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IlosicHuTENBLHAA 3alICKA

HopmarusHyio IpaBoBYIO OCHOBY pa3pabOTKKU OCHOBHOM MpOrpamMMbl Mpo(hecCHOHaTBHOTO
o0OydeHus: — mporpaMMbl MPOo(EeCcCHOHAIBHOW MOATOTOBKHM MO Tpodeccun pabouux (manee -
IIPOrpaMMa) COCTABIISAIOT:

- @epepanbHblii 3akoH oT 29.12.2012 N 273-®3 «0O6 ob6pazoBanuu B Poccuiickoii
Deneparumy;

- Ilpukas or 26 aBrycra 2020 roga N 438 «O0 yrtBepxkaeHuu I[lopsiika opranuzauuu u
OCYIIECTBIICHUSI ~ 0Opa3oBaTeNbHOM  JEATENBHOCTH [0  OCHOBHBIM  IpoTrpaMmam
PO eCCHOHATBHOTO O0YICHUS;

- Ilepeuens mpodeccuii pabounx, JOHKHOCTEH CITyXKAIlIUX, 0 KOTOPBIM OCYIIECTBIISICTCS
npodeccuoHabHOE 00yUCHHE, YTBEPKICHHBIN MpUKa3oM MuHUCTEpCTBa TIpocBemeHus PO ot
14.07.2023 1. N 534;

- Ilpodeccuonanpubiii  cranmaptr  Conenmanuct MO0 OpPraHM3alMOHHOMY U
JTOKYMEHTAIIMOHHOMY O0€CIIeUeHHIO YIIpaBiIeHHs OpraHn3anueil (yIB. npukazoM MUHHCTEPCTBA
Tpyna 1 counanbHou 3aumTsl PO ot 15.06.2020 1. Ne 333H).

HopMmaTuBHBII CPOK 0CBOCHHUS IPOrPAMMBI:
HopmarusHsIil cpok 0CBOEHUS MPOrpaMmbl — 288 4acos.
®opma 00yueHusi: OYHO.

TpeOoBaHMs K MOCTYNAKIIUM, KATETOPUA 00y4AKOLIUXCSH:
K ocBoenuro nporpaMmMsl JOMYCKAKOTCS JIMIA PA3JIMYHOIO BO3PACTA BHE 3aBUCUMOCTH OT
o0pazoBaHwMsI.

Leab peanuzanuu nporpaMmmbi:

Lenpto  peanuzanmuu  nporpaMmbl  siBiseTcs  GopMUpOBaHHE Yy  OOydaroumuxcs
npodeccuoHaNbHBIX 3HAaHUM, YMEHUN U HABBIKOB M0 Mpodeccun padounx «Jlenonpon3BoAUTEIb.
[lo oxoHuanum Kypca oOydaromuiics JOOKEH 3HAaTh HOPMAaTHBHYIO 0a3y U COBpPEMEHHBIE
TEXHOJIOTUM JIOKYMEHTAIIMOHHOTO OOecreueHus YIpaBiIeHUs U oOecredeHus JesATeNbHOCTU
PYKOBOJUTENIS; TOHUMATh MEPCIEKTUBHbIC HANPABICHUI WX Pa3BUTHS; MPUMEHATh HA MPAKTUKE
MIpaBUJIa OPraHU3aIUK BCEX 3TANOB Pa0OTHI C JOKYMEHTaMH U MOCETUTEIISIMHU.

3ajaum nNporpamMmabi:

- M3Y4YUTh OCHOBHBIC HAIIPABJICHUS MPUMEHEHHs KOMIIBIOTEPHBIX TEXHOJIOTHIl B cdepe
JOKYMEHTAIIHOHHO-UH(POPMAIIMOHHOTO 00ecieueHus yIpaBIeHus,

- O3HAKOMHUTHCA C COBPEMEHHBIMHU almaparaMd ¥ MPOrPaMMHBIM OO0eCleYeHHEM,
MCIOJIb3YEMBIM JJIsl aBTOMAaTHU3alMH JISIIOTTPOU3BOJICTBA;

- OBJIAJIETh MPAKTUYECKHUMH HaBBIKAMHU Pa0OThI CO CHEIHAIN3UPOBAHHBIMU MPUKIATHBIMU
MIPOrpaMMaMHU.

ILinanupyembie pe3yabTaThl 00y4eHHsI:

JloJI2keH 3HATh:

- HopmartuBHble mpaBOBBIE aKTBl M HOPMAaTMBHO-METOAWYECKHUE  JOKYMEHTHI,
OTIPEACISIONINE TOPIIOK JOKYMEHTAIIMOHHOTO 00ECTIeYeH s YITPABICHUS;

- CTpyKTypa OpraHu3aly, PpyKOBOACTBO CTPYKTYPHBIX OAPA3IeICHUN;

- CoBpeMeHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUU pabOThI C IOKYMEHTaMHU;

- [lopsimox paboTHI ¢ JOKYMEHTaMU;

- CxeMbl IOKyMEHTO000pOTa;

- CHCTEMBI CKOPOCTHOTO MUCHhMA;



- [IpaBuiia paboThI ¢ BXOJSIIUMH, UCXOSIIUMHI U BHYTPEHHUMH TOKYMEHTaMH;

- [IpaBuna opranuzanuu 1 GopMbI KOHTPOJISL UCTIONHEHHSI JOKYMEHTOB B OpraHU3aIIH ;

- TunoBble CPOKU UCTIOJHEHUS JOKYMEHTOB;

- [IpuHIMTIBI PAaOOTHI CO CPOKOBOM KAPTOTEKOH;

- Ha3znaueHue 1 TeXHOJIOTHS TEKYILLETrO U MPEAYNPEAUTEILHOTO KOHTPOJIS;

- [IpaBuna cocraBneHus aHATUTHYECKUX CIIPABOK 110 OpPraHU3anuu padboThl ¢ JOKyMEHTaMU
1 KOHTPOJIIO UCIIOJHEHUS JOKYMEHTOB;

- [IpaBuna 10KyMEHTAlMOHHOTO O00ECIEUEHUS IEATEIbHOCTH OpraHU3auu

- Buzpl 10KyMEHTOB, UX Ha3HAYCHHUE;

- TpeboBaHus, mnpenbsBIseMble K JOKYMEHTaM B COOTBETCTBUHM C HOPMATHUBHBIMU
[IPaBOBBIMHU aKTaMU U TOCYAAPCTBEHHBIMH CTaHJApTaMU;

- [IpaBuna cocrasnenus u oopmiaeHHsI UHGOPMALIMOHHO-CIPABOYHBIX, OpraHU3aIl[MOHHBIX,
YIPaBICHUYECKUX JOKYMEHTOB;

- [IpaBuna co3manus u BeieHUs 0a3 TaHHBIX CIYKEOHBIX IOKYMEHTOB B OpraHU3alliu;

- CucTtemsl MEKTPOHHOTO TOKYMEHTO000POTA;

- IIpaBuna u cpoKH OTIPABKU UCXOJSAIINX JOKYMEHTOB;

- Bunpl HoMeHkaTyp, o0mue TpeOboBaHUS K HOMEHKJIAType, METO/IMKA €€ COCTaBICHUS U
odopmIIeHNS;

- IIpaBuinia cormacoBaHusi HOMEHKIJIATYphI J€J ¢ BEOMCTBEHHBIMU apXUBAMHU U SKCIEPTHOM
KOMUCCHEI;

- Tlopsgok gopmupoBanust u odopmieHus aen, crneuudrka GopMHUpPOBaHUS OTAEIbHBIX
KaTeropum 1er;

- IlpaBuna xpaneHus e, B TOM YUCIIE C JOKYMEHTaMH OI'PaHUYEHHOTO TOCTYIA;

- [IpaBuiia BeIJAYM ¥ MCIIOJIB30BAHUS TOKYMEHTOB U3 C(POPMUPOBAHHBIX JI€JT;

- HopmaruBHble  TIpaBOBBIE  aKThl, = HOPMATUBHO-METOJMYECKHE  JIOKYMEHTHI,
rOCYJapCTBEHHBIE CTAHAAPTHI, OMpPEACIAIOIINE MOPAJOK JOKYMEHTALMOHHOIO OO0ecredyeHus
yIpaBJICHUS;

- Kputepun pasneneHuss JOKYMEHTOB Ha TIpyHIbl B COOTBETCTBUM C LEHHOCTBIO
uHpopMaLuy, cojiepxKalieiics B HUX;

- Ilopsmok HCIONB30BaHMSA THUIOBBIX WM BEAOMCTBEHHBIX II€pEYHEH JIOKYMEHTOB,
OIpeJIeNIEHUs] CPOKOB XpAaHEHUs B IPOLIECCE IKCIEPTU3BI LIGHHOCTH JOKYMEHTOB;

- [lopsnok co3nanust, OpraHu3aluy U JOKyMEHTHPOBAHUS pabOThI SKCIIEPTHON KOMUCCHUM;

- [IpaBuiia cocTaBiieHUs U yTBEPKAECHUS MPOTOKOJIA pabOThI SKCIIEPTHON KOMHCCUU;

- IIpaBuna cocTtaBieHHs U YTBEP)KJICHUS aKTa O BbIJICIIEHUH JOKYMEHTOB, HE MOIeXKAIUX
XpaHEHUIO;

- IlpaBuna TexHH4yeckol 00paOOTKM W TMONHOrO O(OPMIIEHUS el IMOCTOSIHHOTO U
BPEMEHHOTO XpaHEHUs;

- [IpaBuiia cocTaBiieHUs OIIMCH JieJT IOCTOSTHHOTO ¥ BPEMEHHOIO XPaHEHUS B COOTBETCTBUU
C HOPMaTHBHO-METOINYECKUMHU JJOKYMEHTaMH;

- [IpaBuiia nepenaum Jies B apXyUB OpraHU3allnu;

- TpebGoBaHMs OXpaHbl TPYyAA.

JosKeH yMeThb:

- Paboratb co Bcell COBOKYMHOCTBbIO HMH(OPMAIMOHHO-AOKYMEHTALMOHHBIX DPECYpCOB
OpraHu3aluy;

- [Tonp3oBarecs 0a3aMu TaHHBIX, B TOM YHCJIE YAAJICHHO;

- [lonp30Barbcsl CIPaBOYHO-NPABOBBIMU CUCTEMAMHY;

- ITonp30BaThCsl aBTOMATU3MPOBAHHBIMU CUCTEMAaMU Y4Y€Ta, PETHCTPALMM, KOHTPOJS U
MH(POPMALIMOHHO-CIIPABOYHBIMU CHCTEMAaMHU IpU paboTe ¢ JOKyMEHTaMU OpraHU3aIHH;



- IlpumensTe coBpeMeHHblE WH(POPMALNOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU IS
paboThI ¢ JOKyMEHTaMH, B TOM YHCIIE U €€ ONTHMU3ALNHU 1 MOBBIIEHUS 3()(HEeKTHBHOCTH

- IIpuMeHsTh npaBuiIa pycCKOro sI3bIKa;

- IIpuMeHsATh HaBBIKM CKOPOCTHOIO TUChMa;

- Opranu3oBbiBaTh PabOTy MO Y4YeTy, XpPaHEHUIO M Iepefadye B COOTBETCTBYIOIIUE
CTPYKTYPHbIE IIOJPA3/IEIECHUS] TOKYMEHTOB TEKYILETO JEIONPON3BO/ICTBA;

- OcylecTBasTh METOAMYECKOE PYKOBOJCTBO JAEJIONPOU3BOJICTBOM B OpraHU3aluy,
KOHTPOJIMPOBaTh MpaBUiIbHOE (POPMUPOBAHUE, XPAHEHUE U Cllauy JI€]l B apXUB;

- Pa3pabaTsiBaTh HOMEHKIIATYpY J€J1 CTPYKTYPHOTO TIOApa3/IeICHuUs;

- Mcnonb3oBaTh HOMEHKIIATYPY A€ IPU U3YYEHUH CTPYKTYpPbl OpraHU3aliH, COCTaBICHUH
OIIMCEH JIel;

- Opranu3oBbIBaTh paboTy 1o (OPMHUPOBAHUIO JIe] B COOTBETCTBHUU C YTBEPKIECHHOMU
HOMEHKJIATYpOM J1€]1 OpraHu3alvH;

- ®opMHpOBATH TOKYMEHTHI B JIeJla C YYETOM UX CHEIUPUKY;

- Cuctematu3upoBarh JOKYMEHThI BHYTPH JI€Na;

- ObecneunBaTh COXpaHHOCTb U 3aLIUTY TOKYMEHTOB OpraHU3aliH;

- Ilpumensts uHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHMM Ipu padoTe cC
JOKYMEHTaMH;

- Ilonp3oBaThcsl MEpeUHSIMH JAOKYMEHTOB M aHAIM3UPOBaTh (DaKTUYECKOE COAep KaHHe
MMEIOILIUXCS B Jiefie JOKYMEHTOB IIPU ONPEAETICHUN CPOKOB UX XpaHEHUS;

- OpopMIIATH TOKYMEHTBI IKCIIEPTHOU KOMUCCHUU;

- OdopmiiaTh OOJIOKKHM A€M MOCTOSITHHOTO W BPEMEHHOIO XpaHEHUS B COOTBETCTBUHU C
TpeOOBaHUAMU TOCY/ITAPCTBEHHBIX CTAHIAPTOB;

- IIpon3BOIUTH XPOHOJIOTUYECKO-CTPYKTYPHYIO CHCTEMATU3ALIUIO JIET;

- OcCyIecTBIATh TEXHHYECKYI0 00pabOTKy M MoJiHOE o(opmIIeHHE AeNl MOCTOSHHOTO U
BPEMEHHOTO XpaHEeHHS;

- CocTaBniTh ONHUCH €1 TMOCTOSIHHOTO M BPEMEHHOTO XpaHEHUsi B COOTBETCTBUH C
HOPMaTHUBHO-METOAMYECKUMH TOKyMEHTAMHU;

- Ilpumenstp uHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHMM IMpu padoTe cC
JTOKYMEHTaMH.



Y4yeOHubIii MJIaH

Y4eOHble TUCIUILINHBI, Koi-Bo ®opma oOyueHust dopmbl

npoheccHoHaIbHBIE MOYIH 4acoB KOHTPOJIS
J 113

1. 54 42 12

OobmenpodeccnoHaabLHbI

MOYJIb

OCHOBBI 3aKOHOATENBCTBA 18 15 3 3ayer

JlenoBas KynbTypa 16 13 3 3auer

OxpaHa Tpyaa 8 5 3 3auer

Oprann3anuoHHas TEXHUKA 12 9 3 3auer

2. lIpodeccuonabHBII 226 132 94

MOYJIb

KommnbrorepHas 06paboTka 66 48 18 3ayer

JOKYMEHTOB

JIoKyMeHTHpOBaHHE U 166 56 60 3ager

opraHusaioHHas oOpadoTka

JOKYMEHTOB

Opranu3anus paboThI C 44 28 16 3auer

OT/ACTHHBIMH KaTeTOPHSIMHA

JOKYMEHTOB

Hrorosast arrecraums - 8 KBanudukanmoHHbIi

KpainpukanuoHHbIi JK3aMEH

IK3aMeH

Hroro 288 174 106

Kanenpapuwbiii rpadpuk

YyeoHnast Hexes Koian4yecTBo YacoB B
HeneJII0
1 yueOHas Hememns 13 yacoB
2 yyeOHas Henemns 25 yacos
3 y4yeOHas Hememns 23 yacos
4 yyeOHast Henemst 22 4yacosB
5 yuebHast Heens 23 yacos
6 yuebHast HeJens 14 yacoB
7 yaebHast HeJens 13 yacoB
8 yuebHast Heens 23 yacos
9 yuebHast Henens 24 yacos
10 yuebHas Henens 18 gacos
11 yueOHas Henens 20 gacoB
12 yuebHas Henens 18 gacoB
13 yuebHas Henens 10 gacos
14 yuebHas Henens 12 gacoB
15 yuebHas Henens 12 qacoB
16 yuebHas Hemens 12 yacoB
Hroro 288 yacos




PaGouasi nporpamma
1. O6menpodeccnoHaIBHBIN MOTYIIb:

OCHOBBI 3AKOHOJIATEJIBCTBA

Ieab — opueHTUPOBATHCS B IPABOBOM JOKYMEHTALIUHU, OLIEHUBATh PE3YIIbTAThl U NOCIEACTBUS
JEUCTBUN C ITPAaBOBOM TOYKH 3PEHUS.

B pesynbrare 0cBOEHUS AUCHUIIIINHBI CIIYILIATENb JOKEH:

yMeThb:

- IPUMEHSATh OCBOEHHBIE 3HAHUM U CIIOCOOBI AEATEILHOCTH C LEJIbIO PEaTU3alliy U 3aIUThI
IIpaB ¥ 3aKOHHBIX UHTEPECOB JINYHOCTH;

- CO/IEUCTBOBATH MOJIACPKAHUIO IIPABOTIOPSAKA B O0IIECTBE; PEILICHUsI TPAKTUYECKUX 33/1a4 B
COIMATLHO-TIPABOBOM cepe, a Takke YIeOHBIX 3a7a4 B 00pa30BaTeILHOM MPOIIECCe.

3HATh:

- OCHOBHBI€ ITPUHIIMIIBI, HOPMBI U HHCTUTYTHI 11paBa;

- BO3MOXKHOCTH MPaBoBoOi cuctemsl Poccun, HeoOXoaumMble 715l 3PPEKTUBHOTO UCIOIb30BAaHUS U
3alUTHI [TPaB U UCIIOJHEHUS 00s13aHHOCTEH, TPABOMEPHOI peaan3alii rpak JaHCKON TO3UILIHH.

ConepxaHue TUCIUIIINHBIL:

Tema 1. OCHOBBI KOHCTUTYIIMOHHOTO MPABA.
Tema 2. OCHOBBI I'paXXAAHCKOTO TTPaBa.
Tewma 3. TpynoBoit JOroBop.

Tema 4. PaGouee Bpemst 1 BpeMs OT/IbIXa.
Tema 5. 3apabGoTHas muiara.

Tema 6. MaTtepuanbHasi OTBETCTBEHHOCTb.
Tema 7. OCHOBBI YTOJIOBHOTO TpaBa.
IIpakTH4eckoe 3aHATHE.

JAEJIOBAS KVJIBTYPA
Leapb — yuacTBoBaTh B MpoheccnoHaNbHON KOMMYHUKAIIUH.

B pesynbrare 0cBOEHUS AUCHUIIINHBI CIIyIIATelNb JOKEH:

yMeThb:

- coOmIoNaTh MpaBUiia PEYeBOTo ITUKETA B JEIOBOM OOIICHHH;

- COCTaBJISATh U OTIPABIIATH JICIOBYIO KOPPECIOHICHIIUIO HA OCHOBE MPUHATHIX MPABUIL.

3HATh:

- IpaBUJIa MOBEICHUS YEIIOBEKa;

- HpaBCTBEHHbIE TPeOOBaHMsI K MPOPECCHOHATLHOMY MMOBEICHUIO;

- IICUXOJIOTMYECKHE OCHOBBI OOIICHHUS,

- OCHOBHBI€ MTPaBUJIa IOBEIEHYECKOTO ITUKETA: IPUBETCTBUSI, 3HAKOMCTBA, HOPMbI OTHOIIIEHU B
KOJIJIEKTUBE;

- OTHOIIEHUS] PYKOBOJIUTENS U MOAYUHEHHBIX;

- HOPMBI PE€YEBOTO ITHUKETAa B JEIOBOM OOIICHHUH.

CopnepxaHue JUCIMILINHBL:
Tema 1. DTuka, npodeccnoHambHast ITUKA.

Tema 2. DTuKa IeSITENFHOCTH OPraHu3aluil (KOPIOpaTUBHAS ATHKA)
Tema 3. TexHOMOrUs AEIOBOr0O OOLIECHUS.



Tema 4. CirykeOHBII 3THKET.

Tema 5. Kynmberypa nemoBoro o0meHus.
Tema 6. KynpTypa BHELIHEr0 BU/IA.
IIpakTHyeckoe 3aHsATHE.

OXPAHA TPYJA

Lesab — nmomydeHrne HeOOXOTUMBIX 3HAHUH B 00JIaCTH OXpaHBI TPy/Aa U MPUMEHEHUE UX B
po(hecCHOHABHON eI TEeTHHOCTH.

B pesynbrare 0CBOCHHS AUCIMIUIMHBI CITYINATENb JOJIKEH:

yMeThb:

- IPUMCHATb HHCTPYKIIUU W TTOJIOKCHUSA

- IPUMEHSTH MPaBUiIa OE30MACHOCTH TPU pabOTe HAa KOMIIbIOTEPE;

- cOOMTIONIATh PEKUM TPYIA M OTAbIXa MPU paboTe HAa KOMITBIOTEPE;

- IPaBHJIBHO pearupoBarh B CIydae Moxapa;

- OKa3bIBaTh MEPBYIO MIOMOIIIb OCTPAAABIIAM B PE3YJIbTaTe HECYACTHOTO CITyJasl.

3HATH:

- TpeOOBaHUs, IPEIbSBIIEMbIE K PEXUMY TPyAa U OT/IbIXa, PaBUjIa U HOPMbI OXpaHbl TPyAa U
TEXHUKHU 0e30MacHOCTH,

- TIpaBwMIIa 0€30MaCHOCTH TIPH pabOTe HA KOMIIBIOTEPE;

- CIIOCOOBI OKA3aHMsI IEPBOU ITOMOIIIH ITPU HECYACTHBIX CITyJasiX;

- TIpaBWJIA TTOKAPHOM 0€30TIACHOCTH M DJIEKTPOOE30TIaCHOCTH.

ConeprxaHue TUCITUTITUHBI:

Tema 1. TpynoBoe 3aKOHOIATEILCTBO 00 OXpaHe TPyAa paOOTHUKOB.
Tema 2. [TousTHst 0 MOXKapHOK O€30TIACHOCTH M 3JIEKTPOOE30TMaCHOCTH.
IIpakTHYeckoe 3aHATHE.

OPITAHU3SAIIMOHHASA TEXHUKA

Ilesb — HCHOIB30BATh OCHOBHBIE BUIbI OPraHU3alMOHHON TEXHUKU B COOCTBEHHOM
NEATeNbHOCTH.

B pesynbrare 0CBOCHMS AUCLHUILIMHBI CITyLIATEeNb JOJKEH:

yMeTh:

- 3¢(eKTUBHO UCIOJIb30BaTh OCHOBHBIE BU/Ibl OPraHU3ALIMOHHON TEXHUKU B COOCTBEHHON
NEATeNbHOCTH.

3HATh:

- CpelCTBa XpaHEHUs, IOUCKA U TPAHCIIOPTUPOBAHUS JOKYMEHTOB;

- OIpe/ieieHne, Ha3Haue€HUe CPEICTB OPITEXHUKH.

CO)Iep)KaHI/IC JAUCITUITIIMHBI:

Tema 1. CpeactBa opraHu3allMOHHON TEXHUKH.

Tema 2. O0mmas xapakTepucTuka U Kiaccu(ukanus CpeicTB OpraHu3allMOHHON TEXHUKH.
Tema 3. Cpenctsa a1 00pabOTKU JOKYMEHTOB.

Tema 4. CpeactBa KONUPOBAHUS U OTIEPATUBHOTO PA3MHOKEHUSI IOKYMEHTOB.

Tema 5. Cpencta cBs3H.

Tema 6. Cpenctsa pacro3HaBaHUs JOKYMEHTOB.

IIpakTHYeckoe 3aHATHE.



2. TIpodeccnoHaIbHBIN MOTYITb:

KOMIIBIOTEPHAS OBPABOTKA IOKYMEHTOB

Henp — noaroraBnuBaTh T0KyMEHThI HA KOMIIBIOTEPE, OTBEYAIOLIUE COBPEMEHHBIM

TpeOOBAHUSM.

B pesynbrate 0cBOEHUS AUCHUIIINHBI CIIYILIATENb JOKEH:

yMeThb:

- omepaTuBHO paboTaTh ¢ HHPOPMAIUEH;

- OpPraHu30BaTh CBOE paboyee MECTO U JAESATENIbHOCTh B COOTBETCTBUU C TPEOOBAHUSIMHU
COBPEMEHHOTIO AEJIO0IPOU3BOJICTBA.

3HATh:

- pyHKIMOHANBHBIE Y3716l OBM, X Ha3HAuUE€HUE U IPUHIIMIIBI PaOOTHI;

- IpaBUJIa TEXHUYECKOW AKcIutyarauuu OBM;

- BHEILIHUE U nepudepuyeckre ycTpoiicTa, npumensiemsie B OBM;

- BUJIbI M IPUYHHBI OTKa30B B pabotre OBM;

- TEXHOJIOTMH paboThl B oduce ¢ mporpaMMubIMu nipogykramu MS Word, MS Excel, Microsoft
Access, MS Pablisher, MS Outlook;

- HOPMBI U TIpaBUJIa OXPaHbI TPYy/a U MOXKapHOH 0€30MaCHOCTH.

ConepxaHue TUCIUIIINHBIL:

Tema 1. Onepanrionnas cucrema Windows.

Tema 2. Texromorust 06paboTKH TeKCTOBOM MHGOpManuK (TEKCTOBBIN mporieccop Microsoft
Word).

Tema 3. Cucrema snexTpoHHBIX Tabauir Microsoft Excel.

Tema 4. Cucrema ynpasienust 6azamu qaHHbIXx Microsoft Access.

Tema 5. Co3nanue npesenranuii B cpene PowerPoint.

Tema 6. Cuctrema anexrpornoit noutsl Outlook Express.

Tema 7. Pabora B cetu Internet.

Tema 8. [Ipuembl 1 MeTOIbI paOOTHI CO CIKATHIMU JTAHHBIMH.

Tema 9. ABTOMaTU3UPOBAHHBIN MEPEBOI JOKYMEHTOB.

Tema 10. Co3nanue nyonukanuii 1 Web-ctpanuiy ¢ momotbio MS Pablisher.

Tema 11. Teopust u TexHuka neyatu. OCBOEHHUE «CJIETIOT0» AE€CATUNAIBIIEBOTO METO/IA IT€YaTH Ha
KJIaBUaType.

Tema 12. KoMmnbrorepusaiiusi 1eI0MPOU3BOJICTBA.

IIpakTH4yeckoe 3ansATHE.

JOKYMEHTUPOBAHUE U OPTAHU3AIIMOHHAA OBPABOTKA TOKYMEHTOB
Iesab — HayuuThCs paboTaTh C JOKYMEHTAMH.

B pe3synbrare 0cBOEHUS AUCLHUIIIINHBI CIIYILATENb JOKEH:

yYMeThb:

- IPUHUMATbh U PETUCTPUPOBATH KOPPECIIOHACHLINIO, HAIIPABIIATE €€ B CTPYKTYpHBIE
MIOJIpa3/IECICHMS;

- IPOBEPSITH NPABUIBHOCTH 0(OPMIICHHS JOKYMEHTOB;

- IepeiaBaTh JOKYMEHTBI B COOTBETCTBUHU C PE30IIOLMEN PYKOBOAUTENIEH IPEANPUITHN Ha
UCTIOJHEHUE, 0(OPMIISTh PETUCTPALIIOHHBIE KAPTOUKU MU 0(hOpMIIATh OaHK JaHHBIX;



- BECTa KapTOTEKY y4eTa IPOUCXOKACHUS TOKyMEHTAJIbHbIX MarepuajoB, OCYILECTBIATh
KOHTPOJIb 32 UX UCIIOJIHEHHEM, BBIJIaBaTh HEOOXOAMMBIE MTPABKH T10 3apETUCTPUPOBAHHBIM
JOKYMEHTaM;

- OTHPABJIATH UCIIOJIHEHHYIO TOKYMEHTALMIO 10 aJipecaraM;

- BECTH YU€T II0Jy4aeMOW U OTIIPaBJIIEMON KOPPECIIOHACHLIMU, CUCTEMATU3UPOBATh U XPAHUTD
JOKYMEHTBI TEKYLIETO apXUBa,

- BECTH pabOTy IO CO3JaHUIO CIIPABOYHOTO anmapara Io JOKyMeHTaM, 00ecIIeunBaTh yI0OHBIN 1
OBICTPBIN MX TIOUCK;

- OCYILIECTBIISITh 3KCIIEPTU3Y TIOKYMEHTOB, IOrOTABIMBATh U CAABATh B apXUB NPEAIPUATHS
JOKYMEHTAJIbHbIE MaTepHalibl, 3aKOHYEHHBIE JIETIONPOU3BOJCTBO, PETUCTPALIUOHHYIO KAPTOTEKY
WM KOMIBbIOTEpHbIE OAHKU JaHHBIX;

- COCTaBJIATh OIUCH JIEJ, IEpelaBaeMbIX Ha XpaHEHHUE B apXUB, 00€CIIEUUTh COXPAHHOCTh
MIPOXOIALIEH cITyKeOHOM TOKyMEHTalUu.

3HATh:

- HOPMaTUBHBIE [TPABOBbBIE aKThl, OJIOKEHUSI, UHCTPYKIUH, APYIHe PYKOBOSIINE MaTepUaibl U
JOKYMEHTBI 110 BEJICHUIO JI€JI0TIPOU3BOJICTBA HA MIPEANPUATUH;

- OCHOBHBIE ITOJIOKEHMS EIMHOM TOCYyIapCTBEHHOM CHCTEMBI JEJIONPOU3BOJICTBA;

- MOCJIeI0BATEIbHOCTH OTepalluii 0 IPUEMY, PETHCTPAIH U paclpeieeHHs 110
NOJpa3IeICHUSIM OpraHn3alluy;

- CTPYKTYpHbI MPEANPHUATHS U €T0 NOpa3/IeIeHHUS;

- CTaHJIapThl YHU(PHUIIMPOBAHHON CUCTEMBI OPraHU3allMOHHO-PACTIOPATUTENILHON TOKyMEHTAINH;

- IOPSI0K KOHTPOJIS 32 IPOXOXKIEHUEM CITY)KEOHBIX JOKYMEHTOB U MaTepUaioB;

- OCHOBBI OpraHU3aluy TPYna;

- IpaBUJIa DKCIUTYaTallud BBIYMCIUTEIIBHON TEXHUKH;

- BUJIbl, QYHKIIMM JOKYMEHTOB, IIPABUJIA UX COCTABJICHUS U 0(OPMIIECHHUS;

- IOPAJOK JOKYMEHTHPOBAHUS HH(POPMALIMOHHO-CIPABOYHBIX MaTEPHAJIOB;

- OCHOBBI 3aKOHOJATEIbCTBA O TPYLE;

- IpaBUJIa BHYTPEHHETO TPYAOBOIO PACHOPAIKA;

- IpaBUJIa U HOPMBI OXPAHBI TPYAA.

ConeprxaHue TUCITUTIITUHBI:

Tema 1. McTopust opranuzanuu 1ea0npou3Bojictea B Poccun.

Tema 2. [lonsiTre o TOKyMeHTax U croco0ax JOKYMEHTUPOBAHUSI.

Tema 3. Yaudukauus u crangapruzanus J0KyMeHTOB. CUCTEMbl JOKYMEHTALUH.

Tema 4. YHudunupoBanHas CuCTEMa OPraHU3aLOHHO-PACIOPSAAUTEIBHOM JOKYMEHTAIMH
(YCOPL).

Tema 5. TpeboBaHus kK 0(OPMIICHHUIO PEKBU3UTOB JIOKYMEHTA U K OJIaHKaM.

Tema 6. Opranu3alMOHHO-PACHOPSAUTENIbHAS IOKYMEHTALHS.

Tema 7. Opranu3zanioHHbIE U PacOPsIUTEIbHbIE JOKYMEHTHI.

Tema 8. HpopmaMoOHHO-CIIPaBOYHBIE JJOKYMEHTHI.

Tema 9. TpeboBaHMs K 0OPMIICHHIO U TIPAaBUJIA BbIJAYM KO JOKYMEHTOB.

Tema 10. Cnyx6a 1oKyMeHTaIlMOHHOTO o0ecreuenus ynpasienus (JJOY).

Tema 11. Oprannsanus npuemMa JOKyMEHTOB.
Tema 12. Opranuzanus 06pabOTKH UCXOIAINX U BHYTPEHHUX JOKYMEHTOB.
Tema 13. Perucrpanusi JOKyMEHTOB B OpraHU3aL1H.
Tema 14. Opranu3zanusi KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB, OTIEPAaTUBHOTO XPaHEHHUS
nokymeHTOB. HoMeHKiaTypa nei.
Tema 15. Dkcnieprusa HEHHOCTH JOKYMEHTOB.
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Tema 16. Iloarotoska ien Kk apXuBHOMY XPaHEHUIO.
IIpakTHyeckoe 3aHsATHE.

OPTAHM3AIINA PABOTHBI C OTAEJBHBIMHU KATEI'OPUAMHU JOKYMEHTOB

Heﬂb — HAYYHUTHCA pa6OTaTb C OTACJIbHBIMHA KaTCTOPUAMU NJOKYMCHTOB.

B pesynbrate 0cBOEHUS AUCHUIIINHBI CIIYILIATENb JOKEH:

yMeThb:

- IPUHUMATh U PETUCTPUPOBATH KOPPECIIOHACHLINIO, HAIPABIATh €€ B CTPYKTYpHBIE
NIO/Ipa3/ICIICHUS;

- IPOBEPSTH NPABUIBHOCTH O0(OPMIICHHS JOKYMEHTOB;

- IIepeaBaTh JOKYMEHTBI B COOTBETCTBUH C PE30JIOLUEN PYKOBOINUTEIEH IPEAIPUATHN Ha
HCIIOTHEHHE, O(POPMIISITH pETUCTPAITHOHHBIE KAPTOUKHU WM 0(POPMIISITH OaHK JTaHHBIX;

- BECTH KapTOTEKY yueTa MPOUCXOKIECHHS JOKYMEHTAIbHBIX MAaTEpUaOB, OCYLIECTBIISTh
KOHTPOJIb 33 UX UCIIOJTHEHUEM, BbIJaBaTh HEOOXOJMMbIE CIIPABKH 110 3apErUCTPUPOBAHHBIM
JOKYMEHTaM;

- OTHPABJIATH UCIOJIHEHHYIO IOKYMEHTALMIO 10 aJipecaraM;

- BECTH y4eT ITOJIy4aeMOU M OTIPABIIIEMON KOPPECTIOHIEHIINN, CHCTEMATU3UPOBATh U XPAaHUTh

JAOKYMCHTEI TCKYHICTO apXKWBa,

- BECTH pabOTy MO CO3aHUIO CIIPABOYHOIO arrapara 1o J0KyMeHTaM, 00ecrieunBarh ynoOHbIH 1

OBICTpPBIN MX TIOUCK;

- OCYHICCTBJIATH OKCIICPTUIY JOKYMCHTOB, ITOATOTABJIMBATE U C1ABATh B apXUB MPCATIPHUATUSA

AOKYMCHTAJIIBHBIC MaTCpUalibl, pECTUCTPAIMOHHYIO KAPTOTCKY NJINU KOMIIBIOTCPHBIC OaHKu JaHHBIX;

- COCTaBJIATH OIMKCH JIeN, TIEpeIaBaeMbIX Ha XpaHCHUE B apXUB, 00CCIIEUNBATh COXPAHHOCTD
MIPOXOAIINI CITY>)KeOHOH TOKYMEHTAINH.
3HATh:

- HOPMaTUBHBIE MTPABOBbBIE aKThl, OJOKEHUSI, UHCTPYKIUH, APYTHe PYKOBOISIINE MaTepUaibl 1

JOKYMEHTBI 110 BEJICHHIO JI€JIOTIPOU3BOJICTBA HA MIPEANPUITUH;
- OCHOBHBIE MOJIOKeHHs EMuHOM rocynapcTBeHHOM CUCTEMBI AETONPOU3BOJICTBA;
- MOCJIeI0BATEILHOCTH OTepalluii 0 IPUEMY, PETHCTPAIK U paclpeieIeHHs 110
MOJIpa3/IeICHUSIM OPTraHUu3allNu;
- CTPYKTYpHbI MPEANPUSATHS U €TO MOJIpa3/IeICHHI;

- CTaHAapThI YHHq)HHHpOBaHHOfI CHUCTEMBI OpraHu3alluOHHO -paCHOPHHHTeHBHOﬁ JOKYMCHTALH,

- IOPAJOK KOHTPOJIA 32 IPOXOKICHUEM CITY)KEOHBIX JOKYMEHTOB U MaTe€pUaoB;
- OCHOBBI OpraHM3aluy TPyJa;

- IpaBUJIa SKCIUTyaTallud BEIYUCIUTEIbHON TEXHUKH;

- BUJIbl, QYHKIIMM JOKYMEHTOB, IIPaBUJIA UX COCTABJICHUS U 0(OpMIICHMUS;

- IOPSAJIOK JOKYMEHTHPOBAHUS HH(POPMALTMOHHO-CIPABOYHBIX MaTEPHAJIOB;

- OCHOBBI 3aKOHO/IaTENILCTBA O TPYAE;

- IpaBUJIa BHYTPEHHETO TPYAOBOTO PACHOPAAKA;

- IpaBUJIa U HOPMBI OXPaHBI TPYAA.

CO)Iep)KaHI/IC JAUCITUITIIMHBI:

Tema 1. JIOKyMEHTBI IO TUYHOMY COCTABY.

Tema 2. OpFaHI/I3aL[I/I${ ACJIOMPOU3BOACTBA 1O NUCbMCHHBIM U YCTHBIM O6paH_ICHI/I$IM rpaxxJaH.

Tema 3. Opranuszanus paOoTsl ¢ AeTaMU, JOKyMEHTaMH U U3IaHUSIMH, COACPIKAIUMU TPHP
OTPaHUYECHUS JOCTYIA K HUM.
IIpakTHYecKkoe 3aHATHE.
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MaTepHaJIbHO-TEXHI/I'{eCKoe odecrneueHne MporpaMmal

MarepuanbHO-TeXHUYECKas 0a3a 0OecreunBaeT MpoBeICHUE BCEX BUIOB YUEOHBIX
3aHATUN: JEKIUH, IPAKTUYECKUX 3aHATUN, IPEAYCMOTPEHHBIX Y4EOHBIM IJIAHOM.

MaTepI/IaJILHO-TeXHI/I'leCKI/Ie Ycj10oBusd peajindaliuu nNporpaMmmabI:

Ne HaumeHoBaHue Anpec dopma
n/n CIEeNMATN3NPOBAHHBIX AyTUTOPHI ¢ BJIA/IeHUS
nepeyHeM OCHOBHOTI'O
o0opynoBaHus
1. |Oduc Ne30 (yuaeOHbIH KITacc), MepeueHb Apenza

OCHOBHOT'O 000pYIOBaHMUSL:
- CTOJI TperoaaBarens — 1 mrT.;
- CTyIl IIpernojaBaress —2 IIT.;

- IApTHI IS yAEHUKOB — 18 10T.; Bosnorozckas o6mnacrs,

- CTYJIbS JUIsl yYYUEHUKOB — 28 TIT. COKOJIBCKUH M.0., T. CoKoI,
- ¢iumuapt — 1 mr.; yi1. Jlobpomro6osa, 1.6,

- HOyTOykH — 12 mit.; oduc Ne30

- mpuHTEp — 1 WT.;

- CTeJUIaX /711 yd4eOHbIX MaTepuaioB — 3 WIT.;
- THPOPMAIIMOHHO-METOANYECKHE TITaKaThl —
15 mT.

TpeGoBanus K KBATH(PUKANMHE NeIArOrMYeCKUX KAJAPOB, 00eCreYnBAOIINX PeaIu3aunio
o0pa3oBaTe/IbHOI0 Mpolecca

Peanuzarust HacTosiielt mporpaMMbl  00€CTICUMBACTCS MEJArOTHYECKUMH  KaJpaMH ¢
BBICIITUM WJIH CPETHHUM T€IarOTHYeCKUM 00pa30BaHUEM, UMEIOIITMMHU JI0CTaTOYHBIN OTIBIT PAOOTHI
B  00JacTH  NEJArOTMYECKOM  JEeATENHHOCTH, COOTBETCTBYIOIIICH  HANpaBJIEHHOCTHU
00pa3zoBaTeIbHOM MPOTPAMMBI.

OueHoYHbIE MATEePUAJIBI
®opMbI KOHTPOJISA:
Texyiuii KOHTPOJIb:

OueHka KayecTBa OCBOEHHUS IMPOrpaMMbl BKJIKOYAET TEKYIIUM KOHTPOJIb YCIEBAEMOCTH.
Buner u hopmbl koHTposa ycTtaHaBiuBarotcs [lonoxenneM o0 0Opa3oBaTeNbHON IEATEIBHOCTH
OpraHu3aIuei.

HTOTOBBIN KOHTPOIb:

Hroroserit KOHTPOJIb () npodeccuoHalIbHOMY 00y4eHUI0 3aBepILAETCS
KBaJTU(UKAIMOHHBIM SK3aMEHOM, KOTOPBI BKJIIOUAET B ce0sl MPOBEPKY TEOPETHUUECKUX 3HAHUH B
npeenax KBaTH(PUKAITHOHHBIX TPEOOBAHUHN U MPAKTUUECKYIO KBATU(DUKAIIMOHHYIO paboTy.

[IpoBepka TeopeTHUECKHX 3HAHUN TPOXOTUT B (POpME TECTUPOBAHUSI.

[IpakTnueckas kBanudukanmoHHass paboTa mpencTaBieHa B (Qopme pelieHus Ouiera-
MPAKTUKH, U3y4YEHUE KOTOPOTO OCBAUBAETCS B MIPOLIECCE 3aHATHIA.

TecTupoBanue (mpuMmep):

1. Yro npeacrasJsieT co00i 3asiBIeHHE B JOKYMEHT0000pOTE OpraHu3anuu?
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* ITO JOKYMEHT, KOTOPBIi a/ipecoBaH J0/KHOCTHOMY JIMIY H COAEPKUT KAKYH0-1100
npocb0y padOTHHKA;

- DTO TOKYMEHT C MpeI0KEHNEeM Ha3HAYUTh, TIEPEMECTUTh HITH MOOIMIPUTH PaOOTHUKA,;

- DTO TOKYMEHT, OOBSCHSIONINN TPUYUHBI CIIyYUBLIETOCS, KOTOPBIi COCTaBIsAeT paOOTHUK Ha
UMS PyKOBOIMTEIIA.

2. Kakue 10KyMeHTBI HCIOJIb3YIOTCH KaK CPeACTBAa (PMKCUPOBaHHUS (PAKTOB, COOBITHIL:
- IIucema, TesnerpaMmMbl, TOBEPEHHOCTH

* AKTbI, IPOTOKOIbI.

- 3asBiIeHMS, OOBICHUTEILHEIC,

* YKa3aHus, pacropsKeHUS.

3. Kakue 10KyMeHTbI HCIIOJIb3YIOTCS /sl epeAayu HH(popManuu Ha paccTosiHue:
* AKTBI, IPOTOKOJIBI,

- 3asBNeHUs], 00bSICHUTENbHBIE,

- [Ilmcbma, TererpaMmel,

- YKa3zaHus, pacropsKeHUs.

4. Kakne 10KYMeHTbI SIBJSIIOTCH BHEIIHUMM:
* AKTBI, IPOTOKOJIBI,

- [lucbma, TesierpaMmeol,

- [logJIMHHBIE W KOTIMHU JOKYMEHTOB,

- UepHOBUKH U OCIIOBHKH.

5. Knaccudukanmsi mo creneHu moaJIMHHOCTH:
- JIOKyMEHT OpUTrHHAIbHBIN WUJIU TTOAJIUHHBIN.

- IlonJinHHBIE U KONMU IOKYMEHTOB.

- UepHOBUKH U OCIIOBHUKH.

- IlogIMHHUKY U YePHOBUKH.

6. BHyTpeHHMe TOKYMEHTbI:

- UepHOBUKHU U OEITOBUKH.

- PykonucHble WM MallIMHOTIMCHBIE TJOKYMEHTHI.

- Co31a10TCSl B YUpeKIeHUH U UCIOJIb3YIOTCSl BHYTPH HeEro.

- Co3zpmarorcs He 0053aTeNbHO B YUPEKACHUU, HO UCIIONB3YIOTCSI BHYTPH HETO.

7. Kakne 1OKyMeHTbI SIBJISIIOTCH BHCIIHUMM:
* AKTBI, IPOTOKOJIBI,

- I[Incbma, TeJierpaMmmeld,

- [lonHHBIE U KOMUU T0KYMEHTOB,

- UepHOBUKH U OEJIOBHKH.

8. Konus —7T0:

- YacTh NOAJIMHHOTO JOKYMEHTA.

- O0s13aTeNBHO MOBTOPSAET GOPMY OpUTHHATIA.

- JIOKYMEeHT, MOJHOCTbI0 BOCTIPOU3BOASAIINIA HHPOPMALNIO NOAJIUHHOIO JOKYMEHTa U Bce
€ro BHeIlIHUE NMPU3HAKH WM YaCTh X, He HMeKIIas IPUANYECKOi CHIIbI.

- DakCUMMIIBHOE BOCIIPOU3BEACHNE OPUTHUHATIA.

9. Kinaccudukanus o CpoKy XpaHeHHus:
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- JIOKyMEHTBI CPOUYHBIE U HECPOUYHBIE.

- JIOKYMEHTBI OTKPBITBIE U CEKPETHBIE.

- JIOKyMeHTBbI MOCTOSTHHOTO M BpeMeHHOro xpanenus (10 10 et u ot 10 et g0 75 aer).
- 1o 10 net u ot 5 net g0 25 ner.

10. Knaccupukanus 1no creneHy rIacHOCTH:

- JIOKyMEHTBI CPOYHBIE U HECPOUHBIE.

- JIokyMeHTBI OTKPBIThIE U CEKpPeTHbIe.

- JIOKyMEeHTBI TOCTOSIHHOTO U BPEMEHHOI'O XPAHEHUS.
- JIOKyMEHTBI OTKPBIThIE U OTPAHUYEHHOT'O JOCTYIIA.

IIpakTuyeckue 3aHATUS (IPUMEPHI):
IMpakTHyeckoe 3aganue K Jlekuuu 1 (O0menpogeccuoHAIbLHBIH MOIYJIb)
3apanme Ne 1:
Urto Takoe npaBocrnocoOHOCTH?
3ananue Ne 2:
C kakoro Bo3pacTa HAacTyIaeT MoJIHasA AEeCIOCOOHOCTh?
3ananme Ne 3:
CocraButh Tabmuity «Hammare 1 006EM 1€eCIoOCOOHOCTH B 3aBUCHMOCTH OT BO3pacTay
3ananue Ne 4:
CocraButh TpyaoBou goropop Mexay OOO "Pomanika v cnenuanyucToM mo Kajapam.
YcioBus - OMHBINA pabounii AeHb. Pabuk paboThI ¢ moHeaenpbHIKA 10 TATHUITY ¢ 9-00 1o 18-00.
Omnata no oksaxy 50 000 pyOGueii.
3aganme Ne S:
3amaua:
PaboTHuk A. koTOpoMy moJsiHBIX 17 5eT paboTaeT Ha ckiaae ¢ poToodbopyIOBaHUEM.
Hauanpauk cxiana o0Hapyxwi1 Hemoctady GoToO00OpyA0BaHUS.
Moxet mu HauanpHuk npusieds PaboTHrKa A. K MaTepHaIbHOM OTBETCTBEHHOCTH?
3aganue Ne 6.
Hapucyiite cxemy 3aKOHOJATENBHOTO MpoOIIecca:
Saganue Ne 7:
YUTO OTHOCHUTCS K YMCITy KOMMEPUYECKUX OpraHu3arui?
3aganue Ne §:
UTO OTHOCHUTCS K YHCITYy HE KOMMEPUYECKUX OpraHU3aluii ?

IpakTHyeckoe 3anaTHe K Jlekuuu 2 (O0menpodeccuoHaIbHBIA MOLYJIb)

3amanue Ne 1:

CocTaBuTh 1€10BOE MCHMO:

Tema "[Ipennoxenue o COTpyIHUUECTBE B c(hepe OpraHn3alui COBMECTHON PeKIaMHOMN
KamnaHuu"

YBaxkaembiil MIBan MIBaHOBHUY,

(Bamr tekcr)

3aganue Ne 2:

[Tpuaymail u oMM cUTyalMIo Ha paboueM MecTe, MKy PYKOBOIUTEIEM U OJUNHEHHBIM,
rae PYKOBOJUWTEJIb Hapymnia HOpMBbI STUYHOTO NTOBEAEHHS PyKOBOIUTEIIS.
3aganue Ne 3:

CocraBb cxemy "OOmue GyHKIUN ynpaBieHus"

3amanue Ne 4:

Haueptu "Crpykrypy nosiHoii TenedonHoi 6ecepr”

3aganne Ne S:

[IpugymaTh U onucaTh CUTYAIUIO TOPU3OHTAIBHBIN KOH(IUKT

3amanue Ne 6:
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[TpounTaii cuTyanyio HIXKE U HAMMUAIIN K KAKOMY KOH(DIUKTY OH OTHOCHTCS:

JIBa cOTpyAHHMKA HE XOTSIT paboTaTh B OJTHOM OTJIEJE U KaX bl IEHb IPOUCXOAT CCOPBI.
3apanmne Ne 7:

CocrtaBuTh pe3toMe ISl J0DKHOCTH CIEHUATUCT 10 Kajapam

3apanne Ne 8:

Hapucyii/coctaBp cxemy "TexHOIOTUM OATOTOBKYU Tpe3eHTAN"

IIpakTHyeckoe 3aganue K Jlekuuu 3 (O0menpogeccuoHAIbHBIH MOIYJIb)

3ananme Ne 1:

[Ipunymars u onucarh CUTYyalHIO, B KOTOPOH COTPYAHUK MSICOKOMOMHATA, B JOJKHOCTH
rpy34yuKa, MPUBJICUYEH K TUCHHUILIMHAPHOI OTBETCTBEHHOCTH.

3apanmne Ne 2:

[Ipunymars 1 onucarh CUTYyalllIO, B KOTOPOH COTPYAHUK MSICOKOMOMHATA, B TOJIKHOCTH
rpy34yuKa, MPUBJICUYEH K MATEPUAIbHOI OTBETCTBEHHOCTH.

3apanue Ne 3:

[Ipunymars 1 onmucarh CUTyalllIo, B KOTOPOI COTPYIHUK MSICOKOMOMHATA, B JJOJIKHOCTH
rpy34yuKa, MPUBJICUYEH K A/IMMHUCTPATHBHON OTBETCTBEHHOCTH.

3apanue Ne 4:

[Ipunymars 1 onucarh CUTYyallIO, B KOTOPOH COTPYAHUK MSICOKOMOMHATA, B TOJIKHOCTH
Ipy34uKa, IPUBJIEYEH K YIOJOBHOM OTBETCTBEHHOCTH.

3ananue Ne 5:

Omucatp 1Mo MyHKTaM 4TO JOJDKEH OpTraHu30BaTh paboToIaTe b IPH HECUACTHOM CITy4ae Ha
MIPOM3BO/ICTBE.

IIpakTuyeckoe 3aganue k Jlekuuu 4 (Oo6menpodgeccuoHaIbLHbIH MO1YJIb)

3apanue Ne 1

«Co31anne u pegakTHpoBaHue JokyMeHTa. [lapaMeTphl 10OKyMeHTa.

[enb — oTpaboTaTh HaBBIK HA0OPA TEKCTA U €T0 peaakTHpoBaHus. HexoTopeie 3a1anHus:
HaOpathb TEKCT 1 BBIIOJHUTH PEIAaKTUPOBAHKE IO 00pa3ILy:

Y CcTaHOBUTH MapaMeTphl JOKYMEHTA: OPHEHTAIHS — KHWKHAS, TIOJIST — 10 3 CM, HHTepBaI —
1,15, BeIpaBHHBaHKE — 110 IIKPHUHE, pa3Mep mpudTa — 12, T mpudra — Times New
Roman.

Saganue Ne 2:

«PemakTupoBaHne TEKCTa.

[esb — oTpaboTaTh HABBIK PEIAKTUPOBAHUS TEKCTA.

3ananue: HaOpaTh TEKCT U 331aTh KAXKIOMY MTPEUIOKEHUIO CBOM CTUJIb: THII, Pa3Mep, LBET,
pasmep mpudTa.

IpakTuueckoe 3aganue K Jlekuuu 1 (IlpodeccnonabHbIi MOLYJIB)

Saganue Ne 1:

Beectu dpopmyny B Tabmuie Excel mis pacuéra, Harpumep, CyMMBbI 3HAUCHHH JIBYX SYEEK —
syeek Al u A2

3aganme Ne 2:

B Tabmuiie Excel cymmupoBath siaeiiku 0HON CTPOKH MM OJJHOTO CTOJIOIA C IOMOIIBI0 KHOTIKH
«ABTOCYMMa»

3aganme Ne 3:

[IpakTueckas pabota «Co3zganue TadaulbDy. 3aaHNe: YCTAHOBUTD MOJIA JOKYMEHTA: BEpXHEE
U HIDKHEee — 2 cM, JieBoe — 2,5 cM, ipaBoe — 1 cM, co3aTh Ta0nuiLy, 3anucarh B sUeiku
(hOopMyITBI, MO3BOJISIONINE HAUTH HEOOXOIUMOE 3HAUCHUE.

3amanue Ne 4:

[IpakTuueckas pabota «¥Y c/ioBHOe (hopMaTHPOBaHUEY. 3aJaHKE: BBIIIOJIHUTE YCIOBHOE
(dbopMaTupoBaHUe OKIaa U MPEMUH 3a THBapb MecsIl: 10 2000 p. — XKENTHIM IBETOM 3aTUBKH,
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ot 2000 mo 10 000 p. — 3enéubm nBeToM mmpudTa, cBbie 10 000 p. — MaITMHOBBIM [IBETOM
3aJIMBKH, OCJIBIM [[BETOM IIpHTa.

3apanmne Ne 5:

OtdopmarupoBath ab3aIbl TEKCTA, 33/1aB pa3Hble mapameTrpbl. OTdopMaTupoBaTh ad3als! ¢
pPa3HBIMU OTCTYIAaMH, HHTEPBAJIAMH MEXITYy CTPOKAMH M MEXIy ab3alaMu, yCTaHOBKOW KpacHOM
CTPOKH, BBIPABHUBAHUEM.

3amanus

Jaisi nepBoro aé3ama: OTCTyII 110 IPaBOMY Kparo 6 M, BRIpaBHUBAHUE TI0 JIEBOMY Kparo.

Jast BTOporo ad3zauna: oTCTYyII 10 JIeBOMY Kpato 6 cM, uatepBai nepes 30 1T, MeKCUMBOJIbHBIN
WHTEPBAJ YIJIOTHEHHBIN | NIT, BRIpaBHUBAHUE TIO0 MPABOMY Kparo.

Jas1 TpeTbero ad3ama: OTCTYII C JIEBOTO U MPaBOTo Kpast 2,5 cM, uHTepBai nocie 18 mr,
MEKCHUMBOJIbHBIN MHTEPBAJ PA3pEKEHHBIN 2 TIT, BRBIPABHUBAHUE T10 IICHTPY.

Jist yeTBEépTOro aé3ama: BrIpaBHUBAHUE TI0 MIUPUHE CTPAHUIIBI, MEXKTYCTPOUHBIN HHTEPBAI
JIBOMHOM.

3aganue Ne 6:

Coznarp Tabnuity u3 6 ctob1oB u 5 cTpok. Beimonauts komanay «Tabmauna/{o6aBuTh
TaOIMITY», yKa3aB B COOTBETCTBYIOIIUX TOJISIX BBOJIA YHCIIO CTPOK M CTOJIOIIOB.

3aganue Ne 7:

OtdhopmaTHpoBaTh TEKCT B TIEPBOI CTPOKE: BHIICIUTH NIEPBYIO CTPOKY, YCTAHOBHUTH MAPaMETPhI
mpudra (pudt Arial Narrow, pasmep 14, HauepraHue — HOTYKUPHBIN KypCUB, HHTEpBaT —
pa3psOKEHHBIN)

3apanme Ne 8:

Coznarp Tabmuity «CoTpyaHuk» co cienyrormumu noasimu: @amunus, Umst, OtuecTtso,
JomkHocTs, Anpec, Jlomantauii Tenedon, TadenpHbIN HOMEp, JlaTta poxxnenus, [laTa Haiima,
[Tpumeuanue.

3aganme Ne 9:

«PucoBanue 3MoJemMbl». Co31aTh IMOJIEMY, HCTIOJB3YS TTaHEIh HHCTPYMEHTOB «PrucoBanmey.
WHcTpyMeHTBI U1 pUCOBAaHUS MPSIMOYTOJIbHUKA, OBaja UM OTpe3Ka eCTh Ha MaHesH, JUIs
pucoBanusi 0oJiee CII0KHOM CTaHIapPTHON (PUTYphl MOXKHO BOCIOJIB30BATHCS MEHIO
«ABTOdUryps». [ 106aBIeHNs K PUCYHKY TEKCTa UCIOJIb3YyeTCsl HHCTpYMEHT «Hanmucey
numu ¢urypubiii Teket WordArt. J{is oObequHeHns yacTeil pucyHKa B €IMHOE 11eJI0€ CIeAyeT
BOCIIOJIB30BaThCs onepanueit «[ pynnupoBatb» B MEHIO «JleiCTBUS».

Saganue Ne 10:

«BcTaBKka pucyHKa B TeKCT». BCTaBUTh PUCYHOK B TEKCT, UCIOJIb3YSI KOHTEKCTHOE MEHIO
«O0TeKkanue TeKCTOM» U BbIOpaB MyHKT «Bokpyr pamkuy. BeIAenuTh pUCyHOK MBIIIBIO H,
MIPH>KAB JIEBYIO KHOIKY MBIIIIH, IEPETAIUTh HA CEPEIUHY CTPOKH, HAOII0/1as1, KaK TeKCT
0o0TeKaeT PUCYHOK.

3amanme Ne 11:

Cosznath Tabnuiy y4éra npoiaxu MOJOYHBIX MPOIYKTOB. B Hell MOTYT OBITH CTOJIOIBL:
«IIponykr», «llenay», «IloctaBneno», «lIpomano», «Ocranocky», «Beipyuka». Hanpumep, B
Tabyuie MOTyT OBbITh JaHHBIE O MPOJAKe MOJIOKA, CMETaHbI, TBOPOTa, HOTypTa U CIUBOK.
3apanme Ne 12:

Coznats Tabnuiy «IIpoaaxu». HyxHo chopMupoBats CBOIHYIO TaOIHUITYy, TO3BOJISIFOIILYIO
OIICHUThH KOJHMYECTBO MPOJIAXK U CyMMY MPOAaX TPEX PUPM pa3nMUHBIX MapOK MaIIHH
3apanme Ne 13:

CoznaTth TaONMILY C OLIEHKAMHU MO0 HECKOJIBKUM MpeaMeTaM, MOCUUTaTh CPEAHUNA O Ams
Ka)KJIOTO MPEeMEeTa U MOCTPOUTH AUarpaMMy YCIIEBAEMOCTH, B KOTOPOH JOKHBI ObITh
OTpa)XeHbI ATHU CpPeIHUE OATIIbI

3apanmne Ne 14:

IHocTpoenue guarpamMMpl, 0TOOPaKAIOLIEH TaHHbIEe 00 UCIIOJIb30BAHNM PA3JIMYHbIX
COIMAJIBbHBIX ceTel. /[narpamma 10mKHA COEPKAaTh TPU KOHIEHTPUUYECKUX KOJIbIIa: BHEIIHEE
— conuanbhbie wiathopmbl (OnHokmaccHukn — 35%, VK — 25%, TikTok — 20%), cpennee
— BO3pacTHbIe Tpymibl noas3oBateneit (13—17 mer — 15%, 18-24 roga — 35%, 25-34 roga —
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30%). BayrpenHnee KoabIio — TUI KOHTEeHTa (Buaeo — 45%, poro — 30%, texct — 15%,
aymno — 10%).

3apanme Ne 15:

Coznarp 00yuarouyro npe3eHranuio Ha 20 nucrax.

3apanmne Ne 16:

Co3narb MAapKETHHTOBYIO MTpe3eHTanuio Ha 20 jaucrax.

3aganue Ne 17:

HapucoBatbk cxeMy KOMIIBIOTEPHOM MPE3EHTAUU U3 CIaNI0B.

IpakTuyeckoe 3aganue K Jlekuuu 2 (IlpodeccuonabHbI MOTYJIb)

3aganue Ne 1:

CocraBbTe MpoTOKOJ coBemanus Ha TeMy "[IpoGiemsr B pabounx npomeccax”

3aganue Ne 2:

CocraBbTe npuKa3 10 OCHOBHOM JesTeNbHOCTH: "O Ha3HAYE€HUU OTBETCTBEHHBIX JINIL"
3aganue Ne 3:

OdopmuTe ciry>keOHYIO 3aITUCKY HA UMS PYKOBOAUTEIIS

3aganue Ne 4:

CocraBuTth npukas 06 urorax pabotsl ¢ nokymentamu B OOO «Pomaiika». B koHCcTatupyromiei
4acTH yKa3aTh Ha HU3KYIO TpeOOBaTEeNIbHOCTh PYKOBOJAUTENEH MOApa3/IeIeHU K KaueCTBY
MOATOTOBKH IOKYMEHTOB M KOHTPOJIS 32 UX UCIIOJIHEHUEM. B pacnopsauTensHoi yactu
00paTUTh BHUMaHUE PYKOBOJIUTENICH HA MOBHIIIIEHHE TPEOOBATEIHLHOCTH K pa0OTHIUKAM B YaCTH
paboThl ¢ JOKYMEHTAMH.

3apanme Ne S:

CocraButs "[lonoxkeHne o nepcoHasne opranuzanuu’

3aganmne Ne 6:

CocTaBuTh T0JKHOCTHYIO HHCTPYKIIMIO MEHEIKEpa 1Mo padoTe ¢ KIMEHTaMU.

3apanme Ne 7:

Onucarte cranun "[Ipouenypbl U3gaHus pacCHOPSIAUTEIIbHBIX JOKYMEHTOB B YCIOBHSIX
€IMHOJIMYHOTO MPUHATUSA PEUICHN — MPUKA30B, YKa3aHHUH, pacopsHKeHU"

3apanme Ne 8:

CocTaBuUTh IPaBOBOM aKT Y Ka3aHue

3aganue Ne 9:

CocTaBUTh JOKJIAJHYIO 3alIUCKY OT MMEHU HAYAJIbHUKA Y4eOHOI'0 0T/1e/Ia HaYalIbHUKY
KOJUIE/DKA 0 HEOOXOIMMOCTH CO3JJaHUH JTOTIOJTHUTEIHHOIO KOMITBIOTEPHOTO Kiacca. J[o0aBuTh
HE0OX0IMMbIE PEKBU3UTHI CAMOCTOSITENILHO, 000CHOBATH HEOOXOJMMOCTh CO3/IaHUS TAKOTO
KJlacca

3amanne Ne 10:

CocTaBuTh OOBSICHUTENBHYIO 3aMMUCKY OT UMEHH Pa0OTHHKA IIBETOYHOTO Mara3uHa o MpuyruHax
OTCYTCTBHSI Ha pabodyeM MecTe B 4achl OTKPBITUSI Mara3uHa.

IpakTuueckoe 3aganue K Jlekuun 3 (IlpodeccunonabHbIH MOLYJIb)

3aganme Ne 1:

CocraButs [Ipuka3 no nmuHomy cocraBy Ha Temy: "KomananpoBath coTpyaHuka B MOCKBY U3
r. Koctpoma"

3aganme Ne 2:

CocTaBuTh I0TOBOP KYILTU-TIPOJAKH aBTOMOOWIISL.

3aganme Ne 3:

CoctaButh OPUIHATBEHYIO TOBEPEHHOCTH (BBIAAHHYIO IPEIIPUITUEM) COTPYIHHKY.

3aganmne Ne 4:

CocTaBuTh TMYHYIO JOBEPEHHOCTh MYyXa K )KEHE Ha TIOy4eHHe 3apab0oTHOMN TIaThl

3apanue Ne 5:

OdopMUTH PETUCTPALIMOHHBIHN JKYpHAT JUTSI BXOASIINUX TOKyMEHTOB. Hy»HO c0371aTh TEKCTOBYIO
TaONUIy U UCTIOJIL30BaTh ONpeAeNEHHbIC KObI A1 0003HAUYEHUST HOMEPOB JIeJ, B KOTOPHIE

17



OyzeT moMeIéH JOKyMEHT Ha XpaHeHue nocie ucnoyiHenns. Hanpumep, 01 — 11 7o0KyMeHTOB
10 XO3SIMCTBEHHBIM Bompocam, 02 — i OyXranTepckux JOKYMEHTOB U Tak jJajiee. 3aTeM
CJIEyET 3apErUCTPUPOBATH B )KypHAJIE BXOAAIIME JOKYMEHTBI U3 IIPEJIOAKEHHOIO CITUCKA.
3aganue Ne 6:

Ykakure HAUMEHOBAHHUSI CPOKOB MCIIOJTHEHHS JOKYMEHTOB.

Cpoku UCTIOJIHEHUS JOKYMEHTOB UCUUCIISIFOTCS B KQJIEHJAPHBIX AHSX:

C natbl noanucanus (yIBepKaeHus) JOKYMEHTA -

C natbl uX NOCTYIICHUS -

C nmatel peructpaiui oOpaieHus -

3aganue Ne 7:

Hanummure sTans! KOHTPOJISl KCIIOJIHEHUS JOKYMEHTOB:

3aganue Ne 8:

Co3znarth XypHam ydera redyaTeil u mTamIoB

Kpurtepuu aj1s1 OeHKH 3HAHUI:
Wtorosast u mpoMeXyTOUHas aTTECTALMK ONPEEIISIIOTCS 10 ABYXOAUIbHOM IIKaJIe ¢
BBICTABJIICHUEM OILICHOK «3aUTEHO» WJIN «HE 3a4TEHO» M0 CIEAYIOIINM KPUTEPHUIM:
«HE 3a4eT» — CiylIaTelb BhIMOJHIWI MeHblIe 80% 3a1aHuii OT YKclia 3aIIaHuPOBAHHBIX
COMIACHO COJIEP’KaHUIO Pean3yeMOi IPOTPaMMBl.
«3aueTy» — caymarenb BeImodHuI oT 80% mo 100% 3amanuii OT uncia 3arIaHuPOBAHHBIX
COMIACHO COJIEP’KaHUIO Pealn3yeMOi IPOTPaMMBI.
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