOBKE oOyyaromuxcs';

6) Ilpuxa3z MunoOpuayku Poccum ot 17 mas 2012 r. Ne 413 «O0 yTBepKACHUH
(beneparbHOTO  TOCYIApCTBEHHOTO  OOpa3oBaTENBHOTO  CTaHJAApTa  CPEIHEro  OOIIero
00pa3oBaHUsM» ¢ U3MEHEHUSMH | JIONIOJIHEHUsIMU OT: 29 nexadps 2014 r., 31 nexadps 2015 r., 29
utoHs 2017 r., 24 cents6ps, 11 nexadps 2020 r., 12 aBrycra 2022 r.;

7) Tlucemo Munmnpocsemenus: Poccun ot 01.03.2023 Ne 05-592 «O HampapieHHH
pexoMeHaanui» (BMecTe ¢ PekoMeHmanusaMu 1o peaiu3anuy CpeHero oomero oopa3oBaHus B
mpenenax  OCBOGHHUS — O0pa30BaTeNbHOM  MPOTpaMMbl  CPEOHETO  MPOQECcCHOHAIBHOTO
oOpa3oBaHus);

8) IIpuka3z Munmnpocsemenust PO ot 14 utonsg 2023r. Ne 534 «O0 yTBep XIeHUU NEPEUHS
npodeccuii pabounx, TOIHKHOCTEH CIYKaIHX, IO KOTOPBIM OCYIIECTBISIETCS MPO(HECCHOHATBHOE
oOyueHue»

9) VYcraB rocymapcTBEHHOro OFOMKETHOTO MPO(PECCHOHAITBHOTO 00pa30BaTEILHOTO
yupexnaenuss PecnyOmuku Anpires «AIbITeCKMi  MeAaroruuyeckuil  Kowiek um. X
AHJpyxaeBay.

10) VYueOHbIi mIaH OpOrpamMMbl MOJITOTOBKM CIIELMAIMCTOB CPEJAHEr0 3BEHa I10
CIIEUATILHOCTH cpeaHero mpodeccuoHambHoro obpaszoBanus 46.02.01 JloxkyMeHTaIIMOHHOE
o0ecrieueHHe yIpaBiIeHNUs U apXUBOBEICHUE.

PazpaboTunk: OpraHU3alMOHHO-METONMYECKas KOMHCCHUS ["ocynapcTBeHHOTO
OI0/KETHOTO TPO(ECCHOHALHOTO 00pa30BaTeNbHOTO yupexaeHus PecrnyOnuku Anpires
«AJBITEHCKNN NIEAArOTMYECKUH KOJJIEIK UM. X. AHIpyXaeBay.

CocraButenu: I'epuoBa E.H., Kamapumenko C.A., JlobanoBa E.B. mpenonaBarenu
lNocymapctBeHHOr0o  OFOKETHOTO  MPOQPECCHOHATBHOTO  00pPa30BATEIBHOTO  YUPEKACHUS
PecniyOnuku Anpirest « AIBITEHCKUI MeIaroruaeckKuii Kouiepk uM. X. AHIpyXaeBay.

Penenszent: Cuxampkok 3.A., HaYaJIbHUK JOKYMEHT0000poTa U nenonpoussozacTsa PI'BOY
BO «AI'Y».

Paccmotpeno u oqo6peno Ha 3acenanuu (1)K npernogaBareneii rymaHUTapHBIX U COIMAIBHO-
OKOHOMHUYCCKUX NTUCIUIIIINH
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1. OBIIASI XAPAKTEPUCTUKA PABOUYEN IMPOT'PAMMBI
MPO®ECCHUOHAJBHOI'O MOAYJIA

1.1 Mecto npogeccnoHaIbHOI0 MOAYJISI B CTPYKTYpe 00pa3oBaTeIbHON NPOrpaMMbl
C1io

Pabouas nporpamma npodeccruonansnoro moayns 03 OcBoenue BUIOB pabOT O OJHON
WIM HECKOJIbKMM TpodeccusiM padouux, AOHKHOCTIM CIIy)KaluX sIBIsSieTcsl 00s3aTelbHON
00pa30BaTEeIbHOW YacThl0 OCHOBHOM NPO(EecCHOHATBHONM 00pa30BaTENbHON - MPOTrPAMMBI
MOATOTOBKH CIIEITUATMCTOB cpeaHero 3BeHa B coorBeTcTBUH ¢ PI'OC no cnermansHoctr 46.02.01
JIoKyMeHTaIlMOHHOE O0ecTieyeHne YIpaBIeHHs U apXUBOBEICHHUE.

1.2. leab u nJIaHUpyeMble pe3yJIbTAThl 00yUeHNsl 0 MPo(ecCHOHATBLHOMY MOIYJII0

['maBHO enbro npodeccronansaoro Mmoayis 03 «OcBoeHre BUAOB pabOT MO OAHOW UITH
HECKOJIBKUM MpodeccusiM pabounx, JOMHKHOCTSIM CIYXKAIIUX» SBISETCS OCBOCHHE BHIOB padoT
10 OJTHOW T HECKOJIbKUM TpodeccusiMm pabounx, JOIDKHOCTSIM CIY)KalIUX U COOTBETCTBYOIITIX
eMy O0IIMX KOMIETEHINH 1 TPo(ecCHOHATBHBIX KOMITETECHITHA.

1.3. Ilnannpyembie pe3yJbTaTbl 00y4eHHs 110 NPOGeCcCHOHATBHOMY MOAYJIIO.

Ocoboe 3HaueHue MpopecCHOHATBHBIN MOAYIIb UMEET TPU (POPMHPOBAHUH CIIETYIOIINX
OK u IIK

1.3.1. IlepeyeHb 001N X KOMITETEHIHA

Koa xomnerennumn,
¢dopmyIMpoBKa KOMIIETEHIIUN

3HaHMA, yMeHUs

OK 01 Boi6bupatb criocoOsl
pereHus 3a1aq
npodeccruoHanbHON
TeSITeTFHOCTH MTPUMEHUTEIHHO K
pa3IMYHBIM KOHTEKCTaM

OK 02 Hcnonb3oBaTh
COBPEMEHHBIC CPEJICTBA MTOWCKA,
aHaJu3a ¥ UHTePIpPETAIlU
nHpopmanuu, u
UH(POPMAIIMOHHBIC TEXHOJIOTUU
JUTSL BBITTOJTHEHUSI 32149
npodeccruoHanbHON
JeSITETbHOCTH

OK 04 3¢ddextuBHO
B3aMMO/JICHCTBOBATh U pabOTATh B
KOJIJIEKTHBE U KOMaHJIe

OK 05 OcyiecTBisTh YCTHYIO U
MUCbMEHHYIO KOMMYHHUKAIHIO Ha
rOCY/IapCTBEHHOM SI3bIKE
Poccuniickoit @denepanuu ¢ y4€ToM
0COOEHHOCTEH COIMaIbHOTO

Y KYJIbTYPHOTO KOHTEKCTa

OK 09 Ilonp30BaThCs
npodeccruoHanbHON
JIOKYMEHTAIMen Ha
roCyAapCTBEHHOM M HHOCTPAHHOM
SI3BIKAX

3Hanusn:

HOpMaTI/IBHLIe IMPAaBOBBIC aKTbl U HOPMAaTHUBHO-
METOIMYECKUE TOKYMEHTHI, ONPEAEIISIONINE OPAI0K
JIOKYMEHTAIlMOHHOTO 00eCTIeYeHHs yIpaBICHUS
CrpykTypa opranu3anuu, pyKOBOJICTBO CTPYKTYPHBIX
MoJIpa3ieIeHuI

CoBpeMeHHbIe HH(OPMAIIMOHHBIE TEXHOIOTUN
paboThI ¢ JOKYMEHTaMH

[Topsinok paboThl ¢ JOKYyMEHTaMHU

CxeMbl JOKyMEHTO000pOoTa

CucreMbl CKOPOCTHOTO MUCHMA

[IpaBuna paboThl ¢ BXOASIIUMU, UCXOASIIUMHI U
BHYTPEHHUMH TOKYMEHTAMU

[IpaBuna opranuzanuu 1 GopMbl KOHTPOJIS
HUCTIOJIHCHUS JOKYMCHTOB B OpraHru3alun

TunoBele CPOKH UCTIOTHEHUS JOKYMEHTOB
[MpuHIUIe! paboTh CO CPOKOBOI KapTOTEKOM
Ha3naueHnue v TEXHOJIOTUS TEKYIIETrO U
IpeyNpeAUTEILHOTO KOHTPOJIS

[IpaBuna coctaBieHus] aHATUTHYECKUX CIIPABOK I10
opraHusanuunu pa6OTBI C JOKYMCHTAaMH U KOHTPOJIIO
VCIIOJIHEHUS JOKYMEHTOB

[IpaBuna 1OKYMEHTAIIMOHHOTO 00ECTICUSHHS
JEATEIbHOCTU OpraHU3aliH

BI/IIH:I AOKYMCHTOB, UX HA3HAYCHHUC

TpeOGoBaHus, MpeAbABIsIEMbIE K TOKyMEHTaM B
COOTBCTCTBUH C HOPMATUBHBIMHU IIPABOBLIMH aAKTaMH U
roCyJapCTBEHHBIMH CTaHAAPTAMHU
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[IpaBuna cocraBneHus U 0popMIICHUS
MH(POPMAIIMOHHO-CIIPABOYHBIX, OPraHU3aIlMOHHBIX,
YIPaBJIEHYECKUX JOKYMEHTOB

[IpaBuna co3nanus U BeaeHus 6a3 TaHHBIX CIIY>KEOHBIX
JIOKYMEHTOB B OpTaHH3aINN

CucTeMsbl 3JIEKTPOHHOTO JOKYMEHT0000pOTa

[IpaBuia u cpoku OTIPaBKU UCXOJALIMX TOKYMEHTOB
TpeboBanus oxpaHbl Tpyaa

Ymenus:

PaGoTaTh co Bcelf COBOKYITHOCTBIO HH(POPMALIMOHHO-
JOKYMEHTAIIMOHHBIX PECYPCOB OpraHu3aluu
[onp3oBatbest 6a3amMu JaHHBIX, B TOM YHCJIE YIAJIEHHO
[lonp3oBaTbest CLIPaBOYHO-TIPABOBBIMU CHCTEMaMHU
[onp30BaTbest CLIPAaBOYHO-TIPABOBBIMU CHCTEMaMHU
[IpumeHATH cOBpeMeHHbIE HHPOPMALIMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHHU ISl pabOTHI C
JIOKYMEHTaMH, B TOM YHCJIE U1 €€ ONTUMU3ALUHU U
NOBbIIIEHHS () (HEKTUBHOCTH

[IpuMeHsTH IpaBUIIa PYCCKOTO SI3bIKA

1.3.2. Ilepeyenb npogeccuoHATbHBIX KOMIIETEHIHI

OCHOBHBIE BHBI

Koa 1 HauMeHOBaHM e

3HaHuA, yMeHUS

NeATeJIbHOCTH KOMIIETEHI[U N
(MIK)
MJIK 03.01. I[IK 1.1. OcymecTBiaste npuEM- | 3HAHUS: HOPMAaTHBHBIE
BoinosHeHue nepegavy YIIPaBJIEHYECKOM | mpaBoBble aKThl POCCHIICKOI
padoThI Mo MHPOPMALMK C MOMOILBIO CPEACTB | MDenepanun B chepe
leO(l)eCCI/ll/I I/IH(bOpMaHI/IOHHBIX nu I/IH(i)OpMaLII/IOHHLIX u
Jeonpou3BoauTelb | KOMMYHUKAIIMOHHBIX TEXHOJIOTUN KOMMYHUKAIMOHHBIX
IIK 1.2. KoopaumHupoBath pabOTy | TEXHOIOTHIA;

IIPUEMHOM  pYKOBOJMUTENA,  30H
npuemMa  pa3MYHBIX  KaTeropui
IIOCETUTENIEN OPraHu3aLnun

IIK 1.3. Bnagere HaBbIKaMU
TUTAHUPOBaHMsI pabovyero BpeMEHU
PYKOBOJMTENS U CEKpeTaps

I1K 1.4. OcymiecTBasiTh TOATOTOBKY
JIEJIOBBIX MOE3J0K PYKOBOJMTEINSA U
JIPYTUX COTPYIHUKOB OPTaHU3AINN

TIK 1.5. Bmagers cmocobamu
OpraHu3aIuu paboyero
MPOCTPAHCTBA MIPUEMHOMN u

KaOuHeTa PYKOBOOUTECIIA

[IK 1.6. OcymecTBisTh paboTy 1O
HOJTrOTOBKE u MIPOBEICHUIO
KOH(EPEHTHBIX MEpOIIPUATHI,
obOecnieunBaTh  WH(GOPMAIIMIOHHOE
B3aUMOJICHCTBHE DPYKOBOJUTENS C
MOIpa3IeIICHUSIMHI u

CTPYKTypa OpraHu3amnuu, eé
3a1a4i U QyHKIUY;

HpaBI/IJIa HpOBeﬂeHI/IH
JIEJIOBBIX TIEPETOBOPOB;

JTHKA JEJI0BOr0 OOIIECHHUS;
IPaBHJIa PEUEBOTO ITUKETA;

npaBwia NOAAEPKAHUA U
pa3BUTHS  MEXKIUYHOCTHBIX
OTHOIIICHHIA;

TpeOOBaHUS OXpaHbI TPYHA;
HOPMAaTUBHBIE TIPABOBBIE AKTHI
Poccuiickoit denepanuu 110

3ammre  WHpOpMAIMM U
pabore ¢  oOpamieHUsIMH
rpaxkIaH;

CTPYKTypa OpraHM3aliil W
pacrpesieyieHue GbyHKIIUN
MEXTY CTPYKTYpPHBIMH




JOJIKHOCTHBIMU JTUaMu
OpraHu3anuu

IK 1.7. OdopmnsaTh
OpraHU3alMOHHO-

paCIOpPSIUTEIBHBIC JTOKYMEHTHI U
OpraHU30BbIBaTh PabOTy ¢ HUMH, B
TOM 4YHUCJI€ C UCIOJb30BaHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM

[1K 1.8. OdopMAsITh TOKYMEHTHI TIO

JIMYHOMY COCTaBy u
OpTraHU30BbIBATH pa60Ty C HUMH, B
TOM YHUCJIE€ C HCIIOJb30BAHHUEM

ABTOMATHU3WPOBAHHBIX CUCTCM

IIK 1.9. Opranu3oBbiBaTh TEKYIIECE
XpaHEHHE JIOKYMEHTOB, 00paboTKy
JIeJ1 1715 OTIEPATUBHOTO M apXUBHOT'O
XpaHeHHs, B TOM 4HCIE C
UCTIOJIb30BaHUEM
ABTOMATU3MPOBAaHHBIX CUCTEM

MOAPAa3ACICHUSIMU 51
CIIeIIUAIUCTAMM;

MpaBujIa OpraHu3aIuy nmpuéma
MOCETHUTEIIEH;

STHKET u OCHOBBI
MEXIYHApOHOTO MPOTOKOJIA;
JTHKA JIEJI0BOT0 OOIIEHMUS;
npaBujia peueBOro STUKETA.
MIpaBUJIa CEPBUPOBKH YAHHOTO
(kodeiiHoro) crona;
TpeOOBaHUS OXPAHbI TPY/a;
HOPMAaTHBHBIC MTPABOBBIE AKTHI
Poccuiickoit ®Denepanuu B

chepe MHPOPMALMOHHON
0e30MacHOCTH;

CTPYKTypa W  croeruduka
OCHOBHOM eITeTbHOCTH
OpraHu3alui,

OCHOBBI yIIpaBJICHHS
BpPEMEHEM;

IpaBuia [IPOBEICHU

JIEJIOBBIX NIEPETOBOPOB;
JTHKA JIET0BOT0 OOIIEHHUS,
TpeOOBaHUS OXpaHbI TPYHA;
HOPMAaTHBHBIC MTPABOBBIE AKTHI
Poccuiickoit  ®Denepanuu B
cepe opraHm3zauy JeIOBOM
MOE3/IKH;

MOPSJIOK  TIOATOTOBKH |
JOKYMEHTUPOBAHUS JEIO0BOM
MOE3/IKY;

HWHTEPHET-PECYpPChI ISt
OCYIIECTBICHUS TpeBe-
MOJIIEPIKKH JIETOBBIX
MOE3/10K;

ITUKET u OCHOBBI

MEXITYHApOJAHOTO TPOTOKOIA;
JTHKA JIEJI0BOr0 OOLIEHNS;
TpeOOBaHUS OXpaHbI TPYHA;
TpeOOBaHUS OXpaHbl TpyJa,
IPOU3BOCTBEHHON
CaHUTapuH,
MPOTUBOIIOKAPHOM 3aILMTHL;
OCHOBBI MIPaBUIIbHOM
OpTaHM3aIUU TPYJa U METOIBI
MTOBBIIICHUS ero
3¢ dexTUBHOCTH;




BUIEI OpPraHu3aIMOHHON
TEXHUKU U TOPSAIOK paboThI €
HEH;

HOPMATHBHBIC ITPABOBBIC aKThI
Poccuiickoit  ®enepanuu B
chepe nndopmaruu;
KOMILJIEKC ~OpraHU3aIllMOHHO-
TEXHUYECKUX  MEPOIPHUATHHA
T10 TIOJITOTOBKE U MTPOBEACHUIO
KOH()EPEHTHBIX
MEPOTPUSITHH;

MpaBHIIa odopmiieHus
JIOKYMEHTOB,  CO3]/1aBa€MbIX
B TIpollecce MOATOTOBKU H
MpOBeACHUSI KOH(EPEHTHOTO
MEPOTPHSITHS,

ITUKET u OCHOBBI
MEXIYHApOJIHOTO MPOTOKOJIA;
9THKA JEJI0BOT0 OOIICHUS,
COCTaB BHYTPEHHHX u
BHEITHUX HWH(POPMAITHOHHBIX
[IOTOKOB;

CTPYKTypa OpraHu3aliil M
TIOPSAO0K B3aUMOJICHCTBHUS
MOJpa3/IeIICHUN;

METOJIbI OOPaOOTKHU U 3aIIUTHI
nH(pOpMAIUY C PUMEHEHUEM
cpencTB MH(GOPMAIMOHHBIX H
KOMMYHHKAITHOHHBIX
TEXHOJIOTHii;

TpeOOBaHUS OXPAHBI TPY/a;
HOPMAaTHBHBIE MTPABOBBIE AKTHI
Poccuiickoit  ®Penepanuu B
cdepe Ienonporu3Bo/ICTRA;

JIOKaJIbHbIE HOpPMAaTHBHBIE
aKTBl,  pETJIAMEHTHPYIOIINE
NEATENBHOCTh CITY>KOBI

JCIONPOU3BOACTBA MU €€
pabOTHUKOB,  OpPraHMU3aIUI0
BEJICHUS JCIIONPOU3BO/ICTBA;
COBpPEMEHHBIE
nH(pOpMalIMOHHbIE u
KOMMYHHMKaIIUOHHbIE
TEXHOJIOTUH, NPUMEHsAEMBbIE
B paboTe ¢ JOKYMEHTaMU;
CTPYKTypa OpraHu3alnui,
PYKOBOJICTBO  CTPYKTYPHBIX




TOApa3ACIICHHM, 00pa3ipl
NOAIMCEeN JIMI, HMEIOIINX
paBo TTOIITHCAHUS u
YTBEPXKJICHHUSI  JIOKYMEHTOB,
U OrpaHWYCHUS 30H HX
OTBETCTBEHHOCTH,

MpaBUJIa PYCCKOTO SI3bIKA;
TpeOOBaHUS OXPAHBI TPY/A;
HOPMAaTHBHBIC MPABOBHIC AKThHI
Poccniickoit  ®enepanuu B
cdepe TpyIOBBIX OTHOLICHHIH;
JIOKaJIbHBIC HOPMATHBHBIC
aKThl,  PErJIAMCHTHPYIOIINE
TPYAOBBIE OTHOILICHUS;
COBPEMEHHBIC
UH(POPMALIMOHHO-
KOMMYHHKAI[IOHHBIE
TEXHOJIOTHH, TIPUMEHSIEMbIC B
paboTe C JOKyMEHTaMH IO
JTUYHOMY COCTaBY;

CTPYKTypa OpraHu3aIuH,
PYKOBOJICTBO  CTPYKTYPHBIX
oApa3IeICHUM;

MIpaBHJIa JEIOTPOU3BO/ICTBA;
MIpaBUJIa PYCCKOTO A3BIKA;
9THKA JIEJIOBOTO OOIIECHUS;
TpeOOBaHUS OXPAHBI TPY/IA;
HOpPMAaTHBHBIE TTPABOBBIC aKTHI
Poccuiickoit  ®enepanuu B
chepe IeNONmpou3BOJACTBA H
ApXHUBHOTO JIEN1a;

JIOKaJIbHbIE HOpPMAaTHBHBIC
aKThl,  perjaMeHTHPYIOIlne
BEJICHUE JICIIONPOU3BOJICTBA U
nepenadyy Jel B apXuB
OpraHu3aIumy,

BUIBl  HOMEHKIATyp  Jel,
o0rrue TpeOoBaHUS K
HOMEHKJIAType JieJ, MOpSAI0K
paboThI ¢ Hel;

HopsiIok  (OpPMUPOBaHUA U
odopmiieHus nen, crenuduka
(dbopMHUpOBaHUSA  OTIEIBHBIX
KaTeropuii e,

MpaBHJIa XpaHEHUs Jell, B TOM
qucie C JIOKYMEHTaMHU
OTPaHUYEHHOTO JIOCTYIIA;




npaBuiia BbIIaUU u
HCII0JIb30BaHUSl JOKYMEHTOB
13 chopMHUpPOBAHHBIX JIET;

IopAI0K HUCIIOJIB30BAHUS
TUIIOBBIX WM BEJIOMCTBEHHBIX
nepeyHen JIOKYMEHTOB,
onpeeneHus CPOKOB
XpaHeHus B nporecce
OKCIICPTHU3BI IIECHHOCTU
JIOKYMEHTOB;

BUIEI onuceu el
opraHusanyu u IOpAI0K
paboThI

C HUMU;

TpeOOBaHUS OXpaHbI TPY/A.
YMenus: HCIOJIb30BATh
cpencTBa UHGOPMAIIMOHHBIX U
KOMMYHHUKAITHOHHBIX
TEXHOJOTHH JJIs MOTY4YCHUS U
nepenayu HHGpopmaIuy;
BECTU M MCHOJb30BaTh B
pabore  0a3y  KOHTAaKTOB
OpraHu3aluy;

BECTHU Y4ETHBIE
perucTpanoHHble  (HOpPMBI,
HCII0JIb30BATh ux E
MHPOPMAIIMOHHON pPadoThl U
paboThI o KOHTPOJIIO
HCIIOJTHEHUS NIOPYYCHMUI;
yCTaHaBIUBaTh u
MOJIIePKHUBATh
KOMMYHUKAllUM B TIpoliecce
JIeJIOBOTO o0mieHus c
MIOMOUIbIO CPE/CTB
MH(POPMALIMOHHBIX u
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHii;

CI'JIaKUBATH KOH(bHI/IKTHBIe 58
CJI0’KHBIE CUTYaIluu
MCKIINYHOCTHOT'O
B3aMMOJIECTBHSI;

co0Ir0IaTh CITY)KEOHBIH
JTUKET;

obecrneynBaTh
nH(pOpPMAITMOHHYIO
0e30MacHOCTh  JACATEIIBHOCTH
OpraHu3alliy;
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BCTpEYaTh MTOCETUTEIIEH,

110JIy4aTh NIEPBUYHYIO
UH(POPMALIHIO O NOCETUTENSX,
yCTaHaBJIMBAaTh HOPSIIOK

npuéMa AN pasIUYHbBIX
KaTeropuil MOCETUTEIICH;
BECTHU Y4ETHBIE
perucTpanoHHble (GopMbI MO
npuéMy  TMOCETHTENEH |
o(opMIIATH TpOIyCKa;

BeCTH TMpuéM, Mmepenadyy u
OTIIPABKY JIOKYMEHTOB;
OpTraHN30BBIBATH u
OpOHHPOBATH MEPETOBOPHBIC
KOMHATBI;

CEpBUPOBATH YyalHbIE
(xodeitnbie) cTobl B oduce;
MIPUMEHATH B pabOTe CpeIcTBA
MH(POPMAILIMOHHBIX u
KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIA;

MIPUHUMATH MepBI o
COXPaHEHUIO
KOH(UIECHITUATBHON
uHpopMaluu B Xojae mpuéma
ITOCETUTEIICH;

BBIOMPATH bopmbI
IUTAHUPOBAHUS U OPOPMIISITH
IUTAaHUPOBIIMK  (OpraHaizep)
PYKOBOIMTENS U CEKPETApPS;
yCTaHaBIUBATh e,
OTpeAeNIATh MPUOPUTETHOCTH
U O4YepETHOCTh BBIIOIHEHUS
pabor u ¢ pexTHBHO
pacrpenensTs pabouee Bpemsi;
COTJIaCOBBIBaTh BCTPEUH U
MEPOMPHUITHSI U BHOCHUTH
WH(POPMAIIHIO B ITIAHUPOBITUK
(opranaiizep);
UH()OPMUPOBATH
PYKOBOIUTENS 0
NpUOIMKEHUH BpPEMEHM U
periaMeHTe
3aIJIaHUPOBAHHBIX BCTPEY H
MEPOIPUATHI;

BI)I6I/IpaTI) OIITUMAJIBHBIC
CIOCOOBI BHEILHETO u
BHYTPEHHETO
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MH(OPMUPOBAHUS 0
TUTAHUPYEMBIX
MEPOTIPUSTHSIX;
oOecreunBaTh
UH(POPMALIMOHHYIO
0€30I1aCHOCTh eI TEILHOCTH
OpraHu3aluy;

MIPUMEHSTH B paboTe cpeacTBa
HMH(OPMaLIMOHHBIX "
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHIA;

COCTaBISAITh U OQOPMIIATH
JOKYMEHTBl ~ JJI1  JIEJIOBBIX
MO€3/10K;

OCYILECTBIIATH TpeBe-
HOJIEPKKY JE€JIOBBIX
H0€3/10K;

COIJIaCOBBIBATh C
IIPUHUMAIOILEH CTOPOHOMU
IIPOTOKOJI TUTAHUPYEMBIX

MEpPOTPUATHIA U POPMHUPOBATH
IporpaMMy J€I0BO MOE3IKH;
UCIIOJIb30BaTh cpencTBa
UH(POPMAIMOHHBIX "
KOMMYHUKAIIHOHHBIX
TEXHOJIOTUI I 00eceueHus
B3aMMOJICHCTBUS c
PYKOBOAMTENEM BO BpEMS €0
JICJIOBOM II0C3/IKH;

oopMIISTH OTUETHBIE
JIOKYMEHTBI 0 bi (N (0):10)5
HOE3/IKE;

OpraHU30BBIBATH pabouee
MECTO B COOTBETCTBUU
¢ TpeOOBaHUSAMH 3PrOHOMHUKHU
U KyJIbTYpHI TPYJA;
obecrnieunBaTh paboyee MecTo
U (yHKIMOHANBHOE pabouee
HIPOCTPAHCTBO
HEOOXOJMMBIMH  CPEJICTBAMU
OPraHU3alMOHHON  TEXHUKH,
Me0eNnbl0 U KaHLEISIPCKUMHU
IPUHA]IC)KHOCTSIMH,
MOJIIEP>KUBATH cpencTBa
OpPraHU3alMOHHON  TEXHUKH
B pabouYeM COCTOSIHUH;
OpTraHU30BBIBATH nporecc
MOJIFOTOBKA U TPOBEACHHE
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KOH(EPEHTHOTO MEPOTIPHUSITHS
WHIIUBHUYaTbHO

U B cocTaBe paboyeil rpymibl;
JOKYMEHTHPOBATh  pa3HbIC

Tkl poLEeTyphl
MOJATOTOBKM ¥ TPOBEACHUS
KOH(EPEHTHOTO
MEPOTIPUSATHS;

COOJIFOIaTh PTUKET U OCHOBEI
MEXTYHApOIHOTO MTPOTOKOJIA;

OCYIIECTBIISATH coop,
00paboTKy uHpopMaluuy,
CHCTEMAaTHU3aLUI0

MOJTy4aeMbIX U IepejaBaeMbIX
JTAaHHBIX;

OCYILECTBIISATh IIPOBEPKY
JIOCTOBEPHOCTH, MOJTHOTBI
U HETMPOTUBOPEYUBOCTH
JTAHHBIX, UCKJIIOUEHUE
ny0nupoBaHus HHPOpMALUY;
NPUMEHAITh HH()OPMAITMOHHO-
KOMMYHHMKaIlHUOHHbIE
TEXHOJIOTHH,

COCTaBIIATH MIPOCKTHI
OpraHU3aLMOHHBIX,
pactopsIuTeIbHBIX "
nH(pOPMAIMOHHO-
CIPAaBOYHBIX JIOKYMEHTOB, B
TOM  YHCJIE€  JIOKyMEHTOB,
coaeprKaIux
KOH(PHUACHITHATHHYIO
nHpOpMaIHIO;

0(opMIIATH OpPraHU3alMOHHO-
pacropsIuTeIbHbIC
JOKYMEHThl (OpUTHHANBI U
KOIIHUHN);

CKaHUpPOBATh, KOMUPOBATh M
KOHBEPTHUPOBATH JIOKYMEHTHI
B pa3iuyHble (OpMaThl;
OCYIIECTBIISTH MIPOBEPKY
MIPOEKTOB  JIOKyMEHTOB  Ha
COOTBETCTBHE IIpaBUIIaM
JIeIIOTIPOU3BO/ICTBA;
OpUHUMATh ¥  TNPOBOJAUTH
TIEPBUYHYIO 00paboTKy
BXOJSIIUX JOKYMEHTOB;
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IIPOBOJUTEL IIPEABAPUTEILHOE
paccMOTpeHHE BXOIALIKAX U
BHYTPEHHHUX JIOKYMEHTOB;
perucTpupoBaTh  BXOIAIIUE,
UCXOJSIINEe U BHYTPEHHHUE
JIOKYMEHTHI,
KOHTPOJINPOBATH
MapIIpyTU3ALUIO
JIOKyMEHTOTIOTOKOB B
opraHu3aiuu (corjacoBaHue,
MOJITUCAHNE,  YTBEPXKICHHE,
perucTpanysi, O3HAKOMJICHHE
Y UCTIOJTHEHHUE TOKYMEHTOB) ;

OCYVIIIECTBIISATh CPOKOBBII
KOHTPOJIb HUCITOJIHCHU A
JIOKYMEHTOB;

OCYLIECTBISATh MOATOTOBKY M
OTIIPaBKy UCXOIAIIMX
JIOKYMEHTOB;

COCTaBJIATh OTYETHI u
AHAJIUTUYCCKHUC CIIpaBKH
00 UCIIOTHEHUH IOKYMEHTOB;
BECTHU nH(pOpPMaILIMOHHO-
CHPaBOYHYIO paboty

0 TOKyMEHTaM;
OCYIIECTBISITH  paboOTy ¢
OpraHU3aIlMOHHO-
pacnopsAUTeIbHBIMU
JTOKyMEHTaMu

B ABTOMATU3UPOBAHHBIX
CHUCTEMAX;

obecrieunBaTh  COXPAaHHOCTh

HIePCOHATBHBIX JIAHHBIX
PaOOTHHKOB;

OpTaHN30BBIBATH
JIOKYMEHTO000POT o
NPEJICTaBICHUIO JTOKYMEHTOB
1o MIEPCOHATTY B

roCy/lapCTBEHHBIE OPTaHBI;
OpTraHU30BBIBATH
JOKYyMEHTOO0OpOT MO YYETY
Y ABMXKEHHUIO PAaOOTHUKOB;
BECTH BOMHCKHUH yuér
pabOTHHUKOB;

BECTH Y4ET pabouero BpeMeHH
paOOTHHKOB;
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oQOpMIISITH OpraHU3AIMOHHO-
pacnopsAuTeNbHbIC
JOKYMEHTBI 110  JIUIHOMY
COCTaBY;

BECTH PETUCTPALMIO, YYET,
oIrepaTUBHOE XpaHeHue
JOKYMEHTOB TI0  JUYHOMY
COCTaBY;

BECTH JOKYMEHTAITHIO,
MOATBEPIKIAIOIIYI0 CBEICHHUS
0 TPYIOBOW IESATEIBHOCTH H
TPYJIOBOM CTaX€ PaOOTHHUKOB;
(¢bopMUpOBaTh JHYHBIC el
pabOTHHUKOB;

oQOpMIIITH Jiesia M0 JUYHOMY
cocTaBy  JUId nepeaayn
B apXUB OpraHHU3aIUy;
paboTath co
CHEIUAN3UPOBAHHBIMU
WH(pOPMAITMOHHBIMHU
cUCTeMaMH u 0a3aMu JaHHBIX
no  BeAeHHIO yu€Ta W
JBIDKEHUIO paOOTHUKOB;

pa3pabaTbIBaTh
HOMCHKJIATYPY aen
OpraHu3aInH,

IIPOBEPATH [IPaBUIBHOCTh

oopmiieHHsT TOKYMEHTOB H
OTMETKH 00 WX HWCHOJIHEHUH
nepeq ux (OpMHPOBAHUEM B
JeNno IS TOCIEAYIOIIETOo
XpaHEHUs; ¢dbopmupoBath
nena, KOHTPOJIUPOBATH
MPAaBUIILHOE U CBOEBPEMEHHOE
pacripesieieHue ¥ MOJIINBKY
JOKYyMEHTOB B  Jela B
COOTBETCTBUU C
HOMEHKJIaTypoi Jei;
IPOBEPSTH CPOKU XpaHEHUS
JOKYMEHTOB, COCTaBIIATh
IPOTOKOJI pabOThI IKCIIEPTHOM
KOMHCCHH TIO TIOATOTOBKE
JOKYMEHTOB K Iiepejade B
apXWuB;

COCTaBJIATH aKT O BBIJCICHUU
K YHHUTOXEHHIO IOKyMEHTOB,
HE MOJUIKAIINX XPAHEHHIO;
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COCTaBJISITh aKT 00
YHUUYTOKEHUU JIOKYMEHTOB;
OCYIIECTBIISITH TMOJIHOE WU
4acTUYHOE OdOopMIICHHE el
BPEMEHHOT'0,  MOCTOSIHHOTO,
JTOJITOBPEMEHHOT0 CPOKOB
XpaHEHUS;

COCTaBIISATh OTIHCH Jen
CTPYKTYPHBIX MOAPA3ICICHHUI
MTOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB
XpaHEHUs JJIS TIepelavyn Je B
apXUB OpraHU3aIUy;
MPUMEHSITh UHPOPMAIMOHHO-
KOMMYHHKAIIHOHHBIC
TEXHOJIOTHH TIpU paboTe C
JIOKyMEHTaMH.
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2. CTPYKTYPA U COAEP KAHUE TPO®ECCUOHAJBHOI'O MOAYJIA

2.1. O6bem npodeccuonanbHoro Mmoayias 03 OcBoeHue BHAOB PadoT MO OAHOH WJIM HECKOJLKUM TMpodeccHsiM padoumx, T0JIKHOCTIM
CJIy:KalMX W BHAbI y4eOHOH padoThl.

HaumenoBanus Bceero O0beM npodeccnoHAIBLHOT0 MOIYJIsl, AK.YaC IIpakTuka
E MJIK, Bxoasmux B 4acoB O0yuenne mo MK
= = €OCTaB Oo0s3aTeqIbHAsI Ay IUTOPHAsE y4eOHas CamocTtosiTennbHast YueOn | IlpousBoacTs
_ 5 = npogdeccuoHaJIbLHOIO Harpy3ka o0y4aruierocsi pabGora asl, eHHasi
=53 MoyJIsl 00y4a0Ierocs yacoB | (mo mpoQuaio
§ 5 2 Bcero, B T.4. B T.4., Bcero, B T.4., CrenuaJbHOC
g = 4acoB | NMpaKTU4ec KypcoBasi 4yacos KypcoBasi TH)
S = KHe pabora pabora
= 3aHSATHUSA, (mpoekr), (mpoekr),
4acoB 4acoB 4acoB
1 2 3 4 5 6 7 8 9 10
OK 01, 02, 04, | MJIK.03.01 10
05, 09 Jlenonpou3BoauTeNh
IK 3.1-3.3 140
140 98
75 24 72 72
Y4yebHass mnpakTHKA 72 72 72
no OpPraHu3auuu
AOKYMEHTAIHOHHOI0
o0ecneyeHUus
ylpaBJeHHus
IIpousBoacTBeHHAst 12 72 72
NMPAKTHKA no
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opranm3anvu

JOKYMCHTAITUOHHOI'0

Bcero:

140 140 | 98 | 75 | -

24

72 72

2.2. Conep:xxanue o0y4enus no npodgeccuonanbunomy moayJaio 03 OcBoenne BUI0B padoT M0 OHON UM HECKOJbKHUM npodeccusiM padovux,

JOJTAKHOCTAM CIYKAIMUX

DopmupyemMsbie
HaunmeHnoBanue pa3iesioB U TeM Coaepxanue yueOHOro marepuaJia O0bem yacoB obue u
npogeccuoHaJbHbIE
KOMIIEeTEeHIIUH
1 2 3 4
Tema 1 Jlekuuu 10 OK 01, 02, 04, 05,
Je1onpou3BoacTBO KaK oaHa u3 | Jlenonpou3BoACTBO Kak OfHA U3 GYHKUUH yIpaBIeHHUS. 09
(GyHxumii ynpasJjieHus. Brenenue. ctopus pa3BuTus I1€I0NPOU3BOACTBA B Poccuu. 2 K 1.1-1.9

Henu, 3amaun, cBA3b C IPYTUMH JUCLUIUIMHAMHU.
HopMaTtuBHBIE TpaBOBBIE aKThl U HOPMAaTUBHO-METOANUYECKHE
JIOKYMEHTBI, OTIpeAeIAIoIIre NOPAA0K TOKYMEHTAIMOHHOTO 4
oOecrieyeHusl ynpaBIeHUs.
OCHOBHBIE OHATHS «IOKYMEHT», BHJIbl JOKYMEHTOB, UX Ha3HaYCHUE U 4
T.J.
IIpakTHYeckHe 3aHATHSA 8
Knaccudukanuu nokymento OP/l. CoBpeMeHHbIe HH(DOPMALIMOHHBIE
TEXHOJIOTUH PabOTHI C JOKYMEHTaMH. 2
«Kpyriblii cTOI» 110 COCTAaBICHUIO OIUCH /€], IOATOTOBKH J1E] K
nepeaye B apXuB OPraHU3alUM, TOCY1apCTBEHHbIE U MYHHIIUIIAIbHbIE 2
apxuBbl. O0eCIIEUEeHHUIO yyeTa U COXPAaHHOCTHU JIOKYMEHTOB B apXHUBE.
TunoBast MHCTPYKIMS 110 J€JIOIPOU3BOJCTBY
Pemenue curyaruBnbix 3a1a4: [logroroBka BXOAAIMX JOKYMEHTOB IS 4
paccMOTPEHMSI pyKOBOAUTEIIEM.

Tema 2 IIpakTH4yeckue 3aHATHS 14
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Opranusauus Tpyaa

PAa0OTHHUKOB CJIyKObI

AOKYMEHTAIHOHHOT 0
o0ecneyeHus1 ynpaBJjieHHsI

(A0Y)

CocraBneHue AOKHOCTHON MHCTPYKIMH JEJIOIPOU3BOUTEIS.
Odopmiienne JOHKHOCTHOW HHCTPYKLUH J1€0MPOU3BOIUTENS.

OpFaHI/I3aI_II/I}I pa6OTBI IO pEerucTpaivu, yu4ceTy, XpaHCHUIO U IICPCaavuc B
COOTBETCTBYIOINHUE CTPYKTYPHBIC ITOAPA3ACICHUS TOKYMCHTOB
TCKYHIETro ACJI0IMPOU3BOACTBA

PanronaneHas opranusanus pabounx MecT U TpyAa paOOTHUKOB
JeJI0NPOn3BOJACTBa. TpeboBaHus OXpaHbl Tpyaa. TpynoBoit koaekc PO
B YaCTH 00ecIeYeHus YCIOBHA, OTBEYAIOIINX TPEOOBAHUSIM OXPaHbI
TpyZa.

Jenosast urpa: OpopMUTh U 3apETUCTPUPOBATH OPraHNU3ALUOHHO-
pacnopsiaIuTeIbHbIE JOKYMEHTEI, IIPOKOHTPOIUPOBATE CPOKH UX
HUCIIOJIHCHUA

OK 01, 02, 04, 05,
09
K 1.1-1.9

Tema 3
Odopmiienue peKkBU3UTOB
JOKYMEHTOB.

Jleknuu

10

dopmyrsip — obpaser. Buasl n Ha3HauYeHHE OJAHKOB.

[IpaBuna opopmieHHsI OCHOBHBIX PEKBU3UTOB.

[TpaBuiia opopMIICHHS TOTIOTHATEIBHBIX PEKBU3UTOB IOKYMEHTOB.

HpaKaneCKne 3aHATUSA

10

TpeboBanus, npeabsBiIsieMble K JOKYMEHTAM B COOTBETCTBUU C
HOPMAaTUBHBIMU ITPABOBBIMU aKTaMU U FOCYAapCTBEHHBIMU
crangapramu. [Topsinok paboTsl ¢ fokymeHTaMu. Cxembl
JOKyMeHT0000poTa. CHCTEMBI CKOPOCTHOTO MMUCHMa.

[IpaBuiia paboTHI ¢ BXOASIIUMHU, UCXOASIIMMHU U BHYTPEHHUMU

AOKYMCHTaMHU.

[IpoexktupoBanue OJIaHKOB c YIJIOBBIM PACIIONIOKEHUEM
pexBu3uTOB. [IpoekTupoBanue O1aHKOB ¢ IIPOJOJIHBIM
pAacIoyIoKeHUEM pekBu3nToB. OQopmiieHIE OCHOBHBIX PEKBU3UTOB

nokymeHToB. OdopmiieHne 1onoaHuTeIbHbIX pekBu3uToB. 'OCT P
7.0.97-2016

OK 01, 02, 04, 05,
09
K 1.1-1.9
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[IpobnemHoe 00ydeHue: OCYHIECTBUTh OPraHU3alMOHHO-METOINYECKOE
PYKOBOJICTBO M ITPOKOHTPOJIMPOBATH 32 pabOTON apXHBa OpraHU3aluu 1
3a OpraHu3anyei JOKyMEHTOB B J€JI0NPOU3BOICTBE.

Tema 4 CayxeOHast
JOKYMEHTAIUS OPTraHu3aIUuM.

Jleknuu

10

Cny>1<e6Ha5{ JAOKYMCHTAIUsl OpraHru3alnu.
Buabl n Ha3HaueHHE CJ'Iy>KC6HLIX HAOKYMCHTOB.

Opranu3anuoHHO- MPaBoOBas JOKyMeHTarus. [IpaBuia Kk COCTaBICHHIO U
0 OPMIICHHUIO.

P acropdaauTeiibHass JOKyMCHTAIU. HpI/IKa3 110 OCHOBHOM J€SITEIIbHOCTH
W BBIITMCKA U3 IIpHUKa3a.

HpaKTI/I‘IeCKHe 3aHATUSA

12

HNndopmannonno — cipaBovynas qokymenranus. [IpaBuia cocraBieHus
U oopMIIeHUsT HHPOPMALIMOHHO-CIIPAaBOYHBIX, OPIaHU3aLMOHHBIX,
yIpaBJIEHYECKUX TOKYMEHTOB. Besienue nHpopMaioHHO-ClIpaBOYHON
pabotel. Ciry)keOHbBIE TTHChMA.

ITpoTOKOI ¥ BBIITUCKH U3 MIPOTOKOJIA.

Bunbl v Ha3HaueHNE TEKCTOB CITY)KEOHBIX JJOKYMEHTOB

[TpoGiieMHOE 00yUYeHHE: 00CCTICUNTh YIET U COXPAHHOCTh JIOKYMEHTOB
B apXHBE

Cocrapnenne U 0opMIICHUE CITY)KEOHBIX TUCEM, JTOKJIATHBIX U
O0OBSICHUTENIBHBIX M CITY>)KEOHBIX 3anucok. CocTaBiieHHe U 0(h)OpPMIICHHE
IPOTOKOJIOB U BBHIMUCOK U3 MpoTokoia. CocTaBieHne u opopmiieHue
IMPUKa30B I10 OCHOBHOH ACATCIbHOCTHU U BBIIIMCOK K HUM.

JenoBas urpa: «Opranuzanus J0CTaBKU JOKYMEHTOB UCIIOTHUTEISIM.

OK 01, 02, 04, 05,
09
K 1.1-1.9

Tema 5
KaapoBasi ntokymeHTauusi
(10KyMeHTAUMs 110 JTUYHOMY
COCTaBY)

HpaKTI/I‘IeCKHe 3aHATUSA

18

Odopmiienue 3asiBICHUS, TMYHON KapTOukH, popmbl T-2. 3anoaHeHne
TPYIOBOW KHWKKH, BHECCHHE U3MEHEHHI B TPYIOBYIO KHIKKY.
OdopmieHue mpuKka3oB Mo JTHIHOMY cocTtaBy. CocTaBiieHne rpaduka
OTITYCKOB paOOTHHKOB

OK 01, 02, 04, 05,
09
K 1.1-1.9
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KanpoBasi tokymeHTalusi COBPEMEHHOTO YUPEXKICHUS.

XpaHeHue KaapoBoi qokyMmeHTauun. [IpaBuia XxpaHeHUs TPYIOBBIX
KHIDKEK. 3aliTa IepCOHANBHBIX TaHHBIX paboTHHKOB. Coryacue Ha
00pabOTKY MEPCOHANBHBIX JAHHBIX.

Buzapl 1 Ha3HaUEeHUE KaAPOBOW TOKYMEHTAUUH. Tpya0BOMl JOTOBOP.
[IpaBuna 3anonHeHus TMuHOM KapTouku popmsl T-2. JInynoe geno
paboTHUKa, Kax10# rpadbl oTaeapHO. [IpaBuia BeleHus U 3am0THEHUS
TPYJIOBBIX KHIKEK. BUJibl mpuka3oB 1o JndyHoMy coctaBy. [IpaBuna
cocTaBiieHuUsI U 0hOPMIICHUS PUKA30B.

enosas urpa:

OO0paboTka 1 OTIpPaBKa UCXOAIINX JOKYMEHTOB OCYIIECTBUTH

TeneoHHOE 00CITyKUBAaHUE, PUHSATH U NepeaaTh (Pakchl. OCYIIECTBUTh
MOJATOTOBKY JIEJI K Iepejaye Ha apXUBHOE XpaHEHHUE.

Tema 6 Xpanenue kagpoBou
JAOKYMEHTAINH.

IIpakTHYecKHe 3aHATHSA

O3 PO «O 3amute nepcoHanbHbIX AaHHbIX» PaboTta ¢ CIIC
«Koncynbrant [Imrocy. Odopmiienne cornacus Ha 00paboTKy
NEPCOHAJBHBIX JIAHHBIX.

CocraBiieHHE TAMATKH

«[IpaBuna paboTsl ¢ KOHPHUIESHIIMATHEHON HH(DOPMAITHED.
CIIC «Koncynptant I[Imroc» @3 PO «O 3ammre nepcoHaabHbIX
TaHHBIX» JlenmoBas urpa: mpuHATH © 00paboTaTh BXOASIINE U

UCXOIAIINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, COCTABUTh
HOMEHKJIATypy Jied U ¢hopMHpOBaTh JOKYMEHTHI B Jieja.

OK 01, 02, 04, 05,
09
K 1.1-1.9

Tema 7 lokyMeHT0000pPOT
OpPraHHM3alNH.

Jlekuuu

12

CTpyKTypa opraHuzaluu, pyKOBOJCTBO CTPYKTYPHBIX MOApa3IeIeHUN.

I[IpaBuia TOKyMEHTAIMOHHOTO 00ECTIeYeHHS IESITEIbHOCTH
opranuzanuy. O01ue npaBuia OpraHu3aluy J0KyMEHTO000poTa.

[IpaBuna co3ganus u BeieHus 0a3 TaHHBIX CIY>KEOHBIX JTOKYMEHTOB B
OpraHu3aluu.

IIpakTHYecKkHne 3aHATHSA

18

JIoKyMeHTOOOOPOT OpraHU3aIHH.
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OdopmieHue )XypHAIOB PETUCTpAIUU. Peructparius 10KyMEHTOB.
CocraBneHre HOMEHKIATYpHI Aen. OnucH aen. Beimonxnenue pabor mo
0(hOPMIICHHIO JIe]T

(0610KKa, OTHCH).

Homenknartypa nen, kak cuCTeMaTU3UPOBAHHBIN NepeUeHb JOKYMEHTOB
opranuzanuu. [Ipuem u 06padoTKa MOCTYMAOIINX TOKYMEHTOB.
[Topsiiok NpoXoxKAEHUSI JOKYMEHTOB.

Perucrtpanus u unaekcanus n1okymeHToB. [IpenBapurensuoe
paccMOTpEHUE U COPTUPOBKA JOKYMEHTOB Ha PETUCTPUPYEMbIC U
HeperucTpupyemble. Peructpaius BXoIA1uX T0KYMEHTOB.

[Topsinok mpoxoxaeHus: CO3/1aBaeMbIX TOKYMEHTOB. [IpaBuna u cpoku
OTIPaBKU UCXOJSIINX JOKYMEHTOB.

[TpaBuia opranu3anuu u GopMbl KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB B
opraHu3anuu. TUNOBbIE CPOKU UCTIOJIHEHUS IOKYMEHTOB. [IpuHIIMIIBI
paboThI CO CPOKOBOI KapTOoTeKOW. Ha3HaueHrEe U TEXHOJIOTHUS TEKYIIETO
Y TIPEAYIPEAUTEITHHOTO KOHTPOJIA.

[IpaBuna cocTaBieHUs] aHATUTHIECKUX CIPABOK MO OpTraHU3aIuU
paboThI ¢ JOKYMEHTaMH U KOHTPOJIIO UCTIOTHEHUS TOKYMEHTOB
Homenknatypa nen. @opmupoBanue aen. XpaHeHUe Jaedl.

Tema 8
IHoaroroBka aesi K apXUBHOMY
XpaHeHN 0

IIpakTHyeckne 3aHATHS

12

DKcnepTu3a HEeHHOCTH JOKYMEeHTOB. [loIroToBKa JOKYMEHTOB K
nepenayde B apxuB CocraBieHnne u opopmieHue mpukasa o JK.
Odopmiienne MpoOTOKOIIA, aKTa O BBICICHUN TOKYMEHTOB Ha
YHUUTOXEHUE.

AHanmu3 KOHKPETHBIX CUTYalHii: paboTa ¢ TOKyMEHTaMH, COACP KaIMMU
KOH(pUIEHIIMATbHYIO HH(OpMAIUIO, B TOM YHCIIE ¢ JOKYMEHTaMH 110
JUYHOMY COCTaBY

DTansl MOATOTOBKH ACJI K apXMBHOMY XPAaHCHHUIO.

Y4yeOHasi NpaKTHKA
Buasi pador:

IIpuHUMAaTh ¥ PErUCTPUPOBATH ITOCTYNAOIYIO KOPPECIOHAEHIUIO, HAIPABIIAT €€ B CTPYKTYPHbIE IIOAPA3IEIEeHNs OPraHU3aLUH.

OK 01, 02, 04, 05,
09
K 1.1-1.9
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PaccmatpuBaTh TOKyMEHTHI U IIEpEIaBaTh X HA UCIIOJHEHHUE C YUETOM PE30JIIOLIMU PYKOBOAUTENEH OpraHu3alnu.

OdopMIIATE perucTpaluoHHbIe KAPTOUKU U CO3/]aBaTh OAHK JaHHBIX.

Bectu kapToTeky yueTa NpoXoKIeHUs JOKYMEHTAIbHBIX MaTEpUAIOB.

Ocy1mecTBIATh KOHTPOJIb 3a MPOX0XKIEHHUEM JOKYMEHTOB.

OTnpaBisATh UCHIOIHEHHYIO JOKYMEHTAIUIO aJpecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX BU0B OpPraHU3allMOHHON TEXHUKH.

CocTtaBisaTh U 0QOPMIIATH CITy’K€OHbIE TOKYMEHTBI, MaTepHAIIbl C UCIIOJIb30BAaHHEM (POPMYIISIPOB TOKYMEHTOB KOHKPETHBIX
BUJIOB.

dopmupoBaTh Jerna.

Ob6ecneunBaTh OBICTPHII MOUCK JOKYMEHTOB 10 HAYYHO-CIIPAaBOYHOMY almapary (KapToTeKkaM) OpraHu3aluy.

CucremMaTu3upoBaTh U XPaHUTh JTOKYMEHTHI TEKYIIETO apXUBa.

OO6ecrieunBaTh COXPAaHHOCTh MTPOXOISIIICH CITY>KeOHOM TOKYMEHTAIIUH.

l'oToBUTH M IEepeaBaTh JOKYMEHTHI HA apXUBHOE XpaHEHHUE.

OObecrneunBaTh COXPaHHOCTh APXUBHBIX JJOKYMEHTOB B OpPraHU3ALINH.

IIpon3BoacTBeHHAs] IPAKTHKA

Buasbi pador:

CocraBieHue rpaguuecKoil CXeMbl CTPYKTYPbI CIyXKObl TOKYMEHTALMOHHOTO 00eCIeueHHS.

N3yueHue cTeneHn aBTOMaTU3aluu 1€J0IPOU3BOICTBEHHBIX IPOLIECCOB: HATMYMS BBIYUCIUTEIIBHOW TEXHUKH, JTOKAJIbHON

CEeTH, CIIELUATU3UPOBAHHOr0 IPOrPAMMHOI0 00ECIIEYeHUs ISl aBTOMAaTH3a LUK J1€JI0IIPOU3BOICTBEHHBIX OIEpaLIHid,

BBISIBJIEHHE CTETIIEHN OCHAIIEHHOCTH Pa00YMX MECT BBIYUCIUTEIBHON 1 OpPraHU3allMOHHON TEXHUKOM

Ananuz ABWIKCHUA BXOAAICTO, HCXOAAICTO U BHYTPCHHCTO JOKYMCHTOIIOTOKOB, OIIPCACIICHUC HYTGP'I MMOJIYYCHUA U OTIIPABKU

JIOKYMEHTOB, MOPsIJIKa Nepeauu JOKYMEHTOB BHYTPHU YUPEKICHHS

M3yueHne nopsiaka nepBUYHON 00pabOTKU MOCTYNHUBILNEH KOPPECTOHCHIINY, IPABHJI IPUEMa, COPTUPOBKH U OTIPABKU
JIOKYMEHTOB. BrinonHenue paboTsl o o0paboTKe BXOIAIICH, UCXOASIIEH U BHYTPEHHEH KOPPECTIOHICHIINH.

W3yuenust co3ganHbix 0a3 JaHHbBIX. M3ydeHnue cucteMbl HH)OPMAITMOHHO-CIIPAaBOYHON pabOTHI, ONIpEIeIeHHE TOT0, KaKUX
HOCHUTEJISIX CO3/]aH CIIPaBOYHO-WH(OPMAIIMOHHBIN (DOH/I, KTO UMEET MPABO MOJIB30BATHCA HH()OPMAIIMOHHO-TTIOUCKOBOM
CHCTEMOM.

W3ydeHus opraHu3aliy U TEXHOJIOTUU KOHTPOJIS UCTIOTHEHHS IOKYMEHTOB. BhIsCHEHNE HAaTHUUsl OTBETCTBEHHOTO 3 3TOT
Y4acTOK pabOThI, JOKYMEHTOB, PErNIaMEHTUPYIOMIUX 3TOT BUJ JEATEIbHOCTH. AHATIN3 MIEpeUHeil TOKYMEHTOB, MOJUIeKAIINX
KOHTPOJIIO, ONpeieSICHHE KOJIMYECTBA IOKYMEHTOB, HAXOAIIMXCSA HAa KOHTPOJIE, YCTAaHOBJIEHHE CPOKOB HCIIOJTHEHHS
Pabota ¢ 6mankamMu OpraHU3alMOHHO-PACTIOPSAUTEIHLHON JOKYMEHTAITHH.

Odopmiienne ciykeOHBIX TUCEM Pa3IUYHbIX BUI0B

Odopmienue nucem, nepe1aBaeMbIX AIEKTPOHHOM MOYTOM.

Pa6ota ¢ kagpoBoit nokymeHTanueil. [leppuuHas yueTHas JOKyMEHTALM 110 TIUYHOMY COCTaBY

Odopmienue npuka3oB 1o YHUPUIIUPOBAHHON (popMe: puem, nepemMelieHne, yBoJbHEHNHE

Odopmiienne yauduupoBaHHbIX (OPM MO KajJpam: OTIIYCK, KOMaHIUPOBKU
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‘ Odopmiienne TpynoBoi kKHIKKH. OdopMIIeHHE 3aMicei TT0 MOOIIPEHUIO, IPEMUPOBAHUIO
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3. YCJ0OBUA PEAIM3ALIUU TPOT'PAMMBI TIPO®PECCHUOHAJIBHOI'O MOAYJIA

3.1. TpeOGoBaHusI K MUHHMAJIBHOMY MaTEePHAJBHO-TEXHHYECKOMY 00ecIe4YeHU 0

Peanuzarus nporpammel mpodeccronansaoro Moayiist 03 OcBoeHUe BUIOB padOT 10 OAHON
WIA HECKOJBKUM TpodeccusiMm pabodnx, JOHKHOCTSAM CIIYKAIIUX COOTBETCTBYET TPEOOBAHHIM
OI'OC nmerorcs:

YueOHble KaOMHETHI: KAOMHET apXUBOBEACHUS - 1.

OO6opynoBaHue y4eOHBIX KAOWUHETOB H Pa00UnX MecT KadMHeToB: padoune cToi — 15,
CTYJI IO KOJINYeCTBY oOyyarouuxcs - 30, pabodee mecto nmpenojasarens - 1.

Texnnueckue cpeacTBa o00y4eHHsl: TIEPCOHAIBHBIH KOMIBIOTEp (TIPOrpamMMHOE
oOecrieueHHne: TEKCTOBBIM peJakTop, NpaBoBas 0a3a HaHHBIX, CHCTEMa AIIEKTPOHHOTO
JIOKyMEHTO000pOTa, MPOrpaMMHBIA MPOAYKT, PEaU3yIOIUil (YHKIMH apXuBa OpraHU3aIiH,
JIOKaJIbHAS CETh, BBIXO[ B II100aIbHYI0 ceTh) — 30.

3.2. UudopmaumonHoe odecredyeHue 00yuYeHust

OcHoBHas 1uTEpaTypa

1. Opranu3zaiiys apXuBHOHM U CIPaBOYHO-UH(DOPMAIIMOHHOM pabOTHI 10 TOKYMEHTaM
opranuzaiuu [Tekcr]: yueOHUK [UIsl UCHOJIB30BaHUS B Y4eOHOM IMpoliecce 00pa3oBaTEIbHBIX
YUPEKIEHUHN, peanu3yloluX MporpaMMbl CpPEAHEro MNpoQeccCHOHANBHOrO 00pa3oBaHHs IO
cnenuabHOCTH "J[OKyMEHTAIlMOHHOE O0OeclieueHe YIpaBleHUsI U apXUBOBeIeHUE»: [B 2 4.] /
[bypoa E. M., Xopxopauna T. W.]; mox pea. E. M. BypoBoii. — 3-¢ uzn. crep. — Mockaa:
Axanemus, 2019.

(ITpodeccnonansHoe oopazoBanue. [Ipodeccnonanpanii Moayns). Y. 1. — 2019. — 336 c.
ISBN m3nanus: 978-5-4468-5976-4. ISBN Toma: 978-5-4468-5974-0.

2. Opranuzainys apXvBHOHM U CIPaBOYHO-UH(POPMAIIMOHHOM pabOTHI 10 TOKYMEHTaM
opranuzaiuu [TekcT] : yueOHUK Ui MCHOJB30BaHUS B Y4eOHOM Ipoliecce 00pa3oBaTeIbHbBIX
YUPEKICHUH, peanu3yloluX MIporpaMMbl CpelHero MpodeccuoHaIbHOTO 00pa3oBaHUs IO
crenuabHOCTH "J[OKyMEHTAIITMOHHOE OOECIIeUCHHE YIIPABICHUS W apXHUBOBEICHUE»: [B 2 4.] /
[bypoBa E. M.,

Xopxopauna T. U.] ; mox pen. E. M. BypoBoii. — 3-e u3n. crep. — MockBa: Akajgemus,
2019. — (ITlpodeccuonansHoe oOpazoBanue. [Ipodeccuonansueiii Mmoayns). Y. 2 / [E. M. Byposa,
A. T1. Adanaceena, E. B. Anekceesa, A. E. Poquonosa]. — 2019. — 400 c. ISBN: 978-5-4468-
5975-7

3. Packun, /I. 1. MeTtonuka v mpakTHKa apXWBOBEICHHS . YUYCOHUK IJI CPEIHETO
npodeccuonanbHoro oopazosanus / 1. U. Packun, A. P. CoxonoB. — Mocksa : 3nateiascTBo

Opaiir, 2022. — 339 c¢. — (IIpodeccuonanpHoe 006pazoBanue). — TekcT :
nenocpeacteernbiit. — ISBN 978-5-534-02419-7.

4, Packun, [I. . MeTtonuka v mpakTHKa apXWBOBEICHHS .| YUYCOHUK IJI CPEIHETO
npodeccuonansuoro oopazosanus / J[. . Packun, A. P. CokonoB. — Mocksa : U3narenbcTBo
IOpaiir, 2022. — 339 c. — (Ilpodeccnonansroe obpazosanue). — ISBN 978-5-534-02419-7. —
Texcrt : anexTponHslii // ObpazoBarenbHas mwiatdopma FOpait [caift]. —

URL.: https://urait.ru/bcode/492546

25



4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OBYUYEHMUSI 11O
MNPOPECCHUOHAJBHOMY MOAYJIIO

KoHTpoibr uM oumeHka pe3ylbTaToB o00y4YeHHs 1O MNPO(EecCHOHAIBHOMY MOJYIIIO
OCYIIECTBIISIETCS MPEIOIaBaTeIeM B IIPOIECCE MPOBEICHUS TIPAKTHUECKUX PabOT, TECTUPOBAHUS,
a TakKe BBITIOJIHEHUS 00yJaIOIIUMHUCS UHANBUYATbHBIX 3aJaHUH, IPOEKTOB, UCCIICTOBAHUIA.

Kon u HaumeHoBaHue

Npo(pecCHOHATBHBIX U

001X KOMIIETEeHIIHIA,
(¢opMupyeMbIX B paMKax

MOY.JIsl

Kpurepun onenkn

MeToanl OLIEHKH

OK 01. Beibupats criocoOb1
pelieHus 3a1a4
npodeccruoHaIbHON
NeATEeIbHOCTH
MPUMEHUTEIBHO K Pa3IMYHBIM
KOHTEKCTaM

OK 02. Mcnonbs3oBath
COBpPEMEHHBIE CPEJICTBA
MOKCKa, aHaTu3a U
WHTEpIIpeTanuu HHHOPMaIIUN
U UHPOPMAIMOHHBIE
TEXHOJIOTHH

OK 04 D¢ dextuBHO
B3aMMO/ICMICTBOBATH U
paboTaTh B KOJUIEKTHBE U
KOMaH/1e

OK 05 OcymiecTBisaTh
YCTHYIO ¥ TUCBMEHHYIO
KOMMYHHUKAIIMIO Ha
rOCYAapCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4€TOM 0COOEHHOCTEN
COLIMAIBHOTO U KYJBTYPHOTO
KOHTEKCTa

OK 09 INonb3oBaThCs
npodecCuoHaTBHOM
JIOKYMEHTalMe Ha
roCyJapCTBEHHOM U
MHOCTPAHHOM SI3bIKax

[IK 1.1. OcyiiecTBasiTh
npuéM-epenaqy
yIpaBIeHYECKOU
MH(POPMALINH C TOMOIIBIO
cpencTB HHGOPMALIMOHHBIX U
KOMMYHUKAIITMOHHBIX
TEXHOJIOTUI

I1K 1.2. KoopaunupoBatb
paboTy npueMHOI
PYKOBOJIUTEIIS, 30H IIpHeMa

3HaHue 00JIee OTHOrO crrocoba
pemeHust mpodeccuoHaTbHON
3a1auu;

ApryMeHTanus BEIOOpa
KOHKPETHOT'0 crocoba

Pemienue

negarornyeckux

cutyauuit Kelic-3anaun
VYcTHBIN onpoc

3amuTa METOJUYECKOT0
nopTdoamno

DKcrnepTHOE HAOIIOIEHHUE 32
npogeccroHaIbHBIM
MOBEJICHUEM 00YyJaromerocs
B XOJI€ NIEJarOrM4eCKOn
MPAKTUKHU

OneHka neparoramu
(yuutensiMu) KapThbl aHaJIU3a
U cCaMOaHaJIn3a ypoka

CooTBeTcTBHE HalICHHOMN
nH(hopMaIuy 3aTaHHONU TeMe
(3amayge).

-BJIaJICHUE PA3HBIMH CIIOCO0aMU
npecraBiaeHust uHGpopmauu -
PEe3YIBTAaTUBHOCTH U
OTIEPAaTUBHOCTH MOKCKA
nHhopmanuu, He0OXO0AMMOM
JUTSI TIOCTAHOBKY M PEIICHHUS
npoecCHOHANBHBIX 3a7a4,
po¢eCCHOHANTBHOTO U
JTUYIHOCTHOTO PA3BUTHS;

VYcTHBIE BBICTYIIJICHHUA C
npe3eHTanuen 3ammra
NPOEKTOB 3amuTa
TPaeKTOPUHU
po¢eCCHOHAIEHOTO
pocta IIpencraBnenue
Haunbonee 3¢ HeKTUBHBIX
NPAKTHK MPEToaBaHus
JTUCIUILUINH
XYAOXKCCTBCHHO-
ACTETHYECKOTO LIUKIIA

26




pa3IUYHBIX KaTeropuit
MOCETUTEJICH OpraHu3aluu
IIK 1.3. BnageTs HaBLIKAMUA
TUTAaHUPOBaHUs paboyero
BpPEMEHH PYKOBOAUTENS U
ceKperaps

[1K 1.4. OcyuiecTBasiTh
MOJITOTOBKY JIEJIOBBIX MOE3I0K
PYKOBOJHTENS U IPYTUX
COTPYJIHUKOB OpraHU3aINH
[1K 1.5. Bmagets ciocobamu
OpraHu3aIuu padbovero
MPOCTPAHCTBA NPUEMHOU U
KaOWHETa PyKOBOIUTEIS

[IK 1.6. OcymiecTBasTh
paboTy MO MOATOTOBKE U
IIPOBEJICHUIO KOH(EPEHTHBIX
MEpOIPUATHIA, 00ecTeYnBaTh
MHPOPMAIIMOHHOE
B3aMMO/ICHCTBUE
PYKOBOJUTEIIS C
MOJIpa3esIeHUsIMU U
JOJKHOCTHBIMH JTUIIAMH
OpraHu3anuu

[1K 1.7. Odopmiisats
OpraHu3alMOHHO-
pactopsIuTeIbHBIC
JIOKYMEHTHI U
OpraHU30BBIBATH PAbOTY C
HUMHU, B TOM YHUCJIE C
HCIIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM
I1K 1.8. OpopmusTs
JIOKYMEHTBI 110 THYHOMY
COCTaBY Ml OPTaHU30BbIBATH
paboTy C HUIMH, B TOM YHUCIIE C
HCIIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM
I1K 1.9. Opranu3oBsiBaTh
TeKyIllee XpaHeHUe
JIOKYMEHTOB, 00pabOTKy Je
JUTSI OTIEPATUBHOTO U
apXUBHOT'O XpPaHEHHUS, B TOM
YHCIIe C UCIIOIh30BAHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM
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JUCT PETUCTPALIMY U3SMEHEHU

Homep Homep u nara Conep:xxanue uzmenenuss | ®UO nuua, | Hognuch
U3MEHEHHUS | PACHIOPSIAUTEIbHOI0 BHeCIIEro
JAOKYMEHTAa 0 U3MeHeHue
BHECEHHU
H3MEeHEeHUil
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