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1. O0mas xapakTepucTUKA 00pPa30BaTeJIbHOI MPOrPaAMMBbI

OOpa3oBaTenbHas mporpaMmma pa3zpaboTaHa B COOTBETCTBHE ¢ DeepabHBIM
3akonom ot 29 nexabps 2012 r. Ne 273-®3 «O0 obpazoBanuu B Poccuiickoit
Oenepaunny, [Ipukazom MunucrepcrBa nmpocsemienust Poccurickon denepanmnu
or 26 amrycra 2020r. No 438 «OO0 ytBepxkaeHuu Ilopsigka opraHuzanuu u
OCYIIECTBJICHUSI 00pa30BaTENbHON JESITEIbHOCTH IO OCHOBHBIM IIpOrpaMmam
podecCHOHANBHOTO 00yUYeHUs», IpodeccuoHaIbHbIM cTaHAapTOM «CHenuaiuct
N0 OpPraHU3allMOHHOMY M JIOKYMEHTAllUOHHOMY OOECHEUYEHUIO YIpaBICHUS
OpraHu3alue», YTBEPKIACHHBIM MPUKa30M MHHUCTEPCTBA TpyAa U COLUAIBHOU
3amuThl PO ot 15 uronsa 2020 r. Ne 333H.

[lenp M3y4YeHUS] TNPOTpaMMBI: MOJY4YEHHE HEOOXOAUMOro oO0béMa 3HAHUN U
MPAaKTUYECKUX HABBIKOB JUJI BBINOJIHEHUS pPabOT MO OPraHU3alMOHHOMY, U
JOKYMEHTAIIMOHHOMY OOECHEUECHHIO ACSTENbHOCTH MNPEeanpHUsaTUs (YyUpeKIeHHUS,
OpraHu3allin) pa3HbIX cep 1 pa3HbIX HOpM COOCTBEHHOCTH.

3agadeit oOy4YeHUs SIBISIETCS OBJIAJICHUE CIICTYIOIIMMU HABBIKAMU

- OpraHu3anusi  JIOKYMEHTallMOHHOTO  OOecleueHus  ymnpaBlIeHUsS U
(GyHKIMOHUPOBAHUS OPraHU3alNN;

- OpraHu3aiusi apxXxuBHOM U CHPABOYHO-MH(GOPMAIIMOHHONW paboThl 10
JIOKyMEHTaM OpraHu3allly;

- OCYLIECTBJIICHHE JOKYMEHTAI[HOHHOTO OO0ECIeueHusi YIpaBi€HUS U
apXWBHOTO JieJla C KCHIOJB30BAHHEM MPOTrPAMMHBIX CPEACTB ydeTa, XpaHEHUs,
00pabOTKH U MOUCKA TOKYMEHTOB;

- KOOPAMHUPOBAHHOE pabOThl OpraHU3aLMH.

[Iporpamma BkiIrO4YaeT TpeOOBaHUA K PE3YJbTaTaM €€ OCBOEHHS, CTPYKTYpE U
COJIEP>KaHUIO MOJATOTOBKH, a TAKXKE YCIOBUSM €€ pealln3aliu.

TpeOGoBaHus K pe3yJpTaTaM OCBOCHHS MPOrpaMMbl CHOPMHUPOBAHBI HA OCHOBE
KBIM(PUKALMOHHBIX TPEOOBAHUH, IPEIBABIEMbIX K CEKPETAPIO-aAMUHUCTPATOPY.
B tpeboBanusaX K pe3ysibTaTaM OCBOCHHS IIPOTPaMMbl OITUCHIBAIOTCS TPEOOBAHUS K
YMEHUSIM, TPHUOOpPETaeMbIM B XOJ€ OCBOEHHUS MPOTPaMMbl, YKa3bIBAIOTCSA
yCBavMBaeMble 3HAHHS, Ha 0a3e KOTOPHIX POPMHUPYIOTCS YMEHHS U MPUOOpeTaeTcs
ITPAKTUYECKUN OIIBIT.

ConeprxkaHue MporpaMmMbl MPECTABIECHO MOSICHUTEILHOM 3alUCKOM, y4eOHbIM
MIaHOM, pa0o4YMMH TporpaMMaMy  YYEOHBIX JIUCIUIUIMH, IUIAHUPYEMBIMU
pe3yibTaTaMu OCBOCHUSI TPOTPAMMBbI, YCJIOBHSIMH peaju3allid MPOTrPAMMBI,
CUCTEMOM OLIEHKH Pe3yJbTaTOB OCBOCHUSI POTPAMMBI.

VY4eOHbI MMJaH COACPKUT MepeyeHb YYEOHbIX AUCLMIUIMH C YKa3aHHEeM
BPEMEHHU, OTBOJMMOIO Ha OCBOCHHME Y4YEOHBIX JMCUMILUIMH, BKJIOYas BpeMs,
OTBOJIMMOE Ha TEOPETUYECKUE U MPAKTUUECKUE 3aHATHSL.

Paboune mporpamMmbl y4yeOHBIX MCHUUILIUH PACKPHIBAIOT PEKOMEHIYEMYIO
MOCJIEIOBATEIBHOCTh U3YyUEHHUS Pa3JIeJIOB U TEM, a TAKXKE pachpeielieHue yueOHbIX
4acoB M0 pa3/esiaM U TeMaM.

VYcaoBuss  peanuzanMM  MPOTrpaMMbl  COAEpKAaT  OpPraHU3alMOHHO-
neJaroruaeckue, KajapoBble, HHGOPMAIMOHHO-METONUYECKHE W MaTepuaIbHO-
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TEXHUYECKUE TPeOOBAHUS.

[Iporpamma  mpemycMaTpwBaeT  JOCTATOYHBIN 11t (OPMHPOBAHUSA,
3aKpEIJICHUST W Pa3BUTUA TNPAKTUYECKUX HABBIKOB WU KOMIIETCHIIUHA O00BEM
MPAKTHUKHU.

Kypc paccuntan Ha 160 4dacoB, B TOM yucie 78 4HacoB TEOPETHYECKOIO
oOyuenmsi, 80 dYacoB mpakTHueckoro oOydeHus, 2 daca OTBEACHO Ha
KBaIM(UKAIIMOHHBIA dKk3aMeH. KolnmdyecTBO YacoB, OTBOJMMOE Ha H3ydeHHUE
OTHEJIBHBIX TEM IMPOTPAMMBI, MOCIEIOBATEIIbHOCTh HMX H3Yy4YEHUS B Clly4yae
HEOOXOJMMOCTU Pa3pellaeTcss M3MEHATh NpPHU YCIOBUHU, YTO Tporpamma Oyner
BBITIOJIHEHA MTOJIHOCTBIO 110 COJIEPKAHUIO U 00IEMY KOJIMYECTBY YacoB.

OcHoBoIl mpodeccHOHATBHOTO O0yUYEHHUS SBISETCS Kypc TEOPETUYECKOTO
oOydyeHHs MO  JUCHMIUIMHAM  «JIOKyMEHTBI U JEJIONPOU3BOJICTBOY,
«OpraHu3allMOHHas TEeXHUKa», «OCHOBBI PENAKTUPOBAHHUS  JIOKYMEHTOBY,
«ApxuBHoe geno», «MHpopMalMoOHHBIE TEXHOJIOTHHU:  KOMITbIOTEpHU3AIIUS
JEJONPON3BOACTBAY, «JlemoBasg KynpTypa», «OpraHm3anus CEKpPETapCKOIro
00CITy KUBAHUS.

[Iporpamma  mpegycMaTpuBaeT  IPOU3BOJACTBEHHOE oOydueHne
MPOM3BOJACTBEHHYI0  MpPakTUKy. [IpoWM3BOJACTBEHHAass  MpAKTUKAa  JIOJDKHA
MPOBOJIUTHCA B  OpPraHu3alvaX, HANOpaBICHUE  JEATEIbHOCTH  KOTOPBIX
COOTBETCTBYET MPO(PHIIIO MOATOTOBKH 00YUYarOIINXCS.

K koHIly 00yueHusi KaxIblii oOy4aemblid JTOJDKEH YMETh CaMOCTOSITEIBHO
BBITIOJTHSATH BCE paboTHI, IPEeAYCMOTPEHHbBIE KBTI (PUKAIIMOHHOMN
XapaKTEPUCTUKOM, TEXHOJIOTHUYECKUMH YCIOBUSIMU U HOPMaMH, YCTaHOBJIECHHBIMU
Ha TIPeANnpUsATAN (OpraHU3aINHN).

OcBoenue 00pa3oBaTebHON MPOTPaMMBbI, B TOM YHCJI€ OTIACIBHONU YaCTH UITU
Bcero oObema ydeOHOTO mpeaMera, Kypca, JUCHMIUIMHBL  (MOMIYJIs)
00pa30BaTeNbHON MPOrpaMMbl, COMPOBOXKAAECTCS MPOMEXYTOUHOM aTTecTaluen
oOyyJaronuxcs, MpoBOAUMOM B (opMax 3ayeTOB, dK3aMEHOB 3a CUET BPEMEHH,
OTBEJICHHOI'O HA YKa3aHHbBIE IPEIMETBHI.

Nrtorosas arrectanusi NpoOBOAUTCA MO OKOHYAHWUU Kypca MPAKTUYECKOTO U
TEOpeTHYecKoro oOydeHuss B (opMe KBAIM(PUKALMOHHOTO 3K3aMEHA 3a CUeT
CIIEHUAJIBHO OTBEJACHHOTO BPEMEHU dK3aAMEHALIMOHHOM KOMUCCHEN, COCTaB KOTOPOI
onpexaensiercss u yreepxaaercs pykopoaureniem AHO AIMO «Axkanemus lxex».
ATTecTans TO WTOTaM TPOU3BOJCTBEHHOM MPAKTUKH MPOBOIUTCA B (opMme
BBITIOJIHCHUS TIPAKTUYECKOW KBATM(PUKAIMOHHON paboThl ¢ yderoM (WM Ha
OCHOBAaHWHU) PE3YJIbTATOB, MOATBEPKIACHHBIX JOKYMEHTAMH COOTBETCTBYIOIIHMX
OpTraHU3aIUN.

DK3aMeH U 3a4eTbl MPOBOAATCA C  HUCIOJIb30BAaHUEM  MaTEpHaJiOB
MPOMEKYTOUYHOM ¥ WMTOrOBOM arrectanuu, paspaboranueix AHO IO
«Axagemusi  [I:kex». Pe3ynbrarbl UWTOTOBOM  aTTecTalii  O(QOPMIISIOTCS
IIPOTOKOJIOM.

[To pe3ynbTaTaM UTOTOBOM aTTECTAlMU BBIAACTCS CBUIETENHCTBO 00 YPOBHE
KBIM(PUKALIMKA YCTAaHOBJIECHHOTO 00pa3ua.




WunuBuayanbHbIA ~ y4eT ~ pe3ysbTaTOB  OCBOGHUS  OOYYAarOIIMMUCS
oOpa3oBaTeIbHBIX MPOTPAMM, a TAK)KE XpaHEHUE B apXHUBaX MHPOPMAIIUHA 00 ITUX
pesynbTaTax ocymecTBisiioTess AHO IO «Akanemus J[ikek» Ha OyMaKHBIX U
(1K) SIEKTPOHHBIX HOCUTENSIX.

TpeboBanus k o6pazoBannto Obdygaromierocs - Cpegaee od1ee oOpazoBaHue.

2. TpeOoBanust K npo¢eccuoHaNbHOI MOATrOTOBJIEHHOCTH
(KOMIIETEeHTHOCTH) 00y4YaloIIerocsi, nMpoueaero od0yuyenve mo mnporpamMmme
npodeccnoHaNbLHOr0 00yyeHus «Cexkperapb-aIMMHUCTPATOP»

B  pesyabrate wu3ydenuss mnporpamMmmbl  «CekpeTapb-aAMUHUCTPATOP
oOy4aroniyecs J0JKHbI 3HATh:

- ICJIOBYIO KyJbTYpPY: NICUXOJIOTMUECKUE OCHOBBI OOIIEHHS, HOPMBI U NTpaBUIIa
MOBENICHUS, ITUKY MPOPECCHOHANBHBIX OTHOLICHH, METOJIBI U CPEJCTBA JAEIOBOTO
OOIICHMS,

- OCHOBHBIE BHJABI paboOT MO HHPOPMAIMOHHO - JIOKYMEHTAIIMOHHOMY
00CITyKUBAHUIO B chepe YNpaBICHUS;

- IOPSIIOK U TipaBmiia MHPOPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00ECTIeueHUs U
oOcCTyXKUBaHUs padOTHl PYKOBOJIUTEIS IPEANPHUITHS UIH €TO MOAPA3ICICHNUS;

- IPUHIIAI OpPraHM3alli M BUABl paboT MO Oe370KYMEHTAIMOHHOMY
00CITyKUBaHUIO PYKOBOJUTENS;

- OCHOBBI JI€JIONIPOU3BO/ICTBA; BHU/bI, HA3HAYCHHE U MpaBUJIa COCTABIEHUS U
oopmileHUsI JOKYMEHTOB;

- PYKOBOJSIIME WU HOPMATUBHBIE JIOKYMEHTBI, OTHOCSIIHECS K BEICHHIO
JIeJIONPOU3BOICTBA;

- BUJIbI U IOPSAOK pabOThI C TOKYMEHTaMU OpPraHU3alui, KOPPECTIOHACHIIUEH;

- OpsioK  (hopMHUpOBaHMSI €T B  COOTBETCTBUM C  YTBEP)KICHHOMU
HOMEHKJIATypOii; MpaBujia XpaHeHUS JOKYMEHTOB;

- OCHOBBI PEIAKTHPOBAHUS TEKCTOB CIYXEOHBIX [TOKYMEHTOB H JPYTHX
MaTepUasos;

- TpeOOBaHUS K TEKCTY TOKYMEHTOB;

- COBpEMEHHbBIC BHUJBl OPTaHU3AIMOHHON TEXHUKA U KOMIIBIOTEPHOTO
oOecrieueHuns; Ha3HaueHWe, TMpaBWJIa  HWCIOJNB30BaHUS W  TEXHHYECKOTO
o0CTy>KUBaHUS;

- COBpEMEHHbIE  HMH(OPMALMOHHBIE TEXHOJOTHH, TNpPUMEHSEMble MpU
JIOKyMEHTUPOBAHHUH U OPTaHU3aIMH pabOThI C JOKYMEHTAMH;

- MpaBWJIa OpTraHU3AINK TPYyaa U paboyero Mecra;

- OCHOBBI TUIAHUPOBAHUS PAOOTHI CEKPETaAPS;

- IpaBUJIa BEJICHUS JIEJI0OBOTO Pa3roBOpa;

- MpaBuJia TeIePOHHOrO 0OCITYKUBAaHUS, IPUEMA U TIepeladyi HHPOPMALIHH;

- 00s13aHHOCTHU CEKpeTaps MO MOATOTOBKE MpHEeMa MOCETUTENICH;

- IpaBUJIa MOATOTOBKH U 0OCTY)KUBAHUS COBEIIAHUH, 3acelaHui;

- 00513aHHOCTHU CEKpEeTapsl MO MOJATOTOBKE JEIOBBIX MOE3/10K (KOMaHIUPOBOK)
PYKOBOJUTEIS U IPYTUX COTPYIAHUKOB OpTaHU3AINH.




B  pesynbrare wu3yuenus nporpammbl  «CekpeTapb-aAMHUHUCTPATOP)
oOyuJaroiuecs J0J1KHbI YMeTh

- IPUMEHATh 3HAHMS, yYMEHHMsI W HABBIKMU B CBOEH NpodecCHOHaIbHOU
JESITEIIbHOCTH;

- OCYIIECTBIISTh JOKYMEHTAILMOHHOE obecrieueHue JEeSITeIIbHOCTH
OpraHU3allNu;

- IpUHAMaTh W  PErHCTPUPOBATH  IOCTYHAIOIIYI0  KOPPECHOHACHIHUIO,
HAMpaBJIATh €€ B CTPYKTYpHBIE MOApa3eNICHHs OpraHU3allnu;

- paccMaTpuBaTh JOKYMEHTHl W IepeAaBaTh MX Ha HCIOJHEHHE C Y4eTOM
PE30ITIOIUH PYKOBOAUTENEH OpraHU3aIig;

- 0(OPMIISITH PErUCTPALIMOHHBIC KAPTOUKH U CO3/1aBaTh OaHK JIaHHBIX;

- BECTU KapTOTEKY yuyeTa MPOXOKIEHUS JOKYMEHTAIbHBIX MAaTEpUaJIOB;

- OCYIIECTBIISITh KOHTPOJIb 32 MPOXOXKIEHUEM IOKYMEHTOB;

- OTOPABIATh HCIOJIHEHHYIO JOKYMEHTAIMIO ajpecaTaM C MPUMEHEHHEM
COBPEMEHHBIX BUJOB OPTaHU3AIMOHHON TEXHUKU;

- COCTaBIATh W OQOPMIIATH CIYXKEOHBIE JTOKyMEHTBI, MaTepHallbl C
UCTIONIb30BaHUEM (POPMYIIIPOB TOKYMEHTOB KOHKPETHBIX BUJIOB;

- OCYIIECTBIISITh JJOKYMEHTUPOBAHHE W OpPraHU3AlMOHHYI0 00pabdOTKy
JTIOKYMEHTOB;

- (popmupoBaTh nena;

- obecrieunBaTh OBICTPHIM IMOMCK JOKYMEHTOB II0 HAay4YHO-CIPABOYHOMY
anmnapaty (KapToTeKaM) OpraHu3alluy;

- CUCTEMaTU3UPOBATh U XPaHUTh JOKYMEHTHI TEKYIIIET0 apXUBa;

- obecreunBaTh COXPaHHOCTh NMPOXOIALICH ClTyKeOHON JOKYMEHTAIHH;

- TOTOBUTH U NEepeaBaTh JOKYMEHTHI HA apXUBHOE XPaHEHHUE;

- obecreynBaTh COXpPaHHOCTh aPXUBHBIX JOKYMEHTOB B OPTaHU3AIINN;

- BBITIOJIHATH TPEOOBAHUSI OXpaHBI TPYQ,;

- OPraHU30BBIBaTh pabodyee MECTO CEKpeTapsi U PYKOBOIUTENS C YYETOM
TpeOOBaHMIA;

- BBITIOJIHATh TEXHUYECKUE (YHKIIMM CEKpeTapsi 1O OOECHEYeHUI0 U
00CITy’)KUBaHUIO paObOTHl PYKOBOJUTENS OpraHU3aluy, MoApa3/IeeHus;

- TIOJTH30BAThCSI HOPMATUBHBIMH JOKyMEHTAMHU, PETJIAMEHTUPYIOLTUMH padboTy
CeKpeTaps;

- OPraHU30BBIBATh MPUEM ITOCETUTENEH;

- OCYLIECTBJISITh ~ TMOATOTOBKY  JEJNOBBIX  MOE3A0K  (KOMaHAMPOBOK)
PYKOBOAMTENS U IPYTUX COTPYIHUKOB OpraHU3alIiH;

- IPOBOJUTH TOJATOTOBKY M OOCIyXMBaHHE COBELIAHUM | 3acedaHuid
PYKOBOAMTEIS;

- BecTu TeneoHHOe 00CTy)KMBaHNE, MPUHUMATh U OTIPABIISATH COOOIICHUS;

- ACTIOJIb30BaTh CETEBbIC MH(DOPMAIIMOHHBIE PECYPCHI.

B pesynbpraTe 00ydeHHs OOYy4YarOIIMICS JIOHKEH MPUOOPECTH CIEAYIOIIUE
obmue (OK) kxoMeTeHIuu:




- IOHUMAaTh CYUIHOCTb M COLMAJIBHYI0 3HAYUMOCTh CBOEW Mpodeccun,
IPOSIBIIATH K HEX ycToiuuBblil nHTEpec (OK-1);

- OpPraHU30BBIBaTh COOCTBEHHYIO JIEATEIBHOCTh, UCXO/S U3 LIETU U CIIOCOO0B
e€ JOCTIKEeHUs, onpenesi€HHbIX pykoBoauTenem (OK-2);

- aHAJIM3WPOBATH Pa0OUYI0 CUTYAIMIO, OCYIIECTBISATh TEKYIIUA M UTOTOBBIN
KOHTPOJIb, OLEHKY H KOPPEKUHI0O COOCTBEHHOW JEATEIbHOCTH, HECTH
OTBETCTBEHHOCTH 3a Pe3yNbTaThl cBoel padoTtsl (OK-3);

- OCYIIECTBIIATh TOUCK HHMOpMamuu, HeoOXoauMon s 3PEHEKTUBHOTO
BBITIOJIHEHUS NTpodeccuoHanbHbIX 3a1a4 (OK-4);

- UCTIOJIb30BaTh ~ MH(POPMAIUOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJIOTMH B
npodeccuonansHoit aesrenbHoctu (OK-5);

- paboTtath B KOMaHJie, 3P(HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOJICTBOM,
kiuentamu (OK-6).

B pesynbrare oOydeHus oOydaromIMHCA JOJKEH NMPUOOPECTH CIEAYIOLIUE
MPAKTUYECKUE HABBIKH, YMEHUS U TPO(PEeCCHOHATbHBIE KOMIIETEHITUU:

1. UudopmanimoHHO-TOKyMEHTAIMOHHAS IESITEIIbHOCTb.

[IK 1.1. CocraBusiTh, peaakTUpoBaTh M OQPOPMIISATH OPraHU3AIMOHHO-
pacopsIUTENbHYI0 JIOKYMEHTAIMI0, CO3J1aBa€Myl0 B OpPraHHU3alldH, COIIACHO
TpeboBanusiM  ['ocymapcrBennsix  crangaproB  (I'OCT) mno odopmienuro
JIOKYMEHTOB C HUCIIOJIb30BAHHUEM COBPEMEHHBIX BUJIOB OPTaHU3AIIMOHHON TEXHUKH.

[IK 1.2. OpraHu3oBblBaTh JOKYMEHTOOOOPOT B  OpraHU3alUd C
MCIIOJIb30BaHUEM COBPEMEHHBIX BUOB OPTraHU3alMOHHON TEXHUKHU.

I[IK 1.3. Cocraisate u 0GOpMISTH HOMEHKJIATYpy JAeJi OpraHu3allui,
dopmupoBaTh J€da B COOTBETCTBMM C YTBEPKICHHOM HOMEHKJIATYpOH,
o0ecreuynBaTh UX COXPAaHHOCTh B TEKYIIEM JCIIONPOU3BOICTBE C UCTIOIB30BAHUEM
COBPEMEHHBIX BUJIOB OPTAaHU3ALMOHHON TEXHUKHU.

[1K 1.4. OcymecTBaATh NOATOTOBKY A€M K Nepeadye Ha apXUBHOE XPaHEHHUE.

[1K 1.5. BbInoaHsATh MaTMHOMUCHBIE pA0OTHI PA3IMYHOM CTEMEHU CIIOKHOCTH.

2. Opranu3alOHHAs 1S TEIbHOCTb.

[IK 2.1. KoopaunupoBath paboty oduca (IpueMHONW pPYyKOBOJHUTEI),
OpraHU30BBIBATH MPUEM MOCETUTENECH.

[IK 2.2. OcymectBiate TenedoHHoe oOCTyKMBaHUE, NPUHUMATh U
nepeaaBaTh (aKCUMUIbHbIE COOOLIECHUSI.

[IK 2.3. OcymiecTBisaTh pabOTy MO MOJATOTOBKE W MPOBEICHUIO COBEIIAHUH,
3ace/laHui, JeJIOBbIX BCTPEY, MPUEMOB U MPE3CHTALIUN.

[IK 2.4. OcymecTBasiTh MOATOTOBKY JEJIOBBIX MMOE3J0K (KOMaHIUPOBOK)
PYKOBOJIUTEIIS U IPYTUX COTPYTHUKOB OpTraHU3aIIUH.

[1K 2.5. Opranu3oBbiBaTh pabodee MECTO CEKpeTapsi U pyKOBOIUTEIS.




3. Y4eOHbIli MJIaH NPo(ecCHOHAIBbHON MNOATOTOBKM MO0 mpodeccun
«CekpeTapb-aIMHUHUCTPATOP»

B Tom uncie
Ne HaumeHoBaHue Bcero, dopma
Teopernueckue | [Ipakruyeckue
n/n AUCHMILINH yac KOHTPOJIA
3aHATHSA 3aHATHUS
1. Teopernueckoe o0yueHue 78 63 15
L1 OobmenpodeccnoHaNbHbBIN 2 16 6
KYpC
1.1.1. | JenoBas KyiabTypa 8 6 2 3ayer
Nudopmarnmonnsie
1.1.2, | fexHoJOTIE 14 10 4 3auer
KOMIIBIOTEpPHU3aIUs
JIEJIONPOU3BOJICTBA
1.2. CrnenuajJbHbIi Kypc 56 47 9
1.2.1. JloKyMeHTEI 1 16 16 - IK3aMeH
JIEIIONPOU3BOJICTBO
1.2.2. | Opranu3anyioHHasi TEXHUKA 8 6 2 3a4er
OCHOBBI  pEIaKTUPOBAHUS KOHTPOJIbHAS
1.2.3. 8 5 3
JIOKYMEHTOB padora
1.2.4. | ApxuBHoe 11710 8 8 - 3a4yer
Opranuzanus
1.2.5. | cekpeTapckoro 16 12 4 IK3aMeH
00CITy>)KHBaHUS
2. IIpakT4eckoe o0yuenune 80 - 80
2.1. | YyeOHas npakTHKa 24 - 24 3a4yer
29 [TpousBoacTBEHHAS 56 i 56 KBAJTU(PUKALMOHHAS
IIpaKTHUKa pabdora
KBanupukaumoHHbIH ) > )
IK3aMeH
BCEI'O: | 160 65 95




Kanenaapubiii yueOHbIi rpadguk

HaumeHoBaHMe THCHUIINH Yacos no miany YueoOHble THU

1 (234|516 718 9 [0 |11 {12 [13 14| 15 {16 17 (18 [19 PO PRI

212122
JlenoBast KyIbTypa 8

202121212212
NudopMaoHHble TEXHOJIOTHU: KOMITBIOTEPH3ALHsI ACIONPOU3BOACTBA 14

20212122222
JIOKyMEHTBI U JEJIONPOU3BOJICTBO 16

212122
OpraHu3anoHHas TEXHUKA 8

212122
OCHOBBI PEIaKTHPOBAHUS JOKYMEHTOB 8
21412
ApXuBHOE JIeI0 8
21212244

OpraHu3aiys CeKpeTapcKoro 00Cy KUBaHUS 16
TIpou3BoACTBEHHOE 00yUCHUE 24 8 8 8
IIponsBoacTBEHHAs TPAaKTHKA 56 818 8 8 8 8 8
JK3amMeH 2 2
HToro 160

4. @opMupoBaHue Pe3yJabTaTOB OCBOEHUS MPOTrPaMMbl NPodeccHOHAIBHOTr0 00yueHns « Cekperapb-aAMUHHCTPATOP»

Tpyaosasi pyHKIUSA TpyaoBbie nelicTBUs Heo0xoauMble ymeHust Heo0xoauMpble 3HaHUsI
IMlpuem un pacnpenenenue tenedonubx | [lepenanpasnenue tenedoHHBIX 3BOHKOB | Mcmonb3oBath TE€XHUYECKHE u | OyHKIUH, 3ajauu, CTPYKTYypa
3BOHKOB OpraHM3aLuu PYKOBOJICTBY u COTPYJHHMKAM | IIPOrpaMMHBIE CPEACTBA Ul IPOBEJCHMS | OpraHU3alluH, €€ CBA3U

OpTaHM3aIiN TOJI0COBOI WM BUAE0-KOH(EPEHII-CBA3H




Peructpanus nocrynarmmux TeaeGoHHbIX | Mcmonp3oBath cpenctBa | IIpaBmia B3auMOIEHCTBUS C MapTHEPAMHU,
3BOHKOB KOMMYHUKAIlMOHHON  OPITEXHUKH JUISL | KIMEHTaMH, CpE/ACTBAaMH  MAaccoBOi
MOJTYYCHHMS U Tepeiaud HHopMaIiu uHpOpMALUU
[Nonyuenune HeoOxomumoit nHpopmamu u | Bectu y4eTHbIE PETUCTpPAIOHHBIE | DTHKA JIEI0OBOTO OOLIEHUS
nepeaaya CaHKLIMOHUPOBAHHOU | (OPMBI, HCTOJB30BaTh ux VTSt
nHdopmanuu 1o renedony nH(popManmoHHOH paboThI
VYcranaBiauBaTh KOHTaKT ¢ cobecenHukoM, | [IpaBuna peyeBoro sTukeTa
MOJIIEp)KUBATh W pa3BUBATh JIEJIOBYIO
Oecemry B  mpomecce  Telne(OHHBIX
IEPErOBOPOB
CrimaxuBaTh KOHQIUKTHBIE W CIOXHBIE | TpeOoBaHMS OXpaHHI TPyAa
CUTyalnu MEKITMIHOCTHOTO
B3aUMOJIEHCTBUS
CoOnronaTth cIyKeOHBIH 3THKET [IpaBmwna 3amuTel KOH(DHICHIHAIEHON
CIyeOHOH MHPOpMAITIHI
Opranamzanust paboOTBl ¢ ToceTuTensIMHu | Berpeda MTOCETUTETICH, nonydeHrne | OOMmMAThCs C MOCETUTEIIMHI [IpaBuia OpraHU3aINH npremMa
OpTraHU3aIIH TIEPBUYHOIN HHPOPMALINH O IOCETUTENAX U MOCETUTENeH
MOMOIIb B OpraHM3alil WX [pUeMa
PYKOBOJUTEIEM U COTPYIHUKAMH
Benenue xypHaia 3anucu noceTutenei Hcnonp30BaTh ycTaHOBJICHHBIE NpaBuia U | IIpaBuia fenoBoro o0meHus
MpoIenypsl ~ KOMMYHHKAIIMM  BHYTPH
OpraHu3aIuu
Yuer mocerureneii u  odopmienue | Bectu yuerHsle Gpopmsl, ucnonb3oBatk ux | CTpykTypa Opra"usanuu u
MIPOITYCKOB JUI paboTHI pacnpeneneHue GbyHKIMI MEXTY
CTPYKTYPHBIMH  TMOJpA3AEICHUSIMU U
CHCTIHATHCTAMHA
CopneticTBue oneparuBHOMYy | Co3maBaTh  TOJNIOKUTENBHBIH  HMWIK | [IpaBmia opraHu3anuu IpueMoB B oduce
PacCMOTPEHHIO TIPOCHO W TPEUIOKCHHUH | OpraHU3aIlUH
MOCETUTENEH
Ilpugem w  mepemaya  mokymeHToB | [IpmHMMaTe Mepbl 1o  paspemieHuro | [IpaBmma CEPBHUPOBKH YaiHOTO
MOCeTHTENeH PYKOBOJICTBY U | KOH(QIUKTHBIX CUTYaIHi (xocettHOTO) CTOMA
COTPYIHUKAM OpTaHU3aIHN
Opraauzanus u OponupoBanue | [IpumeHATH nHpopManmoHHO- | [IpaBmina MPHUTOTOBICHHSA ©  MOJAYH
MeperoBOPHBIX KOMHAT KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU TOPSYMX HAITUTKOB M 3aKYCOK K HUM
CepupoBka yaiiHoro (kodeiinoro) croma | ObecrieunuBarh KOH(UIEHITHAILHOCTD | DTHKA JETOBOTO OOIEHUS

B o(uce

IIpuroToBnenne HamuTKOB (Jail, kode,
MPOXJIATUTENbHBIE HAITUTKH)

uHpopMaLH

[IpaBuia peueBOro 3TUKETA

TpeboBaHusI OXpaHbI TPyAa

[IpaBuina  3amuThl  KOH(HICHINAIBHON
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cayxeOHoH nHpopMaIn

BeimosiHeHHE  KOOPAMHUPYIOLINX
obecrieunBarOIMX QyHKIUH

nu

Beznenue xypHaia pa3be3joB pabOTHUKOB
OpraHu3aIiu

CoCTaBJIATh ¥ BECTH YUYETHBIC TOKYMEHTBI

[IpaBuina peueBoro aTUKETa

Koopaunamuss — paboThl
BOJUTENCH OpraHu3au

KypbepoB U

IIpuMeHATH cpeAcTBa KOMMYHHUKAIUU JIs
nepefayd MNOPYYEHUH pPYyKOBOAMUTENS WU
COTPYAHUKOB OpPraHU3aluu

DTHKA AEI0BOr0 OOILIEHUS

Benenune xypHanma pas3pe3noB KypbepoB | IIpumeHsTh  coBpeMeHHble  cpeacTBa | TpeGoBaHMs OXpaHBI TpyJa
OpraHM3aliy ¥ MaplIpyTOB BOAUTEIEH coopa, 00paboTKH u nepeaadu
nHdopmanuu
CocraBneHne chpaBkd O paszbe3nax | OueHuBaTh  pe3yibTarbl B pamMkax | [IpaBmna 3amurthl  KOH(UAECHIHAIBLHOMN
pabOTHHKOB, KyphepOB M MapHIpyTax | MOCTaBJICHHBIX 3a1ad ciy>ke0HO# nHpopManun
BOJIMTEJICH OpraHu3aLiy OcyniecTBIATh KOHTPOJNb ucmoiHeHus | CTpykTypa OpTaHM3aIN n
NOPYYEeHUH PYKOBOIUTENS COTPYIHUKAMHU | paclpeiesicHUue byHKUMiH MEXKTY
CTPYKTYpHBIMH  IIOJpA3JICICHUAMH |
CIICLHAIICTAMH
Opranun3auus paboTsl ¢ JOKyMEHTaMU Ilpuem w  mepuuHas  oOpabotka | PaGotath co Bceif coBokymHOCThIO | HopMaTHBHBIE — NpaBOBBIE  aKTBl |
BXOJSIIIMX JOKYMEHTOB UH(OPMALMOHHO-T0OKYMEHTalIMOHHBIX HOPMAaTHBHO-METOIMYECKUE JIOKYMEHTHI,
pecypcoB OpraHH3alUH OIpeeIsoIIne HOPSIOK
JIOKyMEHTaI[HIOHHOT'O obecrieueHus
yIIPaBICHUS
[MpenBaputensHoe  paccmortpenue W | Ilomp3oBarbecs 0azamu naHHBIX, B TOM | CTpyKTypa OpraHu3aluy, pPYKOBOJICTBO
COPTUPOBKA JIOKYMEHTOB Ha | 4KCIIC yAAICHHBIMU CTPYKTYPHBIX [TOAPa3JeIICHUN
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE
IloaroroBka BXoasiux AOKyMeHTOB A | Ilonb3oBarbes CIPaBOYHO-IIPaBOBBIMU | COBpeMEHHBIE nHPOPMAIMOHHBIE
paccMOTpPEHUS PYKOBOAUTEIEM CHCTEMaMU TEXHOJIOTHH PabOTHI C JOKYMEHTAMH
PEFI/ICTpaHI/ISI BXOJAIIUX TOKYMEHTOB Tlonw30BaThCs AaBTOMATHU3HUPOBAHHBIMU HOpHI[OK pa6OTI)I C TOKYMCHTaMHU
CUCTCMaMH yuerTa, perucTpanuu,
KOHTPOJIS u UH(POPMAIUOHHO-

CIIpaBOYHBIMU CHUCTEMAMHU IIPU pa60Te C
JAOKYMCHTAMM OpraHu3anuu

Opranuzanuus  JOCTaBKU  JIOKyMEHTOB
WCIOJHUTENSIM
Benenne 0a3pl  JaHHBIX  JIOKYMEHTOB
OopraHu3aluu
Benenne  uHGOpPMAIMOHHO-CIIPABOYHOM

paboThl

O6pabotka w
JIOKYMEHTOB

OTIIpaBKa  HUCXOIAIUX

[MpumeHsTH COBPEMCHHBIC
HH(OPMALMOHHO-KOMMYHHUKALIOHHBIE
TEXHOJIOTHH JUIsl pabOThl C JOKYMEHTaMH,
B TOM 4YHCJIE JUIS €€ ONTUMH3ALUH U
noBsIIeHus 3G ek THBHOCTH

CxeMBblI IOKyMEHTO000pOTa

[MpaBuna  paboTel ¢ BXOASIINMH,
UCXOJSIIMHU u BHYTPEHHUMH
JIOKYMEHTaMHI

IIpaBuna  opraHmsamu U (HOPMEI

KOHTpPOJISI WCIIOJTHEHHUS JOKYMEHTOB B
OpraHu3aIuu

Tunossie CPOKH MCTIOJTHEHUA TOKYMEHTOB
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Opranuzanus paboThl 10 PETHCTPAIWH,
y4eTy, XpaHCHUI0 H THepeiade B
COOTBETCTBYIOIINE CTPYKTYPHBIC
MOJPa3/CiCHs] JTOKYMCHTOB TEKYILEro
JICIIONPOU3BOICTBA

KoHTponp ucnomHeHUs JOKYMEHTOB B
OpraHu3alu

[TpuHumnIBI
KapTOTEKOI

paboTel  CcO  CPOKOBOM

Ha3nauenue W TEXHOJOIHUS TCKYLIETO U
npeaynpeanTeIbHOIO KOHTPOJIA

HpaBI/ma COCTaBJICHUA aHAJIUTHYCCKUX
CIIpaBOK 110 OpraHu3anuun pa60Tm C
JOKYMEHTaAMHU W KOHTPOJIO HCIIOJHCHUSA
JJOKYMCHTOB

ITpaBuna JOKyMEHTAI[IOHHOTO
oOecrieueHHs1 1eSITEIbHOCTH OPTaHN3aINN

BI/IZ[BI JOKYMCHTOB, X HA3HAYCHHC

Tpebosanus, HpeabsIBIsIEMbIC K
JIOKyMEHTaM B COOTBETCTBHH €
HOPMAaTHBHBIMH aKTaMHu "

roCyJapCTBEHHBIMU CTaHAAPTAMU

[MpaBuna cocraBieHuss ¥ OQOPMIICHHS
HH(POPMAIIMOHHO-CIIPABOYHBIX,
OpraHru3aluOHHBIX YIpPaBJICHYCCKUX
JIOKYMEHTOB

[IpaBuna co3ganus u BeJeHus 6a3 JaHHBIX
CITy>KeOHBIX JOKYMEHTOB B OpraHU3aIMK

Cucrtemsl 3JIEKTPOHHOI'O
JIOKYMEHT0000pOTa

IIpaBusa 1 CpoKM OTHPABKU HCXOIALIUX
JIOKYMEHTOB

TpeboBanust 0XpaHbl Tpya

Opranuzauus
JTOKYMEHTOB

TCKYLICTO

XpaHCHU

PazpaboTka HOMEHKJIATYpBI nen | OpraHu3oBeiBaTh  paboTy mo  ydery, | HopmaruBHbIe TIPaBOBBIE aKTBhI,
OpTaHM3aIN XpaHEHHIO n nepeade B | HOPMATUBHO-METOANYECKHE ITOKYMEHTHI,
COOTBETCTBYIOIIEE CTPYKTYPHOE | TOCYNapCTBEHHbIC CTaH/apTHI,
MoJIpa3ieieHe JOKYMEHTOB TEKYIIEro | ONpeerstolie HOPSIJIOK
JIeTIONIPON3BO/ICTBA JIOKyMEHTAI[HOHHOT'O obecrieueHus

YOpaBJICHUS

[IpoBepka mpaBUIBLHOCTH OQOPMIICHUS
JIOKyMEHTOB U OTMETKH 00 UX UCTIOJTHCHUH
nepen ux (GOpMHUpOBAHWUEM B JENO IS
MOCJEIYIONMIET0 XPaHeHUS

Ocy1miecTBIATh METOIMYECKOe
PYKOBOJICTBO  JICIOTNIPOM3BOACTBOM B
OpraHu3aIuH, KOHTPOJMPOBATh

MpaBUIbHOE (HOPMHUPOBAHNE, XPAHCHHUE H
cavy e B apXuB

Bunbt HoMeHKIaTyp, o01me TpeOoBaHus K
HOMEHKJIAType, METOJINKA €€ COCTABIICHHS
u ohopMITEHUS
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@DopMyIHpOBaHHE 3arojOBKOB el U
OTIpEJIeJIEHUE CPOKOB UX XPaHEHUS

Pa3zpabaTeiBaTh ~ HOMEHKIATYpPY
CTPYKTYPHOTO HOJpa3aeIeHHs

PS8

IIpaBuna cormacoBaHMss HOMEHKIATYpBI
Jlel C BEJOMCTBEHHBIMU apXHBAMH U
JKCIIEPTHOU KOMHUCCHEH

DopMUpOBaHUE ACI

Vcnonp30BaTh HOMEHKIATYpPYy Jen TpH

[Mopsinok opmupoBaHus 1 0QOPMIICHHS

W3y4EeHHUM  CTPYKTYpbl  OpraHM3aluy, | Jel, crenuduka (hopmupoBaHus

COCTaBJICHHH ONHUCei fen OTJICJIbHBIX KaTeropui en
KonTtpons MIPaBUIBHOTO u | OpraHu3oBBIBaThH pabory no | IlpaBuna xpaHeHus Aen, B TOM 4HUCIE C
CBOEBPEMEHHOI'O  pacmpelelieHuss W | (OPMUPOBAHHIO TN B COOTBETCTBUH C | JOKYMEHTaMHU OTPaHHYSHHOTO JIOCTYIa
MOJIINBKY JOKYMEHTOB B Jieia YTBEP)KJCHHOM  HOMEHKIAaTypo  jen

OpTaHM3aINH

[TpaBunbHO u cBoeBpeMeHHO | [IpaBmma BbIHaUW W HMCHONB30BAHUS

(hopMHPOBATH JOKYMEHTHI B JIeJIa C yUETOM
HX crienuQUKH

JIOKyMEHTOB 13 C(OPMHUPOBAHHBIX JIEIT

CucteMaTH3UpOBaTh JTOKYMEHTH BHYTPH
Jieiia

OGecmeyuBaTh COXpPaHHOCTb M 3alluTy
JOKYMCHTOB OpraHu3annuu

TpeboBanust OXpaHbI TPy na

Opranmzanusi  00pabOTKH
HOCJIEYIOIEro XpaHeH!s

IS¢

JUIA

[pumeHsTH UH(POPMAIIMOHHO-

KOMMYHUKAIIMOHHBIC TCXHOJIOTHH JJIA

paboThl ¢ JOKyMEHTaMH
[IpoBepka cpokoB xpaHeHUs1 JOKYMEHTOB, | [lonbp30BaTbes mepeyHsMH JOKyMeHTOB U | HopmartuBHbIE IPAaBOBLIE aKThlI,
COCTaBIICHHUE IPOTOKOJIA paboTsl | aHaNM3UpPOBaTh (PaKTHUECKOE COJlepKaHUE | HOPMATUBHO-METOANYECKHE IOKYMEHTHI,
3KCHCpTHOI71 KOMHCCHHU II0 IIOATOTOBKC uUMeromuxcss B A€JI€ OJOKYMCHTOB IIpU rocyJapCTBEHHLIC CTaHapThl,
JOKyMEHTOB K XpaHEHHI0, aKTa O | OIPEAEICHHH CPOKOB UX XPaHEHHUS OTIpeIeIISIoIIHe HOPSAIOK
BBIJACJICHUN K YHUYTOXKCHHUIO TOKYMCHTOB, JOKYMCHTAlIUOHHOTO O6eCHe‘IeHI/I§I
HE T0JUISKALIHX XPAHSHHIO YIIpaBJICHUS

CocraBiieHHC BHyTpCHHGﬁ OIuCHU AOCI OJId
0c000 HEHHBIX TOKYMCHTOB

Odopmiate
KOMHCCHH

JAOKYMCHTBI BKCHGpTHOﬁ

Kpurepun pasneneHusi JTOKYMEHTOB Ha
TPYIIBI B COOTBETCTBUM C IIEHHOCTBIO
nH(popManum, copepxauiercst B HUX

Odopmienne Jen MIOCTOSIHHOTO,

OdopMIIATs 00JIOKKH JIeJT TTIOCTOSHHOTO U

HOpSII[OK HCIIOJIb30BaHHUsA THIIOBBIX HJIN

JIOJITOBPEMEHHOI'0 CPOKOB XPaHEHHMS BPEMEHHOIO  CPOKOB  XpaHEHHs B | BEJIOMCTBCHHBIX IIEepeYHEll JIOKyMEHTOB,
COOTBETCTBHHU c TpeOOBaHUSMU | ONPENENCHUS  CPOKOB  XpaHEHHS B
TOCyAapCTBEHHBIX CTAaHAAPTOB mpouecce OKCIICPTU3BI ICHHOCTHU
JIOKYMEHTOB
OdopmiieHre 000K Jen MocTostHHOTO, | ITpon3BoauTh XpoHonorndecku- | ITopsgok  co3maHus, OpraHU3alMd |

JOJITOBPEMECHHOT'O CPOKOB XpaHCHUSA

CTPYKTYPHYIO CHCTEMAaTH3AIHIO JeTT

JIOKYMEHTHPOBaHHUS PabOTHl 3KCIEPTHOM
KOMHUCCUHU

CocTaBJIeHHE OITHUCH A€ ITIOCTOSHHOTIO,
JOJITOBPEMECHHOT'O CPOKOB XpaHCHUA

OcCymiecTBIATh TEXHHIECKYIO 00pabOTKY H
MOJTHOE O(OpMIIEHHE €T MOCTOSHHOTO U
BPEMEHHOI'0 CPOKOB XpaHECHHUS

[IpaBuina cocTaBlIeHHS W YTBEPKICHHS
MIPOTOKOJIA pabOTHI SKCIIEPTHONW KOMUCCHH
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[lepenaua men B apXuB OpraHU3aIIH

CocCTaBJIATh OMHMCh JCN IOCTOSHHOIO M

[IpaBuna cocTaBneHWS W YTBEPXKICHHSA

BPEMEHHOTO  CPOKOB  XpaHEHUS B | akTa O BBIJCIEHUM JOKyMEHTOB, He
COOTBETCTBUU c JIEHCTBYIOIIMMH | MOAJIEXKAIINX XPAHCHUIO
HOPMaTUBHO-METOJUUECKUMHU

JIOKYMEHTaMHU

[TpumensTH nHdopmannonHo- | [lpaBuna TexHUYecKoH 00pabOTKH H
KOMMYHUKAIIMOHHBIE ~ TEXHOJOTMH ISl | MOJHOTO O(OPMIICHUS JIeJT TIOCTOSIHHOTO U

paGOTLI C JOKYMCHTaMU

BPEMCHHOI'O CPOKOB XpaHCHU

IlpaBuna  cocTaBieHUs  OMMCU e
MOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB
XpaHeHHs B COOTBETCTBUH c
JEWCTBYIOIMHA HOPMAaTHBHO-
METOIMYECKUMH JOKYMEHTaMHU

[lpaBuna mepemaum pmen B apxuB
OpTaHM3aIN

TpeboBaHusI OXpaHHL TPyAa
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4. YueOHO-TeMaTH4YeCKHe IUIAHBI M COJAepKaHHe JMCIUIIIHH POrPaMMBbI
npogeccHOHAIBHOro 00y4yeHus «CekpeTapb-aAMUHUCTPATOP»

4.1. Y4eOHO-TeMaTH4eCKNH IJIAH U COlepP:KaHHue NUCHUIINHBI «/{eoBast

KYJIbTypa»
Ne HaumeHnoBanue tem Bcero B ToMm umcie
n/n 4acoB
TeopeTUYecKNe | MPaKTHYeCKUe
3aHATHS H
JaboparopHbie
3aHATHS
1 2 3 4 5
1. | DTuueckas, scTeTnyeckas u 1 1 -
OpraHu3aIliOHHAs KYJIbTypa
2. | Ilcuxoorus oOmieHus 0,5 0,5 -
3. | KynbTypa o0OuieHus B 0,5 0,5 -
npodeccuoHanbHOl cdepe
4. | KoHaHKTHI 0,5 0,5 -
5. | Umumx 0,5 0,5 -
6. | Kynbrypa peun 1 1 -
7. | KynbTypa TenedoHHOro 1 - 1
pasroBopa
8. | Texnuka noBeacHUS U 1 - 1
STHUKET JEIIOBOM Oeceanl
9. | denoBoit mpoTOKOII 1 1 -
10. | 3auer 1 1 -
Hroro: 8 6 2

Tema 1. dTHYeckas, ICTeTHYECKAs] H OPraHU3AIHOHHASI KYJbTYypa

Oo6mue cBeneHust o mpenMere «JlemoBas KyJbTypa». 3aJadu MpeaMera; ero
3HAYCHHUE IS OBJIAJICHUS MPOQPECCHOHAIBHBIMU HaBblkamu. OOIee MOHATHE O
KyJIbType U ee poiiu B obmecTBe. [loHsTHE O NeoBoi KynbType. OOIee moHsATHE
00 o6mennn. CymHOCTh KyJIbTypbl 00meHus. IcTeTuka. O0IacTH ICTETUIECKOM
JCSITCILHOCTH YeJIOBeKAa. OCTeTWYEeCKHMid BKyC. OJTuka. [loBeneHHe deIoBeKa;
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npaBuia HM HOpMbI. HpaBcTBeHHBIE TpeOOBaHHA K MPOGEeCCHOHATLHOMY
MOBEACHUIO: BEXJIMBOCTh, TAKTUYHOCTh, IOOPOXKEIATEILHOCTh WU JAp. DTHKET.
Cdepsnl 1eHCTBUS STUKET.

Tema 2. Ilcuxoyorusi o01eHUs

IIcuxoyiornueckue TMPOIECChl: OIIYIIEHHUE, BOCHPHUATHE, BOOOpaKCHHE,
MBIIIUICHUE, HAMOIMU, YYBCTBA, BoJiA. [lcuxuueckue CBOWMCTBA: TeMIEpPaMEHT,
XapakTep; X BUIBI U ocobeHHocTu. OmpeesieHue TeMIepaMeHTa M XapakTepa
YeJIoBeKa I0 €ro BHEIIHeMY BUAY. [Icuxuueckue coCTOSTHUS YelloBeKa: 00pOCTh,
YCTAJIOCTh, YJOBJIETBOPEHHOCTh, AKTUBHOCTb M Jp., MX BIHMSHUE Ha IPOLECC
obmenus. [Icuxomoruueckrne OCHOBBI OOIICHUS. Y POBHH OOIICHHUS: IPUMHUTHBHBIH,
MaHUMYJISATUBHBIM, CTAaHIAPTU30BAHHBIA, WIPOBOM, [IEJOBOW, IYXOBHBIM; HX
XapaKTEePUCTHUKA. POJIb IICMXOJOTUH B MOBBIIICHUH KYJIBTYPHI 00IIeHNs. JINYHOCTB;
nporiecc  (opmupoBanuss JHYHOCTH. [IpodeccmoHanbHas HAIPaBICHHOCTD
JUYHOCTH. 3aBUCUMOCTh IPO(ECCHOHAIBHBIX KauyeCTB OT ICHUXHYECKHX CBOMCTB
JUYHOCTH. XapaKTEPUCTHUKA IIpoIiecca IeI0BOro (mpo¢eCcCHOHAILHOI0) OOIIESHHS C
MICUXOJIOTHYECKON TOUKHM 3peHHusA. KOHTakT B OOINEHMH; 3HAYCHHE yCTAHOBJICHUS
KOHTaKTa B JeJ0BOM oOmieHuu. [IpuMepbl yueTra IMCHXOJIOTHYECKHX AaCIEKTOB B
podeCcCHOHAIBHOM JAEI0BOM OOIICHHH.

Tema 3. KyabTypa o0menus B npodeccuoHanbHoii cdepe

Kommynukarus. CpenctBa BepOanbHoro oouienus. HeBepbanbHbie cpencTa
oOmieHusi. DTUKET B JejaoBoM oOuieHuud. Ctuin o6mieHuss. OCHOBHbBIC MpaBuia
MOBEJICHYECKOTO ITHKETA: MMPUBETCTBUS, 3HAKOMCTBA U JIp. HOpMBI OTHOIICHMIA B
KoJutekTuBe. OTHOIICHUS PYKOBOAWUTEIS M TOTYMHEHHBIX. MEXIMYHOCTHBIC
KOHTaKThl. OpraHu3arus AeJIOBbIX KOHTAKTOB.

Tema 4. KoHQINKTBI, UX NIPUYMHBI; CTPATErus NMOBeICHU.

[lcuxomorust KoHQUIUKTA: oOIpeaeseHne KOH(MIUKTA, THUIB KOH(IUKTOB,
KOH(DJIMKTOTEHBI, BO3HMKHOBEHWE KOH(MIWUKTA, TPUUYUHBI H  TOCIEACTBUS
KOH(DJIUKTOB, CTaAuu KOHQIHMKTA, KOHCTPYKTHBHBIC CIIOCOOBI pa3perieHus
KoH(}MKTOB. CTHIIH TTOBEJICHUS! B KOH(MIUKTHON CUTYaIlUU: CTPATETHH TTOBEIACHUS
B KOH(IMKTHOM cUTyanuu (COTPYIHUYECTBO, KOMIIPOMHUCC, COTIEPHHYECTBO,
n3z0eranue, MPUCIOCOOJICHNE); KOJCKC MoBeeHus B KoHpmukTe. [Icuxonornyeckuit
aHaM3 KOH(MIUKTOB: aJITOPUTM Pa3PEIICHUS CUTYaIluii U KOH()IUKTOB.

Tema 5. Umnpx

Cocrapstonye UMUIXKa: BHEITHUM 00K, MaHEPhI TOBEJICHHUSI, p€4Yb, YMEHHUE
obmarbcst ¢ JroapMH. COCTaBISIOIIME BHEIIHErOo OOJIMKA JEJIOBOrO 4YeJIOBEKa:
KOCTIOM, TPUYECKA, aKCecCcyapbl, Makushk. OcaHKa, MOXOKa, )KECTHI.

Tema 6. KyabTypa peun
OcHoBHBIE TpeOOBaHUS K pEYM: TOH, AaAPTUKYJSAIUSA, TPOU3HOIICHUE,

I'POMKOCTb, TOYHOCTh B MOAOOpE cJIOB. PedeBoil 3TUKET B JEIOBOM OOIIEHUHU.
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DNIEMEHTBI peyeBOTo ITHKETa: (POPMBbI OOIIEHHUS, U3JI0KEHHE MPOCHO, BHIPAKEHHUSI
MPU3HATEILHOCTH, CIIOCOOBI apTyMEHTAITUH B JACJIOBBIX CUTYAIUIX | JIp.

Tema 7. Kyabtypa TesiepoHHOro pasrosopa

OTUKET B JACI0BOM juanore mo TeinedoHy. TpeOoBaHHS K COJEpKAHHUIO
JIETOBBIX TeNe()OHHBIX Pa3rOBOPOB; OCHOBHBIC dJIeMEHTHI Auanora. CTpykTypa u
CTIWIb OQUITMATBLHON TenedoHorpaMmbl. TpeOoBaHUS K YaCTHBIM pPa3roBOPaM IIO
TenedoHy B J1eJI0BOM 0OCTaHOBKE.

Tema 8. Texunka moBeaeHus M dTHKET JeJ0BOM 0eceabl

CymnHoctb aenoBoi O6ecenpl. Buapl 6ecen. Iloaroroska 6ecenpl. CTpyKTypa
JeoBoi 6ecenpl. MeTobl, UCTIONb3yeMbIe Ha pa3HBbIX dTamax JejJ0BOM Oecebl.
DTHKET JIEIOBOU OeCeIbl.

Tema 9. /les10BOI MPOTOKOJI

[TonsaTe «IeI0BOl MPOTOKOI»; €r0 pojb B IMPOBEACHUHU JCIOBBIX BCTpEY
(meperoBopoB, npuemoB). O0menpuHsATLIE (POPMBI MPOTOKOIBHBIX MEPONPUSITUH,
MOPSAOK UX OpraHu3aluu. DTUKET MPOTOKOJIBHBIX MEPOIPUSTUM.

4.2. Y4eOHO-TeMATHYeCKMH IUIAaH W COJepKaHUue  AUCHMILIUHBI
«MHpopManMOHHBbIEC TEXHOJOITHN: KOMIIBIOTEPHU3ALMS 1eJ0NPOU3BOACTBA»

Ne HaumeHnoBanue tem Bcero B Tom umcie
n/n 4acoB
TeopeTHYECKHe | MPAKTHYECKHUe
3aHATHS "
JladopaTopHbIe
3aHATHS

1 2 3 4 5

1. | CoBpeMeHHbIE 0,5 0,5 -
UH(GOPMAITMOHHbIE
TEXHOJIOTUU

2. | OnepaunoHHas cucTeMa | 1
Windows

3. | TexHomorust 00pabOTKH | 0,5 0,5
TEKCTOBOM MH(MOpMAaIuu
(TEeKCTOBBII MPOIECCOP
Microsoft Word)

4. | Texnomorust oOpabOTKH | 0,5 0,5
rpadudeckoit nHpopManuu

5. | Cucrema 3IeKTPOHHBIX | 0,5 0,5
tabmiy Microsoft Excel
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6. | Cucrema ymnpaBlieHUs 1 0,5 0,5
0Oaszamu naHHbIX Microsoft
Access

7. | Co3maHue npe3eHTalui B | 0,5 0,5
cpene PowerPoint

8. | Cucrema 3JIEKTPOHHOM 1 0,5 0,5
noutskl Outlook Express

9. | CoBmecTHas paboTa 0,5 0,5 -
nporpamm Microsoft Office

10. | IIporpamma mjst 0,5 0,5 -
CKaHMPOBAHUS JOKYMEHTOB

11. | Pabora B cetu Internet 1 0,5 0,5

12. | MynpTUMeAMITHBIC 1 0,5 0,5

BO3MOKXHOCTHU KOMIIBIOTCPA

13. | [IpuemMbl 1 METOIBI paOOTHI 0,5 0,5 -
CO CKaThIMH JTAHHBIMU

14. | ABTOMaTH3MPOBAHHBIN 0,5 0,5 -
epeBOJ JOKYMEHTOB

15. | Co3nanme myOnukanuii u 1 1 -
Web-cTpanui] ¢ TOMOIIBIO
MS Pablisher
16. | OCHOBBI THIIEPTEKCTOBOM 0,5 0,5 -
pa3MeTKH JOKYMEHTa
17. | 3auer 1 1 -
Hroro: 14 10 4

Tema 1. CoBpemeHHbIe HHPOPMALIMOHHBIE TEXHOJIOTHH

[Tonsitue wHGOPMAITMOHHBIX TeXHOJNOTHH. (OCHOBHBIC HANpPABICHHUS WX
pazBuTHs. [IpuMeHEHHE KOMIBIOTEPHBIX TEXHOJOTHH B pa3HbBIX cdepax
YeJIoBeUeCKOM  neaTenbHOCTH. (OCOOCHHOCTM  KOMITBIOTEPHOUW  00pabOTKH
nH(OpMAaIUH B yIIPaBIEHYECKOM ITIpoliecce.

Tema 2. Onepanuonnas cucrema Windows

I'paduueckuii Mmonab30BaTENbCKUM WMHTEpQEC: OOIIMe MOHATHA. 3alyCcK M
3aBeprieHue padotel Windows. Pabora ¢ oxkHamu. l3MeHeHue BHEIIHETO
opopmnenuss Windows. Ilpuknagnsie mnporpammsel. I[Iporpamma 'TlpoBoanHuK'.
@aitnbel U gokyMeHTbl. Pabora c ¢aiinmamu u nankamu. OpraHu3anys CHUCTEMBbI
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xpaHnenus ¢painoB-10kyMeHToB. Hactpoiika pabouero crosna. CipaBoyHas cuctemMa.
YnpasineHne onepauuoOHHON CUCTEMOM.

Tema 3. Texnosiorusi 00padoTKu TeKCTOBOH HMH(poOpManuM (TEKCTOBBII
npoueccop Microsoft Word)

Okpan Word. Meno u cucrema komana. Co3maHne HOBOTO JIOKYMEHTA.
PenaxktupoBanne tekcta. KOHTEKCTHBIN TOMCK M 3aMeHa. PacnosioxeHnne Tekcra Ha
HECKOJIbKAX YPOBHSIX CTPOKU. MaTeMaTtndeckrne CMMBOJIBI. BcTaBka CHMBOJIOB U
CIEHHUAIBHBIX CUMBOJIOB. CoxpaHeHHME U OTKpbITHE JOKyMeHTa. IIpoBepka
opdorpadun u rpaMMmaTtvku. PexxuMbl TpencTaBleHUs] JOKYMEHTOB Ha HJKpaHe.
VYcranoBka napameTpoB crpaHullbl. UIpudThl, rpanuisl u 3amuBka. OTCTYINBI U
BbIpaBHUBaHue.  [lo3unuum  TaOynsiuu U MEXKCTPOYHBbIE  MHTEPBAJIbI.
MapkupoBaHHbIE U HYMEPOBAHHBIE CIHUCKU. Pacrono’keHHe TEKCTa KOJIOHKaMH.
Caocku u mpuMmedanus. Padora ¢ Tabnumamu. Jlo0aBiaeHue rpa@uku K JOKyMEHTY.
Paznensl, cTpanuisl U KOJMOHTUTYJBI. Ornasienue, cnucku. Ctuin u padboTa C
Humu. [lpuMenenue apromatuyeckoro (opMaTupoBaHusi K TOKyMeHTY. Pabota c
HECKOJIbKUMH JOoKyMeHTamu. [ledaTh MOKyMEHTOB, mochuika (akcoB. Co3naHue
HaKJIeeK W TedaTh aJpecoB Ha koHBepTax. CepuiiHble aokymeHTHl. Paborta c
mabnonamu. Co3maHue W ucnojdb3oBaHue (QopMm. JIOKYMEHTBI  CIHSHUS.
JononHuTtenbHbie BO3MOXHOCTH MS Word. BecTaBka runepcchuiok.

Tema 4. Texnouorusi 00padoTku rpadpuyeckoit uHpopmanuun

PactpoBas u BektopHas rpaduxa. Coznanue u peJakTUpOBaHUE U300PAKEHUN
B PACTPOBOM M BEKTOPHOM peniakTope. OKHO nmporpaMMbl. ATpuOyThl U300paKeHUSI.
Habop unctpymenrtoB. [lanutpa nusetoB. Paborta ¢ ¢parmentamu n3oOpaxkeHUs.
BBoa tekcra. Cucrtema aBromatusupoBaHHoro npoekruposanuss KOMITAC 3D.

Tema 5. Cucrema siekTpoHHbIX Ta0aun Microsoft Excel

Crpykrtypa unrepdeiica 31eKTpoHHOM TaOHIbl. MEHIO U OCHOBHBIC MTOHSITHS.
OOBEKTHI AIEKTPOHHON TaONMIBI U UX HapameTpbl (moHsTue 006 oObekrax OT,
criocoObl BeiiesieHust 00bekToB JT). [lanHble, XxpaHsmuecs B o0bekTax DT (Tumsl
JaHHBIX, PyHKIIMKU U GopmyJibl). BBOA 1 npaBka JaHHBIX. TUMOBBIC JEHCTBUS HAl
o0bekTamu. Co3naHue, peJakTUPOBAaHUE TAOJUYHOTO JIOKYMEHTAa U COXpPaHCHHE
daiinoB paboyeit kauru. OTKpHITHE, TTIOUCK U 3aKpbITHE (PailioB pabouel KHUTH.
dopmatupoBaHue TaOMMYHOTO JOoKyMeHTa. Co3gaHue W KomupoBaHue (Hopmysl B
Ta0TMYHOM JTIOKYMEHTE. OyHKIU (MaTeMaTH4ecKue, JIOTUYECKUE,
CTaTUCTUYECKHUE, TaThl U BPEMEHM, TEKCTOBBIC). AHanmn3 u o0paboTKa JaHHBIX.
@opMaTUpOBaHUE YHCICHHBIX BEJIWYMH. M3MEHEHHE BHENIHEro BHJA TEKCTa.
Hcnons3oBanue oOpamiieHust U 3ateHeHus. [ledaTs paboueit kuuru. Co3maHue u
oOpaboTka auarpamMm. PabGora ¢ 06a3oii gaHHbBIX. Jl0oOaBiieHHE THIIEPCCHIIOK.
JonmonuurensHbIe Bo3MokHOCTH MS Excel.
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Tema 6. Cucrema ynpaJienusi 6azamu 1aHHbIX Microsoft Access

[Ipencrabinenne o 6aze manHbiX U CYBJ] (ocHOBHBIC OHATHS 0a3bl JJAHHBIX,
CVYB/JI Access u ee mHTEpdeEiic). 3amyck U 3aBeplIeHre padoThl Access. DIeMEHTHI
sKkpaHa. MHCTpyYMEHTBI CHCTEMBI yrpaBieHusi ©Oa3zoii manHbix. CoszmaHue,
coxpanenue ® 3akpbitie BJ[. OtkpeiTHe cymectByromux bJl. Co3manme Tabmuil
0a3pl JaHHBIX U MOchenayromee u3MeHenwe. Bon manubeix. dopmatupoBanue
tabnuiel. [Torck nanueix. CopTUpOBKa U UCTIOIB30BaHUE PHIIbTPOB. Opranuzanus
cBs3eld Mexay tabmuiiamu. Co3naHue W u3MeHeHue (opM. 3anpockl: MOHITHE U
OCHOBHBIE BUIbI. CO3/1aHNE U U3MEHEHHE 3apocoB. Co3/1aHME OTUYETA U U3MEHEHUE
ero BHemHero Bupa. llouroBeie Hakieliku. Iledars otyeroB. HMHTerpanus
JIOKYMEHTOB, CO3JIaHHBIX B pPa3JIMYHBIX NPUKIAAHBIX cpergax. Bcraska
TUIIEPCCHUIOK.

Tema 7. Co3nanue npe3enranui B cpeae PowerPoint

[Ipencrasnenune o Power Point. O0bekT nmpunoxxenus Power Point, 3amyck u
HacTpoiika mpwioxenuss Power Point. Coznanmne mnpesentanuu. JloOaBieHue
abpdextoB mynprumenuna. CozlaHue MPE3EHTALUM, COCTOSIIEH U3 HECKOIBKHUX
cnaiioB. PaboTa ¢ copTupoBIIMKOM ciaiiioB. Co3/laHne yIpaBsItOIIUX KHOTIOK.

Tema 8. Cucrema ss1ekTpoHHoi noursl Outlook Express

Pab6ora ¢ moutoil. Mcnonb3oBanue anpecHoi KHUTH. Co31aHHE TOYTOBBIX
cooOmeHnii. BcraBka O00BEKTOB B COOOIICHHUSA. YCTaHOBKA IMapaMeTPOB
AIEKTPOHHOM ToUThl. OpraHu3aius OTIPaBISIEMbIX U MTOJTyYaeMbIX COOOIIESHUM.

Tema 9. CoBmecTHas padora nporpamm Microsoft Office
Ucnons3oBanue manenu Microsoft Office. Texunonoruss OLE (cBs3biBaHust u
BHEJIpEHUSI 00BEKTOB).

Tema 10. IIporpamma 1151 CKAHMPOBAHHUSA JOKYMEHTOB
CkannpoBanue nokyMeHTa. Omepanusi cerMeHTUpoBaHusA. Pacrno3HaBaHue
Tekcta. [Ipeobpa3oBanue TOKyMeHTa B Apyrout popmar.

Tema 11. Pabora B ceTu Internet
[Tporpammei-Opay3epsl: Internet Explorer. [TouckoBbie CUCTEMBI.

Tema 12. MyabTUMeIMiiHbIe BO3MOKHOCTH KOMIIBIOTEPA
[Tousatne wmynprumenua. CTaHmapTHbIe CpeACTBa MyJbTUMenna. BcraBka
MYJIBTUMEIUHUHBIX O0BEKTOB B JOKYMEHTHI.

Tema 13. [Ipuembl 1 MeTOABI PA0OTHI CO CKATHIMHU JAHHBIMU

TeopeTndeckre OCHOBBI CXaTWs JaHHBIX: OOBEKTHI CXKaTHs, OOPATUMOCTh
CKaTHsl, alTOPUTMBI CxkaTusl. [IporpaMMHBI€ CpelicTBa CxKATHSA JIAaHHBIX: 0a30BBIC U
JIOTIOJIHUTENIbHBIE TpeOOBaHUs K JaucrieTdepaM apXuBoB. [IporpamMmubie cpeacTBa
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YILJIOTHCHUA HOCHUTEJICH: TCOPETUUCCKUEC OCHOBBI, ITPAKTHYCCKasd pcaain3anus
KOHICTIOWH YILIOTHCHHA JHCKOB, LIGJ'ICCOO6p33HOCTB YIINIOTHCHUA HOCHUTEIICH.

Tema 14. ABTOMATHU3MPOBAHHBII NePEeBO TIOKYMEHTOB
[Iporpammel mepeBoaa TekcTa. ABTOMaTUYECKui nepeBoji Tekcta. KoHTpoias
Ka4eCTBa IIEPEBO/Ia TEKCTA.

Tema 15. Co3nanne nyOoaukanumii u Web-crpanun ¢ nomombio MS
Pablisher

3amyck u mapametpbl. Coznanue myOnukamuu. Padora ¢ Tekcrom. Pabora ¢
pucynkamu u o0bektamu. McnonszoBanre MS Pablisher npu paborte B MaTepuere
(cozmanme u paspaboTka Web-cTpaHHI], BCTaBKAa THUIEPCCHUIOK, HCIOIH30BAHUE
Web-dhopm).

Tema 16. OcHOBBI TUIEPTEKCTOBOM pasMeTKu AOKYMEHTA.
['unepTtekcToBas pa3merka JokyMeHTa, si3bik HTML. IlBer Tekcra, 1mBet ¢oHa,
pacrojo)KeHUe TeKCTa Ha cTpaHuiie. Pasmep, Hauepranue mpudra. Bcrabka
rpaduueckux oObEeKTOB. TEKCT M KapTUHKA Ha CTpaHuIle. BcTaBka rUNEpCChUIOK.
Crucku. Jluanu. CnencumBoibl. Tabmunel. TectupoBanue u myonukaius Web-
cauTa.

4.3. YueOHO-TeMaTHYECKUII TJIAH M colep:KaHue  JIUCHUILIMHBI
«JlOKYMEeHTBI U 1eJIONPOU3BOIACTBO)

Ne | HaumeHnoBanmue pasjaesoB, | Beero B Tom 4ucie
n/n TeM 4acoB

TeopeTU4ecKNne | MPAKTHYeCKUe
3aHATHA "

J1abopaTopHbIe
3aHATHUA

2 3 4 5

I. | OcHOBHEBIE CBEIEHHUS U3 0,5 0,5 -

MCTOPHH JICJIONPOU3BOJICTBA

U CEKPETapCKOM CITy>KObI

2. | Opraauzauus 1 1 -
UH(OPMAIMOHHO-
JOKYMEHTAI[MOHHOTO
00CITy)KUBaHUs

3. | JoxymeHTHpOBaHHE 1 1 -
YIIPaBJIEHYECKON
nesitenbHOCTH. TpeboBanms
K JOKyMEHTam
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[IpaBuna opopmueHus
yIPaBIECHYECKUX
JOKYMEHTOB

CoBpeMeHHOE JeI0BOE
TUCHMO

0,5

0,5

OCHOBHBIE TOKYMEHTBI
yTpaBieHus; 0ohopMIICHUE U
paboTa ¢ JTOKyMEeHTaMu

JIOKyMEHTBI 10 JINYHOMY
COCTaBY

JIOKyMEHTBI TUYHOTO
XapakTepa

0,5

0,5

Kommepueckas
KOPPECIOHACHUINS

10.

JlenonpounsBoaCcTBO MO
MIACbMEHHBIM U YCTHBIM
oOpallleHUsIM TpakJ1aH

1.

Opranuzaiust paboThI ¢
JTIOKYMEHTaMH

12.

CocraBiienue
HOMEHKJIATyPBI JIeIT

13.

®opMHUpOBaHUE €T

14.

XpaHEHUE JOKYMEHTOB

15.

Pabora ¢ nokymeHTamu,
COZIEPKANMU
KOMMEPUYECKYIO TallHYy
IPEANPUATHS

0,5

0,5

16.

CocraBieHue TEKCTOB
CIIyKeOHBIX JOKYMEHTOB

17.

Ob6ecneuenue
0€3I0KYMEHTAIIMOHHOT O
o0cy>KUBaHUs pabOTHI
PYKOBOIUTEIIS

18.

DK3aMeH

Hroro:

16

16

22




Tema 1. OcHOBHBIE CBe/IeHUS U3 UCTOPUM JeJI0NPOU3BOACTBA

[Ipuka3Hoe memOMpPOU3BOJACTBO. MaHU(DECTHI, PECKPHUNTHI, Bpicouaiimme
yKaspl, Breicouaiiline moBeleHUsA. yka3pl M mnpeanucanus CeHaTa. YKasbl
ryoepHCcKux BiaacTer. [IpeanoxxeHus, IUpKyIsSphl, 3aIIPOCH.

Tema 2. Opranuszanus UH(OPMALMOHHO-T0KYMEHTAIMOHHOTI' 0
00CTy:)KUBAHUS

[Ipounecc ympaBieHus MNPENNPUATHEM; OEIOMPOU3BOACTBO KaK 4YacTh
ynpasienus. Jlokyment. Cxema opraHuzaiuu paboOThl C  JOKyMEHTaMu
npeanpusatus. Popma opraHuzanuu jaenonpousBoiacTtBa. HudopmanmonHo-
JIOKYMEHTAIMOHHOE 00CITyKMBaHUE; CIICIIUATUCTBI CIy>KObl. OpraHnuszanus Tpyaa B
OpraHU3allMOHHO-YIIpaBICHUYECKON cdepe; ycaoBus Tpyaa. JJoKyMeHTallMOHHOE U
0€3710KyMEHTAIIMOHHOE 00CTy)KMBaHUE Pa0OThl PYKOBOIUTEIIS.

Tema 3. JIoKyMeHTHPOBaHHE ynpaBJieHYeCKOM JAeATeJIbHOCTH.
TpeGoBaHusA K JOKYMEHTAM

OO01ue moJIOKEHHUS MO JOKYMEHTUPOBAHUIO YIIPABICHUYECKON IEATEIbHOCTH.
YHuGUIIUPOBaHHBIE CUCTEMBI JOKYMEHTAIlMHU. YHU(HUKAIMSI U CTaHIapTH3AIUs
YIIPaBJICHYECKUX JIOKYMEHTOB. Bupr JIOKYMEHTOB; KJIaccuukarus.
OpranuzanmonHo-pacnopsiautensbubie  n1okymeHTel  (OPI]).  FOpuaudeckoe
3HAYC€HUE JIOKYMEHTOB.

Tema 4. IIpaBuia opopmiieHHst ynpaBJIeHYeCKUX JOKYMEHTOB

Bunpl Gi1aHKOB, peKBU3HUTHI, (HOPMYJSip, OTMETKH Ha JOKyMeHTe. Eaunbie
TpeboBaHMs U TpaBwiIa OPOpPMIIECHUS JOKYMEHTOB YIPAaBIEHUS, YCTAHOBJICHHbBIE
roCy1apCTBEHHBIMU HOPMATUBHBIMU aKTaMH — CTaHIAPTHL.

Tema 5. CoBpemeHHOe /1€/10BO€ MHUCHMO

[TpaBuia opopmiieHus aea0Boro nuchbMa. Buasl muceM: mucbMma — MpochObl, -
OTBETHI; COINPOBOJUTEIbHBIE, JOTOBOPHbIE M Jp.; OCOOEHHOCTH TEKCTa.
MexyHapoIHbIE THChMA.

Tema 6. OCHOBHBIC JOKYMEHTBI yIpaBjeHusi; opopmieHue u padora ¢
AOKYMEHTaAMH

OCHOBHBIE ~ TpyINIBl  YNPAaBIEHYECKUX (MM  OpPraHU3allMOHHO  —
pacrnopsiAUTEIbHBIX) JOKYMEHTOB. TurmoBas cxemMa O(QOpMIICHHS JIOKYMEHTOB.
OcoOGeHHoct OQOPMIICHHS BHEIIHUX JOKYMEHTOB U JAp. JlOKyMeHTHpoBaHHE

OpPraHu3allMOHHO  —  PacCHOpPSAUTEIbHOW  JEATENBHOCTH  YUPEXKICHUM.
OpranuzaliioHHass  JOKYMEHTAIUS: yCTaB,  IIOJIOKEHHE, VHCTPYKLHS.
PacniopsimutenbHple  NOKYMEHTBI:  MPUKA3bl,  PEIICHUS,  PaACTIOPSKEHUS.

JIOKyMEHTHpPOBAaHHE JIEATEIbHOCTH KOJUIErHalbHbIX opraHoB. CTpyKTypa AOKIIaja,
oTyeTa; NpoTokoi. MHbopmMalmoHHO — clipaBOYHbIE JOKYMEHTBI: CHPaBKHU, aKThI,
JOKJIa/IHBIE 3aMKMCKH, TeJIeTpaMMbl, Tenedakcorpammsl ((hakcel), TeneoHOrpaMMbl

u JIp.
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Tema 7. JIOKyMEHTBHI 110 JTUYHOMY COCTABY

Buabl 1OKyMEHTOB: TPyJOBbIE KOHTPAKTHI; IIPUKA3bl O MPUEME, YBOJIbHEHUH,
MEePEBO/IC; TPY/IOBbIE KHMXKKH, JIMUHbIC KapTouku U Ap. OdopmieHue, XxpaHeHue
JIOKYMEHTOB; COOJII0/IeHrEe KOH(PHUACHIINATBHOCTH.

Tema 8. /lokyMeHTBI JINYHOTO XapaKTepa
Buabl THYHBIX JOKYMEHTOB: 3asBJICHUE, pe3foMe, aBToOnOTpadusi, pacucka,
noBepeHHOCTh. CocTaBiieHre TeKeTa U 0(hOpMIIEHHUE JJOKYMEHTOB.

Tema 9. Kommepueckasi KOppecnoH1eHIMSI

BHemHeToproBele  IOKYMEHTBI;  KOMMEpUYecKass KOPPECHOHACHIMS U
KOMMEpYECKHE MUChbMa; KOHTPAKTHI, 3aKa3bl, COTJIAICHUS; OOIIEIPUHATHIE (hOPMBI
JIOKyMEHTOB, TEKCT, 0(hOpMIICHHE.

Tema 10. desionpou3BOACTBO N0 NMHUCHMEHHBIM H YCTHBIM OOpallleHUusIM
rpaskaaH

Buael obpatienuii: nmpeajioxkeHus, 3asBleHus, xanoowl. [lopsagok paboTsl ¢
JOKyMEHTamMu.  PernaMeHTUpYIOMUM  JTOKYMEHT  (TUIIOBOE  IOJIOXKEHHUE).
Opranu3aiMoHHbIEe MEPOTIPUATHS: JTUYHBIA MpUeM rpaxiaad. [IpueM nucbMeHHbBIX
oOpallleHuit, TOKYMEHTUpOBaHUE 0OpaIlleHU.

Tema 11. Opranu3anusi padoTbl ¢ JOKYyMEHTAMH

['pynmbl TOKyMEHTOB: BXOASIIME U HCXOIALIME; BHYTPEHHUE U BHEUIHUE.
OpranuzaiioHHble 1 HOPMATUBHO-METOAUYECKUE TOKYMEHTBI, X UCIIOIb30BaHUE
B JIETIOMPOU3BOJICTBE. Buapl paboT ¢ JOKyMeHTaMHu: 00pabOTKa MOCTYMAIOIINX U
OTHPABISEMBIX JOKYMEHTOB, Y4Y€T KOJIMYECTBAa JOKYMEHTOB, pETUCTpauus u
MHJEKCUpOBaHUE JTOKyMeHTOB. MHpopmanmonHo-cripaBouHas pabota. Ilopsoox
BEJICHUSA U MCIOJb30BAHMS CIPABOYHBIX KapTOTeK. MH(POpMAIMOHHO-TTOMCKOBas
cucrema Jijist paboThl C JOKYMEHTaMHU.

Tema 12. CocraBiieHHE HOMEHKJIATYPbI JeJI

Homenknatypa pnen: WHIUBUAyallbHas, CBOJHAs, TUIIOBas, MPUMEpHAas.
HopmaTuBHBIE HOKYMEHTHI W METOJMYECKHE MaTepHuaibl JJi COCTaBJICHUS.
[IpaBuna BeaeHus aeil.

Tema 13. ®opmupoBaHue e

Hasnauenne ¢opmupoBanus nen. HopmatuBHbIe TOKYyMEHTHI. ['pynmupoBka
nen, cueruduka GOpMHUPOBAHUS OTIACIBHBIX KaTErOpHuil fen. Bujasl 10KyMEHTOB,
dbopmupyembix B aeno. Cucremarusaius JoKyMmeHToB. OgopMieHue aer.

Tema 14. XpaHeHue JOKYMEHTOB

[IpaBuna xpaHeHus A€l B CTPYKTYPHBIX IOAPA3ACIEHUAX NPEATPUITHS.
ApxuB npeanpustusa. ONTUMaIbHBIA CPOK HCHOJIB30BAHHUS JOKYMEHTOB
nenonpousBoacte. Cpokum XxpaHeHuss nen.  J{OKYMEHTBI JIOJITOBPEMEHHOIO
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xpanenus. Ilopsimok yHUYTOXEHUsT AOKYMeHTOB pen. Odopmienue nen s
apXUBHOTO XpaHEHUS; IPUEM, Tiepeiada Jel.

Tema 15. Pabora ¢ 10KyMeHTaMHU, COAEPKAIUUMHA KOMMEPYECKYI0) TAlHY
npeAnpusITHS

Kondunennmanbaas mokymeHtupoBaHHass uHbopmarms. llens u ycmoBus
oOecrieueHus COXpaHHOCTH HH(pOopManuu Ha nipeAnpustar. OCOOCHHOCTH BEICHHUS
JIEJIONPOU3BOJICTBA, OOECNEUYMBAIOIIET0 YYeT H COXPAHHOCTh JIOKYMEHTOB,
COZIEpKaIlMX KOMMEPUYECKYIO TalHy. OTBETCTBEHHOCTh 33 IOKYMEHTHI.

Tema 16. CocTaBjieHHe TEKCTOB CIYKeOHBIX JOKYMEHTOB

Ctunp cnykeOHbIX JTIOKyMeHTOB. OdunmanbHo-AenoBol cTuiab. OO1mue
TpeOOBaHMs K TEKCTaM JOKYMEHTOB YIpaBJieHUs, (OPMbI TEKCTOB JOKYMEHTOB.
Cnoco0bl TOKYMEHTUPOBAHUS.

Tema 17. O0ecnieyeHne 0€310KYMEHTALMOHHOIO O0CJYKMBAHUSA PadOThI
PYKOBOIMTEJIS

Ocy1ecTBiI€HHE JI€TOBBIX KOHTAKTOB, YYacCTHE B MOATOTOBKE U MPOBEICHUU
nenoBbix MeponpusTuil. [Ilpuem nocerureneit. OpopmiaeHne KOMaHIUPOBOK.

4.4. YyeOHO-TeMATHYECKMH IUIAaH W COJepKaHUue  AUCHMILIUHBI
«OpraHu3anMoOHHAA TEXHUKA»

No HaumenoBanue tem Bcero B ToMm uncJe
n/n JacoB
TeoOpeTHYeCKHUe | MPaKTHYEeCKHe
3aHATHSA |
J1abopaTopHbIe
3AaHATHSA
2 3 4 5
1. Texunueckasa 0a3a 1 1 -
JIEIIONTPOU3BOCTBA
2. | KommbroTepHoe | 1 -
obOecrieueHue
3. | CpencrBa 2 1 1
aJIMUHUCTPATUBHO-
YIIPABICHYECKOU CBSA3U
4. | KommproTepHbie | 1 -
KOMMYHUKAIIUU
5. | CpexactBa TUpaKUPOBAHUS 2 1 1
JIOKYMEHTOB
6. 3aueTr 1 1 -
Hroro 8 6 2
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Tema 1. Texundeckasi 6a3a 1eJIONPOU3BOACTBA

PaGouee mecTo cekperaps-aIMUHUCTpaTOpa. DProHOMUKA W OpraHu3alus
Tpyaa. KommbproTepuzupoBaHHOEe pabouee MECTO CeKpeTapsi-aIMUHUCTPATOpA.
CaHUTapHO-TUTUEHUYECKHNE HOPMATUBHI 7151 pabOTHUKOB oduca. Kimaccudukamnms
CpPEIICTB OPraHM3alluOHHON TEXHUKH.

Tema 2. KomnbloTepHoe o0ecneyeHue

Hctopusi pasButus KommbloTepHON TexHuku. Krnaccuduxamus [19BM.
AnmapaTtHoe U nporpammHoe obecnieuenrue IBM. OcHoBHble ycTpoiicTBa 9BM un
OpyUHIUOBL ux paboTel. OOCIyXKMBaHHE KOMIIBIOTEpA: IMPOBEPKA JHCKOB,
nedparMeHTals AUCKOB, 3allldTa OT BHUPYCOB, CpEACTBa aHaiu3a padOThI
KOMIIBIOTEPA.

Tema 3. CpeacTBa agMUHMCTPATHBHO-YNIPABJICHYECKOM CBSA3H

Knaccudukanms cpeacts cBsa3u. TenedonHas cBa3b. TenepoHHbIE anmaparsl.
Munn-ATC. Panuorenedonnas cBsa3b. Buneorenedonnas csazp. [lelmxunronas
cBs3b. Tenerpadnas cBsa3b. TeneraiinHas cBsi3b. Jleiitedonnas cBsa3b. Ternekc.
DaKCUMUIbHAS CBSI3b.

Tema 4. KomnboTepHble KOMMYHUKAUHA

Tenexommynukannu. Komnberorepnas cerb. JlokanpHass cets. Haznauenue
JIBC, ux ocHoBHbIe THIIBL, cocTaB. Cepsep. Knuent. Tononorus cetn. Monymnsanus,
JEMOLYJIAMA, KaHall CBsA3U. MozeM, ero Ha3Ha4yeHue U OCHOBHBIE XapaKTEPUCTHUKH.
['moGanbHble KOMIBIOTEpHBIE ceTu. McTopus Internet. Kananel cBsizu. [Iporokou.
Ha3HaueHne 1 BO3MOXHOCTH pa3jIMYHbIX CEpBUCOB Internet. DnekTpoHHas moura.
JlocTonHCTBa 37€KTPOHHOU 1TOYTHI. CTPYKTYypa 3J€KTPOHHOIO NMUCchbMa. Anpecanus
B cucTeMe MeKTpoHHOU noutel. WWW. ['unieprekcr. opmar CChUIKH.

Tema 5. CpeacrBa THPpA)KMPOBAHUS JOKYMEHTOB

Knaccudukauusa cpencts  tupaxupoBanus. IIpunteppl. Marpuunsie
npuHTepbl. CTpyliHble npuHTEpHl. JlazepHbie npuHTEpsl. CpencTsa KONMPOBaHUS
nokyMeHTOB. CpeancTBa pa3MHOXKEHHUS TOKyYMEHTOB. I'ekrorpaduueckas medarts.
Tpadapernas neuars. Odcernas nedars. Puzorpadel. JlonosHuTenbHble cpeacTBa
MOJATOTOBKHU AOKYMEHTOB. JlukrooHHas TexHuka. CKaHUpYIOIIKUe yCTPOUCTBA.

4.5. Y4yeOHO-TeMaTH4YeCKUH IUIAH M COAepKAHUE TUCUHUILIMHBI «OCHOBBI
PeIAKTHPOBAHUSA TOKYMEHTOB)

Ne HaumeHnoBanue tem Bcero B ToM uncie
n/n q4acoB
TeopeTHYECKHUE | MPAKTUYECKUE
3aHATUSA Hu
J1adopaTopHbIe
3aHSATHSA
1 2 3 4 5
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1. OCHOBHBIE TTOJIOKEHUSA 1 1 -
CTHJINCTUKH, JICKCUKHU U
dpaszeonoruu

2. | OCHOBHBIE MOJOKEHHS 1 1 -
opdorpadun u

MOP(OJIOTHH C JIIEMCHTaAMH
MPAKTUIECKON CTUIIMCTUKHU

3. CHHTAKCHUC C DJIEMEHTAMHA 1 1 -
MPAKTUYECKON CTUITUCTUKHI

4. OCHOBHEIE CBEJICHUS O 4 1 3
TEXHUKE PEIaKTUPOBAHUS

5. | KontponsHas pabota 1 1 -

Hroro 8 5 R}

Tema 1. OcHOBHBIE I10JIOKEHUS] CTWINCTHKH, JEKCUKHU U (pa3eosioruu

Beenenue. 3agaum mpeaMeTa; €ro COJACpKaHWE. 3HAYEHHUE MpeameTa IS
oBiaaeHus npodeccuii. [lonsarue o mpakTudeckon cTriucTrke. OCHOBHBIE Pa3ieIibl
Teopun peaakTupoBaHusi. OCOOEHHOCTH OCHOBHBIX pa3[eiOB HAayKH O S3bIKE.
CoBpeMeHHBIN PYyCCKHUI JTUTEpaTypHbIA s3bIK. OOIee MOHSITHE O COBPEMEHHOM
PYCCKOM JIUTEPATyPHOM si3bIKE. CTHIIM COBPEMEHHOI'O PyCCKOTO si3bIKa. JIEKCHKa 1
¢bpazeonorus. Ilaponumsel. Ilepudpazpl. CuHoHHMBL. OMOHHUMBI. AHTOHHMBI.
[1neonasmel. TaBrojoruu. CMBICTIOBOW W CTHJIMCTHUECKHH OTOOp JEKCHYECKUX
cpenctB. OmMOKM B JETOBOM CTHJIE, CBSI3aHHBIE C MHOTO3HAYHOCTBIO CIIOBA.
®pazeonorust B aenoBod peur. OmmOKH, CBSI3aHHBIE C  yHOTpeOJECHUEM
¢dpazeonoruueckux 000pOTOB B JeioBOM peun. CroenuanbHas —JIEKCHKA.
Tepmunonorus. Ilonarne o TepmuHax u TepmuHosoruu. Ciydam nepexozna
TEPMUHOB B pa3psibl KHWXKHBIX CJIOB. TE€pMHHONOrMS JEJIOBOM pPEYU.
[TpaBonucanue TEPMHMHOB, yHOTpeOJsieMbIX B JejaoBoM peud. OduuuanbHO-
nenoBot  ctuib.  OmpenenieHre  oduIMAIbHO-IENOBOTO cTwisd.  Crnenuduka
JIEOMPOU3BOACTBEHHOTO CTUIIS, YUETHBIX (hOpM /1e510BOi MH(pOpMaLK. 3BYKOBbIE
JIOKYMEHTHI, Tene(OHHBIE TEPEeroBOphl, padoTa ¢ pauued U JUKTOPOHOM.
OcHoBHBIE MpaBwiia npousHouieHus: (opdosnust). Tekct cimykeOHOro JOKyMEHTA.
Bunpl TeKCTOB uX CTuieBble ocoOeHHOCTH. [IpoOnembl yHUHUKAUUU TEKCTOB.
CnpaBoyHble H3JaHUSI 1O PYCCKOMY SI3bIKY U MPAKTUYECKOW CTHIIMCTHKE.
OCHOBHBIE CBEJICHHSI O COBPEMEHHBIX CJIOBapsiX. OCHOBHBIE MMPaBUJIA MOJIb30BAHMS
CIPABOYHBIMU U3JAHUSMH 10 PYCCKOMY SI3BIKY Y IPAKTUYECKOM CTHIIMCTHUKE.

Tema 2. OcHoBHbIe moJIO)keHust opdorpa¢dum wu  mopdosorunm ¢

3JIEMEHTAMHU NMPAKTHYECKON CTUIMCTUKH
TpynHsie citydau npaBonucaHus. TpyAaHbIE Cllydyand IPABONKMCAHUS TJIaCHBIX B
KOpHE. [TpaBonncanue MIPUCTABOK. [IpaBonucanue CIOKHBIX "
CJII0’KHOCOKpAIIEHHBIX CI0B. [IpaBonucanue b 1 b B ciioBax. [IpaBonucanue p u HH
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BO BCEX YACTAX peUU. Y IOTpeOJIEHUE ITPOIUCHBIX OYKB. YTIOTpeOIE€HUE TPOIUCHBIX
OyKB B Ha3BaHUSX OPraHU3ALUN, YIPEKACHUN, TPEANPUATUN, HTHOCTPAHHBIX PUPM.
YnorpebneHne TOPONUCHBIX OYKB B CIOKHOCOKPAIIEHHBIX  CJIOBaX |
abOpeBuatypax. IIpaBuna mepenoca cioB. Ilepenoc cioB mo cioram. Ciyudau
OTCTYIUIEHHMs OT cJIOroBoro npuHuuna. Mims cymecrsurensHoe. TpynHsle ciiydan
ynotpebnenust ¢GopM UMEH CYHMIECTBUTENbHBIX. CTHUIMCTUYECKOE 3HAYCHHE
KATErOpUU OAYIIEBIEHHOCTH — HEOAYIIEBIEHHOCTU. TpyIHbBIE Cllydyan HalMCaHUs
UMEH cyulecTBUTENbHBIX. MM mpunararensHoe. OcoOeHHOCTH 00pa3oBaHUs U
ynotpeOnaeHust QopM CTelneHed CpaBHEHMs MpuiarareiapHblx. Omubku B
oOpa3oBaHMM M YIOTPEOJIEHUU IPOCTBIX M CJIOXHBIX CTENEHEW CpaBHEHUS.
Tpyassle cinydyan ynorpedienus Gopm UMEH npuiaraTesbHbIX. IMs uncnurenbHoe.
Tpyassle ciydan ynoTpeOsieHUss UMEH 4YUCIUTENbHBIX. [IpaBuia mpaBonucaHus
yUCIUTENbHbIX. MecToumenue. Pa3psaael mecroumennit. OmumOKy, BO3HUKAIOIINE
IIPU OTHECEHUH JIMYHOTO MECTOMMEHMS K HECKOJBKMM MPEAIIECTBYIOIIUM €My
CyILIECTBUTENbHBIM. OCOOCHHOCTH YNOTPEOIECHUS MPUTSKATEIBHBIX U BO3BPATHBIX
MecTouMeHui. OmunOKHY, CBA3aHHbIE ¢ UX ynoTpedseHneM. OmuOKH, CBI3aHHBIE C
ynorpedieHueM mMectouMeHus: «Ito». ['maron. TpyaHble ciiydau ynoTpeOieHus
dopm rnarona. GopMbl COBEPIIEHHOTO BUJA TJlaroja C MpUCTaBKOW «3a» (Tuma
«3aBU3UPOBATHY») B 1€N0BOM peun. KaTeropus neiicTBUTENBHOIO U CTPAIaTEIBLHOTO
3amoroB. Ciyyam OmMOOYHOrO YMNOTPEOJIEHHWS BO3BPATHBIX TJIArojoB €O
cTpajaTenbHbIM 3HaueHueM. Ilpuyactue. CuHOHUMHUYECKHE (DOPMBI MPUUACTHI
(apxanueckass U coBpeMeHHas). WX ymoTpeOiieHue B JUTEPATypHOM S3bIKE.
Tpyasble ciaydan HanucaHus npudacTuid. TpyaHble ciydyau ynotpeOnaeHus Gopm
neenpuyactTuid. OmMOKM B JEJIOBOM CTWUJIE, CBSI3aHHBIE C YINOTpeOJIeHHEM
neenpudactuii. Hapeuwe. Paspsigpl Hapeuuid mo Ha3zHaueHUIo. YTOTpeOJieHHe
CIOXHBIX CTEIIEHEHM CpaBHEHHMs B JnenoBom crwie. lIpegnoru. Ilpenmoru,
pacnpocTpaHEHHbIE B HEUTPAJIbHOM M O(UIMAIBHO-AECIOBOM CTHiIE. TpyaHbie
clydad HamnMcaHus npeioros. Hosele mpemnoru tumna «B neney», «Ilo muaum».
Coro3bl u yactuilbl. TpyaHblie ciiyuan ynoTpeOeHus COI030B U YaCTHII.

Tema 3. CHHTaKCHC € 3JIeMEHTAMHU NPAKTHYECKOM CTUIMCTUKHU

I'maBuble uneHbl mnpemoxeHus. COrIACOBAHHBIE W HECOIIACOBAHHBIE
onpenenenus. OmMUOKU NPU COTTIACOBAHUU OMPEACIICHUN C CYIIECTBUTEIBHBIMU.
OCHOBHBIC BapUaHThl COTJIACOBAHMS CKAa3yeMOIro C IMOJJIECKAIMM B TEKCTax
nokyMeHToB. (CkazyeMoe Tpu  MOJJIEXKalleM, BBIPAKEHHOM COYETaHUEM
CYIIECTBUTEILHOIO € KOJMYECTBEHHBIM 4YHUCIUTENbHbIM. (CKazyemoe Ipu
MmojuIe)KameM co ciaoBamMu Ttuma: «bompmuHcTBOY», «MHOroy», «bojee» m T.1.
VYnpasnenune. OgHococTaBHOE TpeasioxeHrne. OTHOPOIHbIC YIEHBI MPEITIOKEHUSI.
CnoxHble CUHTaKCUYeCKHe KOHCTpYKUUHU. [Ipsimasi 1 KOCBEHHasl peyb.

Tema 4. OcHOBHBIE CBeIeHHSI 0 TEXHUKE PeJaKTHPOBAHUS
[IpeaBapuTenbHOE UTEHHE TEKCTA, MPOBEpKa (PaKTHUECKOro Marepuana. Buss
IIpaBKU TeKcTa. TeXHHKa MPaBKU TEKCTA.
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4.6. YueOHO-TeMaTH4YeCKHNi IJIAH U COAePKAHNE TUCHHUILIMHBI KAPXUBHOE
Nen0»

Ne HauMmeHoBaHue TeM Bcero B ToM uncie
n/n 4yacoB
TeoOpeTHYEeCKHUEe | MPAKTHYECKHe
3aHATHSA u
JaboparopHbie
3aHATHSA
1 2 3 4 5
1. | Teopus u ucropus 1 1 -
apXUBOBE/ICHUS
2. CoBpeMeHHas opraHu3aius 1 1 -
JIOKYMEHTOB APXUBHOTO
donna PO
3. | KommiekToBanue 1 1 -
ApxuBHoro ¢oHa
Poccutickon ®@enepanuu
4. | Co3zmanue apxuBa 2 2 -
MpEanPUATUS
5. | DIEeKTpOHHBIE apXUBBI U 2 2 -
aBTOMATHU3UPOBAHHBIC
TEXHOJIOTHU
6. | 3auer 1 1 -
Hroro 8 8 -

Tema 1. Teopust M ucTOPUA aPXUBOBEICHUA

Brenenue B aucuumiuny. Conepxanue TucuMIUiMHbBL (Teopuss U MeToIuKa
apXMBOBEJICHUS, UICTOPUS U OpraHU3allMs apXUBHOTO JeJia, apxeorpadusi, apXuBHOE
IIPABO, APXMBHBIM MEHEI)KMEHT, apXUBHAs CTATHCTUKA, ABTOMATH3WPOBAaHHbIC
apXUBHbIE TEXHOJIOTUH). MeCTO apXHUBOBEICHUS CPEU APYTUX JUCIUTIIMH.

ApXUBOBENUECKOE TEPMHHOBEIEHUE, OCHOBHBIE MOHATHUS APXWBOBEACHUS.
Uudopmanus. Jlokymenr. I[lonsitue apxuBa. EgunHuna XxpaHeHus, nAeno.
HenonpousBoAcTBo. ApxuBHbd  QoHn, (oHmooOpa3zoBaTedh.  ApXHUBHBIC
KOJUICKITUU. ['oCynapcTBEeHHbIN apxuBHbIH (oHA. YacTHbIE JHMYHBIE APXUBHI.
[TyreBogutenu. Cncku u ykazarenu ¢Gonaos. Onucu u peectp onucu. Karanoru.
Tematudeckne 0030pbl TOKYMEHTAJIbHBIX MaTtepuaioB. Mcropust u opraHuzarus
apxuBHOro nena B Poccun. IlosBinenne apxuBoB B JIpeBHEPYCCKOM TOCYIapCTBE.
ApXxuBHas IEATETLHOCTh B MEPUOJ CKJIAJBIBAHMS M CYIIECTBOBaHUS (peoganpbHON
MOHapxuu. ApXuBHasg JEATEIBHOCTh B Poccuiickoil wumnepun. ApxXuBHas
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JESTEIbBHOCTh B COBETCKMM M IOCTCOBETCKMW mepuonbl. McTopus opranuzaunus
apxuBHOW ciyx0bl B Poccuu. Pa3Butue apxuBHOro jena 3a pyoexoMm. OTaribl
CTaHOBJICHHS apXUBHOU i1y k061 Poccum.

Tema 2. CoBpeMeHHasi OpraHu3anusi J0KyMeHTOB ApXxuBHOro ¢ponga PPd

I'ocymapcTBeHHBIE  apXMBBl. YCTPOMCTBO TIOCYAApPCTBEHHBIX  apXHUBOB.
HerocynapctBenHnbie apxuBbl. BegoMCTBEHHBIE apXUBBL. YUeT U OOecIedeHne
COXPAaHHOCTH JIOKYMEHT&JIbHbIX MarepuanoB. (OOecrneueHue COXpPaHHOCTH
aApXUBHBIX JOKYMEHTOB. IIpMHIMIBI JKCHIEPTU3Bl U KPUTEPUH LEHHOCTH
JNOKYMeHTOB. O0paboTKa apXUBHBIX JJOKYMEHTOB U CO3/1aHHUE HAYYHO-CIIPAaBOYHOTO
anmaparta. M3maHue apXuBHBIX Hay4yHO-CIpaBOYHBIX mnocobuid. Iloaroroska
apXUBHBIX JOKYMEHTOB K M3AaHuto. Micropus n3nanus J0OKyMeHTOB. OpraHu3anus
nyOJIMKAMOHHON paboThl. ApxuBHBIE (OHIBI U MX KiacCUpUKauus. ApXUBHBIN
bonn PO ApxuBHBIE KOMIUIEKCH. ApXUBHbIE WH()OPMALMOHHBIE PECYPCHI.
ApxuBHBIN (QoHI, apXUBHBIA (POHJ yupexaeHus, opranuzanuu. OO0beIUHEHHbBIN
apXuBHbIA (QOHI. ApXUBHBIA (POHJ JUYHOTO MPOUCXOXKIEHUA. ApXUBHAS
KOJUIEKIIMSL. YpoBHM opraHuzanuu JTOKYMEHTOB ApxuBHOro (onga PD (B
npenenax ApXMBHOro (oOHIa rocyJapcTBa; B MpeAesnax apXuBa; B Ipejaeiiax
apxuBHoro (¢onzaa). Ilpu3Haku opraHuzalMu JOKyYMEHTOB - 10 (opmam
COOCTBEHHOCTH: IO BHJAM HOCUTENEH, crmocodaM M TEXHUKE 3aKperICHUs
uH(pOpMaLUu. I[Io cpokam XpaHeHHs. ApPXHBHOE INIpaBO U apXUBHOE
3aKoHOJaTeNbCTBO. Denepanbublii 3aKkoH Poccuiickoit denepainun oT 22 OKTAOPS
2004 r. Ne 125-®3 «O6 apxuBHoM jene B Poccuiickoit deneparium.

Tema 3. KommiiekroBanue ApxuBHOro ¢ponna Poccuiickoit @enepannu

OnpeneneHrne NCTOYHUKOB KOMIUIEKTOBaHUsA. Oprann3aius KOMIUIEKTOBAHNU.
[IpaBriia opraHuW3alMyd XpPaHEHUS, KOMIUIEKTOBAHMS, y4Y€Ta WU HCIIOJIb30BAHUS
NOKyMEHTOB ApxuBHOro (onga P® wu Apyrux apxuBHBIX JOKYMEHTOB B
rOCyJapCTBEHHBIX W MYHUIMNAIbHBIX apXuWBaX, My3esdX U OuOIHOTEKaX,
opranmszauusx Poccuiickod  akageMuu  HayK. AHQJIATHKO-CUHTETHYECKAs
00paboTKa peTPOCHEKTUBHON JOKYMEHTHOW uHpopmaiuu. OnucaHue apXuBHBIX
NOKYMEHTOB. IloHATHE W ypOBHM ONHWCaHUS AapPXHUBHBIX JIOKYMEHTOB.
JlononHuTenbHblE OOBEKTHl ONUcaHus. [IATh Tpynm 53JIEMEHTOB ONHMCAHMUS:
npeaHa3HayeHue U conaepkanue. Onurcanyue Ha ypoBHE QOHIA, €AUHUIIBI XpPaHEHUS
u nokymenta. Ucropust donna m donmoobpazoBarens. Mcropudeckas crpaBka.
NupopMalilmoHHbIE  XapaKTepUCTUKA  enuHulbl  XpaHeHus. CoctaB U
npeIHa3HaYeHHe KaXJI0il u3 xapaktepucTuk. OOs3aTenbHble U HEoOsA3aTeIbHbIC
3JIEMEHTHI THPOPMAIIMOHHOM XapaKTepuCTUKH Jena. OnpeneneHue xapakrepa jena
10 COCTaBy JOKyMeHTOB. CocTaBlieHUE U BUIbI 3ar0JI0BKOB. OCHOBHBIE TPeOOBaHUS
K METOJMKE COCTaBJICHUS 3arojoBKOB. (OO0s3aTellbHbIE 3JEMEHTHI 3aroJjOBKOB.
AnnoTtaumsi U ee Bunbl. Ilpuembl coctaBienusi anHorauuii. Cucrema HCA k
nokyMeHTam A® P®. ApxuBHbIE ONMKCH, KaTaJIOTH, MyTEBOAUTENH, Oa3bl JAHHBIX.
Ha3Hnauenue n Buapl onucend. Buabl onuceil B apXuBe YUpPEKIACHUSA, METOIUKA UX
coctaBieHus. Mecto onmceii B cuctreme HCA apxuBa. @OpMbI 1 COCTaB ONUCH.
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Tema 4. Co3nanue apxuBa npeanpusTius

ApXHB NOpeanpusATUs, €ro 3aJadyd: MPUEM, y4e€T U XpPaHEHUE JOKYMEHTOB,
3aKOHYEHHBIX JIEJIOMPOU3BOJCTBOM; HH(POPMAIIMOHHO-CIIpaBOYHas paboTa 1o
aApXMBHBIM JTOKyMEHTaM MpPEANPUATHS; OPraHU3alUuOHHO-METOINYECKAs] TOMOIIb
0 BEACHUIO JAEJIONpOoU3BOACTBA. I[loAroToBKa MOKYMEHTOB K XPaHEHUIO U
WCITOJIb30BAHUIO (IKCIIEPTU3a HAYYHOM M NMPAKTHYECKOW LIEHHOCTU JOKYMEHTOB;
opopMiIeHHE JeJ; OMUCaHUE JOKYMEHTOB IIOCTOSIHHOTO M JOJITOBPEMEHHOTO
XpaHeHUs ; 00ecrieyeHne COXPaHHOCTH JOKYMEHTOB). DyHKIMU dKcniepTu3bl. CpoKH
XpaHEHUs1 JTOKYMEHTOB. Buabl TOKyMEHTOB, IepegaBacMbIX B apxuB. Cucrema
DKCHEPTHBIX OpraHoB. CocTaB AKCHEPTHOW KomMuUccHU mpennpusatus. Kpurepuun
HKCIIEPTU3bl LIEHHOCTU. DTambl padOThl MO OpPraHU3alMKU SKCHEPTU3bl IEHHOCTH
NOKyMEeHTOB. llopsok mnpoBeneHus OSKCHEPTU3bl IIEHHOCTH JIOKYMEHTOB.
YHuuTOXKEHNE JTOKYMEHTOB. llepemada nem Ha rocyaapCTBEHHOE XpaHEHHE.
Odopmnenue aen. CocrapiieHue onuceil. ApxuBHas onuck. [lopsiiok nepenauu nen
B apXMB opranuzauuu. Opranu3anus Jen03UTapHOro XpaHEeHUs! JOKYMEHTOB. YUYeT
JIOKYMEHTOB B BEJIOMCTBEHHBIX apxuBax. OCHOBHBIE U BCLIOMOTaTEIbHbIE YUETHBIE
NOKyMeHThIL. COCTaB YYETHBIX JJOKYMEHTOB: KHUI'A Y4€Ta MOCTYIUICHUS] U BBIOBITUS
JIOKYMEHTOB, CIIUCOK ()OHAOB, NACHOPT apXMBa, OMUCH e, JUCT ¢poHaa u ap. Ux
3HaueHne ¢ (OpMbl. YUETHbIE JOKYMEHTBHl IEHTPAJU30BAHHOIO YyYeTa.
Oco0eHHOCTH BEIEHUS YUETHBIX JOKYMEHTOB B apXHBaX OpraHU3alfil U BEOMCTB.
VY4er 0c000 LEHHBIX U CEKPETHBIX TOKYMEHTOB. OpraHu3anus yyeTa yHUKaJIbHbIX
U 0co00 LEHHBIX NOKyMeHTOB. Co3laHue M ydeT CcTpaxoBoro (onaa um Qonaa
M0JIb30BaHUs. XapaKTepHbIE Y€PThl 1 OCOOCHHOCTH YUYeTa CEKPETHBIX JOKYMEHTOB
B APXUBHBIX YUPEXICHHUIX. BHECEHNs N3MEHEHMI B YUETHBIE JOKYMEHTHI apXHUBA.
Pa3paboTka u BHeOpeHHE aBTOMATH3WPOBAHHOW HWH(POPMAIMOHHO-TIOUCKOBOU
cucteMbl AD P® u ee yuerHbie PpyHKiMU. DakTOphl pa3pylIeHHs] TOKYMEHTOB.
Ou3nKo-xuMUYecKrue (PaKTopbl pa3pylieHHs JTOKYMEHTOB MU OCHOBHBIE CIOCOOBI
00pbrObI ¢ HUMU. CTapeHue, yracaHue TeKCTa, KAPTOHUPOBAHUE JI€] U IOKYMEHTOB.
buonornyeckue ¢GakTopsl  paspylieHUs JOKYMEHTOB: OakTepuu, TpHOBbI,
HACEKOMbIE, IPbI3yHbl. OCHOBHBIE U IONOJHUTEIbHBIE CITIOCOOBI 00pbObI. Co31aHue
ONTUMAJIBHBIX YCJIOBHIl COXPAaHHOCTH apXHUBHBIX JOKYMEHTOB. HopmaTuBHbIE
pPEXKUMBl XPAHEHHS] JIOKYMEHTOB: CaHUTAPHO-TUTUEHUYECKUU, TeMIepaTypHO-
BJIQYKHOCTHBIM, CBETOBOW, OXpaHHbIA. TpeOoBaHUS K TIOMEIICHHUIO apXHBa.
DJNeKTpo- U MPOTUBONOXKapHOE o00opynoBaHue. Pa3merieHue TOKyMEHTOB B
XpaHWwIne. Bergaya TOKyMEHTOB U3 XpaHWINILA U UX BO3BpaT. JloNoJHUTENBHBIE
CrocoObl  0OecTeueHrnsl COXPAaHHOCTH JIOKYMEHTOB ApxuBHoro ¢onma PO.
[IpoBepka HAIMYUS U COCTOSIHUS TOKYMEHTOB U ITIE€pBUYHAs UX pectaBpauus. Llenn,
3HAYEHUE U MOPSIO0K IPOBEACHHS MPOBEPKU HAIMYUSA U COCTOSHHS JOKYMEHTOB B
apxuBax. Odopmienne ee pe3ynbraroB. OpraHuzanus poO3bICKA HEIOCTAIOLIUX
JNOKyMEHTOB. PecTtaBpaiusi W KOHcepBauusi JOKyMeHTOB. BoccraHoBiieHue
NEePBOHAYAJIbHBIX BHEIIIHUX CBOMCTB JOKYMEHTOB.
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Tema S. D1eKTPOHHBIE APXUBBI M1 ABTOMATH3HMPOBAHHBIEC TEXHOJIO0THH

Opranuzanus vHGOpPMATHU3AIMKM APXMBHOTO Ji€la HAa COBPEMEHHOM JTarle.
HayuHo-cipaBOUYHBI anmapaT K 3JIEKTPOHHBIM  apXUBHBIM  JTOKyYMEHTaM.
OJEeKTPOHHBIE AapXHUBBI JOKYMEHTOB. CHCTEMBI KOJJICKTUBHOM 0O0pabOTKH
JOKyMEHTOB. KOMIUIEKCHBIE CHCTEMBI YIpaBlieHUs AOKyMeHTamH. IloaroroBka
ANIEKTPOHHBIX JOKYMEHTOB INpH OTOOpE K INEepenadye B apXUB OPraHHU3aLUU.
TexHonornyeckue ¢ HOPMAaTUBHO-METOAMYECKUE OCHOBBI  APXMBOBEIACHUS
ayJMOBU3yaJIbHBIX JOKyMeHTOB. Kinaccudukanus u cucrematusauus ABJl B
apXMBOBEIYECKOM IpakThke. KoMIUIekToBaHHE M 3KcnepTthsa LHeHHocTH AB/I B
rOCy/IapCTBEHHbIX apxuBax. (OecrneueHue COXPAaHHOCTH AayJAHOBU3YaJbHBIX
JOKYMEHTOB B T'OCYJapCTBEHHBIX apXuBax. JTambl MHPOPMATH3ALUU APXUBHOIO
nena. OOBEKTHl M LEeAW MH(pOpMaTU3aluu apxuBHOro jaena. MHpopmannoHHbe
TEXHOJOTMM W  OpraHu3auus uX BHeapeHus B apxuBax. CoznaHue
aBTOMATU3UPOBAHHON pabdouyeil cpeapl COBPEMEHHOro apxuBucTa. COBpEeMEHHBIE
npoOJemMbl M MEPCHEKTHBBl AaBTOMATHU3AIlMM apXUBHOTrO aena. lIpoOnembl u
TPYJIHOCTH UH(POPMATHU3ALUHU APXUBHOTO Jea.

4.7. Y4eOHO-TeMAaTHYeCKMH IUIAaH W COdeprKaHue  JAUCHMILUIMHbI
«Opra"Huzanms CeKpeTapcKoro 00Cay:KuBaHus»

Ne HaumenoBanue tem Bcero B Tom uncne
n/n 4acoB
TEOPETUYECKHUE | MPAKTHUYECKHUE
3aHATUA u
nabopaTopHbIe
3aHSATHUS
1 2 3 4 5
1. | 3nauenue npodeccun | 1 -
cekpeTraps
2. | OcHOBBI OpraHHU3aIIH | 1 -
TpyzAa. Y CIOBUS TpyAa
3. | Pernamenranus 2 2 -
JOJKHOCTHBIX
00s13aHHOCTEN cexpeTaps.
IIpaBoBas ocHOBa
CEKpETapCKOM JAeSITEIbHOCTH
4. | AAMUHUCTpAaTUBHBIC U 2 1 1
OpraHU3aIMOHHbIE QYHKIIUN
cekpeTaps
5. | Jenonpou3BOACTBEHHBIC 2 1 1
(GyHKUIMU cekpeTaps
6. | AHamuTudeckue QyHKImMu 2 1 1
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cekperaps
7. | Texuuueckue QPyHKIUU 2 1 1
cekperaps
8. | JleIoBbI€ U TUYHOCTHHIC 2 2 -
KauecTBa CEKpeTaps. DTUKA
cekpeTaps
9. | TpynoycTpoMcCTBO U | 1 -
aganTaius K padbore
DK3aMeH | 1 -
Htoro 16 12 4

Tema 1. 3HaueHHe CHIENUAIBHOCTH CEKPeTAPH

Ponp cexperapss B COBpEMEHHOM YNPABICHYECKOM amliapaTte U B CTPYKType
CIIy OBl JOKYMEHTAIIMOHHOTO 00ECTICUeHUS YITPaBICHHUS.

Hcropust cekpeTapckux Ciyx0 B JOpeBOTIONMOHHON Poccuu u B coBeTckoe
BpEMs.

Bo3spacranue 3HaueHus cekpetapckoro oociyxuBanus B 1990-e rojsl.

[ToaroToBka mpodeccruoHanbHbIX cekpeTapeit B Poccuu u 3a pyoGexom.

JesrenbHocTh MEXTyHApOIHON acCOUAIMH CEKPETAPEN.

Tema 2. OcHOBBI OPpraHu3amuu TpPyjaa. Y CJI0BUA TPyAa

Kareropun cekperapeii (cekperapb Ha TeledoHe, JIHYHBIN CEKpeTaph,
TEXHUYECKUN CEKPETapb, CEKPETaph CTPYKTYPHOIO MOAPA3JCIICHUS, CEKPETaph-
pedepeHT, cexkpeTaphb KOJUIETUH, YUEHBIN CEKPETaph).

CekperapuaT Kak CHelUaTIU3UpOBaHHAs Clyxk0a B CTPYKType ammapara
yIIpaBJICHHUSI.

TumnoBsie CTPYKTYPbI CEKPETAPCKUX CITYXKO.

QOYHKIMU CEKpeTapsi M HUX 3aBHUCUMOCTb OT KaTerOpuu CEKPETapCKOro
oOCITy>KUBaHUS, YPOBHS PyKOBOJUTEIIS, HAIIPABICHHUM EATEIbHOCTH OpPraHu3aIii,
JOKYMEHTAI[MOHHOTO oOecrieueHusi  ammapara  yIpaBJICHHS, CUCTEMBI
JIETIONPOU3BOJCTBA, TEXHOJIOTUU IOKYMEHTUPOBAHUS.

[IpuHIMnIUanbHbIE OTIWYMS  OOS3aHHOCTEHW CEKpeTapss W CeKpeTaps-
pedepenTa, cekpeTapsi KOJJIETHH, YYEHOT0 CeKpeTaps.

Opranuzaiusi paboyero Mecra CEKpeTaps, XapaKTepuCTUKa Mebenu u
o0Opy/noBaHUsl,  HEOOXOJIUMBIX  TEXHHYECKHX  CPEICTB,  KaHIICISIPCKUX
MPUHAJICKHOCTEN, OPTTEXHUKH.

VYcnoBust TpyJia - OCBEIIEHHOCTh pab04ero MecTa, iyM, TeMIlepaTypa Bo3ayxa.

PexuMm Tpyna u otapixa.

Tema 3. PersiameHTanmsi J0JUKHOCTHBIX O0SI3aHHOCTEH ceKpeTaps.
IIpaBoBasi 0CHOBa CEKPETAPCKOH 1eATEIbHOCTH

HopmatuBHo-MeToqmueckass 0a3a KBadM(UKAIMOHHBIX TpeOOBaHUU K
npodeccun.
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BHyTpuyupexieHueckas perjiamMeHTalnus JO0DKHOCTHBIX — 00si3aHHOCTEH
ceKpeTaps.

[Topsiiok 1 0COOEHHOCTH pa3pabOTKH JODKHOCTHBIX MHCTPYKIIUN CEKpeTapeit
Pa3IMYHBIX KaTETOpUI.

JIOMKHOCTHOM W YHCJIEHHBIA  COCTaB  IIPUEMHOM  PYKOBOJMTEIS,
pacripeiesieHue 00513aHHOCTEN B CeKpeTapuarax.

JIOMKHOCTHOM ~ CTaTyC PYKOBOJMTENS CEKpeTapuara, OTHOLIEHHUS C
NOAYMHEHHBIMA W HENOJYMHEHHBIMH CTPYKTYPHBIMH TOJPAa3JCICHUSIMU U
JOJKHOCTHBIMHU JIMLIAMM.

TpynoBoe mpaBo Poccuiickoit ®deaeparuu 00 oxpaHe Tpyda, IpUEME H
YBOJIbHEHHUH, 3aIIUTE UHTEPECOB U MpaB pabOTHHUKA, MPEJOCTABICHUH OTITYCKOB U
JIBIOT.

Peanuzanus npaB poOCCUMCKUX KEHIIMH HA TPY/I B COBPEMEHHBIX YCIOBUSX.

HopmupoBanue TpyJa - HOpMbI BPEMEHHU HA BBINTOJIHECHHE MAIIWHOMMUCHBIX,
CTEHOTpaPUUYECKUX, NEIONPOU3BOACTBEHHBIX PadOT.

Tema 4. AnMMHNCTPATUBHBbIE H OPTraHU3ANMOHHbIe QYHKINM CeKpeTaps

Opranuzanusi pabOThl MPUEMHOMN: PEryJMpOBAHUE IIOTOKAa MOCETUTENECH,
MIPUEM U PETUCTPALIMS ITOCETUTEIEH.

[IpaBuiia BefaeHus Tene(OHHBIX IEPETOBOPOB.

[TucbMeHHOCTD B paboTe cekpeTapsi, HCTOPHUS MUChMA.

JlokymeHTHpOBaHKE TeaehOHHBIX COOOIICHUH, TenedoHorpamma.

Pestome. Xapakrepuctuka. ABroouorpadusi.

Opranuzarusi pabodero AHS PYKOBOAUTENS, IpaduK HEIETbHOW paboThI,
KOPPEKTHPOBKA IJIAHOB.

CootHomenue rpaduka padboThl pyKOBOJUTENS U CEKpeTapsl.

OcoOeHHOCTH TTOATOTOBKH JICJIOBBIX BCTPEY U NIEPETOBOPOB PYKOBOUTEIIS.

[IpaBuiia BeaeHUs 1€I0BOM Oecebl.

Turbl COBEIIaHUN U MPaBWIa UX MOJATOTOBKU U OpTraHU3alIUH.

Cocrapnenue u opopMIICHUE TPOTpaMM, 3asiBOK, ITOBECTKH JIHSI.

JIoKyMEHTHpOBaHKE COBEIIAHUMN U 3aCEIaHU.

[Topsimok cocTaBiieHusi, 0POpMIICHUS U XPAHEHHS TTPOTOKOJIOB.

[IpaBuiia ohopMiieHrs BBIMUCKHA U3 TPOTOKOJIA.

Ponb cekperapst B opraHu3aliid KOMaHAUPOBOK PYKOBOIAUTENS.

[lepenaua wHpOpManuu B THUCHMEHHOW W YCTHOW (opme, JIMYHO U TIO
TenedoHy.

Tema S. [lesionpousBoacTBeHHbIe QYHKIMU CEKPeTaps

[ToaroroBka MOCTyNUBILEH KOPPECTIOHICHIIMY K JOKIATy PYKOBOJUTEIIO.

[Ipouenypa npeaBapuTEIbHOIO PACCMOTPEHHUS TOKYMEHTOB.

Cucremaruzanusi KOPpECIOHAEHIIMN Ha pad0YeM MECTe CeKpeTaps.

B3aumocBsi3p  TIOpsAKa  MOJNUCAHUWSI, BHU3UPOBAHMS,  COTJIACOBAHMS
JIOKYMEHTOB B OpraHHU3allui U 00s3aHHOCTEN CeKpeTaps.

34




KoHTpone 3a KauecTBOM  BBIMYCKAa€MbIX JOKYMEHTOB, PETUCTPALIMS
JIOKyMEHTOB, KOHTPOJIb U CIIPAaBOYHAs paboTa.

Benenue mnepenucku pykoBogautensa. CucremaTusamusi JOKYMEHTOB M HUX
XpaHCHHUE.

JlocTyml K JOKyMEHTaM CeKpeTapuara.

Tema 6. AnaauTuyeckue GyHKUMH CeKpeTaps

PaboTa ¢ TekcTamu ynpaBiIeHYECKUX JOKYMEHTOB IIPU COCTABICHUU 0030PHBIX
JIOKYMEHTOB (JIOKJIJI0B, OTYETOB, BHICTYIUICHUN PYKOBOJIUTETIS).

KondunenumanbHubie cBECHUS.

[ToaroToBKa TeKCTa, peIAKTUPOBAHHE, COTTIACOBAHHUE.

PaGora mo cOopy wuHbOpMaluu - €€ IeJIeBO€ Ha3HAYCHHE, CIIOCOOBI
MOJIy4eHUs1, 00pabOTKU U XpaHECHHUS.

OcoGenHoct pabOThl C BEIOMCTBEHHBIMU M3AaHUSMHU, MMyOIUKAIUSIMH B
npecce, CIenanbHON JTUTEPATyPOI.

Tema 7. Texunveckue pyHKIUU CeKpeTaAPS

OyHKIMU CeKpeTapss Mo o0OecHedYeHu0 0e30MacHOCTH HH(POpMAIUU MpU
paboTe ¢ TOKYMEHTaMHU B IPUEMHOM.

[leuath, TUpaXUpPOBAaHUE W KOMHPOBAHHE TOKYMEHTOB, NIPUEM M Ieperaya
(dakcoB, MOJy4eHUE U OTIIPaBKa KOPPECIIOHICHIIUH.

[IpaBuiia nepenaya JOKYMEHTOB BHYTPH OpraHU3ALNU.

ObecnieueHre mopsjika Ha padoOYMX MecTaX PYKOBOJUTENS, CEKpeTaps, B
IIPUEMHOM.

CepBucHble (yHKIIMU — OpraHu3aius kode-mnaysbl, Gpypiiera, IpueMoB.

Tema 8. /les10BbIe U JIMYHOCTHBIC KAYEeCTBA CeKpeTaps. JTHKA CeKpeTaps

NHULIMATUBHOCTh, OPraHW30BAHHOCTh, OTBETCTBEHHOCTh, MYHKTYaJIbHOCTD,
MH()OPMUPOBAHHOCTD - OCHOBHBIE JICJIOBbIE KAUECTBA CEKpETaps.

dopMupoBaHUE KOMIETEHTHOCTH.

JloOposxenaTenbHOCTb, CKPOMHOCTb, aKKypaTHOCTb, Tpyoirooue,
HMOIIMOHAJIbHAA YpPaBHOBEIIEHHOCTh - Ba)KHEWIIWE JIMYHOCTHBIE KayecTBa,
HeoOXoauMbIe B paboTe cekperaps.

ba3oBeie 3HaHUS ceKpeTapsi- AEIONPOU3BOACTBO, MATMHOIINCH, NTHOCTPAHHBIN
A3BIK.

[Ipodeccronanbubie 3HaHUS W HaBBIKU. KBanmu@pukannoHHbIe TpeOOBaHUS K
CEKpeTapsIM Pa3IMYHbIX KATETOPHA.

[ToHATHS «3THKET», «ITHKA», «CITYKSOHBIN STHKET.

OTHYecKre OCHOBBI B3aMMOOTHOLIEHUI MEXKY PYKOBOJUTEIIEM U CEKPETAPEM.

CnyxebHast cyOopIuHALIMSL.

JlenoBoe oOleHue, ero OCHOBHBIE BBl - OOIIEHHE C PYKOBOJUTEIEM, C
MOCETUTEINIIMU, COTPYIHUKAMHU, TOYETHHIMU MTOCETUTEISIMHU.

MumMuka, MIHTOHAIMS, YMOLIMOHANIbHASL OKpPacKa rojioca B I€JIOBOM OOLIECHUMU.

JenoBoii pa3roBop, JenoBas oecena.
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TenedOoHHBIN ATUKET.

PeueBoii aTHKET, CTHIIH OOIICHHS B YCTHOM Oecesie.

BusutHble KapTOUKHU U TIpaBUJIa UX UCIOJIH30BAHMUS.

[Tomapku nenoBoMy NapTHEPY, KOJUIEre, PyKOBOJMUTEIIO.

KoudmukTe! Ha paboTe, moBeneHne cekperapsi B KOHOINKTHBIX CUTYAIHSX.
Buennuii Bu cexpeTapsi — oexaa Ha CiIy»K0e, AeJI0BOM CTHIIb, MAKHUSIK.

Tema 9. TpyaoycTpoiicTBO U ajanTanus K padore

CoBpemeHHbIe criocoObl TPy I0ycTpoiicTBa. Hanpapienus moucka padoThI.

Pe3tome - mOpSAAOK COCTaBICHUS W HCIIOJIb30BaHUsA. PeKoMeHIaTelbHbIC
n1chMa.

ColeceoBaHne 1 HHTEPBBIOMPOBAHUE TIPH MpUEME Ha paboTy. TectupoBaHue
u cobece0BaHME KaK COBPEMEHHbBIE METO/IbI 110,100pa MepCcCoHaa.

JIn4HBIC TPHOPHUTETHI TIPU BEIOOPE MeCTa pabOTHI.

TpynoBoii poroBop. BBomgnas Oecega B KaapoBOMl CiIykO0e H  Kpyr
JIOJDKHOCTHBIX 00si3aHHOCTEN. McnbiTaTenbHblil cpok. O3HaKoMIIEHUE C pabouum
MECTOM. 3HAKOMCTBO C PYKOBOAMTEIIEM, KOJUIETaMH, TEXHUYECKAM ITEPCOHAIIOM.
IlepBas Oecema ¢ pykoBoauteneMm. Pexum pabouero BpeMeHH. CBepXypouHas
pabora. KoprniopatuBHas KyiabTypa U Tpaauiuu. PUPMEHHBIN CTHIIb.

4.8. Y4eOHbIil IUIaH U CoAepKaAHNEe YIeOHO NMPAKTUKH

Ne HaunMeHoBaHue TeM Bcero yacos
n/n
1 2 3
1. | M3ydenue opraHu3alimOHHBIX JOKYMEHTOB 4
YUPEIKICHUS
2. HopmatnBHO-MeTONMYECKHE JOKYMEHTBI 6
OpraHu3aIuu
3. | OcobennocT 0POPMIICHHS YIIPABICHICCKIX 6
JIOKYMEHTOB
4. | bnanku nmpeanpusTHS 6
3auer 2
Hroro: 24

Tema 1. U3yueHne opraHu3aMOHHBIX IOKYMEHTOB YUpe:KIeHUs

OO6yuaromumcest HEO00X0IUMO U3YUYUTh OpraHu3alMOHHO-TIPABOBbHIE
JOKYMEHTBI, PETJaMEHTUPYIOIINE IOPUANYECKUN CTaTyC YUYPEKACHHUS, €ro
OpPTraHU3AIMOHHO-TIPABOBYIO (POPMY, OPraHU3AIMOHHYIO CTPYKTYPY:

- Ycras;

- [Tonoxenust 0 CTPYKTYPHBIX MOApa3ACTCHUIX;

- JoMmKHOCTHBIE MHCTPYKLUU COTPYTHUKOB,;
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- llITaTHOE pacnucaHue.

B mporecce nzydenus o0yJaronuecs T0KHBI y3HATh:

- Jlaty co3maHus opraHu3anuy;

- Ha3Banue opranusanuu;

- Llenmb co3nanust opranu3anuu;

- @yHKIIMN OpraHr3alNH;

- Opraau3anoHHO-NIPAaBOBYIO (HOPMY OpraHU3aIUY;

- CocTaB opraHu3allMOHHBIX IOKYMEHTOB OpTraHU3aIlUH.

3aganue: OOyyarommmcs HEOOX0aUMO TpadHUUecKd BBIUEPTUTH CTPYKTYPY
OpraHU3aIuu.

Tema 2. HopmaTuBHO-MeTOANYECKHE JOKYMEHTHI OPraHN3aluu

OOyyaromumMcss ~ HEOOXOAMMO ~ M3YyYUTh  HOPMAaTHBHO-METOJINYECKHUE
JOKYMEHTbl W YCTaHOBUTb TpeOOBaHMS K JOKYMEHTHUPOBAHUIO JEATE€IbHOCTU
Opranusanuy, 3a(UKCUpOBaHHbIE B HUX. B uMcie TakuX IOKyMEHTOB JOJKHBI
OBbITh: MHCTPYKIMM O JEJIONPOU3BOACTBY, MpaBuia OPOPMIECHHS] JOKYMEHTOB,
pErJIaMEeHThI, IIPUKA3bl O MOPSAKE CO3AaHU OTAEIBHBIX BUJIOB JJOKYMEHTOB.

VYuurteiBas 3a1auM, PyHKIMM OpraHu3aluu U €€ CTPYKTypy, oOydaromuecs
JOJKHBI BBISIBUTH CUCTEMbI JOKYMEHTAIlMU, KOTOPbIE (PUKCUPYIOT AESITEIbHOCTD
OpraHu3alyu.

3anmanue:

1. Onucarb cocTaB HOPMATHUBHO-METOAMYECKON 0a3bl JEIONPOU3BOJICTBA HA
NpeanpusaTuy (IPeuMyIIEecTBA U HEJOCTATKH).

2. Ilpoananu3upoBaTh JIIOOYH0 CHUCTEMY JOKYMEHTALMHU MNPEANPUATHS U
3aMOJIHUTH TaOJIHUILY:

HaumeHnoBaHnne 10KyMeHTa Ananus

OyHKIMA YIIPABICHUS

KTO BBEN HOKYMEHT

MecTo u CpOK XpaHEHUS

AJlpecat: OTKyJla, KyJa HanpaBJsaeTcs

Y noctoBepenue: rpud), NOAMUCH, NIEYaTh.

Perucrpanus

[Ipumeyanus

Tema 3. OcodenHocTu opopMiIeHHS YIIPABJIEHYECKUX JOKYMEHTOB

3amaua - TpoaHAIM3UPOBATh TMOPSIOK COCTaBICHHS U O(opMIICHUS
YOPABJICHUYECKUX JOKYMEHTOB B OpraHW3allid, COIMOCTABUTH CJIOKHUBIIYIOCS
MPAKTUKY C TPEOOBAHUSIMH HOPMATUBHO-METOIMYECKHUX JOKYMEHTOB.

OOyyarommMcs CleIyeT OnucaTh CIeAyIONINe dJIEMEHTHI:

- HATMYUe HEOOXOIMMBIX PEKBU3HUTOB;

- MPaBWJILHOCTH aJpECOBAHUS;
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- IOPSZOK BHYTPEHHETO W BHEIIHETO COTIACOBAHMS IOKYMEHTOB;
- OCHOBHBI€ 3Talbl yI0CTOBEPEHUS JTOKYMEHTOB (MOAMKUCAHUE, YTBEPKICHUE,
MMOCTaHOBKA II€YaTH).
OOyuaromumMcst He00XO0UMO:
1. Ilpoananu3upoBaTh CIOCOOBI CO3MaHUSI JOKYMEHTOB, OTMETHUTh, KTO
M3TOTaBJIMBAECT IOKYMEHTHI: CIICIIUATUCThI, TEXHUYECKHUE UCTIONHUTEIN, CEKPETapH.
2. OTMEeTUTD, UCTIONB3YETCS U 0a3bl JAHHBIX IIPU COCTABJICHUHU JOKYMEHTOB:
3aKOHOJIaTeIbHBIC, IO JOKyMEHTaM OpTraHMU3alluH, aJIpeCHbIC U JAp., 1aTh KPATKYIO
UX XapaKTEepPUCTHUKY.

Tema 4. biianku npeanpusATUs

COop 6:1aHKOB, IPUMEHSIEMBIX B OpTraHU3AINH, U UX aHAJIN3.

OOyyaromumcs He0OX0IUMO:

1. BissBUTH BUABI OJIAHKOB, MX HA3HAYEHUE, U3YUUTh IPABHIIA UCIIOJIb30BAHUS
U XpaHEHHUs OJaHKOB.

2. IIpoBecTn aHanu3 OJIAHKOB OpPraHMU3allMU C TOYKH 3PEHUS COOTBETCTBHS
COCTaBa M PACIOJIOKEHUSI PEKBU3UTOB OJIaHKA YCTaHOBJIEHHBIM TPEOOBAHUSIM.

4.9. Y4eOHbIil IUIaH U COAEPKAHNE MPOU3BOJACTBEHHON NPAKTHUKH

Ne HaunMeHoBaHue TeM Bcero yacos
n/n

1 2 3

1. | OO1iee 3HAKOMCTBO C OpTaHU3aIUe U CITyKO0U 4

JIOKYMEHTAIMOHHOTO 00ECTIEYEeHMs] YIIPaBICHUS

2. | CocraBieHHe OpraHU3aIMOHHO- 8
pactopsIIUTEILHON TOKYMEHTAITUN

3. | Opranuzanus JOKYMEHTOO0OPOTa U CITyKOBI 8
JIOKyMEHTAITMOHHOTO 0OCCTICUCHHS YIIPABICHUS

4. | CamocrosiTenpHasi paboTa B KaueCTBE CEKpeTapsi- 32
aJIMUHHCTPATOPA MO/ PYKOBOACTBOM HacCTaBHHUKA

Kpaimundpukanuonnas (mpodHas) padora 4

Hroro: 56

Tema 1.00mee 3HAKOMCTBO ¢ OpraHu3anueii um  CJay:k00i
TOKYMEHTAIMOHHOI0 o0ecneyeHusl yIpaBjieHus!

1. O01iee 3HAKOMCTBO C OpraHuzaled, ee YcTaBoMm, HUCTOpHUEH, ILENISIMHU,
3a/lauaMu, CTPYKTYpOW, OpraHaMy YIpaBJICHHS B OpraHuzaiuu, (QyHKUIUSIMU
NoApa3AeIeHUM, KOJUIETHAIbHBIMU OPTraHaAMH.

2. 3HaKOMCTBO CO CITy»0O0M JIeJIONMPON3BOCTBA OPTraHU3AINH, €€ PYHKITUIMH,
MECTOM B CTPYKTYp€ OpraHU3alUH, AOJKHOCTHBIM W YHUCJIEHHBIM COCTaBOM
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pabOTHUKOB, pachnpeleieHueM  O00sI3aHHOCTEHM  MEXIy HHUMH, OCHOBHOMU
JIOKyMEHTAITUEH, perIaMeHTHPYIOIIEH paboTy CITyKObI 1eTTOMPOU3BOICTBA.

3. CocraBneHue OJOK-CXEMbl B3aWMOCBSI3U CIY>KOBI JIETIOTPOM3BOJICTBA C
JIPYTUMH NOJIpa3IeICHUSIMUA OpTaHU3alINH.

Tema 2. CocraBJieHue OPraHM3alMOHHO-PACTIOPSANTENbHOI
TOKYMEHTAIH

1. O3HakomuTbcst ¢ OJlaHKaMM W BUJAMU [€YaTe  OpraHu3aluuy,
MpOAHAIU3UPOBATh WX COOTBETCTBUE JACHCTBYIOIIMM  cTaHaaptam (Ipu
HECOOTBETCTBUU pa3paboTaTh 00pa3Iibl OJJAHKOB).

2. IIpoananu3upoBaTh COOTBETCTBUE TEKCTOB OCHOBHBIX BHUJIOB JIOKYMEHTOB
OpraHu3alliy TUIIOBBIM O0Opa3iiam.

3. IloaroToBUTH K M3MaHUIO 2-3 MpUKa3a U PACIOPSHKEHUS 110 HAIlPaBICHUSIM
OCHOBHOM A€SATEIbHOCTU OPTaHU3aLINH.

4. IToaroToBUTh K U3AaHKIO 1-2 pHKa3a Mo JIMYHOMY COCTaBY OpraHU3allUu.

5. CocraButh 1o 2-3 JOKyMEHTa MO HAMpPABIECHUSM OCHOBHOM JESITEIIbHOCTH
OpraHu3alliy CJICAYIOIIUX BUJOB: JOKIAIHAS WIM CIy>KeOHas 3amucka, MUChMO,
aKT, TOTOBOp, HH(OpPMAIIMOHHAs CITpaBKa, TejerpamMma (TenedoHorpaMma).

6. [IpunsTh ydyactue (110 BO3MOXKHOCTH) B pabOTe KOJUIETHAIILHOTO OpraHa u
0hOpPMHUTH ITPOTOKOJ 3aCEAAHMUS.

7. B xagpoBoii cityk0e opraHu3alii 03HAaKOMHUTHCS C TPYAOBBIMU KHI)KKAMH,
JUYHBIMU JIeJJaMA M JIMYHBIMH KapTOYKAMH COTPYIHHUKOB, IIOPSIAKOM HX
oopMIICHUS U TTOCIIEAYIONICH paboThl C HUMHU.

Tema 3. Oprannzanus AOKYMEHT0000pOTA 7| CIIYKOBI
JOKYMEHTAMOHHOI0 o0ecne4yeHusl yIpaBJIeHus!
1. TIpoananu3upoBaTh HaJn4yue B OpraHu3aluu BHYTPEHHHX

pPErJIAaMEHTUPYIOIIMX JOKYMEHTOB I10 JIEJIONPOM3BOJACTBY M HX COOTBETCTBUE
HopMmatuBHOM 0Oaze JIOY (MHCTpyKIUs MO JAEIONPOW3BOJCTBY B OpraHMU3aIluH,
noJyioxkeHue o ciyxx6e IOV, nonoxenue o0 apxuBe opraHU3alUH, MOJI0XKEHUE 00
OKCIIEPTHON KOMHCCHU, Tabeiab (OopM JOKYMEHTOB OpraHU3aluH, allbOoM
OCHOBHBIX BUOB U (DOPM JOKYMEHTOB, CO3[JaBA€MbIX B OPTaHHU3ALMH ).

2. I3yunuTh NOJKHOCTHBIE MHCTPYKLUHUU COTPYIOHUKOB ciyk0bl JIOY u ux
COOTBETCTBHE YHU(DUIIMPOBaHHBIM (hopmam. [Ipoananu3npoBaTh pallMOHATIBLHOCTD
pacrpeseneHus 00s3aHHOCTENH MEXKTy COTpyIHUKaMu ciyx0b1 JIOY.

3. Paccuutate HOpMaTuUBHBIM coctaB ciayxk0el JIOY wu ¢dakTtuueckyro
3arpy>K€HHOCTh COTPYJHUKOB HA OCHOBE HOPMATHUBOB BpeMeHU Ha paboTsl 1o JJOY.

4. II03HaKOMUTBCA C MOPSIIKOM YTBEPKIEHUS, COIVIACOBAHMS W MOANUCAHUS
JOKYMEHTOB B OpraHU3aLUU.

5. CocraButh cripaBky 00 00beMe U COCTaBe JOKyMEHTOO0OpOTa OpTaHU3aAIuU
3a MeCHII.

6. CocTaBUTh ONEPOrpaMMbl JIBM)KEHUS OCHOBHBIX BHJOB JIOKYMEHTOB B
opraHu3alnyy  (BXOASIIMX, HCXOASIINMX, BHYTpeHHHMX). [IpoaHannsupoBarthb
COOTBETCTBHE JOKYMEHTOIIOTOKOB TPEOOBAHUSAM MPSIMOTOYHOCTH, KPATKOCTH Iy TH,
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ONEpaTUBHOCTH, MUHUMAJIBLHOCTH 3aTPaT BPEMEHHU U TPpyJa U JIp.
7. I3yuuth GOpMBI M TOPSAOK PETUCTPAIMHA JOKYMEHTOB B OPTaHHU3AIUU.
OcCynIecTBUTh TEXHOJIOTHYECKUI MpoIecc 00padOTKHU U PETUCTPAIlUU BXOJIAIIUX,
UCXOMSIINX, BHYTPEHHUX  JOKYMEHTOB C  Y4€TOM  HOpPMAaTHBOB  Ha
JIeJIONIPOM3BOCTBEHHBIC oreparuu (He MmeHee 10 JOKyMEHTOB KaXK/I0ro BH/IA).

8. OxapakTepHu30BaTh CIIPABOYHO-HH(GOPMAIIMOHHBIE KAPTOTCKH OPTaHU3aINH
U Topsanok ux ¢dopmupoBanus. Omnucath KilacCU(DHUKAIMOHHBIC CIPABOYHUKHU
(knaccuuKaToOphl), UCMOIb3yEMbIE JUIsl OpraHU3alMU TOMCKOBOM CHUCTEMBI IO
JNOKyMeHTaM.  JIOTIOMHUTH  KApTOTEKU  CAMOCTOSITEIBHO  COCTABJICHHBIMU
PEruCTPallMOHHBIMHU KapTOUYKAMH.

9. [Ipoananu3upoBath  CTPYKTYpy  CpPOKOBOM  KapTOTEKH,  MOPSIOK
OTIpEJICICHUs] CPOKOB MCIOJIHEHUS JOKYMEHTOB B OpraHM3allid, 3aIlOJHUTH
KapTOYKH ISl CPOKOBOM KapTOTEKH, TPOBECTHU OIEPALIMH TOCTAHOBKU HA KOHTPOJIb,
CHATUSI C KOHTPOJISI, TEKYILEr0 KOHTPOJIS 3a CPOKaMHU HUCIIOTHEHUS JTOKYMEHTOB.
CocTaBuTh CBOJIKY UTOTOBOTO KOHTPOJIS 32 MECSIIL.

10. TTo3HAaKOMHUTBHCSI C HOMEHKJIATYpOU €T OPTaHU3AIMHU U €€ TOAPA3ICIICHUH,
MpOaHaIN3UPOBATH MPABUIBLHOCTH €€ 0(hOopMIICHUS.

11. [Ipunste  yuactue B  (GOpMUpPOBAaHUM W  OQOPMIICHUH  JIEI.
[Ipoananu3upoBaTh NPaBUIBHOCTh TPYNITUPOBKU IOKYMEHTOB B Ji€jax.

12. CocTaBUTH OJIOK-CXEMY TEXHOJOTHUYECKOTO [IUKJIA MEpeIadyu e B apXUB U
BBIJICJICHUS IOKYMEHTOB K YHUUYTOKEHUIO B OpraHU3aluu.

13. OxapakTepr30BaTh ypOBEHb UCIOJIB30BAHUS KOMITBIOTEPHBIX TEXHOJIOTHI
B JIOKyMEHTAI[MOHHOM 00€CTICUeHUH YIIPABJICHHS B OpraHU3alIUU.

14. ITpu HaMM4UUU SIEKTPOHHOTO JOKYMEHTOO00POTa U aBTOMATU3UPOBAHHBIX
CUCTEM YINPABJICHUS JOKYMEHTAaMW B OpPraHW3allid BBINIOJIHUTH 3aJaHus C
MCIIOJIb30BaHUEM 3THX CHUCTEM.

Tema 4. CamocrositeibHasgs paldora B KayecTBe CeKperaps-
aMHHHUCTPATOPA MOJ PYKOBOJACTBOM HACTABHHUKA

CamocrositenbHas paboTa B KayecTBe CEKpeTaps-aJIMUHUCTpaTopa B
COOTBETCTBUM C TpPEOOBAHMAMHM KBATHM(PHUKAIIMOHHON  XapaKTEPUCTUKH C
coOtoIeHneM TpeOOBaHMI OXpaHbl TPyAa MOJ PyKOBOJACTBOM HaCTaBHUKA.

BeinosiHeHune KBaau(puKaumoHHOH (MPoOHOM) padoThI
6. YcioBus peaauzanuu nNporpaMmsl

6.1. TpeOoBaHMs K OPraHU3aNNu Y4e0HOI0 Npoiecca

VYyebHble rpyNIibl CO31aI0TCS YUCIEHHOCTHIO 10 30 uenoBek.

Yder mocemaeMoCcT! 3aHATHH, YCIIEBAEMOCTH U TPOUJIECHHBIX TEM BEIECTCS
npenoaaBaTesisiMU B COOTBETCTBYIOIIEH YUETHOM IOKYMEHTAIUH.

[IpooKUTETFHOCT YYEOHOTO Yaca TEOPETUUYECKUX U J1abOpaTOPHBIX
3aHATUNA cocTaBisieT 1 akageMuueckuid yac (45 MHHYT), a TIpU MPAKTHYECKOM
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oOyuenun - 1 actpoHomuueckuii yac (60 mMunyT). JlomyckaeTcsi crapuBaHHUe
3aHATUHN, HO HE OoJiee ABYX aKaJeMHUECKHX YacOoB.

6.2. TpeboBaHusi K MHHUMAJIBHOMY MAaTepPHAJIbHO-TEXHHYECKOMY
o0ecneyeHn 1o

Peanuzarus nmporpaMmbl JUCHUILTUHBI TPEOYET HATHUUS:

1.YuebHoro kabuHeTa, 000pyT0BAHHOTO:

- IOCAJIOYHBIMU MECTaMU 0 KOJMYECTBY 00yUarOIINXCS;

- paboYuM MECTOM MpeTnoaBaTes;

- KOMIIBIOTEPOM;

- MHTEPAaKTUBHOM  JIOCKOW WU MYJbTUMEAUNHBIM  KOMIUIEKCOM  C
JUIEH3UOHHBIM IPOrPaMMHBIM 00€CTICUEHUEM;

- HOpPMaTUBHBIMU JOKYMEHTaMH B 00J1aCTH Mpo(hecCUOHATBHOTO 00yUeHUS 110
npodeccuu «CekpeTapb-aIMUHUACTPATOPY;

- METOJUYECKOI JTUTEepaTypoll B 001acTH Npo(ecCHOHaTBbHOro 00y4YeHUs IO
npodeccuu «CekpeTapb-aIMUHACTPATOPY;

- y4eOHO-HaTJISIIHBIMA ~ TIOCOOUSIMU  TI0  Mporpamme MpodheCcCUOHATIBHOTO
oOyuenust «CekpeTapb-aIMUHUACTPATOPY;

- oOyyaromuMu  (UIBMaMu 1O MporpamMme MpodheCCUOHAIBHOTO 00y4YeHUs
«CekpeTapp-aIMUHUACTPATOP.

6.3. TpeboBanust K KaJApoBOMY o0ecliedYeHUI0 00pPa30BaTeJIbHOIO
npoiecca

[legarornyeckue pabOTHUKH, peanu3yrolire oOpa30BaTENbHYIO MPOrpaMMy,
1o porpamMmam 1po¢heCCUOHATIBHOTO oOyueHus YAOBJIETBOPSIIOT
KBATM(PUKAIMOHHBIM ~ TpeOOBaHUSM, YKa3aHHBIM B  KBaJTU(DUKAITMOHHBIX
CIPaBOYHHUKAX MO COOTBETCTBYIOIIMM JOJDKHOCTSAM M (MiIM) MpOeCCHOHATBHBIX
CTaHJapTax.

[IpenonaBarenu mo mporpamMMaMm MNpo(EeCCUOHAIBHOTO OOYyYEHUS JOJIKHBI
YAOBIIETBOPATh TpPeOOBaHMSAM TMpUKa3a MUHUCTEpPCTBA 3IpPaBOOXpPAHEHUS U
conranibHOTO passutus Poccutickoii deneparuu ot 26 aprycta 2010 r. Ne 7611 «O06
yTBepKIeHun EnuHoro  KBaM(HUKAIMOHHOTO  CIPABOYHHMKA  JIOJDKHOCTEH
PYKOBOAMTENEH, CIEUHATUCTOB U CilyXamux, pasnen «Ksanmudukannonusie
XapaKTepUCTHKU JOJDKHOCTEH pabOTHHKOB O0pa3oBaHUA» C H3MEHEHHUEM,
BHECEHHBIM MPUKAa30M MUHHUCTEPCTBA 3PABOOXPAHEHUS U COLIMATIBHOTO Pa3BUTHS
Poccniickoit ®enepaunu ot 31 mas 2011 r. Ne 448u , [Ipukaza Muntpyna Poccun
or 21.03.2025 Ne 136H «O06 yTBepkIAeHUU NTPOPECCHOHATHLHOTO CTaHIapTa
«Ilemaror mnpodeccruoHaILHOTO O0y4YeHHs, CpEeAHEro MpodeccnoHaIbHOTO
o0pa3oBaHUsI.

[IpenonaBarenu AOHKHBI TIPOXOIUTH MOBBINIEHNE KBaM(pHKauy He pexe 1
pasa B 3 roja.
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7. UnopmannonHoe odecrnedeHue 00ydeHus

[.TOCT HCO 15489-1:2007 «VYnpaBineHue jgokyMeHTtamu. OOuue
TpeOOBAHU.

2.TOCT P 54471-2011 ISO Cuctemspl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
VYopasnenue nokymeHrauue. Mapopmanus, coxpansemasl B 3JIEKTPOHHOM BUJIE.
Pexomennanuu no o0ecrneyeHu o JOCTOBEPHOCTH U HAJIEKHOCTH.

3. [Ipuka3z denepanbHoe apxuBHOe areHTCTBO OT 20 nexadpst 2019 roga Ne 236
«O0 yTBepxknenuu I[lepedHsi THUMOBBIX YNMPABIEHYECKUX APXUBHBIX JIOKYMEHTOB,
o0Opa3yIoluxcsi B MpoIEecce JeATEeIbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYIIPABJICHUS U OpraHU3allNi, C YKa3aHHUEM CPOKOB XPAHECHUS.

4. Auapeesa B.U. JlenonpousBoactso. Opranun3zanus u Beaenue. M., Knopyec,
2016.

5. ApxuBoBejieHHE. YUeOHMK JUisl Had. Tipod. oOpa3zoBanus: yued. [locobue
s cpen. [Ipod. oOpazoanus/E.B. Anekceesa, JI.II., E.M. bypoga; nox pea. B.I1.
KozmoBa. — M.: IIpodhO6pH3aat, 2008.

6. baiikosa 1.}O. HacTonbHas kHura cekperaps-pegepenra. M., Oxkemo, 2012.

7. bacakoB M. U. IIpuka3 u nenoBoe nucbMo (TpeOoBaHUS K OPOPMIIEHUIO U
oOpa3ubl  nokyMeHToB cormacHo ['OCT P 6.30-2003): IIpaktuueckoe
nocobue//Cepust «CripaBouHuKn» - PocToB H/[1: «Denukcy», 2015.

8. bacosckas E.H., beikoBa T.A., BsnoBa JL.M. u np. Jlenonpous3BoACTBO
(yuebHUK 11 HavaiapHOTro npodec. oopazoBanus). — M.: [Ipododbpusnar, 2021.

9. beikoBa T.A., Ky3nenoBa T.B. IloarotoBka coBellaHWil W 3acelaHMUil:
[IpakT. mocobue. M., Knopyc, 2021.

10. Beenenckas JI.A., IlaBnoa JI.I'., KamaeBa E.FO. Pycckuii s3bIKk u
KyJbTypa peud. — Poctos-H//, 2019.

11.Tanaxos B.B. Kopnees M.K. u ap. [emonpousBoacTBo: o00paslibl,
NOKyMeHThl. Opranuszauus u TexHosorus padbotel. bonee 120 qokymeHToB. — M.:
TK Ben6wu, uza. [Ipocnekr, 2016.

12. Hunenko C. A., {unenko JI. B. JlenoBsie 6ymaru u 0COOEHHOCTH JEIOBOTO
obmenus. — M.: UKL «MapT», 2020.

13. HoopoBuu A. Cucrematuka oOuienus // B ku.: Tlcuxosiorusi BIUsSHUS:
Xpecromatus. — CII6., 2018.

14. 3BepeBa E.H. OcHoBBI KynbTypbl peun: Teopetuueckuit kypc. — M.: U3 .
Hentp EAOU, 2018.

15. Ka6amog C.}YO., Achanauspona W.I'. Jlenonpon3BoacTBO U apXHUBHOE JIEIIO
B TEpMHHAX U onpeaeneHusax. M., @nunra, 2019.

16. Kazapuesa O.M. KynsTypa peueBoro oomenus. — M., [Ipocsemienue, 2019.

17. KupcanoBa M. B., Anoguna H. H., Akcenos 1O. M. [lenoBas nepenucka:
Vuebnoe nocodue. — M.:MHD®PA-M, 2021.

18. Ko3nos H.B. KoMmmbioTepHoe AeNONPOU3BOJACTBO U paboTa ¢ oducHoi
TeXHUKOHU. YueOHsbIil kypc. M., Hayka u texnuka, 2017.

19. Ky3nenos C.JI. [lenonpon3BoacTBo Ha koMmibtotepe. — M.: 3A0 «busnec-
mkona «Maren-Cunresy, 2020.
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20. Ky3nenop U.H. JlenonpousojactBo. JIOKyMEHTAallMOHHOE OOecTeueHue
ynpasnenns. CrnpaBounoe nocodue. Pocros-na-Jlony, @enukce, 2024.

21. Ky3nenoBa T.B. JlenonpousBoacTBO (JIOKYMEHTAIIMOHHOE OOecreUYcHUE
yrpasienus). — M.: 3A0O «busnec-mkona «uten-Cunresy, 2022.

22. Ky3nenona T.H. Cekpetapckoe aeno. 3-e u3a. M., Akagemus, 2024

23. JlenkeBuu JI.A. Jlenonpou3BoAcTBO. — 31aTenbCKkuil IEHTP « AKaIEMUS,
2018.

24. MakapoBa H.B., Hukomaiuyk ['.C., TutoBa IO.®. KommnbrorepHoe
JIeIOMPOU3BOACTBO: YueOHsbli kKypc. — CII6.: ITutep, 2020.

25. MuxeeBa E.B. HMudopMannoHHbIe TEXHOJOTHH B MpodeccuoHaIbHOM
neaTelbHOCTH: yueb mocobue. — M.: U3x — Bo IIpocmekT, 2017.

26. HakopsikoBa K.M. JluteparypHoe penaktupoBanue: OOIIass MeToauka
pabotsl Haa TekcToM. [IpakTukym. M., 2022.

27. OxotHukoB A. B. HoBbie TpeOoBaHus K 0(hOPMIICHHUIO OpTraHU3alMOHHO-
pacnopsAauTENbHBIX  JOKYMEHTOB:  YYeOHO-NpakTHYeCcKoe  mocobue s
NpeAnpuaATAid U opranuzanuil Bcex ¢opm codoctBeHHOCTH. — M.: UKL «MapT»,
2021.

28. IloxxankoBa H.M. Ilpaktukym 1o  mnpeamery  «JlOKyMeHTHI,
KOPPECTIOHJEHIUSI U JIeTONPOU3BOJCTBO»: YueOHoe mmocoOue ajig Had. mnpod.
oOpazoBanus. — M.: M3gatensckuil ieHTp «Akagemusi», 2018.

29. [Tmenko A. B. Jlemompou3BOJCTBO: JTOKYMEHTAIIMOHHOE oOecreueHue
paboTel oduca: VYued. mocobue IS CTYJACHTOB YUPEKICHHH CpeIHEro
npodeccruoHanbHOr0 oopazoBanus. — M.: Macrepctso, 2022.

30. Ctaxkuna T. A. Jenonpous3BoACTBO mpeanpusitua. — M.: «Dk3aMen»,
2023.

31. YykoBenkoB A.IO., SAukoBas B.®. Odbopmnenne nokymentoB. — M.: Jlemno,
2021.

HNudpopmanmoHHbie pecypehl:

1. Cuctrema ctangapToB mo UHGpOpMaIuu, OUOIMOTEUHOMY U U3/IATEIIbCKOMY
neny. JlenonpousBoacTBo m apxuBHOE Aeno. Tepmunsl u onpenenenusa. I'OCT p
7.0.8-2025

2. DNeKTpOHHbIE O(HUCHBIE CHUCTEMBI. [DNeKTpoHHBIA pecypc]. Pexum
noctyna: http://eos.ru/eos/eos

3. UudopmarnmonHo-cripaBoyHas cucteMa «I['apant». [DNeKTpOHHBIHN pecypc].
Pexxum nocrtyna: http://www.garant.ru

8. Kpurepum onieHuBaHUA 3HAHUI M YMEHHUIl 110 MpOrpamMmme

8.1. Kpurepuu ouneHKHN NMOJIy4eHHbIX 3HAHUN U 3()P(PEKTUBHOCTH y4eOHOM
NMPOrpaMMBbl 10 YCTHBIM O0TBETaM Ha KOHTPOJIbHbIE BONPOCHI

OueHka S («OTJIIMYHO») BBICTABISICTCA IPU YCIOBUM TOYHOI'O U IOJIHOTO
OTBETAa Ha BOIIPOC U OTBETA HA JOMOJIHUTEIbHBIE BOIIPOCHL. [Ipy 3TOM yunThIBaeTCs
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HE TOJIbKO 00bEM OTBETa, HO U yMeHue oOydarouierocss npodecCHOHaATBHO
apryMEHTUPOBAHO M3JaraTh MaTepuall, WIUTIOCTPUPOBATh TEOPETUUECKUE BBHIBOJIBI
npuMepaMu Ha npakTtuke. [Ipu u3noxeHnn MaTeprana Takke OlICHUBAECTCS YMEHUE
CTPOUTH JIOTHYECKOE YMO3AKITIOUEHHUE.

Ouenka 4 («X0po1I0») BBICTABJISETCS MIPU YCIOBUU MPABUILHOIO OTBETA Ha
BOIIPOC, HO TMPU HE3HAYUTEJIBHBIX HETOYHOCTSX OTBETA, KOTOpPHIE OOyYaroluiics
BOCIIOJIHSIET, OTBEYasi Ha JOMNOJIHUTEJbHBIE BOIPOCHI IpEenojaBarelis, YTo
MO3BOJIIET BOCCTAHOBUTH LIEJIOCTHYIO KAPTUHY OTBETA.

Ouenka 3 («y10BJIETBOPUTEJIbLHO»)  BBICTABJISECTCS MpPU  YCIOBUU B
OCHOBHOM MPaBUJILHOTO OTBETA Ha MOCTAaBJICHHBIE BOMPOCH], HO HECIIOCOOHOCTH
00y4Jaromierocsi OTBETUTh Ha JIOMOJHUTENbHBIE BOPOCHI, HEYETKOCTH OTBETA.

OneHka 2 («<HeyA0BJIETBOPUTEJIBLHO»)  BBICTABISIETCA  IIPU  YCIIOBUU
HEIMPaBUJIBHOTO OTBETA HAa TIOCTABJIEHHBIN BOIIPOC, 3a OTKA3 OT OTBETA IO MPUUNHE
HE3HAHUS BOMPOCA, 38 HECAMOCTOSTEIbHYIO MOJITOTOBKY K OTBETY.

Onenka 1 («1710X0») BBICTABIISECTCS 32 OTKA3 OT OTBETA MO IPUYMHE HE3HAHUS

BOIIpOCA.

8.2. Kpurepnu oueHKH MoJIy4eHHbIX 3HAHUMN U 3(PPEKTUBHOCTH Y4eOHOH
IporpaMMbl [0 OTBeTaM HAa KOHTPOJIbHbIE BONPOCHI B  ¢Gopme
IK3aMEHAINMOHHBIX (3a4eTHBIX) OUJIETOB

Boripocsl, BKIIIOUEHHBIE B IK3aMEHAITMOHHBIN (3a4€THBIN) OUJIET, MO3BOJISIOT
OILICHUTDH 3HAHUS 00YyYaIOUTUXCs B CIEIYIONIEH 00IacTH:

- COBpEMEHHBIE TPeOOBaHHUS CEKPETAPCKOM JACSITEIBHOCTH;

- pOJb CEKpeTapeil pa3IMYHbIX KaTEerOpUi B COBPEMEHHOM YIPAaBIECHYECKOM
amnrmapare;

- IOJDKHOCTHBIE ~ OOSI3aHHOCTH  CEKpeTapsi, 3aKOHOJATEeIbHbIE W WHBIE
HOPMATUBHBIC aKThl, PACKPHIBAIOIINE HA3HAYEHHUE M XapaKTep OCYILIECTBICHUS
CeKpeTapuara;

- BUJIbI, PYHKIIMM TOKYMEHTOB, ITpaBUJia UX COCTaBIICHUS U OPOPMIICHHUS;

- IOPAJIOK IOKYMEHTUPOBaHUs HHPOPMAITMOHHO-CITPABOYHBIX MATEPUAJIOB;

- MpaBUJIa JACJIOBOTO ATUKETA U JACIIOBOTO OOIIEHUSI.

Ecmu Ouner cocrout u3 3-4 BOMPOCOB, 3a KaKIbId TPABWIHHBIA OTBET
BbICTaBJsieTCs 1 Gat. 3a OTBET MO KaKIOMY BOIIPOCY CTAaBUTCS OIICHKA U UTOTOBAs
OIICHKA BBIBOJIUTCS KaK CpeaHeapupMeTHIeCKasl.

Ecnu 6uner cocTout U3 5 BOMPOCOB, OIEHUBAHUE TIPOUCXOIUT B CIICTYIOIIEM
MOPSIJIKE: 3a KAl MPaBUIIBHBIA OTBET BhICTaBiseTcsl 1 6amt. COOTBETCTBEHHO,
IIPY MPABHJIBHBIX OTBETAaX Ha BCE IMATh BOMPOCOB OWMIIETAa BHICTABJISACTCS OIICHKA
5 («<OTIUYHO»), TIPU YETHIPEX TNPABWIBHBIX OTBETaX BBICTABJISETCS OIICHKA
4 («XOpOIIO») U T.1.
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Kpurepun noJIOKUTEIBHOIO OLEHUBAHMS II0 CHUCTEME 3a4eT «3aYTCHO»
OCYULIECTBJISIETCS IPU HAIMYMU IIPABUIIBHBIX OTBETOB HE MeHee 75%.

[Ipy olleHUBaHWM TOMYYEHHBIX 3HAHUN MO pe3yjbTaTaM TECTUPOBAHUS
OCYUIECTBIISIETCS B CIAEAYIOLIEM MOPSAKE:

- npu mnpaBwibHBIX oTBeTax Ha 100% BOMPOCOB BBICTABISETCS OIEHKA 5
(«OTIUYHOY);

- IpU TpaBWIbHBIX OTBeTax Ha 99-80% BOMpPOCOB BBICTABIAECTCS OLEHKA 4
(«xopor1io);

- IpU TpPaBWIBbHBIX OTBeTax Ha 79-60% BOMpPOCOB BBHICTABIAETCS OLEHKA 3
(«yIIOBJIETBOPUTEILHOY);

- IpY TPaBUJIBHBIX OTBETax MeHblle, 4yeM Ha 60% BOIMPOCOB BHICTABISETCS
OIICHKA 2 («HEYJIOBJIECTBOPUTEIHLHOY);

-OpU OTKa3e OT TMPOXOXKJICHUS TECTHUPOBAHUS BBICTABIsCTCS OIleHKa |
(«I10X0»).

8.3. Kpurepuu oueHKH MOJy4YeHHBIX YMEHUHN U d(PPekTUBHOCTH yUeOHOH
IPOrpaMMBbl 110 BHINIOJIHECHHUIO PAKTHYECKUX 3aJaHUH

[TpakTrdeckne 3agaHUsl MO3BOJSIIOT OICHUTh yMEHHS OOydJaromuxcs B
cieayroIiei obmacTu:

- IPUEM M PETUCTpaLUs MOCTYNAIOUIEN KOPPECTIOHACHIINY, HAIIPABJICHUE €€ B
CTPYKTYpHBIE [TO/Ipa3/ieJIeHUsl OpraHU3alllH;

- lepeiaya JOKYMEHTOB Ha UCIIOJIHEHHUE C YUETOM PE30IIIOLIMH PYKOBOAUTEIEH
OpraHu3aIiy;

- 0OopMJIEHHE PETUCTPALIMOHHBIX KapTOUEK U co3/jaHie OaHKa JaHHbIX;

- BeJICHUE KapTOTEKH yUueTa MPOXOXKICHHUS TOKYMEHTAIBHBIX MaTepUajoB;

- KOHTPOJIb 32 MPOXOXKIEHUEM IOKyMEHTOB;

- OTTpaBIICHUE UCIIOIHEHHOW TOKYMEHTAIIMHU ajipecaTam;

- coCcTaByieHHEe U OopMIIeHHE CITY>KEOHBIX JOKYMEHTOB, C MCIIOJIH30BAaHHEM
(bopMyIIApOB TOKyMEHTOB KOHKPETHBIX BHJIOB;

- MOATOTOBKA U TIepeiada TOKyMEHTOB Ha apXHUBHOE XpaHEHHE,

- obecreynBaTh COXpPaHHOCTh APXUBHBIX JOKYMEHTOB B OPTaHU3AIINN;

- o0ecrieyeHue M o0OCIyXuBaHHE PAOOTHI PYKOBOJUTENSI OpraHU3AINM,
noJipa3aesiCHus;

- OpraHu3auus nprueMa rMmoceTurTesei;

- IOATOTOBKA JEJIOBBIX MOE3/10K (KOMAaHIUPOBOK) PYKOBOIUTENS U JIPYTHX
COTPYJIHUKOB OpPTaHU3AIINH;

- MOJATOTOBKA U 0OCTYXMBAaHUE COBELIAHUM U 3aceJaHUil pyKOBOIUTEIIS;

- BeieHHe Tesle()OHHOTO 00CTyKUBaHUS, IPUEM U OTIPABKA COOOUICHUH.

OueHVBaHUE  BBITIOJHEHUS  NPAKTUUYECKOTO  3aJaHUsl  MPOU3BOJAUTCS
MpernoiaBaresieM BU3yalbHbIM CIIOCOOOM M0 MSATUOAIIBHON CUCTEME.
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B nepuon w3ydyeHus AUCHUIUIMHBI TpenojaBaTelb BeACT TaOJuUIly
MOHUTOpPWHTA Ka4yecTBa 3HAHWUU MO BCEM OOYYaIOIUMCS, WCIOJIb3YSI BapUaHTHI
KOMITOHOBKH YK3aMEHAITMOHHBIX OWUJICTOB IO MPONACHHBIM TEMaM, YTOOBI MMEThH
BO3MOXXHOCTh COOTHECTH YJIy4IlICHHE WIM YyXYJIICHUE KayecTBa 3HAHUU
WHJMBUAYAJIBHO MO KaXKJIOMY y4YallleMyCsl U HPUHSTh PEIICHHE O BBICTABICHUU
OIICHKH TEKYIIEH YCIIEBAEMOCTH 10 MATHOAIILHON CHCTEME.

9. KOHTPOJIbHO-0LIEHOYHbIE MAaTEePHAJIbI

9.1. Bompochl 1Jif MOATOTOBKU K 3a4eTy mo aucuumimnHe «JlesoBasi
KYJbTYpPa»

. CyIIHOCTb 3TUKH JE€TOBBIX OTHOLIEHUH.
. OCHOBHBIE IPUHILIMIIBI STUKH JETOBBIX OTHOLIEHU.
. 3aKOHOMEPHOCTHU MEXKIMYHOCTHBIX OTHOIIEHU.
. DTHYECKHUE MPOOJIEMBI AEJIOBBIX OTHOLLIEHUH.
. OTHKa ¥ COLIMAIIbHAS OTBETCTBEHHOCTh OPTaHU3ALNH.
. OTUYECKUE HOPMBI B IESITEIIBHOCTH OPraHU3ALNH.
. IIoBBIIIIEHHE 3THYECKOIO YPOBHS OPTaHHU3ALUU.
. OTUYECKUE HOPMBI OPTaHU3ALMU U ITUKETA PYKOBOIUTENS.
. YIIpaBiI€HUE 3TUYECKMMH HOPMaMU MEXJIMYHOCTHBIX OTHOLIECHUN B
KOJUIEKTHUBE.
10. HopMBI 3THYECKOTO MOBENEHUSA PYKOBOIUTENS.
11. OTrKa B3aMMOOTHOIIEHUN C «TPYIHBIM PYKOBOIUTEIEM.
12. DTuKa peneHusi CHOPHbBIX BOMPOCOB, KOHPIUKTHBIX CUTYALIH.
13. O01IeHne Kak COIMaNbHO-TICUXO0JIOTHYECKasi KATEropusl.
14. KoMMyHUKaTUBHAs KyJbTypa B A€JIOBOM OOLIEHUHU.
15. Buasl ne1oBoro oOIeHusl.
16. YrpaBiieHu€e 1€JI0BbIM OOIIICHUEM.
17. OCHOBBI 1I€ETOBON PUTOPUKH.
18. KynbTypa peun B J€10BOM OOIIIEHUHU.
19. DTuka UcHob30BaHUS CPENICTB BEIPA3UTEIBLHOCTH JIEJIOBOM PEYH.
20. OcoOEHHOCTH PEYEBOTr0 MOBEACHUS.
21. KyabpTypa AMCKYCCHUH.
22. OcHOBBI HEBEPOATHLHOTO OOIICHUS.
23. Kunecuueckue 0COOCHHOCTH HEBEPOATBLHOTO OOIIICHMUS.
24. BuzyanbHblli KOHTAKT.
25. IIpokcemuyeckre 0COOEHHOCTH HEBEPOATIBHOTO OOIIIEHNUS.
26. DTudeckre HOpMbI TeIe(OHHOTO pa3roBopa.
277. KyapTypa Je10BOro nuchma.
28. Manunysisiiuu B 0O0IICHUH.
29. XapaxkTepucTuKka MaHUIYJISIUN B OOIICHHH.
30. [IpaBuiia HEUTpaAIU3aAUHA MAHUITYJISIITUH.

O 001N DNk~ W —
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31. Ilpuembl, CTUMYIHUPYIOUIUE OOIIEHUE U CO3/IaHUE JOBEPUTEIbHBIX
OTHOLIEHHM.

32. IlpaBuia MOATOTOBKH ITyOJIMYHOTO BHICTYTUICHUS.

33. IIpaBuia MOArOTOBKH U MTPOBEACHHUS 1€TOBOM Oece/bl.

34. [IpaBuiia npoBeieHNs: cOOECeOBaHUS.

35. [IpaBuiia NOATOTOBKU U MPOBEJICHUS CITY>KEOHBIX COBEIIAHUMA.

36. [IpaBuiia mpoBeIeHUS] IEPETOBOPOB.

37. IlpaBuiia KOHCTPYKTUBHON KPUTHUKH.

38. DTHKET U UMUK JICJIOBOTO YEJIOBEKA.

39. BuszuTHas KapTOUKa.

40. DTUKET IPUBETCTBUI U NIPEACTABICHUMN.

41. Brenrauii 00JHUK JIEJTIOBOTO YEIOBEKA.

42. OcoOeHHOCTH BHEIIIHETO 00JIMKA JIETTOBOM JKEHIIUHBI.

43. IloBeaeHue B OOIIECTBEHHBIX MECTAX.

44. DTUKET IENOBBIX NPUEMOB.

45. OcoOeHHOCTH JENOBOr0 OOIIEHHS C HHOCTPAHHBIMU MMAPTHEPAMH.

46. IckycCTBO KOMIUIMMEHTA.

47. IlpaBuna Bpy4eHUS NTOAAPKOB.

48. OcoOEHHOCTH JENOBBIX OTHOIIEHHUM 32 pyOeKOM.

9.2. Bompocsl AJisi  NOATOTOBKH K  3a4eTy 1O JUCHMILUIAHE
«HndopManoOHHbIE TEXHOJIOTHN: KOMIIbIOTEPU3ALNS AeJI0NPOU3BOICTBAY

1. ITonsTus «uH(pOpMALIHS, «JIOKYMEHT, «IIOKyMEHTO000pOT»,
«JIOKYMEHTallMOHHOE 00ECTICUeHHE YITPABICHUS.

2. JIOKyMEHT H  CHCTEMBI  JOKyMEHTalMu. /J[emonmpous3BOACTBO M
JIOKYMEHTOOOO0POT.

3. Mcropus poccuiickoro Jeaonponu3BOACTBaA.

4. OcoOEHHOCTH COBPEMEHHOTO JICJIONPOU3BO/ICTRA.

5. HopMatuBHO-TIpaBOBast 0a3a JAeI0NpOU3BOICTRA.

6. Buapl TOKYMEHTOB M UX KiIaccU(pUKAIIHSL.

7. OyHKIIMU JOKYMEHTOB.

8. Opranuzarusi pabOThI C TOKyMEHTaMHU.

9. OcoO6EHHOCTH U CYIITHOCTD JOKYMEHTAIIMOHHOTO O0eCIeYeHUs yIIpaBIcHUsI.

10. Ienwn, 3amaun u pynkumn cimyx0s1 JJOY.

11. Tlopsamok ABMXKEHUSI TOKYMEHTOB B opraHuzanuu. CTpyKTypa U 00beM
JIOKyMEHTO000pOTA.

12. Peructpauust u  oOpaboTka  JOKYMEHTOB  HEMOCPEACTBEHHBIMHU
UCIIOJIHUTEIISIMU.

13. KoHTpoas 32 HCIOJIHEHUEM JOKYMEHTOB. DOPMBI KOHTPOJIA.

14. YopaBnenueckass JOKYMEHTalMs: TpeOOBaHUA K COCTABJICHHUIO U
0(hOpPMIICHHUIO.

15. Knaccudukanusi ynpaBlieHYE€CKUX JOKYMEHTOB.

16. PexBusut noxkymenta. OpopmiieHrne peKBU3UTOB JOKYMEHTOB.
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17. bnank nokyMeHTa: mpaBwiia O(QOpMIIEHHS OJIAHKOB W PACHOJIOKEHHUE
PEKBU3UTOB

18. HazHaueHune u coOCTaB OPraHU3allMOHHO - PACTIOPSIAUTENBHBIX JIOKYMEHTOB.

19. CoctaB 1 opopmiIeHHE OTACIBHBIX BUIOB OPraHU3alMOHHBIX TOKYMEHTOB.
[Ipumepsl OpraHu3alMOHHBIX TOKYMEHTOB.

20. Cucrema pacnopsiuTeIbHON JOKYMEHTALINH.

21. Kareropun pacnopsauTenbHbIX JOKYMEHTOB.

22. OcHoBHBbIE  (OpMBI  PACHOPAIUTEIBHBIX  JOKyMEHTOB.  [Ipumepsl
pacnopsIUTENbHBIX JOKYMEHTOB.

23. CripaBoYHO-UH(POPMAIIMOHHBIE U CITPABOYHO-aHATUTUYECKUE TOKYMEHTHI.

24. Ha3HaueHue U COCTaB CIIPABOYHO-MH(POPMAIIMOHHBIX TOKYMEHTOB.

25. Knaccuduxanus cripaBOYHO-UH(OPMAITMOHHBIX JIOKYMEHTOB.

26. IlpaBuna cocTaBleHHS CHPaBOYHO-UH(POPMALMOHHBIX JOKYMEHTOB.
[Tpumepsl cripaBOYHO-UH(OPMAIITMOHHBIX TOKYMEHTOB.

27. HazHaueHne # COCTaB M CHPABOYHO-AHAIUTHUYECKHX JOKYMEHTOB.
Krnaccudukanus cripaBoYHO-aHATUTUYECKUX TOKYMEHTOB.

28.IIpaBuna  cocTaBi€HUsS  CIPABOYHO-AHAJTUTHUYECKUX  JTOKYMEHTOB.
[Ipumepsl cripaBOYHO-aHATUTHYECKUX JOKYMEHTOB.

29. CocTaB ¥ Ha3HAYEHNE JOKYMEHTOB M0 JUYHOMY COCTAaBY.

30. Knaccudukanuss TOKyMEHTOB MO JHMYHOMY cocTaBy. OCHOBHBIE BHJIbI
JOKYMEHTALUU 110 JIUYHOMY COCTAaBY.

31. OcobeHHocTH 00pabOTKH U XPAHEHHS TOKYMEHTOB IO JINYHOMY COCTaBYy.

32. IlocnenoBaTebHOCTh OPOPMIIEHUSI JOKYMEHTOB IIPH TPYJAOYCTPOICTBE U
YBOJIbHEHUH paOOTHHKA.

33. lenoBass mepenucka. Poiib J€710BOMl MEPENUCKH B YIPaBICHYECKOM
NEeATEIBbHOCTH.

34. OcHoBHBIE (POPMBI JIETTOBOM MIEPEIUCKHU.

35. Opranuzamusi  paboOTbl € KOPPECHOHACHTAMH,  COAEPKAUIMMHU
KOH(HIeHIUATIbHBIE CBEACHMUS.

36.[lpaBmiia u  (QopMbl KOMMEPYECKOW TEPENUCKH C 3apyOeKHBIMU
NapTHEPAMHU.

37. Opranuzamnusi  pabOTbl € KOPPECHOHACHTAMH,  COAEPKAUIUMHU
KOH(HIeHIUATIbHBIE CBEACHMUS.

38. CTpyKTypa 1 HOpMaTUBHO-IIPABOBOE PETYIMPOBAHUE APXUBHBIX OPTaHOB B
P®.

39. DkcnepTH3a HEHHOCTH JOKYMEHTOB.

40. Yyer, cucremaru3anus U XpaHEeHNUE JOKYMEHTOB.

41. OCHOBHBIE TPUHIHUIIBI IEPBUYHOTO XPAHECHHS TOKYMEHTALIUH.

42. Homenknarypa gnen. CocTaBieHHME CBOJAHOM HOMEHKJIATypbl el
opraHu3aiuu (CTPYKTYpPHOTO TOApa3eeHus) U ee criennpruyeckiue 0COOCHHOCTH.

43. OcHOBHbIE TPUHLMIBI (POPMUPOBAHUS JI€T U UX XPAHECHHUS.

44. IloaroToBKa JOKyMEHTOB U JIeJ K NIEpe/iaue B apXUB OpraHU3alluu.

45. Ilopsimoxk mnepenaun nen B apxuB. OCHOBHbIE MPUHIUIIBI APXUBHOTO
XpaHEHMsI TOKYMEHTalUU.
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9.3. TecToBBIE 3aJaHUsA AJIsl MOATOTOBKH K JK3aMeHY MO JAUCIUIINHE
«JloOKyMEeHTBI U J1eJT0NPOU3BO/ICTBO)

1. ITonsiTHE «IENOMPOU3BOICTBO» — 3TO:

a) CMCTeMa XpaHCHHs JOKYMEHTOB;

0) cocTaBiieHUE JOKYMEHTOB;

B) JOKYMEHTHPOBAHUE W OpraHU3aIMsI pabOThl ¢ OPHUITHATHHBIMUA JJOKYyMEHTAMHU.

2. [loHsITHE «TOKYMEHTHPOBAHHUE» — ITO:

a) oopMIICHHE TOKYMEHTA;

0) 3anuch HHGOPMAITUU Ha PA3MYHBIX HOCUTENSIX M0 YCTAHOBICHHBIM IIPABHIIAM;
B) HCTIOJTHEHHUE JOKYMCHTA.

3.3akoHunTe npeanoxenue. JJokyMeHTo000pOT — 3TO ABUKEHHUE TOKYMEHTOB B
OpraHu3allid ¢ MOMEHTa UX CO3JaHus J0:

a) Tepeiadyn Ha UCTIOJIHCHHE;

0) NOAIIMBKY B JIEJNO;

B) 3aBEPIICHUS UCTIOJIHEHUS WU OTIPABJICHUS.

4 Kak Ha3bpIBaeTCs IOKYMEHT, B KOTOPOM COJIEPKATCS CBEACHUS,
MOATBEPKIAIOIIME €r0 JOCTOBEPHOCTH (00 aBTOpE, BPEMEHHU M MECTE CO3/1aHusl)?
a) UepHOBOM JOKYMEHT.

0) benoBoit TOKyMeHT.

B) [loqIMHHBIN JOKYMEHT.

5.Kak Ha3pIBaeTCs COBOKYNHOCTb IOKYMEHTOB, B3aUMOCBSI3aHHBIX 10 PU3HAKAM
MIPOUCXOXKICHNUS, HA3HAYCHHS, BUA, CHephl eATEIBHOCTH, EANHBIX TPEOOBaHUH K
ux oopmieHuro?

a) CucteMa JOKYMEHTALIUH.

0) CtangapTuzaiusi.

B) YHu(uKamus.

6.K Ttumam 10KyMEHTOB HE OTHOCUTCH:
a) TEKCTOBBIIA;

0) reyaTHBII;

B) PYKOIIMCHBIH.

7. K uncny Haubosee 1OpuInIeCKU 3HAUUMBIX PEKBU3UTOB HE OTHOCUTCS:
a) HAMMEHOBAHUE OPTaHU3AINN;

0) meyarsn;

B) YKa3aHHE Ha BUJ JOKYMCHTA.

8. Kak pacmudponsiBaetcst abopeBuarypa OP/]?
a) O01acTHOM pacoOpsAAUTENIbHBIN JeTTapTaMEHT.
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0) Opranu3aloOHHO-PACTIOPSIUTEIbHBIE IOKYMEHTHI.
B) OpraHu3anuoHHO-PACHIOPSIUTEIIbHBIN JIeTapTAMEHT.

9. Kakas dhopma pabOTHI ¢ JOKyMEHTAMH B YIIPABICHYSCKOM anmapare He
CYIIECTBYET?

a) [Ipsmasi.

0) LlenTpann3oBanHasl.

B) CMmelaHHas.

10. B Kakux yupexJIeHUsAX CO3AaeTCs yIpaBieHue aenamMu?

a) Ha rocyiapcTBEHHBIX TPEANPUATHUSIX.

0) B rcniomHUTENBHBIX OpraHax BJIACTU U UCHOJHUTEIBHBIX CTPYKTYpPaX MECTHOTO
caMOyTIpaBJICHUSI.

B) B MuHucTepcTBax u BeJOMCTBAX.

11. B kakux y4pexJIeHUSX CO3IAI0TCS KaHUEIApUU?

a) Ha rocyiapCTBEHHBIX TPEANPUITHUSX.

0) B ucnomHUTEIBHBIX OpraHax BIacTH U UCIIOIHUTEIBHBIX CTPYKTYpPaX MECTHOTO
CaMOYyTIPaBJICHUS.

B) B MuHucTepcTBax 1 BEJOMCTBAX.

12.B kakux yupexxJIeHUsIX CO3aeTcsi o0t oTien?

a) Ha rocyiapcTBEHHBIX TTPEANPUATHSIX.

0) B ucnomHUTEBHBIX OpraHax BIACTH U UCTIOJHUTEIBHBIX CTPYKTYPaX MECTHOTO
caMOyTpaBJICHUSI.

B) B MuHuncTepcTBax u BEJOMCTBAX.

13. Opranuzanus 1ei0npon3BOICTBA — ITO:

a) MpaBWJIa, B COOTBETCTBUH C KOTOPBIMH ITPOVCXOAUT JIBIKCHHUE TOKYMEHTOB B
YUPEIKICHUH;

0) yKa3zaHusi pyKOBOJUTEJISI OpraHU3aluu;

B) *KeJaHus HadalibHUKa cyk0b1 J[IOY.

14. Kakast xapakTepucTrKa JIOKyMEHTOO000pOTa HE SIBISIETCS OCHOBHOM?
a) MapuipyT ABUKEHUS.

0) Hamuuue xypobepa.

B) Bpewmsi, 3aTpaueHHOE Ha MPOXOKIECHHUE IOKYMEHTOB IO MapIIpyTy.

15.Kakue 10OKyMEHTONOTOKH MO HAIIPABJIEHUIO HE CYIIECTBYIOT?
a) 'opu3oHTaIbHBIE TTOTOKHU.

0) BepTukaibHbie TOTOKH.

B) CnivpasbHble MOTOKHU.

16./l0KyMEHTBI, CO3aBaEMbIC B TAHHOW OpraHU3allUU U OTIPABIISIEMBIC 32 €€

50




peeibl, COCTaBIISIOT:

a) BXOSIINI TOKYMEHTOOTOK;
0) UCXOIAIUNA TOKYMEHTOIOTOK;
B) BHYTPEHHHI IOKYMEHTOIIOTOK.

17.JJOKyMEHTBI, CO3JaBAEMBIE U UCIIOJIb3YEMBIE B CAMOM aImnapare yIpaBJIeHUs,
HE BBIXOJISIINE 32 €T0 MPEIeIibl, COCTaBIISIOT:

a) BXOISIINI TOKYMEHTOIOTOK;

0) UCXOIAIUN TOKYMEHTOIIOTOK;

B) BHYTPEHHHI IOKYMEHTOIIOTOK.

18.Kakoe HanpapiieHrEe HE 00pa3yrOT BXOAAIIUE JOKYMEHTHI?
a) PykoBoJIcTBY opraHu3aliuu.

0) HenocpeicTBEHHO CrieUAIUCTaM.

B) CekpeTrapro HauaJIbHUKA.

19. C yero HaunHAETCS UCIIOJTHEHUE TOKYMEHTA?
a) Co cbopa napopMaIiu 1o BOIpocCy.

0) C coBemianusi B KAOUHETE PYKOBOIUTEIIS.

B) C uznanus npukasza o0 UCIOJHEHUH IOKYMEHTA.

20. Korga noiKHBI PETUCTPUPOBATHCS BHYTPEHHUE TOKYMEHTHI?
a) B nenb coznanus.

0) B neHp nmoanucaHus WM yTBEPKICHHUS.

B) B nenb obcyxaeHus.

21. Kakas (hopma peructpanuu JOKyMEHTOB HE CYILIECTBYET?
a) )KypHanbHasl.

0) Kaprounas.

B) ['azeTHas.

22. Kakas ¢opma peructpaiuu J0KyMEHTOB HE MPUMEHSIETCS B OpraHu3aIusx,
UMEIOITUX OOJIBIION JOKYMEHTOOO0POT?

a) XKypHanbHasl.

0) Kaprounas.

B) ABTOMAaTU3UPOBAHHAS 3JIEKTPOHHAS.

23. Kak ycTaHaBIMBAETCsl CPOK UCTIOTHEHHSI IOKYyMEHTa, €CJIM €ro He yKa3all
PYKOBOJIUTEND?

a) Ilo pemenuto cekpeTapsi.

6) Ha ocHOBE TUITOBBIX CPOKOB UCTIOTHEHHMSI JIJIsI aHAJIOTUYHBIX JOKYMEHTOB.
B) B 3aBHCHMOCTH OT CHTYyaIlHy.

24 KTO0 BBINIOJIHAET BCIO pabOTy ¢ JOKyMEHTaMU B OpraHU3aLMSIX, HE UMEIOIIUX
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BHYTPEHHEHN OpraHU3allMOHHON CTPYKTYphI?
a) Cekpertapsb.

0) PykoBoauTens.

B) HauanbHuk oT/ena kaapos.

25. CnenuanM3upoBaHHbBIN y9aCcTOK, OCYIIECTBIISIONINN IPUEM B OTIIPABKY
MOCTYTAOIINX IO MMOYTE ¥ KypPbePCKON CBS3U JOKYMEHTAINH U
KOPPECIIOHICHITUH, — 3TO:

a) DKCIICIUIINS;

0) apxuB;

B) IIOYTA.

26. [loaroToBKa JOMHKHOCTHON MHCTPYKIIMHU OCYIIECTBIISIETCS CIIyKOOU
JIeTIOTPOU3BOICTBA 0€3 yUacTHs:

a) apXuBa;

0) Oyxranrepuu;

B) IOPUJIMUECKOM CITY>KOBI.

27. KTo yTBEpXaaeT nepeueHb JIUI, UMEIOIINUX MPaBO MOANKCH ITEPBUYHBIX
YYETHBIX JOKYMEHTOB?

a) PykoBoauTens opraHu3alyu.

0) ['maBHbBIN OyxTanrep.

B) PykoBoauTENb OpraHu3aliy Mo COrJIaCOBAHUIO C TNIABHBIM OyXTaiaTepoM.

28.Kakum JOKyMEHTOM 3a/1a€TCsl ABUKEHHUE TOKYMEHTOB?
a) Pe3omrorueit pykoBOUTENS.

0) CpaBKo# ¢ MOJNUCHIO IIIaBHOTO OyXrajirepa.

B) Brinuckoii u3 apxuaa.

29.Y10 03HaYaeT COKpAIIEHUE «PID» B PETUCTPALMOHHON KapTOUKeE?
a) Pamopr.

0) Pacniopsixenue.

B) PacnopsiautenbHbIi npuKas.

30.Kakoii ¢popmat Oymaru He UCTIOJIb3YETCS JIJIsl U3TOTOBIICHUS PETHCTPAIIMOHHBIX
KapTOYeK?

a) A4.

0) AS.

B) Ab.

31. Kakoe ycnoBue siBiisseTcst 00s13aTelIbHBIM NPU 00bETMHEHUN HECKOIBKUX JIET B
OJIHO?

a) Jlata coctaBiaeHus TOKyMEHTAa.

0) CoBnaieHre CPOKOB XPaHEHHUSI TOKYMEHTOB.
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B) ConeprkaHue JOKyMEHTA.

32. Kak ycTaHaBIMBaeTCS CPOK XpaHEHUSI TOKYMEHTORB?

a) Ilo ycMOTpeHHI0 pyKOBOIUTEIS KaJIPOBOM CITY>KOBI.

0) IIpu nomouu «llepedyHst TUTIOBBIX YNPABICHUYECKUX JOKYMEHTOB,
o0pa3yromuxcs B ACATEIHPHOCTA OPTaHU3AINH, C YKa3aHUEM CPOKOB XPaHCHUS.
B) [lo mpuka3y pykoBOAUTENS.

33. Eciu neno popMupyetcs u3 JOKyMEHTOB, KOTOPbIE OTCYTCTBYIOT B «Ilepeune
...», TO CPOKHM UX XpaHEHHUS COTJIACOBBIBAIOTCS C:

a) C HAYAJIbHUKOM OT/IejIa KaJIpOB,;

0) ¢ pyKOBOJUTEIEM OpPTaHU3AIINH;

B) C OKCIIEPTHON KOMHUCCHUEH.

34. Kakas rpada HOMEHKJIATyphI A 3aMOJHIETCS MOCIE OKOHYAHUS
KaJI€HJapHOro roja?

a) IlepBas (MHIEKC nema).

0) Bropas (3arooBox aena).

B) TpeThbs (KOJUYECTBO €IUHUI] XPAHECHHUS).

35. Korna aema nenar Ha Toma (4actu)?

a) Korja xonnuecTBo JOKYMEHTOB C MMOCTOSIHHBIM U JIOJITOBPEMEHHBIM CPOKOM
xpanenus npesbimaer 100 crpanuil.

0) Korga xoim4uecTBO JOKYMEHTOB C TIOCTOSIHHBIM U JJOJTOBPEMEHHBIM CPOKOM
XpaHeHus npessbimaet 250 cTpaHu.

B) Korga konmmuecTBo JOKYMEHTOB C HOCTOSSHHBIM U I0JTOBPEMEHHBIM CPOKOM
xpaHeHus npespimaet 500 ctpaHu.

36.Koraa BBOAUTCA B ICHCTBUE HOMEHKIJIATYpa €7
a) C 1-ro siHBaps CIEAYIONIETO KAJICHIApHOTO roja.
0) B xoHIIe KaJeHJapHOTO To/1a.

B) B Teuenue roaa.

37.Korga cnenyert packiaabiBaTh JOKYMEHTHI B Jeia’?
a) E>xxeTHEBHO B T€UEHHE roja.

0) B xoHI1Ie MecsIa.

B) B xoHIue roaa.

38.Kyna nepenaroT JOKYMEHTHI, 3aKOHUEHHBIE JIEIOPOU3BOICTBOM?
a) OCTaBJISIIOT HAa MECTE.

0) OTHOCAT B KaOMHET HaYaJIbHUKA.

B) CatoT B apXuB OpraHu3alvu.

39.Kak neicTByeT 3KCrepTHasi KOMUCCUS?
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a) [TocTostHHO.
0) 1 pa3 B moaroaa.
B) 1 pa3 B roa.

40.Kakue moKyMEHTBI OTHOCSTCS K JOKYMEHTaM BPEMEHHOTO XpaHEHUS?
a) Umeronue cpok xpanenus 10 10 ner.
0) Mmerotue cpok xpaHeHnus 10 15 ner.
B) NmMeromue cpok xpanenus 1o 20 Jer.

41. Yto siBIsieTCS 1aTOM Jiefia, COIepIKaIero pacmopsauTeIbHYI0 TOKYMEHTAIIUIO0?
a) He umeer 3HaueHUsI.

0) JlaTel perucTpanuu (COCTaBICHUS) CAaMOT0 PAHHETO U CaMOT0 MO3HETO
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO.

B) PacnonioxeHne TOKyMEHTOB CEKpETapeM PYKOBOIUTEIIA.

42.Ha o0nokKax Kakux Jejd HE YKa3bIBAIOTCS 1aThl?

a) Ha o0noxkkax jen, UMEIOIUX MOCTOSTHHBIN CPOK XPaHCHUSL.
0) Ha o0noxkax aen, UMEIOIUX CPOK XpaHEHUs CBbIIIe 15 Jer.
B) Ha o01okax men, coaepKaliux To/I0BbIe TIaHbl M OTYCTHI.

43. Kakue aena He NepelatoTCsa B apXUB OpraHu3aiuu’?
a) Ilo nmuHOMY cocTaBy.

0) NMeromiue cpok XpaHeHus 110 5 JeT.

B) Jlena moCTOSTHHOTO XpaHEeHHUS.

44. Yto BmIMBaeTCs B HayaJje Jena rnepe J0KyMeHTamu?

a) Jluct aJig 3aBepUTENILHON 3aMKCH.

0) JIucThl BHYTpEHHEHN OMHUCH Jena.

B) JIMCT 7151 moANMCH PYKOBOJUTENSI M HAYaJIbHUKA OTJENa KaJApOB.

45. Kakyto nHhopmanuio J0JKHaA COIepKaTh BHYTPEHHSAS ONUCH JOKYMEHTOB
nena?

a) ®.1.0. pykoBOoAUTEISI OpraHU3aIUH.

0) ©.1.0O. ucnogHUTENS KaXA0r0 JOKYMEHTA.

B) CBeieHMs O MOPSIIKOBBIX HOMEPAX JIOKYMEHTOB B JAHHOM OIHCHIBAEMOM JIEJIE.

46. dynkiuei ciyx60s1 [I0Y He saBuseTcs:
a) CUCTeMaTH3aIus JOKyMEHTOB;

0) obopmiieHHE TOKYMEHTOB;

B) XpaHEHHE TJOKYMEHTOB.

47. Cpok XpaHEHHUs] JOKYMEHTA UCUHUCIISETCS:
a) ¢ 1 sHBaps TOTO rojia, KOTOPKIM ClIeyeT 3a TOA0M OKOHYAHUS Jea;
0) ¢ 31 nexalps roj1a OKOHYAHHUS JIEIa;
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B) C MOMCHTA OKOHYaHHA ACj1a.

48.Korma 3amonHaseTcs TpeThs rpada HOMEHKIATYPBI ey’
a) Ee 3HaueHne mepexouT u3 roja B TO/I.

0) B koHni1ie roza.

B) Cpasy npu 3arnoJIHECHUH HOMEHKJIATyPBhI.

49.Yto cocTaBisieTcs B JeNiax s y4eTa KOJTMYeCTBa JIHUCTOB?
a) ConepxaHue.

0) BHyTpeHHSsI OTUCH.

B) 3aBepUTeIIbHAS 3aIUCh.

50.Hanpapnenue JOKyMEHTOB B 3JICKTPOHHBIM apXUB IMPOUCXO/IHT:
a) cpasy I10 3aBEpIICHUN PaOOThI C HUM;

0) pu MOABEICHUHN T'OJOBBIX UTOTOB,;

B) IIPU HACTYILJIEHUH HOBOTO OTYETHOIO roja.

9.4. bujertnl JJIA NHOJATrOTOBKH K 3a4uery o AUCHOUIIJINHE
«Opranmaunonnaﬂ TEXHHUKA»

buaer Nel

1. IP-teneponus
2. lIpakTrueckoe 3aanue: MPUMEHUTH (GOPMYJIBI 3ampoca ik BLIOOpa TpedyeMbIX
TAaHHBIX B 0ase

Buier Ne 2

1. DnekTponHas moura e-mail
2. lIpakTrueckoe 3ajaHuie: BBIMOJHUTH MOWCK WHMOpPMAIMU B WHOOPMAIMOHHO-
MTOMCKOBOW CUCTEME

Bbunaer Ne 3

1. TenerpadHasi, pakCUMUIIbHAS CBA3b
2. [IpakTrdeckoe 3a/1aHke: pa3apXUBUPOBAThH JaAHHBIC

Bbuier Ne 4

1. Buneokondepeniuu
2. l[IpakTrueckoe 3amaHuie: MPOBECTH TECTUPOBAHHME KOMIBbIOTEpAa HA HAIWYUE
KOMITBIOTEPHBIX BUPYCOB

buaer Ne 5
55




1. Tenedonnas, paguorenedoHHas CBI3b
2. [IpakTueckoe 3ajaHue: CKaHUPOBATh, OTPEAAKTHUPOBATH U pacledaraTh
TEKCTOBBIN (hparMeHT

buaer Ne 6

1. MoxeMbl 1 UX THIIBI
2. IlpakTtrueckoe 3agaHue: BBITOIHUTHL pacdeThl B Excel ¢ wucnonas3oBaHueM
OTHOCHUTEJILHOM aipecariuu

buaer Ne 7

1. CpencrBa xpaHEeHHS U MOUCKA IOKYMEHTOB
2. IlpakTueckoe 3aJaHue: BBINOJHUTH pacueTbl B Excel ¢ ucnonb3oBaHueM
aOCOJIIOTHOM ajipecanuu

buaer Ne 8

1. Texnuueckue cpencTsa 00pabOTKU JOKYMEHTOB
2. [lpakTuueckoe 3aganue: co3nath Tadauiy B Word

buiaer Ne 9

1. YcrpoiictBa BeiBoJa Tpaduueckoii nuudopmaruu. [lnorreps
2. IlpakTrueckoe 3ananue: co3aaTh cucku B Word

Bbuaer Ne 10

1. dururaiizepsl — rpaduyeckue miaHIeThl
2. IIpakTueckoe 3agaHue

Bbuaer Ne 11

1. CpeactBa mynpTuMenna. IIpoekimonHble yCTporcTBa
2. llpaktrueckoe 3aganue: othopmaTupoBath ad3aibkl B Word, BEITIOTHUTE 3a7TUBKY
U YCTAaHOBUTH TPAHUIIBI

Bbuier Ne 12

1. YerpoiicTBa BbIBOJIa TEKCTOBOM MHGOPMALIUH
2. IlpakTrueckoe 3aaHue: BBECTH U OTPEJaKTUpOBaTh TekcT B Word

Bbuaer Ne 13

56




1. YcTpoiicTBa BBOJIa TEKCTOBOM M rpauueckoi HHPOpMAIIH
2. [IpakTuueckoe 3aganue: 0GOPMUTH CO3AHHYIO 0a3y TaHHBIX Pa3TUYHBIMU
criocobamu

Bujer Ne 14

1. KonupoBainbHO-MHOXUTENbHAS TEXHUKA
2. [IpakTrueckoe 3a/1aHKe: BBIMOIHUTH MOUCK HH(GOpMAIKY B MTHGOPMAIIMOHHO-
MOMCKOBOM cUCTEME

Bbuaer Ne 15

1. JuktodoHHask TEXHUKA, 00JACTH NPUMEHEHHS TUKTOPOHOB
2. Ilpaktrueckoe 3aaHue: co3aaTh 0a3y JaHHBIX U TaOIUIIBI Pa3TUYHBIMU
cnocodoamMu

buaer Ne 16

1. OO01ast xapakTepUCTUKA COBPEMEHHBIX MUITYIIIUX MAIUH. DJIEKTPOHHBIC
MMUALIYIIAE MAIIAHbI

2. HpaKTI/ILIGCKOG 3aIaHUC: ITPOU3BCCTH PACUCT C UCIIOJIb30BAHUCM (1)OpMy.]'I B Excel

buaer Ne 17

1. Buneokondepenuuu
2. IlpakTHueckoe 3a1aHue: BBECTH UH(OPMAIUIO U OTPEJAKTUPOBATh
AIEKTPOHHYIO TAOJIHILY

Bbuaer Ne 18

1. YerpoiictBa BeiBoJa rpaduueckoi nadopmanuu. Ilnorrepst
2. IIpakTrueckoe 3aJaHNE: 3aapXUBUPOBATH TAHHBIC

buaer Ne 19

1. CpencTBa XpaHeHUs U MOUCKA JOKYMEHTOB

2. IlpakTrueckoe 3aJjaHue: MPOBECTH TECTUPOBAHNE KOMIIBIOTEPA HA HATMYHE
KOMIIBIOTEPHBIX BUPYCOB

Bbuaer Ne 20

1. Texuuueckue cpencTBa 00padbOTKU JOKYMEHTOB
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2. IlpakTnyeckoe 3agaHMe: CKaHUPOBATh, OTPEJAKTUPOBATH M pacreyaTarb
TEKCTOBBIN (PparMeHT.

9.5. 3agaHus I KOHTPOJIbHOW paldoThl MPH MOATOTOBKE K 3a4eTy IO
aucuMIUIMHe «OCHOBBI PeIaKTUPOBAHUSA J0KYMEHTOB)

1. UcTopus opuiinasbHO-AEIOBOTO CTUIISI PYCCKOTO SI3BIKA.

2. OdunmanbHO-Aen0BON cTanb. HopMaTHBHBIN aclEKT.

3. OdunuanbHO-1eI0BOM CTHUIL. OYHKIIMOHAIBHBINA aCTICKT

4. SI3pIK-BaKHEMIIIEE CPEICTBO YEIOBEUECKOTO OOIIECHHUS.

5. O0u1Me NpUHLHUIBI PETAKTUPOBAHUS CITY>KEOHBIX TJOKYMEHTOB.

6. UcnipaBneHue JIEKCMYECKUX OITMOOK B TEKCTaX CITYKEOHBIX JTOKYMEHTOB.

7. UctipaBnenue MOpP(OJOTUYECKUX OIIMOOK B TEKCTAaX CIIyKEOHBIX
JIOKYMEHTOB

8. UcmpaBieHEe CHHTAKCMYECKUX OIIMOOK B TEKCTaX CIy>KEOHBIX
JIOKYMEHTOB.

9.Pabora Ham Kkommo3unuedl  JokyMmeHTa. Jlormyeckue  OCHOBBI
peIaKTUPOBaHUS

10. YcTHOE nemoBoe OOIIEHHE.

11. JIunrBUCTHYECKHKE CIOBApU, HEOOXOIUMBIE PEAAKTOPY.

9.6. Bonnpochl uisi MOATOTOBKH K 3a4eTy MO0 JUCHMILUIMHE «APXHBHOE
eJ10»

. Apxeorpaduueckast o0paboTKa JOKYMEHTOB.
. Teopus © MeTOAMKA apXUBOBEICHHUS
. Uctopust 1 opranusanusi apXuBHOTO Jiejia 3a pyOexoMm.
. ApXMB: TUIIOJIOTHSI, OCHOBHBIE 331441 U IPUHIUIIBI J€ATETbHOCTH
. ApXUBHBIN QOH] yUpeKICHHS, OPraHU3ALUH.
. O0beAHEHHBI apXUBHBIA QOH/I.
. ApXUBHBII QOH]] TUYHOTO MPOUCXOMKICHHUS.
. ApXHWBHas KOJIJICKIIHSI.
. [Ipu3Haku opraau3anuy JOKyMEHTOB.
10. CocTaBbTE apXHBHYIO OIHCH.
11. Kak moarotoBuTs Jiesia B apXyUB OpraHU3aluu.

O 01N W=

9.7. Bopocsl i1  NMOATOTOBKM K JK3aMeHy 10 JAUCHUILIMHE
«OpraHuzanus CeKpeTapcKoro 00cayKuBaHUsD)

1. AHanu3 NOJKHOCTHOM MHCTPYKIIMHU CEKPETAPA.

2. AHanu3 TOJKHOCTHOM MHCTPYKLMHU CEKpeTapsi-aAMUHUCTPATOPA.

3. CocTaBUTh CIHMCOK CHPABOYHBIX H3JIaHUI, HEOOXOAMMBIX ISl paOOThI
ceKpeTaps.

4. Ilepeuncnuth 000pya0BaHUE TPUEMHOM.
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5. Ha ocHoBe mnaHa pabo4dero JHsS PyKOBOJUTENSI COCTaBUTh IJIaH pabovero
JTHSL CEKpeTapsl.

6. Ilman neicTBHil cEKpeTaps B CIydyae CPOYHOI'O COBEIIAHUS Y PYKOBOIUTEIIS.

7. CocTaBUTh MPOTpaMMy-TIpHUTIIAICHHE cOOpanusi (KOHPEPEHITNH).

8. CocTaBUTH MpOrpaMMy KOMaHIUPOBKH PYKOBOIUTEIS.

9. CocTaBUTH pe3toMe, PEKOMEHAATEIIBHOE TUCHEMO.

10. TToBenenue cekperapst B KOHOIUKTHBIX CUTYaIUIX.

11. TunoBas cTpyKTypa ceKkpeTapuara, pacnpeaeicHiue 00s13aHHOCTEN.

12. Opranmzamusi pabodyero Mecra cekperaps - Habop oO0OpyJoBaHUS U
CIIPABOYHBIX U3JIaHUM.

13. HopMaTtuBHas periiaMeHTaIusi CEKPETapCKUX 00sS3aHHOCTEH.

14. OOs3aHHOCTH CEKpeTapsl IO OpraHu3auudd paboThl  MPUEMHOMN
PYKOBOJIMTEIIS.

15. TpeboBaHus K IIaHUPOBAHUIO paboyero BpemeHu. ['paduk paboThI.

16. Opranuzaius padouyero gHs PyKOBOIUTEII.

17. ITonroToBKa COBEIIaHUN PYKOBOIUTEIS.

18. IloaroroBka coOpanmii (KOH(pEPEHIIHIi).

19. JlokymMmeHTUpOBaHWE COBEIIAHHI 1 3aCEHAHUM.

20. O0s13aHHOCTH CEKpeTaps MO MOATOTOBKE KOMaHIUPOBOK PYKOBOIUTEIIS.

21. Otnuuug B JOJDKHOCTHBIX OOSI3aHHOCTSIX  JIENIONPOU3BOJUTENS U
CEKpeTaps-aIMUHUCTPATOPA.

22. IlogroroBka  NOCTYNMBIIMX  JIOKYMEHTOB K  PacCMOTPEHUIO
PYKOBOJMTEIIEM.

23. Pabora ¢ unHdopMmanuend sl pyKOBOAHWTENA. MeToAWKa MOATOTOBKHU
JTOKJIa/I0B, BBICTYTUICHUH, cripaBoK. COop nHpopmaiuu.

24. ITpaBuia npueMa 1 00pabOTKH MOCTYMAOMINUX TOKYMEHTOB.

25. I[loaroroBka TOKyMEHTOB K JOKJIAAy PYKOBOJIUTEIIO.

26. [ToaroroBka TOKyMEHTOB K OTIIPaBKE.

27. TpeboBaHusi K paboTe ¢ TOKYMEHTaMH, UX COCTaBJIEHUE U 0(hopMIIeHHUE.

KoHTposb 3a kauecTBOM 0(hOpMIIEHHS TOKYMEHTOB.

28. Perucrtpanus JOKyMEHTOB.

29. KoHTponb 3a CpOKaMH HCIOJHEHHS JOKYMEHTOB H ITOPYYEHHM
PYKOBOJIUTETIS.

30. O6cnyxuBaronye GyHKIIMH CEKpeTaps.

31. TpeGoBanus kK OpraHU3aIMU XpaHEHUS JOKYMEHTOB, UX CUCTEMATU3AIIHSL.

32. Texunueckne PyHKITUU CEKpETapSL.

33. JlenoBbie KauecTBa CEKpeTapsi.

34. JInuHOCTHBIE KaYeCTBa CEKpETapsi.

35. IlpaBuia TeaeOHHOTO OOCITYKUBAHHUS.

36. DOThueckne OCHOBBI B3aUMOOTHOILIEHHM MEXIYy CEKpETapeM H
PYKOBOJMTEIIEM,

37. DOTh4YecKkne OCHOBBI B3aUMOOTHOILIEHHM MEXIYy CEKpETapeM H
COTPYAHUKAMHU.

38. BapuanTsl moucka padotsl. [IpaBuiia cocTaBiieHUs pe3oMe.
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39. Ananranus K padoTe.
40. OTHOILIEHUS C COTPYJHUKAMU, TOCETUTEISIMU, IOTYNHEHHBIMH.

9.7. 3K3aMeHaHI/lOHHLIe OMJIeThI JJIA KBaJIH(l)HKa]_[HOHHOFO IK3aMEHa

buier Ne 1
1. JlenoBble U JIMYHBIE KAYECTBA CEKpeTapsi —aIMUHUCTPATOPA.

2. Perucrtpanusi JOKyMEHTOB.

3. [IpakTruueckoe 3ajiaHue.

Ogopmums dokymenm (akm)

YTBEPK/[AFO Hauanvnux YO 2. Kupos Qupcos O.E. Jupexmop
WKOJIbL Tusxoesa O.10.,
AKT no npuemke 6blNOIHEHHLIX pabom CO2NACHO cMeme O0OCLYHCUBATOUWUM
nepcouanom 8 nemuuti nepuoo 2020z., Mol , nudxxcenoonucaguiuecs, KOMUCCUs 8
cocmase: Ilpedceoameny Komuccuu: Kysomuna O.B. Ynenvt xomuccuu:
bopoouna HM. bynoaw H H. Hseanos E.B. cocmasunu nacmosiwuii akm no
npuemke 6vlnoiHeHHvlx pabom. Komuccusa ycmanosuna crneoyiowee: 1. Paboma

8bINOIHEHA KAYECMBEHHO U 8 CPOK. Ioonucu: Ky3vmuna
O.B. bopoouna HM. byroaw H.H. Hesanos E.B.

buier Ne 2

1. enonpou3BOACTBO: 1IE€NH, 33a4. Y HUPUKALUS U CTAaHJApPTU3AIUS B
JIEIOTIPOU3BOICTRE.

2. JIokyMeHT: onpeiesiecHue U (yHKITHH.

3. [IpakTyeckoe 3a1aHue.

Ogopmume cnpagxy

Ilpouzeoocmeennoe obwveounenue «Cmapmy. CIIPABKA. 10.04.2020. Ne3)5,
e.hsanoso Aceesa IOnus Heanosna pabomaem 6 00beOuHeHUU 8 OO0JHCHOCMU
cmapuiezo sxoHomucma ¢ oxnaoa 1000 (oona meicaua) pyonei. [ana Ons
npedocmasienus 6 cpeonroro wikony Ne 90. Jlupexmop (noonucws) U.b. I pucopwes.
I nasnwiii 6yxeanmep (noonucs) O.T. Cudopenxo.

buier Ne 3

1. Opranuzanus Tpy/Ja u pabovero MecTa CeKpeTapsa-aIMUHUACTPATOpa. Y CIOBHUS
Tpyna.

2. KoHTpOJIb UCTIOMHEHUS TOKYMEHTOB.

3. IlpakTuyeckoe 3aj1aHue.

Ogopmums nucomo, mekcm nucbMa Hanuwume yepe3 NOJYMOPHBIUL UHMEPBAIL.
Hnemumym xumuu PAH Jlemauesy U.D. 603600, H-Hoezcopoo, HCII-4,
Tponununa,49. 00.00.0000 119-5/63. O noonucanuu 0ocoopa u cneyugurayuu.
Hanpasnsem eam 2 sxzemnisipa noonucaHHo20 HAMU U CKPENIeHHO020 Nedambvio
npeonpusimusi 002080pa Ha nocmaeky Bam 6o Il xkeapmane c.e. mosapos &
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coomeemcemeuu ¢ npunaeaemou  cneyuguxayuet.  Ilocieouwow  npocum
PAaAcCMampusams KaK HeOMvbeMIeMYl0 Yacmb YKA3aHHO20 002060pa. I aewvlil
unocernep JI.B. Tpogpumos. B oeno 104-1/40. 00.00.0000. Karawmnurxos 2345678

buier Ne 4

1. lenonpon3BOACTBO: LIEJIN U 3a]1a4y. 3araHas U pOCCUMCKas TEXHOIOTUs
JIEJOMPOU3BOCTBA.

2. Koppektypnsie 3Haku. KiepHoe nuceMo

3. IIpakTryeckoe 3agaHue.

Ogopmums npukaz no OCHOBHOU OesImelbHOCHIU.

Haumenosanue opeanuzayuu. Ilpuxas. /ama. Hnoexc. e.Mockea. O esedenuu
UHOEKCO8 NpeOnpusmuil U opeanuzayuli ooveouHnenus. B yensix ynopsoouenus
opeanusayuu ynpaeienus 6 Qbvedunenuu. Ilpuxazviearo: 1. ObveouHeHuro
npuceoums unoexkc — 51. 2.1lpu nepenucke ¢ coomseemcmeuu ¢ CTII 39.00.025
«Opeanuszayusi 0enonpoussoocmea 8 odoveounenuu « Cmpoumexnuxay, a makice
Oonsl yuema u pecucmpayuu paspadamvléaemvix CMaHoapmos npeonpusimusl
npuceoums npeonpusmuim cireoyrowue unoexcol: S1-01 — Hpocrasckomy
PEeMOHMHO- MexaHuyeckomy 3a800y, 51-02 — Baaoumuposckomy CKb; 51- 03
Hosoueboxcapcromy 3a600y «Pemcmpouodopmawry. 3. Konmponw 3a ucnonanenuem
npukaza eoznazaemcs Ha Kysemumny I1.H. 'enepanvuwiii oupekmop A.Il. Heanos.
FOpuckoncynem E.II. Mopozosa 00.00.0000. Comnuxoea 985642 B Jleno 12-23
00.00.0000 Ilemposa.

Bbuser Ne §

1. CocraB u npaBuina opopmieHust pekBu3uToB 10kymMeHToB ([TOCT 6.30-2003).

2. BymaxkHbIe U 3JIEKTPOHHBIE TOKYMEHTBI, TOHSATHUS, PA3INUUs, TPEUMYIIIECTBA.

3. [IpakTyeckoe 3a1aHue.

Oghopmume nucomo-3aoauy.

Haumenosanue opeanuzayuu. Iloumoswiii aopec. Ten., gaxc.00.00.0000 N 974/19.
Ha N 396/5-115 om 00.00.00  Ypanosuepeouepmem. Inagnomy xonHcmpyxmopy
Muxauinosy A.C. e.Yensabumnck, 49, Ilepsomaiickas yn., 104. O nocwviike
yepmeoiceli. Bovicvinaem no Bawel npocvbe uepmedicu KOHCMPYKYUL 3a HOMepamu
N 34143, 34146,34150,34162,34169,34171. IIpunoscenue: yepmesxcu Ha 6 1. 8 2
ax3. I nasuwiii koncmpykmop H.T.3omos. Cumonosa 477555.

buier Ne 6

1. UcTopus pa3BuTHs CEKpeTapcKoro jaena B Poccun.

2. OdopMmieHue TUCEM TIEPEIaBACMbIX JICKTPOHHOM MOYTOM.

3. IlpakTuyeckoe 3aj1aHue.

Oghopmume 00KIAOHYIO 3ANUCKY.

Haumenosanue opeanuzayuu oopazosanus. JJOKJIIAITHAA  3AIIHUCKA. [ama. No
8.

3asedyrowemy obaacmubiM omoenom 30pasooxparerus Muwuny HJIL O
noocomogke Hogotl 6oavruyvl Ne 128 k 2021 2o0y. [1lo Bawemy nopyuenuro MHOW0
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nposepena no02omoska Hoeou boavruyvl Ne 128 k 2021 200y. Yemanoeneno, umo
30anue OO0NbHUYbL CHAONCEHO COBPEMEHHbIM MeOUYUHCKUM 000pYOOSAHUEM.
Cuumaro, umo 6onvuuya Ne 128 noanocmuio ecomosa K NpuHamuio OOJIbHBIX.
bonvnuya meonepconanom ykomniexmosana.

Uncnexmop obanacmmuozo omoena 30pasooxpanenus B.B. Heanos.

buier Ne 7

1. Cnenuduka 1eI0BOTO CTUIIS CITY>KEOHBIX JJOKYMEHTOB.

2. Opranu3aluoHHbIE TOKYMEHTHI (YCTaB, yUpeAUTENbHbBIN JOTOBOP, IITATHOE
pacnucaHue).

3. [IpakTuueckoe 3aaHue.

Ogopmums cnpasky, mekcm duepe3 nojiymopHbulli UHMepPEal.

Mocrkoeckuii nedacoeuueckuii Ynusepcumem geyepHue noo02omosumeibHvle Kypcbl
CIIPABKA 00.00.0000 Ne 1-13/18 Mockea Huxonaes Onee Bukmoposuu yuumces 6
wxone Ne 778 Boneoepaockoeo paiiona 2.Mockewt 6 10 «b» xnacce. [upexmop
wxonvt P.M. Pughgpenw.

buier Ne 8

1. [lonsiTue O1aHKa TOKYMEHTa, BUJbI OJIaHKOB.

2. HopmMaTuBHO- METOANYECKAs] OCHOBA JIEJIONTPOU3BOJICTBA.

3. [IpakTuueckoe 3aaHue.

TEJIEQOHOI'PAMMA Ne 48

19.04.2020 6 10.00 6 3ane 3acedanuii POO (Cagenosckuii nep., 3) cocmoumcs
cogeujanue OUPeKmopo8 WKoJl N0 60NPOCY USMEHEHUsL 8 NOPAOKe PUHAHCUPOBAHUS]
yupesicoeHUull 00pazo8aHus.

3aseoyrowuti  U.H.Kupcaxog

Bbusier Ne 9

1. OcuoBusle rpynnsl OP/l. (cocraB, Ha3HaUEHHE).

2. TpeGoBaHME K U3TOTOBJICHUIO, YUETY U XpPaHEHUIO repOOBBIX OJIaHKOB.

3. [IpakTyeckoe 3a1aHue.

Oghopmumsb 8bINUCKY U3 NPUKA3A.

Haumenosanue opeanusayuu. Beinucka uz npuxasa 00.00.0000 Ne 56 2. Mockea. O
nposedenuu uneeHmapuzayuu no cocmosinuio na 01.12.20 B coomsemcmesuu ¢
npuxazom eenepaibro2o oupexkmopa om 00.00.0000 Ne 256. IIpukazwisaro: 2. /[na
NPOBeOeHUsT UHBEHMAPU3AYUL OCHOBHBIX CPEOCME CO30amb KOMUCCUIO 8 COCMAse:
IIpeoceoamenv- 3amecmumenv Havanvruxa yexa Bzeooos I1.H., unenvt komuccuu:
HauanvHuk BT3 Bepesxun A.b., mexanux yexa Jlonamun b.B., unsicenep- nianosux

Ckoxkos I J]]. Hauanvnux omoena Bacunves J[.E. Bepno Uncnekmop B.K. Pasuna
00.00.0000. B oeno 12-1/23 00.00.0000 Cymxuna 2458966

Buser Ne 10
1. PacniopsiauTenbHbIe TOKYMEHTHI (pacrnopsbKeHne, yKa3zaHue, MOCTaHOBJICHUE,
pelleHne)- MOHATHE, TpaBuiia OPOPMIICHHS U COCTaBJIECHUS.
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2. Pabota c oOpaInieHusIMH Tpaxk/iaH.

3. IIpakTHueckoe 3a1aHue.

O®OPMUTE TEJIETPAMMY HA BJIAHKE ( @. A4)

CPOYHAA. HM)XHUH TATHJI TAJIBMA YJOBEHKO. ITPHUIJIAIIIAEM
COBEILAHUE TEXHUKE BE3OIIACHOCTHU JIBA/ILJATh IIATOI'O MAPTA
3IIT PACXOZIbhl KOMAH/[UPOBKE OIIJIAHYUBAEM TYK IIPEJ[CTABHTE
IIPOEKT IIPOTUBOIIO)XXAPHOU YCTAHOBKH 2189
TIOMEHBI JIABMETAJIJT

KAJIVTHUHA. 107494, MOCKBA.  5-494  JIbAIKOBCKUH  IIEP.4,
TIOMEHBIJIABMETAJIVI. HAYAJIBHUK OT/HEJIA JLILKAJIVIUHA. M.II
00.00.0000

Bbuaer Ne 11

1. [Ipuka3 o OCHOBHOM JIEATEILHOCTH - ONIPEIeIICHUE, TIPaBUIa COCTABICHUS U

o opMIICHHUSL.

2. DTUKET CIyK€OHOU MEePEnUCKH.

3. IIpakTHyeckoe 3aaHue.

Odghopmums nucomo.

3axpwvimoe axyuoneproe oouecmso «3 K O H U K A»

Pszanckuii np-m, 99, kopn. 1, Mockea, 109542 m.371 3922, paxc (095) 377 7227.

Ha Ne 00 om 00.00.0000. Becepoccutickuti 8b1cmagoyuHblil yeHmp /{upexmopy nasuibona
B.C.Typosy.

O npedocmasnenuu gvicmagourotli naowaou. Ilpocum Bac npedocmasums 6 apenoy
Hawell pupme

300-400 x8. m 8bicmagouHol niowadu oisa nposederus ¢ 19 anpens no 20 mas 2019 e.
Bcepoccuiickou  spmapku  0b6ysu. Onnamy eapanmupyem. Hawu 6ankoeckue
DEKBUZUMDBL ...

Ucnonnumenvroii oupexmop A.A.Kouepos. [nasnoui 6yxearmep H.I'. [llopros.
Muxatinos 458758.

Bbuuser Ne 12

1. NudpopmanimoHHO- cripaBOYHbIE JOKYMEHTHI (Tenerpamma, TejeoHorpamMma,
CIPaBKa)- MOHSTHE, MPaBUia OPOPMIIEHUS U COCTABIICHHUS.

2. Opranu3anus OrnepaTuBHOTO XpaHEHUS JOKYMEHTOB.

3. IlpakTuyeckoe 3aj1aHue.

OdopMUTh BRIMUCKY U3 TPOTOKOIA.

Haumenosanue opeanuzayuu. Buinucka uz npomoxkona. Jlama. Hnoexc. Kpacnooap.
3acedanue npogroma. [losecmxa ons: Unghopmayus 06 oz30oposumenvriom nazcepe.
Hoxnaouux npedocedamensv npogproma Kyzemun U.H. 2. O pacnpedenenuu nymegox
6 0300posumenvhuiti  aazepv.2. CJIVIIIAJIA: Henesy T.H. 3amecmumens
npedceoamesisi Npoghxoma - 8 0300POBUMENbHBIU 1a2epb 3A0POHUPOBAHO 3a
Munucmepcmeom Ha uwonb 24 c600600nbix mecma. [HIOCTAHOBUIIU: 2.1.
Hlopyuyums  Cunuywvinou P.J[., oemckomy 6pawy NOIUKIUHUKU MUHUCMEPCMEA,
cOCMagums CHUCOK Oemell, HYHCOAoWUXcsi 6 CaHamopHO-KYPOPMHOM JNe4eHUlU.
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Cnucku npedocmasums 6 npogxom 00.00.0000. Ilpeoceoamens - H.11.Ky3emum.
Cexpemapo- E.M.Bnacosa. B deno Ne6 00.00.0000.

buier Ne 13

1. IokyMeHTOOOOpOT- MOoHATHE, cXeMa. OCHOBHBIE TPYMIIBI.

2. Homenknarypa fien — nmoHsITUE, BUJIbI, HA3HaYEHHE, 0(OPMIICHHUE.

3. [IpakTryeckoe 3agaHue.

Ogopmums ykazanue. OO0 «Memannuxy YKA3SAHUE 12.05.2020 Ne 34 O
npedocmaenenuu  maobenei paboyeco 8pemeHu. Bo ucnonnenuu npuxaza
oupexmopa om 10.05.2020 Ne 56 «O nepexooe Ha no8peMeHHYI0 ONIamy mpyoa,
OBA3BIBAIO: 1. Hauanvnukam memannooopabamul8aroumux yexos npeoocmasumay
mabenu paboueco epemenu compyonuxog oo 28.05.2207. 2. Koumponv 3a
UCNOJIHeHUeM YKA3aHUs OCmaesisio 3a cobou. 3amecmumensv oupexkmopa H.B.

Iypos. COIJTIACOBAHO Hupexmop H.O.Damunus 00.00.0000

Bbuuer Ne 14

1. lenoBoe mucbMoO- MOHATHE, BUABI, 0(DOpMIICHUE.

2. DTanbl 00pabOTKU BXOIAIIUX TOKYMEHTOB.

3. IIpakTyeckoe 3a1aHue.

Oghopmums doxymenm (menecpamma)

Kaszanv ynusepcumem xagheopa nonumonozuu npouty npedcmagumso 20 mas cnucok
VUACMHUKO8 KOHpepeHyuu noaumono208 me3ucvbl 00K1ao0os muk 8-1264 uau
ynpasnenus Cudopos. 125445Munobpazosanus Hau.ynpasnenus B.C.Cudopog
04.04.2020

Bbuaer Ne 15

1. UadopmalinoHHO- CITpaBOYHBIE TOKYMEHTHI (JIOKJIaiHAsl , O0BSICHUTEIIbHAS,
ciryeOHas 3alliCKM)- MOHATUE, MPaBUiIa 0QOPMIICHUS U COCTaBICHHUS.

2. Pabota ¢ koHpUAECHIMATBHBIMHA JOKYMEHTaMHU.

3. [IpakTyeckoe 3a1aHue.

Oghopmums doxymenm (cnpaska)

3asedyrouemy omoenom coyuanvHou 3awyumsl Hacenenus I[lempoeckoeo paiiona
Usanosckoii obnacmu A.H.Kpunyosy, Aomunucmpayus Heanosckoii obaacmu
Komumem no oenam apxusos, CIIPABKA 31.01.2020 Ne2 2.Hsanoso, O nanuuuu
O00KYMeHmMOo8 no mpyoosomy cmadicy 3a 1941-1950 ze.

B ookymenmax eocyoapcmeennozo apxusa Heanosckoii obnacmu umeromcs
O0OKYMeHmMbl, NOOMEEPHCOarouiue mpyooeotl CImaic epaxcoaw, pabomasuiux 6 1941-
1950 2e. na cnedyrowux npeonpuamusx u opeanuzayusx l[lempoesckoco pationa:
3a600 pacmoumnvix cmanxkoe — 3a 1943-1945 2e.  3as00 pemonma
cenvckoxozatucmeenHou mexuuku — 3a 1941-1944 2. Koaxosz «Ceemaviii nymo) -
3a 1941-1948 2. [{lupexmop apxusa noonucwe P.I1.Cykonyes.

buaer Ne 16
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1. Otanbl 00pabOTKH BHYTPEHHUX JOKYMEHTOB

2. JIOKyMEHTUpOBaHUE KaJpOBOT0 Mpoliecca: MprueM Ha padoTy.

3. [IpakTryeckoe 3agaHue.

Ogopmums doxymenm (pacnopsdicenue)

Pemonmno- mexanuueckuti 3a600 KPM3 Pacnopsowcenue Ne 3 om 23.06.2020
e.Kpacnospck «06 ucnonvzosanuu 6 2019e. Ilenesoeo ¢ponoa amopmuzayuonnvix
omyucnenutiy. C yenvto nianomepHozo ucnonvzosanus 6 2021 200y yeneeozo ghonoa
AMOPMU3AYUOHHLIX OMYUCTeHUl U 8 coomeemcmeuu co cm.l3 «llonoscenus o
eocyoapcmeennvlx npeonpusmuuy. Oosa3viearo: 1. HauanvHuka nianogoeo omoena
FO.Il. Aumonosy no coenacuro c en.6yxeanmepom 3asooa H.U. bensskunot
npedcmasums 00 30.10.2020 2. ObocHosannvie danuble o nepexodawux Ha 2021
200 OCMAamKax u 0 pasmepax yeneeoco (oHoa amopmMu3ayUOHHbIX OMYUCTIEHUI,
obpazyemvix no niamy 3aeooa na 2021 200. 2. I'naenozo unscenepa b.U. Jlubencon
npeocmasums co2laco8anHvle C HAYATbHUKAMU YeX08 U 0moen08 npeodiodHceHus o
nposedenuu 8 2021 200y KanumanbHo2o pemMoHma 30aHUll U COOPYIHCEHUU 3 CUem
¢donoa  amopmusayuonnvix  omuucienuu. 3.Kommponv 3a  ucnonnenuem
Hacmosawe20 pAcCnoOpsdCeHUsl B8031a2al0  Ha 3amecmumens Oupekmopa no
xozaticmeennou yacmu C.HU.A60ynaesa. Hupexmop 3aso0a (noonucs) A.D.
Ilnymnuxos.

buier Ne 17

1. Dranbl 00pabOTKH UCXOASAIIMX JOKYMEHTOB.

2. JIokyMEeHTUpOBaHUE KaApOBOTr0 MpolLiecca: Ipoliecc NEPEBOAa Ha APYTYIO
paboty

3. IlpakTryeckoe 3aj1aHue.

Oghopmums doxymenm (menecpamma)

Cpounass Pocmos- na- Jlony Humeepan Hcnvimanue uzdenusi 3adepircusaemcs
OMCYMCMBUsT KOMIJIEKMYIOWUX MUK HPoOIuUme KOMAHOUPOBKY 06e Heoelu
HayanvHux omx Heanoe 04/28. bBpsanck, Peunas, 40 Hauanonux OTK (nuunas
noonucwv) U.0.@amunus 23.12.2020 neuamo

busaer Ne 18

1. Crneuuduka IeI0BOTO CTUIIS CITYyKEOHBIX TOKYMEHTOB.

2. CnyxeOHble TUChMa- TIOHSITHE, MMPAaBUIa OPOPMIICHUS, BUIBI THUCEM.

3. IlpakTuyeckoe 3aj1aHue.

Ogopmums doxymernm (nucvmo)

Maeasun-cknao  «/[ocmaskay ya.llemposckas, 15 e llasgnoscxk 300008,
TOPI'OBAA ®UPMA «IJIOBYC» yn.Jlepocasuna, 45/8 Mockea, 105042 men.
422-15-89 ¢paxc (095) 345-19-20 20.05.2019 Ne 3-5/21 Ha Ne  om_, O
nogpesicoeHuu mosapos, Ilpu omnpaske 8amu no sxHceae3Hou 00poze 3aKa308 umeiu
Mecmo Ccnyuau nospedxcoeHusi moeapos. B pezynomame smozo co  cmopomsi
OMOENIbHLIX KIUEHMO8, NOAb3VIOWUXCS YCAyeamMu Haulel @upmbl, nociedosanu
Cnpaseousble HApeKanusl. YcmanoeneHo, ymo npuduUHoU NO8pedcOeHUs Mo8apos 8
nymu s6Ulact HeOpedlicHOCmb Npu Ynaxkoeke. Ipebyem npumnames Mmepvl K
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npeoomepaujeHuro enpedb makux seieHull. I enepanvuvlit Oupekmop (noonucw)
H.B.bpacos. Muxaiinos Cepeeu [lemposuu 422 80 51.

buier Ne 19

1. I[Tucrma nepegaBaeMbl HIEKTPOHHON MOYTON- MpaBUiia pabOTHI.

2. ®OopMHUPOBAHUE JIEII.

3. [IpakTryeckoe 3agaHue.

Ogopmums 0oKymernm (npomokoi)

KUPOBCKOE 1IPOU3BOJ/[CTBEHHOE OBFBE/IUHEHUE
KOMMYHAJIBHOI'O OBOPY/JOBAHUA

IIPOTOKOJI 10.04.2019 Ne 5 2. Kupos Cosewanue yexo8020 Komumema
Ilpeoceoamens — JI.U. Coxonos

1. Cexpemapwv — A.H. Comosa I[lpucymcmeosanu: H.J]. ['yoenxo, U.U.Mopo3zosa,
T.1l. Muponos, B.II.Tuxomupos, 3.M. Xnebnuxoea, M.M.Yymaxos, E.B.Il]ykuna.
Ipuenawennvie: oupexmop Gepmepckozo xosaucmea «Paodyea» B.B. [nywxos.
llogecmka oua: O nposedenuu cyboomuuka. Jloxnao U .U .Mopo3osoii.
CJVIIAIIU:

2. U.H.Mopo3zosy — B cyobomnuuxe 21.04.2021 6y0ym yuacmeosamov KOJIEKMUBHL
3a20MOBUMENbHO20 U UHCMPYMEHMAIbHO20 Yexos. Mx 3adaua — ybopka yexoé u
yacmu meppumopuu 06veOUHeHUs: 0m 3aNna0HOU NPOXOOHOU 00 HCeNe3HOOOPOHCHO
koneu. bpueaovt pabouux u UTP eosnacarom pykosooumenu yexos. I py3060ii
asmompancnopm 6yoem nooan k 8-00; cmonosas u meonyukm 21.04.2021
pabomarom.  Ommemuna, 4mo padoOuull UHEEHMAPb NOO20MOGNEeH U Oyoem
Haxo0umuvcsi Ha NAOUAOKax y npoxooHotl u 8osie yexos. Hauano pabomwor — 8-00),
okonuanue -16-00. BBICTVIIUIIU: M.M.9ymaxos — [loouepkuyn Heobxooumocmo
docmasku  padbouux, HCUBYWUX 6 NocelKe, a8mMOmpaHCNOPmMomM 00beOUHeHUsl.
IIpeonootcun 3aeepuiums cyooomuux 6 15-30, m.x. 6 16-00 na copodckom cmaouone
OMKpPbIBAEMCs 0emCKUll CHOPMUBHBIU NPA3OHUK U MHO2UE POOUMENU 3aX0msIm Ha
Hem npucymcmeosamv ¢ oemovmu. IIOCTAHOBUIIU: Ilposecmu cybbomHuk
21.04.2021 ¢ 8-00 oo 15-30.

3. B.I1. Tuxomupogy, HA4anbHUKy mMpaHCNOPmMHO20 omoena, obecnedums nooavy
yemvipex aemooycos 21.04.2021 k 7-30 x xknyby 6 nocenke, Ilpedceoamens
(noonucw)JI.U.Coxonos, Cekpemapsv (noonucv) A.H.Comosa, B oeno 15/10
23.04.2021

Bbuaer Ne 20

1. lIokyMeHTHpOBaHKE KaAPOBOTO Tpoiiecca: 0hOpMIICHHE MTOOIPEHUHN U
B3bICKaHHM.

2. Odopmrenue ned.

3. IIpakTyeckoe 3a1aHue.

Oghopmums doxymenm (0OKIAOHAS 3aNUCKA)

Hauanonuxy  oenapmamenma  mopeoeiu  O.D.Kprwoukosy,  Koumponvho-
pesuszuonnviti omoen, [JOKJIAJJTHAA 3AIIHUCKA, 22.04.2020, O Ha3HaueHuu
doxymenmanvrou pesusuu 6 mazazune Ne 001, Ilpu npoeedenuu 09.04.2020
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uHeeHmapusayuu mosapuvix onoos mazazuna NeO01 obnapyscenvl mosapul Ha
cymmy 128 muic. pyo6. Ilpowy eac HazHauume OOKYMEHMANbHYIO DeBU3UIO
mosapnulx onepayuti mazazuna NeQ01 3a nepuoo 01.01.2020 no 09.04.2020.
Hauanvnux omoena (noonucws)B.B. Tropun.

buier Ne 21

1. JloxkymMeHTHpOBaHME KaAPOBOTO MPOLIECCA: YBOJIBHEHUE.

2. DKcrnepTu3a EeHHOCTH JTOKYMEHTOB.

3. [IpakTruueckoe 3aaHue.

Ogopmums 0okymeHm (00bACHUMENbHAS 3ANUCKA)

Buye- npezudenmy 340 O.D.Abrokosy, byxeanmepuas OBBACHUTEJIBHAA
3AITUCKA, 22.05.2020, O ne swvinname 3apnaamol, 20.05.2020 ne svinnauena
sapnaama pabomuuxam 3A0. [lpuyuna cocmoum 6 mMomM, uYmMO pPAOOMHUK
oyxeanmepuu Heanosa A.M. Hecsoespemenno opopmuna Heobxooumble
O0oxkymenmul. Omcymemeue HaoneHcaujeco KOHmMpOJisi He N0380IULO C80e8PEMEHHO
evis6UmMb 9mo gaxm. llocre npunamus cpoyHvix mep 3apniama OvlIa GbINIAYEHA
compyonukam 340  22.05.2020. Heanosa A.H. npedynpesxcoena o
HeOOnyCmuMocCmu Nno00OHO20 OMHOWIEHU K NOPYYEHHbIM  OOSA3AHHOCHIAM.
Ilpunsamer Mmepvl no ycuneHuro KOHMPOIs 3a O0esameNbHOCMb pPabOmMHUKOS
oyxeanmepuu. I naguwiii oyxeanmep (noonucw) B.B.Cugexos.

buer Ne 22

1. IOKyMEHTHI 10 JINYHOMY COCTaBY- MPHUKa3, JUUYHbIE KAPTOUKU, TPYIOBbIC
KHIDKKH, Ha3HAaYeHue, ohopmiIeHHe.

2. Ocuosnble Tpynnsl OP/JI. (coctaB, Ha3HAYEHUE).

3. IlpakTryeckoe 3a/1aHue.

Oghopmums dokymenm (8blnuUcCKa uz npuxKasa)

000 Omckmpyonpom 3a600, BBIIIHCKA U3 [IPUKA3A no auunomy cocmagy
01.02.2020  Ne24,  Mocksea, O noowpenuu,  Ilpuxasvisar.: Oo0vba8UMDb
onacooaprocms Ilonymuuxosoti Maiie @enuxcosre 3a 601610 U NIOOOMEOPHYIO
pabomy 8 Oele 80CRUMAHUS MONOOENHCU U 8 853U ¢ SO-lemuem Co OHsL POHCOEHUS.
Ocnosanue: 1.Ilpedcmasnenue oupexmopa wixonvt om 00.00.00 Ne21, 34AB. POHO
noOnuch U.B.Komapoe Omoen xaodpos HnOONUCH U .. Damunus
PYKOB0OOUmMeNb CMpPYKMYPHO2O0 noopazoenenusi  noonuco M. .D.Damunus
COI'JIACOBAHO: 1. Ilpomoxkon 3acedanus npogroma om 00.00. Ne 14.
Hncnekmop eepno H.B.Onecosa 00.000.000

buaer Ne 23

1. CucremaTuzanus U XpaHeHHE TOKYMEHTOB B OpTraHU3AIIHH.

2. JokyMeHTOO0O0pOT- noHsATHE, cxema. OCHOBHbIE TPYMIIHI.

3. IIpakTyeckoe 3a1aHue.

Oghopmums doxymenm (npuxasz no 0CHOBHOU OesimealbHOCMU)

I JIABPHIFBO/] l'ocyoapcmeennoe  yupesicoenue Aszosckoe baccelinogoe
Yynpasgienue no oxpawe, 80Cnpouzsoocmsy Puibnvix 3anacos u peeyruposanuro
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povioonoscmsa (A30OBPBIBBO/]) TIPUKA3 24.04.2020  Nel7 e. Pocmos -Ha-
Hony, O nopaoke cnucanus MamepuaibHblX Ccpeocms,  Bblpabomaguiux
YCmaHnoseaeH bl cpok B coomeemcemeuu ¢ npunosxcenuamu Ilonosicenus no eedenuro
oyxeanmepckoco  yuema u omuemHocmu 8  Poccuiickou — Dedepayuu
IIPUKA3BIBAIO:

Cnucanue mamepuanbHbiX cpeocms, CPOK UCHONb308AHUSL KOMOPbIX 6oJlee 200a U
OMHOCAWUXCSL  OCHOBHBIM CPEOCMEaM, 8blpaOOMABUIUM YCMAHOBNEHHbIU CPOK U
NpUUEeOUUM 8 He200HOCHb, NPOU3BOOUMb KOMUCCUEL 6 cocmaege. npedcedamely
komuccuu Conogrnux C.ILunenvt komuccuu: Tpogumenko T.FO. Ambpocumosa
H.A. Bynaes B.A.

Bcem  cmpyxmypnvim noopazoenenuim u compyonukam AO c¢ 15.01.2020 e.
PYKOBOOCMBOBAMbCS NPABUNAMU PAOOMbL C OOKYMEHMAMU, 3AKPENnIeHHbIMU 8
Hncempykyuu no 0enonpouzeo0cmaey.

Cexkpemapio —  aOMUHUCMpPamopy 0.4  Comuuxosou obecneyums
mupasxcupogeanue  Hucmpykyuu no 0e1onpousgoocmey  u ee nepeoayy 8
cmpykmypHule noopazoenenusi 0o 01.09.2020 a.

Konmponv 3a evinonnenue macmoswe2o npuxasa 603104#Cums Ha 3amecmumens
oupexmopa npeonpuamusi U.U. Knumenxo. I[lpunoscenue: na 17 1. B 1 k3.
Jlupexmop npeonpusimus (noonucev) P.U. 3unuenxo

FOpuckoncynom (noonucw) E.11. Mopo3zosa 05.08.2019 Comnukosa 93 15 45 B deno
10-00 15.08.2020 (noonucws) Ilemposa

buier Ne 24

1. KoHTpoOJIb UCTIONMHEHUS TOKYMEHTOB.

2. Brimaua nen (I0KyMEHTOB), COCTOSIIIUE HAa XPAaHEHUH.

3. IlpakTryeckoe 3a/1aHue.

Oghopmums doxymenm (axm)

OAO «MHDAKAIID» Omoen pexnamot, VIBEPK/[AIO Jlupekmop noonucey I'K.
benosepos

21.12.2020, AKT 21.12.2020 Ne7

npuema —nepeoayqu IIK, Ocnosanue: doxknaouas 3anucka nad. omoena 12 Ilemposa
IIL.P. om 15.12.2020. Komuccus 6 cocmase npeoceoamens llpasosa U.C. u unenos
Cnasuna O.b. u Opnosa HU.B. cocmasuna akm npuema — nepedauu IIK Acer
Pentium Pro une.Ne2l uz omoena 12. Ik npuznan npueoOonvim 01 dKCnIyamayuu
U NOJIHOCMbIO YKOMNIEKMOBAHHLIM (Npoyeccop, K1asuamypa, OUcniel u npuLmep).
IIK nepeoaemcs omoeny 12 na cpok evinoanenus pabom no 0o2cosopy Ne 22/47.
IIpeoceoamensy komuccuu noonuce HU.C. Ilpasos Ynenvt komuccuu noonuco H.B.
Opnos noonuce O.5. Cnasun
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