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[Iporpamma JlokyMeHTaIlMOHHOE oOOecleueHue yrpaBieHus pa3paboTaHa Ha
ocHOBe ocHOBaHmM Ilpmkaza  MmunucTepcTBa  mpocsemenus Poccuiickon
@®enepanun ot 26 aBrycta 2020 roma Ne 438 «O6 yrBepknenun Ilopsiika
OpraHM3alMd M OCYIIECTBICHHUS 00pa30BaTEeNbHON ACSITENIbHOCTH MO OCHOBHBIM
nporpamMmam  npodeccuoHalibHOro  oOyueHus», Ilpukaza MuHucTepcTBa
npocBemeHust Poccuiickoit ®enepanuun ot 14 wurons 2023 r. Ne 534 «O6
yTBepkaenun llepeuns mnpodeccuit pabouymx, HJOKHOCTEH Cily)Kalmux, IO
KOTOPBIM  OCyIleCcTBIIsAeTc npodeccruoHansHoe oOyueHue», DenepanbHbIM
3akoHOM «O0 oOpazoBanuu B Poccuiickoit denepannn» ot 29.12.2012 Ne 273-D3,
Ha ocHoBe DenepanbHOro rocyJapcTBEHHOTO 0Opa30BaTEIbHOIO CTaHAApTa IO
CHEIUAIBHOCTH  CpeaHero  mpodeccuoHanbHOrO  oOpasoBanus  46.02.01
JlokyMeHTaIlMOHHOE 00ecTieueHne YIPaBiICHUs U apXUBOBEJICHUE, YTBEPKICHHOTO
npukazoM MuHucTepcTBa oOpa3zoBanus U Hayku Poccuiickoit denepanuu ot 26
aBrycta 2022 r. Ne 778.

Opranuzanus-pazpadotunk: AHIIOO «MuoronpodwibHas Axagemus
HEIPEPHIBHOTO 00pa30BaAHUS.
Pazpabotuuk: Tepneesa T.C., npenogaBatesib KOJUIEIKA.
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OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMBI
JIoOKyMeHTaIlMOHHOE 00ecTeueHue yIpaBieHus

1.1. I_[e.m, U IINIAHUPYEMBIC PE3YJIbTAThI OCBOCHUSA HpO(l)GCCI/IOHaJ'[LHOFO MOAYJIdA

B pesynbrate u3yuyeHus npodecCHOHAIBHOTO MOAYJS OOYYAlOIIUICS JOJKEH OCBOWTH
ocHoBHOM Bun npesrenbHocTH «OCyIIECTBICHUE OPraHU3ALMOHHOTO U JOKYMEHTAI[MOHHOIO

oOecriedyeHrsT JICATEIBHOCTH  OPraHu3aldW» W COOTBETCTBYIONIME €My  OOIue
npodeccHoHaTbHbIC KOMITETCHITUH :
1.1.1. Ilepedenp OOITMX KOMIIETCHITHI

n

Kon ‘ HaumenoBanue o0Iux KoMIeTeHI NI

OK 01 Br16upath criocoOsI perieHus 3aaad npodeccHoHaIbHOM IS TCIIBHOCTH
IPUMEHUTEIBHO K Pa3IMUYHbIM KOHTEKCTaM.

OK 02 | Mcnonbs3oBaTh COBpEMEHHBIE CPECTBA IOMCKA, aHAJIN3a U UHTEPIIPETALIUN
uHpOopMaLn, 1 THPOPMALMOHHBIE TEXHOJIOTHH ISl BBITOJIHEHHS 33124
pohecCuOHATIbHON JESATENbHOCTH.

OK 04 | DddexTuBHO B3auMOICHCTBOBATh U Pa0OTAaTh B KOJUIEKTHBE U KOMaHJIE.

OK 05 | OcyuiecTBiATh yCTHYIO U MTUCbMEHHYIO KOMMYHHUKAIUIO HA TOCYJapCTBEHHOM
A3BIKE
Poccuiickoit @denepanuu ¢ yueToM 0COOEHHOCTENW COLIMAIBHOTO U KYJIbTYPHOI'O
KOHTEKCTA.

OK 09 | [Tonp3oBaTbest MpOodecCHOHATHHON TOKYMEHTAaNel Ha TOCYAapCTBEHHOM U

HHOCTPAHHOM A3bIKax.

1.1.2. Ilepedenp npodecCHOHATBHBIX KOMITETCHIIUMA

Kon ‘ HanMeHoBaHMe BUIOB JeSITeJILHOCTH M NPOGeCCHOHATBbHBIX KOMIIeTEeHIIUI

BA1 OcyuiecTB/IeHHEe OPraHU3ALMOHHOI0 U JOKYMEHTAIIMOHHOT0 00ecrevYeHust
AeATeJJbHOCTH OPraHu3auuu

IIK 1.1. | OcyuiecTBisITh NpUEM-TIepeaady yupaBieH4eckoil HHHOPMAILIUU C TTIOMOIIIBIO
CPEICTB
MH(OPMAIIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTUH.

IIK 1.2. | KoopauaupoBaTh paboTy NpUEMHON PYKOBOAMTES, 30H MIPHEMa Pa3IHUHbIX
KaTerOpuil OCETUTEIIEH OpraHU3aliu.

IIK 1.3. | BnageTs HaBbIKaMH MJIAHUPOBAHUS Pab0OUYEro BpEMEHU PYKOBOJAUTEIS U
cekperapsl.

IIK 1.4. | OcymecTBisITh HOATOTOBKY JIETOBBIX MOE3I0K PYKOBOJUTENS U APYTUX
COTPY/JHHUKOB
OpraHu3alyy.

IIK 1.5. | Bnagets ciocobamMu opranu3aiuu pabodero mpocTpaHCTBa TPUEMHOMN 1
KaOWHETa PyKOBOIUTEIS.

IIK 1.6. | OcymiecTBasTh paboOTy 10 MOATOTOBKE U MPOBEIECHNIO KOH()EPEHTHBIX
MEpPONpPUATH, oOecriednBaTh UHPOPMAILIMOHHOE B3aUMOIEHCTBUE PYKOBOIUTEIS
C TOJIpa3/IeJICHUSIMU U JOJKHOCTHBIMU JIMLIAMU OPTraHU3al1H.

MK 1.7. | OdbopmisaTs opraHU3alMOHHO-PACTIOPSAUTENbHBIC JOKYMEHTHI U

OpraHnu30BbIBATH pa60Ty C HUMH, B TOM YHCJIC C UCIIOJIb30BaHUECM
ABTOMAaTU3WPOBAHHBIX CHUCTCM.




IIK 1.8.

OdopMIIATh TOKYMEHTHI 110 JINYHOMY COCTaBy ¥ OPraHU30BHIBaTh padoTy ¢
HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.9.

OpraHu3oBbIBaTh TEKYIEe XpaHEHUE TOKYMEHTOB, 00pa0OTKY Je IJis
OIIEPATUBHOIO U APXUBHOI'O XPAaHEHMs, B TOM UHUCIIE C UCIOIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM.

1.1.3. B pe3ynbrare ocBoeHHS TPOPECCHOHATLHOTO MOYJISl O0YYArOITUICS JOJIKEH:

Bnanets
HaBBIKAMH

[Tonmyuenus HeoOXoaMMON HHPOPMALIUHU U NTEpeauyd CAaHKLIMOHUPOBAHHON
MH(GOpMaLUU C UCIOJIB30BAHUEM CPENICTB MH(POPMAIIMOHHBIX U
KOMMYHHKAIIUOHHBIX TCXHOJIOT Hil.

Koopannanuu paGoTel IpUEMHON PyKOBOJUTENS U 30H IPUEMA pa3IMUHBIX
KaTeropui noceTuresiell opraHu3aruu.

[TnanupoBanust pabouero BpeMeHH PyKOBOJIUTENS U paboyero JHs
ceKkperapsl.

OpraHu3anuy J1e10BbIX 030K PYKOBOJIUTENS U APYTUX COTPYAHUKOB
OpraHu3aLMH.

Opranuzanuuu U nojjaepxanus pyHKIHOHAIBHOTO pabo4yero npocTpaHCTBa.
Opranu3anuu NOArOTOBKY U MTPOBEACHUS KOH(DEPEHTHBIX MEPOIIPUATHH,
obecreyeHrss THPOPMALIMOHHOTO B3aUMOIEHCTBHSI PYKOBOJIUTEIIS C
MOJIPa3/IeIeHUAMH U JOJKHOCTHBIMU JIMIIAMU OPTaHU3aIMH.

OdopmiteHns OpraHU3alnOHHO-PACTIOPSITUTEIBHBIX JOKYMEHTOB H
opraHu3anuu paboTbl ¢ HUIMH, B TOM YHUCJIE C UCIIOIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM.

OdopmiieHus TOKYMEHTOB TI0 JINYHOMY COCTaBYy M OpraHU3aIMy PabOThI C
HUMH, B TOM YUCJIC C UCIIOJIb30BAHUCM aBTOMATU3UPOBAHHBIX CUCTCM.
OpraHu3anuy TeKyIero XxpaHeHus T0KyMEHTOB, 00paOOTKHU e JUIs
OIIEpaTUBHOT'O U APXUBHOI'O XPaHEHHUsI, B TOM YHUCIIE C UCIIOIb30BAaHUEM
aBTOMATHU3HPOBAaHHBIX CUCTEM.

VYmMmern

OpraHHU30BbIBAaTh pabouee MECTO B COOTBETCTBUH C TPEOOBAaHUSIMU
SPrOHOMUKH U KYJIBTYpPbI TPY1a;

obecrieunBaTh paboyee MeCTO U (PyHKIIMOHAIbHOE paboyee IPOCTPaHCTBO
HEO0OXOUMBIMU CPEICTBAMHU OPraHU3AIIMOHHON TEXHUKH, MEOENbIO U
KaHLEJSPCKUMU NPUHAAIC)KHOCTSIMU;

MOJIIEP>)KUBATh CPE/ICTBA OPraHU3alMOHHON TEXHUKH B pab0OUYeM COCTOSIHUU;

MIPUMEHATH B paboTe cpeacTBa HHDOPMAIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA;

HCIOJIb30BaTh CPECTBA MHPOPMAIIMOHHBIX 1 KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH JIJIs MOTy4YeHHs U nepenad uHopmanuu;

YCTaHABJIUBATh U MOAEPKUBATh KOMMYHHKALIMH B ITPOLECCE IETOBOTO
OOIIIEHHUs ¢ TTOMOIIBIO CPEJICTB NMHPOPMAITMOHHBIX 1 KOMMYHHUKAITMOHHBIX
TEXHOJIOTHI;




OCYIIECTBIATH cOOp, 00paboTKy MHPOPMALIMH, CUCTEMATH3AIHIO
MOJTyYaeMbIX U NepeJaBacMbIX JaHHBIX;

OCYIIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUUBOCTH
JaHHBIX, UCKIIFOUeHHE TyOIupoBanus nHGOpMaIuy;

CTIIQXKUBaTh KOH(DIUKTHBIC U CIIOKHBIE CUTYAI[UU MEKITUIHOCTHOTO
B3aHMOJCHCTBUS;

CO6J'II-OI[8.TB OTHUKET U OCHOBBI MEXIYHApPOJHOI'O IIPOTOKOJIA,

obecrnieunBaTh HH()OPMAIMOHHYIO 0€30MTaCHOCTh ACSITETLHOCTH
OpraHu3aIlKH;

BECTH U HUCIIOJIB30BAaTh B pa60Te 633}/ KOHTAKTOB OpraHu3aluu;

BECTHU YUETHBIC PETUCTPAIMOHHBIE (JOPMBI, UCTIONH30BATh MX IS
nH(OPMAIIMOHHON PAOOTHI ¥ PaOOTHI IO KOHTPOJIIO UCTIOTHEHHUSI TIOPYUCHHIA,

BCTpeYaTh NOCETUTENEH, TOJTydaTh NIEPBUUHYIO HHYOPMALIUIO O
MOCETUTENSX, YCTaHABIMBATH TOPSAIOK MPUEMA JUIS PA3THYHBIX KaTETOpHU
MOCETUTENICH MPUHUMATh MEPHI 10 COXPAHEHUIO KOH(UICHIINATBHOM
nHpOpMAaIKHU B X0J1¢ TPUEMA TTOCETHTEICH;

BECTH YUETHBIC PETUCTPALIIOHHBIE (OPMBI 110 MPUEMY ITOCETUTENIEH U
o(opMIIATH TPOIyCKa;

OCYIIECTBIATh NPUEM, IIEpeiady U OTIPABKY TOKYMEHTOB;
OpPraHU30BBIBATh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;
CepBUPOBATH YaifHbIe (KOQEHHbIE) CTONIBI B OHCE;

BBIOMPATh (POPMBI TUTAHUPOBAHUS ¥ O(DOPMIIATH TUIAHUPOBITUK (OpraHaisep)
PYKOBOJIUTEIISI U CEKPETAPS;

YCTaHaBJIMBATh LCIU, OIPCACIATL IPUOPUTECTHOCTD U OqepéILHOCTI)
BBITIOJTHEHUS pa0boT U 3PPEKTUBHO pacHpeensaTh padouee Bpems;

COTJIACOBBIBATh BCTPEUH U MEPOIPHUATHS U BHOCUTH HHPOPMAIIHIO B
TUTAHUPOBIIMK (OpraHaiizep);

MH(OPMHUPOBATH PYKOBOJUTENS O MPUOIMKEHUN BPEMEHH U PETJIaMEeHTe
3aIUIAHUPOBAHHBIX BCTPEY U MEPOIIPUATHH;

BBIOMPATH ONTHUMAJIbHBIE CITOCOOBI BHEIITHETO U BHYTPEHHETO
MH(GOPMHUPOBAHUS O TUIAHUPYEMBIX MEPOTIPHUATHUSAX;

COCTaBJIATh U OOPMIISTH JOKYMEHTHI IS JIEJIOBBIX MOE3/10K;
OCYLIECTBIIATH TPEBEN-IIOIAEPIKKY IETOBBIX MTOE310K;
COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MEpPONPUATHI U (HOPMHUPOBATH IPOTPAMMY AEITIOBOM MOE3KU;
MCIOJIb30BATh CPEICTBA MH(POPMAITMOHHBIX U KOMMYHHKAIIHOHHBIX

TEXHOJIOTUH JIJ1s1 oOecrieueHus: B3aUMOACHCTBUSI C PYKOBOJAUTEIEM BO BpeMsl
€ro JAeJI0BOU MOE3/IKH;

oopMIIATH OTUETHBIE JOKYMEHTHI O JIEJIOBOM MOE3JIKE.

OpPraHM30BBIBATH MPOLECC MOATOTOBKH U MPOBE/IEHNE KOHPEPEHTHOTO
MEpPOIPUATHS UHIMBUYaJIbHO U B COCTaBe paboueil rpymibl;




JOKYMEHTHPOBATh Pa3HBIC 3TAIbI IPOLEAYPhI TOJrOTOBKH U MPOBEICHHS
KOH(EPEHTHOTO MEPOIIPUATHS;

COCTaBJIATh MPOEKTH OPTraHU3AMOHHBIX, PACIOPSIIUTEIbHBIX U
UH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM YHCIIE JOKYMEHTOB,
cozieprKalux KoH(pUAeHINAIbHYI0 HH(popManuio;

o(hopMIIATH OpraHNU3aMOHHO-PACTIOPAIUTEIbHBIC TOKYMEHTHI (OPUTUHAIIBI U
KOIIUN);

CKaHWPOBaTh, KOMHUPOBATh U KOHBEPTHUPOBATH TOKYMEHTHI B Pa3INUHBIC
¢bopmarsr;,

OCYIIECTBIISTH MMPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBHUE MPAaBHIIAM
JEeTONPOU3BO/ICTBA;

MPUHUMATD U TIPOBOAMTH EPBUUHYIO 00pAaOOTKY BXOSAIINX JOKYMEHTOB,;

IIPOBOAUTE MPCABAPUTCILHOC PACCMOTPECHUE BXOAIINX U BHYTPCHHUX
AOKYMCHTOB;

PEruCTpUpPOBATE BXOJAAIINEC, UCXOOAAIIUC U BHYTPCHHUEC JOKYMCHTEI,

KOHTPOJUPOBATH MAapHIPYTU3AIHUIO0 JOKYMCHTOIIOTOKOB B OpraHnu3alun
(COFJIaCOBaHI/IC, MMOATIMCAHUE, YTBCPIKACHUC, PCTUCTPALIUS, O3HAKOMIICHHUEC U
HUCIIOJIHCHUC I[OKYMGHTOB);

OCYHICCTBJIATDH CpOKOBbeI KOHTPOJIb UCITOJIHCHHUA JOKYMCHTOB,
OCYHICCTBJIATDH 06pa60TI<y H OTIIPABKY UCXOAAIINX JOKYMCHTOB,

COCTAaBIISITh OTYETHI 1 AHATTUTHYCCKHUE CIIpaBKH 00 UCIIOJIHCHUU JOKYMCHTOB,
BCCTH I/IH(bOpMaI_[I/IOHHO'CHpaBO‘IHYIO pa60Ty 0 JOKYMCHTAM;,

OCYIIECTBIISATh PabOTy C OPraHU3aALMOHHO-PACTIOPSAUTEIIbHBIMU
JIOKyMEHTaMHU B aBTOMaTHU3UPOBAHHBIX CUCTEMAX;

obecneunBaTh COXPAHHOCTD MNEPCOHAJIbHBIX JaHHBIX pa6OTHI/IKOB;

OpraHU30BBIBATH IOKYMEHTOOOOPOT MO MPECTABICHUIO TOKYMEHTOB TIO
MIEPCOHAITY B TOCYAapCTBEHHBIE OPTaHbI;

OpPraHU30BBIBAThH JOKYMEHTOOOOPOT MO YUYETY U JABHKEHHIO pAOOTHHUKOB;
BECTU BOMHCKHUI YYET paOOTHHUKOB,;
BECTH yu&€T pabouero BpeMeH! pabOTHHUKOB;

o(hopMIIATh OpraHU3aIMOHHO-PACTIOPSTUTEIBHBIC TOKYMEHTHI 110 INYHOMY
COCTaBy;

BECTHU PETUCTPALUIO, YUET, ONIEPATUBHOE XPAHEHHUE JOKYMEHTOB I10 JIMYHOMY
COCTaBy;

BECTH JOKYMEHTAIMIO, MOJITBEPKIAIONLYIO CBEAEHHUS O TPYAOBOM
NESATETLHOCTH M TPYIOBOM CTa)kKe paOOTHUKOB;

(dbopMHUpOBATh JTMYHBIE JIeJIa pAOOTHUKOB;
oQOopMIIATH JieN1a 0 JTUYHOMY COCTaBY JJIsl IEpejaul B apXUB OpraHU3aluy;

pa6OTaTB CO CricuaIn3upoOBaHHBIMU I/IH(I)OpMaI_II/IOHHBIMI/I CUCTEMAaMHU U
0azamu JaHHBIX 11O BEACHUTIO yqéTa U ABHXKCHHUIO pa6OTHI/IKOB;

pa3pabarbiBaTh HOMEHKJIATYPY €]l OpraHu3aluy;




MPOBEPATH MPABUIBHOCTH O(POPMIICHHS JOKYMEHTOB U OTMETKHU 00 UX
WCTIOJTHEHUH Tiepe]] uX (OPMUPOBAHUEM B JI€IIO ISl TIOCIEAYIOLIETO
XpaHEeHUs,

(dbopMupOBaTh Jes1a, KOHTPOJIUPOBATH MIPABHIIBHOE U CBOEBPEMEHHOE
pacnpeziesieHre U MOIIKUBKY JOKYMEHTOB B JieJia B COOTBETCTBHUH C
HOMEHKJIaTy PO JIelT;

MIPOBEPSTH CPOKU XPAHEHHS TOKYMEHTOB, COCTABIISTh MPOTOKOI PAOOTHI
AKCIIEPTHON KOMHCCHH IO MOATOTOBKE JOKYMEHTOB K IIepeiaue B apXuB;
COCTAaBJIATH AKT O BBIACIICHHUU K YHUYTOXKCHHUIO IOKYMCHTOB, HC
MOJIeKAITUX XPAaHEHUIO;

COCTaBJISITh KT 00 YHUYTOKEHUH JOKYMEHTOB;

OCYIIECTBIISTH IMOJIHOE WM YaCTHYHOE O(POPMIICHHE JETT BPEMEHHOTO,
MMOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAaHEHUS,

COCTaBJISITh OMKCH €T CTPYKTYPHBIX MOAPA3AeIEHHI MOCTOSHHOTO,
JOJTOBPEMEHHOT'O CPOKOB XpaHEHUS /TSl TIepejauu JIell B apXUB
OpraHH3aIlHH.

3HaTh

HOpPMAaTHUBHEIC MMPaBOBBIC akThl Poccutickoit denepanuu B chepe
MH(POPMAIIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH, MO 3aIUTE
nH(popManuu, HHOOPMAITMOHHOM 0€30ITaCHOCTH, TI0 paboTe ¢ 0OpaICHUIMHA
rpak[iaH, 0 OPraHU3aIluK JICIOBOM TIOE3/IKH, B chepe AeTONPOU3BOICTBA U
apXHMBHOTO JIeNa, B chepe peryIupoBaHusi TPYAOBbIX OTHOIICHHUH;

JIOKaJIbHbIE HOPMATHUBHBIE aKThI, PETJIAMEHTUPYIOIINUE JEATEIbHOCTh CIIYKObI
JIEJIONPOU3BOICTBA U €€ paOOTHHUKOB, OpraHU3alUI0 BEICHUS
JIeIIONPOU3BOICTBA, IIepeiady Jell B apXUB OpraHU3aINH, a TAKKE
periiaMeHTHPYIOLIKE TPYIOBbIE OTHOIICHHUS;

CTPYKTYpy OpraHuzaiuu, e€ 3aauu U pyHKINHU, pacnpeneneHue GyHKuun
MEXIy CTPYKTYPHBIMHU MTOAPA3ACIICHUSIMH U CIENUAINCTAMM;

Tpe6OBaHI/I$I OXpaHbI TPpyHAa, HpOI/I3BOI[CTBeHHOI71 CaHuTapuu,
HpOTI/IBOHO)I(apHOﬁ 3alllUThI;

OCHOBBI MMPABUJIBHOW OpTaHHU3AIMH TPY/Ia ¥ METO/IBI TIOBBIIIICHHS €TI0
3¢ pexTUBHOCTH;

OCHOBBI YIIPABJIEHUS BPEMEHEM;
BH/JIbI OPTaHU3AIIMOHHON TEXHUKHU U TIPaBUIa paOOTHI C HEM;

MCETO/AbI O6pa6OTKI/I " 3alIUThbI HHq)OpMaHHH C IPUMCHCHUCM CPECACTB
I/IH(I)OpMaI_[I/IOHH]EJX U KOMMYHHKAIIUOHHBIX TCXHOHOFHﬁ;

COBPCMCHHEIC I/IH(l)OpMaHI/IOHHI)Ie 1 KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH,
IIPUMCEHACMBIC B pa60Te C JOKYMEHTAaMH, B TOM YHCJIC 110 JINYHOMY COCTaBY,

ATUKET ¥ OCHOBBI MEXTyHAPOIHOTO MPOTOKOJA;
ATUKY JIEJIOBOTO OOIICHNUS,

MpaBUJIa PYCCKOTO SI3BIKA;

MIpaBHJIa PEUEBOTO ITHKETA;

IpaBHJia MMOAACPIKAHUA U PA3BUTHUA MCKIIMIHOCTHBIX OTHOHJeHI/Iﬁ;




MIpaBmJIa IPOBEJCHHUS JIEJIOBBIX IIEPETOBOPOB;

MpaBHJIa OPTaHU3ANNH MPHUEMA TIOCETHTENCH;

MpaBujia CEpBUPOBKHU YaHOTO (KOPEHHOTO0) CTOMa;

MOPSIOK TIOJITOTOBKHU M IOKYMEHTHPOBAHWS JIEJIOBOM MOE3IKH;

HMHTEPHET-PECYPCHI JIJIs1 OCYILIECTBICHUS TPEBEI-TIOAIEPIKKH JIETOBBIX
MIOE3/0K;

KOMILJIEKC OPTaHU3alMOHHO-TEXHUYECKUX MEPOTIPUITHI 110 TOATOTOBKE U
MIPOBEICHUIO KOH(PEPEHTHBIX MEPOIPUITUN;

npaBuia opOpMIICHHS TOKYMEHTOB, CO371aBa€MBIX B IPOLIECCE MOJTOTOBKH U
MIpOBEICHUS] KOH(PEPEHTHOTO MEPOTIPUSITHS;

COCTaB BHYTPEHHHMX M BHELIHUX MH(OPMAIIMOHHBIX IOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX HOJpa3IesieH!i, 00pa3ibl MOANNCEH JIHIL,
MMEIOIINX MTPAaBO MOAMUCAHUS U YTBEP)KICHUS JOKYMEHTOB, U OTPaHUYCHHS
30H UX OTBETCTBEHHOCTH;

BUJIbl HOMEHKJIATYp J1eJ1, 001ue TpeOoBaHus K HOMEHKJIAaType J1el, HOPSAA0K
paboTHI C HEM;

nopsoK (opMUPOBaHUS U 0OPMIIEHUS JIel, cienuUKy GOpMUPOBAHUS
OT/EJIbHBIX KaTErOpUil A€l

IIpaBUJIa XPAaHEHUS JIeJl, B TOM YHCJIe C JIOKyMEHTaMH OTPaHUYEHHOTO
JOCTYTIa;

MpaBUJIa BBIIAYH U MCIIOJIb30BAHMS JOKYMEHTOB U3 C(POPMUPOBAHHBIX JIEIT;
MOPSAA0K UCIIOJIb30BaHUS TUIIOBBIX MJIM BEIOMCTBEHHBIX IEepeyHe
JOKYMEHTOB, OTIPE/ICTICHUSI CPOKOB XPAaHEHHS B TIPOIIECCE IKCIIEPTU3HI
[EHHOCTH JOKYMEHTOB;

BU/JIBI OIIKCEN 1€ OopraHu3aluru U NOpsAaO0K pa6OTLI C HUMMH.




2. CTPYKTYPA U COAEPKAHUE ITPO®PECCHUOHAJIBHOI'O

2.1. O6beM y4eOHOM AMCHUITUHBI U BUABI Y4eOHOI padoThl

Buj yuednoii paGoTsi Obvem
6 uacax

O0bem oOpa3oBaTeIbHOI MPOrpaMMbl JMCHUTIHHBI 72

BT. 4.:

TeopeTndeckoe oOyueHue 2

MIPAKTUIECKUE 3aHATHUS 2

CamocTosTelbHas paboTa 00yJaroIerocs 66

IIpome:xxyTouHasl aTTECTALUSA 2
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2.2. TemaTnyeckuii IJIaH U coaepxanue npodeccuoHaabHoro moayJs (IIM)

HanmenoBanmue pa3jiesioB u
TeM NPOo(PecCHOHATBLHOTO0
moxayas (IIM),
MEKIUCHUTITTHHAPHBIX
kypcos (MJIK)

Conep:kanue y4ye0OHOIro MaTepuasia, JJadopaTopHble padoThl M NMPAKTHYECKUE 3AHATHS,
caMocTosiTe/IbHAsA yueOHas padoTa o0yuaommxcsi, Kypcopasi padora

Oo0nemMm,

aKaa. 4acos, B

TOM 4HcCJie B
dopme

NMPaKTHYECKOM

MOArOTOBKH,
aKaj. 4acoB

I_IOKyMeHTHpOBaHI/Ie U opranm3anusi paﬁoTbI C Oq)I/IIIHaJ'II)HbIMI/I AOKYMCHTaAMH

JlokyMeHTallnoHHOe o0ecnieyeHHue yIpaBJeHHs

Tema 1.1.
OcHOBHBIE NOHSATHS,
TEPMHUHOJIOTHSI H
onpeaeJeHUus

Coaep:xanue

Jlekums. [Toustue o nucuurmuae. Mlctopuueckoe pa3BUTHE U COBPEMEHHOE COCTOSIHUE
JIEJI0NPOU3BO/ICTBA.

B3aumocss3p unpopmaiuu 1 1oKkymeHTa. OyHKINUU JEIONPOU3BOAUTENS B alrapare
yIpaBJi€HUSI.

CamocrosiTe/ibHasi padoTa 00yUyarouIuXcst
[Tousitrie 0 nokymeHte. OyHKIMH JOKyMeHTa. [IpodeccroHaibHbIe TEPMUHBI M ONPECIICHUS.

CamocrosiTe/IbHAsA padoTa 00y4arOImuXCs
Yuudukanus u cranaaptuzanusa. Cucremsl jokymenrtanuu. Cucrtema OPJI. 'ocyaapcTBeHHBIE
cTanaapTsl Ha cucremy OPJL.

CamocrosiTenbHas padoTa 00y4aOmmMXxcs
Knaccudukanus nokymenton. bymara nokymenra, e€ ¢popmarsl.

CamocrosiTenbHas padoTa 00y4aOmmMXxcs
Dopmysip-oopazer; OPJl. opmyiisip TOKyMeHTa.

CaMmocrosiTeibHasi padoTa o0y4aromuxcst
dopmynap-obpazer]. Cxembl pacloil0kKeHNsI PEKBU3UTOB IOKYMEHTOB U TPaHHUIIBI 30H Ha opmare
A4, IpoJI0JIBHOTO U YIJIOBOTO OJIAHKOB.

Tema 1.2.

IIpaBuna opopmiaenus
pexBu3znToB OP/L.
HNudpopmannonHo-
CIIPABOYHbIE JOKYMEHThI

Conep:xanue

CamocrtosiTeibHass padoTa 00y4aOImMXCs
bnank, Buasl 6;1aHKOB. PekBU3UTHI 00111eT0 O1aHKa U MpaBuiia ero opopmileHus. YTI0BOU U
IIPOJOJIbHBIA BApPUAHTHI.
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CamocrtosiTeibHasi padoTa 00y4YalOIMXCs
PexBu3uTHI OJ1aHKa KOHKPETHOTO BHUJa 10KyMeHTa. [IpaBuna ero odpopmienus.
PexBusut «Anpecar». PekBU3HUT «3arojoBOK K TEKCTY». 3alMCKHU: BUAbI M PA3HOBUIHOCTH.

CamocrosiTesibHasi padoTa 00y4arommxcst
Buemnue noxnanasie 3anucku. [IpaBuna opopmienns pekBusuTa « TeKCT JOKyMEHTay.
OdopmiieHne ab3aleB TeKCTa, Hymepauus ad3aues. SI3bIK M CTWIb JOKYMEHTOB.

CamocrtosiTeibHast padoTa 00y4YaOIMXCs
BayTtpennue noknagasie 3anucku. IlpaBuna opopmienus pekBusuta «OTMETKa O IPUITIOKEHUNY,
«IToamucey.

CamocrosiTesibHasi padoTa o0y4yaromuxcst
Cnyxebnbie 3anucku. [IpaBuna opopmienust «OTmeTku 06 UCOTHUTENE TOKyMeHTay. [IpaBuia
o opMIICHHS PYKOIIMCHBIX PEKBU3UTOB HA JOKYMEHTE.

CamocrosiTe/ibHasi padoTa 00yUyarouuxcsi
PykonrcHoe opopmiteHre TOKYMEHTOB: 00bSICHUTEIbHAS, CIyKeOHas 3alKcKa, 3asiBICHHUE.

CamocrosiTe/ibHasi padoTa 00yyaouIuxcsi
Cnpaska. O0s13aTelIbHbIC PEKBU3UTHI, ITpaBuiia opopmieHus. PekBuszut «Ileuatny.

CamocrosiTenbHas padoTa 00y4a0IMXCcs
HoBepennocts. Pacniucka. Tpadapernsie nokymenTsl. O6s3arenbHble peKBU3NTHIL. [IpaBuiia
odopMIIeHHUS.

CamocTosiTesibHasi paboTa 00y4ammuxcst
Tenedonorpamma. Tenerpamma. dakcorpamma. O6s13aTenbHbIE peKBU3UTHL [IpaBuna
odopMIIeHHUS.

CamocrosiTenbHas padoTa 00y4aOImMXCs
Coznanue o61ero 6i1aHka opraHu3aluy, OJaHKa KOHKPETHOTO BUAA JOKYMEHTA, CTPYKTYPHOTO
HOJpa3/ieNIeHus], TOIHDKHOCTHOTO JIMLIA, C YTIIOBBIM U MPOJOJIBHBIM PACIONI0KEHUEM PEKBU3UTOB.

CamocrosiTeibHasi paboTa o0y4arommxcst
OdopmieHue peKBU3UTOB «ApecaTy U «3aroJoBOK K TEKCTY.

CamocrtosiTeibHast padoTa 00y4yaommuXxcst
Odopmiienne pekBuzuta «TeKCT TOKyMEHTay.

CamocrtosiTeibHast padoTa 00y4yaommuXxcst
Odopmiienne «OTMETKH O IPUITOKESHUNY.

CamocrosiTeibHast padoTa 00y4yaommMXxcst
Odopmiienne pexBuzuta «lloanucey.
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CamocrtosiTeibHasi padoTa 00y4YalOIMXCs
OdopmiieHHe 3alIUCOK, CIPABOK, TOBEPEHHOCTEN, pAaCIUCOK, Telne(OHOrpaMM.

CamocrtosiTeibHasi padoTa 00y4YarOIMXCs
OdopmiieHre pyKOIMCHBIX PEKBU3UTOB HA JOKYMEHTE.

CamocrtosiTeibHast padoTa 00y4YaOIMXCs
Odopmiienne TpadapeTHbIX TOKYMEHTOB.

Tema 1.3.
HNudopmannonno-
CIIpaBOYHbIE

AokyMeHThI. Ciry:KeOHbIe
NMCbMa, X PA3HOBHIHOCTH

Conep:xanue

CamocrtosiTeibHasi padoTa 00y4YaOIMXCs
Busl 1 pa3HOBUJHOCTH Ci1y>KeOHBIX ITUceM. biaHk nucema.

CamocrosiTe/ibHasi padoTa 00yyaOuIuXcst
Pabora c roroBbimu Oankamu nucem. Odopmienue nuceM Ha popmate AS.

CamocrosiTe/ibHasi padoTa 00yUyarouuxcsi
BuJibl ¥ pa3HOBHIHOCTH CITy»eOHBIX muceM. [IncbMO-nipock0a, MMChMO-3apoc, MHCbMO-OTBET.

CamocrosiTenbHast padoTa 00y4ar0IMXCs

Buibl ¥ pa3HOBUAHOCTH cayKeOHbIX nHceM. ConpoBoAUTENbHOE TUCHbMO. ['apaHTHIiHOE MUCHMO.

CamocrosiTenbHas padoTa 00y4a0IMXCcs
Buibl ¥ pa3HOBUAHOCTH CIyKeOHbIX nuceM. [lucbmo-TpeboBaHue, MUCbMO-0TKA3.

CamocrosiTenbHast padoTa 00y4arOIMXCs
Buast 1 pazHoBugHOCTH ciy>keOHBIX mriceM. [Iucemo-npurnamenue. [Iucpmo-mno3npasieHue.
ITucbMo-01aroJapHOCTb.

CamocrosiTeibHasi padoTa o0yyarommxcst
Bunsl 1 pa3HOBUIHOCTH City>keOHbIX nTuceM. [Incbmo-u3Bemenue. IlucbMo-noaTBepkaeHue.
WHpopMalinoHHOE TUCHMO.

CamocrosiTenbHas padoTa 00y4aOImMXCs
Coznanue 01aHkoB nuceM. PaboTa ¢ roToBBIMM OJ1aHKaMHU OpraHU3alUu.

CamocrosiTenbHas padoTa 00y4aOmMXcs
Odopmuenne nHGOPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB.

Tema 1.4.
PacnopsiaurenbHbie
AOKYMEHTbI, 31aBaeMble
HA NPUHIMNAX

Conep:xanue

CamocrtosiTeibHast padoTa 00y4aOImMXCs
[Tpuxas. [Tonsitue o nokymenrte. O0s3aTeNnbHbIE PEKBU3UTHI, IPABUJIa COCTABJICHUS U
oopmieHus.

CamocrosiTeibHast padoTa 00y4aloIMXcst
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CINHOHAYAJINA IPUHATHUSA

Busbl cornacoBaHusi MpoeKTa JOKYMEHTA.

peleHui CamocrosiTesibHasi padoTa 00y4aoumuxcst 1
OTMeTKa 0 HAIMYMM IPUII0KEHUS B PACHOPSIAUTENIbHBIX IOKYMEHTAX.
CamocrtosiTeibHast padoTa 00y4YaOIMXCs 1
Bu3bl 03HaKOMJIEHHSI ¢ IOKYMEHTOM.
CamocrtosiTeibHast padoTa 00y4YarOmMXCs 2
Brinucka u3 npukasa. Konus gokymenra. OTMeTKa 0 3aBEpEHUH KOIIUH JOKYMEHTA.
CamocrtosiTeibHasi padoTa 00y4YaOIMXCs 2
CosmectHblii npukas. [lpaBuia cocraBneHus: 1 0pOpMIICHHs JOKYMEHTA.
CamocTtosiTeibHast padoTa 00y4yaroImmMXxcs 2
Pacnopspxenue. [lonstue o nokymente. O0s3arenbHble peKBU3UTHI, IPaBUJIa COCTABICHUS U
odopmIIeHHUS.
CamocrosiTenbHast padoTa 00y4arOIMXCs 2
VYkazanue. [lonstue o nokymenrte. O0s13aTe/IbHbIE PEKBU3UTHI, IIPaBUJIAa COCTaBICHUS U
0o OopMIICHHSI.
IIpakTH4yeckue 3aHATHS
Odopmienue pacopsAUTEIbHBIX JOKYMEHTOB.
OdopmieHne BBITUCKU U3 PaCHOPSAUTEILHOTO JOKYMEHTA U KOIIMM JJOKYMEHTA. 2
CkpemieHne (MpOIIMBKa) KOMUH JOKYMEHTa
[IpoMexyTouHas aTTecTalus 2
Bcero 72
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3. YCJIOBUS PEAJIM3AIIMA YYEBHOM JUCHUILIAHBI

3.1. us peaqu3auuu nporpaMmmbl npogecCHOHAIBHOT0 MOIYJIS 10JIKHbI ObITH
NpeayCcMOTPEeHbI cJIeAyIolHe ClielHaJbHbIe OMeIeHUs:

KaOuHeTsl: TOKyMEHTAllMOHHOIO 00€CIEYEeHUs YIpPaBIEHUS, OPTaHU3ALUNA CEKPETapCKOIro
o0cCITy>)KMBaHUs, OCHAIIEHHBIE 000pyT0OBaHHEM: paboUYue CTOMI U CTYJI 110 KOJIMYECTBY 00yUarOIIUXCA,
pabouee MeCTO MpernojaBaTelsi, CHCTEMbl XPaHEHUs JIe)l B y4eOHOW KaHIEISAPUU; TEXHUIECKHUMU
cpeacTBaMu 00yUeHHs: IEPCOHAIBHBIA KOMIIBIOTEP, IPUHTEP, CKAHEP, KOMTMPOBAJILHBIN anmapaT WU
M®YVY, npoekTop, UHTEpaKTUBHAsI IPUCTABKA K JJOCKE MJIM UHTEPAKTUBHAs JOCKA,

JIaGoparopuun: opraHuzauuud  paboTbl C  JOKYMEHTaMH, CHCTEM  3JIEKTPOHHOI'O
JIOKYMEHTO00O0pOoTa; y4yeOHas KaHLENIApHs, OCHALICHHble OO0OpYyAOBAaHUEM: IEPCOHAIbHBIN
KOMIIBIOTEP, MOABEMHO-IIOBOPOTHOE KpPECIO IO KOJIMYECTBY OOydYarolluxcs, MPHUHTEP, CKaHep,
KONMPOBAJIbHBIN anmapar, QakcuMuwibHbli ammapar, MuHH ATC, MHOroQyHKIHOHAIBHOE
yctporictBo MOV (mpuHTep, CKaHep, KOIHUp, CPEACTBA CBS3H), OyMaroyHUYTOXHUTEIb H
OyMarope3aTeslbHOE YCTPOWCTBO, JIAMUHATOP, OPOLIIOpaTOp, KOHBEPTOBCKPHIBATENb, KAaHIIEJIIPCKUE
nevaty (OTTUCK II€YaTH) U IITaMIIbl st 00pabOTKU JOKYMEHTOB (OTMETKA O MOCTYIUIEHUH, OTMETKA
O KOHTpOJe), Majas KaHIeIIpUs IO KOJIMYECTBY OOYydYaloOUIMXCS B COOTBETCTBUHM C
UHPPACTPYKTYPHBIM JTHCTOM.

IlepcoHanbHbIE KOMIIBIOTEPHI:

— C JOCTYNOM K JIOKalIbHOH ceTH ydeOHOro 3aBelleHHs, IJ00anbHOM CeTH HHTEpHET,
CIIPaBOYHO-IIPABOBOI CHCTEME, 3JIEKTPOHHBIM OMOJIMOTEUHBIM CUCTEMAM;

— mIporpamMmHoe oOecnedeHue: TEKCTOBBIA, TaOJIMYHBIM peaakTop, MporpaMMa CO3JaHUS
npesentaimii, CYBJ], nmepcoHanbHbII MHPOPMAIMOHHBIA MEHEIKEp C (YHKIUSIMH IOYTOBOTO
knueHTa W Groupware, CHUCTeMa 3JIEKTPOHHOTO JIOKyMEHTOO0OpOTa, apXuBaTOp, MPOTPAMMBbI
CKaHUPOBAHMS M KOHBEPTUPOBAHMSA OKYMEHTOB, IIPOIpPaMMBbl JJIs IMOATOTOBKH JIOKYMEHTOB K
nepesade B apXuBs.

3.2. UnpopmannoHHoe obecnedeHne peajsn3alui NporpaMMbl

Jlnst peasinzaliuy porpaMmbl OMOIHOTeUHbIN (OHA 00pa30BaTEIbHON OPraHU3aMH JJOKEH
UMETh TIe4YaTHble W/WIM 3JEKTPOHHBIE 0Opa3oBaTelbHble M HMH(OPMAIMOHHBIE DPECYpCHI, IS
UCIIONIb30BaHusl B oOpasoBarenbHOM Ipouecce. [Ipu ¢opmupoBanun O6ubanoredHoro ¢GoHmaa
00pa3oBaTeNbHONW OpPraHM3aIlMN BHIOMpAETCs HE MEHEe OJHOTO HM3/IaHUs U3 MEePEUNCICHHBIX HUKE
II€YaTHBIX H3)IaHPII>i u (I/IJ'H/I) OJICKTPOHHBIX I/ISI[aHI/II\/JI B KaUCCTBC OCHOBHOTI'O, ITPHU 3TOM CIIMCOK MOXKET
OBITH JOIIOJIHEH HOBBIMU U3 TaHUAMMU.

3.2.1. OcHOBHBIE MEYATHDbIE H YJIEKTPOHHbIE U3IAHUSI

Abynanze JI. I'. JlokyMeHTallMOHHOE OOeclieueHue YIpaBIeHUs MEPCOHAJIOM: YYeOHUK U
NPaKTUKYM JUIs cpefHero nmpodeccuonanbHoro oopazosanus / 1. I'. AGynanze, U. b. Beimmpsokkuna,
B. M. MacnoBa. — 2-e u3z., nepepa0. u gon. — Mocksa: M3aarensctBo HOpaiirt, 2022. — 370 c. —
(ITpodeccronansroe obpazoBanne). — ISBN 978-5-534-15076-6. — Texct: anextponHslii // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cuctemsl 2JIeKTpPOHHOTO JOKYMEHTO000pOoTa: ydeOHOe mocodue / AnTyxoBa
H.®., I3t06enko A.JL., JloceBa B.B., Ueunkos FO.b. — Mocksa: KnoPyc, 2022. — 201 ¢. — ISBN
978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 351eKTpOHHBIH.
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https://urait.ru/bcode/487121

Kopnees, U. K. JlokyMeHTalIMOHHOE 00ECTICUCHHE YIPABJICHHS: YICOHUK U TIPAKTUKYM JIJIsI
cpenuero npodeccuonansHoro oopazosanus / U. K. Kopuees, A. B. ITmenko, B. A. Mamypres. —
2-¢ wu3n., mnepepab. m gom. — MockBa: WzpmarensctBo IOpaiir, 2022. — 384 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texct: snextponHslit // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550.

Kacbsanosa, I'. 0. [lenonpousBoiacTBO ¥ Apyrue acmekTsl pabotel cexperaps / I'1O.
KacesinoBa — 7-¢ u3., nepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. JlonoJiHUTEIbHbIE HCTOYHUKH

Koncturynus Poccuiickoit deneparnun OdunnansHeii ceTeBolt pecype [Ipe3unnenTta Poccun.
[Onextponnsii pecypc]. URL: http://constitution.kremlin.ru/

Tpynosoit Konexc Poccuiickoit @enepaunu. CIIC «KoHCyapTaHT Iitoc». [DIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

Oenepanpubiii 3ak0oH Ne 5485-1 «O rocynmapctBennou taiine» ot 21.06.1993 CIIC
«Koncynbrant mwioc». [Dnekrponnsiii pecypc]. URL:http://www.consultant.ru/cons

@®enepanphbiii 3akoH No 98-O3 «O kommepueckoi TaitHe» ot 29.07.2004. Cucrema
T'APAHT. [Dnextponnsiii pecypc]. URL: http://base.garant.ru/12136454/

Oenepanbhblii 3akoH 0T 02.05.2006 Ne 59-d3 «O mopsake paccMOTpeHHs OOpalieHui
rpaxknan  Poccuiickoit ®enepanun». CIIC «KoncynapTanT 1wmoc». [DNeKTpoHHBIA pecypc].
URL:http://www.consultant.ru/document/cons

@enepanbubiii 3akoH 0T 27.07.2006 Ne 149-d3 «O6 wmnHbpopmannu, MHPOPMAITMOHHBIX
texHosorusix u o 3ammure uHbopmarumy». CIIC «KoHcynbTaHT murocy. [DIEeKTpOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

Oenepanbubli 3akoH oT 27.07.2006 Ne 152-®3 «O mnepconanbHbix gaHHbIx». CIIC
«KoncynbTant mocy. [DnexktponHslit pecypc]. URL:http://www.consultant.ru/document/cons

®enepanbHblil 3akoH OT 26.12.2008 Ne 294-03 «O 3ammure npaB IOPUIAYECKHUX JIHI U
WHIMBUYaIbHBIX MpEeANpUHUMATENEH MpU MPOBEAEHUHU TOCYIapCTBEHHOIO KOHTPOJIS (HAI30pa)y.
CIIC «KoncynbranT miocy. [ daektponnsii pecypc]. URL:http://www.consultant.ru/document/cons

O®enepanpubiii 3akoH oT 06.04.2011 N 63-®3 «OO6 »nekrponHoit mnommucuy». CIIC
«KoncynpranT mtocy. [Dnektponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

VYka3 [Ipesunenra PO ot 30.05.2005 Ne 609 «O0 yTBepxaeHuu [1onoxxeHns o nepcoHaabHbIX
JAHHBIX T'OCYJapCTBEHHOI'O TI'pakJaHCKOro ciyxamiero Poccuiickoit denepanuu U BeIEHUH €ro
JIUYHOTO Jenay. CIIC «Koncynprant IUTFOCY. [DnEeKTPOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

Vka3 Ilpesupenta P® or 05.12.2016 Ne646 «OO6 yrBepkaeHuH JIOKTpUHBI
uHpopmanmonHon Oe3omacHoctu Poccuiickoit  @enepaunn» CIIC  «KoHCympTaHT —IITIOCH.
[DnexTponnsrit pecypc]. URL:http://www.consultant.ru/document/cons

[ToctanoBnenue IlpaButensctBa Poccmiickoit ®epepanmu ot 13.10.2008 Ne 749 «O06
OCOOCHHOCTSIX HalpaBiieHUsT paOOTHUKOB B ciykeOHble koMaHAUpoBKW» CIIC «KoncynbranT
iocy. [dnexkrponsslid pecype]. URL: http://www.consultant.ru/document/consdocLAW_80737

ITocranosnenue IlpaButensctBa Poccuiickoit ®enepamuu ot 22.09.2009 Ne 754 «OG06
yTBepkAeHUH [l0J0kKEeHUsT O CUCTeME MEXBEJIOMCTBEHHOT'O 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa»
Koncopuunym «Kozaekc». DnekTpoHHbIH (HOH]] TPaBOBOM M HOPMATUBHO-TEXHUYECKON HH(OPMAIIHH.
[DnexTponnsiit pecypc]. URL: http://docs.cntd.ru/document/902176142
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[TocranoBnenue [IpaBurensctBa Poccutickoit ®enepannu ot 08.09.2010 Ne 697 «O enunoit
CHCTEME MEXBEIOMCTBEHHOIO 3JIEKTPOHHOrO B3auMozeucTtBus» Koncopuuym  «Komekcy.
DNeKTPOHHBIN (HOH TPaBOBOM M HOPMATUBHO-TEXHUYECKOW HH(MOpMALIUU. [ DIEKTPOHHBIN pecypc].
URL: http://docs.cntd.ru/document/902234385.

[Tocranosnenue IlpaButenscrBa Poccuiickoit @enepanuu ot 02.03.2019 Ne 234 «O cucreme
yIpaBJICHUS pealn3aluell HaluoHanbHOW mporpammbl  «lludpoBas sxoHomMuka Poccuiickoit
Oenepannny OdunuanbHbli caiT MuHHcTepcTBa HUGPPOBOTO Pa3BUTHs, CBSI3W M MaCCOBBIX
KoMMyHuKaiui Poccuiickoit @eaepanuu. [DnektponHsbiil pecypc]. URL:https://digital.gov.ru

[Toctanosnenue IlpaBurensctBa PO ot 24.07.2021 Ne 1250 «OO6 oTAenpHBIX BOIpOCax,
CBA3aHHBIX C TPYIOBBIMM KHWKKaM{, M IpPU3HAHUM YTPAaTUBLUIMMM CHJIy HEKOTODPBIX aKTOB
IIpaButensctBa Poccuiickoir dDexepanun U OTIAEIBHBIX [OJOKEHUW HEKOTOPBIX aKTOB
[IpaButensctBa Poccuiickoii @eaepannn». CIIC «KoHcynpTaHT miitocy. [DNEKTpOHHBIA pecypc].
URL:http://www.consultant.ru/document/cons

[TocranoBnenue IlpaButenscra P® ot 24.07.2021 Ne 1264 «O6 ytBepxaenuu I[IpaBun
oOMeHa JOKyMEHTaMH B DJJEKTPOHHOM BHJAE I@pH OpraHu3alud  WHOOPMALKMOHHOTO
B3aumozenictBusiy.  CIIC  «KoHCynbTaHT — MIIIOCH. [OnekTponHbiii  pecypc].  URL:
http://www.consultant.ru/document/cons

[TocranoBnenne Muntpyna P® ot 10.09.1993 N 152 «O0 yrBepxkaeauu Hopm Bpemenu Ha
paboThl IO aBTOMAaTU3UPOBAHHOM apXMBHOM TEXHOJOTMH U JTOKYMEHTAllMOHHOMY OOECHEYEHHUIO
opranoB ympasieHus» CIIC «KoncynabTant 1umtocy». [Onektponssii  pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW 91031/

[TocranoBinenne Muntpyna Poccuu ot 25 nHos0Opsa 1994 roma N 72 «O6 yTBepKICHHH
MeXoTpacieBbIX YKPYMHEHHBIX HOPMAaTHUBOB BpPEeMEHM Ha paboThl MO JAOKYMEHTAIIHOHHOMY
obecneuenuto ynpasienus» Koncopunym «Koaekey». InekTpoHHbIN (OH TpaBOBOI 1 HOPMATHUBHO-
TeXHUYeCKOl wuHpopmanun. [DnekrponHsiii pecypc]. URL: https://docs.cntd.ru/document/
902304770?marker

[TocranoBnenne Muntpyna Poccun ot 26.03.2002 Ne 23 «O06 ytBepxkaenun Hopm Bpemenu
Ha pabOThl MO JOKYMEHTAllMOHHOMY OOECIEUEHUIO YIPAaBIEHUYECKHX CTPYKTYp (erepanbHbIX
OpraHoB UCHOJHUTENbHON BiacTh». Koncopuuym «Konekc». DneKTpoHHBIH (OHI MpaBOBOM U
HOPMAaTHUBHO-TEXHUYECKOU uHpopmanuu. [DnexTpoHHBIN pecypcl]. URL:
https://docs.cntd.ru/document/901816605

ITpuka3 Muntpyaa Poccun ot 19.04.2018 Ne 266H «O6 yTBepKA€HUU TPOPECCHOHATBHOTO
crangapra "Crenuanuct no gpopmupoBanuto 31ekTpoHHoro apxusa'». CIIC «KoHCyabTaHT mIToCH.
[Onextponnslii pecypc]. URL:http://www.consultant.ru/document/cos_doc

[Mpuka3z Muntpyna Poccun ot 15.06.2020 Ne 3331 «O06 yTBep)kaeHUN TPOGECCHOHATHLHOTO
ctanaapTa «CHeruaiucT Mo OpraHu3allMOHHOMY U IOKYMEHTAIlHOHHOMY 00€CTIE€YeHHIO YIIPaBIECHUS
OpraHu3aIuen. CIIC «KoHcynpTanT TLJTIOCY. [DneKkTpOoHHBIH pecypc]. URL:
http://www.consultant.ru/document/ cons_doc_LAW _357714/

ITpuka3z Muntpyna Poccun ot 19.05.2021 Ne 320n «OO0 yTBepKACHUU (POPMBI, MOpsIKA
BeJleHUs W XpaHeHus TpylnoBbix KHIKEK». CIIC «KoHcynbTaHT mmoc». [DneKTpoHHBINH pecypc].
URL.:http://www.consultant.ru/document/cons

IIpuka3 Munzapascoupa3Butust Poccun ot 14.08.2008 Ne 424 «OO0 yTBepk aAeHUHU
PEKOMEHJIAIUN 10 3aKIFOYEHUIO0 TPYJAOBOTO JIOTOBOpa C pabOTHUKOM (pereparbHOTO OFOKETHOTO
yupexjeHuss u ero npumepnoit gopme». CIIC «KoncynbTaHT miatocy. [DIeKTpoHHBIN pecypc].
URL:http://www.consultant.ru/document/cons
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[Ipukaz Munkynerypel Poccum ot 31.03.2015 Ne 526 «OO0 yrtBepxkaenuu IlpaBun
OpraHu3alluy XpaHEHHS, KOMIUIEKTOBAHHUsI, y4ETa M UCTIOIb30BAaHUS IOKYMEHTOB ApXUBHOTO (hOoH1a
Poccniickoit denepauuu U Apyrux apXUBHBIX JOKYMEHTOB B OPraHax IOCYJAapCTBEHHOM BIACTH,
OpraHax MECTHOI'O CaMOYIIpaBJIEHHs M opraHusauusax». @enepanbHOE apXUBHOE AareHTCTBO.
[DnexTpOoHHBII pecypc]. URL: http: http://archives.ru/documents/ministry-orders/
prik 526 _2015.shtml

[Ipuka3 PocapxuBa ot 11.04.2018 Ne 44 «O0 ytBepxkaenuu IIpumepHO MHCTPYKIUHU IO
JIEJIONPOU3BOJICTBY B  rocyaapcTBeHHbIX —opranuzauusax». CIIC  «KoHCynpTaHT — IImroC».
[DnexkTponnslit pecypc]. URL:http://www.consultant.ru/document/cos _doc

[Tpuka3 Pocapxusa ot 22.05.2019 Ne 71 «O6 yrBepxnenuu [IpaBui aenonpou3BOICTBA B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoylpaBieHUs». DenepanbHOE apXUBHOE
areHTcTBO. [DnekTponHbli pecypc]. URL: http://archives.ru/documents/rules/office-work-rules-
gos.shtml

IIpukaz PocapxuBa ot 20.12.2019 Ne 236 «O6 yrtBepxkaenuu IlepeuHss TUIOBBIX
VOpPaBIEHYECKHX  apPXUMBHBIX JIOKYMEHTOB, OOpa3ymoIIMXCS B  MpoLecce JAesTeIbHOCTU
rOCYJJapCTBEHHBIX OpPraHOB, OPIAaHOB MECTHOI'O CaMOYIIPABJIEHUS W OpraHU3alMil, ¢ yKa3aHHEM
CPOKOB HUX XxpaHeHus». DenepanbHOe apXMBHOE AareHTCTBO. [DneKTpoHHbIM pecypc]. URL:
http://archives.ru/documents/perechen_typdocs.shtml

[Tpuka3 Pocapxusa ot 20.12.2019 Ne 237 «O6 ytBepxkaeHnn MHCTPYKIMU 1O TPUMEHEHHUIO
[lepeyHss THUNOBBIX YIPABJIEHYECKUX apPXMBHBIX JOKYMEHTOB OOpa3yloIIMXcsi B IIpoLecce
JeSITEJIBHOCTH TOCYAapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABJICHUS U OpraHU3alui, C
YKa3aHUEM CpPOKOB HMX XpaHeHUs». DenepanbHOE apXMBHOE areHTCTBO. [DJIEKTPOHHBIN pecypc].
URL.: http://archives.ru/documents

[Ipukaz PocapxuBa ot 09.12.2020 Ne 155 «O06 ytBepxknenuu IIpaBun opranuzanuu
XpaHEeHUs, KOMIUJIEKTOBAaHUs, y4€Ta M MCHOJb30BaHUS HAYYHO-TEXHUYECKOM IOKYMEHTAllMH B
OpraHax TOCYJapCTBEHHOH BIJIAaCTH, OpraHax MECTHOI'O CaMOYIPAaBIIEHUS, TOCYJapCTBEHHBIX U
MYHMIMIIAJIBHBIX OpraHu3anusax». denepaqbHOE apXMBHOE areHTCTBO. [DJIEKTPOHHBIN pecypc].
URL.: http://archives.ru/documents

[Tpuka3 Pocapxusa ot 24.12.2020 Ne 199 «O0 ytBepxaeHnn MeToguueckiux peKoMeHaruit
10 pa3pabOTKe MHCTPYKLUHI MO I€TONPOU3BOJICTBY B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O
camoymnpasiieHus». @DenepanpHOE AapXUMBHOE AareHTCTBO. [DnekTpoHHBIM pecypc]. URL:
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml

ITocranoBnenne I'ockomcrata Poccum ot 05.01.2004 Ne 1 «OO6 yTBepKAeHUU
YHUGUIIMPOBAHHBIX (POPM MEPBUUHOM yUETHOM JOKYMEHTAINH 0 yU&Ty TpyAa u ero omnaTtseny CIIC
«Koncynprant mtoc». [Dnekrponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

I'OCT 9327-60 bymara u uznenus u3 Oymaru. [lorpebutensckue ¢popmatel KoHcopimym
«Koneke». OnexkTpoHHBIH (OHA MpaBOBOM U HOPMATHUBHO-TEXHMUYECKON  HHQOpMAIUH.
[DnexTponnsiit pecypc]. URL: http://docs.cntd.ru/document/1200004908

I'OCT P UCO 23081-1-2008 Haunonanpublit crangapt Poccuiickoit denepanuu. Cuctema
CTaHJApTOB MO HMH(pOpMaIK, OUOIMOTEUHOMY W H3JATeNIbCKOMy Jeny. llpoueccsl ympaBieHus
JokyMeHTaMu. Metaganneie uisi nokyMeHToB. Yacte 1 Ilpunmunel. Koncopuuym «Koaekey.
DeKTPOHHBIN (POH] TPABOBOI U HOPMATUBHO-TEXHUUECKON MHPOpMAaLIUK. [ DINEKTPOHHBIN pecypc].
URL.: https://docs.cntd.ru/document/1200067603

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3JI€KTPOHHOTO JTOKYMEHTOO0OPOTA.
VYnpasnenue nokymenranueit. Uudopmarus, coxpansemMas B 3JIEKTpOHHOM BHUjie. Pekomennanmu mo
oOecnieyeHH0 JaocToBepHOCTH M Han&xHocTu» Koncopumym «Komeke». DneKTpOHHBIN (OHT
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MpaBOBOM W  HOPMAaTUBHO-TEXHWYECKOW wuHpopmaruu. [Onektponnsli  pecypc]. URL:
http://docs.cntd.ru/document/gost-r-54471-2011

I'OCT P 7.0.8-2013. Cucrema cra"maptoB 1o wuHpopManuu, OUOIMOTEYHOMY U
U3JIaTENIbCKOMY  Jieny. Jlenonmpous3BOJACTBO M apXUBHOE Jei0. TepMHHBI M ONPEIEIICHUS.
Koncopunym «Kozgekc». DnekTpoHHbIH (HOH]] TPaBOBOM M HOPMATUBHO-TEXHUYECKON HH()OPMAITHH.
[Dnexrponnsiii pecypc]. URL: http://docs.cntd.ru/document/1200108447

I'OCT P 53898-2013. Harmumonanbnbeiii crangapt Poccuiickoii ®eneparuu. Cuctemsl
3JIEKTPOHHOIO  JIOKYMEHTOOOOpoTa. B3aummopelicTBMe cuCTeM yNOpaBiE€HUS JAOKYMEHTaMH.
TexHuueckue TpeOOBaHUS K 3IEKTpoHHOMY cooOuieHnto. Koncopuuym «Kopeke». DneKTpoHHBIH
¢oH TPaBOBOM W HOPMATUBHO-TEXHWYECKOH HHpOpManuu. [DnexTpoHHblii pecypc]. URL:
https://docs.cntd.ru/document/1200108037

I'OCT P MCO 30300-2015 Hanumonansublii crannapt Poccuiickoii ®enepanuu. Cucrema
CTaHJApTOB MO UHOpMauuu, OMOIMOTEYHOMY U H3AaTeNbCcKoMy neny. WMudopmamus u
nokymeHrtanusi. Cuctembl ynpaBieHUs JoKyMeHTaMHu. OCHOBHBIE TIIOJIOKEHUSI U  CIOBapb.
Koncopuunym «Kozaekc». DnekTpoHHbIH (HOH]] TPaBOBOM M HOPMATUBHO-TEXHUYECKON HH(OPMALIHH.
[DnexTponnslii pecypc]. URL: https://docs.cntd.ru/document/1200128331

I'OCT P 7.0.95-2015. HamumonanpHblli cTanaapT Poccuiickori ®enepanuu. Cucrema
CTaHJAPTOB 1O WH(pOpMAIH, ONOIHMOTEUHOMY U W3ATEIBCKOMY AETy. DIIEKTPOHHBIC JOKYMEHTEHI.
OcHOBHbIE BH[Ibl, BBIXOJHBIE CBEJICHUS, TEXHOJIOITMYECKUE XapaKTepuUCTHKU. KoHcopuuym
«Kogekcy». OnexkTpoHHBIE (QOHA TPaBOBOW ¥ HOPMATHBHO-TEXHUYECKOH  HMH(OpPMAIIHH.
[DnexTponnstii pecypc]. URL: https://docs.cntd.ru/document/1200128317

I'OCT P 7.0.97-2016. Cucrema crapaaptoB Mo uH(pOpMaLUU, OUOIMOTECUHOMY H
u3garenabckoMy gaeny. OpraHu3allMOHHO-pAacHOpsiAWTENbHAs —JOKyMeHTanus. TpeOoBaHus K
opopmienuto aokymeHToB. CIIC «Koncynbrant mmoc». [Onekrponssiii pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW 44595/

I'OCT P UCO 15489-1-2019. HarmonanwHsiii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB MO HHOpMaluK, OMOIMOTEYHOMY M u3Aareiabckomy Jeny. WHdopmauus u
JToKyMeHTauus. YnpasieHue nokymeHntamu. Yacts 1. [Tonsitust u npunnunsl CIIC «KoHcynbTaHT
wtocy. [Dnextponnbiit pecypc]. URL:http://www.consultant.ru/about/

Ob6mepoccuiickuii - knaccupukarop rmnpodeccuit pabouux, TOJDKHOCTEH CIyXKalluxX |
Tapu(HBIX pa3panoB. [DnexkTpoHHbld pecypc]. Koncopumym «Kopekc». DnekTpoHHBIH (PoHA
IPaBoOBOIl 1 HOpMaTHBHO-TexHIUYecKoi nHpopmanmu. URL: https://docs.cntd.ru/document/9029638

KBanudukaoHHbIi CIPpaBOYHUK JODKHOCTEH PYKOBOAWTENEH, CIELHUATUCTOB U IPYTUX
ciyxamux. [OnextpoHHslil pecypc]. Koncopuuym «Koaekc». DnexkTpoHHbIH (OHI NpaBoBOH U
HOpMaTHBHO-TexHHUYeckoii ~ mHopmammu.  URL:  https://docs.cntd.ru/document/58839553?
marker656010

Enunblit  TapuHO-KBaTM(PUKAMOHHBIN ClIpaBOYHUK paboT u mnpodeccuit pabouux,
OTpacieBble KBaJIM(PUKAIIMOHHBIE CIIPaBOYHMKHU [DnexTpoHHBIH pecypc]. URL:
https://docs.cntd.ru/document/901927009

OoOmepoccuiickuii  kimaccuukarop  0OBEKTOB  aJIMUHUCTPATUBHO-TEPPUTOPHATIBLHOTO
nenenust (OKATO) [Onexrponnsiii pecypc]. Koncopumym «Koaekcey. DnekTpoHHbIH (HOHI
NpaBOBOI U HOpMAaTUBHO-TexHUYeckoi nHdopmanuu. URL: https://rosstat.gov.ru/opendata

Oo6mepoccuiicknii kimaccudukarop napopmaruu o Hacenenuu (OKNH) CIIC «KoncynpranT
wtoc» [Dnextponnsiid pecypc]. URL: http://www.consultant.ru/document/cons

Ob6mepoccuiicknii  kimaccudukarop ynpasieHueckord mokymeHtanmmu (OKY]) CIIC
«Koncynprant mocy [Onextpornsiid pecype]. URL: http://www.consultant.ru/document/cons
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O6mepoccuiickuii  knaccupukatop npeanpustuii  u  opranuzamnuii  (OKIIO) CIIC
«Koncynbrant wirocy [dnektponusiii pecype]|. URL: http://www.consultant.ru/document/cons

Oobmepoccuiickuii  knaccupukatop crnenuanbHocTeli mo obOpaszoBanuto (OKCO) CIIC
«Koncynbrant irocy [Inektponusiii pecype]|. URL: http://www.consultant.ru/document/cons

Oobmepoccuiickuii  kmaccudukarop mpodeccuit paboumx, ITOHKHOCTEH CHyXallux U
tapudubix paspsnoB (OKIIATP) CIIC «KoncyneranT mmmoc» [Onektponssii pecypc]. URL:
http://www.consultant.ru/document/cons

CnpaBouHo-nipaBoBas cucteMa «['apant» [DnekTponnsiii pecypc]. URL:garant.ru

CnpaBouno-nipaBoBas cucrtema «Koncopumym Konekc» [Dnektponnsiii pecypc] . URL:
Konexkce - [Ipodeccronansusie cnpaBounsie cuctemsl - Kopeke (kodeks.ru)

Odunmaneueii caiit MoitOduc. [Inextponnsiii pecypc] URL: https://myoffice.ru

OdunmanbHplii callT mporpammsl s pacrno3HaBaHusi Tekcta ABBYY FineReader.
Odunumanpuslii caiit kopnoparuu Adobe. [Dnekrpornsiii pecype] URL:https://www.abbyy.com/ru-
ru/Finereader/

Odunmaneubiii  caiit  Microsoft Office. CnpaBka. Odunuansasiii  caiit  Microsoft
[DnexTponnslii pecypc] . URL: https://support.office.com/

Kypnan «CripaBO4YHHK KaJApOBUKD) [DneKTpOHHBIN pecypc].
URL:http://e.spravkadrovika.ru/

Kypnan «CnpaBouHuK cekperaps U oduc-MeHemkepa» [IDnekrponnsii pecypc]. URL:
http://www.sekretariat.ru/

Kypnan «Cekperaps pedepent» [Dnexkrponusiit pecype]. URL: http://www.profiz.ru/

Kypuan: Jlenonpous3BOACTBO U AOKYMEHTOOOOPOT Ha MPEANPUATHH. [DIEKTPOHHBIH
pecypc]. URL: https://delo-press.ru/journals/documents

ECM-Journal — moptan o 1nudpoBHU3aIiuK, 3IEKTPOHHOM JIOKYMEHTOOOOpOTE M OM3HEC-
npoueccax. [DnekrponHslit pecypc]. URL: https://ecm-journal.ru/

MunucrepctBo npocemienuss Poccuiickoit ®enepanuu. [DnextponnHsid pecypc]. URL:
https://edu.gov.ru/

@enepanbubiii  mopran  "Poccuiickoe o6pasoBanue". [Onekrponusiii pecypce]. URL:
http://www.edu.ru/

@enepalibHblil  LEHTp UHGOPMALMOHHO-00pPAa30BaTENbHBIX PECYpCOB. [DIEKTPOHHBIN
pecypc]. URL: http://fcior.edu.ru/

denepanbHbIi LEHTP IEKTPOHHBIX 00Pa30BaTENbHBIX PECypcoB. [DIIEKTPOHHBINA pecypc].
URL.: http://fcior.edu.ru/

Ennnoe okHO noctyma k oOpa3oBaTeibHbIM pecypcaMm. [DnexTpoHHb pecypce]. URL:
http://window.edu.ru/

3.2.4. lonoJHUTEIbHbIE eYaTHbIE U3aHUs

Annpeea B.W. [lenonmpou3BoncTBO: oOpraHu3anus W BEACHHE: Y4EOHO-TIPAKTUUECKOE
nocooue / Auapeesa B.MI. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 2IeKTPOHHBIH.

AmnzopoBa C.I1. Opranuzanus TpyJa TOCYAapCTBEHHBIX W MYHHIUTAIBHBIX CITYXKaIIUX :
yuebHoe nocobue / C.I1. AnzopoBa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Bwicmiee ob6pazoBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - TekcT : AIeKTPOHHBIH. -
URL.: https://znanium.com/catalog/product/1151473. — Pexwum 10CTyIa: 1O MOAMHUCKE.

20


http://www.edu.ru/
http://fcior.edu.ru/
http://window.edu.ru/

bynat P.E. JlokymeHTanmmoHHOE obecrieueHrne ynpaBiIeHHs IEPCOHATIOM: yueOHoe mocooue /
P. E. Bynar. — MockBa: UHOPA-M, 2019. — 234 c. + Jlon. MmaTepuansl [[DneKTpoHHBIN pecypc]].
— (Bpicmiee oOpaszoBanue: bakanaspuar). - ISBN 978-5-16-010318-1. - TekcT: 31MeKTPOHHBIH. -
URL.: https://znanium.com/catalog/product/1007087. — Pexwum f0CTyIma: 1Mo MOAMUCKE.

I'yryesa T.A. KonduaeHnuampHOe IeT0OMPOU3BOACTBO: yueOHOoe mocodue / T.A. I'yryeBa. —
2-e 3., mepepad. u gon. — Mocka: MTHOPA-M, 2022. — 199 ¢. — (Cpeanee npodeccnoHanbHOE
obpazoBanme). - ISBN  978-5-16-016585-1. -  Tekcr: oamekrponnbii. -  URL:
https://znanium.com/catalog/product/1191331. — Pesxum gocTyma: mo moamucKe.

I'ycapoBa M.H. OpranuzanuonHo-uH(GOpMallMOHHOE M JOKYMEHTAI[MOHHOE oOecredeHue
JeSITeILHOCTH PYKOBOIUTENS: yueOHO-MeToandeckoe nmocobue / M. H. I'ycaposa, C. B. T'opkym. —
Mocksa: PTY MWHPDA, 2022. — 106 c.— Tekct: anekTpoHHbi# // JlaHb : 37IE€KTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum moctyna: st
aBTOPU3. II0JI30BATEIICH.

HenonpousBoactso: yueouuk / T.A. beikoBa, JI.M. Bsanosa, F0.M. Kykapuna, JI.B. Cankuna;
o o6mi. pex. moiu. T.A. beikoBoii. — 4-e u3 ., nepepad. u gon. — Mocksa : UTHOPA-M, 2022. —
393 c. + Jon. matepuansl [[DnexTpoHHbIi pecype]]. — (Boicmee oOpa3oBanue: bakanaBpuar). —
DOl 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekct: oamekrponnsii. - URL:
https://znanium.com/catalog/product/1014190. — Pexxum gocTyma: mo moamucKe.

Hoponuna JI.A. JlokyMeHTalmoHHOE 00ecTieueHHe yIpaBIeHUs: yUeOHUK U MPAKTUKYM IS
cpennero npodeccuoHanbHOro obpaszoBanus / JILA. Jloponuna, B. C. UputukoBa. — Mocksa:
WznatenberBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonanbroe oopazopanue). — ISBN 978-5-534-
05783-6. — Tekcrt: anektponnsiii // IBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/473802.

Kondunenmnuansnoe 1en10nponu3BOACTBO U 3aIUIICHHBINA 3JIEKTPOHHBIN JOKYMEHTOOOOPOT:
yueOnuk / H.H. Kynses, A.C. [I¢gmymikun, T.B. Konnpamosa, A.I'. ®abpuunos; noz oour. pea. H.H.
Kynsesa. - 2-e uzn., nepepab. u gon. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas yHuBepcurerckas
6ubmuoreka). - ISBN  978-5-98704-711-8. - Tekcr : onektponssif. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum 1ocTyma: mo moImucKe.

Kopnees MN.K. Texuuueckue cpenctBa ympasienus: yueonuk / W.K. Kopuees, I'.H.
Kcannomymno. — Mocksa : UHOPA-M, 2019. — 200 ¢. — (Bricmiee oOpa3zoBanue: bakanaBpuar). -
ISBN 978-5-16-003620-5. - Texcr : DIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/991843. — Pexxwum g0cTyma: 1Mo Mo IIruCKe.

Ky3nenos M.H. JlokymeHTallMoHHOE o0ecredyeHue ymnpasieHusa. JoKyMeHTooOOpoT u
JIeNTOTIPOU3BOICTBO: YUEOHMK U MPAKTUKYM JJIsl CpeiHero npodeccuonanbHoro oopasosanus / M. H.
KysnenoB. — 3-e usn., nepepab. u non. — Mocksa: M3garensctBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccronansuoe obpazoBanue). — ISBN 978-5-534-04604-5. — Texcr : anexrponHslii // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

Kysneno U.H. JlokymeHTanmoHHOe obOecriedeHre YNpaBiIeHUs] NEPCOHAIOM: YUYEOHUK U
NPaKTUKYyM A cpeaHero npodeccuoHanbHoro obpazosanus / M. H. KysnenoB. — Mocksa:
N3znarensctBo FOpaiit, 2019. — 521 c. — (Ilpodeccnonansroe odbpazopanue). — ISBN 978-5-534-
04451-5. — Texcrt : anexkrponnsiii // DBC KOpaiir [caiiT]. — URL: https://urait.ru/bcode/444432.

Opranuzanust cekperapckoro obciyxusanuu: DYMK / B. B.T'anaxos, O.b. Ha3zapenko,
[OnexTponHoe yuebHoe wu3manme]. — (Cpemnee mpodeccuonanbHoe oOpazoBaHue - TekcT:
sanektponneii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

[TaBnosckas O.10. [IpaBoBoe obecnieueHme KaIpoBOTO JAETONMPOU3BOJICTBA: yueOHOE TTocoOre
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

IMPOPECCHUOHAJIBHOI'O MOAYJIA

Kox n HaumeHnoBanue
poeCCUOHATIBHBIX U
O0IIMX KOMIETeHIH,
(dbopMupyeMBIX B paMKax
MOJTYJIS

Kputepuu onenku

Metobl OLICHKH

IIK 1.1. OcymecTBisTh
puéM-nepenavy
YIIpaBJIEHYECKOMN
MH(pOpMaIIUHU C TTOMOIIIBIO
CPEICTB
MH(POPMALMOHHBIX U

[Tonyuenue HeoOxoaMMOM
uHpOpMalMHY U Iepegayda
CaHKIIMOHUPOBAaHHOMN
uHpOpMaINU C
HCIIOJIb30BAaHUEM CPEJICTB
MH(POPMAIMOHHBIX U

KoHTposb BeIOTHEHUS
INPAKTUYECKUX 3aaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OlleHKa peleHui
NpOOJIEeMHBIX CUTYalUH.

KOMMYHUKAIIMOHHBIX KOMMYHUKAIIMOHHBIX [TpoBepouHbie pabOTHI MO KAXKIOM
TEXHOJIOTHUH. TEXHOJIOT UM TEME.
ATtTtecTanus 1mo
IIPOU3BOJACTBEHHOU
MPaKTHUKE.

IIK 1.2. KoopauaupoBathb
paboTy mpueMHOI
PYKOBOJUTENS, 30H
npreMa pa3InyHbIX
KaTeropuil oceTUTENen
OpraHu3aIyH.

Koopaunarus paboTbl
NpUEMHON PYKOBOJUTENS U
30H IpHUEMa Pa3ITUYHBIX
KaTeropuil MOCEeTUTENEN
OpraHu3aLu

KoHTpo:b BbINOJIHEHUS
MIPAaKTHYECKUX 3aJaHUMH.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanus 1 OLlEHKa peleHu I
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepounbie pabOTHI IO KaXKA0H
TEME.

ATtTecTanus no
MPOU3BOJACTBEHHOMN

IIPaKTHUKE.

22



IIK 1.3. Bnanets
HaBBIKAMH TUTAHUPOBAHMS
pabouero BpeMeHH
PYKOBOAMTEIS U
ceKpeTapsl.

[TnanupoBanue pabouero
BPEMEHH PYKOBOJHUTEIS U
pabouero nHs cekperaps

Kontposnb BbInoaHEHUS
MPAKTUYECKUX 3aJaHHI.

Y CTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLeHKa peleHui
pOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEME.

ATtTecranus 1no
IIPOU3BOACTBEHHOMN

IIPaKTHUKE.

[IK 1.4. Ocy1iecTBasTh
MOATOTOBKY JEJIOBBIX
MOE3/I0K PYKOBOJMUTEIIS U
JIPYTUX COTPYIHUKOB
OpraHu3aIyH.

Opranu3zanus AeI0BbIX
MOE3/I0K PYKOBOIUTEIIS
U APYTUX COTPYAHHUKOB
OpraHu3aIu

KoHTposb BbINOTHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKAa pelIeHu
pOoOJIEMHBIX CUTYalUH.
[IpoBepounbie pabOTHI MO KAk 0
TEeMe.

ATTecTanus 1mo
MPOU3BOACTBEHHOMN

IIPaKTHUKE.

IIK 1.5. Bnanets
crioco0amMu OpraHU3aluu
pabodero nmpocTpaHcTBa
MPUEMHOW U KaOuHeTa
PYKOBOJIUTEIIS.

Opranu3zanys u oJyiepKaHne
(GyHKIIMOHATBEHOTO pabovero
MIPOCTPAHCTBA

KoHTpo:b BbinosHEHUS
MPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OleHKa peleHui
NpOOJIEeMHBIX CUTYalUH.
[IpoBepounbie pabOTHI IO KaXK101
TEME.

ATtTtecTanus 1mo
IIPOM3BOJCTBEHHON

MIPaKTHKE.

[IK 1.6.

OcymiecTBiATh paboTy 1Mo
MOATOTOBKE U
MIPOBEICHUIO
KOH(EPEHTHBIX
MEpOIPHUSATHH,
obecrnieunBaTh
nH(pOpMaLIMOHHOE
B3aNMO/IEHCTBHE
PYKOBOJIUTEIS C

Opranuzanys noAroToBKU U
MPOBEACHUE BHYTPEHHHUX U
BHEITHUX KOH()EPEHTHBIX
MEpOTPUSITHI, 0OeCTICUeHIE
MH(OPMALIMOHHOTO
B3aUMOJICVCTBHUS
PYKOBOAUTEIIS C
MOAPAa3ACICHUSIMU 1
JOJKHOCTHBIMHU JIMLIAMU

KoHTpo:b BbinoNIHEHUS
NPAKTUYECKUX 3aaHUM.

Y CTHBIN WIH TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OlleHKa peleHui
NpOOJIEeMHBIX CUTYalUH.
[IpoBepouHbie pabOTHI MO KaXK 101
TEME.

ATTecTanus 1mo

MOJpa3IeICHUSIMU U MPOU3BOACTBEHHOMN

OpraHu3aIyy.
JIOJKHOCTHBIMU JIMIIAMH MpaKTHUKE.
OpraHu3aLuu.
K 1.7. Odopmnenue KonTtposs BBITTOJTHEHUS
OdopmasTs OpraHu3alOHHO- MPAKTUYECKUX 3aJaHH.
OpTraHU3alMOHHO- pacnopsIUTEIbHBIX YCTHBIN UM TECTOBBIA KOHTPOJIb
pacropsIUTENIbHbIE JIOKYMEHTOB Y OpraHU3aLus TEOPETUUYECKUX 3HAHUU.

JAOKYMCHTHI 1
OpraHnu30BbLIBATH pa60Ty C

pa6OTI)I C HUMH, B TOM YHUCJIC C

AHamu3z ©W  OIEHKa
MPOOJIEMHBIX CUTYaIIUH.

peleHnit
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HHMH, B TOM 4YHUCJIC C

HUCIIOJIB30BaAHUEM

IIpoBepounbie pabOTHI 1O KaXKIOH

HCIOJIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHCTEM | TEME.
ABTOMATU3HPOBAHHBIX ATtTtecranus no
CUCTEM. POU3BOJICTBEHHON
MPAKTHKE.
IIK 1.8. Odopmnenne nokymMeHToB 110 | KoHTpOJIh BBIITOJTHEHUS

OdopMIsATh TOKYMEHTBI
110 JINYHOMY COCTaBY H
OpPraHHU30BBIBATH PAOOTY C

JIMYHOMY COCTaBYy U
OpraHu3anusAa pa6OTBI C HUMH,
B TOM 4HCJIC C

MIPAaKTUYECKUX 3aJaHUMN.
YCTHBIN MM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

HUMH, B TOM YHUCIIE C UCIOJIb30BaHUEM AHamm3 W OLEHKa peleHuil
UCTOJIb30BaHUEM aBTOMATH3HPOBAHHBIX CUCTEM | IPOOJIEMHBIX CHUTYyallHH.
aBTOMaTU3UPOBAHHBIX IIpoBepouHble pabOTHI 110 KayKA0H
CHCTEM. TEME.
ATTecTanus o
MPOU3BOACTBEHHOMN
IPaKTUKE.
IIK 1.9. Opranu3zanus TeKyIero KoHTpo:b BbinoIHEHUS

OpraHu30BbIBaTh TEKYIICE
XpaHEHUE JIOKYMEHTOB,
00paboTKy Jen st
OIIEPaTHBHOTO U
aApXUBHOT'O XPaHCHHS, B
TOM YHCJIIE C

XpaHEeHHUS JOKYMECHTOB,
o0paboTka aen s
OIIEPATUBHOTO U aPXUBHOTO
XpaHCHUA, B TOM YHCJIC C
UCIIOJIb30BaHUEM
ABTOMATU3HWPOBAHHBIX CUCTCM

IIPAKTUYECKUX 3aaHUM.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLleHKa peleHui
pOOJIEMHBIX CUTYalUH.
[IpoBepouHbie pabOTHI IO KaXK10M

UCIOJIb30BaHUEM TEMe.
aBTOMATU3HPOBAHHBIX ATtTecTanus 1no
CHCTEM. IPOM3BOJICTBEHHOMN
IPAKTHKE.
KoHTpo:b BeINOJIHEHUS
MIPAKTUYECKUX 3aJaHUMH.
OK 01. Y CTHBIN WM TECTOBBIN KOHTPOJIIb

Br16upats criocoObt
peleHus 3a1a4
npo¢ecCuOHAITBHON
JeSTeIbHOCTH
MPHUMEHUTCIIBHO K
Pa3IUYHBIM KOHTEKCTaM;

Br160op crniocoba pemieHus
3a/1a4 mpodeccuoHaTbHON
NEATeIbHOCTH IPUMEHHUTEIHEHO
K pa3JIM4YHbBIM KOHTCKCTaM

TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OLEHKa peleHu
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepounbie pabOTHI MO KaXKA0H
TEME.

ATtTecTanus 1no
MPOU3BOJACTBEHHOMN

IIPAKTHKE.

OK 02.

Hcnons3oBarts
COBpEMEHHBIE CPE/ICTBA
MOUCKA, aHaJIu3a U
MHTEpPIIpETANH
uHpOpMaLNH, U
nH(pOpMaLOHHbIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 33/1a4

Hcnons30BaHne COBPEMEHHBIX
CpeZAcTBa MOMCKA, aHAJIN3a U
WHTEpIpeTany HHPOPMaIIH,
1 UCTIOJIb30BaHHE
MH(OPMALIMOHHBIX
TEXHOJIOTUH [ BBITIOJHEHUS
3a/1a4 mpoeccuoHaTbHON
NesITeTbHOCTH.

KonTtposb BbINOTHEHUS
MPaKTUYECKHUX 3aJIaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKA PEIIeHUI
MPOOJIEMHBIX CUTYAIIUH.
[IpoBepounbie pabOTHI MO KaX 10
TEME.

ATTecTanus 1mo

npogeccuoHaTbHON MIPOU3BO/ICTBEHHOM
TeSITeTbHOCTH; MIPAKTHKE.
OK 04. B3aumoneiictBue u pabota B

KoHTposnb BBIOIHEHUS
OddexTrBHO KOJUJIEKTUBE U KOMaH]IE

B3aHMMOJCHCTBOBATh U

MPaKTUYCCKUX 3aJIaHuil.
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paboTaTh B KOJUIEKTUBE U
KOMaH/1e;

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUH.

AHanus 1 OLEHKa peleHuit
pOOJIEMHBIX CUTyalUH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEME.

ATtTecTanus 1o
IIPOU3BOJCTBEHHON

MIPaKTHUKE.

OK 05.

Ocy11ecTBIATh YCTHYIO U
MMCbMEHHYIO
KOMMYHHKAIMIO Ha
roCy/1apCTBEHHOM SI3bIKE
Poccuiickoit denepanmu ¢
y4eToM 0COOeHHOCTe!
COLIMAJILHOTO U
KyJIbTYPHOT'O KOHTEKCTa

OcyiecTBiIeHUE YCTHON U
MMCbMEHHOW KOMMYHMKAIUU
Ha TOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eToM 0COOeHHOCTEe!
COLIMAJIbHOTO U KYJBTYPHOT'O
KOHTEKCTa

KoHTposb BbINOTHEHUS
MIPAaKTUYECKUX 3aJaHUMH.

Y CTHBIN WK TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLICHKA pelIeHU
IpOOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI MO KAk 0
TEeMe.

ATTecTanus 1mo
MPOU3BOACTBEHHOMN

IIPaKTHUKE.

OK 09.
ITonp3oBaThes
npodeccnoHaTBEHOM
JNOKyMEHTaluen Ha
rocyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Wcnonp3oBanue
npodecCuoHAIBHON
I[OKYMGHTaIII/II/I Ha
roCy/apCTBEHHOM U
I/IHOCTpaHHOM A3bIKAX

KoHTpo:b BbinoIHEHUS
MPaKTUYECKUX 3aJIaHUM.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLeHKa peleHui
pOOJIEMHBIX CUTYalIUH.
[IpoBepouHbie pabOThI IO KaXK 101
TEME.

ATtTtecTanus 1mo
IIPOM3BOJCTBEHHON

MIPaKTHKE.
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5. JIMCT M3MeHEeHHuii U 10N THEHUI, BHECEHHBIX B pa004yl0 MporpaMmmy

No MN3MCHCHUA, JaTa U3MCHCHU A, Ne CTpaHUIbI C ©BMCHCHUCM

BbILJIO

CTAJIO

OcHoBaHue:

IToanuce nuiia BHECIIErO0 U3BMEHEHUS
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