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1. IACIIOPT PABOYEN NPOT'PAMMBI
IMPOPECCHUOHAJIBHOI'O MOAYJIA

NudopManmoHHO-TOKYMEHTAMOHHAS 1eATeJIbHOCTh
1.1. Obs1acTh IPUMEHEHUsI TPOTrPaMMBbI

Pabouast mporpamma npodeccuoHaIbHOTO MOIYJIA (ajee pabouas mporpamma) — SBISICTCS
4acThI0 OCHOBHOH mpodeccnoHalbHON 00pa3zoBaTeibHON mporpammbl 1o  mpodeccun  CIIO
034700.01 Cexkperappb B YacTH OCBOGHHUS OCHOBHOro Buaa jgestensHocTH  (BJ):
HNudopMannoHHO-TOKYMEHTAIHOHHASA 1€ TeJILHOCTh U COOTBETCTBYIOIINUX MPO(ECCHOHATBHBIX
komrereHmui (11K):

I1IK 1.1. CoctaBnsiTh, pelakTUpOBaTh U OPOPMIISATH OPraHU3ALMOHHO-PACTIOPSIUTEIBHYIO
JOKYMEHTAIMIO, CO3/1aBa€éMyl0 B OpraHu3aliH, COIJacHO TpeboBaHUAM [OCymapCTBEHHBIX
craggaptoB ('OCT) mo odopmieHHIO JOKYMEHTOB C HCIOJB30BAHUEM COBPEMEHHBIX BHJIOB
OpraHU3aIMOHHON TEXHUKHU.

[IK 1.2. Opra#au3oBbBaTh JTOKYMEHTOOOOPOT B OpraHU3alH C HCIOJB30BAaHHEM
COBPEMEHHBIX BUJIOB OPraHU3alMOHHON TEXHUKH.

[TIK 1.3. Cocrapnsate 1 0OpMIIATE HOMEHKJIATYPY JeJI OpraHu3anuu, GopMUpoBaTh Jeiia B
COOTBETCTBUHU C YTBEP)KICHHOW HOMEHKIJIATypoOil, obOecrednBaTh HMX COXPAHHOCTh B TEKYIIEM
JIeTTOTIPOU3BOICTBE C MCIIOJIB30BAaHUEM COBPEMEHHBIX BHJIOB OPTaHU3ALMOHHON TEXHUKH.

[1K 1.5. Ocy1iecTBisaTh MOATOTOBKY JieJ K Mepefade Ha apXUBHOE XpaHEHUE.

1K 1.6. BpInonHATh MAIIMHONKUCHBIE paOOThI Pa3IMUHON CTENIEHU CIIO0KHOCTH.

Pabouass mporpamma mnpo(hecCHOHATBPHOTO MOMYJIS MOXET OBITh HUCIONB30BaHA B
JOTIOJTHUTETIBHOM  MPO(ECCHOHATILHOM ~ O0pa30BaHMM M NMPO(PECCHOHANBHOM  MOJATrOTOBKE
pabOTHUKOB B 00JIACTH BBIMIOJHEHUE TEXHUYECKUX (DYHKIUN MO 00ECHEUeHUI0 U 00CTYKHUBAHUIO
paboThl PYKOBOJUTENSI OpraHU3allMH, CBS3aHHBIX C IOJATOTOBKOHM, XpaHEHHWEM, 00pabOTKOM C
MOMOIIIBIO CPEJICTB OPraHU3ALMOHHONW TEXHUKH HEOOXOAMMON MH(pOpPMAIlMU U JOBEICHUEM €€ JI0
MOTPEOUTENS TIPU HATUYUH CPEAHETO (ITOJTHOTO) 00IIEro 00pa3oBaHMs.

OmnbiT paboThl HE TpeOyeTCs.

1.2. Hesn u 3aga4d npogecCHOHAIBHOIO MOAYJS — TpeOOBaHUA K pe3yabTaram
OCBOCHHS MOJYJIf:

C menp0  OBIQJACHUS  yKa3aHHBIM  BHAOM NPOPECCHOHATBHON  JIEATEIBHOCTH U
COOTBETCTBYIOIIUMH MPOPECCHOHATBHBIMU KOMIIETCHIMAMH OOYy4alolMics B XOJA€ OCBOEHUS
podecCHOHATBHOTO MOIYJIS TOJIKEH:

HMeTh NPAKTUYECKHI ONbIT:

—  WHPOPMALIMOHHO-TOKYMEHTAIIMOHHOTO 00ECTICYeHHS YIPABICHUECKOW JEATEITHHOCTH B
CTPYKTYpE OpTraHu3aIuH;

—  HUCNONb30BaHUS MH(MOPMAIMOHHBIX TEXHOJOTMH M  CpPEeICTB  OPITEXHUKH B
JOKYMEHTAITMOHHOM 00€CIIeYeHUH! YIpaBIIeHMS,;

yMeThb:

—  TIOJb30BAaThCS HOPMATHBHO-METOJMYECKUMHU JOKYMEHTaMH IO JOKYMEHTAI[HOHHOMY
00ecrevyeHnI0 yIpaBIeHus;

—  OpraHu30BBIBaTh PAabOTY CIYKObI TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs YIPaBJICHHUS;

—  OIpenenaTh HOPMbI BpEMEHH Ha JIeIONPOU3BOICTBEHHBIE ONIEPALINY;

—  KOHCTPYMpOBATbh Pa3JIMYHbIE BUJbI OJAHKOB CIIY>KEOHBIX JOKYMEHTOB;

—  COCTaBJIATh, pPEJAKTHPOBaTb M OGOPMIATH OpPraHU3aLMOHHO-PACIIOPATUTEIbHBIC
JIOKYMEHTBI OpraHU3allny;

—  BecTH paboTy ¢ JOKyMEHTaMH (IKCIEIUIMOHHYIO 00pabOTKY, pEeTUCTPAIINIO, KOHTPOIIb
WCIIOJTHEHUS, CIIPaBOYHO-UH(POPMALIMOHHYIO paboTy);



—  COCTaBJIATH M 0OPMIIITH HOMEHKJIATYPY /€] OpraHu3allu;

- (GopMHpOBaTH A€a B COOTBETCTBUU C HOMEHKJIIATYPOH JeT;

—  IPOBOJUTH TEKYIIEEe XpaHEHHE JOKYMEHTOB;

—  IOArOTaBIMBATh JJIa K Iepe/laue Ha apXUBHOE XPaHEHUE;

—  HCINOJb30BaTh OPraHU3allMOHHYIO TEXHUKY B IPO(ECCUOHANBHOM NesTEIbHOCTH;

—  I0Jb30BAThCS TEPMHUHOJIOTHEH NEI0BON pedH:

—  TI0JB30BAThCS COBPEMEHHBIMHU CIIOBAPSMH U CHPABOYHBIMH HM3JAHUSMH IO PYCCKOMY
S3BIKY U TIPAKTUYECKOM CTHIIMCTHKE;

—  OTCJEXHUBaTh JIOTMYECKYIO IIOCIEJOBATENBHOCTh HMOCTPOCHMS O(PUUIUAIBHO-IEIO0BBIX
TEKCTOB JOKYMEHTOB, IPOU3BOIUTH IPOBEPKY (PAaKTUUECKOTO MaTepuana;

—  TpaBWIBHO YNOTPEOIATh KOPPEKTYPHBIE 3HAKM B XOJI€ MPABKH O(PUIIMAIBHO-IEIOBBIX
TEKCTOB, PEAAKTHPOBATH CIyKeOHBIC JOKYMEHTHI;

—  IOArOTaBIUBATh JOKYMEHTHI pa3IMYHON CTENEHH CI0XKHOCTH;

—  HCNOJb30BaTh MHPOPMALMOHHBIE TEXHOJIOTUU IPU JOKYMEHTHPOBAHUH M OpraHU3aluu
paboThI ¢ JOKYMEHTaMH;

— o0ecreynBaTh Ka4eCTBO BBITIOJIHIEMBIX PadoT;

3HATh:

—  TEpMHUHOJIOTHIO JEJIONPOU3BOICTBA;

—  HOPMAaTHBHO-METOJHMYECKHE JIOKYMEHTHI 110 JOKYMEHTAIMOHHOMY OOECIICYCHHUIO
yIIpaBJICHUS;

—  TpeboBaHMs K OpraHu3aluu MHGOPMaLMOHHO-JOKYMEHTAI[HOHHOTO 00CITyKUBaHUS;

—  KJaccu(UKaLUIO CITyKEOHBIX TOKYMEHTOB;

—  enuHBIe TpeOOBaHUS U IpaBuiIa oPpopMIIeHHs, JOKyMEeHTOB B cooTBeTcTBUU ¢ ['OCT;

—  BUABI M cocTaB OJaHKOB  CIY)KEOHbIX JOKYMEHTOB, TpeOOBaHUS K HX
KOHCTPYUPOBAHHUIO;

— oOuie TpeOOBaHMUS K COJIEPKAHUIO TEKCTOB CIY)KEOHBIX JOKYMEHTOB, (POPMBI
U3JI0KEHHUS TEKCTOB;

—  OCHOBHBIE TPYIIIBI OPraHU3AIMOHHO-PACTIOPSIIUTEIFHBIX JOKYMEHTOB, OTIMYUTEIIbHbIC
0COOEHHOCTH MX O(POPMIICHUS;

—  JTaIlbl COCTaBJIEHUS CIYKEOHBIX TOKYMEHTOB;

—  crnocoObl JOKYMEHTHPOBAHMUS;

—  TpeboBaHUs K OpraHU3aluu J0KyMEHT0000poTa OpraHu3aIiiy;

—  oOmwue npaBuia ¥ GOpPMbI pETUCTPALIH JJOKYMEHTOB;

—  TEeXHOJIOTHUYECKHIl Ipolecc KOHTPOJIS 3a UCIIOTHEHUEM TOPYUYEHUI pyKOBOAUTENS;

—  TIpaBWJIA W 3Talbl COCTABICHUS U 0POPMIICHHUS HOMEHKJIATYPHI e OpraHU3aIHiH;

- TpeOoBaHUS K (OPMUPOBAHUIO JIe1 B COOTBETCTBMM C HOMEHKJIATypoul Jied,
0COOEHHOCTH CHCTEMAaTU3aIlUH OT/IEIBHBIX BHIOB IOKYyMEHTOB;

—  IpaBWiIa TEKYLIETro XpaHEHMs Jie]l B OpraHu3aluu;

—  JTambl MOJTOTOBKHM JIeJl K cJlaue Ha apXMBHOE XpaHEHUE;

—  IpaBWiIa OpraHU3alMHM apXUBHOI'O XpaHEHUs /e,

—  COBpPEMEHHbIE BUbI OPraHU3AIMOHHON TEXHUKHU:

—  Ha3HAYCeHHE, MPaBHUJIA IKCILTyaTallMH U TEXHHYECKOTO 00CITyKUBAHHS,

—  KOMIIBIOTEPHYIO TEXHHKY W COBPEMEHHBbIEe HH(OPMAIIMOHHBIE  TEXHOJIOTHH,
pUMEHSIeMbIe TTPH JOKYMEHTHPOBAHUH U OPTaHU3AINH PabOTHI C JIOKYMEHTaMH,

—  «CIJemoil» ecATHNAJIbIEBbII METO MeYaTH;

—  mpaBwia opporpaduu U MyHKTyallMu PYCCKOTO S3bIKA;

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

—  COBpPEMEHHbIE HOPMBI IPOU3HOIICHUS;

—  OCHOBHBIE TPaBWJIA TIOJIH30BAHMUS CIIOBAPSMHU U CIIPABOYHBIMH H3/IaHUSIMH IO PYCCKOMY
SI3BIKY U TIPAKTUYECKOM CTHIIMCTHKE,



—  TpeOOBaHMS K KQUeCTBY BBIOJHAEMBIX PadoT.

1.3. PekomeHayemoe KOJIMYECTBO YaCOB HA OCBOCHHE NMPOrpaMMbl NPogeccCHOHATBHOIO
MOIYJIs:

Bcero o6si3aTeabHoii Harpy3ku 1000 yacos,

Ha uzyuenue MJIK 01.01 orBoautes Bcero 420 yacos: 280 yacoB 00s3aTeIbHOM ayAUTOPHON
yaeOHo# Harpy3ku U 140 gacoB caMOCTOSITEIBHOM PabOTHI,

396 yacoB yueOHOI MPaKTHUKU

324 qaca npon3BOJICTBEHHON MTPAKTUKH

1 xype

M/IK 01.01 135 gacoB, B ToM 4ucie:

00s13aTeNnbHOM ayIuTOpHOH yueOHoM Harpy3ku — 90 vacos,

CaMOCTOSTEIIbHON paboThI cTyZeHTa — 45 Jacos.

VII - 216 vacos

2 Kypc

M/IK 01.01 150 yacoB, B TOM 4ucie:

00s13aTeNbHOM ayIuTOpHOH yueOHoM Harpy3ku — 100 gacos,
CaMOCTOSITEIILHOM paboThl cTyneHTa — 50 gacos.

VYII - 72 gaca

[1IT - 144 yaca

3 kypc

M/IK 01.01 135 yacoB, B ToM 4ucie:

00s13aTeNbHOM ayIUTOPHOH yueOHOoM Harpy3ku — 90 yacos,

CaMOCTOSITENbHOM paboThI cTyneHTa — 45 yacos.

VII - 108 gacos

I1IT - 180 vacos

BapuaruBHas yacts:

— yraybnenHoe wu3yueHue pasngena | «Texuomorus co3manusi, OQOpMIICGHUS U
pPeIaKTUPOBAHUS OPTaHU3AIMOHHO-PACTIOPSIUTENFHON JoKyMeHTanun» Tema 1.3 «Odopmienue
PEKBU3UTOB JOKYMEHTOBY - 12 4acos;

— yraybnenHoe wu3ydeHue pasnmena | «Texwomorus co3maHus, OQOpPMIICHUS U
peIaKTUPOBAHUS OPTaHU3AIMOHHO-PACTIOPSIUTENFHON JoKyMeHTanun» Tema 1.5 «Odopmienue
KaJIpOBOM JTOKYMEHTAUN» (JOKyMEHTAIlMU TI0 JMYHOMY COCTaBy) — 15 "acos;

— yraybnenHoe wu3ydeHue pasnmena | «Texwomorus co3maHus, OQOpPMIICHUS U
PEAAKTUPOBAHUS OPTaHMU3AMMOHHO-PACTIOPSIIUTEIBHON JoKyMeHTaum» Tema 1.6 «CocraBicHue
TEKCTOB CITY’)KEOHBIX JOKYMEHTOB» — 10 4acoB;

— yriyOneHHoe u3yueHue paszzena 2 «Opranusanus JeI0NPOU3BOJICTBA C UCTIOIB30BaHUEM
COBPEMEHHBIX  BHJIOB  OpIrTeXHUKW» Tema 2.4  «MHDOpManmMOHHBIE  TEXHOJIIOTHH B
JIOKYMEHTAITMOHHOM OOeCTieueHUn» - 28 4acos;

— yraybneHHOe m3ydeHue paszjiena 3 «BemeHue nen B TEKYIIEM JEIOMPOM3BOACTBE» TeMa
3.2. «kKoMmMmepueckast KOppeCOHAEHIUS - 8 4acOB.



2. PE3YJIBTATBI OCBOEHUA TPO®ECCHOHAJBHOI'O MOAYJIA

PesynpTaTroM OCBOGHHS MPOrpaMMbl MPOPECCHOHATHHOTO MOJYJS SIBISCTCS OBJIAJICHUE
oOyvaromumucs  BuaoM — npodeccronansHoi  aestenbHoctH  (BIIJ)  HudopmanuonHo-
JOKYMEHTAIMOHHAS J1eSITeJIbHOCTh, B ToM uuncie npodeccuonansubivu (I1K) u obumumu (OK)
KOMIIETCHIIUSIMHU:

Kon HaumeHnoBaHue pe3ysbTaTta 00yueHust

K 1.1 CocraBnsTh, peJakTUpoBaTh U 0GOPMIISATH OPraHU3aAUOHHO-PACIIOPIUTEIBHYIO
JOKYMEHTAIMIO, CO37aBaéMyl0 B OpraHW3all{, COTJACHO TpeOOBaHHIM
I'ocymapcrBennsix  crangaptoB (I'OCT) mo odopmiaeHuo T0OKYMEHTOB C
MCII0JIb30BAHUEM: COBPEMEHHBIX BUOB OPraHU3allMOHHON TEXHUKHU.

[IK1.2. | OpranuzoBbIBaTh JOKYMEHTOOOOPOT B OpraHu3aluu (Ha MPearnpUsITUH) C
MCII0JIb30BAHUEM COBPEMEHHBIX BHJIOB OPraHU3aIlMOHHON TEXHUKH.
K 1.3. | CoctaBusath 1 0pOpMIIATE HOMEHKJIATYPY el OpraHu3anuu, (GopMHUpOBAaTh Jeja B

COOTBETCTBUU C YTBEPKICHHOM HOMEHKJIATypOH, 00ecreynBaTh HMX COXPAHHOCTh
B TEKYyILIEM JIeJONPOU3BOJCTBE C MCIOJb30BAHUEM COBPEMEHHBIX BHUIOB
OPraHU3alMOHHON TEXHUKH.

[IK 1.4. | OcywecTBiATh NOATOTOBKY A€ K IIepelaue Ha apXUBHOE XPAHEHNUE.

[IK1.5. | BbIIoaHATh MalIMHOMKUCHBIE paOOThI PA3JIUYHOM CTETIEHU CI0KHOCTU

OK 1. [ToHuMaTh CyIIHOCTh M COLMAJIBHYIO 3HAYMMOCTb CBOEH Oyaymied npodeccuu,
IIPOSIBJISITh K HEHM YCTOWYMBBINA MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JAEATEIBHOCTb, UCXOJ U3 LEJIU U CIOCOOOB ee
JOCTHKEHHH, ONpeaeseHHbIX PYKOBOIUTEIIEM.

OK 3. AHanu3upoBaTh pabouyyl0 CHUTYaLHUIO, OCYILIECTBIATh TEKYIIMH W HTOTOBBIM

KOHTPOJIb, OLEHKY UM KOPPEKIHI0 COOCTBEHHOM JESITENbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTaThl CBOEH pabOTHI

OK 4. OcymuecTBiATh MOUCK HH(OpManuu, HeoOxoaumMol st 3(P¢PEeKTUBHOTO
BBINOJIHEHHSI TPO(ECCHOHAIIBHBIX 3a/1a4.

OK 5. Ucnonp3oBath HH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B
npodecCHOHATLHOMN 1€ TEIbHOCTH.

OK 6. PaGorare B komanne, 3(@exTuBHO oOmIaThCsl C KOJUIETaMH, PYKOBOJICTBOM,
KJIMEHTaMH.

OK 8. Cobmtonath J€M0BOM 3TUKET, KYJIbTYPY M ICHXOJOTMUECKHE OCHOBBI OOILEHMUS,
HOPMBI M TIpaBHJIA TOBEJICHHS;, HWCIOJIH30BATH METOIBI M CPEICTBA JEIOBOTO
00ILeHMSI.

OK 9. CaMoCTOSITETFHO  ONPEACNITh 3aJaddl  MPO(EeCCUOHATBPHOTO U JIMYHOCTHOTO
pa3BUTHSL, 3aHUMATHCS CaMOOOpPa30BaHUEM, OCO3HAHHO IUIAHUPOBATh MOBBIIICHHE
KBaJIM(DUKAIIUH.

OK 10. Cobmronate TpeOoBaHUS 0€30MACHOCTH TpyJa, TMOKapHOH Oe30MacHOCTH,

CaHWUTapUU U TUTHUEHBI, OXPAHbI TPYZa.




3. CTPYKTYPA U IPUMEPHOE COAEP KXAHUE IMTPOPECCHUHOHAJIBHOT'O MOAYJIA
3.1. TemaTnueckuii JIaH NPogecCHOHATBHOT0 MOAYJIA

O0beM BpeMeHH, OTBe/ICHHbII HA 0CBOEHHE
IIpakTnka
Bcero MEKIMCUMIIHHAPHOIO Kypca (KypcoB)
4acoB CamocrosiTe/ibHA
Oobs3aTesbHAsE Ay IUTOPHASA
Koabl (maxkc. s1 padoTra
yueOHasi HArpy3Ka o0y4arierocst IIpousBoacr-
npogeccuo yuebHa o0yuarwuierocs
HanmenoBanus pasaesioB BeHHas (1mo
HAJIbHBIX * A B T.4Y.
npogeccuoHAJIBLHOI0 MOIYJISA B T.4Y., BT.4., | YdeOHas, npopuiiro
KOMIIETEH Hazpy3 J1adopaTopH
9 KYypcoBa KYypcoBasi | 4YacoB |CHENHAJIbHOCTH),
10707 Kau Bcero, | bie padoThl U Bcero,
s1 pabora padora
npakm | 4acoB | MPAKTHYECKH 4acoB
(mpoekr), (mpoekr), 4acoB
uxu) e 3aHATHS,
4acoB 4acoB
4acoB
MK 1.1, 1.5 | Pa3aen 1. TexHoJOTUs CO3/IaHMS,
o OpMIIEHUS U PETaKTHPOBAHUS 306 90 12 ) 45 ) 216 0
OpraHU3allMOHHO-PACIOPSAUTEIBHON
JIOKYMEHTALUH.
IIK 1.2. Paznen 2. Opranuzarus
JIOKYMEHT0000pOTa C UCITIOIb30BaHUEM
COBPEMEHHBIX BHUJIOB OpPTraHU3aI[IOHHON 192 84 18 - 38 - 36 72
TEeXHUKHU. TEeXHOIOTHs KOHTPOJIA
HCIOJIHCHUA JOKYMCHTOB.
K 1.3. Paznen 3. Begenue nen B TekyiieM
1 ACHTE A i 124 16 0 - 12 - 36 72
JIETIOTIPOU3BOJICTBE
IIK 1.4. Pasznen 4. [loaroToBka nen K mepegade
" " A ped 240 60 6 - 34 - 72 108
Ha apXHBHOC XPAHCHUC
IIK 1.5. Pa3gen 5. ndopmanmonusle
TEXHOJIOTHH B IOKYMEHTAIIHIOHHOM 138 30 0 - 11 - 36 72
obecrieueHnn
YueOHas npaKkTHKa, 396
4acoB
IIpon3BoacTBeHHAsI MPaKTHKA 394
(mo nmpoduo cnenuaITbLHOCTH)
Bcero: 1000 280 | | 396 324

* Pa:men HpO(l)eCCI/IOHaHLHOFO MOoAyJid — 4aCTb MPOrpaMMbl HpO(l)GCCI/IOHaIH)HOFO MOAyJId, KOTOpast XapaKTEPU3YyeTCA JIOTHYECKOM 3aBCPHICHHOCTBIO W HAIlpaBJICHA Ha OCBOCHHC
OJIHON WM HECKOJIBKHX l'lpO(beCCI/IOHaJ'IBHBIX KoMmeTeHumi. Pazmen HpO(pCCCHOHaJTBHOFO MOAYyJIE MOXET COCTOATH M3 MCEKIUCHUINIMHAPHOIO Kypca HWJIM €ro 4acTu M
COOTBETCTBYIOLIUX yacrei y‘le6H017[ n HpOPBBO,Z[CTBCHHOﬁ IIPAaKTHUK. HaunmenoBanue pasaeiaa HpO(l)CCCI/IOHaJ'II)HOFO MoAyJid AOJDKHO HAYUHATBCA C  OTIJIAroJIbHOIro
CYIIECTBUTCIILHOT'O U OTPAKaTh COBOKYITHOCTH OCBAUBACMbIX KOMHCTGHHHﬁ, yMeHI/Iﬁ Y 3HAHHI.




3.2. Conep:xanune o0y4yeHnus no npodeccunonanbaomy moay.aro(I1M) 1 kypc

HaumeHoBaHue pa3aenoB Coaep:xanue y4eOGHOT0 MaTepuaJa, JJa00opaTopHbie PaGOThI H MPAKTHYECKHE O0beM yacoB YpoBens
npo¢ecCHOHAIBHOI0 MOAYJISA 3aHATHSA, CAMOCTOSAITEJbHASI padoTa 00y4arOLIUXCS OCBOCHHS
(IIM), MeKIMCLHUIITTHHAPHBIX

kypcoB (MJK) u Tem
1 2 3 4
Paszgen IIM 1. Texnosorus 280
coznanusi, opopmileHUs U
pelaKTHPOBaHUS OPraHU3alMOHHO-
pacropsITUTENbHON JOKYMEHTALHH.
MJK 01.01. /fokymMeHTaITMOHHOE 90
o0ecrieueHne ynpaBiIeHUs
Coaep:xanue 20
1 | Uctopus pa3Butus aenonpousBojcTsa B Poccun. OCHOBHBIE ATAIIBI 4 1
pa3BHUTHSL JEIONPOU3BOJICTBA
2 | HopmaTtuBHO-MeTOAMYecKUe NOKyMeHTHI o JJOY 4 2
3 | Opranu3anoHHO-NIPABOBBIE TOKYMEHTHI 4 3
4 | IonsiTre o KJIacCU(UKAIMH JOKYMEHTOB 4 2
IIpakTHyecKue 3aHATHS: 2
1 | CocraBiieHue CXEMBbI STANIOB PA3BUTHUS JEIOTPOU3BOJICTBA 1
Tema 1.1. UudopmanmonHo- 2 | 3nakomctBo ¢ 'OCT P 6.30-2003 1
JOKYMEHTAIlMOHHOE ofecreyenne JlaGopaTopHble 3aHSTHS: 0
TIpaBJIEHYECKOii 1eATeJILHOCTH B
ynp A KontpoabsHslie padorsl: Kontponsaas padora Ne 1 2
CTPYKTYpe OpraHu3anuu
CamocrosiTeJbHAasi padoTa 00y4arOIIUXCH: 8
1 | Coobmenne /lenonpon3BoJICTBO — OCHOBA TEXHOJIOTHHU YIIPABICHUS 2
2 BrimosiHeHMEe noManrHero 3aganus no teme 1.1 2
3 | [loaroroBka K KOHTPOJBHBIM U MPAKTHYECKUM paboTam, opopMIIcHIE 2
OTYETOB M MOATOTOBKA K MX 3aIlIUTe
4 | CucremaTHyeckas mpopadoTKa KOHCIIEKTOB 3aHATHH, YIeOHOH U 2
CIeMAIbHON IPaBOBON M HOPMATHBHOM JIUTEPATypPHI(TI0 BOIIPOCaM K
naparpadam, riiaBaM ya9eOHBIX IIOCOOHH, COCTABICHHBIM MIPETI0IaBaTeIIeM).
Conep:xanue 12
1 | TpebGoBaHus K OpraHu3aLUK TPyaa pabOTHUKOB ciryxOb1 JJOY 2 3
Tema 1.2. Opranusauuu Tpyaa 2 DopMbI OpraHU3aluH J1€JI0MPOU3BOJICTBA. 2 3
padoTHHKOB cayx0b1 IOY 3 | Crpykrypsl v GdyHKIMH cayx0b1 JJOY 2 3
4 | Opranusais pabodero Mecra ceKperapst 2 3
IMpakTuyeckune 3aHATHS: 2




1 | 3HaKOMCTBO C JOJHKHOCTHOW MHCTPYKIIUEH cexpeTaps 1
2 | Tlpesenranus cBoero OyayIiero pabo4yero Mecra 1
JlaGopaTopHble 3aHATHS: 0
KoHnTtpoabHblie padoTsl: KonTponsHas padorta Ne 2 2
CamMmocTtosTe1bHAsI pad0Ta 00yYAKOIIMXCH: 8
1 | Coobmenne Cinyxda JJOY — kak 00BEKT yrpaBIeHHUS 2
2 | BelmosaHeHHe TOMAIIHEro 3a1aHus 1o Teme 1.2 2
3 | IoaroToBka K KOHTPOJBHBIM M MPAKTHYECKUM padoTaM, o(opMIIeHHE 2
OTYETOB M OATOTOBKA K HX 3aIIUTE
4 | CucremaTnyeckas mpopadOTKa KOHCIIEKTOB 3aHATHHA, YIeOHOU 1 2
CTIEIMATbHON PaBOBOIM N HOPMATUBHOM JIMTEPATypHI(TI0 BOIIPOCAM K
naparpagam, rIaBaM y4eOHbBIX TOcOOMii, COCTAaBICHHBIM IPETOIaBATENIEM).
Conepxanue 12
1 | Cucrema OPJ] 4 3
2 | ®opmymsap-odpazer; OP/I. Bunsl 61aHKOB 2 3
3 | TpeboBanus x mokymeHTaM. [IpaBuia ux opopMIIeHUI 2 3
IIpakTuyecKkue 3aHATHS: 2
1 | CocraBieHne GopmyIsipa-o0pas3na JOKyMeHTa
JlaGopaTopHble 3aHATHA: 0
Tema 1.3. Odopmienue Kontpoasusie pagorsr: Konrponsaas padorta Ne 3 2
PEKBHU3UTOB JOKYMEHTOB CamocrosiTejibHasi padoTa 00y4alOUIUXCH: 8
1 | [pesenranms Ha Temy «Dopmyrsip-oopazer; OP 1y 2
2 BrimosiHeHHE goMalIHero 3agadus mo treme 1.3 2
3 | [loaroroBka K KOHTPOJBHBIM U MPAKTHYECKUM paboTam, opopMIICHHE 2
OTYETOB M IOATOTOBKA K UX 3aIIUTE
4 | CucremaTmyeckas MpopadOTKa KOHCIICKTOB 3aHATHIA, Y9eOHOU 1 2
CTeIaIbHON PaBOBOM N HOPMATUBHOM JINTEPaTypHI(1I0 BOTIPOCAM K
naparpagam, raBaM y4eOHbBIX TOcoOMii, COCTAaBICHHBIM IPEIO1aBaTENIEM).
Conepxanue 19
1 | CnpaBouHo-uH(pOpMaIMOHHAs JOKyMeHTalws. [Inucpma 2 3
2 | Tenerpammsl. TenedoHorpamMmbl. Dakcel 2 3
3 | JokmaaHbie U OOBICHUTEIBHBIC 3AMUCKU 2 3
4 | TIpoTOKOJ M BBIKUCKA U3 MPOTOKOJIA 2 3
Tema 1.4. Odopmirenne 5 | Cnyxe0OHas cnpaBka. Ciry:xeOHbBIC aKThI. 2 3
AOKYMEHTOB 6 | Ilpuka3 mo OCHOBHOM JIesITENILHOCTH M BBIITUCKA U3 TPHKa3a 2 3
IIpakTHyecKue 3aHATHS: 5
1 | CocraBneHne cipaBOYHO-MH()OPMAIIIOHHOHN TOKYMEHTAIIHI 1
2 | Ilpuem u nepenaua tesneoHOrpamm, hakcos 1
3 | CocraBiieHre IPOTOKOJIAa COOPAHKS U BBIITHCKH U3 HETO 1
4 | CocraBieHue cyxe0HOH CTIpaBKH 1
5 | CocraBneHnne npuka3a o OCHOBHOU JiesiTeNbHOCTH. COCTaBJICHHUE BBHITUCKU 1




| u3 npukasa

JlabopaTopHble 3aHATHS: 0
KoHTtpoabnble padoTbl: KonTpospHast pabota Ne 4 2
CamocTosiTeJbHasi pa6oTa 00y4aIOIIUXC: 7
1 | Pedepar @akcumuibHast CBA3b — IIYTH PA3BUTHUS 2
2 Brmonaenne momarraero 3aganus mo teme 1.4 1
3 | IloaroroBka K KOHTPOJBHBIM U MPAKTHYECKUM paboTam, oopMIIcHHIE 2
OTYETOB M OATOTOBKA K MX 3aIlIUTe
4 | Cucremaruueckas npopaboTKa KOHCIIEKTOB 3aHSATHH, yueOHOH U 2
CrelMaIbHON PaBOBOM M HOPMATUBHOI JIMTEPaTypHI(1I0 BOIPOCaM K
naparpagam, riaBaM y4eOHBIX T0COOUil, COCTaBIEHHBIM IPEIO/IaBaTENIEM).
Copaepxanue 15
1 | Bunsl 1 Ha3HaUYEHHE KaIpOBOM JOKYMEHTAIHH 2 3
2 | TpynoBoii noroBop. 2 3
3 | Buasl 3asBienui. auuHas kaprouka Gopmsl T-2. ABrobuorpadus. Pesrome 2 3
4 | JIn4HbI{ JIMCTOK MO yueTy KaapoB. CocTaB JOKyMEHTOB JMYHOTO Jeia 2 3
5 | IlpaBuna BeneHus 1 opopMIIeHHSI TPYAOBBIX KHIDKEK. [IprKa3sl o 2 3
JIMYHOMY COCTaBY
IIpakTHYecKkne 3aHATHS 3
1 | CocraBiieHue NpUKa30B MO JINYHOMY cocTaBy. CocTaBieHue 1
Tema 1.5. Opopmiaenue 2 apTo0Horpagun M pesiome
Ka/IPOBOI 10Ky MeHTAIMH CocraBineHue 3asBaeHus. CocTaBieHue nI/IVquro Jerna. § 1
(1OKYMEHTAIHH 110 JHIHOMY 3 | OdopmiieHre TUTYIIBHOTO JIMCTA TPYI0OBOM KHIDKKH U CBEACHUI 0 padoTe, 1
cocrasy) HarpaXJIeHUsIX, MOOIPEHHUIX
JlaGopaTopHble 3aHATHA: 0
Kontpoabsusie padoTsi: KonTposnsHas padorta Ne 5 2
CamocrosiTejibHasi padoTa 00y4aIOUIUXCH: 8
1 | Coobmenne VcTopust 1 nosIBICHHE TPYIOBBIX KHHKEK 2
2 BrimosiHeHHE gOMaIIHEro 3agaHus 1o teme 1.5 2
3 | INoaroToBka K KOHTPOJBLHBIM M MPAKTHYECKUM paboTaM, ohopMIIeHHE 2
OTYETOB M OATOTOBKA K MX 3aIIUTE
4 | Cucremarnueckast npopabOTKa KOHCIIEKTOB 3aHATHH, y4eOHOU 1
CIeIAIbHON PaBOBOM N HOPMATUBHOM JINTEPATypBI(1I0 BOIIPOCAM K 2
naparpagam, raBaM y4eOHbBIX T0COOUii, COCTaBIEHHBIM IPEIO/1aBaTENIEM).
Conepxanue 10
1. | OOmue TpeboBaHUS K TEKCTY JOKYMEHTA 4 2
2. | OcobeHHOCTH s3bIKa, CTHIIS ¥ PeJaKTUPOBAHUS O(PUIINATIBHBIX JOKYyMEHTOB 4 2
Tema 1.6. CocTaBiieHHE TEKCTOB j[aﬁopa'rop].")]e 3AHATHUA: 0
Ca1yKeOHBIX JOKyMEHTOB Konrtpoabsusie padorsr: KontposbHas pabora Ne 6 2
CamocTosiTeJbHasi padoTa 00y4aIOIIUXCH: 6
1 | BemmonHeHHe JOMAIIHETO 3a1aHus 1Mo Teme 1.6 2




2 | IloaroToBka K KOHTPOJbHBIM M MPAKTHYECKAM paboTam, oopmiieHHe
OTYETOB U MOJIFOTOBKA K UX 3allUTE

3 | Cucremarnueckas mpopaboOTKa KOHCIIEKTOB 3aHATHI, y4eOHOI 1
CIelHaJIbHON PaBOBOM U HOPMATUBHOM JIMTEPaTypHI(1I0 BOIIPOCAM K

naparpagam, riaBaM y4eOHBIX T0COOUil, COCTaBIEHHBIM IPENO/IaBaTENIEM).

YueOHasi IpaKTHKA
Buasi pador

O ON DN W~

. I3y4yeHue TEXHUKHU NMMCbMa Ha ME€YaTAIONINX YCTPOWCTBAX CJICHBIM AECATHIIAIBIIEBBIM METOJIOM (PYyCCKUH mpUQT).
. OdopmiteHrEe TEKCTOBOTO U IIM(POBOTO MaTepHana.

. OdopmireHHEe 3aT0IOBKOB H MO3aTOJIOBKOB.

. Pumckue n apabekue mudpsl, 3HaKH, yroTpediasieMble ¢ mudpaMu.

. Ucnonp3oBanne Tabynsatopa npu opopMiIeHnn padoT.

. I[IpaBumna oopmIIeHNS TT€YAaTHOTO JINCTA, OJIAaHKA, 3aII0JIHEHHUS TpadapeTa.

. ObmeynoTpeOnuTeIbHBIE COKPAIICHHS.

. [IpaBuna oopmiteHns: MpUMeYaHUi, PUIIOKEHU I, OCHOBAaHUI U CHOCOK.

9.

[TpaBuna odopmienus dudarorpadpum.

10. ITucbMO TEKCTOB C PYKOMUCHOTO OPUTHHAA.
11. PaboTa no HapanBaHUIO CKOPOCTH IIHChMa

216

3aver no pazgeay IIM 1




Conep:kanue o0yuenusi mo npogeccuonanbuomy moay.arwo(IIM) 2 Kypc

Pazgen IIM 2 Opranusanus 100
JOKyMEHT0000poTa ¢
HCTMOJIb30BAHMEM COBPEMEHHBIX
BH/I0B OPTTEXHUKH
MJK 01.01. foxyMeHTaIMOHHOE 84
obecrieueHne ynpaBiIeHUs
Copaep:xanue 28
1 | OcHoBHbIE BUABI pa0OT C IOKYMEHTaMU: IPHEM U PETUCTPaLIHs; 2 2
obecrieyeHre MopsIKa MPOXOsKACHHUS JOKYMEHTOB B OpraHU3allny;
KOHTPOJIb HCIIOJHEHHMS, (POPMHUPOBAHHE JIe]l, HIOArOTOBKA M IIepenada Jei B
apXuB U Jp.
2 | TlonsiTre 0 JOKyMEHTO00OPOTE M JOKYMEHTOIIOTOKE 2 3
3 | OcHoBHEIE (haKTOPHI, COBEPUICHCTBYIONINE PabOTy ¢ JOKyMEHTaMH; POJIb 2 3
CeKpeTaps-MaIIMHUCTKH
4 | HopMaTHBHO-METOIMYECKHE JOKYMEHTHI; UX COAEpKaHHE, HA3HAYCHUE U 2 3
MOPSAOK UCIIONB30BAHME B CEKPETAPCKOM JIeJie, B ICIONPOU3BOACTBE
5 | Ilepeyens obmerocyiapcTBEHHBIX HOPMAaTUBHO-METOANYECKUX TOKYMCHTOB 2 3
KOHKPETHOH OpTraHW3allUK; UX BUJIBI H IOPSIOK pa3paboTKH
6 | [opsook 0OpabOTKH OTHpPaBIAEMBIX JOKYMEHTOB BHIbI omepartuii mo 2 3
00paboTKe TOKYMEHTOB.
7 | IlpaBmuna coctaBieHus M 0(OPMIICHHSI C YIETOM HX BHIA 2 3
Tema 2.1. Opranusanus 8 OTmpaBka JOKYMEHTOB; 3J€MEHTHI O()OPMIICHHS C y4eTOM TpeOOBaHUI 2 3
JA0KyMeHTooGopoTa. Texnoorus ITo4TOBBIX IIPaBHII
KOHTPOJISI HCIIOTHEHU S 9 | Perucrpanus u nnnexcauus jokymenra. Lenu perucrparmn 2 3
JAOKYMEHTOB. 10 | Heperucrpupyemsbie 10KyMeHThI. [1opsiiok perucTpannu JOKyMEHTOB ¢ 2 3
rpudom «KT» miu «KoHbpuaeHnaaIpHo»
11 | KoHTposb HCTIOJIHEHHUS TOKyMeHTOB. Llenb koHTposisi. KoHTpousb cpokoB 2 3
UCIIOJIHEHHSI JOKYMEHTOB: TEKYIIUH U MPeAyNpeTUTEIbHBIN
IIpakruyeckasi paGora 4
1 | OdopmiieHne perucTpalMOHHON KapTOUKH, KYPHAIBHBIX (OpPM 2
2 | Perucrpanus BXOIsILeH, HCXO/AsIIEH U BHYTPEHHEW TOKYMEHTAILIUH B 2
JKypHAIBHOH (opMme
JlaGopaTopHbIe 3aHATHSA: 0
KontpoabsHsle padoTsi: KontponsHaas pabora Ne 1 2
CamocTosiTeJibHasi pa6oTa 00y4aIOIIUXCH: 8
1 | Pedepar KonTponb 3a UCITOTHEHUEM TOKYMEHTOB 2
2 | BeinosHeHue toMaiHero 3ajanus o reme 2.1 2
3 | IoaroToBka K KOHTPOJbHBIM M MPAKTHYECKAM paboTaM, oopmIIeHHE 2
OTHYETOB M MOATOTOBKA K MX 3alIUTe
4 | CucremaTnyeckast mpopabOTKa KOHCIEKTOB 3aHATHH, Y4eOHOH U 2




CTEIUATLHON MPaBOBOM W HOPMATUBHOM JTUTEPATYPHI(IIO0 BOIIpOcaM K
naparpadam, riiaBaM y4eOHBIX IIOCOOMIA, COCTABICHHBIM MIPEIOIaBaTEIICM).

Copep:xanue: 14
1 | OOpaiueHue rpaxJaH, Kak CpeACTBO OXPaHbl IpaB JMYHOCTH 2 2
2 | ®opmbl 0OpalIeHMii: TPEIUIOKEHHUS, 3asBICHHS, J)KIO0bI, UX ONpeelICHHs 2 2
3 | Pernamentupyromumii 001eoTpacacBoil JTOKYMEHT, OTIPEISIISFOLIHIA 2 2
TIOPSIIOK PaOOTHI C TUMHU JIOKYMEHTaMH (THIIOBOE HOJIOKEHHE)
4 | OcHOBHBIE TIpaBMJIa TIOAA4YN OOpAICHU IPaKAaH B yUPEXKICHUIX, 2 2
OpraHu3anusx; odecreueHre KOHTPOIIs
5 | JlnuHblil mpueM rpak/iaH; MpaBuiia OCYIECTBICHHS; TpeOOBaHHS K €€ 2 2
Tema 2.2. Jle10NPOUIBOACTEO 110 = OpraHM3aIMsIM, POJIb CeKpeTaps (CeKpeTaps-MalluHUCTKH)
MHCbMEHHBIM U YCTHBIM PATTHTCCKIe SauaTEA 2
oGpANICHISIM TpazKIaH 1 [ Perucrparus obpamenus rpakias
TpeGoBanms K TOKyMEHTaM JlaGopaTopHble 3aHATHSI: 0
Konrpoabsusie padorsl: KontposnbHas padora Ne 2 2
CamocrosiTeJibHasi pa6oTa 00y4alOUIUXCH: 10
1 | Pedepar Opranusaiiust paboThl ¢ 00paIICHUSIMH TPaKIaH 4
2 | BeinosgHeHHe TOMAIHEro 3a/1aHus 1o Teme 2.2 2
3 | INoaroToBka K KOHTPOJBbHBIM U MPAKTHYECKUM paboTam, oopMIICHUE 2
OTYETOB M OATOTOBKA K MX 3aIlUTe
4 | Cucremaruueckas npopaboTKa KOHCIIEKTOB 3aHSATHH, yueOHOU U 2
CTIEIMATbHON PaBOBOIM N HOPMATUBHOM JIMTEPATypHI(1I0 BOIIPOCAM K
naparpagam, raBaM y4eOHbBIX T0coOMii, COCTAaBIEHHBIM IPEIO1aBaTENIEM).
Conepxanue 14
1 | IlpaBuia XpaHeHus JIeN B CTPYKTYPHBIX ITOAPA3eICHUSIX IPEIIPHUITHS 2 3
2 | TlpaBuna odopmIreHUs JeI s apXUBHOTO XPaHESHUS 2 3
3 | Uadopmammonnas cucrema. baser nanneix (b/]). Haznauenue n ocHOBHBIC 2 3
¢yHnkmn cucteM ynpasienns bJ]. Tabnuanble, nepapXudecKue 1 ceTeBbIe
BA.
JlaGopaTopHbie paGoThI 6 10
1 | ndopmarnuonnsie cuctemsl. baser nanubix. Co3naHue TabIuIl C TOMOMIBIO 2
Tema 2.3. TexHO0JOrUsI XPAHEH U, MacTepa, B peKUME KOHCTPYKTOPA.
NOHCKA M COPTHPOBKH 2 M3MeHeHne CTpYKTYpbl, peIaKTUPOBAHUE U UMIIOPT AAHHBIX. 2
uHpopmanuu 3 | CopTtupoBka, GUIbTpALIMS U TIOUCK JIAHHBIX. 2
JlaGopaTopHble 3aHATHS: 0
Konrtpoasusie padoTsl: KontpospHas padorta Ne 3 2
CamocrosiTe1bHasi padoTa 00y4al0uXCs: 10
1 | Pedepar CriocoObl XpaHEeHUs! IEKTPOHHOI nHpOpMannu 4
2 | BelnoaHeHHe IOMAIIHETo 33/1aHus 1o Teme 2.3 2
3 | IoaroToBka K KOHTPOJBLHBIM M MPAKTHYECKUM padoTaM, oopMIIeHHE 2
OTYETOB M OATOTOBKA K MX 3aIIUTE
4 | Cucremarnueckasi npopabOTKa KOHCIIEKTOB 3aHATHH, yueOHOU 1 2




CIEIUALHOM MPaBOBOM W HOPMATHUBHOM JIUTEPATYPHI(II0 BOIIPOCaM K

naparpagam, riaBaM y4eOHBIX T0COOUii, COCTaBICHHBIM IIPEIOIABATENIEM).

Coaep:xkanue 26
1 | OcHoBHble 00BEKTHI M MPpUHIKIEI aBToMaTH3anuu JJOY, opranusanus 2
JIEKTPOHHOTO JIOKyMEHT0000pOoTa
2 | TexHONMOTMY MOJITOTOBKH JOKYMEHTOB B CpeJie O(HCHBIX MakeToB MS 4
Office
3 | ba3bl naHHBIX B MHPOpMAIMOHHOM O0ECTIeYeHHH YIPaBICHHS 4
4 | IlpuknagHOE IpOrpaMMHOE oOecTieueH e U aBTOMAaTH3NPOBAHHBIX 4
cucrem JJOY (AC JIOVY)
5 | iHTepHeT-TeXHOJIOTUY U MH(POPMAIIMOHHBIE PECYPCHI, UCIIOIb3YeMbIE B 2
J0Y
6 | YmpasieHue ZOCTYIIOM K JOKYMEHTHPOBAaHHON MH(OPMAIIMN; TEXHOJIOTUS 2
Tema 2.4. UupopManuoHHbIe XpaHEHHS 3JIEKTPOHHBIX JOKYMEHTOB M 3aIUTa HH(POPMAINX B
TEXHOJOI'UM B I/IH(bOpMaLII/IOHHLIX CUCTEMax
AOKYMEHTAaIHMOHHOM IIpakTHYecKHe 3aHATHS: 6
o0ecreYeHu 1 [ToxroToBka JOKyMEHTOB B cpee odpucHbIX maketoB MS Office 4
2 | Pabora mo moncky MHTEpHET-pecypcoB 2
JlaGopaTopHble 3aHATHUS: 0
Kontpoabsnsie padoTbl: KonTpospHast padora Ne 4 2
CamocTosiTeIbHAs1 pad0Ta 00y4aIOIIHXCH: 10
1 | Pedepar ABTomaTuzamus mporeccoB TOKyMEHTO000pOTa 4
2 BrimosiHeHHE qOMAIIIHETO 3a0aHus 110 Teme 2.3 2
3 | [loaroroBka K KOHTPOJBHBIM U MPAKTHYECKUM paboTam, opopMIICHHE 2
OTYETOB M OATOTOBKA K MX 3aIIUTE
4 | CucremaTmyeckas MpopadOTKa KOHCIIEKTOB 3aHATHHA, y4eOHOW 1 2
CTeIMATbHON PaBOBOM N HOPMATUBHOM JINTEPaTypHI(1I0 BOTIPOCAM K
naparpagam, raBaM y4eOHbBIX T0cOOMii, COCTABICHHBIM IPEIO1aBaTENIEM).
Y4eOHasi IPaKTHKA 36
Buasi pador
1. zyyenue cuctemM aBTOMaTU3aLUHU JOKyMEHTOOO0pOTa (TIpHeM, periucTpalys 1 repeada rno Ha3HaueHHIO BXOJSIIEH
KOPPECIIOH/ICHIIUH U BHYTPEHHEH TOKYMEHTALNH).
2. Peructpanus u oTnpaBKa UCXOASIIEHR KOPPECTIOHACHITHH.
3. [TocTpoenne cpaBoOYHOTO amnmapara, pabora ¢ HHPOPMAITMOHHBIMHU TIOUCKOBBIMH CHCTEMaMHU.
4. CocTaBieHHe ¥ TeXHUYECKOe 0OPMIICHHE Pa3INIHON CITy)KeOHOW JOKYMEHTAIHH.
IIpoun3BoacTBEHHAsI IPAKTHKA 72

Bupa pa6or:

IIucemo «Craenbimy» JACCATUIIAIIBIICBBIM MCTOJOM ITMCbMa

Pabora o TUKTOBKY

Pa6ora o HapaliuBaHUIO CKOPOCTHU MUCbMa

Hcnonb30BaHre HOPMAaTUBHO-METOAMYECKUX TOKyMEHTOB 1o JIOY
CocraBneHre 1 0(pOpMIICHHE HOMEHKIIATYPHI I OPTaHU3aI[IH
IToaroroBka 10KYMEHTOB Pa3IMYHOMN CIIOAKHOCTH




| 3adver mo pazaeny 2

Paszgen IIM 3 Beaenue nea B 16
TeKYIIeM J1eJIONPOU3BOJCTBE
MJK 01.01. foxymMeHTaIMOHHOE 14
obecrieueHre yrpaBIeHUS
Copep:xanue 7
1. | OcHoBHBIE Chephl MPUMEHEHHUS IIEKTPOHHO-BBIUHACITATEIIEHOW TEXHIKH B 2 3
aJIMUHNCTPATUBHOM YIIPABICHUH (JIEKTPOHHBIN 0(HC, aBTOMATH3ALNS
JOKyMEHTO0000pOTa, SEKTPOHHAS 1T0YTA, CHCTEMa KOHTPOJISI HCIIOTHEHHS
TIPUKA30B M PAcTIOPsDKCHNHN, CHCTEMa TeJIeKOH(epeHITii)
2. | TpeboBanus kK aBTOMAaTH3UPOBaHHOMY pabouemy mecty (APM) cexperaps, 2 3
000py10BaHHOMY KOMIIBIOTEPHOH TEXHHKOM
3. | YHuBepcanpHBIe HHPOPMAIMOHHBIC TEXHOJIOTHH, IPAMEHEMBIC B paboTe 2 3
Tema 3.1. DiekTpoHHBII 0duc cekpeTaps
JlaGopaTopHble 3aHATHI: 0
IIpakTHYecKue 3aHATHUS: 0
Konrtpoasusie padoTbi: KontpospHas padora Ne 1 1
CamocrosiTeJibHasi pa6oTa 00y4aOUIUXCH: 6
1 | BeimosHeHue foManrHero 3afganus no reme 3.1 2
2 | [MoaroToBka K KOHTPOJBHBIM M MPAKTUICCKUM paboTam, opopmicHue 2
OTYETOB M NOATOTOBKA K MX 3aIlIUTe
3 | Cucremarnueckas mpopaboTka KOHCIIEKTOB 3aHSATHI, y4eOHOW U 2
CHenHanbHOM MPaBOBOM M HOPMATHBHOM JIUTEPATypHI(TI0 BOIIPOCaM K
naparpadam, rinaBam y4eOHbIX MOCOOUIi, COCTABICHHBIM IIPEIOJIABATENIEM).
Conep:xkanue: 7
1 | Bueuinetoprossie JokyMeHThI. VX BubI M 0hopmileHHE 2 3
2 | KomMmepueckasi KOppeCHOHICHIUsI U KOMMEpUYeCKHe MUChbMa 2 3
3 | KoHrpakTsl, 3aka3sl, cornamieHus, OOmenpuHsITbie OpMbI ITHX 2 3
JIOKYMEHTOB: CTaHAapTHbIE BBIPAKEHNUS, YIIOTPEOIIsieMble B TOJOOHBIX
nokymeHTtax. OdopmileHne KOMMepUYecKoil JOKyMeHTaluu (IIPOTOKOJIbI,
JIOKJIaJJHbIE 3aIMCKH U JIp.)
Tema 3.2. Kommepueckast JlaGopaTopHble 3aHATHSA: 0
KOPPEeCIOHACHI U Konrpoasusie padoTsl: KonTponsHas padora Ne 2 1
CamocrosiTe1bHasi padoTa 00y4aromuXCs: 6
1 | BeimonHeHre JOMAIIHETO 3aJaHus 110 TeMeE 3.2 2
2 | IlonroroBka K KOHTPOJIGHBIM U NMPaKTHYECKUM paboTam, opopmiieHne 2
OTYETOB M NOATOTOBKA K MX 3aIIUTE
3 | Cucremarnyeckas mpopaboTKa KOHCIIEKTOB 3aHATHH, y4eOHOU U 2
CreaIbHON PaBOBON U HOPMATHUBHOM JIUTEpaTypHI(1I0 BOIPOCaM K
naparpadgam, rinaBaM y4eOHbIX MOCOOHH, COCTABJICHHBIM IIPETIOJIaBATENIEM).
YueOHasi IPAKTHKA 36




Buasbl pador

1. Hcnosnp3oBaHKe OPraHU3ALMOHHON TEXHUKH B MPO(ECCHOHATBHOM ACATEIbHOCTH.
2. TIMCBMO «CIIETBIMY ACCSATHMATBIEBHIM METOIOM MHUCHMa

3. Pabota no HapamBaHUIO CKOPOCTH ITHChMa

IIpou3BoacTBeHHAS] MPAKTHKA

Buna pa6or:

ITnceMo «CiensIMy IeCITHIIANBIIEBEIM METOIOM MMHUCEMa

Pabora o TUKTOBKY

PaboTa mo HapammMBaHMIO CKOPOCTH MMHUCHMa

Hcnonp30BaHne HOPMaTHBHO-METOIMYECKUX JOKYMEHTOB 1Mo JI0Y
CocraBnenne 1 0popMIICHIE HOMEHKIATYPHI e OpraHn3allui
[ToaroToBKa JOKYMEHTOB Pa3IMYHOMN CII0KHOCTH

72

3ader mo pasgenay 3




Conep:kanue o0yuenusi mo npogeccuonanbuomy moay.arwo(IIM) 3 kypc

Paszgen IIM 4 IloaroroBka aea K 60
nepejgavye Ha apXMBHOE XpaHEHHe
MJIK 01.01. JfoxymeHTaIuoHHOE
obecrieueHne ynpaBIeHNT
ConepxxaHue 22
1 | ®opmupoBaHue fei; ONpeaesieHIe; Ha3HAUYCHIE U POJIb B OpTraHW3allul 4 2
JITIONPOU3BOJICTBA
2 | HopMaTHBHBIE TOKYMEHTBI JJIsl OpPraHU3aluK paboThI 10 (POPMUPOBAHHIO 4 2
Jen
3 | MHCTpYyKUIMH MO AEIONPOU3BOJICTBY KOHKPETHOTO YUPEXKICHUS, GUPMBI; ee 4 3
Ha3Ha4YeHHe, MOPSI0K pa3paboTKu
4 | I'pynnupoBka jaei; cneuuduka GpopMUPOBaHUsI OTAEIBHBIX KaTeropui 4 3
5 | DkcnepTusa HEHHOCTH KakK dJIEMEHT yIpaBiIeHUs TOKyMEHTaIUeH. 2 3
Tema 4.1. ®opMupoBaHue jeJ.
IMoaroroBka 10KyMeHTOB K TpaKTuyecKue 3aHATHS
AajbHeileMy XpaHEeHUI0 1 1| ®opwuposanie sena
HCIIOJIB30BAHMIO. JlaGopaTopHble 3aHATH: 0
Konrpoasusie padorbi: KonTpospHas padora Ne 1 2
CamocrosiTeJibHasi pa6oTa 00y4alOUIUXCH: 11
1 | Pedepar DkcnepTrsa 1ieHHOCTH 5
2 | BelnosHeHue ToMalHero 3a1anus 1o teme 4.1 2
3 | INoaroToBka K KOHTPOJbHBIM M MPAKTHYECKUM paboTaM, oopMIIeHHEe 2
OTYETOB M MOATOTOBKA K MX 3aIlIUTe
4 | CucremaTnyeckas mpopaboTKa KOHCIEKTOB 3aHATHH, y4eOHOH U 2
CHeMaIbHON MIPAaBOBOM M HOPMATUBHOM JUTEPaTypHI(II0 BOIIPOCaM K
naparpadam, raaBaM y4eOHBIX TOCOOMH, COCTABJICHHBIM IIPEI0IaBaTelIeM).
Conepxanue 16
1 | IIpaBuia XxpaHeHHUs €T B CTPYKTYPHBIX HOAPA3ACICHUIX NPEIIPUATHS 4 1
2 | ApxuB npeanpustus 4 2
3 | Ionsitne 06 ONTUMAJIBLHOM CPOKE HCIIOJIb30BAHMUS JOKYMEHTOB B 2 3
JITIONPOU3BOJICTBE
IIpakTHYecKne 3aHATHUS 4
Tema 4.2. XpaHeHHe JOKYMEHTOB ; BHYTPCHHAA OIMiICh JOKYMEHTOB Aea ;
W Mepeliaua e/ B apXuB Jlucr-3amMeHuTENH TOKYMEHTA
JlaGopaTopHble 3aHSTHS: 0
Kontpoabsnsle padoTsi: KontponsHaas pabora Ne 2 2
CamocrosiTeJibHasi pa6oTa 00y4aIOIIUXCH: 12
1 | Pedepar ApxuB npeanpusitus 6
2 | BeinosHeHue IoMalHero 3a1anus 1o reme 4.2 2
3 | IoaroToBka K KOHTPOJbHBIM M MPAKTHYECKAM paboTaM, oopmiIeHHEe 2
OTYETOB M IIOATOTOBKA K MX 3aIIUTE




4 | Cucremarndeckast IpopaboTKa KOHCIIEKTOB 3aHATHH, YIeOHOH 1 2
CIelHaIbHON PaBOBOM U HOPMATUBHOM JIMTEPaTypBI(110 BOIIPOCAM K
naparpagam, riaBaM y4eOHBIX T0COOUil, COCTaBIEHHBIM IPEIO/IaBaTENIEM).
Copep:xanue: 20
1 [onsarue o xonpuaeHManT HON HHGOopMarn. KornduaennnansHee 4 3
CBEJICHUS
2 | OcobeHHOCTH BeIeHHS AEIONPOU3BOICTBA, 00ECIICUNBAIOLIETO YUET U 4 3
COXPaHHOCTb JOKYMEHTOB, COJICPKAIINX KOMMEPYECKYIO TaHHY
3 | Cucrema KOHTPOJISI HATMYUSI JOKyMEHTOB ¢ rpudom «KT» 4 3
4 OTBETCTBEHHOCTH 33 JOKYMEHTHI 2 3
5 | IlpaBuna nmepemauu e B apXuB 2 3
Tema 4.3. Padora ¢ 6 | IlpaBuna yauutoxenus aei ¢ rpupom «KT» 2 3
JOKYMEHTaMH, COiepKAIUMH JlaGopaTopHble 3aHATH: 0
xonduaenuuaabubie ceeenuss | Kontpoasnble padorbi: KonrponsHas padora Ne 3 2
CamocTosiTeIbHasi pad0Ta 00yYaI0LIHXCH: 11
1 | Pedepar JlokyMeHTHI comeprKane KOMMEPUECKYIO TalHy 5
2 | BeimosgHeHue oMainHero 3aj1anus no reme 4.3 2
3 | IloaroToBka K KOHTPOJBbHBIM M MPAKTHYECKUM paboTaM, oopMIIeHHE 2
OTYECTOB U IIOAIOTOBKA K UX 3aIIIUTC
4 | Cucremaruueckas npopaboTKa KOHCIIEKTOB 3aHSATHH, yueOHOU 1 2
CIeMaIbHON MIPaBOBOM M HOPMATUBHOM TUTEPaTypHI(1I0 BOIIpOcaM K
naparpagam, rIaBaM y4eOHbBIX TOCOOMii, COCTABICHHBIM IPETOIaBATENIEM).
Y4eOHasi IPaKTHKA 108
Buasl pador
1. TlogmmBKa JOKyMEHTOB B JI€JIO.
2. ®opMupOBaHuS JIel U Iiepeada uxX B apXuB.
2. PaboTa ¢ 31IeKTpOHHBIM apXHUBOM.
I[IpousBoacTBeHHAS] MPAKTUKA HTOTOBasi 110 MOIYJII0 180
Buasi pador
1. BeInosiHeHHe TOKYMEHTAIMOHHOTO 00ecneueHus 1 00Cy)KuBaHue paboThl pyKOBOAMUTEIS WIIM €T0 TI0/Ipa3/IelICHHSI.
2. Opranuzanus pabodero Mecta CeKpeTapsi 1 pyKOBOIUTEIS.
3. OGecrnieueHne ONEPaTUBHOIO NIEPEMEILICHNUS M UCIIOJIHEHHS JOKYMEHTOB; IIPEIOCTABICHNUE PYKOBOJICTBY OpraHH3alUuK
JIOKYMEHTHPOBAaHHON HH(OPMAIHH.
4. OdopmiieHre TEKCTOBOTO U IU(PPOBOTO MaTepralia pa3IndyHON CTETICHH CIOXHOCTH C PYKOTIMCHOTO U MCTIPABICHHOTO
OPHUTHHAJIOB, €TO PEAAKTUPOBaHUE U (POPMATUPOBAHKE C UCTIOIB30BAHNEM KOMIIBIOTEPHBIX TEXHOIOTHIA.
3ader no pasaeny 4 2
Pa3znen IIM 5 UndopmanuoHHbIe 30

TEXHOJIOTMHU B
AOKYMEHTAIMOHHOM
o0ecrmeYeHu

MJK 01.01. JlTokyMeHTaIIMOHHOE




obecrieueHre yupaBIeHUs

Conepxanue 28
1. | DmextponHsI noKkyMeHT. OcHOBHEIE (hOopMaTHI TaHHBIX. CHCTEMBI 6
ABTOMATH3aLIMH JEJIONPOU3BOICTBA H DJICKTPOHHOTO JJOKYMEHTO0000pOTA.
2. | Bxogsamue u ucxoasye JOKYMEHTHI (perucTpanusi, KOHTPOJb U y4eT 8
KOPPECHOH/ICHIIUH; PErUCTPaLus EPeaHHbIX 110 JIEKTPOHHOI moure
JIOKyMEHTOB; HACTPOHKa CTPYKTYPhI PETrHCTPAlMOHHOTO HOMEpa B
COOTBETCTBHY C HOMEHKJIATYPOH JIeJl; HAIOKEHHE PE30ITIOLHIA, KOHTPOJIb
UCIIOJTHEHU S, HAITMCAHUE U IIPOCMOTP OTUYETOB T10 PE3OJTIOLMSIM; TIEPEChUIKA
JIOKYMEHTOB JIJIsl HCTIOJIHEHHUSI BHYTPH OPTaHN3alMH; TIOUCK 110 PEKBU3HUTAM;
CIIMCaHUE JOKYMEHTOB B IEJIO X BO3MOXHOCTH IIEpEladn Ha apXUBHOE
XpaHCHHE).
3. | BHyTpeHHHUE JOKYMEHTHI (IIUKII paOdOTHI C MPOSKTAMH JOKYMEHTOB: 6
CO3JJaHUE, PETUCTPALHS, YIPABICHHE IIPOXOKACHHEM JIOKYMEHTA,
Tema 5.1. ABTOMaTH3AIMA (opMupoBaHUE OPYUCHHH, YIIPABICHUE JOCTYIIOM, CO3/IaHUE M XPAHCHHE
AETOMPOU3BOACTEA H 1a0JI0HOB, oOecIieueHne HH(POPMAITMOHHOW O€30IIaCHOCTH).
27IeKTPOHHBII JOKYMEHT0000pOT |/ CpaBHHUTENBHBII aHATN3 CHCTEM aBTOMATH3aLUH JEIONPON3BOJICTBA U 6
nokymenroobopota (CAJIT). [IpaBoBOe perymupoBaHue BOIIPOCOB PabOTHI
C DJIEKTPOHHBIMH JTOKYMEHTaMH.
JlaGopaTopHble 3aHATHS: 0
Konrpoabsusie padorbl: KonTposbHas padora Ne 4 2
CamocrosiTeJibHasi paboTa 00y4aroUIUXCs: 11
1 | Pedepar DnekTpoHHEII JOKYMEHTOO0OPOT 5
2 BrimosiHeHHE goMamIHero 3aganus mno reme 2.4 2
3 | [loaroroBka K KOHTPOJBHBIM U IPAKTHUECKUM padoTaM, o(hopMIICHHE 2
OTYETOB M OATOTOBKA K MX 3aIIUTE
4 | CucremaTmyeckas MpopadOTKa KOHCIICKTOB 3aHATHIA, Y4eOHOU 1 2
CTeIMATbHON PaBOBOM N HOPMATUBHOM JIMTEPaTypBHI(1I0 BOTIPOCAM K
naparpagam, rIaBaM y4eOHbBIX T0COOuii, COCTAaBIEHHBIM IIPENOAABATEIIEM).
Y4eOHasi IPaKTHKA 36
Buasl pador
1. zyyenue cuctemM aBTOMaTU3aLUHN JOKyMEHTOO0O0pOTa (TIpHeM, periucTpalys 1 repeada 1o Ha3HaueHHIO BXOJISIIEH
KOPPECIIOH/ICHIIUH U BHYTPEHHEH TOKYMEHTALIH).
2. Peructpanus u oTnpaBKa UCXOASIIEHR KOPPECTIOHACHITHH.
3. [locTpoeHue CIPaBOYHOIO armnapara, pabora ¢ HHPOPMAITHOHHBIMHU IOMCKOBBIMHA CHCTEMaMH.
4. CocTaBieHHe ¥ TeXHUYECKOe 0OPMIICHHE Pa3INIHON CITy)KeOHOW JOKYMEHTAIHH.
IIpoun3BoacTBEHHAsI IPAKTHKA 72

Bupa pa6or:

IIucemo «Craenbivy» JACCATUIIAIIBIICEBBIM MECTOJOM ITMCbMa

Pabora mon 1UKTOBKY

Pabora mo HapaIMBaHUIO CKOPOCTH MUChMaA
Hcnonb30BaHre HOPMATUBHO-METOAMYECKUX TOKyMEHTOB 1o JIOY
CocrtaBieHre 1 0(OpMIICHHE HOMCHKIIATYPHI JIEJI OPTaHU3aIIH




IToaroroBka TOKYMEHTOB Pa3IMYHOM CIIOKHOCTH

3ader mo pazaeny 5 2
3auer/IK3aMeH

Bcero aynntopHoii Harpy3Kku, 4: 280
Bcero camocrositesibHasi pa6oTa 00y4aromerocs, 4: 140
MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 420
Y4yeOHasi NPaKTHKA 396
IIpousBoacTBeHHAs IPAKTHKA 324
BCEI'O 1000

Jl1sl XapaKTepUCTUKU YPOBHSI OCBOEHHS y4eOHOr0 MaTepualla UCIIOJIb3YIOTCS Cileytole 0003HaueHus:

1 — o3HaKOMUTENBHBIN (Y3HABAaHHE PaHEe U3YYEHHBIX OOBEKTOB, CBOWCTB);

2 — penpoyKTUBHBIN (BBIIIOJHEHHUE AEATEIBHOCTHU 10 00pasily, MHCTPYKLUU WU O/ PYKOBOJCTBOM);

3 — MPOAYKTUBHBIN (IJITAHUPOBAHUE U CAMOCTOSITEIILHOE BBIITOJHEHHE ACATEIBHOCTH, pEIIeHUE MTPOOJIEMHBIX 3a71a4).




3.3. CTPYKTYPA U COJAEPKAHUE YYEFHOM MPAKTUKHA MTPO®ECCUOHAJIBHOI'O MOAY.JIS 02
TemaTuvecknii NJ1aH y4eOHOH NPAKTHKHU NMPO(PeCCHOHATBHOI0 MOAYJIA «/lokyMeHTallnOHHOE 00ecrieyeHne yIpaBIeHUus»

KosamnvecTBo yacos
Ne . Buasl padot

CoBeplieHCTBOBAHHE TEXHUKH M CKOPOCTH NNUCbMA

TexHuka 6e30macHOCTH U O€30MaCHOCTh TPYZAa B y4eOHOH MacTepCKOH 6
1.

Oprauuzaius padodyero Mecta 6
2.

Opranu3zaiysi MalIMHOITUCHOTO TPYyAa 6
3.

Cremnoii necsaTUIAIbIEBIH METO THChMa 6
4.

W3yyeHne OCHOBHOTO psAJa KJIaBUATyphl 6
5.

W3yyeHre OCHOBHOTO psAJa KJIaBUATyphl 6
6.

N3yyeHne 0OCHOBHOTO psAJa KJIaBUATyphl 6
7.

[TuceMo ci10B 1 (hpa3 u3 OyKB OCHOBHOTO PsiJia KIIaBUATYPBI 6
8.

[TuceMo ci10B 1 (hpa3 u3 OyKB OCHOBHOTO PsiJia KIIABUATYPHI 6
9.

ITuceMmo ci10B 1 (pa3 u3 OyKB OCHOBHOTO Psifia KJIaBUATYPhI 6
10.

N3yyeHne TpeTbero psiaa KiaBuaTypsl 6
11.

WzyueHwne TpeThero psjaa KIaBHaTypbl 6
12.

UzyueHwne TpeThero psjaa KIaBHaTypbl 6
13.

[Mucemo cnoB u ppa3z u3 OYKB TPEThETO psijia KIABHATYPHI 6
14.

[Tucemo cnoB U ppa3 u3 OYKB TPETHETO psifia KIaBUATYPHI 6
15.




IIncemo cnoB u (ppa3 u3 OYKB TPETHETO psifa KIaBHATYPHI

16.

M3ydeHne nmepBoro psja KiaBuaTypbl
17.

M3ydeHne nmepBoro psja KiaBuaTypbl
18.

W3ydenne nepBoro psjaa KiIaBUaTyphbl
19.

IInceMmo cnoB u ¢ppa3 u3 OyKB MEPBOTO psiAa KIaBUATYPHI
20.

[Tucemo cnoB u Gpa3 u3 OyKB MEPBOTO psifa KIABUATYPHI
21.

[TuceMo ci10B 1 (pa3 u3 OYKB EpBOTO Psiaa KIaBHATypHI
22.

3aerHHeHI/Ie W aBTOMAaTHU3alusi ITMCbMa
23.

3akperuieHre 1 aBTOMaTH3aIMs IMChbMa
24.

3akperuieHre 1 aBTOMaTH3aIMs IMChbMa
25.

IleuaTs Ha CKOPOCTH
26.

IleuaTs Ha CKOPOCTH
217.

IleyaTs Ha CKOPOCTH
28.

Opranu3alMOHHO-NIPABOBbIE JOKYMEHTHI

Odopmnenune makera u 00pasoB YUpeaUTEIHHOTO JOTOBOPA
29.

Odopmnenne maketa u 00pa3ioB YcTaBa OpraHu3auu
30.

Odopmnenne makera u 00pa3ioB [lonoxeHus 06 opranuzanuu
31.

Odopmnenune makera u 06paszno CTpyKTypsl opranu3anuu u llITaTHON YiCIeHHOCTH
32.

33.

Odopmnenune makera u obpasmos lllTaTHoro pacnmcanms




Odopmitenne Maketa 1 00pa3noB [IpaBuir BHyTpEeHHETO TPYJOBOTO PACIIOPSIIKA OPTaHU3aIIH

34.

Odopmnenne makera u 00pa3ioB [1o70keHNS O CTPYKTYPHOM MOAPA3ICICHUH 6
35.

Odopmrnenne makera u 00pa3ioB J{0JKHOCTHON HHCTPYKITHH 6
36.

HUTOI'O 3a 1 kype 216

OpraHu3anuoHHO-PACHOPSAIUTEIbHBIE IOKYMEHTHI

Odopmnenne maketa u 00pa3ioB [loctanoBieHus 6
37.

Odopmnenune makera u o0pasuos [Ipukasza 6
38.

Odopmnenune maketa u 00pa3ioB PacnopsokeHust 6
39.

Odopmrnenne makera u 00pa3oB Yka3anusi, Pemenue 6
40.

HNudopManuoHHO-cIPABOYHASI IOKYMEHTAUS

Odopmnenune makera u 00pa3IoB TeNErpaMMBbl, TEJIEKCa, ¢akca, TeaedoHOTpaMMBbI 6
41.

Odopmnenue makera u 006pasoB Akra 6
42.

Odopmiienne makera u o0pasuoB IIporokona 6
43.

Odopmiienne Makera 1 00pa3noB JlokinagHoH, ciykeOHONH U 0OBICHUTEIHHOMN 3aIHCOK 6
44,

Odopmnenne maketa u 00pa3oOB pa3HOBUIHOCTEH JETOBBIX MHCEM 6
45.

Ileyats Ha ckopocTh 6
46.

ITeuats Ha CKOPOCTH 6
47.

ITeuats Ha CKOPOCTH 6
48.

HUTOI'O 3a 2 kypc 72




Opranusanus cayk0bl 1eJI0MPOU3BOACTBA

Co3znanue u opopMIICHHE CTPYKTYPBI CIIYKObI 1ETIONPOU3BOJICTBA

49,
Odopmiienne makera u 00pas3noB MHCcTpyKuunit
50.
Odopmnenune Gopmbl TabeIst JOKYMEHTOB
51.
OdopmiteHne MOCTYNMUBIINX, BXOAAIINX U UCXOAINX JOKyMEeHTOB. Co3nanue GopM perucTpaiu
52. JIOKYMEHTOB
Co3znanue ¢popm HOMEHKIATYphI aen. OGopmileHHe apXHUBHOTO XPaHEHUS TOKYMEHTOB
53.
Ipuknaxasie mporpammel MS Office
Hactpoiika HoBo# paboueii kauru B MS Excel. Co3nanue u 3anoHeHue TaOIuIbl.
54.
Cosganune Tabmui u quarpamm B MS Excel
55.
Cosnanue npesenrtanuud B MS PowerPoint xa 6ase mabnona. Co3ganue npesenranuii B MS
56. PowerPoint ¢ momoripto rpadhuueckux peaakTopoB
KomnbrotepHsbie cetn. DnekTpoHHas noura. MiHTepHeT
o7,
Kanposas pa6ora
Odopmitenne GopMbl 3asiBKM Ha IOJ00p CrienuanucTa, opopMICHHE PE3IOME U 3asIBJICHUS O IpUeMe
58. Ha paboTty
Odopmnenune ABrodbuorpaduu, XapakTepucTuku U PexomeHnaaTenbHOro nucbma
59.
Odopmirenne Anketsl. OpopmiieHre JIMYHOTO JIMCTKA 110 YYeTy KaJpOB U JOMOTHEHHS K THIHOMY
60. JMCTKY TI0 YYeTy KaJIpoB
Odopmitenne TpymoBoro noroopa. OdopmMieHne cxemMbl COCTaBa JOKYMEHTOB TP IpHEMe Ha
61. paboty

62.

Odopmnenne makera u o0pasioB [Iprkasza o mpueme Ha pabOTy U 00s3aTENLCTBA O HEpa3TIIAICHUH
CITykeOHOI1 TaifHbI




Odopmnenue TuTyaIHOTO JHCTa TPyMOBON KHIKKHU U 3allOTHEHHE ee pasnenoB. OdopmiieHne
(dbopMBbI KypHaa ydera ABHXKEHUS TPYAOBBIX KHIDKEK U AKTa cCriucaHus OJAHKOB TPYIOBBIX KHUKEK

63. Y BKJIQJIBIIIEN K HUM
Odopmnenue JInunoit kaprouku padbotHuka. OpopmieHue GopMbl BHYTPEHHUH OIMHUCH TOKYMEHTOB 6
64.
OdopmieHne TOKYMEHTOB CTy>KeOHON KOMaHIUPOBKH 6
65.
Odopmnenne 10KyMeHTOB Ha oTiyck. OdopmileHne JOKYMEHTOB O IepEeBO/Ie Ha APYTyI0 paboTy 6
66.
HUTOI'O 3a 3 kypc 108
Coneprkanve yueOHOM MpaKTHUKA
MJIK 02.01
Ne Buawbl pador Copnepxanne padot KoumnuecTBo Koabl komnereHumii ®opMbI K PUO
TIL. 4acoB OK K MeTOAbI PYKOBOAUTEJISA
KOHTPOJIsA yiI
1. Texnuka 0€30aCHOCTH U 3HaAKOMCTBO CO 6 OK1 K 1.1 HaOJIIOIeHUE
6e30acHOCTh TPY/Ia B CpencTBaMH OPITEXHUKU OK 2 K 1.5 YCTHBIH ompoc,
y4eOHOM MacTepCKOi OK'3 OrncaHue,
OK 6 OLICHKA
OK 10 MPAKTHYECKUX
pabot
UTOI'O 6
2. Opranusamus pabo4ero 3HAKOMCTBO C 6 OK 1 K 1.1. | yctHblit onpoc,
MecTa opranmuzanuen pabouero OK 6 IIK 1.2. | omnmcanwue,
MeCTa OK 8 K 1.3. | oueHka
OK 10 K 1.4. | npakTHYECKUX
MK 1.5. | pabot
UTOT'O 6
3. Opranuzanus 3HAKOMCTBO C 6 OK1 K 1.1. | yctHslil onpoc,
MaIIMHOIMCHOIO TPyJa KJIaBUAaTypOU OK 2 IIK 1.2. | omnmcanwue,
OK S5 K 1.3. | oueHka
OK9 K 1.4. | n0pakTHYECKUX




OK 10 K 1.5. | pabot
UTOI'O 6
Cremoit OTpaboTKa «CIEeTIoro 6 OK 1 IIK 1.1. | yctHsIi onpoc,
JIECSITUNAIBLEBBIA METOI | JECSITUMAIBIEBOTO METOAA OK 2 IIK 1.2. | omnucanue,
nMchMa MchMa OK S5 K 1.3. | oueHka
OK9 IIK 1.4. | mpakTU4YECKHUX
OK 10 K 1.5. | pabot
HUTOT'O 6
Nzy4eHnne ocHOBHOTO 3HAKOMCTBO C OCHOBHBIM 18 OK1 IK 1.1. | ycTHsIi onpoc,
psAla KIaBUATyphl PsIOM KJIaBHATYPBI OK?2 K 1.2. | onucanue,
OK 5 IIK 1.3. | oueHka
OK9 IIK 1.4. | mpakTU4yecKux
OK 10 K 1.5. | pabot
UTOT'O 18
[Tucemo cioB u Ppas u3 OtpaboTka nucbsMa cJjioB 18 OK1 IK 1.1. | ycTHsIi onpoc,
OYyKB OCHOBHOTO psiJia 1 ¢pa3 OCHOBHOTO psizia OK 2 IIK 1.2. | omucanue,
KJIaBHATYPBI KJIaBHATYPBI OK S IIK 1.3. | oueHka
OK9 IIK 1.4. | mpakTU4YecKHuxX
OK 10 IIK 1.5. | pabor
HUTOT'O 18
W3ydeHne TpeThero psaga 3HaKOMCTBO C TPETBUM 18 OK1 INK 1.1. | ycrtHsIi onpoc,
KJIaBUATYPhI PAIOM KJIaBUATYphI OK?2 IIK 1.2. | onucanue,
OK 5 IIK 1.3. | oueHka
OK9 IIK 1.4. | mpakTU4yecKHuxX
OK 10 IIK 1.5. | pabor
HUTOT'O 18
[Tucemo cioB u dpas u3 OtpaboTka nrcbeMa cJoB 18 OK1 NK 1.1. | ycTHsIi onpoc,
OYKB TpeThero psaa u ¢pa3 TpeTbero psaaa OK2 K 1.2. | onucanue,
KJIaBHATYPBI KJIaBHATYPBI OKS IIK 1.3. | oneHka
OK9 K 1.4. | mpakTHYECKUX
OK 10 IIK 1.5. | pabor
UTOI'O 18




9. N3yuenue nepBoro psaa 3HAKOMCTBO C MEPBBIM 18 OK 1 IIK 1.1. | yctHsIi onpoc,
KJIABUATYPbI PAIOM KJIaBUATYpPhI OK 2 IIK 1.2. | onucanue,
OK S5 IIK 1.3. | oueHka
OK9 IIK 1.4. | mpakTU4YECKHUX
OK 10 IIK 1.5. | paGot
UTOI'O 18
10. [Tucemo cioB u (pas u3 OTtpaboTka MUChMa CJIOB 18 IIK 1.1. | yctHsIi onpoc,
OYKB IIEpBOTO psijia u ¢pa3 nmepBoro psjaa K 1.2. | onucanue,
KJIaBUATYPBI KJIaBUATYpPBI K 1.3. | oueHka
IIK 1.4. | mpakTUYECKUX
IK 1.5. | pabot
HUTOT'O 18
11. 3akpernieHue u OtpaboTka mrcbEMa cJIoB 18 OK 1 IK 1.1. | ycTHBIi ompoc,
aBTOMATHU3alMs IUCbMa u ¢pa3 OCHOBHOTO, IIEPBOTO OK?2 K 1.2. | onucanue,
U TPETHETOo psAja KIaBUaTyphl OK 5 IIK 1.3. | oueHka
OK9 IIK 1.4. | npakTU4YecKux
OK 10 K 1.5. | pabor
UTOT'O 18
12. [leyath HA CKOPOCTH OtpaboTka nmuchbma 18 OK1 IIK 1.1. | ycTHBIU ompoc,
OK 2 IIK 1.2. OIMCaHUE,
OKS DK 1.3. | ouecHka
OK9 IIK 1.4. | mpakTU4YecKux
OK 10 IIK 1.5. | pabor
HUTOT'O 18
13. OdopmiieHre MakeTa U OtpaboTka nmuchma. 6 OK 9 K 1.1. YCTHBIH OIpOC,
00pasLoB OdopmieHne peKBU3NTOB OK 10 IIK 1.2 ONNCAHNE,
YupenurensHOro IIK 1.5. OLICHKA
JI0TOBOpa MPaKTUIECKUX
pabot
HUTOI'O 6
14. Odopmnenne Makera u Otpabotka nucbpMa. 6 OK9 IIK 1.1. YCTHBIHN 01poc,
obpasmoB Ycrasa OdopmiteHre PEKBU3UTOB OK 10 K 1.2. omnHMCcaHue,
OpraHu3aInN IIK 1.5. OIIEHKa
MPaKTUIECKUX
pabot
HUTOTO 6




15. Odopmiierre MakeTa u OtpaboTka mucrMa. OK9 IIK 1.1. YCTHBIN oIpoc,
oOpa3sios [lonoxenus 06 | OdopmiieHUEe PEKBU3UTOB OK 10 K 1.2. OTIMICaHUE,
OopraHu3anuu IIK 1.5. OLICHKA

HPaKTHIECKUX
pabot
HUTOT'O
16. Odopmnenne makera u Otpabotka nucbpMa. OK9 K 1.1. YCTHBIH OIIPOC,
OdopmiteHre peKBH3UTOB OK 10 IIK 1.2. OIFCaHHE,
00pasoB CTpYKTYPH op P IIK 1.5. OILICHKA
OpraHusatii u MPaKTHYECKUX
[IITaTHOM YKCIEHHOCTH pabor
HUTOI'o

17. | OdopmiieHne makera U OtpaboTka nucbma. OK 9 MK 1.1. YCTHBII OTpoC,

o6pastos IlITatHoro OdopMieHHE PEKBU3UTOB OK 10 K 1.2. OTIMCaHUE,
IIK 1.5. OLICHKA
pacrucanis MPaKTHIECKUX
pabot
HUTOTO

18. | OdopmiieHne makera U OtpaboTka nucbma. OK 9 MK 1.1. YCTHBIH OTpOC,
06pasuos [Tpasui OdopMiieHHE PEKBU3UTOB OK 10 K 1.2. OTIHMCaHUE,

IIK 1.5. OLICHKA
BHYTPCHHETO HNPaKTHIECKUX
TPYZOBOIr'0 pacnopsaka pabot
opraHu3anuu UTOIO

19. Odopmnenne MakeTa u OtpaboTka muchma. OK9 K 1.1. YCTHBIHN OIpOC,
0GpazLoB [onoxeHus o OdopmieHne peKBU3NTOB OK 10 IIK 1.2 OIUCaHHUE,

IIK 1.5. OLICHKA
CTPYKTYpHOM HPaKTHIECKUX
MOIpa3ICIICHUN pa6ort
HUTOT'O

20. Odopmnenne MakeTa u OTtpaboTKa MICHMa. OK 9 K 1.1. YCTHBII OIpOC,
06pasLoB OdopMieHne PEKBU3UTOB OK 10 K 1.2. omnucaHue,

o IIK 1.5. OLICHKA
HOH)KHOCTHOH MMPAKTUYCCKUX
HHCTPYKIUU pabot

HUTOIO




21. Odopmenne makera u Otpabotka mucbpMma. 6 OK 9 MK 1.1. YCTHBIH OIpoc,
06pasLoB OdopMieHHE PEKBU3UTOB OK 10 IIK 1.2. OIMCaHME,
IIK 1.5. OLICHKA
[TocTanoBneHus
HPaKTHIECKUX
pabot
UTOI'O 6
22. Odopmnenne MakeTa u OtpaboTtka mucbpMa. 6 OK 9 NnK 1.1. YCTHBIN onpoc,
o6Gpasuos [pukasa Odopmnenne peKBU3UTOB OK 10 K 1.2. OIMCaHHUE,
IIK 1.5. OLICHKA
MPaKTHYECKUX
pabot
HUTOI'O 6
23. Odopmnenne makera u Otpabotka nucbpMa. 6 OK9 K 1.1. YCTHBIH OIpOC,
06pa3IoB Odopmiienne peKBU3UTOB OK 10 MK 1.2. OIHCaHHeE,
IIK 1.5. OLICHKA
Pacnopsixenust
MPaKTHIECKUX
pabot
UTOI'O 6
24, Odopmnenue makera u Otpabotka nucbpMa. 6 OK9 K 1.1. YCTHBIH OIpOC,
o0pa3ioB Yka3aHus, Odopmienne peKBU3UTOB OK 10 K 1.2. OmnucaHue,
IIK 1.5. OLICHKA
Pemenue
MPaKTHYECKUX
pabot
UTOI'O 6
25. Odopmienne makera u Odopmiterne 6 OK 1 MK 1.1. YCTHBIN OIpOC,
00pa3ioB TeaerpaMmel, | AOKYMCHTOB OK 2 MK 1.2 OTIMICaHNE,
OK 4 IIK 1.5. OLICHKA
Tesnekca, akca,
NPaKTHIECKUX
Tene(oHorpaMMBl pa6oT
UTOI'O 6
26. Odopmnenne MakeTa u Odopmnenue 6 OK1 K 1.1. YCTHBII OIpoC,
o0pa3ioB AkTa JIOKYMEHTOB OK 2 MK 1.2 OTIFICaHNE,
OK 4 IIK 1.5. OLICHKA
NPaKTHYECKUX
pabot
UTOI'O 6
217. Odopmnenne MakeTa u Odopmnenue 6 OK1 K 1.1. YCTHBIN OIpOC,
JIOKYMEHTOB OK 2 K 1.2. OIMCAHMUE,
OK 5 1K 1.5. OIIeHKA




obpasmnos [IpoTokoma OK 10 MPaKTHYCCKUX
pabot
UTOI'O 6
28. Odopmnenne makera u Odopmienne 6 OK1 MK 1.1. YCTHBIH O1Ipoc,
06pasuoB JIOKIaHOi, JOKYMEHTOB OK 2 IIK 1.2. OIFCaHHE,
N OK 4 IIK 1.5. OIIEHKa
CITyKeOHOU U
. MPaKTUICCKUX
00BSCHUTEIILHOMN paboT
3aIMCOK
29. | OdopmieHne makera U Odopmienue 6 OK 1 K 1.1. YCTHBII OTpOC,
06pasIoB JOKYMEHTOB OK 2 MK 1.2. OnucaHue,
. OK 4 K 1.5. OLICHKA
Pa3HOBHUIHOCTEMN
MPaKTHIECKUX
JIEJIOBBIX TTUCEM anfam
HUTOTO 6
30. [leyath Ha CKOPOCTH OtpaboTka muchbMa 18 OK1 IIK 1.1. YCTHBIH OIpOC,
OK 2 nK 1.2. OITHCaHHE,
OKS5 IIK 1.5. OLICHKA
OK9 MPaKTHYECKUX
OK 10 pabot
HUTOI'O 18
3L Coznanue u 3HaKOMCTBO C 6 OK 2 NnK 1.1. YCTHBIH OMpOC,
opopmiieHne opraHu3anuei Tpyaa OK 6 IIK 1.2 OIMCaHHE,
PaOOTHUKOB CITYX OBl OK 8 IIK 1.5. OLICHKA
CTPYKTYPBI CI1ys0bl JIENOTPOU3BOICTBA TIPAKTHYCCKUX
JIEJIOIIPOU3BOJICTBA pabot
UTOI'O 6
32. Odopmnenne MakeTa u Odopmnenue 6 OK1 K 1.1. YCTHBII OIpoC,
06pasios UHcTpykumii | ACKYMEHTOB OK 2 K 1.2. OITHCaHHE,
OK 4 IIK 1.5. OLICHKA
MPAKTHICCKUX
pabot
UTOI'O 6
33. | Odpopmienue hopmbl Odopmienue 6 OK 1 MK 1.1. YCTHBIH O1pOC,
JIOKYMEHTOB OK 2 K 1.2. OIMCAHMUE,
OK 4 IIK 1.5. OLICHKA




Tabess JOKyMEHTOB MPaKTHIECKUX
pabot
HUTOI'O
34. Odopmrenue [Ipuem u o6paboTka OK2 K 1.1. YCTHBIH OIIPOC,
IOCTYIHUBILHNX, MOCTYNArOIKX TOKYMEHTOB. OK3 K 1.2. OIIMCAHUE,
Perucrpanus nnaekcanus OK 5 IIK 1.5. OLICHKA
BXOJAIIUX U
IOKYMEHTOB OK9 MIPaKTHIECKHUX
HUCXOMAIINX OK 10 pabot
nokymeHToB. Co3nanue
¢dbopmM peructpanun
JIOKYMEHTOB
UTOI'O
35. Coznanne Gpopm Otpabotka TpeboBaHMl K OK1 K 1.1. YCTHBIH OIpOC,
HOMEHKIIATYDBI 1. COCTaBJICHHIO OK 2 K 1.2. OIMCaHME,
OdpopmcHne HOMEHKJIATypPBI O OK 5 IIK 1.3. OILICHKA
p IIK 1.4. MPAKTUYECKUX
apXUBHOI'O XpaHEHUA K 1.5. pabot
JIOKYMEHTOB
UTOI'O
36. Hactpolika HOBO Pabora na I1K OK 4 MK 1.1. YCTHBI# OIpoc,
paboueit kauru B MS OK5 K 1.2, OIMCAHHUE,
Excel. Co3nanue u MK 1.5. | ouerka
MPaKTUIECKUX
3aMoTHeHUE TaOIHUIIBI. pabot
HUTOTO
37. Coznanue Tabnuil 1 Pa6ora na 1K OK 4 MK 1.1. YCTHBIH 0Ipoc,
DK 1.5. | oueHka
MPaKTUIECKUX
pabot

UTOro




38. Co3znanue npe3eHTaum Pabora na I1K OK 4 K 1.1. YCTHBI# OIpocC,
B MS PowerPoint ua OK5 K 1.2. OIMCaHHUE,
IIK 1.5. OLICHKA
6a3e mabioHa.
. HPaKTUYECKUX
Co3nanue npe3eHTanuin paGor
B MS PowerPoint ¢
MOMOIIBIO TpapUIECKuX
penakTopoB HUTOT'O
39. | KommbroTepHble ceTu. Pa6ora na IIK OK 4 MK 1.2. YCTHBIH 01poc,
DJNeKTpOHHAs TOYTA. OK 5 IIK 1.5. OIHCAaHHE,
OLICHKA
WNHurepuer
MNPaKTHYECKUX
pabot
UTOT'O
40. Odopmnenue Gopmbl Odopmienne OK 1 MK 1.1. YCTHBIH 0Ipoc,
3asBKH Ha OA00p JIOKyMEHTOB OK 2 K 1.2. OIMCaHME,

OK 5 IIK 1.5. OLICHKA
CHEeLUaJIuCTa,

OK 6 IPAKTUYECKUX
odopmileHne pe3roMe U OK 8 pa6ot
3asBJICHUS O IPUEME Ha
pabory

HUTOI'O
41. Odopmienue Odopmienue OK 1 NnK 1.1. YCTHBIN OIpOC,
ABto6uorpadun, JOKYMECHTOB OK 2 K 1.2. OIUCAHME,
T S——— OK 5 IIK 1.5. OIIeHKa
p P OK 6 MPaKTHYECKUX
PexomenparenbHOro OK 8 paGor
MHCbMa
UTOI'O
42, Odopmnerne AHKETHI. Odopmiterne OK 1 NnK 1.1. YCTHBIN OIpOC,
Odopmnenue Jluunoro | AOKYMCHTOB OK 2 K 1.2. omnHMCcaHue,
HCTKA 110 VeT OK 5 IIK 1.5. OIIEHKa
yaery OK 6 MPAKTHYECKUX
KaJpOB U JIOTIOJHEHHUS K OK 8 paGor

JMYHOMY JIUCTKY 110
yU4eTy KaJpoB

UTOI'O




43. Odopmnenue Odopmitenne OK 1 MK 1.1. YCTHBIN OIpOC,
TPYAOBOrO JOrOBOPA. JIOKYMEHTOB OK 2 K 1.2. omnucaHue,
OdopmieHune cxempl OK'S MK LS. OHeHKa

p OK 6 MPaKTUYECKUX
COCTaBa JIOKyMEHTOB OK 8 pa6ot
[IpU IpueMe Ha paboTy
HUTOI'O

44, Odopmnenne makera u Odopmnenue OK1 K 1.1. YCTHBIN OTPOC,
o6pasuos Ilpukasa o TIOKyMCHTOB OK 2 K 1.2. onucaHue,
— 6 OKS IIK 1.5. OIICHKA

PHEME Ha paboty 1 OK 6 MPaKTUYECKUX
00s3aTenbCTBa O OK 8 pabor
HepasriIaleHuH
CITyK€OHOM TaliHbI

HUTOI'O

45. | Odbopmienue Odopmnenne OK 1 MK 1.1. YCTHBIH OTpoC,
TUTYJIBHOTO JIUCTA JIOKYMEHTOB OK 2 MK 1.2 OTHCaHUE,
TOVIOBOH KHIDKKI 1 OKS5 IIK 1.5. OLICHKA

Py OK 6 MPaKTHYECKUX
3al0JIHEHUE €€ OK 8 pa6ot
paznenoB. OdopmieHue
(b opMBI XXypHaia yJyera
JBKEHUS TPYTOBBIX
KHIDKEK 1 AKTa
criucaHus OJaHKOB
TPYIOBBIX KHIKEK U TITOrO
BKJIQABIIIIEH K HUM

46. Odopmnenne JInunoit Odopmienne OK 1 NnK 1.1. YCTHBIN OIpOC,
KapTOYKH pabOTHHKA. JOKyMEHTOB OK 2 K 1.2. OIMCaHME,
Odopmerne hopMeI OKS IIK 1.5. OIICHKA

p . p OK 6 MPAKTHYECKUX
BHYTPEHHUHN OMUCH OK 8 pa6oT

AOKYMCHTOB

UTOI'O




47, Odopmnenue Odopmienne OK1 K 1.1. YCTHBIH OIpocC,
JIOKYMEHTOB JIOKYMEHTOB OK 2 K 1.2. OIHMCaHHUE,

. OK S5 IIK 1.5. OLICHKA
cxyxeOHoH OK 6 MPaKTUYECKUX
KOMaHIUPOBKHA OK 8 pabot

HUTOT'O
48. | Odopmienne Odopmierne OK1 MK 1.1. YCTHBIIT orpoc,
JIOKyMEHTOB Ha OTITYCK. JOKYMEHTOB OK 2 IIK 1.2. OIFCaHHE,
OKS IIK 1.5. OIICHKA
Odopmenne OK 6 MPaKTHYECKUX
JIOKYMEHTOB O MEPEBOIE OK 8 paboT
Ha JIPYTyIo paboTy NUTOI'O




3.4. CTPYKTYPA U COAEPKAHUE MMPOU3BOJCTBEHHOM NPAKTUKH
HNPOPECCHUOHAJIBHOI'O MOAYJIA 01

TemaTnyecKuu mJiaH l'[pOI/I3BO)1CTBeHH0171 NMPpaKTUKH leO(l)eCCI/IOHaJ]LHOI‘O MOJIYJIsA «I[OKyMeHTa]_lI/IOHHOC odecreueHue

yIPaBJICHUD)
Ne . Buael padort KosnuecTBo yacos
144
1. be3zonacHocTh Tpyaa. TexHuka 0e30macHOCTH Ha pabodeM MecTe 6
2. Opranuzanys Tpyaa IpH BEIONHEHHH padoT Ha [TK 6
3. 3HaKOMCTBO cO ciyxkooii JJIOY 6
4, CoBepIIeHCTBOBaHNE TEXHUKH MHCbMa 6
5. CoBepIIeHCTBOBaHUE TEXHUKU ITHChMa 6
6. Odopmnenne TUTYIBHOTO JIUCTa 6
7. Odopmienne npuMeyaHuii, CHOCOK K TEKCTY 6
8. Odopmnenne Oubnuorpadun 6
9. PaboTa ¢ konmupoBaIbHOI OyMaroi M OprTeXHUKOM 6
10. Pabora ¢ xonmmpoBanbHOU OyMaroii 1 OprTeXHUKOM 6
11. Cokparenus (a00peBuatypa) NpuMeHsEMbIE B JICJIOBOM MEPENUCKE U APYTHUE COKPALLECHUS 6
12. Pa3BuTHE TEXHUKH CKOPOCTH MUChMA 6
13. Pa3BuTHE TEXHUKH CKOPOCTH NMUChMa 6
14. CoBepI1IeHCTBOBaHHE HABBIKOB IIEYaTaHUS B COOTBETCTBHY C MaTEpHUAIOM IIPOWICHHBIX TEM Ha 3aHSTHUSIX 6
y4e0HON PAaKTHKH
15. Odopmnenne OPJ] 6




16. Odopmnenne OPJ] 6
17. Odopmrenne cryxe0HBIX 3anrcok. CTeHorpadudeckast 3ammuch MUchMa 6
18. Odopmrenne cinyxeOHBIX 3anrcok. CTeHorpadudeckas 3amuch MUchMa 6
19. Odopmienne JOKIATHBIX U CIYKEOHBIX 3aITUCOK 6
20. Odopmnenue cinyxeOHONH TOKYMEHTALMH 6
21. Odopmnenue cnyxeOHON TOKYMEHTALH 6
22. IIpoexkTupoBanne 6a3pl JTaHHBIX B ohrce 6
23. [TpoexTrpoBanue 6a3bl JaHHBIX B ouce 6
24, Mud 3auer 6
144

HUTOI'O 3a 2 kypc




Ne . Bujabl paéor Kosin4yecTBO 4acoB
180
1. Besomachocth Tpyna. TexHuka 6€30MacHOCTH Ha paboYeM MecTe 6
2. 3HaKOMCTBO cO0 ciyxkooii JJOY 6
3. Odopmienne pacropsaIuTeIsHBIX TOKYMEHTOB (IIPHUKa3 IT0 OCHOBHOM NIEATENbHOCTH, PACIOPSHKEHIE) 6
4, OdopmiieHne paciopsIUTENbHBIX JOKYMEHTOB (IIPUKa3 0 OCHOBHOM ESTEILHOCTH, PACTIOPSHKEHHUE) 6
5. OdopmieHne NoIHOro U KPaTKOro IPOTOKOIIA 6
6. Odopmienne BIMUCOK U3 OGHUIHATBHBIX JOKYMEHTOB (BBIIMCKA U3 IPUKA3a, BBINUCKA U3 IPOTOKOJIA) 6
7. OdopmieHne BHIMUCOK M3 OPHUIMATBHBIX JOKYMEHTOB (BBIIIMCKA U3 TIPUKA3a, BRIMUCKA U3 TPOTOKOJIA) 6
8. Odopmnenue akToB 6
9. Odopmnenue 10roBopoB, KOHTPAKTOB 6
10. OdopmieHue 10rOBOPOB, KOHTPAKTOB 6
11. Odopmnenue Tenerpamm, TeaepoHOrpaMM 6
12. Odopmiienne 1oBepeHHOCTEN 6
13. CreHorpadupoBaHie TEKCTOB JOKYMEHTOB, paciinpoBKka 1 opopmieHue qokyMenToB Ha [1K 6
14. CreHorpadupoBaHie TEKCTOB JOKYMEHTOB, pacirpoBka 1 opopmieHue qokyMenToB Ha [1K 6
15. OdopmieHre KOMaHANPOBOYHBIX PEATTUCAHNI 6
16. Cosznanne pupmMeHHOro OJJaHKa OpraHu3auy. IMOIeMa IpeIpusThs 6
17. Odopmiienne nucem Ha GUPMEHHOM OJaHKe 6
18. OdopmieHre KOHBEPTOB 6




19. OdopMicHHE BUBUTOK 6
20. OdopmIieHrE TOYTOBOTO a/Ipeca Ha aHIIHICKOM s3bike. Habop TEKCTOB Ha aHTJIIMHCKOM SI3BIKE. 6
Odopmienne nmuceM Ha aHTITUICKOM si3bIke. OopMIleHNE pe3roMe Ha aHTJIHIICKOM SI3bIKE
21. OdopmIieHrE TOYTOBOTO aJIpeca Ha aHTIMICKOM s3bike. Habop TEKCTOB Ha aHTJIIMHCKOM SI3BIKE. 6
Odopmienne nmuceM Ha aHTITUICKOM si3bIke. OopMIleHNE pe3roMe Ha aHTJIHIICKOM SI3bIKE
22. Cosznanue madIoHOB IOKYMEHTOB (CIIPaBKH, TPUKA3bI 10 OCHOBHOW JIEATEIILHOCTH, aKThI) 6
23. Coznanue 1mabI0HOB IOKYMEHTOB (CIIPaBKH, MIPUKA3bI 10 OCHOBHOM JI€ATEIbHOCTH, aKThI) 6
24. Coznanue 0J1aHKOB MPUKA30B 10 JIMYHOMY COCTaBy (IIpHUeM, YBOJIbHEHHE, IEPEBO/I, OTIYCK) 6
25. Coznanue xkaptouku ¢. T-2. Coznanue mabdioHa 006J105KKH JTUYHOTO Jela, 0hopMIeHHE 00I0KKHI 6
26. YnopsgoueHue 1 cucTeMaTH3alus UMEIOIINXCs JOKYMeHTOB. [1oAroToBKa J71s1 apXUBHOTO XpaHEHUs 6
217. 3HaKOMCTBO C HOMEHKJIATYpPOU JIe71 OpraHu3aluu 6
28. [ToaroroBka /st apXUBHOT'O XpaHEHUS 6
29. YHUYTOXKEHNE T 6
30. Hud. 3aver 6
HUTOIO 3a 3 kypc 180




ConeprxaHue MPoU3BOACTBEHHOMN MPAKTUKU

MJIK 01.01
Ne . Buasl padort Conep:xanue padot KouauuecTBo Koabl koMneTeHuii DopMbI U METO/bI 1017 (0
4acoB OK K KOHTPOJIsA PYKOBOAUTEISA
Yl
1 Be301acHOCTb TPy/Ia. TIpoxoxnenue 6 OK1 IIK 1.2. YCTHBIH OMpOC,
Texmuka 6e3omacaocry | AHCTPYKTaxa o OT u Th OK2 IIK 1.5. OTIHICaHue,
OK 10 OIIEHKa
Ha pabouem MecTe
MIPAKTHYECKUX
pabor
UTOro 6
2 OpraHu3anus Tpyaa 3HAKOMCTBO € PaboduM 6 OK 1 IIK 1.2. YCTHBIA 0OMpOC,
TPH BBITIOJTHEHHH PAGOT MectoM. Opranuzanus OK?2 IIK 1.5. OIMCaHuE,
wa [IK TpyJa IPH BBIIOJTHCHUH OK 10 OIICHKA
pabot na I[1K MIPAKTHIECKAX
paboT
UTOro 6
3 3HAKOMCTBO CO 3HaKOMCTBO CO CTPYKTYpOU 6 OK1 IIK 1.2. YCTHBIA 0MpOC,
cyx6oii JIOY OpraHu3aIvH, JTOKaIbHO- OK 2 IIK 1.5. OIMCaHME,
HOPMATUBHBIMH aKTaMU OK 10 OIICHKa
MIPAKTHYECKUX
pabor
UTOro 6
4 CoBepIieHCTBOBaHUE Brinenenne  3arojioBKOB, 6 OK 1 IIK 1.1. YCTHBIN OmpocC,
TEXHUKU [MUCbMa MMHCHMO ITO3ar0JIOBKOB, HX OK?2 IIK 1.2. OITCaHMUE,
pacnoyoXKeHue OK 10 IIK 1.5. OlICHKA
OdopMieHHE TUTYIIBHOTO MPAKTHYECKUX
JmcTa pabot
UTOro 6
5 CoBeplIeHCTBOBaHNE Odopmnenne npuMeyaHui 6 OK1 MK 1.1. YCTHBIH 01IpOC,
TEXHHMKH IIHChMA OdopmieHre CHOCOK K OK 2 K 1.2. OTHCaHuE,
TEKCTY OK 10 IIK 1.5. OLICHKA
MPAKTHYECKUX
pabot

UTOoro




6 Odopmienue OdopmiteHHe 10KYMEHTOB 6 OK1 MK 1.1. YCTHBIH ompoc,
TUTYJIBHOTO JIKCTA OK 2 MK 1.2. OIMCaHMe,
OK 10 IIK 1.5. OLICHKA
MPAaKTHYECKUX
pabort
HUTOI'O 6
7 Odopmenne Odopmienne 10KyMEHTOB 6 OK1 IIK 1.1. YCTHBIN OTpOC,
IpHUMEYaHUMH, CHOCOK K OK 2 IIK 1.2. OIMCaHue,
OK 10 IIK 1.5. OLICHKA
e NPaKTHYSCKUX
pabor
NUTOI'O 6
8 Odopmienne OdopmiieHHe 10KYMEHTOB. 6 OK 1 IIK 1.1. YCTHBII1 o1poc,
oubnuorpadun Pabora ¢ oprrexaukoit OK?2 MK 1.2. OIHCaHHUe,
OK 10 IIK 1.5. OLICHKa
HPaKTHIECKUX
pabot
NUTOI'O 6
9 Pa6ora ¢ IeyaTs, ckaHHpOBaHHME, 12 OK 1 MK 1.2. YCTHBIi 0OT1pocC,
KOIMPOBAIBLHOI KOIIMPOBAaHUE TOKYMEHTOB OK 2 IIK 1.5. OIIMCaHME,
6 i OK 10 OLIEHKa
YMATOR A HPaKTHIECKUX
OpPITEXHUKOU pabor
HUTOI'O 12
10 CokparmieHust OdopmiteHre TOKyMEHTOB 6 OK 1 K 1.1.
ab0peBuaTypa OK?2 MK 1.2.
f‘[ I/H\I/IJCHHCM}Ij)el €JI0BOM OK 10 K 1.5.
P 8 WTOTO 6
nepenucKe U Jpyrue
COKpaIleHHs
11 PaszButHe TeXHUKH IleuaTs mox JUKTOBKY 12 OK1 IIK 1.2.
CKOPOCTH MUCHhMa OK 2 IIK 1.5.
OK 10
UTOIr'o 12
12 CoBepiieHCTBOBaHNE OdopmiieHne 10KyMEHTOB 6 OK1 IIK 1.1. YCTHBIH onpoc,
OK 2 IIK 1.2. OIMCaHUE,




HABBIKOB MEYaTAHHS B OK 10 IIK 1.5. OLICHKA
COOTBETCTBHH C HPAKTHYCCKUX
pabor
MaTepHuaioMm TITOrO 3
MPONEHHBIX TEM Ha
3aHATHAX YIeOHOU
HPAKTUKH
13 Odopmiterne OPJ] OdopmiieHne 10KyMEHTOB 12 OK 1 MK 1.1. YCTHBIH OMpoc,
OK 2 IIK 1.2. OIMCaHue,
OK 10 IIK 1.5. OLICHKA
HPAKTHYCCKUX
pabor
UTOro 12
14 OdopmieHue Odopmiienue 12 OK 1 MK 1.1. YCTHBII O1poc,
CITy’KE€OHBIX 3aIHCOK. AOKYMCHTOB. OK 2 MK 1.2. OIHCaHHE,
Crenorpaduteckas PacumdpoBka TekcTos, OK 10 IIK 1.5. OLIEHKA
odpopmiienue Ha [1K IPAKTUYECKUX
3aIUCh MUChMA paGor
UTOro 12
15 Odopmienne Odopmiienne 1oKIaIHBIX 1 6 OK 1 MK 1.1. YCTHBIi 0OT1pocC,
JIOKJIATHBIX U CILY’KEeOHBIX 3allHCOK OK 2 K 1.2. ONnKCaHue,
6 OK 10 IIK 1.5. OIIEHKa
CITY’KEOHBIX 3aIHCOK pAKTICCKIX
pabot
UTOI'O 6
16 Odopmirenne Odopmienne cripaBok 12 OK1 IIK 1.1. YCTHBIH O1poc,
CITyKeOHO OK2 K 1.2. OIMCAHHUE,
OK 10 IIK 1.5. OLIEHKa
FORYMEHTATIH HPAKTHYECKUX
pabot
UTOro 12
17 IIpoekrupoBanue Gaszpr | CO31aHue 6a3bl JaHHBIX 12 OK1 IIK 1.2. YCTHBIH onpoc,
JIaHHBIX B O(uCce OK 2 IIK 1.5. OIHCaHHe,
OK3 OLICHKA
OK 10 MPaKTHYECKUX

pabor




UTOIro 12
18 Mud 3auer 6
HUTOI'O 3a 2 kypc 144 yaca




Ne nim. Buasl padort Conep:xanue padot KouauuectBo Koabl koMneTeHuii DopMbI U METO/bI 1017 [0
4acoB OK K KOHTPOJIsA PYKOBOAUTEISA
yii
1 BezonacHocTs Tpyza. IIpoxoxaenue 6 OK1 IIK 1.2. YCTHBIH OMpOC,
TexHuka 6e30MacHOCTH uHcTpykTaxka mo OT u Th. OK 2 IIK 1.5. OIIUCaHUE,
Ha pabouem MecTe 3HaKOMCTBO € pabounuM OK 10 OLICHKA
MECTOM MPAKTHYECKHUX
pabor
UTOIro 6
2 3HaKOMCTBO €O CIIy>k00H | 3HAKOMCTBO CO CTPYKTYpOil 6 OK1 K 1.2. YCTHBIH 01poc,
JA0Y OpraHu3alyu, JIOKAJIbHO- OK 2 IIK 1.5. OIMCaHue,
HOPMATUBHBIMH aKTaMU OK 10 OILICHKA
MPAKTHYECKUX
pabor
UTOro 6
Odopmienue OdopmieHHe TIPUKA30B I10 12 OK1 K 1.1. YCTHBIH onpoc,
3 pacropsAuTENBHBIX OCHOBHOH J€SITCIILHOCTH U OK?2 IIK 1.2. ONUCaHUE,
JIOKYMEHTOB (IIPUKA3 110 | €ro PerucTparvsl. OK 5 IIK 1.5. OILICHKA
OCHOBHOI JesiTenibHOCTH, | OdopMiieHHe OK 10 MPaKTUYECKHUX
pacropspKeHue) pacropsKEeHUst pabot
UTOIo 12
Odopmnenue nojHoro u | OdopMiIeHHE TIPOTOKOJIOB. 6 OK1 K 1.1. YCTHBIH onpoc,
4 KpaTKOro MpoToKoJIa Perucrpanust npoToK0JIOB OK?2 IIK 1.2. ONHNCAaHUE,
OKS IIK 1.5. OLICHKA
OK 10 MPAKTUIECKUX
pabot
UTOIro 6
OdopMmieHne BBITHCOK OdopMIiieHHE BBIMUCOK U3 12 OK1 IIK 1.1. YCTHBIN OMpOC,
5 13 OPUIHATTEHBIX IpuKa3a, BEIITUCOK U3 OK?2 IIK 1.2. OIMCaHUE,
JIOKYMEHTOB (BBITTHCKA MPOTOKOJIA OK 5 IIK 1.5. OIICHKA
13 MPUKa3a, BHIIKCKA U3 OK 10 MIPAKTUIECKUX
IPOTOKOJIA) pabort
UTOro 12
Odopmnenne akToB Odopmienne u 6 OK 1 IIK 1.1. YCTHBIN OMpOC,
6 perucrpanus aKkToB OK?2 IIK 1.2. OINCAaHUE,
OK 5 IIK 1.5. OLICHKa




OK 10 MPAKTHYECKUX
pabot
UTOIro 6
Odopmnenue 10roBopos, | OdopMiIeHHE JOTOBOPOB, 12 OK1 IIK 1.1. YCTHBIN OTPOC,
7 KOHTPAKTOB aKTOB OK 2 IIK 1.2. OIHCAHHE,
OK 5 IIK 1.5. OLICHKa
OK 10 MIPAKTHYECKUX
pabot
nuToro 12
Odopmiecrue [Tpuem TenedoHOrpamm. 6 OK1 IIK 1.1. YCTHBIN OIIPOC,
6 TeJeTpaMM, Odopmrenne Tenerpamm, OK2 K 1.2. OTIHICaHue,
TeneoHorpaMm TeneoHorpaMm OK 3 IIK 1.5. OIICHKA
OK S5 MIPAKTHYECKUX
OK 6 pa60T
OK 10
HUTOIo 6
Odopmienune Odopmnenue 6 OK1 K 1.1. YCTHBIH ompoc,
9 JIOBEPEHHOCTEM JIOBEPCHHOCTEH OK 2 IIK 1.2. | omucanue,
OK3 IIK 1.5. OLICHKa
OK 5 MIPAKTHYECKUX
OK 6 pabort
OK 6
OK 10
HUTOIo 6
CreHorpadupoBaHue CreHorpadupoBanue, 12 OK1 K 1.1. YCTHBI# onpoc,
10 TEKCTOB JIOKyMEHTOB, pacinpoBKa TEKCTOB H OK 2 11K 1.2. OTIHICaHMUeE,
pacimmppoBKa U odopMIIeHHE TOKYMEHTOB OK 3 K 1.5. OIICHKA
odopmiieHuE Ha [1K OK 5 MPAKTUYECKHUX
nokymenToB Ha [1K OK 6 pabot
OK 10
HUTOoro 12
Odopmienne Odopmienne 6 OK1 K 1.1. YCTHBIH omnpoc,
11 KOMaHIUPOBOYHBIX KOMaHIUPOBOYHBIX OK 2 IIK 1.2. OIIMCAHUE,
MPEANNCAHUM MIPEANUCAHUM, TPUKA30B O OK 3 K 1.5. OLICHKA
KOMaHIMPOBaHHUH. OK 5 MPAKTHYECKUX




Peructparus npukasos o OK 6 paboT
KOMaHJPOBaHUH OK 10
nuToro 6
Coznanne hupMeHHOTO Coznanne pupMeHHOTO 6 OK 1 K 1.1. YCTHBIH OTpOC,
12 OJTaHKa OpTraHM3aINH. OJraHKa OpraHu3aIluy OK 2 IIK 1.2. OTIMICaHWE,
OMOnemMa nIpeAnpHUsITUs OK 3 K 1.5. OLICHKa
OK 5 MIPAKTHIECKAX
OK 6 pa60T
OK 10
HUTOro 6
Odopmnenue nucem Odopmnenue nuceM Ha 6 OK1 K 1.1. YCTHBIH ompoc,
13 Ha GUPMEHHOM OJIaHKe | (UPMEHHOM OJIaHKe OK 2 MK 1.2. | onucanue,
OK3 IIK 1.5. OLICHKa
OK S5 MPaKTHIECKUX
OK 6 pa60T
OK 10
nuToro 6
Odopmnenne kouBepToB | OdopmiieHre KOHBEPTOB U 6 OK1 IIK 1.1. YCTHBIH onpoc,
14 OTIpaBKa OK 2 K 1.2. OIHCaHMue,
KOppeCHOHICHIIUN OK3 IIK 1.5. OIICHKa
OK 5 MIPAKTHYECKUX
OK 6 pabort
OK 10
HUTOI'O 6
OdopMieHHE BUBUTOK OdopMieHre BUBUTOK 6 OK 1 IIK 1.1. YCTHBIN OTIPOC,
15 OK 2 MK 1.2. | omcanue,
OK3 IIK 1.5. OLICHKA
OK S5 MPaKTUIECKUX
OK 6 pa60T
OK 10
HUTOro 6
Odopmnenne noutoBoro | OdopmieHne nrceM Ha 12 OK1 IIK 1.1. YCTHBIH omnpoc,
16 aJipeca Ha aHIJIMHCKOM AHTJINICKOM SI3LIKE OK?2 IIK 1.2. OIMCaHuE,
szpike. Habop TexcToB OK 3 K 1.5. OLIEHKA




Ha aHTJITUHACKOM SI3BIKE. OK 5 MPaKTUIECKUX
Odopmnenue nucem OK o6 pabort
Ha aHTJINHMCKOM SI3BIKE. OK 10
Odopmnenue pestome | UTOI'O 12
Ha aHTJIUMCKOM SI3bIKE
17 Cosnanue madI0HOB Cosznanue u opopmiIeHHEe 12 OK1 IIK 1.1. YCTHBIA OIpoc,
JIOKYMEHTOB (CITpaBKu, | OJaHKOB IPHKA30B 110 OK 2 MK 1.2. | omucanue,
MIPUKAa3bI 10 OCHOBHOW | THIHOMY COCTaBy OK3 IIK 1.5. OLICHKA
JESTEIIbHOCTH, aKThl) OK S5 TIPaKTHICCKUX
OK 6 pa6OT
OK 10
UTOro 12
Co3znanue 6J1aHKOB Cosnanue u opopmireHHE 6 OK 1 MK 1.1. YCTHBII OTIpOC,
18 TIPUKa30B MO JIMYHOMY | OJaHKOB IPHKA30B [0 OK 2 MK 1.2. | onucanwue,
cocTaBy (IIpuemM, JMYHOMY COCTaBy OK3 IIK 1.5. OLIeHKa
YBOJIBHEHUE, IEPEBO/, OK S NPaKTHICCKUX
OTILYCK) OK 6 pabot
OK 10
UTOIro 6
Coznanue kaptouku ¢. | Co3nanue u 3anonHeHUe 6 OK 1 IIK 1.1. YCTHBIH OIIPOC,
19 T-2. Co3nanue KapTouku ¢. T-2, 00I0KKH 0OK?2 11K 1.2. OITHCaHHE,
mabsoHa 00JI0KKH JMIHOTO Jiesia OK3 IIK 1.5. OLICHKA
JIMYHOTO JIeNa, OK 5 [IPaKTUICCKUX
ohopMIIEHHE OOIOKKH OK 6 pabot
OK 10
UTOro 6
Ynopsnouenue u YnopsagoueHue 6 OK 1 IIK 1.1. YCTHBIN ONpoc,
20 CHCTEMAaTH3aIus JOKYMEHTOB. OK2 IIK 1.2. OIKCaHUE,
UMEIOIIUXCS CucremarusaIus 1o Toxy, OK 3 IIK 1.5. OlleHKa
JIOKYMEHTOB. Taity, BULY OK 5 MIPaKTUIECKUX
OK 6 pabor
OK 10
HUTOIro 6
21 3HAKOMCTBO C Brecenue npemioxxeHuil mo 6 OK1 IIK 1.1. YCTHBIH ompoc,




HOMEHKJIATYpOU J1eJ pa3paboTKe HOMEHKIIATYPhI OK 2 IIK 1.2. OIIMCaHME,
OpraHu3aluu nen. OdopmiieHue OK 3 K 1.3. OIICHKA
HOMEHKJIATYpPhbI ACJI OK 4 IIK 1.5. IPAKTUYCCKUX
OK 5 pabot
OK 6
OK 10
IToaroroBka 1uis Odopmiienue nemn; OK1 IIK 1.1. YCTHBII OIIPOC,
22 APXUBHOTO XpaHEHUS JKCTEPTHU3a IICHHOCTH TE€X OK 2 IIK 1.2. OIMCAHMUE,
WJIM UHBIX JOKYMEHTOB; OK 3 IIK 1.3. OLICHKA
CocTaBjieHHE aKTa, B OK 4 IIK 1.4. HPaKTHICCKUX
KOTOPOM OYZIET YKa3aHHO, OK 5 MK 1.5. | pabor
Kakue Jeja Mmomiexkar K OK 6
YHUYTOXEHUIO; OK 10
Omucs nena.
UTOIo
YHu4TOXKEHUE € Od¢opminenue npukasa o OK 1 MK 1.1. YCTHBIH o11poc,
23 Ha3HAUYE€HHUH SKCIEPTHOU OK 2 IIK 1.2. OIMCAHME,
KOMHUCCUH OK3 IIK 1.3. OLCHKA
Boinenenue k OK 4 K 1.4. HPAKTHICCKIX
YHUUTOKEHHIO JIEN C OK 5 MK 1.5. | pabor
UCTEKIIHUM CPOKOM Ha OK 6
OCHOBAHUU TIIATEILHON OK 10
MOJIUCTHOU MTPOBEPKU;
COCTaBJICHHUE OIUCH JIET,
MOITIEKAIITUX
JabHEHIIEMY XPaHEHUIO;
dbopMupOBaHUE aKTa O
BBIJICJICHUH JIOKYMEHTOB
K YHHUTOKEHUIO;
B3BCIIMBAHUC
OTOOpaHHBIX K
yTUJIU3aluU Oymar
uToro
24 Jud. 3auer




HUTOTI'O 3a 3 kypc

180 yacoB




4. VCJIOBUS PEAJIM3ALIAM ITPOTPAMMBI ITPO®ECCHOHAJILHOT'O
MOIY.JISA

4.1 TpeGoBaHNsi K MUHUMAJBLHOMY MATEPHAIBLHO-TEXHHYECKOMY 00ecredeHn 0

Peanuzanus mpodeccMoHalbHOrO  MOAYJS — MpeArnojiaraeT Hajudyue JabopaTopuu
«MH(popMaIMOHHBIX TEXHOJIOTH B MTPO(HECCHOHATEHON AEATEIbHOCTI

Oo6opynoBanue pado4ux MecT:
- JIOKaJIbHaA CE€Th, BbIXOA B rﬂ06aany}0 CCTh,
- KOMITBIOTEPHI 110 KOJUYECTBY yUaIUXCs;

OobopynoBanue jaboparopuu:

- TMIPUHTED;

- KOINHMPOBAJIbHO-MHOKUTEJIbHAS TEXHUKA;
- (akc; muau ATC;

- ctenasl OP/J;

- 00pa3Iibl pa3IUYHBIX BUJOB IOKYMCHTOB;
- pasnarouHblii MaTepuain no OP/]

Peanu3zanus podecCuoHaIbHOIO MOJTyJIs npearnonaraer 00s13aTeNIbHYIO
IIPOU3BOJICTBEHHYIO [TPAKTUKY, KOTOPYIO PEKOMEHYETCsl IPOBOAUTH PacCpeOTOUEHO.



4.2. UudopmanuonHoe odecnieueHne 00y4eHnst

Ilepeyenn PeKOMeHayeMbIX Y4eOHBIX U3JaHMH, HNuTepHeT-pecypcos,
JOTIOJTHUTEIbHOM JINTEPaTyphbl

OcHOBHBIC HCTOYHHKH:

1. JlenonpousBoacto, yued. [Tocodue / JI.A. JlenkeBuu M.: «Axagemusi», 2013

2. Kontponpaeie Mmarepuansl 1mo mnpodeccun «Cekperapb». JLLA. JlenkeBuu, O.B.
MaprteinoBa, M.YO. CBupunosa M.: «Akagemus», 2014

3. O.B. MaptsiHoBa OCHOBBI peJaKTHPOBAHUS CITYKEOHBIX JOKYMEHTOB M.: «AKagemMus»,
2015

4. O.B. MapreinoBa OcHoBBI penaktupoBanus. [Ipaktukym M.: «Akagemusi», 2015

5. JI.A. JlenkeBnu Texuuka mammHonucu M.: «Akagemus», 2006

6. IlpakTukym 1o npeamery «/loKyMeHTbI, KOpPECIOHACHIUS U IETONPOU3BOACTBOY», M.:
«Axagemus», 2013

HopmaTuBHbIE JOKYMEHTHI:

I'OCT P 6.30-2003 «YHupUUUPOBaHHbIE CUCTEMbI JOKYMEHTALUW». YHUPUIMPOBAHHAS
CHUCTEMa OpPraHU3alMOHHO-PACTIOPSIUTEIbHON AOKyMeHTauu. TpeboBaHus K O(OpMIECHUIO
nokymeHToB. — M.: 'occrangapt Poccun, 2003.

I'OCT 51141-96 «aenonpon3BOACTBO U apXUBHOE JeJI0. TepMUHBI U onpeneaeHus». — M.:
['occrarmapt Poccun, 1996. IlepedeHb TUIIOBBIX YITPABICHYECKUX JOKYMEHTOB, 00Pa3yrOIIUXCS

B JICSTEIIBHOCTA OpraHU3alliM, C yKa3aHUEM CpOKOB XpaHeHus. — M.: Pocapxus; BHUNIA/IL,
2004.

JlonmoTHUTE/IbHbIE HCTOYHUKH

BricokokBanudunupoBaHHblii  cekpeTapb-pedepent:  OpraHuzaius — CEKpeTapcKoro
obciyxuBanus. M.: «Akagemusi», 2006.

JILA. JlenkeBuy [lenonpousBoactBo. Pabouas terpaap M.: «Akanemus», 2015

ITepuoanueckue n3naHus:
Kypnan «Cekperapckoe 1eo»
Kypnan «/lenonpon3BoacTBo»

HHTepHEeT-pecypesl:
www.sekretarskoe-delo.ru



http://www.sekretarskoe-delo.ru/

4.3. O61mue TpeGoBaHus K OPraHu3aniu 00pa3oBaTebLHOIO Mpoiuecca

3aHATHUSL TEOPETHUYECKOr0 LHUKJIA HOCSAT IPAKTHUKO-OPUEHTUPOBAHHBIM XapakTep U
IPOBOJATCS B J1abopaTopun MH(MOPMALIMOHHBIX TEXHOJIOTUH. Y4eOHas MpaKTUKa IPOBOJUTCS B
nabopaTopun HHPOPMALMOHHBIX TEXHOJIOTHIA B MPO(ECCHOHATBHON JAESITENbHOCTH, YePEIYsCh C
TEOPETUYECKMMHU 3aHATUSAMU B paMKaX Y4eOHOM JUCLUIUIMHBL. Y4eOHYI0 MNpakTHKY
pPEKOMEH/AyeTCs TPOBOAWTH TPU JEIEHUH TPYNIbl HA TOATPYHIBI, YTO CIIOCOOCTBYET
UHAMBUYyaJIM3allud W TOBBILICHUs KadecTBa oOyueHus. Peamuzanuss nmporpamMMbl MOy
npernonaraeT  00sM3aTeNbHYI0 IPOM3BOJICTBEHHYIO IPAKTHKY, KOTOpas TMPOBOAMTCA B
OpraHu3alysX, HallpaBJICHUE ACATEIBHOCTH KOTOPHIX COOTBETCTBYET mpodmmo. [Ipu uzyuennn
MOyl ¢ 00y4arOIIUMUCS IPOBOJATCS KOHCYJIBTAL[MH, KOTOPbIE MOTYT IIPOBOUTHCS KaK CBOEH
TPYNIOH, Tak W MHIUBUAyadbHO. HeoOXoauMMo OpraHu3oBBIBATH CAMOCTOSITENBHYIO paboTy
oOyyaromuxcst B jabopaTopuu HMHGOPMAIMOHHBIX TEXHOJOTMH €  HCHOJIb30BaHUEM
MYJIbTUMEAUHHBIX YCTAHOBOK IS CAMOCTOSATEIBHOTO 00yUeHUsS U KOHTPOJIS 3HAHUH.

W3y4yeHne TaHHOrO MOIYJI MIET IOCIE N3YYEHHs] SKOHOMUKH OPraHU3alii, OCHOB 3TUKH
Y TICUXO0JIOTUH TPO(ECCUOHATIBHON JEATEIIbHOCTH.

4.4. KanpoBoe o0ecnieueHue 00pa3oBaTejibHOIO NMpoiecca

Peanmmzanus mpodeccHoHanbHOTO MOAYJS JIOJDKHA 00eCHeunBaThCS IMEAarorHUeCKUMU
KaJpaMu, UMEIOLTUMU cpeiHee MpodeccroHalbHOe U BhICIIee podeccnoHansHoe 00pa3oBaHue,
COOTBETCTByIOIIeE  MPOQWII0  MPErnojaBaeMOM  TUCHHMIUIMHBI  (Moxynst).  Mactepa
MIPOU3BOJICTBEHHOT0 00y4eHHUs AOKHBI UMETh Ha 1-2 pa3psana mo npodeccun pabodero BhIIIE,
YeM MPEeAYCMOTPEHO OO0SI3aTEJIbHBIM CTaHJAPTOM JUISl BBITYCKHUKOB. ONBIT AESITEIBHOCTH B
OpraHMU3aIMsaX COOTBETCTBYIONICH MpodeccnoHalbHON cdepbl sBIsSeTCS 00s3aTENbHBIM IS
npenojaBaresiell, OTBEYAIOIIMX 3a OCBOEHHE OOydaromMMucAd NPO(ECCHOHATBHOTO IHKIIA.
[IpenogaBatenu U MacTepa MPOU3BOACTBEHHOTO OOYYEHHSI JOJDKHBI MIPOXOAUTHh CTaKUPOBKY B
NpoQMIbHBIX OpPTaHM3alMsAX U KypChl TOBBINIEHUS KBalu(ukanum 1o npodpuwio u
nH(}OPMaIMOHHO-KOMMYHUKAIIMOHHBIM TEXHOJIOTHIIM HE PeXe pas3a B 3 roja.

5. KOHTPOJIb U OLHEHKA PE3YJIbTATOB OCBOEHUA
MPO®ECCUOHAJBHOI'O MOAY.JIA (BUJA TPO®ECCUOHAJBHON

JAEATEJIBbHOCTHN)
Pe3yabTaThl OcHOBHBIE MOKA3aTeJIH dopMbI U METObI
(ocBOEHHBIE OLICHKH pe3yJibTaTa KOHTPOJISI M OLIEHKH
npodeccuoHaJbHbIE
KOMIIeTEeHIIHH)

IIK 1. CocraBnsTs, [TpaBuIBHOCTH OQOPMIICHUS — TECTHPOBaHUE
penaKTUpoBaTh U 0POPMIISTH OpraHU3aIMOHHO-
OpraHU3alMOHHO- pacnopsIuTeNTbHON — JK3aMeH
pacropsIIUTEbHYIO JIOKYMEHTAITUN
JOKyYMEHTAIHIO, co30aBaeMyl0 | CoOTBETCTBHE JOKYMEHTOB — TCCTHPOBAHHUEC
B OpraHu3aluu, COrjiacHO I'OCTy
TpeOOBaHUAM CobutoieHre HOpM PyCCKOTO — TECTUPOBAHUE
I'ocymapCTBEHHBIX CTAaHIAPTOB | s3pIKA IIPpHU pEOAKTUPOBAHUU — HaOIIO/IeHUE 32
("'OCT) o oopmiennto TEKCTOB JJOKYMEHTOB JICHCTBUSAMM Ha MTPAKTUKE
JIOKYMEHTOB C
HCIIOIb30BaHUEM
COBPEMEHHBIX BUIOB
OpPraHu3alMOHHON TEXHUKHU




IIK 2. Opranu3oBsIBaTh
JIOKYMEHTOOOOPOT B
OpraHu3alyy ¢

Cobmonenue Th pu
BBITIOJITHEHUH PadoT ¢
MCTIOJIb30BAHUEM OPTTEXHHUKH

— HabIIoZeHKE 32
JNEHCTBUSMU Ha IPAKTUKE

HUCIIOJBb30BaHUECM
COBPCMCHHBIX BHI0B
OpraHH3aHI/IOHHOﬁ TCXHUKU

[TpaBUIBHOCTD BBIITOTHEHUS
paboT Ha COBPEMEHHOMN
OPTTEXHHKE

— TECTUPOBAHUE
— gaOroeHue 3a
JNCHCTBUSMU Ha MPAKTUKE

IIK 3. CocraBiisiTh 1
oOopMIITE HOMEHKJIATYPY AeT
opranuzanuu, GopMHpoBaTh

CooTBeTCTBHE HOMEHKIATYPbI
JIeJ1 OpraHu3aluu
YTBEPKACHHBIM HOPMATHBAM

— gaOroeHue 3a
JNCHCTBUSIMU Ha MPAKTHKE

JieJ1a B COOTBETCTBUU C
YTBEPKJICHHOMN
HOMEHKJIATYpOH,

[TpaBunbHOCTH (hOPMUPOBAHHS
JIeJ1 B COOTBETCTBUHU C
YTBEPKICHHOM HOMEHKJIATYPOU

— HaOmoeHue 3a
JNEHCTBUSMU Ha MPAKTUKE

o0OecreunBaTh X COXPaHHOCTDb
B TCKYIIECM ACIOIIPOU3BOACTBE
C UCIIOJIb30BAHUEM
COBPCMCHHBIX BUAOB
OpraHI/IBaHHOHHOﬁ TCXHHUKHU

HpaBI/IJ'IBHOCTb 00eCreYeHHOCTH
COXPAaHHOCTH ACJI C
HCIIOJIb30BAHHUEM OPITCXHUKHU

— gaOroeHue 3a
JNCHCTBUSIMH Ha MPAKTHKE
— TECTUPOBaHUE

TIK 5. BeInoHsaTh
MAaITHHOIUCHBIE pabOTHI
pa3IMYHOMN CTENECHH

Cobmonenue Th pu
BBITIOJTHEHUH MAIIMHOIIMCHBIX
pabor

— gaOroxeHue 3a
HeﬁCTBHﬂMH Ha HpaKTI/IKe
— TECTUPOBAHUE

CJIOKHOCTHU

[TpaBUIBHOCTD BBINOIHEHUS
pa3ianuHbIxX padot Ha [1K

— HaOroIeHue 3a
NEHCTBUSAMU HA MMPAKTUKE
— XapaKTePUCTHKA C

MIPOU3BOJCTBEHHOM MPAKTUKHU
— KOMILUIEKCHBIN DK3aM€EH 10
MO/TYJIEO

@opMBl U METOJIbI KOHTPOJS U OLEHKHU pPEe3yJbTaTOB OOYYEHHS JOJKHBI I103BOJISTH
IPOBEPATH Y 00YYaAIOLINXCS HE TOJIBKO CPOPMUPOBAHHOCTH MPO(GECCHOHATBHBIX KOMIETEHIIHH,
HO U pa3BUTHUE OOIINX KOMIIETEHIIUN 1 00ECTIEYNBAIOLINX UX YMEHHI.

PesyabTaTsl OcHoBHbBIE MOKA3aTeN @opMbI 1 METO/bI
(ocBoeHHBIE 001IHE OLICHKH pe3yJbTara KOHTPOJISAA M OLICHKH
KOMIIETEeHIIMH)

OK 1. [loHuMaTh CymHOCTb U
COLMAIIBHYIO 3HAYMMOCTh CBOEH
Oynyieit mpodeccuu,
MIPOSIBJIATH K HEW YCTOWYNBBIN
UHTEpPEC

— JIEeMOHCTpallus UHTepeca K | — OKCIepTHOE HabOIoaeHIe
Oynymieii npodeccuu yepes Y OIICHKA JIeATeTbHOCTH
AKTUBHOCTH, UHUITUATUBHOCTh | O0yYaromierocs B mpoiecce

B TIPOIIECCE OCBOCHUS OCBOCHHSI 00pa30BaTEIBHOM
npodeccroHanbHOI MpPOrpaMMBbI Ha
NEeSATSIIEHOCTH MPAKTUICCKHUX 3aHATHUAX, TIPH
BBHITIOJTHEHUH PaboT 1O
yaeOHOU 1
MIPOU3BOJICTBEHHON MPAKTHKE

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO JIeATEIHHOCTh
HUCXOS U3 II€JIH U CIIOCOOOB €€

— BBIOOp M PUMEHEHUE — XapaKTEepUCTHKA C
METOJIOB M CIIOCOOOB pElIeHHs | TPOU3BOJCTBEHHON IPAKTHUKHY;
npogecCHOHANBHBIX 3a/1a4; — mHalxroneHue

JOCTHKEHUS, ONIPEIENIEHHBIX — JIEMOHCTpAIHs
PYKOBOJMTENIEM 3} dexTHBHOCTH M KauecTBa
BBIIIOJIHEHUS

npo¢eCCHOHAIBHBIX 33714,




OK 3. AHanu3upoBatb
pabouyro CUTYaIHIo,
OCYILIECTBIIATh TEKYIUN U
UTOTOBBII KOHTPOJIb, OIICHKY U
KOPPEKIHIO COOCTBEHHOM
JEeSITeIIbHOCTH, HECTH
OTBETCTBEHHOCTbD 32
pe3ysbTaThl CBOCH pabOTHI

— CcaMOaHaJM3 ¥ KOPPEKITHs
PE3yNIbTaTOB COOCTBEHHOU
padoTHI;

— pelIeHHue CTaHAAPTHBIX U
HECTaHIaPTHBIX
npoeCCHOHATIBHBIX 3324 B
rpoiiecce paboThl C
JOKYMEHTaMHU

— HaOJNIONEHUE;

— XapaKTEepHUCTHUKA C
MPOU3BOJACTBEHHOMN
MIPAKTUKU;

— TMCbMEHHBIN OIIPOC

OK 4. OcyuecTBisTh MOUCK — BJIAJICHUE PA3JINYHBIMH —  HalOJo/IeHKE
nHpopMaIuu, He0OXOUMBIN TS| crioco6aMu MOUCKa
3(PEKTUBHOTO BHINOJIHEHUS uHpOopMaIuy;
npodecCHOHATBHBIX 33/1a4 — ONEPaTUBHOCTH MTOUCKA
HE0O0X0MMOM HH(POPMAIIHH;
— aJICKBaTHOCTH OIICHKH
M0JIE3HOCTH MH(OpMAIHH
OK 5. Ucnonp30BaTh — JIEMOHCTpAIUs HaBBIKOB | — DK3aMEH;
nH(pOpMaIIMOHHO- BJIQICHUS HUKT B | — HaOIOIEHNE
KOMMYHUKAIIHOHHBIE npodeccnoHaTBEHOM
TEXHOJIOTHH B JeSITeIbHOCTH
npodeccuoHanbHOM
JESTCIILHOCTH
OK 6. Paboratps B kOMaH i€, — B3aUMOJICHCTBUE C | — COLMOJOTHYECKHI Ompoc;
3P PEKTUBHO 0OIIATHCS € 00yJaroImuMucs
KOJIJIEraMH, PYKOBOJCTBOM anEogaBaTenﬂN;H u| HAOMOACHHE
KITUCHTAMH MactepamMi  M\0 B XOJ€ | — aHKCTHPOBAHME,;
o0y4eHus
— TECTHpPOBaHUE
— pa3BUTHE U JIEMOHCTpaIus
KOMMYHHKAITHOHHBIX
criocoOHOCTe B mporecce
o0y4eHus
— coOmofieHne  MPUHLUIIOB

npoeccHnoHaNbHOM STUKU




