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TOMCKHUMN T'OCYJAPCTBEHHbBIA YHUBEPCUTET

YYEBHO-TEMATHYECKHWH IVIAH

OCHOBHOI MPOrpaMmbl NPOPecCHOHATBHOTO 00yYeHUs

«/lesronpousBoaNTEIH)

Obmas KonrakTHbIC Yach Dopmbl
Ne ni/mt TpyI0- CPC, u KOHTPOJIA
€MKOCTb, 4
HaumenoBanue
JTUCIUILIAHBL/ MOTYJ1s1/pa3aena/TeMbl
JIEKIIUU J1ab0paTopHbIE MPaKT.3aHATHS,
paboTEI CeMHHapBI
2 Opranuzauusi 1 TEXHOJOTHS 72 6 30 36 JK3aMeH
JOKYMEHTAIIMOHHOI0 00ecTeYeHusl
ynpaBJeHusI
Teopernyeckasi HOAroTOBKA 42 6 - - 36
11 Tema 1. TIpoGIIeMbI 1 MePCIEKTHBDL 14 2 - - 12 [ToaroroBKka K TECTUPOBAHUIO, N3yUECHIE
rocyapcTBeHHoit nomutuku B cdepe JJOY 3aKOHOIATEIBHBIX U HOPMAaTUBHBIX aKTOB
IIpesunenta, [IpaButensctBa PO, MUHUCTEPCTB,
BEJIOMCTB; 00pa3I[0B MyHUIIUIIATHHBIX U
1.2 Tema 2. HopmatnBHO-MeTOIMUECKas Oa3a 14 2 - - 12 » 00P Y .
JIOKAIILHBIX HOPMATHBHO-TIPABOBHIX aKTOB;
COBPEMEHHOTO JIETIONPOU3BOICTBA .
P a p a npumMepoB [lonoxenutii o ciryx6e JJOY pa3Hbix
OpTraHM3alNi, THCTPYKIIHIA TIO JeJIOTIPOU3BOJICTRY,
1.3 14 2 - - 12

Tema 3. HopmaTuBHO-METOIMYECKIE
JOKYMEHTBI Ha MPEANPUITAHN 11 ciry>k0b61 JJOY

JOJKHOCTHBIX MHCTPYKIMHU TSl pa3HbIX KaTerOpHi
COTPYIHHUKOB, HOMEHKJIATypa €1 U JIp.)




. 30 30 -
IpodeccnonanbHbIii MOTYJIb
2.1 Tewma 4. Peructpauust 1OKyMEHTOB U 6 6 -
OpTaHu3alys CIIPaBOYHO-HHPOPMALTUOHHOTO
00CITyKHBaHHS
2.2 Tema 5. Cuctemaruzanus u o0ecrieueHue 6 6 )
COXPaHHOCTHU ¥ JOKYMEHTHOH HHPOpMaLUH
2.3 6 6 -
Tema 6. Odopmnenue u hopMupoOBaHUE eI
24 Tema 7. DkcniepTr3a HEHHOCTH JOKYMEHTOB. 6 6 )
Cocras, 3amaun DK
2.5 6 6 -
Tewma 8. Ilytu coBepmencTsoBanus JJOY
2 72 30 36 JK3aMeH
OprannsanuoHHoe 1 HHGPOPMALMOHHOE
obecrevenue AesiTeJIbHOCTH PYKOBOIUTENS
42 - 36
Teopernyeckasi HOAr0TOBKA
14 - 12 IToaroroBka K TECTUPOBAHMIO, U3yUEHUE

Tema 1. Opraau3anuoHHO-HH(OPMAITIOHHOE
obecrnieueHue IeATEIIbHOCTH PYKOBOJICTBA
OpraHu3anuu

3aKOHOAATENbHBIX U HOPMATUBHBIX aKTOB
IIpesunenta, [IpaButenbctBa PO, MUHUCTEPCTB,




14 - 12 BE/IOMCTB; 00pa3I[0B MyHUIIMIIAIBHBIX 1
Tema 2. Opranuzanus NOArOTOBKH, TPOBEICHHS JIOKaJbHBIX HOPMAaTHBHO-TIPABOBBIX aKTOB;
1 00CITy>XKMBaHUSA KOH(PEPEHTHBIX MEPOIPHITHN npumepoB [lonoxkennii o cnyx6e JJOY pa3Hbix
OpraHU3alNi, HHCTPYKLMI 10 A€TONPOU3BOJACTBY,
TOILDKHOCTHBIX WHCTPYKITUH JUTSI PA3HBIX KaTeTOPUi
Tema 3. XapaKTepI/ICTI/IKa, HCITIOJIB30BAaHUC 14 - 12 cereTapef/'I’ HOMEHKJIATypa el U I[p)
MPOTrpaMMHOT0 o0ecIieueHust B paboTe ¢
JOKYMEHTaMH, CUCTEM DIIEKTPOHHOTO
JTOKYMEHTO000poTa
30 30 -
IIpodeccnonanbHblii MOAY/Ib
2.1 6 6 -
Tema 4. B3auMOOTHOIIEHUS B KOJIJIEKTHUBE
2.2 6 6 -
Tema 5. Opranu3aliuOHHO-AOKYMEHTALIUOHHOE
obecrniedeHue cIry>KeOHBIX KOMaHIUPOBOK
PYKOBOIUTEIS
2.3 6 6 -
Tema 6. Opraau3aiiys COBEIIaHHH,
KOH(hEepEeHIINH, TIeperoBOpOB
2.4 6 6 -

Tema 7. CoBpeMEHHBIH TeTOBOM dTUKET




2.5 6 - 6 -
Tema 8. TaitM-MeHeKMEHT. | MOKMH ITOIX0T K
YIIPaBJICHUIO CBOUM BPEMEHEM
Hrorosas arrecrauus 4 2 2 - KBanupukaunoHHbIA IK3aMeH
Hroro 148 14 62 72




TOMCKHUMN TOCYJIAPCTBEHHBIA YHUBEPCUTET

XAPAKTEPUCTUKA

OCHOBHOM NMPOrpamMmbl NPo(PecCHOHAIBHOT0 00yYeHM sl
«/lenonpounsBoanTesb»

OBIIUE ITOJIOXKEHUSA

1.1. HopmaTHMBHO-NIPaBOBbIe€ OCHOBBI Pa3padoTKH MPOrpPaMMBbI

HopMaTtuBHYIO IpaBOBYIO OCHOBY pa3pa0OTKH 00pa30BaTeIbHON MPOrpaMMBbI MPOPECCHOHATBHON
MEepEenoAroTOBKH (Aajiee — mMporpaMma) COCTaBJIsIOT:

— Mepepanbubiii 3ak0H 0T 29.12.2012 N 273-®3 «O6 ob6pazoBanuu B Poccuiickoit denepannny;

— Ilpukaz or 26 arrycra 2020 roma N 438 «O06 yrBepxkuenuu [lopsnka opranuzanuu u
OCYIIECTBIICHHUsSI 00pa30BaTEIbHON JEATENBHOCTH TI0 OCHOBHBIM MpOTrpaMMaM Ipo(ecCHOHATBHOTO
o0yueHus»;

— Ilpuka3 MunucrepctBa npoceuieHusi Poccuiickoit ®@enepanuu ot 14.07.2023 Ne 534 «O6
yrBepxaeHun llepeunst mpodeccuii pabounx, JAOIDKHOCTEH CIYXKAIIMX, MO KOTOPBIM OCYIIECTBIISAETCS
npodeccuonansHoe o0ydeHue» (3apeructpuponan 14.08.2023 Ne 74776)

— IlocranoBnenue Muntpyna P® or 21 asrycra 1998 r. N 37 «O6 yrBepxaenuun Ennnoro
Tapu(HO-KBATM(UKAIIMOHHOTO CHpaBOYHMKAa pabor u mpodeccuid paboumx», OOmeorpacieBbie
KBIM(UKAIIMOHHBIE XAapAaKTEPUCTHKU JIOJDKHOCTEH paOOTHUKOB, 3aHATHIX Ha TMPEANPUSATHSIX, B
YUPEXKICHUSAX U OpraHuzaimsx, npodeccus — JleronpousBoautens ((B pen. [locranonenuit Muntpyna
P® ot 28.07.2003 N 59, ot 29.04.2008 N 200, [Ipukaza Muntpyaa P® ot 15.05.2013 N 205)

— Ilpuka3z Munrpyna Poccuu ot 15.06.2020 N 333u "OO yTBepkAeHUU MPOPECCHOHATBHOTO
cragnapra "Crneuuaauct MO OpPraHu3allMOHHOMY M JOKYMEHTAIIHOHHOMY OOECIEYEHHIO YIpaBICHUS
opranusanueir” (3apeructpupoano B Muntocte Poccun 15.07.2020 N 58957)

1.2. Ileab peaju3anuu NporpaMmbl

Henbto peanuzanuu nporpammsl siBisieTcss (GopMUpoBaHHE y 00ydaronuxcs npodeccuoHamIbHbIX
3HaHUI, YMEHUH M HaBBIKOB IO mpodeccun «leaonpon3BoAUTENb» B COOTBETCTBUM C MPUKA30M
MunuctepctBa mpocBerieHus: Poccuiickoir ®epepanmu ot 14.07.2023 Ne 534 «OO0 yTBepKIeHUH
Ilepeuns mnpodeccuit  paboumx, JOIDKHOCTEH  CIyKallMX, IO  KOTOPBIM  OCYILECTBIISETCS
npodeccuoHabHOe o0yueHue». [1o okoHuaHuM Kypca 00yJaroIuiics JOJKEH 3HaTh HOPMATHUBHYIO 0a3y
U COBPEMEHHBIE TEXHOJIOTUM JIOKYMEHTALMOHHOTO OOECIeYeHHUs YHpaBIeHUS U oOecredeHus
JESITeIbHOCTH PYKOBOAMTENS; MOHMMAaTh MEPCHEKTHBHBIE HAIPaBICHUM UX pa3BUTHUS; MPUMEHATh Ha
MPAaKTHUKE PaBUJIa OPraHU3allui BCEX 3TAOB PadOTHI C JOKYMEHTaMH U MOCETUTEIISIMHU.


https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399#6520IM
https://www.consultant.ru/document/cons_doc_LAW_357714/
https://www.consultant.ru/document/cons_doc_LAW_357714/
https://www.consultant.ru/document/cons_doc_LAW_357714/

1.3. Ilnanupyemble pe3yJbTaThl 00yUeHUsI

Buapl 1esTeJJbHOCTH

IIpodeccuonaibHblie
KOMIeTeHInH

IIpakTHyecknii ONbIT

YMenns

3Hanusa

JlOKyMEeHTallMOHHOE
obecneuenue
NEATEILHOCTHU
OpraHu3anuu

IIK 1.1 ITpuem u
peructpanus
JIOKYMEHTOB

1. Ilpuem Bxozsmeii TOKYMEHTAITUH
2. Perucrpamus Bxomsmen
JOKYMCHTAIH

3. [lepepacnpenencHre TOKyMEHTOB
B CTPYKTYpPHBIC TIOAPA3ICTICHHS

4. [lepenaya TOKYMEHTOB Ha
WCTIOTHEHUE W KOHTPOJIb
HCIIOJHCHUS.

5. Opranamzanus paboTHI ¢
JOKYMEHTaMH B IIPHEMHOU
PYKOBOIUTEIIS

1. PaboTats co Bcel COBOKYITHOCTBIO
MH(POPMALMOHHO-TOKYMCHTAHOHHBIX
PeCypcoB OpraHu3aLuy

2. ITonp30BaThCS CIIPaBOYHO-
IPaBOBBIMHU CHCTEMaMHt

3. IlpumeHsTh COBpEMEHHBIE
UH(POPMALMOHHO-KOMMYHUKALIHOHHBIE
TEXHOJIOTUH JUIs pabOTHI €
JOKYMECHTaMH

1. JIoOKyMEHTOIOTOKH ¥ OCOOCHHOCTH
JBIDKCHHS JOKYMEHTOB B OpraHH3aIHH.

2. HopMaTuBHBIE IIPaBOBBIC aKTHI U
HOPMAaTHBHO-METOIMYECKUE JTOKYMEHTHI,
OIpeIeISFOLINE IOPSTOK
JOKYMEHTAIIMOHHOTO 00eCTIeUeHUS
YIIpaBJICHUS

3. [IpaBmia opranu3ayu U GopMbl
KOHTPOJISl HCTIOJIHCHHS TOKYMEHTOB B
OpraHu3aLix

IIK 1.2. CocraBnecHne
1 oopMIICHIE
JIOKYMCHTAITHH

1. CocTaBeHne NPOSKTOB
pactopsIUTENBHBIX (IPUKA3bI,
pacriopspKeHus1) 1 HHPOPMAIMOHHO-
CIIPaBOYHBIX TOKYMEHTOB
(cmy>xeOHBIC TIFICEMA, CITPABKH,
JOKJIaJTHBIE U CITY)KeOHBIE 3aITUCKH)
2. [TeuaTsh ciry»keOHBIX JOKYMEHTOB U
MaTepHaoB

3. KonTpons npoxoxaeHus
JOKYMEHTOB B OpraHU3alUuH
(cornacoBaHue, MOJIUCAHHUE H
YTBEPXKACHHE JOKYMEHTA)

1. PenakTupoBaTh TEKCTHI CITYKEOHBIX
JIOKyMEHTOB

2. [TevaTats ciy>keOHBIC TOKYMEHTEHI
3. [Nonmp3oBaThCs epudepHitHBIMA
YCTpOICTBaMH U OPTTEXHUKOMN

4. TTonp30BaThCS OQUCHBIM MTAKETOM
(TEKCTOBBIN pexaKkTop, TAOIHUIIHI)

1. [IpaBuna JOKyMEHTAIIHOHHOTO
obecrieueHns 1eTeIbHOCTH
OpTaHM3aIN

2. Bugpl TOKyMEHTOB, X Ha3HaUCHHE

3. IlpaBuina cocraBieHus U 0pOpMIICHHS
nH(pOpMaMOHHO-CIIPABOYHBIX,
YIPaBIEHYECKUX TOKYMEHTOB U
CITy’KEOHBIX ITHCEM

IIK 1.3 Opranuzauus
TEKYIIETr0 XPaHCHHS
JIOKyMEHTOB

1. Benenue ydeTa moiry4aeMoii u
OTIPAaBIISIEMOH KOPPECTIOHICHIIHH.
2. CucreMaTH3aIyst U XpaHEHHUE
JIOKyMEHTOB TEKYIIIEr0 apXHBa.

3. Benenune paboThl 110 CO3/JaHUIO
CIIPaBOYHOTO amiapara o
JIOKyMEHTaM 1 obecrieyeHue
yIIOOHOTO M OBICTPOTO IOUCKA.

1. Pa3pabareiBaTh HOMEHKIIATYPY JIel
CTPYKTYPHOTO TIO/Ipa3/IelICHUs

2. Oprann3oBbIBaTh paboTy 1O
(hopMHpPOBaHUIO JIEN B COOTBETCTBUH C
YTBEPIKIEHHOW HOMEHKJIATYpOit e
OpraHM3aIn

3. ®opMHpOBaTh JTOKYMEHTHI B JieJia C
YYETOM UX CIICIM(UKI

1. HopmaruBHBIE IPaBOBBIE AKTHI,
HOPMaTHUBHO-METOAUYECKHE JOKYMEHTHI,
rOCY/IapCTBEHHbBIE CTAHAAPTHI,
OIpeeNAIOLIHe OPSA0K
JIOKyMEHTaI[IOHHOTO 00ecreyeHuns
yIpaBiIeHUS

2. Bunsl HoMeHKIIaTyp, o0mmue
TpeOOBaHUS K HOMEHKJIAType, METOIMKA
€e COCTaBJICHUs U 0(OPMIIEHHS




3. Ilopsinokx GpopmMupoBaHus U
odopmiieHHS AeT, cnenuduka
(bopMHUPOBaHHS OTACIBHBIX KATETOPUIt
nen

IIK 1.4 Opranmzanus
ApXHUBHOTO XPaHCHHUsI

1. IloaroroBka v ca4ya B apXHB
MPEANPUATHS TOKYMEHTAIbHBIX
MaTepHaIOB, 3aKOHUYEHHBIX
JICTIONIPOU3BOJICTBOM.

2. [IpoBepka CpOKOB XpaHCHHUS
JIOKyMEHTOB, COCTABJICHHE
MPOTOKOJIA pabOThI IKCIIEPTHOM
KOMHCCHH I10 ITOATOTOBKE
JIOKYMEHTOB K XPaHEHHIO, aKTa O
nepeiaue Ha YHHUITOKCHUE
JIOKYMEHTOB, HE MOICIKALTHX

XpaHEHHIO
3. CocraBieHne BHYTpEHHEN OIUCH

1. ITonp30BaThCS MEPEIHIMHA
JOKYMEHTOB U aHAIN3UPOBATh
(axTHyecKoe coepiKaHNe HMEIOIUXCS
B JleJie JOKYMEHTOB IIPH ONPEIeIeHHN
CPOKOB UX XpaHCHUS

2. OpopMIIATh JOKYMEHTHI SKCIIEPTHOH
KOMHCCHH

3. OdopMITATH OOTIOKKH [T
TIOCTOSTHHOTO M BPEMEHHOT'O XPaHECHHS B
COOTBETCTBHH C TPEOOBAHUAMHU
rOCYIapCTBEHHBIX CTaHIAPTOB

4. TIpou3BOJHTH XPOHOJIOTHYECKO-
CTPYKTYPHYIO CHCTeMaTH3ALHUIO e

1. HopmaTtuBHBIE IPaBOBBIE AKTHI,
HOPMaTHBHO-METOJMYECKHE TOKYMEHTBI,
TOCY/apCTBEHHBIC CTAHIAPTEL,
OTIPECTISIONINE TTOPSITOK
JIOKyMEHTAI[IOHHOTO 00ECIICUCHNUS
YIIpaBICHUS

2. Kpurepunu paszneneHus T0KyMEHTOB
Ha TPYIIIBI B COOTBETCTBHH C IEHHOCTBIO
nH(popManuy, coaepxKaencs B HUX

3. IlopsaoK MCIONIB30BAHUS THITOBBIX
WM BEZIOMCTBEHHBIX NTEpeUHEH
JIOKyMEHTOB, OIIPEACICHHUS CPOKOB
XpaHEHH B IPOIECCE HKCTIEPTU3BI

JOKyMEHTOB 5
ACI LI 0CO0O0 HEHHBIX IOKYMEHTOB | 5 (QcymmecTBIATh TEXHHIECKYIO IEHHOCTH TOKYMEHTOB
4. OdopmiteHHE JIeIT TOCTOSIHHOTO,
00paboTKy U moHOe 0GOPMIIEHHE JeN 4. TIopsIOK CO3/IaHuMs, OPTaHU3aIUY U
JOJTOBPEMEHHOTO CPOKOB XPAHEHHUSI .
[OCTOSHHOTO ¥ BPEMEHHOTO XPAHEHHS JIOKyMEHTUPOBAHUS PAOOTHI SKCIIEPTHOM
5. Ocopmiienne 0010KKH Jes
HOCTOSHHOTO, JI0/TOBPEMEHHOTO 6. COCTaBIATE OMUCH JEN TIOCTOSIHHOTO | KOMHUCCHU
CPOKOB XPaHEHUs ¥ BPEMEHHOTO XPaHEHHUS! B 5. [IpaBuia cocTaBieHus U
6. CocraBienune omucH e COOTBETCTBHH C HOPMATHBHO- YTBEPIKIEHHS TIPOTOKOIA pabOThI
NOCTOSHHOI'O, JOJTOBPEMCHHOTO METOAUYECKAMH JTOKYMEHTaMH 9KCIIEPTHON KOMHCCHU
CPOKOB XpaHCHHA 7. TpuMeHsTs HHPOPMALEOHHO- 6. IIpaBuia cocTapaeHus U
KOMMYHHKAIMOHHBIE TEXHOIOTHH TIPH YTBEPIKJEHHS AKTa O BBIIEICHAN
paboTe ¢ TOKYMEHTAMH JIOKyMEHTOB, He TOIEKAINX
XPAHEHHIO
MK 2.1 1. Opranuzanys MoAroTOBKH, 1. BoiGop GpopMblI IIaHUPOBAHUS U 1. CTpyKTypy OpraHu3aiuu,
o OpraHu3aLHOHHO- OPOBEJIEHUS. ¥ OOCITYKUBAHHS o(hopMIIeHHE TIAHUPOBILKKA HATIPABJICHUS JIEATEILHOCTH U TIOPSIOK
raHM3aIHOHHOE N N .
p MH(GOPMAIIMOHHOE KOH(EPEHTHBIX MEPOTIPUATUIH (opranaiizepa) pyKOBOIUTENS B3aUMOJICHCTBHUS PYKOBOJICTBA U
obecrieueHne 6 .
00CCIeUCHNE 2. Oxa3zanue moMoInu pykopoauteno | 2. CornacoBanue TeaeOHHBIX CTPYKTYPHBIX IIOJApa3aeICHUN
NEATETHLHOCTH 5
ACATENLHOCTH B TLIAHMPOBAHHH PabOYero BpEeMEHH | TIeperoBOpoB, BCTped U MeponpusThii ¢ | 2. OCHOBBI aIMUHUCTPATUBHOTO TIPaBa U
OpraHu3anun KOBOJICTBA
P PYKOBOL 3. Opranmzanust TesneOHHBIX HapTHEPaMH, KIIHEHTaMH, TPYIOBOTO 3aKOHONATENILCTBA
OpraHu3anuu Poccuiickoit denepanuu

NEPEroBOpoB pyKOBOAUTEIIA
4, OpFaHI/I3aIII/IH KOMaHANPOBOK

PYKOBOJIUTEISIMU MOJPA3IENeHUN U
COTpYTHUKaMH

3. IIpuHIHIIBI ¥ TPaBUIIa ITAHKPOBAHHMS




PYKOBOAUTEIIS
5. Opranuzanus HHOOPMALTUOHHOTO
B3aUMO/ICHCTBUS PYKOBOJUTEIIS C
TI0/Ipa3/IeNeHUSMH U JIOJDKHOCTHBIMHU
JIMIAMH OpTraHMU3aIin

3. Br16op onTUManbHBIX COCO00B
MH(OPMHUPOBaHHUS TAPTHEPOB,
KJIMEHTOB, TIOCETUTEIIEH,
pyKOBOAUTENEHN NOApa3ieIeHuN 1
COTPY/THHKOB O IUTaHUPYEMBIX
MEpOIPUATHAX

4. dopmupoBaHre HHPOPMAIMOHHOTO
B3aUMO/ICHCTBUS PYKOBOJUTEIS C
OpraHHU3alsIMU

5. Ananu3 uHpOpMaIMy 1 TOATOTOBKA
nHpopMannoHHo-

AHAJMTUYECKUX MaTEePHUaIOB

6. OpraHu3zanus 1eJI0BbIX KOHTAKTOB U

MPOTOKOJILHBIX MEPOTIPUSITHI
7. [ToaroToBKa JOKYMEHTOB,
HEOOXOIUMBIX [UIS CITYKEOHBIX
KOMaHIHPOBOK

pabouero BpeMeHH

4. MeToIbI IOCTAHOBKH LEIEH

5. IIpaBuia npoBeqeHHS ASJIOBBIX
[IepPEeroBOpoB

6. ITopsimox odopmIteHHS JOKYMEHTOB
JUISL KOMAQHUPOBKH M OTYETHBIX
JOKYMEHTOB 10 KOMaHIHPOBKE
PYKOBOIUTEA

IIK 2.2 Opranmszanus
paboTHI ¢
[IOCETUTENSIMU
OpraHu3aIu

1. Berpeua nocerureneii, nosyuyeHue
TIEpPBUYHOM HHPOPMAIINHU O
MIOCETUTEISIX U TIOMOIIb B
OpraHM3alMN UX IIpUeMa
PYKOBOAMTEIIEM M COTPYTHUKAMHU

2. Ilpuem u nepenaya 10KyMEHTOB
TIOCeTUTENCH PyKOBOJCTBY U
COTPYJHUKAM OpTaHHU3aINH

1. Ucnonp30BaTh yCTaHOBJIEHHbIE
TIpaBUJIa U MPOLEAYPHl KOMMYHHUKAIHA
BHYTPH OpPTaHU3AIIIHI

2. [IpumeHITH HHPOPMAITHOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHA

1. [IpaBuna opranuzanuu npuemMa
HOCETUTENEN

2. CTpyKTypa OpraHu3aluy u
pactpezenenne QyHKIUH MEXITY
CTPYKTYPHBIMH NOJPA3AEICHUSIMA 1

CIIENMAINCTaMU
3. DTHKa eI0BOr0 OOIEHUS

10




1.4. TpeboBaHUA K NOCTYNAKIINM, KATETrOpHsi 00y4Yal0UIuXCsl
K ocBoeHuto mporpaMmsl JOINYCKAlOTCSA JUL@a B BO3pacTe crapuie 18 jeT, uMmerouie cpeaHee

obmiee, cpeqHee MpodecCHOHATBHOE WK BBICIIee 00pa3oBaHUE.

1.5. TpynoemkocTh 00yueHust
148 ygacos, BKIII04ast Bce BUBI AyAUTOPHON U CAMOCTOSITENILHONU pabOThl 00YYaIOIIETroCs U BpeMs,
OTBOJIMMOE Ha KOHTPOJIb KAYeCTBA OCBOCHUS IMPOTPAMMBbI

1.6. ®opma o0yuenus

OuHasi, B COOTBETCTBUU C KaJICHJAPHBIM rpaIkoM OCHOBHON 00pa30BaTebHOM MPOrpaMMbl

BBICHICTO O6pa30BaHI/I${.

MATEPUAJBHO-TEXHUYECKOE OBECIIEYEHUE ITPOI'PAMMBI

HanmeHoBanue kabunera Bua 3ansituii MartepuajIbHO-TeXHUYECKOe OCHAIlleHHe
(MacTepcKkoi, JadopaTopuu u (HauMeHOBaHHE 000PYAOBAHMS, IPOTPAMMHOIO
T.J.) oOecreyeHus)
VYyeOHas ayAUTOPHS JlexmoHHBIE TexHnueckue cpeacTBa 00yueHHs: KOMIIBIOTED,
3aHATUA MYJIbTUMEIUUHBIN IIPOEKTOP, IKPaH, MapKepHas
Jl0CKa
KomnbroTepHsiii ki1acc [IpakTuueckue TexHUYEeCcKHe cpecTBa O0YICHHUS: KOMIIBIOTED,
3aHATHSA MYJIBTUMEIUNHBIA TPOEKTOP, IKpaH, MapKepHas
JI0CKa

OIEHKA KAYECTBA OCBOEHMUA ITPOT'PAMMBI
(popMBI aTTECTALMH, OLICHOYHbIEC U METOAHYECKHE MATEPHAJIbI)

IIpomexyTouyHas aTTecTANMA

[IpomMexyTouHas arrecTas MPOBOAUTCA MO pe3yJbTaTaM OCBOEHHUS y4eOHOro IulaHa B hopmare
BBINOJIHEHUS NpaKmuyecKux 3a0anuil o HauboJsiee BaXXKHBIM, C TOUKU 3PEHUS MPAKTUYECKUX HaBBIKOB,
teMaM. PopMbI U TPOLEAYPHl MPOMEXKYTOUHOW aTTeCTAllMU MO Ka)XJ0H TeMe JAOBOASTCS 1O CBEICHUS
o0yyaromuxcs rnepeJi HayajaoM ydeOHoro mporecca. Kaxaomy obydaroniemycs 1Jisi 1olycka K UTOTOBOM
aTTeCTalluy HEOOXOIMMO BBITOTHUTE MUHUMYM 10 npaxmuueckux 3aoanuil.

HTorosas arrecranus

HtoroBass  arTecranust ~ pe3yJbTaToB  IOJATOTOBKM  OOYYalOIIUXCA  OCYLIECTBISETCS
HK3aMEHALIMOHHOW KoMHccuel B opMe KBaIM(UKAIIMOHHOTO SK3aMeHa. KBanudukanmoHHbIN 3K3aMeH
IIPOBOAMTCS Ul OINPENEIEHHS] COOTBETCTBMSI MOJYYEHHBIX 3HAHWM, YMEHMH M HaBBIKOB IPOrpaMMe
Ipo(eCCHOHATILHOTO 00YYEeHHUs MO JOKHOCTH «/JleJIoNpon3BOAMTE b,

KBanudukamoHHbIi 5K3aMeH BKIIIOYAET B CeOSl npakmuueckyro KeanupukayuoHuylo pabomy B
BUJE 3aJaHusl MO OQOPMIICHHIO JIOKYMEHTa, CO3/JaHHE KOTOpOro TpedyeTcsi ONUCaHHOW B Ouiere
CUTYyallud, U MPOBEPKY TEOPETUUECKUX 3HAHMH B Mpenenax KBaJHU(HUKAIMOHHBIX TpeOOBaHUU 6 sude
Mecmosblx 3a0anull.

JIunam, yCHEMIHO CHaBIIMM KBAIM(UKAIMOHHBIA 95K3aMEH, M0 pe3yiabTaTaM OCBOEHUS
IpOrpaMMbl  NMPOQECCHOHANBHOIO  OOydeHHsT  BbIA€TCA  CBUAETENBCTBO MO  JOJKHOCTH
«/1eJ10npON3BOAUTEIb Y.
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IIpumepbl BONPOCOB TeOpEeTHYECKOH YacTH KBATH(UKAIMOHHOIO JK3aMeHa (TecTa)

Pe3yabTaTthl Bonpocsl OcCHOBHBIC I0KA3aTEJIN OLEHKHU
(ocBoeHHBbIe MPOdeCcCHOHAIBHBIE pe3yJbTarTa
KOMIIETEHIIUM)

IIK 1.1 IIpuem u perucrpauus
JOKyMEHTOB

Uro mpeacTaBiseT coOOH IBIKEHHE
BXOZSIIIUX JOKYMEHTOB B
OpTraHU3aINH C MOMEHTA MX
TIOTTY9ICHUS /10 3aBEPIICHUS
VCIIOJTHEHUS WJIM OTIIPaBKU

3HaHUE CXeM JOKYMEHT0000poTa

IIK 1.2. CocTaBnenue u opopMIICHHE
JIOKyMEHTaluU

HasoBure npaBoBou axT,
U37]aBa€MBbIi PYKOBOAUTEISIMHU
MUHUCTEPCTB, BEIOMCTB, OTICIIOB,
YIPAaBJICHUH, YUPEKACHUM,
00beIMHEHNI, OpraHU3aIlHii,
MIPEANPUATHH, JEUCTBYIOLIUMH HA
OCHOBE €JMHOHAYAIIUSA

3HaHue BUAOB IOKYMEHTOB, UX
Ha3Ha4YCHUA

[IK 1.4 Opranu3zanus apXHBHOTO
XpaHeHH JOKYMEHTOB

OnummTe TOPSIOK COCTaBICHUS
BHYTPEHHEH ONHCH e Uit 0c000
[IEHHBIX JTOKYMEHTOB

3HaHMe HOPMAaTUBHO MPABOBBIX aKTOB,
HOPMAaTHUBHO-METOANYECKUX
JIOKYMEHTOB, TOCYJapCTBEHHBIX
CTaHJAPTOB, ONPEACIAIONINX MOPAI0K
apXUBHOTO XpaHEHUS TOKYMEHTOB U
HUX BUJIOB

1K 2.1 OpranuszannoHHO-
nH(pOopMaLMOHHOE 00ecIieYeHNe
ACATCIIBHOCTH PYKOBOACTBA
OpTaHH3aIIH

HasoBurte 0OCHOBHbBIE KPUTEPHH TIPH
BBIOOPE ONTHUMAJIBHBIX CIIOCO00B
nH()OPMHUPOBaHHUS TAPTHEPOB,
KJIMEHTOB, MOCETUTENEH,
pyKOBoAuUTENEH NoApa3ieIeHui u
COTPYIHUKOB O IJIaHUPYEMBIX
MEPOIPUATHAX

3HaHue MPUHLUIIOB U TPaBUII
IUIAHUPOBaHUs paboYyero BpeMeH!

IIpuMmepsl 3aJaHNH NPAKTHYECKON YACTH KBATH(PUKANMOHHOI0 IK3aMEHAa

Pe3yabTaTbl
(ocBOeHHbBIE TPO(ecCHOHATbHbIE
KOMIIETEHIHH)

Saganus

OcHOBHBIE MOKA3aTeJIN OLIEHKH
pe3yJbTarta

IIK 1.2. CocraBienue u 0QpopmIICHHE
JOKYMEHTalNU

IHoxaroroBuTs Gopmynsp u
TeKCT MH(OPMALMOHHO-
CIIPaBOYHOTO JIOKYMEHTA

YMeHue 101b30BaThCst OPUCHBIM aKeTOM
(TeKCTOBBII penaKkTop, TabIHUIIBI)

[Moarorosuts hopmysip u
TEKCT OpraHNW3allMOHHO-
PacIopsINTEILHOTO JOKYMEHTa

Vmenne PCAAKTUPOBATH TEKCThI CJ'Iy)K€6HBIX
JAOKYMCEHTOB

[IK 1.3. Opranu3anus TeKymero
XpaHEHHs JOKYMEHTOB

[ToaroToBUTH M 3aITOIHNUTH
(opMyIIsip HOMEHKJIATYPHI A€
OpraHM3aIyu

YMenue pazpabaTsiBaTh HOMEHKIIATYPY Jei
CTPYKTYPHOTO TO/Ipa3IeNICHUS

1K 2.1 Oprann3anoHHo-
nHpopmanmoHHoe obecrieueHne
JIeSITENIbHOCTH PYyKOBOJICTBA
OpraHu3aiiu

IMoxroToBuTh MakeT
JOKYMEHTOB Ul KOMaHIUPOBKHU
PYKOBOJUTEA B COOTBETCTBUU C
3a/laHHOM cuTyanuen

Ymenue paboTaTh CO BCel COBOKYITHOCTBIO
JIOKyMEHTalUU JJI1 KOMaHAUPOBKU
PYKOBOIUTEIS

IIK 2.2 Opranuzanus paboTsl ¢
MTOCETUTEIISIMHA OPTaHU3AIUH

Pemuts keiic

YMeH#e mpoIeMOHCTPUPOBATD ATHKY
JIEJIOBOT'O OOIIEHUS

Teopemuueckasn yacmv KEAMUPDUKAYUOHHO2O IK3AMEHA (mecmuposaHue) TPEANOnaraeT OTBETHI
Ha 20 TECTOBBIX 3aJlaHUI C BOIPOCAMM 3aKPBITOTO TUNA (BBIOOP OJHOTO MJIM HECKOJBKUX BAapHAHTOB
oTBeTa). YcheurHsIM cuurtaercs pesyiabtar 70 % u Oojee MpaBUIBHBIX OTBETOB (T.e. MUHUMYM 14
NPaBUJIBHBIX OTBETOB). TakuM 00pa3oM, MAKCHMAJIbHO BO3MOXKHOE KOJIMYECTBO OANJIOB 3a MPOXOXKACHUE
TecTUpoBaHus cocTaBisieT 20 6aminoB, MUHUMAIBHO JomycTuMoe — 14 6ammoB. Ha mpoxoxaeHue Tecta
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naércs 1B TMONBITKU. B ciydae, ecnu oOydaromiuiics HE CIPaBUIICS C MPOXOKICHHUEM TECTHPOBAHUS,
JOITYCKAaeTCsl epecaada TECTa B PE3EPBHBIN JCHb aTTECTALUH.

B ciydyae HeynoBIETBOPUTENBHOTO pE3yJbTaTa MPU MPOXO0XKIEHUH JIBYX HOIBITOK TECTUPOBAHUS
00yyYaroIuics He JOIMYCKAeTCs K BBIMOJIHEHUIO IPAKTHYECKOW 4acTH 9K3aMEeHa.

Ha BbInONTHEHUE npakmuyeckoll yacmu K8anuukayuoHHo2o 9K3ameHa TaETcs JIBE TOTBITKH.

B ciydyae BEIIOTHEHMS 3a/1aHUsI B TEKCTOBOM IPOIIECCOPE UTOTOBBIN YIPaBIECHYSCKHI JOKYMEHT
JOJDKEH COJIepXKaTh MPaBUIBHO O(GOPMIICHHBIH MHUHUMAIbHBIA HA0OP PEKBH3UTOB, O0ECIICUMBAIOIIMX
IOPUIMYECKYIO CHJTy JAHHOTO JIOKyMEHTa. B cilydae BbIMOJIHEHHS 3a/JaHUS B TaOJIMYHOM IIPOLIECCOpE
UTOTOBBIM JIOKYMEHT TaKXe JOJDKEH COJICepkKaTh HEOOXOMMMBINH HAOOp MPaBHILHO PACIOIO0KEHHBIX
PEKBHU3UTOB, a TAKKE TAOJIMYHYIO YaCTh IOKYMEHTA.

BelmonHeHWe TPOEKTHOrO 3aJaHusl TPOMCXOJUT CHUHXPOHHO B YCTAaHOBJICHHOE BpeMsl B
KOMITBIOTEPHOM KJjacce. B ciiydae, ecnmu oOyd4aromuiicss HE CIPABWIICS C HWTOTOBBIM TMPOCKTHBIM
3aJJaHHEM, JIOIYCKAETCs €ro repecada B pe3ePBHBIN ICHb aTTECTAIHH.

[lkana oneHWBaHUS MPOEKTHOW pabOTHI BBICTpaWBaeTCs cleayromuM obpasom: 0 OamioB —
«HEYIOBJIETBOPUTENBbHOY» (0Oydaromuiics He CHpaBUICS C TMPOEKTHOM pabotoif); 1-2 Oamma —
«YIOBJICTBOPUTEIIEHO C CYIIECTBEHHBIMH 3aMEYAHHSIMIY; 3 Oajlla — «yIOBJICTBOPUTEIHHOY»; 4 Oaymma —
«XOpOMIOY; 5 0AIIIOB — KOTIIMYHO.

Takum 00pazoM, MakCHMaJIbHO BO3MOXKHOE KOJIMYECTBO OaIOB NMPH NPOXOXKICHUH HTOTOBOU
aTTeCTallUM COCTaBIsIeT 25 OaiyioB, MHHMMaIbHO nomyctuMoe — 16 OamnoB. Mcxoas w3 3TOroO, 1O
pe3ynbTaraM KBaIM(UKAIIMOHHOTO SK3aMEHA BBICTABIISICTCS OICHKAa MO MATHOAUIBHOW IIKale |
IMPpHUCBANBACTCHA KaTeropus. Ha OCHOBaHHUH 6aJIJIOB, IMMOJTYYCHHBIX 3a TECTOBYIO qacCTb
KBATM()UKAIIMOHHOTO JK3aMEHa, MPAKTHYECKYI0 YacTh KBAJU(HUKAIMOHHOTO JK3aMEHa W e 3allUTy
00ydJaromemMycsi BEICTABIISIETCS] HTOTOBAsI OI[CHKA 110 CIIETYIOINM KPUTEPHUSIM:

* «OTJINYHO» — BBICTABIIIETCS, €CJIM KOJUYECTBO OAIOB 32 TEOPETUYECKYI0 U MPAKTUYECKYIO
4acTb cocTaBisieT 23-25 0amios.

* «XO0pomo» — BBICTaBISCTCS, €CIM KOJIWYECTBO OAIOB 33 TEOPETUYECKYI0 M IPAKTHYECKYIO
qacTb coctasiseT 20-22 6amios.

* «Y0BJIETBOPUTEIBHO» — BBICTABIISETCS, €CIIM KOJMYECTBO OajIOB 3a TEOPETUYECKYIO U
MPaKTUYECKYIO YacTh cocTaBisgeT 16-19 Oamnos.

* «HeynoB/1eTBOPUTEJIbHO» — BBICTABISIETCS, €CIIM KOJIMYECTBO OAJUIOB 32 TEOPETHUECKYIO U
MPaKTHYECKYIO YaCTh COCTABISIET 15 U MeHee 0asioB (MporpaMMa He OCBOEHA 00y4al0IHMCs).
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TOMCKHUMN TOCYJIAPCTBEHHBIA YHUBEPCUTET

PABOYAS ITPOT'PAMMA
«/lesronpousBoaNTEIH)

Pabouas Imporpamma TGOpCTH‘ICCKOﬁ HOATrOTOBKH ABJIAACTCA YaCTBIO OCHOBHOM IIporpaMmbl
HpO(beCCI/IOHaJIbHOI‘O O6y‘-ICHI/I$I o A0DKHOCTH JleJIompoM3BOAUTEIL U OIPCACIACT PE3YJIbTATHI,

COACPIKAHUC
0D261HM3CZZ4L[0HHO€ u

H yCJIOBUA

oOy4eHus,
OOKYMEHMAYUOHHOE

o0ecrieunBaroIye
obecneuenue

OCBOCHHC

BUIA
VAPAGACHUS

nestenpHocT  (BJI):

opeaHu3ayuAMu J100bIX

Op2arHU3AUUOHHO-NPABo6blx d)ODM.

PesynbTaTom
00yJarmuMucs

TPYAOBBIMHU

OCBOGHHUS IIPOTPAMMBbI
GbyHKIUSIMU

1o

BULY

TCOpeTH‘IeCKOﬁ IHOATOTOBKU ABJIACTCA OBJIaACHUC
JACATCIIbHOCTHU

ODZCZHZ/L?CIMMOHHOe

aOKVMeHmaMMOHHOG obecneyenue YRpaesieHuA opcanu3auuimu J100bLX OpcaAHU3AUUOHRKRO-NPAB0OBbIX d)ODM,

npodeccuonansubiME (I1K) 1 o6mmmu (OK, npy HaTMYuu) KOMITETSHITHSMH:

Kon HanmenoBanmue pe3yJjibTara o0yueHust
K 1.1 [Ipuem u peructpanus JOKyMEHTOB
IIK 1.2. Cocrasiienue u ohopmiieHUE TOKYMEHTAIUN
IIK 1.3 Opranuzanus TeKyero XpaHeHus JT0KyMEHTOB
I[IK 1.4 Opranuzanys apxuBHOTO XpaHEHUs JOKYMEHTOB
K 2.1 Opranu3annoHHO-UHPOPMAITMOHHOE  00CCIICUeHUE JEATCIIbHOCTH  PYKOBOJCTBA
OpraHu3aluu
I1K 2.2 Opranu3zanys paboThl C IOCETUTENSIMU OPraHU3aLNU

COJAEP/KAHUE OBYYEHUSA

NQ, HAaUMECHOBAHUE TEMbI

Conep:xkanue Jekuuii (Koia-
BO 4aCOB)

HaunmeHoBanue
NPAKTHYECKUX
(ceMHMHApPCKHUX
3aHATHII), C yKa3aHUEeM
¢opmara padorsl (koi-
BO 4aCOB)

Buasl CPC (koJ1-BO 4acoB)

Opranu3auusi ¥ TeXHOJIOTHsI JIOKYMEHTAIHOHHOT0 o0ecneyeHusi ynpaBJeHust

TeOpeTI/I‘leCKaH MnmoaroToB

Ka

Tewma 1. [IpoOaemsr u
HEePCIEKTHBEI
rOCY/IapCTBEHHOH MOJIUTHKH
B chepe JOY

BapuaHTbl BO3MOXKHBIX
CTpYKTYp ciayx0s1 JJOVY.
OcHOBHas LIeJIb U 33/1a91
ciyx6s1. CocTaB
COTpPYTHUKOB, UX
kateropuu. Opranusanus
pabo4mx MecT U yCIIOBHA
Tpyza pabOTHHUKOB CITY>KOBbI
JOKyMeHTaluu. MexaHu3alus
JIOKYMEHTAI[MOHHBIX
MIPOIECCOB — 2 U

Tema 2. HopmatusHO-
MeToaudeckas 0aza
COBPEMEHHOT'O
JIEJIOTIPOU3BOICTBA

Omnpenenennss HOPMaTUBHO-
METOINYECKOI 0a3bl
JICITOTIPOU3BOJICTRA.
OCHOBHBIE 3aKOHOIATEILHEIE
AKTbI, IPHUHSTHIE BBICIIUMH
OpraHaM¥ rocyJIapCTBEHHOH H
HCIIOIHUTEIBHOM BIIACTH, UX
XapaKTEePUCTHKA.

[ToaroroBka K TECTUPOBAHUIO,
n3ydeHne 3aKOHOJATEIbHBIX U
HOPMAaTUBHBIX aKTOB
[Ipe3unenra, IlpaBurenscTBa
P®, munucrepcTB, BE1OMCTB,
00pa3IoB MYHHUIIHIIATEHBIX H
JIOKQJIbHBIX HOPMATUBHO-
[IPaBOBBIX AKTOB; IPUMEPOB
[Monoxenntii o ciyxoe JOY
Pa3HbIX OpraHu3aLuii,
HMHCTPYKLHUHU IO
JIEIIOTIPON3BOJICTBY,
JIOJDKHOCTHBIX MHCTPYKITHH IS
Pa3HbIX KaTeropui
COTPYIHUKOB, HOMEHKJIaTypa
Jien u ap.)
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YHHUPUUHMPOBaHHBIE CUCTEMBI
JOKyMEHTAIHH.
YHudunupoBaHHas cucrema
OpraHU3aIOHHO-
pacnopsauTensHOM
JOKyMEHTAIHH.
HopmaTtuBHBIE JOKYMEHTHI IO
TPYAY U OXpaHe TpyJa.
I'ocynapcTBeHHBIE CTaHIAPTHI,
UX pOJb U 3HaueHue. Tumosas
WHCTPYKIHMS 10
JIeTIOTIPOU3BOICTBY B
denepanbHBIX OpraHax
HCIIOJHUTEJBHOH BJIACTH — 2 4

Tema 3. HopmaTusHo-
METOJUYECKHE JOKYMEHTHI
Ha NMPeIIpUATHH I

cyx6s1 JJOY

XapaKTepHuCTUKa [TaKeTa
JOKyMEHTOB, HEOOXOIUMBIX B
JEATETBHOCTH CITYKOBI
JENOTIPOU3BOJICTBA.
IMonoxxenue o cimyxoe
JENOTIPOU3BOICTBA.
WNHcTpykuuu 1o
JOKYMEHTHPOBaHUIO
YIPaBICHYECKON
nesitenbHoCcTH. CTpyKTypa
MIOJIOKEHNUS U MHCTPYKITHH IO
JENONIPOU3BOACTBY, UX POJIb U
3HaueHue —2 4

Opranu3anuoHHoe ¥ HHGOpPMaLMOHHOE o0ecnieyeHue 1eATeJIbHOCTH PYKOBOAU

TEasA

Teopernueckasi NoAroToB

Ka

Tema 1. OpranuzauuoHHO-
HHPOPMALMOHHOE
obecrneueHne NesITeIbHOCTH
PYKOBOJICTBA OpTaHUA3aIluN

1. OcHoBHEIE
OpraHu3aIMOHHEIE
MEPOTIPUAITHSL.

2. ITogrotoBka HEOOXOAUMOIT
JIOKYMEHTAITUH.

IloaroroBka k TeCTUPOBAHUIO,
n3ydeHne 3aKOHOJATEeIbHBIX U
HOPMAaTUBHBIX aKTOB
IIpesunenra, IlpaBurenscTBa
P®, munucTepcTB, BEIOMCTB;
00pa3oB MyHHIUIIAIBHBIX U

Tema 2. Opranuszaius
MOJICOTOBKH, ITPOBEJICHUS U
00CITy)KUBaHUS
KOH(EPEHTHBIX
MEPOTIPUATUIA

1. Komekc MmeponpusaTuii no
MOJITOTOBKE KOJUIETHATIBHBIX
coOpaHuii.

2. Ilpuem neneranumy,
OCHOBHBIE ITPaBHIA.

JIOKJIbHBIX HOPMaTHBHO-
MPaBOBBIX AKTOB; IIPHMEPOB
[Monoxennti o ciryxoe 10Y
Pa3HBIX OpraHU3aLnH,
HMHCTPYKLHUH TO
JIETIONIPON3BOJICTBY,

Tema 3. XapakTepucTHka,
HCTIONB30BaHUE
NIPOTPaMMHOTO
obecnieueHns B paborte ¢
JOKYMEHTaMU, CUCTEM
3JEKTPOHHOTO
JIOKyMEHTO000pOTa

1. Opranuzanus NpUeMHON
PYKOBOAMTEIISL.

2. OGecrnieuenne
TEXHHYECKUMH CPEACTBAMU.
3. DproHoMHuYEeCcKHe
TpeOOoBaHUS K OPTaHU3ALUH

JOJDKHOCTHBIX MHCTPYKIIUHA JJIsA
Pa3HBIX KaTeropuil cekperapei,
HOMEHKJIaTypa Jel U JIp.)

YCJIOBUS PEAJIMBAIIMA ITPOT'PAMMBI TEOPETHUYECKOM MOATIOTOBKHA
(opraHu3anMOHHO-TIEATOTHYEeCKHe)

MaTepuaanO-TeXaneCKne Ycdi1oBUsA peain3aliuu MporpaMmmal:

OOydeHne Mo MporpaMme pealn30BaHO B (GopMaTe OYHOIO CHHXPOHHOTO U ACHHXPOHHOTO
oOy4eHHsl, ¢ NMPUMEHEHHEM aKTHBHBIX TEXHOJOTHA COBMECTHOTO OOYyYEeHHsS B DJIEKTPOHHOH cpee.
Nzyuenne Teoperndeckoro matepuaia (CPC) mpeamnonaraercs 10 ¥ MOCIe CHHXPOHHON 4acTH paOOTEHI.

15



CuHXpOHHBIE 3aHATHS peanu3yloTcs Ha 0ase ayauropHoro ¢onna HU TI'Y u BrmouaioT B ceOst
YCTAaHOBOYHbBIE MHTEPAKTUBHBIE JIEKLIMU U MPAKTUYECKUE 3aHATHUS, COUYETalollue B cebe TpyIIoBYI0 U
UHIUBUAYAJIBHYIO palOoTy.

PaGouee mecTo ywamerocs:

o Ilepconanpubiii kommeiorep. OC Windows 7/8/10, noctyn B MHTEpHET cO cKOpOCThIO 20
Mo6wuT/c n 6oee — KOMIBIOTEPHBIN KJacc — 7 ayauTopusi 3 KOpIyca;
e Mpimika, KJlaBUaTypa, HayIIHUKY (JUHAMHKY ), MUKPO(OH, KaMepa.

ITomuMo jocTymna B ceTh MIHTEpHET, B KOMITBIOTEPHOM KJIacce JOJKEH OBITh YCTAHOBIJICH ITaKeT
MS Office (ue obmaunslii Bapuant) — Word, PowerPoint, Excel, Access.

Y4eOHO-MeTOANYEeCKOEe M HHPOPMALIMOHHOE 0OeciedeHre POrPaAMMBbI:
MeToan4yeckne peKOMEHIAIUN U TTOCOOUS M0 U3YUYEHHI0 Kypca.
Jlureparypa

1. TIpodeccuonanbupiii cranaapT «CHeUANUCT MO OPraHU3AIMOHHOMY M JOKYMEHTAIIHOHHOMY
obecrnieueHunIo ynpapiieHus: opranmzanuein» 15 urons 2020 r. N 333.

2. Tlpodeccuonanbublii crangaptT «CrenuaiiucT Mo YIpaBiIeHUIO JOKYMEHTAIUEH opraHu3anumny oT
27.04.2023 Ne 421m1.

3. Tlpodeccuonanbubliit crannapt «Cnenuanuct apxuBay» ot 18.03.2021 Ne 140m.

4. Ipukaz Muntpyna Poccum ot 15.06.2020 N 333 "OOG yrBepkaeHWH TPO(HECCHOHATHLHOTO
cragnaptra "Crneuuaauct MO OpPraHU3allMOHHOMY M JOKYMEHTAIIHOHHOMY OOECIEYEHHIO YIpaBICHUS
opranusanueir” (3apeructpupoano B Muntocte Poccuu 15.07.2020 N 58957)

5. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «O6 yrBep:xkaeHuu [lepedHs TUMOBBIX yIpaBIeHYECKUX
apXUBHBIX JIOKYMEHTOB, 00pa3yIoUIMXCcs B MPOLIECCEe EATEIbHOCTH FOCY1apCTBEHHBIX OPraHOB, OPraHOB
MECTHOT'O CaMOYIIPaBJICHUS U OpTaHU3aIlHil, C YKa3aHUEM CPOKOB MX XPaHEHUS.

6. IlpaBuna opraHuM3alnuu XpaHEHHs, KOMIUICKTOBAHUS, y4€Ta W WCIIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoii @enepanuui W APYrUX AapXUBHBIX JOKYMEHTOB B OpraHax
roCy/1IapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CaMOYIPABJICHUS U OpraHu3alusX (yTBEpXkAECHbBI IPUKa30M
MunucrepctBa KyabTypbl Poccuiickoit @eaepannn ot 31.03.2015 Ne 526).

7. TOCT P 7.0.97-2016 Cucrema crannapToB no nHopManuu, 6UOIMOTEYHOMY U U3/IaTEITbCKOMY
neny. OpraHn3aluOHHO-pacopsAAUTeNbHAs JOKYMeHTalus. TpeboBaHus K 0()OPMIIEHUIO TOKYMEHTOB.

8. «Metomnueckue pekomeraamnuu o npumenenuto 'OCT P 7.0.97-2016 «Cucrema cTaHIapTOB 110
uHbopmManuy, OUONIMOTEYHOMY W  H3JAaTeNbCcKoMy jAeny. OpraHu3alloOHHO-pacopsAUTENbHAs
nokyMeHTaus. TpeboBaHus K OPOPMIIEHUIO TOKYMEHTOB.

9. KysznmenoB U. H. JokymeHTanmoHHOe obecrieyeHune yrpaBieHus. J(OKyMeHTOOOOpoT u
JIEIOTIPON3BOJICTBO: YUeOHUK U mpakTukyM. M.: FOpaiit, 2019. 477 c.

10. brikoBa T.A., Banosa JI.M., Cankuna JI.B. Jlenonpouns3BoacTBO: yueOHHUK AJSl CTYI. BY30B. 4-€
u3 1., nepepad. u gon. M.: Uudpa-M. 2019. 368 c.
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HUIL] UHOPA-M, 2018. 234 c.
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[Ipocnekr, 2020. 304 c.

13. Kynses H.H., Konapamor T.B., TepentseBa E.B., ®abpuunoB A.I'. HNupopmarnmroHHbIE
TEXHOJIOTUM B JOKYMEHTAI[MOHHOM OOECII€YeHHH YIPaBICHHUS U apXUBHOM Jielie: YYEeOHMK ISl BY30B;
noj o6t pea. H.H. Kynsesa. M.: Jloroc, 2016. 408 c.
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M.: Kuopyc, 2017. 400 c.

3. BacakoB M.U. A30yka cekpeTapCKoro jena: mpakruueckoe mocooue. Pocrtos-Ha-/lony: DeHUKC,
2014, 183 c.

4. CnpaBounuk coBpemenHoro cekperaps /C.A.E¢pumona, A.ILITnoTaukos/ - M.:lamkos u K, 2013.
318 c.

5. ®wuonoBa JI.P. Cekperapp - pedepent — rnaBuas ¢urypa B JAOY na npeanpustuu FO.U.
UYepnunosa //JlenonponsBoactso. 2015. Ne3.

6. KOmakoBa M.A. IlpodeccuonanbHas yBepEeHHOCTb: 3aBECTH W MPUYMHOXHUTh. Kpurndeckue
3aMETKHU O KadecTBax cekperapei. // Cexperapb-pedepent. 2016. Nel.

KOHTPOJIb M OIIEHKA PE3YJIBbTATOB OCBOEHHUS TEOPETUYECKOM IOJAIrOTOBKH
(popMBbI aTTECTAIIUN, OLIEHOYHbIE U METOAUYECKHE MATEPHAJIbI)

KoMmIeKT o1leHOYHBIX CPeACTB

B mpouecce oOyueHusi ycrieBaeMOCTh OOYyYarOUIMXCS OMPEIENAeTCs MPOXOXKICHUEM TecTa IO
TEOPETUYECCKON YacTH Ha KBATM(UKAIIMOHHOM dKk3ameHe. OO0mmme TpeOoBaHUs K MPOBEICHUIO UTOTOBOM
aTTeCTalluu oOlpejeieHsl B ctathe 74 DenepanpHoro 3akoHa ot 29.12.2012 roma N 273-®3 "O6
obpasoBannu B Poccuiickoit @eneparun’, COriacHO KOTOPOW KBAIM(UKAITMOHHBINA SK3aMEH MPOBOIUTCS
OpraHu3allfei, OCyHIECTBISIONIEH 00pa30BaTENbHYIO NEATEIBHOCTh, AJS OMpEIENIeHUs COOTBETCTBUSA
MOJIYYCHHBIX 3HAHWM, YMEHUH W HABBIKOB Iporpamme MmpodeccHoHAIEHOTO OOYYEHHUS M yCTaHOBJICHHUS
Ha 2TOM OCHOBE JUIAaM, MPOUIEAUINM MPOQecCHOHANbHOE O0y4YeHHe, KBAIU(DUKAIIMOHHBIX DPa3psIOB,
KJIACCOB, KATETOPHUH 1O COOTBETCTBYIOIIUM TPO(ECcCHsIM pabounX, TOJDKHOCTSIM CITYXKAIlnX.

IIpumepsl 3a1aHUH.

1. TOCT ycranaBiuBaeT TpedoBaHUs K 0(OPMIIEHUI0 PEKBU3UTOB T0KYMEHTOB. PeKBU3HUT — 3T0:
A. Yacts ciyeOHOro nucpma.
B. CocraBHoii pparmMeHT 6510Ka — CXEMBI JOKYMEHTAIIUH.
C. OO6s3aTenbHblil 371eMEHT 0(opMIIeHUs O(QUIIUATIEHOTO TOKYMEHTA.
D. OraenbHblif 371eMEeHT (UPMEHHOTO OJIaHKA JOKYMEHTA.

2. C xakoi HeJbl0 HA JOKYMEHTAX YKa3bIBaeTcsl peKBU3UT «OTMeTKA 00 HCIIOTHUTEJIe»:
A. st oriepaTUBHOM CBS3U C UCTIONHUTEIIEM JIOKYMEHTA.
B. Jlns npunaHust TOKYMEHTY IOpUANYECKON CHIIBI.
C. ns ympoIieHus: perucTpanuy T0KyMeHTa.
D. Jlns uadopMupoBaHMs O CTENIEHN 3HAUUMOCTH JIOKYMEHTA.

3. OcHoBHOII HOpMaTI/IBHbIﬁ aKT, peFJIaMeHTI/IplelIII/Iﬁ TEXHOJIOTH1I0 paﬁDTl)l C JOKYM¢€HTaAMH B
OpraHusanvu, 3To:

A VYcraB opraHusanum.

B. WHcTpyKIns 10 JEI0NPOU3BOICTRY.

C. JlokymeHTaIrmoHHbIE 0COOCHHOCTH OpTraHU3aIliH.
D. [Tonoxxenue o cayxbe JOY.

4. Ecau nocse ¢popMUpPOBAHMA 1e/1a BHOCATCA APyrue J0KYMEHTbI, TO

a. Ownum BHOCATCA B KOHEI IIaIllKu
b. Brocsrcs B XPOHOJIOTUYICCKOM IMOPAIAKE
C. 3aB0}II/ITCH OTACJIbHA IalkKa K ACTY AJIsI BHOBb IOCTYIIMBIINX TOKYMCHTOB
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5. 3anuch y4eTHBIX JAHHBIX 0 JOKYMEHTE M0 YCTAHOBJIeHHOI Gopme, pukcupyromeii pakT ero
CO3/1aHU%A, OTIPABJICHHUS WJIM NOJYYEeHUS] HA3bIBAETCS:

a. OKcreauius
b. Perucrparus
c. KoHtpois

d. Vuer

6. Boi0epuTe simmnee (1 Bapuant orBera). OCHOBHBIMHU 1EJISAMHU PEerHCTPALMHU HeJIb351 HA3BATh:

CIPaBOYHYIO PabOTy MO IOKyMEHTaM
yUYeT TOKYyMEHTOB

KOHTPOJIb 3a UX UCIIOJTHCHUEM
0e30MacHyI0 I0CTaBKy ajipecatry

o0 ow
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TOMCKHUMN TOCYJIAPCTBEHHBIA YHUBEPCUTET

PABOYASA ITPOTPAMMA ITPOPECCUOHAJIBHOI'O MOYJIA
«/lesronpousBoaNTEIH)

PaGouas mporpamma mpodeccuoHaTbHOTO MOAYJS SBJISETCS YacTbl0 OCHOBHOW MPOTpamMmbl
npoeCCUOHATBHOTO O0y4YeHHsS M0 JOJDKHOCTH JleonpoM3BOAWTENb W OINpENeNsieT pPe3ylbTaThl,
coliep>KaHUE U yCIIOBUSL OOyuyeHHs, oOecreyuBaroniye oOcBoeHue Buaa gAesrensHoctu  (BJI):
Opeanusayuonnoe u  QOKYMEHMAYyUoOHHOe obecneueHue  VAPAGIeHUsl  OP2AHU3AYUAMU  JH00bIX
OP2aHU3AYUOHHO-NPABOBBIX DOPM.

PesynpTaTtoM OCBOGHHSI MpPOrpamMMbl TNPO(PECCHOHATBHOTO MOMAYINS SBISETCS OBJIAJCHUE
oOyyaroluMucss  TPYAOBbIMH  (PYHKUHMAMH TO  BHAY  JAeSATeNbHOCTH  OpeaHusayuowHoe  u
QOKVYMeHmMayuoHHoe obecneyenue ynpasienus OpeaHu3ayusmMu 1io0blx 0peaHu3ayuOHHO-NPABO8bIX POPM.

B pe3ynbraTe 0CBOCHUS AUCHUIUIMHBI O0yUYaIOUIUIICS T0JIKEH YMeTh!

V1- paboTath co Bceil COBOKYIHOCThIO MH(OPMAIIMOHHO-JOKYMEHTAIMOHHBIX PECYPCOB OpraHU3alty,
V¥2- coctaBmath W 0GOpMIATE HMH(GOPMAIIMOHHO-CIIPABOYHBIE, YIPABICHUECKUE JOKYMEHTHI U
ClIy’KeOHbIe TUCbMA

V¥ 3- oprann3oBbIBaTh paboTy MO (OPMUPOBAHUIO €] B COOTBETCTBUU C YTBEPKACHHOW HOMEHKJIATYpOu
Jie]1 OpraHu3au

Y4- npuMeHSTh COBpPEMEHHBbIE HH(POPMALNOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH ISl paboOTBHl C
JOKYMEHTaMHU

¥5- ucnonap30BaTh YCTAaHOBJICHHBIE IIPABUIIA U IIPOLIEYPbl KOMMYHUKALIMY BHYTPU OpraHU3auu

COILEPKAHUE OBYYEHUSA
No, HanmenoBanue | Coaep:kaHue HaumeHnoBanue npakTH4YeCKHX Buapt CPC (ko.J1-B0
TeMbI JIeKUNH (ceMMHAPCKHUX 3aHATHIH), C 4acoB)
(k0J1-BO 4acoB) | ykazaHueM popmara padoTsl (KOJI-
BO YacCOB)

Opranuzanusi ¥ TEXHOJOTHsI IOKYMEHTAIIMOHHOTO 00ecnevyeHnsl YIpaBJeHusI
Tewma 4. Perucrparmus OCHOBHBIE 3TaIlbl IpUEMa BXOSIIEH
JIOKYMEHTOB U koppenonaeHnun. Knaccupukanus
OpraHu3aIuys
CIPaBOYHO- Pabora B rpymnmnax mo pa3paboTke
MH(GOPMAITMOHHOTO periamMeHTa opraHu3anny yJdera
00CITyKBaHHS BXoJsIeH qokymenTanuu (6 4.)

BelnonHeHne NpakTHYECKOTro
Tema 5. 3ajanus. Pa3paboTka npoekra
Cucremarusanus u HomeHKIaTypbl e CTPYKTYPHOTO
obecreuenne TOpa3/IeICHHs U periiaMeHTa
COXpaHHOCTH 1 paboThI IO COXPaHHOCTH JOKYMEHTa
AOKYMEHTHOH Ha OCHOBAaHWU HOPMAaTHBHBIX aKTOB
nH(pOpMaIuu PD (6 1)

I'pynmoBast pabota no
Tema 6. OdopmiieHue u CHCTEMAaTU3ALNK PaA3INYHON
(dbopmupoBaHue e JIOKYMEHTAIIHH, OTPe/ICIICHUH

npuHImna GopMupoBanus aeia (6 1)
Tema 7. DkcniepTuza I'pynmoBas pabora no pazpaboTke
IEHHOCTHU JIOKYMEHTOB. periaMeHTa onpeieIeHuUs

19



Cocras, 3amaun DK 3KCIEPTU3BI HEHHOCTU
JTIOKyMeHTaIuu (6 1)

Tema 8. Iyt Pa306op ketica opraHu3anum.
COBEPIIICHCTBOBAHUS I'pynmoBas pa6orta (6 1)
J0Y

Opranu3anuoHHoe U HHGOpPMaILHOHHOE o0ecneyeHue IesiTeIbHOCTH PYKOBOIUTES

Pa36op ketica opraHu3anum.

Tema 4.

I'pynmoBas pabora (2 4
B3aumooTHOIIEHNS B py p (29
KOJIJICKTHBE

Jlenosas urpa «Kto BuHOBaT» (4 1)
Tema 5 CocraBienue nakera JOKyMEHTOB 110

: OpraHu3aluy KOMaHAUPOBKH (2 1)
OpraHHu3aIMoHHO-
JOKYMEHTAIMOHHOE N
Y PazpaboTka sKCcKypCcHOHHOM

obecneuenne MPOTrpaMMBbl PYKOBOAUTENS (2 4)
CITy>KEOHBIX porp by
KOMaHJUPOBOK

CocraBrieHue makeTa JOKYMEHTOB TI0
PYKOBOJHUTEIS

0TYETy 32 KOMaHIAUPOBKY (2 9)
Tema 6. Opranuzanus Hemnoas urpa «MooaexxHbII
COBEIIAHUH, dhopym» (6 1)
KoH(epeHInH,
MIEPEroBOPOB

ITpocMoTp Hape30K PHILMOB U
MUCKyccHs «DTHKET — Hatte BCE?» (6

%)

Tema 7. CoBpeMeHHBIH
JICTIOBOM ATUKET

Tewma 8. Taiim- CocraBieHnue KapTel pabouero JHst
MEHEeLKMEHT. [ noKuit JIEITOTIPOU3BOANTENSI(2 1)

MOJXO/ K YIIPABJICHUIO

CBOUM BPEMEHEM Ontumuszanms GyHKIHoHaNA (4 1)

KOHTPOJIb U OLHEHKA PE3YJIbTATOB OCBOEHUSA MTPO®ECCHUOHAJIBHOI'O
MOAVYJA
(¢opMbI aTTECTANINH, OLIEHOYHBIE U METOUYECKHE MATEPUATIbI)

KoMIL1eKT OLleHOYHBIX Cpeacrs

B mpornecce o0yueHust ycrneBaeMOCTb 00YJarOIUXCsl OMpeAeNseTcs JECAThI0 MPOMEXYTOUHBIMU
IIPOBEPOYHBIMU 3ajaHusIMU. [lpakTH4yeckue 3aJaHMsl BHYTPHU OTIAEIbHBIX TEM HPOrpaMMBbl MOAJIEXKAT
IIPOBEPKE U KOMMEHTUPOBAHUIO MPENOIABATEIEM U OLIEHUBAIOTCS 10 CIEAYOIEN mKaie - “1” - 3auTeHo
C 3aMeyaHusMH, “2” - 3a4TeHO 0e3 CYyIIECTBEHHBIX 3aMeUaHUi. YCJIOBHEM HONMYCKa K HMTOroBOM
arrecranmu B gopmMare KBATH(UKAINMOHHOIO JK3aMEHA SIBJSETCS BBIIOJHEHHE 00Yy4YaroIMMCs
MMHHMMYM /1eCATH MPAKTHYECKHUX 3a1aHU M.

OOmue TpeOoBaHMS K TPOBEJCHMIO MTOTOBOW aTTEeCTAllMM ONpeAelieHbl B cTatbe 74
®enepanbHoro 3akoHa oT 29.12.2012 rona N 273-®3 "OO6 obpazoBanuu B Poccuiickoif denepannn”,
COTJIACHO KOTOpPOW KBaJM(UKAMOHHBIA SK3aMEH MPOBOJIUTCS OpraHu3aliel, OCYIIeCTBIIOmei
00pa30BaTeNbHYyI0 JESATENbHOCTh, JJI OIpPEAeTeHHUs] COOTBETCTBHUS IOJYYEHHBIX 3HAaHUM, YMEHHH U
HaBBIKOB TporpamMme MpoeCCHOHATBLHOIO OOyYeHUs W YCTAHOBJIEHUS HA D3TOW OCHOBE JIUIIAM,
npoueamuM npodeccuoHanbHoe 00ydeHHe, KBaTHU(PUKALMOHHBIX Pa3psAloB, KJIACCOB, KAaTErOpHil IO
COOTBETCTBYIOLIMM MpodeccusM paboumXx, JOJKHOCTIM CITYKaIlIHX.
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IIpumepul 3a0anuti npakmu4eckou 4acmu K8aIUu@PUKAYUOHHO20 IK3AMEHA

1. [IpakTrueckoe 3amanue Ne 1

CocraBieHne PKCKYpCHOHHOM MTPOrpaMMbl pyKOBOIUTEIS.

NucTpykus:
1. BuumaTenbHO MPOYTHUTE YCIIOBHS 3aJJaHus, U3JI0KEHHBIE B Kelice.

2. Onupasick Ha MaTepualbl JIEKUUH, 3HAHUSA U HABBIKM, IIOJIYYEHHBIE B XOJ€ NPAKTUYECKOTO
3aHATHUSA, COCTABLTE IKCKYPCUOHHYIO IIPOrPAMMY, UCIIOIb3Ys JaHHBIE KeHca.

2. [Ipaktrueckoe 3amanue No 2

Pa3paboTka nmpoekTa HOMEHKJIATYpHI JIeJ MoIpa3AeieHus MPUEeMHON pykoBoauTelss. Heo6xoanmo

CaMOCTOATENILHO Pa3paboTaTh MPOEKT HOMEHKJIATYPHI JIe] MPUEMHON PYKOBOIUTENSI HA OCHOBE JaHHBIX
Kelca.

NucTpykuus:
1. BHUMaTenbHO IPOYTUTE YCIOBUS 3aJaHMs, U3JI0KEHHBIE B Kelice.

2. Onupasch Ha Marepuasbl JEKIHUH, 3HAHUS U HaBBIKM, MOJYYEHHbIE B XOJAE MPAKTHYECKOTO
3aHATHS, pa3paboTaiiTe HOMEHKIIATYpy JeJl IPUEMHONU PYKOBOAUTES, UCIIONb3Ys JaHHbIE Kelica.
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