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AHHOTAIUSA IUCHUIIMHBI (MOIYJIs1)
CTI'.01 Uctopus Poccun

Jucuunnmna

CI'.01 Ucropus Poccun

MecTto  AMCLIMIUIMHBI B CTPYKTYpE
00pa3oBaTeNbHON IPOTPAMMBI

ConuanbHO-TyMaHUTAPHBINA LUK

OO01mast TpyA0eMKOCTh TUCIUTUTHHBI

72 gaca

Hens(n) n3ydeHus] TUCIUTUTHHBI

(dopmupoBaHue y o0ydyaroOlMXCsl 3HAHUM M IpeAcTaBIeHUN
00 OCHOBHBIX 3Tamnax u cojepxanuu uctopun XX u XXI BB.
u YMEHUU OPUEHTUPOBATHCS B COBPEMEHHOU
SKOHOMUYECKOH, MOJIMTUYECKOW U KYJIBTYPHOU CUTyallMu B
Poccun m Mupe, BBIABIATH B3aUMOCBSI3b OTE€YECTBEHHBIX,
PErMOHANIBHBIX,  MHUPOBBIX  COLMAJIbHO—IKOHOMUYECKUX,
MOJUTUYECKUX U KYIBTYPHBIX po0IeM

B pesynbpraTe OCBOEHHUS IUCHUILIMHBI
00y4aroluics T0JKEH

yMeTh — OINKCHIBaTh  3HAYMMOCTh  CBOCH  CHEIUAIbHOCTH;
MIPUMEHATH CTaHJIAPThl AHTUKOPPYIIIMOHHOTO TOBEJACHUSI.

3HATh — CYIIHOCTh  TPa)¥JaHCKO—TAaTPUOTHUYECKON  MO3UIUH,
0011eueI0BEYECKUX IEHHOCTEH;
— 3HAUYUMOCTh MPO(PECCHOHAIBHON  JAEATETbHOCTH IO
CHEIHAIBbHOCTH;
— CTaHJApPThl  AHTHUKOPPYMIIMOHHOTO  TOBEACHUS  H
TOCJIC/ICTBHS €70 HAPYIICHUS.

Kozpl hopMupyeMbIx KOMIETEHITHIHA OK 06

Kparkoe conepxanue

Paznen 1. Pazsutune CCCP u ero mecto B mupe B 1980—e
IT.

Tema 1.1. OcnoBHble TenaeHIH pazsutust CCCP k 1980—m
IT.

Tema 1.2. [le3unTerpanuoHHbie mpoiecchl B Poccun u
EBporie Bo BTopoii nososune 1980—x rr.

Pa3nea 2. Poccus B konne XX — nHavase XXI BB.

Tema 2.1. IToctcoBerckoe npocTpancTBO B 90—¢ rr. XX Beka
Tema 2.2. Vkperienue BnusHusa Poccun Ha MOCTCOBETCKOM
IIPOCTPAHCTBE

Tema 2.3. Poccust 1 MUPOBbIE HHTEIPALlMOHHBIE MPOIIECCHI
Tema 2.4. Pazsutne KynbTypsl B Poccun

Tema 2.5. IlepcniektuBsl pa3Buts Poccuiickoit @enepannu
B COBPEMEHHOM MHpE

Tema 2.6, I'mobammsamus U €€ IIOCICIACTBUS,
MEXKYHapOAHbIE OTHOIIECHUS
AHHOTAIUA THCHMILINHBI (MOLYJIs1)
CI'.02 UnocTpaHHblii s13bIK B IPO(eCCHOHANBHOM AeITeJIbHOCTH (AHIJIHICKUI)
Jucuuninuza Cr.02 HWHocTpaHHBIi  s3bIK B  MpohecCHOHATBLHON
NesITeNIbHOCTH (AHTIIMHCKUIN)
Mecro aucuuminHbsl B cTpykType | ConnanbHO-TyMaHUTAPHBIA LUK
o0pa3oBaTeIbHON MPOrpaMMbl
OO6m1ast TpyA0€MKOCTh TUCIIUTUTHHBI 108 gacos
Henb(n) n3ydyeHus: AUCLUILUIUHBI MOBBIIIEHUE HCXOJHOTO YPOBHS BIIQJIEHUS] WHOCTPAaHHBIM
S3bIKOM, JOCTUTHYTOTO Ha  MpeAblAylledl  CTyNeHu




4

o0pasoBaHus, ¥ OBJIAICHHE O0YJAOIIMMHUCS HEOOXOITUMBIM 1
JIOCTaTOYHBIM YpOBHEM KOMMYHHKATUBHOM
npoeccnoHaIbHO—OPUEHTUPOBAHHON  KOMITETEHIIUN IS
pEelICHUs  COIUMAIbHO—KOMMYHUKATUBHBIX  3a7ad B
Pa3IMYHbIX o0nactax OBITOBOM, KyJIbTYPHOH,
npoeCCHOHATLHON M HAYYHOH JeATeIbHOCTH MPH OOLICHUN
C 3apyOeHbIMU THapTHEpPaMM, a TaKXKe AJs JajdbHEeHIIero
caMm000pa30oBaHuUs

B pesynbraTe OCBOCHHS IUCIMILUIAHBI
00yJaroNUICs TOJDKEH

YMETh

—TOHMMAaTh  OOIMHA  CMBICII YETKO  IMPOW3HECCHHBIX
BBICKA3bIBAHUI Ha M3BECTHBIC TEMbI (MMPOPECCHOHANBHBIE U
OBITOBEIC), IMOHUMATh TEKCTBI Ha 0a3o0BEIE
npodeccnoHalbHEIE TEMBI; y4acTBOBAaTh B JaMajorax Ha
3HAKOMBIE O0IIHEe U MPOPECCHOHATBHBIC TEMBI;

—CTPOHTH TIPOCTHIE BBHICKA3bIBaHUS O ce0e W O CBOCH
npodecCHOHATEHOM JIeATEIILHOCTH; KPaTKO 00OCHOBHIBATH H
OOBSICHATH CBOU JICUCTBUS (TEKYIIHE U TUIAHUPYEMBIE);
—THCaTh MPOCTHIC CBS3HBIC COOOINECHUS HA 3HAKOMBIC WIIH
WHTEPECYIOIIHE MPo(ecCHOHAIBHBIC TEMBI.

3HAaTb

—MOHUMATh  OOLIMM  CMBICA 4YETKO IPOU3HECEHHBIX
BbICKa3bIBaHUI Ha U3BECTHbIE TEMbI (IPO(ECCHOHAIBHBIE U
OBITOBBIE), IIOHUMATh TEKCTBI Ha 0a3oBble
npo¢eccHOHATIbHBIE TEMBI;

—ydJacTBOBaThb B JHMAJOrax Ha 3HAKOMbIe oOmmMe U
npo¢eccCHOHATIbHBIE TEMBI;

—CTpPOUTH TIPOCTHIC BBICKAa3bIBaHUS O cebde W O CBOEH
npodeccnoHATEHOM e TEIBHOCTH;

—KpaTKo OOOCHOBBIBATH U OOBACHATH CBOM JAEUCTBUS
(TekyIue U IIaHupyeMble);

—IHCaTh MPOCTHIE CBSI3HBIE COOOIIEHUS HAa 3HAKOMBIE HIIH
MHTEpECYIOINe MPoPecCHOHATHHBIE TEMBI.

Kozp! hopMupyeMbIx KOMIETEHIHH

OK 09

KpaTKOC COJACPpIKaHUC

Pa3znen 1.Education. O6pa3oBanue

Tema 1.1 Education in Russia. O6pa3oBanue B Poccuu

Tema 1.2. Education in Great Britain. O0pa3oBanue B
Benukobpurtanuu.

Tema 1.3. Education in the USA. O6pazoBanue B CILA.
Paznea 2. Career. Kapbepa

Tema 2.1 My future profession. Most 6ynyruas mpodeccusi.
Tema 2.2. Getting a job. ITouck paboThl. YcTpoilcTBO Ha
paboty

Tema 2.3. Colleagues. Komern.

Pasnen 3. . Professional activity. Ilpodeccuonanbnas
AeATETbHOCTD

Tema 3.1. Resume. Interview. Pe3tome npu yctpoiicTBe Ha
paborty. CobecenoBanue

Tema 3.2. The image of an office worker. Umumx oducHoro
paboTHHKA.

Tema 3.3. Psychological aspects of successful business




communication. Ilcuxomoruyeckne acrekThl YCIEHIHOM
JIETTIOBOM KOMMYHUKaIUU

Pasnen 4. The sphere of professional communication.
Cdepa npodeccuoHaIbHOTO 00IEHUS

Tema 4.1.Features of oral communication. Negotiating.
Ocobennoctu YCTHOU KOMMYHUKAaIUH. Benenne
IIEPETOBOPOB.

Tema 4.2 Features of written communication. Ocobexnnoctu
MUCEMEHHOMI KOMMYHHKallUH

Tema 4.3. Psychological aspects of successful business
communication. Ilcuxomoru4yeckre acrekThl —YCIEIIHOM
JIEJIOBOM KOMMYHUKAIUU

Pasnen 5. Features of business correspondence.
OcoOeHHOCTH 1eJI0BOI NepenucKH

Tema 5.1. A business letter. Types of business letters.
JenoBoe nmuceMoO. BUJIBI J1EJIOBBIX THUCEM.

Tema 5.2 Email. Dnekrponnas moura.

Tema 5.3. Practical grammar for professional
communication. IIpakTrueckast rpaMmartuka  JUIs
podecCHOHATLHOTO OOIICHUSI.

Pasznen 6. Work with professional texts in a foreign
language. Professionally oriented vocabulary. Pa6ora c
npogeCCHOHAJIBHBIMM TEKCTAMH HAa HMHOCTPAHHOM
s3bike. IIpodeccHoHaIbLHO OPUEHTHPOBAHHASA JIEKCHKA
Tema 6.1. Reading special business literature. UYrenue
CIIELMAJIbHOM JI€JI0BOM JINTEpaTyphl

Tema 6.2. Referencing of literature. PedepupoBanue
JIATEPATYPBHL.

Tema 6.3. Glossary for professional communication.
I'noccapwuit 1 npodecCuoOHAIIBHOTO OOIICHHUS.

AHHOTAUUSA IMCHUILIMHBI (MOAYJIs1)

CI'.02 MHocTpaHHBbIii A3bIK B IpodeccnoHaabHoil aesitebHOCTH (Hemenkuii)

Jucuunnmza

Cr.02 HnHoctpanHbli s3BIK B  MpodeccrnoHaIbHOMN
nesitensHocT (Hemerkuit)

MecTo OUCHMIUIMHBI B CTPYKType
o0pa30BaTeIbHON MPOrpaMMbl

ConumanbHO-TyMaHUTAPHBIN LUK

OO61ast TpyA0EMKOCTh THUCIUTUTHMHBI

108 yacoB

Hens(n) n3ydeHus: AUCIUTUTUHBI

MIOBBIIIEHUE HWCXOJHOTO YPOBHS BIIAJCHUS WHOCTPAHHBIM
SA3BIKOM,  JOCTUTHYTOTO Ha  NpeAblAylled  CTyHeHH
o0Opa3oBaHMs, U OBJIJIEHUE 00yJarOIIMMHCS HEOOXOIUMBIM
u JIOCTaTOYHBIM YPOBHEM KOMMYHUKaTUBHON
poheCCHOHATTbHO—OPHEHTUPOBAHHON KOMIETCHIIUH IS
pelieHust  COUMAIbHO-KOMMYHHKAaTHBHBIX ~ 337a4 B
pa3INYHBIX o0nacTax OBITOBOH, KYJbTYpHOH,
npo¢eCCHOHATbHON U HAYYHOU AEATEIbHOCTH MPH OOLICHUN
C 3apyOeXHBIMH TApTHEpaMH, a TaKKe Ui JAIbHEHIIero
camoo0pazoBaHus

B pesynbTaTe OCBOEHHS NMCUUILIAHBI
00y4aroNuics T0JKEH




YMETb

—MOHUMATh OOMMHA  CMBICI YETKO  IPOM3HECEHHBIX
BBICKA3bIBAaHUI HA U3BECTHBIC TEMBI (MPOJECCHOHATBHBIE U
OBITOBEIC), MMOHUMATh TEKCTBI Ha 0a30BbIC
npodeccnoHabHBIE TEMBI; Y4acTBOBAaTh B JMajorax Ha
3HAaKOMBbIE 00IIUE U TPOPECCHOHATHHBIC TEMBI;

—CTPOHTH TMPOCTHIC BBICKA3bIBAaHUS O cebe U O CBoOEH
npodeccCHOHATEHOM AeSITENFHOCTH; KPATKO 000CHOBEIBATH U
OOBSCHSTH CBOM JICUCTBUS (TEKYIIHUE U TJIAHUPYEMBIC);
—THCaTh MPOCTHIC CBSI3HBIE COOOIICHHSI HA 3HAKOMBIC WU
WHTEPECYIoMHe Mpo(ecCHOHAIBHEBIC TEMBI.

3HAaTb

—MOHMMAaTh OOLIMI  CMBICT YETKO MPOU3HECEHHBIX
BBICKA3bIBAaHUI HA U3BECTHBIE TEMbI (MPOQEeCcCUOHANBHBIE U
OBITOBBIC), MMOHUMATh TEKCTBI Ha 0a3oBbIe
npodeccuoHanbHbIE TEMBI,

—y4acTBOBAaTh B JHAJIOTaxX Ha 3HAKOMbIE OOMHEe U
npodeccrnoHaAbHBIC TEMBI,

—CTpOUTh TMPOCThIE BBICKA3bIBaHUS O cebe U O CBoeH
npodeccroHalbHO 1eATENbHOCTH;

—KpaTKo OOOCHOBBIBaTh M OOBSCHATH CBOM JCHCTBUSA
(Texyuue u MiIaHupyeMbIe);

—THCaTh MPOCTBIC CBSI3HBIE COOOIICHHSI HA 3HAKOMBIC WU
WHTEPECYIOIHe Mpo(ecCHOHAIBHBIC TEMBI.

Konpl popMupyembIx KOMIETEHITHI

OK 09

Kpatkoe conepxanue

Pasnea 1.Die Bildung. O6pa3oBanue.

Tema 1.1 Die Ausbildung in Russland. O6pa3oBanue B
Poccun

Tema 1.2. Die Bildung in Deutschland. O6pa3zoBanue B
I'epmanun.

Tema 1.3. Die Bildung in Osterreich. O6pasosanue B
ABcTpum.

Pasnen 2. Karriere. Kapbepa

Tema 2.1 Mein zukiinftiger Beruf. Mos Oynymast mpodeccust.
Tewma 2.2. Jobsuche. Ilouck paboTsl.

Tema 2.3. Die Kollegen. Komnern.

Pasznen 3. Professionelle Aktivitit. [Ipodeccuonanbuas
AeATeIbHOCTD

Tema 3.1. Bewerbung fiir die Stelle.  Erforderliche
Unterlagen bei der Bewerbung um eine Stelle.YctpoiicTBo Ha
paboty. HeoOGxomumble MOKYMEHTHI ISl YCTpOICTBa Ha
pabory.

Tema 3.2. Lebenslauf  bei der Bewerbung.
Vorstellungsgesprach. Pestome mpu ycTpoiicTBe Ha padoTy.
CobecenoBaHue.

Tema 3.3. Mindliches Vorstellungsgesprach bei der
Einstellung. YctHoe cobecenoBanue npu npuéme Ha padoTy.
Pasnen 4 . Bereich der beruflichen Kommunikation.
Cdepa npodeccuoHaTBHOr0 00IEHUA

Tema 4.1. Besonderhaiten der miindlichen Kommunikation.
Verhandlungsfiihrung. OcoOeHHoctn YCTHOM




KOMMYHUKaIu. BeaeHne neperoBopos.

Tewma 4.2 Merkmale der miindlichen Kommunikation. Fiihren
von Telefongespriachen. OcobGeHHocTH YCTHOM
KOMMYHHKAIUu. Benenne TeneoHHBIX EpEroBOpoB.

Tema 4.3. Arten von Geschiftsbriefen. Buasl 1memoBbIx
MTHCEM.

Paszgen 5. Merkmale der Geschiiftskorrespondenz.
OcoOeHHOCTH 1eJI0BOI NepenucKH

Tema 5.1. Merkmale der schriftlichen Kommunikation.
Oco0eHHOCTH TUCEMEHHONW KOMMYHHKAITHH.

Tema 5.2 Aufbau und Inhalt eines Geschaftsbriefes.
CtpyKkTypa U coliep>KaHue JeTOBOro MUChMa.

Tema 5.3. E- mail. DnekrponHas modra.

Tema 5.4. Werbebrief. PeknamHoe mucsmo.

Paznen 6. Arbeit mit Fachtexten in einer Fremdsprache.
Berufsorientiertes Vokabular. Pabora c
Npo()eCCHOHAIBLHBIMM  TEKCTAMM HAa  HHOCTPAHHOM
s3bike. IIpodeccHoHaIbLHO OPUEHTHPOBAHHASA JIEKCHKA
Tema 6.1. Geschéftlich gesprochenes Deutsch. [lenoBoit
Pa3roBOPHBIA HEMEUKUH S3BIK.

Tema 6.2. Literaturrecherche nach Profil. PedepupoBanue
JTUTEPATYPHI IO TPOPUITIO.

Tema 6.3. Praktisches Vokabular fiir die professionelle
Kommunikation. [IpakTryeckas JIEKCHKA JUTs
PO ECCUOHAIBHOTO OOIIICHHMS.

AHHOTaNUs TUCHHUILIMHBI (MOAYJIs1)
CI'.03 ®usunyeckasi KyJabTypa

JucuuIimmHaa

CI'.03 ®usnueckas KynbTypa

MecTto JOUCHMIUIMHBI B CTPYKTYype
o0pa30BaTeIbHON MPOrpaMMbl

ConumanbHO-TyMaHUTAPHbIN LUK

OO61ast TpyA0EMKOCTh TUCIUTUITHHBI

180 yacoB

Hens(n) n3ydeHus: AUCIUTUIUHBI

dbopmupoBaHre y OOyYarOUIUXCsi YMEHHUS HCIOJIb30BaTh
(U3KYIBTYpHO—O3/IOPOBUTENBHYIO  JI€ATENBHOCTh  JJIS
YKPEIUICHUSI  3/I0pPOBBS, JIOCTIKCHHS O KU3HEHHBIX U
npodeCCUOHANBHBIX Lieell Ha OCHOBE 3HAHWM O poiu
¢busnueckoi KYJIbTYpbI B OOLIEKYJIbTYPHOM,
po¢eCCHOHATLHOM U COLIMAIbHOM Pa3BUTUH YEIIOBEKa,
OCHOBax 3710pOBOr0o o0pasa >KU3HU

B pesynpTaTe OCBOCHUS AMCIMITIMHBI
00yJaronuics JOJIKEH

YMETh

— HCIIOJIb30BaTh (bU3KYIBTYPHO—O030POBUTEIHHYIO
NESTENbHOCTh JUISL YKPEIJICHUS 3J0POBbS, JOCTHKEHUS
JKN3HCHHBIX " HpO(l)eCCI/IOHaJ'IBHBIX uenef/i; MMPUMCHATH
paloHanbHBIE TMPHEMbl JABUTATENbHBIX  (PYHKIHMHA B
po¢eCCUOHATBHON JIEATETLHOCTH;

— TIOJIb30BaThCA CpelCTBaMU npoUnaKTUKH
NEPCHANPSIKCHUA, XapPaKTCPHBIMHA JJIA CIICTITUAJIIBHOCTHU

3HaTb

— ponb  (u3MUECKOW KYNbTyphl B  OOILIEKYJIbTYPHOM,
po¢heCCHOHATLHOM U COLIMATIbHOM Pa3BUTHH YENIOBEKa;
— OCHOBBI 3JJOPOBOr0 00pa3a KU3HHU;




— ycnoBusi TPOo(ecCHOHATBLHON NEATEeIbHOCTH U 30HBI
pucka (pU3nIECcKOro 370POBbs AJIS CIIEHUAIBHOCTH;
— cpencTBa NpoUIAKTUKY EPEHAIPSHKCHUS.

Konbl popMupyemMbIx KOMIETEHIUIH

OK 08

Kpatkoe congepxanue

Pasnen 1. ®dusuyeckass KyJbTypa M 310POBbI 00pa3
JKH3HHM KaK OCHOBA o0ecneyeHHsi HEOOXOUMOI0 YPOBHA
KayecTBa 00pa3oBaTeIbHOIO Mpouecca 00y4aruuxcs
Tema 1.1. Mecto pusnueckoit KyabTypbl B O0IEKYIbTYPHOM
1 1po(heCCUOHATIFHOM MOATOTOBKE 00Yy4aIOIINXCs

Tema 1.2. OcHOBBI 3710pOBOTO 00pa3a KU3HU 00yUAIOITUXCS
Tema 1.3. CornuaabH0-0MOJIOTHYECKOE OCHOBaHHUE
(bu3N4IECKOil KyIbTypHI

Paszgen 2. Meroauyeckue OCHOBbI (U3MYECKOrO
BOCIIUTAHUS

Tema 2.1. IlpuHuumel, cpeacTBa U MeTOAbl (PUIUYECKOTO
BOCIIUTAHMUS

Tema 2.2. OcHOBBI O0OyuYeHUsI TBUTATEILHOMY IBUKCHHIO.
CpencTBa 1 METO/IBI pa3BUTHUS (PU3HMUECKUX KaYECTB
oOyJaromuxcs

Tema 2.3 @opMmbl opraru3anuu (U3NIECKOrO BOCIUTAHUS.
@duznyeckas MOATOTOBKA U HHTEHCUBHOCTb (DU3MUYECKUX
Harpy3ok

Pasznea 3. Ilcuxodgusnosiornyeckoe OCHOBaHUE Mpolecca
OPraHM3alMU CAMOCTOSATEJbHBIX 3AHATHH (U3HYECKOH
KYJbTYpO#

Tema 3.1. 3HaunMOCTh (U3NYECKON KYIBTYpHl B IpOIECCe
oOecrniedeHus 310pOBbs YeTOBEKa

Tema 3.2. OCHOBBI METOAMKU CAMOCTOSATEIbHBIX 3aHATHI
(GU3NYECKUMHU YIPaXKHEHUSIMU

Tema 3.3. [Icuxodusmnonoruyeckue MIPUHIIMIIBI
OCYILECTBIIECHHS yUeOHOTO M MIPOU3BOICTBEHHOIO Tpy/a
Pa3nea 4. UnainBuayabHbIA BHIOOP 00y4aromumMcs BUIA
CIIOPTA MJIM CUCTEMBI GU3HYECKHUX YIIPAKHEHUI

Tema 4.1. CucremaTtuzanusi BUJIOB clopTa U (U3NYECKUX
YIPAKHEHU I

Tewma 4.2. OnumMnuiickue Urpbl U XapaKTEpUCTHKA OCHOBHBIX
BHJIOB CIIOPTa

Tema 4.3. Opranuzanust 3aHATHI U30paHHBIM BHJIOM CIIOpTa
WA CUCTEMON (PM3NYECKUX YIPaXKHEHUH

Paszpean S. IlpogeccnonanbHo-npuKIagHas ¢Gusndeckas
NMOATOTOBKA M BHABI CAMOKOHTPOJS 3aHMMAIOIIUXCH
(puznyeckoi KyJabTYypoi M CIOPTOM

Tema 5.1. CaMOKOHTPOJIb 3aHUMAIOIIUXCS (PUZNIECKUMU
YIPaXHEHUSIMU U CTIOPTOM

Tema 5.2. IIpodeccronanbHO-IpUKIaAHAs (PU3HUECKaAs
MOATOTOBKA 00yYaOIINUXCS

Tema 5.3. ®yHKIMOHATBbHbIE TPOOBI M TECTHI

Pazgen 6. XapakTepucruka y4eOHO-TPEHMPOBOYHBIX
3aHATHI 10 BHJAAM CIIOPTA, BKJIYECHHBIM B NIPOrpaMmy
1o pu3n4ecKou KyJIbType

Tewma 6.1. Jlerkas arneruka




Tema 6.2. JIbDKHaAs MOATOTOBKA
Tema 6.3. 'mmHacTUKa
Tema 6.4. CiOpTUBHBIE UTPHI

Tema 6.5. Atnernueckas THMHAcTHMKa M pabota Ha
TpeHaXKepax

Pa3nen 7. CucreMbl M BHAbI ABUIraTeJIbHOH AKTUHBHOCTH
Tema 7.1. XapakTepucTrka (UBKYIBTYPHO-
03/I0POBUTEIBHBIX METOAUK U CUCTEM

Tema 7.2. MeTonpl 0340POBUTEIBHOTO  (U3HUYECKOTO
BOCIIUTAHUS

Tema 7.3. HerpaguimoHHble BHUIBI  JIBUTaTEIbHOMN
AKTHBHOCTH

Pa3znen 8. buomexannka puznveckux ynpaKHeHH i

Tewma 8.1. OCHOBHBIE TOHATHSI OMOMEXAHUKH

Tema 8.2. TenocnoxeHre U1 MOTOPUKA YEJIOBEKA

Tewma 8.3. [lonsiTre 0 GMOMEXaHUKE IBUTATEIbHBIX IEHCTBHI
Pasnen 9. 3nanue o GuU3MOIOrMUYECKHX OCOOEHHOCTSIX
OpraHM3Ma 4YeJOBeKa KaK OCHOBAa /JJsi o0ecnevyeHUs
rpamMoOTHOr0 (PM3UYECKOTr0 BOCIIUTAHUS

Tema 9.1. XapakrepucTruka 0310pOBUTEIbHON (PU3KYIBTYPHI
Tema 9.2. CocrosHue oOpraHu3Ma MOpU  3aHITHAX
(U3HYECKUMHU YIIPAKHCHHUSIMH

Tema 9.3. ®dusmonoruyeckas XapakTepHCTUKa OpraHHU3Ma
P 3aHATHSIX CTIOPTOM

Pa3znea 10. 'mruena ¢pu3n4eckoro BOCMUTAHUSA U CIIOPTA
Tema 10.1. /IpuratenpHas akKTUBHOCTh KaK THTHCHUYECKUI
(hakTop

Tema 10.2. 'uruennueckue TpeGOBaHMUSI K HOPMUPOBAHUIO
Harpy3okK, CTPYKType U COAEPKaHHIO 3aHATUN (pU3MUecKon
KYJIbTYpOU

Tema 10.3. 3gopoBbe kak KpuTepuih 3P(HEKTUBHOCTH
(hU3UYECKOTO BOCITUTAHUS

AHHOTAUUSA IUCHUILIMHBI (MOAYJIs1)

CTI'.04 Be3onacHOCTD KU3HEAEATEIHLHOCTH

Jucuuniamna

CI'.04 be3omacHOCTb KU3HEAEATEIHHOCTH

MecTo AMCUMIUIUHBI B CTPYKTYype
00pa3oBaTeNbHON NPOTrPAMMBI

ConuanbHO-TyMaHUTAPHBINA LUK

OO6m1ast TpyA0€MKOCTh JUCIIUTUIMHBI

72 qaca

Henb(n) n3ydyeHus: AUCLMUILUIUHBI

npuoOpereHne o0ydaroIMMUCS 3HAHUW U YMEHHI B cdepe
0€30MaCHOCTH KU3HEIEATETbHOCTH

B pesynpTaTe OCBOCHUS AMCIMITIMHBI
00yJaronuics JOKEH

YMETh

— IIOJIB30BAaTHCA NEPBUYIHBIMU cpeacTBaMu
MOXKapOTYyHICHUSA
— ODPpUMCHATL IIpaBUJIa TIIOBCACHHUA B ‘-Ip@SBBI'—I&ﬁHHX

CUTYAITUSAX TPHUPOJHOTO W TEXHOTEHHOTO XapakTepa M IpH
yrpo3e TEPPOPUCTHUECKOTO aKTa;

— o0ecrnieunBaTh yCTOMYHBOCTH 00BEKTOB SKOHOMUKH;

— IPOTHO3UPOBATh  pPa3BUTHE  COOBITUH U OIEHKY
TIOCIIEACTBHUI MPU TEXHOTEHHBIX YPE3BBIYANHBIX CUTYaIUIX
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U CTUXUUHBIX SBJICHHUSX, B TOM YHCIE B YCIOBHUAX
MIPOTUBOACUCTBUS TEPPOPU3MY;

— IPUMEHATH NpaBUia MOBEICHUS U JIEHCTBUS 110 CUTHAJIAM
TPaKJIaHCKOM 0OOPOHHBI;

— cOo0JII01aTh HOPMBI 9KOJIOTHYECKON OE30MacCHOCTH;

- OIIpe/IETISATh HAIPABICHUSI PECYpPCOCOEpexKeHHs] B paMKax
poeCCHOHATTLHOMN IEATEILHOCTH 110 CIIEIUAIBHOCTH

3HATb

— OCHOBBI [10’Kap00E30IIaCHOCTH U 3JIEKTPOOE30MaCHOCTH;

— Mepbl MOXKapHOM 0€30MacCHOCTH M IpaBuiIa OE30I1aCHOTIO
IIOBEICHHUS IIPU 110XKaApax;

— CIIOCOOBI  3alIUTBI HACENIEHHs OT OpYKHUA MacCOBOIO
MIOpaXEHUS;

— NPUHLMIIBI  OOecreueHus  YCTOMUMBOCTH  OOBEKTOB
9KOHOMUKH, IPOTHO3UPOBAHUS PA3BUTHUS COOBITUI U OLIEHKU
IIOCJICACTBUM NPU TEXHOTEHHBIX YPE3BBIYANHBIX CUTYaLUAX
U CTUXUHHBIX SBJICHHUAX, B TOM YHCIE B YCIOBHUAX
IIPOTUBOACUCTBHS TEPPOPU3MY KaK CEPbE3HOM yIpose
HalMoHalIbHOU 6e3onacHocTu Poccuy;

- 337]a4d ¥ OCHOBHBIE MEPONPUSITUS FPAXKAAHCKOW 000POHBI

Konpl popMupyembIx KOMIETEHITUI

OK 07

Kpatkoe conepxanue

Pa3znen 1. IIpaBoBnbIe, OpPraHM3alMOHHbIC )/
HOPMATHBHO-TEXHHYECKHE  OCHOBBbI  0e30MacHOCTH
KU3HENACATEJIbHOCTH

Tema 1.1. OCcHOBBI 6€30MIaCHOCTH KU3HEACATEIBHOCTH
Tema 1.2. IIpaBoBbIE 1 HOPMAaTUBHO—TEXHUYECKHE OCHOBBI
0€30MMaCHOCTH KU3HEESATEbHOCTH

Tema 1.3. 3amaun ¥ OCHOBHBIE MEPOIPUATHUS TPAXKIAHCKON
000pOHBI

Paznen 2. Upe3BbluaiiHble CUTyallud W 3al0MTa
HaceJleHHUs B YPe3BbIYaiiHBIX CUTYalUsIX

Tema 2.1. UpesBbuaiiHas cuTyauus: Kiaccudukauus u
MIPUYMHBI BO3SHUKHOBEHHUS

Tema 2.2. UpesBblualiHble CHUTyallUH [PHUPOJIHOTO,
TE€XHOT'€HHOT'O M BOEHHOT'O XapakTepa

Tema 2.3. Opranuzanus U IpOBEACHHE MEPONPUATUN I10
3aluTe paboTalolUMX W HAcCeJNEeHHUS OT HETraTUBHBIX
BO3JICHCTBUI YpE3BbIYAWHBIX CUTYaLUN

Tema 2.4. ObecrieueHre ycTOMUMBOCTH ()YHKIIMOHUPOBAHUS
00BEKTOB SKOHOMUKHU

Paznen 3. OcHOBbI BOEHHOH CJIy:k0bI M 00OpPOHBI
rocylapcTBa; NOPsiI0OK M NpaBHJIa OKa3aHWsA IepBOM
NMOMOIIH MOCTPAaBIIUM

Tema 3.1. OcHOBBI 000POHBI rOCyIapPCTBA

Tema 3.2. BoenHas cimyx6a — ocoOblii BUI (penepanbHOI
rOCYJapCTBEHHOM CITyKOBbI

Tewma 3.3. OCHOBHBIE BU/IBI BOOPYKEHUS

Pasznen 4. MeauuuHckue W NpopUIAKTHYECKHE
MEepONPHUSITHS 10 3aLUTe HACEJICHUS

Tema 4.1. MenuuuHCcKas XapaKTepUCTHKA COCTOSIHUM,
TpeOYIOUIMX OKa3aHUs MEPBOM MEIWIMHCKOW MOMOIIM, U
METO/Ibl OKa3aHUs IEPBON METUIIMHCKOM MOMOIIH
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Tema 4.2. 3popoBeiii  00pa3 ku3HU. (OOecneyeHHe
KOM(pOPTHOCTH TPYLOBOI JKU3HEAEATEAbHOCTH.
dusnonorus Tpyaa u OTasIXa

AHHOTAIUA TUCUMILIMHBI (MOZYJIs1)

CT'.05 OcHoBBI OepesKJIMBOr0 NPOU3BOACTBA

Jucuunnmna

CI'.05 OcHOBBI OEpEKITMBOTO TPOU3BOJICTBA

MecTo JMUCHUIUIMHBL B CTPYKTYpE
00pa3oBaTeNbHON IPOTPAMMBI

CoumanbHO-TYMaHUTAPHBIN UK

OO6m1ast TpyA0€MKOCTh TUCITUTUTHHBI

36 yacoB

Henb(n) u3ydeHus: AUCHMUILUIUHBI

TCOPCTUUCCKOC U MPAKTHYCCKOC OCBOCHHUC IPHUHOUIIOB H
METOJ0B 6Cpe)KJ'II/IBOFO IIPOMU3BOJICTBA

B pesynbraTe OCBOEHHUS IUCHUILIMHBI
00yJaronuics JOJIKEH

YMETh

—Cco0JII01aTh  HOPMBI  DKOJIOTHYECKOM  0€30MacHOCTH;
OIIPENIENIATh HANpaBJICHUS PECYpPCOCOEPEKEHHUS B PaMKax
nmpoecCHOHATLHON  JICATETLHOCTH 110  CHEIMATBHOCTH,
OCYIIECTBIISATH  PabOTy ¢  COOJIOJCHUEM  TPUHIMIIOB
OEepeKITMBOTO MTPOU3BOICTBA;

—OpraHu30BbIBaTh MPO(YECCHOHAIBHYIO JCSITEIBHOCTh C
Y4ETOM 3HAaHMW 00 M3MEHCHHH KJIMMATHYECKUX YCIOBHUU
peruoHa.

3HAaTb

—TpaBWIa SKOJOTMYECKONH OC30MacHOCTH TIpU BEIACHHU
poheCCHOHATILHOM JIeATEIbHOCTH;

—OCHOBHBIC pecypchl, 3aICHCTBOBAHHBIC B
npodeccnoHATEHOM IeATEIBHOCTH;

—IyTH 00eCIICUeHUS peCypcoCcOepeKeHHSI,

—TPUHIIUITBI OEPEKITUBOTO MTPOU3BOJICTBA;

—OCHOBHBLIC HallpaBJICHUA HW3MCHCHUA KIMMATHUYCCKUX
YCJIOBHUM PETHOHA.

Kozpl popMupyembIx KOMIETEHIIUIH

OK 07

Kparkoe conepxanue

Pa3nea 1. OcHOBBI OepeskJIMBOr0 NPOU3BOACTBA

Tema 1.1. Mcropus co3nanust 6epexxIuBOro Nponu3BoICTBa
Tema 1.2. Co3nanue 1EHHOCTH, TUIOJOTUS TOTEPh: 0030p
TOHSTUHI

Tewma 1.3. KapTupoBanue moToka co3/1aHus lIEHHOCTH

Tema 1.4. Iuxa PDCA

Tewma 1.5. Metoas! ananuza npooiem

Paznes 2. UHCTPpYMEHTHI Oepek/IuBOro NPpoOu3BOACTBA
Tewma 2.1 PannonanbHasi opranuzanus padounx mect (5S)
Tema 2.2. Bceo6muii yxon 3a obopynoanuem (TPM)

Tema 2.3. beictpas nepenananka o6opynosanust (SMED)
Tema 2.4. UncTpymenTs! noBblieHus kadecTsa (Iloka-ioke.
AnnoH. J[3ugoka u npyrue)

AHHOTAIUA THCHMILINHBI (MOLYJIs1)

CT'.06 OcHoBbI (HHAHCOBOIi TPAMOTHOCTH

JucuuImHa

CI'.06 OcHOBBI (hMHAHCOBOW I'PaMOTHOCTH

MecTo AMCUMIUIMHBI B CTPYKType
00pa3oBaTebHONU IPOTPAMMBI

ConnanbHO-TyMaHUTAaPHBIA IUKIT
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OO6m1ast TpyA0€MKOCTh TUCITUTUTHHBI

36 yacoB

Hens(n) n3ydeHus: TUCIUTUTUHBI

TEOPETUYECKOE H3Yy4YE€HHE U IPAKTUYECKOE OCBOCHHE
PUMEHEHHSI OCHOB (PMHAHCOBOM IPaMOTHOCTH

B pesynbraTe OCBOCHHS IUCIMILUIMHBI
00yJaroNUiCs TOJDKEH

YMETb

— TPUMEHATh TEOPETUUYECKHUE 3HAHHWS 1O (HUHAHCOBOU
rpaMOTHOCTH  JUIsl  NPAKTUYECKOM  JACSATEIbHOCTH U
MMOBCEIHEBHOMN JKU3HH;

— B3aWMO/ICHCTBOBATH B KOJUICKTHBE U padOTaTh B KOMaH/IE;
— palMOHAaJbHO IUIAHUPOBATh CBOU JOXOJbI U PACXOJbI;
rpaMOTHO MPHUMEHSAET IOJYYCHHBbIE 3HAHMUS MJI1 OLECHKH
COOCTBEHHBIX DJKOHOMHYECKHX MJEHCTBUII B KadeCTBE
MOTpeOUTENIs, HAJOrOIUIATEINbIIMKa, CTPAaxOBaTeNs, dJeHa
CEMbH U TPAXKJIaHNHA;

— HCHOJIb30BaTh MPHOOPETCHHBIC 3HAHUS IS BBITOTHEHUS
MPAaKTUYECKUX 3a/JlaHUi, OCHOBAHHBIX HAa CHUTYalHUsX,
CBSI3aHHBIX C OAHKOBCKMMH ONEPALUSIMH, PHIHKOM IICHHBIX
OyMmar, CcTpaxoBbIM pBIHKOM, (OHIOBOM U BalllOTHOMN
Oupxamu;

— aHAJIU3UPYET COCTOSIHHE (DMHAHCOBBIX  PBIHKOB,
WCIIOJIB3YS PAa3IMYHbIC UCTOYHUKN UHPOPMAITUY;

— ONpeAessiTh Ha3HAUYCHHE BUJIOB HAJIOTOB M IPUMEHSTH
nojaydyeHHele 3HaHusg g pacuéra HJADJI, Hanorossix
BBIYETOB, 3aIIOJTHEHUS] HAJIOTOBOM JIEKJIAPALINY;

— TIPUMEHSTHh MPABOBbIE HOPMBI IO 3alllATEe IpaB
notpeduteneii PUHAHCOBBIX YCIYT W BBIABIATH IPU3HAKU
MOIIICHHUYECTBA Ha (DMHAHCOBOM pPBIHKE B OTHOIICHUHU
(bU3UYECKUX JINIT,

— TUIAHMPOBaTh W aHAJIM3UPOBATh CEMEHHBIN OMOKET U
JIMYHBIN (PMHAHCOBBIH IJIaH;

— COCTaBIIATh 00OCHOBaHUE OU3HEC-UJICH,

- IPUMEHATH [OJIyYEHHBbIE 3HAHUA Ui YBEJIIMYCHUS
NICHCUOHHBIX HAKOIIJICHUH

3HaTb

— OCHOBHBIE TOHATUS (UHAHCOBOW TPAMOTHOCTH U
OCHOBHBIE€ 3aKOHOJATENbHbIE aKThl, PETJIAMEHTUPYIOIIUE €€
BOIIPOCHI;

— BWJBI NIPUHITHS PELIEHUI B YCIOBUSIX OTPaHUYEHHOCTHU
pecypcoB;

— OCHOBHBIE BUbI TUIAHUPOBAHUS;

— YCTpOMCTBO OaHKOBCKOW CHCTEMbI, OCHOBHBIE BUIbI
0OAaHKOB U WX ONEpalnii;

— CYIIHOCTh TOHSITHH «JICTIO3UT» U «KPEIAUT», UX BHIBI U
MIPHUHITAIIB;

— CXEMBbI KpEeAUTOBaHUS (PU3UUYECKUX JTUIL;

— YCTpPOMCTBO HaJIOTOBOI CHUCTEMEL, BHIBI
HAI0ro00J10KeHUs (PU3HUUECKUX JIUIL;

— TMpU3HaKH (PUHAHCOBOTO MOIICHHUYECTBA,

— OCHOBHBIE BUBI IIEHHBIX OyMar U X JOXOJHOCTB;

— (opmupoBaHUE HHBECTUIIMOHHOTO MOPThETs;
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— KiIacCH(UKAUI0 HWHBECTUIMH, OCHOBHBIC
Ou3HEC-TIIaHa;
— BHIBI CTPAXOBAHHS;

- BHJBI HCHCHﬁ, CIIOCOOBI YBCIUYCHUA TIEHCUH

pas3elnbl

Koxbl popMupyemMbIx KOMIETEHIUI

OK 03

Kparkoe conepxanue

Pa3znen 1. ®unancoBoe m1aHUpoOBaHUE

Pazpgen 2. Jleno3ut

Paznen 3. Kpeaur

Paznien 4. PacueTHO-KaccoBbIE oniepanuu

Pazgen 5. CtpaxoBanue

Pa3nen 6. MuBectunuu

Pazgen 7. Ilencus

Paznen 8. Hanoroo6oxenue B Poccuiickoit denepamnuu
Paspgen 9. 3ammra OT MOIICHHUYCCKUX ACHCTBHM Ha
(hMHAHCOBOM PBIHKE

Paznen 10. Co3manne coOCTBEHHOI0 OM3HEca

AHHOTAUUA JUCHUIIMHBI (MOAYJIs1)
CI'.07 IlcuxoJiorusi o0meHust

Jucuuninmna

CTI'.07 Ilcuxosmorus oOmeHus

MecTo JHMCUMIUIMHBI B CTPYKTYype
00pa3oBaTEeNLHON POTPAMMBI

ConuanbHO-TyMaHUTAPHBIN ITUKIT

OO6m1ast TpyA0EMKOCTh JUCIIUTUIMHBI

36 gacoB

Henb(1) n3yueHus: AUCUUTLITMHBI

npuoOpeTeHne 00Yy4alOIIUMUCA TEOPETUYECKUX 3HAHUU U
MPAKTUYECKUX YMEHUHN B 00JIACTH TICUXOJIOTUH OOIIECHUS

B pesynbTare OCBOCHHS THCIUTUTHHBI
00yJaroNuics TOJDKEH

YMETh — NOPUMEHSTh TEXHUKH U MpHUeMbl 3()(PEeKTUBHOro 00IIeHUs
B IpO(eCCHOHATILHOM 1€ TENbHOCTH;
— HCIIOJIB30BAaTh MPHEMBbl CAMOPETYNSLUU MOBEACHUS B
IPOLECCE MEAKIIUNYHOCTHOTO OOLIEHMS

3HATh — B3aMMOCBSI3b OOLIEHUS U 1eATEIHOCTH;

— uenu, GyHKUUU, BUABI U YPOBHU OOIIECHUS;

— POJIU U pOJIEBbIE 0KUJIaHUS B OOLICHUH;

— BUJBbI COLMAIBHBIX B3aUMOJICUCTBUN;

— MEXaHHU3Mbl B3aUMOIIOHUMAaHMsI B OOILIEHUN;

— TEXHUKUd M TpueMbl OOIIEHUs, MpaBujia CIylIaHus,
BeJIeHUsI Oece/Tbl, YOSIKICHMUS;

— 3TUYECKHE MPUHLUIBI OOIECHHS

— HCTOYHUKH, TPUYUHBI, BUABI M CIOCOOBI pPa3peLIeHUs
KOH(JIMKTOB

Konbl popMupyemMbIx KOMIETEHIUH

OK 01, OK 04, OK 05

Kpatkoe conepxxanue

Pa3nen 1. Conep:kanune U XapaKTepPUCTUKA 00 LIEHUS
Tema 1.1. BoO3HHMKHOBEHHE IICMXOJOTHMH OOIICHHUS, €€
MIPEAMET | CBSI3b C IPYTUMHU HayKaMH

Tema 1.2. Tlonsarue, nenu, GyHKIUH, BUABI U YPOBHU
oO1IeHns

Tema 1.3. DTudeckue NPUHIUIIBI OOIIIEHUS

Pa3pgen 2. TexHuka o01eHus




14

Tema 2.1. CtpykTypa OOIICHUS, CPEACTBA U MEXAHU3MBI
3¢ HeKTHBHOTO OOIICHUS

Tewma 2.2. TexHUKHU ¥ TPUEMBI OOIIIEHHUS, TIPABUIIA CITYIIAHUSA,
OCHOBBI (D (peKTUBHOTO Be/IeHUS Oece bl

Tema 2.3. XapakTepuCTHKa KaHAJIOB TMOJYy4YCHUA U
nepepaboTKu HHPOPMALIUU

Pa3znes 3. OcHOBBI TeOpUH KOHGPIMKTHOIO NMOBEAEHUS
Tema 3.1. KoHQIUKTHI KaK pe3ybTaT HAPYIIEHUS JAEIOBOTO
oO01IeHus

Tewma 3.2. IIpeononenne KOHMINKTA TOCPEICTBOM OOIICHUS.
KoHTposb sMonnoHanbHOM cdepbl

Tema 3.3. KoprnoparuBHas KyJabTypa Kak CpelICTBO
MpeaynpexaeHus KOH(OINKTOB B OpraHU3aliuu

Paznen 4. OcHoBbI 3¢ (PeKTUBHOTO B3auMOeiiCTBHUS
Tema 4.1. llcuxonorus COTpyJHHYECTBA KaK OCHOBA
3¢ (HEeKTHBHOTO B3aMMOJICHCTBUS B OPTaHU3AINN

Tema 4.2. JIngyHOCTH ¥ TAPMOHUYHOE OOIIEHNE B KOJIJIEKTUBE
Kak croco0 3¢ (hEeKTUBHOTO B3aMMOICHCTBHSI B OpraHU3aIuN
Tema 4.3. YperynupoBanue KOH(QIUKTHOTO B3aUMOJICHCTBUS

AHHOTAUUA JMCHUIIMHBI (MOAYJIs1)

CI'.08 JxoJi0rMYecKre OCHOBbI IPHPOI0N0Ib30BAHUS

Jucuuninmna

CI'.08 Dkosornyeckue 0OCHOBBI IPUPOAONOJIb30BAHUS

MecTto IUCUMIUIMHBI B CTPYKTYype
00pa3oBaTeNnbHON MPOTrPaMMBbI

ConuanbHO-TyMaHUTAPHBIA LUK

OO6m1ast TpyA0€MKOCTh JUCIIUTUIMHBI

36 gacoB

Henb(1) n3yueHus: AUCUUTLITMHBI

npuoOpereHue o0yJarolMMHCS 3HaHUNW M YMEHHH B cdepe
9KOJIOTUYECKUX OCHOB MPUPOJIOTIOIH30BAHUS

B pesynbrare OCBOCHHS NUCHUIUIMHBI
00yJaronuics JOJIKEH

YMETh

- coOMoaTh  HOPMBI  DKOJIOTMUYECKOW  0€30MacHOCTH;
OTIPENIeNIATh HATPABJICHUS PECYpCOCOEpeKEHUsT B paMKax
npodeccnoHanbHOM  AESITENbHOCTH MO  Mpodeccuu
(cenuanbHOCTH) OCYIIECTBIATH PadOTy € COOJIOICHHEM
MIPUHIIMIIOB OEPEXITMBOTO MPOU3BOJCTBA; OPraHU30BHIBATH
mpoeCCHOHATTBHYIO JIEeATENILHOCTE C yYETOM 3HaHUH 00
W3MEHEHUU KIIMMaTHYeCKHUX YCIOBHI pernoHa.

3HaTh

- MpaBWJa DJKOJOTMYECKOW O€30MacHOCTH TIIPH BEJICHHH
npodeccnoHaNbHON  1eATEeIHbHOCTH; OCHOBHBIE PECYpCHI,
3a/IeCTBOBaHHBIC B MPO(ECCUOHATLHOM NeATETbHOCTH; ITYTH
obecrniedeHus pecypcocOepexeH s ; MPUHIUIIBI OEPEKITUBOTO
MPOM3BOJICTBA;  OCHOBHBIC  HANpPaBJICHHUS  HW3MCHCHHS
KIIMMaTHYECKHUX YCJIOBHH pEeruoHa

Kozp! hopMupyeMbIx KoMIeTeHIHHA OK 07
Kpatkoe conepxxanue Pasznea 1. O0mas xapakTepucTHKA 3KOJIOTMYECKHX OCHOB
NPHPOIONOJIb30BAHUS

Tewma 1.1. Dxosorndeckue OCHOBBI IPUPOIONOJIB30BAHUS KaK
yueOHasi IUCIUTIINHA

Tema 1.2. [IpuHIMNBI paMOHAIBHOTO IPUPOAOIIOIB30BAHUS
U OXpaHbl OKPYKAIOLIEN Cpebl
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Pa3znes 2. Ik0J10rusi 1 NPUPOAOIOJIb30BAHUE

Tema 2.1. CoBpeMEHHOE COCTOSIHUE OKpY’KAIOLIEH Cpenbl B
Poccuiickoit ®eneparuu

Tema 2.2. AHTpONOreHHOE BO3ACHCTBUE HA MPHUPOLIY:

XO3SIIICTBEHHAs] JESATENIbHOCTh 4YeNIOBEKa, SKOJIOTHYECKHe
KPHU3HUCHI M KAaTacTPOQbI
Tema 2.3. [Ilpupoansie pecypcbl W  palMOHaIbHOE
IIPUPOAOIOJIB30BAHNE

Pasgen 3. Cucrema MeponmpuMsiTHil 1O COXPAHEHHMIO H
YJIY4IIEHHI0 OKPY Kalolleil cpeabl

Tema 3.1. MOHUTOPUHT OKPY>KAIOLIEH CPEIIbI

Tema 3.2. MexayHapoaHOe COTPYAHHYECTBO B 00JacTu

paloHaIbLHOrO MIPUPOJIOTIOIB30BAHUS u OXpaHbl
OKpY>Karolleu cpeibl

Pasnen 4. IIpaBoBble BONPOCHI  IKOJOTMYECKOMH
0e3omacHoCTH

Tema 4.1. OpraHu3allMOHHO—TIPABOBOE  OOCCIICUCHHE
pallMOHAIBHOTO  DKOJIOTOINOJIB30BAHUSI M COXPAaHHOCTH

9KOJIOTUYECKOM CUCTEMBI
Tema 4.2. KOpuauueckass OTBETCTBEHHOCTb MPEANPUATHH,
3arpsA3HSIOIUX OKPYKAIOUIYIO Cpey

AHHOTAIUA TUCHMILIMHBI (MOLYJIs1)
OI1.01 DxoHOMHKA OPraHu3alNu

JucuuIimmHa

OI1.01 DxoHOMMKA OpraHu3aun

MecTo IUCHUMIUIMHBI B CTPYKTYpe
00pa3oBaTeLHON POTPAMMBI

O6menpodeccuoHaTbHBIN UK

OO611ast TpyA0EMKOCTh TUCHUTUIMHBI

72 yaca

Hens(n) n3ydeHus: AUCHUTUIUHBI

npuodpeTeHne 00yJaronMMHCs 3HAHUIH OCHOBHBIX MUKPO- U
MaKpO3KOHOMHUYECKUX KaTerOpUi M MOKa3aTellel, METOI0B
UX pacyera, YMEHHM pacCUUTHIBaTh [0 IPUHATOU
METOJI0JIOTUN OCHOBHBIE TEXHUKO-DKOHOMHUYECKHE
ITOKA3aTENN JIEATEIIbHOCTH OpraHU3alix

B pesynpTaTe OCBOCHHS AMCIMITIMHBI
00yJaronuics JOJIKEH

YMETh — paccuuThIBaTh IO TPUHATOM METOMOJOTHH OCHOBHBIE
TEXHUKO-?)KOHOMUYECKHUE MOKa3aTeNn JEeATEIbHOCTH
OpraHu3aIu

3HaTh

— OCHOBHBIC MUKPO- U MAKPOSKOHOMHNYECKNEC KAaTCTrOPUHU U
IIOKa3aTcCJikn, MCTO/JIbI UX pacycTa.

Konp!l popMupyemMbIx KOMIETEHIUH

OK 01 -03; OK05,0K 7,1IK 1.6

Kparkoe conepxanue

Paszpen 1. YcnoBusi yHKIMOHMPOBAHUS OPraHU3aluii
Tema 1.1. Tlonsatme wu kiaccudukanus opraHu3alui
(npeanpusTuii)

Tema 1.2. Cpena u npaBoBble OCHOBBI (DYHKIIMOHUPOBAHUS
OpraHu3anuu (pearnpusITHs)

Tema 1.3. Pecypchl opranu3zanuu (pearnpusTus)
Pasznen 2. OcHoBHbIe U  000pOTHBIE
OpraHu3anuu

Tema 2.1. [TonsiTHE, COCTaB U CTPYKTYpa OCHOBHBIX CPEACTB
opraHu3aiyu (IpeanpusIThs)

cpeacrea
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Tema 2.2. Y4eT u olleHKa OCHOBHBIX CPEACTB OpTraHU3aluu
(npennpusTus)

Tema 2.3. HW3HOCc, amopTu3anusi W BOCIPOU3BOICTBO
OCHOBHBIX CPEJICTB

Tema 2.4. HemarepualibHbI€ aKTUBBI K UX aMOPTHU3ALIHS
Tema 2.5. [lonstue, coctaB U KiaccupUKaus 000POTHBIX
CPEICTB

Tema 2.6.HopMupoBanue 000pOTHBIX CPEACTB

Pasznea 3. TpyaoBbie pecypcbl OpraHu3annu

Tema 3.1. IloHATue M CTpyKTypa TpPYIOBBIX PECYpCOB.
OcoOeHHOCTH OpraHHU3allK OIUIAThl TPY/a Ha MPEANPUSTUI
Tema 3.2. HopmupoBanue tpyna. IIpomsBoautenbHOCTD
TpyZJa B OpraHu3aluu

Paznen 4. CeOecroumMocTh MNPOAYKHHMM M ILEHOBas
MOJIMTHKA

Tema 4.1. CymHOCT ¥ BUIBI CEOECTOMMOCTH MPOAYKIIUT
Tema 4.2. CrpykTypa ce0eCTOMMOCTH TMPOIYKIUU H
KJIaccupuKaus 3aTpat

Tema 4.3. lleHoBas MmonWTHKA OpraHu3aluu, (QaKTOPHl H
MIPUHLIMIIBI IIEHOOOpa30BaHUS

Paznen 5. @akTopsbl pa3BUTHS OPraHUA3AIUA

Tema 5.1. KoHKypeHTOCIIOCOOHOCTh M KadeCTBO TOBApOB,
pabort, yciyr

Tema 5.2. AccopTMMEHTHass ¥ WHHOBAIMOHHAS TOJIUTHUKA
OpraHHu3aIu

Tema 5.3. VHBecTMLIMOHHAs MOJUTUKA OpraHU3alUU.
duHaHCcOBOE 0OecTeueHUE 1eATeIbHOCTH OpraHU3aIiH
Tema 5.4. Hasoroo010xkeHue opranu3amnui

Paspnen 6. I ¢eKTUBHOCTH X035 CTBEHHOM
AeITeJIbHOCTH OPraHu3auuu

Tema 6.1. CyniHocTs 1 BUbI 3 (HEKTUBHOCTH ITPOU3BOICTBA
(peanmuzamu ToBapoB, padoT, yciyr). Ee nmokazaremnu.

Tema 6.2. IIpuObuIb OpraHu3anuu

Tema 6.3. PeHTaOenbHOCTD U MYTH €€ YBEIUYEHUS

Tema 6.4. DuHaHCOBOE COCTOSIHME OPraHU3AINH

AHHOTAIUA THCHMILIMHBI (MOLYJIs1)
OI1.02 MeHen:;KMeHT

JucuuImmHa

OI1.02 MeseHKMEHT

MecTo AMCUMIUIMHBI B CTPYKTYype
00pa3oBaTebHON IPOTrPaAMMBI

O6menpodeccuoHaTbHBIN UK

OO61ast TpyA0€MKOCTh THUCIUTUTHMHBI

72 yaca

Hens(n) n3ydeHus: TUCIUTUTUHBI

dbopmupoBaHre y OOy4arOmUXCs OOMIEKYIbTYPHBIX |
npoeCCUOHATBHBIX ~ KOMIIETEHIMH, HEOOXOAUMBIX U
JIOCTaTOYHBIX JJIi OCYILECTBIEHHUS MPOQecCHOHATbHON
NeSITeIbHOCTH B O0JIACTH MEHEIKMEHTa, B COOTBETCTBUU C
dI'OC CIIO

B pesynpTaTe OCBOCHUS AMCIMILIMHBI
00yJaronuics JOKEH

YMETh

— YOpaBiATh KOH(PIUKTAMM M CTpeccaMu B Ipoliecce
npodecCHOHATIBLHOMN 1 TeTbHOCTH
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3HaTh

— XapaKTepHBIC YePThl COBPEMEHHOTO MEHE[)KMEHTA,;

— IUKJ MCHEJDKMCHTA;

— TpOIEeCC MPHHITHS U peaM3alH  yIPaBICHUYCCKUX
penieHni, THPOPMAITMOHHOE 00eCTIeYeHIEe MEHEKMECHTA

Kobr hopMupyeMbIX KOMITETCHITHIA

OK 01 —03; OK 05 —06; OK 09; IIK 1.6

Kparkoe conep:xanue

Paznen 1. TeopeTnueckue 0CHOBBI MeHEIKMEHTA

Tema 1.1 Beenenue B MEHEDKMEHT

Tema 1.2 DBonronus yrpaBiIeHUECKON MBICIH

Tema 1.3 Mozaenn MeHeHKMEHTA

Paznea 2. Opranusanus Kak 00beKT ynpaBJIeHUs!

Tema 2.1 OcoOeHHOCTH ypaBJICHHS OpraHU3alUeH

Tema 2.2 Knaccudukanus opranuzanuii

Tema 2.3 Opra"uzaimoHHas KyJbTypa W COLHUAJIbHAs
OTBETCTBEHHOCTb

Pa3znen 3. MeHeI:KMEHT KaK MPOIecC YIPABJIeHUs

Tewma 3.1 OcHOBBI yIIpaBICHYECKOM AESITEIBHOCTH

Tewma 3.2 [InanupoBanue kak GyHKIUS MEHEKMEHTA

Tema 3.3 Opranuszanus Kak QyHKIIHS MEHEKMEHTA

Tema 3.4 KoopauHanus kak GyHKIUS YIIPaBICHUS

Tema 3.5 MoTtuBanust Kak QyHKITUS MEHEIKMEHTA

Tema 3.6 KonTponb kak GyHKIUS MEHEKMEHTa

Paznen 4. VYnpapieHyecKue pelieHMs H  MeTOIbI
ynpaBJieHUs

Tema 4.1 Ipouecc npuHATUS YIIPaBICHUECKUX PELICHUM
Tema 4.2 MeToibl yripaBiieHUs

Tema 4.3 Menemxep B opranusanuu. OCHOBHBIE TEOPUHU
nmuaepcTBa. CTHIIM PYKOBOJICTBA

Tema 4.4 VYmnpasneHue KOHMIMKTaAMH, W3MEHEHHSAMHU U
cTpeccamu

AHHOTAIUA THCHMILIMHBI (MOLYJIs1)

OI1.03 IIpodeccuonanbHasi ITHKA U OCHOBBI /1€J1I0BOT0 001IIeHH S

o0pa30BaTeIbHON MPOrpaMMbl

JucuumninHa OI1.03 TIpodeccuonanbHas 3THKa M OCHOBBHI JEIOBOTO
o01eHns
Mecto gucuumiauHel B CTpyKType | O6mmenpodeccuoHanbHbBIN KT

OO6m1ast TpyA0€MKOCTh JUCIIUTUIMHBI

72 qaca

Henb(n) n3ydyeHus: AUCLMUILUIUHBI

npuoOpeTeHrne O00yJYarOIUMUCS 3HAHUN OCHOBHBIX TPABHI
po¢eCCUOHAIBHON STUKH U TIPUEMOB JIETIOBOTO OOIIEHUS B
KOJIJIEKTHBE

B pesynbTaTe OCBOEHHS NMCUUILIAHBI
00yUaronuiics T0JKeH

YMETh — TMPUMEHSATH B MPOPECCHOHATBHON JACITETLHOCTH
TIPUEMBI IETTIOBOTO OOIIEHUS
3HATh — OCHOBHBIE MpaBuiIa MPO(HecCHOHATHEHON ITUKU U TPUEMBI

JIEIIOBOTO OOIIIEHHUS B KOJJIEKTHBE;

— 0COO0EHHOCTH TPOPECCHOHATBHON ITHUKUA U TICHXOJIOTHH
JIEIIOBOTO OOIICHMsSI CIY)KaIlIUX TOCYAAPCTBEHHBIX W WHBIX
OpraHU3aIlMOHHO-TIPABOBBIX  (opM  yupekaeHWl |
OpraHu3auin

Kozp! hopMupyeMbIx KOMIETEHITHH

OKO01-07,1IK 1.2, TIK 1.4, TIK 1.6
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Kpatkoe conepxanue

Pasznea 1. [lonssiTe npodeccuoHAIbHOM I TUKHU

Tema 1.1. Cymuocts 3TukM. OCHOBHBIE 3THYECKHE
KaTeropuu

Tema 1.2. IlpodeccuoHanbHas dTHKAa KaKk MPUHIUI
npodeccuonaa

Tema 1.3 OcHoBHBIE IpaBUIa MPOHECCUOHATTLHON 3TUKU
Pasznen 2. OcoOGenHHOCTH NPO(PECCHOHANBHON ITHUKHU
CJIYKaIMX FOCYIapCTBEeHHbIX U HHBIX OPraHU3allMOHHO-
NMPaBOBbIX (POPM yUpe:KIeHUH U OPraHu3anuin

Tema 2.1. Cnyx0a npoTOKONa B TOCYJAapCTBEHHBIX U
MYHHULMIIAJIBHBIX ~ OpraHax: CTPYKTYpa, OCHOBHBIE
HaIpaBJICHUs JAESITEIbHOCTU

Tema 2.1. Cayx0a mTpoTOKOJa B TOCYAapCTBEHHBIX U
MYHHULMIIAJIBHBIX ~ OpraHax: CTPYKTYpa, OCHOBHBIE
HaIIPABJICHUS ACSATEIbHOCTH

Tema 2.2. Opexna U BHEIIHUN BUJA TOCYJApCTBEHHBIX U
MYHHMLMIIAIBHBIX CIIY>KaIUX

Tema 2.3. PeueBoif 3THKET TOCYAAPCTBEHHBIX U
MYHHULMIIAJIBHBIX CIIY’KaLIUX U 3TUKET JEJI0BOM NEPENUCKU
Paznen 3. JrTuka [eJ0BOro OOIIEHHMS  CJIYKAIIUX
roCy1apCTBEeHHBIX W MHBIX OPraHU3allMOHHO-TPABOBBIX
¢opm yupexaeHunilt 1 Opraau3anui

Tema 3.1. JlenoBO# 3THKET BO B3aUMOOTHOLIEHUSX MEXIY
PYKOBOJUTENSAMHU, IOJYMHEHHBIMU U KOJJIETaMU

Tema 3.2. JlenoBoii 3TuKeT pu paboTe rocy1apCTBEHHBIX U
MYHHULMIAIBHBIX CIYKaLIUX € TpakJaHaMU

Tema 3.3. JlenoBoil 3TUKET MyOJUYHBIX BBICTYIUICHHIMA
roCy/1apCTBEHHBIX U MYHUIIUIAIBHBIX CIIY>KalUX

Pa3znen 4. Ilcuxosorusi AejI0BOro OOILIECHUSI CJIYKALIMX
roCy/IapCTBEHHbIX U MHBIX OPraHU3allMOHHO-TPABOBBIX
¢opMm yupexaeHuil 1 Oprauu3anun

Tema 4.1. [IpakTuueckue OCHOBBI IMOCTPOECHHS JEJIOBBIX
KOMMYHHKAIMH B IpodecCnoHaIbHON

JeSITeIbHOCTH

Tema 4.1. IlpakTudyeckue OCHOBBI IOCTPOEHHS JEIOBBIX
KOMMYHHKAIUHI B MPOpeCCHOHATbHON

JEATEIIBHOCTH

Tema 4.2. [Ilcuxonoruss OOmIEHUS W  CIOy>KeOHOM
JEATEIBHOCTH  TOCYJAapCTBEHHBIX M MYHHMIMIIAJIBHBIX
CITy’>KalluX

Tema 4.3. PannoHansHOe KOHGIMKTHOE B3aUMOJAEHCTBHE B
po(hecCHOHAIbHOM JIeATEIbHOCTH KaK ATHUECKUN TPUHLIUIT

AHHOTAIUSA IUCHUIIMHBI (MOAYJIs1)

OI1.04 IIpaBoBbIe 0OCHOBBI PO eCCHOHATBHOMN 1eSITeIbHOCTH

Jucuunimza

OI1.04 [IpaBoBBIE OCHOBBI npodeccroHanbHOM
JESITEIbHOCTH

MecTo AMCUMIUIMHBI B CTPYKTYype
00pa3oBaTebHON IPOTPAMMBI

O6menpodeccuoHaTbHBIN UK

OO61ast TpyA0eMKOCTh TUCIUTUTHHBI

72 yaca

Hens(n) n3ydeHus: TUCIUTUTUHBI

dbopmupoBaHre y OOy4arOmUXCs OOMMIEKYIbTYPHBIX |
mpoecCHOHANBHBIX ~ KOMIMETCHIUH, HEOOXOAUMBIX U
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JOCTATOYHBIX I  OCYIIECTBICHHUS MPOQPECCHOHATBHON
NEATEIbHOCTH B OOJIaCTM  MPaBOBOTO  OOeCTeueHUs
podecCHOHAIBHOM JIeATEIIBHOCTH

B pesynbraTe OCBOCHHS IUCIMILUIAHBI
00yJaroNUICs TOJDKEH

YMETh — 3aIUIIATh CBOM IIpaBa B COOTBETCTBHUH C TPYIOBBIM
3aKOHO/IaTEeIbCTBOM;
— HCIIOJIb30BaTh [IPaBOBYIO nH(pOPMAIIHIO B
poecCHOHALHOM e TEIHbHOCTH

3HATh — TpaBa U 00SI3aHHOCTH CITYXKAIIHX;

— 3aKOHOJATEJbHBIC aKThl U HOPMATHBHBIC JTOKYMEHTHI,
pErylUpyIOIHe  NPABOOTHOILICHUS  (U3UYECKHX U
FOPUINYECKUX JIULI,

— OCHOBHBIE 3aKOHOJATCIbHBIE aKThl O  IPAaBOBOM
obecrnieueHnr MpodeCCHOHATHHON NEATEIHLHOCTH CITYKAIIHX

Kozpl hopMupyeMbIx KOMIETEHITHIHA

OK 01 —06; OK 09; IIK' 1.7; TIK 1.8

Kpartkoe conepxanue

Paznen 1. IIpaBo Kak HMHCTPYMEHT COLMAJBLHOIO
peryJiMpoBaHust

Tema 1.1 Tlonstue u dhopmbl paBa. MexaHH3M IPABOBOTO
peryaupoBaHus

Tema 1.2 Cucrema npapa U cucTeMa 3aKOHO/IATEILCTBA
Tema 1.3 TIlonsTHe, BuUAbL, CTPYKTYpa, OCHOBAaHUSA
BO3HUKHOBEHUS, W3MEHEHUs u IPEKpaLCHUS
IIPABOOTHOLICHUH

Tema 1.4 Ilonsatue, OCHOBaHUSA, TPHUHIMUIIBI W BUJbI
IOPUINYECKOI OTBETCTBEHHOCTH

Pa3znen 2. KoHCTMTYyHHOHHO-TIPAaBOBOe peryJiMpoBaHue
001IeCTBeHHLIX OTHOLICHU I

Tema 2.1 IlpaBoBas xapakTepuctuka KoHCTUTYyHIMM Kak
OCHOBHOrO 3aKkoHa TOCyJapcTBa M MHBIE HCTOYHUKH
peryiIupoBaHusi KOHCTUTYLIMOHHBIX MPaBOOTHOIIEHUN

Tema 2.2 OCHOBBI KOHCTUTYLITUOHHOTO CTpOsi PD

Tewma 2.3 KoHCTUTYLIMOHHBIE TIpaBa, CBOOOIbI, 00SI3aHHOCTH
4eJI0BEKa U rpakJjaHuHa B PO, MexaHU3Mbl UX pean3anyu
Paznen 3. IIpaBoBoe peryjupoBaHue TIPaKIaHCKUX
NPaBOOTHOLIECHHH

Tema 3.1 [IlpaBoBoil craTyc (u3MYECKOTO JUIA B
IPaXIaHCKUX PABOOTHOLICHUSX

Tema 3.2 TIIpaBoBoil cTaryc MOpUIMYECKUX JIUI B
IpaXIaHCKUX IPABOOTHOLICHUSX

Tewma 3.3 ['ocynapcTBO M MyHUIIUTIATIbHBIE 00pPa30BaHUSI KaK
YYaCTHUKH I'PaXTAHCKUX IPABOOTHOLIECHUM

Tema 3.4 OOmwme mnonoxeHuss o0 oO0sA3aTeNbCTBAX B
IpaXIaHCKUX IPABOOTHOLIEHUSX

Tema 3.5 I'paknancKO-TIpaBOBOM JIOTOBOP

3.6 ®opMbl 1 cIIOCOOBI 3aLUTHI TPAXKIAHCKUX MTPAB

Pasznen 4. IlpaBoBoe peryjupoBaHue TPYAOBBIX
OTHOLLIEHH I

Tewma 4.1 [lonsATHE TPYAOBOrO MPAaBOOTHOLIECHHS 1 HAEMHOTO
Tpyna. CyObeKThl TPYJAOBOTO MpaBa
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Tema 4.2 [IlpaBoBoe peryivpoBaHU€ 3aHATOCTH U
TPYIOYCTPOMCTBA
Tema 4.3  TpymoBoil  1OroBOp Kak  OCHOBaHHUE

BO3HUKHOBEHHMS, M3MEHEHHMS W TMPEKPALIECHUS TPYAOBBIX
OTHOLUEHUH

Tema 4.4 IlpaBoBoe peryiaupoBaHue paboO4yero BpeMEHH M
BPEMEHH OT/AbIXa

Tema 4.5 Opranuzanus oxpaHsl Tpyaa

Tema 4.6 JluciurinHa Tpy/1a 1 MEXaHHU3MBI €€ 00CCTIICUCHHS.
JucuunnuHapHas W MaTrepuaibHas  OTBETCTBEHHOCTh
paboTHHKA

Tema 4.7 TpynoBbie cIOpbI U CIIOCOOBI 3AIIUTHI TPYAOBBIX
npaB pabOTHHKA

Paszpnen 5. HopmatuBHoe
aIMUHHCTPATUBHBIX NPABOOTHOLIEHH I

peryJiupoBanue

Tema 5.1 Ilonstue u CTpyKTypa aJAMMHHUCTPATHUBHBIX
IIPAaBOOTHOLIEHUH. HcTtounuku ux IIPaBOBOTO
peryJupoBaHusl

Tema 5.2 AAMMHUCTPAaTUBHO-IIPABOBBIE (POPMBI U METOMbBI
yIIpaBJICHUS

Tema 5.3 AJIMMHMCTPAaTUBHOE [PAaBOHApYyLICHHE U

aIMUHUCTPATUBHAS OTBETCTBEHHOCTD
Tema 5.4 3ammra mnpaB TpaxaaH U OpraHu3alnuvii B
aIMUHUCTPATUBHOM CYJIOITPOU3BOICTBE

AHHOTAUUA JUCHUIIMHBI (MOAYJIs1)

OI1.05 KomnbotepHasi 00pa00TKa JOKYMEHTOB

Jucuuninmza

OI1.05 KommprotepHast 00paboTKa JOKYMEHTOB

MecTo JUCHUIUIMHBI B  CTPYKTYype
00pa3oBaTeNbHON NPOTrPAMMBI

Oo6menpodeccHOHATBLHBIA AKIT

OO6m1ast TpyA0€MKOCTh JUCITUTUTMHBI

72 qaca

Henb(n) n3ydyeHus: AUCLUILUIUHBI

¢dopmupoBaHue y O0OydyaromMXCsl OOWIEKYJIbTYPHBIX U
NpopECCUOHANBHBIX ~ KOMIIETCHIIMM, HEOOXOIUMBIX U
JOCTaTOYHBIX JJIS  OCYLIECTBICHHUS MpOo(hecCHOHATbHOM
NEeSTeIbHOCTH B 00JIACTHM  KOMITBIOTEPHON  00paboTku
JOKYMEHTOB

B pesynprare OCBOEHHS IUCIUIIIMHBI
00yUaronuiics T0JKeH

yMETh

- pa60TaTI) C COBPEMCHHBIMH TCKCTOBBIMH PCAAKTOpaMH,
TaOJIMYHBIMU TIPOLIECCOPAMU;

— 1podeCCHOHATBHO OCYLIECTBIATh HAOOp TEKCTOB Ha
MIEPCOHAIBHOM KOMIIBIOTEPE;

— CO34aBaTh U O(bOpMJ'IfITI) JOKYMEHTBI Ha KOMIIBIOTEPE, B
TOM YHCJI€ UMEIOIINE PAcCUETHBIE IaHHbIE;

— CIPYKTYHPOBATh NaHHEIE;

— pabortath ¢ 6a3aMu TaHHBIX

3HaTh

— mpaBwia OQOPMIICHHS IOKYMEHTOB Ha TEPCOHAITBHOM
KOMITBIOTEPE.

— TEXHOJIOTHMH 00pabOTKH TEKCTOBOM MH(pOpMAILINH;

— TEXHOJOTMH O00pabOoTKM YHUCIOBOM HWHPOpPMALUU B
nokymente Excel;
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— TOPSAIOK CO3MaHusl TaOuuIil U rpadudecKux OOBEKTOB B
TEKCTOBBIX PEaKTOpax;
— TEXHOJIOTHH PabOTHI ¢ 0a3aMH JTaHHBIX

Kogbl hopMupyeMbIX KOMITETCHITHHA

OK 01, 02, 05, 09; IIK 1.1

Kparkoe conep:xanue

Paznen 1. Texnonormu  o0padoTKM  TEeKCTOBOM

uHdopmanumn

Tema 1.1 TekcroBslii penakrop. CTpyKTypHU3aLusl JaHHbBIX
Tema 1.2 IlpoBepka  mpaBOMHUCAHMS. Tezaypyc.
PenaktupoBanue u dbopmatupoBanue TEKCTa.

®opmatupoBanue cumBoiioB. dopmarupoBaHue ab3ales.
Crucku. Ctunu v mabIoHbBI

Tema 1.3 CrpykTypa MHOIOCTPAaHUYHOIO JOKYMEHTA.
I'mnepTrexcToBbIi JOKYMEHT. ['MIIEpCCBUIKM, NEPEKPECTHBIE
CCBUIKM, CHOCKM, YyKaszaTenu, 3akiaaku. KoJoHTUTyIbI,
OIJIaBJIEHUE, CIIMCOK MIUTIOCTpaLUM

Pasznen 2. Tabauubl u rpaduyeckue o00beKTbI B
TEKCTOBBIX PeJaKTopax

Tema 2.1 Coszpmanue Tabmui. PopmarupoBaHue TaOJIHII.
Pacuérnbie onepanuu B Tabimumax. [loctpoenue auarpamm.
Bcragka u neiictBus ¢ rpaduueckumMu 00beKTaMu

Tema 2.2 Cosznmanue, penakTUpPOBaHHE M  HACTPOMKa
rpaduyecKkux OOBEKTOB CPEACTBAMH TEKCTOBOTO PEIAKTOpPa
— CXEM, OPTaHU3aLMOHHBIX JTUArPAMM

Tema 2.3 Ha3naueHue u BHUIBI IMPOrpaMM pacro3HABAHUS
TekcTa.  DyHKIIMOHAIBHBIE  BO3MOXKHOCTH  MPOTpaMMm
pacrno3HaHus TEKCTOB

Paznen 3. Texuosormsa  o0paloTkum  YHCJIOBOI
uHopmanum B 1okymenre Excel

Tema 3.1 DnexTponnsie TadbmuIpl. CTPYKTYpU3alus TaHHBIX
Tema 3.2 Opranusaiust pacué€ToB B AJIEKTPOHHBIX TaOIUIAX.
I'paduueckre 06bEKTHI

Tema 3.3 O6paboTka Tabnuil kak 0a3 JTaHHBIX

Pasnen 4. TexHosorusi paéoTsl ¢ 6a3aMu JaHHBIX

Tema 4.1 OcHoBHBIE TMOHATHA 0a3  JAaHHBIX ©
IIOCJIEI0BATEIBHOCTD ACUCTBUI IIPU X CO3JaHUN

Tema 4.2 O6paboTKa 1aHHBIX

Tema 4.3 Opranuzanus Gopm U OTYETOB

AHHOTAUUSA IMCHUIIMHBI (MOAYJIs1)

OI1.06 Pycckuii 361K B PO eCCHOHAIBHOM 1eSITeIbHOCTH

Jucuuniamna

OI1.06 Pycckwuit si3p1K B poheCcCUOHATBLHOM IS TEIEHOCTH

MecTo AHMCHUMIUIMHBL B CTPYKType
00pa3oBaTeIbHON MPOrpaMMbl

Ob6menpodeccnoHaNbHBIN UK

OO61ast TpyA0€MKOCTh TUCIUTUTHHBI

72 yaca

Hens(n) n3ydeHus: TUCIUTUTUHBI

YTIIyOJICHHE 3HAaHUW PYCCKOTO SI3bIKa B LIETISAX TPUMEHEHUS B
npoecCHOHABHO eI TENbHOCTH

B pesynbrare OCBOCHHS NUCIUTUIMHBI
00yJaronuics JOKEH

YMETh

— OCYLICCTBJIATH pequoﬁ CaMOKOHTpPOJIb, OLCHMBATH
YCTHBIC W TNHMCBMCHHBIC BBICKA3bIBAHUA C TOYKH 3PCHUS
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S3BIKOBOTO  OopmiieHHsI, 3PGHEKTHBHOCTH IOCTHIKECHUS
MMOCTABIIEHHBIX KOMMYHUKATUBHBIX 33/1a4;

— IPUMEHSATb HOPMBI U MTPaBUJIa PYCCKOTO SI3bIKa B YCTHOM U
IIACbMEHHOU peuH;

— HaxXOAWThb M HCHOJb30BaTh pAa3JIUYHbIE HCTOUHUKH
uHpopManuy, HEOoOXOJUMbIE IS TMOATOTOBKM K YpOKam
(cioBapu, CipaBOYHUKH );

— QHAJIM3UPOBATh S3BIKOBBIE €IMHHULBI C TOYKU 3PEHUA
MPaBMWJIBHOCTH, TOYHOCTH U YMECTHOCTH UX YHOTPEOJICHUS;
— YCTaHaBIUBATh MEe1arOrHueCKu nenecooOpasHbie
B3aMMOOTHOIICHHUS C 00YJaIOLITMHUCS;

— IPOBOAUTDH JTUHTBUCTUYECKUIN aHAIIU3 TEKCTOB Pa3IMUHbIX
(YHKIIMOHATIBHBIX CTUJICH M Pa3HOBUAHOCTEH SI3bIKA.

3HaTh

— OCHOBHBIC €IIMHUIIBI M YPOBHHU S$I3bIKA, WX MPH3HAKUA U
B3aMIMOCBSI3b;

— opdosnuueckue, JICKCHYECKHE, rpaMMaTH4ecKue,
opdorpadudeckue u MTyHKTYaI[MOHHBIE HOPMBI
COBPEMEHHOT'0 PYCCKOTO JIUTEPATYPHOTO S3bIKA;

— HOPMBI PEUEBOTO IOBEJCHUS B COIMAIBHO-KYIBTYPHOM,
y4e0HO-HAyYHOU, OPHUITMAIIEHO-IEIIOBON cepax OOIICHHS.

Kozpl hopMupyeMbIx KOMIETEHITHIHA

OK 05; OK 09; IIK 1.7; IIK 1.8

Kpatkoe conepxxanue

Paznea 1. SI3bIk U peub.

Tema 1.1 I3k kak cpeactBo oOmeHuss u  Qopma
CYLIECTBOBAHMSI HALIMOHAJILHOUN KYJIbTYpPbI

Tema 1.2 Crtuam  peuu:  pa3rOBOPHBIM, HAy4dHBIH,
o(unmanbHO-1eNTO0BOMH, NyOJIUIIUCTUYECKHIA,
XyZAoKecTBeHHbIN. VX npu3Haku U cepa UCIoIb30BaHMSL.
Paznea 2. Opdo3annyeckue HOPMBI MPYCCKOIo SI3bIKA
Tewma 2.1PoHeTHUECKUE €AMHULBL. Y TapeHUeE.

Tema 2.2. Opdosnmueckrie HOpMbI

Pazgea 3. Jlekcnueckne HOPMBI PyCCKOI0 SI3bIKA

Tema 3.1. JIekcuueckne HOPMbI pyCCKOTO sI3bIKA

Tema 3.2. Jlekcudeckuii aHau3 cioB. TUnU4YHbIE OMIMOKH B
yHOTpeOJIEHUH CIIOB.

Paznen 4. Mopgonornueckne HOpMbI PyCCKOI0 I3bIKa
Tema 4.1. [I'pammaruueckue mnpu3Haku cioBa. Mwms
CYLIECTBUTEIIBHOE

Tema 4.2. Yactu peun. YnorpebiaeHue B peun

Pasznen 5. CunTakcudyeckue HOPMBbI PYCCKOTO SI3bIKa

Tema 5.1. Ilpennoxxenue, 0COOEHHOCTH €r0 MOCTPOECHHS B
YCTHOW U NMUCbMEHHOU pedyn

AHHOTAIUSA IUCHUIIMHBI (MOAYJIs1)

OI1.07 UudopmanmnoHHbIe ¥ KOMMYHHKAIIMOHHbIE TEXHOJOTHH

Jucuunimza

OIl.07  HadpopManmoHHBIE W  KOMMYHHUKAIIHOHHBIC
TEXHOJIOTUH

MecTo IUCHUIUIMHBI B  CTPYKTYpe
00pa3oBaTebHONU NPOTrPAMMBI

O6menpodeccuoHaTbHBIN UK

OO6m1ast TpyA0€MKOCTh TUCITUTUTHHBI

108 gacos
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Hens(n) n3ydeHus] TUCIUTUTHHBI

npuodpeTeHrne OO0ydJalOMIMMKCS TEOPETHYECKUX 3HAHUN U
NPAaKTUYECKHUX yMEHUH B cdepe HUHPOPMALMOHHO-
KOMMYHUKAIIHOHHBIX ~ TEXHOJOTMHA  JUIS  COBEpPIICHUS
podecCHOHABHOMN IEeSATEIHbHOCTH

B pesynprare OCBOCHHS IHCLMUIIIMHBI
00y4aroNUICs TOJDKEH

YMETh

— pacrno3HaBaTh 3a1aqy u/unu npobaemy B
npoecCHOHATbHOM ~ W/WJIM  COLIMATbHOM  KOHTEKCTE;
aHAM3UPOBaTh 3a/a4y W/WIA MPOOJIEMYy W BBLICIATH €€
COCTaBHBIE YACTH; ONPEACIATH ATAlbl PEIICHHs 3a/lauH;
BBIABIATH ®W  3(PdeKkTuBHO  HWCKaTh  HH(OpMaIuIo,
HEOOXOAUMYIO JUIsl PEUICHHS 33JJa4i 1/HITH IPOOJIEMBL;

— COCTaBJIAThH IUIAH JICHCTBHSI, ONPEACISATh HEOOXOIMMBIC
pecypcesr;

— BJAJeTh  aKTyaJbHBIMH  MeTOJaMH  paboThl B
npoeCCHOHATLHOW M CMEXHBIX cdepax; peaarn30BBIBATH
COCTaBJICHHBIN IUIaH; OI[CHUBAThH PE3YJbTAT U MOCICACTBHUS
CBOMX JIEHCTBUH (CaMOCTOSITEIbBHO WM C IOMOUIbIO
HaCTaBHHKA);

— ompeneniaTb 3agayd  Juid  TOUMCKa  HH(OpMaImw;
OTIpeNeNIATh HEOOXOMUMBIE HCTOYHHKH  WH(POPMAINU;
IUTAHUPOBaTh ~ MpOIecC  TOMCKA;  CTPYKTYpUPOBATh
noy4aeMyro HHGOpPMAIIHIO; BBIIEIATh HAanOOJIee 3HAYMMOE
B TepeuyHe WH(OpMAIMK, OIICHWBAaTh MPAKTHYECKYIO
3HaYMMOCTh PE3YJIbTATOB TOUCKA; OQOPMIIATH PE3yIbTATHI
MOKWCKA,  TPUMEHSTh  CpPeAcTBa  HMH(OPMAIIMOHHBIX
TEXHOJIOTUH sl pemeHus Npo(ecCHOHANBHBIX —3aj1ad;
WCIOJIb30BaTh COBPEMEHHOE NPOTPaMMHOE OOECIICUCHHE;
WCIOJB30BATh  pa3iuyHble LU(QPOBBIE CpEACTBA  JUIS
perieHust mpohecCHOHAIBHBIX 3a/1a4;

— OmpenensaTb  aKTyalbHOCTh  HOPMAaTHBHO-TIPABOBOM
JOKYMEHTAallM B MPOQECCHOHATBHONW  JEeSTEeIbHOCTH;
NPUMEHSATh COBPEMEHHYIO HAy4yHYI0 MHpPO(pEeCCHOHAIBHYIO
TEPMUHOJIOTHIO; OIPEIENATh W BBICTPAWBATH TPACKTOPHH
npo(eCCHOHATIBHOIO  pa3BUTHS M CaMOOOpa30BaHMS;
BBISIBIISATH JJOCTOMHCTBA U HEIOCTATKW KOMMEPYECKOU HIIEeH;
NIPE3EHTOBAaTh HJAEU OTKPBITUS COOCTBEHHOrO Jeja B
npodeccnoHabHOM  1eATENbHOCTH; O(OpMIIATh OH3HEC-
IJIaH; PAaCCUMTHIBATH pPa3Mepbl BBIJIAT MO MPOLEHTHBIM
CTaBKaM KpEIWTOBAHUS; OIPENENATh HWHBECTUIIHOHHYIO
MPUBJICKATENILHOCTh KOMMEpPUYECKUX HIeH B  pamKax
npoeCCUOHANBHON JIESITEIIBHOCTH; MPE3EHTOBATh OW3HEC-
U7eo;

— OIpeneNniaTh UCTOYHUKN (HMHAHCUPOBAHHUS;

— OpraHW30BBIBaTh pPabOTy KOJJIGKTHBA W KOMAaHIBL;
B3aMMOJICHCTBOBAaTh €  KOJUJIETaMH,  PYKOBOJCTBOM,
KITMEHTaMH B X0/Ie TPO(eCCHOHAEHON eI TeTbHOCTH;

— TPaMOTHO HW3JIaraTh CBOM MBICIH W OQOPMIIATH
JOKYMEHTBl 1O  Npo(ecCHOHATbHOW  TeMaTHKe  Ha
TOCYJapCTBEHHOM SI3bIKE, MPOSBISTH TOJEPAaHTHOCTh B
paboueM KOJJIEKTUBE
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— TIOHMMaTh OOIMH CMBICT YETKO TPOM3HECEHHBIX
BBICKA3bIBAaHUI HA U3BECTHBIC TEMBI (MPOJECCHOHATBHBIE U
OBITOBEIC), MMOHUMATh TEKCTBI Ha 0a3oBbIC
npodeccnoHabHBIE TEMBI; Y4acTBOBAaTh B JMajorax Ha
3HAaKOMBbIE 00IIUE U TPOPECCHOHATHHBIC TEMBI;

— CTpPOUTH MPOCThIC BBICKA3bIBaHUS O cebe U O CcBoOeH
npodeccCHOHATEHOM AeSITENFHOCTH; KPATKO 000CHOBEIBATH U
OOBSCHATh CBOM JCHCTBUA (TEKyIIHE€ U IUIAHUPYEMBbIC);
MUCaTh MPOCTHIE CBSI3HBIC COOOIICHUS HA 3HAKOMBIC WIIU
MHTEpECYIOIINE POPEeCCHOHATBHBIC TEMBI.

— coOmogaTh TpaBUia TEXHUKA  OC30MACHOCTH W
TUTUEHUYECKUE  PEKOMEHIAIMU TPU  HCIIOJIb30BAHUU

CPEICTB MH(OPMaLMOHHO-KOMMYHHUKAIIHOHHBIX
texHonoruii (manee - WKT) B mpodeccnonambHOM
NeSITeNIbHOCTH;

— CO3/1aBaTh, pPENAKTHPOBAaTh, OQOPMIIATH, COXPAHSATH,
nepeaaBaTh MHPOPMALMOHHBIE 0OBEKTHI Pa3IMYHOTO THTIA C
MOMOIIIBI0 COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHIA
IS 0OecIieueHMsI 00pa30BaTEIHLHOTO MPOIIECCa;

— OCYIIECTBIIATH  OTOOpP  OOydYarolmMX MHporpaMM B
COOTBETCTBHUM C BO3pPacTOM U YPOBHEM IICHXHUYECKOTO
pa3BHUTHS 00YJAIOIINXCSI/BOCIIUTAHHUKOB;

— WCIOJIB30BaTh CEPBHUCHI M HH(POPMAIMOHHBIC PECYPCHI
MH(POPMAIIMOHHO-TEIICKOMMyHUKAITHOHHOU ceTu
"UuTepuer" (manee - cerb MHTEpHET) B podhecCHOHATEHON
NeSITeIIbHOCTH.

3HaTh

— OCHOBHBIE HCTOYHHKH HWHGOpMAIMA W PECYpChl JUIS
pemieHust 3agad M MpobieM B MpodEecCHOHATBLHOM H/MIIH
COLMAJIbHOM KOHTEKCTE; aJlTOPUTMbI BBITTOJIHEHHS paloT;

— B Mpo(eCCHOHAILHOW M CMEXHBIX 00JacTAX; METOJBI
paboThI B MpoheCCHOHATBHON M CMEXHBIX cepax;

— CTPYKTYypY IUIaHa JJIsl pelIeHus 3a/1a4;

— TIOpSIIOK  OIEHKH  pe3yJabTaTOB  pEUIeHHS  3a/aad
npo¢eCcCuOHANTBHON JIeATETbHOCTH;

— TepedeHb MH(POPMALMOHHBIX HCTOYHHUKOB,
MIPUMEHSEMBIX B IPOPECCHOHATBHOM NeATETbHOCTH;

— TIpUEMBI CTPYKTYpUPOBaHUS HH(OpMaIum;

— ¢opmar odopmIieHUs Pe3yIbTAaTOB MOKCKa HHGOPMAIIHIH,
COBpPEMEHHBIE CPEICTBA U YCTPOWCTBA MHPOPMATH3AINH;

— TOPSI0K X PUMEHEHUS U MPOrpaMMHOE 0OeciedeHue B
npoeCCHOHATBHON ~ JEITENBbHOCTH B TOM 4YHCIE C
UCIOJIb30BaHNEM IU(POBBIX CPEICTB;

— COJepKaHue aKTyaJbHOMN HOPMAaTHUBHO-TIPABOBOU
JOKYMEHTAIUK;

— COBpEMEHHas Hay4Hast 51 npodeccuoHantbHas
TEPMUHOJIOT U BO3MOJKHBIE TPaCKTOPUHU

npoeccnoHaTbHOTO Pa3BUTHSI U CAMOOOpPA30BaHUS;
— OCHOBBI NPEJIITPUHUMATEIBCKON JESATENBHOCTH;
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— OCHOBBI ¢buHaHCOBOM IPaMOTHOCTH; npaBuIia
pa3paboTku OM3HEC-TIIIaHOB;

— MOPSJIOK BBICTpAaUBAaHUS MPE3CHTALMU; KPEAUTHBIC
OaHKOBCKHUE MPOIYKTHI;

— TICHXOJIOTHYECKHE OCHOBBI JESTEIBHOCTH KOJUICKTHBA,
MICUXOJIOTUYECKHE OCOOCHHOCTH JTUYHOCTH;

— OCHOBBI IPOEKTHOM JESTENbHOCTH;

— 0COOEHHOCTH COLIMAJIBLHOTO U KYJIBTYPHOTO KOHTEKCTA;

— mpaBwia OQOpMIICHHS JIOKYMEHTOB U MOCTPOCHHUSA
YCTHBIX COOOIICHHIA;

— TpaBUJIa IOCTPOCHUS MPOCTHIX M CIIOKHBIX MPETTOKESHHHA
Ha Ipo(eCCUOHATIbHBIE TEMBIL;

— OCHOBHBIE OOIICYNOTPEOUTENBHBIC TIIaroiibl (OBITOBAS U
npodeccroHanbHas TEKCUKA);

— JIEKCMYECKHII MHHUMYM, OTHOCSIIMICA K OINHUCAHUIO
MPEeIMETOB, CPEACTB U IMPOLEccOB MPohecCHOoHaATbHOM
NeSITeTbHOCTH; 0COOCHHOCTH NMPOU3HOIIICHHS,;

— MpaBWJa  YTEHUS  TEKCTOB npodeccuoHanbHOM
HaIpPaBJIEHHOCTH.

— TpaBWJa TEXHUKH OE30MaCHOCTH M THUTHECHHYECKHE
TpeboBaHuss Tpu Hcnoidb3oBaHuu cpencts MKT B
00pa3oBaTeNbLHOM IMPOILIECCE;

— OCHOBHBIE TEXHOJIOTUM CO3JaHUSA, PEAAKTHUPOBAHUS,
opopmienus, CcoxpaHeHHs, TepeAadyd MU IOHCKa
MH(OPMALIMOHHBIX 0OBEKTOB PA3IMYHOTO THIA (TEKCTOBBIX,
rpadUyecKuX, YUCIOBbIX U TOMY IMOAOOHBIX) C MOMOIIBIO
COBpPEMEHHBIX IPOIPAMMHBIX CPEJICTB;

— BO3MOXHOCTH HCHOJIb30BaHUs pecypcoB cetu WHTepHer
TUISE COBEpIIIEHCTBOBAHUS npodeccHOHATEHON
NesTeIbHOCTH, MPO(ECCHOHAIBHOTO M JIMYHOCTHOTO
pa3BUTHS,

— anmapaTHoe U IporpaMMHOe oOecrieueHne, IpUuMeHsIeMoe
B ITpo(hecCHOHaAIbHOM 1€ TENbHOCTH.

Kozpl popMupyemMbIx KOMIETEHIUIH

OK 01,02,04,05,09; IIK 1.1; IIK 1.7; ITIK 1.8

Kparkoe conepxanue

Paznen 1. O0mas xapakTepucTuka MHPOPMALMOHHBIX
TEXHOJIOTHH B IPO(ecCHOHAIBLHOM AeATeTbHOCTH

Tema 1.1. OcHoBHbIE NOHATHS B chepe MHPOPMALIMOHHBIX
TEXHOJIOTUH

Tema 1.2 Pounb, cyniHocTh HH(GOPMALIMOHHBIX TEXHOJIOTUI
Tema  1.3. Ilakersl  NpUKJIAgHBIX  HPOrpaMM B
npo¢eCCUOHATBHON IEATETLHOCTH

Tema 1.4. KoMnproTepHbIE TEXHOJIOTUU JOKYMEHTAIMOHHOTO
o0ecrnieuyeHus yrnpaBiIeHUs

Tema 1.5. Undopmaruzanus apxuBHOTO JieNa

Pa3nen 2. KoMnbloTepHbie ceTH M KOMMYHHMKALMH

Tema 2.1. OOuie TpUHIUIBI TOCTPOCHUS KOMITBIOTEPHBIX
ceTedl. ApXHUTEKTypa U CTaHAApTU3aLUs CETEN

Tema 2.2. KommyTalnus nakeToB U KaHAJIOB

Paznen 3. Hcnmonb3oBaHMe pPecypcoB KOMIIBIOTEPHBIX
cerei
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Tema 3.1. Pecypchl JIOKaJbHBIX CETEH: amnmapaTtHble H
nporpamMMHble. Pecypchl T700albHBIX CeTei: ANIEeKTpOHHAS
noura, WWW, 4aTel, UHTEpPHET - Mara3uHbl, HOPyMbI

Tema 3.2. TexHojmormum TmoOHCKa HWHPOPMALUU B
MH(pOPMALIMOHHO-TIOMCKOBBIX CHCTEMaX

Tema 3.3. HHTepHET-TEXHOJOTUU U TEICKOH(PEPEHIUH.
Opranm3anus TenaekoHdepeHInii B ri100aabHON CeTH
Paznea 4. Nudopmannonnbie CHCTEeMBbI B
npodeccuoHAJIbLHOM 1eATeTbHOCTH

Tema 4.1. UnpopmanoHHBIE CHCTEMBI U MPOTpPaMMHBIC
CpeACcTBa JJIsl UX CO3JaHUs

Tema 4.2. Buapl uHGOPMALMOHHBIX CHCTEM YIIPaBICHUS
JOKYMEHTAIMOHHBIM 00€CIIeYeHHEM OpraHu3aliu

Tema 4.3. CopaBouHO-MH(OPMAIIMOHHBIE  CHCTEMBI,
OpUMEHSEMbIE B JIOKyMCHTAallMOHHOM  OOECIIeYEeHUH
yIIpaBIICHUS

Pasznen 5. O0ecnneyenne HH(POPMANUOHHOI 0€30IIACHOCTH
B KOMIIBIOTEPHBIX CETSIX

Tema 5.1. Tlonarue wuHPOPMAMOHHON OE30MMaCHOCTH.
OcHOBHBIC BHJBI YTPO3 MHPOPMAIIMOHHOW 0€301MacHOCTH U
CpeICTBa 3alIUTH HHPOPMAIHH

Tema 5.2. OcHOBHbIE METOABI M TPUEMBI OOECIICUCHUS
HH(pOPMaIMOHHOM 6€30MacHOCTH
Tema 5.3. AwntuBHpycHas
KOMITbIOTEpa

Tewma 5.4. Undopmarmonnas 6e3omacHOCTs U IHTEpHET

3amuTa MEpCOHAJIBHOT'O

AHHOTAIUA TUCHMILIMHBI (MOLYJIs1)

OI1.08 I'ocynapcTBeHHAss | MYHMIMNIAJIbHAA CJIYyxK0a

JucuuImmHa

OI1.08 I"'ocynapcTBeHHas: 1 MyHULIMIIAJIbHAS CITyX0a

MecTo JOUCHMIUIMHBI B CTPYKTYype
o0pa30BaTeIbHON MPOrpaMMbl

Ob6menpodeccnoHaNbHBIN UK

OO61ast TpyA0€MKOCTh TUCIUTUTHMHBI

108 yacoB

Hens(n) n3ydeHus: AUCIUTUIUHBI

dbopmupoBanre y OOy4aroOmUXCs OOIIEKYIbTYPHBIX |
npopeCCUOHANBbHBIX ~ KOMIIETEHIMH, HEOOXOAUMBIX U
JIOCTaTOYHBIX JJIi  OCYLIECTBJIEHHUS] MPO(ecCHOHAIBHON
NeSITeNbHOCTM B 00JacTH  TOCYJapCTBEHHOM U
MYHHIMIAIBHOM c1yk0bl, B coorBeTcTBUU ¢ T'OC CIIO

B pesynpTaTe OCBOCHUS AMCIMITIMHBI
00yJaronuics JOJIKEH

yMETh - TPUMEHSTH KaJPOBYIO MOJUTUKY Ha TOCYJapCTBEHHON U
MYHHUIIMNIAJILHON Ci1yk0e
3HATh - CHCTEeMYy TOCYAAapCTBEHHBIX YUPEKICHUH M OpraHoOB

MECTHOT'O CaMOYIIPABIICHUS;

- of0mue NpUHIMIBI U TPeOOBaHUSA K MPOXOKIACHUIO
roCy/1apCTBEHHOW M MYHUIIUIIATBHON CITYKOBI;

- OpraHu3alMOHHO-TIPaBOBBIE (HOPMBI TOCYAAPCTBEHHOTO
annapara yrnpasJICHHs

Konpl popMupyembIx KOMIETEHIUIH

OK 01 —03; OK 05 —-06; OK 09; IIK 1.1
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Kpatkoe conepxanue

Pasznen 1. UcTopusi pa3BUTHS TOCYIAPCTBEHHOM CIYKObI
U MeCTHOro camoynpasjeHussi B  Poccum B
JOPEBOJTIOIMOHHBIH U COBETCKHUI MePHO/IbI

Tema 1.1 CraHoBieHHe TOCyJapCTBEHHOH CIyXObl B
JOPEBOJIIOLIMOHHBINA IEPHO

Tema 1.2 Pa3BuTHe rocyaapCcTBEHHON CITyKObI B COBETCKUI
IEPUOJ

Tema 1.3 ®opmupoBaHue HHCTUTYTAa MECTHOT'O yIPABICHUS
B JIOPEBOJIIOLIMOHHBINA NTEPHO

Tema 1.4 PazButue MeCTHOro CaMOYIIPaBJICHUS! YIIPaBICHUS
B COBETCKUH IIEPUOJ

Pa3nea 2. Cucrema opraHoB rocy1apcTBeHHOM BJIACTH M
MECTHOI'0 CAaMOYIIPABJICHUsS] HA COBPEMEHHOM JTale
Tema 2.1 Ilonsatue, npupora U CYIIHOCTb OpPraHOB
roCyIapCTBEHHOMU BJIACTH U MECTHOI'O CaMOYIIPABJICHUS
Tema 2.2 KoHCTUTYLIMOHHBIE OCHOBBI CTPYKTYPbl OpraHOB
roCyapCTBEHHOMU BJIACTH U MECTHOI'O CaMOYIIPABJICHUS
Tema 23 OpraHu3anroHHO-IPaBOBbIE (dopmbI
roCyapCTBEHHOIO anmnapara yrnpaBicHHUs

Tema 2.4 OcoOEHHOCTH MPAaBOBOTO CTAaTyca BBIOOPHBIX
OpraHOB  TOCYAAPCTBEHHOM  BJACTU U MECTHOIO
caMOyIpaBJICHUS

Tema 2.5 PasrpanudeHue KOMIETSHIMU (deaepaibHbIX
OpPraHoB roCyAapCTBEHHOM BJIACTH

Tema 2.6 Cucrema u KOMIIETCHIIUA OpraHoB
rOCYJapCTBEHHOH BIIaCTH CyOBheKTOB Denepaiu

Tema 2.7 Cuctema opranoB MECTHOT'O CaMOYIIPABJICHUS U UX
poJIb B 00IIECTBE

Tema 2.8 KoMmieTeH111s1 OpraHoB MECTHOT'O CAMOYTIPABIICHUS
Paznen 3. HopmaTuBHO-paBoBoe peryJiMpoBaHue
rOCyIapCTBeHHOH W MYHHIHNAJBHOH  CJOyXk0bl B
Poccuiickoii @enepanuu U OCHOBBI NPABOBOI0 CTATyCa
roCy/1apCTBEHHBIX 1 MYHHIIUNIAJIBHBIX CIY/KALMX

Tema 3.1 TlonsTHe, BUJIbI U NPUHIUIIBI TOCYJaPCTBEHHON U
MYHUIUTATBHON CITYXKObI

Tema 3.2 Cucrema HOPMAaTHBHO-IIPABOBBIX  aKTOB,
PErIaMEHTHPYIOIIMUX TOCYAApPCTBEHHYI0 M MYHHUIUTIIAJIIBHYIO
CITy X0y

Tema 3.3. IlpaBa M 00s3aHHOCTH TOCYIapCTBEHHOTO U
MYHHUIMIIAIBHOTO CITY>KaIlero

Tema 3.4 OrpaHuueHuss M 3ampeTbl, YCTAHOBIEHHBIEC VIS
rOCy/IapCTBEHHBIX U MYHUIIUIAIBHBIX CIIYKalIUX

Tema 3.5 T'ocynapcTBEHHBIE FapaHTUU T'OCYIapCTBEHHBIX U
MYHHUIMIAIBHBIX CIYKalIUX, HOCAIINE KOMIIEHCAIIMOHHBIN
XapakTep

Pasnen 4. IlpaBoBoe peryJupoBaHue MPOXO:KICHUS
roCy/1apCTBeHHOM M MYHUIIUTIAJIBHOH CJIYKOBI

Tewma 4.1 IloHATHE M UCTOYHUKHU IIPABOBOTO PETYIMPOBAHUS
MIPOXOKJICHHUSI TOCYIaPCTBEHHON M MYHHUIIMIIATBHOM CITy>KObI
Tema 4.2 KagpoBas MmoauTHKa, TEXHOJOTHs OTOOpa Ha
TOCYJapCTBEHHYI0O M  MYHULUNAIBHYIO  CIyXO0y U
KBaTM(UKAITMOHHBIE TPEOOBAHUSI K CITYXKAIIIM
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Tema 4.3.0dopmiieHne ciyKeOHbIX (TPYAOBBIX) OTHOIICHHUI
IpU TOCTYIUICHHH Ha TOCYJApCTBEHHYIO TPaKIAHCKYI0 H
MYHHUIMIIATBHYIO CITYKO0Y

Tema 4.4. JIOMKHOCTHOM perjiaMeHT TOCYAapCTBEHHOTO
IPaXIaHCKOTO CIIYXAaIlero U MyHUIIUIATBHOTO CIIYKaIlero
Tema 4.5 OcobeHHOCTH pexuMmMa pabouero BpEMEHH,
BPEMEHH OT/IbIXa, OIUIATHI TPYAA U MPOBEICHUS aTTeCTAlluU
rOCYJapCTBEHHBIX U MYHHIIMIIAIBHBIX CITYXKaIUX

Tema 4.6 IlpekpameHue  TPYIOBBIX  (CITyKEOHBIX)
OTHOWICHWHA C TOCYJApCTBEHHBIM M MYHHUIUIAJIbHBIM
CITy>KalluM

Tema 4.7 Cnocobbl u ¢GOpMBI 3alIUTHl TPYJOBBIX IIPaB
IPaxIaHCKOTrO CITy’aIllero. Paccmotpenue
WHAWBUIYAIBHBIX  CIYXKEOHBIX  CIOPOB  KOMHCCHEH
roCy/1apCTBEHHOI'O WJIM MYHHUIIMIIAILHOTO OpraHa

Pazgen S. IIporuBogeiictBue Koppynuuu B cdepe
rOCyAapCTBEHHON W MYHUIUNAJIBHOM CIY:KObI M
OpUANYecKass OTBETCTBEHHOCTh 32 KOPPYNUMOHHBbIE
NpaBoOHAPYUIEHUSI

Tema 5.1 IloHsATHE, HCTOUHUKH TPABOBOI'O PETYIUPOBAHUS U
Mepbl IO TPOTUBOACHCTBUIO KOPPYIIIUU

Tema 5.2. KoH(QAIMKT MHTEPECOB U €ro yperyjaupoBaHue Ha
roCy/1apCTBEHHOH Ciryx0e

Tema 5.3 Bunabl KOppyNUMOHHBIX IpPAaBOHAPYIIEHUH U
IOpUANYECKast OTBETCTBEHHOCTH 3a MX COBEPLICHHE

AHHOTAIUA TUCHMILIMHBI (MOLYJIs1)

OI1.09 OcHoBBI ynpaBjieHHs IEPCOHATIOM

JucuuIimmHaa

OI1.09 OcHOBBI ynpaBlIeHHs IEPCOHATIOM

MecTo AHMCHUMIUIMHBL B CTPYKType
o0pa30BaTeIbHON MPOrpaMMbl

Ob6menpodeccnoHaNbHBIN UK

OO61ast TpyA0EMKOCTh TUCIUTUITHHBI

72 yaca

Hens(n) n3ydeHus: AUCIUTUIUHBI

dbopmupoBanre y OOydYaromuxcsi OOIIEKYJIbTYPHBIX U
npo(eCCUOHATBHBIX ~ KOMIETEHIMH, HEOOXOIUMBIX U
JOCTaTOYHBIX [UIsl OCYLIECTBJIEHHS MpOo(eCcCUOHATIBLHON
NeSITeIbHOCTH B 00JacTH yINpaBiIEHUS [E€PCOHAIOM, B
cootBercTBUM ¢ PI'OC CI1O

B pesynbrare OCBOCHHS NUCHUTUIMHBI
00yJaronuics JOJIKEH

YMETb — co3/7aBaTh OJArONpPHUATHBIN NCUXOJOTHYECKUH KIMMAaT B
KOJUIEKTHBE;
— 3(Q¢EeKTUBHO YIPABIATh TPYAOBBIMHU pecypcaMu

3HATh — coJeprkaHue KaJIpoBOToO, MH(POPMALIMOHHOTO,
TEXHUYECKOTO ¥  TPABOBOrO  OOECHEYEHHS] CHCTEMBbI
yIpaBJIEHUS IEPCOHAIIOM;
— OPraHM3alMOHHYIO CTPYKTYpPY CIYXObl yIpaBiIeHUS
IIEPCOHAIOM;

— o0ImIMe NPUHIIMIIBI YIIPABIIEHUS IEPCOHAIIOM;

— TPUHUUIBI OpraHU3aluu KaJpoBoil paboThI;

— TICHXOJIOTUYECKHE  aCMeKThl  YIpaBICHHS, CIOCOOBI
pazpenieHns: KOH()IMKTHBIX CUTYaIMil B KOJUIEKTHBE
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Kobr hopMupyemMbIX KOMITETCHITHA

OK 01 —06; OK 09; IIK 1.6

Kpatkoe conepxxanue

Pa3znes 1. OcHOBBI yIIpaBJIeHUS NEPCOHATIOM

Tewma 1.1 Yopasienue nepcoHaaoM Kak HayKa

Tema 1.2 OcHOBHBIEC MOIXObI K YIPABICHUS EPCOHATIOM
Tema 1.3 TexHonoruu ynpaBiieHHs IEPCOHATIOM

Tema 1.4 MeTozp! ynpaBieHUs IEPCOHATIOM

Pasznen 2. CocraBasiromme 3(p)()eKTUBHOCTH yNPaBJIECHUSA
NepPCOHAIOM

Tema 2.1 TpynoBas MoTuBanus Kak ocHOBa 3(h(PEeKTUBHOCTH
ynpasieHus nepcoHainom. [Ipupona u npuHUUIIEI TPYIOBOU
MOTHUBALIUH.

Tema 2.2 ConuabHO-IICUXOJIOTUYECKUE OCHOBBI TPYAOBOM
MoTuBauuK. COBpeMEHHbIE MOTUBALIMOHHBIE TEOPUU

Tema 2.3 CrpaTteruu u NpuHIUIB] YIIPABICHUS IEPCOHATIOM
Tewma 2.4 Cucrema 00ydeHUs U Pa3BUTHS KaK COCTABJISIFOIIAS
3G GEKTUBHOCTH YIIPABICHUS TIEPCOHAIIOM

Paznen 3. Opranm3aumoHHOe W NPaBoOBoe odecrneyeHUue
yHpaBJieHHs IePCOHATIOM

Tema 3.1 Cucrema opranuzanuu padOThl MO YMPABICHUIO
nepcoHayioM. [IpUHIIUTIBI OpTaHU3aIUN KaJAPOBOU pabOTHI
Tema 3.2 KiroueBbie nokazatenu 3¢ (HEKTUBHOCTH CHUCTEMBbI
yIpaBJICHUS IEPCOHATIOM

Tema 3.3 IlpaBoBoe  perynupoBaHUE€  YIIpaBJICHUS
[IEPCOHAIOM

Tema 3.4 PernameHTsl M HOpPMAaTUBHBIE JOKYMEHTBHI,
KOTOPBIMM  PYKOBOJCTBYETCS  CIyx0a  yIpaBlIeHHUS
MIEPCOHAIOM

Paznen 4. KagpoBoe oOecneuyeHne  ynpasJieHUsI
NEePCOHATIOM

Tema 4.1 Mecto, posnb U (YHKIUH KaApOBOW CIIyKObl B
CTPYKTYp€ NpeAnpusaTHs, €€ QYHKIUH U 3a1a4H

Tema 4.2 OueHka JeATENBHOCTH KaJpOBOM  CITY>KOBI.
Kputepun kadectBa  paboOThl  CIHYKObl  YHpaBJieHHUS
[IEPCOHAIOM

Tema 4.3 IlpodeccuoHanbHbli MoadOp NepcoHala Kak
Ba)KHAsl COCTaBIIAIOMIAs pabOThl CIYKOBl  yIpaBIEHUS
IIEPCOHAJIOM

Tema 4.4 AnanTaius nepcoHana B 00ecieueHu yupaBieHus
IIEPCOHAJIOM

Paznen 5. UndopmannonHoe u TexHnueckoe odecrneyeHune
yYHpPaBJICHHUS NMEPCOHATOM

Tema 5.1 Cucrema  uH)OPMAIMOHHO-TEXHUYECKOTO
o0ecreyeHus yIpaBieHHsl IEPCOHAIOM

Tema 5.2 HudopmanuonHoe oOecnedeHHe YIpaBiIEeHUS
IIEPCOHAIOM

Tema 5.3 Texuuueckoe oOecnedeHHe  yIpaBlIEHUs
IIEPCOHAIOM

Pa3zpnea 6. Ilcuxosiorust ynpapJjieHUsI M B3aUMOIeCTBHS C
NEePCOHAIOM

Tema 6.1 ConanbHO-IICUXOJIOTHYECKUI KJINMAT
OpraHu3aLu

Tema 6.2 BnacTe 1 11MIepCTBO B OpraHU3aIiuu
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Tema 6.3 Ilcuxojmorudyeckue AacmeKkTbl  yIpaBJICHUS
MEPCOHAIIOM

Tema 6.4 KoH(pIUKTHBIE CUTYaITUU B KOJIJICKTUBE M CIIOCOOBI
UX pa3pelieHus

AHHOTAIUSA TUCHUILIMHBI (MOIYJIs1)

OI1.10 UudopmMannoHHO—CIIPABOYHAS NO/ICPKKA KIHEHTOB OPraHU3alul

Jucrunnmna

OIl1.10 MadopmanimoHHO—CIIPaBOYHAS MOICPIKKA KJIUEHTOB
OpraHu3alu

MecTo JMUCHUIUIMHBL B CTPYKTYpE
00pa3oBaTeNbHON IPOTPAMMBI

O6menpodeccuoHaTbHBIN UK

OO6m1ast TpyA0€MKOCTh TUCITUTUTHHBI

72 yaca

ens(n) n3ydeHus TUCIUTUTMHBI

dbopMupoBaHMe 3HaHMW W yYMEHHMH JUIsI  OKa3aHUs
MH(OPMAIIMOHHO-CITPABOYHON MOAICPKKU KJINEHTOB
OpraHu3alyu

B pesynbpTaTe OCBOEHHUS TUCHUTIIMHBI
00yUaroNuics T0JKEH

yMETh

- Hcnonp3oBaTh  CHELMAIU3UPOBAHHBIE  MPOTrPAMMHBIE
MIPWJIOKEHUS U MHPOPMAITMOHHO-KOMMYHUKAIIMOHHYIO CETh
"NuTepHeT" 1S BBIMOJIHCHUS pabovnx 3a1a4

- VYcraHaBnuBaThb ~ KOMMYHUKALMIO € KIUMEHTaMHU
OpraHM3alMM C LEJbI0 NPEJOCTABIEHUS aKTyaJlbHOMN
nH(popMaluu 001Iero xapakrepa

- Bnocute mH(pOpManuio B mporpaMmbl u 0a3bl JaHHBIX
OpraHHu3aIu

- ®@opMupoBaTh IMHUCHMEHHBIE OTBETHI HA  3alPOCHI
KJINEHTOB

- BzaumopeiicTBOBaTh ¢ KOJJIEraMu Ui pelieHus padounx
3aa4

- Paspemars KOH(JIMKTHBIE CUTyaluu pu
B3aMMOJICHCTBHUHU C KIMEHTAMHU

3HaTh

- CrangapTel 1 METOIMYECKHE JOKYMEHThI OPTaHU3alluU B
cdepe KOMMYHMKAIIUU C KIIMEHTaMU OpraHU3aluu
—  3aK0oHOIATEILCTBO Poccuiickoit ®denepanun 0
NEPCOHATBHBIX JIAaHHBIX M B 00JacTH HH(POPMALMOHHON
0€30MacHOCTH
- TpeGoBaHust 0XpaHbl TPyia U MOKAPHOI 6€301MacCHOCTH
- TlonsaTus 6aHKOBCKOM M/MJIM KOMMEPUYECKOM TaliHBbI
- Crangaptsl opopMIIeHHS JOKYMEHTOB B OpraHU3alluu
- IlpaBuna nenoBoi Nepenucku U TUCbMEHHOIO ATHKETa
- OpranuzannoHHas CTPYKTypa OpraHu3aluu
[IpaBuiia 1eoBoro oOI1IEHNs U PeYEBOro dTUKETA

Konbl popMupyemMbIx KOMIETEHIUH

0K 01,02,05,09; TIK 1.1

Kpatkoe conepxxanue

Pazngen 1. O0padoTka BXOASIIMX KOHTAKTOB KJIMEHTOB B
COOTBETCTBMH €O CHEHAPUSIMH  OOCIYy:KUBAaHUSI M
YCTAHOBJIEHHBIMH CTaHJIapTaMH KayecTBa
00Cay:KUBAHUS

Tema 1.1. 3akonomarensctBo Poccuiickont denepaunu o
MEePCOHANBHBIX JAaHHBIX M B 001acTh HWHQPOPMAIIMOHHOMN
0€30MacHOCTH
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Tema 1.2.

3ampocy  KJIHEHTa
KOMMYHHKAIIMA

oOpareHus

Tema 1.1.

Tema 1.2.

CITY>KOBI

[IpaBuna nenoBoro OOHIEHHS W PEUYEBOIO
STHKETa IPU OOIIEHUH C KIMEHTaMH

Tema 1.3. CtangapTsl KauecTBa OOCITY)KUBAHHS KJIMEHTOB
Tema 1.4. OCOOEHHOCTM CKpPUNTOB U CICHApUEB JUIS
ONepaTopoB KOHTAKTHOI'O LIEHTpa

Paznea 2. IIpenocraBiienne akTyaabHONH HH(POPMALIH 110

mo YAaJeHHBIM KaHaJIaM

Tewma 2.1. OdopmiieHHe TOKYMEHTOB-OTBETOB Ha 3aIpOChl U

Pa3znen 3. BHecenue undgopmManum B NporpaMmmsl U 6a3bl
JAHHBIX B OIIpe/eIeHHOM OpraHM3alueil nopsaake
Crnenuanu3upoBaHHbIE
IIPWIOKEHUS B pabOTE KOJUI-LIEHTPOB
HNHpopMannoHHO-KOMMYHUKALMOHHAS
"NHTepHer" s BBINONHEHUS pabodMXx 3ajady CHpaBOYHOU

MIPOrpaMMHBbIE

CCTh

AHHOTAIUA THCHMILIMHBI (MOLYJIs1)

IIM.01 OcymecTB/IeHHEe OPTraHU3AIMOHHOIO ¥ IOKYMEHTALIMOHHOT0 00ecTeyeHusl 1esiTeJIbHOCTH

OpraHu3anmuu

[TpodeccuonanbHblif MOAYIb

[IM.01 OcymiecTBieHne
OPraHU3aIMOHHOTO u
JAOKYMCHTAIIMOHHOT O O6€CHC‘ICHI/I$[
JIeSITeJIbHOCTH OPTaHU3aIiH

Mecro po¢eCcCHOHATBLHOIO MOJTYJIsI B ctpykrype | [IpodeccuonanbHbiit LUK

00pa30BaTebHOM POrpaMMbl [TpodeccronanbHbIe MOAYIIN

O61mas Tpya0eMKOCTh MPOoheCCHOHATBFHOTO MOYIIS 684 vaca

M/IK.01.01 JIokymeHTanimOHHOE 00ecIieueHre yrpaBIeHUS 108 gacos

MJ/IK.01.02  IIpaBoBoe  peryiaupoBaHME  YIpPaBJIEHYECKOW | 72 daca

JeSITeIbBHOCTH

MJIK.01.03 Opranuzanus 6e310KyMEHTHONH pabOThI 72 qaca

MJIK.01.04 Texnonoruu COCTaBJICHUS COBPEMEHHBIX

yIpaBJIEHYECKUX TOKYyMEHTOB 72 qaca

M/IK.01.05 Opranuzanus KOH(HICHIIMAIBEHOTO

JIEJI0NPOU3BOJICTBA 72 qaca

M/IK.01.06 Opranuzarusi KapoBOTO JEIONPOU3BOICTBA 72 gaca

MJ/IK.01.07 PaGora B aBTOMAaTH3MpPOBAHHBIX CHCTeMax | 72 yaca

yIpaBieHUs TOKyMEHTaMH

VII1.01.01 YueOHas npakTrka 36 yacoB

ITI1.01.02 IIpon3BoACTBEHHAs TPaKTUKA 108 yacos

B  pesynprare  ocBOE€HUA

npoeCCHOHATBHOIO MOYJIsS

00yJaronuics TOJDKEH

WMeTh NpaKTUYECKUH ONBIT | — TI0JIy4eH s HE00X0IMMOH uHpOpMaLUU u nepeaavu
CaHKI[MOHUPOBAaHHOM WH(pOpMAIMM C HCHOJIB30BAHUEM CPENICTB
WH(POPMANMOHHBIX H KOMMYHUKAITHOHHBIX TEXHOJIOTHI
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— KOOpAMHAIMK paboThl NPUEMHON PYKOBOAMTENS M 30H IpuéMa
Pa3IMYHBIX KATETOPUN ITOCETUTENEH OpraHu3alun

— IJIAHUPOBaHUS paboyero BpeMEHH PYKOBOIUTENS M paboyero IHs
cekperaps

— OpraHu3aluu JEJIOBBIX IIOE310K PYKOBOIMTEIA
U JPYTUX COTPYAHUKOB OpPraHU3aLUU

— OpraHM3aluud M HOJJIepPKaHUs  (PYHKIMOHAIBHOIO  pabouero
IIPOCTPAHCTBA

— OpraHM3alliyd  TMOATOTOBKM M MPOBEACHUS  KOH(PEPEHTHBIX
MepOonpHusATHA, obecreyeHns HH(POPMAIIMOHHOTO B3aUMOJCHCTBUS
PYKOBOIMTENSA C MOAPA3ACICHUAMH M JOJDKHOCTHBIMH JIMIIAMH
OpraHu3anuu

— oopMmIIeHUS OpraHU3alMOHHO-PACIOPSAIUTEILHBIX
JOKYMEHTOB M OpraHuzanus paboTbl C HMMH, B TOM 4YHCIE C
UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

— oopmileHHs] JOKYMEHTOB IO JIMYHOMY COCTaBy M OpraHM3aluu
paboThI C HUMH, B TOM YHUCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
cucTeM

— OpraHM3alUyU TEKYIIEro XpaHeH!sl JOKyMEHTOB, 00pabOTKU Jel 1Jis
OIEPATUBHOI'O U APXUBHOI'O XPaHEHUS, B TOM YHCJIE C UCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX CUCTEM

YmMmern

— BECTHU BOMHCKUH y4ET paOOTHUKOB;

— BECTH JJOKYMEHTALUIO, TIOATBEPKJAIOILYIO CBEJICHUS

0 TPYJOBOH AESITENbHOCTHU U TPYAOBOM CTa)K€ paOOTHUKOB;

— BECTH U UCIOJIB30BaTh B paboTe 0a3y KOHTAaKTOB OpraHU3alMH;

— BeCTH MH()OPMAIIMOHHO-CIIPABOYHYIO Pa0OTY MO JTOKYMEHTAM;

— BECTH NpHUEM, Tlepeiady U OTIPaBKY JOKYMEHTOB,;

— BECTH PErucTpaluio, yuéT, onepaTuBHOE XpaHEHHUE JOKYMEHTOB I10
JUYHOMY COCTaBY;

— BeCTH y4€T pabouero BpeMeHU pabOTHHUKOB;

— BECTH y4ETHBIE PETUCTPALIMOHHBIE (POPMBI 110 MPUEMY MTOCETUTENEH
1 0pOopMIIATH TPOITYCKa;

— BECTH YUY€THBIC PETHUCTpallOHHBbIE (DOPMBI, MCIIOJIB30BaTh UX JJIS
MHPOPMALIMOHHOM pPaboTel M pabOThl MO KOHTPOJIIO HCIOJIHEHUS
MIOPY4YEHU;

— BCTpeyarh IOCETUTeNel, MolydaTh NEPBUYHYI0 HHGPOpPMALHIO O
MIOCETUTENSIX, YCTaHABIMBATH NOPSANOK MpUEMA I  Pa3INnYHbIX
KaTeropuii MOCETUTENEH;

— BbIOMpaTh ONTUMAaJbHBIE CHOCOOBI BHEIIHETO M BHYTPEHHETO
UH(GOPMHUPOBAHUS O TUIAHUPYEMBIX MEPOIIPHUSTHUSAX;

— BBIOUpAaTh (QOPMBI IUIAHUPOBAHUA U O(OPMIIATH IJIAHUPOBIIMK
(opranaiizep) pyKOBOAMTENS U CEKpETaps;

— JIOKYMEHTHpOBaTh pa3HbIE JTalbl MPOLEAYpbl MNOATOTOBKU M
MIPOBEJICHUS KOHPEPEHTHOTO MEPOIIPHUATHS;

— uHGOPMHUPOBATh PYKOBOAUTENS O MPHUOIMKEHUH BpPEMEHU U
pErJamMeHTe 3allyIaHMPOBAaHHBIX BCTPEY U MEPONPUSTHUN;
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— HCIOJB30BaTh CPEACTBA HHPOPMAITMOHHBIX 1 KOMMYHUKAITMOHHBIX
TEXHOJIOTUH [T TOJYYCHHS U TIepelaun HHPOPMAIIUH;

— HCIOJB30BaTh CPEIACTBA HH(YOPMAITMOHHBIX B KOMMYHUKAITMOHHBIX
TEXHOJIOTUH ISl 00ecrieueHus] B3aUMOJICHCTBHUSL C PYKOBOJIUTEIIEM BO
BpPEMs €T0 JIEJI0BOM MOE3IKH;

— KOHTPOJIUPOBATh MaPIIPYTU3ALHUIO JOKYMEHTOIIOTOKOB B
OpraHu3aiuy (CorjiacOBaHue, MOAMUCAHNE, YTBEPKICHHE,
perucrparms, 03HaKOMJICHUE U UCTIOJIHEHUE TJOKYMEHTOB) ;

— o0ecrnieunBaTh WH(DOPMANMOHHYIO 0€30MACHOCTh JEATEIHHOCTH
OpraHu3aIuy;

— o0ecrieunBath paboyee MecTo W (PyHKIIMOHAIBHOE pabouee
NPOCTPAHCTBO  HEOOXOAMMBIMU ~ CPEICTBAMH  OPTaHU3AIMOHHON
TEXHUKHU, MEOCITBIO U KAHIICISIPCKUMU IPHHAICKHOCTSIMU;

— o0ecrnieunBaTh COXPAHHOCTh TIEPCOHAIBHBIX JIaHHBIX PAOOTHUKOB;
— OpraHU30BBIBAThH JOKYMEHTOOOOPOT IO IPECTABICHUIO
JIOKYMEHTOB I10 TIEPCOHAITY B TOCYJapPCTBEHHBIC OPTaHbl;

— OpraHM30BBIBATh JOKYMEHTOOOOPOT MO YUETY M IBUIKCHUIO
PabOTHHUKOB;

— OpraHM30BBIBaTh U OPOHHPOBATH NIEPETOBOPHBIC KOMHATHI;

— OpraHM30BBIBaTh  MPOIECC  TOATOTOBKA U IPOBEICHHE
KOH(EPEHTHOTO MEPOIPHUITHS MHIUBHIYaJIbHO U B COCTaBe paboucit
IPYIIIIBI;

— OpraHM30BBIBaTh Pad0O4Yee MECTO B COOTBETCTBUU C TPEOOBAHUSIMU
OPrOHOMUKHU U KYJIBTYPhI TPYAA;

— OCYIIECTBJIATH OJArOTOBKY M OTIIPABKY UCXOSIIMX JIOKYMEHTOB;

— OCYIIECTBJIATH MOJTHOE MM YaCTUIHOE 0(OPMIICHUE JIEIT
BPEMEHHOT'0, TIOCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHEHHUS;

— OCYLIECTBJISITH ~ MPOBEPKY  JOCTOBEPHOCTH,  IOJHOTBI U
HEMpPOTHBOPEUMBOCTH  JIaHHBIX,  HCKJIIOYEHHE  JyOIMpOBaHUsA
uH(popMaLnu;

— OCYIIECTBIISITH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE
IIPaBHJIaM JICJIOTPON3BOJICTBA;

— OCYIIECTBIISATH PpabOTy C OpPraHU3alMOHHO-PACIIOPSTUTEIBHBIMU
JIOKyMEHTaMHU B aBTOMAaTHU3HPOBAHHBIX CHCTEMaX

— OCYHIECTBJIATH cOOp, 00pabOTKy HMH(POpPMALMH, CHCTEMATHU3AIUIO
MOJTy4aeMBbIX U TIepeaBacMbIX JIAHHBIX;

— OCYILIECTBIISITh CPOKOBBIN KOHTPOJIb UCIIOHEHUS TOKYMEHTOB;

— OCYIIECTBIISITh TPEBEN-TTOICPIKKY JCTOBBIX TIOC3JI0K;

— o(hopMIIATE Aelia IO JTMYHOMY COCTaBY JUIS Tepeaadn

B ApXUB OpraHU3aIUy;

— 0(hopMIIATH OPraHU3AIIIOHHO-PACTIOPSAIUTEIEHBIC JOKYMEHTBI
(Opur”HaJbl ¥ KOIUN);

— 0(OopMIISATH OPraHU3AIMOHHO-PACTIOPSAUTEIbHBIC JOKYMEHTHI 0
JUYHOMY COCTaBY;

— 0o(hopMIIATH OTYETHBIE JOKYMEHTHI O JEIOBOM MOE3/IKe

— TMOJJIePKUBATh CPEJICTBA OPraHU3AIMOHHOW TEXHHKH B pabodem
COCTOSTHUU

— TMPUMEHSTh HH(POPMAIIMOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH ITPH
paboTe ¢ JOKyMEHTaMH.
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— TMPUHUMATh U IPOBOJUTH MEPBUUYHYIO0 00pabOTKY BXOASMIINX
JIOKYMEHTOB;

— MpUHUMATh  Mepbl [0  COXpPAaHEHHIO  KOH(MUICHIIHAIBHOM
uH(popMaluu B X0/e puéMa rmoceTurTesei

— TPOBEPSTH NPABUIBHOCTh OPOPMIICHHS JOKYMEHTOB U OTMETKHU 00
UX UCIIOJIHEHUH Tepe] uxX (OpMUPOBAHUEM B €O JUIsS
MOCTEAYIOLIET0 XPaHEeHHUS;

— TMPOBEPSATH CPOKHU XPAHEHUS JJOKYMEHTOB, COCTABIIATH IPOTOKOJI
paboThI HKCIIEPTHON KOMHUCCHH IO MOATOTOBKE TIOKYMEHTOB K
nepeaye B apXuB;

— TPOBOJUTH NMPEIBAPUTEIBHOE PACCMOTPEHNE BXOASIINX U
BHYTPEHHUX JJOKYMEHTOB;

— paboTatb  CO  CHEUUATM3UPOBAHHBIMH  MHGOPMAIMOHHBIMU
cucteMaMu M 0a3amMH JaHHBIX 1O BEICHUI0 Y4E€Ta W JBHKEHUIO
PaOOTHHKOB.

— paspabarbIiBaTh HOMEHKIIATYPY J€Jl OpraHu3aIuy;

— PEeTHCTPUPOBATH BXOAIINE, UCXOSAIINC U BHYTPCHHUE
JIOKYMEHTHI;

— CIJIaKWBATh KOHQIMKTHBIE U CIIOKHBIC CUTYAIIMH MEXINIHOCTHOTO
B3aNMMOJICHCTBHA,

— CepBUpPOBaTh YaliHble (KO elHbIe) CTOJIBI B 0(uce;

— CKaHUPOBaTh, KOMMMPOBATh U KOHBEPTUPOBATH IOKYMEHTHI B
pa3iauuHble popmartsl;

— cO0JII0J1aTh ATUKET U OCHOBBI MEXKIYHAPOHOTO MPOTOKOJIA;

— COIJIaCOBBIBATH BCTPEUYU U MEPOIPHUITHS U BHOCUTH HHPOPMAIIHIO B
MJIAHUPOBIIHMK (OpraHaii3ep);

— COIJIacOBBIBaTH €  INPUHUMAIOUIEM  CTOPOHOM  IIPOTOKOJI
TUTAHUPYEMBIX MEpPOTPUATHH W (POPMHUPOBATH MPOTPAMMY JCIIOBOM
MOE3]IKH;

— COCTaBJISAITH aKT O BBIJCIICHUH K YHHUTOXECHUIO JOKYMEHTOB, HE
MOJIeKAINX XPAHEHUIO;

— COCTaBJISATH aKT 00 YHHUTOXXEHHH JOKYMEHTOB;

— COCTaBJISITh U OPOPMIISITh TOKYMEHTHI JIJIS IEJIOBBIX MOE3/I0K;

— COCTaBJISITh OMUCH 1€ CTPYKTYPHBIX MOApa3IeIeHUN
MOCTOSTHHOTO, TONTOBPEMEHHOT'O CPOKOB XpaHEHUS JJIs Iepeadn Jell
B ApXUB OpraHU3aIUy;

— COCTaBJISITH OTYETHI M AHATUTHYECKUE CITPABKH 00 MUCTIOTHEHUH
JIOKYMEHTOB;

— COCTaBJISITh MPOEKTHI OPraHU3AIMOHHBIX, PACTIOPATUTENBHBIX U
MH(OPMAaIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM UHCJIE
JIOKYMEHTOB, COJIepKAIINUX KOHPHUACHIIUATbHYIO HH(OPMAIIUIO;

— YyCTaHABIMBAaTh W TOAJCPKHBATh KOMMYHHKAIIMM B TIPOIIECCE
JIEIOBOTO  OOMICHUSI C TIOMOIIBIO CpPEACTB HMH(OPMAIMOHHBIX W
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA;

— YCTaHABIUBATh IIEJIH, OTPEACISATh MPHOPUTETHOCTh U OYEPETHOCTD
BBITIOJTHEHHS pa0oT 1 YPPEKTUBHO pactpeeiaTh pabouee Bpems

— (¢opmupoBarts jaena, KOHTPOIUPOBATH IPABHIBLHOE U
CBOEBPEMEHHOE pacIipe/ielieHHe U O/IINBKY TOKYMEHTOB B Jieja B
COOTBETCTBUU C HOMEHKJIATYPOH JIeT;
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— (hopmMupoBaTh JIMUHBIE JIeT1a paOOTHUKOB;

3HaTh

— BHJIbI HOMEHKJIATYp Jie, o0Ime TpeOoBaHMs K HOMEHKIIAType A€,
HOPSI0K PaOOTHI C HEH;

— BHJIbI OMMCEH J1e]1 OpPraHu3aluy U HOPSI0K pabOThl C HUMU;

— BM/Ibl OPraHU3ALMOHHON TEXHUKHU U NOPSA0K PaOOTHI C HEH.

— MHTEpHET-pecypchl U1  OCYILECTBJIEHUS  TPEBeN-TOANEPKKU
JICJIOBBIX MTOE3/10K

— KOMIUIEKC  OpPraHM3alMOHHO-TEXHUYECKMX  MEPONPHUITHH IO
MOJTrOTOBKE U MPOBEACHUIO KOH(PEPEHTHBIX MEPOTIPUSTHIA;

— JIOKaJIbHbIE HOPMATUBHBIE AKThI, PETJIAMEHTUPYIOLIIE BEJICHHUE
JIeJIONPOU3BOICTBA U Nepeaydy el B apXUB OpraHu3alluy;

— JIOKaJIbHbIE HOPMATUBHBIE AKThI, PETIIAMEHTUPYIOLIIE TPYAOBbIE
OTHOLIECHMS,

— MeToJbpl 00pabOTKM M 3alMThl HMH(POpPMAUM C IPUMEHEHHUEM
cpeAcTB HH(POPMALIMOHHBIX ¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

— HOpMAaTHUBHBIC MPaBOBLIE akThl Poccuiickoit depepanun B chepe
JIeJIONPOU3BO/ICTBA;

— HOpMaTHBHbIE ITpaBoBbIe akThl Poccuiickoit denepanuu no 3ammre
uH(pOopManuu U padoTe C 0OpaNICHUSIMH TPAXKIAH,

— OCHOBBI IPAaBUJIbHOM OpraHU3aLUy TPYAA U METO/IbI TIOBBIILICHHS €r0
3¢ peKTUBHOCTH;

— OCHOBBI yIIPaBJICHUS BPEMEHEM;

— MOPSA0K UCIOJIb30BAHUS TUIIOBBIX MJIM BEJOMCTBEHHBIX IIEpEeUHEN
JIOKYMEHTOB, ONpPEEICHUs CPOKOB XPAHEHHsI B IIPOLIECCE IKCIIEPTU3BI
LEHHOCTH JJOKYMEHTOB;

— TMOPSAJOK MTOJrOTOBKH U JIOKYMEHTHPOBAHHUS JAEJIOBOH M0E3KH;

— nopsAnoK (opMupoBaHus U 0hopMIIEHUS /e, crennduka
(dbopMHpOBaHUs OTAEIBHBIX KaTEropuil J1e;

— INpaBuja BbIJAYN U UCIOIb30BaHUS TOKYMEHTOB U3
c(OpMUPOBAHHBIX JIET;

— MpaBuia JIeI0NpPOU3BOJICTBA;

— NpaBuja OpraHu3aluu NpruéMa IoCEeTUTEINEH;

— npaBwia OQOPMIIEHHS JOKYMEHTOB, CO3J[aBaéMbIX B Ipolecce
MOJTrOTOBKU U MPOBEICHUS KOHPEPEHTHOTO MEPOIIPUSATHS;

— MpaBuja MOAJAEPKAHUS U PA3BUTHUS MEKIMNYHOCTHBIX OTHOILLIEHUII;

— NpaBujIa MPOBEAECHUS JEJIOBBIX IEPETOBOPOB;

— NpaBUjIa pEYEBOr0 ITUKETA.

— INpaBUjIa PyCCKOTO fA3BIKA;

— MpaBujia CEPBUPOBKH YaltHOTO (KO(ENHHOro) CTONA;

— MpaBujIa XpaHEHHUs Je1, B TOM YHCIIe C JOKYMEHTaMu
OTPaHUYEHHOIO0 JI0CTYIIa;

— COBpeMeHHbIE HHPOPMAITMOHHO-KOMMYHUKAIIMOHHbIE TEXHOJIOTHUH,
npUMeHsieMble B paboTe ¢ TOKYMEHTaMH 10 JINYHOMY COCTaBY;

— COCTaB BHYTPEHHUX U BHEITHUX MH(POPMALMOHHBIX IOTOKOB;

— CTpPYKTYypa OpraHu3allu, pyKOBOJCTBO CTPYKTYPHBIX
noJipa3ziesieHnH, 00pa3ibl MOAMUCEH UL, UMEIOIIUX MPaBO
MOJAINUCAHUS U YTBEPKICHHS IOKYMEHTOB, M OTPAaHUYEHUSI 30H UX
OTBETCTBEHHOCTH,;
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— TpeOOBaHUS OXpaHbl TPyJda, TMPOU3BOJCTBEHHOW CaHUTAPHH,
MIPOTUBOIIOKAPHOM 3aIlMTHI;

— JTHUKA JEI0BOr0 OOIICHHUS;

— ATHUKET U OCHOBBI MEKIYHApOAHOTO ITPOTOKOJIA

Kot dbopmupyembix | OK 01 —09, 11K 1.1 -1.9

KOMIETECHIIMI

KpaTkoe copepxxanue:

M/JK.01.01 Paznen 1. OCHOBBI JAeSITEJILHOCTH CJIYKObI JOKYMEHTAIIHOHHOIO
JlokymeHTaumoHHoe oOecnieyenus ynpasienus (JJOY) B opranuzanuun

oOecrnieueHue yrpaBIeHUs

Tema 1.1. 3agaum cuyx6b1 JJOY B opraHuzanmu W TIPaBOBOEC
peryianpoBaHue ee JIesITeIbHOCTH

Tema 1.2. IIpoexTupoBanue OpraHu3aLNN CILY>KOBI
JIOKYMEHTAIIMOHHOTO obecrieueHus ynpasienus (JJOY)

Tema 1.3. Pa3paboTka HHCTPYKUMH IO JIOKYMEHTAallHOHHOMY
obecrieueHUIO yrpaBieHus Kak GyHkius ciyxosl [JOY

Paznen 2. JIOKyMEHTONOTOKH MW JOKYMEHTHbIe pecypchl
OpraHM3anuu

Tema 2.1. IloHATHE «10KYMEHTOOOOPOT» U €r0 COBEPILIEHCTBOBAHUE B
OpraHu3aluu

Tema 2.2. Buapl JOKyMEHTOOTOKOB U UX XapaKTEPUCTUKU

Tema 2.3. O6beM 10KyMEHTOO00POTa U YUET KOJIMYECTBA JOKYMEHTOB
Tema 2.4. JlIokyMEHTHBIE PECYPCHI: IOHSATUE, BUIbI

Paszaen 3. CoBpemeHHbBIE CUCTEMBbI yIIpaBJIeHYeCKOI
AOKyMeHTauuu B PO

Tema 3.1. Ilonsatue «cucrema JokymeHTauuu». CoBpeMeHHbIE
(YHKIMOHATBHBIE CUCTEMBI JOKyMeHTaluu B PO

Tema 3.2 Cucrema OpraHU3alMOHHO-PACHOPSIAUTEIBHOM
JOKYMEHTAllMU: BUJIbl OPraHU3ALMOHHBIX U PacCHOPSIUTEIbHBIX
JIOKYMEHTOB M TpeOOBaHUs K UX 0()OPMIICHUIO

Tema 3.3. Cucrema HHQOPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIUH:
TpeGoBaHuUsA K 0)OPMIICHUIO BUAOB €€ JOKYMEHTOB

Pa3znen 4. Opranusauust pa6oTbl ¢ BXOASIIMMHU, UCXOAAIIMMH U
BHYTPEHHHMH JOKYMEHTaMHU

Tema 4.1. Dransl paboThl ¢ BXOASMIMMH JOKYMEHTaMU

Tema 4.2. Peructpauust 1 HHAEKCALUs JOKYMEHTOB

Tema 4.3. J[BI>keHHE UCXOASIINX U BHYTPEHHUX JIOKYMEHTOB

Pa3znesn S. Opranmsanusi KOHTPOJISI MCIOJHEHHSI JOKYMEHTOB H
NH(POPMALIMOHHO-CIIPaBOYHasi padora

Tema 5.1. YpoBHU U BUBI KOHTPOJIS UCTIOJTHEHMS JOKYMEHTOB

Tema 5.2. CpokH HCTIONHEHUS JOKYMEHTOB

Tema 5.3. Hcnonb3oBanue HHGOPMAIIMOHHO-TIOUCKOBBIX CHUCTEM B
JIOKYMEHTAllMOHHOM 00€CIIEUEeHUN YIIpaBJICHUS

Pa3zgean 6. Homenkiarypa aed

Tema 6.1. IlonATHE «HOMEHKIIATYypa J1€1», BUABI U TUIIBI HOMEHKJIATYP
Tema 6.2. MeToanka cocTaBiI€HNsI HOMEHKIIATYPHI €T

Tema 6.3. TumoBele M BEIOMCTBEHHBIE IIEPEUYHU JOKYMEHTOB C
YKa3aHUEM CPOKOB UX XpaHEHUs

Paszpnen 7. ®opmupoBanue aen

Tema 7.1. O6mme TpeboBaHus K POPMUPOBAHUIO JIET

Tema 7.2. I'pynnupoBka B Aefa OTAEIBHBIX KaT€ropuil JOKYMEHTOB B
COOTBETCTBUU C HOMEHKJIATYpOH /€7
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Tema 7.3. Pacnpenenenue JOKYMEHTOB BHYTPHU JI€Jia B OMPEACICHHOMN
MI0CJIEIOBATEIBHOCTH U 0(OpMIIEHUE OOJIOKKH JIena

Paszgen 8. Opranm3zanus XpaHeHMsl JeJ B OpraHu3alud H
obecrneyeHue X COXPAHHOCTH

Tewma 8.1. IIpaBuna xpaHeHus JOKYMEHTOB B OyMa)KHO# dopme

Tema 8.2. IlpaBuna BbIaYM W MCIOJNB30BaHUS JOKYMEHTOB U3
c(hOpMUPOBAHHBIX [

Pazaen 9. Opranuszanus 1eJI0NPOM3BOJACTBA B rOCY/1apCTBEHHBIX H
MYHHIHMNAJIbHBIX OPraHax

Tema 9.1. OcobGeHHOCTHM oOpraHu3alyd  JOKYMEHTOOOOpOoTa B
rOCy/IapCTBEHHBIX U MYHHUIIUIAIBHBIX OpraHax

Tema 9.2. JIOKyMEHTAllMOHHOE COIPOBOXKICHHUE IMPABOTBOPUYECKOTO
mpolecca B rocyAapCTBEHHBIX U MYHUIIMTIAIBHBIX OpraHax

Tema 9.3. PazpaOoTka 1 HCIIOJHEHUE aIMUHUCTPATUBHBIX PErJIAMEHTOB
rOCyJIapCTBEHHBIX U MYHHUIIMIIAJILHBIX OPTaHOB

Tema 9.4. Opranuzanus JOKyMEHTOO0OPOTa M0 OOpANICHHUSIM TPaKIaH
Y OpraHU3alMid B TOCYIapCTBEHHBIE M MYHUIIUTIAIbHBIE OPTraHbl

Tema 9.5. [lnaHoBble, OTYETHbIE M AHAJUTHUYECKUE JOKYMEHTBI
rOCyJIapCTBEHHBIX Y MYHHIIMIIAJILHBIX OPTaHOB

MJIK.01.02
peryianpoBaHue
YIIPABJIECHYECKOU
JeSITebHOCTH

IIpaBoBoE

Pasznen 1. OcHoBBI NpaBoBOIro peryJMpoBaHus
JOKYMEHTAIIHOHHOI0 00ecIeYeHus1 yIpaBJIeHUs

Tema 1.1 Ilonstue  nAenONpOM3BOACTBA UM OCHOBBI €TI0
roCyIapCTBEHHOI'O PETYJINPOBAHHUS

Tema 1.2 3akoHomaTensCTBO B  cdepe JTOKYMEHTAIHOHHOTO
o0ecrieyeHus ynpaBlieHUs

Paznen 2. Ilog3akoHHble HOPMATHBHO- IIPaBOBbIe AaKThI,
METOAUYECKHE JOKYMEHTBbI, TIOCyJapCTBeHHbI¢ CTAHAAPTHI,
onpeaejisomye MNOPSAI0OK [JTOKYMEHTAIHOHHOIO o0ecrevYeHHus
yIpaBJIeHUS

Tema 2.1 Tlom3akonHble akThl W ['OcymapcTBeHHas cucTeMa
JIOKYMEHTAIMOHHOT0 00eCIeueH s yIpaBIeHUs

Tema 2.2 Kiaccupukaroppl W yHU(UUIUPOBAHHBIE CHUCTEMBI
JIOKyMEHTaluu

Tema 2.3 TocynapcTBeHHbIE U MEXIYHApPOJHbIE CTaHIApTHl B
JIOKYMEHTAITMOHHOM 00€CTI€YeHUHN YIPaBICHHUS

Pa3nen 3. IlpaBoBble OCHOBBI yNpaBJiieHUs] KOH(QUACHIUATbHBIM
AeJI0NPOU3BOACTBOM

Tema 3.1 HopmaTuBHBIE OCHOBBI OpraHU3alliu paboThI C JOKYMEHTaMH,
COJIEpKalIMMU F'OCYAAPCTBEHHYIO TaAHY

Tema 3.2 HopmaTHBHBIE OCHOBBI OpraHU3alluu paboThI C JOKYMEHTaMH,
coJiepXKalMMH KOMMEPUECKYIO HJIM HHYIO CITYKEOHYI0 TaltHy

Tema 3.3 OTBETCTBEHHOCTh 3a HapyLIEHHE MpaBHJI pabOThl C
KOH(HIEHIIMATbHBIMU JOKYMEHTaMHU

Pasnen 4. IlpaBoBoe peryjupoBaHHe  YNPAaBJICHYECKOMH
NAeATeJJbHOCTH TPYAOBBIM 3aKOHOAATEIbCTBOM

Tema 4.1 JlokanpHble aKThl OpPraHU3alMM U UX POJb B OPraHU3aLHH
YIPaBIE€HYECKON JAESITEIBHOCTH

Tema 4.2 HopmaTuBHbBIE TpeOOBaHHS K KaJIpOBOH JOKYMEHTAllUU
IOPUANYECKHX JIUIL

Tema 4.3 BHyTpeHHsIs1 ympaBiieHUecKass OTYETHOCTh: TpeOOBaHUS U
Kjaccuukaus. Y4er ¥ BHYTPEHHsISI OTYETHOCTh KaJJPOBOU CITY>KObI
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Tema 4.4 TlpaBoBoe peryaupoBaHHe TpeOOBaHUW K YIPaBJICHUECKOU
JIOKyMEHTAIMU B chepe OXpaHbl Tpyaa

Pazgen 5. IIpaBoBoe  peryJupoBaHMe  yHnpaBJieHYeCKOi
AeSTeJIbHOCTH IPAKIAHCKUM 3aKOHOATEIbCTBOM

Tema 5.1 VYupegurenbHble TOKYMEHTBHI IOPUJIMYECKOTO JIMIA Kak
MpaBOBasi OCHOBA YIPABJICHUS OpraHu3auen

Tema 5.2 TlpaBoBble OCOOCHHOCTH OpTaHMU3AIlMU  YIPABICHUS
IOPUJIMYECKUM JIMIIOM B 3aBHCHUMOCTH OT OpraHU3allMOHHO-IIPABOBOM
(bOpMBI FOPUINYECKOTO JIHIA

M/JK.01.03 Opranuzanus
0e3/T0KYMEHTHOM pabOThI

Pa3nes 1. O61mas XxapakTepuCTHKA CEKPeTapcKOro 00c/1yKuBaHHA
Tewma 1.1. IToHsITHE CEKPETAPCKON ACATEIHPHOCTA M OCHOBHBIC () YHKITHH
cekperaps

Tema 1.2 Pa3paboTka  JOKadbHBIX  HOPMATHUBHBIX  aKTOB,
perIaMeHTHPYIOLINX PadoTy CEKpeTaps

Tema 1.3 PabGouee mecTo cexpeTraps

Paznen 2. Opranusanusi 0e310KYMEHTHOIO CEKPeTapcKoro
00CIy:KNBAHNS

Tema 2.1. IlnanupoBanue cekpetapeM pabouero BpeMeH!

Tema 2.2. Opranu3zanys AeT0BbIX KOHTAKTOB PYKOBOAUTEIIS.

Tema 2.3. Opranu3zanus IpOTOKOJbHBIX MEPOIPUATUI

Tema 2.4. Opranuzanus npuema rocreit B oduce

Tema 2.5. Opranu3zanus paboTbl IPUEMHON PYKOBOJUTENS

Tema 2.6. Opranuzanus AeJ0BBIX O€310K PYKOBOAUTENS

Paznen 3. HudopManuoHHo - aHAJIUTHYECKAs MNOJAEPKKA
AeATeJIbHOCTH PYKOBOANTEJISA

Tema 3.1. Opranuzanuss paboThl C BHEIIHMUMU W BHYTPEHHUMH
UCTOYHUKaMU  UHGPOpMAIMM, HEOOXOAUMBIMH  JUIsl  NPUHSATHS
YIIPABJICHYECKUX PELICHUN

Tema 3.2. Opranusanus UCIIOJIHEHUS PELICHUA PYKOBOIUTENS

Tema 3.3. MHbopMaMOHHO-aHATUTHYECKUE MaTepuasbl: TOHSTHE,
BUJIbI, 0COOEHHOCTHU TIOJrOTOBKU

Tema 3.4. Opranumzanus WHGOPMAIMOHHOTO  B3aUMOJICHCTBUS
PYKOBOIMTEIS C TOCYJAPCTBEHHBIMHU U MYHUIIMTIATbHBIMUA OpraHaMH

M/IK.01.04 TexHonoruu
COCTaBJICHUS  COBPEMEHHBIX
YIPABJICHUYECKUX IOKYMEHTOB

Paznen 1. Ilonsitue, ¢opmMa uM peKBH3UTHI COBPEMEHHOIO
YIPAaBJCHYECKOI0 JIOKYMEeHTa

Tema 1.1 TlonsTus «uH@OpMaLUs», «TOKYMEHT», «yINpPaBICHUYECKHM
JOKYMEHT», «IOKYMEHTHPOBAHHE», «CPEICTBA OKYMEHTHPOBAHMSI,
«PEKBU3UTY.

Tema 1.2. IloHATHS «YEPHOBHK», «IOJUIMHHUK», «OPUTHHAID»,
«YMHOXXEHHBI ~ OpUTHHAN», «HOPUAWYECKas CHJIa JOKYMEHTay,
«KoIHsS». Buapl Konui.

Tema 1.3. Ilonstue «TekcT nokymeHTa». CrocoObl Mpe/CTaBICHUS
TEKCTa

Paznen 2. TpeooBanuss 'OCT k odopmiieHHI0 JOKYMEHTOB H
0/1aHKOB

Tema 2.1 TOCT P 7.0.97-2016. Oprann3zanimOHHO-pACTIOPSAAUTENbHAS
nokymenraius. TpeOoBanus k odopMieHHIO JOKyMeHTOB. [IpaBuia
odopmiieHUst peKBU3UTOB 1-15

Tema 2.2 TOCT P 7.0.97-2016. Opranu3zaiiuoHHO-paciopsiANTEIbHAS
nokyMmeHTanus. TpeGoBaHus K odopMieHHIO0 JOoKyMeHTOoB. [IpaBuna
odopmienus pekBu3uToB 16-30.
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Tema 2.3. bmanku [OOKYMEHTOB M TpaBWwiIa HX O(QOPMIICHUS.
[TocTostHHBIE U MTEPEMEHHBIE PEKBU3UTHI

Pazgen 3. Oco0eHHOCTH COCTABJIEHHS OTIEJLHBLIX BHIOB
AOKYMEHTOB, CONPOBOKIAIOUINX 1eATeJIbHOCTh OPraHN3alluu
Tema 3.1. JIOKyMEHTalMOHHOE COIPOBOXIEHUE CO3JaHUS U
peopraHu3aly PUANIECKOro LA

Tema 3.2. JlokyMeHTaIMOHHOE 00€ecTIeueHre JOTOBOPHOU pabOThI
Tema 3.3. JIOKyMEHTAallUOHHOE COIPOBOXKJIEHUE IPETEH3UOHHO-
HCKOBOW pabOThI

Tema 3.4. byxranrepckas u GUHAHCOBO-paCcUYCTHAS JOKYMEHTAIUS
Tema 3.5. JlokyMeHTanoHHOE obecrieueHre chepbl IepeBO30K

Tema 3.6. JlokyMeHTaIIMOHHOE 00eCTIeYeHNE CKIIAJICKUX ONepannit
Tema 3.7. JlokyMeHTalmoHHOE CONIPOBOXKICHHUE
BHEIIIHEOKOHOMUYECKON JESTEIHbHOCTH

MJK.01.05 Opranmzanus | Paznen 1. Ilonsatne koHpuIeHUHAIbHOH uWHPOPMAIUM U
KOH(HICHIIMATHHOTO JTOKYMEHTOB
JIEJIIONPOU3BOJICTBA Tema 1.1. CnyxeOHasg uanopmaius Kak 0OOBEKT 3alIUTHI: MOHATUE U
BU/IBI
Tema 1.2. Opranuzauus # JAEATEIBHOCTh CIY)KO MO 3aluTe
KOH(MUICHIMATLHOM HH()OpMAIIUN
Tema 1.3. [loHsTHe W NPUHIUNB OPTraHU3ALMHU 3aLIUIIEHHOTO
JIOKYMEHTO000pOTa
Tema 1.4. Opopmienue u 06paboTka H3gaBaeMbIX KOHOUACHIIUATBHBIX
JOKYMEHTOB
Pa3nen 2. Opranu3anusi KOH(YpUIEHIHAJIBLHOIO J1eJI0NPOU3BOCTBA
Tema 2.1. Opranuzauus U JAEITEIbHOCTh CIYXKO 1O 3aluTe
KOH(pHAeHIMAIbHON HH(pOpMaIun
Tema 2.2. IloHATME W TNPUHOWOB OPraHU3ALWU 3AIIUIIEHHOTO
JIOKyMEHTO000poTa
Paznen 3. Yuer u xpaHeHHe KOH(PpHIEHIINATBHBIX JOKYMEHTOB
Tema 3.1. Vet KOH(GUIEHINATBHBIX JOKYMEHTOB
Tema 3.2. ®opmupoBaHue KOHPUACHINATIBHBIX JIEN
Tema 3.3. Pexxum XpaHeHUS KOH(PHUACHUIUATBHBIX TOKYMEHTOB H
oOpareHus ¢ HUMU
MJIK.01.06 Opranusanus | Pazgen 1. HopMaTUBHO-IpaBOBble M OPraHMU3alHOHHbIE OCHOBBI
KaJpOBOTO OpraHM3alnuu KaJipoBoro JAeJ0NMpou3BoACTBA
JIEIIONPOU3BOJICTBA Tema 1.1. OpraHuzanyoHHBIE OCHOBBI OO€CHEeYeHHs KaJpOBOIO

JEJIOIPOU3BOCTBA.
Tema 1.2. OcHOBBI oOpraHu3anuu KaJpoOBOrO JAEJIONPOU3BOACTBA:
HOPMAaTHBHO-TIPABOBBIE AKThl U OPTraHM3ALMOHHO-PACIIOPSIIUTEIbHbBIE
JIOKYMEHTBI.

Paznen 2. /lokyMeHTHpOBaHMe NpoLecca NpuemMa Ha padory

Tema 2.1. Ilpuem Ha paboTy: mnpenBapUTENbHbIE NPOLEAYPHl U
JIOKYMEHTBI

Tema 2.2. IIpuem Ha paboTy: odopMiIeHHE TPYAOBBIX OTHOIICHUH U
IIPUKA3 O IIpUEME.

Tema 2.3. IIpuem Ha paboTy: yBeIOMJIEHHE O 3aKJIIOUEHUH TPYIOBOTO
norosopa. Opranusanysi BOMHCKOIO y4eTa B OpraHH3allHH.

Tema 2.4. Jluunele Jena COTPYIHUKOB: odopMmieHHe, TeKylluee
XPaHEHUE JOKYMEHTOB KaJpOBOI0 JACIONPOU3BOICTBA

Tema 2.5. TpynoBas KHUXKKa paOOTHHKA (CBEIEHHS O TPYIOBOIi
JIESITEIbHOCTH)
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Pazgen 3. JlokyMeHTHpOBaHUE TEKYIIUX TPYAOBbIX OTHOUIEHHH €
pPadOTHMKAMHU OPTraHU3ALUMN

Tema 3.1. [JokyMeHTHpOBaHHE TOOIIPEHUN W JAUCIUILIMHAPHBIX
B3bICKaHU U

Tewma 3.2. JlIokyMEHTHpOBaHUE aTTECTAIIMN U 00yUCHUST PaOOTHHUKOB
Tema 3.3. JlokyMeHTHpOBaHHE KOMaHIUPOBOK paOOTHUKOB

Tema 3.4. JlIokyMEHTHpPOBaHHUE OTITYCKOB PAOOTHUKOB

Tema 3.5. JIokyMEHTHUpPOBAHHE MTEPEBOIOB PAOOTHUKOB U BBITIOJTHEHHS
HMHU JIONOJIHUTENbHON paboThI

Tema 3.6. JlokyMeHTHpOBaHHE OILJIAThI TPya. YUeT paboyero BpeMeH!
Y TIEPBUYHBIE JOKYMEHTHI 10 €r0 0(OPMIICHUIO

Tema 3.7. JlokymeHnTupoBanue oruiatel Tpyna. [lonstue 3apaboTHOM
IIaTHI U €€ COCTaBa

Paznen 4. JlokyMeHTHpOBaHMe TMpouecca IpeKpalleHHs
(pacToprkeHus1) TPyA0BOI0 J10r0OBOPa

Tema 4.1. JloxymMeHTHpOBaHME NpEKpaLIECHUs (PacTOPIKEHUs)
TPYZOBOTO IOTOBOPA 110 OCHOBAHUSIM, IIPEIYCMOTPEHHBIM TyHKTaMH 1 -
3 wvactu mnepBoi crarbu 77 TpynmoBoro xkoxaekca Poccuiickoit
®deneparuu

Tema 4.2. JlokyMeHTHpOBaHME NpPEKpALICHUS (PaCTOPIKEHUS)
TPYJOBOTO JIOTOBOpa IO HMHBIM OCHOBAHHSM, MPEIyCMOTPEHHBIM
TpynossiM kogexkcoMm Poccuiickoit @enepannn

Pa3nen 5. CMe:KHbBIe BOIPOCHI BeJeHHU A Ka/IpOBOro
JeJI0NPOU3BOACTBA

Tema 5.1. O6paboTka nmepcoHaNbHBIX JAaHHBIX B OPraHU3aluU

Tema 5.2. OT4ETHI U OTYETHOCTH

Tema 5.3. ABromartu3anus KapoBOro JeJIONPOU3BOACTBA

M/JK.01.07 Pabota B

aBTOMAaTU3UPOBAHHBIX
CUCTEMAxX YIPABIICHUS
JIOKyMEHTaMU

Paznen 1. Oopadorka  pasauuyHoii  uHpopMauum B
aBTOMATH3UPOBAHHBIX CHCTEMaX

Tema 1.1. Metozs!l U cpeacTBa 3alIUTh HHPOPMALIUU

Tema 1.2. OmpeneneHue u Kiaccu(UKalus aBTOMATH3UPOBAHHBIX
CUCTEM

Tema 1.3. IlpuxmagHoe mnporpamMmMHoe oOecrieueHHue B pabote
CHEIHaJINCTa M0 JOKYMEHTAIIMOHHOMY OO€CIIEUEHHUIO YIPaBICHUS
Tema 1.4. CnpaBo4HO-TIPaBOBBIE CUCTEMBI (CIIC) B
poheccuoHaNbHOM e TeNIbHOCTH

Pa3nea 2. PaGora B nporpamme «1C:JlokymMeHTO000pOT»

Tema 1.1. UnTepdetic u BozmoxuocT «1C:J/JokymMeHTO000pOT»

Tema 1.2. IIpaBuna pabotsl ¢ dpaitnamu B «1C:/lokymMeHTO000pOT»
Tema 1.3. 3amaun u 6usnec-mpouecchl B «1C:JlokyMeHTOO00pOT»

VII.01.01 YuebHas npakTuka

1.CocraBnenue NepevHs HOPMAaTHBHBIX JIOKYMEHTOB,
PErIIaMCHTHUPYIOUNIUX OpTaHU3alnI0 ACTOIMPOU3BOACTBA B YUPCIKIACHUU.
2. Ananu3 [lonoxxenust 00 oTaene AenT0npOrU3BOCTBA.

3. Co3nanue 6J1aHKOB IOKYMEHTOB OpTaHU3AIIHH.

4. CocraBneHue U 0pOPMIICHHUE PA3TUYHBIX BUIOB JOKYMEHTOB.

5. Peructpanus BXOISIIMX, UCXOAAIINX U BHYTPEHHUX TOKYMEHTOB.

6. Pabora ¢ moxkymeHTamu KOH(UIEHIIMAIBHOTO XapakTepa, B TOM
YHCJIe C TOKYMEHTaMH I10 INYHOMY COCTaBYy.

7. OdopmieHre TOKyMEHTOB AJIs IEpeIaui Ha apXUBHOE XpaHEHHE.

8. CocraBieHHE OMHUCH e MOCTOSHHOTO XPAaHEHUS U T0 JTUYHOMY
COCTaBy.
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I111.01.02 TIpousBoacTBEHHAS
MPAaKTHKA

1. CocraBneHue nepeuHss HOPMATHBHO-METOJUUYECKUX JIOKYMEHTOB,
PErIaMEeHTHPYIOLNX ~ JAEATEIIbHOCTh  CEKPETapCKOM  CIyObl B
OpraHu3alum.

2. CocraBienue cxembl pabouero Mecra CeKperaps U pyKOBOAUTEIS
OpraHu3alum.

3. CocraBienue miaHa paboyero JHs ceKpeTapsi.

4. O¢dopmiieHue TOKYMEHTOB O HallpaBJI€HUU B KOMaHIUPOBKY.

5. Pabota ¢ oOpaleHusIMH IpakJiaH.

6. AHanu3 0COOEHHOCTEH MPOBEJCHUS COBEIIAHWI B OpraHU3aIluu H
COCTaBJIEHUE MPOTOKOJIA COBEIAHMS.

7. OcymecTBiieHue Tene(OHHOro 00CTyKUBAHHUS.

8. AHamu3 COOCTBEHHOH JEATETBHOCTH B TIEPUOJ TPAKTHKH,
cucreMaTHu3anus u 00001eHe Pe3yIbTaTOB, HAMCAHUE OTYETA.

IIpumepnas TeMaTUKa
KYPCOBBIX pabot 1o
MJIK.01.01
JlokyMeHTalMoOHHOE

oOecrnieueHue yrpaBIeHUs

1. Opranuzanus JOKYMEHTAIMOHHOTO 00ECIIeUeHUsI YIPABICHHS
B YUPEXKIACHUHU.

2. Vcnonp3oBaHne HOBBIX HMH(POPMAIIMOHHBIX  TEXHOJIOTHH B
JIOKYMEHTAllMOHHOM O0€CIIEUYeHUH YIIPaBIICHUSL.

3. Pa3paboTka HHCTPYKIIMH MO JETONPOU3BOACTBY B YUPEIKIACHUH.

4. Anamus 0COOEHHOCTEH MOJATOTOBKHU u odopMIIeHUS
OpTraHU3aI[MOHHBIX JOKYMEHTOB.
5. Ananus 0COOEHHOCTEH MOJATOTOBKHU u oopMIIeHUS
pacToOpsIUTEIBHBIX JIOKYMCHTOB
6. Ananus 0COOEHHOCTEH MOJATOTOBKHU u oopMIIeHUS

MH(}OPMaLIOHHO-CIIPABOYHBIX IOKYMEHTOB

7. Ananus ycnoBuil Tpyaa paOOTHUKOB CITY>KOBI TOKYMEHTAIIHOHHOTO
oOecrieueHust yrpaBieHuUs

8. Ananus ocoOeHHOCTE BeAeHUs eTI0BOM NMEPETUCKU

9. Anammus BHYTPEHHEH periiaMeHTaIu OpraHu3aluu
JIEJIONPOU3BOICTBA
10.CoBepiiieHCTBOBaHUE JIOKYMEHTallHOHHOTO obecrieueHus

yIpaBJIEHUS C IPUMEHEHHEM HOBBIX HH(POPMALIMOHHBIX TEXHOJIOTUH
11.Pa3paboTka OpraHn3allMOHHO—METOJUYECKIX JOKYMEHTOB CIYKOBbI
JIOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIpaBIeHUs

12. AHanu3 paboTHI OT/elIa ASTOMPON3BOICTBA OpraHU3aIluN
13.AnHanmu3 JOKYMEHTOOOOpPOTa B COBPEMEHHBIX YUPEKICHHUSX.
«be3dbymaxxHOE AETONPON3BOICTBO»

14.Opranu3anus  perucTpauuy  JOKYMEHTOB.  XapaKTepUCTHKa
COBPEMEHHBIX PErHCTPALMOHHBIX POpPM

15.AHanu3 MeTOJOB OpraHu3alUMd KOHTPOJS 3a HCIOJIHEHHEM
JOKYMEHTOB B YCIIOBHSIX TPAJAHIIMOHHOTO JIEJIOPOU3BOICTBA

16. ABTOMaTH3UpOBaHHbIE CHUCTEMbI KOHTpOJII 32 HCIIOJIHEHUEM
JTOKYMEHTOB. OIBIT UX IPUMEHEHUS

17. Ananu3 npaBui u ocoOeHHOCTEH 0POpMIIEHHS TPOTOKOJIOB

18. AHaim3 paBmII U 0cOOEHHOCTEH 0POPMIICHHUS TTPUKA30B

19. AHanu3 JOKJIaTHOW, CIyKeOHOH, OOBSICHUTENHHOW 3aIMHCOK Kak
WH(POPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB

20.AHaM3  JTOJDKHOCTHBIX ~HMHCTPYKUMH  CIIELUAIHUCTOB  CIYXKOBI
JIEJI0NPOU3BO/ICTBA

21.AHaiu3 BHUJOB JIEIOBBIX MHUCEM W HMX  CTHJIMCTHYECKHX
0coOeHHOCTEHN

22.AHanu3 opraHuzanuu paboThl C JOKYMEHTAaMH B CTPYKTYPHOM
10/Ipa3/JIeJIeHun
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23.Ananmu3 mpoOseMbl 00ecreueHuss COXPAHHOCTH JOKYMEHTOB B

JIEIOTPOU3BOJICTBE

24. Ananu3  OCOOCHHOCTEHM  COCTaBJICHMSI HOMEHKJIATYpPHl  JIEI
OpTraHM3aIIH.

25.AHanu3  BHJOB  JIOKYMEHTOIIOTOKOB  OpraHM3allMik H X
XapaKTePUCTHKHU

26.Anann3 ocoOeHHOCTEH IMojcyera oO0beMa JOKYMEHTOOOOpOTa H
yueTra KOJIMYECTBA IOKYMEHTOB B OpTaHU3aI[uN

27.0co0CHHOCTH pETHCTpalldd W HWHICKCAIIMK JIOKYMEHTOB B
OpraHu3aIuu

28.0cob6eHHOCTH pabOThI C BXOIAIIMMHU JOKYMEHTAMH B OpTraHU3aIUH
29.0co6eHHOCTH paboThI C HCXOIAIIMMHU JOKYMEHTAMH B OpPraHU3allul
30.0cobenHocT  pabOTBI €  BHYTPCHHHMMH  JOKYMEHTaMH B
OpraHu3aIuu

31. AHanu3 BUOB KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB U MTOPYYCHUH B
OpraHu3aIuu

32.AHamu3 TpeboBaHM K (QopMHUpPOBaHHIO W OPOPMIICHUIO el B
JIJIIONTPOU3BOJICTBE OPTraHU3aAINN

AHHOTAUUA JMCHUIIMHBI (MOAYJIs1)
IIM.02 Opranusauus apXuBHOM padoThI 110 JOKYMEHTAM OPraHU3alHil pa3JIu4YHbIX (POpM

COOCTBEHHOCTH

[TpodeccuonanbHbIi MOAYIb

[IM.02 Opranu3zanus apXuBHOH pPabOTHI
M0 IOKYMEHTaM OpraHU3aIiil pa3IMuHbIX
(hopM COOCTBEHHOCTH

Mecto  mpodeccrHoHaIbHOTO
00pa30BaTebHOM POrpaMMbl

moayiass B crpykrype | [IpodeccuonasnbHbIit LUK
npodecCHOHATBHBIE MOITYIIN

M/K.02.01 Opranuzarmus

VI1.02.01 YuebHas npakTuka

O61mas Tpya0eMKOCTh MpoheCCHOHATBLHOTO MOIYIIS 468 yacos
U HOPMATUBHO-IIPABOBbIE

OCHOBBI apXMBHOTI'O JI€JIa 72 qaca
MJIK.02.02 MeTtoauka 1 MpaKkTUKa apXHUBOBEACHUS 72 qaca
MJIK.02.03 OGecnieueHne COXpaHHOCTH JOKYMEHTOB 72 qaca

MJIK.02.04 Opranuzanuss paboThl € 3JIEKTPOHHBIMH | 72 yaca
JIOKYMEHTaMH U 3JIEKTPOHHBIMU apXHUBaMHU

72 yaca

I111.02.02 ITpon3BoaCcTBEHHAs MpPaKTHUKa 108 yacos

B  pesymprare  ocBOeHUSs
MPOQECCHOHATIBHOTO MOJIYJISI
o0yJaromuiics JOIKeH

UMETH HpaKTH‘IeCKI/Iﬁ OIIBIT

— ydacTusi B KOMILJIEKTOBAaHMHM apXUBHBIMHU JeJaMHU (JOKYMEHTaMH)
apXuBa OpraHu3allly;

— BeJIeHMsS Yyu€Ta apXUBHBIX Jed (JOKYMEHTOB), B TOM YHCIE C
MCII0JIb30BAaHNEM aBTOMATHU3HPOBAHHBIX CUCTEM

— OCYILECTBJICHMS] XpAaHEHUS AapXUBHBIX Je1 (JOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpPAaHEHHS U IO JIMYHOMY COCTaBy B apXuBe
OpraHu3aluu

— obecnieuyeHus XpaHeHus, KOMILJIEKTOBAHHUS, yuérta u
MCII0JIb30BaHus A€l (IOKyMEHTOB) BPEMEHHOT'O XpaHEHUS

— OCYILECTBJICHMSI UCIOJb30BaHUSI APXMUBHBIX /€N (IOKYMEHTOB), B
TOM YHCJIE C UCTIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX CUCTEM
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YMETb

— BECTH CIIPAaBOYHO-TIIOMCKOBBIE CPEICTBA K AapXMUBHBIM JejaMm
(mokyMeHTaMm);

— BECTH Y4ET M KOHTPOJb BbIAAYM APXUBHBIX €] (JOKYMEHTOB) U3
apXMBOXPAaHWIMUILA U UX BO3BPATa;

—BECTM y4€T M  KOHTPOJb Iepeaaud Jed  (JOKYMEHTOB)
B T'OCYJapCTBEHHBII/MYHUIMITATIBHBIN apXyWB WM HAa WHOE BHEIIHEE
XpaHEHHE U NpHEMA /1€ C BHEIIHEr0 XpaHEHUs;

— BECTH Y4ET UCTOYHUKOB KOMIIEKTOBAHUS apXUBa;

— BECTH Y4ET CTPaxoBoro (oHa apXUBHBIX eI (JIOKyMEHTOB);

— BHOCUTbH IMPEAJIOKEHUS IO COBEPILIEHCTBOBAHUIO METOIUYECKOTO

obecrieueHus yuéra Pa3HbIX BUJIOB JIOKYMEHTOB B
JIOKyMEHTHPOBAHHBIX c(hepax AesITeIbHOCTH OpTraHN3aI[ul
— 3aIIMIIATh uHGOpPMaIMOHHbBIE pecypcbl apxuBa oT

HECaHKLMOHUPOBAHHOIO JOCTYIIA

— HUCIONB30BaTh WH(OPMAIIMOHHBIE TEXHOJIOTHU B 00JaCTH CO3aHUS
CIIPaBOYHO-TIOMCKOBBIX CPEJICTB apXUBa U JOKYMEHTHPOBAHHBIX cdep
JESATEIIBHOCTH OpraHu3aluy;

— HCIONB30BATh MEPEOBOI OTECUECTBEHHBIM U 3apYOE)KHBIN OIBIT I10
KOMIUIEKTOBAHHUIO apXMBa JelaMH (JOKYMEHTaMH) IOCTOSSHHOTO U
JIOJITOBPEMEHHOTO XPAHEHUS;

— HCIIOJIb30BaTh COBpEMEHHbBIE aBTOMAaTU3UPOBAHHBIE,
UH(OPMALIMOHHBIE W TEJIEKOMMYHUKAllMOHHBIE  TEXHOJIOIHH
JIOKYMEHTHPOBAaHHBIX c(hep AesITeIbHOCTH OpraHu3aIiH;

— KOHTPOJIMPOBaTh pa3pabOTKy CTPYKTYPHBIMU IOAPA3JIECICHUSIMU
onuceil U akTOB O BBIJECJICHUM HAa YHUUYTOXKEHUE JAeT (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B TPAJUIIMOHHOM U B AJIEKTPOHHOM BU/IE;

— obecnieunBaTh 3alIUTY Je1 (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHUs B
OpraHM3aly OT HECAHKLIMOHUPOBAHHOTO JIOCTYIIA WJIH YHUUYTOKEHUS;
— OKa3bIBaTh CTPYKTYPHBIM MOJPA3JCICHUAM MPAKTUUECKYIO MTOMOIIb
B OpraHM3aluy XpaHEeHUs Jell (JOKYMEHTOB);

— ONpeAeNATh CpPOKM XpaHeHHs el (JIOKyMEHTOB) BPEMEHHOIO
XpaHEHUS;

— OpPraHu30BbIBaTh M OOecleynBaTh XpaHEHHE Jiel (JOKYMEHTOB)
BPEMEHHOI'O  XPAaHEHUs OpraHu3aluud B TPAJIUIUMOHHOM M B
AIIEKTPOHHOM BHJIE;

— OCYILLECTBIISITh METOJUYECKOE PYKOBOJICTBO OpraHU3aluel XpaHEeHUs
nen (1OKyMEHTOB)
B CTPYKTYPHBIX [TO/Ipa3/JIe/IEHUsIX OPraHu3allnu;

— OCYIIECTBJIATh MOMCK JieNl (JOKYMEHTOB) BPEMEHHOIO XpaHEHHs B
IIPOLIECCE UX XPAHEHUS B CTPYKTYPHBIX IOJPA3JCICHUSAX U apXUBE
OpraHu3aluy;

— opopMiIATE  Y4€THBIE  JOKYMEHTBl 00  YHHYTOXKEHUH  Jel
(IOKyMEHTOB) BpEMEHHOI'O XPAHEHHUS C UCTEKILIMMU CPOKAMH XPaHEHUS
COBMECTHO CO CTPYKTYPHBIMH MOAPA3/IEICHUSIMHA OpraHU3aluu

— MOArOTaBIMBaTh WH(POPMALMOHHBIE JOKYMEHTHl [0 3alpocam
10JIb30BATENEN Pa3IMUHbIX KaTErOpPHil.

— MOJIb30BaThCS MH(}OPMaIlMOHHO-CIIPABOYHBIMU CUCTEMaMHU
JIOKYMEHTHUPOBAHHBIX c(ep NesTEIbHOCTH OpraHu3alliu;
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— MOJb30BaThCSl  CEPTUPUIMPOBAHHBIMU  aBTOMATH3UPOBAHHBIMU
CHCTeMaMH JOKYMEHTUPOBAHHBIX Cep AeATETbHOCTH OPraHU3aI|H 10
yuéTy, pEerucTpaluu, KOHTPOIIIO Jied (JJOKYyMEHTOB);

— MOJIB30BAaThC YUETHBIMH JOKYMEHTaMH B paMKaxX 3JIEKTPOHHBIX
MH(POPMALIMOHHBIX CUCTEM JOKYMEHTHUPOBAHHBIX c(hep NesATeIbHOCTH
OpraHu3aIuy;

— IPUMEHATh B paboTe pPEKOMEHJAIMK 3KCIEPTHO-TIPOBEPOYHOMN
KOMHCCUU WJIH SKCIIEPTHOW KOMHCCUU OpraHU3aluu;

— NPUMEHATH  HOPMATUBHbIE  MPABOBbIE  aKThl,  JIOKAJIbHbIC
HOPMAaTUBHBIE AaKThl OpPraHU3alMM M METOAMYECKHE JOKYMEHTHI B
00J1acTu yuéra apXMBHBIX e (JJOKYMEHTOB);

— NPUMEHATh TEpPeYyHHM C YKa3aHHEeM CpPOKOB XpaHEHHs el
(TOKYMEHTOB);

— NPUHMMATh apXUBHBIC JieNa (JOKYMEHTHI) Ha TIIOCTOSHHOE WU
JOJITOBPEMEHHOE XPaHEHHUE;

— MPOBOJUTH OMUCAHNE APXHUBHBIX /1] (JOKYMEHTOB);

— MPOBOJIUTH TOJHUCTHYIO MTPOBEPKY (DHU3MUYECKOTO COCTOSIHHS JIeT
(IOKyMEHTOB);

— MPOBOJUTH MPOBEPKY MOJHOTHI COCTAaBa APXUBHBIX JIOKYMEHTOB B
eIMHULIAX XPAHECHHUS,

— MPOBOJAWUTH  (U3UYECKOE  YHHUYTOXKECHHE JeN  (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHHS C HCTEKIIUMH CPOKAMH XpaHEHHs I10CIe
COTJIACOBaHUs CO CTPYKTYPHBIMH MOJpa3AeTICHUSIMH OpPraHUu3allnu;

— MPOBOJUTH AKCHEPTU3Y IEHHOCTU el (IOKYMEHTOB) BPEMEHHOTO
XpaHeHus, IepeJaHHbIX B APXUB;

— paboraTh ¢ TOJpa3ACICHUSMU/OPTaHU3AUIMUA  HCTOYHHKAMH
KOMILJICKTOBAHUS apXHBa;

— pa3MelaTh apXuBHbIE Jea (JOKYMEHThI) HAa MeCTaX XpaHEHHUS B
COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAHUSAMH B 00JIACTH apXUBHOTO
JieNia ¥ YIIPaBJICHUS TOKyMEHTAMU;

— pa3pabarbIBaTh CIPaBOYHO-MH(POPMALMOHHBIE JIOKYMEHTHI IO
OpraHu3alliil  MCIIONB30BaHMA  JeNl  (JIOKyMEHTOB) BPEMEHHOIO
XpaHEHHS B CTPYKTYPHBIX TOJpa3IeICHUSIX 1 apXUBE OpraHU3aIHH;

— pa3bICKUBATh HEOOHAPY)KEHHBIE JeTa (JOKYMEHTHI);

— CHUCTEMaTU3UPOBATh Jiesa (JOKYMEHTBI);

— CHCTEMaTU3UPOBaTh U 0000INATh CBEJCHUS O COCTABE U COACPIKaHUU
ApXUBHBIX €)1 (JOKYMEHTOB);

— co0JI01aTh HOPMATHBHBIE DPEXHMBI XPAaHEHHsS apXHUBHBIX JI€]1
(TOKyMEHTOB) Ha TIOOBIX HOCUTEISIX;

— co0J1t0/1aTh HOPMATUBHBIE CPOKH XPAHEHUS 1€l (JIOKYMEHTOB);

— COCTaBJISITh CIIPABOYHO-TIOMCKOBBIE CPENCTBA K APXHMBHBIM JejlaM
(ToxymeHTaMm);

— COCTaBJIATH CIIPABOYHO-TIOMCKOBBIE CPEJCTBA K ApXMBHBIM JeflaM
(TokymMeHTaMm);

— y4acTBOBATH B IPOBEJCHUHU SKCIIEPTH3bI LIEHHOCTH PA3IMYHBIX TUIIOB
U BHUJIOB JJOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMH PETJIAMEHTaMHU
OpraHu3aImy,

— (opMupoBaTh  €IUHMIIBI  XpAaHEHHs  JOKYMEHTOB JUISI  HX
MOCJIETYIONIEr0 pa3MeIeHus] B apXUBE OpraHu3ally;
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— (popMupOBaTH OCHOBHBIE M BCIIOMOTAaTEIbHBIC BHJbl APXUBHBIX
CIPAaBOYHHUKOB B AJIEKTPOHHOU opMme;

3HaTb

— BM/Ibl, PAa3HOBUIHOCTHU M (hOpMaThl BCEX BU/I0B IOKYMEHTOB;

— KPUTEpUU ONpPEIEICHHUS LEHHOCTU Jel (JOKYMEHTOB) JUId
JAJIIBHEHUIIETO XPaHEHUSI UM YHUYTO)KCHHUS,

— METOJMKa pa3padoTKU GOpPM YUETHBIX TOKYMEHTOB B TPAAULIHOHHOM
U B DJIEKTPOHHOM BU/JIE;

— METOJUYECKUE JOKYMEHTHI B 00JIaCTH UCIIOJIb30BaHU U IIyOJIUKALIIH
apXUBHBIX J€J1 (JOKYMEHTOB);

— METOAMYECKHUE JOKYMEHThI U HAallMOHAJIBHBIE CTAaHAAPTHI B 00JacCTH
JIEJIONIPOU3BOJCTBA U apXUBHOTO JIE]Ia;

— METOAMYECKHUE JOKYMEHThI U HAallMOHAJIBHBIE CTAaHAAPTHI B 00JacTH
yuéTa JOKyMEHTOB M JOKYMEHTHPOBAaHHBIX cdep AeATeIbHOCTH
OpraHu3aluy;

— HAY4YHO-METOJMYECKHE KPUTEPUU IKCIEPTU3bI LIEHHOCTH Pa3IN4HbIX
TUTIOB U BUJIOB e (JOKyMEHTOB);

— HOpMaTHUBHbIE IpaBoBble akThl Poccuiickoit denepaunn B 06gaCTH
uHpopManuu, HHOOPMAITMOHHBIX TEXHOJIOTUH, 3aIIUTHl HHPOPMALIUU
U IIEPCOHANIbHBIX JaHHBIX, HU(PPOBOI TpaHCHOpMaLUY;

— HOpMaTHUBHbIE IpaBoBbIe aKkThl Poccuiickoit denepaunun B 00gacTH
KOH(HICHIIMATHLHOCTH HHPOPMALINH;

— HOpMaTHBHBIC TIPaBOBBIE akThl Poccuiickoit Denepanuu B chepe
JIEJIONIPOU3BOJCTBA U apXUBHOTO JIE]Ia;

— o0lMe NpUHIUNBI y4yéTa M KOMIUIEKTOBAHHUS Jiesl (JJOKYMEHTOB)
OTrPaHUYEHHOIO 10CTYIIa;

— OpPraHU3allAOHHBIC  IPUHLMIBI  HCIOJIB30BAHHUA  JIOKYMEHTOB
OTPaHUYEHHOTO JIOCTYIIA;

— OpraHM3allMOHHbIE MPUHIUIBI KOMIUIEKTOBAHUS J1eM1 (JIOKyMEHTOB)
OTPAaHUYEHHOTO JI0CTYIIA;

— 0COOEHHOCTH OpraHu3alMy XpaHEeHUus JeNl (JIOKyMEHTOB) Ha
Pa3IMYHBIX HOCUTEIISX;

— OTEYECTBEHHbIE M 3apyOexHbIE CEPTHUPHUIMPOBAHHBIE CHCTEMBI
ABTOMATH3UPOBAHHOTO Y4&Ta apXUBHBIX 1€ (JIOKyMEHTOB);

— NMopsAI0K (GopMUPOBaHMSI JOKYMEHTOB B KOMIUIEKTBI, TPYIIIbI, THUIIBI,
— MpaBujIa CUCTEMaTH3alMU U KIaccu(UKalMU JOKYMEHTOB;

— MpaBujIa XpaHEeHUs Jel (JOKYMEHTOB) B COOTBETCTBUU C UX THIIAMH;
— cepTu(UIUpOBaHHbIE HH(OPMAIIMOHHO-TIOUCKOBBIE CHUCTEMBI B
o0nactu pa3paboTku Hay4YHO-CIIPAaBOYHOTO anmapara
JIOKYMEHTHPOBAaHHBIX c(hep AeITeTbHOCTH OpraHu3aIiHg;

— CIIOCOObI M TEXHOJOTMH JIOKYMEHTHPOBAHMS PAa3IUYHBIX BHJIOB
npodecCHOHATBLHOM 1eATeNbHOCTH;

— CPOKM BBINIOJIHEHHST PAa0OT MO OpraHU3alMyd  HCIOJIb30BAHUS
ApXUBHBIX JIeJT (IOKYMEHTOB);

— CPOKHU BBINOJIHEHUS paboT 1Mo y4ETY apXUBHBIX A€l (JOKYMEHTOB);

— craHaapTtbl  OoQOpPMIIEHHS  OpraHHU3alMOHHO-PACTIOPSIUTEIHHON
JIOKYMEHTaIUH;

— TEOPETUYECKUE U METOJUYECKHE AaCIEKThl KOMIUIEKTOBAHMS M
AKCIIEPTU3BI IEHHOCTU BCEX BUJIOB IOKYMEHTOB;
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— TpeboBaHUs K OQGOPMIICHHIO JIOTOBOPOB Ha pean3aluio yCIyT
BHEIITHETO XPaHEHHUsI JIeJT (JIOKyMEHTOB);

- Tpe6OBaHI/I$I K IIOATIOTOBKE AapXHMBHBIX CIIPABOK M BBIIIKUCOK U3
APXUBHBIX TOKYMCHTOB,

— TpeOoBaHMs K TpoleccaM YHMYTOXKEHHS HWHPOpPMALUU B
TPaTUIIMOHHOM H JIEKTPOHHOM BUJIE;

— TpeOOBaHMUs K yCTAaHOBJICHHBIM HOPMaM BBIPAOOTKH;

— TpeboBaHUs K y4E€Ty 0CO00 IIEHHBIX M YHHKAJIbHBIX apPXMBHBIX JIEJI
(10KYMEHTOB);

— TpebOBaHUs OXpaHbI TPY/a.

— YHU(UIUPOBAHHYIO CHCTEMY OpIraHHU3aIlIOHHO-PACHIOPSAUTEIBHOM
JIOKYMEHTAIUU;

Konst (bopmMHupyeMbIX
KOMIIETEHIINH

OK 01 -09;IK 2.1 -2.5

Kpatkoe conepxanue

M/JK.02.01 Opranuzauus u
HOPMAaTHBHO—TIPAaBOBBIC
OCHOBBI apXHBHOTO JIeJa

Paznen 1. PasBurme apxuBHoro geasa B Poccum B
JA0PEBOJIOLIMOHHBINA Mepuoja

Tema 1.1 [lonsiTrie apXUBHOTIO JieJla U ApXUBOBEICHUS

Tema 1.2 CraHoBieHHE apXHUBHOTO Jeja B JOTIETPOBCKUHN MEPUOI.
Tema 1.3 ApxuHoe zneno B Poccuiickoil umnepuu

Pa3zgen 2. PazBuTHe apXuBHOIO /1€JIa B COBETCKUI MEePHOJ

Tema 2.1 CraHoBieHne coBeTCKoW apxuBHOU cucteMsbl (1917 — 1941
r.).

Tema 2.2 ApXuBHOE JI€710 B [TOCJIEBOCHHBIN NIEPUO]L

Paznen 3. HopmaTuBHO — MeTOAMYeCcKasi 0a3a apXUBHOIO Jiejia
Tema 3.1 OOmas xapakTepUCTHKA 3aKOHOJATEIbHON 0a3bl B cdepe
apXUBHOTO Jea.

Tema 3.2 Meroauuyeckie IOKYMEHTHI W JIOKAIBbHBIE aKThl B cdepe
apXMBHOTO Jela

Pa3nea 4. [IpaBoBoii cTaTyc apXHBHBIX IOKYMEHTOB

Tema 4.1 Ilonsatue apXMBHOro JOKyMEHTa. Bunabl apXuBHBIX
JIOKYMEHTOB.

Tema 4.2 [IlpaBoBoe peryiupoBaHHE JOCTylla K apXHUBHBIM
JIOKyMEHTaM.

Pa3zpnen S. Y4acTHUKH apXUBHBIX IPABOOTHOLICHUH

Tema 5.1 [lonsTue apxuBa, BUAbI U (PYHKIIMU apXHBOB.

Tema 5.2 TIlpaBa u 00S3aHHOCTM  YYaCTHHUKOB  apXMBHBIX
IIPAaBOOTHOLIEHUH.

Tema 5.3  OTBeTCTBEHHOCTh 32  HapylIeHUE  apXUBHOIO
3aKOHOZATEIbCTBA

Pasnen 6. IlpaBoBoe peryjupoBaHue OpPraHu3aluv Tpyaa
apxuBapuyca

Tema 6.1 OOmias XxapakTepUCTHKA 3aKOHOJATEIHCTBA, PETYIUPYIOIIETO
TPYZOBBIE OTHOILIEHUS apXUBapHyca

Tema 6.2 3akiOoyeHHWE€ W COJAEpP)KAHME TPYIAOBOIO JOTOBOpa C
apxuBapuycoMm. [IpaBuia BHyTpEHHEr0 TpyAOBOIO paclopsIKa

Tema 6.3 TloHsiTHE W AIEMEHTHI 00CCIIEYCHHS MEXIUCITUTIIIMHAPHOTO
Kypca TpyZa apxuBapuyca

Tema 6.4 PaGouee Bpemst apxuBapuyca

Tema 6.5 [Ilopsanok mpekpamieHuss TpyJOBOrO JOrOBOpa C
apX1UBapHUyCoOM
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Pazgen 7. IlpaBoBoe peryjimpoBaHue OpPraHu3aluu OXpaHbl TPyaa
U MOKapPHOH 0€30I1aCHOCTH B apXHBax

Tema 7.1 IlonsaTHe, mpaBOBOE PETYIUPOBAHUE M 3HAYCHHE OXPaHbI
TpyZJa apxuBapuyca

Tema 7.2 WHCTpyKTaX COTPYAHUKOB apXWBa IO OXpaHE Tpyaa H
Mo>KapHOM 6€30MacHOCTH

Tema 7.3 Cpoku XpaHeHUsI TOKYMEHTOB 110 OXpaHe Tpy/a.

Tema 7.4 OOGecrneyeHne MPOU3BOACTBEHHON CAHUTApUU M TUTHUEHBI
TpyJa apxuBapuyca

Tema 7.5 ObGecrieueHne noxapHOi 6€30aCHOCTH apXHBOB

Paznen 8. Cucrema apxuBHoro yrnpaniienusi B Poccuiickoit @enepanuu
Tema 8.1. Opransl ynpaBjieHUss apXUBHBIM jenoM B Poccuiickoii
denepanuu

Tema 8.2 [Tonnomouns denepanbHOr0 apXUBHOIO areHTCTBA

Paznen 9. Apxusnbiii hony Poccuiickoit deneparun

Tema 9.1. IIpaBoBoii cratyc ApxuBHoro ¢onaa. Ero rocynapcrsenHas
Y HEroCcyJapCTBEHHAsl 4YacTH

Tema 9.2. Kpurepun BKIIOYEHUS JTOKYMEHTOB B COCTaB ApPXHUBHOIO
donaa Poccuiickoit deneparun

Tema 9.3. BxiroueHre apXUBHBIX JOKYMEHTOB B COCTaB ApPXUBHOIO
donaa Poccuiickoit deneparun

Paznen 10. Bunst apxuBoB u poHm000pa3oBaHme

Tema 10.1. denepanbHble, peruOHANBHBIE, MYHUIIUIIAJIbHBIE APXUBBHI,
0COOCHHOCTH (POHI000pa30BaAHUS

Tema 10.2. denepanbHbie apXuBbl B cepe COUANBHO -TTOTUTHIECKON
UCTOpUU

Tema 10.3. ®enepanbHbie BOCHHO-UCTOPHUUECKHUE APXUBbI

Tema 10.4. @enepanbHble apXUBbI B Cepe JIUTEPATypbl, UCKYCCTBA U
HKOHOMHKH

Tema 10.5. ®enepanbHble TEXHOTPOHHBIE APXUBBI

Tema 10.6. BemomcTBeHHbIE apXUBBI, OWUONHMOTEKH U MY3eH,
OCYIIECTBIISIONIME TOCTOSTHHOE XPAaHEHHE JOKYMEHTOB ApPXUBHOTO
donna Poccuiickoit @enepanun

Tema 10.7 Iopsinok mepeaaun JOKYMEHTOB Ha MOCTOSTHHOE XpaHEHHE B
(benepanbHble, peTHOHANBHBIE U MYHHUIIUIIAIbHbIE apXUBBI

Tema 10.8. Cpoku XxpaHeHMs] TOKYMEHTOB B apXHWBE OpraHU3alluHy,
benepanbHbIX, PETHOHAIBHBIX U MYHUIIMIATBHBIX apXUBaX

Pasmen  11.  Opranumzanuss  paboTbl  TOCYAApCTBEHHBIX U
MYHUIIUTIATBHBIX apXHBOB

Tema 11.1. OcobeHHOCTH NpPaBOBOro cTaTyca U MOpsAKa padOThI
roCyJJapCTBEHHBIX 1 MYHHUIIMIIAJIbHBIX apXUBOB

Tema 11.2. Metoauka pacuera IITaTHOW YHCICHHOCTH COTPYAHHUKOB
apXUBOB

Tewma 11.3. IIpaBoBbIE OCHOBBI OKa3aHUS APXUBAMU IJIATHBIX YCIYT
Pasznen 12. Opranuszanus TEKyIIEro XpaHEHHUs TOKYMEHTOB B apXHBE
OpraHu3aluu

Tema 12.1. Co3nanue apxuBa opraHu3aliu

Tema 12.2. Ilepenayda eyt B apXyuB OpraHu3alun

Tema 12.3. XpaHeHue W UCHOJIB30BAaHUE JOKYMEHTOB B apXuBE
OpraHu3aluu

MJIK.02.02  Meroauka
MIPAKTUKA apXUBOBEICHHUS

u

Paznen 1. OcHOBBI OpraHM3anuM J0KYMEHTOB W JieJl APXHBHOIO
donna
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Tema 1.1. Hay4uHbie OCHOBBI METOJIMKH W MPAKTUKU aPXUBOBEICHUS
Tema 1.2. Opranuzanus JOKYMEHTOB B Ipenenax ApxXuBHOTro (oHma
Poccuiickoit denepanuu

Tema 1.3. Opranuzanus JOKYMEHTOB B IIpEZEIaX apXUBOB

Tema 1.4. Opranuzanus JOKyMEHTOB B IIpeiejiaX apXuBHOTO (hoHIa
Pa3nes 2. Opranusanusi KOMIUIEKTOBAHUSI APXHBA IOKYMEHTAMH
Tema 2.1. Onpenenenre HICTOYHUKOB KOMITJIEKTOBaHUS apXHBa

Tema 2.2. Opranu3zanus npouecca KOMIJIEKTOBAaHUS apXUBa

Pazgen 3. DkcmeprH3a NIEHHOCTHM JOKYMEHTOB B TeKYylIeM
JeJI0NPOU3BOACTBE

Tema 3.1 IloHsaTue skcnepTH3bl LEHHOCTH JOKYMEHTOB M JTalbl €€
IIPOBECHUS

Tema 3.2 [TpuHUMIIBI U KPUTEPUU SKCIIEPTU3BI LICHHOCTH JOKYMEHTOB
Tema 3.3. Opranu3zanus paboTbl SKCIEPTHBIX KOMUCCHUI

Tema 3.4 [TopsgoK IPOBENCHUS SKCIIEPTU3BI LICHHOCTH JOKYMEHTOB
Tema 3.5 Topsinok opopMIICHHS PE3YJIBTATOB IKCIIEPTH3BI IICHHOCTH
JIOKYMEHTOB

Pa3nes 4. MeTonunka cocraBiieHUs] ONUCEH

Tema 4.1 CocraBiieHHe ONUCH J€1 MOCTOSHHOTO U JOJTOBPEMEHHOTO
(cBblmie 10 n€eT) CPOKOB XpaHEHUs

Tema 4.2 CocraBieHre BHYTPEHHEN OMUCH JEJl U aKTOB O BbIJCICHUU
K YHUUTOKEHUIO JIeJ1, HE MOJIeKAILNX XPaHEHUIO

Tema 4.3 TpebGoBanusi kK 0hGOPMIICHHIO e, MPEAHAZHAUYCHHBIX IS
nepeauy B apXuB

Pazgen S. IlpaBuia mnepexauyu el B apXMB U YHHUYTOKEHUS
JOKYMEHTOB

Tema 5.1 Opranuzauus nepenadyu Jei1 Ha OyMa)KHOM OCHOBE B apXUB
OpraHu3aluu

Tema 5.2 Opranuzanus nepegadyu 3JI€KTPOHHBIX TOKYMEHTOB B apXUB
OpraHu3aluu

Tema 5.3 [lopsai0K YHUYTOXKEHUS TOKYMEHTOB

Paznen 6. CnpaBoyHO-TIOMCKOBbIE CPEACTBA K AapPXHBHBIM
AOKYMEHTaM

Tema 6.1 HayuHo-cripaBOUHBIM apXUBHBIHN anmapaT

Tema 6.2 MeToauka onyvcaHus apXUBHBIX JOKYMEHTOB U JI€JT

Tema 6.3 CucremMa KaTajaoroB B apXuBe

Tema 6.4 ApXuBHbIE yKa3aTelu, KApTOTEKH, IIyTEBOIUTENN

Paspnen 7. Ucnosib30BaHKMe apXMBHBIX IOKYMEHTOB

Tema 7.1 @opMBbl HCIIOJIB30BAHUSI ADXUBHBIX TOKYMEHTOB

Tema 7.2 Opranu3anus padoThl YUTATLHOTO 3aJ1a apXHBa

Tema 7.3 McniosiHeHne apXyUBaMH 3alIpOCOB IPAKAAaH U OpraHU3aluii
Pa3znen 8. IlepcniekTuBHBIC HANpaBJIeHUSA pa3BuTHs
apXHBOBe/ICHUS

Tema 8.1 ApxuBHas ’BpUCTUKA

Tema 8.2 OnieHKa CTOMMOCTH apXUBHBIX TOKYMEHTOB

MJIK.02.03 OGecneueHune
COXPAHHOCTH JIOKYMEHTOB

Paszpnen 1. Opranusanus yyera J0KyMEHTOB apXMBHOIO (poHaa
Tema 1.1 ITonstue 06 yuere qokymMmeHTOB AD PO u 1pyrux apXuBHBIX
JIOKyMEHTOB

Tema 1.2 CucremMa u BeIeHHE yUETHBIX IOKYMEHTOB

Tema 1.3 ITacrmopt apxuBa, Kak OCHOBHOM YYETHBIN JOKYMEHT apXUBa
Pa3nesn 2. Opranusanus onepaTMBHOIO XPaHEHHUs JOKYMEHTOB B
apxuBax
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Tema 2.1 ®opMupoBaHUe U CHUCTEMATHU3AIUS APXUBHBIX (DOHIOB

Tema 2.2 [IpoBepka HanUUUs U COCTOSHUS JOKYMEHTOB apX1Ba

Tema 2.3 O6ecnieueHre COXpaHHOCTH IOKYMEHTOB B apXHBE

Tema 2.4 IlepeuHn apXuBHBIX JAOKYMEHTOB C YKa3aHHUEM CPOKOB HX
XpaHEeHUsI

Pa3nesn 3. OcHoBHBIe TPeOGOBaHUSI MO 00eClIeYeHHI0 COXPAHHOCTH
JAOKYMEHTOB

Tema 3.1 TpeGoBaHus K 31aHHSIM, MOMEIIEHUSIM U 00OPYIOBAHHIO
apxuBa

Tema 3.2 Pexumbl XpaHeHUs1 JOKYMEHTOB B apXHUBax

Tema 3.3 Pa3MmeleHre JOKYMEHTOB B XpaHWIMIIE apXHUBa

Tema 3.4 Ompenenenue coctaBa 0CO00 LEHHBIX JIOKYMEHTOB U
CO3/1aHHE Ha HUX CTPaxoBOro (GoHzaa

Pa3nen 4. CoBpeMeHHbIe METOAMKH KOHCEPBALMU M pPecTaBpaliu
aApXUBHBIX IOKYMEHTOB

Tema 4.1 IlepBuuHas pecTtaBpanusi M KOHCEpBALUs apXUBHBIX
JIOKYMEHTOB

Tema 4.2 TexHoioruw, TIpUMEHSEMblE NpPU KOHCEpBALUU MU
pecTaBpaly apXUBHBIX JOKYMEHTOB

Tema 4.3 Jleaun(pekuust apXUBHBIX JOKYMEHTOB

M/IK.02.04 Opranuzamus
paboTHI € JIEKTPOHHBIMU
JIOKyMEHTaMU U

JICKTPOHHBIMHU apXHUBAMHU

Pa3nen 1. OcHOBBI padOTHI € 3JIEKTPOHHBIMH JOKYMEHTAMM

Tema 1.1 IloHATHE 3JIEKTPOHHOTO TOKYMEHTAa U INPABOBBIE OCHOBBI
AIIEKTPOHHOT'O JOKYMEHTO000pOTa

Tema 1.2 IlpaBoBble OCHOBBI M OCHOBHBIC TPEOOBaHHS K CHCTEME
AIIEKTPOHHOT'O JOKYMEHTO000pOTa

Tema 1.3 Mojenu 37€KTpOHHOTO IOKYMEHTO000pOTa

Tema 1.4 OcHOBHBIE DBJEMEHTBHI  CHUCTEMBl  3JEKTPOHHOTO
JIOKYMEHTOO000pOTa

Paspnen 2. Opranuszanus padoTbl 3JIEKTPOHHOI0 apXHBa

Tema 2.1 TexHnueckoe oCHaIll€HUE 3JIEKTPOHHBIX apXUBOB

Tema 2.2 KommekToBaHue apXuBa OpraHU3allMd JJIEKTPOHHBIMU
JIOKyMEHTaMU

Tema 2.3 OuudpoBka apXUBHBIX JOKYMEHTOB

Tema 2.4 Opranuzaiusi XpaHeHUS W HCIOJIb30BaHUS DJIEKTPOHHBIX
JIOKYMEHTOB B apXUBE

Pa3nen 3. ObecnneueHne COXpaAaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM

apxmuBe

Tema 3.1 CrpaTterus AOJATOBPEMEHHON COXPAHHOCTH 3JIEKTPOHHBIX
JTIOKYMEHTOB

Tema 3.2 VcinoBus o0ecniedeHUss COXPAHHOCTH  3JIEKTPOHHBIX
JTIOKYMEHTOB

Tema 3.3 Opranuzanus KOIUPOBAHUS, KOHBEPCUU U MUTpAIUH
IIEKTPOHHBIX TOKYMEHTOB

Paznen 4. CoBpemMeHHble HHGOPMALMOHHbIE TEXHOJIOTHH B
apXHBHOM J1eJs1e

Tema 4.1 Undopmartuzanusi apxuBHOTO Jiena

Tema 4.2 Obure TpeOoBaHMs K IPEACTABICHUIO HH(OPMAIIMK apXUBa
B MHTEpHETE

Tema 4.3 Pa3paboTka calita apxuBa

Tema 4.4 Ily6nukanust apXuBHbIX JOKYMEHTOB B (hopmare MHTEpHET-
BBICTaBKHU

Tema 4.5 TexHOTpOHHBIE aPXUBHI.
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[TyOnukanust apXuBHBIX TOKYMEHTOB B (hopmare MHTEepHET-BbICTaBKHU.

VI1.02.01 YueOHas npakTuka

Tema 1. Opranm3zanuss ¥W HOPMATHBHO-NIPABOBbIe OCHOBBI
apXHBHOIO JeJia

1. CocrtaBuTh mepeYeHb HOPMATHUBHO-METOJUYECKHX JOKYMEHTOB,
periIaMeHTHPYIOUNX PadoTy apXUBa OpraHU3alNu.

2. JlaThb ompenencHHE <«apXuB», «apXUBHBIH QoHD», «AD PDy,
«poHaupOoBaHNE JOKYMEHTOBY, «apXUBOXPAHUIIUIIEY, «IECMO3UTAPHOE
XpaHeHue 10KyMeHTOB AD PDy.

Tema 2. I'ocypapcTBeHHbIEe, MyHMIMNIAJIbHbIE APXUBbI U APXUBBI
OpraHu3anuu

1. CoctaBuTh cXxemy Kiaccuukanuu J0KyMeHTOB B mipejenax AD PO
2. Jlatp XapakTepuCTUKY (enepaibHOMY (TOCYAapCTBEHHOMY,
MYHUIIUIIAJILHOMY) apXUBY

Tema 3. MeToanka 1 NIPAKTHKA apXUBOBE/ICHUS

1. CocTaBUTh XapaKTEPUCTHKY CIHCKAa UCTOYHHUKOB KOMIUIEKTOBAHUS
OJTHOTO W3 TOCYJapCTBEHHBIX WM MyHULIMTIAIBHBIX apXUBOB CYOBEKTa
Poccuiickoit deneparuu

2. CocTaBUTH B IPaBUIIbHOM NOCIIEA0BATEIBHOCTH IIEPEUEHB paboT MU
VOOPSAOYEHUH  JTOKYyMEHTOB. JlaTh  0OBsICHEHHME, 4YTO TakKoe
«OKCIIEPTHU3a LICHHOCTU», «ONUCAaHUE TOKYMEHTOBY, «BUbI ONHUCEN»

3. Jlatp ompeneneHue TepMHUHAM «WH(MOpMalMOHHAs AEATeIbHOCTh
apXuBa», «UCIOJb30BAaHUE APXUBHBIX JOKYMEHTOB, «y4YETHBIH
JTOKYMEHT», «apXUBHBIN CIIPAaBOYHUK»

Tema 4. Obecnneyenne COXpaHHOCTH JOKYMEHTOB

1. [lepeuncnutsb OCHOBHBIE HOPMAaTUBHBIE JOKYMEHTBHI,
perIaMeHTUpYIOIIKE MpaBuila 00ECIeUeHUs] COXPAHHOCTH apXUBHBIX
JIOKyMEHTOB

2. IlepeuMcnuTh OCHOBHBIE XapaKTEPUCTUKH PEXKUMOB XpaHEHUs
JIOKyMEHTOB

Tema 5. Ananu3 COOCTBEHHOM ACATEIHHOCTH, 0000IIIEHNE PE3YIBTATOB
1. AnHamu3 coOCTBEHHOM [eATENbHOCTH B NEpUOJ IPaKTHKH,
CUCTeMaTH3alys 1 000011eHNe pe3yIbTaTOB, HAIMCAHNUE OTYETA.

[111.02.02 TIpousBoacTBeHHAs
MpaKkTUKa

Tema 1. HopmaTuBHO-IPABOBbIE OCHOBBI APXHUBHOIO J€J1a

1. CocraBuThb HCTOPHUYECKYIO CHpPaBKy K JOKYMEHTaM apxuBa
OpraHu3aluu

2. [Ipoananu3upoBaTh MOJOKEHUE 00 SKCIEPTHON KOMHUCCUU U apXUBE
IIPEIITPUITHS

Tema 2. I'ocynapcTBeHHble apXHBbl, MYHHMIUNAJbHbIE APXUBBI,
apXMBbl OpPraHu3an M

1. CocTaBuTh CXe€My yHpaBlI€HUS! apXUBHBIM JeJIoM (cyOobekTe PD).
Tema 3. MeToanka 1 NIPAKTHKA APXUBOBEACHUS

1. IIpoananu3upoBaTh MPOLIECC YHUUYTOKEHUS JOKYMEHTOB B apXHBE,
ABJISIOIIErocs: 62301 MPaKTHUKU

2. JIaTh XapaKTEPUCTUKY YUETHBIM TIOKYMEHTAM apXUBa, SIBJISIOIIETOCS
0a30ii mpoBeeHUs MPOU3BOICTBEHHOIN NPAaKTUKH, B TOM 4Hcie 0azam
JAHHBIX, BEIYILIUMCS B apXUBE

3. Jatb xapakrepuctuky cucteme HCA. IIpoananu3zupoBaTb apXuBHbIE
CIIPaBOYHHKHU apXHUBa, SIBISIOIIErocs 0a30i1 MPaKkTUKH.

4. CocTaBUTh apXMBHYIO CIPAaBKy Ha OAWH U3 COLMAIBHO-IPABOBBIX
3aMpocoB, MOCTYNUBLINX B apXHB, SBISIOLIETOCs 0a30i MpOBEACHUSA
MPAaKTUKH

Tema 4. O0ecnneyeHue COXPAHHOCTH APXUBHBIX JOKYMEHTOB
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1. Jlathb XapaKTepUCTUKy OCHOBHBIM HOPMATHBHBIM PEKHMaM
XpaHEeHUs JOKYMEHTOB B apXUBe

2. Ilpoananu3upoBaTh KOMIUIEKC MEp MO 00€CIIEUYeHNUI0 COXPaAaHHOCTH
JIOKYMEHTOB B apXUBE, SIBJISIOIIEMCsI 02301 MPAKTUKH.

Tema 5. AHaau3 COOCTBEHHOM [efITEJIbHOCTH, 0000IIeHHe
pe3yJibTaToB

. Anaim3 CcOOCTBEHHOW JESTEIIBHOCTH B TEPUOJ IPAKTUKH,
CUCTeMaTH3aIys u 0000IeHNe pe3yIhbTaTOB, HAMMCAHUE OTUYETA.

AHHOTAIUSA TUCHUILIMHBI (MOIYJIs1)
IIM.03 BoinosiHeHue padoT 10 OJHOM WJIM HECKOJBKUM Npodeccusiv padodux, 10JKHOCTAM

CIIYKAIMX

[TpodeccnonabHBIA MOYITH

[IM.03 BeimonHenue paboOT MO OJHON WM
HECKOJIbKUM npodeccusm pabouux,
JOJKHOCTSIM CITY>KaIUX

Mecto npodeccnonampbHOro Monynst B crpykrype | [IpodeccrmonansHbIi LUK

00pa3oBaTeNbHOI MPOrpaMMbl

[Ipodeccronanbubie MOYIH

OO6mmast Tpya0eMKOCTh IPpoeCCHOHATBLHOTO MOyl | 216 9acoB

MJIK.03.01 BeimonHenue paboT 1o T0JKHOCTH

ciyxariero "Cekperapp—agmMuHucTpaTop" 108 yacos
VYI103.01 YueGHast mpakTuka 36 gacoB
I111.03.02 TIpousBoacTBEHHAS PAKTHUKA 72 4qaca

B pe3yJibTaTe OCBOCHHUS

npodeccuoHaIbHOTO MOJTYJIse

00yJaronumincs 10JKeH

HUMCTb HpaKTI/I‘leCKI/Iﬁ OIIBIT

— [IOJIy4eHMsT ~ HeoOXoAMMOW  MHpOpMaLMKM U HepeAayu
CaHKI[MOHUPOBAHHOM MH(OPMALUU C UCIOJIB30BAaHUEM CPE/ICTB
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUN

— KOOpAMHAIUK paboThl NPUEMHON PYKOBOAMUTEINS U 30H Mpuéma
Pa3IMYHBIX KaTEropHuil MOCETUTENEN OpraHu3alun

— IJIAHUPOBaHUsl pabovyero BpeMEHU PYKOBOJUTENS U pabodero
JIHS CeKpeTapst

— OpraHu3aluu JIEJIOBBIX MOE370K PYKOBOJUTENS
U IPYTUX COTPYAHUKOB OpraHu3aluu

— OpraHM3allud U TOoJJepKaHus (YHKIIMOHAIBHOIO paboyero

IIPOCTPAHCTBA
— OpraHu3allid TOJATOTOBKM M IPOBEIEHUS KOH(PEPEHTHBIX
MEPOIIPUATHH, o0ecrnieueHus MH(}OPMALIOHHOTO

B3 aHMOHeﬁCTBHH PYKOBOAUTCIIA C noapa3aciiCHuAMA u
JOJDKHOCTHBIMU JIMIAMHW OPraHu3alnuu

YMETb

— BECTH M HCII0JIb30BaTh B paboTe 6a3y KOHTAKTOB OpraHU3aInHg;
— BECTU IIpUEM, Iepelayy U OTIPABKY JOKYMEHTOB;

— BECTH YYETHbIE PErUCTPAllMOHHbIE (OPMBI 1O HPUEMY
noceTuTeNne 1 opopMIIITh MPOIYCKa;
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— BECTH y4€THBIE PETUCTpallMOHHBIE (DOPMBI, HCIIONb30BATh UX
Ui MHGOPMALMOHHON paboTel M paboThl MO KOHTPOJIIO
UCIIOJTHEHUS TIOPYYEHUII;

— BCTpeYarThb MOCETUTENEH, MoIyyaTh NEPBUYHYIO HH(POPMAIIHIO
0 MOCETUTENSX, YCTAHABIUBATH MOPSAAOK MpUEMA JUTS pa3IMIHbIX
KaTeropuil MoCeTUTENEH;

— BBIOMpATh ONTUMAJILHBIE CIIOCOOBI BHEITHETO W BHYTPEHHETO
UH(POPMHUPOBAHUS O TUIAHUPYEMBIX MEPOIIPHUATHUSAX;

— BBIOUPATH POPMBI INITAHUPOBAHUS U OPOPMIIATH IIIAHUPOBIIUK
(opranaiizep) pyKOBOIMTENS U CEKpeTaps;

— JOKYMEHTHPOBATh Pa3HbIC ATAIbl MPOLEAYPHl MOATOTOBKH H
NPOBEICHUS KOH()EPEHTHOTO MEPOTIPUATHS;

— UHPOPMUPOBATH PYKOBOJIUTEINS O MPUOIMKEHUN BPEMEHH U
perjJamMeHTe 3arIlaHUPOBAaHHBIX BCTPEY M MEPOTIPUSTHUI;

— HCIOJB30BaTh cpeacTsa UH(POPMALMOHHBIX u
KOMMYHHUKAIIHOHHBIX TEXHOJOTUN JUIS TMOJy4eHHs] M Tepeiadn
nHpopManuu;

— HCIOJB30BaTh cpeacTsa MH(POPMAIMOHHBIX "
KOMMYHUKAITHOHHBIX TEXHOJIOTHiA TUIS obecrniedeHus
B3aMMOJICHCTBHS C PYKOBOAMTEIEM BO BpeMsl €ro JIeJI0BOM
MOE3/IKH;

— oOecneunBaTh MHPOPMALMOHHYIO 0e30macHOCTb
JeSITeTbHOCTH OpTaHU3aInHg;

— obecnieunBath pabodyee MecTo W (YHKIMOHAIBHOE padouce
MPOCTPAHCTBO HEOOXOJMMBIMH CPEICTBAMHU OpPraHU3aLMOHHON
TEXHUKHU, MEOEITBIO U KaHLIETSIPCKUMU TIPHHAJICKHOCTIMU;

— OpraHU30BBIBaTH U OPOHUPOBATH EPETOBOPHBIE KOMHATHI;

— OpraHu30BbIBaTH IMPOLIECC MOATOTOBKM M  IPOBEICHUE
KOH(EPEHTHOTO MEpPONpUATHS HHIAMBHIYalbHO M B COCTaBE
paboueii rpynmsl;

— OpraHM3OBbIBaTh paboyee MECTO B COOTBETCTBUU C
TpeOOBaHUSAMU SPTOHOMHKH U KYJIbTYPbI TPY/Ia;

— OCYIIECTBJIATH TPOBEPKY JOCTOBEPHOCTH, IIOJHOTHI H
HEMPOTHBOPEUMBOCTH JIaHHBIX, MCKIIOYEHHE IYOJUPOBAHMS
uH(popMaLnu;

— OCYILECTBIISTH coop, 00paboTKy uHpopMaluy,
CHCTEMaTH3alMIO MTOJTy4yaeMbIX U IepelaBaeMbIX JaHHbIX;

— OCYIIECTBJIATH TPEBEJI-TIOACPIKKY JCTOBBIX TTOE3/I0K;

— 0(opMIIATH OTYETHBIC JJOKYMEHTHI O JIETTIOBOM MOE3/Ke

— TOAJEepPXHUBATh CPEJICTBA OPTaHW3AIMOHHON TEXHUKH B
paboueM COCTOSTHUHU

— MpHUMEHATh B paboTe cpeacTBa HHPOPMALMOHHBIX H
KOMMYHHUKAITHOHHBIX TEXHOJIOTHH.

— TPUHAMATh MeEphl 10 COXPAHEHUIO KOH(PHUICHINATBHOM
uHpOpMaLUHU B X0J1e TpUEMa OoCeTUTEIeH

— CIVIQKMUBaTh  KOH(MJMKTHBIE W CJOXHBIE  CUTYaIHH
MEXITMYHOCTHOTO B3aUMOJICHCTBHS;

— cepBHpOBaTh YaiiHble (KO(eHbIe) CTOIBI B O(uce;

— c00JI10/1aTh 3TUKET U OCHOBBI MEKIYHAPOIHOTO MTPOTOKOJA;
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— COIIACOBBIBaTh BCTPEUYM U MEPONPHUIATHS U  BHOCUTH
uH(OPMALKIO B TUIAHUPOBILUK (OpraHaiizep);

— COIIacOBBIBaTh C MPUHMMAIOLIEH CTOPOHOM IPOTOKOJ
IUIAHUPYEMBbIX ~MEponpusAsTH U  (QopMupoBaTh Mporpammy
JICTIOBOM II0€3/IKH;

— COCTaBJISATh U OQOPMIISITH JOKYMEHTBI JJIsl A€TIOBBIX IOE3/I0K;
— yCTaHaBJIMBATh U MOJJIEPKUBATh KOMMYHHKAIMK B IIpoLEcce
JIJIOBOTO OOIEHUSI C MOMOUIbIO CPEICTB MH(POPMALMOHHBIX U
KOMMYHMKAI[MOHHBIX TEXHOJIOIH;

— YCTAQHaBIMBATh  LEIM, ONPEAENATh HPUOPUTETHOCTh U
OUYepEAHOCTh BBINOJIHEHUS paboT M 3((PEKTUBHO pacHpencssaTh
pabouee Bpems

3HaTb

— BHU/JIbI OPTAaHU3AIMOHHON TEXHUKH U MIOPSATOK PabOTHI ¢ HEH.

— HWHTEPHET-PECypPChl ISl OCYIIECTBICHHUS TPEBEI-TOICPKKH
JIETIOBBIX IIOE3JI0K

— KOMIUJIEKC OpPraHU3allMOHHO-TEXHUYECKUX MEPOIPHUATHN I10
MOATOTOBKE U MPOBEJACHHUIO KOH(PEPEHTHBIX MEPOIIPUSATHI;

— MeToAbl 00paOOTKHU M 3alIUTHl HHPOPMAIUHU C TIPUMEHEHUEM
cpencTB MHGOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTH;
— HOpPMAaTHBHBIC IIPaBOBBIC aKkThl Poccmiickoit deneparnuu 1mo
3amuTe nHpopMaluu 1 paboTe ¢ 0OpalIeHUIMU TpaXKIaH;

— OCHOBBI TPABWIBHON OpTraHM3allMd TPyda ©  METOJbI
MOBBIIICHUS €r0 () (PEKTUBHOCTH;

— OCHOBBI yIPaBJICHUS BPEMEHEM;

— TMOpSAOK TMOATOTOBKM U JIOKYMEHTUPOBAHHS  JIEIOBOI
MTOE3/IKH;

— TIpaBWJIa OPraHU3alUU MPUEMA ITOCETUTEIICH;

— mnpaBuia ohopMIIeHUS JOKYMEHTOB, CO3/1aBa€MbIX B IIpoliecce
MOJATOTOBKU U TIPOBEJCHHS KOH(PEPEHTHOTO MEPOIIPUATHS;

— mpaBWia TOJJICP)KAHUS W  PA3BUTUS  MEKIUIHOCTHBIX
OTHOIIICHU;

— TMpaBujia MPOBEACHUS JEIIOBBIX IEPETOBOPOB;

— TMpaBujia peYeBOro ITHKETA.

— TMpaBujia CEpBUPOBKH YaitHOTO (KO(eHHOro) cTONA;

— COCTaB BHYTPEHHUX U BHEIIHUX WH(POPMAITMOHHBIX MTOTOKOB;

— CTPYKTypa OpTaHW3aIlui U pacupeesicHne QYHKIHA MEXITy
CTPYKTYPHBIMH MTOAPA3ICTICHUSIMHA U CIICITUATACTAMHU;

— TpeOOBaHUSA OXpaHbl TPyJa, MPOU3BOJACTBEHHONW CaHUTApUH,
MIPOTUBOMOXKAPHOH 3aIIUTHI,

— JTHKa JEJIOBOr0 OOIIEHUS;

— 3TUKET U OCHOBBI MEXTYHAPOIHOTO TPOTOKOJIA

Konpr dbopMupyeMbIX
KOMIIETEHITHI

OK 01-09
K 1.1-1.6

KpaTKOC COACPIKAHUC

MJIK.03.01 Bemonnenne padbot
o JOJKHOCTH CITy’KaIlero
"CekpeTapb—aIMHHHCTPATOP"

Paspnen 1. TeaedonHoe o01menue B padore cekperaps-
aIMHHHCTPATOPA

Tewma 1.1. Pactipenenenue tenedoHHBIX 3BOHKOB. PaboTa ¢ MUHA
ATC.

Tema 1.2. Peructpanus noctynaromux TeaeOHHbIX 3BOHKOB B
OpraHu3anuu
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Tema 1.3. ITonyuenune HeoOxoauMon HH(pOpPMAITUY U TIepeaada
CaHKIIMOHUPOBAHHOM HH(pOpMaUU 1O TenehoHy

Pa3zgea 2. Opranusamnusi padoThl ¢ MOCETUTEIAMH
OpraHu3anuu

Tema 2.1. Berpewa nmocerureneit B opuce

Tema 2.2. Opranuzanus 1 OpOHUPOBAHHUE NIEPETOBOPHBIX KOMHAT
Tema 2.3. Yder noceruteneit u opopmieHue IpoOIyCcKOB
Pa3nen 3. BoinosiHeHHe KOOPAUHUPYIOIIMX H
o0ecredyuBaIIMX (PYHKUIMH

Tema 3.1. Koopauranust paboTsl KypbepOB U BOAUTENEH
OpraHu3aluu

Tema 3.2. OdopMieHHE TOKYMEHTAIIUU Pa3be310B PAOOTHUKOB
OpraHu3anuu

VI1.03.01 YuebHas npakTuka

1. O0mas xapakTepuCTHKa MPeANpUITUs (OpTaHU3aIIIHN)

2. V3yueHue OpraHU3alMOHHBIX M HOPMATUBHBIX JTOKYMEHTBI
HpeanpUsATHs (OpraHU3aum)

3. TIloctpoeHwe cxeMbl JAOKYMEHTOOOOpPOTa MpPEANPHUATHS
(opranu3zanun)

[111.03.02 [IpousBoacTBEeHHAS
NpaKTHUKa

1. Usydenue ocobeHHOCTEH OGMOPMIICHHS OTHEIBHBIX BHJIOB
YIIPaBJICHYECKUX JIOKYMEHTOB, WCIIOJIb30BAHUS
VHHUPUITMPOBAHHBIX (BopM, TpadapeTHBIX TEKCTOB W T.1I. Ha
NpEeANPUITHH (OpPTraHU3aI|H )

2. XapaKTepuCTHKAa OCHOBHBIX BHJOB pabOTBhl  CIYXOBbI
JOKYMEHTAITMOHHOTO OO0ECIIEYEeHUSI YIPABJICHUS TPEIIPUATHSL
(opranu3anun)

3. Onwucanme mpormecca OOpabOTKM H  CUCTEMATH3AINH
JIOKYMEHTOB, MIPEIIPUATHUS (OpTaHU3aIIIH )

4. W3y4yeHue TmOpsAKa Tepeladd JIOKyMEHTOB B  apXWB
npeaAnpusITHs (OpraHu3aImn)

5. XapakTepucTWKa YYETHBIX JOKYMEHTOB W  Hay4dHO-
CIIPaBOYHOIO amnmapara apxXuBa IpeanpusTus (OpraHu3aliim)

6. O3HakOMJICHHE C TOPSAKOM pa3MENIeHHs JIel B apXHBeE,
COCTaBJIEHUE CXEMbl pa3MeIeHHs




