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1. IACIIOPT PABOYEH ITPOT'PAMMBI TIPO®ECCUHOHAJBLHOI'O MOJYJISI IIM.01
OPI'AHM3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUS YIIPABJIEHUA U
OYHKIIMOHUPOBAHUSA OPTTAHU3ALIUN

1.1. ObsacTh NpUMeHEeHHUs] TPOrPAMMBI

Pabouas mporpamMma npodeccrnoHalIbHOrO MOAYJIS SIBJISIETCSA YacThl0 00pa30BaTEIbHOM MPO-
rpammbl ¢ @T'OC no cnenuansHocTH 46.02.01 JlokymeHTanMmOHHOE OOecreueHne yrpaBlieHUs U
apXMBOBEICHHE B YaCTU OCBOEHHUS OCHOBHOIO BHJa AestenbHocTH (BJ): Opranusanus 1oKymeH-
TAI[MOHHOTO O0OeCTeueHHs YNpaBieHUs U (PYHKIMOHUPOBAHHUS OPraHU3allid U COOTBETCTBYIOIIUX
npodeccuonanbHbIx KomneTeHui (I1K):

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

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

IIK 1.3. OcymuiecTBisITh NOATOTOBKY JEJIOBBIX MOE3/10K PYKOBOJIUTEINA U JPYTUX COTPYAHU-
KOB OpraHH3aIiH.

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

IIK 1.5. OgopmiaTh u perucTpupoBaTh OPraHU3AIHMOHHO-PACTIOPSIUTEIBHBIE TOKYMEHTHI,
KOHTPOJIMPOBATH CPOKU MX HCIIOTHEHHS.

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

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

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

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

IIK 1.10. CocraBisaTh onucu Aell, OCYyUIECTBIATh MOATOTOBKY JIe] K Iepejaye B apXuB Op-
TaHU3aIUH, TOCYIaPCTBEHHbIC U MYHUIIUTIAIBHBIE APXHBBIL.

1.2. Henu u 3axa4m npogeccunoHaJIbHOr0 MOAYJIs — TPe0OOBAHMA K pe3yJIbTaTaM 0CBOe-
HHA NPodeccHOHATBLHOT0 MOAYJIS:

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

HMeTh NPAKTUYeCKHI ONbIT:

— OpraHu3anuy JOKYMEHTAIlMOHHOTO O0eCTeYeHus yIpaBieHusI U (yHKIIMOHUPOBAHUS
OpraHu3alny;
yMeThb:

— IlpumeHsATHP HOpMAaTHUBHBIE TPABOBbIE AKTHI B YIIPaBICHUYECKOM 1€ATENBHOCTH;

— IloaroTaBiauBaTh NPOEKTHI YIPABIECHUECKUX PEIICHUN;

— OOpaOarbIBaTh BXOASAIIME U UCXOJAIIUE ITOKYMEHTBI, CUCTEMAaTU3UPOBATh HX, CO-
CTaBJIATh HOMEHKJIATYpY €7 U (OpMHUPOBATh JOKYMEHTHI B JI€Na;

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

— HopmaTtuBHble npaBoBbIe aKThl B 00JIACTH OpraHU3alUU YIPaBICHUYECKOW AesTeNb-
HOCTH;

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

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

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

MaKCUMaJIbHOU y4eOHOU Harpy3ku oOyuatomierocs — 573 yaca;

AJist 04HOH (popMBI 00yUeHHS:

00s13aTeNbHON ayJUTOPHON yueOHOM Harpy3ku odydatomnierocs — 383 yac;
CaMOCTOSITeNTLHOU paboThl oOy4darorerocs — 190 gacos;

y4eOHOU MPaKTUKK — 36 4acoB,;



MIPOU3BOJICTBEHHON MPAKTHUKH (T10 MPOPUITIO CIeUaIbHOCTH) — 36 4acoB.

AJIs1 32049HOM (pOpMBI 00yUeHMS

00s13aTeIbHON ayUTOPHOHN yueOHOM Harpy3ku oOydaromierocs — 98 4acos;
CaMOCTOSITENTLHOU paboThl 0Oy4aromerocs — 475 4acos;

y4eOHOM MPAKTUKU — 36 4acos,;

MPOM3BOACTBEHHOW MPAKTHKH (110 MPOPHIIO CIIEHUAILHOCTH) — 36 4acoB.

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

Pesynpratrom ocBoeHmsi pabodeld mporpammbl  TPOGECCHOHATBHOTO MOJYJS  SIBJISETCS
OBJaJicHHe oOydarommumucs BuiaoM nesrenbHocTd (BJl) Opranuzamus JOKyMEHTAIIMOHHOTO
obecrnieueHus ynpapiieHus U QYHKIIMOHUPOBAHUS OPTaHU3AINH, B TOM YHCIE TPO(HECCUOHATLHBIMU

OYHKIIMOHUPOBAHUSA OPTTAHU3ALIUN

(ITK) u o6uumu (OK) koMneTeHIIUSAMU:

Kon HaumeHnoBaHue pe3yJbTaTa 00yueHHst

K 1.1, KOOleI/IHI/Ip?BaTI) paboTy opraHu3anuu (IPUEMHONU PYKOBOJAUTENS), BECTU MPUEM
MIOCETUTENEH.

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

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

IIK 1.4. | Opranu3oBbiBaTh paboyee MECTO CEKpeTapsi U PYKOBOIUTEIIS.

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

K 1.6. OO6pabaTteIBaTh BXOMASIINE U UCXOISIINE TOKYMEHTBI, CHCTEMaTU3UPOBATh UX, CO-
CTaBJISITh HOMEHKJIATYPY J1eN1 U (OPMHUPOBATH JOKYMEHTHI B JIeA.

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

I1K 1.8. | OcymecTBusTh TeneoHHOE 00CTy)KHUBaHUE, TPUHUMATh U TIepe1aBaTh (haKCHI.

I1K 1.9. | OcymiecTBisiTh NOJATOTOBKY JIEN K IlepeJjaue Ha apXUBHOE XpaHEHHeE.

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

OK 1. [Tonumats CYWHOCTb 1 COLMABHYIO SHAYMMOCTD cBoelt Oynmymieit npodeccuu,
IIPOSABIIATh K HEM YCTOMUYMBBII MHTEPEC.
Opranu3oBbIBaTh COOCTBEHHYIO JE€SATENbHOCTh, BBHIOMpPATh TUIIOBBIE METOIBI M

OK 2. COCOOB! BBIOTHEHUS MPO(ECCHOHANBHBIX 33/1a4, OLEHUBAaTh UX 3(pPEeKTHBHOCTD
1 Ka4yecTBo.

OK 3. [IpuHuMaTth pemieHus B CTaHJApTHBIX U HECTAHIAPTHBIX CUTYalUsX U HECTU 3a
HUX OTBETCTBEHHOCTh
OcyiecTBIATh MOUCK U UCIOJIb30BaHNE UH(popManuu, HeoOXoaAUMOM i 3P dek-

OK 4. THUBHOT'O BBINOJHEHUS MPO(GECCHOHATIBHBIX 3aJad, MPo(ecCHOHANBHOTO U JINY-
HOCTHOT'O Pa3BUTHSL.

OK 5. I/ICHOJ'IL?OBaTL MH(POPMALMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJOTHH B MPOeccHo-
HaJIbHOM JESITETbHOCTH.

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

' BOJICTBOM, TIOTPEOUTEIISIMH.
OK 7. Bpatpb Ha cebst OTBETCTBEHHOCTh 33 pabOTy WICHOB KOMaH/Ibl (MIOAYMHEHHBIX), pe-




BYHBTQFBHHOHHGHHHBaHaHHﬁ.

CaMocCTOATENbHO ONPENeNATh 3aa4u MPo(hecCHOHATBFHOTO U JIMYHOCTHOTO Pa3BU-

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

JCATCIIBHOCTH.




3. CTPYKTYPA U COAEP KAHUE ITPOPECCUOHAJIBHOI'O MOAYJIA IIM.01
OPTAHM3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUSA YIIPABJIEHUA U ®YHKIIMOHUPOBAHUSA OPTAHU3ALIUA

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

O0bem BpeMeHH, 0TBeICHHbI HA 0CBOEHHE

IIpakTnka
MEKTHCIUTIIHHAPHOTO0 Kypca (KypcoB)
Oobs13aTesqbHAs ayJUTOPHAS CamMmocTosiTeILHAS
yuyeOHasi Harpy3Ka padora
Kon o0yuawuerocst o0yuawierocst IMpoussona-
IIpodeccuo- Bcero
pod HanmenoBanus pa3jiesioB B T.4. B T.4., B T.4., CTBEHHA
HAILHBIX 1 npodeccHoHaTLHOr0 MOMYJIs uacos naboparto KVDCO KVDCO YuyeOHas (o mpodn-
001X KOM- pHBIE Bg: a- Bg: a- qacos > | 10 cnenm-
neTeHI i Bcero, padoThI u p Bcero, P aJIbHOCTH),
oora oora
4acoB npak- 4acoB 4acoB
(mpo- (mpo-
THYECKHEe
eKT), eKT),
3aHATHA,
4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
INK 1.1 -1.10 | Pa3men 1. Opranu3amus J0Ky- 270 189 73 20 81
OK1-9 MEHTAIIMOHHOT0 00eCIEUeHUS
yIIpaBICHUS
Pa3nen 2. Opranm3anus npasoBo- | 141 88 40 53
o0 peryJupoBaHHe YIIpaBlieHYe-
CKOH JIeATEILHOCTH
Pa3nen 3. OGecnieueHue opranu- 162 106 50 56
3aIAN CEKPETAPCKOTO OOCITYKH-
BaHUSA
YyebHast NpaKkTHKA 36 36
IIponsBoacTBeHHAs MPAKTHKA 36 36
(o mpodpuino cnenuaabLHOCTH)
Beero: [ 645 383 | 163 | 20 190 | 36 36




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

O0obem BpPEMEHU, OTBEI€HHbII HA 0CBOECHHE

IIpakTuka
MEKTUCUUIIJIMHAPHOTO Kypca (KypcoB)
Oobs13aTesibHASE AYIUTOPHASA CamocrosiTeJbHAsI
yueOHasi Harpy3Ka padora
Kopn o0y4aronierocsi o0yuaronerocsi IIpousBoa-
11 HO- Bcer
pogeccno HanmeHoBaHus1 pa3iesioB cero B T.1. B T.4., B T.4., crBeHtas
HATLHBIX npo¢ecCHOHATBLHOT0 MOIYJIsI Hacos n1aboparo KYypco KYpco YueOnan (10 npou-
001X KOM- pHbIE Bg: . Bg: 2 HACOR > | 10 cnenm-
neTeHuu Bcero, | padorbl n 6o Tpa Bcero, 6o Tpa AJTBLHOCTH),
9acoB npak- (po 9acoB (po 9acoB
THYECKHe p p
eKT), eKT),
3aHATHS,
4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
K 1.1-1.10 | Pa3gexn 1. Opranuzamus J0Ky- 270 52 6 20 218 30
OK1-9 MEHTAIMOHHOTO o0ecreueHus
yIpaBIeHUS
Pa3nen 2. Opranusanus npasoso- | 141 22 6 119
r0 pEeryJMpoBaHUE YIpaBJeHYE-
CKOH J1eTeIbHOCTH
Pa3nen 3. OGecnieueHre OpraHu- 162 24 6 138
3aIlH CeKPETapCKOro 00CTyKu-
BaHUs
YueOHas NPaKTHKA 36 36
IIponsBoacTBeHHAs MPAKTHKA 36 36
(o mpoduino cnenuaabLHOCTH)
Bceero: | 645 98 | 18 | 20 475 | 30 36 36




3.2 Conep:xanue o0yuyenus no npodeccuoHaibuomy moaysaio [IM.01 Opranuzanusi 10KyMeHTAIMOHHOTO o0ecriedeHusl yIpaBJIeHHs U

JIS 04HOi opMbI 00yUeHM S

(pYHKIIMOHUPOBAHMS OPraHU3ALUU

HaumenoBanue pa3jae/ioB u Coaep:xkanue y4e0OHOro MaT%pl/laJIa, NpPaKTHYEeCKHe pad0Thl, CAMOCTOSAITE/IbHAsI padoTa O0bem ya- | YpoBenb
Tf::LM o0y4yaruuxcs, IéprOBaﬂ padora ch OCBOXHI/IH
MJIK 01.01 /TokyMeHTAHOHHOE 0GecrieueHne YIpaBJeHust 270773181
Pasznes 1. Opranu3anusi JOKYyMEeHTALMOHHOT0 00ecriedeHus yIpaBJeHus
Pa3nea 1. O01nas xapakTepuCTHKA JOKYMEHTAIlMOHHOI0 00ecreueHnsl YpaBJeHus 2472]6
1 Conepxanue
Honsitue, nean, 3axaun U npuHuunbl AOY. 3HaueHne U coaepkaHue AUCLUIUIMHBL 4
Tema 1.1 Beenenne CoBpeMEHHOE COCTOSHUE JIOKYMEHTALlMOHHOrO oOecrieueHusi ynpaieHHus. CBsA3b JOKY-
MEHTOBEJICHUS C JPYTUMHU JTUCHUIIIIMHAMU.
2 | Vcropust pasBUTHS JOKyMEHTAIMOHHOTO 0OECIICUEHHS YIPABICHNS B CTPAHE. 4
1 Conepxanue
Baueiiliue TepMHHBI 1eJ0NPOU3BOACTBA U MX omnpeneiaenus. Mudopmanus, moxy- 4
MEHTUpPOBaHUE, JTOKYMEHT, IEJIONPOU3BOJCTBO, JOKYMEHTAI[MOHHOE O0ECIIeUeHUe yIpas-
Tema 1.2 OcHoBHbIE NOHSI- JeHusl, TokyMeHToBeaeHne. OyHkuun 1okymMeHToB. Kitaccubukaius J0KyMEHTOB.
THSI JOKYMEHTALHOHHOIO
obecreyeHHs1 ynpaBJIeHHs] Crioco0blI 1 CpeIcTBa TOKYMEHTUPOBAHUS 4
IIpakTnueckas padora Ne 1. Pabora ¢ repmunosnorueii cornacio 'OCT P 7.0.8-2013 2
CamocrosiTeibHas padora odyuyarommxcesi: [loaroroBka cooOIIeHN O HCTOPUU JIETOIPOU3- 6
BOJICTBA.
Pa3nea 2. JlokyMeHTHPOBaHHE YIIPABJCHYECKOM 1esITeIbHOCTH 56/12/24
Conep:xanue
HopmaTuBHo-nnpaBoBasi 1 HOPpMATHBHO-MeTOANYecKasi 0a3a, peryupywomas padory
Tema 2.1 HopmaTnsHo- € IOKYMEeHTaMH. Y POBHHU IroCy/1apCTBEHHON perjiaMeHTallluy JIeJI0NPOU3BOJICTBA. 3aKOHO- 6
IIPaBoOBasi H HOPMATHBHO- naTenbHble akThl, yKassl IIpesunenra Poccuiickoii denepaliyu, MOCTAHOBIEHUS U pacIio-
MeTOoAMYecKas 0a3a 10Ky- psoxenus I[lpaBurensctBa Poccuiickoin Denepanuu, periiaMeHTUPYIOIIUE MPaBOBbIE HOP-
MeHTS;I;lorllIH(:‘;%gg;cﬂneqe- MBI OQOpMIIEHHS JOKYMEHTOB. HampaBieHus pa3BUTHSA 3aKOHOJATENBHOI'O PEryIMpOBa-
yip HUS JOKYMEHTHUPOBAHUS YIIPaBICHYECKOHN 1eATeIbHOCTH.
CaMmocrosiTeibHasi padoTa o0yyarmmxes: 3yyeHne HOpMAaTUBHO-METOAMUYECKON 0a3bl, pe- 8
ryJaupytonieit paboTty ¢ JOKyMEHTaMH.
Tema 2.3 Yaudukauus u Conep:kanue
CTaHnapTH3alHs 1 | Yunduxanns m cranpaprmzaumsi noxymeHToB: momsitme. ITOHSTHS «CHCTEMA JOKY- 6
JAOKYMEHTOB.
Cucrembl MEHTaLUU» U «yHU(UIIMPOBAHHAS CUCTeMa AOKyMeHTarun». CocTaB YHU(PHUIMPOBAHHBIX




JOKYMCHTAIlHH

cucteM aokymeHtanuu. ['OCTsl Ha yHUDHUITUPOBaHHBIE CUCTEMBI TOKyMeHTanuu. Cucre-
MBI JOKYMEHTAIIHOHHOTO oOecreyeHus ynpapieHus. Tabenb yHUPHUIUPOBAaHHBIX (GopM U
anpb00M (pOPM JOKYMEHTOB MPEIITPUSATHS.

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

Con

ep:KaHHe

Tema 2.4 PeKBU3UTHI "

1

TpeGoBanus K COCTaABJIEHUIO U 0()OPMJIEHHIO JOKYMEHTOB. PEeKBU3UTHI JOKYMEHTa, UX
cocraB u Kiaccudukamus. CxeMbl pacroiioXeHUs pekBH3HTOB. [IpaBuia odopmieHus
pexBu3uToB B cooTBeTcTBUU ¢ 'OCTom P 7.0.97-2016

OJIaHKH
JTOKYMEHTOB

Baanku noxkymentoB. [IpoektupoBanue OyiaHKOB NOKyMeHTOB. CoctaB, odopmicHue,
M3rOTOBJICHUE OJaHKOB. biIaHK JOKyMEHTA: MOHITHE, Ha3HAUYCHUE, BUABI OJIAHKOB (00IIHit
OnaHk, OJlaHK MUChbMa, OJIAHK KOHKPETHOTO BHAa JAokyMeHTa). CoctaB, oopMIICHHE PEK-
BH3HUTOB OJIaHKA.

IIpakTnyeckas padora Ne 2: OdopmiieHue pekBU3UTOB 0J1aHka. Pa3paborka obiiero
Onanka opraam3anuu. Pa3paboTka O1anka nmucema. M300paxeHne peKBU3UTOB.

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

IIpakTnuyeckas padora Ne 4: OopmiieHne peKBU3NTOB 0J1aHKa. 300paxkeHue peKkBU-

3utoB. PaboTa ¢ pekBu3nTaMu o KoHCTpyKimonHou cetke cornacHo 'OCT P 7.0.97-2016

CamocTosiTeibHasi pa6oTa odyuyaromuxcsi: CocTaBiieHHe OJTAHKOB C YIJIOBBIM U TIPOJIOJIEHBIM
pacnoyiokeHueM pekBu3nuToB B coorBercTBru ¢ [OCTom P 7.0.97-2016
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Pa3nes 3. CucreMbl JOKYMEHT

anMmo

HHOI'0 o0ecrnieyeHHs1 YNpaBJIeHUs!

98/44/24

Con

ep:kaHue

1

Opranu3zannoHHble JOKYMeHThI. VX BUIbI, HA3HAUYEHUE, COCTaB, TpeOOBaHUs K 0OpM-
JICHWIO. Y CTaB, MOJIOKEHUE, ITATHOE PAclUCAHUE, CTPYKTYypa M IITaTHAs YUCICHHOCTb,
MpaBUiia, UHCTPYKLMS, TOJKHOCTHAS MHCTPYKLHMS, PETVIAMEHT, MOPAIOK, JOTOBOP, y4pe-
JIUTEIIbHBINA JIOTOBOP.

Tema 3.1 OprannzaunoHHas

IIpakTnuyeckas padora Ne 5: OgopmieHHe OCHOBHBIX BHIOB OPraHM3allMOHHBIX JOKY-
MEHTOB (YCTaB, MOJIOKECHHUE, ITATHOES PACIMCAHKe, CTPYKTYpa M IITATHAS YUCICHHOCTb)

AOKYMCEHTALUSA

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

CamocrositeibHas padora odyuarommxcsi: CocraBienue crpykrypsl Ycrasa OOQ; cocras-
JICHUE CTPYKTYPBI IOJO0KEHUS O CTPYKTYPHOM IOAPA3AEICHUH, COCTABICHUE CTPYKTYPBI JOJIK-
HOCTHOW MHCTPYKLIHH.

Tema 3.2. Pacniopsanrenn-

Conep:kanue
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Hasl TOKyMEHTalUsA 1 | PacnopsizuTebHbIe JOKYMEeHTBI. X BUIbI, HA3HAYCHHUE, COCTaB, TPEOOBAHUSA K 0OpPM- 6
nenuto. IIpukas, nocTaHOBIEHHE, PaCIOPSKEHUE, YKa3aHHUE, PELLICHUE.
IpakTuyeckasi padora Ne 7. OdbopmiieHHE OCHOBHBIX BHJIOB PACHOPSIUTEIBHBIX JTOKY- 4
MEHTOB (TIpHKa3, BBINUCKA U3 PUKa3a, OCTAHOBIICHHUE).
IpakTuyeckasi padora Ne 8. OdopmiieHHE OCHOBHBIX BHJIOB PACHOPSIUTEIBHBIX JTOKY- 4
MEHTOB (paclopsbKeHUE, YKa3aHUe, peIIeHue).
CamocrosiTesbHasi padora o0yuawmmxcsi: CoctaBieHUe MPUKA30B 110 OCHOBHOM WM aIMUHU- 8
CTPATUBHO-XO3SIICTBEHHON JEATEIBHOCTH.
Conep:kanue
1 | CnopaBouHo-UHpOPMAIIMOHHBbIE TOKYMeHThI. OdopMIIeHHEe OCHOBHBIX BUOB CIIPABOY- 6
HO-MH(POPMALMOHHBIX JOKyMeHTOB. Ciyxe0Hoe IHCbMO, CIIpaBKa, CBOJKA, aKT, IPOTO-
KOJI, TIepeUeHb, OTUET, 3asBICHHE, TeJIerpaMMa, TejaeoHorpamma, JOKIaaHas, ciayxeOHas,
00BSICHUTEJIbHAS 3aIHCKA.
IIpakTnueckass padora Ne 9: OdopmieHne OCHOBHBIX BHJIOB CIPAaBOYHO- 4
Tema 3.3. CnpaBouHo- MH(GOPMAIIMOHHBIX JJOKYMEHTOB (CITyKeOHOE MUChMO, pa3IMYHbIe BU/IbI 3asBICHUHN 1O CH-
HHPOPMAIMOHHAA TOKYMEH- Tyalusm).
Tanus INpakruueckas paGora Ne 100 OdopwmiaeHHE OCHOBHBIX BHIOB CIIPABOYHO- 4
UH()OPMAIIMOHHBIX TOKYMEHTOB (IOKIaaHAasl, CiykeOHas, OObSCHUTEIbHAs 3alucKa MO
CHUTYAIHSIM).
IIpaktnueckass padora Ne 11: OdopmieHre OCHOBHBIX BHJIOB CIIPaBOYHO- 4
MH(OPMALIMOHHBIX IOKYMEHTOB (TJIAHOBO-OTYETHAs! JIOKYMEHTAIINS).
CamocrosiTeibHasi padora o0yvarommxesi: CocTaBleHHE MPOTOKOJIOB, COCTABICHHE aKTOB 6
npreMa-repead IeHEeKHBIX CPEJICTB.
Conep:xanue
1 | JlokyMeHTHpOBaHMe TPYA0OBBIX NpaBooTHomeHuil. CoctaB U ocoOeHHOCTH odopmiie- 4
HUS JIOKYyMEHTOB IO JIMYHOMY cocTaBy. ABroouorpadus. Pesrome. Ankera. 3asBieHus o
npueMe Ha padoTy..
2 | JInunas xaprouka ¢opmbsl T-2. JInuHBIA AHCTOK MO yueTy KaapoB. TpynoBoi TOroBop. 4
Tema 3.4 Kagposast 10Ky- TpyoBas KHIKKA.
MeHTalus
3 | Ilpukassel mo mmaHOMY cocTaBy. KoMIuiekToBaHHE JIMYHOTO J1ea 4
IIpakTuuyeckas padora Ne 12: CocraBnenue u opopmiieHHE JTOKYMEHTAIlMU HEO0OXOaU- 4
MO TSl TPYJI0YCTPOHCTBA (aHKETa, pe3tomMe, aBToonorpadus).
IIpakTuuyeckas padora Ne 13: CocraBneHue u opopmiIeHHEe AOKYMEHTAIMH 110 TPYIO- 4

BBIM OTHOIIIEHUSIM (TIPUKA3bl MO0 JUYHOMY COCTABY)
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IpakTuyeckasi padora Ne 14: CocraBinenue u opopMiieHHE TOKYMEHTAIMH IO TPY/IO- 4
BbIM OTHOIICHUSM (O(OpMIICHHUE 3alKCeil B TPYJOBOW KHMXKKE, COCTABICHHE TPYIOBOTO
JIOrOBOPA, JIMYHas Kaprouka popmser T-2).
CamocrosiTeibHasi padora odyqarommxesi: OGopMUTh NpPUKaA3 MO JUYHOMY COCTaBy O pac- 2
TOPKEHUHU TPYJOBOIO JOTOBOpa C KOMIIGHCAIMEH 3a HEHCIONIb30BaHHBINA OTIYCK. OQopMUTDH
COOTBETCTBYIOIIYIO 3aIUCh B TPYAOBOM KHIKKE.
Pa3nen 4. Opranu3anus padoThl ¢ JOKYMEHTAMH 92/15/27
Conep:kanue
1 | O0mme mpaBWjIa OPraHU3alMU JOKYMEHT0000poTa B yupe:xaeHun. CoctaB U ydyeT 6
o0beMa JOKYMEHTO00O0pOTa MpeanpusITHii U opranu3anuii. Opranusamnus padoThl ¢ JOKY-
MEHTAalLUEH, MOCTYMAIOUICH B YUPEKACHUS, IPEANPUATHS, OPTaHU3AINN; TIPUEM BXOJISAIINX
JOKYMEHTOB, JKCIIEUIIMOHHAs 00paboTKa, MpeABapUTEIbHOE PACCMOTPEHHE U pacIpeie-
Tema 4.1 Ilousitne JIEHUE, PETUCTpPaLUs, PACCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM, HcrojiHeHue. OTipaBka
HORB’Q‘&*&%‘?&E’: Ta, UCXOSIIMX JOKYMEHTOB. llepenada TOKyMEeHTOB BHYTPH OpraHHU3aIi. YUYeT KOJIHYecTBa
AOKYMEHTOB JOKYMEHTOB.
IIpakTnyeckas padora Ne 15: IIpuem u 06paboTka BXOASIINX, UCXOIAIIMX U BHYTPEH- 2
HUX JOKYMEHTOB. 3allOJIHEHUE JKYPHAJIOB PETUCTPAIMH BXOJSIICH M HUCXOASIIEH TOKY-
MEHTALIUU.
CamocrtosiTeibHass padora odyyarmmxcsi: OOpaOoTka BXOIANIMX M UCXOASIIUX JTIOKYMEH- 4
TOB.
Conep:xanue
1 | HomenkaaTypa u ¢popmupoBanue aea. OCHOBHBIC TIOHATHS: JeJ10, (POPMHPOBAHUE JIEIT, 4
Tema 4.2 OpraHusanus HOMEHKJIaTypa aei. Tunoas u npuMepHas HoMeHKiatypa jaei. OdopmieHre U BBeIEHUE,
ONepaTUBHOIO XpaHeHUsl TIOPSIIOK 3aBEPIICHHSI HOMEHKJIATYPHI Jedl.
JOKyMEHTa IIpakTnyeckas padora Ne 16: CocraBieHue U opopMiIeHHE MaKeTa HOMEHKJIATYpPhI JIe 4
CamocrosiTesibHasi padora odyuarommxcsi: CocTaBUTh MPOEKT HOMEHKIIATYPHI JIeT CITYXKOBbI 6
JIeNIOTIPOU3BOICTBA
Conep:xanue
1 | XpaHeHue 10KyMEHTOB: CPOKH H OCHOBHBIE NPABUJIA U TPEOOBAHMSI.
DKcrepTr3a NEHHOCTH TOKYMeHTOB. [10roToBKa fen K cadye B BEJOMCTBEHHBIH apXWB. 8

Tema 4.3 Iloaroroska
AOKYMEHTOB K
APXMBHOMY XpPaHEHMIO.

3aKkOHOJATENbHbIE aKThl 1 HOPMAaTUBHO-METOAUYECKHE TOKyMEHThl DenepanbHoil apXuB-
HOM ciykObl Poccun mo apXxMBHOMY XpaHEHHUIO JOKyMEHTOB. B3ammonelicTBue ciyx0
JIOY u BEZOMCTBEHHBIX apXHBOB IPH (POPMUPOBAHUH OCHOBBI JJIsl MOCIIEAYIOLIETO Xpa-
HEHMsI U UCIIOJIb30BAHUS JOKYMEHTOB. ENMHCTBO TpeOoBaHMI K XpaHEHHUIO JOKYMEHTALUU
B JICJIONPOU3BOJICTBE U apXUBE.
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IpakTuyeckasi padora Ne 17: CocTtaBieHue BHYTPEHHEH OMUCH, JIUCTA-3aBEPUTEIsS, 00- 2
JIOKKH JIea.
IIpakTuyeckasi padbora Ne 18 dopmupoBanue u ohopmMICHHUS Jieja MOCTOSIHHOTO, Bpe- 4
MeHHOro (cBbiie 10 jier XpaHeHus)
IIpakTuyeckasi padora Ne 19 dopmupoBanue u opopMIICHUS Jea 10 JHIHOMY COCTaBY 3
CamocrosiTeibHas pabora odyuyarommxcsi: CoOCTaBUTh MPOEKT MOJIOKEHUS O ITOCTOSHHO AeH- 4
CTBYIOIIEH AKCIIEPTHON KOMHUCCHUH.
Conep:xaHue
1 | KomnbloTepu3zanus 1eJ10NpPOU3BOICTBA. 6
[Ipumenenue cpeAacTB OUCHON TEXHUKU, KOMITBIOTEPHBIX U TEICKOMMYHHKAIIMOHHBIX
Tema 4.4 VCIIoAb30BAHMTE CPEICTB B a/IMMHUCTPATUBHOM ympaBiieHuu. CucTeMa aBTOMAaTH3alluu JIeIOMPOU3BOICTBA
U JOKYMEHTO00OpOTa.
B A€I0MPOU3BOACTBE. 2 | IloHsiTHE W BHABI YJIEKTPOHHOI0 JIOKYMEHT0000pOTA 6
CamocrositesibHas padora o0yuarmuxcs: [loaroroska noknanos o coppemeHHbix CO/1. 8
CamocrosiTesibHas padora odyuyarommxcesi: [loaroroska kK s3xk3ameny S)
3,4 cemecTp: Apyrue pOpMbl KOHTPOJIS
5 cemecTp: KypcoBasi padora 20

TemaTuka KypcoBbIX padoT:

03N N KW

\O

. Opranu3anroHHbIe JOKYMEHThI aKIIHOHEPHBIX O0IECTB, COBMECTHBIX MPEIIPUATHI.

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

. UcTopus nzo0paxeHus qByriaBoro opia B kauectse ['ocynapctBeHHOro repba poccuiickoir Ummnepuu.

. OcobeHHocTH cocTaBIeHUs U OPOPMIICHHS YIIPABIEHUYECKUX JTOKYMEHTOB.

. Oco0eHHOCTH UCTIOIb30BaHUsI HHPOPMAIIMOHHO-CIIPABOYHOM IOKYMEHTAIIUU B YIIPABICHHUH.

. JIOKyMeHTBI Ha HOBEMIIINX HOCUTENSAX HH(POPMALIMU: 00JIaCTh MPUMEHEHUS U MPUIaHUE IOPUINIECKON CUJIBI.

. Texnnueckoe ocHarieHue padodero Mecra Juist paboThl ¢ JOKYMEHTaMH.

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

10. CTpykTypa, METOJMKA COCTaBICHUS U OCOOEHHOCTH OPOPMIIEHHUSI JOHKHOCTHOM HHCTPYKLIUU.

11. OcoGeHHOCTH UCIIOIB30BAHNUS JOKYMEHTOB Ha HOBEHILIMX HOCUTEIISX.

12. ABTOMaTu3anus JOKYMEHTAIMOHHOTO 00eCieueHus yIpaBIeHHs Ha TpUMepe KOHKPETHOTO PEIPUSITUS.
13. Cucrema nH(OpMaAIIMOHHO-TIPABOBBIX TOKYMEHTOB.

14. OcobeHHOCTH TOKYMEHTHPOBAHUS JOTOBOPHBIX OTHOIIICHHM.

15. MeTozpl yueTa ¥ COKpaIIeHUs: JOKYMEHTO000pOoTa.

16. Opranu3aiioHHO-IPaBOBOE 0OecreyeHue Cayk0bl TOKYMEHTAlMOHHOIO 00eceueH sl yIpaBIeHuUsI.
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17. Onpenenenue CTPyKTYpbl M YUCICHHOTO COCTaBa CIIY>KObI JOKYMEHTAILMOHHOI'O 00ECTIEYEeHHs yIIPaBJICHUS.
18. JlokxymenTanuonHoe obecrieuenue ymnpasienue pupmamu. CoctaB JOKYMEHTAIUH.
19. Opranusanus 1 TEXHOJIOIUs JOKYMEHTA[MOHHOIO 00EeCIIeYeHUsl Ha IPEeIPUATHH.
20. Posb 1e10BOM MEPENUCKU B I€ATENBHOCTH OPraHU3aLnu.
21. ®opmupoBaHUe A€ U NOArOTOBKA K CAa4Ye B BEJJOMCTBEHHBIHN apxuB npeanpusatus. Ilopsanok nepenaue aei.
22. Opranusanus JoOKyMEeHTO000pOTa B MOIPa3/IeiICHUN.
23. Ponb KOHQUIEHIIMATBHON JOKYMEHTALNUU B (YHKIIMOHUPOBAHUH OPraHU3AIUH.
24. Opranu3anys IeKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANIPHUITHH.
25. Oco0eHHOCTH TOKYMEHTHPOBAaHUS MUCbMEHHBIX U YCTHBIX OOpalleHNui IpakaaH.
26. Ponb kagpoBOil TOKyMEHTaLlUU.
27. PeKBU3UTHI IOKYMEHTOB U HX POJIb B IOKyMEHTHPOBAHUU.
28. Opranu3zamys cripaBOYHO-HH()OPMAITHOHHON pabOThl OpraHU3aIHH.
29. City>xebHO€e IMUChbMO, €0 3HaYeHUE U ITPaBUjIa COCTABIICHHUS.
30. HopmatuBHO - MeToanueckas 6as3a J1eJ0IpOU3BOJICTBA OPraHU3aIIH.
5 cemecTp: IK3aMeH
Bcero 270
MJIK 01.02 ITpaBoBoe peryiupoBaHue YIPaBJIeHYECKOH 1eATeTbHOCThIO 141/40/53
Paznen 2. Opranu3anusi NpaBoBOIro PeryJHpoOBaHuUsl YIPaBJeHYeCKOi 1esITeJIbHOCTH
Pa3nes 1. HopMaTHBHO-IPaBOBbIE aKThI B 00J1aCTH OPraHU3ANMH YIIPABJICHYECCKOH NeATEeJbHOCTH 75/26/21
Conep:xanue
Omnpenenenre NpaBOBBIX aKTOB. IOpuanmyeckoe 3HAUYEHUE IMPABOBBIX AKTOB YIIPABIICHUS:
Tema 1.1 TipasoBbie aKTh! Z::iz];l’ [IOCTaHOBJICHHUS, PACMIOPSKEHUs, yKa3aHHUA. OTINYUTENbHbIE OCOOCHHOCTH INPaBOBBIX 2
ylnpaBJieHUsl 1 HX 0COOEHHO- : =
po HpaKanecKaﬂv padora Ne 1. «AHamu3 ocoOEHHOCTEH HOPMATHBHBIX IPABOBHIX AKTOB B 4
YIIPaBJICHYECKOH JIEITEITLHOCTH
CamocrosiTeibHasi padora: [IpoaHanu3upoBaTh HOPMATHBHBIE AKTHI 110 MPEIOKEHHOMY ajl- 7
TOPUTMY.
Copnepxanue
Kpurepnn knaccudukaiuy MpaBoOBBIX aKTOB: MO IOPUIWYECKUM CBOWCTBAM; IO OpraHaM, HX 5
Tema 1.2 Knaccudukauus U3JIAI0IIUM; 110 BPEMEHH JeMCTBUS; M0 MOPSIKY U3/IaHUs; 110 KPYry CyOBEKTOB.
NPaBOBbIX AKTOB IIpakTuyeckas padora Ne 2. «[IpuMeHeHne HOPMATHUBHBIX MPABOBBIX AKTOB B yIpaBleHYE- 6
CKOM JIesITeIbHOCTH Ha MPUMEPe KOHKPETHBIX CUTYalluii».
CamocrosiTeibHasi padora: CocTtaBuTh M 3anmonHUTh Tabmuny: «Kiaccudukanus mpaBoBBIX 7
aKTOBY.
Tema 1.3 OcnoBbl agMuHu- | Copep:kaHue
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CTPATUBHOM OpraHu3anum

Omnpenenennue opraHu3aluy yIpaBieHUus. DJIEMEHThI U COJIep)KaHue OpraHu3aluy YIpaBICHUs.

ylnpaBJieHUS Hopmbl aiMHUHHCTPAaTUBHOIO IIPaBa, YCTAHABIUBAIOILIUE CTATyC BCEX 3BEHBEB CUCTEMBI YIIPaB- 4
JICHHUSL.
Tema 1.4 AnmunucrparuB- | Coxepxanue
Hasl OTBETCTBEHHOCTHh Kak | OCHOBaHUS NPHUBJICYEHUS K aJMUHUCTPATUBHOM OTBETCTBEHHOCTH. CPOK JIAaBHOCTH aJMHHU- 4
3JIeMEeHT MPABOBOI0 Peryjau- | CTPaTUBHOIO Haka3zaHUs. Mepbl aAIMMHUCTPATUBHOIO IPUHYXICHUS.
poBaHus ynpaBijeHueckoil | I[IpakTuuyeckas padora Ne 3. «PaccMoTpeHHe BUOB aJIMUHUCTPATUBHBIX NMPAaBOHAPYIIICHU Ha 6
HAeATeJbHOCTH IpUMepe KOHKPETHBIX CUTYaLUN»
Conep:xanue
Tema 1.5 IIpaBoBoe peryau- | [loHATHE IPaBOBOrO peryaupoBaHus IPaXAaHCKOW CIyXkObl, 3JIEMEHTBI, CUCTEMa YIpPaBJIEHUS, 4
POBaHHUeE rocyiapcTBeHHOM npusHaku. [IpaBa u 0053aHHOCTH rOCYAapCTBEHHBIX CIIY)KAIUX.
rpakKIAHCKOM CJIYKObI IIpakTuyeckas padora Ne 4. «PemieHre cuTyaTUBHBIX 337a4 1O MPABOBOMY PEryIHPOBAHUIO 6
TPaXXTAHCKOW CITY>KOBD»
Tema 1.6 IIpaBoBoe peryJm- Conepwanne
POBAHHE MYHHIMIATHHOM Hozmme U CYIIHOCTb MECTHOT'O CaMOYIIpaBJI€HUs KaK 0cOOOro BU/a BIACTHBIX MTPaBOOTHOILIE-
— Hull. HopMaTuBHBIE aKThl OPraHOB MECTHOTO CaMOYIPABJICHHS U UX POJb B OCYIIECTBICHUU 4
(denepanbHOro U PErMOHANIBHOIO 3aKOHOAATEILCTBAY
Copnepxanue
[TonsiTe cyOBEKTOB rOCYIapCTBEHHOI'O YIPABJIEHUS U UX HOPMAaTUBHO-NIPaBOBOH craryc. Bu-
Tema 1.7 Ilpennpusitus, JIbl IPENPUATHH, YUpPEXKACHUN B 3aBUCUMOCTH OT COOCTBEHHOCTH, OPTaHU3AI[MIOHHO-ITPABOBBIX 2
yupexxaeHusi, opranuzanus | Gopm.
KaK cy0beKTBI rocyaap- Knaccudukarus opranuzannoHHo-npaBoBbiXx ¢opMm B P®. [IpenmymiectBa u HegoCTaTKU OC- 5
CTBEHHOI'0 YIIPaBJIeHHSA HOBHBIX ()OPM TPEIIPUITHH.
CamocrositeibHasi padora: [loaroroButs coodbuienue no tTeme: «lIpaBoBble OCHOBBI yyacTus 7
PYKOBOJIMTENSI B CUCTEME COIMAILHOTO MAPTHEPCTBA»
[TpaBoBBIE (hOPMBI M YHUBEpCAIbHBIE METO/IbI YIIPABIEHUS: BUbI, 0COOEHHOCTH. 3aKOHHOCTb U
Tema 1.8. ®opMbI 1 MeTOABI | JUCUMILIMHA C c(hepe roCyIapcTBEHHOTO ynpapiaeHus. ONpeneneHne 3aKOHHOCTH U UCLUILIH- 4
rocyaapcrsennoro ynpap- | Hbl. IIpunnuner 3akonHOCTH. CnOcoOBI 00€CTIEUeHUs 3aKOHHOCTH M JMCLUILIMHEL B TOCYJap-
JIEHUsl CTBEHHOM YTNpaBJICHUH: 00111asl XapaKTepUCTHKA.
IpakTnueckas padora Ne 5. «[loaroroBka NpoeKTOB yIPaBICHUYECKUX PEIICHUI) 4
Pa3nes 2. HopmaTuBHOE 3aKpenieHHe OCHOB MOPSIAKA YIPABJICHHUS 1eATEJbHOCTBI0O OPUIMYCCKHUX JIMIL. 16/4/6
Tema 2.1. HopmaTusHo- Conepaxanne o
IpABOBAH 6233 MpETIPHHH- OcHOBHBIE 3aKOHBI, pErilaMEHTUPYIOIINE AESITeIbHOCTh MPennpHusaTHii: (eaepaibHble 3aKOHBI,
MOCTAaHOBJICHHS MPABUTEILCTBA. 3HAUYUMOCTh DenepasibHoro 3akoHa Ne 209-03 «O pa3Butuu 2

MaTeJabCTBa

MaJIOrO U CPEHEro MpeAnpUHUMATENIbCTBA B Poccuiickoil deaepaiimm» B COBPEMEHHBIX YCII0-
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BUAX.

Tema 2.2. I'ocynapcrBenHas

Conep:xanue

['ocymapcTBeHHAs! pErUCTpalis IOPUANIECKHUX JIUIL: TTIOHATUE, TOPSII0K 0POPMIICHUS TOKYMEH-

perucrpanus IPUIANYECKUX 2
- TOB.
IIpakTiyeckas padora Ne 6. «3anosHeHHe JOKYMEHTOB O PErHCTPALMHU OPUAMYECKOTO JIUIAY 4
Conep:kanue
Cpoxu HHPOPMUPOBAHUS PETUCTPUPYIOLIUX OPraHOB O CO3/IaHUU, JTUKBUJAIMU U PEOpPraHu3a-
Tema 2.3. Hopmbl 1 npaBuiia P bopmmp P PHPYIO P ! ’ Aatt peop
UH ropuarndeckux Jul. OTBETCTBEHHOCTD 328 HApPYIICHHE MPaBUiI HHPOPMHUPOBAHUS PETUCTPHU- 2
HH(POPMHUPOBAHMS Peru-
PYIOIIUX OPTraHOB.
CTPUPYIOIIMX OPTraHOB
CamocrositeabHas padora. [logroroButs cooOuienue Ha temy: «llopsanok perucrpanuu 0pu- 6
JIMYECKHX JIUI Pa3HBIX OPTaHU3allMOHHO-TIPABOBBIX (POPM)
Pa3nen 3. [IpaBoBoe peryJinpoBanue TPYJAOBBIX OTHOIIEHUIA 20/4/12
Conep:kanue
Tema 3.1. HopmaTuBHoO- Krnaccudukanus HOpMaTUBHO-TIPaBOBEIX akToB: Koncrurymus P®, Tpynosoii komeke PD, 3a- 5
NMpaBoOBbIe AKThI, PeryJIMpy- | KOHbI U IOCTaHOBJIEHUs [IpaBuTenbCTBa.
omme TpyaoBblie oTHome- | [IpakTuueckas padora Ne 7. «I[IpuMeHeHe HOPMATHUBHBIX MPABOBBIX AKTOB, PETYIUPYIOIINX 4
HHSA TPY/ZOBbIE OTHOILIIEHHS Ha MPUMEPEe KOHKPETHBIX CUTYalUi»
CamocrosiTesibHast padoTa. PermuTh 3a1a4n 1o TpyJOBOMY TIpaBy. 6
Coaepxanue
Tema 3.2. 3akoHOAaTENBCTBO P =
. ®denepanbHble U PErMOHAIBHBIE 3aKOHBI B cepe TPYA0yCTPOICTBA U 3aHATOCTH HACEIEHUS, UX
P® o TpynoycrpoiicTee u 2
coJIep’KaHue ¥ 3HaUeHUe JJis CyObEKTOB TPYIOBOTO MpaBa
3aHATOCTH HACEJICHHUS
CamocrositenbHas padora. PemuTs 3a1auu o Tpy10BOMY IIPaBY 6
Pa3nes 4. HopmaTnBHO-nIpaBoBbIe akThl B cepe HHPOPMALMH M JOKYMEHTAIIUH 30/6/14
Coaep:xanue
Tema 4.1. Hopma o OcHOBHBIE TTOHATHUS U COCTaB HOPMATUBHO-TIPaBOBOM 6a3bl fenonpounsBozicTtsa. ['OCToI Ha no- 5
ma 4.1. MATHBHO-
P KyMeHTaluo. ['ocyapcTBeHHas cucreMa JOKYMEHTAllMOHHOTO 00ecnieueHus! YIPaBJICHNUs.
MeToaMYecKas 0a3a gesio- =
poH3BoICTBa IIpakTnyeckas padora Ne 8. «AHaJIM3 HOPMATUBHO-METOMUECKON 0a3bl AETOMPOU3BOICTBAY 6
CamocrositesbHas padora. CoctaButh cxemy: «HopmaTuBHO-MeTOIMUEeCKast 6a3a 1eTOMpPOu3- 6
BOJICTBA»
Tema 4.2. 3akonoaarenbHble | CogepxxaHue
akThl P® B cepe unpop- | 3akoHogarensctBo PO, npaBossie akThl [Ipesunenta, [IpaBurensctBa PO, dhenepanbHbix opra- 4
MAalMHU U JOKYMEHTAINHU HOB, OPTaHOB HCIIOJIHUTENBHON BIACTH B 00JIACTH JOKYMEHTAIIMOHHOTO 00eCIeUeHHsI.
Tema 4.3. 'ocynapcrBennbie | Conep:kanue
CTAHAAPTHI HA NOKYMeHTa- | CTaHAapT — JesITeNbHOCTh 110 YCTAaHOBJICHHUIO HOPM, MPaBWJI, XapaKTEPUCTHK B IeIIX obecre- 2
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U0, MPABWJIA XPAHEHHUsI U | YEHHUA: 0€30IIaCHOCTHU, KaueCTBa, SKOHOMUU 00beKTOB. HOpMaTHBHBIE JTOKYMEHTHI IO CTaHJap-
CIa4H TOKYMEHTOB B apxuB | Tu3auuu. [Topsiiok 00paboTKH U cjaudl JOKYMEHTOB B apXUB.

CamocrositesbHas padora: [loaroroska k nudpepeHunpoBaHHOMY 3a4eTy

8

S cemecTp nudpepeHIMPOBAHHDBIN 3a4eT

2

Bcero
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MJIK 01.03 Opranusanys CeKpeTapcKkoro 00cay:;KuBaHust

162/50/56

Pa3ne 3. ObecnieueHne OPraHu3anMN CEKPETAPCKOro 00CIy;KMBaHUSs

Tema 1.1 Cexperapsb B Conep:xaHue

48/10/14

CTpYKType ynpaJjenus | Hcropus cekperapckux ciayx0 B Poccun

[Ipoobpassl cekperapckoii npodeccuu B Poccun. [TosiBinenne nmpodeccuu cekperapsi B aAIMUHUACTPa-
TUBHOM ympasiienuu B Poccun. Cekperapcekoe aeino B koHie XX — nagane XX BB. MI3meHenue or-
HOIIICHUH K cekpeTapckoi mpodeccuu nocne 1917 r

Heo0xoauMoCTh 1 3HAYEHHE CEKPETAPCKOMH AesAITeIbHOCTH HA COBPEMEHHOM JTalne
BaxxHOCTb U IPECTHIKHOCTH NPO(eccuu cekpeTapsi, He0OX0AUMOCTh BIPAOOTKH TAKTUYHOCTH,
HAaBbIKOB OOIIEHUS U KYJIbTYpbI TpyJla. MecTo U poJib CEKpeTapsi B OpraHu3aluu

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

W3MeHeHne MecTa U PO CeKpeTapsl B CTPYKTYPE YIPaBJIEHUS B IPOLIECCE CTAHOBJICHUS U PA3BUTHS
HOBBIX COIIMAJIBHO-DKOHOMUYCCKUX OTHOIIIEHWH. BinmsiHre oTedecTBEHHOTO U 3apy6e>KH0r0 OIIbITa
Ha COBPEMEHHOE COCTOSIHUE OTEYECTBEHHOTO CEKPETAPCKOro Jena. JlesTeIbHOCTh MEKAYHAPOAHON
accolMaluy CEeKpeTapeil.

IIpodeccnonanbubie TPeOOBAHMS K J0JKHOCTH CEKpeTaps
[Tpodeccusi-cekperaps. O6s13anHOCTH U QyHKIMH. COBpeMEHHBIE KBATHU(UKAITMOHHBIC TPEOOBAHMS
K JJOJDKHOCTH cekpeTaps. Kareropuu cexperapeit.

3HaHMA M YMeHHS ceKpeTaps
Bricokuit ypoBeHb 0a30Boro o0pa3oBaHus HEOOXOAMMBIM coBpeMeHHOMY cekperapro. [Ipodeccuo-
HaJIbHbIE 3HAHUS U HABBIKH.

TpyaoycrpoiicTrBo cexperaps

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

IIpakTnyeckas padora Ne 1. Vcnosnb30BaHNEe HOPMAaTUBHO-METOIUUECKUX IOKYMEHTOB B OpI'aHHU-
3allUU CEKPETAPCKOro 00CIIyKUBAHUS
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IIpakTuyeckas padora Ne 2. CocraBiieHUE JOJDKHOCTHBIX HHCTPYKIIUM B 3aBUCUMOCTH OT KaTero-
puii cekperaps

CamocrosiTesqbHasi padora o0yuarmmxcsi: HopmaTuBHO-METOIMUECKHE OCHOBBI CEKPETAPCKOM
nesTenbHOCTH. MeToauKu coctaBieHus pesrome. [lopsmok opopmiteHus JOTKHOCTHBIX HHCTPYK-
nuit. [lopsgok cornacoBaHus U yTBEPXKJIEHUS JOKHOCTHON MHCTPYKITUHU

14

Tema 1.2 Hopmuposa-
HHUe TPy/Aa ceKpeTaps

Conepxanue

24/4/12

YcaoBus Tpyaa cekperaps

[IpaBwibHas opranu3aius padouero mecra. CTpyKTypa JIeI0nporu3BOICTBEHHOM CiTyKObl. OCHOB-
Hble (JOPMBI Ha BBITIOJIHEHUE ICTONPOU3BOICTBEHHBIX orepaluil. TpeOoBaHMs K OpraHu3aluu pa-
0604nx MecT. TpeOoBaHUS K CO3TaHHUIO HY)KHBIX YCIIOBUH Tpy/a.

HopmupoBanue Tpyaa cekperaps

Hopmuposanue Tpyna padoTaukoB ciryx0b1 JJOY. TpeboBaHus K opraHu3anuu padboyero Mecta
cekpetaps (DproHoMHUKa, OCBEIIEHUE, pacCTaHOBKA IIpeaMeToB). TpeboBaHus K OpraHu3anuu padbo-
Yero MeCTa PyKOBOAUTEIS OpPraHU3aINN.

IIpakTuyeckas padora Ne 3. Opranusanus pabodero mecra cekperapsi. CoctaBieHHE MPOCKTA pa-
Oodero Mecra cekperapsi.

4

CamocrosTeabHas paﬁoTa oﬁyqalonmxca:
CaHI/ITapHO'l"I/IFI/IeHI/I‘leCKI/Ie HOPMEIL. DCTETHYECKHUE HOPMEIL. IToaroroBka k KOHTpOJ’IBHOﬁ pa60Te.

12

Tema 1.3 @yHKIUHU ceK-
peraps

Conepxanue

54/28/6

AJIMUHHMCTPAaTHBHbIE QYHKIMH CeKpeTaps
TexHuueckue cpeAcTBa yupaBieHUs B A€ATEIbHOCTH COBpeMEHHOTo cekpeTaps. [lnanuposanue pa-
6ouero BpeMeHH cekperaps. OpraHu3alMoOHHas COCTaBIIAONIAs B IEITEILHOCTH CEKpeTapsi, o0Imas

xapakrepucTuka. [InanupoBanue Henopropsoomuxcs pabor. Coop u cucremaTu3zaius HHGOpMaIuu.

AHajuTHYecKHe GYHKIMH CeKpeTaps

[TnanupoBanue paboyero Bpemenu pykoBoautens. ExenneBnuk. [lepBoouepennsie 3agaun. Kapro-
Teka TeKymux zen. Pabora mo c6opy undopmaruu, ucrounuku nHGopmanuu. [lornck HeoOXoaUMOi
unpopmanuu. [lepepaboTka u crpykrypupoBanue. [loaroroska nnpopmanuu 1jst pyKOBOIUTES.
PaboTa ¢ KOHpUIEHIIMATbHBIMH JOKYMEHTAaMHU

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

TexHnuyeckue QyHKIMHU CeKpeTaps
[TeuaTs, TUpaxupoBaHue u konupoBanue. [lpuem u nepenaya dakcon. McnonbzoBanue
Internet B pabote cexperapsi. CepBucHbie () YHKIIHH.

IIpakTunyeckas padora Ne 5. OrpaboTka HaBBIKOB OPraHU3AIlMH U BEACHUS TeJIePOHHBIX MEPEro-
BopoB. Opranuzainus npruemMa-rnepenadu TeneGonorpamMmm, Gaxkcorpamm.

OprasnzanmoHHble PYHKIHH CeKpeTaps
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[TpaBuna Benenus nenopoit 6eceanl. [loaroToBka u oocmyxuBanue copemnianuii. [loaroroka ko-
MaHIupoBok. [Ipuem neneramum.

IIpakTuyeckasi pa6ora Ne 6. [IporokoaupoBaHue COBEMAHUN U KOHPEPEHTHBIX MEPOITPUATHI 6
IIpakTuyeckasi pa6ora Ne 7. [ToaroroBka u JOKyMEHTUPOBAHHE KOMaHAUPOBOK. 4
HenonpounsBoacTBeHHble QYHKIUM CeKpeTapsi
[IpenBapuTenbHOE pacCMOTPEHUE TOKYMEHTOB. Ilopsaok noanucanus, BUBHPOBAHUSI, COTIaCOBAHUS 4
U YTBEpXk/IeHUs 10KyMeHToB. THpopManmoHHo-ciipaBoyHas paboTa 1o JokyMeHTaM. Benenue ne-
penucku pykoBoautenst. CucreMaTu3alys U XpaHEeHHe JOKYMEHTOB
IIpakTnueckas padora Ne 8. PazpaboTka 01aHKOB TOKYMEHTOB. 4
IIpakTuyeckas padora Ne 9. OtpaboTka HaBEIKOB 00paOOTKH BXOISIIET0, HCXOSIIET0, BHYTPEH- 6
HEro JOKyMEHTOIIOTOKOB.
CamocrosiTe1bHasi padoTa o0yqarommxesi: [loaroroska k mpakTuueckuMm padboTam, U3yueHHe 6
KOHCIIEKTA.
Tema 1.4 KauecrBa cek- | Conep:xanue 36/8/24
peraps les10BBIE U JIMYHBIE KAYECTBA CeKpeTaps
OcHOBHBbIE JI€7I0BbIE KayecTBa HEOOXOIUMbIE CEKPETapI0: OPraHU3aTOPCKHE CIOCOOHOCTH, OTBET-
CTBEHHOCTb, IyHKTYaJIbHOCTb, JIOSUIbHOCTb, YMEHHE XPAHUTh CIIY)KEOHYI0 TaiiHy. JInuHbIe KauecTBa: 2
KOMMYHHUKa0€IbHOCTb, J0OPOKENaTEIbHOCTh, TAKTUYHOCTD, JTI0003HATENbHOCTh. MMk cekpeTa-
pA. [lenoBoM STUKET U CEKpeTaphb.
IIpakTnueckas padora Ne 10. Umumx cekperapsi. BusutHas kapTouka — BaykHasi COCTaBJISIOIIAs 4
UMUJIKA.
IIpakTnueckas padora Ne 11. Opranusanus paOoThl ¢ KOH(pUICHIMATBHON HHpopManuen 4
CamocrosiTesbHas padora odyuarmmxcs: Co3nanue uMuaxKa: BepOaibHOro, HeBepOaIbHOIO,
kuHeTHueckoro. CTHIIb cekpeTaps, peKOMEHaluu U 3anpetsl. [IpuBeTcTBUE U IpeCTaBICHUE. 14
Hopwmebl noBenenus Ha pabote. Dtuueckue cutyanuu. Bonpockl cybopaunanuu. PedeBoit aTuket
CamocrositesbHas padora. [loaroroska k nuddepeHmpoBaHHOMY 3a4eTy 10
S cemecTp auddepeHUPOBAHHBIN 3a4eT 2
YyeOHasi IPAKTHKA 36
Buasi pador:
1. Opranusanus npreMa noceTuTeNeH.
2. [ToaroToBKa MPOEKTOB YIPABICHUECKUX PEIICHUM.
3. AHanu3 10KyMEHTOMOTOKOB.
4. PaboTa ¢ KOH(pUICHINATBHBIMUA JOKYMEHTAMH.
5. OpraHun3zanus XpaHeHHus! TOKyMEHTOB U 00€CIIeYeHUE UX COXPAHHOCTH.
IIpou3BoacTBeHHAsl MPAKTHKA (M0 NPOo¢HJII0 CIeNHATLHOCTH) 36

19




Bunpr pabort:

1. U3yuenne GyHKIMNA U CTPYKTYPHI AETOMPOU3BOICTBEHHOMN CITYXKOBbI;

2. BeisiBieHre 0coO€HHOCTEHN TOKYMEHTHPOBAHHUS AECATEIbHOCTH OPTaHU3aLMH, YUPEXKICHHS, IPEAIPUATHS;
3. IlocTpoenne nHPOPMAITUOHHO-TTOUCKOBOW CHCTEMBI;

4. KOHTpOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB;

5. Knmaccudukanus u cucremarusanus J0KyMEHTOB, (POPMHUPOBAHUE JIEI.

KBanupukaumoHHblii IK3aMeH

Bcero 645
AJ1s1 32049HOM (popMBI 00yUeHns
HaumeHnoBanue pa3aeioB u Coaep:xanue y4eOHOro MaT%pnaJ]a, NpaKTHYeCKue padoThl, CAMOCTOSATEIbHAsA padoTa O0bem 4ya- | YpoBenb
TeleM o0yvyarommxcs, 1§ypc03aﬂ padora ch ocB()anﬂ
MJIK 01.01 IokymMeHTAaHHOHHOE 00ecneYyeHne ynpaBJieHust 270/73/81
Pa3nea 1. Opranu3anusi J0KyMeHTAIlHOHHOTO o0ecrnedeHHsl yIpPaBJIeHus!
Pa3nen 1. O6mas XapaKkTepuCTHKA T0KYMEHTAIMOHHOT0 00ecrevyeH s yIpaBIeHus 14/-/10
1 Conepxanue
IlonsiTue, nenun, 3axaun u npuHuunsl {OY. 3HadeHne U coxep)kaHUe JUCLUIUIMHBL 2
Tema 1.1 Beenenne CoBpeMEHHOE COCTOSTHUE JIOKYMEHTAllMOHHOrO oOecrieueHusi ynpaieHHus. CBs3b JOKY-
MEHTOBEJIEHUSI C JPYTMMM AucUMIIIMHAmMH. Mcropus pas3BUTHS JOKYMEHTAllMOHHOIO
o0OecrnieueHus yrnpaBJIeHUs B CTpaHe.
1 Conepxanue
BaHeiiliue TepMHHBI 1eJ0NPOU3BOACTBA U MX onpenejaenus. Mudopmanus, noxy- 2
Tema 1.2 OCHOBHBIE ITOHSI- MEHTHPOBAaHUE, TOKYMEHT, JEIONPOU3BOACTBO, TOKYMEHTAIIMOHHOE OOecreueHe yrpas-
THS JOKYMEHTALMOHHOI0 JeHus, ToKyMeHToBeaeHne. @yHkuuu qokyMmeHToB. Kiaccuukanus 10KyMEeHTOB.
obecriedeHHs yNpaBIeHHs Croco6bl U CpeJIcTBa JOKYMEHTHPOBAHHS.
CamocrosiTebHas padora odyuyarommxesi: [loaroroska cooOmIeHN MO HCTOPUU JIETONTPOU3- 10
BoJicTBa. Pabota ¢ Tepmunonorueit cornacao I'OCT P 7.0.8-2013
Pa3nes 2. JlokyMeHTHPOBaHHE YIIPABJICHYECKOI 1esiTeIbHOCTH 48/2/42

Tema 2.1 HopmaTtusHo-

Conep:kanue.

NnpaBoBasi  HOPMATHUBHO-
MeToanYecKas 0a3a J0KY-

1 [ camocrosrensnas padora o0y4aromuxcs:
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MEHTAIMOHHOI'0 o0ecreye-
HHSl yIIpaBJIeHUs

HopmaTuBHO-IpaBOBasi | HOPMATUBHO-MeTOAMYECKAs 0a3a, peryJupymomas padory
€ JOKyYMEHTaMHU. YPOBHHU rOCYJapCTBEHHON pEeriiaMeHTallMK JeJIONPOU3BOICTBA. 3aKOHO-
JaTenbHble akThl, yKasbl [Ipe3unenra Poccuiickoit denepanun, MOCTAHOBJIECHUS M pacio-
psoxenus IlpaBurensctBa Poccuiickoin @enepannu, periiaMEHTUPYIOLIKNE MIPABOBBIE HOP-
MbI oopMIIEHUS TOKYMEHTOB. HampaBiieHusi pa3BUTHS 3aKOHOJATEIBHOIO PETyIupoOBa-
HUS IOKYMEHTHUPOBAHUS YIIPABICHYECKON e TEILHOCTH.

12

Con

ep:KaHHe.

Tema 2.3 Yunduxkauus u
CTaHJapTH3aALMS
JOKYMEHTOB.
CucreMbl
AOKYMEHTAIlUH

CamocrosiTesibHast padoTa 00y4arOIIMXCH:

YHupukanusa U CTAaHAAPTH3ALUS JOKYMEHTOB: moHsiTMe. [loHsATHs «cucrema IOKYy-
MEHTaUN» U «yHU(PUIIMPOBAHHAS CHCTEMa JOKyMeHTaun». CocTtaB yHU(DHUIIMPOBAHHBIX
cucreM JokyMeHTauuu. '[OCThl Ha yHHUpUUIMPOBAaHHBIE CUCTEMbI JOKyMeHTauuu. Cucre-
MBI JOKYMEHTAI[MOHHOTO oOecriedeHns yrpasieHus. Tabenb yHHPHUIUPOBaHHBIX (GopM U
aJIbOOM (OpM TOKYMEHTOB HPEANPUATHSL.

10

Con

ep:KaHme

Tema 2.4 PeKBU3UTHI U

TpedoBanus K cocTaBJIeHUIO U 0POPMIIEHUIO TOKYMEHTOB. PEKBH3UTHI JOKyMEHTA, UX
coctaB u kiaccudukaius. CxeMbl pacmoiiokeHUs PekBU3UTOB. [IpaBuna odopmieHUs
pexBm3uTOB B coorBercTBUU ¢ [[OCTom P 7.0.97-2016

OJIaHKH
JTOKYMEHTOB

baanku goxymenToB. [IpoextupoBanue OnmaHKOB JOKyMeHTOB. CocTaB, oopmieHHe,
M3TOTOBJIEHUE OJIaHKOB. bllaHK JOKyMeHTa: OHSATHE, HAa3HAUYCHUE, BB OJaHKOB (OOIIHiA
OnaHk, OJIlaHK MUChbMa, OJTAHK KOHKPETHOTO BHAa JokyMeHTa). CoctaB, oopMIICHHE PEK-
BH3UTOB OJIaHKa.

IIpakTnueckas padora Ne 1: Odopmiienne pekBuU3MTOB OJ1aHKa. Pa3paboTka obiero
65aHka opranu3anuu. Pa3paboTka O1aHka nucbma. M300paxeHne peKBU3HUTOB.

CamocrosiTesibHasa padora odyuawmuxcsi: CocrtaBieHue OJaHKOB C YIJIOBBIM U TPO-
JOJBHBIM PACHOJIOXKEeHHEM pekBU3UTOB B cooTBeTcTBHH ¢ 'OCTom P 7.0.97-2016. Pa3pa-
0oTka OJlaHKa KOHKPETHOTO BHJIa JOKYMEHTa M OJIaHKa JOJKHOCTHOTO Jinia. M3o0paxe-
HUE peKBU3UTOB. PaboTa ¢ pekBU3UTaMU MO KOHCTPYKUMOHHOM ceTke coriacHo ['OCT P

7.0.97-2016

20

Pa3nea 3. CucreMbl JOKYMEHT

almo

HHOT'0 o0ecneyeHnsl yIpaBJIeHHs

80/2/64

Con

ep:KaHmne

Tema 3.1 OprannzaunoHHas
AOKyMeHTalus

1

Oprasu3zannoHHble JOKYMeHThbI. VIX Bubl, HA3HAUYEHUE, COCTaB, TpeOOBaHU K 0OpM-
JIEHUI0. YCTaB, MOJOXKEHHE, IITaTHOE PAclHUCaHUE, CTPYKTypa U IUTaTHAs YMCIEHHOCTb,
MpaBUjia, UHCTPYKIUS, JOJDKHOCTHASI MHCTPYKLHUSA, PEIVIAMEHT, MOPSIOK, T0rOBOp, ydpe-

JIUTEIIbHBINA JIOTOBOP.

4

21




IIpakTuyeckasi padora Ne 2: OdopmieHHE OCHOBHBIX BHIOB OPTraHU3AIIMOHHBIX JTOKY-
MEHTOB (yCTaB, 10JIO)KEHUE, IIITATHOE PAaCIMCAHNUE, CTPYKTYpa U IITaTHAsI YUCIEHHOCTD)

CamocrosiTesibHass padora odyuyawmmxcsi: CocraBieHue cTpykTypol ¥YcraBa OOO; co-
CTaBJICHUE CTPYKTYPHI MOJIOKEHUS O CTPYKTYPHOM IOJPa3eICHIUH, COCTABICHHE CTPYK-
TYpbI TOJKHOCTHON MHCTpYKIHMH. OdopmileHne OCHOBHBIX BUIOB OpPraHU3allMOHHBIX J10-
KyMeHTOB (TpaBuiia, MHCTPYKIHUS, TOJDKHOCTHAS MHCTPYKIIHS, PErJIaMeHT, OPSIIOK, JI0Tro-
BOD, yUpEIUTEIbHBIN JOTOBOD).

10

Tema 3.2. PacniopsiaureJib-
Hasi JOKYMeHTaIus

Con

ep:KaHHe

PacnopsiiutenbHble TOKYMeHTHI. VX BH/bI, HA3HAYEHHE, COCTaB, TPEOOBAaHUS K 0opM-
nenuio. [Iprka3, mocTaHOBICHHE, PACIIOPSDKEHUE, YKa3aHUE, pelICHUE.

CamocrosiTesbHasa padora od0yuarwmuxcsi: CocraBlieHHE NMPUKA30B 110 OCHOBHOM U aj-
MUHUCTPATHBHO-XO03IUCTBEHHOU AesTebHOCTH. OPOpPMIICHHE OCHOBHBIX BHJIOB PaCIopsi-
JMTENIbHBIX JTOKYMEHTOB (TpHKa3, BBITUCKA W3 MpHKa3a, mocraHoBieHue). OdopmieHue
OCHOBHBIX BUJIOB PACTIOPSIUTEIBHBIX JOKYMEHTOB (PacnopsbKeHUe, YKa3aHue, pelieHue).

16

Tema 3.3. CnpaBouHo-
HH(OPMALIMOHHAS T0KYMEH-
TaUMsA

Con

ep:KaHmne

CnpaBouHo-nHGopMaLMOHHBbIE T0KYMeHTbl. OdopmiieHne OCHOBHBIX BHJIOB CIIpaBOY-
HO-MH(POPMALIMOHHBIX JOKyMeHTOB. Ciyxe0Hoe MHCbMO, CIpaBKa, CBOJKA, aKT, MPOTO-
KOJI, IepeueHb, OTUET, 3asIBJIIEHUE, TeJerpamma, TeaeoHorpaMMma, T0KIaiHas, ciryxeOHas,
00BSICHUTEJIbHAS 3aIHCKA.

CamocrosiTesibHasa padota odyuarommxcsi: CocraBiieHre TPOTOKOJIOB, COCTABJICHHE aK-
TOB TpHUeMa-Tiepeadyn JeHEXHbIX cpeacTB. OdopmiieHne OCHOBHBIX BHIOB CIIPAaBOYHO-
MH(OPMALIMOHHBIX JOKYMEHTOB (CIy>KeOHO€ MUCHhMO, PA3IMYHbIE BU/IbI 3aBJIEHUH 110 CH-
tyanusm). OdopmiieHre OCHOBHBIX BHJIOB CIPaBOYHO-MH(DOPMAIMOHHBIX JTOKYMEHTOB
(moxmamHast, cnyxeOHas, 0OOBICHUTEIbHAS 3aMMCKa MO cutTyarusam). OdopmiieHHe OCHOB-
HBIX BHUJIOB CIPAaBOYHO-HH(OPMAIIMOHHBIX JOKYMEHTOB (ILJITAHOBO-OTYETHAsI JTOKYMEHTa-
1us).

18

Tema 3.4 KagpoBasi 10Ky-
MEHTAIHs

Con

ep:kaHue

JlokyMeHTHpOBaHHe TPYAOBBIX NMpaBooTHoeHUH. CocTaB U 0COOEHHOCTH OdopmIe-
HUS JIOKYMEHTOB IO JIMYHOMY cocTaBy. ABroouorpadus. Pesrome. Ankera. 3asBiIeHUs O
npueMe Ha pabory. JInunas kaprouka popmbl T-2. JIMUHBIN JTHCTOK MO y4eTy KaJpoB.
Tpynosoii norosop. TpynoBas kHnxkka. [Ipukassl no 1nyHOMy coctaBy. KommiiekroBanue
JUYHOTO Jea
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CamocrosiTesibHas padora odyyawmuxcsi: OGopMuTh Mprka3 Mo JIUYHOMY COCTaBY O
pacTOpKEHUU TPYJOBOTO JOTOBOPAa C KOMIICHCALMEH 3a HEHMCIIOJIIb30BAaHHBIN OTITYCK.
OdopMHUTB COOTBETCTBYIONIYIO 3aIUCh B TPYIOBOH KHMXkKe. CocTaBieHHe U 0(hOpMIICHHUE
JOKYMEHTAI[MK HEOOXOIUMOM Ui TPYAOYyCTPOMCTBA (aHKeTa, pe3tome, aBroduorpadus).
CocraBieHue U oopMiIeHHE AOKYMEHTAIMH 10 TPYJOBBIM OTHOMICHHSM (IIPUKA3bl IO
anaHOMY cocTaBy). CocTtaBiieHue u 0(OpMIIEHHE TOKYMEHTALUU MO TPYAOBBIM OTHOIIE-
HUsIM (opopMIIeHHE 3amuceil B TPYIOBOW KHIIKKE, COCTABJICHHE TPYJIOBOTO JIOTOBOpA,
nu4Has kaprodka Gopmsl T-2).
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Paznen 4. Opranuszanusi padoThbl ¢ JOKYMEHTAMM

72/2/66

Tema 4.1 IlonsaTne
JOKYMEHT0000poTA,
perucrpanus
AOKYMEHTOB

Con

epkaHue

1

OO0mue nmpaBuja OPraHu3aluM AOKYMEHT0000poTa B yupexaeHuu. CoctaB M yder
o0beMa JIOKyMEHTOO0OpOTa MPEANPUIATUHI U opranu3anuii. Opranuzamnus padoTsl C JTO0KY-
MEHTAIIMEeH, MOCTYNAIOIeH B YUpexACHUS, TPEANPHUATHS, OPraHU3alUU; TPUEM BXOISAIINX
JOKYMEHTOB, KCIICTUITUOHHAs 00paboTKa, MPeABAPUTEIIFHOE PACCMOTPEHHE U pacIpeie-
JIEHUE, PETUCTPalUs, PACCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM, HcrnonHeHue. OTmnpaBka
HUCXOOAITNUX I[OKyMeHTOB. Hepenaqa I[OKYMGHTOB BHyTpI/I 0pFaHI/ISaIII/II/I. quT KOJIM4YECTBA
JIOKYMEHTOB.

2

CamocrosiTesibHast padora o0yvaromuxcesa: OOpadbOTKa BXOASIIUX U UCXOIALIMX JOKY-
MeHTOB. [Ipuem n 06paboTka BXOIAIMMNX, UCXOASIINX U BHYTPEHHUX JTOKYMEHTOB. 3aroi-
HCHUC )XYPHAJIOB PCTUCTPALIUA BXOZ[S[HIGI\/JI n HCXO}ISIHIC?I JOKYMCHTAIMH.

Tema 4.2 Opranunzanus
ONepaTHBHOIO XpPaHEHUs!
JOKyMeHTa

Con

ep:KaHmne

Homenkaarypa u ¢popmupoBanue aej. OCHOBHBIE NMOHATHA: A€T0, GOpMUPOBaHUE Jed,
HOMEHKJIaTypa Jes. Tunosast U npuMepHasi HOMeHKJaTypa aen. OpopmieHue U BBEACHUE,
MOPSAJIOK 3aBEPILIECHNS HOMEHKJIATYPBHI JIEI.

IIpakTunyeckas padora Ne 3: CocrarieHue u opopMIIeHHE MaKeTa HOMEHKIIATYPBI JeIT

Tema 4.3 IloaroroBka

Con

ep:kaHue
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JOKYMEHTOB K
ApXHBHOMY XPaHEHMIO.

CamocrosiTesqibHasi padoTa 00yYarOIMXCS:

XpaHeHne JOKYMEHTOB: CPOKH M OCHOBHbIE PABWJIA U TPeOOBaHUs.

DKcnepTu3a LIEeHHOCTH JTOKyMEHTOB. [lonroroBka nen k ciade B BEJOMCTBEHHBIN apXUB.
3aKOHOI[aTCJIBHbIe AKTbl © HOPMATUBHO-METOANYCCKHUC TOKYMCHTLI d)enepanLHoﬁ ApXUB-
HOM ciyObl Poccun mo apxXxuBHOMY XpaHEHHIO JOKYMEHTOB. B3ammopeiictBue ciyx0
JIOY u BEZOMCTBEHHBIX apXHBOB IPH (POPMHUPOBAHUM OCHOBBI JJISI TIOCIEAYIOUIETO Xpa-
HEHUS U UCIIOJIb30BaHUs JOKYMEHTOB. EqMHCTBO TpeOOBaHU K XPaHEHUIO IOKYMEHTALUU
B JICJIONPOU3BOCTBE U apxuBe. CocTaBiIeHNE BHYTPEHHEW OIMCH, JIUCTa-3aBepUTENs, 00-
noxku aena. opmupoBanue U ohopMIIEHHUS Jieda MOCTOSHHOTO, BpeMeHHoro (cBbitie 10
net xpanenus). DopmupoBaHue U 0POPMIICHHS JIe)Ia TI0 TUIHOMY COCTaBY.

40

Tema 4.4 Ucnoaib30BaHue
IIDBM
B /1eJI0NIPOU3BO/ICTBE.

Con

epkaHue

CamocrosiTesibHas padoTa 00y4YarOIIUXCH:

KomnboTepu3sanusi 1eJ10Npon3BoACTBA.

[IpumeHeHue cpeAcTB OPHCHON TEXHUKH, KOMIBIOTEPHBIX U TEIEKOMMYHHUKAIIMOHHBIX
CpEeACTB B a/IMUHUCTPATHBHOM yIpaBiieHHH. CHUcTeMa aBTOMAaTH3AIMH JIETOIPON3BOJICTBA
U J0KyMeHToo0opoTa. [ToHATHE M BHJIBI 3IEKTPOHHOIO JOKyMEeHTooOopoTa. [lonroroBka
noksazoB o coBpemMeHHbIX COJI. Iloaroroska k sK3aMeny

20

3,4 cemecTp: Apyrue (pOpMbI KOHTPOJIS

S cemecTp: KypcoBasi padora

TemaTnka KypcoBbIX padoT:

. OpraHn3anroHHbIe JOKYMEHTHI aKIIMOHEPHBIX OOIIECTB, COBMECTHBIX MPEIITPUATHI.

. TpeboBaHust 3aKOHOIATENBCTBA K MOPSAAKY OhOPMIICHHUS U BbIaYe TOBEPEHHOCTU. PEKBU3UTHI JOBEPEHHOCTH.
. PazButne popmbl 1okymeHTa.

. Uctopus nzo0paxkeHus ABYTIaBOro opia B kauecTBe [ ocynapcTBenHoro repba poccuiickoit Umnepuu.

. OcobGenHocTH cocTaBieHus 1 0QOpPMIIEHHS YIIPABIEHYECKUX TOKYMEHTOB.

. Ocob6eHHOCTH UCTIONIb30BaHMsI HH(OPMAIIMOHHO-CIIPABOYHOM IOKYMEHTALIUU B YIIPABICHUU.

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

. JloKyMeHTHpOBaHUE ACATEIHHOCTH TOAPA3ICTICHHIA.

COIN DN P W —

\O

10. CtpykTypa, METOJIMKA COCTABIECHHS U 0COOEHHOCTH O(hOPMIICHUS TOJKHOCTHON HHCTPYKIIHH.

11. OcobeHHOCTH UCTIONB30BAHMS TOKYMEHTOB Ha HOBEHUIITUX HOCUTEIISX.

12. ABTOMaTu3anus JOKYMEHTAI[MOHHOTO O0ECTICUeHHs yIIPaBICHHS Ha TPUMEPE KOHKPETHOTO MPEIIPUSITHUS.
13. Cuctema nHGOPMAIIMOHHO-TIPABOBBIX JOKYMEHTOB.

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

Oco0eHHOCTH JOKYMEHTHUPOBAHUS JOTOBOPHBIX OTHOLICHHH.

MeTo/b1 yaeTa U COKpaIeHus JOKyMEHTO000poTa.

Opranu3zalnoOHHO-TIPaBOBOE 0OecreueHne caysK0bl JOKYMEHTAIMOHHOTO 00eCTIeUeHus yIpaBiIeHHUsI.
OmnpeneneHre CTPYKTYpPhl U YUCIEHHOTO COCTaBa CIY>KOBI JOKYMEHTAIIMOHHOTO 00eCIieYeHUs YIIPaBICHUSI.
JlokyMeHTalmoHHoe obecrieueHune ynpasieHue pupmamu. CocTaB TOKyMEHTALIUU.

Opranu3zaiiys u TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ECTICUeHUs Ha MPEATPUSATUH.

Pounb nenoBoii mepenucku B A€ATEIbHOCTH OPraHU3alUH.

dopmupoBaHUE 1€ U MOATOTOBKA K ¢/la4e B BEOMCTBEHHBIN apXuB npeAanpusatus. [lopsaok mepenade mem.
Opranu3zanys J0KyMEeHTO000pOTa B MOAPa3ACICHHH.

Pousb koH(DHUIEHITMATEHON TOKYMEHTAUN B (DYHKITMOHUPOBAHUH OPTraHU3aIHH.

Opranu3aiiys 3JIeKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANPHUATHH.

OcoOEeHHOCTH TOKYMEHTHPOBAHHS MUCHMEHHBIX M YCTHBIX 0OpaIleHui rpaxk/I1aH.

Posnb kagpoBoil JOKyMEHTaLUH.

PekBU3NTHI TOKYMEHTOB M HX POJIb B JOKYMEHTHPOBAHUHU.

Opranu3aiiys crpaBoYHO-UHGOPMAITMOHHON pabOThl OpraHU3alUu.

Cny»xebHoe MHCbMO, €r0 3HaUeHHUE U IIPAaBUJIa COCTABICHHUS.

HopmatusHo - MeTonuyeckas 6a3a JeJ0npon3BOJICTBA OPraHU3alINH.

CamocTosiTeJibHAs patoTa 1Jis1 HAMCAHUs KYPCOBOH padoThl 36
5 cemecTp: IK3aMeH
Bcero 270
MJK 01.02 ITpaBoBoe pery1upoBaHue YIPaBJIeHYECKOH 1eATeTbHOCThIO 141/6/119
Pa3znen 2. Opranu3anusi NpaBoBOro PeryJiMpoBaHusl YIPABJIEHYECKOH IeATeTbHOCTH
Paznen 1. HopmaTuBHO-IpaBoBbIe aKTHI B 00J1aCTH OPraHU3alliy YIPABJIEHYECKOH eI TeJIbHOCTH 70/4/58
Conep:xanue
Ornpenenenre npaBoBbIX aKTOB. IOpuandeckoe 3HAYEHHE NPABOBBIX AKTOB YIIPABICHUSA:

Tema 1.1 [IpaBoBbIe aKTHI yKa3bl, TIOCTAaHOBJICHUS, PACHOPsDKeHMs, ykazaHHs. OTINYUTEIbHbIE 0COOCHHOCTH TPABOBBIX 2
yIpaBJIeHHs] 1 UX 0COOCHHO- | aKTOB.
CTH CamocrosiTeibHas padora:

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

2. Ananu3 ocoOeHHOCTEM HOPMATUBHBLIX ITPABOBLIX AKTOB B praBﬂquecxoiz'I ACATCIIbHOCTH.

Tema 1.2 Knaccudpukauus Coaepxanue
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NMPpaBOBbLIX AKTOB

CamocrosiTeqibHasi padora:
1. I3yuuts MaTepuan o teme: Kpurepuu kiaccupukanmy MpaBoOBBIX aKTOB: MO IOPUIHYECKUM
CBOMCTBaM; 1O OpTraHaM, UX WU3JIAIOIIMM; TI0 BPEMEHH JICUCTBUS; 110 TOPSIKY U3JIaHUS; TIO KPYTy

CyOBEKTOB. 16
2. CocTaBUTh U 3al0JHUTH Ta0buy: «Kiaccupukamus nmpaBoBbIX aKTOBY.
3. [IpuMeHeHe HOPMATHBHBIX MTPABOBBIX AKTOB B YIPABICHYECKOU ACSITEILHOCTH Ha MPUMEPE
KOHKPETHBIX CHTYaIlHH.
Tema 1.3 OcHOBBI aAMHUHH- Conepranite
CTpATHBHOH OpraHM3AINH CamocrosiTesbHasi padoTa:
T — N3yuuts MaTepuan. OnpeaercHue OpraHu3aliy yIpaBiIeHUs. JJICMEHTbI U COJECPIKaHUE opra- 5
HU3aIMKU yrpasieHus. HopMbl aJIMUHUCTPATHBHOTO IpaBa, YCTAHABIMBAIOIIUE CTATyC BCEX
3BCHLBCB CUCTCMBbI YIIPABJICHU.
Tema 1.4 Anmunucrparus- | Cogep:kanue
Hasl OTBETCTBCHHOCTH KaK OCHOBaHI/Iﬂ MNPUBJICYCHUA K aHMHHHCTpaTHBHOﬁ OTBCTCTBCHHOCTH. CpOK AJaBHOCTH aJIMHWHU- 2
3JIeMeHT NMPaBOBOI0 PeryJiM- | CTPAaTUBHOIO HakKa3aHus. Mepbl aIMUHUCTPATUBHOI'O IPUHYXICHUS.
poBaHus ynpasieHdeckoii | [IpakTtuueckasi padora Ne 1. «PaccMoTpeHue BUIOB 3 IMUHUCTPATUBHBIX [TPABOHAPYIICHHUI Ha 4
NesiTeIbHOCTH prMepe KOHKPETHBIX CUTYallui»
Conep:xanue
Tema 1.5 IpaBoBoe peryau- | [loHATHE MPABOBOTO PETYIMPOBAHUS TPAKITAHCKON CIYKOBI, SIIEMEHTHI, CUCTEMa yIIPaBIICHUS, 5
POBaHHUeE rocyiapcTBeHHOM npusHaku. [IpaBa u 0053aHHOCTH TOCYIaPCTBEHHBIX CIY>KaIIHX.
rPaKIAHCKOM CJIYKOBI CamocrosiTeibHas padoTa. PemeHne CUTyaTHBHBIX 3a/ad 10 TPABOBOMY PETYITHPOBAHHIO 5
TPaXXTAHCKOU CITYXKOBI.
Conep:xanue
Tema 1.6 Ilpasosoe peryau- | CamocrosiTe/ibHasi padora.
poBaHMe MYHMIHNAALHON | V3yunts Marepuan. [loHSTHE W CYIIHOCTH MECTHOTO CaMOYIPaBIICHHS Kak 0CO0Oro BHa 4
CIIyKOBI BJIACTHBIX MPABOOTHOIIEHUH. HopMaTHBHBIE aKThl OPraHOB MECTHOTO CaMOYIpPAaBIECHUS U HX
POJIb B OCYIIIECTBICHHUH (DeIepaTbHOTO M PETHOHAIIBHOTO 3aKOHOIaTEIbCTBA.
Tema 1.7 Ilpexnpusitus, Copnepxanue
yupesxxaenusi, opranuzanus | [lonarue cy0ObeKTOB rocyJapCTBEHHOI'O YIpaBieHHUs U UX HOPMaTHUBHO-NPaBOBOM craTyc. Bu-
KaK cy0ObeKTHI rocyaap- JIbI IPEATPUATUHN, YUPEIKICHUN B 3aBUCUMOCTH OT COOCTBEHHOCTH, OPTaHU3aIIHOHHO-TIPABOBBIX 2

CTBEHHOI'0 YIIPABJICHUS

dbopm.
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CamocrosiTeqibHasi padoTa:
1. M3yuuts Matepuan. Knaccudukamus opraHu3aimoHHO-TIpaBoBbIX (popm B PD. [Ipeumymie-

CTBa M HEJIOCTATKH OCHOBHBIX (DOPM MpEATIPUATHIA. 8
2. lloxroroButk cooduienne no teme: «IIpaBoBbie OCHOBBI y4acTHsI pyKOBOJAUTENS B CUCTEME
COLIMAJILHOTO NMapTHEPCTBAY
CamocrosiTe1bHasi padoTa:
W3yunuts matepuain. [IpaBoBbie GopMbI U YHHUBEpCAIbHbIE METOABI YIPABICHUS: BUIbI, 0COOCH-
Tema 1.8. ®opmbI 1 MeTOABI
FOCY1apCTBEHHOrO YIpaB- HOCTH. 3aKOHHOCTh M JUCLHUIUIMHA C chepe TOCYIapCTBEHHOTO ynpasienus. Onpenenenue 3a- 12
I KOHHOCTU U AUCUUIUTHHBL. [TpuHimne! 3akonHocTH. CriocoObl obecredeHusi 3aKOHHOCTH U AHC-
LIUIUIMHBI B TOCYJAapCTBEHHOM YIpaBJIeHUU: o0mias Xxapakrepuctuka. [loaroroBka mpoekToB
YIPaBICHUYECKUX PEIICHUI.
Pa3nes 2. HopmaTuBHOe 3aKpenJieHHe OCHOB NOPSIAKA YIIPABJIEHHS 1eATeJbHOCTHIO OPUIMYECKHUX JIMIL. 22/2/18
Conep:kanue
CamocrosiTesbHasi padora:
Tema 2.1. HopmaTusHo- ..
IpaBoBas 6a3a NPeIPHHH- N3yuuts matepuan. OCHOBHBIEC 3aKOHBI, PErJIAMEHTUPYIOIINE JIEATEIbHOCT MPEIIPUSITHIA: (e-
MATEdLCTBA JepajbHble 3aKOHBI, TIOCTAHOBIIEHUSI MPaBUTENbCTBA. 3HaYMMOCTh DenepanpHoro 3akona No 8
209-03 «O pa3BUTUH MAJIOTO U CPEIHETO MPEAIIPUHIMATEIhCTBA B Poccuiickoit denepanun» B
COBPEMEHHBIX YCIOBUSX.
Tema 2.2. 'ocynapcTBeHHast Conepranue
A — Z(C))I;JyﬂapCTBeHHaSI perucTpanus IpUINUecKUX JIUMI: TOHATHE, MOPSIOK 0)OpMIIEHUS TOKYMEH- 2
i IIpakTnyeckas padora Ne 2. «3anoiHeHNE JOKYMEHTOB O PETHCTPAIIUHN FOPUAMIECKOTO JIUTA 2
Conep:xanue
CamocrosiTesibHasi padoTa.
Tema 2.3. Hopmbl u npaBuaa | 1. M3yuuts matepuan. Cpoku HHPOPMUPOBAHUS PETUCTPUPYIOLIUX OPraHOB O CO3JIaHUU, JIHK-
UH(GOPMHUPOBAHHS Peru- BUJALIMU U PEOpPraHU3alMy IOpUINYecKuX JU. OTBETCTBEHHOCTh 33 HapyIllIEHUE MpPaBUJ UH- 10
CTPUPYIOLIMX OPraHOB (OpMHPOBaHUS PETHCTPUPYIOIINX OPTAaHOB.
2. IloarotoBuTh coobuieHne Ha Temy: «Ilopsaok perucTpanuy IOPUINYECKUX JIHUIl Pa3HBIX Op-
raHU3aIMOHHO-TIPABOBBIX (HOPM»
Paznea 3. IIpaBoBoe peryJMpoBaHue TPYAOBbIX OTHOLIEHUI 16/-/12
Tema 3.1. HopmaTusHo- Copepxanue
NnpaBoBbIe aKThbI, peryaunpy- | Knaccubukanus HopmatuBHO-TIpaBoBbIX akToB: Koncrurymus PO, Tpynosoit konekc PD, 3a- 5

I011Me TPY/I0Bble OTHOIIIE-

KOHBI U ITOCTaAaHOBJICHHUA HpaBI/ITeHLCTBa.
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HHUA

CamocrosiTeqabHas padora.

Pemenue 3agau no tpyaoBomy npaBy. [IpumeHeHre HOPMATHUBHBIX IPABOBBIX aKTOB, PETyJIH- 6
PYIOIIMX TPYIOBbIE OTHOIIEHUS HA TPUMEPE KOHKPETHBIX CUTYALIH.
Conep:kanue
Tema 3.2. 3aK0HOAATEJIBCTBO v
. ®DenepalibHbIE U PETHOHABHEBIE 3aKOHBI B chepe TPYIO0YCTPONCTBA U 3aHATOCTH HACEICHHUS, HX
P® o TpynoycrpoiicTBe 1 2
coJIep’KaHue U 3HAUCHUE i CyOBEKTOB TPYIOBOTO MpaBa
3aHSITOCTH HACeJIeHUS
CamocrosiTesibHas padoTa. PemuTh 3a1a4n 10 TpyJI0BOMY MPABY 6
Pa3nes 4. HopmaTnBHO-IpaBOBbIe aKThI B cepe HHPOPMALIMH U JOKYMEHTAIIUH 33/-/131
Conep:xanue
CamocrosiTesbHasi padora:
Tema 4.1. HopmaTuBHoO- 1. U3yuuts matepuan. OCHOBHBIC IMOHITHS U COCTaB HOPMATHUBHO-TIPABOBOM 0a3bl JICTOIPOH3-
MeToauYecKas 0a3a geno- | BoactBa. [[OCTsI Ha nokymeHTanuo. ['ocyaapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO obecrie- 8
NPOU3BOJCTBA YEHUs YIIPABJICHHUS.
2. CoctaButh cxemy: «HopmaTuBHO-MeTOIMYECKas 6a3a 1EIOMPOU3BOICTBA»
3. BoimomHUTH paboTy: «AHaTN3 HOPMATUBHO-METOAMYECKON 0a3bl IEIOIPOU3BOJICTBAY
Copnepxanue
Tema 4.2. 3akononarenbHble | CamocTosiTeIbHasI padoTa:
akTbl P® B cepe nnpop- | N3yuuts maTepuan. 3akoHoaarensctBo P®, npaBossie akThl [Ipesunenta, [IpaBurenscrea PO, 8
MAalUH ¥ IOKYMEHTAINHU dbenepalbHBIX OpPraHoB, OPraHOB HCIOJHUTEIBLHOW BIACTH B 00JIACTH JTOKYMEHTAIIMOHHOTO
obecrieyeHus.
Coaepxanue
Tema 4.3. 'ocynapcrBeHHbIe P
CamocrosiTesibHasi padora:
CTaHJIAPThI HA IOKYMEHTAa-
Crangapt — 1eATelbHOCTh MO0 YCTAaHOBJIEHUIO HOPM, MPaBUJI, XapaKTEPUCTUK B LIENAX obecre-
M0, IPABUJIA XPAHEHUS H 6
YyeHHsl: 0€30MacHOCTH, Ka4yecTBa, YKOHOMUU 00BheKTOB. HopMaTHUBHBIE JOKYMEHTHI IO CTaHIAp-
c/1a4M IOKYMEHTOB B apXHUB
tuzanuu. [lopsgok 06paboTKM U caaun JOKYMEHTOB B apXHUB.
CamocrosiTesibHast padoTa: MOJrOTOBKA K 3aUETy 9
6 cemecTp: 3auer 2
Bcero 141
M/IK 01.03 Opranuszanms ceKpeTapcKoro 00cay;KuBaHUs 162/6/138
Paszpen 3. O0ecnieyeHne OpraHu3alMu CEKPETAPCKOro 00CayKUBAHUS
Tema 1.1 Cekperapb B Conepxanue 60/2/50
CcTpyKTYype ynpaJjenust | Ucropusi cekperapckux ciayxd B Poccun 2

ITpoobpassl cekperapcekoii npodeccuu B Poccun. [osiBnenne npodeccuu cexkperapsi B aIMUHUCTPA-
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TuBHOM ympaBieHuu B Poccun. Cekperapckoe aeno B konie XIX — nagaine XX BB. I3mMeHenue ot-
HOIICHUH K CeKpeTapckoii mpodeccun mocne 1917 r

Heo0xoquMoCTh M 3HAUEHHE CEKPETAPCKOI 1eITeJIbHOCTH HA COBPEMEHHOM JTale
BaxHOCTB 1 IPECTHKHOCT IPO(hecCHu CeKpeTaps, HEOOXOAUMOCTh BBIPAOOTKH TAKTUYHOCTH,
HAaBBIKOB OOIICHUS U KYJIbTYphI TpyJla. MecTo U poJib CEKpeTapsi B OpraHu3aliu

IIpodeccuonaibHbie TPeOGOBAHUS K J0KHOCTH cekperaps. [Ipodeccus-cekperaps. O0s3aHHO-
ctu 1 pyHkuuu. CoBpeMeHHbIe KBaTH(PHUKAMOHHBIE TPEOOBAaHUS K IOJDKHOCTH cekperaps. Karero-
pUH CEeKpeTapen.

IIpakTnueckas padora Ne 1. cnonb30BaHre HOpPMaTUBHO-METOAUYECKUX IOKYMEHTOB B OpraHHU-
3aIMU CEKPETAPCKOTO 00CTY>KUBAHUS

CamocrositesbHas padora: 1. 3yunts maTepuan

TpynoycrpoiicTBo cekperapsi. CriocoOsl TpynoycTpoiicTBa. Ananranus K pabore. Buasl ananta-
1uil. Metoarka noucka MHGOPMALUU O BAKaHCUSX CEKPETAPCKUX JAOJKHOCTEH, HCTOUHUKU UH(OP-
Maiuu. Bo3mMokHOCTH KapbepHOIo pocTa cekperapckoro nepcosania. [lonroroska k cobecenona-
HUI0. 3HaueHre HHPOPMHUPOBAHHOCTHU CEKpeTaps, ICTOUHUKH MostyueHust nHpopmau. OCHOBHbIE
MIPUHLIMIIBI 1 OCOOEHHOCTU YCTAHOBJIEHUS JIEJIOBbIX B3aMOOTHOLIEHUN CEKpeTaps ¢ pa3InyHbIMU
KaTeropusiMu MepCOHAA.

3apyOe:KHbIii ONBIT OPraHU3ALMHU CEKPETAPCKOro odcay:kuBaHus. MI3MeHeHne mecta U poiau
CEKpeTaps B CTPYKTYpE YNPABJICHUs B IPOLIECCE CTAHOBIEHUS M PA3BUTHS HOBBIX COLUAIBHO-
SKOHOMMYECKUX OTHOILIEHUH. BiinsHre 0TeuecTBEHHOIO U 3apyOEKHOTO OIbITa HA COBPEMEHHOE
COCTOSIHME OTEYECTBEHHOI'O CEKPETapCcKoro aena. JeareapHoCTh MEeXAyHapOAHON acCOLMaH CEK-
perapen.

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

3HaHusA M yMeHHs ceKkpeTaps. Beicokuii ypoBeHb 0a30BOro 00pa3oBaHusi HEOOXOIUMBIN COBpe-
MeHHOMY cekperapro. [IpodeccnonanbHble 3HaHNUS U HABBIKH.

2. CocraBieHHE TOJDKHOCTHBIX MHCTPYKIIMH B 3aBUCHMOCTH OT KaTErOpUil CeKpeTapsi
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Tema 1.2 Hopmuposa-
HHe TPY/a cexpeTaps

Conepxanue

26/2/20

YciaoBus Tpyaa cekperaps

[IpaBunbHas opranuzaius padouero mecra. CTpyKTypa AI0NPOU3BOACTBEHHOMN CITy*Obl. OCHOB-
Hble (POpPMBI Ha BBITIOJIHEHHUE JIETIOTPOU3BOICTBEHHBIX ornepaluil. TpeboBaHUs K OpraHu3aluu pa-
60unx mMecT. TpeOOBaHUS K CO3JJaHUIO HYXKHBIX YCIOBHH TpyJa.

IpakTuyeckasi padora Ne 2. Opranu3anus padouero Mmecra cekperapsi. CoctaBiieHHe MTPOCKTa pa-
0ouero Mecra cekpeTapsi.
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CamocrosiTesqibHasi padora:

Hopmuposanue Tpyaa cekperaps

HopmupoBanue tpyna pabotaukoB ciryx0b1 IOY. TpeboBanus K opranu3anuu pabodero Mecra
cekperaps (DproHOMHKa, OCBEIICHUE, pacCTaHOBKA MpeaMeToB). TpeboBaHus K opraHu3anuu pado-
4Yero Mecta pyKOBOJUTENSI OPraHU3alIUu.

CaHUTapHO-TUTHEHUYECKHE HOPMBI. DcTeThYecKre HOpMbl. [10AroToBKa K KOHTPOJIBHOM padoTe.

20

Tema 1.3 ®yHKIUM CeK-
peraps

Conep:kanue

44/2/40

AIMUHHCTPATUBHBbIE QYHKIIUH CEKPeTaps

TexHuyeckue cpeAcTBa ynpaBieHUs B A€ATEIbHOCTH COBpeMEHHOro cekpetaps. [Inanuposanue pa-
6ouero BpeMeHH cekperaps. OpraHu3aloHHas COCTABIISIONIAs B JESITEILHOCTH CEKpeTapsi, o0Imast
xapakrepucTrka. [InanupoBanue HenoBTopsomuxcs pabor. Co0p u cucrtemaruzaius HHPOpPMaIHIH.

IIpakTuyeckas padora Ne 3. [InanupoBanue pabodero Hs CEKPETapsi U PYKOBOIUTEIIS.

CamocrosiTesibHas padora:

1. U3yuuth Matepuan. AHaJIuTHYeCKUE PYHKIMU CeKpeTaps
[TnanupoBanue paboyero BpemeHnu pykoBoautens. ExxenneBuuk. [lepBoouepenusie 3anaun. Kapro-
TeKa TeKymmx jaei. Pabora mo cbopy madpopmarmu, nctounuku napopmanuu. [lonck HeoOX0aUMO
unpopmanuu. [lepepaboTka u crpykrypupoBanue. [loaroroBka nndopmamnuu st pyKOBOIUTEIS.
Pabota ¢ koHbUaEHITNATFHBIMU TOKYMEHTAMU
TexHn4yeckue QyHKUHHU CeKpeTaps
[lewats, TUpakupoBanue u konuposanue. [Ipuem u nepenava daxcos. Mcnonb3oBanue

Internet B paGote cexperaps. CepBuUCHBIE HYHKINU.
Opranu3zannoHHble PYHKIUM CeKpeTaps
IIpaBuna Benenus aenosoit Oecenpl. [logroroBka u oocnyxuBanue coperanuit. [loaroroska xo-
MaHMpoBOK. [Ipuem neneranumu.
Jeonpou3BoacTBeHHbIe QYHKIINM CEKPeTaps
[IpenBapuTenbHOE paccMOTpeHHE TOKYMEHTOB. [lopsaok nmoanucanus, BUBHPOBAHUSI, COTIAaCOBAaHUS
U YTBEpX/IEeHUS T0KyMeHTOB. THpopManmoHHo-cripaBoyHas paboTa 1o JokyMeHTaM. Beienue me-
penucku pykoBoautens. CucreMaTusalys U XpaHeHHe JOKYMEHTOB
2. BeImomHUTE paboThl: 0TpabOTKa HABBIKOB OPraHU3allMU U BeIeHUs Tele()OHHBIX TIEPEroBOPOB;
OopraHmsalys npuema-nepeaaudu TenedoHorpamMm, hakcorpaMMm; IpOTOKOJIMPOBAHNUE COBEIIAHUHN U
KOH(EPEHTHBIX MEPOIIPHITHIA; MOATOTOBKA U JOKYMEHTUPOBAaHNE KOMaHAUPOBOK; pa3padoTka
0JIaHKOB JIOKYMEHTOB; OTpaObOTKa HABBIKOB 00PA0OTKHU BXOIAIIETO, HCXOISAIIET0, BHYTPEHHETO J10-
KYMEHTOIIOTOKOB.
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Tema 1.4 KauyecTBa cek-
peraps

Conep:kanue

32/-128

JleJioBBI€ H JIHYHBIE KAUeCTBA CEKpeTaps
OCHOBHBIE JIEJIOBBIC Ka4eCTBAa HEOOXOIMMBIE CEKPETAPIO: OPTaHU3aTOPCKHE CIOCOOHOCTH, OTBET-
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CTBEHHOCTb, IYHKTYaJIbHOCTb, JIOSUIbHOCTh, YMEHHE XPAHUTH CIIY)KeOHYI0 TaiiHy. JInuHbIe KauecTBa:
KOMMYHHKA0EIbHOCTb, JOOPOKEIATEIbHOCTh, TAKTUHYHOCTD, JTIOO03HATEIPHOCTh. IMHIIK cekpeTa-
pA. JlenoBo# STUKET U CEKpeTaphb.

CamocrosiTesibHas padoTa:

1. Co3nanue umMupKa: BepOaIbHOTO, HEeBEpOATBHOTO, KHHETHYECKOTO. CTHUITB cCeKpeTapsi, peKOMEH-
naruu u 3anpeTsl. [IpuBercTBue u npeacrapinenue. Hopmel moBeneHus Ha padoTe. DTHUECKHUE CUTY-
aruu. Borpockl cy6opauHanmu. PedeBoii STHKET

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

16

CamocrositesibHas padora. [lonroroska k 3auery 12

S cemecTp: apyrue (popMbl KOHTPOJISA

6 cemecTp: 3auer 2

Bcero 162

Y4yeOHasi NPaKTHKA 36

Buasbi pador:

1. Opranuzanus nprema MoCeTUTENEH.

2. [loaroroBka NpOEKTOB yNPaBICHUECKUX PELICHUH.

3. AHanu3 10KyMEHTOIIOTOKOB.

4. Pabota ¢ KoHpUACHIINATbHBIMU JOKYMEHTaMH.

5. Opranun3zanus XpaHeHus JOKyMEHTOB U 00eCrieueHNe UX COXPAHHOCTH.

IIpousBoacTBeHHAs NPAKTHKA (110 NPOGUIII0 CIEHHATbHOCTH) 36

Buner pabor:

1. U3ydyenue GpyHKUUN U CTPYKTYpPHI JEIONPON3BOICTBEHHOMN CIIYXOBI;

2. BeisiBieHre 0COOEHHOCTEH TOKYMEHTHPOBAHUS AEATEIbHOCTH OPTaHU3aAINH, YIPEXKICHUS, TPEAIPUITHS;
3. [TocTpoenne nHGOPMAITMOHHO-TIONCKOBOI CHCTEMBI;

4. KOoHTpOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB;

5. Knaccudukanus u cucreMatusanus JOKYMEHTOB, (GOpMHpOBaHHE JIEI.

KBanudukannoHHbIH 9K3aMeH

Bcero 645

OcBocHHE TUCIUTUTHHBI MOKET OBITh PEAIM30BAHO C TPUMEHEHUEM AJICKTPOHHOTO O0yUYeHUSs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHN
B cooTBeTcTBUU C [loy0keHneM o MpUMEHEHUH 3JIEKTPOHHOTO 00yUeHusl, AUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI MpHU peanu3anuu o0pa3oBa-
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4. YCJIOBUS PEAJIM3AIIAA PABOYEN ITPOT'PAMMBI TIPO®ECCHUOHAJIBHOI'O
MOAYJISA IIM.01 OPTAHU3BALIUA JOKYMEHTAIIMOHHOTI'O OBECIIEYEHUSA
YHPABJIEHUA U ®YHKIIMOHUPOBAHUA OPI'AHU3 AU

4.1. TpeGoBaHusi K MUHMMAJBHOMY MaTepHAIbHO-TEXHUYECKOMY 00ecre4eHHI0
Peanunzanus nporpaMmsl MOJYJIsl IIPEIIOIaracT Haluyle yyeOHOro kabuHeTa JOKyMeH-
TAI[MOHHOTO 00ECTICYCHHUS YIIPABICHHUS.

Oo0opynoBanue y4yeOHOro Ka0MHeTa NOKYMEHTOBEIEHHS. MOCAJOYHbIC MeCTa JIs
ydamuxcs, pabodee MECTO MperojaBaress, yueOHas, ClipaBOYHas JIMTepaTypa, J0CcKa ydeOHas,
y4eOHO - METOUYECKas TOKYMEHTAIUS.

4.2. UndopmanuonHoe odecriedeHne 00yueHus
[lepeuens pekoMeHyeMbIX yueOHBIX U3AaHuii, IHTepHeT-pecypcoB, TONOTHUTEIBHOM
JTUTEPATYPHL.

OcHoBHbIE HCTOYHHUKH:

. I'mammii, E. B. JlokymMeHTalMOHHOE OOECIICUeHHE YIIpaBIICHUS: YIeOHOE mocooue
/ E.B. I'mamuit. — MockBa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpennee npodeccrnoHaibHOE
oOpazoBanue). — Pexxum nocryna: https://znanium.com/read?id=354819

° beikoBa, T. A. JlokymeHTalMOHHOE OOECTIeYCHUE YIPaBICHUS (JIEIOMPOU3BO/I-
cTBO): yueOHoe mocobue / T.A. beikoBa, T.B. Ky3unenona, JI.B. Cankuna; mox obur. pex. T.B.
Ky3nernoBoii. — 2-¢ u3j., nepepad. u gomn. — MockBa: MHOPA-M, 2021. — 304 ¢. + JJon. maTepu-
anbl [DnexkTpoHHbI pecype]. — (Cpennee mpodeccuonansuoe obpazonanue). — ISBN 978-5-16-
013913-5. — Tekct: anekTpoHHbINH. — Pesxkum noctyna: https://znanium.com/read?id=360476

o JlokyMeHTanmoHHoe obecrieueHue ynpasiieHus. CocraBieHue U ohopMIICHHUE Jie-
JIOBBIX TOKyMEHTOB: yueOHoe nmocobue s CIIO / cocraBurenu E. U. bammvakosa. — Capatos,
Mocksa: IlpodobpazoBanue, Ait ITu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,

978-5-4497-0964-6. — Tekcr: 3JIEKTPOHHBIN. — Pexum JIOCTYyTIa:
https://www.iprbookshop.ru/epd-reader?publicationld=103343
° AnekceeBa, T. B. JlokyMeHTanmmoHHOe obOecrieueHre ynpapienus: yaeonuk / T. B.

AnexceeBa, O. A. CtpaxoB. — MockBa: YHuepcuret «Cuneprus», 2020. — 132 c. — ISBN 978-
5-4257-0402-3. — Tekcr: amexkTpoHHBIH. — Pexxum moctyna: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

J Xabubynun, A. I'. IlpaBoBoe oOecneueHrne NMPOPEcCUOHANBHON JESATEIbHOCTH:
yuebnuk / A. I'. Xabubymun, K. P. Mypcamumos. — 2-e u3f., epepad. u gomn. — Mocksa: @O-
PYM: UHOPA-M, 2021. — 364 c. — (Cpennee npodeccuonanbaoe oopazoBanue). — ISBN 978-

5-8199-0874-7. — TekcrT: AIEKTPOHHBIH. — Pexum JIOCTYTIA:
https://znanium.com/read?id=361001
. I'ypeeBa, M. A. IlpaBoBoe oOecrneueHue MpodeccuoHANIbHON eATEIbHOCTH:

yaeOnuk / M.A. I'ypeeBa. — MockBa: ®OPYM: UHOPA-M, 2021. — 239 c¢. — (Cpeanee mpodec-
cuoHabHOE oOpa3oBanue). — ISBN 978-5-8199-0743-6. — TekcT: 37eKTpOHHBIA. — Pexxum no-
cryma: https://znanium.com/read?id=369665

. Teimenko, A. W. IlpaBoBoe obGecnedeHue MpohecCHOHATBHONW JeSTeTbHOCTH:
yuebnuk / A.W. Teimenko. — 4-e uzn. — Mocksa: PUOP: UH®OPA-M, 2021. — 221 c. — (Cpennee
npodeccuonansHoe oopazoBanue). — ISBN 978-5-369-01657-2. — Tekct: aneKTpoHHBIH. — Pe-
UM jgoctyna: hitps://znanium.com/read?id=379470

. Martgees, P. ®. IlpaBoBoe oOecrneueHne Npo(ecCHOHANBHON AeATEIbHOCTH:
kpatkuii kype / P. ®@. MatBeeB. — 3-e u3j., uctp. u goi. - Mocksa: ®OPYM: UHOPA-M, 2020.
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— 128 c. — (Ilpodeccrnonansuoe oobpazoanue). — ISBN 978-5-00091-063-4. — TekcT: 251€KTpOH-
HbIH. — Pesxxum nocryna: https://znanium.com/read?id=356152

. [Tpanko, I'. C. [IpaBoBoe oGecrneueHue nmpohecCuoHaTbLHON AeATeIbHOCTH: yueo-
Huk / I'. C. IIpanko. — Mocksa: PUOP: UH®PA-M, 2021. — 177 c. — (Cpennee npodeccuoHalb-
Hoe oOpasoBanme). — ISBN 978-5-369-01869-9. — Tekcr: anmekTpoHHbIH. — Pexxum pocryna:
https://znanium.com/read?id=376972

. Kyxapenko, T. A. IlpaBoBoe obecnieueHue nmpoecCHOHATBHON IEATETLHOCTH:
yueonuk mis CIIO / T. A. Kyxapenko. — Capatos: IIpodo6pazoBanue, 2021. — 199 c. — ISBN
978-5-4488-1017-6. — Tekcr: 3JICKTPOHHBIN. — Pexxum JOCTYyTIA:

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

CusakoBa, M. JI. IlpaBoBoe obecneueHnne npodeccuoHAIbHON AesITeNbHOCTH: MeToau-
YECKUE PEKOMEHJAIMH JJIsl BBIIOJIHEHHs] KOHTPOJIbHBIX paboT mo aucuumiuHe / Mapuna Jleo-
HugoBHa CHBaKkoBa; YXTHMHCKHI rocylapCTBEHHBIH TEXHHYECKUI yHUBEpcUTET, [IpombliuieH-
HO-3k0oHOMHYeckuil ecHor koymemk (I1DJIK) MU (CIIO). — YxTa: M3a-Bo YXTHHCKOTO TOCY-
JApCTBEHHOTO TEXHHYeCKoro yHuBepcurera, 2018. — 12 c¢. — Pexum pocryna:
http://lib.ugtu.net/book/28332 45 sxs3.

Cwmupnosa E.I1. JlenonpousBoacTBo yisi cekpetapsi. PazpaboTka, yder u XxpaHeHHE CITy-
KEOHON JOKyMeHTaIuu [DNeKTpOHHBIN pecypc]: mpaktuueckoe nocodue / E.Il. CmupHoBa. — 2-
€ U3/, — DJIEKTPOH. TeKCTOBbIe AaHHbIe. — CaparoB: A#t [lu Dp Meaua, 2019. — 210 c. — 978-5-
4486-0465-2. — Pexxum poctyna: http://www.iprbookshop.ru/79622

JlonoTHUTEIbHbIE HCTOYHUKM

. Ky3nenona, M. B. JlokyMeHTallMOHHOE 00ECIICUCHHE YIIPaBICHUS [ DJICKTPOHHBIHN
pecypc]: yueonoe mocodue mas CITO / . B. Ky3nenosa, I'. A. XauarpsiH. — 2-¢ U3, DJIEKTPOH.
TekcToBbIe JaHHbIe. — CapartoB: [IpodobpazoBanue, At [Iu Op Meaua, 2019. — 166 c. — 978-5-

4486-0404-1, 978-5-4488-0216-4. — Pexum npocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326
. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIEYeHHE YIpaBICHUs: y4eOHO-

MPaKTHYeCKOoe Tocodre B cxemax, Tadnmiax, oopasmnax / B. A. Apacnanosa. — 3-¢ m3a. — Cyp-
ryT: CypryTcKuil rocy1apCcTBEHHBIN Meaarornueckuii yausepcuret, 2019. — 240 c. — ISBN 978-
5-93190-385-9. — Tekcr: amekTpoHHBIH. — Pexxum moctyna: https://www.iprbookshop.ru/epd-
reader?publicationld=94291

4.3. O0uue TpedOBaHUS K OPraHU3aLMU 00Pa30BaTeJIbLHOI0 Mpolecca

OcBoeHne 00y4armMUMUCs MTPO(HECCHOHATEHOTO MOAYJS TOJKHO MPOXOAUTH B YCIOBH-
X CO3JaHHOM 00pa30BaTENILHON Cpelbl, Kak B yueOHOM 3aBEJICHUM, TaK U B OPraHU3alMsIX, CO-
OTBETCTBYIOUIUX MPOGUIIO CreNUaIbHOCTH «JlOKyMEHTAIlMOHHOEe OOecliedeHne yIpaBieHUs U
ApXMBOBEJICHHE.

N3ydenne Takux TUCIHUILTMH U MpodeccnoHalbHBIX MOayel kak: «['ocymapcTBeHHas U
MYHUIUTIATBHAs CiTy:k0a», «IIpaBoBoe obecriedeHrne mpodecCHOHANBHON AeaTenbHOCTHY, «H-
(dbopMaImoHHBIE TEXHOJIOTUH B MPOoQeccHOHANBHON AestenbHocTHY, [IM 03 «BrimonHeHue pa-
00T MO OJHOH WM HECKOJBKHM NpodeccCHsiM padoumx, JOJHKHOCTSAM CIYXAIUX» JIOJDKHO
MPEIIIIeCTBOBATh OCBOCHUIO TAHHOTO MOIYJIS UJTH H3y4aThCs MapajlienbHO.

4.4. Kanposoe obecnneueHue 00pa3oBaTeibHOr0 mpouecca

TpeboBanus K KBaTU(pHUKAUU MEJArOTMYECKUX pabOTHUKOB, 00ECIIeUnBAIOLIUX 00y4e-
HHUE 10 MEXIUCHMIUIMHAPHBIM KypcaM - HaJIMYKMe BBICHIEr0 MpOoQecCHOHAIBHOI0 00pa3oBaHMs,
cooTBeTcTBYIOMIEro npoduito moayis [IM.01 «Oprarauzanusi JOKyMEHTAI[MOHHOTO obecrede-
HUS yIpaBlieHUs U (PyHKIIMOHUPOBaHUs opraHuzanun» u crnenuansHoctd 46.02.01 JlokymenTa-
IIMOHHOE O0ECTICYCHNE YIIPABIICHHS U apXHBOBEICHHUE.
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[Tony4yeHue AOMOIHUTENBHOTO MPO(ECCHOHATBFHOIO 00pa3oBaHMs IO MpOorpamMmamM Io-
BBIIICHUS KBATH(PUKALUU, B TOM YHUCIIe B (POpME CTAKUPOBKHU B NPODUIBHBIX OpraHU3aIUiX He

pexe 1 pa3a B 3 roza.

5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

MPOPECCHOHAJIBHOI'O MOAYJIA IIM.01

OPTAHM3AIIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUA YIIPABJIEHUSA U
OYHKIIMOHUPOBAHUSA OPTTAHU3ALIUN

PesyabTarsl
(ocBoeHHbIE IPOec-
CHOHAJIbHbIE KOMIIe-

TEHI[UH)

OcHOBHBIE TOKA3ATEIH OLICHKHU pe3yJibTaTra

@®opMbI U METOAbI
KOHTPOJISA M OLleHKH

KoopnunupoBars pabo-
Ty OpraHusanuu (mpu-
€MHOM pPYKOBOJIUTEIS),
BECTH IPUEM IOCETUTE-
nen.

— apryMEHTUPOBAHHOCTh BBHIOOpPa HOpPMATHB-
HBIX MPaBOBBIX aKTOB B YNPAaBJICHUECKOH Jes-
TEJIbHOCTH;

— JIEMOHCTpalusi 3HAHUNH OCHOBHBIX IIPAaBUJI
IIpyueMa IIOCETUTEIIECH.

OcymecTBiare  paboty
10 TOATOTOBKE U MPOBE-
JICHUIO COBENIaHWH, Jie-
JIOBBIX BCTpEY, IPUEMOB
Y IIPE3CHTALAN.

— TOYHOCTbH U TPAMOTHOCTH O(OPMIICHHS J10-
KYMEHTAIIHH;

— apryMEHTHUPOBAHHOCTH BHIOOpPA HOPMATHB-
HBIX IIPABOBBIX AKTOB B yIPABJIEHYECKOMN Aesi-
TEIIbHOCTH;

— JIEMOHCTpAIIUs 3HAHUM OCHOBHBIX MPABUIT
MPOBEACHUS COBEIIAHMH, IETIOBBIX BCTPEY,
MPUEMOB U IIPE3CHTAIUN;

OcyiecTBISITh

MOJATOTOBKY  JENOBBIX
MOE37I0K  PYKOBOIMTEIIS
U JIPYTHUX COTPYIHUKOB

— apryMEHTHPOBAHHOCTH BHIOOpA HOPMATHUB-
HBIX ITPAaBOBLIX aAKTOB B ynpaBnquGCKoﬁ aecs-
TETbHOCTH;

— pa3paboTka HEOOXOAUMOM JOKYMEHTAIIUH;

OpraHu3anunu. — TOYHOCTH U TPAMOTHOCThH O(OpPMIIEHUS J0-
KyMEHTAalNY;
— TIpOBEpKa HAMYMS B IOKyMEHTax 00s13a-
TEIBHBIX PEKBU3UTOB.
Oprann3oBbIBaTh — JIEMOHCTpALMS 3HAHUW HOPM OpraHu3aluu
pabouee MECTO | paboYero MecTa ceKpeTaps;
CeKpeTap:a U | — neMOHCTpauus 3HAaHUH HOPM OpraHU3alUU
PYKOBOJUTEIIA. paboyero Mecra pyKOBOJUTETSI.
OdopMiaATe W peru- | — TOYHOCTH M TPAMOTHOCTH O(OPMIICHUS 10-
CTpUPOBAaTh  OpraHU3a- | KyMEHTAIIHH,
IMIHOHHO- — BBIOOP W UCTIOJIB30BAHUE PA3TUIHBIX (HOPM
paclopsAUTEIbHBIC  JI0- | 11t perucTpaniu JOKyMEHTAllUU U KOHTPOJIA
KYMCHTBI, KOHTPOJMPO- | 3a CpOKaMHU €€ UCIIOJIHEHUS,

BaTb CPOKHU HUX HUCIIOJIHEC-
HUs.

— HCIIpaBlIeHHE OLIMOOK B IOKyMEHTAX pa3-
HBIMH CIIOCO0aMH,

— TIpOBepKa HAJIMYMS B TIOKyMEHTax 00s3a-
TEJIbHBIX PEKBH3HTOB,;

OOpabatpiBaTh  BXOJIfI-
e U UCXOOAIIHE I0-
KYMEHTBI, CHCTEMaTU3U-

— apryMEHTHUPOBAHHOCTH BHIOOpA HOPMATHB-
HBIX TIPABOBBIX aKTOB MU paboTe ¢ apXUBHOM
JIOKYMEHTAIUEH;

Texkymui KOHTPOJIb:
- YCTHBIN (pOHTAIIB-
HBII OIPOC;

- UHIMBHyaJTbHBIH
OIIpoC;

- cobecetoBaHKE;

- TECTUPOBAHUE;

- OIICHKA MIPaKTHU4e-
CKHUX padoT;

- JIOKJIQJIbI;

- pedepartsl.
WTOrOBBIi KOHTPOJIB:
- Dk3ameH (KBaJu-
(UKAIOHHBI).
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poBaTh MX, COCTaBIATH
HOMEHKJIaTypy [Jel |
dbopMupoBaTh JOKYMEH-
THI B JI€JIa.

— JIEMOHCTpAIUs 3HAHUW OCHOBHBIX TIPaBUIT
XpaHEeHUs CITyKeOHOM nHpopMaIuy,

— TOYHOCTbH U TPAMOTHOCTH O(OPMIICHHS J10-
KYMCHTAalNH,

— HCIIPaBIICHHE OMUOOK B IOKYyMEHTAX pa3-
HBIMH CIIOCO0aMHU

— TpOBEpKa HAIMYMS B JIOKYMEHTax 00s13a-
TCJIbHBIX PCKBU3UTOB,

CamocrositensHo  pabo-
TaTh C JIOKyMEHTaMH,
COAEPKAIUMH ~ KOH(U-
JCHIHUAIBHYIO  HUH)Op-
Manuio, B TOM YHUCIIE C
JOKYMEHTaMH 0 JINY-
HOMY COCTaBY.

- apryMeHTHPOBAHHOCThH BbIOOpa HOpMa-
TUBHBIX [TPABOBBIX aKTOB MIPH paboTe ¢ KOHPHU-
JICHLIMATIbHON JOKYMEHTALIUEH;

- JIEMOHCTpAIMsl 3HAaHUI OCHOBHBIX Ipa-
BHJI 3AIIIUTHI CITYKEOHOM MH(POPMAIINH;

— TOYHOCTbH U TPAMOTHOCTH O(OPMIICHHSI J10-
KyMEHTAIIWH,

— HCHOpaBleHHe OMIMOOK B JOKYMEHTaxX pas-
HBIMH CIIOCO0aMH;

— M3JI0KEHUE MOCIIeIOBATCIILHOCTH yUeTa
KOH(UICHITMATLHOW TOKYMEHTAINH,

Ocy1iecTBISITh Tene-
dbonHOe 0OCHmy)KUBaHUE,
OpUHUMATh H Tepeaa-
BaTh (paKchl.

— JEMOHCTpALMsI 3HAHUK OCHOBHBIX ITPaBUII
BeJIeHUS TeJe()OHHBIX IEPETOBOPOB,;

OcymiecTBIsITh  MOJTO-
TOBKY JeNl K Iepenade
Ha apXMUBHOE XpaHEHUE.

— apryMEHTHUPOBAHHOCTH BEIOOpA HOPMATHB-
HBIX TPABOBBIX aKTOB MU PabOTEe C apXUBHOU
JOKYMEHTalUEMH;

— JIEMOHCTpalUs 3HAHUN OCHOBHBIX IIPABUII
XpaHeHus ci1y>keOHOI nH(pOopMaLnK;

— TOYHOCTb ¥ IPAMOTHOCTb O(hOpMIIEHHUS 10~
KyMEHTAlWH;

— W3JIOKEHHE MOCIIEeI0BATEIbHOCTH YUeTa J0-
KYMEHTOB, ITOJIJIEKAIUX apXUBHOMY XpaHe-
HUIO;

CoCTaBIsATh OIUCH A€,
OCYIICCTBJIATDH IoAaro-
TOBKY IACJI K Epcaavuc B
apxXuB opraHu3anuvu,
TOCYHapCTBCHHBIC U MY-
HUIHUITIAJIBHBIC apXHWBBI.

— apryMEHTUPOBAaHHOCTb BHIOOpAa HOPMAaTHUB-
HBIX NIPaBOBBIX aKTOB MIPU PabOTe C apXUBHOU
JIOKYMEHTAIUEH;

— JIEMOHCTpAIUs 3HAaHUH OCHOBHBIX TPaBUII
XpaHeHHUs ci1y:keOHol nHpopMmaruuy;

— TOYHOCTh ¥ TPAMOTHOCTH 0(hOpMIICHHUS 10~
KyMEHTAIHH,

— M3JIOKEHHE MOCIIeI0BATEeIbHOCTH yUeTa J0-
KYMEHTOB, [OJUIeXKAIUX apXUBHOMY XpaHe-
HUIO.

Ornenka ypoBHSI c(pOPMHUPOBAHHOCTH MPOPECCHOHATBHBIX KOMIIETEHIIUN MPOBEpseTCs Ha Mpo-
MEXYTOUHOM aTTeCTalluy M0 MEXIUCIUIUIMHAPHBIM KypcaM, YueOHOM 1 MPOU3BOACTBEHHOM (110
npodUITIO CHIENAIbHOCTH ) TIPAKTHUKE, SK3aMeHe (KBaJIM(UKAIIMOHHOM).

@DopMBI U METOABI KOHTPOJIS U OIIEHKU PE3yJIbTaTOB 00yUYEHUS JOKHBI TTO3BOJIATH MPOBEPATH Y
o0ydJaronuxcsi He TOJIbKO C(HOPMUPOBAHHOCTh MPOGECCHOHATBHBIX KOMIIETCHIIMH, HO U
pa3BUTHE OOIIMX KOMIETCHIIUN U 00ECTICUNBAIOIINX UX YMEHUH.
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Pe3yabTarsl

OcHOBHBbIE TOKA3aTeJIH OLIEHKHN pe-

DopMbI U METO-

(ocBOEeHHBbIE 001IIHE KOMIIETEH- 3yJbTarTa AbI KOHTPOJISI U
1107070) OLleHKH
[Tonumare CyIIHOCTb ¥ COLMAlb- | — JIEMOHCTpAIMs HHTEpeca K OyIy- Nurepnperanus
HYIO 3HaUMMOCTb CBO€H Oyaymien | mieit npodeccun; pe3yabTaTOB
npodeccuu, mposBIATH K HEH HaOI0IeHUH 3a
yCTONYMBBIN MHTEpEC. NesITeIbHOCTBIO

Opranu3oBbIBaTh COOCTBEHHYIO
IeATeNbHOCTD, BHIONPATh TUIIO-
BbIE METOBI M CIIOCOOBI BBITION-
HEeHHUs MPO(HECCHOHANBHBIX 3a-
1a4, OLIEHUBATH MX YPPEKTUB-
HOCTH U KayecTBO.

— BBIOOp W IPUMEHEHUE METOOB U
Croco0oB perreHus mpodhecCuoHalb-
HBIX 33/1a4 B 00J1acTH OIeHKH 3 heK-
TUBHOCTH U KAYE€CTBA BELIITOIHEHS,

[IpuHUMaTh pemieHus B CTaH-
JApTHBIX U HECTAHAAPTHBIX CUTY-
anusAX ¥ HECTH 32 HUX OTBET-
CTBEHHOCTb

— pCHICHUC CTAaHAAPTHBIX M HCCTAH-
JapTHBIX HpO(I)eCCI/IOHaHBHBIX 3ajad4,

OcymecTBIATh MOUCK U HCIOMb-
30BaHKe WHPOpPMALKU, HE00XO0-
TuMo 11 9OPEKTUBHOTO BBI-
MOJTHEHHUSI IPOECCHOHATBHBIX
3ama4, npo(ecCHOHaIBHOTO U
JMYHOCTHOTO PA3BUTHSL.

— 3¢ (}EeKTUBHBIN TOUCK HEOOXOIUMOM
nHpopManuu;

— WCMOJB30BAaHUE PA3IUYHBIX UCTOYU-
HUKOB, BKITIOYAsl 3JICKTPOHHBIC;

Hcnonb3oBath nHGOPMAIIMOHHO-
KOMMYHHUKAITMOHHBIE TEXHOJIOTHH
B IIpo(heccHoHaNbHOI 1A TeNb-
HOCTH.

- pa60Ta Ha KOMIIBIOTCPAX,

PaboTathb B KOJIJIEKTHBE U KOMaH-
ne, 2¢pheKTUBHO 00IIaTHCS C
KOJIJIETaMH, PYKOBOJICTBOM, T10-
TpeOUTEISIMHU.

— B3aMMOJICWICTBHE C OOYyYaIOUUMHU-
csl, TIpernoaBaTeNisiMd U MacTepaMu B
X0J1€ 00y4YeHus;

Bpath Ha ce0st OTBETCTBEHHOCTD
3a paboTy WIEHOB KOMaH/IbI
(TTOYMHEHHBIX ), PE3YJbTAT BbI-
MOJIHEHUS 3aJaHuH.

— CaMOaHAIU3 M KOPPEKIHUS pPe3yib-
TaTOB COOCTBEHHOU paboTHI,

CaMoCTOsATENBHO OTPEeNATh
3a/1a4u TPOPECCHOHAIBHOTO U
JTUYHOCTHOTO Pa3BUTHS, 3aHU-
MaThCsl CaMO0Opa30BaHUEM, OCO-
3HAHHO TJIAHUPOBATH MOBBILICHHUE
KBaTM(UKAITIH.

— OpraHu3anus CaMOCTOSITENTbHBIX
3aHATUH TpU U3Y4eHHH Mpodeccuo-
HaJIbHOTO MOJTYJIS,

OpueHTHpOBaThCI B YCIOBUAX
YyacToOl CMEHBI TEXHOJOTHUI B
poeCCUOHAIBHONU  JIeATEThHO-
CTH.

— aHaJIM3 UHHOBAILIMK B 00JIaCTH
JIOKyMEHTOBE/ICHHSI,

oOyuJaromierocs B
MPOLIECCe OCBOE-
HUs 00pa3oBa-
TEJIbHOW mporpam-
MBI
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