MynuuuiaibHoe 010/KeTHoe 0011e00pa3oBaTe/IbHOE YUPCIKICHUE
«SIkoBieBckas cpeinsis odmeodpasoBaresibHas UIKoJIa
«lllkona ycnexa»

SIKOBIIEBCKOTO TOPOACKOIO OKPYyTa

PACCMOTPEHO VTBEPXKIEHO
Ha 3acelaHuy MeJlaroruyeckoro copera JIMpEeKTOp HHLGIIbI
IIporokosa Ne 1 M Epmonaesa M.B.
or 30, 082023 r. Ipadhs Ne168 ot 31 08.2023 .

OcHoBHas o0pa3oBare/bHasA MPOrpaMmma
npoPeccCHOHAIBLHOr0 00y4eHus:
no npoeccun «lderonpouspoaurenns» (21299)



IMPOI'PAMMA TPOPECCHUOHAJIBHOI'O OBYYEHUA 110
IMPODPECCHUMA 21299 «IEJIOITPOU3BOAUTEJIb»

INOACHUTEJIbHASA 3AIIMCKA

[TIporpamma podeccroHaIbHOTO oOyueHust 1o npodeccun 21299
«JlenonpousBoaurensy (nanee — [Iporpamma) paspaboTaHa Ha OCHOBE

— ®enepanbHoro 3akoHa oT 29.12.2012 Ne 273-d3 «O6 ob6pazoBanuu B Poccuiickoi
denepauum»;
— Ilpukaza Munnpocsemenust P® ot 14.07.2023 Ne 534 «O6 yrBepxkaenuu Ilepeuns

npodeccuit  paboumx, MODKHOCTEW CIyKalluX, TO KOTOPBIM OCYIIECTBIIACTCS
npodeccuoHalIbHOE 00yUCHHEY,;

— IIpukaza MunuctepcTBa TpyJia U counaibHOM 3amUThl PO oT 15 utona 2020 r. Ne

3338 "OO6 yrtBepxaeHuu TpodeccuoHaTbHOro cTaHaapta "CHneuuaauct o
OpraHu3allMOHHOMY U JIOKYMEHTAIUOHHOMY o0ecreyeHn0  yMpaBlIeHUs
opranuzanuen”;

— TpeboBaHMii, yKa3zaHHBIX B KBadu(puKallMOHHOM CHpPaBOYHHKE JIOJKHOCTEH

PYKOBOJIMTEINEH, CHELUAINCTOB M JPYrux ciyxamux 4-e wnsznanue (yTBEp:KIEH
nocranoBiienneM Muntpyaa PO ot 21 asrycra 1998 r. Ne 37 ¢ uzmenenusimu ot 27
mapta 2018 r.)

Heab peanu3anuu NporpaMmabl

[enpro peanuzanuu MNporpaMmbl siBIsieTCss (GOpMHUpPOBaHUE Yy OOyYarouuxcs
npo¢eCCUOHANIbHBIX 3HAHWM, YMEHUN M MPAKTUYECKOro ombITa 1o mnpodeccuu 21299
«denonmpousBogutens» ¢ yuderom llpodeccuonanbHoro crangapra CrHenuamucT IO
OpraHU3alMOHHOMY U JOKYMEHTAIIMOHHOMY OOECIEUYEHHUIO YIIPABJICHUS OpraHu3aluei
(yTB. mpuka3zoM MuHucTepcTBa TpyAa U counanbHoi 3amuThl PO ot 15.06.2020 1. Ne
333n).

Ilnanupyemble pe3yabTaThl 00y4eHHSA

B pe3ynbrare oOocCBOE€HHMS TOpOrpaMmbl  OOy4YarOIIMKCS JOJDKEH OCBOMTH
BBITIOJIHEHUE TMPEAYCMOTPEHHOU MpodeccHoHaNbHbIM cTaHaapToM Creyuanucm no
OP2aHU3AYUOHHOMY U OOKYMEHMAYUOHHOM) 0DecneuyeHuro ynpasieHus op2anusayuei

0000IIIEHHON TPYA0BOM (DYHKIINUU:

B. I[OKYMCHT&HI/IOHHOC obOecrieueHne ACATCIIBHOCTU OpraHU3allnu; a TaKXeE

TPYIOBBIX (DVHKIUN:

B/01.5 Opranuzanust paboThl ¢ TOKYMEHTaMU



TpynoBbie nercTBUA

[Tpuem n nepBuyHas 00pabOTKa BXOIAIINX JOKYMEHTOB
[IpenBapuTenbHOE pPACCMOTPEHHE M COPTUPOBKA JIOKyMEHTOB Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

[ToaroToBka BXOAAIIUX JOKYMEHTOB ISl PACCMOTPEHUS PYKOBOAUTEIEM
Perucrpanus BXOASIINX TOKyMEHTOB

Opranu3zanus J0CTaBKH JOKYMEHTOB UCTIOTHUTEISIM

Benenne 6a3bl TaHHBIX JOKYMEHTOB OpraHH3aIin

Benenue nHpopMamoHHO-CIIPaBOYHOM PabOTHI

O6paboTka 1 OTIpPaBKa UCXOASIINX JOKYMEHTOB

Opranu3zanus padoOThl IO PErHCTPAINH, YUYETy, XpaHEHUIO U Tepeade B
COOTBETCTBYIOIIME CTPYKTYPHBIC TMOAPA3CICHHS JOKYMEHTOB TEKYIIETO
JIEIIOTIPON3BOICTBA

KoHTpois HcroTHeHHsT TOKYMEHTOB B OpraHH3aIin

Heobxonumele ymeHUst

Heo0xoauMsie 3HAaHUS

PaGoTath co Bcell COBOKYIMTHOCThIO WH(OPMAIIMOHHO-TOKYMEHTAIIMOHHBIX
PECYPCOB OpraHU3alUN

[Tonmp30BaThes Oa3amMu JAHHBIX, B TOM YHCJIE YAaJICHHBIMA

[Tonb30BaThCs CIIPABOYHO-TIPABOBBIMU CUCTEMAMH

[TpuMeHsTH COBpEeMEHHBIE WH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIC
TEXHOJOTUH i paboThl € JOKYMEHTaMH, B TOM UHCIE IS ee
ONTHUMU3AINH | TTOBBITIIEHUS () (PEKTUBHOCTH

HOpMaTI/IBHBIG IIpaBOBELIC AKThI u HOPMAaTUBHO-MCTOAUYCCKUC

JTOKYMEHTBHI, OIPEACISAIONINE MOPSIIOK JOKYMEHTAIIMOHHOTO 00eCTICYeHUS

ynpasieHuss ~ CTpykTypa OpraHM3alii, PYKOBOJCTBO CTPYKTYPHBIX

MOIpa3IeICHUI

CoBpeMmeHHbIe MH(POPMAIMOHHBIE TEXHOJOTHH PAa0OTHl C JOKYMEHTaMHU

[Topsimok paboTHI ¢ JOKyMEHTaMH

CxeMbl JOKyMeHTO00O0poTa

[TpaBuna paboTHI c BXOJSIINMH, HCXOIIIIUMH U
BHYTPEHHUMH

JOKYMEHTaMH

[IpaBuna opranu3zauuu u (GOpMbI KOHTPOJISL MCIIONHEHHUS TOKYMEHTOB B
OpraHu3aIuu

Tunossie CPOKHU HCITOJIHCHUA JOKYMCHTOB

[TpuntuIBEl pabOTHI CO CPOKOBOM KAPTOTEKON

Ha3naueHnue 1 TeXHOJIOTHUS TCKYIICTO U MPCAYIPCAUTCIBHOIO KOHTPOJIA
[IpaBuiia JOKYMEHTAIIMOHHOTO O0ecreueHus AesITeIbHOCTH OpraHU3aIiu
Buapl 10OKyMEHTOB, UX Ha3HAYEHUE

TpeGoBanusi, mperbsBIsEMbIe K JOKYMEHTaM B COOTBETCTBUU
C HOPMATUBHBIMH aKTaMH U T'OCYAApCTBCHHLIMU CTaHAApTaAMU

[IpaBuna cocraBiaeHuss U odopmiieHds HHGOPMAMOHHO-CIPABOYHBIX,
OpraHu3alMOHHBIX, YIIPABJICHUYCCKHUX JOKYMCHTOB

[IpaBuia cozmanust U BeneHus 0a3 JaHHBIX CIY>KEOHBIX JOKYMEHTOB B
OpraHusanuu

CucTteMbl AIEKTPOHHOTO JOKYMEHTO000pOTa

IIpaBuna 1 CpOKH OTIIPABKU UCXOIALIUX TOKYMEHTOB

TpeboBanus oxpaHsl TPyia

B/02.5 Opranu3zamnus TeKymero XxpaHeHus TOKyMEHTOB




TpynoBsie 1eiCTBUS

IIpyMeHEeHrEe HOMEHKIIATYPBI 1€ OPraHUu3alnun

[TpoBepka mpaBUIBHOCTH O(OPMIICHUS JTOKYMEHTOB M OTMETKH 00 HX
UCIIOJHEHUHU mepe] uX (OpMHPOBAHHMEM B JAEIO s MOCIEIYHOIEro
XpaHECHUS

DopMyIUpPOBaHUE 3ar0JIOBKOB AEI U ONPEACICHUE CPOKOB MX XPaHEHUS
®opMupoBaHue AeI

KOHTpOsIb IPaBUIIBHOTO U CBOEBPEMEHHOIO PACIIPENEICHAS U MOAIIUBKH
JIOKyMEHTOB B JI€JIa

Heobxomgumbie ymeHus

Heo0OxonnMmeie 3HaHUS

Opranu3oBbiBaTh paboTy 1O Yyd4eTy, XpaHEHHI0 U THeperade B
COOTBETCTBYIOIIEE CTPYKTYPHOE IOAPA3JEICHAE NOKYMEHTOB TEKYLIETO
JEJONPOU3BOICTBA

Hcnonp30BaTb  HOMEHKIATYpy JA€l INPU  U3YYEHHH  CTPYKTYpBI
OpraHM3alM, COCTABJICHUH ONUCEN Ael

Opranu3oBbiBaTe paboTy MO (OPMUPOBAHHMIO €1 B COOTBETCTBUM C
YTBEPKACHHOW HOMEHKJIATYPOU J1€J]1 OPraHu3aluu

[TpaBuIBHO U CBOEBPEMEHHO (POPMHUPOBATH JOKYMEHTHI B JIea C yU4E€TOM
uX crienuuKu

CucremaTn3npoBaTh JOKYMEHTBI BHYTPH J€J1a

OOecneunBaTh COXPAaHHOCTb M 3alUTy JOKYMEHTOB OpraHHU3aluu
[TpumensaTs MHGPOPMALMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJOTHM IS
paboThI ¢ JOKyMEHTaMHU

HopmaTtuBHBIE TpaBOBbIE aKThI, HOPMATUBHO-METOJMYECKHE TOKYMEHTHI,
rOCyJJapCTBEHHBIE CTaHJapTHI, OTIpeIeIIAIoIIHe HOPSIIOK
JTOKYMEHTALMOHHOTO 00eCTIeYeH s YIIPaBICHUS

Bunsl HoMmeHkIaTyp, obmue TpeOoBaHUs K HOMEHKIJIAType, METOJIMKA ee
COCTaBJICHHS ¥ OpopMIICHUS

[Topsimok popmupoBanus U opopMIIeHUs e, cnennduka GopMUPOBAHUS
OT/EBHBIX KaTErOpUi Jem

[IpaBuna xpaHeHHs i€, B TOM YHCJIE€ C JOKYMEHTaMU OTPaHUYEHHOTO
J0CTyTa

[IpaBuna BBIZAYM U UCHOJIB30BAHUS JOKYMEHTOB U3 C(POPMHUPOBAHHBIX
aen

TpeboBanust oxpansl Tpyaa

B/03.5 Opranu3zanus 00pad0TKH JAe sl HOCISAYIOMIETO XpaHEHUS

TpynoBsie 1eliCTBUS

[IpoBepka CpOKOB XpaHEHUS JOKYMEHTOB, COCTaBJIEHHE IPOTOKOJIA
paboThI SKCIIEPTHONW KOMUCCHH TI0 TTOJATOTOBKE TOKYMEHTOB K XpaHEHHUIO,
aKTa O BBACJICHUM K YHHUUYTOXKEHHUIO JIOKYMEHTOB, HE MOJIeKAIIUX
XpaHEHUIO

CocTraBrieHre BHyTpEHHEH OMUCH J1e] 17151 0C000 IIEHHBIX TOKYMEHTOB
Odopmrenne aen TOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHEHUS
Odopmienre O0JI0XKKU A€l MOCTOSHHOTO, JOJITOBPEMEHHOTO CpPOKOB
XpaHeHUs

CocraBrneHne omucHu JAell TOCTOSHHOTO, JOJTOBPEMEHHOIO CpPOKOB
XpaHeHUs

[lepenava nen B apXuB OpraHu3alvu




Heobxomaumbie ymeHus

[Tonb30BaThCsl TEPEUHSIMU JTOKYMEHTOB M aHAIM3UPOBaTh (hakTHIecKoe
COZICp)KaHNE WMEIOIIUXCS B JIeNie JOKYMEHTOB IPH OMPEICICHUN CPOKOB
UX XpaHCHHs

OdopMiIATh 00JIOKKH /1€ MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHEHHSI
B COOTBETCTBMHM C TpeOOBAaHHMSMH TOCYIApCTBCHHBIX CTaHIApPTOB
[Tpou3BOAUTE XPOHOJOTUYECKU-CTPYKTYPHYIO CHUCTEMAaTHU3ALUI0 Je
[TpuMeHsTs  MHGOPMAIMOHHO-KOMMYHHUKALMOHHBIE TEXHOJOTHUH  UIS
paboThI ¢ JOKyMEHTaMHU

TpeboBanust k onbiTy | HopmaTuBHBIE IpaBOBBIE aKThl, HOPMAaTHBHO-METOANYECKUE IOKYMEHTHI,
IPaKTUYECKOM paboThl | roCyIapCTBEHHbIE CTaHapTHI, OIIpeACIAIOIIe MOPSIIOK

JOKYMEHTAIMOHHOTO 00ECTICYeHHUS yIIPaBICHUS

Kpurepun paszmeneHuss JOKyMEHTOB Ha TpYIIBl B COOTBETCTBHH C
LEHHOCTBIO MH(OPMAIINH, COACPIKALICHCS B HUX

[Topsimok MCTIONB30BaHUSI THUIOBBIX MM BEIOMCTBEHHBIX IEPEYHEH
JOKYMEHTOB, OIIPENEICHUSI CPOKOB XPAaHEHHs B IPOLECCE KCIEPTHU3BI
[IEHHOCTH JJOKyMEHTOB

[Topsimox co3maHusi, OpraHM3allid M JIOKyMEHTHPOBaHUS paOOTHI
AKCHEPTHON KOMHUCCUU

[IpaBuna cocTaBieHUS M YTBEPXKICHUS MPOTOKOJIA pabOTHI SKCIEPTHOM
KOMHUCCHHU

[IpaBuna cocTaBleHHUsI U YTBEPXKICHUS aKTa O BBLICJICHUU JOKYMEHTOB,
HE I0JUIeXKAIINX XPAaHEHHIO

[IpaBuna TexHHYECKOW O0OpabOTKM M TOJTHOTO O(OPMIICHHSA el
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUS

[IpaBuna coctaBieHHUs OMMCU JeNl TOCTOSHHOTO W BPEMEHHOI'O CPOKOB
XpaHEeHHss B  COOTBETCTBHM C  JCHCTBYIOIIMMH  HOPMAaTHBHO-
METOAMYECKUMH JJOKYMEHTaMHU

[TpaBuna nepexayn A€ B apXUB OPTaHU3ALUH

TpeboBanust oxpansl Tpyaa

B cootBerctBUM ¢ TpeOoBaHUSMH, YyKa3aHHbIMH B KBamuduxanmoHHom

CIPAaBOYHHKE JIOJKHOCTEH PYKOBOAMUTENEH, CIICUATUCTOB U IPYTHX CITyKaIIUX

4-e uznanue (yrBepkaeH nocrtaHoBieHneM Muntpyzaa P® ot 21 aBrycra 1998 r. Ne 37
c wu3MeHeHusMH OT 27 mapra 2018 r.), B pe3yiapTaTe OCBOEHHSA IPOrPaMMBI
oOyuaromuecs

O0JIHCHbL 3HAND:

[IOCTAHOBJICHUS,  PAaCHOPsDKEHMs, [pPHUKa3bl, Jpyrue pPyKOBOASIIUE U
HOpPMAaTUBHBIE JTOKYMEHTBHI BBIIIECTOSIIIMX U APYTUX OPraHOB, Kacarolluecs
BEJICHMSI JIEJI0IIPOU3BO/ICTBA B OPraHU3ALNY;

OCHOBHBIE TOJIOKEHUSI ENMHON rocyapCTBEHHON CHCTEMBI J1€JI0IPOU3BOJICTBA;
CTaHJApPThl YHU(PUIMPOBAHHOW CHUCTEMBl OPIraHU3ALMOHHO-PACTIOPSAUTEIbHON
JOKYMEHTALUH;

CTPYKTYpPY OpraHu3allu U €€ MOoApa3AeIICHNN;

MOPSAIOK KOHTPOJIS 32 MPOXOKACHUEM CIYKEOHBIX JOKYMEHTOB;
3aKOHOJATENBCTBO O TPYAe M oxpaHe Tpyaa Poccuiickon Penepanun;

IpaBuja BHYTPEHHETO TPYJIOBOTO paclops/ika; MpaBuja W HOPMBI OXPaHbI
TpyZla, TEXHUKUM  OE€30IIaCHOCTH, NPOMU3BOACTBEHHOM  CaHUTApUUM U
IPOTUBOIIOKAPHOM 3alLIUTHI.

Kareropus ciaymaresneil 1 UX MUHMMAJIbHBINA YPOBeHb 00pa30BaHus



K ocBoeHnto mporpaMMmbl NpoQEecCHOHANBHOTO OO0ydYeHUs Mo mpodeccuu
«Jlemonpou3BoIMTENBY NOMYCKAIOTCS JHIla, UMEIOIME OCHOBHOE 00l1ee 00pa3oBaHue,
BKJIIOYAs JIML C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMU 3/I0POBBSI.

Cpoxk o0yueHusi, KOJIMYECTBO YACOB

TpynoemkocTs 0OydeHHs] MO JaHHOW mporpamMme — 256 4acoB, BKIIIOYasl BCe
BUJIBI AYJUTOPHON M CAMOCTOSTENbHOM y4yeOHOW paboThl OO0ydarolIerocs, a TaKxke
npakTuky. O0muit cpok oOyueHus — 2 roja.
dopma 00yyeHHs] — OUHO-3a09Hasl.

Pexxum 3aHsTHN — 2 THA B HEAEINIO 0 2 vaca.
dopma UTOTOBOI aTTecTal — KBaTU(UKALMOHHBINA IK3aMEH.
BrimaBaemblii JOKYMEHT — CBUIETEIHCTBO YCTAHOBIEHHOTO 00pasiia.

Conmepxanne  00pa3oBaHUsl  OMpEIENAETCS HAa OCHOBE YCTaHOBJICHHBIX
KBATH(UKAIMOHHBIX TpeOoBaHui 1o npodeccun 21299 /lenonpouzeooumens ¢ y4eToM
[Ipodeccuonansuoro  cranmapra  Cneyuanucm  nO — Op2AHU3AYUOHHOMY U
OOKYMEHMAaYUOHHOMY obecnedueHuro ynpagieHus opeavuszayueti (yTB. TPUKA30M
MunucTepcTBa Tpylaa u comnuanbHOM 3anmuThl PO ot 15.06.2020 1. Ne 333H), u
perjiaMeHTUpYyeTCsl KaJleHIapHbIM Y4eOHbIM IpauKoM; y4eOHbIM IJIAHOM; paboYruMHU
nporpaMmMaMu MOJYJeH; a TaKke METOJUYECKUMH MaTepuaiaMu, 00ecleuynBaoIMMU
peanu3anuio 00pa3zoBaTEIbHOTO MPOIECCa.

Kypcsbl, mpeameTsl Conepxanue

CyImHOCTh MpeNnpUHUMATEIbCKON NIEeATENBHOCTH, CYOBEKTh M OOBEKTHI
NpEANPUHUMATEIIBCKOMN 1ESITEIbHOCTH;
OpraHu3alMOHHO-TIPaBOBbIe  (DOPMBI  MPEeNNpUATUH; OObEIUHEHUE W

OCHOBBI peopraHuzaisl TPEANPUATHA, TOPSAOK  CO3JAaHUS W TpEKpariecHue

SKOHOMUKH z[eﬂTengﬂocm TPEITPUSITHS. ;
€HOOOpa30BaHME HA  MPOAYKIHIO, CHCTEMa  HAJIOr0OOJ0KCHUS

OpraHU3aLuK 1 p POIYKIHIO, )
OpraHm3aiys Tpyna ¢ 3apa0OTHON TMiaThl; OW3HECIUIAHUPOBAHUE;
MICUXOJIOTHSI W JTHKAa KOMMEPUYECKOW JesATEeIbHOCTH. JlesTenbHOCTh
MPEIPUATHS B CHCTEME XO31iCTBEHHOTO Y4eTa.

JlenoBast KynbTypa Otuhueckas KyiapTypa. Mopanb, 3THKa, HPaBCTBEHHOCTb. (OCHOBHBIE

KaTeropuu 3TUKH.

[onsarue stukera. [IpodeccrnonanbHast STHKA.

[Tpodeccuonanbupie MOpaNbHBIE HOPMBI: BEXKJIMBOCTb, KOPPEKTHOCTH,
TaKT, 9yBCTBO MEPBHL.

[Tonsitue oOmenus. JlemoBoe obOmenue. Kynbrypa oOmenus. [lonsarue
BepOanpHOrO u HeBepOanmpHOTO oOmmeHus. OOparHas CBsA3b. THITBI
BOIPOCOB. OCOOEHHOCTH PEYEBOr0 AJTHKETa B MpodecCHOHATHLHOM
oOmeHuu. Bupl HeBepOaTbHBIX CPEJICTB OOLICHHS.

Texaukn oOLImEeHus.

[TonrMaHnue 1 BOCIIPUATHE B MPOLIECCE OOIICHUS

TemnepameHT W ero Tumbl. [loHaTne 4yBcTBa M 3Mmoruu. I[Ipuémsl
CaMOPETyJISILUN.

Kondmmxkr.

Crpateruu noBeieHUs B KOHQIUKTHOW CUTYaIUH.

KynbpTypa npeobpa3oBanus 1 pa3penieHust KOHQIMKTOB.




OxpaHa Tpyna

OCHOBHBIE  TIOJIOKEHUSI TPYJAOBOrO  IpaBa B Poccuiickoit
®denepaunn

Opranuzanus paboTsl IO OXpaHe Tpy/Ja Ha MPEANPUSTUU

OcHOBHBIE Bpe/IHBIE U OMAaCHbIE TPOU3BOICTBEHHbIE (PAKTOPHI, UX BIUSIHUE
Ha 3JI0POBbE PabOTAIOIINX

OcHOBHBIE TIOHATHS 00 OMACHOCTH 3JEKTPUUECKOro Toka. OCHOBHBIE
MOHSITHS O TIOXKAPHOI 0€30MaCHOCTU U MOPSAOK JeHCTBHUS paOOTHUKOB MPU
nokape

[Topsimok pacciienoBaHusl HECUACTHBIX CIIy4aeB Ha Mpou3BoACTBE. [Ipremsl
OKa3aHMs TIepBOM JOBpaueOHOM MenuIuHCKOW mnomoum M3yuenue
MHCTPYKILHUHU IO OXpaHe TpyJia Mo BUJIaM padorT.

JIoKyMEHTaITMOHHOE
oOecrieueHue
JESITEILbHOCTH
OpraHu3aIu

OcHOBHbBIE CBEIEHHUS U3 HCTOPUU JEJIOMPOU3BOACTBA M CEKPETapCKOi
CITyKOBI

[Tpouecc ympaBieHusl NPEANPUATHEM; ACIONPOU3BOACTBO KaK YacTh
ynpapneHus. Jlokyment. Cxema opranu3anuu paboThl ¢ JOKyMEHTaMHU
pEIPUSITHS. dopma OpraHu3aluu JIEJIONPOU3BO/ICTBA.
WNHupopmManimoHHO-TOKyMEHTAIUOHHOE ~ OOCITY)KMBAaHUE;  CIICI[HAUCTHI
ciyx0b1. Opranuzanus TpyJia B OpraHM3alMOHHO-YIIPaBIIEHYECKON cdepe;
ycinoBus — Tpynda.  JloKyMeHTanuMoHHOe ¥ 0€310KyMEHTAllMOHHOE
obcmyxuBaHuEe PabOThI PyKOBOIUTEIS.

OOmme  MONOXKEHHST N0  JOKYMEHTUPOBAaHMIO  YIPABICHYECKOH
NEeSITeIbHOCTH. YHuubunupoBaHHble CUCTEMBI JIOKyMEHTaLUH.
Yuudukanuss u CTaHJAPTU3ANMS YIPABICHYECKUX JTOKYMEHTOB. Buubl
JNOKYMEHTOB;  Kiaccuukauusa. OpraHuzalliOHHO-PACIOPSIUTEIbHbBIE
nokyMeHThl (OP/I). FOpuanueckoe 3HaueHrne JOKyMEHTOB.

Bunpr 01aHKoB, peKBU3UTHL, HOpMYIIsp, OTMETKH Ha JOoKyMmeHTe. Enunbie
TpeOoBaHUS © mTpaBuiaa OQOPMIICHHS JOKYMEHTOB  YIpPaBICHUS,
YCTaHOBJICHHbIE  TOCYAApCTBEHHBIMH  HOPMATHUBHBIMM  aKTaMHd  —
CTaHIaPTHI.

[TpaBuna opopmieHus 1€I0BOro nuchbMa. Bupl muceM: mUCEManpochObl,
NMCbMa-OTBETHI; COMPOBOJUTEIbHBIC, JOTOBOPHBIE U JIP.; OCOOCHHOCTHU
TekcTa. MexyHapoIHbIe MMChMa

OcHOBHBIE  TpYIIBl  yOpaBleHYECKHX  (WJIM  OpraHU3alMOHHO—
pacnopsAMTENbHbIX)  JAOKyMeHTOB. TumoBas cxema  ohOpMIICHHS
JOKyMEHTOB. OcoOeHHOCTH O(OPMIICHUS BHEUIHHX JJOKYMEHTOB H Jp.
JIOKyMEHTHUPOBaHHE OPraHU3alMOHHO—PACIIOPAIUTENBHON JEeSTEIbHOCTH
yupexxaenuil. OpraHu3allMOHHAs JOKYMEHTAIMs: YyCTaB, IIOJI0KEHUE,
UHCTpyKUUA. PacropsauTenbHble JOKYMEHTHI: MPHUKa3bl, pPELICHUS,
pacniopsikeHus.  JIOKyMEHTHpOBAaHHE  JESATEILHOCTH  KOJUICTHATBHBIX
opranoB. CTpyKTypa [oKjJaga, oTdera; mpoTokon. HMubopmarmornHO—
CIPaBOYHBIC JIOKYMEHTBI: CIPABKH, AaKThl, JOKJIAQJHBIE 3aIlHCKH,
TeJerpaMMebl, TesedakcorpamMmbl ((hakcel), TeIePOHOTPAMMBI U JIP.

Bunbl  1OKyMEHTOB: TpyJIOBBIE KOHTPAKTBI; MPHKA3bl O TMpHEME,
YBOJIbHEHUH, NEPEBOJAC; TPYAOBblE KHUXKKH, JUYHBIE KApTOUYKH M Ap.
Odopmiennue, XpaHEeHHE JOKYMEHTOB; colutoieHne
KOH(pHICHIIMAITBHOCTH.

Bugel JMYHBIX JOKYMEHTOB: 3asBIICHHE, pe3ioMe, aBTroduorpadus,
pacnucka, jgoBepeHHOCTh. CocraBieHue Tekcta U odopmiieHue
JIOKYMEHTOB. BHemneToprossie JOKYMEHTHI; KOMMepuecKast
KOPPECHOHJICHIIUS U KOMMEpPYECKHEe MHUChMa; KOHTPAKThl, 3aKasbl,
COIJIAIIEHUS; OOIENnpUHATHIE (OPMBI JTOKYMEHTOB, TEKCT, O(pOpMIICHHE
Bunpl oOpamenuii: npeioxKeHus, 3asaBiaeHus, Kanoosl. [lopsgok paboTh
C JOKyMEHTaMH. PermaMeHTHpYIOUUil TOKYMEHT (TUIOBOE IOJIOXKECHHUE).
Opranu3aloOHHBIE MEPONPUSTHS: JHYHBIM TnpueM rpaxigaH. [lpuem




MMCbMEHHBIX 00paIeHnil, JTOKYMEHTUPOBAaHNUE OOpaIIeHUH.

['pynmnsl TOKyMEHTOB: BXOZSAIIME U MCXOIAILINE; BHYTPCHHUE M BHELIHHE.
OpranuzanioHHblE ¥ HOPMAaTHUBHO-METOJUYECKHE  JTOKYMEHTBI, HX
UCIOJb30BaHUE B JEJONPOU3BOACTBE. Buiapl paboT ¢ JOKyMEHTaMu:
00paboTKa MOCTYNAIOIUX U OTHPABISIEMbIX JOKYMEHTOB, YYET KOJTMYECTBA
JIOKYMEHTOB, perucrpanus u MHIECKCUPOBaHUE JIOKYMEHTOB.
WNndopmanmonno-crpaBounas padora. [Topsnok BeneHUS U UCTIONb30BAHUS
CIpPaBOYHBIX KapToTeK. MTHpOpMaLMOHHO-TONCKOBas cucTeMa Juist paboThl
C IOKyMEHTaMH

Homenknatrypa paen: WHAMBHAYyalbHas, CBOJIHAs, THIIOBAas, IPHMEpHasl.
HopmatuBHbIE TOKYMEHTBI U METOJUYECKUE MATEPHAJIbI ISl COCTABIICHUS.
[IpaBuiia BeaeHus aei.

Hasnauenune  ¢opmupoBanust  nen.  HopmaTuBHBIE — JOKYMEHTBI.
I'pynnuposka fesn, cnenuduka GopMUpoOBaHHs OTAEIbHBIX KaTETOpUil Aeil.
Bunasl nokymenToB, ¢popmupyeMbIx B 1eno. CucteMaTtu3anus JOKYMEHTOB.
Odopmnenue mei.

[IpaBuia xpaHeHus A€l B CTPYKTYPHBIX HOJpa3AciEHUSX IMPEATPUATHS.
ApxuB npeanpustua. ONTHUMaIbHBIA CPOK HCIOJIB30BAHUS JTOKYMEHTOB
nenonpousBoacTBe. Cpoku xpaHeHHs Aeil. JIOKyMEHTHI JOJITOBPEMEHHOIO
xpaHeHus. [lopsnok yHMuTOXKEHUS JOKYMEHTOB Aen. OdopmieHue aen ams
apXMBHOT'O XpaHEHMUsI; IPUEM, Ilepeiada .

KondunennuanpHas qokymeHTHpoBaHHas uHpopMmanus. Llens u ycinoBus
o0ecrieyeHnss COXpAaHHOCTH HMH(popMaMu Ha npeanpustiau. OcobeHHOCTH
BEJICHUS JIJIONPOMU3BOJCTBA, OOECIEUMBAIOUIETO Y4YeT M COXPAaHHOCTh
JOKYMEHTOB, COJEp)KALUX KOMMEpUECKyl0 TaiHy. OTBETCTBEHHOCTH 3a
JIOKYMEHTBI

Crunb  cayxeOHBIX JTOKyMeHTOB. OduuuanbHO-1enoBol cTuib. OOmme
TpeOOBaHUS K TEKCTaM JOKYMEHTOB YIpaBlIeHHs, (QOPMBI TEKCTOB
JNOKyMeHTOB. CIOCOOBI JOKyMEHTHUPOBAHUS

OcymecTBieHne JAEIOBBIX KOHTAaKTOB, Yy4YacTHE B IOATOTOBKE H
IIPOBEICHUM JEJIOBBIX Meponpustuii. [Ipuem nocerurenei.

OdopmieHrne KoMaHIUPOBOK

OpI‘aHI/IBaHI/IOHHaH
TCXHHUKA

PaGouee mecTo pgemompou3BOAUTENS. DProHOMHKA W OpPTaHHU3ALUSA
Tpyaa. KommbrorepusupoBanHoe padouee MECTO JEIONPOU3BOIUTEIIS.
CaHUTapHO-TUTUEHUYECKHE HOPMATUBBI sl  pabOTHHKOB oduca.
Knaccudukanus cpeacTs opraHu3alliOHHON TEXHUKH.

Hcrtopust pa3Buthsi KOMIbIOTEpHOU TexHUKH. Knaccuduxarus [1D9BM.
AnmnapatHoe u mnporpammHoe oOecrnieueHne OBM. OcHOBHBIE
yctporictBa OBM wu npuHmUnel ux pabotel. OOcmyXHBaHUE
KOMITbIOTEpA: MPOBEpKa JUCKOB, AedparMeHTanusi JUCKOB, 3alllUTa OT
BHUPYCOB, CPEACTBA aHaIn3a pabOThl KOMIbIOTEPA

Knaccudukanuss cpencts cpszu. Tenedonnas cBs3b. Tenedonusie
anmapatel. Muan-ATC. Pamnortenedonnas cBsa3b. BumeorenedonHnas
cBs3b. llelimkunrosas cBsa3b. Tenerpaduas cBs3p. TeneraiinHas cBS3b.
Henitehonnas cBs3b. Tenexe. PakCUMIIIbHAS CBS3b.
Tenekommynukanuu. KomnelorepHas  cerb.  JlokanbHas — ceTb.
Hasznauenne JIBC, ux ocHoBHBIE Tumbl, coctaB. CepBep. KiueHr.
Tononorusa cetu. Monynanys, AeMOLYJIALMSA, KaHa cBA3u. Mozem, ero
Ha3HA4YCHHE u OCHOBHBIE XapaKTEPUCTUKH. I'moGanpHbIE
komnbtoTepHble cetu. Mcrtopus Internet. Kanansl cBszu. [Iporokou.
HasnaueHne W  BO3MOXHOCTH  Pa3jIMYHBIX CepBUCOB Internet.
OnekTpoHHas mouta. JIOCTOMHCTBA AIEKTPOHHOM mnoutel. CTpykTypa




JMIEKTPOHHOTO MHUCHbMA. AJpecansi B CHUCTEME 3JIEKTPOHHON MOYTHI.
WWW. I'unieprekct. @opmar CCbUIKH.

Knaccudukammst cpencts tupaxupoBanus. [IpuHTepbl. Martpuynbie
npuHtepsl. Crpylinble mnpuHTephl. JlazepHele npunTepsl. Cpencrtsa
KONUpOBaHUS JOKyMeHTOB. CpencTtBa pa3sMHOXKEHHS JTOKYMEHTOB.
I'exrorpaduueckas neyars.

Tpadapernas TeyaTh. Odcernas revaTh.
Puzorpadsr.
JlonoTHUTEIBHBIE  CPE/ICTBA MOJITOTOBKH ~ TOKYMEHTOB.

Juxrodonnas TexHuka. CKaHUPYIOIIHE yCTPOHCTBA.

OCHOBBI
pelaKTUpOBaHUS
JIOKYMEHTOB

BBenenue. 3amaum mpenMera; €ro coAeprkaHue. 3HAUEHHE IperMeTa
st oBiaaeHus mpodeccuit. [loHATHE O MPAKTUYECKON CTHUIIUCTHKE.
OcHOBHBIE pa3ebl TEOPUH penakTupoBaHus. OCOOEHHOCTH OCHOBHBIX
pa3aenoB HayKH O si3bike. COBPEMEHHBIN PYCCKUM JTUTEPATyPHBIN SA3BIK.
OOmiee MOHATHE O COBPEMEHHOM pYCCKOM JIMTEPATypPHOM S3BIKE.
CTriii  COBPEMEHHOTO PYCCKOTO si3bIka. Jlekcmka u  ¢paseonorusi.
[Mapouumsr.  Ilepudpaszsl. CuHoHMMBI. OMOHUMBL.  AHTOHHUMBI.
[Ineonasmbr. TaBromoruu. CMBICTOBOM W CTHIMCTHYECKHUH OTOOpP
Jekcuyeckux cpeactB. OmmuOKku B JIEJIOBOM CTWIIE, CBS3aHHBIE C
MHOTO3HAYHOCThIO ciioBa. ®pazeosnorusi B neiaoBor peun. OmmoOKu,
CBSI3aHHBIC C yNOTpeOIeHNnEeM (hpa3eoqornyeckux 00OpPOTOB B JETOBOM
peun. CnenuanbpHas jekcuka. Tepmunosnorud. [lonsitue o TepMuHax u
tepmuHosioruu. Crydan mnepexoja TEPMHUHOB B pa3psiibl KHUKHBIX
cinoB. Tepmunonoruss nemoBod peun. [IpaBonucanne TEPMHUHOB,
ynoTpebnsieMblx B AenoBod  peun. OQUUIMANbHO-AETOBONH  CTUIb.
Onpenenenne ouUIIaTHLHO-IETOBOTO CTHIISL. Cnemuduka
JEIONIPOU3BOJICTBEHHOTO CTUIISI, YIETHBIX (hOpM JeNI0BOM HH(pOpMamum.
3BYKOBBIE JIOKyMEHTHI, TeJIe(QOHHBIE MEPETOBOPHI, paboTa C paruei u
nukToonoM. OcHOBHBIE TpaBuiia npousHomenus (opdosmus). Texer
CIIy’)KeOHOTO JTOKYMEHTa. BBl TEKCTOB MX CTHUJIEBBIE OCOOCHHOCTH.
[Tpo6nems! yHuukamu tekctoB. CripaBoYHbIE W3/IaHUSI IO PYCCKOMY
SI3bIKY W NpaKkTH4eckod cTuincThke. (OCHOBHBIE CBEIEHUS O
COBPEMEHHBIX  CJIOBapsX. OcHOBHbIE TIpaBUIa  TOJB30BAHUS
CIIPaBOYHBIMU H3JAHUSIMU 10 PYCCKOMY SI3BIKY M TMPAKTHYECKOMN
cTWIKMCTUKe. TpyAHble cllydan mpaBonucaHus. TpynHbele ciydau
MpaBOMUCAHUs INIACHBIX B KOpHE. [IpaBornucanne npucTaBok.

[TpaBomucanue CJIO’KHBIX u CJI0KHOCOKPAIIEHHBIX CJIOB.
[IpaBonucanue b 1 b B cioBax. [IpaBonucanue H ¥ HH BO BCEX YacTsX
peun. YmorpebieHne TPONUCHBIX OyKB. YTMOTpeOJICHHE MPOMUCHBIX
OykB B Ha3BaHUAX OpraHU3alMi, YUYPEXKIEHUH, MNpeInpusTHIA,
WHOCTpaHHBIX  (upM.  YmorpeOieHHEe  MNPOMHCHBIX OyKB B
CIIOHOCOKpAIIEHHBIX CIOBax M abOpeBwarypax. [IpaBumima mepeHoca
cinoB. Ilepenoc crnoB no cioram. Ciy4au OTCTYIJIEHHSI OT CJIOT'OBOTO
npunnuna. Mms cymiecTBuTenbHoe. TpyaHbie ciiydaw ynoTpeOieHUs
dbopM uMEH cyuiecTBUTENbHBIX. CTUINCTUYECKOE 3HAUEHNUE KaTEeropuu
ONyLIEBIEHHOCTH — HEOAYLIEBIEHHOCTU. TpyaHbIE Cllydyau HaIlMCAHUS
uMEH  cymecTBUTeNbHbIX. WM mnpunaratensHoe. OcoOGeHHOCTH
oOpa3oBanusi ¥  ynorpeOieHuss ¢GopM  CTENeHel  CpaBHEHUS
npwiarareabHbIX. OmuOKku B 00pa30BaHUM M YIIOTPEOJIEHUN MPOCTHIX U
CIIOXKHBIX CTENeHel cpaBHeHUs. TpyaHbIe ciiydyau ynotpedieHus Gopm
uMEH mpuiaraTenbHbiX. WMMa uucnutenbHoe. TpyaHble ciayyau
ynotrpebneHuss WMEH  YHCIUTENbHBIX. [lpaBuna  mpaBomucaHUs
YUCIUTENBbHBIX. Mectoumenue. Paspsnbl mectonmMenwit. OmmoOKH,




BO3HMKAIOIINE NP OTHECEHUU JUYHOIO MECTOMMEHHMS K HECKOJIBKUM
IPEIIECTBYOLUM emMy CYILIECTBUTEIILHBIM. Ocobennoctu
yOOTpeOJIeHUsT MPUTSKATETBHBIX U BO3BPATHBIX  MECTOMMEHHM.
Ommbxu, cBsi3aHHbIE C MX ynoTpeOneHueM. OmmMOKH, CBS3aHHBIE C
ynotpeOieHueM wMecTtouMeHust «IT1o». [maron. TpymHbeie ciaydan
ynotpebnenust ¢opm raaroia. opMbl COBEPIIEHHOTO BUAA TJIaroia ¢
MpUCTaBKOM «3a» (TUIAa «3aBU3UPOBAThY») B JeN0BOM peun. Kareropus
JEMCTBUTENIFHOTO M CTpajaTesibHOro 3anoroB. Ciay4yaw ommOOYHOTO
ynoTpeOaeHus] BO3BPATHBIX TJIArojoOB CO CTPAAATEIbHBIM 3HAUCHHEM.
[Ipuuyactue. CuHoHMMHYeckue (OpPMBI MpUYACTUH (apxauuyeckas Hu
coBpeMeHHas1). x ymotpebieHue B JIUTEpaTypHOM s3bIKe. TpyaHbIe
Clly4ad HamucaHusl mpuyactuii. TpyaHbIe ciiydan ynorpedieHus ¢popm
neenpudactuii. OmmOKku B JCJIOBOM  CTWJIE, CBSI3aHHBIE C
ynotpebnenuem gaeenpuuyactuil. Hapeuwme. Paspsasl Hapeuuit 1o
Ha3HAYCHHIO. YTIOTpeOIeHNE CI0XKHBIX CTETIEHEN CPaBHEHUS B JIEJIOBOM
crune. IIpenmoru. Ilpemnoru, pacnpocTpaHEHHBIE B HEUTPAIbHOM U
oQUIHMaTBbHO-/1eI0BOM cTuie. TpyaHble ciayyau HalyCaHus MPeioTroB.
Hosbie npemiorn tuna «B npeney», «Ilo nunum». Coro3bl U YaCTHIIBI.
Tpyanble cirydan ynotpeOieHus CO030B U YaCTHII.

I'nmaBHble uneHbl npeanokeHus. CoriacoBaHHbIE M HECOTJIACOBAHHBIE
onpeneneHus. OmuOKA TPU  COTJACOBAHWUU  ONpENCNeHUH ¢
CYyILECTBUTENBbHBIMU. OCHOBHBIE BAPUAHTBI COTIACOBAHUS CKAa3yEeMOTO C
MOJJIEKAIIUM B TEKCTax JOKyMEHTOB. Cka3yemoe INpHU IOJJIeKAIEM,
BBIPQXCHHOM COYETAHUEM CYIIECTBUTENBHOIO C KOJWYECTBEHHBIM
yucauTeNnbHbIM. CKa3zyemMoe NpH NOJJIEkKAIIEM CO CJIOBAMHM THIIA:
«bonpmHCTBO», «MHOrO», «bonmee» u  T.A.  YHOpasicHHE.
OpnHococraBHOe mpemoxkeHue. OMHOPOIHBIE YJIEHBI IPEUIOKEHUS.
CrnosxHble CHHTaKCHYECKUE KOHCTPYKIMH. [IpsiMast 1 KOCBEHHas peyb.
[IpenBapuTenbHOE YTEHHE TEKCTA, MPOBEPKa (PaKTUYECKOro MaTepuana.
Bunsl npaBku Tekcra. TexHHKaA IPaBKU TEKCTA.

Opranu3anoHHO-NeIArornyeckne ycJ0BHUsl peaju3aniu NporpaMmbl:
MatepuanbHO-TEXHUYECKOE 0OecriedeHrne 00pa3oBaTeIbHOTO MpoIiecca.

Peanuzamus Ilporpammbl  o0ecrieurBaeTcs HAJIUYHUEM MaTepPHATbHO-TEXHUUYECKON
0a3pl, CIOCOOCTBYIOIIECH NPOBEJCHUIO BCEX BHUJIOB 3aHATHH, y4yeOHOW NPaKTUKH,
peTyCMOTPeHHON y4eOHbIM miiaHoM. COCTOsIHHE MaTepuajbHO— TEXHHUYECKOW 0a3bl
COOTBETCTBYET JACHCTBYIOIIUM CAHUTAPHBIM U IPOTHUBOMOKAPHBIM HOPMaM.

Anpec (mectomonoxxenue) 3manus: benropoackas o0macth, SIKOBIIEBCKHU p-OH, I
SlkoBneBo, yi. YTIOBCKOTO, 1.3.

[lepeuenr KaOMHETOB, JTAOOpPATOPHIl COOTBETCTBYET CTaHAAPTYy W CHOPMHUPOBAH C
y4eTOM NMPOQHIIsi MOATOTOBKY CHEIIHAINCTOB:

KaOuneTtsr: Ne ka0.
OCHOB JICJIONPOU3BOJICTBA; OCHOB JIEJIOBOM KYJIBTYPHI. 34
3abr:

OMOIMOTEeKa, YNTAIBHBIN 3aJ1 C BEIXOJIOM B ceTh IHTepHET; +
aKTOBBIM 3. +

Kanposoe obecnieuenne o6pa3oBaTeIbHOIO npouecca.
TpeGoBanus K KBaTH(PUKAMK TEAATOTHUYECKUX KaJpOB, OOECTICUHBAIONIUX
oOyuenue no I[Iporpamme: mpemnonaBareib AOHKEH UMETh BhICHIee 0Opa3oBaHHUE WK
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cpenHee mpodeccuoHanbHOe 00Pa30BaHKUE U OMBIT MPAKTUUYECKON pabOThl HE MEHEe 2-
X JIET IO COOTBETCTBYIOLIEMY MPODUITIO MTPENOIaBAEMON TUCUUIIITUHBL (MOAYJIs).

OneHoYHbIE MaTepHAIbl MPOMEKYTOYHOM aTTeCcTalluy MPEACTABICHbI B pab0UunX
nporpaMmax.

Htorosas arrectanusi npoxoguT B (opme KBaIU(PUKAIIMOHHOTO 3K3aMeHa,
KOTOPBIN BKJIIOYAET B ceOsl MPAKTUYECKYI0 KBATU(PUKAIMOHHYIO pabOTy U MPOBEPKY
TEOPETHUUECKUX 3HAHUU B Mpejenax KBaTM(UKAMOHHBIX TpeOOBaHUH MO mpodeccuu
21299 Jlenonpouzsooumens ¢ yuerom Ilpodeccuonanbuoro cranmapra Cneyuanucm
no  OpP2aHU3AUUOHHOMY U  OOKYMEHMAYUOHHOMY  O0becneyeHuro  ynpaenienusl
opeanuzayueu (yTB. MpUKa3oM MHHHUCTEpPCTBA TpyAa U COLMaNbHOUN 3amuTbl PO oT
15.06.2020 r. Ne 333H). K npoBenennio kBanu(puKanoOHHOTO SK3aMeHa MPUBJIEKAIOTCSA
MIPEACTaBUTENH padoTOAATENCH, UX OOHETMHCHUM.
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YUYEBHBIA ILIAH

[TporpamMmel mpodeccruoHanbHOT0 00ydeHus: 1o mpodeccruu
«JlenmonmpouzBoautenby (21299)

Cpoxku o0y4eHus

No DopmbI
. Kypcel, npeameTsl 2 rona ArrecTaim
4 yaca B HEIEIIO
1. Teopemuueckoe obyuenue no npogeccuu
1.1. | DxoHOMHYECKHUI KypC
1.1.1. | OCHOBBI PKOHOMUKH OpTaHU3alIUU 4 3a4eT
1.2. | Texamueckuii  (OOIIETEXHUYECKUNA U
OTPACIIEBOI) KypC
1.2.1. | lenoBas KyJbTypa 4 3a4yer
1.2.2. | Oxpana Tpyna 6 3a4yer
1.3. | CneunanbHbIi KypC
1.3.1 | JIoKyMEeHTalOHHOE obecneuenue | 32 3a4er
NEeSATEIbHOCTH OpraHu3aluu
1.3.2. | Opranu3anoHHasi TEXHUKA 7 3a4eT
1.3.3. | OCHOBBI peTaKTUPOBAHHUS JOKYMEHTOB 19 3a4eT
2. IIpakmuueckoe 0byyeHue
2.1. | YueOHas npakTuka 120
2.2. | IIpousBojacTBEHHAs MPAKTUKA 60
Keanugurayuonnwiii sx3amen 4
Uroro: 256
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PABOYAS [TIPOITPAMMA MOIVIJIA « IEJIOBASA KYJIBTYPA»
[TOACHUTEJIbHAS 3AIINCKA

[enb peanu3anuu NporpaMMbl U TUIAHUPYEMBIE PE3yJIbTaThl 00yUYEHUs

Pabouas mporpamma Moxnyns «/lenosas Kynvmypay» SBISETCS YacTbIO OCHOBHOM

nporpamMmbl  MpodecCUOHANBHOTO O0y4eHHs] 1O MpodhecCUOHANBHOM MOArOTOBKE
«/J1enonpon3BOIUTENbY.
B pe3ynpTaTe 0CBOCHHS MOIYJIA CIOyIIATEb JOHKEH YMETh!

coOII0AaTh MpaBmiia MPo(hecCHOHATBHON STUKY;

NPUMEHSTh Pa3IUYHbIE CPEICTBA, TEXHUKU U MpUeMbl 3(PPEeKTUBHOTO OOIICHUS
B IPO(heCCHOHATILHOM A TENbHOCTH;

UCIIONIb30BAaTh  TPUEMbl  CaMOpPETYJSIUH  TOBEACHUS B nporecce
MEXKJIMIYHOCTHOI'O OOIICHUS,

OTIpPEAENATh TAKTUKY MOBEJACHUS B KOH(IUKTHBIX CHUTYyallUsSX, BOSHUKAIOIIUX B
npo¢ecCUOHATBHON 1eATEIbHOCTH;

coOuoaaTh TpeOOBaHUS K KYJIBTYpE PEUX U 3JIEMEHTBI PEUEBOTO ITHKETA. 3HATD:
IICUXOJIOTHYECKNUE OCHOBBI OOILIEHHS, HOPMBI M MpaBUJa IOBEACHUS, ITHKY
npo¢eCCUOHATBHBIX OTHOIIEHUI, METO/Ib M CPENICTBA JIEJIOBOTO OOIICHHUS.

Ha peanuzamnuto PaGoueit nmporpammel oTBoauTcs 4 daca.
3aBepaercs oOydeHue 1o y4ueOHOMI JOVCLUIUINHE IPOBEJACHUEM
auQdepeHIPOBAHHOTO 3a4ETa.
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YYEBHO-TEMATHUYECKUU ITJIAH U COJAEP)KAHUE MOJYJIA «JEJTOBAS KYJIBTYPAy

Ne | HaumenoBanue teMm | Conmepkanue OOmumii | B TOM YuCIIE VYuebnas | [IpousBojacTtBeH | ATrecranus,
n/n 00BEM IIPAKTHUKA, | Hasl IpPaKTHKa Jac.
4acoB Jlexnm, IIpaxTuaec gac.
qac. KHE, Jac.
1. [TpodeccuonanpHas Ortrueckas KyaeTypa. Mopais, 3THKa, 1 1
STHUKA HPaBCTBEHHOCTh. OCHOBHBIE KaTeTOpUH
stuku. [TonsTue stuketa. [Ipodeccronanbhas
ITHKA.
[IpodeccrnonanbHbIe MOPAIbHBIE HOPMBI:
BEXJIMBOCTh, KOPPEKTHOCTh, TAKT, YYBCTBO
MEpBHL.
2. Bep6ansHoe n [Monsitue ob6menus. [lenoBoe oOmeHwue. 1 1
HepepbanbHoe 00mmenue | Kynprypa obmenus. [lonstue BepbaabHOro u
HeBepOanpHOTO 00mIeHus. OOpaTHas CBS3b.
Tute1 BOIPOCOB. 0COOCHHOCTH PEYEBOTO
3THKETA B MPO(HEeCCHOHAIBLHOM OOIIECHUH.
Buner HeBepOanbHBIX CPEJICTB OOIIECHUS.
Texauku obmenus. [loanmanne u
BOCITPHUSTHE B TIPOIECCE OOIICHUS
3. [IposiBnenue Temnepamenrt u ero tumsl. [lonstue gwyBctBa 1 | | 1
VHIUBH Y aIbHBIX sMouud. [Ipuémel camoperyisiuu.
0cobeHHOCTeE Kondmukt. CtpaTernu noseaeHus B
MAHOCTH B KOH(IUKTHOH cutyanuu. Kyiasrypa
MPO(ECCHOHATHHOM npeoOpa3oBaHus U pa3pelIeHuss KOH(PIUKTOB.
oO01eHnu
4. JuddepennrpoBaHHbIi 1 1
3a4€ET
UTOTO 4 4 3 1
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MATEPUAJIBHO-TEXHUYECKOE U THOOPMALIMOHHOE OBECITEYEHUE,
HEOBXOJIUMOE JIJ11 OCBOEHHS PABOYEN ITPOT'PAMMBI
MartepuanbHO-TEXHUYECKOE 0OecriedeHne
[IporpamMma npenmnonaraetr Hajauuue yueOHOro kabuHeTa. 000pyA0BaHHOTO:

- TIOCAJI0YHBIMH MECTAMH MO KOJIHUYECTBY 00YyYaroMInXCs;

- pabo4nM MeCTOM IpEernoaBaTes;

- KOMIBIOTEpaMHu;

- VHTEPAaKTMBHOM JOCKOM WM MYJbTUMEIUWHBIM KOMILJIEKCOM c
JUUEH3UOHHBIM  TPOrPAMMHBIM ~ OOECHEYeHHEM;  KOMIUIEKCOM  Y4eOHO-
METOIMYECKON TOKYMEHTAIUH.

NudopmarmonHoe odecreueHre o0ydeHus
OcHoBHblIe UCMOYHUKU, 3AKOHOOAMeNbHble U HOPMAMUGHblEe OOKYMEHMbl, 3JIeKMPOHHbIE
pecypcol
OCHOBHBIE HICTOYHUKHU
Hlenamosa I'.M., JlenoBast KyJpTypa U IICUXOJOTHUs oOuieHus:: Y4yebHoe nocodue. — M.:
«Axagemus», 2015 - 175c.
JlenoBoe oOmieHne [DnexkTpoHHBIH pecypc]: YueOHoe mocobume / ABt.-coct. U. H.
Ky3nenos. - 5-e u3a. - M.: JlamkoB u K, 2015
JlomomHUTEIbHBIE NCTOYHUKHN
Ho6poBuu A. CuctemaTtuka obmenus / B xH.: [Icuxomorus BausiHUS:
Xpecromarus. — CII6., 2008.
3BepeBa E.H. OcHoBbl KynbTyphl peun: Teopetnueckuid Kkypc. — M.: N3.
IHentp EAOU, 2008.
Kazapuera O.M. Kynberypa pedeBoro odmenus. — M., 2009.
OCHOBBI KYJIBTYPbI TPO(PECCUOHATILHOTO OOIIEHUS: YUEOHUK I CTY. YUPEKICHUN HaY.
npod. obpazopanus / I'. M. lllenamoBa. — 2-¢ u3j., cTep.
— M.: U3narenbckuid neHTp «Akagemus», 2013. — 160 c.

OLEHOYHLIE MATEPUAJIBI

[lepeyenr BompocoB Kk muddepeHIIMpOBaHHOMY 3adeTy 1o Moayio «J/lemoBas
KYJIbTYpa»

Packponre nonstre dTHKA.

Packpoiite nonstue npodeccuoHagbHas ITHKA.

OnummTe npaBuiia AeJI0BOr0 OOIIEHHUS.

OO6ocHyliTe BblpaxkeHHue: «Mopaib BBICTYNAET KaK PEryJsaTOp ENOBBIX OTHOILIECHUH C
OPYTUMH JIFOABMI.

Packpoiite nonsitue o6mienue. [IpaBuia oomeHus.

HazoBute cTpyKTypHbIE KOMIIOHEHTHI OOILIEHHUS.

OnuiunTre NOBEAECHYECKHE XaPAKTEPUCTUKN CAHTBUHHKA.

OnuimuTe NOBENCHUYECKUE XapaKTePUCTUKH (prrierMaTuka.

Onuiure NoBeAEHYECKUE XapAKTEPUCTUKU XOJIEPHKA.

OnuinTte NOBeACHYECKUE XapAKTEPUCTUKHU METAaHXOJIMKA.

OObsacHUTE pa3Iuyus 1€I0BON Oeceqbl OT APYHKECKOM.

Packpoiite ycnoBus 1€J10BOTO KOHTAKTA.

Pacckaxute 0 HeBepOaTbHOM OOIICHHH.
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OOBsicHHTE, UeM BepOAIbHOE OOIIIEHNEe OTIMYAETCsl OT HEBEpOaILHOTO.
OOBsCHUTE YMEHHUE CITyIIATh.

Pacckaxxute 0 Ae10BOM TeI€POHHOM JTUAJIOTe.

Packpoiite moHsTHEe KOHMIUKT.

Pacckaxxute 0 cTpareruu nmoBeAeHus «60pp0ay.

Pacckaxkute 0 cTpaTeruu MoBEACHUS «yXOI».

Pacckaxkute 0 cTpaTrernu moBeACHUS «IPUCTIOCOOICHUE.

Pacckaxxute 0 cTpaTternu moBeACHUS «KOMIPOMUCCH.

Pacckaxxute 0 cTpaTternu moBeACHUs «COTPYIHUYECTBOY.

Pacckaxure 00 a3 PpekTUBHBIX crioco0ax paspenieHrs KOHQIUKTa.
HazoBute cTpaTeruv nmoBeeHus B KOHMOIUKTHOW CUTYAIIHH.

HazoBute THITBI BOIPOCOB.

OOBsCHUTE pa3HUILY MEXTy OTKPBITBIM U 3aKPBITHIM THIIAMH BOIIPOCOB.
[TpuBenuTe mpuMep aTbTEPHATUBHOTO THIA BOIIPOCA.
METOJNYECKHUE MATEPUAJIbBI

MeTtoauueckas pa3paboTKa 3aHATHSA

Tema: IIpodeccronanbHas 3THKA.

[lenb: naTe MOpeaCTaBIEHHE O TMOHATHAX: OTHYEecKas KyJbTypa. Mopanb, 3THKA,
HpaBCTBEHHOCTh. OCHOBHBIE KaTeropuu 3THKHU. [lonsrue stukera. IlpodeccrnonanpHast
stuka. llpodeccroHambHbIe MOpanibHBIE HOPMBI: BEXKIHBOCTh, KOPPEKTHOCTh, TaKT,
qyBCTBO MEPBHI.

Marepuainsl u 060pyI0BaHUE: FIEKTPOHHBIE BUACOMATEPUAIIBL, HOYTOYK; IPOCKTOP.

MaTepI/IaJ'II:I K 3aHATHIO

C 1peBHMX BpEeMEH B JICJIOBBIX OTHOIIEHUSX OOJIBIIOEC 3HAYCHUE MpHUAaBaIU
HEOOXOAMMOCTH YUYUTHIBATh STUYECKHNE HOPMBI U TIeHHOCTH. OCOOCHHO MOYEePKUBAIOCH
ux BiausiHUE Ha d(ddexTuBHOCTH Benenus nein. [IpodeccrmonambHBIMU HPaBCTBEHHBIMU
HOpMaMH OBLTM M OCTAIOTCS BEXJIMBOCTh, NPEIYNPEAUTCILHOCTh, TAKTUYHOCTD,
TpyAoooue. BeXIMBOCTh — 3TO BBIPaKEHUE YBAKUTEIBHOTO OTHOIICHUS K APYrUM
moasM. B OCHOBE BEXIIMBOCTH JIGKUT JTOOPOKEITATEILHOCTh, KOTOpAs MPEXKIE BCETO
MPOSIBIIACTCS. B NMPUBETCTBUSAX U MOXKelaHusx. Hampumep, Mbl xkenaem JoOpoill HOYW,
n00poro yTpa, yCrexoB, 310poBbs U T. 1. [Ipu 06ciIyKuBaHUU KIMEHTOB MEPBOE, C YETO
HayuHaeT oOlIeHue mpodeccuoHal, — C MPUBETCTBUSA. BeXIMBBIA 4eloBeK elle u
NpEayNpPEaUTENIbHBINA YEJI0BEK, OH MEPBBIM YCTYNUT MECTO B TPAHCIOPTE, MPUIACPKUT
nBepb U T. 1. CpoJHU BEXJIMBOCTH HPABCTBEHHAs HOPMAa — KOPPEKTHOCThb, KOTOpas
O3HayaeT YMEHUE JIepKaThb ceOsl B paMKaxX MPUJINYUS B JIFOOBIX CUTYAIUSIX U OCOOEHHO B
kKoH(IUKTHBIX. KOoppekTHOE moBeeHrne nposIBIsSETCS] B YMEHUHU BBICIYIIATh MapTHEPA, B
CTPEMJICHUH TMOHSTH €ro TOUKY 3peHUs. BEXKINBOCTh U KOPPEKTHOCTH 00YCIIOBIMBAIOTCS
TAKTOM M YyBCTBOM MEPBI. bbITh TAKTUYHBIM — 3HAYUT YMEJO CAENIATh 3aMEYaHUE, HE
YHIKAasg JOCTOMHCTBO 4YEJIOBEKA, IPEIOCTABUTH €My BO3MOXHOCTb BBIATH U3
3aTPYAHEHHUS] C YECThIO. BOCHHWTAaHHBIM, TAKTUYHBIA YEJIOBEK HE 3aMEYaeT MEJKUX
OIUTONTHOCTEW JApyroro. TakT— 93TO BHYTPEHHEE UYyThe, KOTOPOE BHIpAOATHIBACTCS
4eJoBeKoM B mporecce oOmeHus. COBOKYIMHOCTh HPABCTBEHHBIX HOPM, KOTOpPBIC
OTIPENEISIOT OTHOIIEHUE YeJIOBeKa K CBOeMY MPO(eCCHOHAIBHOMY JOJTY, BXOIUT B

16



noHstTHe mnpodeccuoHanbHas 3Tuka. K HEKOTOpeIM BHAaM MNpodhecCHOHAIbHOM
AESITeIbHOCTH OOIIECTBO MPEIBSIBIISET NOBBIIIEHHBIE MOPaJIbHbIE TPEOOBAHUS, BEICOKYIO
KBIM(UKAIMIO TPH HCIOJHEHUH CBOUX MPOQPECCHOHANBHBIX OOA3aHHOCTEH. ITO
npodeccuu chep yciyr, TpaHCIOPTA, 3APABOOXPAHEHUS, YIPABICHUS, BOCIUTAHUSI U UM
NOMOOHBIX, TaK KakK OOBEKTaMHU JESITENBHOCTH 3TUX MNPO(ECCHOHANBHBIX TPy
aBistoTes moAau. Kaxkaelid Bua npoecCHoHaIbHONW ATHKHU OIpeeNsieTcs: cBoeodpazueM
npo(ecCHOHANBHON JEesTeIbHOCTY M HMEET CBOM cheuurduyeckue TpeOOoBaHUs B
o0JacTu MOpaJH.

KOHTpOJIBHBIe BOIIPOCHKI:

1. YTo BXOAUT B MOHATHE «IIPO(PeccCHOHaNbHAS dTUKA»?
Cdopmynupyiite npaBuiia IpoPeCCUOHAIBHON ITUKU JEIOMPOU3BOAUTEIIS.

17



PABOYAS [TPOTPAMMA MOJVYJIA «OXPAHA TPYIA»
[TOACHUTEJIBHASA 3AIINCKA
[enb peanu3anuu MporpaMMbl U IJIaHUPyeMbIe Pe3yJIbTaThl 00yUeHuUs

Pabouass mporpamma wmonynsa «Oxpana mpyoa» SBISETCA YaCTbIO IMPOTPaMMBbI

npodeccuonanbHoro 00ydenus mo npodeccun «/lenonpousBogutens». Ha ocHoBanuu

npodeccuoHanpHoro  cranpapra  Cneyuanucm — no  OpeaHUBAUUOHHOMY U

OOKYMEeHMAayuoHHOMY 0OecneyeHuro ynpasieHus opeanusayuel u ¢ yaéToMm TpeOOBaHHIA

3aKa34MKa B pe3yJbTaTe OCBOCHUS MOAYJISI CIYIIATENb JOKEH yMETh:

- BBITIOJIHATH TPEOOBaHMsI OXpaHbl TPY/a;

- BBISIBJISITH OMACHBIE U BpPEAHbIE MTPOU3BOACTBEHHBIE (PAKTOPHI M COOTBETCTBYIOIINE UM
PUCKH, CBSI3aHHbIE C TMPOLUIBIMH, HACTOAIIMMU WM I[JIAHUPYEMBIMU BHJIAMHU
npodeccuoHanbHOM eI TeIbHOCTH;

- ICTIOJIb30BaTh CPEACTBA KOJUIEKTUBHOW M MHIMBUIyalbHOW 3alIUTHl B COOTBETCTBUU C
XapaKTEPOM BBITIOJIHSIEMON MPOPECCUOHAIBHON AESTENbHOCTH;

- BBIpa0baThiBaTh M KOHTPOJMPOBATh HABBIKM, HEOOXOJUMBIE [JISI  JTIOCTHIKCHUS
TpeOyeMoro ypoBHsI 0€30MMaCHOCTH TPYa;

3HATB!

- MpaBuJjia OpraHu3aluy Tpyaa U pabouero MecTa;

- CHCTEMBI YIIPABJICHUSI OXPAHOM TPy/Aa B OpraHU3aIuy;

-3aKOHbl ¥ HHbIE HOPMATHUBHBIE TPABOBBIE AKThHI, COJAEPIKAIIUE TOCYJapCTBEHHBIC
HOpPMaTUBHBIE TPEOOBAHUS OXPAHbI TPY/Ia, PACIIPOCTPAHAIOIINECS HA

- IeSITEIBHOCTh OpraHU3alli;

- 00s13aHHOCTH paOOTHUKOB B 00JIACTH OXpaHbI TPY/a;

- akTHUECKHE WK MTOTEHI[MATbHBIE MMOCIEICTBHUSI COOCTBEHHOM JESITENbHOCTH

- (wm Oe37eHCTBYS) M UX BIMSHUE Ha YPOBEHb 0€30MacHOCTH TPY/a;

- BOBMOXKHbBIE  TOCJEACTBUSL  HECOONIIOACHUS  TEXHOJOTUYECKHX  IPOIECCOB U
IPOU3BOICTBEHHBIX MHCTPYKIIHIA;

- IOPSJIOK ¥ IEPUOJUYHOCTDh HHCTPYKTUPOBAHMUS;

- IOPSIIOK XpaHEHHUs] U HCIOJb30BAHUS CPEACTB KOJUIEKTUBHON W HMHIWBHIYaJbHOM
3aIUTHI.

B pesynbpTaTe ocBOEHUS MPOrpaMMbl 00YYarOIIUNACS TOJKEH MPHOOPECTH HEOOXOAUMBIE

3HaHWA  OTHOCHTENHHO  TpeOOBaHMII  OXpaHbl  TpyAa,  MPELYyCMOTPEHHBIX

npodeccuoHanbHbIM  cTaHgaptoM  «Cneyuanucm  nO  OpeaAHU3AYUOHHOMY U

OOKYMEeHMAayuoHHOMY obecneueHuro ynpaeienus opeanuzayuer» B 0000IIEHHOM

TpyZioBoN dyHKUUU J[oKyMeHmayuonHoe obecneyenue OeamerbHOCmU Op2aHu3ayuu, a

TaKKe TPYIOBBIX (QYHKIUSAX oOpeanuzayus pabomvl ¢ OOKYMEHMAMU, OpSAHU3AYUsL

mexyuje2o Xpamenusi OOKYMeHmos, opeanuzayusi oopabomxu oen 011 NOCaedyrue2o

XpaHeHusl.

B cootBeTcTBUM ¢ TpeOOBaHUSAMH, YKa3aHHbIMU B KBanupukanmoHHOM CHpPaBOYHUKE

JOJDKHOCTEN PpPYKOBOAMUTENEH, CIHEUUATUCTOB U JAPYTHX CiHyKalux 4e u3JaHue

(yrBepknaeH moctaHoBieHueM Muntpyaa P® ot 21 aBrycrta 1998 1. Ne 37 ¢

u3MeHeHussMu oT 27 mapra 2018 r.), oOydaromuiics dowcen 3namy MpaBuiIa U HOPMbI

OXpaHbl  TpyJda, TEXHUKH O€30MacHOCTH, MPOU3BOJICTBEHHON  CaHUTapuu W

IIPOTUBOITOKAPHOM 3aILUTHI.

Ha peamuzamuio PaGouelt mporpaMmbl OTBOIUTCS 6 4acoB. 3aBepiiaeTcs OOy4YeHHE IO

y4ueOHOMI JTUCLUUIUINHE MPOBEJICHUEM mddepeHITupOBaHHOTO 3auéra.
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YYEBHO-TEMATHUYECKWH ITJIAH U COJJEP)KAHUE MOJYJISI «OXPAHA TPYJIA»

Ne | HamMmeHOBaHUeE TeM OO6mwmit | B TOM YHCIIe VYuebnas | [IpousBoxa | Atrecramus,
/o 00BEM IIPAKTUKA | CTBEHHas | 4ac.
4aCOB Jlextmn, | IlpakTudeckue, | yqc. IIPaKTHKA
gac. gac. yac.
5. | OcHOBHBIE TIOJNIOKEHUSI TpyAOBOro mpaBa Bl 1
Poccuiickon @enepanmu
6. | Opranm3zanusi paboTel 1O oOxpaHe Tpyaa Hal|l 1
IPEANPUATUN
7. | OcHOBHBIE BpEIHBIE 51 onacHsle | 1 1
MPOU3BOJCTBEHHbIE (DAKTOPBI, HX BIUSHUE Ha
3JI0POBhE PAOOTAFOIINX
8. | OCHOBHBIE MIOHATHUS 00 OMACHOCTH MEKTPUIECKOTO | 1 1
Toka. OCHOBHBIE  TIOHATHUS O  IOYKapHOM
0€30MacHOCTH U TOPSJIOK JCHCTBHUS pPaOOTHHUKOB
IIPU O)Kape
9. [Topsimok pacciegoBaHUsS HECHYACTHBIX clydaeB Ha| | 1
npousBoacTBe.  [Ipumembl  oOkazaHus — mepBOU
TOBpaueOHON METUITMHCKON TTOMOIITH
10. | M3yuenne MHCTPYKIMHU MO OXpaHe Tpy/aa Mo Bugam | 1 1
pa6ot. IuddepennupoBanubiii 3a4ET
UTOI'O 6 5 1
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COJIEPKAHUE

Tema 1 OcHoBHbIE TOJOXEHHS 3aKOHOAATENbCTBA TPYJOBOro mpasa B Poccwuiickoii
®enepanun. [IpaBuna BHyTpeHHET0 TPYAOBOTO PaclopsIka Ha MPEeIIpUsTHIX
O3HakomJIeHHE C TMpaBWJIaMU BHYTPEHHErO TPYZOBOTO pacnopsaka. OOs3aHHOCTH U
npaBa paOOTHUKOB, MpaBUJia pUeMa M YBOJbHEHHs. 3aKOHOATEILHOE PETyIUpOBaHHE
pabouero BpeMEHM M BPEMEHH OTHAbIXa pa3IM4YHBIX KaTeropuii pabOTHUKOB.
OO6s13aHHOCTH paboToAaTesns Mo OOECHEeUEHUI0 OXpaHbl TpyJAa Ha MpeAnpusTHH. Buibl
HaKa3aHWil 3a JOMyIIEHHbIC HApyIIeHHs B paboTe W MOOMIPEHHU 3a JOOPOCOBECTHBIH
TpyA. JIBroThl M KOMIIEHCAIIMH 32 BBIMOJIHEHUE TSHKEIBIX paboT U paboT C BPEAHBIMH U
OTIACHBIMU YCJIOBUSIMH TPYAA.

[TorTHOMOYMS TPYIOBBIX KOJUIEKTUBOB, UX MPEJICTABUTEIHHBIX OPraHOB M OOIIECTBEHHBIX
OpraHu3alliii B YCTAaHOBJICHHH COIUAIBHO-TPYAOBBIX OTHOIICHUH, PEIICHHE TPYIOBBIX
cnopoB. KomiekTuBHbIi norosop. ConuanbHOE CTpaXOBAHUE.

Tema 2 Opranuszanus padoThl IO OXpaHe TpyJa Ha NPeINpUSTUN

OO0mue NpUHIKUIIBI OpraHu3aluu padoThl O OXpaHe Tpyaa Ha npeanpustuu. Ciyxoa
OXpaHbl Tpya, ee PyHKIIMU U OCHOBHbIE 3a1auu. [IpoBeeHre 00ydyeHust 1 HTHCTPYKTaxKa
10 OXpaHe TPYJla Ha IPEANPUATUH.

Tema 3

OcHOBHbIE BpeJHbIEC U OMACHbIE MTPOU3BOJACTBEHHBIE (PAKTOPHI, X BIMSHHUE Ha 3I0POBHE
paboTtatonux. ['uruena Tpyaa v mpou3BOJCTBEHHAS] CAHUTAPHSL.

Ha3znauenne W mMOPSAOK MpenBAPUTENBHBIX M MPOPUIAKTUYECKUX MEIUIIMHCKUX
OCMOTPOB paOOTHUKOB

[TonsitTue 00 ycnmoBHsIX TpyJa, OMAaCHbIE M BPEIHBIE MPOU3BOACTBEHHBIE (PAKTOPBI, MX
KiIaccupuKalys ¢ BIUSHUE HA OpPraHu3M 4enoBeKka. [IpUHIUIBI HOPMHPOBAHUS
apaMeTpoB BPEAHBIX MPOU3BOJACTBEHHBIX (DAKTOPOB, OpraHU3alsl MPOU3BOICTBEHHOTO
KOHTPOJIL 32 YPOBHEM BpEIHBIX IPOM3BOACTBEHHBIX (PAKTOPOB. ATTecTalus pabouux
MECT IO YCJIOBUSM TpyJa. OCHOBHBIE INOJOXKEHUS IPOU3BOJICTBEHHON CaHUTApUU.
Ha3nauenne u opraHusaunys MNOpeABAapUTEIbHBIX M MEPUOJUYECKUX MEIULUHCKHUX
OCMOTpPOB paboTHUKOB. [lopsanok obecrieyeHus: paOOTHUKOB CHELMAIBHOM OJEXKI0M,
CHELMAIBHON 00YBbIO U JPYTMMHU CPEACTBAMU UHIAUBUAYATbHON 3aLUTHI.

Tema 4 OcHoBHBIE MOHATUSL 00 OMACHOCTH ANEKTPUUYECKOTO TOKa. OCHOBHBIC MOHATHUS O
MOKapHOU OE€30MaCHOCTH U MOPSAIOK NeUCTBUS PaOOTHUKOB MPH MOXKape

[TonsiTe sneKTpOOE30mMacHOCTH. JIeHCTBUE 3NEKTPUYECKOrO0 TOKAa U AJNEKTPUUYECKUX
MOJIEM Ha OpraHU3M 4YesioBeKa. THUIHYHbBIE CIydand MOPaKEHUs YEIOBEKa 3IEKTPUIECKUM
TOKOM. TeXHHYECKMe U  OpPraHU3alMOHHBIE MEPONPHUATHS 1O  OOECIEeUEHUI0
anekTpoOe3onacHocTd. MHAMBUAyallbHBIE CpeAcTBa  3allUThl  Npu  padbore B
ANEeKTpOoycTaHOBKAaxX. [IprumHBI BO3HMKHOBEHHSA MOXapoB. OCHOBHBIE NOPAXKAOIINE
¢dakroppl mnpu mnoxape. Mepsl mnpeaynpexaeHus Mnoxapon. Ilopsnok XpaHeHMs
MO’KapOONACHBIX BEIIECTB M MarepuanoB. (OOecrieueHuEe IOMEIIEHUNH CpeCTBaMU
NOXKapOoTyleHusl. JIeHCTBUS MOJDKHOCTHBIX JMII M paOOTHHUKOB MPEINPHUITHS 10
JUKBUJALMM TOKapa W ero mnocienctBui. [lnaHel JUKBUZALUMU U OPEAYNPEXKICHUSL
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IMOKapoB, IUJIAaHBI JSBaAKyallMUW IIpW II0Kapax. HpaBI/ma IMOJIb30BaAHWA TICPBUYHBIMHA
cpe€acTBaMu MOXKAPOTYHICHHUA, MECTA UX PACIIOJIOKCHUA.

Tema 5 Ilopsiaok paccnenoBaHusl HECUACTHBIX CIy4aeB Ha IPOU3BOJICTBE.

[Ipuembl okazaHus MepBOM JOBpauyeOHOW MeIUIIMHCKOM oMoty [loHsTHEe HecuacTHOTO
ciyyasi Ha npou3BozcTBe. [lopsanok paccienoBanus, opOpMICHHS U yuyeTa HECUACTHBIX
ciyyaeB Ha mnpousBojactBe. llonstue mnpodeccuonansHoro 3aboneBanud. I[lopsoox
paccienoBanust TmpodeccroHanbHbIX 3a0osieBanmii. OkazaHue MMEPBOM MEIUIIMHCKOM
MTOMOIIIU TPHU AJIEKTPOTPABMaX, OOMOPOKEHUAX, 0KOTAX, KPOBOTCUCHHUIX, OOMOPOUHBIX
COCTOSIHUSIX W JPYTUX TOpaxeHusx opranuzMa. OCHOBHBIE CIOCOOBI MPOBEICHUS
MCKYCCTBEHHOTO JBIXaHWS W HEMPSMOIro Macca)xa cepiila Mpu OKa3aHWW JOBpadyeOHOU
MTOMOILIH.

Tema 6 M3ydeHre HHCTPYKITMU TIO OXpaHE TPy/ia Mo BUAAM padoT

N3ydyenne TpeOOBaHMI MHCTPYKIMH MO OXpaHe TPyAa MO COOTBETCTBYIOUIMM BHIaM
paboT B MOJTHOM OOBEME.

MATEPUAJIbHO-TEXHMYECKOE U THOOPMAIIMOHHOE OBECIIEYEHUE,
HEOBXOAMMOE U1 OCBOEHM A PABOYEU ITPOI'PAMMUBI

MatepuranbHO-TEXHUYECKOE 00eCTIEUeHUE
[Iporpamma peaAnoaaraet Haimpyue  yuyeOHoro KkaOumHETa  COIMAJIbHO-
SKOHOMUYECKUX TUCIUILINH.
O6opynoBanne yueOHOTO KaOMHETA:
- Me0Oenb, TpeaHa3HAYCHHAs Ui TPYHNIUPOBKH B Pa3TUYHBIX
KOH(UTYpaIusix;
- pabouee MeCTO MpernoaBaTeis;
- KOMIUIEKC Y4EOHO-METOANUECKON TOKYMEHTALIUH.
TexHuueckue cpeacTBa 00yUyeHUs:
- BJIEKTPOHHBIE BUJICOMATEPHAIBI;
— HOYTOYK;
- IPOEKTOP.
Nudopmarmonnoe odecrnieueHue o0yueHus
OcHogHble UCMOYHUKU, 3aKOHOOamelbhble U HOPMAMueHvle OOKYMEHMbl, 2NeKMPOHHbLE
pecypcul
OCHOBHbBIE HCTOYHUKHU
Tpynosoit koaexc Poccuiickoit dheneparmu (D3 ot 28.12.2013 Ne 421-D3 B penakuuu
2014 r.)
Konexc Poccuiickoit ¢denepaunn 00 aIMUHUCTPATUBHBIX MpPAaBOHAPYIICHUAX (B
penakiuu ot 25.02.2014r.)
®enepanbHblil 3akoH «O crieuanbHON OLEHKE ycIoBUi Tpyaa» oT 28.12.2013r. Ne 421-
@3
[Tosno)xeHre 0 MUHHUCTEPCTBE 3IPAaBOOXPAHEHUS U COLMAIBHOIO PA3BUTHUS

Poccuiickon benepauun (IloctanoBnenue IlpaBurenbctBa P® ot
30.06.2004 r. Ne 321 B pegakuuu ot 02.05.2012r.)
[Tonoxxenue 0 benepanbHOI ciryxkoe no  Tpyny U 3aHATOCTH
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(ITocranoBnenue IlpaButensctBa PP ot 27.01.2009 r. Ne 43) IlonoxeHue o
IPOBEJICHUU TOCYAapPCTBEHHON SKCIEPTU3bl YCIOBUM Tpyaa B Poccuiickoit (eneparm
(IToctanoBnenue IlpaButrenbctBa P® o1 25.03.2013 1. Ne 275)
Meronuueckue peKOMEHAAMM 1O  pa3paboTKe rocydapCTBEHHBIX HOPMATHBHBIX
TpeboBanuii oxpansl Tpyaa (IloctanoBnenne Muntpyna Poccun ot 17.12.2002 . Ne 80)
CucteMsl ynpaBieHus: oxpanout Tpyaa. Oommue tpedoBanus. TOCT 12.0.230.2007
Pekomenpanuu 1o opraHuzanuu paboOThl CIyXObl OXpaHbl TpyJa B OpraHu3aluu.
(IToctanoBnenue Muntpyna Poccun ot 08.02.2000 r. Ne 14)
Pekomenmanuy no IaHUPOBAHHMIO Mepornpusatuid mo oxpaHe tpyaa (IloctaHoBienue
Muntpyna Poccum ot 27.02.1995 1. Ne 11)
TumnoBoe nosioxkeHue o komurere (komuccuu ) no oxpane tpyaa (IIpukaz Munzapas-
conpazutusi Poccun ot 29.05.2006 r. Ne 413)
[IpaBuna ob6ecrnieueHust paOOTHUKOB CHEIOECKI0M, CTIeI00YBbIO U APYTUMHU CPEACTBAMU
uHAuBHyanbHOU 3amuThl Tpyaa (Ilpukaz Munconzapaspassutus PO ot 01.06.2009r.
No290H) .
Opranuzarnus o0yuenus 6e3onacHoctu Tpyaa. Oommue nonoxenus. [OCT 12.0.004-90
[Topsimok 0OyyeHUst MO OXpaHe TpyJa M MPOBEPKU 3HAHUU TpeOOBaHUU OXpaHbl TpyAa
paboTHukoB  opranmzauuii  Tpyna  (IlocranoBnenne  Muntpyna Poccunm  u
Muno6pazoBanus Poccuu ot 13.01.2003 1. Ne 1/29)
O6 ytBepxkaeHuu (HOpM JTOKYMEHTOB, HEOOXOAMMBIX JJI PACCIIEIOBAHMS HECUACTHBIX
CIy4yae€B Ha NPOU3BOJACTBE B OTHEJNbHBIX OTpPacisIX W OpraHu3alMsIX TpyJa
(ITocranoBnenne Muntpyna Poccuu ot 24.10.2002 1. Ne 73)
CxeMa omnpenesieHus CTENEHH TSKECTH IOBPEXKICHHUS 3J0pOBbs IPH HECUYACTHBIX
cinyyasix Ha npousBoactse (ITpuka3 Munsapascoupaszsutus Poccun ot 24.02.2005 r. Ne
160)
VYronosueiii konekc PO OO6 o0s3aTenbHOM COIMAIBHOM CTPAaXOBAHMU OT HECYACTHBIX
Clly4aeB Ha MPOM3BOJACTBE M MpodeccroHanbHbix 3aboneBanuit ®3 ot 17.07.1998 r.
Ne125-03
Hopwmbl mpenenbHO AOMYyCTUMBIX HArpy3oK Jis JIMI MOJIO)KE BOCEMHAJIATH JIET MpHU
noabeme Tsokecter BpyuHyto (ITocranonenue Muntpyaa Poccun ot 07.04.1999 r. Ne 7)
Hopmbl mpenenbHO JOMYyCTHMBIX HArpy30K Ui KEHIIMH MpU TNOJbEME TSKECTel
BpyuHyto (IToctanoBnenue [IpaBurensctBa PO ot 06.02.1993 1. Ne 105)
MexoTpacneBas UHCTPYKIMS MO OKa3aHUIO MMEPBOM MOMOIIM MPU HECYACTHBIX CIydasx
Ha IPOU3BOACTBE (yTB. IpuKa3zoM Mun3znpascoupaszsutus PO 04 mas 2012 r. Ne 477h)

OLEHOYHBIE MATEPUAJIbI
[Iepeuens BompocoB k auddepeHIMpOBaHHOMY 3a4eTy 10 Moy o «OxpaHa Tpyaa»

IIpaBoBbI€ 1 OpraHN3alMOHHBIE OCHOBBI OXPAHBI TPY/a HA IPEAITPUATHIX
OcHOBHBIE MOJIOKEHUS 3aKOHO/IATENILCTBA 00 OXpaHe Tpy/la Ha MPEANPUATUN
Opranuzanus padot no OT Ha npeanpuaTuu

OmnacHele U BpeJIHbIE MPOU3BOJICTBEHHbBIE (DaKTOPHI

[IponsBoacTBEHHBIN TpaBMaTU3M. [[pHurHBI U METOIBI U3YUYEHHUS
HecuacTHblli ciydai Ha IPOU3BOACTBE
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ATtTecTanus paboynx MECT MO yCIOBUSIM TPy

[TpaBuiia TeXHUKHM 0€301aCHOCTHU U MPOU3BOICTBEHHOMN CAaHUTAapUU

WMHCTpyKIMU IO OXpaHe Tpya

CopnepxaHue TUIOBOW MHCTPYKLUU AJ11 pAOOTHUKOB NMPEATIPUATHUS

TpeboBanust TexHUKN 0€3011aCHOCTH K 000PYJOBAHUIO U TEXHOJIOTMYECKOH OCHACTKE
D1eKTpoOe30MaCHOCTh U M0Kap00e30I1aCHOCTh

[ToxapHas 6e30macHOCTh 0ObEKTa

ITopsnok paccnenoBaHus HECYACTHBIX CIIy4acB HA MPOU3BOJICTBE

[Ipuembl okazaHus IEpBOI TOBpaueOHON MEAUIIMHCKON MTOMOIIIH

METOAMYECKNE MATEPHAIJIbI
11 3aHATHA 110 TeMe «OpraHu3aiys padoThl 0 OXpaHe TPyAa Ha IPEIIPUITAN

WHucTpyKuus no oxpaHe Tpyaa AJis AeJIONPON3BOAUTENS

I'maBa 1. O6mume TpeGoBaHMs IO OXpaHe Tpy/ia

K camocTositensHO paboTe AENONMpPON3BOAUTENEM AOMYCKAIOTCS JHUIAa B BO3pacTe HE
MoJioke 18 meT, mporieanme coOOTBETCTBYIONIYIO MOATOTOBKY, HHCTPYKTaX U MIPOBEPKY
3HAHUU MO0 OXpaHe TPyJa, MEAUIIMHCKHA OCMOTpP M HE UMEIOIIUE MPOTUBONOKA3aHUH 110
COCTOSTHHIO 3JIOPOBBSI.

[Ipu pabore AenOMPOM3BOAMTENIEM COONIONATh MpaBWIa BHYTPEHHETO TPYIOBOTO
pacmnopsiika, yCTaHOBJICHHBIE PEKUMBI TPYJIa ¥ OTAbIXA.

[Ipu pabote neIONPOU3BOIUTENEM BO3MOXKHO BO3ACUCTBHE CIEAYIOIIUX OMACHBIX U
BPEAHBIX MTPOU3BOJCTBEHHBIX (PAKTOPOB:

HapyUICHUE OCTPOTHI 3PEHHUs MPU HEJAOCTATOYHOM OCBEIIEHHOCTH paboyero Mmecra, a
TaK)K€ 3PUTETbHOEC YTOMIIGHHWE TMpHU JJIUTEIbHOM padoTe ¢ JOKyMEHTaMH Hu C
KOMITBIOTEPOM:

MOHM3UPYIOLINE, HEMOHU3UPYIOIINE U3IIyUYeHUS U 3JIEKTPOMAarHUTHbBIE TOJIS TpU paboTe
C KOMITBIOTEPOM;

MOpPaKCHHUE AIEKTPUICCKUM TOKOM TIPU UCTOJIB30BAHWU HEHWCIPABHBIX DIIEKTPUUIECKUX
IpruOOPOB.

Jlenmompon3BoanTeNh 00513aH COOI0IaTh MPaBUJiIa MOKAPHOH 0€30MacHOCTH, 3HATh MECTa
pacMoJIOKEHUsI TIEPBUYHBIX CPEJICTB IMOKAPOTYIICHUS W HAIpPaBIICHUS dBaKyalluu TpU
nokape.

[Ipu HECUaCTHOM ciiyyae HEMEAJIEHHO COOOIIUTH 00 3TOM aAMUHUCTPAIINH YUPEKIACHHUS.
[Ipu HeucnpaBHOCTH 0OOPYAOBAHMS MPEKPATUTH PadOTy W COOOLIUTH aAMUHUCTPALIUU
YUpEKICHUS.

B mpomecce paboTel coOmromarth mpaBuiia JUYHOM TUTHEHBI, COAEPKAThb B UYHUCTOTE
pabouee MecTo.

JIuiia, TOMYCTUBIINE HEBBINOJHEHUWE WM HApyIIEHHE MHCTPYKIMH MO OXpaHe Tpyla,
MPUBJICKAIOTCS K JAMCHUIIMHAPHON OTBETCTBEHHOCTH B COOTBETCTBUU C MpaBUIIAMU
BHYTPEHHETO TPYJOBOTO paclopsaka U, NpH HEOOXOJAUMOCTH, IO-BEpraroTCs
BHEOUEPETHOM MPOBEPKe 3HAHUI HOPM U TIPABHII OXPAHBI TPY/IA.

['naBa 2. TpeGoBaHus 1o oxXpaHe Tpy/a nepes HauaaoMm padoThl
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BKJTI0YUTh TIOJTHOCTBHIO OCBEIICHUE TIOMEIICHUS W YOEIWTHCS B HCIpPaBHOM padoTe
CBETWJIbHUKOB, HAWMEHbINAs OCBEIICHHOCTh padodero Mecra JAO0HKHA ObITh: MpHU
JOMUHECHEHTHBIX Jlamnax He meHee 300 nk. (20 B1/kB.M.), pu JamMIiax HakajJldBaHUs
He MeHee 150 nk.(48 B1/kB.M.).

[IpoBeTpuTh MOMEIIEHWE W TOJATOTOBUTH K pabOoTe HEOOXOAUMBI HHCTPYMEHT U
obopyoBaHueE.

[Ipu ucnonbp3zoBaHUU B pabOTe IEKTPUUECKUX MPUOOPOB U almapaToB (JIEKTpUUYECKas
MUIIYI[as MallMHKAa, KOMIOBIOTEP U JIp.) YOEAUTHCA B UX HCIPABHOCTU U LETOCTHOCTH
MOABOSIIUX KaOeNel U 3JIEKTPOBUIIOK.

['maBa 3. TpeGoBaHus 10 OXpaHe TPyAa BO BpeMs pabOThI

CTporo BBIMOJHATH MOCIEAOBATEILHOCTh PAabOThl C JOKYMEHTAMH, YCTaHOBJICHHYIO
JIOJHKHOCTHBIMU OOSI3aHHOCTSIMHU.

CobmoaTh MOPAIOK U HE 3aTPOMOXKIAaTh pabodyee MECTO MOCTOPOHHUMU MPEAMETaMU U
HEHYKHBIMU JOKYMEHTaMH.

[Ipy HegoCTaTOYHOW OCBEIIEHHOCTH pPaboyero MecTta MJis JONOJHUTEIBHOTO €ro
OCBEILIEHUS TI0JIb30BaThCSl HACTOIBHOM JIaMITOM.

IIpu pabotre ¢ MCIOJIB30BAHNUEM MIEKTPUUYECKON MUIIYIIEH MAIIMHKU COONIOAATh MEPhI
0€30MacCHOCTH OT MOPAKEHUS IEKTPUUECKUM TOKOM:

HE MOJKI0YATh K 3JIEKTPOCETH U HE OTKJIIOYATh OT HEE MUIIYIIYI0 MAIIUHKY MOKPBIMH U
BJIQXKHBIMU PyKaMU;

HE OCTaBATh BKJIIOYEHHYIO B JJIEKTPOCETh MUIIYLIYI0 MAaIIMHKY C pPaOOTaroluM
ANIEKTPOJIBUTATEIEM O€3 IPUCMOTpa.

[Ipu pabote C UCIIOJIb30BAaHUEM KOMIIBIOTEPA PYKOBOJICTBOBAThCS
«MHCcTpyKIHei o oxpaHe Tpyaa mpu padboTe Ha BuaeoaucIvienbix Tepmunanax (BT)
U TEPCOHATBHBIX AIEKTPOHHO-BBIYUCIUTENbHBIX MairuHax (II9BM)y.

Jlis moanep:kaHusi 3I0pOBOTO MHUKPOKJIMMATa CIEAyeT 4epe3 Kaxkaple 2 yaca paboThl
[POBETPUBATH [TIOMEILIEHUE.

[Ipu nnoutenpHOM paboTe ¢ AOKYMEHTAaMH M Ha KOMIBIOTEPE C LENbI CHMXKEHUS
YTOMJIEHHSI 3pUTEJILHOTO aHAlIM3aTopa, YCTPaHEHHs BIMSHHUS TUIOAUHAMMHM U
TMIIOKMHE3UH,  NPEJOTBPALCHUS] Pa3BUTHUS IMO3HOTOHUYECKOTO YTOMJIEHHUS uepe3
Kbl 4ae paboTbl nenarh nepepbiB Ha 10-15 MMH., BO BpeMsi KOTOpPOro CieIyeT
BBINOJIHATh KOMIUIEKC YIIPaXKHEHUH JUIsl T71a3, (PU3KYJIbTYypHBIE May3bl U (PU3KYJIBTYypHBIE
MUHYTKH.

['naBa 4. TpeGoBaHus Mo OXpaHe TPyAa M0 OKOHYaHUH PabOThI

OTKJIIOYUTH OT DJIEKTPOCETH BJICKTPUUYECKUE MPUOOPHI, OUMCTUTH 3KpaH KOMIIbIOTEpa
can(eTKO! OT MBLIH.

[IpuBectTn B mopsinok pabouyee MeCTO, yOpaTh B OTBEIEHHBIE MeCTa HJsl XpaHEHUs
JOKYMEHTBI, UHCTPYMEHT U 000pyA0BaHUE.

[TpoBeTpuTh MOMeEIIEHHE, 3aKPBITH OKHA, ()PaMyTH U BBIKIIOUUTH CBET.

I'maBa 5. TpeGoBaHus 0 OXpaHe TPY/la B aBAPUHHBIX CUTYyaIUsIX
B ciiyyae nosiBjieHUs! HEUCTIPABHOCTU B pabOTe 3JIEKTPUYECKON MUITYIIEH MAIIMHKU WU
KOMITBIOTEPA, OCTOPOHHETO IIIyMa, UCKPEHUS U 3araxa rapyu, HEMEUIEHHO OTKJIIOYHTh
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AIEKTPONPUOOP OT BIEKTPOCETH M COOOIIUTH 00 ATOM AJAMUHHUCTPAINMH YUPEKICHHUS.
PaboTy nmpomomkaTh TOJIBKO MOCIE YCTPAHEHUS BO3HUKIIICH HEUCTTPABHOCTH.

[Ipy BO3HMKHOBEHHH TMOXapa HEMEIJICHHO cooOmuTs 00  ITOM
aJIMUHUCTPAIAN

YUpPSKIEHUSI U B ONMKAHNIIYIO0 MOKAPHYIO YacTh M TNPUCTYNHTh K TYIICHHUIO OYara
BO3TOPaHMsI C MOMOIIBIO IEPBUYHBIX CPEJICTB MOKAPOTYIICHHS.

[Ipy momydeHWH TpaBMBI HEMEJICHHO OOpaTUTHCS 3a MEIUIIMHCKOW TOMOIIBIO U
COOOIIUTH 00 3TOM aJIMUHUCTPALIMU YUPEKICHUSI.

PABOYAA ITPOTPAMMA MOAVJIA «OCHOBBI 9dKOHOMUKHAU
OPT'AHU3ALINN»
I[TOACHUTEJIbBHASA 3AITMCKA
[{ens peanmu3amnuu mporpaMMbl U TUTAHUPYEMBIE PE3YIbTaThl 00yUeHUS
Pabouass mporpamma monynst «OcHO8bl 5KOHOMUKU Op2aHu3ayuuy SIBISIETCS 4YacThIO
IpOrpaMmbl MPOPECCUOHAIBHOTO 00yUYeHus 1o npodeccuu «Jenonpon3BoauTenb.
B pe3ynbTaTe ocBOEHUS MOy CIyIIATENb JOJKEH YMETh:

- BbIOMpaTh HEOOXOAUMYIO  OPraHHU3alMOHHO-NPAaBOBYIO  (opmy
OPEANPUHUMATENIbCKOMN AEATEIbHOCTH;

- NOpUHUMATh  pEIIEHHs IO  BOIpOCaM, CBS3aHHBIM C  OpraHHU3alueu
OPEANPUHUMATENIBCKOTO J€Na, BIAJETh PAlMOHAIBHBIMH IpUEMaMy IOUCKA H
HCIIOJIh30BAaHUS KOMMEpUYECKON HH(OpMAITUH;

- 3HaTh:

- CYIIHOCTHh OCHOBHBIX MOHSTHHN U MEXaHW3Ma OM3HECa;

- OCHOBHBIEC THUIIBI M OPTaHU3AIMOHHO-TIPABOBBIC (POPMBI TTPEANMPUHUMATEIHCTBA, X
O0COOEHHOCTH M MIPEUMYIIIECTBA;

- (opMbI mapTHEPCTBA B IPEANPUHUMATEIIBCKON JIEATETLHOCTH,

- OCHOBBI OW3HEC-TUTAHMPOBAHUS M JAPYTHX ACIEKTOB YIPABJICHHS KOMMEPUYECKON
OpraHH3aLNH.

Ha peanuzamnuto PabGoueit mporpammel oTBoauTcs 4 daca.
3aBepiaercs o0yueHue 1no yueOHON JUCHUIUTMHE poBeieHneM auddepeHIIMpOBaHHOTO
3auéTa.
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YYEBHO-TEMATHYECKHWH ITJIAH U COAEPXKAHUE MOJIYJIS «OCHOBBI SKOHOMMNYECKWX 3HAHU»

/o

Haunmenosanue tem

Conepxanue

OO0mumi
00BEM
4acoB

B TOM YHCJIC

Jlexnm,
qac.

IIpakTuueckue,
qac.

VYyebOuas
MPAKTHUKA,
qac.

[IpousBoact
BCHHasA
MpaKkTHKa
qac

ATtTtecranus,
yac.

11.

Opranu3anoHHOIIPaBOBLIE
(bopMBI IpeANPUATHN

CyIHOCTh peanPUHUMATEIBCKOM
NEATENHHOCTH, CYyOBEKThI u
O0BEKTHI  TPEAIPUHUMATEIBCKOM
nestenpbHocTH; OpraHu3alMoOHHO-
paBoBbie (OPMBI  TPEIANPHUATHIA,
00beJUHEHNE U

peopraHu3aIus pEIIpUATHIA,
MOPAZOK CO3JaHHS M IpeKpaIieHne
JCSATCIBHOCTHU IPEIITPHUSITHS.

12.

busznec - maHupoBaHue
NpEeANPUATHS

[lenooOpa3oBanue Ha MTPOIYKIIHIO,
cucreMa HAJIOT000JIOKCHHUS,
opraHuzainusi Tpyna u 3apabOTHOM
TIaTHI; OW3HEC-TUTaHUPOBAHWE,
TICUXOJIOTHUSI u ITHKA
KOMMEpPYECKOU JESITeTLHOCTH.
JlesTeIbHOCTh  TIPEANPUSTUS B
CHCTEME XO3UCTBEHHOTO yUeTa.

13.

HuddepenunpoBanHbIit
3aueT

14.

NTOI'O
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MATEPUAJIBHO-TEXHUYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE,
HEOBXOAMMOE UJIs1 OCBOEHUA PABOYEU ITPOT'PAMMBI

MarepuanbHO-TEXHUYECKOE 00ECIEUeHHE
[Iporpamma IpeAnoaaraet Hanmpyue  ydyeOHOoro KkaOuWHETa  COLMAJIbHO-
HSKOHOMUYECKUX TUCIUILINH.
OO6opynoBaHue yueOHOTO KaOMHeTa:
- MeOenb, TNpeAHa3HAYCHHAs AJsl TPYHIHPOBKH B pa3IMYHBIX
KOH(pUTypanusx;
- pabouee MeCTO MperoIaBaTes;
- KOMILIEKC Y4eOHO-MEeTOMYECKOM JOKYMEHTALUH.
TexHuueckue cpencTBa 00ydeHus:
- QIIEKTPOHHBIE BUI€OMATEPHATIBI;
- HOYTOYK;
- IPOEKTOP.

NudopmarmonHoe obecnieuenne o0yueHus

OcHoBHble ~ UCMOYHUKU,  3AKOHOOAMENbHble U HOPMAMUGHblIE  OOKYMEHMbL,
a1eKmpOoHHble pecypcyl Hopmamueno-npagoevie ucmoyHuKu:

Koncturynust Poccutickoit ®enepanuu

I'paxxnanckuii koaexkc Poccuiickolt dhenepanuu (yactu 1, 2)» ot

30.11.1994r. No51-®3 (pen. or 02.07.2005 r) [DnexkTpoHHBI pecypc] — Pexum
nocTyma: www/consultant.ru

HamnoroBeiii koaexc Poccuiickoit denepanuu [InekTpoHHBIN pecypc] — Pexum
nocTyma: www/consultant.ru

TpynoBoii koaekc Poccuiickoit peaepanu [DnekTpoHHBIN pecypce] — Pexxum pocryma:
www/consultant.ru

@3 «O06 obmecTBax ¢ OrPaHUYCHHONW OTBETCTBEHHOCTHIO» OT 26.02.1998r. No 14-D3
(pexn. ot 29.12.2004r.).

D3 «O06 aknmoHEpHBIX 00MIecTBax» OT 26.12.19951. Ne 208-D3 (pea. ot 29.12.2004r.)

@3 «O npousBoacTBEHHBIX KooneparuBax» oT 08.05.1996r. Ne 41-D3 (pen.

ot 21.03.2002r.).

O3 «O rocyHapCTBEHHBIX M MYHHUIIMNAIbHBIX YHUTAPHBIX MNPEANPUSTUIX» OT
14.12.2002r. Ne 161-®3 (pex. ot 08.12.2003r.).

@3 «O pa3zBUTUU MAJIOTO U CPEJTHETO MpEeANpUHUMAaTeNbcTBa B PO oT

24.07.2007 Ne 209 - ©3

OCHOBHBIE HICTOYHUKHU

Beukanos, I'. C. Dxonomuueckas 6e3omacHocTh [Tekcer]: Yueonuk / I'. C.

Beuxkanos. — CII6.: ITutep, 2012. — 384 c.

Ucropust npennpunumatensctBa Poccun: kype nekuuid. C.H. CmeranuH. — M.:
KHOPYC, 2012. - 192 vc. 3. Kpyrmosa, H. ). OcHoBbl Ousneca
(npenmpunumatenbcTBa [ Texcr]): yueonuk / H.}O. Kpyrmnosa. — M.: KHOPYC, 2012. —
544 c.

Hab6atnukos, B.M. Opranu3aiust npeInpuHUMAaTeIbCKON e TEIbHOCTH

[Tekcr]: Yuebnoe mocodue/B.M. Habataukos. — PoctoB-na /I.: ®enuke, 2012 — 256 c.
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Opranuzanus mpeanpuHIMATEIILCKON AeATeTbHOCTH. CXEeMBI U TaOIHUIIbI

[Texcr]: Yuebnoe nocobue. B.II. [Tonkos; E.B. Escradsera. CII6.: [Turep, 2013.- 352
C.

[IpennpunumarensctBo [ Teket]: yueO. / moa pegakuueit B.S. T'opdunkens,

I'.b. [Tonsika, B.A. [lIBangapa. — M.: OHUTU-ITAHA, 2013 — 581 c.
[TpeanpuanmarensctBo [Tekct]: yueb. / mom pemakmuedn M.I'. Jlamycter. — M.:
NH®PA-M, 2012. - 667 c.

Camapuna, B.II. OcHoBbl mnpeanpunumatenbctBa [Tekcr]: yue6.mocodue / B.II.
Camapuna. — M.: KHOPYC,2012. — 224 c.

DOxoHomuyeckuil crnoBapb [Tekct]/OTB. pea. A.U. Apxunos. — M.; TK Benbu, U3n-Bo
ITpocnexkr, 2012. — 486 c.

JlonoTHUTENbHbIE HUCTOYHUKHU

JIrobumor JI.JI., Pannero H.A. OcHoBbl skoHOMHYecKkux 3HaHuii, M.: Burallpecc,
2008r.

Kpytuk A.b. Opranuzanusi npeanpuHUMAaTeIbCKON aestenbHocTH [Tekcr]: yuel.
nocodoue / A.b. Kpytuk, M.B. PemeroBa. - M.: W3narensckuii meHTp «AKameMusy,
20009.

[Ipennpuaumarensckoe npaBo [Tekcr]: Yuebnuk / [lox pen. E.IN. I'yOumna,

ILT". Jlaxno. - M.: FOpucts, 2009.

AxosneB, I'.A. Opranuzanus NOpearnpuHUMATEIbCKON neaTenbHoCTH [Tekct]: Yueo.
noco6ue. - M.: PI1JI, 2009.

Mauioe u cpegnee npeanpuHumatenbctBo B Poccun. 2009 [Teker]: Crar.

c0./ Poccrar. - M., 2009. — 151 c.

OLEHOYHBLIE MATEPUAJIbI

[Tepeyerr BompocoB k auddepeHImpoBaHHOMY 3adeTy 1m0 Moayio «OCHOBBI
SKOHOMUKHU OPTaHU3aLHN»

DTanbl pa3BUTUS TPEANPUHUMATEIHLCTBA

CyOBeKThI 1 00BEKTHI MPEITPUHIMATEHCKOMN TSI TEIILHOCTH.

I[lenmn w JIOrMKa, OCHOBHBIE MNPUHUWNBI W  YCIOBUS MOPEANPUHUMATEIIbCKOU
JNEATETBHOCTH.

Perucrpauus npeanpustui

Peopranuzanusi, 0aHKPOTCTBO U JIMKBUJIALUS IPEATPUITHIA

VYcraB npeanpusaTHs, UMYLIECTBO U YCTABHBIN KaIllUTAJL

Knaccudukanus npeanpuHuMaTelbCTBa.

OpranuzaiuoHHO-IIPaBOBbIE  (POPMBI MpEeANPUHUMATENLCTBA: 001Iast
XapaKTEepUCTHKA.

OCHOBHBIE  3aKOHOJATENBHBIE  AKThl, PETYJIUPYIOLIUME NPEANPUHUMATEIBCKYIO
neaTenbHoCTh B Poccuiickon @enepanuu.

Opranu3aiuoHHO-TIPaBOBbIE  (OPMBI  TPEANPUHUMATENBCTBA:  TOBAPHIIECTBA,
o0111ecTBa, KOOTIEPATUBHI U YHUTAPHBIC TIPEATIPUSTHS.

[IpaBoBBIE OCHOBBI JIMIIEH3UPOBAHUA.

[IpaBoBOE peryJMpoBaHHE MPEKPALLICHUS MPEAIPUHUMATEIBCKOU
JNEATETBHOCTH.
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[IpaBoBOE perynmpoBaHue JOTOBOPHBIX OTHOLICHUH MPEANPUHUMATEIIS.

Bubl X0341CTBEHHBIX JOTOBOPOB, KX COCTaB U XAPAKTEPUCTUKA OCHOBHBIX YCIIOBUM.
MexaHu3M rocynapCTBEHHOTO peryaupoBaHUs LE€H HAa  OPOU3BOAUMYIO
MPOAYKIIHIO.

Hanorooe perynupoBanue nmpeanpruHIMATENbCKON AEATEIIbHOCTH.

I'ocynapcTBeHHOE pEryIMPOBAaHUE KAYECTBA MPOTYKIUH.

CrpykTypa KpenuTHoOU cucTeMbl. CyITHOCTh, BUIBI U ()OPMBI KpEAUTA.
B3anmMooTHOmIEHUS peANPUHUMATENEH C HaJIOTOBOM CHCTEMOM,
OpTraHU3alUSIMU-KPEAUTOPAMH, CTPAXOBBIMU OpPTaHU3AUSAMH, YYACTHUKAMHM pPBHIHKA
IIEHHBIX OyMmar.

CylmHOCTh W BHIbl KOMMEPYECKMX OIEpaluid, KOMMEPYECKO-TIOCPEIHUYECKON
JIEATEIILHOCTH.

dopMbI KOMMEPYECKHUX IOTOBOPOB (KOHTPAKTOB) M UX COJIEPIKAHUE.

Opranu3zaius 1 rnoka3areiy pe3yJbTaTUBHOCTH KOMMEPUECKOHN AESATEIbHOCTH.
[IpaBoBoe perynmupoBanue GOpPMUPOBAHUS CEO0ECTOMMOCTH BBIITYCKAEMOU MPOTYKITH

METOJUYECKUE MATEPUAJIbBI
MeTtoanueckas pa3paboTKa 3aHATHS
Tema: OpranuzaioHHO-TIpaBOBbIE (HOPMBI IPEATPUATHH.
[enb: aHaM3 BUJOB MPEANPUHUMATEIHCKON ACSITEILHOCTH U ONPEIEICHUE TUIIOJIOTHH
KOMMEPUYECKOI OpraHu3aluu.

3amaun:
CdopmupoBaTh TOHATUS: CYIIHOCTb MPEINPUHUMATEIBCKOU IEATEIIbHOCTH, BHJIbI
npeAnpPUHUMATEILCTBRA, CyOBEKTHl U O0OBEKTHl  IPEANPUHUMATEIIbCKOMN

JEeSATEIbHOCTH; OPTaHU3AIMOHHO-TIPABOBbIE (POPMBI IPETTPUSATHH.

3aKpenuTh U KOHKPETU3UPOBATH 3HAHUS CTYJEHTOB B 00JACTH MPUMEHEHHUS OCHOBHBIE
MOJIOKEHUSI HOPMATUBHBIX JIOKYMEHTOB B IMPOIECCE OCYLIECTBIICHUS aHallM3a BUJIOB
MPEANPUHUMATENIbCKON JEATEIbHOCTA W ONPEACJICHUS THUIIOJIOTUA KOMMEPYECKOU
OpraHu3aLMH.

ObpazoBatenbHble pe3ynbTaTbl: OOydaromuics J0KEH ymems:

— XapaKTepHU30BaTh BU/bI IPEAIPHUHUMATEIBCKON 1€ATETbHOCTH U
— NpPEeANPUHUMATENIbCKYIO CPENY;
— MPUMEHATHh OCHOBHBIE MOJIOKEHUSI HOPMATUBHBIX JOKYMEHTOB B IPOLIECCE;

— IPOBCACHH aHAJIN3a BHU 0B Hp@I[HpHHHMaTGHBCKOﬁ ACATCIBHOCTH u
OIIpCACIICHUAA,

— THITIOJIOTHH KOMMCp‘ICCKOﬁ OpraHu3alun. 3HAmbs:
— THIIOJIOTHIO MPCAIIPUHNMATCIILCTBA,

—OpraHn3alvOHHO-IIPAaBOBLIC (i)OpMBI HpCHHpHHHMaTGHBCKOﬁ ACATCIBbHOCTH.

Kpatkue Tteopernueckue u yueOHO-METOAMYECKHE Marepuainbl  M3BnedeHus wu3
I'paxxmanckoro koaekca PD, kacaromuecs NpeanpusTUi pa3IMuHbIX BUJIOB:
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Cr. 87.1. 1. OOmecTtBOM ¢ OrpaHUYCHHOW OTBETCTBEHHOCTHIO MPHU3HACTCS
VUIPEKIECHHOE OIHUM WM HECKOJbKMMH JUIaMHd OOIIECTBO, YCTAaBHBIA KammmTal
KOTOPOTO pa3fel€H Ha [JO0JU OINPENEICHHBIX YUYPEAUTEIbHBIMU JIOKYMEHTaMU
pa3MepoB; YUYACTHUKH OOIIECTBA C OTPAHUYECHHOW OTBETCTBEHHOCTHIO HE OTBEYAIOT IO
€ro 00s13aTeIhCTBAM U HECYT PUCK YOBITKOB, CBSI3aHHBIX C JIEATEILHOCTHIO 00IIIECTBA, B
npeaenaax CTOMMOCTH BHECEHHBIX UMH BKJIAJIOB.

Cr. 90.1. 1. VYcraBHbIi KamuTajl OOIIECTBA C OTPAHMYECHHOM OTBETCTBEHHOCTHIO,
COCTAaBJISIETCS] U3 CTOMMOCTH BKJIA/IOB €r0 YYaCTHUKOB.

Cr. 91.1 1. BeicmuMm opraHom oOIIECTBa C OrPaHUYEHHONW OTBETCTBEHHOCTHIO
aBisieTcsi o0llee coOpaHHe ero Y4yacTHUKOB. B o0miectBe ¢ OrpaHMueHHOMN
OTBETCTBEHHOCTBIO CO3[]a€TCS HMCIOJIHUTEIbHBIN OpraH (KOJUIeTHaJbHBIM u (WIIH)
€AMHOJIUYHBIN), OCYHIECTBIISIOUIMN TEKYyIIee PYKOBOJACTBO €ro JesATEIbHOCThIO H
MOJIOTYETHBIN 0011IEMY COOPAHUIO €r0 YYaCTHUKOB.

Cr. 92.1 1. OOmecTtBO ¢ OTrpaHUYCHHOW OTBETCTBEHHOCTHIO MOXET OBITh
PEOPraHNU30BAHO WU JTUKBUAUPOBAHO JOOPOBOJIBHO MO €IUHOTIACHOMY PEIICHUIO €r0
YYaCTHHUKOB.

2. OOmecTBO C OrpaHUYEHHOW OTBETCTBEHHOCTHIO BIIpaBEe MPeoOpPa3oBaATHCS
aKIIMOHEPHOE OOIIECTBO MU MPOU3BOICTBEHHBIN KOOTICPATHR.

Cr. 94 VYyactHUK 0OIIECTBAa C OTPaHMYEHHOW OTBETCTBEHHOCTHIO BIpPaBe B J1t00OE
BpeMsl BBIUTH M3 OOILECTBA HE3aBUCHUMO OT COIJIACHUs JIPYTUX €ro y4acTHUKOB. Ilpu
ATOM €My JIOJKHA ObITh BBIIUIAY€HAa CTOMMOCTb YacTH MMYIIECTBA, COOTBETCTBYIOLIEH
€ro J10Jie B yCTaBHOM KaluTaje o0IIecTBa.

Cr. 96. 1. AkIuoHEpHBIM OOIIECTBOM MPHU3HAETCS OOIIECTBO, YCTaBHBINM KaluTall
KOTOPOTO pa3lieJieH Ha ONpeleNIEHHOE YMCIIO aKIMi; YYaCTHUKH aKIHOHEPHOTrO
oO1ecTBa (aKIMOHEPHI) HE OTBEUYAIOT MO €ro 0053aTehCTBAM U HECYT PUCK YOBITKOB,
CBSI3aHHBIX C JICSTEILHOCTBIO OOIIECTBA, B MpeeaaX CTOMMOCTH MPUHAJISKAIIUX UM
aKIIUH.

Cr. 102. 1. Jlonst mpuBWIETHPOBAHHBIX aKIMi B 00IIeM 00beME YCTaBHOTO KaruTaja
aKIIMOHEPHOTO OOIIECTBA HE TODKHA MPEBHITIAThH 25 TMPOIIEHTOB.

2. AxumoHepHOE OOIIECTBO BIIPaBE BBIMYCKATh OOJUTAIMHM TOJBKO IOCTE TMOJHON
OIUIAThl YCTABHOTO KaIlHTaa.

Cr. 103. 1. BeicimM opraHoM ynpaBiieHUs! aKIIMOHEPHBIM OOIIIECTBOM SIBJIIETCA 001IIee
coOpaHue ero akiiMoOHEpOB.

2. B oOmectBe ¢ 4uciIoM akuuoHepoB Oojiee 50 co3maercs COBET AUPEKTOPOB
(HaOrOIaTEeNLHBIN COBET).

Cr. 104. 1. AxuvoHepHOe OOIIECTBO MOXET OBbITh PEOPraHu30BaHO WU
JUKBUAUPOBAHO JOOPOBOJIBHO MO PEIICHUIO 00IIEro coOpaHusi aklIMOHEPOB.

2. AkKuuoHepHOe€ OOLIECTBO BIpaBe MNpPeoOpa3oBaThCs B OOLIECTBO OrpaHUYECHHON
OTBETCTBEHHOCTBIO WJIM MPOU3BOJICTBEHHBIN KOOIIEPATUB, & TAK)KE B HEKOMMEPUECKYIO
OpraHU3aLMI0 B COOTBETCTBUU C 3aKOHOM.

Cr. 107. 1. IIpou3BOACTBEHHBIM KOOTIEPATHBOM (apPTENBI0) MPU3HAETCS JOOPOBOJIBLHOE
oObeuHEeHNE TPaXKIaH Ha OCHOBE YJICHCTBA JJII COBMECTHOM MPOW3BOJICTBEHHOU WIIH
WHOW XO3SIMCTBEHHOW JESITEIbHOCTH., OCHOBAHHOW HA WX JIMYHOM TPYJIOBOM U HHOM
Y4aCTHH ¥ OOBETMHCHUH €T0 YJICHAMHU UMYIIECTBEHHBIX MACBhIX B3HOCOB.
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UneHsl MPOM3BOJACTBEHHOTO KOOMEpaTHBAa HECYT IO 00s3aTeNbCTBAM KOOMEpaTHUBA
cyOCuAMapHyI0 OTBETCTBEHHOCTb.

Cr. 108. 1. YupenureapHbIM TOKYMEHTOM IMPOU3BOACTBEHHOTO KOOIIEPATUBA SIBIISIETCS
yCTaB, YTBEP)KIAaEMbIi OOLTUM COOpaHUEM €T0 YJICHOB.

Yucio 4wiIeHOB KOONEpaTHBa HE JIOJKHO OBITh MEHEE 5.

Cr. 109. 1. HmymecTtBo, Haxojsuieecss B COOCTBEHHOCTH IPOU3BOJICTBEHHOTO
KOOIIepaTHBa, JEIUTCS Ha IIal €ro WIEHOB B COOTBETCTBUM C YCTABOM KOOIEPATUBA.
KoomnepaTus He BpaBe BbITYCKaTh AKIUH.

[TpuObUIb KOOIEpATHBA PACHpPENEITSAETCS MEXKAY €ro 4jleHaMH B COOTBETCTBUM HX
TPYJAOBBIM y4YaCTHEM, €CIM MHOW MNOPSAJOK HE MPEAYyCMOTPEH 3aKOHOM M YCTaBOM
KOOIIepaTHBa.

Cr. 110. 1. BpiciiuM OopraHoM yIpaBJieHHUsI KOOIIEpaTUBa SIBJSETCS oO0Iee coOpaHue
€ro WwieHOB. VICTIONHUTEIbHBIMU OpraHaMK KOONIEPATHBA SBJIIOTCS MPABICHUE U (WIIN)
€ro mpeacenaTessb.

Cr. 112. 1. IIpou3BOACTBEHHBI KOOMEPATUB MOXET ObITh JTOOPOBOJIBHO
PEOPTraHr30BaH WM JUKBUIMPOBAH MO PEIICHUIO 00IEro COOpaHus €ro 4IeHOB.

2. IIpon3BOICTBEHHBI KOONEPATUB M0 €AUHOIIACHOMY PELICHHUIO €r0 YJIEHOB MOYKET
peoOpa3oBaThCs B XO35IIICTBEHHOE TOBAPHILIECTBO MK OOIIECTBO.

Bormpocs! f1st 3aKkperieHust:

HazoBute AOKYMEHT, perjaMeHTUPYIOIIUNA MOPSAIO0K OCYIIECTBICHUS ACSITEIbHOCTU
NpEeAnpUsTANA pa3IuyHOro BUAA.

OxapakTepu3yiTe OCHOBHBIE BUbI IPEATPUATUH.

Haiite xapakrepuctuky OOO u AO.

OxapakTepu3yiTe OCHOBBI I€ITE€ILHOCTH MPOU3BOJICTBEHHOIO KOOIIEpaTHBA.

PABOYASA [TPOTPAMMA MOAVIIA « IOKYMEHTAIIMOHHOE
OBECIIEYEHUE JEATEJIBHOCTU OPTAHU3ALIUN
[TOACHUTEJIbHAA 3AIINCKA

[ens peanm3ary mporpaMMbl U TUTAHUPYEMBIE PE3yIbTaThl 00yUEHUS
PabGouass mporpamma wmonyns «/[okymenmayuonnoe obecneyeHue OesamenrbHOCmu
opeaHuzayuuy SBISETCS YacThlO MPOTrpaMMbl MPO(ECCHOHATBLHOTO O0Y4YEHHUsS IO
npodeccun «Jlenonpou3BoAUTENbY,
B pe3ynbpTaTe ocBO€HUS MOIYJIA 00YUaIOIUNACS TOJKEH YMETh:
- OCYLIECTBIIATh JOKYMEHTallMOHHOE oOecrieueHue JEATEIIbBHOCTH
OpraHH3alNY;
- NPUHUMATH U PETUCTPUPOBATH MOCTYNAOIIYIO KOPPECIIOHACHIINIO, HANIPABJIATH €€
B CTPYKTYPHBIE MOJIPA3/ICICHUSI OpTaHU3alINH;
- paccmaTpuBaTh JOKYMEHTbl M II€pelaBaTh HMX HA HCIOJHEHHE C YYETOM
PE30IIOLUNN PYKOBOIUTEEN OpraHU3allny;
- 0OpPMIIATH PETUCTPAIMOHHBIE KAPTOUKH U CO3/1aBaTh OAHK JTAHHBIX;
- BECTHU KapTOTEKY yuyeTa MPOXOKJICHUS TOKYMEHTAIbHBIX MAaTEPUAJIOB,;
- OCYIIECTBJIATh KOHTPOJIb 3@ MPOXOKIEHUEM JOKYMEHTOB;
- OTOpPABJATh MCIOJHEHHYIO JIOKYMEHTAllMIO aJpecaTaM C [PUMEHEHHUEM
COBPEMEHHBIX BUJIOB OPTaHU3AIIMOHHON TEXHUKU;

31



- COCTaBIIATh U OQOPMIISITH CITyKEOHbIE JOKYMEHTBI, MaTEPHUAIIbI C UCTIOIb30BAHUEM
(bopMyIApOB TOKYMEHTOB KOHKPETHBIX BUJIOB;

- OCYUIECTBIIATH JOKYMEHTUPOBaHUE u OpTraHU3aIMOHHYIO

00pabOTKy TOKyMEHTOB,;

- (opmupoBath Jena;

- obecrneynBaTh OBICTPBIM MOUCK JOKYMEHTOB IO HAyYHO-CIIPABOYHOMY ammapary
(kapToTeKam) opraHu3aIuu;

- CHCTEMaTH3UpPOBATh U XPAHUTh JOKYMEHTHI TEKYIIETO apXUBa;

- o0ecrneyuBaTh COXPAHHOCTh MPOXOIAIICH CITy)KeOHOM T0KyMEHTAINH;

- TOTOBUTH M TEpelaBaTh JOKYMEHThl Ha apXuMBHOe XpaHeHue; [ oOecneunBath
COXPAaHHOCTh APXMBHBIX JOKYMEHTOB B OpraHU3aIlNH; 3HATh:

- OCHOBHBIE BHJIbI pa0dOT 0 HH()OPMALIMOHHO-JOKYMEHTAIMOHHOMY 00CITY>KUBaHUIO
B c(epe ynpaBieHuUs;

- TOPSIOK M TpaBwia HMHGOPMAIMOHHO-AOKYMEHTAIIMOHHOTO O0ecleYeHus: u
00CITy>)KUBaHUS paOOThl PyKOBOJIUTENS MPEANIPHUITHS WIIN €T0 MOIPa3AeTICHUS;

- TPUHIMUI  OpraHM3allid ¥ BHUABL  paboT 1O  Oe310KyMEHTAIlMOHHOMY
00CITy’)KHUBaHUIO PyKOBOJUTEIIS,;

- OCHOBBI JIETIONIPOU3BOJICTBA;

- BUJbI, HA3HAYCHUE U [IPaBHUJIA COCTABICHUS U OPOPMIICHUS JOKYMEHTOB;

- PYKOBOASIIME UM HOPMATHUBHBIE JIOKYMEHTBI, OTHOCAIIUECS K BEICHHUIO

NEJIONPON3BOICTBA;
- BUIBI W HOpsAIOK  paboThl c NOKYMEHTAMH OpraHH3aLNH,
KOPPECTOHACHIINEN;

- TOPSNOK dopMupoBaHus Aen B COOTBETCTBUH C  YTBEPKICHHOU
HOMEHKJIaTypOu;

- IpaBUJIa XPaHEHUsI JOKYMEHTOB.
B cootBercTBHM ¢ TpeOOBaHUSIMH, YKa3aHHBIMU B KBanu@pukaliMoOHHOM CIPaBOYHHUKE
NOJDKHOCTEW pPYKOBOJWTEINICH, CIEHUAINCTOB M JAPYrHMX ClyXamux 4e H3JaHue
(yrBepxnaeH mnocraHoBieHueM Muntpyna P® ot 21 aBrycra 1998 r. Ne 37 ¢
u3MeHeHusiMu ot 27 mapta 2018 r.), oOygaromuiicss doacer 3Hams TOCTAHOBJICHUS,
paclopsDKEHHUsI, IPUKa3bl, JIPYyrHE€ PYKOBOISAIIME M HOPMATHUBHBIE JOKYMEHTHI
BBILIECTOSIIMX M JPYTUX OpPraHOB, Kacarolluecs BEACHUS JAEJIONPOU3BOJACTBA B
OpraHM3alllH; OCHOBHBIE  IOJOXKEHUSA EIMHOM  TOCyAapCTBEHHOW  CUCTEMBI
JEJIONPON3BOCTBA; CTAHAAPTHl YHU(PHUIIMPOBAHHOM CHCTEMbl OpPraHU3AI[MOHHO-
pacnopsINTENbHON JTOKYMEHTALMH; CTPYKTYpY OpraHu3aluud U €€ MNOoJApa3/eieHUM;
MOPSAIOK KOHTPOJIS 3a MPOXOKJIECHUEM CITy>KEOHBIX JOKYMEHTOB; 3aKOHOJATEIbCTBO O
Tpyae u oxpane tpyaa Poccuiickon denepannu.

Ha peanu3zanuio Paboueit mporpammsl orBoguTcs 32 yaca.

3aBepaercs oOydeHue 1o yueOHOMI JTVCLUIUINHE IPOBEJACHUEM
mudepeHIIMpPOBaHHOTO 3a4ETa.
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YUYEBHO-TEMATHUYECKHWH ITJIAH U COJJEPKAHUE MOJIYJIS « JOKYMEHTAIIMOHHOE OFECIIEYEHUE
AEATEJIBHOCTHU OPT AHU3 AN

Ne | HaumeHoBaHue TeM Copepxanue OOuwm | B TOM 4HncIiIe VYuebnas |[IpusBon | ATTtecra
n/n i IIPAKTHUKA | CTBEHHAs | LKA
00BEM Jac. NpaKkTHUKa |4ac
4JacoB | Jlekuuwu, |IIpaktuue
yac. CKH€, 4ac.
15. | Tema 1. OcHOBHBIE OcHOBHbBIE ~ CBEACHHUS u3 HUCTOPUH
CBEIEHUS U3 UCTOPHUHU | AETONPOU3BOACTBA U CEKPETAPCKOM CITYKObI 1 1
JIEJIONPOU3BOJICTBA.
16. | Tema 2. Opranuzanus [Iponecc ynpasineHus NpeanpusITHEM;
UH(pOPMAaLMOHHO- JIEJIONIPOU3BOICTBO KaK YacTh ypPaBJICHUS.
JOKYMEHTaLlMOHHOI'O JlokymenT. Cxema opranu3aiuu padoThl ¢
00CITy’)KNBaHUS JNoKyMeHTaMu npeanpustus. dopma
OpraHM3alMH J1€JI0IPOU3BOICTBA.
Nudopmanmonto- 1 1
JOKYMEHTALMOHHOE 00CITyKHBaHUE;
CHeLMaINCThI Cityk0bl. Opranu3zanus TpyJa B 4
OpraHU3alMOHHOYTIPaBICHYECKOH cdepe;
ycioBHA TpyAa. JJokyMeHTallMoOHHOE U
0€310KyMEHTAIIMOHHOE 00CTyKHBaHNUE PaOOTHI
PYKOBOJIUTEIIS.
17. | Tema 3. JlokymenTupoBanue | OOmIue MOJIOKEHUS TTO TOKYMEHTHPOBAHHUIO
YIIPABJICHYECKOU YIIPaBJICHYECKOU NEATEIBHOCTH.
nesTenbHOCTH. TpeboBanus K | YHU(DUIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.
JOKYMEHTaM YHubHUKaMA U CTaHAapTU3ALMS
YIIPaBJICHUYECKUX JOKYMEHTOB. Bubl 1 1 4 2

JIOKYMEHTOB; KJIaCCU(UKAIIHS.
Opraan3aiuoHHO-PACTIOPS AUTEIIBHBIC
nokyMmeHTsl (OP/]). FOpunuueckoe 3HaueHue
JIOKYMEHTOB.
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18.

Tema 4. [IpaBuna
oopmIIeHHS
yIpaBIE€HYECKUX JOKYMEHTOB

Bunpl 61aHKOB, peKBU3HUTHI, POPMYIISIP, OTMETKH
Ha JoKyMeHTe. Enunble TpeGoBaHuS M IpaBuiIa
oopmieHus JTOKYMEHTOB yIpaBJICHUS,
YCTaHOBJICHHBIC ToCy1apCTBCHHBIMUA
HOPMATHUBHBIMU aKTaMH — CTaHJIAPTHI.

19.

Tema 5. CoBpeMeHHOE
JICJIOBOE TTHCHMO

[IpaBmia odopmieHust nenoBoro nucbMa. Buabl
MUCEM: MHChbMA-NPOCHOBI, MMCHhMa-OTBETHI;

CONPOBOJUTENbHBIC, JOTOBOPHBIE U Ip.;
0COOEHHOCTH TeKcTa. MeXayHapo HbIe THChMa

20.

Tema 6. OcHoBHbIE
JIOKYMEHTBI yIpaBJICHUS;
opopmiienne u pabota C
JOKYMEHTaMHU

OcHOBHBIE  TIpyHmbl  yOpPaBJIEHYECKUX (WM
OpraHU3alMOHHO—PACHOPSAUTENBHBIX)
JOKyMEeHTOB. TumoBas cxema odopmieHus
JIOKYMEHTOB. Ocobennoctu oopMeHuUs
BHEIIIHUX JJOKYMEHTOB H Jp. JJOKyMeHTHpOBaHUE
OpraHU3alMOHHO—PACHIOPSAUTEIBHON
NESITebHOCTH YUpexaeHu. OpraHu3alroHHas
JOKYMEHTALUs: YCTaB, MOJI0XKEHNE, HHCTPYKIIMS.
PacnopsinuTenbHple  TOKYMEHTBI:  NPHKA3bl,
pelenusi, pacnopsbkeHus. JlOKyMEHTUpOBaHHE
JeSITeIbHOCTH KOJIJIETHATIBHBIX OpraHoB.
Crpykrypa  nokinajga,  OT4YeTa;  HPOTOKOIL
WndpopmanmoHHO—CIIpaBOYHbIE JOKYMEHTBI:
CIPaBKH, aKTBHl, JIOKJIa/IHbIE 3aIUCKH,
TelerpamMmbl,  TenedakcorpamMmel  ((akcer),
TenedOHOTPaMMBI | JIp.

21.

Tema 7. JlOKyMEeHTHI 1O
JIMYHOMY COCTaBY

Buabl  JTOKyMEHTOB: TPYJIOBBIE KOHTPAKTHI,
IpHUKa3bl O IIPUEME, YBOJBHEHUU, IIEPEBOJE;
TPYIOBBIC KHIDKKH, JIMYHBIC KApTOYKH W JIp.
Odopmnenue, XpaHEeHue JIOKYMEHTOB;
cobioieHne KOH(PUACHITUATHHOCTH.

22.

Tema 8. JIOKyMEHTBI INYHOTO
Xapakrepa

BI/II[bI JIMYHBIX TOKYMCHTOB: 3asBJICHHUC, PC3IOMC,
aBTOOMOTrpadus, paclucKa, JOBEPEHHOCTD.
CocraBienue TeKcTa " odopmiieHne
JIOKYMEHTOB.
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23.

Tema 9. Kommepueckas
KOPPECIOH IEHIUS

BHGHIHGTOpFOBBIC JOKYMCHTBI, KOMMCPUYCCKaA
KOPPECTIOHJICHIIMSI W KOMMEpPYECKHE THChMa;
KOHTPAKTHI, 3aKas3bl, COTJIAIIICHHUS;
obmenpuHATbie (OPMBI  JTOKYMEHTOB, TEKCT,
odopmieHue

24.

Tema 10. [denonpou3BoacTBo
[0 TMHCBMEHHBIM U YCTHBIM
oOpaleHusM rpaxaaH

Bunbr oOpamienuii: mpenioxeHus, 3asBICHUS,
kanoObl. [lopsimok paboOThl € JTOKYMEHTaMH.
Pernamentupyrommuit JOKYMEHT (TumoBoe
nojio>keHue). OpraHu3alvoOHHbIE MEPONPUATHS:
JUYHBIA NpueM rpaxnaad. [lpuemM NUCbMEHHBIX
oOpanieHnit, TOKyMEHTHPOBaHUE OOpaICHHH.

25.

Tema 11. Opraauzamus
paboThI ¢ JOKyMEHTaMHU

['pymnmbel TOKyMEHTOB: BXOSIIUE W HCXOISIINE;
BHYTpEHHUE U BHemHHe. OpraHu3alvoOHHBIE U
HOPMAaTUBHO-METOJMYECKUE  JOKYMEHTBI, UX
HCIIOJIb30BAHUC B JCJIOIPOU3BOIACTBC. BI/II[BI
pabot c JIOKyMEHTaMH: obOpaboTka
MOCTyHnaromux " OTHPABIACMBIX HOKYMCHTOB,
yYeT KOJIMYECTBA JOKYMEHTOB, PETUCTpAIS H
HHIACKCUPOBAHUC AOKYMCHTOB.
Nudopmanmonno-cnpaBouHasi padora. ITopsmok
BCACHUA n HUCIIOJIB30BaHUA CIIPpaBOYHBIX
kaprotek. MHpopmarmonHo-

IIOMCKOBas CUCTEMA IJIs1 pa6OTLI C JOKYMCHTaAMH

26.

Tema 12. CocraBiieHue
HOMEHKJIATYPBI Je

Homenkiarypa nen: mHauBUAyalibHAs, CBOJHAS,
TUTIOBasl, MpuMepHas. HopMaTuBHBIEC TOKYMEHTHI
U MECTOIUYECCKHUEC MaTepI/IaJIbI JJIs1 COCTABJICHUS.
[IpaBuiia BegeHust Ae.

27.

Tema 13. dopmupoBanue
hi(Sh)

Hasnauenne dhopmupoBanus aen. HopmatusHbie
JOKYMEHTHI. ['pynmupoBka nen, creruduka
dbopMUpOBaHUSA OTHENBHBIX KaTEropuil el
Bunsl 10kyMeHTOB, (HOPMUPYEMBIX B J1€]10.
Cuctematuzanmsi  J0KyMeHTOB. OdopmieHue
JelL.
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28. | Tema 14. Xpanenue | [IpaBuna xpaHeHHsT JIe1 B  CTPYKTYPHBIX
JOKYMEHTOB MOJIpa3AeIeHUsX TIPEIPUSTHS. ApxuB
MPEANPUATHS. OnrumanbHbIN CpOK
UCIIOJIb30BaHUs JOKYMEHTOB JIEIOMPOU3BOICTBE.
Cpoku XpaHEHUst Jedt. HoxymenTsr | 1 1 2
JOJITOBPEMEHHOTO XpaHEHUSI. [Topsimox
YHUUTOXKEHUSA JOKyMeHToB Jen. OdopmieHue
JeN JJIs apXUBHOTO XPAaHEHHUS;, MIPHEeM, Tiepeaada
JIeJI.
29. | Tema 15. Pabora ¢ | KonduaennumanpHas JIOKyMEHTHPOBaHHAas
JOKYMEHTaMH, uHpopmanus. llenp u ycnoBus oOecrmeueHuUs
coJiepKaliuMHU COXPAaHHOCTH HH(OpPMAIMK Ha MPEANPHUITHH.
KOMMEPUYECKYIO taifHy | OCOOEHHOCTH  BEICHHUs  JICTONMPOM3BOJCTBA, | 1 1
MIPEPUATH o0ecreynBarOIer0o  y4eT M COXPaHHOCTh
JTOKYMEHTOB,  COJAEpXKAIUX  KOMMEPUYECKYIO
TaiiHy. OTBETCTBEHHOCTD 32 JOKYMEHTBI
30. | Tema 16. CocraBnenue | CTuib CiIy>)XeOHBIX HOKyMEeHTOB. O¢uimansHo- | 2 2
TEKCTOB CITY’>KEOHBIX | 1eToBOM cTmih. OO0mue TpeOOBaHUS K TEKCTaM 2
JOKYMEHTOB JOKYMEHTOB, YIIpaBiCHUS, (DOPMBI TEKCTOBBIX
JTOKYMEHTOB. CriocoObl JOKYMEHTHPOBAHUS
31 |[Tema 17. OoOecneuenue | OCcyIiecTBICHUE ACIOBBIX KOHTAKTOB, yyacTue B | 1 1
0€310KyMEHTapHOTO MOJITOTOBKE u MIPOBEICHUU JIETOBBIX )
o0cTy)KMBaHUS paboThI | MEPOTIPHUSATHIA. [Tpuem MTOCETUTENICH.
PYKOBOJUTEIS OdopmieHre KOMaHIUPOBOK
32 | duddepeHunpoBaHHbIHI 2 2
3auer
UTOro 112 32 20 10 58 26 2
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MATEPUAJIPHO-TEXHUYECKOE 1 THOOPMALIMOHHOE OBECIIEYEHUE,
HEOBXOAMMOE U1 OCBOEHMA PABOYEU ITPOI'PAMMBI

MarepuanbHO-TEXHUYECKOE 00ecrieueHne
[Iporpamma npeamnonaraet Haauuue yueOHOro kabuHeTa. 000py/10BaHHOTO:
MOCaI0YHBIMHU MECTAMH 110 KOJTUYECTBY 00YUaIOIINXCS;

- paboYuM MECTOM MPEINo1aBaTes;

- KOMITbIOTEpaMU;
- IHTEPAaKTUBHOM JTOCKOM WM MYJbTUMEAUWHBIM KOMILJIEKCOM C JHUICH3MOHHBIM
IPOrpaMMHBIM obecrneueHrneM; — KOMILJIEKCOM y4e0HO-METOIUIECKON
JOKYMEHTaIUH.

- Texanueckue cpeacTra 0OydeHUS:
- 9JICKTPOHHBIEC BUIEOMATECPHAIIHI;

- HOYTOYK;

- IPOEKTOP.

NudopmarimonHoe odecreueHne o0ydeHus
OcHoBHbIe UCMOYHUKU, 3AKOHOOAMeNbHble U HOPMAMUGHblEe OOKYMEHMbL, 3JIeKMPOHHbIE
pecypcul
OCHOBHbBIE HCTOUHUKHU:
1.bacakoB M.U. JlemonpounsBonactBo [JlokymeHTaIMOHHOE OOECTieYeHHUE YTPABICHHUS |:
yueOnnk/M.U. bacakos, O.W. 3ambimkoBa. — M3a. 13-e, crep. — PoctoB w/Jl: ®denukc,
2014 - 376 c.
JlomoTHUTENbHBIC UCTOYHUKHU:
1.JI.A.JIenkeBuu. [{enonpousBoactBo. — M3narenbckuii HeHTp «Akaaemus», 2014.
2.ITpuka3z MunuctepctBa KyiabTypbl P® ot 25 aBrycra 2010 r. N 558 «O06 yTBepx)aeHun
3.IlepeyHsi THUIOBBIX YIPaBICHUYECKUX AapXMBHBIX JOKYMEHTOB, OO0Opa3yrouuxcs B
npolecce  JESITeIbHOCTH  TOCYJAapCTBEHHBIX ~ OPraHOB,  OPraHOB ~ MECTHOTO
CaMOYTIPABJICHUS U OpTaHU3ALIMM, C YKa3aHUEM CPOKOB XPaHEHUS.
OcHoBHbIE MpaBuia padoTkl apxuBoB opranuzanuii / Pocapxus, BHUUIA/, — M.: 2012.
—152c.

NudopmarmoHHbie pecypcehl:

HopmaTuBHBIE AOKYMEHTBI MO JEJONPOU3BOJCTBY. [DIEKTPOHHBIN pecypc|. Pexum
nocryna: http://www.termika.ru/dou/docs/docs.html
DNEKTPOHHBIA  CIIOBaph  JIEIOTPOU3BOJICTBEHHBIX TEPMUHOB.
[OnekTpoHHBI  pecypc].  Pexum JOCTyma:
http://uajobs.com.ua/professions/deloproizvodstvo
OneKTpoHHbIE OQUCHBIE CHUCTeMbl. [DneKkTpoHHBIH pecypc]. Pexum nmocryna:
http://eos.ru/eos/eos
NudopmanmonHo-cripaBouHas cuctema «l'apant». [DnexkTpoHHbIN pecypc].
Pexxum nocryna: http://www.garant.ru

OLEHOYHBIE MATEPUAJIbI
[lepeyens BonpocoB K AudHepeHInpoOBaHHOMY 3a4eTy
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o MoayJito «JlokymMeHTalMoHHOe o0ecreueHre AesiTeIbHOCTH OpraHu3aIim)
OcHOBHBIE CBEICHHS U3 UCTOPUU JEIONPOU3BOACTBA.

Opranuzanusi ”HOOPMAITMOHHO-IOKYMEHTAIIMOHHOTO 00CITYKUBaHUS
JIOKyMEHTHUpOBaHUE  YIPABJICHUECKOW JAESTeNbHOCTU.  TpeboBaHUs K
JOKyMEHTaM

[IpaBuia opopmiieHus: ynpaBIeHIECKUX JOKYMEHTOB

CoBpemMeHHOE Je0BO€ MUCHMO

OcHoOBHBIE TOKYMEHTHI yTpaBieHus; ohopMieHre u paboTa ¢ JOKyMEHTaMu
JIOKYMEHTBI 110 TUYHOMY COCTaBY

JIOKYMEHTBI TMYHOTO XapaKTepa

KommMmepueckast koppecrnoHaeHIns

Jlenonpon3BOACTBO MO MMCEMEHHBIM U YCTHBIM OOpAIEHUSIM TPaskIaH
Opranuzanust pabOThI ¢ JOKyMEHTaMU

CocraBneHne HOMEHKJIATYphI J1e]

DopMUpPOBAHUE NET

XpaHeHue JOKYMEHTOB

PaboTa ¢ tokyMeHTaMu, coiepKalluMU KOMMEPUECKYIO TalHy MpeAnpUsTUs
CocraBiieHue TEKCTOB CITY>KEOHBIX JOKYMEHTOB

Obecneuenne 0e3 JOKYMEHTAIMOHHOTO OOCITYKHUBaHUS paOOThl PyKOBOJUTEIIS.

METOAMYECKNE MATEPHAIJIbI

MeTtonuueckas pa3paboTKa 3aHATHSA

Tema: JlokyMeHTHpOBaHUE  YNPABICHYECKOM  JAESATENBHOCTU. TpeOoBaHus K
JOKYMEHTaM.

[ens: Hayuutbes cocTaBiATh OJ1aHKH JJOKYMEHTOB

Martepuansl Kk 3aHATHIO TeopeTUYeCcKUe CBEICHUS

JIOKyMEHTBl M3rOTaBIMBAalOT Ha OnaHkax. bimank mnpezacrasisier coOoit auct Oymaru
CTaHJIApPTHOrO (QopmaTa, Ha KOTOPOM pa3IMYHbIMM TEXHUUYECKUMHU CPEICTBAMMU
HAHECEHbl PEKBU3MUTHI, COJAEpXKAIME IOCTOSHHYK [UJIsl JaHHOIO BHUAA JOKyMEHTa
MH(POpPMALUIO, BKJIIOYasl MOCTOSHHBIE YAaCTU TEKCTAa. JTO MOTyT ObITh Ha3BaHUE BUJA
JOKYMEHTA, CIIPAaBOYHbIE JaHHBIE 00 OpraHU3allii, BCEBO3MOXKHBIE CUMBOJIBI U JpyTas,
MOCTOSIHHAS JIsl JAHHOW TPYIIBI JOKYMEHTOB MH(GOpMAaLMs, BKIIOYAIOIIAsl TOCTOSIHHbIE
(TpadapeTHbIe) YaCTH TEKCTA.

Hanpumep, OnaHK mMoCTaHOBJIEHMS, MPHKa3a, COPaBKU O padboTe, OMaHK 3asBieHUs 00
OTIIyCKe, OJaHK TUTYJIBHOTO JHCTa OTYETa O BBINOJHEHHOH paboTe, OMaHK akTa o
BBIJICJICHUH K YHUYTOKEHHUIO TOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHUS U JIp.

B Omank pokymeHTa 00s53aT€TBbHO BKIIFOYAIOTCS PEKBU3HTHI, HIACHTU(OUIMPYIONTUE
aBTOpa MHMCbMEHHOIO JOKyMEHTa: O(ULHUaIbHOE Ha3BaHWE OpraHMU3alMM - aBTOpa
JOKYMEHTa, €€ BEJOMCTBEHHAs IPHUHAJUIEKHOCTb U OPraHU3allOHHO-IPABOBOE
M0JIO’KEHUE, I0pUANYECKUH ((haKTUUECKUi) apec UiIU Ha3BaHUE HACEJIEHHOTO IyHKTa, B
KOTOPOM pa3MellaeTcs pyKOBOISAIINNA OpraH OpraHu3aluu.
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B cocraB OmaHka BXOJAT Takke TIpadUyecKue OTMETKH, IpeAHa3HAuYEHHbIE MJIs
pa3MenieHns 003aTeNIbHBIX PEKBU3UTOB JOKYMEHTOB, KOTOpPbIE OYIyT M3rOTaBIMBATHCS
Ha OJaHKax.

[TonsiTue OnaHka B MOJHOM Mepe MPUMEHMMO TOJBKO K HUCBMEHHBIM OyMa)KHbIM
JOKYMEHTaM, TaK Kak IpaBuja 3alucu MH(OPMALMU U €€ pa3MEIlEeHUs Ha MAIlMHHBIX
HOCHUTENSIX TMPUHIUIHANBHO UWHBIEe. Bwmecte ¢ Tem mnpu aBtomarusauuu JJOY
(TOKyMEHTALIMOHHOTO O0ECTeueHusl ynpaBieHHs) MPAKTUKYETCS CO3AaHUE MAITUHHBIX
"1m1abaoHOB" WM YHUPUIUPOBAHHBIX OJaHKOB ("IMeKTpOHHBIX (popM"), HCIIONIb30BaHKE
WIA 3alojIHEHHE KOTOPBIX TO3BOJIAET CO37aBaTh IOPUAMYECKU IOJHOIICHHbBIE
JOKYMEHTBI, COOTBETCTBYIOILIME COBPEMEHHBIM MpPaBUiIaM U JEHCTBYIOMIUM OyMa)KHBIM
dbopmawm.

Bbymara, npumensiemast 1151 MU3TOTOBJICHUSI OJIAHKOB, JOJKHA OBITH OENOro 1BETa WM, B
UCKJIIOUYUTEIBHBIX ClIydasx, c1ab0 OKpalleHa B CBETJIbIe TOHA. B OTHENbHBIX Clyyasx
MOTYT M3TOTaBIMBaThbcs OJaHKU OOJee aKTUBHBIX IBETOB. BilaHKM 1 JOKYMEHTOB
IIOCTOSTHHOTO XPAHEHUs CJEAYET U3rOTOBJISATh HA OyMare BBICIIUX COPTOB, HE3aBUCHUMO
OT TOro, MOAJEXAT WIM HE NONJIeXaT IepeJaye Ha TIOoCy/IapCTBEHHOE XpaHEHHE
JOKYMEHTBl OpraHu3zauuu. PekBu3nTbl Ha OJaHKE Ie€yaTarOTCsl B OAHY Kpacky,
IPEUMYIIECTBEHHO YEPHYI0. BO3MOXKHO HCIIOIB30BAHKUE APYTUX LIBETOB B OJaHKaX, 4TO
MO3BOJIACT 3pUTENbHO OTIWYMUTH TOMJUHHUK JOKYMEHTa OT pPa3MHOXKEHHOTO,
KCEPOKOIUPOBAHHOTO IK3EMILISIPA.

bnanky MOKYMEHTOB HW3rOTaBIMBAIOTCA MPEUMYIIECTBEHHO TUMOTPa)CKUM CIIOCOOOM
WM TIPH TIOMOIIY CPEJCTB BHIUMCIUTEIbHON TEXHUKH.

Tunorpadckum crocoOOM MOKHBI M3TOTaBIMBATHCS OJAHKH, MMEIOIIME B KadyecTBe
pexkBuzuTa l'ocynmapctBenHblii rep0d Poccuiickoit @enepamun miam repd cyObekTa
Poccuiickoit @enepanuu. Mcnonp3oBanue KCEpOKONUN JaHHBIX OJAHKOB I CO3JAHUS
nokymeHToB He pomyckaerci. ['OCT ycraHaBiumBaer cleayrolue BHUIbl OJaHKOB
OpraHU3alMOHHO-PACIOPSAUTEIbHBIX JOKYMEHTOB JUIsl OPraHU3ALMH, €€ CTPYKTYpPHOTO
HOJpa3AesIeHUs] U TOJDKHOCTHOTO JIMIA: OOIIMM ONaHK JJIsl U3rOTOBJIEHUS JIFOOOrO BUa
JOKYMEHTa (KpoMe€ MHUCcbMa); OJaHK NUChbMa; OJaHK KOHKPETHOTO BHUAA JOKYMEHTa
(Kkpome TMchMa).

Conepxanue 3aHATUS

3aganue 1: CTpykTypa TOKyMeHTa

3aganue 1.1. 3yunTh MeTOANYECKHE PEKOMEHIAINM 110 U3TOTOBJICHUIO JTJOKYMEHTOB Ha
OraHkax

Teopernueckue CBEICHUS

J171s1 U3rOTOBIIEHUS OPraHU3alMOHHO-PACHOPSAIUTEIIBHBIX JOKYMEHTOB YCTAaHABIUBAKOTCS
nBa (opmara O6mankoB mo ['OCT 9327-60: A4 (210 x 297) u AS (148 x 210), ¢
pasmepamu IoJjiel He MEeHee:

neBoe - 20 mm; ripaBoe - 10 Mmm; BepxHee - 20 mM; HIKHEE - 20 MM.

OTH TOJISI UCTOIB3YIOTCS JJIi pa3MElIeHUs] HEKOTOPBIX PEKBU3WUTOB, JJIs IOJIIHMBKU
JIOKYMEHTOB, JJis 3a)KMMa JIMCTa MPU KOMUPOBAHWM U Pa3MHOKEHUHU, JJIs yaA00CTBa
IIPOUTECHHS TEKCTOB B COPOIIIOPOBAHHOM BHUJe M T.M. OpraHuzaiids UMeEeT MpaBo cama
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pemaTh, Kakue pasMepbl Mojeil 1enecoo0pa3HO yCTaHOBUTH JUIsl Pa3IMYHBIX BUOB
JOKYMEHTOB, HO HE MEHEe TeX pa3MepoB, KoTopeie yctaHoBIeHbI [[OCT.

[Ipn moAroToBke AOKYMEHTa Ha HECKOJIBKMX JIMCTaX BCE JIMCTHI MUMEIOT OJWHAKOBbHIE
pa3MephI TOJIEH.

brnanku popmaroB A4 u AS ciaykaT IpeUMYILIECTBEHHO AJISI U3TOTOBJICHUS CIIyKEOHBIX
MACEM, YUIPETUTEIHHBIX U WHBIX PACMOPSIUTEIHLHBIX TOKYMEHTOB BCEX HAUMEHOBAHUMA,
JOTOBOPOB, CIIPABOK, 3aMMHMCOK, PA3INYHOTO POJA aKTOB U APYTUX JOKYMEHTOB.

Ha mpakTuke MOTryT HCMONB30BAThCS Takke KOMOMHHpOBaHHBbIE (QopmaThl OJAHKOB,
OOyCIIOBJICHHbIE ~ XapakKTepoM  JOKYMEHTOB, HampuMep C  HCIOJIb30BAaHHEM
TOPU30HTAJILHOTO  PACIONIOKEHUsT Ooiblieil  cTopoHsl Onanka. @Popmar OnaHka
BBIOMpAETCS B 3aBUCHUMOCTH OT O0ObeMa TEKCTa M KOJUYECTBA PEKBU3HUTOB, KOTOPHIE
JOJKHBI OBITh pa3MEIEHBI TTPH MOATOTOBKE JOKYMEHTA.

JUJist U3roTOBJIEHUS JOKYMEHTOB, TEKCTOBAs COJIep KaTelIbHasi 4acTh KOTOPBIX oopmiieHa
B BUJIC TAOJIMIBI ¢ MHOXECTBOM I'pad), MOKET UCMOJIb30BaThes 01aHk popmara A3 (420
x 297 mMm). Hanpumep, Ha Takux OiaHKax MPOEKTUPYIOTCS (GOPMBbI OTYETHBIX, YYETHO-
CTaTUCTUYECKHUX, IJITAHOBBIX U JPYTUX JOKYMEHTOB.

Ha o6ymare dopmara A6 (105 x 148 mMM) momyckaeTcsi U3rOTaBIMBATH OCOOBIE BUJIBI
JOJDKHOCTHBIX OJIaHKOB, Hampumep, s O(QOPMIICHUS] PE30JIOUUU PYKOBOAMUTENS
(mopydeHust) Wik JOKyMEHTOB THIIa KBUTAHITMI, PA30BBIX MPOITYCKOB, YUYETHBIX (HOPM U
T.11.

3ananue 2. braHkd JOKyMEHTOB.

Teopernueckue CBEICHUS

bnanku HOKyMEHTOB JOJDKHBI pa3pabaThIBaThCsl C YYETOM COCTaBa PEKBU3UTOB U
MOpsIZIKA UX pacnoJiokeHus:, ycraHoBiaeHHbIX ['OCT.

[Inomaau pa3menieHus KOHKPETHBIX PEKBU3UTOB JOJKHBI COOTBETCTBOBATh pazMepam,
npuBegeHHbIM B ['OCT. CxeMbl pacnosioKeHUsl peKBU3UTOB JaHbl B MIPUIIOKEHUAX 1, 2,
4. bnaHku JOKYMEHTOB MOTYT M3TOTOBJISITECS HAa OCHOBE MPOJOJBHOIO WM YTJIOBOIO
PaCIoJIOKEHUS] PEKBU3UTOB, UACHTU(MUIUPYIONINX OPraHU3alMIo, U APYTUX PEKBU3UTOB
oopMJIEHUSI TOKYMEHTOB, JIOMOJIHAIOMIMX CBeACHUsI 00 opranu3aiuu. Vcnons3oBaHue
YIJI0BOTO WJIM MPOJOIBHOrO OJlaHKA HE BIMSAET HA IOPUIUYECKYIO CHIIY JOKYMEHTAa WU
€ro mpaBoBOii cTaTyc.

[Ipu nmpoaoaBLHOM pacnoiokeHUH (MPOAOJIbHBIE OJIAHKHM) Ha3BaHUE OpPraHHU3alNH, BUAA
JOKYMEHTa W Jpyrue HEOOXOAMMbIE PEKBU3UTHI Ha OJIaHKE pa3MelaloTCsl BIOJb
BEPXHETO MOJIS U [IEHTPYIOTCS (LIEHTPUPYIOTCS).

[IpononpHbie OMaHKKM Ha MPAKTUKE HCMOJIB3YIOTCS MPEUMYLIECTBEHHO ISl MOJATOTOBKU
HOPMATHBHBIX MTPABOBBIX aKTOB.

Hcnonb30BaHne NpoAOIbHOTO OJaHKa MHUChbMa 1EJIecoo0pa3HO TakkKe MPUMEHSTHh B
ClIy4asix, KOT/la HAMMEHOBAHHUE OPTraHU3alUU COJIEPKUT OOJBIIOE KOTMYECTBO MEYATHBIX
3HAKOB, HAMPUMeEP, MOXKET ObITh B Cllydae, KOr/la PEKBU3UTHI OJIaHKa JAr0TCS Ha JIBYX U
Oonee s3bikax. Ilpu 3TOM clieBa cienyeT meyaTaTh PEKBU3UTHI HA PYCCKOM S3BIKE, a
CIpaBa - Ha HalMOHAJHLHOM, HA OJHOM YpoBHE. Eciu KOJIMYECTBO HCMONB3YyEMBIX
HAIlMOHAJIBHBIX S3BIKOB 00Jie€ OJHOTO, CBEpPXY CJENYyEeT YyKa3blBaTh PEKBU3UTHI Ha
PYCCKOM, a HUXE - Ha HaIlMOHAJIBLHOM $3bIKE, MPOJIeBasi CTPOKY 0 TPaHUIIbI MPABOrO
HOJIS.
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[Ipu ucnonp3oBaHMM B OJIaHKE HAMMEHOBAHUS OpPraHU3allMd Ha MHOCTPAHHOM SI3BIKE
PEKOMEHIyEeTCs TAKKE MOJIb30BAThCS CTAHIAPTHBIMU TPEOOBAHUSIMHU.

[IpoonbHbIE OaHKK MUCEM UCIIONB3YIOTCS B PEKJIAMHBIX 1IEJISIX, KOTJIa HE CTOUT BOIPOC
00 DSKOHOMUM OyMaru, palHOHaJILHOM pa3MENIEHUH HEOOXOJIUMOIro KOJUYECTBA
PEKBU3UTOB U T.II.

B cnyuae, korja peKkBU3UTHI, Hale€YaTaHHbIE HA HAIMOHAJIBLHOM U PYCCKOM S3bIKaX,
pasmemjaroTcsi B IpeAenax IUIoN[agv, OTBOJAMMOM 1Jii  YIVIOBOrO  BapUaHTA,
1eJIECO00PA3HO U3TOTOBJIATH OJIAHKHU C YTJIIOBBIM PACTIOJIOKEHUEM PEKBU3UTOB (yTIIOBBIC
Omankm). [Ipy 5TOM KaXKIblii pEKBU3HUT YKA3bIBAETCS CBEPXY HA PYCCKOM SI3BIKE, & HIKE -
Ha HaIIMOHAJIIBLHOM.

HaunbGonee ynobupiM 11t 00pabOTKH W SKOHOMHUYHBIM C TOYKH 3PEHUS MCTIOJIb30BAHUS
MJIOMIAN JIUCTA SIBJISIETCS YTJIOBOM OnaHK. B sTOM ciydae mpaBasi cTOpOHA BEpXHEU
YacTH JINCTa MOXKET OBITh MCIOJIb30BaHA JIsl pa3MelleHus peKBU3UTOB "Anpecar" u
"I'pud yrBepx)aeHu", pe30IOLHI, OTMETOK O PACCHLIKE U JIp.

Hampumep, yrioBsiMH JTOSDKHBI ObITh OJIAHKU YTBEP)KIA€MbIX IMPOTOKOJIOB, TIOTOBOPOB,
aKTOB, MHCTPYKILIHUI U TIMCEM, TJI€ €CTh peKBU3UT "Apecar".

3aganue 2.1. Ha ocHoBanum _I'OCT HayepTUTh CXEMbl MPOJAOJBHOTO W YIJIOBOTO
pacmoJIOKeHUs  peKBU3WUTOB  Ha  ¢dopmare Oymaru A4 mo  oOpasiy.
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PucyHnok - PacnoyioxeHue pekBU3UTOB U TpaHUIlbl 30H Ha (popmate A4

3ananue 3. bnank nucbma TeopeTuueckue cBeaeHUs

brank mucbMa MOXET BKIIOUATh CIEAYIONINE PEKBU3UTHI: [ ocymapcTBeHHBI Tepo
Poccuiickoii @enepammn - (01); repd cyonexra Poccutickoit @enepanmm - (02);

sMOieMa OpraHM3alii WIM TOBapHBIM 3HaK (3HaK oOcmyxkuBanusi) - (03); xoxg
opranuzauuu - (04);
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OCHOBHOU rocymapcTBeHHbIN peructpanonubiii Homep (OI'PH) ropuaudeckoro nuia -
(05); unenTUPUKAIMOHHBIN HOMEp HAJIOTOIIATENbIINKA/KOJ MPUYUHBI MOCTAHOBKU Ha
yueT (MHH/KIIIT) - (06); xox ¢opmbl qokymeHTa - (07); HauMeHOBaHUE OpraHU3aIlUU -
(08); cripaBouHbIe AaHHBIE 00 opranuzamnuu - (09).

Kpome 3Tux pekBu3UTOB B OJaHKE MUCbMa MOTYT OBITh JaHbl OTrPaHUYHUTENIbHbBIE
OTMETKH JJIS CJIEIYIOIIUX PEKBU3UTOB:

nata qokymeHnra - (11);

pPErHCTPalMOHHBIN HOMEp JOKyMeHTa - (12);

CChUIKA Ha PEruCTpalMOHHBIA HOMEp M Jnary nokymeHTta - (13); ampecar - (15);
3aroJI0BOK K TeKCTy - (18); oTMeTka o koHTpode - (19).

PexBuzut "CrpaBouHble JaHHbIE 00 OpraHu3aluu” BKIIOYAET CBEACHHS O MOYTOBOM U
tenerpaduroM aapece opranuzaruu. [lopsaok u popma 3amucu dTUX CBENCHUN JOJKHBI
cooTBeTcTBOBaTh [louTOBEIM NpaBuiiam Munucrepcrsa cBsasu Poccuiickon denepaunu.
Kpome Toro, naHHbBII PEKBU3UT MOXKET OBITH JOIMOJHEH HOMEpPaMU CHPABOYHBIX
TenedoHOB, (PAKCOB, TENEKCOB, PACUETHBIX CYETOB B OaHKE, aJpecoM 3JIEKTPOHHOU
noutbl. B kayecTBe MOYTOBOro ajpeca AOMYCKAETCs YKa3blBaTb HOMEpP a0OHEHTCKOTO
ALINKA.

3ananue 3.1. Ha ocHoBanuu I'OCT odopMuth OJ1aHK TUCbMa C MPOJIOTIBHBIM U YTJIOBBIM
PacmoJIOKEHUEM PEKBU3UTOB 1O 00pasiry.

POCAPXMB
TECYAIDCTRENNHOS YIPBMABHHE

wCTHTYT W apxwmnoro aena
FocYREpCTRGHHOS Y pexasHIe (BHUMAAL)

Ipopoonsman yn.. a, 82, Mocms, 117393
FRRPMSUIURIIIUIR 1 SRS AW Ten ipanc (n:a’:ﬂzn;- E-mad. mail@vnixad n
(BHAMDAD
Npodcoiommas yn., 4 82, Mocaa, 117383
Tenidasc (085) 718-T8-74 e "-—‘ “—‘I
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Pucynok - O6pa3ers 01aHKa MMcbMa OpraHu3aluu

3anganue 4. O6muii 61aHk TeopeTnueckre cBeACHUS

OOmuit 671aHK MOMKET BKJIIOYATh CIEAYIOIIUME PEeKBU3UTHL: ['ocymapcTBeHHBIH repd
Poccuiickoii @enepammn - (01); repd cyonexta Poccutickoit @enepanmm - (02);

aMOJIeMa OpraHU3alliy WM TOBAPHBIN 3HAK (3HAK oOcykuBanwus) - (03); HaMMEeHOBaHUE
opranuzanui - (08); MECTO COCTAaBICHUS WU U3IaHUsI JOKyMeHTa - (14).

Kpome »Tux pekBU3UTOB Ha 00IIeM OJaHKE IOMyCKaeTcss HAaHOCHUTh OTPaHUYUTENbHBIC
(rpaduueckne) OTMETKHU JIsl CJICTYIONTUX PEKBU3UTOB: JaTa JoKyMeHTa - (11);
PErMCTPalMOHHBIN HOMEp AJOKYMeEHTa - (12); 3aroloBoK K TeKCTY - (18).

3ananue 4.1. Ha ocnoBanuu I'OCT odopmuTh 001111 OJ1aHK 110 00pasiry.
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MPHIOAKEHHE b (cnpasounoe)
OBPA3bI BTAHKOB JOKYMEHTOB

POCAPXHB
FocyBapeTBCHHOE Y4PeRATHHE
i HHCTHTYT " ap nena
(BHHHIIAID

Pucynok - O6pa3zer o0iero 6;1aHka opraHu3aIim

3ananue 5.biaHK KOHKPETHOTO BUAA TOKyMeHTa TeopeTnyeckue CBeIeHUs

brnaHku Tex WM MHBIX KOHKPETHBIX BHIOB JIOKYMEHTOB I1€JIeCOO0OPa3HO MPUMEHSITH TTPU
W3IaHUA B OpraHW3aldd OOJIBIIIOTO KOJWYECTBA JAHHBIX BUIOB JOKyMeHTOB. [Ipu
pa3paboTKe 3TUX OJAHKOB MCTOJIb3YIOTCS CIEAYIOIINE PEKBU3UTHI:

I'ocynapctBennsiii repd Poccuiickori ®deneparuun uwnm repd cyobekta Poccuiickoi
Oenepanun - (01), (02); osmbOiema opraHu3alud  WIA TOBAapHBIM 3HAaK (3HAK
obcnyxuBanusi) - (03); HaumeHoBaHue opranuzanuu - (08); HauMeHOBaHUE BHAA
nokyMeHta - (10); mecTto cocTaBlieHMs WM HW3JaHUs JOKyMeHTa - (14); a Taxxke
OTrpaHUYMTENIbHbIE OTMETKH JJIS PACIIOJIOKEHUSI PEKBU3UTOB:

nata qokymeHnra - (11);

pPEruCTPalMOHHBIN HOMEp TOKyMeHTa - (12);

CCBUJIKA Ha PETUCTPALMOHHBIA HOMEDP U AaTy JoKyMmeHTa (13); 3aroyioBok k Tekcry - (18);
OTMETKA 0 KOHTpoJe - (19).

B o0mux OmaHkax u B OJaHKaX KOHKPETHBIX BHJOB JTIOKyYMEHTOB pPEKBU3UT "Mecto
COCTaBJICHMs WM W3nanusi nokyMeHTta" (14) momkeH opopMIISTECS B COOTBETCTBUU C
HAaUMCHOBAHUSIMH OOBEKTOB QJMHUHHCTPATUBHO TEPPUTOPHAILHOTO JICICHUS U
HACEJICHHBIX MTyHKTOB.

MecTo cocTaBiaeHUs WU U3AaHUS JOKYMEHTa MOXET HE YKa3bIBaThCS, €CJIM OHO BXOIUT
B COCTaB HAUMEHOBAHU S OpTaHU3ALIH.

B Onankax JOMKHOCTHOTO JIMIA JIOMOJHMUTENIbHBIA PEKBU3UT "HAMMEHOBAHHE
JTOJDKHOCTU" pa3MelaeTcsi Huke pekBru3uTa "HamMeHoBaHWe opranu3anuu’.

3anganue 5.1. Ha ocHoBanuun ['OCT odopmuTh 0JIaHK KOHKPETHOTO BUA JOKYMEHTa U
0JIaHK JTOJPKHOCTHOTO JIMIIA 10 00pasily.

ToCT P 6.30-2003

TOCT P 6.30-2003

POCAPXHB ¥ WA HHCTUTYT " aena
FocyaapcreenHoe yupewaHe

MHETHTYT AOKYMEHTOBEAGHHRA Nipocoaiian yn., 4. 82, Mockss, 117303 Tan kpasc (095) 718-76-74. E-mad. maikg@vnidad.rv
W BpXHBHOTD Aena

OKNO 02842708, OTPH 1027700380785, WHH/KTIN 770803314077 1001001
(BHAMOAL)

N
MPHKAZ
Ha Ne of

Mockra
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Pucynok - OOpazen; 0j1aHKa KOHKPETHOTO BHJIa JOKYMEHTA M JIOJKHOCTHOTO JIHIIA
OpraHU3aluU
KoHTpobHBIE BOMTPOCHI:

Cxonbko pexkBu3uToB ycranaBimaet ['OCT?

N3 kakux COCTaBHBIX YaCTE€d MOXKET COCTOATh pekBu3UT «HammeHoBanue
opranuzanun»? 3. CKOJbKO 3HAKOB B OJIHOM CTPOKE MOKET COJEpPKAaThb PEKBUZHUT
«HanmMeHoBaHue opranu3anum»?

Kaknmu OykBamu Uiy T HANMEHOBAHUE BUJA TOKYMEHTA?

B xakux 1OKyMeHTax JaTy redararoT cpazy’?

OT KaKo MO3HUIHH Ta0YJISIIH 0(POPMIISIIOT PETUCTPAITMOHHBIA HOMEDP TOKYyMEHTa?

B kakux moxkymeHTtax oGopmisitoT pekBU3UT «CChIIKa Ha PETUCTPAIIMOHHBIA HOMEpP U
JaTy TOKYMEHTa»?

B kakom manexe yKa3bplBalOT HAMMEHOBAHWE  OpPraHU3alMH, CTPYKTYPHOTO
noJipa3/ieJIeHUs! B pEKBU3UTE «Aipecar»?

B kakom manexe ykas3bplBalOT HAMMEHOBAHHWE JOJDKHOCTH U (PaMWIMIO B PEKBHU3UTE
«Anpecar»?

B xaxom nopsijike B peKBU3HUTE «AIpecary yKa3blBaIOT COCTABHBIE 3JI€MEHTHI TOYTOBOTO
anpeca?

N3 kakuX COCTaBHBIX YaCTEH COCTOUT TpU( YTBEPKACHHS, €CIIM JOKYMEHT YTBEPKIACT
IOJPKHOCTHOE JIULO?

YTto noymKHA colepKaTh PE30JIOLHS?

CKOJIBKO CTPOK MOET COAEPKAThH 3ar0JI0BOK K TEKCTY?

B xakom ciyuae 3arojoBOK K TEKCTY HE YKa3bIBAIOT?

Kax opopMIIsitoT 0TMETKY 0 HATMYUH TPUIIOKEHHSI, €CITH OHO YIIOMSIHYTO B TEKCTE?
Kaxkue cocTaBHble YacTu cOepKUT peKBU3UT «Iloamuce»?

KTo noanuceiBaeT npoTokosi?

Kak odopmisitor pexkBusut «llognucey, ecid JOKYMEHT MOJMUCHIBAIOT HECKOJBKO
JOJKHOCTHBIX JIMLI, UMEIOIIUX JOHDKHOCTUA OJIHOTO YPOBHS?

N3 kakuX COCTaBHBIX YacTeil cOCTOUT pekBU3UT «I'pud cormacoanusi»?

N3 kak1X COCTaBHBIX YacTel COCTOUT BU3a COTJIACOBAHUsA?

Kak cnemyer cTaBUTh OTTHCK M€YaTH HA IOKYMEHTE?

N3 kakux COCTaBHBIX YaCTEN COCTOUT PEKBU3UT «OTMETKA O 3aBEPEHUM KO ?

Kax opopmisitot pekBu3ut «OT™METKa 00 HCTIOTHUTENE) ?
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PABOYAS [TPOITPAMMA MOIVIJIA «OPTAHU3AIIMOHHAS TEXHUKA»
I[TOACHUTEJIBHAS 3AIINCKA

[ens peanuzanuu nporpaMMbl U MIIAHUPYEMbIE PE3YJIbTaThl 00yUEHUS
Pabouass mnporpamma wmoxnyna «Opeanusayuonnas mexHuxay SBISETCA YacThIO
porpamMMbl MPoGeCcCHOHATBHOTO 00yUYeHus 1Mo mpodeccun «Jlenonpon3BOANTENbY.
B pesynbpTaTe 0cBOCHUS MOTYJIS CIyMIATEh JOHKEH YMETh:
- OCYHIECTBJIAITH  MPO(EeCCHOHATHHYO NEeSTETHLHOCTD C HCIOJb30BAaHUEM
OpPTaHU3aLMOHHOW TEXHUKWU;
3HATh!
- COBpPEMEHHBIE BUbI OPTAHU3AIMOHHON TEXHUKH U KOMITBIOTEPHOTO 00ECTICUCHHS,;
- Ha3HAyeHHWE, TMpaBUJa UCIOJb30BAHUS U  TEXHUYECKOTO  OOCTY>KUBaHUS
OpraHU3alMOHHON TEXHUKH.
Ha peanuzanuto PaGoueii mporpaMmMbl OTBOJIUTCS 6 4acOB.
3aBepiaercs oOydyeHre 10  y4yeOHOHW  JUCLMIUIMHE MPOBEICHUEM
mudepeHIIMpPOBaHHOTO 3a4éTa.
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YYEEHO-TEMATUYECKUH ITJIAH U COJIEP’)KAHUE
MOJAVYJIA «OPTAHU3AILIMOHHASA TEXHUKA»

Ne | HammeHOBaHue TeM Conepxanue OO01uii | B TOM YHCIIE VYuebnas | [IpousBox | Atrecra
/1 00BEM | JTexuuw, [IpakTuue | NPAKTHKA, | CTBEHHAS | LM, Yac.
qacoB yac. CKHE, yac. | Jac. IMpaKTHUKa
qac
33. | Tema 1. Texuuueckast | PaGouee mecTo Aenmonpou3BoAMTENs. JproHomMuka H | 1 1
0aza OpraHu3aIus Tpyna. KomnsrorepusnpoBanHoe
JIEJI0NPOU3BOJCTBA pabouee MeCTO AETONPOU3BOAUTEIIS.
CaHMTapHO-TUTMEHUYECKHE HOPMAaTHBBI JUTSL
pabotHukoB  o¢uca. Krnaccupukamuss — cpeacts
OpraHU3alMOHHON TEXHUKHU.
34. | Tema 2. Hctopuss  pa3BUTUSL ~ KOMIIBIOTEPHOHW  TEXHHKH. | | 1 2
Komneroreproe Knaccudukanus [I19BM. AnmapaTtHoe U mporpaMMHOE
o0ecrieyeHne obecrieuenne OBM. OcHoBHble ycTpoiictBa DBM n
MPUHIUIIEI UX paboThl. OOCTy)KMBaHUE KOMITBIOTEpA:
IpoOBEpKa JIUCKOB, AedparMeHTanusi TUCKOB, 3allluTa
OT BUPYCOB, CPECTBA aHaIN3a pabOThl KOMIIbIOTEPA
35. | Tema 3. CpenctBa Knaccudukanus cpenct cpszu. TenedonHas CBs3b. | 1 1 2
aIMUHUCTPATUBHO- Tenedonnsie armnaparsl. Munu-ATC.
ynpaBieH4YecKoi cBsi3u | Panunorenedonnast cBa3p. BuneorenedonHas CBs3b.
[Teimxunronas CBSI3b. Tenerpadnas CBSI3b.
Teneraiinnas cBs3p. [leiiredonnas cBa3b. Temekc.
PakcUMWIbHAS CBS3b.
36. | Tema 4. | Tenekommynukamnuu. KomnerotepHas cetb. JIokanbHas | 1 1 4 2
KomnbrotepHsbie ceTb. Haznauenue JIBC, ux oCHOBHBIE THIIBI, COCTaB.
KOMMYHUKaIMU
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CepBep. Knuenr. Tomomoruss ceru. Moaymnsuus,
NEMOIYJIALUsA, KaHall CBA3M. MoJeM, ero Ha3HaueHue
u OCHOBHBIE XapaKTEPUCTUKH. ['moGanbHbIE
KoMIbloTepHble ceTH. Mcrtopus Internet. Kanansl
CBA3H.

IIporokos. HazHaueHHe M BO3MOXKHOCTH Ppa3IUYHbIX
cepBucoB Internet. DnekTponHas noura. JlocronHcTBa
3JIEKTPOHHOMU IOYTHI.

CTpyKkTypa »dJEKTPOHHOIO THUChbMA. Ajpecanus B
cucreMe 3JIeKTpoHHOM moutel. WWW. ['mneprekcr.
dopmaT CChUIKH.

37. | Tema 5. Cpencrpa | Knaccuduxamnus cpeacts tupaxkupoBanus. [IpuHTepsbI. 6
TUPAKUPOBAHUSA Marpuunble  npuHTEpbl.  CTpyWHBIE  NPUHTEPHI.
JIOKYMEHTOB Jlazepupie  mpuHTepsl.  CpeacTtBa  KONHMPOBAHUS
NOKYyMeHTOB. Cpe/IcTBa pa3MHOXKEHHS IOKyMEHTOB.
I'ekrorpadguueckass medars. TpadaperHas medaTs.
Odcernast
MeyaTh. Puzorpader.
JlomoyHUTENbHBIE CPEICTBA MOATOTOBKH JOKYMEHTOB.
JIMKTO(OHHAS TEXHHKA.
CxaHupyronme ycTpoucTBa.
38. | AuddepenumpoBanHbIit
3a4€T
HUTOIO 23 14
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MATEPUAJIPHO-TEXHUYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE,
HEOBXOAMMOE VI OCBOEHM A PABOYEU ITPOI'PAMMBI

MarepuanbHO-TEXHUYECKOE 00ecrieueHue
[Iporpamma npeamnonaraet Haauuue yueOHOro kabuHeTa. 000py10BaHHOTO:

- TIOCAJI0YHBIMH MECTAaMH IO KOJIHUYECTBY 00YyYaroMInXcs;

- pabo4uM MeCTOM IPEenoaBaTes;

- KOMIBIOTEpaMU;

- OpPITEXHUKOW;

- VHTEPaKTHMBHOM JOCKOM WM MYJbTUMEIUVHBIM KOMIIJIEKCOM c

JUIEH3UOHHBIM MPOTPaMMHBIM 00€CTICYEHUEM;

- KOMIUIEKCOM y4eOHO-METOAUYECKON TOKYMEHTAIIUH.

- Texuuyeckue cpeacTBa 0OOy4YeHHUS:

- BJIEKTPOHHBIEC BUJIEOMATEPHUAIIbI;

- HOYTOYK;

- MPOEKTOP.

Nudopmarmonnoe odecrnieueHue o0yueHus
OcHo8HbIe UCMOYHUKU, 3AKOHOOameNbHble U HOPMAMUBHbIE OOKYMEHMbl, d1eKMPOHHbLE
pecypcul
OCHOBHbBIE HCTOYHUKHU
32. Koznos H. B. KomnbiotepHoe Aenonpon3BoACTBO U paboTa ¢ 0UCHONW TEXHHUKOM.
Hayxka u Texnuka - M., 2016. - 304 c.
JlononHUTEIbHBIE UCTOYHUKHU

5. Kysuenona, T.B.; Caunkuna, JI.B.; beikoBa, T.A. u gp. [lemonpousBoacTBoO.
Opranmzamuss U TEXHOJIOTHH JOKYMEHTAIlMOHHOTO  o0ecreueHus
ynpasienud. FOuutu-/lana - M., 2016. - 359 c.

OLEHOYHBIE MATEPUAJIbI

[Tepeuenb BonpocoB Kk AUGdHepeHInPOBAaHHOMY 3a4€Ty M0 MOAYJIIO
«Oprann3aliOHHAs TEXHUKA

Texuuueckast 6a3a 1e10MPOU3BOJICTBA
HcTopus pa3BUTHS KOMIIBIOTEPHOW TEXHUKH.
Pabouee MecTo AeI0NPOU3BOIUTEIS.
DproHoMuKa 1 OpraHu3auus Tpyaa.
KomnerorepusupoBanHoe paboyee MECTO JeI0MPOU3BOIUTEIS.
CaHuTapHO-TUTHEHUYECKHE HOPMATHUBHI ISl pAOOTHUKOB oduca.
Knaccudukanus cpecTB opraHu3aliiOHHON TEXHUKU.
KommnbroTepHoe obecneuenue
CpencrBa aAMUHUCTPATUBHO-YIIPABICHUYECKOMN CBSI3U
KomneroTepabie KOMMyHUKaUU
CpencrBa TUpaXXUPOBAHUS JOKYMEHTOB
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METOJUYECKUE MATEPHAIJIbI

Meronunueckas pa3padoTKa 3aHATHS

Tema: OproHoMuka u opraHu3anus Tpyaa.

Ienb: nzydyenue npasui Th npu paboTe ¢ OprreXHUKOM.

Marepuansl K 3aHATHIO

OOyuaromuics T0DKEH 3HATh:

npasuia Th npu paboTe ¢ OprTeXHUKOM;

YMET:

BBINOJIHSTh TpeOOBaHMS WHCTPYKLHHU [0 MNOpaBWIAM TEXHUKHU
0€30MacHOCTH

OnHa 13 TJIaBHBIX 0cOOEHHOCTeH pabodero nHs pabotHuka otaena JOY, meHemxkepa,
CeKpeTapsi, ACCUCTEHTa U Mp. — 3TO JJIUTEIBHOE «OOIIEHUE)» C KOMIBIOTEPOM, KOTOPOE
O3HAYaeT HApYIICHHE KPOBOOOpAIIECHUS M3-32 CUISYETO MOJIOKEHHS] U 3HAYUTEIbHYIO
3putenpHyo Harpysky. K mnpodeccuonHanbHbiM 00sie3HSIM OOJBIIMHCTBA OQUCHBIX
CIyXalIMX MOXXHO OTHECTH TUIOJUHAMHUIO, CEPACYHOCOCYIUCThIE MPOOIEMBI,
HapyllIeHus: OOMEHHBIX MPOLECCOB, HE TOBOPS YK€ 00 yTpaTe 3peHHUs.

3ananue 1:
[To3HakOMbTECh C IPABWIAMH TEXHUKH OC30MACHOCTH MpPH pabOTe ¢ OPITEXHUKOW |
3aMoJTHUTE TaOIHUITy.

HasBaHue oprrexHuku ITpaBuia TexHukn 6€30MaCHOCTH

KoHTpoJsibHbIE BONIPOCHI:

['ne B kabuHeTe HAXOASITCS OTHETYIIUTEIU?

Kak M0>XHO MTPOBEPUTH, YTO KOMITbIOTEPHI B KAOMHETE 3a3€MJICHBI?

Kakum nomxHO OBITh paccTosiHue OT ria3 10 MoHuTopa [I9BM?

YTo HY>XHO JIeNaTh B ClIy4ae yCTaloCTH Iias?

[IpuBenuTe mpUMephl YpaxKHEHUH AJ1d I1a3.

Ha kakom pacCTOSIHUU JOJDKHBL  pacmojiararbcsi — Apyr OT  Jpyra
KOMIIBIOTEPHI?

UTto nienath B cliyyae HEUCIPABHOCTH KOMITbIOTEpa?
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PABOYAS ITPOIPAMMA MOJVYJIA
«OCHOBBI PEJAKTUPOBAHUSA JOKYMEHTOB»

I[MTOACHUTEJIBHAA 3AIINCKA
[{enb peanu3anuy NporpaMMsbl U MJIaHUPYEMbIE PE3YJIbTaThl 00yUEHUs
Pabouass mporpamma moayns «OcHoebl pedakmuposanus OOKYMEHMO8» SBISeTcs
YacTbI0 OCHOBHOM mporpamMmbl mpodeccHoHambHOro oOydeHus 1o mpodeccuu
«/1eonpon3BOIUTENbY.
B pesynbrate 0cBOEHUS MOYJIsl CIIyIIATENb TOJDKEH YMETh!
- OCYUIECTBIIATh PEIAKTUPOBAHHUE TEKCTOB CIY>KEOHBIX JOKYMEHTOB U JPYIHX

MaTepuaos;

- NPUMEHSTH COBPEMEHHBIE UHPOPMaIIMOHHbBIE TEXHOJIOTUH  IPHU
JOKYMEHTUPOBAHUU U OpPTaHU3aluu pabOThI C TOKyMEHTAMHU.

3HATB:

- OCHOBBI PENAaKTHUPOBaHUS TEKCTOB CIYXKEOHBIX JOKYMEHTOB U JpPYIHX
MaTepUAJIOB;

- TpeOOBaHUS K TEKCTY JJOKYMEHTOB;

- COBPEMEHHblE  MH(POPMAIMOHHBIE TEXHOJIOTHH, IIPUMEHSEMBIE TIPU

JOKYMEHTUPOBAHUHU U OpTaHU3aluu pabOThI C TOKyMEHTAMHU.
Ha peanu3zanuio Paboueit mporpammsl otBoguTcs 19 yacos.
3aBepiaercs oOydyeHne 10 y4eOHOW  NUCIMIUINHE MPOBEJICHUEM
auQdepeHIPOBAHHOTO 3a4ETa.
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YYEEHO-TEMATWUYECKUH TTJIAH U COJEP)KAHUE MOJTY IS
«OCHOBBI PEIAKTUPOBAHMA JOKYMEHTOB»

Ne HaumenoBanue tem Conepxanue OO0muii | B TOM YHCIIE VYyuebnas [IpousBon | Arrecra
n/n 00BEM NpaKkTHKa, | CTBEHHAs | I[Hs, Jac.
Jlexuuu, | Ipaktuyec
JacoB ac. Kite, 1ac, Jac. MpaKTUKa
Jac

39. |OcuoBuple  monoxenus | Bpemenue. 3agaud IpeaMeTa; €ro CoAcp)KaHue. 3HaUCHHUE 3 2 12

CTUIMCTHKM, JIEKCHKH M | ppeaMeTa Juis OBiaaeHus mnpodeccuit. [lonsitue o

dpazeosnornu MPAaKTHYECKOW cTuiaucTuke. OCHOBHBIC pa3ieibl TEOPUHU

penaktupoBanus. OcCOOCHHOCTH OCHOBHBIX Pa3/IeiiOB HAYKH
0 s3pike. COBpPEMEHHBIM PYCCKUI JHUTEpaTypHBIN S3BIK.
OOuiee MOHATHE O COBPEMEHHOM PYCCKOM JIMTEPAaTYPHOM
a3bike. CTHIM COBPEMEHHOI'O PYCCKOIo sA3bIKa. JIexcuka u

(dpaseonorus.  Ilapormmsl. Ilepudpassl. CHHOHHUMEL
Omonumbl.  AHTOHMMBI.  [lmeonasmel.  TaBTosioruwu.
CMBICTIOBOM W CTHJIMCTHYECKHH OTOOpP JIGKCHYECKHUX

cpenctB. OmmOKM B [JIEIOBOM CTHIIE, CBA3aHHBIE C
MHOTO3Ha4YHOCTBIO clIoBa. Ppazeonorus B AEIOBOH peyu.
Owmnbkw, cBsi3aHHBIC ¢ yoTpeOieHHeM (ppa3eorornIecKux
o0opoToB B aAenoBoi peun. CrernuaibHas —JIEKCHKA.
Tepmunonorus. [loHAaTHe O TEpMUHAX W TEPMUHOJIOTHH.
Crnyuau mepexola TEPMUHOB B pa3psibl KHUKHBIX CIIOB.
TepMuHonorus nenoBoit peud. IIpaBornvcaHue TEpPMHUHOB,
yHnotpeOsieMbIX B JeaoBod peun. OQuIMaabHO-ACI0BOR
ctunb.  Ompenenenne  OQUIMATIBHO-IEIOBOTO  CTHIIA.
Creun¢uka IeTONPON3BOICTBEHHOTO CTHIIA, YYETHBIX
dbopMm genoBoii uMH(OpMAIMH. 3BYKOBBIC JOKYMEHTEHI,
TesehOHHBIE TIEPETOBOPHL, paboTa ¢ palueil 1 AUKTOPOHOM.
OcHoBHBIE MpaBwia npousHomeHus (opdosmus). TexcT
CIykeOHOro JOKyMEeHTa. BHWABI TEKCTOB WX CTHIIEBHIE
0COOEHHOCTH. [IpobneMbl  yHUHUKALIUKA  TEKCTOB.
CripaBouHBIE U3AaHUS 110 PYCCKOMY SI3BIKY M MIPAKTUYECKOM
ctunuctiuke. OCHOBHBIE CBEICHHS O COBPEMEHHBIX
cioBapsx. OCHOBHBIE TTPaBHIa MOJIH30BAHUS CITPABOYHBIMHU
W3JIAHVSIMA ~ TI0  PYCCKOMY  SI3bIKY UM NPAKTHYECKOH
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CTHJIMCTHUKCE.

40.

OCHOBHBIC TIOJIOKECHUS
opdorpadun u
Mopdooruun ¢
JIIeMEHTaMHU
MPaKTUYECKOMN
CTHITUCTHKH

Tpynnsle ciaydyad TpaBonucaHus. TpyaHble cCiydau
MpaBOMUCAHHUS TJAaCHBIX B  KopHe. [lpaBommcanue
MIPHUCTABOK. [IpaBommcanue CIIOXHBIX "
CIIO’KHOCOKpAaIIEHHBIX cioB. [IpaBonucanue b U b B CIIOBax.
[IpaBomnrcanue H 1 HH BO BCEX YacTAX peUr. YTOTpeOIeHre
NPOMUCHBIX OyKB. YmoTpeOlieHHe NpONMUCHBIX OYyKB B
Ha3BaHUSX OpraHu3alui, YUYpexAeHUW, MpeAnpUsITHH,
HHOCTpPaHHBIX (upM. YHOTpeOsieHHEe NPOMHUCHBIX OYKB B
CJI0HOCOKpAIIEHHBIX ClIoBaX W ab0OpeBuatypax. [IpaBuia
nepeHoca cinoB. [lepeHoc ciaoB mo cioram. Cnyyan
OTCTYTUICHUS oT CJIOTOBOTO MIPUHINTIA. Nwms
cymecTBUTeNbHOE. TpyaHbIe Ciiydan yrnoTpeOseHus Gpopm
UMEH  CYIIECTBUTENBHBIX. CTWINCTHYECKOE 3HAYCHUE
KaTEeropuu  OJYUIEBJIEHHOCTH —  HEOJYIIEBIEHHOCTH.
Tpynnbie ciiyyan HallMCaHUs UMEH CYIIECTBUTENbHBIX. Ms
MpHUJIaraTeNIbHOE. OcobeHHoCTH oOpa3zoBaHus u
ynoTpeOieHus hopm cTeneHen CpaBHEHUS
MpHIaraTeIbHBIX. Ommbxu B obpazoBaHNU u
yHnoTpeOJIeHUN MPOCTHIX U CIIOKHBIX CTENICHEW CpaBHCHUS.
Tpynnbie clly4an  ymoTpeOJIeHUs dhopm UMEH
npunaratenbHeix. Mms gucnurensHoe. TpynHble ciydau
ynorpeOieHus UMEH YUCITUTEILHBIX. [IpaBumna
MIPABOMUCAHHS YHCIUTEIbHBIX. MecToumeHnue. Paspsabl
MectouMeHuH. OMMOKH, BO3HHWKAIOMWE TPU OTHECCHUU
JUYHOTO MECTOMMEHHSI K HECKOJBKHUM MPEIIIECTBYIOIMINM
€My cylecTBUTENbHBIM. OCOOEHHOCTH  YMOTpeOIeHHS
MPUTSHKATEFHBIX U BO3BPATHBIX MecTOMMEHWH. OmmoKw,
CBSI3aHHBIC ¢ WX ymoTpebiaeHueM. OmMOKH, CBS3aHHBIE C
ynorpebieHueM mecromMeHust «Ito». [marom. TpymaHble
ciydyaum  ynotpebienus — popm  riaroma.  Dopmbr
COBEPIIICHHOTO BHAA TJIarojla ¢ MPHCTaBKON «3a» (Thma
«3aBU3MPOBaTH») B JnenoBod  peun.  Kareropus
JNEUCTBUTEIBLHOTO W CTpajaTeNibHOro 3ajoroB. Ciydan
OMMOOYHOTO YHOTPEOJICHUST BO3BPATHBIX TJIATOJIOB CO
CTpagaTeIbHBIM 3HAYCHHUEM. [IpruacTue.
CunonnmMuyeckue (opmbpl mpuyacTuii  (apxamdeckas U
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coBpeMmeHHas1). VX ynoTtpeOiieHHe B JIMTEPATypHOM SI3BIKE.
Tpynnsie ciiydan Hanucanusi npudactuil. TpyaHble ciyyau
ynorpebnenus Gopm aeenpuyactuid. OmuOKH B JEIOBOM
CTHJIC, CBS3aHHBIE C yNOTpeOJICHUEM JieeTPHYACTHH.
Hapeuue. Pazpsiabt Hapeuuit o Ha3HAYEHHUIO.
YnotpebneHue CIOXKHBIX CTCIICHEH CpaBHEHUS B JIEJIOBOM
crune. Ilpeamoru. Ilpenmnoru, pacmpocTpaHéHHBIE B
HEHTpaIbHOM M O(MUIIMAIBHO-IEIOBOM CTHIIC. TpyaHbIC
ciaydyau Hanmucanus npeanoroB. HoBele mpeanoru tuma «B
nene», «Ilo muaumy. Coro3bl U YacTUlbl. TpyaHbIE Clydau
ynotpeOIeHrs COI030B M YaCTHII.

41. | Cunrakcuc I'maBuble wieHsl mnpemnoxxkenus. CornacoBaHHble u |4 12
SIICMCHTAMU HECOTJIACOBAaHHBIC OTIpEJICIICHHUS. Ommbxu pu
NPaKTHYECKOH COIIACOBAaHUM  ONPEACICHHH C  CYIIECTBUTCIIbHBIMH.
CTHITHCTHKH OCHOBHBIE ~ BAapUaHTHl ~ COIJIACOBAHHWSA  CKa3yeMoro ¢
HO/UIeKALIUM B TEKCTax JoKyMeHToB. Ckasyemoe IIpu
MOJIEKAIIEM, BBIPAKCHHOM COYETAHUEM CYIIECTBUTEILHOTO
C KOJMYECTBEHHBIM 4YMCIUTENbHBIM. Ckazyemoe Tpu
MOJJIEKaIIEM CO CIOBaMHU TuMa: «bonbmHCTBOY, « MHOTO»,
«bonee» u 1.1, Yrpasnenue. OqQHOCOCTaBHOE MPEIOKECHHE.
OnHopoaHbie YJICHBI MIPEATIOKEHHUSL. CrnoxHble
CHUHTAaKCHUYECKHE KOHCTpYKIMU. [IpsiMas u KOCBEHHAs peyb.
42. | OcnoBupie cBenenus o | [IpeaBapurenbHOE YTEHHE TEKCTa, MPOBEpKa (aKkTHYecKoro |4 12
TEXHHKE PEAAKTHPOBAHWS | MaTepuaia. Buasl mpaBKu TEKCTa.
TexHuKa MpaBKHU TEKCTA.
43. | JuddepenunpoBaHHbIit 1
3a4CT
44.  |UTOrO 67 19 48
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MATEPHAJIBHO-TEXHUYECKOE U THOOPMALIMOHHOE OBECIHEYEHMHE,
HEOBXOAMMOE IUIs1 OCBOEHN A PABOYEU ITPOI'PAMMBI

MartepuanbHO-TEXHUYECKOE 00ecrieueHe
[Iporpamma npeamnonaraet Haauuue yueOHOro kabuHeTa. 000py10BaHHOTO:

- MOCAJOYHBIMU MECTaMU O KOJIUYECTBY O0yUYarOIIMXCS;

- paboyuM MECTOM MIpPEeno aBaTels;

- KOMIBIOTEpaMUu;

-  HMHTEPAKTHBHOW JOCKOW WU MYJbTUMEIUWHBIM KOMIUIEKCOM C JIMIICH3MOHHBIM

MIPOTPaAaMMHBIM 00ECTICYCHUEM;

- KOMIUIEKCOM Y4eOHO-METOANYECKON TOKyMEHTAITUH.

- Texuuyeckue cpeacTBa OOy4ICHHUS:

- DJIEKTPOHHBIE BUIEOMATEPHUATIBI;

- HOYTOYK;

- MPOEKTOP.

NudopmarmonHoe odecrieueHre o0ydeHus
OcHo6Hble ~ UCMOYHUKU,  3AKOHOOAmeNbHble U  HOPMAMUGHble  OOKYMEHMbL,
9/1eKMPOHHbLE PeCypcbl
OCHOBHBIE HICTOYHUKHU
33. HakopskoBa K. M. JlutepatypHoe penakrupoBanue. — M.: M3narensctBo UKAP,
2015 —-432 c.
JlomomHUTETHHBIC NCTOYHUKHU
Ky3sunenosa, T.B.; Canxuna, JI.B.; bwixoBa, T.A. u gp. JenonpousBoacTBoO.
Opranuzanus 1 TEXHOJIOTHH JOKYMEHTAITMOHHOTO o0OecrieueHus yrnpasieHus. KOauTu-
Hana - M., 2016. - 359 c.
Kysnenosa, T.B.; CrenanoB, E.A.; ®umunnos, H.I'. [enonpousBoiacTtBo u
TEeXHUYeCKas JoKyMeHTauus. Beicmas mkoina - M., 2013. - 159 c. 8. HakopsikoBa K.M.
JIuteparypHoe penakrupoBanue: O01as MmeToiuka padoThl HaJ TeKCTOM. [IpakThKyMm.
M., 2012. - 432 c.
OLEHOYHBIE MATEPUAJIbI

[lepeyenr BompocoB K AuddepeHurupoBaHHOMY 3a4eTy 1o Moaylito «OCHOBBI
pEeAaKTUPOBAHUS JOKYMEHTOBY
doHeTuka
Pycckas nekcuka ¢ TOYKH 3pEHUs €€ MPOUCXOKIACHUS
Pycckast mekcuka ¢ TOUKu 3peHHsl €€ yInoTpeOaeHus

®pazeonoru3smMsl

OMOHUMBI, CHHOHUMBI, aHTOHUMBI

CnoBooOpa3oBaHue

NUmst  cymectButenbHOe.  Mopdonorndeckue,  CHHTAKCHMYECKHE  MPU3HAKU
CYIIIECTBUTEIIbHBIX.

[IpaBonucanue CyecTBUTENbHbIX.

Nwmst uncnutenbHoe. Paspsiibl 1 paBoNUCaHUE YUCTUTEIbHBIX

['marosn. 'paMMaTryeckue npu3Haku riaroja. [IpaBonucanue riarosios
Nwms npunararensHoe. [IpaBonycanue npuiarateabHbIX

[Ipuuactue. ['pammaTryeckue NpU3HAKU MPUYACTUI U MPABONKUCAHKE.
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[IpuuacTHbIll 000POT.

JHeenpuuactue. [IpaBonucanue neenpruuactuii Hapeuue. [IpaBonucanue Hapeyuu.
CnyxeOHble 4YacTH peuYu: MPEAJioTH, COI3bl, YaCTHUIbl. X pa3psasl M0 3HAYEHHMIO,
CTPYKTYpE M CHUHTAaKCH4YeCKOMYy ymnoTpeOsnenuto IIpaBomucanue mnpejioros.
[IpaBonrcanue cor30B. [IpaBonucanue yacTuu.

CnoBocoueTtanue. CBsA3b CIOB B CJIOBOCOUYETAHUAX

IIpoctoe npenyioxenue. Crnoxnoe npemnoxenne. Ctuiu peun. Tunsl peun.

METOJNYECKHUE MATEPHAJIbI

MeTtoauueckas pa3paboTKa 3aHATHSA
Tema: CUHTaKCUC C BJIE€MEHTAMHU MPAKTUYECKOW cTuinuctuku. llenb: omnpeneneHue
CTHUJISL PEUH, 3aKPETIICHUE TOJTYYEHHBIX 3HAHUM.
Marepuansl K 3aHATHIO
Onpenenenue Tymna, CTUIS, TUMA TEKCTA.
Bomnpock! aiist 3akpenieHus: TEOpETUYECKOI0 MaTepHUaa o TeMe:
1. HazoBUTE OCHOBHBIE NPU3HAKU TEKCTA.
2.Yrto Takoe uenHas cBsi3b? PacckakuTe O CpeACcTBAX CBA3U MEXKAY MPEIJIOKEHUSIMHU
P 3TOM CIOCO0E CBS3H.
Uro Takoe mapaienbHas cBs3b? Kakue cpeAacTBa CBSI3W MEKIY MNPEMJIOKEHUIMHU
XapaKTEPHbI AJI 3TOTO crocoda cBs3u?
Yro Takoe a63an? Kakosa ero poib B Tekcte?
5.910 Takoe MUKPOTEKCT U MUKpOTEMA?
Kakwue tunsl peun Bbl 3HaeTe? Yem OHM OTIMYAIOTCS APYT OT JipyTra?
HazoBure OCHOBHBIE NPU3HAKKA TOBECTBOBAHUS, PACCYXICHUS, OINUCAHUS, T/
MIPUMEHSIIOTCS] 3TH TUIIBI peun?
3agaHus 1Sl IPAKTUYECKOTo 3aHATHs 3aianue |
Jlokaxxute, 4YTO JAHHOE BbICKa3bIBaHUE SBIAETCS TeKcToM. Ornpenenure TeMy
BbICKa3bIBaHMs. Kak B JaHHOM TEKCTE CBSI3aHbI MIPEJIOKECHUS ?
BocnuTtaHHble JIFOAM  YBAXKAKOT YEJIOBEUECKYHO JIMYHOCTh, a IIOTOMY BCEraa
CHUCXOJUTEIbHBI, MSTKH, BEKJIUBBI, yCTYMUUBbl. OHU HE OYHTYIOT M3-3a MOJIOTKA WU
NpOMaBIlei PEe3WHKH; KUBSI ¢ KeM-HUOY/b, OHU HE JEJIal0T U3 ATOTO OJI0JDKEHUs, a,
yXO[Isl, HE TOBOPAT: C BaMU KHUTh HeNb3a. OHU MPOILIAIOT U IIYyM, U XOJIOJ, U OCTPOTBHI,
U IIPUCYTCTBHE B UX KUJIbE MOCTOPOHHUX. OHU COCTPANATENbHBI HE K OJHUM HHILUM U
komkaMm. OHU GOJICIOT AYIIONW U OT TOTO, YETO HE YBUIHUIIHL MPOCTHIM TJIa30M... (4. 1.
Yexos.)
3ananue 2
Texctr cmmcath, paccTaBuTh 3amarbie. ONpefenuTh CHOco0 CBSI3H MPENIOKCHHM.
Hassars Tun peun.
UtoOBbl COXpaHWTh IBETHI KYIUICHHBIE 3a HENETI0 10 TMpa3JTHHKA CTEONHM I[BETOB
MOAPE3al0T HAWCKOCh OCTPOW OpUTBOM H CTaBAT I[BETHI B BOAY KOMHATHOM
TeMmrepatypbl. Yepe3 ABa-Tpu yaca 3aBopauyMBalOT OyKeT B rasery M KiIaayT Ha
HUKHIOIO TIOJIKY XOJOuIbHUKA. Ha TpeTuil 1eHb npoBepsitoT OYKET CHOBA MOPE3atoT
cTebsnu Ha 1—2 cM yaca JBa JeprKaT 1[BEThI B BOJI€ U OMATh KIAAYT B XOJIOAWIbHHUK.
3amanue 3

Omnpenenure TUN peyn TEKCTa, 000CHYITE CBOM OTBET.
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1)CnaBmuii B yrity JOJITOBSI3bIM MAPEHB JIET CEMHAAATH IPOCHYJICS U CEJ NOTYPELKH,
Tapaia Ha MeHs rias3a. [lapeHb Obll1 OTHEHHO, HEMBICIUMO SIPKO-PBIK U TaK KOHOIIAT,
KaK MHE HM pa3y He JOBOAWIOCH BUAETh. OH OBl yCESH BECHYIIKAaMU Pa3HbIX BUAOB U
MacTei: Mo 30JI0TUCTOMY (DOHY pa3MbITBIX B CIUIOIIHOE I10JIE KOHOIYIIEK Obula
MyIEHa MEJKas POCCHIIb TEMHBIX TOYEK, KaK OyATO €ro CHpPbICHYJIH JEITEM CKBO3b
YUCTOE CUTO. 3a ATOM MECTPAJbI0 HE ObUIO BUIHO uepT ero juua. JIume motoM s
OOHApY>KWJI, YTO Y HEro MNpsIMOH, C JIETKOM TOPOMHKOW HOC, BBICOKHH 7100 C JIBYMS
Oyrpamu, OyTBUIOYHOTO 1IBETA TJla3a C PbIKEBATHIM OTJIMBOM, KOTOPBIN UM MpUAABAIN
NYyIIMCThIE pPbDKUE pecHUIlbl. S mpocto ocnemn, OyaTo B3MIsiHYd Ha conHue. (FO.
Hazubun.)

2)[Io ctenam, OKOJIO KapTHUHBI, JIEHWIACh B BOJAE (PECTOHOB MayTHHA, HalWTaHHAs
IBUIBIO; 3€pKaja, BMECTO TOTrO, YTOOBI OTpPaXaTb MPEAMETHI, MOTIU OBl CIIYXHUTb
CKOpEE CKpMKAISIMU JJI 3alMChIBaHUS HA HUX, MO IMbUIM, KAKUX-HUOY/Ib 3aMETOK Ha
namsTh. KoBpbl Obin B msaTHax. Ha nuBaHe nexanio 3a0bITO€ MOJIOTEHIIE; HA CTOJE
pEenKoe yTpO HE CTosIa He yOpaHHAsi OT BUEpAILHEr0 Y)KMHA Tapeska ¢ COJIOHKOM U C
00TJ10/1aHHOI KOCTOYKOIA.

Eciu O He 3Ta Tapenka, Ja HE MPHUCIOHEHHAsl K IMOCTENM TOJIBKO YTO BBIKYpPEHHAs
TpyOKa, WM HE caM XO35MH, JEKalluil Ha HEH, TO MOYKHO ObUIO MOAYMaTh, YTO TYT
HUKTO HE JKUBET, — TaK BCE 3albUIMIIOCH, MOJIUHIIO U BOOOIE JIMIIEHO ObLIO KUBBIX
CJIEJIOB UE€JI0BEUECKOT0 NpUcyTcTBUsl. (. A. I'onuapos.)

3)I1macTMaccoBbIX MOJOTEHEL MTOKa HET. Beap TKaHW U3 XMMHYECKUX BOJOKOH IJIOXO
BIIUTHIBAIOT BOJlY, [IO3TOMY UMH HEJIb351 BBITUPATH PYKHU.

4)B HeckoJIbKHX BEpCTax OT MOEW JepeBHH HaxoauTcs Oompiioe ceno Lllymuxuno, ¢
KAMEHHOM LIEpKOBBbIO BO MM npenonoOHsix Koszpmbl m Jlammana. Hanpotu 3Toit
LEPKBU HEKOTa KPacoBaJIMCh OOIIMPHBIE TOCHIOICKAE XOPOMBI, OKPYKEHHbIE Pa3HbIMU
MMOCTPOUKAMM.

3ananue 4

[Ipoananu3upyiTe TEKCTHI My OIUIIUCTUYECKOTO CTUIIS:

1. mpumepamMy U3 TEKCTOB MOATBEPAUTE, YTO OHHU: a) HAIMCaHbl Ha OOIIECTBEHHO
3HaYUMY10, 371000/IHEBHYIO TeMY; 0) aJjpecoBaHbl MACCOBOMY YMTATENI0; B) IPU3BAHbI
BO3JICHCTBOBATh HAa PAcCylOK M YYyBCTBA YWTATEICH C LEJIBIO BOCIUTAaHUA Yy HHUX
BBICOKHX, OJIarOpOAHBIX IPAKAAHCKUX YYBCTB;

JOKa)XHUTE, YTO JUId TEKCTOB XapaKTEpHa NpsMas U OTKPbITas OLEHOYHOCTh (0e3
oOpallieHus K XyJI0KECTBEHHbIM oOpa3aM), B KOTOPOW SPKO BBbIpaKEHA IO3ULIUA
aBTOpa, €r0 CTPACTHOE JKeJaHhe YOeIUTh YNTaTeNsl B CBOSH IPaBOTE;

HaWJUTE S3BIKOBBIE CPEACTBA, CO3/AAIOIIME OOIIYI0 SKCIPECCHBHOCTh TEKCTA!
CHelHMabHbIE BBIPA3UTENbHBIE CPEICTBA — OIHUTEThI, CpaBHEHUS, MeTadophl,
PUTOPUYECKHAE BOIPOCH WM BOCKJIMUAHHWS, IPOTHUBONOCTABICHUS W T.IL.; HAWJIWTE
XapakTepHble [JIs1  MyOJMMIMCTUYECKOTO  CTHJISA CloBa M CJIOBOCOYETaHMS,
o0o3Havaromue OO0OOMEHHBIE M OOIIECTBEHHO-3HAUYKMMBIC IIOHATHS — IIOJIMTHKH,
MOpaJIi, HPABCTBEHHOCTH, KYJIBTYPbl, COLIMAJIbHBIX YyBCTB U T.II.

OINPENEINTE K KAKOMY KaHPy MO>KHO OTHECTH JITaHHBIN TEKCT.

1 BapuaHT.

Jloka3pIBaTh, 4YTO IPaMOTHOCTh HAIIUX IIKOJbHUKOB CUJIBHO IOHU3MJIACH, 3HAUMIIO OBl
JOMUTBCA B OTKPBITYIO JBEpPb. JTO OOHApYyKUBAETCs Ha MPUEMHBIX HJK3aMEHaX B
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BBICIIME y4eOHbIC 3aBEICHUS U TEXHUKYMbI; HA YPOBHE TPAMOTHOCTH MAIIMHUCTOK U
NEPENUCYML], HEaBHO OKOHYMBILIMX LIKOJIy; MPU OOCIEAOBAaHUAX LIKOJ, M BOOOIE
Be3JIe, TJIe IPUXOAUTCS HAOMI0IATh Jt0AeH, 00y4aBIINXCSl MUCbMY IMOCIIEAHEE BPEMS.
He Hanmo, KOHEYHO, AyMaTh, YTO B IPEKHEE BPEMS MO ATOM 4YacCTU BCE OOCTOAIIO
0J1aroI0JIy4HO; BOIIPOC O MOAHATHHM I'PaMOTHOCTH BCET/a CTOsI Ha ouepeau. Ho Hano
OTKPOBEHHO NPU3HATh, YTO CeHYac 3TOT BONPOC MPHUOOPENT COBEPIIEHHO HEOOBIYHYIO
OCTPOTY M 4YTO BOIUIM O HEIOIYCTUMOW O€3rpaMOTHOCTH MHUTOMIEB HALIEH IIKOJIBI
OTHIOJIb HE TpeyBeianueHbl. Hago OTKpOBEHHO MpU3HATH, YTO 3TO MPoOEN B HalleM
IIKOJILHOM JIeJIe JIOLIeN A0 pa3MepoB OOLIECTBEHHOTO OEICTBHUSA, YTO 00 3TOM HaJI0
KpUYaTh U U3bICKUBATh MepbI A ero uzxuanus. JI.11epOa.
be3rpaMOTHOCTB M €€ MPUYUHBI 2 BapUAHT.

VY kaxaoro u3 Hac «cBos peuka». HeBaxHo kakas, 6ombinas Bonra unu manoTka
VYcmanka. Bee i Mbl IOHMMaeM, Kakoe 3TO COKpOBHILE — peuka? M kak OHO ys3BHUMO,
3TO cokpoBuule?! M0XHO 3aHOBO MOCTPOUTH Pa3pyLICHHbIA ropoJ. MOXKHO MOCaaAUTh
HOBBIH Jiec, BBIKONATh NIpy. Ho *KuBYyI0 peuky, eciau OHa yMHUpAaeT, Kak BCAKHUM KUBOU
OpraHu3M, CKOHCTPYMPOBATh 3aHOBO HEBO3MOKHO.

[Tocnequue roasl BO BCeEM MHpE HIET 03a00YEHHBIM pa3roBop o Boae. Boga
CTAaHOBUTCS OJHOW U3 IVIABHBIX LICHHOCTEN Ha 3emie. Ho korna rosopar: «Muccucunu
meneer» uinn: «Meneer JloH», HE Bce MOHHMMAIOT, YTO KOPEHb NMPOOJIEMBI JIEKUT Ha
Oeperax MaJeHbKUX YCMAHOK M JAaxe O€3bIMSHHBIX pedyeKk U pyueilkoB. JKuzHpb
3apoJIniIach, OCENa U Pa3BUBACTCS OKOJIO peK. TONbKO-TOIBKO MPOOUBIIUIICS U3 3€MIIU
KITIOYUK 0e3 mouib3bl yke He Teu€r. Ho, kpoMe Onar u pagocTeil, OTAaBaeMbIX BCEMY
KHUBYIIEMy Ha e€ Oeperax, pedoHKa YMOPHO HECET CBOIO BOJY B «OOIIMI KOTEM), U3
KOTOPOI'O MBIOT CETOJHA OIPOMHBIE FOpO/Ja U KPYIHbIE MPOMBILUICHHBIE HEHTPBL. A
€ClIi KaKoH-HUOyAb TOPOJ HAaYMHAET CTPaAaTh OT JKaXKIbl, €CIM MEJCIOT OOJbIINe
pPEKH, IEPBYIO U3 MPUYHMH HAJ0 UCKATh TaM, 1€ PACIOJIOKEHBI «KAMHIUISPbD» BOJIHON
CUCTEMBI, - HA MaJIbIX PEUYKaX.

B.IleckoB. OTeuecTBO
3amanue 5
Omnpenenure, K KaKOMy (YHKIIMOHAIbHOMY CTUJIKO OTHOCUTCS TEKCT?
HazoBute rnaBHbIE 0COOEHHOCTH CTHIIA?
I'te ncnonb3yeTcst 3TOT CTUIb?
B kakux cepax *KU3HU IPUMEHAETCSA ITOT CTHIIb?
Cratps 17

B Poccuiickoit @enepanun NpU3HAIOTCA M TapaHTUPYIOTCA TpaBa U CBOOOJBI
YyeloBeKa M TpakJaHWHA COTJACHO OOIIENpPU3HAHHBIM TMPUHLIUIAM H HOPMaM
MEXAYHAPOJIHOTO MPaBa U B COOTBETCTBUHU C HacTosme KoHcTutynuen.

OcHOBHBIE MpaBa U CBOOOABI YEIOBEKA HEOTUYKIAEMbl U IPUHAIJICKAT KaKIOMY
OT POXKACHUS.

Ocy1ecTBiieHHE MTPaB U CBOOOJ YEIOBEKA U T'PaKAaHWHA HE JOJDKHO HapyllaTh
npaBa u cBoOowI npyrux jaull (Koncturynus Poccuiickoit deneparun).
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PABOYAS ITPOIPAMMA TIPAKTUYECKOI'O ObYUYEHUA:

YYEBHA 1 ITPON3BOJCTBEHHA S ITPAKTHUKA
[TOACHUTEJIbHAS 3AIINCKA

[enp peanuzauy nporpaMMbl U MIIAHUPYEMbIE PE3YIIbTaThl 00yUEHUS
PabGouass mporpamma yueOHOU U NPOU3BOOCMBEEHHOU NPAKMUKU SIBISIETCS YaCThIO
IpOrpaMmbl MPOPECCUOHAIBHOTO 00yUYeHus 1o npodeccuu «Jenonpon3BoauTeNb.

B pesynbrare oOCBOEHHSI TpOTrpaMMmbl OOYYAIOIIMICS JOJKEH OCBOUTH
BBITIOJTHEHHE TPETyCMOTPEHHBIX MNPOQEeCCHOHANIBHBIM cTangaapToM Cneyuanucm no
OP2aHU3AYUOHHOMY U OOKYMEHMAYUOHHOM) 0OecneuyeHuro ynpasieHus op2anusayuei
TPYIOBBIX JEHCTBUII W TpeOOBaHMII K OMBITY MNPAKTHUYECKOHM paboThl B paMKax
TPYJIOBBIX (DYHKITHIA:

B/01.5 Opraam3anust paboThl ¢ JOKYMEHTAMH

Tpynossie
NEUCTBUS

[Ipuem u nepBuuHas 00pabOTKa BXOIAIINX TOKYMEHTOB

IIpenBapuTebHOE pACCMOTPEHUE U COPTUPOBKA IOKYMEHTOB HA PETUCTPUPYEMBIE U HE
perucTpupyemble

[ToaroToBKa BXOASIIMX JOKYMEHTOB JJII PACCMOTPECHHS PYKOBOIUTEIIEM

Perucrparus BXOAAIINX TOKYMEHTOB.

Opranuzanus J0CTaBKH JOKYMEHTOB HCTIOHUTEISIM

Benenue 6a3bl JaHHBIX JOKYMEHTOB OpraHU3aIMu

Benenne unpopmManmoHHO-CIIPaBOYHOM pabOTHI

OO0paboTka U OTIpaBKa UCXOISAIINX JOKYMEHTOB

Opranuzanus paboThl IO PETUCTPALMH, YUETYy, XPaHCHHUIO U Ieperade B
COOTBETCTBYIOIIUE CTPYKTYPHBIE TTOAPA3CICHHS JOKYMEHTOB TEKYIIIETO

ACJIONIPOU3BOCTBA.

KOHTpOJIB HCIIOJIHCHUSA JOKYMCHTOB B OpraHu3alin

TpeboBanust k
00pa3oBaHUIO
1 00y4YEHUIO

TpeboBanust k

PaboraTh co Bcelt COBOKYITHOCTBIO HH(POPMAIIMOHHO-TOKYMEHTALMOHHBIX PECYPCOB
OpraHu3aIuu.

ITone30BaThcsa Oazamu AAaHHBIX, B TOM YUCJIC YIaJICHHBIMU
ITonp3oBaThCs CIIPpaBOYHO-IIPABOBBIMH CUCTCMaMHU
HpI/IMeHSITI: COBpPCMCHHBIC I/IH(I)OpMaI_II/IOHHO-KOMMYHI/IKaHI/IOHHBIG TCXHOJIOIUH AJIA

paboThI C TOKYMEHTaMH, B TOM YHCJIE IS €€ ONTUMHU3AIMU M OBBIIICHHUS
3¢ HEeKTUBHOCTH

HOpMaTI/IBHBIe IIpaBOBLIC aAKTbI n HOPMAaTUBHO-MCTOJUYCCKHC JOKYMCHTEI,

OIIBITY OMpPCACIIAOIINEC MMOPAAOK TOKYMCHTAIUOHHOTO 06€CH6‘-I€HI/I}I YHOpaBJICHUA .
npakTuyecko | CTpyKTypa OpraHu3aluu, pyKOBOJACTBO CTPYKTYPHBIX MOJApa3IeICHHUI
paboThI
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CoBpemeHHbIe HHPOPMAITMOHHBIE TEXHOJIOTHU Pa0OTHI C JOKYMEHTAMU

[Topsimok paboTsl ¢ JoKyMeHTaMu TCXeMbI TOKYMEHTO000pOTa

[TpaBusia paGoThI C BXOASIIIMMU, UCXOASIIMMU U BHYTPEHHUMH JIOKyMEHTaMU
[IpaBwmia opranu3anuu 1 GOpMbI KOHTPOJISI HCIIOJIHEHHUST JOKYMEHTOB B OpraHU3alun
TumnoBsie CPOKM MCIOITHEHHUS JOKYMEHTOB [IpuHIMniBl  pabOTBl CO CPOKOBOI
KapTOTEKOU

HaznauyeHue u TEXHONOTHsSI TEKYIIETO U MPEAYIPEIUTEIbHOTO KOHTPOJIS

[TpaBmiia JOKYMEHTAIIMOHHOTO 00ECIICUeHHUs JeTeILHOCTH OpraHU3aIluu

Bunbl 10KyMeHTOB, NX Ha3HAYCHHE

TpeboBanusi, npeabsBIsiEMbIE K JIOKyMEHTaM B COOTBETCTBUH c
HOPMATHBHBIMHU aKTaMH U FOCYAApCTBEHHBIMH CTaAHAapTaMU
IIpaBuia COCTaBJICHUSA u oopmuenus MH(OPMALMOHHO-CITPABOYHBIX,

OpTraHU3alMOHHBIX, YIIPABICHYECKUX TOKYMEHTOB

HpaBI/IJIa CO3JaHusg U BEACHUS 6&3 JAaHHBIX CJIy)Ke6HBIX JOKYMCHTOB B OpTraHHU3allin
CucTeMbl AJIEKTPOHHOTO JTOKyMeHTooOOpoTa [IpaBuiia U CpOKH OTIPABKH UCXOJISIIHX
JIOKYMEHTOB.

TpebGoBanust OXpaHsl TpyJa

B/02.5 Opranu3zaius TeKyIero XxpaHeHus1 JOKyMEHTOB

TpynoBsie
JIeNCTBUA

[IpuMeHEeHre HOMEHKIIATYPBI Ie)l OpraHUu3aluu

[IpoBepka mpaBUIBLHOCTH O(GOPMIICHUS JOKYMEHTOB M OTMETKM 00 WX HMCIIOJHEHHU
nepea ux GopMHUPOBAHHEM B JIEJI0 AJIS MOCIEAYIOLIET0 XpaHEHUs

DOopMyIMPOBAHUE 3aroJIOBKOB JI€J1 U  OINPEICIICHUE CPOKOB HX XpaHEHUs
dopMupoBaHUE JEI

KOHTpOIb NPaBUIBHOTO M CBOEBPEMEHHOTI'O PACIIPEACICHHS U MOAIIUBKH JTOKYMEHTOB
B JIeN1a

TpeOGoBanust K
00pa3oBaHUIO U
00y4eHHI0

TpeOGoBanust K
OTIBITY
[IPaKTUYECKOU
paboThl

Opraan3oBbIBaTh pabOTy MO YYETy, XpaHCHHIO W Tepefaye B COOTBETCTBYIOIIEE
CTPYKTYpPHOE NOJIpa3/ieJIeHUE JOKYMEHTOB TEKYILEro JeI0MPOU3BOJICTBA
Hcnons3oBaTh HOMEHKIATYpYy [J€l TpPU HM3YYEHUH CTPYKTYpbl OpraHu3alui,
COCTAaBJIEHNU OITMCEN NEN

Opranu3oBbIBaTh padoTy 1Mo (GOPMUPOBAHUIO JENI B COOTBETCTBUHU C YTBEPKIACHHOMN
HOMEHKJIATypOH JIeT OpTaHu3aIluu

[IpaBwiIbHO ¥ CBOEBPEMEHHO (OPMHUPOBATH TOKYMEHTHI B Jela C Y4YeTOM HX
crienuduku

CucremaTu3upoBaTh JOKYMEHTBI BHYTPH JieJia

O6GecneynBaTh COXPAHHOCTH U 3aIUTY TOKYMEHTOB OpTraHU3aIiH.

[MpumensTh HHPOPMAIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJOTHUU JJsi paboOThl ¢
JIOKyMEHTaMH1

HopmatuBHbIE  TpaBOBbIE  aKThl, = HOPMAaTHBHO-METOJAMYECKHE  JOKYMEHTHI,
TOCYApPCTBEHHBIE  CTAaHIAPTHI, OINPEIHCIHIIONINE MOPSAOK  JTOKYMEHTAIIHOHHOTO
oOecrieyeHns yrnpaBiIeHUs

Buasl HOMeHKIIaTyp, 00mue TpeOOBaHUS K HOMEHKJIATYpe, METOMKA €€ COCTABICHUS
U oopMIIeHUS

[Topsimok hopmupoBanust u ohopmiIeHUs Ae, crnerudurka GopMUPOBAHUS OTIEITBHBIX
KaTEropui el
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[IpaBuina xpaneHus Jell, B TOM YHCIE ¢ JOKyMEHTaMH OTPaHUYSHHOTO JIOCTYTIa
[lpaBuna BBIAYM W HCIOJNB30BAHUS JOKYMEHTOB U3 COHOPMUPOBAHHBIX €I
TpeboBanus oxpaHbl Tpyaa

B/03.5 Opranu3zarust 00pabOoTKH eI sl TOCISAYIOIIEro XpaHeHUs

Tpynosbie neiicTus [IpoBepKa CPOKOB XpPaHEHUs OKYMEHTOB, COCTABIEHHE IIPOTOKOJIA

paboThI SKCIIEPTHONW KOMUCCHH 10 MOJATOTOBKE JOKYMEHTOB K XpaHEHHUIO,
aKTa O BBIJCJICHHMM K YHUYTOXEHUIO JOKYMEHTOB, HE MOJJICKAIINX
XPaHEHHIO

CocraBiieHre BHYTPEHHEH OMUCH 1T 1711 0CO00 IICHHBIX JOKYMEHTOB
Odopmienne aen MOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB XpaHEHUs
Odopmiienre 00JIOXKKH €7 TOCTOSHHOTO, J0JTOBPEMEHHOTO CPOKOB
XpaHEHUS

CocraBineHne ommucH JAel IOCTOSHHOTO, JOJITOBPEMEHHOIO CpPOKOB
XpaHEHUS

[lepenaua nen B apXuB OpraHu3aluu

Tpeboparus K| TTonp3oBaThes MmepeuHsMH JOKYMEHTOB M aHAIM3UPOBATh (PaKTHUECKOE
nga3°BaHHIO 11 comepikanue MMEIOIMXCS B J€1€ JOKYMEHTOB IIPU ONPEIETIEHHH CPOKOB
00y4EHHIO

UX XpaHCHHs

OdopMiIATh 00JIOKKH /€] MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHEHHSI
B COOTBETCTBMHM C TpeOOBAaHHMSMH TOCYIApCTBCHHBIX CTaHIApPTOB
[Tpou3BOANTE XPOHOJOTUYECKU-CTPYKTYPHYIO CHUCTEMAaTHU3ALUI0 Je
[TpuMeHsTs  MHGOPMAIMOHHO-KOMMYHHUKAMOHHBIE TEXHOJOTHUH  UIS
paboThI ¢ JOKyMEHTaMHU

TpeboBanust k omnbiTy | HopMmaTtuBHBIE TpaBOBBIE aKThl, HOPMATHBHO-METOUYECKHUE JOKYMEHTHI,
MPAKTUIECKON pabOThl | TOCYJapCTBEHHBIC CTaHIaPTHI, OTIpECTISIONINE MOPSITOK
JOKYMEHTAIMOHHOTO 00eCIeueHus ypaBICHUs

Kpurepun pasgeneHus IOKyMEHTOB Ha TpPyNIbl B COOTBETCTBHM C
LIEHHOCTHIO HH(OpMaIHH, ColleprKaleiicss B HUX

HOpH[[OK HUCITIOJb30BaHUA THUIIOBBIX HWJIMX BEAOMCTBCHHBIX Hepe‘{HCfI
JOKYMEHTOB, ONPEJEIICHUsI CPOKOB XPAaHEHHUS B IMPOILECCE IKCIEPTU3BI
HCHHOCTHU JOKYMCHTOB

[lopsmox co3gaHusi, OpraHu3alldd W JOKYMEHTHUPOBAHUSA PadOTHI
3KCIEPTHON KOMUCCUHU

[IpaBunia coctaBieHUsI U yTBEPXKACHUS MPOTOKOJIAa PabOTHI 3KCIEPTHOM
KOMHUCCUH

[IpaBuiia cocTaBieHUs U YTBEPXKIEHUS aKTa O BBIJCICHUU JOKYMEHTOB,
HC MOJIC)KAIIUX XPAHCHUIO

[IpaBuna TtexHHYeCKOW OOpaOOTKM ¥ TMOJHOTO OQOPMIICHHS e
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XpaHEHUS

[IpaBuiia coctaBieHUsl OMHUCH JIeJ MOCTOSIHHOTO U BPEMEHHOI'O CPOKOB
XpaHCHUA B COOTBETCTBUUN C ,Z[CflCTByIOH_[PIMH HOPMATUBHO
METOJIMYECKUMHU TIOKYyMEHTaMH

IIpaBuna nepenadu A€ B apXuB OpraHu3auu

TpeboBanus oxpaHsl Tpyia

Ha peamuszanuio PabGoueit  mporpamMmmbl otBogutcsi 180 wyacom
U3 HUX 32 4. HA BECEHHIOI MPOU3BOJACTBEHHYIO MPAKTHKY.
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YYEBEHO-TEMATHUYECKUH ITJIAH U COJIEP)KAHUE YUYEEHOU 1

[TPOM3BOJCTBEHHOM ITPAKTUKN

HanmenoBanue Conepxanwe OO6muit
TeM 00BEM
94acoB
VYueOHast npakTHKa 120
Opranmsarst Tpebosanus k onvimy npakmuyeckoi pabomoi: 40
paboThI

C IOKYMCHTaAMHU

HopMmaTtuBHbIE npaBOBBIE aKThl U HOPMAaTHBHO-METOJAUYECKUE JOKYMEHTHI,
OTIpeIeNIAIONINE MOPSOK JOKYMEHTAIMOHHOTO

obecrieueHus yrpaBaeHUs

CrpykTypa OpraHu3aiiy, pyKOBOJCTBO CTPYKTYPHBIX IO/Apa3ieIeHUN
CoBpeMeHHbBIC WH(POpPMAIIMOHHBIE  TEXHOJIOTHH PabOTHI C
JIOKYMEHTaMHU

[Topsimox paboThl ¢ TOKYMEHTaMuU

CxeMmbl TOKyMeHTO00O0poTa

[IpaBuna paboThl C BXOASIIMMH, HCXOIIIIMMH U  BHYTPEHHUMU
JIOKYMEHTaMHU

[TpaBuna opranuzanuu U (QOpPMbI KOHTPOJS HMCIOIHEHUS TOKyMEHTOB B
OpraHu3alu

TunoBble CPOKU UCTIOTHEHHSI TOKYMEHTOB

[TpuHIUTIBI PAGOTHI CO CPOKOBOM KApPTOTEKOM

HaznauyeHue u TEXHONOTHsSI TEKYILIETO U MPEAYIPEIUTEIbHOTO KOHTPOJIS
[IpaBuia cocTaBieHUs] aHAIUTHYECKUX CIPABOK MO OPTaHU3ALMH PAOOTHI C
JOKYMEHTaMH M  KOHTPOJIO  HCIOJHEHUs JokymMeHToB IlpaBuiia
JOKYMEHTALMOHHOTO 00ecreueHHs JesITeIbHOCTH

OpraHu3aluu

Buasl 10KyMEeHTOB, UX Ha3HAUEHUE

TpeGoBanusi, mnpenbsBIsieMble K JOKYMEHTaM B COOTBETCTBUU C
HOPMATHUBHBIMU aKTaMH U TOCYIapCTBEHHBIMU CTaHAAPTaAMU

[TpaBuna COCTaBJICHHUS U opopmiieHrss MHGOPMAIIMOHHO-
CIPAaBOYHBIX, OPraHU3AIMOHHBIX, YIPABICHUECKUX JOKyMeHTOB IlpaBuia
CO3/aHUA U BeJeHUs 0a3 JTaHHBIX CITY>KEOHBIX IOKYMEHTOB B OpraHU3aIllul
CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa

[TpaBuiia 1 CpOKHU OTIPABKU UCXOSAIINX JOKYMEHTOB

TpeboBanus oxpaHbl TpyJa

Tpyoosvie Oeticmausi:

[Ipuem u nepBuuHas 00pabOTKa BXOIAIINX TOKYMEHTOB

[IpenBaputenbHOe paccMOTpPEHHWE U COPTHPOBKAa JIOKYMEHTOB Ha
PETUCTpUPYEMBIE U HE PETUCTPUPYEMbIE

[TonroroBka BXONAUIMX  JOKYMEHTOB Ui  PacCMOTPEHUs
PYKOBOJUTENIEM

Peructpanus BXOIAMMX TOKYMEHTOB

Opranuzanus J0CTaBKH JOKYMEHTOB HCIIOHUTEISIM

Benenue 0a3bl JaHHBIX JOKYMEHTOB OpraHu3alyu

Benenne unpopmMalnoHHO-CIIPaBOYHOM pabOTHI

O6paboTka 1 OTIIpaBKa UCXOASIINX JOKYMEHTOB

Opranuzanus paboThl O PETUCTPALINH, YUETY, XPAaHEHHUIO U IIepejaue B
COOTBETCTBYIOIIME CTPYKTYpHBIE MOJpa3fesieHus] JOKYMEHTOB TEKYIIETO
JIeTTOTIPOU3BOICTBA

KoHTpo:b ucnonHenus JOKYMEHTOB B OpraHu3alyu
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Opranusanus Tpebosanus k onvimy npakmuyeckol pabomal. 40
TCKYIICTO XpaHCHHUA| - HopmaTHBHBIC TPABOBBIC aKThl, HOPMAaTHBHO-METOINYECKHE JJOKYMEHTBHI,
HOKYMEHTOB rOCyapCTBCHHBIC CTaH/IapTHl, OIIPEIETSIONIHE HOPSIIOK
JTOKYMEHTALMOHHOTO 00ECIICYEHUsI YIIPaBICHHUS
Bunpl HomeHkaTyp, obmue TpeGoBaHUS K HOMEHKJIAType, METO/NKA ee
COCTaBJICHUS U OPOPMIICHHS
[lpaBuna coryiacoBaHMS HOMEHKJIATyphl JA€1 C BEJOMCTBEHHBIMH
apXMBaMH U SKCIIEPTHOH KOMUCCHEN
[Topsimoxk  dopmupoBanust u  odopmiieHHs  jael,  crenuduka
(OopMHUpPOBaHUS OTACIBHBIX KaTETOPHIA /eI
[IpaBuna xpaHeHUs 1el, B TOM YHCIE C JOKyMEHTaMH OTPaHHYCHHOTO
J0CTyTa
[TpaBuna BBIIAYM M WCIOJIB30BAHUS JOKYMEHTOB M3 COPMHUPOBAHHBIX
nen TpeGoBaHus OXpaHbI TPyAA
Tpyoosvie Oeticmausi:
Pa3paboTka HOMEHKIATYpbI JIe] OpraHU3aIiN
[TpoBepka mpaBHIBHOCTH O()OPMIICHHS JOKYMEHTOB M OTMETKH 00 MX
UCIIOJIHCHUU TIepe] MX (OPMUPOBAHHMEM B JIEJO JUISL MOCICIYIOIIETO
XpaHEHHS
dopmynupoBaHHE 3ar0JI0BKOB JIET M ONPEISICHHE CPOKOB UX XPaHCHHUSI
dopmupoBaHUE eI
KoHTpoJIb TPaBHIBHOTO U CBOEBPEMEHHOT'O PACIIPENICIICHHS U TTOIUIHBKH
JTOKYMEHTOB B Jieia
Opranusanys Tpebosanus k onvimy npakmuyeckol pabomal. 40
0bpaboTku ae1 AN | HopmaTHBHEIE IPABOBBIEC AKThI, HOPMATHBHO-METOXHUCCKHE TOKYMEHTHI,
zgzﬁzizllﬂomero rOCyapCTBCHHBIC CTaH/IapTHl, OTIPEIETSIONIHE HOPSIIOK

JOKYMEHTAIMOHHOTO 00ECTICYeHHUS yTIPaBICHUS

Kpurepun pasneneHus JOKYMEHTOB Ha TPYNIBl B COOTBETCTBHU C
LEHHOCTHIO UH(OPMAIIHH, COACPIKALICHCS B HUX

[Topsimok HWCIONB30BaHWA THUIOBBIX MM BEJIOMCTBCHHBIX IepeyHen
JOKYMEHTOB, OIpPEICIICHUsI CPOKOB XPAaHEHHs B IPOIECCE IKCIEPTU3BI
IIEHHOCTH JJOKyMEHTOB

[Topsmox co3maHusi, OpraHU3alMM W JIOKYMEHTHPOBAaHUS PabOTHI
AKCHEPTHON KOMHUCCUU

[IpaBuna cocTaBiieHUS U YTBEPXKIEHHsS MPOTOKOJIA pabOThl HKCHEPTHOU
KOMHUCCHHU

[IpaBuna coctaBiaeHUs U YTBEP)KICHUS aKTa O BBIICICHUH JOKYMEHTOB,
HE I0JUIeXKAIINX XPaHEHHIO

[IpaBuna TexHHYecKOH OOpPaOOTKM W TOJTHOTO oOQopMIeHHS el
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUS

[IpaBuna cocTaBieHHsI OMUCH JIEJ MOCTOSHHOTO M BPEMEHHOI'O CPOKOB
XpaHEHHS B COOTBETCTBUH c JeHCTBYIOIINMHU
HOPMAaTUBHOMETOINYECKUMHU JTOKYMEHTAMH

[TpaBuna nepexayn A€ B apXUB OPTaHU3ALUH

TpeboBanust oxpansl Tpyaa

Tpyoosvie Oeticmausi:

IIpoBepka CpOKOB XpaHEHHUS JOKYMEHTOB, COCTaBJIIEHHE MPOTOKOJIA
paboOTBl HKCMEPTHOW KOMHCCHHM IO TIOATOTOBKE JOKYMEHTOB K
XPaHEHHUIO, aKTa O BBIACICHUN K YHUUYTOXKECHUIO JOKYMEHTOB, HE
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MOJIEIKALTUX XPAHEHUIO

CocraBieHre BHYTPEHHEH OMKCH A€ JUIst 0CO00 IIEHHBIX TOKYMEHTOB
Odopmienue e MoCTOSHHOTO, T0JITOBPEMEHHOTO CPOKOB XpaHEHUS
Odopmiienre 00JOKKH Il TOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB
XpaHEHUS

CocraBiieHHE ONUCU Jie]1 IOCTOSHHOTO, JOJTOBPEMEHHOIO CpPOKOB
XpaHEHUS

Ilepenaya nen B apXyUB OpraHu3aluu

[IpousBonacTBeHHass | Buodwvl pabom (mpydosvie hynxyuu): 60
MIpaKTHKa Opranuzanus paboThI ¢ JOKYMEHTaMHI

OpraHu3anus TeKyliero XpaHeHus! JOKyMEHTOB

Opranuzanus 00paObOTKH JeJT IS MOCIEAYIOMEr0 XPaHSHHS
UTOIro 180

MATEPHAJIbBHO-TEXHUYECKOE OBECIIEYEHUE,

HEOBXOJIUMOE JIJ11 OCBOEHMS PABOYEN ITPOI'PAMMBI
Peanu3arust mporpaMMBbI MpeAIoaracT HajJuurue yueOHOro KaOuHeTa.
O6opynoBanne yueOHOTO KaOMHETA:

- TI0CAJ0YHBIE MECTA MO KOJMYECTBY O0YUArOIINXCS,
- pabouee MeCTO MpenoaBaTeis,

- KOMITBIOTEPHI;

- ydeOHas nuTepaTypa,

- KOMIUIEKT Y4eOHO-METOAMYECKON JOKYMEHTAIUHY;
- KOMITBIOTEP, dKpaH, MyJIbTHMEINA TIPOEKTOP.
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