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1. OBIIME NNOJIOKEHUSA

HopmaTuBHO-IpaBOBbIE OCHOBBI Pa3padoTKH MPOrpaMMBbI:

—  @enepanpHbiii 3akoH 0T 29.12.2012 Ne 273-®3 «0O06 o6pazoBanmm B Poccuiickoit
®Denepauuny,

— Tlopsiaok opranusanuy 1 OCyIIeCTBICHHs 00pa30BaTeNbHOMN AESITETbHOCTH 110 OCHOBHBIM
nporpaMMaM mpohecCHOHATBLHOTO 00y4YeHUs (YTBEpXKIEH NMPHUKa30oM MHHHCTEPCTBA MPOCBEIICHUS
Poccuiickoit deneparuu ot 26.08.2020 r.Ne 438),

— Ilepeuyens npodeccuit pabounx, AOHKHOCTEH CITy>KalUX, [0 KOTOPHIM OCYILECTBISETCS
npodeccuoHanpHOe O0y4YeHHE, YTBEPKICHHBIA MpuKazoM MuUHHUCTepCTBa mpocBenieHus PO ot
14.07.2023 r. N 534,

— IIpodeccronanbHbii CTaHaapT Crneuunanuct o OpTraHU3aIHOHHOMY u
JIOKYMEHTAI[MOHHOMY OOCCIICUCHHIO YIIPaBJICHHUs OpraHu3anuedl (yTB. TpHKa3oM MHHHCTEpPCTBA
Tpyna u conuanbHou 3ammTsl PO ot 15.06.2020 r. Ne 333h),

— TpebGoBanus, yka3zanHele B  KBanudukalyoHHOM  CIPaBOYHUKE  JOJDKHOCTEH
PYKOBOAMTENEH, CIEUUATNCTOB U JAPYruX ciayxkammx 4-¢ usnaHue (YyTBEp)KIEH MOCTAaHOBIEHUEM
Muntpyna P® ot 21 aBrycra 1998 r. Ne 37 ¢ usmenenusamu ot 27 mapta 2018 r.).

ean peau3anuu NporpamMMsl

Lenbto peanu3an OpoOrpaMMbl SIBJISIETCSl MPUOOpETEHUE JMIAMHM Pa3JIMYHOrO BO3pacTa
npodecCHOHAIbHOM KOMIeTeHIMH 1o mnpodeccun 27299  Jlenonpou3BOAUTENb € y4ETOM
[TpodeccnonanbHoro cranpapra CrHenuMaJucT MO OPraHU3allMOHHOMY U JOKYMEHTALMOHHOMY
00eCreyeHNIo YNpaBiIeHUsl OpraHu3anuei (yrB. mpHKa3oM MHHHCTEpCTBA TpyAa U COLMAIBHOM
3amuThel PO ot 15.06.2020 1. Ne 333H).

TpynoeMKkocTh 1 CPOK OCBOEHHUSI POTrPaMMBbI

O6mmit 06bemM mporpammsl (dac.) — 160 yacoB, BKIIIOUas TEOPETHUUECKOE U MPAKTUUECKOE
obyuenue. [IpomomkurensHOCT, 00ydeHUs: — 1,5 Mecsilia B COOTBETCTBUHM C YY4E€TOM COZAECpP>KaHU
TpeboBaHui MPO(HECCHOHATFHOTO CTaHaaPTA.

TpebdoBanus k caymarensim

CaymarenssMu IporpaMMbl HOJATOTOBKHU 110 npodeccuut Jenonpon3BoIUTENb MOTYT SBISThCS
JMIa pa3Iu4yHOIo BO3pacTa,

®opma 00yueHHsI — OUHas.



2. XAPAKTEPUCTUKA MTPO®ECCUOHAJBHOM JEATEJIBHOCTH
BBIITYCKHUKOB U TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA ITPOI'PAMMBI

Ils1anupyemblie pe3yJabTaThbl 00y4eHHsI

B pesynbrare ocBOEHHS MpPOrpaMMbl OOYYAIOIIMKUCS JIOMKEH OCBOUTH BBIMOJHEHUE

MPEIyCMOTPEHHON TpodeCCHOHANbHBIM CTaHAapToM CHEeNuamucT 10 OPraHU3alMOHHOMY U

JOKYMEHTAITMOHHOMY 00€CIICUEeHHUIO YIIPaBICHHUS OpraHn3aliueii 00001eHHOi TPY10BOoii PyHKIMU:

B. I[OKYMGHTaI_II/IOHHOG obecrneucHue ACATCIIBHOCTH OpraHu3alyu; a TaKXKe

TPYAOBBIX (DYHKIMIA:

B/01.5 Opranu3zauusi padoThl ¢ JIOKYyMEHTAMU

TpynoBeie neicTBUA

[Tpuem n nepBuyHasg 00pabOTKa BXOAAIINX JOKYMEHTOB

[IpenBapuTensHOE PACCMOTPEHHE H COPTHPOBKA JOKYMEHTOB Ha
pErHCTpUpyEMBIE U HE PETHCTPUPYEMbIC

[ToaroToBKa BXOIIIINX JOKYMEHTOB ISl PACCMOTPEHUSI PyKOBOAUTEIEM
Perucrparus BXOJSIIMX JOKYMEHTOB

OpraHu3anyst JOCTaBKU JJOKYMEHTOB UCIIOTHUTEISIM

Benenune 6a3pl JaHHBIX JOKYMEHTOB OpraHU3aluu

Benenune nHpopMannoHHO-CIPABOYHON PabOTHI

O0paboTKa U OTIpPaBKa UCXOAS[IIUX JOKYMECHTOB

Opranuzanust paboTHl MO pETUCTpalMd, YYeTy, XpaHCHHIO M Iepeaaye B
COOTBETCTBYIOIINE CTPYKTYpPHBIE IOAPA3/ACICHUSI JOKYMEHTOB TEKYILETO
JIeTIOTIPOU3BOICTBA

KoHTpOoIb HCITOTHEHUS] JOKYMEHTOB B OpTaHHU3aIHH

TpeboBanus K
00pa3oBaHMIO U
o0y4eHunto

Paboratb co Bceil COBOKYITHOCTHIO HH()OPMATMOHHO-TOKYMEHTAIIMOHHBIX
pecypcoB OpraHH3aIlH

[Monp3oBaThCs 6a3aMu JaHHBIX, B TOM YHCJIE yIAICHHBIMH

[Tonp30BaTHCS CIIPaBOYHO-TPABOBBLIMU CHCTEMAMHU

[TpuMmeHsTH COBpeMEHHBIE HHPOPMAIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH
JUTS paboTHI C JOKYMEHTaMH, B TOM YHCJIE JIJISl €€ ONTHMU3AIMY U MTOBBIIIICHHS
a¢dhexTHBHOCTH

TpeboBaHus K ONBITY
MPaKTHYECKOH pabOTHI

HopMmatuBHbIE IpaBOBBIE aKTHl © HOPMATUBHO-METOIMUECKHE TOKYMEHTHI,
OIIPEACIISIONINE MOPSIOK JJOKYMEHTAMOHHOTO 00€CTIeYeH s YIPaBICHHS
CTpyKTypa OpraHusannu, pyKOBOACTBO CTPYKTYPHBIX MOPa3IeICHUH
CoBpemeHHbIe HH(POPMALIOHHBIE TEXHOIOTHU pabOThI ¢ JOKYMEHTaMHU
[opsinok paboThI C TOKyMEHTaMHU

CxemBbI JOKyMEHTO000pOoTa

[MpaBuita paboOTHI C BXOASIIMMU, HCXOASIIMMA ¥ BHYTPEHHUMH JIOKYMEHTAMHU
[paBuia opranu3anu 1 GOPMBI KOHTPOJIS HCIIOJTHEHHS JOKYMEHTOB B
OpraHu3aIyu

THunoBble CPOKK UCTIONTHEHHUS TOKYMEHTOB

[TpuHIMITEL pabOTHI CO CPOKOBOW KAPTOTEKOM

Ha3naueHne 1 TeXHOJIOTHA TEKYIIET0 U MPEAYHIPEAUTENEHOTO KOHTPOIS
[IpaBuia JOKyMEHTAIMOHHOTO 00ecreueH s AeATEIIbHOCTH OpraHu3ain
Bupl 1OKyMEHTOB, X Ha3HaYCHUE

TpeboBanus, npenbsBIseMble K JOKYMEHTaM B COOTBETCTBUU C
HOPMAaTUBHBIMH aKTaMH U TOCYJapCTBEHHBIMU CTaHAAPTAMH

[IpaBuna coctaBneHus: 1 oQopmieHnss HHHOPMAMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPaBICHUECKUX TOKYMEHTOB

[TpaBuia co3manust U BeAeHH 0a3 JaHHBIX CITy>KCOHBIX IOKYMEHTOB B
OpraHM3aINu

CHCTEeMBI NIEKTPOHHOTO TOKYMEHTO000pOoTa

[IpaBuia 1 CPOKU OTTIPABKH HCXOISIINX TOKYMEHTOB

TpeboBanus oxpaHsl TpyAa




B/02.5 Opranuszanusi TeKymero XpaHeHusi J0KyMeHTOB

TpynoBbIe AeiiCTBHS — llpumeHeHre HOMEHKIIATYPHI AT OpraHU3aIuU

— IIpoBepka npaBUIBLHOCTH OOPMIICHHS JOKYMEHTOB U OTMETKH 00 UX
WCTIOJTHEHHH TIepe]] KX (POPMHUPOBAHKUEM B JICIIO JUIS MTOCISAYIONIETO XPaHEHUS

—  ®opMynupoBaHUE 3aTOJIOBKOB /I U OTIPEIETICHIE CPOKOB X XPaHCHUS
dopmupoBaHUe e

— KoHTponb mpaBuiIbHOTO U CBOEBPEMEHHOTO PACIPEIEIICHUS U ITOAITHBKA
JTOKyMEHTOB B JIeNa

TpeboBanus K — OpraHu3oBbIBaTh paboTYy MO YYETy, XpaHCHUIO U Iepeiaye B
00pa3oBaHUIO U — COOTBETCTBYIOILICC CTPYKTYPHOEC MOAPa3aACICHUE JOKYMEHTOB TEKYILETO
00y4YEeHHUIO JIeIIONPOU3BO/ICTBA

— Hcnonp30BaTh HOMEHKIIATYPY [€J1 IPU U3YUYEHHH CTPYKTYphl OpraHU3aluY,
COCTaBJICHUU OIUCEHN AeT

— Opranu3oBsIBaTh paboTy MO (POPMHUPOBAHUIO €T B COOTBETCTBUH C
YTBEP>KICHHON HOMEHKIATYPOU A€l OpraHu3aluu

— IlpaBunbHO U cBOEBpeMEHHO (HOPMHUPOBATH TOKYMEHTHI B IefIa C Y4eTOM MX
CrieIU(pUKH

- CI/ICTCMaTI/ISI/IpOBaTI) JOKYMCHTBI BHYTPHU [€j1a

— OOecnieunBaTh COXpaHHOCTH ¥ 3alIUTy JOKYMEHTOB OpraHu3auuu [IpuMeHsTh
WHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH IS PabOTHI C

JIOKyMEHTaMH
TpeGOBaHHS K OIBITY — HopmartuHBIE TPaBOBbIE aKThI, HOPMATHBHO-METOUYECKUE IOKYMEHTBI,
TIPaKTHIECKON paGOTEI TOCY/IapCTBEHHBIE CTAHAAPTHI, OMPEIEIISIONINE TIOPSIIOK

—  JIOKYMEHTalMOHHOTO O0eCIIeUeHUs! yIpaBICHUS

— Bwuasl HomeHkIaTyp, o0nHe TpeOGOoBaHUS K HOMEHKIIATYpE, METO/INKA e¢
COCTaBJICHHSI U OOPMIICHHS

— Tlopsamox ¢popmupoBanust u opopmiieHus e, cnernrdura GopMupoBaHUs
OT/EJBHBIX KaTErOpHii Je

— IlpaBuia XxpaHeHUs €1, B TOM YHCJIE C JOKYMEHTaMU OTPaHUYSHHOTO JOCTYTIa

— IlIpaBuiia BbIIa4M M UCHOJIB30BAHHS JJOKYMEHTOB H3 C(OPMUPOBAHHBIX JETT

— TpeboBaHus oxpaHsl TpyIa

B/03.5 Opranusanusi 00padoTKu aeJ1 1S MOCcJeAy01ero XpaHeHust

Tpy/oBbIC JeHCTBHS — IlpoBepka cpoKOB XpaHEHHs JOKYMEHTOB, COCTABJIEHHE ITPOTOKOJIA

—  paboThI 3KCTIEPTHONH KOMUCCHU 110 IIOATOTOBKE JOKYMEHTOB K XPaHEHHIO, aKTa O
BBI/IETICHUH K YHUUTOXEHHIO JOKYMEHTOB, HE MOAJIEKAUXXPAHEHUIO

— CocraBnenue BHyTpEHHEH ONMUCH Jel sl 0c000 LIEHHBIX JOKYMEHTOB

—  OdopmIieHue gen MOCTOSHHOTO, AOJITOBPEMEHHOTO CPOKOB XpaHEHUS

—  Odopmienune 0070KKH A€ TOCTOSIHHOTO, T0JTOBPEMEHHOTO CPOKOB XPaHEHUS

— CocraBieHue ONUCH J1e] TOCTOSHHOTO, T0JITOBPEMEHHOTO CPOKOB XPAHEHUS

— Ilepenaua nen B apXuB OpraHu3aluu

Tpe6oBaHus K — Ilomp30oBaThcs MepeyHSIMHA JOKYMEHTOB U aHAJTHM3UPOBATh (PAKTHUECKOE
00pa30BaHHIO 1 COZIepYKaHNE UMEIOIINXCS B JIejIe IOKYMEHTOB ITPU OIPEISICHUH CPOKOB HX
00y4eHHIO XpaHCHUs

—  OdopmiaTh 00JI0KKH JIENT TOCTOSIHHOTO ¥ BDEMEHHOTO CPOKOB XpaHEHUS B
COOTBETCTBHH C TPEOOBAHUSIMH rOCYaPCTBCHHBIX CTAHIAPTOB

— IIpou3BOaUTH XpPOHOJIOTHYECKHA-CTPYKTYPHYIO CHCTEMATH3AINIO eI

— Ilpumensars nHOOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH JIJIsl paOOTHI C
JIOKyMEHTaMH




TpeGOBaHMS K OIBITY — HopmartuBHbIe TpaBOBbIE aKThI, HOPMAaTHBHO-METOAMYECKHIE JOKYMEHTEI,

IIPAaKTHYECKOI paGoThl rOCYJapCTBEHHBIE CTaHIAPTHI, ONPEACISIIONINE MOPSIOK TOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBiIeHHsI

— Kpurepun paznenenust JOKyMEHTOB Ha TPYIITBI B COOTBETCTBUH C IEHHOCTHIO
uH(pOpMaINH, colep)KaIeicss B HUX

— Tlopsimok ucnonbp30BaHMsI TUIIOBBIX WM BEIOMCTBEHHBIX IIEpeYHEN JOKYMEHTOB,
OTIpeIeNICHHs CPOKOB XpaHEHUs B MPOILIECCE SKCIEPTH3bI IEHHOCTH JOKYMEHTOB

— Tlopsimok co3manusi, OpraHu3anry U JOKYMEHTHPOBaHHsI PaOOThI SKCIIEPTHOM
KOMHCCUHU

— IlIpaBuia coctaBneHus U yTBEPKACHHS IIPOTOKOIA PAOOTHI SKCIICPTHOM
KOMHUCCHH

— IIpaBuia cocTaBneHUs U YTBEPXKICHHS aKTa O BBIICICHUH JOKYMEHTOB, HE
HOJISKALIUX XPAHSHUIO

— IlpaBuna Texundeckoit 00pabOTKH 1 MOJTHOTO OPOPMIICHHS JIENI IOCTOSTHHOTO U
BPEMEHHOT'O CPOKOB XpaHEHHUS

— IlIpaBuia cocTaBieHHUs OMUCH /€] OCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHCHHUS
B COOTBETCTBUH C JICHCTBYIOIIMMHA HOPMATUBHO- METOANIECKUMH JIOKYMEHTAMH

— IlIpaBuia mepemaun ey B apXuB OpraHU3aliu

— TpeboBanus oxpaHsl TpyIa

B coorBerctBUM ¢ TpeOoBaHWSIMH, YyKazaHHBIMH B KBanndukanmoHHOM CIpaBOYHUKE
JOJDKHOCTEN pPYKOBOAMTENEH, CHEUAINCTOB U JPYruxX ciyxamux 4-e wusjnaHue (yTBEpXkJIeH
nocraHoBieHneM Muntpyna P® or 21 asrycra 1998 r.

Ne 37 ¢ usmenenusimu ot 27 mapta 2018 1.), B pe3yapTaTe OCBOEHUS MIPOrpaMMbl 00 ydarouecs
00)CHbl 3HAMD: TIOCTAHOBJIEHMSI, PACIIOPSIKEHUS, MPHUKaA3bl, JPYrHe PYKOBOASIINE M HOPMATHBHBIE
JOKYMEHTBI BBIMIECTOSAIIMX M JPYTHX OPraHoOB, KacaloIIMecs BEICHUs JCIIONPOU3BOJACTBA B
OpPraHu3alMy; OCHOBHBIE MOJIOXKEHUS EIWHOW TOCYyIapCTBEHHOW CHCTEMBI JEJONPOU3BOJICTBA;
CTaHJApThl  YHU(HUIMPOBAHHOW  CHUCTEMBl  OPraHHW3alMOHHO-PACHOPSIUTENbHON  JJOKYMEHTAIuH;
CTPYKTYpY OpraHM3allMd U €€ IOJpa3/eleHUui; MOPSJIOK KOHTPOJIA 3a MPOXOXKJIECHHEM CIIyKEOHbBIX
JIOKYMEHTOB; 3aKOHOJATEJIIbCTBO O TpylAe M oxpaHe Tpyna Poccuiickonn ®enepannn; npasuia
BHYTPEHHEI0 TPYAOBOI'O pAacCHoOps/IKa; MpaBWJia U HOPMBI OXpaHbl TPy/Aa, TEXHUKHU O€30MacCHOCTH,
IIPOU3BOJICTBEHHON CAaHUTAPUU U MPOTUBOIIOKAPHOMN 3aIUTHI.

dopMa UTOr0BOI aTTeCTALMM — KBATU(PHUKAITMOHHBII SK3aMeH.

BoipaBaembii AOKYMEHT — CBUJACTEIILCTBO YCTAHOBJIICHHOI'O o6pa3ua.




3. METOOANYECKASA IOKYMEHTALUS, OIPEAEJIAIOIIAA COAEPKAHUE
N OPTAHU3ALINIO OBPA3OBATEJIBHOI'O ITPOLHECCA

3.1. YUEBHBIA ILUIAH
[TPO®ECCUOHAJIBHOI'O OBYUEHUS

21299 J/lenonpouszeooume.inb

Cpoxk 00y4eHus ¢ no
B ToM uucne:
Beero, | EKIMH [Ipaktnuec|IIpomexyr Dopma
Ne i/t KprBI, IIPECAMEThI qac Kue OYHBIU H\, KOHTPOJIA
3aHSTHUSI | NTOTOBBIN
KOHTPOJIb

1. OowmenpogeccuoHAILHBIN Y4eOHbI 6 4,5 - 1,5

HHKJI
1.1 OCHOBBI 5KOHOMUKH OpraHU3aIluu 2 1,5 - 0,5 3a4eT
1.2 |lenoBas KynbTypa 2 1,5 - 0,5 3ayer
1.3 |Oxpana Tpyna 2 1,5 - 0,5 3a4eT
Dl IlpodeccnoHaNbHBIA UKJI 70 42 22 6
2.1 JlokyMeHTalmoHHOe o0ecreueHue 40 28 10 2 13

JeSITeIbHOCTH OpTaHU3allu
2.2 |OpraHu3zanuoHHas TEXHUKA 10 6 2 2 13
23 OcCHOBBI pe1aKTUPOBaHUs TOKyMEHTOB | 20 8 10 2 13
3. YueOHasi npaKTHKA 68 - 62 6 a3

Koncyabranun 8 8 - -

Hmozoeana ammecmayusn 8 - - 8

Bcero: 160 54,5 84 21,5

Tosacnenus k yuebnomy niamny:

1. Y4eOHBI! TIIaH COCTaBIEH Ha OCHOBAHWHM TpeOOBaHMH MPOo(dhecCHOHAIHHOTO CTaHAapTa K YPOBHAM
kBajudukanun mo npodeccun CriequanicT N0 OPraHu3adOHHOMY M JOKYMEHTALIHOHHOMY 00€CIIeueHHIO
ynpasieHus opranmzanueid. OOyueHue 3aKkaHIMBaeTCs cadei KBaTM(UKAIMOHHOTO 9K3aMeHa.

2. JUCHMILIMHBI ¥ MOIYJIM 00IIeNPo(eCCHOHATBHOIO M MTPO(ECCHOHATIBHOTO IIUKIIOB SBISIOTCS 00s13aTeIbHBIMU
JUTSI aTTECTALMU 3JIEMEHTAMHU IIPOTPaMMBI, X OCBOCHHE JOJKHO 3aBEPIIAThCS IPOMEKYTOUHON aTTecTaluen —
3ayeToM Win A HepeHIUPOBAHHBIM 3a4ETOM.

3. 3adeTsl U MU PepeHIINPOBAHHBIC 3a4€ThI TIPOBOJIATCS 32 CUET YaCOB, OTBE/ICHHBIX Ha IPOBECHHE
TEOPETUYECKOro 00yUIeHHsI.

4. KpanndukauoHHBIN 9K3aMeH COCTOUT M3 3aJaHHUi CIeAYIOIUX BUIOB: TEOPETHUECKOE 3a7aHue B hopme
TECTUPOBAHHUS; BHIOIHEHUE MPAKTHIECKOM KBaMM(PUKAIMOHHON paboThI Ha MOITBEPKICHHE YPOBHS
kBanudukauu (paspsia).



3.2. KanennapHslii yueOHblii rpaguk npodgeccHoHAIBLHOT0 00yUeHus Mo nporpamMmme npogecCHOHAILHOI MOAT0TOBKH MO Mpodeccuu

21299 lexonpou3BoauTeib (MpodeccHOHATbLHAN MOAT0TOBKA)

HaumeHoBanue Bee Kasneniapubie v yueOHbIe THU
Tro
JHCHMILIHH uac 1 Hemensn 2 Henest 3 nemens 4 Henenst 5 Hegensn 6 Hexean
o8 1 2 3 4 5 6 7 8 9 10 11 12 13 | 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36
OCHOBBI 5 KOHOMHUKH 9 |Tema
3aer
OpraHu3aluy 1,2
€JI0Bas KyJbTypa Tema
i Y. Yp 2 1.2.3 3auer
OXpaHa Tpyaa 2 |Tema Tema
1,2 3
3a4€T
JlokyMeHTalMoHHOe 40
obecrieueHne Tema | Tema | Tema [ Tema | Tema | Tema | Tema [ Tema [ Tema | Tema 3auer
IEeATEIIbHOCTU 1,2 (34| 5 6 7 | 89 [10,11]12,13|14,15{16,17
OpraHu3alnuu
OpFaHI/ISaIII/IOHHaH 10 Tema Tema Tema Tema
TEXHHUKA 1,2 3 4 3
3auer
OCHOBBI 20
Tema | Tema | Tema | Tema
peAaKTUPOBaHUS | > 3 4 |3ater
JIOKYMEHTOB
Vyeb 68 Tema|Tema | Tema| Tema| Tema | Tema | Tema [ Tema | Tema | Tema | Tema | Tema 3aue
“ICOHas HpakThKa Ll 22233333 [
Koncynprammmn 8 K | K
KBanudukannoHHbIiH 8 3
JK3aMeH
Uroro: 160 4| a|aalalalalalalalalalalale|alalal2]6]6]6]/6|6|6|6|a[a]lalalale]a]4 8




3.3 Paboune nporpamMmbl y4eOHbIX JUCHUILIAH

MuHHCTEepCTBO 00pa3oBaHms bearopoackoit odmacTu
ObmacTHOE TOCyIapCTBEHHOE aBTOHOMHOE Mpo(eccnoHaabHOe 00pa3oBaTebHOE YIPEKIeHIE
«llleOekMHCKHIT TEXHUKYM MPOMBIIIJICHHOCTH U TPAHCIIOPTa)

OCHOBHAAA ITPOTPAMMA NPO®ECCHUOHAJIBHOI'O OBYUYEHUA
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1. TACIIOPT PABOYEM ITPOT'PAMMBI YUEBHOM JUCHUITINHBI
OCHOBBI DKOHOMUKH

1.1. O6saacTh NpUMeHeHHsI NPOTrPAMMBbI

Pabouas mporpamma y4eOHON AMCHUILIMHBI SBJISIETCS YacThbIO OCHOBHOM 00pazoBaTeIbHOM
MporpaMMbl  MPOQeCcCUOHANBHOIO 00ydeHus (mporpamMmsbl MpodeccHOHANbHON MOArOTOBKH) IO
npodeccun Jlesonpon3BoauTeib.

1.2. MecTO TUCHUIJIMHBI B CTPYKTYPe OCHOBHOI NnpodeccHOHAIbHOH 00pa30BaTeIbHOM
NPOorpamMmsbI:
JlMcuuIinHa OTHOCHUTCS K Tpymie o0menpohecCHOHaTbHBIX JUCIIUTLINH.

1.3. Hesu 1 32124 JUCHUIJIMHBI — TPeOOBAHMS K Pe3yJbTaTaM OCBOEHUsI AN CHHUILIMHBI:
yMeTh:

— BbIOUpATH HEOOXOIUMYIO OpraHU3alMOHHO-TIPABOBYIO bopmy
PEIITPUHAUMATEIIBCKOM JIeATEITBHOCTH;

— TMPUHUMATh PEIICHUS IO BOIPOCAM, CBS3aHHBIM C OpPraHU3aIMel MPeaIPUHUMATEIBCKOTO
JieNia, BIAQJCTh PAIMOHAJIBHBIMUA TPUEMAMH TIOMCKA M HCIIOJIB30BAHHUS KOMMEPYECKOM
nHpopmanuu;

3HATh:

— CYIIHOCTh OCHOBHBIX IIOHSATHI U MeXaHWU3Ma Ou3Heca,;

— OCHOBHBIC THUNBI W OPraHHU3AIMOHHO-TIPABOBBIC (OPMBI TMPEANPUHAMATEIBCTBA, UX
OCOOCHHOCTH U MPEUMYIIIECTBA,

— (opMBI MAPTHEPCTBA B MPEANPUHUMATEILCKON JISATSIILHOCTH;

— OCHOBBI OM3HEC-TNTAHUPOBAHUS U JPYTUX ACTIEKTOB YIPABICHUS KOMMEPUECKOMH
OpraHu3aluu.

Ha peanuzarmuto PaGodeit mporpamMmmbl OTBOAUTCS 2 Yaca.
3aBepiaercst 00ydeHue 1mo yueOHO! TUCIUITIMHE IPOBEICHUEM 3aUeTa.



2.CTPYKTYPA U COAEP)KAHUE YYEFHOU JUCITATLIAHBI

YUEBHO-TEMATHYECKHH IVIAH U COAEP)KAHUE MOJY.JIS1 «OCHOBBI SdKOHOMUKW»

Ne HauMeHoBaHHE TeM Coaep:xkanue OO0mmii B TOM YHCJIE Camoct. [TecTamus,
n/m o0bem |Jleknumn, yac.|[IpakTuye| padora, yac.
4acoB CKHe, yac.| 4ac.
1. OpFaHH3aHHOHHO- CymHOCTL HpeILHpHHHMaTeJILCKOI‘/'I JOEATEIIbHOCTH, 0,5 0,5
paBoBble  (HOPMBI CYOBEKTbI U OOBEKTHI IPEANPUHUMATENBCKON
MpeaPUATHI JesaTenbHOCTH; OpraHn3aliOHHO-IIPABOBbIE
dbopMbl IpeAnpusATHii; 00beTUHEHUE U
peopraHuzanus NpeaupusITHi, MOPsI0K
CO3/IaHMSI U TIPEKPAICHUE IEATETbHOCTH
MpEATPUSITHS.
2.| busnec - manupoBanue | lleHooOpa3oBaHue Ha MNPOAYKIHIO, CHUCTEMA 1 1
TIPETPHUSITHS HAJIOrOOOJIOKEHUs, OpraHu3anus Tpyaa u
3apa00OTHOW  TUIaThl,  OW3HEC-TUTAHUPOBAHHE,
MICUXOJIOTHSI u 3TUKA KOMMEpYECKOH
JIeSITENIbHOCTH.  JleITenbHOCTh TPEeanpUsTUs B
CUCTEME XO3MCTBEHHOTO y4eTa.
3.| 3auer 0,5 0,5
4.| UTOI'O 2 1,5 0,5




3. YCJIOBUSA PEAJIN3AIIMU PABOYEN ITPOT'PAMMBI YYEBHOM JTACIHUILIAHBI

MarepuajibHO-TeXHUYECKOe oOecneyeHue

[Iporpamma IpeAaroaraet HaJIM4ne yueOHOro KabuHeTa COIMATBHO-
SKOHOMHUYECKUX TUCIUTUIHH.

O6opynoBanne yaeOHOTO KaOWHETA:

—  MeOenb, npeaHa3HaYeHHas IS TPYIITAPOBKU B Pa3IMYHBIX
KOH(UTYypanusx;

— pabouee MEeCTO MPErnoaBaTes;

—  KOMIUIEKC y4eOHO-METOIMUECKON TIOKYMEHTallUU. TeXHUYECKHUe CPeICTBa O0yUCHHUS

—  DJIEKTPOHHBIE BUJECOMATEPHUAIIBI;

—  HOYTOYK;

—  IIPOEKTOp.

HNudopmanuonHoe obecnevyeHue o0ydeHus

1. Koucturynus Poccuiickoit @enepaunn

2. TD'paxnanckuii kogexc Poccuiickoii Gpenepamuu (dactu 1, 2)» ot 30.11.1994r. Ne51-®3 (pen.
ot 02.07.2005 1) [ DnexTpoHHbIA pecype]| — Pexxum goctyma: www/consultant.ru

3. Hanoroseiii xomekc Poccuiickol (enepanuu [DnekTpoHHbIA pecypc] — Pexum gocryma:
www/consultant.ru

4. Tpynosoii komekc Poccuiickoit ¢enepanum [DnekTpoHHbi pecypc] — Pexum mocTyma:
www/consultant.ru

5. @3 «O6 00mecTBax ¢ OrpaHUYEHHOM OTBETCTBEHHOCTHIO» OT 26.02.1998r.
Ne 14-®3 (pen. ot 29.12.2004r.).

6. @3 «O06 akMOHepHBIX 00mEecTBax» oT 26.12.1995r. Ne 208-®3 (pexn. ot 29.12.2004r.)
7. @3 «O npousBoACTBEHHBIX KoonepaTuBax» oT 08.05.1996r. Ne 41-®3 (pex. ot 21.03.2002r.).

8. ®3 «O rocyaapCTBEHHBIX M MYHHWIMIIAILHBIX YHUTAPHBIX NPEANPUATUSAX» OT 14.12.2002r.
Ne 161-@3 (pex. ot 08.12.2003r.).

9. @3 «O pasBUTHM MaJOro M CPEIHETO MPEANPUHUMATENLCTBA B PD» or 24.07.2007 Ne
209 - @3

Ocnoesnble UCMOYHUKY

1. Beuxanos, I'. C. DxoHoMHuecKkas O6e3onacHocTh: Yuebnuk / I'. C. Beukanos. — CII6.:
ITurep, 2022. — 384 c.

2. Hcropus npeanpuruMarenbersa Poccnu: kype nekuuii. C.1M. Cmeranun. — M.: KHOPYC,
2022.-192c.

3. Kpyrnosa, H. FO. OcnoBsl 6usHeca (npeanpuruMarenbeta: yaeOnuk / H.IO. Kpyrnosa. —
M.: KHOPYC, 2022. — 544 c.

4. Habatnukos, B.M. Opranuszanus NIpeaNpPHHAMATENLCKON —JEATENBHOCTH:  Y4eGHOE
nmocooue/B.M. HabataukoB. — PoctoB-Ha /I.: ®erunkc, 2022 — 256 c.

5. TlpemnpunumarenbctBo: yueb. / mox penakiuei B.SI. Topduukens, I'.B. Tlonska, B.A.
[MBangapa. — M.: KOHUTHU-ITAHA, 2023 — 581 c.
Llonoanumenvrvie ucmoyHuKu

1. Jrwo6umos JILJI., Panrero H.A. OcHOBBI 5KOHOMHYECKHX 3HaHUH, M.: Bura- [Tpecc, 2008r.

2. Kpyruk A.B. Opranusanus npeanpuHIMATeNbLCKON JeATeNbHOCTH: yuel. mocobue / A.B.
Kpyruk, M.B. PemieroBa. - M.: U3narenbckuii neHTp «Akagemus», 2009.
3. Tpemnpunumarensckoe: Yueonuk / Iox pen. E.IN. I'y6una, ILT. JlaxHo. - M.: FOpucts,
2009.
4. SIxoses, I'A. Opranuzanus MIPEANPUHUMATEIILCKON JeATEbHOCTH:
Vueb. mocodue. - M.: PJ1J1, 2009.

5. Manoe u cpendee npeanpuauMarenscrso B Poccun. 2009: Crar. ¢6./ Pocerar. - M., 2009.
—151c.
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4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMSI YUEFHOM JJUCIATLIIMHBI

OIEHOYHBIE MATEPHUAJIBI

[lepeuens Borpocos Kk 1udGepeHIUPOBaHHOMY 3aUYETY 110
MOy 0 «OCHOBBI SKOHOMHUKI

Oransl pa3BUTHUS NPEANIPUHUMATENBCTBA

CyObeKTbl U 00BEKTHI IPEIPUHUMATEIBCKOM JeSITETbHOCTH.

[lenn u 7n0rMKa, OCHOBHBIE NPUHLMIBI U YCIOBUS NPEAIPUHUMATEIbCKON
JESITEIbHOCTH.

Perucrpanus npeanpustuit

Peopranu3zanus, 6aHKpOTCTBO U IMKBUAALUS TPEATIPUATUN

YcTaB npeAnpusTUs, UMYLIECTBO U YCTaBHbIHM KaluTal.

Knaccudukanus npeanpuHUMaTeNbCTBA.

Opranu3anoHHO-IPaBOBbIE (hopMBI [IpEeAIpUHUMATENbCTBA! o0rmas
XapaKTepUCTHKA.

OcCHOBHbBIE 3aKOHOJIATENIbHBIE AKTHI, PErYIMPYIOIIME MPEANPUHUMATEILCKYIO 1E€ATEIbHOCTD
B Pocculickoit @enepanuu.

OpranuzanuoHHO-ITPaBOBbIE dbopMBl  TIpEANIPUHUMATENHCTBA: TOBapHUILECTBA,
o0miecTBa, KOOEPATUBBI U YHUTAPHBIC IPEIIPUITHS.

HpaBOBLIe OCHOBBLI JIMIICH3UPOBAHUA.

ITpaBoBoe peryanupoBaHue IpEKpaleHUs NPEAIPUHUMATENBCKON
JEeSITEbHOCTH.

[IpaBoBoe perynupoBaHue JOTOBOPHBIX OTHOUIEHUN NPEAIPUHUMATEIIS.

Buapl X035iCTBEHHBIX JOTOBOPOB, UX COCTAB U XAPAaKTEPUCTHKA OCHOBHBIX YCJIOBHUH.
Mexanusm rOCyJapCTBEHHOT'O peryapoBaHus LIEH Ha  IPOU3BOAUMYIO
IPOTYKILHIO.

Hanorosoe perynupoBanue npeanpruHAMATEIbCKON AESITETbHOCTH.

I'ocynapcTBEeHHOE PETYIMPOBAHUE KAYECTBA IIPOAYKIIMH.

Crtpykrypa KpeaAuTHOH cucTteMbl. CyIIHOCTb, BUIBI M (POPMBI KPETUTA.

B3anmooTHOIIEHUST TIpeAIpUHUMATENE C  HAJOrOBOM  CHCTEMOM, OpraHH3alHsIMU-
KpeAUTOPAMHU, CTPaXOBBIMU OPTaHU3ALMSIMH, YUaCTHUKAMU PbIHKA IEHHBIX Oymar.

CymHoCTh ¥ BUABI KOMMEPYECKHX ONEPALINI, KOMMEPUYECKO-ITOCPETHUYECKON IEATEIIBHOCTH.
DopMbI KOMMEPYECKUX JOTOBOPOB (KOHTPAKTOB) U MX COZEp KAHUE.

Opranusanys 1 oKa3aTeNln Pe3yIbTATUBHOCTH KOMMEPUYECKON AESTEIbHOCTH.

[TpaBoBoe perynupoBanue GopMUPOBAHUS C€OECTOMMOCTHU BBIITYCKaeMOM MPOITyKIIHH



METOAUYECKHUE MATEPHAJIbBI

Metoauueckasi pa3padoTKa 3aHATHS

Tema: Oprann3annoHHO-IPaBOBbIe (OPMbI IPEATPUSTHIA.

Henab: ananmu3  BUAOB  MpeANPUHUMATEIHCKON JIeSITEIIbHOCTH U OIpeleieHHe
THUIIOJIOTUHA KOMMEPUYECKOI OpraHu3aliuu.

3agaun:

CdopmupoBaTh NOHATHUSA: CYLTHOCTh MPEANPUHUMATEIBCKOMN 1€ATEeIbHOCTH, BUIbI
MpeANpUHUMATEIHCTBA, CyOBEKThI u O0OBEKTHI peIPUHUMATEIBCKOMN
NesITeNIbHOCTH; OPraHU3allMOHHO-TIPABOBbIE (POPMBI IPETPUSITUH.

3aKpenuTh M KOHKPETHU3WPOBATh 3HAHUS CTYACHTOB B OOJACTH MPUMEHEHHS OCHOBHBIC
MOJIOKEHHUSI HOPMATUBHBIX JOKYMEHTOB B IPOLIECCE OCYIIECTBICHUS aHAIN3a BUIOB
MpEANPUHUMATENIbCKOMN I€ATEIbHOCTH U ONPECICHUS TUIIOJIOTMH KOMMEPUECKOM OpraHu3aluu.

OOpa3oBaTte/ibHbIE Pe3Y/IbTATHI:

OOyuaromuiicst JOHKEeH

ymems:

— XapaKTCpU30BaTb BUbI HpeILHpI/IHI/IMaTeJIBCKOf/i JACATCIBHOCTHU 1
— HNpCANPUHHUMATCIILCKYIO CPEAY;
— HNPUMCHATb OCHOBHBIC ITOJIOKCHUAHOPMATUBHBIX TOKYMCHTOB B ITPOLICCCC

— IPOBOAUTH aHAJIN3 BUI0B HpeI[HpHHHMaTCHBCKOfI JACATCIIBHOCTU U OIIPCACIIATD
THUITIOJIOT'HH KOMMep‘IGCKOI\/JI OpraHus3anmyu.
3Hambo:

— THUIOJOTHIO NPCANIPHUHUMATCIILCTBA,

— OpraHM3alMOHHO-TIPaBOBbIE (POPMBI MPEATIPUHUMATENBCKOM 1EATETbHOCTH.

KpaTrkue Teopernyeckue u yuedOHO-MeTOANYECKHE MATEPHAJIbI

W3Bneuennss u3  I'paxxaaHckoro kogekca  PD,  kacarommecs IIPEIIPUATUN
Pa3IMYHbIX BUJOB:

Cr. 87.1. 1. OOGmecTBOM C OrpaHMYEHHOH OTBETCTBEHHOCTBHIO IMPHU3HAETCS YUPEKICHHOE
OJIHUM WJIM HECKOJbKHMH JMIIAMH OOILECTBO, YCTaBHBIM KalMTajdl KOTOPOrO pa3/esieH Ha JOJH
OTIpEeJICJIEHHBIX YUPEAUTENbHBIMU JTOKYMEHTAMU Pa3MEpOB; YYaCTHUKH OOIIECTBA C OrPaHUYECHHOM
OTBETCTBEHHOCTBbIO HE OTBEYAIOT IO €ro 0053aTeNbCTBAM M HECYT PUCK YOBITKOB, CBA3aHHBIX C
JesITeTbHOCTBIO OOIIECTBA, B MpeJieslaX CTOMMOCTH BHECEHHBIX MU BKJIQJI0B.

Cr. 90.1. 1. VYcraBHblii KanuTan oOLIECTBA C OrPaHUMYEHHOW OTBETCTBEHHOCTHIO,
COCTaBJISIETCSI U3 CTOMMOCTH BKJIAJIOB €0 YYaCTHUKOB.

Cr. 91.1 1. BeiciiuM opraHoM oOIIECTBa C OTPAaHUYEHHOM OTBETCTBEHHOCTBHIO SBIISETCS
obmiee coOpaHue ero y4acTHMKOB. B 00IiecTBe ¢ OrpaHHMUYEHHOW OTBETCTBEHHOCTHIO CO37AeTCA
WCIIOJIHUTENIbHBIN opraH (KOJUJIerHajdbHbId M (WIM) €IWHOJIMYHBIN), OCYIIECTBISIOIIMN TeKyllee
PYKOBOJICTBO €T0 JIeSITEbHOCTBIO M IOIOTYETHBIN 00111eMy COOpaHHIO €ro y4aCTHUKOB.

Cr. 92.1 1. OOuiecTBO ¢ OrpaHUYEHHOM OTBETCTBEHHOCTHIO MOXKET OBITh PEOPTaHHU30BAHO
WIN JIUKBUIMPOBAHO J0OPOBOJIBHO MO €MHOTIACHOMY PEILIEHUIO €T0 YYaCTHUKOB.

I. OOmiecTBO € OrpaHMYCHHOW  OTBETCTBEHHOCTHIO  BIIpaBE  MPeoOpa3oBaThCS
aKIMOHEPHOE O0IIECTBO MIIM MTPOU3BOICTBEHHBII KOOTIEPATHB.

Cr. 94 YuacTHUK 0O0lIecTBa ¢ OTPaHUYEHHOM OTBETCTBEHHOCTHIO BIIPaBE B JHOOOE BpeMs
BBIMTH W3 00IIeCTBa HE3ABICHMO OT COTJIACHS IPYTUX €ro YYacTHHKOB. [Ipu 3TOM eMy moimkHa OBITh
BBIIJIJaU€Ha CTOMMOCTh YacTH HMMYILNECTBA, COOTBETCTBYIOLICH €ro [ojie B YCTaBHOM KaIuTale
oOmiecTBa.

Cr. 96. 1. AkioHepHBIM OOIIIECTBOM NMPHU3HAETCS OOIIECTBO, YCTABHBIM KalmMuTana KOTOPOTO
pasziesieH Ha ONpPEACIICHHOE YWCIIO aKIWHW, YYaCTHUKH aKIIMOHEPHOTO 00IecTBa (aKIMOHEPHI) HE
OTBEYAIOT IO €ro 00513aTeNLCTBAM U HECYT PUCK YOBITKOB, CBA3aHHBIX C JICATEIBHOCTHIO O0IIECTBA, B
npeeaax CTOUMOCTH MPUHAANEKAIIUX UM aKIIHH.

Cr. 102. 1. [ons npuBHICTUPOBAHHBIX aKUUH B o0mleM 00BbEME YCTaBHOIO KaruTaia
aKLMOHEPHOT0 00I1IeCTBa HE JTOJIKHA MPEBbIAThH 25 MPOIEHTOB.

2. AxuuoHepHOe OOILIeCTBO BIpABE BBIMYCKATh OOJMTALUU TOJBKO MOCJIE MOJHOM OIUIATHI
YCTaBHOTO KaluTana.



Cr. 103. 1. BeiciuM opraHoM ympaBieHHS aKIMOHEPHBIM OOIIECTBOM SBJISIETCS OOIIee
coOpaHue ero akIOHEPOB.

2. B oOmectBe c wuyuciaoMm akmuoHepoB Oonee 50 co3maeTcss COBET JAMPEKTOPOB
(HaOr01aTENbHBIN COBET).

Cr. 104. 1. AxunoHepHOE OOIIECTBO MOXKET OBITh PEOPraHU30BAHO WJIU JIMKBUIAPOBAHO
TOOPOBOJIBHO TIO PEIICHUIO OOIIET0 COOpaHUs aKIIMOHEPOB.

2. AxkuuoHepHOe OOIIeCTBO BIpaBe IMpeoOpa3oBaTbcsi B OOIIECTBO OrpPaHUYCHHON
OTBETCTBEHHOCTBIO WJIM TPOU3BOJICTBEHHBIN KOOIEPATUB, a TAK)KE B HEKOMMEPUECKYIO OpraHU3aIUIo
B COOTBETCTBUU C 3aKOHOM.

Cr. 107. 1. TIpou3BOACTBEHHBIM KOOIIEPATHBOM (apPTENbI0) TpHU3HACTCA JOOPOBOJIEHOE
o0beIMHEHNE TpakJaH Ha OCHOBE WIEHCTBA /i COBMECTHON MPOU3BOJCTBEHHOM WM WHOM
XO3UCTBEHHOU JIESATEIbHOCTU., OCHOBAaHHOM HA WX JMUYHOM TPYJAOBOM M HMHOM YYacTUU U
00BEIMHEHUH €T0 YICHAMH UMYIIECTBEHHBIX MTAEBbIX B3HOCOB.

2.UjeHsl TPOM3BOACTBEHHOrO KOONEPATHBA HECYT IO OOS3aTENLCTBAM KOONEPATHBA
cyOCcUIMapHYIO0 OTBETCTBEHHOCTD.

Cr. 108. 1. YupenurenabHbIM JOKYMEHTOM NPOU3BOICTBEHHOIO KOOIIEpaTHBA SIBJISIETCS YCTaB,
yTBEpKIaeMblii 0OLIMM COOpPaHUEM €ro YJIEHOB.

3. UYucio wieHOB KOOoIlepaTrBa HE JOJIKHO ObITh MEHEE .

Cr. 109. 1. UmymecTBo, Haxoas1IIeecss B COOCTBEHHOCTH MPOM3BOACTBEHHOTO KOOMEpaTHBa,
JIeJTUTCS Ha M1au €ro WIEHOB B COOTBETCTBUU C YCTAaBOM KOOIEpaTHBA.

3. Koonepatus He BIpaBe BbIIYCKATh aKLUH.

4. Tlpubblap KOONEpaTHBa pacHpefesseTcs MEXIy ero 4WieHaMHM B COOTBETCTBUU MX
TPYJOBBIM yYacCTHEM, €CIIM MHOM MOPSA0K HE IPEYCMOTPEH 3aKOHOM M YCTaBOM KOOIIepaTHBa.

Cr. 110. 1. BeicluuM opraHom ympaBlieHHS KOOIEpaTuBa sBIsieTcs oOliee coOpaHue ero
yiIeHOB. VICIIONHUTENBHBIMU OpraHaMM KOOINEpaTHBa SIBISIIOTCS MpaBieHWe W (WIK) €ero
IIpeicenaTeb.

Cr. 112. 1. [Ipou3BOACTBEHHBIN KOONEPATUB MOXKET ObITh JOOPOBOJIBHO PEOPTraHU30BaH WU
JMKBUAMPOBAH MO PELICHUIO O0IIEro cOOpaHust €ro 4ieHoOB.

2. IIpou3BOACTBEHHBIH KOOIEPATUB IO E€JUHOIVIACHOMY PEUICHUI0 €ro YIEHOB MOXET
peoOpa3oBaThCs B X035AHCTBEHHOE TOBAPUILIECTBO MITH OOIIECTBO.

Bonpocsl 1J1s1 3aKpenJieHus:
1. Hazosure JOKYMEHT, perIamMeHTHP YOI MOPSIIOK OCYIIECTBIICHUS
JEeATEIbHOCTH MPEAIPUATUN PA3IMYHOIO BUAA.

2. OxapaxkTepu3yiTe OCHOBHBIE BUJIBI IPEATIPUSTHI.
3. Jaiite xapakrepuctuxy OO0 u AO.
4, OxapakTepu3yiiTe OCHOBBI I€SITEIIbHOCTH MPOU3BOJICTBEHHOTO KOOTIEpaTHBA.



MunuctepctBo obpazoBanust benropoackoit obnactu
Ob6nacTHOE rocy1apcTBEHHOE aBTOHOMHOE TpodeccroHanbHoe 00pa3oBaTeIbHOE YUpEKACHUE
«lllebexnHCKHI TEXHUKYM ITPOMBIIIJICHHOCTH Y TPAHCIIOPTa»
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PABOYAS I[TPOTPAMMA VUEBHOU JJUCILIUTINHBI

AEJTOBASA KYJbTYPA

Ileoexuno, 2025



YTBEPXAIO
3aM. JUPEKTOpa Mo yueOHO — METOIUYECKOM

pabote
B. H. /lomxenkoBa
« » 2025 T.
Paspaboran npenoaasatens OI'ATIOY
«I11eOeKMHCKUN TEXHUKYM
IIPOMBIILIJIEHHOCTH U TPAHCIIOPTa» B.A. KonecnukoBa

Paccmotpena Ha 3acenanuu [IK M
[TpoTokon Ne
oT

IIpencenarens [IK M B.N. Konecuukosa



COJEPKAHUE
. MACIOPT  PABOYEl NPOrPAMMBI  YUYEBHOIl
JTUCHUIINHBI

. CTPYKTYPA | COJEPKAHUE YYEBHOM
TACIHATITAHBI

. YCJIOBUS  PEAJIM3ALIMA PABOYEN ITPOI'PAMMBI
YYEBHOU JUCIIUITJIMHBbI

. KOHTPOJIb W OHEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOU JUCIIUITJIMHBI



1. MACIIOPT PABOYEN ITPOI'PAMMBI YYEFHOM JTUCIUTLJIMHBI

HenoBasi KyJabTypa

1.1. O6saacTh NpUMeHeHNsI TPOTPAMMBbI

Pabouas mporpamma y4eOHOW AMCHUIUIUHBI SBIISICTCS YaCThIO OCHOBHOM 00pa3oBaTebHON

nporpaMMmel  IipodeccuoHabHOTO 00y4eHust (ImporpaMmbl  PO(EeCcCHOHATBHOM MOATOTOBKH) I10
npodeccun Jlesonpon3BoauTesb.

1.2. MecTO TUCHUILIMHBI B CTPYKTYPe OCHOBHOI NPo¢ecCHOHAIBHOH 00pa3oBaTeIbHOI
NPOrpamMMbI:
JluciumnimHa OTHOCHTCS K TpyTie o0menpodecCHOHaTbHBIX JUCIUTUINH.

1.3. He.]'ll/l H 3a1a4Yi JUCHUMIIJIUHBI — TPQGOBaHI/Iﬂ K pe3yJabTaTaM OCBOCHHUA NTUCHUIIJIUHBI:

yMeThb:

coOroaaTh mpaBuiia NpodeccuoHaIbHON STHKY;

MPUMEHSTH Pa3IMYHbIE CPEJICTBA, TEXHUKH U IPUEMbI () (HEKTUBHOTO OOIICHUS B
poecCHOHATILHOMN 1eATEIbHOCTH;

HCIIOJIB30BAaTh MPUCMBI CaMOPETYJIAIUN TOBEACHUA B IMTPOLCCCE MCKINIHOCTHOT'O O6HIGHI/I$I;

OTIPENENATh TAKTHKY TIOBEJCHUS B KOH(IUKTHBIX CUTYAIMSIX, BOSHUKAIOUINX B
poeCCHOHAIBHON JESTEIHHOCTH;

CO6J'IIO,I[EITI> Tpe6OBaHI/IH K KYJIbTYPC pCUU U 3JIEMCHTBI pEYCBOT'O 3TUKCTA.

3HATDb.

MICUXOJIOTHYECKHE OCHOBBI OOIIEHUS, HOPMBI M TMpaBWJIa MOBEACHUS, ITUKY
npohecCHOHANBHBIX OTHOIIEHUH, METOIBI M CPEICTBA JIEIIOBOTO OOIIECHUSI.
Ha peanuzamuto PaGoueit mporpamMmmMbl OTBOAMUTCS 2 Yaca.

3aBepiaeTcst 00ydeHue 1o yueOHON TUCHUIUINHE IPOBEICHUEM 3aUeTa.



2.CTPYKTYPA U COJAEP)KAHUE YYEFHOU JUCITATLIAHBI

YUYEBHO-TEMATHUYECKHAM IIJIAH U COJAEP)KAHUE MOJYJISI «JIEJTOBASI KYJIBTYPA»

Ne HaumenoBanue tem Copep:xanne OO0mmii B TOM YHCJIe Camocr. | Arrecraumus,
n/n 00beEM padoTa, yac.
9aCOB Jlekuuu, | IlpakTuH4yeckue, qac.
Jac. Jac.
1. | IIpodeccronanbHas sTHKa Orudeckas KyneTypa. Mopanb, 53TuKa, 0,5 0,5
HpPaBCTBEHHOCTS. [loHsATHE 3THKETA.
[MpodeccronansHas 3THKA.
IIpodeccuonanbHble MOPaIbHBIE HOPMBI:
BEXJIUBOCTb, KOPPEKTHOCTh, TAKT, YyBCTBO
MEpBHI.
2. | BepbOanbHoe u HeBepOanbHOe | Ilonatne oOmenus. [lenoBoe oOLIEHHE. 0,5 0,5
oOIIeHHe Kynerypa oOmenus. Ilonstue BepbanbHOrO
u HeepOanmpHOro oOmIeHUs. OOpaTHas
CBA3b. [WNBI BOMPOCOB. OCOOEHHOCTH
peueBoro 3TUKETa B NpodeccHoHaTBEHOM
oOmenun. Buasl HeBepOalbHBIX CPEICTB
oOmennsa. Texuuku ooOmeHusa. [loHnmanue
Y BOCHPUSITHE B IPOLIECCE OOIEHHSL.
3. | TlposiBneHue TemnepamenT u ero tunel. [loHsaTHe 0,5 0,5
I/IH,Z[I/IBI/I,Z[yaﬂBHLIX YyBCTBa u OMOIUH. HpI/IéMBI
0COBEHHOCTEH JIMIYHOCTH B camoperyisimu.  Kordmukr.  Crparterun
Po()eCCHOHATBHOM MOBEJCHUS B KOH(PIMKTHOM CHTyaluH.
obmIeHny KyneTypa mpeoOpa3oBaHUsS M pa3pelieHus
KOH(JINKTOB.
4. | 3auer 0,5 0,5
UTOrO 2 15 0,5




3. YCJOBUSI PEAJU3ALMU PABOYENl ITPOTPAMMBI  YUYEBHOIA
JUCLMUIINHBI

MarepuaabHO-TeXHHYECKOe o0ecrniedeHue
[IporpaMma npezamnonaraer HaTu4Yue yueOHOro KabMHeTa. 000PYA0BaHHOTO:

— [OCaaAO0YHBIMH MCCTaMU 110 KOJIMYCCTBY 06yqa}oumxc;1;
— pa60LII/IM MCCTOM IIpEII0JaBaTeCIIA,
— KOMIIBIOTCpaMHu,

— UHTEPAKTUBHOH JIOCKOW WM MYJIbTUMEIUHHBIM KOMILIEKCOM C JIMIICH3MOHHBIM
MIPOrPaMMHEIM 00€CTICUeHUEM;

— KOMIIJICKCOM y‘Ie6HO-MeTO,I[I/I‘IeCKOI7I AOKYMCHTAIUH.

HNudpopmanunonHoe odecrieueHue 00yueHust
OcHognbie UCmoyHuUKU
1. Hlenamosa I'"M., JlenoBas KyibTypa M HNCHXOJOrHs oOLIeHMs: YueOHoe mocodue. —
M.: «Akagemusy», 2022 - 175c.
2. [enoBoe obuieHue [DnekTpoHHbIN pecypc]|: YuebHoe nocobue / ABT.-coct. M. H.
Ky3nemnos. - 5-e u3z. - M.: lamkos u K, 2022

HononnumenvHvie ucmouHuxu

1. JJobpoBuu A. Cucrematuka obOmenus // B kH.: Ilcuxomorust BIUSHUS:
Xpecromarus. — CII16., 2008.

2. 3BepeBa E.H. OcHoBbl KynbTypbl peun: Teopernueckuit kypc. — M.: Uzn. Llentp
EAOMN, 2008.

3. Kazapuesa O.M. Kynbrypa peueBoro oOuienus. — M., 2009.

4. OCHOBBI KYyJIbTYpbl MPO(ECCHOHATBLHOTO OOIIEHUs: YUYEOHUK ISl CTY[. YUPEKICHUM
Had. npod. oOpazoBanus / I'. M. lllenamoBa. — 2-e u3n., crep.

— M.: U3narensckuii neHTp «Akagemusi», 2013. — 160 c.



4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCHUILINHBI

OIEHOYHBIE MATEPHUAJIbI
[Iepeuyens BOpoCcoOB K 3a4eTy Mo MOJYIIO «/lenoBast KynbTypa»

Packpolite nonsTue sTuka.
PackpoiiTe nonsTHe npodeccruoHanbHas 3THKA.
Onuimre npaBuiia JeJI0BOr0 OOLIEHUS.

b

OO6ocHyiiTe BblpaxeHue: «Mopajb BBICTYNAeT KaK PETYJATOpP JAEIOBBIX OTHOILIEHUN
C APYTHIMH JIFOABMUY.

Packpoiite nonstue obmenwue. [IpaBuia oOmeHusl.
HazoBuTte cTpyKTypHBIE KOMIIOHEHTHI OOIICHHUS.
OnuiuTe MoBeIEHYECKUE XapaKTEePUCTUKU CAaHTBUHHUKA.

PN_NAW

OnuImTe MOBeACHYECKUE XaPAKTEPUCTUKU (BIIErMaTHKa.

9. Onuumre noBeeHYECKHUE XaPAKTEPUCTUKU XOJIEPHKA.

10. Onuimre noseneHYecKre XapaKTEPUCTUKK MEJIAHXOJIMKA.
11.06bacHuTe paznuuus 1enoBoi GECenbl OT APYKECKO.

12. Packpoiite ycrnoBust 1€710BOr0 KOHTAKTA.

13.Pacckaxute 0 HeBEpOATLHOM OOIIEHHUM.

14.06wscuuTe, yeM BepOabHOE OOLIEHNE OTINYAETCS OT HEBEPOAIBHOTO.
15.06bscHNTE yMEHUE CrTyIIaTh.

16.Pacckaxkute 0 1€10BOM TeNEHOHHOM JUATIOTE.

17. Packpoiite monstue KOHPIUKT.

18.PacckaxuTe 0 CTpaTEruy MOBEAEHUS «OOPHOay.

19. PacckakuTe 0 cTpareruu MOBEASHUS KYXO.I».

20.PacckaxxuTe O CTPATErHH MOBEAEHUS KIIPUCTIOCOOIIEHHEN.
21.PacckakuTe 0 CTpaTEruy MOBEAEHHS «KOMIPOMHCC).

22.PaccKakuTe O CTPATETUH TIOBEAEHUS «COTPYIHUIECTBOY.
23.Pacckaxute 00 5QPEKTUBHBIX CIIOCO0AX pa3pelIeHus KOHMIMKTA.
24.Ha3oBWTe CTPATETMH MOBEAEHUS B KOHMIMKTHON CUTYaIHH.
25.Ha30BHTe TUIIEI BOIIPOCOB.

26.00bsAcHNUTE PA3HUILY MEXKITY OTKPBITBIM U 3aKPHITHIM TUIIAMH BOIIPOCOB.
277 TlpuBeauTe NPUMED ATHTEPHATHBHOTO THITA BOIIPOCA.



METOJUYECKHUE MATEPHAJIBI
Metoauyeckasi pa3padoTka 3aHATHSA
Tema: [IpodeccronanbHas 3THUKa.
Hean: naTe npeacTaBleHUE O MOHATHUSIX: JTUYECKass KyJabTypa. Mopaib, 3THKa,
HpaBCTBEHHOCTb. OCHOBHbIe Kareropuu 5TUKH. [lonarue stukera. IIpodeccronanbhas
stuka. [IpodeccrnonanbHbie MOpaTbHbIE HOPMBI: BEXKIUBOCTh, KOPPEKTHOCTh, TAKT, YyBCTBO MEPHI.
Marepuaibl 1 000py/i0BaHMe: SJIEKTPOHHbIE BUAEOMATEPUAIIbl; HOYTOYK; IPOEKTOP.

MarepuaJbl K 3aHATHIO

C J1peBHUX BpeMEH B JICJIOBBIX OTHOLICHUSAX OOJIBIIOE 3HAuU€HHE IpHUAABAIU
HEOOXOMMOCTH YUYUTHIBATh JTUYECKHE HOPMBI M IHEHHOCTH. OCOOEHHO IOAYEPKHUBAIOCH HX
BIIMSHKE HAa Y(PPEKTUBHOCTD BEICHHUSI JICTI.

[IpodeccnoHanbHBIMI  HPAaBCTBEHHBIMH HOPMaMH OBUTM M OCTAIOTCSl  BEXJIMBOCTb,
IpeSyIpeIUTEeIbHOCTh, TAKTUYHOCTD, TPYAOII00UE.

BexmBOCTh — 3TO BBIpa)KEHUE YBAKUTEJIBHOTO OTHOIICHHUS K JPYTrUM JtojsM. B ocHoBe
BEXJIMBOCTH JISKUT JOOPOIKENATEIbHOCTh, KOTOPasi MPEeXk/ie BCEro MPOsBISETCA B IPUBETCTBUAX U
noxxenanusx. Hampumep, Ml jxenaem 100poil HOUM, 100poro yrpa, ycrexoB, 340poBbs U T. 1. [Ipu
00CITy’)KUBAaHMM KJIMEHTOB I1€PBOE, C YEro HAuMHAeT OOLIeHHe NpodeccuoHa, — ¢ MPUBETCTBUS.
BexnuBelii 4enmoBeK eme W TpeAyNpeAUTeNbHBIA YEelOBeK, OH IEepPBBIM YCTYIHT MECTO B
TpaHCHOpPTE, IPUAECPKUT IBEPD U T. II.

CpoziHH BEXJIMBOCTH HPAaBCTBEHHAs HOpMa — KOPPEKTHOCTb, KOTOpasi O3HAYAET YMEHHUE
JepKaTh ce0s B paMKax NPUWINYMS B JIFOOBIX CUTyallUsiX U OCOOCHHO B KOHGUIUKTHBIX. KoppekTHoe
MOBEJICHHUE MIPOSIBIISIETCS B YMEHHUHU BBICITYIIATh MTAPTHEPA, B CTPEMIICHHH MTOHATH €T0 TOUKY 3pEHHSL.

BexnuBocTh M KOPPEKTHOCTh OOYCIOBIMBAIOTCS TaKTOM M YYBCTBOM Mephl. BbITh
TaKTUYHBIM — 3HA4YUT YMEJO CJAeJaThb 3aMeuyaHue, He YHHUXKass JOCTOMHCTBO YEJIOBEKa,
MPEJOCTaBUTh €My BO3MOXKHOCTh BBIUTHM W3 3aTpyJHEHHs C 4ecThl0. BocmUTaHHBINA, TaKTUYHBIHI
YeJIOBEK HE 3aMeYaeT MEJIKUX OIUIOIIHOCTEHN Ipyroro.

TakT— 3T0 BHYTpEHHEE UyThe, KOTOPOE BhIpaOaThIBAETCS YEIOBEKOM B IPOLIECCE OOLICHMS.
COBOKYITHOCTh HPABCTBEHHBIX HOPM, KOTOPBIE ONPEIENSIOT OTHOIIEHHE YeJIOBEKa K CBOEMY
poeCCHOHATILHOMY J0JATY, BXOAUT B IIOHATHE MPOpECCHOHAIbHAS  JTHKA.

K HexkoTOopplM  BHIaM  NpOQecCHOHANbHON JEATEIbHOCTH OOIIECTBO MPEIbSABISET
MOBBIIIEHHBIE MOpaJbHbIE TPEeOOBAaHUS, BBICOKYI0 KBAIM(UKALMIO TPU HCIOJHEHUH CBOUX
npodeccuoHanbHbIX 00s13aHHOCTEN. DTO mpodeccuu chep ycayr, TpaHCIOpPTa, 3/paBOOXPaHEHUS,
yIpaBJIeHUs,, BOCIUTAaHUS W UM TMOAOOHBIX, TaK Kak OOBEKTaMU JEATENIbHOCTH  ATHUX
npodeccuoHalbHBIX TPYII SABJISIOTCS JIFOH.

Kaxiplii Bua npodeccnoHanbHOM 3TUKU OTpeensercs: cBoeoOpa3reM mpodeccuoHaIbHON
NEATETLHOCTH M UMEET CBOU criennpuiecKkrue TpeOoBaHus B 00JIaCTH MOPaJIH.

KoHTpoJbHBIE BONIPOCHI:

2. Yro BXOJUT B MOHATHE «IIpodeccronanbhas otuka»? ChopMymupyiTe
npaBuiia NPoPecCHOHATBHON ATUKH AETONPOU3BOIUTEIIS.
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1. MACIIOPT PABOYEN ITPOI'PAMMbBI YYEFHOM JTUCIATLJIMHBI
Oxpana Tpyna

1.1. ObaacTh NpUMeHeHHUs1 IPOrPaMMBbI

Pabouas nporpamma y4yeOHOM JUCLUIUIMHBI SBJISIETCS YAaCTbIO OCHOBHOM 00pa3oBaTebHON
nporpaMMmbl  IpoeCCHOHATBHOTO 00yueHHs (TporpaMmbl NMPO(EecCHOHAIBHOW MOATOTOBKU) MO
npodeccun Jlesonpon3BoauTeib.

1.2. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHOM npodeccuoHAJIbHOM 00pa3oBaTe/IbHOM
NporpamMmbI:
JlucuuimHa OTHOCUTCSA K Ipymre oomenpodeccnoHanbHbIX AUCIUIIINH.

1.3. Leau u 3a1a4u AMCUUIJIMHBI — TPeOOBAHUS K pe3yJbTaTaM OCBOCHUS M CHUIJINHBI:
yMeThb:
— BBINIOJIHATH TPEOOBAHUS OXPAHBI TPYAA;

— BBISBJIATH OINACHBIC M BPEIHBIC MPOU3BOJICTBEHHBIE (PAKTOPHI M COOTBETCTBYIOIIHME MM
PHCKH, CBSI3aHHBIC C NPOIUIBIMH, HACTOSIIUMH WM  IUIAHUPYEMBIMH  BUIAMHU
npoeCCHOHAIBHON JEATEIHHOCTH;

— HCNOJb30BaTh CPEACTBA KOJUIEKTUBHOM M WHAMBHUIYAJIbHOM 3alllUTBl B COOTBETCTBUM C
XapaKTEepOM BBIIOJIHAEMON TPO(ECCHOHATIBHOM JESITENIbHOCTH;

— BbIpabaThIBaTh M KOHTPOJMPOBATH HABBIKH, HEOOXOAWUMBIC IS JOCTHXKECHHUS TPeOyeMoro
YpOBHS 0€30MMaCHOCTH TPYAQ,;
3HATD:

— TMpaBuja OpraHU3aluy Tpyaa U paboyero Mecra;
— CHCTEMBI yIIpaBJIeHHUs] OXpPaHOl Tpy/ia B OpraHu3alluy;

— B3aKOHbl W WHBIE HOPMATHUBHBIC TMIPABOBBIE AaKThI, COJAEPXKAIIUE TOCYJAPCTBEHHBIE
HOpPMAaTUBHBIE TpeOOBaHUS OXpaHbl TPyAa, PACHPOCTPAHSAIONIMECS Ha JesITeNbHOCTD
OpraHu3aIlNy;

— 00s3aHHOCTH PaOOTHUKOB B 00JIACTH OXPaHBI TPYAA;

- q)aKTI/I‘IGCKI/Ie WM NOTCHIHUAJIBHBIC ITOCJIICACTBHUA COOCTBEHHOI JACATCIBHOCTHU (I/IJ'H/I
663,Z[GI>’ICTBI/I$I) " UX BJIIUAHUC HA YPOBCHb 0e30IMacHOCTH Tpyaa,

— BO3MOXHBIC IOCICACTBUA HCCO6J’IIOI[GHI/I$[ TEXHOJIOTHYCCKHUX mponeccoB u
MMPONU3BOACTBCHHBIX HHCTPYKHHﬁ;

— THOpAAOK U NEPUOANYIHOCTE HHCTPYKTUPOBAHUSA,

— THOpsAAOK XpaHCHHA U UCIIOJIb30BAaHUA CPCACTB KOJIJIEKTUBHON M HHI[HBH,Z[yaHBHOf/'I 3alllUTHI.

B pesynbrare ocBoeHUs MPOrpaMMbI OOYYAIOUIUICS JOJDKEH MPHOOPECTH HEOOXOJMMbIE
3HaHUS OTHOCUTENIBHO TpPEOOBAaHUU OXpaHbl TPyAa, NPETyCMOTPEHHBIX MpodhecCHOHATLHBIM
crangaptToM «Cneyuanucm no OpeaHU3AYUOHHOMY U  OOKYMEHMAYUOHHOMY 0becneyeHuio
ynpaenenus — opeaHuzayueu» B 0000IIEHHOW TpyaoBoil _ dyHKuUM /[oxymenmayuounHoe

obecneuenue desmenbHOCmU opeaHuzayuu, a TaKXKE TPYIT0OBbIX (l)VHKI]I/IHX opearnusayusl pa607’l’Ibl C

OOKYMEHMAaMU, Op2anu3ayus meKyuje2o XpaneHus 00KyMeHmos, opeanu3ayus oopabomxu oen 0
nocneoyroue2o XpaHeHus.

B cootBercTBUM ¢ TpeOOBaHUAMH, yKa3aHHBIMM B KBaqu(UKaIMOHHOM CIIpaBOYHHKE
JOJDKHOCTEH PYKOBOIMTENEH, CIEIHATUCTOB W JPYTUX CIyXammx 4- ¢ usnanue (yTBepikKIeH
nocranoBiaeHrneM Muntpyaa P® ot 21 aBrycra 1998 r. Ne 37 ¢ usmenenusmu ot 27 mapra 2018 r.),
crywamens OONdCeH 3HAMb TPAaBWIa W HOPMBI OXpaHbl TPYAd, TEXHUKH O€30MacHOCTH,
IIPOU3BOJCTBEHHON CaHUTAPUU U IIPOTUBOIOKAPHOM 3aIUTHI.

Ha peanusanuto Paboueii mporpaMmbl OTBOIUTCS 2 Yaca.

3aBepiaercst 00y4eHue 1Mo y4eOHOUM TUCIUTUIMHE IPOBEICHUEM 3aUeTa.



2.CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JACIUILIAHBI

YYEBHO-TEMATHUYECKHWM IIJTAH U COJIEP)KAHUE

MOAYJA «OXPAHA TPY JA»

Ne HauMeHOBaHKE TEM OO0muii B TOM 4HCJIE Camocr. ATTecTanus,
n/n 00BbEM padora, yac.
gyacop | JIekuu | IIpakruyeck qac.
H, ue, Jac.
qac.
1. OcHOBHBIE IT0JIOKEHUS TPYAOBOTO Npasa B Poccuiickoit denepannu. 0,5 0,5
Opranu3zanus padoThl 10 0XpaHe TpyAa Ha NPEANPUSITUN
2. OcCHOBHBIE BpEIHBIC U OMTACHBIE TIPOU3BOJICTBEHHBIE (DaKTOPBI, MX 0,5 0,5
BIIMSIHME Ha 3/10poBbe padoTaroux. OCHOBHbIE MOHATUS 00 OIACHOCTU
ANEeKTpUYecKoro Toka. OCHOBHBIE MMOHATHS O MOKapHOW O€3011aCHOCTH
U TIOPSIIOK JeMCTBHSI paOOTHUKOB IIPU MOKape
3. ITopsanox paccieroBaHUs HECUACTHBIX CIIy4aeB Ha MPOU3BOICTBE. 0,5 0,5
[Ipuemsl okazaHus nepBoi 10BpauyeOHON MEIUIIMHCKON TTIOMOIIIH.
4. 3auer 0,5 0,5
HUTOIO 2 15 0,5




3. YCJOBUSA PEAJIM3AIIMA PABOYEN ITPOT' PAMMBbI YYEBHOM JUCIHUTLINHBI

MaTtepuajibHO-TEXHHYECKOE o0ecneyeHue

[lporpamma  mpenmnosaraer HaJTNYHUE yueOHOTr0 KaOuHeTa COIMATBHO-
YKOHOMHYECKUX TUCITUTUINH.

O06opynoBaHue yueOHOTO KaOMHETA:

— mebenb, npeHa3HauCHHAS Ut IPYIITHPOBKU B Pa3IMn4HBIX
KOH(UTypaIusx;

— paboyee MECTO MPEeroIaBaTels;

— KOMIUIEKC Y4eOHO-METOINIECKOM TIOKyMEHTAaUU. TeXHUYECKHE CPEICTBA O0yUCHHS:

— 3JIGKTPOHHBIC BHICOMATEPUAIIBI;

— HOYTOYK;
— TIPOEKTOP.

HNudopmannonnoe odecneyenne 00y4eHust

OcHosHble UCmOYHUKU

1. TpynoBoii kongekc Poccuiickoit dpeneparun (O3 ot 28.12.2013 Ne 421-D3 B pepakuuu 2014 1.)

2. Koxekce Poccwuiickoit enepanmm 00 aAMUHUCTPATHBHBIX MPABOHAPYIIECHUSIX (B PEAAKIMUA OT
25.02.2014r.)

3. ®enepanbHblil 3akoH «O cnenuaibHON oLeHKe ycnoBuil Tpyaa» ot 28.12.2013r. Ne 421-®3

4. Tlonoxenue o enepanbHoOi ciyx0e no Tpyay u 3ansaroctu (IloctanoBnenue [IpaBurenscTBa
P® o1 27.01.2009 . Ne 43)

5. IlonoxxeHue o MPOBEACHUM TOCYJApPCTBEHHOM SKCHEpTHU3bl yclloBUM Tpyna B Poccuiickoit
deneparuu (ITocranosnenue [IpaBurensctBa PO ot 25.03.2013 r. Ne 275)

6. Meronuyeckue peKOMEHAALNHU 10 Pa3pabOTKe roCyJapCTBEHHBIX HOPMATUBHBIX TPeOOBaHUI
oxpaunbl Tpyna (Ilocranosnenne Muntpyna Poccun ot 17.12.2002 r. Ne 80

7. PexoMeHAalMu 1O OpraHu3aldd paboThl CIOYKObl OXpaHbl Tpylda B OpraHU3aLUU.
(ITocranoBnenue Muntpyna Poccun ot 08.02.2000 r. Ne 14)

8. PexoMeHmanuu 1o IUIAHUPOBaHMIO MeponpusaTHii 1o oxpaHe Tpyna (IlocraHoBnenue
MunTtpyna Poccun ot 27.02.1995 . Ne 11)

9. TunoBoe moyoXkeHHEe O KomuTeTe (koMuccuu ) mo oxpaHe Ttpyna (IIpukxaz Mun3zapas-
coupazputusa Poccun ot 29.05.2006 r. Ne 413)

10.  IIpaBuna obecrieyeHus: pabOTHUKOB CIIELOIEXKION, CHE00YBbIO U APYTUMHU CPEACTBaMHU
MHAUBUAYaIbHOM 3amuThl Tpyna (IIpukas Musnconzapaspassutus PO ot 01.06.2009r. Ne290H
11.  Tlopsmok oOyueHHs MO OXpaHE TpyJda M NMPOBEPKU 3HAHUM TpeOOBaHMU OXpaHbI TpyAa

pabotaukoB opranuzanuii Tpyna (IlocranoBnenne Muntpyna Poccun m Muno6pazoanusi Poccun ot
13.01.2003 . Ne 1/29)

12. O6 yrtBepkaeHun (HOpPM JOKYMEHTOB, HEOOXOTUMBIX ISl pacCleOBaHUS HECYACTHBIX
Clly4aeB Ha MPOU3BOJCTBE B OTAEIBHBIX OTpacisx u opranuzanusx Tpyaa ([loctanoBnenme MuHTpyna
Poccun ot 24.10.2002 r.Ne 73)

13. Cxema omnpezeneHus CTENEHN TSKECTU NMOBPEXKIEHUS 310POBbsl IIPU HECYACTHBIX CIIydasix
Ha nipon3BozcTBe ([Ipukaz Munzapasconpaszsutus Poccun ot 24.02.2005 1. Ne 160)

14. VYronoBHblit kojekc P® OO 00s3aTeNbHOM COIMAIBHOM CTPaxOBaHWU OT HECUACTHBIX
Clly4aeB Ha IPOU3BOJICTBE U MpodeccroHanbHbIX 3a0omeBanuit @3 ot 17.07.1998 1. Ne125-03

15. HopMbl mpenenbHO AOIMYCTUMBIX HAarpy3oK Ul JIMI MOJIOKE€ BOCEMHAJALATH JIET INPH
nogbeme Tspkectel BpyuHyro (IlocranoBnenue Muntpyna Poccuu ot 07.04.1999 1. Ne 7)

16. HopMbl mpenenbHO IONYCTUMBIX HArpy30K JJIsl JKEHIIMH IpU TNOAbEME TsDKECTel
Bpyunyto (ITocranoBnenue IIpaButensctBa PO ot 06.02.1993 1. Ne 105)

17. MexoTpacneBass HHCTPYKIMS 110 OKa3aHUIO NIEPBOM IIOMOIIU IIPU HECYACTHBIX CIIydasx Ha

npou3BojicTBe (YTB. Mpruka3zoM Munsnpascorpa3Butus PO 04 mas 2012 r. Ne 477H)



4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCIHHUILINHBI

OIEHOYHBIE MATEPHUAJIBI

Ilepedenp Borpocos K JudpdepeHIUPOBAaHHOMY 3a4ETy 110 MOAYIIIO
«OxpaHna Tpyaa»

[IpaBoBbl€ 1 OpraHU3alMOHHBIE OCHOBBI OXPaHbl TPY/a Ha MPEANIPUITUAX
OCHOBHBIE [10JIO’KEHHSI 3aKOHOIaTeNILCTBA 00 OXpaHe Tpy/ia Ha NPEeIIPUSITUI
Opranmzanus padot mo OT Ha npeaAnpusTAN

OnacHble 1 BpeIHbIE IPOU3BOACTBEHHBIE (DAKTOPHI

[Ipon3BoacTBEeHHBIN TpaBMaTU3M. I IpUdnHBI 1 METOABI U3yUEHUS
HecuacTHblii cirydail Ha IpOU3BOJCTBE

ATttecranus pabouux MECT 110 YCIOBUSM TpyJa

[IpaBuia TexHUKH 0€301IaCHOCTU U TPOU3BOJCTBEHHOW CAaHUTApUU

YN o kW =

WucTpykuuu o oxpane Tpyaa
. Conepxanuie TUIIOBOW HHCTPYKIMH AJI1 paOOTHUKOB MPEATIPUATUS

—_ =
—_ O

. TpeboBanusi TeXHUKU O€30MACHOCTA K OOOPYIOBAHMIO M TEXHOJOTHYECKON OCHACTKE
. DNeKTpoOe30MacHOCTh U MOKAPOOE30MaCHOCTh

—_—
W N

. [ToxxapHast 6€301acHOCTh 0OBEKTa

[—
AN

. HOprI[OK pacciacaoBaHrs HCCHACTHBIX CJIYYacB HAa ITPOU3BOJCTBE

[S—
[9)]

. Ilpuembl okazaHus nepBoi 1oBpaueOHON MEAUIIMHCKON ITOMOIIU
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1. MACIIOPT PABOYENM ITPOI'PAMMBI YYEFHOM JTUCIATLJIMHBI
1.1. Ob6sacTh NPUMEHEHHUS TPOrPAMMBI
PaGouass mporpamMma yueOHOM IUCLMIUIMHBI SIBISIETCS 4YacTbi0 OCHOBHOM 00pa3oBaTelbHOM
nporpaMMbl  IPO(ECCHOHATBHOTO 00y4eHus: (mporpaMMmbl MPOGECCHOHATBFHONW TOATOTOBKH) TIO
npodeccuu Jlesonpon3BoauTesb.

1.2. MecTO TUCUHMIJIMHBI B CTPYKTYP€e OCHOBHOM NpodecCHOHAIBbHOI 00pa30BaTeIbHOM
NMPOrpamMMbI:
JlucuunimHa OTHOCUTCA K IPYIIe JUCIUILUIUH MPo(hecCHOHATBHOTO UKIIA.

1.3. Heau 1 3a1a4u QM CHUIIMHBI — TPEOOBAHUSA K Pe3yJbTATAM OCBOCHUSA TN CHUIIUHDI:
yMeThb:
—  OcymiecTBIATh JOKYMEHTAIMOHHOE 00ECTICUSHHE JACeSITeTbHOCTH OPTaHU3aIUH;

- HpI/IHI/IMaTL U PErucCTpUpOBATH IMOCTYIAKOIIYIO KOPPECIIOHACHLIUIO, HAIPABJIATH €€ B
CTPYKTYPHBIC TIOAPA3ACIICHUA OpraHU3allvuu;

- PaCCManI/IBaTb JOKYMCHTBHI UM NCp€aaBaTb MX Ha HUCIOJHCHHUE C YUYCTOM PEC30JIOLUN
pYKOBO,Z[I/ITeﬂeﬁ OpraHu3alunu,

—  OdopMISITh pETUCTPAITMOHHBIE KAPTOYKH U CO3/IaBaTh OAHK JaHHBIX;
— Becrtu kapToTeKy ydyeTa IpoX0kKIAECHUs JOKYMEHTAIbHBIX MATEPUAJIOB;
— OcymecTBISITH KOHTPOJIb 32 TPOXO0KICHUEM JJOKYMEHTOB;

- OTHpaBJ’IHTb HCIIOJIHCHHYIO JAOKYMCHTAUIO ajpecaraMm C MMPpUMCHCHHUEM
COBpPCMCHHBIX BUIOB OpFaHHBaHHOHHOfI TCXHHUKU,

— CocraBmath U OQOPMIIATH CHyXKeOHbIE JOKYMEHTBHI, MaTepHajbl C HCIOIb30BaHHUEM
(bOpMyIISIPOB IOKYMEHTOB KOHKPETHBIX BHIOB;

— OcymecTBIATh JOKYMEHTHPOBAHHE U OPraHU3aLMOHHYIO0 00paboTKy IOKYMEHTOB;
— @opMHpOBATH JIENA;

— (OOecnieunBaTh OBICTPBIA TMOUCK JOKYMEHTOB [0 HAay4YHO-CIIPABOYHOMY armapary
(kapTOTE€KaM) OpraHU3aINH;

— CucreMaTU3upOBaTh U XPAHUTh JOKYMEHTHI TEKYILETO apXHBa;
— OobecnieunBaTh COXpPaHHOCTD MPOXOASIIEH CyKEOHON TOKYMEHTALUY;
— ToroBuTh 1 MepeaBaTh JOKYMEHTHI HA ApXUBHOE XPAHEHHUE;

— OO0ecrneunBaTh COXPaHHOCTh APXHUBHBIX JJOKYMEHTOB B OpraHU3allliy;

3HATh:

— OcHOBHBIE BHJBI pa0bOT MO HHQPOPMAIMOHHO-TOKYMEHTAIIMOHHOMY OOCITY>KHBAaHUIO B
chepe ymnpaBiieHuUs;

— Tllopsgok u mpaBwia WHGOPMAIMOHHO-IOKYMEHTAIIMOHHOTO  OOECIEYeHHs] |
o0cyXUBaHUS pabOThI PYKOBOJIUTEIS MPEATIPUSATHS WM €TI0 NOApa3/IeICHus;

— IlpuHuun opraHuzalid U BUABl paboOT MO O€3M0KYMEHTAIMOHHOMY OOCTY>KUBAaHUIO
PYKOBOJIUTEIIS;

— OCHOBBI J€NONPON3BOCTBA;
— Buapl, Ha3HaueHUE U IPaBUJIA COCTABIICHUS U 0(OPMIICHUS IOKYMEHTOB;

- PPYKOBOI[HH_II/IC U HOPMATUBHBIC NOKYMCHTBI, OTHOCAIIUCCA K BCACHHUIO
ACTTIOIPONU3BOACTBA;

— Bugs! 1 nopsok paboThl ¢ JOKYMEHTaMU OpraHU3aIliH, KOPPECTIOHICHITUECH;
— Tlopsmox dhopMupoBaH#s 1T B COOTBETCTBUH C YTBEP)KICHHON HOMEHKIIATYPOU;

— IlpaBuna xpaHeHus JOKYMEHTOB.
B pesynbrare oOCBOEHHS MpPOrpaMMbl OOyYaroOUIMiiCsl [OJDKEH OCBOUTH TpeOOBaHMS
npodeccuoHaIbHOro cranaapra «Cneyuanrucm no opeaHu3ayuoHHOMY U OOKYMEHMAYUOHHOMY



obecneuenuro ynpaeieHus opearusayuel> B COOTBETCTBHHM C 00001IIEHHO# _TpY/I0BOI
dbyukmmeit /Jokymenmayuonnoe obecneuenue OesAMeNIbHOCMU — OP2AHU3AYUU, A TaKKe
TPYAOBLIMU _(YHKUUSIMU op2anuszayusi pabomvl ¢ OOKYMEHMAMU, Op2aHu3ayus meKyue2o

XpaueHuss 00OKYMeHmMOo8, opeanu3ayus oopabomku oei 01 nociedyioue2o XpaHeHus

B/01.5 Opranun3anusi padoThl ¢ JIOKYyMEHTAMU

Tpynoseie neucTBus

[Tpuem u nepBuyHast 00pabOTKa BXOASAIINX TOKYMEHTOB

[pensaputensHoe paccMoTpeHue M COPTHpPOBKa  JIOKYMEHTOB  Ha
pETUCTPUPYEMBIE U HE PETUCTPUPYEMbIE

IMoaroToBka BXOASIIUX JOKYMEHTOB JUISl PACCMOTPEHHUS PYKOBOTUTEIEM
Perucrparnus BXOJSIIMX JOKYMEHTOB

Opranu3aiysi JOCTaBKU JJOKYMEHTOB HCIIOJHUTENISIM Benenue

0a3bl TaHHBIX JIOKYMEHTOB OpraHu3anuu Benenne

WHPOPMAITUOHHO-CIIPABOYHOM PabOTHI

O0paboTKa U OTIpPaBKa UCXOASIIUX JOKYMCHTOB

Opranu3aiysi paboThl MO PETHCTPAlMK, Y4YeTy, XPaHCHHI0O M Ieperade B
COOTBETCTBYIOIIME CTPYKTYPHBIC MOJpPAa3JeNicHUs JOKYMEHTOB  TEKYIIEro
JIeTIONPOU3BOJICTBA

KOHTpOJIb HCIIOTHEHNUS IOKYMEHTOB B OpraHH3aI[iu

TpeboBanus k
00pa30BaHMIO U
00y4YeHunto

Paboratb co Bcell COBOKYITHOCTBIO MH(OPMAIIHOHHO-TOKYMEHTAIIMOHHBIX
pecypcoB OpraHu3aIiu

[Tonb3oBaThcs 0a3aMy JAHHBIX, B TOM YHCIIE yIaTCHHBIMH

[Tonb30BaThCS CIPaBOYHO-IIPABOBBIMU CHCTEMAMH

[MpuMeHsATh CcOBpeMEHHbIE HH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHU
JUIst paboTHI ¢ JOKyMEHTAaMHM, B TOM YHCIE U1 €€ ONTUMH3AIMH U TOBBIIICHHS
a¢dhexkTHBHOCTH

TpeboBaHuA K ONBITY

MPaKTUYECKOU
paboTHI

HopmartuBHBIE IPaBOBbIE aKThl U HOPMATHBHO-METOINYECKUE JOKYMEHTBHI,
OTIpeIeIIAIOLINE MTOPSAAO0K TOKYMEHTAILIMOHHOTO 00ECTIEYEeHHS! YIIPABICHHUS
CrTpyKTypa OpraHu3anuu, pykKOBOJCTBO CTPYKTYPHBIX MTOIPA3IEICHUN
CoBpeMeHHbIe HH()OPMAIIMOHHBIE TEXHOJIOTHU pabOTHI C TOKyMEHTAMH
Iopsinox paboThI ¢ JOKYMEHTaMH

CxeMbl JOKyMeHT0000pOTa

IMpaBunma  paGoTBl  C  BXO/SIIMMH,  UCXOJSIIIMMH W BHYTPEHHUMH
JOKyMEHTaMH

IIpaBuna opranu3anuu U (QOPMbI KOHTPOJISI MCHOJIHEHUS HOKYMEHTOB B
OpraHu3aIyu

THUIoBbIe CPOKU MCIIOTHEHUS JOKYMEHTOB

[TpuHIMIEL pabOTHI CO CPOKOBOM KapTOTEKOH

Haznadenne v TEXHOJIOTHS TEKYIIETO U MMPEAYIPEIUTETHHOTO KOHTPOJIS
[IpaBuna TOKYMEHTALIHOHHOTO 00ECTIEYEeHNS JEeSITENbHOCTH OPraHu3aluu
Buael JOKyMEHTOB, NX Ha3HaYEHUE

TpeboBanusa,  TpeABSBIIEMBIC K JIOKyMEHTaM B COOTBETCTBUH  C
HOPMaTHUBHBIMHU aKTAMH U FOCYIaPCTBEHHBIMH CTaHAAPTaMHU

[IpaBuna coctaBieHuss U odopmieHHs HH(POPMALMOHHO-CIIPABOYHBIX,
OpTraHu3aIMOHHBIX, YITPABIEHYECKIX TOKYMEHTOB

IIpaBuna cozgaHus ¥ BeAeHUs] 0a3 NAHHBIX CIYXEOHBIX JTOKYMEHTOB B
OpraHu3aIyu

CucreMBbl 3IEKTPOHHOTO JOKyMEHTO000pOTa

IIpaBuia v CpOKM OTIPABKH UCXOSAIINAX TOKYMEHTOB

TpeboBanus OXpaHbl TPy

B/02.5 Opranusanusi TeKymero XxpaHeHus J0KyMEHTOB




TpynoBsie neHcTBUA [IprMeHeHre HOMEHKIIATYPHI JIe]l OpraHu3aluu

[IpoBepka npaBMIEHOCTU O(OPMIICHHS JOKYMEHTOB H OTMETKH 00 WX UCTIOTHCHHUN
nepe X (OPMUPOBAHUEM B JICJIO JUISI MTOCIIEAYIOLIETO XPaHCHHUS
®DopmynMpoBaHHE 3aT0JI0BKOB JIET U OIIPEIENeHNE CPOKOB X XPaHEHUS
dopmupoBaHUE e

KoHTposnb npaBUIILHOTO U CBOEBPEMEHHOTO PaCIpeIeICHUS U TTOIITUBKHI
JIOKYMEHTOB B JieJia

TpeboBanus k Opranu3oBBIBaTh PabOTY IO YUETY, XPAHEHUIO U IepeIade B
00pa3oBaHHIO U COOTBETCTBYIOIIEE CTPYKTYPHOE MOJIpa3ielieHHE JOKYMEHTOB TEKYIIETO
00y4EHHIO JIeTIONPOU3BOICTBA

Ucnonb30BaTh HOMEHKIATYPY A€J IPU U3YUCHUH CTPYKTYPhI OpraHu3aluu,
COCTaBJICHUH OMHUCEN HE

Opranu3oBBIBaTh padoOTy 1O (HOPMHUPOBAHUIO /1€ B COOTBETCTBHH C
YTBEPKICHHON HOMEHKJIATypOH J1e]1 OpraHu3aliy

[TpaBuBEHO M CBOEBPEMEHHO (POPMHUPOBATH TIOKYMEHTHI B JeJia C YYETOM HX
crierupuKu

CucreMaTH3UpOBaTh JOKYMEHTHI BHYTPH JieNa

ObecnieunBaTh COXpPAaHHOCTh M 3aLIUTY JOKYMEHTOB OpraHu3anuu [IpuMeHsITh
WHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH [Tl pa0OTHI ¢ JOKYMEHTaMU

TpeboBaHus K OIBITY HopmartuBHbIe IpaBOBbIE aKThl, HOPMAaTHBHO-METOANYECKHE JOKYMEHTBHI,
MPaKTUYECKOH pabOThI roCyJapCTBEHHBIEC CTAHAAPTHI, ONPEICIISIOIINE TOPSII0K

JOKYMEHTAILIMOHHOT'O 00€eCIIeUeHHsI yIPaBICHUS

Bupl HoMeHKIaTyp, 001Iue TpeOoBaHHs K HOMEHKIIAType, METOJIMKa e¢
COCTaBIIeHUS U OPOPMIICHUS

[opsinok hopmupoBanus u ohopmIeHHs Ael, crieruduka GopMupoBaHUs
OTJEJIBHBIX KaTEropui Jies

HpaBI/IJ'Ia XpaH€HUA AC€J1, B TOM YUCJIC C JOKYMCHTAMU OT'PaHUYCHHOI0 JOCTYyIa
[IpaBuiia BbLAaYM ¥ UCTIONB30BAHUS JOKYMEHTOB U3 CHOPMUPOBAHHBIX J€IT
TpeboBanus oxpaHsl TPyAa

B/03.5 Opranusanus o0padoTKu aeJ1 A MOCJeAYI0Iero XpaHeHust

TpynoBeie neicTBHA IIpoBepka cpOKOB XpaHEHUs JOKYMEHTOB, COCTaBIEHUE ITPOTOKOJIA

paboThI SKCIIEPTHOM KOMUCCHH 10 OATOTOBKE JOKYMEHTOB K XpaHEHHUIO, aKTa O
BBIIETICHUH K YHHUTOXEHHUIO JOKYMEHTOB, HE IMOAJIEKAIUX

XPaHEHUIO

CocTaBJieHre BHYTPEHHEH OMUCH JIe )i 0C000 IIEHHBIX JOKYMEHTOB
OdopmiieHne e NOCTOSHHOTO, JOJATOBPEMEHHOI'O CPOKOB XPaHEHHS
OdopmiieHre 00JI0KKH JIeN TIOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHEHHSI
CocTaBrieHne ONKCH J1e TIOCTOSTHHOT 0, I0TOBPEMEHHOTO CPOKOB XPaHEHHUS
Ilepenava gen B apXuB OpraHu3alvy

TpeboBanus k ITonmp30BaThCS MEPEUHAMHU JOKYMEHTOB M aHATH3UPOBATH (PAKTHUECKOE
00pa3oBaHHIO U COZIep)KaHNE UMEIOIIUXCS B JeJIe IOKYMEHTOB IIPH OITPE/ICIICHHH CPOKOB HX
00y4EHHIO XpaHeHus

OdopMIIsATh 0OJIOKKH JIEN IIOCTOSIHHOTO ¥ BpEMEHHOTO CPOKOB XpaHEHHS B
COOTBETCTBHH C TPEOOBAHMSIMHU rOCYAAPCTBEHHBIX cTaHAApTOB [Ipon3Boants
XPOHOJIOTHUECKU-CTPYKTYPHYIO CHCTeMaTn3auio aei [[puMeHsTs
MHPOPMALMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH JUIS

paboTHI C TOKYMEHTaMH

TpeboBanus k HopMmaTuBHBIE TPaBOBEIE aKThI, HOPMAaTUBHO-METOJUICCKHUEC IOKYMCHTHI,
OTIBITY TOCYJapCTBEHHBIC CTAHAAPTHI, OIPEACISIONINE TOPSIOK

MPAKTHIECKOM JIOKYMEHTAIIIOHHOTO O0ECTIeUeHUS YIIPaBICHHS

paboThI Kputepuu pa3neneHuss JOKyMEHTOB Ha TPYIIITHI B COOTBETCTBUH C IIEHHOCTHIO

MH(POPMALIUH, COAEPIKAIICHCS B HUX

[opsinok NCHOIB30BaHMS TUIIOBBIX MIIM BEOMCTBEHHBIX TIEpEUHEH
JIOKYMEHTOB, OIIpeIeJICHNS CPOKOB XPAaHEHHsI B IPOIIECCE SKCIIEPTHU3HI IICHHOCTH
JIOKyMEHTOB

IMopsiiok co3ianmsl, OpraHu3alii U JOKYMEHTUPOBAHUS pabOThl KCIIEPTHON




KOMHCCHU

[TpaBuita cocTaBiICHUS U YTBEPIKICHUS TPOTOKOJIA PAOOTHI SKCIIEPTHONW KOMUCCHH
[IpaBuia cocTaBiieHUs U YTBEPKICHHS aKTa O BBIACICHUH JOKYMCHTOB, HE
MOIICIKAIIMX XPAHCHUIO

[IpaBuia TexaUIECKOr 00paObOTKY U IMTOITHOTO OPOPMIICHHS JIE] IIOCTOSTHHOTO H
BPEMEHHOT'O CPOKOB XPaHCHUS

[IpaBuiia cocTaBiIeHUS OMKCHU JIe] MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHCHUS
B COOTBETCTBHH C JICHCTBYIOIMMH HOPMATHBHO- METOTUIECKUMHE JJOKYMEHTAMH

HpaBHna nepeaadyu AC1 B apXuB OpraHu3alun TpC6OBaHI/I$I OXpaHbl TpyJda

B coorBerctBUM Cc TpeOoBaHMAMHM, YKa3aHHBIMH B KBaqu(HUKaIMOHHOM CIPaBOYHHKE
JOJDKHOCTEH PYKOBOAMTENEH, CHENUANIUCTOB M APYrux choyxkammx 4- e wuzganue (yTBepKIeH
nocraHoBieHueM Muntpyaa P® ot 21 aBrycra 1998 r. Ne 37 ¢ usmenenustmu ot 27 mapra 2018 r.),
crywamens 00NJHCeH 3Hamb TOCTAHOBICHUS, PACIOPSDKCHUS, MPHUKa3bl, APyrue pPYKOBOASAIIUME U
HOPMATHUBHBIE JOKYMEHTHI BBIIIECTOSAIINX U IPYTHX OPTaHOB, KACAIOIIMECS BEICHUS JICIONPON3BOJICTBA
B OpraHu3alMy; OCHOBHBIE MOJIOKEHHs EMuHONW TrocylnapcTBEHHOW CHCTEMBI JENONPOU3BOCTBA;
CTaHJApThl  YHU(HUIMPOBAHHOW CHCTEMBl OPraHU3AIMOHHO-PACTIOPSAUTENBHON  JOKYMEHTAIHH;
CTPYKTYpy OpraHu3allid W €€ MOJpa3AeleHHIl; MOPAJOK KOHTPOJS 3a MPOXOXKICHHEM CIYKEOHBIX
JIOKYMEHTOB; 3aKOHOJATEIbCTBO O TPy€ U oxpaHe Tpyna Pocculickoit @eaepannn.

Ha peanuzanuro PaGoueit mporpammsel orBoauTtcs 40 4acos.

3aBepiaercst 00y4deHHe 10 Y4eOHOUM TUCIUTUIMHE TpoBeaeHIEeM U GepeHITMpoBaHHOTO 3a4eTa.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCIUILINHBI

«TOKYMEHTAIMOHHOE OBECIIEYHEHHUE JEATEJBbHOCTHU OPI'AHU3ALIUN»

Ne HauMeHoOBaHUE TEM Conep:xaHue O6 i B TOM 4HCIIe ATTecTanus,
n/n 00nem uac.
qacoB
Jlexuun,| Ilpaxr.,
qac. qac.
1. |[Tema 1. OcHoBHbIe cBeieHust 3 | OCHOBHBIE CBEICHMS U3 ICTOPUH JEJIONPOU3BOJICTBA U CEKPETAPCKOI CITyKOBI 2 2
HCTOPHH J1eJIONPOM3BO/ACTBA.
2. [Tema?2.Opranu3auus IIponiecc ympaBneHUs NpPEANPHUIATHEM; AEIONPOU3BOJACTBO KaK YacTh YIPABICHHUS.
uHGOpPMAIHOHHO- Hokyment. Cxema opraHuzanuu paboTBl € JOKyMeHTamMHu mpeamnpustus. Dopma
MOKYMEHTAIMOHHOI 0 OpraHu3aluu JIeJTOTIPOM3BO/ICTBA. HNudopmannonHo- JIOKYMEHTAIIMOHHOE
00CTyKUBAHUA 00CITy’)KUBaHHE; CIHCLMANUCTBl CIyXObl. OpraHuzanyss Tpyda B OpraHM3aLMOHHO-
YIpaBJIEHYECKOH coepe; yCIIOBHUS TpyZza. JlokyMeHTallMOHHOE u 2 2
0€3I0KYMEHTAIIIOHHOE 00CTy)KUBAaHUE PA0OTHI PYKOBOIUTEIISL.
3. [Tema 3. lokyMeHTHpOBaHME OOmpe TMONOXKEHHS 10  JOKYMEHTHPOBAaHUIO  YIIPABJIEHUECKOH  JIESTENbHOCTH.
yIpaBJIeHYeCKOM YHuuuupoBaHHBIE CHCTEMBl JOKYMEHTAUMH. YHUQUKAMS M CTaHIapTH3aLUS
neaTenbHOCTH. TpeGoBaHusi K | yIpaBJIEeHYECKUX JOKYMEHTOB. Buubl 1OKyMeHTOB; kiaccudukanus. OpraHu3aiuoHHO- 2 2
[TOKYMEHTaM pacnopsiaurensHble  okyMeHTsl (OPJ]). FOpuanueckoe 3HaueHne TOKYMEHTOB.
4. |[Tema4.IlpaBuna odopmiaenns | Buapl 61aHKOB, peKBU3UTHI, HOPMYIISIp, OTMETKM Ha JoKyMeHTe. Enunble TpeOoBaHus 1
ympaBJIeHYeCKUX IOKYMEHTOB | mpaBuiia opOpMIICHHS JOKYMEHTOB YIPAaBJICHHS, YCTaHOBJICHHbIE IOCYAAapCTBEHHBIMU 2 2
HOPMAaTHBHBIMHU aKTaMH — CTaHJAPTHI.
5. [Tema 5. CoBpeMeHHOe [IpaBuna odopMieHHS JAEIOBOrO MHUChMa. Buibl mUCeM: MHMChMA-TIPOCHOBI, THChMa- 2 2
me0B0e MUCHMO OTBETHI; CONPOBOJUTEINBHBIE, JIOTOBOPHBIE U JIP.; OCOOEHHOCTH TEKCTA.
MesxayHapoJHble IcbMa
6. [Tema 6. OcHOBHBIE OCHOBHBIE TpYMNITBI YIPaBIEHYECKUX (WM OPTaHU3AlMOHHO—PACTIOPAIUTEIHHBIX)
MOKYMEHTBI yIIPaBJIeHUs; NoKyMeHTOB. TuroBass cxema odopmieHusi JToKyMeHTOB. OcoOeHHOCTH O(opMIIeHUS
odopmiieHne u padora ¢ BHEIIHUX JTIOKYMEHTOB M Ap. JJOKyMEHTHpOBaHHE OpraHM3alHOHHO—PACIIOPSIIUTEIbHON
MOKyMeHTaMHu JIEeSTeNbHOCTH yupekaeHuid. OpraHu3alioHHas MOKYMEHTAIWs: YCTaB, IOJIOXKEHHE,
WHCTPYKIMS. PacmopsaurenbHble JOKYMEHTBHI: TPUKA3bl, pPEIICHUs, PaCTOPSKEHUS.
JIOKyMEHTHpOBaHUE JEATEIBHOCTH KOJUIETHANbHBIX opraHoB. CTpykTypa [IOKIaja,
0TYeTa; MPOTOKOII. MH(pOpMalMOHHO—CIPaBOYHBIE JOKYMEHTBI:  CIIPaBKH,  aKTBhI,
JOKJIAIHBIC 3aIUCKH, TEIerpaMMbl, TeaedakcorpaMmsl ((pakcel), TeaedoHOrpaMMBel U Ip. 4 2 2
7. | Tema 7. loKyMeHTBI 11O Bunpl T0KyMEHTOB: TPyIOBbIE KOHTPAKTHI; PUKA3bl O IIPUEME, YBOJIBHEHUH, [IEPEBOJIC;
JIMYHOMY COCTaBY TPYAOBBIE KHWKKH, JHYHbIE KapTouku u aAp. Odopmienue, xpaHeHHE TOKYMEHTOB; 4 2 2
cobJmoieHre KOHMUICHITHAITBHOCTH.
8. | Tema 8. JlokyMeHTBI Buner mUYHBIX TOKYMEHTOB: 3asBICHHE, pe3ifoMme, aBTrobnorpadus, paciucka, 2 2

JHYHOTO XapaKTepa

AOBCPCHHOCTL. CocraBicHHE TEKCTA U O(POpMJ'ICHI/IG JOKYMCHTOB.



http://www.pandia.ru/text/category/trudovie_kontrakti/

Tema 9. Kommepueckas

BremHeToproBele TOKYMEHTBI; KOMMeEpYecKass KOPPECIOHACHINS H KOMMepYeCcKHe

KOpPpPeCIOHAeHIUsI MUCHbMa; KOHTPAKTHI, 3aKa3bl, COTNIAIICHUS; OOMIENpHHATEIE (POPMBI JOKYMEHTOB, TEKCT, 2 2
otopmieHue
10. | Tema 10. lesionpousBoacrBo | Bunel oOpamieHwii: TpeaniokeHus, 3asBieHus, kaio0bl. [lopsmok paboTer c
110 NHCbMEHHbIM H YCTHBIM JOKYMEHTaMH. Pernamentupyrommit JOKYMEHT (Tunosoe [IOJIOKECHHUE).
o0paleHusiM rpakaan OpraHu3anioHHbIE MEPOTIPUATHS: JUYHBIA mpueM TrpaxaaH. [IpueM NHCBMEHHBIX 2 2
oOparieHnii, JOKyMeHTHPOBaHNE OOpaIeHAH.
11. | Tema 11. Opranuzauus I'pynmbel  TOKYMEHTOB: BXOJAIIME M HCXOASIIME; BHYTPEHHHE W  BHEIIHHE.
PadoTHI C TOKYMEHTAMH OpraHu3aiiioHHbIE U HOPMAaTHBHO-METOJUYECKHE TOKYMEHTBI, UX HCIOJIb30BAHHE B
JIeTIOTIPOU3BOJICTBE. Buabl paboT ¢ JoKyMeHTamu: 00padOTKa MOCTYHAIMX |
OTIPABSIEMBIX JOKYMEHTOB, Y4€T KOJMYECTBA JIOKYMEHTOB, pErucTpauus U
WHAEKCUPOBAHHE JIOKYMEHTOB. MH(popMalmoHHO-cIipaBoyHasi pabora. [opsimox 2 2
BEJCHUS W  WCIOJB30BaHUS CIPABOYHBIX KapTOTeK. VH(pOpPMAalMOHHO- MOUCKOBas
cucTemMa 11 paboThl ¢ JOKYMEHTaMHU
12. | Tema 12. CocTaBieHue Homenknarypa nen: MHAMBHIyalbHas, CBOAHAs, THUIOBasd, mpuMepHad. HopmaTHBHEIE
HOMEHKJIATYPBI /eI JOKYMEHTHI M1 METOJIMYECKHEe MaTepuajisl Juis  cocTasieHus. [IpaBuna BeneHus nen. 2 2
13. | Tema 13. ®opmupoBanue nen | Hasnadenue ¢opmupoBanus npen. HopmaTuBHble NOKyMeHTHL [pynmupoBka ped,
cnennpuka (GOPMHPOBAHMS OTHENBHBIX KaTeropuil Jien. Buabl JTOKYMEHTOB, 2 2
dopmupyembix B jeno. Cucremarusaius qokyMmenToB. OgopmiieHue Jen.
14. | Tema 14. Xpanenue IIpaBuna XpaHeHWs A€l B CTPYKTYPHBIX TOAPA3NEICHUSIX NpPEANpUATHs. ApXuB
JAOKYMEHTOB npeanpusaTis. ONTUMaJIbHBIA CPOK HCIOJIB30BAHUS JTOKYMEHTOB [EJIOTIPOM3BOJICTBE.
Cpoku xpaHeHus aein. JJokyMeHTBI TOJIrOBpeMEeHHOTo XpaHeHus. [lopAaoKk yHHITOXKEHHS
JOKyMeHTOB aen. OdopmieHue Jen Ajsi apXUBHOTO XpaHEHUs]; IPUEM, Niepeaada aell. 2 2
15. | Tema 15. Pagora ¢ Kondunenunansuas goxkymentupoBanHas nadopmanus. Llens u yciaoBus obecriedeHust
AOKYMEHTaMHM, COXPaHHOCTH uHpopMau Ha MPEINPUATHH. OcobenHoctn BEJICHUS
cofep:KaluMM JIEJIONPON3BOJICTBA, OOECIIEYMBAIOIIETO YUET U COXPAaHHOCTh JOKYMEHTOB, COIAEPMKAIINX 2 2
KOMMepYecKyI0 TallHy KOMMEPUECKYIO TaliHY.
npeanpusiTHs OTBETCTBEHHOCTD 33 TIOKYMEHTHI
16. | Tema 16. CocraBienue Crunb  ciy)keOHBIX JOKyMeHTOB. OduimanbHo- AeioBor cTuiib. OOrue 2 2
TEKCTOB CJIy:KeOHbIX TpeOOBaHUS K TEKCTaM JIOKYMEHTOB YIpaBlieHHUs, (POPMbI TEKCTOB JIOKYMEHTOB.
JAOKYMEHTOB CrniocoObl JOKYMEHTHPOBAHHS
17. | Tema 17. Obecnieuenue OcyuiecTBiIeHNE JIENOBBIX KOHTAKTOB, Y4aCTUE B IIOATOTOBKE M IIPOBEIECHUH AETIOBBIX
0€310KYMEHTAIMOHHOT' 0 Mepornpustuid. [Ipuem nmocerureneit. OdpopmiieHrne KOMaHIUPOBOK 2 2
00cay:KnBaHusi padoThI
PYKOBOIMTEJISA
18. | dudpepeHunpoBaHHbII 2
3a4eT
HUTOTIO: 40 28 10




3. YCJIOBUSA PEAJIN3AIIMM PABOYEN ITPOT'PAMMBI YYEBHOM JTACIHUILIAHBI

MarepuajibHO-TeXHHYeCKoe ofecreyeHue
[IporpamMma npeanosaraeT HaaTU4YKUe y4eOHOro KabuHeTa. 000pyI0BaHHOTO:

— II0CaJO0OYHbIMU MECTAMU I10 KOHI/I‘-IGCTBy 06y‘-IaIOH.[I/IXC5I;

— paboYuM MECTOM ITPEIoaBaTels;

— KOMITBIOTEPAMU;

- I/IHTepaKTI/IBHOﬁ I[OCKOﬁ NI MYJILTI/IMCI[I/II\/JIHBIM KOMIIJICKCOM C JIMIICH3WOHHBIM HpOI‘paMMHLIM
o0OecIieueHueM;

— KOMILIEKCOM y4eOHO-METOINIECKON TOKYMEHTAIHH.
TexHuueckue cpeacTBa 0OyICHHUS:

— OJJICKTPOHHBIC BUACOMATEPUATIBI;

— HOYTOYK;
— IIPOEKTOP.

Nudopmanuonnoe obecnieyeHue 00yueHus
OCHOBHBIE HCTOYHUKU:

1. bacakoB M.U. J[lemonpousBoactBo [JlOKyMEHTAallMOHHOE OOECIEYCHHE YIIPaBJICHUS|:
yueonuk/M.U. bacakos, O.1. 3ambinikoBa. — U3n. 13-e, crep. — PoctoB v//1: ®enuke, 2024 — 376
c.

JlonoTHUTeIbHbIE HCTOYHUKH:

2. JI.A.JlenkeBuu. JlenonpousBoactBo. — M3natenbekuii neHTp «Axagemusy, 2024

3. Ilpuka3 PocapxuBa ot 20 mexabps 2019 r. No 236 «OO0 yTBep)KIEHHH MEPEUHS] THUIIOBBIX
YIPaBICHYECKHX  apXUBHBIX JIOKYMEHTOB, OOpa3yloUIMXcs B  Ipolecce  AeSTEeNbHOCTH
TrOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIPABIEHUS M OPraHU3alUid, C YKa3aHHUEM
CPOKOB UX XpaHEHHSI.

4. OcHoBHbIE MpaBuiIa paboThl apxuBOB opranuszauuii / Pocapxus, BHUNJIA/L, — M.: 2012. —
152 c.

HNudopmannoHHblie pecypebl:
1. HopmaTuBHBIE JAOKYMEHTHl IO JEIONPOM3BOJCTBY. [DNeKTpoHHBIH pecypc]. Pexum
nocryna: http://www.termika.ru/dou/docs/docs.html
2. DIEeKTPOHHBIN CI0BAPH AEIONPOU3BOACTBEHHBIX TEPMUHOB. [DIEKTPOHHBIN pecypc].
Pexum nocryna: http://uajobs.com.ua/professions/deloproizvodstvo
3. DneKTpoHHBIE o(ucHble CHCTEMBI.
[DnexTpoHHBII pecypc]. Pexum JIOCTYyTIA:
http://eos.ru/eos/eos
4.  HWudopmanuonHo-cnpaBoyHas cucrema «['apanT». [DnekTpoHHbIl pecypc]. Pexum
nocryma: http://www.garant.ru



http://www.termika.ru/dou/docs/docs.html
http://uajobs.com.ua/professions/deloproizvodstvo
http://eos.ru/eos/eos
http://www.garant.ru/

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM JUCIHUILIVNHBI
OIIEHOYHBIE MATEPHUAJIbBI

[lepeuenp BorpocoB K 1udGepeHIIPOBAHHOMY 3a4ETy
10 MOITYJTIO «JlOKyMEHTaIMOHHOE 00eCIIeUeHHE eI TEIIbHOCTH OpTaHH3aIiN»

1. OcHOBHBbIE CBEICHHS U3 UCTOPUU JCIONPOU3BO/ICTBA.

2. Opranuzanust ”HPOPMATMOHHO-OKYMEHTAIIUOHHOTO 00CTYKHUBaHUS

3. JlokymMeHTHpOBaHUE  YIPABICHUYECKOM JIEATEITLHOCTH. TpebGoBaHus K
JOKyMEHTaM
[IpaBuia oopmieHHs ypaBIeHYECKUX JOKYMEHTOB
CoBpeMeHHOE /IeTT0BOE MUCHMO

4
5
6. OCHOBHBIE IOKyMEHTBI YIIpaBJeHUs; ohopMiieHue u paboTa ¢ JOKyMEeHTaMu
7. JIOKyMEHTBI 110 JUYHOMY COCTaBYy

8. JIOKyMEHTBI JINUYHOT'O XapaKTepa

9. Kommepueckasi KOppeCHOHAEHIINS

10. [lenonpou3BOACTBO IO MMCbMEHHBIM U YCTHBIM OOpAIlCHUSIM TpaXK1aH

11. Opranuzaius paboThl ¢ JTOKYMEHTaMU

12. CocraBieHre HOMEHKJIATYPBI ACT

13. ®opmupoBanue aen

14. XpaHneHue 1OKyMEHTOB

15. Pabota ¢ toKyMeHTaMH, COAEpKAIIUMU KOMMEPUYECKYIO TalHY MPepUITUS
16. CocraBiieHue TEKCTOB CITYy’KEOHBIX IOKYyMEHTOB

17. O6ecnieueHne 6€310KyMEHTAIIMOHHOTO 00CITY>KUBAaHUS PAa0OThI pyKOBOAMUTEIS.



METOAUYECKHUE MATEPHUAJIbI

MeToauyeckasi pa3padoTka 3aHATHS
Tema: JlokyMeHTHpOBaHME yIIPaBIEHUYECKOH IesTeNbHOCTH. TpeboBaHus K JOKYMEHTaM.

Heﬂb: Hay‘lI/ITBCH COCTaBJIATH OJIaHKU JOKYMCHTOB

MarepuaJbl K 3aHATHIO
Teopernyeckue cBegeHUs

JIOKyMeHTbl M3roTaBIMBAlOT Ha OnaHkax. braHk mnpencrasiaser coOoi Jymct Oymaru
CTaHJapTHOTO (hopMaTa, Ha KOTOPOM PA3JIIMYHBIMU TEXHUYECKHUMHU CPEJICTBAMH HAaHECEHBI PEKBHU3HTHI,
coJiepKallye MOCTOSHHYIO JUIsl IaHHOIO BUJa JOKyMEHTa MH()OPMALUIO, BKIKOYas IOCTOSHHBIE YaCTH
TEKCTa. DTO MOTYT OBITh Ha3BaHHWE BHJA JOKYMEHTa, CIPaBOYHBbIC JaHHbIE 00 OpraHu3aluH,
BCEBO3MOXHbBIE CHUMBOJIBI U JIpyras, IOCTOSHHas JI JaHHOW TPYHIbl JOKYMEHTOB HH(pOpMaLus,
BKJIIOYAIOIIAsl TOCTOSIHHBIC (TpadapeTHbIe) 4acTu TeKCTa.

Hanpumep, 61aHK OCTaHOBJIEHHUS, IPUKa3a, COPAaBKU O padoTe, OJaHK 3asBJIEeHUs 00 OTILyCKe,
OJIaHK TUTYJIBHOTO JINCTA OTYETa O BHIIIOJIHEHHOW paboTe, OJaHK aKkTa O BBHIICICHUH K YHUYTOKCHHIO
JOKYMEHTOB C UCTEKILIUMH CPOKaMHU XPaHEHUS U Jp.

B Onank nokymeHTa 00s3aTelNbHO BKIIOYAIOTCS PEKBU3HUTHI, MACHTU(OUIUPYIOIIUE aBTOPa
IUCBMEHHOIO0 JOKYMEHTa: O(HIMaIbHOE Ha3BaHME OpraHM3alUU - aBTOpa JOKYMEHTa, ee
BEJIOMCTBEHHAsl IPUHAJUIEKHOCTb M  OPraHU3alMOHHO-IIPABOBOE  IIOJIOKEHHE, HOPUIUYECKUM
(paxTHueckuii) agpec WM Ha3BaHHE HACEIEHHOIO IYHKTa, B KOTOPOM pa3MeIlaeTcs PyKOBOISILUI
OpraH OpraHu3aluu.

B coctaB OnaHka BXOAAT Takxke rpaduueckue OTMETKH, NMpeIHAa3HAYE€HHbIE Ul pa3MelleHus
00513aTENbHBIX PEKBU3UTOB JOKYMEHTOB, KOTOPBIE OyIyT N3rOTaBIMBATHCS HA OJIaHKaX.

[TonsTHe GnaHKa B MOJHON Mepe MPUMEHHUMO TOJBKO K TMCbMEHHBIM OyMaXKHBIM JIOKYMEHTaM,
TaK Kak MpaBuja 3anvcu MHGOPMalLMU U €€ pa3MEeleHUs] Ha MAaIIUHHBIX HOCUTENAX MPUHIUIHAIBEHO
uHble. Bmecte ¢ Tem mpu aBromatuzamuu JJOY (0KyMEHTallMOHHOTO OOecreyeHHs YIpaBICHMs)
MIPaKTUKYETCS CO3/JaHHE MAIIMHHBIX "MIA0JOHOB" WM YHU(PUIMPOBAHHBIX OJaHKOB ('3JIEKTPOHHBIX
¢dopM"), UCTIONB30BaHUE WIIM 3aMIOJIHEHHE KOTOPBIX MO3BOJISET CO3/1aBaTh IOPUINYECKU MOJHOLIEHHBIE
JOKYMEHTBI, COOTBETCTBYIOIIIME COBPEMEHHBIM MIpaBUJIaM U AEUCTBYIOLIMM OyMa)kKHBIM Gopmam.

bymara, npumensiemass sl M3rOTOBJICHHsI OJAaHKOB, JOJKHA OBbITH O€NOro IBeTa WIH, B
UCKJIIOYUTENIbHBIX Cllydasix, ci1a0o OKpallleHa B CBETJblE TOHAa. B OTHENbHBIX CiydasX MOTryT
M3TOTaBJIMBATHCS ONaHKK OoJiee aKTUBHBIX LIBETOB. BIaHKM Ui JOKYMEHTOB MOCTOSIHHOTO XpaHEHHUs
ClIelyeT U3rOTOBJIATh Ha Oymare BBICIIMX COPTOB, HE3aBUCHUMO OT TOTO, MOJIEKAT UM HE MOJJIEeKaT
nepefaye Ha TOCYAAPCTBEHHOE XpaHEHHE JIOKYMEHTbl OpraHu3aluu. PekBu3uTel Ha OnaHke
MevyaTarTcs B OAHY KpacKy, IPEUMYLIECTBEHHO YepHYI0. BO3MOKHO HCIOIb30BaHUE IPYTUX LIBETOB B
OnaHKaxX, YTO TO3BOJSIET 3PUTEIbHO OTIMYUTH MOUIMHHUK JIOKyMEHTa OT Pa3MHOXEHHOTO,
KCEPOKOIUPOBAHHOTO AK3EMILISAPA.

bnaHky TOKyMEHTOB M3rOTaBIMBAIOTCSA MPEUMYIIECTBEHHO TUMOTPa(CKUM CHOCOOOM HIIH
MIPU TIOMOIIM CPEJICTB BBHIYUCIUTENbHON TEXHUKH.

Tunorpagckum cnocoOOM JOJDKHBI HM3rOTaBIMBATHCS OJIAHKM, HMEIOIIME B KauecTBe
pexBu3uTa [ocymapctBeHHblii rep0 Poccuiickoit ®epepanuu wnmn repd cyOwbekta Poccuiickoit
@enepanun. crnonb30BaHUEe KCEPOKONMMHA JaHHBIX OJNIAHKOB Ui CO3JaHMS JOKYMEHTOB HeE
nomyckaercs. ['OCT  ycraHaBmuBaeT — cleayroIIve  BUALI  OJAaHKOB  OpraHU3AIMOHHO-
paclopsAMTENbHBIX JOKYMEHTOB Ul OpraHM3allMM, €€ CTPYKTYpHOIO MOJApa3felieHus W
JOJKHOCTHOTO JIUIIA:
o01mmii 0JIaHK /151 U3rOTOBJICHHUS JTI000r0 BH/Aa JOKYMeHTAa (KpoMe NucbMa); 0J1aHK NMHCbMAa;
0JIaHK KOHKPETHOTI'0 BU/1a IOKYMEHTAa (KpoMe MUChMa).

Conep:xanue 3aHATHS

3ananue 1: CTpyKTypa 10KyMeHTAa

3aganue 1.1. V3yunts MeTOIMYECKHE PEKOMEH ALY 110 U3TOTOBJIEHUIO JOKYMEHTOB Ha
OnaHKax

TeopeTuyeckue cBeACHUS

JU1 M3roTOBIICHUS OPraHU3aMOHHO-PACIOPSAUTENIBHBIX TOKYMEHTOB YCTaHABIMBAKOTCS BA
dopmara 6mankoB o 'OCT 9327-60: A4 (210 x 297) u A5 (148 x 210), ¢ pasmepamu moJjei He
MEHee:



neBoe - 20 mm; nipaBoe - 10 mM; BepxHee - 20 Mm; HIKHEE - 20 MM.

OTH TOJIL UCTIONB3YIOTCS Uil pa3MEIICHUS! HEKOTOPBIX PEKBH3UTOB, IS MOJIINBKU
JOKYMEHTOB, JUIsl 3a)KMMa JINCTA MPU KOMTUPOBAHUHU M PA3MHOXKEHUH, AJIs y100CTBA TPOUTEHUS
TEKCTOB B COPOIIIOPOBAHHOM BH/JIE U T.II.

Opranu3zaiysa UMeeT MpaBo cama pellaTh, Kakue pa3Mepsl Moiel 11es1eco00pa3Ho YCTaHOBUTh
JUIS Pa3IMYHBIX BUIOB JOKYMEHTOB, HO HE MEHEE TE€X pa3MepoB, KoTopble ycTaHoBiIeHbl [[OCT.

[Tpu moAroToBKe JOKYMEHTa HAa HECKOJIBKUX JIMCTAaX BCE JINCTHI UMEIOT OJJUHAKOBBIEC pa3MephbI
TIOJIEH.

bnanku ¢popmaroB A4 u A5 ciaykar MPEeUMYIIECTBEHHO /I U3TOTOBJICHUS CITY)KEOHBIX TTHCEM,
YUPEIUTEIbHBIX U UHBIX PACHIOPSAUTENBHBIX JOKYMEHTOB BCEX HAaMMEHOBAHMIA, IOTOBOPOB, CIIPABOK,
3aMKCOK, PA3JIMYHOTO POJa aKTOB U JAPYTUX TOKYMEHTOB.

Ha mnpaktuke MOryT HCHOJB30BATHCS TaKkKe KOMOMHUPOBAaHHBIE (OpMAaThl OJIAHKOB,
OOyCIIOBJICHHBIE ~XapaKTEpOM JOKYMEHTOB, HalpuMep C HCIOJIb30BAaHUEM TOPU30HTAIBHOIO
pacroyioskeHusi 0OJIbIIEH CTOPOHBI OJIaHKa.

®opmar OnaHka BbIOMpaeTcs B 3aBUCUMOCTH OT 00beMa TEKCTa M KOJIUYECTBA PEKBU3UTOB,
KOTOPBIE TOJDKHBI OBITh pa3MeEIIEeHbI IPU OATOTOBKE JOKYMEHTA.

Jlis M3roTOBJIEHUS JTOKYMEHTOB, TEKCTOBAs COJAep)KaTeibHas 4acTb KOTOPBIX OQoOpMIIeHA B
BHJIC TAOJHIIBI C MHOXKECTBOM rpad, MOKET UCIOJb30BaThcs OnmaHk (opmara A3 (420 x 297 mm).
Hanpumep, Ha Takux OnaHkKax NPOEKTUPYIOTCS (OPMBI OTYETHBIX, YYETHO-CTATHCTUYECKUX,
TUTAHOBBIX U IPYTHX JTOKYMEHTOB.

Ha Oymare ¢opmata A6 (105 x 148 ™M) nomyckaercss H3roTaBIMBaThb OCOOBIE BHUbI
JOJDKHOCTHBIX OJIAaHKOB, HampuMmep, sl 0(OpPMIICHHUS PE3OIIONUH PYKOBOIUTENS (ITOPYUYCHHUS) HITH
JOKYMEHTOB THUIIa KBUTAHILIUN, Pa30BbIX MPOITYCKOB, YUETHBIX ()OPM U T.II.

3aganue 2. branku nokymenToB. Teoperuyeckue cBeieHust

braHku TOKYMEHTOB JIOJKHBI pa3pabaThIBaThCs C Y4ETOM COCTaBa PEKBHU3MTOB M MOpPsIKa UX
pacniosioxenusi, ycranoBieHHbIX ['OCT.

[Tnomaau pasmelieHUss KOHKPETHBIX PEKBHU3UTOB JIOJDKHBI COOTBETCTBOBAaTh pa3Mmepawm,
npuBeaeHHbIM B 'OCT. Cxembl pacrosoKeHusl pEeKBU3UTOB JaHbl B IPUIIOKEHUX 1, 2, 4.

bnaHku JOKYMEHTOB MOIYT HW3TOTOBJIATECS Ha OCHOBE IMPOAOJBHOTO WM  YIJIOBOTO
PAacIIoNIOKEHNUS] PEKBU3UTOB, HACHTUDHUIMPYIOUINX OPTaHU3ANNI0, U IPYTUX PEKBU3UTOB O(POPMIICHHS
JIOKYMEHTOB, JIOTIOJIHSIOLINX CBeACHUs 00 opranuzanuu. VMcnoab30BaHue yriIoBOrO WM MPOJIOJBHOTO
OJlaHKa He BJIMSIET Ha IOPUINYECKYIO CUITy JOKYMEHTa WIIM €ro IPaBOBOM CcTaTyc.

[Ipy 1poOAONBHOM pacmoyioKeHUHM (MIPOAOJbHBIE OJIaHKK) Ha3BaHHWE OpraHU3alluH, BHUIA
JOKYMEHTa M JIpyrue HeoOXOAMMbIE PEKBU3UTHI Ha OJIaHKE Pa3MEIaloTCs BJIOJIb BEPXHEro MOJd U
LEHTPYIOTCS (LIEHTPUPYIOTCS).

[IpomonbHbIe OIaHKW Ha TIPAKTUKE HCIONB3YIOTCS NPEUMYIIECTBEHHO Ui MOJITOTOBKH
HOPMAaTHUBHBIX MPABOBBIX AKTOB.

Hcnonp30BaHue MpoOJIOJILHOTO OJIaHKa MUChbMa IENecO000pa3HO TakKe MPUMEHATh B Clydasx,
KOIJla HAMMEHOBAaHUE OpPTaHMU3aLMU COAEPXKUT OOJIBIIOE KOJMUYECTBO MEYATHBIX 3HAKOB, HAIPUMED,
MOJKET OBITh B Cllyyae, KOorja peKBU3UThI OJlaHKa JaroTcsl Ha ABYX M Oosee si3bikax. [Ipu aTom cnesa
CIIEZyeT MevaTaTh PeKBU3UTHI Ha PYCCKOM SI3bIKE, a CIpaBa - HAa HAIlMOHAJHLHOM, Ha OJHOM YPOBHE.
Ecnu konnuecTBO HMCIONBb3yeMbIX HAIlMOHAJBHBIX SI3bIKOB 00JI€€ OJHOI0, CBEPXY CJEeNyeT YKa3bIBaThb
PEKBU3UTHI Ha PYCCKOM, a HI)KE - Ha HAIlMOHAJIBHOM S3BIKE, MPOJIEBAsi CTPOKY J0 I'PAaHUIIBI IPABOTO
OIS

[Ipy wucnonb3oBaHUMM B OJaHKE HAWMEHOBAaHUS OpPraHM3allMd HAa WHOCTPAHHOM  S3bIKE
PEKOMEHIYeTCs TaKKe MOJB30BaThCs CTAHAPTHHIMHU TPEOOBAHHUSIMHU.

[TpomonbHbIE GIAaHKK MHCEM UCHONB3YIOTCS B PEKJIAMHBIX LIEJISIX, KOTJAa HE CTOMT BOIPOC 00
SKOHOMMHU OyMaru, palioHaIbHOM pa3MeIIeHUH HE00X0JMMOro KOJIMYECTBA PEKBU3UTOB U T.II.

B cmydae, korma peKBH3UTHI, HaleyaTaHHbIE Ha HAIMOHAIBHOM U PYCCKOM  S3BIKaX,
pa3MenialoTcsl B IpeAenax IUIOMAAH, OTBOJMMOM [UIsi YIJIOBOIO BapuaHTa, IlelIecoo0pa3Ho
M3TOTOBIIATH OJIAHKU C YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB (YrioBble OyaHKM). [Ipu 3TOM KakIbIit
PEKBU3UT YKa3bIBAETCSl CBEPXY Ha PYCCKOM SI3bIKE, @ HUXKE - Ha HAIIMOHAJILHOM.

Haubonee ynoOHBIM 11t 0OpaOOTKM W SKOHOMHYHBIM C TOYKHM 3pPEHHUS HUCIOIb30BAHUS
IUIOUIaIM JIUCTa SIBJSIETCsl YIJIOBOM OnaHK. B 3TOM ciydyae mpaBas cTopoHa BEpXHEW 4acTH JIMCTa
MOET OBITh HCMOJb30BaHA JUIsl pa3MelleHus pekBu3uToB "Anpecar" u "I'pud yrBepxkaenus",
PE30ITIOLHIA, OTMETOK O PACChUIKE U JIp.



Hanpumep, yrioBbsIMU TOJKHBI OBITH OJIAHKH YTBEPXkKAAE€MbIX IPOTOKOJIOB, JOIrOBOPOB, aKTOB,
MHCTPYKLUI U MIMCEM, TJIe €CTh PEKBU3UT "Anpecart".

3ananme 2.1. Ha ocnoBanun I'OC'T HauepTUTh CXEMbI IPOJAOJIBHOTO U YIIIOBOTO
pacmooKeHus: peKBU3UTOB Ha popmare Oymaru A4 mo obpasiy.

Pucynoxk - PacrionosxeHre peKBU3UTOB M I'PaHUIIBI 30H Ha popmare A4
3aganue 3. birank nucsma TeopeTnueckue cBegeHUs

bnaHk nrcbMa MOKET BKJIKOYATh CIEIYIOIINE PEKBU3UTBHIL:

I'ocynapctBennsiii rep0 Poccuiickoit ®enepanum - (01); repd cyobekra Poccuiickoit
Oenepanun - (02);

sMOJIeMa OpraHu3alliy WM TOBApHBIN 3HAK (3HaK oOciyxuBanus) - (03); Kkox opraHu3anuy -
(04);

OCHOBHOI1 rocyiapcTBeHHbIN peructpanonHslii Homep (OI'PH) ropuaudeckoro snuna - (05);

UICHTU(PUKAIIMOHHBIN HOMEp HAJIOTOIIaTeNbIINNKA/ KO PUYMHBI IOCTAHOBKH HA y4eT
(MHH/KIIII) - (06); xox ¢opmsbl qokymenTa - (07);

HauMeHoBaHue opranu3anuu - (08); cpaBouHblie JaHHBIE 00 opranu3anuu - (09).

Kpome »Tux pekBU3UTOB B OJIaHKE MHChMa MOTYT OBITh IaHbl OTPAaHUYUTEIbHBIE OTMETKH JJIs
CIIENYIOIINX PEKBU3HUTOB:

naTa jokymenTa - (11);

perucTpanoHHbIi HoMep JOKyMeHTa - (12);

CCBIJIKA HAa PETUCTPAIMOHHBIN HOMED U JIaTy JokyMmeHTa - (13); aapecar - (15);

3aroJIoBOK K TEKCTY - (18); oTmeTka o koHTpode - (19).

PexBuzut "CnpaBouHble 1aHHbIE 00 OpraHU3aluu’” BKIIIOYAET CBE/ICHUS O IOYTOBOM U
TenerpagHoM ajapece opranuzanuu. [lopsaok u Gpopma 3anucu 3TUX CBEJICHUN TOIKHBI
cootBeTcTBOBaTh 1louTOBEIM NpaBuiam Munucrepcrsa cBsa3u Poccuiickon @enepannu. Kpome Toro,
JAHHBIA PEKBU3UT MOKET OBITH JOMOJIHEH HOMEPaMH CIIPaBOYHBIX TeJIe(OHOB, (DAKCOB, TEIEKCOB,
pacueTHBIX CUETOB B OaHKE, apecoM 3JIEKTPOHHOH MouThl. B kauecTBe mouTOBOrO aapeca
JIOIMyCKAETCsl YKa3bIBaTh HOMEP a0OHEHTCKOTO SIIUKA.

3ananmue 3.1. Ha ocnoBanuu I'OCT odhopmuTh O6JaHK MUChMa C TPOTOIBHBIM U YTIIOBBIM
pacroyio’keHueM PEeKBU3UTOB MO 00pasiry.


http://www.consultant.ru/document/cons_doc_LAW_112673/
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Pucynok - OGpa3zer 6:1aHKa MEChbMa OpraHU3aAIuN

3ananue 4. O61mmii 6;1ank TeopeTnueckue cBeeHus!

OO01mii 6;1aHK MOKET BKIIIOYATh CIEAYIOIINE PEKBU3HUTHI:

['ocynapcrBennsiii rep0d Poccuiickoit @enepanuu - (01); repd cydonsexta Poccuiickoit
Oenepanuu - (02);

sMOJIeMa OpraHu3alyy WK TOBAPHBIN 3HaK (3HaK oOciyxuBaHus) - (03); HauMeHOBaHKE
opranuzanu# - (08);

MECTO COCTaBJICHMSI UM U3J1aHUs IOKyMeHTa - (14).

Kpome 3Tux pekBU3UTOB Ha 0011eM OJIaHKE I0ITYCKAeTCsd HAHOCUTh OTPaHUYUTENIbHbIE
(rpadudeckre) OTMETKH IS CICAYIOIINX PEKBU3HTOB:

nata qokymenta - (11);

perucTpanoHHbI HOMep TOKyMeHTa - (12); 3arooBok K TeKCTy - (18).

3ananmue 4.1. Ha ocaoBanuu I'OCT odopmuts 00muii 651aHK 1Mo oOpasiry.

Pucynok - OGpaserr o6miero 01aHka opraHu3aiu

3ananue S.b1aHK KOHKpPEeTHOr0 BH/AA 10KyMeHTa Teoperudyeckue cBeieHUs

brnanku TeX WM MHBIX KOHKPETHBIX BUOB JJOKYMEHTOB 1I€TIECO00pa3HO MPUMEHSTh TIPU
W3JITaHWW B OPTaHU3AINN OOJIBIIOTO KOJMYECTBA JAaHHBIX BUAOB JOKyMeHTOB. [Ipu pa3paboTke 3THX
OJTaHKOB HCIOJB3YIOTCS CIIEAYIOIINE PEKBU3UTHI:

INocynapcrBennsiii rep0 Poccutickoii @eaepannu nim repd cyonrekra Poccuiickoit deneparnm
-(01), (02); omOema opraHu3aIuy UK TOBAPHBIN 3HAK (3HAK 0OcmyxuBanus) - (03);

HaMMEHOBaHMe opranmu3aiuu - (08); HaumMeHoBaHUE BUAA JOKyMeHTa - (10);

MECTO COCTaBJICHUS WJIU U3JaHUs TIOKyMeHTa - (14);

a TaK)Ke OrpaHUYUTENbHbIE OTMETKHU JJIS1 PACIOJIOKEHUS PEKBU3UTOB!

JaTta JokyMeHnrTa - (11);

PETHCTPAallMOHHBIN HOMEp TIOKyMeHTa - (12);

CCBIJIKA Ha PETUCTPALlMOHHBIA HOMEp U AaTy JoKyMeHTa (13); 3aroiaoBok K Tekcty - (18);

OTMETKa 0 KoHTpoJie - (19).

B 00mux Gnankax u B O1aHKaX KOHKPETHBIX BUIOB TIOKYMEHTOB PEKBHU3UT "MecTo
COCTaBJICHHS WK W3AaHus JokyMeHTa" (14) nomkeH ohopMIISIThCS B COOTBETCTBUU C



HAaUMEHOBAHUSIMHU 00HEKTOB AIMUHHUCTPATUBHO- TCPPUTOPUATIBHOTO JCJICHUA U HACCIICHHBIX ITYHKTOB.

MecTo cocTaBiaeHUS WU HU3JJaHUSA NOKYMCHTA MOXXCT HC YKa3bIBATbHCA, CCJIM OHO BXOUT B

COCTaB HAMMCHOBAHUS OpraHru3alliu.

B 6nmankax 10JKHOCTHOTO JIMIIA JONOTHUTEIbHBIA PEKBU3HUT "HAUMEHOBAHHE JI0JKHOCTH"

pa3Mmenaercs Hke pekBusnuTa "HaumeHnoBanue opranuzamuu'.

3ananue S.1. Ha ochoBanun I'OCT opopmMuth 0J1aHK KOHKPETHOI0 BU/IA JOKYMEHTAa U

0JIaHK J0JKHOCTHOTO JIMIIA 110 00pa3iy.

Nk W=

10.

11

12.

13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24.

Pucynok - O6pazen 61aHka KOHKPETHOTO BHJIa IOKYMEHTA U I0JDKHOCTHOTO JIUIIA
OpraHu3aIuu
KoHTpo/ibHbIE BONIPOCHI:

Ckonpko pexBu3uToB ycraHasiauaeT [[OCT?
W3 kakux cocTaBHBIX YacTel MOXKET COCTOATh peKBU3UT «HarnMeHoBaHUE OpraHu3aumny»?
CKOJIBKO 3HAaKOB B OJTHOM CTPOKE MOXKET CO/IepKaTh PeKBU3UT «HanMeHoBaHUE opraHu3aIiim?
Kakumu OykBaMu MHIIIYT HAMMEHOBAHKE BUJIA IOKyMEHTa?
B kakux qokyMeHTax qaTy medataroT cpazy?
Ot kakoif Mo3UIUH Ta0yISIUU 0QOPMIISIOT PETUCTPAIIMOHHBIN HOMEP JOKyMeHTa?
B kakux nokymeHntax opopMIsiIOT peKBU3HUT «CChIIKa HAa PETUCTPAIIMOHHBIA HOMEP U 1aTy
JOKYMEHTa»?
B kakom mazexxe yka3plBalOT HAMMEHOBAHUE OpTraHU3AIMH, CTPYKTYPHOTO T0/Ipa3/IeJICHUs B
pekBu3nTE «Anpecar»?
B kakom najiexxe yka3plBalOT HAMMEHOBAHHE JTOJDKHOCTH M (PaMUIIHIO B PEKBU3UTE
«Anpecar»?

. B xakom MOPAIKE B PCKBHU3UTC «A)IpecaT» YKa3bIBalOT COCTABHBIC 3JICMECHTHBI ITIOYTOBOT'O

azapeca?

N3 kakux COCTaBHBIX YaCTEH COCTOUT TpU( YTBEPIKICHHUSI, €CITH TOKYMEHT yTBEP)KIAET
JOJKHOCTHOE JTUIO?

Uto nomxHa coaepKaTh pe30JIroIus?

CKOJIBKO CTPOK MOXET COAEPKATh 3ar0JIOBOK K TEKCTY?

B kakom cirydyae 3arojioBOK K TEKCTY HE YKa3bIBalOT?

Kak ohopMIsitoT 0TMETKY O HATMYHMH MPUIIOKESHUS, €CII OHO YITOMSHYTO B TeKCTe?
Kaxkne coctaBHble yacTu coepKUT pekBU3HT «lloamucey»?

KTo noanuceiBaer nporokon?

Kax odopmmsitor pexBusut «Iloanucey, eciii JOKYMEHT MOAMUCHIBAIOT HECKOJIBKO JTOHKHOCTHBIX
JIUL, UMEIOIIUX JAOKHOCTH OJHOTO YPOBHS?

N3 kakux COCTaBHBIX YacTei cOCTOUT peKBU3HT «I pud cormacoBanus»?

N3 kakux coCTaBHBIX YacCTEH COCTOUT BU3a COTJIACOBAHMUS?

Kak cienyer cTaBUTh OTTUCK MeYaTH HA JOKYMEHTE?

N3 kakux COCTaBHBIX YacTeil COCTOUT peKBU3UT «OTMETKA O 3aBEPEHUU KOIIUN»?

Kaxk opopmisitoT pekBuszut «OTMETKA 00 UCIIOTHUTENE)?
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1. ITACIIOPT PABOYEM NPOI'PAMMBI YYEBHOM JUCIIATLINHBI
OPITAHU3AIIMOHHASA TEXHUKA

1.1. O6saacTh NpUMeHeHHsI TPOTPAMMBI
Pabouas nporpamMmma yueOHOW JUCIUIUIMHBI SBJIAETCSA 4YaCTbIO OCHOBHOW 00pa30BaTENIbHON

porpaMMbl IpohecCuoHaNbHOTO 00ydeHus: (MporpaMMbl MpodeccCHoHaNbHON MOATOTOBKU) IO
npodeccun Jleaonpon3BoauTeib.

1.2. MecTo AMCHMILVINHBI B CTPYKTYpPe OCHOBHOI NPo(ecCHOHAIBHOM

00pa3oBaTeJIbHOM POrPAMMBI:
JluciyminHa OTHOCHTCS K TPYIIIE TUCIUIUINH MPO(heCcCHOHATLHOTO IHKIIA.

1.3. I_[e.]m H 3a1a4i JUCHUIIJIUHBI — TpeﬁoBaHm{ K pe3yjabTaTaM O0CBOCHUSA
AUCHHUIIJINHBI

yMeThb:
—  OCYLIECTBJIATh NPOPECCUOHANBHYIO JIESTENbHOCTh C UCII0JIb30BaHUEM
OpPraHu3alMOHHON TEXHUKH;
3HATh:
— COBpPCMCHHBLIC BUABI OpFaHI/I?,aI_II/IOHHOﬁ TCXHHUKHU U KOMIILIOTCPHOT'O 06CCHC‘~ICHI/I$[;
— Ha3Ha4YCHUE, ITpaBUJIa UCIIOJIB30BAHUA U TCXHUYICCKOI'O O6CJIy)KI/IBaHI/I$[ OpF&HH?;B.HHOHHOfI
TCXHUKHU.
Ha peanusauuto Paboueit nporpammsl otBoguTcs 10 yacos.
3aBepiaercst 00y4deHue 1o y4eOHOH TUCIUIUIMHE TPOBEACHUEM TU(HEpEeHIIPOBAHHOTO
3ayera.



2. CTPYKTYPA U COAEPX KAHUE YUEBHOM JUCIUILIMHBI

Ne HaumMeHoBaHUE TeM Conep:xanue OO0mmii | B TOM uncjae |ATTecTaIusl,
n/n 00beM yac.
4acoB
Jlekuu| IIpakr.,
U, yac.| yac.
1. | Tema 1. Texanueckas 6a3a Pabouee wmecTo gemompom3BOAMTENSA. OJProHOMHWKAa W OpraHm3anus TpynJa. 1 1
JIeNTOTIPOM3BO/ICTBA KommerotepusnupoBanHoe pabodee MecTo JIEJIOTIPOU3BOTUTEISL.
CaHUTapHO-TUTUECHUIECKIE
HOpPMAaTUBHI AJ1s paboTHUKOB ouca. Knaccudukanus cpencts OpraHU3allMOHHOMN
TEXHHUKH.
2. | Tema 2. KommbtoTepHoe Hcropus pa3Butusi KomnbioTepHoil TexHuku. Knaccupukanus [I19BM. AnnapatHoe u 1 1
obecrieueHue nporpamMmHoe obecrieueHre OBM. OcHoBHble ycTpoiictBa DBM M NpWHIMITBI UX
pabotel. OOCTyXKMBaHHE KOMITBIOTEpA: MPOBEPKa TUCKOB, Je(parMeHTaIus IUCKOB,
3alMTa OT BUPYCOB, CPEICTBA aHaIM3a paboThl KOMIIBIOTEPA
3. | Tema 3. CpenctBa Knaccudpukanms cpencte ceszu. TenedonHas cBs3b. TenedoHnble ammaparsl. MuHH- 2 2
aIMAHUCTPATUBHO- ATC. Paguorenedonnas csi3b. Buneorenedonnas cBs3b.  IledipkuHrOBast  CBSI3b.
YIIPaBJICHUYECKOU CBSI3U Tenerpadnas cBa3b. TenertalinHas cBs3b. Jlelitedonnas cBs3b. Tenekc.
DaKCUMWIbHAs CBSI3b.
4. | Tema4. KommnbroTepHbie Tenekommynukanuu. KommbiotepHas cethb. JlokanmpHast cers. Hasnauenme JIBC, wnx 2 1 1
KOMMYHUKaINHA ocHOBHBIE TuIBL, cocTaB. CepBep. Knuent. Tonomnorus cetu. Monynsauus,
JEeMOAYJISLM, KaHall CBsI3H. MozeM, ero Ha3HaueHHE U OCHOBHBIE XapaKTEPUCTUKH.
I'mobanpHBIE KOMITEIOTEpHEIE ceTu. McTopus Internet. Kanansr cBszu. [Iporoko.
Hasnauenne 1 BO3SMOKHOCTH pa3iIMYHBIX CEpBUCOB Internet. DyeKTpoHHAs MOYTA.
HocronncTBa 351eKTpOHHOM NoYTHL. CTPYKTypa 3JeKTPOHHOTO TUChMa. Aipecanys B
cucreMe 21eKTpoHHOU noutel. WWW. I'mneprekcT. @opMart CChUIKH.
5. | Tema 5. CpencrBa Knaccudukanus cpencts tTupaxkupoBanusi. Ilpunteppl. MaTpuunble npuHTEpbL| 2 1 1
TUpaXUPOoBaHus JoKyMeHTOB | CTpyliHble npuHTephl. JIazepHbie npuHTepbl CpeacTBa KONMUPOBAHUS JOKYMEHTOB.
CpenctBa pa3MHOkeHUs JOKyMeHTOB. ['ekTorpadudeckas nmeyats. Tpadapernas
nevatb. OdceTHas neyars. Pusorpadsl. JlonogHUTENbHBIE CPEACTBA MOATOTOBKH
JTOKyMeHTOB. JIukrodonHass  TexHunka. CKaHUPYIOIINE YCTPOMCTRA.
6. | IuddepenuupoBanHbIi 2 2
3a4eT
nTOoro 10 6 2 2



http://www/

3.YCJIOBUSI PEAJIM3AIIAU PABOYEN ITPOI'PAMMBI YYEBHOM JJUCIATLIIMHBI

MarepuajibHO-TeXHHYeCKoe ofecreyeHue
[IporpamMMma npezamnonaraet HaTu4YKue yueOHOro KabrHeTa. 000PYA0BaHHOTO:

— HOCaJO0YHbIMU MECTAMU I10 KOJIMYCCTBY 06y11a10m1/1x051;

— paboyuM MECTOM IpenoaBaTes;

— KOMIIBIOTEPAMU;

— OpPITEXHUKOM;

— MHTEPAaKTUBHOW JOCKOM MM MYJbTUMEIUMHBIM KOMIIJIEKCOM C JIMLEH3MOHHBIM
IIPOrpaMMHBIM 00€CIIeUeHUEM;

— KOMIUIEKCOM y4eOHO-METOINUECKOM JOKyMEHTAIUH.
TexHuueckue cpencTBa 00ydeHus:

— DJIEKTPOHHBIE BUAEOMATEPUAIIbI;

— HOYTOYK;

— IIPOEKTOpP.

NudopmanuonHoe odecnnevyeHue 00y4eHHu

OcnosHble UCmOYHUKU
1. Kosnos H. B. KomnbrorepHoe 1e10npou3BoJCTBO U padboTta ¢ opucHoM TexHukoi. Hayka
M TexHuKa - M., 2022. - 304 c.

LononnumenvHuie ucmouHuKu
1. Kyzuenosna, T.B.; Cankuna, JI.B.; beikoBa, T.A. u ap. denonpounsBoactso. Opranuzaius u
TEXHOJIOTUHU JIOKyMEHTAllMOHHOr0 obecnieueHus ynpasienus. FOnuru-/ana - M., 2016. -
359 c.



4. KOHTPOJIb ! OLIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCHUILIVNHBI

OLHEHOYHBIE MATEPHUAJIbI
[Tepeuens BOIpOCOB K qU(GepeHIIMPOBAHHOMY 3a4ETy 110
Moaymo «OpraHn3aoHHAas TEXHUKA

Texnuueckas 0aza 1e710MPOU3BOICTBA

Hcropus pa3BUTHSI KOMIIBIOTEPHON TEXHUKHU.

PaGouee mecTo enonpou3BOIUTENS.

OproHoMuKa 1 OpraHuzanus Tpyaa.

KomnerotepusupoBanHoe pabouee MeCTO AETONPOU3BOAUTEIS.
CaHUTapHO-TUTHEHUYECKE HOPMATHBHI /11 pAOOTHUKOB Oduca.
Knaccudukanus cpecTB Opranu3aliMOHHON TEXHUKH.
KomnbrotepHoe obecrieuenue

CpencTBa aIMUHUCTPATUBHO-YIIPABIEHYECKON CBSI3U

10 KommnbrorepHpie KOMMyHUKALUU

11. CpencTBa TUpa)XKUpPOBaHUS TOKYMEHTOB

METOAUYECKUE MATEPUAJIbI
Metoan4eckasi pa3pad0TKa 3aHATHS

WX bW =

Tema: DOpronomuka u opraHusanus Tpyaa.
Heab: usyuenue npasun Th npu pabote ¢ OprreXHUKOM.
MartepuaJbl K 3aHATHIO

OOyuaromuiics 70KeH 3HaTh: npaswia Th mpu pabote ¢ oprrexHUKoiH
yMeThb: BBIIOJHATh TPeOOBaHHUA  MHCTPYKIMHU IO MpaBUIIaM TEXHUKU 0€30IaCHOCTU

Onna U3 rIaBHBIX OCOOEHHOCTEH pabouero aHs pabotHuka otaena JIOY, MeHemxepa,
CeKpeTapsi, aCCUCTEHTa U Tp. — 3TO JUIUTETHHOE «OOIIEHHEe» ¢ KOMIBIOTEPOM, KOTOPOE O3HAYaeT
HapylICHHEe KPOBOOOpAIICHUS W3-3a CHJSYETO TIOJOKEHUS ¥ 3HAYUTENBHYIO 3pPUTCIBHYIO
Harpy3ky. K npodeccronanbHbM 00sie3HSIM OONBIIMHCTBA O(PUCHBIX CIYXKAIIUX MOXHO OTHECTH
THIOoJUHaMUI0, CEPACHYHOCOCYANUCTHIC HpO6HeMBI, HapyImCcHHA 0OMEHHBIX mpoueccoB, HE TrOBOPA
yKe 00 yTpaTe 3peHuUs.

3aganme 1:
[To3HakoMbTECH C MpaBUJIAMU TEXHUKM 0€300aCHOCTU MpHU pabOTe C OPITEXHUKOM M 3aloJIHUTE
TaOIuUIy.

Ha3BaHue OpIrTeXHUKH IIpaBunjia TexHHKH 0€30I1ACHOCTH

KoHTpoJbHBIE BONIPOCHI:
I'e B kabMHETEe HAXOAATCS OTHETYIINUTETH?
Kax M0XHO IpOBEpUTH, UTO KOMITbIOTEPHI B KAOMHETE 3a3€MJICHbI?
Kakum 10/1kHO OBITH paccTOsIHHME OT IJ1a3 10 MoHUTOpa [I9BM?
YTto HyKHO I€IaTh B CIIy4ae yCTAJIOCTH I1a3?
IIpuBenuTe npuMeps! YIIpaKHEHUN IS T71a3.
Ha xakoM paccTosHUM TOJDKHBI pacroiaraTbCs ApYyT OT Apyra KOMIIBIOTEPHI?
Yro nenats B cilydae HEMCIIPABHOCTH KOMIIbIOTEpA?

NounhsLDd—



MunuctepctBo obpazoBanust benropoackoit obnactu
Ob6nacTHOE rocy1apcTBEHHOE aBTOHOMHOE TpodeccroHanbHoe 00pa3oBaTeIbHOE YUpEKACHUE
«lllebexnHCKHI TEXHUKYM ITPOMBIIIJICHHOCTH Y TPAHCIIOPTa»

OCHOBHAS IPOTPAMMA [TPOPECCHOHAJIBHOI'O OBYYEHMUMA

IMPOI'PAMMA MPO®ECCUHOHAJIBHOM MOATOTOBKH 11O IPO®ECCHMU 21299
«AEJOINPOU3BOAUTEJIb»

PABOYAS I[TPOTPAMMA VUEBHOU JJUCILIUTINHBI

OCHOBBI PEJAKTUPOBAHUA JOKYMEHTOB

Ilebexuno, 2025



YTBEPXAIO
3aM. JUPEKTOpa Mo yueOHO — METOIUYECKOM

pabote
B. H. /lomxenkoBa
« » 2025 T.
Paspaboran npenoaasatens OI'ATIOY
«I11eOeKMHCKUN TEXHUKYM
IIPOMBIILIJIEHHOCTH U TPAHCIIOPTa» B.A. KonecnukoBa

Paccmotpena Ha 3acenanuu [IK M
[TpoTokon Ne
oT

IIpencenarens [IK M B.N. Konecuukosa



COJEPKAHUE
. HACIIOPT PABOYEHlI IPOrTPAMMBI  YUEBHOMl
JTUCHUIINHBI

. CTPYKTYPA | COJEPKAHUE YYEBHOM
TACIHATITAHBI

. YCJIOBHS  PEAJIU3ALIMU PABOYEN ITPOI'PAMMBI
YYEBHOU JUCIIUITJIMHBbI

. KOHTPOJIb M OHIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOU JUCIIUITJIMHBI



2. TACIIOPT PABOYEN ITPOI'PAMMBI YUEEHOM JTUCIIUTLIAHBI
OPITAHU3AIIMOHHASA TEXHUKA

1.1. O6saacTh NpUMeHeHHsI TPOTPAMMBI

Pabouas nporpamMmma yueOHOW JUCIUIUIMHBI SBJIAETCSA 4YaCTbIO OCHOBHOW 00pa30BaTENIbHON
IIpOrpamMMbl IPO(PECCHOHATBHOIO 00yuYeHHsl (MporpaMmbl MPO(pECCHOHATBHONW MOATOTOBKH) I10
npodeccun Jleaonpon3BoauTeib.

1.2. MecTo AMCHMILVINHBI B CTPYKTYpPe OCHOBHOI NPo(ecCHOHAIBHOM
00pa3oBaTeJIbHOM POrPAMMBI:
JlucuumuimHa OTHOCUTCS K TPYIIIE TUCHHUILINH MPO(HEeCCHOHAIBHOTO UKJIA.

1.3. Hean u 3aga4n JMCHUIJIMHBI — TPe0OOBaHMs K pe3y/JbTaTaM O0CBOCHUS
AHCUMILIMHBI:
yMeTh:
—  OCYILECTBISTh PEAAKTUPOBAHUE TEKCTOB CIIY)KEOHBIX JIOKYMEHTOB U JPYTUX MAaTepUAJIOB;
— IPUMEHATh COBPEMEHHbIE MH(POPMAIIMOHHBIE TEXHOJIIOTHH IPU JJOKYMEHTUPOBAHUH U
OpraHu3anuu paboThl ¢ JOKyMEHTaMH.
3HATD:
— OCHOBBI pEIaKTUPOBAHMSI TEKCTOB CIY>KEOHBIX JTOKYMEHTOB U JPYTHX MaTEpUAaJIOB;
— TpeOOBaHUA K TEKCTY JOKYMEHTOB;

— COBpEeMEeHHbIe HHPOPMALIMOHHbBIE TEXHOJIIOTUH, MPUMEHSIEMbIE PH JOKYMEHTUPOBAHUU U
OopraHu3aiyu padoThl ¢ JOKYMEHTAMH.

Ha peanuzarmuio Pa6oueii mporpammel oTBoauTCs 20 4acos.
3aBepiaercst 00ydeHue 1mo yueOHo! TMCIUILTHHE MTpoBeAeHrneM TuddepeHIIupOBaHHOTO
3auera.



2. CTPYKTYPA U COAEPXKAHUE YUYEBHOM JUCIIUILINHBI
OCHOBbBI PEJAKTHUPOBAHUA JTOKYMEHTOB

n/n

HaunmeHnoBaHue TeM

Copepixanue

OO0mmii
00BHEM
4acoB

B TOM 4YMCJIC

Jlekuumn,
yac.

IIpakr.,
yac.

ATTecTanus,
qac.

OCHOBHBIE  ITOJIOXKEHHUS
CTHJIMCTUKH, JIEKCUKH H
(bpaszeonoruu

BBenenune. 3amaum mpenMmera; €ro cojep)kaHue. 3HaUCHHE TNpeAMETa Ul OBIAJCHUS
npodeccuit. [TorsaTie o mpakTudeckoit crumucTrke. OCHOBHBIC Pa3leNbl TEOPHU
penaktupoBanus. OcoOEHHOCTH OCHOBHBIX pa3/IelioB HAyKH O si3bike. COBpEMEHHBII PyCCKUi
JUTEpaTypHBIA s3bIK. OOIee MOHITHE O COBPEMEHHOM PYCCKOM JINTEPATYPHOM  A3BIKE.
CTiiy COBPEMEHHOTO PYCCKOTO s3bIKa. JIekcuka u (paseonorus. [Mapornmer. [Tepudpassbr.
Cunonumbl. OMoHuMBI. AHTOHUMBIL. [lneonasmbl. TaBTomornu. CMBICIOBON U CTHIIMCTUYECKUIMA
0TOOp JIeKCHUEeCKUX cpeAcTB. OUIMOKM B JIETIOBOM CTHIIE, CBS3aHHBIE C MHOI'O3HAYHOCTBIO CIIOBA.
®pazeonorust B Jie10Boit peunt. OMIMOKY, CBSI3aHHBIE C YIOTpeOJieHHeM (pa3eoIorudecKux
000poTOB B enoBoi peun. CnenuanbHas Jekcuka. TepmuHonorus. [loHsATHEO TepMUHAX U
epmuHonorny. Ciydanm mepexofa TEPMUHOB Bpa3psAabl KHWXKHBIX CIIOB. TEepMHHOIOTHSA
JienoBoii peun. IIpaBonucanre TSPMUHOB, YIOTPEOIIEMBbIX B 1e/oBOM peun.  OdurpanbHO-
Jen0Boit cTmits. Ornpenenenne odunnanbHO-1enoBoro cTuis. Crenuduka Aenonpon3BoACTBEHHOTO
CTWIIS, YICTHBIX (OpPM JeT0BOH MH(pOPMAIMH. 3BYKOBBIC IOKYMEHTHI, Tele(OHHbIC
MeperoBopsl, paborta cparmeil u AuKTOohoHOM. OCHOBHBIE PaBHIa MPOU3HOMIEHUS (Opho3Hs).
Texcr cimyxeOHOrO TOKyMEeHTa. Buapl  TEKCTOB WX CTHIIEBbIE 0COOCHHOCTH. [IpoGieMsr
yHHUKanuu TekcToB. ClIpaBOYHbIE M3AHHMSA 110 PYCCKOMY SI3BIKY WM IIPaKTHYECKON
crrimcTuke. OCHOBHBIE CBCACHUA O COBPEMCHHBIX CJIOBApsX. OcHOBHbBIE MnpaBujia IOJB30BAHUA
CIPAaBOYHBIMH M3JIaHUSIMU T10 PYCCKOMY SI3bIKY U IIPAKTHYECKOH CTHUIICTHKE.

2

OcHOBHbIE TIOJIOXkKEHHsT opdorpadun
1 MOP(OJIOTUH C 3JIEMEHTAMH
MPaKTUYECKOW CTHIIMCTUKU

TpynHbele ciydam mpaBoNHCaHUS. TpyAHBIE CIy4ad MPaBONHCAHUS TIACHBIX B KOpHE.
[IpaBommcanne mpuctaBok. [IpaBommcaHWe CIIOKHBIX H  CIIO)KHOCOKDAIICHHBIX  CJIOB.
[IpaBomicanue b U b B cioBaxX. [IpaBomucanre H W HH BO BCEX YACTIX pedd. YTOTpeOIeHue
NPONMUCHBIX OYKB. YTNOTpeOJieHHe MPONMCHBIX OYKB B Ha3BaHHMSAX OpPraHU3aLUi, y4YpexIeHHH,
MPEANPHUSITHH, HHOCTPAHHBIX (GHPM. YTHOTpeOseHHe MPONMHUCHBIX OyKB B CIOXXHOCOKPAIICHHBIX
cioBax u abOpesuatypax. I[IpaBuma mepenoca cnoB. Ilepenoc cmoB mo cmoram. Ciydan
OTCTYIUICHHUS OT CJIOroBOTo IpuHImNa. Mms cymectutensHoe. TpyaHble ciydan ynoTpediaeHns
dbopM uMEH CymecTBUTENbHBIX. CTHUIMCTUYECKOE 3HAYCHHWE KAaTEeTOPUU ONYIIECBICHHOCTH —
HEO/YIIEBICHHOCTH. Tpy[Hble Ccilyyad  HamkcaHWs HMEH  CyHIeCTBHUTENbHBIX.  MMs
npwiaratenabHoe. OcoOeHHOCTH 00pa3oBaHusl M ynoTpeOsieHHs (OpM CTEleHeH CpaBHEHHS
npwiarate’dbHbIX. OmUOKH B 00pa30BaHUM M YHMOTPEOJCHUH TPOCTBIX U CIIOXKHBIX CTCICHEH
cpaBHeHUs. TpymaHble ciay4an yrnotpeOneHus GopM MMEH MpUilaraTesibHbIX. VM ducIuTenapHoe.
Tpynuble ciiydan ynoTpeOJIeHUsT HUMEH YHCIUTEIBHEIX. [IpaBiiia MpaBOMUCAHUS YHUCITATEIBHBIX.
Mecronmenue. Paspsapr mectommeHuid. OmmOKM, BO3HHMKAIOUIME NPU OTHECEHWH JIMYHOTO
MECTOUMEHHUS K HECKOJBKMM MpEIIECTBYIOINM €My CyHIeCTBHTENbHbIM. (OcoOeHHOCTH
YOOTpeONeHUsT TIPUTSKATEIBHBIX W BO3BPATHBIX MecTOMMEHHH. OMMOKHM, CBS3aHHBIE C WX
ynorpebnenrem. OmmoOKy, CBsi3aHHBIE C YITOTpeOieHneM MecTouMeHus «9to». ['maron. TpynHsie
ciydau ynorpebieHust gopM raaroia. @opMBI COBEPIICHHOTO BH/IA TIIaroja ¢ IPUCTaBKOH

«3a» (THMa «3aBU3UPOBATHY») B NENOBOW peun. Kareropus nedcTBUTENHFHOTO M CTPAJaTENFHOTO
3amoroB. Cirygam OmUOOYHOrO YMOTPEeOICHMS BO3BPATHBIX TJATOJOB CO CTPaaTeIbHBIM
3HayeHueM. [Ipuyactue. CuHOHUMHYECKHE (HOPMBI MPUYACTUH (apXanveckas U COBPEMEHHas).
Wx ynotpebnenne B JIUTEpaTypHOM si3bike. TpyaHbIC




cydaW HamucaHWs mnpudacTuid. TpymHble ciydaun yroTpeOneHus (opMm  IeenpudacTHi.
OmmOKN B JETIOBOM CTHIIE, CBSI3aHHBIE C yrmoTpeOneHueM neenpuuacTuil. Hapeuwne. Pazpsabt
Hapeuuil 10 Ha3HA4YEeHUIO. YTOTPEOJICHUE CIIOKHBIX CTEeleHeld CpaBHEHUS B JEJIOBOM CTHIIC.
[pennoru. Ilpeanoru, pacnpocTpaHSHHBIE B HEHTpalbHOM W O(UIMANBEHO-AEIOBOM CTHIIE.
Tpynusle ciydan HamucaHus mnpeayoroB. Hosele mpemtorn tuma «B nmeney, «[lo nuHHNY.
Coro3bl 1 yactuipl. TpyHbIe cilydan ynoTpeOiIeHHs COI030B U YaCTHII.

CuHTakcuc c I'naBHble uneHsl npemiokeHusi. CorjlacoBaHHbIE M HECOIJIaCOBaHHBIE ompeaeneHus. Omumoxu 4 2
2JIEMEHTaMU NPAKTUUECKOMN IPU COIJIACOBAaHMM ONpEAENCHUH ¢ CylecTBUTENbHBIMU. OCHOBHBIE BapHaHTBl COITIACOBaHMSA
CTUIMCTHKH CKa3yeMoro ¢ MoJUIeXkKalluM B TeKCTaX JOKyMEeHTOB. Cka3zyeMoe IIpH MOoJUIeXKAaIeM, BEIPaKEeHHOM

COYETaHNEM CYIIECTBUTEIBHOTO C KOTHMIECTBEHHBIM YHCITUTEIHHBIM. Ckazyemoe pu

MOAJIEKAIEM CO CIIOBAMH THIIA: «bombIIMHCTBOY, «Mmnoro», «bomee» u T.g.

VYupasnenne. OgHococTaBHOE npemtokeHne. OXHOpOAHBIC WiIECHBI mpeioxeHus. CIIoXHbIE

CHHTAKCHYECKHE KOHCTPYKIMH. IIpsiMast 1 KOCBEHHAS PEyb.
OCHOBHBIE CBEACHUS O TEXHHKE [IpenBapurenbHOE  YTEHHE  TEKCTa, IPOBEpKa (JaKTHUECKOTO Marephaia. Buasl mpaBku 4 2
peraKTUPOBaHUSA TekcTa. TeXHHUKa MPaBKH TEKCTa.
JuddepenunpoBaHHbIii 3a4éT 2

HUTOI'O 20 10




3. YCJIOBHUS PEAJIM3AIIAU PABOYEN ITPOT'PAMMBI YYESHOM JTUCIATIIIMHBI

MarepuajibHO-TeXHHYECKOe oOecrevyeHue

[Iporpamma npesmonaraer Haluuue y4eOHOro kabuHeTa. 000py10BaHHOTO:

HOCaIOYHBIMH MECTaMH I10 KOJIMUYECTBY 00 YUJarOITHXCS;
pabo4yrM MECTOM IPEIo1aBaTeNs;
KOMITBIOTEpaMU;

HHTepaKTHBHOﬁ I[OCKOﬁ nin MYHBTHMCHHﬁHBIM KOMIIJICKCOM C JIMLICH3MOHHBIM
IIporpaMMHbIM O6CCHCLICHI/ICM;

KOMIUIEKCOM Y4€0HO-METOIUYECKOM TOKYMEHTALIUH.

TexHnuueckue cpeacTBa 00y4eHHUS:

9JICKTPOHHBLIC BUACOMATCPUAJIbI;

HOYTOYK;
MIPOEKTOP.

HNudopmanuonHoe odecnevyeHue 00y4eHus

OcHosHble UCmOYHUKU
Hakopsikosa K. M. Jluteparyproe penaktupoBanue. — M.: M3narensctBo UKAP, 2023 — 432 c.

1.

JlononnumenvHvie UCHOYHUKU
Ky3uenona, T.B.; Cankuna, JI.B.; beikoBa, T.A. u np. enonpousBoacrBo. Opranuzamnus u
TEXHOJIOTHH JOKYMEHTAIIMOHHOTO oOecnieueHus ynpasienus. FOuutu-/lana - M., 2016. - 359

2.

C

KysnenoBa, T.B.; CrenanoB, E.A.; ®umunmnos, H.I'. Jlemonpou3BoaAcTBO M TeXHUYECKas
JokymeHTauus. Beicias mkona - M., 2013. - 159 c.

Hakopskosa K.M. Jluteparypnoe penaktupoBanue: OOmiast MeToiuKa paboThl HaJl TEKCTOM.
[Tpaktukym. M., 2012. — 432 c.



5. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHUS YUYEGHOM JUCITATLIINHBI
OIEHOYHBIE MATEPHUAJIbBI

[Tepeuens BorpocoB k qudhepeHIIMPOBaHHOMY 3a4eTy 0 MOAYII0 «OCHOBBI
peIaKTUPOBAHUS JOKYMEHTOBY

doHeTHKa

Pycckast mekcuka ¢ TOUKH 3peHHS €€ MPOUCXOXKICHUS
Pycckas jiekcrka ¢ TOUKH 3peHusi €€ YIoTpeOIeHIs
®pa3eooru3Mbl

OMOHHMBI, CHHOHMMEI, QaHTOHUMBI
CrnoBooOpaszoBaHue

NNk Wb =

Hmst cymectButenbHoe. Mopdonorndeckue, CUHTAKCUYECKHE MPHU3HAKU

CYLIECTBUTEIIbHBIX.

8. IlpaBomucaHue CyleCTBUTEIbHBIX.

9. Nms uncnutenbHoe. Pa3psapl 1 mpaBonycaHye YUCIUTEIbHBIX

10. I'naron. I'pammaTudeckue npusHaku riarosna. [IpaBonucanue riaroion

11. ms npunaratensHoe. [IpaBonucanue npuiaraTenbHbIX

12. Ilpuyactue. [')paMmMaTnyeckue npu3Haku NpUYACTHI U PaBOIKCAHUE.

13. IIpuvacTHBIN 0OOPOT.

14. Jeenpuuactue. [IpaBonucanue qeenpudacTuii

15. Hapeuue. [IpaBonucanve HapeuHii.

16. CimyxeOHbIE YacTH peur: MPEIJIOTH, COI03bl, YacTUllbl. VX paspsiasl 1o 3HaueHuIo,
CTPYKTYpE€ U CHHTAaKCHUECKOMY YIOTPEOIEHHUIO

17. IIpaBonucaHue MpeaIoros.

18. IIpaBonrcanue cor030B

19. IIpaBonucanue yacTuil.

20. CnoBocoueranue. CBs3b CIOB B CIIOBOCOYETAHUSIX

21. Ilpoctoe npennoxeHue

22. CnoxxHO€ IPeIOKEHHNE

23. Ctunu peyu.

24. Tunsl peun.

METOANYECKHUE MATEPHUAJIBI
MeToauueckasi pa3padoTKa 3aHATHS

Tema: CuHTaKcHC C 2JIEMEHTaMU IPAKTUYECKONW CTUIIMCTUKH.
HeJs: onpeneneHye CTUiIs peyun, 3aKperICHUE MOTyYE€HHBIX 3HAaHHM.

Marepuajbl K 3aHATHIO
Onpenenenne TMNA, CTHIISA, THIIA TEKCTA.
Bonpocel 1715 3aKpenieHusi TEOPEeTHYECKOr0 MaTepuaJia 1o TemMe:

1. HazoBuTe 0CHOBHBIE MPU3HAKU TEKCTA.

2. Uro Takoe 1enHasicBsI3b? PacckakuTe O CpeCTBAX CBI3M MEKIY MPEITI0KEHUSIMU
IIPU 3TOM CII0CO0OE CBSI3H.

3. Uro Takoe nmapasuienbHas cBsa3b? Kakue cpencTBa CBA3M MEXAY MPEII0KEHUIMHU
XapaKTEePHBI ISl 3TOTO criocoda cBs3u?

4. Yro Takoe a63an? Kakosa ero posb B TeKCTe?

5. YTo Takoe MUKPOTEKCT U MUKpOTEMA?

6. Kaxkwue Tunsl peun Bbl 3HaeTe? YemM OHU OTJIMYAIOTCS APYT OT Apyra?



7. HazoBuTe OCHOBHBIE MPU3HAKA MOBECTBOBAHUS, PACCYXKIACHUS, OMUCAHUS, TJIC
MPUMEHSIFOTCS 3TH THUIIBI pe4u?

3aganus Uil NPAKTHYECKOT0 3aHATHS

3ananme 1

JokaxkuTe, 4YTO [JaHHOe BbICKa3biBaHUe sABJsieTcss TekcTroM. Ornpenenure Temy
BbICKa3bIBaHus. Kak B JaHHOM TeKcTe CBS3aHbI MPeAI0KeHus1?

Bocrurannapie 1011 yBaXarOT YEIOBEUYECKYHO JIMYHOCTh, @ TTOTOMY BCErJa CHUCXOIUTEIBHBI,
MSITKH, BeXJIUBBI, yCTymuuBbl. OHU HE OYHTYIOT M3-32 MOJIOTKA WJIM MPOIABIIEH PE3UHKHU; KUBS C KEM-
HUOY/Ib, OHM HE JCJIAIOT M3 3TOr0 OJOJDKCHMS, a, yXOJs, HEe TOBOPAT: C BaMHU JKUTh Henb3s. OHH
OPOMIAIOT M IIyM, M XOJIOA, W OCTPOTBI, M TPUCYTCTBUE B HX XKWIbe MNOCTOPOHHUX. OHU
COCTpajaTebHbl HE K OJHUM HUIIMM M KomkaM. OHu OO0JIEIOT AYIIOW W OT TOTO, Yero HE YBUIUIIH
MPOCTHIM TJ1a30M... (4. I1. Yexos.)

3ananmue 2

Tekcr cnucarhb, paccTaBuTh 3anATbie. OnpeneJnuTsb cnocod cBs3u npeao:kenuii. Hazparn
THII PeYH.

UToOBl COXpaHUThH LBETHl KYIJICHHBbIC 3a HEENI0 M0 Mpa3fAHHMKA CTEONM IBETOB MOJPE3al0T
HaWCKOCh OCTPOMl OpUTBOM M CTaBAT IIBETHI B BOJYy KOMHATHOW TeMIiiepaTypbl. Uepes nBa-Tpu daca
3aBOpauMBalOT OyKeT B ra3eTy M KIaayT Ha HIDKHIO TOJKY XOJIoAWiIbHUKAa. Ha Tperuil neHb
MIPOBEPSIIOT OYKET CHOBA MOJIPE3ar0T cTebsn Ha 1—2 cM yaca JiBa iepKaT IIBEThI B BOJIE U OIATH KJIayT
B XOJIOJIUIbHHUK.

3aganue 3
Omnpenesnre TUI peYH TEKCTa, 000CHYTe CBOM OTBET.
1) CnaBmmid B yIiIy JOJTOBS3bIA TAapeHb JIET CEMHAIIATH TIPOCHYICS H Cel To-

TYpeLKH, Tapaiia Ha MeHs Tia3a. [lapeHb ObUI OrHEHHO, HEMBICIMMO SIPKO-PBIK M TaK KOHOIAT, KaK
MHE HH pa3y HE JOBOAMIOCH BuAeTh. OH OBUT ycesH BECHYIIKAMH pa3HBIX BHIOB W MacTei: 1O
30JI0TUCTOMY (DOHY Pa3MBITHIX B CILJIOLIHOE IOJI€ KOHOIYIIEK Obljla MyIeHa MeJIKas POCCHIb TEMHBIX
TOYEK, KaK OyJITO €ro CIpBICHYJIH JETTEM CKBO3b YHCTOE CUTO. 3a 3TOM MECTPAIbI0 HE OBLIO BUIHO YEPT
ero juina. JIumpe motom s oOHApy>KUJI, 4TO Y HEro MpsIMOM, C JeTKOM ropOMHKOM HOC, BBICOKHI 7100 ¢
IByMsi Oyrpamu, OyTBUIOYHOTO I[BETa TIJla3a C pPbDKEBAThIM OTJIMBOM, KOTOPBIH MM NpHAABaIH
MYLIUCTBIE PbDKKUE PECHUIIBL. S IpocTo ocnen, OyTo B3MIIsAHY Ha conHue. (FO. Hazubun.)

2) ITo crenam, OKOJO KapTUHBI, JEHUIACh B BOAE ()ECTOHOB MAyTHHA, HATUTAHHAS IBUIBIO;
3epKajiia, BMECTO TOTO, YTOOBI OTPa)KaTh MPEIMETHI, MOTJIM OBl CIIY’)KUTh CKOpEe CKPIKAIISAMHU JUIS
3aMyChIBaHUS HA HUX, IO MbUTH, KAKUX-HUOYIb 3aMeTOK Ha nmaMaTh. KoBpel Oblin B naTtHax. Ha nuBane
JeKaI0 3a0BITOE TIOJOTEHIIE; Ha CTOJIE PENKOe YTPO He CTOsUIa He yOpaHHas OT BYEpAIIHEro yKUHA
Tapeska ¢ COJOHKOM U ¢ 00rI01aHHONW KOCTOUKOM.

Ecmu © He 9Ta Tapenka, 1a He IPUCIOHEHHAs K TIOCTEIN TOJILKO YTO BBEIKYpEHHAs! TpyOKa, WIIH He
caM XO35MH, JIeKalMi Ha HeH, TO MOXHO ObUIO MOJyMaTh, YTO TYT HUKTO HE JKUBET, — TaK BCE
3aIBLTMIIOCH, TIOJHHSJIO M BOOOIIE JMIIEHO OBUIO KUBBIX CJIEIOB YEIIOBEUYECKOTO MPHUCYTCTBUS. (M. A.
Tonuapos.)

3) [TnacTMaccoBBIX MOJOTEHEN MOKa HeT. Benbp TKaHM U3 XMMHUYECKHUX BOJIOKOH ILIOXO
BIIUTHIBAIOT BOJly, IO3TOMY UMU HEJIb3s1 BBITUPATh PYKH.
4) B Heckonbkux BepcTax OT Moed jAepeBHU HaxoauTcs Oosnbiioe ceno Llymuxuuo, c

KaMEHHOM IIepKOBbI0 BO UMs mpenogoO0Hbx Ko3pmbl u Jlammana. HanmpoTuB 3Toil 1epKBH HEKOTrJa
KpacoBaJIMCh OOIIMPHBIE FOCIIOICKHE XOPOMBI, OKPYKEHHBIE PA3HBIMU IMOCTPOHKaMHU.

3amanme 4

IIpoananu3upyiiTe TEKCTHI MYOJIHIUCTHYECKOI0 CTHJISA:

1. mpuMepaMu U3 TEKCTOB MOATBEPIUTE, UYTO OHH: a) HAITUCAHbI HAa OOIIECTBEHHO 3HAUYUMYIO,
311000/THEBHYIO TeMY; 0) aJipeCOBaHbl MACCOBOMY YHMTATEIIIO; B) MPU3BaHbI BO3/IEHCTBOBATh HAa PACCy/I0K
Y 9yBCTBA YUTATENCH C IIEJIbI0 BOCITUTAHUS Y HUX BBICOKHX, OJIAarOPOIHBIX TPAKIAHCKUX YYBCTB;

2. JOKaxuTe, 4TO JJIsl TEKCTOB XapaKTepHa MpsMas U OTKPbITasi OEHOYHOCTh (0e3 oOparieHust K
XYI0KECTBEHHBIM 00pa3zaM), B KOTOPOIl IpKO BBIpaKeHa MO3MLIUS aBTOPA, €r0 CTPACTHOE JKEJIaHUE
yOenuTh YnTaTeNs B CBOEH MpPaBoTeE;

3. HaluTe SA3BIKOBBIE CPEICTBA, CO3JAIOIIME OOLIYI0 3KCIIPECCUBHOCTH TEKCTA: CIEIHAbHbIC
BBIPA3UTEIbHBIE CPEACTBA — OIUTETHl, CPaBHEHMs, MeTadopbl, PUTOPUYECKHE BOMPOCHl WU
BOCKJIMIIAHMSI, TIPOTUBOIOCTABICHHUS W T.N.; HalJAMTE XapaKTEpHbIE Ui MyOJIUIIUCTHYECKOTO CTHIISA



CJIOBA U CIIOBOCOYETAHUS, 0003HAYAOLIHE.

O0001I¢HHBIE 1 0011IECTBEHHO-3HAYNMbIE MOHATHS — MOJUTHKH, MOPAJIH, HDABCTBEHHOCTH,
KYJbTYPbl, CONMAJIbHBIX YYBCTB H T.II

Omnpenenure K KaKOMy KaHpPy MOKHO OTHECTH JaHHbBIN TEKCT.

Bapuanr 1.

JloKa3bIBaTh, YTO TPAMOTHOCTH HAIIMX IIKOJILHUKOB CUJIBHO TIOHU3UIIACH, 3HAYMIIO ObI IOMUTHCS
B OTKPBITYIO JIB€pb. DTO OOHApYKMBAETCs HA MPUEMHBIX SK3aMEHaX B BBICLIME yueOHbIE 3aBEJCHUS U
TEXHUKYMbI; Ha YPOBHE I'PaMOTHOCTH MAaIIMHUCTOK W NEPENHUCUYUL], HEAABHO OKOHUYMBIINX LIKOJIY; IIPH
o0cieZIoBaHUAX IIKOJI, M BOOOILE Be3/e, 1€ NPUXOAUTCA HAOMI0AaTh JrojeH, 00y4aBIIMXCS MUCHMY
nocienHee Bpems. He Hamo, KOHEYHO, TyMarh, YTO B IMPEKHEE BpeMs MO ITOH YacTH BCE OOCTOSIIO
0J1aronoIy4Ho; BOIPOC O MOAHSATUM TPAMOTHOCTH BCerjga crosl Ha ouepenu. Ho Hajgo OTKpOBEHHO
NpU3HATH, YTO Celyac 3TOT BOMPOC MPUOOPET COBEPIICHHO HEOOBIYHYIO OCTPOTY M UYTO BOIUIA O
HEJIOMMYyCTUMOM 0e3rpaMOTHOCTH INUTOMIEB Halledl IIKOJbI OTHIOAb He IpeyBesndeHbl. Hano
OTKPOBEHHO MPHU3HATh, YTO ITO MPOOET B HAIIEM HIKOJIHHOM JIeJie AOIIEN 10 pa3MepOB OOLIECTBEHHOTO
0eCTBHSL, UYTO 00 FTOM HAJ0 KPHUUaTh U U3bICKMBATh MEPHI IS €r0 U3KUBAHMSL.

JL.Illep6a. be3rpaMOTHOCTH U €¢ IPHUYNHBI

Bapuanr 2.

VY kaxnoro u3 Hac «cBos peuka». HeBaxkHo kakas, 6onbiuas Bonra uinm mamorka ¥Ycmanka. Bee
JU Mbl TIOHMMaeM, Kakoe 3TO COKpoBHIlEe — pedka? UM kak oHO ysa3BHMO, 3TO coxkposuiue?! MoxHO
3aHOBO ITOCTPOUTBH PA3PYLIECHHBIM ropoa. MOXHO ITOCaAuTh HOBBIM JieC, BbIKONAaTh npyxa. Ho kuByro
pEUKY, €CJIM OHAa YMHUPAET, KaK BCAKHUM )KUBOI OPraHu3M, CKOHCTPYHPOBATh 3aHOBO HEBO3MOKHO.

[Tocnemnue roel BO BceM MHUpE UAET 03a00UeHHBIN pa3roBop O Bojae. Boia cTaHOBUTCS  OHOM
U3 TIJaBHBIX LEHHocTed Ha 3emuie. Ho korma roBopst:

«Muccucunu meneer» unu: «Meneer [lon», He Bce MOHUMAIOT, YTO KOPEHb MPOOJIEMBI JISKUT Ha
Oeperax MaJleHBKMX YCMaHOK M Ja)ke Oe3bIMSHHBIX peuek U pyueiikoB. JKu3Hb 3apoauiach, ocena M
pa3BUBAETCA OKOJIO PEeK. TOJBKO-TOIBKO MPOOMBIIHUIICS M3 3€MJIM KIIOYUK O€3 MOJIb3bl YXKE HE TEUECT.
Ho, kpome Onar u pajmocteif, oTaaBaeMbIX BCEMY JKHMBYIIEMY Ha e¢ Oeperax, pedoHKa yINOpHO HECET
CBOIO BOJly B «OOMMH KOTEI», W3 KOTOPOTO MbIOT CEroJHS OrPOMHBIE TOpoJa U KpYyIHbIE
IPOMBIIIJICHHbIE IEHTPbL. A €ClIi KaKOH-HUOYIb TOpOJ HAUMHAET CTPaJaTh OT JKaXJbl, €CIIM MEJEIOT
OoJbIIME PEKH, MEPBYI0 M3 MPUYMH HAJA0 WCKATh TaM, TIJI€ PaCHOJIOKEHbl «KamWIUISpbD» BOJHOMN
CUCTEMBI, - HAa MAJIBIX PEUKax.

B.Ileckos. OteuectBo

3aganme 5

1. Onpenenute, kK KakoMy (QYHKIIMOHAILHOMY CTHUJIIO OTHOCHUTCS TEKCT?

2. HazoBute riaBHble 0COOEHHOCTH CTHIIS?

3. T'me ucnonp3yercs 3TOT CTUIIh?

4. B kakux cepax KU3HU IPUMEHSIETCS ATOT CTHIIb?

Cratpa 17

1. B Poccuiickoii denepanyu NpU3HAIOTCA U TapaHTHUPYIOTCS NpaBa M CBOOOJBI YEJOBEKA U
rpaXJaHWHA COIJIACHO OOILENpU3HAaHHBIM NPUHLUIAM M HOPMaM MEXJIYHApOJIHOTO MpaBa U B
COOTBETCTBHMHM € HacToAleld KoncTurynuen.

2. OcHoBHBIE MpaBa U CBOOO/IbI YEIOBEKA HEOTUYKIAEMbl U IPUHAIEKAT KAXKIOMY OT POXKIACHHUS.

3. OcymiecTBieHre IpaB U CBOOO] YEIOBEKa U TPakJaHWHA HE JIOJKHO HapylaTh rpaBa U CBOOOIBI
npyrux iun (Koncruryuus Poccuiickoit denepanun).



34. PaGouas nporpamMMma y4eOHOH NPaAKTUKH

MuHHCTEepCTBO 00pa3oBaHus bearopoackoit odmacTu
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MMPOT'PAMMA ITPO®ECCHOHAJIbHOM ITOJATOTOBKH 11O TIPO®ECCHH 21299
«AEJOITPOU3BOJUTEJIb»

PABOYAS ITPOTPAMMA VUEBHOH TIPAKTUKH
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1. ITACIIOPT PABOYEM NPOI'PAMMBI YYEBHOM JUCIIATLJIUHBI

OPI'AHM3AIIMOHHASA TEXHUKA

1.1. ObaacTh NpUMeHeHHUs1 POrPaMMBbI

Pabouas nporpamMma y4eOHOW IMCUMIUIMHBI SBISETCS 4YacThbl0 OCHOBHOW 0Opa3oBaTelbHOU
nporpaMMbl  IPO(ECCHOHATBHOTO 00y4eHus: (ImporpaMMmbl MPO(GECCHOHATBFHONW TOATOTOBKH) IO
npodeccuu Jlesonpon3Boauresb.

1.2. MecTO JUCUMILIIMHBI B CTPYKTYPe 0CHOBHOM npodeccuoHAJIbHOM 00pa3oBaTe/JIbHOM

NPOrpaMMmblI:

HI/ICHI/IHHI/IHa OTHOCHUTCS K I'pYIIIE JUCHUIIINH HpO(l)eCCI/IOHaJ'IBHOFO OUKJIa.

1.3. leau 1 3a1a44 AMCUUIJIMHBI — TPEOOBAHUSA K Pe3yJbTATaM OCBOCHUS M CHUIINHbI:

B pesynbrare ocBOeHHMS NTPOrpaMmbl OOYYAIOIIMKICS JOJKEH OCBOUTH BBINIOJIHEHUE
MPEyCMOTPEHHBIX MPO(GECCHOHANBHBIM CcTaHaapToM Cneyuanucm no OpeaHu3ayuoHHOMY U
O0OKYMEHMAYyUOHHOM) 0becneyeHuio Ynpasienus opeanusayueti TpPyJOBbIX TeHCTBUM U TPeOOBaHUN K
OTIBITY IPAKTUYECKON pabOThI B paMKax TPYAOBBIX (PYHKIMIA:

B/01.5 Opranusanusi paGoThl ¢ JOKYMEHTAMH

TpynoBble nelcTBUA

[Tpuem u nepBuyHas 06pabOTKa BXOASIINX JOKYMEHTOB

[MpenBaputenpHOE PACCMOTPEHUE U COPTHPOBKA JIOKYMEHTOB HA PETUCTPUPYEMBIC U HE
perucTpupyembie

[MToAroToBKa BXOAAMINX JOKYMEHTOB JJIsl PACCMOTPEHHsI pyKoBouTeNieM Peructpaiust
BXOJISIINX JIOKYMEHTOB

Opranu3anus 10CTaBKH JOKYMEHTOB HCIOJIHUTENSIM Benenne 6a3bl TaHHBIX JOKYMEHTOB
opranuzanuu Benenue nHPOPMAIIMOHHO-CIIPABOYHOMN pabOThI

O0paboTKa U OTIpPaBKa UCXOAIIUX JOKYMEHTOB

Opraamzanuss  pabOTBI 1O  PETUCTpPAIMM, Yy4YeTy, XPaHEHHI0 U T[epeJade B
COOTBETCTBYIOIINE CTPYKTYPHBIE JTOKYMEHTOB TEKYILETO JEIOIPOU3BOICTBA

KOHTpOJIb UCITOHEHHS JIOKYMEHTOB B OPTraHU3aI|N

TpeboBanus k
o0pa3zoBaHuIo U
00yJYeHUIO

PaboTath co BCell COBOKYIMHOCTHIO MH()OPMAIIMOHHO-TOKYMEHTAIMOHHBIX PECYPCOB
OpTaHU3aIIH

[Tonb3oBaThes 6a3amMu JAaHHBIX, B TOM YHCIE yAaleHHbIMH [101630BaThCs CIIPaBOYHO-
MIPaBOBBIMHU CHCTEMaMHU

[IpuMeHATh COBpeMeHHBIE HH(POPMANNOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH LIS
paboTHI ¢ JOKYMEHTAMH, B TOM YHCIIE [T €€ ONTHMHU3AINH U MOBBIIICHUS 3P PEKTHBHOCTH

TpebGoBaHUS K ONBITY
MpPaKTHYECKOW paboThI

HopwmatuBHBIE TPaBOBBIE aKTH © HOPMAaTHBHO-METOANIECKNE JOKYMEHTHI, OIPEIeIISIOIINe,
MOPSIZIOK TOKYMEHTalMOHHOTO obecrieueHus ynpasnenus CTpyKTypa opraHHu3alyy,
PYKOBOJICTBO CTPYKTYPHBIX MOApa3AeICHUI

CoBpeMeHHbIe HHPOPMAIMOHHBIE TEXHOJIOTHU PaboThI ¢ JoKyMeHTamHu [lopsiiok paboTsl ¢
JOKyMEHTaMHU

CxeMbI TOKyMEHTO000pOTa

[IpaBuiia pabOTHI C BXOISIMINMH, HCXOIAIINME U BHYTPEHHUMH JOKyMEHTaMH

[IpaBuna opranusanuu ¥ (OPMBI KOHTPOJIST MCHOJHEHHS JAOKYMEHTOB B OpraHHM3aIlld
TunoBble CPOKM MCIIOTHEHHS JOKYMEHTOB [IpHHIUITEI pabOTHI CO CPOKOBOH KAPTOTEKOH
Haznauenue 1 TeXHONOTUS TEKYIIETO U NMpelynpeauTenbHoro Kourposs Ipasuna
JIOKyMEHTAI[MOHHOTO 00eCIIeueHHUs A TEILHOCTH OpraHn3aluy Busl TOKyMeHTOB, nX
Ha3HaueHHE

TpeOoBanus1, IpeabsBIsEMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATHUBHBIMHU aKTaMH U
rOCyJapCTBEHHBIMH CTaHAAPTAMHU

[IpaBuna cocraBneHus W 0GOPMICHHS HH(POPMAIMOHHO-CIIPABOYHBIX,
OpraHU3aIOHHBIX, YIIPABICHYECKIX JOKyMEHTOB

[IpaBuna co3manus M BeneHHs 0a3 TaHHBIX CIYKEOHBIX JTOKYMEHTOB B OpTaHHM3AIlUH
CHCTEeMBI 2JIEKTPOHHOTO JOKYMEHTO000poTa

ITpaBuia ¥ cpoKM OTHPABKU UCXOAAIIMX HOKyMeHTOB TpeGoBaHMs OXpaHbl Tpyaa

B/02.5 Opranu3anusi TeKyumero XxpaHeHusi JOKyMEHTOB

TpynoBble neiicTBus

[IpuMeHeHHE HOMEHKIIATYPEI e OpraHU3auu

ITpoBepka mpaBMIIEHOCTH O(POPMIICHHS TOKYMEHTOB M OTMETKH 00 UX MCIIOTHEHHH TIepes
nX (POPMHUPOBAHKEM B JEIIO IS TIOCIEAYIOMIETO XPaHESHHS

DopmynrpoBaHIE 3aT0JIOBKOB e U ONpeAeTIiCHHE CPOKOB HX XpaHeHnss DopMupoBanme
Jien

KoHTponb npaBuiIbHOTO U CBOEBPEMEHHOT0 paclpeieTIeHHsI U MOAIIUBKY TOKYMEHTOB B
Jena




TpeboBanust k
00pa3oBaHUIO U
00y4eHuro

OpraHu30BbIBaTh PaboTy MO yUETy, XpaHEHHIO U Iiepe/iaue B

COOTBETCTBYIOIIEE CTPYKTYPHOE MOAPA3AEICHIE JOKYMEHTOB TEKYIIIETO
JIETIOTIPOM3BO/ICTBA

Hcnonp30BaTh HOMEHKIIATYPY A€ IIPU N3yYSHUH CTPYKTYPBI OpTaHHU3aIHH,
COCTAaBJIEHUH OITUCEN JIeNn

Opraan3oBEIBaTH pabOTy 10 (POPMHUPOBAHMUIO JIENT B COOTBETCTBUH C YTBEPKACHHON
HOMEHKJIATypO# €N OpraHu3annuu

[TpaBUIBHO M CBOEBPEMEHHO (JOPMHUPOBATH TOKYMEHTHI B JI€J1a C YIETOM UX CIIEIM(UKI
CucteMaTH3UpOBaTh JOKYMEHTHI BHYTpPH JIeIa

OOecnieurBaTh COXPaHHOCTD M 3aLIUTY TOKYMEHTOB opranuzauuu [IpuMeHsTs
nH(OpPMaMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTHHU JJ1s1 pabOThI C JOKYMEHTaMHU

TpeboBaHust K OIBITY
OPaKTHYECKON PabOThI

HopmaTuBHBIE IPAaBOBBIE aKTHI, HOPMaTUBHO-METOINUECKHIE TOKYMEHTEI,
rOCYAapCTBEHHBIE CTAHAPTHI, ONPEACIISIOINE MOPSIIOK

JOKYMEHTAIIHOHHOT'O 00eCIICYeHNS YIIPaBICHHS

Buzer HOMeHKIIATYp, 00mue TpeOOBaHU K HOMEHKIIATYPE, METOIUKA €€ COCTABJICHUS U
odopmIeHHs

[opsmok popmupoBanust 1 opopMIeHHUS Nel, crierudruka GOPMUPOBAHUS OTACITBHBIX
KaTeropui aen

IIpaBuna xpaHeHus 1€, B TOM 4HCie C JOKYMEHTaMH OTPaHHYEHHOI0 I0CTyIa
[TpaBuna BeIAAYH M UCIIOJIB30BAHUS JOKYMEHTOB U3 C(hOpMHUPOBaHHBIX Aen TpeboBaHus
OXpaHbl TpyJia

B/03.5 Opranusanus 00padoTKu JeJ1 IS MOCJIeAYI0Iero XpaHeHust

TpynoBble nelcTBUA

[TpoBepka CPOKOB XpaHEHHs TOKYMEHTOB, COCTaBJICHUE IPOTOKOJIA

pabOTHI SKCIIEPTHON KOMICCHH IO TOATOTOBKE TOKYMEHTOB K XpaHCHHUIO, aKTa O
BBIJACJICHUN K YHUYTOXKCHNUIO TOKYMEHTOB, HC IMOAJICI)KAIINUX

XPaHCHHIO

CocraBieHre BHYTPSHHEH OIKCH JIeJT I 0C000 IICHHBIX JoKyMeHTOB OdopmieHue et
MOCTOSTHHOTO, JIOJTOBPEMEHHOTO CPOKOB XpaHeHus: OpopmiieHne 00I0KKH JIET
MOCTOSIHHOTO, JIOJITOBPEMEHHOT'O CPOKOB XPaHCHUSI

CocraBiieHHE OITUCH JIeJT TIOCTOSIHHOTO, JIOITOBPEMEHHOTO CPOKOB XPAHECHUSI

IMepenaya Jien B apXyUB OpraHU3aliu

TpeboBanus k
00pa30BaHUIO U
00y4eHur0

ITomp3oBathCs NEPEHYHAMHA JOKYMEHTOB U aHAJIU3UPOBATH (I)aKTI/I‘IGCKOG COACPIKaHUEC
HUMCIOMINXCA B ACJIC JOKYMCHTOB IIPU OINPEACIICHUU CPOKOB UX XPAHCHUSA

O(bOpMJ'I?[TL 00JIOKKH ACJI NOCTOSIHHOTO U BpEMEHHOI'O CPOKOB XpAaHCHUS B COOTBETCTBUU
C Tpe6OBaHI/I$IMI/I TOCYyAapCTBCHHBIX CTaHAAPTOB HpOI/ISBOI[I/ITL XPOHOJOTNYCCKU-
CTPYKTYPHYIO CUCTEMATU3ALIUIO IEJT HpI/IMeH}ITB I/IH(I)OpMaHI/IOHHO-KOMMyHI/IKaHI/IOHHLIe
TCXHOJIOTHH JJIA pa6OTI)I C TOKYMCHTaMH"

TpeboBaHUS K ONBITY
MPaKTU9IECKOi paboThI

HopmaTuBHBIE TPaBOBBIE AKTHI, HOPMAaTHBHO-METOINUECKUE JOKYMEHTHI,
roCyJapCTBEHHbIE CTAHJAPTHI, OMPEIEIAIOINE TTOPSI0K

JOKYMEHTAI[HOHHOTO 00ecrieueH sl yIpaBIeHUs

Kpurepnu pazneneHust JOKyMEHTOB Ha TPYIIIBI B COOTBETCTBUH C LIEHHOCTHIO
nHpOpPMaNNH, coepKanieiics B HIX

INopsnok uCIOIB30BaHUS TUIIOBBIX MIIN BEJOMCTBEHHBIX IIepeUHEi

JIOKYMEHTOB, OIIPEIEJIEHHs] CPOKOB XPaHEHUS B IIPOLIECCE IKCIEPTHU3BI LIECHHOCTU
JOKYMEHTOB

[Mopsinok co3nanmst, OpraHU3aliy U JJOKyMEHTUPOBAHUSI pa0OThI SKCIIEPTHON KOMHUCCHI
[IpaBuina coctaBieHus M yTBEPKICHUS IPOTOKOJIA PA0OTHI HKCIIEPTHON KOMUCCUH
[IpaBuna cocTaBieHMsI U YTBEPXKICHHS aKTa O BBIICIEHUH JOKYMEHTOB, HE MOIEXKAINX
XpaHEHHUIO

[IpaBuia TexHIIECKOH 00pabOTKH M IOTHOTO OPOPMIICHHS J1e] IOCTOSHHOTO U
BPEMEHHOT'O CPOKOB XpaHEHHUS

[IpaBuia cocTaBIeHHsI OTIMCH JeIT TIOCTOSTHHOTO ¥ BpEMEHHOT'0 CPOKOB XPaHEHUS B
COOTBETCTBHH C ICHCTBYIOIIMMH HOPMAaTHBHO- METOJUYECKUMHE JOKYMEHTAMHI
[paBuna nepenayu gen B apxuB oprannzanuu TpeGoBaHMs OXpaHbI TPyJa

Ha peanmmammro Paboueit mporpaMmbl 0TBOAHUTCS 68 9acoB.




2. CTPYKTYPA U COOIEPXKAHUE YUEBHOM MMPAKTUKHA

HauMeHnoBaHue Tem

Copep:ixanue

OO01uii
00BeM
4acoB

1. Opraam3zanms
paboTsI ¢
JIOKyMEHTaMH

Tpyoosuvie Oeticmsus:

[Tpuem u mepBudHas 06pabOTKa BXOISIIINX JOKYMEHTOB
[IpenBapuTeIbHOE PACCMOTPEHHUE W COPTHUPOBKA JOKYMEHTOB Ha
PETUCTpUpPYEMbIE 1 HE PETHCTPHPYEMBIE

[TonroToBka BXOISIIMX JOKYMEHTOB UL PACCMOTPEHHS PYKOBOIHUTEIEM
Peructparyst BXOJAIIMX JOKYMEHTOB

Opranu3anus 10CTaBKH JOKYMEHTOB HCIIOTHUTEISIM

Benenue 0a3pl JaHHBIX JOKYMEHTOB OpraHU3aluH

Benenue nHpopMaoHHO-CIPaBOYHON pabOThI

O0paboTKa M OTHpaBKa UCXOSIIUX JOKYyMEHTOB

Opranuzauust paboThI 0 PETHCTPALUH, YUETY, XPaHSHHIO U Iieperade B
COOTBETCTBYIOIIHE CTPYKTYPHBIC MTOAPA3ACICHHUS TOKYMEHTOB TEKYIIETO
JeOTIPOU3BOICTBA

KOHTpOJIb HCHIOJTHEHNS TIOKYMEHTOB B OpTaHU3alIM|

24

2. Opranuzanus
TEKYIL[ET0 XPaHEHUS
JIOKYMEHTOB

Tpyoosvie Oeticmsus:

PazpaboTka HOMEHKIATYpPHI JIe] OpraHNu3aLux

ITpoBepka MpaBUIBHOCTH 0(OPMIICHHS JOKYMEHTOB M OTMETKH 00 X
UCIIOJIHEHUH Tiepe]] UX (POPMUPOBAHUEM B JIENIO AJIS

HOCIIEAYIOLIEro XpaHeHUs

DopMynupoBaHHe 3ar0JI0BKOB Je U ONPEAEIeHUE CPOKOB X XPaHCHUS
DopMupoBaHue el

KoHTpoJb IpaBUIILHOTO U CBOEBPEMEHHOTO PACHIPEICIICHHS U TTOIIINBKU
JIOKYMEHTOB B Jieja

18

3. Opranuzanus
00paboTku nen
JUTSL TIOCJIE/TYOIIETO
XpaHEHHUS

Tpyooevie Oeticmaus.

ITpoBepka cpOKOB XpaHEHUsI JOKYMEHTOB, COCTAaBIIEHHE IIPOTOKOJIA PabOTHI
9KCMEPTHON KOMHCCHH TI0 TTOJITOTOBKE JOKYMEHTOB K

XPaHEHHIO, aKTa O BBIAEICHNH K YHUUITOKCHHUIO IOKYMEHTOB, HE ITOUIS)KAIINX
XPaHEHUIO

CocraBiieHre BHYTPEHHEH OIHCH JIeT 17151 0CO00 LIEHHBIX JOKYMEHTOB
OdopmiteHre Jie1 TOCTOSIHHOT'O, JI0JTOBPEMEHHOTO CPOKOB XPaHEHHS
OdopmiieHne 00JI0KKH JIeNI IIOCTOSHHOTO, JOJITOBPEMEHHOTI'0 CPOKOB XPaHEHHUS
CocraBiieHHE OITUCH JIeJ1 TIOCTOSIHHOTO, IOJITOBPEMEHHOTO CPOKOB XPaHEHUS
[lepenava nen B apXUB OpraHu3aliu

20

JuddepenunpoBaHHbIii 3a4éT

NTOro

68




3. YCJIOBHUS PEAJIM3AIIAU PABOYEN ITPOT'PAMMBI YYEFHON MPAKTUKH

®.1.0. odyuaromerocs
I'pynna

IIpodeccusn

MecTo npoBeieHUS MPAKTHKH:
HaMMEHOBaHUeE NMPeANPUATHUS
OPUIUYECKHUIl aapec

Cpoxk npoBeieHHsI IPAKTUKH

Peanu3arus nporpaMMel pearnoiaracT Hatuaue yueoHoro kabunera. O0opyoBaHue ya4eOHOTO
KaOuHeTa;:

—  IIOCaJOYHBIC MECTA 0 KOJIUYECTBY O0YJaIOIINXCS,
— pabouee MECTO MperoaaBaTes,

—  KOMITBIOTEPHI;

—  yueOHas JuTeparypa,

—  KOMIUICKT Y4eOHO-METOANYCCKON JOKYMEHTAIUH,
—  KOMIBIOTEp, KPaH, MYJIbTHMEAUAIPOCKTOP.

(I)opMa ATTECTAIIMOHHOI'O JIUCTA

HauMeHOBaHUE NPAKTHKHA
BI/IZ[I)I nu O6L€M pa60T, BBIITOJIHCHHBIC CIIYHIATCJIEM BO BPEMA IIPAKTUKU:

Ne
n/n

Hepeqeﬂb TEM, NOMJICKAIIUX U3YYCHUTIO

IIpoaoskuTe
JILHOCTh
nepuoga

NMPAKTHKHA
(4achl)

Onenka

Tpyooesvie Oeticmaus.

[Tpuem u nepBu4Has 00pabOTKa BXOASIINX JOKYMEHTOB
[IpenBapurtenbHOE PacCMOTPEHWE M COPTUPOBKA JOKYMEHTOB Ha PErHCTpHpYEeMbIe
Y HE PETHCTPUpPYyEMBbIS

[NoaroToBka BXOASMINX JOKYMEHTOB JUISl PACCMOTPEHHUS PYKOBOANTEIEM
Perucrpanus BXoIAIINX JOKyMEHTOB

Opranusanus 10CTaBKH JOKYMEHTOB HCIIOTHUTEISIM

Benenne 0a3pl JaHHBIX TOKYMEHTOB OpTaHU3aIUN

Benenne nHpopMaoHHO-CIIpaBOYHON paboThI

O6paboTka 1 OTIpaBKa UCXOAIMUX JOKYMEHTOB

Opranusanusi  pabOTHI 10 PETUCTPALNH, YUETY, XpaHEHHUIO U Iepeaye B
COOTBETCTBYIOIINE CTPYKTYPHBIE TIOPA3CNCHNs] JOKYMEHTOB TEKYIIIETO
JIETIONPOU3BO/ICTBA

KonTpons ucnonHeHus: JOKyMEHTOB B OpraHu3aliu

20

Tpyoosvie Oeticmesusi:

PazpaboTka HOMEHKIIATYpbI JIe] OpraHu3alun

[IpoBepka npaBuIbHOCTH O(OPMIIEHUS JOKYMEHTOB M OTMETKH 00 MX UCIIOITHEHUH
nepe uX (GOPMHUPOBAHUEM B JIEJIO IS TTOCIIEIYIOIIETr0 XPaHEHHS
dopMynHpoBaHUE 3aT0JIOBKOB €] M ONPE/IeIeHHE CPOKOB X XPaHEHHUS
®dopmuposanue s1e11 KoHTpotb npaBUIIBHOTO ¥ CBOEBPEMEHHOTO pacTpeaeIeH s 1
MOJIIMBKH JIOKYMEHTOB B JieJia

20

Tpyoosvie Oeticmeus.

TIpoBepka CpOKOB XpaHEHHs JOKYMEHTOB, COCTABJICHUE ITPOTOKOJIA PAOOTHI IKCIIEPTHOM
KOMMCCHH I10 IMOJATOTOBKE JOKYMEHTOB K XPaHCHHIO, aKTa O BBIJICICHUH K
YHUYTOXXCHHUIO JOKYMEHTOB, HE MOJJICKAINX XPAHSHUIO

CocraiieHre BHYTPEHHE# OMICH e 17151 0C000 LEHHBIX JOKYMEHTOB

OdopmiieHHE 1e]T TOCTOSHHOTO, JOJTOBPEMEHHOI'O CPOKOB XPaHCHUS

OdopmiieHIE 00JI0KKH JIEN TOCTOSHHOTO, JI0JITOBPEMEHHOI'0 CPOKOB XPAHCHUS
CocTaBicHHE OMKCH JIEIT TOCTOSIHHOTO, TOJITOBPEMEHHOTO CPOKOB XPaHCHUS

Ilepenaua ien B apXuB OpraHu3anuu

22

Bcero:

68

PykoBoauTens npakTUKu

(noonucv)  (P.H1.0.)




4. TpeOoBanus k ycaosusim peaauzauuu OIIIO

4.1. Kaaposoe obecnieuenue

Peanmauml HaCTOSII_[Ief/’I nporpamMmsbl  JOJI’KHA o0ecreunBaThCs neaarorutycCKuMu  Kaapamu,

UMEIOUIUMH CpellHee MpodeccnoHallbHOE WM BhICIIeEe 00pa30BaHUE, COOTBETCTBYIOIIEE MPOQPHIIIO
MPENOJABAEMOMN JUCUUIUIAHBL.

4.2. MarepuajabHO-TeXHHYECKOe o0ecneuyeHue
Peanu3zanus nporpammsl peArnoaraeT Haluurue y4eOHbIX KaOMHETOB
«OCHOBBI dKOHOMHKH,
«Oxpana Tpyna»,
«JloKkyMeHTaIIMOHHOE 00ecTIeYeHne YIPaBICHUS

OO6opynoBanue yueOHbIX KaOUHETOB:

pa6oqne MECTa I10 KOJIMYCCTBY CﬂymaTeHeﬁ;
pa6oqee MCCTO IIPCIIOAaBaTCIIA;

KOMILJICKT y‘lC6HO-MCTOI[I/IquKI/IX MaTCpHaIoB,
MCTOJUYCCKHNEC PCKOMCHAAIUU U p33pa6OTKI/I;
MAaKCTHhI, IIJIaKaTbl 1 TUIIOBBIC CTCH/bI

TexHuueckue cpeacTBa 00ydeHUs:

MEPCOHAIBHBIN KOMITBIOTEP C JTUIEH3MOHHBIM TPOrPaMMHBIM 00€CIIeYeHHEM
MYJIbTUMEIUATIPOEKTOP

Ob6opynoBaHue MacTepcKoi U pabodnx MECT MaCTEPCKOM:
— pabouue MecTa Mo KOJMYECTBY CIyIlIaTeNnei;

MEPCOHAIIbHBINA KOMITBIOTED C JUIIEH3UOHHBIM ITPOTrPAMMHBIM O0ecriedeHueM
OPIrTEXHHUKA

4.3. HudopmanuonHoe odecrneyeHne 00ydeHust

ONEeKTPOHHbIE YUEOHUKHU:

1.

brikoBa, T. A. JlokymeHTalmoHHOe oOecrieueHne yrmpaBlieHUs (JeTONpOU3BOJACTBO) : yueOHOe
nocobue / T.A. beikosa, T.B. Ky3nernona, JI.B. Cankuna ; mox oour. pea. T.B. Ky3nenosoit. — 2 -
e u3n., mepepab. m gomn. — MockBa : UH®PA -M, 2021. — 304 c. + Jlonm. MaTtepuansl
[OnexTponnbrit  pecypc]. — (Cpemnee mpodeccroHambHOe 00pa3oBaHue).. - TekcT
anekTpoHHBIN. - URL: https://znanium.com/catalog/product/. — Pexxum gocTtyna: no noamnucke.
Kupcanosa, M. B. JlenoBas nepemnucka : yaeOHo - mpaktudeckoe mocodue / M. B. Kupcanosa, H.
H. Anoguna, }1O. M. AxkcenoB. — 3 -¢ m3a. — MockBa : UH®PA -M, 2023. — 136 ¢. —
(Cpennee mpodeccuonanbHOoe oOpaszoBanme). - ISBN 978 - 5 -16 - 014547 -1. - Tekct :
anektpoHHsli. - URL:  https://znanium.ru/catalog/product/2008751 (mata  oOpamieHus:
11.04.2024). — Pexxum gocTyna: 1o MOJIIHCKeE.

Kab6amos, C. 0. Opranu3zanus o011ero u crenuaibHOro JIeJI0MPOrU3BOICTBA B OPraHax MECTHOTO
camoympasneHus : yueoHnoe nocodbue / C. 0. Kabamos. — Mocksa : UHOPA -M, 2019. — 421
c. — (Cpennee mpodeccuoHanibHOEe 00pa3oBaHue

OcHOBHas nuTeparypa:

1.

[Tienko A. B. JlokymMeHTanmoHHOE oOecrieueHue yrnpasieHus: yueOHuk — 14 -e usn., crep. — M.:
Axamemus, 2020

JlononHuTenpHas IUTEpaTypa:

1.

2.

SAnkoBas B.®. JlIokyMEHTAITMOHHOE OOECIICYCHHUE YMPABICHUS: YUCOHUK IS CTYA. YUPEKICHUM
cpen. mpod. oopazoBanus. - M.: M3naTenbckuii ieHTp «Akagemusiy, 2022,

CoxkomnoB B. C. JlokyMeHTallMOHHOE OOecTieueHne yrpapieHus: yued. — 2 -e u3a. — M.: ®OPYM:
NHOPA -M, 2009



5. ®OHAbI OHEHOYHbIX CPEJACTB

OneHouyHble MaTepuaibl MPOMEKYTOYHOW aTTECTallUM TpPEACTaBIEHbl B pabodux
nporpaMmmax.

HtoroBast artectranus OpOXOAUT B (QopMme KBaTU(UKAIMOHHOTO 3K3aMEHa, KOTOPBIH
BKJIIOUAeT B ce0s MPaKTUYECKYI0 KBAIU(PUKAIMOHHYIO paboOTy M MPOBEPKY TEOPETHUECKHUX
3HAHUK B Tpenenax  KBATHM(HUKAIMOHHBIX  TpeboBaHmii 1o  mpodeccun 21299
Henonpouzsooumenr ¢ yderom IIpodeccuonanbHoro cranmapra Creyuarucm  no
OpP2aHU3AYUOHHOMY U OOKYMEHMAYUOHHOMY obecneueHuro ynpaenenus opeanuzayueti (yTB.
nmpukazoM MuHHCTEpCTBa Tpyda M conuaiabHoi 3amuThl PO ot 06.05.2015 1. Ne 276H). K
MPOBEJCHUIO KBATH(PHUKAIMOHHOTO YK3aMEHa MPUBJIEKAIOTCS MPEICTaBUTENN paboToAaTeNel, uX
00bEIMHEHNH.



