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(mpotokon Ne & ot /). 7 2024 r.) AHIIOO «Xekcmer Koemi

oTY7 A, ;/&fa’t‘——'(ﬂe&,é% 2024 1. Ne /

/i

OCHOBHAS TIPOTPAMMA ITPO®ECCHOHAJBHOI'O OB YUEHHS —
ITPOTPAMMA IPO®ECCUOHAJIBHOM HOATOTOBKH

I1O ITPOPECCHHA 21299 « TEJOMPOU3BOJIUTEJIb»



OcHoBHas mporpamMma mpoPeCcCHOHATBHOTO 00YYEeHHS — Tporpamma npogecCuoOHATbHOM
moAroTOBKU 1O mpodeccun 21299 «/lenonpouzsooumensvy (manee — Ilporpamma) paspaborana
Ha OCHOBE

— ®depnepanbHoro 3akoHa ot 29.12.2012 N 273-03 «O6 obpazoBanuu B Poccuiickoii
denepauuny,

—  Ilepeuns mnpodeccuit pabouux, MODKHOCTEH CHyXKaluX, [0 KOTOPBIM
OCYIIECTBIISIETCS TPOPECCHOHAIFHOE OO0YyYeHHUE, YTBEP)KICHHOTO NpPHUKa3oM MUHHUCTEpPCTBA
npocsetienus PO ot 14.07.2023 r. N 534,

— [Mpodeccuonansuoro crangapra Creyuanucm no  OpeAHUBAYUOHHOMY U
OOKYMEHMAayuoHHoOMy obecneuenuio ynpaeienusi opeanuszayuetl (YTBEPKICHHOTO IPUKA30M
MunuctepcTBa Tpyia U couraibHON 3amuThl PO ot 15.06.2020 r. Ne 333H),

—  TpeboBaHu#, yka3aHHbIX B KBaqM(HUKAIMOHHOM CHpPAaBOYHUKE JOJHKHOCTEH
PYKOBOAWTENIEH, CIEUUMAINCTOB M JAPYIMX  CiIyXamux 4-e u3naHue  (yTBEpXKIEH
nocraHoBieHneM Muntpyna P® ot 21 asrycra 1998 r. Ne 37 ¢ usmeHenusimu ot 27 mapra
2018 r.)

Pazpabotunk AHITOO «Xekcnet kommtemx»: Cuupornosa U.A., memooucm.



MNOSACHUTEJIBHAS 3AITUCKA
Lesb peaJu3anuu NporpaMmbl

Lenpio peanu3anuy OpoOrpaMMBbl  sIBIsIETCS  (OPMHUPOBAHME Yy  CIIyIIATENs
npodeCCHOHATBHBIX 3HAHUM, YMEHUI W MPaKTHUECKOro ombITa mo mpodeccuu 27299
Henonpouszeooumens ¢ yuderom llpodeccuonanshnoro crangapra Cneyuanucm no
OP2aAHU3AYUOHHOMY U OOKYMEHMAYUOHHOMY OOecneueHuro YnpasieHus opeanusayuel
(YyTBepKIIEHHOTO MNpHUKa3oM MHUHHCTEpCTBA TpyJda M COLMaiIbHOM 3amuTel PP ot
15.06.2020 r. Ne 333n).

ILnanupyembie pe3ybTaTbl 00y4eHUs

B pesynbrare OCBOEHHS TPOrpaMMBbl CIIyIIaTelb JODKEH OCBOUTH BBIITOJHEHHUE
IPEIYyCMOTPEHHOM TpodeccuoHanbHbIM cTaHgapToM CHenuanucT Mo OpraHu3allMOHHOMY H
JOKYMEHTAllMOHHOMY OOECIIEUEHHUIO YIMpaBIEHUS OpraHu3anueil 0000IIeHHOW TpyAO0BOM
byHKIHH:

B. JlokymeHTanmoHHOe OOecreYeHne ACesITeTbHOCTH OPraHU3alMd; a TaKKe TPYHIOBBIX
byHKUIMA:

B/01.5 Opranusanusi padoThbl ¢ JOKyMeHTAMH

Tpynossie neiictBust | [Ipuem u nepBuuHas 06paboTka BXOJAIMINX JOKYMEHTOB
[IpenBaputenbHOE pacCMOTPEHME U COPTHPOBKA JIOKYMEHTOB
[TonroroBka BXOAAIMX TOKYMEHTOB JJI PACCMOTPEHUS
pykxoBoauTeneMPeructpanys BXoIAIIMX JOKYMEHTOB

Opranunzanys 10CTaBKHA JOKYMEHTOB UCTIOJHUTEISAM

Benenue 6a3bl JaHHBIX TOKYMEHTOB OpraHU3aIH

Benenne napopMaimoOHHO-CIIPABOYHON PaOOTHI

OO6paboTka 1 OTIpaBKa UCXOIAIINX IOKYMEHTOB

Opranusanus paboThl [0 PErHCTPaLlUY, YUETy, XPAaHEHHUIO U Iepeade
B COOTBETCTBYIOLIUE CTPYKTYpHBIE IOJAPA3JEICHUS JIOKyMEHTOB
TEKYLIETO IEIONPONU3BOICTBA

KoHTposb ucronHenns: JOKyMEHTOB B OpraHU3aluu

TpeboBanus k PaGoTaTh co Bceil COBOKYITHOCThIO MH(POPMALMOHHO-

00pa3oBaHUIO JOKYMEHTAIMOHHBIXPECYPCOB OPTaHU3aIuU

MOOYYCHHIO [Tonb30Bathbest 6a3aMu TaHHBIX, B TOM YHCIE
ynaneHHbIMUAI0JIb30BaThCs CITPABOYHO-TTPABOBBIMH
cHUCTEMaMH

[lpuMeHSATH  COBpeMEHHBIE  WH(OPMAIIMOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJOTHUH Ui pabOThl C JOKYMEHTaMH, B TOM YHCJIE s €€
ONTUMU3AIMH U MOBBITIIEHUS () (PEKTHBHOCTH

TpeGoBanus HopMmaTuBHbIE TpaBOBbIE aKThl U HOPMATUBHO-METOJUUECKHE
OTIBITY JIOKYMEHTBI,OIpeIeSIONINe MOPSII0K JOKYMEHTAI[HOHHOTO
MPaKTUYECKOU obecnieuenus ynpapneHus: CTpyKTypa opraHu3aiuu, pyKOBOJCTBO
paboThI CTPYKTYpHBIX noapaszzeneHuii CoBpeMeHHbIE HHPOPMAIIOHHbIE

TEXHOJIOTUH paboThl ¢ JokyMeHTamMu [lopsok paboThl ¢ JOKyMEHTaMH

CxeMbl TOKYMEHTO000poTa

[MpaBuma paboTel ¢ BXOMANIMMH, HCXOISAIIUMH U
BHYTPEHHUMHIOKYMEHTAMHU




[IpaBuna opranuzanuu U (GOpPMbI KOHTPOJISI HCIIOJIHEHHS
JOKYMEHTOB BOPIaHH3aLNH

Tunosslie CPOKH UCITIOJTHCHUA

NOKyMeHTOB [IpuHiuns! paboTsl co

CPOKOBOM KapTOTEKOU

HazHayeHne 1 TEXHONOIHs TEKYLIETO U IPEAYIPEIUTEIIEHOTO
KoHTpoutst [IpaBuia JOKYMEHTAITMOHHOTO 00eCTICYeHUS e TEIIBHOCTH
Ooprau3auuuBuIbl JOKYMEHTOB, HX HA3HAYCHHE

TpeGOBaHI/IH, NpEABABIACMBIC K JTOKYMCHTAM B COOTBCTCTBUU C
HOPMAaTUBHBIMH aKTaMH U T'OCYJapCTBEHHBIMH CTaHJApTaMU

[IpaBuna cocraBienus U 0ohopMIIeHUST HHPOPMALMOHHO-CIIPABOYHBIX,
OpPraHM3alMOHHBIX, YIIPAaBICHYECKUX JTOKYMEHTOB

HpaBI/IJIa CO3JaHuA U BCACHHUA 0a3 JaHHBIX CHy)KGGHbIX AOKYMCHTOB B
OpraHu3anuu

CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa

[IpaBuita U CpOKU OTIIPABKH UCXOIAIIMX

JNoKyMeHTOBTpeboBaHMsI OXpaHbl TpyAa

B/02.5 Opranu3anusi TeKylero XxpaHeHusi J0KyMeHTOB

TpynoBbie nericTBUs

IIpuMeHEeHrEe HOMEHKIIATYPBI J€JI OpraHU3aluu

ITpoBepka npaBUILHOCTH O()OPMIICHHUS TOKYMEHTOB U OTMETKH 00 UX
UCIIOJHEHUH Nlepe] X (OPMHUPOBAHUEM B JIEIIO0 JUIs OCIEIYIOLIETO
XpaHECHUS

DopMyIUPOBaHUE 3ar0JI0BKOB JIE] U ONIPENEICHUE CPOKOB UX
xpa"neHUuA PoOpMUPOBAHUE JEIT

KOHTpOIb MPaBUIIBHOTO M CBOEBPEMEHHOTO PACIPEACIICHUS U
MTOAIIMBKUAIOKYMEHTOB B J€JIa

TpebGoBanust k
00pa3oBaHUIO
HO0YUYCHHIO

Opranu3oBbIBaTh paboTy 0 YUETy, XpaHEHHIO U Nepeiaye B
COOTBETCTBYIOILIEE CTPYKTYpPHOE MOJIpa3iesieHue TOKyMEHTOB
TEKYILEro1eI0NPOr3BOACTBA

Hcnonb30BaTh HOMEHKIIATYPY A€ IPU U3YUEHUU CTPYKTYPBI
OpraHu3aliy, COCTABJIECHUU OMHUCEH el

Opranu3oBbIBaTh paboTy 10 HOPMUPOBAHUIO JIE]T B COOTBETCTBHUH C
YTBEPKICHHON HOMEHKJIATypOH J1e] OpraHu3aluu

[TpaBMIIbHO B CBOEBPEMEHHO ()OPMHUPOBATH TOKYMEHTHI B JIENa C
YYETOMHX CIICIUPUKH

CucremMaTu3upoBaTh TOKYMEHTHI BHYTPHU €1

ObecrieunBaTh COXpPaHHOCTb U 3alIUTY JOKYMEHTOB
opraamu3anuu [I[puMeHsTs HTHPOPMAITMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTUU ASpabOThI C TIOKyMEHTaMU




TpebGoBanus k
OTIBITY
MPAKTUYECKOU
paboThI

HopmaTuBHBIE IpaBOBBIE aKThI, HOPMAaTHBHO-METOINIECKHUE
JOKYMEHTBI,[OCYIapCTBEHHBIE CTAaHAAPTHI, ONPEACISIOINE MTOPII0K
TOKYMEHTAIMOHHOTO 00ECTICUCHHS YIIPABICHHS

Buasl HOMeHKnaTyp, o0mme TpeboBaHUs K HOMEHKJIAType, METOMKa
€eCcoCTaBJICHUS U 0POPMIICHUS

[opsnok popmupoBanus U opopMIIEHUS /e, ciennpuka
(bOpMHPOBaHUAOTACTBHBIX KATErOpHUil el

[IpaBuia XxpaHeHuUs €71, B TOM YHUCIIE C JOKYMEHTaMH OTPaHUYCHHOTO
J0CTyTa

[IpaBuia BeIIa4X ¥ UCHIOIB30BAHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX
aen




TpeboBanust oxpaHsl Tpyaa

B/03.5 Opranmn3anust 00padoTKH JeJ1 IJIs MOCJAeYI0Iero XpaHeHust

TpynoBbie neHUCTBUS IIpoBepka CpOKOB XpaHEHUS JOKYMEHTOB, COCTaBJICHUE IIPOTOKOJIA
palboThI SKCIIEPTHOW KOMHUCCHUH T10 ITOJITOTOBKE JJOKYMEHTOB K
XPAaHEHMIO,aKTa O BBIJCIICHUY K YHUYTOXEHHUIO JOKYMEHTOB, HE
MOJIEKAIUX XPAHECHUIO

CocraBieHre BHYTpEHHEH OMUCH JelT 1151 0C000 LIEHHBIX JOKYMEHTOB
OdopmiieHne fen NOCTOSHHOTO, 10JIFOBPEMEHHOIO CPOKOB XPaHEHHUS
OdopmiieHre 0070KKH J1eJ1 TOCTOSTHHOTO, JI0JATOBPEMEHHOTO CPOKOB
XpaHEeHUs

CocraBiieHne ONucH €] OCTOSIHHOT0, JOJITOBPEMEHHOIO
CPOKOBXPaHEHUs

Ilepenauda nen B apxuB OpraHu3anuu

TpeboBanus k ITonp30BaTbCs MEPEUHSIMU JOKYMEHTOB M aHAIU3UPOBATh
00pa30BaHUIO (bakTHUecKoe coJiepKaHue UMEIOIUXCA B Ieie JOKYMEHTOB IpU
HOO0YUYCHHIO OIIpEAEIIEHUN CPOKOBUX XPaHEHUS

OdopMIsITE 00JI0KKH JI€JT TOCTOSTHHOTO M BPEMEHHOTO CPOKOB
XpaHEHUSB COOTBETCTBUU C TPEOOBAHUSIMH IOCYAaPCTBEHHBIX
cranaapToB [Ipon3BOANTE XPOHOJIOTHYECKU-CTPYKTYPHYIO
cucreMaru3anuio aei [[puMeHsTs HHPOPMAITMOHHO-
KOMMYHUKAIIIOHHBIC TEXHOJIOTUH TSI

paboThI ¢ IOKyMEHTaMH

TpeboBanust k HopmaTuBHBIE TpaBOBBIE aAKThI, HOPMATUBHO-METOINYECKHE

OTIBITY JOKYMEHTBI,IOCYJapCTBEHHBIE CTAaHAAPTHI, ONIPEAEIIAIOLINE TOPSIIO0K
IPaKTUYECKON JOKYMEHTAIlMOHHOT0 00ecTieyeHHs yIIpaBlIeHUs

paboTbI Kputepuu pazneneHus 1T0OKyMEHTOB Ha FPYIIIbI B COOTBETCTBUH C

LEHHOCTHIO HH(OpMAIIHH, COepIKaLIeHcs B HUX

[Topsiiok MCTIONB30BAHMS THITOBBIX MIIH BEIOMCTBEHHBIX IEpeUHen
JOKYMEHTOB, OTIPE/ICTICHNs CPOKOB XpaHEHHs B IIpoIiecce
HKCTIEPTU3BIIIEHHOCTH IOKYMEHTOB

[Topsnok cozanus, OpraHu3auy 1 JOKYMEHTUPOBAHUS PaOOThI
AKCIEPTHON KOMHUCCUHU

[IpaBuia cocTaBieHUs M YTBEPXKIECHHUS IPOTOKOA PaOOTHI
SKCIEPTHOMKOMUCCUH

[IpaBuia cocTaBieHus U yTBEP)KICHUS aKTa O BBIACICHUN
JTOKYMEHTOB, HETIO/JICKAIIMX XPAaHEHUIO

[TpaBuia TexHU4ECKOM 00pabOTKH U MOIHOTO OPOPMIICHUS AET
MOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XpaHEHHUS

IIpaBuia cocTaBieHuUs! OMUCH JeJT IIOCTOSHHOTO U BPEMEHHOTO
CPOKOBXPaHEHHSI B COOTBETCTBHH C JICHCTBYIONIMMH HOPMAaTHBHO-
METOAMYECKUMH JJOKYMEHTaMHU

[TpaBuia nepeayn €1 B apxuB

opranu3zanun T peOoBaHUs OXpaHbI TPYyAa

B cootBerctBUM C TpeOoBaHMSAMH, YKa3aHHBIMU B Keanuguxayuonnom cnpagounuke
odoaxcHocmeti pykogooumednetl, Cheyuaiucmos u opyeux cuyscawux 4-e usganue (yTBepiKIeH
nocrtanoBieHueM Muntpyna P® ot 21 aBrycra 1998 r.



Ne 37 ¢ m3menenusimu ot 27 maprta 2018 r.), B pe3ynbTaTe OCBOCHHS IMPOTPaAMMBbI
CILyLIATEIN OO0IHCHbI 3HAMb: TTIOCTAHOBJIEHUS], PACIIOPSKEHUS, IPUKA3bl, APYTUEPYKOBOAAIIUE U
HOPMATHBHBIE JOKYMEHTBHl BBIINIECTOALIMX U JAPYIMX OpraHoB, Kacarouluecs BeICHUs
JIeJIONIPOU3BOJICTBA B OPraHU3alMU; OCHOBHBIE MOJIOXKEHNA EQUHON rocy1apCTBEHHON CHUCTEMBI
JIeIONPOU3BO/ICTBA; CTaHJapThl YHUGUIUPOBAHHOM CUCTEMBI OpraHU3alMOHHO-
pacropsiANTENIbHON IOKYMEHTALUK; CTPYKTYPY OpTraHHM3allid M €€ MOoJApa3JieJeHUuM; MOpsSIoK
KOHTPOJIS 32 MPOXOXKICHUEM CIYXeOHBIX JOKYMEHTOB; 3aKOHOIATEIbCTBO O TPYJE M OXpaHe
tpyaa Poccuiickoit ®denepaunu; mpaBuia BHYTPEHHErO TPYAOBOTO pACHOpsIKa; MpaBHIa U
HOPMBI OXpaHbl TpyJAa, TEXHUKH OE30MacHOCTH, MPOU3BOJICTBEHHOM CaHUTapUu W
IIPOTUBOIIOKAPHOU 3aILUTHI.

Kareropus crymarenei

Ha o6yuenue o npodeccuu «Jlenonpon3BoAUTENb)» MPUHUMAIOTCS JTUIA:

paHee He HMeBIIME NpodeccHuu U JUIA, UMEIoIIUe MPOodecCHOHANTbHYIO MOATOTOBKY
no npodeccuu oTAMYHON OT Tpodeccuu «Jlenonpon3BoAUTENbY, MPUHATHIE HA MPENNPUATHS
B KauecTBE YYEHHMKA M HaIlpaBJICHHbIE Ha OOYy4YeHME IO OCBOCHUIO Mpodeccuy;

Cpok 00y4eHusi, KOJIUYECTBO YaCOB

TpynoeMKocTh OOy4eHHs MO NAaHHOW mporpamMe — 288 4YacoB, BKJIIOYAs BCE BHJIBI
ayIUTOPHOM M CAaMOCTOATEIIbHON Y4eOHOW paOdOThI CITyIIaTeNs, a TAaKKe MpakTUKy. OOmIuii Cpok
0o0yueHus — 2 MecsIia.

®opma 00yueHHsI — OUHasl.

Pe:xum 3aHATHI — IATUAHEBHAS paboyast Hellels.

dopMa UTOTOBOM ATTECTANUM — KBATH(PUKAIIMOHHBIN YK3aMEH.

BbiiaBaemblii TOKYMEHT — CBHJAETEILCTBO O Tmpodeccuun paboyero, TOIKHOCTH
CJIy’Kalllero YCTaHOBJICHHOT0 00pasia.

Copep:kanme  0o0pa3oBaHMs ~ ONpeAesieTcss Ha  OCHOBE  yCTAHOBJICHHBIX
KBATH(HUKAIIMOHHBIX TpeOoBaHui mo mpodeccun 21299 Jlenonpouszsooumens ¢ y4eTOM
[TpodeccuonansHoro CTaHJapTa Cneyuanucm no OpP2aHU3aAYUOHHOMY u
OOKYMEHMAYUOHHOMY obecneuenuio ynpasienus opeanusayueti (YTBEPKIACHHOTO MPUKa30M
MunucrepctBa Tpyna u coumaibHoM 3amutel PO ot 15.06.2020 r. Ne 333H), u
perIaMeHTHPYETCS KaJICHIAPHBIM Y4eOHBIM TpaduKoM; ydeOHBIM IUIAHOM; pPabOYUMH
nporpaMMaMu MOJyJied; a TakKe METOAMYECKMMM MaTepuaiamH, oOecreyrBarOIMMU
peanuzaiuo 00pa3oBaTeIbLHOrO Mpolecca.

Kypcsr, Conepxanne
MIPEIMETHI

OcHOBBI 5KOHOMUKH | CyIITHOCTB MPeIPUHUMATEIBCKON IEATEIIbHOCTH, CyOBEKTHl H OOBEKTHI
NPEANPUHUMATENIBCKON  AesaTenbHOCTH;  OpraHu3aluOHHO-IIPABOBHIE
dbopMbI TIpennpusATHii; 00beIUHEHHE U PEOopraHu3alus MpearnpusITHil,
HNOpPSAJOK CO3JAHMST M IPEKpALEHUE MACSITEIbHOCTH IPEANPUSATHUS.
LlenooOpa3oBanue Ha MNPOAYKLHIO, CHCTEMa  HAaJIOroO0JI0KEHUS,
OopraHm3anus TpyAa U 3apaboOTHOM TMaThl; OW3HEC IUIAHMPOBAHMUE;
NICUXOJIOTHSI M 3THKAa KOMMEpPYECKOM  JEeSATENbHOCTH. JleATenpHOCTh
NPEIIPUATHS B CHCTEME XO35AHCTBEHHOIO y4eTa.

JenoBas KynbTypa | OTHdeckass KyiabTypa. Mopanb, 3THKa, HpaBCTBEHHOCTb. (OCHOBHBIE
KaTeropun OTUKU. [loHATHE H>THKETa. [Ipodeccronanbras dSTHKA.
[TpodeccuonanbHubie MOpajgbHBIE HOPMBI: BEXIHUBOCTb, KOPPEKTHOCTH,
TaKT, 4yBCTBO Mephl. [lonsrue obmenus. [enooe obmienue. Kynbrypa




obmenus. [lonstue BepOanbHOTO U HeBepOampHOrO 00meHus. OOpaTHas
cBi3b. Tumbel  BONPOCOB. OCOOEGHHOCTH  PEUEBOrO0  JITHUKETa B
npodeccuoHaIbHOM 001eHnH. Buibl HeBepOaTbHBIX CPEACTB OOIICHUS.
Texnuku oOmenus. [loHnumanue u BocHpUsATHE B IpoLecce OOLICHMS
TemnepamenT u ero tunel. [loHdarne wysBcTBa M 3mouuu. I[Ipuémsl
camoperyisiiuu. Kondmuxr. Crparernn moBeaeHuss B KOH(DIMKTHOMN
curyanuu. KynpTypa npeoOpa3oBaHus 1 pa3perieHus: KOH(IMKTOB.

Oxpana Tpyaa

OCHOBHBIE TOJIOKEHUSI TpyAoBoro mpaBa B Poccuiickoit  ®Denepanuu
Opranuzanus paboTHl MO OXpaHe TpyAa Ha npeanpustTuu OCHOBHBIE
Bpe,Z[HBIe 1 OIIaCHBIC HpOI/I3BO,Z[CTBeHHI:I€ q)aKTOpBI, nux BJIIMAHHUEC Ha
3nopoBhe  pabotaromux ~ OCHOBHBIE  TOHATHS 00  OMACHOCTH
AJIEKTPUIECKOTO TOKa. OCHOBHBIE MOHATHS O TIO’KaPHOUN OE30MaCHOCTH U
MOPSIOK JIEHCTBUSL paOOTHUKOB MpH moxape [lopsaok paccrieoBaHus
HECYaCTHBIX CJIy4aeB Ha mpousBoiacTBe. llpuemsl oka3aHus IepBou
JOBpadueOHON METUITMHCKOW moMonti M3yueHne WHCTPYKIIMU 10 OXpaHe
Tpy/Za 1o Bujaam pador.

JlokyMeHTallMOHHOE
obecrneucHue
JIeSITEILHOCTH
OpraHu3aIuu

OcCHOBHBIE CBEJIEHUSI M3 HUCTOPUHU JEIONPOU3BOJCTBA U CEKPETAPCKOM
cyx0b1  [Ipomiecc ympaBieHUs TPEaNpHITHEM; JIEIONPOU3BOJCTBO KaK
yactb ynpasieHus. Jlokyment. Cxema opraHuzanuu paboOThl €
JOKyMeHTaMu npeanpusatus. dopma opraHusaluu  JIeI0NPOU3BOJCTBA.
NudopmannoHHO-TOKYMEHTAIIMOHHOE ~ OOCITY)KMBAaHHE;, CIICIUATHCTHI
cmyx0b1. OpraHusanusi Tpyda B  OpraHU3alMOHHO-YIIPABICHUYECKOM
cdepe; ycrnoBus Tpyna. JlokyMeHTalMoHHOEe W 0e3 JOKYMEHTAllMOHHOE

o0cmy)XKrBaHUE paboTel pykoBoautens. OOIIME TOJIOKEHHUS 10
JOKYMEHTUPOBAHUIO YIIPaBJICHYECKOU JEATENbHOCTH.
YHUPHUIHUPOBAaHHBIE CHCTEMBI  JTOKYMEHTAlIWU. VYaudukauus u

CTaHJapTH3alUsl YIPaBJIEHYECKUX JOKYMEHTOB. BuIbl JOKyMEHTOB;
knaccuukanua. OpraHu3alliOHHO — PacloOpsAUTEIbHBIE  JIOKYMEHTHI
(OPJl). HKOpunuyeckoe 3HaueHUE JOKYMEHTOB. Bwuapl OllaHKOB,
PEKBHU3UTHI, (OPMYJISIpP, OTMETKU Ha JOKyMeHTe. Enwnble TpeOOBaHUS U
npaBwia OQOpPMIICHHS] JIOKYMEHTOB  YIpPAaBIIEHUS, YCTaHOBJICHHBIE
rOCy/1apCTBEHHbIMH  HOPMAaTHBHBIMU aKTaMu — cTaHaapThl. llpaBuna
o OopMIICHHUS JIEIOBOTO TUChMa. BUBI ceM: MUChMa MPOCKOBI, MTUChMa-
OTBETHI; COMPOBOAMUTENLHBIC, TOTOBOPHBIE U JIp.; OCOOCHHOCTH TEKCTa.
Mexnynaponnsle nucbMa OCHOBHBIE TPYNIbl YNPaBICHUECKUX (MIIH
OpPraHM3aI[MIOHHO— PACIOPSAUTEIbHBIX) TOKYMEHTOB. TumoBas cxema
oopMITCHHS IokyMeHTOB. OcobOeHHOCTH O(OpPMIIEHUS BHEIIHUX
JIOKYMEHTOB u 1ap. JIOKyMEHTUpOBaHHWE  OpraHU3alUOHHO—
paclopAIUTENbHON  JEATEIbHOCTH YyupexaeHu. OpraHuzanyoHHAs
JOKYMEHTallUs: yCTaB, TOJOXKEHUE, MHCTpyKuus. PacmnopsiiurenbHble
JOKYMEHTBI: TPUKAa3bl, PEUICHHs, pacnopsbDkeHus. JloKyMeHTHpoOBaHUE
NESTENIbHOCTH KOJUIETHaIbHBIX opraHoB. CTpyKTypa IOKJIana, OTYETa,
npotokoil. UHpopMalMoHHO— CIIpaBOYHBIE JOKYMEHTHI: CHpPaBKH, aKThI,
JOKJIAHBIC  3aIlHCKH, TenerpaMmbl, TenedakcorpaMMbl  ((haKchI),
teneoHorpaMmbl U JIp. BUABI TOKYMEHTOB: TPYIOBBIE KOHTPAKTEHI;
MPHUKA3bI O TIPUEMe, YBOJIBLHEHUH, IEPEBOJIC; TPYAOBbIE KHIKKH, TNIHBIC
kapTouku u 1p. OdopmieHue, XxpaHeHHE IJOKYMEHTOB; COOJOJIEHUE




KOH(UICHIIMATEHOCTA. BUIBI TMUHBIX TOKYMEHTOB: 3asiBIICHUE, PE3OME,
aBTOOHMOrpadus, pacnmcka, AoBepeHHOCTh. (CocTaBieHHE TEKCTa |
oopmIiIeHHEe JOKYMEHTOB. BHelHeToproBbie JOKYMEHThI; KOMMepUecKast
KOPPECHOHJIEHIIUS U KOMMEpYECKHE IMHChMa; KOHTPAKTHI, 3aKa3bl,
COIJIalIeHus; OOIIETPUHSTHIE (POPMBI TOKYMEHTOB, TEKCT, O(hOpMIICHUE
Bunbr oOpamienwmii: mpemioxkeHus, 3asBieHus, kanoObl. Ilopsmox
paboTel ¢ JOKyMEHTaMH. PeriiaMeHTUpyIommii JOKyMEHT  (THUIIOBOE
nosiockeHue). OpraHu3alMOHHBIE MEPOIPUSITHS: JUYHBIM  TIpHeM
rpaxnaan. [lpueM NHCBMEHHBIX OOpAaICHHUIA, JIOKYMEHTHUPOBaHUE
oOpateHuid. ['pymIibl JOKYMEHTOB: BXOSIINE U UCXOASIINE; BHyTPEHHUE
U BHemHHe. OpraHu3aldoOHHbIE UM HOPMAaTUBHO-METOAMYECKHE
JOKYMEHTBI, UX HUCIOJb30BaHUE B AENONPOM3BOACTBE. Buasl paboT ¢
JTOKYMEHTaMU: 00pabOoTKa MOCTYMAIINUX U OTIPABISEMBIX JJOKYMEHTOB,
y4eT KOJIMYECTBA JOKYMEHTOB,  PETUCTpalisi U WHACKCUPOBAHUE
nokymeHToB. MHpopmannonHo cinpaBoyHas padota. [lopsaok Benenus u
UCIIONIb30BAaHUsl  CIPAaBOYHBIX KapToTeK. WHdopmannoHHO-oMCKOBas
cuctema s paboTel ¢ JokymeHTamMu HomeHkiatypa  nen:
WHAWBUAyaTbHAS, CBOJHAs, THUIIOBAs, npuMmepHasi. HopMmaTuBHBIC
JOKYMEHTBI U METOJMYECKHE MaTepuasbl JUisi cocTaBiieHus. lIpaBuma
BefeHus: gen. Hasnauenuwe QopmupoBanus gen. HopmaruBHbie
NOKyMeHThl. ['pynmupoBka nen, crenuduka GopMUPOBaHUS OTIEIbHBIX
Kareropuii  nmen. Buabl  10KyMeHTOB, (GOpMHUPYEMBIX B JEIO.
Cucrematuzanus aokymeHToB. Odopmienue nen. [IpaBuna xpaHeHus

el B CTPYKTYPHBIX  HOJpa3fesieHUsx npennpusaTus. ApxuB
npennpusatus. ONTUMaIbHBIA  CPOK UCIIOJIb30BaHUsl  JOKYMEHTOB
JIEJIONIPOU3BOJICTBE. Cpoxku XpaHeHust  naen.  JIOKyMeHTbI

JOJTOBPEMEHHOTO XpaHeHus. [lopsaoKk YHHYTOKEHHs TOKYMEHTOB JIell.
Odopmienne nen Juis apXWBHOTO XpaHEHHS; IpUEM, Iepegada Jell.
KondunennmanbHas  pokymeHTHpoBaHHas wuHOpopmarus. Llems u
yCcIoBHUS OOECTeYeHHUs COXPAaHHOCTH HH(POPMALMU HA  MPEANPHUSITHH.
OCOOeHHOCTH BEJICHHS JENIONPOU3BOJCTBA, OOECIEUMBAIOIIETO yUeT U

COXPaHHOCTh JIOKYMEHTOB, COIepKAaIINX KOMMEPUYECKYI0 TalHYy.
OTBeTCTBEHHOCTh 3a  JOKyMeHTHl CTHib CITy’)K€OHBIX JOKYMEHTOB.
OdunmanbHO-1€I0BOH  CTHIIB. OOmme TpeboBaHUS K TEKCTaM

JOKYMEHTOB yIpaBlieHUs, (OpMBI  TEKCTOB JOKYMeHTOB. CrocoObl
JIOKyMEHTHpOBaHHUA OCYIIECTBICHUE [EIOBBIX KOHTAKTOB, Y4acTHE B
HOATOTOBKE U NPOBEICHUHN  JIENIOBBIX ~ Mepomnpusatuid. [lpuem
noceturenein. OdopmieHrne KOMaHIMPOBOK

Opranu3zanvoHHas
TEXHHUKA

Pabouee mecTo nenonpon3BoauTeNs. DPrOHOMUKA U OpraHU3alus Tpyaa.
KomnbrotepusupoBaHHoe  pabodee  MeCTO JIeJIOTIPOU3BOAUTEIS.
CaHuTapHO-TUTMEHUYECKHE HOPMAaTHBbI Ui pabOTHUKOB ouca.
Knaccudukanus cpencts OpraHU3alMOHHONW TeXHUKU. cropus
pa3BUTHS  KOMIBIOTEpHOH  TexHMKH. Kiaccudukarms [15BM.
AmnmapatHoe W mporpaMMHoe obOecnedueHne OBM. OcHOBHBIE
yctporictBa OBM wu mnpuHOMNB WX  pabOTHI. OO6cyxuBaHue
KOMITbIOTEpA: MPOBEPKA JUCKOB, JedparMeHTalus JUCKOB, 3alluTa OT
BUPYCOB, CpeAcTBa aHanmu3a paboTel kommbioTepa Kiaccudukarus




cpencts cBs3u. Tenedonnas ca3b. Tenedonnsie anmaparsl. Munu-ATC.
Paguorenedonnas cBsi3b.  Bupeorenedonnas cBss3b. [lelmkuHTOBas
cBsa3b. Temerpaduast cBsa3b. TeneraiimHas cBsi3b. [leliTtedhoHHas CBA3b.
Tenekc. ®akcumuibHas CBsA3b. TenekommyHukanuu. KommberoTepHas
cethb. JlokanpHas cerb. Hasmauenme JIBC, mX OCHOBHEIC THUIIBI, COCTaB.
Cepsep. Kiment. Tomonorust cetu. Monynauus, OeMOIyJIsALns, KaHAJ
CBA3U. Mopnem, ero Ha3HaueHHME M OCHOBHBIE XapaKTEPUCTUKH.
['moGanbHbIe KOMIIBIOTEpHBIE ceTH. Mcropus Internet. Kanambr cBs3m.
IIporokois. HasHaueHre U BO3MOXKHOCTH Pa3jaM4HbIX CepBUCOB Internet.
OnekTpoHHas moyTa. JlOCTOMHCTBA 3JIEKTpPOHHOM mnouthl. CTpyKTypa
3JIEKTPOHHOIO MHUCbMa. Ajpecanus B CUCTEME 3JIEKTPOHHOM IOYTHI.
WWW. T'uneprekcr. ®opmar cceuiku. Kmaccudukamus cpeacts
Thpaxuposanus. I[IpuHTepsl. Martpuunsle npuHTepsl. CTpyiiHbIE
npuHTepsl. JlazepHble npuHTephl. CpeacTBa KOMMPOBAHUS JOKYMEHTOB.
CpeactBa  pa3MHOXEHHUS JOKyMEHTOB. ['exTorpaduueckas meyaTs.
Tpadapernas neuars. Odcernas nmeuats. Puzorpadsl. JlonmonmHUTENBHBIC
cCpeacTBa  NOATOTOBKHM — JOKYMEHTOB. JlukToQoHHAs  TEXHUKA.
CkaHupyronie ycTpoicTsa.

OCHOBEI
peIaKTUPOBAHUS
JIOKYMEHTOB

BBenenue. 3agaumn npenMeTa; €ero cojepkanve. 3Had€HUe MpeaMeTa s
oBnaneHus mnpodeccuid. I[loHATHE ©0 mNpaKTHUECKOU CTUJIUCTHKE.
OcHoBHBIE pa3fenbl TeOpUuu penakTupoBaHus. OCOOEHHOCTH OCHOBHBIX
paszenoB Hayku O si3blke. COBPEMEHHBIM PYCCKUM JTUTEPATYpPHBIA SA3BIK.
OO11iee MOHATHE O COBPEMEHHOM PYCCKOM JIMTEPATYpPHOM si3bike. CTUIN
COBPEMEHHOr0 pycckoro s3bika. Jlekcuka u ¢pazeonorus. IlapoHUMBI.
[Mepudpazel. CunoHuMbl. OMOHUMBL. AHTOHUMBIL. [TireonasMmsl.
TaBronorun. CMBICTIOBOH W CTWJIMCTUYECKUH OTOOp  JIGKCHYECKHUX
cpeactB. OmmOKM B JIEJIOBOM CTHJIE, CBA3aHHBIE C MHOTO3HAYHOCTBHIO
cioBa. Dpazeosiorusi B JICJIOBOM pEUH. OmmbOKH, CBSI3aHHBIE C
ynorpebneHneM  ¢Gpa3eoqoruIecKux 000pOTOB B JCNOBOM PpEYH.
CneunanbHast Jsekcuka.  TepmuHonorus. IloHsTue o TepMHMHAaX U
TepMuHonoruu. Ciydan nepexo/ia TEPMUHOB B Pa3psibl KHUKHBIX CIIOB.
TepmuHomorus nenoBod  peun. [lpaBommcaHue — TEPMHUHOB,
yHnoTpeOIsieMbIX B nenopoir peun. OduMaIbHO-IETOBON  CTHIIb.
Onpenenenue o(HUIHMaTHEHO-IETOBOTO CTHJIS. Crenuduka
JIEIONIPOU3BOJICTBEHHOTO CTUIISI, YUETHBIX (OPM AENOBOM HWH(MOPMAIIUU.
3BYKOBbBIE JOKYMEHTHI, TelIe(QOHHbIE MEPeroBopbl, padoTa ¢ panueil u
nuktooHoM. OCHOBHBIC TpaBwiIa MNpou3HoIIeHus: (opdosmus). Texcr
CIIy’)KeOHOTO JOKyMEHTa. BuAbl TEKCTOB MX CTHJIEBBIE OCOOCHHOCTH.
[IpoGnemsbr yHHUKamu TekcToB. CrpaBOYHBIC M3JAHUS MO PYCCKOMY
A3BIKY U TOpaKTUYeCKOM cTwincTUKe. (OCHOBHBIE CBEJIEHHUS O
COBPEMEHHBIX CJIOBApSX. OcHOBHBIE ~ MpaBWIa  IOJb30BAHMS
CIIPaBOYHBIMU U3JIaHUSIMH 1O PYCCKOMY SI3bIKY U IPAKTUYECKOU
CTUJIMCTHKE.

TpynHbele cinywyaum mpaBonucaHus. TpyAHble ciydan  IpaBONMCAHUS
rnacHbIX B KopHe. [IpaBonucanue npucraBok. I[IpaBonucanue CIIOXKHBIX
U CI0XHOCOKpalIEHHbIX cioB.  IIpaBomucanue b U b B CIIOBax.
[IpaBomucanue H 1 HH BO BCEX YAaCTAX PeUU. YTHOTPeOICHUE IPOMUCHBIX




OykB. YmorpeOiieHHe MPONMUCHBIX OYKB B HAa3BaHUSAX OpraHHU3alui,
YUpEKICHUN, OPEINpPUATHA, HMHOCTPaHHBIX (upM. YmoTrpebieHue
MIPOMKCHBIX OYKB B CIIOXHOCOKDPAIIEHHBIX CIIOBaX W abOpeBHATypax.
[TpaBuiia nepeHoca cnoB. IlepeHoc cnoB mno cmoram. Coydan
OTCTYIUICHHUS OT CJIOTOBOrO TMpHHLMNA. MMs CylecTBUTENbHOE.
Tpynuele  ciaydyan ynoTtpeOieHUs ¢GopM HMEH CYLIIECTBUTEIBHBIX.
Ctunuctuyeckoe  3Ha4YEHHE KaTeropuu ONlyIIEBIEHHOCTH  —
HEOTyIIEeBIEHHOCTH. Tpynubie ciy4au HaMucaHus UMEH
cyuiectBuTeNnbHBIX. MMst npunararenbHoe. OCOOEHHOCTH 00pa3oBaHUs U
ynotpebneHust GopMm creneHell cpaBHEeHUsT MpuiararenbHbIX. OmuoKy B
o0pa3oBaHMM M yHOTPEOJEHUM  MPOCTHIX U CIOXKHBIX CTENeHeH

cpaBHeHus. TpyaHbie  ciyuyau ynoTpebneHuss  ¢opM  UMEH
npusiaraTenbHbiX. IMsi uncnurensHoe. TpyaHble ciaydan ynoTpeOieHus
UMEH YUCIIUTCIIbHBIX. HpaBI/IJIa MMpaBOIMUCAHUSA YUCIIUTCIIbHBIX.

Mecroumenue. Paspsnbr mectoumenuit. OmmOKH, BO3HUKAIONIUE TPHU
OTHECEHUU JIMYHOI'O MECTOMMEHHSI K HECKOJIbKHM IPEIIIECTBYHOLIUM
eMy CylecTBUTENbHBIM. OCOOEHHOCTH YMHOTpeOIeHUs MPUTHKATEIbHBIX
¥ BO3BPATHBIX MecTOMMeHMH. OMIMOKH, CBS3aHHBIE C UX YIOTPEOICHUEM.
OmmOkwu, cBs3aHHBIE C yHmOTpeOlieHueM MecTouMeHus: «IT1oy». [marom.
Tpyauble ciayuyau ynotpebnenus ¢popm riaroiga. GopMbl COBEPIIEHHOTO
BHJIa Tjaroja ¢ MPUCTAaBKON «3a» (THMa «3aBH3UPOBATh») B JICJIIOBOM
peun. Kareropus neHCTBUTENBHOIO U CTPaJaTeabHOrO 3anoroB. Ciydan
OIIMOOYHOTO YMOTPEeOICHUsI BO3BPATHBIX TIJIATOJIOB CO CTPAJaTEIIbHBIM
3HayeHueM. [Ipuuacrtue. CuHoHnmHu4eckue ¢GOpMbl  TPUYACTUN
(apxamveckas u  coBpeMeHHas). Mx ymorpebieHue B JUTEpaTypHOM
s3pike.  TpyaHble cilydau HamucaHusi NpU4yacTUd. TpynaHble ciaydau
ynotpebnenuss ¢opm geenpuyactuid. OmmOKH B JIETOBOM CTHIIE,
CBS3aHHBIE C ymoTpebOnenueM naeenpuuactuii. Hapeuwe. Pazpsiap
HapeuHii Mo Ha3HAYCHUIO. YTIOTPeOICHUE CIIOKHBIX CTETICHEH CpaBHEHHS
B genoBoM crune. IIpemmoru. Ilpensorw, pacrpoCTpaHEHHbIE B
HEUTpaTbHOM ©  O(UIUATHHO-ICITIOBOM ctune. TpyaHsle ciydan
HanucaHus npemyioroB. Hoeele mnpemsoru tuna «B neney, «Ilo nuaum.
Coro3bl U yacTulbl. TpyaHbIE CIydan yHoTpeOJeHUs! COI030B M YaCTHII.
I'maBubie unenwsl npenoxxkeHus. CorjiiacoBaHHbIE W HECOTJIACOBAHHBIC
omnpenenenus. OmuUOKK TpU  COTIIACOBAHUU omnpeneaeHul ¢
CyIlIeCTBUTENbHBIMA. OCHOBHBIE BAPUAHTHl COIJIACOBaHUS CKa3yeMoOro ¢
MOJJIEkKAIMM B TEKCTax JOKyMEHTOB. CkazyeMoe NpH MOJIEKaIIEM,
BBIDAXKEHHOM  COYETAHMEM CYIIECTBUTEIBHOIO C KOJUYECTBEHHBIM
yucauTenbHbiM. CkazyeMoe Mnpu MOJIeKAIIEM CO CJIOBaMU THUIMA!
«bonpmmuCTBOY,  «MHOro», «bomee» w  T.g. VYnpasnenue.
OpnnococraBHOe mnpeioxkeHue. OOHOPOAHBIE WIEHBI  MPEAJIOKECHUS.
CnoxHble CUHTaKCUYECKHE KOHCTPYKIUH. I[Ipsimas U KOCBEHHas pedb.
[IpenBapuTenbHOE YTEHHE TEKCTa, MPOBEpKa (PAKTHUECKOro Marepuana.
Buael npaBku Tekcra. TexHHKa MpaBKA TEKCTA.

Oprann3anuoHHO-Nearoru4ecKue yCJa0BHs peajau3auiu NporpaMmbi:
MarepuajibHO-TeXHHYECKOe o0ecrieuyeHue 00pa3oBaTeIbHOI0 npoiecca.




Peanuzamust I[Iporpammel obGecriednBaeTcs  HaTUIUEM MaTepHATbHO-TEXHUYECKOU
0a3bl, CIOCOOCTBYIONIEH MPOBEACHUIO BCEX BHJIOB 3aHATUH, TNPAKTUKH, IPEIyCMOTPEHHOM
yueOHbIM 11aHoM. CocTosiHue MaTepUaIbHO—  TEXHUYECKOH 6a3b1 COOTBETCTBYET
JIEHCTBYIOIIMM CAHUTAPHBIM M POTUBOIIOKAPHBIM HOPMaM.

Anpec (Mectonosio:kenue) 3aanus: Cankt-IlerepOypr, Puxckwmii mp., nom 8., mutepa
A.

JlaGoparopuu: Ne ka0.

JlaGopaTopus nH(POPMALIMOHHBIX TEXHOJOTHIA B IPOPEeCcCHOHATHHON +
JeSTeIbHOCTH

3aJIbI:

OubIMoTeKa, YUTATHHBIN 3aJ1 C BEIXOJIOM B ceTh MIHTEpHET; +

AKTOBBIH 3aJ1. +

Kanposoe o0ecnieuenune 00pazoBare/ibHOI0 NpoLecca.

TpeboBanus kK KBATH(PUKAIMK MTEarOTHISCKUX KAJAPOB, 0OECIICYNBAIOIINX 00yUEeHUE TI0
[Iporpamme: mpenopaBaTenb JOJDKEH HMMETh BbIcIIee oOOpa3oBaHHE WM CpelHEee
npodeccuoHanbHOe 00pa30BaHUE M OMBIT NPAKTHUECKOH paboThl HE MeHee 2-X JIeT IO
COOTBETCTBYIOLIEMY MPOQHIIIO IPENoJaBaeMOil TUCIUITIIHHBI (MOTYJIS).

OneHouyHble MaTepuanbl MPOMEXKYTOYHOW aTTecTallMd IMPeJICTaBiIeHbl B Padouux
porpaMmmax.

Hroromast arrecranust mpoxoauT B (opme KBaTM(PUKAIMOHHOTO 3K3aMeHa, KOTOPBIN
BKJIIOYAaeT B ce0sl NMPAaKTUYECKYI0 KBAIM(UKAMOHHYIO pabdOTy M TNPOBEPKY TEOPETHUECKUX
3HAHUM B TMpefenax  KBaIM(PUKAIMOHHBIX  TpeboBanmii 1o  mpodeccun 21299
HenonpousBogurens ¢ ydetom IIpodeccuonanpHoro  cranmapra ChoenuaiucT IO
OpPraHU3allMOHHOMY W JIOKyMEHTAIlUOHHOMY OOECIIEYCHHIO YIpaBICHHUS OpraHu3aluei
YTBEPKACHHOIO MTpUKa3oM MUHHUCTEpCTBa TpyAa U couanbHou 3amuTel PO ot 15.06.2020 r. Ne
3331). K mpoBenennio KBaTM(UKAIMOHHOTO HSK3aMEHA TPUBJICKAIOTCS TMPEICTABUTEIN
paboTtonarenei, ux 00bETUHEHUN.


https://pandia.ru/text/category/kadri_v_pedagogike/
https://pandia.ru/text/category/professionalmznoe_obrazovanie/
https://pandia.ru/text/category/prakticheskie_raboti/

YTBEPX/JIEHO

[Ipuka3om aupexropa

AHIIOO «XekcieT KOIeIK»

oT 2024 1. Ne

YUYEBHbBIU TIJIAH
OCHOBHOM NporpaMMsbl Npo¢ecCHOHATBHOT0 00yUeHUus —
NnporpamMmMsbl NPo(hecCHOHATILHON MOATOTOBKHU

no npodeccuu 21299 /leronpousBoauresb

Cpoku
o0ydeHus
Ne Kypcsli, npeameTst (Mecsen) DopMEI
n/n 2 arTecTaluu
36 yacoB B
HEJZIEII0

1. Teopemuueckoe ooyuenue no npogheccuu
1.1. IKOHOMMYECKHI KypC
1.1.1. |OcHOBBI PKOHOMHKH OpPTaHU3AIUN 4 3
1.2. Texnuuecku (001eTEXHUYECKUHA 1

0TpacjaeBoil) Kypc
1.2.1. |[lenoBas KyapTypa 4 13
1.2.2. |Oxpana Tpyna 6 13
1.3. |CneumanbHbIi Kypc
1.3.1 |[dokymeHTaIimoHHOE oOecrieueHne 40 3

JesITeIbHOCTH OpraHu3aluu
1.3.2. |OpranusanoHHas TEXHUKA 10 13
1.3.3. |OcHOBBI pe1akTUPOBaHUS JOKYMEHTOB 20 13
2. Ilpakmuueckoe ooyuenue
2.1.  [YueOHas npakTuka 124
2.2.  |IIpou3sBoACTBEHHAs PAKTHKA 64

Koncynbranun 8

Keanugurkayuonnwiii 3x3amen 8

Hroro: 288




Kanennapusiii yueOHbIl rpaduk
JnutensHOCTh 00yueHus 2 mecsina — 288 yacoB

Henens Kypcsl, mpeamerst
oOydeHus

Bcero yacos

Teopemuueckoe odyuenue no npogheccuu

IKOHOMHMYECKHUI Kypc

1 OCHOBBI 5KOHOMHUKHU OpPraHU3aLUN 4

Texnn4yeckuii (00MeTEXHNYECKUI U
0TpacjaeBoil) Kypc

1 JlenoBas KyJIbTypa 4
1 Oxpana Tpyaa 6
CrnennanbHbIi Kypc
1-2 JIOKyMeHTaIMOHHOE oOecIieueHne 40
JESTEIbHOCTH OpraHu3aluu
2 OpranuzanroHHas TEXHUKA 10
2-3 OCHOBBI peJaKTUPOBAHUS IOKYMEHTOB 20
Ilpakmuueckoe odyuenue
3-6 VY4ebHas npakTuKa 124
6-7 [IpousBoacTBEeHHAS MTPAKTUKA 64
8 Koncynbranun 8

8 Keanugukayuonnwiii sxzamen 8




ABTOHOMHASA HEKOMMEPYECKAS IPO®ECCHOHAJIBHASA OBPA3OBATEJIBHAS
OPTAHU3ALIUA
«XEKCJIET KOJUIEJA>

OCHOBHASA TPOTPAMMA ITPO®PECCHOHAJIBHOI'O
OBYYEHUA

MMPOT'PAMMA ITPO®ECCHUOHAJIbHOM MMOJATrOTOBKH 11O
IMPOP®ECCHUMA 21299 « IEJTOITPOU3BOAUTEJIb»

PABOYASA TPOT'PAMMA
«AEJOBASA KYJIBTYPA»



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanpHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



N =

COJEP)KAHUE

. IIOACHUTEJIBHAA 3ATIMCKA
. YUYEBHO-TEMATHUYECKHMU IIJIAH U1 COAEPXXAHUE
YYEGHOI'O MATEPHUAJTIA

. MATEPHUAJIbBHO-TEXHUYECKOE U THOOPMAIIMOHHOE
OBECIIEYEHHME, HEObXOAMMOE AJIX1 OCBOEHMA
PABOYEM ITPOTPAMMBI

. OHEHOYHBIE MATEPHAJIbI



IHOACHUTEJIbHAA 3AIINCKA

Less peaqu3anuu NporpaMMbl U IJIAHUPYeMble Pe3yJabTaThl 00y4eHHs

Pabouas nporpamma «/[enosas Kynbmypay SIBISETCS 4aCThIO OCHOBHOW IIPOTPAMMBEI
poeCCHOHAIBHOTO O0YyYEeHHS MO0 MPO(PECCHOHATIBHONW MOJATOTOBKE

«/lemonpon3BOIUTEbY.

B pesynbrare ocBOGHUS MUCHUTUTHHBI CITYIIATENb JOJDKCH

yMeThb:

- co0uro1aTh paBuiIa MpophecCuOHaTbLHON STHKY;

- NPUMEHSTh Pa3InYHbIC CPEJCTBA, TEXHUKHU U TIPUEMbI 3P PEKTHBHOTO OOIICHUSB
npohecCHOHATLHON IS TEIILHOCTH;

- HCII0JIb30BATh MPUEMbI CAMOPETYJISIIIUHU TTOBEICHUS B ITPOIIECCE
MEXJIMIHOCTHOTO OOIIICHHUS;

- OMNpCACIIAAThL TAKTUKY IMOBCACHHUA B KOHq)JII/IKTHBIX CUTyallusX, BOBHUKAIOIINX B
pohecCHOHANLHOM eI TeNbHOCTH,

- co0JTI01aTh TPEOOBAHMUS K KYJIBTYPE PEUH M DJIEMEHTBI PEUCBOT0 ITHKETA.

3HATD:

— IICUXOJIOTHYECKUE OCHOBBI OOIIEHNUS, HOPMBI U TIPaBUJIa TOBEJICHUS, STUKY
npodecCHOHATBLHBIX OTHOLICHUM, METOJIBI M CPEJICTBA JIEIOBOTO OOILICHHS.

Ha peanusanuto PaGoueit mporpammsl oTBouTCA 4 Haca.

3aBepaeTcs 00yueHue 1Mo yueOHOH TUCIIUITIIHHE IIPOBEICHUEM
TuQepeHIIMPOBAHHOTO 3a4ETa.



YUEBHO-TEMATUYECKHUM IIJIAH U COAEP KAHHUE
aucuumnabl «IEJIOBASI KYJBTYPA»

Ne HauMeHoBaHue TEM Conepxan Oo0nm B TOM 4HCJIe Camoct | ATTecTanm
n/ ue 1| . si,yac.
o oonem | Jdexumn | IIpakTnyecku pa6ora,
9aCOB ,dac. e,uac. qac.
1. | IIpodeccronanbHas sTKa Otnyeckas KynbTypa. Mopaib, 3THKa, 1 1
HPAaBCTBEHHOCTb. OcHoBHbIE
KaTeropuu ITHUKH.
[TonsiTne
ITHKETA.
[Tpodeccuonanbras
9THU
ka. [IpodeccuonanbHpie MopanbHbIE
HOPMBI: BEXJIMBOCTh, KOPPEKTHOCTH,
TaKT, YyBCTBO
MCPEIL.
2. | BepbanbHoe u [MousTHe 00IIEeHNs. Hemopoe 1 1
HeBepOaIbHOCOOIIeHNE oO1IeHue. Kynerypa  oOmeHnwus.
[Tonsitue BEpOATHHOTO u

HeBepOanpHOro obmenus. OOparHas
CBsI3b. THIIBI BOIPOCOB. OCOOCHHOCTH

peudeBoro ITHUKeETa B
npodeccuoHaIbHOM 00mmeHnn. Buapl
HEeBepOabHBIX  CPEACTB  OOIIECHUS.

Texuukn oOmenus. [loHnmanune u
BOCTIPUATHE B TIPOIECCE OOIICHUS




[IposiBnenue TemnepamenTt u ero tunel. IlonsTue
WHIWBHUYaJIbHBIX yyBcTBa M 3mouun.  I[Ipuémsr
0COOEHHOCTEH JTMUYHOCTH CaMOpETyJISALH. Kondunukr.
BIIPO()ECCHOHAIEHOM Crparerun MOBEICHUS B
o01IeHnu KOH(uMKTHOW curyauuu. Kynbrypa
npeoOpa3oBaHusi W pa3pelieHus
KOH(JIUKTOB.
JAnddepenunpoBanHbI
H3aqér

uToro




MATEPUAJIBHO-TEXHUYECKOE 1 THOOPMAIIMOHHOE
OBECIEYEHME, HEOBXO/JUMOE JIJI1 OCBOEHUS PABOYEM
ITPOI'PAMMBbI

MarepuajibHO-TeXHHYECKOe o0ecieyeHune
[Iporpamma npesmnonaraetT HaIH4IUE y4eOHOTO KabnHeTa. 000pyA0BaHHOTO:
— MMOCaJOYHBIMH MCCTAMU 10 KOJIUYCCTBY CJIyHI&TGJICfI;
— pabo4uM MECTOM MPeroaBaTes;

— KOMIIBIOTCPaAMHU;
- HHTepaKTHBHOﬁ HOCKOﬁ HIIN MyHBTHMCHHﬁHBIM KOMIIJICKCOM CIIMICH3UMOHHBIM

MPOrPaMMHBIM 00€CTICYeHUEM;

— KOMIIJICKCOM y‘ICGHO-MGTOHH‘-IGCKOfI JAOKYMCHTAlUU.

NudopmannonHoe odecrneyeHue 00yuYeHUust
OcHogHble uCMOYHUKU, 3aKOHOOAmENbHblE U HOPMAMUGHbIE OOKYMEHMbL,
I71eKMPOHHbBIE PEeCypChbl
OcHognbie UCmOYHUKU

1. Illenamosa I.M., JlenoBas KyJabTypa H IICHXOJIOTHs oOmeHus: YueGHoenocooue. —
M.: «Axagemus», 2021 - 175c¢.

2. JlenoBoe obumeHue [DNeKTpoHHbIH pecype]: Yuebnoe mocodue / Apr.-coct.W. H.
Ky3Huenos. - 5-e uza. - M.: Jlamkos u K, 2022

JlononnumenvHvle ucmouHuKu

1. Ido6posuu A. Cuctemaruka obmenus // B xu.: [lcuxonorus BIMsHHES:
Xpecromarus. — CI16., 2019.

2. 3sepesa E.H. OcHoBbl KynbTypsl peun: Teoperndeckuii Kypc. — M.: HUsn.llentp
EAOMU, 2019.

3. Kasapuesa O.M. KynsTypa pedeBoro oomenus. — M., 2019.

4. OCHOBBI KyIbTyphl MPO(ECCHOHAIBHOTO OONIEHUS: YYeOHHUK IS CTYI.
yupexaeHuii Had. mpod. oopazosanus / I'. M. IllenamoBa. — 2-e uzn., crep.
— M.: U3parenbckuii neHTp «Akagemusi», 2020. — 160 c.



O EHOYHBIE MATEPHAJIBI

[Tepedens BompocoB k audhepeHIIMPOBAaHHOMY 3a4eTy 110
«/lenmoBas KynbTypa»

PackpoiiTe nonsTue 3TMKa.
Packpoiite monsTue npodeccuoHanbHas dTHKA.

OnwummTe npaBuia AeI0BOTO OOLICHHUS.

b=

Ob6ocnyiiTe BbIpaxeHue: «Mopajiab BBICTYIAET KaK PEryJsATOp JeTOBBIXOTHOIICHUI
C IPYTUMH JIFOAbMUY.

Packpoiite nonarue obuienue. [IpaBuna oOieHus.
Ha3zoBute cTpyKTypHBIE KOMIIOHEHTHI OOIICHUSI.

Onumure MOBEACHYCCKUEC XapaKTCPUCTUKHU CAHI'BUHHUKA.

© W

Onumure NoBeeHYECKHE XapaKTePUCTUKH (lierMaTHKa.

9. Onummre noBenEeHYECKUE XAPAKTEPUCTUKH XOJIEPHKA.
10.0numnTe NoBeACHYECKUE XapAKTEPUCTUKUA MEJIAHXOJTUKA.
11.00BsicHUTE pa3Iuyus AETOBOM Oecebl OT IPYKECKOM.
12.Packpoiite ycioBHs AEIOBOTrO KOHTAKTA.

13. Pacckaxute 0 HEBepOAIHLHOM OOIICHHH.

14. O6wsacuuTe, YeM BepOaIbHOE OOLICHHE OTIHYACTCS OT HEBEpOAIbHOTO.
15.00bsicHUTE YMEHHE CITyIIATh.

16.Pacckaxute 0 n1e10BOM TelneOHHOM JAHAIIOTE.

17.Packpoiite moHsATHE KOHDIUKT.

18.PacckaxuTe 0 cTpaTeruu MoBEACHUS «00phOay.

19.Pacckaxute 0 CTpaTeruu MOBEACHUS KyXOI».

20.Pacckakute 0 CTpaTeruu MOBEJACHUS «IIPUCIIOCOOICHHUE.
21.PacckaxuTe 0 CTpaTerUy NOBEIECHUS KKOMIIPOMHCCY.

22.PacckaXuTe 0 CTpPAaTEruy MOBEACHUS «COTPYIHUUECTBO». 23.PacckaxuTre
00 3¢ppexTuBHBIX criocobax paspemeHus koHprkTa.24.HazoBute
CTpaTeruy MOoBeIeHUs B KOHQINKTHON CUTYaLUH.

25. Ha30BuTE THIIBI BOITPOCOB.

26. O0BbACHUTE PA3HUILY MEXKIY OTKPBITHIM M 3aKPBITBIM THIIAMH BOIPOCOB.
27 ITpuBenurte NpUMep aJIbTEPHATUBHOIO THIIA BOIIPOCA.



ABTOHOMHAS HEKOMMEPYECKASA TPO®PECCUOHAJIbBHASA
OBPA3OBATEJIBHASA OPI'TAHU3AIUA
«XEKCJIET KOJIJIELA>»

OCHOBHASA IMTPOT'PAMMA ITPO®PECCHOHAJIBHOI'O OBYYEHUA

IMPOT'PAMMA IMMTPO®ECCUOHAJIBHOM MOATOTOBKH 11O
IMPOPECCHUN21299 « IEJTOITPOU3BOJAUTEJIb»

PABOYASA ITPOTPAMMA
«OXPAHA TPYJIA»



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanbHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



N =

COJEPKAHUE

. IOACHUTEJIBHAA 3AIINCKA
. YUEBHO-TEMATHMYECKUI IVIAH Y COJIEPXKAHUE
YYEBHOI'O MATEPHUAJIA

. MATEPUAJIBHO-TEXHUYECKOE n  HNHOPOPMAILIMOHHOE
OBECIIEYEHMUE, HEOBXO/JVUMOE JUIA OCBOEHHIA
PABOYEI [TPOT'PAMMBI

. OHEHOYHBLIE MATEPHAIJIbI



MNOACHUTEJIBHAS 3AIIMCKA

Less peaJu3anuu NporpaMMbl M IVIAHUPYeMble pe3y/bTaTbl 00y4eHust

PabGouass mporpamma  «Oxpana mpyoa» SIBIASETCS YaCThbI0O OCHOBHOW IMPOTPaMMBbI
PO eCCHOHATBPHOTO O00YYEHHS MO MPOPECCHOHATBHOW TOITOTOBKE
«Jlemompoun3BoauTENbY, pa3pabOTaHHON HA OCHOBE:!

— Ilepeuns nmpodeccuii pabounx, JOMKHOCTEH CITyXKaIUX, MO KOTOPBIM OCYIIECTBIISETCS

npodeccuoHanbHOe 00y4YeHHE, YTBEPKIEHHOTO MPUKa30M MMHHUCTEPCTBA MPOCBELICHHS
P® ot 14.07.2023 r. N 534,

— IIpodeccuonanbuoro  cranpapra  Cneyuanucm — no  Op2AHU3AUUOHHOMY U
OOKYMEHMAYUOHHOMY — Obecneyenuio  ynpaeienus  opeanusayueti  (YyTBEPKIACHHOTO
npuKazoM MuHucTepcTBa TpyJa U conpanbHoi 3amuThl PO ot 15.06.2020 r. Ne 333H),

— TpeOoBaHMI, yKa3aHHBIX B  KBamu(UKAIMOHHOM  CIPABOYHUKE  JIOJDKHOCTEH
pyKOBOJUTENEH, CHEMUAINCTOB U JIPYTrUX clyXamux 4-¢ wuzaaHue (yTBepXkKAeH
noctaHoBienneM Muntpyaa P® ot 21 asrycra 1998 r. Ne 37 ¢ uzmenenusimu ot 27
mapta 2018 1.)

— depepanpHoro 3akoHa ot 29.12.2012 N 273-03 «O06 obpa3zoBanuu B Poccuiickoii
denepanuny,

Ha ocHoBanuu npodeccuonanbHoro crangapra Cneyuanucm no opeaHu3ayuoHHOMY U
OOKYMEHMAYUOHHOMY o0bDecneduenuio ynpagieHus opeanuzayuei U ¢ y4éToM TpeOOoBaHUM
3aKa3uMKa B Pe3yJIbTaTe OCBOEHUS CIYILIATENb JOKEH
yMeTh:

—  BBINOJHATH TPEOOBAHMS OXPAHBI TPY/Ia;

— BBISBJSITH OMACHBIC M BPEIHBIC MPOM3BOACTBCHHBbIC (AKTOPHI M COOTBETCTBYIOIIHE UM
PHCKH, CBSI3aHHBIE C TIPOUUIBIMH, HACTOSIIMMH WM I[UIAHUPYEMBIMH BHUJAMH
npodeccroHaBbHOMN e TEIIBEHOCTH;

— HCIOJIB30BaTh CPCACTBA KOJUIEKTUBHOHU H HHI[HBHHyaHBHOﬁ 3alllUThl B COOTBETCTBUU C
XapaKTEPOM BBITIOJHSIEMOU MPOGECCHOHATHHOU e TETLHOCTH;

— BbIpa0aTbIBaTh U KOHTPOJIMPOBATH HABBIKH, HEOOXOIUMBIE JUIS AOCTHKEHUSA TPeOyeMOoro
YpOBHsI 0€3011aCHOCTH TPY/a;
3HATh:

— TIpaBWJIa OpraHU3alMy TPyJa U paboyero Mecra;
— CHCTEMBI YIIPaBJIEHUS OXPAaHOU TpyAa B OpraHu3alluy;

— 3aKOHbl M WHBIC HOPMATHUBHBIE TIPAaBOBHIC aKThI, COJEpPIKAIIME TOCYAaPCTBEHHBIC
HOpMAaTUBHbIE TPeOOBAHMSI OXpPaHbl TPYAd, PACHPOCTPAHSAIOIIMECS Ha JEATENbHOCTh
OpraHu3aluiy;

— 00s13aHHOCTH paOOTHUKOB B 00JIACTH OXPaHBI TPY/IA;

— ¢aKkTUYeCKue WIW TOTEHIMAIbHBIE IOCICICTBUS COOCTBEHHOW MAESITENbHOCTH (WK
0e31eiCcTBYS) U UX BIMSHUE HA YPOBEHb OC30MTaCHOCTH TPY/a;



— BO3MOKHBIC IIOCJICACTBUS HCCO6J’IIOI[CHI/I5[ TEXHOJIOTHYECKUX IIponeccoB n

IIPOU3BOJCTBEHHBIX HHCTPYKLIHH;
— IOPSAOK U NEPUOJIUYHOCTh HHCTPYKTUPOBAHUS;

— TOpSAOK XPaHEHUS U HCIOJNb30BAHMS CPEACTB KOJUIEKTUBHOM M WHIMBUAYaIbHON
3aIUTHI.

B pesynbraTre OcBOEHHS MpOrpamMmbl CIyHIaTedb JOJDKEH MPUOOpEecTH HEOOXOAMMBIE
3HAHUS OTHOCUTENIBHO TPEOOBAaHUN OXPaHbI TPy/a, MPEAYCMOTPEHHBIX MPOodhecCHOHATbHBIM
crannaptoM «Crneyuanucm no op2aHu3AUUOHHOMY U OOKYMEHMAYUOHHOMY 0becneueHuro
YnpaesneHus opzaruzayuet’> B 0000IIEHHOW TpPyaoBoi _(QYHKUMM /[oKymenmayuonHoe

obecneyenue OesmenbHOCmu opezanuzayuu, a TAKKC TPYIAOBBIX byHKIHAX opzaruzayusl

pabomvl ¢ OOKYMEHMAMU, OP2aAHU3AYUSL MEKYUe20 XPaHeHus OOKYMEeHMO8, Op2aHu3ayusl
0bpabomku 0en 011 nociedyowe2o XpaHeHusl.

B cootBercTBUM ¢ TpeOoBaHUAMHU, yKa3aHHbIMH B KBanu(ukalrOHHOM CHpaBOYHHUKE
JOJKHOCTEHM PYKOBOJUTENEH, CIEIUAIIMCTOB U APYTUX CIyXalux 4-¢ u3nanue (yTBepKIeH
nocrtanoBieHueM Muntpyna PO ot 21 asrycra 1998 r. Ne 37 ¢ usmenenusimu ot 27 Maprta
2018 r.), caywamenv Oondcen 3Hamv TIpaBUJIA W HOPMBI OXpaHbl TpyAa, TEXHUKH
0€30MMacHOCTH, TPOU3BOJICTBEHHONW CAHUTAPUN U TPOTUBOIIOKAPHON 3aIIUTHI.

Ha peanuzamuto PaGodeit mporpaMMbl OTBOIUTCS 6 4acoB.

3aBepiaercs 0O0y4eHHe IO yUeOHOW AMCHUILTHHE MpoBeaeHueM T depeHIInpOBaHHOTO

3auéTa.



YUEBHO-TEMATHYECKHU IVTAH U COAEP)KAHUE

«OXPAHA TPYA»
Ne HaumMmeHoBaHue OOommii B TOM 4HCJe Camocr. ATTecTanus,
n/n 00bém padora qac.
TEM ’
4acoB Jlekuuu, | IIpakTuyeckmue, yac.
yac. yac.
5. | OcHOBHBIE TIOJIOKEHUS TPYAOBOTO MpaBa B Poccuiickoii 1 1
denepaunun
6. | Opraam3anus paGoThI IO OXPaHE TPY1a HA HPEANPHATHH 1 1
7. | OcHOBHBIE BpeHbIE 1 OMIACHBIE TPOU3BOICTBEHHBIEPAKTOPHI, UX 1 1
BIIMSTHUE HA 3JI0POBBE pa0OTAIONTUX
8. | OCHOBHBIE MOHATHUS 00 OMACHOCTH AIEKTPUUECKOTO TOKA. 1 1
OCHOBHBIE ITOHATHS O TIOKAPHOM 0€30MaCHOCTH U MOPSIIOK
NEeNCTBUS paOOTHUKOB TIPH MTOXKApe
9. HOp}II[OK pacciienoBaHusl HECYACTHRIX CJIy4YacB Ha 1 1
npou3BojCcTBE. [Iprembl okazaHus MepBoi JOBpadyeOHOM
MEJIULIUHCKON TOMOIIN
10.| V3yuenue uHCTpyKIUH 110 OXpaHe TPy/a 10 BUIaM paboT. 1 1
JAudpepeHupoBaHHbIN 3a4ET
UTOI'0 6 5 1




COJAEPKAHUE

Tema 1
OcHOBHBbIE MOJIOKEHUS 3aKOHOAAaTeIbCTBA TPYA0BOro npasa B Poccuiickoi
®enepanun. IlpaBniia BHyTpeHHEro TpyA0BOro pacnopsaka
HA NpeANpUATHAX

O3HakoMJIeHHE C TpaBHJIaMH BHYTPEHHETO TpPYyIOBOro pacmopsaka. OOs3aHHOCTH U
npaBa paOOTHUKOB, IMpaBUja MpPHEMa W YBOJBHEHHUS. 3aKOHOJATEIBHOE PETyJIHMpPOBaHUE
pabouero BpeMeHH M BPEMEHHM OT/AbIXa PA3JIMYHBIX KaTeropuii paboTHUKOB. OO0S3aHHOCTH
pabotomarens 1o OOECNEYCHHIO OXpaHbl Tpyda Ha NpeAnpusTHd. Buasl HakasaHuil 3a
JOTyIIEHHBIE HapyIleHUs B padoTe M MOOMIpPeHHH 3a 100pocoBecTHBIH Tpyd. JIBrorsl u
KOMIICHCAIIMH 32 BBITIOJIHEHUE TSDKENBIX padoT U paboT ¢ BPEAHBIMHU M OIACHBIMU YCIOBHSIMU
TpyZa.

[TorHOMOYUS TPYAOBBIX KOJUIEKTUBOB, UX MPEICTABUTEIBHBIX OPIaHOB U OOIIECTBEHHBIX
OpraHM3alii B YCTAHOBJIEHHM COLUAIbHO-TPYAOBBIX OTHOLIEHHWM, pEIIEHHE TPYIOBBIX

cnopoB. KosutektuBHbIi 10roBop. CollManbHOE CTPaxOBAHUE.

Tema 2
Opranusanus padoThl 10 OXpaHe TPY/AA HA NMPeANPUATHH
OO0mwme NpUHIMIBI OPTaHW3allid padoTHl MO OXpaHe Tpyaa Ha npeanpusTuu. Ciyxoa
oXpaHbl TpyZda, ee QyHKUHUU U OCHOBHBIE 3a1auyu. [IpoBeaeHne oO0ydeHUsIU HHCTPYKTaxa o
OXpaHe TpyJa Ha MPeaNPHUITHH.

Tema 3
OcHoOBHbIE BpeHbIE U OMACHBIE MPOU3BOICTBEHHBIE (DAKTOPHI, X BJIUSIHHE HA
310poBbe padoTaomux. 'MrueHa Tpyaa v npou3BoACTBEHHAsI CAHUTAPHSL.
Ha3HaueHue ¥ MOPSAIOK NPeIBAPUTETbHBIX H MPOPUIAKTHYECKUXMETUIHHCKUX
OCMOTPOB pa0OTHHKOB
[TonsTe 00 yCmOBUSAX TpyJa, OMACHBIC W BPEIHBIC MPOU3BOACTBEHHBIC (DAaKTOPBI, UX
Kiaccu(uKkanus U BIUSHUE HA OpraHu3M 4desioBeka. [[puHIMITBI HOpMUPOBAHUS MTapaMEeTPOB
BpPEIHBIX MPOU3BOJCTBEHHBIX (DAKTOPOB, OpraHU3AIMS IMPOU3BOJICTBEHHOTO KOHTPOJS 3a
YPOBHEM BPEIHBIX MPOM3BOJCTBEHHBIX (AaKTOPOB. ATTECTaIUsl pabOYUX MECT IO yCIOBUSIM
Tpyna. OCHOBHBIE TIOJIOKEHUSI TTPOM3BOJACTBEHHON caHuTapuu. Ha3zHaueHue W opraHuzarus
MPEABAPUTEIBHBIX W TIEPHOJUYECKUX MEIUIMHCKAX OCMOTPOB paboTHUKOB. I[lopsimok
obecrieueHruss pPaOOTHHUKOB CIICIIMAIBHOM OJEKIOHN, CIEeNHATbHOW OOYyBBIO W JAPYTHMH
CpenCcTBaMU MHIANBUYyJIbHOW 3aIIUTHI.



Tema 4
OcHOBHBIE IOHATHSA 00 ONTACHOCTH 3JIEKTPHYECKOIro TOKa. OCHOBHbBIE NOHATHS
0 NOKAPHOM 0€30MACHOCTH U MOPSAIOK 1eiicTBHA pa0OTHHKOBIIPH IOKape

[Tonatue »snekTpobe30mnacHOCTH. JIeHCTBHE HIEKTPUYECKOTO TOKAa M AIIEKTPUYECKHX
NoJIE Ha OpPraHu3M 4YelloBeKa. TUMHMUHBIE ClIy4yau MOPAa)KEHUS 4YEJIOBEKA AIIEKTPUUYECKUM
TOKOM. TexHuueckue H OpraHU3aI[MOHHBIE ~ MEPONPUATHS MO  00eCIeUYeHUI0
3NeKTpoOe3onacHoCTH.  MHAMBHAyanbHBIE — CpeicTBAa  3aliuUThl  mpu  pabore B
3IIEKTPOyCcTaHOBKaxX. [IpHunHBI BOSHUKHOBEHUS 1M0kapoB. OCHOBHBIE TIOpaXKatoIye (GaKkTopbl
npu noxkape. Mepbl npenynpexaeHus noxkapos. llopsook XpaHeHHsS M0’KapOONacHBIX
BEIIECTB U MaTepuanoB. ObecreueHne MOMEIICHU CpeICTBAaMU MOXKapoTymeHus. [leiicTBus
JOJPKHOCTHBIX JIMI M paOOTHUKOB MPEANPUATHS IO JTUKBUAALUH T10Kapa U €ro MOCIeICTBUI.
[Inansl AMKBUOAMM M NPEAYNPEKICHUS IOXKApoOB, IUIAaHBl ABaKyallud IpU [OKapax.
[IpaBuna mosib30BaHMsI  NEPBUYHBIMU  CPEACTBAMU  IOKApOTYLIEHHs, MecTa  HX

PACIIOJIOKCHU.

Tema S Ilopsaaok pacciie10BaHUSA HECYACTHBIX C/Iy4aeB HA IPOU3BOJACTBE.

[Tpuemsbl oka3zaHUs MEpPBOM J0BpaueOHON MenuIMHCKONW moMoiu [loHsTHe HecyacTHOTO
ciydass Ha mpousBojcTBe. [lopsnok paccrienoBanHusi, OQOpPMICHHS M ydeTa HECUACTHBIX
ciydyaeB Ha mpousBozctBe. [lonstue mnpodeccruonansHoro 3aboneBanus. Ilopsimok
paccrienoBanus MpodeCCUOHATBHBIX 3a0oneBanuil. OKazaHue MepBO MEIUIIMHCKON TTOMOIIIH
IIPU 3JEKTPOTPABMax, OOMOPOKEHHUAX, 0KOTrax, KPOBOTCUCHUAX, OOMOPOUYHBIX COCTOSTHHSX U
JPYTUX MOpaXeHUsAX oprann3mMa. OCHOBHBIE CIIOCOOBI TPOBEACHUS UCKYCCTBEHHOT'O JIbIXaHHS
U HETIPSIMOT'O MaccaXka cepiia Mpy OKa3aHWU J0BpadeOHON TTOMOIITH.

Tema 6 U3yuyeHne HHCTPYKIMH 110 OXPaHe TPyAa MO BUAAM padoT
W3ydenue TpeOoBaHMI MHCTPYKIHMHM 1O OXpaHE TpyJAa MO COOTBETCTBYIOUIMM BHJIAM
paboT B moJIHOM OOBEME.



MATEPHUAJBHO-TEXHUYECKOE I HHPOPMAIIMOHHOE
OBECIIEYEHME, HEOBXOJIUMOE JIJIsI OCBOEHHU S PABOYEN
ITPOI'PAMMBbI

MarepunanbHO-TeXHHYECKOe o0ecniedyeHne

[Iporpamma npeAnojaraeT HaJIu4yue y4e0HOTO KaOuHeTa

COLIMAJIBHO-O3KOHOMMWYCCKUX AUCIIHUITIINH.

O6opynoBanne yueOHOTO KaOMHETa:

me0enb, IIpeAHa3HAYCHHAs JUTS TPYHIIUPOBKHU B

Pa3IMYHBIXKOHPUTYpALIUAX;

— pabodee MeCTO MPETo1aBaTels;

KOMIUJIEKC Y4eOHO-METOANYECKON TOKYMEHTAIIHNH.

TexHnuyeckue cpeacTsa 00y4eHUS:

AJIEKTPOHHBIC BHICOMATEPHAIIEI,
HOYTOYK;

IPOEKTOP.

NudopmannonHoe odecrieyeHue 00ydeHUust

Ocnoenule UCMOYHUKU, 3aKoOHOOameJibHble U HOoOpmamuéHbvle 00KyMeHmbl,3JleKmp0HHble

pecypcol

OcHosHble UCMOYHUKU

3.

TpynoBoit koaekc Poccuiickoit dheneparuu (D3 ot 28.12.2013 No 421-D3 B penakuuu
2014 r.)

Kogmexkc Poccuiickoit ¢enepaunn 00 agMHUHHUCTPATHUBHBIX IPABOHAPYLICHUAX (B
penakuuu ot 25.02.2014r.)

®enepanbHblil 3akoH «O crienuanbHON OLEHKE ycinoBui Tpyaa» or 28.12.2013r. Ne
421-03

[lonoxxeHne O MMHHUCTEPCTBE 3ApPABOOXPAHEHUS U  COLMAIBHOIO Pa3BUTHUSA
Poccuiickoit dpenepannu (ITocranosnenue IlpaBurensctea PO ot 30.06.2004 r. Ne
321 B pepakuuu ot 02.05.2012r.)

[Monoxxenne o denepanpHOil cimyx0Oe mo Tpyay u 3aHstoctu (IlocTtaHoBneHue
[IpaButensctBa PO ot 27.01.2009 r. Ne 43)

[lonoxxeHne ©O NPOBENEHUM TIOCYJApCTBEHHON SKCIEPTU3bl YCIOBUM Tpyna B
Poccutiickoit dpenepannu (ITocranosnenue IlpaBurensctBa PO ot 25.03.2013 r. Ne
275)

Metoauuyeckie pEeKOMEHJAMK M0 pa3paboTKe TroCyAapCTBEHHBIX HOPMATHUBHBIX
TpeboBanuit oxpansl Tpyna ([locranosnenne Munrpyna Poccun ot 17.12.2002 r. Ne
80)



10.
11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Cucrems! ynpasieHnus oxpanoi Tpyaa. O6mue tpedoBanus. [OCT 12.0.230.2007
PekoMenganuu mo opraHuzanuud paboThl CIIy>)KObI OXpaHbl TpyJa B OpraHHU3alllH.
(IToctanoBnenne Muntpyna Poccun ot 08.02.2000 r. No 14)

Pexomenmanyu 1o miaHUPOBAaHUIO MEPOTpUATUN 1o oxpaHe Tpyna ([loctanoBneHue
Muntpyna Poccun o1 27.02.1995 1. No 11)

TumnoBoe mosoxenue o komuteTe (Komuccuu ) mo oxpane tpyna (IIpukaz Munznpas-
compazsutus Poccun ot 29.05.2006 1. Ne 413)

[IpaBuna oOecreueHuss pPaOOTHUKOB CHEIOJNEKAOW, CIHEIOOYBbIO W JAPYTHMH
CpeAcTBaMU MHAMBHUYaNbHOH 3amuThl TpyAa (I[Ipuka3 Muncouznpaspassutust PO ot
01.06.2009r. Ne290H)

Opranmzanus oOydenus: 6ezonacHoctu tpyaa. Ooéume nonoxenus. [OCT 12.0.004-
90

[Topsimok oOy4eHus 1Mo OXpaHe TPyAa ¥ MPOBEPKHU 3HAHUI TPeOOBAaHMI OXpaHbI TPyJa
pabotaukoB opranm3anumii  Tpyna  (IlocranoBnenme Muntpyga Poccunm wu
Muno6pazoBanust Poccun ot 13.01.2003 1. Ne 1/29)

06 yTBepxkeHuu (HopM TOKYMEHTOB, HEOOXOIUMBIX JJIs pacciieZJOBaHUs HECYACTHBIX
CllydyaeB Ha TMPOM3BOJACTBE B OTACIBHBIX OTpACisSIX U OpraHM3alUsaX Tpyla
(ITocranoBnenne Muntpyna Poccun ot 24.10.2002 r.

Ne 73)

Cxema ompezeneHus CTENEHU TKECTH MOBPEXKIACHHS 3J0pOBbS MPU HECUYACTHBIX
cinyyasx Ha npousBojactee (IIpukaz Munsapasconpaszsutusi Poccun ot 24.02.2005 .
Ne 160)

VYronosHbiit konekc PO O6 006s13aTeTbHOM COIMATBLHOM CTPAXOBAaHUHM OT HECUACTHBIX
CIyyaeB Ha TIPOU3BOACTBE W MpodeccruoHanbHbIX 3a0oneBannii @3 ot 17.07.1998 r.
Nel25-03

HopMbl npeaenbHO TOMYCTUMBIX Harpy3o0K JJIs JIUL MOJIO)KE BOCEMHALIATHU JIET MpH
noabeme Tsbkectel Bpyunyto (ITocranonenne Muntpyaa Poccun ot 07.04.1999 1. Ne
7)

HopMmbl mpenenbHO AOMYCTUMBIX Harpy3oK JUisl JKEHIIMH MpU MOIbEME TshKecTel
Bpyunyto (IlocranoBnenue [IpaButensctBa PO ot 06.02.1993 .

Ne 105)

MexoTpacieBass HMHCTPYKIMS IO OKa3aHHUIO MEPBOM TMOMOIIM TMpPU HECUACTHBIX
ciIy4asix Ha mpou3BOACTBE (YTB. mpukazoM Mun3apascoupa3sutus PO 04 mas 2012 r.
Ne 477w)



OIIEHOYHBIE MATEPHAJIbI

[lepeuyens BompocoB k 1upHepeHIupOBaHHOMY 3a4€eTy 110
«Oxpana Tpyna»

1.IIpaBoBbIE M OpraHNU3allMOHHBIE OCHOBBI OXPaHbl TPY/a HA MPEANPUATHIX

2.0OCHOBHBIE MOJIOXKEHUS 3aKOHOAATEIHCTBA 00 OXpaHe TpyAa Ha NPEAIpUITUN
3.Opranuzanus padot no OT Ha npeanpusTHHA

4.0nacHble U BpEIHbIE TIPOU3BOJICTBEHHBIC (PAKTOPHI

5.IIpou3BoICTBEHHBIN TpaBMaTU3M. [[puuuHbI 1 METOIBI U3YUYEHHUS
6.HecuacTHbIl cy4dail Ha TPOU3BOJICTBE

7.ATTectanus pabounx MECT IO YCIOBUSM TPyAa

8.IlpaBuia TeXHUKH O€30MACHOCTH M MPOU3BOJICTBEHHOW CAaHUTAPUU
9..HcTpyKIMuU 110 oXpaHe Tpyaa

10.Coneprkanuie TUIIOBOM WHCTPYKITUH /1711 PAOOTHUKOB MIPEATPUSITHS
11.TpeGoBaHusi TeXHUKU OE30MACHOCTH K 00OPYIOBAaHMIO U TEXHOJIOTHUYECKOMOCHACTKE
12.951eKkTp0o6e30nacHOCTh M M0Kapo0e301MacHOCTh

13.IToxxapHast 6€301MacHOCTh 00bEKTA

14.1Topsanok pacciienoBaHMs HECHACTHBIX CJIy4aeB Ha MPOU3BOJICTBE
15.IIprembl oka3zaHus MEpPBOM 1OBpaueOHON MEUIIMHCKOM MOMOIIN



METOJUYECKHUE MATEPUAJIBI
AJIS 3aHATHSA
no Teme «Opranuszanus padoThl 10 OXpaHe TPYAA HA NMPeINPUATHID

HNucTpykuus mo oxpane Tpyaa aJs aejonpousoaurensil iaBa

1. O0mue TpeGoOBaHuUs 110 OXpPaHe TPyAa

I. K camocrosTensHON paboTe AENONPOU3BOAUTENEM OMYCKAIOTCS JIMIA B BO3PAcTe HE
MoJioke 18 Jer, mporienme COOTBETCTBYIOIIYIO MOJATOTOBKY, HMHCTPYKTaX U IPOBEPKY
3HAaHUHU [0 OXpaHE TPyAd, MEAULUHCKUM OCMOTP U HE HMMEIOIIME MPOTUBOIOKA3aHUU IIO
COCTOSIHUIO 3/I0POBBSI.

2. Tlpu pabGoTe IENONPOU3BOAMTENEM COOIIOATH MPABWIA BHYTPEHHETO TPYAOBOTO
pacropsaKa, yCTaHOBJIEHHBIC PEeXKUMBI TPYAA U OTIbIXA.

3. Tlpu paboTe AETONPOM3BOAMTEIEM BO3MOXKHO BO3JIEHCTBHME CIEAYIONIMX OMACHBIX H
BPEIHBIX TPOU3BOICTBEHHBIX (PaKTOPOB:

- HapylLIEHHE OCTPOTHl 3pEHMsI MPHU HEIOCTATOYHOM OCBEIIEHHOCTH pabouero mecra, a
TaKXe 3pUTEeIbHOE YTOMJIEHHE IIPU AJIUTEIbHON padoTe ¢ TOKYMEHTaMU UC KOMIIBIOTEPOM:

- HMOHM3MPYIOIME, HEMOHU3UPYIOIINE U3JIyYE€HUS U 3JIEKTPOMAarHUTHBIE MOJIS NpU padoTe C
KOMITBIOTEPOM;

- MOpa)kKeHUE AEKTPHUUECKUM TOKOM IPU HCIIOJIb30BAaHUH HEHCIIPABHBIX AJIEKTPUUYECKUX
npuOOpOB.

4. Jlenonpou3BoauTeNs 00s13aH COOMIONATH TIPABUIIa MTOKAPHON G€301aCHOCTH, 3HATH MECTa
pacroyIOKEHUs] NEPBUYHBIX CPEJICTB MOXKAPOTYIIEHUS W HAMpaBIECHUS 3BaKyallud IIpH
noxape.

S. Tlpu HeCYaCTHOM CIlyYae HEMEIJIEHHO COOOIIUTH 00 ITOM aIMHHHUCTPAIUH YUPEKICHHUSL.
[Ipn HeucrnpaBHOCTH OOOpYJOBAaHHS MPEKPATUTh PabOTy H COOOIIMTH aJIMHUHHUCTPAIIHI
YUPEKACHUS.

6. B npomuecce paGoThl cOOMIOAATH NMPABWJIA JIMYHOW TUTHMEHBI, COIEPKATH B YHUCTOTE
pabouee MecTo.

7. Jluna, DOIyCTUBIINE HEBBINOIHEHUEC WM HapyIICHHE HHCTPYKIMU IO OXPaHe TPYIa,
NPUBJICKAIOTCS K JUCLHMIUIMHAPHOW OTBETCTBEHHOCTH B COOTBETCTBUU C MPaBUIIAMHU
BHYTPEHHETO TPYA0BOTO PacIopsIKa U, TP HEOOXOIUMOCTH, TOA-BEPraloTCsi BHEOUEPETHON
IPOBEPKE 3HAHUI HOPM U MPABUJI OXPaHBI TPYIa.

I'naBa 2. TpeGoBaHusi Mo OXpaHe TPyJa nepex HA4aJa0M padoThI

8. BKIIOYHMTH IIOJHOCTBIO OCBELICHHE IIOMEIICHUS M YOEOWThCS B HCIpPaBHOM pabote
CBETWJIbHUKOB, HaMEHbILIasi OCBEUICHHOCTh pabo4yero Mecra JI0JKHA



OBITh: TIPH JIOMUHECHEHTHBIX Jammnax He MeHee 300 nk. (20 B1/kB.M.), mpu nammax
HakaymBaHus He MeHee 150 nk.(48 B1/kB.M.).

9. IlposeTputh MOMEIEHHE M TOATOTOBUTH K paboTe HEOOXOMMMBIM HMHCTPYMEHT H
o0opyaoBaHue.

10. Tlpu ucnons3oBanuu B paboTe SIEKTPUYECKUX MMPHUOOPOB U alIaparoB (3JIEKTPUYECKast
NUINYIIAs MallMHKA, KOMITBIOTED U 1p.) YOeOUTbCS B MX MCIPABHOCTH M IEIOCTHOCTH

MOJIBOSIINX KaOeNel 1 AIeKTPOBUIIOK.

I'naa 3. TpeOoBaHusi 10 0OXpaHe TPyAa BO BpeMsi padoThI

I1. Crporo  BBHIIONHATEH TI0CJIEI0BATENBLHOCTh paboTel ¢
JOKYMEHTaMH,yCTaHOBJICHHYIO JIOJDKHOCTHBIMH 00S3aHHOCTSIMHU.
12. Cobnronars mopsaoK M He 3arpoOMOXkKIaTh pabodee MECTO MOCTOPOHHUMHIIPEAMETAMH
Y HEHYXHBIMU JOKYMEHTaMH.
13. Tlpu HemocTaTOYHOM OCBEIIEHHOCTH PabOYero MeCTa ISl JOMOJHUTEILHOTOETO
OCBEILIEHUS TOJI30BaThCA HACTOJIBHOM JIAMIIOM.
14. Tlpu paGore ¢ HCHOIB30BAHHEM IIEKTPUYECKOMN MULIYIIEeH
MAaIIMHKUCOOIII0JaTh MEPhl O€30IIaCHOCTH OT HOPAKEHHSI TEKTPUUIECKUM TOKOM:
- HE MOJKJIIYaTh K IEKTPOCETH M HE OTKIIOYaTh OT HEE MUINYIYH) MAIIMHKYMOKDPBIMH
Y BIAKHBIMH PyKaMu;
- HE OCTaBJIATh BKJIIOUCHHYIO B JIEKTPOCETh MUIIYIIYI0 MAIIUHKY C pPabOTaroIUM
ANIEKTPOABHUraTeNeM 6e3 MPUCMOTpa.
15. Tipu  pabore C  HCHOJb30BAaHUEM KOMIIBIOTEpA PYKOBOJCTBOBATHCS
«MHCcTpyKIMel Mo oxpaHe Tpynaa Ipu padore Ha BuAeoAuciieHbx TepmuHanax(BT)
U IEPCOHAIBHBIX AJIEKTPOHHO-BBIYHUCIUTEIbHBIX MamuHax (II9BM)».
16. Jlns mommepkanus 370poBOr0 MUKPOKJIMMATA CIEAYET Yepe3 Kaxkable 2 daca paboThl
IIPOBETPHUBATH IIOMEIICHHUE.
17. Tlpu mmarensHO#t paborTe ¢ JOKYMEHTaMM W Ha KOMIIBIOTEPE C IIEJBIO CHUIKEHHUS
YTOMJICHHS 3PUTEIBHOTO aHAJIM3aTOPa, YCTPAHEHUS BIMSAHMS TMIIOJUHAMUYU U TMIIOKMHE3HH,
IPEJOTBPALICHUS Pa3BUTHS IO3HOTOHMYECKOTO YTOMIJIEHHUS dYepe3 KaxAblili udae paboThl
nenath nepepbiB Ha 10-15 MuH., BO BpeMsi KOTOPOroO CJEAYET BBINOJHITH KOMILIEKC
yHpaXHEHUH U1 ri1a3, GU3KYJIbTYPHbIE N1ay3bl U (PU3KYJIbTYPHBIE MUHYTKH.

I'naBa 4. TpeGoBaHusi Mo OXpaHe TPyAa 10 OKOHYAHUH PadOTHI

18. OTKIIOYHTL OT 3JIEKTPOCETH BIEKTPUYECKUE MPHOOPHI, OUYMCTUTH SKPAHKOMITLIOTEPA

cayipeTKor OT MBLIH.



19. Tlpusectu B mopsgok pabodyee MecTo, yOpaThb B OTBEJEHHBIE MeCTa JUISl XPaHEHHS
JIOKYMEHTBI, ”HCTPYMEHT U 000pYI0BaHUE.

20. TIpoBeTpUTH TIOMEILEHHNE, 3aKPHITh OKHa, (PaMYTH ¥ BBIKIIIOUHTH CBET.

I'naBa 5. TpeOoBaHusi 10 OXpaHe TPYAa B ABAPUITHBIX CUTYAIMSAX

21. B ciyuae nosiBieHHs: HEUCTIPABHOCTH B pabOTE DIIEKTPUUECKON MUNIYIIEHMANINHKY WA
KOMITbIOTEpA, TMOCTOPOHHEro IIyMa, MCKPEHHs M 3amaxa TapH, HEMEIUIEHHO OTKIIIOYHTH
AIIEKTPONPUOOP OT MEKTPOCETH M COOOIIUTH 00 3TOM aAMHUHHUCTPALUH yupexaeHus. Paboty
IPOI0JDKATh TOJIBKO MOCTIE YCTPAHEHUSI BO3HHUKIIIEH HEUCIIPABHOCTH.

22.  Tlpu BO3HMKHOBEHMH MOKapa HEMEJIEHHO COOOIIMTE 06 3TOM aJIMUHUCTPALIUH
yUpeXkKAeHUs W B OmmKalinylo NOXApHYI0 YacTh M MPHUCTYNHTh K TYIICHUIO oOuara
BO3TOPaHUs C MOMOIIBIO TIEPBUYHBIX CPEICTB MOKAPOTYILICHHS.

23.Ilpu mony4eHWd TPaBMbl HEMEIEHHO OOPAaTUTLCA 33 MEIMLMHCKOM IMOMOIIBIO M
COOOIIUTH 00 3TOM aJIMUHUCTPAIINN YUPEKICHHS.



ABTOHOMHAS HEKOMMEPYECKASA TPO®PECCUOHAJIbBHASA
OBPA3OBATEJIBHAS OPI'TAHU3AIUA
«XEKCJIET KOJIJIELA>»

OCHOBHASA ITPOT'PAMMA ITPO®ECCHUOHAJIBHOI'O OBYYEHUA

MMPOT'PAMMA ITPO®ECCHUOHAJIBHOM MMOATrOTOBKH 11O
IMPOPECCHUN21299 «TIEJTOITPOU3BOJAUTEJIb»

PABOYASA TPOTPAMMA
«OCHOBbI 92KOHOMHUKH OPI'"AHU3 AN »



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanbHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



COJEP)KAHUE

[NHOACHUTEJIBHAA 3AIINCKA
.YUEBHO-TEMATHYECKUI TJIAH U COJIEPXKAHUE
YYEGHOI'O MATEPUAJTIA

MATEPHUAJIBHO-TEXHUYECKOE U THOOPMAIIMOHHOEOBECIIEHEHNE
HEOBXOJMMOE JIJI1 OCBOEHUS PABOYEN ITPOI'PAMMBI

.OHEHOYHBIE MATEPHAIJIbI



IHOACHUTEJIbHAA 3AIINCKA

Lesas peaau3anuu NporpaMMbl U IJIAHUPYeMble pe3y/ibTaThl 00y4eHust

Pabouas mporpamMmma «OcHO6bl IKOHOMUKU Op2aHu3ayuu» SBISETCS YacTbl0 OCHOBHOMN
nporpaMmbl  MPO(ECCHOHATLHOTO  00ydeHHUs 1O  NpOodEecCHOHATHHOM  TOJITOTOBKE
«Jlemonpon3BOANTENbY, pa3pabOTaHHON HA OCHOBE:

— denepanbHOTO 3akoHa  oT 29.12.2012 N 273-®3 «O6  obOpazoBannM BPoccui

— Ilepeuns mpodeccuii pabodmnx, JOMHKHOCTEH CIyXKalluX, MO KOTOPHIM OCYIIECTBISETCS
npodecCHOHAIbHOE 00yUYeHUE, YTBEPIKICHHOTO TPUKa3oM MuHuCTEpCTBa pocsenieHus: PO
ot 14.07.2023 r. N 534,

— IIpodeccuonansuoro CTaHJapTa Cneyuanucm no OpP2AHU3AYUOHHOMY u
OOKYMEHMAYyUOHHOMY obecneyenuto ynpaeienus opeanusayueti (YyTBEPKISHHOTO IPUKa30M
MunuctepcTBa Tpyia U conraibHON 3amuThl PO ot 15.06.2020 r. Ne 333H),

— TpeOoBaHMi, yKa3aHHBIX B  KBanu(puKaimOHHOM  CIpPaBOYHHKE  JOJKHOCTEH
pYKOBOJOUTENEH, CIEUUANIUCTOB U JAPYTUX ciyxamux 4-e wusgaHue (yTBepiKIeH
noctaHoBienneM Muntpyna P® ot 21 aBrycra 1998 r. Ne 37 c¢ usmeHeHusimu ot 27
MmapTta 2018 1.)

B pe3ynbraTe ocBoeHMS MOAYJIS CIyIIATENb JOKEH

yMeThb:

— BBIOUpATH HEOOXOTUMYIO OpraHU3alMOHHO-TIPABOBYIO
dbopMynpeTPUHUMATETHCKON JeSITEILHOCTH;

— I[PUHUMATL PCUHICHUA 110 BOIIPOCAaM, CBA3AHHBIM C OpFaHHSaHHeﬁHpeI[HpI/IHI/IMaTe.HBCKOFO
AcJia, BJIAACTb pAalUOHAJIBHBIMH IMPUCMAMHU ITOMCKA W HCIIOJIb30BAHHUA KOMMGp‘-IGCKOﬁ
nH(popManuu;

3HATh:

— CYIHOCTb OCHOBHBLIX MOHATHN M MEXaHU3Ma 6H3Heca;

— OCHOBHBIE THIIBI M OPraHMU3ALMOHHO-TIPABOBBIE (POPMBI HPEANPUHUMATENBCTBA, HUX

0COOEHHOCTH U IPEUMYIIECTBA;
— (opMBI MapTHEPCTBA B PEANPUHUMATEIILCKOM eI TeIbHOCTH;

— OCHOBBI OM3HEC-TUTAHUPOBAHUS U APYTUX ACIIEKTOB YIIPABICHUS KOMMEPUYECKOM

OpraHu3aIyy.

Ha peanu3anuto PaGoueit mporpammel oTBouTCs 4 Haca.
3aBepiaercs oOyueHue no yaeOHOI JTUCLHUTLIINHE
npoBeeHneMIupGepeHIIMPOBAHHOTO 3a4ETA.



YYEBHO-TEMATHUYECKHAM IUIAH U COJAEP)KAHUE «OCHOBBI SdKOHOMUYECKHUX 3HAHU»

Ne HaumenoBanue Tem Conepxan O0umm B TOM YHcCJIe Camoct | ATTecTanu
n/ e 7| Jlekuuu | IlpakTHuyecku . s1,9ac.
n 00BEM ,Jac. e,Jac. pabora,
4acoB yac.
11.| OpranuzaioHHoO- CyIHOCTh 1 1
paBoBbie (HOPMBI MpeANPUHUMATEIBCKON
MpEeANPUITHI NESTENIbHOCTH, CyOBEKTH H
00BEKTHI
NPEANPUHUMATENIBCKON IEATEIBHOCTH;
OpraHu3aioHHO-IIPABOBbIE bopMbI
NpeANPUITHIA; 0o0BeIMHEHUE U
peopranuzanus NpeAnpUsITHi, MOPSIOK
CO3J1aHuUs u
MpeKpalieHue
JIeATEIbHOCTH NPETPHUSATHSI.
12.| busnec - [lenooOpa3oBanue Ha MIPOAYKIIHUIO, 2 2
MJIAHUPOBaHUE cucreMa
NPEIIPUATHS HaJIOT000JI0KEHUS,
opram3ams TpyAda ©  3apaboTHOMH
ILJIATHL; ousHec-
IUIAHUPOBAHUE; IICUXOJIOTHSIT M JTHKaA
KOMMEpYECKOH AEeSATENbHOCTH.
HesTenpHOCTH
NpEeANPUITHUS B
cucreMe
XO3SIMCTBEHHOT'O yUeTa.
13.| InddepenunpoBaHHbI 1 1
i3aver
14.| UTOI'O 4 3 1




23.

MATEPUAJBHO-TEXHUYECKOE I HHPOPMAIIMOHHOE
OBECIIEYEHME, HEOBXOIUMOE JIJIsI OCBOEHHU S PABOYEN

ITPOI'PAMMBbI

MarepnanbHO-TeXHH4YECKOe o0ecniedyeHne
[Iporpamma npeAnojaraet HaJIu4yue y4e0HOTO KaOuHeTa
COLUAIbHO-9KOHOMHYECKUX JUCLIUIUINH.

ObopynoBanne yueOHOTO KaOMHETa:

— Mme0ernb, IIpeAHa3HAYCHHAs TUIs IPYyIIIUPOBKH B
Pa3INYHBIXKOH(DUTypaLUsX;

— pabodee MECTO MPETo1aBaTels;

— KOMIUIEKC y4eOHO-METOINYECKON
JTOKyMeHTaIuu. TeXHUIeCKrue CpeicTBa 00yUCHHUS:

— JJIEKTPOHHBIE BUJICOMATEPHAIIBL;
— HOYTOYK;

—  TIPOEKTOP.

NudpopmanmnonHoe odecnieyeHue 00yueHust
OcHogHble uCMOYHUKU, 3aKOHOOAmENIbHblE U HOPMAMUBHbIE OOKYMEHMbL,
I71eKMPOHHbBLE Pecypcobl
Hopmamusno-npasogule

UCMOYHUKU.

Konctutynus Poccuiickoit @enepanmu

24.Tpaxnanckuit kogekc Poccuiickoit penepanuu (dactu 1, 2)» ot 30.11.1994r.
No51-®3 (pen. ot 02.07.2005 1) [DnektpoHHBIM pecypc] — Pexum mocryna:
www/consultant.ru

25.HamnoroBsiit kogekc Poccuiickoii denepannu [DnekTpoHHbIH pecypc] — Pexum
noctyna: www/consultant.ru

26. Tpynosoii kogekc Poccuiickoit ¢enepannn [DiaekTpoHHbIH pecypc] — Pexum
noctyna: www/consultant.ru

27.03 «O6 obrecTBaXx ¢ OrPaHUYCHHON OTBETCTBEHHOCTHIO» OT 26.02.1998r.
Ne 14-®3 (pen. ot 29.12.2004r.).

28.®03 «O6 akiuoHEepHBIX obOmecTBax» 0T 26.12.1995r. Ne 208-®3 (pen. ot
29.12.2004r.)

29. 03 «O npou3BoACTBEHHBIX KoomepaTuax» oT 08.05.1996r. Ne 41-®3 (pex. ot
21.03.2002r.).



30.®3 «O rocyaapCTBEHHBIX U MYHHIUIAIbHBIX YHUTAPHBIX MPEANPUATHIX»OT

14.12.2002r. Ne 161-®3 (pexn. ot 08.12.2003r.).

31.®3 «O pa3BuTHH MaJIOTO U CPEIAHErO MPEANPHHUMATEILCTBA B PDy oT
24.07.2007 Ne 209 - @3

OcHosHble UCMOYHUKU

1. Beuxkanos, I'. C. DxoHoMuueckas 6ezonacHocth [Tekcr]: Yuebuuk / I'. C.
Beukanos. — CII6.: [Tutep, 2012. — 384 c.

2. Hcropus npexnpuauMmarenseTBa Poccun: kype nexmmii. C.A. Cmeranun. —M.:
KHOPVYC, 2012.-192 c.

3. Kpyruosa, H. IO. OcHoBbl 6usHeca (nmpeanpuauMarensersa [Teker]): yueOHuUK /
H.IO. Kpyrnosa. — M.: KHOPVYC, 2012. — 544 c.

4. Habartaukos, B.M. Opraamsanms NOpeaIPUHAMATENLCKON —IEATEIBHOCTH
[Texcr]: YuebHoe nmocooue/B.M. HabaraukoB. — PoctoB-Ha /I.: ®enukc, 2012 —
256 c.

5. Opranusanys OpeINIPUHUMATENBCKON IeATeNbHOCTH. CXeMbI M TaOIMIbI
[Texcr]: Yuebnoe mocobue. B.II. Ilonkos; E.B. Ecradnesa. CII6.: Ilurep,
2013.-352c.

6. IlpeanpunumarenscTBo [Teker]: yueb. / mon penaknueii B.S1. Topdunkens, I'.B.
[Monsika, B.A. llIBannapa. — M.: KOHUTU-JAHA, 2013 — 581 c.

7. TpennpunumarenbctBo [Teker]: yueb. / mox penakuumein M.I'. Jlamyctsl. — M.:
NH®PA-M, 2012. - 667 c.

8. Camapuna, B.II. OcnoBsl npexnpuauMarenbctBa [Tekcr]: yue6.mocodue /
B.I1. Camapuna. — M.: KHOPYC,2012. — 224 c.

9. Dxonommuueckuii ciosaps [Tekcr]/Ots. pen. A.. Apxunos. — M.; TKBen6wu,
N3n-Bo IIpocnekt, 2012. — 486 c.

,ZZOI’lOJZHMme./Zbele UCMOYHUKU

1. Jlro6umos JI.JI., Pannero H.A. OcHOBBI SKOHOMHUECKUX 3HaHUii, M.: Buta-
[Ipecc, 2008r.

2. Kpyruk A.B. Opranusanus npeanpuHUMATeIbCKoi aesarensHocT [Teker]:
yue0. mocobue / A.b. Kpyruk, M.B. PemeroBa. - M.: 3naTenbckuii eHTp
«Axanemus», 2009.



. IIpeanpunumarenbckoe npaBo [Tekct]: Yuebnuk / [lox pen. E.Il. I'ybuna,
ILT. Jlaxno. - M.: FOpucts, 2009.

. SIxoBnes, I'"A.  Opranuzanus MpENPUHUMATETbCKON
nestenbHOCTH[ Tekct]: Yueb. mocobwue. - M.: PIIJI, 2009.

. Masnoe u cpeanee npennpunumarensctBo B Poccuu. 2009 [Tekct]: Crar.
¢0./ Poccrar. - M., 2009. — 151 c.



OIEHOYHBIE MATEPHAJIBI

[Tepedens BOompocoB k audPepeHIIIPOBAHHOMY 3a4eTy
1o «OCHOBBI SKOHOMHUKH OpTaHH3aIHN

1.Oramnsl pa3BUTHA NPEAIPUHIMATENBCTBA

2.CyOBbeKThI 1 00BEKTHI IPEANPUHUMATEITECKOU e TETHHOCTH.

3.llenu u noruka, OCHOBHBIE MPUHIUIIBI U YCJIOBHUS MPEANPUHUMATEIbCKOU

JESATENBHOCTH.

4.Peructpanust npeanpusITUnA

5.Peopranusansi, 6aHKpOTCTBO U JIMKBHUIALMS TPEIIPUATHIA

6.48.YcraB npeanpusiTis, UMYyIIECTBO U YCTaBHBIN KaruTal.

7. Knaccudukanus npeJnpuHIMATEIbCTBA.

8.Oprann3aliiOHHO-NPABOBbBIE bopMbI IpEeANPUHUMATENIBCTBA! o0mrasxapax

9.0OCHOBHBIE 3aKOHOJATENBHBIE aKThI, PErYJIUPYIOIIHE MPEIITPUHUMATEIBCKYIO

JeaTenbHoCTh B Poccuiickoit @enepanuu.

10.Oprann3aiinOHHO-PABOBBIE dbopMBI  TIpEeATPUHUMATEIHCTBA!
TOBApPHUIIECTBA,00111€CTBA, KOONIEPATUBBI U YHUTAPHBIE IPEATIPUATHSI.

11.IIpaBoBbIE OCHOBBI JIULICH3UPOBAHUS.

12.ITpaBoBoe peryiupoBaHue IIpEeKpaLicHUs
NpeANPUHUMATENIbCKONIESI TENIbHOCTH.

13.IIpaBoBo€ perynupoBaHuie JOTOBOPHBIX OTHOUIEHUH IPEATPUHUMATESL.

14.Buabl X03511ICTBEHHBIX JOTOBOPOB, HX COCTaB M XapaKTEPUCTUKA OCHOBHBIXYCIOBHUM.

15.Mexanusm rOCy1apCTBEHHOTO perynupoBaHus IIeH Ha
MIPOU3BOAUMYIOIIPOTYKIIHIO.

16.Hayorosoe peryanpoBaHue npeanpuHUMaTENbCKON 1€ TETbHOCTH.

17..I'ocynapcTBEHHOE PETYJIMPOBAHNE KAYECTBA MPOIYKIIUH.

18.CtpykTypa KpenuTHo# cuctembl. CyIHOCTb, BUIBI U (POPMBI KpEaAUTA.

19.B3auMoOTHOIIIEHUs TpEApPUHUMATENEH C HAJIOrOBOM CHUCTEMO, OpraHu3alUsIMU-

KpEAUTOPAMH, CTPAXOBBIMU OPTaHU3AIUSMH, YIaCTHUKAMHUPBIHKA IIEHHBIX OyMar.

20.CymHOCT, M BHUABl KOMMEPYECKUX OIEpanuil, KOMMEPUYECKO-II0CPEIHNYECKOU

JIEATEIBbHOCTH.

21.®@opMBI KOMMEPUYECKHUX JIOTOBOPOB (KOHTPAKTOB) U UX coAepxkanue. 64.Opranusanus

Y TOKa3aTeNId pe3yIbTaATUBHOCTH KOMMEPUECKOM JeaTesibHOCTH. 65.1IpaBoBoe
peryiaupoBaHue dhopmMupoBaHHS ce0ecTOMMOCTH
BBIITYCKaeMOM
MPOYKIIMHU



METOANYECKHUE MATEPHUAJIbBI
MeToanueckasi pa3padoTKa 3aHATHS

Tema: Opranu3zanmoHHO-TIPaBOBbIE POPMBI IPEATTPUATHH.

Henb: ananu3 BHUIOB  NPEAIPUHUMATEILCKOU JNeATEIIbHOCTH u
ONPEIEICHUETUIIONOT A KOMMEPYECKON OpraHu3alyy.

3agaum:

CdopmupoBaTh NOHATHA: CYIIHOCTh MPEANPUHUMATENHCKON AESITETbHOCTH, BUIbI

MpeANPUHUMATEIIbCTBA, CyOBEKTHI u 0OBEKTHI

MIPEANPUHUMATEIBCKONAESTENIBHOCTH;

OpraHU3aI[MOHHO-TIPAaBOBBIE ()OPMBI IPEATPUATHH.

3aKpenuTh U KOHKPETU3UPOBATh 3HAHUS CTYJEHTOB B O0JACTH MPUMEHEHUSOCHOBHBIC

MTOJIOKEHUSI HOPMAaTUBHBIX JOKYMEHTOB B ITPOLIECCE OCYIIECTBICHUAAHAIN3a BUIOB

MPEANPUHUMATENIBCKOM EATEIbHOCTH U ONPEACICHUS TUIIOJIOTMH KOMMEPYECKOU

OpraHu3aluu.

Oo0Opa3oBarte/ibHbIE Pe3yJbTATHI:

Ciymarenb J0JKeH

ymemb:

— XapaKTEepU30BaTh BUBI IPEANIPUHUMATEIBCKON EATENBHOCTH U
— NPEAIPUHUMATEIBLCKYIO CPENLY;

— INPUMCHATH OCHOBHBIC IMOJIOKCHHUS HOPMATHBHBIX TOKYMEHTOB B ITPOLIECCE

— IIPOBEICHUS aHaIU3a BUJIOB  IPEAIIPUHUMATEILCKON
NEeATEIbHOCTH HONpENEIeHUs

— THUIIOJIOTUH KOMMGp‘-I@CKOfI OpraHHu3alunu.

3HAamyv:
— THUIIOJIOTHIO NPEANIPUHNMATCIIECTBA,

— OpraHu3alMOHHO-TIPAaBOBbIE (OPMBI TPENNTPUHUMATEIHCKOM NESTEIbHOCTH.
KpaTkue TeopeTnyeckue u y4eOHO-MeTOAUYECKHE MaTePHAJIbI

N3Bneuenus u3 ['paxpanckoro koaekca P®, kacaroniuecs TpeanpUATHI pa3IMYHbIX
BU/JIOB:

Cr. 87.1. 1. OOmecTBOM ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO IPU3HACTCS
YUPEKACHHOE OJHUM WM HECKOJIbKHUMH JIMIIAMU OOIIECTBO, YCTaBHBIA KamuTall
KOTOPOrO pa3[eleH Ha JOJM ONPEIECNIECHHBIX YYPEAUTEIbHBIMU JOKYMEHTaMU
pa3MepoB; yYACTHUKH OOIIECTBA C OrPAaHUUYEHHON OTBETCTBEHHOCTHIO HE OTBEYAIOT IO
ero 00s3aTeNbCTBAM U HECYT PUCK YOBITKOB, CBSI3aHHBIX CIESITEIHLHOCTHIO OOIECTBA, B
npejenax CTOMMOCTH BHECEHHBIX UMH BKJIa/10B.



Cr. 90.1. 1. YcraBHbBI KamuTajd OOIIECTBA C OTPAHUYCHHOW OTBETCTBEHHOCTHIO,
COCTaBJISIETCS] U3 CTOMMOCTHU BKJIAJIOB €0 yYaCTHUKOB.

Cr. 91.1 1. Beicum opranoM o0IecTBa ¢ OTPaHUYEHHOM OTBETCTBEHHOCTBIOSIBIISAETCS
obmiee coOpaHue €ro y4acTHUKOB. B oOmiecTBe ¢ OorpaHWYeHHON OTBETCTBEHHOCTHIO
CO3MaeTCs UCIOJNHUTENbHBI oOpraH (KOJUICTHAIBHBIN ¥ (WIH) eIHMHOJIHYHBIN),
OCYIIECTBIISIONIUI TEKyIllee PYKOBOJACTBO €T0 AESITEIbHOCTBIO U MOJOTYETHBIN 00IIeMy
CcOOpaHUIO €r0 Y4aCTHUKOB.

Cr. 92.1 1. OOmecTBO ¢ OrpaHUYEHHONW OTBETCTBEHHOCTHIO MOXET OBITh
pPEOPraHU30BaHO WM JIMKBUAUPOBAHO JOOPOBOJIBHO MO €IMHOTIACHOMY PEUICHHIO €ro
Y4aCTHUKOB.

2. OOmecTBO C OrpaHMYEHHOH OTBETCTBEHHOCTHIO BIIpaBe MpeoOpa3oBaThCs
aKLMOHEPHOE 0OIIECTBO WU MPOU3BOICTBEHHBIN KOOTIEPaTHB.

Cr. 94 YyacTHUK OOIIECTBa C OTpaHUYEHHOW OTBETCTBEHHOCTHIO BIIpaBe B JH0OOE
BpeMs BBIMTH U3 O0IIECTBA HE3aBUCUMO OT COTJIACHS JIPYTHX €ro YYacTHUKOB. [IpusTom
€My JOJKHa OBITh BBIIUIAY€HA CTOMMOCTb YacTH HMMYIIECTBA, COOTBETCTBYIOIIEH €ro
JI0JIe B YCTaBHOM KamnuTalie 00IIecTBa.

Cr. 96. 1. AKUMOHEpPHBIM OOINECTBOM IMPHU3HACTCS OOIIECTBO, YCTAaBHBIA KalUTal
KOTOpPOr0 pa3fefieH Ha OIpeAeleHHOE YHCIO aKIui; YYaCTHUKH aKIIMOHEPHOTO
oOmiecTBa (aKIMOHEPHI) HE OTBEYAIOT IO €r0 005A3aTEIbCTBAM U HECYT PUCK yOBITKOB,
CBSI3aHHBIX C JIEATENLHOCTHIO OOIIECTBa, B MpeaesiaX CTOMMOCTH MPHHAUICKALIIX UM
aKIUU.

Cr. 102. 1. JIons mpuUBHUIETUPOBAHHBIX aKIMK B 00IIEM 00beMe yCTaBHOTO KamuTaja
aKIMOHEPHOTO 00I1IeCcTBa HE JOJIKHA MPEBBIIATH 25 MPOLIEHTOB.

2. AKImoHEpHOE OOIIECTBO BMpPAaBE BBIMYCKATh OOJIMTalldd TOJBKO IOCJIE TOJHOU
OIIaThl YCTABHOI'O KaluTajia.

Cr. 103. 1. BeiciuM opraHoM yIipaBJieHUsT aKIIMOHEPHBIM OOIIIECTBOM SIBIISIETCS O0IIIee
coOpaHue ero aKIMoHEPOB.

2. B oOmecTtBe ¢ 4YHCIOM akIMOHepoB Oosee 50 co3maeTcst COBET AUPEKTOPOB
(HaOMrOAaTEeNBHBIN COBET).

Cr. 104. 1. AkxunuoHepHOoe OOIIECTBO MOXET OBITh PEOPraHU30BAHO WIIH
JUKBUAUPOBAHO JOOPOBOJIBHO 1O PEIICHUIO 00IIEero coOpaHus aKIIHOHEPOB.

2. AKIIMOHEpHOE OOIIECTBO BIpaBe MPeoOpa3oBaThCsi B OOMIECTBO OTPAaHUYCHHOMN
OTBETCTBEHHOCTHIO MJIM MPOM3BOACTBEHHBIN KOOIMEPAaTHB, a TAK)KE€ BHEKOMMEPUYECKYIO
OpPraHHU3aIUI0 B COOTBETCTBUH C 3aKOHOM.

Cr. 107. 1. IIpon3BoICTBEHHBIM KOOIIEPATUBOM (apTeJbi0) MPU3HAETCS JOOPOBOJILHOE
o0beIMHEHNE TpaXKIaH Ha OCHOBE YJICHCTBA JJIi COBMECTHOM MPOW3BOJCTBEHHOW WU
WHOW XO3SIMICTBEHHOM JEATEIbHOCTH., OCHOBAHHOM HA WX JIMYHOM TPYJIOBOM U HHOM
YYaCTHU U OOBEMHEHUH €r0 YWICHAMH UMYIIECTBEHHBIX MTACBBIX B3HOCOB.



2. UseHBI IPOM3BOACTBEHHOIO KOOMEPATHBA HECYT MO 00A3aTENLCTBAM KOOMEPATHBA
cyOCHaMapHyI0 OTBETCTBEHHOCTbD.

Cr. 108. 1. YupeauTeabHbIM JOKYMEHTOM MPOU3BOJICTBEHHOIO KOOTIEPaTUBA SIBISETCS
yCTaB, YTBEPXkKAaeMbIi 00IIMM COOpaHHUEM €To YJICHOB.

3. Ymucino 4neHoB KOONepaTHBa He JOJKHO OBITH MEHEE 5.

Cr. 109. 1. HmymectBo, Haxojsmieecss B COOCTBEHHOCTH IPOU3BOJCTBEHHOTO
KOOIIepaTHBa, IEIUTCA Ha TIall €T0 YICHOB B COOTBETCTBUU C YCTABOM KOOIEPATHBA.

3. Koomneparus He BIIPaBE BBITYCKATh aKIHH.

4. TIpubbLIb KOOIIEpaTHBA PACIPENCISIETCS MEXIY €ro YICHAMH B COOTBETCTBHH HX
TPYIOBBIM yYacTHEM, €CIM HMHOW MOPSANOK HE MPEAYCMOTPEH 3aKOHOM U YCTaBOM
KOONEpaTHBa.

Cr. 110. 1. BeiciiuM opraHoM ympaBlICHHsI KOOTIEpaTHUBa SBIISICTCS oOIee coOpaHue
ero wieHoB. VcronHuTeIbHBIMUA OpraHaMu KOONEPaTHBa SIBJISIFOTCS MpaBjieHue U (WIn)
€ro npeacenaTeb.

Cr. 112. 1. TIIpou3BOACTBEHHBIM KOOMEPATHB MOXKET OBITH JOOPOBOJBHO
peopraHu30BaH WM JTUKBUIUPOBAH MO PELICHUIO 00IIEero cOOpaHus €ro YWICHOB.

2. ITpou3BOACTBEHHBII KOOMEpPATUB MO €IUHOIIACHOMY PEHICHUIO €r0 YJIEHOB MOXET
peo0pa3oBaThCs B XO3IMCTBEHHOE TOBAPHUIIIECTBO HIJIH OOIIECTRBO.

Bomnpocsl 1151 3aKpenJieHus :
1. Hasosute JIOKYMEHT, perIaMeHTUPYIOLIUN MOPSAAOK
OCYLIECTBICHUIEATEIBHOCTH IPEANPUATHN PA3INYHOTO BUA.
2. OxapakTepu3yiTe OCHOBHBIE BUJIbI IPEIIPHUATHIA.
3. Jaiite xapakrepuctuky OO0 u AO.
4. OxapakTepu3syiite OCHOBBI JA€SITEILHOCTH ITPOU3BOICTBEHHOTO KOOIIEPATHBA.



ABTOHOMHAS HEKOMMEPYECKAS TPO®PECCUOHAJIBHASA
OBPA3OBATEJIBHAS OPI'TAHU3AIUA
«XEKCJIET KOJIJIELA>»

OCHOBHASA TPOTPAMMA ITPO®ECCHOHAJIBHOI'O
OBYYEHUA

MMPOTPAMMA MMTPO®ECCHUOHAJIBHOM MMOATrOTOBKH IO
IMPOPECCHUN21299 « TEJTOITPOU3BOJAUTEJIb»

PABOYAS ITPOT'PAMMA
1TOKYMEHTAIMOHHOE OBECIIEYEHUEJAEATEJIBHOCTHU
OPTAHU3 AN



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanbHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



COJEP)KAHUE

1.INIOACHUTEJIBHAA 3AIINCKA

2..YUEBHO-TEMATHUYECKUIA IIJIAH 41 COJEPXXAHUE
YYEGHOI'O MATEPHUAJTIA

3.MATEPHUAJIbHO-TEXHUYECKOE N HNHOPOPMAILIMOHHOE
OBECIIEYEHHME, HEOBXOJMMOE JJA OCBOEHUA
PABOYEM ITPOTPAMMBI

4..OHEHOYHBIE MATEPHAJIbI



IHOACHUTEJIbHAA 3AIINCKA

Lesas peaju3anuu NporpaMMbl U IJIAHUPYeMble pe3yJabTaThl 00yYeHHs

Pabouas mporpamma Moaynst «/[okymenmayuonnoe obecneuenue OesamenbHOCmu
opeaHuzayuuy  SBISIETCS. YacTbl0 OCHOBHOW MporpamMMmbl  MpodeccuoHaTIbHOTO
00y4eHus o MPodeCcCHOHATIBHON MTOATOTOBKE
«Jlemonpon3BOANTENbY, pa3pabOTaHHON HA OCHOBE:

— denepabHOTO 3akoHa oT 29.12.2012 N 273-®3 «00
00pa3oBaHUH BPoccuiickon denepanun»,

yMeThb:

— OCYHICCTBIIATH JOKYMCHTAITHOHHOC o0OecrieueHue
ACATCIIbHOCTUOPTaHU3 Al

— TMpPUHUMATh U pErucTpupoBaTh MOCTYHAIOUIYIO
KOPPECIIOHICHLINIO, HAIPABIIATh €€ B CTPYKTYPHBIE MOIpa3IeICHUS
OpraHu3alNH;

— paccMmaTpuBaTh JOKYMEHTHI M IIEpe/iaBaTh UX HA UCIOJHEHUE C YUYETOM
PE30ITIONNH PYKOBOJUTENEH OpraHn3ally;

— 0o(opMIIATh PETUCTPAIMOHHBIE KAPTOYKHU U CO3/1aBaTh OaHK JaHHBIX;
— BECTHU KapTOTEKY y4eTa MPOXOKICHUS JOKYMEHTAIbHBIX MATEPHUAJIOB;
— OCYLUECTBJIATH KOHTPOJIb 32 IIPOXOKIAECHUEM JOKYMEHTOB;

— OTIIPAaBJISITh UCIIOJIHCHHYIO AOKYMCHTAIHMIO aJapecaTaM C NPUMCHCHHCM
COBPCMCHHBIX BUIOB OpFaHHSaHHOHHOﬁ TCXHUKH,

— COCTaBJIATh u  ohopMIsATh ciryKeOHbIe JOKYMEHTHI,
MaTepuabl CHCITIOJIb30BaHHEM (HOPMYJIISIPOB TOKYMEHTOB KOHKPETHBIX
BU/JIOB;

— OCYLICCTBJIATH JAOKYMCHTHPOBAHUC n OpTraHHU3allMOHHYIO
00pabOTKyTOKyMEHTOB;

— ¢opMupoBaTh JeNa;

— obecneunBaTh OBICTPBIA ~ TIOMCK  JOKYMEHTOB IO HAay4HO-
CIpaBOYHOMYaIapary (KapToTekaM) OpraHu3aluu;

— CHCTEMAaTHU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYILErO apXUBa;



— obecnednBaTh COXPAHHOCTb MPOXOAIIEN CIyKeOHOM JOKyMEHTAINH;
— TOTOBWTH U IIEpEAABATh JOKYMEHTHI Ha apDXMBHOE XPAaHEHUE;

— obecneunBaTh COXPAHHOCTh APXUBHBIX TOKYMEHTOB B OpTaHU3AIINH;
3HATh:

— OCHOBHBIE  BUIbl  pabOT MO  HMHPOPMALMOHHO-TOKYMEHTAMOHHOMY
00CITy’)KUBaHUIO B chepe yrnpaBieHus;

— TMOpPAJOK M TNpaBuwia HH(OPMAIMOHHO-IOKYMEHTAllMOHHOTO OOECHeueHUs U
o0cCiTy)KUBaHUs pabOThl PyKOBOAMUTEINS IPEAIPUATHS UM €r0 OJpa3IelICHUs;

— TMPUHLMI OpTraHu3alMM U BUABl pabOT 1O 0€310KyMEHTAIlMOHHOMY
00CITy’)KUBAaHUIO PYKOBOJUTEIIS;

— OCHOBBI JCJIONPOU3BOCTBA;

— BH/JIbl, HA3HAYCHHE U [IPABUJIA COCTABJIEHUS U OPOPMIICHHSI JOKYMEHTOB;

— PYKOBOJSIIME M HOPMATUBHBIC JOKYMEHTBI, OTHOCSILIUECSH K BEACHUIO
JEJIONPOU3BO/ICTBA;

— BHJIBI 51 MIOPSIIOK paboThI c JNOKyMEHTaMU
OpraHU3alNN,KOPPECIIOHICHLIUEH;

— MOPSAOK dbopmupoBaHus el B COOTBETCTBHUHU c
YTBEPKI€HHOMHOMEHKJIIATypOH;

— IIpaBUJIa XPAHEHHUs JOKYMEHTOB.

B pesynbraTe OCBOCHHSI HpPOTpaMMBbl CIyIIATENb JOJKEH OCBOMTH TpPEOOBaHMS

npodeccuonanbHoro  cra"gapra  «Crneyuarucm — no  Op2AHU3AYUOHHOMY U

OOKYMEHMAYUOHHOMY 0becneueHuro Ynpasienus opeanuzayueiy> B COOTBETCTBUH C
000011IeHHON _TPY/A0BO# pyHKUMeEN /Joxymenmayuonnoe obecneuenue desmenbHoCmu

opeaHuzayuu, a TaKXKE TPYAOBbLIMHA (l)VHKHI/IﬂMI/I opearnuzayusl pa60mbl c

OOKYMEHMAMY,  OpeaHu3ayus meKywe2o Xpawenus OOKYMEHMO8, Op2aHUu3ayus
0bpabomxu den 0151 NOC1edyIUe20 XPaHeHUs.
B/01.5 Opranusanusi padoThbl ¢ JOKYyMeHTAMH

Tpynoseie neiictBust | [Ipuem u mepBuuHas 00pad0OTKa BXOASIINX JOKYMEHTOB
[IpenBapuTenbHOE pacCMOTPEHHE M COPTUPOBKA JIOKYMEHTOB
[ToaroroBka BXOIAIINX JOKYMEHTOB JUISI PACCMOTPEHUS
pyxoBoauTeneMPeructpanys BXoIAIMX JOKYMEHTOB

Opranuzanus J0CTaBKU JOKYMEHTOB UCTIOTHUTEISM

Benenue 0a3bl JaHHBIX JOKYMEHTOB OpTraHU3aluu

Benenne nHpopMalnoHHO-CIIPaBOYHOM PabOTHI

O6paboTka 1 OTIpaBKa UCXOIANIUX JTOKYMEHTOB

Opranuzanus paboThI IO PETUCTPALINH, YIETY, XpAaHESHHUIO U Tiepeayde
B COOTBETCTBYIOLIME CTPYKTYpHbIE MOJApA3JeIeHUsl JTOKyMEHTOB
TEKYIIETo IeI0IPOU3BOJICTBA




KOHTpOHB HCIIOJIHCHUS JOKYMCHTOB B OpraHu3aluun

TpeboBanus k
00pa3oBaHMIO
noOyueHHIo

Paborarh co Bceli COBOKYMHOCTBIO MH()OPMAIIMOHHO-
JOKYMEHTAIMOHHBIXPECYPCOB OpTaHU3aIuU

[Tonb30BaThbest 6a3aMu TaHHBIX, B TOM YHCIE

ynaneHHbIMUI loTTb30BaThCS CIIPaBOYHO-TIPABOBBIMHU

CUCTEMaMH

[lpuMeHSATH  COBpeMEHHBIE  WH(OPMAIIMOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJOTHUH Ui pabOThl C JOKYMEHTaMH, B TOM YHCJIE s €€
ONTUMU3AIMH | MOBBITIIEHUS Y (PEKTUBHOCTH

TpeboBanwus K OMBITY

MPAKTUYECKON pabOThI

HopmaTuBHBIE IPAaBOBBIE aKThl 1 HOPMAaTHBHO-METOINIECKHUE

JIOKYMEHTHI,

OTIpeIeNIAIONINE MOPSAAOK TOKYMEHTAIIMOHHOTO 00ecreueHus

yTIpaBIeHUS

CTpyKTypa opraHu3amnu, pyKOBOJCTBO CTPYKTYPHBIX MOpa3IeICHUI

CoBpeMeHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUH PabOThI ¢ TOKyMEHTaMH

[Topsnok paboThI ¢ TOKYMEHTaMU

CxeMbl TOKyMEHTO00OpOoTa

[lpaBuma paboTBl ¢ BXOAMIIMMH, HCXOAAINIMMH U
BHYTPEHHUMU

JOKyMEHTaMHU

[IpaBuna opranuzanuu 1 (GOpMbI KOHTPOJS HCIOTHEHUS

JIOKYMEHTOB B

OpraHU3aLuH

Tumnossle CPOKH UCTIOTHEHUS TOKYMEHTOB

[TpuHIIUTIBI pabOTHI CO CPOKOBOM KapTOTEKOM

Ha3nauenue 1 TEXHOJOTHS TEKYIIETO U MPEAyPEAUTEIbHOTO

KOHTPOJIS

[IpaBuna JOKyMEHTAIIHOHHOTO 00eCIICUeHHS I TEIbHOCTH

OpraHu3aIu

Buybl OKyMEHTOB, UX Ha3HAUYCHHE

TpeboBaHusi, npeabABIsSieMble K JOKYMEHTaM B

COOTBETCTBUU c

HOPMAaTHBHBIMHU aKTaMH M TOCYIapPCTBEHHBIMH CTaHAAPTAMH

[IpaBuna coctaBneHust U opopmieHUs HH(YOPMAIIIOHHO-

CIIPaBOYHBIX,

OpraHM3alMOHHBIX, YIIPABICHYECKUX JOKYMEHTOB

[IpaBuna co3naHus U BeieHUs 0a3 NAHHBIX CITYKEOHBIX

JOKyMEHTOB B

OpraHu3aIu

Cuctemsl 3IEKTPOHHOTO TOKYMEHTO000pOoTa

[IpaBumna u cpokH OTIIPABKU UCXOASIIUX JOKYMEHTOB

TpebGoBanus OXpaHbl TPyJaa

B/02.5 Opranu3anus TeKyiero XxpaHeHusi 10KyMeHTOB




TpynoBbie nericTBUA

IIpuMeHEeHrEe HOMEHKIIATYPBI J€JI OpraHU3aluu

ITpoBepka npaBUILHOCTH O(hOPMIICHHUS TOKYMEHTOB U OTMETKH 00 UX
UCIIOJHEHUH Nlepe] X (OPMHUPOBAHUEM B JIEIIO0 Ul OCIETYIOLIET0
XpaHECHUS

@DopMyIUpPOBaHUE 3ar0JI0BKOB JIEN U ONPENEICHUE CPOKOB UX
xpa"neHUuA PoOpMHUPOBAHUE JEIT

KOHTpOIb paBUIBHOIO U CBOEBPEMEHHOI'O PACIPEAECIICHUS U
MIOAIIMBKUAIOKYMEHTOB B J€JIa

TpeGoBanwmst k
00pa3oBaHUIO
HO0YUYCHHIO

Opranu3oBbIBaTh pabOTy 0 YUYETY, XPAHCHHIO U Mepeiadye B
COOTBETCTBYIOIIIEE CTPYKTYpPHOE MOIpa3iesieHue TOKyMEHTOB
TEKYLIET01€JI0NPOU3BOICTBA

Hcnonb30BaTh HOMEHKIIATYPY A€ IPU U3YUEHUU CTPYKTYPBI
OpraHu3aliy, COCTABJIECHUU OMHUCEH e

Opranu3oBbIBaTh paboTy 0 GOPMUPOBAHUIO JI€T B COOTBETCTBUU C




YTBEPKICHHOW HOMEHKJIATYypOH 1€l OpraHu3aluu

ITpaBUIBHO U CBOEBPEMEHHO (DOPMUPOBATH JOKYMEHTHI B JIeja €
YYETOMUX CHEIUPUKU

CucrteMaTu3upoBaTh JOKYMEHTHI BHYTpH Jieia

ObecnieunBaTh COXPAHHOCTD U 3aAIIUTY JOKYMEHTOB
opranuzaiuu [IpuMeHsaTs HHQOPMAIIMOHHO-
KOMMYHUKAI[IOHHBIE TEXHOJIOTUHU ATSIPA0O0THI C TOKYMEHTaMHU

TpeboBanus k HopmaTtuBHBIE IpaBOBbIE aKThl, HOPMATUBHO-METOJUYECKUE

OTIBITY JOKYMEHTBI,FOCY IapCTBEHHBIC CTAaHAAPTHI, OTPEACIISIFOIINE TTOPSTIOK
[IPaKTUYECKOU JOKYMEHTAIMOHHOTO 00ecIIeYeHus yIpaBIeHUs

paboTsl Buasl HomMeHKIaTYp, 001THE TpeOOBaHUS K HOMEHKIIATYPE, METOUKA

€ecoCTaBlIeHHs U 0(hopMIIeHHUS

[Topsimox popmupoBanust u ohopMIICHHS €T, CieruduKa
(bOpMHUPOBAHUSAOTICIBHBIX KATETOPH el

[IpaBuia XpaHeHUs /1€, B TOM YHUCIIE C JOKYMEHTaMH OTPAaHUYCHHOTO
J0CTyma

[IpaBuia BeIIa4M ¥ UCTIONH30BAHUS TOKYMEHTOB M3 c(hOPMUPOBAHHBIX
nenTpeboBaHMs OXpaHbl Tpyda

B/03.5 Opranmn3anus o6padoTKH Ae JJIs1 MOCTeAYIOIIero XpaHeHu s

TpynoBbie nenCTBUS IIpoBepka CpOKOB XpaHEHUS JOKYMEHTOB, COCTaBICHUE IIPOTOKOJIA
palboThI SKCIIEPTHOW KOMHUCCHUH T10 ITOJITOTOBKE JJOKYMEHTOB K
XPAaHEHMIO,aKTa O BBIJCIICHUH K YHUUTOXEHHUIO JOKYMEHTOB, HE
MOJIEKAIUX XPAHEHUIO

CocraBieHre BHYTPEHHEH ONMUCH JIeJ 711 0CO00 IIEHHBIX IOKYMEHTOB
OdopmiieHne fen NOCTOSHHOTO, 10JIFOBPEMEHHOIO CPOKOB XPaHEHHUS
OdopmiieHre 0070KKH J1eJ1 TOCTOSTHHOTO, JIOJITOBPEMEHHOTO CPOKOB
XpaHEeHUs

CocraBiieHne ONucH € OCTOSIHHOT0, JOJATOBPEMEHHOIO
CPOKOBXPaHEHUs

Ilepenaya nen B apxuB OpraHu3anuu

TpeboBanust k [Tonb30BaTbes MepeyHs MU JOKYMEHTOB M aHAIU3UPOBAThH
00pa30BaHUIO (akTHUecKoe coJiepKaHNE UMEIOIUXCA B Ieie JOKYMEHTOB IpU
nOOYy4EHHUIO OTIpe/IeNIEHUU CPOKOBUX XpaHEHUS

OdopmitATh 00JI0KKH A€ ITOCTOSHHOTO M BDEMEHHOTO CPOKOB
XPaHEHHSIB COOTBETCTBHUHU C TPEOOBAHUSAMH I'OCYAaPCTBEHHBIX
crangapToB [Ipon3BOAUTE XPOHOJIOTHUECKU-CTPYKTYPHYIO
cucreMaTu3anuio e [pumensaTs nHPOpMaIMOHHO-
KOMMYHUKAIIIOHHBIC TEXHOJIOTUH JUISI

paboTHI C TOKYMEHTaMHU




TpeboBanust k HopMmatuBHbIe mpaBoBbIE aKThl, HOPMATUBHO-METONYECKHE

OTIBITY JOKYMEHTBI,[OCYJapCTBEHHBIE CTaHAAPTHI, ONPEAEIIAIOLIUE TOPSIIO0K
IIPAKTUYECKON JOKYMEHTALUOHHOTO 00eCIIeYeHus yIIpaBIeHUs
paboThI Kpurepuu pasneneHus 10KyMEHTOB Ha IPYIIIbI B COOTBETCTBUHU C

LIEHHOCTHIO HH(OpMaLMU, collepsKalleiicss B HUX

[TopsiioK HCTIOMB30BAHUS TUIIOBBIX MJIM BEIOMCTBEHHBIX MEpEUHEN
JIOKYMEHTOB, OIIPEJICIICHUsI CPOKOB XpaHEHUs B MpOIecce
AKCMEPTU3BILIEHHOCTU JJOKYMEHTOB

[Topsimok coznanusi, OpraHu3aluy U JOKYMEHTUPOBAHUS pabOThI




AKCIEPTHON KOMHUCCUU

[TpaBuiia cocTaBaeHUs U yTBEPKAECHUS MPOTOKOJIa pabOTHI
AKCIEPTHOMKOMHUCCUHU

[TpaBuiia cocTaBieHHsI U YTBEPKIEHUS aKTa O BbIICICHUN
AOKYMCHTOB, HCTIOJIC)KAIIIUX XPAHCHUTIO

[IpaBuna TexHUYECKOW 00paOOTKHU M MOTHOTO OPOPMIICHUS eI
MOCTOSTHHOTO Y BPEMEHHOTO CPOKOB XpaHEHHUS

[TpaBuiia cocTaBiaeHHsI OUCH JIEJ TOCTOSSHHOTO U BPEMEHHOTO
CPOKOBXpPAaHCHUA B COOTBECTCTBUH C I[eﬁCTBYIOHIHMH HOPMAaTUBHO-
METOUYECKUMH IOKyMEHTaMU

[IpaBuia nepenayu A€l B apXuB

opranuszanuu TpedoBanus oxpaHsl Tpyaa

B cootBercTBUM ¢ TpebOoBaHMSIMH, yKazaHHbBIMH B KBanu@ukallmoOHHOM CIpaBOYHHUKE
JOJKHOCTEN PYKOBOAMTENEH, CIENMATUCTOB M JAPYTUX CIyXalux 4- e u3gaHue (yTBEpXKIeH
nocranoBieHueM Muntpyzaa PO ot 21 aBrycra 1998 r. Ne

37 ¢ mamenenusmu ot 27 mapta 2018 1.), ciywamens 0ondicen 3namsb TOCTAHOBJICHHUS,
pacnopspKeHus], IPUKa3bl, APYrMe pyKOBOJSAIIME U HOPMATUBHBIE TOKYMEHTHI BBIIIECTOAIIUX U
JpPYTUX OpPraHoB, KacCalolIlIMecs BEICHHsS [JEJIONPOU3BOJCTBA B OpPraHU3ALMH; OCHOBHBIE
MOJIOKEHUS EnuHoli  rocymapcTBeHHOU CUCTEMBI JIEJIOTIPOU3BOJICTBA; CTaHIapThI
YHUGUIIMPOBAHHOM CHCTEMBI OpPraHU3alMOHHO-PACIOPAIUTENIBHON JOKYMEHTAINH; CTPYKTYpPY
OpraHM3allil M €€ [OJApA3JCICHUN; MOPAJOK KOHTPOJIS 3a MPOXOXKIECHUEM CIIyKEeOHBIX
JIOKYMEHTOB; 3aKOHOJIaTE€NIbCTBO O TPyAE U oxpaHe Tpyaa Poccuiickoridenepanuu.

Ha peanuzamuto Pabodeit mporpammel orBoautces 40 gacos.

3aBepinaercst 00ydeHue 1Mo y4eOHOM TuCIUIUTMHE TpoBeAcHueM TuddhepeHITMpOBaHHOTO
3a4éra.



«TOKYMEHTAIMOHHOE OBECIIEYEHME JEATEJIBHOCTH OPI'"AHU3ALIUN»

YUYEBHO-TEMATHYECKHAI IJTAH ¥ COJIEP)KAHUE

Ne HaunmMmeHnoBaHue Tem Conep:xan (01711 B TOM 4HCJIe CamocT | ATrTecranusa
n/ e ui . ,Jac.
1 00bé pabora,
M yac.
yaco | Jlekuuu | IlpakTuu
B ,4ac. | eckue,
qac.
15.| Tema 1. OcHOBHBIE OcHoOBHbIE CBEJICHUS u3
CBeJeHUs u3 HWCTOPUUICTONTPOU3BOICTBA U 2 2
HCTOpHUH CEKpeTapCKOil CITyKObI
JeJI0NPOU3BOACTBA.
16.| Tema 2. [Ipouece yIIpaBJICHUSA
Opranuszanus IPEANPUATHEM;
HH(OPMAIINOHHO- NEJIONPOU3BOJCTBO KaK 4YacTh yHpPaBICHUS.
JOKYMEHTAIIHOHHOT Jokyment. Cxema opraHuzanuud pabOThl C
0 00CTy>KUBAHUS JNOKYMEHTaMHU NPEAIPUATHS. ®opma 2 2
OpraHu3aluu JIeIONPOU3BO/ICTBA.
NudopmannonHo-
AOKYMCHTAIIMOHHOC O6CJIy)KI/IBaHI/Ie;
CHeIHaNUCThl clyk0bl. Opranuzauus Tpylna B
OpraHM3aIlOHHO-  YIIpaBIIEHYEeCKO  cdepe;
YCIOBUSA  TpyJa. JIoKyMEHTallMOHHOE 51
0€310KyMEHTAITMOHHOE

o0cy)KruBaHUE pabOThI PYKOBOIUTEIIS.




17.| Tema 3. OOmue TONOXKEHUS MO0 JOKYMEHTHUPOBAHUIO
JdoxymeHTHpOBaHME YIIPaBJICHYECKOU
yIpaBJIeHYeCKOH JEATEIIHOC
AesITeIbHOCTH. TH. YHubunupoBaHHble CUCTEMBI
TpeGoBanus k JOKyMEHTAIUH. Y HU(UKAIMS U CTaHIapTH3AIMS
AOKYMEHTaM YIPaBIECHYECKUX JOKYMEHTOB. Bunsl
JIOKYMEHTOB; KIIacCU( UKL
Opranu3alOHHO-PaCIOPSIIUTEbHbBIE
JIOKYMEHTBI
(OPMD). Opunuueckoe 3HaU€HUE JOKYMEHTOB.
18.| Tema 4. Bunpsr  OmaHkKOB,  pEKBU3HUTHI,  (OPMYIIp,
IIpaBuna OTMETKH Ha JokymeHTe. Exunbie TpeOoBaHus u
o(popmJIeHUA IpaBuiIa odopmiieHus JIOKyMEHTOB
yIpaBjieHYeCKH yIpaBjieHus,
XI0OKYMEHTOB YCTaHOBJICHHBIE
roCy/1apCTBEHHBI
MHUHOPMAaTUBHBIMU aKTAMH — CTAHAAPTBHI.
19.| Tema 5. CoBpemenHoe [IpaBuna odopmieHUs AETOBOrO MHCHMA.

A€JJ0B0€ MUCBbMO

Bunabr
MHUCEM:
OTBETHI,

MUCHMAa-IIPOCHOBI, IMCbMa-




COIIPpOBOAUTCIILHBIC, AOTOBOPHBIC u

Ap-;
0c00eHHOCTH TeKcTa. MexxayHapoIHbIe MHChMa

20.

Tema 6. OcHOBHBIE
AOKYMEHTBI
ynpaBJieHHs ;
odopmiieHue u padora ¢
AOKYMeHTaMu

OCHOBHBIE TpYMNIIBl  yNPaBICHYECKUX  (WIH
OpraHU3alMOHHO—PACIIOPSIUTEIHHBIX )
IOKyMeHTOB. TumoBas cxema oQopMIICHHS
NOKyMeHTOB.  OcobeHHOCTH — O(QOpPMIICHHS
BHEITHUXJOKYMEHTOB | Jp. JJOKyMeHTHpOBaHUE
OpraHU3alMOHHO—PACIIOPSIUTEIBHOM
JEATEIbHOCTU yupexaeHul. OpranuzanyroHHas
JOKyMEHTALUS: yCTas, MIOJIOKEHHUE,
MHCTPYKIMA. PacnopsaurenbHble JTOKYMEHTBHI:
HPUKAa3HI, peuieHus, pacropsKeHHUS.
JloKkyMeHTHpOBaHNE JeATEIIEHOCTH
KOJUIETHAIBHBIX opraHoB. CTpyKTypa IOKiIaja,
OTYeTa,; HPOTOKOI. Nudopmanronno—
CIIpaBOYHBIC

JOKyMEH
TBI: CIPAaBKH, aKTbl, JIOKJIAJHbIC 3aIlMCKH,
TEJIETPAMMBI,
tenepakcorpaMMel ((akcel), TeraeGoHOrpaMMBbI

UJIp.

21.

Tema 7. JloKyMeHTBI
MOJTUYHOMY COCTABY

Buasl 1OKyMEHTOB: TpPYIOBBIE KOHTPAKTHI,
NpUKa3bl O TIpUEME, YBOJBHEHUH, MEPEBOJIE;
TPYAOBBIE KHWKKH, JTUYHBIC KAPTOUKH U JIP.
Odopmnenue, XpaHEHUE

JIOKYMEHTOB; COOJIIO/IEHUE
KOH()HICHITMAIBHOCTH.

22.

Tema 8.
JdoxymMeHTBI
JIMYHOT 0
XapakTepa

BI/I,Z[bI JIMYHBIX NOKYMCHTOB: 3asBJICHUC,

pesiome,

aBToOmorpadwus, pacrucka,
JIOBEPEHHOCTb.

CocraBieHne TekcTa 1 0pOpMIICHHE

JIOKYMEHTOB.



http://www.pandia.ru/text/category/trudovie_kontrakti/

23.| Tema 9. BHemHeToproBele  JOKYMEHTBI, KOMMEpPUYECKast
Kommepueckas KOPPECTIOH/ICHIIMSI ¥ KOMMEPUYECKHE MHChMa;
KOppeCcnoHAeH M KOHTPAKTHI, 3aKas3bl, COTJIAIICHUS;
OOIIeNTPUHSATHIE
(GhopMBI JOKYMEHTOB, TEKCT, 0(hOpMIICHIE
24.| Tema 10. Bunel oOparieHuii: npemiokKeHus, 3asBICHUS,
Jlesionpou3BoACTBOIO *kanoObl. [lopsimok paboThl ¢ JTOKYMEHTaMH.

NMCbMEHHBIM M YCTHBIM
o0paleHusIM rpaskIaH

Pernamentupyrommii = JOKyMEHT  (THIIOBOE
nojoxenue). OpraHu3alluOHHbIE MEPONIPUSTHUSA:
JUYHBIA NpueM rpaxjaad. IIpueM nucbMEHHBIX
oOpaieHui, TOKyMEHTUPOBAHHUE OOpaIIEHUH.




25.

Tema 11.
Opranu3anusipadoTbl
¢ IOKYMeHTaMH

['pynmbl JOKYMEHTOB: BXOJSIINE M UCXOMASIINE;
BHYTpeHHHE W BHemHue. OpraHu3alMoHHBIC U
HOPMAaTHBHO-METOJMUECKUE JOKYMEHTBI, HX
UCTIOI30BaHUE B JICJIONPOU3BOJCTBE. Bub
pabor c JIOKyMEHTaMU: obpaboTka
MOCTYMAIONINX M OTHPABISIEMBIX JOKYMEHTOB,
y4eT KOJIMYEeCTBA JOKYMEHTOB, PErHCTpalus U
WH/ICKCUPOBaHUE JTOKYMEHTOB.
WNudopmannonHo-

cnpaBouyHas paborta. [lopsimok BelaeHHS W
UCTIOJIb30BaHUS

CIpaBOYHBIX  KapToTek. HMHpopmanmoHHO-
MIOMCKOBAsI CUCTEMa JIJIsl paboThl C JOKYMEHTaMHU

26.| Tema 12. Homenknartypa nien: uHaAuBUAyalbHas, CBOIHAS,
Cocrasiienune TUTIOBAS, MpuMepHasi. HopmaTuBHbie
HOMEHKJIATYPBI J1eJ1 JOKYMEHTbl ¥ METOAUYECKHE MaTepHasibl s
COCTaBJICHUS.
[IpaBuia BegeHus A€l
27.| Tema 13. Hasnauenne ¢popmupoBanus nen. HopmatuBabie
®opmupoBaHHeIe JNOKyMeHThl. ['pynmupoBka nen, crneuupuka
dbopMUpOBaHUS OTHENBHBIX KaTEropuil Jei.
Bunbl nokymMeHTOB, (HOPMHUPYEMBIX B AEIO.
Cucremaruzaiusi  TOKyMeHTOB.  OdopmieHue
JelL.
28.| Tema 14. [IpaBuna XpaHeHusT Jed B CTPYKTYPHBIX
XpaHeHue MoApa3AesICHUsIX NpEeANPUITHS.
AOKYMEHTOB ApxuB NPEANPUATHSL.
OntumanbHbIN
CPOK HCITOJIb30BaHUSA
JIOKYMEHTOB JIEJIONIPOU3BOJICTBE. Cpoku
XpaHeHus Aell. JIOKyMEeHTBI JOJTOBPEMEHHOTO
XpaHEeHHUS.

[Topsimox  yHUYTOXKEHUS
JNoKyMeHTOB Jfient. Odopmiienue nen




JUIsL apXMBHOT'O XpaHEeHHUsI; IPUEM, Iiepeiada Je.

29.| Tema 15. Pabora ¢ KondunenmmansHas
AOKYMEHTaMH, JOKYMEHTHPOBaH
CoepPKAIIUMH HasiuHpopmanus. Llens u ycnoBus obecrieueHus
KOMMeEp4eCcKYIo COXPaHHOCTH HH(pOpMAlMM Ha MPEIIPUATHH.
TalHYyNpeANnpUsTHS OcoOeHHOCTH ~ BeleHUs  JeNIONPOU3BOJICTBA,
o0ecrneynBamIero yd4eT U COXPaHHOCTh
JOKYMEHTOB,  COJIEP)KAIIUX  KOMMEPYECKYIO
TaiHy.
OTBETCTBEHHOCTb 3a JOKYMEHTHI
30.| Tema 16. CocTaBjieHue Ctwiib CTy’K€OHBIX JIOKYMEHTOB.

OdunmanpHO-




TeKCTOB nenoBoit ctwib. OOmue TpeGoBaHUS K
CJIY’KeOHBIX TEKCTaM
AOKYMEHTOB JOKYMEHTOB  yINpaBieHus, (HOpMBbI
TEKCTOBIOKYMEHTOB. CIOCOOBI
JOKYMEHTHUPOBAHHUS
31.| Tema 17. OGecneuenue Ocy1iecTBIIEHNE AETOBBIX KOHTAKTOB, y4acTHE
0€310KyMEeHTAIHOHHOI0 BIIOJITOTOBKE u MPOBEJCHU N 2 2
00cIy’;KMBaHHUSA PadoThI JIEJIOBBIX
PYKOBOAUTEJISA Mepornpuaruil. [Ipuem nocerurenei.
OdopMIICHHEKOMAaHIUPOBOK
32.| MuddepeHunpoBaHHbI 2
3a4€T
nuTOoro 40 28 10




MATEPHUAJBHO-TEXHUYECKOE I HHPOPMAIIMOHHOE
OBECIIEYEHME, HEOBXOJIUMOE JIJIsI OCBOEHHU S PABOYEN

ITPOI'PAMMBbI

MarepnainbHO-TeXHHUYECKOe o0ecniedyeHne
[Tporpamma npeamnonaraet HaTMYUe yueOHOro kKabruHeTa. 000pyTI0BAaHHOTO:

— IOCAJOYHBIMHM MECTaMU 110 KOJIMYECTBY CIIyLIATEIEH;

— pabo4yuM MEeCTOM IpernoaBaTes;

— KOMIIBIOTEPAMHU;

— WHTEPAKTUBHOHU JOCKOM 15NN MYJIbTUMEIUNHBIM KOMILIIEKCOM

—  KOMIUIEKCOM Y4eOHO-METOUYECKON JOKYMECHTAITHH.
Texaudeckue cpencTsa 00yUeHUs:

— JJIEKTPOHHBIE BUJCOMATEPHAIIBL;
— HOYTOYK;

—  TIPOEKTOP.

NudopmannonHoe odecnevyeHne 00yueHust
OcHogénble ucmouHuKuU, 3aKOHO0AMeIbHble U HOPMAMUBHbIE OOKYMEHMbL,I/IEKMPOHHbIE

pecypcol

OcHOBHbBIE HCTOYHUKHU:

1. Bacakos M.H. JlenonpousBoacTso [JI0KyMEHTalHOHHOE 00ECTICYEHHE YIIPABICHHU]:
yueOnnk/M.U. bacakos, O.1. 3ambiikoBa. — U3a. 13-e, crep. —PoctoB u//l: ®ennkce, 2014 —
376 c.

JlonoTHUTE/IbHbIE UCTOYHUKH:

2. JI.A JlenkeBuu. JlenonpousBoactso. — M3narensckuii neHTp «Axagemusy», 2014,

3. Ilpukaz MunucTepcTBa KyabTypel P® or 25 asrycra 2010 r. N 558 «O6
yTBepkKACHUH [lepedHst TUIIOBBIX yIPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIUXCS B
IpoLecce AeATEIbHOCTH IOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJIECHUS U
OpTraHM3aIuii, C yKa3aHUEM CPOKOB XPAHCHUS.

4. OcnoBHBIE NpaBuiIa PabOTEI apXUBOB opranusanmii / Pocapxus, BHUNIA/I,
-M.:2012.-152c.

HNupopMmanmoHHbIe pecypebl:
1. HopmaruBHbIE TOKYMEHTBI O JENONPOM3BOACTBY. [DNEKTPOHHBIH pecypc]. Pexum
noctymna: http:/www.termika.ru/dou/docs/docs.html
2. DIEKTPOHHBIM  CIOBAPb  JEIONPOU3BOACTBEHHBIX  TEPMHMHOB. [DJIEKTPOHHBINA
pecypcl. Pexum JOCTyTIa:
http://uajobs.com.ua/professions/deloproizvodstvo

CIIMIICH3


http://www.termika.ru/dou/docs/docs.html
http://uajobs.com.ua/professions/deloproizvodstvo

3. DIeKTpOHHBIE oducHbIE CHUCTEMBI. [DneKTpOHHBIH pecypc].
Pexxummocrtyma: http://eos.ru/eos/eos
4. NudopmanroHHo-cripaBodHas cucrtema «'apant». [DnekTpoHusii pecype].Pexum
nocrtyma: http://www.garant.ru



http://eos.ru/eos/eos
http://www.garant.ru/

OIIEHOYHBIE MATEPHAJIbI

[Tepeuenp BorpocoB K AU PpepeHInpOBaHHOMY 3a4ETy
«/lokyMeHTalmoHHOE 00eCTIeYeHNE I TENbHOCTH OpraHU3aLluN»

1..OcHOBHBIE CBEICHUS U3 UCTOPUN AETIONPOU3BOACTBA. 67.0pranuzanus
UH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00CITY>KUBaHUS

2.JIoOKyMEHTHUPOBaHUE YIIPaBJICHYECKOU JNEeATEIIbHOCTH. TpeboBanus
3.IlpaBuna opopmiIeHHS yIPaBIEHYECKUX TIOKYMEHTOB

4..CoBpeMEHHOE JIET0OBOE MUCHMO

5..0cHOBHBIE TOKYMEHTHI yIIpaBieHus ; ohopmiieHHe U paboTa ¢ JOKyMEHTaMu
6../l0KyMEHTBI IO INYHOMY COCTaBY

7..JJoKyMEHTBI JINUHOTO XapaKTepa

8..Kommepueckas KOppecroHICHIIMS

9../1e10npon3BOACTBO MO MUCHMEHHBIM U YCTHBIM 0OpaIlleHUsIM Ipax1aH
10.Opranu3anust paboThl C TOKYMEHTaMH

11.CocraBrnenne HOMEHKIIATYphI A€l

12.®dopmupoBaHue Jien

13.XpaHeHue 10KyMEHTOB

14.PabGoTa ¢ TOKyMEHTaMH, COAECPKAITIMU KOMMEPUYECKYIO TalHY TIPEATPUSATUS
15.CocraBrieHre TEKCTOB CITy>KEOHBIX IOKYMEHTOB

16.06ecnieueHue 6e3 TOKYMEHTAIIMOHHOTO 00CITY )KHBaHUS PaOOTHI pyKOBOIUTEIS.

KJIOKYM¢



METOANYECKHUE MATEPHUAJIbBI
MeToanueckasi pa3padoTKa 3aHATHS

Tema: JlokymMeHTHpOBaHHE YIIPaBJICHYECKON JEATEIIbHOCTH. TpebGoBanmst
Heab: HayuuThest cOCTaBIATH OJaHKU TOKYMEHTOB

MarepuaJbl K 3aHATHIO

Teopernyeckue cBeieHUs

JIOKyMEHTBI M3TOTaBIMBAIOT Ha OnaHkax. brmank mpencraBiser cobod aucT Oymaru
CTaHAapTHOro (opmara, Ha KOTOPOM pa3IUYHBIMU TEXHUYECKUMH CPEJACTBAMU HAHECCHBI
PEKBHU3UTHI, COiepKAIlle MOCTOSIHHYIO JJIsl IaHHOTO BUJA JOKYMEHTa MH(POPMAIIUIO, BKIIOYAs
MIOCTOSIHHBIE YaCTH TEKCTa. ITO MOTYT ObITh Ha3BaHHE BUAA JOKYMEHTA, CIIPABOYHBIC JaHHBIC
00 opraHuzalyy, BCEBO3MOXKHBIE CHUMBOJIBI M JApyras, IMOCTOSHHAas JUIsl JAAHHOW TpPYyIIbI
JOKYMEHTOB MH(OpMAaIHs, BKIIOYAIONIAs TOCTOSHHBIE (TpadapeTHbIe) YaCTH TEKCTA.

Hamnpumep, 61aHK mOCTaHOBJICHHS, TIPUKa3a, CpaBKU O paboTe, OJaHK 3asBICHHUS 00
OTITycKe, OJIaHK TUTYJIBHOTO JIUCTA OTYETA O BBITOJHEHHOH paboTe, OJIaHK aKkTa O BBIICTICHUHU K
YHUYTOXKEHUIO TOKYMEHTOB C UCTEKIIMMU CPOKaMU XPaHEHUS U JIp.

B Omank pokyMeHTa 00s3aTENbHO BKJIIOYAIOTCS PEKBU3HTHI, WIACHTH(PHUIIMPYIOIIHE
aBTOpa NMUCHBMEHHOTO JOKYMEHTa: o(UllMaIbHOE Ha3BaHWE OPraHM3allUU - aBTOpa JIOKyMEHTa,
ee BEJOMCTBEHHAs NIPHHAJICKHOCTh M OPTaHU3AIMOHHO-IIPABOBOE MOJIOKEHUE, IOPUINUCCKUMA
(paxkTrueckuii) ampec WM Ha3BaHWE HACEJICHHOTO TYHKTa, B KOTOPOM pa3MemaeTcs
PYKOBOJSIINI OpraH OpraHu3aIim.

B coctaB Onanka BXOAAT Takke rpaduueckue OTMETKH, NpeJHa3HAYeHHbIE s
pa3MmeleHusi 0043aTeNbHbIX PEKBU3UTOB JOKYMEHTOB, KOTOpbIE OyIyT M3TrOTaBIMBAThCA Ha
OJlaHKax.

[TonsTre OlaHka B TMONHOH Mepe MPUMEHHMO TOJBKO K THCHbMEHHBIM OyMa)KHBIM
JOKYMEHTaM, TaK Kak TMpaBWia 3amucud MHGOpMaluMd MU €€ pa3MelIeHUS Ha MAallMHHbBIX
HOCUTENSX INpUHLUIMAIBHO MHblE. Bwmecte ¢ Tem 1npu  asromatusauuu OV
(IOKyMEHTALIMOHHOTO O0ecleyeHHs] YIpPaBJICHUs) MPAKTUKYEeTCs CO3JaHUE MAaIlWHHBIX
"1m1a610HOB" MM YHU(PUUIUPOBAHHBIX OJIaHKOB ("37EKTPOHHBIX (opM"), UCHOIB30BAHUE HIIU
3all0OJIHEHHE KOTOPBIX IO3BOJISIET CO37aBaTh IOPUIUMYECKH TOJTHOLEHHBIE JOKYMEHTHI,
COOTBETCTBYIOIME COBPEMEHHBIM MPaBHIIaM H JCHCTBYIOMINUM OyMasKHBIM (hOpMaM.

bymara, npumensiemas Jj1sl U3roTOBJIEHUS OJIaHKOB, JOJKHA OBITH OEJIOro 1BeTa Wi, B
UCKITIOYUTENLHBIX CIIyYasiX, cIab0 OKpallieHa B CBETIIbIC TOHA. B OTAETBHBIX CITydasx MOTYT
M3TOTaBIMBATHCA OJIaHKU 00Jiee aKTUBHBIX IIBETOB. biiaHKU /11 TOKYMEHTOB MOCTOSIHHOTO
XpaHEeHHUs CIIEeyeT U3TOTOBIIATh Ha OyMare BBICIIUX COPTOB, HE3aBUCUMO OTTOTO, MOAJIEKAT HIIN
HE MOJJIeXKaT Mepeiaye Ha rocyJapCTBEHHOE XpaHEHHUE IOKYMEHTBI OpraHu3aliui. PexBU3UThHI
Ha OJIaHKE MeYyaTaloTcsl B OJHY KPacKy, MPEUMYIIECTBEHHO YepHYyI0. Bo3MOKHO
UCIIOJIb30BAaHUE JIPYTUX I[BETOB BOJAHKAX, YTO MO3BOJISIET 3PUTENIBHO OTIMYUThH MOJIMHHUK
JOKYMEHTa OT pPa3MHOKEHHOT'0, KCEPOKOMUPOBAHHOT0IK3EMILISIPA.

brnaHkyu TOKYMEHTOB M3rOTaBIMBAIOTCS MPEUMYILIECTBEHHO TUMOTPAdCKUM CIIOCOOOM
WIH TIPU TTOMOIIU CPEJCTBBBHIYHCIUTEIILHON TEXHUKH.

Tunorpadckum cmocoOOM JOKHBI M3TOTaBIMBATHCA OJIAHKH, WUMEIOIIHNE B KaueCTBE
pexBusuta I'ocynapctBennslii repd Poccuiickoit ®enepanun unu repd cyonekta Poccuiickoit
Oenepanun. Vcnonb3oBaHWe KCEPOKONMUN JAHHBIX OJIAaHKOB JUIsl CO3JaHUSl JOKYMEHTOB HE
nomyckaercs. ['OCT ycraHaBmuBaeT —clenylolide BUABI OJAaHKOB — OpraHU3allMOHHO-
pacnopsSAUTENbHBIX JOKYMEHTOB [UISi OpraHM3alliM, €€ CTPYKTYpHOTO TMOApa3JeieHUs U
JOJKHOCTHOTO JIMLIA:

o0mMii OJIaHK JJIf W3rOTOBJEHHUS JIIO0Or0o BHAA
JOKYMeHTa (KpoMe MUCbMa);0JIaHK MUCbMA;

KJIOKYM¢



0JIaHK KOHKPETHOI0 BH/IA JOKYMEHTa (KpoMe MUCbMA).

Conep:xxanue 3aHATHSA
3aganue 1: CTpyKTypa 10KyMeHTa

3aganue 1.1. M3yunTs METOOMYECKHE PEKOMEHIALIUN 110 U3TOTOBIECHUIO
JIOKyYMEHTOB Ha OJlaHKax



Teopernueckue cBegeHUs

Jjis U3rOTOBJIEHUS! OPraHU3ALOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB YCTaHABIMBAIOTCS
nBa opmara 6mankoB mol'OCT 9327-60: A4 (210 x 297) u A5 (148 x 210), ¢ pasmepamu noneit
HE MEHee:

JeBoe
-20 MM,
npasoe - 10
MM; BEpXHee
- 20 mmM;

HIKHee - 20
MM.

OTU 1OJs UCHOJIB3YIOTCS M pa3MElIeHUs] HEKOTOPBIX PEKBU3UTOB, AJIS MOJIIMBKU
JOKYMEHTOB, JUIS 32)KMMaJIMCTA IPU KOMMPOBAHUU U PAa3MHOXKEHUH, JIS1 YA00CTBA IPOUTCHUS
TEKCTOB B COPOLIIOPOBAHHOM BHJIE U T.II.

Opranu3anys UIMeeT IPaBo caMa pelaTh, KaKKe pa3Mephl MoJIeH 1ernecoo0pa3Ho
YCTaHOBUTb JJIS1 pa3IMYHBIX BUJIOBJIOKYMEHTOB, HO HE MEHEE TEX Pa3MepOB, KOTOPHIE
ycranoBieHsl 'OCT.

[Ipu moAroToBKe JOKYMEHTA Ha HECKOIBKUX JIMCTAX BCE JIMCTHI UMEIOT OJIMHAKOBHIE
pa3Mepsbl MOJIEH.

brnanku gpopmaroB A4 u AS ciayxar mMperuMyIIECTBEHHO JJIsi U3TOTOBJICHUS CITYKEOHBIX
IUCEM, YUYPEIAUTEIbHBIX W HWHBIX PpACIOPSIIUTEIbHBIX JTOKYMEHTOB BCEX HAaMMEHOBAHHH,
JIOTOBOPOB, CIIPABOK, 3aMCOK, Pa3JIMYHOTO POJAaKTOB U IPYTUX TOKYMEHTOB.

Ha mpakThke MOTYT HCIOJIb30BaThCsl Takke KOMOWHUpOBaHHbIE (opMaThl OJAHKOB,
00yCIIOBJICHHBIE XapaKTEpPOM JOKYMEHTOB, HalpUMep C HCIOIb30BAaHHEM TOPU30HTAIBHOIO
pacrosiokeHus 0oJbIIel CTOPOHBI OJIaHKA.

dopmar OnaHka BBIOMpaeTCcs B 3aBUCHUMOCTH OT O0BbeMa TEKCTa W KOJWYECTBA
PEKBU3UTOB, KOTOPbIE JODKHBI OBITH pa3MeEIIEeHbl IPU TOJATOTOBKE JOKYMEHTA.

JUis  W3rOTOBJIEHHSA JIOKYMEHTOB, TEKCTOBas cojepaTelibHas YacTh KOTOPBIX
odopmiieHa B BUIe TaOIUIBI ¢ MHOXKECTBOM Tpad), MOXKET UCIONIB30BaThes OsaHk Gopmara A3
(420 x 297 mMm). Hanpumep, Ha Takux OnaHKax MPOEKTUPYIOTCA (HOPMBI OTUETHBIX, YUETHO-
CTaTUCTHUYECKHUX, TNIAHOBBIX U APYTUX JOKYMEHTOB.

Ha 6ymare dopmara A6 (105 x 148 mm) momyckaercs M3roTaBIIMBaTh OCOOBIC BHJIBI
JOJDKHOCTHBIX OJIaHKOB, Hampumep, uis 0ohOpMIICHUST PE30TIOLUN PYKOBOIUTENS (TIOPYUCHNUS)
WM TOKYMEHTOB THIa KBUTAHIIUM, Pa30BBIX MPOITYCKOB, YYETHBIX (POPM H T.II.

3aganue 2. buaankn
JTOKYMEHTOB.

Teopernuyeckue cBegeHUs

bnaHku OKyMEHTOB JOJKHBI DPa3padaThIBaThCA C YYETOM COCTaBa PEKBU3UTOB U
NOpsIIKa UX pacnosioxeHus, ycraHosiaeHHbIX ['OCT.

[Tnomaau pa3menieHuss KOHKPETHBIX PEKBU3UTOB JOJKHBI COOTBETCTBOBATH Pa3MeEpaM,
npuseneHHbIM B 'OCT. CxeMbl paciioyiokeHNs PEKBU3UTOB JaHbl B IPUIOKEHUX 1, 2, 4.

bnaHku OKyMEHTOB MOTYT H3TOTOBJIATHCSI Ha OCHOBE IPOJOJIBHOIO HJIM YTJIOBOTO
pacIoIOKEHUSI PEKBU3UTOB, WACHTUQHUIMPYIONMX OpPraHU3aldI0, W JPYTUX PEKBHU3UTOB
oopMIIeHHs JOKYMEHTOB, JOMNOJHAIOIMX CBeJeHUs 00 opraHusauuu. Mcnonb3oBanue
YIJI0BOTO WJIM TPOJAOJIBHOTO OJIaHKA HE BIMSAET Ha IOPUIMYECKYIO CHITY JTOKYMEHTa WM €ro
MPaBOBOM CTaTyC.

[Tpu po10ILHOM pacHoNOKEeHUH (IIPO0JIbHBIC OJaHKH) Ha3BaHWE OpraHU3allld, BUIA
JOKYMEHTa M ApYrue HeoOXOIMMbIE PEKBU3UTHI HAa OJaHKE Pa3MEUIAlOTCs BJAOJIb BEPXHErO
0JIS1 ¥ LIEHTPYIOTCSl (LIEHTPUPYIOTCS).



[IpononpHble GIaHKK Ha MPAKTHKE MCIOIB3YIOTCS MPEUMYIIECTBEHHO JUIS MOATOTOBKH
HOPMATUBHBIX TIPABOBHIX aKTOB.

Hcnonp30BaHre MpoNOIBHOTO OJIaHKa MHChbMa IEecO00pa3HO TaKKe MPUMEHSTH B
cilydasiX, KOrJa HauMMEHOBAHME OPIraHU3ALUU COACPKUT OOJNbIIOE KOJIMYECTBO MEYATHBIX
3HAKOB, HalpuUMep, MOKET OBITh B Cllydae, KOTJia PEeKBU3UTHI OJIaHKa JAr0TCs Ha JBYX U Ooiee
sa3bIkax. [Ipu 3TOM cieBa ciemyeT rnedatraTh PEKBH3UTHI Ha PYCCKOM S3bIKE, a CIpaBa - Ha
HAI[MOHAJLHOM, Ha OJHOM ypoBHE. EciM KOIMYECTBO MCNONb3yeMbIX HAI[MOHAJIbHBIX S3BIKOB
0oJiee 0JTHOTO, CBEpXY CIIEAYeT YKa3bIBaTh PEKBU3UTHI HA PYCCKOM, a HU)KE - Ha HAI[HOHAIBHOM
A3bIKE, IPOJUIEBAs CTPOKY /10 TPAHUIIBI TPABOTO MOJIS.

IIpu ucnonp3oBaHuu B OJaHKE HAUMEHOBAHMs OpraHM3allid Ha WHOCTPAHHOM S3BIKE
PEKOMEHIyeTCs TAK)KE MOJIb30BAThCS CTAaHAAPTHBIMU TPEOOBAaHUSIMHU.

[IpomonbHble ONaHKM NHCEM HCHONB3YIOTCS B PEKIAMHBIX IENAX, KOTJAa HE CTOUT
BOIIPOC 00 DJKOHOMHHM OyMard, palnroOHaJILHOM pa3MEIIEHUH HEOOXOIUMOTO KOJUYECTBA
PEKBU3UTOB U T.II.

B cnyuae, xorgja pexkBU3HUTHI, HalledaTaHHbIE HA HALMOHAJIBHOM U PYCCKOM SI3BIKaX,
pa3MeInaoTcs B Ipeneiax IUIomaau, OTBOJUMON JJs YIJIOBOIO BapuaHTa, IEeIecooOpasHo
W3TOTOBJISITH OJJAHKHM C YTJIOBBIM PACIONIOKEHHEM PEKBU3UTOB (yriioBble OnaHku). [Ipu sTom
KaX/IbIii pEKBU3UT YKa3bIBAECTCS CBEPXY HA PYCCKOM SI3bIKE, a HIKE - HAa HALIMOHATIBHOM.

HaubGonee ynoOHbIM /u1si 00paOOTKH M SKOHOMHUYHBIM C TOYKH 3PECHHS MCTIOIb30BaHUS
IUIOINAAM JIUCTA SIBISIETCS YIoBOM OnaHk. B 3ToM ciywae mpaBas CTOpOHAa BEpXHEH 4YacTH
JUCTAa MOXET OBITh WCIIONB30BaHA ISl pa3MelieHus pekBusuToB "Anapecatr" u "I'pud
YTBEPKACHUS", e300, OTMETOK O PACCBIIKE U JIp.

Hanpumep, yrinoBsiMU AOKHBI ObITh OJIAaHKH YTBEPKAAEMBIX MTPOTOKOJIOB, TOTOBOPOB,
aKTOB, MHCTPYKIUI U NHCEM, TJI€ €CTh peKBU3UT "Anpecar”.



3aganme 2.1. Ha ocHoBanuu I'OCT HayepTUTh CX€MbI IPOJAOJIBHOTO U YIJIOBOTO
pacrnoyioxkeHusi peKBU3UTOB Ha popmare Oymaru A4 no oOpasiry.
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Pucynok - PacnonokeHue peKBU3UTOB U IpaHUIIBI 30H Ha (opmaTe A4

3aganue 3. baank
nucbmaTeopernueckue
CBeleHUsA
bnank nuchbmMa MOXKeET BKIIIOUATh CIEAYIONINE PEKBU3UTHI:
INocynapcrBennsrii repd Poccuiickoit
®denepannn - (01);repd cyonekTa
Poccwuiickoit ®enepanuu - (02);
sMOIeMa OpraHU3alliy WK TOBApHBIN 3HAK (3HAK
obcmyxuBanus) - (03);kon opranuzanuu - (04);
05) OCHOBHOI1 rocy1apcTBeHHbIN peructpaunonusiii Homep (OI'PH) ropunnueckoro nuna -
UICHTU(PUKAITMOHHBII HOMEP HAIOTrOIIaTeNbIINKa/KO IPUUYUHBI TOCTAHOBKHU
Ha yuet (MHH/KIIIT) - (06);xox dopmbl nokymenTa - (07);
HaMMEHOBaHHE opranu3aiuu - (08);
CIpaBOYHBIE TaHHBIE 00 opranmu3aiu - (09).

Kpome 3Tux pekBU3UTOB B OJIaHKE MHCbMa MOTYT OBITh IaHbI OTPaHUYUTEIILHBIE OTMETKH
IUIS CIIEAYIOIIUX PEKBU3UTOB:
nata nokymeHnta - (11);
pErUCTPaLlMOHHBIM HOMEP TOKyMeHTa - (12);
CCBUIKA Ha PETUCTPAL[IOHHBINA HOMED U
naty nokyMmeHrta - (13);ampecar - (15);
3arojIOBOK K TEKCTY
- (18); oTMeTKa 0 KOHTpPOJIE
-(19).
PexBusut "CnpaBouHble JaHHBIE 00 OpraHU3aiy" BKIIOYAECT CBEIEHUS O TIOYTOBOM H


http://www.consultant.ru/document/cons_doc_LAW_112673/

tenerpadgHoM aapeceopranuzauuu. [lopsaok u popma 3anucu STUX CBEACHUM JOKHbI
cooTBeTCTBOBaTh [10uTOBBIM IIpaBUIamM

Munuctepctsa cBsa3u Poccuiickoit @eneparuu. KpoMe Toro, 1aHHbIN peKBU3UT MOXKET
OBITH JOTIOJIHEH HOMEPaMH CIIPAaBOYHBIX Telle(hOHOB, (PaKCOB, TEIEKCOB, PACUETHBIX CUETOB B
OaHKe, apecoM JIEKTPOHHOM MOYTHL. B KauecTBeno4ToBOro ajapeca JOMyCKaeTcsl yKa3blBaTh
HOMEp aOOHEHTCKOTO SIIUKA.

3ananmue 3.1. Ha ocnoBannu 'OCT ohopMuTs O6JaHK MHCbMa C POIOJIBHBIM U
YTJIIOBBIM PaCIOIOKEHHEM PEKBU3UTOB MO 00pasiry.
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Pucynok - OGpa3zers 6:1aHKa MUCbMa OpraHU3AINH

3ananue 4. O0mumii
01ankTeopernueckue
CBelCHUA
OOmwii 6J1aHK MOXKET BKIIFOUYATh CIIEIYIONINE PEKBHU3UTHI:
INocynapcrBennsrii repd Poccuiickoit
O®enepanun - (01);Tepd cyobekTa
Poccutickoit ®eneparum - (02);
sMOIIeMa OpTaHU3aINH WM TOBAPHBIN 3HAK (3HAK
obcmyxuBanus) - (03);HanmMeHoBanue opranu3anuu - (08);
MECTO COCTaBIJICHUSI WJIM U3JIaHUS TIOKyMeHTa - (14).
Kpome 3Tux pekBH3UTOB Ha 0011IeM OTaHKE JOIYCKAeTCsl HAHOCUTHh OTPAHUYHUTEIBHBIC
(rpadmyeckne) OTMETKHU AJIS CICIYIOIUX PEKBU3UTOB!
nata nokymeHnta - (11);
pEruCTpallMOHHBIN HOMED
TOKyMeHTa - (12);3aroioBox
TeKcTy - (18).

3ananue 4.1. Ha ocaoBanuu_I'OCT odopmuth o61mil 61aHK Mo oopasity.

TIPHJIOKEHHE b (cnpasounoe )
OBEPA3IILI BJIAHKOB TOKYMEHTOR

POCAPXHB
[ocyaapcTsentoe yupexaenne
By y i MHCTHTYT JOKYyMEH W BPXHBHOTO AEAd
(BHHHIAI

Mockea

Pucynok - O6paser o61miero 01aHka OpraHu3aIuu

3ananue 5.bJIaHK KOHKPETHOI0 BH/A JOKYMEHTA
Teopernveckue cBeAeHUS
bnanku Tex MM MHBIX KOHKPETHBIX BUAOB JOKYMCHTOB uenecoo6pa3Ho IIPUMCHATH
IIpU U3JaHUU B OpFaHI/IBaI_II/II/IGO.HBH_IOI‘O KOJINYECTBA JAHHBIX BUJI0OB JOKYMEHTOB. [Ipu
pa3paboTKe ATUX OJAHKOB UCIIOIB3YIOTCS CICTYIONTUE PEKBU3UTHI:




INocynapcrBennsrii repd Poccuiickoit deneparuu niam repd cyobekTa
Poccwuiickoit @enepanuu - (01), (02);5m0ema opranu3aiii Wik TOBAPHBINA 3HAK (3HAK
obcmyxuBanus) - (03);

HauMeHoBaHHe opranu3amui - (08);

HaWMEHOBaHHE BUA TOKyMeHTa - (10);

MECTO COCTaBIJICHUsI HJIA U3/IaHMsI TOKyMeHTa - (14);

a TaK)Ke OTPaHUYUTENIbHbIE OTMETKH JIJIsl PACTIOJI0KEHUS! PEKBU3UTOB:

nata nokymeHnra - (11);

pErUCTPaLlMOHHBIM HOMEP TOKyMeHTa - (12);

CCBUIKA HAa PETUCTPALIMOHHBIA HOMEP U JaTy
nokymenTa (13);3aronoBok kK Tekcrty - (18);

OoTMeTKa 0 KoHTpoIe - (19).

B o6mux 6aHKax ¥ B 6JlaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB PEKBU3HT "MecTo
COCTaBJICHUS WU U3aHusJokyMeHTa" (14) nomkeH oopMIIAThCS B COOTBETCTBUU C

HAaMMEHOBAHUSIMHU 00HEKTOB AIMUHHUCTPATUBHO-
TEPPUTOPUATIBHOT'O ACJIICHNA U HACCIICHHBIX ITYHKTOB.

MecTo cocTaBiieHUs WU U3IaHUs JOKYMEHTA MOYKET HE YKa3bIBAThCA, €CITH OHO BXOJUT B
COCTaB HaI/IMeHOBaHI/I}IOpI‘aHI/IBaI_[I/II/I.

B G1ankax M0KHOCTHOTO JIMIIA TIOTOJHATEIBHBIN PEKBU3HT "HAUMEHOBAHUE
JIOJDKHOCTH' pa3Menaercs Huxepekpusnuta "HauMeHnoBanue opranuzanuu'.

3aganue 5.1. Ha ocHoBanun 'OCT odopMuth 0J1aHK KOHKPETHOT0 BHIA
AOKYMEHTa M 0JIAHK J0JZKHOCTHOIO JIMIA 10 00pa3imy.

rOCT P 6.30-2003

roCT P 6.30-2003

POCAPXWB
oCYARpCTREHHO® yupexasime
W

POCAPXMB sl HCTHTYT. " Aena
FocyaapcTentoe yupemaenne ( P:ENU
LT CTHTYT 3amecrurens gupextopa
= W apxMBHOMD Aena MPOGCoaIMan yn., A, B2, Mocka, 117380, Ten Qanc (095) 718-78-74. E-mad. mai@vnidad i
(BHAWOAL) Wou;sz.w 1027700380755, WHH/KTIMN T708033140/771001001
NPUKA3 _|
Ha Ne or

Mocksa

Pucynok - O6pasen 6;1aHKa KOHKPETHOT'O BHUJIa JOKYMEHTA U JOJDKHOCTHOTO JIUIIA
OopraHu3aIu

KOHTpOJ’ILHLIC BOIIPOCHI:

1. Ckosbko pekBu3uTOB ycTaHaBiauBaetr ['OCT?

2. W3 KakuX COCTaBHBIX YaCTEN MOXKET COCTOSATh pekBU3UT «HanumeHnoBanue opranuzanum»?
3. CKOJBKO 3HaKOB B OJJHOW CTPOKE MOKET COAEPKATh PEKBU3UT
«HanmeHnoBaHreopranu3anum»?

4. Kakumu OyKBamMM IUIIYT HAUMEHOBAHUE BUJA JOKYMEHTa?

5. B kakux JOKyMEHTax JaTy rnevararor cpaszy?

6. OT KaKoii NO3ULKHU Ta0yIAIUU 0GOPMIIIOT PETHCTPALMOHHBIN HOMEp JOKyMEHTa?

7. B kakux qoxkymeHTax ohopMIISIOT peKBU3UT «CChlJIKa Ha PErUCTPAIIMOHHBIA HOMED U
JaTyJOKyMEHTa»?

8. B xakoMm maznexe yKka3plBalOT HAUMEHOBAaHUE OPraHU3alNU, CTPYKTYPHOTO
NOJIpa3/ieJICeHUs] BpEKBU3UTE «AnpecaT»?



9. B kakoM majexe yKka3plBalOT HAUMEHOBAHUE JI0JDKHOCTH U (DaMUIIHIO B PEKBU3UTE
«Anpecar»?

10. B xakom nopsiike B pEKBU3UTE «ApecaTy yKa3blBalOT COCTABHBIE JIEMEHTHI
no4roBoroajpeca’?

11.

W3 kakux COCTaBHBIX YacTel COCTOUT Ipu( yTBEPKACHUS, €CIIU JOKYMEHT

YTBEPKAACTIOKHOCTHOE JTUL07

12.
13.
14.
15.
16.

Uto nmomxHa coaepKaTh pe30atonus?

CKOJIBKO CTPOK MOXET COJIEPKaTh 3ar0JI0BOK K TEKCTY?

B kakoM ciyuae 3arojioBoK K TEKCTY HE YKa3bIBarOT?

Kak opopMIIsSIOT OTMETKY O HaJTMYUH MPUIIOKEHHS, €CIIM OHO YIIOMSIHYTO B T€KCTE?
Kakue cocraBHble yacTu coaepkuT pekBU3uT «llognuce»?



17. Kto noanuceiBaeT NpoOTOKOI?

18.

Kak opopmisitor pekBu3ut «Iloanuce, eciau JOKYMEHT MOIIHCHIBAIOT

HECKOJBKOOOJI?’KHOCTHBIX JIMI, MMCIOIIHX OTOJIXKHOCTH OJHOT'O ypOBHfI?

19.
20.
21.
22.
23.

3 xakuX cOCTaBHBIX YacTel cOCTOUT peKBU3UT «I pud cormacoBanus»?

N3 kaknX COCTaBHBIX YaCTEH COCTOUT BU3a COIVIACOBAHMS?

Kak cinenyer ctaBUTh OTTHCK NI€YaTH HA JOKYMEHTE?

N3 xakux COCTaBHBIX YacTEH COCTOUT PEKBU3UT «OTMETKA O 3aBEPEHUU KON ?
Kak opopmisioT pekBu3uT «OTMETKA 00 UCIIOTHUTEE ?



ABTOHOMHASA HEKOMMEPYECKASA TIPO®ECCHUOHAJIBHASA
OBPA3OBATEJIBHAS OPI'AHU3ALIUSA
«XEKCJIET KOJIJIEJA>

OCHOBHASA ITPOI'PAMMA ITPO®ECCHUOHAJIBHOI'O OBYYEHUA

IMPOT'PAMMA IMTPO®ECCUOHAJIBHOM MOATOTOBKH 11O
IMPOPECCHUN21299 « TIEJTOITPOU3BOJAUTEJIb»

PABOYAS ITPOT'PAMMA
«OPI'AHM3AIIMOHHASA TEXHUKA»



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanbHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



COJEP)KAHUE

1.INIOACHUTEJIBHAA 3AIINCKA

2.YYEBHO-TEMATHUYECKUI IIJIAH 41 COJEPXAHUE
YYEGHOI'O MATEPUAJTIA

3.MATEPUAJIbBHO-TEXHUYECKOE N HNHOPOPMAILIMOHHOE
OBECIIEYEHHME, HEOBXOJMMOE JJA OCBOEHUA
PABOYEM ITPOTPAMMBI

4.OLIEHOYHBIE MATEPHAJIBI



IHOACHUTEJIbHAA 3AIINCKA

Lesas peaju3anuu NporpaMMbl U IJIAHUPYeMble pe3yJabTaThl 00yYeHHs

PaGouass mporpamma  «OpeanuzayuoHHas mexHuKa» SIBISETCS 4YacThl0 OCHOBHOM
nmporpaMmbl  MIPO(HECCHOHABLHOTO  00ydeHHus 1o  NpodecCHOHATBHON  TOJATOTOBKE
«/lemonpon3BoaUTEbY.

B pesynbrate ocBOGHUS MOIYJIS CITyIIATEIh TOJHKECH

yMeThb:

— OCYILIECTBISTh npodeccuoHaIbHyI0 JeSITeNIbHOCTD c
HCIOJIb30BAHUEMOPTaHU3AMOHHOM TEXHUKH;

3HATb:

— COBpEMEHHBIE BUIBl  OPraHMU3AIMOHHOM TEXHUKA U
KOMITBIOTEPHOT000€ECTICUCHHUST;

— Ha3Ha4YCHUC, IpaBujia HUCITIOJIB30BaHUA U TEXHHUYCCKOI'O
00CTyKUBaHUSIOPTaHU3ALIMOHHOM TEXHUKH.

Ha peanuzamuto Pabodeit mporpammel otBoautes 10 gacos.

3aBepiaercst 00ydeHHe 1Mo yueOHOH AUCIUILUIMHE MpoBeAcHUEMM(HepeHITUPOBAHHOTO

3a4éTa.



YUEBHO-TEMATHYECKHU IVTAH U COAEP)KAHUE

«OPTAHM3AIIMOHHASA TEXHUKA)

Ne HaumeHoBaHHe TEM Conepxanue OO0muit B TOM YHCJIe Camoct. | ATTecTanug,
n/n 00bém | Jleknuu, | [IlpakTnyeckue,| padora, yac.
4acoB qac. yac. yac.
33.| Tema 1. Texundeckas 0aza Pabouee mecto 1 1
JEIIONPOU3BOICTBA JEIIOTIPOU3BOUTENST. DPrOHOMHKA U
OpraHusanus Tpy/a.
KomMmnbrorepusupoBanHoe
paboueemecTo
JEJIOTPON3BOIUTE
n51.CaHUTapHO-TUTHEHUYECKHE
HOPMATHUBHI TSI paOOTHUKOB
oduca.
Knaccudukanus
cpen
CTBOPTaHHM3AIIMOHHON TEXHHKHU.
34.| Tema 2. KommnbsrotepHoe Hcropust pa3BUTHs KOMIBIOTEPHON 1 1

o0ecrieuenne

texHuku. Knaccuduxamusa [TOBM.
AnnapaTHoe u MPOrpaMMHOE
obecieyenne OBM.  OcHoBHbIE
ycrporictBa OBM U mpuHUUNBI UX
paboThI. OO6cnyxuBanue
KOMIIbIOTEpA: TMpPOBEpPKa  JHCKOB,
nedparMeHTaIus

IWCKOB, 3allUTa OT BHUPYCOB,
CpeacTBa aHaJn3a paboThI
KOMITbIOTEpa




35.

Tema 3. Cpenctsa
aJIMIHHUCTPATHBHO-

Knaccudukanuss cpencts  cBA3M.
Tenedonnass cBs3p. TemedoHHbIC

YIIPaBJICHYECKOU CBA3H arraparsl. Munu-
ATC.Pagnorenedonnas
CBSI3b.
Buneorenedonnas
cBsa3b.  IlemxuHTOBas
CBSI3b. Tenerpadnas CBSI3b.
Tenerainaas
cBs3b.  Jleliredonnas
CBSI3b. Tenekc.
dakcuMHUIIbHAs CBA3b.
36.| Tema 4. KomnbroTepHbIe TenekoMMyHUKaIWH.
KOMMYHHKAIUU KomnerorepHas

ceThb. JlokanbHas CEThb.
HaznauenneJIBC, uXx OCHOBHBIC
THUIIBI, COCTaB.




Cepep. Kuament. Tomosiorust certu.
Mopynsauus, JIeMOAyJsALUs, KaHal
cBs3u. MogeMm, ero Ha3Hau€HHE H
OCHOBHBIE

XapaKTEPUCTUKH.
I'moGanbHbBle KOMIIBIOTEPHBIE CETH.
Hctopus Internet. Kananmel cBs3u.

[IpoToxko. Hasznauenue
u BO3MOKHOCTHU
Pa3IMYHBIX cepucoB  Internet.

OnexTpoHHas 1nourta. JlocToMHCTBa
AJEKTpOHHOW  mouThl. CTpyKTypa
AJIEKTPOHHOIO NMHUChbMa. Afpecanus B
CHUCTEME DJIEKTPOHHOMU

noursl. WWW. I'unieprekct. @opmar
CCBUIKH.

37.

Tema 5. Cpencrna
TUPAXUPOBAHUS IOKYyMEHTOB

Knaccudukanus CpEICTB
THPAXKUPOBAHUSL.

IIpunHTeEpBL.
Marpuunbie npuHTEphl. CTpyiiHBIE
npuHTEpbl.  JlazepHble MPUHTEPHI.
CpencTBa KONUPOBaHUS TOKYMEHTOB.

CpenctBa Pa3MHOXKEHUS
TOKyMeHTOB. ['ekrorpaduyaeckas
neyars.

Tpadapernas mewarb. OdcerHas
I1e4arThb.

Puzorpadsmr.
JlonomHuTENbHBIE

cpencTaa
MOATOTOBKU

JIOKYMEHTO
B.

JlukrodonHas



http://www/

a.CxaHupyoume yCcTpocTsa.

TCXHHUK

38.| AuddepeHuupoBaHHbIH 2
3a4éT
UTOTO 10




MATEPHUAJBHO-TEXHUYECKOE I HHPOPMAIIMOHHOE
OBECIIEYEHME, HEOBXOJIUMOE JIJIsI OCBOEHHUS PABOYEN

ITPOI'PAMMBbI

MarepunanbHO-TeXHH4YECKOe o0ecniedyeHne
[Tporpamma npearnonaraet HaTMYue yueOHOro KabnHeTa. 000pyTI0BAaHHOTO:

— TOCaJOYHBIMU MECTaMH IO KOJIMYECTBY CIIyIIATeNICH;

— paboyuM MECTOM IperoaaBaTes;

— KOMIBIOTEpaMU;

— OpITEXHUKO;

— MHTEPaKTUBHOMU JIOCKOit HIIN MYJIbTUMEIUHHBIM KOMIIJICKCOM

—  KOMIUIEKCOM Y4eOHO-METOUYECKON JOKYMECHTAIIMH.
TexHuudeckue cpeacTBa 0OyICHHUS:

— DIIEKTPOHHBIEC BHCOMATEPUAIIBI;
— HOYTOYK;

— TIPOEKTOP.

NudopmannonHoe odecneyeHne 00y4eHus1
OcHo6Hble uCmOYHUKU, 3aKOHOO0AmeIbHble U HOPMAMUEHbBLE OOKYMEH b,
IN1eKMPOHHbBIE PECYPChL
OcHosHble uCmOoYHUKU

32.Koznos H. B. KomnbroTepHoe 1em0mnpon3BoAcTBO U paboTa ¢ 0(UCHONTEXHUKOH.
Hayka u Texnuka - M., 2016. - 304 c.

ﬂonwmumeﬂbnble UCMO4YHUKU

5. Kysneuosa, T.B.; Cankuna, JI.B.; bsikoBa, T.A. u np. JlenonpousBOJCTBO.
Opranm3anuss ¥ TEXHOJOTUHU JIOKYMEHTAIIMOHHOTO OOECIEYCHHS YIIPaBJICHHUS.

IOnuTHu-/lana - M., 2016. - 359 c.

CIIALIEH!



OIEHOYHBIE MATEPHAJIbBI

[Tepedyens BonpocoB k nudhepeHITMPOBAaHHOMY 3a4eTyTIO
«Opranu3anoHHast TEXHUKa)

1 Texanueckas 6a3a 1eI0MPOU3BOICTBA
2.AcTopust pa3BUTHS KOMIIbIOTEPHOW TEXHUKH.
3.Pabouee MecTO eONPOU3BOIUTEINS.
4.2OproHoMuKa u oOpraHuzanus Tpyza.
5.KommnsrotepusnpoBanHoe pabodee MECTO JETOMPON3BOTUTEIS.
6.CaHUTapHO-TUTUEHUYECKIE HOPMATHUBEI 1711 paOOTHUKOB oduca.”
7.Knaccudukanus cpeicTB OpraHu3alliOHHON TEXHUKH.
8.KommprorepHoe obecrieueHue
9.CpencrtBa aAIMUHUCTPATUBHO-YITPABICHUYECKOMN CBSI3U
10.KoMniproTepHble KOMMYHUKAIIUN
11.CpencTBa TUpa)KUPOBAHUS JOKYMEHTOB



METOANYECKHUE MATEPUAJIBI
MeToanueckasi pa3padoTKa 3aHATHS

Tema: DproHoMuKka U OpraHu3anus Tpyaa.
Hean: n3yuenue npasua Th npu paboTte ¢ OPrTeXHUKOM.

MarepuaJbl K 3aHATHIO

Cnymarens 107KeH
3HaTh:
npasuia Th npu paboTre ¢ OPrTeXHUKOM;

yMeT

b - BBINIOJIHATH TpeOoBaHUS WHCTPYKLUHU Mo  MpaBWjIaM

0€30I1aCHOCTH

TCXHHUKH

OnnHa W3 TIIaBHBIX 0cOOCHHOCTEHW pabodero mHs padoTHuka otnena 1OV, menemkepa,
CEKpeTapsi, aCCHCTeHTa W Tp. — 3TO JAJUTEIBHOE «OOIIEHUE» C KOMIBIOTEPOM, KOTOpPOE
O3HAauaeT HapyIICHUE KPOBOOOpAIIEHHsS] H3-32 CHISYETO TIOJOKEHUS W 3HAYUTEIHHYIO
3puTenbHy0 Harpy3ky. K mpodeccnonanbHbiM 00JI€3HSIM OOJIBIIMHCTBA OQUCHBIX CITYXKAIIUX
MOYKHO OTHECTH THITOJUHAMHIO, CEPIECYHO-COCYAMCTHIC MPOOJIEMBbI, HAPYIIECHUS OOMEHHBIX

IPOIIECCOB, HE TOBOPS YK€ 00 yTpaTe 3peHusl.

3ananue 1:

[To3HakoMbTECh € MpaBUJIaMU TEXHUKU O€30HaCHOCTU MpU paboTe ¢ OPITeXHUKON u

3aroJIHUTE TAOJIHITY.

Ha3Banue oprrexHuku IIpaBuiia TexXHUKHN 0€30M1ACHOCTH

KoHTposabHbIe BONpPOCHI:

I'e B kabuHeTE HAXOASITCS OTHETYIIUTENH?

Kakum nomxHO OBITE paccTosTHUE OT TI1a3 10 MoHHTOpa [IDBM?
YTo Hy»XHO Jes1aTh B ClIy4ae yCTaloCTH ria3?

[IpuBeauTe mpuMepbl yIpa)KHEHUN TS TI1a3.

Nk

Ha kakom  paccrostHum JTOJIKHBI pacrosaratbcs
JIPYTrakOMIbIOTEPHI?

8. Uto menaTh B Cllydae HEMCIIPABHOCTH KOMIIBIOTEPA?

Kak MO>KHO TPOBEPUTH, YTO KOMITBIOTEPHI B KAOMHETE 3a3eMJICHBI?

oT




ABTOHOMHAS HEKOMMEPYECKASA TPO®PECCUOHAJIbBHASA
OBPA3OBATEJIBHAS OPI'TAHU3AIUA
«XEKCJIET KOJIJIELA>»

OCHOBHASA IMTPOTPAMMA ITPO®ECCHOHAJIBHOI'O OBYYEHUA

MMPOT'PAMMA ITPO®ECCHUOHAJIbHOM MMOJATrOTOBKH 11O
MMPOPECCHUN21299 «TIEJTOITPOU3BOJAUTEJIb»

PABOYASA TPOTPAMMA
«OCHOBBI PEJAKTUPOBAHUA JOKYMEHTOB»



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanbHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



COJEPKAHUE

1.IIOACHUTEJIbHAA 3ATIMCKA

2.YYEBHO-TEMATHUYECKUI ITJIAH 141 COJAEPXAHUE
YYEBHOI'O MATEPHUAJIA

3.MATEPUAJIbBHO-TEXHUYECKOE n  HNHOPOPMAILIMOHHOE
OBECIIEYEHMUE, HEOBXO/JUMOE JUIA OCBOEHHIA
PABOYE [TPOT'PAMMBI

4.OIEHOYHBIE MATEPHAJIbI



IHOACHUTEJIbHAA 3AIINCKA

Lesas peaJu3anuu NporpaMMbl M IVIAHUPYeMble pe3y/bTaTbl 00y4eHust

Pabouass mporpamma  «OcHoGbl pedakmupoeanusi OOKYMEHMO8» SBISETCS YaCThIO
OCHOBHOM TIpOrpamMMbI MPOQPECCHOHAIBHOTO 00y4YeHUsT TI0 MPOQPECCHOHATIBHON MOATOTOBKE
«/lemonpon3BOIUTEbY.

B pe3ynbrate 0CBOSHUS MOMIYJIS CITyIIATEIh TOJIKCH

yMeThb:

— OCYILECTBJIATh PEAAKTUPOBAHUE TEKCTOB CIIYKEOHBIX JOKYMEHTOB M JIPYTHX

MaTepUasos;

— TPUMEHSATH COBpPEMEHHbIE nH(pOpMallMOHHbIE TEXHOJIOTUU
MPUIOKYMEHTUPOBAHUH U OPTaHU3alUU PabOThI C TIOKYyMEHTAMHU.

3HATh:
— OCHOBBl  peIaKTUPOBAHUS TEKCTOB  CIYEOHBIX JIOKYMEHTOB U
IpyTUXMaTepUaNoB;

— TpeOOBaHUs K TEKCTY JOKYMEHTOB;

— COBPCMCHHBIC I/IH(bOpMaI_[I/IOHHBIe TCXHOJIOTUH, TPUMCHACMBIC IPUJOKYMCHTHUPOBAHUHU U
OpraHu3aiyy paboThl ¢ JOKYMEHTaMH.
Ha peanuzamuto Paboueit mporpammel otBoguTcst 20 4acos.
3aBepiraercst 00ydeHue 1Mo yaeOHOH AUCIUIUIMHE MpoBeAcHueMIN(HEepEeHITUPOBAHHOTO
3a4éra.



YUEBHO-TEMATHYECKHH IJIAH Y COJIEP)KAHUE
«OCHOBBI PEJAKTUPOBAHUA JOKYMEHTOB»

Ne HanmeHoBaHn Conepxann Oo0nm B TOM 4ucJie Camo ATTecTanusa
n/ e TeM e ii Jleknuu IIpakTuyeckue CT. ,uac.
. ,4ac. ,4ac.
n 00BEM padora,
qgacoB qac.
I. | OcHoBHBIE Beenenue. 3amaun npeamera; ero 5 3 2
MOJIO | COZIEp KaHMUE.

HKEHUS

CTHJINCTUKH, 3HaueHue npeaMeTa Uis OBJIaJICHUs

JIECKCUKU U npodeccuii.

(dbpazeosnoruu [loHsiTHE O MPAKTUYECKOW CTUIIMCTHUKE.

OcHOBHBIE

;C))as/:[enm TEOPUH PETAKTUPOBAHUS.
COOCHHOCTH

OCHOBHBIX Pa3/IelioB HAYKH O SI3bIKE.

CoBpeMeHHBIN

PYCCKHI JUTEpaTypHBIi s3bIK. OO1iee

MOHSITUE O

COBPEMEHHOM pyccKOM

JIUTEpPaTypHOM SI3BIKE.

CTiiin COBPEMEHHOTO PYCCKOTO SI3bIKA.

Jlekcuka u

¢dpazeosiorusa. Ilaponumsl.  Ilepudpassi.

CuHoHUMBI. OMOHUMEI. AHTOHUMEI.
ITlneoHa3MBEIL.

TasTonoruu. CMBICIIOBOI ¥ CTUJIMCTUUECKUNA
oToop

JIEKCUYECKUX CpeACTB. OMUOKHU B JEI0BOM
CTHIIE,

CBSI3aHHBIE C MHOT'O3HAYHOCTBIO CJIOBA.

®pazeosiorusi B AenoBol peun. OmmoOku,

CBSI3aHHBIE C YNOTpeOIeHUEM
(hpazeoaornuecKux

000pOTOB B J1€710BOM peun. CrienuanbHas
JICKCHKA.

Tepmunosorus. [Iorarue o0 TepmMuHax u

tepmuHosiorud. Ciyyau Iepexona
TEPMUHOB B




paspsbl KHUKHBIX CIOB. TepMUHOIOTUs

JIeII0BOU

peun. IIpaBonucanue TepMUHOB,

YHOTpeOIsieMbIX B

JnenoBor peud. OdunmanbHO-AEI0BOU

CTHUJIb.
Onpenenenne opuLHATBEHO-IETOBOTO
CTHIISL.
Crneuuguka nenonponu3BOACTBEHHOIO
CTHIIA,

%‘IéTHBIX dhopM nenoBor MHPOPMAIIUH.
BYKOBBIE

JIOKYMEHTBI, TeJIe()OHHBIE MEPETrOBOPHI,

pabora ¢

pauueil ¥ TUKTO()OHOM.

OcHOBHEIE IpaBHIa
npousHoueHus (opdosnus). Tekcr
CIIy>KeOHOTO
JOKyMEHTa. Buibl TEKCTOB HMX CTHJIEBBIE

ocobeHHocTu. [Tpobiembl yHHPUKAUN
TEKCTOB.

CrpaBouHble H3JaHHUSI 1O PYCCKOMY
A3BIKY H

IIPAKTUYECKON CTUIUCTUKE. OCHOBHBIE
CBEJICHUS O

COBpPCMCHHBIX CJIOBapsX. OcHOBHEBIE
npaBHIIa

MOJIb30BAHUS CIIPABOYHBIMU U3JIAaHUSIMU T10

PYCCKOMY S3BIKY M MPAKTUUECKOU
CTHJIMCTHUKE.

OCHOBHEBIE

KCHHUA

I10JIO

TpynHsle ciaydau npaBonucaHus. TpyaHbie
CiIy4yau




opporpadun
MopdoJIoTHH
JJIEMCHTaMH
MPaKTUYECKON
CTHUJIIMCTUKHN

NpaBOMUCAaHUsl  TJAaCHbIX B KOpHE.
IIpaBonucanue npuctaBok. [IpaBonucanue
CJIOXHBIX M CIOXKHOCOKPAIIEHHBIX CJIOB.
[IpaBoncanue » W b B  CJIOBax.
[IpaBonucanue H U HH BO BCEX YaCTIX
peun. YmoTpeOjeHHUE MPONMUCHBIX OYKB.
VYnorpebnenue  OPONHMCHBIX OYKB B
Ha3BAHUSX OpraHu3alui, YUYPEKICHUH,

IIPEANPUATHIA, HHOCTPaHHBIX bupm.
YnorpebieHne  MPONMHCHBIX  OyKB B
CJI0°KHOCOKPAIEHHBIX CJI0BaxX 51

abbpeBuarypax. [IpaBmma mepeHoca cIios.
Ilepenoc cinoB mo cnoram. Ciy4au
OTCTYIUIEHHS OT CJIOTOBOTO IPUHIMIIA.
Nwmsa cywmectBurenbHoe. TpynHsle ciaydan

ynoTpeOaeHus dbopm UMEH
CYILIECTBUTEIIbHBIX. Cruiictuueckoe
3HauYEHUe KaTeropuu
OyIIEBIEHHOCTH
—  HEOAyUIEBIEHHOCTH.

TpynHele  ciy4an  HamvcaHUsi  UMEH
CYIIECTBUTENbHBIX. VM mpuiiaraTenbHoE.
OcobenHoctu oOpa3oBaHHs u
ynotpebneHus GopMm crerneHel cpaBHEHHS
npunarareabHbiX. OmuoOku B 00pa3oBaHUN
U YHOOTPeOJICHUH MPOCTBIX U CIIOKHBIX
CTereHel cpaBHeHUs. TpyaHble ciaydan
ynoTpeOsieHus dopm UMEH
npuiarateiabHbix. VMg 4ducauTenbHoe.
Tpynuele ciydyau ynotpeOneHuss HMEH
yuciauTenbHbIX. [lpaBuna mnpaBonucaHus
YUCIIUTENIbHBIX. Mectoumenue. Paspsiabl
MecTouMeHni. OmMOKY, BO3HUKAIOIIUE
IpU OTHECEHHH JIMYHOTO MECTOMMEHHUS K




HECKOJIbKUM  TPEALIECTBYIOIIUM €My
CYILLIECTBUTEIIbHBIM. Oco0enHoctu
ynoTpeOsieHus MPUTSKATEIBHBIX u
BO3BPATHBIX  MecToMMeHud.  Omuokw,
CBsI3aHHBIE C UX ynorpebieHuem. Ommoku,
CBSI3aHHbIE C ynoTpebdieHuemM
MecTouMeHuss «Jto». ['maron. TpynHbie
ciayyau ynotpeOneHuss (opm  TIiarona.
@opMBl COBEPUIEHHOI'O BHJA IJaroja c
MIPUCTABKOU

«3a» (TUna «3aBU3UPOBATH») B JEIIOBOM
peun. Kareropusi [€UCTBUTEIBHOTO U
CTpaaTeIbHOTO 3aJI0TOB. Cnyuan
OmMMOOYHOTO YMOTPEOJICHUsI BO3BPATHBIX
IJIaroji0B CO CTpa/aTelbHbIM 3HAUYCHUEM.
[Ipuyactre. CuHOHMMHYECKHE  (OPMBI
npuyacTuil (apxanyeckas U COBpeMeHHas!).
HUx ynorpebienne B JUTEPaTypHOM

sa3bIke. TpynHbie

Cly4yad HamucaHus npudactuid. TpynHbie
ciy4au yHoTpeOIeHUs bopm
neenpuvactuii. OmubOku B




JIEIIOBOM CTHJIE, CBSI3aHHbIE c
ynoTpebiaeHueM neenpuvactuii. Hapeuue.
Paspsabsl  Hapeuwii 10  Ha3HA4YCHHUIO.
Ynorpebnenue CJIOKHBIX CTENeHEeN
CpaBHEHHUA B Jiel0BoM cTuiie. [lpemorn.
[Ipenmnoru, pacnpocTpaHEHHbIE B
HEUTpamTbHOM U  O(UIIHMATHHO-ACTIOBOM
ctuie. TpyaHble ciayd4an  HalHWCaHUS

npemioros. Hossle npeioru tumna «B
neney», «Ilo nmuaun». Coro3bl M YacCTHULIBL.
TpynHele ciayyan ynoTpeOaeHus COr030B U
YacTHLI.

CuHrakcuc c
3JIEMEHTaMHU
[IPaKTUYECKON
CTHJIUCTUKH

I'naBHBIE YJICHBI IPEJIOKEHUS.
CornacoBaHHble M HECOIJIACOBaHHBIE
ornpeneneHusi. OMUOKHN MPHU COTTIACOBAHUHU
ONpENIeJICHUl  C  CYIIECTBUTEIbHBIMHU.
OCHOBHBIE ~ BapuUaHTBl  COIJIACOBaHUs
CKa3yeMoro ¢ TMOJIeKallUM B TEKCTax
JOKYMEHTOB. Ckazyemoe pu
MOJUIEeXkAIEM, BBIPAKEHHOM COUYETAHUEM
CYILIECTBUTEIBHOTO C

KOJIMYECTBEHHBIM
YHCIIMTEIBHBIM. Ckazyemoe npu
MOJJIC)KAIEM CO CIIOBaMH THIIA:
«bonpmmHCcTBOY,  «MHOTOY,

«boneey u T.I. Ynpasnenue.
OpnococTaBHOE IPEJIOKEHHE.

OnHoponaHbIe YJIEHBI MIPEAJIOKECHUS.
CnoxxHble CUHTAKCUYECKHUE KOHCTPYKIIHH.

[Ipsamas
Y KOCBEHHasl Peyb.

OCHOBHBIE CBEIEHUS O

TEXHHUKE
peAaKTUPOBaHUS

[IpenBaputensHOE YTEHHE TEKCTa,
poBepKaPaKTHIECKOTO

Marepuana. Bubl npaBku TEKCTA.
TexHuKa MpaBKHU TEKCTA.




AnddepenunpoBanHblii
3a4éT

UTOro

20




MATEPUAJBHO-TEXHUYECKOE 1 HTHOPOPMAIIMOHHOE
OBECNEYEHHUE, HEOBXO/JUMOE JJI51 OCBOEHUS PABOYEN

ITPOI'PAMMBI

MarepunainbHO-TeXHHYECKOe o0ecniedyeHne
[Tporpamma npeamnonaraet HaTMYUe yueOHOro KabruHeTa. 000pyTI0BAaHHOTO:

— MOCaA0O4YHBIMHU MECTaMHU 110 KOJIMYCCTBY cnymaTeneﬁ;

— paboYrM MECTOM MPEIo1aBaTels;

— KOMIIBIOTEPAMU;
— WHTEPAKTUBHOMN JIOCKOH UJIN MYJIbTUMEIUNHBIM
KOMILJIEKCOM CIIMIIEH3UOHHBIM MPOrPAMMHBIM
o0ecrnieucHUEM;

—  KOMILJIEKCOM y4eOHO-METOAMYECKON
IOKyMeHTanuu. TeXHn4eckue cpeacTBa 00yUeHHs:

— 3JIEKTPOHHBIEC BUICOMATEPHAIbI;
— HOYyTOYK;

—  TPOCKTOP.

NudopmannonHoe odecreyeHue 00ydeHUust
OcHoGHbIe UCMOYHUKU, 3AKOHOO0AMEIbHbIE U HOPMAMUGEHBLE OOKYMEHMbI,
I71eKMPOHHbBLE Pecypcobl

OcHo8Hble UCTMOYHUKU

33.Haxopsikosa K. M. JluteparypHoe pegaktupoBanue. — M.: U3natensctBoUKAP,
2015-432c.

JlononnumenvHvie UCMOYHUKU
6. Kysuenosa, T.B.; Cankuna, JL.B.; BeikoBa, T.A. u ap. JleJa0npou3BoACTBO.
Opranuzanus ¥ TEXHOJIOTUU JOKYMEHTAIlMOHHOTO OO0ECIIeUeHUS YIpaBICHUS.
IOnuTHu-/lana - M., 2016. - 359 c.
7. Kysmenosa, T.B.; Crenanos, E.A.; ®wmnnos, H.I. J[enonpousBoiactso u
TeXHHYECKas ToKyMmMeHTauus. Beicias mkona - M., 2013. - 159 c.

8. Hakopsaxoa K.M. Jlureparypnoe penaxtupoBanue: OOImas MeTOAMKa
pabotsl Hag TekcToM. [IpakTukym. M., 2012. — 432 c.
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OIIEHOYHBIE MATEPHAJIbBI

[Tepedenn BompocoB k audGepeHIIPOBAHHOMY 3a4eTy
110 MoAyI0 «OCHOBBI PETAKTUPOBAHUSI JOKYMEHTOBY

doHeTHKa

Pycckast tlekcuka ¢ TOUKHM 3peHus €€ TPOUCXO0XKICHUS

.Pycckas nexcuka ¢ TOUKHU 3peHHs ee ynoTpeOIeHHs

.Dpazeonorusmsl

OMOHUMBI, CHHOHUMBI,

anToHUMBICI0BOOOpa3oBaHUE

Nms cymectBuTensHoe. Mopgonornueckue, CHHTAaKCHUECKUE MPU3HAKU
CYILIECTBUTEIIbHBIX.

[IpaBonucanue CyleCTBUTENbHBIX.

Nms uucnutensHoe. Pa3psiibl v paBoNMcaHue YUCTUTEIbHBIX

I'maros. ' paMMarnyeckue npusHaky riarosa. Ilpasonucanue riiarojios
Nwmsa npunararensHoe. [IpaBonrcanue nmpuiarareabHbIX

[Ipuuacrtue. ['pamMaTrdeckue NpUu3HaKy MPUYACTUNA U TPABOMKMCAHUE.

. [lpuyactHbIi 060POT.

. Jeenpuuacrue. [IpaBonucanue neenpuyactui

. Hapeune. [IpaBoniucanvie Hapeuwii.

. CmyxeOHble 4aCTH peuu: MpPEeUIOTH, COI03bl, YacTHIBI. VX pa3psaasl MO3HAYCHHIO,

CTPYKTYpPE U CHHTAaKCHYECKOMY YIOTPEOICHUIO
[IpaBonucanue IpeayIoros.

[IpaBomnucanue cor30B

[IpaBomnucanue yacTuL.

CrnoBocoueranue. CBs3b CI0B B CIIOBOCOUYETAHUIX
[IpocToe npenyioxeHue

CrnoxHO€ NpenoKeHne

Ctunm peun.

. Tunel peun.



METOJUYECKHUE MATEPUAJIbI
MeToanyeckasi pa3padoTka 3aHSITHS

Tema: CHHTaKCHC C 3JIEMEHTaMU MPAKTUYECKON CTUITUCTUKH.
Heanb: onpeneneHue CTUIIA PEYH, 3aKPEIUICHUE MOTYyUYCHHBIX 3HAHUH.

MarepuaJbl K 3aHATHIO

Onpenenenue THIA, CTHJISA, TUIIA TEKCTA.
Bonpocsl 1151 3aKpensieHus TeOPeTHYEeCKOro MaTepHuaJia mo Teme:
1. HasoBuTe OCHOBHBIE IPU3HAKH TEKCTA.
2.to  Takoe [enHast CBSI3b? Pacckaxxure 0  cpeacrTBax CBSI3U
3. UYro Takoe  mapaIenbHas CBSI3b? Kakue  cpencrsa CBA3U
4. Yto Takoe a63an? Kakosa ero pois B
tekcre?S5.UTo Takoe MUKPOTEKCT U
MHKpoOTEMa?
5.Kakue tunsl peun Bl 3HaeTe? YeM OHU OTIMYAIOTCA APYT OT Ipyra?

6. Ha3oBUTE OCHOBHBIE NPH3HAKU IIOBECTBOBAHUS, PACCYKICHHS, OINUCAHUS, TJIE
MPUMEHSIFOTCS 3TU THUIIBI pedu?

3agaHus 119 NPAKTHYECKOT0 3aHATHSA
3ananue 1
Jokaxkure, 4TO JaHHOe BBICKa3bIBaHMe sIBJsAeTCH TekcToM. Omnpeneante Temy
BbIcKa3bIBaHMsA. Kak B JaHHOM TeKcTe CBSI3aHbI NMPeIJIoKeHus ?
Bocnurtanneie JIOAM  yBaXKAIOT YEJIOBEUECKYIO JIMYHOCTh, a TOTOMY BCerjaa
CHUCXOJMTENBHBI, MITKH, BEXKIIUBBI, ycTymuuBbl. OHM HE OYHTYIOT M3-3a MOJIOTKA WU
MPOMABIICH PE3WHKH, KUBA C KEM-HHOYAb, OHH HE JENAIOT U3 3TOTO OJOJDKEHUS, a,
YXO/s1, HE TOBOPSIT: C BAMM KUTh Hesb3sl. OHM MPOLIAIOT U IIyM, U XOJIOI, ¥ OCTPOTHI, U
MPUCYTCTBUE B UX KWJIbE MOCTOPOHHUX. OHU COCTpaJaTeNbHbl HE K OJJHUM HHUILUM U
komkaMm. OHH OOJICIOT AYIIOW M OT TOTO, Yero He YBUAMIID MPOCTHIM TIa3oM... (4. I1.
Yexos.)

3ananme 2

TekeT cnucaThb, paccTaBUTh 3ansaTbie. OnpeaeauTh cCNOCOo0 CBA3M MPeEAI0KEHHI.
HasBatb Tun peyu.

qTOGBI COXPAaHUThb HBCTHI KYIUICHHBIC 3a HCACIIO 0 IIPpasJHUKa CT€6JII/I IBETOB
MOAPE3al0T HAWCKOCh OCTPOM OpUTBOM W CTaBAT UBETHl B BOAY KOMHATHOU
Temreparypbl. Uepe3 [Ba-Tpu daca 3aBOpPAuMBAIOT OyKeT B raseTy M KiIaayT Ha
HIKHIOIO TIOJIKY XoJioauWibHUKa. Ha Tpetuit neHp mpoBepstoT OyKeT CHOBa MOJApE3aroT
cTebmu Ha 1—2 cM "aca JBa Jep>Kat [BETHI B BOJE U OMATH KJIAIyT B XOJIOAUIbHUK.
3aganue 3

Omnpenenurte THI pevn TEKCTA, 000CHYITe CBOil OTBeET.

1)CnaBmmii B yrity JOJNTOBSI3bI MapeHb JIET CEMHAALATU MPOCHYJICS U Cell T0-
TYpEIKH, Tapalla Ha MeHs ria3a. [lapeHb ObUl OTHEHHO, HEMBICIHMO SPKO-PBIK U

MEKIYTTPEL,
MEXIYTIpe



TaK KOHOIAT, KaKk MHE HH pa3y HE JOBOAWIOCH BUJETh. OH ObLI yCESH BECHYLIKaMU
pa3HBIX BHUJOB M MacTei: MO 30JI0THCTOMY (OHY pPa3MBITBIX B CIUIOLIHOE IOJ€
KOHOITYIIIEK ObLJIa MyIIeHa MeKasi pPOCCHIITb TEMHBIX TOYEK, KaK OyJITO €ro CIpbICHYIN
JIETTEM CKBO3b YHUCTOE CUTO. 3a 3TOU MECTPSAbIO HE OBLIO BUIHO YepT ero juna. Jumm
HOTOM I OOHApYXKWJI, YTO y HEro MpsIMOH, C JIETKOH TOpOMHKOM HOC, BBICOKHIA 7100 C
IByMsi Oyrpamu, OyTBUIOYHOTO I[BETa rja3a C PbDKEBATbIM OTJIMBOM, KOTOPBIA WM
NpUJaBalii MyIIUCTHIE PHDKUE PECHUILIBL. S mMpOCcTO ociien, OyATO B3IVISIHYJ HA COJHIIE.
(fO. Hazubum.)

2)ITo creHam, OKOJIO KapTHHBI, JICHHJIach B BOjAe ()ECTOHOB MMAyTHHA, HAIMTAHHAS
IBUIBIO; 3epKaJla, BMECTO TOTO, YTOOBI OTpaXkaTh MPEAMETHI, MOTJIA OBl CITY>KUThH CKOpee
CKPIDKAJISIMU JJIs1 3aIMCHIBAHUS HA HUX, MO IMBUIM, KaKHUX-HUOYAbh 3aMETOK Ha MaMSTh.
Kosps! 6butn B nsiTHaX. Ha nuBaHe nexxano 3a0bIToe MOJIOTEHIIE; Ha CTOJIE PEAKOE YTPO
HE CTOsUIa He YOpaHHas OT BUYEpAIIHEro y>KMHA Tapeika ¢ COJIOHKOM M ¢ 00riogaHHON
KOCTOYKOM.

Eciu 6 He »Ta Tapenka, Ja HE NMPUCIOHEHHas K MOCTEIM TOJBKO YTO BBIKYpEHHAas
TpyOKa, WM HE caM XO3SIMH, JeKalIHid HAa HEW, TO MOXHO OBUIO MOAYMaTh, YTO TYT
HUKTO HE )KHUBET, — TaK BCE 3albUIMIIOCH, MOJIUHAJIO U BOOOIE JIUIIEHO OBLIO KUBBIX
CJe/10B YyesoBeueckoro npucyrctBus. (M. A. I'onuapos.)

3)I1nacTMaccoBBIX MOJIOTEHEIl TIOKA HET. Belb TKaHUW M3 XMMHUYECKUX BOJIOKOH TUIOXO
BIIUTHIBAIOT BOJlY, IO3TOMY UMM HEJIb351 BBITUPATH PYKHU.

4)B HecKOJNIBKHX BepcTax OT MOCH JepeBHHM HaxoauTcs Ooibinoe cemo Ilymuxuno, C
KaMEHHOM IIepKOBbI0 BO MM mpenoaoOHbix Ko3pmbl u Jlamuana. Hampotu sToi
LEPKBU HEKOI'/1a KpacoBaIMCh OOIIUPHBIE TOCTIOACKUE XOPOMBI, OKPY>KEHHbIE Pa3HBIMU
IIOCTPOMKaMHU.

3amanmue 4
IIpoananu3upyiiTe TeKCTHI MyOJIMINCTHYECKOTO CTHIIA:
1.

l. mpumepamu ©3 TEKCTOB MOATBEPAMTE, YTO OHU: &) HANMKCAHBI HAa OOIIECTBEHHO
3HaYNMYIO, 371000 JHEBHYIO TeMy; 0) aJpecoBaHbl MACCOBOMY UYMTATENIO; B) MPHU3BAHbI
BO3/ICHCTBOBATh HAa PACCylOK M YyBCTBA YMUTATENEH C LEJIbI0 BOCIUTAHUS y HHUX
BBICOKHX, OJIarOPOHBIX TPA’KJAHCKUX YYBCTB;

2. IOK@XHTE, YTO Ui TEKCTOB XapaKTepHa NpsAMas W OTKPHITas OLEHOYHOCTH (0e3
oOpaleHus K XyA0)KECTBEHHBIM 00pa3am), B KOTOPOH SIPKO BhIpayKE€HA MO3UIIHS aBTOPA,
€ro CTpacTHOE KellaHue yOeaUTh YuTaTels B CBOCH MPaBOTE;

3. HaliiuTe A3BIKOBLIE CPEACTBA, CO3JAIOIIME OOLIYI0 DKCHPECCUBHOCTh TEKCTA:
CIICIUAJIBHBIC BBIp%HTeHBHBIe Cpe,Z[CTBa — SIIUTCTHI, CpaBHeHI/I}I, MeTa(bOpr,
pI/ITOpI/IquKI/Ie BOHpOCBI nin BOCKIIUIIAaHHA, HpOTI/IBOHOCTaBHeHI/IH u T.II., HaﬁHHTe
xapaKTepHLIe JUIA HyGHHL[I/ICTI/I‘IeCKOI‘O CTHUIIA CJIOBa nu CJIOBOCOUYCTAaHUs,
0003HaYaIOIIIIE



00001IEHHEIE U OOLIECTBEHHO-3HAYNUMBIE [IOHATUA  —
MOJTUTUKU,MOPAJTH, HPABCTBEHHOCTH, KYJIbTYPBI, COIIMATbHBIX YYBCTB H T.II.

4. onpenenure K KAKOMY JKaHPY MOYKHO OTHECTH JAHHBIN TEKCT.

1 Bapuanr.
Jloka3bIBaTh, 4TO TPAMOTHOCTh HAIIUX MIKOJIHHUKOB CHIJIBHO TIOHU3HIIACH, 3HAYMIIO OBl
JOMUTBCA B OTKPBITYIO JBEpb. OTO OOHapy>KMBaeTCs Ha NPUEMHBIX SK3aMEHaX B
BBHICIIIME YY€OHBIC 3aBEJCHUS U TEXHUKYMbI; HA YPOBHE TPAMOTHOCTH MAIIMHUCTOK U
NEepenucyYml], HEJaBHO OKOHYMBIIUX ILIKOJY; MpU OOCIEeIOBaHUSAX ILIKOJI, U BOOOIIEe
Be3JIe, TJIe MPUXOIUTCS HAOMIOMATh JItoiel, 00ydYaBIIUXCS MUCbMY TIOCTIEIHEE BPEMSI.
He Hamo, xoHeuHO, IymaTh, YTO B MpekHEEe BpeMs MO 3TOH 4vacTu Bc€ 00CTOsUIIO0
0JIaroIoJIy4HO; BOIIPOC O MOAHITHH TPaMOTHOCTH BCET/Ia CTOsUI Ha ouepean. Ho Hamo
OTKPOBEHHO MpPHU3HATh, YTO celyac 3TOT BOMPOC MPHUOOPENT COBEPIIEHHO HEOOBIYHYIO
OCTPOTY M 4YTO BOIUTH O HEAOMYyCTHMMON O€3rpaMOTHOCTH MHTOMIIEB HAIIEH IIKOJIBI
OTHIO/Ib HE TMpeyBelnyeHbl. Hago OTKpOBEHHO MpH3HATh, YTO 3TO MPOOEN B HalleM
IIKOJILHOM JIeJIe JIOIIeN J0 pa3MepoB OOIIECTBEHHOTO OEACTBHSI, 4TO 00 ATOM HAIo
KpHYaTh U U3BICKMBATh MEPBI JJIs €T0 U3KUBAHHUS.
JI.Illep6a. be3arpaMOTHOCTH U €€ MPUINHBI
2 Bapuanr.
VY KaxIoro w3 Hac «CBOsl pedka». HeBakHOo kakas, Oonbinas Bosra umm MamroTka
Ycmanka. Bee i Mbl mOHMMaeM, Kakoe 3TO COKpOBHILE — peuka? U kak OHO ysI3BUMO,
3TO cokpoBulie?! M0KHO 3aHOBO MOCTPOUTH pa3pyLIEHHBIH ropoJ. MOoXHO MmocaanuTh
HOBBIH JI€C, BBIKONIATh MpyA. Ho KMBYI0 peuKy, €CiiM OHa yMUPAET, KaK BCAKUMN KHUBOU
OpraHu3M, CKOHCTPYUPOBATh 3aHOBO HEBO3MOXKHO.
[TocnenHue rompl BO BCeM MHUPE UIET 03a00UEHHBIN pa3roBop o Boje. Bomga ctaHoBUTCS
OJIHOM M3 TJIaBHBIX LICHHOCTeW Ha 3emie. Ho korma roBopsr:
«Muccucunu meneer» unu: «Meneet [lon», He Bce MOHUMAIOT, YTO KOPEHb MPOOIEMbI
JSKAT Ha Oeperax MaJeHbKUX YCMAHOK W Jake OE3BIMSHHBIX PEUYEeK M PYUCUKOB.
JKu3nb 3apoaunack, ocena U pa3BUBACTCS OKOJIO peK. TOIbKO-TOIBKO MPOOUBIIUICS U3
3eMJIM KJIIOUMK Oe3 MoJb3bl yxke He TeuéT. Ho, kpome Onar u pagocteid, oTJaBacMbIX
BCEMY KHUBYIIEMY Ha €€ Oeperax, peuoHKa YIOpHO HECET CBOIO BOJY B «OOIINNA KOTEM,
U3 KOTOPOIo MbIOT CErOJHsI OTPOMHBIE TOPOJa U KPYIHbIE TPOMBIIIUICHHBIE LIEHTPHI. A
€CclIi KaKoW-HUOYyJb TOpoJ HAUMHAET CTpPajaTh OT JKaXbl, €CIM MEJEIOT OoJblline
pEeKH, MEPBYIO U3 MPUYUH HAZO0 UCKATh TaM, I/I€ PACIIOJIONKEHbl «KAUJUISIPbD) BOJIHON
CHUCTEMBI, - Ha MAJIbIX PEYKaXx.
B.IleckoB. OTeuecTBO
3aganue 5
1. Onpenennre, kK KakomMy PyHKIMOHAIHLHOMY CTHJIIO OTHOCHTCS TEKCT?
2. Ha3oBHTe IVIaBHBIE 0COOEHHOCTH CTHINA?

3. I'1e ucnoJb3yercs 3TOT CTHIL?

4. B kakux cepax »KU3HA NPUMEHSETCS ITOT CTHJIb?
Cratbs 17



1. B Poccuiickoii ®enepauuy NPU3HAIOTCS M TapaHTHPYIOTCA IIPaBa M CBOOOMEI
YCJIOBCKAa U TIpaxkaaHWMHaA COIJIaCHO OGH.IGHpI/I3HaHHBIM INpuHOUIIAaM W HOpMaM
MEKIyHapOAHOTO MpaBa U B COOTBETCTBUU ¢ HacTosed Koncruryuueil.

2. OcHOBHBIE IpaBa ¥ CBOOOIBI YENOBEKA HEOTUYXKIAEMBI M MPHHALIEKAT KAKIOMY
OT POXKACHHUS.

3. OcymecTBieHne npaB ¥ CBOOOJ YEIOBEKA U TPaXKJAHMHA HE JOJDKHO HApyINATh
npaBa u cBo0o b1 Apyrux Jull (Konctutymus Poccuiickoit @enepanun).



ABTOHOMHAS HEKOMMEPYECKASA TPO®PECCUOHAJIbBHASA
OBPA3OBATEJIBHAS OPI'TAHU3AIUA
«XEKCJIET KOJIJIELA>»

OCHOBHAS ITPOI'PAMMA ITPO®ECCHUOHAJIBHOI'O OBYYEHUA

MMPOT'PAMMA ITPO®ECCHUOHAJIbHOM MMOJATrOTOBKH 11O
MMPOPECCHUN21299 «TEJTOITPOU3BOJAUTEJIb»

PABOYASA ITPOI'PAMMA
IMPAKTUYECKOI'O OBYUEHUAA:
YYEBHASA U ITPOU3BOJCTBEHHAS IIPAKTHKA



PaGouas mporpamma pazpaborana Ha ocHoBe: DenepanbHOro 3akoHa oT 29.12.2012 N
273-03 «O06 obpazoBanuu B Poccuiickoit denepannn.



COJEPKAHUE

1. IOACHUTEJIBHAA 3ATIMCKA
2. YYEBHO-TEMATHUYECKMU IIJIAH Y COJIEP)KAHUE
YYEBHOI'O MATEPUAJTIA

3. MATEPUAJIbHO-TEXHUYECKOE OBECIIEUEHHE,
HEOBXOJMMOE JIJI1 OCBOEHUS PABOYE [TPOT'PAMMBI



IHOACHUTEJIbHASA 3AIINCKA

Henap peanusanuu nporpamMMsl 4 IJIAHMPYeMble pe3yJIbTaThl 00y4eHHs

Pabouass mporpamma yuebHol u npouz800CMEeHHOU NPAKMUKU SIBISETCS YacTbIO
OCHOBHOW TIporpamMMbl  TTPO(ECCHOHAIIBHOTO 00y4YeHHs 1Mo MpodhecCHOHATBHON
MOATOTOBKE «Jlemonmpon3BOIUTENbY, pa3pab0TaHHOW Ha OCHOBE:

— Ilepeuns mpodeccuii paboumx, JOHKHOCTEH CIyKalIUX, MO KOTOPHIM OCYIIECTBIISCTCS
npodeccuoHanbHOe 00y4YeHHE, YTBEPKACHHOIO MPHKAa30M MUHHCTEPCTBA MPOCBELICHUS
P® or 14.07.2023 1. N 534,

— IIpodeccuonanboro  cranpapra  Cneyuanucm — no  Op2AHU3AUUOHHOMY U
OOKYMEHMAYUOHHOMY — Obecneyenuilo  ynpaeienus  opeanusayueti  (YyTBEPKIACHHOTO
npuKazoM MuHucTepcTBa TpyJa U conanbHoi 3amuTel PO ot 15.06.2020 r. Ne 333H),

— TpeOoBaHMI, yKa3aHHBIX B  KBamu(UKAIMOHHOM  CIPABOYHUKE  JIOJDKHOCTEH
pyKOBOJUTENEH, CHEMUAIMCTOB U JIPYTUX CclyXamux 4-e¢ wuzgaHue (yTBepXkAeH
nocraHoBienneM Muntpyaa P® ot 21 asrycra 1998 r. Ne 37 ¢ uzmenenusimu ot 27
Mapta 2018 1.)

— DenepanbHOro 3akoHa or 29.12.2012 N 273-03 «O6 obOpazoBanun B Poccuiickoit
Oenepanun»,

Ha ocnoBanuu mnpodeccuonanpHoro crannapra Cneyuanucm no opeaHu3ayuoHHOMY U
OOKYMEHMAYUOHHOMY 0becneduenuio ynpagieHus opeanuzayuei U ¢ y4éToM TpeOOBaHUM
3aKa3uMKa B Pe3yJIbTaTe OCBOCHUS CIYILIATENb JOKEH

B pesynbrare oCBOEHHUs INPOrpaMMBbl CIyLIATEIb JOJDKEH OCBOMUTH BBHIIIOJIHECHHE
IIPENYCMOTPEHHBIX npo¢eccuOHATbHBIM CTaHIapTOM Cneyuanucm no
Op2aHU3AYUOHHOMY U OOKYMEHMAYUOHHOMY OOecneuenuro ynpasieHus opeaHusayuen
TPYAOBBIX JACUCTBUI M TpeOOBaHMI K OIBITY NPAKTHYECKOM paboOTHl B paMKax
TPYAOBBIX (DYHKIWH:

B/01.5 Opranusanusi paboThbl ¢ JOKyMeHTAMH

Tpynossie neiictBust | [Ipuem u nepBuuHas 06paboTKa BXOJAIMINX JOKYMEHTOB
[IpenBapuTebHOE PAacCMOTPEHHE M COPTHPOBKAa JTOKyMEHTOB
[ToaroroBka BXoIAIIMX JOKYMEHTOB JUIsl PACCMOTPEHHUS
pykxoBoguteneMPeructpanus BXOIAIIMX JOKYMEHTOB

Opranuzanys 10CTaBKU TOKYMEHTOB UCTIOJHUTENAM

Benenune 0a3bl TaHHBIX JOKYMEHTOB OpraHU3aluu

Benenne uHpopMalmoHHO-CIIPaBOYHOM PabOTHI

O6paboTka 1 OTIpaBKa UCXOAIUX JTOKYMEHTOB

Opranuzanus paboTsl 110 PETHCTPALUH, YUETY, XPaHEHUIO U Tiepeiade
B COOTBETCTBYIOIIUE CTPYKTYPHBIE IOAPA3JEICHUS JTOKyMEHTOB
TEKYIIETo JEI0IPOU3BOJICTBA

KOHTpob NCIIOTHEHUS TOKYMEHTOB B OPTaHN3alUH




TpeboBanus k
00pa3oBaHMIO
noOyueHHIo

Paborarh co Bcell COBOKYMHOCTBIO MH()OPMAIIMOHHO-
JIOKYMEHTAI[MOHHBIXPECYPCOB OpPraHU3aIun

[Tonb30BaThest 6a3aMu TaHHBIX, B TOM YHCIE
ynaneHHbIMUIoTTh30BaThCS CIIPAaBOYHO-TIPABOBBIMHU

CUCTEMaMH

[lpuMeHSATH  COBpeMEHHBIE  WH(OPMAIIMOHHO-KOMMYHHKAIIHOHHBIC
TEXHOJOTHUH Ui pabOThl C JOKYMEHTaMH, B TOM YHCJIE s €€
ONTUMU3AIMH U MOBBITIIEHUS () (PEKTUBHOCTH

TpeboBanus k
OTIBITY
MIPAaKTUYECKOU
paboThI

HopmaTuBHbIe nTpaBOBbIE aKThl U HOPMATUBHO-METOAMYECKUE
JIOKYMEHTBI,ONPENEISIIOIIE TOPAI0K JOKYMEHTAMOHHOTO
obecnieuenus ynpapneHusi CTpyKTypa opraHu3aiuu, pyKOBOJICTBO
CTPYKTYPHBIX TOAPA3ACIICHUN




CoBpeMeHHbIe HH(POPMAITMOHHBIC TEXHOJIOTHH PaOOTHI C
nokymeHTaMullopsok paboThl ¢ TOKyMEHTaMU
CxeMbl TOKYMEHTO000pOoTa
[IpaBuma paboTel ¢ BXOIANIMMH, HCXOISAIIUMH H

BHYTPEHHUMHIOKYMEHTAMHU
[IpaBuna opranuzanu U (GOpPMBI KOHTPOJIST HCIIOJIHEHHS
JIOKYMEHTOB BOPTaHU3ALNH
Tumnossie CPOKH UCITIOJTHCHUA
nokyMeHTOB [IpuHnume! paboTsl co
CPOKOBOM KapTOTEKOU
HazHnauyeHue v TeXHONOTHsS TEKYLIETO U MPEAYIPEIUTEILHOTO
KoHTpostst [IpaBuia JOKYMEHTAIMOHHOTO 00eCTIeYeHUS eI TEIIbHOCTH
opranu3anuuBuIbl JOKYMEHTOB, UX Ha3HAUECHHE
TpeboBanusi, mnpeabABIsieMble K JOKYMEHTaM B

COOTBETCTBUU CHOPMAaTUBHBIMU aKTaMU U

ToCyJapCTBCHHBIMU CTaHAapTaMH
[TpaBuia cocraBneHus U oopmieHuss THHOPMAITMOHHO-CIPABOYHBIX,
OpTraHHU3allMOHHBIX, YIIPABJICHYCCKUX JOKYMCHTOB
[TpaBuna co3naHus U BeleHUs 0a3 JaHHBIX CIIYKEOHBIX JOKYMEHTOB
BOpraHu3anuun
CucreMbl 3J1€KTPOHHOTO TOKYMEHTO000pOTa
[IpaBuia 1 CpOKH OTIPABKH UCXOIALINAX
JOKYMeHTOBTpeGoBaHMs OXpaHbl TpyJa

B/02.5 Opranu3anus TeKyiero XxpaHeHusi 10KyMeHTOB

TpynoBbie nenicTBUS IIpuMeHeHrEe HOMEHKIIATY Bl 1€]1 OpraHu3aluu

ITpoBepka npaBUIbHOCTH O(YOPMIIEHHUS TOKYMEHTOB U OTMETKH 00 UX
WCTIOJTHEHUH Tiepe]] uX (OPMHUPOBAHUEM B JIEIIO JUIs OCIETYIOMIETO
XpaHEeHUs

@opMyIMPOBAHKE 3aTOJI0BKOB JEII U ONPEIAEICHUE CPOKOB UX
xpaHeHus I PopMuUpOBaHHE JIET

KOHTpOI1b IpaBUIIBHOTO U CBOEBPEMEHHOT'O PaCpEEIICHUS U
MOAIUIMBKUIOKYMEHTOB B JI€JIa

TpeboBanust k Opranu3oBbIBaTh paboTy M0 YUETy, XpaHEHUIO U Mepeiadye B
00pa30BaHUIO COOTBETCTBYIOILIEE CTPYKTYPHOE NOIpa3ielIeHNE TOKyMEHTOB
nO0OYy4EHHUIO TEKYIIEer01eJI0POU3BOICTBA

Hcnonb30BaTh HOMEHKIIATYPY 1€ IPU U3YYEHUU CTPYKTYPHI
OpraHHU3aLIH, COCTABICHUH ONUCEH Je

OpraHu3oBbIBaTh paboTy 1Mo (OpMUPOBAHUIO JIE] B
COOTBETCTBUU CYTBEPKICHHON HOMEHKIATypOHr Jen
OpraHu3aIu

[TpaBUIIBHO M CBOEBPEMEHHO (POPMUPOBATH TOKYMEHTHI B A€ C
YYETOMUX CHEIUPUKU

CucremMaTn3npoBaTh JOKYMEHTHI BHYTPH JIeia

ObecnieunBaTh COXPAHHOCTD U 3aIIUTY JOKYMEHTOB
opraamzanuu [IpumMeHaTs HHPOPMAIIIOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHUHU AISIPA0O0THI C TOKYMEHTAMHU




TpeboBanust k HopMmatuBHbIe mpaBoBbI€ aKThl, HOPMAaTUBHO-METOANYECKHE

OTIBITY JOKYMEHTBI,[OCYIapCTBEHHBIE CTAaHAAPTHI, ONPEACISIOINE MTOPII0K
HPaKTHYECKON TOKYMEHTAIMOHHOTO 00ECTICUCHHS YIIPABICHHS
paboThI Buasl HOMeHKnaTyp, o0mme TpeboBaHUs K HOMEHKJIAType, METOMKa

€eCcoCTaBJICHUS U 0POPMIICHUS
[Topsnok popmupoBanus U 0hopMIIEHUS /e, criennpuka
(bOpMHPOBaHUAOTACTBHBIX KAaTErOpHUil el




[TpaBuia XxpaHeHUs 1€, B TOM YHCIIE C TOKYMEHTAaMH OTPaHUYEHHOTO
J0CTyma

[TpaBuia BEIJauy U UCHOIB30BAaHMS TOKYMEHTOB U3 C(HOPMHUPOBAHHBIX
nenTpeboBaHus OXpaHbl Tpyda

B/03.5 Opranusanusi 00padoTKHU eI JJIs MOCJIeXyoIero XpaHeHust

TpynoBsie nencTBus

[IpoBepka CpOKOB XpaHEHUsI JOKYMEHTOB, COCTaBJICHUE MPOTOKOJIA
paboThI PKCIIEPTHON KOMHUCCUU TI0 TIOJITOTOBKE JOKYMEHTOB K
XpaHEHUI0,aKTa O BBIJCIEHUU K YHUUTOKEHUIO JOKYMEHTOB, HE
MOJIeKAITUX XPAHEHUTO

CocraBrieHre BHYTpEHHEH OMKCH el 1715l 0C000 LIEHHBIX JOKYMEHTOB
Odopmienue aer MOCTOSHHOTO, TOJTOBPEMEHHOTO CPOKOB XpaHEHUS
Odopmienne 06J105KKH J1e1 TOCTOSHHOTO, I0JITOBPEMEHHOTO CPOKOB
XpaHeHUs

CocraBiieHre OIMUCH /1T TOCTOSIHHOTO, JOJTOBPEMEHHOTO
CPOKOBXpaHEHUS

[lepenaya nen B apXuB OpraHU3aluU

TpeGoBanwust k
00pa3oBaHUIO
HOO0YUYCHHIO

[Tonb30BaThCs MEPeUHSIMU JOKYMEHTOB M aHATH3UPOBATH
(bakTHIECKOE CONIEpKAHNE UMEIOIINXCS B Ieie TOKYMEHTOB TIpH
OIIpeJIeIEHUU CPOKOBUX XPAaHEHUS

OdopMIsITE 00JI0KKH /1€ TOCTOSTHHOTO M BPEMEHHOTO CPOKOB
XpaHEHHUSB COOTBETCTBUU C TPEOOBAHUSMH IOCYAaPCTBEHHBIX
crangapToB [Ipon3BOANTE XPOHOJIOTHYECKU-CTPYKTYPHYIO
cucreMaru3anuio aei [[puMeHsTs HHPOPMAITMOHHO-
KOMMYHUKAIIIOHHBIC TEXHOJIOTUH TSI

paboThI ¢ IOKyMEHTaMH

TpeGoBanwust k
OTIBITY
[IPaKTUYECKOU
paboTsl

HopmartuBHbIE TpaBOBBIE aKThl, HOPMATUBHO-METOAUYECKHE
JTOKYMEHTHI,FOCYJapCTBEHHBIE CTAHAAPTHI, ONPEACISIONINE TTOPIIOK
JOKYMEHTAIMOHHOTO 00ecIIeueHus yIpaBIeHUs

Kpurepun pazneneHus JOKyMEHTOB Ha TPYIIIBI B COOTBETCTBUH C
LEHHOCTHIO HH(OPMAIINH, COepIKALIeHCs B HUX

[Topsiiok MCTIONB30BAHMS THITOBBIX MIIM BEIOMCTBEHHBIX IIEpeUHen
JOKYMEHTOB, OTIPE/ICTICHNs CPOKOB XpaHEHHs B IIpoIiecce
HKCTIEPTU3BIIIEHHOCTH IOKYMEHTOB

[Topsnok cozanus, OpraHu3aluy 1 JOKYMEHTUPOBAHUS PaOOThI
AKCIEPTHON KOMHUCCUHU

[IpaBuia cocTaBieHUs M YTBEPXKIECHHUS IPOTOKOA PaOOTHI
AKCIEPTHOMKOMUCCUH

[IpaBuia cocTaBieHus U yTBEP)KICHUS aKTa O BBIACICHUN
JTOKYMEHTOB, HETIO/JICKAIIMX XPAaHEHUIO

[TpaBuia TexHUUECKOH 00pabOTKH U MOIHOTO OPOPMIICHUS eI
MOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XpaHEHHUS

IIpaBuia cocTaBieHuUs! OMUCH JIeJT IOCTOSHHOTO ¥ BPEMEHHOTO
CPOKOBXPAaHEHUS B COOTBETCTBUU C JICHCTBYIOIIMMU HOPMATUBHO-
METOIUYECKUMH JOKYMEHTaMH

[IpaBuia nepenayu nen B apXuB

opranu3anuu [ pebOBaHMs OXpaHbI TPy

Ha peanu3anuio PaGoueii MPOTPaMMBI OTBOJUTCSA 188




YqacoB.



YYEBHO-TEMATHYECKHWM IIJTAH U COAEP)KAHUE
YYEBHOM U TPON3BOJCTBEHHOM NPAKTUKHA

HaunMmeHoBaHHe Conepxanue Oo0mmit

TeM 00LEM
4acoB

YyeOHasi NpaKTUKA 124




Opranu3zanus
paboThIC
JIOKyMEHTaMU

Tpebosanus k onvimy npakmuieckol padomul:

HopmatuBHBIE NpaBOBbIE AKThl U HOPMATHBHO-METOJUYECKUE

JOKYMEHTBI, OINpEACIIomre TMOPSIOK JIOKYMEHTAIIHOHHOTO

obecrieueHus yrpaBicHUs

CrpykTypa  OpraHu3alMd,  pPYKOBOACTBO  CTPYKTYPHBIX

noapa3ieICHU

CoBpeMeHHble  HMH(OPMAIIMOHHBIE TEXHOJOTMU paboOThl C

JOKYMEHTaMHU

[Mopsimok paboTsl ¢

TOKyMeHTaMUCXeMbl

JOKYMEHTO000poTa

[TpaBuna pabGoTel ¢ BXOIAIIMMHU, UCXOASIUMH U

BHYTPEHHUMHUIOKYMEHTaMU

[IpaBuna opranu3zanuu 1 GOPMbI KOHTPOIIS HCIIOTHEHHS

JIOKYMEHTOBB OpTraHU3aI1H

TumnoBsle CPOKU HCIIOTHEHUS

NoKyMeHTOB [IpuHiumns! paboTsl co

CPOKOBOM KapTOTEKOU

Ha3naueHne W TEXHOJIOTHS TEKYyILEro |
IpeayNnpeaAUTEIbHOTOKOHTPOIIS

[TpaBuna cocraBieHusl aHATMTUYECKUX CIPABOK I10

OpraHu3aUPaAOOTHl C TOKYMEHTAMHU M KOHTPOJIIO UCTIOITHEHUS

nokymeHTOB [IpaBuiia JTOKYMEHTAI[HOHHOTO
obecreueHus NIEATEIbHOCTH
OpraHu3aI|H

Bupl 10KyMEHTOB, X Ha3HAYCHHE

TpeboBanus, mpeabsBIsEMbIE K JOKYMEHTaM B COOTBETCTBUU C

HOPMAaTHBHBIMU aKTaMH M TOCYJapCTBEHHBIMH CTaHJapTaMHU

IIpaBuna  cocraBieHuss W opOpMIICHUS
MH(OPMAIIMOHHO-CIIPABOYHBIX, OPraHU3aIMOHHBIX,

yIpaBIeHYeCKUX TOKyMeHTOB [IpaBuia co3aHus U BeJeHUS

0a3 TaHHBIX CITY)KEOHBIX JOKYMEHTOBB OpPraHH3aIIH

CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOoTa

[paBuna u CpOKM OTIIPABKH MCXOMISIITIX

noKyMeHTOBTpeboBaHMs OXpaHbl Tpyda

Tpyoosvie Oeticmaus:

[Ipuem u nepBuyHast 00pabOTKa BXOASIIUX JOKYMEHTOB

[IpenBapuTenbHOE pacCMOTPEHUE U COPTHUPOBKA JOKYMEHTOB

HapeTUCTPUPYEMBIE U HE PETUCTPHPYEMBbIE

[lonroroBka  BXOASIIMX  JOKYMEHTOB  JJIs

PaccCMOTPEHUSPYKOBOIUTEIIEM

Perucrpanus BXOAAIIMX TOKYMEHTOB

Opranu3zanus 10CTaBKH TOKYMEHTOB

ucnonHuTensMBenenue 6a3bl JaHHBIX

JIOKyMEHTOB OpraHu3anuy Benenne

UH(POPMALIMOHHO-CIIPABOYHOM paboThI

O6paboTka 1 OTIPaBKa UCXOISAIINX

JIOKYMEHTOB

Opranmzanus paboOTBl O PErUCTpaluy, yuery,
XpaHEHHUIO  HIepenraye B
COOTBETCTBYIOIIHE CTPYKTypHBIC
HoJpa3ieNICHUs

)




JIOKYMEHTOB TEKYIIETO JISJIOMPOU3BOJICTBA




KOHTpO.HI: HCIIOJIHCHUA NOKYMCHTOB B OpraHu3aluu

Opranuzanus
TEKYILETro

XpaHe
HI/IHI[OKYMGHTOB

Tpebosanus k onvimy npakmuieckou pabomul:
HopmartuBHBIE TpaBOBBIE aKThI, HOPMATUBHO-METOAMYECKHUE
JOKYMEHTBI, TOCYIapCTBEHHbIE CTAHIaPThI, ONIPEIEISAIOIIIe
MOPSAAOKIOKYMEHTALMOHHOTO 00eCieueH sl yIpaBICHUs
Bunel Homenknaryp, o0uire TpeboBaHUS K HOMEHKIIATYpe,
METOMKAaee COCTABICHUS U 0(OPMIICHUS

[IpaBuiia coryiacoBaHusl HOMEHKJIATYPBI €] C BEJOMCTBEHHBIMU
apXWBaMHU U SKCIIEPTHOM KoMHCCUEi

[Topsimox popmupoBanus u opopmieHus aen, cuenuduxa
(bopMHpOBaHUS OTACTBHBIX KaTErOpUil 1€

[IpaBuiia xpaHeHUs J1e1, B TOM YHCIIE C
JOKYMEHTaMHOTPaHUYEHHOT'0 I0CTyIa

[IpaBuiia BeI1a4M U UCTIOJIb30BAHUS TOKYMEHTOB U3
c(hOpMHUPOBAHHBIX AEIT

TpeboBanus oxpaHsl Tpya

Tpyoosvie Oelicmeusi:

PazpaboTka HOMEHKJIATYpHhI Jie]l OpraHu3auu

[IpoBepka mpaBHIILHOCTH 0OPMIICHHS TOKYMEHTOB U
OTMETKH 00MX MCIIOJIHEHUHU Tiepes uX (opMUpoBaHHEM B
JIeJI0 J171s TIOCTIeIYIOUIer0 XpaHEeHUsI

®opmyupoBaHHEe 3aroJ0BKOB JIEN U ONpeesicHHe

CPOKOB UXXPaHEHHUS

®opMupoBaHue A€

KoHTpo:ab npaBuiIbHOTO ¥ CBOEBPEMEHHOT'O paclpeleieHUs U
MIOJIIIMBKH JOKYMEHTOB B JIeNa

)




Opranuzanus
00paboTku men
i

MOCIIETYIOIIETO
XpaHeHUs

Tpebosanus k onvimy npakmuyeckol pabomoi:

HopmaTuBHBIE TPaBOBBIE aKThI, HOPMATUBHO-METOAMYECKIE
JTOKYMEHTBI, TOCYJapCTBEHHbIE CTAHIaPThI, ONIPEIEIIAIONINE
HOPSIIOKIOKYMEHTAIIMOHHOTO 00ECTICYeHNS YIPABICHHS
Kpurepuu pasznenenusi JOKyMEHTOB Ha TPYIIIBI B COOTBETCTBHH
CIIEHHOCTHIO HH(OpPMAIIHNH, COJePIKAIICHCS B HUX

[Tops10K HCTIONIB30BAaHMSI TUIIOBBIX MIIH BEIOMCTBEHHBIX
NepeYHeHJOKYMEHTOB, OIPE/ICIICHHS CPOKOB XPAHEHHS B
nporiecce 3KCIEePTU3bl IEHHOCTH IOKYMEHTOB

[Topsiok co3nanusi, OpraHU3aluy U JOKYMEHTHPOBAHHS paOOThI
3KCIEPTHOM KOMHUCCUHU

[TpaBuia cocTaBneHNs M yTBEPXKICHHS IIPOTOKOJIA
pabOTHIPKCIIEPTHOI KOMUCCUN

[TpaBuna cocTaBneHNS M YTBEPKIACHHUS aKTa O BBIACICHUH
JTOKYMEHTOB, HE ITOJUICKAIINX XPAHEHHIO

[TpaBuia TexHU4ECKO 00pabOTKH U MOIHOTO 0OPOPMIICHUS AET
MOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XpaHEHHUS

[TpaBuia cocTaBiIeHHUS ONUCH ET MOCTOSHHOTO U

BPEMEHHOTO CPOKOB XPaHEHUS B COOTBETCTBUU C
AEHCTBYIOIIMMH HOPMAaTHBHO-METOANYECKUMH JOKYMEHTaMH
[IpaBuia nepegayuu e B apXuB

opranu3anuu I peboBaHMs OXpaHbI TPy

Tpyoosvie Oeticmsusi:

[TpoBepka CpOKOB XpaHEHHS TOKYMEHTOB, COCTaBJICHHE
MIPOTOKOJIapabOThI SKCIIEPTHOM KOMHCCHH T10 MOATOTOBKE
JTOKYMEHTOB K

XPaHEHHUIO, aKTa O BBIJICIIEHUU K YHUUTOKEHHUIO JOKYMEHTOB, HE

40




ImogJICKamux xpaHeHmo

CocraBneHrue BHyTPEHHEH OMUCH e JJIsl 0C000
LIEHHBIXJOKYMEHTOB

OdopmieHue e mocTOSHHOTO, T0JTOBPEMEHHOTO
CPOKOBXpaHEHU

OdopmieHune 00I0KKH JIENT TOCTOSIHHOTO,
JOJITOBPEMEHHOT'O CPOKOBXPAHEHUS

CocTaBjIcHHE OIUCH NI TIOCTOSHHOTO,
JOJITOBPEMEHHOT'O CPOKOBXPAHEHUS

Ilepenaua nen B apXxuB OpraHu3aluu

IIpousBoacrBeHnasi | Buowl pabom (mpyoogvie 64
NPaKTHKA ¢ynxyuu): OpraHuzamms

paboThI ¢ JOKYMEHTaMHU

Opranuzanus TeKyIero

XpaHEHUs JOKYMEHTOB
Opraau3anusi 00pabOTKH JCI IS MOCICAYIOMIEro XpaHSHUs

UTOro 188

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHME,

HEOBXOJUMOE JJ11 OCBOEHUS PABOYEHN ITPOT'PAMMBI

Peanmzanus mporpaMMel ipeonaraetT Hatnune y4eOHOro KaOrHeTa.
O6opynoBaHue yueOHOTO KaOuHeTa:

— MOCaJO04YHBIC MCCTA IO KOJIUYCCTBY CJIyHIaTeJ’IeI\/'I,
— pabodee MeCTO IMperoiaBaTels,

— KOMIIBIOTEPHI;

— yueOHas IuTepaTypa,

— KOMILJICKT y‘IeGHO-MeTOI{I/I‘IeCKOﬁ AOKYMCHTAIUH,

— KOMIIBIOTEP, FKpaH, MyJIbTUMEAUATIPOCKTOP.
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