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1. IACIIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUHOHAJBHOI'O MOJY.JISI IIM.01
OPI'AHM3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUS YIIPABJIEHUA U
OYHKIIMOHUPOBAHUSA OPTTAHU3ALIUN

1.1. ObsacTh NpUMeHEeHHUs] TPOrPAMMBI

Pabouas mporpamMma npodeccrnoHalIbHOro MOYJIS SIBJISIETCS YaCThi0 00pa30BaTENbHOMN MPO-
rpammbl ¢ @T'OC no cnenuansHocTH 46.02.01 JlokymeHTanMmOHHOE OOecreueHne yrpaBlieHUs U
apXMBOBEICHHE B YaCTU OCBOEHHUS OCHOBHOIO BHJa AestenbHocTH (BJ): Opranusanus 1oKymeH-
TAI[MOHHOTO O0OeCTeueHHs YNpaBieHUs U (PYHKIMOHUPOBAHHUS OPraHU3allid U COOTBETCTBYIOIIUX
npodeccuonanbHbIx KomneTeHui (I1K):

IIK 1.1. KoopnuaupoBate paboTy opraHuzanuu (IpUEeMHONW PYKOBOIUTENS), BECTH IPUEM
MIOCETUTENIEH.

IIK 1.2. OcymecTBasaTh paboTy MO MOATOTOBKE U TPOBEACHHUIO COBEIIAHUMN, JEIOBBIX
BCTpEY, IPUEMOB U MPE3CHTAIHH.

[IK 1.3. OcymiecTBisITh MOATOTOBKY JEJIOBBIX MOE3/10K PYKOBOJIUTEINA U JPYTUX COTPYAHU-
KOB OpraHH3aIiH.

[1IK 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpeTapsi U pyKOBOAUTEIIA.

IIK 1.5. OgopmiaTh u perucTpupoBaTh OPraHU3AIHMOHHO-PACTOPSIUTEIbHBIE TOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJTHEHHUSI.

[IK 1.6. OGpabaTbiBaTh BXOASIINE U UCXOASIINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, CO-
CTaBJISITh HOMEHKJIATYpPY A€l U (OPMHUPOBAThH JOKYMEHTHI B JI€Na.

IIK 1.7. CamocTosTensHO paboTaTh C JOKYMEHTaMH, COAEPKAIIMMU KOH(PHUICHIUATHHYIO
MH(pOpPMaLMIO, B TOM YHUCIIE C TIOKYMEHTAMH I10 INYHOMY COCTAaBY.

[IK 1.8. OcymiectBnath TenepoHHOE 00CTyKUBaHUE, MPUHUMATh U IepeiaBaTh (HaKcChl.

ITK 1.9. OcymiecTBasTh MOATOTOBKY JIEJ K Iepeaye Ha apXUBHOE XpaHEHHE.

IIK 1.10. CocraBisaTh onucu Aell, OCYyUIECTBIATh MOATOTOBKY JIe] K Iepejaye B apXuB Op-
TaHU3aIUH, TOCYIaPCTBEHHBIC U MYHUIIUTIABHBIE APXHBHIL.

1.2. Henu u 3axa4m npogeccunoHaIbHOr0o MOAY Il — TPe0OBAHMA K pe3yJIbTaTaM 0CBOe-
HHA NPodeccHOHATBLHOT0 MOAYJIS:

C uenbio OBIAJACHUS YKA3aHHBIM BHJIOM JIEATEILHOCTU U COOTBETCTBYIOLIUMMU Ipodeccuo-
HAJIbHBIMU KOMIIETEHIIMAMU OOYYaroIUiicsl B X0Jie OCBOEHUS NMPO(EeCCHOHANIBHOTO MOAYJS J10J1-
HKEH:

HMeTh MPAKTHYECKHUI ONBIT:

— OpraHuzanuu JOKYMEHTAIlMOHHOTO oOecriedeHus: ynpaBieHus U (pyHKIHOHMPOBaHUS
OpraHHU3alINH;
yMeThb:

— IIpumeHsTH HOpMATHUBHBIE MPABOBBIE AKTHI B YIIPABICHUECKOH AEATENbHOCTH;

— IloaroraBiauBaTh MPOEKTHI YIIPABICHUYECKUX PEIICHUI;

— OOpabarbIBaTh BXOAAIIME U HCXOIAIIUE ITOKYMEHTBI, CUCTEMAaTHU3UPOBATh HX, CO-
CTaBJISITh HOMEHKJIATYPY €Nl U (OPMHUPOBATH JOKYMEHTHI B JeNa;

— T'oTOBUTH M TPOBOJUTH COBEIIAHUS, JICTIOBBIC BCTPEUH, IPHUEMBI U TIPE3CHTAIIHH.
3HATh:

— HopwmaTtuBHbIe MpaBOBbIE aKThl B 00JACTH OpraHU3AIMU YIPABICHUYECKON JIESITENb-
HOCTH;

— OcHoBHbIE ITPaBHJIa XPAHEHHUS U 3aIUTHI CIy>KeOHOU HHpOpMAIUH.

1.3. Kosim4ecTBO 4acOB HA OCBOEHME NMPOrpamMMbl NPO¢eCcCHOHATIBHOI0 MOIYJIA:

Bcero — 645 yacoB (BkiTr04as MPAKTHKH ), B TOM YHCIIE:

yueOHol Harpy3ku oOydaromierocst — 573 vaca,;

AJist 04HOH (popMBI 00yUeHHS:

ayIMTOpPHOM yueOHOM Harpy3ku obydvarorierocs — 383 vac;
caMOCTOATENbHON paboThl oOyuatomerocs — 190 gacos;
y4eOHOU MPAKTUKU — 36 4acoB,;



MIPOU3BOJICTBEHHON MPAKTHUKH (TI0 POPUITIO CIIENUATBHOCTH ) — 36 4acoB.

AJIs1 32049HOM (pOpMBI 00yUeHMS

ayIMTOPHOM y4eOHOH Harpy3ku oOy4varorierocs — 98 yacos;
CaMOCTOSITENTLHOU paboThl 0Oy4aromerocs — 475 4acos;

y4eOHOM MPAKTUKU — 36 4acos,;

MPOU3BOICTBEHHOM MPAKTHKH (110 TPOQHITIO CIIENUAIBHOCTH) — 36 YacoB.

2. PE3YJIBTATBI OCBOEHMUSA ITPO®ECCUOHAJIBHOT'O MOAYJIA ITM.01
OPI'AHM3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUS YIIPABJIEHUA U

Pesynpratrom ocBoeHmsi pabodueld mporpammbl  TPOGECCHOHATHLHOTO MOJYJS  SIBJISETCS
oBiajicHue oOyvarommmucs BuaoMm aedrenbHoctd (BJl) Opranuzanus TOKyMEHTalMOHHOTO
obecrieueHns ynpapiieHUs U QYHKIIMOHUPOBAHUS OPTaHU3AIMH, B TOM YHCIIE TPO(HECCUOHATLHBIMU

OYHKIIMOHUPOBAHUSA OPTTAHU3ALIUN

(ITK) u o6uumu (OK) koMneTeHIIUSAMU:

Kon HaumeHnoBaHue pe3yJbTaTa 00yueHHst

K 1.1, KOOleHHHp?BaTI) paboTy opraHu3anuu (IPUEMHON PYKOBOJIUTEINS), BECTH IIPUEM
MIOCETUTENEH.

K 1.2, OcymecTBiatrh paboTy IO MOJIOTOBKE M IPOBEICHUIO COBELLAHUH, JEJIOBBIX
BCTpEeY, IPUEMOB U IPE3EeHTALHH.

K 1.3, OcyiecTBIATh NOJATOTOBKY JI€IOBBIX MOE3/10K PYKOBOJIUTENISI U JAPYTUX COTPY.-
HUKOB OpraHHu3allu.

IIK 1.4, | Opranu3oBbiBaTh pabodyee MECTO CEKpeTapsi U PYKOBOIUTEIIS.

K 1.5. OdopMIIATh U PETUCTPUPOBATH OPraHU3ALMOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIOJTHEHHUSI.

K 1.6. OO6pabaTteIBaTh BXOMASIINE U UCXOISIINE TOKYMEHTBI, CHCTEMaTU3UPOBATh UX, CO-
CTaBJISITh HOMEHKJIATYPY J1e1 U (OPMHUPOBATH JOKYMEHTHI B JIeJa.

K 1.7, CaMocTtosTenbHO paboTaTh C JOKYMEHTAMHU, COJAEPKAIIUMU KOH(UICHIIHAIBHYIO
MH(OpPMaIHIO, B TOM YHUCIIE C JOKYMEHTAaMH I10 JITYHOMY COCTAaBY.

I1K 1.8. | OcymecTtBusTh TenedoHHOE 00CTy)KHBaHUE, TPUHUMATh U TIepeiaBaTh (PaKCHI.

I1K 1.9. | OcymiecTBasiTh NOJrOTOBKY /1€ K Iepejaue Ha apXUBHOE XpaHEHHeE.

K 1.10. CocTaBiaTh ONUCH 1€, OCYIIECTBIIATH MMOATOTOBKY €l K Iepeiaye B apXuB Op-
TaHW3al1H, TOCYIapCTBEHHBIE 1 MYHUIIUIIAJIBHBIE APXUBBI.

OK 1. [Tonnmatp CYWIHOCTb 1 COLUANBHYIO SHAYUMOCTH cBoelt Oymymieit mpodeccuu,
IIPOSABJIATH K HEM YCTOMUYMBBIN MHTEPEC.
Opranu3oBbIBaTh COOCTBEHHYIO NE€SATENbHOCTh, BBHIOMpATh TUIIOBBIE METOIBI M

OK 2. COCcOOBI BBIMOTHEHUS MPO(ECCHOHANBHBIX 33/1a4, OLlEHUBAaTh UX 3()pPEeKTHBHOCTD
1 Ka4yecTBo.

OK 3. [IpyHuMaTh pemieHusi B CTaHAAPTHBIX M HECTaHAAPTHBIX CUTYalUsIX M HECTH 3a
HUX OTBETCTBEHHOCTh
OcyiecTBIATh MOUCK U UCIOJIb30BaHNE UH(popManuu, HeoOXoaAuMOoM i 3P dek-

OK 4. THUBHOT'O BBINOJHEHHUS MPOGECCHOHATIBHBIX 3aJad, MPo(ecCHOHANBHOTO U JINY-
HOCTHOT'O Pa3BUTHSL.

OK 5. I/ICHOJ'IL?OBaTL MH(POPMALMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B MPO(eccHo-
HaJIbHOM JESITETbHOCTH.

OK 6 Paborarh B KOJUIEKTHBE M KOMaH/E, 3 (EeKTUBHO OOIIATHCS C KOJUIETaMH, PYKO-

' BOJICTBOM, IOTPEOUTEISIMHU.
OK 7. Bpatb Ha cebst OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMaH/bI (MIOAYMHEHHBIX), pe-




BYHBTQFBHHOHHGHHﬁ3aﬂaHHﬁ.

CaMocCTOATENbHO ONPEeNITh 3a7auu MPo(hecCHOHaTbHOTO U JTUYHOCTHOTO Pa3BU-

OK 8. THSI, 3aHUMAThCSI CaMOOOpPa30BaHMEM, OCO3HAHHO IUIAHUPOBATH MOBBIIICHUE KBa-
T UKaAIIN.
OK 9 OpueHTHPOBATHCS B YCIOBUSX YacTOM CMEHBI TEXHOJOTHH B MPOhecCHOHATbHON

JACATCIIBHOCTH.




3. CTPYKTYPA U COAEP KAHUE ITPOPECCUOHAJIBHOI'O MOAYJIA IIM.O01
OPTAHM3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUSA YIIPABJIEHUA U ®YHKIIMOHUPOBAHUSA OPTAHU3ALIUA

3.1. TemaTnyeckwuii njian npogeccuoHAILHOr0 MoayJIsi (I/ist 04HOii GopMBbI 00yUeHNST)

O0bem BpeMeHH, 0TBeICHHbI HA 0CBOEHHE

IIpakTnka
MEKTHCIUTIIHHAPHOTO0 Kypca (KypcoB)
CamocrosiTe/ibHaA
ayIuTOpHAasi ydyeOHasi HATPY3Ka
o0yuarwierocst padora
Kon o0y4aronerocst IIpousson-
IMpodeccuo- HaumenoBanus pasienon Bcero B T.4. —_— —_— CTBEHHAas
HATBLHBIX 1 npo¢ecCHOHATBHOI0 MOAYJIsI Hacos n1aboparo KYypco- Kypco- | YueOHas (110 npopu-
00LIUX KOM- pHbIe Bg: o Bg: o 4ACOB > | 10 cnennu-
neTeH M Bcero, | pabotsl n 5o Tpa Bcero, 6o Tpa aJIbHOCTH),
4acoB npak- (po- 4acoB (npo- 4acoB
THYECKHe P p
eKT), eKT),
3aHATHS,
4acoB 4acoB
JacoB
1 2 3 4 5 6 7 8 9 10
INK 1.1 -1.10 | Pa3men 1. Opranu3amus J0Ky- 270 189 73 20 81
OK1-9 MEHTAIIMOHHOTO O0ecTeueHus
yIIpaBICHUS
Pa3nen 2. Opranm3anus npasoBo- | 141 88 40 53
o0 peryJupoBaHHe YIIpaBlieHYe-
CKOM JIeSITEIbHOCTH
Pa3nen 3. OGecnieueHue opraiu- 162 106 50 56
3aIlH CEKPETApCKOTo 00CTYkKU-
BaHUs
YyebHast NpaKkTHKA 36 36
IIponsBoacTBeHHAs MPAKTHKA 36 36
(o mpodpuino cnenuaabLHOCTH)
Bcero: | 645 383 163 20 190 36 36




3.2. TemaTH4eckuii mjiaH npogecCHOHAIBLHOT0 MOAYJIs (1715 32049HOi (hopMBbI 00yUeHHsT)

O0obem BpPEMEHU, OTBEI€HHbII HA 0CBOECHHE

IIpakTuka
MEKTUCUUIIJIMHAPHOTO Kypca (KypcoB)
CamocrosiTe/ibHaA
ay/IuTOpPHAasi ydeOHasi HATPY3Ka
odyuaronerocsi pabora
Kon o0yuaronerocsi IIpousBona-
IIpodeccuo- HauMenoBanus pasie1on Bcero B T.4Y. BT I CTBEHHAasl
HATLHBIX U npo¢ecCHOHATBHOT0 MOYJIsI Hacos n1aboparo K co’ K co’ YueOnan (110 npou-
00X KOM- pHBIE Bg: a- B;;E) a- HACOB > | mo cnenn-
neTeHIHi Bcero, | patdorbl n 60Tpa Bcero, 60Tpa aJIbHOCTH),
9acoB npak- (po 9acoB (mpo 9acoB
THYeCKHe po- po-
eKT), eKT),
3aHATHS,
4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
K 1.1-1.10 | Pa3gexn 1. Opranuzamus J0Ky- 270 52 6 20 218 30
OK1-9 MEHTAllMOHHOTO 00ecIeueHus
yIpaBIeHUS
Pa3nen 2. Opranusanus npasoso- | 141 22 6 119
r0 pEeryJMpoBaHUE YIpaBJeHYE-
CKOH J1eTeIbHOCTH
Pa3nen 3. OGecnieueHre OpraHu- 162 24 6 138
3aIlH CeKPETapCKOro 00CTyKu-
BaHUs
YueOHas NPaKTHKA 36 36
IIpon3BoacTBeHHAsI NPAKTHKA 36 36
(o mpoduino cnenuaabLHOCTH)
Bceero: | 645 98 | 18 | 20 | 415 | 30 36 36




3.2 Conep:xanue o0yuenus no npogeccuonanbuomy moaysaio [IM.01 Opranuzanusi 10KyMeHTAIMOHHOTO o0ecriedeH sl YIPaBJIeHUs 1

JIS 04HOi opMbI 00yUeHM S

(pYHKIIMOHUPOBAHMS OPraHU3ALUU

HaumenoBanue pa3jie/ioB u Coaep:xkanue y4e0OHOro MaT%pl/laJIa, NpPaKTHYEeCKHe pad0Thl, CAMOCTOSAITE/IbHAsI padoTa O0bem ya- | YpoBeHnb
Tf::LM o0y4yaruuxcs, IéprOBaﬂ padora ch OCBOXHM;I
MJIK 01.01 /IokymMeHTaHHOHHOE 00ecnedyeHne ynpaBJIeHust 270773181
Pasznes 1. Opranu3anusi JOKYyMEeHTALMOHHOT0 00ecriedeHus yIpaBJeHus
Pa3nea 1. O01nas xapakKTepuCTHKA JOKYMEHTAIlMOHHOI0 00ecreueHnsl YIpaBJeHHs 2472]6
1 Conepxanue
Honsitue, nean, 3axaun U npuHuunbl JOY. 3HaueHne U coaepkaHue AUCLUIUIMHBL 4
Tema 1.1 Beenenne CoBpeMEHHOE COCTOSTHUE JIOKYMEHTAIlMOHHOTo oOecrieueHust ymnpasieHus. CBs3b JOKY-
MEHTOBEJICHUS C JPYTUMHU JTUCHUIIIIMHAMU.
2 | Ncropus pasBUTHS HOKYMEHTALHOHHOTO 0OCSCIICYCHHS YIIPABICHHS B CTPAHE. 4
1 Conepxanue
Bauneiilune TepMHUHBI 1eJ0NPOU3BOACTBA U MX omnpeneaenus. Mudopmanus, noxy- 4
MEHTHUPOBAHUE, TOKYMEHT, JCIONPOU3BOICTBO, TOKYMEHTAIIMOHHOE OOECIeYeHUe yIpas-
Tema 1.2 OcHoBHBI€ OHSI- JieHus], JoKyMeHToBeaeHre. OyHKuuu JoKyMeHToB. Kitaccuukanus 10KyMEHTOB.
THS JOKYMEHTAIIHOHHOI0 >
obecreyeHHsl ynpaB/IeHHs] Crioco0blI 1 CpeIcTBa TOKYMEHTUPOBAHUS 4
IIpakTnueckas padora Ne 1. Pabora ¢ repmunosnorueii cornacio 'OCT P 7.0.8-2013 2
CamocrosiTeibHas padora odyuyarommxcesi: [loaroroBka cooOIIeHN O HCTOPUU JIETOIPOU3- 6
BOJICTBA.
Pazgen 2. JlokyMeHTHPOBaHHe YIPABJIeHYECKO JeATeJbHOCTH 56/12/24
Conep:xanue
HopMaTuBHO-IpaBoBasi © HOPMATHBHO-MeTOAUYecKas 0a3a, peryaupyomas padory
Tema 2.1 HopmaTnsHo- € JOKYMEHTaMHU. YPOBHHU rOCYJapCTBEHHON pEeryiaMeHTallNH JeJIONPOU3BOICTBA. 3aKOHO- 6
IPaBoOBasi H HOPMATHBHO- naTtenbHble akThl, yKassl [Ipesunenta Poccuiickoit denepanuu, NOCTAaHOBIEHUS U Paclo-
MeToaMYeCKast 0a3a N10Ky- psoxenus I[lpaBurensctBa Poccuiickoin Denepanuu, periiaMeHTUPYIOIIUE MPaBOBbIE HOP-
MeHnggorﬁﬂ(;g%gg;cﬂneqe- MBI O0(OpMIIEHUS JTOKYMEHTOB. HampaBieHusi pa3BUTHSI 3aKOHOJATEIHHOTO PETyIUpOBa-
yup HUS TOKYMEHTHPOBAHUS yIIPABICHYECKON e TETLHOCTH.
CamocrosiTeibHasi pa6oTa odyyawumuxcs: M3yuyeHrne HOpMaTUBHO-METOUYECKON 0a3bl, pe- 8
TYJIUPYIONIeH paboTy ¢ JOKYMEHTaMH.
Tema 2.3 Yaudpuxkauus u Coaepsxanue
CTanaapTusaums 1 Yuudukauuss 4 cTaHAAPTU3ALUA JOKYMEHTOB: NMOHsATHe. [loHATHS «cHucTemMa IOKYy- 6
JOKYMEHTOB.
Cucrembl MEHTAINN» U «yHHUPUIMPOBaHHAs cucTeMa JoKyMeHTanun». CoctaB YHUPHUITMPOBAHHBIX




JOKYMCHTAIlUH

cucteM aokymeHtanuu. ['OCTsl Ha yHUDHUITUPOBaHHBIE CUCTEMBI TOKyMeHTanuu. Cucre-
MBI JOKYMEHTAI[MOHHOTO o0ecreyeHus ynpasieHus. Tabenb yHHPHUIUPOBAaHHBIX (GopM U
anpb00M (pOPM JOKYMEHTOB MPEIITPUSATHS.

CamocrositebHas padora odyyarommxesi: M3yuenue cucremsl YC/I; YCOP/I.

Con

ep:KaHHe

Tema 2.4 PeKBU3UTHI "

1

TpeGoBanus K COCTaBJIEHHIO U 0()OPMJICHHIO TOKYMEHTOB. PeKBU3UTHI JOKYMEHTa, UX
cocraB u Kiaccudukamus. CxeMbl pacroiioXeHus: pekBH3HTOB. [IpaBuia odopmiieHus
pexBu3uToB B cooTBeTcTBUU ¢ 'OCTom P 7.0.97-2016

OJIaHKH
JTOKYMEHTOB

Baanku noxymentoB. [IpoektupoBanue OiiaHKOB JOKyMeHTOB. CoctaB, odopmiieHue,
M3rOoTOBJICHUE OJaHKOB. bIaHK JOKyMEHTA: MOHATHE, Ha3HAUYCHUE, BUIbI OJTaHKOB (00IIHi
OnaHk, OJlaHK MUChbMa, OJIAHK KOHKPETHOTO BHAa JAokyMeHTa). CoctaB, oopMIICHHE PEK-
BH3HUTOB OJIaHKA.

IIpakTnyeckas padora Ne 2: OdopmiieHue pekBU3UTOB 0JiaHka. Pa3paborka obiiero
Onanka opranm3anuu. PaspaboTka O1anka nucema. M300paxkeHne peKBU3UTOB.

IIpakTuyeckas padora Ne 3: Odopmiienne pekBU3MTOB 0JaHka. Pa3paboTka OmaHka
KOHKPETHOTO BU/Ia IOKYMEHTa U OJaHKa TOJDKHOCTHOTO Jua. M3o0paxeHue peKBU3HUTOB.

IIpakTnyeckas padora Ne 4: OdopmieHue peKBU3UTOB OJ1aHKa. M300pakeHne peKkBU-

3utoB. PaboTa ¢ pekBu3nTaMu no KoHCcTpyKimonHou cetke cornmacHo 'OCT P 7.0.97-2016

CamocTosiTeibHasi pa6oTa odyuyaromuxcsi: CocTaBiieHHe OJTAHKOB C YIJIOBBIM U TIPOJIOJIEHBIM
pacnojyiokeHueM pekBu3nuToB B coorBercTBur ¢ [[OCTowm P 7.0.97-2016

8

Pa3nes 3. CucreMbl JOKYMEHT

anMmo

HHOT0 o0ecrneyeHMsl YIpPaBJIeHUs!

98/44/24

Con

ep:kaHue

1

Opranu3zannoHHble JOKYMeHThI. VX BUIbI, HA3HAUYEHUE, COCTaB, TpeOOBaHUsA K 0OpM-
JICHWIO. Y CTaB, MOJIOKEHUE, ITATHOE PAaCIMCAHUE, CTPYKTYpa M INTAaTHAs YMCICHHOCTD,
MpaBWiIa, UHCTPYKLMSA, TOJHDKHOCTHAS MHCTPYKLMS, PEMVIAMEHT, MOPALOK, JOTOBOpP, yupe-
JIUTEIIbHBINA JIOTOBOP.

Tema 3.1 OprannzaunoHHas

IIpakTnueckas padora Ne 5. OgopmiieHHe OCHOBHBIX BHIOB OPraHM3allMOHHBIX JOKY-
MEHTOB (YCTaB, MOJIOKCHHUE, ITATHOE PACTIMCAHKE, CTPYKTYpA M IITATHAS YUCICHHOCTD)

AOKYMCEHTALUSA

IIpakTunyeckas padora Ne 6: OdopmiieHHe OCHOBHBIX BHOB OPTaHU3AIMMOHHBIX JOKY-
MEHTOB (IIpaBWJIa, UHCTPYKIIUS, TOHDKHOCTHAS MHCTPYKIIHS, PErJIaMEHT, MOPSIOK, JI0Tr0-
BOD, YUPEIUTEIBHBIN JTOTOBOD).

CamocrositeibHas pabora od0y4yarommxcesi: CocraBienue crpykrypsl ¥Ycrasa OOQ; cocras-
JICHHE CTPYKTYPHI MOJIO0KEHUS O CTPYKTYPHOM MOJpPa3IeIeHIH, COCTABICHUE CTPYKTYPBI JOJIXK-
HOCTHON MHCTPYKIIMH.

Tema 3.2. Pacniopsianrenn-

Conep:xanue
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Hasl TOKyMEHTalUsA 1 | PacnopsizuTebHbIe JOKYMEeHTBI. X BUIbI, HA3HAYCHHE, COCTaB, TPEOOBAHUSA K 0OpPM- 6
nenuto. IIpukas, nocTaHoBIEHHUE, pacOpsDKEHNE, YKa3aHUE, PEILICHUE.
IpakTuyeckasi padora Ne 7. OdbopmiieHHE OCHOBHBIX BHJIOB PACHOPSIUTEIBHBIX JTOKY- 4
MEHTOB (TIpHKa3, BBINUCKA U3 IPUKa3a, IOCTAHOBIICHUE).
IpakTuyeckasi padora Ne 8. OdbopmiieHHE OCHOBHBIX BHJIOB PACHOPSIUTEIBHBIX JTOKY- 4
MEHTOB (paclopsbKeHNE, YKa3aHUe, peIIeHue).
CamocrosiTesbHasi padora o0yuawmmxcsi: CoctaBieHUe MPUKA30B 110 OCHOBHOM WM aIMUHU- 8
CTPATUBHO-XO3SIMICTBEHHON JEATEIBHOCTH.
Conep:kanue
1 | CnpaBouHo-UH(pOPMAILMOHHBbIE TOKYMeHThI. OdopMIleHHEe OCHOBHBIX BHJOB CIIPABOY- 6
HO-MH(POPMALMOHHBIX JAOKyMeHTOB. Ciyke0Hoe IHCbMO, CIIpaBKa, CBOJKA, aKT, IPOTO-
KOJI, TIepeueHb, OTUET, 3asBIICHHE, TeJerpaMMa, Teie(oHorpamma, JOKIaaHas, cayxeOHas,
00BSICHUTEJIbHAS 3aIHCKA.
IIpakTnueckass padora Ne 9: OdopmieHne OCHOBHBIX BHJOB CIPaBOYHO- 4
Tema 3.3. CnpaBouHo- MH(GOPMAIIMOHHBIX JJOKYMEHTOB (CITyKeOHOE MUChMO, pa3IMYHbIe BU/IbI 3asBICHUHN 1O CH-
HHPOPMAIMOHHAS 10KYMEH- Tyalusm).
Tanus INpakTuueckas paGora Ne 100 OdopwmiaeHHE OCHOBHBIX BHIOB  CIIPABOYHO- 4
UH()OPMAIIMOHHBIX TOKYMEHTOB ([OKIaaHas, CiykeOHas, OObSCHUTEIbHAs 3alMCKa MO
CHUTYAIHSIM).
IIpaktnueckass padora Ne 11! OdopmiaeHre OCHOBHBIX BHJIOB CIIPaBOYHO- 4
MH(OPMALIMOHHBIX IOKYMEHTOB (TJIAHOBO-OTYETHAs! JIOKYMEHTAIINS).
CamocrosiTeibHasi padora oOyvarommxesi: CocTaBlIeHHE MPOTOKOJIOB, COCTABICHHE aKTOB 6
npreMa-Tepeaun IeHEKHbBIX CPE/ICTB.
Conep:xanue
1 | JlokyMeHTHpOBaHMe TPYA0OBBIX NpaBooTHomeHuil. CoctaB U ocoOeHHOCTH odopmiie- 4
HUS JIOKYMEHTOB IO JIMYHOMY cocTaBy. ABroouorpadus. Pesrome. AHkera. 3asiBieHUs O
npueMe Ha padoTy..
2 | JInunas xaprouka ¢opmbsl T-2. JInuHbI aHMCTOK MO yueTy KaapoB. TpynoBoi IOroBop. 4
Tema 3.4 Kagposast 10Ky- TpyoBas KHIKKA.
MeHTalus
3 | Ilpukassel mo mmaHOMY cocTaBy. KoMIuiekToBaHHE JIMYHOTO J1ea 4
IIpakTuuyeckas padora Ne 12: CocraBnenue u opopmiieHHE JTOKyMEHTAIlUU HEOOXOaU- 4
MO TSl TPYI0YCTPONCTBA (aHKETa, pe3tome, aBToonorpadus).
IIpakTuuyeckas padora Ne 13: CocraBneHue u opopmiIeHHEe AOKYMEHTAIMH 110 TPYIO- 4

BBIM OTHOIIIEHUSIM (TIPUKA3bl MO0 JUYHOMY COCTABY)
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IIpakTuyeckasi padora Ne 14: CocraBinenue u opopMiieHHE TOKYMEHTAIMH IO TPYIO- 4
BbIM OTHOIICHUSM (O(OpMIICHHUE 3alKCeil B TPYJOBOW KHHXKKE, COCTABICHHE TPYIOBOTO
J0roBOpa, INuHas kKapTouka Gopmsr T-2).
CamocrosiTeibHasi padora odyqarommxesi: OGopMUTh NpPUKaA3 MO JUYHOMY COCTaBy O pac- 2
TOP>KEHUU TPYAOBOrO JOrOBOpa C KOMIIEHCAI[MEW 3a HEUCIOJb30BaHHbIM oTIycK. OdopMHUTH
COOTBETCTBYIOIIYIO 3aIUCh B TPYJOBOI KHIKKE.
Pa3nen 4. Opranu3anus padoThl ¢ JOKYMEHTAMH 92/15/27
Conep:kanue
1 | O0mme npaBMiIa OPraHM3aLMM JOKYMEHT0000poTa B yupe:kaeHuH. CocTtaB M yyeT 6
o0beMa JIOKyMEHTO000pOoTa NMpeAnpusaTuil U opranuzanuid. Opranuszaiys padoThl C JOKY-
MEHTAalLUEH, MOCTYMAIOUICH B YUPEKACHUS, IPEANPUATHS, OPTaHU3AINN; TIPUEM BXOJISAIINX
JOKYMEHTOB, SKCIEIUIMOHHas 00paboTKa, IpeABapUTEIbHOE PACCMOTPEHHE U paclipeie-
Tema 4.1 Ilonsitne JIEHUE, PETUCTPaLlUs, PACCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM, HcIoHeHHEe. OTrnpaBka
HOKggg{g%%?ﬁf; Ta, UCXOAILIMX JOKYMEHTOB. Ilepenaya TOKyMEHTOB BHYTPU OpraHU3aLUU. YUYEeT KOJUYeCTBa
JAOKYMEHTOB JJOKYMEHTOB.
IIpakTnyeckas padora Ne 15: IIpuem u 06paboTka BXOASIINX, UCXOIAIIMX U BHYTPEH- 2
HUX JOKYMEHTOB. 3allOJIHEHUE JKYpPHAJIOB PETUCTPAIMH BXOJSIICH M HUCXOASAIICH TOKY-
MEHTALUU.
CamocrtosiTeibHass padora odyyarmmxcsi: OOpaOoTka BXOIANIMX M UCXOASIIUX JTIOKYMEH- 4
TOB.
Conep:xanue
1 | HomenkiaaTypa u ¢popmupoBanue aea. OCHOBHBIC TIOHATHS: €510, (POPMHPOBAHUE JIEIT, 4
Tema 4.2 OpraHusanus HOMEHKJIaTypa Aei. Tunosas u npuMepHas HoMeHKJarypa jaei. OgopmieHre U BBeIeHUE,
ONepaTUBHOIO XpaHeHUsl MOPSIIOK 3aBEPIICHHSI HOMEHKJIATYPHI Jedl.
JOKYyMeHTa IIpakTnueckas padora Ne 16: CocraBineHue U opopMiIeHHE MaKeTa HOMEHKJIATYpPbl JIe 4
CamocrosiTeibHass padora o0yvaromuxcs: CocTaBUTh IMPOEKT HOMEHKJIATYPhl A€ CIy>KObI 6
JIeTIOTIPOU3BOICTBA
Conep:xanue
1 | XpaHeHue 10KyMEHTOB: CPOKH H OCHOBHBIE NPABUJIA U TPEOOBAHMSI.
DKcrepTr3a NEHHOCTH TOKYMEHTOB. [loAroToBka nenm kK cjade B BEJJOMCTBEHHBIN apXHB. 8

Tema 4.3 Iloaroroska
AOKYMEHTOB K
APXMBHOMY XpPaHEHMIO.

3aKkOHOJATENbHbIE aKThl 1 HOPMATUBHO-METOAUYECKHE TOKyMEHThl DenepanbHoi apXuB-
HOM ciykObl Poccun mo apXxMBHOMY XpaHEHHUIO JOKyMEHTOB. B3ammonelicTBue ciyx0
JIOY u BEIOMCTBEHHBIX apXHBOB IPH (POPMUPOBAHUH OCHOBBI JUJIsl MOCJIEAYIOIIETO Xpa-
HEHUS U UCIIOJIb30BaHUs JOKYMEHTOB. EIMHCTBO TpeOOBaHUI K XpaHEHUIO TOKYMEHTALlUN
B JICJIONPOU3BOJICTBE U apXUBE.
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IIpakTuyeckasi padora Ne 17: CocTtaBieHue BHYTPEHHEH OMUCH, JIUCTA-3aBEPUTEIS, 00- 2
JIOKKH JIea.
IIpakTuyeckasi padbora Ne 18 ®opmupoBanue u ohopmMiICHHS J1eja MOCTOSIHHOTO, Bpe- 4
MeHHOro (cBbimie 10 et XxpaHeHus)
IIpakTuyeckasi padora Ne 19 dopmupoBanue u opopMIICHUS Jea 10 JHIHOMY COCTaBY 3
CamocrosiTeibHas pabora odyuyarommxcsi: CoOCTaBUTh MPOEKT MOJIOKEHUS O ITOCTOSHHO AeH- 4
CTBYIOIIEH AKCIIEPTHON KOMHUCCHUU.
Conep:xanue
1 | KomnbloTepu3zanus 1eJ10NPOU3BOICTBA. 6
[Ipumenenue cpenctB OPUCHONW TEXHHKH, KOMITBIOTEPHBIX M TEICKOMMYHUKAIMOHHBIX
Tema 4.4 VCIIoAb30BAHMTE CPEICTB B a/IMUHUCTPATUBHOM ympaBiieHuu. CucTeMa aBTOMAaTH3alluu JIeIOMPOU3BOICTBA
Y JOKYMEHTOO0OOpOTAa.
B A€I0MPOU3BOACTBE. 2 | IloHsiTHE W BHIBI YJIEKTPOHHOT0 JIOKYMEHT0000poTA 6
CamocrositesibHas padora o0yuarmuxcs: [loaroroska noknanos o coppemeHHbix CO/1. 8
CamocrosiTesibHas padora odyuyarommxcesi: [loaroroska kK s3xk3ameny S)
3,4 cemecTp: Apyrue (popMbl KOHTPOJIS
5 cemecTp: KypcoBas pabora 20

TemaTuka KypcoBbIX padoT:

03N DN KWKk

\O

. Opranu3anroHHbIe JOKYMEHThI aKIIHOHEPHBIX O0IECTB, COBMECTHBIX MPEIIPUATHI.

. TpeboBanus 3aKOHOATENILCTBA K TTOPSIKY OOPMIICHHSI M BbIJIaYe TOBEPEHHOCTH. PEKBU3UTHI TOBEPEHHOCTH.
. PazButie popMel JOKyMeHTa.

. UcTopus n3zo0paxxeHus JBYyTriaBoro opja B kauectse ['ocynapctBeHHOro repba poccuiickoit Ummnepuu.

. OcobeHHocTH cocTaBIeHUs U OPOPMIICHHS YIIPABIEHUYECKUX JTOKYMEHTOB.

. Oco0eHHOCTH UCIIOIb30BaHUsI HHPOPMALIMOHHO-CIIPABOYHOMN IOKYMEHTAIIUU B YIIPABICHUH.

. JIOKyMeHTBI Ha HOBEMIIINX HOCUTENSAX HHPOPMALIMU: 00JIaCTh MPUMEHEHHS U MPUIAHNE IOPUIMUECKON CHIIBL.
. Texnnueckoe ocHalieHue padodero Mecra Juist paboThl ¢ JOKYMEHTaMH.

I[OKyMCHTI/IpOBaHI/IC JACATCIIBHOCTHU HO,Z[paS,Z[CHCHI/Iﬁ.

10. CTpykTypa, METOMKA COCTaBICHHS U 0COOEHHOCTH 0POpPMIIEHHUS JOKHOCTHON HHCTPYKIUH.

11. OcoGeHHOCTH UCIIOIB30BAHNUS JOKYMEHTOB HAa HOBEHIIINX HOCUTEIISX.

12. ABTomMaTu3aIus TOKyMEHTAIIMOHHOTO 00eCTieueH sl YIIPaBJICHUS Ha TPUMeEpe KOHKPETHOTO TPEATPHUSITHSL.
13. Cucrema nH(OpMaAIIMOHHO-TIPABOBBIX TOKYMEHTOB.

14. OcoGeHHOCTH TOKYMEHTHPOBAHUS T0TOBOPHBIX OTHOIICHUH.

15. MeTozpl ydeTa ¥ COKpalieHus JOKYMEHTO000poTa.

16. Oprann3aimoHHO-TIPaBOBOE 00eCIIeYeHHEe CIYKObl JOKYMEHTAIIMOHHOTO 00ecTieyeH s YIpaBJIeHUS.
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17. Onpenenenue CTPyKTYpbl M YUCICHHOTO COCTaBa CIIY>KObl JOKYMEHTAIL[HIOHHOT'O 00ECTIEYEeHUs YIIPABICHHSL.
18. lokymenTtanmonHnoe obecrnieuenue ympasieHue pupmamu. CoctaB TOKyMEHTAIHH.
19. Opranusanus 1 TEXHOJIOIUs JOKYMEHTA[MOHHOIO 00EeCIIeYeHUsl Ha IPEeIPUATHH.
20. Posb 1e10BOM MEPENUCKU B I€ATENBHOCTH OPraHU3aLnu.
21. ®opmupoBaHUe A€ U NOArOTOBKA K C1aye B BEZJJOMCTBEHHBIN apxuB npeanpusatud. Ilopsiok nepenaue aen.
22. Opranusanus JOKyMEHTO000pOTa B OPA3ICIICHUH.
23. Ponb KOHQUIEHIIMATBHON JOKYMEHTALNUU B (YHKIIMOHUPOBAHUH OPraHU3AIUH.
24. Opranu3anys IeKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANIPHUITHH.
25. Oco0eHHOCTH JOKYMEHTHPOBAHUS MMCbMEHHBIX U YCTHBIX OOpaIlleHui rpaxiaH.
26. Posib KagpoBO# TOKyMEHTALINH.
27. PeKBU3UTHI IOKYMEHTOB U HX POJIb B IOKyMEHTHPOBAHUU.
28. Opranu3zamys cripaBOYHO-HH()OPMAITHOHHON pabOThl OpraHU3aIHH.
29. Ciy>xebHO€e MUChbMO, €0 3HaYeHUE U IIPaBUJIa COCTABJICHUS.
30. HopmatuBHO - MeTonueckas 6a3a J1eJ0Mpou3BOICTBA OpraHU3aliu.
5 cemecTp: IK3aMeH
Bcero 270
MJIK 01.02 ITpaBoBoe pery;iupoBaHue YIPaBJIeHYeCKO 1eITeIbHOCTbIO 141/40/53
Paznen 2. Opranu3auusi NpaBoBOIo PeryJHpoOBaHus yNpaBJieHYeCKOii 1eTeJbHOCTH
Pa3nes 1. HopMaTHBHO-IPaBOBbIE aKThI B 00J1aCTH OPraHU3ANMHU YIIPABJICHYECKOH NeATeJbHOCTH 75/26/21
Conep:xanue
Omnpenenenre NpaBOBBIX aKTOB. IOpuanmyeckoe 3HAUYEHUE IMPABOBBIX AKTOB YIIPABIICHUS:
Tema 1.1 TipasoBbie aKTh! ZII::ZI;I, IIOCTaHOBJICHUS, PACHOPSHKEHUs, yKa3aHusa. OTIMYMUTENbHbIE OCOOCHHOCTH IPABOBBIX 2
ylnpaBJieHUsl 1 HX 0COOEHHO- : =
po HpaKaneCKaﬂv padora Ne 1. «AHamu3 ocoOEHHOCTEH HOPMATHBHBIX IPABOBHIX AKTOB B 4
YIIPaBJIEHYECKOH JIESITETLHOCTH
CamocrosiTeibHasi padora: [IpoaHanu3upoBaTb HOPMATHBHbIE AKTHI 10 MPEAJIOKEHHOMY aJl- 7
TOPUTMY.
Coaep:xanue
Kpurepnn knaccudukaiuy MpaBoOBBIX aKTOB: MO IOPUIWYECKUM CBOWCTBAM; IO OpraHaM, HX 5
Tema 1.2 Knaccudukauus U3JIAI0IIUM; 110 BPEMEHH JeMCTBUS; M0 MOPSIKY U3/IaHUs; 110 KPYry CyOBEKTOB.
NPaBOBbIX AKTOB IIpakTuyeckas padora Ne 2. «[IpuMeHeHne HOPMATHUBHBIX MPABOBBIX AKTOB B yIpaBlieHYE- 6
CKOM JIesITeIbHOCTH Ha MPUMEpPEe KOHKPETHBIX CUTYallui».
CamocrositeibHasi padora: CocTaBuTh M 3anmodHUTh Tabmuny: «Kiaccuukanus mpaBoBbIX 7
AKTOBY.
Tema 1.3 OcHoBbl agmunn- | Cogepxanue
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CTPATUBHOM OpraHu3anum

Omnpenenenne opraHu3aluy yrpaBieHUs. DIEMEHThI U COiepKaHUE OPTaHU3alK YIIPaBICHHUS.

ylnpaBJIeHHUs Hopmbl aiMHUHHCTPAaTUBHOIO IIPaBa, YCTAHABIUBAIOILIUE CTATyC BCEX 3BEHBEB CUCTEMBI YIIPaB- 4
JICHHUSL.
Tema 1.4 AnmunucrparuB- | Coxepxanue
Hasl OTBETCTBEHHOCTh Kak | OCHOBaHMs IPHUBJICYEHUS K aIMUHMCTPATUBHOW OTBETCTBEHHOCTH. CPOK JJaBHOCTH aJMWHU- 4
3JIeMEeHT MPABOBOI0 Peryjau- | CTPaTUBHOIO Haka3zaHUs. Mepbl a AIMMHUCTPATUBHOIO IPUHYXICHUS.
poBaHus ynpaBijeHueckoil | I[IpakTuuyeckas padora Ne 3. «PaccMoTpeHHe BUOB aJIMUHUCTPATHBHBIX ITPAaBOHAPYIIICHUH Ha 6
HAeATeJbHOCTH IpUMepe KOHKPETHBIX CUTYaLUN»
Conep:kanue
Tema 1.5 IpaBoBoe peryau- | [loHsTHE MPaBOBOTO PETryIUPOBAHUS TPAXKIAAHCKON CIYKOBI, SIEMEHTBI, CUCTEMA YIPaBIICHHUS, 4
POBaHHUeE rocyiapcTBeHHOM npusHaku. [IpaBa u 0053aHHOCTH rOCYIapPCTBEHHBIX CITY>KaIIHX.
rpakKIAHCKOM CJIYKObI IIpakTuyeckas padora Ne 4. «PemieHre cUTyaTUBHBIX 3a7a4d MO MPABOBOMY PETyIHPOBAHUIO 6
TPaXXTAHCKOW CITY>KOBD»
Tema 1.6 Ipanosoe peryJu- I?Iggzl;:(eagnc;mﬂocn MECTHOT'O CaMOYIIPABJIEHUSI KaK 0COOOro BHJa BJIACTHBIX IPABOOTHOIIIE-
pOBaHHe MYHHUUIMIIAIbHOM -
- Hul. HopMaTuBHBIE aKThl OPraHOB MECTHOTO CAMOYIPABIEHUS M UX POJb B OCYIIECTBICHUU 4
(denepanbHOro U PErMOHAIBHOIO 3aKOHOAATEILCTBAY
Conep:xanue
[TonsiTe cyOBEKTOB rOCYIapCTBEHHOI'O YIPABIEHUS U UX HOPMAaTHBHO-IIPAaBOBOH craryc. Bu-
Tema 1.7 Ilpeanpusitus, JIbl IPENPUATHH, YUpPEXKACHUN B 3aBUCUMOCTH OT COOCTBEHHOCTH, OPTaHU3AI[MIOHHO-ITPABOBBIX 2
yupexxaeHusi, opranuzanus | Gopm.
KaK cy0beKTBI rocyaap- Knaccudukarus opranuzannoHHo-npaBoBbiXx ¢opMm B P®. [IpenmymiectBa u HegoCTaTKU OC- 5
CTBEHHOI'0 YIIPABJICHUSA HOBHBIX ()OPM NIPEIPUSATHIA.
CamocrositeibHasi padora: [loaroroButs coobuienue no Teme: «lIpaBoBble OCHOBBI yyacTus 7
PYKOBOJUTEIIS B CUCTEME COIMAIIBHOTO TAPTHEPCTBA»
[TpaBoBBIE (hOPMBI M YHUBEpCAIbHbBIE METO/IbI YIIPABICHUS: BU/IbI, OCOOCHHOCTH. 3aKOHHOCTh U
Tema 1.8. ®opMbI 1 MeTOABI | JUCUMILIMHA C C()epe roCyIapcTBEHHOro ynpasiaeHus. ONpeneneHue 3aKOHHOCTH U M CIIUILIH- 4
rocyaapcrBennoro ynpas- | Hel. IIpunnune 3akonHOCTH. CnocoObl 00€cIIeueHUs 3aKOHHOCTH M JMCLUIUIMHEL B TOCyaap-
JICHHU A CTBEHHOM YINpaBJICHUH: 00111asl XapaKTepUCTHKA.
IIpakTuyeckas padora Ne 5. «I[loaroroBka NpoeKTOB YIPABICHYECKUX PEIICHUN)» 4
Pa3nes 2. HopmaTuBHOE 3aKpenieHHe OCHOB MOPSIAKA YIPABJICHHUS AeATEJbHOCTBIO OPUIMYECKHUX JIMIL. 16/4/6
Tema 2.1. HopmaTusHoO- Conepianne =
OcHOBHBIE 3aKOHBI, perilaMEeHTHPYIOIIHE ACSITeNbHOCTh MPEeanpUsITHil: (eaepanbHble 3aKOHBI,
npasoBasi 6a3a npeanpuHu-
MOCTAaHOBJICHUS MPABUTEILCTBA. 3HAaUYUMOCTh DenepasibHoro 3akoHa Ne 209-03 «O pa3zButuu 2

MaTeJadbCTBaA

MaJjioro M cpeaHero npeanpuHuMarenscersa B Poccniickoit denepanum» B COBPEMEHHBIX YCIO-
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BUAX.

Tema 2.2. I'ocynapcrBenHas

Conep:xanue

['ocymapcTBeHHAsT perUCTpAlHsl FOPUINYSCKUX JIUIL: TIOHSATHE, MTOPSIOK 0)OpMIICHUS TOKYMEH-

perucrpanus IPUIANYECKUX 2
- TOB.
IIpakTiyeckas padora Ne 6. «3anosHeHHe JOKYMEHTOB O PErHCTPALMHU OPUAMYECKOTO JIUIAY 4
Conep:kanue
Cpoxu HHPOPMUPOBAHUS PETUCTPU UX OpPraHOB O CO3/IaHUH, JIMKBHJALMU U PEOpraHu3a-
Tema 2.3. Hopmbl 1 npaBuiia P bopmmp P PHPYIOT p A ’ A peop
UK 1opuarndeckux Jul. OTBETCTBEHHOCTD 3a HApYIICHUE MPaBUI HHPOPMHUPOBAHUS PETUCTPU- 2
uHGOPMHUPOBAHUSA pPeru-
PYIOIIUX OPTraHOB.
CTPUPYIOIIMX OPTraHOB
CamocrositenbHas padora. [logroroButs cooOuieHue Ha Temy: «llopanok perucrpanuu 0pu- 6
JIUYECKHX JIUI Pa3HBIX OPTaHU3aIIMOHHO-TIPABOBBIX (OPM»»
Pa3nen 3. [IpaBoBoe peryJinpoBanue TPYJAOBBIX OTHOIIEHUIA 20/4/12
Conep:kanue
Tema 3.1. HopmaTuBHoO- Krnaccudukanus HOpMaTuBHO-TIPaBOBEIX akToB: Koncrurymus P®, TpynoBoii koneke PD, 3a- 5
NMpaBoOBbIe AKThI, PeryJIMpy- | KOHbI U IOCTaHOBNICHUs [IpaBuTenbCTBA.
e TpyaoBbie oTHome- | [IpakTnuyeckass padora Ne 7. «[IpuMeHeHne HOPMATUBHBIX MPABOBBIX AKTOB, PETYIUPYIOLIUX 4
HUS TPYJOBBIE OTHOIIICHHUS HA MPUMEpe KOHKPETHBIX CUTYaIHil»
CamocrosiTejibHast padoTa. PermuTh 3a1a4n 110 TPYJOBOMY TpaBy. 6
Coaepxanue
Tema 3.2. 3akoHOaATENIHCTBO P =
N ®DenepallbHbIe U PETHOHABHBIE 3aKOHBI B cpepe TPYIO0YCTPONCTBA U 3aHATOCTH HACEICHHUS, UX
P® o TpynoycrpoiicTee u 2
coJIep’KaHue M 3HaUeHUeE 11 CyOBEKTOB TPYIOBOTO MpaBa
3aHATOCTH HaCeJeHHUS
CamocrositesbHas padora. PemuTh 3aaun 10 TpyJJOBOMY MPaBY 6
Pa3nes 4. HopmaTnBHO-nIpaBoBbIe akThl B cepe HHPOPMALMH M JOKYMEHTAIlUH 30/6/14
Conep:xanue
Tewma 4.1. HopMATHENO OCHOBHBIE TOHATHS U COCTaB HOPMATUBHO-TIPaBOBOU 0a3bl aenonpon3BoacTBa. ['OCTsI Ha 10- 5
1. HOp KyMeHTaluo. ['ocyiapcTBeHHas cucreMa JOKyMEHTAIlMOHHOTO 00ecrieueHus YIpaBJIeHHUS.
MeToaMYecKas 0a3a gesio- =
poH3BoICTBa IIpakTuyeckas padora Ne 8. «AHAIN3 HOPMATHBHO-METOANYECKON 0a3bl AETOMPON3BOACTBA 6
CamocrositesnbHas padora. CoctaButh cxemy: «HopmatuBHO-MeTOIMUEeCKast 6a3a 1eTOMPOu3- 6
BOJICTBa»
Tema 4.2. 3akonoaarenbuble | Cogepxxanue
akThl P® B cepe unpop- | 3akoHogarensctBo PO, npaBossie akThl [Ipesunenta, [IpaBurensctBa PO, dhenepanbHbix opra- 4
MAalMHU U JOKYMEHTAUMHN HOB, OPTraHOB MCIIOJIHUTENBHOMN BJIACTH B 00J1aCTH JOKYMEHTAIIMOHHOTO 00ECIeueHusl.
Tema 4.3. 'ocynapcrBennbie | Coaep:kanue
CTAHAAPTHI HA JOKYMeHTa- | CTaHAapT — JEsITeNbHOCTh 110 YCTAaHOBJIEHHWIO HOPM, MPaBWJI, XapaKTEPUCTHUK B ENIIX olecre- 2
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U0, MPABWJIA XPAHEHHUsI U | YeHHUA: 0€30IIaCHOCTHU, Ka4eCTBa, SKOHOMUHU 00bekTOB. HopMaTHBHBIE JOKYMEHTHI IO CTaHAAP-
CIa4H IOKYMEHTOB B apxuB | Tu3auuu. [Topsiiok 00paboTKH U cjauul JOKYMEHTOB B apXUB.

CamocrositesbHas padora: [loaroroska k nudpepeHunpoBaHHOMY 3a4eTy

8

S cemecTp nudpepeHIMPOBAHHDBIN 3a4eT

2

Bcero

141

MJIK 01.03 Opraausanusi CEKpeTapCcKoro 00cay;KMBaHust

162/50/56

Pa3nea 3. ObecnieyeHne OPraHu3anMu CeKPeTapCKoro 00Ccay;KMBaHusl

Tema 1.1 Cexperapsb B Conep:xaHue

48/10/14

CTpYKType ynpaJjenus | Hcropus cekperapckux ciayx0 B Poccun

[Ipoobpassl cekperapcekoii mpodeccuu B Poccuu. [TosiBnenue nmpodeccuu cexperaps B aIMUHUCTpa-
TUBHOM ynpasiienuu B Poccun. Cekperapckoe neno B koHie XX — nagane XX BB. MI3menenue or-
HOIIICHUH K cekpeTapckoi mpodeccuu nocne 1917 r

Heo0xoauMoCTh 1 3HAYEHHE CEKPETAPCKOMH AesAITeIbHOCTH HA COBPEMEHHOM JTalne
BaxxHOCTb U IPECTHIKHOCTH Mpodeccuu cekpeTapsi, He0OX0AUMOCTb BEIPaOOTKH TAKTUYHOCTH,
HAaBbIKOB OOIIEHUS U KYJIbTYpbI TpyJ1a. MecTo U poJib CEKpeTapsi B OpraHu3alu

3apyOe:KHbIii ONBIT OPraHU3ALMHU CEKPEeTAPCKOro 00C/1y:KMBaHUS

V3MeHeHMe MecTa M poJIM CeKpeTapsi B CTPYKTYpE YIPaBJIEHUS B IIPOLIECCE CTAHOBJICHUS U Pa3BUTHS
HOBBIX COIIHMAJIBHO-DKOHOMUYCCKUX OTHOIIECHUH. BiysHMe 0TedecTBEHHOTO U 3apy6e>KH0ro OIIbITa
Ha COBPEMEHHOE COCTOSIHUE OTEYECTBEHHOTO CEKPETAPCKOro Jena. JlesTeIbHOCTh MEKAYHAPOAHON
accolMaluy CEeKpeTapeil.

IIpodeccnonanbHbie TPeOOBAHMS K J0JKHOCTH CEKpeTaps
[Tpodeccusi-cekperaps. O0s3anHOCTH U QyHKIHH. COBpeMEHHBIE KBATHU(UKAITMOHHBIC TPEOOBAHUS
K JJOJDKHOCTH cekpeTaps. Kareropuu cexperapeit.

3HaHMA M YMeHHS ceKpeTaps
Bricokuit ypoBeHb 0a30Boro o0pa3oBaHus HEOOXOAMMBIM coBpeMeHHOMY cekpeTapro. [Ipodeccuo-
HaJbHbIC 3HAHUS U HAaBBIKH.

TpyaoycrpoiicTBo cexperaps

Crnioco0sI TpynoycTpoiicTBa. Apanramus k padore. Bunbl ananranmii. Metoaunka rnoucka napopma-
MU O BAKAHCHSIX CEKPETAPCKUX JIOJDKHOCTEH, HCTOUHUKH MH(popMaru. Bo3MOXKHOCTH KapbepHOTO
pocTa cekperapckoro nepconania. [loaroroska k codbecemoBanuio. 3HaueHuE HHHOPMUPOBAHHOCTH
CeKpeTaps, ICTOYHUKH MoydeHust uHpopmannu. OCHOBHBIE MPUHITUTIBI U OCOOCHHOCTH YCTaHOB-
JICHUS JI€JIOBBIX B3aUMOOTHOIIEHUH ceKpeTapsl ¢ pa3IMuYHbIMU KaTerOpUsIMU MepCOHANA.

IIpakTuyeckas padora Ne 1. Mcnonb3oBaHre HOPMATUBHO-METOJUYECKUX JOKYMEHTOB B OPTaHU-
3aI[Ul CEKPETAPCKOTO 00CTY>KUBAHUS
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IIpakTuyeckas padora Ne 2. CocraBiieHUE JOJDKHOCTHBIX HHCTPYKIIUM B 3aBUCUMOCTH OT KaTero-
puii cekperaps

CamocrosiTesqbHasi padora odyuawmmxcsi: HopmaTuBHO-METOIMUECKHE OCHOBBI CEKPETAPCKOM
nesTenbHOCTH. MeTouku coctaBieHus pestome. [Topsiiok opopmiteHns JOMKHOCTHBIX HHCTPYK-
nuit. [lopsgok cornacoBaHus U yTBEPXKJIEHUS JOKHOCTHON MHCTPYKITUHU

14

Tema 1.2 Hopmuposa-
HHUe TPy/Aa ceKpeTaps

Conepxanue

24/4/12

YcaoBus Tpyaa cekperaps

[IpaBwibHas opranu3aius padouero mecra. CTpyKTypa JIeI0npoOru3BOICTBEHHON ¢y 0bl. OCHOB-
Hble (POpPMBI Ha BBITIOJIHEHUE IETIONPOU3BOICTBEHHBIX orepaluil. TpeOoBaHMs K OpraHu3aluu pa-
604nx MecT. TpeboBaHUs K CO3aHUIO HY)KHBIX YCIIOBUH Tpy/a.

HopmupoBanue Tpyaa cekperapsi

Hopmuposanue Tpyna padoTaukoB ciry:x0s1 JJOY. TpeboBanus kK opranu3zanuu pabodero Mmecra
cekpetaps (DproHoMHUKa, OCBEIIEHUE, pacCTaHOBKA IIpeaMeToB). TpeboBaHus K OpraHu3anuu padbo-
Yero MeCTa PyKOBOAUTEIS OpPraHU3aINN.

IIpakTuyeckas padora Ne 3. Opranusanus pabouero mecra cekperaps. CoctaBieHHE MPOCKTA pa-
Oouero Mecra cekperapsi.

4

CamocrosiTesibHas padoTa 00y4YarOIIUXC:
CaHWTapHO-TUTHCHUYECKHE HOPMBI. DCTETHYECKHUE HOPMBI. [10/Ir0TOBKA K KOHTPOJIBHOU padoTe.

12

Tema 1.3 ®yHKIUHU ceK-
peraps

Conepxanue

54/28/6

AJIMUHHMCTPAaTHBHbIE GYHKIMH CeKpeTapsi
TexHuueckue cpeAcTBa yIupaBieHUs B A€ITEIbHOCTH COBpEMEHHOro cekpetaps. [Inanuposanue pa-
6ouero BpeMeHH cekperaps. OpraHu3alMoOHHas COCTaBIIAONIAs B IEITEILHOCTH CEKpeTapsi, o0Imas

xapakrepucTuka. [InanupoBanue Henopropsoomuxcs pabot. Co0p u cuctemaTusanus HHOpMaIIH.

AHajuTHYecKHe PYHKIMH CeKpeTaps

[TnanupoBanue paboyero BpeMenu pykoBoautens. Exennesnuk. [lepBoouepennsie 3agaun. Kapro-
Teka TeKymux zen. Pabora mo c6opy nndopmaruu, ucrounuku nHGopmanuu. [lorck HeoOXoaAUMOiA
uHpopmanuu. [lepepaboTka u crpykrypuposanue. [loaroroska nupopmanuu st pyKOBOIUTEIIS.
PaboTa ¢ KOHpUIEHIIMATbHBIMH JOKYMEHTAaMHU

IIpakTuyeckas padora Ne 4. [InanupoBanue pabodero AHs CEKpeTapsi U PyKOBOIAUTEISL.

TexHnuyeckue QyHKIMHU CeKpeTaps
[TeuaTs, TUpaxupoBaHue 1 konupoBanue. [Ipuem u nepenava pakcos. VMcnonabp3zoBanue
Internet B pabote cexperapsi. CepBucHbIe () YHKITHH.

IIpakTnuyeckas padora Ne 5. OtpaboTka HaBBIKOB OPraHU3aLlMK U BEACHUS TeIePOHHBIX MEPEro-
BopoB. Opranu3zanus npueMa-nepenadyu terae@oHorpamm, Gaxkcorpamm.

OprasnzannoHHble (PYHKIHH CEKpeTaps
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[TpaBuna Benenus nenopoit 6eceanl. [loagroToBka u oocmyxuBanue copenianuii. [loaroropka ko-
MaHIupoBok. [Ipuem neneramum.

IIpakTuyeckasi pa6ora Ne 6. [IporokoaupoBaHue COBEMAHUN U KOHPEPEHTHBIX MEPOITPUATHI 6
IIpakTuyeckasi pa6ora Ne 7. [ToaroroBka u JOKyMEHTUPOBAHHE KOMaHAUPOBOK. 4
HenonpounsBoacrBeHHble QYHKIIUN CEKpeTaps
[IpenBapuTenbHOE pacCMOTPEHUE TOKYMEHTOB. Ilopsaok noanucanus, BUBHPOBAHUSI, COTIaCOBAHUS 4
U YTBEpXk/IeHUs 10KyMeHTOB. THpopManmoHHo-ciipaBoyHas paboTa 1o JokyMeHTaM. Benenue ne-
penucku pykoBoautens. CucreMaTu3alys U XpaHeHHe JOKYMEHTOB
IIpakTuyeckasi padora Ne 8. Pa3paboTka O1aHKOB JOKYMEHTOB. 4
IIpakTuyeckas padora Ne 9. OrpaboTka HaBBIKOB 00paOOTKH BXOISIIET0, UCXOSIIET0, BHYTPEH- 6
HEro JOKyMEHTOIIOTOKOB.
CamocrosiTe1bHasi padoTa o0yyarommxesi: [Toaroroska k mpakTH4eckuM paboTam, U3ydeHHe 6
KOHCIIEKTA.
Tema 1.4 KauecrBa cek- | Conep:xanue 36/8/24
peraps les10BBIE U JIMYHBIE KAYECTBA CeKpeTaps
OCHOBHBbIE JI€JI0BbIE KauecTBa HEOOXOIMMbIE CEKPETapIO: OPraHU3aTOPCKUE CIOCOOHOCTH, OTBET-
CTBEHHOCTbD, ITYHKTYaJIbHOCTb, JIOSUIbHOCTh, YMEHHE XPAHUTH CITyKeOHYI0 TaiiHy. JInuHbIe KadecTBa: 2
KOMMYHHUKA0€IbHOCTb, JOOPOKENATEIbHOCTh, TAKTUYHOCTD, JTI0003HATEIbHOCTh. IMHIK cexpeTa-
pA. [lenoBoM STUKET U CEKpeTaphb.
IIpakTnuyeckas padora Ne 10. Umumx cekperapsi. BusutHas kapTouka — BaykHasi COCTaBJISIOIIAs 4
UMUJIKA.
IIpakTnueckas padora Ne 11. Opranusanust paOoThl ¢ KOH(PUIEHIMATbHOM HH(pOopMalen 4
CamocrosiTesibHas padora odyuarmmxcs: Co3nanue uMuIKa: BepOaibHOro, HeBepOaIbHOrO,
kuHeTHueckoro. CTHIIb cekpeTaps, peKOMEHJallMy U 3anpeTsl. [IpuBeTcTBUE U peicTaBIeHUE. 14
Hopw™mebl noBenenns Ha pabote. DTuyeckue curyanuu. Bonpocsl cybopanHanuu. PedeBoit aTukeT
CamocrositesbHas padora. [loaroroska k nuddepeHimpoBaHHOMY 3a4eTy 10
S cemecTp auddepeHUPOBAHHBIN 3a4€eT 2
YyeOHasi IPAKTHKA 36
Buasi pador:
1. Opranuzanus npuema rnoceTuTenei.
2. [ToaroToBKa MPOEKTOB YIPABICHUYECKUX PEILICHUM.
3. AHanu3 10KyMEHTOMOTOKOB.
4. PaboTa ¢ KOH(pUIECHINATBHBIMUA JOKYMEHTAMH.
5. Opranu3zanus XpaHeHus JOKYMEHTOB U 00ecreYeHrne UX COXPaHHOCTH.
IIpon3BoacTBeHHasi NPAKTHKA (110 NPOQUIIIO CIIENUATBHOCTH) 36
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Bunpr pabort:

1. U3yuenne GyHKIMIA U CTPYKTYPHI JETONPOU3BOACTBEHHON CITY>KOBI;
2. BeisiBieHre 0coO€HHOCTEHN TOKYMEHTHPOBAHHUS AECATEIbHOCTH OPTaHU3aLMH, YUPEXKICHHS, IPEAIPUATHS;
3. IlocTpoenne nHPOPMAITUOHHO-TTOUCKOBOW CHCTEMBI;

4. KOHTpOJIb 32 UCTIOJIHEHUEM 10

KYMCHTOB;

5. Knmaccudukanus u cucreMaTu3anus JOKYMEHTOB, (popMUpOBaHUE JIEI.

OK3aMeH (KBAJIH(PUKAIMOHHDBII)

Bcero 645
AJIs1 3204HOM opMBbI 00yUeHHA
HaumenoBaHue pa3iesioB U Coaep:xkanue y4e0OHOT0 MaT%pHaJIa, NMpPaKTHYEeCKHe Pad0Thl, CAMOCTOSAITe/IbHAsI padoTa O0bem ya- | YpoBenb
T(]}-M 00yYaKIIuXCcsl, IEVDCOBaﬂ pabora ch OCBOEHMH
MJIK 01.01 JIokyMeHTALHOHHOE 00ecnedeHne yIpaBJieHust 270773/81
Paszpnen 1. Opranuszanus 10KyMEHTAIMOHHOTO o0ecreYeHns yIpaBJIeHus
Pazzes 1. O61as XxapakTepuCcTHKA JOKYMEHTAIIMOHHOTO 00ecneyeHns1 ynpaBJieHust 14/-/110
1 Conep:kanue
Mousitue, mean, 3anaun u npunuunsl JOY. 3HaueHne u coaepkaHue AUCIUIUIMHBL 2
Tema 1.1 Beenenne CoBpeMEeHHOE COCTOSTHHE JIOKYMEHTAIMOHHOTO oOecrieueHust ynpapieHus. CBs3b JOKY-
MEHTOBEJIEHUS C JAPYTMMH JUCHMIUIMHAMH. VICTOpHUst pa3BUTHA JOKYMEHTAIMOHHOTO
o0ecrnieueHurs ynpaBiIeHUs B CTPaHe.
1 Conepxanue
Baskneiiliue TepMHHBI 1eJ0NPOU3BOACTBA U MX omnpeneienus. Mudopmanus, moxy- 2
Tema 1.2 OCHOBHBIE MOHSI- MEHTHUPOBAHUE, TOKYMEHT, JEIONPOU3BOICTBO, TOKYMEHTAIIMOHHOE OOECIeYeHue yrpas-
TUA JOKYMEHTAIIHOHHOI'0 TeHus, TOKyMeHToBeAeHne. OyHKImnu 1okyMeHToB. Kiaccudukanus 10KyMEeHTOB.
obecredeHHust yNpaBIeHHs! CrocoOB! U CpeICTBa JOKYMEHTHPOBAHHS.
CamocrosiTeibHas padoTa odyuyarommxcsi: [ToaroroBka cooOMIEHUI MO UCTOPUU JIETOMPOU3- 10
BoJicTBa. Pabora ¢ Tepmunonorueit cormacao 'OCT P 7.0.8-2013
Paznen 2. lokymMeHTHPOBaHME YIIPABJIEHYECKOM 1eATeJIbHOCTH 48/2/42
Tema 2.1 HopmaTuBHO- Conepwanne.
NpaBoBasi H HOPMATHBHO- CamocrosiTesqibHasi padoTa 00yYarOIMXCS:
METOAU'ICCKAs Da3a T0KY- HopmaTuBHO-IpaBoBasi # HOPMATHBHO-MeTOANYeCKasi 0a3a, peryJupymomas padory 12

MEHTALMOHHOI'0 o0ecmeye-
HUS YIPaBJIeHHUSA

¢ IOKYMeHTaMH. Y POBHHU roCy/1lapCTBEHHOW perjiaMeHTalllH JIeJI0NPOU3BOJICTBA. 3aKOHO-
naTenbHble akThl, ykassl [Ipesunenra Poccuiickoit deneparuu, NOCTAHOBIECHUS U Paco-
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psoxenust [IpaBurennsctBa Poccuiickoin denepanuu, periiaMeHTUPYIOIIUE MPAaBOBbIE HOP-
MbI O0(OpMIICHUS JTOKYMEHTOB. HampaBiieHus: pa3BUTHSI 3aKOHOJATEIHHOTO PETyIupOBa-
HUS JOKYMEHTHUPOBAHUS YIIPaBICHYECKOHN 1eATeIbHOCTH.

Con

epAKaHue.

Tema 2.3 Yaudukanus u
CTaHJIapTH3ALMS
AOKYMEHTOB.
Cucrembl
AOKYMEHTAIlUN

CamocTosiTesibHasi padoTa 00yYarOMXCs:

YHupuKanusa U CTAHAAPTU3ALMA TOKYMEHTOB: MoHsiTHe. [loHATHS «cucTeMa IOKY-
MEHTAalN» U «yHUPUIHPOBaHHAs cucTeMa JAoKyMeHTauun». CoctaB YHUPHUIIMPOBAHHBIX
cucreM nokymentauuu. [OCTol Ha yHHPHUIHPOBAaHHBIE CUCTEMbI JOKyMeHTauuu. Cucre-
MBI JOKyMEHTallMOHHOTO o0OecrieueHus ynpasieHus. Tabenb yHubUUIUPOBaHHBIX GOpM U
abOoOM (OpM TOKYMEHTOB TPEATPUSATHS.

10

Con

epkaHue

Tema 2.4 PeKBU3UTHI U

TpeGoBanusi K COCTABJIEHHIO U 0()OPMJICHHIO TOKYMEHTOB. PCKBU3UTHI JJOKYMEHTA, UX
cocrtaB u kiaccudukanus. CXeMbl pacmojioKeHUs PEeKBU3UTOB. [IpaBuia odopmieHUs
pekBu3uTOB B coorBercTBUU ¢ ['OCTom P 7.0.97-2016

0JIaHKH
AOKYMEHTOB

Baanku poxymenTtoB. [IpoektupoBanue OinaHKOB JHOKyMeHTOB. CocraB, odopmiieHue,
M3rOTOBJICHHE OJIAHKOB. bi1aHK JOKyMeHTa: MOHsATHE, Ha3HAYeHUEe, BUIbI OIaHKOB (0Ot
OnaHK, OJIaHK MHCbMa, OJIaHK KOHKPETHOTO BUaa JoKyMmeHTa). CoctaB, 0OpMIICHHE PEK-
BHU3UTOB OJIaHKA.

IIpakTnuyeckas padora Ne 1: Odopmienue pekBH3UTOB OJaHka. Pa3paboTka obiero
6sanka opranu3anuu. Paspaborka Onanka nucbma. M300paxeHne peKkBU3UTOB.

CamocrosiTe1bHasi padora odyvarommxcsi: CocraBieHue OJNaHKOB C YIJIOBBIM M IpPO-
TOJBHBIM PACIONIOKEeHHEM peKBU3UTOB B cooTBeTcTBHH ¢ ' OCTom P 7.0.97-2016. Pa3pa-
00TKa OJaHKa KOHKPETHOTO BHJa JTOKYMEHTa M OjaHKa JTOJDKHOCTHOTrO jmna. M3obpaxe-
HUE peKBU3UTOB. PaboTa ¢ peKBU3UTaMM 10 KOHCTPYKIMOHHOH ceTke cornacHo ['OCT P
7.0.97-2016

20

Paspnen 3. CucreMbl JOKYMEHT

anMmo

HHOI'0 00ecleYeHus1 YIPaBJICHUs

80/2/64

Con

ep:kaHue

Tema 3.1 OprannzaunoHHas
AOKYMCHTaAUUsA

1

Opranu3zannoHHble JOKYMeHThI. VX BUIbI, HA3HAUYEHUE, COCTaB, TPeOOBaHUs K 0OpM-
JICHWIO. YCTaB, MOJIOKEHUE, TATHOE PAaclUCAaHUE, CTPYKTypa W IITaTHAs YUCICHHOCTb,
MpaBuiia, UHCTPYKLMS, JTOJKHOCTHAS MHCTPYKLMS, PETVIAMEHT, MOPAIOK, JOTOBOP, y4pe-
JIUTEIIbHBINA JIOTOBOP.

4

IIpakTnuyeckas padora Ne 2: OgopmiieHHEe OCHOBHBIX BHIOB OPraHU3allMOHHBIX JOKY-

MEHTOB (yCTaB, MOJIOXKEHHE, MITATHOE paclUCaHKe, CTPYKTypa U IITaTHasl YUCICHHOCTh)
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CamocrosiTeqbHass padora odyuyawmmxcesi: CocraBienue cTtpyktypol YcraBa OOOQO; co-
CTaBJICHUE CTPYKTYPHI MOJIOKEHUS O CTPYKTYPHOM IOJPa3eICHIUH, COCTABICHHE CTPYK-
TYpbI TOJDKHOCTHON MHCTpYKIMH. OQopmileHHe OCHOBHBIX BHUJOB OPraHU3aLMOHHBIX J10-
KyMeHTOB (TpaBuiia, MHCTPYKIHUS, TOJDKHOCTHAS MHCTPYKIIHS, PErJIaMeHT, OPSIIOK, JI0Tro-
BOD, YUpEIUTEIbHBIN JOTOBOD).

10

Tema 3.2. PacnopsiaureJib-
Hasi JOKYMeHTaIus

Con

ep:KaHHe

PacnopsiauTenbHble JOKYyMeHThI. VX BUIbI, HA3HAYCHHE, COCTaB, TpeOOBaHUS K 0POpM-
nenuro. Ilpukas, noctaHoBJI€HUE, pacllOpsKEHHE, YKa3aHUe, PeLICHHE.

CamocrosiTeqbHasi padora od0yuarommxcsi: CocTaBiieHHE MPUKA30B 10 OCHOBHOM W aj-
MUHUCTPATUBHO-XO03UCTBEHHOU AesaTebHOCTH. OPOpMIICHHE OCHOBHBIX BUIOB PACIIOPS-
JMTENbHBIX JTOKYMEHTOB (TPHKa3, BBITUCKA W3 MpHKa3a, mocraHoBieHue). OdpopmieHue
OCHOBHBIX BUJIOB PACTIOPSIUTEIBHBIX JOKYMEHTOB (PacnopsbKeHUe, YKa3aHue, pelieHue).

16

Tema 3.3. CnpaBouHo-
HH(OPMANIMOHHAS TOKYMEH-
TanusA

Con

ep:KaHme

CnpaBoyHo-uH(popMauHOHHBIE J0KYMeHThI. OdopMiIeHHe OCHOBHBIX BHJIOB CIIPaBOY-
HO-MH(OPMALMOHHBIX JAOKyMeHTOB. Ciyxe0HOoe IHCbMO, CIIpaBKa, CBOJKA, aKT, MPOTO-
KOJI, [IepeueHb, OTUET, 3asIBJIIEHUE, TeJerpamma, TejaedoHorpaMMa, 10KIaaHast, CIyxKeOHas,
00BSICHUTEJIbHAS 3aIHCKA.

CamocrosiTesibHasa padota odyuarommxcsi: CocraBiieHre TPOTOKOJIOB, COCTABICHHUE aK-
TOB TpHUeMa-Tiepeadyn JeHEXHbIX cpeacTB. OdopmiieHne OCHOBHBIX BHIOB CIIPAaBOYHO-
MH(OPMALIMOHHBIX JOKYMEHTOB (CIy>KeOHO€ MUCHhMO, PA3IMYHbIE BU/IbI 3asBJICHUH 10 CH-
TyauusiM). OdopmiieHHe OCHOBHBIX BHJIOB CIIPABOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB
(moxmamHast, cinyxeOHasi, 0OOBICHUTEIbHAS 3aKCKa 1Mo cuTyarusM). OpopmiieHre OCHOB-
HBIX BHUJIOB CIPAaBOYHO-HH(POPMAIIMOHHBIX JOKYMEHTOB (IITAHOBO-OTYETHAsl JTOKyMEHTa-
us).

18

Tema 3.4 KaagpoBas 10Ky-
MEHTaIUsA

Con

ep:kaHue

JlokyMeHTHpOBaHHMe TPYAOBBIX NpaBooTHOWeHUH. CocTaB U 0COOEHHOCTH O(opmite-
HUS JOKYMEHTOB IO JIMYHOMY cocTaBy. ABTroOuorpadus. Pestome. AHkera. 3asiBieHus o
npueMe Ha pabory. JInunas kaptouka (Gopmbl T-2. JIMUHBIA JAMCTOK MO ydeTy KaJpoB.
Tpynosoii noroop. TpynoBas kHrxkKka. [Ipukassl mo nnaHOMYy cocTtaBy. KoMIiekroBanue
JMYHOTO Jena

CamocrosiTeibHasi padora o0yyawmmxess: OPopMHUTh NMPHUKA3 M0 JIMYHOMY COCTaBYy O

pPacTOp)KEHHUH TPYAOBOTO JIOrOBOpa C KOMIIEHCAllMeW 3a HEUCIOJb30BAaHHBIM OTITYCK.
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OdopMuUTH COOTBETCTBYIOIIYIO 3aMKUCh B TPyA0BOW KHIKKE. CocTaBiieHHe U 0(hOpPMIICHHE
JOKYMEHTAI[MH HEOOXOMUMOM JJIsl TPYAOYCTPOUCTBA (aHKETa, pe3toMe, aBToOuorpadus).
CocraBnenre 1 0pOpPMIICHHE JOKYMEHTAUU 10 TPYAOBBIM OTHOLICHUSM (IPUKA3bl IO
nuaHoMy cocTaBy). CocTtaBiieHue u 0(OpMIIEHHE TOKYMEHTALUU MO TPYAOBBIM OTHOIIIE-
HUAM (OopMIIeHHE 3amucell B TPYIOBOW KHHXKKE, COCTAaBICHHUE TPYAOBOIO JIOrOBOPA,
nu4Has kaprodka Gopmsl T-2).

Paznen 4. Opranusanus padoTsl ¢ JOKYMEHTaAMH 72/2/66
Conep:xaHue
1 O0mme nmpaBwjia OPraHu3anuM J0KYMEHT0000poTa B ydpexaeHuu. CocTaB U yyer 2
o0beMa JIOKyMEHTOO00OpOoTa MPEeANpUiATHi U opranu3auuii. Opranuzanus padoThl ¢ T0KY-
MEHTAIIMEeH, MOCTYNAIOIeH B YUpekKACHUS, TPEATPHUITHS, OpraHNU3aUH; IPUEM BXOISAIINX
H”ggg;:}ﬁg%%;?;g, JI_[I;)II;}/III;/IGHTOB, IKCIICTUITMOHHAsT 00paboTKa, MPeABAPUTEIIBHOE PACCMOTPEHHE U Igcnpeﬂe-
perncTpamus , perucTpalus, pacCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM, HcronHeHue. OTmnpaBka
AOKYMEHTOB UCXOAIINX JOKYMEHTOB. [lepenadya TOKyMEHTOB BHYTPH OpTaHHU3AlMHU. YUYET KOJTUIECTBA
JIOKYMEHTOB.
2 | CamocTrosiTesbHasi padora o0ydyaromuxces: O0paboTKa BXOASIIUX H HCXOSAIINX JIOKY- 6
MeHTOB. [IpueM u 00paboTKa BXOASIINX, UCXOASIIMX U BHYTPEHHUX JOKYMEHTOB. 3aroi-
HEHHE )KYPHAIOB PErHCTPALNU BXOAAIICH U HCXOSIIEH TOKYMEHTAIINH.
Conep:xanue
Tema 4.2 Opranuzanus 1 | HomenkaaTypa u ¢popmupoBanme aeja. OCHOBHbIE TOHATH: €510, (OPMHUPOBAHUE JIE, 2
ONepaTUBHOIO XpaHeHUsl HOMEHKJIaTypa aei. TunoBas u mpuMepHasi HoMeHKiarypa jaei. OdopMmieHre 1 BBeICHUE,
AOKYyM€HTa NOPSAJIOK 3aBEPILIECHNS HOMEHKJIATYPBHI JIEI.
IIpakTuyeckas padora Ne 3: CocraieHue U opopMIICHHE MaKeTa HOMEHKIIATYPBI JeIT 2
Tema 4.3 IloaroroBka Conep:xanue
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AOKYMEHTOB K 1 | CamocrosiTesibHAsi patoTa 00yYAIOIIMXCS:
apXHBHOMY XpaHEHUIO.
XpaHeHUe TOKYMEHTOB: CPOKH ¥ OCHOBHbIE MPAaBUJIA U TPeOOBAHUS.

DKcrepTr3a NEHHOCTH JTOKYMeHTOB. [1oAroToBka nen k cjjade B BEJJOMCTBEHHBIN apXHB.
3aKOHOI[aTCJIBHbIe AKTbl U HOPMATUBHO-METOAUYCCKHUC TOKYMCHTLI q)eﬂepaHLHOﬁ aApXuB-
HOW cimyxObl Poccu 1o apXMBHOMY XpaHEHHUIO TOKYMEHTOB. B3ammoneiictBue ciyx0
JIOY u BEZOMCTBEHHBIX apXHBOB IPH (POPMUPOBAHUH OCHOBBI JJISI TIOCJIEAYIOIIETO Xpa-
HEHUsI U MCTIOJIh30BaHUs JJOKYMEHTOB. EMHCTBO TpeOOoBaHM K XpPaHEHHIO TOKYMEHTAIIUU
B JICJIONPON3BOCTBE U apxuBe. CocTaBiIeHNE BHYTPEHHEW OIMCH, JIMCTa-3aBepUTENs, 00-
noxku nena. GopmupoBanue u opopMIICHHS Jieia TIOCTOSHHOTO, BpeMeHHOTo (cBbime 10
net xpanenus). DopmupoBaHue U 0POPMIICHHS JIe)Ia IO TUYHOMY COCTaBY.

40

Conep:xanue

1 CamocrosiTesibHas padoTa 00y4YarOIIUXCH:
Tema 4.4 UcnnoJib30BaHHue KOMHI)]OTepI/I3aHI/Iﬂ ACJI0NMPOMU3BOACTBA.
I2BM [Ipumenenue cpenctB OPUCHONW TEXHHUKH, KOMIIBIOTEPHBIX M TEJICKOMMYHUKALMOHHBIX
B /IeJIONIPOU3BOICTBE.
CPEICTB B /IMUHHCTPATHBHOM yIpaBiieHuU. CUcTeMa aBTOMAaTU3alluH JISIIONPOU3BOICTBA
1 JokyMeHTooOopoTa. [ToHsTHE U BUABI JIEKTPOHHOTO AOKyMeHToobopoTa. Iloaroroska
noksazoB o coBpemMeHHbIX COJI. Iloaroroska k sK3aMeny
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3,4 cemecTp: Apyrue (pOpMbI KOHTPOJIS

S cemecTp: KypcoBasi padora

TemaTnka KypcoBbIX padoT:

. OpraHn3anyoHHbIe JOKYMEHTBI aKIIMOHEPHBIX OOIIECTB, COBMECTHBIX TPEATIPHITHH.

. TpeGoBaHMsI 3aKOHOIATENLCTBA K MOPSAAKY O(hOPMIICHHUS U BbIaYe TOBEPEHHOCTU. PEKBU3NTHI JTOBEPEHHOCTH.
. PazButne popmbl 1okymeHTa.

. Ucropus nzo0paxkeHus ABYIaBoro opia B kauecTse ['ocynapcTBenHoro repba poccuiickoit Umnepuu.

. OcobenHocTH cocTaBieHus: U 0OpPMIIEHHUS YIIPABIEHYECKUX TOKYMEHTOB.

. OcoO6EeHHOCTH UCTI0NIB30BaHMsI HH(OPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIIUU B YIPABJICHUU.

. JIOKyMeHTBI Ha HOBEHWIITNX HOCUTEISIX HHPOPMAIIUHU: 00JIaCTh MTPUMEHEHHS U MIPUIaHUE FOPUANICCKOMN CHIIBI.
. Texanueckoe ocHaiieHue padbouero Mecra Juist paboThl ¢ JOKYMEHTaMH.

. JIOKyMEHTHpOBaHUE 1€ATEIbHOCTH MOPA3AETICHHIM.

10. CtpyKkTypa, METOJIMKA COCTABIEHHS U 0COOEHHOCTH 0(OPMIIEHUS TOJHKHOCTHOM HHCTPYKIIHH.

11. OcobeHHOCTH UCTIOIB30BAaHUS TOKYMEHTOB HAa HOBEUIIINX HOCUTENISAX.

12. ABToMaTu3aIus J0KyMEHTAllMOHHOTO 00ecneueH s YIPaBiIeHUs Ha TPUMepe KOHKPETHOTO MPEAIPUSATHSL.
13. Cucrema nHQOPMAIIMIOHHO-TIPABOBBIX IOKYMEHTOB.

O IAN N WN
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

Oco0eHHOCTH JOKYMEHTHUPOBAHUS JOTOBOPHBIX OTHOLICHHH.

MeTo/b1 yaeTa U COKpaIeHus JOKyMEHTO000poTa.

Opranu3zalnoOHHO-TIPaBOBOE 0OecTeueHue CIyKO0bl JOKYMEHTAIMOHHOTO 00eCIIeUeHHUs yIpaBiIeHUS.
OmnpeneneHre CTPYKTYphl U YUCIEHHOTO COCTaBa CIY>KOBI JOKYMEHTAITMOHHOTO O0SCTICUCHUS yIIPABICHHMS.
JlokyMeHTalmoHHoe obecrieueHune ynpasieHue pupmamu. CocTaB TOKyMEHTALIUU.

Opranu3zaiiys u TeXHOJIOTHs JOKYMEHTAIMOHHOTO O0ECTICUeHUs Ha MPEATPUSITHH.

Pounb nenoBoii mepenucku B A€ATEIbHOCTH OPraHU3alUH.

dopmupoBaHUE 1] U MOATOTOBKA K ¢/Iave B BEJOMCTBEHHBIN apXuB npeAnpusatus. [lopsaok nmepenade memn.
Opranu3zanys J0KyMEeHTO000pOTa B MOAPa3ACICHHH.

Ponp koH(puaeHIIMANBHON TOKYyMEHTAUN B (DYHKITMOHHPOBAHUH OPTraHU3AIUH.

Opranu3zaiiys 3JIeKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANPUATHH.

OcoOEeHHOCTH TOKYMEHTHPOBAHHS MUCHMEHHBIX M YCTHBIX 0OpaIleHui rpaxk/I1aH.

Posnb kagpoBoil JOKyMEHTaLUH.

PekBU3NTHI TOKYMEHTOB M HIX POJIb B JIOKYMCHTHPOBAHHH.

Opranu3aiiys crpaBoYHO-UHGOPMAITMOHHON pabOThl OpraHU3alUu.

Cny»xebHoe NHCbMO, €r0 3HaY€HUE U MPaBUjIa COCTABIICHUS.

HopmatusHo - MeTonuyeckas 6a3a JeJ0npon3BOJICTBA OPraHU3alINH.

CamocTosiTejibHAs patoTa 1Jis1 HAMCAHUS KYPCOBOI padoThl 36
5 cemecTp: IK3aMeH
Bcero 270
MJK 01.02 ITpaBoBoe pery1upoBaHue YIPaBJIeHYECKOH 1eATeTbHOCThIO 141/6/119
Pa3znen 2. Opranu3anusi NpaBoBOro PeryJiMpoBaHusl YIPABJIEHYECKOH IeATeTbHOCTH
Paznen 1. HopmaTuBHO-IpaBoBbIe aKTHI B 00J1aCTH OPraHU3allMi YNPaBJIEHYECKOI 1esITeJIbHOCTH 70/4/58
Conep:xanue
Omnpenenenue mnpaBoBbIX akToB. IOpuanueckoe 3HaYeHHE MPABOBBIX AKTOB YIPAaBIICHUS:

Tema 1.1 [IpaBoBbIe aKThI yKa3bl, TIOCTAaHOBJICHUS, PACIOPsDKEHHs, yKazaHUs. OTIMYNTEIbHbIE OCOOCHHOCTH IMPAaBOBBIX 2
yHnpaBJieHus H UX OCOOEHHO- | aKTOB.
CTH CamocrosiTeibHas padora:

1. [Ipoananu3upoBaTh HOPMATUBHBIE AKTHI 11O MPEJIOKEHHOMY AJITOPUTMY . 6

2. Ananu3 ocoOeHHOCTEM HOPMATUBHBLIX ITPABOBLIX dKTOB B ynpaBnqueCKOﬁ ACATCIBbHOCTH.

Tema 1.2 Knaccudpukauus Coaepxanue
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NMPpaBOBbLIX AKTOB

CamocrosiTeqbHasi padora:
1. I3yuuts MaTepuan o teme: Kpurepuu kiaccupukanmy MpaBoOBBIX aKTOB: MO IOPUIHYECKUM
CBOMCTBaM; 10 OpraHaM, UX U3JIal0IIHNM; TI0 BPEMEHH JICUCTBHS; 110 TIOPSIKY U3IaHUS; IO KPYT'y

CyOBEKTOB. 16
2. CocTaBuTh U 3aM0aHUTH Tabmuiy: «Kmaccudukaius mpaBoBbIX aKTOBY.
3. [IpuMeHeHe HOPMATHBHBIX MTPABOBBIX AKTOB B YIPABICHYECKOU ACSITEILHOCTH Ha MPUMEPE
KOHKPETHBIX CHUTYaIlUH.
Tema 1.3 OcHOBBI aAMHHH- Conepwanite
I P —— CamocTosiTeIbHas padoTa:
ynpagens N3yuuts Matepuan. OnpeneneHue opraHu3aluy yrnpaBieHusl. DJIEMEHThI U COJIep)KaHue opra- 6
HU3AlUU yrpaBieHus. HopMbl aJIMUHUCTPAaTHBHOTO MpaBa, yCTaHABIMBAIOLIME CTAaTyC BCEX
3BCHLBCB CUCTCMBbI YIIPABJICHU.
Tema 1.4 Anmunucrparus- | Cogep:kanue
Hasl OTBETCTBCHHOCTDH KakK OCHOBaHI/Iﬂ MNPUBJICYCHUA K aHMHHHCTpaTHBHOﬁ OTBCTCTBCHHOCTMH. CpOK JaBHOCTU aJIMHUHU- 2
3JIeMeHT NMPaBOBOI0 PeryJjiM- | CTPATUBHOIO HaKa3aHusi. Mepbl aIMMHUCTPATUBHOIO IPUHYXKJICHUSL.
poBaHus ynpasieHdeckoii | [IpakTtuueckasi padora Ne 1. «PaccMoTpeHue BUIOB 3 IMUHUCTPATUBHBIX [TPABOHAPYIICHHUI Ha 4
NesiTeIbHOCTH pUMEpe KOHKPETHBIX CUTYAIHI»
Conep:kanue
Tema 1.5 IpaBoBoe peryau- | [loHATHE MPABOBOTO PETYIMPOBAHUS TPAXKTAHCKON CIYKOBI, DIIEMEHTHI, CUCTEMa YIIPaBIICHHUS, 5
POBaHHUeE rocyiapcTBeHHOM npusHaku. [IpaBa u 0053aHHOCTH TOCYIaPCTBEHHBIX CIY>KaIIHX.
rPaKIAHCKOM CJIYKOBI CamocrosiTeibHAast pa6oTa. PemeHne CHUTyaTHBHBIX 3a7ad 10 MPABOBOMY PETYITHPOBAHHIO 5
TPaXXTAHCKOU CITYXKOBI.
Conep:xanue
Tema 1.6 Ilpasosoe peryau- | CamocrosiTe/ibHasi padora.
poBaHMe MYHMIMNIAAbHON | M3yunts Marepuan. [loHSTHE W CYIIHOCTH MECTHOTO CaMOYIPaBIICHHS Kak 0co0Oro BHa 4
CIIYKOBI BJIACTHBIX MPaBOOTHOIIEHUH. HopMaTHBHBIE aKThl OPraHOB MECTHOTO CaMOYIPAaBIEHUS U HX
POJTb B OCYIIECTBICHUH (eIePATHHOTO U PETHOHAIBHOTO 3aKOHO/IaTEIIhCTBA.
Tema 1.7 Ilpexnpusitus, Copnepxanue
yupesxxaenusi, opranusanus | [lonarue cyObeKTOB TOCYyJapCTBEHHOIO YIpaBiIeHUS M UX HOPMaTHUBHO-NPaBOBOM craTyc. Bu-
KaK cy0beKTBI rocyaap- JIbI IPEATPUATUHN, YUPEIKICHUN B 3aBUCUMOCTH OT COOCTBEHHOCTH, OPTaHU3alMOHHO-TIPABOBBIX 2

CTBEHHOI'0 yIIPaBJICHUA

dbopm.
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CamocrosiTeqibHasi padoTa:
1. M3yuuts Matepuan. Knaccudukamus opraHu3aiuoHHO-TIpaBoBbIX (popm B PD. [Ipeumymie-

CTBa U HEIOCTATKU OCHOBHBIX ()OPM MPENIPUATHI. 8
2. lloxroroButk cooduienne no teme: «IIpaBoBble OCHOBBI y4acTHsi pyKOBOJAUTEINS B CUCTEME
COLIMAJIBHOT'O TApPTHEPCTBAY
CamocrosiTe1bHasi padoTa:
N3yunts Matepuai. IlpaBoBbie (hOpMBI U YyHUBEpCAIbHbIE METO/IbI YIIPABIEHUS: BUABI, OCOOEH-
Tema 1.8. ®opmbI 1 MeTOABI
FOCY1APCTBEHHOIO YIpaB- HOCTH. 3aKOHHOCTh M JUCLHUIUIMHA C cepe TOCYJapCTBEHHOro ymnpasienus. OnpeneneHue 3a- 12
— KOHHOCTH M JUCHMILIMHBL. [IpuHimnel 3akoHHOCTH. CriocoOb! o0ecrnieyeHns 3aKOHHOCTH U I C-
[UIUTMHBl B TOCY/apCTBEHHOM YIPABICHHUU: OOmIas XapakTepucTuka. [IoAroToBKa MpOEKTOB
yNpaBJIEHYECKUX PEIICHUH.
Paznen 2. HopmaTuBHOe 3aKpenJieHre OCHOB NMOPS/IKA YIPaBJIeHHUs 1eATeTbHOCTHIO IOPUANYECKUX JIMIL. 22/2/18
Conep:kanue
CamocrosiTesbHasi padora:
Tema 2.1. HopmaTusHo- ..
1paBoBast 623a MpeXTPHHH- N3yuuts matepuan. OCHOBHBIEC 3aKOHBI, PErJIAMEHTUPYIOIINE JIEATEIbHOCT MPEIIPUSITHIA: (e-
MATEdLCTBA JiepalibHble 3aKOHbI, TIOCTAHOBJIEHHUS IPaBUTENbCTBA. 3HaUMMOCTh DenepanbHOro 3akoHa Ne 8
209-®3 «O pa3BUTHH MAJIOTO M CPEIHETO MPEANPHHUMATENLCTBA B Poccuiickoit denepannn» B
COBPEMEHHBIX YCIOBUSX.
Tema 2.2. 'ocynapcTBeHHast Conepranue
R ——— fé)];:ynapCTBeHHaﬂ perucTpanys IOpUINIECKUX JIHIL: TIOHSATHE, TIOPSII0K OQOPMIICHHS JOKYMEH- 5
i IIpakTyeckas padora Ne 2. «3anoiHeHNE JOKYMEHTOB O PErHCTPALNU FOPUIHYECKOTO JIHIIA 2
Conep:xanue
CamocrosiTesibHasi padoTa.
Tema 2.3. HopMmbl u npaBuaa | 1. M3yuuts matepuan. Cpoku HHPOPMUPOBAHUS PETUCTPUPYIOLIUX OPraHOB O CO3JIaHUU, JTUK-
UH(GOPMUPOBAHMSA Peru- BUJALIMU U PEOpraHu3alMy OpUIndecKuX Jul. OTBETCTBEHHOCTh 32 HapyIIEHUE MPaBUI WH- 10
CTPHUPYIOIIMX OPraHOB (OpMHpOBaHHUS PETHCTPUPYIOIINX OPTaHOB.
2. IloarotoBuTh coobuieHne Ha TemMy: «Ilopsaok perucTpanyuy IOPUINYECKUX JHIL Pa3HBIX Op-
TaHW3aIMOHHO-TIPABOBEIX (HOPM»
Paznea 3. IIpaBoBoe peryJMpoBaHue TPYAOBbIX OTHOLIEHUI 16/-/12
Tema 3.1. HopmaTusHo- Copepxanue
NpaBoBbIe aKThbl, peryaupy- | Knaccuduxanus HopMaTUBHO-TIpaBoBbIX akToB: KoHctutynus P®, Tpynosoii kogekc PD, 3a- 5

01IHe TPYAOBbIe OTHOIIIE-

KOHBI U ITOCTAaHOBJICHU L HpaBI/ITeHBCTBa.
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CamocrosiTeqabHas padora.

Pemenue 3agau no tpyaoBomy npaBy. [IpumeHeHre HOPMATHUBHBIX IPABOBBIX aKTOB, PEryiu- 6
PYIOIIMX TPYIOBbIE OTHOIIEHUS HA TPUMEPE KOHKPETHBIX CUTYALIH.
Conep:kanue
Tema 3.2. 3aK0HOIATEJIbCTBO v
. ®denepalibHbIC U PETUOHAIBHEBIE 3aKOHBI B chepe TPYJOYCTPOICTBA U 3aHATOCTH HACETCHUS, UX
P® o TpynoycrpoiicTBe 1 2
coJIep’KaHue U 3HAUCHUE i CyOBEKTOB TPYIOBOTO MpaBa
3aHSITOCTH HACeJIeHUS
CamocrosiTesibHas padoTa. PermuTh 3a1aun 110 TpyJOBOMY IMIPaBy 6
Pa3nen 4. HopmaTtuBHO-nnpaBoBbIe aKkThI B cepe nuHpopManum U J0OKyMEHTANNH 33/-/131
Conep:xanue
CamocrosiTesbHasi padora:
Tema 4.1. HopmaTuBHoO- 1. U3yuuts matepuan. OCHOBHBIC IMOHITUS U COCTaB HOPMATHUBHO-TIPABOBOM 0a3bl JICTOTIPOH3-
MeToauYecKas 0a3a geno- | BoactBa. [[OCTsI Ha nokymeHTanuo. ['ocyaapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO obecrie- 8
NMPOU3BO/CTBA YEHUs YIIPABJICHHUS.
2. CoctaButh cxemy: «HopmaTuBHO-MeTOIMYECKas 6a3a IEIOMPOU3BOICTBA»
3. BoimomHUTH paboTy: « AHaJIN3 HOPMATUBHO-METOAMYECKON 0a3bl IEIOTPOU3BOICTBA»
Coaep:xanue
Tema 4.2. 3akononarenbHble | CamocTosiTeIbHasI padoTa:
akTbl P® B cepe nupop- | N3yuuts matepuan. 3akoHoaarenbctBo P®, npaBossie akThl [Ipesunenta, [IpaBurenscrea PO, 8
MAalUH ¥ IOKYMEHTAINHU dbenepalbHBIX OPraHoOB, OPTraHOB HCIOJHUTEIHLHON BIIACTH B 00JIACTU JTOKYMEHTAIIMOHHOTO
obecrieyeHus.
Coaepxanue
Tema 4.3. 'ocynapcrBeHHbIe P
CamocrosiTesibHasi padora:
CTaHIAPThI HA IOKYMEHTAa-
CranmapTt — A€SITEeNbHOCTh M0 YCTAHOBJICHUIO HOPM, MPaBUJI, XapaKTEPUCTUK B ILENAX obecrie-
M0, IPABUJIA XPAHCHUS H 6
yeHusl: 0€30MacHOCTH, Ka4yecTBa, YKOHOMUU 00BbeKTOB. HopMaTHBHBIE JOKYMEHTHI MO CTaHIAp-
c/1a4M IOKYMEHTOB B apXHUB
tuzanuu. [lopsgok 06paboTKM U caaun JOKYMEHTOB B apXHUB.
CamocrosiTesibHast padoTa: MOJrOTOBKA K 3a4ETy 9
6 cemecTp: 3auer 2
Bcero 141
M/IK 01.03 Opranu3zanms ceKpeTapcKoro o0cay;KuBaHuUsl 162/6/138
Paspnen 3. O0ecnieyeHre OPraHM3anMu CEKPETAPCKOro 00CayKUBAHUSA
Tema 1.1 Cexperaps B Coaep:xanue 60/2/50
cTpyKrype ynpasjaenuss | Ucropusi cekperapckux cayxoé B Poccun 2

ITpoobpassl cekperapcekoii npodeccuu B Poccun. [losiBnenne npodeccuu cexperaps B aIMUHUCTpPa-

28




TuBHOM ympaBieHuu B Poccun. Cekperapckoe aeno B konie XIX — nagaine XX BB. I3mMeHenue ot-
HOIICHUHU K CeKpeTapckoii npodeccuu nocue 1917 r

Heo0xoquMoCTh M 3HAUEHHE CEKPETAPCKOI 1eITeJIbHOCTH HA COBPEMEHHOM JTale
BaXHOCTh U IPECTHKHOCTH MPO(eccuu cekpeTapsi, HE0OX0AUMOCTh BHIPAOOTKH TAKTHYHOCTH,
HaBBIKOB OOIIEHHS U KYJIBTYpPhI Tpyna. MecTo U poib CeKpeTapsi B OpraHu3aluu

IIpodeccuonaibHble TPeGOBaHMS K J0KHOCTH cekperaps. [Ipodeccus-cekperaps. O6s3aHHO-
ctu u pyHkuuu. CoBpeMeHHbIe KBaTH(PHUKAMOHHBIE TPeOOBAaHMS K TOJDKHOCTHU cekperaps. Karero-
pUH CEeKpeTapen.

IMpakTnyeckas padora Ne 1. Mcnonbs3oBaHne HOPMAaTUBHO-METOJUYECKUX JTOKYMEHTOB B OpraHu-
3aIMU CEKPETAPCKOTO 00CTY>KUBAHUS

CamocrositesbHas padora: 1. 3yunts maTepuan

TpynoycrpoiictBo cekperaps. CiocoObl TpyoycTpoiicTBa. Ananranus kK padore. Buael aganra-
1uil. Metoarka noucka MHGOPMALUU O BAKaHCUSX CEKPETAPCKUX JAOJKHOCTEH, HCTOUHUKU UH(OP-
Manuu. Bo3MokHOCTH KapbepHOIo pocTa cekperapckoro nepconaia. [lonroroska k cobecenona-
HUI0. 3HaueHre HHPOPMHUPOBAHHOCTHU CEKpeTaps, UCTOUYHHUKH 1osrydyeHHst nHpopmanuu. OCHOBHbIE
MIPUHLIMIIBI 1 OCOOEHHOCTU YCTAHOBJIEHUS JIEJIOBbIX B3aMOOTHOLIEHUN CEKpeTaps ¢ pa3InyHbIMU
KaTEeropusiMu IepcoHaa.

3apyOe:KHbIii ONBIT OPraHU3ALMHU CEKPEeTAPCKOro odcay:kuBaHus. I3MeHenne mecta U poiau
CEKpeTaps B CTPYKTYpE YNPaBJICHUs B IIPOLIECCE CTAHOBIIEHUS W PAa3BUTHS HOBBIX COLMAJIBHO-
SKOHOMMYECKUX OTHOILIEHUH. BiinsHre 0TeuecTBEHHOIO U 3apyOEKHOTO OIbITa HA COBPEMEHHOE
COCTOSIHME OTEYECTBEHHOI'O CEKPETapCcKoro aena. JeareapHoCTh MEeXAyHapOAHON acCOLMaH CEK-
perapen.

HopmaTuBHO-MeTOAMYECKHE OCHOBBI CEKPETAPCKOM 1esiTeIbHOCTH. METOIMKH COCTAaBIICHUS
pestome. [Topsanok oopmiieHus: JOKHOCTHBIX HHCTPYKUUHU. [lopsaok cornacoBanus U yTBepxKie-
HUS JOJDKHOCTHOM MHCTPYKIUH.

3HaHuMsA M yMeHHs ceKkpeTaps. Beicokuii ypoBeHb 0a30BOro o0pa3oBaHusi HEOOXOIUMBIN COBpe-
MeHHOMY cekperapro. IIpodeccnonanbHble 3HaHNUS U HABBIKH.

2. CocraBieHHe TOJDKHOCTHBIX MHCTPYKIIMH B 3aBUCHMOCTH OT KaTErOpuil ceKpeTapsi

50

Tema 1.2 Hopmuposa-
HHe TPY/a cexpeTaps

Conepxanue

26/2/20

YciaoBus Tpyaa cekperaps

[IpaBusnbHas opranuzanus padouero mecra. CTpyKTypa Ae10npON3BOICTBEHHOM c1yO0bl. OCHOB-
HbIe ()OPMBI Ha BBHITIOJHEHUE JIETIONPON3BOICTBEHHBIX oreparuii. TpeOoBaHUs K OpraHu3aluu pa-
60unx MecT. TpeOoBaHUS K CO3JJaHUIO HYXKHBIX YCIOBHH TpyJa.

IpakTuyeckasi padora Ne 2. Opranu3anus padouero mecra cekperapsi. CoctaBieHre MPoeKTa pa-
6ouero Mecra cekpeTapsi.
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CamocrosiTesqibHasi padora:
HopMupoBanue Tpyaa cekperaps
Hopmuposanwne tpyna pabotHukoB ciryx0b1 JIOY. TpeboBaHus K opranu3anuu pabodero Mecra

cekperapsi (DproHOMUKa, OCBEIIEHUE, PACCTAHOBKA MPEAMETOB). TpeboBaHUs K OpraHu3aiiu padbo- 20
4ero MecTa pyKOBOJMUTENSI OpraHU3aluu.
CaHUTapHO-TUTHEHUYECKHE HOPMBI. DcTeTHYeckre HOpMbl. [10AroToBKa K KOHTPOJIBHOM padoTe.
Tema 1.3 ®yukuuu cex- | Coaepranue 44/2/40
perapsi A/IMHHHCTPATHBHBIEe (YHKIMH CeKpeTaps
TexHuueckue cpesicTBa yIpaBiIeHUs B I€ATEIILHOCTH COBPEMEHHOr0 cekpeTaps. [InmanupoBanue pa- 2
6ouero BpeMeHH cekperaps. OpraHu3aloHHas COCTABIIAIONIAs B ESITEILHOCTH CEKpeTaps, o0Imas
xapakrtepuctuka. [lnanupoBanue HenopTopsitomuxcs pador. C60p u cucremarusanus HHGOPMaLUH.
IIpakTuyeckas padora Ne 3. [lnannpoBanue pabodero qHS CEKpeTapst U PyKOBOIUTEISL. 2
CamocrosiTesibHas padora:
1. U3yuuth Matepuan. AHaJIuTHYeCKUE PYHKIMU CeKpeTaps
[TnanupoBanue pabouero Bpemenu pykooauress. Exxennesnuk. IlepBoouepennsie 3anauu. Kapro-
TeKa TeKymux jaei. Pabora mo cOopy mapopmanmm, ncTouHukr nHpopMaruu. [lonck HeoOXouMoi
uHpopmanuu. [Tepepabotka u ctpykrypupoBanue. [ToaroroBka napopmanuu aasi pyKoOBOJAUTEIS.
Pabora ¢ koHpHUIEeHITHATHHBIMI JOKYMEHTAMHU
TexHn4yeckue QyHKUHHU CeKpeTaps
[lewats, TUpakupoBanue u konuposanue. [Ipuem u nepenava daxcos. Mcnonb3oBanue
Internet B paGote cexperaps. CepBuUCHBIE HYHKINU.
OpranuzanuonHbie PyHKINH ceKpeTaps
[IpaBuna Benenus aenosoit Oecenpl. [loaroroBka n oocmyxxuBanue copeutanuii. Iloaroroska xo- 40
MaHMpoBOK. [Ipuem neneranumu.
Jleonpou3BoACTBeHHbIe PYHKIUM ceKpeTapst
[IpenBapuTenbHOE paccCMOTpeHHE TOKYMEHTOB. [lopsaok nmoanucanus, BUBHPOBAHUSI, COTIIACOBAHUS
U YTBEpXk/AeHUS 10KyMeHTOB. THpopManmoHHo-cIipaBoyHas paboTa 1o JokyMeHTaM. Beienue ne-
penucku pykoBoautens. CucreMaTusalys U XpaHeHHe JOKYMEHTOB
2. BeInonHuTh paboThl: 0TPabOTKA HABBIKOB OPTaHU3AIMK U BeJleHUs Tele(hOHHBIX IEPEroBOpPOB,;
opraHmsalys npuema-nepeaaudu TeaedoHorpaMm, hakcorpaMM; MpOTOKOJIMPOBAHNUE COBEIIAHUHN U
KOH(EPEHTHBIX MEPONIPHUATUN; TOJTOTOBKA U IOKYMEHTUPOBAHUE KOMAaHAUPOBOK; pa3paboTKa
0JIaHKOB JJOKYMEHTOB; OTpa0OTKa HaBBIKOB 00paOOTKU BXOJIALIET0, UCXOSIIET0, BHYTPEHHETO J10-
KYMEHTOIIOTOKOB.
Tema 1.4 KauecrBa cexk- | Coaep:kanue 32/-128
peraps Jle;10BbI€ U JIMYHbIE KAYeCTBa ceKpeTaps 2

OcHOBHBIE JCJIOBBIC KaU4€CTBa HCO6XOJII/IMI)IG CCKPETAprO: OPraHu3aTOPCKUC CHOCO6HOCTI/I, OTBET-

30




CTBEHHOCTb, IYHKTYAJIbHOCTb, JIOSIIbHOCTh, YMEHHE XPAHUTH CIIY)KeOHYI0 TaiiHy. JInuHble KauecTBa:
KOMMYHHKA0EIbHOCTb, JOOPOKEIATEIbHOCTh, TAKTHYHOCTD, JTIOO03HATEIPHOCT. IMHIK ceKpeTa-
pA. JlenoBo# STUKET U CEKpeTaphb.

CamocrosiTesibHas padoTa:

1. Co3nanue umMupKa: BepOaIbHOTO, HEBEpOAITBHOT0, KHHETHYECKOTO. CTHUIIB CeKpeTapsi, peKOMEH-
naruu u 3anpeTsl. [IpuBercTBue u npeacrapinenue. Hopmel moBeneHus Ha padoTe. DTHUECKHUE CUTY-
aruu. Borpocsl cyOopaunanuu. PedeBoii STUKET

2. BeIOMTHUTE PaOOTHI: UMUK CEKpETapsi, BH3UTHAS KapTOYKa — BaXKHASI COCTABJISIFOIIAS UMUJKA;
opraHuzanus padoTsl ¢ KOH(pHUACHIMAIBHON HH(DOpMAITUEH.

16

CamocrositesibHas padora. [lonroroska k 3auery 12

S cemecTp: apyrue (popMbl KOHTPOJISA

6 cemecTp: 3auer 2

Bcero 162

Y4yeOHasi NPaKTHKA 36

Buasbl pador:

1. Opranuzanus npuema rnoceTuTenei.

2. [loaroroBka MpOEKTOB yNPaBICHUECKUX PELICHUH.

3. AHanu3 10KyMEHTOIIOTOKOB.

4. Pabota ¢ KoHpUACHIINATbHBIMU JOKYMEHTaMH.

5. Opranu3zanus XpaHeHHus! TOKYMEHTOB U 00eClieueHNe UX COXPAHHOCTH.

IIpousBoacTBeHHAs NPAKTHKA (110 NPOGUIII0 CIEHHATbHOCTH) 36

Buner pabor:

1. U3ydyenue GpyHKUUN U CTPYKTYpPBI JETONPON3BOIACTBEHHOMN CIIYKOBI;

2. BeisiBneHre 0co6eHHOCTEH TOKYyMEHTHUPOBAHUS AE€ATEIIbHOCTH OPraHU3alM1, YUPEKICHUS, TPEANPHUATHS;
3. [ocTpoenne nHPOPMAIIMOHHO-TIOUCKOBOM CUCTEMBI;

4. KOoHTpOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB;

5. Knaccudukanus u cucreMatusanys JOKYMEHTOB, (popMHupoBaHUE JIE.

JK3aMeH (KBAJIN(PUKAIMOHHBII)

Bcero 645

OcBoenune JAUCHUIIIIMHBI MOXET OLITH pPE€AIN30BaHO C MPUMCHCHUEM BJICKTPOHHOT'O 06yqu1/m, JUCTAaHIITMOHHBIX O6pa3OBaTeJ'II)HI)IX TEXHOJIOTHH
B co0TBeTCTBUU ¢ [los105keHNEM O TPUMEHEHUH JIEKTPOHHOTO 00yUeHUs!, TUCTAaHIIMOHHBIX 00pa30BaTeNbHbBIX TEXHOJIOTHHA IPU peanu3anuu o0opa3oBa-
TEJIBHBIX MPOrpaMMaM CpeIHEro MpodeccnoHanIbHOro 00pa3oBaHus, yTBEPKACHHOr0 npeacenareneM yueHoro coera ®I'bOY BO «VITVY».
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4. YCJIOBUS PEAJIM3AIIAA PABOYEN ITPOT' PAMMBI TIPO®ECCHOHAJIBHOT'O
MOAYJISA IIM.01 OPTAHU3BALIUA JOKYMEHTAIIMOHHOTI'O OBECIIEYEHUSA
YHPABJIEHUA U ®YHKIIMOHUPOBAHUA OPI'AHU3 AU

4.1. TpeGoBaHusi K MUHMMAJBHOMY MaTepHaIbHO-TEXHUYECKOMY 00ecrie4eHHI0
Peanunzanus nporpaMmsl MOJYJIsl IIpEeIOIaracT Haluyle yyeOHOro kabuHeTa JOKyMeH-
TAI[MOHHOTO 00ECTICYCHHUS YITPABICHHUS.

Oo0opynoBanue y4yeOHOro Ka0MHeTa NOKYMEHTOBEIEHHS. MOCAJOYHBIC MeCTa JIs
ydamuxcs, pabouee MECTO MperojaBareis, yaeOHas, ClipaBoYHas JIUTEpaTypa, J0CKa ydeOHas,
y4eOHO - METOMYECKas TOKYMEHTAIUS.

Peanuzamus pabodeit mporpaMMbl mpodecCHOHATBLHOTO MOMYJS MpeJroaraeT o0s3a-
TEIBHOE MPOXO0KICHUE TPAKTUKH.

[IpakTuka peanusyercs B (opMe MPAKTHUYECKOW IMOATOTOBKH IMPHU OCBOCHHH 00Opa3oBa-
TEJTLHON MPOrpaMMbl B YCIOBUSAX BBITIOJIHEHUSI OOYYaIOIIUMHUCS OIPEAEICHHBIX BUIOB padoT,
CBS3aHHBIX C Oyaymied mpogecCHOHANbHON NEATENbHOCTHIO M HANpPaBIECHHBIX HAa (OPMUPOBa-
HUE, 3aKpeIUICHUE, Pa3BUTHE TMPAKTHUYSCKUX HABBIKOB M KOMIIETECHIIUHU IO MPOQIIIIO COOTBET-
CTByMOIIEH 00pa30oBaTeNbHON MPOTPaMMBI.

[IpakTuka 00ydaromIKMXCsl TPOBOAMUTCA B COOTBETCTBHM C paboyeil mporpammon u Jio-
KaJbHBIMU HOPMAaTUBHBIMU aKTaMU YHUBEPCHUTETA.

4.2. UndopmanuonHoe odecrieyenne o0ydeHust
[lepedyeHp pekoMeHIyeMbIX y4eOHBIX H31aHuil, ITHTepHEeT-pecypcoB, JOMOTHUTEIHHOM
JIUTEPATYPHI.

OcHOBHBbIC MCTOYHUKH:

° I'mamguii, E. B. JlokymeHTalmoHHoe obecrieueHre yrnpaBleHHs: ydeOHOe TTocoone
/ E.B. T'manuii. — MockBa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpennee npodeccruoHaibHOe
obpasoBanue). — Pexxum poctyma: https://znanium.com/read?id=354819

o brikoBa, T. A. JlokymeHTalmoOHHOE OOecledeHne yIpaBlieHus (IeTOmpON3BO/I-
cTBO): yueOHoe mocodue / T.A. beikoa, T.B. Ky3nenona, JI.B. Cankuna; nox o6ur. pen. T.B.
Ky3HnernoBoii. — 2-e u3f., nepepad. u gomn. — Mocksa: UHOPA-M, 2021. — 304 c. + [lon. matepu-
anbel [DnexTpoHHEIH pecype]. — (Cpennee mpodeccnonansnoe odpasosanue). — ISBN 978-5-16-
013913-5. — Tekct: anekTpoHHBIH. — Pexxum moctyma: https://znanium.com/read?id=360476

. JlokymeHTanimonHoe obecneuenne ynpasiaenus. CoctaBieHne U oopMiICHUE Je-
JIOBBIX JTOKyMEHTOB: yueOHoe nocooue g CIIO / cocraBurenu E. . bammakoBa. — Capatos,
Mocksa: IlpodobpazoBanue, At [lu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,

978-5-4497-0964-6. — Texkcr: AIEKTPOHHBIH. — Pexum JIOCTYTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=103343
. AnekceeBa, T. B. JlokymeHnTanmmonHnoe obecrieuenue ynpasienus: yaeoHuk / T. B.

AnekceeBa, O. A. CtpaxoB. — MockBa: YauBepcuret «Cuneprus», 2020. — 132 ¢. — ISBN 978-
5-4257-0402-3. — Tekcr: 3neKkTpoHHBIA. — Pexxum mocrtyna: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

. Xabubynun, A. I'. IIpaBoBoe obecneueHne npodeccHOHANbHON AeATEIbHOCTH:
yuebnuk / A. I'. Xabubynun, K. P. MypcanumoB. — 2-e u3n., nepepab. u gon. — Mocksa: ®O-
PYM: UHOPA-M, 2021. — 364 c. — (Cpeanee npodeccronaibnoe oopazoBanue). — ISBN 978-

5-8199-0874-7. — TexcrT: AJIEKTPOHHBIN. — Pexum JI0CTyTa:
https://znanium.com/read?id=361001
. I'ypeeBa, M. A. IlpaBoBoe oOecrnedueHre NPOPECCHOHATBHONW AESITEIbHOCTH:

yueOHuK / M.A. I'ypeeBa. — Mocka: ®OPYM: UH®PA-M, 2021. — 239 c. — (Cpeanee npodec-
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cuoHanbHOE oOpa3oBanue). — ISBN 978-5-8199-0743-6. — Tekct: a5meKTpoHHBIN. — Pexum no-
cryma: https://znanium.com/read?id=369665

. Teimenko, A. U. IlpaBoBoe obecrnedeHne mpodecCHOHATBHON AESITEIbHOCTH:
yueOnuk / A.W. Teimenko. — 4-e uzn. — Mocksa: PUOP: UH®PA-M, 2021. — 221 c. — (Cpennee
npodeccuonanibHoe oopazoanue). — ISBN 978-5-369-01657-2. — Tekcr: anmekTpoHHbIH. — Pe-
UM goctyna: https://znanium.com/read?id=379470

o Matsee, P. ®. IlpaBoBoe obOecrneueHue MNpodPecCHOHATBHON ESTEILHOCTH:
Kkpatkuii kypc / P. @. MatBeeB. — 3-¢ usn., ucnp. u jaoi. - Mocksa: ®OPYM: UHOPA-M, 2020.
— 128 c. — (Ilpodeccunonansuoe oopazoanue). — ISBN 978-5-00091-063-4. — TekcT: 271€KTpOH-
HbIi. — Peskum mocryma: https://znanium.com/read?id=356152

. [Ipamxo, I'. C. [IpaBoBoe obecnieuenue npodeccHoOHATBHON e TEIIBHOCTH: yae0-
auk / I'. C. Ilpamnko. — Mocka: PUOP: UHOPA-M, 2021. — 177 ¢. — (Cpeanee npodeccruoHab-
Hoe oOpaszoBanue). — ISBN 978-5-369-01869-9. — Tekcr: snexTponHblil. — Pexxum mocryma:
https://znanium.com/read?id=376972

o Kyxapenko, T. A. IlpaBoBoe obOecrieueHue NpodeCCUOHATBHON ESTEIbHOCTH:
yuebnuk mis CIIO / T. A. Kyxapenko. — Caparos: [IpodobpazoBanue, 2021. — 199 c. — ISBN
978-5-4488-1017-6. — Texkct: AJIEKTPOHHBIH. — Pexum JIOCTyTIA:

https://www.iprbookshop.ru/epd-reader?publicationld=102330

CusakoBa, M. JI. IlpaBoBoe oOecrnieueHue npodeccuoHaNbHON esTeNbHOCTH: MeToau-
YECKHE PEKOMEHAINH JIJIsl BHITIOJTHEHHSI KOHTPOJIBHBIX paboT mo auctumuinHe / Mapuna Jleo-
HugoBHAa CHBaKoBa; YXTHUHCKUW rOCYAapCTBEHHBIM TEXHUYECKUW YHUBEpPCUTET, lIpombliiieH-
Ho-3KoHOMMueckuil jecHor komemk (I[19JIK) MU (CIIO). — Vxra: U3n-Bo YXTUHCKOrO rocy-
JAPCTBEHHOT'O TEeXHMYecKoro yHuBepcutera, 2018. — 12 c¢. — Pexum pocrymna:
http://lib.ugtu.net/book/28332 45 k3.

Cwmupnosa E.I1. [lenonpou3BoacTBo g cekpeTaps. PazpaboTka, y4eT u XpaHEHHE CIy-
YKeOHOM JOKyMEHTAINu [ DNeKTpOHHBIN pecypc]: mpaktuueckoe nmocooue / E.I. CmupHoBa. — 2-
€ U3J. — DIEeKTPOH. TeKCTOBbIe naHHbIe. — CapartoB: Ail [Tu Op Menua, 2019. — 210 c. — 978-5-
4486-0465-2. — Pexxum moctyma: http://www.iprbookshop.ru/79622

JlonoJiHuTeIbHbIE HCTOYHUKH:

o Kysnenosa, U. B. JlokyMeHTallmOHHOE OOeCieueHHe YIpaBICHUS [ DICKTPOHHBIH
pecypc]: yuebnoe mocodbue mus CITO / U. B. Ky3nenosa, I'. A. XauarpsiH. — 2-¢ U311, DIEKTPOH.
TekcToBbIe naHHble. — CapatoB: [IpodobpazoBanue, Aii [Tu Op Menua, 2019. — 166 c. — 978-5-

4486-0404-1, 978-5-4488-0216-4. — Pexum nocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326
L ApacnanoBa, B. A. JloKyMEHTallMOHHOE OOECIEYCHHE YIPABICHUS: y4eOHO-

MpaKkTHYecKoe mocodue B cxemax, Tadnuiax, oopasuax / B. A. Apacnanosa. — 3-e uza. — Cyp-
ryT: CypryTcKuii TOCyIapCTBEHHBIH reaarorndeckuii yausepeutet, 2019. — 240 ¢. — ISBN 978-
5-93190-385-9. — Tekcr: snekTpoHHBIH. — Pexxum mocrtymna: https://www.iprbookshop.ru/epd-
reader?publicationld=94291

5. KOHTPOJIb U OLHEHKA PE3YJIbTATOB OCBOEHUSA
MNPOPECCHOHAJIBHOI'O MOAYJISA IIM.01
OPITAHU3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUSA YIIPABJIEHUSA U
OYHKIIMOHUPOBAHUSA OPTAHU3AIIUU

5.1. KoHTpOJIb M OLleHKa Pe3yJIbTATOB 0CBOeHMsI NMPO(ecCHOHAIBLHOI0 MOAYJISA OCY-
LIECTBIISIETCS. IPENOAABATENIEM B IIPOLIECCE IMPOBEIEHUS TEKYILEr0 KOHTPOJS YCIIEBAEMOCTH
OLICHMBAHME TMPAKTUYECKUX PabOT, TECTUPOBAHHUSA, BBIMOJIHEHHUS] OO0YYAIOIIMMHCS CaMOCTOS-
TEJIbHOM pabOoThI U MPOMEXYTOYHOM aTTECTALUH.

HrtoroBoii ¢hopmoii TPOMEKYTOUYHOM aTTecTallui MO MPOPECCUOHATPHOMY MOJYIIIO SIB-
JsieTcs IK3aMeH (KBaTHM(UKAIIMOHHBIH ).
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Pe3syabTarsl
(ocBoeHHbIE IPOec-
CHOHAJIbHbIE KOMIIe-

TEeHI[UH)

OcHOBHDBIE MOKA3ATEIH OLCHKHU pe3yjabTarTa

®opMbI U METOAbI
KOHTPOJISAA M OLleHKH

KoopnunupoBars pabo-
Ty OpraHusanuu (mpu-
€MHOM pPYKOBOJIUTEIS),
BECTH IPUEM IOCETHUTE-
ne.

— apryMEHTHUPOBAaHHOCTh BBIOOpPa HOpPMATHB-
HBIX MPaBOBBIX aKTOB B YNPAaBICHUECKON Jes-
TEJIbHOCTH;

— JIEMOHCTpalusi 3HAHUH OCHOBHBIX IIPAaBMJI
IIpyueMa IIOCETUTEIICH.

OcymectBiate  paboty
10 TIOATOTOBKE U IPOBE-
JICHUIO COBENIaHWH, Jie-
JIOBBIX BCTpEY, IPUEMOB
Y IIPE3CHTALUMN.

— TOYHOCTbH U TPAMOTHOCTH O(OPMIICHHS J10-
KYMEHTAINH;

— apryMEHTHUPOBAHHOCTH BHIOOpA HOPMATHB-
HBIX IIPABOBBIX AKTOB B YIPABJIEHYECKOMN Aesi-
TEIIbHOCTH;

— JIEMOHCTpAIIUs 3HAHUM OCHOBHBIX MPABUI
MIPOBEACHUS COBEIIAHMH, JIEJIOBBIX BCTPEY,
MPUEMOB U IIPE3CHTAINN;

Ocy1iecTBISITh

MOJrOTOBKY  JICJIOBBIX
MOE3JI0OK  PYKOBOJUTEIIS
U JPYTUX COTPYIHUKOB

— apryMEHTHPOBAHHOCTH BHIOOpPA HOPMATHB-
HBIX IIPAaBOBLIX aAKTOB B ynpaBnqueCKOﬁ AcA-
TEIBLHOCTH;

— pa3paboTka HEOOXOIUMOU IOKYMEHTAIUH;

OpraHu3anuu. — TOYHOCTbH U TPAMOTHOCTH O(OPMIICHHSI JI0-
KyMEHTallWH;
— TpOBEpKa HAJTMYUS B IOKYMEHTax 00s13a-
TEJIbHBIX PEKBU3UTOB.
OpranuzoBbIBaTh — JIEMOHCTpaIys 3HAaHUH HOPM OpraHu3aIluH
pabouee MECTO | pabovero MecTa ceKpeTaps;
CCKpeTaps U | — neMOHCTpalus 3HAaHUI HOPM OpraHU3alHiH
PYKOBOJUTEIIA. paboyero Mecra pyKOBOJUTEIS.
OdpopmIaATe ¥ PETH- | — TOYHOCTH M TPAMOTHOCTH OOPMIIEHHUS JI0-
CTPUPOBATh  OPTaHM3a- | KyMEHTAIUH;
IHOHHO- — BBIOOP U UCIIOJIb30BAHUE PA3TUIHBIX (HOPM
pactopsiANTCIIbHBIC  J10- | I perucTpalyvy JOKYMEHTAlUA U KOHTPOJIS
KYMCHTBI, KOHTPOJMPO- | 33 cpOKaMH €€ UCIIOJIHEHUS;

BaTb CPOKHU HUX HUCIIOJIHEC-
HUs.

— MCIIpaBlIeHHE OLIMOOK B IOKYyMEHTAX pa3-
HBIMH CIIOCO0aMH;

— TpOBEepKa HaJIMYMs B IOKyMEHTax 00s13a-
TEJIbHBIX PEKBU3HTOB;

OOpabatpiBaTh  BXOJIfI-
e U HUCXOAAIHe J0-
KYMEHTBI, CHCTEMaTU3U-
poBaTh WX, COCTaBIIATH
HOMEHKJIATypy Jen |
dbopMHUpPOBaTH JTOKYMEH-
THI B JIeJIa.

— apryMEHTUPOBAHHOCTH BHIOOpA HOPMATHB-
HBIX NPABOBBIX aKTOB MPU PabOTe C apXUBHOU
JIOKYMEHTAIEH;

— JIEMOHCTpAIUs 3HAaHUH OCHOBHBIX TPaBUII
XpaHeHHUs CIIy>keOHOH nH(popMmalmu;

— TOYHOCTH ¥ TPAMOTHOCTH 0(hOpMIICHHUS 10~
KyMEHTaIlH;

— HCIIpaBIIeHHE OMMOOK B IOKyMEHTAX pa3-
HBIMU CIIOCO0aMHU

— TMPOBEpKa HAJIMYMUS B IOKYMEHTax 00s13a-
TEJIbHBIX PEKBU3HUTOB,;

Texkymui KOHTPOJIb:
- YCTHBIN (pOHTAIIB-
HBII OIPOC;

- UHIMBHyaJTbHBIH
OIIpOC;

- cobecenoBaHue;

- TECTUPOBAHUE;

- OIICHKA IIPaKTH4e-
CKHUX padoT;

- JIOKJIQJIbI;

- pedepartsl.
WTOrOBBIi KOHTPOJIB:
- Dk3ameH (KBaJu-
(UKAIOHHBIN).
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CamocTosTenbHO pabo-
TaTh C JIOKYMEHTaMH,
colepKalMu  KOH(H-
JCHIIMAIBHYIO ~ UH(OP-
Maluio, B TOM YHUCIE C
JOKYMEHTaMHU 0 JINY-
HOMY COCTaBYy.

- apryMEHTUPOBAHHOCTH BBIOOpA HOpMa-
TUBHBIX MTPABOBBIX aKTOB MPH padboTe ¢ KoHpH-
JICHIIMAIbHON JOKYMEHTAIIUEH;

- JIEMOHCTpAIIVsI 3HAHUI OCHOBHBIX Ipa-
BIJI 3aIIUTHI CIyeOHOW HHpOpMaLny;

— TOYHOCTB U TPaMOTHOCTh O(pOpMIICHUS J0-
KYMEHTAIIWH;

— WCHpaBleHUE OMMOOK B JOKYMEHTaX pas-
HBIMH CIIOCO0aMH,

— UBJIOKEHUE TOCIEI0BATEILHOCTH YUeTa
KOH(UICHIIMATLHON TOKYMEHTAIUH,

OcymiecTBiiATh  Tene-
¢doHHOE 00CITyKUBaHUE,
OpUHUMATh M Iepeaa-
BaTh (haKChI.

— AEMOHCTpalunsa 3HAHWH OCHOBHBIX IMpaBUI
BCIACHUA TeJ'Ie(i)OHHLIX IIEPErOBOPOB,

OcyiecTBiiATh  MOJATO-
TOBKY JIeJl K Tiepenaue
Ha apXUBHOE XpPaHCHHE.

— apryMEHTHUPOBAHHOCTH BHIOOpPA HOPMATHB-
HBIX IPABOBBIX aKTOB IIPH pabOTe ¢ apXUBHOM
JIOKYMEHTALHEH;

— JIEMOHCTpAIIUs 3HAHUM OCHOBHBIX MPABUIT
XpaHEHUs CITy’)KeOHOU MH(DOPMAIINH;

— TOYHOCTb U TPAaMOTHOCTh O(pOpMIICHUS J0-
KYMEHTALINH;

— H3JI05KEHUE MTOCIEN0BATEIHOCTH yyeTa J10-
KYMEHTOB, MOJIEKAIIUX apXUBHOMY XpaHe-
HUIO,

CocTaBlsITh OIMCH OE,
OCYIIECTBIISITh  TMOJIO-
TOBKY JeJl K Ilepefade B
apXxuB OpraHH3aIlvH,
TOCYJapCTBEHHBIE U MY-
HUIUTIAIBHBIE aPXUBBI.

— apryMeHTUPOBAHHOCTH BbIOOpA HOPMATHB-
HBIX IIPABOBBIX aKTOB IIPpU pabOTe ¢ apXUBHOMI
JOKYMEHTalue;

— JIEMOHCTpAalUs 3HAHUH OCHOBHBIX ITPaBUII
XpaHeHus Ci1y>)keOHOI nH(pOopMaLnu;

— TOYHOCTb ¥ 'PAMOTHOCTb O(hOpMIIeHHUS 10-
KyMEHTalWH;

— M3JI0’KEHUE MOCIIEI0BATEIBHOCTH yUeTa J10-
KYMEHTOB, [TOJIEXKAIUX apXUBHOMY XpaHe-
HUIO.

HOCTBb M Ka4€CTBO.

Opranu3oBbIBaTh COOCTBEHHYIO
JeSITeNIbHOCTD, BRIOMPATh THIIO-
BbBIC MCTOJbI 1 CHOCO6BI BBIITOJI-
HEeHUs MpodeCCHOHATBHBIX 3a-
Ja4, OIeHNBaTh NX Y (HEKTHB-

— BBIOOp U IPUMEHEHHUE METOJIOB U
croco0oB penieHus: npodeccuoHanb-
HBIX 337124 B 0071aCTH OIIeHKH Y hek-
TUBHOCTHU M Ka4eCTBA BBIMOJHCHUS;

Pe3yabTaTsl OcHoOBHBIE OKA3aTeJIM OLEHKH pe- | DopMBbI U MeTO-
(ocBOeHHBIE 001IHE KOMIIETEH- 3yJbTaTa AbI KOHTPOJIA U
1107070 OLICHKH
[Tonumare CymIHOCTb M COLMAlb- | — JAEMOHCTpAIlHs HHTepeca K Oymy- WNuTtepnperanus
HYIO 3HAUMMOCTh CBOEH Oyaymien | meit npodeccun; pe3ynpTaToOB
npodeccuu, NposBIATh K HEl Habmro1eHuit 3a
YCTOMYHMBBIN HHTEPEC. JIESITETbHOCTHEO

oOyuarolerocs B
IpoIrecce 0cBoe-
HUS 00pa3oBa-
TEJIBHOMN MpOrpaMm-
MBI
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[IpuHUMaTh penieHus B CTaH-
JApTHBIX U HECTAHJAPTHBIX CUTY-
aIMsaX U HECTH 32 HUX OTBET-
CTBEHHOCTh

— pCUHICHUC CTaHAAPTHBIX H HCECTaH-
JapTHBIX HpO(i)eCCI/IOHaJ'IBHBIX 3a1ay4,

OcymecTBIATh MOUCK U HCIOJb-
30BaHKe HHPOpPMALIUU, HE00XO-
quMo# 111 9O PEKTUBHOTO BBI-
MOJTHEHUSI PO ECCHOHATBHBIX
3ama4, npo(ecCHOHAIBHOTO U
JIMYHOCTHOTO PAa3BUTHUSL.

— 3¢ dEeKTUBHBIN TOUCK HEOOXOIUMOM
nHpopMmanuu;

— WCMOJB30BAaHUE PA3IUYHBIX UCTOYU-
HUKOB, BKITIOYasl 3JICKTPOHHBIE;

Hcnonb3oBath nHGOPMaLIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHHI
B IIpo(heccuoHaNbHOI J1esTeNb-
HOCTH.

— paboTa Ha KOMIIbIOTEpax;

PaGoTarhb B KOJJICKTHBE U KOMaH-
ne, 3pHeKTHBHO 00MATHCS ¢
KOJIJIETaMH, PYKOBOJICTBOM, IO~
TPEOUTEISIMH.

— B3aMMOJICUCTBUE C OO0YYarOIUMHU-
csl, TIPEToaBaTelIIMA U MacTepaMu B
X0J1e 00y4YeHHs;

Bpath Ha ce0s1 OTBETCTBEHHOCTD
3a paboTy WICHOB KOMaH/Ibl
(OJYMHEHHBIX), pE3YJIbTAT BbI-
NIOJIHEHHUS 3aaHUH.

— caMOaHaIW3 U KOPPEKIHUs pe3yib-
TaTOB COOCTBEHHO PabOTHI;

CaMocCTOSATENBHO ONPEIEIATh
3a7a4u IpoQecCHOHAIBLHOTO U
JMYHOCTHOTO Pa3BUTHSA, 3aHU-
MaTbCs caMo0Opa30BaHUEM, OCO-
3HAaHHO TUTAHUPOBATH MOBHIIICHUE
KBaJIM(DUKAITIH.

— OpraHu3anus CaMOCTOSITEITbHBIX
3aHATUH TpU U3Y4eHHH Mpodeccuo-
HAJIbHOTO MOJTYJIS;

OpueHTHPOBAaThCSI B YCIOBUAX
4yacToOll CMEHBI TEXHOJOTHUi B
popeCCUOHANIBHONU  JIesATEIbHO-
CTH.

— aHaJU3 WHHOBAIMHA B 00J1acTH
JIOKyMEHTOBE/ICHHSI,

5.2. CTpyKTypa U NIpUMepHoOe COJepPKaHie OLEHOYHbIX MAaTePUAJIOB /sl IPOMEXKY-

TouHOM arrecTramuu mo [TM.01

OK3aMeH (KBaHH(bHKaHHOHHBIﬁ) MMPOBOAUTCH I1O 9K3aMCHAIIUOHHBIM ouieTaMm.

Teopernueckne BONpoOckI AJ1sl IK3aMeHa (KBAJIM(PUKALMOHHOTIO0).

O JAN DN KW~

. TpynoBast qucuuIInHa.
9. Umux cexperaps.

. Kareropuu u Buzasl cexperapeil.
. Pabouee Bpems 1 Bpemst OT/IbIXa.
. O0s13aHHOCTH CeKpeTaps B MPOIIECCE MOATOTOBKH U IPOBEICHUS COBEIIAHHIH.
. OTpacnu poccuiickoro mnpasa.

. TpeGoBaHwmst K BHENIIHEMY BHJTy CEKpeTapsi.

. 3amuTa mpas Ha JAOCTYI K UH()OPMAIIHH.

. Opraausanust u 000py10BaHHE pabOUYero MecTa ceKpeTapsi.

10. IIpaBo Ha MOMCK, MOJTYYEHUE U UCIIOIb30BaHNE HH(POPMAITUH.
11. KyneTypa peun cekperaps.

12. 'apaHTy KOMIEHCALMH U JIbTOTHI.

13. Opraamu3zaropckue GyHKIMH CEKpeTaps.




14.
15.
16.
17.
18.
19.
20.

21

28

41

Orpanunyenus A0cTyna K MHGOpMaIMK Ha OCHOBE 3aKOHA.
Jlenonpon3BoACTBEHHBIE (PYHKIINU ceKpeTapsl.

3amTa npaB Ha JOCTYI K HHPOPMALIUH.

B3anmooTHoIIeHUS ceKkpeTapsi ¢ KOJUIEKTHBOM.
WNudopmanroHHbIe TPaBOOTHOIICHHS.

Opranusanys ¥ IpoBEJICHUE TPOTOKOIBHBIX MEPOTIPHSTHIA.
[TpaBoBOE perynupoBaHue BHYTPEHHETO TPYIOBOIO paclopsiIKa.

. 3HaHUS ceKpeTaps KOPHOPATUBHBIX 3HAKOB BHUMAHUSI.
22.
23.
25.
26.
27.
. [IpaBoBO€ perynupoBaHue JOrOBOPHBIX OTHOIICHHH.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

KoHcTUTYIMOHHBIE OCHOBBI IIPABOBBIX IAPAaHTUM.

3HaHMWE U YMEHUS CEKpeTapsl.

Pabota cexperapst ¢ KOHQHICHINATBHBIMHA JJOKYMEHTAMH.
IIpodeccuonanbHast JeSITEIBHOCTD.

[TonsiTHE «TIOCOOHOE XO3SUCTBOY» CEKpeTaps.

O0s13aHHOCTH CEKpETapsi MO MOJATOTOBKE KOMaHIUPOBOK.
[IpaBo Ha MOUCK, MMOJy4YE€HUE U UCTIONb30BaHHE HH(DOPMALIUH.
OpFaHI/IBaIII/DI JACJIOBBIX ITPUCMOB.

HcTounuku nHMOpMaIIMOHHOTO TIpaBa.

B3anMooTHOI1IEHUS CeKpeTaps ¢ KOJUIEKTUBOM.
NudopmanroHHbie IPaBOOTHOIICHHUS.

[ToaroroBka v NpOBEAEHUE COBEIIAHUM.

[IpaBocrocoGHOCTS, 1€€CIOCOOHOCTb.

[TpodeccronanbHast STHKA CEKpeTapsi.

HopMmaTtuBHBIe aKTbl, peryIHpYIOIIHE TPYAOBbIE OTHOIICHUS.
JInyHOCTHBIE KaueCcTBa CEKpeTapsl.

CyOBbeKThI TpyI0BOTO MpaBa.

. JlenoBble kagecTBa cexpeTaps.
42.
43.
44.
45.
47.
48.
49.
50.
51.
52.
53.
54.
55.

TpynoBslie CIIOPBL.

Pabora cexperaps mo 6€3 JOKYMEHTHOMY OOCITY)KMBaHHUIO.
IIpaBoBO€ perynmupoBaHue 3aHATOCTH.

Pabora cexperaps ¢ uHpopMauei st pyKOBOIUTENS.
Hctopus cexperapckux ciyx6 B Poccun.

PaGouee Bpemst 1 Bpems OT/bIXa.

Ponb cexperaps B ynpaBieHUYECKON AESTEIBHOCTH.
[IpaBoBoe perynupoBaHue TPYIOBbIX OTHOIIEHUH.
WuTepHer B paboTte cekpeTapsi.

[IpaBoBoe perynupoBaHye JOTOBOPHBIX OTHOLICHHI.
Kareropuu 1 pa3sHOBUAHOCTH CEKpeTapcKoil mpogeccuu.
CyOBeKT mpeAnmpUHUMATETbCKOU IeATeTLHOCTH.

OCHOBHBIC ITUYECKHE Tpe6OBaHI/I}I K BCACHUIO TGJIC(I)OHHBIX MEpEroBOPOB.

56.Tpu BeTBU BIACTH: 3aKOHOATEIbHAS, ICTIOJHUTEIbHAS, Cy/1eOHAasl.

57.
58.
59.
60.

Kynberypa nenoBoro oOrmieHus: cekperapsi.
KoHcTuTyimoHHsle OCHOBBI MECTHOT'O CAaMOYIIPABIICHUS.
TpeboBaHust K BHEIIIHEMY BUY CEKpeTapsl.
KoHcTuTynus u rocyjapcTBeHHOE yIIpaBlieHUE.

IMpakTuyeckue 3a1aHust 1A IK3aMeHa (KBAJU(UKATMOHHOIO)
1. CocTaBuTh 3asiBICHUE O IPHEME Ha padoTy.

2. CocTaBUTh 3asBlIeHUE 00 YBOJIbHEHUU.

3. CocTaBuTh 3asBIICHHE O MPEAOCTABICHUH €KETOJHOTO OTITYCKa C OTUIATOM JIbIOTHOTO

mpoes3Ja.

4. CocTaBuUTh pe3roMe.
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5. CocraBuTh aBTOOMOrpaduio.

6. CocTaBUTh JOKJIAHYIO 3AMKUCKY.

7. CocTaBUTh OOBSCHUTEIBHYIO 3AIHCKY.

8. CocTaBUTh MpPUKA3 [0 OCHOBHOU JESATEIBHOCTH.

9. CocTaBUTh NMCHMO-TIPUTIIALLIEHUE.

10. CocTaBUTh MUCHMO — MO3PaBICHUE.

11. 3anonuuTh KapTouky popmer T-2.

12. BHecTH 3anuch B TPYJIOBYIO KHIDKKY O IIpHEMeE Ha palboTy.

13. BHecTH 3anuch B TPYIOBYIO KHIKKY 00 YBOJBHEHUH COTPYIHUKA.

14. 3anonuuth hopMy MpUKasa 1o JIHYHOMY COCTaBy O MpueMe Ha paboTy.

15. 3anmonHuTs hOpMy MpUKa3a MO JINIHOMY COCTaBy 00 YBOJILHEHUHU.

16. CoctaBuTh crpaBKy ¢ MecTta pabOThl O MecTy TpeOoBaHHUs O Mepuojie paboThl B
YUPEXKJICHUU.

17. CocTaBUTh IpUKa3 1O OCHOBHOM AEATEIBHOCTH «O MPEMUPOBAHUM TPEX COTPYIHHUIL
B CBSI3U C MEXIYHAPOJHBIM KEHCKHUM JTHEM «8 MapTay.

18. CocTaBUTh pEKOMEHIATENBHOE MUCHMO.

19. CoctaBUTh NPETEH3MOHHOE MHUCHMO O HE HAJICXKAIIEM KaueCTBE MPUOOPETEHHOIO
TOBapa.

20. 3anonHuTth popMy MpUKaza O MPEIOCTABICHUU €KErOJHOTO OCHOBHOTO M JIOTIOJIHU-
TEIBHOTO OTITYCKA.

21. 3anoJHUTH TPYIOBOM JOTOBOP.

«O MOCTOSIHHO JACUCTBYIOLIEH dKCIEPTHOM KoMHccuny. B cocTtaB KOTOpOil BXOS: AUPEK-
Top OOO «Crpoiiuaeect» WU. U. MBanos; rnasusiii Oyxranrep II. II. IlerpoBa; HauanbHHUK
ciyx6b1 JJOY C. C. CMupHOB.

22. 3anomHUTHh (HOpMy IMpHKa3a Mo JMYHOMY cocTaBy «O KOMaHAMPOBAHUHU COTPYAHH-
Kay.

23. CocTaBUTh TUTYJIBHBIN JIUCT Y CTaBa OPraHU3aIUH.

24. CoctaBuTh (hOpMy IPOTOKOIIA.

25. CoctaButhb npoekT [1onoxkeHust 0 CTpyKTypHOM IO/Ipa3IeIeHUH.

26. CocTaBUThH 3asiBICHUE HA MPEIOCTABICHUE y4eOHOTO OTIYCKa C COXPAaHEHUEM Cpel-
Hero 3apaboTka. B 3asBiIeHNM yka3aThb OCHOBaHHE AJIs MPEJOCTABICHUS OTIIYCKa, CPOKH OTIYC-
Ka.

27. BHecTH 3amuch B TPYIOBYIO KHHKKY O TIpHEME Ha padoTy.

Kpurepun onenuBanus:

«5» (0OTJIMYHO) — 3a IITYOOKO€ U MOJIHOE OBJIAZICHHUE COJepkKaHUeM y4yeOHOro MaTepuana,
B KOTOpOM 0Oyyaronuiicss CBOOOHO U YBEPEHHO OPUEHTUPYETCS; 3 YMEHHUE MPAKTUUECKH MPHU-
MEHSTh TEOPETUYECKHE 3HAHMS, BBICKA3bIBaTh U OOOCHOBBIBaThH CBOM CyXkaAeHUs. OueHka «5»
(0TIIMYHO) MpeoiaraeT rpaMOTHOE U JIOTUYHOE U3JI0’KEHUE OTBETA.

«4» (Xopowo) — eciau 00y4aroImUiCs MOJHO OCBOMJI YUeOHBIM MaTepHal, BiaJaeeT Hayd-
HO-TIOHATHIHBIM anmnaparoM, OPUEHTUPYETCS B M3YYEHHOM Marepuaie, OCO3HAaHHO IMPUMEHSET
TEOpEeTUYEeCKHE 3HAHUS Ha MIPAKTHUKE, IPaMOTHO M3JIaraeT OTBET, HO COJepKaHue U popma OTBe-
Ta UMCHOT OTACIJIIbHBIC HETOYHOCTU.

«3» (Y10BJIeTBOPHUTEJIBHO) — €CITU 00yUaloNMiics OOHApYKHUBAET 3HAaHUE U TOHUMaHUE
OCHOBHBIX TOJIOKE€HUI yueOHOro MaTepuaia, HO M3JIaraeT ero HEemoJIHO, HEMOCJeI0BaTeNbHO,
JIOTTYCKAaeT HETOYHOCTH, B NPUMEHEHHU TEOPETUYECKMX 3HAHUI IPU OTBETE Ha IMPAKTHKO-
OpPUEHTUPOBAHHBIE BOIIPOCHI; HE YMEET J10Ka3aTeIbHO 00OCHOBATh COOCTBEHHBIE CYK/ICHUS.

«2» (Hey/I0BJIETBOPUTEIBHO) — €CITH 00YJaroIIHiics UMeeT pa3po3HEHHbIE, 0eCCUCTEM-
HBIC 3HAHUA, OJOITYCKACT OIIIMOKHU B OIpECaACIICHUU 0a30BBIX HOHHTI/Iﬁ, HCKaXXac€T UX CMBICJI; HC
MOJKET IIPAKTUYECKH TPUMEHATH TEOPETUUECKUE 3HAHMSL.
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