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1. HACIIOPT ITPOI'PAMMBI IPO®ECCHUOHAJIBHOTI'O MO YJIA 1IM.01
Opranu3zanust J0KYyMEHTAMOHHOT0 o0ecrieyeHnsl yIpaBJIeHHs

1.1. Ob6sacTh NPUMEHEHHUS POTPAMMBI

Pabouass mporpamma Tpo(ECCHOHATBPHOTO MOIYIS  SBJSICTCS YacThiO IMPOTPAMMBI
MOJATOTOBKM crenuainuctoB cpeanero 3BeHa (nmanee - [IIICC3), B coorBerctBUu ¢ ®I'OC mo
cnenuanbHocTd 46.02.01 JlokyMeHTauMOHHOe o0eclevyeHne YNPaBJEeHUs W apXMBOBeJeHHE
0a30BOIl MOATOTOBKM B YaCTH OCBOCHHUS OCHOBHOTO BHAA MPO(ECCHOHAIBHOW IESATeIbHOCTH
(BIT): Opranu3anusi 10KyMeHTAIIHOHHOT0 o0ecrieyeHust ynpapjieHusi 4 GyHKIMOHUPOBAHUS
OpraHu3alyu U COOTBETCTBYIOLIUX MpodeccuoHanbHbIX KoMmereHui (I11K):
1. KoopaunupoBaTh paboTy opranu3anuu (IpUEMHON PYKOBOAUTES ), BECTU IIPUEM NTOCETUTENEH.
2. OcymiecTBIATh pabOTy MO MOJATOTOBKE U MPOBEICHUIO COBEIAHUMN, JIEJIOBBIX BCTPEU, MPUEMOB
U MIPE3CHTALNAN.
3. OcymecTBIATh TOATOTOBKY JETOBBIX TMOE3M0K PYKOBOAUTENS U JPYrHX COTPYJHHKOB
OpraHu3aIuH.
4. OpraHu3oBbIBaTh pabouee MECTO CEKpeTapsi U pPyKOBOIUTEIS.
5. OdopMiIsiTh W PETHUCTPHPOBATH  OPTAHU3ANUOHHO-PACTIOPSIIUTENFHBIE  JTOKYMEHTHI,
KOHTPOJIUPOBATH CPOKU MIX HCIIOJTHEHHSL.
6. OOpabareiBaTh BXOASAININE W HCXOMASAIINE TOKYMEHTHI, CHCTEMAaTH3UPOBATh WX, COCTABIATH
HOMEHKJIATYpY Jell M (OPMHUPOBATH TOKYMEHTHI B JIeJa.
7. CamocTosTeNbHO paboTaTh ¢ JOKYMEHTAMH, COJIEPKAIUMH KOH(MUICHITHATHHYIO HHPOPMAITHIO,
B TOM YHUCJIE C JOKYMEHTAMH I10 JINYHOMY COCTaBYy.
8. OcymecTBiATh TeNepoHHOE 0OCTYy)KUBaHUE, TPUHUMATh U TIepeaBaTh (PaKchI.
9. OcymiecTBIATh MOATOTOBKY /€T K IIepeaue Ha apXUBHOE XpaHEHHUE.
10. CocraBnsiTh ONUCH i€, OCYIIECTBIATH MOATOTOBKY /I K Iepeaadye B apXWB OpraHU3alluy,
rocy/lapCTBEHHbIE U MYHUIIUTIAIbHbBIC APXUBBL.

TpeboBanusi K ypoBHIO 00pa30BaHUsl, ONIBITY pabOThI: OCHOBHOE 0o0I1iee, cpeaHee (T0JTHOE)
oO1ee, HaYaJIbHOE MPOQECCHOHAIBHOE 00pa3oBaHKe 0e3 orbITa PabOTHI.

1.2. leau u 3aaa4u npodhecCHOHATIBLHOr0 MOAYJIAA - TPeOOBAHUA K pe3yibTAaTaM OCBOECHHS
npodeccuoHAJIBLHOr0 MOAYJISA

C nenpio OBNaJIeHUS] YKa3aHHBIM BUAOM NMPO(PECCUOHANBHOMN JIESATEIBHOCTH U COOTBETCTBYIOIIMMU
podecCHOHANIbHBIMU KOMITETEHIIUSAMU, OOYyYaromuiicss B XO0Jie OCBOEHUS MpOECCHOHATBLHOTO
MOJTYJISl JOJIKEH:

HMeTh NPAKTHYECKHH ONBIT:

- OpraHu3aluu JOKYMEHTAIIMOHHOT O obecrieueHUs yIIpaBJICHUS "
(GYHKIMOHUPOBAHUS OpraHU3alluu;
- YMeThb:

- TPUMEHSTh HOPMATHUBHBIE IIPABOBBIE AKThI B YIIPABICHUYECKON JEATEIbHOCTH;

- TOJrOTaBIMBATh MIPOEKTH! YIPABICHYECKUX PELICHUH;

- oOpabarbIBaTh BXOJAALIME M MCXOIAIIME JOKYMEHTBI, CUCTEMaTH3UpPOBaTh MX, COCTABIATh
HOMEHKJIATYpy JIes1 ¥ (POPMHUPOBATH TOKYMEHTHI B JIENa;

- TOTOBUTb M TIPOBOJUTH COBEIIAHMSA, [JEJIOBBIE BCTPEUM, IPUEMBbI U IIPE3ECHTALUY;
3HATh:

- HOpPMAaTUBHBIE IPABOBbIE aKThl B 00JACTU OpPraHMU3ALUH YIPABICHUYECKOH JEATEIbHOCTH;
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— OCHOBHBIE IIPAaBUJIA XPAHEHUS U 3aIUTHI CIY)XKeOHOM HHpOpMAaLIUH.

B pesynprate oCBOCHMS NPO(ECCHOHAIBHOIO MOAYIS OOydaroliuecs IOJDKHBI OBJIAJETh
CIICAYIOIKUMHU OOIIKUMH U TPO(PECCUOHATLHBIMU KOMETCHIIUSAMU:
OK 1. IloHuMarp CyIIHOCTh U COIUANIBHYIO 3HAYUMOCTb CBOEH Oymymieit npodeccuu, mposiBIATh K

HEW yCTOWYMBBIN MHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO AEATEIBHOCTD, BRIOMPATh TUTIOBBIE METOIBI M CIIOCOOBI
BBITIOJTHEHUS TTPO(PECCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX A3PPEKTUBHOCTH U KOJINYECTBO.

OK 3. IIpuHuMaTh pemieHus B CTaHJAaPTHBIX U HECTAH/IAPTHBIX CUTYalUsAX U HECTH 32 HUX
OTBETCTBEHHOCTh

OK 4. OcyiiecTBasTh NOUCK U UCHOJIb30BaHNE HHPOpMAIUK, HeoOXoumMoi ist 3 heKTUBHOTO
BBINIOJIHEHUS TIPO(GECCHOHANBHBIX 33J]a4, MPO(ecCHOHATLHOTO U JIMYHOTO Pa3BUTHSL

OK 5. Ucnonb3oBath HHOOPMALIMOHHO- KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B TPO(HECCHOHATILHOM
NEeSATENBHOCTH.

OK 6. PabGoTtath B KOJIEKTHBE U KOMaHAE, 3P(HEKTUBHO 00IIAThCS € KOJIJIEraMHU, PyKOBOJICTBOM,
MOTPEOUTENSIMHU.

OK 7 .bpats Ha ce0st OTBETCTBEHHOCTh 32 PabOTy WICHOB KOMaH/bI ( TIOJMUHEHHBIX ), pe3yIbTaT
BBITIOJTHCHUS 3a/IaHUSL.

OK 8. CamocTosiTeTbHO ONIPEACTATH 3aa49u MPO(GECCHOHATHHOTO U JTUYHOCTHOTO Pa3BUTHA,
3aHMMAaTbCA CaMOOOpPa30BaHNEM, OCO3HAHHO IUIAHUPOBATH MOBBIIICHUE KBATU(PUKAIIIH.

OK 9.0pueHTHpoBaThCs B yCIOBUAX YaCTOW CMEHBI TEXHOJIOTHH B PO ECCHOHAIBHON
NeSITeIbHOCTH.

IIK 1.1. KoopauHupoBath paboTy opraHu3anuu (IpUEMHON PYKOBOIUTEINS ), BECTH ITPHUEM
MOCETUTENEH.

IIK 1.2. OcymectBiars paboTy 1O MOATOTOBKE U MPOBEICHUIO COBEILIAHUH, IEIOBBIX BCTPEY,
MIPUEMOB U TIPE3CHTAIUH.

I1K 1.3. OcymiecTBiaTh MOATOTOBKY JI€TOBBIX MOE30K PYKOBOJIUTENS U APYTUX COTPYIHUKOB
OpraHu3aIuH.

1K 1.4. Opranus3oBbiBaTh pabouee MECTO CEeKpeTapsi U PyKOBOIUTEISL.

IIK 1.5. OdopMIIsATs U pEerUCTPUPOBATH OPraHU3ALMOHHO- PACHIOPSAUTENbHBIE JOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCTIOJTHEHHUS.

IIK 1.6. O6pabateIBaTh BXOIAIINE U UCXOAAIINE JOKYMEHTHI, CHCTEMAaTU3UPOBATh UX, COCTABISATh
HOMEHKJIATYpY el U (GOpPMHUpPOBATh TOKYMEHTHI B Jieja.

I1K 1.7. CamocTosiTeIbHO paboTaTh ¢ TOKyMEHTaMH, COAEPKAIIMMU KOH(DUICHIINATBHYIO
nH(pOpMaIIHIO, B TOM YHUCIIE C JOKYMEHTaMH 10 TUYHOMY COCTaBY.



[1K 1.8. OcymecTtBiasth TeneoHHOE 00CTy>)KUBaHUE, IPUHUMATD U TIepeiaBaTh (PaKChI.
ITIK 1.9. OcymiecTBasTh MOArOTOBKY /€I K Mepelaye Ha apXUBHOE XpaHEHHUE.

IIK 1.10. CocTaBasTh OIIUCH JI€], OCYIIECTBIATH OATOTOBKY J€J1 K II€pEIaye B apXUB
OpraHu3aIiy, TOCYAAPCTBEHHBIC U MYHHIIUTIAIBHBIC aPXHUBHI.

1.3. Pexkomenayemoe KOJMYECTBO 4YacOB HA OCBOEHHE NPOrPaMMBbI
npo¢eccuoHaIbLHOT0 MOYJISA:
Bcero — 474 yaca, B TOM 4HCIIE:

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOydatomerocs - 402 gaca, BKITtovast:
-00s13aTeIbHON ayJUTOPHOU yaeOHOM Harpy3ku oOydaromerocs — 268 gacos;
- CaMOCTOSITEIbHOM paboThl oOyuatomerocs — 134 yaca; yaeOHOM 1 TIPOU3BOICTBEHHOM MTPAKTHUKH -

72 ygaca.

2. PE3YJIBTATBI OCBOEHUSA ITPO®ECCHOHAJIBHOI'O MOAYJIA

PesynbTaToM ocBoeHUS MPOGECCHOHATTBHOTO MOJIYJIS SIBJISICTCS OBJIaJICHUE 00yYarOIUMUCS
BHUJIOM TIPO(ECCHOHANBHON nesTenbHOCTH OpraHu3anusi JOKYMEHTAIIHOHHOTO ofecnevyeHust
ynpaBJjieHHsI 1 ()YHKIIHOHHPOBAHMS OpPraHu3anuu, B ToM uncie npodeccrnonansusiMu (I1K) u
o6mumu (OK) komMmeTeHIusAMHU

Kon HaumeHoBaHue pe3yJibTaTa 00yUeHUus

I[K 1.1 KoopauaupoBats paboTy opranu3anuu (IpUEMHON pyKOBOIUTEINS), BECTH IPHUEM
IIOCETUTENEN

K 1.2 OcymiecTBiaTh paboTy O MOATOTOBKE M MPOBEICHUIO COBEIIAHUH, IETOBBIX
BCTpEY, IPUEMOB U MPE3CHTALNI

I[IK' 1.3 Ocy1iecTBIATh HOJATOTOBKY JEJIOBBIX OE3JJ0K PYKOBOJIUTENS U APYTUX
COTPYIHUKOB OpraHu3aluu

I[IK 1.4 Opranu3oBbIBaTh paboyee MECTO ceKpeTapsi U PyKOBOIUTEIIS.

I[IK 1.5 OdopMIIATE M pErHCTPUPOBATH OPraHU3AIMOHHO-PACTIOPSAUTEIbHBIC JOKYMEHTHI,

KOHTPOJIMPOBATH CPOKU UX HUCIIOJITHCHUSA

IIK 1.6 OO6pabaTbIBaTh BXOSIINE U UCXOSIINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX,
COCTaBJIATh HOMEHKIIATYpY Aed U (GOpMUpPOBATh JOKYMEHTHI B Jieia

IIK 1.7 CamocTosaTensHO paboTaTh ¢ JOKYMEHTaMH, COAECPKAIIUMU KOH(PUACHIIUATHHYIO
nH(OpPMAIIHIO, B TOM YUCIIE C JOKYMEHTAMHU IO TUYHOMY COCTaBY




K 1.8 Ocy1iecTBiATh TeIePOHHOE 00CTYy)KUBaHNE, TPUHUMATH U TIepeaaBaTh PaKch

K 1.9 Ocy1ecTBIATh NOJATOTOBKY JIEJ K IIepe/iade Ha apXUBHOE XpPaHEHHUE

IIK 1.10 CocTaBisTh OIUCH JIEJ1, OCYILECTBIATH IOJrOTOBKY JI€JI K II€peiadye B apXUB
OpraHu3aIuy, TOCYAAPCTBEHHBIC U MYHHUIIUIIATBHBIC apXUBBI

OKI [TorrMaTh CyITHOCTH ¥ CONMANTBHYIO 3HAYMMOCTh CBOEH OyayIeit mpodeccun,
MIPOSIBIIATH K HEW YCTOMYMUBBIA HHTEPEC.

OK?2 Opranu3oBbIBaTh COOCTBEHHYIO J€SITEIHHOCTD, BEIOMPATh THIIOBBIE METOIBI U
CrIO0COOBI BHITIOJHEHUS ITPO(ECCHOHANBHBIX 3a/1a4, OLIEHUBATh UX d3PPEKTUBHOCTH U
KayecTBO.

OK3 [TpuHUMATH pemeHus B CTAHJAPTHBIX U HECTAHAAPTHBIX CUTYAIUsIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4 OcymiecTBIATh MOUCK U UCHOJIb30BaHUE UH(POpMALIUK, HEOOXOAUMOH AJIst
3¢ (HEeKTUBHOTO BBHIMOTHEHUS TPOPECCHOHAIBHBIX 33/1a4, TPOPECCHOHAIBHOTO U
JMYHOCTHOTO PAa3BUTHS.

OK5 Hcnonp3oBath MHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHU B
npodeccruoHabHOM 1A TEIbHOCTH.

OK 6 PaGotath B KOJJIEKTHBE HW KOMaHzae, S(PQPEKTHBHO OOMATHCSA C KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTEISIMH.

OK'7 Bpath Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WICHOB KOMaH IbI (ITOTYMHCHHBIX),
pe3yabTaT BHINOJIHEHHS 3aJlaHHMH.

OK 8 CaMOCTOSATEIBHO ONPEACIIATh 331a4d MPO(HECCHOHATHLHOTO M IMYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CaMOO0OpPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBILIICHHUE
KBaTM(UKALIIH.

OK9 OpueHTHPOBATHCS B YCIOBHAX YaCTOW CMEHBI TEXHOJIOTHH B IpoeccnoHaIbHON

JACATCIbHOCTH




3. CTPYKTYPA U COAEPKAHUE TPO®ECCHUOHAJIBHOI'O MOAYJIA

3.1. Temarudeckuii TaH nMpo(ecCHOHATEHOTO MOTYIIS

Konsl HaumenoBaHus pa3zeioB Bcero O0BbeM BpeMeHH, OTBe/ICHHBIH HA 0CBOCHHE IIpakTnka
npogeccHoHATBHBIX npogeccuoHaTBLHOT0 MOTYJIsI 4acoB MEKTHCIHIUIMHAPHOTO Kypca (KypcoB)
KOMIeTeHI il (makc Harp)| OO0s3aTenbHas ayquTopHasi yueoHasa | CamocrositesbHa | YueOnas, | [lponssonc
HArpy3Ka o0yualomerocst s1 paboTra 4acoB TBeHHAasl
o0yyaromerocs (mo
Bcero, B T.4. B T.4., Bcero, |B T.4., npop U0
YyacoB | JadopaTopHble | KypcoBasi 4acoB | Kypco crenuaJIbH
padoTsl U padora Bast 0CTH),
npakTuyeckue | (MPOeKT), padot 4acoB
3aHSITHSI, Y2COB 4acoB a
(mpoe
KT),
4acoB
IIK 1.1- TIK 1.10, Paznen 1. MJIK 01.01 105 70 20 20 35 - -
OK1- OK10. JlokymeHTannoHHOe oOecrieueHne
YIIPaBJICHUS
IIK 1.1-T1K1-10, Paznen 2.M/JIK 01.02 ITpaBoBoe 66 44 20 22
OK1- OK10. PEryJIMpOBaHKE YIPABICHYECKOM
JIESITETbHOCTH
IIK 1.1-I1K1-10, Paznen 3 MJIK 01.03. Opranuzarus 66 44 20 22
OK1- OK10. CEKpPEeTapCcKOoro 00CIyKUBaHUS
K 1.5, 1.6, 1.7, 1.8, |Paznen 4. MJIK 01.04 Texuudeckue 78 52 36 26
1.9,1.10, OK1- CpEeJICTBa yIpaBIeHHs B O(ucCe.
OK10.




K 1.5, 1.6, 1.7, 1.8, |Paznmen 5. UndopmarmonHas 87 58 36 29
1.9, 1.10 OK1- 0€30IaCHOCTH U 3aIUTa UHPOPMAIIUH.
OK10.
Bcero: 402 268 132 20 134 72
3.2. Conep:xanue 00yuyeHus no npodeccuonaibunomy moayJao (IIM)

HaumeHoBaHue pa3ae/ioB Conep:xanue yueOHOro MaTepuaJa, 1a6opaTopHbie padoThl U NPaAKTHYECKHE Oo0bem YpoBennb
npodeccuoHAJIBLHOr0 MOIYJISA 3aHATHS, CAMOCTOSITE/IbHAS padoTa 00y4alIuXcs, KypcoBasi padora (IpoeKr) 4acoB 0CBOEHMS
(ITM), MesRIMCUUIJIMHAPHBIX

kypcoB (MJIK) u Tem
1 2 3 4
Pazgen 1. IIM 01. 105
Opranuzanus
AOKYMEHTAIIHOHHOT O
ol0ecrnieyeHunsl ynpaBJieHUs
MJIK 01.01.
JoxymMeHTAIMOHHOE
olecreyeHne ynpaBjaeHHs
Tema 1.1. Opranmnsanus Coaepixanue
JOKYMEHT0000poTa
1. Onpenenenne NOHATHS «I0KyMEHTOO00POTY. 4 1-2
2. CrpykTypa 1 o011as XapaKTepUCTUKA JOKYMEHTOIIOTOKOB. 1-2

3. HpI/IeM, MPOXOKACHUC U TIOPANOK UCTIOJIHCHH A MOCTYNAOIINUX JOKYMCHTOB.
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4. DkcrnenuimonHas 00paboTKa JOKYMEHTOB.

HpaKaneume 3aHATUSA

1. OdopmiieHne )xypHAIOB yuéTa BXOSIINX, HCXOMSNIUX U BHYTPCHHUX JOKYMEHTOB

Tema 1.2. I[Ipném noxymenra

Conepxanue

U NpeJBapuTeIbHOe 1-2
paccMoTpeHue B cﬂymﬁe 1. HpI/IHIH/IHI)I perucTpanuu JOKyMCHTOB.
JOKYMEHTAlMOHHOI'0 HpaKanecKue 3aHATUSA
obecnieueHnst
1. Peructpanus 10kyMmeHTOB ((hOpMbI perucTpaIim)
Tema 1.3. KonTpoas 3a Conepxanue
HCIIOJIHEHHEM IOKYMEHTOB. 1. Kareropuun n1okymMeHTOB, moaiexanux KOHTpor0. Cpoku UCHOTHEHUS 1-2
JnokyMeHTOB. OOpaboTKa UCIIOJHEHHBIX U OTIPABIIIEMbIX JOKYMEHTOB.
2. KoHnTpons 3a ucnonHeHneM. ABTOMAaTU3UPOBAaHHBIE CUCTEMbI KOHTPOJIS 32 1-2
HCIIOJTHEHUEM JOKYMEHTOB. KOHTpPOJIb TEXHOIOTMH TOKYMEHTOB U UCIIOJIb30BaHUEM
I1K.
IIpakTnyeckune 3aHATHS
1. | CocraBnenne KapTOYKH KOHTPOIIS 33 MCIIOJTHEHHEM TOKYMEHTA.
Tema 1.4. Opranuszauus Conep:xanue
CJYKOBbI JOKYMEHTAIIMOHHOTO | 1. CoBpemeHHbIE OpraHu3alMOHHbIe (POPMBI CITYXKObI JIEIOMPOU3BOJICTBA.
ol0ecrnieyeHuns ynpaBJIeHHs PernamenTanust OCHOBHBIX 3a/1a4 ¥ GYHKITUN CyKObI JIOY.
2. Paznenenue Tpyna Mexay noapa3aesieHUsIMU U UCHIOJIHUTEISAMU. TUITOBBIE

cTpykTypsl IOV B opranuzanusx pasjinyHbIX YpOBHEN yIIpaBiieHUs. TUIIOBbIE
1oJIokeHus o ciayxkoax JJOVY.

3. Iopsinok xpaHeHus nevaTeil , 0J1aHKOB U MpaBuiIa 1oJib30BaHus uMu. [loaroroska
KaJpOB JIeJIONPOU3BOJCTBEHHBIX CIYXO.
4. Tunosoii popMynsp MOJI0KEHUS , OCHOBHOE COJIEp KaHUE , MOPSAAO0K pa3pabOTKH U

yTBEp)KJIeHUs . Pa3melienne CTpyKTYpHBIX noapaseneHuii cnyx6oi 10V,
yCJIOBHS TpyJla , OpraHu3anus u 060pyioBaHHe paboYnX MeECT.

5. JIOT>KHOCTHOM M YUCIIEHHBIH cocTaB paboTHUKOB ciyx0b1 JJOVY. JlommKkHOCTHBIE
UHCTPYKIUU KaK OCHOBHOW HOPMATUBHBIN JOKYMEHT.

IIpakTHYecKHe 3aHATHA

1. Pacuér uncnenHocty coTpyaHUKOB cinyk0b1 JJOY opranuzauuu. Co3nanue
JIOJDKHOCTHOM MHCTPYKIMH HA OCHOBE TUIIOBOA.
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2. Co3ztaHue 10JKHOCTHOM MHCTPYKIIMU HA OCHOBE TUIIOBOIA.

Tema 1.5. UnopmannoHHble Coaepixkanue

TeXHOJIOTHH 00ecredeHHs 1. Crpykrypa UT obecnieuenust [10Y. Hasznauenue cpeacts OT. Kiaccudukamms
ylpaBJieH4YeCKOil OT.

AesITeIbHOCTH. 2. Konnemnus anexkrpornoro oguca. CereBoe ucrosb3oBanane BT. APM.

Tema 1.6. Opranmnzanus Cojaepixkanue

paboThI ¢ oOpaleHUsIMHU 1. CoumanbHoe 3HaueHue oOparieHus rpaxaan. Onepamuu 1o npuemMy, perucTpaimi,

rpas;kKaan

KOHTPOJIIO UCIIOHEHUS, IPUHSITHUIO pEIIeHn 1o oOpateHusM rpaxaad. Cpoku
ucnoyiHeHusi. TpeboBaHUs K COJIEP/KaHNI0 OTBETHBIX JOKYMEHTOB.

2. dopMHUpOBaHUE U XPAHEHUE MPEIOKEHUH, 3aABICHUM, )KaI00 TpaXkaaH.
Opranuzanys npreMa rpaxaaH B roCcy/IapCTBEHHBIX YUPEKICHUSX.
3. Benenue renedonnsix neperoBopos. Ilpuem nocerurene.

IIpakTHYeckue 3aHATHS

1. CocraBnenne nucpMa-oTBETA.
Tema 1.7. O0mue TpedboBanus | Coaep:xxaHue
K CHCTeMATH3aLUHN
AOKYMEHTOB H 1. O6mue TpeboBanus Kk hopMupoBaHuio fen. TpeboBaHUs K 3aroJIOBKaM Jell.
¢dopmupoBaHuIo 1€
2. Odopmienue 0650xku aena. OnpenenaeHe CPOKOB XpaHEHUs AeTl.
3. DopMHUpOBaHUE JIE] B OPraHU3alUsIX Pa3IndHbIX YPOBHEH YIIPABICHUS.
4. 3anauu ciayx06b1 JIOY 1 BeJOMCTBEHHOTO apxuBa 1o GOpMUPOBAHUIO JIEI.
[IpuHIMIBI cCUCTEeMAaTU3allMK JOKYMEHTOB BHYTPHU JIEJI.
5. Ocobennoctu 0opMIICHUS JIE [0 TUYHOMY COCTaBY.

IIpakTHYecKkne 3aHATHSA

1. CocraBieHue OnMCcH JOKYMEHTOB, BXOASIIUX B JIENO.
2. Odopmnenue 006I0KKH Jena.
3. dopMupoBaHueE A€ M0 JIUUYHOMY COCTaBY.

Tema 1.8. Homenkaarypa gean | Cogepikanue
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Ha3naueHnue u ucronp30BaHuE MEPEUYHEN TOKYMEHTOB. 4
Tunosasi, mpuMepHast 1 HHIUBUyaIbHass HOMEHKIATYphl. TpeboBaHus k
COCTAaBJICHUIO HOMEHKJIATyphl JIEll.
3. [Mopsinok oopmMIIeHHs, COTJIACOBAHUS M YTBEPKICHUS HOMEHKIIATYPHI JE]l.
4. Hcnonb3oBaHre HOMEHKIIATYPHI JIE]I B ONIEPATUBHOM XPAHEHUHU U BEZJOMCTBEHHOM
apxuBe.
IpakTnyeckune 3aHATHS
1. CocraBiieHre HOMEHKJIATYpHI JIeJT TT0 00pasiry. 2
Tema 1.9. Ilepeunn Conepxanue
JIOKYMEHTOB 110 CpoKam 1. Ha3sHadueHue M MCIOJIB30BaHKE TIEPEUHEil T0KyMEHTOB. THIIOBEIE BEIOMCTBEHHBIE 3
XpaHeHusl TepeyH.
2. Hcnonb3oBanue nepeyHeil 11l cocTaBieHHsl KIacCU(UKaTOPOB U HOMEHKJIATYp Jell.
3. [Topsinox opopmiieHus1, COrIacoOBaHUS U YTBEPKIACHUS OTPACIEBBIX MEPEeUHEH.
CamocrosiTejibHasi pa6oTa npu u3yyeHun pasaenaa 1. [IM 01. 35

IIpumepHasi TeMaTHKAa BHEAYIMTOPHOI CAMOCTOSITE/IbHOM PadoThI
HcTopus opranuzaiius 1e10MpOU3BOJICTBA.
Pa3memienue cTpykTypHBIX noapasaenenuii ciayxosl JIOY, ycnoBus Tpyaa, opranusanus 1 o0opy1oBaHuE pabounux MecCT.
Buner cnyx6 JJOVY.
MeTo1bl yueTa u cokparieHusi 0obeMa JOKyMEHTO000poTa.
KoHTposIb TEXHONOTUHU TOKYMEHTOB C UCIOJIb30BAaHUEM MEPCOHATBHBIX KOMITBIOTEPOB.
@opMBI U METOIBI COBEPIICHCTBOBAHMS pabOTHl C OOpalleHUSMH TpaKJaH B OpraHax TOCYAapCTBEHHOW BIacTH U
yIpaBJICHUS, B O0IIECTBEHHBIX OPraHU3aIHSIX.
Hcnonp30BaHre HOMEHKIIATYPHI J€]1 B ONIEPAaTUBHOM XPAaHEHUH U BEIOMCTBEHHOM ApXMBE.

IIpumepHasi TeMaTHKa KYpCOBBIX padoT (IIPOEKTOB)
JIOKyMEHT B MH(OPMAITMOHHON Cpejie OpraHU3aliH.
JIOKyMEHT Kak cpeicTBO oOMeHa MH(opMaIeil B ynpaBIeHUYECKOH NesITeIbHOCTH.
OCo0GeHHOCTH UCTIOJIb30BAaHUS JOKYMEHTOB Ha HOBEUIIINX HOCUTEJISX.
OcoOeHHOCTH cOCTaBJIeHUs U 0(pOPMIICHHUs] YIPABICHYECKHX IOKYMEHTOB.

el N
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5. Oco0GeHHOCTH UCTIOIB30BaHUS HH(DOPMAIIMOHHO - CIIPABOYHOM TOKYMEHTAIIUH B YIIPABJICHUH.
6. Pousb mepenucku B AEATEIBHOCTH OPTaHU3AIHH.
7. Ponb xagpoBoil JOKyMEHTAIMH B YIPABJIECHUHU IIEPCOHAIIOM OPTraHU3aALNH.
8. Poub xoHpUICHIMATHHOW TOKYMEHTAIMH B (PYHKIIMOHUPOBAHUU OPraHU3aIHH.
9. Oco0eHHOCTH JOKYMEHTHPOBAHHS MUCHMEHHBIX U YCTHBIX 0OpaIlleHui rpax/iaH.
10. OcoGeHHOCTH TOKYMEHTHPOBAHHUS JOTOBOPHBIX OTHOIIICHHIH.
11. Vuudukauus u cTanzapTusanus J0KyMEHTOB Ha MPEANPUATHH.
12. TIpob6nembl obecrieueHus FOPUAMIECKON CHITBI JOKYMEHTOB B YCIOBHSX HOBBIX HH(OPMAIIMOHHBIX TEXHOJIOTH.
13. ABTOMaTH3MpPOBAHHBIN O(HC HA TPHUMEPE KOHKPETHOTO MPEPUSITHSL.
14. ABromaTH3anus JOKyMEHTAlHOHHOTO 00ecreueH sl YIpaBIeHUs Ha IpUMepe KOHKPETHOTO MPEANPUSITHS.
15. OpranHuzanus U TEXHOJIOTHS JOKYMEHTAI[MOHHOTO O0ecrieueHus! Ha NPeApUsTHH.
16. Opranmzanust JOKyMEHTOOO0OPOTA HA MPEITPUSTHH.
17. Opranuzanus 31eKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANPUSTHH.
18. AHanu3 OCHOBHBIX HAIIPABIICHUH COBEPIICHCTBOBAHUS TIOKYMEHTAIIMOHHBIX IPOIIECCOB.
Oobs3aTesibHAs ayAUTOPUS YUeOHAsA HATPY3KA MO0 KYPCOBOii padoTe (IPOEKTY)

12

Oobs3aTesibHAsE ayAUTOPHAS yYeOHAasi HATPY3Ka MO KYPCOBOil padoTe (IPOEKTY) 20
Pa3nen 2. Opranusanus 66
NPaBOBOI0 peryJiMpoOBaHusl
yHpPaBJIeHYEeCKOil 1esITeIbHOCTH
M/IK 01.02. ITpaBosoe 66
peryJjupoBaHnue
yHpaBJIeHYECKOil 1esiTeIbHOCTH
Tema 2.1. Cymnocts u 3Hayenne | Comeprkanue 10

ynpaBnqueCKoﬁ HeATECJIbHOCTH =
1 Ponp YIIPAaBJICHYCCKOU ACATCIIbHOCTU

2 MoTtuBanus ynpaBHqueCKOﬁ ACATCIIBHOCTHU

3 HpO(I)eCCI/IOHaJ'ILHLIC N JTAYHOCTHBIC Ka4CCTBa ClicnraanucTa 1o
AOKYMCHTAIITUOHHOMY 00eCITeUYeHHIO YIIPpaBJICHHUA, APXUBUCTA

4 Ponsb YIIPABJICHYCCKOT'0 PCIICHUA B praBnquecxoﬁ ACATCIBHOCTHU

13




Tema 2.2. IIpodeccuonanbuas Conepxanue 10
THKA CHEeNHATHCTA MO
1 | [IpodeccronampHast STHKA CIICIUATNCTA IO JOKYMEHTAIIHOHHOMY 00ECTICUCHHIO
AOKYMEHTAIHOHHOMY
yIIPaBJICHUS] M APXUBOBEICHHIO
obecrneyeHuIo _
2 | OcoOeHHOCTH THKETa AEJOBBIX OTHOUICHUH B cpepe JOKYMEHTAI[HOHHOTO
oOecrieyeHns yrpaBiIeHNs U ApXHUBOBEJCHUS
3 | KoH)nHKTHI: MOHSTHE, BUBIL.
4 | CnocoOsbI pazperieHust KOHGQIUKTOB U METOIbI UX pa3penieHus
IIpakTnueckoe 3ansTHE 4
Pa3pabotka npoekra «Co3naHue Kojekca KOPIIOPAaTUBHOMN KyIbTYphl CHEIMAINCTA
HOVY»
Tema 2.3. HopmaTusHo- Copnepxanue 14
MeToan4YecKas 6a3a B 00/1aCTH
1 | HopmartuBHO-TIpaBoBas 6a3a OpraHu3aly JOKYMEHTAIIMOHHOTO O00ecrieueHus
AOKYMEHTAIlHOHHOT O
yIpaBJICHUS U apXUBOBEJICHUS
olecreyeHns ynpaBJieHHUS U > T
HCT Usl IO JIeIONIPOU3BOJICTBY. THUIOBBIE M MHAUBUIYalbHbIE HHCTPYKIUH.
apXuBOBe/IeHUS PYyKIL a1 p JICTBY JHBHILY PyKIL
3 | HopmupoBanue Tpyna B 06JaCTH JOKYMEHTAI[MOHHOTO 00ecrieueHus ypaBaeHUs
U apXHBOBEJICHUS
4 | Kpanuukannonusle TpeOOBaHUS K CHEILMATIUCTY MO JOKYMEHTAIIHOHHOMY
00€eCIeYeHNIO YIPaBICHUS, ApXUBHUCTY
5 | Tpebosanust CanlluH no opranuzanuy aBToMaTU3UPOBAHHBIX PAOOUUX MECT
(APM) cnenmanucra no JOKyMEHTAIIHOHHOMY 00€CIIEUeHUIO YIIPaBICHHUS,
apXUBHUCTa U pykoBoauTens. TpeboBaHus, mpeabsaBiIsieMble K TOMEIIEHUSIM C
OPI'TEXHUKOM.
6 | Pexxum Tpyaa u oTabIxa.
IpakTuyeckoe 3ansiTue 2
1. | Pemenue cuTyallmoHHBIX 3a/1a4 [IPAaBOBOTO XapakTepa (pexxuM paboyero BpeMeHH,
HOPSAA0K NPEAOCTABICHHS IEPEPBHIBOB B paboTe, OTIMYCKa U Jp.)
Tema 2.4. JlokyMeHTaI U4 110 Coaepikanue 6
rpakIaHCKO-NMPABOBBIM
1 | Buasl rpaxxJ1aHCKO-TIPaBOBBIX JIOTOBOPOB
OTHOLIIEHUSIM
2 | 3axyt0YeHHE Pa3TUYHBIX BUIOB IOTOBOPOB
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3 | I3MeHeHue u pacTOpKEHHE Pa3IMUHbIX BUAOB JOTOBOPOB 2
IIpakTHyeckoe 3aHsATHE 2
Odopmitenue pa3muyHbIX BUAOB JOTOBOPOB
Tema 2.5. JlokyMeHTal U4 110 Coaepixkanue 10
TPYAOBBIM OTHOIIEHUSAM =
1 | TpynoBoii JOroBOp: MOHATHE, BUIBI U (POPMBI 2
(KaagpoBasi JOKyMeHTAIUA)
2 | ConepkaHue TPy/OBOTO JIOTOBOPA U YCIOBUS 3aKITFOUCHHS 2
2 | TpynoBas kHWXKKa. JInuHas kapToyka 2
3 | IIpukassl 1Mo JIMYHOMY COCTaRY. 2
4 | KagpoBas TOKyMeHTAaIHsl. 2
IIpakTHyeckoe 3ansiTHE 8
1 | OdopmieHue Tpya0BOTO A0rOBOpa 1-2
2 | Odopmnenue TpyJOBON KHUKKHU, TUYHOU KAPTOUKU 1-2
3 | Odopmiuenue npukasa mno JNYHOMY COCTaBY 1-2
4 | Odopmiienue 3asBiaeHMs, aBTooUoTpaduu, pe3rome, 00bICHUTEIBHOMN U 1-2
CIIY>KeOHOM 3aIMCOK
Tema 2.6. Tpynosast Coneprxanue 10
AUCHUILINHA
1 | Juctumuuza Tpynaa. JlucuunianHapHas OTBETCTBEHHOCTb. 2
2 | Buapl qucHMIIIMHAPHBIX B3BICKAHHIA. 3
3 | llopsanok npuBiedeHus pabOTHUKA K AUCUUIUTMHAPHONW OTBETCTBEHHOCTH. 2
4 | O0GxanoBaHUE U CHATHE JUCLUUIUIMHAPHBIX B3bICKAaHUH 3
IpakTuyeckoe 3ansiTue 2
1 | PemeHnue cuTyaliOHHBIX 3a/1a4 IPaBOBOTO XapakTepa (IOOIIPEHHE,
JMCHUUIUIMHAPHOE B3bICKAHHUE, CHATHE AUCIUIUIMHAPHOTO B3bICKAHMUSA)
Tema 2.7. CounanbHoe Coaepixanue 6

15




olecreyeHne rpaxkaaH 1 | IlonsATHE M BUIBI TPYIOBOIO CTaXka.
2 | CTpaxoBoii CTax.
3 | IleHcust: mOHATUE U BUJBI.
IIpakTnueckoe 3ansiTHE 2
1 | Pacuer TpynoBoro craxka pabOTHHUKA.
CamocrosiTesibHast paboTa npu u3ydeHuu pasaesa 2. [IM 01. 22
IIpumepHasi TeMaTHKa BHeaAyAUTOPHOI caMOCTOSITeIbHOI PadoThI
HopmartuBHo-mMeToauueckas 6a3a B 001acT JOKYMEHTAIMOHHOTO OOeCTieueHus yIPaBJIeHUs U apXUBOBEACHUS
Opranuzanus kak popmanbHoe U HehopMaabHOE 00BEAUHEHNE JTIO/IEH.
PykoBo/ACTBO: BiacTh U JINYHOE BIUSHUE.
TpanuuMOHHBIE CTHIIM YIIPABIICHUS: aBTOPUTAPHBIN, 1EMOKPATHYECKHUM, HEUTPATIbHBIMN.
«MHIMBUAYaIbHBIN CTUIIb
Pa3nen 3. Opranusanus 66
CEKPeTapCKOro 06CJayKMBAHMSA
M/K 01.03. Opranuzanust 66
CEKPeTapCKOro 06C/ayKMBAHMSA
Tema 3.1. Opranuszauus Coneprxanue 6
a0ouero MecTa u Tpyaa
EereTapsl Py 1 | Cekperapp B OpraHu3aluu. 1-3
Ob6opynoBanue pabouero Mecta ceKperaps U pyKOBOIUTEIISL.
2 | ObopynoBanue pabodero Mecra cekperapsi U pyKOBOIUTEIIS.
O6opynoBaHue NpUEeMHOM.
3 | OcHOBHBIE 3PrOHOMHYECKUE HOPMBI U TPEOOBaHMS IO OPraHU3aLH 1-3
aBTOMaTH3UpPOBaHHOro pabouero mecra (APM) cexperaps.
4 | IlpaBuna Texuuku 6ezonacHoct (Th) npu padote ¢ opucHON TEXHUKOM.
TpeboBanus K MoOMeNeHNIO (OCBEIIEHUE, 03€IEHEHNE U JIP. ), PACIIOJIOKEHHE
Me0enu u ee rabapuThl.
5 | Bunsl opucHoil TexHuky U ee pa3Menienne Ha PM, cpencta manoit 1-3

MCXaHU3aluu.
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IIpa

KTHYE€CKO€ 3aHATHE

1

Ananu3 opranu3zanuu pabodero mecta crienuanucra JJOY, pykoBoaurtens

2

[TnanupoBanue paboyero Mecta cekperapsi U pyKOBOIUTEIIS.

Tema 3.2. Opranusauus
0€310KyMEHTHOT 0
CEKPeTapCKOro 00C/ay:KuBAHUA

Conepxanue

1

[TnanupoBanue paboyero AHs. 3aBUCUMOCTh pabOYero JHs CeKpeTapsi OT
opranuzanuu pabodero nHs pykoBoauTels. [naHnpoBanne exxeTHEBHO
MTOBTOPSIIOLIUXCS OTIEPALIUN.

OnepatuBHOE M JI0JITOCPOYHOE TUIaHUpOBaHKUEe pabodero BpeMenu. Hamomunanue
Y KOHTPOJIb BBIITOJIHEHUS 3aIUIAHUPOBAHHBIX MEPONpUATHIL. POPMBI,
MpUMEHsIeMbIe TIPU TUTAHUPOBAHUH Pab0Yero BpEMEHH.

[MoaroToBKa M TEXHHYECKOE OOCITY)KUBAHUE COBEIIAHHH, AETOBBIX BCTPEY,
KOH(EpEHITHI

[ToaroroBka KOMaHAMPOBOK COTPYAHUKOB

1-3

KTHYE€CKHE 3aHATHA

CocraBneHue ImaHa pa60qero JHA

[ToaroTroBka u o6cayxMBaHNE KOHPEPEHTHOTO MEPOTIPUSTHS (HPABULA CEPEUPOBKU
yaiino2o(Kogelino2o) cmona, npasuia NpueomMosieHUs U no0ayu 20Moevlx
HanumKo8 U 3aKyCcox K HUM, Npasuia 8e0eHusl, N0020Mo6KU U 0QopmieHus
NPOMOKOAA U OpPy2ux OOKYMEHMO8, CO30a8AeMblX 8 Npoyecce N0020MOBKU
KOHGhepeHmHo20 Meponpusmus, COCmasieHue cmeml pacxo0os)

3

IToarotrorka makera KOMaHJAUPOBOYHBIX JOKYMCHTOB

10

Tema 3.3. Oprannsanus padoTsl
¢ KOHpUIEeHIMATbHOMI
uHpopManuei

Conepxanue

1

[TpuHIMTBI AEATENBHOCTH CIIEUATNCTA O JOKYMEHTAIIMOHHOMY 00€CTIeYeHHIO
yTIpaBJIEHUs], APXUBUCTA B 0OECTIEYEHNH 3aLIUThI KOH(UACHIIHATBHON
uHpopMalun

HpOBe,Z[eHI/Ie MMPOBEPOK HAIUYIHNA JOKYMCHTOB, JACII, HOCHUTEIEH I/IH(I)OpMaI_[I/II/I

12

1-3
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3 [opsinok yHUYTOXKEHUS JOKYMEHTOB, JIeJ, HocuTeneil nudopmaum

I[IpakTHYeckne 3aHATHS 4

1 Opranuzanus padoTsl ¢ KOH(pUICHINANEHOW HHpOpMannei

CamocTrosiTeTbHasi padoTa NpU U3y4eHNH pa3jiena 3.

IIpumepHasi TeMaTHKa BHeaAyAUTOPHOI caMOCTOSITeIbHOI padoThI
TpeboBaHus Kk 1€7I0BBIM KadecTBaM cekpeTaps. JInuHble kKauecTBa ceKpeTapsl.
[IpaBuna BeieHUS CITy>KEOHBIX TE€IEPOHHBIX IEPETOBOPOB.
[Iprem coTpyAHHUKOB OpraHu3aluy U CTOPOHHUX MOCETUTENEH.
OO6s13aHHOCTH CEKpeTaps MO MOATOTOBKE, OpraHU3allMK U TPOBEICHUIO COBELIaHUSI.
KonduaenmuanpHas nadopmarus.
Haznauenue, BUJIbl ¥ IPUHIIUIIBI TIPOBEICHNUS TPOBEPOK HATTMYUS KOH(PUICHIINAIBHBIX JOKYMEHTOB.
[ToaroToBKa TOKYMEHTOB, /1€ U HOCUTENEH KOHPUIEHIIUAIbHON HHPOPMAIIMH K YHUUTOKEHHUIO.
JlokasbHble U I7100aJIbHbIE KOMIIBIOTEPHBIE CETH U MX IPUMEHEHHUE B CEKPETAPCKOM OOCITyKHUBaHHH.

Paznen 4 B IIM 01. 40/14/14/1
HNudopmannonnasi 6e30nMacHoOCTb 2
KaK COCTaBJISIIONIAs
001ecTBEHHOM 0e30IacHOCTH

MJIK. B.01.04. Texuuueckue Conep:xanue 8/3/3/2

cpelacTBa ynpasJieHus B opuce

1. ITonsitue 6e3omacHocty. HarmoHanbHas 6€3011aCHOCTD. 1

2. JoxTtpuna 6e3onacHoct Poccuiickoit deneparuu. be3omnacHocTs B 1
skoHOMHUYecKoi chepe Poccun.

3. ConepuauyectBo B HH(GOpMaMOHHOH cdepe, HHPOPMAIMOHHBIE BOWHBI. 1
HNudopmanmronnas 6€30macHOCTh KaK HHCTUTYT WH(GOPMAIIMOHHOTO MTpaBa.

JlaGopaTopHbie padoThl -

IIpakTnyeckune 3aHATHA(CEMUHAP)

1. | Lenu sxoHOMHUECKOW O€30MaCHOCTH, €€ coJiepKaHue U cTpykTypa. Konuenuus 1
uHpopManMoHHOH OezomacHocTH Poccun.

2. | 3aKoHOAATENBCTBO O 0E30MACHOCTH M 3alUTe HHPOPMALIMH, €r0 CTPYKTypa U 1
coJiepKaHue. 3aKOHOIaTeNIbCTBO O 3aLIUTE TOCYAAPCTBEHHON U KOMMEPUECKOM
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TalHbI, IEPCOHAIBHBIX JAHHBIX, €0 CTPYKTYpa U COJAEPKaHUE.

3. | be3omacHOCTh (DYHKIIMOHUPOBAHUS MPEATPUHUMATEIBCKON CTPYKTYPHI. 1
OCHOBHBIE 337]a4¥ ¥ YPOBHHU peann3anuy HHPOPMAIMOHHONW 6€30MTaCHOCTH.

KonTpoabHbie padoThl -

CamocrosiTesibHast paboTa 00y4arOIMXCst

1. | MexnayHapoJHble  JIOTOBOpBI, JOKTPUHBI B  oOsactu  MHPOPMAIMOHHOM 1
6e3onacHocTi. UHopManmoHHbIe IpaBa rpakaaH.

2. | 3aKOHOAATENBCTBO B 00IACTH HHTEIICKTYAJIbHOW COOCTBEHHOCTH, 1
MH(}OPMALMOHHBIX PECYPCOB, HH(HOPMALIMOHHBIX MPOJTYKTOB U MH()OPMALIMOHHBIX
YCIIYT.

Tema 1.2. OcHOBBI Conepkanue 11/3/5/3
21;;]::;};\;:;(p;o:qr;g:ﬁ:;zr;acnomn 1. | UndopmarnmonHoe oOmiecTBo, HHPOpMAIOHHAs cdepa. 1

2. | Madopmarmonnas 6€30mMacHOCTh U KOMITbIOTEpHU3alis HHPOPMAIIMOHHON CPEJIbI. 1
[IpaBoBBIE MEXaHNU3MBI 3aLIUTH B HOPMaX 3aKOHOB, PETYIHPYIOIIHUX OTHOIICHUS
10 TIOBOJY CO3/IaHus U PACIIPOCTPaHEHUs HH(OPMaLIUK.

3. | CooTHOmIEHNE MOHATUI HDOPMAITMOHHOW O€30MaCHOCTH M 0€301MaCHOCTH 1
nHbopManuu.

JlaGopaTtopHble padoThI -

IIpakTnyeckune 3aHATHSA

1. | Onpenenenue U 3BOJIONUS TepMUHA «MH(pOpMaMOHHas O6e3onmacHoCThY. Lenw, 1
3a/1a4M, HaIlPaBJICHUS UCCIIEIOBAHMS U IPAKTUYECKON peaan3aiuu
nH(pOpMaIMOHHOM 0€301TaCHOCTH.

2. | OcHOBHBIE YTPO3bI )KU3HEHHO BaKHBIM MHTEpPECaM JIMYHOCTH, OOIIECTBa, 1
roCyJapcTBa, MpeAIpUHUMATEIbCTBA B MHPOPMALIMOHHOHU cdepe.

3. | IlpaBoBBIE MEXaHU3MBI 3aAIUTH B HOPMaX 3aKOHOB, PETYIHUPYIOLINX OTHOLICHUS B 1
o0nacti popMHUpoBaHUs HHOOPMAIIMOHHBIX PECYPCOB, MPOAYKTOB U YCIIYT.

4. | IlpaBoBbIe MEXaHU3MBI 3AIUTHI B HOPMAaX 3aKOHOB, PETYIUPYIOIIUX OTHOIICHHS 1
110 MMOBOJTY MpaBa Ha notpedieHne HHGOpMaIHH.

5. | B3aumocBs3b NOHATHI MH(POPMAITMOHHON O€30MaCHOCTH U 3aIUTH HH(POPMAITUH. 1

HaquLIe B3I JbI, TCOPHUU U TUCKYCCHUH. KOHLIGHI_[I/IH 3allluThI I/IH(I)OpMaI_II/II/I.
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CamocrosiTesbHast padora

1. | Mecro, uenu u 3a1a4u HHGHOPMAMOHHOHN 0€301MacCHOCTH B OM3HECE. 1
2. | IlpaBoBBIE MEXaHU3MBI 3aIUTHI B HOpMaX 3aKOHOB, PETYJIMPYIOMIMX OTHOLICHUS B 1
o0acTi co3anus M MPUMEHEHHs HH(OPMAIIMOHHBIX CHCTEM, HH()OPMAIIHOHHBIX
TEXHOJIOTUH U CPEACTB UX 00ECTICUCHHS.
3. | llonsTHe u menu 3amuThl HHGOopMaIH, (JOPMHUPOBAHUE U IBOJFOIHS TOHATHSI. 1
Ob6ecreunBarONMil TEXHOJOTUYECKUH acleKT 3alUThl HHYOPMaILHH.
Tema 1.3 Conep:xaHue y4eOHOro MaTepuasia 7131212
Knaccupuxkauus
MH(OPMANHOHHBIX PeCyPeoB 1. | Ilonstue nundopMamoHHbBIX pecypcoB. MH(popMamoHHble pecypchl U 1
WH(POPMAIIMOHHBIE CHCTEMBI.
2. | NadopmarnmonHsie pecypcehl 1 nH(opMaIMoHHas 6e30macHoCcTh. [IpaBoBoi 1
pexuM HHPOPMAITMOHHBIX pecypcoB. MH(popManmoHHO-TIpaBOBBIE OTHOIICHUSI.
3. | doxymentupoBanue nHPpOpMauu Kak 00s3aTEIHHOE YCIOBUE BKITIOUCHUS 1
nHpOpManuK B UHPOPMAITMOHHBIE PECYPCHI.
JlaGopaTtopHbie padoThI
IIpakTnyeckmne 3aHATHS
1. | LenHocts 1 none3Hocts HHGopMarmu. Kpurepun ieHHOCTH HH(MOPMALIMOHHBIX 1
pecypcoB. [IpaBoBble ¥ 5KOHOMHYECKHE TPEANOCHUIKH BbIICICHUS IEHHOMN
nHbopMmanuu.
2. | MudopmarmoHHble pecypcehbl rocy1apCTBEHHbIE M HErOCYAapCTBEHHBIE. 1
Knaccugukanus nHGopMamoHHbIX NPOAYKTOB U yciyr.VHbopMaloHHbIe
pecypchl OTKPBITBIE U PECYPChl OIPaHHUUYEHHOTO JIOCTYIA M UCHOJIb30BaHHUS.
CamocrosiTesibHas padoTa
1. | [lonstue nueHHoM (cOOCTBEHHOM) MpeIIPUHUMATEIbCKONH HHPOPMALIUH. 1
2. | B3aumocBs3b KpUTEpPHEB LIEHHOCTH U HEOOXOIUMOCTH 00€CTIeUeHHS 1
6e3onacHocT nHGopmanuu. [ToHsTre ya3BUMOCTH HHPOpMALUU. TUIIOBbIE
KJ1acCU()UKAIMOHHBIE TPYNIIBI IEHHOH NpelnpUHUMAaTENbCKONH HH(pOpMaIHK.
Tema 1.4 Copep:xanue y4eOHOro MaTepuaJia 14/5/4/5
Buabl u ocodbeHHOCTH YIpo3
1. | Pucku yrpo3 HHGOPMAITMOHHBIM pecypcaM. YTpo3bl 6€3011acHOCTH 1

NH()OPMANMOHHON 0€30aCHOCTH
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MH(GOPMAIIMOHHBIX PECYPCOB OTPAHUYEHHOTO JOCTYIIA.

JleranpHbIe CIOCOOBI OTYYEHUS IIEHHOW U KOH(DUACHIIMATEHOW HHPOPMALIUH, UX
coctaB. HeneranpHbie (MPOTHUBONPABHBIC, HE3AKOHHBIE) CIIOCOOBI MTOTYyYSHUS
[EHHOH 1 KOH(pHICHIIMATbHOHN nH(pOopMaryy, uX cocTtaB. [loHaTHS
3JIOYMBIIIJIEHHUKA, IOCTOPOHHET0 U CIIY4aiHOTO JIMIA.

[ToHsiTHE HECAHKIIMOHMPOBAHHOTO KaHaJla yTpaThl KOHQUACHIINAIbLHON
nHpopmanuu. CiaydaifHble U IpeHAMEPEHHbIE YCIOBUS BO3SHUKHOBEHHS 3TOTO
kaHana. [louck nin popmMupoBaHUe TAKOrO KaHaja 3710 yMbIIIJIEHHUKOM.

[TonsTHs pasriamenus U yreuku nadopmamu, ux orinume. Kinaccudukanus
OpraHU3aI[MOHHBIX KaHAJIOB pa3rianieHus (orjiameHus, yTpaThl)
KoH(puIeHIManpHo i nHPopManny. XapaKTepUCTHKa KaXI0TO KaHala.

Knaccudukanus TeXHUYECKUX KAHAJIOB YTEUKH KOH(PHIEHIIUATbHON
nHpopmanuy. XapakTepuCcTHKa Kax/10T0o kKaHana. KoMIIEKCHOCTh MCIIOIb30BaHUs
OpraHU3aI[MOHHBIX U TEXHUYECKUX KaHaIoB. OCOOEHHOCTH CTPYKTYPhI KaHAJIOB
pacnpocTpaHeHus HHPOpMaIUU B KOMIbIOTEPaAX, JOKAIbHBIX CETSIX, OPITEXHUKE U
CPEICTBaX CBS3H.

JlaGopaTtopHbie padoThI

IIpakTnyeckmne 3aHATHSA

1. | [Ipeanochuiky ¥ NPUYUHBI YTPaThl HHPOPMALIMOHHBIX PECYPCOB OIPaHUYEHHOIO
JOCTyna.

2. | IlonsTue u kiaccudukanus UCTOYHUKOB KOH(UACHIMAIBHON HHPOPMALIUK.
XapakTepUCTHKA KaKJJOT0 HCTOYHHUKA.

3. | Knnaccuduxanuus kaHanoB 00bEKTUBHOTO paclpoCTpaHeHHsI KOH(DUICHIIMAIbHOM
uHpopManuu. XapakTepucTUKa KaXJI0ro KaHaa.

4. | Va3eumocts nH(popMarun. MHTEepec k nHpOopMalnu Kak IpearnochuiKa
BO3HUKHOBEHUS Yrpo3bl. [loHsTHE Yyrpo3bl (ONAaCHOCTH) MH(DOPMAIIUH, BUIBI
yrpo3. PUCK yrpo3bl 1 MEXaHHM3M peaan3aliu YIpO3bl.

CamocrosiTesbHast padora

1. | [IpaBoMepHbIe METOABI MOTYYSHHS MTPEIIPUHUMATENBCKON HHPOPMALIUH, UX
COCTaB.

2. | IlonsTue pa3Benku B OU3HECE KaK OJHOM U3 (POpM MapKETHHTOBOTO
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uccienoBanus. [IoHATHE ¥ METOIbI AHATTMTHYECKON paboThl. Buibl
HET00POCOBECTHOM KOHKYPEHIINH.

ITocnencreus 06pa3oBaHKs KaHAJIa HECAHKIIHOHUPOBAHHOTO JOCTYIa K
UH(POPMALIMKU: yTpaTa HOCUTENS U KOH(PUICHINATBHOCTA HHPOPMALIUH,
pazpymenue nHpopMaIny, ee Kpaka, Moan(UKaIs, MoIMEHa,

4,5

Haznauenue n KJIaCCI/I(l)I/IKaHI/Iﬂ TEXHUYCCKUX CPCACTB IMMPOMBIINIJIICHHOTO
mmuoHaxa. Kimaccudukanus yrpo3 nHGOpMaIIMOHHON 0€30TTaCHOCTH
ABTOMATHU3UPOBAHHBIX CUCTCM. KﬂaCCI/Iq)I/IKaHI/ISI YAQAJICHHBIX aTak. BI/I)IBI
KOMIBIOTEPHBIX TPAaBOHAPYILICHMIA.

Paznen 2.

IMPABOBBIE METO/1bI
OBECIIEYEHUA
HHO®OPMALIMOHHOM
BE3OITACHOCTHA

19/8/7/4

Tema 2.1.
IIpaBoBoe peryjmpoBaHnue
OTKPBITHIX HHPOPMALHOHHBIX

pecypcoB

Conep:xanue

712/3/2

1.

3amuTta uUHQOpPMAIMM ~ MHCTUTYTOM  MHTEUIEKTYaJlbHOH  COOCTBEHHOCTH.
NudopmanmoHHbIi XapaxkTep MHTEJUIEKTyJIbHOM " MaTepUaIbHOMN
cobcTBeHHOCTH. OXpaHa pe3ylbTaTOB TBOPUYECKON AESITEIbHOCTH.

1

Poccuiickuii 1 3apyOeKHBIA ONBIT OXpaHbl MHTEIUICKTYaJIbHOW COOCTBEHHOCTH.
MexiyHapoaHbIe [IpaBOBbIE aKTBI. Peanuzanus UHTEIJICKTyalIbHOM
cOOCTBEHHOCTH Ha JOKYMEHTHPOBAHHYIO HH(GOPMAIHIO.

JlaGopaTtopHble padoThI

IlpakTH4eckue 3aHATHSA

1.

XapakTeprucTUKa HOPM MATEHTHOTO IpaBa. XapaKTepUCTUKa HOPM aBTOPCKOTO
IpaBa U CMEXHBIX MpaB. TOProBeIii 3HAK, 3HAK 00CIYKMBAaHUS, TOProBas Mapka,
(bupMeHHOE HAaUMEHOBaHUe, SMOJIeMa MPEANPUSITHSL.

CrpaxoBaHue 1IeHHOW MH(POpPMAaLUH. 3aKOHOIaTeIbHBIE aKThl, OXPAHSIOLINE
BEIIIHYIO COOCTBEHHOCTh Ha JOKyMEHTHPOBaHHYI0 MH(popmaruto. [IpaBoBas
3alIUTa CyOEKTOB B 00J1aCTH MaccoBOM MH(pOpMaIK, oOecriedyeHne rapaHTuit
cB0001bI MAaCCOBOM MH(pOPMALIHH.

Opr aHn3alus ACATCIBHOCTU CPCACTB MacCOBOM I/IH(I)OpMaI_II/II/I. OtHomeHus
CpCACTB MaccoBOi1 I/IH(I)OpMaI_II/II/I C I'pa’)kiaHaMU U OpraHu3aliusiMu.
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OTBETCTBEHHOCTD 32 HApYIIEHNE 3aKOHOIAaTENbCTBA O CPEACTBAX MACCOBOM
uH(bOpMaINH.

CamocrosiTesibHast padora

1,2 | OOBEKTHI HHTEIUIEKTYaIbHOM cOOCTBEHHOCTH. [IpoMBInIIeHHAst COOCTBEHHOCTb. 2
[IpombinuieHHbIe 00pa3ipl. MHpOpMAaIus o MpoucxokIeHHs ToBapa.

CoOCTBEHHOCTD Ha PE3yJbTAThl TBOPUECKOTO TPYy/a.
Tema 2.2. Copnepikanue 12/6/4/2
IIpaBoBas 3amura > o
A OPMAIHORNEIX PECYPCOB 1. HMHCTUTYT TallH B 3aKOHOAATEIHCTBE Poccm{cxoixl ®denepanun. 3anura 1
OTPAHHYCHHOTO JOCTYIA nHpopmanuu HHCTHTYTOM FOCYapCTBEHHOH TAHHBI. _

2. | 3amuTa rocymapcTBeHHOH TaiHBL. [IpeanpuanMaTensckas (KoMMepUeckas) TaiiHa 1
Kak (hopma 3alIuThl ICHHOW JIETIOBOW U TTPOU3BOACTBEHHOM
MpeNPUHUMATENbCKON HHPOPMAITHHL.

3. | [NousaTHe KOHPHUISHITHATEHOCTH KaK OIpejiecHue chephbl HeCeKPETHON 1
nHpopMaluy orpaHuYeHHOro ocTyna. CyIHOCTh TEpMUHA, 0COOEHHOCTH U
YCIJIOBHS] IPUMEHEHUS, AUCKYCCUOHHOCTb.

4. | IlpaBoBBIEC U TEXHOJOTUYECKUE ACTIEKThI MPUCBOCHUS HH(OPMALIMU KaTErOpuu 1
koHbuAeHIManbHOW. KoHpuaenmanpaas nHbOpMaIys 1 €€ BUJIbL.

5. | [lepconanbubie ganupie. OrpaHnyYeHusl Ha OTHECEHUE MHPOPMAIH K KaTerOpUu 1
koH(puaeHnuansHoi. [lonsTre KoHUAECHIINATEHOTO TOKYMEHTA, €ro
0COOCHHOCTH.

6. | JleneHue N1OKyMEHTOB Ha JJOKYMEHTHI KPATKOBPEMEHHOT'O U JIOJTOBPEMEHHOTO 1
nepuoaa koHpuaeHuansHocti. KonduaenunansHoCTh HHGOPMaLUU B
BBIYMCIIUTENIbHBIX CUCTEMAX U CETSX.

JlaGopaTtopHble padoThI -

IIpakTHYecKkue 3aHATHSA

1. | [lonstue TaiiHbl, cekpeTa, KOHPUICHINATLHOCTH. HanpaBieHnus 1 MeTo bl 1
3alUTHI TaliHBI B IOPEBOJIIOIIMOHHON Poccun v 3apyOexHBbIX CTpaHax.

2. | CyObekTsl 1 00BEKTHI HH()OPMAITMOHHBIX TPABOOTHOLICHUH B 00JIaCTH 1
rocyaapcTBeHHOU TaiiHbl. OTHECEHHE CBEIEHUM K TOCYIapCTBEHHOM TallHE U UX
3acEeKpeUrBaHHUE.

3. | Pacnopspkenue cBeA€HUAMH, COCTABIISIONIMMY FOCYy1apCTBEHHYIO TalHY. 1
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PaccekpeunBanue cBEIEHUI U UX HOCUTEJIEH.

4. | Obmas knaccudukanus KOHQHUICHIHATBHBIX T0KyMeHTOB. Cpoku (1epuo) 1
KOH(HICHIIMATHHOCTH.
CamocrosiTesibHAs padoTa
1,2 | [IpousBoacTBeHHas TaitHa. CnyxeOHas Taitna. [Ipodeccnonanpuas TaiiHa. 2
bankoBckas taiiHa. TailHbl JIMYHAS U CEMEHAs.
Paznen 3. 55/19/14/2
OPITAHU3AIIMOHHBIE 2
OCHOBBI 3AIIIUTHI
NH®OPMALIUA
Tema 3.1. Conep:kanue y4e0HOro MaTepualia 11/1/0/10
OcHOBHBIE HANIPABJICHUS U =
ITAIbI PAGOT IO COITAHMIO 1. | OcHOBHbBIE HampaBJIeHUs U 3Talbl pabOT MO CO3JAHUI0 KOMIUIEKCHOM CHUCTEMBI 1
KOMILIEKCHOM CHCTEMEL 6e3omacHOCTH npeanpusTus (Gpupmer)
0€30MaCHOCTH NPeANPUATHS JladopaTopubie padoTer
(bupmbr) IpakTHYecKHe 3aHATHS
CamocrosiTeJIbHAs
1. [ToHsATHE aHATUTUYECKOH PabOTHI, ¢ [eH U 33/1a4. AHATUTHYECKAsT 1
paboTa 10 BBISBJICHUIO KAaHAJIOB HECAHKIIMOHUPOBAHHOTO JOCTYIA K WH(GOPMAIIHH.
2. | AHamuTHueckas paboTa ¢ HCTOYHUKOM KOH(PHUACHIIMAIBHONW HH(pOpMaIIUK. 1
AnanmuTrueckasi padoTa ¢ ICTOYHUKOM YIPO3bl KOH(QUICHIIHAIBHOW HH(POPMAIIHH.
Ananmutrueckasi paboTa ¢ KaHaJIOM 0OBEKTHBHOTO PaCcIpOCTPAHEHUS
nHbopMmaruu.
3. | DkcnepTHbIE CUCTEMBL. Pe3ynbTaThl aHATUTUYECKON pabOThI Kak OCHOBA 1
(hopMHpOBaHMS CUCTEMBI 3alIUTHI HH(OOPMAIIUY U €€ COBEPIICHCTBOBAHMUS.
4,5 | TlonsaTtue, 1enH U 33/1a4M CHCTEMBI 3aIIUTHI KOH(DUICHIIMATEHOW HH(DOpMAIIHH. 2
[TpuHIHUIBI TOCTPOEHUSI CUCTEMBI, €€ TEXHOJIOTHYHOCTh, HEPAPXUIHOCTH U
tdakropsl a3pdextuBHOCTH. [IprHIMN pazrpanudenus gocrymna. [IpunHimn
periaMeHTaIlK COCTaBa 3alluiiaeMoi HHPOPMAIHH.
6,7 | [IpuHIMI TEpCOHANTBHON OTBETCTBEHHOCTH. [[pHHIIUIT KOJIErHaabHOCTH 2
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KOHTpoJIs. [IprHINIIBI HAZE)KHOCTU U IPEBEHTUBHOCTU. [IpuHIMI 3BOIIOIMI
CTPYKTYPBI CUCTEMBI B YCIOBHSIX pEaJIbHBIX YTPO3 HH()OPMAITHH.

8,9 | KommbroTepHbie TEXHOJIOTHH U (POPMHUPOBAHUE OCHOB CHCTEMBI 3AIIHUTHI 2
uHpopmanuu. Mecto cuctemsl B o0ecriedeHn 0e30macHocTy HHpopMaIyn B
KOMIIBIOTEPAX, BHIYUCIUTEIBHBIX CHCTEMAX M CETSIX.
10 | Ceprudukanus cucreM U CpeaCTB 3aIUTH HHPOPMAIIHOHHBIX CUCTEM U 1
MH(OPMAaIIMOHHBIX PECYPCOB.
Tema 3.2. Conep:xaHue yueOHOr0 MaTepuasia 1/1/0/0
MeTonon0ru4eckue 0CHOBBI
1. | Meronoorudeckrie OCHOBBI CHCTEMBI OS30TTACHOCTH TPEITPUSTHS ((DHPMBI) 1
cucTeMbl 0€30MaCHOCTH
npeanpusaTus (pupmsi) JlaGopaTopHblie paGoThl
IIpakTuyeckue 3aHATHS
KoHTpoJibHbIE paboTHI
CamocTosiTesqibHasi padoTa 00y4arOIMXCs
Tema 3.3. Conep:xanue 1/1/0/0
OcHoBHbIE HANIPABJICHUST
1. | OcHOoBHbIE HampaBJiCHUs JESATEIBHOCTH CIYKObl 0€30MacHOCTH MPEAIPUATHS 1
JEeATeJIbHOCTH CJITYK0ObI 0€3011aCHOCTH
(bupmbl) 1o 3anuTe HHOOPMAIMOHHBIX PECYPCOB
npempusTis ((pUPMbI) 110 3a1UTe
JlaGopaTtopHble padoThbI
UH(OPMAIMOHHBIX PeCypPCcoB
IIpakTnyeckune 3aHATHSA
CamocrosiTesibHas padoTa
Tema 3.4 Conep:kanue 7131410
3ammrTa uaopmanumn npu
. 1. | Yrpo3sl 6e30nacHOCTH HH(POPMALIMH U 33]]a4U €€ 3aIUThI B IPOIecce MPOBEICHHS 1
NpOBeJeHUH COBEIAHUI 1 8 g
COBEUIaHUH M IEPErOBOPOB, IPHEME MOCETUTENEH.
NeperoBopos 110 > 06 5 5 ? 1
. re TpeboBaHus K 0TOOPY MHGOPMAIIUK AJISl OTJIAIIEHUS, TOPSA0K U METOIbI
KOH(UIeHIIUATbHBIM BONPOCAM, 6m }5 oPY PMaltiit Ul 0 CHIA, TIOPAIO cTon
N otOopa. Bujpl coBemanuii 1 meperoBopos.
npuemMe MoceTuTeNeii. P A & PEroBopo -
3. | [IpaBuia moArOTOBKM U IPOBECHHS COBEIIAHMIA U IEPETOBOPOB. 1

JlokyMeHTUpoBaHUe HHpOpMalnu, 0(hopMIIEHHE CTEHOIpaMM, IPOTOKOJIOB U
UTOTOBBIX JTOKYMEHTOB.
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JlabopaTtopHblie padoThl

HpaKTuqecKue 3aHATUSA

1. | [HopsAnok MCHOIB30BAHUS aAyANO- U BUACO3ANHCH. IHKEHEPHO-TEXHIHUECKUE 1
TpeOOBaHMUS K TOMEIIEHHUIM, X OXpaHe.
2. [Topsinok nmunien3upoBanus nomemenuii. O0A3aHHOCTH YUaCTHUKOB COBEIIaHUM, 1
MIEPEroBOPOB H JIMII, OTBETCTBEHHBIX 3a WX MpoBeaeHue. Kimaccudukanms
ITOCETUTEIIEN.
3. | IlpaBuia paboTHI C IOCETUTENSIMU PA3TIMUHBIX KIIACCU(DUKAITMOHHBIX TPYIIIL. 1
OO0513aHHOCTH JINII, OTBETCTBEHHBIX 32 IPUEM TTOCETUTEIEH.
4. | Metoapl KOHTpOJIS OBeIeHUs oceTuTenel. TpeboBaHus K MOMEIIEHUAM JJIst 1
IIpUeMa MOCETUTENEM.
Tema 3.5 Conep:xanue 14/2/5/7
OcobennocTu padoThl ¢
N —— 1. | Yrpo3ssl 6e3omacHoCTH HHGOPMAIMH OT ITEPCOHANIA U HAIIPABJICHUS € 3allHTHL. 1
, IIcuxonornyeckne 0COOEHHOCTH JMYHOCTH YEJIOBEKA, BIA/ICIOIIEr0 TalHOM.
KOH(}UIeHIHAIbHOMI — 2
e — 2. | llenu u 3amaum pa3pemmTeNIbHON (pa3rpaHUUUTEILHOM) CUCTEMBI JJOCTYIa 1
NepCoHalIa U UHBIX JIML K KOH(PUICHIIUATbHBIM CBEACHUAM, IOKyMEHTaM, 0a3aM
JAHHBIX U IPOAYKIIUH
JlaGopaTtopHbie padoThI
IIpakTnyeckmne 3aHATHSA
1. 3amaun ¥ ctaaud padbOTHl C MEPCOHATIOM, OO0JIAJAIONUM KOH(PHUACHIINATbHBIMH 1
CBEJICHUSIMH.
2. | OcobeHHOCTH MpOBEAEHUsl coOecen0BaHMsl, AHKETUPOBAHUs, TECTUPOBAHUS U 1
onpoca. Kputepun oT00pa KaHIUAaTOB HA JOJKHOCTb.
3. | OcobeHHOCTH TOKYMEHTHPOBAHUS MPUEMa WIN MepeBoJia Ha J0JKHOCTb. DopMel 1
00513aTeNIbCTB O HepasrJlallleHuH TaitHbl (UPMBL.
4. | OcobeHHOCTH coJiepKaTeNbHOM yacTu KoHTpakTa. Oco6eHHOCTH 0(OpMIIEHUS 1
npremMa Ha paboTy COTPYAHUKOB, HEIIOCPEICTBEHHO HE CBA3AHHBIX C TaAHON
(bUpMBI.
5. | Knaccuduxanus corpyTHUKOB (UPMBI IO CTETIEHU UX BJIaJIeHUs TalHOW (GUPMBI U 1

o0beMaM U3BECTHON WM KoH(uAeHUIMaIbHOW HHpopMmanuu. HampaBnenus wu
METO/Ibl PA0OTHI C KKJOW U3 BBIJCICHHBIX KaTETOPHil.
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CamocrosiTesbHast padora

1,2

OcobenHoctn mpuema (MepeBosia) COTPYIAHMKOB Ha paboTy, CBA3aHHYIO C
BJIaJICHHEM KOH(puIeHInaIpHOoi nHopmarmen. [Ipuanumms noadopa nepcoHana.

3,4

TexHonmornueckas IEMOYKa - STalbl, TPOUEAYPbl U MeToasl momaoopa. Cocras
JOKYMEHTOB, MOJy4aeMbIX OT KaHAUJIaTa Ha JOJKHOCTh, aHAJIN3 JIOKYMEHTOB.

5

CrpykTypa pa3peluTeNbHON CHCTEMbl U €€ CBf3b C TPeOOBaHMSIMM JEJIOBOU
1[e71€co00pa3HOCTH U NEPCOHATBHOM OTBETCTBEHHOCTH PYKOBOJIUTENIEH U
COTPYJHHKOB 332 COXPAHHOCTb TalHbI (UPMBI.

6,7

Odopmrnenue paspemieHdss O JOMYCKE COTPYAHUKA K KOHQUIACHIIMATHHBIM
CBCICHUSIM CbI/IpMI)I. OTBETCTBEHHOCTH JOJDKHOCTHOTO JIMI[a 3a BBIAAHHOC
pazpemenue. [Toustue nocryna.

Tema 3.6.
3ammueHHbIH
JOKYMEHTO0000pOT

Conep:xanue

21/11/5/5

1

Bune! yrpo3 1okyMeHTHpOBaHHON MH(OPMAIIUU, UCXOIAIINE OT TEXHOJIOTHUECKON
CHUCTEMBI. 3aa4r 3auThl HHPOpPMAIIUU, PelIaeMble TEXHOJIOTHYECKONW CHCTEMOM.

1

2

Opraau3anMoOHHBIE U TEXHOJIOTHYECKUE TPeOOBaHUS K 00pabOTKE M XpaHCHHIO
KOH(QUICHITMATBHBIX JOKYMEHTOB. EMHCTBO HAyYHBIX U METOIMYECKAX OCHOB
00pabOTKH M XpaHEHHsI OTKPBITHIX M KOH(OUACHIIUAILHBIX JOKYMEHTOB.

HpI/IHHI/IHI/IaJ'IBHBIC 0COOEHHOCTHU aBTOMaTHSHPOBaHHOﬁ TEXHOJIOTHYECKOM
CHUCTEMBI 06pa6OTKI/I KOH(bI/II[CHI_[I/IaJ'II)HBIX JOKYMCHTOB.

YTpo3sl TOKyMEHTaM B IIPOIIECCE yueTa, CrocoObl MX 3amuThl. L{enn u 3agaun
ydera KOHPUIACHITUATBHBIX JOKYMEHTOB M HOCUTEICH KOH(MUICHITHATLHOM
uHbopMaIny, cienupuuecKue IPUHIHUIIBI yYeTa.

(DYHKLII/II/I ABTOMATHU3UPOBAHHOI'O CHpaBO‘lHO'HH(i)OpMaI_II/IOHHOl"O OaHKa JaHHBIX
10 JOKYMCHTaM. Haznauenue CTanOBOﬁ yquHOﬁ KapTOTCKH. HpaBI/IJ'Ia
IMPUMCHCHHA SHCKTpOHHOﬁ MOAIMUCH 3a TOTYUYCHHUC NOKYMCHTA. Haznauenue u
IMpoucayphbl yuc€Ta NOCTyNMBIINX KOHBCPTOB, ITAKCTOB.

VYrpo3sl uHpOpMaIUK TPHU JOKYMEHTUPOBAHUU U 3a/1a4 €€ 3alUThI.
[TpuHLIMIBI JOKYMEHTHPOBaHUS KOHPHIEHIIMAIbHOM nHpopmarmu. Kputepuu
OTHECEHMsI JOKYMEHTOB K KaTerOpHH KOH(HICHIIMAIbHBIX.

HCpC‘-ICHL KOH(bI/I,Z[eHI_II/IaJ'IBHBIX JOKYMCHTOB, COACPKAIIUX CBCIACHUS,
OpCACTaBIAIOIINC TPCAIIPUHUMATCIBCKYIO TaﬁHy. Ha3Ha‘-ICHI/IC, COCTaBJICHUC U
BCIACHUC NCPCUHSA KOH(I)I/IIICHI_II/IaJ'IBHBIX JOKYMCHTOB (bl/IpMLI
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Oco0GeHHOCTH KOHBEPTOBAHUS (TTAaKETUPOBAHMUS) OTIIPABIISIEMbIX
KOH(UICHIIMATBHBIX JJOKYMEHTOB, IOCTAaBKU MX anpecaTaMm. OcoOeHHOCTH
HaIpaBJICHUS HA UCTIOJHEHUE U3/ITaHHBIX BHYTPEHHUX JOKYMEHTOB. OCOOCHHOCTH
nepeavyn ajgpecaram 1Mo He3aIUIIEHHBIM JIMHUSAM CBS3H (DaKCHUMUIIBHBIX,
AJIEKTPOHHBIX JIOKYMEHTOB, TEJIETPAMM, TEJIEKCOB.

VYTpo3sl JOKyMEHTaM B IIpoliecce padOThl C HUMU PYKOBOAUTEINEH, CIIEIUATUCTOB
U TEXHUYECKUX COTPYIHUKOB (PUPMBI, 3a]1a4 3alUThl JOKYMEHTOB. Ci0coObI
pean3alyy pa3pelnTenbHON (pa3rpaHUYUTEIbHON) CUCTEMBI IOCTYIA K
6YMa)KHI)IM W DJICKTPOHHBIM JOKYMCHTAM.

10

Haznauenwue, 3a71auu ¥ TUTIBI TPOBEPOK HATUYHS KOHPUICHITUATBHBIX
JOKYMEHTOB, 6]l U HocuTeNne nupopmanmu. MeToanka BeJIeHUs TPOBEPKHU
Hanuuusl. ExxenHeBHAs TpoBepKa UCTIOTHUTEIEM HATWNYUS KOHPUICHITNATBHBIX
MaTepHuagoB Ha pabodyeM MecTe.

11

YTpo3sl TOKyMEHTaM B Tiporiecce GOpMHUPOBAHUS UX B Jefia U XpPaHECHUsI, 3a1a91
3aIMThl JOKyMEHTOB. OCOOEHHOCTH MPOTIEAYP COCTABIICHHUSI, BEACHUS M 3aKPBITHS
HOMEHKJIATYpPhbI JIE]1.

JlaGopaTtopHbie padoThI

I[IpakTnyeckmne 3aHATHSA

1 | Buasl yrpo3 TpaauiMOHHBIM H 3JICKTPOHHBIM JJOKYMEHTOIIOTOKAM, 3aa41
3aIIUTHI JOKYMEHTOIIOTOKOB.

2 | IloHsATHE, NPUHLMIIBL, LS U 38]Ja491 3aIHIICHHOTO JOKYMEHT0000pOTa KaK
COBOKYITHOCTH JIOKYMEHTOIOTOKOB. Kprtepun 6€30macHOCTH TOKYMEHTO000pOTA.

3 | OcHoBHBIE TpeOOBaHMUS K 3aLIUIICHHOMY JOKYMEHTO000pOTy. B3aumocss3p
IePCOHABLHOM N30UPATENbHOCTH B JIOCTaBKEe HH)OPMALIMHU U Pa3peLINTEIbHOM
CHCTEMBI JIOCTYTIA.

4 OCOo0eHHOCTH 3aIIMIIEHHOT0 0e30yMa)KHOTO (3JIEKTPOHHOT0) JOKYMEHTO000pOTAa.
TumnoBast CTpyKTypa TEXHOJIOTHUECKHUX CTaHii BXOTHOTO, BEIXOTHOTO U
BHYTPEHHETO IMOTOKOB KOH(UICHIIHATBHBIX JOKYMEHTOB.

5 | [IpuHIMNIManeHas B3aUMOCBS3b JOKYMEHTOTIOTOKA M IPUMEHSIEMOI

TEXHOJIOTHYECKON CHCTEMBI 06pa60T1<1/1 " XpaHCHUA NOKYMCHTOB.

CamocrosiTesbHast padora
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1,2

CucremMbl Ha €IMHUYHOM KOMITbIOTEpE. BO3MOKHOCTH CO3/MaHUS Pa3IMIHBIX
tunioB ACO/] s KoH(pHUIEHITMABHBIX JOKYMEHTOB 0€30yMaXHOTO
(3JIEKTPOHHOTO) JOKYMEHTO000pOTa Ha 0a3€ JJOKAIbHBIX CETEH.

3,4

Oco6eHHOCTH MPOIIEAYPHl PACCMOTPEHHS IOKYMEHTOB PYKOBOIUTEIIEM.
Oco6eHHOCTH MPOTIEAYP O3HAKOMIICHUS UCTIOJIHUTENIEH C JOKYMEHTAMH U
nepeaayn JOKYMEHTOB Ha ucnoiaHeHrne. OCOOSHHOCTH MPOIEAyp MOTyIeHHUS
JOKYMEHTOB OT MCIIOJTHUTENICH U Tepeiaun JOKYMEHTOB B IPYTUe IO pa3IeTICHHS
CI1y>kObl KOHQUIEHIIMAIBHON JOKYMEHTALUN (DPUPMBI.

[Topsinok xpaHeHus 1€ B ciiy0e KOHPUIEHIMAIbHON JOKYMEHTALIUU U apXUBe
¢upmsl (BegoMcTBeHHOM apxuBe). Kimaccudukanus v yuet apXuBHBIX /i€,
Hay4YHO-CIIPAaBOYHBIN arnmapar, OpraHu3aliys UCT0JIb30BaHMs JOKYMEHTOB U JIeI.

Pasznen 4. MHKEHEPHO-
TEXHUYECKHUE U
INPOI'PAMMHBIE METO/IbI
SAIIUTBI THPOPMALIMA

3/1/1/1

Tema 4.1. IIporpammHbIe cpeacTBa
3a1MThI HH(OpMAIK B
KOMIIbIOTEPAX, JIOKAJIBHBIX CeTAX U
CpeIcTBAX CBSI3U

Conep:xanue

3/1/1/1

1.

Kpurrrorpadumdeckue cpencrsa 3ammrsl.  Kpunrorpadudeckoe mpeoOpa3oBaHHe JTAHHBIX.
CumMeTpyYHBIE W aCHMMETPHUYHBIC MeTonbl  mmdpoBanms.  OOImas — TEXHOJOTHS
nmgpoBanyst. TexHO0THsI M(BPOBAHKUS PEUH.

1

JlaGopaTtopHble padoThI

I[IpakTnyeckmne 3aHATHSA

1.

[IporpaMmHO-TEXHUYECKHE METO/IbI obecrnieueHus nH(OPMALMOHHON
6e3omacHocT. IlaponbHas 3ammMTa € MOMOLIBIO CTAHIAPTHBIX CHCTEMHBIX
CPEJCTB.

Cam

oCcTOsITeIbHASA padoTa

HpOl"paMMHO'TeXHI/I‘IeCKI/Ie MCTObI obecreueHust HHq)OpMaHHOHHOﬁ
0e30MMacHOCTH. Hapoana;I 3aluTa C IOMOHMIBIO CTAHAAPTHBIX CHCTCMHBIX

CPEJCTB.

BCEI'O

402
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4. YCJI0OBUs PEAJIM3ALIIMU TPO®ECCHUOHAJIBHOI'O MOAYJIA

4.1. Tpe6oBaHHsI K MUHUMAJILHOMY MaTepHAJbHO-TEXHUYECKOMY 00ecredeHUuIo

Peanmzanus npodeccnoHaIbHOTO MOIYIIS MPEAToiaraeT HalTMune Y9eOHbIX KaOMHETOB:
HKOHOMHKH OPTaHHU3alluH U YIIPABICHHS IEPCOHATIOM;
MPaBOBOTO obecreueHus npohecCuoHaIBLHON IeATETbHOCTH;
JOKYMEHTAIIHOHHOTO 00eCTIeYeHUs yIPABIICHHS,
apXHWBOBEICHUS;
poheCCHOHATHFHON 3TUKHU U TICUXOJIOTUH JIEIIOBOTO OOIIEHUS, Ta00PaTOPHIA:
MH(OPMATUKU U KOMIIBIOTEPHON 00pabOTKH TIOKYMEHTOB;
TEXHUYECKUX CPEJICTB YIPABICHHUS;
CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa;
yueOHass  KaHuemsipusi  (ciyk0a  JTOKYMEHTAIIMOHHOTO  OOECTICUCHHUsI YIIPaBJICHUS).

3aJIbl:

OnOIMOTEKA, YUTAIBHBIN 3aJT C BEIXOJOM B CeTh IHTEpHET;
aKTOBBII 34

O6opynoBaHue y4eOHBIX KAOMHETOB U Pab0OYMX MECT KaOWHETOB:

M0Ca/I0YHbIE MECTA 110 KOJIMYECTBY 0OYUJarOLINXCs;
paboyee MecTo mpenoaaBareis. TeXHUUeCKHe CpeICTBa 00yYeHUS:
HOYTOYK C JIMIIEH3HOHHBIM IPOI'PaMMHBIM 00€CIICYCHUEM;
MYJIBTUMEMANPOEKTOP;

KOJIOHKHU;

9KpaH;

JOKYMEHT-Kamepa;

MHTEpaKTUBHAS JIOCKA.

Ob6opynoBaHue 1a00paTopuu U pabOYMX MECT J1abopaTopuu:

MOCaZ0YHbIe MECTa MO KOJIMYECTBY 00yUarOIINUXCs;
aBTOMAaTU3MPOBAHHOE paboyee MECTO MpenoaaBaTelis
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- aBTOMAaTH3MPOBAHHBIC pPabOYMe MECTa MO YHCITy oOydaromuxcs. TexHnueckue cpencTBa oOy4eHHS:
- IIK ¢ nM1eH31OHHBIM TPOTPAaMMHBIM 00eCTIeYeHHEM;

- JIOKaJbHAas CETh C BBIXOJOM B Internet;

- TIPUHTEPHI,

- CKaHepbl;

- MYJBTUMEIHANPOCKTOP;

- WHTEepaKTHUBHAS JIOCKa;

- KONUPOBAJbHAS TCXHUKA;

- LIpenepsl;

- meperieTHoe 000pyI0BaHUE;

- JIaMHHATOD;

- pesaku;

- TtenedoH;

- (pakcuMuIBHBIN anmapar

Peanuzarus mpodeccoHamIbHOTO MOAYIIS TIPearonaraeT 00s13aTeIbHyI0 TPOPECCHOHAIBHYIO TTPAKTUKY 11O MPOQPHUITIO CIEITUATBHOCTH, KOTOPYIO
pEKOMEHAYeTCs MPOBOIUTH KOHIIEHTPUPOBAHHO.

4.2. UndopmaunonHoe odecriedyeHue 00yuyeHust
Ilepeuens pexoMeHIyeMbIX y4eOHBbIX u3AaHuil, NHTepHeT-pecypcoB, 10MOJIHUTEIbHOI JUTEPATYPDI

HopMmaTuBHO-TIpaBOBbIE AKTHI:

1. Koncturynus Poccuniickoit ®@enepannnu ot 12.12.1993.

2. Tpynosoit kogekc Poccuiickoit @enepannu. Yacts nepsas. Penepanbublit 3akoH oT 30 nexadps 2001 r. Ne 197 - @3 (¢ nocnenyrommumu
U3MEHEHUSMHU U JONOJHEHUSIMN).

3. @enepanbHblil 3akoH PO oT 22 okTa6ps 2004 r. Nel125-D3 «O6 apxuBHoM nene B Poccuiickoit  @expepanun» (¢ MOCIEAYIOIIUMHI
U3MEHEHUSIMU U JIOTIOJTHEHUSIMM )
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4. @enepanbublii 3ak0H PO «O06 mHpopmanuu, uHGoOpMaTu3zanuu U 3amure uHpopmamum» ot 20 despans 1995 r., Ne 24 - @3 (c
MOCIEAYIOIUMH U3MEHEHUsIMH ¥ gonojHeHusiMu) lloctanoBnenue  mpaButenbcTBa  «OO0 YHOPSIOYEHHH W3TOTOBICHHS, MCIOIb30BAaHUS,
XpaHEHUsI ¥ YHHUYTOXKECHHS TledaTeid U OiaHkoB ¢ m3o0OpaxenuneM l'ocynapcrBenHoro repda PDy» ot 27 mexadpst 1995 r; Ne 1268 (¢ mocnemyroutyMu
W3MEHEHUSMHU U JOTIOJHEHUSIMU )

5. Tonoxenue 06 ApxuBHoM (onme PO. YTeepkaeHo Ykazom Ilpesumenta ot 17 mapra 1994 r1.; Ne 552, (¢ mocnenyromuMu
W3MEHEHUSMU U JIOTIOJTHEHUSMH).

6. Tlonoxxenue o DenepanbHoit apxuBHOU ciyx0e Poccun. VrtBepxkneno [locranosnenuem [IpaButensctBa PO ot 28 nekabpss 1998 r.;
Ne 1562(c nocneayommmMu U3MEHEHUSMU U JIOTIONTHEHUSIMH).

7. IlocranoBnenne Coseta Munuctpos - [IpaBurensctBa PO «O mnopsiike BEIOMCTBEHHOIO  XpaHEHUsT JOKYMEHTOB M OpraHM3aluu
WX B JeNOmpou3BoJCcTBe» OT 3 wmapta 1993 1.; Ne 191 (¢ mociemyronuMu U3MEHEHHUSIMU U JOTIOTHEHUSIMU ).

8. IlocranoBnenue IlpaButenbctBa P® «O6  yrBepxkaenun IlpaBui nenonpousBoJcTBa B (eAepaIbHBIX OpraHax UCIOJHUT IbHON
Bracti» ot 15.06.2009 Ne 477(c mocnenyronuMu N3MEHEHUSMH U JIOTIOJTHEHUSIMH ).

9. Tlocranosnenne ['occtangapra PO «O npuHATHU 1 BBEACHUH B JICUCTBHE TOCYIapCTBEHHOTO cTaHaapta Poccuiickoit denepanumny» (BMecTe
¢ «I'OCT P 6.30-2003.  T'ocymapctBeHHblli  crangapt Poccuiickoit ~ @enepanuu.

YHubuIupoBaHHble CHUCTEMbl JOKYMEHTALUU. YHU(UIUPOBAHHAS CHCTEMAa OPraHMU3alMOHHO-PACHOPSIUTENbHON AOKyMEeHTauuu. TpeOoBaHUS K
odopmiteHno 10kymeHToBY») oT 03.03.2003 N 65-cT

10. OK 011-93. O6mepoccuiickuii kinaccupukaTop yrnpapiieHudeckoi gokymeHtanuu (yrB. [locranoBiaenuem ['occranaapra PO ot 30.12.1993
Ne 299) (pen. Ot 08.09.2010)

OCHOBHBIE UCTOYHHUKH:
1. AugponoBa W.}O., AmngponoBa H.JI., Makaposa H.B. Kagpooe nenonponsBoactBo: sokymentanus. - M.: OULL «Akagemus»,
2009

2. BacakoB M.U. J[lenonpowusBojactBo (Jlokymenraimonnoe obecrneuenue ynpasienus Ha ocHoBe 'OCT P 6.30-2003). - M.: [lamikoB u
KO, 2009.

3. T'anaxoB B.B. Cekperapb-pedepeHT BbICOKON KBaNU(UKALIUU: OpraHu3aIus cekperapckoro nena. - M.: OUL «Akagemus», 2010.

4. NatnoB B.A., Kubanos A.f., [Tuxano B.T. Ynpasnenue nepconanom. - M.: Uzgarensctso [TPMOP, 2005.

5. Kucenés CB. O¢ucusie npunoxenust MS Office. - M.: OUL] «Akagemus», 2008.

6. Kucenés CB., Hemunouu O.H. OducHoe obopynoBanue. - M.: OUL] «Akanemus», 2008.

32



7. TlpaBoBoe obecnieuenue npodeccuonansHoi nestenbHocTu: Yueonuk. / [Tog pen. J1.0. Ty3osa, B.C. ApakudeeBa. - M.: DOPYM - UHOPA
- M., 2010.
8. Pymeauna B.B. [IpaBoBoe oOecniedenne npodeccHoHanbHOM aesTeabHOCTH. -M.: «Akagemus», 2010.
9. Pymerauna JILA. JlokymeHTanmonHoe obecriedenue ynpasienus. - M.: OULl «Akagemusi», 2009.
I0.Cankor B.B. HHpopManmMoHHbIE TEXHOJOTMH U  KOMIIbIOTEPU3ALIMS
nenonpou3BoacTBa. - M.: OULL «Akagemusi», 2010.
11.CrentokoB M.B. JlokymenTsl. JlenonpounsBoactso. - M.: Kaura-cepsuc, 2009.
12.TrotseBa JI. J.  Opranuzanusi JAOKYMEHTOOOOpOTa M  JIOKyMEHTalbHOTrO yrpaBieHus. - M.: «AxkagemkHura/ YueOnuk», 2010.
13.Ynupasnenue nepconanom/ mof pea. O.M. Mapuenko. - M.: «Ocb - 89», 2006.
JloTioTHATE TbHBIE UCTOYHHUKH:
1. bemmssuknit  H.II. w gp. VYmopaenenme mepcoHasioM. -  MuHck: MHTepnipecccepBuc, Dxonepcnekrrua, 2007,
I'epunkoB B. Muccust opranuzamnuu 1 0COOCHHOCTH TIOJIMTUKH YIIpaBJeHUs repcoHanioM// Ypasienue nepconanom, 2005, Ne 12,
Eropmnn A.I1. Ynpasnenne nepconanom. - Huwxuuiit Hosropoa: HUMB, 2006.
JlenkeBuu JI.A. JlemonpousBoactso. - M.: OUL] «Axanemusi», 2009.
JlenkeBnu JI.A. Texuunka mammHonucH. - M.: OULL «Axagemus», 2010.
JlenkeBuu JI.A. [lepcoHanbHBIN KOMITBIOTED B paboTte cekperaps. - M.: OULL «Axagemus». 2010.
JlenkeBuu JILA. Cexperapb-pedepent. Cekperapckoe neno. - M: OUII «Axanemusi», 2007.
JlenkeBuu JI.A. Cekperapb-pedepent. Texuuka mamuaonucu. - M.: OUL] «Akanemusy», 2007.
. JlenkeBuu JI.A. Cekperapb-pedepent. [enompousoactBo. - M.: OUL] «Akagemus», 2007.

00 NG R W

10.KO.MapteiHoBa O.B. OcHoBbl penaktupoBanus. - M.: OUL «Akanemusi», 2009.

11.IIpaktuxym o anmuHucTpatuBHomy npasy./Ilox pen. npod. JI.H. baxpaxa. -M.: HOPMA-UH®PA - M, 2006.

12.ITmenko A.B., CrenanoBa E.B. Cekperapb-pedepeHT BbicOKON KBanudukanuu: JlOKyMEeHTallMOHHOE oOecredeHue yIpaBiIeHUECKON
nesteabHoCTH. - M.: OUL «Akagemus», 2007.

13. N.Cuexxo O.A. TpynoBoe npaBo P®. YueOHblil koMIUIeKe Kypca: YueOHO-MeToandeckoe nocodue. - M.: [Ipuop-uznar, 2007.

14.H.Terumnxkas T.}FO. HacronpHast kHura cexperaps-pedepenra. - Pocros-na-Zlony: ®enukc, 2005.

15.pmxun F0.A., JIrokmmaos A.H. Ynpasnenue nepconanom. -M.: Mup, 2008.

16.Yucrsakosa CB. Ynpasnenue nepconanom. - Caparos, 2008.

HNuTepHeT-pecypcebl:

33



www.consultant.ru
www.garant.ru
www.sekretary.net
www.officemart.ru
www.kadrovik-praktik.ru
www.todo 1 .kdelo.ru
www.bt-centre.ru
www.autoaf.ru/arhivnoe-delo
. www. | archive-online.com

©oN R WD

4.3. O0mue TpeOGOBAHUA K OPraHU3alUM 00pa3oBaTeIbLHOIO Mpolecca

O0s3aTeNTbHBIM YCIIOBUEM JIOTTYCKa K TPOPECCHOHAIBHON MPAKTHUKE (TT0 TPO(IITIO CIEIIHATBHOCTH) B paMKax MPOQECCHOHATIBHOTO MOIYJIS
Opranusanus 10KyMeHTALMOHHOT 0 o0ecnieyeHnsl ynpaBjieHHs U QYHKIMOHMPOBAHUS OPraHU3alUHM SBIIETCS OCBOECHUE YUeOHOM MPAKTUKU JUIs
MOJIy4eHUs! IEPBUYHBIX MTPO(ecCHOHATBLHBIX HABBIKOB B paMKaX MpoQeccuoHAIbHOTO MOTyiIsl BoinoJiHeHHe padoT Mo 0HOM MM HECKOJIbLKUM
npodeccusiM padodux, J0JKHOCTAM CIYKALMX.

Bo Bpems BhINoHEHUSs KypCcOBOMl paObOThI (ITPOEKTa) U B MEPHOJ] MPOXOKICHUS MPAKTUKH Ha MPEANPUITUSIX (B OpraHu3anusx) - 6azax
MIPAKTUKHU C 00YYAOIIUMHUCS MPOBOSTCS KOHCYIIbTALIUU.
OOyuaromuecs JOMKHBI UMETh IOCTYI K 0a3aM JaHHBIX, OnOinoTeuHbIM GoHaaMm u HTEpHET BO BpeMsi CaMOCTOSITENIbHOM paOOThI U IIPU MOATOTOBKE
K ayIMTOPHBIM 3aHATHSIM.

4.4. Kanposoe obecnneueHue 00pa3oBaTeIbHOI0 mpouecca

TpeboBanus k KBanupUKAUK MEAATOTUYECKUX (MHXEHEPHO-TIeIarOTMUeCKUX ) KaJIpoOB, 00eCcreunBarOIINX oOyueHue 1o
MEXIUCIUTITMHAPHBIM
Kypcam.
Hanuuue Boicuiero npogeccuoHaabHOro 00pa3oBaHusl, COOTBETCTBYIOLIETO Mpoduito Moayist Opeanuzayus OOKyMeHmayuoHHO20
obecneyenus ynpagieHus u QYHKYUOHUPOSAHUs Opeanu3ayuy U CelUanbHOCTU JJoOKyMeHmayuoHHoe obecneyenue ynpasieHus U apxusoseoeHue.
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TpeboBanus K KBIM(UKAIUH [TEAATOTMYECKUX KaJAPOB, OCYIIECTBISIONINX PYKOBOACTBO MPAKTHKOM.
NHKeHepHO-TIeAarOrMueCKuii COCTaB: IUINIOMUPOBAHHBIE CIIELUAIIMCTBI, IPENOAABATEIIN MEK AU CLUIIIIMHAPHBIX KYPCOB.

5. KOHTPOJIb 1 OIIEHKA PE3YJBTATOB OCBOEHUS TPO®ECCHUOHAJIBHOI'O MOJIYJISI (BUJIA TPODECCUOHAJIBHOM

AEATEJBHOCTHN)

Pe3yabTaTsl OcHOBHBIE IOKA3ATEIH OLIEHKHU DopMBbI H
(ocBOEeHHBIE pe3yJabTara METObI
npodeccuoHaIbHbIE

KOHTPOJIA U
KOMIIETEHIIMH)

OLICHKH
[IK 1.1. KoopauaupoBaTh OcyniecTBIIeHUE MAapIIPYTU3ALIMHT 3auer
paboTy opraHuzanuu NOCETUTENEN
(IpreMHOM PYKOBOIMUTEIIA),
BECTH MPUEM IIOCETUTENEH.
[IK 1.2. OcymiecTBasTh [ToaroroBka y4acCTHUKOB U 3auer

paboTy 1O NOArOTOBKE U TTOMENIECHUS K TTPOBEICHUIO
MPOBEJICHUIO COBEIIIaHUH,

JIETIOBBIX BCTPEY, IPUEMOB U
MpEe3EHTaLUM.

coBelanus (1en0BO BCTpeyH,
coOpaHus u 1p.)

CocraBrieHre MPOTOKOJIA
COBeIaHMs (J1eI0BOH BCTpeyH,
coOpaHus u 1p.)
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IIK 1.3. OcymecTBisTh ITonroroska makera [IpakTueckoe
MIOATOTOBKY JI€JIOBBIX KOMaHJMPOBOYHBIX JOKYMEHTOB. 3aHsTHE
MO€3/10K PyKOBOAUTENS U 3aka3 OMJIETOB U TOCTUHUIIBI.

JOPYTUX COTPYAHUKOB WHucTpykTupoBanue

OpraHu3aliu. KOMaHMPOBAHHBIX COTPYIHUKOB.

[IK 1.4. Opranu3zoBbiBaTh [IpoextupoBanne APM cekperaps [IpakTnueckoe
pabouee MecTo cekperaps U U PYKOBOJUTENS 3aHsATHE
PYKOBOJIUTEIS.

[IK 1.5. OdopmansaTs u Odopmnenue u peructpauus OP/I. 3auer

PErucTpUpoOBaTh OPraHU3allMOHHO-
pacrnopsIuTeNbHbIE

JOKYMEHTHI,

KOHTPOJMPOBATh CPOKHU UX
HCIIOJIHEHUSL.

[IpenBaputenbHOE paccMOTpEHHE
BXOJAIIHUX JOKYMCHTOB.
KonTposnmpoBanue cpokon
WCIIOJIHEHUS JOKYMEHTOB.
CucremaTtu3zanus JOKYMEHTOB U
(hopMupoBaHUE JIEII.

IIK 1.6. O6pabaTbiBaTh
BXOJAIINE M UCXOAIINE
JTOKYMEHTHI,
CHCTEeMAaTH3UPOBATH HX,
COCTaBIISITh HOMEHKJIATYPY
nen u popMUpOBaTh
JOKYMEHTHI B JeNa.

HO,Z[FOTOBKa HOMCHKJIATYPbI ACII
OpraHu3anvu
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IIK 1.7. CamocTosTenbHO [IpoexTrpoBaHue opraHuzanuu 3auer

paboTaTh ¢ JOKyMEHTaMH, paboThl ¢ JOKYMEHTAMH, UMEIOLIUMU
COJIEePKaIUMHU OTpaHMUYEHUE JI0CTyNa B OpraHu3anuu (Ha
KOH(HUICHIINATEHYIO IPEIIPUITHH)

MH(POPMAIIHIO, B TOM YHUCIIE C
AOKYMCHTAaMH 110 JINYHOMY

COCTaBy.
[IK 1.8. OcymecTBisTh OcymiecTBiieHne MapLIpyTH3aLUU 3auer
TenedoHHOE 00CTYKUBAHHE, roceTuTenei

MIPUHUMATh U NiepeaBaTh (HakKchl.

[IK 1.9. OcymecTBasiTh [ToaroToBka nena Kk apXUBHOMY [IpakTnueckue
MOATOTOBKY JIeJ K Iepeiaue Ha xpanenuto. Co3znaHue nakera JOKyMEHTOB |3aHATHE
apXUBHOE XpAHEHHUE. paboThl SKCTIEPTHON KOMHUCCHH

IIK 1.10. CocTaBnsTh OIIKUCH JIE,
OCYIIECTBJISATH MOATOTOBKY JIeT K
repeaayue B apXuB OpraHU3aIlvH,
roCyJIapCTBEHHBIC U
MYHUITUTIAJLHBIC ADXUBBHI.

cDOpMI:I U MCTOJbI KOHTPOJI U OICHKU PE3YJIbTATOB OGy‘ICHI/IH JAOJIKHBI IIO3BOJIATH IPOBEPATH Y o6yqafoumxc;1 HC TOJIBKO C(I)OpMI/IpOBaHHOCTL
HpO(I)CCCI/IOHaJ'IBHBIX KOMHCTGHHHﬁ, HO 1 pa3BUTHC O6H_[I/IX KOMIIETEHIIUMN 1 O6CCH€‘II/IB8.IOH_[I/IX nux YMeHI/Iﬁ
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Pe3yabTaThl (OCBOEHHBIE 0011IUE
KOMIIETEeHIMH)

OcHOBHbBIE TOKA3aTEJH OLIEHKHU
pe3yJabTara

(I)OPMLI H METObI
KOHTPOJIA U

OLIeHKH
OK 1. IloHumaTh CylHOCTb U [Ipe3enTanus (3cce, COUMHEHNE) HA OkcnepTHas
COLIMAJIbHYIO 3HAUUMOCTh CBOEH temy «Mos Oynymias npodeccusi, ee OLEHKa
Oynymiei npodeccuu, IPOsIBISITH K 3HAYEHHE B Pa3BUTUU MOEH CTPaHbI»
HEW yCTOWYMBBIN MHTEPEC.
OK 2. OpranuzoBbsiBaTh cOOCTBeHHYI0 |Opranuzanus padouero rnpocrpanctsa. | [Ipaktuueckoe
NeSITeNIbHOCTD, BHIOMPATh TUIIOBBIE [InanupoBanue paboyero AHS. 3aHATHE 3a4eT
METO/IbI U CIIOCOOBI BBITIOJTHEHHUSI Ananu3s nesrenbHOCTH 3a 1 pabounii | (mpe3eHTarus)
po(hecCUOHANIBHBIX 33Ja4, OLIEHUBATh |JIECHb OKkcnepTHas
ux 3QPEeKTUBHOCTH U Ka4ECTBO. OIIEHKA
OK 3. [IpuHumarte pemieHus B MoenupoBaHre HECTaHAAPTHOM 3auer

CTaHJAPTHBIX U HECTAHAaPTHBIX
CUTyalludX U HECTU 3a HUX
OTBCTCTBCHHOCTB.

CUTYaIlMH B TpyIIax
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OK 4. OcymiecTBisTh MOKUCK U ITonck nokymeHTa B 3aJaHHOU [IpakTueckoe
MCTOJb30BaHNE HH(POPMAIHH, cucrteme (KypHaJlbl perucTparum, 3a1aHue
He0OX0MMOi 11 3 HEKTUBHOTO kaproteka) [lorck undopmanuu B OxcniepTHas
BBINIOJIHEHUS TIPO(ECCHOHATBHBIX UH(POPMALMOHHO-TIPABOBBIX H ?Igzgijqecxoro
3a7a4, Ipo(ecCHOHAIBLHOTO U MH(POPMALMOHHO-CITPABOYHBIX S
JUYHOCTHOTO Pa3BUTHSL. CUCTEMaXx U €€ aHaJIN3
OK 5. Ucrnonb3oBath Coznanue TekctoBoro (tabnmuunoro) | [IpakTuueckoe
MH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE | TOKYMEHTa C 3aJJaHHBIMU 3aHsATHE
TEXHOJIOTUU B PO eCCHOHATbHON napamerpamu, OTnpaBka v MpuemM [IpakTHueckoe
NeSITeIbHOCTH. KOPPECIOHAEHIIUH TI0 (pakcy, mo 3aHsATHE
anekTpoHHo noyre. [Toaroroska Huddepennn-

MaTepHaioB K COBEIIAHUIO B BUJIE
AJIEKTPOHHOU MpPE3eHTAIUH.

pOBaHHBIN 3a4eT

OK 6. PaGoTath B KOJUIEKTHBE U [IpoBeaeHne TPEHUHTOB, [IpakTueckoe
KoMaH/ie, 3¢ (eKTUBHO oOIaThes ¢ TECTHUPOBAHUS, MO3TOBBIX IITYPMOB B | 3aHSTHE
KOJUIETaMH, PYKOBOJCTBOM, MaJIbIX TPYIIax

MMOTPEOUTEIISIMH.

OK 7. bpats Ha ce0st 0OTBEeTCTBEHHOCTh |Pa3paboTka mporpamMmsbl KpyIHOTO [Ipoext

3a paboTy YWIEHOB KOMaH bl
(MOAYMHEHHBIX), Pe3yJabTaT
BBITIOJTHEHUS 3a/1aHUI.

MEPOTPHUITHS Ha YPOBHE OpPraHU3aluu
(oTnena), BKIIOYAs CLIEHAPHIA,
MIPUTTIAIICHUS TIPEICTaBUTENeH
MapTHEPOB, BETEPAHOB U Jp. JIHII,
¢bypiier, mOArOTOBKY MaTepHalioB
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OK 8. CamMOCTOSTENBHO OIIPENENTh
3a/1a4u MPOPEeCCHOHATBHOTO U

OtpaboTtka mpodecCHOHATBHBIX
HaBBIKOB (JI€CATUIAJIbLICBAS TIEYATD )

Pabora Ha
CKOPOCTH TICUaTH

JIMYHOCTHOTO pa3BUTHUS, 3aHUMAThCsl | OCBOEHHE IPUEMOB PabOTHI € [IpakTnueckoe
caMo00pa3oBaHUEM, OCO3HAHHO oducHoU TexHUKOH (Kormupel, MDY, |3aHsATHE
IJIAHUPOBATh TIOBBINICHUE TMKTO(OHBI, CEJIEKTOPHI U JIP.)

KBaJIM(DUKALIUH.

OK 9. OpuenTtupoBarbcs B yciaoBusax |Pa3paboTka pekoMeHaIui mo ITpoekt

4acTOU CMEHBI TEXHOJIOTHUH B
npohecCuoHATBHOM

TEXHUKE 0€30IaCHOCTH U
IKCIUTyaTaIliy HOBOM O(PUCHOM
TEXHUKA
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Nudopmanus 06 ncnoab30BaHNH B Y4eOHOM Mpolecce AKTUBHBIX M HHTEPAKTHBHBIX ¢opM nposeaenus 3anatuii no MJIK 01.01

I[OKyMeHTaIII/IOHHOC odecrneyeHue yYHpaBJicHUA

Ne | Ne Tema ypoka ®DopMa NpoBeIeHUs 3aHATUS

n/ | ypok

n |a

1 |2 MenemxMeHT B AenonpousBoacTBe CTpykTypa u oOuias Mos3rosoit mwrypm
XapaKTePUCTHUKA JOKYMEHTOTIOTOKOB

2 8 DKcreuIMoHHast 00paboTka JOKYMEHTOB Pa300pbl KOHKPETHBIX CUTYaITHit

3 |13 [Tpuém moxymenra Keiic - 3amanns

4 |14 [Ipuém noxymenTa ['pynnoBeie 06Cyx1eHus

5 |26 TunoBoit popMyssip MOJI0KEHHUS, OCCHOBHOE COJIEpIKAHUE, TOPSIOK PaGoTbl B Manel rpymmax
pa3paboTku yTBepkaeHHs. PazMeniennue CTpyKTypHBIX
noapazzaenenuii ciyxxooit JIOY, ycrnoBus Tpyna, opraHuszanus u
000pyI0BaHNE PAOOYNX MECT

6 |28 [Topsimok XxpaHeHus reuaTeli, OJaHKOB M NMPaBHJIa TI0JIb30BaHUSA UMU. | [ pynmoBbie 00Cy)aeHUS
[ToaroToBka KaJipoB JI€JIOMPOU3BOJICTBEHHBIX CIYKO

7 |34 Crpykrypa UT ob6ecneuenns JIOY. Haznauenue cpencts OT. Keiic - 3amanus
Knaccudukanus OT

8 |37 dopMHUpOBaHUE U XpPaHECHHUE MPEUIOKEHUN, 3asIBICHUM, KajI00 ['pynmoBkie 00CYy)aCHUS
rpaxaad. Opranuzanus npuéma rpaxkaaH B rocy1lapCTBEHHBIX
YUPEKICHHUIX

9 |42 Odopmnenue 06m0xku nena. OnpeneraeHre CPOKOB XpaHEHUS eI Mo3roBoii mtypm

10 | 44 3amauu cinyx06b1 JJOY u BegoMcTBEHHOT0 apxuBa 1o ¢GopMupoBaHui0 | Paz0opbl KOHKPETHBIX CUTYyallU
nen. [IpuHIMIB cucTeMaTH3aluy JOKYMEHTOB BHYTPHU A€

11 | 45 Oco6eHHocTr 0popMIIeHUS A€ 10 JUYHOMY COCTaBY Mo3srosoil ITypm

12 | 52 Haznauenue 1 ucnosib30BaHNE NEPEYHEN JOKYMEHTOB ['pynnoBble 00CyKaeHUs

13 | 55 Hcnonbp3oBaHne HOMEHKIIATYPBbI JIeJ B ONPE/IETIEHHOM XpaHEHUU U Keiic - 3ananus
BEJIOMCTBEHHOM apXUBE

14 | 58 Ha3nauenue u ucnosnb30BaHue NnepeyHen JOKyMEeHTOB. THIIHYHbIE PaboTel B MalnbIX rpymmnax
BEJIOMCTBEHHbIE NIEPEUHU

15 | 60 Iopsinok opopmiieHHs, COTJIACOBAHUS U YTBEPKACHUS OTPACIEBBIX ['pynnoBsie 06CyXaeHUs
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Ne | Ne Tema ypoka ®DopMa POBeICHUs 3aAHATUHA

n/ | ypok

n |a

1 |1 Cekperapsp B opranuzanuu. O0opyaoBaHue pabodero Mecrta Pa360pbl KOHKPETHBIX CUTYAITHI
CeKpeTapsi 1 pyKOBOIHUTEIIS
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2 O6opynoBanue pabo4yero MecTa CeKpeTapsi ¥ pyKOBOIUTEIS. PabGora manbIx rpymmax
O6opynoBaHue MPUEMHON

3 OcCHOBHBIE H)PrOHOMUYECKHE HOPMbI U TPEOOBAHUS 110 OPraHU3alUU Ketic - 3aganus
aBTOMAaTHU3UPOBAHHOTO pabouero mecra (APM) cexperaps

6 Bunpl oducHON TeXHUKH 1 ee pa3MmenieHne Ha PM, cpenctBamu Mos3roso#t wItypm
MaJIOM MEXaHHU3alUU

13 [1nanupoBanue paboyero aAHA. 3aBUCUMOCTb pabodero Hs cekperaps | ['pynnoBbie 00CyKICHUS

OT OpraHuzanuu padouero 1Hs pykoBoautess. Ilnanuposanue
€KeJIHEBHO MOBTOPSAIOIINXCS ONepaui

15 [ToaroToBka ¥ TeXHUYECKOE OOCTYKUBAHUE COBELLIAHUM, JIETOBBIX Pabota B ManbIx rpynmnax
BCTped, KOH(bepeHInn

17 [ToaroroBka KOMaHAMPOBOK COTPYAHUKOB Mo3roBoil mtypm

38 [TopsioK YHUUTOXKEHUS JOKYMEHTOB, JIeJl, HocuTelel nHhopMaun Pa300pbl KOHKPETHBIX CUTYaINil

HNudopmanus 00 HCIOIb30BAHMH B Y4eOHOM NpoLecce AKTUBHBIX 1 HHTEPAKTUBHBIX (popM nposenenus 3ansatuii mo M/IK 01.03
Opranuzanus ceKpeTapcKoro 00c/ay;KMBaHus
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