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OCHOBHASI ITIPOTPAMMA IIPO®ECCHOHAJIBHOTO OBYYEHMUSI —
IPOI'PAMMA IIPO®ECCHOHAJILHOM MOATOTOBKH IO J0JKHOCTH
CJIYIKAILMX 21299 «/IEJJOTTPOU3BOAUTE by



OcHoBHas mporpamma MmpodecCHOHaIBLHOTO O0yYeHHsI — MporpamMma IpodeccHoHaTbHON
MOATOTOBKH IO JOJDKHOCTH ciykammx 21299 «/lenonpouzsooumenvy (nanee — Ilporpamma)
pa3paboTaHa Ha OCHOBE

— @enepanpHoro 3akoHa oT 29.12.2012 Ne 273-®3 «O6 obpazoBanum B Poccuiickoit
denepanun»,

— Ilepeuns npodeccuii pabounx, TOJDKHOCTEH CITyKaIllUX, IO KOTOPBIM OCYIIECTBIISCTCS
npodeccuoHanbHOe 00ydeHUe, YTBEPKACHHOTO mpukazoM MunucteperBa [IpocBemenuss PO ot
14.07.2023 1. Ne 534,

— IIpodeccuonanbuoro  crangapra  Cneyuanucm — no  Op2aHU3AYUOHHOMY U
OOKYMEHMAYUOHHOMY —Obecnedenuro ynpasienus opeanuzayuel (yTBEPKICHHOTO MPUKA30M
MuHnuctepcTBa Tpyia U coranbHoM 3amuThl PO ot 15.06.2020 1. Ne 333H),

— TpeOoBaHMA, YyKa3aHHBIX B KBaIM(PUKAIMOHHOM CHPAaBOYHUKE  JOJKHOCTEH
PYKOBOJUTEINEH, CIIELUAIUCTOB U APYTUX CIOyKalux 4-¢ usgaHue (YTBEp:KIEH IOCTaHOBJICHHEM
MunTpyn P® ot 21 aBrycra 1998 1. Ne 37 ¢ usamenenusimu ot 27 maprta 2018 r.)

Pazpaborunk OO0 «Cuctembl MPOMBIIIIIEHHON O6e30macHoCcTnY, nHxeHep ['omosun M.H.



MNOACHUTEJIBHASA 3AIINCKA
Llesb peaau3anuu NporpaMmbl

Llenbro peanu3annu NporpamMmel BIsETCS GOPMHUPOBAHKE Y CITyIIATENS MPOPECCHOHATBHBIX
3HaHWH, YMEHUN M MPAKTHYECKOTO OMBITA TI0 AOJDKHOCTH ciaykauwux 21299 /lenonpouzsodumens ¢
yuetoM  IIpodeccuonampHoro  cranmapra  Creyuanucm — no  OpeaHU3AUUOHHOMY U
OOKYMEHMAYUOHHOMY oObecneyeHuro ynpaenenus opeanuzayueti (YTBEPKIEHHOTO MPHUKA30M
Munucrepcra Tpyaa u counanbHon 3amuTel PO ot 15.06.2020 r. Ne 333H).

Iliianupyemblie pe3yJibTaThbl 00y4eHU s

B pesynpTaTe oOCBOEHHS IpPOrpaMMbl CIIylIaTelb JOJKEH OCBOUTH BBIIIOJIHEHUE
MPEeTyCMOTPEHHON MpodecCHOHaIbHBIM cTaHAapToM CHelHaqucT MO OpPraHU3alMOHHOMY U
JOKYMEHTAITMOHHOMY 00€CIICUeHHIO YIIPABICHUS OpraHnu3alueii 00001IeHHOM TpyA0BOM (DyHKINU:

B. JlokymeHTanmoHHOe oOecreueHue AESITeIbHOCTH OpraHu3alluu; a TaKXe TPYIOBBIX
byHKIM:

B/01.5 Opranu3zaunust padoThl ¢ JOKYMeHTAMM

Tpynoseie [lpuem u mnepBuuHas o00paOOTKa BXOASIIMX JIOKYMEHTOB.
JEUCTBUS IIpenBapurenbHOE pacCMOTPEHHE U COPTUPOBKA NOKYMeHTOB. [loaroroska
BXOJSIIIMX JOKYMEHTOB Ul PaCCMOTPEHHs pyKoBoauTteneM. Perucrpanus
BXOJSIINX JOKYMEHTOB.

Opranu3anys 10CTaBKH JOKYMEHTOB UCIIOJIHUTENAM Benenue 6a3bl
JAHHBIX ~ JOKYMEHTOB  OpraHum3auuu. Beaenue  uHQPOpPMaLHMOHHO-
cripaBOYHOM paboThl. OOpaboOTKa M OTIPaBKa UCXOAIIUX TOKYMEHTOB.

Opranuzanus pabOThl 1O PETUCTPALlUH, YYeTy, XPAaHCHHIO U
nepesadye B COOTBETCTBYIOIIHME CTPYKTYPHBIE ITOAPA3CIICHUs JOKYMEHTOB
TEKYIIETo JeI0IPOU3BOJICTBA.

KoHTponb ncnosHeHus TOKyMEHTOB B OPraHU3aLNN.

TpeGoBanus k PaGotath cO  Bceil =~ COBOKYIHOCTBIO  HWH(OpPMAIMOHHO-

00pa3oBaHUIO JOKYMEHTAlMOHHBIX pecypcoB opraHuzanuu. llomb3oBathes 0Oazamu

1 00yUYCHHUIO JAHHBIX, B TOM YHCIIE YAaJICHHBIMA. [101630BaThCS CIIPaBOYHO-TTPABOBBIMH
CHCTEMaMH.

[TpuMeHSITh COBpEMEHHBIE HH(OPMAIMOHHO-KOMMYHHUKAITHOHHBIC
TEXHOJIOTHH JJI paOOThI C JOKYMEHTaMH, B TOM YHCIIE JIJIsl €€ ONTHUMH3AIHH
Y TIOBBIIICHHS YPHEKTUBHOCTH




TpeGoBanus k
OTIBITY
IIPAKTUYECKON
paboThI

HopmaTuBHO-IpaBOBbIE  aKThl W HOPMATHUBHO-METOJUYECKUE
JIOKYMEHTBI, OIpeessaioniie NopsAI0K JOKYMEHTAIIMOHHOTO o0ecredyeHus
ynpasieHusi. CTpykTypa oOpraHu3alud, pPYyKOBOACTBO CTPYKTYPHBIX
nonpaszaenenuii. CoBpeMeHHbIE HH(OOPMALIMOHHBIE TEXHOJIOTHH pabOThI €
nokymentamu.  l[lopsimok  paGotel ¢ gokymMeHTamu.  CXeMbl
JIOKYMEHTO000pOTA.

[IpaBuna paboThl C BXOAAIIMMH, HCXOASIIUMH W BHYTPCHHUMH
JOKYMEHTaMHU.

[IpaBuna opranuzanuu U QOPMBI  KOHTPOJNS  WCIOJTHEHUS
JOKYMEHTOB B OpraHu3aliu. TUIOBbIE CPOKU HCIOIHEHUSI JOKYMEHTOB.
[TpuHIMTIBI pabOTHI CO CPOKOBOM KAPTOTEKOM.

Ha3znaueHne u TEXHOJIOTHSA TEKYUIETO0 W MPEayNpeAUTEIHLHOTO
KoHTpoJs. [IpaBuna JOKyMEHTAllMOHHOTO OOECIEYeHUs MAEATEIbHOCTU
OpraHH3aIiH.

Bunbl 1okyMeHTOB, uX HazHaueHue. TpeOoBaHUs, IPEIBSIBISEMbBIC K
JOKYMEHTaM B  COOTBETCTBMM C  HOPMATHBHBIMU  aKTaMH U
roCyJJapCTBEHHBIMH CTaHIAPTaAMHU.

[lpaBuna coctaBineHuss u  odopmiieHUs  WHDOPMAIMOHHO-
CIIPaBOYHBIX, OPTaHU3ALMOHHBIX, YIIPABIEHYECKUX JOKYMEHTOB.

[TpaBuna co3nanus U BeJeHUs 6a3 JAHHBIX CITY>KEOHBIX JOKYMEHTOB
B OpraHu3aluu.

CucTtembl 3JEKTPOHHOTO JOKYMeHTooOopoTta. I[IpaBuima u cpoku
OTIIPABKH UCXOJSIINX JOKYMEHTOB TpeOoBaHUS OXpaHbI TPy/Ia.

B/02.5 Opranmn3zauusi TeKyuero XxpaHeHus JI0KyMEeHTOB

Tpynossie
TIEUCTBUA

IIpuMeHeHre HOMEHKIIATYPBhI 1€ OpraHUu3aLuu.

[TpoBepka npaBUILHOCTH OPOPMIICHUS JOKYMEHTOB M OTMETKHU 00 MX
UCTIOJHEHUU TMepel uX (OPMHUPOBAHMEM B JEJ0 IS TOCIETYIOLIETo
XpaHEeHHUS.

DopMyIMPOBAHUE 3aroJIOBKOB M€ M ONpPEIeNIEeHUEe CPOKOB HX
xpaHeHus QopMupoBaHue Je.

KoHTponp npaBUIBHOTO M CBOEBPEMEHHOIO pACHpPENEIICHUS H
MOJIIMBKY JOKYMEHTOB B JIejIa.

TpeboBanus
00pa3oBaHUIO
1 00y4eHHIO

OpranuzoBbiBaTh pabOTy MO YYeTy, XpaHEHUI0 U I[epenadye B
COOTBETCTBYIOIIEE CTPYKTYpHOE MOAPA3ACICHUE JOKYMEHTOB TEKYILErO
JIeNIOTIPOU3BO/ICTBA.

Hcnonp3oBarh HOMEHKJIATYpy J€1 NOpPU HM3YYEHHH CTPYKTYpbI
OpraHu3aliK, COCTaBIEHUU OMHUCEHN Aedl.

OpranuzoBbeIBaTh padboTy 10 (HOPMUPOBAHHIO JIENI B COOTBETCTBHH C
YTBEPKICHHON HOMEHKIATypOH J1€J OpraHu3alyH.

[IpaBuibHO M CBOEBPEMEHHO (POPMHUPOBATH OKYMEHTHI B Jela C
Y4ETOM UX CHEeu(UKH.

CucreMaTu3upoBaTh JIOKyMEHTHl BHYTpu jena. ObecrieuynBaTh
COXPaHHOCTb M  3alIUTy JOKYMEHTOB opraHuzauuu. [IpumeHsTsH
MH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIE ~ TEXHOJOTHH  Jisi  paboTel €
JOKYMEHTaMHU.




TpeboBanus
OIIBITY
IIPaKTUYECKON
paboThI

HopMaTuBHO-IipaBOBBIE  aKThl, TOCYHApCTBEHHBIE  CTaHAAPTHI,
OTIPEIEIISIONINE TIOPSIOK TOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIPaBICHUSI.

Bunbsr HomeHKIaTyp, o0mre TpeOoBaHMs K HOMEHKJIATYPe, METOINKA
€€ COCTaBJICHUs 1 0O(hOPMIICHHUSI.

[Mopsimox  dopmupoBanust u  odopmieHUS JAeN, CHenuQuKa
(bopMHUpPOBaHUS OTJCIBEHBIX KATETOPUH eI

[IpaBuia xpaHeHus Jel, B TOM YHCIE C JOKYMEHTAMH OTPaHUYCHHOTO
JOCTYyTIA.

[lpaBuma  BBIJAYM W UCHONIB30BAaHUS  JOKYMEHTOB U3
c(hOpMHUPOBAHHBIX JICI.

TpeGoBaHus OXpaHbI TPY/Ia.

B/03.5 Opranusanus 00padoTKH e JJIs1 OCJIeYIIEero XpaHeHus

TpynoBbie
JNENCTBUSA

[IpoBepka CpOKOB XpaHEHHsI JOKYMEHTOB, COCTaBJICHHE MPOTOKOJIA
paboThI SKCIIEPTHOW KOMHUCCHH IO TOJTOTOBKE JTOKYMEHTOB K XPAaHEHHUIO
aKTa O BBIJCIICHHM K YHUYTOXEHHUIO JIOKYMEHTOB, HE IOJICKAIUX
XpaHEHHUIO.

CocraBrneHue BHYTpPEHHEH OMHCH Jel s 0co00 IIEHHBIX
NoKyMeHTOB. OcdopmiieHne JeNl MOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB
xpadeHus. OdopmieHue 0O0JOKKHA N7 MOCTOSHHOTO, JOJTOBPEMEHHOTO
CPOKOB XpaHEHHS.

CocraBiieHUe ONMKCH e MOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB
XpaHEHHUS.

[lepenada nen B apXuB OpraHU3aIINM.

TpebGoBanus k
00pa30BaHUIO U
00y4YeHHI0

[Tonp30BaThcss  mepeyHSIMH ~ JOKYMEHTOB W aHAIW3MPOBATh
(dakTHUecKOoe coAep)KaHHE MMEIOIMXCS B Jiele JOKYMEHTOB IIpH
OIIpEJICTICHNN CPOKOB UX XPAHCHHUS.

OdopmiATe OOJOXKKH /€71 TOCTOSHHOTO W BPEMEHHOTO CpPOKOB
XpaHEHUs B COOTBETCTBUH C TPEOOBAHUSIMHU TOCYIAPCTBEHHBIX CTAHIAPTOB.

[Tpou3BOANUTE XPOHOIOTUYECKU-CTPYKTYPHYIO CUCTEMATH3ALHIO Je]l.
[lpumensaTr HMHGOPMAMOHHO- KOMMYHHMKAIIMOHHBIE TEXHOJOTHU IS
paboThI ¢ TOKYMEHTaMH.

TpebGoBanus
OIIBITY
MPaKTHYECKOU
paboThI

HopmaTtuBHo-nipaBoBbie aKThI, HOPMAaTUBHO-METOANYECKHE
JOKYMEHTBI, TOCYJAapCTBEHHBIC CTaHAAPTHI, OMNPEACIAIONINE MOPSIA0K
JOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHUsI.

Kpurepuu pazneneHuss JOKyMEHTOB Ha TPYIIBI B COOTBETCTBUU C
LIEHHOCTHIO HH(OpMALINH, COJIEpKaLIIeiiCs B HUX.

[TopsiioK KUCTIOIB30BAHMS TUIIOBBIX WM BEJOMCTBEHHBIX NEpeuHEen
JOKYMEHTOB, OIpEAENECHUSI CPOKOB XpaHEHMsI B IPOLIECCE HKCIEPTU3BI
LIEHHOCTU JOKYMEHTOB.

[Topsimox co3naHusi, OpraHu3aldd U JOKYMEHTHPOBAHHS pPabOTHI
SKCIEPTHON KOMHUCCHUH.

[IpaBuia cocTaBieHUss W YTBEPXKACHHUS TMPOTOKOJA PabOTHI
AKCHEPTHOM KOMHUCCHH.

[IpaBmia cocraBneHUS U YTBEPXKIEHUS aKTa O BbIICICHUU
JIOKYMEHTOB, HEMOAJIEKAIINX XPAHEHHUIO.

[IpaBuna TexHMUYECKOW OOPaOOTKM M TMOTHOTO O(GOpMIICHHUS e
MMOCTOSIHHOTO ¥ BpEMEHHOT'O CPOKOB XpaHEHUSI.

[IpaBuia cocraBieHHs OMUCH J€JI TMOCTOSHHOTO U BPEMEHHOTO
CPOKOB XpaHEHHMs] B COOTBETCTBUM C JCHCTBYIOIIMMU HOPMAaTHUBHO-
METOJIMYECKUMU TOKYMEHTaMH.

[TpaBwiia nepenayn e B apXuB OpraHu3anuu TpeOoBaHMs OXpaHbI

TpyJa.







B cootBercTBUM ¢ TpeOOBaHMAMH, YyKa3aHHBIMU B KeaiugukayuoHHom cnpagoyHuke
OdoadcHOCmell  pykogooumenell, CHneyuanucmos u opyaux caysxcawux 4-e uzganue (yTBEpKIEH
nocraHoBieHrneM Muntpyna P® ot 21 aBrycra 1998 r. B pen. Ilocranosnenuit MuaTpyn P® or
21.01.2000 r. Ne 7, ot 04.08.2000 r. Ne 57, ot 20.04.2001 r. Ne 35, ot 31.05.2002 r. Ne 38, or
20.06.2002 r. Ne 44, o1 28.07.2003 r. Ne 59, o1 12.11.2003 1. Ne 75, IIpuka3zoB MuH3ipaBcoLpa3BUTUS
P® ot 25.07.2005 1. Ne 461, ot 07.11.2006 r. Ne 749, ot 17.09.2007 r. Ne 605, ot 29.04.2008 r. Ne
200, ot 14.03.2011 r. Ne 194, ITpukazoB Muntpyaa P® ot 15.05.2013 r. Ne 205, ot 12.02.2014 1. Ne
96, or 27.03.2018 r. Ne 197) B pe3ynbTaTe OCBOEHHUS IPOTPAMMBI CIYIIATETU OOANCHbL 3HAMD:
IlocranoBnenust, Pacnopsoxenus, Ilpukasbl, Apyrue pyKOBOAAIME W HOPMATUBHBIE JTOKYMEHTBI
BBIIIECTOSIIIUX M JPYIMX OpPraHOB, Kacarolluecs BeACHMs JEJONPOM3BOJACTBA B OpraHMU3AIUM;
OCHOBHBbIE TOJOXeHUs EAMHON TrocyAapCTBEHHOM CHCTEMBI JEJIONPOM3BOACTBA; CTAHIAPTHI
YHUGUIUPOBAHHON CHCTEMBl OpPraHU3alMOHHO- PACHOPSIUTENIBHON JTOKYMEHTAllUH;, CTPYKTYPY
OpraHu3alMK U €€ TOApa3eNICH I, TOPsI0K KOHTPOJIS 32 MPOXOKICHUEM CIIy)KEOHBIX JTOKYMEHTOB;
3aKOHOJIaTEeNIbCTBO O TpyAe W oxpaHe Tpyna Poccuiickoin dPenepanuu; MpaBuiia BHYTPEHHETO
TPYAOBOTO  paclopsiika; TMpaBWJa M HOPMBI OXpaHbl TpyJda, TEXHUKH OE30MACHOCTH,
MIPOU3BOJICTBEHHOW CaHUTAPUU U MPOTHUBOIOKAPHON 3aLUTHI.

Kareropus ciaymaresei

Ha o0yuenne no Jo/mKHOCTH ciIyKamux «lenonpon3BoanTessy NpUHIMAIOTCS JIUIA paHee He
UMEBILKE TPOPEecCuu | JINIA, UMEIoIUe Npo(hecCHOoHAIbHYIO TOATOTOBKY 0 POoQeccuy, OTINIHON
OT IOJDKHOCTH CIYXaIUX «Jlenmornpon3BoauTensy, NpUHATHIE Ha IPEANPUSATHSI B KaueCTBE YUCHHKA
W/WIM HalpaBlIeHHbIE HAa 00YyYeHHUE 110 OCBOCHUIO JOJDKHOCTH CITYXKAllUX;

Cpok 00yueHus1, KOJIMYeCTBO YaCOB

TpymoemkocTs 00ydeHHs TTO JAHHOH ITporpamme — 288 4acoB, BKIIOYAst BCE BUBI Ay IUTOPHOU
U CaMOCTOSITETIbHON Y4eOHOW pabOThI CITyIaTeNs, a TAaKXKe MPAKTUKY.

OO6mmit cpok 00yueHus — 2 MecsIa.

®opma 00y4eHHs — OUHAs.

Pexxum 3aHATHI — IATUAHEBHAS paOoyvasi HEJEIS.

@®opmMa UTOTOBOM aTTeCTAlMHU — KBATH(DUKALMOHHBIN SK3aMeH.

BbitaBaemblii 10OKYMEHT — CBUACTEIHCTBO O JODKHOCTH CIYXAIlEro YCTAaHOBJIEHHOTO
oOpasia.


https://normativ.kontur.ru/document?moduleId=1&documentId=55665#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=55665#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=55667#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=61496#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=61631#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=9854#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=9854#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=59125#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=64166#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=88816#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=99711#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=111849#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=120583#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=120583#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=175196#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=213826#l1
https://normativ.kontur.ru/document?moduleId=1&documentId=226119#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=226119#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=310512#l0

Copep:xaHue onpeessieTcs Ha OCHOBE YCTaHOBJICHHBIX KBATH(PHUKAIIMOHHBIX TPEOOBAaHUI 110
TOJDKHOCTH ciykatero 21299 «/lenonpouszeooumensvy ¢ yuerom IlpodeccnonanpHOro crangapra
«Cneyuanucm no  OpeaHu3ayUOHHOMY U  OOKYMEHMAYUOHHOMY 0Oecnedenuro  YpasieHusl
opeanuzayueti» (YTBEPXKICHHOTO MPHUKa3oM MUHHCTEPCTBA TPyJa M COIHAIBHOW 3amuThl PO ot
15.06.2020 1. Ne 333H), u pernaMeHTUpYeTCs KaJleHIapHbIM Y4eOHBIM IpauKoM; yUeOHBIM IIJIAaHOM;
pabourMu mporpaMMaMy MOJyJed; a TakKe METOAMYECKHMHU MaTepuaniaMmu, 0O0ecreurBarOIIUMU
peanu3alio 00pa3oBaTeIbHOTO MpoLecca.

Kypch1, npeameTst Conepxxanue

OCHOBBI 3KOHOMUKH CymHOCTh NpEeANPUHUMATENIBCKOW JESITEeIbHOCTH, CYOBEKTHl U
O0BEKTHl TMPEIIPUHUMATENBCKON AeaTenbHOCTH. (OpraHu3alMoOHHO-
IpaBoBbIe (POPMBI TMPENNpPUATHH; OOBEAMHEHHE U peopraHu3alus
NPEANPUATHA, TOPSIOK CO3MaHHWsT W TpPEKpamieHue IesTeIbHOCTH
npennpustus.  LleHooOpazoBaHme  Ha  TPOAYKIHIO,  CHCTEMa
HAJI0Tr000JI0KEeHUsI, OpTraHu3aIus Tpyaa U 3apaboTHOM IIaThl; OM3HEC-
IJIAHUPOBAHUC, TICUXOJIOTHA U I3THUKaA KOMMGp‘-IGCKOﬁ ACATCIIBHOCTH.
JlesaTenbHOCTD PEANPUATHS B CHCTEME XO3SIHCTBEHHOTO Y4YeTa.

JlenoBasi KyabTypa Ortudeckas KyibTypa. Mopaib, 3THKa, HPaBCTBEHHOCTh. OCHOBHBIE
kareropun dTukH. l[lonstue »sTukera. IIpodeccnoHanpHas STHKA.
[IpodeccronanbHbie MOpanbHBIE HOPMBI: BEKIMBOCTH, KOPPEKTHOCTH,
TaKT, YyBCTBO MEpHI.

[Monstne oOmenus. JlemoBoe oOmenune. Kynbprypa oOmeHus.
[TonsiTne BepOaibHOTO M HEBepOaTbHOTO 00MIeHuss. OOpaTHas CBA3b.

Tumbr  BOmpocoB.  0COOEHHOCTH  PEUYEBOrO0  3TUKETa B
npodecCHOHAIbHOM 00IIIeHNH. Buibl HeBepOaIbHBIX CPEJCTB OOIICHHS.
Texuuku o0meHus. [loHnManue 1 BOCIIPUATHE B MIPOIIECCE OOIICHUS.

TemnepameHT u ero tunbl. [loHsTHe yyBcTBa M 3Moruu. [Ipuémer
camoperyisiin. Koudaukr. Crpaterud moBeneHUST B KOH(MIMKTHOM
cutyauuu. KynpTypa npeoOpa3oBaHusi U pa3peuieHusi KOHQJIUKTOB.
Oxpana Tpyaa OcHOBHBIE TOJOXEHUS TpynoBoro nmpaBa B Pocculickoit
denepanuu.

Opranu3anus paboTkI 0 OXpaHe TpyAa Ha npeAnpusTiu. OCHOBHbBIE
BpEeIHbIE M OIACHblE MPOU3BOACTBEHHbIC (AKTOpPbI, UX BIUSHUE Ha
3I0pOBbE PAOOTAIOIIHX.

OcHoBHbIE TOHATHSI OO0 ONACHOCTH D3JEKTPUUYECKOTO  TOKa.
OcHOBHBIE TOHSTHUS O MOXKAPHOW OE30MACHOCTH M TOPSIOK JCHCTBHS
pabOTHUKOB TIPH TIOKapeE.

[Topsimok paccneqoBaHusi HECUACTHBIX CIy4aeB Ha MPOU3BOICTBE.
[Tpuemsbl okazanus IepBOM NOMOIIM. M3yueHne HHCTPYKIMU 10 OXpaHe
TPyAa 1O BUAAM padoT.

JIOKyMEHTaIllMOHHOE OcCHOBHBIE  CBElIEHUA U3 HUCTOPUM  [JEJIONPOU3BOJACTBA H
obecrieueHne cekperapckoil  ciyx0b1  [Ipomecc  ympaBieHHs — NpEeANpUATHEM;
JEATENbHOCTH JEJIONPOU3BOACTBO  KaK 4acTh ympasieHus. JlokymeHT. Cxema
OpraHu3aLuu OpraHM3auuu paboThl ¢ JOKyMeHTamu  mpexanpustus.  Dopma
OpraHu3aluy JEJIONPOU3BOJACTBA.
HHpopMaIMoHHO-I0KyMEHTAMOHHOE 00CITy’)KUBaHUE;

Opranm3anuss TpyJa B OpTraHW3AIMOHHO-yIpaBlIeHYeCKOW cdepe;
YCIIOBUSL TPYJa.

JIOKyMEHTaIlMOHHOE ¥ O€3J0KyMEHTAIMOHHOE OOCITY)KHBaHUE
pabotel pykoBoautens. OOIMe TONOKEHUS TO JOKYMEHTHPOBAHUIO
YIIPaBICHYECKOH JeATEIILHOCTH.

YHUPUIMPOBAHHBIE CHUCTEMBl JOKYMEHTAlMU. YHHDHUKAIUS W
CTaHIAPTHU3AIMs  YIPABICHUYECKUX JIOKYMEHTOB. BUIBI JTOKYMEHTOB,
knaccudukaius. OpraHu3allMOHHO — PACTOPSINTEIbHBIC  JTOKYMEHTHI




(OP). Mpunmueckoe 3HaueHUE JOKYMEHTOB. Buabl OIaHKOB,
PEKBU3UTHI, (hOPMYJISIp, OTMETKH Ha IOKyMeHTe. EnwHble TpeOoBaHUs
U mpaBuia O(QOpPMIICHHS JOKYMEHTOB YIIPABIICHUS, YCTAHOBJICHHBIC
TOCYapCTBEHHBIMA HOPMAaTHBHBIMH aKTaMu — cTaHaaptel. [IpaBmia
oopMIICHHS JETIOBOrO0 THChMa. BHIOBI THCEM: MHUChMa TMPOCHOBI,
MICbMa-OTBETHI; COMPOBOIUTENBLHBIC, JOTOBOPHBIC U JIP.; 0COOCHHOCTH
TEKCTA.

MexayHapoasbie nuchMa. OCHOBHBIE TPYIIBI YIIPaBICHYCCKUX
(MM OpraHU3alMOHHO— PACIOPSATUTENBHBIX) JTOKYMEHTOB. TwuroBas
cxema oopmiteHust 1oKyMmeHTOB. OcoOeHHOCTH O(OpMIICHUSI BHEIITHUX

JIOKYMEHTOB 51 Ip. JlokyMeHTHpOBaHKE OpraHu3aluOHHO-
pacropsIANTENbHON JEATEIbHOCTH YUPEKICHUM.
Opranu3annoHHas JOKYMEHTaLHSL: ycTas, IIOJIOXKEHHE,

UHCTpyKUUA. PacnopsiauTenbHble TOKYMEHTBI: MPHKa3bl, pPELICHHUS,
PACIIOPSAIKCHUL. I[OKYMGHTI/IpOBaHI/IG ACATCIIbHOCTHU KOJUJIETHUAJIbHBIX
opranoB. CTpyKTypa HOKJIaja, OTYeTa; MpoTokoi. MHbopmarmoHHO—
CIIpaBOYHBIC JAOKYMCHTHI: CIIpaBKH, adKTbl, JAOKJIaAHBIC 3aIllMCKH,
TenerpamMmbl, Tenedaxcorpammbl ((pakcer), TenedoHOTpaMMBI M JIP.
Buasl 1OKyMEHTOB: TpPYyHOBBIE KOHTPAaKThl, IPUKa3bl O IpHUEME,
YBOJIbHEHUH, MEPEBOJIE; TPYJAOBbIE KHUXKKHU, JIUYHbIE KaPTOUKU U JIp.
Odopmrenue, XpaHeHUe JIOKYMEHTOB; coOuoieHmne
KOH(HICHIIMAIIBHOCTH.

Buapl TMUHBIX JTOKYMEHTOB: 3asBJICHUE, pe3loMe, aBToOHorpadus,
pacnucka, JoBepeHHOCTh. CocraBieHHe Tekcta U odopmiieHue

JIOKYMEHTOB.
BaemneToprosble JOKYMEHTBI; KOMMEpUYECKask KOPPECTIOHACHIIUS U
KOMMEpYECKHE  MHUCbMa;  KOHTPAKTBI,  3aKa3bl,  COIJIALLICHUS,

oOmenpuHATEIE (GOPMBI JTOKYMEHTOB, TEKCT, odopmieHue. Bubl
oOpaleHuii: TpeIIoKEHNS, 3asiBICHUS, KaTO0BbI.

[Topsimok paGoThl ¢ JOKYMEHTaMH. PermaMeHTUpyonmii JOKyMEHT
(TunmoBoe moJoxeHue). OpraHu3alMOHHBIE MEPONPUSATHS:  JUYHBIHA
IIPUEM TPaXKIaH.

[Tpuem nucbMeHHBIX 00palIeHU, TOKYMEHTHPOBAaHUE OOpaIeHH.
['pynmbel TOKYMEHTOB: BXOJSIIME M HUCXOIAINME; BHYTPEHHUE H
BHEIIIHUE. OpranuszanuoHHbIE u HOPMAaTHUBHO-METOINYECKHE
JIOKYMEHTBI, X MCIIOJIb30BAHKE B JEJIONPOU3BO/ICTBE.

Buasl oTnpaBiisieMbIX JOKYMEHTOB, Y4€T KOJIMYECTBA JOKYMEHTOB,
perucTpanysi M HMHICKCUpOBaHME JOKyMEeHTOB. MuHdopmanuonHo-
cnpaBoyHasi pabota. [lopsok BeaeHHs U UCTOIb30BAHUS CIPABOYHBIX
KapToTek. MHpOpMalMOHHO-TIOUCKOBAs CcUCTeMa s paldoThl ¢
JIOKyMEHTaMHU.

Homenknarypa pgen: MHIMBHAyalbHasi, CBOJHAsA, THIIOBasd,
npuMmepHass. HopmaTuBHbBIE JOKYMEHTBI U METOJUYECKHE MAaTEpUAIIbI
i cocraBienus. [lpaBuna Benenust nen. Haznauenue gopmupoBanus
Je.

HopmaruBHble nokyMmMeHTHl. ['pynmupoBka jen, cnenuduxa
dbopMupOBaHUS OTHENbHBIX KaTeropuit paen. Buubl A0KyMEHTOB,
dopmupyembix B aeno. Cucremarusanus JoKyMeHTOB. OdopmiieHue
nen. IlpaBuwima XpaHeHus 1€l B CTPYKTYPHBIX MOJPa3JEICHUSX
HPEIITPUATHSL.

ApxuB  npeanpustdsg. ONTUMAIBHBIA CPOK  HCIOJb30BaHUS
JOKYMEHTOB Jenonpou3BoicTBe. Cpoku XpaHeHUs [Jen. JJOKyMEeHTbI
JIOJITOBPEMEHHOTO XPAaHEHHSI.

[Topsimox yHUUTOXEHHSI TOKyMeHTOB naen. Odopmienue nem Juist
ApXMBHOTO XpaHEHHus; mpueM, nepepayda jnen. KonduaeHuuanbHas




JMOKyMEHTHUpOBaHHass uHpopMmarus. Llens u  ycnmoBus obecriedeHUs
COXPAHHOCTH UH(QOPMAIMK Ha TPEIIPUSITHH.

OcoOeHHOCTH BeNEeHUs JEIONMPOU3BOACTBA, 00ECIEYHBAIOIIECTO
y4eT U COXPAaHHOCTh JOKYMEHTOB, COJEP)KAIIUX KOMMEPUECKYIO TaiHY.
OTBETCTBEHHOCTH 32 JOKYMEHTHI.

Ctuiie  cimykeOHBIX JOKYMEHTOB. OQUIHMAIBbHO-IETOBON CTHIIb.
OOmme TpeOoBaHUS K TEKCTaM JOKYMEHTOB YIIpaBlieHUs, (HOpMBI
TEKCTOB JOKYMEHTOB. CriocoObl nokymeHTupoBaHus. OcyliecTBieHue
JIEJIOBBIX KOHTAKTOB, y4aCTHE B MOJTOTOBKE M TPOBEICHUU JEIOBBIX
meponpustuii. [Ipuem mocerureneit. OdopmiieHne KOMaHANPOBOK.

OpranuzauuoHHas
TEXHUKA

Pabouee MecTo Nenonpou3BOAUTENS. DPrOHOMHUKA U OpraHU3aIHs
Tpyna. KomneiorepusupoBanHoe pabouee MECTO AeTOMPOU3BOAUTEIIS.
CaHuTapHO-TUTHEHUYECKHE HOPMATHBBI I PaOOTHUKOB oduca.
Knaccudukanust cpeacTs  opraHuW3allMOHHONW TeXHHWKHU. McTopus
pa3BuTHs  KoMmmbloTepHOH  TexHukH. Kmaccudukamms  [I9BM.
ArnmapartHoe u mporpaMmHoe ooecrieuenre DBM.

OcHoBHble  ycTpoiictBa OBM u  mpuHUIunsl uX  paOoOTHI.
OOcnyxrBaHME KOMIIBIOTEpA: TPOBEpPKa IUCKOB, JAepparMeHTalus
JIMICKOB, 3alllUTa OT BUPYCOB, CPEJCTBA aHajIM3a pPadOThl KOMIIbIOTEpa

Knaccudukamms cpencts cpszu. Tenedonnas cBsa3b. TenedoHHbIE
anmapatbl. Munu-ATC. Paguorenedonnas cBs3p. Bupeorenedonnas
cBs13b. [leiimpkuHroBas cBs3b. TenerpadHas cBsa3b. TenerainmHas CBS3b.
Heiitedonnas CBSI3b. Tenekc. dakcuMWIbHas CBS3b.
Tenekommynukanuu. KommnbrorepHass  cetb.  JIokanbHas  CETb.
Hasznauenne JIBC, ux ocHoBHble THIBI, cocTtaB. Ceppep. KiueHr.
Tononorus ceru.

Monynauus, 1eMOayJsIIMs, KaHal cBA3U. Mojiem, ero Ha3HaueHue
U OCHOBHBIE XapakTepHUCTUKH. [ToOanbHbIE KOMIBIOTEPHBIE CETH.
Kananer cBs3u. IIporokon. Ha3sHaueHne M BO3MOMKHOCTH Pa3IMYHBIX
CEpPBHUCOB. JJIEKTpOHHasi mouTa. [[OCTOMHCTBA 3JIEKTPOHHON TMOYTHI.
CrtpyKTypa 3J€KTPOHHOT0 UCbMa. AJpecalus B CUCTEME JIEKTPOHHOM
noutel. WWW. I'unieprekct. ®opmart cepuiku. Knaccuduxanus cpencts
tupaxkupoBanus. Ilpunrtepsl. CrpyiiHble npuHTepbl. JlazepHble
npuHTepsl.  CpexncrtBa — KonmupoBaHUsi — JOKyMeHTOB.  Cpencrsa
pa3MHOXeHHs JTOKyMeHTOB. I'ekrorpaduueckas nedathb. Tpadapernas
nevyatb. OdcerHass nevats. Pusorpadsl. JlomomHuTensHbIE CpencTBa
HOJATOTOBKUA JOKYMEHTOB. /IuKkTO)OHHAs TEXHUKA.

CxaHUpYIOUIME YCTPOMCTBA.
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OCHOBEI
PEeIaKTUPOBAHHMS
JOKYMEHTOB

Bsenenue. 3anaun npeaMeTa; ero coaepikanue. 3HaueHue MpeaMeTa
st oBiafieHus npodeccuid. [loHsATHE O MPaKTHYECKOW CTUIIMCTHUKE.
OcHOBHBIE pa3zieibl TEOPUHU PEAAKTUPOBAHUS.

Oco0eHHOCTH OCHOBHBIX Pa3/iesioB HAYKH O SI3bIKE.

CoBpeMeHHBIN pyCCKHI TUTEepaTypHbIA s3bIk. OOIIee MOHSATHE O
COBPEMEHHOM PYCCKOM JIUTEpaTypHOM si3blke. CTHIIM COBPEMEHHOTO
pycckoro s3bika. Jlekcuka u ¢pazeonorus. Ilaponumsl. Ilepudpasbl.
Cunonumbl. OwmoHuMMBL. AHTOHMMBL.  [lmeonasmsel. TaBronorum.
CMBICIOBOM M CTHIIMCTUYECKUN OTOOpP JIEKCHYECKUX cpeAcTB. Ommoku
B JIEJIOBOM CTHJIE, CBA3aHHbIE C MHOI'O3HAYHOCTBIO CiIoBa. Ppazeonorus
B JenoBo  peun. OmmOkw, CBs3aHHBIE C  YHOOTpeOsieHHeM
(dbpazeonornyeckux 000POTOB B /1e70BOM peun. CreruanbHas JTeKCHKA.
Tepmunonorusa. Ilonatue o TepmuHax U TepmuHojoruu. Ciydan
repexoia TEpPMUHOB B pa3psiibl KHUKHBIX CIOB. TepMUHOIIOTHS AEITOBON
peun. [IpaBonucanue TEPMUHOB, YIOTPEOISIEMBIX B JIEIOBOM PEYH.

OdunmanpHO-nem0BOM cTHITBE. Omipeenenre o(hUIHaIbHO-ASI0BOTO
cruns. Crenuduka Ienonponu3BOACTBEHHOTO CTHIIA, YYETHBIX (hopMm
NeNnoBOM MH(OpMaIUH.

3BYKOBBIE JIOKyMEHTHI, TeJIe(OHHBIE IIEPErOBOPHI, padoTa ¢ panuei
u auktodhoHoM. OCHOBHBIE IPpaBUiIa TTpou3HOIIeHHs (opdoamus). Tekcrt
CITy’KeOHOTO IOKYMEHTa. BUbI TEKCTOB UX CTUIIEBbIE OCOOEHHOCTH.

[TpoGnembl  yHudukamuu TekcToB. CrpaBoYHblE H3JaHUS IO
PYCCKOMY A3BIKY U MPAaKTHUYECKOM cTMiIHMCTHKE. OCHOBHBIE CBEEHUS O
COBpPEMEHHBIX  cioBapsAX. OCHOBHBIE  IpaBWjla  MOJb30BaHUSA
CIPAaBOYHBIMU U3JAHUSMH TI0 PYCCKOMY SI3BIKY M IPaKTHYECKON
CTHJINCTHUKE.

Tpyasble ciayuyaun npaBonucanus. TpynHbIe cilydau NPaBONMCAHUS
IIacHbIX B KopHe. [IpaBonucanue npucraBok. I[IpaBonucanue CioxKHBIX
U CJIOKHOCOKpAIIEHHbIX cloB. [IpaBommcanne «b» U «b» B CIOBAaX.

[IpaBomucanue «H» U «HH» BO BCEX 4YaCTSIX peud. YmorpeOsieHue
NPONMUCHBIX OYKB. YTNOTpeOJieHHe MPONHCHBIX OYyKB B Ha3BaHUSX
OpraHu3auii, YYpeKIACHUH, TMNPEANPHUATHNH, HHOCTPAHHBIX (HUPM.
VYnorpebiieHue MPONUCHBIX OyKB B CIOXXKHOCOKPAIIEHHBIX CJIOBaxX MU
abOpeBuarypax. IlpaBuna mnepenoca cinoB. IlepeHoc cnoB mo cioram.
Ciy4yan OTCTYIUIEHHSI OT CJIOTOBOIO IPUHIIMIIA.

Nms cymectBurensHoe. TpynaHsle ciydau ynotpebiieHus ¢opm
MMEH CYIIECTBUTENBHBIX. CTWIMCTHYECKOE 3HAYEHHE KaTeropuu
ONyLIEBIEHHOCTH — HEOAYLIEBIEHHOCTH. TpyaHbIE Clydau HalMCaHUsS
MMEH CYIIECTBUTEIbHBIX.

Nwms npunararensHoe. OcoOeHHOCTH 00pa3oBaHUs U YIIOTpeOIeHUs
dhopm cTeneHelt cpaBHEeHUs mpuiiaratesbHbIX. OmuOKu B 00pa3oBaHUN
U yNOTpeOJICHUN TPOCTHIX M CIOKHBIX CTENCHEN CpaBHEHHs. TpynaHbIe
ciy4au ynotpeOsiaeHust opM UMEH MpHlaraTeabHbIX.

Ums  umcnutensHoe. TpyaHble ciydad ynoTpeOleHuss HMEH
yuCIUTENbHBIX. [IpaBuiia npaBonucaHus YUCIUTEIbHBIX.

Mectoumenue. Paspsapl mectoumenuit. OmuOKH, BO3HUKAIOIIUE
IIpU  OTHECEHWU  JIMYHOTO  MECTOMMEHHsS K  HECKOJIbKUM
MIPEALIECTBYIOIUM €MY CYIIECTBUTEILHBIM.

OcoOeHHOCTH yHOTpeOJIEHUS MPUTSDKATENbHBIX M BO3BPATHBIX
MectrouMeHui. OmuOKkH, cBsi3aHHbIE ¢ MX yrnorpeOneHueM. OmmnokH,
CBSI3aHHBIE C yNOTPeOJICHNEM MECTOUMEHHUS « ITOY.

I'maron. Tpyansle cinyyan ynotpediaeHus ¢opm riarona. Oopmbl
COBEpIICHHOI'0 BH/Ia IJ1arojia ¢ MPUCTaBKOM «3a» (TUMa «3aBU3HPOBATHY)
B JICJIOBOM peyM.

Kareropusi 7eiCTBUTEIBLHOIO M CTpajgaTeabHOro 3anoros. Ciyyau




oMO0YHOro yrnoTpeOIeHNus BO3BPATHBIX IJ1arojoB CO CTpalaTelbHbIM
3HAYEHUEM.

[Mpuyactue. CunoHuMuueckue GOpMbI MPUYACTHIA (apXanmyecKas U
coBpeMeHHas1). VX ynmorpebiieHue B JIUTEpaTypHOM si3bIKe. TpyaHbIe
Clly4ad HamucaHusl npuyactuil. TpyaHble cirydan ynorpedieHus ¢hopm
neenpudactuii. OMMOKY B 1€JI0OBOM CTHIIE, CBSI3aHHBIE C YIIOTpeOJIeHnEM
JeETPUYACTHIA.

Hapeune. Pa3psgpl  Hapeunmii 1Mo Ha3HAYeHHUIO. YToOTpeOiieHue
CJIO’KHBIX CTENIEHEN CpaBHEHUS B JAEJIOBOM CTHUIIE.

[Ipennoru. Ilpensoru, pacnpocTpaHEHHbIE B HEUTPAIBHOM U
ounmansHo-1enoBoM ctuiie. TpyaHbIe ciiyyan HanmuCaHUs MPEAIOroB.
Hossie npennoru tuna «B neney, «Ilo nuaum.

Coro3bl U yacTuipl. TpyAHbIE Clydyau yIOTpeOJCHHs COI030B U
YaCTHULL.

I'maBHBIC YJICHBI MPEIJIOKECHHUS. CornacoBaHHbIE U
HECOTJIACOBAaHHBIE OMPEICIICHUS.

OmubKy MpU COTJIaCOBAaHUM OIPECIICHUH € CYIIECTBUTEIbHBIMHU.
OcHOBHbIE BapUaHThl COTJIACOBAHMS CKa3yeMoro C MOAJEKAIIUM B
TEeKCTax JOKyMeHTOB. (Cka3zyemoe IpH MOJIeXKAlleM, BBIPAKEHHOM
COYETAaHHEM CYIIECTBUTEIBHOTO C KOJWYECTBEHHBIM UHCIUTEIbHBIM.
Cka3zyemoe mpu NOJUIEKAIIEM €O cioBaMHM Tuna: «bosnbluHCTBOY,
«Mmuoro», «bonee» u T.1I.

VYnpasnenune. OpgHococTaBHOE NpeanokeHnue. OQHOPOIHBIE YIEHbI
npenioxeHus. CloxHble CHHTaKCHYeckue KOHCTpyKiuu. IIpsmas u
KOCBEHHasi peub. IIpenBapuTenbHOE UTEHHME TEKCTa, IPOBEpKa
(hakTUYECKOTO MaTepuaa.

Bunpl mpaBku TekcTta. TexHUKa IPaBKU TEKCTA.




Oprasau3anoHHO-NeAarornyecke yCJI0BUs peaju3alui NPOrpaMMbl:
MarepuajibHO-TeXHHYECKOe o0ecneyeHne 00pa3oBaTeIbLHOIO0 Mpouecca.

Peanmuzarus [Iporpammel oOecnieunBaeTCsl HadWYUMEM MaTEPHATBHO-TEXHUYECKON 0as3bl,
CIOCOOCTBYIOIIEH MPOBENECHUIO BCEX BHUJIOB 3aHATHH, NPAKTUKH, MPEIYCMOTPEHHOW yd4eOHBIM
mw1aHoM. CocTosiHuEe MaTepHallbHO-TEXHUYECKON 0a3bl COOTBETCTBYET JACUCTBYIOLUIMM CAHUTAPHBIM
Y IIPOTUBOIIOXKAPHBIM HOPMaM.

Anpec (mecromoJio:kenue) 3aanusi: 620041, CeepmioBckas obmacth, T. ExarepunOypr,
OcHoBuHcKas, 1. 10, nomemienue no nostaxkHomy miany Ne 167, 5 stax

Y4yedHblIe KIacchl:

VYyeOnsiii kiacc, 620041, CsepoBckas obnactb, . ExarepunOypr,
OcHoBuHCKasl, 1. 10, momenienue no nostaxkHomy miany Ne 167, 5 stax

Kanposoe o0ecnieuenne 00pa3oBaTeibHOI0 nmpouecca.

TpeboBanusi kK KBaTH(UKAIMU TEIAarOTHYECKUX KaJAPOB, 00CCICUMBAIOIINX OOyUYEHHE IO
[Tporpamme: npenoaBaTesb JOHKEH UMETh BBICIIEE 00pa3oBaHKE WU cpeliHee PO ecCHOHATBHOE
o0pa3oBaHKE M OMBIT MPAKTHYECKOM pabOThl HE MEHEe 2-X JIET M0 COOTBETCTBYIOIIEMY MPOQHUITIO
MPEnoaBaeMou TUCIMUIUIUHBI (MOIIYJIS).

OneHoyHble MaTepuanbl MPOMEXKYTOYHOM aTTECTallMM IMPEACTaBiIeHbl B  paboOuyuX
MpOrpaMMax.

UtoroBas artecranus NOpoxXoAUT B (opMe KBATHUPHUKAIMOHHOTO SK3aMEHa, KOTOPBII
BKJTIIOYAET B ce0s MPAKTUYECKYIO KBATH(PUKAIIMOHHYIO paboTy M IPOBEPKY TEOPETHUECKUX 3HAHHUN B
npeaenax KBaTM(UKAITMOHHBIX TpeOOBaHMIT no JTOJKHOCTH CITy>KalluX 21299
« lenompousBoautens»y ¢ yderom IIpodeccuonanbHoro cranmapra «Cremuamuct 1o
OpPraHM3allMOHHOMY U  JIOKYMEHTAIlHOHHOMY OOECIEYEHHIO YIpPaBJIEHUS OpraHu3aluein,
yTBepkaeHHoro [Ipukazom MunucrteperBa Tpyaa u couuanbHoi 3amutel PO ot 15.06.2020 r. Ne
333n).

K nmpoBemeHnio  KBATM(PUKAIMOHHOTO  JK3aMEHA  MPHBICKAIOTCS  MPEICTABUTEIN
paboTroaaTeneid, X 00beIUHEHUH.
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YUYEBHBIN IUIAH
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«23» nexabps 2025 .

OCHOBHOM MPOrpamMmMbI NPOPecCHOHATBLHOT0 00y4eHUus —
nporpamMmbI Npo¢ecCHOHATbHOM MOATOTOBKH MO J00JKHOCTH CJIYKAIIUX

21299 JleronpousBoauTesb

Nen/m  [Kypcel, mpeameTsl Cpoku 00yueHust ®opMbl
(MecsiteB) arrecTranun
2
36 4acoB B HEAEIIO
1. Teopemuueckoe 00yuenue no 00AHCHOCMU CAYHCAUUX
1.1. JKOHOMMYECKHH KypC
1.1.1.  |(OCHOBBI 5KOHOMUKH OpPraHU3aLUN 4 3
1.2. Texunuecknii (00MeTEXHUYECKHUIA U OTPACJIEBOI) KypC
1.2.1. |denoBas KyibTypa 4 13
1.2.2. |Oxpana tpyna 6 13
1.3.  |CnenumanbHbIH Kypc
1.3.1 JlokyMEeHTalMOHHOE obecrieyeHne JESTEIBHOCTH 40 13
OpraHu3aluu
1.3.2. |Opranu3anuoHHas TEXHUKA 10 13
1.3.3.  |OCHOBBI peIaKTUPOBaHUS TOKYMEHTOB 20 13
2. Ipakxmuueckoe o0yuenue
2.1. YueOHas mpakTHKa 124
2.2. [Ipon3BOACTBEHHAsI TPAKTHUKA 64
KoncyabTanun 8
Keanugpuxayuonnulit yk3amen 8
Hroro: 288




Kanennapusiii yueOHBbIH rpaduk.
JmutenbHOCTh 00y4eHus 2 Mecsia — 288 yacoB

Henens [Kypcsl, npenmeTst Bcero gacos
oOy4JeHus

Teopemuqecxoe 06yueuue no 0oIcHOCIUL cayarcauiux

JKOHOMMYECKHH KYpC

1 (OCHOBBI SKOHOMHUKH OpPTaHU3alUN 4
Texnuueckuii (00MIeTEXHUYECKHUI U OTPACJIeBOil) Kypc
1 JlenoBasi KylbTypa 4
1 Oxpana Tpyaa 6
CrnenunajbHbIi Kypc
1-2  JlokyMEHTaIlMOHHOE 00ECIICUCHHE eI TEIbHOCTH OpraHUu3aIiu 40
2 OpranuzalnoHHasi TEXHUKA 10
2-3  |OCHOBBI peJaKTUPOBAHUS JOKYMEHTOB 20
Ilpakmuueckoe 00yuenue
3-6  [YdeOHas mpakTHKa 124
6-7  |[[Ipou3BOJACTBEHHAS MPAKTHKA 64
8 KoncyabTanumn 8

8 Keanuguxayuonnwlit yk3amen 8




OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CUCTEMBI TPOMBIIIJIEHHOM BE3OITACHOCTHW»

OCHOBHAJS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHMSI
IMPOI'PAMMA ITPO®PECCUOHAJIBHOU IOATI'OTOBKH 11O JOJI’KHOCTH
CJHYXKAIIUX 21299 «IEJTOITPOU3BOJAUTEJ/Ib»

PABOYAS ITPOI'PAMMA
«OCHOBBI 9dKOHOMMKHA OPT'TAHU3ALIUN»



Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®enepanpHoro 3akoHa oT 29.12.2012 Ne 273-®3 «0O06 obpazoBanuu B Poccuiickoii
denepauuny».
COJAEP)KAHHUE

—

I[TOACHUTEJIbHA A 3AITMCKA

2. YUEBHO-TEMATWYECKUH ITJIAH U COJEPXKAHUE YUYEBHOI'O MATEPHAJIA

3. MATEPHUAJIBHO-TEXHUYECKOE N HMHO®OPMAIIMOHHOE OBECIIEYEHUE,
HEOBXOJIUMOE JIJI1 OCBOEHU I PABOYEN ITPOT'PAMMGBI

4. OLEHOYHBIE MATEPHAJIbI

IHHOACHUTEJIBHASA 3AITMCKA

Heap peanusanumu nporpaMmbl M IIAHUPYeMbIe pe3yJabTaThl 00y4eHHUsI

Pabouas mporpamMma «OcHo6bl IKOHOMUKU OpeaHu3ayuuy SBISAETCS YacThlO OCHOBHOM
nmporpaMmbl  Npo¢eCcCHOHATBLHOTO o0yueHus o npodecCuoHATbHON MOATOTOBKE
«/lenonpons3BoauTENbY.

Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®enepanpHoro 3akoHa oT 29.12.2012 Ne 273-®3 «0O06 obpazoBanuu B Poccuiickoii
Denepauuny».

yMeThb:

— BBIOMpAaTh HEOOXOIMMYIO OPTaHW3AIMOHHO-TIPABOBYIO (GOpMy NPEANPUHUMATEITHCKOM
ACATCIIbHOCTH,

— [PUHUMATbh pCHICHUA ITO BOIIPOCAM, CBA3aHHLIM C opraHmauHeﬁ npeaAPUHUMATCIILCKOTO
Acia, BJIaACTh palliOHAJIbHBIMU IIPpUEMaMHU IMONMCKAa U UCITIOJIB30BAHUA KOMMCp‘ICCKOﬁ I/IH(l)OpMaI_[I/II/I;

3HATh:
— CYIIHOCTH OCHOBHBIX MOHATHN U MEXaHNU3Ma 6H3Heca;

— OCHOBHBIC THIIBI M OPraHWU3alMOHHO-NIPABOBBIC (HOPMBI HPEIIPUHUMATEIBCTBA, HX
0COOEHHOCTH U IPEUMYIIIECTBA
—  (opMBI TAPTHEPCTBA B IIPEIIPHHAMATEIBCKON IeITeITbHOCTH

— OCHOBBI OW3HEC-IJIAHMPOBAHUS U JPYIMX AacleKTOB YIPAaBJICHHUS KOMMEpPUYECKOH
OpraHM3anuu.

Ha peanuzamuto PaGodeit mporpammel oTBOAUTCS 4 daca.
3aBepmiaeTcst oOy4yeHHE MO Y4YeOHON AMCIUIUIMHE TpoBeAcHHeM nuddepeHImpoBaHHOTO
3ayéra.



YYEBHO-TEMATUYECKHM IJIAH U COAEPXKAHUE «OCHOBBI DJKOHOMUKHU OPTAHU3 AL

B TOM 4YHCJIC

OO0mm it Camocr. ArTecrauus
' HaumeHnoBanme Tem Coaepxanune 00bém | Jlexkuum, | IlpakTuyeckue, padora, uac. ’
4acoB yac. qac. yac.
CymHOoCTh NpeANnpUHUMATENBCKON
NeSITeTbHOCTH, CYObEKThI U O0BEKTHI
OprasM3amIOHEO- MPEAIPUHUMATEIBCKOMN NEATEIbHOCTH;
Opranu3anoHHO-TIPaBOBbIE (POPMBI
1. NpasoBkIe hop N NpEeANpUATHIL; 00beIMHEHNE U ! !
MPEaIPUSTHIA 9
peopranuzaiys nNpeanpusiTH, MOPsI0K
CO3JIaHWsI U TIPEKPAIICHUE I TEITHbHOCTH
MPEIIPUSATHSL.
[leHooOpa3oBaHue HA MPOTYKIIHIO,
CHCTEeMa HaJIOr000I0KEHHS,
opraHu3zaiys Tpyaa u 3apadoTHOU
busnec - manupoBanue IUIaThl; OM3HEC- MJIAHUPOBAHUE; ) )
2. MPEAIPUATHSA TICUXOJIOTHS U 3TUKA KOMMEPUYECKON
JESTEIbHOCTH.
I[G}ITG.HBHOCTB npearnpuAaTrs B CUCTECME
XO3SIICTBEHHOTO yYeTa.
JAundpepenuupoBanHblit 1 1

3. 3auyer
4 UTOIrO 4 3 1




MATEPHUAJ/IBHO-TEXHUYECKOE W HH®OPMAIIMOHHOE OBECIIEYEHHE,
HEOBXOJIMNMOE /151 OCBOEHUSA PABOYEH ITPOI'PAMMBbI

MaTepHajbHO-TEXHHYECKOE 00ecneueHrne 00pa3oBaTebHOI0 mpolecca.

Peanuzanus Ilporpammbl obecriednBaeTcsi HaJMYUMEM  MaTepUAIbHO-TEXHUYECKOM  0asbl,
CHOCOOCTBYIOLIEH MPOBEAECHUIO BCEX BUJIOB 3aHATHM, MPAKTUKH, IPETYyCMOTPEHHON YUYEOHBIM TIAHOM.
CocTosiHHEe  MaTepUANTBHO-TEXHUYECKOW 0a3bl  COOTBETCTBYET JCUCTBYIOUIUM CAHUTApPHBIM U
MIPOTUBONOKAPHBIM HOPMaM.

Anpec (mecromosoxkenue) 3aanmsi: 620041, Ceepmiockass obnactb, T. EkarepunOypr,
OcHoBuHcKas, 1. 10, momemenne no no3taxkHomy miaany Ne 167, 5 atax

YuyeOHbIe KJIACChI:

VYueOnnrii kmacc, 620041, CsepmnoBckas oOmacte, T. ExarepunOypr,
OcHoBuHcKas, . 10, momenienne nmo no3taxkHomy miany Ne 167, 5 stax

O6opynoBanre yueOHOTO Ki1acca:

—  Me0enb, mpeHa3HauYCHHasI TS TPYIITHPOBKU B PA3IMYHBIX KOHOUTYPAITHSIX;
—  pabouee MeCTO TPEroIaBaTerIs;

- KOMIIJIEKC y‘-Ie6HO-MeTO,Z[H‘-IeCKOfI JAOKYMCHTAIHU.

Texnudeckue cpeacTBa 00ydeHUs:

- SJICKTPOHHBIC BUICOMATCPUAIIbI;
—  HOYTOYK;

—  TIPOEKTOP.

HNudopmannonnoe obecrnedeHue 00yueHust

OcHogHble UCMOYHUKU, 3AKOHOOAMmeNbHble U HOPMAMUGHbBlE OOKYMEHMbl, J1eKMPOHHblE
pecypcol

HOpMaTI/IBHO-HpaBOBBIG HCTOYHHKU:

1. Koncrutyus Poccuiickoit @eneparun (MpuHATa BCEHAPOAHBIM rojocoBanuem 12.12.1993 ¢
W3MEHEHUsAMH, OJ00pPEHHBIMH B X0j€ obtmepoccutiickoro rosocoBanus 01.07.2020) // OdunnanbHbrit
tekct Konctutyrun P®, Bkmowaronmii HoBele cyObekThl Poccuiickoit @enepanun — JloHenkyro
Haponnyto Pecnybnuky, JIyranckyro Hapomgayro PecryOnuky, 3amopoxckyro o061acth 1 XepCOHCKYIO
obmactb, omyOnukoBaH Ha  OQuUIUATPHOM  HHTEpHET-TIOpTaJie  MpPaBOBOW  HMH(OpMaIuu
http://pravo.gov.ru, 06.12.2025.

2. Tpaxnmanckuii xonekc Poccuiickoit deneparun (wactu 1, 2) ot 30.11.1994 r. Ne51-®3
(pen. ot 02.07.2025 1) [DnexkTpoHHBIA pecypc]|

3. Hanorossriii konekc Poccuiickoit Gpenepamnmu [ DIEeKTPOHHBIN pecypc]

4. TpynoBoii kogekc Poccuiickoii dheneparuu [DIeKTpOHHBIH pecypc]

OCHOBHEIE UCTOYHHUKH:

AlGnykapumoB, M. T. Anammu3 QUHAHCOBOTO COCTOSHUSI W (DUHAHCOBBIX PE3YJIHTaTOB
NPEANPUHUMATENILCKUX CTPYKTYp : yueOHoe nmocooue / . T. AGxykapumos, M. B. becnianos. - Mockaa :
NH®PA-M, 2022. - 214 c. - (Beiciiee o6pa3oBanue. Maructparypa) (Veni, vidi, vici). - bubamorp.: ¢. 210-
212. — TekcT : HenocpeACTBEHHbIH.

2. AxtyanbHas npoOieMaTuka TeOpUH U MPAKTUKU YIPABICHUS | MaTEpUaIbl MEXIyHap. KPYTJIOro
crona, 21 mapra 2018 r. / M-Bo o6pa3oBanus u Hayku JIyr. Hap. PecriyOnuku, Jlyr. Hat. yH-T uM. B. lans
[1 op.] ; [oTB. 3a BbIN. B. H. Tucynona]. - JIyrauck : [3a-Bo Jlyr. Hau. yH-ta um. B. lans] , 2018. - 186 c.
— Tekcr : HenocpeACTBEHHBIN.



3. AHTHKpHU3UCHOE ymnpaBieHHe opranuzanuen: yueOuuk / I'. JI. AntoHoB [u ap.]. - Mocksa :
NH®PA-M, 2023. - 142 c. - (Beiciee ob6pazoBanue. bakanaBpuar). - bubmmorp.: c. 136-140. — Tekcr :
HEIOCPEACTBCHHBIN.

4. bacosckuii, JI. E. IIporno3upoBanue 1 IIaHUPOBAHKUE B YCIOBUAX PBIHKA : y4eOHOE TTocooue /
JI. E. BacoBckuii. - MockBa : UH®OPA-M, 2023. - 259 c. - (Beicuiee obpa3zoBanue. bakanaBpuar). -
bubnuorp. B moacTpod. ccpiikax. — TeKCT : HemocpeACTBEHHBIH.

5. bacosckuii, JI. E. Dxonomuka otpaciu : yueOHoe mocobue / JI. E. bacoBckwmii. - Mocksa :
NH®PA-M, 2021. - 145 c. - (Beicuiee obpa3zoBanue. bakanaBpuar). - bubmmorp.: c. 143. — Tekcr :
HEIOCPEICTBCHHBIN.

6. boponenkosa, C. A. KoMriekcHbIM (PMHAHCOBBIN aHAIN3 B yIPABJICHUH IPEIPHUITHEM: YdeOHOE
nocobue / C. A. boponenkosa, M. B. Menbhuk. - Mocksa : @opym : UHOPA-M, 2021. - 334 c. - (Briciiee
oOpazoBanue. bakanaBpuar). - bubmuorp.: c. 326-328. — TekcT : HeMOCPeICTBEHHBIH.

7. bByxankos, M. U. [InanupoBanue Ha npeanpusaTun : yaeonuk / M. U. Byxankos. - 4-e uzf., ucnp.
u jor. - Mocksa : UHOPA-M, 2023. - 410 c. - (Beiciiee oOpa3oBanue. bakamaBpuar). - bubmuorp.: ¢.404-
407. — TekcT : HeoCPEACTBEHHBIN.

8. Bonkos, O. W. Oxonomuka npeanpustus : yaeonoe mocodue / O. U. Bonkos, B. K. Cxispenko.
- 2-e u3n. - Mocksa : UHOPA-M, 2023. - 263 c. - (Bsiciiee obpa3oBanue. bakanaspuar). - bubmumorp.: c.
257. — TekcT : HemoCPEACTBEHHBIN.

9. BopoObeBa, U. II. DxoHOMHKA W ympaBlieHHE MPOU3BOJCTBOM : ydeOHoe mocoome / U. II.
Bopo6seBa, O. C. CeneBuy; ToMckuii monmuTexHndeckuii yausepcutet. - Mocksa : FOpaidt, 2022. - 191 c.
- (Beiciee obpazoBanue). - bubmuorp.: c. 188-191. — Tekcr : HEMOCPEICTBEHHBIH.

10. T'apnoB, A. I1. O6ume Borpock! 3PEeKTUBHOTO MPHUPOAONOIb30BaHus : MoHorpadus / A. I1.
I'apuog, O. B. KpacuobaeBa. - Mocksa : UH®PA-M, 2023. - 211 c. - (Hay4nass MbICIIb. DKOHOMHKA). -
bubmuorp.: c. 208-211 u B moacTpod. cchUIKax. — TEKCT : HEMOCPEICTBEHHBIIA.

11. I'pubos, B. JI. DxoHoMuka mpeanpusatus : yueOHuk : mpaktukym / B. JI. I'pubos, B. II.
I'py3uHOB. - 8-¢ u3n., mepepad. u nor. - Mocksa : Kypc : UTHOPA-M, 2023. - 446 c. - bubnuorp.: c. 441. —
TekcT : HemocpeACTBEHHBIH.

12. "Banos, I'. I'. DxoHomuka ToproBoii opranuzanuu : yuyeOHuk / I'. I'. MBaHOB. - Mocksa :
NH®PA-M, 2023. - 181 c. - (Beicuiee obpa3zoBanue. bakanaBpuar). - bubmmorp.: c. 177. — Tekcr :
HEIOCPEACTBCHHBIN.

13. Banos, 1. H. DxoHOMUYeCKHi1 aHAIN3 IEATEIIBHOCTH TIpeanpusaTus : yueonuk / Y. H. Banos.
- Mocksa : UHDPA-M, 2022. - 347 c. - (Beiciiee oOpazoBanue. bakanaspuar). - bubmmorp.: ¢. 341-342. —
TekcT : HemocpeACTBEHHBII.

14. UBacenko, A. I'. AHTuKpusucHoe ynpasienue : yueOHuk / A. I'. Bacenko, f1. . HukoHnoga,
M. B. KapkaBuH. - 4-¢ u3n., nepepad. u mon. - Mocksa : KuoPyc, 2023. - 477 c. - (bakanaBpuar). -
bubnuorp.: c. 475-477. — Tekcr : HemoOCpeICTBEHHBIH.

15. MuBecTuninonHbIi MeHeKMEHT : yueOHuk / H. [1. ['ycbkoBa [u ap.]. - 2-e u3z., nepepad. u Aor.
- Mocksa : KnoPyc, 2023. - 438 c. - (bakanaBpuar). - bubmmorp.: c. 437-438. — TekcT : HenmocpeICTBEHHBIH.

16. Kunienp, H. A. DxoHOMMKA 3HAHUI TPOMBIIIUIEHHOTO TPEANPUATHS: KOTHUTUBHBIA ACTEKT :
monorpadust / H. A. Kunens, B. T1. yasmoa. - Mocksa : UHOPA-M, 2022. - 117 c. - (Hay4Has MbICIb.
DOxoHoMUKA). - bubmmorp.: ¢. 101-107. — TekcT : HemocpeACTBECHHBIN.

17. KoMIUIeKCHBINM SKOHOMUYECKUN aHaIN3 XO3SHCTBEHHOU AEATENbHOCTH : YYCOHUK. - 2-¢ U31I.,
nepepad. - MockBa : KnoPyc, 2023. - 430 c. - (bakanmaBpmar). - bubmuorp.: c. 426-430. — Tekcr :
HEIOCPEACTBCHHBIN.

18. Kopueesa, . B. Dxonomuka ¢upmsl. [Ipaktukym : yaebnoe nocooue / M. B. Kopneena, I'. H.
PycakoBa. - Mocksa : FOpaiit, 2022. - 123 c. - (Beiciiee obpazoBanue). - bubmuorp.: 121-123. — Tekcer:
HETMOCPEICTBEHHBIM.

19. Ky3znernosa, E. 1. DxoHomuyeckasi 6€30MacHOCTh : Y4eOHHUK U TPakTUKyM 1uist By3oB / E. .
Ky3snemnoga. - 2-¢ uzg. - Mockasa : FOpaiit, 2022. - 336 c. - (Beiciiee o6pa3oBanue). - bubdmuorp.: c. 331-336
U B MIOACTPOY. CChUIKAX. — TEKCT : HEMOCPEICTBEHHBIN.

20. JIo6anora, H. M. D¢ dexTuBHOCTS MHDOPMAIIMOHHBIX TEXHOJOTHH ;| Y4eOHHK U mpakTukym / H.
M. JloGanoBa, H. ®. AnryxoBa; ®unHaHcoBbIii yH-T mpH llpaBurensctBe Poccuiickoit ®enepanyu. -
Mocksa : IOpaiit, 2022. - 237 c. - (Beicmiee oGpa3oBanue). - bubmmorp.: c¢. 228-229. — Tekcr :
HEIOCPEACTBCHHBIN.

21. MaromenoB, A. M. DkoHOMHKa OpraHM3alliii TOPTOBIHM : y4eOHWK sl By30B / A. M.



Maromenos. - 2-e u3f., nepepad. u gom. - Mocksa : FOpaidt, 2022. - 266 c. - (Bricuiee oOpa3oBanue). -
bubnmorp.: c. 265-266. — TekcT : HEMOCPEICTBEHHBIM.

22. Maesckas, E. b. Oxonomuka opranuszanuu : yaeoHuk / E. b. Maesckast. - Mocksa : UHOPAM,
2023. - 350 c. - (Beicmast mikona. bakanaBpuart). - bubmuorp.: ¢. 345-350. — Tekcr : HeMoCpeICTBEHHBIH.

23. MamonToB, C. A. YmpapieHne MapKEeTHUHTOBBIMH IPOEKTAMU Ha MPENNpUsATHU : ydeOHOe
nmocobue / C. A. MamonroB, H. M. I'neboBa. - MockBa : UH®PA-M, 2023. - 173 c. - (Bsicmee
oOpasoBanue. bakanaBpuar). — TekcT : HEMOCPEICTBEHHBII.

24. MamynuH, FO. K. [Iporao3upoBanue u miiaHUPOBaHUE COLMATIBHO-I)KOHOMUYECKUX CHUCTEM :
yueOnuk / FO. K. Mamrynus. - Mocksa : FOpaiit, 2022. - 330 c. - (Breiciee oOpa3zoBanue). - bubnuorp.: c.
321-330. — TekcT : HEMOCPEICTBEHHBIM.

23. HaymoB, A. @. IHHOBaIMOHHAS JIESTENbHOCTH MpeanpusTus : yueOHuk / A. @. Haymos, A. A.
3axapoBa. - Mocksa : UHOPA-M, 2023. - 255 c. - (Beiciiee obpazoBanue. bakanaspuar). - bubmuorp.: c.
240-243 u B moAcTpoU. cchUIKax. — TEKCT : HENOCPEICTBEHHBII.

24. Opexos, B. . AaTukpusucHoe ympasienue : yaeonoe nocooue / B. M. Opexos, T. P. Opexoga,
K. B. bangus. - 3-e u3z., nepepad. u nor. - Mocksa : UHOPA-M, 2022. - 540 c. - (Bsiciiee oOpa3oBanue.
bakamaBpuar). - bubnumorp.: ¢. 522-537. — TekcT : HenmocpeACTBEHHBIH.

25 Peanuzamusi TroCyJapCTBEHHOHM SKOHOMHYECKOW TOJUTHKA B 30Xy (OPMHUpPOBAHUS
HEOUHIyCTpUalbHOrO obmiecTBa : MoHorpadus / ®@unancoBbiii yH-T npu IlpaButensctBe Poccuiickoit
®enepanuu ; ox pen. FO. B. Beprakosoit. - Mocksa : UHOPA-M, 2022. - 206 c. - (Hayunas MbICTb.
DKOHOMHUKA). - bubnmorp.: c. 160-177. — Tekct : HemocpeCTBEHHBIH.

26. CaBunikas, I'. B. KomrmuiekcHbIi aHamu3 X03sHCTBEHHON JEATEILHOCTH MPEANPHUATHS: YISOHUK
/ T. B. CaBumkas. - 7-e u3z., nepepa0d. u jgom. - MockBa : UH®PA-M, 2023. - 608 c. - (Briciee
oOpazoBanue. bakanaBpuar). - bubmuorp.: c. 602-604. — TekcT : HEMOCPEICTBEHHBIH.

27. Cxuisipenko, B. K. Dxonomuka npeanpusitus: yuebnoe nocobue / B. K. Cxnspenko, B. M.
[Ipynuukos. - 2-e uza. - Mocksa : UTH®PA-M, 2022. - 191 c. - (Beiciiee o6pa3oBanne. bakanaspuar). -
bubnuorp.: c. 187. — TekcT : HenocpeICTBEHHBIH.

28. CipaBo4HMK SKOHOMHUCTA TipennpusaTus / o pexd. H. b. Axynenko [u ap.]. - Mocksa : UHOPA-
M, 2022. - 423 c. - (CnpaBounuku "UHOPA-M"). - bubnuorp.: c. 418-420. — TekcT : HENOCPEICTBEHHBII.

29. TpetbsixoBa, E. A. YmpasneHueckas SKOHOMHKA : YYeOHHUK M MPAKTHKYM Jjisl By30B / E. A.
TpetbsikoBa. - 2-e u3a., nepepad. u gon. - Mocksa : FOpaiit, 2022. - 351 c. - (Beicmee obpa3oBanue). -
bubmuorp.: ¢.349-351 u B KoHIIe TeM. — TEKCT : HEMOCPEICTBEHHBIH.

30. YopasneHndeckast 5KOHOMHKA : yaeOHoe mocooue / I'. B. 'onukoBa [u ap.]. - Mocksa : UTHDPA-
M, 2023. - 215 c. - (Bricuiee o6pa3oBanue. Maructparypa) (Veni, vidi, vici). - bubnuorp.: c. 210-212 u B
MIOZICTPOY. CChUIKAX. — TEKCT : HENOCPEACTBEHHBIN.

31. ®duHaHCOBOE TUTAHUPOBAHKE W OrOKEeTUpOBaHME : yueOHoe mocodue / B. H. Hezamaiikun [u
np.]; mox pea. B. H. Hezamaiikuna ; Poc. roc. rymanuTap. yH-T. - 2-€ u31., ucnp. u gon. - Mocksa : UHOPA-
M, 2023. - 111 c. - (Beicmiee oOpa3zoBanue. bakamaBpmar). - bubmuorp.: c¢. 109. — Texkcr :
HEIOCPEACTBCHHBIN.

32. upokos, 0. A. Dkonorudeckast 6€30MMacHOCTh Ha MPEANPUATHH : yueOHoe mocodue / 1O. A.
[upokos. - 3-e u3zn., crep. - Cankr-IlerepOypr [u np.] : Jlans, 2022. - 357 c. - (Beicuiee obpa3oBanue). -
bubmuorp.: c. 344-357. — TekcT : HEMOCPEICTBEHHBIM.

33. DKOHOMHKA M OpraHU3aIUs TPOU3BOJICTBA : yueOHoe mocobue / mox pea. FO. W. TpemeBckoro
[v ap.] ; pyk. aBT. kou1. FO. B. Beprakona. - Mocksa : UHDPA-M, 2021. - 380 c. - (Bsiciiee o6pa3oBaHue.
bakanaspuat). - bubmuorp.: ¢. 371-373. — TekcT : HEMOCPEACTBEHHBIH.

34. DxoHomuKa HHGOPMAIMOHHBIX CHCTEM: YIIPaBJIEHHE U OlleHKa 3 pexTuBHOCTH : yueOHUK / E.
B. BacunbeBa [u np.]; @unancoBblil yHUBepcuTeT npu [IpaBurensctee PO. - Mocksa : KnoPyc, 2023. -
622 c. - (bakanaBpuar u Maructparypa). - bubnmorp. B KoHIie 171aB; ABT. yKa3. Ha 000pOTe TUT. JI. — TeKcT
: HETIOCPEACTBEHHBII.

35. DxoHomuka npeanpusatus. [Ipaktukym : yaeoHOe mocooue st By3oB / moxa obmr. pea. C. I1.
Kupuibuyk. - Mocksa : FOpaiit, 2022. - 517 c. - (Bbiciiee o6pa3zoBanue). - bubmuorp.: c. 516-517, B koH1e
r1aB. — TeKCT : HemOCPEICTBEHHBIM.

OLEHOYHBIE MATEPHAIJIbI

[Tepeuens Bonpocos k quddepeHrpoBaHHOMY 3a4eTy M0 «OCHOBBI 5KOHOMUKH OpraHU3aIHI)



DN U AW

Oranel pa3BUTHA IPEIITPUHUMATEILCTBA

CyOBeKThl 1 00BEKTHI TPEANPUHIMATEIBCKOHN 1S TETbHOCTH.

Ilenu n n0rMKa, OCHOBHBIEC IPHHLIMIIBI M YCIOBUS PEAIPUHAMATEIBCKON JEATEIBHOCTH.
Perucrpanus npeanpuaTuii

Peopranu3zanus, 6aHKpPOTCTBO U JIMKBUIALMS TPEAIPUATHIHA

YcraB npeanpusaTUs, UMyIIECTBO U yCTABHBIN KallATall.

Knaccudukanus npeanpruHUMaTeNIbCTBA.

OpraHu3anroHHO-TIPaBOBbIe (POPMBI IPEANPUHIMATEIBCTBA: 00IIAs XapaKTePHUCTUKA
OCHOBHBIE 3aKOHOAATEIBHBIC AKTHI, PETYJINPYIOIINE MPEATPUHUMATEIBCKYIO 1EATEIBHOCTD

B Pocculickoit @enepanuu.

10.

Opranu3aloOHHO-IIPaBOBble (OPMBI MPEANPUHUMATENHCTBA: TOBApUIIECTBA, OOIIECTBA,

KOOIIEPaTUBbI U YHUTAPHBIC NIPEAIIPUATHU.

1.
12.
13.
14.
15.
16.
17.
18.
19.

IIpaBoBBIE OCHOBBI JTULICH3UPOBAHUS.

IIpaBoBOE perynupoBaHue MpEeKpaLeHUs MPEAIPUHUMATEIBCKON AESATEIBHOCTH.
IIpaBoBOe€ peryampoBaHue JOrOBOPHBIX OTHOIIEHUH NPEAPUHUMATEIA.

Bupl X0351CTBEHHBIX 10IOBOPOB, UX COCTaB U XAPAKTEPUCTUKA OCHOBHBIX YCIIOBUM.
MexaHu3M rocy1apCTBEHHOIO pEryJupoBaHus LIEH Ha IIPOU3BOAUMYIO IIPOAYKIHUIO.
Hanorosoe perynupoBanue npeaIpHHAMATENbCKON JEATEIBHOCTH.

I'ocynapcTBeHHOE peryaupoBaHue KauyecTBa IIPOTYKIIMH.

Crpykrypa KpeauTHON cucteMbl. CyIIHOCTb, BUIIBI M (JOPMBI KpEauTa.

B3anMOOTHOLIEHN MNpeaIpUHUMATENE C HAJIOrOBOM CUCTEMOHM, OpraHU3alUsIMU-

KpeAUTOpPaMH, CTPaXOBBIMU OPraHU3AIMSIMH, YIaCTHUKAMU PHIHKA IEHHBIX OyMar.

20. CymHocTh M BUABI KOMMEPUECKHMX  ONEpalui, KOMMEPUYECKO-IOCPEIHNYECKON
NESTEIBHOCTH.

21.  DopMbI KOMMEPYECKUX JOTOBOPOB (KOHTPAKTOB) M UX COJEPKAHHE.

22. OpraHu3anys U OKa3aTely pe3yJIbTAaTUBHOCTH KOMMEPUYECKOHN NEATEIbHOCTH.

23.  IIpaBoBoe peryiupoBaHue GOPMHUPOBAHUS CEOECTOMMOCTH BBITYCKaeMON MPOTyKIHH



OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CUCTEMBI MPOMBIIIJIEHHOM BE3OITACHOCTHN»

OCHOBHAS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHUSA
MMPOIrPAMMA IPO®ECCHOHAJILHOI MOATOTOBKH MO JOJIKHOCTH
COYIKALIUX 21299 « IEJOMPOU3BOJUTEIb»

PABOYASA ITPOI'PAMMA
«AEJTOBAS KYJIBTYPA»



Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®enepanpHoro 3akoHa ot 29.12.2012 Ne 273-®3 «O6 obOpazoBanuun B Poccuiickoi
Denepauuny».

COJIEP)KAHUE

[NOACHUTEJIBHA A 3AITMCKA

. YUEBHO-TEMATHYECKUH ITJIAH Y COJIEP)KAHUE YUYEBHOI'O MATEPHAJIA

3. MATEPUAJIbBHO-TEXHMYECKOE W HWHO®OPMAILIMOHHOE OBECIIEYEHUE,
HEOBXOJMMOE J1J1s1 OCBOEHU S PABOYEN ITPOI'PAMMEBI

4. OLHEHOYHBLIE MATEPHAIJIbI

N —

IHOACHUTEJIBHASA 3AITNCKA

Heapb peanu3anuu NporpaMmbl U MJIAHUPYeEMbIe Pe3yJIbTAThI 00y4eHUsl
Pabouass mporpamma «/lenosas Kynvmypa» SBISETCS YacTbl0 OCHOBHOM IPOTpaMMbl
npoeCCHOHATBHOTO O00YYEeHHUsI MO MPO(PECCHOHAIBHON MOATOTOBKE «/lenonpon3BOAUTENbY.

B pesynbrare ocBOGHUS AUCHUILIMHBI CIyIIATeIh JOKEH

yMeTh:

— cobmoaTh npaBuiIa NpoQecCHOHATBHON ITUKH;

— TPUMEHATH DPA3IUYHbIE CPEACTBA, TEXHUKH W TMpHEeMbl 3((EKTUBHOTO OOIIECHUS B
npodecCHOHATIBHOM eI TeIbHOCTH;

— HCIOJIb30BaTh MPHEMBl CAMOPETYJISALMU TOBEACHUS B MpoIecce MEKIMYHOCTHOTO
OOILIEHHUS;

— OIpeneNATh TAKTHKY TIOBEACHHS B KOH(DIUKTHBIX CHUTYaIMsX, BO3HUKAIOIIMX B
npodecCHOHATIBLHON eI TebHOCTH;

— cobmoaTh TpeOOBaHUs K KyJIbType PEUH U JIEMEHTHI PEYEBOT0 STHUKETA.
3HATh:

— TMICUXOJIOTUYECKHE OCHOBHI OOIICHHS, HOPMBI M TIpaBWJIa TIOBEICHUS, OTHKY
po¢eCCHOHAITBHBIX OTHOIICHUH, METOJIBI M CPEJICTBA JICIIOBOT'O OOIIICHHS.

Ha peanuzamuio PaGodeit mporpammel oTBOAUTCS 4 Yaca.
3aBepiiaercss 00y4eHHE MO Y4eOHOW TUCIMIUIMHE MpoBeneHueM audQepeHIInpoBaHHOTO
3a4éra.



YUEBHO-TEMATHYECKHH IJTIAH U COJAEPKAHME gucuunaunsl «JIEJIOBASI KYJIBTYPA»

O6mmii | B TOM 'ncie Camocr.
e HaumenoBanue tem | Cone 0bé ] ATrecrauus,
n/ n /epARatue 00bEM Jlekunn,| rpaxruyeckne, | PAOOT® yac.
4acoB yac. yac. yac.
OTtHueckas KynbTypa. Mopaib, 3THKa, HPABCTBEHHOCTb.
OCHOBHBIE KaTETOPUH STHKH.
1 IIpodeccuonanbuas | IlonsiTre 3THKETA. 1 1
" | aTHKa [IpodeccronanbHas STHKA.
IMpodeccrnonanbHble MOPATbHBIE HOPMBI: BEKIUBOCTS,
KOPPEKTHOCTh, TAKT, YYBCTBO MEPHI.
[lonstne obmenus. J[emosoe obmenune. KymnbTypa
obmienus. [lonstue BepOanlbHOrO M HEBEPOAIBLHOTO
BepoabHoe u | obmienusi.  OOpatHas  cBs3b.  TWIBI  BOMPOCOB.
2. | HeBepOanbHOE 0COOCHHOCTH PEYEBOr0 I3THKETA B MPO(ECCHOHATHHOM 1 1
oO1IeHue oOmeHnr. Buapl HeBepOaJbHBIX CPEACTB  OOIICHUS.
Texamkn obmenusa. IloHmMmanwe © BOCIPHATHE B
Mporecce o0IeHus
[posiBieHye TemmepaMeHT u ero THIbl. [IOHSTHE YYBCTBA U OMOIIWH.
MHTHBH/TyaIbHBIX ITpuémbl caMoperysIHH.
0cOBeHHOCTEH Kondmukr. Crparernd ToOBeIeHUS B KOHQIMKTHON
3. JIMYHOCTH g | cutyaruu. KynbTypa mnpeoOpa3oBaHusi W pa3pelicHUs 1 1
npodeccuonanbaoM | KOHGIHKTOB.
oO0reHun
4 JAuddepenumnporan 1 1
HBIii 324éT
HUTOI'O 4 3 1




MATEPHUAJIBHO-TEXHUYECKOE U UTHOOPMAIIHOHHOE OBECIIEYEHHUE,
HEOBXOJIMNMOE /151 OCBOEHUSA PABOYEH ITPOI'PAMMBbI

MarepuajbHO-TeXHUYECKOe o0ecrieyeHune

Peanu3arus [IporpaMMel obecnieunBaeTcss HaTUYHEM MaTEPHATbLHO-TEXHHUUECKON O0a3bl,
CHOCOOCTBYIOIIEH MPOBEIEHUIO BCEX BUAOB 3aHATUH, MNPAKTHKH, MPETyCMOTPEHHON y4eOHBIM
mwianoM. CoCTOosiHME ~ MaTepUATbHO-TEXHUYECKOW  0a3bl  COOTBETCTBYET  JIEHCTBYIOIIMM
CaHUTAPHBIM U POTUBOIOKAPHBIM HOPMaM.

ObopynoBanne yueOHOTO KabHHETa:

—mMe0enb, pegHa3HaueHHast ISl TPYIITUPOBKH B Pa3IMUHBIX KOH(DUTYpaIHX;
—paboyee MeCTO IpenojaBaTers;
—KOMILJIEKC y4eOHO-METOINYECKON TOKYMEHTALIUH.

TexHnueckue cpeacTBa 00ydeHHUS:
—3JIEKTPOHHBIE BUCOMATEPUAIIBL;
—HOYTOYK;

—TPOEKTOP.

NudopmannonHoe odbecrieyenne 00yuyeHust

OcHogHble UCOYHUKU, 3AKOHOOAmeIbHble U HOPMAMUBHbIE OOKYMEHM b,
2J1eKMPOHHBLE PeCyPChl
OchosHble UCMOYHUKU
1. [lenamosa I'.M., [lenoBas KyabTypa U ICUXOJIOTHs 0O1eHHs: Y4yeOHoe mocodue. —
M.: «Axagemus», 2021 - 175¢.
2. JlenoBoe oOrmienne [DnekTpoHHBIH pecypc]: YueOHoe mocodue / ABT.-coct.U. H.
Ky3nenos. - 5-e uza. - M.: [lamkos u K, 2022

JlononnumenvHvle ucmouHuku

1. Jo6posuu A. Cucremaruka obmenus / B kxu.: Ilcuxonorus Biusaus: XpecTOMaTUs. —
CII6., 2019.

2.3BepeBa E.H. OcHoBBl KynbTyphl peun: Teopermueckuit xypc. — M.: Hzmllentp
EAON, 2019.

3. Kaszapuesa O.M. Kynbrypa peuesoro obuienus. — M., 2019.

4. OcHOBBI KyJbTYphl TMPO(ECCHOHANLHOIO OOIIEHHs: YUEOHUK JUIS CTY[. YUPEXKICHHH

Had. npod. obpazoBanus / I'. M. llenamoBa. — 2-e u3a. — M.: U3narensckuii HeHTp «AKaIeMuUsD,
2020. — 160 c.



P

OLEHOYHBIE MATEPHUAJIbI
Ilepeuenp BonpocoB K AudQepeHIMpOBaHHOMY 3a4eTy 10 Kypcy «/lenoBast KynbTypa»

Packpoiite nmonsarue 3Tuka.

Packpoiite nonsTue npodeccnoHanbHas 3TUKA.

Onummre mpaBuia JeJI0BOTO OOIICHHUS.

ObocHyliTe BhIpakeHue: «Mopaib BBICTYNAET KaK PETYJSATOP JEJTOBBIX OTHOIICHHI

APYTUMH JIFOAbMI)).

O =N

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.

Packpoiite monstue obmenue. [IpaBuia oOmeHusI.

HazoBuTe cTpyKTYpHBIE KOMITOHEHTBI OOIIIEHUSL.

Onumure NoBeeHUYECKUE XapaKTePUCTUKHU CAHTBUHUKA.
Onummre MOBEJCHUYSCKUE XapaKTEPUCTUKH (hIerMaThKa.
Onummure NoBeIeHYECKNE XapaKTEePUCTUKU XOJIEepPHKa.

Onummre MOBEJCHYSCKHE XapaKTEPUCTUKN METaHXOJIMKA.
OOBsicCHUTE pa3INIHsl 1eTTOBOM Oecebl OT APYKECKOH.

Packpolite ycnoBust 1€10BOr0 KOHTAKTA.

Pacckaxute 0 HeBepOATbHOM OOIIICHHH.

OOmbsicHuTE, YeM BepOaIbHOE O0IEHNE OTIMYACTCS OT HEBEPOAIBHOTO.
OObscHUTE YMEHUE CIYIIATh.

Pacckaxxute 0 1e710BOM Tene()OHHOM AUATIOTE.

Packpoiite nmonsTre KOH(IUKT.

PacckaxxuTe 0 cTpaTeruy NoBeJeHUs «00phOa».

Pacckaxkute 0 cTpaTeruu moBeACHUS «yXO0I».

Pacckaxxute 0 cTpareruu MoBeACHUS KIIPUCTIOCOOTICHUEY .
Pacckaxkute 0 cTpaTeruu noBeACHUs] «KOMIPOMUCCH.

Pacckaxxute 0 cTpaTeruu MoBEACHUS «COTPYIHUIESCTBOY.
Pacckaxute 00 3¢ (pexkTUBHBIX criocobax paspernieHus KOH(IUKTA.
HazoBute cTpateruu noBeneHus B KOHMOIMKTHOW CUTYAIIHH.
HazoBure Tumsl BOIpocos.

OOBsICHUTE pa3HUILY MEXKAY OTKPBITHIM M 3aKPBITHIM THITAMH BOIIPOCOB.
[IpuBeauTe mpuMep albTEPHATUBHOIO TUIIA BOIIPOCA.



OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CUCTEMBI TPOMBIIIJIEHHOM BE3OITACHOCTHW»

OCHOBHAJS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHMSI
IMPOI'PAMMA ITPO®PECCUOHAJIBHOU IOATI'OTOBKH 11O JOJI’KHOCTH
CJHYXKAIIUX 21299 « IEJTOITPOU3BOJAUTEJ/Ib»

PABOYAS ITPOI'PAMMA
«OXPAHA TPYJA»



Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®enepanpHoro 3akoHa oT 29.12.2012 Ne 273-®3 «O06 o6OpazoBanuun B Poccuiickoit
denepauuny».
COJAEP)KAHHUE

—

. IIOACHHUTEJIbHAS 3AITNCKA

2. YYEBHO-TEMATWYECKUI INIAH W  COAEPXAHUE  YYEGBHOI'O
MATEPUAIJIA

3. MATEPUAJIbHO-TEXHUYECKOE U NHOOPMAIIMOHHOE OBECIIEYEHUE,

HEOBXO/MMOE U1 OCBOEHUA PABOYEUN ITPOI'PAMMBbI

4. OLIEHOYHBIE MATEPUAJIbI

IHOACHUTEJIBHASA 3AIINCKA

Henp peanusanum nporpaMmbl M IVIAHUPYeEMbIe pe3yJabTaThbl 00y4eHus!

PabGouass mporpamma «Oxpana mpyoa» SBASETCS YaCThIO OCHOBHOM MPOTpPaMMBbI
npoeCCHOHATBHOTO O00y4YeHUsT MO MNPOo(EecCHOHAIBHOW TOATOTOBKE «/lemonpon3BoauTeby,
pa3paboTaHHOW Ha OCHOBE:

- ®enepanbHOro 3akoHa oT 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoii
denepanuny,

— TIlepeuns npodeccuii paboyux, TOJHKHOCTEN CITyXKaIIUX, IO KOTOPHIM OCYIIECTBIISICTCS
npodeccnonansHoe 00ydeHue, yTBEPkKACHHOTO npukazoM MunucrepcrBa [Ipocsemenus PO or
14.07.2023 1. Ne 534,

— IIpodeccuonanbuoro  crannapra  Cneyuanucm  no  OpeaHU3AUUOHHOMY U
OOKYMEHMAYUOHHOMY obecneyeHuro ynpagieHus opzanuzayuel (YTBEPKICHHOTO TPHUKA30M
MuHnuctepcTBa Tpyia U coranbHou 3amuThl PO ot 15.06.2020 1. Ne 333H),

— TpeOoBaHMid, YyKa3aHHBIX B KBalin(pUKAIMOHHOM CIPaBOYHHKE JOJDKHOCTEH
PYKOBOJUTEINEH, CIELMATUCTOB U JPYIUX CIyXallux 4-¢ u3gaHue (yTBEPKIACH IOCTaHOBIEHUEM
Muntpyna P® ot 21 aBrycra 1998 r. Ne 37 ¢ usamenenusimu ot 27 mapta 2018 1.).

Ha ocnoBanuu mnpodeccuonanbHoro cranaapra Creyuanucm no opeaHu3ayuoOHHOMY U
O0OKYMEHMAYUOHHOMY 0becneyenuio ynpasienus opeanuzayuel i ¢ ydéToM TpeOOBaHUH 3aKa3zynKa
B PpC3YJIbTATC OCBOCHUA CJIYIIATC/Ib JOJIKCH

yMeTh:

- BBITOJIHATE TPEOOBAHUS OXPaHbI TPY/Ia;

— 3HATh U BpEJIHbIE U OMAaCHbIE IPOU3BOICTBEHHBIE (DAKTOPHI U COOTBETCTBYIOIINE UM
PHCKH, CBSI3aHHBIC C MPOIUIBIMH, HACTOSIIMMH WM TUIAHUPYEMBIMH BUJAMU TIPOQEeCCHOHATBLHOM
NesITeNIbHOCTH;

- HCIIOJIb30BATh CPCACTBA KOJUIEKTUBHOH U HH,Z[HBH,Z[y&JIBHOﬁ 3allUThl B COOTBETCTBUHN
C XapaKTepOM BBITIOJHIEMON MPOPECCUOHATBHON AeATETLHOCTH;

- BblpaGaTBIBaTB U KOHTPOJIMPOBATH HABBIKH, HGOGXOI[I/IMBIC 11 AOCTUXKCHUA
TpeOdyeMoro ypoBHs 0€30MaCHOCTH TPY/a;

3HATH:

— MpaBJIa OPTaHU3allK TPyda U paboyero Mecra;

- CUCTEMBI YIIPABJIICHUS OXPaHOU TPY/la B OPraHU3alNY;

— 3aKOHBI U WHBbIE HOPMAaTHBHBIEC MPABOBBIE aKThHI, COJEpPKaIINE TOCYJapCTBEHHbBIE
HOpPMAaTHBHBIE TPEOOBAaHUS OXpaHbI TPY/Ia, PACIIPOCTPAHSIONIMECS HA JAeITEeIbHOCTh OpraHU3allny;

— 00s13aHHOCTH PAaOOTHUKOB B 00JIACTH OXPaHBI TPY/IA;

- (haKkTUYECKUEe WU MOTCHIIMATBHBIC TIOCIEICTBUS COOCTBEHHOM ACSITETbHOCTU (UITH
0e37eiCTBYS ) U UX BIMSHUE HA YPOBEHb O€30MaCHOCTH TPYy/a;



— BO3MOXXHBIE TIOCJICJCTBUS HECOONIOIEHUSI TEXHOJIOTUYECKUX TMPOIECCOB U
MIPOU3BOJICTBEHHBIX HHCTPYKIUH;

- MOPSIAOK U IIEPUOJUYHOCTD UHCTPYKTUPOBAHUS;

— MOPAJOK XPAaHEHUSI U UCIOJIb30BaHUS CPEICTB KOJUIEKTUBHOM M WHAMBHIYaIbHON
3aLIUTBHI.

B pesynbrare OCBOEHHS MporpaMMbl CIyIIaTelb JOJDKEH HpUoOpecTH HEOOXOIMMBbIE
3HaHUS OTHOCHTEIBHO TpPeOOBaHMN OXpaHbl TPyJa, MPEIYCMOTPEHHBIX NPO(PECCHOHATBHBIM
crangaptToM «Cneyuanucm no Op2aHU3AYUOHHOMY U OOKYMEHMAYUOHHOMY 0becneyeHuio
VApasneHus opearuzayueti» B 0000IICHHON TPYI0BOM QYHKIINK JJoKyMenmayuonHoe obecnevenue
oesamenvHocmu  Opeanuzayuu, a TakKe TIPYAOBBIX QOVHKIMAX opeanuzayus pabomsl ¢
OOKYMEeHMAaMu, Op2anu3ayus mexkyuje2o XpaneHus OOKyMeHmos, op2anu3ayus 06pabomku 0en o
nocneoyroueco XpaHeHus.

B cootBercTBUM C TpeOOBaHUSAMH, YKazaHHBIMU B Keanughuxayuonnom cnpagounuke
o0ondicHoCcmell pykogooumenei, Cneyuanucmos u opyaux cayxcawux 4-e usnaHue (yTBEpKICH
nocraHoBieHneM Muntpyna PO or 21 asrycra 1998 r. B pen. [loctanoBnenuit Muntpyna P® ot
21.01.2000 r. Ne 7, ot 04.08.2000 r. Ne 57, ot 20.04.2001 r. Ne 35, or 31.05.2002 r. Ne 38, ot
20.06.2002 r. Ne 44, or 28.07.2003 1. Ne 59, or 12.11.2003 r. Ne 75, Ilpukasos
Munznpascoupazputus PO ot 25.07.2005 r. Ne 461, ot 07.11.2006 r. Ne 749, ot 17.09.2007 1. Ne
605, ot 29.04.2008 1. Ne 200, ot 14.03.2011 r. Ne 194, ITpuxazoB Muntpya P® ot 15.05.2013 Ne
205, or 12.02.2014 r. Ne 96, ot 27.03.2018 r. Ne 197) B pe3ynapTaTre OCBOCHHUS MPOTPAMMBbI
CIIyIIATENN 00axcHbl 3Hamy: 1loctanoBnenus, Pacnopspkenus, [lpukassl, 1pyrue pykoBoAsinue U
HOpPMAaTHUBHbIE JOKYMEHTHI BBIIIECTOALIMX U JPYIMX OpPraHOB, KacaroIlUecss COOJIIOJCHUS
TpeOOBaHUI OXpaHBI TPY/a; 3aKOHOJATEILCTBO O TPYAE U oxpaHe Tpyna Poccuiickoit deneparum;
IIpaBWwIa BHYTPEHHETO TPYAOBOTO paclopsaka; IpaBWiIa M HOPMBI  OXpaHbl  TpyJa,
IIPOU3BOJCTBEHHON CaHUTApHUM U IPOTUBOIOKAPHOM 3aIUTHI.

Ha peanuzamuio PaGodeii mporpaMmMbl OTBOAUTCS 6 4acoB.

3aBepiiaercst o0ydeHre Mo y4eOHOU AUCHHILTUHE TpoBeaeHUuEM AuddepeHIPOBAHHOTO
3a4éra.


https://normativ.kontur.ru/document?moduleId=1&documentId=55665#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=55665#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=55667#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=61496#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=61631#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=9854#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=9854#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=59125#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=64166#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=88816#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=99711#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=111849#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=111849#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=120583#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=175196#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=213826#l1
https://normativ.kontur.ru/document?moduleId=1&documentId=213826#l1
https://normativ.kontur.ru/document?moduleId=1&documentId=226119#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=310512#l0

YYEBHO-TEMATHUYECKHAM IUIAH U COJIEP)KAHUE «OXPAHA TPY]IA»

B TOM 4YHCJIE

Ne HarnMeHOBAHIE Ten Oomit Camocr. ATTecTanmus,
n/n 00bém uacos| Jlexuun, | IIpakruyeckue, | pagora, uac. vac.
yac. yac.
1 OCHOBHBIE MTOJI0KEHUA TPYI0BOTO MpaBa B Poccuiickoi 1 1
) ®denepanuun
) Opranuzanys CUCTEMBI YIIpaBJIEHUs OXpaHOU TpyAa Ha 1 1
) NpEANPUITHI
3 OcHoBHbIE BpeIHbIE U OMIACHBIE TPOU3BOJICTBEHHBIE (DAKTOPBI, UX 1 1
' BIIMSTHUE HA 3I0POBHE Pa0OTAIOIINX
OcHoBHBIE TTOHATHS 00 OMACHOCTH JEKTPHUECKOTO TOKA.
4. OCHOBHBIE TTOHSTHUS O TIO’KaPHOM 0€30MMaCHOCTH M TIOPSIOK 1 1
NEeHCTBHS paOOTHUKOB TIPH MOXKAPE
5 HOp}II[OK pacciacaoBaHrd HCCUACTHBIX CIIy4acB Ha IMPOU3BOACTBEC. 1 1
' [Iprembl 0kazaHus NEPBOM MOMOILU MOCTPAIABIINM
6 W3y4yeHne HHCTPYKIMU 110 OXpaHe TpyJa [0 BUAaM padoT. 1 1
' JAudpepeHupoBaHHbIN 324€T
UTOoIro 6 5 1




COJEP)KAHUE

Tema 1

OcHoBHbIE TO0JI0:KeHUs1 TPyAoBoro mpaBa B Poccuiickoit ®@enepauuu. IlpaBuia
BHYTPEHHEro TPyJ0BOI0 PacHOpsAAKa HA MPeANPUSITHAX

O3HakOMJIEHHE C MpaBWJIaMU BHYTPEHHETO TPYAOBOro pacmopsaka. O0sS3aHHOCTH U IpaBa
paOOTHHKOB, MIpaBUJIa TIpUEMa M YBOJILHEHUS. 3aKOHOJATEIbHOE PETYIMpPOBaHNE pabouero BpeMeHn
Y BPEMEHHU OT/IbIXa PA3IMYHBIX KaTEropuii pabOTHUKOB.

OO6s3aHHOCTH paboTojaTenss IO OOECHEueHUI0 OXpaHbl TpyJda Ha NPEANPUATHH. Bumbl
HaKa3aHWU 3a JIOMYyIICHHBIC HAPYIIIEHUS B padOTe U MOOMIPEHUH 32 TOOPOCOBECTHBIN TPYI. JIBIOTHI 1
KOMIICHCAIMH 32 BBIIIOJHEHUE TSDKENBIX padoT U paboT mpy BO3ACHCTBUU BPEAHBIX U (MITH) OMACHBIX
MIPOU3BOJICTBEHHBIX (PaKTOPOB.

[TomrHOMOYMST TPYJIOBBIX KOJUIEKTHBOB, MX IPEICTABUTEIBHBIX OPTaHOB M OOIIECTBEHHBIX
OpraHM3alyii B yCTaHOBJIEHMM COLIMAJIBHO-TPYAOBBIX OTHOIICHWM, pEUICHHE TPYIOBBIX CIOPOB.
KomnexktuBuslii foropop. ConuaibHOE CTpaXOBaHUE.

Tema 2

Opranu3anusi CHCTEMbI YIIPaBJIeHHsI OXPAHOI TPy/Ja HA NPeINPUITHH

OO1u1re TpUHIUITBI OpraHu3anry paboTHI IO OXpaHe Tpyaa Ha npeanpusTiu. Ciryx0a oXpaHbl
Tpynaa, ee PyHKIIMKM U OCHOBHBIE 3aaauu. [IpoBenenne oOyueHuss 1 MHCTPYKTaXKEH MO0 OXpaHe TpyJa
Ha IPEANpPUATHH.

Tema 3

OcHOBHBIE Bpe/IHbIE M ONIACHBIE IPOU3BOACTBEHHbIE (GAaKTOPBI, MX BIHSHHE HA 30POBbe
padoTamouux.

Ilonatue o0 ycnoBHAX TpyAa, OMNACHbIE M BpPEAHbBIE MPOU3BOJCTBEHHBbIE (AKTOPBI, HMX
KJaccu(UKaLus U BIMSHUE HA OPraHu3M YesnoBeka. [IpuHIMITBI HOpMUPOBAHUS MTaPaMETPOB BPEIHBIX
IIPOU3BOJICTBEHHBIX (DAKTOPOB, OpraHu3alys MIPOM3BOJCTBEHHOIO KOHTPOJS 33 YPOBHEM BPEIHBIX
MIPOU3BOJICTBEHHBIX (hAaKTOPOB.

I'uruena Tpya v Npou3BOACTBEHHAs caHUTapHs. HazHaueHue v NopsioK peIBapUTENIbHBIX U
npOoPUIAKTUIECKUX MEAUIIMHCKUX OCMOTPOB paboTHUKOB. OOyueHue 1o mporpaMMaM OXpaHbl TpyJa
(ITIT  No2464). Atrecranus paboyux MecT 10 ycJIoBUsIM Tpyaa. OCHOBHBIC TMOJOKEHUS
IIPOU3BOJICTBEHHON caHuTapuu. Ha3zHaueHune u opraHusanysl NpeABapUTENbHBIX U MEPHUOJUYECKHX
MEJIULUHCKUX OCMOTPOB PaOOTHUKOB.

[Topsnok obecnieueHust paOOTHUKOB CIEMATBHOM OCKI0H, ClIeUaIbHOM 00YBBIO U IPYTUMU
CpeACTBaMU MHIUBUYaIbHON 3aIUTHL.

Tema 4

OcHOBHbIE TOHATHS 00 OMACHOCTH JJIEKTPHUYECKOro TOka. (OCHOBHbIE TOHATHSA O
MOKAPHOI1 0€30MACHOCTH M MOPSAOK AeCTBUSA PA0OTHUKOB MPH MOKaApe

[TonsiTre anekTpode3onacHocTh. JlelicTBHUE AMEKTPUIECKOTO TOKA U ANEKTPUUYECKUX TOJIeH Ha
OpraHU3M 4YeJIOBeKa. THUTIHYHBIC CIydau MOPaKEHUS YEJTOBEKA DJICKTPUUECKUM TOKOM. TeXHUYECKHE
148 OpFaHI/ISaLII/IOHHBIe MepOHpI/ISITI/ISI 110 06€CH€‘-IGHI/IIO BHGKTpOGGSOHaCHOCTI/I. I/IHI[I/IBI/I,Z[ya.HBHBIe
CpeIICTBa 3aIIUTHI IIPU pabOTE B JIEKTPOYCTAHOBKAX.

[TprurHBI BOBHUKHOBEHUS 1M0apoB. OCHOBHBIE MTOpaxaromiue GakTophl MpH moxkape. Mepsl
MpeaynpexacHuss ToxapoB. I[lopsamok XpaHEHUs TM0XXApOOMACHBIX BEIIECTB W MaTEpPHAJIOB.
ObecrieueHre MOMENICHUN CPEICTBAMU TOKAPOTYIICHUS.

JIeficTBUS TOJDKHOCTHBIX JIUI] U PAOOTHUKOB MPEANPHUATHS IO JIMKBUJAIMU TI0XKapa U €ro
nocnencTsuil. ILansl MMKBUIALMY U NPELYIPEKACHUS [10KAPOB, IJIAHbI dBaKyaluu IIPU I0Kapax.
[TpaBumna mosb30BaHUs IEPBUYHBIMH CPEJICTBAMH TTOXKAPOTYIIICHHUS, MECTA MX PACIIOJIOKCHHS.

Tema S

ITopsigok pacciienoBaHNsA HECYACTHBIX CIy4aeB HA IPOU3BO/ACTBE.

[Ipuembl OKkazaHusi MEpPBOM JOBpaueOHOM MenuIMHCKON momomu [loHsTHE HecdyacTHOro
cityyast Ha npousBocTBe. [lopsanok paccnenoBanus, opOpMIIEHUS U yueTa HECUACTHBIX CIIydaeB Ha



npousBojcTie. [lonsarue npodeccuonanbHOro 3a00aeBaHUA.

[Topsimok paccienoBanus npodeccoHanbHBIX 3a00neBanuii. OKazaHue MEPBOM MTOMOIIN TPH
AJIEKTPOTPAaBMaX, OOMOPOXKEHMSAX, 0XKOTaX, KPOBOTCUCHHSIX, OOMOPOUYHBIX COCTOSHHUSAX U JPYTHX
MOpaXEHHUSIX OpraHu3Ma.

OcHoBHBIE cIOCOOBI MPOBEACHHUS UCKYCCTBEHHOTO JBIXaHUS M HEMPSMOro Maccaka ceplua
IIPY OKa3aHHUU [IEPBOM MOMOUIH MTOCTPAJABIINM

Tema 6

HN3yyeHue HHCTPYKIIUM 110 OXPaHe TPYAA MO0 BUIAAM padoT

N3yuenue TpeGoBaHW MHCTPYKIIMH MO OXpaHe TPYy/Aa MO COOTBETCTBYIOIIMM BHIaM PaboT B
MIOJIHOM 00bEeMe.

MATEPHUAJ/IBHO-TEXHUYECKOE U MHOOPMAIIMOHHOE OBECIHEYEHHE,
HEOBXOJIMUMOE /151 OCBOEHUSA PABOYEH ITPOI'PAMMBI

MarepuajbHO-TeXHUYECKOe o0ecrieyeHune

Peanusarus IIporpammel o0ecrieunBaeTcss HaaU4YMeM MaTepPHATbHO-TEXHUYECKOW 0asbl,
CHOCOOCTBYIOILIEH MPOBEICHUIO BCEX BUAOB 3aHATUHM, NPAKTUKH, MPEAYCMOTPEHHOW Yy4eOHBIM
w1aHoM. COCTOsTHHE MaTepUATbHO-TEXHUYECKOW 0a3bl COOTBETCTBYET JCHCTBYIOIINM CAHUTAPHBIM U
MIPOTUBONOKAPHBIM HOPMaM.

Oo6opynoBanne yueOHOTO KabHHETa:

—mMe0enb, pegHa3HaYeHHast ISl TPYIITUPOBKH B PA3IMUHBIX KOH(DUTYpaIHX;
—pabouee MeCTO NpernoaBaTess;

—KOMIUIEKC Y4eOHO-METOIMYECKON TOKYMEHTAIINH.
Texuudeckue cpeacTBa 0OydeHHS:

—3IIEKTPOHHBIE BUICOMATEPHAIbI;
—HOYTOYK;
—IIPOEKTOP.

Nudopmannonnoe odbecrnieyeHue 00y4eHus
OcHogenble ucmouHuKu, 3aKOHO0AmMeNbHblE U HOPMAMUBEHbIE OOKYMEHMbl, I1eKMPOHHbIE

pecypcol

OchosHble ucmouYHuKu

I. Tpynosoii konekc Poccuiickoit peneparuu (D3 ot 28.12.2013 Ne 197-D3 B penakuuu
29.09.20251.)

2. Konmekc Poccuiickoii ¢enepauun 00 aAMUHUCTPATHBHBIX IPAaBOHAPYILICHUSAX (B
penakuuu ot 30.12.2001 r.)

3. @enepanbHblil 3akoH «O crienuaabHON OLEHKE ycioBuM Tpyaa» or 28.12.2013r. Ne
421-®d3

4. I'ycbkoB, A. B. YipaBneHue nmponu3BoACTBEHHON 0€30IaCHOCTHIO : yueOHoe nmocodue /
A. B. I'ycekos, K. E. Munesckuii, E. 1O. [Totanuna. — Mocksa; Bonornaa : Undpa-Unxenepus, 2025.
- 288 ¢ — ISBN 978-5-9729-2333-5. - Tekct : oanekrponHsii. - URL:
https://znanium.ru/catalog/product/2226252 (nara obpamenus: 24.12.2025).

5. I'padxuna, M. B. Oxpana Tpyaa B IpOMBIIIICHHOCTH : yueOHuk / M. B. I'padkuna. —

Mocksa; Bonorma : Uudpa-Unxenepus, 2025. - 200 c. — ISBN 978-5-9729-2619-0. - Tekcr :
anekTpoHHbIH. - URL: https://znanium.ru/catalog/product/2226250 (nata obpamenus: 24.12.2025).

6. Opnosckuit, C. H. Oxpana tpyna : yueoHoe nocodue / C. H. OpnoBckuii. — Mockga ;
Bomnorna : Madpa-Unxenepus, 2025. - 120 ¢. — ISBN 978-5-9729-2667-1. - TekcT : 37€KTPOHHBIH. -
URL: https://znanium.ru/catalog/product/2226248 (nara obpamenus: 24.12.2025).

7. ®enopos, I1. M. Oxpana Tpyna: npakrudeckoe nocodue / [1.M. @enopos. - 7-e uzn. —
Mockga : PUOP : UHDPA-M, 2026. - 152 ¢. — DOI: https://doi.org/10.29039/01987-0. - ISBN 978-
5-369-01987-0. - Tekcr : snexkrponHbd. - URL: https://znanium.ru/catalog/product/2226031 (nata
obOpamenust: 24.12.2025).



OIIEHOYHBIE MATEPHUAJIbBI

[Tepeuenp BonpocoB K AuddepeHnpoBaHHOMY 3aueTy 1o «OxpaHa Tpyna»

NN RO =

IIpaBoBbI€ M OpraHNU3allMOHHBIE OCHOBBI OXPaHbl TPYy/1a Ha MPEANPUITUAX
OCHOBHBIE MTOJIOXKEHUS 3aKOHOIATENBCTBA 00 OXpaHe TPyAa Ha NPEANPUATHH
Opranuzanus pador no OT Ha npennpusaTun

BpenHble u onacHble IPOU3BOACTBEHHBIE (PAKTOPbI

IIpoBenenue crnennaabHON OLIEHKU YCIOBUM TpyZAa: MPUHIUIIBI U PETJIAMEHTBI
[Ipon3BOACTBEHHBIN TpaBMaTU3M

HecuacTHblii city4ail Ha IPOU3BOJICTBE

WucTpyknnu o oxpaHe Tpyaa

PaboTh! NOBBINIEHHOH ONMACHOCTH

. TpeboBanus Kk 000PYIOBAaHUIO M TEXHOJIOTHYECKON OCHACTKE

. DNeKTpoOe30nmacHOCTh

. [Toxxapnast 6e30MmacHOCTbh 00bEKTa

. HOpSI,Z[OK paccicaoBaHrd HCCYACTHBIX CJIYUACB Ha IMMPOU3BOACTBC
. OkazaHue nepBoil NOMOIIY NOCTPAIABIINM



OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CUCTEMBI TPOMBIIIJIEHHOM BE3OITACHOCTHW»

OCHOBHAJS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHMSI
IMPOI'PAMMA ITPO®PECCUOHAJIBHOU IOATI'OTOBKH 11O JOJI’KHOCTH
CJHYXKAIIUX 21299 « IEJTOITPOU3BOJAUTEJ/Ib»

PABOYAS ITPOI'PAMMA
«1OKYMEHTAIMOHHOE OBECIIEYEHUEAEATEJIBHOCTH
OPI'AHM3 AL



Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®enepanpHoro 3akoHa ot 29.12.2012 1. Ne 273-®3 «OO6 ob6pazoBanum B Poccuiickoit
Denepauuny».
COJAEP)KAHHUE

—

I[TOACHUTEJIbHA A 3AITMCKA

2. YUEBHO-TEMATWUYECKUH ITJIAH U COJEPXKAHUE YUYEBHOI'O MATEPHAJIA
MATEPUAJIBHO-TEXHUYECKOE U  HMHO®OPMAIIMOHHOE  OBECIIEYEHUE,
HEOBXOJIUMOE JIJI1 OCBOEHU I PABOYEN ITPOT'PAMMGBI

4. OLEHOYHbIE MATEPHAIJIBI

[98)

IHOACHUTEJIbBHASA 3AIINCKA

Heab peanu3anuu NporpaMmbl U MJIAHUPYeEMBbIe Pe3yJabTAThI 00yYeHUs!

Pabouass mnporpamma «/[okymenmayuonnoe obecneuenue OesmenbHOCMU OP2AHUSAYULY
ABIISICTCA YacThI0O OCHOBHOW IpOrpaMMbl NPO(ecCHOHANBHOTO 00yueHHs] MO NpodecCHOHANbHOM
MOATOTOBKE «JleI0mpon3BOANTEINBY, pa3pab0TaHHON HA OCHOBE:

- ®DepnepanpHoro 3akoHa oT 29.12.2012 Ne 273-®3 «OO6 obpasoBanuu B Poccuiickoit
denepanuny,

— Ilepeunss mpodeccuii paboumx, MOHKHOCTEH CITyXKaIluX, MO KOTOPBIM OCYIIECTBIISETCS
npodeccuoHanbHOe O0yuYeHUE, YTBEpKIeHHOro mpukazom MunucrepcrBa I[Ipocsemenus PD ot
14.07.2023 1. Ne 534,

— IIpodeccuonanbHOro CTaHjaapTa Cneyuanucm no OpP2aHU3aYUOHHOMY u
OOKYMEHMAYUOHHOMY — obecneyeHulo  ynpaeienus  opeanuszayueti  (YTBEPKICHHOTO IMPHKA30M
MuHnuctepcTBa Tpyia U coruanbHou 3amuThl PO ot 15.06.2020 1. Ne 333H),

— TpeOoBaHMid, yKa3aHHBIX B  KBamn(uKamMOHHOM  CHPABOYHHUKE  JOJHKHOCTEH
PYKOBOJIUTENEH, CIEUUMAINCTOB M JPYTHX CIyXamux 4-¢ u3gaHue (yTBEP)KICH MOCTAHOBICHUEM
Muntpyna P® ot 21 aBrycra 1998 r. Ne 37 ¢ uzamenenusimu ot 27 maprta 2018 1.).

yMeTh:
—  OCYIIECTBJIATH JOKYMEHTAIMOHHOE OOECIICUCHHE ACATEIbHOCTH OPTaHU3aIHH;

—  NPUHHAMATh W PETUCTPUPOBATH IOCTYMAOIIYI0 KOPPECIOHJEHILNIO, HANpaBISATh €€ B
CTPYKTYPHBIE IOJIpa3eJICHUs] OPraHU3aliH;

—  paccMaTpuBaTh NOKYMEHTBI M I€pelaBaTh MX Ha MCIIOJIHEHHE C YYETOM DPE3O0JIIOLHH
PYKOBOAUTEJIEH OPraHU3aLUu;

—  0pOopMIISTH PETUCTPALIMOHHBIEC KAPTOUKHU U CO3/1aBaTh OAHK JIaHHBIX;
—  BECTH KapTOTEKY yueTa IPOXO0KJIECHUS JOKYMEHTAIbHBIX MaTepUAIIOB;
—  OCYHIECTBJISITH KOHTPOJIb 32 MPOXOKICHUEM JTOKYMEHTOB;

— OTIIPABJISATh WMCHOJHEHHYH JTOKYMEHTAIMIO ajpecaraM C MPUMEHEHUEM COBPEMEHHBIX
BUJI0B OPraHU3allMOHHON TEXHUKH;

—  CcoCTaBIATh U O(OPMIATH CIyXkeOHble JOKYMEHTHI, MaTepHalibl C HCIOJIb30BAaHUEM
(hopMyIISIPOB JOKYMEHTOB KOHKPETHBIX BHIOB;

—  OCYIIECTBJISITh IOKYMEHTUPOBAaHHE M OPTaHU3AI[HOHHYIO0 00Pa0OTKY TOKYMEHTOB;
—  (dopmupoBaTh aena;

—  obecrieunBaTh OBICTPBIH MOUCK JOKYMEHTOB II0 HAy4yHO- CIIPaBOYHOMY ammapary
(kapToTeKaM) OpraHu3aluu;

—  CHCTEMaTHU3MPOBATh U XPAHUTH TOKYMEHTHI TEKYIIETO apX1Ba;
—  obecrieunBaTh COXPAaHHOCTb MPOXOIAIICH CITyKeOHOW JOKYMEHTAINH;
—  TOTOBUTb M IlepeaaBaTh JOKYMEHTBI HA ApXUBHOE XPAHEHHUE;

—  obecrieunBaTh COXPAaHHOCTb aPXUBHBIX IOKYMEHTOB B OpraHU3aLUH;



3HaThb:

—  OCHOBHBIE BHJIbI pa0OT 10 MH()OPMAIIMOHHO-OKYMEHTAITMOHHOMY O0CTY>KUBaHUIO B chepe
YIIpaBJICHUS;

—  NOpAIOK M TpaBWia  MH(POPMALMOHHO-JOKYMEHTAIMOHHOTO  OOecneueHus W
o0CITyKUBaHUS pabOThI PyKOBOJIUTEINS MIPEATPUATHS WM €T0 MOApa3AeTICHHUS;

—  TNPUHLUUI OpraHW3alud W BUABI paboT 1Mo Oe370KyMEHTAMOHHOMY OOCITY>KHBaHHIO
PYKOBOAMTEIS;

—  OCHOBBI JICJIONPOU3BO/ICTBA;

—  BH/[IbI, HA3HAUYEHHE U NPABUJIA COCTABICHUS U OPOPMIICHUS TOKYMEHTOB;

—  PYKOBOJSIIME W  HOPMATUBHbIE  JOKYMEHTBI,  OTHOCAIIMECS K  BEACHHIO
NEJIONPOU3BOICTBA;

—  BUJBI U IOPSIOK paboTHI C JOKYMEHTaMHU OpraHU3aliy, KOPPECIOHICHIINEH;

—  mopsAoK (OpMUPOBAHMS IE]T B COOTBETCTBUU C YTBEPKIEHHOW HOMEHKIATYPOii;

—  IpaBWIA XPAHECHUS TOKYMEHTOB.

B pesynbraTte OCBOGHHS TNpOrpaMMbl  CIylIaTeldb JOJDKEH OCBOMTH  TpeOOBaHHSA
npodecCHOHANTBHOTO CTaHmapTa «Cneyuanucm no Op2AHU3AYUOHHOMY U  OOKYMEHMAYUOHHOMY
obecneueHuro ynpaeieHusi opeanuzayuel> B COOTBETCTBUM ¢ 00001IeHHOIi TpyaoBoii dyvHKIuMelH
Hokymenmayuonnoe obecneuerue OessmenbHOCMU Op2aHU3ayuU, a TakKe TPYAOBBIMH (QVHKIUSAMU
opeanusayus pabomsi ¢ OOKYMEHMAaAMU, OP2aHU3AYUs MeKyuwe20 Xpanenus 00OKYMeHmMOo8, Op2anu3ayus
0bpabomku 0en 011 NOC1edyIowe20 XPaHeHus

B/01.5 Opranusanusi padoThl ¢ JOKYyMeHTAMH

Ilpuem w  mepBuuHas  00paboOTKa  BXOAAIIMX  JOKYMEHTOB
[IpenBapuTenbHOE PAacCMOTPEHHE W COPTHUPOBKA JOKyMeHTOB IloaroroBka
BXOJSIIUX JOKYMEHTOB JJIsI PAacCMOTPEHHUs] PyKOBOAMTENEM. Perucrparus
BXOJSIINX JJOKYMEHTOB.

Opranuzanus OCTaBKH JIOKYMEHTOB HCIIONHHUTENSIM Benenue 06a3bl
JAHHBIX JTOKYMEHTOB OpraHu3anuu Benenue nH(OpMamOHHO-CIIPABOYHON
pabotsr O6paboTKa M OTIpPaBKa UCXOAAIMINUX TOKYMEHTOB.

Opranuzanus paboThl O PETUCTPALNK, YUETy, XPaHCHHIO U Iepesiaue B
COOTBETCTBYIOIIUE CTPYKTYPHBIE MOApa3AeieHUss JOKYMEHTOB TEKYIIETO
JIeTIONPOMU3BOCTBA.

TpynoBsie AeiicTBUA

PaGoratb co BCeil COBOKYITHOCTBIO nH()OPMAIIMOHHO-
JIOKYMEHTAIMOHHBIX PECYypCcOB opraHmu3anuu. [1onp3oBaTecst 6a3aMu JaHHBIX,
TpeGoBanwus K B TOM YHCJIC YIaJIeHHBIMH. [1071530BaTHCS CIIPaBOYHO-TIPABOBBIMU CHCTEMAMH.
00pa3oBaHUIO U [lpumeHsTH  COBpeMEHHbIE  WH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIC
00yUYCHHIO TEXHOJIOTUH JIsl pabOThI C TOKYMEHTaMH, B TOM YHUCJIE JJIS €€ ONTUMHU3AIUU U
MOBBIICHHS 3P (HEKTUBHOCTH.
KoHTposh HCIIOTHEHUS] TIOKYMEHTOB B OpraHU3aluu

HopmatuBHbIE  TpaBOBbIE  aKThl W HOPMAaTUBHO-METOJNYECKHE
JOKYMEHTBI, ONpEACTAIONNE MOPAIOK JTOKYMEHTALIMOHHOTO OO0ecreYeHus
YIPaBICHUS.

CrpyKTypa opraHu3aiyu, pyKoBOJACTBO CTPYKTYPHBIX IOAPa3ICICHUI.

CoBpemeHHbIe HH()OPMALIMOHHBIE TEXHOJIOTUU PaOOTHI C IOKYMEHTAMHU.

TpeboBanmus k
[opsimok paboThI C JOKyMEHTaMH.

OIIBITY
. CxeMbl IOKyMEHTO000pOoTAa.
MPAKTHYECKON
AGOThL [IpaBuna paboThl C BXOASIIUMH, WCXOJSAIIUMA W BHYTPEHHUMH
p JIOKyMEHTaMH.
[IpaBuna opranuzanuu U (GopMbl KOHTPOJIS UCIIOIHEHUS TOKYMEHTOB B
OpraHH3aInH.

Tumnossie CPOKH UCIIOJHCHHUA JOKYMCHTOB.
[TpuHIIUTIBI pabOTHI CO CPOKOBOM KAPTOTEKOM.




Haznauenue u TeXHOJIOTHS TCKYIICTO U IPCAYTIPCAUTCIILHOTO KOHTPOJIA.

[IpaBuia TOKYMEHTAIIMOHHOTO 00ECTICYCHUS IS TETbHOCTH OPTaHH3aINH.

Bubl 10KyMEHTOB, UX HA3HAYEHUE.

TpeOoBaHusi, mpeabsBIseMble K JIOKYyMEHTaM B COOTBETCTBUU C
HOPMAaTUBHBIMU aKTaMH U TOCYAaPCTBCHHBIMHA CTaAHAAPTAMU.

[MpaBuna cocraBneHuss U OQOPMIICHHUS HH(POPMAIMOHHO- CIIPABOYHBIX,
OpTraHU3allMOHHBIX, YITPABJICHYCCKUX JOKYMCHTOB.

[lpaBuna co3gaHus U BeAcHUs 0a3 JaHHBIX CITY)KEOHBIX TOKYMEHTOB B
OpraHu3aLUu.

CucTeMBI AIEKTPOHHOTO TOKYMEHT0000pOTA.

IIpaBuiia ¥ CpOKH OTIPABKU UCXOIAIIUX TOKYMEHTOB.

TpeOoBaHMs OXpaHbI TPYIA.

B/02.5 Opranusanus TeKyuero XpaHeHus I0KyMeHTOB

TpynoBsie AeCTBUSA

[TpyMeHeHre HOMEHKIIATYphI €T OpraHU3alHu.
[IpoBepka npaBUIBLHOCTH O(GOPMIICHUS TOKYMEHTOB U OTMETKH 00 HX
UCIIOJTHEHUH Tiepe UX GOPMUPOBAHUEM B JIETIO JUIS TOCJIEAYIOIIET0 XPaHEHHUS.
DopMyIMpPOBAHKE 3aT0JIOBKOB JIE] U ONIPECIICHHE CPOKOB UX XPAHECHHUSI.
DopMUpPOBAHUE JICII.
KOHTpO.HI: MMPaBUIIBHOTO U CBOCBPECMCHHOI'O paCcpCACICHUA U MMOAIINBKA
JOKYMEHTOB B JieJIa.

TpeboBanmus k
00pa30BaHUIO U
00y4YeHHI0

Opranu3oBbiBaTh pPabOTy MO YYeTy, XpaHEHHIO M Ieperaye B
COOTBETCTBYIOIIEE CTPYKTYPHOE IIOAPA3JEICHUE JOKYMEHTOB TEKYILEro
JIEJIONIPOU3BO/ICTBA.

Hcnonp30BaTh  HOMEHKIATYPY J€I IHPU HM3YYEHUU CTPYKTYPBI
OpraHM3allH, COCTABJICHUH ONUCEH JEI.

Opranu3oBbiBaTh paboTy 1O (OPMHUPOBAHUIO A€ B COOTBETCTBUU C
YTBEPKICHHOW HOMEHKJIATYpOH J1€J]1 OpraHu3aliu.

[TpaBuIBHO M CBOEBPEMEHHO (DOPMUPOBATH TOKYMEHTHI B JI€JIa C YUETOM
UX CIeru()UKH.

CucremaruzupoBaTh JIOKYMEHTBl BHyTpu jena. (OOecneuuBaThb
COXPAHHOCTb U 3aIIUTY JOKYMEHTOB OpraHU3alHH.

[TpumeHsaTs MH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU MJIS
paboThI ¢ TIOKYMEHTaMH.

TpeboBanmus k
OIIBITY IPAKTUYECKON
paboThI

HopmaTtuBHBIE  MpaBOBBIE  aKThl,  HOPMATHBHO-METOAMYECCKUE
JOKYMEHTBI, TOCyIapCTBEHHBbIC CTaHIAPTHL, OINPENENSIONUE  IMOPSIOK
JOKYMEHTAIIMOHHOTO 00ECTICYCHUS YIIPABIICHHSL.

Bunbr HomMeHKIaTyp, 001IHe TpeOOBaHUS K HOMEHKIIATYPE, METO/IUKA €€
COCTaBJICHUS U OPOPMIICHHUSI.

[opsimox  popmupoBanuss U  odopMmileHUS e,  chernuduka
(GOpMHUPOBaHUS OTICIBHBIX KATETOPUH JIEIT.

[IpaBuna xpaHeHUs e, B TOM YUCIE C JTOKYMEHTaMH OrPaHHYCHHOTO
JIOCTYTIA.

[IpaBuia BeIJa4M ¥ MCTOIH30BAHUS TOKYMEHTOB U3 C(HOPMUPOBAHHBIX
Jelt.

TpeboBanus 0XpaHbl Tpyaa.

B/03.5 Opranuzanus 00padoTKH J1eJ1 AJ15 MOCJIey0Lero XpaHeHHs




Tpynoseie
NEUCTBUS

[IpoBepka CpOKOB XpaHEHHsI JOKYMEHTOB, COCTAaBJICHHE MPOTOKOJA
paboThI SKCIEPTHON KOMUCCHUH IO MOATOTOBKE JOKYMEHTOB K XpaHEHHIO, aKTa
O BBIJICJICHUU K YHUUTOXKEHUIO IOKYMEHTOB, HE TOJJIEKAIINX XPAHCHHUIO.

CocraBrieHre BHyTpEeHHEH onucu Jen Juisi 0co00 IIEHHBIX IOKYMEHTOB
OdopMmieHre gen MOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHECHHS
Odopmienne 00JOXKKH 1€l TOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB
XpaHEHUSI.

CocraBiieHrne OmMucH JAeNl TMOCTOSHHOIO, JOJTOBPEMEHHOTO CPOKOB
XpaHEHUSI.

Ilepenaya gen B apXuB OpraHU3alMu.

TpeGoBanwms K
00pa30BaHUIO U
00yUYECHHIO

Ilonb30BaTbcst  MEpEeYHSAMH  JOKYMEHTOB M AHAJIU3UPOBATH
(bakTHIeCKOE CoIepIKaHNe UMEIOIIUXCS B IeJie JOKYMEHTOB IIPH ONPeIeIICHIH
CPOKOB UX XpPaHCHUS.

OdopmisiTh OOMOXKKH 1€ TOCTOSSHHOTO M BPEMEHHOTO CpPOKOB
XpaHCHUA B COOTBCTCTBHU C Tp€6OBaHI/I}IMI/I rocyaJapCTBCHHBIX CTAaHAAPTOB
[Tpon3BOANUTE  XPOHOJOTHYECKH-CTPYKTYPHYIO  CHCTEMATHU3ALHUIO0  JIe]
[TpuMeHATh MHPOPMALMOHHO- KOMMYHUKAIIMOHHBIE TEXHOJIOTUH JJIs1 pabOTHI
C JOKyMEHTaMH.

TpeboBanus k
OIIBITY
MPaKTHYECKOU
paboThI

HopmatuBHBIE  TpaBOBBIE  aKTbl,  HOPMAaTHBHO-METOJMYECKUE
JTOKYMEHTBI, TOCYIAapCTBEHHbIC CTAaHIAPTHI, ONpENENAIOMNe TOPIIOK
JOKYMEHTAIMOHHOTO 00ECTIeYeHHs yIIpaBICHUSI.

Kpurepun pasneneHus DOKyMEHTOB Ha TPYNIBI B COOTBETCTBHH C
LEHHOCTHIO MH(OPMAIINH, COJIepIKALIeHCs B HUX.

[TopsimoK WCTONIB30BaHUSI TUIOBBIX WJIM BEIOMCTBEHHBIX MepeuHen
JOKYMEHTOB, OIPEJACICHUS CPOKOB XpaHEHUS B MPOIEcCce SKCIEPTU3bI
[IEHHOCTH JJOKyMEHTOB.

[Topsimox co3maHusi, OpraHu3alMd M JOKYMEHTHPOBAaHUS PaOOTHI
AKCIEPTHON KOMHUCCUU

[IpaBuia cocTaBneHHs M yTBEPKICHUS IIPOTOKOJIA PAOOTHI SKCIIEPTHON
KOMHCCHH.

[IpaBuia cocTaBiaeHUs U yTBEP)KICHHS aKTa O BBIICJICHUN JOKYMEHTOB,
HEeTIO/IeKAINX XPaHEHUIO

[IpaBuna TexHUYECKOH OOpabOTKM M MOJHOTO O(opMIECHUS Aen
MOCTOSTHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS

[IpaBuia cocTaBieHUs OMUCH JIEN MOCTOSTHHOTO U BPEMEHHOTO CPOKOB
XpaHEHHsI B COOTBETCTBHHU C JICHCTBYIONIMMH HOPMAaTHBHO- METOANYECKUMHU
JTOKyMEHTaMHU

[TpaBuia nepenayn e B apXUB OPTaHU3AIINH.

TpeboBanust oxpaHsl Tpya.




B cootBerctBUM ¢ TpeOoBaHUSAMH, yKazaHHBIMU B KBanndukalyoHHOM CHpaBOYHHKE
JOJDKHOCTEH PYKOBOJAMTENEH, CIEHHAIUCTOB M JPYruX Ciyxaummx 4- € uzganue (yTBEpKIEH
noctaHoBieHneM Muntpyna PO ot 21 asrycra 1998 r. Ne 37 ¢ usmenenusmu ot 27 mapra 2018 r.),
crywament OO0JCeH 3HAmb TIOCTAHOBIEHUS, PACIOPSIKEHUS, NPHUKa3bl, IPYrHe PYKOBOASIIUE U
HOpPMAaTUBHbIE JOKYMEHTHl  BBIIIECTOSIIMX M  JPYIrMX OpPraHoB, Kacalollhecs BeIeHUs
JIEJIONPOU3BOJICTBA B OpraHU3allMM; OCHOBHBIE MOJOXKEHHUS EIWHON TrocylapCTBEHHOM CHCTEMBI
JeJIONPOU3BOJICTBA; CTAHAAPTHl YHU(PHUIIMPOBAHHOW CHCTEMBbI OpPTraHU3allMOHHO-PACTIOPSAUTEIBHON
JOKYMEHTAIMU; CTPYKTYPY OpraHU3alliu U €€ ToJIpa3/IeJIeHUI; OPsAI0K KOHTPOJIS 33 IPOXO0KICHUEM
CITY»KEOHBIX JOKYMEHTOB; 3aKOHOJIATEILCTBO O TPY/IE U oxpaHe Tpyaa Poccuiickoit deaepanum.

Ha peanusanuto Paboueii mporpamMmmel otBoauTcs 40 4acos.

3aBepmraercst oOy4deHHE IO Y4YeOHOW NUCHMIUIMHE TMpoBeacHueM auddepeHIIMPOBAHHOTO
3ayéra.



YYEBHO-TEMATUYECKHWM IJTAH U COAEPKAHUE
TOKYMEHTAIMOHHOE OBECIIEYHEHHUE JEATEJIBHOCTHU OPT'AHU3ALIUIN

Ne

B TOM 4YHCJ]IC

nokymenTsl (OPJ]). FOpuaunueckoe
3HAYECHHE JJOKYMEHTOB.

OO0t Camocr.
.. ATTecTanmus,
. HaumeHoBaHue TeM Conep:xanue 00béM Jlekny IIpakTn paoora, yac
4acoB HH, yecKkue, qac. ’
yac. yac.
Tema 1. OcHoBHEBIE OCHOBHBIE CBEJICHUS U3 UICTOPUU
L. CBeJIeHUs] U3 UICTOPUH JICJIIONPOU3BOJICTBA U CEKPETAPCKOM 2 2
JAeJI0TPOU3BO/ICTBA. CITYKOBI
[Iponecce ynpasieHust npearpusITUEM;
JIEJIONPOU3BOJICTBO KAK YaCTh
ynpasienus. Jlokyment. Cxema
OopraHu3anuu padoThl C JOKYMEHTAMHU
npeanpusatis. opma opraHuzauu
Tema 2. Oprannzanus peanp P P 1
JIEJIONPOU3BO/ICTBA.
HH(OpMALHOHHO-
2. NudopmaninoHHO- TOKyMEHTAITMOHHOE 2 2
AOKYMEHTAI[MOHHOI 0
00CITy’KMBaHHE; CIIELIUAIHUCTHI CITYKOBL.
00cTy;KMBaHUS
Opranuzanus TpyAa B OpraHU3allMOHHO-
yIpaBIeHYECKOH cdepe; YCIOBUS Tpya.
JIOKyMEHTallMOHHOE 1
0€3/10KyMEHTAIIMOHHOE 00CITy)KUBaHHE
paboThl PYKOBOJIUTEJIS.
OO111e MOIOKEHUS 110
JOKYMEHTHPOBAHUIO YIIPABIECHUECKOM
Tema 3. JEATeNbHOCTU. Y HU(DUIIMPOBAaHHbIE
JlokyMeHTHpOBaHME CUCTEMBI IOKyMEHTalUU. Y HUUKALUs U
3 ylpaBJieHYeCKOi CTaHJapTU3aLHUs YIIPABIECHYECKUX ) )
' AesATeIbHOCTH. JIOKYMEHTOB.
TpeboBanus k Buibl 10KyMeHTOB; KilacCH(pUKaIIUS.
AOKYMEHTaM OpraHu3alnoHHO-PaCTIOPATUTEIHHBIE




Tema 4. IlpaBuia
opopmJIeHUS
ylpaBJIeHYeCKUX
JOKYMEHTOB

Bunpl OnaHKOB, peKBHU3WTHI, (GOPMYILIp,
OTMETKM Ha  JIOKyMeHTe.  Enunble
TpeOoBaHUS ¥ TMpaBwia OQOPMIICHHUS
JOKYMEHTOB YIPABJICHHUS, YCTAaHOBJICHHBIC
TOCY/IapCTBEHHBIMH W HOPMAaTHUBHBIMHU
aKTaMH — CTaHJIapTHI.

Tema 5. CoBpeMeHHO€
JeJ10BO€ MHUCHMO

IIpaBuiia oopmienus JIEJI0BOTO
MHChMa.

BI/II[I:I IINCEM: HI/ICbMa-HpOCB6I>I, II1MCbMa-
OTBETHI; COIPOBOIUTEILHBIC, TOTOBOPHBIC
U JIp.;

OcobeHHOCTH TeKCTa. MeXTyHapOHbIC
II1McbMa

Tema 6. OcHOBHBIE
AOKYMEHTbI
ylpaBJieHNs;
oopMiieHue U padoTa C
AOKYMEHTAMH

OCHOBHBIE TPYIIIBI YIIPABICHYCCKUAX (MU
OpraHU3alMOHHO—PACIIOPSIIUTENBHBIX )
JTOKYMEHTOB.

Tumnosast cxema opopMIICHHUS TOKYMEHTOB.
OcoOennoct  0hOpMIICHUSI  BHEITHUX
JIOKYMEHTOB U JIp.

JIOKyMEHTUpOBAaHHE  OpPraHU3AIMOHHO—

pacnopsIANTENLHON JEATEIBHOCTA
YUPEXKICHUN.

OpFaHI/ISaI_II/IOHHaH JAOKYMCHTaluA: yCTaB,
MOJIOKEHHE, UHCTPYKLHS.

PacniopsigutenbHbie JOKYMEHTHI: IPUKA3bI,
peleHusl, pacopsKEHUSI.

JlokymeHTupOoBaHue e TENIbHOCTH
KOJUICTHAIBHBIX ~ opraHoB.  CTpykTypa
JOKJIaja, OTYeTa; MPOTOKOJL.
Nudopmanmonno— CIIPaBOYHBIC

JOKYMEHTBI: CIpPaBKH, aKThl, TOKJIAJHbIC
3aIMCKH, TEJIErpaMMBbl, TernehaKkcorpaMMBI
(dakcel), TenegoHOrpaMMBI U Jp.




Tema 7. lokymMeHTBI
NOJMYHOMY COCTABY

Buibl TOKyMEHTOB: TPYAOBbIC KOHTPAKTHI,
MPUKA3bI O IpUEMe, YBOIbHCHHH,
MIEPEBOJIC; TPYIOBBIC KHIIKKH, TUIHBIC
KapTOUYKH U JIP.
Odopmiienne, XxpaHeHHE TOKYMEHTOB;
cobmoieHre KOH(PHUICHITUATBHOCTH.

Tema 8. /lokyMeHTBI
JIMYHOT0 XapaKTepa

Buibl TMYHBIX TOKYMEHTOB: 3asIBIICHUE,
pestome, aBTobuorpadus, pacnucka,
noBepeHHOCTh. COCTaBJICHHE TEKCTa U

o(opMIIeHHE JOKYMEHTOB.

Tema 9. Kommepueckas
KOpPpPeCcHOHIeHIHS

BHenrHeToproBbie TOKyMEHTHI;
KOMMepuecKast KOppeCIOHACHIINS U
KOMMEpPYECKHE MTMChMa; KOHTPAKTHI,
3aKa3bl, COIJIallICHUA, OGH.IGHpI/IHHTBIe

(GhOpMBI TOKYMEHTOB, TEKCT, O()OPMIICHHE

10.

Tema 10.
Jesionpou3BOaCTBO MO
NMCbMEHHBIM 1 YCTHBIM
oOpaleHusIM rpaskaaH

Bunbr oOparienwii: npeanoxeHus,
3asBeHUs, KaI0O0bL. [Topsimok paboTsl ¢
JNOKyMeHTaMu. PernmamMeHTupyomumi
JIOKYMEHT (THITOBOE TTOJIOKEHUE).
Opranu3aiOHHbIE MEPOIPUSIITHSL:
JIMYHBIN TipueM rpaxaat. [Ipuem
MUCEMEHHBIX O0paIeHUH,
JOKYMEHTUPOBaHUE o0palleHuH.

11.

Tema 11. Opranusauus
padoThI ¢ JTOKYMEHTaMH

I'pynnel 1OKyMEHTOB: BXOIAIIKME U
UCXOISIINE; BHYTPCHHUE U BHEIIHUE.
OpFaHI/I3aI_II/IOHHBI€ U HOPMATUBHO-
METOAMYECKHIE JOKYMEHTHI, UX
WCIOJIb30BaHUE B JICTOMPOU3BOJICTBE.
Buapr pabot ¢ nokymenTamu: o6padboTka
MOCTyHaromurx U OTIPaBIACMbIX
JTOKYMEHTOB, YU€T KOJHYECTBA
JOKYMEHTOB, pErUcTpanus u



http://www.pandia.ru/text/category/trudovie_kontrakti/

HHACKCUPOBAHUC JOKYMCHTOB.
NudopmanmonHo-cripaBovHasi padora.
HOp}I,Z[OK BEACHUA U UCITIOJIB30BaHUA
CIIPaBOYHBIX KapToTek. MHpopmanmonHo-
MOMCKOBAsI CUCTEMA ISl pAOOTHI €
JOKyMEHTaMHU

12.

Tema 12. CocTaBjienune
HOMEHKJIATYPHBI JeJI

Homenknarypa nein: nHIUBUAYyalIbHAs,
CBOJ[HAs1, TUIIOBAsl, IPUMEpHAsl.
HopmatuBHBIE TOKYMEHTHI U
METOANYECKUE MaTEePUAJIbI JJIs
COCTaBJICHUSI.

IIpaBuia BegeHus aei.

13.

Tema 13.
®opmupoBaHue e

Hasnauenue hopmMupoBanus ne.
HopmaTtusHbIe 1OKyMeHTBI. [ pynnupoBka
nen, cienuduka GopMupoBaHus
OTJACJIbHBIX KaTeropuil aei. Buabl
JOKYMEHTOB, (POPMHUpPYEMBIX B JEIO.
CucremaTtu3zanus J10KyMEHTOB.
Odopmienne e

14.

Tema 14. Xpanenue
JAOKYMEHTOB

[IpaBuna xpaHeHus: 1€l B CTPYKTYPHBIX
MOJPA3/ICICHUSX MIPEIIPUATHUSI.
ApXUB NpeANIPUATHS.
OnTUMalIbHBINA CPOK UCTIOJIB30BAHUS
JOKYMEHTOB JiefonpousBoacTse. Cpoku
XpaHeHus Jell.

JIOKYMEHTBI JOJITOBPEMEHHOT'O XPaHEHMSL.
[Topsi10K YHUYTOXKEHUS TOKYMEHTOB JIEJI.
Odopmiienne e A apXuBHOTO
XpaHEHusl; IpHeM, Iepeayda Jei.

15.

Tema 15. Padora ¢
AOKYMEHTAMH,
coiepKaluMu

KOMMEPYECKYI0 TailHy
NpPeANPUATHS

KondunenuumansHas 10KyMEHTUPOBaHHAS
nrdopmarms. Lens n ycnosust
o0ecreyeHns COXpaHHOCTH HH(pOpMauu
Ha mnpeanpusTud. OCOOEHHOCTH BeICHUS
JEJIONPOU3BOICTBA, 0OECIICYUBAIOIIETO
y4eT ¥ COXPaHHOCTh JOKYMEHTOB,
COZIEpKAIINX KOMMEPYECKYIO TaiHY.
OTBETCTBEHHOCT 33 JOKYMEHTHI.




Tema 16. CocTaBjienue

CTuib CIy’KEOHBIX JOKYMCHTOB.
OdwunmansHo- nenoBoi cTuib. Obme

TEKCTOB CJIYKeOHbIX TpeOOBaHMUs K TEKCTaM JIOKYMEHTOB 2 2
JOKYMEHTOB yrpaBieHus, OpPMBI TEKCTOB JJOKYMEHTOB.
CriocoObl TOKYMEHTUPOBAHUSI.

Tema 17. O6ecnneuenune OcyiecTBIIEHUE JIETOBBIX KOHTAKTOB,
0e310KYMEHTALMOHHOI 0 y4acTHe B MOATOTOBKE U MPOBEICHUU
00caykuBaHus padoThI JenoBbIX Meponpusituid. [Ipuem 2 2

PYKOBOIMTEJISI nocerureneit. OhopmiieHne KOMaHAUPOBOK
JAnddepennupoBanHbIii )

3a4€T
40 28 10

UTOoIro




MATEPHUAJIBHO-TEXHUYECKOE 1 UTHOPOPMAIIMOHHOE
OBECINEYEHHME, HEOEXOIUMOE JIJIsI OCBOEHUS PABOYEM ITPOT'PAMMBI

MatepuraabHO-TEXHUUYECKOE 00ECTIeUCHIE

Peanmuzarus [Iporpammer obecrieunBaeTcsl HaTWYUEM  MaTepUaIbHO-TEXHUUYECKOW 0as3bl,
CIOCOOCTBYIOIICH MPOBEACHUIO BCEX BHJIOB 3aHATHH, TNPAKTHUKH, MPETyCMOTPEHHON Yy4eOHBIM
w1aHoM. CocTOsIHME MaTepUabHO-TEXHUYECKOW 0a3bl COOTBETCTBYET JIEHCTBYIOLIMM CAHUTAPHBIM U
IIPOTHUBOIIOKAPHEIM HOPMaM.

O6opynoBaHue yaeOHOTO KaOMHETA:

—Me0elb, TIpeHa3HAueHHAs! IS TPYIITUPOBKH B Pa3JIMYHBIX KOHOUTYpaIusx;
—pabouee MECTO MpernoIaBaTes;

—KOMIUIEKC y4eOHO-METOINYECKOM JOKYMEHTALUH.

Texuuueckue cpencTBa 00y4eHus:

—3JICKTPOHHBIC BUACOMATCPHUAJIbI;

—HOYTOYK;

—IIPOEKTOP.

Nudopmannonnoe odbecrnieyeHue 00y4eHus

OcHogénble ucmouHuKu, 3aKOHO0AmMeNbHble U HOPMAMUBHbIE OOKYMEHMbl, I1eKMPOHHbIE

pecypcul
OcCHOBHBIC HCTOYHUKH:

1. Bacako M.U. JlenompousBoacTBO [JIOKYMEHTAllMOHHOE OOECIECUYEHUE YIIPaBICHHU]:
yueonnk/M.U. bacakos, O.U. 3ameitikoBa. — U3n. 13-e, crep. —PoctoB v//1: ®ennkce, 2024 — 376 c.
JlonoJHUTe/IbHbIE HCTOYHUKH:

2. JlenkeBuu JI.A. Jlenonpou3sBoactso. — M3aarensckuii nenTp «Akagemus», 2024,

3. OcHoBHBIE npaBuiIa paboTH apXUBOB opranmsanuii / Pocapxus, BHUUIAL, — M.: 2022.
—-152c.

HNudopManmoHHblie pecypcebl:

1. HopMaruBHBEIE TOKYMEHTBI 1O JETONPOM3BOJACTBY. [DIEKTPOHHBIN pecypc]. Pexum
nocryna: http://www.termika.ru/dou/docs/docs.html

2. DJIEKTPOHHBIN CIIOBaph JEIONPOU3BOICTBEHHBIX TEPMUHOB. [DJIEKTPOHHBIA pecypc].
Pexum poctyma:http://uajobs.com.ua/professio Nes/deloproizvodstvo

3. DnekTpoHHBIE OQHMCHBIE CHCTEMBL [DIEKTpOHHBIA pecypc]. Pexum mocryma:
http://eos.ru/eos/eos

4. UndopmanmonHo-cnpaBoynHas cucrema «lapanT». [DnexTpoHHBIM pecypc].Pexum
nocrymna: http://www.garant.ru


http://www.termika.ru/dou/docs/docs.html
http://uajobs.com.ua/professions/deloproizvodstvo
http://eos.ru/eos/eos
http://www.garant.ru/

OIIEHOYHBIE MATEPHUAJIbBI

ITepeuenp BorpocoB K auphepeHInpoBaHHOMY 3aUeTy
«JloKkyMeHTaIMoHHOE 00ecieYeHNE AeATEIbHOCTH OPTaHH3aIiI

PN WD =

e e e e e e e e =)
AR A

OcHOBHbIE CBEJIEHUS U3 UCTOPUHU JAETONPOU3BO/ICTBA.

Opranuzanus HHPOPMAITMOHHO-JOKYMEHTAIHOHHOTO 00CITYKUBaHUS
JIOKyMEHTHpOBaHUE YNPABICHUYECKON IEATEILHOCTH.

TpeOGoBanus K JOKyMEHTaM.

[IpaBuiia opopmiieHHs ypaBIeHUYECKUX JOKYMEHTOB

CoBpeMeHHOE 1eJI0BOE MHUChbMO

OcHOBHbIE TOKYMEHTHI YIIpaBieHUs; oopMiIeHHE U padoTa ¢ JOKyMEHTaMH1
JIOKyMEHTBI IO TMYHOMY COCTaBY

JIOKYMEHTBI JIMYHOTO XapakTepa

Kommepueckast KoppecrioHIeHIIUS

Jlenonpon3BOACTBO MO MUCHbMEHHBIM M YCTHBIM OOpaIlleHUsIM TpakKaaH
Opranuzanus paboThl C JOKyMEHTaMH

CocTraBiieHre HOMEHKIJIATYPHbI J1e1

®opMupoBaHUe Jel

XpaHeHUEe TOKYMEHTOB

Pabota ¢ toKkyMeHTaMH, COAEPIKAIMMU KOMMEPUECKYIO TalfHy TPEATIPUATHS
CocTraBiieHHEe TEKCTOB CITYKEOHBIX JOKYMEHTOB

Obecneuenne 0e3 JOKYMEHTAMOHHOTO 00CITYKUBAaHHS Pa0OThI PyKOBOJUTEIIS.



METOANYECKHUE MATEPHUAJIBI
MeToanueckasi pa3padoTKa 3aHATHS

Tema: JlJokyMeHTHpOBaHHE YIIPABICHYECKON MEATEIBHOCTH. TpeOoBaHuUs K JOKYMEHTaM
Ilesib: HAyYUTHCS COCTABIATH OJAHKH JJOKYMEHTOB

MarepuaJsl K 32aHATHIO

TeopeTnyeckue cBereHust

JIOKyMEHTBl HM3rOTaBIMBAIOT Ha OyaHkax. biaHk mnpezacraBiser coboit auct Oymaru
CTaHJIapTHOTO opmaTa, Ha KOTOPOM Pa3ITUYHBIMU TEXHHUUYECKUMHU CPEACTBAMU HAHECEHBI PEKBU3UTHI,
cojiepKallye MOCTOSHHYIO JUIsl JaHHOTO BHJIA JOKYMEHTa WH(POPMAIIMIO, BKIIIOYasi IOCTOSHHBIE YacTH
TeKcTa. JTO MOTyT OBbITh Ha3BaHHE BHJA JIOKYMEHTa, CIpPAaBOYHBIC JaHHbIE 00 OpraHu3alu,
BCEBO3MOXKHBIC CHUMBOJIBI U JIpyras, MOCTOSHHAs UIs AAHHOW TPYMIBI JOKYMEHTOB HH(pOpMAaIus,
BKJTIOYAIOIIAs TOCTOSTHHBIC (TpadapeTHbIC) YacTH TEKCTa.

Hanpumep, 61aHK mocTaHOBJICHHUS, IPUKa3a, CIPaBKHU O paboTe, OJaHK 3asBJICHUs 00 OTITyCKe,
OJIaHK TUTYJIBHOIO JINCTA OTYETA O BBHIMOJHEHHOU padoTe, OJaHK aKTa O BBLAECICHUHN K YHHUUTOXKEHUIO
JOKYMEHTOB C UCTEKILIUMU CPOKaMU XpaHEHUS U JIp.

B Onmank pokyMeHTa 00s3aTeNbHO BKIIIOYAIOTCS PEKBU3UTHI, HICHTU(QHUIIMPYIOIIUE aBTOpa
MUCBMEHHOTO JOKYMEHTa: o¢uIUalbHOE Ha3BaHHE OpraHM3alMd - aBTOpa JIOKyMEHTa, ee
BEJOMCTBEHHAs IPHHAUIKHOCTh M  OPraHU3AI[MOHHO-IIPAaBOBOE  IOJIOKEHHE, IOPUAMYCCKHMA
(paxTuyeckuil) agpec WM Ha3BaHHWE HACEJIEHHOTO MYyHKTa, B KOTOPOM pa3MellaeTcs PYKOBOISIIMIMA
OpraH OpraHu3aluy.

B cocraB OnaHka BXOJST Takke rpaduueckue OTMETKH, MpeAHa3HaueHHbIE JUIs pa3MElleHUs
00513aTeNbHBIX PEKBU3UTOB JOKYMEHTOB, KOTOpBIE OyAyT U3rOTaBIMBATHCS HA OJIaHKAaX.

[TonsTre O1aHKa B MOTHONW Mepe MPUMEHUMO TOJIBKO K MHUCbMEHHBIM OyMasKHBIM JIOKYMEHTaM,
TaK Kak IpaBuia 3alucH MHPOPMALUU U €€ pa3MelleHHs] Ha MAIMHHBIX HOCUTENSX MPUHIMIIAAIBHO
uHble. Bmecte ¢ Tem mpu aBromatuzamuu J[OY (IOKyMEHTAalMOHHOTO OOECIeUEHUs YIPaBIICHUS )
MPAKTUKYETCS CO3JlaHME MAIIMHHBIX "MIa0a0HOB" MM yHU(DUIMPOBAHHBIX OJaHKOB ('IIEKTPOHHBIX
¢dbopM"), HCTIONB30BaHUE WIIM 3aIMIOJIHEHUE KOTOPBIX MO3BOJISET CO3AaBaTh IOPUANUECKU MOJHOLIEHHBIE
JTOKYMEHTBI, COOTBETCTBYIOIIME COBPEMEHHBIM MPAaBHJIaM U JACHCTBYIOIUM OyMaXHBIM (OpMaM.

bymara, npumeHseMas A M3rOTOBJIEHHs OJIAHKOB, MOJKHA OBITH Oe€noro IBeTa WM, B
UCKJIIOUUTENIBHBIX CIIydasiX, clab0 OKpalleHa B CBETJIbIC TOHA. B OTHENBHBIX CIy4asx MOTYT
M3rOTaBIIMBATHCA OJIaHKH 00Jiee aKTUBHBIX I[BETOB.

bnanku 11 JOKYMEHTOB MOCTOSIHHOTO XPaHEHHs CIIEAYyeT M3TOTOBIISATH Ha Oymare BBICIIUX
COPTOB, HE3aBHCHUMO OTTOrO, MOJAJIEKAT UM HE MOAJEKAT Mepeaade Ha rocyAapCTBEHHOE XpaHEHHE
JOKYMEHTBI OpraHu3anui. PekBU3UThl Ha OJlaHKe Me4yaTaloTcsi B OJHY KpPacKy, HPEeUMYLIECTBEHHO
yepHyto. Bo3MOXHO UCTOIb30BaHUE IPYTUX IIBETOB B OJaHKAX, YTO MO3BOJISIET 3pUTENILHO OTJIMYHUTD
MOJUTMHHUK JTOKYMEHTA OT pa3MHOXXEHHOT0, KCEPOKOITMPOBAHHOTO YK3EMILIAPA.

brnanku TOKyMEHTOB M3TOTAaBIMBAIOTCS MPEUMYILECTBEHHO THUIOrpadcKuM criocoOoM WM mpu
MIOMOIIIM CPE/ICTB BBIYMCIUTEIbHON TEXHUKH.

Tunorpadckum cnocodoM JOKHBI U3rOTaBIMBATHCS OJaHKHU, UMEIOIME B KAUeCTBE PEeKBU3NUTA
I'ocynapctBennbiii rep6d Poccuiickoit ®enepanuu umu rep6d cyowvekra Poccuiickoir ®Deneparuu.
Hcnonbs30BaHre KCEPOKOMMI JTaHHBIX OJIAHKOB IS CO3MIaHMsI TOKYMEHTOB He nomyckaercs. [OCT
YCTaHABJIMBAET CIEAYIOIIKME BUAbI OJIAHKOB OpPraHU3allMOHHO- PACIOPSIUTEIbHBIX JOKYMEHTOB JUIS
OpraHu3aliy, ee CTPYKTYpPHOTO MOApa3ieieHHs U JOHKHOCTHOTO JIUIIA:

00mmii 0JIaHK 1JI51 M3rOTOBJIEHHS JI000T0 BUAA TOKYMEHTa (KpoMe MUChbMA);

0JIaHK MHCbMa;

0JIaHK KOHKPETHOI'0 BH/1a JOKYMeHTAa (KpoMe MUcbMa).

Conep:xaHue 3aHATHSA

3aganue 1: CTpykTypa 10KyMeHTa

3ananme 1.1. M3yuuth MeTOauWyYeCKHME PEKOMEHAAIMHA MO HM3TrOTOBJIEHUIO JOKYMEHTOB Ha
OaHKax

Teopernueckue cBeACHUS



JIJis M3rOTOBJIEHUS OPraHU3ALlMOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTOB YCTaHABJIMBAIOTCS JIBa
¢dopmara 6mankoB o 'OCT 9327-60: A4 (210 x 297) u AS (148 x 210), ¢ pazmepami 1oJieil He MEeHee:

seBoe - 20 MM,

npasoe — 10 mv;

BepxHee - 20 MM;

HkHee — 20 M.

DT 1ONsl UCHOJB3YIOTCS [UIsl pa3sMEIIEHHs HEKOTOPbIX pPEKBU3UTOB, MJI TMOJIIMBKU
JOKYMEHTOB, JUIS 32)KMMa JIUCTA IPH KOMMPOBAHUH U PA3MHOXKEHUH, TSI y00CTBA TPOUYTEHUS TEKCTOB
B COpOIIIOPOBAaHHOM BH/JIC U T.II.

OpraHu3anys UIMeeT MpaBo cama pelaTh, Kakhue pa3Mepsl Mosei 1enecoo0pa3Ho yCTaHOBHUTH
JUISl pa3JIMYHbIX BUJIOB IOKYMEHTOB, HO HE MEHEE TeX pa3MepoB, KoTopbie ycTtaHoBIeHbl ['OCT.

[Tpu moAroToBKe TOKYMEHTa Ha HECKOJBKUX JIMCTAX BCE JIMCTHI UMEIOT OJIMHAKOBBIE pa3Mephbl
TTOJIEH.

bnanku GpopmaroB A4 u AS ciykaT IpeuMyIIECTBEHHO IS U3TOTOBIICHHS CIYKEOHBIX MHCEM,
YUpPEAUTETbHBIX U UHBIX PACHIOPSAUTENbHBIX JOKYMEHTOB BCEX HAaMMEHOBAHMIA, JOrOBOPOB, CIIPABOK,
3aIMCOK, PA3JIMYHOTO POAA aKTOB U APYTUX JOKYMEHTOB.

Ha mpakTuke MOryT UCHONB30BAaThCA TakkKe KOMOMHUpPOBaHHBIE (opMaTbl OJIaHKOB,
OOyCIIOBJICHHBIE XapaKTEepOM JOKYMEHTOB, HalpuMep C HCIHOJIb30BaHUEM TOPHU30HTAIHHOIO
pacroyioskeHust 0OJIbIIeH CTOPOHBI OJIaHKa.

®dopmar OiaHKa BHIOMpAECTCS B 3aBUCMMOCTH OT O0BbEMa TEKCTa M KOJMYECTBA PEKBU3UTOB,
KOTOPBIE TOJKHBI OBITh pa3MEIICHBI TPU MOJATOTOBKE JOKYMEHTA.

J1J1s U3rOTOBIIEHUS IOKYMEHTOB, TEKCTOBAs COJIEpKaTeIbHAas 4aCTh KOTOPBIX 0(hopMIIeHa B BUJIE
TaOIUIIBI ¢ MHOXKECTBOM Tpad, MOXKET HCII0JIb30BaThCs OaHK Gpopmara A3 (420 x 297 mm). Hanpumep,
Ha TakuX OJIaHKaX MPOEKTUPYIOTCS (POPMBI OTYETHBIX, YUETHO-CTATUCTHUECKUX, IJIAHOBBIX U JPYTUX
JOKYMEHTOB.

Ha Oymare c¢dopmara A6 (105 x 148 MMm) momyckaeTcs HW3rOTaBIMBAaTH OCOOBIC BHJIBI
JOJDKHOCTHBIX OJIAaHKOB, Hampumep, A 0(GOPMIICHUS PE30JIIOLUU PYKOBOAUTENS (TIOPYYEHUS) WIH
JOKYMEHTOB THIIa KBUTAHILIUNA, Pa30BbIX MPOIYCKOB, YYETHBIX (DOPM U T.I.

3aganue 2. biiaHkM J0KYMEHTOB.

Teopernueckue cBeaeHM.

bnaHky TOKYMEHTOB JOJIKHBI pa3padaThIBaThCs C YYETOM COCTaBa PEKBU3MTOB U MOPSIKA UX
pacnonoxenus, ycranoBiaeHHbIX ['OCT.

HJIOH_IaI[I/I pasMCIICHUA KOHKPCTHBIX PCKBU3UTOB [JOJUKHBI COOTBCTCTBOBATH pPa3MEpam,
npuBeAeHHbIM B ['OCT. Cxembl pacnoioxKeHUsI peKBU3UTOB JaHbl B TPUJIOKEHUSX 1, 2, 4.

bianku AOKYMCHTOB MOTI'YT HU3rOTOBJIATHCA Ha OCHOBC IMPOAOJBHOIO0 WJIHW YIJIOBOI'O
PacrosoKeHus! pEKBU3UTOB, UICHTUDUIUPYIOIINX OPTaHU3alNI0, U JPYTUX PEKBU3UTOB O(hOPMIICHUS
AOKYMCHTOB, JOIMOJIHAIOMIUX CBCACHUA 06 OpraHu3alunu. Hcnonp3oBanue YTJIOBOTO WJIX MMPOAOJIBHOTO
OJlaHKa He BIMSIET Ha IOPUIUYECKYIO CHITY IOKYMEHTA WM €ro MPaBOBOM CTaTyC.

[Ipy TPOAONBHOM pacloNOKEeHUN (MIPOAOJIbHBIE OJIaHKM) Ha3BaHWE OpTaHU3allMH, BUJA
JOKYMEHTa U JIpyrue HeoOXOIUMBbIe PEKBU3UTHI Ha OJIaHKe pa3MeIlaloTcs BAOJIb BEPXHEro MO U
LEHTPYIOTCS (LIEHTPUPYIOTCS).

[IpononpHble OJaHKKM Ha MPAKTUKE HCIOJB3YIOTCS MPEUMYIIECTBEHHO [JIsi MOATOTOBKU
HOPMATUBHBLIX IIPABOBLIX dKTOB.

Hcnonb30BaHue MpooJIbHOTO OJIaHKa MUChbMa LENecO00pa3HO TakKe MPUMEHATh B ClIydasx,
KOTAa HAMMCHOBAHUC OpraHu3alliui COACPIKUT 60J'IBLHOG KOJIMYCCTBO INCYATHBIX 3HAKOB, HAIIPUMCD,
MOJKET OBITh B Cllydae, KOTJa peKBU3UTHI OJlaHKa JAloTcs Ha JBYX U Oojee s3bikax. [lpu sToM cieBa
CJICAYCT NI€UaTaThb pCKBU3UTHI HAa PYCCKOM A3bIKC, a CIIpaBa - Ha HAlITUOHAJIbLHOM, Ha OJTHOM YPOBHC. Ecmu
KOJMYECTBO HCIOJIb3yEMbIX HAI[MOHAJIBHBIX S3BIKOB 00Jiee OJHOrO, CBEpPXYy CIEAyeT YKa3blBaTb
PCKBU3UTLI HA PYCCKOM, a4 HHUXKC - HA HAIMOHAJIBHOM A3BIKC, IPOJICBAsA CTPOKY OO I'PaHUILI IIPAaBOTO
OIS

HpI/I HUCIIOJIB30BaHUU B 6HaHKe HaMMCHOBAHUS OpraHu3aliiki Ha HWHOCTPAHHOM S3BIKC
PEKOMEHIyEeTCsI TAK)KE MOJIb30BAThCS CTAaHAAPTHBIMU TPEOOBAHUSIMH.

HponoanHe 6J'IaHKI/I MUCCM HCITOJIB3YIOTCA B PCKIAMHBIX HCJIAX, KOTAa HC CTOUT BOIPOC 06
SKOHOMMHU OyMaru, parioHaIbHOM pa3MeIIeHnH He00X0JUMOT0 KOJTMYECTBA PEKBU3UTOB U T.II.



B cnyuae, korga pekBH3UTHI, HareuyaTaHHblE Ha HAIMOHAJIBHOM U PYCCKOM  SI3bIKaX,
pa3MemIarTCs B pe/eax IO, OTBOAMMON JIJIs YTIIOBOTO BAPHAHTA, 11eJIeCO00pa3HO U3TOTOBIATh
OJIaHKU C YTJIOBBIM PACIIOJIOKEHHEM PEKBU3UTOB (yryioBble OylaHku). [Ipw 3TOM KaKIblii PEKBH3UT
YKa3bIBAETCsl CBEPXY Ha PYCCKOM SI3bIKE, a HIKE - Ha HAI[MOHATHHOM.

HaunbGonee ynoO6HbIM 1711 00paOOTKH ¥ SKOHOMUYHBIM C TOYKH 3PEHUS UCTIOIB30BaHUS TUIOIIAIN
JUCTA SIBJISIETCS YTI0BOW OllaHK. B 3TOM ciydae mpaBasi CTOpOHA BEpXHEH YacTH JINCTa MOXKET OBITh
HCIIOIb30BaHa ISl pa3MelneHus pekBu3uToB "Anpecar” u "I'pud yTBepkaenus", pe3oronuii, OTMETOK
O PacChUIKE H JIp.

Hanpumep, yrioBsIMU TOJKHBL OBITH OJTAHKH YTBEPKAAEMbIX IIPOTOKOJIOB, JOTOBOPOB, aKTOB,
MHCTPYKLHH U IIMCEM, i€ €CTh pEKBU3UT "Anpecar".

3apanue 2.1. Ha ocioBanuu 'OCT HauepTUTh CXeMbl MPOAOJIBHOTO U YTIIOBOTO
PacIoJIOKEHUSI PEKBU3UTOB Ha opMarte Oymaru A4 o oOpasiry.
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Pucynok - PacnionoxeHne peKBU3UTOB U T'pPaHULIBI 30H Ha popmaTe A4

3ananue 3. baank nucbma
Teopernueckue cBeieHust

brnank nuchbmMa MOXKET BKITIOYATh CIEAYIOUINE PEKBUZUTHI:

I'ocynapcrennsiii rep6 Poccuiickoii @eneparum - (01);

rep0 cyonsekTa Poccuiickoit denepannn - (02);

sMOIIeMa OpraHu3aluy UM TOBAPHBIN 3HAK (3HAK oOcyxuBanus) - (03);

KoJ1 opranuzanui - (04);

OCHOBHOI1 rocyiapcTBeHHbIN peructpanuonsbliii Homep (OI'PH) ropuanueckoro nuna -(05);

UICHTU(PUKAIMOHHBIN HOMEp HAJIOTOIUIATEIbIINKA/KOI TPUUUHBI TOCTAHOBKU

Ha yuetr (MHH/KIIII) - (06);

koJ hopmbl fokymeHTa - (07);

HauMeHOBaHHe opranuzauuu - (08);

CIIpaBOYHBIE TaHHBIE 00 opraHu3anui - (09).

Kpome 3TuX pekBH3UTOB B OJaHKE MHUChMa MOTYT OBITh JaHBl OTPAaHUYUTEIEHBIE OTMETKH JUIS
CIIEYIOIINUX PEKBU3UTOB:

nata Jokymenta - (11);

pPEruCTpallMOHHBIN HOMEp TOKyMeHTa - (12);

CCBUIKA Ha PErMCTPALlMOHHBIN HOMEP U AaTy TOKyMeHTa - (13);


http://www.consultant.ru/document/cons_doc_LAW_112673/

aapecar - (15);
3aroJioBOK K TekcTy- (18);
OTMETKa 0 KoHTpoie - (19).

PexBu3ut "CnpaBouyHble AaHHBIE 00 OpraHW3aluH’" BKIIOYAET CBEJACHUS O IOYTOBOM M
tenerpagHoM anpece opraHuzanuu. [lopsmok u  ¢gopma 3amMcu  3TUX CBEIACHHUH JIOJKHBI
cooTBeTCcTBOBaTh [[0YTOBBIM MpaBUIaAM

MunucrepcrBa cBsi3u Poccuiickoit @enepaunn. Kpome Toro, JaHHBIN peKBU3HT MOKET OBITH
JIOTIOJTHEH HOMEPaMU CIIPABOYHBIX TeNePOHOB, (haKCOB, TEIEKCOB, PACYETHBIX CUETOB B 0aHKE, apecoM
ANEKTPOHHOU TOYTHL. B KadecTBe MOYTOBOTO ajapeca JOMYyCKaeTCs YKa3blBaTh HOMEpP aOOHEHTCKOTO
SIIITAKA.

3apanue 3.1. Ha ocnoBanuu 'OCT odopMuts 6;1aHK MUChbMa C TIPOIOTIBHBIM U YTIIOBBIM
PacroJI0)KEHUEM PEKBU3UTOB 10 00pasLy.

POCAPXMB
MOCYRABPCTREHHOS YPEXASHWE POCAPXME
CaR wHCTITYT FocyRapcTaemuoe yipaxaemme
ACKyMEHTOBEASHMR 1 ADXMENID AENA A CTHTYT " aena
(BHAMOAD)
MHOAL
nmmn 82, Mocksa, 117393 Tioodhoosanan v, 4. 82. Mocaa. 117390
Sasa v B2 Moo Tenidasc (095) 718-76.74. E-mast. mai@vnidad ru
E-mail: mall@vnilkdad.ru ‘OKTIO 02842708, OTPH 1027700380795, MHH/KTIN 7708033 140/771001001
hitp:ihveww wriikdad.ru »
OKIO 02842708, OFPH 1027700380795,
WMHHAMN 7708033140/771001001 Ha Mo or

N

Ha Ne or

Pucynok - OGpasen 6;1aHKa MUChMa OpraHU3AIII
3aganue 4. O01muii 0J1aHK

Teoperuuyeckue cBeeHU

OO01uit 0J1aHK MOXET BKIIIOUATh CIEAYIONINE PEKBU3UTHI:

I'ocynapcrennsiit rep6 Poccuiickoii @eneparuu - (01);

rep0 cyonsekTa Poccuiickoit denepannn - (02);

sMOIIeMa OpTaHU3aIiK WM TOBAPHBIN 3HAK (3HAK 00cmyskuBanus) - (03);

HauMeHOoBaHMe opranu3anuu - (08);

MECTO COCTaBJICHUS UM U3JIaHus JOKyMeHTa - (14).

Kpome »Tux pexkBu3UTOB Ha oOuieM OJaHKe AOMYCKaeTcsl HAHOCUTh OrPaHUYUTENbHBIE
(rpacduyeckne) OTMETKH IS CICAYIOUINX PEKBU3UTOB:

nata gokymenta - (11);

perucTpanoHHbII HOMEp JOKyMeHTa - (12);

3aroJIoBOK K TeKCTy - (18).

3ananue 4.1. Ha ocnoBannu ['OCT odopmuts 001mumii 6;1aHK o 0dpasiry.



TIPHJIOMKEHHE b (cnpasounoe)
OBPA3IBI BTAHKOB TOKYMEHTORB

POCAPXHB
Focyaaperaennos y4pemanie
B HHCTHTYT nena
(BHHHOAID

Mocksa

Pucynok - OGpa3ser obmiero 6;1aHKa OpraHu3aIiN

3ananue 5. biiaHk KOHKpeTHOro Buaa 1okyMeHTa TeopeTuueckue cBeeHuUs1

brnanku TexX WM WHBIX KOHKPETHBIX BHJIOB JOKYMEHTOB I€J1eco00pa3HO MPHUMEHSTH MpH
W3JIaHUU B OpTraHu3aluy OOJIBIIOTO KOJIMYECTBA JaHHBIX BUIOB JAOKyMeHTOB. lIpu pa3zpaboTke 3THX
OJIaHKOB UCTIOJB3YIOTCS CIICIYIOIINE PEKBUZHUTHI:

INocynapcrBennsrii rep6 Poccuiickoit @eaepannu wim repd cyobekta Poccuiickoit @eneparun
- (01), (02);

aMOIeMa OpraHu3aIiiy WM TOBAPHBIN 3HaK (3HaK oOcmykuBanus) - (03);

HauMeHOBaHMe opranuzauuu - (08);

HaWMEHOBaHME BU1a IokyMeHTa - (10);

MECTO COCTaBJICHUSI WM U3JIaHUs JOKyMeHTa - (14);

a TaKk)Ke OrpaHUYMUTEIbHbIE OTMETKHU JJIS1 pACIOJIOKEHUS PEKBU3UTOB!

nata Jokymenta - (11);

pPEruCTpallMOHHBIN HOMEp ToOKyMeHTa - (12);

CCBUIKA Ha PETUCTPALIMOHHBIA HOMEp U JaTy

nokymenTa (13);

3aroJIoBOK K TEKCTY - (18);

OoTMeTKa 0 KoHTpoe - (19).

B o6mux 61ankax U B OJaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB PeKBU3HUT "MecTO COCTaBICHUS
nunu u3nanus qokymenta” (14) momkeH odopMIATECS B COOTBETCTBHH C HAMMEHOBAHUSMH OOBEKTOB
aJIMUHHCTPATHBHO-

TEPPUTOPUATHHOTO JAETICHUS U HACEJICHHBIX ITyHKTOB.

MecTo cocTaBlIeHUs WU U3JaHHsI JOKYMEHTA MOXKET HE YKa3bIBAThCsI, €CJIH OHO BXOJHT B COCTaB
HauMEHOBAHMS OPraHU3aLNH.

B OmaHkax DOMKHOCTHOTO JIHMIA JOTOJMHHUTEIBHBIA PEKBU3UT "HAWUMEHOBAHHE IOJKHOCTH"
pa3Menaercs Huxe pekBusuta "HanMeHoBaHMEe OpraHu3aium’.

3ananme 5.1. Ha ocnoBanuu I'OCT odopmurs 0JaHK KOHKPETHOIO BHAA
AOKYMEHTA M 0JIAHK J0JKHOCTHOIO JIMIA 10 00pa3my.

IoCT P 6.30-2003

rocT P 6.30-2003

POCAPXME
TOCYASPCTBENHOS YupEXASHHE

POCAPXWB " e

HHCTMTYT
(BHHWAAD)
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A WHCTHTYT AOKYMEHTORGAHHA T 718-78-74. E-mail. dad
i e Mpodcooanan yn., A 82, Mocees, 117383 Ten /daxc (095) mai@vnidad.n

2 77 ™ 44 1001001
(BHUMANAD) OKFO 02842708, OTPH 1027700380795, MHHAKTIN 770803314077 100100

NPAKA3 »
Ha Ne or

Mocxsa

Pucynok - OGpa3zer 6;1aHka KOHKPETHOTO BUA TOKYMEHTA M IOJKHOCTHOTO JTUIIA OPTaHU3aIIH.

KOHTpOJ’IbeIG BOIIPOCHI:



1. Cxomnpko pexkBu3nTOB ycranaBiaupaet [[OCT?

2. W3 kaknx cOCTaBHBIX 4acTEN MOKET COCTOSATh peKBU3UT «HaumMeHoBaHKEe opraHu3anum»?

3. CKOJBKO 3HAKOB B OJHOM CTPOKE MOXET COAepKaTh pekBU3UT «HanmeHoBaHue
Opranuzarumn»?

4. Kaknmu GykBaMu MUITyT HAMMEHOBAHKE BUJIa JOKYMEHTA?

S. B kakux gokyMeHTax Aary rne4araroT cpaszy?

6. Ot Kako¥ MO3UIUY TaOYIAIIUN OPOPMIISIOT PETHUCTPAIIMOHHBIN HOMEP TIOKyMeHTa?

7. B kakux noxymeHTtax oGopMistoT pekBU3UT «CChlIKa Ha PETUCTPALIMOHHBIA HOMEDP U
JaTy TOKyMEHTa»?

8. B kakom manexe yKa3plBalOT HAWMMEHOBAaHUE OpPraHU3alldd, CTPYKTYPHOTO
MOJIpa3/IeJICHHs] B PEKBU3UTE «ApecaT»?

0. B xakoM mamexe yKa3pBalOT HAMMEHOBAaHWE MTOJDKHOCTH U (PAMHIIMIO B PEKBHU3HTE
«Anpecar»?

10. B kakoM nopsisike B peKBU3UTE «AApecar» yKa3bIBalOT COCTABHBIE 3JIEMEHTHI TOYTOBOTO
aapeca?

1. W3 kakux COCTaBHBIX YacTe COCTOUT Ipu( yTBEpPKIEHUS, €CIIU TOKYMEHT YTBEPKIAeT
JOJKHOCTHOE JIUIO?

12. UTto gomxHa COAEPKATh PE3OIIOLIHS?

13. CKOJBKO CTPOK MOXKET COJIEPKATh 3ar0JIOBOK K TEKCTY?

14. B kakoMm city4ae 3arojloBOK K TEKCTY HE YKa3bIBatOT?

15. Kaxk oopMisitoT 0TMETKY O HATMYUH TTPUIIOKEHHUS, €CIIM OHO YIIOMSHYTO B TeKCTE?

16. Kakwue cocraBHbIE yacTH coep>KUT pekBU3NT «Ilonnmuce»?

17. KTo moanuceiBaeT npoTokon?

18. Kak odopmsitor pekBuszut «lloamuce», ecnu JOKYMEHT MOAMUCHIBAIOT HECKOJIBKO
JOJKHOCTHBIX JIML, UMEIOIINX JOJPKHOCTH OJTHOTO YPOBHS?

19. W3 xakuX COCTaBHBIX YaCTeH COCTOUT peKBU3UT «I'pud cormacoBaHus»?

20. N3 kakuX COCTaBHBIX 4aCTEW COCTOUT BU3a COIIACOBAHUSA?

21. Kak cnenyer cTaBUTh OTTHCK M€YaTH HA JOKYMEHTE?

22. N3 Kakux COCTaBHBIX YaCTEH COCTOUT PEKBU3UT «OTMETKA O 3aBEPEHUM KON ?

23. Kak opopmisior pekBu3uT «OTMETKA 00 UCIIOTHUTENE)?



OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CUCTEMBI TPOMBIIIJIEHHOM BE3OITACHOCTHW»

OCHOBHAJS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHMSI
IMPOI'PAMMA ITPO®PECCUOHAJIBHOU IOATI'OTOBKH 11O JOJI’KHOCTH
CJHYXKAIIUX 21299 « IEJTOITPOU3BOJAUTEJ/Ib»

PABOYAS ITPOI'PAMMA
«OPTAHM3AIIMOHHASA TEXHUKA»



Pabouast mporpamma pazpaboTaHa Ha OCHOBE:
@enepanbHoro 3akoHa ot 29.12.2012 Ne 273-®3 «OO6 obpazoBanuu B Poccuiickoit
denepanuny».
COAEP/KAHUE

I[TOACHUTEJIBHAA 3AITMCKA

YYEBHO-TEMATHUYECKHI TIJIAH U COAEPXKAHUE YUEBHOI'O

MATEPUAIJIA

3. MATEPHUAJIbHO-TEXHUYECKOE 1 UHOOPMAILIMOHHOE OBECIIEYHEHUE,
HEOBXOJIUMOE JIJI1 OCBOEHU I PABOYEN ITPOT'PAMMGBI

4. OLEHOYHbIE MATEPUAIJIbI

N —

IHOACHUTEJIBHASA 3AITMCKA

Leab peanu3anuu NporpamMMsel U IVIAHUPYeEMbIe Pe3yJIbTaThl 00y4eHUs

Pabouas mnporpamma «OpeanuzayuonHas mexHuka» SBISETCA YaCThbl0 OCHOBHOMU
nporpaMMbl  MpO(EeCCHOHATBLHOTO  OOy4YeHHs MO0  TPO(ECCHOHATBHOW  TMOJATOTOBKE
«/lenonpousBoauTenby, pa3paboTaHHONM Ha OCHOBE:

- ®enepanpHoro 3akoHa oT 29.12.2012 Ne 273-®3 «OO6 obOpazoBanuu B Poccuiickoit
denepanun»,

- Ilepeuns mpodeccuii pabounx, JOHKHOCTEH CIyKaIlUX, MO KOTOPHIM OCYIIECTBIISICTCS
npodeccnoHanbHOe 00yueHue, YTBEpKIeHHOTO mprkazoM MunucrepctBa [IpocBemenus PO ot
14.07.2023 . Ne 534,

- Ilpodeccuonansnoro  crangapra  Cneyuanucm  no  OpeAHU3AYUOHHOMY U
O0OKYMEeHMAayuoHHomMy obecneuenuio ynpasieHuss opeanuzayuel (yTBEPKACHHOTO MPHUKA30M
MunuctepcTBa Tpyia u coruanbHou 3amuTsl PO ot 15.06.2020 r. Ne 333h),

- TpeOoBaHMI, yKazaHHBIX B KBanupUKAIMOHHOM CHPABOYHUKE JOJDKHOCTEH
PYKOBOJUTEINEH, CICIIMATUCTOB U IPYTHX CIyXamuX 4-¢ u3ganue (YTBEpKICH MOCTAHOBICHHEM
Muntpyna P® ot 21 aBrycra 1998 r. Ne 37 ¢ usamenenusimu ot 27 mapta 2018 1.).

B pesynbpTaTe 0CBOCHUS MO CIyLIATENb J0JKEH

YMeTh:

- OCYHIECTBIIATH MPO(ECCHOHAIBHYIO JEATEILHOCTh C UCIOIb30BAaHUEM OPTraHU3allMOHHOM
TEXHUKH;

3HATh:

- COBPEMEHHBIE BUJIbl OPraHU3AIMOHHON TEXHUKU U KOMIIBIOTEPHOTO 00ECTICUSHHST,

- Ha3Ha4YeHHeE, MIPaBUJIa MCIIOJIb30BaHUS U TEXHHUUECKOTO 00CTYKUBAHUSI OPTaHU3allMOHHOM
TEXHUKH.

Ha peanuszamuio PabGoueit nmporpammsl orBonutcst 10 yacoB. 3aBepmiaeTcst oOydeHue 1o
y4eOHOW TUCIUIUIMHE TpoBeAcHUEM AudHEepeHITUPOBAHHOTO 3a4ETa.



YYEBHO-TEMATHUYECKHM IUIAH U COJIEP)KAHUE «OPTAHU3AIIMOHHASI TEXHUKA»

Ne
n/n

HaunmenoBanue teM

Coaep:xanne

Oommit
00BEM
4acoB

B TOM YHCJIE

Jlexnun,
qgac.

IIpakTHyeckue,
yac.

CamocrT.
padora,
gac.

ATTecTanmus,
qac.

Tema 1. Texauueckas 6aza
JICITOTIPON3BOICTBA

PaGodee MecTo AemONTPOU3BOAUTEIIS.
DProHOMHUKA U OpraHu3aIus Tpyaa.
KommerotepusupoBanHoe pabouee MECTO
JIEIIONPOU3BOUTEIIS.
CaHuTapHO-TUTHEHUYECKHUE HOPMATHUBBI
Uit pabOTHUKOB o(uca.
Knaccudukamnus cpencts
OPraHU3aLMOHHON TEXHUKH.

Tema 2. KomnbrotepHoe
o0ecrieueHue

Hctopust pa3BUTHS KOMIBIOTEPHOI
texuuku. Knaccuduxanus [I9BM.
AmnmapaTHoe U IporpaMMHOE oOecreueHne
OBM.

OcHoBHBbIE ycTporicTBa DBM 1 mprHIUIIBI
uX pabOTHI.
O06cnyx1BaHKE KOMITbIOTEPA: TPOBEPKA
IMCKOB, eparMeHTaIys JUCKOB, 3aIIUTa
OT BUPYCOB, CPEACTBA aHaIN3a pabOThI
KOMIIBIOTEpA.




Tema 3. CpencrBa
AIMHUHUCTPATUBHO-
YIIPaBJICHYECKOM CBS3U

Knaccudukanus cpencts cBs3H.
Tenedponnas cBs3b. TenedoHHble
anmapatel. Munu-ATC. Pagnorenedonnas
CBSI3b.
Buneorenedonnas cBsi3b. [leimkunroBas
cBs3b. Tenerpagnas cBs3pb. TeneraiinHas
cBs3b. [leiteonnas cBs3b. Temnekc.
PaKCUMUIIbHAS CBS3b.

Tewma 4. KomnbroTepHbie
KOMMYHUKaIIUU

Cepgep. Knuent. Tononorus ceru.
Mopynsauus, 1eMOoay s, KaHall CBSI3U.
MopneM, ero Ha3Ha4E€HHUE U OCHOBHBIE
XapaKTEPUCTHKHU.
I'mobabHbIe KOMIBIOTEPHBIE CETH.
Ucropus Internet. Kanamnsl cBs3u.
[Iporokoi. HazHauenune 1 BO3MOKHOCTH
pa3IM4HBIX cepBUCOB Internet.
DnekTpoHHas noyvra. Jlocronncrsa
ANEKTPOHHOU MoUThl. CTPyKTYypa
3JIEKTPOHHOIrO MUChbMa. Afpecanus B
CUCTEME IEKTPOHHOU 1OYTEl. WWW.,
['uneprekct. @opmaT CCHUIKH.

Tema 5. CpencrBa
TUPaXUPOBAHUS
JIOKyMEHTOB

Knaccudukanms cpencTB THpaXKUPOBAHHSL.
[IpunTepsl. MaTpuyHble IIPUHTEPSL.

Crpyiiabie npuHTEpHI. JIazepHbIe TPUHTEPHI.

CpencTBa KONUPOBaHUSA TOKYMEHTOB.
CpencrBa pa3MHOXKEHUS TOKYMEHTOB.
I'ekrorpaduueckas neuats. TpadaperHas
nevyath. OdceTHas mevyarp.
Puzorpadsr.
JIonOTHUTEIBHBIEC CPEICTBA TIOATOTOBKH
JOKyMEHTOB. JIUKTO(OHHAs TEXHUKA.
CKaHMPYIONIME YCTPOUCTBA.

JuddepeHnupoBaHHbII
3a4éT

UTOI'O

10



http://www/

MATEPHUAJIBHO-TEXHUYECKOE U HHOOPMAIIMOHHOE OBECIIEYEHHE,
HEOBXOJIMUMOE /151 OCBOEHUSA PABOYEH ITPOI'PAMMBbI

Peanmuzarus [Tporpammer oOecrieunBaeTcsl HaJIMYMEM MaTepUaTbHO-TEXHUUYECKOW 0a3kl,
CIOCOOCTBYIOUICH TNPOBEJICHUIO BCEX BUAOB 3aHATUH, MPAKTHKH, MPEIyCMOTPEHHON Yy4eOHBIM
w1aHoM. COCTOSIHUE MaTepHaIbHO-TEXHUUECKON 0a3bl COOTBETCTBYET NEHCTBYIOIIMM CAaHUTAPHBIM
U IPOTUBOMOKAaPHEIM HOPMaM.

O6opynoBaHue yaeOHOTO KaOMHETA:

—mMe0enb, pelHa3HaueHHas JUI TPYIIUPOBKY B PA3JINYHBIX KOHPUTYpaIHSIX;

—pabouee MECTO MpernoIaBaTes;

—KOMILJIEKC y4eOHO-METOINYECKON TOKYMEHTALIUH.

TexHnueckue cpeacTBa 00yUdeHHUS:
—3IIEKTPOHHBIE BUICOMATEPHAIbI;
—HOYTOYK;

—IIPOEKTOP.

Nudopmannonnoe odbecrnieyeHue 00y4eHus
OcHoénble ucmoYHUKU, 3aKOHOOAmMeENbHbIE U HOPMAMUEHBIE OOKYMEHMDbL, I1ICKMPOHHbLE

pecypcul
OcHogHble UCMOYHUKU
1. Koznos H. B. KommbriorepHoe ae10npor3BOICTBO M paboTa ¢ OPUCHON TEXHUKOM.

Hayka u Texnuka - M., 2016. - 304 c.

Jlononnumenvhvle ucmouHuku
1. Ky3ueuosa, T.B.; Cankuna, JI.B.; beikoBa, T.A. u ap. [lenonpousBoactso. OpraHuzamus
Y TEXHOJIOTHH TOKYMEHTAIlMOHHOTO o0OecrieueHus ynpasieHus. FOuutu-/lana - M., 2016. - 359 c.

5. OHEHOYHBIE MATEPHAJIbI

[lepeuens BonpocoB k nuddepeHpoBaHHOMY 3a4eTy Mo JucuuIuinHe «Opranu3aoHHas
TEXHUKa

TexHnuyeckast 6aza IeJIOMPON3BOICTBA

Uctopus pa3BUTHS KOMITBIOTEPHON TEXHUKH.

Pabouee MecTo AeT0NMPOU3BOAUTEIS.

DOproHoMHKa U OpraHu3alus Tpyaa.

KomMmmberotepusnpoBanHoe pabodee MECTO AeTOMPOU3BOUTEIS.
CaHuTapHO-TUTHEHNYECKHE HOPMATHUBBI AJ1s1 paOOTHUKOB o(uca.
Krnaccudukanus cpecTs OpraHu3aiMOHHON TEXHUKU.
KommbrorepHoe obecnieueHne

CpeacTBa aAMMHUCTPATUBHO-YIIPABIECHUECKOH CBSI3U
KomnbroTepHble KOMMyHHUKALIUN

CpeactBa TUpaKUpOBaHUs JOKYMEHTOB

ARSI ROl

—_ —
— O

METOAUYECKHUE MATEPHUAJIBI

MeTtoauyeckasi pa3padoTKa 3aHATHSA

Tema: DproHoMuka v opraHuzanus Tpyaa.

Lesn: u3yueHne npaBui TpeOOBAHUI OXpaHbI TPyAa IPU pabOTE C OPITEXHUKOM.
MarepuaJbl K 3aHATHIO

Cnymarens 10KEH
3HATB:
TpeOoBaHUsI OXpaHbl TPyAa MPU pabOTE C OPIrTEXHUKON



YMETB:
- BBINIOJIHATH TPEOOBAHMSI MHCTPYKIMH TIO NPABUIaM TEXHUKH 0€30MacHOCTH

Onna w3 TIIaBHBIX OCOOEHHOCTeH pabouero mHs pabotHuka otaena IOV, Mmenemxepa,
CeKpeTaps, aCCUCTEHTa U Mp. — 3TO JUIUTEIIFHOE «OOIIEHHE» C KOMIIBIOTEPOM, KOTOPOE O3HA4aeT
HapylIeHHe KPOBOOOPAIICHNS M3-3a CHJITYET0 MOJIOKEHUS ¥ 3HAUNTEIILHYIO 3pUTEIbHYIO HAarPy3KY.
K nmnpodeccuonansupiM  Oonie3HSM  OOJBIIMHCTBA O(HUCHBIX  CIYXAIlUX MOXXHO OTHECTH
THITOMHAMUIO, CEPJCYHO-COCYAUCThIE MPOOIEMbI, HApYIIEHHS OOMEHHBIX ITPOIECCOB, HE TOBOPS
yKe 00 yTpaTe 3peHHusl.

3aganue 1:
[To3HakombTeCh C TpeOOBaHUSIMU OXPaHBI TPyl MPU PabOTe C OPITEXHUKOW M 3aIOJTHUTE

Tabnuiy.

Ha3Banue oprrexHuxku TpeboBaHusi OXpaHbI TPyaa

KoHTposabHbIe BONPOCHI:
1.I'1e B kaOuHeTe HAXOAATCS OTHETYIIUTENN ?
2.Kak MOXHO MPOBEPUTH, YTO KOMIBIOTEPHI B KAOWHETE 3a3eMJIICHbBI?
3.KakuM 1omKHO OBITH pacCTOSIHHE OT TJ1a3 10 MoHuTopa [I19BM?
4.Y10 HYKHO J€JIaTh B CJIy4ae yCTaJIOCTH ria3?
5.1IpuBenute mpuUMeEpsl YIPAKHEHUN JUIs 1J1a3.
6. Ha xakoM paccTosTHUM TOJKHBI pacnoiararbes ApyT OT Apyra KOMIbIOTEPHI?
7.Yt0 nenath B Cilydae HEMCIPABHOCTU KOMITbIOTEpA?



OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CUCTEMBI TPOMBIIIJIEHHOM BE3OITACHOCTHW»

OCHOBHAJS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHMSI
IMPOI'PAMMA ITPO®PECCUOHAJIBHOU IOATI'OTOBKH 11O JOJI’KHOCTH
CJHYXKAIIUX 21299 « IEJTOITPOU3BOJAUTEJ/Ib»

PABOYAS ITPOI'PAMMA
«OCHOBBI PEJJAKTHPOBAHUSA JOKYMEHTOB>»



Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®denepanpHoro 3akoHa oT 29.12.2012 Ne 273-D3 «O06 obpazoBanuu B Poccuiickoit denepanum.
COIAEPKAHUE

1.IIOACHUTEJIbHA A 3AIINCKA

2. YYEBHO-TEMATHUYECKHI TIJIAH U COAEPXKAHUE YUEBHOI'O MATEPUAJIA

3.MATEPHUAJIbBHO-TEXHMYECKOE n NHOOPMAIIMOHHOE OBECIIEYEHME,
HEOBXOJMMOE J1J1s1 OCBOEHU S PABOYEN ITPOI'PAMMUBI

4. OUEHOYHBIE MATEPHUAJIbI

IHOACHUTEJIBHASA 3AIIMCKA

Less peanu3anuu NporpaMMsl M IVIAHKPYeMble pe3yJbTaThbl 00y4eHHUs:

Pabouas mnporpamma « OcHogbl pedakmupoarnusi OOKYMeHmo8y SBISETCS 4YacTbl0 OCHOBHOM
IIPOrpaMMBbI npo¢eCCUOHATEHOTO o0yueHHs 1o npogeccuoHaTbHON IOJITOTOBKE
«JlemonpounsBoauTeENb)», pa3pabOTaHHON HAa OCHOBE:

- ®epnepanpHoro 3akoHa oT 29.12.2012 Ne 273-d3 «O6 o6pazoBanuu B Poccuiickoit @eneparum,

— Ilepeuns mpodeccuit paboumx, MOMKHOCTEH CIYXKAIIMX, MO KOTOPHIM OCYIIECTBISETCS
npodeccCuoHaIbHOEe O00ydYeHHe, YTBEpPKACHHOro mnpukazoM MunucTepceTBa IlpocBemennss PD ot
14.07.2023 r. Ne 534,

— IIpodeccuonanbHOro CTaHjaapTa Cneyuanucm no OpP2aHU3aAYUOHHOMY u
OOKYMEHMAYUOHHOMY — obecneyeHuto  ynpagnenus  opeanusayuell  (yTBEPKICHHOTO  IPUKA30M
MuHnuctepcTBa Tpyia U corranbHoM 3amuThl PO ot 15.06.2020 1. Ne 333H),

— TpeOoBaHUi, yKa3aHHBIX B KBaM(pUKAIIMOHHOM CITPAaBOYHHKE JOJIKHOCTEH PyKOBOAUTEIICH,
CIELMANNCTOB U JIPYTUX CIyXKalux 4-e u3nanue (yTBep:kJeH noctaHoBieHueM Munrtpyna PO ot 21
aBrycra 1998 r. Ne 37 ¢ usmenenusimu ot 27 maprta 2018 r.).

yMeTh:
—  OCYUIECTBISITh PEAaKTHUPOBAHHE TEKCTOB CIYXKEOHBIX IOKYMEHTOB U JPYTHX MaTEPUAIIOB;

—  TOpUMEHSTh COBPEMEHHbIE HH(OPMAIOHHBIE TEXHOJIOIMH TPU JOKYMEHTHUPOBAHUU U
OopraHu3anuu paboThl C JOKYMEHTAMH.
3HATh:

—  OCHOBBI pEIaKTUPOBAHUS TEKCTOB CIYKEOHBIX JTOKYMEHTOB U APYTHX MAaTEPHAJIOB;
—  TpeOOBaHUSA K TEKCTY JOKYMEHTOB;

—  COBpeMeHHbIE MH()OPMALMOHHBIE TEXHOJIOTUH, IPUMEHSEMbIC TIPU JTOKYMEHTHPOBAHUU U
OpraHusanuu padboTsl ¢ JOKYMEHTaMH.

Ha peanusanuio Paboueii mporpamMmel orBoauTcs 20 4acos.

3aBepiraercst 00yueHre 1o yaeOHON TUCIUIUIMHE TIpoBeieHneM Tru(depeHITMPOBAaHHOTO 3a4€Ta.



YUEBHO-TEMATHYECKHH IJIAH U COJIEP’KAHUE «OCHOBBI PEJTAKTUPOBAHUSA JJOKYMEHTOB»

B TOM 4YHCJIC

Ne | HammeHnoBanme Oﬁuan " IIpakTn Camocr. ATTecTanmus,
Conep:xkanue 00bém |Jlekummu, padora,
n/n TeM YecKue, qac.
4acoB qac. yac.
yac.
1. BBenenue. 3amaun npeamera; €ro coaepiKaHue.
3HaveHHe MpeaMeTa JUIsd OBJIaJieHus mpodeccuit.
[loHATHE O NMPAKTUYECKON CTUIMCTHUKE.
CoBpeMeHHBIN PYCCKHI JTUTEpaTypHBIN sI3bIK. OOI1Iee MOHATHE O
COBPEMEHHOM PYCCKOM JINTEPATYPHOM s3bIKe. CTHIIM COBPEMEHHOTO
PYCCKOTO sI3bIKA.
Jlexcuka u ¢pazeonorusi. [laponumsl. [lepudpazpl. CHHOHUMBI.
Omonumbl. AHTOHUMBL [lneonasmel. TaBromoruu. Omubku B
JIETIOBOM CTHUJIE, CBSI3aHHBIE C MHOTO3HAYHOCTBIO CJIOBA.
OcCHOBHbIE ®pazeosnorusi B nenoBodl  peur. OmmOKHM, CBsI3aHHBIE C
MIOJIOXKEHUS ynoTpeOieHreM GppazeoIorndeckux 000poTOB B JICTOBOM pPeUH.
CTHJIMCTHUKH, CneunanbHas nekcuka. Tepmunonorus. [lonsatue o TepmMuHax u
JIEKCUKU U TepMuHONIOruu. TepMmuHosnorus nenoBor peuu. IlIpaBonmcanue
dbpazeonorun | TEPMHUHOB, YIOTPEOIAEMBIX B JIETIOBOM pEUH.
OdunmanbHo-menoBoit  crunb.  OnpeneneHue  oduuUaNIbHO-
nenoBoro crwisd. Crneuuduka  JEIONPOU3BOJACTBEHHOTO CTHIIA, 5 3 )
yu€THBIX (HOpM J1eI0BOM MH(POPMAIIHH.
OcHoBHBIC TpaBWwiIa mnpousHomeHus (opdoomus).  Teker
CITyeOHOro JOKyMeHTa. BUIbl TEKCTOB HX CTHIIEBBIE OCOOCHHOCTH.
[IpobGnembl yHU(DUKAIIH TEKCTOB.
CnpaBouHble H3JaHUSI IO PYCCKOMY SI3bIKY U IMPAKTUYECKOU
ctiuirctuke. OCHOBHBIE TIpaBWiIa IOJB30BAHUSA CIIPABOYHBIMU
W3IaHUSIMU 110 PYCCKOMY SI3BIKY M MMPAKTUYECKON CTHIIUCTHUKE.
Tpynusle  ciaydam  mOpaBonMCaHusl.  TpyaHble — ciiy4dau
OcHoBHbIE IIpaBONHMCAaHUsl TIJacHbIX B KopHe. llpaBonucanue npHUCTaBOK.
MOJI0XKEHUS [IpaBomucanue  CIOXKHBIX U CIOKHOCOKpPANIEHHBIX  CIIOB.
opdorpaduu u | IlpaBomucanue b U b B clioBax. [I[paBoncanme H M HH BO BCEX YaCTsIX
Mopdooruu ¢ | peun. YnorpebieHrne MPOMUCHBIX OyKB. YTOTpeOIeHNE MPOMUCHBIX
dJIE€MEHTaMU OyKB B Ha3BaHMAX OpraHM3alUN, YUPEKACHUH, MNPEIIPUATHH,
MPAKTUYECKOW | HMHOCTpPaHHBIX GUPM. YTOTpeOJIeHHEe TMPOMHCHBIX OYKB B
CTHJIUCTUKU CJIO’)KHOCOKpPALIEHHBIX clloBax U ab0peBuatypax. [IpaBuina nepenoca

cioB. Ilepenoc cioB no cioram. Ciayyau OTCTYIJIEHUS OT CIOTOBOTO




npuHnuna. ms cymectsurensHoe. TpyaHble cirydan ynoTpeOaeHns
dbopM HMEH CyLIECTBUTEIbHBIX. Crunuctuyeckoe 3HaueHHE
KaTerOpHH OJYIICBIEHHOCTH — HEOAYIIEBIEHHOCTH. TpyaHbIe
Cllyyad HalmucaHUsi UMEH CYIIECTBUTENbHBIX. MIMs mpuiararenbHoe.
OcoOenHnoctu o00Opa3zoBaHus W ymnoTpeOseHuss ¢GOpM CTETeHeH
CpaBHEHMsI mpwiarareidbHbpIX. OmmOkn B 00pa3oBaHMM H
yIOTpeOIeHNH IPOCTHIX U CIIOKHBIX CTeTIeHeH cpaBHeHUs. TpyaHbIe

cllyyau ymoTpeOseHUs dopM uMEH mnpuIaraTenbHBIX. MMs
yuciauTenabHoe.  TpynHble — cioydanm — ynotpeOiieHHs — UMEH
YHUCIIUTENbHBIX. IIpaBuia  mpaBomMCaHusT ~ YHUCIUTENBHBIX.

Mecroumenue. Paspsanbr MecromMenuit. OmIMOKH, BO3HUKAIOIIUE
IpU OTHECEHMM  JIMYHOTO  MECTOMMEHUS K HECKOJIbKUM
MPEAIIECTBYIOIIMM €My  CYIIECTBUTEIbHBIM. OcobenHoctu
YHOTPeOJIEHUS] TPUTSKATENBHBIX M BO3BPAaTHBIX MECTOMMEHHUH.
OmmbKu, cBsi3aHHBIC ¢ UX yrnoTpedseHnneM. OmuOKH, CBI3aHHBIE C
ynotpeOneHrneM MecTouMeHus «3Ito». [maron. Tpyasble ciyyan
ynotpebnenus ¢popM riaroaa. @opMbl COBEPIICHHOTO BU/a riaroia
C IPUCTABKOM.

«3a» (TMma «3aBH3UPOBaThHY») B HeN0oBOM peun. Kareropus
JEeWCTBUTENFHOTO U CTPAZaTelbHOro 3a10roB. Ciydyan omub0YHOro
ynoTpeOieHusT  BO3BPATHBIX  IJIarojioB €O  CTpajaTelbHbIM
3HayeHueM. [Ipuuactue. CuHOHUMHYECKHE (HOPMBI MPUYACTHIMA
(apxamdeckas u coBpeMeHHas ). FIx ynorpebieHue B JUTEpPaTypHOM
a3pIke. TpyaHsle ciyyau HanucaHus npudactui. TpyaHsle ciayyau
ynotpebnenus: popm aeenpudactuif. OmuOKH B JCIOBOM CTHIIE,
CBsI3aHHBIE C ymoTpeOineHuem neenpuuactuil. Hapeuwe. Paspsms
HapeYrii MO Ha3HAYCHHUIO. YTOTPEOJICHHE CIOXKHBIX CTEICHEH
cpaBHeHus B geinoBoM  crtwie.  IIpemmorn.  Ilpemiorw,
pacnpocTpaHéHHbIE B HEUTPAIbHOM U O(QUIIHAIBHO-/IEJI0OBOM CTHUIIE.
Tpynusle ciaydam HanucaHus npeuioros. Hosele nmpemioru tuna «B
neney, «llo muaumy. Cor03pl U YaCTHIIEL

Tpynuble ciiyyan ynoTpeOIeHus: COI030B M YaCTHIL




CHHTaKcuc ¢

I'maBHBIC YJICHBI MpCAJIOKCHUS. CormacoBaHHEIC u
HCCOI'TaCOBAHHBIC  OIPCACIICHU. (0)1117 (971 nmpu CorjiaCoBaHuu
OHpeHGHGHHﬁ C CYHICCTBUTCIIbHBIMH. OcHOBHBIE BapHUaHTBI

corjraCoBaHus CKa3y€MoOro C mnmoajicKamunumM B TCKCTaxX JOKYMCHTOB.

S EMEHTAMIL Ckazyemoe TMpu  NOAJEXKAIIEM, BBIPAXKEHHOM  COYETAHHUEM
. | CYIIECTBUTEIBHOTO C KOJWYECTBEHHBIM YHUCIUTEIbHBIM. CKa3zyemoe
MPaKTUYECKOU .
P [IPU MOJIJIEKAIEM CO CIIOBaMU THIIA:
«bonbumHCTBOY», «MHOrO», «bosmee» wu T.n. YmnpasieHue.
OpnococraBHOe mpeyioxkeHne. OQHOPOAHBIE WICHBI MPEIT0KEHHUS.
Cl10)KHbIE CHHTAaKCUYECKHE KOHCTPYKIIUH.
[Ipsimast 1 KOCBEHHAas pPeUb.
OcHoBHBIE
CBEJICHUS O [IpenBapurenbHOe YTEHHE  TEKCTa, MpOBEpKa (HaKTUIECKOTO
TEXHUKE Marepuana. Busibl mpaBKu TEKCTa. 4
pEeAAKTUPOBAHU TexHuKa mpaBKHU TEKCTA.
S
Auddepenunp
OBaHHBIN 4
3a46T
HUTOIro
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MATEPHUAJ/IBHO-TEXHUYECKOE U HH®OPMAIIMOHHOE OBECHEYEHHE,
HEOBXOJIMMOE /151 OCBOEHUS PABOYEN
ITPOI'PAMMBI

MarepuajbHO-TeXHHYECKOe o0ecreveHne

Peanmuzamus [Iporpammbr oOecrieunBaeTcsl HalWYUeM  MaTepHATbHO-TEXHUYECKON  0as3bl,
CIIOCOOCTBYIOIIEH MPOBEICHUIO BCEX BUOB 3aHATUN, IPAKTUKHU, IPEyCMOTPEHHON YUEOHBIM ILIaHOM.
CocTosiHHE MaTepHAIbHO-TEXHUYECKOH 0a3bl COOTBETCTBYET JEHCTBYIOIIMM CAHUTApHBIM U
IIPOTHUBOIIOXAPHEIM HOPMaM.

O6opynoBanue y4eOHOTO KaOMHETA:

—Me0enb, peIHa3HaueHHas Ul TPYIIUPOBKY B PA3JINYHBIX KOHPUTYpaIHSIX;

—pabouee MECTO MpernoIaBaTes;

—KOMIUIEKC Y4eOHO-METOIMYECKON TOKYMEHTAIIUH.
Texuudeckue cpeacTBa 0OydeHHS:

—3JICKTPOHHBIC BUACOMATCPHUAJIBI;
—HOYTOYK;
—IIPOEKTOP.

Nudopmannonnoe obecrnedeHue 00yueHust
OcHogHble UCMOYHUKU, 3AKOHOOAMENbHbIE U HOPMAMUEHbBIE OOKYMEHMbl, 3J1EKMPOHHbLE
pecypcol
OcHognbie ucmoYHuKu
1. Haxopskoa K. M. JIutepatypnoe penaktupoBanue. M.: M3narensctBo UKAP, 2015 — 432 c.

JlononnumenvHvle ucmouHuKku
1. Kysnenosa, T.B.; Cankuna, JI.B.; beikoBa, T.A. u ap. lenonpoussoactso. Opranuzanus
Y TEXHOJIOTHH IOKYMEHTAIIMOHHOTO o0ecrieueHus ynpasnenus. FOuutu-/lana - M., 2016. —359 c.
2. Kysuenosa, T.B.; Crenanos, E.A.; ®ununnos, H.I'. Jlenonpon3BoacTBO U TeXHUYECKAS
nokyMeHTanus. Beicias mkosna - M., 2013. — 159 c.
3.  HakopsxkoBa K.M. JlureparypHoe penakTupoBaHue: OOmias MeToauka pabOThl Hax
tekctoM. [IpakTtukym. M., 2012. — 432 c.



OIIEHOYHBIE MATEPHUAJIbBI

[lepeuenbp BompocoB K AU(PQPEepeHIUPOBAHHOMY 3aueTy IO MOJYIIO
PEIaKTHPOBAHMS JTOKYMEHTOBY»

«OCHOBBI

MPU3HAKH

1.  ®oneruka

2. Pycckas nekcuKa ¢ TOUKHU 3pEHUSI €€ MIPOUCXOKIACHHS

3. Pycckas mekcuka ¢ TOUKY 3peHUs €€ YIoTpeOIeHsI

4.  dpaseosoru3Mbl

5. OMOHHUMBI, CHHOHUMBI, aHTOHUMBI. CJIOBOOOpa30BaHME

6. Hma CYILLIECTBUTEIILHOE. Mopdonoruueckue, CHUHTaKCUYECKHE
CYILLIECTBUTEIIbHBIX.

7.  IlpaBomucaHue CyIIECTBUTEIbHBIX.

8. WM uncnurensHoe. Pa3psaasl M MpaBONUCAHUE YUCIUTEIBHBIX

9.  TI'maros. I'pammMarnyeckue npusHaku riaroia. [IpaBonucanue riarosnos

10. Wwms npunararensHoe. [IpaBonucanue nmpuiaraTeabHbIX

11. Ilpuuactue. I'paMMmaTryecKkue Npu3HAKK IPUYACTUI U IPABOIHMCAHUE.

12. IIpuyacTHBIi 000POT.

13.  Jleempuuactue. [IpaBonucanue neenpudacTii

14. Hapeuue. [IpaBonucanue Hapeuuid.

15. CnyxeOHble YaCTH peud: MPEIJIOTH, COIO3bI, YacTUIbl. WX pa3psabl MO 3HAYEHUIO,
CTPYKTYpE€ U CHHTaKCHUECKOMY yHOTpeOIeHUIO

16. IlpaBonucaHue MpeIoros.

17. IlpaBomnucaHue COH30B

18. IlpaBomucaHue 4acTuil.

19. Cnoocoueranue. CBs3b CI0B B CIOBOCOYETAHUAX

20. IIpoctoe npennoxeHue

21. CnoxHoe npeoKeHne

22.  Crunm peum.

23. Twunsl peyn.



METOAUYECKHUE MATEPHUAJIbBI
MeTtoanueckasi pa3padoTKa 3aHATUSA
Tema: CHHTaKCHC € 2JIEMEHTaMU IPAKTUUECKON CTUIIUCTHUKHU.
Henap: onpenencHyue CTUIISL PEUH, 3aKPEIJICHUE MTOJIyYCHHBIX 3HAHUU.

Martepuansbl k 3ausaTuio Onpenenenne TUNA, CTHIISA, TUIIA TEKCTA.
Bonpocsl 115 3akpenJieHusi TeOPeTHYECKOr0 MaTepuasia mno remMe:
HazoBuTe OCHOBHBIE TPU3HAKU TEKCTA.
UTto Takoe LenHast CBs3b?
Urto Takoe napasienbHas CBs3b?
Uro Takoe ab3an? KakoBa ero ponb B Tekcte?
Uto Takoe MUKPOTEKCT U MUKpOTEMa?
Kaxkue tumnsl peun Bl 3Haere? UeMm OHU OTIIMYAIOTCS APYT OT Apyra?
7. HazoBuTe OCHOBHBIE NpPHU3HAKK [MOBECTBOBAHMS, PACCYXKICHMs, OIWCAHUS, TJe
MIPUMEHSAIOTCS 3TH TUIIBI peun?

SIS e

3agaHus 1J151 NPAKTHYECKOT0 3aHATHS

3aganue 1.

Jloka:kuTe, 4YTO J/JaHHOEe BBICKA3bIBaHHE sIBJIsieTc TekcToM. Omnpenenute Temy
BbICKa3bIBaHNsA. Kak B JaHHOM TeKkcTe CBA3aHbI NPeAJI0KeHUs1?

Bocnurannsie JIIOAN YBAKAKOT YCJIIOBCUCCKYIO JIMYHOCTD, a4 ITIOTOMY BCCr/ia CHUCXOJAUTCIIbHBI,
MSTKH, BEXKJIUBBI, yCTYMYUBBL. OHU HEe OYHTYIOT U3-3a MOJIOTKA WJIM MPOTABILIEH PE3UHKH; )KUBS C KEM-
HI/IGYI[B, OHU HC ACIIAOT U3 3TOro OAOJDKCHUA, a4, YXOJd, HC TOBOPAT: C BaMH XUTH HCJIbL3. Ouun
NpOLIAIOT M IIyM, W XOJIOA, W OCTPOTHl, W TPUCYTCTBHE B HUX >XWUJIbE IMOCTOPOHHUX. OHHU
COCTPAaAaTCIbHbLI HC K OAHHUM HHUIIIUM U KOIIIKaM. Ouu GOHGIOT I[yHIOﬁ " OT TOro, 4€ro HC YBUAUWIIDb
MPOCTHIM TJ1a30M... (4. I1. Yexos.)

3aganue 2.

Teker cnmucatb, paccTaBuTh 3anstble. OnpeneJuTh cnocod CBA3M MPeAI0KEHHI.
Ha3zBarb THI peyn.

YroObl COXpaHUTh LBETHl KYyIUIEHHBIC 332 HEIEIIO JI0 Mpa3JHuKa CTEOJIM IBETOB MOJPE3AI0T
HaWCKOCh OCTPOH OpHUTBOW M CTaBSAT LIBETHI B BOAY KOMHATHOW Temmeparypsl. Uepes3 aBa-Tpu daca
3aBOpAavYMBaIOT OYKET B Ta3eTy M KIAAyT Ha HIDKHIOIO TOJKY XOJoauibHUKa. Ha Tperuil neHb
MPOBEPSIIOT OyKeT CHOBa Mojpe3aroT crebnn Ha 1—2 cM yaca JBa JepKaT LBEThl B BOJE U OISTh
KJIIaAyT B XOJIOAHUJIbHHUK.

3aganue 3.

Onpeneanrte THI peYu TeKCTAa, 000CHYIiTe CBOH OTBET.

1) CnaBmmii B yriy JOJTOBSI3bINA MAPEHB JIET CEMHA/ALATH TPOCHYJICS U CEll TO-TYPEIKH,
Tapaia Ha MeHsl r11asa. [lapeHs OblT OTHEHHO, HEMBICIIMMO SIPKO-PBDK M TaK KOHOIIAT, Kak MHE HU pa3y
HE TOBOAMIIOCH BUAETh. OH OBUT yCcesiH BECHYIIKAMH PAa3HBIX BUIOB U MACTEH: 1O 30JI0TUCTOMY (OHY
Pa3MBITHIX B CIUIONTHOE MOJIe KOHOMYIIEK OblIa MyIeHa MEJIKasi POCCHINb TEMHBIX TOYEK, KaK OyITO
€T0 CIIPBICHYJTH JAETTEM CKBO3b YHCTOE CUTO. 32 3TOH MEeCTPSIBI0 He OBLIIO BUHO YepT ero jmna. JIumib
MIOTOM s OOHAPYXUJI, YTO y HErO MPSMO, C JIETKOH TOPOMHKON HOC, BBICOKHH 1100 ¢ 1ByMsi Oyrpamu,
OyTBUIOYHOTO I[BETA TJla3a C PBDKEBATHIM OTIMBOM, KOTOPBHIH MM TNPHUAABAIN IYIIHCTHIC PBDKHE
pecHutbl. S mpocTo ocrnern, OyATo B3MIsSIHYN Ha conHIe. (FO. Hazubun.)

2) [To creHam, OKOJIO KapTHUHBI, JICHUIIACH B BOJIE ()ECTOHOB ITAyTHHA, HAITUTAHHAS ITBUIBIO;
3epKaja BMECTO TOTO, YTOOBI OTpakaTh MPEIMETBI, MOTJIH Obl CIYXKUTh CKOpEE CKPYDKAISIMH IS
3aIMCBhIBaHUS HAa HUX, IO IBUTH, KAKUX-HUOYIh 3aMETOK Ha namsaTh. KoBpeI ObiH B nisiTHax. Ha nuBane
Jeano 3a0bIToe MOJIOTEHIIE; Ha CTOJIE PEAKOE YTPO HE CTosjIa He yOpaHHas OT BUEpAIIHEro y)KHHA
TapeKa ¢ COJIOHKON U ¢ O0TJIOJaHHON KOCTOUYKOM.

Ecnu 6 He 3Ta Tapenka, 1a He MPUCIOHEHHAs K TIOCTEIH TOJIBKO YTO BBIKypEHHAs TpyOKa, UIn
HE caM XO3SHH, JISKAIIUK Ha HEeH, TO MOXHO OBLIO TOAYMaTh, YTO TYT HUKTO HE KHBET, — TaK BCE
3aIbUTUIIOCH, TIOJMHSJIO ¥ BOOOIIIE JIMIIIEHO OBLIO JKUBBIX CIIEIOB YEIOBEUYECKOT0 MpUCyTCTBUs. (M. A.
T'onuapos.)



3) [LmacTMaccoBBIX ITOJOTEHEI] MOKa HET. Benp TKaHM M3 XMMHYCCKUX BOJIOKOH INIOXO
BIUTHIBAIOT BOJY, MO3TOMY UMM HEJb3S1 BEITUPATh PYKH.

4) B HeckoibpKMX BepcTax OT Moed JepeBHH HaxomuTcsa Oosbiioe ceno LlymuxuHo, ¢
KaMEHHOM IIEPKOBBIO BO UMs mnpenoaoOHbix Ko3bpmel n Jlamuana. HampoTus 3To# 1epkBH HEKOTIa
KpacoBaJIMCh OOIIMPHBIE TOCTIOACKUE XOPOMBI, OKPYKEHHBIE Pa3HBIMU MOCTPOHKAMHU.

3aganue 4
IIpoananu3upyiiTe TEKCTHI NYOJIUIIUCTHYECKOTO CTHJIS:

1. [Ipumepamu U3 TEKCTOB MOATBEPAMTE, YTO OHU: a) HAMHUCAHbl Ha OOILIECTBEHHO
3HaYMMYl0, 3J000JHEBHYI0 TeMy; ©O) aapecoBaHbl MacCOBOMY YWTATeNIO; B) MPHU3BAHbI
BO3JICHICTBOBATh HA pacCyJOK M YyBCTBAa YHUTATeNed C I€JIbI0 BOCHUTAHMS y HUX BBICOKHX,
OJIarOpOTHBIX TPAKIAHCKUX YyBCTB;

2. JlokaxxuTe, 4TO Al TEKCTOB XapaKTepHa MpsMasi U OTKpPbITas OLIEHOYHOCTH (0e3
o0palIeHus K Xy10’KECTBEHHBIM 00pa3am), B KOTOPOU SPKO BhIpayKeHa MO3UIUS aBTOPA, €r0 CTPACTHOE
XKellaHue yOeaAuTh YUTaTessl B CBOCH MPaBoTe;

3. Haligute s3BIKOBBIC CpEJICTBA, CO3JAIONIME OOIIYI0 JKCIPECCUBHOCTh TEKCTA:
CHeIHalIbHBIC BBIPA3UTENbHBIE CPECTBA — SIMUTETHI, CPABHEHUS, METaPOPhI, PUTOPUIECCKHIE BOIIPOCHI
WIM BOCKJIMIIAHUS, MMPOTHUBOIIOCTABICHUS W T.I.; HAWJAWTE XapaKTePHBIC JJIA ITyOJUITUCTHUCCKOTO
CTHJISL CJI0BA U CIIOBOCOYETAaHMUS, 0003Hauaromue 0000MmEHHBIE U OOIECTBEHHO-3HAUYNMEIE ITOHITHS —
MOJINTUKH, MOPAJTH, HPABCTBEHHOCTH, KYJIbTYPbI, COIIMATBHBIX TYBCTB U T.II.

4. OMPEJIEIUTE K KAaKOMY >KaHPY MOXHO OTHECTU JAHHBIN TEKCT.

1 Bapuanr.

Jloka3epiBaTh, YTO TPAMOTHOCTh HANIMX IIKOJBHUKOB CHJIBHO TOHU3UJIACH, 3HAYUIIO OBl
JIOMUTBLCS B OTKPBITYIO ABEPh. ITO OOHAPYKUBACTCS HAa MPUEMHBIX dK3aMEHaX B BBICIIHE YUEOHBIC
3aBEACHUSI W TEXHUKYMbI; Ha YpOBHE TIPAMOTHOCTM MAIUIMHUCTOK W TMEPENUCYUll, HEAaBHO
OKOHYMBIIIMX IIKOJIy; TIpU OOCIEAOBAaHUSAX IIKOJ, W BOOOIIEC Be3je, I/€ MPUXOIUTCS HaOII0IaTh
moael, o0ydaBIInXcs MUChbMY MocieaHee Bpems. He Hamo, KOHEYHO, TyMaTh, 4TO B MIPEKHEE BpeMs
IO 3TOW YacTH BCE 00OCTOSIO OJaromnoydyHo; BOMPOC O MOAHSATHU T'PaMOTHOCTH BCETZIa CTOSUT Ha
ouepeu.

Ho Hamo oTkpoBeHHO NMPU3HATH, YTO CEHUYAC ITOT BOIPOC MPHUOOPET COBEPIIEHHO HEOOBITHYIO
OCTPOTY M YTO BOIUIM O HEIOMyCTUMOW O€3rpaMOTHOCTH MHTOMIICB HAIlIed IIKOJLI OTHIOJb HE
npeyBenndeHbl. Hamo oTKpOBEHHO MPU3HATH, YTO 3TO MPOOET B HAIIEM IIKOJIBHOM JEJE JOIIET 0
pa3sMepoB OOIIECTBEHHOTO OEACTBHA, YTO 00 ATOM HAI0 KPUYAaTh U W3BICKMBATH MEPHI ISl €T0
H3)KHBaHUS.

JI. lep6a. be3arpaMOTHOCTD 1 €€ TPUIHHBI

2 BapuaHT.

VY xaxaoro u3 Hac «CcBos peukay. HeBakHO kakas, 6omibinas Bonra wim mMamioTka YcMmaHKa.
Bce 11 Mbl noHMMaeM, Kakoe 3TO COKpoBHile — peuka? M kak OHO ys3BUMO, 3T0O cokpoBulie?! MoxHO
3aHOBO MOCTPOUTH pa3pylIEHHbIA TOPoA. MOXKHO MOCAIUTh HOBBIN JieC, BBIKONATh NpyA. Ho xxuByto
pEUKy, €clii OHAa YMHUPAET, KaK BCAKUHN KUBOM OpraHu3M, CKOHCTPYHPOBATh 3aHOBO HEBO3MOKHO.

[TocnenHue oI BO BCEM MUPE UIET 03a004YSHHBIN pa3roBop o Boje. Boja craHoBUTCS OqHOM
W3 TJIABHBIX LIEHHOCTEN Ha 3eMiie. Ho xoraa roBopsrt:

«Muccucunu meneet» unu: «Meneet [[oH», HEe Bce MOHUMAIOT, YTO KOPEHD MPOOIEMBI JICKHUT
Ha Oeperax MaJeHbKUX YCMaHOK U Jake OC3bIMSHHBIX pEUeK U pydeiikoB. JKU3Hb 3apoauiack, ocena
Y pa3BUBAETCS OKOJIO peK. TOIBKO-TONBKO MPOOUBIIMICS U3 36MJIM KITFOUMK O€3 TI0JIb3BI Y)KE HE TEUET.

Ho, kpome Oiiar u pajocteii, OTAaBaeMbIX BCEMY KHMBYIIEMY Ha €€ Oeperax, peuoHKa yHOpHO
HECET CBOIO BOAY B «OOHIMI KOTEM», U3 KOTOPOTO IMBIOT CETOJHS OTPOMHBIC TOpoJa M KPYIHBIC
MIPOMBIIIIICHHBIE LIEHTPHI.

A ecnu KakoW-HUOYIb TOPOJ HaYWHAET CTPAAaTh OT YKAXKIIbI, €CIM MEJICIOT OOJIbIIINE PEKH,
MEPBYIO U3 MPUYUH HAJ0 UCKATh TaM, IJ€ PACION0KEHbI «KAUUISIPbD) BOJHON CUCTEMBI, - Ha MaJIbIX
peuKax.

B. ITeckoB. OteuecTBO

3ananme 5
1. Onpenenure, kK KakoMy GYHKIHOHAILHOMY CTHJII0 OTHOCHTCS TEKCT?



2. Ha3oBuTe IJIaBHbIE 0COOEHHOCTH CTHJIA?
3. TI'ae ucnosib3yercs 3TOT CTHIb?
4. B kakux cepax ;KU3HH NPUMEHSAETCS 3TOT CTHJIb?

Crarbsa 17

1. B Poccuiickoit denepariuu npu3HAIOTCS U TAPAaHTUPYIOTCS TIpaBa U CBOOOIBI UeJIOBEKA
U TpaXKIAaHWHA COTJIACHO OOIICTPU3HAHHBIM TPUHIIMIIAM W HOPMaM MEXIYHapOJHOTO TpaBa W B
COOTBETCTBHUHU C HacTosIel KoncTuryiuen.

2. OcHOBHBIC TIpaBa M CBOOOJBI YEIOBEKA HEOTUYKIAEMbl M IPUHAIICKAT KakKIOMY OT
POXKIICHHUSL.

3. Ocy1ecTBieHHE MTpaB U cBOOO YeIOBEKa U Tpak/laHWHA HE JI0JDKHO HapyllaTh MpaBa
u cBobozb! apyrux iun (Koncruryuus Poccuiickoit @eneparun).



OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CHUCTEMBI MPOMBIIIJIEHHON BE3OITACHOCTH»

OCHOBHAS ITPOI'PAMMA ITPO®ECCHOHAJIBHOT'O OBYUYEHUSA
MMPOTPAMMA IPO®ECCHOHAJILHOI MOATOTOBKH MO JOIKHOCTH
COYIKALIUX 21299 « IEJOMPOU3BOUTEIb»

PABOYASA ITPOI'PAMMA ITPAKTHYECKOI'O OBYYEHUA
«YYEBHASA U ITPOU3BOJCTBEHHAS TIPAKTUKA»



Pabouas nporpamma pa3paboTaHa Ha OCHOBE:
®enepanpHoro 3akona ot 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit
denepauuny».
COJAEP)XAHHUE

—

I[TOACHUTEJIbHA A 3AITMCKA

2. YUEBHO-TEMATWYECKUM IIJIAH ©W COJEPXAHUE YYEBHOI'O
MATEPHUAIJIA

3. MATEPUAJIbBHO-TEXHUYECKOE 1 MTHO®OPMAIIMOHHOE OBECIIEYEHUE,
HEOBXOJMMOE JIJ1s1 OCBOEHU S PABOYEN ITPOI'PAMMUBI

4. OLEHOYHbLIE MATEPUAJIbI

IHOACHUTEJIBHASA 3AITNCKA

Hean peanu3anuu NporpaMMsbl U IJIAHUPYeMble Pe3yJIbTAThI 00yYeHUs

Pabouast mporpamma yuebHot u npouze00cmeeHHOU NPAKMuKY SBIISICTCSI YaCThIO OCHOBHOM
nporpaMMbl  MpOo(eCCHOHATBEHOTO o0yueHHs o npogeccuoHaTbHON IIOATOTOBKE
«JlemonpounsBoauTeNb)», pa3paboTaHHON HAa OCHOBE:

- @enepanbHoro 3akoHa ot 29.12.2012 Ne 273-®3 «O6 obpasoBanuu B Poccuiickoii
denepanuny,

- Tlepeunst mpodeccuii pabounx, MTODKHOCTEH CIyXKaIUX, IO KOTOPBIM OCYIIECTBISETCS
npodeccuoHaibHOEe O0yYeHHE, YTBEPXKIACHHOTO MpukazoM MunucrepctBa [IpocBemenuss PO ot
14.07.2023 r. Ne 534,

- IIpodeccuonanvnoro  crangapra  Creyuanrucm  nO  OpP2AHUSAUUOHHOMY U
OOKYMEHMAYUOHHOMY —obecheueHuro ynpaenenus opeanuzayueti (YTBEPKAECHHOTO TPHKA30M
MuHnuctepcTBa Tpyia U corranbHoM 3amuThl PO ot 15.06.2020 1. Ne 333H),

- TpeOoBaHWii, YyKa3aHHBIX B KBanmudukanmoHHOM CHOpaBOYHHKE JOJKHOCTEH
PYKOBOJUTENEH, CIIEHHUATNCTOB U JIPYTUX CIyXallux 4-e u3naHue (yTBEp)KIeH MOCTaHOBIECHUEM
Muntpyzaa P® ot 21 aBrycra 1998 r. Ne 37 ¢ uamenenusimu ot 27 maprta 2018 r.).

B pesynbrate oOCBOEHHST MpOrpaMMbl CIyIIaTellb JOJKEH OCBOUTH BBINOJHEHUE
MPETyCMOTPEHHBIX MpOo(ecCHOHANBbHBIM cTaHfgapToM Creyuanucm no Op2aHUu3ayuoOHHOMY U
OOKYMEHMAYUOHHOMY 0becnedeHur0 Ynpasienus opeanuzayueli TpPyA0BbIX AEUCTBUI U TpeOoBaHMIA

K OTIBITY IPAaKTUYECKOH pabOoThl B paMKax TPYIOBBIX (hVHKIIMIA:
B/01.5 Opranun3anus padoThbl € JOKYMEHTAMHU

[Ipuem wu mnepBuYHas 0OpabOTKa BXOIANIMX JOKYMEHTOB
[IpenBapurensHOe pacCMOTpEHHE H  COPTHPOBKA JIOKYMEHTOB
[MogroroBka  BXONSAIIMX  JOKYMEHTOB  JUII  PAacCMOTPEHHS
PYKOBOIUTCIICM. PGI‘I/ICTpaHI/IH BXOAAIUX TOKYMCHTOB.

Opranm3anus AOCTaBKH JIOKYMEHTOB HCIIOJHHUTEISIM. BemeHue
6a3bl JaHHBIX JIOKYMEHTOB OpraHu3aluu. Benenne
nH(pOpMaAIMOHHO-CTIPaBOYHOM paboTel. OOpaboTka W OTMpaBKa
ACXOJALINX TOKYMEHTOB

Opranm3anuss pabOTHl IO PETUCTPAIUH, YYETYy, XPAHECHUIO U
mepegaye B COOTBETCTBYIOINME CTPYKTYpPHBIE IOAPAa3AEICHUSA
JIOKYMEHTOB TEKYIIETO JAEJIONPONU3BOICTBA.

KOHTpOHB HCIIOJIHCHUA JOKYMCHTOB B OpraHrU3alnu.

TpynoBsie AeCcTBUA




TpebGoBanus
00pa3oBaHUIO
00y4eHHU1I0

K
n

PaGotath cO  Bceli  COBOKYITHOCTBIO  HMH(OPMAIMOHHO-
JIOKYMEHTAIMOHHBIX pecypcoB opranu3anuu. [lonp3oBarbest 6azamu
JAHHBIX, B TOM 4YHCIe yAaleHHbIMU. [loib30BaThcs CIPaBOYHO-
MPABOBBIMHU CHCTEMaMH.

[TpuMeHsATh coBpeMeHHbIE WH(POPMAITIOHHO-KOMMYHHKAIIMOHHBIE
TEXHOJOTUHU i1 paboThl ¢ MOKyMEHTaMH, B TOM 4YHCIIe Ui €€
ONTUMU3AINH ¥ TTOBBITIIEHUS 2 (PEKTHBHOCTH.

TpebGoBanus
OTIBITY
MPaKTUYECKOU
paboThI

K

HopMmaTuBHO-1IpaBOBbIe aKThl ¥ HOPMAaTHBHO-METOAMYECKHE
JOKYMEHTBI,  ONpENENAIoIMUEe  IOPSA0K  JOKYMEHTAIMOHHOI'O
obOecnieueHus ympasieHus. CTpykTypa opraHU3alud, PyKOBOJACTBO
CTPYKTYPHBIX ITOAPA3ACIICHUMN.

CoBpeMeHHbIe  MH(MOPMAIIMOHHBIE  TEXHOJOTMH  pPabOTBl ¢
nokymeHTamu Ilopsiiok paboTsl ¢ JOKYMEHTaMHU.

CxeMbl IOKyMEHTO000pOTA.

[IpaBuna paboThl C BXOAAIIMMH, HUCXOASIIUMH W BHYTPECHHHUMHU
JOKYMEHTaMHU.

IIpaBuna opranm3anuu W GOPMBI  KOHTPOJIS — HMCIIOJHEHHS
JOKYMEHTOB B OpPTraHU3alIUU.

TumnoBsle CPOKU UCHOIHEHUS AOKYMEHTOB lIpumHIMIIBI paboOTHI €O
CPOKOBOW KapTOTEKOM.

Ha3znauenue um TEXHOJIOTHUSA TCKYIICTO W MPCAYHNPCAUTCIBHOIO,
KoHTpouist [IpaBuia NOKyMEHTalMOHHOTO OOecTedeH sl 1eATeIbHOCTH]
OpraHu3aluru. BI/II[I:I AOKYMCHTOB, UX HAa3HAYCHHC.

TpeboBanus, npenbsBiIseMble K JOKyMEHTaM B COOTBETCTBHH C
HOPMAaTUBHBIMU aKTaMU U IT'OCYJApCTBCHHBIMU CTaHdapTaMU.

[IpaBuna coctaBiaeHuss W OohOpMIICHHS  HWH(POPMAIMOHHO-
CIIPpaBOYHBIX, OPTaHU3AIIMOHHBIX, YIIPABJICHYCCKUX JOKYMCHTOB.

[IpaBuna co3maHus W BeleHHs 0a3  JaHHBIX  CIY>KEOHBIX|
JOKYMCHTOB B OpraHu3aruu.

CucTeMBbl JIEKTPOHHOTO JTOKYMeHTooOopoTa [IpaBuna u cpoku
OTIPABKHU UCXOMSNIMX JOKYMEHTOB. TpeboBaHMs OXpaHbl TpyJa.




B/02.5 Opranusanus TeKyuero XpaHeHus I0KyMeHTOB

[TpuMeHeHre HOMEHKJIATYPhI 1€ OpraHu3aluu

[IpoBepka npaBUIBLHOCTH OPOPMIICHHSI JOKYMEHTOB M OTMETKH
00 MX UCMONHEHWH Tmepe uX (OpMHUpPOBAHUEM B IO JUIs
[OCIIEIYIOIETr0 XPaHEHUSI.

DopMyIUpOBaHUE 3aT0JIOBKOB JIEN U ONpeesieHUE CPOKOB UX
xpa"neHus1. PopMUpOBaHUE ACIL.

KoHTposb mpaBUIIBHOTO U CBOEBPEMEHHOTO paclpeaeeHus U
[OIIMBKY JJOKYMEHTOB B JI€JIa.

TpynoBbie AecTBUA

Opranu3oBbIBaTh paboTy MO y4eTy, XpaHEHMIO U Iepejade B
COOTBETCTBYIOIIEE  CTPYKTYpPHOE  MOAPA3ACICHHUE  JOKYMEHTOB
TEKYILETO JIEJIONPOU3BO/CTBA.

Hcnonb30BaTh HOMEHKIATYPY AEN MPU U3YYEHUU CTPYKTYPbI
OpraHU3al1H, COCTABJICHUH ONNCEH JEI.

TpebGoBanus k Opranu3oBbiBaTh  paboTy 1Mo (GOPMHUPOBAHUIO [T B
00pa30BaHUIO U COOTBETCTBUU C YTBEPKIACHHONW HOMEHKIIATYPOM JeJI OpraHu3aliu.
00y4eHuIo [IpaBuIBHO M CBOEBPEMEHHO (POPMUPOBATH JOKYMEHTHI B IeTIa

C YUETOM HX CIICIHU(PUKH.

CucremaTu3npoBaTh JOKyMEHTHI BHYTpH Aena. O0ecrnieunBarhb
COXpaHHOCTh W 3allUTy JOKYMEHTOB OpraHuW3anuu. [IpuMeHsTh
MH(OPMALIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJOTHUH JJs1 PaboOThl ¢
ITOKyMEHTaMH.

HopmatuBHO-TIpaBOBbIE  aKTbl, HOPMAaTUBHO-METOJHYECKUE
ITOKYMEHTBI, TOCYJJapCTBEHHBIC CTaHIAPTHI, ONPEIEIISIONINE MTOPSIIOK
TOKYMEHTALMOHHOTO 00eCTIeUYeH sl yIPaBICHUSI.

Bunsl HOMeHKnaTyp, oOmipe TpeOOBaHMsS K HOMEHKIATYpE,
METOMKA €€ COCTAaBICHHS U O(hOpMIICHHUS.

[Topsimok dopmupoBanuss U odopmieHuss nen, cnernuduka
(bopMHpOBaHUS OTIACIBHBIX KATErOpUi €.

[lpaBuna XxpaHeHWs [ell, B TOM UYHCIE C JOKyMEHTaMHy|
OTPaHUYEHHOTO JOCTYTIa

[lpaBuna BBAAYM W WCIOJNB30BAaHUS  JOKYMEHTOB W3
chopmupoBaHHBIX jien. TpeboBaHMs OXpaHbl TPYJa.

TpeGoBaHUsI K OTIBITY
MPaKTHYECKOI paboThI




B/03.5 Opranuzanus o0padoTKu JeJ1 s MOCJeAy0Iero XxpaHeHust

[IpoBepka CpOKOB XpaHEHHUS JIOKYMEHTOB, COCTaBJIECHHE
npoToKojia pabOThl AKCIEPTHOW KOMHUCCHMU 1O  TMOATOTOBKE
JOKYMEHTOB K XpPaHEHHUIO, aKTa O BBIIACIECHUU K YHHUYTOKEHUIO
JIOKYMEHTOB, HE MOJIJIEKAINUX XPAHEHHUIO.

CocraBneHue BHYTpEHHEH oOmuCH JAen A 0co00 IIeHHBIX

TpynoBsie AeiicTBUA ToKkyMeHTOB. OdopmieHue aen MOCTOSHHOTO, JIOJITOBPEMEHHOTO
cpokoB xpaHeHus. OdopmiieHne OOJOXKKHA JeN TOCTOSHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHHSL.
CocraBineHue ONUCH [Nl TOCTOSHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHCHHSI.
[Tepenaya nen B apXuB OpraHU3aIlHH.
[Tonp30BaTbcsi TMEpPEeYHSIMH JOKYMEHTOB UM aHAIM3HPOBATH
(akTHUECKOE COJEep)KAHHE HMEIOIIMXCS B Jiele JOKYMEHTOB HIpHU
OTIpENIeIICHUU CPOKOB UX XPaHCHHUSI.
TpeboBanus K OdopmitsATh 00JIOKKH Je]1 TOCTOSSHHOTO U BPEMEHHOT'O CPOKOB
00pa3oBaHUIO W | XpaHEHHs] B COOTBETCTBHHM C TpPeOOBaHUSIMH TOCYAApPCTBEHHBIX
00y4eHUIO CTaHJapTOB. [IpousBoauTh XPOHOJIOTUYECKU-CTPYKTYPHYIO
CHCTEMaTH3AIIHIO JIElT.
[IpumeHsTH nH(HOPMAIMOHHO- KOMMYHHKAI[IOHHBIE

TCXHOJIOTHH JJIsA pa6OTBI C JOKYMCHTaMHU

TpeboBanus K OMBITY
IIPAKTUYECKON
paboThI

HopmartuBHbIE NpaBOBBIE aKThl, HOPMAaTHUBHO-METOJUYECKHE
JOKYMEHTBI, TOCYJapCTBEHHBIE CTAHIAPTHI, ONPEACIIAIOIINE TOPSII0K
JOKYMEHTALMOHHOTO 00eCTIeueH sl yIPaBICHUSI.

Kpurepnn pazaeneHns TOKyMEHTOB Ha IPYIIIbI B COOTBETCTBHH C
[IEHHOCTbHIO UH(OpPMAIINH, COACPIKAIICHCS B HUX.

[TopssmOK HCIIONB30BAHMS THUIOBBIX WM  BEIOMCTBEHHBIX
NepeYHEl TOKyMEHTOB, OIIPENEICHHs] CPOKOB XpaHEHUs B Ipoliecce
9KCIIEPTU3bI LEHHOCTU JOKYMEHTOB.

[Mopsimok co3nanust, OpraHu3aliy U JOKYMEHTUPOBAHUS PaOOTHI
SKCIEPTHON KOMHUCCHH.

[IpaBuna coctaBiaeHHS W YTBEPXKICHUS MPOTOKONA PAOOTHI
AKCHEPTHON KOMHUCCHH.

[IpaBuna cocTaBiaeHUsT M YTBEPKACHHUA aKTa O BbIICICHUU
JOKYMEHTOB, HETIOJIEKAIINX XPAHCHHUIO.

[IpaBuna TexHHUUECKOH 0OPaOOTKU U MOIHOTO OPOPMIICHUS /e
IIOCTOSTHHOT'O ¥ BPEMEHHOT'O CPOKOB XPaHEHHUS.

[TpaBuita cOCTaBIIEHHS ONUCHU JEJ MOCTOSHHOIO U BPEMEHHOIO
CPOKOB XpaHEHHUS! B COOTBETCTBUM C JECHCTBYIOLUIMMH HOPMAaTHUBHO-
METOJUYECKUMH TOKYMEHTAMH.

[IpaBuna mepemaun aend B apXuB opraHusauuu. TpeGoBaHHs
OXpaHbl TpyAa

Ha peanmusaruio PaGoueit mporpammer oTBoauTcst 188 gacos.




YUYEBHO-TEMATUYECKHWMA IJTAH U COAEP)KAHUE YYEGEHOU U

MMPOU3BOICTBEHHOM ITPAKTUKHA

OO0mmii
HaumenoBanue .
Tem Coaep:xanne 00bEM
4acoB
Y4yeOHas NpaKkTHKA 124
Tpebosanus k onvimy npaxmuyeckou pabomol.
HopMatuBHBIE  TIpaBOBBIE aKThl W HOPMAaTHUBHO-
METOJINYECKUE JOKYMEHTHI, OTIpeesIoNe MOPSTIOK
JOKYMEHTAIMOHHOTO 00ECTIeYeHHs yIIpaBICHUSI.
CtpykTypa oOpraHmsaiiu, pPyKOBOJICTBO CTPYKTYpPHBIX
MIOAPa3ACIICHUN.
CoBpeMeHHbIe HH(GOPMAITMOHHBIC TEXHOJOTUHA PAOOTHI €
JOKYMEHTaMH.
[Topsnok paboThl c JIOKyMEHTaMHU Cxembl
JTOKyMEHTO000pOTA.
[IpaBmia paboTbl € BXOIMIMIMMH, HCXOAAIIUMHU U
BHYTPEHHUMH JOKYMEHTaMHU.
[IpaBuia opranuzanuu U (GopMbl KOHTPOJIS HCIIOTHEHUS
JOKYMEHTOB B OPTaHU3aLIUH.
TunoBble CPOKU UCTIOTHEHUSI TOKYMEHTOB.
[TpuHIUTIIBI paOOTHI CO CPOKOBOM KApTOTEKOM.
Haznauenue U TEXHOJIOTHUS TEKYILIEro U
IpEeayNpeauTeNbHOrO  KOHTpois.  IlpaBuna  cocraBieHUs
AHAJIMTUYECKUX CIPABOK 10 OpraHu3auu paboThl C JOKYMEHTaMHU
u KOHTPOJIIO UCIIOJTHEHUS JIOKYMEHTOB. [IpaBuna
JOKYMEHTAIIMOHHOTO 00eCeueHH sl JesITeTbHOCTH OpraHu3aluu.
Bunbl 1OKyMEHTOB, UX Ha3HAYECHUE.
Opranuzanus TpeboBanus, mnpeabsBisgeMble K  JOKyMEHTaM B
paboThI C COOTBETCTBUM C HOPMAaTUBHBIMM aKTaMU U TOCYJapCTBEHHBIMHU 42
JOKyMEHTaMU CTaH/IapTaMH.

[IpaBuna cocraBieHust u odopmieHus WHGOPMAIIMOHHO-
CTIPaBOYHBIX, OPTaHU3AIMOHHBIX, YIMPABICHYECKUX TOKYMEHTOB
[IpaBmia co3maHus W BeneHus 0a3 JaHHBIX CIYKEOHBIX
JTOKYMEHTOB B OpTaHH3aLUH.

CucteMbl 37IEKTPOHHOTO JOoKyMeHTooOopoTa IlpaBuna u
CPOKH OTIIPAaBKM HCXOISIINX JOKYMEHTOB. TpeOOBaHMS OXpaHBI
Tpyaa

Tpyoosvie deticmaus:

[Ipuem u mepBuYHasE 00pabOTKa BXOMSAIIUX JTOKYMEHTOB
[IpenBapuTenbHOE PacCCMOTPEHUE U COPTUPOBKA JOKYMEHTOB Ha
perucTpupyembie U He peructpupyembie. [1oaroroBka BXOAAIIHX
JOKYMEHTOB JUIl PacCMOTpPEHHs pyKoBoauTedeM. Perucrpanms
BXOJSIIUX JTOKYMeHTOB. OpraHm3anus JOCTaBKH JOKYMEHTOB
UCTIONHUTENSIM.  BeneHwe  0a3bl  JaHHBIX  JOKYMEHTOB
opranuzanuu. Benenne wHGOPMAIMOHHO-CIIPABOYHONW PaOOTHI.
O06paboTka 1 OTIPaBKa UCXOAAIINX JOKYMEHTOB.

Opranuzanys padoTHI [0 PETUCTPALUH, YIETY, XPAHESHHIO
nepefaye B COOTBETCTBYIOIIME CTPYKTYPHBIE TMOApa3/IeICHUs
JOKYMEHTOB TEKYIIIETO JeTOMPOU3BOACTBA.

KoHTpoIb HCTIOTHEHUS IOKYMEHTOB B OpPTraHH3aIIHH.




Tpebosanus k onvimy npaxmuieckoi pabomoi:

HopmatusHbIE IIPaBOBbBIE aKTBI, HOPMaTUBHO-
METOJIMYECKUE  JOKYMEHTBI, TOCYJapCTBEHHBIE CTaHIApPTHI,
OIpeNeNIAIONUE MOPAAOK JOKYMEHTAMOHHOTO oOOecredYeHus
YIPaBJIEHUS.

Buasl HomeHkiaTyp, obmmue TpeboBaHus K HOMEHKIIATYpE,
METO/IMKA €€ COCTaBJICHUS U O(OPMIICHHUSI.

IIpaBuna  cormacoBaHus  HOMEHKIATYpbl €1 C
BEJIOMCTBEHHBIMU apXUBAMU U SKCIIEPTHOU KOMUCCUEH.

[Topsimox popmupoBanust u opopmieHus nen, crenuduxa
(dbopMHpOBaHUS OTACTBHBIX KAaTETOPUH JIE.

IIpaBuia XpaHeHus A€, B TOM 4YHCIE C JTOKyMEHTAMH

Opraauzanus
OTPaHUYEHHOTO JIOCTYTIA.
TEKYILIETO XpaHEHUs 42
[IpaBuia BbITa4M M HCIIOJIB30BAHMUS JOKYMEHTOB U3
JIOKYMEHTOB
c(OPMHPOBAHHBIX JIETL.
TpebGoBaHus oXpaHbl TpyIa.
Tpyoosvie Oeticmeusi:
Pa3paboTka HOMEHKIIATyphI JIeJ1 OpraHU3aIIH.
[TpoBepka mpaBUILHOCTH O(OPMIICHUS JOKYMEHTOB U
OTMETKH 00 X UCIIOJIHEHUU Itepet uX GOPMUPOBAHUEM B IETIO JIJIS
MOCJIEAYIOIIEr0 XPaHEHUSI.
dopMyIUpOBaHUE 3aT0JI0BKOB JIE] U ONPEeNICHHE CPOKOB
WX XpaHCHUS.
dopMUpOBaHUE JEJI.
KonTpomb MIPABHIILHOTO u CBOEBPEMEHHOT'O
pacnpezeneHus 1 MOAIINBKY TOKYMEHTOB B Jiena.
Tpebosanuss x  onwimy  npakmudeckou  pabomol. | 40
HopMaTuBHBIE TIpaBOBBIE AaKThl, HOPMATHBHO-METOIUYECKUE
JOKYMEHTBI, TOCYJIapCTBEHHbIE CTaHIApThl, OIpEACIAIONINe
MOPSZIOK TOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABIICHUS.
Kputepun paznenenus JOKYMEHTOB Ha TpYIIbl B
COOTBETCTBHUH C IEHHOCTHIO HH(OPMAIINH, COEPIKAIICICS B HUX.
[Topsnox HMCTONb30BaHUSI TUMOBBIX MM BEIOMCTBEHHBIX
MepeyHell JTOKyMEHTOB, OIpEACNCHUSI CPOKOB XpaHEHUS B
MPOLIECCE IKCIEPTU3HI [ICHHOCTH IOKYMEHTOB.
[Topsimok co3maHus, OpraHU3ali U JTOKYMEHTUPOBAHUS
paboOTHI IKCIIEPTHON KOMHUCCHUH.
Oprammsars [TpaBuiia cocTaBiIeHUS ¥ yTBEPKACHUS IPOTOKOIA PAOOTHI
p SKCIEepTHOM Komuccuu. [IpaBuia cocTaBieHUS U YTBEPKICHUS
00paboTku e st
aKTa O BBICTICHUH IOKYMEHTOB, HE MOJICKAIINX XPAHCHHUIO.
MOCJIeTyIOILEro .
[IpaBuna  TexHWUYECKOM  OOpabOTKM W TOJIHOTO
XpaHCHHUS

o opMIIeHHUS 1€ TTOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHCHHSI.

[lpaBuna cocTaBieHHs ONWUCH JEN MOCTOSIHHOTO U
BPEMEHHOT'O CPOKOB XPaHEHUSI B COOTBETCTBHH C JACHCTBYIOLITUMU
HOPMaTHBHO-METOIMYECKUMU TOKyMeHTamu [lpaBuina nepemadn
JIell B apXUB OpraHu3anuu. TpeOoBaHUS OXpaHbl TPYAA.

Tpyoosvie Oeticmsusi:

[IpoBepka CpoOKOB XpaHEHHUS JTOKYMEHTOB, COCTaBJICHHE
MPOTOKOJNIAa Pa0OThI AKCIEPTHOW KOMHCCHHM TIO MOJITOTOBKE
JOKYMEHTOB K XPaHEHHUIO, aKTa O BBIICTICHUH K YHUYTOXCHHIO
JTOKYMEHTOB, HE TIOJICKAIIIX XPaHCHUIO.

CocraBiieHrne BHYTPEHHEW OMHCH Ael s 0c000 IEHHBIX
HoKkyMeHTOB. OdopmileHHE Jel MOCTOSTHHOTO, JOJITOBPEMEHHOTO




CPOKOB XpaHEHHUSI.

Odopmienne 00JI0XKKH nen MMOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB xpaHeHus. CoCTaBICHHE OMHCH e
MOCTOSIHHOTO, JIOJIFTOBPEMEHHOTO CpPOKOB XpaHeHus. Ilepemaua
JIeTl B ApXUB OpTraHU3aluU

Buowvi pabom (mpyoosvie ¢hynxyuu): Opranuzarys paboTs
¢ nokymeHTamu. OpraHusanus TEKyIEero XpaHeHus TOKYMEHTOB. 64
Opranuzanus 06paboTKH A€ VI MOCIEAYIONIEr0 XpaHEeHHs!.
Hroro 188

IIpousBoacrBeHHast
NPaKTHKA

MarepuajibHO-TeXHUYECKOe oDecreyeHune

Peanuszamust IIporpammpl oOecriedymBaeTcss HAIWYUEM  MAaTEPUATBHO-TEXHUYECKOW  0asbl,
CIOCOOCTBYIOLIEH MPOBEAECHUIO BCEX BHUJIOB 3aHATHH, MPAKTHKH, IPEIYCMOTPEHHON YUeOHBIM MJIAHOM.
CocTosiHHEe  MaTepUATbHO-TEXHUYECKOW 0a3bl  COOTBETCTBYET JCHCTBYIOIIMM CAaHUTAPHBIM H
MIPOTUBONOKAPHBIM HOPMaM.

ObopynoBanne yueOHOTO KabuHETa:

—mMe0enb, pegHa3HaueHHast ISl TPYIITUPOBKH B Pa3IUUHBIX KOH(DUTYpaIHX;
—pabouee MeCTO NpernoaBaTess;

—KOMIUIEKC Y4eOHO-METOIMYECKON TOKYMEHTAIINH.
Texuudeckue cpeacTBa 0OydCHHS:

—3JIEKTPOHHBIC BHICOMATEPUAIIBL;
—HOYTOYK;
—IIPOEKTOP.
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