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IIACIIOPT PABOHEM IIPOrPAMMH VHEEHOM 
/IMCUHTIJIH H bl

oSecneHCHHe ynpaBJieHHH»
1

«,H,oKyivieHTauHOHHoe

vnoareHH«»ITHeTCH nacrbio ochobhoh npofceccHonajibHoU oepaaoBarMBHOH

npo4)eccHOHajibHOM oGpasoBaHHH (b nporpaMMax 
nepenoAroTOBKH).

KBaHH^HKailHH HnOBBIUieHHH

12 Mecro vMeOHofi ..ncuniMm,,., b cxpyKType obhobhoh npo*eccHOHMbHO#
oSpasoBarejibHoA nporpaMMb,: yneSHaa OTcUHnnB„a bxoaht b npo^eccHOHaiMUH uhk,.

OCBOCHHHsaAaHH yHe6HOH ,incuiinjinHi,i - rpcGoBaiiHH k pcay.ihiaraM1.3. Ucjih h

FOCTom;
- ocymecTBJWTb o6pa6oTKy BXOAamHx, BHyrpeHHHx h

HCXOA^m^X AOKyMCHTOB, KOHTpOAb 3B HX

HcnoAHeHHeM;
- o4)opMjiaTb AOKyMeHTM AJIH nepeaaHH a apxHB oprammiiii .
B neayjibTaTe ocsoeHiia yAeSnofi AHOTnnnHHbi oSyaaiomra AOjcneH 3IiaTb:

AOKyMCHTOB
- npaBHJia cocTaBJieHHH h

(OPfl) oSecneneHHJi ynpaBAeHHJi (AO^)
H KOH^HAeHUHaAbHOrOTHHOByK) TeXHOAOrHK) AOKyMeHTaUHOKHOFO 

ocoSeHHOCTH aeiionpoHSBOACTBa no o6pameHHHM rpa>KflaH
- CHCTCMy H

AeAOnpOH3BOACTBa.

----------------- ---------

06a3aTenbHOM ayAHTopnon yne6HOH narpyaKH oSynaiomHXCH 60 hbcob,
CaMOCTOHieAbHOH pa6oTbi o6yHaioinHxca 30 nacoB.
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2. CTPYKTyPA H COAEP/KAHME yHEBHOH AHCUHnJIHHBI

h BHflbi yneGHOH pa6oxwOSbeM yneGHOH ziHCUHnjiHHbi

06beM nacoBBha yMeSHOH paGorbi____________
MaKCHManbHaa yHeSnaa narpysKa (Bcero)
06fl3aTeJibHafl ayAHTOpHaa ygeSnaa narpysna (Bcero)

b tom HHcae: ^_________________
JlaSoparopHbie pa6oTbi ______ ____________ __
npaKTHHeCKHe 3aHflTHfl_______ __________ ____
CaMOCToaTeJibnaa pa6oTa o6yMatomeroca_________ ___ _______

-------------li^roBafl aTTecxauHH b ttjopMe flH(J)<l)epeHUHpoBaHHoro sanexa-

90
60

22
30
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2.2. TeMaTHHecKHfl njian h coaepjKaHHe vr-ohoh gHCUHnjiHHbi
YpOBCHb
OCBOCHHA

06i»eM
hbcob

CoaepacaHHe yMefi„or« MarepHajia, jiaSoparopm-.e h npaKTHHecKiie 

pa6oTbiT caMQCTOfliTejibHaH paGoxa oSyHaromHxcH-------------------------------------

-------- n e
noHHTHe cymnocTb floKyMeHTauHOHHoro oBecneieHna ynpaBJieHHa. noHara 
noHHTHe. c5mHO WKyMeHTHp0BaHHJI. UeuH, saaa™ h

H TCMHaHMenoBaHMe pasaejiOB
24

14

rymm^cJiv^Gbi aoKVMeHT^

no^roxoBKa coo6meHHH no HCTopnn flejionpoH3BOflCTBa

12
Tewa 1.1.

J^OKyMeHT H CHCTCMa 
jioKyMeHTauHH

36

(OPfl). mrr P 7 0 97-2016 «HauHOHajibHbin

OpraHHsaunoHHO-pacnop^HTejibHaHcxanflapT
6n6jiHOTeHHOMy n HSflaxejibCKOMy fleny.
AOKyMenxanna. TpeGoBanna k o^opMJienmo AOKyMenxoB)).
TpeSoBaHna k o^opMJiennio flOKyMenxoB nnraHinamnr

Tewa 1.2. KnaccudjUKanHa opraHnsaunoHHO-pacnopaflnxejibHOH opraH®^* *
OpraHHaauHOHHO- oprannsannonHO-npaBOBaa^ pacnopaAHxejibnaa, cnpaBonHO-HH^opMann

pacnopaAHxeJibHbie AOKyMenxbi OprannsauHOHno-npaBOBbie AOKyMenxbi: ycxaB, ynpeAn
nojiGacenna, npaBnaa BnyxpenHero xpyAOBoro Pacn0P^a'
CnpaBonHO-HH^opMannoHHbie AOKyMenxbi. A
06'bacHHxeAbHaa aanncKa, aKX, cnpaBKa^Aygcegnbie^^-------
npaKTHMCCKHe saHHTHH

1 OdjopMAenne peKBnsnxoB AOKyMeniOB.
2. 0<t>opMJieHiie opraHH3auHOHHO-pacnopaflHTejibHbix 

C. YCXaHOBAeHHblMH xpcOoBaHHaMH._______

sanncKa,

36

AOKyMCHXOB B

COOXBeXCXBHH
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YpOBCHb
OCBOeilHfl

OSbCM
H3C0B

jia6opaTopnbie h npaKTHHCCKHeCoaep/KauHe yneGHoro Marepna^a,
paSoTbi, caMOCTQflTCJibHafl paSoxa o6yHaioinHxcH-------------------
CaMOCTOinejibHaa paGora oGyHaioiUHXcn
CocraBiieHHe onopnbix KoncneKTOB, noix6op 6jiaHKOB xtoKyMCHTOB.

H TCMHaiiMCHOBaHne paaaeJiOB
16

14
CoaepjKaHHe yMeSnoro MaxepHajia.
flOKYMeHTHDOBaHHe IlpaBOOTHOineHHH
Cocxas H oco6eHHOCTH ocjjopMJieHHH AOKyMeHTOB no BHBHOMy coc raBy 
riopaflOK 0(j)OpMJieHMa TpyflOBOH khh)kkh

14
CocTaBnenn^KOMnaeKTa Kaaposon noKyMeHTannH: pesioMe, jaaBnenne o 

na6oTV. rpyaoBaa KHMKa, jimnaa KapTOHKa, niTaTHoe pacnncaHHe._
Tewa 1.3.

KaApOBOH AOKyMCHTaiiHA
1npHCMe na____

CaMOCTOHTejibHaa paGora oGynaiomHxcfl:
4

CocxaBJieHHe onopnbix KoncneKTOB.
CocTaBnenne n o^opMAenne peaiOMe, hohck n noASop BaKaHcnn

12
"oS*™.«—. p~“'“

AOKyMCHTOB
OtfropMACHHe AH4H0H AOBepCHHOCTH___________________
CaMOCToaxeAbHaH paGoxa oGynaiomHXCH:
0(|>OpMAeHHe AOBepCHHOCTH
PaGoxa c yneGnon Anxepaxypon 
rioAroTOBKa k aamnxe oxnexoB __ ____ ____
CoAep5KaHIie y^eGnoro MaxepHaJia.
noHAxne AoroBopa, corAamenHa, npoxoKOAa pasnorAacnn 
TnnoBaa 4)opMa KonxpaKxa 
Bhabi AoroBopoB: KynAH-npoAaacn 
ycAyr, nopyHCHHA, komhcchh, H X-A-
ToBapoconpOBOAHTeAbHbie AOKyMenxbi
TpeGoBanna k o^opmachhio hckobbix saasAennH
IIpaKXHHecKHe sanaxHA
CocxaBAenne h o^opMAenne AoroBopos 
KOMMepnecKoro axxa, npoxoKQAa paanorAacnH.

Tewa 1.4.
fleHewHHe h ^nnaHCOBO- 

pacnexnbie AOKyMenxbi

12

no pesvAbxaxaM npaKxnnecKnx paGox 12

M6HBI, noexaBKH, B03Me3AH0X0 OKasaHHa
TeMa 1.5

^oroBOpno-npaBOBaa
AOKyMenxauna

: nx aHanenne h nopaAOK 0(J)0pMAeHna
24

(nocxaBKH, KynAH-npoAaacn),
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ypOBCHb
OCBOCHHH

OSbCM
nacoB

jiaSopaTopHbie h npaKTMHecKHeCoaep/Kamic yneSHoro MarepHajia,
paSoxbi, faiviocTOflTCJibHaH pafioxa ofiyMaiomHXcg------- ------------------------------
CaMoexosn ejibHaa paSoxa o6y'iaM)mH\csi:

BHeiUHe3KOHOMHHeCKHX KOHTpaKTOB (KOHOCaMeHT).
paxypOH, HOpMaTHBHO-npaBOBOH flOKyMCHTaUHeH,

ii tcmHaHMeHOBaHHe pasaeJiOB
1

Msy^enne bhuob 
Pa6oxa c KOHcneKTOM. jihtc
cocTaBJieHHe onopHoro KOHcneicra 
HojiroTOBKa k samHTe oxHeiOB no pesyjibTaxaM npaKTHnecKHX pa6oT

Pasaeji 2 OpramnauHH pa6ori»i c AOKyMeHTaMH
6

CoAep5Kanne yHe6Horo MarepHajia.
CocxaB h y^ex oSteMa ^OKyMeHTOoSopoxa oprannsaunH
OprannsawH paSoia c flOKyMeHTauHeii, nociyn^mea b “pHe“
BXonamHX AOKyMeHTOB. aKcneaHUHCHHaa o6pa6oTKa; npeABapHTeabHoe 
paccMOTTcHHe M^pacnpeaeaeHHe, perncTpauHB, PaccMOTPeH„e MOKyMeaxa 

pyKOBOflcxBOM, paccMOxpenHe.
OxnpaBKa HCxoAHmnx aoxyMeHXOB 
nepe^ana ^OKyMenxoB BHyxpH oprannsapHii 
Y nex flOKyMenxoB
KoHXpOJlb HCnOJIHCHHe aOKyMCHXOB.
OpraHH3apHa h xexnnKa Konxpojia HcnoJinenHa

CaMOCTOHTeJibHaji pa6oxa oSyMaiomHXCfl
BXO^aiUHX flOKyMCHXOB B BH^e OJIOK-CXeMbl 
Hcxoaamnx flOKyMenxoB b snae 6jioK-cxeMbi

Tewa 2.1
rionaxHe jipKyMeHxooSopoxa. 

InnoBbie xexHOJiornH o6pa6oxKH 
aOKyMCHXOB b opraHH3auHH

1

FIpeflcxaBJieHHe 
npejicxaBJieHHe 
CocxaBJieHne onopnoro KOHcneKxa 
BbinonHCHHe sa^amiM no pa6oxe c acypnaJiaMH perncxpaunn Bxownunx h

Hcxoflamnx jOKVMeHXQB____________

nopanoK paccMCxpenna o6pameHHH
nonroxoBKa k apxHBHOMy xpaHenaio nen c o6pameHHHMH rpaxoiaH 
KoH*HfleHUHajTbHbie aoKyMeHTbi h coflepacamHe KOMMepnecKyio raHny. 
Oco6eHHOCTH nx aamHTbi h nopaaoK xpaneHHa. Yiex, cnucaHne, xpaneniie h 
nnpqnnK- VHBBXOKeHHa flOKVMeHXOB CJiyaCe6HOrO nOJIb3QBaHHa---- .-------------------

24

Teiwa 2.2
OcoSchhocxh paGoxbi c

OXflCJlbHblMH
rpynnaMH ^OKyMeHXOB
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ypOBCHb
OCBOeHHfl

OSbCM
HaCOB

jiaSoparopHbie h npaKTHnecKHeCoj3ep5KaHne yneGHoro Mayepwajia, 
paSoTbi, caMOCTOHTCJibHaH paQoxa oGyHaiomHXCfl
CaMoeTo™bHa»pa6oTao6y—c

«MaxepHajibi cJiy5Ke6Horo HcnoJibSosaHHfl h

HaHMeHOBanne pasaejiOB u Tew

]2
CocraBneHne onopnoro
nojiroiOBKa jiOKJiafla na reMy 
coflepataiUHe KOMMepnecKyio TaHHy»____________________________ —
Coaep/KaHne y*ie6Horo MaTcpHaJia
CHCTCMaTHsauHs AOKyMeHTOB H HX xpaneHHe. HoMemcaaTypa aen. 
MHflHBHflyajibHbie, CBOflHbie, npHMepHbie h mnoBbie HOMeHKjiaTypbi aeji. 
O^opMJieHHe HOMCHKJiaiypbi nesi 
TpeGoBaHHsi k o^opMJieHHio aeJi
XpaHCHHe jioKyMeHTOB b cTpyKxypHbix noflpaaAeJieHHJix
3KcnepxH3a uchhocxh ^OKyMeHTOB

BeflOMCTBCHHblH apXHB.
H HOpMaTHBHO-MCXOAHHeCKHe

16

Bn<woxoBKa fleji k c^a^e 
SaxoHOflaxejibHbie

BeflOMCTBeHHbix opraHOB H31H (JiopMHpoBaifflsi ocHOBbi nocneayioiHero
XPaHCHHH H HCnOJTbSOBaHHH fl0KyM6HX0B.
EflHHCTBO Tpe60BaHHft K xpaHCHHIO AOKyMeHTaHHH B fleaonpOH3BOflCTBe H

flOKyMCHXbl
axxbi

Tewa 2.3
OpraHHsapHa onepaxHBHoro 

XpaHCHHa ^OKyMCHTOB H 
no^roxoBKa hx k aKTHBHOMy 

xpaHeHHK)
apxHBe__________________ ________
XIpaKTHHecKHe aaHHTHH 
CocxaBJieHHe HOMeHKJiaxypbi h

VHHHXOXCeHHK)___________________
CaMOCTOflTejibHaa pa6oxa oSynaiofflHxcji
CocxaBJieHHe 6jioK-cxeMbi «nopa^oK nepejiaHH aeji b apxHB»
noaroTOBKa npeseHxaiiHH Ha xeMy «Oco6eHHOGXH o^opMjieHHSi h xpaneHM aeji 
c pa3JIHHHbIMH epOKaMH XpaHCHHfl))
CoAepacaHwe yHeSnoro Maxepiiajia 
KoMnbioxepH3aHHa flejionpoHSBoacTBa 
FocyflapcxBeHHoft cncxeMbi WKyMeHxaHHOHHOxo oGecneHeHiM ynpaBJieHHa. 
MamHHOHHxaeMaa «OKyMeHxaHna. HocnxejiH, npuMeHaeMbi nPH co3«aHHH

jlOKYMeHXOB C HCHOJIbBOBaHHeM KOMHblOTepa.-------:----------------------------------------

24o^topMJieHHe aKxa 06 otJiopMJieHHH flea k

15

opraHHsauHH, xaK yciioBHe BHejipeHnaB 14

Tewa 2.4
McnoJib30BaHHe T13BM b

flejionpOHSBOjicxBe
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YpOBCHb
OCBOtHIifl

06i>eM
nacoBConc[wean lie _ o ^,a .cp.7a.aar Tiar.opa ropm.K' n npaKTHMecKHe

paSoTbi, caMocToarejiBHag paSoxa oSYHaiomHXCfl-----------
IlpaKTHHeCKOe 3aHHTHC
npOBeflCHHe aBTOMaTH3HpOBaHHOH o6pa60TKH iJOKyMCHTOB,
TPneKOMMVHHKaUHOHHb.XTeXHO.nOrHa ■
CaMocTom ejibnafl paSoxa oSyMaiomHXCfl
CocraBaenne n o^opMaenne ynpaBaeHHCCKHx AOKyMeHTOB
Finn «Word» h «Excel»

HanMenoBaHHe pasflejioB n tcm
24

HcnojiBSOBaHHe

14
C HCnOJlbaOBaHHCM

90Bcero:

9



3. yC-IOBHM PEAJIH3AUHH nPOFPAMMM AHCUHnJIHHbl

MHHHMaJibHOMy Ma i epHajibHO-TexH.iMecKOMV o6cencmeHiiio
TpeGyex naJiHHHH yneoHoro3.1 TpeSoBaHHfl k

PeajiHsaunH
KaGHHera

^HCUHnJlHHblyneGHOH
npo^eccHOHaJibHbix ^hcuhiijihh.
OGopyaoBaHHe yHeGnoro icaGHHexa:
-nocaaoMHbie wecra no KOJinnecTBy oGynaioninxc^; 
-paGonee mccto npenGAasaTeJia;
-jlocKa;

oGecneHenne;-yqeGHO-MeroflHHecKoe 
-3aAaHHH XIBH npaKTHHCCKIlX

caMOCTOHTeJibHOH BHeayflHiopHOH paooTbi;
h npaKTHHCCKHX saMaHHH ajih no^roTOBKH k aanexy,

sansxHH;
-savanna zuih 
-nepenewb Bonpocoe 
-BapnanTbi Ghjicxob k sanexy.
TexHHHecKHe cpe^cxEa oGynenHa:

y.««—» -

cnpaBOHHOH jiHxepaxypw no npoGneMaM nHcnnnjiHHbi^
-Ilocxyn k cexn MnxepHex h cospeMenHon cnpaBOHHOH Gaae.

- 4)opMbi npoBCAenufl KOHcyjibxannn (rpynnosbie, HHflHBHflyajibHbie, nncbMenHbie,
KoHcyjibxauHH
ycxHbie) onpeAeJiaioxcs oGpaaoBaxeJibHbiM yxsep^AenneM

oGecnencHHe oGyneHMA3.2 Hn^opMauHOHHoe

OcHOBiibie hctohhhkh: N 197-03 ox 30.12.2001 (c HBMeHemmMH h
Aocxyna:Pocchhckoh OeAepaunn1. TpyAOBOH koackc

AOnOBHCHKHMH)
http://www.consultant.ru/document/cons
2. OeAepaJ‘tHbiH saKOH «0 nepconaJibHbix AaHHbix»
AOnOJlHCHHHMH) [3jieKXpOHHbIH A^w^o'ni/
http://ww.consultant.ru/document/cons oc _^^ yHH(j)HUHpoBaHHi>ix (JiopM nepBHHHOH
3. nocraHOBjieHiie PocKOMCTaTa Y PnnaTH)> ^ j 0T o5.01.2004 (c HSMeneHUsiMH h

Aocxyna:

Pokhmpecypc].
doc LAW 34683/

[3jieKxpoHHbin

N 152-03 ox 27.07.2006 (c HBMeHenHHMH h
Aocxyna:PexcnM

ynexHoh AOKyMeHxannn no ynexy xpyaa h ero
AOnOJIHeHHJIMH) [3jieKTP0HHbIH

™».pt poi».a=^

nopoRHHoh.-M.: lOpanx.-2019. 309c.
6. KasaKCBHH T. A.. Tk^h. A. H'A. H. Ttoor,. 
Aon. yneOHHK H npaKTHKyM aasi CHO [IbkctJ/ l. a. ,
2019. - 177c.

Pokhm

. CncxeMa cxaHA^pxoB

. J1.A.

oGecneHenne ynpaBnenna 2-e hsa., ncnp. n
- M.: KDpanx. -

hctohhhkh: . YneGHHK h npaxxnKyM abh CFIO [Tckcx]/JlonojiHHTeJibHbie
7. IdBanoBa A. K). PyccKHii ssbik b AenosoH AOKyMxaunn
A. IO. KsaHOBa. - M.: KOpanx. -2019. - 157c. rTeKcxl/ 0 C FposoBa. - M.:
8. rpososa 0. C. AeBonpoHSBOACTBO. YneGHoe nocoGne ww CDO UeKcxj/ u. P

lOpanx. - 2019. - 126c.
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MurepHCT-pecypcbi:
1. www.sekretariat.ru
2. www.kadrovik-praktik.ru
3. www.garant.ru
4. www'.consultant.ru

i
i
i
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4. KOHTPOJIL H OUEUKA PESVJIbTATOB OCBOEHHH /IMCUHITJ1 HHbl

OopMbI H MCTOAbl KOHTpOJIH H
oiichkh pesyJibTaTOB oQyMeiiHH

PesyjibTarbi oSyneHHfl 
(oCBOCHHbie VMCHHfl, yCBOCHHMC 3HaHHfl)

OcBQCHHbie yMCHHfl

Ymctb: SamHia npaKTHnecKHx pa6oT 
SamHTa BbinojiHeHHbix flOManiHHx 
sajiaHHH

npaBHJTbHOCTb 
B COOTBeiCTBHH C

nposepaTbO^OpMJIBTb
O^OpMJICHHSI JIOKyMeHTaUHH 
yCTaHOBJieHHblMH TpeSOBaHHBMH, B TOM HHCJIO
Hcnojibsysi HH^)opMauHOHHbie TexHOJiorHH

H

oSpaSoTKy SamHTa npaKTHnecKHx paGox
SamHTa BbinojiHCHHbix jjoMauiHHX
aaflaHHH____________________ _______
SamHTa npaKTHHCCKHX pa6ox 
SaiUHXa BbinojiHCHHbix flOMaiHHHX
saflaHHH_____________________ ______
SamHTa npaKTHHCCKHX pa6ox

aBTOMaTHSHpOBaHHyK)npoBoanxb
^OKyMCHTOB

0cymecTBJi3Tb xpancHHe h hohck AOKyMCHTOB

TCJlCKOMMyHHKaHHOHHbie 
QJICKTpOHHOM flOKyMCHTOOSopOTC

YcBoenHbie anaHHH

HcnojibsoBaxb 
TCXHOJlOrHH B

imCbMCHHblH,Onpoc (ycxHbiH, 
TCCTOBblH)

SnaTb:
OcHOBHbie noHHTHa: hcjth, saaaHH, npHHunnbi 
noKVMeHTaiiHQHHoro oSecneHCHHH ynpasncHHa 

CHCTCMbl AOKyMCHTaUHOHHOrO oSecneHCHHa
yripaBJiciiHa, hx aBTOMaxHsanHio

nHCbMCHHblH,Onpoc (ycxHbiH,
TCCTOBblH)

Onpoc (yCTHblH, nHCbMCHHblH, 
TCCTOBblH)

KjiaCCH(J)HKaHH10 AOKyMCHTOB

nHCbMCHHblH,Onpoc (ycxHbiH,
TCCTOBblH)

Onpoc (yCTHblH, nHCbMCHHblH, 
TCCTOBblH)

TpeSoBaHHa i< cocxaBJieHHio h o^opmjichhk) 
/lOKyMCHTOB

OpranHsauHio ^oKyMCHTooSopoxa: npHCM, 
o6pa6oxKa, perncTpanHH, KOHTpoJib, xpaHCHHC 
nOKVMCHTOB, HQMCHKJiaTypa --------------

UxorOBblH KOHTpOJlb
^H^^epeHUHpoBaHHbiH aanex
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