MMHHCTEPCTBO OBPA30OBAHMS KAJTMHUHI PAJICKOM OBJIACTU
TOCYIapCTBEHHOE OIO/KETHOE YUPEIKICHHE
Kanmuaunarpamckoi obmactu
rpodeccuonabHass 00pa3oBaTeIbHas OpraHN3aIlys
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3aBetyonmii
1o y4yebHo-MeToinuecKoi pabore

?{LLIM "H. A. UBamkuna

PaGouas mporpaMma cocTaBjieHa B COOTBETCTBHU C TPeGOBAHUSIMM KBATM(PHUKAIMOHHBIX
xapakrepucTHk 1o npopeccun (ETKC).

[Ipukaza MUHOBP P® Ne 292 ot 18 anpens 2013 r. «O6 yTBepaeHHH NMOpPsiIKa OPraHU3aHN
U ocymlecTBICHHs  00pa3oBaTebHOW  JIEATEJBHOCTH 110  OCHOBHBIM  MPOrpamMmam
npodeccHoHanTbHOTO 06yUYeHUS »;

KBamdukaunoHHOro CnpaBOYHMKa JONKHOCTEH pPYKOBOJHMTENEH, CIENHATNCTOB M JIPYTHX

CITyXKaHuX

Oprauunsauus-pa3paboTdauK: rocysapcTBeHHOE Olo/DKeTHOe yupeskaeHue KaamuuHrpaackoit
obmactu mnpodeccrHoHanbHas obGpa3zoBaTenbHas opranuzanus « TeXHOMOrHUECKHi KOJLIeKY
(I'BY KO ITOOTK)

PaspaboTunkn:
nenaroruyeckue padorauku I'6Y KO [TOOTK

PaccMoTpeHa Ha 3ace/laHiH METOAMYECKON KadeIpbl MATeMaTHYECKUX, €CTECTBEHHOHAYYHBIX
JMCIHILUIHH ¥ MHPOPMALMOHHBIX TEXHOJIOTHit

o ViesHosa O.M.

COTI'JTACOBAHO:
paboToaarens
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INOACHUTEJIBHAA 3AIIMCKA

[Iporpamma mpenHa3HayeHa Juis Tpo(ecCHOHANBHON MOATOTOBKA TIO Tporpamme
«JlokyMeHTaImoHHOE 00ECTICYCHHE YITPABICHUS U ApXHUBOBEICHHECY.

[IporpamMma BKIIOYaeT: KBATH(DHUKAIIMOHHAS XapaKTEePHCTHKA, y4eOHBIA TIaH, pabodwre
TEeMAaTHYECKHE IUIaHBI M TPOrPaMMBbl MPEAMETOB CIICIHAIBHOIO Kypca W IPOU3BOACTBEHHOTO
o0OydeHUs JJis TOATOTOBKH HOBBIX pa0OYUX.

[TpomomkuTeNnbHOCT 00YYCHHS HOBBIX PaOOYMX YCTAaHOBJIEHA 2 MecsIIIa.

KBanmdukarponHnass xapakTepUCTHKAa COCTaBJIC€HA B COOTBETCTBHUH C JIOMOJHEHUSMHU B
Tapu(HO-KBATH(PUKAIIMOHHBIE XapaKTEPUCTUKH IO OOIICOTpaciIeBbIM MpodeccusiM padouux, yT-
BEpKJIeHHBIMU TTocTaHoBIIeHMEM Muntpyna P® ot 10.11.92. Ne31 .

C uenpi0 OBIAACHHWS YKa3aHHBIM BHUIOM MPO(HECCHOHATBLHOW O0YyJarOIUNCS B X0/
OCBOCHHMS TIPOTPAMMBI JTOJDKEH:
HMETh MPAKTHYECKUH OMbIT:
OpraHu3alyy JOKYMEHTAIIHOHHOTO O0OeCTieueHus ypaBieHus U (PyHKIHOHUPOBAHUS OpraHU3alun
yMeTh:
* IPUMEHATh HOPMATUBHBIE AKThI B YIIPABICHUYECKON AESITETbHOCTH,
* IOJITOTABJIUBATH MPOEKTHI YIIPABICHYECKUX PEIICHUM,
* COCTaBIIATh, OPOPMIIATH PACTIOPSIAUTENBHYIO JOKYMEHTAIUIO;
* COCTaBJIATh, OPOPMIIATH HHDOPMAIIMOHHO-CITPABOYHYIO JOKYMEHTAIIHIO;
* COCTaBIIATh, OPOPMIIATH KaJIPOBYIO JOKYMEHTAIHUIO;
*» 00pabaTheIBaTh MOCTYNAIONINE U OTHPABIISIEMbIC JOKYMEHTBI, CHCTEMaTHU3UPOBATh UX, COCTABIISTH
HOMEHKJIATYpY Jied 1 GopMHUpOBaTh TOKYMEHTHI B JiefIa,
* OCYHICCTBJISITH TOATOTOBKY W TIPOBEICHHE COBEIIAHUM, JIEJIOBBIX BCTpEY, MNPHUEMOB U
MpEe3EHTAaLNH,
* OCYIIECTBISITh TOJTOTOBKY JIEJMOBBIX TIO€3JI0K PYKOBOAMUTENS € JPYTUX COTPYJAHHKOB
OpraHH3aIi;
* TOTOBUTH U TIPOBOJUTH COBEIIAHMS, IETTOBBIC BCTPEUU, TPUEMBI, IPE3CHTAIIIH.
* HCIIOJIB30BaTh TPYAOBOE 3aKOHO1aTeNbcTBO PD B mpodeccroHnanbHON AeSITETbHOCTH,
* pa3pabaThIBaTh JIOKAJIbHBIE HOPMATUBHBIEC aKThI
* OCYUIECTBIIATH MPUEM Ha pabOoTy, MepeBO Ha APYTYIO pabOTy U YBOJIbHEHHE PAOOTHHUKOB,
* 0ohopMIIATE OTITyCKa, KOMaHAMPOBKH paOOTHUKOB OpPraHU3aIUH;
* BECTH YYET KaJpOB;
* OPTaHU30BBIBAThH BEJICHNE U XPAaHEHHUE TPYIOBBIX KHUKEK ,
* 0(OpMJISITH ¥ BECTU JIMYHBIC JIeNIa;
* OPraHU30BBIBAThH TEKYIIEE XPaHEHUE JOKYMECHTAIINH,
* MpoeCCUOHANTBHO OCYIIECTBIATH HA0Op TEKCTOB HA MEPCOHATHFHOM KOMITBIOTEPE,
* 0hOpMIIATH JOKYMEHTHI Ha IEPCOHATTLHOM KOMITBIOTEPE;
* HCMOJB30BaTh TEXHOJOTHUU cOOpa, pa3MeIIeHHs, XpPaHCHHs, HAKOIUICHHS, MPEoOpa3oBaHUS H
nepeaadn JaHHBIX B MPOoGeCCHOHATBHO OPUEHTUPOBAHHBIX HH(GOPMAIIMOHHBIX CHCTEMAX;
* paboTaTh C COBPEMEHHBIMH TEKCTOBBIMH PEIaKTOPaMU MpU 0POPMIICHUN JOKYMEHTOB;
* paboTaTh C TaOIMYHBIMH TIPOIIECCOPAMHU, CHCTEMAaMH YIIpaBjicHUs Oa3aMu MaHHBIX MpU
odopMmIIeHNH, yIeTe TOKYMEHTOB, OCYIIIECTBICHUH PACUETOB,
* pabotarh ¢ IHTepHET-pecypcaMu MpHU TOUCKE U TIEPECHIIKE JOKYMEHTAIUH,
* CO3JaBaTh INPE3CHTALMOHHbIE MaTepHalbl C MOMOUIBI0 CHEHUATBHOTO MPOTPAMMHOIO
obecrnieueHUS
* paboTaTh C INMEKTPOHHBIMU JOKYMEHTAMH,
3HATh:
* HOPMATHBHEIE MPABOBBIC AKTHI B 00JIACTH OPTaHU3AIMH YIIPABICHUECKOHN IeATeIhHOCTH,
* COCTaB YIPABJICHYECKUX JIOKYMEHTOB, UX KJIacCCU(PHUKAIIHIO;



* (hOpMBI perucTpanuu JOKyMEHTOB,

* [IpaBUJIa OpPraHU3alnu JT0KyMEHTO000pOoTa;

* mpaBuiia paboThl ¢ KOHPHUIESHIMATHHON HH(OpMAITHEH;

* Ha3HA4YE€HUE HOMEHKJIATYpbI JIeJT;

* OCHOBHBIC TPaBWJIa XPAHEHUS U 3aIUTHI CIyKeOHOW HHpOpMAaLIUH.
* [IpaBoBO€ peryanpoBaHue TPYIOBBIX OTHOILIECHHH

* Texnuky 6e3omnacHoctu rpu padore ¢ [1K,

» O01Me HOPMBI U IpaBUJIA KYJIbTYPbI IOBEIEHUS;

* [IpaBuna BegeHHs CIIy)K€OHBIX TeIe()OHHBIX IIEPETOBOPOB;

* OCHOBHBIE PEJAKTOPBI, HEOOXOAUMBIE Il COCTaBIEHUs, O()OopMIIeHHs U yuéTa TOKyMEHTAallun
* [IpaBuna pabotsl B riiodanbHO# cetn MHTEpHET

B nporecce 00yuenust oco0oe BHUMaHUE 00paIlieHO Ha He00X0AUMOCTh IPOUYHOIO0 YCBOECHUS
Y BBITIOJTHEHUS BCEX TPeOOBaHWN M MpaBWJI OE30MaCHOCTH TpyJa. B 3TUX mensx mpernogaBaTellb
TEOPETUYECKOT0 U MacTep MPOU3BOJCTBEHHOIO0 OOyUEHUs, IOMUMO H3yYeHHs OOIIUX MpaBUJI IO
0€30MacHOCTH TpyJa, MPEIyCMOTPEHHBIX IPOrpaMMaMH TEOPETUYECKOTO M IMPAKTHYECKOTO
o0y4yeHHUs, NPU U3YYEHUH KaKAOH TeMbl WM IPU Iepexoje K HOBOMY BUIY paboT B Iporecce
MPAKTUYECKOTO OOYYeHUs 3HAYMTEIbHOE BHUMAHHME YAESEeT NpaBwiaM O€30MacHOCTH TPyAa,
KOTOpbI€ HEOOXOMMO COOIIOAATh B KAXK/IOM KOHKPETHOM ClTy4ae.

K xonily o0y4ueHHs KaXIblii 00YJaIOUIHIACS TOJDKEH YMETh CAaMOCTOSITENIEHO BBIMTOJIHATH BCE
paloThl, MpeNyCMOTPEHHbIE KBATU(PUKAIIMOHHON XapaKTepUCTUKON 1 HOPMaMH, YCTaHOBJICHHBIMU
Ha MPEANPHUITHH.

K camocTosTensHOMY BBINOJIHEHUIO PabOT oOydarouiyecs AOMYCKAIOTCS TOJIBKO IOCHE
clla4yd 3a4yeTa 1o 0e30MacHOCTH TPY/a.

[Ipu ycrnemHoit cnaue 3K3aMeHOB, 00Y4arOIUMCSI BBIAAETCS] CBUIETENBCTBO YCTAHOBICHHOTO
oOpasria.



YUEBHBIN ILUIAH
«TOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI U APXUBOBEJEHUE»

Ne HanmenoBanue Bcero
n/m JUCUHUTIIINH 4acoB
1 | TexuHmka 06€301MaCHOCTH B OpraHU3amus pabodero Mecra 6
2 IlpodeccronanbHas 3THKA U AETOBOE OOIICHHE 6
3 Opranuzanus pabodyero Mecta u Tpyza ceKperapsi 6
4  JIOKyMEHTAIlMOHHOE 00ECTICUCHHUE YIIPaBICHUS 116
5 OpraHuzaius ceKpeTapckoro o0cmyKuBaHus 38
6  KaapoBoe nenornpon3BoCTBO 66
7 KoMIbroTepHOE Je10NpPOU3BOICTBO 76
8  KBanmnukanmoHHBINA IK3aMeH 6
HUroro: 320




3 TEMATHYECKHMN IJIAH M COAEPKAHUE YYEBHBIX JUCIHUILIAH

ceKpeTaps

HanmenoBanue qucuumima Ne Copepxanre yaeOHOTO MaTepuana, 1abopaTopHble padOThHI M MPAKTUICCKUE O6bem YpoBeHb
1/T1 B 3aHATHS, CAMOCTOATENIbHAS paboTa 00yJaronuxcs, KypcoBasi padoT (ITPOEKT) 4acoB OCBOCHHUS
M
1 3 4 5
1. Texnuka 0€30MaACHOCTH U Conep:xanue 6
opranu3anus paéouero Mmecra TeopeTnuecKue 3aHITHSI 5
1. |Texuuka Ge30macHOCTH Ha paboueM MecTe 2
2. |Opranuzanus pabodero mecra 2
3. |I'uMHacTuKa AJid MaJlblEB, YIPAXKHEHUS IS TJ1a3 1
IMpakTnyeckue 3aHsATHS 1
1. |BblnonHenue ynpakHeHUN )il MAJbLEB, IJ1a3, CIIUHBI 1 1
CamocrosiTeibHast pa6oTa 6
1. |HoaroroBka aoknana «/3 UCTOPUHU ONUIIYIIEH MALLIUHBD
2. |loaroroBka moxmanga «Crienuann3aniy IpoQeccur CeKpeTaph»
3. |[oaroroBka coobuienus o Teme: COBpEMEHHBIE CPEICTBA COCTABICHUS
TEKCTOBBIX TOKYMEHTOB
2.I1podeccuonanbHast ITHKA Copep:xanue 6
H J1eJI0BOE o0IeHHe Teopernyeckue 3aHATHS 6
1. [Dcrernueckas u sTHUECKas KyJIbTypa 2
2. |Tlcuxonorus obmeHus 2
3. |Kynbrypa obuienuns B mpodeccuoHaIbHOM chepe 2
CamocTosiTesibHast padoTa 4
1. |Tloaroroska nokiana «KynasTypa TeneoHHOro pa3roBopay 2
2. |IToxroroska noxnaga «MIMuK 4eI0BEKa» 2
3. Opranuszanusi padouero Copaeprxanue y4eOHOro MaTepuasa 6
MecTa M TpyJaa ceKperaps Teoperuveckue 3aHATHS 4
1. |O6opynoBanue paboyero Mecra cekperapsi, IpUeMHOU, PyKOBOIUTEIIS. 2 1
2. |OcHOBHBIE 3pPrOHOMHYECKHE HOPMBI U TpeOOBaHUS 10 OpraHU3aIK pabodyero Mecra 2 1




[MpakTnyeckue 3aHATHS

Odopmienue TBopueckor paboThI «IproauzaitH pabovyero MecTa

CamocrosiTesbHast padoTa

TpeboBanus k APM . [Ipe3enTanus

NN N

4.]lokyMeHTAMOHHOE
odecreyeHue ynpaBJieHHsI

116

Tewma 4.1. Opranuzanus
CITYXKOBI
JOKYMEHTAIMOHHOTO
o0ecrieueHHs yIpaBJICHUS

Conep:xanue

TeopeTuveckue 3aHATHUS

Ponw JOKYMCHTAIITMUOHHOI'O obecrneyeHus YIPaBJICHHS B COBpCMeHHOﬁ OpraHnu3anuu

Opranuzanus ynpasjieHusi HHQOPMAIIMOHHBIMU PECypcaMu

COBpeMeHHBIe OpraHnu3alMOHHLBIC (1)0pr1 CJ'Iy>K6LI JACJIOIIPONU3BOACTBA

ranl e Il b

Opranuzanus 1 000pyioBaHUE padOYUX MECT CIEMATUCTOB ciyx0b1 JJOY

HpaKTuquKne 3aHATHSA

Cocrasnenue ctpyktypsl JJOVY B opranusanusix pa3inyHbIX YPOBHEH yIpaBICHU

[\

DN [ —

CocraBiienue cxeMbl kabuHeta ciryx0s1 JIOY

CamocrosiTesibHasA padora

3nakomcTBO ¢ @3 ot 27 muroist 2006 Ne 149-D3 «O06 undpopmanumy,
UH()OPMAIIMOHHBIX TEXHOJIOTHUSIX U 3aLIUTE HHPOPMAIHN)

N =] =N = ===

3amonaeHne Tadbmui o Teme «OCHOBHBIE MpaBUiIa OPraHU3aluy Pabodero MecTa
crenuanucToB ciayx0el IOY»

\9)

3nakomcTBO ¢ ['ocynapctBennon Cuctemoit JJokymenTarmonnoro Ooecrneuenus
Yupasnenus. OCHOBHBIMH MOJ0XKeHUIMHE OOME TpeOOBaHUSIMHU K JOKYMEHTaM H
cIry’)k0aM JJOKYMEHTAITMOHHOTO 00eCTIeueHHS

VYcenoBus Tpyna noapasnenenuit ¢y osl JIOY. Koncrekr.

Tewma 4.2. Opranuzanus
JIOKyMEHTO00O0poTa

Conep:xanue

Teopernyeckue 3aHATHS

OO611me mpaBuia OpraHu3aluy JT0KyMEHT0000poTa.

BXOILHIJ_II/IG, HUCXOAAIINE, BHYTPCHHUC NTOKYMCHTEIL

O0BemM TOKyMEHTOOO0pOoTa

IMpakTnyeckue 3aHATHS

CocTaBiieHHE CXeM JABVDKCHUA BHYTPCHHHX, BXOOAIINX, HCXOJAINX JOKYMCHTOB

DO e | [ [ = [ QO] IS DD




CamocrosiTesibHast padora

®opMbl OpraHn3aLuy 1eI0NPOU3BOACTBA (LIEHTPAIU30BAHHA,
JELEHTpaI30BaHHas1, cMellanHas) Koncnekr

[\

CocraBieHHE CXEMBI pa6OTI>I C JOKYMCHTaMU

Tema 4.3. Opranuzanus
paboThl ¢ JOKYMEHTaMH,
perucTpanus.

Conep:kanue

Teopeaneche 3aHATHSA

PCFI/ICTpaL[I/ISI 1 MHACKCAWs JOKYMCHTOB

Kaprounas ¢opma perucrpanuu

KypnansHas popma perucrpanuu

HpaKTuquRne 3aHATHSA

Odopmnenue, 3anoaHeHne PerucTpaimoHHO-KOHTPOJIBLHOM KapThl

DN | =—

Odopmienue, 3anoIHEHUE KYPHAIOB PETUCTPAIIUN

CamocrosiTesibHas padoTa

Bunpl perucrpanmonnsix popm KoHcmekT.

ABTOMAaTU3MPOBAaHHBIE HH()OPMAITHOHHO-TIOMCKOBBIE CUCTEMbI KOHCTIEKT.

Tema 4.4. Yaudukanus u
CTaHIapTH3AIHS
JIOKyMEHTOB

Conep:xkanue

TeopeTqucKue 3aHATUA

CocraB ynpaBJIeHYECKUX TOKYMEHTOB

Knaccudukanus 10KyMeHTOB

VHudukauus v cTanaapTU3anus

Sl el Il o

['ocymapcTBeHHBIE CTaHIAPTHI IO ACIONPOU3BOJACTBY U APXUBHOMY JETY

p— | | p— | —

HpaKTuquKue 3aHATHUSA

p—

Odopmnenne cxemsl KilacCUPUKALUN JOKYMEHTOB

N

Conocrapnenue HazBanuii 'OCToB u cTaHIapTOB C COAEpKAaHUEM

(98]

Knaccugukarus 10KkyMeHTOB

| = = W] = == = BT NN R = =N == =W DN

CamocrosiTeibHast pabora

—
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Pa6ora ¢ 'OCT P 6.30-2003

Pa6ota ¢ 'OCT P 6 30-2003

Pa6ota ¢ I'OCT P 7.0.8-2013

nal el Lol Ran

Pabota ¢ O0iepoccuiickum KJ1acCu(pUKaTOpPOM yIpaBIEHYECKOH TOKyMEHTAlUN
OK 011-93 (OKVY )

NN D




Pa6ota ¢ O0mepoccuiickuM Ki1acCu(PuKaTopoM yIpaBIeHUIECKOW TOKYMEHTAIIUN
OK 011-93 (OKY )

Tema 4.5. IIpaBuia
0 OpMIICHUS PEKBU3UTOB
JIOKYMEHTOB

Conep:kanue

Teopeaneche 3aHATHSA

CocTtaB peKBH3UTOB JOKyMEHTOB . TpeboBanust K 0(OPMIICHHIO M Pa3MENICHHIO

[TpaBuiia opopmIiIeHHS PEKBU3UTOB 3ar0JIOBOYHOM YacTH JOKYMEHTOB

[TpaBwiia opopmIIeHUS PEKBU3UTOB OCHOBHOW YacCTH JOKYMEHTOB

[TpaBuna opopmieHHS pEKBU3UTOB yIOCTOBEPEHHS JJOKYMEHTOB

bt ad Bad R o

[TpaBuiia opopMIICHHS OTMETOK Ha JJOKYMEHTaxX (O MOCTYIJICHUH, O KOHTPOJIE,
pe3otonys, 00 UCIIOIHEHUH, O HAPABJICHUH B JIEJIO0)

— == ==

bt |t | | |

o

Bnank, BunI OJIAHKOB.

~

IOpuanueckast cuna 1oKyMeHTa

HpaKaneCKne 3aHATHUSA

OdopMieHre cCXeMbI PACIIOIOKCHHSI PEKBU3UTOB HA YTIIOBOM U IIPOIOIHLHOM
OJIaHKe

— |\ =] —

OdopmieHre peKBU3UTOB 3aroJIOBOYHON U OCHOBHOM YacTH

O(I)OPMHGHI/IG PECKBU3UTOB YAOCTOBCPCHUA TOKYMCHTOB

O(I)OPMHGHI/IG OTMCTOK Ha NOKYMCHTAaX

bl ol I

OdopmieHne pEeKBU3UTOB B COOTBETCTBHH C MPEIIONKEHHBIMU
MpopeCCUOHATBHBIMUA CUTYAIUSIMU

—

2-3

OdopmiieHne 6J1aHKOB KOHKPETHBIX MPEANPHUITUI

2-3

CamocrosTeabHas pa60Ta

Pab6ora ¢ 'OCT P 6.30-2003

Odopmnenne 61aHKa KOHKPETHOM opraHu3aluu

Tema 4.6 OpranuzanoHHbIE
JOKYMEHTBI

Conepxanue

Teopernyeckue 3aHATHH

BI/II[I)I M 3HAYCHHUC OPraHnU3allMOHHBIX JOKYMCHTOB

VYcras OpraHu3aluu, MoJIOKCHUC O MOoApa3aACIICHUNU

Horosop

JIOJDKHOCTHAS! MHCTPYKIUS

N BRI

IlITaTHOE pacnucaHue, NpaBuiIa BHYTPEHHETO TPYAOBOIO pacropsika

e i el e e L A N S RS
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IIpakTuyeckue 3aHATHS

CocraBieHne u O(bOpM.]'IeHI/Ie MMOTATHOI'O paCIiIMCaHusg

Odopmiienue TpyI0BOro J0roBopa

OdopmieHne TOKHOCTHON HHCTpYKIHHK crieruanucra JJOY

CamocTrosiTeqbHasi padora

PaboTa ¢ 10/KHOCTHON MHCTPYKIMEH CeKpeTaps

BI/I,[[BI JO0roBOPOB, XapaKTCPUCTHUKA Koncrmexr.

PaboTa ¢ 10/KHOCTHON MHCTPYKIMEH crieruanucta ciayxonl JJOY

NN = =] —]|W

Tema 4.7
PacnopsiaurenpHbie
JTIOKYMEHTBI

Conep:xkanue

[y
-

Teopernyeckue 3aHATHS

BI/II[I)I 1 3HAYCHHUC PACTIOPAAUTCIBHBIX TOKYMCHTOB

[Ipuxas. [IpaBuiia opopmiieHns npukasa

[IpaBumna opopmiieHHs BEITIUCKH U3 TIPUKa3a

Pacniopsxenue. [IpaBuna odopmienus pacopsiKeHUs

VYkazanue. [IpaBuna opopmienus ykazanus

S Rl ol el Kol o

Pemenue. [IpaBuna opopmienus pemieHus

b | e | o | | |

IlpakTH4yeckue 3aHATUSA

O(i)OpMJ'IeHI/Ie MMpOCTOro0 " CJIOXHOI'O IIpHKasza II0 OCHOBHOM JACATCIIbHOCTH

OdopmieHne pacopsHKEHUS

Odopmnenne ykazaHus

Odopmenue pemieHus

bl Bl ad Ll e

Odopmiierne pactiopsANTEIBHON TOKYMEHTAIIUH TI0 MPE/I0KEHHBIM
npoeccHOHATBHBIM CUTYaIUSIM

— === =] === =] ==
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CamocrosiTesibHas paboTa

p—

Pab6ora ¢ I'OCT P 6 30-2003

O(I)OpMJ'ICHI/Ie BBITITMCOK U3 IPHUKA30B

CocraBneHue Ta6J'II/II_IBI «COCTaB PCKBU3BUTOB PACTIOPAANUTCIBHBIX JOKYMCHTOB»

\R B \S NI\ o)

Tema 4.8
NudpopmanmoHHo-
CIIPABOYHBIE TOKYMEHTHI

Conepxanue

[
9]

Teopernyeckue 3aHATHS

Buns! 1 3HaueHue I/IH(I)OpMaI_II/IOHHO-CHpaBOLIHBIX JOKYMCHTOB

Axr. [IpaBuna opopmiieHus akTa

—_— | q

10




[Tpotokon .IlpaBuna ohopmieHuss IpOTOKOIA

Cnpaska. [IpaBuna ohopmieHus Ciry)keOHOW U JTUIHON CITPaBKH

Teneponorpamma Ilpauna opopmineHus TenepoHOrpaMMbl

HI/ICBMO, BUBI ITUCEM. HpaBI/IHa COCTaBJICHHUA U O(l)OpMJ'ICHI/IH n1ucemMm

el Bl ol

CayxeOHast 3anucka, Buibl. [IpaBuna opopmienus

[UNN VG VN U —Y

IIpakTuyeckue 3aHATHS

Odopmienne akrta

Odopmienue npoTokoa

Odopmiienne ciry>xeOHOH CrIpaBKU

Odopmiienne TenedhoHOrpaMMbI

OdopmieHne MuchMa-3asBKH ,[IACHMa - OTBETA

OdopmieHre rapaHTHHHOTO MHChMa

OdopMmieHre peKIaMHOTO TUChMa

Sl Pl Al Pl el B e

Odopmrenue ciayxeOHON 3aUCKU

W W[W]|W]|W[W|W|W

CamocrosiTesibHas padora

CocraBneHue TaOIHUIBI «COCTAB PEKBU3UTOB MH(OPMALIMOHHO CIIPABOYHBIX
JIOKYMEHTOB

[N I I e e e e e N N I -l e Y Y

OdopmiieHre BBIMMCOK U3 MPOTOKOJIA

Tema 4.9 JlokyMeHTBI
JUYHOTO XapaKkTepa

Conepxanue

Teopeanecmle 3aHATHUSA

BI/II[I)I 1 3HAYCHHUEC JOKYMCHTOB JIMYHOI'O XapaKTepa

3asBieHue, paBuiIa opopMiIeHUs

Pacnucka, npaBuia opopmIIeHHS

JloBEepEeHHOCTB, MpaBuiia 0(hOPMIICHUS

il Bad Il o

PesmMe, IpaBHJIa O(I)OpMJ'ICHI/ISI, COCTaBJICHHUA TCKCTa

bt | et | e | |

IIpakTHYecKne 3aHATHSA

[

CocraBnenue, opopmieHue pesrome

W

Cocrasnenue, opopMIIeHUE 3asIBJICHUS, PACTIUCKU

w

CocraBnenue, opopmiieHnE T0BEPEHHOCTH

CamocrosiTesibHas padora

CocraBnenue TaOIMIBI «COCTaB PEKBU3UTOB BUAOB JOKYMEHTOB JINYHOTO
XapakTepay

N N == = | = === —=n|CO|DD
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Tewma 4.10 Opranuzanus Conepxanue S
JIEJIONIPOU3BO/ICTBA I10 Teopernueckue 3aHATHA 3
00OpaleHusaM rpax/an 1. |OOpamenus rpaxnaH, BUABI (IPEIJIOKEHUE, 3asBICHUE, )Kan00a, X0IaTalCTBO, 1 1
TICTULINS)
2. |Texnonorus paboThl ¢ OOpaLICHUSIMH TPaKIaH, PETUCTPALIHS 1
3. |KoHTtposb ucnoaHeHus: oOparieHui rpaxiaaH 1
IIpakTHYeckune 3aHATHSA 2
1. |Ananm3 Buaeo pparMeHTOB 0OpaIieHus TpaXKaaH 1 2
2. |Odopmienre yaeTHbIX (GOpPM perucTpany oopanieHuil rpakaaH 1 3
CamocrosiTesibHast pabora 4
1. |IIpaBuna oopmiienus yuéra nuuHbIx obpanienuil rpaxaad KoHcnekr. 2
2. |3amonHeHHe HOPMBI KapTOUKH Jist peructparmu xainod (OKY /I (kox 0229140) 2
Tema 4.11 Pabora ¢ Conep:xanue 8
AOKYMCHTaMH, TeopeTnyeckue 3aHATHS 4
coacpxaliMu 1. |IlonsiTue 0 KOH(PHUICHIMATHHOM JICIIOTIPOU3BOJICTBE 1 1
KOH(UCHIMATbHYIO 2.  |Kommepueckas TaiiHa 1 1
HH(popMaIuo 3. |CocraB kKOH(pHIEHITUATBHON HHPOPMAITIH 1 1
4. |OcHOBHBIE Cpe/CTBA 3AUTHI KOH(PHICHIMATBHON HHpOpMaITUH 1 1
[pakTuyeckue 3aHATHA 4
CocraBieHue 0053aTesIbCTBA 0 Hepas3rIallleHM KOMMEPUeCKOi TaltHbI 1 2
3anonHeHue JKypHala perucTpanuuu JOKYMEHTOB C rpudom 1 3
«Kon¢puaeHunaibsHo»
3. |CocraBiieHH€ MaMSITKHU 10 paboTe ¢ TOKYMEHTaMH, COJIePKAITIMHI 1 2
KOH(pHIEHIIMATbHYI0 HH()OpMAIIIO
4. | doxkyMeHTHUpOBaHUE KOHPUACHIIMAIbHONW NH(OpMauu 1
CamocrosiTesibHast padora 4
1. |Yuer koHOUAECHIMATBHBIX JOKYMEHTOB COCTaBlIeHHUE MJIaHa PAOOTHI. 2
2. |HopMaTHBHBIH aKT ,perjiaMeHTUPYIOIIUN paboTy C JTOKYMEHTaMHU OIpPaHUYEHHOTO 2
JocTyna. 3HaKOMCTBO C JIOKYMEHTOM.
Tema 4.12 KoHTpois Conep:xanue 4
HCIIOJIHCHUA TOKYMCHTOB Teopernyeckue 3anaTHsA 2
1. |Opranuzanus KOHTPOJIS 3a UCIIOJIHEHUEM JTOKYMEHTOB 1 1

12




BI/II[BI KOHTPOJIA UCIIOJTHEHUA TOKYMCHTOB

[MpakTnyeckue 3aHATHS

OpFaHI/ISaHI/IH KOHTPOJIA UCIIOJTHCHHUS JOKYMCHTOB

[TocTraHOBKa HAa KOHTPOJIb, CHSITHE C KOHTPOJIS

CamocrosiTesibHast pabora

MGTOILBI KOHTPOJIA UCIIOJIHCHU A TOKYMCHTOB B YCIIOBUAX aBTOMaTI/ISI/IPOBaHHOf’I u

TPAAUITMOHHON TEXHOJIOTHH 00pabOTKH TOKyMEHTOB KOHCIIEKT.

N R =] =N =

Kareropuu 10KyMeHTOB, MOANIKAIHMX KOHTPO0 CocTaBieHne TaOIHIIb.

Tema 4.13
dopmMupoBaHUe JeI

Conep:kanue

Teopeaneche 3aHATHSA

Jeno, popma BHYTpEeHHEW OMKCH JOKYMEHTOB Jieja

TpeboBanus Kk HOPMUPOBAHHIO JCIT

[TpaBuna opopmienus aen

nal Bl Il e

d)opMa JINCTA-3aBCPUTCIIA 1CJIa

bt | e | | p—

IIpakTHyecKkue 3aHATHS

Odopmnenne 06JI0KKH ena

CI/ICTeMaTI/I3aHI/I${ JAOKYMCHTOB BHYTPU ACII

Odopminenue, 3anoIHeHNe BHYTPEHHEH OMKCH Aena

CamocrosiTesibHas padoTa

CocraBnenue namMsaTku (GOpMUPOBaHUS U OPOPMIICHHUS Jena

Tema 4.14 CocrtaBienue u
HCIIOJIIb30BaHUE
HOMEHKJIATyphI el

Conep:xanue

TeopeTuquKue 3aHATHSA

IlonsTre 1 Ha3HAYCHHUE HOMCHKIJIATYpPhI OCJI

Bungsr HOMCHKIJIATYPhI OCIT

ITpaBuna opopmiieHHsI HOMEHKIIATYphI el

IIpakTH4eckne 3aHATHA

Odopmiienue, 3anonHeHre GopMbl HOMEHKIATYPHI 1€l

Odopmnenne GopmMbl UTOTOBOW 3aNIMCH HOMEHKIIATYPHBI [

CamocrosiTesibHas padora

OcobeHHoCcTH pa3pabOTKM HOMEHKJIATYPHI Jiell CTPYKTYPHOTO MOpa3/IeIeHusl.
CocrasieHue miaHa.

N ¥ =N === W[N] === W= === ]2 DN
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PaccmoTpenne HOMEHKIATYphl Jesl KOHKPETHOTO MPeIpUsITH

Tema 4.15 OnepatuBHOE
XpaHeHUEe TOKYMEHTOB

Conep:kanue

Teopeaneche 3aHATHSA

IlousTue JOKYMCHTAJIbHOI'O U apXUBHOT'O (bOHI[OB OpraHnu3anmnunu

TpeGoBanus K ONEPaTUBHOMY XPAHEHHUIO TOKYMEHTOB

MeTOI[BI XpaHCHHUA U OpraHu3anuy JOCTyIa K JOKYMCHTaM

[MpakTnyeckue 3aHATHS

CocraBieHHE CXEMBI BCAOMCTBCHHOI'O apXHBa

Odopmienne GopmMbl KAPTOUKH yueTa HOCUTENIeH HH(pOpMaIIUn

OdopmiieHne KapTOYKU-yueTa BBIAYH JIEIT

CamocrosiTesibHas padoTa

3aKOHO/IATENLCTBO M HOPMATHUBBI MO 0OECTICUCHHUIO COXPAHHOCTH JIOKYMEHTOB
Koucmnexkr.

N[N —=|—=] =W === WN| DD

Opranu3zanus onepaTUBHOTO XPaHEHUS U UCTIOJIB30BAHMS IOKYMEHTOB B YCIIOBHSIX
(GyHKIIMOHUPOBAHUS TPAAULIMOHHBIX cucTeM. Pedepar

Opranuzanys onepaTUBHOIO XPaHEHUS U UCIIOJIb30BaHUS JTOKYMEHTOB B YCIOBUAX
(YHKIIMOHMPOBAHUS ABTOMATU3UPOBAHHBIX MH(OPMAIIMOHHBIX cucTeM. Pedepar

Tema 4.16 Iloaroroska u
nepeaaya el B
BEJIOMCTBEHHBIN apXUB

Coaep:xanue

TeopeTquCKne 3aHATHSA

3KCHepTI/I33 HECHHOCTHU NOKYMCHTOB 3KCH€pTHa$I KOMUCCHA

HOpHI[OK JIeNCTBUI Ipu nepeaadc 10KyMEHTOB B BEJIOMCTBECHHBIN ApXUB U Ha
YHUYTOKCHHUC

— (=N

IIpakTHyeckne 3aHATHA

=

O(l)OpMJIeHI/Ie CXEMBbI COACPIKaHUA NCATCIIBHOCTU 3KCHCpTHOI>i KOMUCCHH I10
MOATOTOBKE NOKYMCHTOB K IIEPCAAYC B apXUB

\o}

OCI)OpMJIeHI/IC Ta6J'II/II_IBI «KpI/ITepI/II/I OLICHOK 3HAYMMOCTHU JOKYMCHTOB»

KonTponbHas padora «/lokyMeHTaIMOHHOE 00ECTIeYeHHEe YIPABICHUS

CamocrosiTesibHas padora

Pabora c «Ilepeunem THUMOBBIX YNPaBICHUYECKUX JTOKYMEHTOB, 00pa3yromuxcs B
JESTEIIBHOCTH OPraHu3alluy, C YKa3aHUEM CPOKOB XPAHEHUS»

NN —| =
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S.Opranuszanus

CeKpeTapcKoro
00CTyKMBAHMS
Tema 5.1. Cekperapckoe CoaeprxaHue y4eOHOIo MaTepuaJia 6
o0cCTyXKMBaHUE U €r0 TeopeTnueckne 3aHATHSA 4
}yHKIMK B paboTe 1. |Kareropuu cexperapeii, KBan(UKaMOHHbIE TPEOOBAHMSL. 2
OpraHH3alnH 2. |DyHKIMHU CeKpeTaps B YIPABICHUYECKOW CTPYKTYpE OpraHnu3aluu 1
3. |HopmartuBHO-MeToauueckas 0a3a B 00J1aCTH CEKPETAPCKOro 00CIyKUBAHUS 1
IIpakTHYeckne 3aHATHSA 2
1. |Odopmnenne Tabnunsl «Kareropun cexperapein» 2
CamocrosiTesibHas padora 4
1. |3akoHomaTenbHbIC akThl PD B 00sactu nHpOpManuu u 2
JIOKYMEHTAIlMOHHOT'0 00eCieueHus AeSITeNbHOCTU opranu3anuu. CocTaBieHUe
TaOJIULIBI
2. |T'ocymapcTBeHHBIN CTaHAAPTHI B 0071aCTH TOKYMEHTAIIMOHHOTO 00€CTICUeHUS 2
CocraBieHue TabIuIsl
Tema 5.2. Conep:xanue yueOHOTro MaTepuaJia 4
HopmupoBanue tpyna B Teoperuyeckue 3aHATHS 2
00J1aCTH CEKPETAPCKOTO 1. |Hopw™msbl BpeMeHu U BbIpaOOTKHU, YCTAaHOBJICHHBIC HA BBIOJIHEHUE OTEpaIHil 110 1
00CITyKUBaHUsI JIOKYMEHTAIIMOHHOMY 00€CIICUCHUIO YIPABIEHYECKON e TEIbHOCTH
2. |HopMmsl BpeMeHHU Ha pabOThI apX1Ba OpraHU3alMy, Ha MaIIMHONMCHBIE pabOTHI 1
IIpakTHyeckune 3aHATHA 2
1. [Pacyer ynciaeHHOCTH cekpeTapeil, HeOOXOAMMBIX OpraHU3aluu 2
CamocrosiTesibHast pabora 2
1. |PaGota c HOpMaTHUBHBIMH JOKYMEHTAMH, YCTaHABIMBAIOIIUMH HOPMbI BPEMEHH B 2
00J1aCTH CEKPETAPCKOTO 00CITYKUBAHUS
Tema 5.3. Copaepxxanue yueOHOro Mmarepuasa 6
IlnmanupoBanue padodero Teopernuyeckue 3aHATHS 2
AHS 1. |TIpuHIMITE pAMOHATIBHOTO IIAHMPOBAHUS PaboUero BpeMEHH 1
2. |3aBHCHMOCTbH IJIAaHUPOBAHUS pabovero JHS CEKpeTapsi OT OpraHu3alu padbovero 1
JIHS1 €70 PYKOBOIUTEIS
[MpakTuyeckue 3aHATHS 4
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Odopmnenue Tabmunbl «Pexxum Tpyia U OTAbIXa»

Cocrasnenue npumepHoro [lnana paboyero nus

CamocrosiTesibHast pabora

OmnepaTuBHOE U I0JTOCPOYHOE IUIAHUPOBaHHUE pabouero BpeMenu Ilpesenrarus

Tema 5.4.
Benenue teiaepoHHBIX
MIEPETOBOPOB

Conep:xanue yueOHOTro MaTepHaJia

Teoperuyeckue 3aHATHUS

[TpaBuiia BefeHUs ciy>KeOHBIX TeIe(OHHBIX IEPETOBOPOB.

[Tpuem u nepenava TenePOHHBIX COOOIIECHUH.

IIpakTnyeckue 3aHATHS

JenoBas urpa «/lenoBoii Tenedon»

CamocrosiTesibHas padora

DTUKET IpU pa3roBope 1o MobmibHOMy Tenedony [Ipezentanus

Tema 5.5.
[Tpuem nocerureneun

Coaep:xanue yueOHOTro MaTepuaJia

TeopeTquCKne 3aHATHSA

OCHOBHBIE IMPUHIMUIIBI OPpraHU3aluu IIpucMa MOCEeTUTENCH

I/IH(bOpMaLII/IOHHO-,ZLOKYMeHTaI_[I/IOHHOG obOecrieueHue Ipucma IoceTuTeIIeH

HpaKaneCKne 3aHATHUSA

JlenoBas urpa «lIpuem nmocerureneii»

Opranu3anys npouecca nprueMa HoCeTUTENeNH PyKOBOIUTEIEM.

CamocrosiTesbHasi pabora

Bunsl obparienuit rpaxkaan Koncnekr

Tewma 5.6.

IToaroroBka m TEXHHYECKOE
o0ciyXKMBaHUE COBEIIAHUI U
KOH(PEPEeHTHBIX
MEPOINPUATHNA

Conep:xaHue y4eOHOIro MaTepuaJia

Teopernyeckue 3aHATHS

Bunn u 3HaueHue coBemanuii

[leperoBopsl, npecc-KoH(EpEeHIIMsI, UHTEPBBIO

O06s3anHOCTH CCKpETaps MO MOATOTOBKE, OpraHnu3alilii U MPOBCACHUIO COBCIIAHUS.

mal ad Ead o

Bupl 1eoBbIX IpuEMOB

IIpakTHYecKHe 3aHATHS

HpOBCIICHI/IC MEPETOBOPOB, MHTCPBBIO HA 3a/TaHHYIO TCMY

CamocrosiTesibHas padora

Oco0eHHOCTH BeJICHHS IEPETOBOPOB C MPEACTABUTEISIMHU Pa3HbIX CTPaH.
IIpesenranus

=N NN =R [N =~ N[N
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Tema 5.7.
IToaroroBka KOMaHAMPOBOK

Copep:xxaHue y4eOHOIro MaTepuasa

=

TGOPCTI/I‘{GCKI/Ie 3aHATHUSA

[\8]

CayxeOHast KOMaHIUPOBKA. JJOKyMEHTallMOHHOE ¥ UHPOPMALIMOHHOE
o0ecreyeHue.

—

CocrapicHuE IIJ1aHa pa6OTBI I10 IOATOTOBKEC K KOMaHAWPOBKE

IIpakTuyeckue 3aHATHS

OdopmieHre KOMaHIUPOBOUYHOTO YAOCTOBEPEHHUS, JKypHAaJa perucTpauu

CamocrosiTesbHast padora

[

O06paboTka MaTepraioB MO pe3yabTaTaM KOMaHIUPOBKH. KOHCIIEKT.

JuddepenumpoBanubiii 3auet «IIpaBoBoe peryimpoBaHue U OpraHu3anus
CEKPETapCKOro 00CITyKUBAHH»

— N DN = DI =

6.Kagposoe
J€JI0TMPOU3BOICTBO

=
=)

Tema 6.1 Beenenue B
KaJIPOBOE JICJIOMPOU3BOJICTBO

Conep:xanue yueOHOTro MaTepuaJia

Teopernvyeckne 3aHATHSA

38.,[[3‘114, (I)YHKI_II/II/I KaJapoBOro aciia

CrpyKTypa KaJipoBOH Ci1yKObl

38.KOHOI[3.T€J'IBCTBO B c@epe KaJApOBOI'o ,Z[OKYMCHTOO60pOTa

HpaKTuquKne 3aHATHSA

Pabota ¢ mokymeHTaMu, periaMeHTUPYIOIIUMU JACSTEIbHOCTh KaAPOBOM CITYKObI

CamocrosiTesibHas padoTa

[TpaBoBBIE OCHOBBI JJOKYMEHTHPOBAHUS PAOOTHI C KQAPOBBIMH JJOKYMEHTAMHU.
Koucmnexkr.

(SRR Ll L el el B AR 2N

[TonoxxeHre 0 HOPMUPOBAHUM TPYJa, O HOPMax BbIPaOOTKH. 3HAKOMCTBO C
JIOKYMEHTOM.

\9)

Odopmiienne cxembl «CTPYKTYpa KaJpOBOH CITYKOBI»

Tema 6.2. JIokaabpHBIE
HOPMATHBHBIE aKThI B
TPYJIOBOM TIpaBe

Coaep:xanue yueOHOTro MaTepuaJia

16

TeopeTuquKue 3aHATUA

11

JlokasibHbIE HOPMATUBHBIE AKTHI-JOKYMEHTBI, COJIEpKalliie HOPMbI TPYI0BOTO
npaBa

HOpMaTI/IBHLIe JOKYMCHTEI, OIPEACIIATOIMNE COCTAaB K&)IpOBOﬁ JOKYMCHTAlIUN

Cocras kaapoBoil fokymeHTanuu. TpedoBaHus K 0pOPMICHHUIO KaAPOBOM

17




JIOKYMEHTAITUN

4. |YcraB opranuzauud. lllTatHOE pacnucanue 1 1

5. |TpynoBoi 1oroBop 1 1

6. |IIpaBusa BHyTpeHHETO TPYJOBOTO paCIOPSIKA 1 1

7. |I'paduk oTIyCKOB 1 1

8. |IlonaTue u cocTaB MePCOHAIBHBIX TaHHBIX PaOOTHUKA 1 1

9. |O6mue TpeboBanus mpu 00pabOTKE MEPCOHANBHBIX JaHHBIX PaOOTHUKA M TApaHTHU 1 1
UX 3aIIUTHI

10. |ITonoxenue o noapasaeneHuu. JJoKHOCTHAS HHCTPYKIIMS 1 1

11. |Yaudunupoanusie GopMbI KaAPOBOH JOKYMEHTAIIMH 1 1
IIpakTuyeckue 3aHATHS S

1. |CocraBnenue, opopmiieHHE ITATHOTO PACITUCAHUS 1 3

2. |Cocrasienue, ohopMIIeHUE TPYIOBOTO JJOTOBOpA 1 3

3. (IlogroroBka, cOop uHbOpMaIuu st 0POPMIICHHUS JOKHOCTHOW UHCTPYKIIUN 1 3
CHeIHaTnCcTa OTAeNa KaApoB

4. |Odopmnenue Tabnuibl «YHUGUIEPOBAHHBIE (POPMBI KaJPOBOI TOKYMEHTALIUN) 1 3

5. |Odopmraenue rpaduka OTIyCKOB 1 3
CamocrosiTesibHas padora 16

1. |ITonokeHue o 3aLIUTe NEPCOHATBHBIX JTAHHBIX paOOTHHKA 3HAKOMCTBO C 1
JOKYMEHTOM

2. |Pabora c TpynoBbIM Kogekcom PD 2

3. [Pabota ¢ @3 ot 20.02.1995 Ne24 «O6 undopmaiuu, vHGpopMaTU3alMu U 3alIUTe 2
uHpOpMaIUN»

4. |Pabora c @3 ot 27.07.2006 Ne158 «O mepcoHaIbHBIX JaHHBIX)». 3HAKOMCTBO C 2
JOKYMEHTOM

5. |llonoxxeHue o MpeMUPOBAHUH, CTUMYJIMPYIONIUX JOIJIaTaX U HaJ0aBKax. 2
3HAKOMCTBO C JOKYMEHTOM

6. |ITomoxeHne 0 KOMaHAMPOBKAX. 3HAKOMCTBO C JOKYMEHTOM 2

7. |IlonoxeHue 0 MaTepuaNIbHON OTBETCTBEHHOCTH. 3HAKOMCTBO C JOKYMEHTOM 2

8. |[JomkHOCTHas MHCTPYKIIUS paOOTHHKA KAAPOBOM CITY)ObI. 3HAKOMCTBO C 2
JIOKyMEHTOM

Tema 6.3 [lopsanox Beaenus, CopaeprxaHue y4eOHOIo MaTepuasia 38
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npasuiia opopmIIeHUS TeopeTnueckne 3aHATHS 19
KaJIpOBOH JOKYMEHTALIUH 1. |CoctaB u nopsiiok opopMIICHHUS JOKYMEHTOB MPU YCTPOKUCTBE Ha padoTy, MpU 1 1

YBOJIbHEHUH, NIPU IIPEJOCTABICHUH OTIIyCKA

2. |AHKeTa, TMYHBIN JUCTOK MO YUETY KaJpOB 1 1

3. |IIpaBuna opopmieHUs MPUKA30B MO JIUIYHOMY COCTaBY 1 1

4. |IlpaBuia BefeHUs, 3aII0JHEHUS TPYIOBON KHUKKU 1 1

5. |IIpaBuna oopmiieHuUs TNYHOM KapTOUKH Gopmbl T-2 1 1

6. |Jluunoe nmeno pabOTHHKA, COCTAB IOKYMEHTOB 1 1

7. |llpaBuiia odopmIIeHHS TOKYMEHTOB IIPH TIEPEBOJIC HA APYTYIO padOTy: BHIIBI, 1 1
HOPSAZIOK NEPEBO/IA.

8. |M3MeHeHue yCIOBU TPYAOBOTO JOTOBOPA, 0COOCHHOCTH O(hOPMIICHUS. 1 1

9. |I[IpaBuna odopmitenus npukasa hpopmsr T-5 1 1

10. |OTnyck, BUIIBI OTIYCKOB, ITpaBHiia 0pOpMIICHHUS JOKYMEHTOB MPHU MPEJOCTABICHUH 1 1
OTITyCKa

11. |IIpaBwmia odopmitenus npukasa Gpopmer T-6 1 1

12. |[IpaBuna opopmiieHHs JOKYMEHTOB MPU MOOIMIPEHUN paOOTHUKA 1 1

13. |IIpaBuna opopmiienus npukasa ¢popmst T-11 1 1

14. |IIpaBuna oopmiIeHUS TOKYMEHTOB IPU KOMAaHIUPOBKE paOOTHHKA 1 1

15. (IIpaBumia ohopMiIeHHsT KOMaHIUPOBOYHOTO yaocToBepeHus ¢popmsl T-10, mpukaza 1 1
¢dopmel T-9

16. |YBonbHeHHe paOOTHHKA, BU/IbI YBOJIbHEHUI 1 1

17. |CoxparieHue YuCIeHHOCTH IIITaTa: MPOIeaypa COKpaIEHHUs, TAKEeT TOKYMEHTOB. 1 1

18. (IIpaBuia ohopmienus npukasa ¢popmsl T-8 1 1

19. (IIpaBmiia ohopMiIeHHUs CIIPABOK 110 JTUYHOMY COCTABY 1 1
IIpakTHYeckue 3aHATHSA 19

1. |Pa3paboTtka u opopMmieHHE PETUCTPAITMOHHBIX ()OPM KaJPOBOM JTOKYMEHTAIIHI 1 3

2. |OdopmieHue 3asBiIeHUs IPU YCTPOUCTBE HA pabOTy, CHATHE KOMHUH C 1 3
HEOOXOUMBIX JIOKYMEHTOB

3. |Odopmienune npuKkazoB 10 JUYHOMY COCTABY 1 3

4. |Odopmienue Tabens yuera padbodero Bpemenu, hopmsl T-12 1 3
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5. |Odopmnenue mpukasza dopmsl T-1 1 3

6. |OdopmieHre TpyI0BON KHWKKH IPU YCTPOMCTBE HA pabOTy, BHECCHUE 1 3
JIOTIOJIHEHUH, B COOTBETCTBHUHU C 3a/laHUEM
OdopmiieHre BHyTpeHHEH OMUCH JTMYHOTO Jesia 1

8. |Odopmuenue muuHO# KapTOUKH GopMbl T-2 1

9. |Odopmrnenue npukasa popmsl T-5, BHECEHHE 3aIICH B TPYIOBYIO KHUXKKY O 1
epeBoie

10. |Odopmrnenune npukaza popmsl T-6 1 3

11. |Odopmienue mpencTaBiIcHHs Ha TOOUIPEHHUE paOOTHHUKA 1 3

12. |Odopmnenue npukasza ¢popmsr T-11 1 3

13. |OdopmneHre KOMaHIUPOBOUHOTO yaocToBepenus Gopmbl T-10 1 3

14. |Odopmnenune npukaza ¢popmsl T-9 1 3

15. |Odopmnenne npukasa ¢popmsl T-8, 3an0THEHNE TPYIOBOI KHIDKKU M TMYHON 1 3
KapTouku T-2 mpH TUKBUIAIIUH MPEATPUATHS

16. |Odopmnenue npukasa Gopmsl T-8, 3anonHeHre TPYJOBONH KHUKKU U JIMYHOU 1 3
KapTouku T-2 mpH yBOJBbHEHUU 110 COOCTBEHHOMY JKEJIaHHIO

17. |Odopmnenue 3asBiIeHUN IO JINYHOMY COCTaBY 1 3

18. |OdopmieHre BHITUCOK U3 MPUKA30B 1 3

19. |Odopmienue cripaBoK Mo JIUYHOMY COCTaBY 1 3
CamocrosiTesbHas padora 42

1. |M3yuenue «Ilopsaka npuMeHeHUs] yHU(DULIMPOBAHHBIX (HOPM MEPBUUHON yUETHOI 2
JIOKYMEHTAI[

2. |Odopmienue cxem nopsaka ohopMIIeHUs TOKYMEHTOB IIPU YCTPOICTBE, 2
YBOJIbHEHUH, IPEJOCTAaBICHUH OTIIYCKa

3. |Bugsl (06pa3iibpl) perucTpalioHHbIX GopM KaapoBoi fokyMeHTanuu. KoHcnekT 2

4. |V3y4eHne MHCTPYKIMH T10 3aII0JTHEHUIO TPYJIOBBIX KHMKEK U BKJIAJBIIIEH K HUM 2

5. |CocraBnenue Tabmauibl «CocTaB yHU(UIIUPOBAHHBIX (POPM KaJIpOBBIX TOKYMEHTOB, 2
BOIIIEANMNX B YHU(DHUIIMPOBAHHYIO CUCTEMY ITEPBUYHON YUETHOM TOKYMEHTAIIHN)

6. |CocraBnenue Tabmuipl «CoctaB yHUPHUIIMPOBAHHBIX (OPM KAIPOBBIX JOKYMEHTOB, 2

BOIICAIINX B YHI/I(bI/II_II/IPOBaHHyIO CUCTEMY OpFaHI/I3aL[I/IOHHO—paCHOPHHHTeHLHOﬁ
JOKYMCHTAIUN)
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7. |Pabota c o01IepoCcCUiCKUM KI1acCu(UKATOPOM yIPaBIICHUYECKON JTOKYMEHTAINH, B 2
COOTBETCTBHH C 33J]aHUEM

8. |M3yyeHue MHCTPYKIUM MO 3aMOTHEHUIO JUYHON KapTOUKU 2

9. |Cocrapienne TabauIbl «BHIbI YBOJBHEHHI»,B COOTBETCTBUU CO cTaThsiMu TK PD 2

10. |JIuxBumanus NpeaArnpusaTUs: 0053aHHOCTH paboToaaTesns U npasa pabOTHUK B 2
cootBeTcTBUM ¢ TK P®D. Pedepar.

11. |CoxkpaleHre YMCICHHOCTH IITaTa: MPEUMYIECTBEHHOE MTPaBo pabOTHHUKA MPU 2
cokpareHnu ['apanTuu u KoMmreHcauu paboTHukoB Pedepar.

12. |YBonpHEHHE M0 MHUIMATUBE PAabOTOaATENS: KATETOPUU paOOTHUKOB HE 2
MOJICKAIUX YBOJIBHEHUIO IO HHUIMATHBE padoTonarens. KoHcnekr.

13. |OcoGeHHOCTH YBOJIBHEHHUS MO COTJIAIIEHUIO CTOPOH. KOHCTIEKT. 2

14. |Odopmnenue nuuHoro aena paborauka Koncrnekr. 2

15. |[lonsiTve 1 BUIBI TPYIOBOTO CTa)Ka: OOIIMIA, HEMPEPBIBHBIHN, cTpaxoBoil. KoHcnekT. 2

16. |OdopmneHne neHcui, makeT TOKyMeHTOB KOHCTIEeKT. 2

17. |Ponb mpohcoro30B 1 KOJJIEKTUBHOTO J10ToBopa Jlokma. 2

18. |IIpoueaypa nMCUMIUIMHAPHOTO B3bICKaHus. Jlokmna. 2

19. |Pa3bop nmpenioxkeHHbIX MPOPEeCCUOHANBHBIX CUTYalluU IPU YBOJIbHEHUH, B 2
coorBercTBuu ¢ TK PO

20. |Pa36op npodeccuoHambHBIX CUTYAIMH MIPU COKPAIICHUN YHCIEHHOCTH 1IITaTa, B 2
coorBercTBuu ¢ TK PO

21. |Iloacuer TpymoBOro craxa: o01Iero, HeMPEPHIBHOTO, CTPAXOBOTO 2

Tema 6-4; Xpanenne Conepskanue yaeGHOro MaTepuasia 8
KAApOBOH AOKyMCHTaI Teopernueckue 3aHATHS 5

1. |Opranuzanus u npaBuiia XpaHeHUs! KaJIpOBbIX TOKYMEHTOB 1 1

2. |lloHATHE HOMEHKIATYPBI AN KaAPOBOM JOKYMEHTAIIMU 1 1

3. |HopmatuBHBIE TOKYMEHTBHI, ONPEAEIISIIONINE CPOKH XPaHEHUS 1 1

4. |IIpaBwia cnaum KagpoBBIX JOKYMEHTOB B apXUB 1 1

5. |Paborta c kaApOBBIMU JOKYMEHTaMH, JeJIaMH, BBIJICTICHHBIMU K YHUYTOXKECHHUIO 1 1
IIpakTnyeckue 3aHATHSA 3

1. |Odopmaenue nen K apxXUBHOMY XPaHEHUIO 1
CocraBneHue akTa Ha Jiefa, BbIICJICHHbIE K YHUUTOXXEHHUIO 1 3
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CocTraBiieHre HOMEHKIJIATypHhI Je

CamocrosiTesbHasi padora

Odopmienne Tabauibl «Buapl HOMEHKIIATYPHI 1€ KaIPOBOM TOKYMEHTAITUH

Pabota ¢ npumepHbiM [TostoxkeHnEM 0 MOCTOSTHHO ICUCTBYIOIICH SKCIIEPTHOM
KOMMCCHH YUPEKICHUS, OpraHU3allH, PEITPUATHS

N[O —

Pa6ora ¢ «IlepeuneM THUMOBBIX YIPaBICHUYECKUX JOKYMEHTOB, 00pa3yroIINXCs B
JIeSTeIbHOCTH OPraHU3alliid, C YyKa3aHUEM CPOKOB XPaHCHUS»

BKCHepTI/IBa LHEHHOCTH IOKYMCHTOB Koncmexr.

3anaun, GyHKIUY, IpaBa IKCIEPTHON komuccun KOHCIEKT.

7.KomnboTepHoe
J1eJI0NPOU3BOACTBO

76

Tema 7.1. CocraB
MIEPCOHAIBHOIO KOMIIbIOTEPa

Conep:xanue yueOHOTro MaTepuaJia

=)

Teopernvyeckne 3aHATHSA

=

Texnuka 6e3onacHoctu npu padore ¢ [1K, opranmuszanus pabouero mecra
nosip3oBareis 11K

@OyHKIMHM CUCTEMHOTO 0JI0Ka, CUCTeMHBIE TpeboBaHus. KiaBuarypa, pa3aenst,
Ha3HaueHHUe KJIaBUIl

Bunapl namaTu, uX HazHadeHue, 0ObeEM.

Knaccugukanus cpeicTB KOMUPOBAHUS M PA3MHOXKEHUS IOKYyMEHTOB

HpaKTuquKue 3aHATHSA

Cocrapnenue namatku «TexHuka 6e3onacHocTy npu padore ¢ [TK»

Brimonnenune ynpaxxnenuil Ha kiasuarype 11K

— =N = =

CamocrosiTesibHass padora

KommnbrorepHas TeXHHKA B OpTraHU3alMK TPYAA CIIEIHAINCTA JOKYMEHTAMOHHOTO
obecnieuenus ynpasieHus [Ipezenranms

\o}

Buns! npoueccopos Jlokiazn

Bunuecrtep, BUIBI )KECTKUX TUCKOB. [oknan

Cocrasnenue Tadbauipl «Buabl puHTEPOB»

CocraBieHue Ta6J'II/II_IBI «Buapl MOHHTOPOB»

[Tporpammuoe obecnieuenue I1K . Jlokman

OHepaLII/IOHHBIe CHUCTCMBI. I[OKJ'I&,Z[

el BTl ol el R

HpeIICTaBJICHI/IC O ITOJIB30BATCIbCKOM HHTCp(I)CfICG . I[OKJ'IE[,Z[

NN
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[Taket npuknagHbeix nporpamm. Jlokmnazg

Tema 7.2. Pabora ¢
JTOKYMEHTaMH B TEKCTOBOM
penakTope

Conep:kanue y4eOHOT0 MaTepHuaJia

22

Teoperuyeckue 3aHATHUS

10

TexkcToBbIl pegakTop, (YHKIHOHATBHBIE BO3MOXKHOCTH

1-2

ITaHEeM MHCTPYMEHTOB

1-2

ITopsimoK U mpreMBbl BBIIIOJHEHHUS Ollepanui

Pa6ota ¢ daitmamu, mankamu

Ha6op u crioco6s! penaktupoBanusi TeKCTOB. CriocoObl 0OpMIIEHUS TEKCTOB

[Topsimox paboThI ¢ TAOIUIIAMU, TIPUEMBI CO3AHHSI TAOJIHII

IR I el el B e

BcraBka 00bEeKTOB, pHCYHKOB. BCTaBKa CHOCOK, CCBIJIOK, YCTAaHOBKA KOJIOHTUTYJIOB
BriBoa B meuars.

bt | e | e | | = | |

b | [ |

x

Pa3merka CTpaHHUIbI. PabGoTa co cruckaMu

HpaBHna CO3JaHus aAuarpamMmm

[TpaBuia opopmiieHus pedepara B TEKCTOBOM PEIAKTOpe

f—

HpaKTuquKne 3aHATUSA

12

BrinonHenue ynpaxHeHu# 1o HA0OPyY U peIaKTUPOBAHUIO TEKCTOB

Brimonnenue ynpaxHeHui mo oOpMIICHHIO TEKCTOB

Coznanue, pegaktupoBanue, popmarupoBanue Tadbnui. Co3naHue CrucKoB

Coznanue nuarpamMm

R Il I B B

OdopmieHune TeKCTOBOTO JOKYMEHTA ¢ MPUMEHEHHEM MPUMEUaHUi, CHOCOK U
MIPUIIOKEHU N

bt | e | e | |

W W[ W] W W

4

CocraBnenue, opopmiieHre OJTAaHKOB OpraHU3AIMi B TEKCTOBOM PEAKTOPE

f—

Cocranenue, 0hOpMIICHUE TPUKA30B 10 OCHOBHOM JCATEIBHOCTH B TEKCTOBOM
penakTope

—

COCTaBJ'IeHI/Ie, Oq)OpMJ'ICHI/Ie ACJIOBBIX MHUCEM B TCKCTOBOM PCHAAKTOPC

Cocrasnenue, opopmiienue [IpoTokosa B TEKCTOBOM pelakTope

10.

CocraBnenue, opopmiieHHe AKTa B TEKCTOBOM PEIaKTOpe

11.

Cocrasnenue, opopmiieHHE CIIPAaBOK B TEKCTOBOM PEIAKTOPE

12.

Cocranenue, 0hopMIIEHUE PETUCTPALIMOHHBIX (POPM B TEKCTOBOM PEJaKTOpe

—t | | = —] —

W[ W] W W| W

CamocrosiTesibHast pabora
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1. |CocraBienue, 0hOpMIICHHE CXEMBI PACIIONIOKEHUS PEKBU3UTOB JJOKYMEHTA B 2
TEKCTOBOM PENAKTOPE
2. |CocraBnenue, opopmiieHHE BBIIUCOK U3 MPUKA30B B TEKCTOBOM PEAKTOpe 2
3. |Co3panue BUBUTHOM KapTOUKHU 2
4. |Odopmienue pedepara B TEKCTOBOM PEIAKTOPE IO MPEIIOKECHHON TEME: IIOUCK 2
uHpopmaruu
5. |Odopmienue pedepara B TEKCTOBOM PEIaKTOPE MO MPE/I0KEHHON TeME: 2
o opMIIeHHE TUTYIBHOTO JINCTA, COJIEPKAHMS, YCTAHOBKA MOJICH, HOMEpa CTPaHHII
6. |Odopmaenue pedepara B TEKCTOBOM PEIAKTOPE MO MPEUIOKEHHON TEMe: 2
oopmiieHrEe BBEACHUS
7. |Odopmienue pedepara B TEKCTOBOM PEIaKTOPE MO MPE/I0KEHHON TeMe: 2
odopmiienue 1 pazaena
8. |Odopmruenue pedepara B TEKCTOBOM PeJAKTOpPe MO MPEATIOKEHHON TeMe: 2
odopmiieHue 2 pazzaena
9. |Odopmaenue pedepara B TCKCTOBOM PEIAKTOPE IO MPEUIOKCHHON TEMeE: 2
odopmienue 3 pasaena
10. |{Odopmienne pedepara B TEKCTOBOM PEIAKTOPE IO MPEI0KESHHON TeMe: 2
o(opMIIEHHE 3aKITIOUEHUS
11. [Odopmienue pedepara B TSKCTOBOM PEIAKTOPE IO MPEI0KESHHON TeMe: 2
odopmIIeHHEe CIIUCKA UCTIOIb30BAHHON JIUTEPATYPhI
Tewma 7.3. DnexTpoHHas Conep:xaHue y4eOHOro MaTepuasa 22
Tabiuua. Cucrema TeoperuyecKue 3aHATHS 12
ynpaBjieHus 0a3aMu JTaHHBIX. 1. |IIpencraBieHue OKHA JIEKTPOHHON TaOJIUIIBI 1 1
2. |Pexxum BBOIA JAHHBIX. 1 1
3. |3nakomcTtBo ¢ pyHkimsamu. Ctpoka ¢popmyn. Beox popmyin . 1 1
4. |[IpaBuna dhopmatupoBanus. MzmMenenue mpudra, UCMOIB30BaHNE TPAHUIL U 1 1
3aJIMBKU
5. |®ynkuuu. CUHTaKCUC QYHKIUI 1 1
6. |BBoa pyHkiuii B pabouem smcre 1 1
7. |lIpaBuna moctpoeHus rpauKoB, AUarpamMm 1 1
8. |CopTupoBKa TaHHBIX 1 1
9. |Coznanue ¢opm 115 BBOAA JAHHBIX 2 1
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10.

Crnioco0ObI perakTupoBaHusi, opopMieHus U HOpMaTUPOBAHUS

11.

OT0Op M COPTUPOBKA JAHHBIX C TTOMOIIBIO 3aIIPOCOB

COS,I[aHI/Ie U TI€YaTh OTYETOB

| | —

f—

IlpakTuyeckue 3aHATHS

[
=]

Cosznanue Gpopmyn

BBOI[ JaHHBIX, N3MCHCHHC H_IpI/I(i)Ta, HCITI0JIb3OBAHUE I'PAHUI] U 3aJIUBKH

3anoJIHeHHE PSAIOB C TOMOIIBIO MBIIITU

Hcnonp3oBanne MaTeMaTudeckux (GyHKIUU

Vcnonp30BaHne TEKCTOBBIX (DYHKIIMU

Hcnonp3oBanue TOTHIECKUX (PyHKITHIA

IToctpoenue rpadukoB, quarpamMm B 3JEKTPOHHOM Tabnuiie

CopTtupoBKa U QrIbTpamys CIIMCKOB B MJICKTPOHHOH TaOIHIIe

Opranu3zaiiys pacyeToB B AJIEKTPOHHON TabuuIe

el el ol Pl RS Bl Bl Bl ol o

Co3ganne 0a3pl JaHHBIX

[UNNY VNN U\ [NUNE\ VNN [USE RN TN G JU

W[ W] W W|W[W

CamocrosiTesibHas padoTa

—
W

OmmbOKY B 3JIEKTPOHHON TabuuIle (3HaYeHHe K0A0B omnook) Koncnekr

\9)

DN | —

OpraHI/I3aI_II/I$I pacycToOB B TaOJIMYHOM IIpoueccope Breimonnenue MMPaKTHYCCKOIo
3aJaHus.

[\

8]

CraTtucTuueckas 06pa60TKa JaHHBIX. Beinonnenue IMPAKTUYICCKOI'o 3aJIlaHHA

Hcnonb30BaHue IEKTPOHHBIX TAONIHUIl Kak GOPMBI AJIsi BEACHHS OTYETHOCTH.
Hoxman

OdopmieHne MTaTHOTO PAaCcMCaHUs B 2JIEKTPOHHOM Ta0uile , MPOBEACHUE
pacyeToB 3apabOTHOI TUIaThI

Odopmiienne rpaduka OTIYCKOB B 3JI€KTPOHHOM Tabiuie

[locTpoeHnue nquarpamm 1o NpeioKeHHbIM CUTYallUsIM B JIEKTPOHHOM TaOIHIle

\S)

Tewma 7.4 Penaktop
MIPE3CHTALINH

Conep:xaHue y4eOHOT0 MaTepHasa

Teopeanecmle 3aHATHUSA

[IpencraBienue okHa

[IpaBuna pa®oThI MpY CO3JAHUHN TTPE3CHTAIINN

Odopmrenne npe3eHTaIuu

ral el B o

BcraBka 06’LCKTOB, aHuMalus

bt | e | e |

IIpakTHYecKHe 3aHATHS

o A e el e N
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Coznanue crnaiiioB, IpueMbl peIakTUPOBaHus, GopMaTUPOBAHUS

C03I[aHI/I€ CJ'IaI\/'IIIOB C UCITOJIb30BAHHMEM MAKCTOB

Odopmienune nu3zaiina ciaitnos (11Bet, mpudT, 3PexThI)

BcraBka 00bEKTOB B ClIakigbl

Co3nanue, NpUMEHEHNE aHUMALIM K cliai1am

o ||| w1 =

Co3anue npe3eHTauu-pexIaMbl GUpMbl

W W [W]W[W]|W

CamocrosiTesibHast pabora

Coznanue npeszenranuu «Mo€ pesromer

Bupl nporpaMm 1o cozgaHuio npeseHranuu. Jokmazg

Coznanue npe3zeHranuu «Bujbl TOKyMEHTOB»

Sl el Ead o

Bunel rpaduueckux pegakropos. JJokman

Tema 7.5. DneKkTpoHHBIH
oduc

Coaep:xanue y4eOHOIro MaTepuaJia

TeopeTquCKne 3aHATHSA

OCHOBHbBIE BO3MOKHOCTH ITPOrPAMMBI

HazHaueHue oT/1ebHBIX 00BEKTOB IPOTrPAMMBI.

VYuet cBegeHul o Jr0asaX B nanke KOHTaKThI.

il bl Il b

[TnarupoBanue pabodyero BpeMeH! YUeT BHIIIOJTHCHHON pabOThI

b | | | p—

HpaKTuquKne 3aHATHUHA

[S—

[TnanupoBanue BcTped, coOpaHuii, COOBITUN

W

Co3manue KOHTaKTOB

CamocrosiTejibHas paboTa 00y4yarouuxcst

Hacrpoiika snextponnoit moutsl B Outlook Ilepecsiika coobiienuii mo
AIIEKTPOHHOM TOYTE.

N[ == (=== = [ BN N[N0 [N = [ = [ = | =

[lepecbuika cooOLIeHMI 110 3J€KTPOHHOM nouTte ¢ noMoiibio Outlook.

Tema 7.6. 3amura
uH(pOopMaIuu

Conep:xxanue yueOHOro MaTepuaJia

Teopernyeckue 3aHATHS

KoaupoBaHnue, yctaHOBKa naposieu

DN | —

KoMmbrorepHble BUPYCBI, aHTUBUPYCHBIE IIPOTPAMMBI

[MpakTnyeckue 3aHATHS

VYcraHoBKa, CHATHE TIaposeit

Pabota ¢ aHTUBHPYCHBIMU MPOTrpaMMaMH

CamocrosiTeibHas pabora

e e e N e e A Y e
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Coop napopmanmu «Knaccudukanusi aHTHBUPYCHBIX IIPOTPAMM)»

CocraBieHnue KiacCupUKaMOHHON TabIHUIbl «AHTUBHPYCHBIE IPOTPAMMBI»

Tema 7.7.I' nobanbHas ceThb
Internet

Conep:xanue yueOHOIro MaTepuaJia

Teopeaneche 3aHATHSA

Buns! yenyr cetu MHTEpHET

[Touck uudopmanuu

CO3I[aHI/Ie SJICKTPOHHOI'O ITOYTOBOT'O AIIKWKA, pEruCTpaniunsi

nal el Bl e

DnekTpoHHas nourta. bpaysepsl

| | p—

CamocrosiTesibHast pabora

[

CO3I[aHI/Ie QJICKTPOHHOTI'O IMOYTOBOT'O SAlIWKA

OtnpaBka, mpueM coOoOLIEHHH, TuceM

Hcropus nossnenus Marepuera . KoHCIekT.

JK3aMeH

AN === == s N

Hroro

320
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4. YCJIOBUS PEAJIUSALIUUA ITPOT'PAMMBI

4.1. TpeOoBaHUsI K MUHUMAILHOMY MaTePHATbHO-TEXHUIECKOMY 00CCIICUCHHIO

O6opynoBanue yueOHOTO KabMHETa U pabOYnX MecT KabWHeTa: pabouue MecTa i 00yJaronIuxcs
(CTONBI yueHHYECKHE, CTYJIbsi), pabouee MeCTO MperojaBaTess, MapKepHas JI0CKa; HACTCHHBIC
CTCH/IbI; KHUXKHBIC MIKAQBl JUIsI XPAaHCHUS TUAAKTUYCCKHX MAaTepUAIOB, CIPABOYHOW W y4eOHOI
JUTepaTyphl; paboune Mecta mosb3oBareneil [1K (KoMIbIOTEpHBIE CTOJIBI, TOIHEMHO-TIOBOPOTHBIC
CTYJibA, JIaMIIbI I/IHI[I/IB.OCBGH_ICHI/ISI)

Texuudyeckue cpencTBa OOyUCHHS: MEPCOHAIBHBIC KOMIBIOTEPHI, MYJIbTHMEAUNHBIA MPOSKTOP,
KOJIOHKH, ITPUHTEP, CKaHEP

Y4yeOHBIE cpencTBa: BHJIEOMATepUal IO BCEM pasjenaM, JIeMOHCTpPAIlMOHHBIE TOCOOUS,
MUIAKTUYeCKAE MaTepHuaibl JUIsl  OpraHM3allid  MPAKTHYECKUX  3aHSATHH, OSJICKTPOHHBIC
o0Opa3oBaTelbHBIC PECYpPChl, HHCTPYKIMH TI0 padoTe Ha MEePCOHAIBHBIX KOMITBIOTEpaX,
METOJMYECKHE PEKOMEHJAIMN 10 TOArOTOBKEe K JuddepeHIMPOBAaHHOMY 3a4eTy, KOMILICKTHI
OIICHOYHBIX CPEJICTB

4.2. adpopmanmoHHoe oOecrieueHue 00ydeHUS
[lepeueHp  peKOMEHIYyEMBIX  yueOHBIX u3naHul, VHTepHET-pecypcoB,  IOMOIHUTEIHHOU
JTUTEPaTyphI
OCHOBHBbIE MICTOYHUKHU:
1. JloxymeHntanmoHHoe obecnieueHue ynpasienus : yaeOHuk / T.A. beikosa, E.A. Ckpurko,
KO.M. Kykapuna, A.}O. Konbskosa, C.A. I'noroBa. — Mocksa : KnoPyc, 2018. — 266 c.
2. beixoBa T.A. JlokymeHTanImoHHOE obecnieueHue ynpasieaus : yaeOHuk / T.A. Beikosa,
E.A. Ckpunko, IO.M. Kykapuna, A.}O. KonskoBa, C.A. I'noroBa. — M.: KnoPyc, 2018.
— 266 c.

[Tienko A.B. JlokymeHnTanrionHoe obecrieuenue ynpasieHus (17-e uzn.) yueOHUK

4. JlokyMeHTalMOHHOE oOecrieueHue yrpaBiIeHUs B OpraHu3anuu (i 6akaaaBpoB).
YuebHoe nocodue : yueonoe nocodue / O.H. Cokomnona, T.A. AkumouknHa. — MoCKBa :
KnoPyc, 2019. — 156 ¢

5. byposa E.M. Opranusanus apxuBHOU U CIPaBOYHO-UH(OPMALIMOHHON pabOTHI 110
JoKyMeHTaM opranuzanuu: B 2 4. Y. 2 (3-e u3n., crep.) yueOHUK

6. byposa E.M. Y. 1 Opranuszanusi apxuBHOH U CIIpaBOYHO-UH(POPMALITMOHHOMN pabOTHI 110
JTOoKyMeHTaM opranuzanuu: B 2 4. (3-e u3g., crep.) yueOnuk 103116678 2019

7. JlokymMeHTalnOHHOE oOeciedeHne yrpaBiaeHus (C OCHOBaMU apXUBOBEACHHUS) : yueOHOe
nocobue / M.U. bacakos. — Mocksa : KnoPyc, 2018. — 216 c.

UCTOYHUKM:
CIPaBOYHO- MpaBoBbIe cucTeMbl: «l'apanT» , «KOHCYNbTaHT MItoCc», «PedepeHT»; calThl:
www.fictionbook.ru - »mekTpoHHass KHUTa HOBOTO TOKOieHUs, «500 COBETOB CEKpEeTapro»
www.termika.ru - 1eJonpou3BOJICTBO U 3JEKTPOHHBINA JOKYMEHT0000poT www.bibliotekar.ru
www.sekretariat.ru - cooOIIEeCTBO  ceKpeTapew, oQuCc-MeHEeIKEPOB, MTOMOIIIHUKOB
PYKOBOJUTEIS, SJIEKTPOHHBIE BEPCUU KypHaNIoB «CIIpaBOYHUK CeKpeTaps U o(huc-MeHeKepa»

JlonoJHUTeIbHbIEe HCTOYHMKH:

1. Tpynosoii koaekc Poccutickoit ®eneparuu” ot 30.12.2001 N 197-®3(pen. ot 05.10.2015)

2. Vxa3 Ilpesunenta P® or 6 mapra 1997 r. N 188 "OO yTBepkIeHMM NEpeUHsS CBEICHUN
KOH(pHUIACHIMAIBHOTO XapakTepa" (C M3MEHEHUSMHU M JOMOJMHEHUsIMHU OT 23 ceHtsops 2005 r., 13
urons 2015 1)
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http://www.fi/
http://www.termika.ru/
http://www.bibliotekar.ru/
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3. ®enepanbubiii 3akoH oT 27 wmronsg 2006 r. N 149-®3 "O6 undopmanuu, uHGOPMAITMOHHBIX
TEXHOJIOTUSX U O 3amuTe nHpopMauu" (C I3MEHEHUSIMH U JOTOJTHEHUSMH )

4. ®denepanbHbIii 3akoH 0T 2 Mast 2006 r. N 59-03 "O nopsiake paccMOTpPEHHUs 00pallieHui TpakKaIaH
Poccuiickoit eneparun (¢ U3BMEHEHUSIMU U JJOTIOJTHEHUSIMH )

5. ®enepanbubiii 3akoH 0T 29 utoisg 2004 r. N 98-D3 "O kommepueckoii TaiHe" (C U3MEHEHUSMH H
JOTIOJTHEHUSIMU )

6. IlocranoBnenue IlpaButensctBa PO ot 16 ampens 2003 r. N 225 "O TpynoBbeiXx KHIKKax" (¢
W3MEHEHUSIMU U JTOTIOTHEHUSIMH )

7. llocranoBnenue Muntpyaa PO ot 25 Hos10ps 1994 r. N 72 "O06 yrBepkaeHun MeKoTpaciaeBbIX
YKPYTHEHHBIX HOPMAaTHUBOB BpPEMEHM Ha pabOThl MO JOKYMEHTAlMOHHOMY OOECIIEYECHHUIO
yrpasiieHus"

8. I[locranoBnenne Muntpyna P® ot 10 oxtsa6psa 2003 r. N 69 "OO0 yrBepxkaenun MHcTpyKiuu no
3aM0JHEHUIO TPYIOBbIX KHUXKEK"

9. Hammonaneneiii crangapt PO I'OCT P 7.0.8-2013 "Cucrema craHmapToB 1o HWHGOpPMAIIHH,
OMOTMOTEYHOMY U U3JATENIbCKOMY Jeny. Jlenompous3BOJICTBO U apXuUBHOE [eno. TepMuHbl U
onpeneneHus" (yrB. nmpukazoMm dDenepalibHOrO0 areHTCTBA MO TEXHUYECKOMY PEryJUpOBaHUIO U
MeTrpoJiorur oT 17 oktsaops 2013 r. N 1185-cT)

10. TocymapctBennsiii cranmapr P® T'OCT P 6.30-2003 "YHubUIUpPOBAHHBIC CHUCTEMBI
JOKYMEHTAluu. YHUPHUIMPOBAHHAS CUCTEMa OpPraHU3allMOHHO-PACTIOPSIUTENBHON JOKYMEHTAIIIH.
TpeboBanust kK 0(GOPMIICHHIO IOKYMEHTOB" (TIPUHAT W BBEJCH B JEHCTBHE IOCTAHOBJICHHUEM
I'occranpapra PO ot 3 mapra 2003 r. N 65-cT)

11. O6mepoccuiickuii kiaccupukarop ynpasiendeckoir fokymenranuu OK 011 -93 (OKV]]) (yTs.
U BBEJICH B JelcTBHE mnocraHoBiaeHueM ['occranmapra PD ot 30 mekadbps 1993 r. N 299) (c
W3MEHEHUSIMU U JTOTIOTHEHUSIMH )

12. OcHoBHble mpaBuia pabOThl apXWBOB oOpraHu3anui (ogo0peHsl perenneMm Kommerun
Pocapxusa ot 6 ¢espans 2002 r.)

13. YHudukamnus TeKCToB yIpaBlIeHYECKUX NTOKyMEeHTOB. DenepanbHas apxuBHas ciayx06a Poccun
(PocapxuB). Bcepocculickuii Hay4HO-UCCIEAOBATEIbCKUNA HMHCTUTYT JOKYMEHTOBEIACHUS U
apxusHoro aeia (BHUMJA). Metoauueckue pekomenaannu. Mocksa - 1998

14. TlocranoBnenue I'ockomcrara P® ot 5 suBaps 2004 r. N 1 "OO yrBepxaeHUu
YHUPHUITMPOBAHHBIX ()OPM MEPBUYHOM YUETHON TOKYMEHTAIIMHU IO YUETy TPYJa U ero OrmiaThl"
PexomMenryeMble nepuondyeckue U3aaHus:

«Cekperapckoe 1eno»

«Cexkpertapb-pedepeHT»

«CrpaBOYHHK ceKpeTaps U ouc-MeHeKEpar

«/lenonpons3BoaCTBOY
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MNEPEYEHDb BOIIPCOB JIJII CAMOCTOATEJBHOM PABOTHI:
. IIpaBoBOE perynupoBaHue J0KyMEHTHPOBAHUS KaJAPOBOH 1€ATEIbHOCTH.
. Ponb kazipoBoOii JOKyMEHTALMK B YIPaBJIECHUH IEPCOHATIOM OpraHU3aluu
. OCOOeHHOCTH JOKYMEHTUPOBAHMS JOTOBOPHBIX OTHOLIEHUH
. YHHUIMpOBaHHAS CUCTEMA KaJIPOBOM TOKYMEHTALIUU
. Opranuzanus paboTel OTJea KapoB
. [IpumeHeHne MHPOPMALTMOHHBIX TEXHOJIOTUI B KaIPOBOM JIEJIOTIPOU3BOACTBE
. Tpy10BO# 10roBOp Kak MpaBoBasi OCHOBA TPYAOBBIX OTHOLIEHUH.
Odopmitenne 1 ABIKEHHE JOKYMEHTAIMH [P yCTPOICTBE Ha paboTy
. Odopmiienue u ABUKEHHE JOKYMEHTALMH [TPU KOMaHIUPOBAaHUU COTPYAHUKA
10. Odopmiienune u ABMKEHUE JOKYMEHTAIIUH MIPH YBOJIBHEHUHU COTPYIHHUKA 110 COOCTBEHHOMY
KeJTaHUI0
11. Opopmienne u ABHKEHUE TOKYMEHTALUU [IPU YBOJBHEHUU COTPYJHUKA IO COKPAILIEHUIO
nrraTa
12. OdopmieHre u ABHKEHUE TOKYMEHTALUU [IPU [IPEIOCTABICHUN OYEPETHOTO €3KErOHOrO
OTITyCKa
13. ®opmupoBaHue .BEICHUE U XPaHEHHUE JINYHBIX JI€] COTPYIHUKOB
14. Ocopmienue u BefieHHe TOKyMEHTALUU 0 YYETY KaIpoB
15. TpynoBasi KHUXKa - OCHOBHOM JOKYMEHT O TPYAOBOI JiesTenbHOCTH paboTHUKa. [IpaBuiia
BE/ICHUS U XPaHEHUsI TPYAOBBIX KHIKEK.
16. 3amura nepcoHaNbHbIX JaHHBIX COTPYAHUKOB
17 Ilooupenne u AUCHUITIMHAPHAS. OTBETCTBEHHOCTh KaK MEpbl CTUMYJIMPOBAHUS TPYIa.
18. KagpoBas cinyx0a 1 ee MecTo B COBPEMEHHBIX YCIOBHUSAX
19. KanpoBslii ayaut
20. Kanpoast 6€301macHOCTh Kak (paKTOp KOHKYPEHTOCIIOCOOHOCTH COBPEMEHHOM OpraHU3aIliu.
21. 3anauu ciyx0bl epcoHana B 001acTH odbecrnedyeHus: 0e30MacHOCTH M0 KaJpOBOMY
HAIPAaBJICHUIO JESITEIbHOCTH OpraHU3aluu
22. 3amuTa KOHGUAESHIMATBLHON KaapoBoi HH(OpMaIK Ha OyMaXXHBIX U 3JIEKTPOHHBIX HOCUTENSAX
23. TexHosoruu ordopa KaHAUAATOB AJIsl TPYIOYCTPONCTBA
24. VcnbITaTeNbHBIN CPOK KAaK OJMH U3 YJIEMEHTOB MPOBEPKH JIOSUIBHOCTH COTPYAHHUKA. 25 3amuTa
TPYAOBBIX NpaB paOOTHUKOB
26. Ilcuxonornyeckuii KJIMMaT B OpraHU3aly Kak (hakTop, BIUAIONIMN Ha €€ KaJIPpOBYIO
0€30I1aCHOCTb.
27. IlpumeHeHne nH(GOPMAIMOHHBIX TEXHOJIOTHH /1 o0ecredeHns 3aluThl HHpOpMaluY Ha
AIIEKTPOHHBIX HOCUTENSAX

O 00 1N DN B~ W —
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