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ITACIIOPT PABOYEM ITPOI' PAMMGBI ITPO®ECCUOHAJIBHOI'O MOJIVJII

IIM.01 Opranu3zanus JOKYMEHTAIlHOHHOT0 o0ecneYeHusi yIpaBJIeHUA U
(pyHKIIMOHMPOBAHUSA OPraHU3aLUH

1.1. OOaacTh npuMeHeHus1 padoueil MporpaMmbl

Pabouas nmporpamma npodeccuoHanbHOT0 MOAYI (faiee padboyas mporpamma) —
ABJISIETCSI 4YaCThIO MPOTPAaMMbI TMOJTOTOBKHM  CICIMAIIMUCTOB CPEIHEro 3BEHAa B
cootBeTcTBUM ¢ PI'OC 1o cnenuanbHocTH 46.02.01 /lokyMeHTaImoHHOE 00eCIIeueHNE
VIOPABJICHUS U aPXUBOBEJCHUE B YaCTH OCBOCHHUSI OCHOBHOTO BHJA MPOGheCCHOHATBHON
nestenbHocTH (BILJ]): Oprannszanus JOKyMEHTaUMOHHOTO 00O€CII€YEHHUs YIPABICHUS
U (QYyHKIIMOHUPOBAHHS OPTaHU3AIlUM W COOTBETCTBYIONIUX TMPO(HEeCCHOHATHHBIX
kommereHiui (I11K):

[IK 1.1. KoopauaupoBate paboTy opraHu3anuu (MPUEMHONM PYKOBOJIUTENS),
BECTH IIPUEM ITOCETUTETIEN.

[1IK 1.2. OcymiecTBasTh paboTy MO TOATOTOBKE M MPOBEIACHUIO COBEIIAHUM,
JICTIOBBIX BCTPEY, MPUEMOB U MPE3CHTAIIHI.

[1K 1.3. OcymiecTBasITh MOATOTOBKY JEIOBBIX MOE3I0K PYKOBOJMUTEINS U JAPYTUX
COTPYIHHUKOB OpraHU3aIIUU.

[1K 1.4. OpranuzoBbIBaTh pabodyee MECTO CEKpeTapsi U pyKOBOIUTEIS.

[IK 1.5. OgopMsiTh U PETUCTPUPOBATH OPTAHU3AIMOHHO-PACTIOPSAIUTEIHHBIC
JIOKYMEHTBI, KOHTPOJUPOBATh CPOKHU UX UCIIOJIHEHUS.

[1K 1.6. O6pabaTrIiBaTh BXOJISIINE u UCXOIAIINE JOKYMEHTHI,
CHUCTEMATHU3UPOBATh UX, COCTABJIATH HOMEHKJIATYPY Jied U (POPpMUPOBATh TOKYMEHTHI B
aena.

[IK 1.7. CamoctoarensHO  paboTaTh €  JOKYMEHTaMH,  COJEp KalllUMH
KOH(HUIESHIUAIBHYIO MH()OPMALIMIO, B TOM YUCJIE C JOKYMEHTAMHU 110 TUYHOMY COCTAaBY.

[1K 1.8. OcymecTBisaTh TenedoHHOE OOCTy)KMBaHHWE, MPUHUMATh U TIEpEIaBaTh
(daxkchl.

[1K 1.9. OcymiecTBasTh HOATOTOBKY JIeN K TIEpeiaue Ha apXUBHOE XpaHEHHE.

I1K 1.10. CocTaBisdTh ONMUCH I, OCYIIECTBISATHh MOATOTOBKY i K Iepeaade B
apXWB OpPraHU3aIliy, TOCYIapPCTBEHHBIE U MYHUIIUITAIHBIC apXUBHI.

Pabouas nmporpamma mpodecCHOHATIBHOTO MOIYJIS MOXET OBITh MCITOJIb30BaHa
B JIOMIOJHUTEIHLHOM MpodecCHOHATBPHOM O00pa3oBaHMUM U MPOodecCHOHATBbHOMN
MOJATOTOBKE B 00JIACTH OPTaHMU3AIMU JOKYMEHTAIIMOHHOTO OOECTICUCHUs YIpaBICHUS
Ha 0aze cpenHero (ImoJiHoro) ob1ero oopazoBanus. OnbIT pabOTHI HE TPeOyeTCs.

1.2. Heau u 3aaa4u npo¢ecCHOHATBHOTO MOAYJIS — TPeOOBAHUS K
pe3yJbTaTaM 0CBOCHHUsI NPOGeCcCHOHATBHOI0 MOLYJIA
C nenbio OBJalEHUs yKa3aHHBIM BHUJOM MPO(ECCHOHAIBHON NEATENbHOCTH U
COOTBETCTBYIOIIUMHU MPO(PEeCCHOHATBHBIMU KOMIIETEHUUSAMU OOYyYaloIIUics B XOje
OCBOEHUS PO(HECCUOHATIBHOTO MOAYJIS JOJIKEH:
UMeTh IPAKTHYECKUI ONBIT:



— OpraHu3anuu  JOKYMEHTAIIHOHHOTO oOecrieueHus:  ympaBJeHUS u
(GYHKIIMOHUPOBAHUS OPTaHU3AIUY.
yMeThb:
— MPUMEHSATh HOPMATHUBHBIE TIPABOBBIC AKTHI B YIIPABICHYECKOH €SI TEIbHOCTH;
— MOJTOTABIMBATH MPOEKTHI YIIPABICHYCCKUX PEIICHHUI;
— 00pabaThIBaTh BXOMAIINE M UCXOJSIINE JOKYMEHTHI, CHCTEMAaTH3UPOBATh WX,
COCTaBIIATb HOMEHKJIATYPY el U GOPMUPOBATh JOKYMEHTHI B J€1a;
— TOTOBUTh W TPOBOJUTH COBEUIAHMS, JEJOBbIE BCTPEYH, IMPUEMBI WU
pe3eHTAIUH.
3HATH:
— HOpPMATHBHBIC TIPABOBBIC aKTHl B OOJACTH OpTaHMU3AIMU YIpPaBICHUYCCKOU
NeSITeTbHOCTH;
— OCHOBHBIE TTpaBUJIa XPAHEHHS U 3aIIUTHI CITYKEOHON MH(DOPMAIIHH.
1.3. KouuyecTBO 4yacoB Ha  OCBOeHHe  paldoyeil  mporpamMmbl
npo¢ecCHOHAILHOI0 MOXYJIS:

Bcero — 622 yacoB, B TOM 4YHCIIC:

MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromierocs — 360 4acoB, BKITIOYast:
00s13aTeIbHON ayTMTOPHOU yueOHOI Harpy3ku odydaromerocs - 240 4acos;
CaMOCTOSITENbHOM paboThl oOydaromerocs - 120 gacos;
y4eOHOI 1 IPON3BOICTBEHHOM npakTuku - 190/72 vacos.

2. PE3YJIBTATBI OCOBEHUS ITPO®PECCHUOHAJIBHOI'O MOYJIsA

PesynpTaTom ocBoeHuUs podheCcCHOHATBHOTO MOTYJIS SIBJISIETCS OBJIAJICHUE
00yJaroIMMUCs BUIOM PO eCcCUOHATBHOM IeITeTbHOCTH TI0 OpraHu3aIiu
JOKYMEHTAITMOHHOTO 00eCTICUeHHsI YIIpaBiIeHUs U (YHKIIMOHUPOBAHUSI OpraHU3alliy, B
toM unciie npodeccruonanbubiMu (I1K) u o01mumMu KoMIeTeHIUAMH:

Kon HanMeHoBaHue pe3yabTaTOB 00y4eHHs

IIK 1.1. KoopnunaupoBaTs paboTy opranu3anuu (IpueMHON pyKOBOAUTENA), BECTU
IIPUEM MTOCETUTEIIEH.

IIK 1.2. OcymiecTBisATh pabOTy MO TMOJATOTOBKE U TMPOBEICHUIO COBEIIAHUH,
JIEJIOBBIX BCTPEY, MPUEMOB U MPE3CHTALIHIA.

IIK 1.3. OcylIecTBISATh MOJATOTOBKY JEIOBBIX MOE3/I0K PYKOBOAMUTEIS U JIPYTHX
COTPYJHUKOB OpTraHHU3alluH.

IIK 1.4. OpraHu3oBBIBaTH pabodee MECTO CEKPETapst U PyKOBOJIUTEIIS.

IIK 1.5. OdopmiiiTh W PETUCTPUPOBATH OPTAHU3AIMOHHO-PACTIOPSIUTEIHHBIC
JIOKYMEHTBI, KOHTPOJIUPOBATh CPOKU UX HUCIIOJTHEHUS.

IIK 1.6. OO6pabaThIBaTh BXOJAIINE U UCXOJAIINE JOKYMEHTBI, CHCTEMaTU3UPOBATh
WX, COCTABJISITh HOMEHKJIATYPy A€l U GOpMHUPOBATH JOKYMEHTHI B Jieja.

IK 1.7. CamocTosiTennbHO ~ paboTaTh Cc JOKYMEHTaMH, coaep KaluMHu
KOH(PUIECHIIUATbHYIO HHGOPMAIIMIO, B TOM 4YHUCIE C JOKYMEHTAaMH I10
JUMYHOMY COCTaBY.




IIK 1.8. OcymiecTBisATh TenedoHHOE OOCTy)KMBaHUE, MPUHUMATh U Iepe/aBaTh
(dhakchl.

IIK 1.9. Ocy1iecTBIATh MOJATOTOBKY A€M K NEpeadye Ha apXUBHOE XPAHEHUE.

IIK 1.10. CocTaBisaTh ONMUCH I, OCYIIECTBISATH MOATOTOBKY JIeNl K Mepejaye B
apXWB OpraHU3alvu, TOCYJAPCTBEHHBIE M MYHHITUTIAJIbHBIC APXUBHI.

OK 1. [loHuMaTh CYIIHOCTh M COIMAJIbHYIO 3HAUYMMOCTh CBOEH Oymyuien
npodeccu, MPOSIBJISITH K HEM YCTOMYUBBIA UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JICSITEIbHOCTh, BBIOMPATh THUIIOBBIC
METO/Ibl M CIOCOOBI BBIOJHEHUS MPOGECCUOHANBHBIX 3a/1a4, OLIEHUBATh
ux 3((HEKTUBHOCTH U KaueCTRBO.

OK 3. [IpyHUMaTh pemieHuss B CTAHJAPTHBIX M HECTAHIAPTHBIX CUTYyalUsX WU
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. Ocy1iecTBIsATh TOUCK U UCIOJIb30BaHUE UH(POpMAIUU, HEOOXOAUMOM ISt
3¢ (HEeKTUBHOTO BBIITOJTHEHUS npodeccHoHaIbHbIX 3a1ad4,
PO(PECCUOHAIBHOTO U JIMYHOCTHOT'O Pa3BUTHSI.

OK 5. Hcnonb3oBaTh HMHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
po(eCcCUOHANILHOM IeSITEIbHOCTH.

OK 6. PaGoTath B KOJUIEKTHBE U KOMaH/E, 3 (HEKTUBHO 00IIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, NMOTPEOUTEIISIMHU.

OK 7. bpate Ha ce0s OTBETCTBEHHOCTh 3a paldOTy WIEHOB KOMAaH]IbI
(MOTYMHEHHBIX ), PE3YJIbTAT BLITIOJHEHUS 3aIaHUI.

OK 8. CaMOCTOSITENBHO ~ ONpEAENATh  33aJadyd  MNPOPECCHOHAIBHOIO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMAThCS CaMOOOpPa30BAHHUEM, OCO3HAHHO
TJIAHUPOBATH MOBBIIICHUE KBATU(UKAIUH.

OK 9. OpueHTUpPOBAaThCA B YCJIOBUAX  YaCTOM  CMEHBI  TEXHOJIOTHUM

B MTPO()ECCUOHATILHOM JCSITEIIbHOCTH.




3. CTPYKTYPA U ITIPUMEPHOE COAEP KAHUE ITPO®ECCHUHOHAJIBHOT'O MOAYJIA

3.1. TemaTuyeckmii njan npogeccunoHanbHoro moayJisi [IM 01. Opranu3zanusi J0KyMeHTALHOHHOT0 00ecreYeHust

ylpaBJiieHus U (YHKIMOHMPOBAHUS OPTraHU3aIlUN

Koani HaumeHoBanue pa3jesoB npogecCHOHAIBLHOTO Bcero O0beM BpeMeHH, OTBeI€HHbIH HA 0CBOEHHE IIpakTuka
npodeccHona MoAayJIst Jacos MEKTUCHUIIMHAPHOTO0 Kypca (KypcoB)
bHBIX (maxc.
KOMHeTeHul/lﬁ y ueoHas O0s3aTe/IbHASL ayAUTOPHAS y4eOHasi HATpy3Ka CamocTosiTeIbHAS YyeoHasn, Mpoussoac
Hacpyska u obyuarouerocs paboTta oGy4aroumerocs 4acoB TBEHHAsI
npakmuxa) (o
npoduiao
crenmalIbH
0OCTH), 4YacOB
Bceero, B T.4. B T.4Y. KypcoBasi Bcero, B T1.4.
4acoB J1a0opaTopHbIe pa6oTa (IpoeKT), 4acoB KypcoBasi
padoThbl U 4acoB pabora
NpPaKTHYeCKHe (mpoekr),
3aHSTHSA, YACOB 4acoB
1 2 3 4 5 6 7 8 9 10
OK1-9 MJK.01.01. loxkyMeHTallHOHHOE 156 104 30 20 52 20 - 36
K 1.1.-110 | ofecnieuenne ynpasJjenus
OK1-9 MJIK. 01.02. IIpaBoBoe peryjupoBanue 84 56 20 - 28 - 36
NK1.1.-110 | ynpaBienueckoii 1esiTeJbHOCTH
OK1-9 M/K.01.03. Opranu3anusi CEeKpeTapcKkoro 120 80 40 - 40 - - 36
00cTy:KMBaHUS
K 1.1.-1.10
IIpou3BoaCTBEHHASI MPAKTHKA, YACOB 262 190 72
Bcero: 622 240 90 20 120 20 190 72




Conep:xkanue o0ydenus mo npogeccuonanbuomy moayJsao I[IM 01. Oprannzanusi I0KyMEeHTAIHOHHOTO O0ecleYeHust

ynpasJjieHusl 1 PYHKUMOHUPOBAHUS OPTraHU3AIUN

HanmenoBanue pasiesioB ConeprkaHue y4e0HOT0 MaTepHaJsa, 1a6opaTopHbie padoThl H MPAKTHYECKHE 3aHATHS, CAMOCTOsITEJIbHAas padoTa Oobem YpoBeHns
npodgeccHOHATBLHOT0 MOAY.JIA o0yuvarommuxcsi 4acoB OCBOCHUS
(IIM), MeRIMCLHUIITTHHAPHBIX

kypcoB (MJK) u Tem
1 2 3 4
M/IK.01.01 104
JlokyMeHTallMOHHOe o0ecrneyeHne
ynpaBJieHus
PA3JIEJI 1: O6mue nono:xenns JJOY 18
Tema 1.1 IlonsaTue ConepxaHue 8 1
AOKYMEHTAIHOHHOT'O 1 Beenenue. llemn, 3amaunn u mnpeamer MJIK 01.01. Crpykrypa, mnpodeccHoHanbHas 3HAYUMOCTb,
obecnieuenus ynpasjieHus MEXIpeaIMeTHbIe CBs3H. [IpodeccronanbHas 3HaunMOcTh 3HaHWE J[OY B MOATOTOBKE CHEHHUAUCTA IO
JOKYMEHTAIIMOHHOMY 00€CIICUCHHUIO YIPaBICHNUSI.
2 OCHOBHBIE OHSATHS: AEIONPON3BOICTBO, JOKYMEHT, apXHBOBecHUE. VICTOpHS pa3BUTHS AEIONPOU3BOICTBA
B Poccum.
3 HopmatuBHO-TIpaBoBoe obecmiedenne poccuiickoro aenonpousBoactsa: [CHOY, TOCT P 6.30 - 2003
4 YHuubukauus U CTaHIapTH3ALUs yIPaBICHYECKONW IOKYMEHTALUH: MOHITHE, YHU(PUIUPOBAHHBIE CHCTEMBI
JIOKyMEHTAI[M1, METO/Ibl YHU(HUKAIMH, BUIBI CTAHAAPTOB
5 O6u1re HOPMBI U ITpaBUiIa 0POPMIICHUS TOKYMEHTOB
Tema 1.2 CocraB u opopmiienne | CoaepkaHue 8 1
PEKBU3HTOB I0KYMEHTOB 1 CocTaB M CXeMBbI PacloIoKeHHUs PEKBU3UTOB. Bupl 651aHKOB.
2 Hopwmel 1 TpeboBaHus K pa3MEICHHIO PEKBU3HTOB
IIpakTHyeckne 3aHATHSA 4 2
1 H3y4yeHne cocTaBa M CXEMbl PaCHOIOKEHUSI PEKBU3UTOB OJIAHKOB JJOKYMEHTOB
2 OdopmiteHHe Pa3ITUIHBIX BHJIOB OJAaHKOB
PA3JIEJI 2. CucTeMbl JOKYMEHTAIINH OPraHU3aALHHA 32
Tema 2.1. Opranu3anmoHHO- Coaep:xkanue 4 1
NpaBoOBbIe IOKYMEHTBI 1 | Oprann3aMOHHO-TIPABOBBIE JOKYMEHTBI: TIOHSTHE, BHJIBI, CTPYKTYpa
IIpakTHyeckHe 3aHATHSA 2 2
1 | OcopmiteHHE OCHOBHBIX BHI0B OPraHH3alHOHHO-TIPABOBBIX TOKYMEHTOB
Tema 2.2. PaciopsigutebHbIe Coaep:xkanue 6 1
JOKYMEHTBbI 1 | PacniopsiiuTesbHble JOKYMEHTbI; OHATHE, BU/IbL, CTPYKTYPA.
IIpakTHyeckHe 3aHATHSA 4 2-3




1 OdopmiieHHe pacTopsIIUTENbHBIX JOKYMEHTOB
2 OdopmiieHHE pacTopsIIUTENbHBIX JOKYMEHTOB
Tema 2.3. UudopmannoHHo- Copep:xanue 8 1
CIPaBOYHasi IOKYMEHTALUS 1 WudopmannoHHo-cIipaBoYHask JOKYMEHTALUs
2 Bupl ciry:keOHBIX mHceM
IIpakTHyecKue 3aHATHS 4
1 OdopmieHne nHPOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
2 OdopmiieHHE CITYKEOHBIX THCEM
Tema 2.4. JlokyMeHTanus 1m0 Copep:xanue 10 2
JIMYHOMY COCTaBY 1 OOmme cBesieHHs O IOKYMEHTAINH T10 JINYHOMY COCTaBy
2 OdopmireHre npremMa Ha paboTy
3 CocraBneHne n 0OpMIICHHE JIMYHBIX A€ COTPYTHHKOB
IIpakTHyeckune 3aHATHSA 4 2
1 OdopmIireHre NPUKA30B 110 JUIHOMY COCTABY
2 OdopmiieHrEe TPYIOBOTO TOTOBOPA
Tema 2.6 JloKyMeHTBI 110 ConepxaHue 6 2
CHa0KeHUI0 U COBITY 1 | [oHsATHE M CTPYKTYpa JOrOBOpa MOCTaBKH (KYIUIM - MPOJaXKH TOBAPOB)
IIpakTHyeckHe 3aHATHSA 2 2
1 ‘ OdopmiteHre TOKYMEHTOB 10 IOCTaBKE TOBapPOB
PA3JIEJI 3. Opranu3aumsi J0KYMEeHT0000pOTAa OPraHU3aAlMH U XPAHEHHs JOKYMEHTOB 34
Tema 3.1 Opranuszanust Copep:xanue 24 1-2
AOKYMeHT0000poTa opranuzanuuu | 1 Opranusanysi JOKYMEHT0000pOoTa: 3HaYeHHE, NOHATHE, (OPMBI OpraHH3alMK PabOTHI C JOKYMEHTaMHU
2 Opranuzanysi IpOX0X/JICHNS ¥ UCTIOTHEHHS BXOIINX JTIOKYMEHTOB
3 OpraHuzanyst MpoX0oXK/JICHNS U UCTIOTHEHHUS UCXOAAIINX U BHYTPEHHHUX JOKYMEHTOB
4 Perucrpaiusi JOKyMEHTOB B OpraHu3aluu
5 Bezenre KOHTPOJIsI 32 UCIIOJIHEHHEM JOKYMEHTOB
6 Opranuzanus paboThl ¢ JOKYMEHTaMH, COJIep KalllMMH KOH(UISHIINAIIbHbIE CBEJICHHUS
7 Paborta ¢ o0OpareHusIMY IpakJIaH B OpraHbl BIACTH
8 Opranu3zanus 2JIeKTPOHHOTO JOKYMEHTO000POTa OpraHu3aIiu
IIpakTHyecKue 3aHATUS 8 2
1 O06paboTKa BXOISAMINX JOKYMEHTOB
2 O06paboTKa NCXOIAIINX U BHYTPEHHUX JOKYMEHTOB
3 O06paboTka KOHDUIEHITUATLHBIX JOKYMEHTOB
4 OpraHu3zanus JIEKTPOHHOTO JOKYMEHT0000poTa (CeMHHAp)
Tema 3.2 Opranusamnust Coaep:xkanue 10 1-2
XpaHeHHs1 JOKYMEHTOB H 1 HomMmenkiatypa Jieq opraHusaliiy, ee 3Ha4eHUe U MOPSI0K COCTaBJICHHUS
nepeayu /ieJ B ApXUBLI 2 [Mopsinok GopMUpoBaHHsl Jed M OpraHu3alsi OePaTHBHOIO XPaHEHUsI JOKYMEHTOB

9




OpraHmauI/m nepegayn aAcj B apXvB OpraHUu3allin

OpraHmauI/m nepeaavu €1 B rocygapCTBCHHBIC U MYHUITUTIAJIbHBIC apXUBbBI

HpaKanecmle 3aHATHUSA

1 | OdopmiieHne f1es1 oprau3alyu

CamocrosiTenbHast padora npu uzydenun MJIK 01.01. foxymentannonHoe obecrnieuenune ynpasijenus [IM 01. Oprannzanusi J0KyMeHTALHOHHOI' 0
o0ecneyeHust ynpasJjieHHsA H (yHKIIMOHMPOBAHUSA OPraHU3ALUH
IMoaroroButs Kokmax, pedepar (1o BeIOOpY) Ha Temy «Hcropus nenonponssonctsa B Poccumy, «McTopus ae1onpon3BoaCcTBa B 3apyOeKHBIX CTPaHAX»
IToAroToBUTH MYNTBTUMEANHHYIO MIPE3EHTAIHIO 10 IPABUIIAM M HOpMaM O(OpMIICHNS Pa3IMuHBIX BHIOB JOKYMEHTOB
CocTaBuTh CI0Baph TEPMUHOB JEIONPON3BOJICTBA
OdopmIireHre pa3IUIHBIX BUAOB OPraHU3alMOHHO- PACTIOPAIUTENILHON JOKYMEHTAIINN
OdopmIiieHre pa3InIHBIX BUAOB CIIY>KCOHBIX ITHCEM
OdopmIieHre JOKYMEHTOB 110 JINYHOMY COCTaBY, COCTaBJICHUE U O(OPMIICHHE aHKEThI H XapaKTEPUCTUKU PAOOTHHUKOB
OdopmIieHre JOKYMEHTAIUH [0 CHA0KEHUIO U COBITY (KOMMEPYECKUX aKTOB, IPETCH3UIN)
CoCTaBUTh CTPYKTYPHO- JIOTHYECKYIO CXEMY TOKYMEHTO000poTa B opranusamusix |- IV kareropuu
CoCTaBUTh CTPYKTYPHO-JIOTHYECKYIO CXeMy PabOThI C BXOASIIEH, UCXOASIIEH 1 BHYTPEHHEH JIOKyMEHTAIHeH
Pa3paboTarh peKOMEHAALMH O TOPSIKE UHAECKCAIIMH KOHTPOJIBHBIX paboT CTYJICHTOB B BallleM YUeOHOM 3aBECHUU
3anoyIHUTE PErUCTPALMOHHO- KOHTPOJIbHBIE KAPTOUKH MOJATOTOBICHHBIX paHee MHceM
CocraBbTe CBOIHYI0 HOMEHKJIATYPY €7 y4eOHOTO 3aBEACHUS
IMoaroroBka MyJIbTHMEIUHHBIX ITPE3EHTANN K ceMUHApy «OCHOBBI 3JIEKTPOHHOTO IOKYMEHTO000POTa»

CocraBbTe OHOPHBIP‘I KOHCIICKT HepeqHﬂ THUIIOBBIX YIIPABJICHYCCKUX JOKYMCHTOB, 06p33yIOH.lI/IXC$I B JCATCIBbHOCTHU OpFaHI/I3aHI/II\/’I, C YKa3aHHUEM CPOKOB XpaHCHUS

(myHKT 1)

Y4eOnast npakTuka (Mo npoQuIIo cneuuaaIbHOCTH)
Buasi pador
Pa3paboTare OnaHKu OpraHu3alyii pa3IMuHBIX OPraHU3aOHHO- PABOBBIX (OPM
Pa3paboTarh JOKHOCTHYIO HHCTPYKIUIO JIEIONPOU3BOUTEIS U apXUBapuyca
O opMUTh pa3TUYHBIC BUIbI OPraHU3aAIMOHHO- PACTIOPSIIUTEILHON TOKYMEHTAIIUN
OdopMuUTh paziandHbIe BUbI HHPOPMAIIMOHHO- CIIPABOYHOM JOKYMEHTAIIMU
OdOpMUTB JINYHBIE KAPTOUKU COTPYAHUKOB OpraHU3aIlK
IToaroToBUTh n€1a K epeAaye B apXUB OPraHU3aLUU

36
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IIpon3BoacTBeHHAs1 NPAKTHKA (110 MPO(MIIIO CEMUATLHOCTH)
Buasi pador

XapaKkTepHUCTHKa OpPraHN3alMOHHO-TIPaBOBOH (POPMBI OpPraHU3aINH U €€ CTPYKTYpa.
O3HaKOMIICHHE CO CTPYKTYpoii ciryx051 JJOY (kaHIesIpin, CeKpeTaprara) OpraHn3auy, ee QyHKIISIMA U TEXHHIECKUM 00eCIIedeHHeM pabodnx MecT.
O3HaKOMJICHHE C CHCTEMOH OPraHN3allMOHHO — PACTIOPAANTEIBHON JOKYMEHTanu. Buisl 1 opopmireHre opraHu3anioOHHO -TIPAaBOBOM TOKYMEHTAIIH.
O3HaKOMJICHHE C BHAMH PacTIOPSIIUTENBbHON TOKYMEHTANH, TIOPSAOK 0(OPMIICHHS PACTIOPAAUTEIHHON JOKYMEHTAU B OPTaHU3AIHH.
O3HaKOMIICHHE ¢ BHIaMH HH(GOPMALMOHHO — CIIPAaBOYHON TOKYMEHTALUH, TIOPAI0K 0(OPMIICHUSI HHPOPMAIMOHHO-CIIPABOYHOH JOKYMEHTAINN B OPTaHH3aLHH.
O3HakoOMJICHHE ¢ BHJIaMU ¥ 0popMIICHHEM JOKYMEHTAIMH 110 JIMYHOMY cocTaBy. OpraHu3anys 3aliiThl IEPCOHANBHBIX JaHHBIX O pA0OTHHKAX OpraHH3allUH.
O3HaKOMJICHHE CO CXeMOH JOKyMEHTOOOOpOTa B OpraHU3alud, ¥ OpTraHHM3als pPErucTpalud JOKyMEHTOB. I[lOpSIOK IPOXOXIEHHS Ppa3InIHBIX
JIOKYMEHTOIIOTOKOB OpraHU3alHy.
O3HaKOMJICHHE C OpraHu3alMeil KOHTPOJIS HaJl UCTIOTHEHUEM JIOKYMEHTOB B OpraHH3alliK, CPOKU HCIIOJIHEHHUS TOKYMEHTOB.
O3HaKOMJICHUE C HOMEHKJIATypOIl 1Nl OpraHU3alMy, IOPSIKOM COCTaBICHU U 0GOPMIICHHS J1e]l OpTaHU3aLUH.
O3HaKOMIJICHHE C OPSAAKOM ITOJTOTOBKH A€ K Ilepeade Ha apXUBHOE XpaHCHUE.
O3HaKOMJICHHE C OpraHu3alyeil MOAroTOBKHU JIeJ K IepeAate B apXUB OPraHU3aLUH, TOCYIapCTBEHHbBIE M MYHUIINIATIbHbIEC apXUBBI.

36

M/K.01.02. I[IpaBoBoOe peryinpoBaHue 56
yIpaBJieHYeCKOii 1esiTeJbHOCTH
Paspgen 1: O0uee noHsitie 00 ynpapJjieHYeCKOH AeATeIbHOCTH
Tema 1.1: Coaep:xkanue 2
3Ha4yeHne, 3axauu, npeamer | 1| Beenenue. llenu, 3amaun. [Ipenmer kypca. [loHsiTre ynpaBieHYECKO# neaTeabHOCTH. [IporcxoxaeHue,
kypca HopmaTtusHo-npaBoBas OTIIMYUTEIIBHBIC YePTHI
0a3a ynpaBJeHYecKoi 2 | ®opMBbl yIpaBleHYECKOH AEATEIHHOCTH.
ACATEIbHOCTH 3| DneMeHTHI yIpaBIIeHIECKOH AESITETbHOCTH
4 | TlonsATHE 0 HOPMATUBHO-TIPABOBOH 0a3e ympaBieHUecKor aesrensHocTH. O0mue mpuHImnel moctpoenus HITb.
5| ®K3 PO u ®3 POD B obmactu ympasieHueckoi aesrenbHOcTH. Komekchl, [locraHoBnenms IlpaButensctBa PO,
HOpMaTHBHas 0a3a ¢elepaIbHBIX OPraHOB UCTIOJHHUTEIHHOM BIACTH
IIpakTHyeckne 3aHATHSA 2
1| XapakrepucTuka yrnpaBIeHYeCKON e TENbHOCTH.
2 | llpuHnUTBL, GOPMEI U METOJIBL.
Pasnen 2: I'ocynapcTBeHHasi ynpaBJieH4YecKast IesiTebHOCTD 14
Tema 2.1. Cucrema Coaepxanne 2
HCIOJHHUTEIBHOIl BaacTu B PO 1| ITpuHIMIBI OpraHU3alii U AESITEIHHOCTh OPTaHOB HCIIONHNTENRHOH BiacTH B PO®. CrucTemMa HCTIOIHUTETIHHOM BIIACTH.
2 | Buibl ¥ kitaccuQUKaIis OpraHoB HCIIOJHUTENbLHOMN BIACTH.
3| XapakrepucTHKa OpraHoB TOCYAapCTBEHHON BJIACTH CyOBEKTOB PD
4 | OpraHsl 3aKOHOAATENEHON BIacTH CyOBeKTOB PO.
5| OpraHbl HCHIOJHUTENBHOHN BiIacTH cyObekToB PO
IIpakTHyeckHe 3aHATHSA 2
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CTpyKTypa U XapaKTepUCTHKa 3aKOHOATENILHOM BIacTH CyObekToB PO
CTpyKTypa ¥ XapaKTepHCTHKA HCIIOJHUTENRHOM BIacTH CyObheKToB PD

Tema 2.2. [lousiTHe o
MYHHIUNIAJILHOM MpaBe.

an =

ojlep:KaHue

HopMbI 1 HCTOYHNKH MYHHUIUIIATGHOTO TIPaBa

TepputopnanbHbIE OCHOBBI MECTHOTO CAMOYTIPABICHUS

[onsaTue o pasrpannyeHnH NOTHOMOUYHH Mexkay P® u cyOorexktamu PO

DOHUHAHCOBO-?KOHOMHUYECKHE OCHOBBI MECTHOTO CaMOyYIIpaBJICHUA

AKTUYCCKHEC 3AaHATUA

=N

Uzyuenne HIIb cyOnexTa denepanun (3abaiikanbckuii Kpai)
Omnpenenenne GUHAHCOBO-3KOHOMHUYECKOW OCHOBBI MECTHOT'O camMoyIipaBiieHuss. OcOOEHHOCTH JOTAIIMOHHOTO PETHOHa.

Tema 2.3. Cucrema
rocyJ1apcTBeHHOI ci1y0bl B PO

oJepiKaHHe

Cuctema rocymapcTBeHHOH ciryk0b1 B PO. HopMaTnBHO-TIpaBoBas 6a3a rocyIapCTBEeHHON CITY>KOBI.

Bunsl rocymapctBenHol ciryk061. [Ipuatne: I'C.

Knaccudukamus nomkraocreit I'C.

& wnk Al

IIpaBoBoii craryc roccmyxamero. IlpaBa u oOs3anHOCTH. JleknapupoBaHHWE JOXOJOB. AHTHKOPPYNIIMOHHAS
COCTaBIISTFOIIAS.

[MoHATHE 0 MYHUIINTIAIEHOW TOCYAAPCTBEHHOM CITy)k0e B cy0bekTax P®. HopmatuBHO-nipaBoBas 6aza. Otiamyus.

AKTHYCCKHE 3aHATHA

2,3

OOI\)H:U'I

TocynapcrBenHas cimyxba B PO.
MyHunmmnanpHas ciryxoa B cyobpekrax PO. Mzyuenue HIb.
3amuTa NpoeKTa CTPYKTYphl YCTaBa MyHHIMIIAIILHOTO 00pa30BaHUs 110 MECTY CBOETO ITPOXKUBAHUS

Pa3nen 3: A}]MI/I]—[I/ICTpaTl/IBHaﬂ YiupaBJjieHUYeCKasl 1€ATCJIbHOCTb

22

Tema 3.1. O0mas
XapaKTepUCTUKA
aJIMUHUCTPATUBHOM
yIpaBJIeHYeCKOM IesITeIbHOCTH

C

ojiepKaHue

HOHHTI/IG, BUAbBI aAMUHUCTPATUBHO-TIPABOBBIX OTHOIIICHUI

HOHHTI/IG, BUAbBI aAMUHUCTPATUBHO-IIPABOBBIX HOPM

AJZMUHHCTpaTUBHO-TIPaBOBbIe (hopMbl M MeToabl. CyOBEKTHI IpaBa.

Cucrema (1)0pM aZ[MHHHCTpaTHBHOﬁ OTBECTCTBCHHOCTHU

Tema 3.2.
IIpaBoBBI€e aKTHI yIPaBJIeHUS U
OTBETCTBEHHOCTD 32
AIMUHUCTPATHUBHbIE
NpaBoOHAPYLIEHUSA

ojlep:KaHue

HpaBOBI)IC aKTBI U UX OCOOEHHOCTH. HpI/ISHaKI/I IIPAaBOBLIX AKTOB, OPUANYCCKOC 3HAYCHUC

TpeﬁOBaHI/Iﬂ, NPEABIABIISICMBIC K AKTaAM. HpI/IHSITI/IC 1 OTMCHA ITPABOBLIX dKTOB.

Krnaccudukanms npaBoBbIX aKTOB, KpUTEPUH KiIacCH(pUKamy.

I NI S ES NN

Buabl aAMUHACTPATUBHBIX NIPaBOHAPYILICHUH.

AHMI/IHI/ICTpaTI/IBHBIe B3BICKAHMU. BI/IHI)I, MOpsAAOK HAJIOKCHUS. CprKTypa OpraHoB, YIIOJHOMOYCHHBIX Ha
PACCMOTPECHUE LTI 00 AAMHWHUCTPATUBHBIX IIPABOHAPYIICHUAX.

I

PAKTHYCCKHE 3AaHATHUSH

2,3
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1| Anamu3 Tabnumbl «Buabl W XapaKTepUCTHUKA aJMUHUCTPATUBHBIX IPABOHAPYIICHUH ¥ aIMHHUACTPATHBHBIX
B3BICKQHHID.
2 | Pemienne ynpaBieHIECKHX 3a/1ad.

3| 3amuTa npeseHTaAN
Tema 3.3. Copep:xaHue 1
IousiTue o 1| OcHoBHas HOpMaTHBHO-TIPABOBas 0a3a MPEANPHHUMATEIBCKON JesTenbHOCTH B PD
NpeANPUHUMATEIbCKOI 2 | PaccmoTpenne mpaBoBHIX criopoB B Apourpakaom Cyne PO.
AesiITeJILHOCTH. "
3| Hopsimox 6aHKPOTCTBA (HECOCTOATEIHHOCTH PEATIPHSTU)
4 | TlopsaoK MOATOTOBKH AeJa I oJadH UCKa B apOuTpax
5| ®opmbl onpeieNieHNs] COCTOATENILHOCTH MPEITPHSTHIA
Tema 3.4. Cozep:kanue 1
Yupasiaenuyeckasi puHaHCOBas 1 | IlpaBoBble OCHOBBI (PMHAHCOBOH JiesiTeNbHOCTH B PO.
AeATETbHOCTD 2 | OcHoBnble pyHkuuu u craryc LlenrpansHoro banka PO.
3 | OcHOBHBIE yIPaBICHYECKHE MOMEHTHI, PETyIHPYIOIINE BeACHHE OAHKOBCKOH ESTEIbHOCTH
IIpakTHyeckne 3aHATHSA 2,3
1| Henosas urpa «Pa3bop nema B Apourpaxkaom Cyme»
2 | Ananus Tabmuubl «I[Ipu3HaKH COCTOSATEIBHOCTH U HECOCTOSITEILHOCTU OPraHU3aluny
Tema 3.5. Ynpasienueckasa | CoaepxxaHue 1
AeSITEILHOCTE B Cepe 1| ®yHKIMM rocyaapcTBEHHOM HANOroBoil ci1yx0b1 PO,
Haﬂom(’ﬁﬂomf::;:ﬂ B P®. ®HC 7 CTpyKTypa HaJOTOBBIX OpraHoB P®.
) 3| Iopsnok ocymecTBiaeHus (GeaepaabHBIX HAJIOTOBBIX COOPOB
4 | Topsiiok OCyIIEeCTBIICHNS! pETHOHAJIBHBIX HAJIOTOBBIX COOPOB.
5 | IlopsaoK ¥ CPOKH YIUIATHI HAIOTOB M COOPOB.
6 | OTBETCTBEHHOCTH 32 HApPYIIEHHE HATTOTOBOT'O 3aKOHOJATEIbCTBA
Tema 3.6 Copep:xanue 1
AHTHMOHONOJIbHOE 1| Ilonarue o cucremMe aHTMMOHOIIOJIBHOTO 3aKoHOAaTenbcTBa B P®. Xapakrep u 1enp obecniedeHns] KOHKYPEHIMH Ha
3aKOHO/aTeJILCTBO U OI0/I5KeTHAS TOBAPHBIX PHIHKAX.
cucrema B PO. 2 | ITops0K rocyIapCTBEHHOTO PETyIUPOBAHUS 1EH.
Ha3snauenme wu xapakTtep AeATeIbHOCTH AHTHUMOHOTOJBHOTO KomuTeTa. OcHoBHas HIIb aHTHMOHOTONIBHON
yIIPaBJIEHYECKOHN JIESITEEHOCTH.
4 | TousTre 0 OIOKETHOM NESITENEHOCTH.
5 | OcHOBHBIE HCTOYHUKH (POPMHPOBaHUS OI0JKETOB Pa3HBIX YPOBHEH.
6 | Mcrounnkn OromxerHOro pruHaHCHpOBaHMs cyObekTa Genepauny B PO
IpakTHyeckue 3aHATHSA 2,.3.
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OO0ocHOBaHHME MOPSI/IKA YIUIATHl HAJIOTOBBIX COOPOB.

3amura npezeHTanun «McTOUHNKH OFOKETHOTO (POPMUPOBAHUS MYHHUIUIIATEHOTO 00 BEINHEHHS IO MECTY
KUTEIBCTBAY

Pa3nen 4: YnpaBiieHueckas AesiTeJIbHOCTD, peryjJupyemasi I'paxknanckum Kogexcom PD

Tema 4.1. OcHOBBI
TPaKIAHCKOT0
3aKO0HOJATEJILCTBA

Coaep:xkanue

CocTaB 1 CTPYKTYpa Irpa’kxIaHCKOIro 3aKOHOAATCJILCTBA.

IMopsimok 1 criocoObI BO3HUKHOBEHHS TPAXIAHCKUX IIPaB U 00s13aHHOCTEH.

Cnoco0bl 32U THI TPAKJAHCKUX TIPaB.

Tema 4.2. JloroBopHasi
JAeATeJbHOCTh

1
2
3
C

oJep:kaHue

[EN

[TonsTHE O TOTOBOPHOI IeATeNHHOCTH. Buabl 10roBopoB, npeaycMoTpenusie ['K PO.

N

OcHOBHBIE 00BEKTHI TPAXKIAHCKHUX TIPAB.
CriocoObl 0(OpMIICHHS CACTIOK C HEJIBH)KUMOCTBIO

Tema 4.3.C0o0CTBEHHOCTD H
NPUHIANBI YIPABJIeHUSI.

oJep:kaHue

Buner cobecrBennoctr B PO.

OOBEKTHI NCKIIOUUTEIBHO (heiepalIbHON COOCTBEHHOCTH.

RTINS o)

Buas! 1 mopsiiok ynpasieHus TOCyAapcTBEHHON coOCTBeHHOCTRI0. HopMmaTuBHas Oa3a ymnpasieHus.
XapakTep 1 BHIbl OTBETCTBEHHOCTH 33 HEHCIIOJIHEHNE MIIM HEHAUIE)Kalllee NCIOIHEHNE 0043aTeIbCTB.

IpakTnyeckune 3aHATHSA

2,3

1
2

W3ydenue 3auThl IpaB CTyAeHTa. PerieHne TecTos.
JloroBopsl 0 6€3B03ME3AHON Mepeaue UMYIIECTBA. 3aBEIIaHne

Pa3nen 5: YHpaBJ'leH‘leCRaﬂ AECATECJIBHOCTD B /1€JIONIPOU3BOACTBE

Tema 5.1.YnpasiieHueckas
JOKYMeHTAIMsI

Conep:xanue

1

HITb coBpemenHoro aenonpousBocTBa. M3menenus, sBuecennsie B HITb 8 2015-2016 rr.

2

O6H.IHI71 MOPAAOK IMMPUHATUA JIOKAJIBbHBIX HOPMATUBHBIX dKTOB. XapaKTepI/ICTI/IKa YIIpaBJICHYCCKUX JOKYMCHTOB.

PaCHOpﬂI[I/ITeJ'H)Ha)I JOKYMEHTalus - OCHOBaHUSA JJIA U3AaHUA.

ﬂOKyMCHTLI, HU30aBAC€MBbIC B YCJIOBUAX KOJUICTHAJIBHOCTH.

5

ﬂOKyMCHTLI, HU30aBaAC€MbIC B YCJIOBUAX CANMHOJINYHOTO IPUHATHUA peHIeHI/Iﬁ

IpakTHyeckne 3aHATHSA

2.3
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1| 3amura npoexTa JOJHKHOCTHOTO perjlaMeHTa 110 CBOEH MpoQecCHOHANBHON e TENbHOCTH

Henosast urpa «Opranusanusi ynpasieHUs IOPHINIECKUM JTHIIOM»

3| OcymecTBUTh KPUTHYECKHH aHAIHW3 IPEAJIOKCHHBIX IPOEKTOB JIOKAIBHBIX HOPMATHBHBIX W WHIUBHIYaJIbHBIX
IIPAaBOBBIX aKTOB, BEISIBUTH B HUX MIPOTHBOPEUHS ACHCTBYIONIEMY 3aKOHOJATEIBCTBY.

N

Pa3pen 6: Ynpasienue B Tpy10BOM IIpaBe

Tema 6.1. YnpasJieHueckast
AesITeJIbHOCTH B TPYA0BOM NpaBe

Copep:xanue 1
1| onsatue 06 oxpaHe TpyxAa B opranmsarmu. TpedoBanns k opranmanun. Mactpykrax no Th.

2 | TlepeueHp OCHOBHOI HOPMATHBHOM JOKYMEHTAINH IO OXpaHe TPyJa U MpaBHIIa ee pa3paboTKH

IIpakTHyecKkHne 3aHATHSA 2.3
1

AHanu3 moJroTOBICHHON TabHIBl «3apy0ekHOE M POCCUICKOE 3aKOHOMATEIbCTBO B chepe OXpaHbl Tpyaa: obiuee u
0COOEHHOEY

3ammTa paspadoranHoit MHcTpykimu o Th mo mMecty npeamonaraemMoii paboTs! (110 HHANBUAYAIBHBIM 3a/[aHUSM)

N
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PO E

©oNo O

19.
20.

21.
22.
23.
24.

CamocrosiTenbHast padora npu nzydenun MJIK 01.02. IIpaBoBoe peryanpoBanue ynpasjgeHdeckoii aesireqbHocTd IIM 01. Oprannszanus
AOKYMEHTALMOHHOTO o0ecneyeHHsl YNpaBJieHUsl U GYHKIMOHMPOBAHUS OPraHU3aluu

CucremMaTHuecKoe BEACHHUE TII0CCAPHS 110 YIIPABICHIECKON TOKYMEHTALNH

W3zyueHnne aurepaTypsl H CETEBBIX MPO(IIBHBIX PECYPCOB

IToaroroBka k cemunapy «HIIb u npuHIUIBI yIpaBIeHUYECKON AEATEILHOCTI.

[ToATOTOBUTE CPaBHHUTEIEHO-TIPABOBOM aHAMN3 (enepaabHbIX 3aKOHOB OT 27.07.2004 r Ne 79-®3 «O rocyaapCTBEeHHOH TpaxkJaHCKoH ciyxoe PO» u ot
02.03.2007 « 25-®3 «O MyHHIUIIANEHOHN ciIyX0e». BeIIBUTB, 3aQKCUPOBATH U OOBSICHUTH CXOJHBIE M PA3JIMYAIOLINECs 3aKOHOIATEIbHBIE TTOJI0KEHHS
[oaroroBka k cemunapy «®enepanbHasi 1 MyHUIMIIATBHAS TOCYIapPCTBEHHAs CITY)KO0a».

[ToaroToBUTH MPOEKT CTPYKTYPHI Y CcTaBa MyHHLUIIAJILHOIO 00pa30BaHuUs 110 MECTY CBOETO MPOKHUBAHUS

[ToaroroBka npe3enTanuu «VcTOUHNKH OFOPKETHOTO (POPMUPOBAHHSI MYHHIIMIIAIBHOTO 00bEAMHEHHSI IO MECTY JKHUTEIbCTBAY

[ToaroroBka KOHCIIEKTa MaTepralla «3aKoHoaTesibHbIe akThl PD B chepe nHPOpMaUH U TOKYMEHTALU»

3anosaneHue Tadbaus! «llepeueHb MHAMBUAYATBHBIX, JOKAIBHBIX U JIOKAIBHBIX HOPMATUBHBIX aKTOB, YTBEP)KIAEMbBIX C YUETOM MHEHHS PO(COI03HOTO
KOMHTETa.

. Ilogroroka k nmemoBoit urpe «Pazbop mema B ApOUTpaKHOM CyIe».
11.
12.
13.
14,
15.
16.
17.
18.

CocraBicHHE U 3aIIOTHCHUE TaOIHIBI» MPU3HAKH COCTOATEIIEHOCTH H HECOCTOSATEIIEHOCTH OpTaHU3aIluI

[MoxaroToBka cooOUICHAH IO IPEATIOKESHHBIM TEMaM.

Pemenne ynpasieHdeckux 3a1a4 (110 HHINBHUTYaIbHBIM 3aIaHISIM)

IMoxroroBka k cemuHapy «Haoroo6moxenne u 010 keTHOE (PHHAHCHPOBAHUE)

Permienue TecToB, KPOCCBOP/IOB IO TEMaM

IToaroToBka k npaktTuueckoMy 3aHATui0 «IIpaBoBas paMOTHOCTB CTYACHTa»

CamocrosrensHas pazpadorka MHcTpykimu no Th opranu3ammu (1o MHAUBHUTyaIbHBIM 3aJaHUIM)

3anonaHeHue TabauIbl «3apy0ekHOe U POCCUIICKOE 3aKOHOIATEIhCTBO B chepe TPYIOBOTO MpaBa: obIIee 1 0COOCHHOEY (CpaBHUTEIbHBIN aHAIN3
3aKoHOAaTeNnsCcTBA PO ¢ moboi cTpaHoil Mupa)

[oxaroroBka pedeparoB u mpe3eHTANNH 110 MPEII0KESHHBIM TeMaM

OcCymiecTBUTh KpUTHYCCKHIH aHATN3 TPEAJIOKCHHBIX MPETIOAABATEIIEM IIPOSKTOB JIOKAIEHBIX HOPMATHBHBIX M WHAWBUIYAIBHBIX MPABOBEIX aKTOB
opraHu3anu (TI0 MHIUBUIYaJIbHBIM 3aJIaHISIM). BEIIBUT B HUX IPOTUBOPEYHS ACHCTBYIOMIEMY 3aKOHOIATEIBCTBY (3aKOHOATEIhCTBY CyOBhekTa PD) 1
BHECTH COOTBETCTBYIOIINE W3MCHCHHSI.

I[oxaroroBka k cemunapy «I[IpaBoBas e TETFHOCT B OPTaHU3AIUID)

[MoxaroToBka u 3amuTa MPOEKTa JOHKHOCTHOTO PErilaMeHTa 110 CBOEH PO eCCHOHATBHOM eI TeTbHOCTH

IToaroToBka k nenoBoi urpe: «Opranuzanys ynpaBieHUs FOPUIAICCKIM JTUIIOM.

[ToxroroBka k cemuHapy «OxpaHa Tpy1a B OpraHU3ALAN».
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TemaTnka BHeayIMTOPHOIH caMOCTOSATEIbHOH PadoThI
IMoaroroBka pedeparos (B BUIAEC MYIbTHUMEINMHBIX IPE3CHTALINI) TTO TEMaM:
JKeHmuHa — pykoBOAUTEND COBPEMEHHON OPTaHU3ALNH.
CoBpeMeHHBIE TIOAXOABI K YIIPABICHHIO — 3apYO€)KHBIH OTIBIT.
[IpuHIMNBl yIpaBIeHYECKOHN A€ATEIbHOCTH.
[IpaBoBbIe (HOPMBI YIIPaBICHIECKON ACATEIEHOCTH.
HenpaBosrsie popMBI yIpaBIeHIECKOH NesSTETHLHOCTH.
AKTBI ynIpaBlI€HUs.
[IpoGnemsl, cymecTBytolue B cepe ynpaBiieHHs: OpraHu3alyeil.
ITocnennue n3menenus B Tpynosom Kogexce PO.
Poinb pohcor03HOr0 KOMHUTETA B IOJATOTOBKE HOPMATHBHBIX AKTOB.
0. CocraBnenue xanod 1 00OpauieHuil B IpaBOOXpaHUTEIbHbIC OPTaHbl.
11. IIpuuuHBI BBI30Ba Ha aIMUHUCTPATUBHYIO KOMHCCHIO
12. TIpaBoBoii cTaTyC MyHHINIAIHHOTO T'OCCITYKAIETO.
13. JncuMIummHapHO-TIPaBOBOE NPUHYKACHHE B YIIPaBICHIECKOH AEATEIHHOCTH.
14. TlepcneKTHBBI pa3BUTHsI YIPABIECHUECKON AesITeIbHOCTH B PO.

BoOoo~NoO~LONE

Y4yeOHasi npakTUKa 2-3
Buasl padot
BrinonHeHye aHanuTHYECKOH (DYHKIMK CEKpeTapsi: MpHeM MOCTYNAoIel KoppecoHIeHINU. PaccopTrpoBKa MO CTENEHU Ba)KHOCTH.
Pazpaborka Uuctpykunu no Th B opranuzaunu. Odopmnenue JKypHana unctpykraxa mo Th.
BrinonHeHue 00s13aHHOCTEH npeceaarelis npohKoMa opraHi3alii: COCTaBICHHE NPOEKTa TPYI0BOTO JIOT0BOpa aAMUHHUCTPALINH U KOJIJICKTUBA MPEATPUSITHS.
IIpou3BoacTBeHHAs1 NPAKTHKA (10 MPO(UII0 CIeUATBHOCTH) 36 3
Buasbl padot
O3HakoMJIeHHE C TTopsAaKoM IpoBeneHust MHcTpykTaxa mo Th B opranuzanuu.
O3HaKOMJICHHE C TIPAKTUKOW y4acTHsl OpTraHu3alliy B CyZeOHOM pa3OuparesbcTBe (apOuTpax).
OnpenenuTs HICTOYHUKH OF0/DKETHOrO (PMHAHCHPOBAHUSI MyHHUIIMIAJIBHOTO 00bEANHEHUSL.
MJIK.01.03. Opranusanus 80
CEeKpPeTapcKoro
00CJTy:KMBAHUSA
PA3JIEJ 1. OBIIIASA 12
XAPAKTEPUCTHUKA
CEKPETAPCKOM1
AEATEJBHOCTH
Tema 1.1. BBenenne B Coaep:xkanue 4 1,2
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npogeccuio cekperapb

1. Pous cekperapst B CTpyKType TOKyMEHTallMOHHOTO obOecrieueHus ynpasienus. Kateropuu cekperapei. CymHocTh 1
cnenn(uka OEITEIBHOCTH CeKpeTaps-pedepeHTa: (QYHKIMH 1O JOKYMEHTAIIHOHHOMY W 0€3I0KyMEHTHOMY
00ECIICUCHHUIO YIIPaBIICHNU, IPO(PECCHOHATIBHBIC 3HAHUS U HABBIKU.

2. Hcropus cexperapckux ciry’)k0 B JopeBONIOMOHHONW Poccmm m B coBeTckoe Bpems. Bospacranme 3HaueHHSA
cekperapckoro obciyxuBanus B 1990-e r.r. Pomp cekperapss B COBPEMEHHOM YIIPAaBICHYECKOM allapare W B
CTpYKType ciryk051 JIOVY.
Tema 1.2. Kpaauduxauuonnsie | Comep:kaHue 4 2
Tpe0OBaHHUSI K CeKpeTapio OCHOBHBIE XapaKTEPHUCTHKH JIEJIOBBIX W JINYHOCTHBIX KAUECTB CEKpETapsl.
IIpakTuyeckne 3aHATUs. CpaBHHUTENBHBIH aHaIN3 KBATM(UKAIMOHHBIX TPEOOBAaHMH K CEKpeTapsiM pa3IHIHBIX
kareropuii. CocrapneHne KBaTH()UKaIHOHHBIX TPeOOBaHUH K CeKpeTapro-pedepeHTy.
Tema 1.3. TpynoycrpoiicTBo 1 Copep:xanue 2 1,2
aganTanus K padore cexperapst | 1. Hcrounnkn momcka pabOTHI: TPaAWIMIOHHBIE M COBPEMEHHbIC, WX JOCTOMHCTBA W Hejxoctatku. [IpaBmia
coctaBieHus pestome. CobecenoBaHne ¢ paboronareneM, Kak TIJaBHBIA 3Tall TPYAOYCTpOMCTBa. Anamramus K
pabote cexkperaps. Buapl agantanuu (nmpodeccroHa bHasi, NCUX0(PHU3UOIOTHYecKas, COIHAIbHO-TICUX0JIOTHYEeCKas,
OpraHu3aIoOHHas).
IIpakTHyeckue 3aHATHSA. AHAIN3 OOBSBICHUI O IpHeMe Ha paloTy. 2 2,3
PA3JIEJI 2. OCHOBBI 20
OPI'AHU3BALIUU TPY A
CEKPETAPS
Tema 2.1. IIpaBoBbIe OCHOBBI Copep:xanue 2 2
CEKPeTapCKOi IesTebHOCTH 3HaYeHne HOPMATHBHO-METOAMYECKHX JOKYMEHTOB, peryimupyroumx chepy 10OV (3akoHOmaTENBHOE, HOPMATHBHOE U
HOPMaTHBHO-METOIMYECKOE PEryJTUpOBaHHE)
IIpakTuyeckue 3anaTus. 3anoiaHeHune Tadbaunsl «HopMmaTuBHO-MeToqrueckas 0a3za paboThl ceKpeTaps»
Tema 2.2. Opranusanus padorsl | Coaep:kanue 4 1
U YCJIOBHUS TPY/AA ceKperaps 1. PanponaneHast opranuzanust pabodyero Mecra cekperaps. ABTOMaru3alMs cekperapckoro Tpynaa. [IpaBuia
palMoHaIbHOM MIIAHUPOBKH Pabovero Mecra.
2. [IpaBuia pasMemeHuss WHPOpPMAIMM B TNPHEMHOH. YciioBHs Tpyna cekperaps. DakTopsl, BIMSAIOMNE Ha
pabOTOCTIOCOOHOCTD:  CaHUTApHO-TUTHEHWYECKHE,  ICTETHYECKHE,  INCHUXO(U3NOIOTHUECKHE,  COIHAJbHO-
TICHXOJIOTHYECKHE.
[pakruyeckue 3anaTus. PazpaboTka miana pabodero Mecta cexperaps. Pa3paboTka mepedsst HeoO0X0IuMOro s oduca 2 2
(mpuemMHOIT) 000pyAOBaHMS (TEXHUIECKUX CPEJICTB, KAHIEISPCKUX NMPUHAUICKHOCTEH, MeOeNn, HEOOXOANMBIX IPOYKTOB
IIUTaHMS ¥ ITOCYIbI).
Tema 2.3. [lnanupoBanue u Conep:xanne 4 1
opraHmu3anys AesiTeJbHOCTH 1. WuBeHTapu3anus pabo4yero BpeMeHH pyKOBOIHTEINs U cekpeTaps. dororpadus padboyero AHS U HEJEIH.
PYKOBOIUTEJIA U CEKpeTaps 2. [InanupoBanwe Bpemenw: mnpuHnun [lapero, anamm3 ABB. IIpuHIMOB NIaHWPOBAaHUS pPabOYETO BpPEMEHH
PYKOBOJUTEIISL.
IIpakTnyeckne 3aHATHS. AHAIU3 CTaTed NEPUOANYECKON NIeYaTu 2 2
Tema 2.4. AHAJIMTHYECKHUE Coaep:xkanue 2 1
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(pyHknnu cexperaps

Pabota cexperaps no c6opy uHpopmanuu. [loaroroBka BhICTyIJIEHUH pykoBomutens. OcoOeHHOCTH pPabOTHI
cekperaps ¢ nHpopManueH sl PyKOBOIUTETIS.

IIpakTHyeckue 3aHATHA. 4 2,3
1. Cemunap «Popmsl IpeacTaBieHIs HHOpMannmy (aHHOTAIu, pedepar).
2. Ponesas urpa «IloaroToBka MaTepuana Ui oKiaaay (paboTta ¢ TEKCTOM, COCTABICHHE IJIaHA, HAIMCAHNE TEKCTa
BBICTYIUICHHS, BEICTYIUICHHE).
PA3JIEJI 3. 10
AIMHUHHNUCTPATHUBHBIE
OYHKINN CEKPETAPS
Tema 3.1. Opranuzanus padorsl | Coaepixanue 4 1
TIPUEMHOI PYKOBOAMTEJIS 1. Crneunduka paboThl cekperapss B npHeMHOH. OpraHuzanusi IpueMa IIOCETHTENeH: NOKIaJ pPYKOBOIHTEIIO,
YTOYHEHHE BPEMEHH IpueMa, peructpanus nocetureneid. OOmmil nopsmox mpuema. Buasl mpuemos. IIpuem
COTPY/JHHUKOB IO TEKYIUM BorpocaM. [IpueM COTpyIHHUKOB MO JINUHBIM BOIIPOCAM.
2. [Mpuem noceruTenel W3 Apyrux opraHu3anuid. 3ajadyd ceKpeTaps B OpraHM3allid NpUeMa JENOBBIX NapTHEPOB.
[lpuemM KoMaHIUPOBaHHBIX paOOTHHKOB. [IpaBWila NPUTOTOBJIICHHMS M CEPBUPOBKM INpH IMojade 4as, Kode,
MPOXJIAIUTENBHBIX HAITUTKOB.
IIpakTnyeckue 3anaTHsA. Ponesas urpa «lIpuem mocerurenein». 2 2,3
Tema 3.2. lenoBoe oouenue no | Comep:xkanue 4 2,3
Tesedony [TpaBuna BeaeHus cirykeOHbBIX Telne()OHHBIX IIEPEroBOpoB. Bxoasiue TenepoHHbIe KOHTAKThI: IPUBETCTBHUE,
npeiocTaBlieHne Heo0XouMol HH(pOPMAaIHH, TepepactpeelieHne 3BOHKOB. Vicxosue TernehOHHbIE KOHTAKThI:
MOJIrOTOBKa Tene()OHHOTO pa3roBopa, NpaBuia BeieHHs Tele(OHHOTro pa3roBopa. BuyrpeHHue TeneoHHbIe
KOHTaKTBhI.
IIpakTuyeckue 3aHATUS
1. Cemunap «TenepoHHbIN 3THKET (BekmmBOCTD, «TenedoHHas ynpiokay. @pa3sl, KOTOPBIE HEOOXOAMMO H30EeTaTh B
TesieoHHOM o0ImeHnu. JloManHui 1 opuCHBIH nenoBble 3BOHKH. [IpobieMHbIe cuTyanny B Teae(hOHHBIX
KOMMYHUKanusx. [IpaBna oOuieHus ¢ «npoOieMHBIMI» a0OHEHTaMHU. 3aBepIIeHUE HeXKeNaTeIbHOTO TeJIe()OHHOTO
pasroBopa)
2. Ponesas urpa «/lenoBble KOHTAKTHI O TEIeOHY».
PA3JIEJI 4. 24
OPI'AHU3ALIMOHHBIE
OYHKIHWU CEKPETAPS
Tema 4.1. Benenne nenoBoii Copep:xanue 2 1
Oecenbl 1. TTonsitue «6ecena». Buabl u pynknuu 6ecenpl. [loaroroBka k 6ecene. CTpykTypa AeaoBoi Oecenbl: Hadano 6ecepl,
uH(OpMHUpOBaHUE MPUCYTCTBYIOUIMX, apTyMEHTHPOBaHHE BBIIBUTAEMBIX MOJIOXKEHHH, HEWTpaiu3auus JOBOJOB
cobeceqHuKa, MPUHATHS PENICHUN W 3aBepiieHus Oeceapl. PedeBoil STHKET B JenoBoil Oecene. AHanmu3 JenoBOM
Gecenpl.
IMpakTuyeckne 3aHATHs. AHATN3 IETOBBIX Oeces (OTPHIBKY U3 KHHOQUIIBMOB). 2 2
Tema 4.2. Opranuszanus u Conep:xanue 4 1

NpoBe/ieHue COBEelaHu i
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[onsiTre nenoBoe cosemanune. Kiraccupukanus coBeianuii: Ae10BbIe, IPOU3BOICTBEHHbIE, TPOOJIEMHbIE,
MHCTPYKTUBHBIE, HH(OPMAIOHHBIE, KOHCYIbTAIIOHHBIE, NTOTOBBIE. BHIBI COBEMIaHMIT 110 IEPHOIUIHOCTH,
COCTaBY U KOJIMYECTBY YUaCTHHUKOB, IO Chepe U TEME.

IToaroroska coBemannii. OpraHu3anus 1 MPOBEICHUE OIIEPATUBHOTO coBeIanms. OpraHu3anys 1 IPOBEJCHUE
KpymHHOTO coBemanus. O0CIyKUBaHNE COBEIAHUN: BCTPEda YIaCTHUKOB, PETUCTPALHS, KOHTPOIb BPEMEHU
COBEIIAHMs, JOKYMEHTHPOBAHHUE, IPHHATHE PEIICHHUSI.

IpakTuyeckue 3anaTHs. PazpaboTka u opopmIIeHrEe TeKCTa IPUTTANICHAS Ha COBEIIAHME. 2 2
Tema 4.3. IToaroroska u Copep:xanue 4 1
OpraHM3anms AeJ10BbIX 1. ITonsiTue neperoBopoB. Busl neperoBopoB: 1BYCTOPOHHUE, MHOIOCTOPOHHME. I10Ar0TOBKA NEPErOBOPOB:
NneperoBopos OTIpezieTIeHNE IIeTIel, BpEMEHH U MecTa neperoBopos. O0ecnedeHne neperoBopoB: MaTepHaIbHOE, OPTaHU3aNOHHO-
TEXHHYECKOE, CIPaBOYHO-MH(POPMAIIMOHHOE.
2. [TpoBenenue AeIOBBIX EPErOBOPOB: 0(OpPMIICHHE IOMELICHHS IS IEPErOBOPOB; paccaKa 3a CTOJIOM. YuacTue
ceKpeTaps B IPOBEICHUU IIEPErOBOPOB: paboTa B MIPUEMHOM, IPOTOKOIMPOBAHUE. YUacTHE CeKpeTaps U MpaBuiia
MOBEJICHUS IIPY OpPTraHU3alMU JAEJIOBBIX IPHEMOB M KyJIbTypHOH NPOrpaMMBI.
IIpakTnuyeckue 3anaTHA. CeMuHap « DTHKET BCTPEY U IIEPETOBOPOBY. 2 2
Tema 4.4. Opranuzanus u Copep:xanue 2 1
NpoBeJeHUe NMpe3eHTalui 1 1. [Monstue «npesentauus». Knaccudukarys npeseHTannii: BHEIIHSS 1 BHYTPEHHsISL: IPUBAaTHAs, KaMEpHasl,
NpHeMoB myOInYHas; KOMMepUecKas, ypaBieHdecKkas, peKiIaMHasi, MOJUTHYecKast, HaydHasi. TeXHOJIOTHs TOATOTOBKH
MIpe3eHTAllMU: IPUTJIallieHue ToCTel, MIaH npe3eHTauuu. [IpoBeaeHne npe3eHTaum.
IIpakruyeckue 3anaTus. Cemunap «[loaroroska, mpoBeaeHNE U ITHKET OQUIMAIBHBIX IPHEMOBY» 2 2
Tema 4.5. Iloaroroska genoBbix | Coaepxxanue 4 1
MO0E3/10K COTPYAHHKOB H 1. JokyMeHTansHOe oopMiIeHHe KOMaHIUpoBOK. MH(opMalMoHHOE 00ecieueHne JeNOBBIX MOE3I0K COTPYAHUKOB.
PYKOBOJIUTEJIA ITamsiTKa KOMaHIUPYEMOMY COTPYIHUKY. XpaHEHHE JOKYMEHTOB I10 KOMaHAUPOBKaM.
2. [MoaroroBka KOMaHIMPOBOK pykoBoauTesst. MHdopmanmoHHOEe oOecieueHne JeNOBBIX MMOE3J0K PyKOBOAUTES.
IToaroroska nporpaMMel KOMaHIMpoBKH. OOpaboTKa MaTepHaIoB KOMaHAMPOBKH U 0()OPMIICHHE OTYETA.
PA3JEJ S. O9TUKET " 14
KYJIbTYPA NOBEJTEHUA
CEKPETAPSA
Tema 5.1. PeueBoii 3 THKET B Copep:xanue 2 1
JeJ0BOM 00LIeHUH 1. PeueBoil 3TUKET: KyNbTypa peun, MHTOHALUS I0JIOCA, A3BIK U CTUIIb JEJIOBOM peuH.
IIpakTHyeckue 3aHATHSA. DJIEMEHTHI PEUEBOT0 ITUKETA: IIPUBETCTBHUE, IIPECTAaBICHNE, 00palieHie, 3HaKOMCTBO, 2 2,3
IIpUTJIAIIEHUE, TO3/IpaBIICHNE, IPOIITaHNE.
Tema 5.2. BuzurHble kaprouku u | Conep:xxanune 2 1
NMOJAAPKH B JIeJIOBbIX OTHOILIEHUAX | 1. Hponcxonc)leHHe BU3UTHBIX KApPTOUYCK. ITonsiTue n (byHKuI/H/I BU3HUTHOM KapTOYKH. HpaBHna oq)opMneHm[ BU3UTHBIX

KapTouek: Oymara, pazmep, mpudT, TEKCT, TOTOTUIL. BUIbI BUBUTHBIX KapTOUYEK U TPABUJIA UX UCTIOJIH30BAHUS.
PaboTa cekperapsi ¢ BUSUTHBIMH KapTOYKAMH.
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IpakTuyeckne 3anaTus. Cemunap «[logapku B 1e0BBIX OTHOIIEHUSX». [I0ArOTOBKa CyBEHHPOB M MAaMSTHBIX IT0JIaPKOB. 2 2,3
IMogapku B paboueM KOJUIEKTHBE: MTOJApKH PYKOBOAUTEIO, COTpyJHUKaM. JleHexkHble nomapku. OOMeH mojapKkaMH ¢ Ipes
BHemHwmit BUJ ceKpeTaps-MyXUHHBI U CEKpeTaps-KCHIINHBI CTABUTEISIMH APYTUX opraHn3anuii. L[BeTer. DTrkeT mogapka:
YIaKOBKa, IIEPEMOHUSI BPYUEHHS, HCKYCCTBO MPHHUMATH MOJAPKH.
Tema 5.3. BHemunuii Buj Copep:xanue 6 2,3
cexperapsi TpebGoBaHus K BHEIIHEMY BUAY cekpeTaps. CTHIIb ceKpeTaps: KOCTIOM, 00YBb, aKCeCcCyaphl, MaKHsK, IPUIECKa,
napdromepus. Jlenosoii raprepo6. [logdop 1BeTOBON TaMMBL.
IIpakTnyeckune 3aHATHSA
1. Cemunap «BHemHn# BUI CEKpeTaps.
2. PoneBas urpa «BHemnHuii BU cekperapsi-My>KUHHBI H CEKpEeTaps-)KSHIMHBI».
CamocrosiTenbHast padora npu uzydenun MJIK.01.03. Opranusanus cexkperapckoro oociaysxxusanus IIM 01. Opranusanus J0KyMeHTAllHOHHOT O
o0ecneyeHus ynpapJjieHus M1 (PYHKIIMOHMPOBAHUS OPraHU3alMH 40 2;3
1. TloarortoBka coobiieHuit mo Teme «cTopus cekpeTapckoro nenay.
2. IlogroroBka cooOmeHndi mo Bompocy «Bunmsl amantanuu: npodeccHoHanbHas, NCUXO(QHU3HOJIOTHYECKas, COLUAIbHO-TICUXOJOIHYecKasl,
OpraHU3aI[HOHHAS.
3. TloaroroBka k mpakTuieckoi pabote — moadoop 0OBSIBICHUHN O IpHEeMe Ha padoTy.
4. CocraBieHHE TUIYHOTO PE3IOME.
5. TMoaroroBka coobuienuit mo Bonpocy «IIpaBuia pasmerieHus HHGOpMALUK B IPHEMHOID.
6. Ilpoanamu3upoBaTh NIPOTHUBOIOXKAPHBIE TPEOOBAHMS K YCIOBHUSIM TPyJa CEKpETaps.
7. CocraBHUTh NEPEUCHb M NPOAHAIN3UPOBATH (YHKIIMOHAIHHOE HA3HAYCHNWE KOMIBIOTEPHBIX MPOTPaMM, PEKOMEHIYEMbIX IJISI UCIIOIb30BAaHMS B paboTe
CeKpeTaps.
8. Akryanmu3amnus 3HaHUH MeHeDKMeHTa 110 Botpocy «[lnaHupoBanue Bpemenu: npuHun [lapero, anamms ABBy.
9. TloaroroBka k cemuHapy «PopMbI IpeICcTaBIeHHS HHOOPMALIUIY.
10. TloaroroBka k cemuHapy «TenedoHHBIN STHKET.
11. Axryanuzanus 3HaHUN MEHeIKMEHTa 1Mo Borpocy «/lenoBas Gecenar.
12. TloaroToBKa K CEeMHHApPY «ITHKET BCTPEY U IIEPETOBOPOBY.
13. TloaroToBka BBICTYIUIEHHH M MYJIBTUMEAMHHBIX MPE3CHTALUI K ceMUHapy «[loIroToBKa, NpoBeAEeHHE M ATUKET OPUIIHMATIBHBIX TPUEMOBY.
14. Axryanuzanusi 3HaHHH KyJIbTYPbI pedH 10 Bonpocy «PedeBoi 3THKeT.
15. TloaroTtoBka cooOieHui 1o TeMe «BU3NTHBIE KapTOYKH M UX UCIIOJIb30BaHKE B JIETIOBOH ceper.
16. IloarortoBka k cemuHapy «Ilogapku B 1€JIOBBIX OTHOLICHUSX).
17. TloaroTtoBka k ceMuHapy «BHemrHuit BUJ cekpeTapsi».
18. TloaroTtoBka K poJsieBoii urpe «BHeIHui Buj cekperapsi-My»KUHHBI M CEKPETaps-)KEHIMHBI.
YueOHasi NpaKTHKA - 3
Buasl padot
IIpousBoacTBeHHAs] MPAKTHKA (10 NPO(UII0 ClIeUATBLHOCTH) 36 3

Buasbl padot
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BoOoo~Noog~wWNE

12.
13.
14,
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.

0.

TemaTnka KypcoBBIX padoT (IIPOEKTOB)
Ucropus nenonpousBoactsa B PO u HanpaBieHus €ro pa3BUTHUSL.
Opraamsanus ciryx0561 JJOY B ycnoBHAX (QyHKIIMOHIPOBAHUS COBPEMEHHOTO TIPEATIPHATHS.
HopmaTtuBHO- MeToandecKast 6a3a AEIONPON3BOACTBA OPTaHU3ALNH.
JlokyMeHT, ero pyHKIHH 1 MECTO B CHCTEME YIPaBICHHS.
VHn¢ukanus u craHIapTH3aALUs JOKyMEHTOB.
INonsiTre «OmaHK» JOKYMEHTa M TPEOOBAHMS, IPEIBSIBIIEMbBIE K COCTABICHHIO OJJAHKOB
I'OCT P 7.0.97.-2016
, €70 COJIep KaHUe U 3HaUCHHE
PexBU3UTHI JOKYMEHTOB U UX POJIb B JOKYMEHTUPOBAHUH
CucTteMa opraHu3allMOHHO — IPABOBBIX JOKYMEHTOB
CucTtemMa OpraHU3aIIOHHO — PACHIOPSAUTENBHBIX JOKYMEHTOB
Cucrema nH(pOpMalMOHHO- CIPABOYHBIX JJOKYMEHTOB
CiyxeO0HOe IHChMO, €T0 3HAUCHNE U IIPaBHUIIA COCTABICHHS
Benenne kazpoBOro JENONpPOU3BOICTBA B OPraHU3aInN
Cuctema JOKyMEHTAIUHU 110 CHA0XKEHHIO M COBITY
Opranuszanus JOKyMEHTO000pOTa B OPTaHU3AIMH M HAIIPABIICHUS €T0 COBEPILICHCTBOBAHMUS
Opranmzanus padoTHI C BXOIIICH TOKyMEHTaNeH
Opranmuzanus paboTHl C HCXOAAMICH JOKyMEHTaIeH
Opranuzanus perucTpanui JOKyMEHTOB
Opranuzanus paboThl ¢ JOKYMEHTaMH, UMEIOIMMU IPpU(BI OrPaHUUSHHUS IOCTYIIa
Opranuzanus paboTsl ¢ 0O6paleHUIMHI TPaXKAaH
Opranuzanus cpaBoYHO-HH(POPMAIMOHHOI PabOTHI OpraHU3anuH
Opranuzanus KOHTPOJIA 32 UCTIOJHEHHEM T0KyMEHTOB.
Howmenknarypa aen, ee 3HaueHNE W IPIMEHEHHUE B JICJIONPOM3BOICTBE.
®dopmupoBaHKe JIe] KaK TEXHOJIOTHUECKasl OTlepanus JIeJIONPOH3BOACTBA.
Opranuszanus XpaHeHUs JOKyMEHTOB B OpTraHHU3aIHH.
DKcnepTH3a IEeHHOCTH IOKYMEHTOB B OpTaHH3aIl|H.
DJEeKTPOHHBIN IOKYMEHT U €r0 MECTO B JIJIONPON3BOJICTBE.
Ponb cexpetapst B oprann3anuu paboThl yUpesKACHHS.
OTHKa U KyJIbTypa CEeKpeTapcKoro Tpyja.

O6s13aTesibHAsI ayTUTOPHAsI yueGHasl HAarpy3Ka 1o KypcoBoii padore (IpoeKkTy)
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4.YCJIOBUS PEAJIMBALIIUUA ITPOPECCUHOHAJIBHOT'O MOAYJIA

4.1. TpeﬁoBaHnﬂ K MUHUMAJIBbHOMY MAaTE€PUAIBHO — TEXHUYECCKOMY

o0ecIeYeHnIo

Peanuzammst mpodeccCHOHATBHOTO MOIYJS TPEAINoaraeT Haludue YIeOHBIX
KaOuHeToB «JloKyMEeHTallMOHHOE oOecrieueHne yrpanieHus», «lIpaBoBoe obecrieueHue

HpO(I)GCCHOHaHBHOﬁ ACATCIBHOCTH» 151 yqe6Ha5{ KaHICILIPpU

JTOKYMCHTAIITMOHHOTO 00CCTICUCHHMSI YITPABICHUS).
O0opyaoBaHWE  VUEOHOTO KabnHeTa ©W  paboOuyuxX  MECT

(cimyx0a

KaOMHETA

JIOKYMEHTAIIMOHHOI'0 00€CII€YECHHs] YIIPABJICHHUSI:

- pabo4ue CTOJIBI ¥ CTYJIbS JJIsI O0OyJarOIIUXCS,

- pabo4Mii CTOJI U CTYN JJis MPENOaBaATEeIs;

- TOCKa KJIaCCHAss MarHUTHO-MapKepHas;

- HarJIAgHbIC TOCOOUS;

- KOMIUTCKT OJJAaHKOB JTJOKYMEHTAITUH.

- KOMIUTEKT Y4eOHO-METOAMYECKON TOKYMEHTAITHH.
TexHUYECKHE CPECTBA OOYUEHHUS:

- MYJBTUMEAUNHBIN IIPOEKTOP;

- HOYTOYK.
OOopynoBanne  y4ycOHOro  kabwHera W paboumx  MecCT

KaOuHETA

MHDOPMAITMOHHBIX TEXHOJIOTUHN B MPO(EeCcCHOHATILHOM ICSITEIbHOCTH:

- KOMITBIOTED;

- IPUHTED;

- MYJIbTUMEIUNHBINA IPOEKTOP;

- MporpamMMHoe obecrieyeHue o01Iero u NpodecCcuoHaIbHOI0 Ha3HAYCHUS;
- KOMIUIEKT Y4€OHO-METOANYECKON JOKYMEHTAIINH;

- KOMIUIEKT OJJAaHKOB JIOKYMEHTAIIUH.

Peanuzanus npoecCHOHATBHOrO MOIYJs IMpEAnonaraeT o0sA3aTelbHYIo
MPOU3BOACTBEHHYIO (YYEOHYI0) MPAKTHKy, KOTOPYIO PEKOMEHIYeTCs MPOBOAUTH
KOHLIEHTPUPOBAHHO B Pa3jMYHbIX YUPEXKACHHUSIX, OPraHU3alusiX, NpeInpUiTUsIX

ropoja.
4.2. UudgopmanuoHHoe odecnievyeHne o0yueHust

[lepeuyeHn pekoMeHIyEeMbIX YUeOHbBIX U3AaHui, IHTepHET — pecypcoB,
JOTIOJTHUTEIIBHOMN JIMTEPATYPHI
OcCHOBHbIC HCTOYHUKH:

1.  Kyzuenona U.B. JlokymeHTanimonHoe oOecrieueHue yrnpaBieHHs [DIeKTPOHHBIN
pecypc] : yue6noe mocobue mis CIIO / W.B. Kysunenosa, I'.A. Xauatpsia. — 2-¢
u3ll. — DJEKTPOH. TeKcToBble AaHHble. — CapartoB: [IpodoOpazosanue, Al [1u
Op Menua, 2019. — 166 c. — 978-5-4486-0404-1, 978-5-4488-0216-4. —

Pexxum moctyma: http://www.iprbookshop.ru/80326.html (7.12.2018)

2. JIOKyMEHTallMOHHOE OO0ECIieUeHUe YIpaBJICHUS [DJIEKTPOHHBIA pecypc]
Y4E€OHHUK ISl CTYJIEHTOB BY30B, O0OYUYaIOIIMUXCs MO HAMPABIECHUSM «DKOHOMHUKA
u «MeHnemxkmenTy, cnenuanbHocTIM «MHpopMatukay, «/JokymeHTOBeAeHUE U
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http://www.iprbookshop.ru/80326.html

JOKyMEHTAITMOHHOE  O0eclieueHue  ympaBieHUs», «ABTOMATH3alUs U
ynpasienue» / A.C. I'punbepr [u ap.]. — DIEKTpOH. TEKCTOBbIE JaHHbIE. — M. :
IOHUTHU-JAHA, 2017. — 391 ¢. — 978-5-238-01770-9. — Pexum pocryma:
http://www.iprbookshop.ru/71213.html (23.11.2018)

Cumonsan P.S. [loxkymeHTanmoHHOe OO€CI€UeHUE CHUCTEMbI YIpaBiICHUS
opraHuzanuen [nexkTpoHHbIN pecypc]| : yueoHoe nocodue / P.S. CumoHsaH. —
DnekTpoH. TeKcToBble AaHHble. — CapartoB: A# [Iu Op Menua, 2018. — 180 c.
— 978-5-4486-0167-5. — Pexum J0CTyma:
http://www.iprbookshop.ru/72458.html (23.11.2018)

Xauatypsin b.I'. [IpaBo [DnexTponHsIil pecypc] : yaednoe mocodue must CIIO /

b.I'. Xauatypsin, E.b. Illumkuna, A.}FO. TanaHuyk. — DJEKTPOH. TEKCTOBbBIC
nanaele. — CapatoB: IIpodoOpazoBanne, Al I1lu Op Meaua, 2019. — 458 ¢. —
978-5-4486-0552-9, 978-5-4488-0232-4. — Pexum JOCTYyTIA!

http://www.iprbookshop.ru/70756.html (23.11.2018)

Ky3nenosa U.B.  JIoKyMEHTMpOBaHHE  yIOPaBICHYECKOW  JEATEIBHOCTH
[DnexTpoHHBIN pecype] : yueOHoe mocodue s 6akanaBpoB / U.B. Ky3nerosa,
['A. XayatpsitH. — DOJEKTPOH. TEKCTOBbIE JaHHble. — MockBa, Caparos:
Hamko u K, At I[Im Op Menua, 2017. — 240 c. — 978-5-394-02780-2. —
Pexxum moctyma: http://www.iprbookshop.ru/59274.html (23.11.2018)
['ocynapCTBEHHOE M MYHUIUMIIAIIBHOE YMpaBJI€HUE [DIEKTPOHHBIN pecypc] :
yuebHoe nocooue / C.FO. HaymoB [u ap.]. — DJIEKTPOH. TEKCTOBBIE IAHHBIC. —
M. : JlamkoB u K, Ait [Iu Op Menua, 2016. — 554 ¢. — 978-5-394-01417-8. —
Pexxum moctyna: http://www.iprbookshop.ru/57137.html(23.11.2018)

Ky3spmuna U.B. JlenonpounsBoacTBO [IAEKTPOHHBIN pecypc] : yueOHoe nmocooue /
N.B. Ky3pMuHa. — DIJEKTPOH. TEKCTOBbIE AaHHbIE. — M. : MOCKOBCKHUIA
ryMaHUTapHbIN yHUBepcuteT, 2017. — 128 ¢. — 978-5-906912-98-5. — Pexum
nocrtyma: http://www.iprbookshop.ru/74718.html (17.11.2018)
KondunennuanbHOe  AEIOMPOM3BOACTBO M 3AIUINCHHBIM  3JIEKTPOHHBIN
JIOKyMEHTOO000pOT [DneKTpoHHBIN pecypc] : yueonuk / H.H. KynsieB [u op.]. —
DnekTpoH. TekcToBble qanHbie. — M. : Jloroc, 2016. — 500 ¢. — 978-5-98704-
711-8. — Pexxum mocrtyma: http://www.iprbookshop.ru/66416.html (17.11.2018)
(17.11.2018)

CmupnoBa E.Il. JlemompousBoactBo st cekperaps. Paspabotka, y4yeT u
XpaHEHUEe CIY>KeOHOW JOKYMEHTalUH [DIEKTPOHHBIA pecypc| : MPaKTHYECKOE
nocooue / E.Il. CmupHOBa. — 2-¢ u3A. — DJIEKTPOH. TEKCTOBBIC JAHHBIC. —
Caparos: At ITu Op Menua, 2019. — 210 ¢. — 978-5-4486-0465-2. — Pexum
noctyma: http://www.iprbookshop.ru/79622.html (17.11.2018)

JlonoJTHUTEIbHbIE UCTOYHUKH:
JIOKyMEHTOBEICHUE W apXUBOBEICHHUE [DJIEKTPOHHBIM pecypc| : CloBaphb-
CIIPABOYHUK [IJIT CTYACHTOB, oOOywaromuxcsi 1o crneruanbHoctd 032001
JIokyMeHTOBE/ICHHEe W JOKYMEHTAIlMOHHOEe obecmeuenue ympasiaeHus / O.T.
VYcanoBa [um ap.]. — DIEKTpOH. TEKCTOBbIE JaHHbIE. — YensaOWHCK:
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YensOMHCKUI TOCYIapCTBEHHBIN HHCTUTYT KyJbTyphl, 2015. — 116 ¢. — 978-5-
94839-493-0. — Pexum poctyma: http://www.iprbookshop.ru/56404.html
(17.10.18)
CmupnoBa E.II. JlemonmpousBoacTtBo sl cekperaps. Paspabotka, yuyeT u
XpaHEHHE CIIYKEOHOW JOKYMEHTAlMH [DJIEKTPOHHBIA pecypc| : MpakTUYecKoe
nocobue / E.Il. CmupHOBa. — 2-¢ u3A. — DJIEKTPOH. TEKCTOBBIE JIaHHBIE. —
Caparos: A#t [Tu Op Menua, 2019. — 210 c. — 978-5-4486-0465-2. — Pexum
nocryma: http://www.iprbookshop.ru/79622.html (23.11.2018)
Poxusarosckas M.P. JlokymeHTanmonHoe odecnedeHre [DIeKTpOHHBIA pecypc] :
yaeOHoe mocooue / W.P. PoxxHATOBCKasi. — DJNEKTPOH. TEKCTOBBIC JaHHBIC. —
Cumbeponons: YHUBEpCHTET SKOHOMHKM M yrpaienms, 2016. — 104 ¢. —
2227-8397. — Pexum gmoctryma:  http://www.iprbookshop.ru/73265.htmi
(23.11.2018)
brikoBa, T.A. JIOKyMEHTAIIMOHHOE oOecrieueHue yIpaBJICHUS
(menonpousBocTBO) [Teket] : Yueb. mocodue / T.A. beikora, T.B. Ky3Hemnoga ;
JI.B. CankuHa. - 2-e u3a. mnepepad. u gon. - M. : Uadpa-M, 2015. - 304 c. +
[Tpunoxenus. - (Boiciiee oOpazoBanue: bakanaspuar). -PYMO. - ISBN 978-5-
16-004805-5
Baronuna, M.B. Opranuzanus ¥ T€XHOJIOTHS JOKYMEHTAIIMOHHOTO 00ecIeueHus
ynpasienus [Tekct] : Yueb. nmocooue / M.B. Baronuna. - M. : JlamkoB u K,
2015. - 320 c. + I'moccapwmii + Tectsl. - ISBN 978-5-394-02522-8
AnmuHucTpaTiBHOE TIpaBO Poccum [DNEeKTpoHHBIM pecypce] : y4eOHUK st
CTYJCHTOB BY30B, oOydJaromuxcs no cuenuaibHoctu «HOpucnpynennms» / H. .
OpuamBWwiM [U Ap.]. — 7-€ u3l. — DJEKTPOH. TEKCTOBbIC AaHHbIE. — M. :
IOHUTU-IAHA, 2017. — 743 c. — 978-5-238-02918-4. — Pexxum poctyma:
http://www.iprbookshop.ru/71769.html (23.11.2018)
CawmoitnioB B.JI. I'ocynapctBeHHOe yrpaBiieHue. Teopus, MEXaHU3MbI, TPABOBbBIC
OCHOBBI [ DJIEKTPOHHBIN pecypc] : y4eOHUK JJi CTYJICHTOB BY30B, 00YyJarOIUXCsl
mo crnenraibHOCTH «l ocymapcTBEeHHOE U MyHUIMTIATbHOE ympasienue» / B./I.
CamoitnoB. — DnekTpoH. TekcToBble nanHbie. — M. : FOHUTU-JAHA, 2015.
— 311 C. — 978-5-238-02432-5. — Pexum JOCTyMa:
http://www.iprbookshop.ru/52613.html (23.11.2018)
Anexun A.Il.  AamunuctparuBHoe mpaBo Poccun. Ocobennass dacTh
[OnekTpoHHBIM pecypc] : yueOnmk g By3oB / Al Anexun, A.A.
Kapmonuukuii. — 4-e uzzn. — DIJEKTPOH. TEKCTOBbIE AaHHbie. — M. : 3epuaso-
M, 2018. — 272 ¢. — 978-5-94373-421-2.
Anexun A.Il. AamunuctpatuBHoe nipaBo Poccun. OO61mast 4acth [DAEKTPOHHBIN
pecypc] : yueOHuk st By30B / A.Il. Anexun, A.A. Kapmonuikuii. — 4-e uzn. —
DJNIeKTPOH. TeKCTOBbIe NaHHble. — M. : 3epnano-M, 2018. — 480 c. — 978-5-
94373-420-5. — Pexum JIOCTyTIA:
http://www.iprbookshop.ru/78877.html(23.11.2018)
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10.

11.

['ypeeBa, M.A. IlpaBoBoe obOecneueHue mpodhecCHOHATHLHONU JEeSTEIbHOCTH
[Texct] : Yueb. / M.A. I'ypeesa. - M. : Knopyc, 2015. - 224 ¢. + Tectsl. - (CI10).
- PYMO. - ISBN 978-5-406-03662-4

Knénos, C.H. IlpaBoBoe oOecrieueHre TrocyIapCTBEHHOIO W MYHHIIMIAIBHOIO
ynpasienus [Tekct] : Yueb. nocodue / C.H. Knénos, II.E. Kpuunnckuii ; C.H.
HoBukos. - M. : Hudpa-M, 2015. - 268 c. + Ilpunoxenus. - (Bwicuiee
oOpazoBanue: Maructparypa). - PYMO. - ISBN 978-5-16-010110-1

12 Xmenpauikas O.E. Cexperapp - JIHIIO0 KOMIIAHUU (MMHDK CEKpeTaps, JEeIOBOM
ATUKET W MPOTOKOI) [DnekTpoHHbIH pecypc] / O.E. XmenpHUIKAsE. — DIEKTPOH.
TEKCTOBbIC  gaHHbie. — HoBocubupck: CHOHMpPCKOE  YHHUBEPCHUTETCKOC
uznarensctBo, 2017. — 127 c¢. — 978-5-379-02028-6. — Pexum nocryma:
http://www.iprbookshop.ru/65153.html (23.11.2018)

13 Mupromkuna FO.B. Jlemompon3BoAcTBO W JOKYMEHTAIIMOHHOE OOECIeueHue
TrOCYAapCTBEHHOM ¥ MYHHUIIMNAIBHOM CIIY)KObl [DIIEKTPOHHBIN pecypc]
npaktukyM / HO.B. MupromkuHa. — DJIEKTpOH. TEKCTOBBIC JaHHBbIE. —
CraBpomnoinb: CeBepo-KaBkasckuii genepanbublii yauBepcutet, 2016. — 116 c.
— 2227-8397. — Pexum poctyma: http://www.iprbookshop.ru/66028.html
(17.11.2018)

14 JlokyMEHTOBEJICHUE UM AapXUBOBEJEHUE [DIEKTPOHHBIA pecypc] : ClIOBaph-
CIIPaBOYHUK JIJII CTYACHTOB, oOywarommxcss 1o crnenuanbHocTH 032001
JlokyMeHTOBeZiIcHHEe W JOKyMEHTalMoHHOe oOecmeuenune ympapaenus / O.I.

VYcanoBa [m gp.]. — DIEKTpOH. TEKCTOBbIE JaHHBIE. — UYensaOuHCK:
YensOMHCKMI TOCYAapCTBEHHBIA HHCTUTYT KyabTyphl, 2015. — 116 ¢. — 978-5-
94839-493-0. — Pexum gocrtyma: http://www.iprbookshop.ru/56404.html
(23.11.2018)

15 Aunnpeesa, B.W. JlenonpousBoacTBo: opranuzainus u BeaeHue [Tekcr] : yue0.-
npakT. mocooue / B.1. Auapeesa. - 5-e uzn., nepepad. - M. : Knopyc, 2016. - 296
c. + IIpunoxxenus. -ISBN 978-5-406-04540-4
16 OcHoBbl nemonpon3BojicTBa [TekcT] : Yueb. mocodue / A.M. AcanueB u nip. - M.
Nudpa-M, 2016. - 144 c. + Kp. crnoBapp. - (Boicumiee obOpazoBanue.
bakanaspuat). PYMO. ISBN 978-5-16-009465-6.
HuTepHeT — pecypcsbl:

http://elibrary.ru/ - Hayunas anexTpoHHast OMOIHOTEKA

2. http://www.edu.ru/ - Poccuiickoe oOpa3oBanue: (eaepantbHbIii 00pa3oBaTeIIbHbIHN
opTa

3. http://www.alleng.ru/ - Bcem, ko yuutbes (yueOHBIC MaTepHAIIbl, pa3IMYHBIC
y4eOHbBIC TOCOOUS)

4. http: // www.edou.ru/ - rieHTp KOMIETCHIIMK IO BOIIPOCaM JOKYMEHTAIIHOHHOTO

oOecrieueHus yIpaBJIeHUS B apXUBHOTO Jiejia

http://delo-ved.ru/- oOpasiipl JOKyMEHTOB

http://www.sekretariat.ru/document/office_work.php - [Topran TUTSI

pykoBoautenei ciyx6 JJOY u cekperapeit Bcex ypoBHEH

=

oo
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4.3. O0mue TpeOOBaAHMA K OPraHU3ALMU 00Pa30BaTeJIbLHOIO NPolecca

OOpa3zoBaTenpbHOE  yUpeXKACHHE  JIOJDKHO  pacrojiaraTh — MaTepHAIBHO-
TEXHUYECKON 0a30i, oOecreunBarolmell MpPOBEJEHUE BCEX BHUIOB MMPAKTUYECKHX
3aHATHH, MEXIUCIUIUIMHAPDHOW ¥ MOIYJIBHOW TMOATOTOBKH, MPEIYyCMOTPEHHBIX
nacopToM Moayis. MarepuanbHO-TEXHHUYecKass 0a3a JOJKHA COOTBETCTBOBATh
JEHUCTBYIOIIUM CaHUTAPHBIM U MTPOTUBOIIOKAPHBIM HOPMaM.

OcBoeHue MoyJIsl IOJKHO ITPeyCMaTpUBaTh:

- BBINOJHEHUE OOYYAIOMIMMCS MPaKTUYECKUX 3aHATHM, BKIOYas Kak
00s3aTeIbHBIA KOMIIOHEHT MPAKTHUYECKHUE 3aJaHMsl ¢ MCIOJb30BaHUEM IMEPCOHAIBHBIX
KOMITBIOTEPOB;

- OCBOCHHE OOYyYaloImMUMCS TMPOTPaMMbl MOJYJS B YCIOBUSX CO3JaHHOU
COOTBETCTBYIOIIECH 00Opa30BaTEIBHOW Cpefbl B 00pa30BaTEILHOM YUPESKICHUH WA B
PO MITBHBIX OPTaHU3AITUAX;

- TIPOBEICHHE NPOU3BOJCTBEHHOW NPAKTUKH B OPTraHW3aIlUAX, HaIMpaBJICHUE
JESATETBHOCTH KOTOPBIX COOTBETCTBYET MPOMUITIO MMOATOTOBKHA 00YUYaIOIIAXCSI.

OO0OpazoBatebHOE YUYpPEKIACHUE JOJDKHO OBITh 00ecredyeHO HeoOXOIUMbIM
KOMITJIEKTOM JIMIICH3UOHHOTO TPOTPaMMHOTO 00CCTICUCHHS.

[Ipu ocBoeHMM MOAYJSI MPEAyCMATPUBAIOTCS TPYMNIOBBbIE W HHAUBUAYaJIbHBIC
KOHCYJIbTAIIUH.

OcBoenne Moaynsi obecreunBaeTcsl y4eOHO-METOAMYECKON JTOKYMEHTAIME! o
BCEM MEXIUCIUIUIMHAPHBIM KypcaM Moayiist. Kaxapiii oOydaronuiicss 10KEH UMETh
JOCTYyIl K 0a3aM JaHHBIX U OMOIUMOTEUHBIM (OHAAM O0OpPa30BATEIBHOIO YUPEKIACHUS.
Bo Bpemsi caMOCTOSITENIbHOM MOATOTOBKU OOy4arolIrecs: JOJHKHBI ObITh 0OECTIeUeHbI
IOCTYTIOM K cetu VIHTepHeT.

BreaynutopHas ~ pabora  J0mDKHA COTIPOBOXKIATHCS METOANYCCKUM
obecrieueHuEM.

OcBoeHnto MPOQPECCHOHATIBHOTO MOMYNS JTOJDKHO TPEIIISCTBOBATh H3YYCHHE
CIEIYIONTUX TACIIATIINH:

OI1.03 MeHeIKMEHT;

OI1.06 IIpodeccronanbHas 3TUKA U TICUXOJIOTHUS JIEJIOBOTO OOIICHUS;

OI1.08 IIpaBoBoe obecnieueHre MPoheCCHOHATIBHON eI TEIBHOCTH.

Pycckuit 13bIK U KyJIbTypa peyuH.

4.4. KaapoBoe obecnieueHne 00pa3oBaTeiLHOI0 nmpoiecca

TpeOboBanus K KBaTM(PUKAMK II€IarOTHYECKUX KaaApoB, OOECIICUMBAIOIINX
ooyueane mo [IM 01. «Opranu3anmusi JOKYMEHTAIMOHHOIO o0ecHedYeHus
ynpapJjieHusl 1 PYHKUMOHHPOBAHUS OPTaHU3AUN

- HalW4yue  BBICHIETO  OOpa3oBaHUs, COOTBETCTBYIONIIETO  MPODUITIO
MpENo/IaBaéMbIX  pa3fesioB  Moayis  «OpraHu3auusi JAOKYMEHTAIMOHHOTO
o0ecrieyeHUus ynpapjieHus U PYHKUMOHMPOBAHUS OPTaHU3ALUM

- OMBIT JIEATEIHLHOCTH B OPTaHU3AIMSAX COOTBETCTBYIOIIECH MpodeccroHaIbHON
cdepsi;
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- IPOXOAUTH CTAXKUPOBKY B MPO(ECCHOHATBHBIX OpraHu3alusax He pexe | paza
B 3 roja.

PykoBonuTenssMu NpakTUKM OT Y4eOHOTO 3aBElIEHUSl JOJDKHBI  OBITh
IpEeroAaBaTenu 00ImenpodeccuoOHaIbHBIX JUCIUILIMH U MPOPECCUOHATBHOIO MOTYJIS.

PykoBoauTe/ M NPAKTHUKH JOJIKHbI:

- UMETb  NPAKTHUYECKUW  OIBIT
COOTBETCTBYIOIEH PO(eCCUOHATIBHOU chephl;

ACATCIBHOCTHU B OpraHu3anuAax

- OTBC€YATh 3a OCBOCHUC 06y‘-IaIOH_[I/IMI/IC$I HpO(l)GCCI/IOHaJ'IBHOFO OUKIIA.

5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
MPO®ECCUOHAJBHOI'O MOJY.JIS (BUJA MPOPECCUOHAJIBLHOMI
JNESTEJBHOCTH)

Pesyabrarsl
(ocBOEHHBIE
npogecCHOHAIbHbIE
KOMIIETEHIINH)

OcHOBHBIC TOKA3ATEJIH
OlIEHKH pe3yJibTaTa

®opMbI U METO/IbI KOHTPOJISA U
OlleHKH

Koopaunuposats paboty
opranusanuu (IpueMHON
PYKOBOJIUTEIS ), BECTH
IIPUEM ITOCETUTEIICH.

Opranuzanus pabodero mecta
CeKpeTaps;

OcyiecTBieHue npruemMa
OCETUTENIEH U MHBIX BHUI0B
OpPraHU3aIMOHHOTO
00CcITy>)KMUBaHUSI.

Habmnronenue 3a 1esTeIbHOCTHIO B
NpPOIIECCe OCBOCHHS POrPaMMBI
po¢eCCHOHANBHOTO MOAYIIS CTYACHTA U
OLICHKA JIOCTHKEHHSI pe3ynbTaTa 4epes:

- aKTUBHOE YYacTHE B XOJI¢ 3aHATHS;

- YCTHBIM U MUCBMEHHBIN OIPOC;
-pemeHre NpoOIEeMHO-CUTYalIMOHHBIX
3a]a4 Ha MPaKTHYECKUX 3aHITHUSX;

- 3aJJaHMs AJIs1 CAMOCTOSITeNIbHOM paboThl.

OcymiecTBiATh paboTy 1O
MOJITOTOBKE U
MPOBEJICHUIO COBEIIAHUM,
JIeTIOBBIX BCTpEY, IPUEMOB
U NIPE3CHTALNMN.

Opranu3anus noaroToOBKH U
MIPOBE/ICHUS TEXHHUUECKOTO
o0cTyKMBaHUSI KOHPEPEHTHBIX
MEpOIPUATHH.
OcymecTBienue Tene(poHHbIX
IIEPETOBOPOB.

Opranu3zanus o0CIyKUBaHUS
COBEIIIaHUH, IEIOBBIX BCTPEY,
IIPUEMOB U IIPE3ECHTALIU.

HaGumonenue 3a nesaTebHOCTBIO B
IpOLIECCe OCBOCHUSI IPOIPaMMBI
poQeCcCHOHATEHOTO MOAIYJISI CTYJICHTa U
OLICHKA JIOCTIKEHUS Pe3yJibTaTa 4epes:

- aKTHBHOE y4acTHE B XOJI€ 3aHSTHS;

- YCTHBIN U IICbMEHHBIN OIIPOC;
-penieHre NpoOJIEMHO-CHTYAIIHOHHBIX
337124 Ha MPAKTHYECKUX 3aHATHAX;

- 3a1aHUS ATl CAMOCTOSTENIbHON paboThI;
- BBITIOJIHEHHE KYPCOBOW pabOThHI

Ocy1iecTBiATH
MMOATOTOBKY ACJIOBBIX
MOE370K PYKOBOJUTENS U

JOPYTUX COTPYJHUKOB
OpraHu3alyH.

CocraBieHue nepeuHs
JIOKYMEHTOB, HEOOXOIMMBIX
npu opopmIIeHUH
KOMaHTUPOBOK.

CocraBieHue 1 coriacoBaHue
MPOrpamMMbl KOMaHIUPOBOK.

Habnronenue 3a 1esTeIbHOCTBIO B
MIpoLIEcCe OCBOEHUSI TPOrPaMMBbl
po¢eCCHOHANTBHOTO MOIYJIS CTYACHTA U
OIIEHKA JJOCTM)KEHHUS Pe3yiIbTaTa 4epes:

- aKTUBHOE YYacCTHE B XOJIC 3aHSTHS;

- YCTHBII M MUCBMEHHBIN OIPOC;
-peteHue npo0IeMHO-CHTYaIIMOHHBIX
3a]]a49 Ha MPaKTHYECKUX 3aHSITHUSX;

- 3aJJaHMs AJIS1 CAMOCTOATENLHON paboThI;
- BBINOJIHEHHE KYPCOBOM PabOTHI
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Oprann3oBbIBaTh pabouee
MECTO CeKpeTaps 1
PYKOBOITUTEIIS.

PanmonanbsHast opranuzanus
pabodero mecra.
OnTuManbHbIN T0100p
He00X0auMOro 000pyIOBaHUS
U CpPeACTB OPUCHON TEXHUKH,
KaHIICTISIPHH.

Habnronenue 3a 1esTensHOCTHIO B
IIPOLIECCE OCBOEHUSI IIPOTrPaMMBI
po¢eCCHOHANTBHOTO MOIYJIS CTYACHTA U
OLICHKA JIOCTUKEHHsSI Pe3yNbTaTa 4epes:

- AKTUBHOE Y4acCTHE B XOJI€ 3aHATHUS;

- YCTHBIN U MUCbMEHHBIN OIIPOC;
-pemeHne TpoOIeMHO-CUTYalTHOHHBIX
3aJ1a4 Ha IPaKTUYECKUX 3aHATHIX;

- 3aJJaH}s AJIs1 CAMOCTOSATENbHOM padoThl;
- BBITIOJIHEHHE KYPCOBOM PabOTHI

OdopmisaTs u
pPETUCTPUPOBATH
OpraHU3aIMOHHO-
pacTopsANTEIbHBIC
JTOKYMCHTBI,
KOHTPOJHPOBATH CPOKHU
WX UCTIOJHEHHUSI.

[IpaBuibHOCTH OhOpMITEHUS
OpraHU3aIMOHHO-
pacnopsAuTeIbHON
JIOKYMEHTAIUU

[IpaBUIBHOCTH perucTpanuu
OpraHU3aIMOHHO-
pacnopsaAUTeIbHON
JIOKYMEHTAIUU

Ocy1ecTBiieHHE KOHTPOJISI
CPOKOB HCTIOJIHEHUS
OpraHU3alMOHHO-
pacnopsAIuTENbHON
JOKYMEHTalluu

HpaBI/IJILHOCTI) U TOYHOCTb
IIPUMCHCHUS TCPMHUHOJIOTMA
AOKYMCHTAILIMOHHOI'O
obecrieyeHus YIIpaBJICHUS

HaGmronenue 3a NesTebHOCThIO B

Iporecce OCBOCHUS MTPOTrPAMMBI

podeccHOHAIBHOTO MOAYIS CTYACHTA U
OLICHKA JIOCTIKCHUS Pe3yJibTaTa 4epes:

- aKTMBHOE Y4acTHE B XOJIC 3aHSITHS;

- YCTHBIM U MUCBMEHHBIN OIIPOC;
-o(hopMIICHHE OpTaHU3AIIMOHHO-

pacnopsAIUTeNbHON TOKYMEHTAIIUU Ha
MPAaKTHYECKUX 3aHATHSAX;

- 33/1aHUS UL CAMOCTOSTEIIEHON paboTHI;
- BBIMIOJIHEHHE KYPCOBOW pabOTHI

OO0pabatbIBaTh BXOIAIIHE
U UCXOJSIINE TOKYMEHTHI,
CHUCTEMAaTHU3HPOBATh HX,
COCTaBIATh
HOMEHKJIATYPY JIeT |
(bopMHPOBATH TOKYMEHTHI
B JIeJIa.

[IpaBuaBHOCTH 0OPAOOTKH
BXOJISIINX U UCXOJAIINX
JOKYMEHTOB.

IIpaBuiBHOCTB
CHCTEMaTH3alll1 JOKYMEHTOB

[IpaBriibHOCTH OPMUpPOBAHUS
JieJ1 OpraHHU3alUu.
[IpaBUIBHOCTB COCTABIICHUS
HOMEHKJIATYpBI J€J1

HaGnronenue 3a JedaTeIbHOCTBIO B
IpoIecce OCBOSHUS MPOTrPaMMBI
npoQeCcCHOHATLHOTO MOAYJISI CTY/IEHTa U
OLICHKA JIOCTHIKEHHSI Pe3yybTaTa 4epes:

- aKTHBHOE y4acTHE B XOJI€ 3aHSTHS;

- YCTHBIM U IUCbMEHHBIN OIPOC;
-peteHne mpoOIeMHO-CUTYaITHOHHBIX
33124 Ha MPAKTHYECKUX 3aHATHAX;

- 33/1aHUS TSl CAMOCTOSITETIBHON paboTHI,
- BBIMOJIHEHHE KYPCOBOM PabOTHI;

CamMocTosATENBHO
paboTarh ¢ TOKYMEHTaMU,
CoJIEepKaLIUMU
KOH(UIEHINATBbHYIO
uHpOpMaIHIO, B TOM
quclie C TOKYMEHTaMH 10
JUYHOMY COCTaBY.

[IpaBunabHOCTH 06PaOOTKH U
XpaHEeHHs JOKYMEHTOB,
COoJIep KaLINX
KOH(DUIEHIINAIbHYIO
H(pOpMaIIHIO.

[IpaBuibHOCTH 0OPAOOTKH U
XpaHEHUs JOKYMEHTOB 10
JUYHOMY COCTaBY.

HaGumtonenue 3a 1eaTenbHOCTHIO B
IIpoLIecCe OCBOCHUSI TPOrPaMMBbl
po¢eCCHOHANTBHOTO MOIYJIS CTYACHTA U
OLICHKA JIOCTHIKEHHSI Pe3yybTaTa 4epes:

- aKTUBHOE Y4acCTHE B XOJI€ 3aHSTHUS;

- YCTHBII M TUCBMEHHBIN OIPOC;
-peteHue npo0IeMHO-CHTYaIIMOHHBIX
3a]]a49 Ha MPaKTHYECKUX 3aHSITHUSX;

- 3aJJaHMs AJIS1 CAMOCTOATENLHON paboThI;
- BBITIOJTHEHHE KYPCOBOM padOTEHI;
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OcymecTBIsTh
TenedoHHOE
o0cy>)KUBaHUE,
MPUHUMATh W TIEpeaBaTh
(hakchl.

CobnroneHue mpaBu
TeJIe()OHHOTO ITHKETA.
[TpaBuIIBHOCTH IpUEMA U
nepenayu Gpakcorpamm.
OcymiecTBIATh GUIBTPALIUIO
TeneOHHBIX 3BOHKOB.

Habnronenue 3a 1esTensHOCTHIO B
IIPOLIECCE OCBOEHUSI IIPOTrPaMMBI
po¢eCCHOHANTBHOTO MOIYIIS CTYACHTA U
OLIEHKA JTOCTUKEHUsS Pe3y/bTaTa 4epes:

- AKTUBHOE Y4acCTHE B XOJI€ 3aHATHUS;

- YCTHBIN U MUCbMEHHBIN OIIPOC;
-pemeHne TpoOIeMHO-CUTYalTHOHHBIX
3aJ1a4 Ha IPaKTUYECKUX 3aHATHIX;

- 3aJJaH}s AJIs1 CAMOCTOSATENbHOM padoThl;
- BBIIIOJIHEHUE KYPCOBOH paboThI;

OcymecTBIsATh
MOATOTOBKY JIeJT K
neperavye Ha apXUBHOE
XpaHEeHHE.

[IpaBuiabHOCTD
OCYIIECTBJICHUS MTOATOTOBKU
JIel1 K Tepeiaye Ha apXHUBHOE
XpaHeHHeE.

HaGntonenue 3a JedTeIbHOCTBIO B
IIPOLIECCE OCBOEHUSI IIPOrPAMMBI
po¢eCCHOHANBHOTO MOAYJISA CTYAEHTA U
OLICHKA JIOCTMKEHHSI Pe3ynbTaTa 4epes:

- aKTUBHOE y4acTHe B XOJI€ 3aHATUS;

- YCTHBIN U MUCbMEHHBIN OIIPOC;
-pemeHne NpoOIeMHO-CUTYallMOHHBIX
3aJla4 Ha IPaKTUYECKUX 3aHATHIX;

- 3a1aHKA ATl CAMOCTOSATENIbHON paboThI;
- BBINOJIHCHUE KYPCOBOH paboTHl;

CocCTaBisTh OIUCH JIE,
OCYILIECTBIISTh

HpaBI/IJII)HOCTB COCTaBJICHUA
OIINCH AOCII.

MOATOTOBKY JIeT K
nepenave B apXuB
OpraHu3alu,

[IpaBUIBHOCTH TOATOTOBKHU
JIelT K Tepeiaye B apXuB
OpraHu3aIyu.

rOCyJ1IapCTBEHHBIE U
MYHHUIIMITIAJIbHBIE aPXUBBIL.

[IpaBUIBLHOCTB MOATOTOBKU
JIe1 K IIepeiaye B
MYHHULUITAJIBHBIC U
rOCYJ1apCTBEHHBIEC APXUBBHI.

Habnronenue 3a 1esTenbHOCTHIO B
IIPOLIECCE OCBOEHUS IIPOrPAMMBIL
po¢eCCHOHANBHOTO MOIYJISI CTYACHTA U
OLIEHKA JOCTW)KEHHUS Pe3yIbTaTa 4epes:

- aKTUBHOE Y4YaCTHE B XOJ€ 3aHATUS;

- YCTHBIN U IICBMEHHBIN OIIPOC;
-pemeHne NpoOIEeMHO-CUTYallMOHHBIX
3a/1a4 Ha IIPAKTUYECKUX 3aHATHUIX;

- 3a1aHKA ATl CAMOCTOSATEIbHON paboThI;
- BBINIOJIHEHHE KYPCOBOW pabOTHI.

q)OpMBI N MCTOJAbl KOHTPOJISI W OLCHKHU PE3YyJIbTaTOB 06y‘l€HI/IH JOJDKHBI

MO3BOJISAITH  IPOBEPSTH

podeCCHOHANIBHBIX ~ KOMITCTCHITUH,

y  0oOydarommxcs

00eCIeunBarOIINX UX YMEHHM.

TOJILKO  C(POPMUPOBAHHOCTH

HO H pa3BUTHE OOMMX KOMIICTCHIIUHA |

PesyabTarsl
OcHoBHbIC MOKa3aTeau OleHKH | DPopMBbI 1 MeTOAbI KOHTPOJISI H
(ocBoeHHBIE 001IHE
pe3yJibTarTa OLIeHKH
KOMIIETEeHIIUH)

1. ITonnmate CymHOCTb U
COIMAJIbHYIO 3HAYUMOCTh CBOEH
Oynaymieit mpodeccuu,
MIPOSIBIATH K HEW YCTOWYMBBIN
UHTEpPEC

JleMoHCTpanus nHTEpeca K
Oynmymeii npodeccuun

3amuTa TBOPUYECKUX U
CaMOCTOSITENIbHBIX paboT

2. Opranu3oBbIBaTh
COOCTBEHHYIO JIESATEIBHOCTD,
BBIOMPATH THITOBBIE METOJIBI U
CIIOCOOBI BBITTOJTHEHHSI

Br160p 1 nmpumMeHeHre MeTo10B 1
CIO0CcO00B pelIeHus
npo¢eCCHOHANTBHBIX 33]1a4 B
00J1aCTH TOKYMEHTAIIMOHHOTO U

Hab6mronenre n KOHTpOIIb
NeSTeIbHOCTH 00YJaroIerocs B
Xoae peHIeHI/ISI paSJ'H/I'-IHI)IX
npoeccHoHaNBHBIX 33724
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npodeCCHOHATBHBIX 33]1a4,
OLIEHUBATh UX 3P(PEKTUBHOCTD
Y KaueCcTBO

0€3I0KYMEHTHOTO 00ecIeueHus
yIIpaBICHHUS.

Onenka 3¢ heKTUBHOCTH H
KauecTBa BBIIOJIHCHUS 32/1a4 B
00JIacTH TOKYMEHTAIIMOHHOTO U
0€310KYMEHTHOTO 00eCIICUCHHMS
yIIpaBIICHHSL.

HabumoieHre 1 KOHTPOIIh
JeSITeTbHOCTH 00yYaroIerocs B
IPOIIECCEe OCBOCHHUS
00pa3oBaTeNbHON IPOTPAMMBI
3aiyta TBOpYECKUX padoT

3. [lpuHuMars peueHus B
CTaH/IapPTHBIX U HECTaHAAPTHBIX
CUTYyalUsAX U HECTU 32 HUX
OTBETCTBEHHOCTh

Pemenne crangapTHbIX U
HECTaHJapTHBIX
npodeccHnoHaBHBIX 33724 B
JOKYMEHTAITMOHHOTO U
0€310KYMEHTHOTO 00eCIIeUCHMS
yIIpaBIICHHUSL.

HabGmronenue 3a nesTeIbHOCTBIO
00y4aroIerocst B Xo/e
BBITIOJIHCHU A HpaKTI/I‘-IeCKI/IX
3a/1a4.

4. OCylIecTBIATh IOUCK U
HCI0JIb30BaHUE UH(POpMAIIH,
Heo0X0IUMOM IS
3¢ (HEKTHBHOTO BBITIOTHEHUS
npodeCCUOHATILHBIX 33]1ad,
pohecCHOHATLHOTO H
JMYHOCTHOTO PAa3BUTHUS

D¢ heKTUBHBII TOUCK
HEe00X0ouMO# nHGOpMaIIIH,
pabora Ha 1K, ucnonp3oBanue
WHTepHeT-pecypcoB

Habnromenne 3a  mesSATEIBHOCTHIO
o0ydJaromerocss B X0J€ BbIIIOJHEHUS
NPaKTUYECKUX 3aJaHUM, KypcOBOH
paboThI

Hcnonb3oBaHue Pa3JIMIHbIX
HMCTOYHHUKOB, BKIIHO4Yas
QJICKTPOHHBIC.

Habmonenue 3a 1esITenbHOCTEIO
00yJaroIIerocs B Mpoiecce
MOJITOTOBKHU ¥ BBICTYIUICHUS C
IOKJIaJaMH U COOOIEHHSIMH,
BBITIOJIHEHHUS U 3aLIUTHI KYpPCOBOM
paboTHL.

5. Ucnonw3oBath
MH(pOpPMaIMOHHO-
KOMMYHHKAITIOHHBIC
TEXHOJIOTUH B
npo¢ecCuOHAIBHON
JIeSITEeILHOCTH.

Hcnonws3oBanue NporpaMMHOIO
obecrieyeHus B 00JaCTH
JICJIONPOU3BOJICTBA H
CEKPETapCKOTo OOCTYKHBaHUSI.

Habmronenue 3a e TeIbHOCTHIO
00y4JaroIerocs B mporecce
paboTtsl ¢ nporpammoit «1C:
JIEIIOTIPOU3BOJICTBOY,

6. PaGoTaTh B KOJIJIGKTUBE H
KoMaHe, 3p(HEeKTUBHO
00IIaThCs ¢ KOJIJICTaMu,
PYKOBOJICTBOM,
MOTPEOUTENSIMHU.

Bzaumoneiictaue ¢
0o0yJaronmmMucs,
MPENoIaBaTeNISIMU B XO/I€
o0OyuYeHusl U IPOU3BOJCTBEHHON
MPAKTHKU

HabmtoneHue 3a 1esTebHOCTBIO
o0ydJaromerocs B xo/1e
BBITTOJIHEHHSI TPAKTHYECKUX
3a/1aHUM, IPOXOKIACHUS
IPOM3BOJICTBEHHOMN NMPAKTHUKH.

7. Bpatb Ha cebs
OTBETCTBEHHOCTbH 3a paboTy
YJIEHOB KOMaH bl
(MOQYMHEHHBIX), pe3yJIbTaT
BBIITOJIHEHMS 3aJJaHUM.

[IposiBneHnEe OTBETCTBEHHOCTH 3a
paboTy YIEHOB KOMaH/IbI,
pe3yibTaT BBINOJHEHUS 3a/1aHMS.

HaGmronenue 3a nesTeIbHOCTHIO
oOyuaroierocst B Xofie
BBITIOJTHEHUS MPAKTHYECKUX
3aJaHuH.

8. CaMOCTOATENBHO ONPEACTIATh
3a7a4u IPOoQeCcCHOHATBLHOTO U
JMYHOCTHOTO Pa3BUTHS,
3aHUMATBCSI
caM000pa30BaHUEM, OCO3HAHHO
TUIAHUPOBATh MOBBILICHUE
KBaJIM(DUKAIIIH.

Opranuzanuysi cCaMOCTOSITEIbHBIX
3aHSTHIA TIPH U3YUCHHUH
PO eCCUOHAITBHOTO MOTYJIS.

HaOmronenne 3a nesiTeIbHOCTRIO
o0yJaromerocsi B Xojie OCBOCHHS
poeCCUOHATBHOTO MOTYJIS.

9. OpueHTHUpOBATHCS B
YCJIOBUSIX YaCTOM CMEHBI
TEXHOJIOTHU B

Y4uuTeIBaTh B paboTe MOSIBICHUE
HOBBIX TEXHOJIOTHI B 00J1aCTH
JOKYMEHTAI[MOHHOTO U

HaOmronenue 3a
CaAMOCTOATCIBbHBIM ITOUCKOM
HOBOM HH(pOpMaIUH, ee
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npo¢eCcCuOHATBHON
ACATCIIBHOCTH.

0€3I0KYMEHTHOTO 00ecIeueHus
yIIpaBICHHUS.

MIPUMEHEHHE B XOJI€ BBITOJIHEHUS
CaMOCTOSITEJIbHBIX, MPAKTUYECKUX
U KypCOBBIX padoT.

ABTOpBI:

[Hunuieia O.C. —nipernogaBareib 00menpopecCuOHaIbHBIX TUCITUILINH
Opnoa W.I'. - mpenogaBarens 001menpodeccuoHaabHbIX IHUCIUILINH
banmaesa Bb.b.- mpenogaBarens o6menpodeccnoHaabHbIX TUCITUTLINH

Peuensent: Pannena T.A. HauanpHuk otaena kaapos YU ®I'bOY BIIO «bI'YOII»

32



