AHHOTAIIMS TIPOTPAMMBI TPO®ECCUOHAJIBHOTO MOJTYJISA
«OPTAHU3ALIMS JOKYMEHTAIIMOHHOTO OBECITEYEHUS U
®YHKIIMOHUPOBAHUS OPTAHU3ALIUW»

11 OdnacTy NpUMEeHEHHS NPOrPaAMMBI

[Iporpamma TIpopeCCHOHANBHOTO MOIYAS  SBISICTCS YacThI0 IPOrpaMMEI
MOJITOTOBKH CIIELIMAIUCTOB cpefHero 3BeHa B cooTBeTcTBUU ¢ PI'OC cnemuanbHOCTH
CIIO 46.02.01 JokyMeHTAITHOHHOE 00eCmeYeHHe YIIPABJICHUS H APXHBOBEAEHHE B
JacTH OCBOEHHMS OCHOBHOIO BHJa mpodeccuoHalbHOM AestenbHocTH (BITJ]) —
Opeanuzayusi OOKYMeHMayuoHHO20 obecneueHus YnpaeieHus U OYHKYUOHUPOBAHUA
opearu3ayuy — 1 COOTBETCTBYIOIINX MpodeccuoHanbHEIX KoMneTeHnui (I1K):

— TIK 1.1. KoopauHupoBaTh padOTy opraHu3aluu (IIPUEMHOM PYKOBOJUTENIS),
BECTH ITPUEM MOCETUTEIICH.

— IIK 1.2. OcyuiectBasaTe pabOTy IO HOATOTOBKE M IPOBEJICHUIO COBEILIAHUM,
JIEJIOBEIX BCTPEY, IPUEMOB U ITPE3CHTALN H.

— IIK 1.3. OcylecTBIsATE MOATOTOBKY JEIOBBIX MOE3J0K PYKOBOJUTEIS U JPYTUX
COTPYJHHUKOB OpraHu3aIlnH.

—IIK 1.4. Opraun3oBeIBaTE padouee MECTO CEKpeTaps U PYKOBOIUTEIIS.

— TIK 1.5. OdopMISTE U PErHCTPUPOBATh OPraHU3AIHOHHO-PACTIOPSTUTEIBHEIC
JIOKYMEHTEI, KOHTPOJIHUPOBATh CPOKH X UCTTOJTHCHUS.

— ITIK 1.6. OOpaOaTblBaTh BXOJSIIUE W  HUCXOASILIME  JIOKYMEHTHI,
CUCTEMAaTHU3UPOBATh UX, COCTABISATH HOMEHKIATYPY Jeld U (POPMUPOBATE JIOKYMEHTHI B
Jiena.

— TIK 1.7. CamocrosiTenbHO paboTaTh ¢ JOKYMEHTaMH, COJEpiKaIluMU
KOH(HJIEHIINATBHYI0 HHPOPMAIIHIO, B TOM YHCIIE C JOKYMEHTAMH 110 JINYHOMY COCTaBY.

— IIK 1.8. OcymiectBiars TeliepoHHOE OOCIy)KHMBaHUE, IPHHUMATEL U NepeaaBaTh
(axchl.

—IIK 1.9. OcyiecTBasaTs MOATOTOBKY A€ K MEPEAaue Ha apXUBHOE XpaHEHHUE.

— IIK 1.10. CocTaBasTh OIMCH €1, OCYILECTBISATh MOANOTOBKY €l K Iepejaue B
apXHUB OpraHU3al[uH, TOCYJapCTBEHHEIE U MYHUIIMITAILHEIC apXUBHI.

Ileau u 3a73a4n MOIYJIs1 — TPEOOBAHHSA K Pe3yJbTATAM OCBOCHHS MOXYJIs

C melsr0 OBIIaJCHHS YKa3aHHBIM BHAOM NPO(ECCHOHAIBHOU CATCIBHOCTH H
COOTBETCTBYIOIIMMU MPO(eCCHOHATEHBIMA KOMIETSHIIUSAMHU CTYJASHT B XOJI€ OCBOCHUS
npo(eCCHOHATBHOTO MOIYIS JOJKCH:
HMETh NMPAKTHYECKHH ONBIT:

—  OpraHM3alid  JOKYMEHTAIlMOHHOTO  OOECIICUEHHUs  YNOpaBICHHUS U
(YHKIIMOHHUPOBAHUS OpraHu3aliH;
YMETh:

— MPUMEHATH HOPMATUBHEIE ITPABOBLIE AKTHI B YIIPABICHUYECKOU JIEATEIIBHOCTH;

— MOJINOTaBIIMBATE MPOEKTHI YIIPABICHUECKUX PEILICHUM;

— 00padaTeIBaTh BXOOMAIINE M HUCXOOSAIINE  JOKYMEHTEL, SOWEDENATH OB4ATh HX,
p AR AAII o y 3NEKTPOHHOW noannceo

COCTaBJIATh HOMEHKIIATYPY A€ ¥ (POPMHUPOBATE JIQKYMEH ThldB:dUeAi: co49018000842A42A03ACEE20

— TOTOBUTE M TPOBOJUTE COBEILIAHMS, ICIOBBIE BETpetil, APt cRT 1 ﬁﬁ%ﬁﬁ@ﬁﬁﬁﬁ%

JHATE. YHPEARLOEHWE I{EMEF’DBCHHH
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— HOpPMAaTHUBHBIE IIPaBOBBIE AaKThl B OO0JJaCTH OpraHU3alid YyIPaBJICHUECKOU
NIEATEIIBHOCTH;
— OCHOBHBIC IIPaBWJIa XPAHESHUS U 3aIUTHI CIYKeOHOH MH(MOPMAIIHUH.

AOKYMEHT MNOANCAH
SNEKTPOHHOW NOAMNMCLHD

Ceptudmkat: 240B73BO95918A0ECE49D1B900942A42A03ACBB20

Bnapeneu: Hykoe Bagum lenHageesud, [OCYOAPCTBEEHHOE
NMPODPECCHOHAINBHOE DEF‘H@DE&TEHI:-HE}E
YyHYPEXIOEHWME KEMEPOBCKKWMA
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MHHUCTEPCTBO OBPA30BAHHSI KY3BACCA
I'ocynapcrennoe npodeccnonansnoe o6pazoBaTesbHoe yupekIeHHC

«KEMEPOBCKHWH MPO®ECCHOHAJIBHO-TEXHUYECKHUMA TEXHUKYM»

COT'JIAGOBAHO ¥YTBEPKIAKD
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[TPOI'PAMMA INTPO®ECCHOHAJIBHOI'O MO/1VJISL

IIM.01 OPTAHUBAIUSA TOKYMEHTAIIMOHHOI'O OBECIIEYEHUSI
YIIPABJIEHHS H @YHKIIUOHUPOBAHHUSA OPTAHU3AIINUA
46.02.01 JoxkyMeHTallHOHHOE ODecIIevueHue YIIpaBieH s U apXHBOBEIEHHE

(ba3oBas moAroTOBKA, OCHOBHOE 00IIee obpazoBaHue)

2022

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMNWMCLIO

Ceprudomkar: 240B73BO95918A0ECE49D1BO00942A42A03ACBB20

Bnapneneu: Hykoe Bagum NenHagwesud, FOCYOAPCTBEHHOE
NPOS®ECCHUOHANBHOE OBPA3SOBATEINBLHOE
YUPEXOEHWME KEMEPOBCKWWK
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PaccMoTpeHa Ha 3aceJaHUM METOJMUYECKOTO
CoBera I'TI0Y «KemepoBckui
npo¢eCCHOHAIBHO-TEX HUUECKUHA TEXHUKYM)

ITporoxkoa Ne 8 ot «_ 18 »_ 03 2022r.

[Iporpamma mnpodeccHoHaILHOTO MOAYNIS pa3paboTaHa Ha ocHoBe PDenepalbHOTO
roCyJapCTBEHHOIO 00pa30BaTEIBHOIO CTaHAapTa II0 CHOEIHUAIBHOCTH CpPEIHETO
npodeccuoHanbHoro oodpaszosanusa (manee — CIIO) 46.02.01 JlokymMeHTAIHOHHOE
o0ecmeyeHHEe YNPABJIEHHSI M APXHBOBEACHHE H NPO(PEeCCHOHAIBHOr0 CTAHAAPTA
Ne 07.002 «Chnemuajuct N0 OPraHU3aNUuOHHOMY H  JOKYMEHTAITHOHHOMY

o0ecrneYyeHH 0 YIIPABJIEHUS OPraHU3ANMEeH».

Opranm3anmusi-pa3padoT4yHK:

["'ocynapcTBeHHOE TIpodeccHoHalIbHOE 00pa3oBaTenbHOE yupexknaeHue «KemepoBckuii

npodeCCHOHATBHO-TEX HUUECKUHA TEXHUKYM)

ABTOPBI-COCTABHTEI H:

AOKYMEHT MNOANCAH
SNEKTPOHHOW NOAMWCLHKD

Ceptudmkat: 240B73BO95918A0ECE49D1B900942A42A03ACBB20

Bnapeneu: Hykoe Bagum lenHageesud, [OCYOAPCTBEEHHOE
NMPOGECCHUOHANBLHOE DEF‘A?:DEF&TEJ"II::HGE
YyHYPEXIOEHWME KEMEPOBCKKWA
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COJIEP)KAHUE

.MIACIIOPT TOPOTPAMMBI NPO®ECCUOHAJIBLHOTO
MOIYJIS

.PE3YVJILTATBl OCBOEHUSI NPO®ECCUOHAJIBHOTO
MOIYJS

. CTPYKTYPA U COJIEP)KAHUE NMPO®ECCUOHAJILHOTO
MOIYJIS

. YCJIOBUA PEA/IUBAIIUUA ITPOI'PAMMBI
INPOOECCHUOHAJBHOTO MO YJIA

. KOHTPOJIb M OLEHKA PE3YJBTATOB OCBOEHWUS
NPO®ECCUOHAJBHOTO MOJYJIsI (BUJIA
MPO®ECCUOHAJILHOU JTEATEJIBHOCTHN)

AOKYMEHT MNOANCAH
SNEKTPOHHOW NOAMWCLHKD

Ceptudmkat: 240B73BO95918A0ECE49D1B900942A42A03ACBB20

Bnapeneu: Hykoe Bagum lenHageesud, [OCYOAPCTBEEHHOE
NMPOGECCHUOHANBLHOE DEF‘ﬂ?_;DEATEﬂI::HGE
YyHYPEXIOEHWME KEMEPOBCKKWA
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1. TACOOPT MPOTPAMMBI HOPO®ECCUOHAJIBHOTO MOIVJA
IMM.01 OPTAHM3ALUS JOKYMEHTAIIMOHHOTO OBECHOEYEHMUS 1
®YHKIIMOHUPOBAHUSI OPTAHW3ALIUU

1.1. O0aacTs NpUMEHEHHS MPOrPaMMBI

[Iporpamma mnpodeccHOHATBHOTO MOJYISA SBISETCS YacThIO IIPOrPaMMEL
MOJITOTOBKH  CIICLIMAIMCTOB CPEJIHETO 3BCHA B coorBercTBHU ¢ PI'OC
cnerquansHocTH CIIO 46.02.01 /lokymMeHTAITMOHHOE O0ecneyYeHHe YNnPABJICHHS H
APXHBOBEAEHHE B YacCTU OCBOEHHUS OCHOBHOTO BHjJa IpodeCCHOHATBHOU
nestensHOCTHU (BIIJ]) — Opeanuszayus ookymenmayuoHno2o obecneueHus ynpasieHus
U DYHKUUOHUPOBAHUS Op2aHU3auuu — W COOTBETCTBYIOIIHX ITPO(ECCHOHATBHEIX
komneteHui (I1K):

— IIK 1.1. KoopauaupoBaTs padOTy opraHuU3alluM (IPHUEMHOM PYKOBOJUTEIS),
BECTH IPHUEM ITIOCETUTEIICH.

— IIK 1.2. OcyiecTBasaATe padOTy MO MOATOTOBKE M IPOBEICHHUIO COBEIL[AHHUM,
JIEIOBBIX BCTPEU, IIPUEMOB U IIPE3CHTAL[UM.

— TIK 1.3. OcymecTBasaTh NOATOTOBKY JICJTOBEIX IIO€3JI0K PYKOBOJHUTEIS U
IPYTUX COTPYJHUKOB OpraHU3alHH.

—I1IK 1.4. Opranu3oBeiBaTh pabouee MeCTO CEKpeTapsi U PYKOBOUTEIIS.

—IIK 1.5. OdbopMIsiTh U perHCTpUPOBATh OPTaHU3AIIMOHHO-PACTIOPSIUTEILHEIC
MOKYMEHTBI, KOHTPOJIHUPOBATh CPOKU UX HUCIIOJTHEHHMSI.

— IIK 1.6. OOpabaTelBaThb BXOJSAIME H  HUCXOJAINIHE JOKYMEHTHI,
CHCTEMaTH3HPOBAaTh UX, COCTABISITH HOMEHKIIATYPY Jied U (DOPMHPOBATH JJOKYMEHTEI
B JI€TIA.

— TIK 1.7. CamocTosiTenbHO padoTaTh ¢ JOKYMEHTaMH, COJIEpiKaI[UMH
KOH(HUICHIIMATbHYI0 HWH(DOPMAIMI0, B TOM YHCIE C JIOKYMEHTAaMH IO JIMIHOMY
COCTaBY.

— TIK 1.8. OcymecTBaaTe TenedoHHOEe OOCTy)KHBaHUE, NPHUHUMATL U
nepeiaBaTh (PaKcHl.

—IIK 1.9. OcyniecTBagaTh MOATOTOBKY JI€] K Mepeade Ha apXMBHOE XPaHEHUE.

— IIK 1.10. CocTaBiasiTb OIIMCH JI€]I, OCYILECTBIATh IIOATOTOBKY €l K IIepegade
B apXHUB OpraHU3alliU, TOCYJapCTBEHHBIC U MYHHUIIUINAIEHEIC apXUBHI.

1.2. leau u 3apa4ym MOy — TPEOOBAHHUSA K PE3YJbLTATAM OCBOCHHSI MOIXY.JIs

C 1enpr0 OBMaJeHUS YKa3aHHBIM BHIOM IPO(ECCHOHAIBHOMU JESTeIEHOCTH U
COOTBETCTBYIOIIUMHU IPO(PECCHOHAIBHEIMH KOMIIETEHIIUSMU CTYJIEHT B XOJIe
OCBOEHUS ITPO(PECCHOHAIEHOTO MOJIYJIS JIOJDKEH

HMETh NPAKTHYEeCKHH ONBIT:
—  OpraHM3alluM  JOKYMEHTAI[MOHHOIO  OoOecliedeHMs  yIOpaBICHUS U
(YHKIIMOHHPOBAHUS OpTaHU3aI[HH;

YMETh:

— IIPHUMCHATE HOPMAaTHBHBLBIC dBOBLIC dKTEI B HBHﬂHqﬂﬂﬁﬂﬁl oAb HOCTH,
p p Hp ynp v JJEKTPOHHOW NOANWMCLHKD ’

— IIOATOTAaBJIMBATL ITPOCKTHI YIIPABICHYCCK WX PRILCHHUM373895018A0EC649D1B900942A42A03ACBB20

— 00pabaTeIBaTh BXOISIINE U UCXOSAILNE TORYMEHTHL mmm%ﬁ%

COCTaBIIATH HOMEHKIATYPY Je1 U (POPMUPOBATE JOKyMeHTLL Bi e a SVEPOsC_
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— TOTOBUTb W TIIPOBOJMTH COBEILAHUS, JE€JIOBBIE BCTPEYH, IIPUEMBI U
[IPE3CHTALUH;
3HATD:

— HOPMAaTHUBHEIE IPABOBBIE AKTHI B O0OJAaCTH OpraHM3al[iM yHOpPaBICHUYSCKOU
JIESITEJIBHOCTH;

— OCHOBHEIC TIpaBHJIa XpaHECHUS U 3aI[UTHI CIYKeOHOH MHMOpMAIIHH.

1.3. Pexomenayemoe KOJIHYECTBO YACOB HA OCBOEHHE MNPOrpaMMBI
npo(PecCHOHAIBHOI0 MOXYJIA:

Bcero — 1110 vaca, B Tom unce:

MaKcHMalbHas ydeOHas Harpy3ka cryjgeHTa — 1002 gyacoB, BKIrOUas:
00513aTEIEHYI0 ayJIUTOPHYIO YI€OHYIO Harpy3Ky cTyaeHTa — 638 uacos;
CaMOCTOSITEIBHYIO padoTy cTyaeHTa — 364 Jaca;

yueOHas 1 NpOU3BOJACTBEHHAS MpakTUKH — 108 gacos.

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMMCBLHKD

Ceptudukar: 240B73B95918A0ECE49D1B900942A42A03ACBB20

Bnaneneu: Hywkoe Bagum NenHageesud, OCYOAPCTBEHHOE
NMPOLECCHUOHANBHOE DEF‘A@DE&TEHI::HGE
YYPEXIEHWE KEMEPOBCKWA
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2. PE3YJIIBTATBI OCBOEHUSA ITPOOECCUOHAJIBHOI'O MO1YJIA

Pe3ynnrTaToM OCBOEHHS NPOTPaMMEI IIPO(eCCHOHATBHOTO MOJYIS SBISETCS
OBJIaJICHHE OOYUAIOIUMUCS BUIOM IIpodecCHOHANBHON AeaTensHocTH Opranm3anus
TOKYMEHTAIHOHHOI0 obdecrneyeHuss H (DYHKIIHOHHPOBAHHS OPraHH3AIHMH, B TOM
yucite npodeccruonanbHbIMU (ITK) 1 06mmmMu (OK) koMITETEHIITHUAMU

Kon HaumeHoBaHuE pe3ysibTATA 00yUECHHUS
IK 1.1. KoopauuupoBars paboTy opranusaiuu (IIPUEMHOM PYKOBOJUTEIS),
BECTU MTPUEM MTOCECTUTEIICH.
IIK 1.2. OcyllecTBIsAThE padOTy IO MOJTOTOBKE M IIPOBEJACHHIO COBEIL[aHMU,

JCJIOBEIX BCTPCUY, ITPUCMOB H HpﬂBEHTHHHfI.

IIK 1.3. OCyILECTBIATh MOJTOTOBKY JEJIOBBIX ITOE3/I0K PYKOBOJHUTENS U
IPYTUX COTPYTHUKOB OpraHU3aIIUMU.

IIK 1.4. OpraHm3oBEIBaTh pabodee MeCTO CEKpeTaps U PYKOBOUTEIIS.

IIK 1.5. OdopMIIATE U pETUCTPUPOBATH OPTraHU3AIHOHHO-PACIIOPSIIUTCIBHEIC
JIOKYMEHTBI, KOHTPOJIHUPOBATh CPOKH UX HUCITOJTHEHHSI.

IIK 1.6. OO0OpabaTeIBaTh BXOSIINE U UCXOSIINE JOKYMEHTEL,

CUCTEMAaTU3UPOBATH UX, COCTABIISITE HOMEHKJIATYPY JIEJ U

(G OpMHpPOBATE JOKYMEHTEI B JIETIA.

IIK 1.7. CaMocTosITeIbHO paboTaTh ¢ JOKYMEHTAMH, COEPIKAIL[UMHU
KOH(UJICHIIMATEHY0 HH(POPMALHIO, B TOM YHCJIE C JOKYMEHTAMH I10
JTUIHOMY COCTaBY.

IIK 1.8. OcyiecTBIATE TeaeOoHHOE 00CTYy)KHUBaHKUe, MPUHUMAThL U Iepe/laBaTh
(aKkcHl.

IIK 1.9. OcyILecTBIATh MOJATOTOBKY el K IIepe/laue Ha apXUBHOE XpaHEHHUE.

IIK 1.10 CocTaBlISIT ONIKUCH JIeJI, OCYILIECTBISATh MOJTOTOBKY el K Ilepejaue B
apXUB OpTaHU3aL[H, TOCYJapCTBEHHBIE 1 MYHHUIIUITATbHBIE apXUBEI.

JIIIK 1.11 OcyIecTBIATE padoTy ¢ HOPMAaTHBHO-IIPABOBOH U HH(POPMAIIHOHHO-

CIIPaBOYHOU JJOKYMEHTALIHEH.

JIIK 1.12 Mcnonbp30BaTh TEXHUYECKUE CPEJICTBA YIIPABJIEHUSA B OpraHU3aLHN.
JITIK 3.1 BecTH 1€710BY 10 TIEPETIUCKY
OK 1 I[loHUMaTs CYILHOCTR U COIMAIIBHYK 3HA4YMMOCTb CBOEU Oyaylleu

nmpodeccuu, MPosBIIATEL K HEH YCTONYHMBEBIN HHTEPEC.

OK 2 Oprann3oBeIBaTE COOCTBEHHYIO JIeATEIBHOCTH BRI TumoBsie

METOJIBI W  CIIOCOOBI  BBITOJTHEHHSP T POSeeIio Ha BHEIR 4 2A3A a0
Bnaneneu: Hywkoe Bagum NenHageesudy, OCYOAPCTBEHHO

OIICHUBATE UX 3P (PEKTUBHOCTE U KAUSCTBO. MPOSECCUOHANLHOE OBPA3OBATENEHOE
YYPEXAERWME KEMEPOBCKWMA
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OK 3

HpHHHMHTL pPCIICHHUS B CTAHAAPTHEIX U HCCTAHAAPTHBIX CUTYAllUAX U
HCCTH 34 HUX OTBCTCTBCHHOCTD.

OK 4 OcyIecTBIATE MONCK M HMCIOJIB30BaHUE WH(POPMAIMH, HEOOXOUMOMH
i 3(p@exkTuBHOrO  BLIOJHEHHS  NPo(EeCCHOHAIBHBEIX  3ajad,
mpo(eCCHOHAILHOTO U IMYHOCTHOTO Pa3BUTHSIL.

OK 5 Mcnonb3oBaTh MH(POPMAIIHOHHO-KOMMYHHKAIIMOHHEIE TEXHOJOTHHA B
nmpodeccHoHAIBHOM! JIEITSIEHOCTH.

OK 6 PaboTaTh B KONMISGKTHBE M KoMaHIe, 3(P(GEKTHUBHO OOIIATECSI C
KOJUIETaMH, PYKOBOJCTBOM, MOTPESOUTEIISIMH.

OK 7 bpaTe Ha ce08 OTBETCTBEHHOCTH 3a padOTy UJICHOB KOMAaH/IBI
(IO JYMHEHHBIX ), Pe3yIbTaT BBITOJIHEHHUS 3aJaHIN.

OK 8 CaMOCTOSAITEIBHO  ONPENIENATh  3aJJaud  NIPO(PECCHOHATLHOTO U
JTUYHOCTHOTO pa3BUTHUS, 3aHUMAThCS caMooOpa30BaHHEM, OCO3HAHHO
MJaHUPOBATE ITOBLIIICHNUE KBaJTU(PUKAIINH.

OK 9 OpueHTHUpPOBATBECSI B YCIOBHUSX YaCTOM CMEHBI TEXHOJIOTHMU B

po(eCCHOHAIBHON ICATCIEHOCTH.

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMMCBLHKD

Ceptudukar: 240B73B95918A0ECE49D1B900942A42A03ACBB20

Bnaneneu: Hywkoe Bagum NenHageesud, OCYOAPCTBEHHOE
NMPOLECCHUOHANBHOE DEF‘A@DE&TEHI::HGE
YYPEXIEHWE KEMEPOBCKWA
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3. CTPYKTYPA U CONEP KAHUE ITPOOECCUOHAJBHOI'O MO/J1VJIA

3.1. TemaTtnyeckud miaHn npodeccuoHaabHoro moayiasa IIM.01 Opranm3anus JOKYMEHTAIMOHHOrO oO0ecmeYeHus
yHpaABJeHHS] H (YHKIIHOHHPOBAHHSI OPraHH3AIHH

O0BeM BpeMeHH, 0TBeIeHHLII HA 0CBOEHHE

) IIpakTHKAa
M eXKTHCITHILTHHAP HOTO KVpca DCOB
Obs3aTeIbHan ayTUTOPHAA YueOHas CaMocTosTeILHAS
Konwbl 1acos B T.4. Ipou3BoICTBEHHAS
npogeccHOHANBHBIX HaumeHoBaHus Pa31e/10B " ﬁw{w' JJadopaTopHLIe B T.4 B T.4 (o np oo
. p o ecCHOHATLHOI 0 MOJIV/Is yueoHas " " YueOHas,
KOMIIeTe HIHii HazpysKa U Bcero, padoTsl U KYyp CoBast KYyp coBasi 4ACOR Ccrie HHATLHOCTH),
npaxmu ) NnpaKTHiYeCKHe pa 00TAa pﬂﬁﬂTﬂ JaCcOB
JaCOB 3aHATHH, (nmp oeKT), (nmp oeKT),
4aCOB 4aCOB
1 2 9 10
IIK 1.1 - 1.10, IIIK M/IK.01.01. JoxyMeHTAIIHOHHOE
1.11, 3.1 obecrieueHHe yp ABJIeHHs
MK 1.1 -1.10, AIIK | MJIK.01.02. IIpaBoBoe pery,JJHpoBaHHe
1.11 NaABJIeHYeCcKOH e Te/ILHOCTH
MK 1.1 - 1.10 MJAK.01.03 Opranusanmst
CEKpeTap CKOro 00Ty KHBAHHSA

IIK 1.1 - 1.10, J1IIK MJK 01.04 KomnsroTepHas

1.12, ATIK 3.1. 00padoTKa JOKYMEHTOB

¥YI11.01.01 Opranuzanus
MOKYMEHTAITHOHHOI 0 oDec ey e HHsI
K 11-1.10 }'HpR:BJIEHHH U (PYHKITHOHHP OB AHHS 72
OpraHH3ALHH
I111.01.01 Oprannzanus
OKYMEHTAILHOHHOI 0 o0ecrieyeHHus
nK 11 -1.10 ﬁnplc:ﬂﬂenﬂﬂ H (PpYHKITHOHHP OB AHHS 36
opraHmaumn sevteoring condiactc

Bnagenew.

TYKOE BadWm | eHHaOLEEWY,
NPOGECCHMOHATIBHOE OBPA30OBATENBHOE

YUPEXOEHWE KEMEPOBCKMW

L e W T ol e T B e OB o

Newnctevtened: ¢ 21.01.2022 no 21.04.2023

1™ T Wi

Y LA SEHFLY

s iFl AT Tl 1AL R A

10




3.2. Conep:kanne o0yuenusi no npodeccunonaabunomy moayiaw IIM.01 OPTAHUSAIIUA JOKYMEHTAINHUOHHOI'O
OBECIIEYEHUA YIIPABJIEHUA U ®YHKIIMOHUPOBAHUA OPTAHUSALINAN

HanMmeHoBaHHe pa3/ie/ioB Vpose
npogeccHOHAILHOI O
moxys (ITM), Coaep:xande yyeOHOro MaTepHa/Ia, MPAKTHYECKHE 3AHATHS, CAMOCTOATe/IbHAs padoTa O0Bem Hb
CTYAEeHTOB, KYPCOBadA padoTa (IIpoeKT) 4acoB OCBO€CH
MeKTHCITHILTHHA PHBLIX
U
kypcoB (MJIK) 1 Tem
1 2 3 4
MJIK.01.01.
JIOKYMeHTAI[HOHHOE
oDecrieyeHne yrpaBJIeHUs
3-1 ceMecTp
PA3JIEJI 1. OcHoBBI
J1eJIONP OU3BO/ICTBA
Tema 1.1. UcTopus Conep:xanue 4 2
BO3JHHKHOBC¢HHH H Pa3BHTHH 1 HCTD}]HH BO3HUKHOBEHMS M OCHOBHEBIC D3TAllbl Pa3BUTHUA OEIOIMIPOU3BOIACTBA B Poccun:
A€JIOMPOH3BOJACTEA [Ipukasznoe IEIOIIPOU3BOJICTBO; Koanexckoe IEeI0OPOU3BOICTBO; HMcmonuurensHoE
OEI0OPOU3BOACTBO;
2. | CraHoBnEHHNE U Pa3BUTHE PAOOTEHI C JTOKYMEHTAMH B COBPEMEHHBIN NTEPHOI.
Tema 1.2. Cnyx0a Copepxanue 6 2
AOKYMCHTAITHOHHOI'O 1. | Cnyxba [OOKYMEHTAIMOHHOTO OOECreueHus VIIPaBJIEHUs, €€ 3amaud, (QYHKIHH,
obecneyeHHsl ynpaBJeHHs CTPYKTYpa, MOKHOCTHOH coctaB. COBpEMEHHEBIE OpraHW3alMOHHEIE (POPMBI CyKOBI
NENONPOU3BOACTBA.
2. | Tunmossre crpykrypel JIOY B oprannsanmax pa3IMdHBEIX YPOBHEH YIIPaBICHUA. [HIIOBLIE
noynoxkenua o cayxbOax JJOY. Permamenranys OCHOBHBIX 3a7ad U (DYHKIMM CIIYkKOBI
JIOV. O0Gsa3annoctu cayx061 JJOY
Tema 1.3 TunoBoie Copep:xanue 8 2
cTpYKTYphI JJOY 1 | PazpaboTka cXxeMbI OpraHu3aroOHHO-TH(OPMAITOHHOT0 B3auMOICHCTBUA CIIyx0sl JJOY
C OpyruMH  TOApa3feneHusMu — opraHmsammm.  Pazmenenme  tpyna Mﬁiétﬁ EHLH?.%’L‘?.%EE
Hﬂﬂpﬂ?-ﬂﬂﬂﬂ]ﬂiﬂhﬂ{ H HCIIOTHHUTEIIIMI. Ceptwdukar: 240B73B953918A0ECE49D1B900944A42A03ACBB2G
2 | Crpykrypa cayx0er JIOY: dT0 BXOOUT B COCTAB YIIPABICHUSA TETAMI, %‘EE&%%&%L?ﬁiﬂﬁéﬁ;ﬁ%ﬁiﬁgﬁﬁg‘ém
KaHIEIAPUM, cekperapuara u T.0. OnpeneneHne OpraHH3alHOHHON CTPYRIVPLE - H. | o e OB s i

LlelMcTBUTENEH: C ZT.0T.2022 no

21.U84 2025
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YUCJIEHHOT0 COCTaBa moapasaencHuil ciayxor JJOVY.
CamMocrTodare/ibHas padoTa mo pasjaey 12
Hamucanue pedepara nim COCTABICHUE NMPE3CHTALMH 10 TEME:
a) HopmatusHO-MeTOAMUECKAa 0a3a IEI0MPON3BOACTRA.
0) Busl HODPMATUBHEBIX AKTOB, PETYJIMPYIONIUX BOMPOCH IEMOTTPOU3BOICTBA
B) Hayunasa v mpakruueckas €HHOCTh JOKYMEHTOB.
r) Knaccudukanms 0OKyMEHTOB U YHU(PHUKAIAA TOKYMEHTOB
1) ITomoxenue o cayx0e JIOY
[TocTpouTs OpraHM3aIOHHYI0 CTPYKTYPY OPEOIPUATHA (O PraHn3aIiH ).
Pasnen 2. HopmaTuBHO-
MeToHYecKkas 0a3a
JeJIONPOU3BOJACTRA
Tema 2.1 HopmaruBHo- Cojnep:xanne 4 2
MeTOoIH4YeCKass 0CHOBA 1 Buael HOPpMAaTHUBHEIX AKTOB, PETYIMPYIONINX ICIOIMPON3IBOACTRBO opranuzammu. Kpatkoe
1eJIONPOU3BO/ICTBA paccCMOTpeHHe 3akOHOB P®, roCymapCTBEHHBIX CTAaHIAPTOB, OOMIEPOCCHICKUX
KITACCH(PUKATOPOB, TOCYAAPCTBEHHBIX WHCTPYKIAM MO IEIOMPOM3BOACTBY. M3yuenue u
COCTaBJICHUA MOJIOkeHUA O cayxOrt JIOVY.
Tema 2.2 Cojep:xanue 8 2
YHu(pHIHPpOBAHHbIE 1 [TonsTEe «HOPMATHMBHO-METOOUUECKAA OCHOBA JEIOMPOU3BOICTBAY», MPEAMET €r0
cucremsl u I'C/IOY PEryJIMPOBAHUA.
2 [Tonarne u Buael yHHU(PUUUPOBAHHEIX cUCTeM aokyMmenrtanuu. ¥YCJl opraHm3anpoHHO -
pacmopAIUTENBEHON AOKYMEHTAIMHU. Y HU(PUIIMPOBAHHAS CHUCTEMA MOKYMEHTAIMH MO
Tpyay. IpadapeTHeie TOKyMEHTHI.
3 [N'ocymapcrBennas cucrema qJoKyMeHTaImoHHOTo obecneuenus yrnpasiaerus (I'CHOY).
[lens, nonoxenus, pazaenst ['CIIOY.
Tema 2.3 Oo0mepoccuiickue | Coaepxanue 6 2
KJIACCH(PHKATOPBI 1 OOmiepoCCHICKE  KJIACCH(PUKATOPBEI  TEXHUKO->KOHOMHYECKOM M COLMAIBHOM
unpopmanmun  Kon oprammanuu no OKOI'Y (OOmepoccuickuil - kKiaccu(pukarop
OPraHoOB rOCYIapCTBEHHOU BIIACTH M YIPABICHUS). ROITMERT TTORVICAR
2 | O0wekte kmaccu(ukanmum B OKOI'Y: denepansHbeie Oprassi HpE,I[CTﬂBHTEJTE:H@ﬂE&;%HHDH MOANUCHIG
cynmeOHOM BIACTH; OPradsl TOCYJApCTBEHHOM BIACTH CyOBLe ngﬂi::fiﬂ W;%BEMM raEE;:;::;l,E?S?:TﬂE ooromrioe |
denepanyi; Oprabdbl MECTHOTO CAMOYOPABIACHMSA;, OOBEAMHEHHA NPEANp FHPEH{HEHHEAHHE?;{;% OBPAIOBRTE/IHOE

Opra"Hvsaiiiii, BBIMOJHAIOININE BaAXKHEBEIE HSKOHOMHUECKHE t:])ym{u};m B__ HAPOTHOM

A& P B T w0
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X03AMCTBE.
3 | Ucnmoms3oBanne KOOOB mnpu  O(GOPMIEHHMM  OPraHU3alMiOHHO - PACIOPAIUTEIBHBIX
TOKYMEHTOB.
Tema 2.4 Uacrpykuuda mo | Cojep:kanue 6 2
1eJIONPOU3BOICTRBY 1. | MHCTpyKIMA O AEIONPOU3BOACTBY: HA3HAUEHUE, PA3IEIIbL.
2. | CocraBienue u 0(pOPMIEHHE UHCTPYKIIUU O AEIONMPOU3BOACTBY
CaMocrosiTelibHast padora mo pasjaeny 12
Brimicate 0CHOBHBEIE TPEOOBAHUS K TOKYMEHTAM.
CocCTaBUTh IIEPEUCHbL HOPMATHBHEIX AKTOB, PEMIAMEHTHPYIONIMX IEATEIbHOCTE CayKOe JIOY
B OpraHu3aiuu
[TonroroBUTE OPOEKT OOMKHOCTHON NMHCTPYKINN JOKYMEHTOBEA.
CoCTaBUTH CPABHUTENBEHYIO TAOMUIY HOPMATUBHEIX TOKYMEHTOB
Pasznen 3. JlokymMeHT H
CIoco0bl
TOKYMEHTHPOBAHHSA
Tema 3.1 Onpenenenne u | Coxep:xkanue 6 2
KJIacCH(PHUKAL NS 1. | [Tonamusa «undopmanuay u «gokymMenT». Cea3p nHpopmanuu 1 gokymeHnra. CBOMCTBA B
VIIPpABJIeHYEeCKHX (pyaku  gokymMeHrta. Kroaccmpukammsa ITOKYMEHTOB MO Pa3IddHBIM MOPH3HAKAM B
JTOKYMEHTOB 3aBUCHMOCTH OT COZIEPKAHUS, HAUMEHOBAHUSA, MO CTEMEHU YHU(DUKATIUN U Op.
2. | Buemmue npuznaku pokymenrta. [lonarue opurunana wm nmomIMHHUKA. YEPHOBUKH M
OcnmoBuku. ABTorpadp. OCHOBHBIE IIPHU3HAKH IOJIMHHMKA OOKyMeHra. JlyOmmkar
noxymeHTa. [Tonatue «xkomusa». Bumasr kommii.
3. | CnocoOBl JOKYMEHTUPOBAHUA: PYKOMUCHBIA, MEYATHBIN, AEKTPOHHEIN. JTAIbl PAa3BUTHA
crioco00B noKyMeHTHpOBaHua. Danscupukanmsa TOKyMEHTA.
Tema 3.2 CrpykTypa Copep:xanue 4 2
noxkymeHTa. FOpuanueckana | 1. | IlocTpoenue nokymeHTa mo cxeme: 3aroJIOBOYHAA, 0CHOBHAA, oopmiraroniad. Qopmysap-
CHJIA IOKYMEHTA oOpazen TOKyMEHTA.
2. | @opMHUPOBAHME PAIMOHAILHEIX MOAXOAOB K MOHATHIO IOPHAMUECKAS CWIA JOKYMEHTA.
OOs3areqbHBIE  PEKBH3UTHI  00ECHEUMBAIONIME  IOPUAMYECKYIO  CHIY — JOKYMEH{BRYMEHT NOANMCAH
OnexponHEL A0KyMenT " onecrechonnommond
CepTatwraT: S95STER0ECOA9DIBI00SAAAA2A0
TEMH 3'3 yHHd}HRﬂHHH H C“HEPMHHE Bnageneu: Ayxkoe Bagum rEHHE,EI,hE!B&J. OCYORPCTBEHHOE

CTaHIAPpTH3aAlIHHA
JOKVMECHTOB

l.

[Tonsatne «ynuukarmsa v CTaHZAPTH3AIMA» YIPABICHUECKHX JOKYMEHTOB, «CHETCHMET
JOKYMCHTALMHY. YHU(PUIHMPOBAHHEIC (DOPMEI JOKYMEHTOB. AJb0OM yHUOHUIHPOBIHABIK,

HAJTBHOE OBPA30B

3OBATENBHOE
KEMEPOBCKIIA

A& P B T S R AL N IFTATA T s AL F

121,04 2023
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(popm mokymeHTOB. Tabens opm TOKYMEHTOB.

Jranel VHH(UKAIMH  TEKCTOB  YVOPABJICHYECCKMX  JOKYMEHTOB. IpeOoBanmia K
VHU(PHUIUPOBAHHEIM  TeKcraM. Meroa  yHHU(pUKAIMKM — TEKCTOB  YVIPABICHUYECKHX
nokyMeHTOB. [locrosnnaga u nepemennas nHpopMaima TeKCTOB. MOPMBI IPEACTABICHHU A
YHU(DUIITUPOBAHHEBIX TEKCTOB: TEKCTOBEIN, TpadapeTHrIN, TA0INIIA, AHKETA.

CamMocrodare/ibHas padorTa mo pasjaeiy 12
Cocrasienune cxemsl: OyHKIIMM TOKYMEHTOB
3amosHuTh Tabmmy: Kinaccupukamms qOKyMEHTOB
Hamucanue pedepara wam COCTaBJICHUE MPE3CHTAIMH M0 TeME: «/lOKYMEHT», OTIMUUTEILHEIC
MPU3HAKA JOKYMEHTA, COBPEMEHHOE COCTOSHHUE BOMIPOCA.
[TonroroBurs mpezenrammo mo teme «Pabora ¢ HOKyMEHTaMM B PAa3IMYHBIE UCTOPUYECKUE
MEPUOIBI»
Pasnen 4. TpeboBanus k
opopMJIEHH IO JOKYMEHTOB
Tema 4.1 O01mue Coaepxanne 8 2
TpeOOBAHHSA K cocTABJIeHHI | 1. | HeoOxoquMoCTs €quHEIX mpaBmI O(OPMICHHS TOKYMEHTOB. [loHATHE O pEeKBH3MTE.
" o(popMIICHH IO IOKYMEHTOB PEeKBM3NUTEI, KOJNMYECTBO M COCTAB, CXEMBI PACIOJOKEHUI. AHAIN3 PACIOJIOKEHUA
PEKBU3UTOB HA PA3HBIX BUAX OJIAHKOB.
2. | Ilonatne Omanka pokymenTta. Bugel Omankos. CocraBmeHue OJAaHKOB JOKYMEHTOB:
o0miero, OMaHKa KOHKPETHOTO BHJA JOKYMEHTA, OlaHKA MUChbMA, OMaHKa CTPYKTYPHOTO
OO apa3aeICHUS.
Tema 4.2 CocraB Conep:xanue 3 2
PeKBH3HTOR IOKYMEHTOB 1. | IToramne «popmymap nokymeHTa». TUMOBOM M MHAUBUAYAIBEHEIN (DOPMYIAP JOKYMEHTA.
Gopmymsap-oodpazer; B coorserctun ¢ 'OCT P 7.0.97-2016.
2. | [Tocroanupie M mepeMeHHBIC pekBU3WUTHI. [IpaBuna odopmaenus pexBusuToB. baank
OOKYMEHTA. brmaHku ¢ yrioBEIM W UEHTPUPOBAHHBIM PACIOJIOKEHUEM PEKBU3UTOB.
Oco0eHHOCTH M3rOTOBICHMU A OJIAHKOB.
Tema 4.3. IlpaBuia Conep:xanne 8 2
o(popmiieHHs pekBH3HTOB | I. | OcHoBHEIE TpeOOBAHUA K O(POPMICHUIO PEKBU3HUTOB JOKYMEHTA B COOTBETCTBHH € PO e noanvicarn
P 7.0.97-2016 u npasuia o(opmieHns peKBU3UTOB € | mmo 15 ANEKTPQHHOW NMOAMWCHIO
2. | OcHoBHEIE TPeOOBAHNA K O(POPMICHUIO PEKBU3UTOB JOKYMEHTA B caaﬁﬁ%ﬂﬁ“ﬁﬁiﬁi@ﬁ t:ﬁ:;j:;f?;i?; ?Sé?;iif: 1
P 7.0.97-2016 u mpasuna opopmueHmnsa pekBm3uToB ¢ 16 mo 30 O IEHOE OB PASOBRTENBHOE

CaMocrosiTe/IbHAA pﬂﬁﬂTﬂ o pasaeiiy

= =
™ e s

Nais

| |

21.04 2
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Hamucanue pedepara nim COCTABICHUE NMPE3CHTALMH 10 TEME:
a) Heo0x0mmMOCTE €IMHEIX TPaBUIT O (POPMIEHHSI JTOKYMEHTOB.
0) IlpaBuna opopmnenns peksuzutos ¢ 1 mo 30.
2 Cocrasnenue cxeMmsl: [10CTOAHHBIE U TEPEMEHHBIE PEKBHU3UTEI
3 CocraBnenue tabminel - PacnpeneneHne pEKBU3UTOB MO 3HAYMMOCTH: HA OCHOBHBIE M
nmonosaureapHbeIe HA ocHOoBe [ OCT P 7.0.97-2016
4 CocraBnenue OJIaHKOB: 00MIEro, A MICEM U KOHKPETHOTO BUJA JOKYMEHTA
4-if ceMecTp
Pazneut S.
OpranusanHoHHbIe
JTOKYMEHT bl
Tema 5.1 Hasnauenue Conep:xanue 4 2
OpraHH3AIHOHHBLIX I. | Cocra u Ha3HAaue€HME OPraHU3ANMOHHBIX TOKYMEHTOB. POib OpraHu3anmoHHEBIX
JTOKYMEHTOB NOKYMEHTOB B OPraHU3aI[AH.
2. | CxemMa MmOATOTOBKM OPraHU3AlMOHHBIX JOKYMEHTOB. I[IpoeKkT opranm3anmoHHEIX
OOKyMeHTOB. O0niue TpeboBaHnsa K 0(pOPMIEHHIO OPraHU3AIMOHHEIX JOKYMEHTOB
Tema 5.2 ¥YcTas. Conepxanne 4 2
IHonoxenue 1. | Yeras. Pazmensr ycraBa. Yreepikaenue ycraBos. Gopmymap-oopaszer ycrapa. OCHOBHEIE
PEKBU3UTHI yCTARBA.
2. | [lonoxenune. Buaer nmonoxenni. @opmymnap-ooOpaszen nomnoxkenus. [lonoxenue o ciyxoe
TOKYMEHTAIMOHHOTO 00eCIeueHns YIPaBICHHUS.
Tema 5.3 UHCcTpYyRIIHH Cojaep:xanne 12 2
1. | Buger mHCTpYKIMM B OpraHn3annax U UxX HazHaueHue. Pazpemsr uncrpykimu. @opmymnsap-
00pa3en UHCTPYKIHH.
2. | UucTpykia 1o OEIOMpPOU3BOJCTBY IPEAIPUATHIL. Paznemsr. @opmymap-o0pasers
WHCTPYKI[HH.
3. | lomkHOCTHAs  WHCTPyKIMs  aemomnpomsBomgurensa. Pazmensl.  @opmymsap-o0Opasern
WHCTPYKI[HH.
Tema 5.4 HiTaTHoe Coaep:xaHue OOKYMERT NOAVICAH 2
pacnucanue. Ctpykrypau | 1. | lllratnoe pacmucanne. bmank o¢opmneHus mMTATHOTO pacmUCaHusA, COrJIacoBUFHIEYHHON NOANNCHIC
Cepmucpukar: 240B73B95918A0ECE49D1B90094 304 2A03ACBB2(}
INTATHAA YHC/ICEHHOCTh IITATHOTO PACUCAHWA, 10 AIMCE, TPa(el MTATHOTO PacCaHus. Bragenen:  vkos Banum CbHnanwesmy, FOCYIAPCTBEHHOE
2. | Crpykrypa U IITaTHAS YMCICHHOCTE: COTJIACOBAHUE M ITOITHUCE. S friaphavavepn s Ml
CamoctosTensHas pagora no pasteny N
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1. Harmcanue pedepara nam COCTABICHUE MPE3CHTALUH 110 TEME:

2. CocraBnenue kpoccBopaa mo treMe: Oprann3anuoHHBIE JOKYMEHTEI
3. 3amosiHEeHHE TATHOTO pacnucanus B yHU(pUiiupoBanHou popme 1-3

a) JlomxHOCTHAS MHCTPYKIMA AEI0MPOU3BOIUTEISA
B) llITaTHOE pacucanune. CTPpyKTypa U MITATHAS YACIEHHOCTD
r) O0muii mopsamgok 0(popMICHU CIyKEOHBIX TJOKYMEHTOB.

Pa3sned 6.
Pacnopsiiure/ibHbIE
JTOKYMEHTbI
Tema 6.1 Poas Cojep:xanne 4 2
pacnopsauTeIbHbIX I. | CoctaB u Ha3HAuCGHUE PACHOPAIUTEILHBIX TOKYMEHTOB. PONB pacmopsaguTenbHBIX
JTOKYMEHTOB OOKYMEHTOB B OPraHu3ai[ui.
2. | Cxema mOOATOTOBKH PACHOPAOATEIRHBIX JOKYMEHTOB. IIpoekTt pacmopsamuTelsbHBIX
JOKYMEHTOB.
Tema 6.2 Ilpuka3s o Cojaep:xanne 12 2
OCHOBHOMY BH/IY 1. | Ilpukaz mo OCHOBHOMY BHIY AEATEIHLHOCTH — OCHOBHOM PaCIOPAINTEIBHBIN TOKYMEHT.
AesATeJIbHOCTH Buner  mearensHOCTH, KOTOPEIE  O(opmsAarorcs  mpukazamu. YJactu  mpukasa:
KOHCTATUPYIOMIAA U PACTIOPAIUTENBHAA.
2. | [logroToBka mpoekTa mpukKasa.
3. | Beimucka w3 mpukasza mo OCHOBHOMY BUAY AEATENBHOCTH. DOpMysap-00paszer] BEIIMUCKHU.
OCHOBHBIE PEKBU3UTHI BRIITHCKHU.
4. | U3rotoBnenne m o(QopmieHHE KOOWH NOpPUKAa3a MO OCHOBHOMY BHAY JOEATEIBHOCTH.
ITpaBuia 3aBepennsa kKOMUKH JOKYMEHTOB. Buner kormmit. OTMeTKa 0 3aBEPEHNH KOITHH
Tema 6.3 PacnopsizxeHue. CG,[[EPH-.’:&HHE 12 2
Yka3zanue 1. | Pacnopsaxenue. @opmymsap-o0pazern pacropskeHusa. BUasl pacnopsaKeHU: JINTEIBHOTO
CpPOKa OEUCTBUA U KPATKOBPEMEHHEIE.
2. | Ykazanue. @opmyiap-o0paszern ykazanua. Hactu ykazanus
3. | M3roroBnenne wu odopmiuenne komud OOKyMeHTOB. [IpaBuna 3aBepenuss ko
OOKYMEHTOB. Buasl komui. OTMeETKA 0 3aBEPEHUH KOTTHH NOKYMEHT NOAMVACAH
sng;r_lﬁHHmﬂ rMoanuChbIa
LepTuipuKaT. ZaUbi7Jb UL odHLLT BYUUES 484 AR 8L BB L
TEME 6'4 HﬂETﬂHﬂEﬂEHHE. C“HEPMHHE Bnageneu: Jyvkos Bagum [eHHaasesdd, OCYORPCTBEEHHOE
Pemenue I | ITocranosnenne. @opmymap-00pasen mocraHoBiaeHus. Jactu mocraHoBaeHui, S Bhmbry oHOE DePasOBRTEIEHOE

E

IO CTAHOBJICHUH: OPraHU3alMOHHOTO XapaKTepa U aApeCyeMBI€ IPYTUM QPLAHAM, 07 oo 127 2 =

KEMEPOBCKWW
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2. | Pemenune. @opmymsap-o0pazen pemienus. Hactu pemenus.
CamMocrTodare/ibHas padoTa mo pasjaey 10
1. Harmcanue pedepara nwam COCTABICHUE MPE3CHTALMH 110 TEME:
a) Posb pacnmopsaauTeIbHEIX JOKYMEHTOB B OPraHu3aniu (Ha mpuMepe o 00 OpraHmn3aiim)
0) JlokymMeHTEI, H31aBA€MBIE HA OCHOBE €TMHOHAYATUS
B) [Ipuka3 mo 0CHOBHOMY BHUIY AEATEILHOCTH
r) JJoKkyMeHTHI, 131aBA€MBIE HA OCHOBE KOJUIETHAILHOCTH
2. CocraBuTh OJI0K-CXEMY HOATOTOBKH PACIOPAINUTEILHEIX JOKYMEHTOB.
CocraBuTs MO 3aTAHHOM CUTYAI[UH ITPUKA3 1 BRIMUCKY M3 MPUKA3a
Pasnen 7. UndgopmanuoHHo-
CIIPABOYHbIe JOKYMEHTbI
Tema 7.1 CocraB n Conep:xanme 4 2
HA3HAYEeHHE I. | [Tomatne 00 wHPOPMAIIMOHHO-COPABOYHEIX AOKyMeHTax. (CocTraB MW Ha3HAYCHHE
HH(pOPMAILHOHHO- MH(OPMALIMOHHO-CIIPABOYHEIX ~ AOKYMEHTOB. Pomp  mH(OpPMANMOHHO -CIIPABOYHBIX
CIIPABOYHBLIX IOKYMEHTOB JOKYMEHTOB B OPraHU3aIluN.
2. | Cxema IO ATOTOBKH VH(POPMALIMOHHO -CITPABO YHBIX TOKYMEHTOB. [Tpoext
WH (DO PMAIMOHHO - CTPABOYHBIX JOKYMEHTOB.
Tema 7.2. Akr. Ilporoxkon | Coaepxanue 6 2
l. | Akt. @opmynsap-oOpaszen akra. Hactm Tekcra akra: BBOAHAA W KOHCTATHUPYIOMIAL.
YrBepkaeHnue aktoB. COCTABIEHUE AKTOB.
2. | [lporokon. @opmynap-oOpazeny mnporokoma. Yactm Tekcra mnOpoTOKOIA: BBOIHAA
(MOCTOSAHHAA W IepeMeHHasd wuH@opMaiua), OCHOBHAA dYacTh. (CXema MMOCTPOCHUA
OCHOBHOM 4YAaCTH OPOTOKOJA. CXeMa IMOCTAHOBIAOMICH YacTH IPOTOKOga. Dopmysap-
oOpazer BeIMUCKH. COCTABICHME BBIMHUCKH M3 MPOTOKOaA. M3roToBaenue u o(popMmiaeHue
KO HOKyMeHTOB. [IpaBuna 3aBepenua kommil JOKYMEHTOB. Buaer kommil. OTMeTka o
3aBEPEHUN KOITUU
Tema 7.3 Jloxki1agnasn, Cojnep:xanne 8 2
00BLSACHUTE/ILHAA H 1. | CnyxeOnbre 3amucku. Buasl ciyeOHBIX 3amMCOK.
C/IV:KeOHAS 3aIUCKA ROKMEHT FOTNVIGAH
2. | O0paAcHUTENBEHAA 3amCKa. DOPMYIAPBI-00pPaA31IEl 3AMTHCOK. ANEKTPGHHOWN NOAMUCHIO
3. | Jloxkmagnas 3amucka. Buasl JOKIagHBIX 3amUCOK. YacTu JOKIagHOU %ﬁ T";f@ﬁcﬂ:: ﬁéﬁ:ﬁ@ijﬁtﬁfﬁ:jﬂ:ﬂiﬂ?ﬂg ?Sé?;iif; 1
M3JI0KEHUE (PAKTOB, MOCIHYKMBIIMX IPUUIMHOM €€ COCTABJICHUA, BTOpAs — %}Eﬁ%ﬁ;ﬂﬁ;@g@EﬁaDE”E”bHGE
MHEHUS coctaButess. Dopmymap-o0Opazen BOKIATHOU 3AIMCKH. COCTABITCHIIE, T L 17 )7 v e e v
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0(phOpMIEHNE NOKJIATHBIX 3AMHCOK.
Tema 7.4 Ilncoma. Bujabl Cojep:xanne 2
MMHCEM, 1. | ITucemo. Dopmynap-oOpazen; nucema. CnocoOsl O(GopMICHHA PEKBU3MTA «Adpecary.
Yactu Tekcra muCeMa: BBOAHASA M OCHOBHAfA. M3moxxenusa Tekcra muceMa. BapuaHThr
oOpanieHus B mucbmax. OTMETKA O MOCTYIUIEHUHM MHUCEM B O PraHU3aIMIo.
Tema 7.5 Cnpaeka. Coep:xxanue 4
Tenerpamma u 1. | CopaBka. Buaer crpasok: 1. CopaBku, OMHCBEIBAIONIME U MOATBEPIKAAOMIME (DAKTHI HJIH
TeJiepoHOrpaMMa COOBITHSL B IPOU3BOACTBEHHOM  AEATEIBHOCTH  opraHmsammu. 2.  ChopaBku,
yI0CTOBEpAONIME Iopuandeckue (paktel. Hactu copaBok. @opmyaap-o0pazer; CIpaBKH.
2. | Tenerpamma. Buger Temerpamm. Yactu TtenerpamMmibl. PEKBH3MTEI  TEIETPAMMEL.
[TpaBunsHOE COKpanieHue CIOB B TEKCTE TenerpaMmel. Gopmyisap-o0pazer TeIerpaMmel.
MesxayHapoaHsie TererpaMmsel U TeaeoHOTrpaMma
CaMocTosiTe/IbHAsl padoTa 1O pasjeay 10
| Hanucanue pedepara mnu cOCTaBIECHUE MPE3EHTAIAN 110 TEME:!
a) Pons nH(pOpMAIITMOHHO-CIIPABOYHBIX JOKYMEHTOB B OPraHA3aluN
0) [IpoTokos 1 BEIMUCKA U3 TPOTOKOIA
B) [Incemo. Bunel micem. 3HaueHne nepenucKky B OpraHu3auu
2. CocTaBUTH MO 3a0aHHOWN CUTYAIlMM TPOTOKOJ U BEIOUCKY M3 MMPOTOKOIA
3. CocraBuTh MO 3aJAaHHON CUTYAI[UHM AKT
4. CocTaBUTh MO 3aTAHHON CUTYAI[UN JOKJIAIHYIO 3AITUCKY
5. CocTaBuTh 10 3aAaHHON CUTYAIlUM THUCHMO
6. CoCcTaBUTE IO 3aJaHHON CUTYAllUU CIIPABKY
7. CocTaBUTh MO 3aAAHHON CUTYAI[UHM TEIETPAMMY
8. CocraBuTh MO 3aAAHHON CUTYAI[AH TeIE(POHOrpaMMy
S-i cemMecTp
Pasznen 8. Opranusanus
padoTLl ¢ NOKYMEHTAMH
Tema 8.1 lokymentoobopor | Conepixanue 2
1. | I[Tomatme nmoxymenrooOopora. TpeOoBanua, NOPEOLABIACMEIC K ,I[DK}’MEHTDD@DP% EF T FIODNAGAT
[Toroxn goxkymeHT0000pOTA. ITANBI JOKYMEHTOO0OPOTA ANEKTPGHHOW NOAMUCHI
Tewa 82 Komrpons | Conepacanme SRR NN oo Wk
UCHOJIHEHHUS JOKYMEHTOB I. | KoHTpoar HUCHOMHEHUA OOKYMEHTOB. lLleap KOHTPOIA MCOOMHEHMS 10 ngﬁgﬂﬂ‘;%gg;ﬁaDE”E”bHUE
CyOBeKTEI OCYIECTBICHNA KOHTPOJIb 33 UCIIOJHEHUEM NOKYMEHTOB. (DOKM MCTIONTHEHVIA. 7"~ o " e e
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OOKYMEHTOB: TUIIOBEIE U MHAUBUAYAILHEIE.
2 | CopaBounsri ammapar (33 sueiiku). CropaBouHas KapToTEKa: HA MCIOJHEHHEIEC H
HEUCIIOJTHEHHBIE JOKyMeHTHI. (COCTaBieHMe KapTOUYKH KOHTPOIS 34 MCIOJIHEHUEM
JOKYMEHTA.
CaMocTosiTe/IbHAsl padoTa 1O pasjeay 3
1. Harmcanme pedepara nnn COCTABIEHUE MPE3EHTAINM 110 TEME:
a) @OPMEI PETUCTPALINN JOKYMEHTOB
0) 3Hauenue u OpPUHIUNEL, TPEOOBAHUSA K OPraHu3aliii KOHTPOJIA UCITOJTHEHUA JOKYMEHTOB B
OEIOIIPOU3BOICTBE.
2. Hamicamme omopHOTO KOHCIEKTa: PaceMoTpeniie JOKYMEHTOB PyKOBOICTBOM (PE30TFOTINA )
3. CocraBieHue OIIOK-CXEM: BXOISMINX, UCXOMANINX U BHYTPEHHUX JTOKYMEHTOB.
4. [loncuntate TOKYMEHTOOOOPOT MO CUTYAIIMU U COCTABUTH CIIPABKY
Pasnen 9. Homenkinarypa u
(opMupoBaHHeE 1€
Tema 9.1 Homenknarypa nen | Cogep:xaHue 8 2
l. | Haznauenme HoOMEHKIATYPHEI 1€, BUAsl HOMEHKIATYPEI A€1, TPEOOBAHUA K COCTABICHUIO
HOMEHKJIATYpel 1en. VX permameHTanys B HOPMATUBHO-METOqUUECKUX marepuanax. HJI
CTPYKTYPHBIX MOAPA3ACICHUN U CBOAHEIC X 0COOeHHOCTH. MeToauka u3ydeHusa cocraBa
OOKYMEHTOB, pa3pabOTKu KIACCH(PHUKAIMOHHOM CXE€Md 3aroJIOBKOB JI€JI M MNpaBUJIA MX
CHUCTEMATH3ALMH, TPU COCTABJIEHUA HOMEHKIATYPEI IEI.
2 | Ilopaook odopmieHns, COTIACOBAHUA M YTBEPKIOECHUSA HOMEHKIATYpel Aen. (Cpoku
XpaHeHus TOKyMEHTOB. Mcnmons30BaHue HOMEHKIATYPHL J€M B ONIEPATHBHOM XPaHEHUH U
BEJOMCTBEHHOM APXUBE.
Tema 9.2 ®opmupoBanue u | Cogep:xaHue 3 2
XpaHEHUE €T B 1. | OcnoBHele TpeOoBanusa k (opmupoBanHuio Aeix. QOpMUPOBAHME OEN B OPraHU3AMAX
IEIONPON3BOICTBE pa3IUYHEIX YPOBHEH yrpasieHUsA. 3anaun ciayxO0el [JOY u BeZOMCTBEHHOTO apxwBa Mo
(hOpMUPOBAHUIO JIEII.
2. | IlpaBuna ¢opMupoBaHud AOKYMEHTOB PAa3JIWYHBIX KareropuM B 1€m0. lIpHHIMIED
CUCTEMATH3AIMHN JOKYMEHTOB BHYTpH aena. OcobeHHoctu odopmneHus AOKYMCHTOB HO oo
AUYHOMY COCTAaBY. ANEKTPQHHOW MOAMMUCHIO
CamocTosiTeIbHASI pad0oTa N0 pa3jieny COPTHRMKAT: fl'?05?359591B;Efffjjﬁﬂﬁggﬂ ngﬁifé
1. CocTaBuTh HOMEHKIATYPY AEA CTPYKTYPHOTO moapaszaenenus cayx0os JJOY. e O ey JICHEHOE
2. CocraButs U 0(POPMUTH AKT O MPOBEPKE COXPAHHOCTH JOKYMEHTQR B CTPYKTYPHONI |77 wov A Fov i
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IO qpa3aeICHUN
Pazmen 10. Iloarororka nen
K MOCJIeyIIeMy
XpaHeHHI0 H
HCII0J/Ib30BAHH IO
Tema 10.1 Dkcnepruza Conep:xanue 8 2
LIEHHOCTEN TOKYMEHTOB 1. | [Tonarue «3kcnepTru3a eHHOCTH». HopMaTHBHO-METO IUUECKOE U TEOPETUIECKHE O CHOBEI
MPOBEACHUS SKCHEPTH3Bl. KpuUTEepuM OIEHKM MPOMCXOKACHUS OOKYMEHTa. Kpurepuu
XAPAKTEPUCTUKN CONEpKaHWA OOKYMEHTOB. Kpurepum BHEmHHX 0COOEHHOCTEH
TOKYMEHTOB
2. | TpeboBanusa K MPOBEACHUIO SKCHEPTHU3ELI IIEHHOCTH OOKYMEHTOB. [lomoixxenue o0 DK
[Ipapa u (PyHKIMHM KOMHCCHH, OpraHu3anma HuxX pabdoTel M JOKYMEHTHPOBAHMA
nearenpHOCTH. [lopamox paborer K. JTanmel OpoBEeACHUA DJKCHEPTH3BI IIEHHOCTH
noxkymeHTOB. O]opmieHne pe3yasTaToB IKCIEPTU3HI IEHHOCTH JOKYMEHTOB.
Tema 10.2 Iloaroroska Coaepxanne 10 2
TOKYMEHTOB M I€T K I. | Hazpauenne w WCOONBE30BAHME IIEPEUYHEH B KAaYE€CTBE OCHOBHBIX HMCTOYHUKOB II10
nepenadye B apxuB W3YUEHUI0  COCTaBa W COAEPNKAHUA NOKYMEHTOB, YCTAHOBJIEHHE CPOKOB XPAHEHUS U
Opra’Hu3anum obecreueHus: €IMHCTBA OMEPATUBHOTO XPAHEHUA U apXUBA.
2. | Jransl mOArOTOBKHM OE€I U JOKYMEHTOB K I€pemade B apxuB. Hymepanusa mucTroB mena.
COCTABJIEHUE 3aBEPUTENBLHON Hamamich. COCTaBIEHME BHYTPEHHEW OMMCH TOKYMEHTOB;
neperi€T Uik NOAMMBKY; 0(POpMIEHHE 00I0KKH.
CaMocTosiTe/IbHasl padoTa 1o pasjeay 8
1. CocTaButh OJI0K-CXEeMY OCHOBHBIX (DYHKIITMM DKCIEPTHON KOMHCCHH.
2. CocraBurs OIOK-CXEMYy 5STANOB MPOBEOECHUA HSKCOEPTU3Bl IEHHOCTH VIIPABICHUYECKUX
DOKYMEHTOB HA CTAIUH AEJIOMPONU3BOACTBA.
Pasnen 11. Ogopmitenne
JTOKYMEHTORB 110 JIHYHOMY
COCTABY
Tema 11.1. Joxkymenrsl mo | Copep:xaHue OIEHT TIOARVICAH 2
Juuaomy cocray (JIC). I. | OcobeHHOCTH U BUAEI JOKYMEHTOB MO JIMYHOMY COCTaBy. 1 pyaoBoe€ EﬂI{ﬂHG,I[HTEJTBC’PﬂEI&;%HHDM NOANMCHIG
WHEBIE AKTHI, COIEPIKANIME HOPMEI TPYIOBOTO IMPaBa. CePTHDUIET: | 2ADBTIEESaTS jff;:j;f?;ﬁ; ooromrioe |
2. | JlokampHBIE HOPMATHBHBIE AKTHI OPraHM3ALMH, PETYIMPYIONINE MOPAIOK 0O e H@{E@ﬁ;ﬂﬂg@g@ﬁﬁa@e”mb““

™ e s

pPaCHOPAIATEILHBIX U OPraHu3allMOHHBIX JOKYMEHTOB I10 IEPCOHAITY.

A& P B T w0

—

Al H_i1l.l"l A TTrwFl 1AL
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Tema 11.2. 3ammura Cojnep:xanne 2 2
NePCOHANbLHLIX JAaHHLIX l. | 3aKoHOJATEILCTBO Poccuiickom deneparyn 0 MEPCOHATILHEIX TAHHBIX.
padoTHHKA Oepepampueiii 3akoH PO N 152-O3  «O nepcoHaIBHBEIX  JAaHHBEIX», 00paboTka
NEPCOHATBHBIX JAHHBIX, 3aNIUTA TEPCOHATHHBIX TAHHBIX.
Tema 11.3. 3asiBiieHHe. Conep:xanue 2 2
Pesrome. Aprodmorpajus. | 1. | Ocobennoctu oopmieHUs 3asABICHUNA MPU OpUeme Ha padoTy, MEPEBOAE, YBOJILHEHUM,
AHKeTa. npenocrapiaeHuu ornycka. CocraBienue u ogopmutenue Ha [IK mokymenranmm mpu
npueme Ha padory: CocraBnenue u opopmienue Ha [IK gokymenranuu npu npueme Ha
padoty: Pesrome. AsroOmorpadusa. JInuneiit mucTok (ankera). JlomomHeHne K JTHIHOMY
JMCTKY. XapPaKkTEPUCTHKA.
Tema 11.4. OpopMiienne Cojep:xanne 8 2
TPYAOBOIO IOTOBOpA 1. | llopapok 3akmouenus u oopmiienns noropopa. Cocrasueie vactu /1, popmymsap T/1.
2. | CocraBnenue u O(opmMICHHE TPYIOBOTO OOTOBOPA II0 YOPABICHUECKOH CHTYAIMH.
Cocrasienne u 0(pOPMIEHNUE TOMOJIHUTENRHOTO COTJIAIEHUAA K TPYAOBOMY JOTOBOPY. IO
YIIPABJICHUECKOU CUTYALIUU.
Tema 11.5. Ilpukassl 1mo Conep:xanue 12 2
JIHYHOMY COCTABY 1. | [Ipukaser mo MTUYHOMY COCTAaBY. YHM(PUIIMPOBAHHBIE M TEKCTOBBIC (POPMBI ITPHKA3OB.
Ocobennoctn O(pOPMICHHA NPHKA30B MO JHUYHOMY cocraBy. IIyHKTBEI mpukaza 1o
JMYHOMY COCTaBY. JJOKYMEHTEI-OCHOBAHMSA K ITPUKA3AM I10 JIMTHOMY COCTABY.
2. | Ilpukas mo nUaHOMY COCTaBy O mpuemMme Ha padoty. YHupuiuuposanueie popmer -1, T-
la, popmynsap-oOpazen TekCTOBOM (POPMEI ITpHKa3a. JJOKYMEHTEI-OCHOBAHUA K IIPHUKA3Y O
npueme Ha padboty. Cpoku xpanenus nmpukazon. CocraBiaeHue u 0(popMIEHHE TPUKA3A I10
AMYHOMY COCTABY O IIpHeMe Ha padOTy MO YIIPABIECHUYECKONU CUTYAIIUHI
3. | Ilpukaz mo mMUuHOMY COCTaBy O mnepepoae. YHu(puiuposanusie ¢opmer T-5, T-5a,
(popmysap-oOpazen; TeKCTOBOU (popmel mpukaza. JIOKyMEHTBI-OCHOBAHUS K IPUKA3Y.
CpOKM XpaHEHUs ITPUKA30B.
CaMocTosiTe/IbHasl padoTa 1o pasjeiy 6
BrimoHenne npakTUdeCKUX WHA. 3aJaHUH 110 COCTABICHUIO JOKYMEHTOB
BoinoiHeHHe KYpcoBOro npoexkra mo remam MJIK: NOKYMEHT NORMVICAH
— Texnomorus opranm3anuu Ciay K05l JOKYMEHTAIIMOHHOTO 00eCIedeHNS YIIPABICHU L. ANEKTPGHHOM MOAMNNCHIG
— Texnonorusa pazpadboTku OTAHKOB YIIPABACHUYECKON JOKYMEHTAIINN :Z;‘;T::?T: i? DB?EBB 95915;155(:5:19[1152?:? g |
; ykoB Bagum MeHHanLeBany, OAPCTBEHHOE
— Texnomorus cocraBneHus 1 0(POPMIEHHUS OPraHU3AIMOHHO-ITPABOBOMN JTOKYMEHTAINN. O S OBMIEHBHOS
— Texnomorua cocrapaeHnA 1 0(POPMICHHSA PACTIOPATUTEIEHOH JOKYMEHTAIMH, H3AaBAEMOH KOUIETHATBHO. - oz nderoizoss Aty T LA
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— Texnomorus cocraBneHusa 1 0(POPMICHUA pACTIOPAIUTENLHON JOKYMEHTALIUY, H31aBAEMOM €IUHOIMYHO PYKOBOJUTEIIEM.
— Texnonorus cocraBneHus U 0(POPMIEHUA CIPABOYHO-UH(POPMATTUOHHON JOKYMEHTAI[MH.
— Texnomorus coctaBneHUA 1 O(POPMIEHUS CIYKEOHBIX MHCEM.

— Texnonorus cocraBneHnus U 0(POPMIIEHHA CIPABOYHO-AHATUTHIECKOUN JOKYMEHTAIWH.

— Texnonorusa cocraBneHnus U 0(POPMIEHHA ILTAHOBON JOKYMEHTAIUH.

— Texnomorusa cocraBneHus 1 0(POPMICHUA OTUETHON JOKYMEHTALIUH.

— Texnonorus cocraBneHns JOTOBOPHOU JOKYMEHTAIUH.

— Texnomorus cocraBaeHusa 1 0(POPMIEHUA KaIPOBOU JOKYMEHTAIIMA ITPH OpHUEME HaA padoTy.
— Texnomorus opraHm3anyy U yueTa JOKyMEHTO 000p0oTa OpraHn3amnH.

— Texnomorus paboTel ¢ BXOOANIEN TOKYMEHTALMEH.

— Texnomorus paboOTEI ¢ BHYTPEHHEN TOKYMEHTAIIUEH.

— Texnonorusa pabOTEI ¢ UCXOAANIEN TOKYMEHTAIUECH.

— Texnonorus perucTpanyy T0KyMEHTOB U IOCTPOEHUA CHPABOYHOTO AIIapara.

— Texnonorusa opraHu3anuy KOHTPOJIA UCITOJHEHUA TOKYMEHTOB

— Texnomorusa opranuszanuu padOTEI ¢ 0OpanIEHUAMM TPAKIAH.

— Texnomorusa opranmszanuu padOTEL ¢ KOH(PUOECHIMAITEHON TOKYMEHTAIIUEH.

— Texnomorus (popMupoOBaHUA TOKYMEHTOB B €A

— Texnomorus co3nanus u opopmnenus HomeHkIarypsr gemn.

— Texnomorusa odopmuieHus aen.

— TexHonorusa 5KCHepPTU3bl HEHHOCTH JOKYMEHTOB

— TexHonorusa moArOTOBKU TOKYMEHTOB K NEPEAAYE HA XPAHEHUE B APXUB

MJIK.01.02. IIpaBoBoe

peryJidpoBaHue
yIpaBJ/IeHYeCKOM

NeATeJIbHOCTH

7-H ceMecCTp
Tema 2.1. CymnocTs Conepxanue 4 2
YIIPaBJICHYCCKHX 1 | ITpaBOBEIE OCHOBEI AEICTUPOBAHUA YVIIPABICHUECKUX MOJTHOMOYHN B IMPABOOTHOIICHHUIX.
NPaBoOTHOIIEHHH. Crpykrypa ynpaBaE€HUYECKHUX MPaBOOTHOMEHNH. CyOBEKTEI M OOBEKTHl YIPABIEHYECKUX
OPaBOOTHO LIEHUM.
- _ v AOKYMEHT MOANWUCAH
2 | ComepxaHue yIpaBICHUECKUX TPABOOTHONIEHW, TPAaBa U 00A3aHHOCTH UX cyﬁLEKT(mEngHHDM NOANMCHIO
TEMH 2_2_ C(I)Ephl CGHEPMHHE Ceptudumkar: EJDB?359591BLDEEE¢19|¥EBDDBJEA#EJ’-\D%CEBEH
Boagene| AHywon Banum lenHansesny, NOCYOAPCTBEHHOE

YHOPaBJICHYCCKHX I | Chepsr  ympasnemueckux —mnpaBooTHOmeHmid. Hopmarmeho-mpaBoBeie  mEHERIEETTYISHOE O PASOBRTENBHOE
l-.[ aE““TH“mEHHﬁ* e ™ e s A& P B T S R AL N IFTATA T s AL F

P PETYIUPOBAHUS YIPABIEHIECKUX MTPABOOTHOILI EHHH. - | SRS 1

| |
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2 | OCHOBHEIC ACHEKTHEI VYOPABJICHYECKMX IPaBOOTHOIIECHUHM. [IyOmmunpie acCmeKkTs
YIIPaBJICHIECCKHUX IPaBOOTHOII EHUM. Yacrtaeie ACIICKTEI VIIPABJICHUCCKUX
IPABOOTHOTIIEHUI.
Tema 2.3. CyObekThI Copep:xanue 2 2
VIIpaBJIeHYeCKO M l. | [lonsatne n Buabl CyOBEKTOB ympaBiIeHYECKOU AesarensHOCTH. [IpaBa, o0s3anHOCTH 1M
HefTeJIbHOCTH. OTBETCTBEHHOCTE CYOBEKTOB YIPABIEHUYECKOU NEATEIBHOCTH.
Tema 2.4. Koncruryuuonno- | Cogep:xanue 2 2
NpaBoBRoOe peryjupoBanue | |. | 3akoHOJATENBEHOE 3aKPENICHUE MEXAaHU3MOB MJEAETUPOBAHUA IMOJHOMOYUM B cdepe
IPABOOTHOIICHU I 0ONIECTBEHHBIX OTHOMEHUI. OCHOBHEBIE TPABA TPAKIAH..
2. | Pa3zBuTHEe TEOPETHUECKHUX B3TIAO0B M 3aKOHOJATEIRHOM 0asel B c(epe coriacoBaHusa
nyOJIWYHBEIX W YaCTHBEIX MHTEPECOB. TEHAGHIMH B IIPABOBOM PETyIMPOBAHHHU
COOMONEHNA YACTHBEIX M ITyOIWUYHBIX MHTEPECOB B PA3NUUHBEIX cepax O0OmECTBEHHOU
AH3IHHA
Tema 2.5. KoucrurvuuonHo- | Cofaep:xaHue 2 2
[paBoOBasl 3alUTA. l. | KoHCTUTYIIMOHHO-TIpAaBOBAA  3amMTa HWHTEPECOB  YYACTHUKOB  VIPABICHUYECKUX
npaBooTHOIIEeHUM. [IpaBoBoe  peryaupoBaHue  3amuThl OpaB TpaxkagaH  OpH
OCYILIECTBJICHUH T'OCYJAPCTBEHHOTO yIrpaBiaeHuda. [Iponeaypel cormacoBannusa 4acTHRIX U
NyOJIMIHBIX HWHTEPECOB: AIMMHUCTPATHUBHEIE, CYIEOHBIE, T'PakIaHCKO-TPABOBEIE,
TPETENCKHUE.
Tema 2.6. IlparoBoe Conep:xanue 2 2
peryJiupoBaHue 1. | IlpaBoBoe perynmupoBaHue€ OOMIECTBEHHEIX OTHOMEHWH. OCHOBHBIE KATETOPHUU IIPAaBa:
0011e CTBeHHBIX 0 THOICHH . HOpMAa OpaBa, MPABOOTHOMIEHUE, FOPUINMUECKUH (DAKT.
Tema 2.7. Conep:xanue 2 2
AJIMHHHCTPATHBHO- 1. | [lonstue, ocobeHHOCTH, TPEANOCHIIKM W COAEPKAHUE aJIMHUHHUCTPATUBHO-IPABOBBIX
NpaBoBbIe OTHOILEHHSI OTHOIIICHHH.
Tema 2.8. OcnoBHble npapa | Conep:xanne 2 2
rpask/IaH. I. | OcHoBuble mpaBa rpaxnpan. [IpaBoBoe perymupoBaHne 3amMTel OpPaB TPAKIAH IMIPH
OCYILIECTBICHUHU T'OCYIAPCTBEHHOTO YIPABICHUS.
Tema 2.9. Koncrurynuss PO | Cogep:xanue 2 2
00 oCHOBAX 1. | Illonarme  Koucrurynmu  P®. Ilpenmer  KOHCTUTYLMOHHOTO| — PEryIHPOBAHHEKYMEHT NOAMNMCAH
rocy1apeTBEHHOro Koncruryms PO 06 0CHOBaX rOCYapCTBEHHOTO YCTPOHCTBA 1 YIPABJEHIA, EdDﬁ?igggfﬂﬁgdggﬂ;ﬁ:ﬁMEADSAEEB%
}’ETP'JHE’TEH H }’HPHBHEHHH- Bnaneneu: Aykoe Bagum [eHHagsesud, OCYORAPCTBEHHOE
Tema 2.10. Conep:xanne VUPESOEHIE| KEMEPGBCKAA | 2
['ocynapcTBeHHOE l. | IlonAarne, xareropum, OPUHIMIBEI U 1LEJIH TOCYIAPCTBEHHOTO yn'jaﬂgg@%neﬁﬁiﬁﬁﬁﬁ'm5?_’543&?'”"'r"""'”””'
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VIpaBJ/IeHHE KAK 0CO0BLIH CYOLEKTOB TOCymapCTBEHHOTO yopaBiaeHusa. CocraB u  coemmpuka CyOLEKTOB
BH/I YIIpABJICHHA. OpaBOOTHOIIEHUH B C(epe TroCymapCTBEHHOTO ynpaeiaeHus. [lpusHakm u  BUgwI
CYOBLEKTOB TOCYIAPCTBEHHOTO YIIPABICHMA.
Tema 2.11. Coep:xanue 2 2
I'ocymapcTBeHHBbIH 1. | Ilorarune u cocraB rocymapcrBeHHOro mexanmsma. Opranel rocygapcrsa. [Ipusnaku n
MeXaHM3M. OPUHIUIEI TOCYAAPCTBEHHBIX OpraHoB. [IpuHimn pa3nenenus BiacTen.
Tema 2.12. Illpesunent P@ | Coxep:xkanue 2 2
1. | OcHoBHreie TpeboBanua K kanauaary B npe3uaeHtsl. [lopanok n3dpanusa. Unayryparus.
[Tonnomoumsa IIpesunenrta. Orcraska [Ipesnnenra.
Tema 2.13. Cojnep:xanne 2 2
3akoHoaare/ibHbIe opranbl | 1. | [lonsatne u crpykrypa 3akoHOmarensHBIX OpraHoB Ha tepputopun PO. [lTommomounsa
P®D. 3aKOHOJATEIBHBIX OPraHoOB. 3aKOHOAATENbHBIN npoiecc B PO.
Tema 2.14. Copep:xanue 2 2
UcnonuurennHblie opransl | 1. | [lonarue u cTpykTypa HUCHOTHUTEIRHBIX OpraHoB Ha teppuropun PO. [lommomounsa
PD. MCITOJIHUTENEHBIX OpraHoB. OTCTaBKa.
Tema 2.15. Cvaeonasn Coep:xanue 2 2
cucrema P® I. | Cymuocte u crpykrypa cyaeOHoul cucremel. [IpuHnmner cyaeOHOM CHCTEMEL.
[TornoMounsa cyneOHON CUCTEMEL.
Tema 2.16. IlpaBoBoe Conep:xanue 2 2
peryJiupoBaHue I. | IlpuHIMOel opraHm3anuy TOCYZApPCTBEHHOM T'paKmAaHCKOW cayxkOwel. ['ocymapcTBEHHEIE
rocy1apcTBeHHOMH CIYKObI nomkHocTH.  CymHOCTE  OpPaBOOTHOMEHWH 1O OOECHEUEHWI0  HMCIOIHEHHA
roCyIapCTBEHHEBIX (D YHKIIVH.
Tema 2.17. I'paxxaanckas Conep:xanue 4 2
cl1y:x0a. 1. | JlomKHOCTH Tpa)aaHCKON CIyKOBI: CYIIIHOCTh, KATErOpuu M rpymnel. IIpaBoBo# craryc
OOKHOCTEHM  PYKOBOIMUTEICH, MOMOTITHHKOB (COBETHHKOB) PYKOBOIUTEIICH,
CHEUATNCTOB, OO0ECMEeYNBAIONINX CHEMUATUCTOB. KiacCHele YHMHBI TpakIaHCKOMN
CITy A OBI.
Tema 2.18. Ilpuem Ha Cojep:xanne 2 2
TPAKIAHCKYIO CIIYXKOY 1. | IIpuem Ha rpaxnanckyro cayxOy. [IpaBa u 0043aHHOCTH rOCY1apCTBEHHBIX CIYKANIUX.
TpeboBanusa k npoecCHOHATBEHOMY MOBEACHUIO TPAKIAHCKOTO CITYKAIIETO. OKYMEHT MOONUCAH
Tema 2.19. Cayxeonstii | Conep:kaHue ) | G"EmFﬁHHD” nganmMeklq - - 9
= . OECB49D1B90094 304 2A03ACBB2()
KOHTPAKT. 1. | IlonAaTrne, cymHOCTE W HA3HAYEHHWE CHOYKEOHOTO KOHTpAKTA. CTPYKT¥PAeH ORHOBHBIE rbunagsesuy, FOCYARPCTBEHHOE
1010 EHAS CITyHKEGHOTO KOHTPAKTA. MPOVECCYOHRIbHOE OBPAIOBRTENbHOE
2. | Cocrasnenue ciyxeOHOro kourpakra. OTpasuTh OCHOBHEIE ITOJIONEHHS, SAyHeOHOI 00 21 04 2023 |
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KOHTPAaKTa.

Tema 2.20. IIpaBoBoe Cojep:xanne 2 2
pervJiupoBaHue I. | 3akoHOAATENLECTBO B CHEPe MYHUIMOATLHOM Cay:KObBI. [IpyMHIMIET MyHUIIMITAILHOU
MYHHIIHIIATBHOMH CIYXKObI cnyx0bl. MyHunmnaneHas ciayx0a B BOOPOCE AEATENBHOCTH BBIOOPHBEIX OPraHOB
MECTHOTO CAMOYIPABICHU .
Tema 2.21. IIpaBoBoi Coep:xanue 2 2
CTATYC MYHHITHIIAILHOI 0 I. |IlpaBoBOoii craryC MYyHUUMOAILHOTO  ciayxkamiero. OcoO€HHOCTH  OpPUBICUCHHUSA
CJIy:KAlero. MYHUIIMITIAABHBIX ~ CIYKANIUX K  OTBETCTBEHHOCTH. (OO0sM3aHHOCTM W mOpasa
MYHUIIUOAIBHEIX ~ CAykKanmx. [apaHTum COUMaIBbHOM  3aIUTHEl  MYHUIIUOATBHBIX
cnyxamiux. IlpaBoBoe perymupoBaHMe BOONPOCOB KOHTPOISA MOPO(PeCcCHOHATILHOU
KOMITETEHTHOCTH MYHUIMNAIBHEIX CIYKANUX W COOMmoaeHus UM OpOo(PEeCCUOHATBEHOU
YTUKH.
Tema 2.22. Konduukr Cojnep:xanue 2 2
HHTEepecoB B 1. | IlonAarne xoH(pIUKTAa MHTEPECOB B MYHHUIIMIAILHOM CIIy’K0€ M IMyTH €ro MnpeoI0JICHUs.
MYHHIHIAJIBHOH ci1y:kOe. Buabsl KOH(IMKTOB.
Tema 2.23. Conep:xanue 4 2
JINLeH3HpoBaHHE H I. |Ilonarne M Ha3sHAUCHUE IMICH3UPOBAHUA U cepruduxkanum. Ilopamoxk u cragum
cepTH(PHUKAIHA. OpPOBEACHUA JIMLUEH3UPOBaHUA U ceprtudukauuu. IIpaBoBoe perymupoBanue mpouenyp
TUALIEH3UPOBAHUSA U CEPTUPUKAIIN.
2. | Odbopmaenne mMIneH3nn u cepruduxara
Tema 2.24. Conep:xanue 2 2
AIMHHHCTPATUBHBIH . | ATMMHHUCTPATUBHEIN KOHTPOJbE M HAI30pP 34 VIIPABICHUYECKOW OEATCIBLHOCTHIO. BHIEI
KOHTPOJ/Ib ¥ HA/I30P. KOHTpOoJiA. [Topanok ocymecTBIeHNA aIMUHUCTPATHBHOTO KOHTPOIA U HAA30PA.
CamocrogareibHas padora cryaeHToB nmo MJIK.01.02. IIpaBoBoe pery/iupoBaHue yiipaBpJ/ieHYeCKOMH 1eaTe/IbHOCTH 22
[TonroToBUTH mpe3eHTallNN HA TEMBI:
1. IIpaBooTHOMmEHMA B chepe MYHUIIMOATBEHOTO YIPABICHUA
2. ADMUHUCTPATUBHO-TIPABOBBIE OCHOBBI YHPABIECHUYECKOM IEATENLHOCTH
3. AQMUHHUCTPATUBHAA OTBETCTBEHHOCTH OPTrdHOB YIPABJIEHUS 3 HAPYIICHUE 3AKOHOATENLCTBA
4. llpaBooTHOMIEHHSA B C(PEPE MYHUIIMTIAIIBHOTO YITPABICHUA
g . AIMMHHUCTPATUBHO-IPABOBBIE OCHOBHI YIIPABICHUECKOHN NEATEIBHOCTH AOKYMEHT TTOMVICAH

AIMHUHUCTPATUBHAA OTBETCTBEHHOCTE OPraHOB YIIPABICHUS 34 HAPYILIEHUE 3aKOHOJATEIBCTBA

Ceptudumkar:
Bn :

8-ii ceMecTp

SNILIDE L P Ld]
- LL

Tema 2.25.

Conep:xanue

= F TR T TF

j =

AN s sl s & I F ™

SNEKTPQHHOW NOAMNUCEIC
240B73B95918A0ECE49D1B900942

MPOGECCHUOHANBHOE OBPA30OBATEITBHOE

A42ZA03ACBB2(

21.04 20

a0 Al H_/1I.I"I P "I'I2/I 1A 5
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AIMHHHCTPATHBHAA l. | IlomaTME w  BUOB AIMUHMCTPATUBHOM  OTBETCTBEHHOCTH. Conepxanue
OTBEeTCTBEHHOCTE. ATMUHHUCTPATUBHOTO MPABOHAPYIIECHUA. A TMUHNCTPATUBHBINA TPOIIECC.
Tema 2.26. Coaepxanne 2 2
AIMHHHCTPATHBHOE 1. |Ilpm3pakn ®  yCIOBHA  IPUMEHEHHSA  AAMHUHHCTPATHBHOTO  HAKa3aHusa 34
HaKa3aHHue, ATMUHHUCTPATUBHBIE IIPABOHAPYIIEHUA ITPOTUB MOPAIKA YITPABICHUS.
Tema 2.27. Opuauueckune | Coaep:kaHue 6 2
JINIIA. 1. | Ilpu3naku ropuaundeckux auil. Buael ropuanueckux nauil. llem U 3amaduu geareasHOCTH

KOMMEPUECKMX M HEKOMMEpPUECKHX opranu3anuii. OTHOmeHus COOCTBEHHOCTH B
pa3MMUYHBIX IOPUANIECKUX Junax. [lomHOMOUMA pyKOBOOUTENS MPEACTABIATE UHTEPECH
OPraHu3arim.

2. | ITopamok U3MEHEHNA TPABOOTHOIICHNH, CBA3aHHBEIX CO CTPYKTYPOH OPraHOB YIIPABJICHH A
U yopaBiaeHueM. JlerermpoBanue moaHOMOUYHMM B cdepe yapaBiaeHusa. JOBEPEHHOCTE.
OdopmieHue  TOKYMEHTOB, CBA3aHHBIX C  OCYIIECTBICHUEM  YIPABICHUECKUX
IPABOOTHOII EHUH.

3. | 'ocymapcrBennasn pErUCT AU IOPUANY €CKHX JTHII. AIMUHMCTpAaTUBHAA
OTBETCTBEHHOCTEL 34 HAPVIICHME 3aKOHOIATEILCTBA O TOCYOAPCTBEHHOM PETHCTPAINU
IOPUAMYECKUX JIMI W WHIUBUAYAIRHBIX HOpeanpuHuMmarenei. Peopranusanus u
JTAKBU AU OPUINIECKUX JIHILI.

Tema 2.28 Caesiku Coep:xanue 2 2
I. | Coenkm kak OCHOBHAA (pOpMA I'PakIaHCKO-IPABOBBEIX OTHOIICHHUH IOPHIUYECKOTO JIHIA
OpH OCYNIECTBICHUN XO3AMUCTBEHHOM neATensHOCTU. [loHATHE, CyNIHOCTH M MpPU3HAKN
IEHCTBUTEILHOCTH caenku. Buaer caenok. HenelicTBUTEIBHBIE COSITIKH.

Tema 2.29 KoHkypcHbIe Cojep:xanne 2 2

TOpPrA 1. | [Tonarue 1 Ha3HAYEHUE KOHKYPCHEIX TOProB. [Topanok npoBeneHus KOHKYPCHEIX TOPTOB.
[TorHOMOUMsA pykOBOOWUTENSA OpraHa TOCYZAPCTBEHHOM BIACTH HAa OOBABIECHHE
KOHKYPCHBIX TOPTOB.

Tema 2.30 Conep:xanue 2 2
duHAHCHPOBAHHE H 1. | Ilonarue, cymHOCTs (puHAHCUpOBAHMA M KpeauroBanua. [lopamox (uHancupoBaHusa u
Kpe1HTOBaHHE kpeonurtoBanusa. lIpaBoBoe perymipoBanue (UHAHCHPOBAHUA M KPEOUTOBAHUA
OPETTPUATHH. NOKY [ CAH
Tema 2.31 Opranmsanusa | Coaep:xanue GHEHTF'aHHDH NEANNCHIC ]
s ﬁ 1 1—[ 6 I‘O WKkar. 2408 OECE49D1B90094 304 2A03ACBB2()
[pAaBOBOH padoThI HA , OHSATHE IPABOBOH PabOTEI B XO3SAHCTBEHHON mesTensHoCTH. FOpumm, Eﬁg@ CITY &&ﬁﬂrwaﬂhem.rocz.rﬂapcmEHHmE
npeanpusaTHAX npeanpuatii. IIpaBoBoe moOgOKEHME OPUAUUECKOTO oOTaena (0ropo), %@ﬁ e oy ] eHOE
FOPUCKOHCYIBTA, FOPHCKOHCYIBTA MpeanpuaTus. HOpMaTHBHBIC aKTHL, PELVIPYHIINE, |57 175w e
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OPraHU3anuI0 TPABOBOU PAOOTEI HA ITPEATPUATHH.
2. | Opranmsanus padOTEl IO 34AKMOYEHUIO XO3SMCTBEHHBIX JOTOBOPOB M IPETEH3MOHHO -
MCKOBOM padOTEHI.
3. | Opranmsanua padOTEl MO 3aKMOYEHUIO XO3AMCTBEHHBIX JOTOBOPOB M IMPETEH3MOHHO-
UCKOBOU pab0oTel. O(OopMIEHNE NCKOBBIX 3aABJIEHUH U ITPETEH3NN.
Tema 2.32 Coep:xanue 2 2
BHelmHeIkOHOMHYeCKasA l. |IlomaTne w HAa3HAYEHWE BHEMIHESKOHOMWUYECKOW NEATEIBHOCTH MPENNPUATUSA, €€
NeATeJIbHOCTD NpeIIpHATHA YUACTHUKHU. BHemmeskoHoMruIecKue CHOPEL. [Topsanox paccMOTpeHuA
BHEIIHESKOHOMHYECKHAX CIIOPOB.
Tema 2.33. Ynpasienue Copep:xanue 4 2
TPVIOBLIMH l. | 3akoHOAATENIBRHOE 3aKPEIICHHME OCHOBHBIX MHOpaB M 00sA3aHHOCTEH padoTomarens.
IPABOOTHOIICHUSAMH [TpaBoBEIE OCHOBEI OOecmeueHus padboTomaTEneM HOPMAIBHOW MNPOAOIAKUTEIBHOCTH U
pexuma pabouero BpeMEeHH.
2. | IlpaBoBoe perymmpoBaHne yCTAHOBIEHHA IPABWJI BHYTPEHHETO TPYOOBOTO PACIOPAIKA,
NPUMEHEHHNE PYKOBOIUTENIEM MEP MOONIPEHN U TUCHHUIIIMHAPHBIX B3BICKAHUM.
Tema 2.34 KounekTuBHble | Cojep:xkaHue 2 1
JOrOBOpa M CorialleH s I. | [lonsaTne KOJUIEKTMBHBIX [OOTOBOPOB W COTJANIEHUHM U WX CTOpoHEL. ComepxkaHue
KOJUIEKTUBHBIX JOTOBOPOB M COTJIAILIEHWUH, MOPANOK MX 3AKIIOUEHHA, U3MEHEHNA, CPOKA
neuctBua. [lomsatne w npuHUMIBEL COIManeEHOTO mnaprHepcrBa. (Cucrema u  (POpPMEL
COIMAIBHOTO MAPTHEPCTBA.
Tema 2.35 Tpynoroii Conep:xanue 4 |
A0r0BOp (KOHTPAKT). I. | Ilonarue, CTOpPOHBI M COAEpPKAHHE TPyOOBOro morosopa. OdopmiaeHue npuemMa Ha
pabory. OrcTrpanenue ot padoThEl. PacropskeHne TpymoBOTO AOTOBOPA MO WHUIMATHUBE
paboTonarensi.
2. | IlpaBoBoe perymipoBaHue B3aMMHBIX HOpaB MW o0g3anHOoCcTEeM paboromarener u
padOTHUKOB MOCPEACTBOM 3aKIIOUEHUS TpyaoBoro norosopa. [IpaBa pykoBomurens mo
W3MEHEHUIO TPyOOBOTO noroBopa. OO0A3aHHOCTH PYKOBOJUTENS MO PEATM3alIN
roCyOapCTBEHHBIX TAPAHTHM IO OILIATE TPyAa paOOTHUKOB.
Tema 2.36. Pabouee Bpems u | Conep:xanne 2 2
BpeMs OT/AbIXA. I. | llonarue pabouero Bpemenn. Bumbsr pabouero BpeMEHM: HOPMATLHOE, COKPATICHHPRyMEHT NoanMcAH
HETOJIHOE, HOYHOE, CBEPXYpPOUHOE, HEHOPMUPOBAHHOE, MX KpaTkad Xa aﬂreganc?ﬂﬁtﬁ?gl*'”“” NOATMChHIC
OHJIH,TEI,. P! me;jar. 40B73B95918A0ECE49D1B90094 A4 2ZA03ACEBB2(
Bnageney Ayvkos Bagum [eHHaasesnd, OCYIORPCTBEHHOE
2. | [lonarue BpeMeHH OTOBIXA, BUIOBI BPEMEHH OT/BIXA, MIEPEPBIBEI 1A OTIIXA, Bﬁﬁﬁ%ﬁ?ﬂﬁé@%EﬁaDE""‘TE”bHGE
npa3THUYHEIC HEpAdOUue qHM. i e 21 01 2009 21 08 2003 T
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Tema 2.37. Conep:xanue 2 2
JucuuminHapHasi v 1. | Ilonsaruwe mucumimiuHel Tpyaa. JucimmmiHapHeIe B3BICKAHMA B moompeHusa. Ilopamox
MaTepHAIbLHAS MPUMEHEHUS W CHATHS AUCIHUTLIMHAPHOTO B3BICKaHUA. MarepuaisHas OTBETCTBEHHOCTE:
OTBETCTBEHHOCTD. MOHATHE, BUABL. OCOOEHHOCTH MPUBJIEUEHUSI K MATEPHATHLHON OTBETCTBEHHOCTH.
Tema 2.38. TpynoBsbie Coep:xanue 4 2
CIIOPbI. 1. | Ilonarue TpyaOBBEIX CHOOPOB, MPUUMHEI MX BO3HHUKHOBEHMA. KBami(ukamusa TpyaoBBIX
cnopoB. HopmaruBHEIE aKTEI, PEryIHMPYIONIUE IOPANOK PACCMOTPEHUSA TPYIOBEIX
CIOPOB.
2. | [lopanok paccMOTpEeHNA MHIUBUIYAIBEHBIX TPYAOBEIX CIIOPOB B KOMHCCHH MO TPYAOBEIM
coopam, B Cya€, BEILECTOANMMHI OPraHaMHu.
JuddepeHIIHPOBAHHbIH 3a4eT 2 2
CaMmocTonaTeisHad padora cryaeHToR o M/IK.01.02. IlpaBoBoe pery,iHpoBaHHe YIIPABRJICHYECKOH /IeATeILHOCTH 20
[TonroTOBUTE mpe3eHTAIIMN HA TEMBI:
1. IlpaBoBEIE OCHOBEI (POPMHPOBAHUS U AEATENHHOCTH PYKOBOIANINX OPraHOB IOPUINIECKHX JIALL
2. Ilpaxtuka pazpaboTku mpaBOyCTAHABIUBAONINX JOKYMEHTOB IOPUINUECKHUX JIAI] B YACTH 3AKPETICHUA MOTHOMOYNN UX
OpPraHoB YIIPABJICHU
3. IlomHoMOuUMA PYKOBOIUTENS FOPUANYECKOTO JTUIA OPH 3aKIFOYEHUH CIAEIIOK
4. llpaBoBoe pEryJMpOBAHUE MNOMHOMOYHUNA PYKOBOIMTENEN IMPU 3aKIIYEHUH TOCYOAPCTBEHHBIX (OTBETCTBEHHOCTH
PYKOBOIUTEIEH CYOBEKTOB SKOHOMUIECKOH AEATEILHOCTH.
5. IIpaBoBoe perynupoBanue (pHAHCUPOBAHUA U KPEAUTOBAHUA MPEANTPHATHH
6. IIpaBoBoe perynupoBaHne BHEIIHESKOHOMHYECKON AEATENBHOCTH IIPEAIPUATHI
7. IlpaBoBBIE OCHOBBI YHACTHA PYKOBOJUTEIA B CHCTEME COITHATIEHOTO MAPTHEPCTBA M 00ecneueHus 0e30nacHOCTH TPyaa
8. IIpaBoBEIE OCHOBEI MNPUMEHEHHA PYKOBOAUTENEM K paOOTHHKAM MEp CTHUMYIHPOBAHUSA WX MOpo(eccnoHanmsHON
NEATENBEHOCTH
OdopMHUTE CXEMBL:
I. Crpykrypa :opuan4eckou CiayxOHI.
2. Ilopsamox paspenieHus X03sUCTBEHHBIX CIIOPOB
3. Bupgwl ropuandecKux Jmil
4. llopanok mpUMEHEHUS OUCIAMIIMHAPHON OTBETCTBEHHO CTH.
5. Ilopamok nukBHIANVN IOPUAUUECKOTO JINIIA.
AOKYMEHT MOAMMCAH
Pemenne cUTYaIrmoOHHBIX 347144 10 Pa3pEnICHUIO: ANEKTPQHHOW MOAMNUChHIO
1. KQHCTITT}T[HGI{I{BIK Cl‘[ﬂpﬂB; Cepmwcpukar: 240B73B95918A0ECE49D1B90094 2A03ACBB2(
Bnageney; Hykoe Bagum MeHHanseeuny, MOCYIAPCTEEHHOE
2. I'paxmaHCko-ITpaBOBEIX CIIOPOB; NPOGECCUOHANBHOE OBPA3OBITENBHOE
3. AIMUHHCTPATHBHO-IIPABOBEIX CIIOPOB i el CURCEG I S

HencTenTeneH: c £1.U1.2UZL no

21.U84 2025
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4. TpymoBeIX CIOPOB.

M/IK.01.03 Opranusanus

CEKPeTAPCKOI0
00c/IV:KHBAHUSA
3-ii ceMecTp
Pa3znen 1. Opranunszanus
pabdoThI cekperaps-
pedepenTa
Tema 3.1. Conep:xanne 4 2
Cekperaps kak npogeccust. | 1. | Ucropua npodeccun. Kareropumu cexperapeil B COOTBETCTBHM ¢ Kpamm(pHKaIMOHHBIM
KaTeropuu cexperapeii. CIIPABOYHMKOM JOJDKHOCTEH MpakTHKOW padotel. OcHOBHEIE (YHKIIMH CEKpeTaps.
OYHKIHH ceKkpeTapei. KBamu(pukanmoHHEIE TPEOOBAHUA K CEKPETAPIO
Tema 3.2. Conepxanne 2 2
Jles10BbIE H JIHYHBIE 1. | Ilpodeccuonamsusie kauectBa cekperaps. JInunocTHeie kauecTBa, HEOOXOOUMBIE I
KA4YeCTBA ceKkpeTaps YCIEMIHOTO OCBOEHUS MPO(EeCCHH.
Tema 3.3. UMnax Coep:xanue 2 2
cekperaps | Bruemnuit Bun: onexna, 00yBe, aKCECCyaphl, NPUUECKA, MAKWIK, OUKH, mappromepus.
[Topenenne nu maHepsl E€JI0BON KEHITUHEI
Tema 3.4. Conep:xanue 4 2
B3auMooTHOIIEHHS 1 Buaer u ctumd pykoBOACTBA. IpPyaHBIE THIBEI PYKOBOAMTEICH M TAKTHKA OOMmIEHUA C
cekperaps ¢ Humu. [IpaBuma BzammopencTBus cekperaps ¢ pykoBoauteneMm. llcuxorepanusa nma
pPYKOBOAUTEIEM O JYHMHECHHBIX
Tema 3.5. Bzaumopeiicreue | Cojep:xaHue 2 2
ceKpeTaps ¢ KoJLIeraMu 1 YcnoBusa S(PQPEKTUBHOTO B3aUMOIEUCTBUA C COTpyaHUKamu. (CrmocoOBl M IIPUEMEL
B3AUMO JEHCTBHSA CEKpeTaps C COCAYKUBIIAMU. THUIBI COTPYIHHUKOB W ITPAaBUIA OOMICHIMDIEMEHT MOANUCAH
HAMH. JIeHCTBUA ceKkpeTapa B KOH(PIMKTHEIX CHTYAI[UAX. HpDQ)ECCHD&%&HH%ITE @ﬁgﬂﬂ:g;gﬂ;ﬁ:ﬁ 42A03ACER}
HE()OPMATEHBIE B3AMMOOTHOMEHWA, OMUTENBHOCTE U JIP. Bnagenew;  Xykos Bagum MfHHagbesmy, FOCYAAPCTBEHHOE
Tema 3.6. Bzaumopeiicreue | Cojep:xanue VUPEXKAEHVE] KEMEPC Eﬁaummfbiu':
cekperaps ¢ moceruteassMu | 1 | OiMuuTenbHEIC  [PU3HAKK  PA3NIMYHBIX  KATCTOPUM  IOCETHTCIQMHic{@iKOFQIMEOB 021 042023 |
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M MapTHepaMu

HAPKOMAHOB, JMIlI C KPUMHUHAIBHBIMH HAKJIOHHOCTAMM). DB3aumoneiictBue ¢
MHOCTPAHHBIMH TapTHEpaMu. TeMrepaMeHT W €ro BIUSHHUE HA IMOBEIECHHE UEIOBEKA.
OmunOKky B MPOTHO3UPOBAHUM MOBEACHUS NeI0BOT0 mapTtHEpa. COBETHI CEKpeTapro mo
YCTAHOBJICHUIO JEJIOBBIX KOHTAKTOB.

Tema 3.7. Opranmsanus
padorel HW o0OopyloBaHHE
o(uca

Cojnep:xanue

1

Od¢uc oTkpeITOr0 ¥ CEKUMOHHOTO TUMA. [Tomenienus ogpuca. TpeboBannsa k mOMENIEHUAM
o(uca ¢ yaeToM BUIOB AEATEIBHOCTH, CHEIU(PHUKNA BRIMOTHAEMBIX padoT.

Oduchas medemr u 000pymOBaHME: CHEHHUATM3IUPOBAHHAA MEOEIL I CaykKeOHEBIX
OOMEMIEHNN (CTONBI, NPUCTABKH, CTYyIbiA, Kpecama u T.0.). Chonenpami3upoBaHHOE
o0opynoBaHue: cremnaxu, mkadel, sraxkepku U T.4. O00pymoBaHue M OpuOOpHL s
W3MEPEHNUH YCIOBUU TPyaa (TEPMOMETPEI, U T.J.)

OO0mme cBeneHUS O KOMIOBIOTEPHOM oOecrmeueHnu mnomemenuit oguca. Hammuue
Tene(poHHOM  CBA3M, CHTHaILHOE€  00OpymoBanue B IOMEMICHMAX  odmuca.
HMudopmanmonnsie tabmo, CTEHAB, WX HA3HAYEHHUE, HCIOJIB30BAHWE, TPEOOBAHME K
pacmookenuro. PexuM Tpyaa u oTaeixa B ouce

3.

Oprrexnuka B padbore cekperaps. Knaccupukanms OprrexHuKn

Tema 3.8. IlpeaMeTni
IepBOil HEOOX0IUMOCTH B
o(uce

Copep:xanue

1

[Ipenmersr mepBoit HEOOXOmMMMOCTH B O(uCE: KaHIEIAPUA, CPENCTBA OPrTEXHUKH,
HEe0OXoauMas CIEHUaIbHAA JUTEeparypa, amnTeukd, CEPBHPOBOYHBEIE W XO3IHCTBEHHEIEC
OPUHAIIEIKHOCTH, MPOOYKTE M HAMUTKY, MPEAMETEI JIMTHON HE00X0 ZUMO CTH

Tema 3.9. ILnannpoBanme
pabo4yero BpeMeHH
pykoBoauTe . Padounii
JIeHb CeKpeTaps

Copep:xanue

[TmannpoBanmne pabouero Bpemenu pykoBoauTens u cekperaps. [Inanuporanue padbouero
BpeMeHH cekpeTapa. OnTuManbHBIN pUTM padoTeL. [IpuMepHsni mnan paboTe cekperaps.

Tema 3.10. ITouck padotsl.
Co0ecemoBanne. Pe3rome

Con

epikaHne

D¢ dekTuBHEIE METOABI MOUCKA padoTel M cobecenoBanue ¢ paboromaremem llpuemsr,
MOBEIILAIONINE YCIIEIHOCTE.

Tema3.11. Hayamno padoTsl
ceKpeTaps HA HOBOM padoTe

Con

ep KaHHe

1.

[Tepbrii pabounii 1€Hb CEKpeTapsa. 3HAKOMCTBO C JOJKHOCTHOM MHCTpyKuuen. PaOgga

CaMocrosiTe/IbHAA pﬂﬁﬂTﬂ 1o pasaeiiy Bnageneyw:  Xywkoe Bagum I

CEKpeTapsa B IMMEPHO T UCMBITATEIHHOTO CPOKA. Y CTAHOBJIEHUE B3aUMOOTHOIIEHUH.

TR

EHT MNOAn1cAH
SNEKTPQHHOW NOANMUCEIG

EHHE O bE BT

- H
I. CocraBmenme CcXeM C HCIOJB30BAHMEM TpaduUUecKuX TexHHUK mnpenctaBieriii,
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MX 3amIUTe.

3. CocraBiacHue MAMATOK MO CEKpeTapa II0 OpraHyd3aidyd  pa3JMuHBIX BHIOB
0€310KyMEHTAIIMOHHEIX PaboT.

4. CocraBnenue u 0pOpMICHHE TOKYMEHTOB

5. PazpaboTka MHCTPYKIIMOHHO-TEXHOJIOTHYECKUX KAPT AEATEIBHOCTH CEKPETAPSL.

6. CocrapicHUE CIOBAPSA HOBBIX TEPMHHOB U CJIOB.

7. IloaroroBka K I€I0BOW UTPE U KOHKYPCY CEKpETapen

8. IlogroroBka WHOWMBHIAYAIBHBIX WJWA TPYHIOBEIX MOPOEKTOB C HCIOJIb30BAHHEM

rpauuecKknx CXeM WiIN CIaiI0BEIX IPE3EHTAIMHI 10 TEMAM:

2.
pEKOMEHIAIMI mpenoaaBarens, 0(pOpPMIEHUE NPAKTUIECKUX padOT, OTUETOB M MOArOTOBKA K

L

L

ITo ATOTOBKA K  IIPAKTHYCCKHM  3dHATHAM C  HCIIOJB30BAHHUCM  MCTOIHUYCCKHX

B3anMOOTHOIIEHHUS ¢ PYKOBOAUTEIEM U COTPYIHUKAMH OPraHu3aluu
[InanupoBanue pabodyero BpeMeHn pyKkOBOOUTENSA

Pabouuit nens cekperapsa. Opranmsanus mpuemMa moCeTUTENeH.
Obecneuenune n puabTpanusa TENEPOHHBIX KOHTAKTOB.

4-H ceMecTp

Pasnen 2.
be310KkyYMeHTAIlHOHHOe
00C/Iy:KHBAHHE
PYKOBOJAUTE/ISA

Tema 3.12 ®yakuun
cekperaps 1o
0e310KYMEHTAIIHOHHOMY
00C/IV:KHBAHHIO
PYKOBOJIUTEIA

Cojep:xanue

l. | ®ynkuum cekperapa no 0€3T0KyMEHTHOMY OOCIYKUBAHUIO ACATEIbHOCTH PYKOBOJUTEILA:
TEXHUUECKOE€ oOecneyenue pabOTEI PyKOBOAWTENA; HOATOTOBKA M OpraHM3ariyd
MaTEPUATBEHO-TEXHUIECKOTO 00eCIedeHns 3aCeqannil, COBENIaHN; OpraHu3aius nmpuema
padOTHUKOB M MOCETUTENEH; Teae(POHHOE 00CITyKUBAHUE, MOArOTOBKA KOMAHIHPOBOK;
OpraHu3ays Ope3eHTalMd U CIIEIUATBHEIX TPUEMOB TOCTEH; KOHTPOJIb 34 MPa3JHUUYHEIMHU
U OWwIenHBIMH AatamMu; 00padOoTka MOYTHI; MANMIMHOIMCHBIE PA0OTHI; COOp HEMOBOM
uHpopMaim u ee pedepupoBaHHE MO 3a0aHUIO OUPEKTOpa; COOp MarepuanoB Oy
TOKJIATOB 1 PEYEH PYKOBOIWUTEIA; BEIEHNE Ta0ems yuera pabouero BpeMeHu U T. 1.

l.

Tema 3.13 TenredoHHBIE
neperoBopsl. KyisTypa
JeJIOBOr0 001 eHH 110
Tesedony

HURY

Copep:xanue SMNEKTP

EH'I'IJU%;PI'CHH
HHOW NOOnNMCBIC 2

1.

Kymerypa TeaedoHHOTO 00menus. OcoOEHHOCTH CIyKeOHOTO Temel)GHoror pasPoRBa!sA0ECE49D18900942042A03ACEE2]
[IpaBuna  momp30BaHWMA  aBTOOTBETUMKOM.  [IpaBmyiia  MCHONB30BAHUA npaMELEHEH
ATC. «Bemonnenne pabor mo mpueMy U mepenade MHOOPMALMH C ITOMOIIBIO. CPEACTE.

Bnapeneu: AMyxkoe Bagum [

rHHaaeeeud, [ OCYORPCTBEEHHOE
ANBHOE DEF‘A%DEATEJ"II::HGE
KEMEPOBCKWIA

A& P B T W R Al H_.l‘"ll.l"l A TTrwFl 1AL
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CBs3M (B T.4. - (pakca), opraHuszamnus TeIe(POHHBEIX NEPErOBOPOB PYKOBOIUTEI, IIPUEM U
nepengada TeaeoHOrpaMm»
Tema 3.14 Benenue nesioroii | Coaepxanne 4 2
oeceabl 1. | Benenue nenoBoi Oecenpl: MOATOTOBUTEILHBIN STAMN, HAYANIO OeCeanl, HH(POPMHUPOBAHKE,
apryMeHTanus U yoexxaeHue, 3apepuienue oecensl. Anami3 Oecemsl.
Tema 3.15 Opranunszanus Conep:xanue 2 2
[pHeMa IoceTHTe IeH 1. | Obecneuenue >(pPpexruBuom padoTel oduca. [Ipuem COTPyIHUKOB MO IIPOU3BOIACTBEHHLIM
W JWYHBIM BOOpOCaM, TMPUEeM MOPEACTABUTEICH CTOPOHHUX OpraHu3aiydd, MOpueMm
KOMAaHIUPOBAHHEIX, IIPHEM MOCeTHTEIeH 0€3 mpeaBapuTenbHON 3amucu. Yai-kode ama
noceruteneit. [lamarka cekperapro mo npueMy DOCETUTENEH.
Tema 3.16 Pabora c Conep:xanue 2 2
oOpaleHHAMH I'PaKIAH l. | Buger oOpamienuii rpaxpgad. lexHomorus padOTel ¢ MUCBMEHHBIMH  OOpamieHuaIMHA
rpaxmadn. Ocobennoctu perucrpanpi. KoHTpOIE CPOKOB MCHOJIHEHMS JOKYMEHTOB.
Otersl rpaxkaanam. OcodennocTu (JOPMUPOBAHUA JET U TEKYILIETO XPAHEHUA
Tema 3.17 Opranunszanus Cojep:xanue 2 2
JJHYHOr 0 npueMa rpa:xaan | 1. | Opranuzanma ITUYHOTO OpPUEMA TPAKIOAH: OCOOEHHOCTHM PETHUCTpPAUNH, IUIAHUPOBAHUE
IpUeMa.
Tema 3.18 IloaroroBka Conep:xanue 4 2
NeJIOBBIX I0e3/10K 1. | [TooroToBKka HAEMOBEIX IMMOE3M0K PYKOBOAUTEIS W COTPYIHUMKOB OpPraHu3amiy. 3aKas
ouneroB, OponupoBanue rocTuHuEL. [logbop wHPOPMAMOHHEIX M CHPABOYHEBIX
mMareprnanoB. /[eficTBuA cekperaps HaKaHYHE OTHE3A.
3.19. Odopmiienne Conep:xanue 2 2
KOMaHIHPOBOK 1. | Opopmnenne JOKYMEHTOB MO KOMAHAUPOBKE: HOKIJIAIHOW 3aMUCKU, CIY:KEOHOTO 3aIaHuA,
OPUKA3a HA KOMAHIUPOBKY, KOMAHIUPOBOYHOTO YI0CTOBEPEHU .
Tema 3.20 /leioBbIe Conep:xanne 4 2
COBeIaHHA l. | Buner coBemanmit. Pabora cekperapa mo opranusanuu copemanud. OOcmy:xuBaHue
cosentanus. Pabora cekperaps mo JOKYMEHTUPOBAHUIO COBEIIAHUIM.
Tema 3.21 Iloarororka CG,[[EPH-.’:&HHE 4 2
KOH(epeHIHIH l. | Buger kon(pepentHeix weponpustuii. IloaroroBka m npoBeneHue KOH(PEPEHTHIIRMEHT NOANMCAH
MEPONPUATHIL: LETh HPOBEIEHHMA, COCTAB YYACTHHUKOB, BpeMsA WU MECTO, IpoBen %%E;ﬁgﬂﬂ';g;ggf;‘g‘;:ﬁMEADSAEEBE“
IOBECTKA  [OHA, CIMCOK  YYaCTHHUKOB, OIOBEILIEHHE  YUACTHHKQBwe  MPOBEAGHME rbinanseaud, rOCYAAPCTBEHHOE
OpraHM3alMOHHBIX MeponpuaTHid. OOCTyKUBaHME MEPOTIPUATHA: BCTpeua yualbleipcpRy T i oo aEosRTEIbHOE
PerMCTPALN, BPEMs BEACHNS COBCIAHML. PRy P e repor - it
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Tema 3.22. Opranusanuss | Cojep:xaHue 2 2
(¢pypuiera, OH3Hec-1aHYA. 1. | Oprammzama ¢pypmiera. OcoOeHHOCTH opranm3anuu OmsHec-nanyga. [Ipasuna oOpamienma
YroueHue nmoceTurejied B C pa3smMuHbBIMM  OmroJaMyu M HAOWTKAMHU. YTONIEHUE TOCETUTENEM B KaOuHeTre
KadHHeTe pykoBoaurena. Peuentel HAmMTKOB: dad U kode. CocraBaeHue maMAaTKH MO OPaBHIAM
00CITyKUBAHUA TOCTEN
Tema 3.23. /le;toBbIE Cojep:xanne 2 2
NpHMebl l. | Buoel ouUIMaNIbHBIX OPUEMOB: «OOKaI BHHA», «3aBTPAK», «KOKTEHIBY», «(pypmer»,
«00em», «yKUH», «gan», «kodey». Hedopmansueie mpueMsl.
Tema 3.24. /letoBoi Conep:xanne 2 2
I[POTOKO.I I. | Opranmzanmsa ¥ MOPOBEOCHHE IIPUEMOB: MNPUTJIANICHME TOCTEH, ITpaBWia pacCamkd 3a
CTOJIOM, OOCITYKUBAHUE TOCTEHN, NMPABUIA CEPBUPOBKH CTOJA. «3aMIUTA WHINBUIYAITbHBIX
WU TPYIIITOBEIX MPOEKTOB MO TEMaM)»
Tema 3.25 IlpaBuia Conep:xanue 2 2
IOBe/IeHUS HA pHeMe 1. | [TpaBuna moBeaeHUS 34 CTOJIOM, MPOTOKOILHEIE ACIMEKTE MPOU3HECeHUA TOCTOB. bmoaa u
HAIMUTKHA HA TIPUEMAax: MOCIEeN0BATCALHOCTE moaaun Omona, coueranue 0o M HAMUTKOB.
[TpaBuma oOpanienns ¢ pa3amaHbEIMA OJIF0TAMH U HATUTKAMH.
CaMocTosiTe/IbHasl padoTa 1o pasjey 20
CocraBieHHE CXEM C HCIOJB30BAHUEM Tpa(PUUECKUX TEXHUK OPEICTABICHUA WH(OpMAIAH
(«(pum 00 yH», KITACTEPEI, ITAYTHHA», MEHTAILHBIE KAPTHL U JIp.)
[TonroToBKka K TPAKTHUYECKUM 3aHATHAM C HCHOIL30BAHMEM METOOMUECKHX PEKOMEHIAINAN
mpernoaaBaresns, 0(pOpMIEHUE TPAKTHIECKUX padOT, 0TUYETOB U MOATOTOBKA K X 3AIIUTE.
CocraBneHne  mamMATOK I8 CEKperapd MO0  OpPraHu3aiu  pa3MuHbIX  BUJIOB
0€310KyMEHTAIIMOHHEIX PadoT.
CocraBaeHue u o(pOpPMIIEHHE TOKYMEHTORB
Pa3paboTka MHCTPYKIIMOHHO-TEXHOJIOTUYECKUX KAPT AEATEIHFHOCTH CEKPETAPS.
CocraBneHue CroBapsA HOBBIX TEPMHUHOB U CJIOB.
[TonroroBka k IEI0BOU UTPE U KOHKYPCY CEKpETAPEHN
[TonroroBka MHAUBHAYAIBHEIX WM TPYHIOBEIX IMPOEKTOB € HUCHOJIB30BAHUEM Tpa(uIecKux
CXEM WJIM CIAHTOBEIX MPE3CHTAIMI MO TEMAM:
e [llopsanoxk moaAroTOBKYU U 0(POPMICHUS KOMAHAUPOBOK PYKOBOAUTEIS U COTPYHUKOB, FTOTNVIGAT
OpraHu3aIm. ANEKTPQHHOW MOAMMUCHIO
o Jlenoswre COBEIIIAHH. PaGoTa cekperaps 10 OPraHu3aluy | 10 Kweﬁ@ﬁ%@iﬁ:iﬁ;E:;::qu,ﬂﬁg?:?g SeTaEstos |
COBEIIAHHI. NPOGECCHMOHANBHOE OEPA3OBRTENEHOE
e Oco0EHHOCTH OPraHU3aluK U TMTOArOTOBKN KOH(EPEHIMH. e it E"‘,"f?{’%tf,"fﬂﬂr nas T s
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e JlenoBBIE MPUEMEL.
e YTONIEHHUE NTOCETUTENEH B KAOMHETE PYKOBOOUTENA, Opranu3anus (pypuiera, OusHec-
IaHya.
M/IK 01.04 KomnsroTepHas
00pabOTKA JOKYMEHTOB
4-i ceMmecTp
Pasnen 1. TpeboBanus k
opopMIIeHHIO JOKYMEHTOB,
H3I0TAB/IHBAEMbIX C
MOMOIIBI0 TEXHHYECKHX
Cpe/ICTB
Tema 4.1. OdpadoTka Copep:xanue 2 2
TekcToB B MS Word 1. | bazoBeie BO3MOKHOCTH TEKCTOBEIX pemaktopoB. [loagroroska TEKCTOBOTO
nokymenTa. Pemaktuposanue tekcra. Dopmaruposanue tekcra. Ilegars tekcra. Begenue
apxuBa TEKCTOB. MUHMMAIBHEIM HAOOP THMOBBIX OMNEpPaAMd C TEKCTOM. PacimimpeHHbIN
HAOOp THUIIOBBRIX OHEpallMi C TEKCTOM. PexuMEI mOpocmoTpa aokymeHta B MS
Word. Macmrad nzo0paxkenia 1OKyMEHTa W OOHOBPEMEHHBIM MTPOCMOTP PA3HBIX YACTEH
TOKYMEHTA.
2. | Cozmanue moxkymenTa u nmepemenienre no Hemy B MS Word. OTkpeITHE CYIIECTBYIOMIETO
nokymenra B MS Word. Coxpanenne noxymenta B MS Word. MapkupoBannsie u
HymepoBaHHele ciucku 8 MS Word
IlpakTHYeckoe 3aHATHE 4
1. | ®opmaruporanue adzara 8 MS Word.
Tema 4.2. CocTaB/ieHHe H CG,[[EPH-.’:&HHE 2 2
opopmJieHHE CIIHCKA 1. | 3aakomctBo ¢ 'OCT 7.1—2003 «Cucrema crangapros mo uHpOpMaImy, OMOIMOTETHOMY
JIATEepaTyphl U M3JaTeabCKkoMy aeny. bubmmorpadmuueckas zanucek. bubmiorpaguueckoe omucanue.
OO0mue TpeboBanma u npasuna cocrasiaeHus» u ['OCT 7.05-2008 «bubmuorpaduueckas
ccenka». IlpaBunma odopmnenma OmOmiorpadum: cocraBaeHue OuOIMOrpaUIECKOTO
coaep:kanua, Ondmuorpapuueckoe OMICaHNe KHUTH, 00JaCTH ONUCAHMS, ITYHKTYAIIHI IIpH
oubnuorpapuueckom omucanuu. [Ipumeprer Oubmorpauuecknx OMHUCAHUM. OCHGBW EHT FONMCAH
OpaBWIa OMMUCAHUSA IEKTPOHHBIX PECYPCOB. ANEKTPQHHOW MOAMMUCHIO
paruecioe sanarie T T
1. | YopaxHeHnus nis COBEpPIIEHCTBOBAHWS HABBIKOB MMEYATH B PYCCKOW MALIMHO MM CH NPOPECCUOHATIBHOE OEPASOBATENEHOE
e e
CaMocTosTe/IbHasl padoTa o pasjeay . DSBS P & S e

[an]
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CocraBneHune CxeMEel CTPYKTYpEI Ciryk0bl JIOY Ha mpumepe n0001 0pranu3anium
Pasnen 2. Odopmitenne
PEKBH3HTOR TOKYMEHTOB
Tema 4.3. CocraB/ieHue Copep:xanue 2
(popmy.isipa TOKYMEHTA l. | ®opmynsap OOKYMEHTA: THUIOBOM (opmymaap u  (opmyip-00pasen, HA3HAUCHUE U
HCIIOJIB30BAHUE B OEIOIMPOM3BOJACTBE. 3HAKOMCTBO C (popmymapoM-00pasmom, €ro
3a7a9aMu B YHU(pUKAMK TpeOOBAHNUN K PEKBU3UTAM JOKYMEHTA U UX PACITOJIOKEHHIO.
IlpakTHYeckoe 3aHATHE 4
1. | YopaxHeHHe 0 COCTaBIEHHUIO (popMyispa JOKYMEHTa
Tema 4.4. CocraBiienne u | Cogep:xanue 2
o(opm./iecHHEe OCHOBHBIX 1. | Opopmnenne OCHOBHBIX BHAOB OmaHkoB: Omank mifg mucem, oOmmi Omank, OmaHk
BH/I0B 0.IAHKOB KOHKPETHOTO BUJA JOKYMEHTA.
IIpakTHYeckoe 3aHSATHE 6
1. | YopaxHeHus 110 0(pOPMIEHHUIO OCHOBHBIX BUIOB OIaHKOB JOKYMEHTOB
S-il cemecTp
Tema 4.5. CocraBiienne u | Cogep:xanue 2
oopm.ieHHe I | Odbopmaenue OOMOIHUTEIRHEIX BHAOB OJAHKOB: OMAHK CTPYKTYPHOTO HOAPA3ACICHUI,
JOIOTHHTE/IbLHbLIX BHOB OnmaHkK JOJKHOCTHOTO JHIlA, OTaHK 471 MEPENUCKU C 3apyOeKHBIM TAPTHEPOM.
01aHKOB IpakTHyecKkoe 3aHATHE 2
1 | YopaxkneHusa no COCTaBJIEHNIO U O(DOPMIEHHIO TOMOJHUTENEHBIX BUIOB OITAHKOB
Tema 4.6 Cocrapiienne n | IlpakTHuyecKoe 3aHATHE 2
opopmiieHHe OJIAaHKOB 10 | 1. | AHA/M3 TIpeIOKEHHBIX TOKyMeHTOB. (Cocrasnenne u odopmwieHue OJAHKOB MO
CHTYAI[HAM CUT yaI UM
Tema 4.7. Ogopmiienne Conep:xanue 4
PeKBHU3HTOB TOKYMEeHTOB | l. | OcHOBHBIE TpeOOBaHMA K O(OPMIECHHMIO PEKBHU3UTOB JOKYMEHTA B COOTBETCTBUHM C
TpedoBanuamvu ['OCT P 7.0.97-201 6. @yukumm, MECTOPACIOIOKEHUE PEKBU3UTOB.
IlpakTHYeckoe 3aHATHE 2
1. | Yopaxuenus Ha BEIpaOOTKY YMEHHUI BOCIPOU3BOIUTH PEKBU3UTEI
CaMocTosiTe/IbHasl padoTa 1o pasjeay 22
Cocraienne OTaHKOB JOKYMEHTOB an%?rrﬁg E:ggﬂ%%ﬁ%‘;w

Odopmnenune pekBU3UTOB HA OJIAHKAX JOKYMEHTOB
Cocrapnenue namaTkn «O6nme Tpe6GoBaHms Kk 0(pOPMIEHINIO TEKCTOBEIX JOKYMENToB A LH o

Cepmwdukar: 240B73B95918

OECE49D1B90094

2A03ACBB2¢

sHHagsLeend, MOCYIAPCTEEHHOE
ANBHOE OBPA3OBATENEHOE

KEMEPOBCKWW

HccnenoBanne «CmocoObl pa3MenieHns pEKBU3UTOB HA OIaHKAaX JOKYMEHTOBY iiloon ey

(T T N e Tl I o Y|
NEWCTEATENEN. C 2 1.0 .2022 TI0
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O¢opmnenue pedepara «CTuie U pegakTUPOBaHNE 0(PUIIMAITEHEIX JOKYMEHTOBY,
«CpaBHuTenBHEIN aHaM3 HOBOTO U craporo ['OCToB»

Pasnen 3. Odopmitenne

OpraHH3AIHOHHBLIX
JIOKYMEHTOB
Tema 4.8. CocraBiienne u | Cogep:xanue 4 2
opopmiieHHE VCTABA, l. | U3yuenne vycrasa, mnpaBwiaa O(OPMICHHS THUTYJIRHOTO JIMCTa, PasleloB yCTasa,
MOJI0KeHUS MOJIOKECHUA. Y CBOCHME 3HAHWM, HEOOXOAMMBIX IS NPABWILHOTO COCTABJICHHA WM
o(opmMIEeHUA TOKYMEHTOB.
2. | Opopmaenue nomoxeHusa mo popmymapy-oopasiy. OdopmiaeHe moI0KEHHA: 0CHOBHEBIC
PEKBU3UTEI, CIIOCOOBI ¥ MPHUEMBI PACIIOJIOKEHUA PEKBU3UTOB. Pa3BUTHE HABBIKOB aHAM3A
JOKYMEHTA.
IIpakTHYecKoOe 3aHATHE 2
1. | YopaxHeHnus no CoCTaBJICHUIO U 0()OPMIEHHIO YCTABA U MOJIOKEHUA
Tema 4.9. U3vueHnue u Coaepxanne 2 2

oopmiieHHe HHCTPYKIHH | 1. | OdopmieHre MHCTPYKIMM: OCHOBHBIE PEKBU3UTHI, CIIOCOOBI M TPHEMBI PACHOJIOKECHUS
pexkBu3uTOB. M3yuenne MHCTpyKInu mo ge0mporu3BOICTBY B TEXHUKYME.

IIpakTHYeckoe 3aHATHE 2
1. | PazBurie HAaBBIKOB aHAIM3a JOKYMEHTA. AHAIN3 UHCTPYKIINU
Tema 4.10 CocraBienne u | Conep:xanne 2 2
opopmiteHHEe TOLKHOCTHOH | 1. | OdopmieHne mOmKHOCTHOH MHCTPYKIMHM AIOTPON3BOIuTe Mo 00paszny. Odopmnenune
HHCTPYKIHA OOJIKHOCTHOM MHCTPYKINHN CEKpeTapsas 1o o0pasity
IIpakTHYecKoe 3aHATHE 1
1. | Odpopmienne TOKHOCTHON MHCTPYKIMH AET0NPOU3BOAUTENS MO 00pasiy.
2. | OdopmuieHne T0KHOCTHON MHCTPYKIIMH CEKpETapsa Mo 00pasiy

Tema 4.11 Cocrarienne n | Conepxxanue 2 2
opopmiieHHe INTATHOI O 1. | Opopmnenne wratHoro pacrmcanusa B yHupuuuposannou ¢gopme T-3. CocraBnenue un
pacnucaHus o(popMIEHHE MITATHOTO PACITUCAHUA IIO CUTYAI[MAM.
IlpakTHYecKoe 3aHATHE 2
1. | CocraBnenue u 0OOPMIEHNE INTATHOTO PACITUCAHUSA IO CUTYAIIMSAM. AOKYMEHT MOANUCAH
Tema 4.12 CocTapiieHne u Conep:xanne Ceptudukar: 240B73B95918M0ECE49 EBDD;;ALLEAD%CEBEH

ohopmiieHHe cTPYKTYPLI U | 1. | Odopmiaenne CTPYKTYPEI U HITATHON YHCIEHHOCTH IO CHTVAIIMH: OCHOBHEES DERB1s Hyn MfrHansesny, FOCYARPCTBEHHOE
‘l) P PYKTYp cb p PYKTYP Tyall P NPOGECCUOHANBHOE OBPA3OBRTENBHOE

INTATHOH YHCJIEHHOCTH CIIOCOOBI [MPHEMEI PACITIOJIOKCHHA PCKBH3IUTOB. FL-IPE}I-U:IEHHE HEMEF‘DBCI{HH

TTE T T TrHIf T

[NencTeMTEneH: C 21 D1 EDEE no 21 D-'l EDEE
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IIpakTHYecKoe 3aHATHE 2
1.

PassuTHE HABEIKOB aHAJIH3A JOKYMCHTd.

Camocrosite/ibHast padoTa 1Mo pasjgesy 23

Odopmnenune oprann3alMOHHEIX JOKYMEHTOB

CocraBieHne OPraHu3aiMOHHBIX TOKYMEHTOB MO YIIPABICHUYECKUM CHT yaIlHAM.
Anamm3 oopmuienus ¥Ycrasa XMTIIK.

O¢dopmnenue CTpyKTYphL M IITATHOM YUCIAEHHOCTH MO (POpPMYyIApy-00pasiy.

Hanmucanue pedepara wiu cocraBiaeHue npe3eHTanuu mno reme: JlokymeHTHEIN pecype,
COAepKamuil MePCOHAIBHEIE TAHHBIE: TOPAI0K (DOPMUPOBAHUA U HOPAOOK UCIOJIH30BAHUA

Pasnen 4. Odopmitenne

pacnopsIuTe/IbHbIX
JTOKYMEHTOB
Tema 4.13 CocraBiienne 1 | CoJlep:xaHue 4 2
opopmiaenne npukazanmo | 1. | Opopmnenune mpukaza mo OJ] mo ¢dopmymsapy-o0Opaziy ¢ OPOJOIBHBIM M YIIOBBIM
OCHOBHOM 1eAITe/IbHOCTH PaCITOJI0 KEHNEM PEKBU3UTOB.
IlpakTHYeckoe 3aHATHE 2
1. | YopaxkHeHus no cOCTaBIEHUIO U 0(DOPMIEHUIO NPUKA3a IT0 OCHOBHOM JEATEIBLHOCTH
Tema 4.14 Cocrarienne u | Cojep:xanue 2 2
opopmiienne Boinmuckd H3 | 1. | Odopmnenue BEIMMCKA U3 TIPUKA3a mo Gopmysipy-o0pasiy.
NpHKa3a IIpakTHYecKoe 3aHATHE 4
l. | Yopaxuenusa no 0()OpMIEHHIO BEIIMMCKA U3 TPUKA3a
2. | AHaimm3 npuKa3zoB 00 OCHOBHOM JIEATEIBHOCTH
Tema 4.15 CocraBienue Conep:xanue 2 2
IPHKA30B 10 0CHOBHOH 1. | CocraBnenue nmpukazos nmo OJ] mo ynmpaBIeHYECKUM CUTYAIIASAM.
AeATeJIbHOCTH I10 IIpakTHYeckoe 3aHATHE 4
CHTyallusiM 1. | PazBurue mpakTU4ECKUX YMEHWH WU 3aKPEIUIEHUE HABBIKOB MPABUJIBHOTO COCTABJICHHUS H
0(pOpMIEHUA TOKYMEHTOB
2. | Pa3BuTHe HAaBRIKOB aHAIN3a JOKYMEHTA.
Tema 4.16 CocraBiienne n | Coep:xanue 4 2
_ IOKYMEHT MOAMMCAH
{}[l){}pM.]IEHHE 1. O(])GpMJIE&I—H{E PacopAaKCHHSA 110 q)ﬂpmynﬂpy-ﬂﬁpaauy. ANEKTPQHHOM NOONMUChIC
pacnnpmennﬁ HPHRTH‘IECRGE 3 HSITH e CepTuchukar:  240B73B95918A0EC6490) BI009424A42A03ACEBB20)

-
=1

l.

— . sHHagsLeend, MOCYIAPCTEEHHOE
Pa3zpuTie HABEIKOB COCTABJICHUS M O(DOPMICHUS PACITIO PSIIKEHHIA NPODGECCHOHANLHOE OBPA3OBATENBHOE

Tema 4.17 CocTaRrIeHHE H

YIPEROEAVE | KEMEPOBTKIAW /*l %’
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opopmiieHHEe YKAZAHH I 1. | Ogopmnenue ykazanus mo (popmyapy-oopazny.
IIpakTHYecKkoe 3aHATHE 2
1. | PazBurie HABBIKOB COCTABJICHU U 0()OPMICHUA YKA3aHUN
Tema 4.18 CocraBriienne n | Conep:xanue 4 2
opopm.ieHHE I. | Opopmiaenue nocTaHOBACHUA II0 (opmymapy-o0Opaszny. OdQopmiIeHHE PEHICHUA IO
[HOCTAHOBJICHHH, pellleHH i dhopmynsapy-00pasziry
IIpakTH4Yeckoe 3aHATHE 2
1. | PazBurie HaBBIKOB COCTABICHUS U O(DOPMIEHUSA TOCTAHOBICHUH
2. | Pa3zBuTHE HABBIKOB COCTABJICHUA M O()OPMICHUSA PEIICHU
Tema 4.19. Ananu3 IIpakTHYecKoOe 3aHATHE 4
pacnopsaAuTeIbHbIX 1. | AHam3 OpeanokKEHHBIX JOKYMEHTOB. [IpaBunpHoe odopmiueHne HOKyMEHTOB. PasBurue
JTOKYMEHTOB HABBIKOB aHAIW3a NOKYMEHTA. Pa3sBUTHE MPAKTHUECKUX YMEHUH W 3aKPEIJIEHUE HABBIKOB
MPAaBWILHOTO COCTABICHUS U 0(POPMIECHNA JOKYMEHTOB
Tema 4.20 CocraBiienne Conep:xanne 2 2
JTOKYMEHTOB 110 l. | CocraBnenue pa3mU4HBEIX PACHOPAOUTENBHBEIX OOKYMEHTOB II0  VIIPABICHUECKUM
VIpaBJIeHYeCKHM CUT yaI[UsIM.
CHTYallusM IlpakTHYyeckoe 3aHATHE 2
1. | PazBuTHE HABEIKOB aHAIM3a JOKYMEHTA. Pa3BUTHE MPAKTUUECKUX YMEHHMH U 3aKPEIICHNE
HABBIKOB MPABUJILHOTO COCTABIEHUSA M O(DOPMIEHUS JOKYMEHTOB
CaMocTosiTe/IbHAsl padoTa 1O pasjeay 23
O¢dopmnenue pacropsaguTEIEHEIX JOKYMEHTOB
CocraBieHue pacrnopAIUTENBHBIX JOKYMEHTOB 110 YIIPABICHUYECKUM CHUT YaI[HAM.
AHanmm3 mpennoKeHHBIX TOKYMEHTOB.
Hamucanue pedepara niam COCTABIEHUE MPE3EHTAINH IO TEME:
a) Cucrema SIEKTPOHHBIX JOKYMEHTOB B EAMHOM cuCTEME KOHCTPYKTOPCKOW MOKYMEHTAI[HM:
[E€JIb CO3AAHUS U HA3HAUEHHUE TPUMEHEHUS, MOPATOK UX IMOCTPOECHUS
Pasnen 5. Odopmitenne
HH(OpMALIHOHHO-
CIIPABOYHBLIX JOKYMEHTOB
Tema 4.21 CocraBinenne u | Cogep:xkanne I s el s, i Y
opopMmiieHHE AKTOB l. | OpopmiaeHne axkToOB: OCHOBHEIE PEKBU3WUTHEL, CIOCOOBI M MPHUEMBEpPAGTOIIOFKEHIHISAECE49D 1890094 4A42A03ACBB2)
pekBu3uTOB AHanus aktos. Odopmienne akra mo GopPMyILIPy-00pasIly. e o O e e -
IIpakTHYecKoe 3aHATHE T .

Nenctevtened: ¢ 21.01.2022 no
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l. | YopaxHenus no cOCTaBIECHUIO U O(POPMICHHIO AKTOB
Tema 4.22 CocraBiienne 1 | Coaep:kaHue 1
oopM/IeHHE TIPOTOKO.IA l. | Obopmnenue mpoTOKOA: OCHOBHEIE PEKBU3UTHI, CHOCOOBI M MPUEMBI PACIIOJIONKECHU
PEKBU3UTOB. AHAIM3 MPOTOKOJIOB. OopMueHne IMpOTOKOIIA IO (PO pMYJIIPY-00pasiy.
IIpakTHYecKkoe 3aHSATHE 4
l. | YopaxHenus mo coOCTaBaE€HUIO U O(POPMIEHHIO MPOTOKOJIOB
Tema 4.23. Cocrapiienue u | Cogep:xaHue 2
opopmiieHHEe BoIMMHMCKHA H3 | 1. | OdopMieHME BBITMCKH W3 TPOTOKOJA: OCHOBHBIE PEKBU3WTEHI, CHOCOOBI W IMPHEMBI
IPOTOKO.IA pPacmoJIOKEHUS PEKBU3UTOB. AHAIN3 BBIMUCKU U3 MPOTOKONIA. OdopmMieHne BBIMUCKU U3
OpPOTOKOJIA O (hopMyIapy-00pasiy.
IIpakTHYecKkoe 3aHATHE 2
1. | YopaxHenus no COCTABIECHUIO U 0()OPMIEHHIO BBIITMCKH U3 NPOTOKOJIA
6-ii cemecTp
Tema 4.24. CocraBiieHne Conep:xanne 1
AKTOB U IPOTOKOJIOB I10 1. | Opopmienne akToB U NMPOTOKOJOB IO curyauusaMm. Odopmutenue akra nmo (popmyapy-
CHTVAIlHSAM oOpasiy.
IlpakTHYyeckoe 3aHATHE 6
1. | YopaxHeHnsa 00 COCTABICHUIO U O(POPMIEHHUIO AKTOB U MPOTOKOJIOB MO CUTYAIIUAM
Tema 4.25. CocraBiienue u | Coaepxanne 4
opopmienne qokjaaaueIX | 1. | Odopmnenue 3anucku no Gopmyaapy-o0pasiy.
3aIHCOK IIpakTH4Yeckoe 3aHATHE 2
1. | YopaxkseHnus oo coCTaBIECHUIO U 0(OPMIEHUIO JOKIATHBIX 3AITUCOK
Tema 4.26. CocraBienune u | Coaep:xanue 4
opopmieHue 1. | Opopmnenue u cocraBieHne OOBACHUTEIBHBIX M CIIYKEOHBIX 3amMCOK mO (popmyisapy-
00BLACHUTE/ILHBIX H oOpasiy.
CJIYKe0HbIX 32IIHCOK IIpakTHYeCKOE 3aHATHE 6
1. | YopaxHenus no coCTaBIeHuo U 0(hOPMIEHHIO O0OBACHUTENBHBIX U CIIYKEOHBIX 3aMHCOK
Tema 4.27. Cocrariienne n | IlpakTH4yeckoe 3aHATHE 6
o(popM.IeHHe 3aMUCOK O [ 1 [ Ayamys OPEeIIOKEHHBIX TOKYMEHTOB. [IpaBunsnoe odopmnenune noxymeHnroB. Pasurue
CHTyanusim HABEIKOB AHATH3a JOKYMEHTA. Pa3BUTHE MPAKTHUECKMX YMEHHH M 3aKPETICHHE HABBRROBbCHOMN HONNNCLIC
MPABHJIBEHOTO COCTABICHHA U DC])D}}N[_}I‘[E}H‘HH r[[D[{}’]v[E}]—]_"[‘ﬂB Cepmwcpukar: 240B73B95918A0ECE49D1B90094 2A03ACBB2(
Tema 4.28. Opopmienne | Conepixanue S IPOGECCUOHASHOE D sPASCEITENBMOE
IEceM 1o (popMy.IsIpy- 1. | Opopmnenne mucem nmo Gopmyaapy-o0pasny. Pacmonoxenne pexkBusuroB muChMa Hph: | SV ETCBCK o e,
Hew : - 042023
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oOpasny YIJIOBOM (P1aroBOM, yrII0BOM LIEHTPUPOBAHHOM U IIPOJ0JIEHOM PACHOI0KEHUH
IIpakTHYecKkoe 3aHATHE 6
1. | YopaxHeHus no COCTABIEHUIO U O(OPMIEHHIO TTHCEM
Tema 4.29. Cocrapiienue 1 | Coep:xaHue 4 2
opopMmIeHHE ITHCEM I10 1. | CocraBnenune pazHoOOOpa3HBEIX BUIOB MUCEM IO YIIPABIECHYECKUM CHUTYAIUAM: IMHUCHEMA-
yIpaB/IeHYeCKHM OTBET, MHUIMATUBHEIE MM ChMA, ITMCHMO -IIPETEH3MsA, TAPAHTHUIHOE.
CHTyallHsIM IIpakTHYecKoOe 3aHATHE 4
1. | YopaxHeHnus no COCTaBICHUIO U 0()OPMIEHHIO ITHCEM IO YIIPABIEHYECKUM CHTyalluAM
Tema 4.30 Ananns IlpakTHyeckoe 3aHATHE 6
pa3/IHYHbLIX BHIOB ITHCEM l. | AHam3 OpeaIoKEHHBIX TOKYMEHTOB. [IpaBunsHoe odopmiaenue nokymeHTOB. Pazsurme
HABBIKOB aHATW3a JOKYMEHTA. Pa3BuTHE MPAKTUYECKUX YMEHUN U 3aKPEIIEHUE HABBIKOB
OPAaBWJIBHOTO COCTABIEHUA U O(POPMIEHNA TOKYMEHTOB
Tema 4.31 Odpopmiaenue Conep:xanue 2 2
1e/IOBOH MepernucKH ¢ 1. | PekBU3UTEL U CTPYKTypa MICHEMA € 3apyOEKHBIMH NAPTHEPAMU HA AHTIMHCKOM A3BIKE MPH
3apy0e:xHbLIMH [IAPTHEPAMH PACKIAIKE JATUHCKOU KIaBUATYPHI
IlpakTHYeckoe 3aHATHE 2
l. | AHaym3 npemIoKEeHHBIX JOKYMEHTOB.
Tema 4.32 Cocrariienne n | Conep:xanue 4 2
o(popM.ieHHe CIIPABOK 1. | Odgopmuenne copaBku o Gopmysipy-o0pasiy.
IlpakTHYeckoe 3aHATHE 6
1. | YopaxHeHus no COCTABIECHUIO U 0(POPMIEHHIO CIIPABKH
Tema 4.33. CocraBiienue Copnep:xanue 4 2
TeKCTOB BHYTPEeHHHX 1. | CocraBneHne TEKCTOB BHYTPEHHUX [JOKYMEHTOB (34MMCOK, AKTOB, IIPOTOKOJIOB) MO
JTOKYMEHTOB YOPABICHIECKUM CUT YaI[ASIM.
IlpakTHYeckoe 3aHATHE 2
1. | Bermosnenune 3amannii Ha (OPMUPOBAHME YMEHMWA AHAMM3A OOKYMEHTA, IMPABUIBHOTO
COCTABJIEHUA U O(POPMIIEHNA TOKYMEHTOB.
Tema 4.34 CocraBiienue Conep:xanne 4 2
CIIPABOYHO- 1. | CocraBnenue pa3IMUHBIX CIPaBOYHO-UH(O PMAITMOHHBIX TOKYMEHTOB o
HH(OPMAIHOHHBIX VIIPABJICHIECKUM CHTYAL[HAM. AP POHHOM DML
JOKYMEHTOR IO CHTYallHAM Hpamrnqecmue 3AHATHE CepTudbukar: EdDB?3E39591E-.LDEEEdBIﬂEBDDBd 2A03ACBB2(
1. | BommonHenue 3amaHmit HA (POPMHPOBAHME YMEHUS AHATN3A NOKYMEHTA, HPABKILHOLO AN ior ohrAscRTENor
cocTaBieHus 1 0)OPMIEHNS JOKYMEHTOB. AR NS
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CaMocrosiTe/IbHAA pﬂﬁﬂ'Tﬂ o pasaeiiy

68

Odopmnenue uH}OpMaMOHHO -CITPABOYHBIX JOKYMEHTOB

CocraBaeHune nH(POPMAIIMOHHO -CITPABOYHEIX JOKYMEHTOB M0 YOPABJICHUECKUM CUTYAIUAM
CocraBneHue MUCeM U 3alMCOK 110 YIIPABIECHUYECKAM CUTYALAAM.

Odopwtenue cpasku Mo popmyspy-o0pasiy. BHYTpeHHs S 1 BHEITHAS CIIpaBKa
O¢dopmnenue copaBok o NPOU3BOACTBEHHEIM BOPOCAM.

Hammcanue pedpepara i COCTABICHUE NPE3CHTAINH [0 TEME:

a) Obmiepoccuiickue KIacCu(pUKATOPLI TEXHUKO -YPKOHOMAYECKON W COIMATBHON WH()OpMAIIN
B SKOHOMHUYECKON 00IACTH: TIETh CO3MAHNS U HA3HAUEHUE TPUMEHEHU T

NuddepeHIHpOBAHHbIH
3a4er

YyeOHaa npakTuka

CocraBneHnue 1 0(popPMIEHHE OPTraHU3aAIMOHHO -PACIIO PAAUTEMEHBIX JOKYMEHTOB
CocraBnenue u 0(popmMiIIeHHE COPABOTHO-UH(OPMATIMOHHBIX JTOKYMEHTOB
Opranu3zarus padoTeI C TOKYMEHTAMH

JlIokyMEHTHUPOBaHNE KOH(PUAEHIIMATEHON WH (PO pMALH

[TonroroBka men k mepemadue Ha aPXUBHOE XPAHEHHE

BrImotHeHne KOMIUIEKCHEIX padoT

ITpou3Bo/jcTBeHHAS IPAKTHKA
Buasl pabdor

Osnakomenue ¢ nmpeampusTueM. OOmmit uHCTPYKTa) oOyaaromuxcs mo Th va mpemmpusarum
Oznakomuienue ¢ JIHA npenmpusartus

Pabora B mpueMHON PYKOBOTATEITS
be3nokyMeHTarmoHHOE 00CIyKUBAHUE PYKOBO TUTEIIS .
Opranuzaims paboTel ¢ TOKYMEHTAMU

Oprann3anys ¥ TEXHOJIOTH KOHTPOJLA 3a CPOKAMU UCITOJHEHNUSA JOKYMEHTOB
Opranmzarms paboTe C paCIOPATATETEHEIMHA TOKYMEHTAMU

OpI'ﬂHHBﬂDIIH pHGUTLI C HH(IJUPMHJ_[HUHHU-CHPHBU JUHBIMH ,I[UI{YMEH'I'HEU[H SANEKTPQHHOW NoaANUChLIC
Ceptuchmkatr: 240B73B95918A0ECE49D1B90094 2
Bnapeneu: AMywoe Bagum eHHagbesud, NOCY[

[TonroroBka nen k mepenade Ha APXUBHOE XPAHEHHUE
MPOGECCUO

F L]

36
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4. YCJIOBUSI PEAJIN3ALIMA MPOTPAMMBI MPO®ECCUOHAJBLHOTO
MOAYJSI TNM.01 OPTAHU3ALMUA JOKYMEHTALMOHHOTIO
OBECNEYEHUSA U ®YHKIIUMOHUPOBAHUS OPTAHU3ALIUU

4.1. TpeboBanusi K MUHUMAJLHOMY MATEPHAJIbHO-TEXHHYECKOMY 00eCIIeYeHH 0

Peamuzanuss mporpaMMmbl  MOAyAs —obOecnmedueHa  HaauudeM  KaOHMHETOB
MOKYMEHTAI[HOHHOTO OOEeCIICUeHMSI YIIPaBJICHHUS, AapXHBOBEJICHUS, ITPABOBOIO
obecriedyeHUsT TPO(PEeCCHOHAILHON JesSTEILHOCTH, JI1a0opaTOpHH KOMIIBIOTEPHOMN
00pabOTKU JOKYMEHTOB, JJOKYMEHTOBEICHUS, YUeOHON KaHLIETSIPUH.

OOopynoBaHue yueOHOTO KabHUHETa:

— ITocagouHble MecTa MO KOJTUUESCTBY 00 yUarOINXCS;

— Pabouee MecTo npernogaBaTens;

— Jlocka mIKOJIBHAS,

— IIxader (cTemnaxu) IS XpaHeHUS JOKYMEHTOB, CIIPAaBOYHOM JIUTEPATYPHI,
yueOHO-IIPOrPaMMHEIX  JIOKYMEHTOB, JIOKYMEHTOB II0 TEXHHKEe O€30IIaCHOCTH,
MaTepualioB JIJII KOHTPOJAS M  MOATAIlHOM  aTTecTalldM, WHCTPYKIIMOHHO-
TEXHOJOTHYECKON JOKYMEHTAIIUU U CITPABOUYHOM JTUTEPATYPHI;

—  KoMnaekT yueOHO-HArIsiIHBIX MOCOOMM: MJIaKaThl, METOJUYECKHE
PEKOMEHJallud, CXEMBI, TaOJHIIbl, KOMIIBIOTEPHEIE MPE3eHTALMH Yy4YeOHOro
MaTepHalia, Keic-TeXHOJIOTHH.

TexHuueckue cpecTBa OOYICHHUS:
— KOMOBIOTEP C JTULEH3UOHHBIM IIPOTrPaMMHBIM 00€CTIEUECHUEM;
— MYJIETUMEUAIIPOEKTOP;
— JKpaH.
Peamm3anus TPOTPaMMBI MOTYJIS mpeamnoJiaract 00s53aTENBHYHO
MIPOU3BOJICTBEHHYIO IIPAKTHKY.

4.2. UapopmanunoHHoe odecneuyeHne 00 yuyeHus

Ilepeyenr  pekoOMeHaAyeMbIX  YUeOHBIX u3daHud, HHTEpHET-pecypcoB,
NONMOJHHUTEJIbHOH JJUTEPATYPHI

OcCHOBHBIE HCTOYHHKH:

1. bopucoB, B. K. DTuka JeJ0BBIX OTHOIICHUH: YueO. IJISL  CTYJICHTOB
00pa3oBaTeILHEIX YUpeXIeHHUH cpea. mpod. oopaszosanus / B.K. Bopucos, E.
M. Ilanuua, M. W. Ilanos, FO. 1O. Iletpyuun, JI. E. Tymuna. — Mocksa: NJ]
«DOPYM»: NMH®DPA-M, 2019. — 176 C. — URL:
https://znanium.com/catalog/product/987726 (mata obopamenwus: 01.03.2022). —
Pexxum moctyna: nis 3apeructpup. unrtareiaed ObC. — TekcT: 3neKTpOHHBIN.

2. beikoBa, T. A. JIOKYMEHTAILIMOHHOE obecrneueHue YIIpaBJICHHUS

(I€IIOIIPOU3BOJICTBO):  yueO. mocooue Jiid CT}’HEHT(B&YMQ@%Q%TEHLHHX
pEH{ﬂEHHH Cpea. Hpﬂdp Gﬁpa?’DBHHHH / IepTuq:unaTB]?HﬁQ%gg1a 0EC 9131%%?&%&&52&

JI. B. Cankuna; oy oonr. pea. T. B. Ky3HeneBeiku— %?%’;EE o[ TePepade MOt ok
MockBa: NHD®PA-M, 2021. — 3044PEXAEHEE KEMEPOBCKMI :
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https://znanium.com/catalog/product/1141796 (mata oopamenus: 01.03.2022). —

Pexxum noctyna: qis 3apeructpup. uuratesein IbC. — TekcT: 31eKTpOHHBIM.

. I'maguit, E. B. /lokyMeHTallMOHHOE OOecneueHrue ympaBlIeHHS: ydeOd. mocooue

I CTYJEHTOB 00pa30BaTeNbHBIX YUpeKIAeHHH cpen. mpod. oOpa3zoBaHUS /
E. B. I'mamquii. — MockBa: PUOP: HNUH®DPA-M, 2020. — 249 c¢. — URL:

https://znanium.com/catalog/product/1065817 (nata obOpamenus: 01.03.2022). —

Pexxum noctyma: aas 3apeructpup. uuratesein IbC. — TekcT: 31eKTpOHHBIM.

. Xabuoymun, A. I'. TlpaBoBoe obecneuenne mpodecCHOHAIbHOU JIEITEIBHOCTH :

yueO. I CTyJEHTOB 00pa30BaTEIBHEIX YUPEKIEHUH cpell. mpod. oopa3zoBanus /
A. I'. Xaoubynun, K. P. MypcamumoB. — 2-¢ u3j., nepepad. u gomn. — Mocksa :
OOPYM: HMH®PA-M, 2021. — 364 c. — Tekcrt: smekrpoHHbIM. — URL:
https://znanium.com/catal(gata oopamenus: 01.03.2022). — PexxuMm jgocTyna: s
3apeructpup. untateaer IbC. — TekcT: 3IeKTPOHHBIM.

rI['If]lIﬂ.J'lHIIT'E.J'II:.H[:.I'E HCTOYHHKH.

1.

bmrom, M. A. DTHKa JICIOBBIX OTHOIICHHU: yued. mocoOue s CTYICHTOB
00pa3oBaTeILHEIX YUpeXJeHui cpea. npod. obOpasoBanus / M. A. bmiowm,
b. . I'epacumosn, H. B. MonotkoBa. — MockBa: ®opym, 2009. — 224 ¢c. — URL:
https://znantum.com/catalog/product/144586 (mata obopamenwus: 01.03.2022). —

Pexxum moctyna: ais 3apeructpup. unrtarenaenn 3bC. — TekcT: 3neKTpOHHBIN.

.I'yryeBa, T. A. KoHpuaeHIIHaIbHOS ICIOIPOU3BOJICTBO: y4eOd. Imocobue I

CTY/JICHTOB o0Opa30BaTelILHBIX YUpeXJeHHl cpea. mpod. oOpazoBanus /
T. A. I'yryeBa. — 2-¢ u3f., nepepad. u gom. — Mocksa: UH®PA-M, 2021. — 199 c.
— URL: https://znanium.com/catalog/product/1191331 (maTta oOpaleHus:
01.03.2022). — Pexwum goctyna: ajs 3apeructpup. umratenern ObC. — Tekcr:
SJIEKTPOHHBIU.

.I'ypeeBa, M. A. IlpaBoBoe oOecneuenne npodeCCHOHAITBHON JIesATEILHOCTH:

yueO. I CTYJCHTOB 00pa30BaTCIBHLIX YUPEKICHHI cpell. mpod. oopazoBanms /
M. A. TI'ypeeBa. — Mocksa: ®OPYM: MH®PA-M, 2021. — 239 c¢. — URL:
https://znanium.com/catalog/product/1225693 (nata oOpamienus: 01.03.2022). —

Pexxum moctyna: nias 3apeructpup. uurateaein IbC. — TekcT: 31eKTpOHHEIM.

. Eropos, II. A. Dtuka: yued. mocoOue a5 CTYJCHTOB 0OOpa30BaTEIbHBIX

yupexkacHuii cpen. mpod. oopazosanus / I1. A. Eropos, B. H. PynaeB. — Mockga:
NMHOPA-M, 2020. — 158 C. — URL:

https://znanium.com/catalog/product/1087061 (mata obpamenus: 01.03.2022). —

Pexxum jmoctyna: aiis 3apeructpup. untatenaein IbC. — TekcT: 3neKTpOHHBIN.

. 3BepeBa, B. II. Opranmzamus ¥ TeXHOJIOTHUS PaObOTHl ¢ KOH(UIESHIIMATLHLEIMH

TOKYMEHTaMH: ydeO. [ CTYyJEHTOB 0O0pa30BaTENbHEIX YUPESKICHUN CpE.
npod. oopazoBanms / B. I1. 3sepena, A. B. HazapoB. — Mocksa: KYPC: MH®PA-
M, 2020. — 320 c. — URL: https://znanium.com/catalog/product/1078083 (mata

oopamenus: 01.03.2022). — Pexum goctyna: 1uist 3aperug it girkahsaaeii ObC.

_ TeKCT' HJIE:KTpDHHLIfI Cepmwdomkat: 240B73B95918A0ECE49D1B8900942A42A03ACBB20
Bnapeneu: Hykoe Bagum lenHageesud, [OCYOAPCTBEEHHOE

. KabGamos, C. 0. Opranuzanus oO1iero u CTICLHATBHOPO GO POTIZBOTICTBA B

YYPEXLE KA
OpraHax MCCTHOI'o cCaMOVIIpaBJICHUA: WEE@CTEHTEHEH ITOCOGHE . AL, CWH%’HTUB o
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00pa3oBaTEILHEIX YUpeXkKJIeHU cpejl. npod. odopazoanusg / C. HO. Kabamos. —
MockBa;: MHDPA-M, 2022. — 421 C. — URL:
https://znantum.com/catalog/product/1855469 (nata obpamenus: 01.03.2022). —
Pexum moctyna: qiis 3apeructpup. untarenaenn 3bC. — TekcT: 3neKTpOHHBIN.

7. MameikuH, A. C. ApxuBHOE €0 B Ccyle: ydued. 1mocodue I CTYJACHTOB
00pa3oBaTeILHEIX YUpeKIeHUH cpell. mpod. odpazoBanus / A. C. MaMBIKuH. — 2-
€ wu3ja., gom. u uchop. — Mocksa: PI'VIL, 2020. — 219 c¢. — URL:
https://znanium.com/catalog/product/1190638 (mata obpamenus: 01.03.2022). —
Pexum moctyna: ais 3apeructpup. untarenaenn bC. — TekcT: 3IeKTpOHHBIN.

8. MartBeeB, P. @. IlpaBoBoe obOecreducHre IIPO(ECCHOHATBLHON IEATCIILHOCTH:
KpaTKHUM Kypc: yde0. Imocobue A8 CTyIEHTOB 00pa30BaTEIBHEIX YUPEKICHUH
cpen. mpod. odbpazosanms / P. ®. MarseeB. — 3-¢ u3/., UCIIp. B JOI. — MOCKBa:
OOPYM: NMHOPA-M, 2020. — 128 C. — URL:
https://znanium.com/catalog/product/1061880 (mata obpamenus: 01.03.2022). —
Pexxum jmoctyna: aiis 3apeructpup. untareiaed ObC. — TekcT: 3IeKTpOHHBIN.

9. OcoOEHHOCTH  OpraHM3allMOHHO-TEXHHUECKOr0  ODecnmedeHHs  CyJcOHOM
NEATENBHOCTA: yued. MmOoCcOoOHMe I8 CTYJEHTOB OOpa30BATECIBHBIX YUPEKICHUU
cpe. mpod. odbpazoBanus / aBT.-cocT. E. B. I'epacenko. — Mocksa: PI'VII, 2020.
— 284 c. — URL: https://znanium.com/catalog/product/1689603 (nata obpaleHus:
101.03.2022). — Pexwum jnoctynma: aas 3apeructpup. uurateneit DbC. — Tekcr:
3JIEKTPOHHBIM.

10. Ilpanko, I'. C. IlpaBoBoe obOecneuecHHe NpodpecCHOHANTBEHON JICSITCIBHOCTH:
yueO. JJIsl CTYJIEHTOB 00pa30BaTelILHEIX YUPEKACHHUI cpel. mpod. oOpa3zoBaHus /
I'. C. Ilpanko. — MockBa: PMOP: MH®PA-M, 2021. — 177 c¢. — URL:
https://znanium.com/catalog/product/1461283 (mata oOpamienus: 01.03.2022). —
Pexum moctyna: qiis 3apeructpup. untarenaenn 3bC. — TekcT: 3neKTpOHHBIN.

11. Temmenko, A. W. IlpaBoBoe oOecreucHue MpodeCCHOHAIBHON JIeATEIbHOCTH:
yueO. JJISI CTYJIEHTOB 00pa30BaTeIbHBIX YUPEKICHHUI cpell. mpod. odpa3oBaHus /
A. U. Teimenko. — 4-e u3n. — Mocksa: PUOP: TH®PA-M, 2021. — 221 c¢. —
URL:  https://znanium.com/catalog/product/1788152  (mata  oOpamieHus:
01.03.2022). — Pexwum pgoctyma: aas 3apeructpup. uurareaeid DbC. — Tekcr:
3JIEKTPOHHBIN.

12. ®enoroBa, E. JI. HNudopmanmoHHBIE TEXHOJOTHH B IIpodeccHoHaTLHOU
NEATENBHOCTU: yued. MmocoOHMe I CTYJEHTOB OOpa30BATECIBHBIX YUPEKICHUU
cpen. mpod. oopazoBanus / E. JI. degoroBa. — MockBa: ®OPYM : MHD®PA-M,
2022. — 367 c. — URL: https://znanium.com/catalog/product/1786345 (mata
obpamenus: 01.03.2022). — Pexum goctymna: a8 3apeructpup. untareaeu 3bC.
— TeKCT: AIIEKTPOHHEIMN.

Ilepuonnyeckune u3aaHuda (0Te4YeCTBEHHBbIE JKYPHAJIbI):

1. IlpodeccuonansHOe 00Opa3oBaHKMe B coBpeMeHHOM MHpe: Professional education
in the modern word: Bcepoccuiickuii HaydHBIN KYRHAT on o ReIUTEND
denepanbHOE TOCYJapPCTBEHHOE 6ID,HH{6THC§GW“‘B€@3WQ.W@BD?%M 78820

Bnapeneu: AKykoe Bagum NenHagsesm TBEHHOE

BEICIIETO  obOpa3zoBaHus  «HoBocuOmpckuia FOCYapCTBe HEELH O5Parpap
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yHuBepcuteT». — 2011 - . — HoBocubupck: ®I'VII «M3garensctBo CO PAH»,
2020 -. -ExexBapt. — TEeKCT: HEMMOCPEICTBEHHBIM.

2. CnpaBOYHUK KaJpOBHUKA: JKYpHAJI PYKOBOJMUTENIS KaJpOBOU  CIYKOBI /
yapeautenb OO0 K®PI] «Aktuon». - 2011 —. - Mocksa: OO0 «MLIPIP», 2018
- . - ExeMec. — TekcT: HEITOCPEICTBEHHBIN.

3. YpaBnenue mpoeKkTaMu: HH(POPMAIIMOHHO-aHATUTHYeCKUH K ypHal. — 2004 - . —
MockBa: OOO «HckyccTBO ympaBiaeHus mpoekTtamu», 2020 - . - Exemec. —
TeKcT: HermoCpeICTBEHHBIM.

HNHTEepHEeT-pecypChI:

1. 'apanT: mHpOpMaMOHHO-TIpaBOBO# mopTan: caiT. — URL: http://www.garant.ru
(mata obpamenus: 01.03.2022). — TekcT: 3IEeKTPOHHEBIMN.

2. 'AY T'ocynapcrBennbiii apxuB Ky3z0acca: caur. — URL: http://arhiv42.ru/(naTa
oopamienus: 01.03.2022). — TekcT: 31€KTPOHHBIMN.

3. KoncynwraHT 1L110C: HaJie)kHas MpaBoBas mojiaep:kka: JIeJ0mpou3BOJICTBO: CalT.
— URL: http://www.consultant.ru/law/podborki/theme-deloproizvodstvo/ (mata
obpamenus: 01.03.2022). — TekcT: 3I€eKTpOHHEI.

4.3. O01mue TpedOBAHNA K OPraHU3AIMHA 00PA30BATEIBLHOI0 MPOIECCa

OcBoeHue MpOrpaMMEI MOTyJIs1 Oazupyercs Ha M3y4eHUHU
oOrienpodecCHOHANBHON JIUCHUINIMHEL «YTIpaBIeHHe IepcoHalIoM». lIporpamma
npodeccuonansoro  Moayias IIM.01  Opramm3anmuss J0KYMEHTAIHOHHOIO
od0ecrmeyeHHss YyNpapieHHss H (PYHKINHOHHPOBAHHSA OPraHU3AIMH BKIIIOYACT
TEOPETUUECKOE OOyUYEeHHE U IMPAKTHUECKHE 3aHSITHS, HAa KOTOPBIX MPOMCXOJIUT
OPaKTUYECKOE 3aKpEIUICHHE 3HAHMIM, MOJYYSCHHBIX Ha TEOPETUUECKMX 3aHSTUSX.
HeoOxoquMBIM  yCIIOBHEM OpraHM3allid oOpa30oBaTEILHOTO IIpolecca Oyaer
SIBISTBCS HAJTUUHUE MaTepHaIbHO-TEXHHMUYECKOTO OCHAIIICHUS YKa3aHHOTO B 1I1. 4. 1.

OO0s3aTeNbHBEIM YCIOBHEM OIyCKa K ITPOM3BOJCTBEHHOM IPaKTHKE B paMKax
npodeccuonansoro  moayias IIM.01  Opranm3anuss J0KYMEHTAIHOHHOIO
od0ecrmeyeHHss ynpapjeHHss H (PYHKIHOHHPOBAHHS OPraHU3AIMUH SBISCTCS
MPOXO0XKCHUE YICOHON MPAaKTHKH JJI MOJYUYCHHS IEPBUYHEIX IPpodeccCHOHaIBHBIX
HaBRIKOB B paMKaX JaHHOTO MNpo(eCCHOHAIBHOrO MOIyas. IIpom3BojacTBeHHas
MpakTUKa IIPOBOJMTCS B OpraHu3alusaX, HaIpaBIeHUE OEITEIbHOCTH KOTOPBIX
COOTBETCTBYET MPOQHIIO ITOJITOTOBKH CTY/ICHTOB.

4.4. Kaaporoe o0ecnieueHne 00pa3oBaTebHOI0 mpoiecca
Peanmu3amusi ocHOBHOII ITpodecCHOHATBHON 00pa30BaTeIbHON IPOTpaMMEl II0
CIICUAIBHOCTH oOOeclneueHa MNeJarormdeCKUMHM KajJpaMH, HMEHOIIHUMH BEICIIEE
nmpodecCHOHAIBHOE 00pa30BaHUE, COOTBETCTBYIOILES ITPOMIIITIO MO YIS
[IpenojaBaTeIl, OTBEYAIOIIHE 3a OCBOSHHE 00yJarOIIHMMCS MPOdeCCHOHATLHOTO
[IUKJIa, WMEKT ONBIT JEATCJIBHOCTH B  OpraHU3alysX COOTBETCTBYHOIIECH

MpoeCCUOHAIBHON cepbl. ITU TPernoAaBaTeIN  NPOXGAh GrdAARRBKY B

HpD‘bPﬂIBHLIK GPFHHHBHHHHX He peme DﬂHGFD pagéEﬂTH}Wﬂﬁ{DB?EBBEE1BﬂDECE-‘iE‘D1E9DDE‘42&¢EADE#CEBE’G
Bnapeneu: Hykoe Bagum lenHageesud, [OCYOAPCTBEEHHOE

NMPOSECCUOHANBHOE OBPA3OBATENBHOE
YYPEXIOEHWME KEMEPOBCKWMA
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S. KOHTPOJIb | O EHKA PE3YJIbTATOB OCBOEHUA
MNPOPECCUOHAJBHOTO MOJVJA (BUJA MPOPECCUOHAJTBHOU
JNEATEJBHOCTH)

Pe3yabTarsl
(ocBOCHHBIE OcHOBHBIE MOKA3ATEIH DopMBbI 1 METOAbI
npo(pecCHOHAIbHbIE OIEHKH Pe3yJbTaTa KOHTPOJISI H OIIEHKH
KOMIIC TCHIHH)

KoopaunupoBaTh padborty | Opranuzanuss  pabouero | Habmronenue 3a

OpraHu3aluu (IpueMHOM | MecTa CEKpETaps; | J€ATEIbHOCTHIO B

pyKoBoauTelsi), BecTu mpueM | OCylllecTBIEHHE DpUeMa | IIpolecce OCBOCHHMS

MOCETUTEIEH. MOCETUTEIIEM W  HMHBIX | IIPOrPAMMEI

BUJIOB OPTaHH3AI[HOHHOTO | MPOo(PECCHOHAIEHOTO
00CITy»KHBaHHUS. MOOYJISl  CTyJEHTa H
OLICHKA JIOCTHIKEHU S
pe3yJibTaTa uepes:
- AKTHBHOE Yy4YacTHE B
X0JI€ 3aHATHS;
- YCTHBIM U ITUCBMEHHBIN
OIIPOC;
-pelIeHne  MPOOJIEMHO-
CUTYallMOHHBIX 3ajJad Ha
MPAKTHYECKUX 3aHSATHSX;
- 3aJlaHU S TLITSE
CaMOCTOSTEIEHOM
paOoTEL

OcymecTBiIssTh pabdbory 1mo | Opranmzanus moArotroBku | HabmoneHue 3a

MOJITOTOBKE M MPOBEICHUIO | U MPOBENCHUSA | I€ITCIBHOCTEIO B

COBEI[aHHWH, JEJIOBBIX BCTPEY, | TEXHUUECKOTO mpolecce OCBOCHHUS

MPHUEMOB M ITPE3CHTALINN. 00CITy)KVMBaHUS IpOTrpaMMBI

KOH(EPEHTHBIX nmpodeCcCHOHAIBEHOTO
MEPOTTPUSTHH. MOOYJISl  CTyJEHTa U
OcCyILIeCTBICHUE OLICHKA JIOCTHIKCHUS
Telle()OHHEBIX pe3yJibTaTa uepes:
EPETrOBOPOB. - AaKTHBHOE€ Yy4YacCTHE B
Opranuzanus X0JI€ 3aHSITHS;
00CITyKUBaHUS - YCTHBIN M ITHCBMEHHBIN
COBEII[aHHU U, JIEJIOBEIX | OTIPOC;

BCTpEY, MPUEMOB U | -pelieHrne  mpoOJIeMHO-
Mpe3CHTaLM . CUTYallMOHHEIX 3ajad Ha

Ceptudukar:
Bnapeneu:

2408
Hywpe

HpHKTHqECKHK 3AHATHAX,
[IOKYMEH
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2A03ACBB20
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pPaOOTHI

OcymiecTBisATe  moArotoBky | CocTaBieHue nepeuHs | Habmogenue 3a
JIETOBBIX MOe3/J0K | JOKYMEHTOB, JIeSITEJIBHOCTBIO B
pyKOBOIUTENSI W JIPYTHX | HEOOXOAUMBIX [IpH | IIporiecce OCBOCHUS
COTPYJIHHUKOB OpTraHH3aIHH. o OpMIICHH I TpOTrpaMMBI
KOMaHIUPOBOK. mpodecCHOHATBHOTO
CocrtaBiaeHue M | MOOYJISI  CTyJA€HTa U
COTJIaCOBaHHUE IMPOTPaMMEI | OLICHKA JIOCTHIKCHU S
KOMaHIHPOBOK. pe3yJibTaTa 4epes:
- AKTHBHOE Yy4YaCTHE B
X0JI€ 3aHSITHS;
- YCTHBIN YU ITUCBMEHHBIN
OIIPOC;
-pE€lICHUE MIPOOJIEMHO-
CUTYallMOHHEIX 3ajjad Ha
MPAaKTHYECKUX 3aHATHSAX;
- 3aJlaHU S TJTS
CaMOCTOSTEIbHOM
PaOOTHI;
Oprann3oBBIBaTh pabouee | PannonansHas HaOmronenue 3a
MECTO CeKpeTaps M | OpraHu3alns pabouero | IeITeIbHOCThIO B
PYKOBOJUTEIIS. MECTA. OnTuMalbHEIN | TpolLiecce OCBOCHHMS
OdopMiIaTh U | moJ00p HEOOXOJUMOr0 | MPOTrPaMMEI
pPETUCTPUPOBATH 00Opy/TOBaHHUSI U CPEJCTB | IPO(PECCHOHAIEHOTO
OpraHu3allUOHHO- o(HCHOM TEXHUKH, | MOAYJIA  CTyJE€HTa M
pacCIoOpsSAUTEIbHBIC KaHLIECISIPHH. OLICHKA JIOCTHIKCHU S
JNOKYMEHTEI, KOHTPOJIIUPOBATh pe3yJibTaTa uepes:

CPOKH UX MCIIOJTHCHHA.

- AKTHBHOE Vy4YacTHUE B
XOJI€ 3aHATHUS,
- YCTHBIN U ITUCBMEHHBIN
OIIpOC;
-pelieHre  MpoOJIEMHO-
CUTYallMOHHBIX 3ajlady Ha
MIPAKTUYECKUX 3aHATHUAX;
- 3aJIaHU S JUTS
CaMOCTOATEJILHON
pPaOOoTHL;

- BBIIIOJITHEHUE KYPCOBOM

O/ NOAMNUCHIO

OOpabaTeIiBaTh BXOJSIIHE U
UCXOISIIIIE JIOKYMEHTEI,
CUCTEMATHU3NPOBATh HX,

ITpaBuIbHOCTE 06
Bnapeneu:

BXOOAIIUX M UCXOOAIIAXI®
JIOKYMEHTOB.

V4P
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COCTABISITh  HOMEHKJIATYPY
nen H G OopMHUPOBATE
JTOKYMEHTEI B JIeTIa.

ITpaBUNBEHOCTE
CUCTEMaTU3AIIUH
JTIOKYMEHTOB.
IIpaBUNBEHOCTE
GopMUpOBaAHUS el
OpraHU3alMH.
IIpaBUNBEHOCTH
COCTABJICHUS
HOMEHKJIaTYPHhI JIEN

ITPOTPAMMBI
mpo(heCcCHOHATIEHOTO
MOIYJIA  CTYJAEHTa U
OLICHKa JIOCTHKEHUS

pe3yabTaTa uepes:

- AaKTHMBHOE Y4YacTHUE B
XOJ1€ 3aHATHS;

- YCTHBIA U TUCBMEHHBIU
OIpoc;

-ohopMIIcHUE
OpraHU3alMOHHOPACIIOP
SIIUTEIILHOU

JIOKYMEHTAaI[U! Ha
MPAaKTUICCKUX 3aHSATHUIX;
- 3a/JaHUS 1St
CaMOCTOSITEIbHOM
PaOOTHI;
- BBIIIOJIHEHHE KYpPCOBOM
padoT
CamocTostensHO paborathk ¢ | [IpaBunsHOCTE 00paboTku | Habmogenue 3a
NOKYMEHTaMHU, COAEPIKAILMMHU | U XpaHEHUS JOKYMEHTOB, | JICATEIbHOCTHIO B
KOH(pHUIECHIINATIBEHYIO COJIEpIKAILIUX mpolecce OCBOCHHUS
HH(pOpMAIIHIO, B TOM YHCIE C | KOH(DHUICHIIUATIEHYO IPOTPaAMMEI
JOKyMEHTAMH TIO JIMYHOMY | HH(OPMAIHIO. mpodecCHOHATBHOTO
COCTaBy. IIpaBUABHOCTE 00PaOOTKM | MOAYJISL  CTYJEHTAa M
M XpaHEHUS JJOKYMEHTOB | OlLl€HKa JIOCTHIKECHU S

IO ITMYHOMY COCTABY

pe3yJibTaTa 4epes:

- AKTUBHOE YyYaCTHE B
XOJI€ 3aHSATHUS,

- YCTHBIN U ITUCBMEHHBIN
OIpoC;

-pelIeHne  MPOOJIEMHO-
CUTYallMOHHBIX 3ajla4 Ha
IPAKTUYECKUX 3aHATHUAX;

- 3a/JaHu S IS
CaMOCTOSITEILHOM
paboTHI;

- BBIIOJIHEHHE KypPCOBOM
paboTEI
OcymecTBaaTh  Teledonnoe | CodmroneHue npaBull | HaOmroeHue 3a
oOcny)XUBaHUE, IPUHUMATE U | Telle()OHHOTO TUKETA. | JeSITEeIBHOCTRIO B

nepeiaBaTh (paKCHI.

[TpaBUIBHOCTE TNIpUEMa M

nepenadu @a@mﬁm .

YK

8] OAarMncAH
HPOBSCER IO MCoO CBOCHISE
1 900942A42A03ACBB20
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3BOHKOB.

OLICHKA JIOCTAKECHUS
pe3yJibTara yepes:

- AKTUBHOE V4YacTHUE B
XOJI€ 3aHSATUS,

- YCTHBIN YU ITUCBMEHHBIN
OIIpOC;

-pelIeHne  MPOOJIEMHO-
CUTYallMOHHBIX 3ajJlady Ha
MPAKTUYECKUX 3aHATHUAX;
- 3aJIaHU S TUTS
CaMOCTOSTEJIbEHON
pabOoTHL.

OCyILEeCTBIIATD

ITOITOTOBKY

HOCI K IIEpeaadyc Ha apXHUBHOC

XpPaHCHHC.

IIpaBUNBEHOCTE
OCYILIECTBJICHUS
MOATOTOBKHU
mepegayue
XpaHEHUE

e
Ha

APXHUBHOC

K

HaOmronenue
NEATEIIBHOCTHIO
mpolecce
TpOTrpaMMBbI
po(EeCCHOHATIEHOTO
MOJYJISl CTyJEHTa H
OLICHKA JIOCTHIKCHU S
pe3yJibTaTa uepes:

- aKTHBHOE€ YYacCTHE
X0JI€ 3aHSITHS;

- YCTHBIN U ITUCBMEHHBIN
OIIPOC;

-pelIeHre  MpoOJIEMHO-
CUTYallMOHHEIX 3ajJad Ha
MPaKTHYECKUX 3aHATHAX;
- 3aJlaHU S TLITSE
CaMOCTOSATEIEHOM
pPaOOTHL;

- BBIIIOJTHEHHUE KYpPCOBOH
pPaOOTHL;

3d
B
OCBOCHHA

B

CocTaBiasTh
OCYIIIECTBISTH

OIIMCH

HCJL,

ITOJATOTOBKY

€I K Hepecgaduc B apXHB

OpraHu3aliu,
roCyJapCTBEHHBIE
MYHHUIMIIAIBHEIE aPXHUBHI.

H

ITpaBUNBEHOCTBE
COCTABJICHHS OMUCH JIET.
ITpaBUNBEHOCTE
MOJATOTOBKHU
nmepegaue
OpraHU3alMH.
ITpaBUNBEHOCTH
MTOJATOTOBKHU
rmepegaye
MYHULIMITAIBHBIE, ™"

rocyJapCTBEHHEIE
ApPXHBHI.

e
B

bi (S}

ApXUB

K

K
B
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mpo(eCcCHOHAIBEHOTO
MOJYJIsl  CTYyJeHTa U
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-pellIleHue  IpoOJIEeMHO-
CUTYallMOHHBIX 3ajla4 Ha
MPaKTUICCKUX 3aHATHUAX;
- 3a/]JaHUS TJ1s1
CaMOCTOSITEIbHOM
pPaOOTHL;

- BBIIIOJTHEHUE KYPCOBOM
pPadOTEI

OcymecTBiIsiTh  paboOTy ¢
HOPMAaTUBHO-IIPaBOBOM 5|
MH(pOPMALMOHHO-
CIIPaBOYHOU JJOKYMEHTAILIHE M.
Mcnons30BaTh TEXHUYECKHUE
CpeACTBa  YyIpaBJIEHHUS B
OpraHHU3allyH.

BecTu 1€10BY 10 IEPEIIUCKY

@opMBEI U METOJIBI KOHTPOJISI M OLEHKH PE3YyJILTAaTOB OOYYEHHUS MO3BOJISIOT
IPOBEPATL y CTYJAEHTOB HE TOJLBKO C(POPMHUPOBAHHOCTL Npo(peccHOHATBHBIX
KOMIIETEHI[MM, HO U pa3BUTHE OOI[MX KOMIETEHIMA U 00ECIIEYMBAIOIIUX UX YMEHUH.

Pe3yabTarsl
OcCHOBHBIE MOKA3ATEIH DopmMbI U METOAbI
(ocBOE€HHBIE 001ITHE
OIEHKH Pe3yJabTaTa KOHTPOJIS H OIIEHKH
KOMITCTCHIIHH)

Ilonumate cymHOCTH U | JleMoHcTpanus uHTepeca K | HaOmroneHue 3a
COLIMAIBHYIO 3HAYUMOCTE | OyyIleil mpodeccun JEATEIBHOCTBIO
cBoel OymyIlell mpodeccuw, CTYJ€HTOB Ha Yy4eOHOMU
[IPOSIBJISITH K HEU [IPAKTUKE.

YCTOWYHUBEIM UHTEPEC.

BKCHEPTHDE OLICHMBAHHKC
BBIITOJIHCHHWA 34/1dHKWA HaA

[TPOU3BO/ICTBEHHOU

[TPAKTUKE.

3amnmra

CaMOCTOSATEIBHBIX padoT
OpraHnu30BEIBaTh Beibop wu npumeHenume | HabmongeHue M oleHKa
COOCTBEHHYIO JEATCIBHOCTD, | MCTOIOB 51 CIIOCOOOB | PE3YJIETATOB BEIMOJTHCHUS
BbIOUpATh TUIIOBBIE METOJBI | pEIICHUS MPaKTHYECKUX padoT.
H CIIOCOOBI  BBEIIOJHEHHS | MpodeccHoHalbHEIX  3ajad | HaOmogeHune 3a
npodeccuoHaNLHEIX  3ajad, | B 06JIaCTH | JHCAPOIEbHOHEINO
OLIEHUBATh MX | JOKyMEHTAal[HOHHOFG H ™" f;ff TGIVACHTOR “Ha - SYEOHOM
3 (PEeKTUBHOCTE U KAYECTBO. | O€3JOKYMEHTHOTO UL IDARTHIE, Dol oA T EHO
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Onenka 3¢ dekTHBHOCTH H
KauyecTBa BEIITOJTHEHH S
3aad B o0l1acTu
JOKYMEHTAIITHOHHOTO H
0€3/I0KYMEHTHOTO
oOecIieueHHs YIIPaBIICHUS.

BBIITOJIHCHHWA 3a1dHHWA Ha
ITPOU3BOJ CTBEHHOU
ITPAKTHKC.

IlpunuMmaTe  pemeHus B | Pemenue craHgapTHeIX © | HaOmogeHne # OllCHKa
CTaHJapTHBIX M | HECTaHJapPTHBIX PE3YJIBTATOB BBIMOJIHEHUS
HEeCTaHJIaPTHLIX CHUTYyalUaX | mpodecCHOHANLHEIX 3aJiad | IPaKTHYECKUX padoT.
51 HECTH 3a HUX | B JJOKYyMeHTallMoHHoro u | HaGmoneHnue 3a
OTBETCTBEHHOCTD. 0€3/I0KYMEHTHOTO EeSATEILHOCTERIO
oOECIICUeHHUS YIIPABICHUA. | CTYJCHTOB Ha Y4YCOHOM H
[IPOU3BOICTBEHHOU
[IpaKTHUKaX.
OcymecTBisaTe MOHUCK U | DPpPeKTHBHEIHI nmouck | HaOmonenne W  olleHKa
HCIIOJB30BaHHUEC He0OXO MO PE3YJIBTATOB BBIMOJHECHUS
nHpopMaLIUi, HeOOXOMUMOH | HH(popMauu, paboTa Ha | IpPaKTHYSCKHX pabdoT.
by 6| ypdexrusnoro | 1K, ucnons3oBanue | HaO0mronenue 3a
BBITOJTHE HU S MHTEpHET-pECYPCOB. NESATCIBHOCTRIO
nmpodeccHOHAIBHBEIX  3ajiad, | Mcmoabp30oBaHMe pa3IUYHEBIX | CTYJASHTOB Ha YYeOHOH
mpo(eCCHOHATBEHOTO M | ICTOYHHKOB, BKJIFOYAs | IPAKTHUKE.
JTUYHOCTHOT'O Pa3BUTHS. 3JIEKTPOHHEIE. DKCIEepPTHOE OLICHUBAaHHUE
BBIMOJIHEHUS 3aJaHUsI Ha
[IPOU3BOJICTBEHHOU
[IpaKTHKE.
HaOmronenne 3a
NEeSATECILHOCTERIO
00y4aroIIerocs B
IpoLecce MOJATOTOBKA U
BBICTYILIICHHUS C
IOKJIagaMH 5|
COOOIL[EHUIMHU,
BBLIMOJIHEHUSA W 3allUTHI
KYPCOBOU PaOOTHL
HNUcnoas30BaTh HUcnons3oBaHue HaOmronenne 3a
HH(pOpPMaIIHOHHO- [IPOrpaMMHOTO NESATCIBHOCTRIO
KOMMYHUKAI[UOHHEIE obecrneueHUsT B 00JIacTH | 00ydaroIerocs B
TEXHOJIOTUHU B | IEJIOMPON3BOCTBA M | mpolecce  paboTEI €O
nmpodeccuoHaIBEHON CEKPETapCKOTO CIIELMATU3UPOBAHHBIM
NEeSTEILHOCTH. 00CITy)KHBaHUS. ﬂ%mm
oo oo JOSCIICHCHICM, 0
Paborate B KoluiekTHBEe WU | BzaumonelcTBHE ﬂg@ HOERHTE S0P TEIPHOE 3

KOMaH]IE,

3(pHEKTHBHO

OOYUAIOIIUMHUCS, feiicranrenes: c 21

[l e T FELATE T %sn 1 ALFs 76 8

JFCATEIBHOCTHIO
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OOIIATBCS €  KOJUICTaMH, | IPEMOJaBaTeIsiIMA B XOJI€ | OOydarolerocss B  XOJE

PYKOBOJICTBOM, o0y4deHus M | BBIITOJTHEHUS

MOTPEOUTEISIMH. ITPON3BOJICTBEHHOM MPaKTHYECKUX  3aJJaHHU,

MPaKTUKHU MPOXOKICHUS

MPON3BOICTBEHHOM
MPAKTUKH

bpatb Ha ce0s | [IposiBeHnue HaoOmoieHue 3a

OTBETCTBEHHOCTE 3a pPabOTy | OTBETCTBEHHOCTH 3a PaboOTy | I€ATEIBHOCTHIO

4JICHOB KOMAaH/IbI | 4JICHOB KOMaHJbl, | OOyJarIierocs B XOJe

(MOJYMHEHHBIX), PE3YJbLTAT | PE3yJIbTAT BBINTOJTHEHUS | BEITOJTHEHUS

BBIITOJTHEHUS 3aJaHUM. 3aJaHus. MPaKTHYECKUX 3aJaHMM.

CaMOCTOSTEJILHO Opranuzanus HaOmronenne 3a

OIIPE/ICNSATh 3aJ]Jaud | CAMOCTOSITENEHBIX 3aHSITHM | J€ITEIbHOCTHIO

mpodeccuoHaIEHOTO M | IpU M3YUYEHUH | OOyJaroerocss B  XOJE

JIMIHOCTHOTO pa3BUTHSA, | IPODECCHOHAILHOTO OCBOCHHS

3aHUMAaThCS MO TYJIS. nmpodeccHOHaTBHOTO

caM0o0o0pa30oBaHHUEM, MOJTYJIS.

OCO3HAHHO MJIAHUPOBATh

MMOBBIIICHUE KBaIH(DUKAIIUH.

OpueHTUPOBATECS B | YUUTBIBATh B pabore | HabmoneHnue 3a

YCIIOBHUSIX 4YacTOM CMEHHI | IOSBIICHUE HOBBIX | CAMOCTOSTEIIEHBIM

TEXHOJIOTUU B | TEXHOJIOTMM B  00JIaCTH | IIOUCKOM HOBOM

nmpodeccuoHaaLHON JIOKYMEHTAIlHOHHOTO U nHpopMaIHu, ec

NESATCIIEHOCTH. 0€3/10KYMEHTHOTO OPUMEHEHHUE B  XOJIE

oOecIieueHUs YIIpaBICHUS | BBIITOJIHEHUS

CaMOCTOSITE/IbHBIX,
MPaKTHYECKUX 5]
KYPCOBBIX padoOT.

Ceptudukar:
Bnapeneu:

AOKYMEHT MNOANCAH
SNEKTPOHHOW NOAMWCLHKD

240B73B95918A0ECE49D1B900942A42A03ACBB20

Hykoe Bagum lenHageesud, [OCYOAPCTBEEHHOE
NMPOGECCHUOHANBLHOE DEF‘A?:DEF&TEJ"II::HGE
YyHYPEXIOEHWME KEMEPOBCKKWA
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