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IlosicHuTENBLHAA 3alICKA

HopmaruHyIo IpaBoBYIO OCHOBY pa3paOOTKH OCHOBHOM MPOTpamMMBbI PO (HecCHOHATBHOTO
oOydeHus: — mporpaMMbl MPo(ecCHOHAIFHOW MOATOTOBKM MO Mpodeccuu pabounx (manee -
IIPOrpaMMa) COCTABIISAIOT:

- OepepanbHblii 3akoH oT 29.12.2012 N 273-®3 «O6 obpazoBanuu B Poccuiickoi
Deneparumy;

- Ilpuka3 ot 26 asrycra 2020 roga N 438 «O6 yrBepxxnenuu [lopsiaka opranusanuu u
OCYIIECTBIIEHUSI ~ OOpa3oBaTeNbHOW  AEATENBHOCTH IO  OCHOBHBIM  IporpaMMam
po(eCCHOHATBHOTO 00YUCHUS;

- Ilepeuensb npodeccuit pabouynx, JOMKHOCTEN CITYy)KAIUX, IO KOTOPHIM OCYIIECTBIISIETCS
npodeccuoHaibHOoe 00ydeHUe, YTBEPKICHHBIN MpUKa3oM MuHHCTEpCTBa MpocBenieHus: PO ot
14.07.2023 . N 534,

- Ilpodeccuonanpupiii  crangapt  Coenmwamuct MO OpPraHU3AIIOHHOMY U
JTOKYMEHTAIIMOHHOMY O0€CIIeUeHHIO YIIpaBiIeHHs OpraHn3anueil (yIB. mpukazoM MUHHCTEPCTBA
Tpyna u counanbHou 3ammTsl PO ot 15.06.2020 1. Ne 333H).

HopMmaTuBHBIi CPOK 0CBOCHHS NIPOIPAMMBI:

HopmaruBHbIil cpok 0CBOEHUS ITporpamMmel — 288 4acos.

C nmnpumMeHEeHHEM DJEeKTPOHHOrO OOy4eHUs U JUCTAaHIIMOHHBIX 00pa3oBaTeIbHBIX
TEXHOJIOTHH.

TpeGoBaHusl K MOCTYNAIOIINM, KATErOpPUs 00y4ar0NIUXCs:
K ocBoenuto nporpaMMsl JA0MycKalOTCs U@ Pa3IMYHOTO BO3pAcTa BHE 3aBHCHUMOCTHU OT
00pa3zoBaHwMsI.

Leab peanuzanuu nporpaMmmbi:

Henpto  peanuzanmuu  nporpamMmbl  siBiseTcs  GopMuUpoBaHHE Yy — OOydarolmuxcs
npodeccuoHaNbHBIX 3HAaHUM, YMEHUN U HABBIKOB 10 mpodeccuu padounx «Jlenonpon3BoAUTEIbY.
[lo oxoHuanum Kypca oOydammuics NTOHKEH 3HATh HOPMATHBHYIO 0a3y U COBPEMEHHBIE
TEXHOJIOTUM JIOKYMEHTAIMOHHOTO OOeCHeueHusi yIpaBieHUs MU OOecHeyeHUs IesITebHOCTH
PYKOBOJUTENIS; TOHUMATh MEPCIEKTUBHbIC HANPABICHUI WX Pa3BUTHS; MPUMEHATh HA MPAKTHUKE
MIpaBUJIa OPraHU3aIUK BCEX 3TANOB PabOThI C JOKYMEHTaMH U MOCETUTEIISIMHU.

3aga4yu nporpaMmabi:

- M3Y4YUTh OCHOBHBIC HAIPaBJICHUS MPUMEHEHUS KOMIIBIOTEPHBIX TEXHOJIOTHH B cdepe
JOKYMEHTAIIHOHHO-UH(POPMAIIMOHHOTO 00eCeueHus yIpaBIeHus,

- O3HAKOMHUTHCA C COBPEMEHHBIMHU allaparaMd U MPOTPAMMHBIM OO0ECIIEYCHHEM,
MCIOJIb3YEMBIM JIJIsl aBTOMATU3alUU JEIOTIPOU3BOICTBA;

- OBJIAJIETh MPAKTUYECKHUMH HaBBIKAMU Pa0OTHI CO CTIEIMATU3UPOBAHHBIMY MTPHUKIATHBIMH
MporpaMMaMu.

Ilnannpyembie pe3yabTaTbl 00y4eHHS:

JloJ12keH 3HATh:

- HopwmaruBHble mnpaBOBble aKThl W  HOPMAarTMBHO-METOJUYECKHE  JIOKYMEHTHI,
OTIPEAETISIONINE MOPSA0K JOKYMEHTAIIMOHHOTO 00ECTIeUeHUs YIIPaBIICHHS,

- CTpykTypa opraHu3anuu, pyKoBOJICTBO CTPYKTYPHBIX MOAPA3/IEICHUN;

- CoBpeMeHHbIe HH(DOPMAITMOHHBIE TEXHOJIOTHH pabOThI C JOKYMEHTAMH,

- [lopsimok paboTHI C TOKyMEHTaMU,



- CxeMbl IOKyMEHTO000POTa,;

- CucreMbl CKOPOCTHOTO MHUCHhMA,

- [IpaBuna paboThI ¢ BXOISAITUMHE, UCXOSIIIMMHA U BHYTPEHHUMU JIOKYMEHTAMHU

- [IpaBuna opranu3anuu U GOPMBI KOHTPOJIS HCIIOIHEHUS JOKYMEHTOB B OpraHHU3aIlHH;

- TunoBbie CPOKHU UCTIOTHEHUS JOKYMEHTOB;

- [IpyHIMTIBI PaOOTHI CO CPOKOBOU KapTOTEKOH;

- Ha3znayeHue v TEXHOJIOTHS TEKYIIEro U MPEeyNpeIuTeIbHOTO KOHTPOJIS,

- IlpaBuna cocTaBieHUsI aHAJUTUYECKUX CIOPABOK [0 OpraHu3aiuu padoThl ¢
JOKyMEHTAMH U KOHTPOJIIO UCTIOJTHEHUS JOKYMEHTOB;

- [IpaBuna TOKyMEHTAIIMOHHOTO 00ECIICUeHUsI IEATEIbHOCTH OPTraHu3aIluu

- Bujipl JOKyMEHTOB, X Ha3HAUCHUE,

- TpebGoBanus, mnpeabsBIAseMble K JOKYMEHTaM B COOTBETCTBUM C HOPMAaTHBHBIMU
MPaBOBBIMHU aKTaMH U TOCYIapPCTBEHHBIMH CTaHAapTaMU;

- [IpaBuiia COCTaBJICHUSA u odopMIIeHHUS MH(OPMAIIMOHHO -CIIPABOYHBIX,
OpraHU3AI[MOHHBIX, YIIPABICHUECKUX IOKYMEHTOB;

- [IpaBuna co3manus u BefieHUs 0a3 TaHHBIX CIYKEOHBIX JOKYMEHTOB B OpraHU3alIlnu;

- CucreMsl MIEKTPOHHOTO IOKYMEHTO000pOTa,

- [IpaBuna u Cpoku OTIPABKH UCXOISAIIUX TOKYMEHTOB;

- Buaer HomeHkiatyp, o0mue TpeboBaHUsS K HOMEHKIIAType, METOJIMKA €€ COCTaBIEHUS U
opopmIIeHNS;

- [IpaBuna coriacoBaHus HOMEHKJIATYPHI /1€ C BEIOMCTBEHHBIMU apXUBaMU U SKCIIEPTHOM
KOMUCCHEH,

- Iopsimox ¢opmupoBanuss u odopmiieHUs: nei, crenudpuka GOpMUPOBAHUS OTIEITHHBIX
KaTeropuil Jen,

- [IpaBuna xpaneHus e, B TOM YUCIIE ¢ JOKYMEHTaMH OI'PaHUYEHHOTO JIOCTYIa;

- [IpaBuna BeIJaYu U UCTIOJIb30BAaHUS JOKYMEHTOB U3 C(OOPMUPOBAHHBIX JIEIT;

- HopmatuBHble  mpaBOBbIE  aKThl, = HOPMATHMBHO-METOAMYECKHE  JOKYMEHTHI,
rOCyIapCTBEHHbIE CTaHAAPTHI, OMPEACISAIONIUE MOPSIOK JTOKYMEHTAlMOHHOTO O0ecredeHUs
yIpaBJeHHUS,

- Kpurepum pasneneHuss JOKYMEHTOB Ha TpYyNIbl B COOTBETCTBHH C I[€HHOCTBHIO
uHpopMaIuu, coepKalleiics B HUX;

- Ilopsimox uCMONB30BaHMSI THUIMOBBIX WM BEJOMCTBEHHBIX IE€peYHEel JOKYMEHTOB,
OTIpeIeTICHUS] CPOKOB XpaHEHHS B MPOIECCE IKCIEPTU3BI LIEHHOCTU JOKYMEHTOB;

- [lopsiok co3nanus, OpraHu3aly U JOKYMEHTUPOBAaHUs pabOThl AKCIIEPTHOW KOMUCCHUH;

- [IpaBuna cocraBineHus U yTBEPKACHUS MPOTOKOJIA PAOOTHI IKCTIEPTHONH KOMUCCHH;

- [IpaBuina cocTaBieHUs U YTBEPKIACHUS aKTa O BBIICICHUU JOKYMEHTOB, HE MOISKAIINX
XpaHEHUIO;

- IlpaBuna TexHU4eckoil 0OpaOOTKM U MOJHOTO OGMOPMIIEHHS JIe1 IMOCTOSHHOTO H
BPEMEHHOTO XpaHEHHUS,

- [IpaBuna cocTaBneHus OMUCH JIe] OCTOSIHHOTO ¥ BPEMEHHOTO XpaHEHHUs B COOTBETCTBUU
C HOPMATUBHO-METOIMYECKUMU JOKYMEHTAMU;

- [IpaBuna nepenauu fen B apXuB OpraHU3aIUH,;

- TpeGoBanwus oxpaHbl Tpyaa.

JosKeH yMeTh:
- Paboratb co Bcell COBOKYMHOCTBIO HMH(OPMAIMOHHO-AOKYMEHTALMOHHBIX DPECYpCOB
OpraHu3aunuy,



- [Tonp3oBarkest 6a3amMu TaHHBIX, B TOM YHUCIIE yIaJICHHO;

- [Tonb30BarbCs CrpaBOYHO-TIPABOBBIMU CUCTEMAMU,

- Ilonwp3oBaThCsi aBTOMATU3UPOBAHHBIMU CHUCTEMAMH Y4Y€Ta, PETUCTpALlMU, KOHTPOJIS U
WH(OPMAITMOHHO-CIIPABOYHBIME CHCTEMaMHU MPHU paboTe C TOKyMEHTAMHU OpraHU3aIlHH,

- Ilpumenste coBpeMeHHbIE HWH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU IS
paboTHI ¢ JOKYMEHTAMH, B TOM YHCJIIE JIJIS €€ ONTHMH3AIUH U MOBBIIICHUS 3()PEKTHBHOCTH;

- [IpumeHsTh IpaBuUiIa PyCCKOTO S3bIKA;

- [IpumeHsTh HaBBIKK CKOPOCTHOTO MHCHMA,;

- Opranu3oBbIBaTh pabOTy MO Y4YETy, XPAaHCHHUI0O M Tepeaade B COOTBETCTBYIOIIHE
CTPYKTYpPHBIE MOAPA3ICICHUS JOKYMEHTOB TEKYILIETO JETOMPOU3BO/ICTBA;

- OcymecTBisiTh METOJUYECKOE PYKOBOACTBO JEIOMPOU3BOJACTBOM B OpraHU3allUH,
KOHTPOJUPOBATH MpaBUIbHOE (OPMUPOBAHUE, XPAaHEHUE U CAAYy €]l B apXUB;

- Pa3pabarpiBaTh HOMEHKIIATYPY J€JI CTPYKTYPHOTO TOpa3ACICHNUS;

- Mcnionb30BaTh HOMEHKIIATYPY 1€ TIPU U3YYEHUH CTPYKTYPhl OPraHHU3aIliH1, COCTABICHUN
OIIUCEH eI,

- Opranus3oBbIBaTh padboTy 1o (OPMHUPOBAHUIO JIe B COOTBETCTBHUU C YTBEPKIECHHOU
HOMEHKJIaTypO# JIeJ1 OpraHu3alliy;

- ®opMUpPOBaTh TOKYMEHTHI B JIejia C YIETOM UX CIIeIH(PUKH;

- CucreMarn3npoBaTh JOKYMEHTHI BHYTPH JIENa;

- O6ecmieunBaTh COXPAaHHOCTH M 3aITUTY JOKYMEHTOB OpPTaHU3AINH

- Tlpumensts wWHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTMM Tpu paboTe ¢
JNOKYMEHTaMH,

- Ilonp30oBaThcsl MEepevyHSIMH JAOKYMEHTOB M aHAJIU3UPOBATH (PAKTUYECKOE COAepKaHHE
MMEIOLIUXCS B Jiefie JOKYMEHTOB IIPU OTPEAETICHUN CPOKOB UX XpaHEHUS ;

- ObopMIIATh TOKYMEHTBI SKCIIEPTHON KOMHUCCHUH;

- OdopmiiaTh OOJIOKKH A€M MOCTOSIHHOTO W BPEMEHHOTO XpaHEHUS B COOTBETCTBUHU C
TpeOOBaHUAMU TOCYIaPCTBEHHBIX CTaHApTOB;

- [Ipon3BOIUTH XPOHOJIIOTUYECKO-CTPYKTYPHYIO CHCTEMaTH3alUIO Jed;

- OcymiecTBIATh TEXHHUUYECKYI0O O0pa0OTKy W MOJMHOE OQOpMIIEHUE JeNl MOCTOSHHOTO U
BPEMEHHOIO XpaHEHHUS,

- CocTaBniTh ONHUCH Ji€J TMOCTOSIHHOTO M BPEMEHHOTO XpaHEHUsi B COOTBETCTBHH C
HOPMAaTHUBHO-METOAMYECKUMHU TOKYMEHTaMU,

- Ilpumenstp uHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHM Ipu padoTe cC
JOKYMEHTaMH.



Y4yeOHbIii MJIaH

Y4eOHble TUCIUTUIIHHBI, Koi-Bo ®opma oOyueHust dopmbl

npoheccHoHaIbHBIE MOYIH 4acoB KOHTPOJISI
J 113

1. 54 42 12

OobmenpodeccnoHaabLHbI

MOYJIb

OCHOBBI 3aKOHO/IATEIILCTBA 18 15 3 3auer

JlenoBas KyneTypa 16 13 3 3ager

Oxpana Tpyna 8 5 3 3ager

Opraan3anuoHHas TEXHUKA 12 9 3 3auer

2. lIpodeccuonanbHbIii 226 132 94

MOYJIb

KommeroTepHast 06padoTka 66 48 18 3auer

JOKYMEHTOB

JIOKyMEHTHpOBaHHE U 166 56 60 3aver

opranusaioHHas oopadoTka

JTOKYMEHTOB

Opranu3zanus paboTHI ¢ 44 28 16 3ager

OT/ICJIbHBIMU KaT€TOPUSIMHU

JOKYMEHTOB

Hrorosas arrecranus - 8 KBammdukannoHHbIi

KBanupukaumoHHbII 9K3aMEeH

IK3aMeH

Hroro 288 174 106

Kanenpapuwbiii rpadpuk

YyeoHas Heneas Koan4yecTBo YacoB B
HeneJII0
1 yueOHas Hemens 13 yacoB
2 yyeOHas Henemnst 25 yacos
3 yyeOHas Henmemns 23 yacos
4 yueOHas Henenst 22 4yacosB
5 yuebHast Henens 23 yacos
6 yuebHast HeJens 14 yacoB
7 yaebHast Henens 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 gacos
13 yuebHas Henens 10 gacoB
14 yuebHas Henens 12 gacoB
15 yuebHas Henens 12 qacoB
16 yuebHas Hemens 12 yacoB
Hroro 288 yacos




PaGouasi nporpamma
1. O6menpodeccnoHaIbHBII MOTYIB:

OCHOBBI 3AKOHOJIATEJIBCTBA

eab — opueHTHPOBATHCS B IPABOBOM JOKYMEHTALIUHU, OLIEHUBATh PE3YJIbTaThl U MOCIIEACTBUS
JEUCTBUN C ITPAaBOBOM TOYKH 3PEHUS.

B pesynbrate 0cBOEHUS AUCHUIIIIMHBI CIIYILIATENb JOKEH:

yMeThb:

- IPUMEHATh OCBOEHHBIE 3HAHUM U CIIOCOOBI ACATEIBLHOCTH C LIEJIbIO peain3alui U 3alUThl
IIpaB ¥ 3aKOHHBIX UHTEPECOB JINYHOCTH;

- CO/IECTBOBATH MOJICPKAHUIO IIPABOTIOPSAKA B 00IIECTBE; PELICHUs TPAKTUYECKUX 33/1a4 B
COIMATLHO-TIPABOBOM cdepe, a TakxKe YIeOHBIX 3a7a4 B 00pa30BaTeILHOM MPOIIECCe.

3HATh:

- OCHOBHBI€ MTPUHIIMIIBI, HOPMBI U HHCTUTYTHI IIPaBa;

- BO3MOXKHOCTH MpaBoBoi cuctemsl Poccun, HeoOXoaumble A1l 3PPEKTUBHOTO UCIOIb30BaHUS U
3alUTHI [IPaB U UCIIOJHEHUS 00513aHHOCTEH, TPABOMEPHOI peaan3aliil rpakJaHCKON TO3UIIHH.

ConepxaHue TUCIUIIINHBIL:

Tema 1. OCHOBBI KOHCTUTYLIHOHHOT'O ITpaBa.
Tema 2. OCHOBBI I'PaXXAAHCKOTO TTpaBa.
Tewma 3. TpynoBoii JoroBop.

Tema 4. PaGouee Bpemsi 1 BpeMs OT/IbIXa.
Tema 5. 3apaboTHas muiara.

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

AEJIOBAA KVJIBTYPA
Leapb — yuacTBoBaTh B MpoheccuoHaIbHON KOMMYHUKAIUU.

B pesynbrare 0CBOCHMS AUCLHUILIMHBI CIIyLIATeNb JOJKEH:

yMeTh:

- coOtoz1aTh NMpaBuiia PpeueBOro 3TUKETa B JIEIOBOM OOLICHUH;

- COCTaBJIATh U OTIPABIIATH JEJIOBYIO KOPPECIIOHICHIIMIO HA OCHOBE IIPUHATHIX MTPABUII.

3HATh:

- IpaBUJIa MIOBE/ICHHS YEJIOBEKa;

- HpaBCTBEHHbIE TPEOOBaHUA K IPOpeCcCHOHATEHOMY OBEICHUIO;

- ICUXOJIOTMYECKUE OCHOBBI OOIIEHMS;

- OCHOBHBIE ITpaBUJIa IOBEJEHUYECKOTO 3TUKETA: IPUBETCTBUS, 3HAKOMCTBA, HOPMbI OTHOLIEHU B
KOJUIEKTHBE;

- OTHOILUEHMS PyKOBOJIUTEIIS U MOAUYNHEHHBIX;

- HOpPMBI PEYEBOTO ITUKETA B JIEJIOBOM OOILEHHH.

COI[Cp)KaHI/Ie JUCITUITIIMHBI:

Tema 1. DTuka, npodeccnoHambHast ITHKA.



Tema 2. DTuKa 1€ATETLHOCTH OpraHu3aliil (KOprnopaTuBHas STUKA)
Tema 3. Texnonorus AeI0BOro OOIICHUS.

Tema 4. CityxeOHBIN ITUKET.

Tema 5. Kynmberypa nemoBoro o0meHusl.

Tema 6. Kynsrypa BHemHero Bua.

IIpakTHyeckoe 3aHsATHE.

OXPAHA TPYJA

Lesab — momydeHne HeOOXOMMBIX 3HAHUH B 00IaCTH OXpaHBI TPy/Aa U MPUMEHEHUE UX B
npodecCUuOHaTBHOMN IeITETbHOCTH.

B pesynbrare 0cBOCHUS AUCIUTIINHBI CITYIIATEIb JOKEH:

yMeThb:

- IPUMCHATDb HHCTPYKIIHUU U TTOJIOKCHUA

- MPUMEHSATH TpaBuiia 0€30IaCHOCTH TIPH PabOTe HA KOMITLIOTEPE;

- COOMTIONATh PEXHUM TPYIa U OTABIXA TP paboTe HAa KOMITLIOTEPE;

- MPaBUJILHO PearupoBaTh B Clydae 1moxapa;

- OKa3bIBaTh IEPBYIO MTOMOIITH TOCTPAAABIINM B Pe3yIbTaTe HECYACTHOTO CyJasl.

3HATb:

- TpeOOBaHUs, IPEIbSBIIEMbIE K PEXUMY TPyAa U OT/IbIXa, PaBUjIa U HOPMBI OXpaHbl TPyAa U
TEXHUKHU O€30MacHOCTH,

- TIpaBWIIa OE30MaCHOCTH TIPH pabOTe Ha KOMITBLIOTEPE;

- C1I0COObI OKa3aHMsI IEPBOM MOMOIIH NPU HECYACTHBIX CIydasiX;

- TIpaBHJIA TTOXKAPHOHN 0€30TaCHOCTH | 3JIEKTPOOE30TacHOCTH.

ConeprxaHue TUCITUTITUHBI:

Tema 1. TpynoBoe 3aKOHOIATENLCTBO 00 OXpaHe TpyJa paOOTHUKOB.
Tema 2. [TonsTHs 0 MOKapHOK 0€30TTACHOCTH M 3JIEKTPOOE30MaCHOCTH.
IIpakTHYecKkoe 3aHsATHE.

OPITAHU3AIIMOHHASYA TEXHUKA

Ilesb — nCHOIB30BaTh OCHOBHBIE BUBI OPraHU3alMOHHON TEXHUKU B COOCTBEHHOM
NEATebHOCTH.

B pesynbrare 0cBOCHMS AUCLUIUIMHBI CITyHIATENb JOJKEH:

yMeTh:

- 3¢(eKTUBHO UCIOJIb30BaTh OCHOBHbIE BU/Ibl OPraHU3aLIMOHHON TEXHUKU B COOCTBEHHOM
JESITEILHOCTH.

3HATh:

- CpE/CTBA XpaHEHMs], IOMCKA U TPAHCIIOPTUPOBAHUS IOKYMEHTOB;

- OIIPENEIIEHNE, HA3HAUEHUE CPENICTB OPITEXHUKHU.

CopnepxaHue JUCIMILINHBI:
Tema 1. Cpencrsa opraHM3allMOHHON TEXHUKH.

Tema 2. OO01mmas xapakTepucTHKA U KIacCU(PHUKALUS CPEICTB OPraHU3alMOHHON TEXHUKH.
Tema 3. CpenctBa y11 06pabOTKH JOKYMEHTOB.



Tema 4. CpencrBa KONIMPOBAHUSI U OTIEPATUBHOIO PA3MHOKEHUS JTOKYMEHTOB.
Tema 5. Cpencta cBsi3H.

Tema 6. CpenctBa pacrno3HaBaHHs JOKYMEHTOB.

IIpakTHyeckoe 3aHsTHE.

2. TIpodeccronanbHbIi MOIYIb:

KOMIIBIOTEPHAA OBPABOTKA JTOKYMEHTOB

Heap — noaroraBnuBaTh T0KyMEHThI Ha KOMIIBIOTEPE, OTBEYAIOLIME COBPEMEHHBIM

TpeOOBaHUSIM.

B pesynbrate 0CBOEHUS AUCIUIUIMHBI CIyIIATENb JOJIKEH:

yMeThb:

- OIIEpaTUBHO paboTaTh ¢ MH(pOpMaIuei;

- OpPraHu30BaTh CBOE paboyee MeCTO U JAESTENIbHOCTh B COOTBETCTBUHM C TPEOOBaAHUSIMHU
COBPEMEHHOTO JIEJIONPOU3BO/ICTBA.

3HaTh:

- pyHKIIMOHANBHBIE Y3716l DOBM, UX Ha3HaueHUE U MPUHIIMIIBI PaOOTHI;

- IPaBWJIa TEXHUYECKOM dKCITyaTannn DBM;

- BHEILIHUE U nepudepuyeckre ycTpoiicTa, npumensemsie B OBM;

- BUIbI ¥ IPUYHHBI OTKa30B B pabotre OBM;

- TEXHOJIOTUH PabOThI B oduce ¢ mporpamMmmubiMu mipoaykramu MS Word, MS Excel, Microsoft
Access, MS Pablisher, MS Outlook;

- HOpMBI U NIpaBUJIa OXPaHbI TPyJa U NOXKApHOH 0€30I1aCHOCTH.

ConeprxaHue TUCITUTITUHBI:

Tema 1. Onepannonnas cucrema Windows.

Tema 2. Texnonorus 06pabOTKH TeKCTOBO# nHMOpManuu (TEKCTOBBIH mporieccop Microsoft
Word).

Tema 3. Cucrema anexkrponnsix Tadaun Microsoft Excel.

Tema 4. Cucrema ynpasinenus 6azamu nanasix Microsoft Access.

Tema 5. Coznanue npe3enTaruii B cpeae PowerPoint.

Tema 6. Cucrema anexkrponHoii moursl Outlook Express.

Tema 7. PabGora B cetu Internet.

Tema 8. [TpueMbl 1 MeTOTBI PAOOTHI CO CKATHIMU JTAHHBIMHU.

Tema 9. ABTOMATH3MPOBAaHHBIN TEPEBO JOKYMEHTOB.

Tema 10. Co3nanue nyonukanuit u Web-crpanuir ¢ momomsro MS Pablisher.

Tema 11. Teopus u TexHuka nedatu. OCBOCHHE «CJICTIOTO» JECATUIIAIBIIEBOTO METO/Ia TIeYaTH Ha
KJIaBHATYpE.

Tema 12. Komnbrorepu3anus AeI0MPOU3BO/ICTBA.

IIpakTHYecKoe 3aHATHE.

JOKYMEHTHUPOBAHUE U OPTAHU3AIIMOHHASA OBPABOTKA JOKYMEHTOB
Iesab — HayuuThCst paboTaTh C JOKYMEHTaMH.

B pe3synbrare 0cBOEHUS AUCHUIIIINHBI CIIYILATENb JOKEH:
yMeThb:



- IPUHUMATh U PETUCTPUPOBATH KOPPECTIOHICHIINIO, HAIPABIIATH €€ B CTPYKTYPHbBIE
NIO/Ipa3ICIICHUS;

- POBEPATH MPABMWIEHOCTH O0(POPMIICHUS TOKYyMEHTOB;

- IIepeaBaTh JOKYMEHTBI B COOTBETCTBUH C PE30JIOLUEH PYKOBOJAUTEIEH IPEIIIPUATUN Ha
WCIIOJTHEHHUE, 0(OPMIISITh PETUCTPAIIMOHHBIC KAPTOUKU MITH 0(GOPMIISTh OAaHK JaHHBIX;

- BECTa KapTOTEKYy y4eTa IPOUCXOKICHHS TOKYyMEHTAJIbHBIX MarepuajgoB, OCYILIECTBIATh
KOHTPOJIb 32 UX UCTIIOJHEHUEM, BbIJJaBaTh HEOOXOIUMBIE TIPABKHU I10 3aPETUCTPUPOBAHHBIM
JOKYMEHTaM;

- OTHPABJIATH UCIIOJIHEHHYIO IOKYMEHTALMIO 10 aJipecaraM;

- BECTHU y4eT MOJIy4aeMOU U OTIPABIIIEMOM KOPPECTIOHACHIIMH, CUCTEMAaTU3UPOBATh U XPAaHUTh
JIOKYMEHTHI TEKYIIIETO apXUBa;

- BECTH pabOTy MO CO3AAHUIO CIIPABOYHOTIO arrmapara 1o J0KyMeHTaM, 00ecrieunBarh ynoOHbIN 1
OBICTpPBIN MX TIOUCK;

- OCYIIECTBIIATH AKCIEPTU3Y JOKYMEHTOB, MIOJArOTABIIUBATh U CJIaBaTh B apXUB MPEIITPHUATHS
JOKYMEHTAJIbHbIE MaTepHalibl, 3aKOHYEHHbIE JIETIONPOU3BOJCTBO, PETUCTPALIMOHHYIO KAPTOTEKY
WJTU KOMITBIOTEPHBIC OaHKU JTAHHBIX;

- COCTaBJIATh OIUCH JIe, TIepelaBaeMbIX Ha XpaHEHHE B apXUB, 00€CIEeUNUTh COXPaHHOCTh
MIPOXOSAIICH CITY’)KEOHOUW TOKYMEHTAIINH.

3HATh:

- HOpMaTUBHBIE MPABOBBIC AKTHI, TIOJIOKEHHU S, MHCTPYKIINH, APYryue PYKOBOISAIINE MaTEPHAIIBI 1
JIOKYMEHTHI TI0 BEICHUIO JICTONPOU3BOJICTBA HA MIPENNIPUSATHH;

- OCHOBHBI€ TMOJIOKEeHUSI EAMHOM rocy1apCTBEHHOM CUCTEMBI IEJI0TTPOU3BOICTBA;

- TIOCJIEOBATENILHOCTH ONIEPALIMI IO TPUEMY, PETUCTPALIMH U PACIIPENETICHUS 110
MO/IPA3JICICHUSAM OpraHU3aliy;

- CTPYKTYpbI IPEIIPUATUS U €r0 NOAPA3AECIICHHUS;

- CTaHJIapThl YHU(PHUIIMPOBAHHONW CUCTEMBI OPraHU3aLIMOHHO-PACTIOPAIUTENILHOM TOKyMEHTAINH;

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

- OCHOBBI OpraHu3aly TPyaa;

- IPABWJIA SKCILTYaTallud BBIYUCIUTEIBHON TEXHUKU;

- BUIbI, YHKIIUHU JTOKYMEHTOB, MPaBUjIa UX COCTABIEHUS U 0(hOPMIICHHUS;

- OPSI0K JOKYMEHTHPOBAaHUS HH(POPMALIMOHHO-CIIPABOYHBIX MaTepUaoB;

- OCHOBBI 3aKOHO/IaTEJIbCTBA O TPY/E;

- IIPaBWJIa BHYTPEHHETO TPYIOBOTO PACHOPSIKA;

- IIPaBWJIa U HOPMBI OXPaHbI TPY/A.

ConeprxaHue TUCITUTIIUHBI:

Tema 1. Uctopus opranusanuu aenonpon3BoacTsa B Poccun.

Tema 2. [TonsiTHEe 0 JOKyMEHTaX M CIIOCO0ax TOKYMEHTHPOBAHUS.

Tema 3. YHudukauus u crangapruzanus J0KyMeHTOB. CUCTEMBbI JOKYMEHTAIHH.

Tema 4. YHudunpoBanHas cuCTEMa OPraHU3a[MOHHO-PACIOPSAAUTENBHOM JOKYMEHTAIMH
(YCOPL).

Tema 5. TpeboBaHus K 0(OPMIICHUIO PEKBU3UTOB IOKYMEHTA U K OJaHKaM.

Tema 6. Opranu3aiioHHO-PACHOPSAUTENbHAS TOKYMEHTALHS.

Tema 7. Opranu3zaniioHHbIE U PacTIOPSIUTEIbHbIE JOKYMEHTHI.

Tema 8. udopmamoHHO-CIIpaBOYHBIE JOKYMEHTHI.

Tema 9. TpeboBanus K 0(OPMIICHHIO U TIPAaBUIIA BBIJIAYM KOTIMHA JOKYMEHTOB.

Tema 10. Cayx6a nokyMeHTamoHHOTro obecrieueHus ynpasinenus (JJOVY).
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Tema 11. Opranusanus npuemMa J0KyMEHTOB.

Tema 12. Opranuzanus 00pabOTKH UCXOTAIIUX U BHYTPEHHUX JOKYMEHTOB.

Tema 13. Peructparusi TOKyMEHTOB B OpraHU3aIUH.

Tema 14. Opranu3zanusi KOHTPOJISI UCIIOJIHEHUS! JOKYMEHTOB, OIIEPAaTUBHOIO XPaHEHUS
nokymeHToB. HoMmeHkiarypa nen.

Tema 15. Dkcniepru3a HEHHOCTH JOKYMEHTOB.

Tema 16. [TogroToBka gen K apXUBHOMY XpPaHEHHUIO.

IIpakTHyeckoe 3aHsTHE.

OPTAHU3AIINA PABOTHBI C OTAEJBHBIMHU KATEI'OPUAMHU NTOKYMEHTOB
Heab — HayunuThCs paboTaTh C OTACIBHBIMU KaTETOPUSMU JOKYMEHTOB.

B pesynbrate 0cBOEHUS AUCHUIIIINHBI CIIYIIATENb JOKEH:

yMeTh:

- IPUHUMATh U PETUCTPUPOBATH KOPPECTIOHICHIINIO, HAPABIIATH €€ B CTPYKTYPHBIE
M0JIpa3/ieIeHHUS;

- IPOBEPSATH MPABUILHOCTH 0(OPMIIEHHUS JOKYMEHTOB;

- IIepeaBaTh JOKYMEHTBI B COOTBETCTBUH C PE30IIOLUEN PYKOBOINUTENEH IPEAIIPUATHN Ha
WCTIOTHEHHE, 0(POPMIISITH pETUCTPAITHOHHBIC KAPTOUKHU WM 0(POPMIISITH OaHK JTaHHBIX;

- BECTH KapTOTEKY y4ueTa MPOUCXOKEHHUS JOKYMEHTAIBHBIX MareprajoB, OCYIIECTBISATh
KOHTPOJIb 32 UX UCIIOJTHEHUEM, BbIIaBaTh HEOOXOJMMbIE CIIPABKH 10 3apErUCTPUPOBAHHBIM
JOKYMEHTaM;

- OTHPABJIATH UCIIOJIHEHHYIO IOKYMEHTALIMIO 10 aJipecaraM;

- BECTH yUeT MOJy4aeMOW U OTIIPaBIIIEMON KOPPECIIOHACHIIMU, CUCTEMATU3UPOBATh U XPAHUTD
JOKYMEHTBI TEKYIIETO apXHBa,

- BECTH paboTy MO CO3AaHMIO CITPABOYHOTO arapara o JOKyMeHTaM, 00eCTieunBaTh yIoOHBIN 1
OBICTpPBIN UX MIOUCK;

- OCYIIECTBIISITh SKCIIEPTU3Y TOKYMEHTOB, OArOTABINBATh U CAABATh B apXUB MPEIIPUSITUS
JOKYMEHTAJIbHbIE MaTepHallbl, PErUCTPAILIMOHHYIO KAPTOTEKY UM KOMIIBbIOTEpPHbIEC OaHKU JaHHbBIX;

- COCTaBJISTh OIUCH JIeJ, TepelaBaeMbIX Ha XpaHEHHE B apXUB, 00eCIeurnBaTh COXPAaHHOCTD
MIPOXOAIINI CITY>KeOHOH JOKYMEHTAIINH.

3HATh:

- HOPMaTUBHBIE [TPABOBbBIE aKThl, OJOKEHHUSI, UHCTPYKIUH, APYTHe PYKOBOISIINE MaTepUaibl U
JOKYMEHTBI 110 BEJICHHIO JIEJIOTPOU3BOJICTBA HA MIPEANPUATUH;

- OCHOBHBIE MOJIOKeHH EMUHOM rocynapcTBeHHOM CUCTEMBI AETOTPOU3BOJICTBA;

- MOCJIeIOBATEIFHOCTH OTIepallii 0 IPUEMY, PETHCTPAIK U pacpeeTIeHHs 110
MOJIpa3/IeJICHUSIM OPTaHU3alIuH;

- CTPYKTYpBI OPEANPUATHS U €r0 NOApa3AeiICHU;

- CTaHJIapThl YHU(PHUIIMPOBAHHON CUCTEMBI OPraHU3AIIMOHHO-PACTIOPATUTENIEHON TOKyMEHTAINH;

- IOPSI0K KOHTPOJIS 32 TIPOXOXKIEHUEM CITY)KEOHBIX TOKYMEHTOB U MaTepUANIOB;

- OCHOBBI OpraHu3alum Tpyaa;

- IPABWJIA SKCILTYyaTallUH BBIYUCIUTENbHOW TEXHUKU;

- BUIbI, QYHKIIUU JOKYMEHTOB, MPaBUjIa KX COCTABIEHUS U 0(OPMIICHHUS;

- MOPSI0OK JOKYMEHTUPOBAaHMS HH()OPMAIIMOHHO-CIIPABOYHBIX MaTepUATIOB;

- OCHOBBI 3aKOHOJIaTEIBbCTBA O TPY/IE;

- IIPaBWJIa BHYTPEHHETO TPYIOBOTO PACHOpPsIKa;

- IPaBWJIa U HOPMBI OXPaHbl TPy/a.
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Coneprxanue TUCHUTITUHBI:

Tema 1. JIOKyMEHTHI IO TMYHOMY COCTaBY.

Tema 2. Opranu3zanus JeI0npoOru3BOICTBA 10 MICEMEHHBIM U YCTHBIM OOpaIIeHUsIM TPaX/IaH.

Tema 3. Opranuszanus paboTsI ¢ AeTaMH, JOKyMEHTaAMH U H3IAHUSIMH, COACPKAIIMMHU TP
OTPaHUYEHUS IOCTYIA K HUM.

IIpakTHyeckoe 3aHsATHE.

MaTepI/laJIBHO'TeXHI/I‘leCKOQ odecneueHne MporpaMmmal

MarepuanbHo-TexHUYecKast 0a3a oOecreunBaeT MPOBEACHUE BCEX BUIOB YUEOHBIX
3aHSTUN: JEKIUH, TPAKTUYECKUX 3aHATUN, IPEAYCMOTPEHHBIX Y4€OHBIM IJIAHOM.

Bun 3ansTus [lepeuenn 0OoOpynoBaHUS, TEXHUUECKUX CPEJCTB U MPOTPAMMHOIO
obecrieueHus

Jlexumst - pabouee MecTo, 000pyAOBaHHOE TIEpCOHATBHBIM KOMITbIOTEpoM (T1K);
- gocTyn K cetu «UHTepHEeTY;

- cragapTHoe nporpammuoe obecrieuenue [1K - Microsoft Office,
Windows;

- TO0CTYyM K HH()OPMAITMOHHO-CITPABOYHBIM CUCTEMAM;

- noctyn k CIO.

[IpakTnueckoe | - pabouee MecTo, 00OpyAOBaHHOE MIEpCOHATBLHBIM KoMITbIOTepoM (I1K);
3aHATHE - moctym K cetn «MHTEpHET;

- cranaapTHoe mporpammuoe odecnieuerue ITK - Microsoft Office,
Windows;

- noctyn k CIO.

Hrorosas - pabouee MecTo, 000pyAOBaHHOE TIEpCOHATBLHBIM KoMITbIoTepoM (T1K);
arTecTarus - moctym K cetn «MHTEepHET;

- cranaaptHoe nmporpammuoe obecneuerue ITK - Microsoft Office,
Windows;

- noctyn k CZO.

KaxnoMmy cinymarento obecrednBaeTcst AOCTYI K 3JIEKTPOHHOMY Y4eOHOMY Kypcy
nporpammsl Ha 6a3e miargopmsl C/1O B mMuHOM KaOUHETE CllylaTess.

Tpe6OBaHI/I$[ K KBaJ'II/I(bI/IKaI_[I/II/I neaarorndcCKux KaJapos, O6€CH€‘II/IBaIOH_II/IX peain3ainro
O6pa3OBaTeHBHOFO mnmponecca

Peanu3anus HacTosimied mnporpaMMel oOecreyuBaeTcs IEAarorMuyecKuMHu  KaJpamu ¢
BBICIIUM HWJIM CpPEIHUM [EAarorHuyeckKuM o0Opa30oBaHMEM, HMEIONIMMHU JIOCTaTOYHBIM OIBIT
paboTbl B 007acTH MENAarorn4ecko JeATeNIbHOCTH, COOTBETCTBYIOIIEH HAINPaBICHHOCTH
00pa3oBaTeabHOM MPOrpaMMBI.
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OIIeHO'lHLIe MaTepHuaJbl

DopMbI KOHTPOJIA:
Texylmnii KOHTPOJIb:

OneHka KayecTBa OCBOCHHS NPOTPAMMBI BKJIIOYAET TEKYIIU KOHTPOJb YCIEBAEMOCTH.
Bunst 1 gopmer koHTposs ycranaBiuBatoTcs [lonoxkennem 00 00pa3oBaTebHON AEATEIBHOCTH
OpraHu3aluen.

W TOroBbIN KOHTPOJIb:

Hroroserit KOHTPOJIb 1o npodeccuoHalIbHOMY 00y4eHUI0 3aBeplIaeTCs
KBaJIM(PUKALMOHHBIM 3K3aMEHOM, KOTOPbIN BKJIIOUAET B c€0s MPOBEPKY TEOPETUUECKUX 3HAHUN B
npeenax KBaTuPUKAMOHHBIX TPEOOBAaHUH U MPAKTUUECKYIO KBAM(DUKAIIMOHHYIO paboTy.

[IpoBepka TeopeTHUEeCKUX 3HAHUN TPOXOJUT B (POpME TECTUPOBAHUSI.

[Ipaktnueckas kBanugukalumoHHas paboTa IpeiacTaBieHa B (opMme pelleHus Ousera-
MIPaKTUKH, U3y4eHHE KOTOPOTO OCBAMBAETCS B MPOLIECCE 3AHITUM.

[locne ycnemHoW clraun KBaIM(UKALMOHHOTO SK3aMeHa oO0ydarolleMy BbLAAaeTcs
CBUJIETEILCTBO.

Jlunam, He TMPOLIEAIIMM HWTOTOBYIO aTTECTalMI0 WM MOJYyYUBUIIMM Ha HUTOTOBOM
aTTecTalliy HEYIOBJIETBOPUTEIbHBIE PE3YIbTAThl BhIAETCS CIIpaBka 00 00y4EeHUH .

TecTtupoBanue (mpumep):

1. Yro npeacrasJisieT co00i 3asiBjieHHe B IOKYMEHTO000pOTe Opranusamnum?

* ITO IOKYMEHT, KOTOPbIii aIpeCOBAH J0/ZKHOCTHOMY JIMIY U COAEPKUT KAKYIO-J1U00
npocb0y padoTHUKA;

+ OTO JOKYMEHT C IIPEUI0KEHUEM Ha3HAUUTh, IEPEMECTUTD UITU MOOLIPUTH PAOOTHHUKA;

+ OTO JOKYMEHT, OOBSCHSIONINI PUYUHBI CITyYUBILIETr0Cs, KOTOPBIN COCTaBIIAEeT paOOTHUK Ha
UMS PYKOBOIUTEIIS.

2. Kakue 10KyMeHTBI HCIOJIB3YIOTCH Kak cpeacTBa (UKCHpoBaHUA PAKTOB, COOBITHI:
- [Iucpma, TesnerpaMmebl, TOBEPEHHOCTH

: AKTBI, IPOTOKOJIbI.

- 3asBNeHUs, 00bICHUTENbHBIE,

- YKazaHus, pacropsiKeHUsI.

3. Kakue 10KyMeHTBI HCHOJIb3YIOTCS /sl epeaayud HHGopMalu HA pacCTOsIHNE:
+ AKTBI, IPOTOKOJIBI,

- 3asBIIeHMS, OOBSICHUTEIbHEIC,

- [lucbma, TeserpaMmel,

- YKa3aHus, paclopsKEHUS.

4. Kakue 10KyMeHTBI SIBJASIIOTCS BHELIHUMM:
+ AKTBI, MPOTOKOJIBI,

- [lucbma, TeserpaMmmel,

- [logyIMHHBIE U KOTIMU JOKYMEHTOB,

- UepHOBUKH U OEJIOBHKH.

5. Knaccudukauus no creneHu NoAJTUHHOCTH:
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- JIOKyMEHT OpUTMHAIbHBIN WU MOJIMHHBIN.
- lloayIMHHBIE U KOIUM JOKYMEHTOB.

- UepHOBUKHU U OCIIOBUKH.

- [IomJIMHHUKY U YEPHOBUKH.

6. BHyTpeHHHE T0KYMEHTbI:

- UepHOBUKHU U OCIIOBUKH.

- PykomucHble WM MalIMHOTIMCHBIE JIOKYMEHTHI.

- Co31a10TCsl B YUPEKIeHUU U HCTOJIb3YIOTCA BHYTPH HEro.

- Co3pmarorcst He 00513aTeNIbHO B YUPEXKIEHNUHU, HO UCIIOIB3YIOTCS BHYTPH HETO.

7. Kakue 10KyMeHTbI SIBJISIIOTCH BHEIIHUMM:
* AKTBI, IPOTOKOJIBI,

- [lucbMma, TeserpamMmel,

- [lonmMHABIE U KOTIMH TOKYMEHTOB,

- UepHOBUKH U OCIIOBHUKH.

8. Konusi —3T0:

- HYacTh NOJIMHHOTO TIOKYMEHTA.

- O0s13aTeNIBHO MOBTOPSIET (POPMY OpHUTHHATIA.

+ JIOKYMEHT, IOJTHOCTHI0 BOCIIPOM3BOAAIINI HH(POPMALMIO NOAJIMHHOI0 JOKYMEHTA U BCe
€ro BHeIIHUE NPU3HAKH MM YaCTh UX, HEe MMEKIIas OPUANYECKOH CHIIbI.

- MaKCUMHUIIBHOE BOCIIPOU3BEICHUE OPUTUHAIIA.

9. Knaccudukauus mo CpoKy XpaHeHUs:

- JIOKyMEHTBI CPOYHBIE 1 HECPOUHBIE.

- JIOKyMEHTBI OTKPBIThIE U CEKPETHBHIE.

- JIOKyMEHTbI IOCTOSTHHOT0 U BpeMeHHOro xpanenus (10 10 jiet u ot 10 jet xo 75 jer).
- 1o 10 JeT u ot 5 jeT 0o 25 net.

10. Knaccudukanusi o cTeneHn NIaCHOCTH:

- JIOKyMEHTBI CPOYHBIC M HECPOUHBIE.

- JIoKyMeHTBI OTKPBIThIE H CEKPEeTHBIE.

- JIOKyMEHTBI TTIOCTOSITHHOTO ¥ BPEMEHHOTO XPaHCHHUSI.
- JIOKyMEHTBI OTKPBITHIC U OTPaHHUYEHHOTO JTOCTYIIA.

IIpakTnyeckue 3aHATHS (MPUMeEPHI):
IIpakTHyeckoe 3aganue K Jlekuuu 1 (O0menpogeccnoHaJIbHbIA MOAYJIb)
Pernth 3a1aun, OTBETUTH HAa BOIIPOCHI M BBIC/IATh Ha 3I1. azapec info@profz44.ru
Saganue Ne 1:
Yto Takoe mpaBocrnocoOHOCTH?
Saganue Ne 2:
C kakoro Bo3pacTa HacTyIMaeT MOoJIHAs AeeCIOCOOHOCTh?
Saganue Ne 3:
CocraButs Tabnuiy «Hannune u 00b€M 1eecriocoOHOCTH B 3aBUCUMOCTH OT BO3pacTay
3apanue Ne 4;
CocraButh TpynoBoi qoroop Mexry OOO "Pomalka v cieliMagucToM Mo KaapaM.
YcnoBus - onaHbIN pabounii AeHb. Pabuk paboThl ¢ moHenenpHuUKa mo nsaTHUIY ¢ 9-00 go 18-00.
Omutara no oknaay 50 000 pyoneii.
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3aganue Ne 5:

3anaya:

PaGotHuk A. koTOpOoMy MOJHBIX 17 neT paboTaeT Ha ckiaae ¢ (OTO0OOPYIOBAHHUEM.
HavansHuk ckiaga oOHapyKuiI HegocTayy (OTOOO0PYAOBAHMS.

Mosxer nmu HayanbHuk npusieus PaboTHuKa A. K MaTepuanbHON OTBETCTBEHHOCTH?
3aganue Ne 6.

Hapucyiite cxeMy 3aKOHOIaTEIBHOTO IIpoLIEcca:

3aganue Ne 7:

UTO OTHOCHUTCS K YUCITY KOMMEPUYECKUX OpraHu3aIuii?

3aganue Ne 8:

UTO OTHOCHUTCS K YHCITYy HE KOMMEPUYECKUX OpraHu3alfii?

IpakTHyeckoe 3ansaTue k Jlekuuu 2 (O6menpogeccuoHaIbHBIIA MOAY.JIb)
BhINOHNUTE 3a1aHUs ¥ BBICTATh Ha 3J1. ajapec Info@profz44.ru

3apanue Ne 1:

CocTaBUTh 1€T0BOE MHCHMO:

Tewma "[Ipennoxkenne o COTpyTHUYECTBE B chepe OpraHu3aIlii COBMECTHON PEKIIaMHOM
KaMmaHuu"

VYBaxkaemblit IBan MIBaHOBHY,

(Bam tekcr)

3ananue Ne 2:

[Ipuaymaii 1 ONIUIITN CUTYAIIUIO HA pab0vYeM MECTE, MEXK/Ty PYKOBOJIUTEIIEM U IO TYMHEHHBIM,
rae PYKOBOAMTEJIb Hapymiun HOpMbI 3THYHOTO NOBEAECHUS PYKOBOIUTES.
3apanme Ne 3:

CocraBb cxemy "OOmue GyHKIUM yrpaBiaeHus"

3ananue Ne 4:

Haueptn "CtpykTypy nonHo# TenedoHHOM Oeceanr”

3aganme Ne S:

[Ipunymars 1 onucarh CUTYal0 TOPU3OHTANIBHBIN KOH(IUKT

Saganue Ne 6:

[IpounTaiil cuTyanno HUKE U HAMMUIIN K KAKOMY KOH(IUKTY OH OTHOCHUTCS:

JIBa coTpyaHHKa HE XOTAT paboTaTh B OJJTHOM OTJIEJ€ U KaXK/bli J€Hb MPOUCXOAT CCOPBI.
3apanue Ne 7.

CocraBuTh pe3toMe Uil JODKHOCTU CIEHUAIUCT 10 Kajapam

3aganue Ne 8:

Hapucyii/coctaBb cxemy "TexHOIOrHM MOATOTOBKYU Mpe3eHTalun"

IIpakTHyeckoe 3aganue K Jlekuuu 3 (O0menpogeccuoHaAJIbHbIA MOAYJIb)

BrInoaHKTE 3a1aHus U BBICIATh Ha 371. aapec info@profz44.ru

3aganme Ne 1:

[TpuayMaTh U ONKUCATH CUTYAIUIO, B KOTOPO# COTPYIHUK MACOKOMOWHATA, B JOJIKHOCTH
rpy34HKa, IPUBJICYEH K TUCHUTLIMHAPHON OTBETCTBEHHOCTH.

3aganme Ne 2:

[MpuayMaTh 1 ONKCATh CUTYAIIHIO, B KOTOPOH COTPYIHUK MACOKOMOWHATA, B JOJIKHOCTH
Ipy34HKa, IPUBJICYECH K MATEPHATbHOM OTBETCTBEHHOCTH.

3aganme Ne 3:

[MpuayMaTh 1 ONKUCATh CUTYAIIUIO, B KOTOPOH COTPYIHUK MACOKOMOUHATA, B JIOJKHOCTH
rpy34rKa, IPUBJICYECH K AIMUHUCTPATHBHONW OTBETCTBEHHOCTH.

3aganme Ne 4:



mailto:info@profz44.ru
mailto:info@profz44.ru

[TpugymaTh 1 onucaTh CUTYAIMIO, B KOTOPOW COTPYIHUK MSICOKOMOWHATA, B JOJDKHOCTH
rpy34yuKa, MPUBJICUYEH K YTOJOBHOM OTBETCTBEHHOCTH.

3aganme Ne 5:

Onucarh Mo MyHKTaM 4TO JOJKEH OpraHU30BaTh pab0OTOIaTelNb IPH HECYACTHOM ClTydae Ha
MIPOU3BO/ICTBE.

IIpakTHyeckoe 3aganue K Jlekuuu 4 (O0menpogdeccuoHAIbHBIH MOILYJIb)

BrInoHUTE 3a1aHUs ¥ BBICIATh Ha 371. aapec info@profz44.ru

3aganue Ne 1

«Co3naHue M pelaKkTHPOBaHue A10KyMeHTAa. [lapaMeTpsl 10KyMeHTa.

[ens — oTpaboTtarh HaBBIK HAOOpa TEKCTa U €ro penakTupoBaHus. Hekoropele 3ananusi:
HabpaTp TeKCT U BBINIOJIHUTH PEJAKTUPOBAHKE IO 00pa3Ily:

YcTaHOBUTH MapaMeTpbl JOKYMEHTA: OPUEHTALMSI — KHIKHAS, OJs — M0 3 ¢M, UHTepBal —
1,15, BeIpaBHUBaHKHE — 10 MIUPHHE, pa3Mep mpupTa — 12, Tun mpudra — Times New
Roman.

3aganue Ne 2:

«PemakTupoBaHmne TEKCTa.

Ilenb — oTpaboTaTh HABBIK PEIAKTUPOBAHUS TEKCTA.

3ananue: HabpaTh TEKCT U 3a/1aTh KaXXI0MY IIPEUI0KEHUIO CBOM CTUIIb: THUII, pa3Mep, LIBET,
pasmep mpudrTa.

IMpakTuyeckoe 3aganue k Jlekuuu 1 (Ilpodeccuonanbubiii MOLYIb)

BhInoaHKUTE 3a1aHus U BBICIATh Ha 371. aapec info@profz44.ru

3aganme Ne 1:

Beectu dopmyny B tabaume Excel mis pacuéra, Hanpumep, CyMMbI 3HAYCHHI JBYX SUEEK —
sueek Al u A2

Samanue Ne 2:

B Tabnuiie Excel cymmupoBath sueiiku 0THON CTPOKHU HJIH OJJHOTO CTOJIOIA C MTOMOIIBI0 KHOTIKH
«ABTOCYMMay

3aganue Ne 3:

[IpakTnueckas paborta «Co3zganue TadaulbDy. 3a7aHNe: YCTAHOBUTD MOJIS JOKYMEHTA: BEpXHEe
W HIDKHEe — 2 CM, JIeBoe — 2,5 cM, TTpaBoe — | cM, co311aTh TaOJIMILY, 3aIIMCaTh B TYCUKH
(bopMyIIbl, MO3BOJISAIONINE HAUTH HEOOXOAUMOE 3HAUCHHUE.

3amanue Ne 4:

[IpakTnueckas pabota «¥Y cjioBHOe (hpopMaTHPOBAHUE). 3aaHKE: BBIIIOJIHUTE YCIOBHOE
(dbopmMaTupoBaHUe OKJIaa U MPEeMUH 3a ssHBapb MecsIl: 10 2000 p. — *KENTHIM LIBETOM 3aJIMBKH,
ot 2000 1o 10 000 p. — 3enéupiM nBeToM mpudTa, cBbimre 10 000 p. — MaTUHOBBIM IBETOM
3JIMBKH, OCJIBIM IIBETOM HIpUQTAa.

3amanue Ne 5:

OtdopmarupoBaTh ab3aIlbl TEKCTA, 33/1aB pa3Hble mapaMeTpbl. OTdopMaTupoBaTh ab3albl C
pa3HBIMH OTCTYNaMH, HHTEPBAJIaMU MEXIYy CTPOKaMH M MEXIy ad3alaMu, yCTaHOBKOW KpacHOMH
CTPOKH, BEIPAaBHUBAHUEM.

3amganus

st mepBoro aé3amna: OTCTYI 1O MPaBOMY Kparo 6 ¢M, BEIpaBHHUBAHHUE TI0 JIEBOMY Kparo.

st BTOporo aézana: oTCTyII 110 JIeBOMY Kparo 6 cM, uHTepBai nepea 30 1T, MEKCUMBOJIbHBIN
WHTEpBaJI YIJIOTHEHHBIN | T, BEIpaBHUBAHKE TIO TIPABOMY Kparo.

st TpeTbero ad3ama: OTCTYI C JIEBOTO U MPABOro Kpas 2,5 cM, UHTepBai nocie 18 mr,
MEXCUMBOJILHBIM HHTEPBAIl Pa3peKEHHBIN 2 T, BRIpAaBHUBAHUE TI0 IIEHTPY.
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st yeTBépTOro ad3ama: BbIpaBHUBAHUE 110 IIMPUHE CTPAHMIIBI, MEKYCTPOUYHbBIN MHTEPBAJ
JIBOMHOM.

3amanue Ne 6:

Cosznath Tabnuiy u3 6 cTosONoB u 5 cTpok. Beimonuute komanny «Tabnuna/Jlo6aBuTh
TaOaMIly», yKa3aB B COOTBETCTBYIOIIUX MOJISX BBOJIA YUCIIO CTPOK U CTOJIOIOB.

3aganue Ne 7:

OtdopMaTupoBaTh TEKCT B TIEPBOI CTPOKE: BBIICIHUTH MIEPBYIO CTPOKY, YCTAHOBUTH ITAPAMETPHI
mpudTa (mupudt Arial Narrow, pasmep 14, Hauepranue — MOTYKUPHBIA KypCUB, HHTEPBAIT —
pa3psHKEHHBIN)

3aganue Ne 8:

Cosznats Tabmuiy « COTpyaHHK» co cieayromumu nojismu: @amunus, Mms, OtyecTo,
JomkuocTs, Anpec, Jlomanrnuii tenedon, TadenpHbIN HOMEp, JlaTta poxaenus, [laTa Haiima,
[Ipumeuanmue.

3aganue Ne 9:

«PucoBanue 3mMoJemMbl». Co3aaTh IMOJIEMY, HCTIONB3YS TTaHETh HHCTPYMEHTOB «PucoBanme».
NHCcTpyMeHTBI 1Sl pUCOBAaHUS MPSIMOYTOJIbHUKA, OBaJla WIIM OTPE3Ka €CTh Ha MaHEeIH, IS
pucoBaHus 00Jiee CIOKHOW CTaHIAPTHOU (PUTYPBI MOKHO BOCIIOJIH30BATHCS MEHIO
«ABToduTypBI». )1 10OABICHUS K PUCYHKY TEKCTa UCIIOIB3YeTCsI HHCTpYMEHT «Haamuce
unu ¢urypusrii Teket WordArt. J{ns oObenuHenns yacTeil pucyHKa B €IMHOE 11eJI0€ CIeAyeT
BOCIIOJIB30BATHCA orepanuei «I pynnupoBaTe» B MEHIO «JlefcTBUY.

3ananue Ne 10:

«BcTaBka puCyHKa B TeKCT». BCTaBUTh pHUCYHOK B TEKCT, HCTIOJIB3Ysl KOHTEKCTHOE MEHIO
«O0TekaHue TEKCTOM» M BBIOpaB MyHKT «Bokpyr pamku». BBICIUTh pUCYHOK MBIIIBIO H,
MIPH>KAB JIEBYIO KHOTIKY MBIIIIHY, TIEPETAIIUTh HA CEPEIUHY CTPOKH, HAOMI01as1, KaK TEKCT
00TEeKaeT PUCYHOK.

3aganme Ne 11:

CoznaTh Tabnuiy yuéra nmpoiaxu MOJIOYHBIX TPOIYKTOB. B HEll MOTYT OBITH CTOJIOIBL:
«IIponykry, «llenay, «IlocraBiaeno», «l[Ipogano», «Ocranocey, «Beipyuka». Hanpumep, B
Tabyuie MOryT OBITh JAHHBIE O MTPOJIA’Ke MOJIOKA, CMETaHbl, TBOPOTa, HOTYypTa U CIUBOK.
Saganue Ne 12:

Coznats Tabnuiy «Ilpoaaxu». HyxHo chopMupoBath CBOAHYIO TaOIHUILY, TO3BOJISIFOIILYIO
OIICHUTh KOJHMUYECTBO MPOJIAXK U CyMMY MPOAaX TPEX PUPM pa3IMuHBIX MapOK MaIIUH
Saganune Ne 13:

CoznaTth TaONMILY C OLIEHKaMU MO0 HECKOJIBKUM MpeAMeTaM, OCUNTaTh CPEAHUN Oat s
Ka)KJIOTO MPeIMETa U MOCTPOUTH IUarpaMMy yCIIeBaeMOCTH, B KOTOPOM JOJKHBI ObITh
OTpa)XEHbI ATU CpPeIHUE OATIIbI

3ananme Ne 14:

IMocTpoenue nuarpamMmbl, 0TOOPaKAIOIIEH TaHHbIE 00 MCIOJIb30BAHUN PA3JIMYHBIX
coluaIbHbIX ceTeil. J[narpaMmMa J0DKHA COJIEpKaTh TPU KOHIICHTPUYECKUX KOJIbIIa: BHELTHEE
— conuanbuele mwiarhopmel (OxHoknaccuuku — 35%, VK — 25%, TikTok — 20%), cpeanee
— BO3pacTHbIe Tpymibl noas3oBateneit (13—17 ner — 15%, 18-24 roga — 35%, 25-34 roga —
30%). BuyrpenHee KoJibIl0 — TUI KOHTeHTa (Buaeo — 45%, doto — 30%, Texct — 15%,
aynno — 10%).

3apanme Ne 15:

Co3narb 00y4arouyro npeseHranuo Ha 20 n1ucrax.

3ananmne Ne 16:

Co31aTh MAapKETUHTOBYIO MTpe3eHTanuio Ha 20 Jaucrax.

3apanme Ne 17:

HapucoBatb cxemy KOMIBIOTEpHOM MpPE3EHTALlMU U3 CIAlIO0B.

IIpakTnueckoe 3ananue K Jleknun 2 (IlpodeccnonanbHbIH MORYJIb)
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BeinosiHuTe 3a1aHus ¥ IPUILIATE HA IPOBEPKY, Ha 1. mouty Info@profz44.ru

3ananme Ne 1:

CocraBbTe MpOTOKOJ coBemmanus Ha Temy "TIpoGiemsl B pabouunx mporeccax”

3ananme Ne 2:

CocraBbTe npuKa3 Mo OCHOBHOU AesitenbHOCTH: "O Ha3HAYEHUH OTBETCTBEHHBIX JIUIL"
3aganue Ne 3:

OdopmuTte CITy’KEOHYIO 3aIHCKYy HA UMS PYKOBOIUTEIIS

3aganue Ne 4:

CocraBuTh npuka3z 06 urorax padotsl ¢ jokymeHTamu B OOO «Pomartika». B koHcTatupytomeit
4yacTH yKa3aTh Ha HU3KYIO TpeOOBAaTEIbHOCTh PYKOBOAUTENEH MOAPA3/ICNEHUN K KaueCTBY
IIOATOTOBKH JIOKYMEHTOB M KOHTPOJIS 32 UX UCHOJHEHUEM. B pacniopsaurensHO i yacTu
0o0paTuTh BHUMaHNE PYKOBOJIUTENEH Ha MOBbIIIEHNE TPeOOBATEILHOCTH K pAOOTHHUKAM B 4acTU
paboThl ¢ JOKYMEHTAMH.

3aganue Ne 5:

CocraButs "[lonoxkeHue o mepcoHasie opranu3anyu’

3aganue Ne 6:

CocTaBuTh N0JKHOCTHYIO MHCTPYKIIMIO MEHEKepa Mo padboTe ¢ KIIMEHTaMHU.

3ananme Ne 7:

Omnucarp craguu "lIponenypsl n3gaHus pacopsIUTENBHBIX JOKYMEHTOB B YCIOBHSIX
€AVMHOJINYHOTO IPUHATHUS PEIICHNA — MPHUKA30B, YKa3aHM, pacropshiKeHun"

3apanme Ne 8:

CocTaBUTh IPaBOBOM aKT Y Ka3aHue

3aganme Ne 9:

CocTaBuTh A0KJIAJHYIO 3alIMCKY OT MMEHN HAYAJIbHUKA YU4eOHOr 0 0T/IeJIa HaYaJIbHUKY
KOJUIE/DKA 0 HEOOXOIMMOCTH CO3JJaHUH JTOTIOJTHUTEIHHOTO KOMITBIOTEPHOTO Kiacca. J[o0aBuTh
HE0OX0IMMbIE PEKBU3HUTHI CAMOCTOSITENILHO, 000CHOBATh HEOOXOJMMOCTh CO3/1aHUS TaKOTO
KJlacca

3aganue Ne 10:

CocTaBuTh OOBSICHUTEIBHYIO 3alMCKY OT UMEHU Pa0OTHHKA [[BETOYHOTO Mara3uHa O MpHUYrnHaX
OTCYTCTBHSI Ha pabo4yeM MeCTe B 4achl OTKPBITUS Mara3uHa.

IMpakTuyeckoe 3aganue k Jlekuuu 3 (Ilpodeccnonanbublii MOLYJIb)

Craenatb 3aJaHus U BBICIATh Ha [MOYTY s mpoBepku INfo@profz44.ru

Samanue Ne 1:

CocraButs [Ipukas mo Ju4HOMY cOocTaBy Ha TeMy: "KomaHaupoBaTh COTpyIHHKA B MOCKBY 13
r. Kocrpoma"

3amanme Ne 2:

CocCTaBHUTh JIOTOBOP KYIUTU-TIPOIAXKH aBTOMOOHMJISL.

3amanue Ne 3:

CocraButh OUIHATbHYIO JOBEPEHHOCTD (BBIIAHHYIO PEAIPUATHEM) COTPYIHHKY.

3aganme Ne 4:

CoCTaBHUTh JIMYHYIO IOBEPSHHOCTh MYy»Xa K )KE€HE Ha MOJydeHUe 3apab0THOM MIaThl

3ananue Ne 5:

OdopMUTh PEruCTPAIIMOHHBIN KYPHAT IS BXOSIIIUX TOKYMEeHTOB. Hy)KHO co31aTh
TEKCTOBYIO TAOJIMILY U MCIIOJIb30BATh ONMPEAeIEHHBIE KOIBI It 0003HAYEHHsSI HOMEPOB JIeTI, B
KOTOpBIE OyIeT TOMEIEH JOKYMEHT Ha XpaHeHHe mocie ucnoiaHenus. Hanpumep, 01 — st
JIOKYMEHTOB TI0 X03HCTBEHHBIM Bompocam, 02 — it OyXrajaTepCcKuX JOKyMEHTOB | TaK Jajee.
3areM ciieayeT 3aperuCTPUPOBATE B XKYpPHAIC BXOSIINE TOKYMEHTBI U3 TPEIT0KEHHOTO
CIIUCKA.

3ananue Ne 6:

VYKaKkuTe HAUMEHOBAHHUS CPOKOB MCIOJHEHHUS TOKYMEHTOB.
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Cpoku UCHOJIHEHNS JOKYMEHTOB UCUUCIIAIOTCS B KaJIGHIAPHBIX JIHAX:
C natbl noanucanus (yIBepakKaeHus) JOKYMEHTA -

C natbl UX NOCTYILIEHUS -

C natbl peructpanuu oOpaleHus -

3aganue Ne 7:

Hanumure sTans! KOHTPOJIS UCHIOJHEHHS IOKYMEHTOB:

3aganue Ne 8:

Co3znarth )KypHaj ydera redyaTeil u mTamIoB

Kpurtepuu 111 OeHKH 3HAHUI:
HToroBasi 1 mpoMeKyTOUHAsI aTTECTAIIMH ONPEEIISIOTCS TI0 AByXOAIITbHOM IIIKaje ¢
BBICTABJICHHEM OLIEHOK «3a4TE€HOY HIIU «HE 3a4TEHOY TI0 CIICAYIOIIUM KPUTEPHUSIM:
«HE 3a4eT» — ciylIaTelb BhIMONHIWI MeHblIe 80% 3a1aHuii OT YMClia 3aIUIaHUPOBAHHBIX
COIVIACHO COJIEPKAHUIO PEATTU3YEMON IIPOTrPAMMBIL.
«3a4eT» — caymarelb BeInosHuWI oT 80% 1o 100% 3agaHuii OT YKciIa 3arIaHuPOBaHHBIX
COIVIACHO COJIEPKAHUIO PEATTU3YEMON IIPOTrPAMMBIL.

Meroauyeckue MaTepuaJibl

ONeKTpOHHBIE YIEOHUKHU:

1. beikoBa, T. A. JIokyMeHTaIIMOHHOE 0OECTICUeHNE YIIPABICHUS (JIETOTIPOU3BOICTBO):
yaebnoe mocooue / T.A. beikora, T.B. Ky3nenosa, JI.B. Cankuna; mox o6m. pexn. T.B.
Ky3nenosoit. — 2 - e u3., nepepad. u gom. — Mocksa: MHOPA -M, 2021. — 304 c.;

2. Kupcanosa, M. B. JlenoBas nepenucka: yueOHO - mpakTH4eckoe nmocooue / M. B.
Kupcanosa, H. H. Anonuna, }O. M. AkcenoB. — 3 -e uzn. — Mocksa: UH®PA -M, 2023. — 136
C.,

3. Kabamos, C. 0. Opranuzamus oOIIero 1 CrerraibHOro JeIOMPOU3BOACTBA B OpraHax
MECTHOTO camoyImpasieHus : yaeonoe mocooue / C. 0. Kabamos. — Mocksa: UH®PA -M, 2019.
— 421 c.

OcHoBHas TuTEpaTypa:

1. ITimrenko A. B. JlokymeHTanmonHoe obecriedeHue yrnpapiaeHus: yaeOHuk — 14 -e usm.,
crep. — M.: Axkagemus, 2020

JlononHuTenbHAs TUTEpaTypa:

1. SIukoBas B.®. [lokymMeHTallMOHHOE O0ecTiedeHre YIpaBIeHUs: y4eOHUK ISl CTY/L.
yupexxaeHui cpen. npod. obpazosanus. - M.: U3narensckuii neHTp «Akanemusy», 2022.

2. CoxomnoB B. C. JlokymeHTanimoHHoe o0ecrieueHue ynpapieHus: yued. — 2 -e usg. — M.:
OOPYM: NUH®DPA -M, 2009.
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