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1. ACIIOPT PABOYEM TPOT'PAMMBI TIPAKTUKH
IMPOPECCHUOHAJIBHOI'O MOAYJIA IIM 01. THOOPMALIMOHHO-
JOKYMEHTALIMNOHHASA JEATEJBHOCTbD

1.1. Ob6aacThr npuMeHeHHus padoueii MporpaMMbl

[Iporpamma mpakTuku — npodeccuonansHoro wmoxyns 1IM.01  HMudopmanmonuo-
JOKYMEHTAIlMOHHAsl ~ JIeATEJIbHOCTh  SIBJIIIETCS  YacThbl0O  OCHOBHOM  MpodeccHOHaNbHOM
oOpa3zoBatenbHO mporpaMMbl B cootBeTrctBHM ¢  @DI'OC mo mpodeccun  cpeaHero
npodeccuonanibHoro ooOpazoanusi 46.01.01 Cekperappr B 4YacTH OCBOCHHUS OCHOBHOTO BHA
npoeCCUOHATIBHON JEATEIbHOCTH — HWH(POPMALMOHHO-JOKYMEHTAIIMOHHAS JESITEeIbHOCTh - U
COOTBETCTBYIOIIUX MpodeccruoHanbHbX koMiereHuil (11K):

K 1.1 CocraBisThb, pEIaKTUPOBAThH u opopMIIATH OpraHu3alOHHO-
paclopsiANTENbHYI0 JOKYMEHTAIMIO, CO3/1aBaéMyl0 B OpraHH3alldd, COTJIAaCHO TpeOOBaHUIM
locymapctBennbix cranmaptoB (I'OCT) mo ogopMIICHHIO TOKYMEHTOB C HCIOJIb30BAaHUEM:
COBPEMEHHBIX BUJIOB OPraHU3aIMOHHON TEXHUKHU.

I[IK 1.2 OpraHu3oBbIBaTh JTOKyMEHTOOOOPOT B OpraHU3allMM C HCIOJIb30BaHUEM
COBPEMEHHBIX BUJIOB OPraHU3aIMOHHON TEXHUKHU.

K 1.3 CocTaBiath 1 0OPMIISITH HOMEHKIIATYPY JIeJI OpraHu3aIuu, GopMUpOBaTh Aeiia
B COOTBETCTBHM C YTBEPXKICHHOW HOMEHKJIATYpOH, oOecrednBaTh UX COXPAHHOCTh B TEKYIEM
JIEJIONPOU3BO/ICTBE C UCIIOJIBb30BAHNEM COBPEMEHHBIX BUAOB OpPraHU3allMOHHON TEXHUKU.

IIK 14 Ocy1iecTBiATh NOATOTOBKY JI€] K IIEpeiaue Ha apXUBHOE XpaHEHUE.

I[IK 1.5 BbINONMHATE MalIMHOMKMCHBIE pa0OThI Pa3JIMYHOM CTENIEHHU CII0KHOCTH.

1.2. Mecto mnpodeccHOHAILHOT0 MOAYJsI B CTPYKType OCHOBHOWH mnpodeccHOHAILHOI
o0pa3oBaTe/IbHON MPOrPaMMbI: TUCITUIUINHA BXOJUT B MPOPECCHOHATBHBIN UK.

1.3. Henan u 3aga4u npogecCHOHATBHOI0 MOAYJIA — TPeOOBaHUsSI K pPe3yJibTATAM OCBOCHMA
npodgeccHoHATBHOT0 MOLYJISA
C menbi0 OBIAJAECHUS YKa3aHHBIM BUJAOM NPOPECCUOHATIBHOM JAEATENbHOCTH U
COOTBETCTBYIOIUMH TPOPECCHOHATHHBIMI KOMITIETEHIIMSIMA OOYYaIOUINIiCS B XOZIE OCBOCHUS
po¢eCcCHOHATBHOIO MOAYJIS JOJKEH:
HMeTh NMPAKTHYECKHUI ONbIT:
- UH(POPMAITMOHHO-OKYMEHTAI[HIOHHOTO 00eCIeueHus YIpaBIeHYeCKOM
JIeSITeIbHOCTH B CTPYKTYPE OpraHU3aIiH;
- UCTIONb30BaHMsI HH(POPMALMOHHBIX TEXHOJIIOTUH U CPEICTB OPTTEXHUKH B
JIOKYMEHTAI[HOHHOM 00€CTI€UeHUH YIPaBICHUSI.
yMeThb:
—  TIOJB30BAThCS HOPMATHBHO-METOJIMYECKHMH TOKYMEHTaMH IO JOKYMEHTAI[HOHHOMY
00ecrevyeHnI0 yIpaBIeHus;
—  OpraHu30BBIBaTh pabOTY CIYKObI TOKYMEHTAIMOHHOTO 00eCIeUeH!s! YIPaBICHNUS;
—  OmIpenensaTh HOPMBI BpEMEHH Ha JIEIOTPON3BOJICTBEHHBIEC OTIEPAIINN;
—  KOHCTPYHPOBATh Pa3JIMYHBIC BU/BI OJJAHKOB CITY’)KEOHBIX JOKYMEHTOB;
—  COCTaBIIAATh, PENAKTHPOBaTh H OGOPMIIATH OpPTaHW3ANHNOHHO-PACTIOPSTUTEIHHBIC
JOKYMEHTHI OpTaHU3aIlNH;
—  BecTH paboTy C JOKyMEHTaMH (IKCIEAUIIMOHHYIO 00pabOTKY, pPerucTpalnio, KOHTPOJIb
UCTIOJIHEHUS, CIIPABOYHO-UH(OPMAIIMOHHYIO paboTy);
—  COCTaBIIATH M 0OPMIIATH HOMEHKJIATYPY /e OpraHH3aInu;
—  (opmHpOBaTh Aea B COOTBETCTBUU C HOMEHKJIATYpPOil Jelt;
—  TIPOBOJUTH TEKYIIee XpaHEHHE JOKYMEHTOB;
—  TOArOTaBIUBATH JeJia K Iepeiaue Ha apXUBHOE XPaHEHUE;
—  HCIHOJIb30BaTh OPraHU3AIMOHHYIO TEXHHUKY B MPO(ECCHOHATBHOM e TeTbHOCTH;



- II0JI30BAThCS TEPMUHOJIOTUEH 1€II0BOM peyu:

- II0JIb30BAThCsl COBPEMEHHBIMU CIIOBAPSIMH M CHPABOYHBIMU HM3AAHUSAMHU 110 PYCCKOMY
A3BIKY U IIPAKTUYECKOM CTUIINCTHKE;

— OTCJIEKHUBATh JIOTMYECKYIO IOCIEIOBATEIBHOCTh MOCTPOCHHUS OQHUIMATBHO-IETOBBIX
TEKCTOB JOKYMEHTOB, TPOU3BOAUTH MPOBEPKY (PAaKTUUECKOTO MaTepUaa;

- IPaBUIbHO YNOTPEOIATh KOPPEKTYPHbIE 3HAKU B XOJI€ MPABKU O(PULNAIBHO-IEIOBBIX
TEKCTOB, PEAAKTUPOBATh CIyXKEOHbIE JOKYMEHTHI;

— [OJIrOTABIMBATh JOKYMEHTHI Pa3JINYHON CTENEHU CI0KHOCTH;

— UCTI0JIb30BaTh MHPOPMALIMOHHBIE TEXHOJIOTUU NPU JOKYMEHTHPOBAHUH M OpPTraHU3aINN
paboThI C TOKYMEHTAMY;

- o0ecreynBaTh Ka4eCTBO BBIIOJIHIEMBIX paboT;

3HATh:

—  TepMHUHOJIOTHIO JEJIONPOU3BO/ICTBA;

- HOPMAaTHBHO-METOJMUECKUE JIOKYMEHTBl 110 JIOKYMEHTALlMOHHOMY OOECIEUYEHHUIO
yIpaBJICHUS;

—  TpeboBaHUS K OpraHu3anuy MHPOPMAIIMOHHO-JOKYMEHTAIIHOHHOTO 00CITYKNBaHUS;

— KJIacCU(UKALUIO CITyKEOHBIX TOKYyMEHTOB;

- e/liHble TpeOOBaHMs U IpaBuiIa opopMIIeHHs, JTOKYyMEeHTOB B cooTBeTcTBUU ¢ ['OCT;

- BUABI M cocTaB OJaHKOB  CIY)KEOHBIX JOKYMEHTOB, TpeOOBaHUS K MX
KOHCTPYUPOBAHHUIO;

— oOuie TpeOOBaHMUS K COJIEPXKAHUIO TEKCTOB CIY)KEOHBIX JOKYMEHTOB, (OPMBI
U3JI0’KEHUS TEKCTOB;

- OCHOBHBIE TPYIIIBI OPraHU3allMOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB, OTJIMYUTEIbHbIE
0COOEHHOCTH UX 0(DOPMIICHHS;

- ATarbl COCTABJIEHUSI CITY>KEOHBIX TOKYMEHTOB;

- CHOCOOBI TOKYMEHTHPOBAHUS;

—  TpeboBaHUs K OpraHM3aluu J0KyMEHT0000poTa OpraHu3aIiiy;

- oO1iue npaBuiIa ¥ GOPMbI pETUCTPALIMH JOKYMEHTOB;

—  TEXHOJOTMYECKHH NPOLECC KOHTPOJIA 3a UCIIOJIHEHUEM MIOPYYEHUIN PYKOBOIUTENS;

- IpaBUJIa U 3TAIbl COCTABIECHUS U 0POPMIICHHUS HOMEHKJIATYphI A€l OpraHu3aliu;

—  TpeboBaHMs K (OPMHPOBAHHIO [ B COOTBETCTBUM C HOMEHKIATypoil e,
0COOEHHOCTH CHCTEMATU3AIlUH OT/IEIbHBIX BHJIOB JIOKYyMEHTOB;

- IpaBuJia TEKYILEro XpaHEHUs J1e] B OpraHu3allnu;

- 3TaIlbl MOJITOTOBKHM JIeJl K c/laue Ha apXMBHOE XpaHEHUE;

- IpaBUjIa OPraHU3aluy apXUBHOTO XpaHEHUs Jel;

- COBPEMEHHBIE BUbI OPraHU3AIMOHHON TEXHUKH:

—  Ha3Ha4yeHWe, MpaBUJIA IKCIUTyaTallud U TEXHUYECKOTO OOCITyKUBAHMS;

- KOMIIBIOTEPHYI0 ~TE€XHMKY W  COBpPEMEHHble HH(OpPMAIMOHHBIE  TEXHOJIOTHH,
IpUMEHsIeMbIe ITPH JOKYMEHTHPOBAHUH U OPTaHU3AIMK PabOThI C TOKYMEHTaMH;

- «CTIenoi» ecATUIaNbIeBbli METO/I IeUaTH;

- npaBuia opporpaduu U MyHKTyallMu PYCCKOTO S3bIKA;

- (bYHKLIMOHATIBHBIE CTUIIM PYCCKOTO JINTEPATYPHOTO SI3bIKa U UX 0COOEHHOCTH;

- COBPEMEHHBIE HOPMBI [IPOM3HOILIECHUS;

- OCHOBHBIE NPaBUJIa OJIH30BAHUS CIOBAPSMHU U CIIPABOYHBIMH U3/IaHUSIMH 10 PYCCKOMY
A3BIKY U TIPAKTUYECKOM CTHIIMCTHKE;

- TpeOOBaHUS K KaYECTBY BBIMOIHSIEMBIX padoOT.

1.4 . PexoMeHayeMoe KOJIMYECTBO YaCOB HA OCBOeHHe nMpodeccuoHaabHoro moayas IIM. 01
NupopMaiuoHHO-T0KYMEHTAIIMOHHASA 1eATEJIbHOCTD

Bcero — 1000 yacoB, B TOM 4HCIIE:



MJIK 01.01 JoxymenTannonHoe obecriedenue yrnpapieHus — 280 yacos
yaeOHo# mpakTuku — 396 yaca
IPOM3BOJICTBEHHOH MPAaKTUKH — 324 4acos.



2. PE3VJIbTATBI OCBOEHHSI HNPAKTUKHU MNPO®ECCHUOHAJIBHOI'O

MOAYJA

[Tporpamma nmpakTUkK# Npo(ecCHOHAIBHOTO MOAYJIS pa3paboTana Ha ocHOBE DenepaabHOro
rocyJIapcTBeHHOTO oOpasoBatenbHOro cranmapra (mamee — PI'OC) mo mpodeccnn «46.01.01
Cekperapb» B 4YacTH OCBOCHHS OCHOBHOTO BHJa TNpodeccroHanpHoU aestensHoctu (BIT/):
«MHpOopMaIIIOHHO-TOKYMEHTALMOHHAS IESTEIBHOCTh» U COOTBETCTBYIOIIUX MPO(ECCHOHAIBHBIX
komnereniuit (11K):

IK 1.1 CocTtaBisiThb, pEellaKTUPOBATh u 0hopMIIATH OpraHu3aloOHHO-
paclopsiAUTENbHYI0 JOKYMEHTAIMIO, CO3/1aBAEMYI0 B OpraHM3alliM, COIVIACHO TPEeOOBaHUAM
I'ocynapctBennbix crangaptoB (I'OCT) mo odopmIIeHHIO JOKYMEHTOB C HCIIOJIb30BAHUEM:
COBPEMEHHBIX BHJIOB OPTraHU3AIMOHHOW TEXHUKH.

I[IK 1.2 Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHU3alMH C HCIOJb30BAaHHUEM
COBPEMEHHBIX BHJIOB OPraHU3aIMOHHOW TEXHUKH.

K 1.3 CoctaBnars u 0hOpMIISATH HOMEHKIIATYPY JIeT OpraHu3aiuu, GopMupoBaTh aena
B COOTBETCTBHHU C YTBEP)KICHHOW HOMEHKJIATYypOH, OOecredyrBaTh MX COXPAHHOCTh B TEKYIEM
JIEJIIONPOU3BOJICTBE C UCIIOJIb30BAHUEM COBPEMEHHBIX BUOB OPraHU3aIMOHHON TEXHUKU.

K 1.4 OcymiecTBIATh MOJATOTOBKY JIEJ K TIepe/iaue Ha apXUBHOE XpaHEHHE.

K 1.5 BhbINOMHATE MaIIMHOMKUCHBIE Pa0OThI PA3JIMYHON CTETICHU CIOKHOCTH.

PesynbTaTom ocBoeHUs TPOGECCHOHATFHOTO MOIYJIS SIBIISICTCS OBJIAICHUE 00yUJarOMIMMUCS
BHJIOM TPO(ECCHOHAIBHOU NEITEIIbHOCTH, B TOM uucie npodeccuorHanbabiMu (1K) u oOmmmu
(OK) xoMIieTeHIUSIMHU:

Kon HanmenoBanmue pe3yJibTara o0y4eHust

IIK 1.1 CocraBnsiTh, peJakTUpPOBaTh U 0QOPMIIATh OpPraHU3aLMOHHO-PACIIOPSIUTEIBHYIO
JOKYMEHTAIMIO, CO3[]aBaéMyl0 B  OpraHu3allM, COIJIACHO TpeOOBaHUIM
'ocynapctBennbix crapaaptoB (I'OCT) mno odopMmieHHI0 JTOKYMEHTOB C
VICIIOJIb30BAaHUEM: COBPEMEHHBIX BUJOB OpPraHU3allMOHHON TEXHUKHU.

[IK1.2. | OpranuzoBbIBaTh JOKYMEHTOOOOPOT B OpraHM3aluu (Ha MpearnpHusITUH) C
UCIIOJIb30BAHUEM COBPEMEHHBIX BHI0B OPraHU3allMOHHON TEXHUKH.
K 1.3. CocraBnarh 1 0pOpMIIATh HOMEHKJIATYPY €]l OpraHu3aiiu, popMupoBaTh Jena B

COOTBCTCTBHHU C YTBep)KHeHHOﬁ HOMCHKHaTypOﬁ, obecneunBaTh HX COXPAaHHOCTb
B TCKYWIEM JCJIOINPOU3BOACTBE C HCIIOJIB30BAHUEM COBPCMCHHBIX BHJI0B
opT: AQHU3ALIMOHHON TEXHUKH.

I[IK 1.4. OcymiecTBISATh MOJTOTOBKY /e K TIepe/iaue Ha apXUBHOE XPaHEHHE.

K 1.5. BBINOTHATE MAIIMHOMKCHBIE pa0OTHI Pa3IMYHOMN CTETIEHU CII0KHOCTH

OK 1. [ToHMaTh CYIIHOCTh U COLMANBbHYIO 3HAUMMOCTh CBOeil Oyaymieil mpodeccun,
IIPOSIBJIAITh K HEM YCTOMYUBBINA UHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO NIEATEIBHOCTh, MCXOMS M3 IIEJH U CIIOCOOOB €€
JIOCTH>KEHHUH, ONpe/IeNIEHHBIX PYKOBOJHUTEIIEM.

OK 3. AHam3upoBaTh pabOUYyr0 CHUTYallMIO, OCYIIECTBJISITH TEKYIIUA W HMTOTOBBIN

KOHTPOJb, OLEHKY UM KOPPEKIHIO COOCTBEHHOW JEsITEeIbHOCTH, HECTHU
OTBETCTBEHHOCTb 32 PE3yJbTAaThl CBOEH pabOThI

OK 4. OcymiecTBiATh NOUCK HHpOpManuu, HEoOXoaumol st 3(h(EeKTUBHOTO
BBITTOJIHEHVSI TPO(ECCHOHAFHBIX 3a]1a.

OK 5. Hcmnonb3oBath MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMHU B
poecCHOHATLHON e TEIbHOCTH.

OK 6. PaGorate B komaHzae, 3(p(HeKTUBHO OOIIATHCS C KOJJIETaMH, PYKOBOICTBOM,
KJIMEHTaMH.

OK 8. Cobmronate JEeM0BOM 3THUKET, KYJIbTYPY M IICUXOJOTMYECKHE OCHOBBI OOLICHHMS,

HOPMBI W IIpaBuWjla HOBCACHUA, HCIIOJbB30BaTb METOJAblI W CPCACTBA OCJIOBOIO




oO01eHus.

OK 9. CaMocCTOATENbHO ONpPEAEATh 3aJaud  MPO(EeCCHOHAIBHOTO W JTUYHOCTHOTO
pa3BUTHSI, 3aHUMATHCSI CaMOOOpa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBIIICHHUE
KBaJTM(HUKAILINY.

OK 10. Cobmonate TpeboBaHusi 0€30MAaCHOCTH TpyHa, IMOXKAPHOM OE30MacHOCTH,

CaHUTapPUU U TUTUEHBI, OXPaHbI TPYAA.




3. CTPYKTYPA U IPUMEPHOE COAEP KAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA
3.1. TemaTnueckuii u1aH NpogecCHOHATBHOI0 MOLYJIS

Oobem BpPEMEHU, OTBEI€HHbII HA 0CBOECHHE

IpakTuka
MEKTUCUUIIJIMHAPHOTO Kypca (KypcoB)
Beero Oobs3atenbHas ayauropHass | CamocTosiTeJIbH IIpousBoacreeH
YACOB yueOHasi Harpy3Ka asi padora Has (1mo
(naxc. o0yuaronerocsi o0yuaronerocsi npoguio
Ko HanmeHnoBanus pa3iejioB yqe6Haﬂ B T.9. B T.U B T.U CHENUATBEHOCTH
npopeccHonaLl npoecCHOHAILHOI0 MOAYIsA | Hazpysk saboparop cor copa | Y 1€0m2 )
bIX KOMIIETE€HIH I P Ay Py HbIE Kypcos Kypcosa o, 4acoB
au Bceero paGoTsi & ast Bceero 1 HACOB (ecnu
npakmu , pabota , pabora
Ku) yacop | PAKTHHIEC (mpoek | yacoB | (MpoeKT npedycmompert
KHe a
3aHATHS, ), ) paccpedomouen
JacoB Hacos Hacos Has npakmuxa,)
1 2 3 4 5 6 7 8 9 10
MJIK 01.01 420 280 60 140
Jlokymenmauuonnoe
obecneuenue ynpasneHus
Yueonaa npakmuxa 396 396
IIpousBoacTrBenHas 324 324
npakTuka (mo npoduiaio 144 (2 xypc)
CHeNuaIbHOCTH), 9aCOB (eciu 180 (3 kypc)
nPedyCMOmpena umo2o6ast
(KOHYeHmpuposanHas)
NPAKMUKQ)
Bcero: *1140 | *280 | * | 140 | *306 *324

* Pazjienn IpOQECCHOHAIBHOTO MOJYJISl — YacTh MPUMEPHOM MPOrpaMMbl MPO(ECCHOHATLHOTO MOJLYJIs, KOTOpask XapaKTEPU3yETCsl JIOTUYECKOI 3aBEPIIEHHOCTBHIO W HAIPaBJIEHa Ha
OCBOCHHME OJHOM WJIM HECKOJBKUX IMPO(ECCHOHATIBHBIX KOMIETeHIHH. Pasznmen mpodeccrnoHaaIbHOrO MOAYNS MOXET COCTOSITh M3 MEXAWCIUIUNIMHAPHOTO Kypca WM €ro 9acTh |
COOTBETCTBYIOIINX YacTel yueOHOH M IPOU3BOJCTBEHHON NpakTHK. HanMeHoBaHKe paszerna npoecCHOHaIbHOIO MOYIIS JOJDKHO HAUMHATHCS C OTIJIAroJbHOTO CYHIECTBUTEILHOTO
U OTPa)aTh COBOKYITHOCTh OCBAaUBAEMbIX KOMIIETCHLUH, yMEHUN U 3HAHUH.
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. CTPYKTYPA M CONIEPXKAHUE YYEBHOM MPAKTUKHU ITPO®ECCUOHAJILHOI'O MOJIYJIS

Koan4vecTtBo yacoB

Ne . Buabl pador

CoBepuieHCTBOBaHME TEXHUKH U CKOPOCTH MHCHbMAa

Texnuka 6e3onacHOCTH U 06€30MaCHOCTD TPY/la B y4eOHON MacTepCKoi 6
1.

Opranuzanus pabodero Mmecta 6
2.

Opranu3anysi MaITMHOMMCHOTO TPYAA 6
3.

Cremnoii necsITUNaNbLIEBbId METO TUChMa 6
4.

W3ydeHne 0CHOBHOTO psjia KJIaBUATYPbI 6
S.

W3ydeHne 0CHOBHOTO psjia KJIaBUATYPbI 6
6.

W3yueHne 0CHOBHOTO psijia KIIaBUATYPbI 6
7.

[TuceMo cnoB u (pa3 u3 6yKB OCHOBHOTO psifia KIaBHATYpPbI 6
8.

[TuceMo cnoB u (pa3 u3 6yKB OCHOBHOTO psifia KIaBHATYpPbI 6
9.

ITucemo cnoB u ¢pa3 u3 6YKB OCHOBHOTO psiJia KJIaBUATYPbI 6
10.

W3yueHue TpeTbero psaa KiaBuaTypsl 6
11.

W3yuenne TpeTbero psiaa KiaBUaTyphl 6
12.

W3yuenne TpeThero psiaa KiaBHaTyphl 6
13.

[TuceMo cnoB u (pa3 u3 OyKB TpEThEro psijia KjIaBuaTyphbl 6
14,

[Tucemo cnoB U ¢pa3 u3 OYKB TPETHETO psAa KIaBHATYPHI 6
15.

ITucemo cnoB U ¢pa3 u3 OYKB TPETHETO psAa KIaBHATYPHI 6
16.
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N3ydenue nepBoro psaa Ki1aBUaTypbl

17.
W3yuenne nepBoro psiaa KiaBHaTyphl
18.
W3yuenne nepBoro psaa KiaBHaTypsbl
19.
[Tucemo cnoB u ¢pa3 u3 OYKB MEPBOTO psifa KIABUATYPHI
20.
[TuceMo cnoB u (ppa3 u3 6ykB MepBOro psijia KjIaBuaTyphbl
21.
[TuceMo cnoB u (ppa3 u3 OykB MepBOTo psjia KJIaBuaTyphl
22.
3aerHHeHHC 1 aBTOMAaTu3alus rmnucbMa
23.
3aerHHeHHC 1 aBTOMAaTu3alus rmnucbMa
24.
3akperieHre U aBTOMaTH3allus M1CcbMa
25.
[Tedats Ha CKOPOCTH
26.
[TedaTs Ha CKOPOCTH
217.
[leyars Ha CKOPOCTH
28.
Oprasau3anuoHHO-NPABOBbIE JOKYMEHThI
Odopmiienne MakeTa 1 00pa3LoB YUpeaIUTEIbHOTO 10roBOpa
29.
Odopmnenne MmakeTa 1 00pa3IoB Y cTaBa OpraHu3aIiuu
30.
Odopmrnenne maketa u 00pa3ios [lonoxeHus 06 opraHuzanuu
31.
Odopmiienne makeTa 1 00pa3iioB CTpykTypsl opranu3anuu u llltarHoit uncieHHoCcTH
32.
Odopmiienne maketa u oopasios llltarHoro pacnucanus
33.
Odopmnenne makera 1 00pa3noB [IpaBui BHYTpEHHETO TPYAOBOTO paCHOPsIKa OpraHH3aI[uN
34.
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Odopmnenne makera 1 00pa3noB [lonoxkeHuss 0 CTPyKTYpHOM HOApa3/IeICHUH

35.
Odopmnenne makera 1 00pa3oB JJ0KHOCTHOM HHCTPYKIIUN
36.
HUTOI'O 3a 1 kypc
OpraHu3anMoOHHO-PACTIOPSIANTEIbHbIE JOKYMEHThI
Odopmnenne maketa u 00pasnos [loctanoBneHus
37.
Odopmnenne makera u oopasios [Ipukaza
38.
Odopmienne maketa 1 00pasnoB PacropspkeHus
39.
Odopmienne Makera U 00pas3oB Ykazanwsi, Pemenne
40.
HNudopmanuoHHO-ClIpaBOYHAS JOKYMEHTALUSA
OdopmieHre MakeTa U 00pa3IoB TEIErpaMMBbl, TeJIeKca, akca, TeIehOHOTPAMMEI
41.
Odopmienne makeTa U 00pa3LoB AKTa
42.
Odopmiienne maketa u 06pasioB [Iporokomna
43.
Odopmiienne maketa u 00pa3iioB JlokinaaHOU, CIyKeOHOU U 00BICHUTEIHLHOM 3aITUCOK
44,
Odopmienne MakeTa 1 00pa3IoB Pa3HOBUIHOCTEH JIETOBBIX MMHUCEM
45,
[Teuarh HA CKOPOCTH
46.
[TedaTh Ha CKOPOCTH
47.
[lewaTr Ha cCKOpOCTH
48.

HUTOI'O 3a 2 kypc

Opranunsanus ciayk0bl 1e71011PON3BOACTBA
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Coznanuie u oopMIIeHHE CTPYKTYPBI CIIY>KOBI I€IIONPOU3BOICTBA

49.

Odopmnenne makera u 06pasioB MHCTpykumii
50.

Odopmnenne GopMbl TabesI TOKYyMEHTOB
51.

OdopmieHre NoCTyNMUBIINX, BXOASIIMX U UCXOSIIUX JOKyMeHTOB. Co3nanue Gopm perucrpanuu
52. JTOKYMEHTOB

Co3nanue Gpopm HOMeHKIIATYpHI Jen. OpopMiieHre apXHWBHOTO XpaHEHUs TOKyMEHTOB
53.

IIpuxaagusie nporpammbl MS Office

Hacrpoiika HoBo# paboueli kuuru B MS Excel. Co3nanue u 3amoaHeHue TabauIb.
54.

Cosznanne Tabmui u quarpamm B MS Excel
55.

Co3nanue npesenranuu B MS PowerPoint Ha 6a3ze mabnona. Co3nanue npeserranuii B MS
56. C MIOMOIIBIO TPpaUUECKUX PEIAKTOPOB

KomnbrorepHsbie ceTu. DnekTpoHHas nmouta. IHTepHer
57.

Kanposas padora

Odopminenne ¢popmbl 3asIBKU Ha 1O00P crenuaiicta, ohpopMiIeHHE Pe3oMe U 3asBICHUS O ITpUeMe
58. Ha paboTty

Odopmnenne ABroouorpaduu, XapakTepucTuku U PekoMeHaaTebHoro nucbMa
59.

Odopmnenne Anketsl. Odopmiienne JIMUHOTO JIMCTKA MO yUeTy KaJpOB U JIOMOIHEHUS K JINYHOMY
60. JMCTKY T10 YYeTy KaJpOB

Odopmnenue TpynoBoro goropopa. OpopmieHne cxembl COCTaBa JOKYMEHTOB ITPH IIpUEME Ha
61. pabory

Odopmnenne makera u oopasios [Ipukasza o npueme Ha paboTy U 00s13aT€IbCTBA O HEpaA3ITIALICHUN
62. CITyKeOHOW TalHbBI

Odopmienne TUTYIbHOTO JrcTa TpyaoBoil KHHXKH U 3all0JHEHUE ee pazaenos. OdopmieHue

(bOopMBI J)KypHaIa ydeTa ABMKEHHS TPYAOBBIX KHIKEK U AKTa CITUCAaHUs OJJaHKOB TPYIOBBIX KHUKEK
63. Y BKJIQJIBIIIEN K HUM

Odopmnenue JInunoi kapTouku pabotHuka. OpopmieHue GopMbl BHyTPEHHUN OMUCH JOKYMEHTOB
64.
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65.

OdopmiteHre TOKYMEHTOB CITY)KeOHON KOMaHIUPOBKH

66.

Odopmienne TOKyMeHTOB Ha oTiryck. OdopmiieHre JOKYMEHTOB O TIEPEBOJIC Ha APYTYIO padoTy

HUTOI'O 3a 3 kypc

BCEI'O:
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Conep:kanue y4eOHOH NPAKTHKHA

Ne Buasbi pador Coaepixanue pador KoimuecTBo Koabl komnereHumi ®opmbl U PHUO
III. 4acoB OK IIK METO/bI PYKOBOIMTEJIA
KOHTPOJIA YiI
1. Texuuka 6€30I1aCHOCTH 3HAKOMCTBO CO 6 OK1 MK 1.1 | maGaroneHue
1 0€30M1aCHOCTb TPYZa B | CPEICTBAMHU OPITEXHUKU OK 2 IIK 1.5 | ycrHbI ompoc,
yueOHOM MacTepcKoit OK3 OIMCaHMUE,
OK 6 OLICHKA
OK 10 IIPAKTUYECKUX
pabor
2. Opranmzanus padoyero 3HAKOMCTBO C 6 OK1 IIK 1.1. | ycTHBI onpoc,
MecTa opranusanueil padouero OK 6 IIK 1.2. | onucanue,
MecCTa OK 8 IIK 1.3. | omeHka
OK 10 IIK 1.4. | npakTH4YECKUX
IIK 1.5. | pabor
3. Opranuzanus 3HAKOMCTBO C 6 OK 1 IIK 1.1. | ycTHBIi ompoc,
MallMHONKMCHOTO TpyAa | KJIaBUATypou OK?2 IIK 1.2. | onucanue,
OK 5 IIK 1.3. | oueHka
OK9 IIK 1.4. | npakTH4YECKUX
OK 10 IIK 1.5. | pabor
4, Crnenoit OTpaboTKa «CIEenoroy 6 OK 1 K 1.1. | ycTHBIH omnpoc,
JIeCATUIIAIbLIEBBIN JIECATUIIATIBIIEBOTO OK 2 IIK 1.2. | onucaHue,
METOJ] MIChMa METO/a MHChbMa OK S IIK 1.3. | omenka
OK9 IIK 1.4. | npakTH4YEeCKUX
OK 10 IIK 1.5. | pabor
5. N3ydyeHnne 0oCHOBHOTO 3HaKOMCTBO C 18 OK1 IIK 1.1. | ycTHBII omnpoc,
psilia KIIaBUATypbI OCHOBHBIM PSIZIOM OK 2 IIK 1.2. | onucanue,
KJIAaBUATYPBI OK 5 IIK 1.3. | ouenka
OK9 IIK 1.4. | npakTHYECKUX
OK 10 IIK 1.5. | pabor
6. [TuceMmo cnoB u pas u3 OtpaboTka nucbMa 18 OK1 IIK 1.1. | ycTHBIN onpoc,
OYKB OCHOBHOT'O psijia CJIOB U )pa3 OCHOBHOTO OK?2 IIK 1.2. | onucanue,
KJIaBUATYPBI psAZia KIIaBUATYyphl OK 5 IIK 1.3. | ouenka
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OK9 IIK 1.4. | npakTH4ecKux
OK 10 IIK 1.5. | pabot
7. N3ydenue TpeTbero 3HAKOMCTBO C TPETHUM 18 OK1 IIK 1.1. | ycTHBIN onpoc,
psiaa KIaBHaTypbl PpsIAOM KJIaBHATYPBI OK 2 IIK 1.2. | onucanue,
OK 5 IIK 1.3. | oueHka
OK9 IIK 1.4. | npakTU4ecKux
OK 10 IIK 1.5. | pabot
8. [Tucemo cnoB u ¢pa3 u3 OTtpaboTka nmuceMa 18 OK1 IIK 1.1. | ycTHBII onpoc,
OYKB TPETHETO psja cloB U (ppa3 TpeTbero OK 2 IIK 1.2. | onucanue,
KJIaBUATYPbI pAla KIaBUATYpPbI OK S IIK 1.3. | oueHka
OK9 IIK 1.4. | npakTuueckux
OK 10 IIK 1.5. | pabor
Q. N3yuenue nepBoro 3HaKOMCTBO C IEPBHIM 18 OK 1 IIK 1.1. | ycTHBI onpoc,
psla KJIaBUATYpPbI PSAIOM KJIaBUATYPbI OK 2 IIK 1.2. | onucanue,
OK 5 IIK 1.3. | oueHka
OK9 IIK 1.4. | npakTH4YECKUX
OK 10 IIK 1.5. | pabor
10. | IIucbmo cioB u ppa3 u3 OtpaboTka nucbMa 18 IIK 1.1. | ycTHBIH onpoc,
OyKB IIEpBOTo psijia CJIOB U (hpa3 mepBoro psja IIK 1.2. | onucanue,
KJIaBUaTYPBI KJIaBUaTYPBI IIK 1.3. | oueHka
IIK 1.4. | npakTH4YEeCKUX
IIK 1.5. | pabor
11. | 3akperuieHue u OtpaboTka nucbMa 18 OK1 IIK 1.1. | ycTHBIH onpoc,
aBTOMATH3allMsI MMCbMa | CJIOB U ()pa3 OCHOBHOTO, OK 2 IIK 1.2. | onucanue,
IIEPBOr0 U TPETHETO psia OKS IIK 1.3. | oueHka
KJIAaBUATYPBI OK9 IIK 1.4. | npakTH4ecKux
OK 10 MK 1.5. | pabot
12. | [leuaTs HaA cKOpOCTH OtpaboTka nucbMa 18 OK1 IIK 1.1. | ycTHBI onpoc,
OK 2 IIK 1.2. | onucanwue,
OK S5 IIK 1.3. | oueHka
OK9 IIK 1.4. | npakTnueckux
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OK 10 IIK 1.5. | pabot
13. | OdopmieHue makera u OtpaboTka nucbMma. OK9 IIK 1.1. YCTHBIH OIpoc,
o0pasIos OdopMieHre peKBU3UTOB OK 10 IIK 1.2. OIHCaHue,

YupeaurenbHOro IIK 1.5. OIICHKA

JI0TOBOpa MPAKTUICCKHIX
pabor

14. | OdpopmieHue makera u OtpaboTka nmuckMa. OK 9 K 1.1. YCTHBIH OIpoc,
o0pa3ioB Ycrasa Odopmienne peKBU3UTOB OK 10 IIK 1.2. OIIMCaHMUE,

OpraHu3aluu IIK 1.5. OIICHKA
MPAKTHYECKHUX
pabor

15. | Odpopmienue makera u OtpaboTka nucbMma. OK9 IIK 1.1. YCTHBIH OIpoc,
obpasios [lonoxenus | OdopmieHHEe pEKBH3UTOB OK 10 K 1.2. OTHCaHue,

00 opraHu3anuu IIK 1.5. OILICHKa
MPAKTHICCKHIX
pabor

16. | Odopmienne makeTa u OTtpaboTka nuchpma. OK9 IIK 1.1. YCTHBIH OTpocC,
00pa3ioB CTpyKTyphl Odopmrenre peKBU3UTOB OK 10 K 1.2. OMHCaHue,

OpraHu3alyu 1 IIK 1.5. OLICHKA

ITaTHO¥ YMCIEHHOCTH MPAKTHYECKHUX
pabot

17. | Odopmienne makeTa u OTtpaboTka nuchrma. OK9 IIK 1.1. YCTHBIH OTpocC,
obpasios [llTarHoro Odopmrenre peKBU3UTOB OK 10 K 1.2. OIMCaHMUE,
pacnucaHus IIK 1.5. OLICHKA

MPAKTHYECKHUX
pabor

18. | Odopmnenue makera u OtpaboTka nucpma. OK 9 IIK 1.1. YCTHBIH OIpoC,
obpasmos [IpaBwn OdopmieHmne peKBU3UTOB OK 10 K 1.2. OTIMCaHueE,

BHYTPEHHETO TPYI0BOTO IIK 1.5. OIICHKA

pacnopsiika MTPAKTUICCKHIX

OpraHu3aIu pabor

17



19. | Odopmienne makeTa U OtpaboTka nucbMma. OK9 IK 1.1. YCTHBIH OIpocC,
obpasios [lonoxkenus o | OdopmieHe pEKBU3UTOB OK 10 IIK 1.2. OIHCaHue,
CTPYKTYPHOM IIK 1.5. OLICHKa
II0Jpa3/IeICHUN MPAKTUICCKHIX

pabor

20. | OdopmiieHue makeTa u OtpaboTka nmuckMa. OK 9 K 1.1. YCTHBIH OIpoc,
00pas1os Odopmienre peKBU3UTOB OK 10 IIK 1.2. OIIMCaHHE,
JloIbKHOCTHOM IIK 1.5. OIleHKa
UHCTPYKLUU MPAKTUYECKUX

pabor

21. | Odopmienue makeTa u OtpaboTka nucbMma. OK9 IIK 1.1. YCTHBIH OIpoc,
o0pas3Ios OdopMieHe peKBH3UTOB OK 10 IIK 1.2. OIHMCaHNE,
IloctanoBieHus IIK 1.5. OIICHKa

MPAKTHICCKHIX
pabor

22. | OdopmiieHne MakeTa u OTtpaboTka nucopma. OK9 K 1.1. YCTHBIH OIpoc,
obpasuos [Ipukasa Odopmienne peKBU3UTOB OK 10 IIK 1.2. OIIMCaHMUE,

IIK 1.5. OLICHKA
MPAKTHYECKHUX
pabot

23. | Odopmienue makeTa u OTtpaboTka nuckMma. OK9 IIK 1.1. YCTHBIU OITPOC,
00pas1oB OdopmiieHre peKBU3UTOB OK 10 K 1.2. OTIMCaHue,
Pacnopsixenus IIK 1.5. OIlCHKA

MPAKTHICCKHIX
pabot

24. | OdopmieHue makera u OTtpaboTka nuchpma. OK9 IIK 1.1. YCTHBIH OTpocC,
o0pa3ioB YkazaHus, Odopmrenne peKBU3UTOB OK 10 K 1.2. OIMCaHMUE,
Pemienune IIK 1.5. OIICHKA

MPAKTUIECKHIX
pabor

25. | OdopmieHnue makeTa u Odopmnenue OK1 K 1.1. YCTHBIH O1poc,
00pa3IoB TenerpaMMbl, | TOKYMEHTOB OK2 K 1.2. OTIMCaHUeE,
Tenekca, akca, OK 4 IIK 1.5. OLIEHKA
TeaehOHOTPAMMBI MTPAKTUICCKHIX

pabot
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26. | Odopmienue makeTa u Odopmnenue 6 OK 1 IK 1.1. YCTHBIH OIpocC,
o0pa3ioB AkTa JIOKYMEHTOB OK 2 IIK 1.2. OIHCaHue,
OK 4 IIK 1.5. OLICHKA
MPAKTUICCKHIX
pabor
27. | OdopmiieHue mMakeTa u Odopmnenue 6 OK1 K 1.1. YCTHBIH OIpoc,
oOpasuos [Iporokosna IIOKYMEHTOB OK 2 IIK 1.2. OIIMCaHHE,
OKS IIK 1.5. OLICHKA
OK 10 IIPAKTUYECKUX
pabor
28. | OdopmieHnue makeTa u Odopmnenue 6 OK1 IIK 1.1. YCTHBIH OIpoc,
obpa3ioB JloknamHo#i, | JOKYMEHTOB OK2 IIK 1.2. OIHMCaHNE,
CITy’KeOHOU U OK 4 IIK 1.5. OILICHKa
OOBSICHUTEILHOM MPAKTHICCKHIX
3aIMCOK pabor
29. | OdopmiieHne MakeTa u Odopmnenue 6 OK 1 K 1.1. YCTHBIH OIpoc,
00pasmos JIOKYMEHTOB OK 2 IIK 1.2. OIMCaHue,
Pa3HOBHIHOCTEH OK 4 IIK 1.5. OIICHKA
JICIIOBBIX TTUCEM MPAKTHYECKHUX
30. [Teuars Ha CKOpPOCTH OtpaboTka nucbMa 18 OK1 IIK 1.1. YCTHBIU OITPOC,
OK 2 IIK 1.2. OITHCaHUE,
OK S IIK 1.5. OIICHKA
OK9 MPAKTHYECKUX
OK 10 pabor
31. | Cozpnanue u 3HAKOMCTBO C 6 OK 2 IIK 1.1. YCTHBIH OIpoC,
opopmieHue opraHu3zaimeit Tpyaa OK 6 K 1.2. OTHCaHHUeE,
CTPYKTYPBI CITYKOBI PabOTHUKOB CITYKOBI OK 8 IIK 1.5. OLICHKa
JeTOTIPON3BOJICTBA JICITIOTIPOU3BOICTBA MTPAKTUIECCKIX
pabot
32. | OdopmieHre MakeTa U Odopmienue 6 OK 1 K 1.1. YCTHBIN OIpoc,
o0pa3ioB MHCTpYKIHiA | JOKYMEHTOB OK?2 K 1.2. OIMCAHMUE,
OK 4 IIK 1.5. OIICHKA
MPAKTUIECKHUX
pabor
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33. | Odopmnenue popmbl Odopmnenue OK 1 IK 1.1. YCTHBIH OIpocC,
Tabess JTOKYMEHTOB JTOKYMEHTOB OK?2 K 1.2. OnucaHue,
OK 4 IIK 1.5. OLICHKA
MPAKTUICCKHIX
pabor
34, | Odopmnenue [Tpuem u oOpaboTKa OK 2 IIK 1.1. YCTHBIN OIPOC,
IIOCTYIUBIIUX, IOCTYHAOIIUX OK3 IIK 1.2. OIIMCaHHE,
BXOJISILITUX U JIOKYMEHTOB. OKS IIK 1.5. OIICHKA
UCXOSIINX Perucrpanus nnaekcanus OK9 MPAKTUYECKUX
nokymeHToB. Co3fjaHue | JOKyMEHTOB OK 10 pabor
¢dbopM peructpanuu
JOKYMEHTOB
35. | Cozmanue popm OtpaboTtka OK 1 K 1.1. YCTHBIH OIpoc,
HOMEHKJIATYPbI JEl. TpeOboBaHUH K OK 2 IIK 1.2. OIIMCaHMUE,
Odopmienne COCTaBJICHUIO OK S5 IIK 1.3. OIICHKA
aApPXUBHOT'O XpaHEHUs HOMEHKJIATYPHI 1] IIK 1.4. MPAKTUYECKHUX
JTIOKYMEHTOB IIK 1.5. pabor
36. | Hacrpoiika HoBOM Pabora na I1K OK 4 IIK 1.1. YCTHBIN OIPOC,
paboueit kHuru B MS OKS K 1.2. OIMCaHMUE,
Excel. Coznanue u IIK 1.5. | oueHka
3aroJiHeHue TaOIHIIbL. MPAKTHYECKHUX
pabor
37. | Coznanue Tabnuil 1 Pabota na IIK OK 4 IIK 1.1. YCTHBIH OTpocC,
nuarpamm B MS Excel OK S5 IIK 1.2. OIMCaHue,
IIK 1.5. | oueHka
MPAKTUIECKHIX
pabor
38. Co3znanue npe3eHTauu Pabora ua I1K OK 4 IIK 1.1. YCTHBIH o1poc,
B MS PowerPoint Ha OK 5 IIK 1.2. OITHCaHHE,
0a3e mabnoHa. IIK 1.5. OIICHKA
Co3nanue npe3eHTanmit MPAKTUYECKUX
B MS PowerPoint c pabor

MIOMOIIIBIO
rpaduuecKux
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39, KomnbrorepHbie ceTu. Pabora na I1K OK 4 IIK 1.2. YCTHBIN OMPOC,
DNeKTpOHHAs MoYTa. OK S IIK 1.5. OnucaHue,
HNutepner OLICHKA

MPAKTUICCKHIX
pabor

40. | Odopmuenue Gpopmbl Odopmnenue OK1 K 1.1. YCTHBIH OIpoc,
3asBKH Ha MoA00p JIOKYMEHTOB OK 2 IIK 1.2. ONINCAaHME,
CIICLIMAJINCTA, OK 5 IIK 1.5. OLIEHKA
odopmiieHHE pe3toMe U OK 6 NPAKTUYECKUX
3asIBJICHUS O IIPUEME Ha OK 8 pabor
paboty

41. | Odopmienue Odopmnenue OK1 K 1.1. YCTHBIH OIpoc,
ABroOuorpaduu, JIOKYMEHTOB OK 2 IIK 1.2. OIIMCaHMUE,
XapakTepuCTUKH U OK S IIK 1.5. OIICHKA
PexomenmarenbHOTO OK 6 MPAKTUYECKUX
nrucbMa OK 8 pabor

42. | Odbopmnenue AHKETHI. Odopmnenue OK 1 IIK 1.1. YCTHBIH OIpoc,
Odopmiienne JIugHOTO | TOKYMEHTOB OK 2 K 1.2. OTIMCaHue,
JINCTKA I10 y4eTy OKS IIK 1.5. OLICHKA
KaJpOB U JIOTIOJIHEHUS K OK 6 MPAKTHYECKUX
JINYHOMY JIUCTKY I10 OK 8 pabor
Y4eTy KaJIpoB

43. | Odopmiienue Odopmnenue OK 1 IIK 1.1. YCTHBIH OTpocC,
TPYAOBOIO JOTrOBOPA. JOKYMEHTOB OK 2 IIK 1.2. OIIMCaHue,
OdopmiteHne cxemsl OK S IIK 1.5. OIICHKA
COCTaBa JOKYMEHTOB OK 6 [IPaKTUYECKUX
[IpH TIpueMe Ha padoTy OK 8 pabor

44. | Odopmnenue makera u Odopmnenue OK 1 K 1.1. YCTHBIH o1poc,
obpasmos [Ipukasa o JIOKYMEHTOB OK 2 IIK 1.2. ONMCAHMUE,
npreMe Ha paboTy U OKS IIK 1.5. OIIEHKA
00s13aTeNbCcTBA O OK 6 MPaKTUYECKUX
Hepas3IaleHuu OK 8 pabor

CITy’keOHOW TalHBI
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45. | Odopmnenue Odopmnenue OK 1 IK 1.1. YCTHBIH OIpocC,
TUTYJIBHOTO JINCTA JIOKYMEHTOB OK 2 IIK 1.2. OIIMCaHue,
TpynoBoi KHUXKKHU U OK 5 IIK 1.5. OIICHKA
3ar0JHEHUE €€ OK 6 IIPaAKTUYECKUX
pazzaenoB. OdopmiieHue OK 8 pabor
(bopMEbI )KypHaIa yyera
JBUKEHUS TPYIOBBIX
KHIDKEK U AKTa
cricaHusi OJIaHKOB
TPYIOBBIX KHUKEK U
BKJIQIBIIIIEN K HUM

46. | Odopmnenue Jlnanoi Odopmrnenue OK1 K 1.1. YCTHBIH OIpoc,
KapTOYKH paOOTHHKA. JIOKYMEHTOB OK 2 IIK 1.2. OIMCaHMUE,
Odopmnenne Gopmbl OK 5 IIK 1.5. OIICHKA
BHYTPEHHUI OMHUCH OK 6 IIPAKTUYECKUX
JTIOKYMEHTOB OK 8 pabor

47. | OdbopmiieHue Odopmnenue OK1 IIK 1.1. YCTHBIH OIpoc,
JIOKYMEHTOB JIOKYMEHTOB OK 2 IIK 1.2. OIMCaHMue,
CITy’keOHOU OK 5 IIK 1.5. OIICHKA
KOMaHIUPOBKU OK 6 MPAKTUYECKUX

OK 8 pabot

48. | Odopmnenue Odopmnenue OK1 IIK 1.1. YCTHBIH OIpoc,
JIOKYMEHTOB Ha OTIIYCK. | JOKYMEHTOB OK 2 IIK 1.2. OIMCaHMue,
Odopmnenue OKS IIK 1.5. OIICHKA
JIOKYMEHTOB O ME€PEBOJIE OK 6 MPAKTUYECKHUX
Ha JPYTyI0 paboTy OK 8 pabot
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. CTPYKTYPA M COIEPXKAHUE IMPOU3BOJACTBEHHOMN MPAKTUKHA
IMPOPECCHUOHAJIBHOI'O MOAYJIA

Ne . Buawbi pador KoaunyecTBo 4acos
144
1. besonacnocts Tpyna. TexHuka 6e30macHOCTH Ha paboyeM MecTe 6
2. Opranu3zanus Tpyaa npu BoinojiHeHuu padot Ha [1K 6
3. 3HaKoMCTBO co ciyxooi JIOY 6
4. CoBeplilieHCTBOBaHHE TEXHUKHU MTHChMa 6
S. CoBeplilIeHCTBOBaHHE TEXHUKHU MHCbMa 6
6. OdopmieHne TUTYIbHOTO TUCTA 6
1. Odopmrnenne npuMedaHuil, CHOCOK K TEKCTY 6
8. Odopmnenne 6ubanorpadun 6
9. Pabota ¢ konupoBaabHOI OyMaroi 1 OprreXHUKON 6
10. Pabota ¢ konupoBaabHOI OyMaroi 1 OprreXHUKON 6
11. | Cokpamenus (a66peBraTypa) IpUMEHsIEMbIE B J€JI0BOIl IIEPENICKe U IPyrUe COKPAIEHHs 6
12. | Pa3BuTHE TEXHUKH CKOPOCTHU IHChMa 6
13. | Pa3BuTHE TEXHUKH CKOPOCTHU IHChMa 6
14. | CoBepiieHCTBOBaHNE HABBIKOB NIEUYATAHNUS B COOTBETCTBUH C MaTePHAaIOM IPOWICHHBIX TEM Ha 3aHITHAX YIeOHOMH 6
MIPAKTHKH
15. Odopmnenne OPJ] 6
16. Odopmnenne OP/] 6

23




17. | Odopmienue cinyxeOHbIX 3anucok. CTeHorpadudeckas 3auch MUCbMa 6
18. | Odopmienue cnyxeOHbIX 3anucok. CTeHorpadudeckas 3anuch NUCbMa 6
19. | OdopmieHre NOKTAMHBIX U CITYKEOHBIX 3aIIUCOK 6
20. | Odopmiienue ciry:xe0HOM JOKYMEHTAIIUU 6
21. | Odopmiienune ciry:xe0HOM JOKYMEHTAIIU! 6
22. | TlpoextupoBanue 6a3bl JTaHHBIX B O(QHUCE 6
23. [TpoekTrpoBanue 0a3bl TaHHBIX B oduce 6
24. | dud 3auer 6
HUTOTI'O 3a 2 kypc 144
25. | besomacHocth Tpyna. TexHuka 6e30macHOCTH Ha paboyeM MecTe 6
26. | 3makomcTBO co cayxooi IOY 6
27. | OdopmiieHne pactopsIUTeNIbHBIX JOKYMEHTOB (ITPUKa3 10 OCHOBHOM AESITEIbHOCTH, PACIIOPSIKEHHUE) 6
28. | OdopmiieHre pactiopsiANTEIBHBIX JOKYMEHTOB (ITPUKa3 IO OCHOBHOM JI€ITETbHOCTH, PACTIOPSIKEHUE) 6
29. | OdopmiieHre MOTHOTO U KPATKOTO MPOTOKOJIA 6
30. | OdopmieHre BbIMUCOK U3 0(UIIHATBHBIX JOKYMEHTOB (BBIITUCKA U3 MTPHKA3a, BBIMHUCKA U3 POTOKOJIA) 6
31. | OdopmiieHHe BBIMMCOK U3 OQUIIMATBHBIX JOKYMEHTOB (BBIMHMCKA U3 MTPHKa3a, BBIMHUCKA U3 TIPOTOKOJIA) 6
32. | OdopmiieHue akToB 6
33. | Odopmiienre 1OroBOpoB, KOHTPAKTOB 6
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34.

Odopmienne 1oroBopoB, KOHTPAKTOB

35. | Odpopmienue Tenerpamm, TenedoHOrpamMm

36. OdopmieHne TOBEpEHHOCTEH

37. | CrenorpadupoBaHme TEKCTOB JOKYMEHTOB, pacimudpoBka u opopmieHne 1okymenToB Ha [1K

38. | CrenorpadupoBaHme TEKCTOB JTOKYMEHTOB, pacimdpoBka u opopmienue 1oKkymeHToB Ha [TK

39. | OdopmieHre KOMaHAUPOBOYHBIX MPEATHUCAHUN

40. | Coznanue pupMeHHOro GIaHKa OpraHu3aluu. IMOIeMa IpeIpUsITUs

41. | Odopmienue nmuceM Ha prUpMEHHOM ONaHKE

42. | OdopmieHre KOHBEPTOB

43. | OdopmieHHE BU3UTOK

44. | OdopmieHue IOUYTOBOrO apeca Ha aHTINIICKOM s3bike. Habop TekcToB Ha aHruiickoMm si3bike. OdopmiieHue nucem
Ha aHIJIMHCKOM si3bIke. OopMileHne pe3toMe Ha aHTIIMICKOM sI3bIKe

45. | OdopmieHue oYTOBOro aapeca Ha aHTIIUICKOM s3bike. Habop TekcToB Ha aHTuiicKoM si3bike. OdopmileHne nucem
Ha aHIJIMHCKOM si3bIKe. OopMileHne pe3toMe Ha aHTIIMICKOM sI3bIKe

46. | Coznanue 1m1abI0HOB JOKYMEHTOB (CIIpaBKU, IPUKa3bl 10 OCHOBHOMW JESITEIbHOCTH, aKThI)

47. | Co3znanue mabjI0HOB JOKYMEHTOB (CIIpaBKU, IPUKA3bl 10 OCHOBHOW JESTEIbHOCTH, aKThI)

48. | Co3nanue 01aHKOB NMPUKA30B MO JUYHOMY COCTaBY (TpUEM, YBOJIbHEHUE, IIEPEBOJI, OTITYCK)

49. | Coznanue kaprouku . T-2. Co3ganue mabdaoHa 00JI0KKH JMYHOTO Jiea, 0popMiIeHHE 00JI0KKH

50. | YnopsioueHue U cucTeMaTu3anus UMEIOIUXcs JOKyMeHTOB. [10roToBKka A1t apXMBHOTO XpaHEHHS

51. | 3HaKOMCTBO ¢ HOMEHKJIATypOil /1€ OpraHu3alnuu
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52. | [logroroBka Mj1si apXUBHOTO XpaHEHUS 6

53. | YHuuTOXEHUE JIeN 6

54. | dud. 3auer 6
HUTOI'O 3a 3 kype 180
BCEI'O: 324
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ConepskaHue NpOU3BOJACTBEHHON NMPAKTUKHA

Ne nm. Buasbi pador Coaepixanue pador KoimuecTBo Koabl koMnereHuui DopMbI U 1[0
JacoB OK IIK METObI PYKOBOIMTEJIA
KOHTPOJIA YiI
1 Besomacuocts Tpyna. | [Ipoxoxaenue 6 OK 1 IIK 1.2. YCTHBIH OIIPOC,
TexHuKa unctpykraxa no OT u Th OK 2 IIK 1.5. OITMCaHHC,
0€30MaCHOCTH Ha OK 10 OLICHKa
paboueM MecTe TIPAKTHHECCKIX
pabort
2 Opranu3zanus Tpyna 3HaKOMCTBO C pabouum 6 OK1 IIK 1.2. YCTHBIH OIpoc,
IIPH BBITTOJIHEHUHT mectoM. Opranusarus OK?2 IIK 1.5. OTIMCaHue,
pa6ot na ITK TpyZAa IpH BBITOJIHEHUN OK 10 OLICHKA
pabort Ha [IK PAaKTUYECKUX
pabor
3 3HAKOMCTBO CO 3HAaKOMCTBO CO 6 OK1 IIK 1.2. YCTHBIH OIIpOC,
ciryx060it JIOY CTPYKTYpOil OK 2 IIK 1.5. OIHCaHue,
OpraHu3alNH, JOKAIbHO- OK 10 OIlCHKA
HOPMAaTUBHBIMH aKTaMH IPAKTUYECKHUX
pabor
4 CoBepiieHCTBOBaHUE Belnenenye 3arojioBKOB, 6 OK 1 IIK 1.1. YCTHBIH OIpOC,
TEXHUKH MHUChbMa MNHUCHMO MOJ3aroJIOBKOB, OK 2 IIK 1.2. OIMCaHUE,
HX PacCIIOIOKEHUE OK 10 IIK 1.5. OLICHKA
OdopmiieHre TUTYIBHOTO IIPAKTUYECKHUX
JIUCTA pabor
S CoBepIlieHCTBOBaHNE Odopmienue 6 OK 1 IIK 1.1. YCTHBIN OIPOC,
TEXHUKU IMHChbMA MIpUMEYAHU N OK 2 1K 1.2. OIIMCAHMC,
OdopMIieHrE CHOCOK K OK 10 IIK 1.5. | ouenka
TEKCTY MMPAKTUYCCKUX
pabor
6 Odopmienue Odopmiienue 6 OK1 IIK 1.1. YCTHBIH OIpoC,
TUTYJILHOIO JIHCTA AOKYMEHTOB OK 2 IIK 1.2. ONMCAHMUE,
OK 10 IIK 1.5. OLICHKA
MPaKTUYECKUX
pabot
7 Odopmienue Odopmnenne 6 OK 1 K 1.1. | ycTHBIi ompoc,
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MpUMEYaHui, CHOCOK | JIOKYMCHTOB OK 2 IIK 1.2. OITMCAHUE,

K TEKCTY OK 10 IIK 1.5. OLICHKa
MPAKTUYECKHUX
pabor

8 Odopmnenue Odopmrenue 6 OK 1 IK 1.1. YCTHBIH OIpoc,
oubnmorpaduu IoKyMeHTOB. PaboTta ¢ OK 2 IIK 1.2. OIHCaHHE,
OpPrTEXHUKOMN OK 10 IIK 1.5. OLICHKA
NPaKTUYECKUX
pabor
9 Pabora c ITeuyars, ckanupoBaHue, 12 OK 1 MK 1.2. | ycTHsIi onpoc,

KOIMPOBAJIbHOMN KOIIMPOBAHUE OK 2 IIK 1.5. OIMCaHMUE,

Gymaroii u JTOKYMEHTOB OK 10 OLIEHKA

OpPI'TEXHUKOH IIPAKTHIECKUX
pabor

10 CokparieHus Odopmiienue 6 OK 1 IK 1.1.
(ab6peBuarypa) JOKYMCHTOB OK 2 IIK 1.2.
MIpUMEHsIEMbIE B OK 10 IIK 1.5.
JIEJIOBOM MepenucKe u
JpyTUe COKpaIIeHUs
11 Pa3BuTHe TexHUKH Ileyats mox JUKTOBKY 12 OK1 IIK 1.2.
CKOpPOCTH TTHCHbMa OK2 MK 1.5.
OK 10
12 Cosepmencteoanue | Odopmienne 6 OK1 IIK 1.1. YCTHBIH OIpoc,

HABBIKOB NeyaTtanus B | AOKYMEHTOB OK 2 K 1.2. | ommcanwue,

COOTBETCTBHU C OK 10 IIK 1.5. OllCHKAa

MaTepraioM MPAKTHYECKHUX

o pabor

MPOM/ICHHBIX TEM Ha

3aHATUSIX y4eOHOH

TTPAKTUKN

13 O¢opmnenne OPJ] Odopmnenue 12 OK 1 IIK 1.1. YCTHBII OTpOC,
JIOKYMEHTOB OK 2 K 1.2. OIMCaHME,
OK 10 IIK 1.5. OIICHKA
MPAKTUIECKHIX
pabor
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14 Odopmnenne Odopmienue 12 OK 1 IK 1.1. YCTHBIH OIpoC,
CIIy)KEOHBIX 3aIHCcOK. | AOKYMEHTOB. OK 2 IIK 1.2. OIIMCaHue,
Crenorpaduueckas PacmmdpoBka TekcToB, OK 10 IIK 1.5. OLICHKA
SAIIHC IHCEMA odopmiienue Ha [TK MPAKTUICCKHIX

pabor

15 Odopmienue Odopmiienre qOKIaIHBIX 6 OK1 IIK 1.1. YCTHBIH OIpoc,
JNOKIAIHBIX U U CIIY>KEOHBIX 3alHUCOK OK 2 IIK 1.2. OIIHCaHue,
CITy’KEOHBIX 3aIIICOK OK 10 NK 1.5. | ouenka

MPAKTUYECKUX
pabor

16 Odopmienne OdopmiieHne cripaBok 12 OK1 IIK 1.1. YCTHBIH OIpoc,
ciyxeGHO# OK 2 IIK 1.2. OIMCaHue,
JIOKYMeHTaLUH OK 10 IIK 1.5. OLICHKA

NPaKTUYECKUX
pabor

17 IIpoexTupOBaHHE Coznanue 0a3bl JaHHBIX 12 OK1 IIK 1.2. YCTHBIH OIpoc,
6a3bl JAHHBIX B O(uce OK?2 IIK 1.5. OIIMCaHMUE,

OK3 OLICHKA
OK 10 IPAKTUYECKUX
pabor

18 Mudg 3ager 6

HUTOI'O 3a 2 kypc 144 yaca
1 besonacHocTts Tpyna. [Ipoxoxnenue 6 OK1 IIK 1.2. YCTHBIH OIpoc,
TexHuka nHcrpykraxa rno OT u OK?2 IIK 1.5. OIIMCaHue,
0€30MacHOCTH Ha Th. 3HakoMcTBO € OK 10 OIICHKA
pabouem mecte pabouum MecToM MPAKTHYECKHUX
pabor
2 3HAKOMCTBO CO 3HAKOMCTBO CO 6 OK 1 K 1.2. YCTHBIH o1poc,
cyxo6oit [I0Y CTPYKTYpOUH OK2 IIK 1.5. OTIMCaHueE,
OpraHu3aluu, JOKaIbHO- OK 10 OIICHKA
HOPMATHBHBIMH aKTaMH MPAKTHYECKUX
pabot
Odopmnenue OdopmiieHne mpukazoB 12 OK 1 IIK 1.1. YCTHBIH OTPOC,
3 pPacropsIAUTEIBHBIX 110 OCHOBHOU OK 2 IIK 1.2. OIIMCaHue,
JIOKYMEHTOB (TIpUKa3 JICITEIbHOCTH U €r0 OK 5 IIK 1.5. OIICHKA
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10 OCHOBHOU perucTpanus. OK 10 NPaKTUYECKUX
NeSTeIILHOCTH, Odopminenne pabor
pacrnopsiKeHue) pacnopsHKeHUsI
Odopmnenne nmomaoro | OdopmiieHue 6 OK 1 K 1.1. YCTHBIH OIpoc,
U KPaTKOr'o IPOTOKOJIA | IPOTOKOJIOB. OK 2 IIK 1.2. OIIMCaHUE,
Perucrpanus npoTtokoiaos OKS IIK 1.5. OLICHKA
OK 10 IIPAKTUYECKUX
pabor
Odopmnenue Boinucok | OgopmiieHre BBIIUCOK U3 12 OK1 IIK 1.1. YCTHBIH OIpocC,
13 0(UITUATBHBIX MPUKa3a, BBIMUCOK U3 OK2 K 1.2. ONMCAHHUE,
JOKYMEHTOB (BBIITUCKA | MPOTOKOJIA OK S IIK 1.5. OIlCHKA
13 MPUKa3a, BBIIUCKA OK 10 IIPaAKTUYECKHUX
13 MPOTOKOJIA) pabor
OdopmieHne akToB Odopmienue n 6 OK 1 K 1.1. YCTHBIH OIpoc,
perucTpanusi akToB OK 2 K 1.2. OIMCaHMUE,
OKS IIK 1.5. OIICHKA
OK 10 MPaKTUYECKUX
pabor
Odopmrenue Odopmrnenne 10roBopoB, 12 OK 1 IIK 1.1. YCTHBIH OIpoc,
JIOTOBOPOB, aKTOB OK2 K 1.2. OTMCaHue,
KOHTPAKTOB OKS IIK 1.5. OLICHKA
OK 10 MPAKTHYECKUX
pabor
Odopmnenue [Tpuem Teneponorpamm. 6 OK 1 IIK 1.1. YCTHBIH OTpocC,
TeJIerpaMM, Odopmnenue Teaerpamm, OK 2 K 1.2. OIMCaHMUE,
TenegoHorpamMm TenepoHorpamMm OK3 IIK 1.5. OIICHKA
OK S IPAKTUYECKUX
OK 6 pabor
OK 10
Odopmnenue Odopmnenue 6 OK 1 K 1.1. YCTHBIH OTpOC,
JIOBEPEHHOCTEN JIOBEPEHHOCTEN OK?2 K 1.2. OIMCAHMUE,
OK3 IIK 1.5. OIICHKA
OK S5 IPAKTUYECKHUX
OK 6 pabor
OK 6
OK 10
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CrenorpadupoBanue CrenorpadupoBanue, 12 OK 1 IK 1.1. YCTHBIH OIpoC,
10 TEKCTOB JOKYMEHTOB, | paciin(poBKa TEKCTOB U OK 2 IIK 1.2. OIMCaHUE,
pactmdpoBKa U odopmileHHEe JOKYMEHTOB OK3 IIK 1.5. OLICHKA
odopmiieHne Ha [1K OK S5 MPAKTUICCKHIX
nokymeHToB Ha [IK OK 6 pabor
OK 10
Odopmrenue Odopmrenue 6 OK 1 IIK 1.1. YCTHBIH OIpocC,
11 KOMAaHJIUPOBOYHBIX KOMAaHJIUPOBOYHBIX OK 2 IIK 1.2. OIIMCaHue,
NpeanucaHui NpeanucaHui, MPUKa3oB OK 3 IIK 1.5. OIICHKA
0 KOMaHIUPOBAHUU. OKS [IPaKTUYCCKUX
Peructparnus npukaszoB o OK 6 paboT
KOMaHMPOBAaHUU OK 10
Co3nanue Coznanne GUpMEHHOTO 6 OK1 IIK 1.1. YCTHBIH OIpoc,
12 ¢bupmeHHoro 61aHKa OnaHKa OpraHu3aIuu OK 2 IIK 1.2. OIMCaHuE,
OpraHu3aIyu. OK3 IIK 1.5. OIlCHKA
OMbnema OK 5 PAKTUYECKUX
NPEINPUITUS OK 6 paboT
OK 10
Odopmnenue nuceMm Odopmrenne nuceM Ha 6 OK 1 IIK 1.1. YCTHBIH O1poc,
13 Ha GUpPMEHHOM OJlaHKe | (PUPMEHHOM OJaHKe OK 2 IIK 1.2. OIMCaHueE,
OK3 IIK 1.5. OLICHKA
OKS IIPaKTUYECKHUX
OK 6 pabor
OK 10
Odopmnenue OdopmneHre KOHBEPTOB 6 OK 1 IIK 1.1. YCTHBIH O1poc,
14 KOHBEPTOB U OTIPABKa OK 2 IIK 1.2. OIHMCaHue,
KOPPECIIOHICHIIUU OK3 IIK 1.5. OLICHKA
OKS MIPAaKTHYECKUX
OK 6 pabot
OK 10
Odopmnenne Bu3utok | OgopmiieHrne BUSHUTOK 6 OK 1 K 1.1. YCTHBIH o1poc,
15 OK 2 IIK 1.2. OITHCaHHE,
OK3 IIK 1.5. OLICHKA
OKS MIPAaKTUYECKUX
OK 6 pabot
OK 10
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Odopmienue Odopmrenue nucemM Ha 12 OK 1 IK 1.1. YCTHBIH OIpoC,
16 II04YTOBOI0 aJpeca Ha AHIIMMCKOM SI3BIKE OK 2 IIK 1.2. OIIMCaHue,
aHTJIINHCKOM SI3BIKE. OK 3 IIK 1.5. OIICHKA
HaGop TexcToB Ha OK 5 NPaKTUYECKUX
AHTJINMCKOM SI3BIKE. OK 6 pabor
Odopmrnenue nmuceMm OK 10
Ha aHTJIMICKOM S3BIKE.
Odopmnenue pesrome
Ha aHTJIUICKOM SI3bIKE
17 Cosznanue madIoHOB Cosznmanue u oopMIICHHE 12 OK 1 K 1.1. YCTHBIH OIpoc,
JOKYMEHTOB (CIIpaBKH, | OJaHKOB MPUKA30B 11O OK 2 K 1.2. OIMCaHMUE,
IIPUKA3bI 10 OCHOBHOW | JINYHOMY COCTaBY OK3 IIK 1.5. OILICHKA
JeSITeIbHOCTH, aKThI) OK S5 MPAKTHYECKHUX
OK 6 pabor
OK 10
Coznanne O01aHKOB Cosznmanue u oopMIICHHE 6 OK 1 K 1.1. YCTHBIH OIpoc,
18 MIPUKA30B 10 JUYHOMY | OJaHKOB MPUKA30B 11O OK 2 K 1.2. ONHCaHueE,
cocTaBy (Ipuem, JUYHOMY COCTaBYy OK3 IIK 1.5. OIICHKA
YBOJIBHEHUE, IIEPEBOJ, OKS MIPAKTUYECKUX
OTITYCK) OK 6 pabort
OK 10
Coznanne kaptouku . | Cozmanue U 3aroaHEHUE 6 OK1 K 1.1. YCTHBIH OTpocC,
19 T-2. Co3nanue kaptouku ¢. T-2, OK 2 IIK 1.2. OIMCAaHUE,
1ra0JIoHa 00JI0KKHU 00JIOKKH JIMYHOIO JIejIa OK 3 IIK 1.5. OIICHKA
JIMYHOTO Jieja, OK S5 MIPAKTUYECKUX
odopmiteHre 00JI0KKH OK 6 pabort
OK 10
Ynopsanouenue u Ynopsnouenue 6 OK1 IIK 1.1. YCTHBIN OMPOC,
20 cucreMaTrusanus JOKYMEHTOB. OK 2 IIK 1.2. OIIMCaHue,
AMEIOIINXCA CucremMaru3zanus mo OK3 IIK 1.5. OIICHKA
JTIOKYMEHTOB. roay, TUIY, BUAY OK 5 MPAKTUIECKHIX
OK 6 pabort
OK 10
21 3HAKOMCTBO C Brecenue npenioxxeHnia 6 OK 1 IIK 1.1. YCTHBIH OTPOC,
HOMEHKJIATypOH eIl 1o pa3paboTke OK 2 IIK 1.2. OIIMCaHue,
OpraHu3aIu HOMEHKJIATyphI JIE]I. OK3 IIK 1.3. OIlcHKa
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Odopmienue OK 4 IIK 1.5. PaKTUYECKHUX
HOMEHKJIATYPHI 1T OK S5 pabor
OK 6
OK 10
[ToaroroBka s Odopmnenue nen; 6 OK1 IIK 1.1. YCTHBIH OIpocC,
22 apXMBHOT'O XpaHEHUsI | SKCIIEPTH3a LIEHHOCTHU TEX OK 2 IIK 1.2. OIMCaHUE,
WA UHBIX JJOKYMEHTOB; OK 3 IIK 1.3. OIICHKA
CocraBneHue akra, B OK 4 IIK 1.4. IIPAKTUYECKUX
KOTOpOM OyJIeT yKa3aHHO, OK 5 IIK 1.5. pabor
KaKue Jiena rnojaaexar K OK 6
YHUYTOXEHUIO; OK 10
Onucs nena.
YHUUTOXKEHUE AEI Odopmrnenue npukasa o 6 OK1 IIK 1.1. YCTHBIH OIpoc,
23 Ha3HAYCHUH SKCIICPTHON OK2 IIK 1.2. OIIHMCaHNE,
KOMHCCHUU OK 3 IIK 1.3. OIlCHKA
Brinenenune OK 4 IIK 1.4. MPAKTUYECKHUX
YHUUTOXKEHUIO JIEN C OK 5 IIK 1.5. pabor
HCTEKUIMM CPOKOM Ha OK 6
OCHOBAaHMH TIIATEIbHON OK 10
ITOJINCTHOW MPOBEPKH;
COCTAaBJICHHE OIUCHU e,
MOJIeKAIITUX
JanbHENIIEMY XPaHEHUIO;
(hopMUpOBaHHE aKTa O
BBIJICJICHUH IOKYMEHTOB
K YHUYTOKEHHUIO;
B3BEILIMBAHUE
OTOOpaHHBIX K
yTUIU3aluu Oymar
24 dud. 3auer 6
HUTOI'O 3a 3 kypc 180 yacoB
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4. YCJIOBUSA PEAJIM3ALIUU MTPO®ECCHUOHAJIBHOI'O MOAYJIA
4.1. TpeGoBaHusi K MUHUMAJIBHOMY MaTepPHAJIbLHO-TEXHUYECKOMY 00ecnedyeHuIo

Peanu3anusi mpakTuku Mpo(ecCHOHAILHOTO MOMAYMSl MPEANoiaraeT Haaudue J1adopaTopuu
«HopMaIoHHbIE TEXHOJIOTHH B MPOPECCUOHATBHON AESITETbHOCTH.

Kommsrotepasie maboparopuu ocHameHsl coBpeMeHHbIMH [IK ¢ 00s3aTeNbHBIM HAMYHEM
CTaIlMOHAPHOTO MPOEKTOPA.

B cocTaB mporpaMMHBIX CPEACTB IOJKHBI BXOIUTH orneparonHas cuctema WINDOWS,

Microsoft Office.

YyeOupie  nmaboparopuu  coiepXaT  HEOOXOAUMBIN  KOMIUIEKT  y4eOHO-METOIUYECKOM
JOKYMEHTAIUH, CTAaHIaPTOB 10 0(hOPMIICHUIO TOKYMEHTOB U WX XPaHEHUIO, Pa3JaTOYHbI MaTepHal JIs
WHAUBUIYAIbHON pabOThl CTYIACHTOB 1O BCEM pa3feliaM MPOrpamMMbl MPAKTHKUA TPOPECCHOHATHHOTO
MOJTYJIS.

4.2. UudopmanuonHoe odecrieueHne o0ydeHust
Ilepeuenb pexkoMeHAyeMbIX Yy4eOHbIX W3AaHuii, WHTepHeT-pecypcoB, [ONOJHHUTEJIbHOM
JUTEepaTypbl

OcCHOBHbIE HCTOYHHKH:

1. Hoponuna JILA. JlokymenroBenenue : yueOHuK u npaktukym ais CIIO / JI. A. JloponuHa
[u np.] ; mox pen. JI. A. JlopoHuHoit. — 2-e u3f., nepepad. u gon. — Mocksa : U3znarensctBo FOpaiir,

2. Kopuees, U. K. [lokymeHnTanmonHoe obecrieuenue ynpasieHus + Tectsl B OBC : yueOHHK
u npaktukym ais CI1O / U. K. Kopuees, A. B. ITmenko, B. A. Mamypues. — 2-e u3fl., nep. u gom. — M.
: U3narensctBo IOpaiit, 2018

3. Kysnenos, U. H. JlokymeHTanImoHHOE 0OECIieueHre YIpaBICHUS IEPCOHAIIOM : YICOHHUK U
npaxktukyM ais CIIO / U. H. Ky3nenos. — M. : U3narensctBo FOpaiit, 2018

IlOHOJIHI/ITe.TIBHLIe HCTOYHUKH:

1. Abynanze, M. I. lokymMeHTaIlmoHHOE 0OECTICUeHNUE YIPABICHUS IEPCOHATIOM : YUeOHUK U
npaktukyM uist CI1IO / . I. A6ynanze, Y. b. Bempsbxkkuna, B. M. Macnosa. — Mocksa : U3narenscTBo
FOpaiit, 2018

2. I'eiixman B.JI. Tpynosoe npaso. Ilpaktukym : yue6. nocodue qst CI1O / B. JI. T'eiixman [u
ap.] ; mon pen. B. JI. Tetixmana, 1. K. JImutrpueBoit. — 2-e usz., nepepad. u gomn. — Mocksa :
Nznarenscto IOpaiit, 2018.

3. I'po3oBa, O. C. JlenonpousBonctso : yued. mocooue aiis CI1O / O. C. I'pozoBa. — Mocksa
: U3narensctBO FOpaiit, 2018.

Kypnanbr:

«CrpaBoYHHK cekpeTrapsi U oduc-mMeHemkepay, «Cekperapb—pedepeHT», «Jenonpon3BoacTBo»,
«CoBpeMeHHbIE TEXHOJOTHH JAENOMPOU3BOICTBA U JOKYMEHTO0OOpoTa», «Cekperaprar B BOMPOCaX U
oTBeTax», «KaapoBoe 1enonpon3BoacTBO», «CeKpeTapcKoe Aemom.

HNHTepHeT pecypcebl:

DNeKTpOoHHBIN pecypc HanmonaneHOM acconuanuu cexkperapei. — Pexxum gocrymna:

http://www.sekretariat.ru.
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4.3. O6mue TpeGoBaHus K OPraHu3aniy 00pa3oBaTeJbLHOIO Mpoiuecca

OcBoennro monynst  «MHPOPMAIIMOHHO-TOKYMEHTAIIMOHHAS  JISATEIBHOCTY» JOJKHO
npeaAmcCTBOBAaTh U3YUYCHUC NUCIUITIIMHBL ((I[OKYMGHTaL[I/IOHHoe obecrieuenue YIIPABJICHUA ).

IIpy noaroroBke K KBaIM(UKALMOHHOMY O3K3aMEHY OOYydYarOUIMMCS OKa3bIBAIOTCS
KOHCYJIbTAIMH.

Bo Bpems caMoCTOATEIbHOM IOAIOTOBKM YYallMMCS JOJDKEH ObITh IPelOCTaBICH
noctyn B IHTepHeT.

4.4. KagpoBoe o0ecnieueHne 00pa3oBaTeILHOIO Mpoiecca

TpeboBanus Kk KBaJIM(UKALMK [IE1arOrMYECKUX KaJpoB, 00eceunBarouX 00ydeHue 1o
MEXIUCIUIUIMHAPHOMY Kypey (Kypcam): cpenHee TNpodeccHoHaIbHOE 0Opa3oBaHHE -
IporpaMMbl MOJArOTOBKM CIIELUAIMCTOB CPEAHEro 3BEHa WM BbICIIEe OOpa3oBaHUE -
OakanmaBpuaT, HAIMpPaBICHHOCTHh (IMPOQMIb) KOTOPOro, KaK IPaBHIO, COOTBETCTBYET 00IacTH
npo¢eCCHOHATILHOM 1eATEIbHOCTH, OCBAaUBAEMON 00yUarOIIUMUCS.

JlononHUTENBHOE 1po(heCcCUOHATIBHOE oOpa3oBaHue Ha 0aze CpEAHEro
npodeccuoHaIbHOr0 00pa3oBaHus (IPOrpaMM MOArOTOBKH CIELUAINCTOB CPETHETO 3BEHA) MU
BhICIIEro 0Opa3oBaHus (OakanaBpuaTa) - mpodeccuoHanbHas MEPENnoAroTOBKA, HAPABICHHOCTh
(mpo¢hnib) KOTOPOW COOTBETCTBYET OONACTH MPOPECCHOHATBHON NESATEILHOCTH, OCBauBAEMOM
00y4arIuMucs.

[Tpu OTCYTCTBHH NEIarormyeckoro 00pa3oBaHMs - JOMOJHUTEIbHOE MPO(EeCCHOHATEHOE
nejaroruyeckoe oOpazoBaHMe B 00JIACTH HPOPECCHOHATIBHOIO OOYYEHHs; JOMOIHUTENIbHAS
npodeccuoHanbpHas IporpaMmma MOXET ObITh OCBOEHA MIOCIIE TPYI0yCTPONUCTBA.

Jlis mpenojaBaHus IO OCHOBHBIM IporpaMMmaM Npo(ecCHOHANbHOTO 00pa3oBaHus
o0si3arenbHo obyuenue mo JIIIIT - mporpaMMam TOBBIMIEHHS KBATM(UKAIMH, B TOM YHCIE B
dopMe CTaKUPOBKU B IPOPHIBHBIX OPraHU3aLUAX HE PeXe 0JTHOTO pa3a B TPU rojia

[lenarornueckue pabOTHUKH OOSI3aHBI POXOAUTH B YCTAHOBICHHOM 3aKOHO/1aTEIIECTBOM
Poccuiickoii denepanuu nopsake oOyueHre 1 IPOBEPKY 3HAHUM M HABBIKOB B 00J1aCTHU OXpaHbI
TpyZaa.

Pexkomenayercss oOydyeHHe MO JOMOJIHUTENbHBIM MPO(ECCHOHATBHBIM IporpaMmaM IIo
npodUIII0 Nearornyeckoi AeTeIbHOCTH HE PeXKe OJHOT0 pa3a B TpH roja.

OO6s3arenieH ONBIT pabOTHl B 001aCTH MPOQPECCHOHAIBHON JIEATETbHOCTH, OCBAaNBAEMOM
00yJaromuMHucs.
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5. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHMUSA .
IMPOPECCHUOHAJIBHOI'O MOAYJIA (BUAA IIPOPECCHOHAJIBHOU

JNESITEJBHOCTH)

Pe3yabTaTnl
(ocBOEHHBIE
npogdeccuoHaJIbHbIE
KOMIIETEeHIIHH)

OcHOBHBIE TOKA3aTeJIH
OLIEHKH pe3yJibTaTa

DopMbI U METOBI
KOHTPOJISl M OlleHKH

IIK 1. CocTaBnaTh,
penakTupoBaTh U 0hopMIIATH
OpraHu3aIOHHO-
pacopsSANTEIHHYIO
JOKYMEHTAIUIO, CO3/1aBaEMYI0
B OpraHU3aIlUH, COTJIACHO
TpeOOBaHUSAM
['ocynmapcTBeHHBIX CTaHIAPTOB
(I'OCT) no odpopmnenuro
JIOKYMEHTOB C
HCIIOJIb30BAaHUEM
COBPEMEHHBIX BUIIOB
OpPraHu3alMOHHON TEXHUKHU

[MpaBuIBbHOCTH OOPMITCHHS — TECTHPOBAHUE
OpraHU3aluOHHO-

. — 3K3aMeH
pacnopsIUTEIbHOM
JIOKYMEHTAIIUH
CoOTBETCTBHE IOKYMCHTOB — TECTHPOBAHUE
I'OCTy
CoOmro1eHre HOPM PYCCKOTO — TECTHPOBAHUE

sA3bIKA IPU PCAAKTUPOBAHNUN
TEKCTOB JOKYMCHTOB

HaOJIFOEHUE 3a
HeﬁCTBHﬂMH Ha HpaKTI/IKe

[1K 2. Opranu3oBbIBaTh
JOKYMEHTOOOO0POT B
OpraHu3aliu ¢
UCIOJIb30BaHUEM
COBPEMEHHBIX BHUJIOB
OpPraHMU3alMOHHON TEXHUKHU

Cob6monenue Th npu
BBITIOJITHEHUH PadoT ¢
HCIIO0JIb3OBAHNUECM OPITCXHHUKHU

— gaOroxeHue 3a
HeﬁCTBHﬂMH Ha HpaKTI/IKe

[TpaBUIBHOCTD BBHITOTHEHUS
paboT Ha COBPEMEHHOM
OpITEeXHUKE

— TECTUPOBAHUE
— HaOroIeHue 3a
NEHCTBUSIMU HA MMPAKTUKE

IIK 3. CocraBusaTs u
0QOpMIISITH HOMEHKJIATYpPY A€
opraHu3zainuu, (opMHUpOBaTh
JieJia B COOTBETCTBUU C
YTBEPKIEHHOU
HOMEHKJIATYpOH,
obecreynBaTh UX COXPaHHOCTh
B TEKYILEM JIEJIONPOU3BOJICTBE
C MCIIOJIb30BaHUEM
COBPEMEHHBIX BUJIOB
OpPraHMU3alIOHHON TEXHUKHU

CooTBeTCTBHE HOMEHKIATYPbI
JIeJT OpraHu3aluu
YTBEP)KJIEHHBIM HOpMaTHBaM

— HaOIroIeHue 3a
NEHCTBUSMU Ha MPaKTUKE

[TpaBriIbHOCTH OPMUPOBAHUS
JIell B COOTBETCTBUH C
YTBEPKJICHHOW HOMEHKJIATYPOH

— gaOroxeHue 3a
HeﬁCTBHﬂMH Ha HpaKTI/IKe

HpaBI/IJ'ILHOCTb 00€CIIEYCHHOCTH
COXPAaHHOCTH ACJI C
HCIIOJIb30BAHUEM OPITEXHUKHU

— HaOIroIeHue 3a
NEHCTBUSMU Ha MPaKTUKE
— TECTUPOBaHUE

IIK 5. BuImmorHITh
MAaIIHHOMUCHBIE PaOOTHI
Pa3IMYHOMN CTENEHU
CIIOKHOCTH

Cob6monenue Thb npu
BBINOJIHEHUH MAIIMHOMUCHBIX
pabor

— gaOroneHue 3a
)IeﬁCTBHHMH Ha HpaKTI/IKe
— TECTUPOBaHUE

[TpaBUIIBHOCTH BBITTOJIHEHUS
pasnu4HbIX padot Ha [1K

— gaOroneHue 3a
JEHCTBUSIMHU HA TIPAKTHKE

— XapaKTEepUCTHUKA C
MIPOU3BOJICTBEHHON MPAKTUKHI
— KOMILJIEKCHBIHN dK3aMeH 110
MO/TYJTIO

®opMBI U METOABl KOHTPOJII M OIEHKH PE3yJbTaTOB OOYy4YeHHWs JIOJDKHBI IO3BOJSTH
MPOBEPATH Y 00YYAIOMIMXCs HE TONBKO COPMUPOBAHHOCTH MPOQPECCHOHANTBHBIX KOMIETCHIIHIH,
HO M pa3BUTHE OOIINX KOMIETEHIIMN U 00€CTIEUNBAIOIINX UX YMEHHM.
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Pe3yabTaTsl
(ocBOeHHBIE 001IIHE
KOMIIETEHIIHH)

OcHOBHbBIE OKA3aTeN
OIIeHKH pe3yJibTaTa

(I)OpMLI H METOAbI
KOHTPOJIA U OHCHKH

OK 1. [ToHumMarhp CymHOCTbh U
COLMAIIBHYIO 3HAUMMOCTb CBOEH
Oynymuiei mpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBIN
MHTEpeC

— JIEMOHCTpAIUs HHTEpeca K
Oynyieii npodeccuu yepes
AKTUBHOCTH, UHUIIUATUBHOCTh
B IIPOIIECCE OCBOCHUS
npodeccrnoHabHOM
JeSITeIbHOCTH

— DKCIEPTHOE HAOIIOICHHE
Y OIIEHKA NI TeILHOCTH
oOyJaromerocst B mporecce
OCBOCHHSI 00pa30BaTEIBHOM
pOTpaMMbl Ha
NPAaKTUYCCKHUX 3aHITUSX, TPU
BBITIOJIHEHUH PadoT 110
y4eOHOHU 1
IIPOU3BOJCTBEHHOM IPAKTUKE

OK 2. Oprann3oBbiBaTh
COOCTBEHHYIO JICSITEIILHOCTD

— BBIOOp U IPUMEHEHUE
METOJIOB ¥ CTIOCOOOB PELICHHS

— XapaKTCepUucCTHKa C
HpOH3BO,Z[CTB€HHOI>i IMPAKTHUKH;

MICXO/Is M3 LIEJIM ¥ CIIOCOO0B €€ | mpo(heCCHOHANILHBIX 3a/1a4; — HaOIoaeHue
JOCTHUIKCHUS, OITPCACIICHHBIX — JEeMOHCTpanus
PYKOBOAUTCIICM a¢dexTuBHOCTH U KauecTBa

BBITIOJTHEHUS

poecCHOHANBHBIX 33/1a4;
OK 3. AnanuzupoBatb — CaMOaHaJIM3 U KOPPEKLIUS — HalImo/eHue;
pabouyro CUTYalHUIO, PE3yNIbTaTOB COOCTBEHHOM — XapaKTEepHCTHKa C
OCYILIECTBIIATh TEKYILUN U paboTHI; MIPOU3BOICTBEHHON
WUTOTOBBIN KOHTPOJIb, OLICHKY U — PpelIeHHne CTaHJAPTHBIX U MPaKTHUKU,

KOPPEKLHIO COOCTBEHHOM
JeSATeTbHOCTH, HECTH
OTBETCTBEHHOCTb 3a
pe3ynbTathl cBOEH paboThI

HECTaHIapTHBIX
npodeccHoHaABHBIX 3371249 B
nporiecce paboThI ¢
JOKYMCHTaMHU

— TIHUCHMEHHBIN OIIpoC

OK 4. Ocy1iecTBIATh IOUCK — BJIAJIEHUE Pa3IMYHBIMU — HabmrofeHHe
uH(pOopMalu, HEOOXOAUMBIH U1 crioco6aMu MOMCKa
3(PEKTUBHOTO BHINOIHEHUS uH(pOpMaIHH;
NpOod)eCCHOHAIBHBIX 3a1a4 — ONEPATHUBHOCTH MOUCKA
HeoOxouMoM nHpopManuy;
— aJIeKBaTHOCTb OLICHKH
M10JIE3HOCTH UH(pOpMAINH
OK 5. Ucnonb3oBath — JIMOHCTpAIs HaBBIKOB | — DK3aMEH,;
UH(POPMAaIMOHHO- BJIaJICHUSA HUKT B | — HaOnroaeHue
KOMMYHHKAIIHOHHBIE npodeccHoHaIbHOM
TEXHOJIOTHH B TSI TeTbHOCTH
npodeCCHOHATBHON
JIeSITeIbHOCTH
OK 6. PabGortatp B kKOMaH i€, — B3aUMOJIENCTBHUE C | — COIMOJIOrHYECKHIA OMPOC;
3 PEeKTUBHO 0OIATHCS € 00yJaromuMuCs
K((I))J('II)HeFaMI/I, PYKOBOJICTBOM Hp}e]EOl[aBaTCHHN;I/I p |~ Haomonenue
KJIMEHTaMHU MacTepaMH  1\0 B XOJ€ | — aHKECTHPOBAHUE,
oOyueHus
— TeCTUPOBaHHE
— pa3BUTHE W JEMOHCTpAIHS
KOMMYHHUKAITHOHHBIX
crocoOHOCTe B Tporiecce
oOyueHus
— coOmroeHue MIPUHITUTIOB
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npo¢eCCUOHAITBHON ITUKH

OK 7. McnionHsATh BOMHCKYIO
0053aHHOCTb, B TOM YHCIIE C

— AEMOHCTpalunsa K
TOTOBHOCTH K HCIIOJIHCHHIO

- COHI/IOHOFI/I‘ICCKI/Iﬁ OIIpOC;

. ) — aHKETUPOBAHWC;
PUMEHEHHUEM TOJTy4ECHHBIX BOMHCKOM 0053aHHOCTH;
npodecCHOHATLHBIX 3HAHUN
(nyst roHOIIEH)
OK 8. CobmronaTh eJI0BOM — BIAJECHHUE JIEJIOBEIM | — HaOJIIOJCHHE;
ITHKET, KYIbTYPY U STUKETOM;

IICUXOJIOTHYECKHNE OCHOBbBI

— Pa3BHUTHC U ACMOHCTpalUAa

XapaKTEPUCTHUKA C

MIPOU3BOICTBEHHOM
OOLICHHMSI, HOPMBI H [IPAaBUIIA KYIBETYPbl OOWICHWS HOPM M | o0
INOBCACHU, UCIIOJIB30BAaTh IIpaBUJI II0OBEACHUS, p ’
MECTOJBI U CPEACTBA ACTIOBOI'O — BBI60p METOHNOB U CPEICTB
00LIeHHst TPO(YECCHOHATBHBIX | 1e10BOr0 OGIIEHHS;
3a71a4
OK 9. CamocTosTeIbHO — JIEMOHCTpaLUs HaBBIKOB | — HaOJIIOEHHE;
OTIPECIISATE 33a9n CaMOCTOSITEJILHOTO

— TECTHPOBAHUC;
POoeCCHOHAIBHOTO H oTpeieTICHUS 3aJa4
JUYHOCTHOTO Pa3BUTHS, podeccrnoHaIbHOTO U | — COIMOJOTUYECKHH OIpOC;
3aHHMAThCS JUYHOCTHOIO
caM000pa30BaHUEM, OCO3HAHHO | caMOOOpa30BaHus;
IIaHUPOBATH MOBLIIICHUC — IUIAHAPOBAHWEC TOBBIIICHUSA
KBaJIM(DUKALIMU KBaJIM(UKAIMY;
OK 10. Cobmonats TpebOBaHus | — cobmogenne  TpeOOBaHMS | — IHMCHMEHHBIN OIPOC;
0€30I1aCHOCTH TpYIa 0e30macHOCTH TpyJia

OCTH TPYA, . PYMA, | aGmonenne

MO’KapHON O€30IaCHOCTH, MO’KapHOU 0e30I1acHOCTH,

CaHWUTapun U TUTUCHBI, OXPaHbI
Tpyda

CaHUTapun U T’MruCHbl, OXpaHbl
Tpyaa,

XapaKTEePUCTUKA C
MPOU3BOJACTBEHHOMN
MPaKTUKU;
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