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1. OBIIME ITOJIOXKEHUA

1.1. HopmaTuBHYIO IPaBOBYIO 0a3y COCTABJISIOT:

- ®epepanpHblil 3ak0H 0T 29.12.2012 Ne 273-03 «O06 obpazoBanuu B Poccuiickoit denepannny;

- TumoBoe monoxenue 06 00pa30BATEIHLHOM YUPEKICHUH CPEAHEro Mpo(ecCHOHANIBHOTO0 00pa30BaHMS,
yTBepKIAeHHOe noctaHoBieHueM [IpasutensctBa Poccuiickoit @enepannn ot 18.07.2008r. Ne 543;

- Tlopsimox opraHu3anyd W OCYIISCTBJICHHS 0O0pa30BaTEIbHON JIEATSIBHOCTH IO 00pa30BaTEIbHBIM
IporpaMMaM CpeIHero mnpodeccuoHaIbHOTO 00pa3oBaHUs, YTBEPXKAEHHBIM NpukazoM MuHHCTEpCTBa
oOpa3oBanus u Hayku Poccuiickoii @enepammu ot 14.06.2013 Ne 464;

- @enepanbHbI TOCYAAPCTBEHHBIM 00pa30BaTEIbHBIA CTAaHIAPT CpPEIHETr0 MPO(PECCHOHATHLHOTO
obpazoBanus no mpodeccuun 034700.01 cexperapsp (yTB. mpukazoM MuHHCTEpCTBA 00pa30BaHUs U HAYKH
P® ot 2 aBrycra 2013 r. N 657);

- [lonoxenue 06 oka3aHUM IJIATHBIX 00Pa30BATENbHBIX YCIYT

1.2. O0mas xapakTepuCcTHKA MPOrpPaMMBbI

[IporpamMma nmoAroToBKM perjaMeHTUPYET 1IeNId, 0’KUJaeMble Pe3yIbTaThbl, COJAEPKAHUE, YCIOBUS U
TEXHOJIOTUU peanu3aluy 00pa3oBaTENbHOIO MpoIlecca, OLIEHKY KadecTBa IMOATOTOBKHM CHyIIaTens 1o
JAHHOMY HAalpaBJCHUIO TOJATOTOBKM W BKJIIOYaeT B cels: ydeOHBIH MiaH, pabodyro mporpaMMmy u
METO/JMYECKUE MaTepHasibl, OOEeCHeurBaOIIie pealnu3alio COOTBETCTBYIOIIEH 00pa3oBaTENbHOMN
TEXHOJIOTHUH.

1.3. HopmatuBHbIii cpok ocBoeHusi 2 mecsina (2504ac)

1.4. TpeGoBaHus K CJOyHIaTeSI0
JIuma, mocrymaronye Ha 00y4eHre, T0JDKHBI HMETh:
- aTTecTat 00 OCHOBHOM 00111eM 00pa3oBaHUH.

1.5. CorsiacoBanme nporpamMmMbl ¢ padoToaaTeIsIMU.

[Tporpamma moaroToku OIIIIO no mpodeccun 890203 Cekperapb pyKOBOAUTEIS
corjacoBaHa ¢ palOToAaTeNsIMU B YacTU CTPYKTYpbl M cojaepkaHus — ['ocynapcTBeHHOE YydpexaeHHe

«AnTalickoe pernoHajabHOE OTIelneHHe (OoHIa CONMAIBHOTO cTpaxoBaHus PDy», dumman Ne6 AO B nwmie
nupektopa E.B. CtpykoB

2. XAPAKTEPUCTHUKA TPO®ECCUOHAJIBHOM JESATEJBHOCTHU CJOYIIATEJIS
2.1.004acTh NpoeccCHOHAILHOM eI TeJIbHOCTH BHIMYCKHUKOB: BHITIOJTHEHUE TEXHUYECKUX (DYHKIIUN
10 00ecTeyeHNI0 U 00CITY)KUBAHUIO PAOOTHI PYKOBOJIUTENSI OpPraHU3aIMK, CBA3aHHBIX C TIOJITOTOBKOM,
XpaHeHHeM, 00pabOTKOMN ¢ OMOIIIBIO CPEACTB OPraHU3aMOHHON TEXHUKH HE0O0X0IMMO#l MHpOpMAaIUU U
JIOBEJICHUEM €€ JI0 MOTPeOUTes.

2.2. O0BbeKThI NPO(PeCCHOHAIBHOH JeATEeJbHOCTH BBINTYCKHHUKA:

- IOKyMEHTHUPOBaHHAst HHPOpMAIIHS;

- MpoIIecC TEXHUYECKOTO 00CTyKUBaHUS PabOThl PYKOBOAUTEIS;

- OpraHu3allOHHAs TEXHUKA.

2.3. Buabl npogeccHoHATIbLHOM 1eATeJILHOCTH BhIYCKHUKA:

- NHdopMaIimoHHO-TOKyMEHTAIMOHHAS IS TEIbHOCTD.

- OpraHu3aioHHast 1eATeIbHOCTh

2.4. Tpe6oBaHus K pe3yJbTATaM OCBOEHHSI OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMMbl

Breimycknuk, ocBousimii OII1O, nomxken 06maaats npodeccnoHATbHBIME OOIIUMU KOMIIETSHIIUSIMU,
COOTBETCTBYIOIIMMU BUJIaM JESATEIBHOCTH:



Kon HaunmenoBanue BUA0B Mpo(eCCHOHATBHOM EATETHHOCTH U MPO(PECCHOHATBHBIX KOMITETCHIIUH

BIIJ 1 NHubopMannoHHO-JOKYMEHTAIIMOHHAS ACSITeTbHOCTb.

CocTaBnsTh, peIaKTHPOBATH U 0(OPMIIATH OPraHU3AIMOHHO -PACIOPSAUTEIBHYIO
JOKYMEHTAIMIO, CO37aBaEMYI0 B OpraHM3alliH, COTJIACHO TpeOoBaHUsAM [ 0cy1apCcTBEHHBIX

HK 1.1. | crangapros (FOCT) 1o 0dOpMICHHIO JOKYMEHTOB C HCIIOIb30BAHIEM COBPEMCHHBIX BUIIOB
OPraHu3alMOHHON TEXHUKH.

IIK 1.2. | Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHU3alMU C UCIOJIb30BAHUEM COBPEMEHHBIX BUIOB
OPraHu3alMOHHON TEXHUKH.

I[IK 1.3. | CoctaBasaTs 1 0QOpMISITE HOMEHKIIATYPY JIe] OpraHu3anuu, GopMupoBaTh jaeia B
COOTBETCTBUU C YTBEPKJACHHONW HOMEHKJIATypOoil, 00ecrieunBaTh UX COXPAHHOCTb B TEKYILEM
JIEJIONIPOU3BOJICTBE C UCIIOJIb30BAHNEM COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKHU.

[IK 1.4. | OcyuiecTBasTh MOATOTOBKY JIeJ K TIepeaue Ha apXUBHOE XpaHEHHE.

I[IK 1.5 BbInosHATh MalIMHOTIMCHBIE Pa0OThI PAa3IMYHOMN CTETIEHU CIOKHOCTH.

BIIJ 2 OpranuzanuoHHas AeSITEIbHOCTD.

K 2.1 KoopnunupoBats paboty oduca (mpueMHOM pyKOBOIUTENS), OPTaHU30BbIBATh MPUEM
MTOCETUTENEN.

[IK 2.2 OcymecTBiATh TenepoHHOE 0OCTYy)KUBaHUE, TPUHUMATH U TepeaBaTh PaKCUMUIbHBIE
COOOIIIEHHUS.

11K 2.3 OcymiecTBIATh pabOTy MO TOJATOTOBKE U MPOBEICHUIO COBEIIIAHMMA, 3aCEIaHUMA, IETOBBIX
BCTpEY, IPUEMOB U MPE3CHTALUI.

I[IK 2.4 | OcyiecTBAsTh NOArOTOBKY ACMOBBIX MOE3A0K (KOMaHAUPOBOK) PYKOBOJAUTENS U IPYTUX
COTPYHHUKOB OpraHU3aliu.

[IK 2.5 Oprann3oBbIBaTh paboyee MECTO CeKpeTapsi U PYKOBOIUTEIIS.

3. JOKYMEHTHBI, OIIPEAEJAIOINIUE COJIEPKAHUE W OPrAHU3ALIMIO
OBPA30OBATEJIBHOT'O MTPOLIECCA
3.1.YueOublii mjian




890203 Cekperapb pyKoBoOAUTE/IsI 110 MPOrpaMMe npogeccuoHaIbLHOI
NMOAr0OTOBKM HA 0a3e OCHOBHOIO 00111ero 00pa3oBaHusi, CPOK 00yUeHUs

— 2 mecsina.
Teopernueckoe odyuenue 158
OobmenpodgeccuoHaNbHbIe TUCIANINHBI 8
Oxpana Tpyna 8
CrenyajbHbie JUCHMITITMHEBI 150
OCHOBBI CEKPETAPCKOTO 0OCTY>KUBAHUS 50
Opranu3anuoHHast TEXHUKA 6
JIOKyMEHTBI U JIETIOTPOU3BOICTBO 40
OCHOBBI PeTaKTHPOBAHUS IOKYMEHTOB 18
Kanposoe genonponsBoacTBo 18
OCHOBBI apXUBHOTO JIeNa 18
JMCUUIIAHBI CeNHATH3AIMH, TUCHHIIIHHBI 0 BBIOOPY CTY/IEHTA, 8
yCcTaHABJHBaeMble 00pa30BaTeIbHbIM YUpeKIeHHEM
OcHOBBI IOWCKA PAOOTHI 8
IIpousBoacrBenHas (mMpogeccuoHAIbHAS) MPAKTHKA 84
[IpousBoicTBEHHOE 00yUeHHE 44
[TpousBoicTBEHHAS MPAKTHKA 40
BCEI'O 250




Haumenosa
HHeE
pa3/iesioB M TeM

Coaepikanue yueOHOro MaTepuaJia, JJadopaTopHble padoThl M NPaKTHYECKHE 3aAHATHS,

caMocTosiTe/IbHasi padoTa o0y4yarommxcsi, Kypcopasi padbor

O0nLeM
42C0B

1

Conepxan

Hne

Paznen 1. Oxpana
Tpyaa.

1

3ammTa 4ernoBeKa OT BPEAHBIX M ONACHBIX IPOM3BOJCTBEHHBIX (PAKTOPOB 3amiura
9eoBeKa OT (PM3NUECKUX, HETATUBHBIX (PAaKTOPOB. 3aliuTa 4eloBeKa OT XUMHUECKUX
U OMooTHYecKux (haKTOpOB. 3alIUTa YeIOBEKa OT ONMACHBIX (PAKTOPOB KOMILIEKCHOTO
Xapakrepa. DIeKTpoOe301acHOCTb.

ObecrieueHrie KOM(OPTHBIX YCIOBUHM Uil TPYAOBOW JAEATEIBHOCTH MUKpPOKIUMAT
nomenienus. OcBelieHue.

[IpaBuna u HOpMBI OXpaHbl Tpyna. TexHHKa O€30MaCHOCTH, HPOU3BOJCTBEHHAS
canutapus. OmnacHble M BpeAHbIE MPOU3BOACTBEHHbIE (PAKTOPHI (TOBBIINICHHAS
MOJABMKHOCTh BO3/1yXa; MOBBIIIEHHOE 3HAUEHUE HANPSKEHUS B DJIEKTPUUECKON IENH;
HEJI0CTaTOYHAsl OCBEIIEHHOCTh paboueil 30HbI; MOHWKEHHAs! KOHTPACTHOCTD; MpsiMasi U
OTpa)k€HHasl OJIECTKOCTh; HEPBHO-TICUXUYECKHE MEPETPY3KN).

IIpakTHye

cKHe padoThl

1

Pacyer ecTecTBEHHOTO W HWCKYCCTBEHHOTO ocBemieHus. [lcnxodmusmonorudeckue u
SPrOHOMHYECKHE OCHOBBI Oe3zomacHOocTH Tpyna Ilcmxogu3moIornueckue OCHOBBI
0€30MacHOCTH TPy/ia.

Pa3nen 2. OcHOBBI
CeKpeTapcKoro
00C/Ty:KUBAHUS

Conep:xanue

50

Hctopus pazBUTHsI CEKPETAPCKOM IEATEIIbHOCTH. 3HAUEHUE OPraHU3allMOHHOTO U
JIEJIONPOU3BOICTBEHHOTO 00ECIIEUeHUS CEKpETapeM AesITEeIbHOCTH PYKOBOAUTENS B
COBPEMEHHBIX yCI0BUIX. PoJib cekpeTapsi B CTPYKType TOKYMEHTAlMOHHOTO
obecrieueHus yrpaBiIeHUs] OpraHu3aluen.

Opranun3amnusi padodero mecra cekperapsi. O6opynoBanue npueMHo# oduca
TEXHUYECKUMU CPEJCTBAMHU.

Kommnbrotepubie mporpamMel B pabote cekperaps. Cpeactsa cBsizu. Opranuzanus u
aBTOMaTH3aIs paboyero Mecta ceKperapsi. JproHOMUYECKUEe TPeOOBaHUS K
YCIIOBHSIM TpyAa cekperaps. OCHOBHbIE JOKYMEHTBI, PErJaMEHTHUPYIOIINE
OpraHHu3aIIo pabounX MECT, CAHUTapHbIE TpeOoBaHUs U HOpMBL. ObecredeHue
oduca KaHIEIIPCKUMHU U XO3THCTBEHHBIMU MIPUHAUICKHOCTSIMU. ParmoHanpHOe
OCBEIlIEHHUE, IIBETOBOE 0(opMIIeHUE, UHTEPbEP, PUTOIN3alH MpueMHoi. ObecneueHue
oduca anTeyKoi ¥ MPOTUBOTOKAPHBIMH CPEACTBAMHU.




IInanupoBanue padouero aAusi. Poib cekperapst B IUTaHUPOBAHUH PAOOYETo THS
pyKoBoaMTEIIS. 3aBUCUMOCTD JIEATEIILHOCTU CEKpeTaps OT pabouero JHs
PYKOBOAUTEIIS

[TmanupoBanue paboThl cekperaps. PU3NUECKUe yIpakKHEHUs. 3arpy’KeHHOCTh B
TeueHue padouero aHs. Pexxum Tpyza u oTabIxa.

IIpodeccuonanbHas 3ITMKa cekperaps. Buemnuii Bua cexperaps.[IpaBuna BeaeHus
nenoBoit Oecepl. B3anMooTHOIIIEHUS ceKpeTaps ¢ KOJUIEKTUBOM. J[enoBbIe 1
JMYHOCTHBIE KayecTBa cekperaps. MUk cekperapsi.

[loBenenue cekperaps B KOH(IMKTHBIX CUTYalIUSIX.

JlonycTrMble OJapKH B CIIY>KEOHON JEesITEIbHOCTH.

PaboTa no noaroroBKe M BeJAeHHUIO coBelanmii. Perimament. THIIBI COBENIAHUN.
[ToBectka aus. Beibop mecta u Bpemst mpoBeieHus copenianus. [lposenenune
MIPOTOKOJIBHBIX cOBeIaHnii. CEepBUPOBOYHBIE U XO3SIIICTBEHHBIE OTIEPALINN.
VYrouienue nocerureneil B kabunere pykoBoautens. Opranuzanus ypuiera, Openk-
Ko(e, Obu3HEC-IaHya.

IIpuem noceruredieii. Tunsr mocetuteneit. ['paduk mocemenuii. Koopaunanus
paboTsl mpuemMHoi. PaboTa ¢ oOpaleHnsIMu rpaxiaH.

IMoaroroBka [Je0BBIX MOE3I0K PYKOBOAMTEJAs] M JPYrHX COTPYAHHMKOB.
KomannupoBouHble nokymeHThl. OpraHuzanus npoesga v nposkuaHus. [Iporpamma
npeOpiBanus. [logroroBka He06X0AMMBIX HHHOPMAITMOHHBIX TOKYMEHTOB.

Benenue TenedoHHbix mneperoBopoB. IlpaBuna  temedonHHOrO  OOIIEHUS.
Odopmienue teneponorpamm. JKypHai perucrpanuu TeneoHOrpaMM.

Padora ¢ koHpuaeHumaabHoii wuHpopmamueir. Kommepueckas TtaitHa. ['pud
orpanuueHus goctyna. [lepconanbueie nanHbie. JJOKyMEHTHI IO TMYHOMY COCTaBY.

IIpakTn4yeckne padoThHI

Hcnonn3oBanue KOMIIBIOTCPA JJIA IIJIAHUPOBAHU S pa60qer0 JHA.

TectupoBanue. [IpourpeiBanmne posieBbIX CUTYyaIUH.

CocraBieHHE TOBECTKH JHA COBCIIaHMA. O(I)OpMJ'IeHI/Ie HpHFJ’IaIHeHHﬁ.

Opranuzanus koge-nay3. CepBUpOBKa.

Ol W |IN|F-

[MoaroroBka npe3entarun. [logdbopka nHGOPMAITMOHHBIX TOKYMEHTOB 10
OIIPENEIIEHHOM TEME




6 CocraBnenue rpaduka MmoceTuTesnei

7 OdopmiieHue TOKyMEHTAIIMU TI0 OpraHU3aIliil KOMaHIUPOBKH PYKOBOIUTEIIS

8 Odopmiienue TenedoHOTpaMMBI, 3aIIOTHCHNE KypHAJIA PETUCTPALIAN

CamocrosiTesibHas padoTa

1.Cucremarnyeckas mpopadOTKa JEKIHUH (3aydnBaHUE TEPMHUHOB U OTIPEICIICHUI )
2.IToaroToBKa K MpakTUUECKUM paboTam

3.IToaroTOBKA COOOIIECHHA, TIPE3EHTAIINI

«[Icuxomornyeckne 0cOOEHHOCTH B3aMMOOTHOIIICHUN Ha paboueM MecTe»;
«KoH}nukTHBIE cUTyalluy Ha pabodyeM MecTe»;

«OTHo1IEeHUs Opyx0bl U JH0O0BU Ha pabodyeM MecTe».

«HcTopusi BOSHUKHOBEHHSI TPOGECCUN CEKpeTaps»

«Cexkperapckas ciyk0a B cTpaHax 3anagHoit EBporbiy

«PaznaHBIC CTHIIN PYKOBOJICTBA

«Cexkperapckas cinyx0a B cTpaHax A3uu u AQpukmn»

«Ocobennoctu paboTel cekperapeii B CLIIA»

«PanmoHanbpHas opranuzanys pabounx MecT U Tpya pabOTHUKOB
JIeTIOTIPOU3BOICTBAY

«PernamenTanus 10JKHOCTHBIX 00S3aHHOCTEH ceKpeTaps B OpraHu3alMOHHO-

MIPaBOBBIX IOKYMEHTaX»

4.CocraBiieHue KOHCIIEKTa-KJIacTepa

[ToaroTroBka u odopmieHre KOMaHAUPOBOYHBIX TIOKYMEHTOB

5.M3y4yeHrie HOpMATUBHBIX JOKYMEHTOB.

«TpynoBoii Konekc PO B yactu obecrieueHusl yCI0BUH, OTBEUAIOIINX TPEOOBAHHUIM
OXpaHbl TPyJla ¥ TUTUEHBI TPYIa».

CaulIMH

I'OCTsr

WHcTpyKius 1o 1e10nporu3BOJICTBY

KBanudukanroHHbI# cripaBOYHUK JOJHDKHOCTEH PYKOBOJUTENEH U APYTUX CIYKAIIUX.

Pazgen 3. Coaepikanue
OpranusanuonHas Ponb  coBpeMEeHHOW OpPITEeXHMKM W  JEJONpou3BojAcTBA. [IpaBuia  TEXHHMKH
TeXHUKA 0€30I1aCHOCTH U TUTHEeHHYecKue TpeboBanus npu padote Ha I1K.

Kunaccndukanuss coBpemenHoilt oducnHoii Texnukm Cpencrtsa COCTaBICHUS U
U3roTOBJIEHUS JNOKYMEHTOB. CpencTBa TpaHCHOPTHpPOBaHMUS JOKyMEHTOB. Cpenctsa




o0paboTtkn  nokymeHToB. CpeacTBa  KOmMpoBaHHS — JTOKyMeHTOB.  Cpezictsa
omneparuBHOM monurpaduu. CperncrBa aJAMHUHUCTPATUBHO-YIPABICHYECKON CBSI3H.
OcHOBHBIE KayeCTBEHHBIC IIOKA3aTENM CHCTEMBbI mepenadn uHbopmanmu. KaHaimsl
CBSI3U.

KoMmnbloTepHbie  cucteMbl B oprrexHuke.  KoMIObIOTEpHbIE  CHCTEMBI
aJMUHUCTPATUBHO-YIIPaBJICHYECKON CBSI3U.

TexXHHKA M TeXHOJIOTHSI CKAHUPOBAHUS.

Buabl ckaHepoB. YCTpPOMCTBO IUIAHIIETHOIO CKaHepa. Buuabl ckaHEpoB.
AnmnapatHblil uHTEpQE¥iC.

IMporpamma pacno3naBanusi TekctoB ABBYYFineReader.

Otanbl  CKaHUpOBaHUS JokKymMeHTa. CkaHupoBaHue u 00pabOTKa JOKYMEHTa
COJICpKAIIETO TEKCT, TAOJIHUITY, H300paKeHHE.

MHoxuTeJIbHOE 000pYAOBAHHE, [IEMOHCTPAIMOHHAS TEXHUKA. YCTPOWCTBO
COBPEMEHHOTO KOIMMPOBAJIBHOIO ammapara, pusorpada. TpeGoBaHHs K pacXoHBIM
Marepuanam. Buasl npuHTEPOB. Y CTPOMCTBO JIazepHOro npuHrepa. Hacrpoiika meuatu
W Tedarb JOKYMEHTa. BHIBl M XapaKTepHUCTHKM NPOEKTOPOB. YCTPOWCTBO U
(YHKIMOHATIbHBIE BO3MOXKHOCTH MYJIBTUMEIUHHOTO ITPOEKTOPA.

CoBpeMeHHble cpeacTtBa TejekoMMyHukanum Tenedonnas, pakcumMuiabHasg u
paauortenedonnasi cBaA3b. Buasl TenedoHHO# CBSI3UM. ABTOMaTHUYECKHE Tele(POHHbBIC
crauiiuu (ATC). ®@yHkiuu TenedOHHOTO ammapara. YCTpOHCTBO (HaKCHMUIBHOTO
anmnapara. Texuonorus nepeaauu cooOmienus. [lonstue paguocsssu. Pagnocranimu:
NOpTaTUBHbIC, HOCUMBIE, cTallMOHapHbIe. [leiKuHroBas painocBs3b.

CorToBasi U CNyTHMKOBasi CBsI3b. Ha3HaueHWe W MPUHIMUI JIEUCTBUS COTOBOM M
CcyTHUKOBOM cBsi3u. TenedoHHbIE anmapaThl COTOBOM M CITyTHUKOBOM CBSI3H.

IIpakTnyeckne padoThHI

IIpuemMbl ckaHUpPOBaHUs1, 00PadOTKA CJIOKHBIX JOKYMEeHTOB. CKaHHUpPOBaHUE

TeKcTa, rpaduku, TabIHIl, JOKYMEHTOB C Pa3BOPOTOM.
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Hacrpoiika 1 neyarb Ha Jia3epHOM npuHTepe. [leyaTh MOHOXPOMHBIX U LIBETHBIX
JOKYMEHTOB, OJJHOCTOPOHHSS U IBYCTOPOHHSIS 1e4ath. Mcnonp3oBanue GyHKIIUN
OpourtopoBanus JOKyMeHTOB. [ledars no cetu. [ledars uepe3 UntepHer.
Hacrpoiika MyJbTUMEIUITHOI0 IpoeKTOpa. [lonxiroueHre npoekropa K
KOMIIBIOTEPY M IPYTUM BHEITHUM HCTOYHHUKAM, (DYHKIIHOHATIHHBIE BOBMOKHOCTH,
HACTPOWKA N300paKEHHMS.

CamocTosiTesibHAsi padoTa NPU U3YYEeHUH Kypca 2
TemaTnka BHeayAUTOPHOH CAMOCTOATEJILHON padoThI:
Bun: mHanucanue nokiana
OducHas TeXHUKa 1JI1 YHUUTOKEHUS JOKYMEHTOB
Bun: moaroroska cooOieHus
@danplieBaJbHbIN anmapar
[Iporpammser TWAIN-npaiiBepsl.
[TporpamMmsbl pacrio3HaBaHHS TEKCTA.
Bun: cocraBiienre cpaBHUTEIBHON TaOIUIIBI
Bunsl ckanepos.
Pa3nen 4. lokymenTnl u | Conep:xanue 40
ACJIONPOU3BOACTBO 1 Hcxoanbie noHsiTus AeonpousBoacTsa HopmaTuBHO-1IpaBoBas 6a3za COBPEMEHHOTO
nenonpoun3BoacTBa. Uro Takoe nokymeHT. OyHkuun nokymenra. CBOMCTBA U IPU3HAKU
JOKyMEHTa. YHU]UKALUS U CTaHAAPTU3ALIUS B IEIOTIPOU3BOICTBE.
2 Baanku nokymeHToB M MX BUAbL. HaOop pekBU3UTOB, HIEHTUDUIUPYIOIIHI aBTOpa
0pUIMAIBHOTO MUCHbMEHHOTO JoKyMeHTa. Odopmienue 1Ba Gpopmara OJ1aHKOB:
YII0BOU U MpoA0JbHBIN. TpeOGoBaHuUs K U3TOTOBICHHIO, YUETY U XpaHEHUIO OJIAHKOB C
BOCIIPOM3BEJICHUEM rocyaapcTBeHHOro repda PO, rep6os cyorekToB PO
3 Cocras u pexBuzutbl OP/I. TpeGoBanust, mpeabsIBIseMble CTAHAAPTOM K COCTaBy U

O(I)OpMJ'IeHI/IIO KaXXI0ro peKBU3HUTa JOKYMCHTA 3uauenue 30 PCKBU3UTOB B COOTBCTCTBUU
C TOCYAapCTBCHHBIMHA CTAHAApTAMH.

11



Cocrasienue u opopmiieHre OPUINATBLHON JOKYMEHTALUH

Buppl, GyHKIMK TOKYMEHTOB, MpaBWiia UX cocTaBieHus U odopmiienus. CTpykrypa u
¢bynkuuu YcraBa, MOJIOKEHHsI, HCTPYKIMH. PazpaboTka n opopmieHrne T0KyMEHTOB
OIlx

PacnopsizutenbHasi JoKyMeHTauusi. OYHKIUN MOATOTOBKH, MPOIEYp MPUHATHUS H
peanuzanus ympaBieH4Yeckux pemeHuid. OcdopmieHne u pa3paboTKa IMPOEKTOB
HOPMATHUBHBIX aKTOB — IIOCTAHOBIICHHs, MpPHKa3. Pa3HOBHIHOCTH M 3HAYCHHE
MIPHUKA30B

HNudopmannoHHO-cipaBoOYHAS JOKYMEHTal M. Buaet 51 3HAYCHUE
MH(}OPMaLIMOHHO-CIIPABOYHOM JoKyMeHTauuu. llpaBuna odopmiieHus noxmnanHoi
3anucku. CocTaBieHUe OOBSICHUTEIBHOW 3allUCKU, 3asBJICHMS IPE/ICTaBJICHMUS,
CHpaBKU. 3Ha4eHHE U TpaBuiia o(opMIIEHHUS MPOTOKoda. BUabl Ciy>KeOHBIX MHCEM.
TpeboBanus 1151 0popmIIEHUS CITY’)KEOHBIX TTHCEM.

Conep:xxanue

Joxkymentoo6opor opranuzanuu. OCHOBHBIE TPaBUJIa JOKYMEHTO000pOTA B
opraHu3anusax Bcex popm coocreHHocTu. [loHATHE JOKYMEHTOOOOPOTA U €r0
OCHOBHBIE 3Tarbl. [Ipo6iieMbl TOKyMEHTOO0OpOTa: YBeTHYeHHE 00BeMa,
aBTOMaTH3alMsl JOKYMEHTO000pOTa.

IIpuem 1 00padoTKa MOCTyNAKIIMX JOKYMEHTOB. [[opa/10K NBUKEHUS] JOKYMEHTOB
B OpraHHu3aiuy. DKCIeIUIHOHHAas 00paboTKa TOKYMEHTOB, MOCTYNAIOIINX B
opranuzanuio. [IpeaBapurenbHoe paccMOTpeHHE JOKYMEHTOB B CIyx0e
JOKYMEHTAIlMOHHOTO o0ecrieueHus yrnpasieHus. [lepeueHb TOKyMEHTOB, He
MOJICKAIUX PETUCTPALIUH.

Perucrpanus u uHAeKcanus J0KYMEHTOB. 3allUCh YYETHBIX JAaHHBIX O JOKYMEHTaX
1o yctaHoBJIeHHOU (hopme. OCHOBHBIE MPUHIUIIBI PETUCTPALIUU TOKYMEHTOB.
[IpocraBneHue NopsiAKOBBIX HOMEPOB M HEOOXOIMMBIX YCIOBHBIX 0003HAUCHUH TIPH
PETHCTPALIHH.

10

@®opMbI perucTpanuM JOKYMEHTOB. [TpaBuna odopmileHUsT KapTOYHOM H
KypHaibHON (opma peructpaimu. OdopmieHue peKBU3UTOB (OPM perucTparum.
ONEKTPOHHAs PETUCTPALIUSL.

11

KOHTpOJIb HCMOJHCHUA JOKYMCHTOB H HalpaBJeHHe B [1€J10. HOpHI[OI(
IMPOXOKIACHUA NOKYMCHTOB. OTarmesl MMPOXOKJACHUSA NOKYMCHTA. I[Ba BUJIa KOHTPOJIA
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ucnoaaenus. Kontpouss cpokoB ncnonuenus. MuhopmMamoHHO-TIONCKOBAs CUCTEMA.

12

TexHo0rNA paﬁoTLl C HCXOAAIIIUM U BHYTPEHHUMHU NTOKYMECHTaAMMU. CocraBiicHUE U
COrjiaCoBaHueC IMPOCKTa MCXOOAMECIo JOKYMCHTA. HOI[FOTOBKa U  perucrpanusa
OTITPABJIAACMBIX JOKYMCHTOB.

IIpakTyeckue padoThl 14
1 [TpoxoxaeHne BXOIAINUX TOKYyMEHTOB
2 3aroTHeHNE PEeruCTPAIIMOHHBIX (POPM
3 [TpoxosxaeHne HCXOAAIINX TOKYMEHTOB
4 [TpoxoxaeHne BHYTPEHHUX JIOKyMEHTOB
5 Odopmiierne mpruka3zoB MO0 OCHOBHOM JESITEIHBHOCTH.
6 CocraBieHne TOJDKHOCTHON HHCTPYKIIHH.
7 Odopmierue ciy>keOHBIX ITHCEM.
8 OdopmiieHne crpaBoK, 3aITUCOK
9 OdopmieHune akToB, IPOTOKOJIOB
10

CamocrosiTesibHasi padoTa Npu U3y4YeHUH Kypca

CucremaTtnieckasi mpopabOTKa KOHCIIEKTOB 3aHATHN, YUeOHOU U CIeIIHaTbHOM
TEXHUYECKOM TUTepaTypsl (110 BOMpocaM K rnaparpadam, riaBam yueOHbIX TOCOOUH,
COCTaBIJICHHBIM IPETIOaBaTENIEM).

[ToaroToBka k MpakTUYECKUM pabOTaM C UCIOIb30BAaHHEM METOAUYECKUX
peKOMeHAAlN TpernoaaBaTes.

Cocrasnenue rpadukoB, cxeM, TaOIuII.

[ToaroTroBka cooOreHmit, mpe3eHTalun

1. CucremaTtnueckas npopadoTKa JeKIui (3aydrBaHie TEPMUHOB U
ompeeecHu)

2. [ToaroToBka K MpakTUYECKUM paboTaM

3. IToaroroska cooOIeHHI

4, [Toaroroska npe3eHTanun

«CranmapTuzanms B IpyTuxX OTPacisax»
«ITepBbIe cr1OCOOBI TOKYMEHTHUPOBAHUSI HUH(GOPMALIUN
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«ITepBble HOCHUTENN UHGOPMALTUI

«CoBpeMeHHbIe HOCUTENN HH(POPMAIINH, UX XapaKTePUCTHKA, CBOMCTBA U BUIbI»
«McTopudeckoe pa3BUTHE CUCTEM JIOKYMEHTAIIHI

«KiaccupukaTopsl TOKYMEHTHUPOBAHHON HH(OPMALIHI

«YHaudukanus JOKyMEHTAIUN»

«HopMBI pycCKOTO TUTEPATyPHOTO SI3BIKa»

«CrangapTusaius B JIeJIOTPOU3BOICTBE
CucremaTtndeckasi mpopabOTKa KOHCIIEKTOB 3aHATUH, y4eOHOU U CIIeIIHAIbHON

TEXHUYECKOM TuTepaTypsl (110 BOIpocaM K naparpadam, riaBam yueOHbIX TOCOOUH,
COCTaBJIEHHBIM IIPETIOABaTENEM).

[ToaroToBKa K MpakTHYECKHM paboTaM C HCMOIB30BAHUEM METOTUIECKUX
PEKOMEHIalMil TPEno aBaTes.

CocraBiienne rpaduKkoB, CXeM, TaOIuII.

[ToaroroBka cooOuieHnit, mpe3eHTauun

1.  Cucremarnueckas nmpopaboTKa JeKIHH (3aydrBaHUE TEPMUHOB U
ompeeseHu)
2. TloaroTtoBka K MpakKTHYECKUM paboTam
3. Tloaroroska cooOLIEeHUH
4. TloaroroBka mpe3eHTAIHI
JlenonpouzBoactBo B CTpanax 3amaaHoil EBponbl, AMepuku u A3uu.

«BI/I,Z[BI 3aIlIMCOK U IIpaBHJIa UX O(bOpMJ'IeHI/IH».

«[IpaBuna nepenucku c 3apyOe KHBIMH MapTHEpaMu» (B pa3HbIX CTpaHax)
CucremaTnueckas npopadoTKa KOHCIEKTOB 3aHATHH, yueOHO! U CelnaIbHON

TEXHUYECKOM JuTeparypsl (110 BompocaM K naparpadam, riaBaM ydeOHbIX TOCOOHIA,
COCTaBJICHHBIM IPENoJaBaTeseM).

[ToaroroBka K MpakTUYECKUM paboTaM C UCHOJIb30BAHUEM METOIUYECKUX
PEKOMEHIALUI IIPENO1aBaTeIsl.

CocraBneHue rpaguKkoB, cXeM, TaOJIHII.

[ToaroToBka cooOIIEeHHH, Tpe3eHTaluN

1.Cucremarnyeckas npopaboTKa JIEKLUH (3ayduBaHHE TEPMUHOB U OIPEICTICHUN)
2.IloaroToBKa K MpakTUYECKUM paboTam
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3.IloaroroBka cooOmmeHuH
«JloKyMEHTO000pOT Ha MPEANPUITHSAX TOPOIA»
4.IloaroToBka Npe3eHTauil
«Opranuzanus npuemMa oopaiieHui rpakJjad B TOCy4pexkACHUAX»
«DopMupoBaHUE OEI»
«[lomHoe odopmienne aem»

5.M3yueHne HOpMaTUBHBIX JOKYMEHTOB.

«Tpynosoii Konexkc PO ».I'OCTo1

HNHcTpykuus 1o AeI0npon3BOACTBY

6.CocTaBlieHUs] CXEM: MPOXOXKJACHUE BXOIAIIUX JOKYMEHTOB, HPOXOXKIECHUE
BHYTPEHHUX JJOKYMEHTOB, IIPOX0XKICHNE HCXOSIINX JOKYMEHTOB.

Pazgen 5. OcHoBbI
peaaKTHPOBAHUA
JOKYMEHTOB

Conep:xan

ue

1

OcHoBHBIEe 10J10KeHUsT oporpadun U mMopdosiornu. CroBapu pycCKOro S3bIKa.
Opdorpaduueckas HOpMa Kak HEOTbEeMJIEMas 4acThb PEUYEeBOW KyNIbTYphl. TpyaHble
Cllydau MpaBOMMCAHUS.

TpynHocT B ynmoTpeOJeHHH HMMEH CYIIECTBUTEIbHBIX, CBSI3aHHBIE C KaTETOPUSMU:
poJja, OAyIIEBICHHOCTH — HEOAylIeBIeHHOCTU. CKIOHEHUE UMEH CYIIECTBUTEIbHBIX.
YroTrpebienrne UMEH NMpuIaraTeIbHbIX MTOJTHON U KpaTKou (Gopm.

OcoOenHoctu ynoTpeOsieHWss W TMpaBuUjia MPABONMHUCAHUS HMMEH YHUCIUTEIbHBIX:
KOJIMUECTBEHHBIX, cooupaTenbHbIX. OCOOEHHOCTH YNOTPEOICHUSI MECTOMMEHUH.

OcobenHoctu ynotpeOiaeHust B peurd 0pHUIIHAIBHO-EJI0BOI0 CTUIISI HEKOTOPBIX (GopM
BpEMEHH U HakJIOHeHMs riaroja. OOpa3oBaHue U YyHOTpeOJIIEHHWE TJIaroJioB:
napasuieIbHBIX (OPM, COBEPIICHHOTO U HECOBEPILIEHHOTO BUIOB U JIp.

ObpazoBanue (opMm mnpuyacTUid W JeenpuyacTuid. YHoTpebleHHe NpudyacTuii u
JeeTnpuyacTuii B COBPEMEHHOM JINTEPATYPHOM SI3bIKE, IPUMEHEHHE B PEUYU JIEIOBOTO
CTHIIA.

Crunuctuyeckoe UCIoJIb30BaHUE Hapeunid. MecTOMMEHHbIE Hapeyusi KaK COHO3HbIE
cnosa. [Ipemnoru, pacrpocTpaHeHHbIE B HEUTPATbHOM M O(PHUIMAIEHO-AETI0BOM CTHUIIE
peun. YnorpeOieHne OTACIbHBIX MPEIOTOB. YIOTpeOlIeHne COI030B U COIO3HBIX CIIOB

CHHTakcHuC C dJIeMEHTaMHU HpaKTquCKOﬁ crunuctuku. Iloanexamiee u CITOCOOBI €ro
BbIPpAKCHUL. Tunel CKa3zyeMoro nu CIIOCOOBI €T0 BBIPpAXXCHUS. BapI/IaHTBI corjiaCoBaHus

18
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CKa3yeMOT0 C IMOJUIekKAIUM, BCTPEYAIOIINECS B CIYy)KEOHBIX JOKyMeHTaX. OmuoKu
MIPU COTJIACOBAHUY ONPECICHHUIN C CYILIECTBUTEIbHBIMHU

7 OnHoponHbie wieHbl npemaoxenus OJHOPOJHBIC YICHBI NMPEIUIOKEHUS B JICTOBOM
peun. Coro3bl ¥ IPEAJIOTH MTPU OTHOPOIHBIX WICHAX MPEIOKCHHUS.

8 BBonHbIE M BCTaBHblE KOHCTPYKUMH B JenoBoi peuu. llonarue o0 oOpaieHuw,
CHOCOOBI €ro BeIpaXKEHUS. 3HAKH MPENUHAHMS TPU 0OpaIlleHUH.

9 CHoXHBIE CHHTAaKCHYECKHE KOHCTPYKIMH. 3HAKH TIPEeNUHAHUS B  CIOXKHBIX
CHHTAaKCUYECKUX KOHCTPYKIIHSIX.

10 TexHWKa peAaKTUPOBAHUS CIY)KEOHBIX NOKYMEHTOB. OCHOBHBIC STambl pa0OTHl Ha
TEKCTOBBIM MAaTepHajoM: IpeIBapuTelbHOE (TIEpBOE) YTEHHE TEKCTa, IMPOBEpKa
(haKTHUECKOTO MaTepuaia, COOTBETCTBYIOIINE IOMETKH, UX Ha3HAYCHHE.

11 Bunel mpaBku Tekcra: MpaBKa- BBIYMTKA, INpaBKa-COKpalleHHe, IpaBKa-oOpaboTka
(KoMITTIEKCHAS MpaBKa). 3aa4u BUOB MPABKH, UX 0COOCHHOCTH U TPUMEHEHUE.

12 KoppekTypHble 3HaKH, IpUMEHsSIEMbIE IPU PEJAKTUPOBAHUU TEKCTOB: UX HauyepTaHUeE,
HaszHaueHue. [IpuMepsl ynoTpebieHns: KOppEeKTypHBIX 3HAKOB.

IIpakTHyeckue padoTbl

1 TpynHble ciydau paBoONUCaHMUSL.

2 OCOOEHHOCTH TOCTPOEHUS PA3IMYHBIX BUIOB NPEITI0KEHUI.

3 IIpaBka Tekcra.

CamocrosiTesibHasi padoTa Npu U3y4YeHUH Kypca

- Cucremaruueckas mpopaboTKa KOHCIIEKTOB 3aHATUMN, y4eOHOM U ClielUaibHON JUTEepaTyphl
(mo Bompocam k maparpadam, riaBaM yueOHbIX TOCOOHI, COCTaBIEHHBIM MTPENoAaBaTeieM).

- TloaroroBka cooOLIeHUA.

- CamocrosiTenpHOE U3yYE€HHUE HOBOTO Marepuania

- TloaroroBka K MpakTUYECKOM pabOTE C UCIIOIH30BAHUEM METOIMYECKUX PEKOMEH AU
MIpernoaBaTes, BEIMOTHEHUE 3a/IaHU MPAKTUYECKOM paboThl, 0(popMIIEHHE TPAKTHUECKOM
paboThI

TemaTnka BHeayIUTOPHOI CaMOCTOATENbHO PadoThI

Cocrasienue TaOIuII;
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«Bubl peueBbIX OMIUO0K.

«Bupl 1enoBoii nHGOPMALIANY.

«Yepenyroluecs riacHble B KOPHE»;

«IIpaBonucanue npucraBok [IPE-/[IPU»;

«[IpaBonucanue NPUCTaBOK, 3aKaHUYMBAIOIINXCS HA —3/C»;

«Hanmcanue —H-HH- B cypdukcax, IpU4acTHii, IpUIaraTeIbHBIX.

VYnorpebieHue npuyacTuii ¥ JeeNpHUIaCcTHii B O(PUITHATBHBIX TOKYMEHTAX

- Cucremaruueckas npopaboTKa KOHCIIEKTOB 3aHATUH, y4eOHOM U ClIeMaIbHONW JIUTEPaTyphl
(mo Bompocam k naparpadgam, riaBaM yueOHbIX TOCOOMI, COCTaBIEHHBIM ITPENogaBaTesieM ).
- TloaroroBka cooOuieHui.

- TloaroToBka K MpakTUUECKOW pabOTE C UCIIOIH30BAHUEM METOJUYECKUX PEKOMEHIAIINMA
MIpernoiaBaTelis, BhIMOIHEHUE 3a/JaHUi MPaKTUYeCKO paboThl, 0popMIIeHHE TPAKTUYECKOM
paboThI

TemaTuka BHeayIMTOPHON CAMOCTOSATEILHON PadoThI

CunTakcuc opuUIUaTBEHO-IETOBOTO CTHIIS

- SI3pIkOoBBIE POpMyIIBI, KiIHILIE B JOKYMEHTHpoBaHUM CucTeMaTuyeckas mpopadoTka
KOHCTICKTOB 3aHITHI, Y4eOHON U CIeIUaIbHON JUTEpaTyphl (10 BOoMpocaM K raparpadam, riaBam
y4eOHBIX MOCOOMI, COCTABICHHBIM ITPETIOIaBaATEIIEM ).

- TloaroroBka cooOIIEHHUIA.

- CamocrosTenbHOE H3yUeHHE HOBOTO MaTepuaa

- TloaroroBka K MpakTUYECKOI paboOTe C UCIIOIb30BAHUEM METOIMYECKUX PEKOMEH 1A
MIpernoiaBaTeis, BEIMOIHEHUE 3a/JaHUu MPAKTUYECKOM paboThl, 0(pOopMIICHHE TPAKTHY ECKOU
paboTsl

TemaTuka BHeayJIMTOPHOH CAMOCTOSATEILHON PadoThI

«[IpaBka — BIUNTKA: 0COOCHHOCTH, 33/1a4H, 3TAIlb»;

«[IpaBka — cokparieHue: 0COOEHHOCTH, 3a7a4uu, STAIbD»;

«[IpaBka — 00paboTKa: 0COOEHHOCTH, 33a]]a4u, FTAIIBI».

«KoppekTypHble 3HaKH: HallMCaHUe, 3HAYCHUE, TPUMEPBI YIIOTPEOICHUSD.

Pa3nen 6. KagpoBoe
A€eJ0NPOU3BOACTBO

Conep:xanue

1 HopmaTuBHO-nnpaBoBas 0a3a KaApoBOro AeJ10Npou3BoACTBA. TpynoBoil KOJEKC
Poccuiickoit @eneparnuu. denepaibHbie 3aKOHBI, PETIIAMEHTUPYIOITNE paboTy ¢
KOH(pHIEHIIMATbHON HH(OopMaLen.
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TpynoBoii 1oroBop. JJoKyMeHTbI, HEOOXOAUMBIE TSI 3aKJIFOYCHUS TPYIOBOTO
Jorosopa. Buasl TpynoBbix 1oroopos. CojepxkaHue TpyJOBOIO 10roBOpa.
Bo3spactaeie kKateropun. Pactopkenue TpyaoBoro orosopa.

3 JloKyMeHTBI 110 JITYHOMY cocTaBy. Busbl 1 Ha3HaueHue nokymeHnTanuu. Cocras
JOKYMEHTOB TI0 YYETY KaJpOB.

4 IlepBuuHbIe yyeTHbIe 10KYMeHTbI. COoCTaBiIeHHE NEPEYHS MEPBUYHBIX JOKYMEHTOB U
UX 3HaueHue. ABToOuorpadus; peKOMeHAATeIbHOE MMUChMO; XapaKTEPUCTHKA; PE3IOME;
ankera. CnocoOb! 0popMIIeHHUS.

S IIpuka3pl mo Jau4yHoMy cocraBy. CocTaB M Ha3Hau€HHE IPUKA30B IO JUYHOMY
cocrtaBy. [IpaBuia 3an0JHEHNS ¥ TEKYIEro XpaHEeHUsl MPUKA30B M0 JUYHOMY COCTaBY.

6 Pabdora ¢ konpuaeHumaabHoii uHpopmauueii. Kommepueckas TtaitHa. ['pud
orpaHuueHus gocrtyna. IlepcoHalibHble TaHHBIE.

7 BropuuHble yueTHbIe JOKYMeHTHI. TpynoBas KHMKKA. JInuHas kapTouka. 3HaYUMMOCTh
U MPaBUIBHOCTH OGOPMIICHHUS TUTYJIBHOTO JINCTKA TPYAOBOM KHUKKH, BHECEHUE U
W3MEHEHHE 3allicei B TPYHOBOW KHIDKKE, OGOpPMIICHHE JHYHON KapTouku T-2, eé
3HA4YECHHE U XPAHCHHUE

8 Tabenab yuyera pabouero BpeMeHH. YCIOBHBIE 0003HAYCHUS MO BceM Tpadam Tadens
Y4ETHOT0 BpeMeHH. Y cJI0BHbIE 0003HAUYEHHUS BUJIOB 3aTpaT paboyero BpeMeHH.

9 Jluunoe neso padorHuka. CocTaB JOKYMEHTOB JIMYHOIO jiena. PopMUpOBaHUE U
XpaHEHUE JIMYHBIX JIeJ1 paOOTHUKOB. BHYTpPEHHSISI ONUCH JIMYHOTO JIENa.

10

IMoaroroBka nen ans nepeaaunm B apxuB. GopmupoBanue u odopmieHue Aen Mo
TpyAOBBIM OTHOIIeHUsIM. PaboTa ¢ HoMeHkiIatypoii nen u [lepeunem ympaBiieHYeCKHX
nokyMeHToB. Onuch Aen 1Mo TPYJAOBBIM OTHOIIEeHUsAM. [lopsaok nepenaun nen B apXus.
Cpoku XpaHeHHsI TOKyMEHTOB IO JJUYHOMY COCTaBYy.

IIpakTHyeckue padoThl

1 CocraBiieHHe KaJpOBbIX JOKYMEHTOB

2. 3anosinenue JInuHoi kaprouku T-26

3. 3amoJiHeHHEe TPYJOBBIX KHUKEK

4 3amnosiHeHue Tabens ydera paboyero BpeMeH!

CamocrosiTesibHast padoTa NpH M3yYeHHH Kypca
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1. Cucrtemarudeckasi IpopabOTKa JIEKIIUH (3ayduBaHUE TEPMHUHOB U OTIPEICIICHUI )
2. [ToaroToBka K MpakTUYECKUM paboTaM
3. [ToaroToBka cooOmIEeHHIA, TIPE3EeHTANI
«[Icuxonornyeckue 0COOEHHOCTH B3aMMOOTHOLIEHUI Ha paboueM MecTe»;
«KoH¢pnukTHBIE cCUTYauu Ha pabodeM MecTey;
«yIpaBlieHUE TIEPCOHAIIOM B cTpaHax 3anagHoil EBpons»
«Pa3nuuHple CTUIN yIIpaBICHUS IEPCOHATIOM
«PannonanbHast opranuzanusi pabouux MecT U TpyJa pabOTHUKOBY»
4, CocraBiieHHe KOHCIIEKTa-KIacTepa
[ToaroroBka u opopmiIeHre KOMaHAUPOBOYHBIX TIOKYMEHTOB
o. N3ydyeHne HOpMAaTUBHBIX JOKYMEHTOB.
«Tpynosoi Konexc PO».
I'oCTmt
WNHcTpykus 1o Ae0npon3BOACTBY

KBanndukanroHHBIN ClIpaBOYHUK JOJHKHOCTEH PYKOBOJIUTENEH U APYTHX CIYKAIUX.

Pazgen 7. OcHOBBI
ApXHBHOIO JIeJia

Conep:xanue

18

JKCNepTH3a IeHHOCTH J0KYMEHTOB. MeToauka ee MpoBeAeHHs. 3aJayll U 3Talbl SKCIEPTU3HL.
Kputepuu oneHok.

[lepeuynn MOKyMEHTANbHBIX MAaTEpUANIOB C YKa3aHHEM CPOKOB XpaHEHUsS Pa3IMYHbIX KaTeropui
JOKYMEHTOB.

PadoTa 3xcnepTHbIX komuccuii. Haznauenne OK. CocraB u pyHKIMH SKCIEPTHOM KOMHCCHH.
JlokymeHTalbHOE 0(popMIIEHHE PE3YIIbTaTOB PA0OTHI SKCIIEPTHOM KOMUCCHUH.

Homenknarypa gen. Haznadenuwe u BHUJIBI HOMEHKJIATYPHI JeNl: BUIBL, (YHKIUH, MpaBUIa UX
cocraBieHuss u odopmienus. [lopsmoxk cocTaBieHHs U YTBEPXKIEHUS HOMEHKIATYPBI Jell
opranu3zanuu. TpeboBaHUs K COCTABICHUIO HOMEHKIATYpPHI Jen. OpopMiieHre HOMEHKIATYPhI Jell.
PexBU3HUTHI HOMEHKIIATYPHI JIE.

®opmupoBanue u opopmiieHne gen. [IoHsITHe apxXUBHOTO Jle/la ¥ NMOPSIJOK ero
KOMIUIeKTOBaHMs. TpeboBanus k opmupoBanuto aei. Cucremarusanus OTAEIbHbIX BUJOB
nokymeHToB. Odopmienue nen. IlonHoe nnm yactuanoe opopmienue aen. Odopmienue
00JI0KKH Jienia MOCTOSIHHOT 0, BpeMeHHoro xpanenus. [lonmuska (neperuiet) aena. Hymeparus
JIMCTOB JIENA; COCTABJICHUE JINCTA-3aBEPUTEIIS.

HOpﬂ)lOK nepeaadn aejl B apxms. CocraBieHHE OIIUCH ACII. PabGota B coOTBETCTBHH C Fpa(I)I/IKOM
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paboTb! apxuBa opranuzanuu. [IpaBuia paboTel apXHMBOB OPraHU3aIUN KaK OCHOBHO I
HOpPMAaTUBHBIN akT. Ilepenaya nes B apxuB OpraHu3alyH.

OO0ecneyeHne COXPAHHOCTH JOKYMEHTOB. TpeboBaHUS K HOMEILIEHUIO apXUBa. JJIEKTPO- U
MIPOTUBONOXKAapHAast 0€3011aCHOCTh. TeMIiepaTypHO-BIaXKHOCTHBI M CBETOBOM PEXXHUMBI.
Oxpannbiii pesxuM. CaHUTapHO-TUTUEHUUECKUN peXXuM. PazMenieHre JOKyMEHTOB B XpaHHWIULIE.
O6opynoBaHue apxuBa.

XpaHneHune JA0KyMeHTOB B apxuBe. OOecnedeHrne (U3MKO-XUMUYECKOW COXPaHHOCTH
nokyMeHTOB. [loHsiTHE mEepBUYHON pecTaBpalli W KOHCEPBALMM apXUBHBIX JIOKYMEHTOB.
[IpoBepka HaaMuMs U COCTOSIHUS JIEI.

Hcnonb3oBanue apxXxMBHBIX AOKYMeHTOB. OQopmieHue 3ampoca Ha BbAayy JOKYMEHTOB W3
apXuBa.

IIpakTnyeckne padoThl

1. Odopmnenne npoTOKONA 3aceqaHUs OSKCIEPTHOM KOMHCCHH, aKTa O BBIJICJICHUU
JOKYMEHTOB Ha YHUYTO)KCHUE

CocraBnenue HOMCHKIJIATYpPhI OCII.

[TomHOE 0hopmIteHHE NETa.

OdopmiieHne ONUCH JIeNT U NIepeiadya X B apXUB.

ga|s|wn

[IpaBuia paboThl apXUBOB OpraHU3AIHMA

6. IlpoBepka pe:kMMOB XpaHEHUsI apXHMBA OpPraHU3allUu.

CamocTosiTesqibHasi padoTa

1. CucremaTtnieckasi mpopadOTKa JICKIIUH (3aydruBaHUE TEPMUHOB U OTIPEICIICHHH )
2.  TloaroroBka K MpakTHYECKHUM padoTaMm
3. TloaroroBka cooOiieHHi, TPE3EHTANI

Ucropus pazButus apxuBHOTO Aena B Poccun.
ApxuBHbIil hora PD.
KpaeBoii apxuB Airaiickoro kpas.
MynununanbsHelil apxuB I. buiicka.
4. W3y4yeHne HOpPMAaTUBHBIX JOKYMEHTOB.
I'OCTsr
WHcTpyKIus 1o 1en0nponu3BOJICTBY
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Pa3nen 8. OcHOBBI
MOUCKA PadoThbI.

Conep:xanue

1.

Pestome: nonstue u HazHaueHue. OCHOBHBbIE TPEOOBAHUS, KOTOPHIE MPEABABISAIOTCA K
pe3tome. TumoBas crpykrypa pe3toMe. CONpoOBOJUTENIBHOE MHUCHMO: Ha3HAYECHHE,
0COOEHHOCTH. DMOIMOHAIBHBIN HACTPOW MPH HATIMCAHUH COMPOBOAUTEIBHOTO MUCHMA.
CrannmapTHbeie TIporpamMMbl s pa3paboTku pestome. CalThl U CHEIUATU3UPOBAHHBIC
IPOTPaMMBI JUTS pa3padOTKU B pa3MeIeHHsI Pe3toMe.

Teneponnsie mneperoBopbl. Ilouck paborel 1O TenepoHy: OCOOCHHOCTH H
MPEUMYIIIECTBA ITOTO CIIOCc00a MOUCKa paboThl. BaHOCTH MOATOTOBKH K TEIC(HOHHOMY
pasroBopy. Ilcuxonornyeckuii HacTpol Ha TenedOHHBIH pa3roBOp. DTalbl pa3roBoOpa.
[ToBenenue Bo BpeMst Tene()OHHOTO pa3roBopa. 3aBepllieHre pa3roBopa.

CobeceoBanue: MOJATOTOBKA W TMpoxoxkaeHWe. [loAroroBka k  coOeceqoBaHUIO:
BAXXHOCTH IIOAIOTOBKH, OTallhbl, (i)OpMHpOBaHI/Ie HeO6XO}II/IMBIX }IOKYMGHTOB.
[Icuxonoruyeckass MOAroTOoBKa K coOeceloBaHUIO: HAcTpod Ha 3IPPEKTUBHYIO
«IIPOJIAXy» YMEHHUH, HaBBIKOB M CIIOCOOHOCTEH COMCKaTels, paboTa ¢ BO3PAKECHUSIMHU.
HO)IFOTOBKa BOHpOCOB 1 3aroToBKa OTBETOB Ha BGpOfITHBIe BOHpOCI)I I/IHTepBI)IOCpa.
Buemauit Bun couckarens pabotbl. OCOOCHHOCTH MPOXOKACHHUS COOECeTOBaHMUS.
TumoBas cxema mpoxokaeHusi codecenoBanus. [loBenenue B oduce. TectupoBanue:
BHJIBI 1 0COOCHHOCTH MpoXoxaeHus. [loBeeHne npu 3aBepiieHnn cooece0BaHusl.

WHuTepHeT kak cpeacTBO noucka padoTel. UHTEpHET: BOZMOKHOCTH MCIIOJIb30BAHUS JISI
noucka pabotel. OCHOBHBIE pabOTHBIE caiiThl. PaboTa ¢ caliTamu mpenpusITHIA.

[IpaBoBbie acmekThl TPYAOYCTpoicTBA. TpynoBble OTHOIICHMS: IOHSATHE, YCIOBUS
Bo3HUKHOBeHus. Ilponeaypa odopmienuss Ha pabory. HeobOxomumbie st
TPYAOYCTpOicTBa NOKYMEHTHI. TpynoBOil JOroBOp: MOHATHE, COAEP)KAHME M BUIBL
I'paxpanckuii 1oroBop, crenupuka rpakaaHckux 1oroBopos. [Iponeaypa odhopmueHus
Ha paboty. Heobxomumeie s TpyAOycTpoilcTBa JOKYMEHTHI. VCHbITaTeNnbHBIN CPOK.
Oco0OeHHOCTH TEpPBUYHOTO yCTpoWcTBa Ha padory. OcoOEHHOCTH 3aKIIFOUYEHUS
TPYAOBOTO JoTOBOopa ¢ paboromateneM - ¢Qusuueckum sunoMm. Camo3ammra
pabOTHUKAMU TPYJIOBBIX IIPAaB.

A)IaHTaI_II/ISI Ha pa6oqu mecrte. llonsatue aganranumu. IIcuxogorudeckuit HaCTpOﬁ Ha
3aKpCIJICHUE Ha HOBOM pa60qu MCECTC. 38.I[8.‘H/I, pPCIINUTL KOTOPBIC HeO6XO,Z[I/IMO 3a
HCIBITaTeIbHBIN CpOK Ilonnmanue CTPECCOBOCTHU CUTYyallUU CMCHBI pa6OTLI. Ilonsarue
KOH(I)J'II/IKTa u ero tunel. Cruim pa3peuicHuss MCEKIIMYHOCTHOT'O KOH(I)J'II/IKTaZ
IMPUHYXICHUA, YKIIOHCHUA OT KOH(I)J'II/IKTa, CFHaH(HBaIOHlHﬁ, KOMITPOMHUCC U PCHICHUC
HpO6J'IeMLI. HpaBI/IJ'Ia, 06nerqalonme Iponecc agalTaly Ha pa60qu MCECTC.
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IIpakTnuyeckne padoThI

1.

PazpaboTka pe3iome.

2.

CobeceoBaHue: MOArOTOBKA U MMPOXOXKACHUE

Paznen 9.
IIpousBoacTBEHHOE
o0yueHue

Conepxa

HHUE

40

1

BBenenue B BuJ npogeccuoHaNbHbIN 1eATeIbHOCTH. MIHCTPYKTaXK 110 TEXHUKE
0€30I1aCHOCTH.
Opranuzanus pabodero Mecra, 1jiaH padoThl Ha I€Hb, MECSL.

[TmanupoBanue pabouero aHS ceKpeTapsi.
Pabota ¢ dhakcom. Odopmierue u peructpanus TeaedoHOTPaMM.

I'paduk nocemennit
Opraan3anys npueMa BHETUIAHOBBIX MMOCETUTENEH (poJieBast urpa).

[Ipuem nocerutenel, rpapuk npuema nocerureneil. Koopaunamus paboTel MpUEMHOMN.

Opranu3zanys NoAroTOBKY Je0BoM noe3axu pykoBoautens. (Odopmienue
KOMaHAMPOBOYHBIX YOCTOBEPEHUM H JIP. JOKYMEHTAIIUH ).

OT160p 1 MOATOTOBKA JOKYMEHTOB PYKOBOIUTEIIO /IS IPOBE/ICHUS COBEILIaHUS 110
BBIOpaHHOM Teme. [loaroToBka coBenianuii, cCoOpaHui, TIIAHEPOK
CepBUpPOBOYHBIE U X0O34WCTBEHHBIE onepann COCTaBICHUE TOBECTKU COBEIIAHUS,
pacchlIKa IpUTIaIeHUH, HarmucaHue 00bIBICHHM, TOATOTOBKA MTPE3CHTAIIHH,
opranu3anus Qypueron, MIOAr0OTOBKA MOMEIICHHUS.

OdopmiieHue pacopsIUTeNbHBIX JOKYMEHTOB
1.OdopmiteHre MPUKa30B IO OCHOBHOM JEATEILHOCTH
2. OdopmiieHre BBITUCKHA U3 TIPUKa3a

1.BBenenueB Buj MmpoeCCHOHAIBHBIN IeATEILHOCTH. HCTPYKTaX 110 TEXHHUKE
0€30I1aCHOCTH.

2.0dopmieHne opraHiu3aMOHHO-TIPABOBBIX JOKYMEHTOB

CocraBieHue JOHKHOCTHOW HHCTPYKIIUH JI€TIOTPOU3BOIUTENS.

Odopmnenue nHPOPMAITMOHHO-CIIPABOYHOM JOKYMEHTAIUN
1.0dopmiienue mucem,
2. OdopmiieHre aKTOB, MPOTOKOJIOB.

OCYH.ICCTBJ'ICHI/IC KOHTPOJIA CPOKOB UCIIOJITHCHHUA NOKYMCHTOB
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OdopmieHne KOHTPOJILHO-CPOKOBON KapTOTEKH.
OcymiecTBiIeHNE KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB
CocraBieHHE aHAIUTUYECKUX CIIPABOK O COCTOSIHUM KOHTPOJISL.
CHATHE TOKYMEHTa C KOHTPOJIS.

OpraHmauI/m MPOXOKACHUA BHYTPCHHUX JOKYMCHTOB

OpFaHI/I?:aIII/I?[ MPOXOKACHUA BXOAAIUX JOKYMCHTOB.
OpFaHI/ISaHI/Ifl MPOXOKACHUA UCXOAAINX JOKYMCHTOB

COCTaBJ'ICHI/IC, COTJIaCOBAHME M YTBCPIKIACHUC IMMPOCKTA UCXOAAMIECTO JOKYMCHTA

8 Odopmiienne Bce BUIOB oOpalieHuii rpaxkaad. TexHomorus paboTsl ¢ oOpaieHusIMu
rpaxaad. Perucrpanus oOpamieHuii rpaxiaH.
9 OdopmieHre TOKyMEHTOB 0 TPYAOBBIM OTHOIICHUSIM
1. OdopmiieHue pesrome.
2. 3anoJIHEHUE MPUKA30B M0 JTUYHOMY COCTaBY.
3. 3amosHeHHE JTMYHOM KapTOUKu Gopmbl T-2.
4. 3anoJiHEHUE TPYJOBON KHUKKH.
10 Odopmnenue Tabenst yuera padbouero Bpemern yHudumupoanaoi Gopmer T-12 u T-13
13 TOKYMEHTO0000pOTa, yCIIOBHBIE 0003HAYEHUS 110 BceM rpadam Tabelss yIeTHOTO
BpEMEHH. Y CJIOBHBIE 0003HAYCHUS BUIOB 3aTpaT pab0overo BpeMeH!
11 Cocrapiienne HOMEHKJIATyphl jell. Pabota ¢ «'"llepeyeHb THUIOBBIX YIPaBICHUYECKHX
apXMBHBIX JOKYMEHTOB, 00pa3yroIuXcs B Ipolecce ACSITENbHOCTH IOCYIapCTBEHHBIX
OpraHoB, OPraHOB MECTHOTO CaMOYMpAaBJIEHUS M OpraHU3alfii, ¢ yKa3aHHEM CpPOKOB
xpanenusi» [loaroToBka ngen K mepegade JOKYMEHTOB Ha apXUMBHOE XpaHEHHUE.
®opmupoBanue aen. TpeboBaHue K PaclookKEHUIO JOKYMEHTOB BHYTpH aena.llpaBuna
HyMmepanuu auctoB. OdopmiieHne HeoOX0AUMBIX JOKyMeHTOB. [leperuier aena.
['pynnupoBanue 10KyMeHTOB BHYTpH nena. OdopmieHue 00I0KKY aena.
[Tonnoe oopmieHue nena
Pa3nen 10. Conepxanue 44
IIpousBoacTBeHHast 1 Hcnonb30BaTh KOMITBIOTEPHBIE TEXHOJIOTUU B CEKPETAPCKOM OOCITYKUBAHUH;
NpaKTHKa. UCIOJIb30BaTh CETeBbIe MH(GOPMAITMOHHBIE pecypchl. PaboTa ¢ 31eKTpOHHOM MOUYTOM
(cikepom, ckaimom)
2 Opranu3oBbIBaTh MPUEM MOCETUTENEH, UCIIOIb30BaTh BUSUTHBIE KAPTOUKH MPH
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OpraHu3aluy pueMa MoCeTUTeINel; BeCTu TeneoHHoe 00CIy)KUBaHUE, TPUHUMATD U
OTIIPABIISATH COOOIIEHUS, TIepeaBaeMble 1o (akcy

OcymiecTBIATh MOATOTOBKY JI€JI0BBIX MO€3/10K (KOMaHIUPOBOK) PYKOBOJUTEINS U
JPYTUX COTPYAHUKOB OPraHU3alUK; IPOBOJUTH MMOATOTOBKY M 00CIyKUBAaHNE
COBCILIAHUH U 3aCEAaHUN PYKOBOJIUTEIIS.

Opranu3zanus npueMa u 00padoTKa BXOIAIIEH, UCXOSIICH U BHYTPEHHEH
KOPPECTIOH/ICHITNH, PETHCTPALIHSI.

Pa6ora ¢ ucnonnurensmu. Hanpasnenue nokymeHToB B Aeno. Opranuzanus paboThl C
JOKYMEHTaMH, IepejaBaeMble 10 KaHajIaM CBSI3H.

Pabora ¢ pacnopsiniutenbHbIMU ToKyMeHTaMu. O(dopMiIeHHE BBIITUCOK U3 MPUKA30B, C
OpPraHN3alMOHHO-TIPAaBOBBIMU JJOKyMeHTaMHU. M3yuenne [0JDKHOCTHOW HHCTPYKIMHU
cekperaps. PaboTa ¢ nHpoOpMalMOHHO - CIIPaBOYHBIMU TOKyMeHTaMu. OdopmieHue
MIPOTOKOJIOB U IMHCEM.

Pa6ota ¢ HoMeHKkIaTypoii nenn. O3HaKoMIIeHHEe ¢ opraHu3anueil GopMupoBaHUs U
odopmieHue nen Ha npeanpuatuu. Tekymee xpanenue aen. Odopmienue onucu aen

Bcero

250
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4 TPEBOBAHUA K YCJIIOBUSAM PEAJIM3ALIUU ITAITO
4.1 MarepuajibHO-TexHHYecKkoe obecnieuenue mo npodeccuun 890203 Cexperapb pyKOBOAUTEJIS

oOecneyeHne YIIPAaBJICHUA,
ApxuBoBenenne, ['ocynapcTBeHHas U
MYHHUIIUIIAJIbHAA CJ'IV)K6a

Komnrelotep
MyseikaneHbl euTp "Samsung"

IIpunTep

219/5

ympasienus. opma
COOCTBEHHOCTH KpaeBasi

Ne YpoBeHb, CTynieHb 00pa30BaHUsI, BUJ HanmenoBanme 000pyaoBaHHBIX DaKkTHIECKUI dopma BiIaeHus, PexBu3uTel 1
n/m | oOpa3oBaTeNbLHOM MPOrpPaMMbI (OCHOBHAS / y4eOHBIX KAOMHETOB, 0OHCKTOB azpec y4eOHbIX MOJIb30BAHUS CPOKH JCHCTBUS
JIOTIOJTHUTEJIbHAS ), HAIIPABJICHUE JUIS IPOBEJICHUS TPAKTUUECKUX KaOMHETOB U (coOGCTBEHHOCT®, [IPaBOYCTAHABIIN
MOJTOTOBKH, 3aHSTUH C IEPEYHEM OCHOBHOI'O 00BEKTOB OIIEPaTUBHOE BAIOLLIUX
CIEIUaIbHOCTh, Mpodeccus, 000pyI0BaHUS yIpaBJICHHE, JTOKYMEHTOB
HaWMEHOBaHHUE MpPeaMeTa, TUCITUTUTMHBI apeH/a,
(MOJys1s1) B COOTBETCTBUHU C y4EOHBIM 0e3B03Me3/1HOE
TIJIAHOM MOJIb30BaHUE U JP.)
1 2 3 4 5 6
1. “YpoBeHb, CTyNIeHb 00pa30BaHUs, BU
00pa3oBaTeNIbHOM MPOrpaMMBl,
HaIpaBJIeHUE MOJITOTOBKH, CIIEIUaIbHOCTb,
[IpenMeTsl, TUCIUTIIMHBI (MOTYIIH):
890203 Cexkperapb pyKOBOAMTEIs
1 Oxpana Tpyna KabunerNe33 be3zonacHOCTh Vn.Coserckas |Ha npaBe onepatuBHOTO
JKU3HEICITSIILHOCTH U OXpaHa Tpyaa 219/5 ynpasierusi. @opma
Jlocka kiaccHasi /CTeH/1 TepeIBUKHON/ COOCTBEHHOCTH KpaeBasi
Maxker MMI" "PITIK74M"
Maxker MMI" AK-74M
Maxker MMI" AK-105
Maxker MMI" AK-103
Kabunet No306/2 CTpenaKoBbIM TUD
2 OCHOBBI CEKPETAPCKOTO OOCTY)KHBAHUS Kabunet Ne 203 JlokyMeHTaIlMOHHOE Vn.Coserckass |Ha npaBe onepatuBHOro
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Opranu3zanuoHHasi TEXHUKA

Kabuner No206 Mudbopmartuka u UKT,
HNHdopmanmioHHbIe TEXHOJIOTUU B
npoheCcCHOHATBLHON IeITEIbHOCTH
[IpuHTep nazepHsIin

I'paduueckuit mnanmer -6t
[Ipoextop BenQ

Komnerotep -11mr

Bebkamepa GENIUS

Okpan HacTeHHbIH /200%200/
Haymnuku ¢ Mukpogonom
HNHuTtepHeT-kamepa

Kabuner No210 Undopmatrka u
KOMIIbIOTEpHas 00paboTKa MaTepuanoB

[IpuHTep nazepHsIin
I'paduueckuit mnanmer -10mr
Kommnerorep -12mr

Jlocka mHTEepaKTUBHAS
Komyrarop ¢ 16 nopramu
Komnerorep npenoaoBaTens
Konaunuonep

[IpoekTop MynbTUMEANA
KonoHky akTUBHBIE
Haymanku ¢ Mukpodonom-10mT
HNurtepHeT-Kamepa

Via.CoBerckas
219/5

Ha npaBse oneparuBHOTO
yrpasieHus. Popma
COOCTBEHHOCTH KpaeBasi
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JIOKYMEHTBI U I€JIONPOU3BOACTBO

KatGuner Ne 203 JlIokyMeHTALIMOHHOE
olecrieyeHue yIIpaBJIeHHUsl,

ADXHBOBGI{CHI/IG, T'ocynmapcTBeHHass u

MVHULMIAJIbHASA cayx0a

Komnbrorep

My3beIKaIBHBINA IIeHTp "'Samsung"
IIpunTep

Ckanep

Tenesuzop PHILIPS

HoytOyxk

IIpoekxtop BenQ

Jlocka MHTEpaKTUBHASL Smart
Jlabopatopus Ne 203.1
JlokymeHnToBeacHU, YueOHas
KaHIenapus (cayxoa
JOKYMEHTAIIMOHHOI0 00eCcIIeUeHHUs

yIpaBIcHU)
Komnerorep
[IpunTep

Cxkanep
OducHas mebenn

Jluck DVD " Viopasieuenckuii yuer'

Va.Coserckas
219/5

Ha npaBse oneparuBHOTO
yrpasieHus. Popma
COOCTBEHHOCTH KpaeBasi

OCHOBEI PEAAKTHUPOBAHUA JOKYMCHTOB

Kab6uner Ne 203 JIokyMeHTAIIMOHHOE
obecrieueHne yrpaBJeHUs,

ApxuBosenenue, I'ocynapcTBeHHas U

MYHHUIIUIIAJIbHAA CJ'IV)K6a

Komnbrorep
MysbikaneHblil neatp "Samsung"

IIpunTtep

Va.CoBerckas
219/5

Ha npaBe onepatuBHOTO
ynpasieHus. opma
COOCTBEHHOCTH KpaeBasi
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KaHpOBOC ACJIOIIPOU3BOJACTBO

KatGuner Ne 203 JlIokyMeHTALIMOHHOE
olecrieyeHue yIIpaBJIeHHUsl,
ApxusBosenenue, ['ocynapcTBeHHas H

MVHULMIAJIbHASA cayx0a

Komnbrorep

MysbIKaJIbHBIA HIEHTP ""Samsung"
IIpunTep

Ckanep

Tenesuzop PHILIPS

HoytOyxk

IIpoekxtop BenQ

Jlocka MHTEpaKTUBHASL Smart
JlaGopaTopus Ne 203.1
JlokymeHnToBeacHU, YueOHas
KaHIenapus (cayxoa
JOKYMEHTAIIMOHHOI0 00eCcIIeUeHHUs

yIpaBIcHU)
Komnerorep
[IpunTep

Cxkanep
OducHas mebenn

Jluck DVD " Viopasneuenckuii yuer"

Va.Coserckas
219/5

Ha npaBse oneparuBHOTO
yrpasieHus. Popma
COOCTBEHHOCTH KpaeBasi
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OCHOBBI apXUBHOTO JieNa

KatGuner Ne 203 JlIokyMeHTALIMOHHOE
olecrieyeHue yIIpaBJIeHHUsl,
ApxusBosenenue, ['ocynapcTBeHHas H

MYHHULIMIAILHAS CIIyXK0a
Kommbrorep

My3bikanbHbIi HeHTp "Samsung"
[IpunTep

Ckanep

Tenesuszop PHILIPS

Hoyrbyxk

[Ipoextop BenQ

Jlocka nHTepakTUBHAs Smart
Jlabopatopus Ne 203.1
JlokymeHTOBeieHNS, YueOHas
KaHIenapus (cayxoa
JIOKYMEHTAIIMOHHOI0 00ecreueHus

Va.Coserckas
219/5

Ha npaBse oneparuBHOTO
yrpasieHus. Popma
COOCTBEHHOCTH KpaeBas

10

OcHOBBI IOUCKA PAOOTHI

Kabuner 0011eCTBEHHBIX AUCHUILINH
Komnerotep

Ckanep

[Ipuntep

MynbTUMEAUINHBINA POEKTOP
DNIEeKTPOHHBIN 00yJarmui GUIBM 10
Kypcy «TexHonorus noucka paboTb»

Via.CoBerckas
219/5

Ha npase onepaTtuBHOro
yrnpasienus. Dopma
COOCTBEHHOCTH KpaeBast
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11

[TpousBoacTBEHHOE O0YUEHHUE

Kabuner Ne32 JlaGopaTtopust
«TexunyecKkue CpecTBa VIIpaBJIeHHUs.
CHCTEMBI DJIEKTPOHHOTO
JOKYMEHT0000poTa. JIeIonpon3BoACTBO U

OPITEXHHUKA.
Mertoanuyeckuii.

Hudopmarrka ¥ KOMIBIOTEPHAS
00paboTKa MaTEepUAIOBY

JlaMuHaTOp

MuorodbyHKIMOHAABEHOE YCTpoiicTBo M
ITepenneTHas MamuHa

[lepenneTunk

ITpunTEep NazepHbIA

TenedoH 2 TpyOoKH

MyaetnMema npoekTop "Epson EMP-
S52

KommproTep — 7 mr

Cxkanep

OJIEKTPONUITYIIAsi MAIIUHKA
Beokamepa GENIUS

AKycTHUeckas cucreMa
Creruiep OpoOIIypOBOYHBINI

Va.Coserckas
219/5

Ha npaBse onepatuBHOTO
yrpasieHus. Popma
COOCTBEHHOCTH KpaeBasi
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4.2.Y4uedHO-MeTOoAnYecKoe U HH(popMannoHHoe odecnieuenne nmo npodeccuu 890203 Cekperapb pyKOBOAUTEIA

Yuciio
o0yuarommxcs
HaumeHnoBanue npeamera, ABTOp, Ha3BaHUe, MECTO U31aHMS, OJHOBPEMEHHO
Ne n/mt AUCUUILIUHBI (MOYJIs1) B U3/1aTeIbCTBO, IO/l H3/IaHUS YUeOHOH 1 KosmmyecTBo H3y4aloImmX
COOTBETCTBMH C y4eOHO-MeTOAHYeCKOii JIUTepaTypbl IK3EMILISAPOB npeaMer,
yY4eOHbIM IJIAHOM AUCHUTLINHY
1 2 3 4 5
890203 Cexperapsb
PYKOBOIUTEIA
1. OCHOBBI CEKPETAPCKOTO 1. Tanmaxos, B.B., Kopuees, H.K.,. u ap. Cekperapckoe neno — M.: 15 10
obcnmyxxuBanus nesreabHoctd | [Ipocnekt, 2016.
2.Pymbrauna, JI.A. Jlenonpou3BoctBo.- M.: MacrtepcTtso, 2016. 15
2. OpraHu3anORHas TEXHHKA 1 MuxeeBa E.B. UnpopManimoHHbIC TEXHOJIOTHH B 15 10
npodeccnoHanbHOM NeSTEIBHOCTH: YUEOHUK IS CTYIl. YUPEKICHHMA
cpen. mpod. oopazoBanus. — M.: M3naTenbCKkuid HEHTP «AKaJISMU»,
2013. - 384 c.
2. Apyunnu, H.A. KoMnbrotep u ipyras OprrexHuka Jjis cCeKpeTapsi-
pedepenTa.- M.: ®ennkc, 2015. 15
3. JIOKyMEHTBI U 1. Pympinuna, JI.A. JlenonpousBoactso.- M.: Macrepcto, 2016. 15 10
JIEIOTIPOU3BOJICTBO 2. TanaxoB, B.B., KopueeB, H.K., Kcangynyno, [''H.u np.
HenonpouspojactBo. — M.: IIpocnekt, 2016.
4. OCHOBBI peITaKTHUPOBAHMUS 1.BBenenckas, JI.A., ITaBnosa, JI.I'., Yuxaues B.II1. Kynerypa n 15 10
JOKYMEHTOB TeXHUKa peun: YuebHoe nocobue. — Pocros v//l, 2016.
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KaHpOBOC ACJIOIIPOU3BOJACTBO

1.bopreno, A.51., Kupcanosa, M.B. OcHOBBI T€XHOJIOTUU
nenonpousBojictBa. — M.: UHOPA-M, 2005

2I'OCT P 7.08. - 2016 VYHupunmpoBaHHBIE CHCTEMBI
NOKYMEHTaluu. YHUQPHUIMPOBAHHAs CUCTEMA OpraHu3aldOHHO-
pacropsIuTeTbHON JOKyMeHTanuu. TpeOoBaHUS K O(QOPMIICHHIO
TOKYMEHTOB. - M., M3parenscTBo cTanaapros, 2018.

3. TpynoBoit konekc Poccutickoit deneparun

15

10

15

15

10

OCHOBBI apXUBHOTO JIeJIa

1.Opranusanusi apxMBHOW U CPaBOYHO-MH(POPMALIMOHHON pabOTHI 110
JOKyMEHTaM opranusanuu [ TekcT] : yueOHUK 1S CTYyH. YUpexKIAeHUuN
cpen. mpod. odpazosanus: B 2 4. — Y. 1 / E.M. Byposa, T.H.
Xopxopauna; o pen. E.M. byposoii. — M. : U3naTenbckuil HeHTp
«Axanemusy», 2016. —336¢. — ISBN 978-5-4468-2053-5

2. OpraHuzanusi apXvBHON M CpaBOUHO-MH(POPMAIIMOHHOM pabOThI
10 JOKyMEHTaM opranu3anuu [ Tekcrt] : yaeOHUK U1 CTY/I.
yapexaeHui cpe. mpod. oopazosanus: B 2 4. — Y. 2 / E.M. byposa,
E.B. Anekceesa, JI.I1. AdanaceeBa, A.E. Poguonosa; nmox pen. E.M.
byposoii. — M. : U3gatenbckuil ieHTp «Akanemusi», 2016. —400c. —
ISBN 978-5-4468-2054-2

15

10

10

10

OcHOBBI IOWCKA PAOOTHI

1. XKypnan «Kapnepa»,2007-2008

24

10
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4.3 Kagposoe odecnieuenue npodeccuu 890203 Cexperapb pyKOBOAUTEIA

Ne YpoBeHb, CTyIIEHb XapakTeprucTuKa MeJaroruueckux paboOTHUKOB
/i oOpa3oBaHus, BUJ damunus, Kaxoe Vyenas Craxx meaarornyeckon OcHOBHOE YcnoBus
00pa3oBaTeIbHON IPOrPaMMBbI M, o0OpazoBareabHOE CTEIICHD, (Hay4HO-TIEJarOrMYeCKOM ) MECTO PadOThI, |MpHUBIICYE
(ocHOBHas / IOTIOTHUTEINTBHAS ), OTYECTBO, YUPEKICHUE y4€eHOE paboThI TOIKHOCTD HUSA K
CIICHMAIPHOCTD, HAIIPABJIICHHEC JOJKHOCTh OKOHYMII, (mouetHoe) BCETO B T.4. rneaaroru
HOJATOTOBKHM, Hpodeccus, 10 IITAaTHOMY CIICUAJIBHOCTh 3BaHHC, [eIaroruIecKou YECKOM
HaWMEHOBAHUE IIPEAMETA, pacIuCaHuo (manpaBneHue KBaJTU(PUKAIIHA BCEro |B T.4. MO JIeATEIIbH
JTUCITUTUIAHBI (MOTYJIS) B MOJITOTOBKH ) TIO OHHast yKa3aHH oCTH
COOTBETCTBUU C y‘IC6HBIM JIOKYyMEHTY 00 KaTeropus oMy
IIJIAHOM o0Opa3oBaHUUI IIPEeIMET
Ya
1 2 3 4 5 6 7 8 9 10
IIpodeccnonajibHas NOAroTOBKA
890203 Cexkperapb
PYKOBOAUTEJIS
1 |OcHOBBI CEKpETapCKOTO Bomorauna SxyTckuii roc. BBICIIAs Kareropus | 23 21 10 |[KI'BIIOY [ raTHbIi
00CITy>)KMBaHUS JIEATSILHOCTH Cgernana YHUBEpPCUTET UM. «AKIITub» pabOTHHK
Huxonaesna |«II. AMMocoBay- [IpenonaBatens
¢unosor, CIELIUCUHUTIIINH
IIPErno/1aBaTelib
PYCCKOTO SI3bIKa U
JIUTEPaTyphl
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Opranu3zanuoHHasi TEXHUKA l'opspkoBa buiickuii BhICIIas Kareropus | 16 4 12 KI'BIIOY [ITaTHb1iA
JIr060BB neJaroru4ecKui «AKIITub» paboTHHK
MuxailoBHa |TOCYIapCTBEHHBIN IIpenonaBareins
YHUBEPCUTET UM. CIIELTUCIIUTIIINH
B.M.IIykmuna
«MaremMaTHKa,
UHPOpPMATHKAY»
Yuurenp
MaTeMaTHKU
UUH(OPMAaTUKU
JokyMeHTBI 1 nemonpou3BoacTBO (KaprioBa AT'Y, r. bapuayn |Beicmias kateropus | 10 1 9 KT'BITIOY [ITaTHb1iA
Omnsbra [Icuxonor «AKIITub» paboOTHUK
CepreeBHa Mpero/1aBaTelb [IpenonaBatens
CTICITUCITUTIIINH
OCHOBBI peTaKTHPOBAHUS Bomnoronua SxyTckuii roc. BBICITIAs] KATETOPHUS 23 21 10 KI'BIIOY I raryermit
JIOKYMEHTOB Cgernana YHUBEpPCUTET UM. «AKIITub» pabOTHHK
Hukonaesna |«II. AMMocoBay- [IpenonaBaTens
¢unosnor, CHEIIUCLIUTIIIUH
Kanposoe nenonponsBoacTBo KaprioBa AT'Y, r. bapnayn |Bbeicmias kareropusi | 10 8 9 KT'BITOY [ taTHbIi
Onbra [Tcuxomnor «AKIITub» pabOTHHK
CepreeBHa npernojaBaTeib [IpenonaBatens
CHEIIUCLUTIIINH
OCHOBBI apXMBHOTO Jieja Kapnosa AI'Y, r. bapnayn |Beiciias kareropusi | 10 8 9 KI'BIIOY [IraTHbIi
Onbra [Icuxomor «AKIITub» pabOTHHK
CepreeBHa npernojaBaTelb [IpenonaBatens
CHEIIUCLIUTIIINH
OcHoBbI IOHCKA PabOTHI Bosornuna Skyrckuii roc. BbICIIIas Kateropus | 23 21 10 |KT'BIIOY [IratHbIi
Csetnana YHUBEPCUTET UM. «AKIITuby» pabOTHHK
Huxomnaesna |«II. AMMocoBay»- IIpenonaBarens
¢unonor, CIELTUCIHUIIIINH
Mperno/1aBaTelib

PYCCKOTO sI3bIKa U

JUTEPATYPHI
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5. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA BUJIA
MPO®ECCHOHAJIBHOU JEATEJIbHOCTH.

PesyabTaTsl
(ocBOEHHBIE
npogeccuoHaJIbHbIE
KOMIIETeHI[ M)

OcHOBHBIE MIOKA3aTeH OI[EHKH
pe3yiabTarta

(DOpMI)I U METOAbI
KOHTPOJIA H OLICHKHA

IIK 1.1. CocraBuars,
penakTupoBaTh U 0GOPMIIATH

1. AHanu3 IpaBUIBHOCTU O(POPMIICHHUS
JIOKYMEHTA IPOBEJEH BEPHO.

TectupoBanue.
DKcrepTHas OlICHKa

OpraHu3aIMOHHO- BBITIOJTHEHMSI Y9eOHO-
pacTopsIUTEIHLHYIO MIPOU3BOJICTBEHHBIX
JIOKYMEHTALUIO, CO3/IABACMYIO B | 5 Byi6on dopmysmsipa i obopMiters pabor.
OpraHM3aI|y, COTIACHO DK3ameH
JTAHHOTO JJOKyMEHTa 000CHOBAH BEPHO.
TpeboBaHusM ['0CyTapCTBEHHBIX
cranmaproB (I'OCT) no
0(hOPMIICHHIO JIOKYMEHTOB C
HCMOJIb30BAHNEM COBPEMCHHBIX | 3, [IpoeKT JOKYMEHTa CO37aH MPaBUIbHO
BHJIOB OpraHn3alMOHHON B COOTBETCTBHH C 3aIaHUEM.
TEXHHKH.
4. Cny>xeOHbIN JOKYMEHT 0QOopMIIEH
BEPHO B COOTBETCTBHUHU C
rOCy/IapCTBEHHBIM CTaHAapPTOM
TIK 2.1. KoopauHHIpOBAaTh 1. Beibop ¢opmel peructpanuu npuema | TecTupoBaHue.

paboty oduca (mpueMHOU

IOCETUTENENH 000OCHOBAH B COOTBETCTBHU
C 3aJJlaHHEM.

OKcnepTHasi OllEHKa
BBITIOJTHEHHS YIEOHO-

PYKOBOIUTEIS ),

2. Beibop GopMbI 11 CpOKOB peructpanuu | NPOU3BOJACTBCHHBIX
OpraHU30BbIBATH IPUEM . 6

. oOpareHni rpakaH 000CHOBAH B paoor.

HOCCTUTEIICH. COOTBETCTBHU C 3aJaHUEM. OK3aMeH.

3. Cocrapnenue rpaduka nocemeHui

IPOU3BE/ICHO MPABUIHHO B

COOTBETCTBUU C MOJO0KEHHEM O

CTPYKTYPHBIX MOJIpa3ACICHUSIX.
IIK 2.3. OcymectBiars paboty | 1. CocraBieHre NOBECTKH JTHS TectupoBanue.
10 MOJATOTOBKE U MIPOBEICHUIO COBEILlaHHUs TPOU3BEICHO MPABUIHHO B DKcIrepTHOE

COBEIIaHMH, 3aceqaHuM,
JIEJIOBBIX BCTPEY, IPUEMOB U

COOTBCTCTBHH C 3aJaHUCM.

2. KcepokonupoBaHue JOKYMEHTOB

HaAOIIOAECHUE U OLIEHKA
BBITIOJTHEHHS YICOHO-

Hpei’.eHTaHI/Iﬁ. BBIIIOJIHEHO BEPHO. IMPOU3BOJACTBCHHBIX
3. OdopmiieHre puriameHui pabor.
IIPOU3BENICHO MPABUJIBHO B OK3aMeH.
COOTBETCTBUHU C 3a/IaHUEM.

IIK 2.4. OcymecTBisATh 1. OdopmiieHre KOMaHIMPOBOYHOTO TectupoBanue.

IIOATOTOBKY JI€JIOBBIX MOE3/I0K YIOCTOBEPEHUS BBINOJIHEHO MPAaBUIBHO | DKCIIEPTHOE

(KOMaHAUPOBOK) PYKOBOAUTENS
U APYTUX COTPYAHUKOB
OpraHH3aIiH.

B COOTBCTCTBHUHU C 3a/JTaHHUCM.

2. [Nonbopka HEOOXOAUMBIX TOKYMEHTOB
MIPOU3BE/ICHA IPABUIILHO B
COOTBETCTBUH C 33JAHUEM.

3. AIropuT™ opraHu3aiuu npoes3aa u
IIPOYKMBAHUS BOCIIPOU3BE/ICH

HaO0JII0/ICHHUE U OIICHKA
BBITIOJTHEHHS YU4eOHO-
MIPOU3BOJICTBEHHBIX
pador.

DK3aMeH.
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IIPaBUJIBHO.

IIK 2.5. Opranu3oBbIBaTh
pabouee MecTo cexperaps u

1. Opranmzanus paboyero Mecta
MPOM3BEICHA TIPABHILHO B
cootBercTBUU ¢ CanlluH 2.2.2.542-2006

TectupoBanue.
DKCnepTHOe
HaOJIIOICHUE U OLICHKA

PYKOBOTUTEIIS.
2. VcoNiHeHUsl TEXHUKK O€30MacCHOCTH | BBITIONHEHUS y4eOHO-
MPOACMOHCTPUPOBAHLI IPABUIILHO. NPOU3BOACTBCHHBIX
pabor.
DK3aMEH.
1K 1.2. Opranu3oBbIBaTh 1. ObpaboTka ncxosmen TectupoBanue.
JOKyMEHTOOGOPOT B JTOKYMEHTAIIMH [IPOBE/ICHA BEPHO B DKcrepTHoe

OpraHU3aIiH C
WCIIOJIb30BAHUEM COBPEMEHHBIX

COOTBCTCTBHMH C 3aJaHHUECM.

2. O0OpaboTka BXOJsIIel JOKYMEHTAIlUH

HaOJIOICHUE U OLICHKA
BBITIOJTHEHHS YIEOHO-

. IIPOU3BOJICTBEHHBIX
BHIOB OPraHU3aLHOHHOMN MIPOBEJIEHa BEPHO B COOTBETCTBUHU C o

3aJlaHUEM. p :
TEXHUKH. JK3aMeH
K 1.3. CocTaBIsTh I 3.3aganHasi 4aCTh HOMEHKJIATYPHI Jiej1a

COCTaBJIEHA MPABUIILHO B COOTBETCTBUU
0hOopMIIATh HOMEHKIIATYPY el .

C MHCTPYKIIMEH 1O JAET0NPOU3BOICTBY
opranusanuu, GopMupoBaTh

4.JIOKyMEHTBI BHYTpH J€N1a
Aca B COOTBETCTBHM € PacIioyI0KeHb! PaBUIIBHO.
YTBEPKACHHOMN
HOMEHKJIATypo#, oOecreunBaTh
VX COXPAHHOCTD B TEKYIIEM 5. AIrOpUTM KOHTPOJIS UCITOJTHEHUS
JIETOTIPOM3BOCTBE C JIOKYMEHTOB COCTaBJIEH BEPHO.
HCIO0JIb30BAHUEM COBPEMEHHBIX
BHUJIOB OPraHU3alIMOHHOMN 5 C s

. CriocoObl peructpaiuy BHyTPEHHUX

TEXHUKH. p pau yIp

JOKYMEHTOB MPOAEMOHCTPHUPOBAHBI

BEpHO.
TIK 1.7. CaMOCTOSTEILHO 1. IlonsiTua koMMepueckas TaliHa U TectupoBanue.
paBOTATH ¢ HOKYMEHTAM, KOH(UIeHIMaNbHas HHPOpMAIUS JaHbl | DKCIIEPTHOE

MIPABWJIHHO B COOTBETCTBUU ¢ D3

HaAOIIOAECHUE U OLIEHKA

coJiepKalluMHU
2. PacnonoxeHue TOKyMEHTOB BHYTPH BBITIOJIHEHUSI Y4COHO-
KOH(UIECHITNATBHYIO
JUYHOIO Jejia pa60THHI<a IIPOU3BEJICHO IpOU3BOACTBCHHBIX
HH(OPMALYIO, B TOM YHCIIE C MPABUIIBHO B COOTBETCTBUH C pabor.
AOKYMCHTaMH I10 JINYHOMY WHCTPYKIMEHN MO JeTONpPON3BOICTBY. DK3aMeH.
COCTaBy. 3. Kaprouka popmsr T-2 3amonHeHa
MPABUIIBHO.
TIK 2.2. OcylIecTBIATh 1. ®daxc nepesad NpaBUIbHO B TectupoBanue.
TeseoHHOE 06CITyKHBaHNE, COOTBETCTBUU C MHCTPYKIIHEH. DKcIrepTHOE
NPHHIMATD U IEPETABATS 2.  dakcorpamma opopmiieHa HaOJIr0/IeHNE U OLIEHKa
MPaBUIILHO BBITIOJTHEHHS Y4eOHO-
(bakcUMUIIbHBIE COOOIIICHNUS.
3. [IpaBuna TeneoHHBIX MIPOU3BOJICTBEHHBIX
MIEPETOBOPOB BOCIIPOU3BEICHBI pabor.
MPaBUIILHO DK3aMeH.
4. Teneponorpamma oopmiena
MIPaBUIIHHO
TIK 1.4. OcyliecTBIATh 1. Omnucsk aena mpou3BeaeHa TectupoBaHnue.
MIPaBUJIBHO B COOTBETCTBHH C DKCnepTHOE

MOATOTOBKY JCJI K IICPpeaAavc Ha
APXHUBHOC XpPaHCHUC.

[IpaBunamu paboThI apXHBa.

HaOJIFO/ICHHUE U OLIEHKA
BBHITIOJTHEHMSI Y4eOHO-
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2. OdopmiteHne mpoToOKoIa MIPOU3BOICTBEHHBIX
3acellaHusl IKCIIEPTHONH KOMUCCUH padoT.
MIPOU3BE/ICHO MPABHIILHO B
cooTBeTcTBUH ¢ [IpaBuIaMu paboThI
apxuBa

3. ITlpomecc mepenayn nen B
BE/IOMCTBCHHBII apXUB BOCIPOU3BEICH
HPaBUIILHO B COOTBETCTBHH C
[IpaBunamu paboOTHI apXuBa.

4. TlomHoe odopMIICHHE JeiTa
MIPOU3BE/ICHO MPABHIILHO B
COOTBETCTBUU C UHCTPYKLIUEH 110
JIeTIOTIPOU3BOICTBY

6.1 3apanus nas npoBeneHus 3x3amena OIIIO
K uToroBoii aTTectanuu A0MyCKaeTCs CIyIIaTeNb, HE HUMEIOIINI aKaJIeMUYECKOU 3aJ0JKEHHOCTH U B
MIOJIHOM 00bEME BBITIOJHUBIINM yUeOHBIH IJ1aH.
Hroroas aTTecTarus BKIIOYaeT KBATU(UKAITHOHHBINA dK3aMeH. [{ens uToroBoit arrecranum —
YCTaHOBJICHUE YPOBHS TOTOBHOCTH 00YYArOIIETOCS K BBIMOJHEHUIO MPOGECCHOHATBHBIX 3a/1a4.

1. | CranmapTHBIHA JUCT OymMaru ¢ 1. bnank
3apaHee HAIMMCAHHBIMH 2. 'pud
MTOCTOSTHHBIMM PEKBU3UTAMHU 3. AHketa
JTOKYMEHTBI U OTMETKH,
0003HaYarOMMMH MECTa IS
BHECEHUS TEPEMEHHBIX
PEKBU3UTOB ?
2. | [IpaBoBO#i aKT, N3/1aBacMblii B 1. 3akoH.
LIEJIAX YCTAHOBJICHUS 2. [TpaBuia.
OpraHu3aIMOHHO-TIPABOBOTO 3. JomKHOCTHAS UHCTPYKIIMSL.
MOJIOKeHUSI pabOTHHKA, €To
00s3aHHOCTEH, Mpas,
OTBETCTBEHHOCTH?
3. | U3 cKoIbKHUX YacTe COCTOUT 1. IBa
TEKCT PacopsSAUTEILHOTO 2. Tpu
JOKyMeHTa? 3. Ilate
4. | JlokymeHT, coaep Kaiuit 1. ITpukas
OTIHCAaHUE WM COJIepKaHue 2. CnpaBka
(axTOB U COOBITHIA? 3. Pemenue
5. | CooO1eHue, nepeaaBaeMoe 1. Tenedonorpamma.
YCTHO TIO Tene(oHy u 2. Tenerpamma.
3alMChIBAEMOE MOJyYaTeIeM 3. IIucemo.
Ha3bIBaeTCs?
6. | Kak Ha3pIBatoTCS TOKYMEHTHI 1. Ucxopsmue.
MOCTyNaroIKe B opranuzanuto ? | 2. Bxogsamue.
3.006a BapraHTa BEpHBI.
7. | PaboTa, BeIONTHSIEMAs 1. TToBTOPSIONIYIOCS U HEMOBTOPSIFOIIYIOCS;
CeKpeTapeM B TeueHue Kaxaoro | 2.CI0XKHYI0 U MPOCTYIO;
JIHS1, YCJIOBHO JEJIUTCS HA! 3.CpoYHyI0 1 HECPOUHYIO.




I'enepanbaomy nupexkropy OOO
«Ctpoiikan» B.A. CepreeBy
Kak Ha3pIBaeTCs 3TOT peKBU3HUT?

1.Pe3omtonus
2.Anpecant
3.Anpecar

9. | Kak Ha3pIBaeTcst 3T0 pEKBU3UT: 1./laTa nokymeHTa
Cnu3zapeBbIX, yi., 17 1. Tomck 2.CrpaBoyHbI€ JaHHBIE 00 OpraHU3aluu
634012 Ten/daxc (385) 52-75- 3.HaumeHoBaHue opraHu3anuu
89?
10. | Kakue 1OKyMeHTBI 1. Buyrpennue
COCTABIISFOTCS, UCTIONHSIOTCA U | 2. BHemmHue
XpaHATCS B paMKax JaHHOU 3. Bxonsuue
OpraHu3aiuu?
11. | CkoJIbKO BUOB PETUCTPALIHI 1.lecsathb
CYILIECTBYET HA CETOTHAIIHUI 2.11stp
JIEHB? 3. Tpu
12. | lokyMeHT, COCTaBIIsIEMbIi 1. Pemenue
HECKOJIBKUMH JIMLIAMHA 1 2. Akt
IO ITBEPIK IAFOTIIUIA 3. TIlonoxenue
YCTaHOBJICHHBIC (DAaKThI WIIN
coObITHSA?
13. | Orpacib AesITeTLHOCTH, 1. JoxymeHnTOO00pPOT
obecrneuynBaroas 2. ApxuB
JOKYMEHTUPOBAHUE U 3. Jlenonpoun3BoICTBO
OpraHu3aIuio paboTHI C
JIOKYMEHTaMHu?
14. | JIBmxeHne 10KyMEHTOB B 1./lenompounsBoicTBO
OpraHu3aIy ¢ MOMEHTA UX 2.JlokymeHT00060pOT
CO3JaHUS WM MOJIyYEHHUs 10 3.Bxopsas qoKyMeHTaIus
3aBepUICHUS UCTIOHEHUS U
OTIpaBKU?
15. | JlokyMeHT, UH(POPMUPYIOTIIHHA 1.TTomoxxenune
PYKOBOAMTENS OpraHu3aluu 2.AxT
WIH CTPYKTYPHOTO 3.Jloxnannas 3anucka
MOAPA3/ICIICHUS O PA3IUUYHBIX
COOBITHUSIX WJIH CIIOKHUBIINXCS
CUTYyalUid?
16. | PabGounii neHb cekperaps 1.CepByto 1 BTOpPYIO MTOJIOBHHY JHS;
MIPUHSTO ACTUTH Ha: 2.YTpo, IeHb U Beuep;
3.Hauaino, nepByto MoJ0BHHY, BTOPYIO MOJIOBUHY U
KOHeI[ paboyero JHs.
17. | 3oHa, Tie pacnoJiararTcs 1.OcHOBHO 30HOM;
mkadbl 1S XpaHEeHUs 2.30H011 00CITy’KUBAaHUS [TOCETUTENICH;
JOKYMEHTOB, SIBJISIETCS: 3.BcioMorarenbHON 30HOM.
18. | PaGouee mecTo cekpetaps 1.OcHoBHas 30Ha, BCIOMOTaTeIbHas 30Ha, 30Ha
COCTOMT M3 30H: 00CTyKUBaHUS TIOCETUTEIEH;
2.Pabouas 30Ha, 30Ha COBEI[aHUSs, 30HA OT/IbIXA;
3.Pabouas 30Ha, BcioMorartenbHast 30Ha, 30Ha
OT/IbIXA.
19.| ... Ha 5 1. B 2 3K3. - 3TO 4acTh 1.Tekct
KaKoro peKBU3UTa? 2.0T™MeTKa O HATUYHUH MIPUIIOKESHUS
3.0TMeTKa 0 KOHTPOJIE
20. | I3yueHue NOKyMEHTOB Ha 1.DxcnepTr3a eHHOCTH

OCHOBAaHHU KPUTCPHUECB B LCIIAX
ONPCACIICHUA CPOKOB XPAHCHUS

2.®opMupoBaHHe
3.KoMmoaekroBaHue
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JOKYMEHTOB U 0TOOpA UX JJIsi
BKJIrOueHud B coctaB AD PD?

21. | Ilpopomkute onpeaencHue: 1.KoTtopsie He0OXO MBI
JIokyMeHT — 310 2.1To3BoSIOIIMMHE OTIPEICIIUTh BUJ] TIOKYMEHTA.
3aukcupoBaHHas HA 3.I1o3BossttOIIIMMY €€ UICHTU(UITIPOBATE.
MaTepUaJIbHOM HOCHUTEIIE
nH(bOpMaNUs C pEKBU3UTAMH. . .
22. | I'pynmupoBKa UCTIOTHEHHBIX 1. ®opmupoBaHue aein
JIOKYMEHTOB B JIeJia B 2. Ucnionuenne nein
COOTBETCTBUU ¢ HOMeHKJIaTypo#l | 3.CocraBieHue e
nen?
23.| 5. TlepedeHb BOIPOCOB, 1.ITIpoToKoJ coBelIaHus;
KOTOpbIe OyIyT 2.ITpoexT pemieHus;
obcyxknarbest Ha coopanuu, | 3.IToBecTka gHsL.
3aceJaHuM 3TO
24. | Onpenenute, 4TO JIUIITHEE B 1.®pykTHI U OBOIIH
CEPBUPOBKE CTOJIA sl KOde- 2. Konaurepckue uznenus 1 KOHPETHI
may3bl. 3.KoHbsik u necepTHbIe BUHA
4. Kode u yait
25. | B pacmmmdpoBke nmoamnucy, rae 1.B xoHue
JOJIKHBI CTOSITh MHUITHAJIBI? 2.ITocepenune
3.Bnepenn
26. | OObsicHUTENBHAS 3amcka —d3T0 | 1. JlokyMeHT, GUKCHpYIOmHiA X0 00CyXKIeHUS
BOIIPOCOB U MPHUHSTHSI PEIIEHUI Ha COOpaHUsX,
3aceJaHMsIX, COBEIAHUAX U T.1.
2. JIOKyMEHT, aJjpeCOBaHHbBI PYKOBOJIUTEIIO U
OOBSICHSIONUN TPUIMHBI HAPYIIICHUS TPYI0BOM
JUCLUIUIMHBI, HEBBITIOJHEHUS KAKOTO-TN00
NOpYy4YEHUS
3. UadopManiMioHHO-CITPaBOYHBIN JOKYMEHT,
COCTABIISAIOLIUICS TPYIIION JIUIT 7Sl IOATBEPKIACHUS
YCTaHOBJICHHBIX (DaKTOB M COOBITHIA
27. | Ilpu 3aKJIFOYEHHUH TPYIOBOTO 1. ITactiopT
J0TOoBOpa KaaipoBas ciiyxk6a He | 2. JInuHy0 KapTOuKy
J0JIKHa TpeOoBaTh OT JIMIIA, 3. CtpaxoBo€ CBHJIETEIBCTBO TOCYJAPCTBEHHOTO
MOCTYMAOIIEero Ha paboTy MEHCUOHHOTO CTPAaXOBaHUS
4. loxymeHT 00 oOpa3oBaHHH
28. | YBonpHeHHE pabOTHUKA 1. Pemenriem aTTeCTallMOHHOM KOMUCCUU
odopmIIseTcst 2. IIpencraBnenneM 006 0CBOOOKICHUN
3. [IpukazoM (pactopsiKeHHEM) O MIPEKPaLEHUU
JEHCTBHS TPYIOBOTO JIOTOBOPA
29. | Cpenu kpuTepreB 1. VBnekarenbHOCTb;
3pPEeKTUBHOCTH MPE3EHTALIH 2.CozepxaTesIbHOCTb;
YKQKUTE JTUILIHIOK0 3.COalaHCUpOBaHHOCTb;
4.3penauIHoCTb.
30. | U3 mepeunst BUJOB Mpruema 1.Ilpuem cOTpyIHHUKOB OpraHU3aLMH 110 TEKYLIHUM

noceTureneit yoepure
HEIPaBUIIbHBIN

pabouum BoIpocam;

2.ITpuem COTpyIHHKOB OpraHU3alKH 10 JINYHBIM
BOIIpPOCaM;

IIPUEM NTOCETUTENNEN U3 IPYTUX OpraHu3alui;
3.IIpueM rpaxkaaH 1o JUYHBIM BOIIPOCAM;

4.TIpueM rpax/aH 1o TeKyluM pabo4ruM BOIpocam;
5.I1puem neneraruii, B TOM YMClie HHOCTPAHHBIX.

39



31.

Kakum 3aKk0HOJAaTEIbHBIM

JIOKYMEHTOM PETYJIUPYIOTCS
TPYJOBbIE TPABOOTHOIICHUS
paboToxaresns u paboTHUKA?

1.YromoBHbIM KOEKCOM PD.
2. TpynoBeiM KogekcoMm PO.
3. KwmmutaeiMm konekcoMm PO.

32. | laToii mpukasa sBisiercst aara... | 1.CormacoBanus
2. Ioanucanus
3.Peructpauuun
33. | Kakoii 1OKyMeHT OTHOCHUTCSA K 1.ITpuxa3
OpraHu3aIMOHHO-TTPABOBBIM? 2.ITonoxenne
3.CrpaBka
34.| Cpemu rpa¢ >xypHasa 3anucu 1. Jlata u Bpems npuema;
COTPYAHUKOB Ha MPUEM K 2.01O, 10DKHOCTD TTOCETUTEIIS;
PYKOBOJUTENIO YOEpHTE 3.CemeitHOE TIOJIOKEHUE TTIOCETUTEIIS;
JUIIHIOO: 4.Bpemst, He0OX01MMOe JUIsl 00CYKIEHUS;
5.Pe3omtonus pykoBoautens (IPUHSITOE pEIICHUE),
35. | Bo BBOtHO "acTH 1.1lenu v mpUYMHBI CO3AaHUS TJOKYMEHTA
pacropsIuTeNbHOTO JoKyMeHTa | 2.OCHOBHBIE HAaNIPaBICHUS JACITEIHHOCTH
coJiepkarcs YUPEKICHUS
3.CpOKM HCTIOJTHEHHUST PACTIOPSKEHUS
36. | K kakoii rpymnie JOKyMEeHTOB 1.K pacnopsiautenbHbIM
OTHOCHTCSI POTOKOJI? 2.K cipaBouHO-UH(POPMAITMOHHBIM
3.K opraamnzanmoHHO-ITPaBOBBIM
37. | Kakoro pekBusnta HeT B Oanke | 1.HamMmeHOBaHUS yapexICHHUSI-aBTOpa
nucrMa? 2.HanmeHoBaHwus BHIa JOKYMEHTA
3.PeructpammonHoro Homepa
38. | OObsicHUTENBHAS 3aMICKa 1.PykoBouTenemM npeanpusiTys, OpraHu3aiu
MOAMUCHIBACTCH. .. 2.CocraBuTenem
3.Ilpeacenarenem u yieHaAMH KOMHCCUU
39. | CnyxxeOHasi KOMaHANPOBKA - 1.1Toe3nka pabOTHUKA B IPYT'YIO MECTHOCTH;
3TO 2.TToe3aka Kymaa-mu0o C IeNbI0 BBIMTOJTHEHUS 3a/1aHuUS;
3.IToe3nka paboTHHKA MO PACTIOPSIKEHUIO
paboToaTenst Ha OMPEEIEHHBIN CPOK JUTs
BBITIOJTHEHHSI CITY»KEOHOTO MOPYyUEHUsI BHE MeCTa
MOCTOSIHHOM pabOTHI.
40. | JoxymeHTOOOOPOT - 3TO 1.Ero co3manus 10 OTIPaBKH
JIBUKEHHE IOKYMEHTA C 2.Ero co3manus 10 NOAIIMBKY B JEJIO
MOMEHTa 3.Ero mostyueHus wiv co3gaHus 10 HAllpaBJICHUS B
JIEJI0 WM OTIPABKU
41. | B cocraB pexkBu3uTa «noanucky» | 1.HaummeHoBaHue NOMKHOCTH, TMYHAS MOAIUCH, €€
BXOJISAT pacumudpoBka
2.HaumMeHoBaHue JOMKHOCTHU JOJHKHOCTHOTO JIMIIA
(BKITIOYAsi Ha3BaHUE YUPEXKACHHUS), C KOTOPHIM
COTJIaCOBBIBACTCS JJOKYMEHT
3.JluuHas moANMCh BUSHPYIONIETO JIHUIA
42. | PexBu3uT ciyxebHoro nucbMa - | 1.YacTth Tekcra nucbMa
3T0... 2.OuUpMeHHBIHN O1aHK
3.Ero oTnenbpHbBIN 2IeMEHT
43. | JlaToii akTa sIBIIs€TCS AaTa... 1.YcTaHOBIEHHOTO COOBITHS
2. Ilogmucanus
3.YTBepxkaeHus
4. VI3roToBIICHHUS aKTa
44. | Kro noanuceiBaet BHyTpeHH010 | 1.CocTtaBurens

OIMHUCh NOKYMCHTOB z[eﬂa?

2.PabotHuk cnyx6b1 JJOY
3.MHcnekTop oT/ena Kajapos
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4.ApxuBuct

45. | JlokyMeHTHI ()OPMHUPYIOTCS B 1.TTonoxxeHreM 00 ydpexTCHUH
Jiena B COOTBETCTBUU C: 2.HomMeHkIaTypoi Aen yapesKIeHus
3.MucTpykuueit o AeI0npor3BOICTBY JaHHOTO
YUPEKICHUS
46. | Ecniu neno umeer JOKyMEHTOB 1.®opMupyIOT 1ONOJHUTENBHBIN TOM TOT'O K€ JI€a,
00BeMoM cBbItIe 250 TMCTOB: 2.DopMUPYIOT CAMOCTOSITEIIBHOE JIEJIO0
3.IIpunoxxeHre MOXKeT MOJIIINBATHCS ¢ OCHOBHBIM
JIOKYMEHTOM
47.1 Kakyto unpopmanuto conepxur | 1.06 o0mem KoarndecTBe 3aBeICHHBIX JIEI.
UTOroBasi 3aIuCh K 2.0 MOBPEXACHHBIX MIPH XPAHEHUH JICNIaX.
HOMEHKJIaType Je? 3.0 cnade nen Ha apXUBHOE XpaHEHUE.
48.1 B xakoM psity BCe clIoBa 1.bepeu.., HacTex.., Opo1L..
MTUTITYTCS ¢ MSATKAM 3HAKOM 2.YyBcTBYyeII.., XOPOIIL.., MOJIOJIEK. .
MOCJI€ MIUISIIUX? 3. [Tycroml.., HEBTEPIIEXK. ., IPSY..
4. Haotmarir.., mpod.., BCKad..
49.4 B kakoM psity BCe Hapeuust 1.(Bo)Bce, (10)HEMEIKH, (K3)IaeKa
numrytes uyepes3 neduc? 2. xorpa(Hudyap), (1mo)apyromy, (B)IeCAThIX
3. (HO)MUHYTHO, (HK)4Yero, (10)IycTy
4. (c)monony, (1o)anrauiicku, (Bo)Bpems
50. 4 Ecnu TpymoBast KHUXKKa 1.Bemucats gyonmukat
paboTHUKa yTepsiHa, TopBaHa, 2. 3aMEHHTh Ha JPYTYIO
HCMAavYKaHa, HYXHO: 3. ObopMIIATh 3aNTUCH Ha BKJIAJIBIIIE
51. { Kakue MoryT ObITh 1.Konkpernas
HOMEHKJIATypbl €717 2.IlpumepHas
3.TumnoBas
4.Bce BhIlIENEPEUNCICHHBIE
52. 4 Ecnu B TpyiOBOM JIOTOBOPE HE 1.Ha st et
OTOBOPEH CPOK €ro JeHCTBUS, 2.Ha necartp get
TPYAOBOM JOTOBOP CUUTAETCS 3.Ha HeonpeeneHHblii CpoK
3aKJIFOUEHHBIM:
53. {Kakoit HopMaTuBHBIN ToOKyMeHT | 1.MHCTpyKIUs 1O ACTOTIPOU3BOICTBY
B OpraHU3allly ONpeaeseT 2.Pernament paboThbl
MOPSZIOK pabOTHI € 3.PeecTp nokymeHTOB
JOKYMEHTaMu
54. { M0>HO JT1 BpEMEHHO BBIJIATh 1. Jla
TPYIOBYIO KHIDKKY Ha PYKU 2. Her
paboOTHUKY: 3. IIpu onpeneneHHbIX 00CTOSTENLCTBAX
55. 4 Kak J0mKHBI XpaHUTHCS 1. Ha cTennaxax.
TPYIOBbIE€ KHWKKHU? 2. B ceiie nnm 3anupaemom mkady.
3. B kopoOke.
56. { Kakue TeKCTOBEIE 1.TonpKo BXOMSIIHUE;
JOKYMEHTAJIbHbIE IOTOKU 2. ToABKO UCXOIAIINE;
MOJUIEKAT PETUCTPALIUU: 3.Tonpko BHYTpEHHUE.
4.Bce BbllenepeyncieHHble
57.4 Kakas HOMeHKIaTypa 1.Tumnosgas;
pa3pabaTsiBaeTcs Ha 2.CucreMaTu3UpOBaHHAS,
MPEANPUATHI 3.MHnuBuyanbpHasl.
58. 4 OKIIO pacmu¢poBbiBaercs kak | 1.O0muit Ko/ MOJHOM OpraHu3aiumy;

2.00111eCTBeHHBIN KJ1a/l NPEANPUATHIA OpraHu3aluii;
3.0061mepoccuiickuit KIacCu(pUKaTop MpeanpusiTHiA,
Opra"u3anum
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59.

B yau¢unupoannoii popme
JMYHON KapTOUKH pabOTHHKA
(Ne T-2) ner rpadsr:

1.I'rpaxx1ancTBO

2.CocrosiHue B Opake
3.33HaHuEe UHOCTPAHHOTO SI3bIKA
4.HaunoHanbHOCTh

60.{ CoTpynauia momMeHsa 1. ®amMuIio UCIPABIATH HE HAJO;
(bamMHITUIO B CBSI3U C 2.Bblgath COTpyAHUIE BKIAJBIII K TPYAOBOM KHIKKE
BCTyIUIeHHEM B Opak. Kak ¥ BIMCATh TyJla HOBYIO (haMUJIHIO;
U3MEHUTH (HaMUIIUIO HA 3.B3aTh mpexHIO (GaMHUITHIO B CKOOKH, a pAIOM
TUTYJIBHOM JIUCTE TPYIOBOU HalMcaTh HOBYIO;
KHWKKA? 4.3a4epKHYTh MPEKHIO (HaMUITHIO OJTHOW YEpTOi, a
PSIOM HaIMCaTh HOBYIO.
61. ) Kakue u3 nmepeyncieHHbIX 1. O mpueme paboTHHKA HA paboOTY;
MIPUKA30B OTHOCATCA K 2. O0 yTBEp>KJIEHUH ILITATHOIO PacHCAHUS;
MpUKa3aM Mo OCHOBHOM 3.0 nepeBojie pabOTHHKA HA IPYT'yIO paboTYy.
NEeATEINHLHOCTH?
62.1 IIpoTOKOI — 3TO JOKYMEHT ... 1.B xoTOpoM (PUKCHUPYIOTCS X0 OOCYKICHHS
BOTIPOCOB M MIPUHSATHS PEIICHUH HA COOPaHUSX. . .
2.B KoTOpOM IIaHupyeTcs onepaTuBHAs padoTa
OpraHu3aIuu
3.B KOoTOpOM yKa3bIBaeTcst ONpeieIeHHbIN (hakKT.
63.! AKT momuChIBaeT 1.PykoBouTenb opraHu3ain
2.Cekperapb | MpejceaaTelb
3.Ilpencenarens U WieHB KOMUCCHU
64. ! IIpoTOKOI MOIIHCHIBACT 1. Ilpencenarens U cekpeTapb
2.PyKoBOJUTKIIb CTPYKTYPHOTO MOAPA3ICICHUS
3.CocrtaBurenb
65. { O6s3aHHOCTH YJIeHA 1.ITpoBepsATH COXPAaHHOCTH IOKYMEHTOB B
AKCIEPTHONH KOMHUCCHH MO/Ipa3IeNICHUsAX
MIPEPUITHS: 2.01eHuBaTh CTETIEHb CEKPETHOCTH IOKYMEHTOB
3.IIpoBOIUTH 3KCTIEPTU3Y LIEGHHOCTH JOKYMEHTOB
66. { Kakyro gary ciaemyer 1. lary 3acenanus;
MIPOCTABIIATH B IPOTOKOJIE 2. laty ohopmiieHUS POTOKOJIA;
3aceqaHus? 3. Jlary monucaHus MpoTOKOJIA;
67.( Kakyro gary ciaemyer 1. Jlaty cocTtaBieHus;
MIPOCTABIATH AJIsl JIOKyMEHTa 2. Jlaty coObITuS;
«axkT»? 3. laTy nmoanucanus;
68. | Ot Kkakoro MmoMeHTa 1. C Havana KajaeHaapHOTO TOJIa;
OTCUUTHIBAETCS TIOPSTKOBBIN 2. C Havana J1eaTeIbHOCTH OpraHU3allluu;
HOMEp JOKyMeHTa? 3. C Hayana HOBOTO (PUHAHCOBOTO MEPHOIA
OpraHu3aIumy;
69. { Kakum 06pa3zom yka3bIBaeTcs 1. B marenpHOM majexe;
JOJIKHOCTB JIUIA, KOTOPOMY 2. B UMEHUTENbHOM MaJIeXKE;
aJipecoBaH JIOKyMEeHT? 3. B poauTenbHOM najiexe;
70.] Yro nomkHa BKJIIOYATh B cebs 1.®.1.0. u HOmMep TenedoHa;
OTMeTKa 00 ucrnonHurene? 2. ©.1.0 u pomaniHuii aapec;
3. ®.1.0 u 101KHOCTE;
71.] CucremaTtu3upoBaHHbBII 1. Homenknarypa;
IIEpEUEHb 3ar0JIOBKOB JIET C 2. AGGpeBmarypa;
yKa3aHUEM CPOKOB WX XpaHeHUsl | 3. ApXUBHBIN CIIUCOK;
— 3TO:
72.] Kaxkoii nomkHa OBITH TOJIIIMHA 1. He menee 400 nucToB;
nena? 2. He 6omee 250 nuctos;
3. He menee 250 11cToB; .
73.] Ilepen cnaueit TOKyMEHTOB Ha 1.CrpynnupoBath ¥ HOJIIUTH JOKYMEHTHI B TAITKU
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APXHUBHOC XPAaHCHUC CIICAYCT ...

2.0¢opMuUTh U OIUCaTh Aea
3.CucTemMaTu3upoBaTh U YTOUHUTH JTOKYMEHTHI

74.] dokymeHTo000pOT yupexkaenus: | 1.BHemHux u BHyTpeHHUX;
peanu3yercs B BUJE. .. 2. OdunmanbHBIX U THYHBIX;
JOKYMEHTOTIOTOKOB. 3.BXoasmux, uCX0AsIIMX, BHYTPEHHHUX.
75. | Yaiie Bcero JOKYMEHTBI 1.3a oiuH KaJleHTapHBIN 1o
TPYIIUPYIOTCS: 2.3a 11Ba KaJleHIapHBIX T0/1a
3. 3a Tpu KaJeHJapHBIX roJa
76. | CBogHAss HOMEHKIJIATYpa JeI 1.C 1 auBaps cnemyromiero KajJeHIapHOTO ro/ia
(bUpPMBI BBOJHUTCS B ICHCTBHE: 2.C nexalps TeKyIiero rojaa
3.ITo mepe HagoOHOCTH
77.| Ecnu B TeueHue roga 1.BHOCsTCS B HOBBIM pa3zies TEKyIed HOMEHKJIATYpPhI
TIOSIBIISTFOTCS] HOBBIE nen
JTOKYMEHTHUPYEMBIE YIaCTKH 2.BHOCSTCS B HOMEHKIIATYPY JIe]T TEKYIIETo T0/1a 0/
paboThI, HE IPETYCMOTPEHHBIE | PE3EPBHBIMU HOMEpaMH
MPEKHEN HOMEHKJIATYpO#l Je 3.He oTpaxkaroTcs B TEKyIIel HOMEHKIATYpe
(GupMBl, TO 3ar0JIOBKU JIET ...
78. | [IpenBapurensHOE 1.PyxoBonuTenem
paccMOTpeHHEe OCTYHBIIETO 2.3aMecTHTEeJIeM PYKOBOIUTES IO OOITUM BOIIPOCaM
JIOKYMEHTa TPOBOJAUTCH. .. 3.Cotpymaaukom ciryx0b1 JIOY, oTBedaronum 3a
JTAHHOE€ HaIpaBJieHUuE pabOThI
79. | CHATHE TOKYMEHTA C KOHTPOJISI 1.0TmeTKo# 00 UCTIOJIHEHUU U HAIIPaBJICHUU B JEJIO0
WCTIOJTHEHUS 0opMIIsIeTCs: 2.0TMETKO# 0 KOHTPOJIE MCTIOJTHEHHS
3.0TMeTKOH 00 HCIOJHUTEINEe
80. { KpaTkoe u3i0xeHne cMbIciia 1.Pe3omronus

JIOKYMEHTA COJICPKUTCS B
PEKBU3HTE

2.0TMeTKa O KOHTPOJIE
3.3aroJIoBOK K TEKCTY

YcioBUS BLINOJHEHUS 3aJaHUS
K sx3aMeny fgomyckaroTcs ciymaTend, ciabmue audQepeHnpoBaHHbIC 3a4€TH TT0 BCEM
TUCIUTIIMHAM, TTPOIIEAINE YIeOHYIO U TPOU3BOJICTBEHHYIO MTPAKTUKH
BrinosHneHHbIM TecT cuntaercs npu 60 % mpaBUIIbHBIX OTBETOB.
Bpewms Beinosinenus 3aganusa 40 MuH.
2.3 Kpurepum ouleHKH YMeHHUIl U 3HAHUH ciyliaTesiei

OTJIMYHO [Tpu mosyaennn ot 80 1o 70 G6amnoB (1 6aym = 1 mpaBHIBHOMY
OTBETY)

XOpOIII0 [Ipu nonydenuu ot 69 no 59 6annos (1 6amn = 1 mpaBHUILHOMY
OTBETY)

YZIOBJIETBOPUTEIBHO [Ipu nonydenuu ot 58 o 48 6amnos (1 6amn = 1 mpaBUIBHOMY
OTBETY)

HeynosierBoputensHo. | [Ipu momydenuun ot 47 o 0 6amnoB (1 6ami = 1 npaBUIBHOMY OTBETY)
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