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IHHOACHUTEJBHASA 3AIIMCKA

B pabGouyio mporpammy BKJIIOYEHBI: IMOSICHUTENbHAS 3alKcKa, KBadU(pUKaAIMOHHAS
XapaKTepUCTHKa, y4eOHBIA IUIaH, MPOrpamMMbl IO MpeaMeTaM. B KOHIle mporpammbl MpUBEACH
CIIUCOK JIUTEPATYPBI.

Pabouas mporpamma  «Oduc-MeHemkep»  OpelHa3HayeHa JJid  peajlu3aluu
rOCy/IapCTBEHHBIX TPEOOBAHUN K MHHUMYMY COJEP)KaHUS U YPOBHIO MOATOTOBKH BBITYCKHHUKOB
KYpCOB 10 crieuanbHOCTH « Oduc-meHemxep».

Pabouas mporpamma yueOHON mucuuIuinHbl «Oduc-MeHeKep» - UHTErPUPOBAHHBIN
Kypc coderaromuil B cede 3HaHUS B cepe AeTONpOU3BOACTBA, HAYYHOM opranuzanuu tpynaa (
aBTOMATH3AIM JISIOMPOU3BOJICTBA ¢ MPUMEHEHUEM TporpamMMHbIX mpoaykToB Office, paboTsr ¢
noMmouiblo MHTEepHET), METOIMKH OBJIAJICHUS HAaBbIKAMH W YMEHHUSMU MAIIMHOMMCHBIX padorT,
STUKHU U TICUXOJIOTUHU JEJIOBBIX OTHOILICHUH.

MosxHo 0e3 mnpeyBelMYEHHs] KOHCTATUPOBATH, YTO CHELMAIUCTBI B 3TOM 00JacTH
NEeSTeIbHOCTH HYXHBI BO BCEX 0€3 HCKIIOYEHHUS OpraHM3alusX M HX MpodhecCHOHAIBLHOE
MacTEpCTBO B HEKOTOPOM POJIE€ ONPEEIIAET CIYKEOHYIO KYJIbTYpY 3TUX OpraHU3alUi.

[Iporpamma mpegycMaTpuBaeT MPOBEACHUE 3HAYUTEIBHOTO YHMCIA MPAKTUYECKUX
3aHATUH, HA KOTOPBIX CIyIIATeNM O0y4aroTcs paboTe Ha MEpCOHAIBHOM KOMITBIOTEpE, paboTe ¢
O(pUCHOM TEXHHUKOW, HCHONB3YIOTCS 00pa3lbl M CTaHAApThl YHUMUIHMPOBAHHON CHCTEMBI
OpPTraHU3AIMOHHO-PACTIOPSANTEILHON JOKYMEHTAIIMH, HAXOAIICHCS B 000pOTE TOCYIapCTBEHHBIX
1 KOMMEPYECKUX CTPYKTYD.

Menemkep oduca - Kypc MpeAHA3HA4YeH Ui BBITYCKHMKOB IIKOJI, YYMJIMII,
TEXHUKYMOB, BY30B, MIaHUPYIOMIMX CBOIO EATEIHLHOCTh B KAUECTBE CEKPETapsi, MEHEKepa, TH00
MOMOIIIHUKA PYKOBOAMTENS MPEANpPUITUS, a TakKe A ASHCTBYIOIUX O(GUCHBIX PaOOTHUKOB B
KayeCcTBE MOBBIIICHUS KBAIU(PUKAIMU. DTOT KypC OPUEHTUPOBAH Ha BOMPOCH! JOKYMEHTapHOIO U
UH(POPMALIMOHHOTO 00CTy>KMBaHUsI COBPEMEHHOTO oduca.

Hear kypca Oduc-meneakep - nOpuoOpeTeHHE 3HaHUM 00 OpraHu3auu
JOKYMEHTOO00pOoTa, O TMpaBwjiaXx OQOPMIEHHUS JOKYMEHTOB, O BHJAaX U MCIIOJb30BaHUU
KOMMYHHUKAIM, 00 MHCIONb30BaHUM COBPEMEHHBIX CpEACTB AaBTOMAaTH3allMd B OpraHU3aluu
paboThl C JOKyYMEHTaMH U HH(popMaluei, 00 HMCTOUYHUKAX CPEACTB MPENNpUATHUS U JIBUKECHUU
JNEHEXKHbIX CpPEACTB B pe3ylbTaTe XO3SAHCTBEHHBIX omepauuid, 00 opraHuzauud padoThl
NPENIPUATHS. B YCIOBHUAX PBIHKA, O IPOBEJCHUM MApPKETUHIOBBIX HCCIIEIOBAaHUI C LENbIO
opranu3anuu 3QpPexTUBHON pabOThI MPEATPHUITHS.

IIpenmerom Kkypca siBisieTcst opraHu3anus (yHKIMOHUPOBAHUS COBPEMEHHOTO oduca
U TpeInpUsaTHs B IIeJIoM, a Takke 3((EeKTHBHOE HCIONb30BaHUE CPEACTB KOMIIBIOTEPHOH U
OpPITEXHUKHU U BBIOOpP ONTUMAJIBLHOTO BapuaHTa, UCXO/S U3 YCIOBUM U 1eNel ee MpUMEHEHUS.

Kypcbl  opuc-MeHea:kepa ¢ JIOMOJTHUTENBHBIM H3YYE€HHEM OCHOB paboThl Ha
nepcoHanbHoM KommbioTepe (+IIK) paccuntanbsl kak Ha pabOTarOIIMX CEKpPETapel, >Kenarolux
00001IUTh MPAKTUYECKUE HABBIKM C TEOPETUYECKUMHU 3HAHUSIMHU, TaK U Ha T€X, KTO JKEJIaeT HaWTh
HOBYIO MPECTHKHYIO paboOTy, NOJTYYUB KAYECTBEHHOE 00pa30BaHUeE.

[Iporpamma o00ydeHusi Ha Kypcax oOQHC-MEHeIKepa COOTBETCTBYET CaMbIM COBPEMEHHBIM
TpeOOBaHUSAM, NMPEABABIIEMbIM paboToAaTeNsIMU K KBaIU(UKALMOHHOW Xapakrepuctuke Oduc-
MEHEIKEP, U BKIIIOYAET:

*  JICJIONPOU3BOJICTBO, C YICTOM JIMHTBUCTHYCCKHX OCOOCHHOCTEH CITy)KEOHOTO JOKYMEHTA;

- OCHOBBI KaI[pOBOI‘O I[OKyMeHTOBeI[eHI/ISI nu apXI/IBI/IPOBaHI/IH;

*  JTHUKET M IICUXOJIOTHIO JICIIOBOTO OOIIEHHS, BKIIFOYask MUK CEKpeTaps;

- OCHOBEBI B3aI/IMOOTHOIHCHI/II\/JI YJICHOB KOJIJICKTHUBA U pyKOBOHHTCHeﬁ OpI‘aHI/I?)aL[I/II/I;

* PUMCHCHHE NEPCOHAIBHBIX KOMIIBIOTEPOB MPH paboTe B Cpeje ONMEePAIMOHHONW CHCTEMBI
Windows ;



* paboTa B OCHOBHBIX MPUIOKESHHSIX MOIMYJISIPHOTO MakeTa O(UCHBIX Mporpamm Microsoft
Office;

* pabota B cetu HTEpHET;

*  WCIOJIB30BaHUE DA3JIMYHBIX TEXHUYECKHX CPEICTB, 0€3 KOTOPBIX HEMBICIUMa padoTa
COBPEMEHHOT0 oduca.

Kypcol oduc-MeHemkepa TPOBOIATCS IPENOAABATENSIMU C  OOJBIIMM HAYYHBIM,
NeIarOrMYeCKUM U MIPAKTUYECKUM OMBITOM paboThl. B Xo1e 00ydeHus Ha Kypcax opuc-MeHemKepa
NPUMEHSIOTCSI  CaMble  IEPEOBbIE METOIAbl OOy4YeHHs. 3aHSATHS MPOXOAAT B  KIiaccax,
000py/IOBaHHBIX BCceM HeoOXomuMmbiM uis dddexTuBHOM paboTel ciymarencii. [lo okoHuaHum
oOyueHHss Ha Kypcax OQHC-MEHeKepa CIyIMaTeas M, YCICUIHO MPOIISANIUM aTTECTAIHIO,
BBIJIACTCS CBUIETENIBCTBO YCTAHOBIEHHOTO 00pasia.

KBAJIMOUKAIIUOHHAS XAPAKTEPUCTHUKA
[To oxoH4aHHUIO Kypca 00yJaromuncs
J0J15KeH YMeTh:
e OpraHuzoBarh CTPYKTYpPY (30HHpOBaHHE) oduca.
e BriOpath M OpraHu3oBarh 3aKynkKy O(UCHON TEXHUKH (KOMIIBIOTEPOB, HPUHTEPOB,
tenedoHoB, MUHU-ATC, KOMMPOBATBHBIX MAIIUH, TUKTOGOHOB H JIP.).
e Pazpabotarh u cocTaBUTh rpaduku MpoBeneHUss NPOPUITAKTHUESCKUX U TEKYIIUX PEMOHTOB
000py/s0BaHuUs, MEPUOJAUYECKUX 3aKYMOK PACXOAHBIX MaTEpHalioB, a TaKXKe MOPSA0K
YTHIM3AILMU U CIIMCAaHUsI 000PYyI0BaHMsI, BRIPAOOTABIIIETO CBOM pecypc.

e (OOecneunTh TMOATOTOBKY M OpraHu3aiuio padoTel oduca (OCYHIECTBIATh PYKOBOJICTBO
opraHmsanyei pabouumx MecT IMepcoHana o¢uca, OpPraHU30BaTh MPOBEPKY OGUCHOTO
000pyOBaHMS Ha TIPEAMET OIpPEICICHUs] TOTOBHOCTHM K OJKCIUTyaTalllH, TPOBEPSAThH
CaHUTapHBIE YCIOBUS PaOOTHI B TOMEIICHHUSIX Oduca).

e PaGotars Ha [1K.

e BecTu BXOASANIIYIO U UCXOSIILYIO JOKYMEHTALUIO.

e (CoCTaBisATh TEKCTHI ITUCEM.

e CocraBnsath U OQOPMIIATh JOKYMEHTAIMIO: TMPUKA3bl, PACHIOPSKEHUsSI, YKa3aHUs, aKThl U
MIPOTOKOJIBI.

e [lnanupoBaTh U OpraHU30BBIBATH pabouee BpeMs pykoBoauTens. [IpoBoauTh TenedoHHBIE
MIEPErOBOPBI.

e [lonb3oBaTecs Munu-ATC.

e OpraHu3oBBIBaTH U OOCTY>KHMBATh COBEIIIAHUSI, 3aCETAHUS U COOpaHUsI.

e lcnonb3oBaTh OUCHYIO OPTTEXHHUKY.

e PyKOBOAWTH MOJATOTOBKOW OTYETHOM TOKYMEHTAIIMH TSI BBIIIECTOSIIIETO KOHTPOJIS.

e OpranuzoBaTh pabodee MECTO PYKOBOJUTEIS U CEKpeTapsi.

3HATD:

e VYcTpoiicTBO oduca U IPUHIMIIBI €10 30HUPOBAHUSL.

e [IpuHuuMIBEI MOAO0PA U paCCTAHOBKH MepcoHaa opuca, IPUHIUIBI YIPaBICHUS
nepcoHaioM oguca.

MeTo1pl CTPaTernueckoro U TAaKTHYECKOTro TUIAHUPOBAHMUSL.

[IpuHIMIIBI KOHTPOJIL U METOAMKHU MPOBEACHUS] KOHTPOJIBHBIX MEPOIPUITHH.
[IpuHIMIIBI TOCTPOEHUE OPraHU3ALMOHHON CTPYKTYpHI oduca.

Cdepy aesTenbHOCTH U BHIBI OTBETCTBEHHOCTH paOOTHUKOB Ooduca.

OTHKY B3aMMOOTHOIIEHUH B paboueii rpymre.

MoTuBallMOHHBIE METO/Ibl © MOTHBALIMOHHBIE CTPATETUH.

OCHOBBI JOKYMEHTAITUOHHOTO 00ECTIeUCHHsI YIIPaBJICHUS 1 OCHOBBI JAEJIOMPOU3BOICTBA.
OCoOEeHHOCTH COCTABIICHHS, PA3HOBUAHOCTU U CTPYKTYPY TEKCTa JOKYMEHTOB.
[TpuHIMNIBI OpraHu3auy cCHadXeHus oduca.



e TpeOGoBaHus 3aKOHOJATENHCTBA K XO3HCTBEHHBIM JOrOBOPaM U MOPSI0K UX 3aKITIOYCHUSI.
e OCHOBBI OyXTajTepCKOro ydera.

o JlenoBOM STHKET.

e TexHuueckoe ocHaleHue oduca

e [IpaBuina noab30BaHUS OPTTEXHUKOM.

e [IpaBuia BHyTpEHHETO TPYLOBOIO PacoOpsaKa.

e OCHOBBI TPYJOBOI'0 3aKOHOAATENIbCTBA.

e [IpaBuna u HOPMBI OXPAHbI TPYJ1A, TEXHUKU O€30MMACHOCTH, IPOU3BOJICTBEHHOW CAHUTapUHU
U IIPOTUBOIIOKAPHOU 3aILUTBHI.

TpeodoBanus K 00menpodeccuoHAJIbHBIM 3HAHUSAIM U YMEHUSAM

Copepxanue OO0yyaromuiics, 0CBOUBLINHI POGECCHIO, T0KEH
JeSATEIILHOCTH
paboTHuKa 3HaTh yMETh

1. JlenompousBoaCTBO Kak cdepa ynpaBIeHUECKON AesT

€NbHOCTH MPEAIPHUATHS ((PUPMBI)

Tema 1.1. CoBpeMeHHbII
oduc. CryxeOHbIE
00s13aHHOCTH O(uC-

- HOJDKHOCTHYIO HHCTPYKIIUTO;

- MpaBa U 0053aHHOCTU OHC-
MEHeKepa

-OpraHu30BaTh CBOE pabouee
MECTO;

-paciulaHupoBaTh pabodee Bpems;

MEHEDKEpa. - BUJIbI COBPEMEHHBIX -KOOPJIMHUPOBATH paboTy oduca.
oprasHuzaiuii u Mmecto opuc-
MEHeJ[Kepa B HUX;
- IMYHBIE KauecTBa o(uc-
MEHEeIKepa;
- (hyHKIIMM MEHEKMEHTa
«TIJTAHUPOBAHUE) U KKKOHTPOJIbY;
Tema 1.2. - BUJIBI M KJIACCH(PUKALINIO COCTaBIISATh u opopMIIATH
JlokyMeHTarws. JIOKYMEHTOB; PEKBU3UTHI JOKYMEHTOB.
- OCHOBHBIE PEKBU3HTHI WHpopmanmoHHO-CTIpaBOYHOE
JIOKYMEHTOB U IpaBUiIa UX oOecrieyeHne MPEaNpUATHS Kak
COCTaBJIEHUS U 0(OPMIICHHUS; BaXKHEMIIEE ycioBUe ero
(YHKIIMOHUPOBAHUSL B YCIIOBHSIX
pBIHKA. JlokyMeHT, ero
olpesiefieHUue, COCTaBHBIE YacCTH.
Bunst JOKYMEHTOB B
JIEJIONPOU3BOICTBE.
Kimaccupukanuss ux mo Bugam
nesteabHOCTH mnpeanpusatus. [lo
Ha3HAYEHUIO, 110 COJICPKAHHUIO
[Ipoucxoxaenuto, HOCUTEIISIM
nHpopManuu. OcHOBHBIE
PEKBU3UTHI JOKYMEHTOB.
YHUpUKaMsS W CTaHIApTH3AIHS
KaK METOJIbl COBEPLICHCTBOBAHMS
JIOKYMEHTOB. Ennnas
l'ocynapcrBenHas Cucrema
JIeIONIPON3BOJICTBA. TpeboBaHus
K COCTaBJICHUIO M O(OPMIICHHIO
nokymenToB o 'OCT 6.38-90.
Tema - Buab1 OP/L; - cocTaBiATh U opopmiate OP/.

1.3.0pranu3zanmoHHoO-




Conepxanue OO0yuaromuiicsi, OCBOMBIINN MTPOQECCHI0, TOTKEH
NEATEIbHOCTH
paboTHHKa 3HaTh YMETh
pacnopsiiuTeIbHas -TpeOOBaHUS K COCTABJICHUIO U
noxymenTarus (OP/). 0(OPMIICHHIO TOKYMEHTAIIUH.

3HaueHue U oomas
XapaKTepUCTHKA
OpraHu3alMOHHO-
pacropsIUTEIbHON
JOKYMEHTAIUH, €€ BUJIbIL:
OpraHu3alMoHHbIE ( YCTaBHI,
HIOJIOKEHHUS, CTPYKTYpa U
HITaTHAst YUCICHHOCTb, IITaTHOE
pacrucaHue, npaBuia
BHYTPEHHETO TPYJOBOTO
pacropsiKa, 10JDKHOCTHbIE
MHCTPYKLUU PAOOTHUKOB);
pacriopsauTenbHas, ( IpUKasbl,
pacrnopsKeHus );
JOKYMEHTHPOBaHHE
JEeSITETbHOCTH KOJIETHATBHBIX
OpraHoB ( IIOCTaHOBJICHUS,
peleHus, IPOTOKOJIbI);
MH(POPMALIMOHHO-CIIPaBOYHAas (
3asBJICHHS, TINCbMA, TEJIETPaMMBI,
daxcel); noknaaHas ( ciayxkeOHbIe
3aIlUCKH, aKThl, CIIPABKH).

Tema 1.4. JlenoBas

- BUJBI JE€JI0BOU

- COCTaBJICHUEC ACJIOBBIX ITUCEM,

KOPPECTIOHICHLIUS. KOPPECIOHICHIIUH. Heo(UIIMaTBHBIX JOKYMEHTOB
Koppecnonnenuus, nousirue, (XapaKTepUCTHK, PEIOME,
CYIIHOCTE. Bujpl TI03/IPaBIICHUIA )
KOPPECTIOH/ICHIIUU Ha - peructparys BXOIAIIEH 1
npeanpustuu. [lepenucka — ogHa | UCXOASIIEH KOPPECTIOHCHIINM;
M3 OCHOBHBIX (popM - COCTaBJICHUE U [1€YaTh [PUKA30B
KOppECIIOHACHIINY, €€ Ha IIpHueM, YBOJIbHEHHS U OTIIYCK
Ha3HAYCHHE, PEKBU3UTHI, YUET U PaGOTHHKOB.
XpaHeHue. AJIMUHUCTPATUBHbIE
omanku. KoppecronaeHus
BXO/IA11Iast, UCXOIAIIAs,
BHYTPEHHSIS.
Tema 1.5. - IOPSATOK 0(OPMIICHUS - ohopMIIATH KapoBBIC
JoxymeHTHUpOBaHUE JIOKYMEHTOB TI0 TPYI0BBIM JTIOKYMEHTBI.
TPYAOBBIX OTHOILICHUAM; OO01mmas xapakTepucTHKa U
IPaBOOTHOLICHHIA. HAa3HAYCHHE JTOKYMEHTALIMU T10
TPYIOBBIM TIPABOOTHOIICHUSIM.
[Mopsimox odopmIteHUS: TPUKA30B
110 JJUYHOMY COCTaBY, TPYJAOBBIX
KHIDKEK paOOTHUKOB, TUYHBIX
JIeT1, 3asIBJIEHUN, KOHTPAKTOB.
Tema 1.6. - OpraHU3alHOHHO- - 0(OPMIISITH TOKYMEHTBI

JloxymeHTauus no

pacnopsauTCIbHBIC JOKYMCHTBI

(hMHAHCOBOTO XapakTepa.




Coneprxanue
JeSTEIbHOCTH
paboTHHKA

OO0yuaromuiicsi, OCBOMBIINN MTPOQECCHI0, TOTKEH

3HaATb

yMEThb

JICHEXKHBIM U
(buHAHCOBO-PaCYETHBIM
orepanusm.

(GbuHAHCOBOTO XapaKkTepa;

3HaueHue U oomas
XapaKTEePUCTHKA JTOKYMEHTOB I10
JICHEeXKHBIM U (PUHAHCOBO-
pacyeTHBIM OTIEePALHSIM.
CocraBienue u opopmiieHHE
OpraHU3aOHHO-
pacropsIuTeIbHBIX JOKYMEHTOB
(MHAHCOBOTO XapakTepa:
CITYy’KEOHBIX MHUCEM, aKTOB,
CIIPaBOK, JOBEPEHHOCTEN.

Tema 1.7. OcHOBBI
OyXxrajaTepckux 3HaHUN
Juist opuc- MEHEKepa

- OCHOBBI OyXyuera
- MeTOo/1bl OyXyuéra;

- MOPSJIOK MOJIy4eHUS
TOBapOMaTepUaIbHbIX
IIEHHOCTEM;

- mpaBwia  opopMIICHUS U
METOUKA MIPOBEPKHU
JIOBEPEHHOCTH;

- COCTaBJICHUE aBaHCOBBIX
OTYETOB

- 0QOpMIISITH MepPBUYHBIC
OyxraiTtepckue W (PUHAHCOBBIC
JOKyMeHTbl B mporpamme "1C:
byxranrepus.

Tema 1.8.
JlokymeHTanus 1no
KOMMEpYECKON
JIeSITebHOCTH
npeanpusTus (GUpMsl).

-IOPSIOK 0OPMIICHUS
KOMMEPYECKHX JJOTOBOPOB,
MCKOBBIX 3asIBJICHUH,

0pOpPMIIATH TOKYMEHTHI.
3Hadenue 1 o01ast
XapaKTepUCTHKA IOKYMEHTOB I10
KOMMEPUYECKOH EATEIbHOCTH
npennpusatus (pupmsr). [Topsaok
oopmIeHHs JOrOBOPOB
MIOCTABKH, IPOTOKOJIOB
pa3HOrIacuil K 10r0BOpY,
MPETEH3NOHHBIX MMHUCEM, UCKOBBIX
3asIBJICHUMN.

Tema 1.9. Pabora c
O(pUCHON TEXHUKOH.

- 0(pHCHYIO TEXHUKY;

- IONOJIHUTEIbHBIE MPOrPaMMHbIE
CpE/ICTBa;

- (pakc, aBTOOTBETUHK, TeNe(dOH;

- kcepokc; MuHU-ATC;
JTUKTO(DOH;

- ycrpoictso 1K, onepannoHnubie
CHUCTEMBI;

- Ha4vaJjo U 3aBepIIeHHE pabOThI C
OINEPALlMOHHOW CUCTEMOM
Windows 2000/Me/XP;

- paboTa ¢ KJ1aBUaTypoil u
MaHUITYJISITOPOM «MBIIIb)

- pacrieyaThlBaTh, CKAHUPOBATb,
KCEpOKOIHUPOBATh, OTIPABIATH
(haxkc.

- pabota ¢ o(pUCHOI TEXHUKOM.
TexHuka 6€30MacHOCTH.

2. Opranmsanus 1eJIONPOU3BOACTBA

Tema 2.1. DTtuka u
[ICUXOJIOTUS IEJIOBOrO
00IIIEHNS.

- [IpaBUJjia JCJIOBBIX OTHOMCHHﬁ;

- OpraHu30BaTh JI€JIOBYIO
BCTpEYY;

OTHUKET B KyJIbTYpPE AEIOBBIX
oTHoleHuH. JlenoBoe oOmieHue.
DTtuKeT neinoBoii 0ecenbl. OCHOBEI
BEJIOMCTBEHHOI0 3THKeTa. PaboTa
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Coneprxanue
JeSTEIbHOCTH
paboTHHKA

OO0yuaromuiicsi, OCBOMBIINN MTPOQECCHI0, TOTKEH

3HaATb

yMEThb

- paboTy ¢ KJIMEHTOM WU
IIOCETUTENIEM;

- IPE3EHTALHIO, TIPUEM;
- IpUeM UHOCTPAaHHBIX
HapTHEPOB.

C KJIMCHTOM WJIA IIOCETHUTEIICM.
DTHUKET ACNIOBBIX Teae()OHHBIX
IepEeroBOpoB. PeueBoii 3THKET.
[Ipe3enTtanus. JlenoBas noesaka.
[IpueM MHOCTpPaHHBIX TAPTHEPOB.

Tema 2.1. Opranuzanus
JIETIOTIPON3BO/ICTBA.

-CTPYKTYPY U (QYHKIIHH CITYKO
JIEITOTIPOU3BO/ICTBA;

- HOMEHKJIATypy JelT;

- ohopmiieHHE apXuBa Je;

- IOPSZIOK PETUCTPALIMU U
WHJICKCAIUH;

- 0pOPMIIATH PErMCTPALIIOHHYIO
JIOKYMEHTAIIUIO;

- 0OpPMIISITH JIeJIa IS ClIa9d B
apXuB.

Bectu nokymeHnTo0o60poT,
perucTpanuio 1 UHIEKCalUIo
JIOKYMEHTOB, KOHTPOJIb
UCIIOJIHEHUSI, HOMEHKJIaTypa Jell,
MOPSIIOK COCTaBJIEHUS U
odopMIICHHUS.

dopMHpOBaHUE JEI B
Jnenonpou3BonacTse. [logroroeka
JOKYMEHTOB K apXHUBHOMY
xpaHeHuto. CpoKu XpaHEeHHUSI.

Tema 2.2. Opranusanus,
TEXHOJIOTHS U
TICUXOJIOTHUS YIIPaBJICHUS
nepcoHaIoM oduca

- (hyHKIIMHM MEHEHKMEHTA
“opranuzanus’;

- BUJIBI, IOCTOMHCTBA
HEI0CTAaTKN OPTaHU3aI[OHHBIX
CTPYKTYP,

- IOCTPOEHHE OPraHU3aAMOHHON
CTPYKTYpHbI oduca;

- (GyHKIUH (OCHOBHBIE
HaTPaBJICHUS JICATEIILHOCTH)
oduc-meHemxepa;

- 30HHpOBaHUE OHuCa;

- (hyHKIIMSI MEHEKMEHTA
“ynpaBieHue”;

- 9TUKY J1€JIOBbIX
B3aMMOOTHOIIEHUH B paboueit
rpymnie

-JlenernpoBarsb NOJHOMOYHS;

Tema 2.3. PaccTtanoBka u
COIPOBOXKICHHE
nepcoHasia

- oTpeiesieHne MOTPEOHOCTH B
nepcoHaie, KaapoBoe
TUTAHUPOBAHHE;

- HITaTHOE PacHHUCaHue U Jpyrue
OpraHU3aIMOHHBIC JJOKYMEHTHI;
- pa3paboTka TpeboBaHM K
NEPCOHANY, TODKHOCTHBIC
MHCTPYKIINU;

- METOJIMKA TTOWCKA,

- 33]]a4U ¥ CIIOCOOBI ajanTarum,
OPHEHTALUH U COLMATN3AINN
COTPYAHUKOB;

- CocraBiieHHE MITaTHOTO
pacmucaHusl.

- Habop u or6op nepconana ¢
y4ETOM TUIHOCTHBIX
XapaKTCPUCTHK.

3. UndopmanmoHHbIe TEXHOJIOTUH B MPO(ecCHOHAIBLHOM 1esITeJIbHOCTH

Tema 3.1 ITonp30Barenn
[15BM

-OCHOBBI palOTHI B cpejie
Windows; -BO3MO>KHOCTH

-Co31maBaTh TEKCTOBLIE
JTOKYMEHTHI B Word.




Coneprxanue
JeSTEIbHOCTH
paboTHHKA

OO0yuaromuiicsi, OCBOMBIINN MTPOQECCHI0, TOTKEH

3HaATb

yMEThb

TEKCTOBOT'O PEAKTOPa;
KOMILJIEKCHOE HCII0Ib30BaHUE
Bo3MokHOocTell MS Word st
CO3J1aHUsI TEKCTOBBIX
JIOKYMEHTOB.

- ocHOBHI pabotsl MS Excel.
BBox u pepakTupoBaHue JaHHBIX.
- KOMIIbIOTEpHBIE ceTH Internet.

KOIMUPOBATh U NIEPEMEIIATh
(hparMeHThl JOKyMEHTa B
rpezeiax 0JIHOTO JOKYMEHTA U B
JPyroM TOKYMEHT.

BceraBnsTh B JOKYMEHT PUCYHKH,
nuarpammbl, Ta0auibsl. Co3gaBaTh
CIIUCKH B TEKCTOBBIX JOKyMEHTAaX,
MS Excel. Wcnonb3oBaTh
Bo3MoxkHocTu MS Excel mis
CO3J1aHUs1 JOKYMEHTOB.
OpranuzoBbIBaTh pabOTy 110 CETH
Internet, Mo 3JE€KTPOHHOM MOUTE.

Tema 3.2. [IpakTuka
JIOTOBOPHOM pabOThI
oduc-MeHemKepa

- IOHATHUE JIOTOBOPA, BU/IBI
JIOTOBOPOB, 3aKJIFOYAEMBIX C
ydactueM oduc-MeHemKepa;

- IOKYMEHTaJIbHOE
MOJTBEPK/ICHUE UCIIOTHEHUS
JIOTOBOPHBIX 00s13aTEIBbCTB;

- BUJIbl OTBETCTBEHHOCTH 32
HEHCIIOJIHEHHE 00513aTeNbCTB,
MIOHATHUE U BUBI CIICIIOK;

- 00s13aTenbHas MMCbMEHHas
dbopma clieNoK — 1eJib U CIIOCOOBI:
JTIOBEPEHHOCTb — HaKJIa/(Hasl,
rapaHTUIHOE NMHCHMO;

JIOTOBOP U COTJIALLICHUE;

JIOTOBOP TIOCTaBKHU M IOTOBOP
KYIUTU-TIPOJAXKH, YCIIOBUS
JIOTOBOpA,

- CI0CcOOBI PUHYIUTENBEHOTO
WCTIOJTHEHUS JIOTOBOPOB;
-TIOCIIEICTBUS
HEJICHCTBUTEIHHOCTH JOTOBOPOB;
- BUJIbl OTBETCTBEHHOCTH 32
HEWCIIOJIHEHHE 0053aTeNbCTB!
BO3MeIlleHHE ylepOa, BhIIaTa
HEYCTOMKHU, GOPMBI U
Pa3sHOBUIHOCTH HEYCTOMKH;
(dhopc-Maxkop: MOHATHE, MEXaHU3M
NefcTBUS, TOCIIEACTBUS
BO3HUKHOBEHUS )OPC-MaKOPHBIX
0OCTOSATENILCTB /TSl BCEX
KOHTPareHTOB.

= COCTaBJIATH A0roBOpa

- [leuaratb 1 0OpMIIATH
nokymeHTsl Ha [1K.

4.IIpakTnyeckoe ogopmiieHHEe JOKYMEHTOB HA KOMIIbIOTEpe, CO3JaHHue a0I0HOB

AOKYMEHTOB




YYEBHBIN IJIAH
Kypca «Oduc-menemxep»

Bcero KonunuecTBo yacos
Haumenosanue pa3neiioB U TeM 4qacoB | Teopermueckue | [IpakTuueckue
3aHSTUS 3aHATUA

Paznen 1. [esonmpousBoactBo kak cdepa
yIpaBjieHYeCcKOH /1esiTeJIbHOCTH  TNPeXNpHSTUS 118 78 40
(dpupe1)
Tema 1.1 CoBpemennbii  oduc. CryxeOHbIC 4 4
00513aHHOCTH O(HUC-MEHEeKepa.
Tema 1.2. JlokymeHTamus 8 8
Tema 1.3.  OpraHuzalvOHHO-PACIOPSAUTENbHAS
nokymenTanusi (OP/]). TpeboBanusi K COCTaBICHHUIO U 16 10 6
odpopmiienuto. 'OCT P 6.30 - 2003.
Tema 1.4. JlenioBast KOppECIOHACHIIUS. 16 10 6
Tema L.5. } JIoKkyMeHTUpOBaHUE TPYIOBBIX 16 10 6
IIPABOOTHOLIEHUH.
Tema 1.6. JlokymeHTanus 1O JEHEKHBIM U 16 10 6
(MHAHCOBO-PACUYETHBIM OIEpALIUSIM.
Tema 1.7 OcHOBBI OyXranTepcKux 3HaAHUM A oduc- 18 10 3
MeHeKepa
Tema 1.8 JlokymeHTanuss 10 KOMMEpPYECKOU 12 3 4
JeSTeNIbHOCTH NMpeAnpusTHs (pupMsl).
Tema 1.8. PaGora ¢ o¢ucHoit TexHUKOH (CKaHep, 12 3 4
MPUHTEP, KCEPOKC).
Pa3pnen 2. Opranusanus 1eJIonpou3BOACTBA 34 12 22
Tema 2.1. DTHKa U ICUXOJIOTHUS JEIOBOTO OOIICHHS. 8 4 4
Tema 2.2. Opranuzanus, TEXHOJIOTHS W TICHXOJIOTHS 12 4 3
yIpaBIeHHs MepcoHanoM oduca
Tewma 2.3. PaccTaHOBKa M COMTPOBOK/ICHUE TIEPCOHATIA 14 4 10
Paznen 3. HUHpopmanmoHHBIE TEXHOJOTHM B 30 10 20
npoeccCuOHATIBLHON AeSITeJIbHOCTH
Tewma 3.1. Ilons3oBarens [19BM 14 4 10
Tema 3.2. Ilpaktuka AOroBOpHOM paboOThl oduc- 16 6 10
MEHEeKEpa
Paznen 4. IIpakTH4eckoe opopmiieHHE
JOKYMEHTOB Ha KOMIIbIOTepe, co31aHue madaoHoB | 132 - 132
JOKYMEHTOB.
6. KBanugukanuoHHbIH 3K3aMeH 6 6
Bcero: 320 100 220
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IIporpamma
Pa3znea 1. TeopeTruueckoe o0yueHue
Tema 1.1 CoBpemennslii oduc. Cony:keOHble 0013aHHOCTH 0(HC-MeHeIKepa

Kto Ttakoii oduc-menemxep? Bpemenue B crenuanbHOCTh. OCHOBHBIC 3HAHUST W YMEHUS
HeoOxomumble  oduc-meHemkepy.  Jluunble — kadectBa — oduc-MeHemkepa.  Kareropuw.
[Tpodeccuonanbuple TpeOoBaHMA K pPA3IMYHBIM KareropusM. I[lmanupoBanue pabodero mHs.
B3aumopeiicTBie ¢ pykoOBOJACTBOM M COTPYIHUKAMU OopraHu3anui. Opranusanus JeJIOBBIX BCTped
U coBelanuil. Opranusanus npuemMa rnoceTUuTeseH.

JlomkHOCTHAs MHCTPYKIUS OQHC-MEHEIKepa, €€ OCHOBHbIE pa3/eibl: O0IIHe MOJIOKEHHUS,
KBaTM(DUKAIIMOHHBIC TPeOOBaHMS, PYHKIINH, JODKHOCTHBIE O0S3aHHOCTH, MTPaBa, OTBETCTBEHHOCTD,
B3aMMOOTHOIICHHs. PekomMeHnanuu 1o pa3pabdoTKe AODKHOCTHOM MHCTpyKUMH. HopmaTtuBHBIE
JOKYMEHTBI, COJEpIKalllieé HOPMbI BPEMEHH Ha OCHOBHBIC BUIBI PalOOT, BBIMOIHAEMBIX OQHC-
MEHEIKEPOM.

Tema 1.2. JlokyMeHTAIHA

JIOKyMeHT, ero ompeelieHHe, COCTaBHbIe 4YacTU. Buabl JOKyMEHTOB B [JEJIONPOU3BOJICTBE.
Knaccugukanuss ux mo BHIAM ACATEIBHOCTH TNPENNPHUATHS, IO HA3HAYCHHUIO, MO COJCPKAHUIO.
OCHOBHBIE PEKBU3UTHI JOKYMEHTOB. OCOOEHHOCTH COCTaBJIEHUS, PA3HOBMJHOCTU M CTPYKTypa
TEKCTa HEKOTOPHIX BUJOB JOKYMEHTOB: JOKJIaJHas 3alMCKa, [IPUKa3, MPOTOKOJ, aKT, CIyXkeOHoe
IUCbMO; OCHOBHBIE INPUHIMIBI OPraHU3alUN JOKYMEHTO000poTa B (UpMe; HOMEHKJIAaTypa Ae;
perucTpanust JOKYMEHTOB; KOHTPOJIb HCIIOJHEHHUS JOKYMEHTOB; OpraHu3alus TEKYyIEro u
apXUBHOI'O XPaHEHUS IOKyMEHTOB;

3P PEKTUBHOCTh JOKYMEHTOO00POTa; KOH(PUIECHIUAIBHOE JEI0NPOU3BOACTBO

Tema 1.3 Opranu3zannoHHO-pacopsANTEIbHAs JOKyMeHTanus1. TpedoBaHus K COCTABJIEHUIO
" ohopMIIeHHIO.

O6mue npaswia ohopmiieHus yrnpasieHdeckux J0kyMeHToB. [[OCTe1 u ET'C/l. bnanku.

OO6mue TpeboBaHUs K O(POPMIIEHUIO IOKYMEHTOB, PEKBU3HUTHI JOKYMEHTOB, OJaHKU JOKYMEHTOB;
I'OCT P 6.30-2003. Opranusanus TEKyIIET0 XpaHEHUs TOKYMEHTOB.

Homenkmarypa nen. TpeGoBanusi k QopmupoBaHuio jen, uX O(GOPMIICHHIO U XPaHEHHUIO.
[TonroroBka nen K apXuBHOMY XpaHeHMIO. CpOKM XpaHEHHUs TOKyMEHTOB. COCTaBJIEHHE OIHUCEMN.
Cnaua gen B apxuB. Pabora oduc-mMeHemxepa ¢ KOHQUACHIMAIbHBIMU JOKYMEHTaMH.
Omnpenenenue coctaBa KOH(UACHIUAIBHBIX TOKYMEHTOB, OpraHu3anus padoThl ¢ HUIMHU, UX YYeT.

Tema 1.4. JlesioBasi koppecnonaenuus. Padora odpuc-meneqkepa ¢ J0KyMeHTaAMHU

OO6mue TpeOoBaHMS K TEKCTy JOKyMeHTOB. [Ipuem u mnepBuuyHas oOpaboTKa JOKYMEHTOB.
[IpeaBapuTenbHOE PACCMOTPEHHME M PACIPEICICHHE MOCTYNUBIIMX JOKYMEHTOB. Perucrpanus
nokymeHToB. Ilepemaya jgoxkymMeHTOB Ha wucmojiHeHHE. KOHTpOJb WCTHOMHEHUS: TEKYIIUH u
npenynpeauTensueiif. CHATHE TOKyMeHTa ¢ KOHTposs. Co3ganume 0a3bl NaHHBIX O JOKYMEHTax
yapexaeHuss U HWHPOPMAIMOHHO-CIIpaBoYHast paborta. OOpaboTka © OTHpaBKa HCXOSAIINX
JIOKYMEHTOB.

Knaccudukanust nokymentoB. Buasl. CocTaBieHre TEKCTOB CIY)KEOHBIX JOKyMEHTOB. OCHOBHBIC
JIOKYMEHTHI YIpaBleHUs (MPUKa3bl, TPOTOKOJbI, aKThl, JOKJIaJHbIC 3alIUCKU, KOHTPAKTHI, MHCHhMA,
(axkchl, CripaBKu).

Tema 1.5 JlokyMeHTHpPOBaHHMe TPYAOBBIX NPABOOTHOIICHHUIT
KagpoBoe mnpousBoactBo. Ilpuka3zpl Ha mnpueM, YBOJbHEHHE, OTIYCK pPab0OTHMKAa U T.I.
Odopmiienne u BeJleHHE TPYAOBBIX KHI)KEK, JH4YHas kaprouka. llltatHoe pacnucanue; Tabenb
ydeTa pabo4ero BpEMEHH; JAOJDKHOCTHBIE MHCTPYKLMU; TPYAOBBIE TOTOBOPHI; HEO(HULIMAIbHbIE
JIOKYMEHTHI (XapaKTEpUCTHKH, PE3IOME, O3APABICHUS U T.1.).
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Tema 1.6. JlokyMeHTAIMA 110 AeHEKHBIM U (PMHAHCOBO-PACYETHBIM ONlepPallusiM
Pa3HOBHIHOCTB, = OCOOCHHOCTb  COCTABJIEHMS  PACUCTHO-IEHEXKHOM  JTOoKyMeHTauuu. E&
OTIpeNieICHHBIE PEKBU3UTHI, MECTO HX pAaclojioKeHHs, (opmar, IBET M KayecTBO Oymarwu.
OdopmiieHne JOKYMEHTOB Ha CHELUaIbHbIX OJIaHKaXx.

Tema 1.7 OcHoOBBI OyXrajaTepckux 3HaHU oguc-MeHeIKepa

VYuer Ha pupme. Opranuzanus, npeaMeT, MeToabl Oyxraiarepckoro yueta. Co3ganue Tadmnuil,
ucnonb3zoBanue MS Excel. O630p nporpammel 1C: Byxrantepus. [IpaBuna Hamoroo0610XeHUsI.
[TpaBuna opopmienue goBepeHHocTH. [lopsaaok opopmieHns HATOTOBBIX HaKIaHbIX. [Topsaok
MOJTy4YeHUs] TOBApHO-MaTepHaNbHBIX IIeHHOCTel. Hannunele miuatesxxu. CocTaBieHne aBaHCOBBIX
ot4yeToB. OopmiieHne ciy)eOHbIX KOMaHIHPOBOK.

Tema 1.8. JlokymeHTaUMs 10 KOMMeEPUYECKOI 1eITeJIbHOCTH NPeNnPUATHS

Oco0eHHOCTH COCTaBIEHUS, PA3HOBUIHOCTH M CTPYKTYpa TEKCTAa HEKOTOPBIX BHIOB JOKYMEHTOB.
OcHOBHBIC IPHUHIIUITBEI OPraHU3aluu JOKYMEHTO000poTa B pupme. HomeHkIaTypa ied.
Perucrpanus nokymeHToB. KOHTpOJIb HCIIONHEHUS TOKYMEHTOB.

Tema 1.9. Padora ¢ opucHOl TeXHHUKOH

OO61as xapakTepUCTHKA CPEACTB OPITEXHUKH, UX Ha3HaueHue. Cdepbl paclpocTpaHEeHUs
TEeXHUYECKUX cpelncTB. Kinaccudukanus cpeacts oprreXxHukd. Buibl 1 Ha3HaueHHe OTENIbHBIX
rpymi oprrexHukd. TeneoHHbIe anmapartel; uX Kiaccuukanus. Y CTpoicTBO U
9KCIUTyaTallMOHHbIE BO3MOXHOCTH TeJIe()OHHBIX alapaToB B 3aBUCUMOCTH OT BHUJA.

CpenacTBa KONMPOBAHUS U ONIEPATUBHOTO PA3MHOXKEHHUS JOKYMEHTOB. CyIITHOCTh KOIMPOBAHUS U
pa3MHOXKEHUs JOKYMeHTOB. Kcepokc: Buabl KCEPOKCOB, yCTPOUCTBO, IPUHIUI IEUCTBUS,
JIOCTOMHCTBA U HegocTaTKu. CpenicTBa CBA3H.

CpenctBa (pakcUMUIBHOM CBA3M; UX (QYHKIIMOHAIBHBIE BO3MOKHOCTH.

Ckanep. IIpuntepsl. MoOUIbHBIE HAKONTUTENHN ((IIAI-TAMSITS).

2. OpraHu3aiusi 1eJIONPoOU3BOICTBA

Tema 2.1 ITHKA M IICHXO0JIOTHS JIJIOBOI0 O0IIEHHS

Ortuka npenoBoro o6OmeHus. OCHOBBI BEIOMCTBEHHOI'O JTHKeTa. Pabora ¢ KIHMEHTOM WIH
noceruteneM. Co3gaHue ONArompuUATHOTO TMCUXOJorudeckoro knumara. CTuinu  oOIIeHUS.
®dopmanbHoe, HedopmalibHOe obmieHue. TenedoHHBIM 3TUKET. BO3MOXKHOCTH W OTpaHUYEHUS
TeneOHHOTO OOIIeHUsI. YMEHUe ciaymaTh Kak rcuxojorudyeckuil mpuem. [IpaBuna moBeneHus B
opuce. Cozmanue © TONICPKAHUE HMHDKA JCJIOBOTO YeJIOBeKa. B3amMOOTHOIICHUS
«PYKOBOJIUTENb — CEKPETaph — COCIYXHUBIBD). YMEHHE CIyIIaTh KaK TMCHUXOJIOTUYECKUN MPUEM.
[TocTaHOBKA BOIIPOCOB M TEXHUKA UX OTBETOB.

Tema 2.2. Opranusanusi, TeXHOJIOTHS U NICUXO0JIOTHS YIIPABJIEHHUS NIEPCOHAJIOM ouca

Bunbl, 10CTOMHCTBA M HEAOCTAaTKM OPraHU3aLMOHHBIX CTPYKTYp. [locTpoeHune opraHn3annoHHON
CTpYKTYypbl o¢uca. @DyHKIUM (OCHOBHBIE HANpPAaBIEHUS JEATEIbHOCTH) OduC-MEHeIKepa.
3onnpoBanue o¢uca. DyHKuMs MeHeKMeHTa ympaBienue. Hopma ympasinsemoctn. Cdepa
JESTENIbHOCTH M BUIBl OTBETCTBEHHOCTH COTPYIHUKOB oduca JlemerupoBaHue NOJTHOMOYHM H
OTBETCTBEHHOCTH.

Tema 2.3. PaccTaHOBKA U CONPOBOKIEHHE NEPCOHAJIA.

JlenoBeie cTpareruu ympamieHus ooOmeHnueM. dopmupoBaHue KomaHIbl. [lcuxoiormdeckue
acrmeKThl paboThl KOMaHJ. YUeT JIMYHOCTHBIX XapaKTEePUCTUK MPHU NOI00pE U pacCTaHOBKE KaJpOB.
[lItatHOe pacnucaHue, MOKHOCTHBIE WHCTPYKUMHW M JAPYTHE€ OPraHU3AlMOHHBIE JOKYMEHTHI.
Kontpaktasie popmbl paboThI ¢ cCOTpyIHUKaMU. VIcTonp30BaHUE AIEKTPOHHON MOYTHI (e-mail) jist
BEJICHUs [IEJI0OBOU IIEPEIUCKHU.
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Pa3nea 3. UndopManoHHbIE TEXHOJIOTHH B MPO(eCCHOHAIBLHOH AeATeJIbHOCTH

Tema 3.1 IToab3oBarenan IIIBM.

CucreMHOe M cepBUCHOE IporpamMmHoe oOecrnieueHne. KoMmmbroTepHble ceTH. YHUBEpcalbHbIE
oducHeie porpamMmel. Crenuanu3upoBaHHble oducHbie TporpaMmel. MHTEpHET B padore oduc-
MeHepkepa. CucteMsl yIpaBieHUs JOKYMEHTaMHU.

Pabora B omepanumonnoit cpene Microsoft Windows. TexctoBbiii penakrop Microsoft Office,
Microsoft Word. 3anyck u Havyaio pabotel. BBog u penaktupoBanue Tekcta. DopmMaTHpOBaHHE
tekcta. Omnepauuu ¢ Tabnumamu. OdopmieHne cTpaHull. YmpaBieHue nedatb. CepBuUc U
JIOTIOJIHUTEIbHBIE BOZMOKHOCTH.

Tabauunblii penakrop Microsoft Excel. Uro Takoe snmextponHas Tabmuia. 3HAKOMCTBO C
skpanoM Microsoft Excel. Ilanenu wunctpymenTtoB Microsoft Excel. Tlomydenuwe crnpaBouHO#
uHpopmanuu. BBon u pemaktupoBanue naHHbIX. Pabota ¢ ¢yHkumsmu u dopmynamu. Ilanenn
UHCTPYMEHTOB. J[MarpaMMsbl u rpaduku.

Ipe3entanus Microsoft Power Point . PaGota ¢ Tabnumamu u rpadukoi.

Tema 3.2. IlpakTuka 10roBopHOii padoTbl 0uc- MeHeIKepa

[TonsitTme moroBopa. Buasl MOrOBOpOB, 3aKIOYacMBIX € ydacTHeM oduc-MeHemkepa. Dopma
JIOTOBOpa Ha MpHUMEpe JAOTOBOpa KYIUIH-MPOAaxu. JJoKyMeHTaIbHOE MOATBEPKICHUE HCIIOTHEHUS
JIOTOBOPHBIX 0053aTeNILCTB. BHUABI OTBETCTBEHHOCTH 3a HEUCHOJHEHHE 00s3aTeiabcTB. CriocoObl
MPUHYAUTEIHLHOTO UCIIONHEHUS J0roBOpOB. [locnencTBust HeNECTBUTENEHOCTH JOTOBOPOB.

Pa3nean 4. [IpakTuuyeckoe opopmiieHHe JOKYMEHTOB HA KOMIIbIOTEpe, CO3AaHHNe IA0JI0HOB
JAOKYMEHTOB

Co3nanne  TEKCTOBBIX  JOKyMEeHTOB B Word. BO3MOXHOCTM  TEKCTOBOIO  peNaKkTopa.
PenaktupoBanue, coxpanenue. KonupoBanue u nepemenienue gpparmMeHTa JOKyMEHTa B Ipeesax
OJTHOTO JOKYMEHTa M B JApPYrod JOKyMEHT. BcTaBka B JOKYMEHT PUCYHKOB, JUarpamm, TaOJIHULI.
CozniaHue CHHuCKOB B TEKCTOBBIX JoKyMeHTax. KojoHku, gopmarupoBaHue perucrpoB OyKBHUIIA.
YcraHOBKa IapaMeTpoB CTPAHML], YCTAHOBKA I1apaMETPOB IeyaTH. BBIBOJ NTOKyMEHTa Ha I€4arh.
Coznanue Bcex BUAOB OJAHKOB M cOoxpaHeHue ux B ABrorekcre. dopmarupoBaHue ciayxeOHOro
nucbma.  OdopmiieHne  MHGOPMAIMOHHO-CIIPAaBOYHOM  JoKyMeHTauuu. OdopmieHue u
¢dopmatupoBaHue rapantuiiHoro nucbma. Odopmnenue u ¢opmatupoBanue Axra. IleuaTs
KOHBEpTa € a/ipecaMu OTIpaBuTels U nonyyarens. OpopmieHre OTAeIbHBIX BUIOB TOKYMEHTOB.
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Cnucok BONPOCOB:
1.Ilepedyenp, Kakoro BUa JOKYMEHTOB IPUBEAEH HIKE NPUKA3, pacClOpsUKEeHHE, YKa3aHue,
UHCTPYKLHUS
® OpraHu3alMOHHBIC TOKYMEHTHI
® pacnopsAMTEIbHBIE JOKYMEHTBI
¢ uHPOPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI
2.Ecnu 1OKyMEHT HaIpaBIsieTCcs YaCTHOMY JIMILY, Kak oopmirseTcs: pekBu3uT "Apecatr”
Bei0epute npaBuiibHBINA OTBET BapuaHTa 0hOPMIICHUS JOKYMEHTA:
e Jlupexkropy TOO "®nopa I'-ny Cunopenxo B.A.
e Jlupexropy npennpustus "®daopa" I'-ny Banosy @.I1. 392001, Haxoaxka,yi.
ITocTeimena,3,kB.20
e 690066, Bnagusocrtok yi. CoBerckas, 11, kB.55  r-xe ['yceBoii FO.A.
e r-xe ['ycesoii I0.A
3.B kakoMm Onanke HauboJIee MOHBIA EPEeYeHb PEKBU3UTOB IPEATIPHSITHS
e OJaHK U1 UCEM
e 00wmuii OaHK
4.Eciu 1OKyMEHT MOANKCHIBAETCS] HECKOJIBKUMU PAaBHBIMU 10 IOJKHOCTH JIMLIAMH, KaK CIeIyeT
pacrnoyioxuth pekBu3uT "[loanuce" Ha TOKyMeHTe

Hupexrop npennpusitus "Arat" Hupexrop npennpusitus "Mona"llognuce H.A.
[Toranos Iloanuce

C.C.T'ypos

Hupexrop npeanpusitus "Arat" [lonnuce  H.U. [TortanoB Jupexktop npeanpustus
"Nona" Iloamuce C.C. T'ypoB

5.BeiGepuTte U3 npeasioxkeHHOro Habopa MPUMEPOB, TPABUIIHLHOE MOJI0KEHUE HOMEpa CTPAHUILIBI
Ha JIOKyYMEHTax, 0(hOpMIIECHHBIX Ha IBYX U OoJjiee JucTax

e -10-
e 10

e "10"
o -X-

6.Kakue BuabI JOKYMEHTOB CBSI3aHbI C iepeAadeit nHGOpMaIliu 10 KaHajaaM CBSI3U
® OpraHM3alMOHHBIC TOKYMEHTHI
®  PACTIOPSIUTENHHBIC JOKYMEHTHI
e  uHOOPMAIMOHHO-CIIPABOYHBIC JJOKYMEHTHI
7.Kakum opraHu3aliOHHBIM IOKYMEHTAM PEriaMeHTHUPYETCS TPABOBOE MOJIOKEHHE PAOOTHUKOB
MPEePUATHS
® IITAaTHOE PAaCIHCAHHUE
® T[I0JIOKEHHE O MIepCoHale
® JIODKHOCTHASI HHCTPYKIIHS
8.Kem noamnuceIBatoTCs MpUKa3bl IO OCHOBHOM AESITENIbHOCTU MPEANPUSITHS
® TIIaBHBIM OyXTalTepoM
® TJIaBHBIM WHXEHEPOM
® JIMPEKTOPOM
9.Kakue cripaBo4HO-UH(POPMAITMOHHBIE TOKYMEHTHI COCTABIISFOTCS JJISI TIOTBEP K ICHUS
YCTaHOBJICHHBIX (PAKTOB U COOBITHIA
® TeIerpamMMbl
nuchma
TenedoHOTpaMMBbI
aKTBI
CIIPaBKHU
00BSICHUTEINIbHAS 3aIMCKa
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10.Mo>xHO 7111 0(OPMIISATH M BECTH MPHUKA3bl IO OCHOBHOM JIEATENFHOCTH U TI0 JINYHOMY
COCTaBY BMECTE, B OIHOM MNarnke (KHUTe)
®  MOXHO
® Heub3s
11.IIpuka3el 0O JUYHOMY COCTaBY
® JIOBOJATCS JI0 CBEJCHUS PAOOTHUKOB IOJT PACITUCKY
® JIOBOJATCS JI0 CBEJCHUS PAOOTHUKOB 0€3 PaCIHCKH
® HE JIOBOJSATCA 70 CBeIeHUS] paOOTHUKOB
12.3anuce B TPYHOBYIO KHMXKKY CBEIEHUW IO COBMECTUTEIBCTBY MPOU3BOJIUTCS
aJIMMHHCTpaIei
® 10 MECTY BCIIOMOTaTelIbHON pabOThI
® 10 MECTY OCHOBHOH paOOThI
13.Ha ocHOBaHMU CBUJETENHCTBA O OpaKe TOMKHO OBITh BHECEHO U3MEHEHHE (haMUITHU
pabOTHHUIIBI B TPYIOBYIO KHHKKY. Kak mpaBUiIbHO 0()OPMUTH 3TO U3MEHEHNE
® BBINIKCATh HOBYIO TPYAOBYIO KHUKKY
® JIOTIOJHUTH TPYJAOBYIO KHIKKY BKJIQIbIIIIEM
® 3aUepKHYTh B TUTYJIHHOM JIHCTE paHEe BHECEHHYIO 3alUCh U 3alICaTh HOBYIO
14.Ilepecbuika TPy10BOM KHHXKKHU IIOYTOM
® HE JIOIyCKaeTcs
® JIOITyCKAeTCs TOJILKO C COTJIACUSI CaMOro pabOTHHKA
e Jlomyckaercs 0e3 coryiacus caMmoro paboTHUKa
15.I'ne xpaHsTcs O1aHKU TPYIOBBIX KHUKEK M BKJIAJIBIIIN K HUM
® y IUPEKTOpa NPEIIPUITUS
e B OT/ENE KaJAPOB NPEAIPUITUS
e B OyXrajJTepuu MpeanpusITHs
16.KT0 3an07HA€T TNYHBIHN JINCTOK MO yYETy KaJIpOB
e caM pabOTHHK
® UHCIEKTOp MO KajJpaMm
® JIUPEKTOp NPEANPUATUS
17.Kakoit JOKyMEHT, TOMUMO MOJIMKCH CaMOI'0 MOCTYMNAIOIIETo Ha padoTy, 3aBepsieTcs JTULOM,
OTBETCTBEHHBIM 32 JOKYMEHTAI[MOHHOE 00ecTedeHre KaipoBoil 1eITeTbHOCTH
®  JIMYHBIN JHUCTOK
e aHKeTa
e aprobuorpadus
18.ITocne yBonbHEeHUs paOOTHHUKA, €70 JTUYHOE JIETI0
® BBIJIAETCS €EMY Ha PYKH
®  YHUYTOXXAETCs
e [IepelaeTcs Ha XpaHEHHE
19.Korna peructpupyroTcsi HOCTYNaroIue TOKYMEHTHI
® B JICHb IOCTYIJICHUS
® B JICHb NOJANUCAHUS
® B JICHb YTBEPKIACHUS
20.BpiGepuTe U3 TpexX NMpeUIoKEHHBIX BApUAHTOB, ONpeeTICHUE TIOHATHS JOKYMEHTO000poTa
e 95T0 QuKcaus GpakTa CO3IaHUs WIN MOCTYIUIEHUS JOKYMEHTA ITyTeM MPOCTaBIICHUS
Ha HEM HMHJIeKca C MOCIeIyIOIIeH 3anichio HEOOXOAUMBIX CBEJICHUI O TOKYMEHTE B
perucTpanoHHbIX (hopmax

o 3TO CUCTEMAaTU3UPOBAHHBIN MEpeUeHb 3ar0JI0BKOB JIEN ¢ YKa3aHHUEM CPOK UX XPaHEHUS,
0(OPMIIEHHBIX B YCTAaHOBJIEHHOM MOPSAKE.
. 3TO JIBUJKEHHE IOKYMEHTOB C MOMEHTA MX MOJYYEHUS WM CO3AaHUS 10 3aBEpPIICHUS

HCIIOJIHCHUS, OTIIPAaBKX WX CAa4u B ACII0
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21.I1o xkakoMy npu3HaKy c(hOpMHUPOBAHbI JOKYMEHTBI, €CIIH 3ar0J0BOK JI€1a UMEET CIIEAYIOIINH
Bup "llepenncka ¢ npeanpustTueM XadapoBCKOTo Kpas 10 B3auMopacyeram"
® [10 HOMUHAJIBHOMY NIPU3HAKY
10 TIPEIMETHO-BOIIPOCHOMY TPU3HAKY
110 ABTOPCKOMY MPH3HAKY
110 KOPPECTIOHICHTCKOMY MPU3HAKY
110 XPOHOJIOTUYECKOMY MPU3HAKY
® 110 reorpagpuuecKoMy MpU3HAKY
22.C Kaxkoi epruoJUYHOCTbHIO JI0JKHA IIPOBOANUTHCS IKCIEPTU3A, LIEHHOCTU JOKYMEHTOB
IIOCTOSIHHOTO U BPEMEHHOI'O XpaHEHUs
e 1 pa3 B KkBapran
e | pazBroxa
e 1 pa3BS5er
23.]lena BpeMEHHOI'O XpaHEHUs MOAJIEXKAT
® YacTUYHOMY O(hOPMIICHHUIO
® MOJHOMY O(OPMIICHHUIO
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