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1. ACIHIOPT PABOYEI ITPOTI'PAMMBI YUEBHOM JUCIIUILIVHBI
JoKymMeHTanlMoOHHOEe o0ecnieyeHre YIIPABJIeHUS

1.1. O6nacTe npumMeHenns padoyeii NPOrpaMMbl

Pabovas mporpamMma y4eOHOW NUCIMIUIMHBI SBJISETCS YaCThIO OCHOBHOW IMPO(ecCHOHATBLHOU
o0pa3oBaTeNbHON MPOTPaMMbI TOATOTOBKH CIIEIUAIMCTOB CPETHETO 3BEHA B COOTBETCTBUHU C
®I'OC no cnenunanbHocTU [IpaBo 1 opranuzaims conuaIbHOTO 00ECIICUeHUs B YaCTH OCBOCHUS
OCHOBHOTO BHJa mpodeccronansHoi nesrenproctu (BII/): IIpodeccnonanbras moaroToBka

pabounx no npodeccun «tOpucr».

1.2. Mecto yuyeOHOIl IMCHMIUIMHBI B CTPYKTYpe OCHOBHOIi MNpogeccHoHAJIbHOM
o0pa3oBaTe/IbHOM NIPOrPaMMbI:

Ob6s3atennbHass vacth 1ukiaa  OIIOII  moAroToBKM — CHENUANMCTOB — CPEAHEr0  3BEHA,
npodecCuoHANBHBIN ITUKII, 00IIENTPOPECCHOHATBHBIE UCITUTUTHHBI

1.3. lean u 3agauum y4eOHOH JMCUMIUIMHBI — TPe0OBAHUSI K PpPe3yJbTaTaM OCBOEHHS
y4eOHOM IMCUMIINHBI:

C nuenpio OBNAJCHUSA YKa3aHHBIM BUJIOM MPO(ECCHOHATBHOM JEeSATeNbHOCTH U
COOTBETCTBYIOIIMMHU MPOGECCHOHATHHBIMU KOMIIETCHIIMSIMH  CTYIGHT B XOJE€ OCBOCHUS
podecCHOHATBHOTO MOTYJISI TOJKEH:

HMeTh NPAKTHYECKUH ONbIT

— TOJrOTOBKM JIOKYMEHTOB M TEXHHYECKHX HOCHUTENEeH HHpOopMAaLiK I epead Ha

CJIeIyIOIIME OIepalii TEXHOJIOTHYECKOT O MPOLIecca;

yMeTh:

e 0(hopMIISATH OPraHU3alIMOHHO-PACTIOPSAUTEIbHBIE TOKYMEHTHI B COOTBETCTBHUH C
nerictByromum ['OCTowm;

® OCYHIECTBJIATH 00pabOTKY BXOSIINX, BHYTPEHHUX U UCXOAIMINX JOKYMEHTOB,

OCYHIIECTBJIATh KOHTPOJIb 32 UX UCIIOJIHEHUEM;

e 0(hOopMIIATH JOKYMEHTHI JJIs IEpejaud B apXUB OpraHU3allHH;

®  YHU(UIMPOBATH CUCTEMBI IIPABOBOI IOKyMEHTAIUY;

® OCYIIECTBIISTh XPAaHEHUE U MTOUCK TIOKYMEHTOB;

3HaThb:

® [IOHATHUC NOKYMCHTA, €TI0 CBOﬁCTBa, CII0COOBI JAOKYMCHTHUPOBAHUA,
® JIpaBWJIa COCTABJICHUA U O(i)OpMJ'IeHI/IH OpPraHUu3allMOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB

(manee - OPLI);

¢ CHUCTEMY U THIIOBYIO TCXHOJIOTUIO JOKYMCHTAIIMOHHOT'O obecrieueHus YIIpaBJICHUA
(manee - JOY);

e 0COOEHHOCTH ACJIOIIPOU3BOACTBA 110 O6paH_IeHI/I$IM I'paxjiaH U KOH(I)I/II[GHI_[I/I&]IBHOFO
ACJIOMIPOU3BOACTBA.

L4 Tpe6OBaHI/I$I K COCTAaBJICHUIO U Oq)OpMJ'ICHI/II-O IMMPaBOBBIX TOKYMCHTOB;
¢ OpraHu3anuro I[OKYMCHTOO60pOTaI IIpUCM, o6pa60TI<a, peructpanusi, KOHTPOJIb, XpaAHCHUEC
AOKYMCHTOB, HOMCHKIIATYpy ACJI

®opmupyemble 001He KOMIICTCHIMH:
e OK 1. [loHumarp CyIHOCTh U COLMAJbHYIO 3HAUMMOCTh CBOEW Oynymieil mpodeccun,
MIPOSIBIIATH K HEW YCTOMYMBBIA HHTEPEC.



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IEATEIbHOCTh, BHIOMPATh TUIIOBBIE METOABI U
crocoObl BBITIOJHEHUSI NMPO(ECCHOHAIBHBIX 33734, OLEHUBATh HX APPEKTHBHOCTh U
KayeCTBO.

OK 3. IlpuHumaTh pelieHus: B CTAaHAAPTHBIX M HECTAHJAPTHBIX CUTyalMsIX M HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisTh MOUCK M UCIOJb30BaHHE HWHPOPMALUK, HEOOXOAUMOW st
QQPEKTUBHOTO BBHIMOJHEHUS TPO(PECCHOHANBHBIX 3a/1a4, MpPO(eCCHOHANBHOTO U
JMYHOCTHOTO PA3BUTHSL.

OK 5. Hcnonwp3oBarb  HMH(POPMALIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTUH B
npoheccHoOHaTBbHON IS TEILHOCTH.

OK 8. CamocTosATenbHO ONpeneNsTh 3agaud Mpo(ecCHOHATBLHOTO W JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CaMOoOOpa30BaHUEM, OCO3HAHHO IIJIAHUPOBATh IOBBILIEHUE
KBaJIM(pUKALINH.

OK 9. OpueHTHpoBaThCs B YCIOBUAX MOCTOSIHHOTO U3MEHEHUS IIPaBOBOi 0a3bl.

[IK 1.1. OcymecTBasTh MpodeccrnoHalbHOE TOJKOBAHNE HOPMAaTUBHBIX [TPABOBBIX aKTOB
JUId peallu3allud MpaB IpaxJaH B cepe NEHCHOHHOTO OOeCHedeHUs U COIMaIbHOM
3aIUTHL.

[IK 1.2. OcymecTBiaTh mpueM rpaxkJaH MO BOIPOCaM IEHCHOHHOIO oOecreyueHus u
COIIMAJILHOM 3aIIUTEL.

I[IK 1.3. PaccmarpuBaTh MNakeT MOKYMEHTOB JUIsl Ha3HAuY€HUs IEHCHUM, MOCOOUH,
KOMIIEHCAIUi, JIpYruX BBIIJIAT, a TaKXK€ Mep COIMAIBbHOM MOJNEPKKH OTACIbHBIM
KaTeropusM rpaxk/iaH, Hy>KJIalOLUMCS B COLIMAJIbHON 3alUTe.

I[IK 1.4. OcymecTBiare ycTaHOBIeHHE (Ha3HAUEHWE, TMepepacuer, TMEepPeBO.),
WHJIEKCAIIMIO U KOPPEKTUPOBKY MEHCUM, Ha3HAYECHUE MOCOOUN, KOMIICHCAIIMN U JPYTrUX
COLIMANIBHBIX BBIIJIAT, UCHOJIB3YS HHPOPMAIIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoHcynbTHpOBaTh rpakJiaH v MPEACTABUTENCH IOPUANIECKUX JIUI] [0 BOIIpOCaM
MIEHCUOHHOTO 00eCTeueHusl U COLUATbHON 3alUTHI.

[IK 3.3. CocTaBisTh 3agBJI€HUS, 3aPOCHI, MPOEKThl OTBETOB HAa HUX, MPOIECCYAIbHBIE
JOKYMEHTBI C UCIOJIb30BaHUEM MH(POPMAIIMOHHBIX CIIPABOYHO-TIPABOBBIX CHCTEM.

I[IK 3.4. ®opmupoBaTh C HCHOJb30BAaHHEM HH(POPMAIMOHHBIX CIPABOYHO-IPABOBHIX
CUCTeM TMaKeT JAOKYMEHTOB, HEOOXOJMMBIX JUIsl TPUHATHS PEHICHHUS] MPABOMOYHBIM
OpraHoM, JIOJKHOCTHBIM JIUIIOM.

I[IK 4.1. IlmanupoBaTh pabOTy IO COLMAIBHON 3alllUTe HACEJICHHs, OINpPEACIATh e
coJiep:kanue, GOpMbl U METOIBI.

1.4. PekomMeHnayemMoe KOJMYECTBO YaCOB HAa OCBOCHHE NPMMEPHOH NPOrpamMMbl y4eOHOM
AUCHUILINHBI:

MaKCHMaJIbHOU y4eOHOI Harpy3ku oOydaromierocs 63 yaca, B TOM 4HCIIE:
00s3aTenpHOM ayIMTOPHOM yueOHOM Harpy3ku oOydaromierocs 42 yaca:

- IeKIMH —28 4acoB;

- nabopaTopHoO-TIpakTHUeckue — 14 yacos;
CaMOCTOSATENIbHON paboThl oOyyaromerocs 21 yac.



CTPYKTYPA M COJAEP)KAHUE YYEBHOM JUCIIUILIVHBI

Bup yyeOHol padoThI Oovem uacoe
MaxkcumasibHas y4eOHasi Harpy3Ka (Bcero) 63
Oobs13aTes1bHAs ayAUTOPHAA yyeOHas HArpPy3Ka (Bcero) 42

B TOM 4HUCJIC:.

1a60paTOpHBIC MPAKTUUYECKUE 3aHSATUS

KOHTPOJIbHBIE pabOThI

KypcoBasi pabota (IpoeKT) (eciu npedycmompero)

CamocTosiTesibHasi padoTa o0yuyarouierocs (Bcero) 21

B TOM YHUCIIC:

camocTosITeNTbHas paboTa HaJ KypcoBoil paboTol (TIPOEKTOM)
(eciu npedycmompeno)

Uroroas arrecranus B hopme -

3. PE3YJIbTATHI OCBOEHMS YYEBHOM JJUCHUIIJINHBI

PesynbraroM  ocBoeHust  ydeOHOW — aucuUMIUIMHBI  «J{OKyMeHTalMOHHOe  oOecreueHue
yIOpaBJIEHUs» SABISETCA OBJAJeHME OOydaromumucsd OOmMMU U IPOQecCHOHATBHBIMU
KOMIETEHIMSIMH.

Kon HaumeHoBaHue pe3yjibTaTa 00yuyeHUst
OK 1 [ToHMMaTh CYIIHOCTH U COIMATBHYIO 3HAYMMOCTh CBOEH OymyIeit mpodeccun,
MPOSIBIIATH K HEW YCTOWYUBBIN HHTEPEC.
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO J1€ATEIbHOCTD, BEIOMPATH TUIIOBBIE METOIBI U

COcOOBI BHITIOJIHEHUSI TPO(ECCHOHABHBIX 33/1a4, OIIEHUBATh UX
3¢ (HEKTUBHOCTH M KAa4€CTBO.

OK 3 HpI/IHI/IMaTB pEIICHMA B CTAaHAAPTHBIX M HECTAHAAPTHBIX CUTyalludaX U HECTU 3a
HUX OTBCTCTBCHHOCTH

OK 4 Ocy1iecTBIATh MOUCK M MCTIOIb30BaHue WH(OpMAIIUU, HEOOXOAUMOH 7St
3¢ (GEeKTUBHOTO BBHIOTHEHHS MPOQPECCUOHANBHBIX 3a71a4, TPO(HEeCCHOHATBEHOTO U
JMYHOCTHOTO Pa3BUTHUS

OK 5 Hcnonb3oBath  MHPOPMAIMOHHO-KOMMYHHKAIIUOHHBIE  TEXHOJOTMH B
npodeccHoHANBHON NesTeIbHOCTH

OK 8. CaMOoCTOSITELHO OIIPCACIIATL 3aJdadu HpO(l)eCCI/IOHaHBHOFO 1 JIHUYHOCTHOI'O
pa3BuUTH, 3aHUMAaTbCA CaM006pa30BaHI/IeM, OCO3HAaHHO IIaHUPOBATb
IOBBIICHUC KBaJ'II/ICI)I/IKaI_[I/II/I

OK9 OpureHTHPOBATHCS B YCIOBHUAX IOCTOSHHOTO U3MEHEHUs IIPaBOBOM 0a3bl

IIK 1.1. OcymecTBiATh Npo(hecCHOHATLHOE TOJIKOBAHNE HOPMATUBHBIX MTPABOBBIX aKTOB
JUI  pealu3allid MpaB TpaxJaH B cdepe IMEHCHOHHOrO obecredyeHus Hu
COLIMAJIBHOW 3aIIUTHI.




IIK 1.2.

OcyImiecTBIATh MPUEM TPaXKJaH IO BOMPOCAaM TEHCHOHHOTO OO0ecreueHus u
COLIMAIBbHOM 3aIl[UTEI.

IIK 1.3.

PaccmaTpuBaTh mTakeT MOKYMEHTOB [UIsi HAa3HAYCHUS TIICHCUH, MOCOOMHIA,
KOMIICHCAllMi, JPYrMX BBILIAT, a TaKKEe Mep COUUAIBHOW MOIIEPKKH
OTIEJIbHBIM KaTErOPUsM I'PAKIAH, HYKJAIOIKUMCS B COUMAIbHON 3alUTE.

[IK 1.4.

OcymiecTBiATh  yCTaHOBJIIEHHE  (Ha3HayeHHe, Iepepacuer, IepeBON),
MHJICKCAIINIO U KOPPEKTUPOBKY MEHCHI, Ha3HAUYEHHE TOCOOMH, KOMIIEHCAIINIA |
JIPYrUX COIMANBHBIX BBIIUIAT, HWCHOJB3YS WH(GOPMAIOHHO-KOMIIBIOTEPHBIE
TEXHOJIOTUH.

[IK 1.6.

KoncynbTupOBaTh Irpa’kjaH ¥ MpEeACTABUTENECH IOPUANYECKUX JIULL 10 BOIIPOCaM
NICHCHOHHOTO 00eCTIeueHHs U COUMAIBHOM 3aIHTHI.

IIK 3.3.

CocTaBiiarh 3adABJICHUS, 3aIIPOCHI, ITPOCKTHI OTBETOB HAa HHUX, IMPOLCCCYAJIbHBIC
JOKYMCHTBI C HCIOJB30BaAHUEM I/IH(i)OpMaIH/IOHHBIX CIIPaBOYHO-IIPABOBBIX
CHUCTEM.

[IK 3.4.

®opmMupoBaTh C HCMOIb30BAaHUEM HH(OPMALMOHHBIX CIPaBOYHO-TIPABOBBIX
CUCTEM TMaKeT JOKYMEHTOB, HEOOXOIUMBIX JJsi TPUHATUS pELIEeHUS
MIPAaBOMOYHBIM OPTraHOM, JAOJKHOCTHBIM JIMLIOM.

[IK 4.1.

[InanupoBaTh pabOTy MO COLMAIBHOM 3aIllUTE HACEIEHUs, ONIPEACIATh €e
coJiep:kaHue, GOpMbl U METO/IBI.




4. TEMATUYECKHWM IIJIAH 1 COJAEP)KAHUE YYEBHOM JIUCITUILIAHBI
JAOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHU S »

HaumeHoseaHue
HaumenoBaHue pa3ieioB H TeM Conep:xanue y4eOHOro MaTepnaJia, JJabopaTopHbie padoThbl U NPAKTHYECKHE 3AHATHSA, O6bem Yposenn
CaMOCTOsITeTbHAsI Pa00Ta 00y4YaIOIINXCsl, KypcoBasi padora (mpoekT) (eCiid NpeayCMOTPEHBI) 4acoB OCBOEHHS
1 2 3 4
Beenenue. UcToku 8 1
AOKYMEHTAIMOHHOT0 o0ecrevyeHust
yHnpaBJieHUd
PA3JEJI 1.
OcHoOBHbIE TPeOOBaHUSA K
0(pOPMJICHHUIO OPraHU3AIUOHHO-
pacnopsanTeJIbHbIX JOKYMEHTOB
Conep:xkanue y4ueOHOro MaTepuaia
Tema 1.1. Yanpurkauus u
CTAaHAAPTHU3ALMA YIIPABJICHYECKUX 1. JIokyMeHT ero BUABI M XapaKTepUCTHKH 1 2
JOKYMEHTOB
2. Knaccudukariyst BUI0B yIIpaBICHUYSCKUX JOKYMEHTOB. 1 2
3. braHku OKyMEHTOB: MOHSTHE, BUJIbI, BAPUAHTHI U CIIOCOOBI PACIIOIOKEHUS PEKBU3UTOB 2 2
I'epOoBric OmaHkn
4. Yaudurammsa ynpasineHdeckux aokymento. YCJI. YCOP/. ®opmymsp-obpazern; OP/I. 1
CrangapTuzamys yupaBleHIeCKUX JOKYMEHTOB 1
5.IIpaBuna odhopmiieHUs PeKBU3UTOB, periaMmeHTHpoBaHHbXx ' OCTom P 6.30-2003 2
CamocTosiTe/ibHas padoTa 00y4aOIIAXCH 3
1. CocraBieHne OmopHOTO KOHcIekTa «Pa3Mepbl Oymaru, TpuMeHseMOH B
JIEIONPOU3BOICTBE
2. CocraBnenne omopHOro KoHcrekta «HopMbl u TpeboBaHUS TO pa3MENICHHUIO
PEKBU3UTOBY
3. Odopmnenne OiaHKa MHCHMa, OJIaHKA JOKHOCTHOTO JIMIA C YIJIOBBIM M TPOJOIBHBIM
BapHaHTaMH PACIIONIOKEHHS PEKBU3UTOB Ha (hopmate A4
10

Tema 1.2. IIpaBuna opopmieHus
OCHOBHBIX BH/10B OPTraHU3allHOHHO-
PacnopsANTEIbHbIX IOKYMEHTOB

Conep:xkanue yueOHOro marepuajia




1.Opranu3anuoHHO-TIPaBOBas JOKYMEHTAIIMS: TTOHATHE, BUIbI JOKYMEHTOB
TpeOOoBaHUS 10 0(OPMIICHHIO.

PaCHOpS[[[I/ITeJII)HaH OOKYMCHTAalUs: IIOHATHUEC, BUABI

JIOKYMEHTOB, TPEOOBAHMS 11O OPOPMITCHUIO

2..MluopMalimoHHO-cIipaBoYHAS TOKYMEHTAIIMS: TIOHATHE, BUJBI JOKYMEHTOB, TPEOOBAHHSI
110 0(hOpMIICHHIO

3.}10KyMeHTaHI/I$I 110 TPYAOBBIM MPABOOTHOIICHUAM: IIOHATHUE, BUJIbI TOKYMCHTOB
TpeOOoBaHUS 110 OOPMIICHHUIO

4. CocraBiieHrE TPUMEPHBIX 00Pa3IOB JOKHOCTHBIX HHCTPYKITHI

5. OdopmieHune ciy:keOHOro MUChbMa, TPEOYIOIIEro MMChMa-0TBETa, 00bICHUTEIBLHOM,
BHYTPEHHEN JTOKJIAHOM 3aIMCKH, CIIPABKU

6. Odopmienue 3armucu o mpueMe Ha paboTy HOBOTO COTPYIHUKA HA THUTYJIHHOM JINCTE
TPYIIOBOM KHVKKH, BHECEHHE W3MeHeHuH B pazaen «Damusi». OdhopMileHne 3ammc o
npruemMe Ha paboTy HOBOT'O COTPYAHHKA, O TIEPEBOJIC COTPYAHHUKA Ha APYTyIO paboTty, 00
YBOJIBHEHHUH COTPYIHHKA B pasjene «CBeneHus o padboTey TPYAOBOM KHIKKH

CamocTosiTeIbHAs padoTa 00y4YaromUXCs

1. Odopmitenrie BEIMUCKA W3 MTPHKa3a, BRIMUCKH U3 IIPOTOKOIA

2. OdopmiieHrEe TMChMa-0TBETa, BHEIIHESH JOKIAHON 3aIIUCKU

3. CocraBiieHHE pe3OME

4. OdbopmiieHHE aKTa, MPOTOKOIA 3aCCAAHUS

5 . Odopmitenne mprkasoB (0 mpreMe, o IepeBoe Ha APYTyIo paboTy, 0 pacTOPKEHUH
TPYAOBOTO JIOTOBOPA)

PA3JIEJI 2.
Opranmn3anus padoTsl ¢
AOKYMEHTaMU

Tema 2.1.JlokymeHnTO000pOT

Conep:xkanne yueOHOro MaTepuaia

1.Cnyx6a IOY: ocHOBHBIE 3a1a4uu, (YHKLUH, TUIIOBBIE CTPYKTYPBI, TOPKHOCTHOM COCTaB,
pernamenTtanust pabotel ciayx0b1 JOY. O6paboTka, perucTpanus,KOHTPOJIb HCHONHEHUS
JOKyMEHTOB




2. TexHomoruu 00pabOTKU MOCTYMAKIIUX IOKYMEHTOB

3.PaccMoTpenune JOKyMEHTOB PyKOBOAUTENEM, ABHKEHHE IOKYMEHTOB 1
4.0nTUMHU3aus JOKyMEHTO000pOTa, CTPYKTypa 0a3 JaHHBIX 1
5.KOHTpOJIb 32 MCTIOIHEHUEM PEICHUI 1
CamocTosiTenbHast padoTa 00y4arouxcst 4
1. CocraBneHne cxembl TOKYMEHTOO00pOTa BHYTPH OpraHU3alMU (MCXOJIINE, BXOIIIINE,
BHYTPEHHHE JOKYMEHTBI)
2. CocTaBbTe TaMATKY TEXHOJIOTUU 00pabOTKU OTHPABISIEMON KOPPECTIOHICHIINN

Tema 2.2.0praHu3anusi XpaHeHHsI Conep:xanue yuedHOro MaTepuaia 4

JOKYMEHTOB
1 Opranun3zanus ornepaTuBHOTO XpaHEHHs TOKYMEHTOB. 1
Homenknatypa nen. ®@opmupoBanue U ohopMiIeHHE €T 1
2.OKcnepTr3a IEHHOCTH JOKYMEHTOB. 1
[lepeqaua JOKyMEHTOB Ha XpaHEHHE B apXUB 1
CamocTosiTeIbHAs pad0oTa 00y4YaromuXcs 4
10. CocrageHue MOJIOKEHHUS O MMOCTOSHHO JCHCTBYIOIIEH KCIIEPTHON KOMUCCHH
OpTaHM3aIHN
11. CocraBneHnre TaOIHIIBI BUAOB CHCTEMATH3AIMH JOKYMEHTOB C YKa3aHHEM MX CYIIHOCTb
Y BUJIOB CHCTEMATHU3NPOBAHHBIX JTJOKYMEHTOB
12. Harucanme pedepata «Opranusarus paboTsl ¢ JOKYMEHTaMH, MMEIOIIUMU Tpad
OTpaHUYEHHS TOCTYTA K HUM)

Bcero: 42

Jlekuuu: 28
CPC: 14




5. YCJIIOBUS PEAJIM3ZALIUUA ITPOT'PAMMBbI IUCHHATIJIIMHBI

5.1. TpeGoBaHUsI K MUHUMAJILHOMY MAaTePUATbHO-TEXHUYECKOMY 00ecredeHUuIo

Peanuzanust mporpamMmbl JUCHUIUIMHBL TpeOyeT Haluuusg ydyeOHOro kabuHeTa W jaboparopuu
«JloKyMeHTaIIMOHHOE 00eCTIeYeHHE YIPABICHU.

O6opynoBanue yueOHOTo KabWHETa U 1a00PATOPHH:

1. PaGoune mecta 00yqaronuxcs.

2. Pabouee mecTo mpernoaBaTels.

3. MaraurHas gocka.

4. YMK «/lokymeHTallnOHHOE 00€CIIEUeHUE YIIPABIICHUS.

Texauueckue cpeacTBa 0OydeHHS:

1. TIlepconanmpHble KOMIIBIOTEPHI C JIMIEH3MOHHBIM TMPOTPAMMHBIM OOECIIeYeHHEM U
MH()OPMAMOHHBIMU CIIPABOYHO-TTPABOBBIMU CHCTEMaMHU.

2. Ilepudepuiinpie ycTpoiicTBa: MyJbTUMEAUMHBIN TPOEKTOP, MHTEPAKTUBHAS JI0CKa, IPUHTEPHI,
CKaHepHl, TenedaKc, BHEIIHNE HAKOMTUTEIN Ha MATHUTHBIX M OTNITHYECKUX JIFCKAX.

3. CpencrBa Oo0NbIION M MajoW OpraHM3allMOHHOM TEXHUKU: MLIpenep, OpoUIopoBaibHAs
MallliHa, KapTOTeYHOEe 000pyAOBaHME, JaMHHATOp, CTEIUIEP, ABIPOKOJI, AaTep, HymepaTop,
pe3ak, OCHacTKa /sl TeYaTH W Jpyrue KaHLEISIPCKUE TPUHAICKHOCTH, PACXOJHBIC
MaTepHaIbI.

5.2. UudopmanuonHoe odecriedeHne 00yueHust

[lepeyerr peKOMEHIYyeMBIX Yy4eOHBIX W3MaHuN, HHTEpHET-pecypcoB, AOMOTHUTEIBHON
JUTEPATYPHI

OCHOBHbIE HCTOYHUKH:

1. HopmaTWBHO-TIpaBOBBIC AKTHI:
2. TOCT P 6.30-2003. YHuUDHUIIMPOBAHHBIC CHCTEMbI OpraHU3AI[MOHHO-PACIIOPSTUTSIIEHON
nokymeHTauu. TpeboBanus Mo oOpMIICHHIO TOKYMEHTOB.
OcHoBHas1 iuTEparypa:
1.Kypc nenonpoussozactsa ( JOKYMEHTALMOHHOE OOECIIEUEHNE YIIPABICHHUS ).
VYyeonoe nmocobwue / [lox pen. M.B Kypcanogoii , M.IO. AxcenoBa- Mocksa- HoBocubupck: MTHDA-
M, 2013r.
2. Jlenompon3BoAcTBO ( TOKYMEHTAIIMOHHOE O0eCIIeYeHUE yIpaBICHUs).
VYyeonoe nmocodbue / [lox pen. JI.A. Pymbiauna — M.: MacrtepcTso, 2014
3. Jlemonpou3BoIcTBO ( TOKYMEHTAIIMOHHOE o0ecriedeHue ynpasiaeHus). Yueonoe nmocodue / [lox
pen. JILA. ITmenko - M.: Mactepctso, 2013r.

JlonoTHUTeIbHBbIC HCTOYHUKH:

1. Opranuzauus 1 JOKYMEHTUPOBaHUS pabOTHI C IPEIIOKEHUSAMH , 3asIBICHUSAMU U
xanobamu rpaknan / [Tox pen. B. I'. Ky3unenosoii O. B. MocsrunoBoit — M.: 2013 .

2. Jlenonpou3BOACTBO HA KOMIIbIOTEpE — NpakTHyeckue pekomenaanuu / [lox pexn. . B.
BacunwseBa — M.: IIPOP, 2013r.;

3. Pabota c kaapossimMu gokymentamu (Cekpetapckoe aeno, Ned/ Ilox pen. C.I1O.
Ky3nenona, 2013r.

4. ]JloxyMeHTalMOHHOE oOecrieueHre yIpaBieHHs KaJipaMu: IpakTuyeckoe nocooue. — M.;
NHO®A - M. 2012.;

5. HopmaTuBHO-TIpaBOBbIE AKTHI:

6. ®PenepanbHblii 3akoH Poccuiickoit @enepanun «O6 nHbopmaiuu, MHGPOPMAITMOHHBIX
TEXHOJIOTUAX U 3amuTe nHpopmanum» ot 27 urons 2006 r. Ne 149-D3.

7. ®enepanbHblil 3ak0H Poccuiickoit ®Penepanun «O mopsijike pacCMOTPEHUs! 0OpalleHuit
rpaxkan Poccuiickoit @enepanum» ot 2 Mast 2006 r. Ne 59-@3.

8. ®enepanbHblii 3ak0H Poccuiickoit ®enepanun «O0 apxuBHOM J1ene B Poccuiickoit
Oeneparum» ot 22 okTs0ps 2004 1. Ne 125-D3.
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10.

11.
12.

13.

14.

15.

16.

17.

18.

19.

20.
21.

@enepanbublii 3akoH Poccuiickoit @enepanun «O0 371€KTPOHHON UGPPOBON MOIMHUCH
ot 10 suBaps 2002 r. Ne 1-®3.

Oenepanbublii  3akoH  Poccuiickoit ®enepanuun «O0  00s13aTENIBHOM  AK3EMILISPE
JOKYMEHTOB» OT 29 nexadpst 1994 r. Ne 77-D3.

3akoH ropona Mocksel «O0 obpamieHusx rpaxaan» ot 18 utons 1997 roga Ne 25.

Vka3 Ilpesunenta Poccuiickoit ®enepanuu «O0 yTBEpKIEHUM IE€PEUHS CBEICHUM
KOH(DHICHITMAIEHOTO XapakTepa» oT 6 mapta 1997 r. Ne 188.

[locranoBnenue IlpaBurensctBa Poccuiickoit @enpepanuun  «OO6  ynopsaoYeHUH
W3rOTOBJICHUS, HCIIOJIb30BaHMSI, XPAaHEHUS W YHUUYTOXKEHUS IeyaTed M OJaHKOB C
BocnpousBeneHneM ['ocynapcrsennoro ['epba Poccuiickoit @enepanun» ot 27 nekadps
1995 r. Ne 1268.

ITocranosnenue IlpaBurensctBa Poccuiickoit @enepamun «O ¢enepaqsbHOM apXHBHOM
arerrctBe» oT 17 utons 2004 r. Ne 290.

[ToctanoBnenne MunTpyaa u coupassutus Poccuiickoit @eneparun «O0 yTBEpKICHUH
MHCTPYKLHUU O 3al0JHEHHIO TPYJIOBBIX KHIDKEK» OT 10 okTsa0ps 2003 roma Ne 69.
[Ipuka3z MunuctepctBa KynbTypbl Poccuiickoit @enepanun «O0 yrBepxkaeHun «llepeuns
TUIOBBIX YIPABIEHYECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIOLIUXCs B Ipoliecce
NEeSITeIbHOCTH FOCY/IapPCTBEHHBIX OPIaHOB, OPTaHOB MECTHOT'O CaMOYIPABICHUS 1
OpraHu3allyii, C ykazaHueM CpOKOB xpaHeHus» oT 25 aBrycta 2010 r. Ne 558.
lNocynapcTBenHas cucteMa JOKYMEHTAllMOHHOTO obecriedeHust ynpasieHusi. OCHOBHbIE
nosioxkeHust. O61re TpedoBaHUs K TOKyMEHTaM U cly»0aM TOKyMEHTallHOHHOTO
obecrieyeHus.

I'OCT P 51141-98. [Jenonpou3BOJICTBO U apXUBHOE /1€710. T€pMUHBI U OTIPEICTCHUS.
Tunosast UHCTPYKIUS MO JIEIONPOU3BOJICTBY B (pefiepaibHbIX OPraHax UCIIOJIHUTEIbHON
Bractu oT 8 HOs1Opst 2005 roma Ne 536.

OcHoBHBIE TIpaBUiIa pabOTHl APXUBOB OPTraHU3AIUH.

O6mepoccuiickuii knaccudukaTop ynpasieHdeckon qokymentanuun OK 011-93.

JlonoHUTeILHAS TUTEpPaTypa:

1.

bacakos M.U. JlenonpounsBoactBo [JlokyMeHTallMOHHUE 0OCCTICUCHHE YIIPABJICHMS |:
yueonuk /M.1.bacakos, O.M.3ampitikoBa. — U3a. 6-e, ucnp. u gonosiH. — PoctoB H//1:
®ennkce, 2007.

Cekpertapckoe z1e10 (00pa3Isl JOKYMEHTOB, OPraHU3aIlis U TEXHOJIOTHs PaboThI): yueo.-
npakt.nmocooue/B.B.I'anaxos, .K.Kopuees [u ap.]; mox pea. U.K.Kopneera. — M.: TK
Ben6wu, uzn-so Ipocmekr, 2006.

Jlenkeu4 JI.A. [lepcoHanbHBIN KOMIIBIOTEDP B pabOTE CEKpETaps:

yuae0.mocooue/JI.A. JlenkeBuu, M.}JO.CBupumoBa. — M.: M3gaTenbckuii ieHTp
«Axagemus», 2007.
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6. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUS JUCHUIIJINHbI

KoHTponp U oneHKa pe3ysibTaToB OCBOEHHUS IAUCLMILIMHBI OCYIIECTBISETCS MperojaBaTeiieM B
mporecce MPOBEACHUS MPAKTUYECKUX  3aHATHHA, TECTHPOBAaHUS, a TaKXKE  BBINOJHEHHS
00y4aromMMUCs MHIUBHyaIbHbIX 331aHUH.

OOpazoBarenbHOE YUPEKICHHE, peaM3yIollee TIOJArOTOBKY IO y4eOHOW JAMCIHILINHE,
o0ecrieynBaeT OpPraHU3alMI0O U IMPOBEICHHUE NMPOMEKYTOYHON aTTECTAI[MM M TEKYIIETO KOHTPOJIS
WH/IMBHIYAIBHBIX 00pa30BaTEIbHBIX JOCTIKEHHH, JEMOHCTPUPYEMBIX 00YUaIOMIMMUCS.

Tekymuii KOHTpPOJIb MPOBOJAMTCS IMPENOJABATEIEM B IPOLECCE MPOBEACHUS  3aHATHUU,
TECTHPOBAHUS, & TAK)KE BBIITOJHEHHS 0OYJaIOMIMMHUCS WHANBHIYALHBIX 33aHUH (CaMOCTOSTeNbHAS
pabota).

OOyuenne 1o y4eOHOW TUCHMILIMHE 3aBEpIIACTCS WTOTOBOHM aTTecTalueld B ¢opme dK3aMeHa 1o
[1IM 04.

@DopMBI U METOABI TPOMEXKYTOUHOM aTTECTALlMU U TEKYILEro KOHTPOJS M0 y4eOHON JUCLUILINHE
CaMOCTOSITENIbHO DPa3padaThIBAIOTCS 00pa30BaTENbHBIM YUPEKJIECHUEM M JOBOIATCS 10 CBEACHUS
oOyuarouiuxcs B Hayase oOydeHusl.

Jlis MpOMEXKYTOYHOM aTTeCTallid M TEKYIIEro KOHTPOJsi 00pa30BaTEIbHBIMH YUPEXKIECHUSMU
coznatorcs Gou bl onieHoYHBIX cpencts (POC).

®OC BriIoYalOT B cebsd  MeJarormueckue  KOHTPOJIbHO-U3MEPHUTENbHBIE  MaTepHallbl,
NpeJHa3HAYCHHBIE [UIS OTPE/CICHUsT COOTBETCTBHS (WJIM HECOOTBETCTBHS) WHIMBHIyaTbHBIX
00pa30BaTeNIbHBIX JOCTUKEHUI OCHOBHBIM MOKa3aTelIsIM PEe3yIbTaTOB MOATOTOBKH (TaOIUIIBI).

Pe3yabTarsl 00y4yeHus @®opMbI M MeTOAbI KOHTPOJIS H OIEHKH
(ocBOEHHBbIE YMEHNS1, YCBOCHHbIE 3HAHMS) pe3yJbTaTOB 00yUYeHUs

Odopmnenue OpraHu3alMoHHO- | TecTupoBaHUE, YCTHBIM OMNPOC, MPAKTUUECKUE
pacnopsauTeNbHBIX JIOKYyMEHTOB B | 3aHATHS

cooTBeTcTBUU ¢ AercTByromuM ['OCTom

OcymiectBiieHue 006paboTku BXOoJ1IMX, | TectupoBanue,

BHYTPEHHHUX U HCXOJAIIMX JIOKyMeHTOB, | KoHTponbHas padoTa.

KOHTPOJIS 32 UX UCTIOJTHEHHEM CobecenoBanue.

TBopueckoe 3a1aHue

Periennie ncuxoaoru4eckux 3aaad

Odopmienue AOKYMEHTOB JUlsl mepedadyud B | TecTHpoBaHHE.

apXuB OpraHU3aIUH KonTponbhas pabota.

TBopueckoe 3a1aHue

Pemenne rmcuxonoruueckux 3agad  yCTHBIN
OTpocC

Bnanenue IIOHATHUAMU AOKYMCHTA, €ro TeCTI/IPOBaHI/IC, YCTHLIﬁ OoIIpocC
CBOﬁCTB, cIoco0oB JAOKYMCHTHUPOBAHUA

[Ipumenenne  mpaBun  cocraBieHuss U | [Ipaktuueckue 3aHSITHS, KOHTPOJIb
odopmIIeHUS OpraHU3aI[MOHHO- | CAMOCTOSITENIFHOW ~ paboThl  OOydJarommxcs,
pacnopsauTensHbIX 10KyMmeHToB (OP/I) YCTHBIN OIPOC

Bnanenue cucremod u TUNOBOM TexHojorueu | TectupoBaHue, KOHTPOJIbL  CAMOCTOSITEIBHOMU
JOKYMEHTAllMOHHOTO obecrieyeHust | paboThI 0OYJAFOIINXCS
ynpasinenus (JJ0OY)
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3Hanue 0COOEHHOCTEMN BEICHUS
JICJIOTIPOU3BOICTBA TI0 OOPAIICHUIM TPaKIaH

VYeTHbII onpoc

PazpaboTunkn:

['ocynapcTBeHHOE aBTOHOMHOE
00pa30BaTENIbHOE YUPEKICHUE
«Bousrorpaackuii cCOnUaIbHO-
ME€JarOTUYECKUN KOJIIEIK»

[Ipenonasarens NCUX0I0T0-
neaarort4yeCKux AUCIMUIIIINH

10.B. ComnoBeix
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