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1. MACHOPT MPOT'PAMMBbI YYEBHOU TPAKTUKH

1.1. O0J1acTh NPpMMEHEHUsI IPOIPaMMBbI
Pabouas nporpamma yueOHOM MPaKTUKHU SBISETCS YaCTbI0 OCHOBHOHM NpodecCHOHATBHON
o0Opa3oBaTebHON TporpaMMebl, paspadoranHoi B coorBercTBuu ¢ ®I'OC HIIO mo mpodeccun
46.01.01 Cekperappb B uacTu ocBoeHHs kBain¢pukanun Cexkperapb-MamunHucTka, Cekperapb-
cTeHOrpadgucTKAa ¥ OCHOBHBIX BUJIOB JICSITEIHLHOCTH:
HNHpopMalnoOHHO-TOKYMEHTALMOHHAS 1€ TEIbHOCTh
OpFaHI/I3aIII/IOHHa$I JACATCIIbHOCTD.

1.2.11esu 1 3a1a4M y4eOHOM MPAKTUKH.
Lenabio yueOHOI MPAKTHUKH ABJISETCS:

- ¢opmupoBaHue 00IUX U MPO(PECCHOHATBHBIX KOMITETCHIIUHI:
- KOMIIJIEKCHOE OCBOCHHUE 00YYaIOIUMHKCS BUIOB IPOPECCUOHATIBHOM 1€ TENbHOCTH
- mnpuoOpereHHe  OOydYalOUIMMMCA  ONbITA  MpaKkTHUECKo  paboThl 1O  BUIAM

npodeccCHoHaNbHON eATENbHOCTH:

TpeOoBanus kK yMeHHAM
BIIJ

CocrtaBisiTh, penakTupoBaTb M O(GOPMIATH OpraHU3alMOHHO-
HNudopManuoHHO- |pacHOpsSAUTENIBHYIO JOKYMEHTAlMIO0, CO3[AaBAaEMyK0 B OpraHM3alluy,
JOKYMEHTAIMOHHAas1 |corylacHo TpeOoBaHusM [ocynapcrBennbix crangaptoB (I'OCT) mno
AeATeJIbHOCTh O(QOpPMIICHHIO JTOKYMEHTOB C HCIOJIb30BAHUEM COBPEMEHHBIX BHJIOB
OpraHU3allMOHHON TEXHUKU.
Opranu3oBbIBaTh ~ JOKYMEHTOOOOPOT B OpraHu3aluud ¢
MCIIOJIb30BAaHUEM COBPEMEHHBIX BUI0B OpPraHU3allMOHHON TEXHUKU.
CoctaBnath U 0O(OPMIIATE HOMEHKJIATYpy Jell OpraHu3alluu,
¢dbopMHpOBaTh Jeda B COOTBETCTBUU C YTBEPKIECHHOH HOMEHKJIATYPOH,
o0ecrieunBaTh HUX COXPAaHHOCTb B TEKYLIEM JEJIONPOU3BOJICTBE C
MCIIOJIb30BAHUEM COBPEMEHHBIX BUI0B OpPraHU3allMOHHON TEXHUKU.
OcyiecTBidATh MOATOTOBKY J€Jd K Iepefadye Ha apXHUBHOE

XpaHEeHHe.
BBIIONTHATE ~ MAamIMHOINMCHBIE  Pa0OTHI  PA3IMYHOM  CTEIICHU
CJIO’KHOCTH.
OpraHm3anHoHHast KoopauaupoBate paboty og)nca (mpueMHOW  PYKOBOAMTEIIA),
OpPTaHU30BBIBATH MTPHEM MTOCETHTEIICH.
NeATeTbHOCTD

OcymecTBiaTh  TeneoHHOE OOCIy)XMBaHHWE, TNPUHUMATh U
nepenaBath (PaKCUMHUIBHBIC COOOIICHUS.

Ocy1ecTBIsITh pabOTy MO MOATOTOBKE U MPOBEACHHUIO COBEIIAHMIA,
3acelaHuil, IeJIOBBIX BCTPEY, MPUEMOB U IIPE3EHTAIIUH.

OcCy1ecTBISATh MOJATOTOBKY JIE€JIOBBIX TOE€30K (KOMaHIUPOBOK)
PYKOBOJUTEIS U IPYTUX COTPYAHUKOB OpraHU3AIINH.

Opranu3oBbIBaTh pabodyee MECTO ceKpeTapsi U PyKOBOAUTETIS.

3agayamMu y4eOHOI MPAKTHKH SIBJISTIOTCH:

- o0ydeHHe TpPYyAOBBIM MpHEMaM, OIEpalMsIM U CIOCO0aM BBITIOJHEHUS TPYIOBBIX
MIPOIIECCOB, XapaKTEPHBIX JIJII COOTBETCTBYIOIIEH MPO(ecCHd M HEOOXOJUMBIX JUIS
MOCIEAYIOMIET0 OCBOCHHS HMMH OOMMX U MPOo(EeCcCHOHANBHBIX KOMIIETEHIIUH TI0
n3bpanHoit mpodeccuu;

= OCBOCHHC COBPCMCHHBLIX ITPONU3BOACTBCHHBLIX ITPOICCCOB, TGXHOJIOFI/Iﬁ;

= ajanranus 06yqa10umxc;1 K KOHKPCTHBIM YCIOBUAM JCATCIBHOCTH Hpe,Z[HpI/IHTI/Iﬁ
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Pa3IMYHBIX OPraHU3aMOHHO-TIPABOBBIX (GOPM.

- 3aKpeIuieHue u COBEPLIECHCTBOBAHUE NepBOHAYAJIbHBIX MPaKTUYECKUX
npodecCHOHATIBHBIX YMEHUIN 00ydaronuxcs.

C uenpi0 OBNAJCHUS YKAa3aHHBIMH BHUJAMU JCSITEILHOCTH CTYJIEHT B XOJ€ y4eOHOW MPaKTUKU
JOJDKEH:

HMETDb npaKanecmlﬁ ONbBIT:

BII/I: UudopMannoHHO-I0KYMEHTAIHOHHAS 1eATEeJIbHOCTh

MH(POPMAIIOHHO-TOKYMEHTALIHOHHOTO O0ECTICYEeHHUs] yNPaBICHUYECKONH NESITENbHOCTH B CTPYKTYype
OpraHH3alNy;

UCIIONb30BaHNS MH()OPMAIMOHHEIX TEXHOJIOTHH M CPEACTB OPITEXHHKH B JOKYMEHTAIlMOHHOM
o0ecriedeHnH yIpaBieHHsl.

yMeThb:

IMOJIb30BaTbCd HOPMAaTUBHBIMU METOANYCCKUMU JOKYMEHTAMM 110 IOKYMCHTAIUOHHOMY o0ecIIeueHnIo
YIPABIICHHUS;

OpTaHU30BEIBATH PA0OTY CIYKOBI JOKYMEHTAIIMOHHOTO O0SCTICUCHISI YITPaBIICHIS;

OIPEIEINSTH HOPMBI BDEMEHH Ha JICJIONPON3BOICTBEHHBIC OTIEPAIIUH;

KOHCTPYHPOBATh PA3IMYHBIC BUIBI OIAHKOB CIIY)KeOHBIX JOKYMEHTOB;

COCTABIISITh, PEIAKTHPOBATh U 0DOPMIISTH OPraHU3aHOHHO-PACIIOPSANTEIIBHBIE IOKYMEHTHI
OpraHu3aluy;

BECTH paboTy ¢ JOKYMEHTaMH (IKCIIEIUIMOHHY0 00pabOTKy, PErHCTPALUIO, KOHTPOIIb UCIIOIHEHHUS,
CHpaBOYHO-HH(OPMALMOHHYIO PaboTy);

COCTaBIISITh U OYOPMIIATE HOMEHKJIATYPY A€ OpraHUu3aIiH;

(hopMUPOBATH JIeNIa B COOTBETCTBUU C HOMEHKIIATYPOU JIeT;

IIPOBOJUTH TEKYIIIEE XPAHEHUE JOKYMEHTOB;

IMOAroTaBJIMBATH JCJIa K IEPEAaUC Ha apXUBHOC XPAHCHUE,

HCIIOJIB30BAaTh OPraHn3allMOHHYIO TEXHUKY B HpO(i)eCCHOHaHBHOﬁ JCATCIBPHOCTH,

II0JIB30BAThCSl TEPMHUHOJIOTHEN 1€I0BOU peuy;

T0JIb30BATHCSl COBPEMEHHBIMHE CIIOBAPSIMH M CIIPABOYHBIMHU HU3IAHUSMH [0 PYCCKOMY SI3BIKY U
MPAKTUYECKON CTHIINCTUKE;

OTCIICKHUBATH JIOTUYECKYIO MOCIEI0BATEILHOCTh MOCTPOCHUSI O(UIIUATBHO-/IETIOBBIX TEKCTOB
JIOKYMEHTOB, IPOU3BOAUTH MIPOBEPKY (PaKTUUECKOTO MaTepHana;

MIPABUIILHO YIIOTPEOIATH KOPPEKTYPHBIE 3HAKU B XOJ€ MPaBKU OPUIHAIEHO-/IEJIOBBIX TEKCTOB,
PEIaKTHPOBATH CIy>KEOHBIC JOKYMEHTHI;

MOATOTaBINBATH JOKYMEHTHI PA3JIMYHON CTETICHH CII0KHOCTH;

HCTIOJTL30BaTh NHPOPMAIMOHHBIE TEXHOJOTHUH TIPU JOKYMEHTUPOBAHUU U OPTaHU3AINN
paboThI ¢ JOKyMEHTaMHU;

obecrnieunBaTh Ka4€CTBO BBITIOIHAEMBIX paldoT;

secmu pabomy ¢ OOKYMEHMAMU C UCHOAb308AHUE 0A3 OAHHBIX (pecucmpayuio, KOHMpO.b
UCNONIHEHUS),

co30asamu 6a3bl OGHHBIX OJis JIEKMPOHHO20 OOKYMEHMO0O0OpOma opeaHu3ayuu;
UCNONIBL308AMb OP2AHUSAYUOHHYIO MEXHUKY 8 NPOeCcCUOHANIbHOU 0esimelbHOCHIU

HMETb npaRanecmlﬁ ONbIT:

BII/[: Opranu3anmoHHasi 1eITeIbHOCTh

WCIIOIb30BAaHUS ~ OpPraHWU3allMOHHOW  TEeXHUKH JIia  oOecredeHuss mpodhecCHOHATBHON
JIeATEeITbHOCTH;

y4acTHs B TOJATOTOBKE U MTPOBEJICHHUH JICTIOBBIX MEPOTIPUSTHH, PUEMa IMOCETUTENCH;

BeJIeHUS TeneOHHOTO O0CTYKUBAHUS, PUEMA U TiepeIadu HHpopMaIuu 1o ¢axcy;

yMeTh:

- OpPraHM30BBIBATH paboyee MECTO CEKpeTapsl U PYKOBOJIUTENS C y4eTOM TpeOOBaHMIA;
- BBINOJIHATH TEXHUYECKUE (YHKIMH CEKpeTaps Mo 00eCTeyeHUIo U 00CTyKUBaHNIO PabOThI
PYKOBOJUTEISI OpraHU3aliy, OApa3eIICHNUS;



- TI0JIb30BaThCsl HOPMAaTHUBHBIMH JOKYMEHTAMH, PErJIaMEHTHPYIOIUMH padoTy cekpeTaps;
- OpraHu30BbIBaTb IPHUEM IIOCETUTENEH, MCIOJIb30BaTh BU3UTHBIE KapTOUYKU IpH

OpraHu3aly [IpUeMa MOCETUTEIEH;

- OCYILECTBJIATH IOATOTOBKY JE€JOBBIX MOE3I0K (KOMaHAMPOBOK) PYKOBOJIUTENS U APYTUX

COTPYAHUKOB OpraHU3aliH;

- palMOHAIBbHO OPraHU30BBIBATH paboyee MECTo;

- coOmonmatk TpeboBaHMS 0€30MaCHOCTH TPYIa CeKpeTaps;

- MPOBOJUTH MOATOTOBKY M 00CITY>KUBaHHE COBEUIAHUN U 3aceJaHUN PyKOBOIUTEIS;

- BecTU Tese(hOHHOE OOCITyKMBaHHE, IPUHUMATh M OTIPABIATH COOOILEHUs, IepelaBacMble

o daxcy;

- HCHOJb30BATh KOMIIBIOTEPHBIE TEXHOJIOTUH B CEKPETAPCKOM OOCITYKUBAaHUM;
- HCHOJB30BATh CETEBbIC NH(POPMAIIMOHHBIE PECYPCHI;
- o0ecneuynBaTh Kau€CTBO BBIIOJIHAEMBIX Pa0OT.

[Tpu mpoBeaeHHMM y4eOHOM MPAKTHKH IS MOJIYYECHUS NMEPBUYHBIX (IMPOECCHOHATBHBIX)
YMEHHUH W HaBBIKOB IPENoOJaBaTellb I'OTOBUT: pabO4yl0 IMpOrpamMmy IPAaKTUKH, METOAMYECKHUE
yKa3aHUs U 3aJaHud y4eOHOW NMPaKTHKH, METOAWYECKHE pa3paOOTKU IO BBHIMOJHEHHUIO Ka)JIOTO
3aJjaHusd y4yeOHOM NpPAaKTUKH, XXYpHaJl IPaKTHKH, KaJleHJapHO-TEMATHYECKUH IUIaH 3aHATH,
KOTOPBII pa3zpabaThIiBaeTCs Ha OCHOBE pabovel mporpaMMbl IPAKTUKH U MEPEYHS 3a1aHUi.

VYyeOHas pakTUKa HAYMHAETCSI C BBOJHOM Oece/bl MPernoiaBaTesi Co CTyA€HTaMu O 1eJIX
W 3a/1a4ax JJAHHOM MPaKTHKH, O TPeOOBAaHUSX, MPEABABISIEMbIX K CTyI€HTaM BO BpeMs MPAKTHKH.
3aTeM MPOBOAMUTCSI UHCTPYKTAXK IO BHIIIOJHEHHUIO padOT COrIacHo pa3padoTaHHOMY IpaduKy.

3amaHus U BBINOJHEHUS pa0OT COCTABIISIOTCS Ha KaXIblH JI€Hb HpPOBEIEHUs y4eOHOU
MIPAKTUKU U COAEPKAT YCIOBUS U NOPSAIOK BBIIIOJIHEHUS IPAKTUUECKON paOOThI.

Bo Bpemsi mpakTuku cTyAeHThl paboratoT noarpynmnamu. OOsS3aHHOCTH MEXAYy HHUMHU
pacnpenensiorcss noJo0HO TOMY, KaK 3TO JeJaeTcss B OpraHu3aluu. OJTO JaeT BO3MOXKHOCTb
NPEIoIaBaTelNl0 HHANBUIAYAIbHO paboTaTh CO CTYICHTaMU, U3y4YaTh UX CKIIOHHOCTH, OTHOLICHHE K
pabore.

Ha mnpoTspkeHMH Bcero mnepuoia IPOXOXACHHUS IPAKTUKU OCYIIECTBISAETCS TEKYILIUH
KOHTPOJIb 3HaHUM M yMEHUH CTYIEHTOB, pE3yJbTaTbl KOTOPOro (QHUKCUPYIOTCS B >KypHaie
MPAKTUKH.

CTyneHThl €XEeIHEBHO BEAyT JHEBHMK Y4YeOHOHl NpaKkTUKU YCTAHOBJIEHHOHW (OpPMBI, B
KOTOPOM 3aIIMCBIBAIOT 00BEM BBINOJIHEHHON paboThl. Martepuan y4eOHON MPaKTHKK HO/IINBACTCS
B MaNKH, ¥ 110 OKOHYAHUU NMPAKTUKU CTYACHTHI COCTABISIOT OTYET O IMPOXOXKJACHUU NMPAKTUKHU, B
KOTOPOM aHaJIM3HpYeTCs BCs paboTa.

OueHka 3HaHMM CTYJEHTOB Ha Y4eOHOM NpaKTHKE OCYLIECTBISETCS  IyTeM
WH/IMBUYalbHOM Oecelbl O MpojAelaHHOM paboTe, MPOBEpPKE JHEBHUKA Y4YEOHOM NpakTHKH,
BBITIOJTHEHHBIX MPAKTUYECKUX pabOT, KOTOPBIE MOJKHBI OBITH MPOIIUTHI U MPOHYMEPOBAHBI.
[IpenoaBaTens BBISBISIET BCE AOMYLICHHbIE OUIMOKH, OOBSACHSIET MOPSJIOK HUX HCIPABICHUS H
BBIBOJIUT OLIEHKY 32 YUYEOHYIO MTPAKTHKY C y4eTOM COPMUPOBAHHBIX KOMIIETEHIIUH.

ITpu BBICTaBIEHUM OLICHKU YUUTHIBACTCS:

1. KadecTBO BBITIOJTHEHUS BCEX BUIOB PadoOT;

2. OtHo1IeHHE K MpodheccHu;

3. [IpumeHeHne TEOPETUYECKUX 3HAHUN B PEIIEHNH KOHKPETHBIX 3a/1a4;

4. OTHOLIEHHE K NTPAKTHKE;

5. YpoBeHb CaMOCTOSITENNIBHOCTH;

6.YpoBeHb aHaIM3a U CaMOaHAIN3a B MPO(ECCHOHATIBHOI NesITeNbHOCTH;

7.KadecTBO OTUETHON TOKyMEHTAUU

1.3. PexomeHyeMoe KOJIMYECTBO YaCOB HA OCBOEHHE YUeOHOI MPaKTHKH:

Bcero 4324acoB, B TOM 4HCIIe:
B pamkax ocBoenus [IM.01 - 360 yacos

B pamkax ocBoenus [IM.02 - 72 yaca



2. PE3YJIbTATBI OCBOEHUS PABOYEN MPOT'PAMMBI YYEBHOM TPAKTUKH

PesynbraToM OocBOeHUSI y4eOHOW TPAKTHUKH SIBISETCS CPOPMUPOBAHHOCTH y OOYUArOIIUXCS

MIEPBOHAYAIBHBIX MPAKTUYECKUX MPO(decCHOHANBHBIX yMeHHi B pamkax moxyiei OITOIT CITO mo

OCHOBHBIM BHJIaM NpodeccruoHanbHoi aearenbHoctu (BILM): nnbopManmoHHo-10KyMEHTallMOHHAS

ACATCIIBHOCTD, OpraHu3alliOHHas ACATCIIbHOCTb. H606XOI[I/IMBIX AJI1 ITOCJICEAYIOIETr0 OCBOCHHA NMHU

npodeccuoHanbHbIX (1K) 1 06mux (OK) komneTeHIuii:

[loHuMaTh CyIIHOCTh W COLMAIBHYIO 3HAYUMOCTh CBOCH Oynymieil mpodeccun,

OK 1. MPOSIBJISITH K HEM YCTOMYMBBINA UHTEPEC.

Opranu3oBbIBaTh COOCTBEHHYIO JI€SATEIBHOCTb, MCXOAS M3 LEIH U CIOCOOOB ee
OK 2. JOCTUKEHUM, OINPENEICHHBIX PyKOBOIUTEIIEM.

AHanu3upoBaTh pabo4Yyr0 CUTYAIIUIO, OCYIIECTBIISATh TEKYIIUNA U UTOTOBBII KOHTPOJb,
OK3 OIICHKY M KOPPEKIMI0O COOCTBEHHOW JESATEIHbHOCTH, HECTH OTBETCTBEHHOCTH 3a

pe3yJIbTaThl CBOEH pabOoThI

OcymiecTBisITh MOUCK MH(pOpMaIuy, HEOOX0MUMON i1t 3((HEKTUBHOTO BBHITIOTHEHUS
OK 4 npo¢eCCUOHATIBLHBIX 33/1au.

Hcnonb3oBath MH(OPMaLIMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTHH B
OK'S npodecCHOHALHOM IS TEITBHOCTH.

PaGorate B komaHzae, 5(QexkTuBHO O0OMAThCS C KOJIEraMH, PYKOBOJCTBOM,
OK 6 KJIMEHTaMH.

VcnonHATh BOMHCKYIO OOSI3aHHOCTb, B TOM 4YHCIE C TPUMEHEHHEM I0JyYeHHBIX
OK7 po¢eCCHOHANBHBIX 3HAHUN (IS FOHOIIICH ).

Cobmo1aTh 1€T0BON ATUKET, KYJIbTYpPYy M IICUXOJIOTUYECKHE OCHOBBI OOIIEHUS, HOPMBI
OK8 Y TIpaBUJIa TIOBEJIEHUS; UCTIOIb30BaTh METObI U CPECTBA JIEJI0OBOTO OOIIEHHUS.

CamocToATeNbHO ONPEeNATh 3a/1a4t MPO(ECCHOHATBFHOTO U IMYHOCTHOTO Pa3BUTHA,
OK9 3aHUMAThCS camo00pazoBaHUEM, OCO3HaHHO IJIAHUPOBATH MTOBBIIICHHE

KBUTH(DUKAITHH.

CobmronaTs TpeOGoBaHMs 6€30TIACHOCTH TPYyAa, TOKAPHOU 0€30MacHOCTH, CAHUTAPUHU U
OK 10 TUTHUEHBI, OXPaHbl TPYAa.

CocTaBnath, pedakTUpOBaTh U OGOPMIISATH OpPraHU3AMOHHO-PACIIOPSIUTENBHYIO
K 1.1 JOKYMEHTAIlMIO,  CO3/1aBaéMyl0 B  OpraHu3allid, COINIaCHO  TpeOOBAaHUAM

o l'ocynapcrBennsix  crangaptoB  (I'OCT) 1o  odopmiaeHHI0O  JTOKYMEHTOB  C

HCII0JIb30BAaHUEM: COBPEMEHHBIX BUOB OPraHM3allMOHHON TEXHUKH.

Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHU3aIu C UCIOJIB30BAHUEM COBPEMEHHBIX
MK 1.2. BHUJIOB OPraHU3allMOHHON TEXHUKH.

CoctaBisaTe U OQOPMIISITH HOMEHKJIATYpPY A€M OpraHu3anuu, (GOpMHpOBATH Jiena B
K 1.3 COOTBETCTBUM C YTBEP)KICHHOW HOMEHKIATypoH, oOecreunBaTh HUX COXPAaHHOCTH B

e TEKyIIeM  JICJIONPOM3BOJCTBE  C  HCIOJB30BAHUEM  COBPEMECHHBIX  BHUJIOB

OpraHMU3aIMOHHON TEXHHKHU.
IIK 1.4. OcymiecTBISITh MOATOTOBKY JIEJ K TIepe/iaue Ha apXUBHOE XpaHEHHE.
IIK 1.5. BbINoSHATE MalIMHONKMCHBIE pa0OThI PA3JIMYHOMN CTENIEHU CII0KHOCTH

Koopaunmnposats paboty oduca (mpueMHOM pyKOBOIUTENS), OPraHU30BBIBATh IPUEM
IIK 2.1.

HOCETUTENEMH.




IIK 2.2.

OcymiecTBisITh TenepoHHOE 00CTy)KUBaHUE, IPUHUMATH U TEPEIaBaTh
(bakcUMUIIbHBIE COOOIIIECHUSI.

IIK 2.3.

OcymiecTBisITh paboOTy 1O TOJATOTOBKE W TPOBEACHUIO COBEIIAHWMA, 3aceaHUi,
JCJIIOBBIX BCTpe‘I, HpI/ICMOB 58 Hp€3€HTaHHﬁ.

IIK 2.4.

OcymiecTBisITh MOATOTOBKY JAEJIOBBIX MOE3J0K (KOMaHAMPOBOK) PYKOBOJIUTENS H
JOPYTUX COTPYJHUKOB OPraHU3alINH.

IIK 2.5.

OpraHu3oBbIBaTh paboyee MECTO CEKpeTapsl U PyKOBOIUTEIS.

JIP 1

Oco3zHaromwmii ce0s rpakIaHMHOM Y 3alIUTHUKOM BEJIMKOM CTPAHBI.

JIP 2

[IposBisromni ~ aKTUBHYK0  TPaXJAHCKYI0  IO3ULHUIO,  JEMOHCTPUPYIOLIMH
MIPUBEPKEHHOCTh IPUHIIUIIAM YECTHOCTH, MOPSATOUYHOCTH, OTKPBITOCTH, SKOHOMHUECKH
aKTUBHBIN U yYacTBYIOLIUH B CTYJJCHUECKOM M TEPPUTOPHATILHOM CaMOYIPAaBJICHUH, B
TOM YHCJE Ha YCJIOBHUAX JOOPOBOJIBYECTBA, MPOAYKTUBHO B3aUMOJAECHCTBYIOLIUN U
YUYaCTBYIOUIMH B AEATEIbHOCTU OOIECTBEHHBIX OPraHU3aIHi.

JIP 3

CoOrofaroniii  HOPMBI  [IPABOIOPSAKA, CIACAYIOIIANA HAeaJaM TIPakIaHCKOI'O
obmiecTBa, obecrieueHus: 6€30MacHOCTH, TIpaB U cB0OO rpaxkaan Poccuu. JlosbHBIN K
YCTaHOBKAM M IPOSIBIICHUAM IPEACTABUTENCH CYOKYIbTYP, OTINYAIONINA UX OT TPYIIII
C I[CCTPYKTI/IBHLIM U JOCBUAHTHBIM ITIOBCIACHUCM. I[eMOHCTpI/Ip}IIOH_[I/II;'I HerI/IHTI/Ie n
PEIYPEKAAIONINI COIMAIBHO OMACHOE MOBEICHUE OKPYKAIOIIHUX.

JIP 4

[IposiBnsromni M JEMOHCTPUPYIOIIMM YBAXKEHHE K JIOIAIM TPYJa, OCO3HAIOIIUMI
LIEHHOCTh cOOCTBeHHOro Tpyzaa. Crpemsiumiica kK (GOpMUPOBaHHMIO B CETEBOH cpexe
JMYHOCTHO U MPO(heCcCHOHANBHOTO0 KOHCTPYKTHBHOTO «IIM(PPOBOTO Cleiay.

JIP 5

JIeMOHCTpUpYIOIIUI TPUBEPKEHHOCTh K POJHOM KYJIbType, HCTOPUUYECKON MaMATH Ha
OocHOBe JIt00BM K Poaune, pogHOMY Hapoy, MaJIol poAUHE, MPUHITHIO TPAIUIIMOHHBIX
LIEHHOCTEH MHOTOHAllMOHAJIBHOr0 Hapoja Poccum.

JIP 6

HpOSIBJISIIOIIIHfI YBaXXCHUC K JTIOAAM CTAPLICTO IMMOKOJICHUA U TOTOBHOCTH K YYaCTUIO B
COLIPIB.J'ILHOﬁ MOAACPIKKE U BOJIOHTCPCKUX NBUKCHUAX.

JIP 7

OCO3H8IOH.[PII>1 IMPUOPUTCTHYIO IOCHHOCTb JINYHOCTHU YCJIOBCKA, y'Ba)KaIOH_IHﬁ
CO6CTBCHHYIO H YYXYIO YHUKAJIBHOCTH B PA3JIMYHBIX CUTyalHsAX, BO BCCX cpopMax u
BUaax ACATCIBHOCTH.

JIP 8

[IposBisitoIIMii ¥ JEMOHCTPHUPYIOIIMI YBAKEHUE K MPEACTABUTENSAM PA3TUUHBIX
ATHOKYJIBTYPHBIX, COLMANBbHBIX, KOH(PECCHOHANBHBIX U UHBIX rpym. COnpUYacTHBIN K
COXPAHEHUIO, MPEYMHOKEHUIO U TPAHCIALMHU KYJIbTYPHBIX TpPaguUUA U LEHHOCTEH
MHOT'OHAIIMOHAJILHOTO POCCUMCKOT0 TOCYAApCTBA.

JIP 9

Cobmrogaronuii 1 mponaraHANPYIONIMKA MpaBuiia 370pOBOTO U Oe3omacHoro obpasa
KHU3HH, CIOPTa; MPEAyNPEKIAOMUNA MO0 MPEOJ0JICBAIONINIA 3aBUCUMOCTH  OT
ankoroJisi, Tabaka, NCUXOAKTUBHBIX BEIIECTB, a3apTHbIX Urp U T.O. CoxpaHAromul
MICUXOJIOTUYECKYI0 YCTOMYUBOCTh B CHTYaTHBHO CIIOKHBIX WM CTPEMHUTEIHHO
MCHAIOIINXCA CUTyallugX.

JIP 10

3a00TAIMICS O 3aIUTe OKPYKAIOIIEH Ccpeibl, COOCTBEHHOM M 4y»O0i 0€30MacHOCTH, B
TOM 4HCIe MU(POBOH.

JIP 11

[IposBisomuil yBa)k€HUE K JCTETUYECKUM IIEHHOCTSM, OO0JIaJarolvii OCHOBAMH
3CTETUYECKOH KyJIbTYpBI.

JIP 12

[TpuanMaronmuii ceMelHble EHHOCTH, TOTOBBIM K CO3JaHUIO CEMbH U BOCIUTAHHIO
JIeTel; NEMOHCTPUPYIOLIMI HENPUITUE HACHUIIUS B CEMbBE, YXOJAa OT POJMTEIBCKOU
OTBETCTBEHHOCTH, OTKa3a OT OTHOIICHWH CO CBOMMH ACTHbMH M WX (DMHAHCOBOTO
COAEPKAHUS.

JINYHOCTHBIE pe3yJbTaThbl

peajiM3allii NPOrpaMMbl BOCIHMTAHHS, ONpeJeJeHHbIe OTPacieBbIMH TpPe0OBAHUAMHM K
JeJ0BBIM Ka4eCcTBaM JHMYHOCTH




JIP 13

HGMOHCTpI/Ip}IIOH_[I/Iﬁ TOTOBHOCTB M CIIOCOOHOCTH BECTH Auanor ¢ ApyrumMu JIroaAbMHu,
JOCTUTIaTh B HEM B3aMMOIIOHMMAaHMsA, HAaXOAUTh O6HII/I€ eI U COTPYAHUYATD I UX
JOCTHIKCHU B HpO(bCCCHOHaHBHOﬁ ACATCIIbHOCTH

JIP 14

[TposBisiromuii co3HATETFHOE OTHOIICHNE K HETPEPHIBHOMY 00Pa30BaHUIO KaK
YCIIOBUIO yCTICUTHOW MPO(eCcCHOHATLHON U 00IIECTBEHHON AeITeTbHOCTH

JIP 15

[IposBrstonuii TpaXkIaHCKOE OTHOIIIEHUE K TPO(ECCUOHATFHON JeSTEIbHOCTH KaK K
BO3MOYXHOCTH JINYHOTO YYACTHUS B PEIICHUH OOIIECTBEHHBIX, TOCYAaPCTBEHHBIX,
OOIIeHAIIMOHAIBHBIX MTPOOJIEM

JIP 16

[TpuHMMAarONIIMI OCHOBBI AKOJOTHYECKOM KYJIBTYPbI, COOTBETCTBYOLIEH
COBPEMEHHOMY YPOBHIO KOJIOTHYECKOT0 MBIIICHUS, IPUMEHSAIOIUHN OIBIT
HKOJIOTUYECKU OPHEHTUPOBAHHOM peIIeKCHBHO-OIIEHOYHON U MPAKTHYECKON
JESITeIbHOCTH B )KU3HEHHBIX CUTYaLUsIX U NPO(eCCHOHANBHOM NesITeIbHOCTH

JIP 17

[IposiBisrOmNY HEHHOCTHOE OTHOLICHHUE K KYJIbTYpE U UCKYCCTBY, K KYJIbTYpE PEUH U
KYJbTyp€ IOBEEHUs, K KPaCOTe U TApMOHUU

JIn4YHOCTHBIE pe3yJIbTAThI

peajindanuu nporpaMmMsbl BOCIIMTAHHUSA, ONIPEACTICHHBIC KIIIOY¢BbIMHU paﬁoTO)]aTeJIHMI/I

BBIHOJ'IHHIOIHI/Iﬁ Tpe6OBaHI/I${ HeﬁCTBYIOHleFO 3aKOHOAATCJIbCTBA, IIPpaBUJI U ITOJIOKSHUH

JIP 18

P19 | CmocoOHOCTE K MPO(ECCHOHATBHOMY Pa3BUTHIO IO CHICHAIBHOCTH, podeccnn

JIP 20 | YMeHue rpaMOTHO HCHOJIB30BaTh NPO(EeCCHOHATBHYIO JOKYMEHTAIUIO
['oTOBHOCTB TIOJ/IEP’)KUBATH MAPTHEPCKHUE OTHOIIEHHSI C KOJUIETaMH, padOTaTh B

JP 21 KOMAaHJIE

JInyHOCTHBIE pPe3yJIbTAThI

peajM3anMu NPOrpaMMbl BOCIUTAHUS, OMNpeaeléHHble CyObeKTaMu 00pa3oBaTeIbHOIO

npouecca
[TposiBisiomuii  CyOBEKTHYIO MMO3UIIMIO OTBETCTBEHHOIO YJI€Ha POCCHUHCKOTO
JIP 22 | OOlIecTBa, OCO3HAIOIIETO CBOM KOHCTHTYLMOHHBIE IIpaBa M OO0A3aHHOCTH M
MPUMEHSIOIIET0 CTaHJapThl aHTUKOPPYILUOHHOTO MOBEICHUS
JIP 23 | CiocoOHBIi kK caMo00pa30BaHHUIO U CAaMOPa3BUTHIO




3. TEMATHYECKHWM IIJTAH M COJIEP)KAHUE

YYEBHOU ITPAKTUKH

3.1. Temarnyeckuii IVIAH V4EOHOM NPAKTUKH

Koas! IIK HauMenoBanus npogeccHOHAJIBHOI0 MOAYJIA U €ro pa3ie/ioB YueOnas
NMPAKTHKA
1 2 4

IIM. 01. UadopMannoHHO-T0KYMEHTAIIHOHHASI IeATEIbHOCTD. 360

K 1.1, Pazgen 1. Texnonorust cozgaHus, oQpOpMICHHUS U PelaKTUPOBAHMS 246

IIK 1.5 OpraHU3alMOHHO-PACTIOPSAUTEIBHON TOKYMEHTALIUH.

IIK 1.2. Pa3zgen 2. Opranusanus JOKyMEHTOOOOpOTa C HCIIOJIIb30BaHUEM
COBPEMEHHBIX BHJIOB OpPraHU3ALMOHHOW TEXHUKHU. [EXHOJIOTHS 78
KOHTPOJISL UCIIOJIHEHUS JOKYMEHTOB.

IIK 1.3. Pa3znen 3. Benenue nein B TeKyeM J1eI0IPOU3BOJICTBE. 12

IIK 1.4. Pa3nea 4. IloarotoBka e k rnepenaye Ha apXUBHOE XpaHEHUE. 24
M. 02.0pranu3anuoHHAs 1eATEJIbHOCTb. 12

K 2.1 Paznea 1. Koopaunanus pabotsl oduca

IIK 2.2 24

IIK 2.5

IIK 2.3, Pa3nen 2. OcHamenme orca opraHu3alMOHHO-TEXHUYECKUMU 12

11K2.4 CpeACTBAMU

IIK 2.3, Pa3pea 3. Opranusanus 1€10BbIX IPUEMOB U BCTPEY

11K2.4 36

10



3.2. Conep:kanue y4e0HO NPAKTHKH

HaumenoBanue
pa3nesioB

Conep:xanue y4yeOHOro MaTepuasia

Oo0neMm
4acoB

IIpakTn
yeckKast
TOAT0TO
BKa

IIM. 01. NHdpopManMOHHO-AOKYMEHTAIIMOHHAS e TeJbHOCTh.

Paznen 1.
TexHoJIorus
co31aHMusl,
oopmieHHs U
pel1aKTHPOBAHUA
OPraHU3alUOHHO-
pacnopsiiuTe/b-
HOM
AOKyMEHTAlUuU

BBO,Z[HO@ 3aHATHC. OpFaHI/ISa]_II/I}I CJ'Iy>K6BI ACIONPOU3BOACTBA

«l"ocymapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO 00eCTIedeHNs
ynpasieHus. OcHOBHbIE ToJ0keHus. O0ure TpeOoBaHus K TOKYMEHTaM H
CIIy:k0aM TOKyMEHTallMOHHOTO o0ecnieueHus». VzyueHne 10KyMeHTa

Wzyuenne 'OCT P 7.0.97-2016 «YHubuupoBaHHas cuctemMa
OpraHHU3alMOHHO-PACTIOPSAUTEIBHON TOKyMeHTaluu. TpeOoBaHus K
0(OPMIICHUIO TOKYMEHTOBY

[Tpukaz ot 23.12.2009 1. N 76 «O0 yTBEep>KICHHHA METOAMIECKHIX
PEKOMEH Al 110 pa3paboTKe MHCTPYKIUH 10 IETIOMPOU3BOACTBY B
(henepanbHBIX OpraHax UCIOIHUTEIHLHON BIaCTH)

N3zyuenue obiepoccuiickoro kiaccudukaTopa ynpaBIeHUECKOM
nokymMeHTaru OdhopMieHre PeKBU3UTOB JOKYMEHTOB

OdopmieHre opraHn3alliOHHO-TIPABOBBIX JOKYMEHTOB

Odopmiierne pacopsSIUTENEHBIX TOKYMEHTOB

OdopmieHre HHPOPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB

Odopmienne kaapoBoii fokyMeHTanud. CocTaBiIeHUE ITATHOTO
pacnucanusi. TpyJ10BOH JOTOBOP

Odopmienne kanpoBoii okymMeHTarwu. [Ipukassl 1Mo JUIHOMY COCTaBY

Odopminenne kanpoBoi JokyMeHTauun. OQopMieHHE TPYAOBBIX KHHKEK.

Oco6eHHOCTH OQHIINAEHO-AEIOBOI0 CTWIIS AOKyMeHTOB. OcoOeHHOCTH
ohopMITCHHUS Ty OTUITUCTHIESCKOTO CTHIISA JOKYMEHTOB. OCcOOCHHOCTH
XYIAOXKCECTBECHHOI'O X pa3rOBOPHOIO CTHUIIA

CocTaBiieHHE CIOXKHBIX TJOKYMEHTOB

Hacrpoiika nporpamMmmHOro odecrevyeHus Ha IepcoHabHOM KOMIBIOTEpE
CeKpeTapsi

Oco0eHHOCTH paboTHI C 3JEKTPOHHBIMH IOKYyMEHTaMH Pa3HbIX (hOpMaTOB.

Coznanne TEKCTOBOTO JIOKYMEHTa, ero penaktupoBanne dopmatupoBanme
JokyMeHTa. Micnonbp3oBaHue CTHIIEH.

Hcnons3oBanue COUCKOB B TEKCTOBOM Mpoleccope. Mcnonb3oBanue
Ta0JIHI] B TEKCTOBOM ITPOIIECCOPE.

Hcnonb3oBanue WILTIOCTpALMil B TEKCTOBOM Tpoiieccope. Mcnonb3oBanue
rpad¥Ku B TEKCTOBOM IIPOIIECCOPE.

Hcnonb30BaHue KOJOHTHTYJIOB B TEKCTOBOM mporeccope. Co3nanue
111a0JI0HOB B TEKCTOBOM IIPOIIECCOPE.

Hcmnosb30Banue peaakropa GopMysl B TEKCTOBOM MPOIIECCOPE.
Hcnonb3oBaHue AuarpaMM B TEKCTOBOM Mpoiieccope. Mcmons3oBanne
nanesu «PeleH3upoBaHue» B TEKCTOBOM MPOIIECCOpE.

Wcnonszoranue 'OCT 7.62-2008 CBM /] B TekcTOBOM mpoIieccope

Co3nanue cOCTaBHBIX JOKYMEHTOB. CO3/JaHUE TEKCTOBBIX JOKYMEHTOB
pa3HbIX POpPMATOB.

Coznianne JeoBbIX JOKYMEHTOB

COSI[B.HI/IC OpPraHu3alMOHHO-TIPABOBLIX JOKYMCHTOB: YCTAaB OpraHu3aluu

Co3znaHre opraHu3alnoOHHO-TIPABOBEIX JOKYMEHTOB: ITOJIOXKEHUE 00
OpraHH3aIuu

CrenuaiabHbIE BO3MOXKHOCTH TEKCTOBOM mpoueccope. CoBmecTHOE
HCIOJIB30BAHUE TCKCTOBBIX JOKYMCHTOB.

Coznanne Tabmmi. Penakrupoanue Tadaur @opmaTupoBanye TabIIHII.
OyHkuus «Apro3anonHeHne» [locTpoeHne auarpaMm

Hcnons3oBanue Gpopmyn B TaOIUYHOM Mporieccope. AOCOTIOTHAS U
OTHOCHTEJIbHASI aJpecartist

246
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Hcmonp3oBanue CTaHIAPTHBIX MaTeMaTHIecKnX (QyHKImiA Mcmonp3oBanue
TaOJIMYHOTO TPOIECCopa I PENICHUS OyXTANTEPCKUX 3aad

Co3manne MHOTOCTPAaHUYHOM KHUTH B TA0JIMYHOM HPOLIECCOpPE
HcnonpzoBanne Gpynkuuii «Ilondop napamerpa» u «IIporunosuposanue
JAHHBIX»

HWcnonp3zoBanue goruueckux yHkunit O0paboTka MacCHBOB TAHHBIX

Hcnonp3oBanue CBS3aHHBIX Ta6JII/III, pacyeT MpoMEKKYTOYHLIX UTOTOB B
TaOMM4YHOM mporeccope .OmnpeneneHne 3aBUCUMOCTH B popMyJIax B
TaOJIMIHOM TPOITECCOpe

Hcnonp3oBanue TaOIMIHOTO MPOIIECCOpa B KauecTBE 0a3bl TaHHBIX.
3ajauu ONTUMHU3ALMU B TaOJIMYHOM MpOLieccope

KommnekcHoe ncnonb3oBaHre BO3MOXKHOCTEH TaOJIMYHOTO Mporeccopa
IUIS CO3aHus TOKyMeHTOB. COBMECTHOE HCIIOIb30BAHUE TEKCTOBOTO U
TabJIMYHOTO POIIECCOPOB

TexHonorust paboTbl cO 3BYKOBBIMH PeJaKTOpaMu TeXHOJIOTrHs paboThI ¢
nporpaMMaMH 3aIHCH M PeaKTHPOBaHUsl BUACONMH(pOpMauu

Coznmanne 1 opopMiIeHHE MMpe3eHTauKH VICIob30BaHNE aHUMAITHH B
Mpe3eHTaINN

Hcnonws3oBanue TabIUIl U JUarpaMM B Ipe3eHTaIuu Mcnois30BaHue
rpaduKH, 3ByKa ¥ BUJICO B MIPE3SHTALNN

CrnusHue npe3eHTauui JleMOHCTpalysi TOTOBOM Mpe3eHTaluU

Coznanne myOnukanuii. Mcionp3oBanne rpaduKu B My OIUKauu
Hcrionip30BaHKe CCHUIOK B My OJIMKALIMN

TexHomorus pa6OTI)I C MYJIbTUMEAHA B CCTU I/IHTepHeT

OcobeHHOCTH 0OPMIICHHS BHEITHETOPTOBEIX JOKyMeHTOB. OdopmiieHne
KOMMEPUYECKON JOKYMEHTAINMU

Paznen 2
Opranuzanus
ITOKYMEHT0000poTAa
€ HCTI0JIb30BAHMEM

COBpPEeMeHHbIX
BH/I0B OPTTeXHUKH

O06paboTka BXxoasIel 1 UCXOISIIeH TOKYMEHTalluU

IIpoxoxneHne u NOpsI0K UCIIOJHEHUSI JOKYMEHTOB B OPraHU3alHH.
KoHTposib HCTIONHEHNUS JTOKYMEHTOB

Oco0eHHOCTH perucTpanuu oopamieHnii rpaxaad. M3ydenne 3akoHa oT
02.05.2006 Ne-59 @3 «O mopsiake paccCMOTPEHUS 00paIieHns TpakaaH
PDy.

COBZ[aHI/Ie Ta6J'II/II_[ B CUCTCMAX YIPAaBJICHUSA Oazamu JAaHHBIX

OmnpeneneHue cBsi3eil MeX 1y Ta0IuIaMu

Co3nanue 3aIpoCcoB

Co3pnanne hopMBbI C TOMOIIBIO KOHCTPYKTOpa, Macrepa Gpopm

Coznanne oruetoB KoppekTupoBka 6a3bl JaHHBIX

3amnoiHeHNe CO3IaHHON 0a3bl TaHHBIX

ABTOMaTH3aIMS MIEKTPOHHOTO JOKYMeHT0000poTa. [locTanoBieHue
IIpaButensctBa P® ot 15.04.2005 r. Ne 222

IIpaBoBOE peryanupoBaHue BOIPOCOB PAOOTHI C INEKTPOHHBIMH
JIOKYMEHTaMH

Co3znaHre JOKyMEHTOB, TIEpeIaBaeMbIX 110 KaHajlaM 3JICKTPOHHOU CBSI3H

HuTepHeT-TexHOI0THH B paboTe CeKpeTaps

78
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Pasznen 3 Benenue
JeJ1 B TeKyI[eM
JeJIOTIPOU3BOICT-
Be

CocraBiecHue u O(l)OpMJ'IGHI/Ie HOMCHKJIATYPbI €I OpraHu3aluu.

Wunpexcanus nokymenTos cornacao ['OCT P 7.0.8-2013.

12

Pa3znen 4
IloaroroBka aea K
nepenave Ha
apXuBHOE
XpaHeHHne

®dopmupoBanue u oopmirenne aeir. OdhopmileHre JOKYMEHTOB U ACI K
YHHUYTOXKECHUIO.

OI.[eHKa SHAYUMOCTHU JOKYMCHTOB U CPOKOB XpaHCHHA, COCTABJICHUC OIMUCHU
JCII. XpaHeHI/IC JAOKYMCHTOB U II€peaava ACI B apXUB

Nzyuenue 3akona ot 27.07.2006 Ne 149-03 «O6 nrdpopmanumu,
MH()OPMAIIMOHHBIX TEXHOJIOTUSIX TI0 3aIIUTe HHPOPMAIIIN»

24
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OcobeHHOCTH pabOTHI ¢ KOHGUACHITNAIBHON HHPOPMAIIHEH.

Bcero

360

IIM. 02.0pranu3anMoHHAs 1esiTeJIbHOCTb.

Paznen 1.
Koopaunanust
padoThI opuca

N3ydeHne HOpMaTUBHO-METOANYECKUX JOKYMEHTOB B paboTe cexperaps
KBanudukanuoHHble XapaKTepUCTUKU M TPEOOBaHHS K CEKpETapio

CocTtaBneHue TOMHKHOCTHON M 00yJaromeil HHCTPYKIIUU CeKpeTaps
M3ydenne NOKHOCTHBIX CTYTICHEH cekpeTapsi, TpeOOBaHMM,
NPEABABIISIEMBIX K CEKPETAPIO

Opranu3zanust pabo4ero Mecta cekperaps U pykoBoautess TpedoBaHHs
nHpOpPMaMOHHOH Ge3omacHoCcTU B paboTte cekperapsi. Pacnipenenenue 300
pabodero Mecra ceKpeTapst

JIMIHOCTHBIC U JIENOBEIE KaUeCTBAa CEKpeTapcKoil paboThl. JlemoBoil 3THKeT
B ceKpeTapckoii pabore. Umuk B npodeccnoHanbHON AEATEIbHOCTH
cekperaps. OcoOEHHOCTH TIOBEJCHHS CEKPEeTaps B KOH(PIUKTHBIX
cutyanwsix [InmaampoBanne pabodero BpeMeHH CeKpeTapsi 1 pyKOBOJIUTEIS

24

Paznen 2.
OcHaieHnue
opuca
OPraHU3aIHOHHO
-TeXHHYECKUMHU
cpencTBaMu

besomacHOCTh pabOTHI ¢ TEXHUYECKUMU CpeficTBaMHi. HopMaTiBHbIE aKThI
o oXpaHe TpyAa. 3apyOeKHbIe CTaHAAPTHI 0€30IMACHOCTH TEXHUUECKUX
cpexnctB. Pa3Merienne TeXHMUECKUX CPENCTB HAa paboueM MecTe CeKpeTapsi
Y MX UCTIOJIH30BAHHE

Pyunoe cocraBienne nokymentoB. Mcnons3oBanne TUKTOGOHHON U
BH/ICO3AMNCHIBAIOIIEH TEXHUKHU AJIS1 COCTaBJICHUS TOKYMEHTOB.
Vcnonp30BaHue CPEACTB MYJIBTUMEHNA B paboTe ceKpeTapsi

12

Paspnean 3.
Opranuzauus
0e310KyMeHTa-
HHOHHOT O
00CJTy;KMBAHUS
ceKkperaps

[IpaBuiia B3anMOIEHCTBHS CEKpeTaps ¢ MapTHEpaMH, KIIMEHTaMH,
CpeAcTBaMH MaccoBOW MH(MOpManuu

Tenedonnoe obcmykuBaHue B paboTe cekperaps. CTpaTeruu MoBeACHUS B
KOH(IIUKTHBIX CUTyanusX. [loAroTOBKA U HCIOJIh30BaHHE JOKYMEHTOB B
tenedorHoM pasropope. CoctaBienue TenepoHorpaMmel. Benenmne
JKypHaJIa BXOSIIUX U UCXOISAIIHX Tese(OHOTpaMM

Hcnonp3oBanue MHGOPMALIMOHHO-CIIPAaBOYHBIX MaTepPHaIoB B Tele(hOHHOM
koMMyHHKanuu. Ilpuem u nepenada hakCHMMaNbHBIX COOOIESHHH

IIpuem noceruteneit o JTMYHBIM BollpocaM. BeieHre 10KyMEHTalUU.
[IporpammHbIe cpecTBa CO3/IaHUs BU3UTHBIX KapTouek. OQopmiieHue u
NIPUMEHEHUE BUBUTHBIX KAPTOUYEK

OTtpaboTka TeXHUK BEICHHS JEJIOBBIX eperoBopos. [Ipasmia
3JIEKTPOHHOTO 3THKeTa. Pa3paboTka niaHa npoBeIeHUs] MEPONIPUATHI

Opranu3zanys u nposeieHue neperopopos. CocTaBleHUE IPOTOKOIIA.
Opranusanus 1 nposecHue copetjanuid. CocTaBieHue MpOTOKOIA.
Odopmienne BBIIMCKK U3 poTokona. Opranusanys, IpoBeACHUE U
JIOKYMEHTHPOBAHHE 3aCEIaHNN KOJIJIETHAIBHBIX OPTaHOB

36

Bcero

72
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4. YCJIOBUS PEAJIM3AILIMU YYEBHOU MPAKTUKH
4.1. TpeGoBaHUSI K MUHUMAJILHOMY MaTepHAJIbHO-TEXHHYECKOMY 00ecrneyeHH 0.
Oo6opynoBanue J1aboparopum U padoumx mect Jadopatopun WHGOPMANUMOHHBIX TEXHOJIOTHI B
npodeccCHOHATILHON NeITeJIbHOCTH:
- aBTOMATHU3MPOBaHHOE pabouee MECTO MpenogaBaTes;
- aBTOMATHU3HPOBaHHBIEC paboUure MecTa 00yJarOIIUXCS;
- JIOKaJIbHad KOMIIBIOTECpHAs CE€Th C BBIXOAOM B I/IHTepHeT;
- IIPUHTEP, CKaHEpP, POEKTOP, IIIOTTEP;
- HMHTCPAKTUBHAA TOCKaA,
- nporpaMMHoe odecreueHure o0ero u npodecCuoHaIbHOrO Ha3HAUYEHUS;
- KOMILJIEKT y‘IC6H0-M€TOI{H‘I€CKOfI JOKYMCHTAlHU.

4.2. HNudopmanuonnoe odecrnieyeHue 00yueHHs :

OCHOBHBIE UCTOYHUKHU:

1. TanubikoBa A.H. HMHpOpMaMOHHO-TOKYMEHTALMOHHAS JIEATENIBHOCTh: Y4YeOHUK s
cTyl.yupexaenuit cpen.npod.odpazoanust A.H.TamuisikoBa, T.H. Psbunuuesa, E.M.Houka — M.:
W3n.uentp «Axagemusn»,2016

2. JlokymeHTOBeZicHHEe: yYeOHMK W TPAKTHKyM JUISI  CPEAHEro  MpogeCCHOHATHLHOTO
obpazoBanus / JI. A. loponuna [u ap.]; mox pemakmueit JI. A. JlopoHuHoit. — 2-e¢ usn., mepepad. u
norr. — Mocksa : U3ngarensctBo FOpaiit, 2021. — 309 ¢. — (IIpodeccronaibHoe 0Opa3oBaHUE). —
ISBN 978-5-534-04330-3. — TekcT : anexTpoHHbIi // ObpazoBarenbHas miaardopma KOpaiit [caift]. —
URL: https://urait.ru/bcode/469701.

3. KazakeBuu, T. A. JlokyMeHTallMOHHOE oOecrieueHue YINpaBleHHs : YYeOHUK U MPAKTHUKYM
JUTSI cpefHero mpodeccruoHanbHoro oopazosanus / T. A. Kazakesny, A. U. Tkaymd. — 2-¢ u3a., ucnp. u
nor. — Mocksa : UzgarensctBo FOpaiit, 2021. — 177 c. — (IIpodeccuonanbuoe obpazoBaHuE). —
ISBN 978-5-534-06291-5. — Tekcr : anekrponnslit // O6pa3oBarenbHas miargopma FOpait [caiit]. —
URL: https://urait.ru/bcode/471615

4. Abynamse, 1. I'. JlokyMeHTallMOHHOE OOECIeYeHUe YIpaBiICHUsI MEPCOHATIOM : YYeOHUK U
NpPakTUKyM ISl cpefiHero mnpodeccuoHanbHoro obpazoBanus / [I. I'. Abynanze, U. b. Beimpsbkkuna,
B. M. MacnoBa. — 2-¢ u3g., nepepad. u jon. — Mocksa : U3natensctBo FOpaiit, 2021. — 370 ¢c. —
(ITpoeccnonansnoe obpazoBanue). — ISBN 978-5-534-15076-6. — Tekct : 3neKTpOHHBIA //
O6pasoBarenbHas iatdopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/487121

5. Kopnees, U. K. JlokyMeHTallmOHHOE OOeCleUeHne YIPaBIeHUs | YU€OHUK U MPAKTUKYM JJIs
cpenHero npodeccuonanbHoro oopasosanus / 1. K. Kopraees, A. B. [Timrenko, B. A. Mamrypues. — 2-e
u3l., nepepad. u jnomn. — Mocksa : M3narensctBo Opaiit, 2021. — 384 ¢. — (Ilpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr : anexTponHbIH // OO0pazoBaTenbHas atdhopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/472550

HopMmaTtuBHbIe TpaBOBBIE aKTHhI:

1. ®enepanbublil 3ak0H OT 22 okTA0Opsa 2004r. Nel25- @3 «OO6 apxuBHOM fene B Poccuiickoi
®denepanuny»// C3 PD.- 2004.- Ne43.- C1.4169

2.®enepanbHblii 3akoH oT 27 utons 2006 1. 3 149 — @3 «O6 undpopmanuu, nHHOPMAITMOHHBIX
TEXHOJIOTHAX U 0 3anute nHpopmaruny// C3 POD.- 2006.- Ne31 (Y.1). — C1.3448

3.@enepanbublii 3akoH oT 27 utonsg 2006T. Ne 152-@3 «O nepcoHanbHbIX JaHHBIX»// C3 PD. —
2006.- Ne31 (4.1). — Ct.3451

4T0CT TOCT P 7.0.97-2016 YCJI VYuaudumupoBaHHas CHUCTeMa OpraHU3aIMOHHO-
pacnopsAuTenbHON JoKyMeHTauu. « TpeboBanus kK 0QOpPMIEHUIO JOKYMEHTOBY.

5. ®enepanbHbIii 3akoH OT 22 okTs10pst 2004 roga Nel25-D3 «O6 apxuBHOM aene B Poccuiickoi
Denepauum.

6. ®enepanbhblil 3aK0oH 0T 29 uroing 2004 roga Ne98-03 «O koMMepueckoi TaitHe».

7. ®enepanbHblii 3aKoH oT 6 anpenst 2011 roga Ne63-d3 «O06 >1eKTPOHHON MOATHCHY.

HMHTEpHET- HICTOYHUKH:
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1. www.garant.ru - Pexxum noctyma — cBoOOnHBIH. CalT CONEPKUT TEKCTbl HOPMATHBHO-
IPaBOBBIX IOKYMEHTOB, MyOIMKYyeT BCe U3MEHEHHs B 3aKOHOAATENbCTBE. Takke IMpeAcTaBiIeHbl OJIaHKH
JOKYMEHTOB H T.II.

2. WwWw.consp.ru - Pexum poctyna — cBoOoaHbIi. CaliT cOAepKUT TEKCThl 3aKOHOAATEIbHBIX

aKTOB, HOBbIE TPEOOBaHUS KOHTPOJIMPYIOIIUX OPraHOB, Aa€T PEKOMEHAIUU 10 3allOJIHEHUIO OJIaHKOB
OyXrajaTepcKkoil OTYCTHOCTH.
3. www.sekretariat.ru - Pexum moctyma — cBoOomHbii. Ha caiite mnpencTaBieHbl aHOHCHI
npoeCCUOHATBHBIX ~ JKYPHAJIOB  CEKpeTapsi  «CIPAaBOYHHK CEKpeTaps U  o(puc-MEHEIKepay,
«CekperapuaT B BONPOCAX M OTBETax»; BONPOCHl OpraHU3alMu JIEJIONPOU3BOJCTBA; IpaBUIIaA
o(opMIIeHHS U XpaHEHUs JOKYMEHTOB. 37IeCb OPraHU30BaHO O0IeHUe Ha popyMe

JlonoTHUTETbHBIC NCTOYHHUKH:

1. Boprenko, .51, Kupcanosa M.B. Oducnbie Texuonoruu [Tekcr]/SI.5.Boprenxo,
M.B.Kupcanosa. — HoBocubupck: U1 «1udpa-M», 2016.

2. Tanaxos, B.B. Cekperapb-pedepeHT BBICOKOM KBaIU(DUKALMK: OPTaHM3aALMs CEKPETAPCKOTO JeNa
[Tekcr]/ B.B.I'anaxoB. — M.: OULl Akagemus, 2017.

3. Kny6 mnpodeccuoHanbHEIX —cekperapeil  [DnekTpoHHbI  pecypc]. — Pexum  jmocryna:
http://old.clubsecretary.ru/, ceo6oaubIi. — 3ari. ¢ 3KpaHa.

4. PRO-Cekperapuar: cooOLIECTBO CeKpeTapeil, o(uc-MeHeIKepoB, MOMOLIIHUKOB PYKOBOIUTEII.
[DnexTponHsIit pecypc]. — Pexxum noctyma: http://e.sekretariat.ru, cBo6oubIi. — 3ari. ¢ sKpaHa.

5. IlepeyeHp MOKHOCTHBIX MHCTPYKIMiA[DIeKTpOoHHEIN pecype]. — Pexum pocryma: http://www.d-
instrukciya.ru, cBo0oIHbIN. — 3ari. ¢ SKpaHa.

6. Cekper@pb: MHOOPMALMOHHBIA MOpTaN /s ceKpeTapei [DIekTpoHHbI pecypc]. — Pesxkum
nocryna: http://www.sekretary.net, ceoboaHbIi. — 3ari. ¢ 3kpaHa.

4. 3. OO0mme TpeOOBAHUS K OPraHU3AIUM Y4eOHOH NPAKTHKH.
VYueOHas mpakTHKa (TPOU3BOJCTBEHHOE OOYYEHHE) MPOBOAMTCS MPH OCBOCHUU OOYUYAIOMIMMUCS
npodeCCHOHATBHBIX KOMIIETEHIINH B PaMKax MPo(hecCHOHAIBHBIX MOJIYJIEH.
3aHATUSA N0 y4eOHOH MpakTHKE MPOBOAATCA B JabopaTOpuH HMH(GOPMAIIMOHHBIX TEXHOJIOTUH B
npodeccuoHanbHoi nestensHocTd Ha 1K ¢ ncnonp3oBaHMEM CeNUMANIM3UPOBAHHOTO MPOTPAMMHOTO

obecrieueHusl.

VYyeOHasi nmpakTuKa (MPOU3BOJICTBEHHOE O0yU€HHE) MPOBOAUTCS MPU OCBOCHUU OOYYarOLUIUMUCS
npoeCCUOHATBHBIX ~ KOMIETEHUMH B  paMKax HpOQPEecCCHOHATIBHBIX  MOJYJIEH  peanusyercs
KOHIICHTPHUPOBAHO.

VYuebHas mpaktuka (mo mpoduiaro npodeccun) 3aBepuiaercs AU EepeHIUPOBaHHBIM 3a4€TOM
00y4aroIKUMHUCA OCBOEHHBIX OOIINX U MPOPECCHOHATBHBIX KOMIIETEHIUH.

PesynbraTel mpoxokaeHHs y4uyeOHOM mpakTuku (mo mnpoduiaro mpodeccuu) Mo  MOIYIIO
YYUTBIBAIOTCS TPH MPOBEJCHUN TOCYAAPCTBEHHOM (MTOTOBO) aTTECTAINH.

4.4. KaapoBoe o0ecneueHue 00pa3oBaTe/ibHOIO Mpoiecca.

TpeboBanust K KBalM(UKAIMK TENarorH4ecKUX KaJIpoB, oOecleuuBarolux OO0y4yeHHe IO0
y4eOHON TpaKTUKe: HaJMYWe BBICIIETO NPOPECCHOHATBLHOIO 00pa30BaHUs, COOTBETCTBYIOIIETO
npoduito Moy «JlokyMeHTalMoHHOe obecniedeHue ynpasiaeHus» u npogpeccun 46.01.01 Cexperapsb.

Mactepa npou3BOACTBEHHOT0 OOy4€HHUsI WM IpenojaBaTesid, OCYLIECTBISIONINE PYKOBOJCTBO
y4eOHOI NMPaKTUKOW 00yJaroLINXCs, TOJKHBI UMETh KBaJTU(PHUKAIIMOHHBIN pa3psia 1o npodeccun Ha 1-2
paspsana Beie, yem npeaycmarpusaer @I'OC, Briciiee uian cpegHee npodeccuonanbHoe 00pa3oBaHue
no npo¢uino npodheccuu, MpoxXoaAnuTh 00S3aTENbHYI0 CTRXXUPOBKY B MPOQMIBHBIX OpraHU3alMix He
pexe 1-ro pa3a B 3 roza.
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5. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUSA
YYEBHOM ITPAKTUKHA
KoHTponb U oneHka pe3yJbTaTOB OCBOEHUS MPOrpaMMbl y4eOHOW MPAKTUKHU OCYIIECTBISETCS
MacTepoM TPOHM3BOJCTBEHHOT0 OOydYeHUs/TpenogaBareieM MpopecCHOHATBFHOTO IMKJIA B TPOIECcCe
IIPOBEJCHUS 3aHATHH, a Tak)Ke BBIIIOJHEHUS YydYalllUMUCS Yy4eOHO-IPOM3BOJACTBEHHBIX 3afaHuil. B
pe3ysibTaTeé OCBOCHMSI y4eOHOW NPaKTHKM B paMKax Npo(ecCHOHANBHBIX MOAYJell oOydaromuecs
IIPOXOJAT MPOMEKYTOUHYIO aTTecTaluio B popme nup¢epeHIIHPOBAHHOIO 3a4eTa.

®opMBI U METOIbI KOHTPOJISAA M OLICHKH Pe3yJIbTATOB 00y4eHust

IIM. 01. HUHpopManHMOHHO-TOKYMEHTAHMOHHASA JAesATeabHOCTh. OdopmieHue 3amucu B
JHEBHUKE IMPOXOXJACHUS MPAKTUKUA. 3aKJIOUEHUE PpPYKOBOJIUTENS MPAKTUKU OT TEXHUKyMa.
ATTECTallMOHHBIN JIUCT, XapaKTEpUCTUKA

IIM. 02. OpranuzanuoHHasi Jesite1bHOCTb. OpopMieHHE 3alKUCU B JHEBHUKE MPOXOKICHUS
IIPAKTUKU. 3aKIIOYEHHE PYKOBOIOUTENS IPAKTUKM OT TEXHUKyMa. ATTECTalMOHHBIM JIKCT,
XapaKTEepUCTHKA

Pe3yabTarsl
(ocBOEHHBIE ®opMBbI U METOABI
OcHoOBHBIC NOKA3aTEJIM OLICHKH Pe3y/a1bTaTa
npo¢ecCHOHAbH KOHTPOJISI M OLIEHKHU
ble KOMIIeTeHIIHH)
IK.1.1 [IpaBunbHOCTE  BBIOOpa cooTBeTcTBYIOMmIEro | OrieHKa OCBOCHHUS
CocraBnArs, O6manka Ui O(QOpMIIEHHS  JIOKYMEHTA. | Ipo(eCCHOHATbHBIX
penaktupoBaTh U | IlpaBunbHOCTH  OQOpMIIEHHS ~ COCTaBHBIX | KOMIETEHIMH B XOJe
opopMIATH yacTel W PEKBHU3UTOB  JIOKYMEHTOB B | IPOBEIEHUS y4eOHOMI
OpraHU3allMOHHO- | 3aBUCHMOCTH oT BUJA JIOKYMEHTA. | IPAKTHKH.
pacriopsiautenbHy | IIpaBunbHOCTE cocTaBieHUsT W O(OpMIIeHHUS
10 JOKYMEHTAIMIO, | IE€JI0BOTO M1ChMa, TeJerpaMMmBl,
CO371aBaEMYI0 B | Tene(OHOTPaMMBI, OOBSICHUTEIIbHOM u
OpraHu3aInH, JIOKJIAJHOW 3alUCOK, CIIY)KEOHOW CIpaBKH,
COIIaCHO pPa3IUYHBIX BUJOB AKTOB, IPUKA30B U BHIIMCOK
TpeOOoBaHUSAM W3 TpUKa3a, IMPOTOKOJA U BBIIUCKH U3
I'OCT 10 | IPOTOKOJA, Pa3JIMYHBIX BUAOB 3asBJIICHUU I10
0 OpMIIEHHIO JUYHOMY COCTaBy, NPHUKAa30B [0 JHYHOMY
JIOKyMEHTOB c | coctaBy, Ju4HOi Kaprouku ¢(opmer T-2,
HCIIOJIb30BaHUEM KOMILJIEKTOBaHHUS JIUYHOTO nena
COBPEMEHHBIX aBTOOHOrpadum, pesrome, TPYIOBOTO
BU/JIOB KOHTPAaKTa; 3all0JIHEHUSI U BEJEHUS TPYIOBOU
OpPraHM3aI[MOHHON | KHIKKH. Pa3BUTHe HaBBIKOB OOpalIeHHs Co
TEXHUKHU. CIpaBOYHBIM  MaTepuanoM. IIpaBuiabHOCTH
ynoTpeOaeHus  MPOU3HOCUTEIBHBIX  HOPM.
AHanmm3  pacmpoCTpaHEHHBIX OMIMOOK IIpH
ynotpeOaeHnn SI3BIKOBBIX HOPM.
[IpaBUIIBHOCTBH KCIIOJIB30BAHUS TEPMUHOJIOTUU
JIeI0BOM peun, MIOCTPOEHUS TEKCTOB
o(UIIMaNTbHO-IETOBBIX JIOKYMEHTOB.
[IpaBUNbHOCT,  MPOBEPKH  (PAKTHUECKOTO
Marepuana, yHnoTpeOJeHHsT KOPPEKTYpPHBIX
3HAKOB B XOJI€ MPaBKU O(PHUIIHATBEHO-IEIOBBIX
TekcToB.  IIpaBUJIBHOCTH  penaKTUPOBaHUS
CITyKeOHBIX JIOKYMEHTOB; MOATOTOBKHU
JOKYMEHTOB Pa3JIMYHON CTENEHU CII0KHOCTH.
[IpaBMJIBHOCTH  BBIOOpA MPOTPAMMHOTO U
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arrmapaTHoro oOecneyeHus AJid OpraHu3anuu

paboThI 1o JIOKYMEHTallHOHHOMY

o0ecreyeHnIo yIpaBlIeHuUs, CO3J1aHMs,

pEeNaKTUPOBAHUS  CIY)KEOHBIX  JJOKYMEHTOB.

[IpaBUIABHOCTH  HCHOJIB30BAHUSA IIPUEMOB

¢opmaTupoBaHusi mpu padoTe B TEKCTOBBIX

npoleccopax, JIEKTPOHHBIX TaOJIUIAX.

Biiagenue MynbTUMEIUIHBIMU TEXHOJIOTHSIMHU.
I1IK.1.2 [IpaBuiIbHOCTH OpraHu3anMu cxem ABMKeHHUs | OLeHKa OCBOCHUSA
OpraHuzoBbIBaTh JOKYMEHTOB B YUPEKICHHM, COJEpKaHUA | MPOPECCHOHAIbHBIX
JIOKYMEHTOOOOpOT | paboOThl MO TNpueMy, Iepelrauye U OTIpaBKe | KOMIETEHIMA B XoJe
B OpraHu3alMM C | JOKyYMEHTOB. [IpaBuIBEHOCTH 00paboTKu | MpOBEACHUS y4eOHO
HCII0JIb30BaHUEM MIOCTYHAIOUIEH, OTHPABIAEMON W BHYTPEHHEW | IPAKTUKH.
COBPEMEHHBIX KOPPECIIOH/ICHIINY; BbIOOpA (bopMbI
BUJIOB pPETUCTPALIUM B 3aBHUCHUMOCTH OT KaTErOpHUHU
OpTraHU3AIlMOHHOW | YUPEXKIEHUsT U o0beMa JOKYMEHTOO0OOpoTa,
TEXHUKHU 3aI0JTHEHUS PETUCTPALIMOHHBIX bopm,

COCTaBJIEHUS] KapTOTEK M paboTbl C HUMU;

OIIpeAEIECHUS KaTeropui JIOKYMEHTOB,

MOJJIKAIUX KOHTPOJIIO, BEACHUS KOHTPOJIS

HCIIOJIHEHUS JIOKYMEHTOB. Bnanenue

TEXHOJIOrHe paboTel ¢ HH(DOPMALMOHHBIMU

CUCTEMAMM, TEXHOJIOTUEN CO3/1aHUS U BEIEHUS

6a3 JAaHHBIX c HCII0JIb30BAaHUEM

nHGOPMAIIMOHHBIX ~ TeXHOJOorui. Brnanenue

prUeMaMu paboThI B cUCTEMax

aBTOMATH3UPOBAHHOIO JEJONpPOU3BOJACTBA U

JIEKTPOHHOI'O JOKYMEHTO000pOTA.
IIK.1.3 [IpaBunbHOCT,  Ha3HaueHuss u  obOmactu | OueHka OCBOCHHA
CocTaBnsThb U | IPUMEHEHHUs, COCTaBlIeHuss H odopmiieHus | mpodeccrnoHalIbHbIX
opopMIATH MHIUBUAYaJIbHON HOMEHKJIATYPHI €. KOMIIETEHIIMM B XOJze€
HOMEHKIaTypy J1en | [IpaBuiabHOCTh COCTaBIE€HUS 3arojOBKOB JI€J, | IPOBEACHUS y4ueOHO
OpraHu3alui, 3aroJIHeHHs rpad) HOMEHKIATYPHI Jedl. NPaKTUKU.
dopmupoBate gena | [IpaBuinbHOCTH cocTaBiaeHUs U OQOpPMIICHHUS
B COOTBETCTBHM C | UTOTOBOM 3alllCH, YJOCTOBEPEHUS CBOJHOU
YTBEPKIACHHON HOMEHKJIATypbl Jlel U CTPYKTYPHOT'O
HOMEHKJIaTypoii, MIO/Ipa3IeJICHUS.
obOecrieunBath uX | [IpaBunbHOCTH 3aBeleHUsT U (HOPMUPOBAHMS
COXPaHHOCTh B | Ie]l B COOTBETCTBMM C HOMEHKJIATypoH Je,
TEKyIIEeM CUCTEMAaTHU3allMM JOKYMEHTOB BHYTPH Jiea.
JIEJIONPOU3BOJICTBE
C HCIOJIb30BaHUEM
COBPEMEHHBIX
BU/JIOB
OpraHHU3al[MOHHOM
TEXHHKHU.
IIK.1.4 [IpaBunbHOCTH BBIOOpA Manok, UCMOIb3yeMbIX | OreHka OCBOCHUS
OcyiecTBiIsITh B KauyecTBe OOJIOKEK JAJIS ]I MOCTOSIHHOTO U | IpOo(eCCHOHATbHBIX
MOJTOTOBKY JIel1 K | BPEMEHHOIO CPOKOB XpaHeHus, UX | KOMIETEHUUH B XOJe
nepenaye Ha | ohopMIIeHUS,  BHECEHUS  U3MEHEHMH U | IPOBEICHMUS y4eOHOM
apXUBHOE YTOYHEHUH B 00NOXKKYy zena. [IpaBMIIBHOCTD | MPAKTHKH.
XpaHEeHHUE. XpaHEeHUs JIe] B TEKYLIEM JEJIONPON3BOJICTBE,
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COCTAaBJICHUSl  3aBEPUTEJIbHOM  HAJNHWCU U
BHYTPEHHEHN OMKCH JTOKYMEHTOB, COXPaHHOCTHU
JIOKYMEHTOB M JIeJl, BbIAA4M JIeJ BO BPEMEHHOE

MOJIb30BaHUE, Mepelayd e Ha apXUBHOE

XpaHEHHUe.
[1K.1.5 Bemonnsts | Bnanenue TEXHHUKON «cneroro» | Oenka OCBOEHUS
MaIIMHOIUCHBIE JECATUMANBIIEBOTO METO/Ia MMChMa MpH paboTe | nmpodeccuoHaIbHbBIX
paboThl pa3nUYHOM | HA TMeuaTtawmeM ycTporcTBe. (OOecniedeHHe | KOMIIETCHIIMM B XOJI€
CTENEeHU CKOpOCTM M  KayecTBa MKHCbMa  MpHU | IPOBEACHUS y4eOHO
CJI0KHOCTH. odopMIIEHHH MaTepHalia Pa3IndyHON CTENEHU | MPAKTHKU.

CJIOKHOCTH.
IK.2.1 - INTAaHUPOBaHUE paboYero AHS CEKpeTaps Ouenka OCBOCHHUS
Koopaunuposats COTJIACHO OCHOBHBIX TPEOOBAHUI; po(hecCHOHATBEHBIX
paboty oduca - 00paboTKa (COPTUPOBKA, PETHCTPAIINSA) KOMIIETCHIIMK B XOJI€
(mpuemHoOM MOCTYIAKOLIEN Ha PACCMOTPEHUE MIPOBEICHUS y4eOHOU
PYKOBOJUTEIS), PYKOBOJUTEIS KOPPECIIOHICHIINH, MPAKTHKH.
OpraHU30BBIBATh COOTBETCTBEHHO AJITOPUTMY ACHCTBUHN U BUIAM
npueM JIOKYMEHTOB;
MOCETUTEIICH. - MOJrOTOBKA JIOKYMEHTOB K IPUEMY

MOCETUTEJICH MO JTUYHBIM BOIIPOCAM C

nucnoiab3oBanueM 11K
I1K2.2 - ocy1ecTBieHue TenedoHHoro oocnyxxuBanus | OneHka OCBOCHUSA
OcymecTBIsITh COOTBETCTBEHHO TPEOOBaHUH JCIIOBOTO poeCCUOHATBHBIX
TeneoHHOE 3TUKETA; KOMIIETEHLIIMK B XO0J€
o0ciy )KBaHue, - Iepeava v npyueM nHpopmanuu mno MPOBEICHUS y4eOHOU
MIPUHUMATh U TenedoHy COrflacHO MPaBHUII ATHKETA MPAKTHKH.
nepeaaBaTh TenaeOHHOTO pa3roBopa 1 TpeOOBaHUM K
bakcuMUIbHBIC pEUEBBIM XapaKTEePUCTHUKAM;
COOOILIEHNS. - OCYIIIECTBJICHHE MpUeMa-Tiepeaun

(haKCUMUIIBHBIX COOOIIEHU;
I[IK.2.3 - CO3/JaHKE MPE3EHTAIMOHHOTO CIaija 1mo OrneHka OCBOEHHUA
Ocy1iecTBIsITh 3aJlaHHOM TeMe COTJIACHO TPeOOBaHUN K pohecCHOHATBHBIX
paboty 1o 0(OPMIICHHUIO TIPE3EHTAIUH; KOMIIETCHIIMK B XOJI€
MOATOTOBKE U - oopMIICHHE TTPOTOKOJIA COBEIAHUS MIPOBEACHUS y4eOHO
MIPOBEJICHUIO cornacHo 'OCT P 6.30-2003; MIPAKTHKH.
COBCIIAHMI,
3aceJaHui,
JIEJIOBBIX BCTpEY,
MIPUEMOB U
IIPE3CHTALINMN.
[1K2.4 -MIOITOTOBKA JJOKYMEHTOB JIJIsl IETTOBBIX OrneHka OCBOEHUA
Ocy1iecTBIITH N0€3/10K PYKOBOJUTENS U IPYTUX npodecCHOHATBHBIX
MOJITOTOBKY COTPYIHUKOB; KOMIIETEHIIM B XOJIe
JIETIOBBIX TTOE3/I0K MIPOBEICHUS y4eOHOU
(KOMaHIUPOBOK) MPaKTHUKH.
PYKOBOJUTEIS U
JIPYTHX
COTPYAHUKOB
OpTraHH3aIlHH.
I1K2.5 - obecnieueHue pabodero Mecta pykooautens | OeHka OCBOCHUS
Opranu3oBbIBaTh HEOOXOIUMBIMH CPEICTBAMU OPTTEXHUKH;- pohecCHOHATBHBIX

pabouee MecTo

cobJroieHne TpeOOBaHMI TEXHUKHU

KOMIOETEHIIMH B  XOHE
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cexperaps u
PYKOBOAMTEIIA.

0e30macHOCTH Tpyaa.

MIPOBEACHUS
MPAKTUKH.

y4eOHOU

D®opMbI U METObI
Pe3yiabTaThl 00y4eHusi (0CBOEHHBIH MPAKTHYECKHl ONBIT) KOHTPOJISI M OLIEeHKH
pe3yabTaToB 00y4YeHust
WH(GOPMAIIMOHHO-TOKYMEHTAIIHOHHOTO 00eCTIeueHMS BBITIOJIHEHUE TPAKTUUYECKUX
YIIPaBJICHYECKOH IEATEILHOCTH B CTPYKTYPE OpraHU3aINH, pabor.
UCIONIb30BaHUsl HHGOPMAIIMOHHBIX TEXHOJIOTHI U CPENICTB BBIMIOJTHEHUE TPAKTUUYECKHUX
OPTTEXHUKHU B TOKYMEHTAIIMOHHOM O0ECIIEYCHUH YIPABJICHHUSI,; pabor.
WCIIOJIb30BAHUS OPTaHU3AIMOHHOM TEXHUKH JIJIs1 00eCTIeueHus BBITIOJTHCHHE TTPAKTHICCKHX
pohecCHOHALHON IS TENbHOCTH; pabor.
y4acTHus B IOJITOTOBKE U MPOBEACHUH JICIIOBBIX MEPOMPUSIITHIA, BBIMIOJTHEHUE TPAKTHUYECKHUX
MpreMa HOCSTUTCIICH; pabor.
BeJIeHUS Tene(OHHOTO O0CTYKUBAHUS, PUEMA U MepeIavu BBIMIOJTHEHUE TPAKTHUYECKHUX
uH(bopManuu 1o akcy; pabor.

@DopMBI U METOBI KOHTPOJISI U OLIEHKH PE3YyJIbTaTOB 00YUYEHUS JOJDKHBI TO3BOJIATH IPOBEPATH Y
0o0yyaromuxcst He TOJBKO CPOPMHUPOBAHHOCTh MPO(ECCHOHAIBHBIX KOMIIETEHIMHA, HO U pa3BUTHE
00X KOMIETEHIMH 1 00ecrieYnBarOIIUX UX YMEHUH.

PesyabTaTsl
OcHoBHbIE MMOKa3aTe u OeHKH | PopMBbI 1 MeTObI KOHTPOJISI U
(ocBOEHHDbIE 00IIIHME
pe3yabTara OLICHKH
KOMIIETeHIHH)
[Tonnmate cymHocTh W | [IposiBieHue HHTEpECA Kk | HaOmroneune " OIleHKa
COLMAJIHYI0 3HAYUMOCTh | BBIOpAaHHOM npodeccuu, | IeATEIbHOCTH  00yYaromuxcs
CBOEH Oynyiiei | moCTOsTHHOE IpU BBHINOJHEHUH pPabOThl IO
npodeccur, MPOSBIATh K | CAMOCOBEPIIEHCTBOBAHHE U | yueOHO IpaKTUKe.
Hel YCTOMUYMBBIN UHTEpEC. | MOBBIIEHHE MPO(PECCHOHAIBHOTO
YPOBHS.
Opranu3oBbIBaTh ObocHoBaHMe BbIOOpa u | Habmonenue u OIICHKa
COOCTBEHHYIO npodecCHOHATbHOE  TPUMEHEHHUE | IEATENIbHOCTH  O0yYaromuXxcs

JIEATENILHOCTh, MCXOId W3
meJau U cHoco0oB  ee
JIOCTHIKEHMS,
OIIpEAECIIEHHBIX
PYKOBOTUTEIIEM.

MECTOAOB H crmoco0oB PCUICHUA
3ala4dy B IMPONECCEC BBINMOJIHCHUA
JOJDKHOCTHBIX 00s13aHHOCTEH TIO
AOKYMCHTATUOHHOMY
obecreyeHuIo YIIPpaBJICHHA.

IpU  BBHIIOJHEHUH PabOTHl IO
y4eOHOIl paKTHKe.

AnanusupoBats pabouyto | [IposiBnenue cnocobHoctu | Habmonenue nu OIICHKA
CUTYallMI0, OCYILECTBIIATH | MPO(PEeCcCHOHATBHO NPUHUMATD | JESATEIBHOCTH  OOyYaromuxcs
TEKyIIM ¥  WUTOTOBBIH | perieHus B Pa3IUYHBIX | IPU  BBIIOJHEHUU pabOTHl 110
KOHTPOJIb,  OLIEHKY W | IPOU3BOJCTBEHHBIX CUTYyalMsX, | yueOHOMN MpaKTHKeE.
KOPPEKIMI0 COOCTBEHHOMW | HECTH OTBETCTBEHHOCTb 3a

NESITEIbHOCTH, HECTH | pe3ybTaThbl BBIIIOJTHEHHOM

OTBETCTBEHHOCTh 3a | pabOoTHI.

pe3yJIbTaThl cBOEH

paboTHI.
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OcyecTBiIsITh nouck | Ilonck u rucronb3oBanne | HaGmronenue U OIICHKA
uHpOopManuy, uHpOpMaLIUU JUIA | IEATENbHOCTH  OOyYaroIuxcs
He0o0X0UMOi JUIS | TPO()ECCHOHANBHOIO BBIMIOJIHEHUS | IPH  BBIMIOJHEHUU pabOThl 10
3¢ HEKTUBHOTO oOsi3aHHOCTE 1O obecneueHHIo | y4eOHON MpaKTHKE.
BBITIOJTHEHUS JIOKYMEHTAIMOHHOTO YTIPaBJICHHUS.
podhecCHOHATBHBIX
3ajad.
Hcnonb3oBath Bemonnenne pasnuunbix  Bunos | HaOmonenue u OLICHKA
MH(POPMALMOHHO- paboT MO JOKYMEHTALMOHHOMY | IEATEJIBHOCTH  OOy4aroIuxcs
KOMMYHHKAI[MOHHBIE 0o0ecreyeHn0  YNpaBji€HHUs  C | IpU  BBINOJIHEHUH PAOOTHI 110
TEXHOJIOTUHU B | UCMOJIb30BaHUEM MH(OPMAIIMOHHO- | Y4eOHOM MpaKTHKE.
po¢eCCHOHATBHON KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.
JESITEJIBHOCTH.
PaGorarb B  kxomaHgze, | Bzaumoneiicteue ¢ | HaGmaronenue U OILICHKA
3¢ (HeKTHBHO O00IATECA C | OOYYAIOIIMMUCS, JNESTEIBbHOCTH  OOYYaroIuXxcs
KOJIJIETaMH, npernojaBaTeNiiMd B IPOLECCE | IPU  BBINOJIHEHUU PAOOTHI 110
PYKOBOJCTBOM, 0o0yueHus u COTPYAHUKAMHU | y4eOHO MpaKTUKE.
KIIMEHTaMH. OpraHu3anuit B MepHOJ

IIPOU3BOACTBEHHOMN IPAKTUKH
Hcnonuate BOMHCKYIO | Binanenue ocHoBamu MeauuumHckuil | Habmonenue U OLIEHKa
00513aHHOCTb, B TOM YHCJIE | 3HAHUH, prUeMaMHu UX | 1eATEIbHOCTH  O00ydYarommxcs
C IIPUMEHEHHUEM | IPAKTUYECKOIO NPUMEHEHMS. | IPU BBINOJIHEHUU pabOTHl 110
IIOJTy4YEHHBIX [TposiBnenue MHTEpEca K BOMHCKOM | yueOHOI MpaKTUKeE.
npodeCCUOHATIBLHBIX ciy>x0e (17151 FoHOLIeH).
3HAHUU (JIJ151 FOHOLLEH ).
Cobnronath nenoBoit | Mcronb3oBanne HopMm u  mpaBui | HaGmionenue u OLICHKA
STUKET,  KyJbTypy U | IOBEACHMsI B Ipouecce oOydeHus, | AeSITENbHOCTH  OOydaroluxcs
MICUXOJIOTUYECKHUE OCHOBBI | METOJOB W  CPEICTB JEJOBOTO | MPU BBHIMOJIHEHUH pPabOThI MO
oOuIeHus, HOPMBI U | oOueHus pu BBITIOJTHEHUH | Y4EOHOH MpaKTHKeE.
IIpaBUIIa MOBEJICHUS; | TOJDKHOCTHBIX — O0si3aHHOCTEH B
UCIIOJIb30BaTh METOAbl U | MEPUOJT MIPOU3BOJICTBEHHOU
CpeacTBa JIEJIOBOTO | MPAKTHUKH.
oO0IIeHS.
CaMocToATEIBHO Wcnonp3oBanne monydeHHbIX B | HaOmonenue U OLIEHKa
OTIpEeCTIATh 3a/la4yM | mpoiiecce oOydeHus | IeSTENbHOCTH  OOyYaromuXCcs
poheccroHalIbHOTO U | TpoecCHOHANBHBIX  3HAHMH B | IPH  BBIOJHEHHH PadOTHI 110
JUYHOCTHOTO  Pa3BUTHS, | KAUECTBE 0a30BbIX Uig | y4eOHOI mpaKTUKe.
3aHUMAaThCs HNOBBILIEHUSI  TIPO(ECCUOHATILHOTO
camo0o0pazoBaHuEM, YpOBHS u JabHENIIero
OCO3HAHHO IUJIAHUPOBATH | KAPHEPHOI'O POCTA.
MOBBILICHHE
KBTI (UKAIITU
Cobmronate  TpeboBanus | CoOmonenne mpaBuwil  TexHuku | Habmionenue U OILIEHKa
0€e30MmacHOCTH Tpyna, | 6€30MacHOCTH TpyHa, | 1eATeTbHOCTH 00ydJaronmxcs

MOKapHOW 0e30MacHOCTH,
CaHuTapuun U TUT'UCHBI,
OXpaHbl TPy Aa.

NPOTHBOIIOXAPHOW 0E30MacHOCTH,
TUTUCHBI U OXpaHbl Tpyda B
nporecce OOy4eHUsS U B TEPUOJ
NPOXOXICHHUST TPOU3BOJICTBEHHOMN
NPaKTUKH.

Py BBIIOJHEHUU paboOTHl 110
y4eOHOM MpaKTHKE.
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6. KBAIIMOUKAIIMOHHASA XAPAKTEPUCTHUKA

Cekperapb-MalIMHUCTKA

JI0JIKHOCTHBIE 00sI3aHHOCTH. BeimonmHseT TexHudyeckue GYHKIUU TO OOECIEeUeHUIo |
00Cy)XMBaHUIO PAOOTHI PYKOBOJAUTENS TMPEANPHUATHS WIA ero mnoapazaeneHuit. I[lomydaer
HEOOXO0MMbIe PYKOBOJUTENIO CBEICHUSI OT MOAPA3ACICHUI UM UCIIOIHUTENEH, BBI3BIBAET IO €TI0
nopy4yeHuto paboTHHKOB. OpranmsyeT TeleQOHHBIE MEPEeroBOpPhl PYKOBOAWTEINS, NPUHUMAET U
nepeaaer TeneOHOTpaMMBbl, 3alMChIBAET B €0 OTCYTCTBUE MPUHATHIE COOOLICHUS U JOBOAMUT 0
CBEJICHUSI PYKOBOJAWTENST MX coxaepkaHue. OcymiecTBiseT paboTy MO MOJIrOTOBKE 3acelaHuil U
COBELIAHMUH, NPOBOAMMBIX pPYKOBOIUTENEM (COOp HEOOXOAMMBIX MAaTepHaliOB, OIOBELICHUE
YYaCTHHKOB O BPEMEHH, MECTe, ITOBECTKE JTHS 3aCEHaHMUs WIH COBEIIAHUS, NX PETUCTPAIIHS), BEACT
U odopmisier npoTtokosbl. OOecrneunBaeT pabodyee MECTO PYKOBOAUTENS KaHLEIAPCKUMU
NPUHA/IISKHOCTSAMH, CPEJICTBAMH OPTaHU3alMOHHON TEXHUKH, CO3/Ia€T YCIOBHUS, CIIOCOOCTBYIOIIHE
a¢dexTuBHON paboTe pykoBoautens. llepemaer u mnpuHUMaeT HHPOPMAIUIO MO MPUEMHO-
NEPErOBOPHBIM  ycTpoiicTBaM (Tenekc, ¢akc, Ttenedakc u 1p.). llewataer mno ykasaHuio
PYKOBOJUTENST pa3IUYHble MaTepuaibl. Bener nenonpou3BoJACTBO, MPUHUMAET MOCTYMAIONIYIO Ha
UMl PYKOBOJAMTENS KOPPECTIOHICHIINIO, OCYIIECTBISIET €€ CHCTEMAaTH3allMI0 B COOTBETCTBHU C
NPUHATHIM Ha TMPEANPUSTUU MOPSAIKOM U MEpeAaeT MOCie €€ PAaCCMOTPEHHUs PYyKOBOIUTEIEM B
TIOIpa3/ICIICHUs MM KOHKPETHBIM UCTIOIHUTEISIM JJIs1 UCTIONB30BaHuUs B IIpoliecce uX paboThl TO0
NOArOTOBKUA OTBeTa. CleauT 3a CpOKaMU BBIMIOJIHEHUS MOPYYCHHH pPYyKOBOJIWTEINS, B3ATHIX Ha
KOHTPOJIb. [I[puHIMAaeT TOKYMEHTHI Ha MOANUCH PYKOBOAUTEN0. OpraHu3yeT MpreM MOCETHTENEH,
COJICICTBYET ONEPAaTUBHOCTU PACCMOTPEHHsI MPOChO M MpeIokeHuil paboTHUKOB. Popmupyer
Jiefla B COOTBETCTBHM C YTBEPXKICHHOW HOMEHKIATYpOH, OOecriednBaeT WX COXPAaHHOCTh U B
YCTaHOBJICHHBIE CPOKH cJaeT B apxuB. [loAroraBmuMBaeT MOKYMEHTHI IJiI THPAXKHPOBAHUS Ha
MHOXHTEIBHOH TEXHUKE, a TAKXKE KOMUPYET JOKYMEHTHI Ha TIEPCOHAIIEHOM KCEPOKCE.

JloyzkeH  3HATH: TIOJIOXKEHUS, HWHCTPYKIMH, JPyrHe PYKOBOSIIME MaTepUalbl U
HOPMAaTHUBHBIE JJOKYMEHTHI 10 BEACHHUIO JENIONPOU3BOICTBA; CTPYKTYPY U PYKOBOISIIMN COCTaB
NPEINPUITHS U €T0 TOApa3AeNieHHil; MallIMHONKCH; TipaBuiia opdorpaduu U NyHKTYallUU; MOPAI0K
pacroyiokeHusl MaTepualia Mpy MeYaTaHuu Pa3InIHbIX JTOKYMEHTOB; TpaBUIIa IMeYaTaHus JeTOBBIX
MUCEM C WCIOJIb30BAHMEM THIOBBIX (OpM; TMpaBWiia SKCIUTyaTallud MHIIYIIAX MAaIIHH,
TUKTO()OHOB, MarHUTO(OHOB; TNPaBWIIA IMOJB30BAHHUS MPHEMHO-TIEPETOBOPHBIMUA yCTPOWCTBAMH;
CTaHAapThl YHU(PHUIMPOBAHHOW CHUCTEMBl OPTaHH3AIMOHHO-PACTIOPSIUTENLHON JTIOKyMEHTAIIUU;
OCHOBBI OpTaHU3allMM TPyZJa; OCHOBHI 3aKOHOJATENLCTBA O TpyJe; NpaBWiIa BHYTPEHHETO
TPYZOBOTO pacmlopsiika; MpaBuja U HOPMbI OXpaHbl TPY/a.

TpeGoBanusa k kBadudukauuu. HaganeHoe mnpodeccuonansHoe oOpa3oBanue 0e3
NpeabsSIBICHUS TPeOOBaHMM K CTaxy palbOThl MM cpeaHee (MOJHOE) obiiee oOpa3oBaHHUE H
CrienMaibHas MOATOTOBKA 10 YCTAaHOBICHHOH MporpamMme 0e3 NpeabsBlIeHUs TPEOOBAaHUHA K CTaxy
paboTHI.
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Cexperapb-cTeHOrpagucTka

JL0JKHOCTHBIE 00f13aHHOCTH. BrImoHseT TexHUYeckne (YHKIUU TI0 OOECIICYCHHIO W
00CTY)KUBAaHUIO pabOThl PYKOBOAUTENS MPEANPUATHS WU ero mnoapasfaeneHuidl. [lomydaer
HE0OXO0JUMbIE PYKOBOJUTENIO CBEIEHUS OT MOJAPA3AEIECHUIN UM UCIIOJIHUTENEH, BBI3BIBAET IO €r0
MOpYy4YeHUI0 paboTHUKOB. OpraHusyeT Tene(oHHBIE MEPEroBOPHl PYKOBOAMTENS, NMPUHHUMAET U
nepeaaeT TeneOHOTPAMMEI, 3aIHCHIBAET B €0 OTCYTCTBHUE MPUHSATHIE COOOMICHHUS W JOBOAWT IO
CBEJICHUSI PYKOBOAUTENs MX coxaepkaHue. OcyiuecTBiseT paboTy MO MOJIrOTOBKE 3acelaHuil U
COBENIaHUM, MPOBOJAUMBIX pYKOBoOAHUTENEM (cOOp HEOOXOAMMBIX MAaTE€pUAJIOB, OTIOBEIICHHE
YY4aCTHUKOB O BPEMEHU, MECTE, TIOBECTKE JHS 3aCeaHs WM COBELIaHMs, UX PEerucTpaius), BeAeT
u odopmisier npoTrokonbl. ObOecneunBaeT pabodee MECTO PYKOBOIUTENSI KaHIEISIPCKUMHU
NPUHAJICKHOCTAMH, CPEJICTBAMH OPraHU3alMOHHON TEXHUKH, CO3/1a€T YCIOBHUS, CIIOCOOCTBYIOIINE
s¢pdextuBHOM  pabote  pykoBomutens.  CrteHorpadupyeT — TEKCThI  MOATOTaBIMBAEMBIX
PYKOBOJUTENEM MPUKA30B, PACIIOPSHKEHUN, MUCEM U APYTUX OPraHU3alMOHHO-PACIIOPSIUTENbHBIX
JIOKYMEHTOB C MOCJIEIYIOIIeH X paciMPpOBKOM U MeyaTaHUEM Ha MUIIYLIeH MallliHe WM BBOJAOM
uHpopMaiuu B OaHk HaHHBIX. [lepenaer u npuHHMaeT HHGOPMAIIMIO TIO TPHUEMHO-TIEPETOBOPHBIM
ycTporictBam  (Tenekc, ¢akc, Tenedakc u Ap.). DBeimomHseT pa3nuuHBIE ONEpanmuu  C
UCIIONb30BAaHUEM KOMIBIOTEPHON TEXHHKH, TMpeAHAa3HA4YeHHOW st cOopa, o00paboTku U
npeiCTaBiIeHuss WHPOPMALMU TPH MOATOTOBKE U MNPHHATHU pemeHuid. OcymiecTiser
JIeNIONIPOU3BOACTBO, TMPUHUMAET IOCTYHAIOIIyI0 Ha MMs PYKOBOIUTENS KOPPECIOHACHIIHIO,
CUCTEMAaTU3UPYEeT €€ B COOTBETCTBUM C YCTAHOBJIICHHBIM TIOPSAKOM M IE€pelaeT Iocie
paccMOTpEeHHsT PYKOBOIHUTENEM B TMOApPA3/CICHHUs] WM KOHKPETHBIM HCIOIHUTENSAM JUIS
UCIIOJIb30BAaHUsl B IIpoliecce HMX paboTbl MO0 MOATOTOBKM OTBeTa. Bener KOHTPOIbHO-
PETUCTPALIMOHHYIO KapTOTEKY, CIEIUT 32 CPOKAMHU BBITIOTHEHHS IIOPYUYCHHUH PYKOBOJIUTENS, B3SITHIX
Ha KOHTpOJb. [IpHHMMaeT IOKYMEHTBHI Ha TOANUCH pykKoBoauTenoo. OpraHmsyer mpuem
HOCETUTENEH, COAECUCTBYET ONEPATUBHOCTH PACCMOTPEHHUsS MPOCHO U MPEATIOKEHUNH paOOTHHUKOB.
dopmupyeT Jgena B COOTBETCTBUH C YTBEPXKJICHHOH HOMEHKIATYpOW, O0OecledrMBaeT WX
COXpPaHHOCTh U B YCTaHOBIIEHHBIE CpPOKM cAaeT B apxuB. [loaroraBnuBaeT AOKYMEHTHI IS
TUPKUPOBAHHUS HA MHOXXHTEIHHOW TEXHHKE, a TAKKE KOMHUPYET TOKYMEHTHI Ha MEPCOHATHLHOM
KCEpOKCe.

JloJzKkeH  3HATh: MOJIOKEHHsI, WHCTPYKIHUH, Jpyrue pPyKOBOJSAIIME MaTepHaibl U
HOPMATUBHBIE JIOKyYMEHTHI MO BEACHUIO JEIONPOU3BOJCTBA, CTPYKTYPY M PYKOBOISIIMNA COCTaB
OpEANpUSATHS ¥ €ro Iojpa3ieleHuld, CTeHorpaduio, MaIIMHONWChH, TpaBuWia opdorpadpuu u
MYHKTyallid, TOPSAOK pacHoJIOKEHUs Marepuala NpH Te4YaTaHUHM Pa3IuYHbIX JIOKyMEHTOB,
npaBuia MevYaTaHus JAEJOBBIX MUCEM C HCIIOJb30BAaHHEM TUIOBBIX (hOpM, MpaBuiIa KCILTyaTaluu
MUIIYIIUX MalINH, TUKTOPOHOB, MAarHUTO(OHOB U APYTHUX UCIOJIB3YEMBIX TEXHUYECKUX CPENICTB,
NpaBuiia IMOJIb30BAHMS MPUEMHO-TIEPETOBOPHBIMH YCTPOWCTBAMH, CTaHIAPTHl YHU(DHUIIMPOBAHHON
CHUCTEMBl OpPraHHM3AI[MOHHO-PACHIOPSAUTENFHOM JOKYMEHTAllMH, OCHOBBI OpraHH3alluu Tpyaa,
OCHOBBI 3aKOHOJATEIbCTBA O TPYJE, MpaBUia BHYTPEHHEro TPYJOBOTO pPACIOpsJIKa, MpaBuiIa U
HOPMBI OXpaHbI TPy/a.

TpeboBanusa k kBanuukaunu. HauanpHoe mnpodeccuonanbHoe oOpa3zoBaHue 0e3
NpeabSIBICHUS TPeOOBaHMM K CTaxy palbOThl MM cpeaHee (MOJHOE) obiiee oOpa3oBaHHUE H
crienanbHas MOATOTOBKA M0 YCTAaHOBICHHOM MporpamMMme 0e3 NpeabsBIeHUS TPEOOBAHHUHA K CTaXKy
paboTHI.
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