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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

IIK-5 CnocobeH ocymiecTBasTh pabOTy € JTOKyMEHTaMH, COASP)KAIUMH HH(POPMAIIUI0 OTPaHUYEHHOTO

J0CTyTa

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnerenuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

[IK-5 Cnocoben
OCYILIECTBIISITH paboTy ¢
JTOKYMEHTaMH,
COZIePIKAIIUMHU
WHPOPMAITUIO
OTPaHUYEHHOTO JOCTYIIa

OCYH_ICCTBJ'ISIGT NOATOTOBKY M OpraHU3alnuro pa6OTLI C
AOKYMCHTAaMH, COACPKAIIUMHA NMEPCOHATILHBIC TaHHBIC

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[TIK-5 CrniocoGeH ocymecTBIsTh padoTy ¢ AOKYMEHTaMH, COIASPKAlIMMH HH(DOPMAIINIO

OrpaHUYCHHOIO JOCTYyIIa

Ne HaumeHnoBanue ®dopma
n/n JUCIIUTLITNH, o0yueH
OTIPEIETISIOIIX us
MEXIUCIUTUTMHAPHBIE | OyHas
CBsI31 (cemect
p)
6|7
1 |KordunennmansHoE + | +
JISIIOTIPOU3BOJICTBO
2 |Kondunenumanbupeii | + | +
JIOKyMEHTO000POT
3|Opranuszamnus padoter | + | +
C JIOKyMEHTaMu
OTPaHUYEHHOTO
JIOCTyTa
4|IIpaBoBoe + | +
perynupoBaHue
KOH(pHIEHITUATEHOTO
JISIIOTPON3BOJICTBA




5|IIpakTuka mo +
MOJTY4YEHUIO
poheCCHOHATTLHBIX
YMEHUH U OIIbITa
poheCCHOHATTLHOU
JeSITeIbHOCTH

6|CynebHoe +
JIEJTOTIPOU3BOJICTBO

2. MecTo nucuuiuiaabl B cTpykrype OII 0akasaBpuara:

HucuumuinHa «KanpoBoe 1e7I0mpou3BOACTBOY» OTHOCHUTCS K 4YacTH, (OPMHPYEMOH ydacTHHKAMHU
oOpa3oBaTeibHbIX OTHOIIEHUH, yueOHoro rurana OIl mo Hampasiaenuto noarotoBku 46.03.02 -
JIOKyMEHTOBEICHUE U apXUBOBE/ICHUE.

HucuumnHa «KanpoBoe ae10npon3BOACTBO» U3YYaeTCs B S CEMECTPE.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCLIUILUIMHEL: 5 3.€.

Ounas: 5 3.e.
Bun yueOHo# paboTh (BCSEI;ZEOB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 180
KonrakTHast pabora 96
Jlexumm (Jlextmm) 48
[Tpaktuueckue (Ilpakt. pad.) 48
CamocrostensHas padota (CP) 48
OK3amMeH 36

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmsl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
O]l0|O
5 cemecTp
1 Kanposoe IIpakTrueckas
JIEJIOIPOU3BOJICTBO. pabora
JIOKyMEHTUPOBaHHE
KaJpOBOI
,Z[CSIEGJIBHOCTI/IZ 4 l_in 4
OpraHu3aIMOHHbIE
bopmbI 1
HOPMAaTHUBHO-METO/]
MYECKHE aCTEeKThI
2 OpranuzanuoHHO-II [Tucemennas pabota
paBoBast KaipoBast 616 |6 (ITucbmennas
JOKYMEHTAIHs CaMOCTOSITeNIbHAS
pabora)




3 CocraB u [ToaroroBka u
oopmienue BBICTYIUTHHE C
JOKYMEHTOB JJISI I JIOKJIaJIOM
IIOCTYIUICHHS HA 4 4 4 (BricTynienue ¢
paborty. [lepBuunbie pedeparom);
JOKYMEHTBI IIpakTrueckas
TPYZIOYyCTpOMCTBA pabora

4 TpynoBoi 10roBop, Konnoksuym
KaK OCHOBHOM (KonTponbHbIit
JOKYMEHT, cpes); [Ipaktuyecka
PernaMenTupyomu | ITn 6 pabora
i 6
B3aMMOOTHOIIICHUS
paboTHUKA U
paboTomarens

5 IIpukasel o [IuceMenHas pabora
JTUYHOMY COCTaBY: (ITucbmennas
PEKBU3UTEI, 6 | 6 | ¢ | camocroatenbras
0COOEHHOCTH paborta)
odopmiieHus U
perucTpanum

6 VYueT cBeneHuii o [Tucemennas pabota
nepcoHane. Y4er 616 |6 (ITucemennas
pabouero BpeMeHH CaMOCTOSITeNIbHAs

pabora)

7 Benenue TpynoBbix TecTtupoBaHue
KHIKEK U KHUTH UX
y4eTa. DIeKTpOHHas
TPYZIOBasi KHUXKKA!

6 | 6 | 6
0COOEHHOCTHU
BEJICHUS U
oopMmieHUs
OTYETHOCTHU

8 Benenune anuHEBIX 6 ITo 6 [IpakTnyeckas
nen 6 pabora

9 XpaHeHue KomnokBuym
JIOKYMEHTOB T10 (KoHTpOnbHBIH
JTUIHOMY COCTAaBY. 4 [ 4 cpes);
DIEKTPOHHBII 4 [IpakTnyeckas
KaJIPOBBIN pabora
JIOKyMEHTOO000pOT

Tema 1. KagpoBoe qesionpou3BoacTBO. JJ0OKyMeHTHPOBaHHE KAJAPOBOii 1esiITeIbHOCTH:
OpraHu3anvoHHbIe (POPMBbI 1 HOPpMATHBHO-MeToAU4YecKue acnekThl (ITK-5)

Jlexknus.



[TonsaTue kagpoBoro aenonpousBosacTBa. Kinaccuueckas ¢popma opranuzanuu KaapoBoil ciayx0sl. [lonsrue
«otmen kaapoBy. OpraHuzanyoHHBIE (DOPMBI OCYIISCTBICHHS KaJApOBOH pPabOTHL: CaMOCTOSTEIbHOE
CTPYKTYPHOE IMOAPA3AEIEHUE C HENOCPEACTBEHHBIM OJYMHEHNEM PYKOBOAMTEIIO UM €r0 3aMECTUTEINIO,
BBINOJIHEHHE (YHKUUI KaapoBOM CIyKObl OTHEIBHBIM COTPYIHHMKOM, BBITIOJHEHHE KaJpoBOW (GyHKIMU
COTPYAHHUKOM, OCHOBHBIE 0053aHHOCTH KOTOPOTO HE COBIAJAIOT C BO3JIOKEHHBIMH 3a/lauaMH IO KaJIpOBOM
pabote. CTpykTypa KaapoBoii ciykObl. [loHsTHE KaapoBas JOKYMEHTAIHsI UIIH TOKYMEHTALUS IO TMYHOMY
cocraBy. bioku kaspoBoil JOKyMEHTAIMU: 00s3aTeIbHbIC JOKYMEHTHI Ul BeICHHsI BO BCEX OpraHM3alUsiX
HE3aBUCUMO OT c(epbl JesITeIbHOCTH, YHUCICHHOCTH IMEpPCOHANla M OPraHU3aIl[MOHHO-TIPAaBOBOM (HOpPMBI,
JOKYMEHTBI, HOCAIINE PEKOMEHIAaTeIbHBIN XapakTep, JOKYMEHTHI, 3aBUCALINE OT CHeUU(UKA KOHKPETHOM
opranuzanyy. BHyTpeHHHE JOKalbHbIE HOPMAaTHBHBIC akThl. MH(OpMaIMOHHO-pacueTHbIE JTOKYMEHTHI.
JIOKyMEHTBI, TOITBEPKAAIOUINE TPYAOBYIO JeSITEeIbHOCTh. PacnopsianTensHbie J0KyMeHTHl. OdunuanbHas
BHYTpEHHs nepenucka. JKypHaiel KOHTposiss u ydera. OOmierocyaapcTBEHHBIE 3aKOHOAATEIBHBIE U
HOPMAaTHUBHO-METOJMUYECKHUE aKThl, HEOOXOAMMBIE B KaJpoBOM jeinonpousBoictee: Koncrutymus PO,
Tpynosoii konexkc PO, @3 «O rocymapcTBeHHOH TaiiHe», «O NMepCOHAIbHBIX AAHHBIX», «O KOMMEpUECKOI
taifHe», «OO0 wuHpopManuu, WHPOPMALMOHHBIX TEXHOJIOTMAX U 3ammre uHGopmammm», «O
rocynapctBeHHOM repoe POy, «O s3bikax HaponoB POy, «O nopsike paccMOTpEeHUs: OOpaIeHUH TPaXKaan.
IIpakTH4Yeckoe 3aHATHE.
1. Ha3naueHue kapoBbIX JOKYMEHTOB. O01IHe TpeOOBaHUS K COCTABICHHUIO U opopmiieHII0. DopMaThI
Oymaru, 1mosis, mpaBuiia opOpMIICHUSI PEKBU3UTOB, TPEOOBAHUS K TEKCTY KaJpOBOTO JOKYMEHTA.
2. CrpykTypa KaJpoBoil HHPOPMAITMOHHO-TOKYMEHTAITMOHHOW CUCTEMBI: 3aKOHO/IATEIbHBIC aKThI,
HOPMATHBHAsI 1 HOPMaTUBHO-METOANYECKAsI U CIPABOYHAsl JOKYMEHTAIUsl, OpraHU3allMOHHO-TIPABOBAsI
KaJpoBasi JOKyMEHTAIlMsl, IJIaHOBasi, JOTOBOPHAs, paclopsaIuTeNIbHas, CIPaBOYHO-UH(POPMALIMOHHAS U
Y4ETHO-OTYETHAs KaJpoBasi JOKyMEHTAlUs, JOKYMEHTAIIHS 110 YYETy UCIOIb30BaHHOTO paboyero BpeMeHu
Y PacyeToB C MEPCOHAJIOM OPTaHM3aLMU 0 OIJIaTe TpyAa U Apyras KaapoBas JOKYMEHTALMS.
3.  Tlopsaok opopMieHuUsT JOKYMEHTOB KaIpOBOW HMH(POPMAIIMOHHO-TOKYMEHTAIIMOHHON CUCTEMBI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[To3HaKOMUTBCA € 3aKOHOAATEIBHBIMU U HOPMaTUBHO-METOANYECKUMH JOKYMEHTAMU, CBA3aHHBIMHU C
BEJICHHEM KaJIpOBOT'O JI€JIONPOU3BOCTBA, BHITUCATh UX O(UIIMaTbHbIE HAUMEHOBAHUSI.
[Ipu BbINOMHEHNN JAHHOTO 3aJaHUs CTYIECHT JOJIKEH BBISIBUTH BCE 3aKOHOJATENIbHBIE U
HOPMaTUBHO-METOANYECKHUE JOKYMEHTBI, peIJIaMEHTHPYIOIINE ASSITENbHOCTh KaJPOBBIX CIY>KO, COCTaBUTh
CITUCOK (B XPOHOJIOTHYECKOM TTOPSIZIKE).

Tema 2. Opranu3zanuoHHo-npaBoBas kajaposasi Jokymenranus (I1K-5)

Jlekumus.
Hasnauenue opraHu3anOHHO-IIPABOBBIX JOKYMEHTOB, HX CTPYyKTypa, TpeOOBaHHS K COCTaBIICHHIO,
MpoLeAypa MX COINIACOBAHMSI M YTBEP)KICHUS, MOPSAOK BHECEHUS B HUX HM3MEHEHMH M JIOTIOJTHEHUU.
[Tonoxxenne o kanpoBoit cimyx6e. CTpykTypa U mrarHas yucieHHocTh. llltatHoe pacnucanue. Tumnossie
(dbopMBI TpaBUJI BHYTPEHHErO TPyAOBOro pacrnopsaka. CTpyKTypa TEKCTa IOJKHOCTHOM HMHCTPYKIIHH.
WNucTpykuus 1o KagpoBOMy Jeionpou3BoACTBY. [lomokeHue o pabore ¢ mHepcOHANbHBIMH JaHHBIMU.
[Tonoxxerne 00 00pabOTKe TEPCOHANBHBIX JJaHHBIX paOoTHHKOB. Ilepemauya TEepCOHANBHBIX JTAHHBIX
pabotHukoB. [Tonoxxenne 06 orare Tpyaa ¥ MPEeMUPOBAHUHT

IIpakTnyeckoe 3aHsATHE.
Ha npumMepe KOHKpETHON OpraHu3aiii He0OX0TUMO COCTABUTh MPUKa3 00 YTBEPKICHUH ITATHOTO
pacnucanus (Ha IpuMepe KOHKPETHON OpraHU3aIlle ), IPUKa3 O BHECEHUH U3MEHEHUH B IITAaTHOE
pacnucaHue (Ha IpuMepe KOHKPETHON OpraHn3alnn)
3amuTa NepCcoOHaIbHBIX JaHHBIX

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[IpoBecTu cpaBHUTENBHBIN aHATN3 IPAaBUI BHYTPEHHETO TPYIOBOTO PACIIOPsIIKA U MOJIOKEHHS O
nepcoHae.

[Ipu BBIIOTHEHUH 331aHUS HEOOXOJUMO MTO3HAKOMUTECS CO CTPYKTYPOU U COJEpKaHUEM TEKCTa pa3/iesioB
MPaBWJI BHYTPEHHETO TPYAOBOTO pacHoOpsIKa U MOJIOKEHUEM O TIEpCOHAIE.






