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IHosicuuTennLHAA 3aIHCKA

CoBpeMeHHOE  OOIIECTBO  BBIBUTaeT  HOBBIE  TpeOOBaHMSA K  pe3yiabTaraMm

0011e00pa30BaTeIbHONW MOJATOTOBKH  y4amuxcs.  HeoO0XoauMoCTh CO3/IaHus TPOTPaMMBbl
«OCHOBBI JICJIOMPOU3BOJICTBAY I HAYAIBHOTO PO(ECCHOHATILHOTO 00pa30BaHMs BbI3BaHA TEM,
YTO HABBIKM W yYMEHUs, TOJyUYEHHBIC MPU M3YUYECHUU Kypca, TO3BOJIAT OMPEACIUTh OYAYyIIyIO
npodeccuio; moMoryt 6osiee 3PpGEKTUBHO HCIOJIB30BATh KOMIBIOTEP B Pa3IMYHBIX 00JIACTIX
JeATEIbHOCTH; MOATOTOBUT HIKOJIBHUKOB K MPAKTUUYECKON JIEATENbHOCTH, TPYAY, MPOJAOIHKEHUIO
oOpazoBaHwUs.

[Tporpamma kypca «OCHOBBI JENOMPOHW3BOJICTBA» BKIIOUAET B €€0s KOMITBIOTEPHYIO
MalTuHOTIUCh U OCHOBBI JICJIONTPOM3BOICTBA.

Cpok o0yuenus 1 ron. Pexxum 3ansatuii 1 yac B HeJeIo.

MamuHonuch HEOO0XOIMMa KaXKIOMYy, KTO pabdoTaeT C TEKCTOBBIMH JTOKYMEHTAMU:
KYpHAIUCTaM, CeKpeTapsM-pedepeHTaM, pabOTHUKaM TedYaTH, MUCATENsIM, MPOTPAMMHUCTAM,
MeHemKepam oduca, Oyxrairepam, OPUCTaM U T.J.

Henu kypca «Ocnogul 0e10npou3800cmear:

e M3YYHUTH €IMHBbIC TPEOOBAHUS K OPOPMIICHUIO YIIPABIEHYECKUX JOKYMEHTOB, UX
JBIKEHUIO, TIOPSIOK XPAaHEHUS JIeJ1, TOKYMEHTAIlMU U TIepeIaur UX B apXUB, MOTYIUTh
HABBIKU pabOTHI cekpeTapsi-pedepenTa.

N3ydenune kypca CTpOUTCA HAa COUETAHUU TEOPETUYECKUX U MPAKTUYECCKUX 3aHATUM.
TeopeTtnueckas 4acTb Kypca COAEPKHUT 0a30BbIi 0000IIEHHBIN MaTepHal Mo AeIONPON3BOACTBY,
BKJIFOYAOLIUH CIIEIYIOLIUE PA3IEIbl:

1. Opranuzamnus ciyx0 1e10mponu3BOJICTBA.

2. OcHoBHBIE TpeOOBaHMS K 0(OPMIIEHUIO YIPaBIEHYECKUX (OpraHU3allMOHHO-
pacnopsAUTEIbHBIX) TOKYMEHTOB.

Benenue nenonpons3BocTBa B OpraHU3aliy, YUpPEKICHUH.
Jlenonpon3BoACTBO MO JUYHOMY COCTaBY.

TexHnuyeckue cpeacTBa B CEKpPETapCKOM JEIIe.
WNHpopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI.

Homenkiarypa nen. [IoaroroBka J0KyMEHTOB U1l XpaHEHHUsI B ApXUBE.
JlenoBas nepenucka

. Hekoropsle pexomMeH1alluy Ipy N€YaTaHUU TEKCTOB CIYKEOHBIX IOKYMEHTOB.
10. /IeoBoO# STHUKET.

11. OcHOBBI KOHCTPYKTUBHOTO OOIIEHHUS.

12. CriocoOsI peo1oNieHus cTpecca.

13. TloaroToBKa K UTOrOBOMY TECTHPOBAHUIO.

©oN AW

IInanupyemble pe3yjbTaTbl 0CBOCHHS Kypca
Yuawuecs, npoweowue kypc obyuenus Haydatcsi:
e OCHOBHBIM MpaBWJIaM M UHCTPYKIMSIM IO TeXHUKE Oe3onacHocTu npu padote ¢ I1K;

e TOPSAKY JOKYMEHTAIIMOHHOTO O0ECIeueHus U MpaBuiaM 00CIyKUBaHUsI pabOThI
PYKOBOJUTENS MPEATIPHUATHS,

e  ONpEIENITh BUABI TOKYMEHTOB,
e TpeOOBaHUSM K HUM, IPABUJIAM COCTaBJICHUS U OPOPMIICHNH,
e TIOPAIKY PabOTHI C TOKYMEHTAMHU MPEANPHUATHS: TpHEM, 00paboTKa, perucTpanus,

e IIPAaBUJIAM XPAHEHHUs JOKYMEHTOB,



MOPSIIKY OCYILECTBIICHUS] KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB U PACTIOPSKEHUN
PYKOBOAMTETS,

NOPSAIKY 00pabOTKH MOYTOBOI KOPPECTIOHACHIINY, OPTaHU3alMH [TpHeMa [TOCeTUTENeH u
MPOBEICHUS KOHCYJbTALIUM,

Tpe6OBaHI/I${M K MalllUHOIMMCHBIM JOKYMCHTAaM,

COBpPEMEHHBIM I/IH(i)OpMaLII/IOHHBIM TEXHOJIOTHAM, IPUMCHACMBIM IIPU
JOKYMCHTHUPOBAHUHW U OpraHu3alilin pa6OTBI C TCKCTOBBIMH JOKYMCHTAaMU,

IpaBuJia OpraHu3aliy Tpyaa u pabouero Mecra cekperaps-pedepenra,

CJ'Iy>KC6HOMy OTUKETY, IICUXOJOTMYCCKUM OCHOBaM JE€JI0BOI'O O6IJ.[CHI/I$I, HOpMaM H
ImpaBujiaM MMOBCACHUSA, MCTOdaM U CPCACTBAM JICJIOBOT'O 06H.[CHI/ISI.

Yuawuecs, npoweowue kypc 06yuenus NoaydaT BO3MOKHOCTh HAYUUTHCA:

coOo1aTh TpeOOBaHUsl 0€30NACHOCTH TPY/la, OpTaHU3AIUU TPYyda U pabodyero Mecrta
cekperaps,

UCIOJIb30BaTh B pab0Te COBPEMEHHBIE BUIbl OPITEXHUKHU 10 HA3HAUCHHIO
(MHOXHTENbHAs, KONMUPOBaJIbHAS, CPECTBA CBSI3N),

COCTaBIISATh M ODOPMIISTE CITY’)KEOHBIC JOKYMEHTHI (ITPUKA3bI, POTOKOJIBI, JOTOBOPA,
MMCHbMA),

OpTraHru30BaThb IIPUCM HOCCTHTGJ’ICﬁ,
PEAAKTUPOBATE U I€UATaTh JOKYMCHTBI C IPUMCHCHUCM KOMHI:IOTGpHOﬁ TEXHUKHU,

MPUMEHSTh COBPEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTHH MPU TOKYMEHTUPOBAHUU U
OopraHu3aIu padoThl C JOKYMEHTAMH,

BBITNOJHATh TEXHUYECKHE QYHKIIUU CEKpeTaps o 00ecredeHno paboThl pyKOBOIUTENS
MPEANPUATHS WIH €r0 IMOAPA3ACIICHNUS,

co0JII01aTh CITY>KEOHBIN YTHUKET, HOPMBI U TMPaBHJIa TIOBEJICHUS U OOIIEHUS B IETIOBOM U
npodeccuoHanbHOM 00CTaHOBKE.

Y4eOHBIN IIJIAH

Ne Konn4yectBo 1yacos
3aHs Ha3Banue TeMbl, 3aHATUS
THst BCEero | Teopus | MpPaKTHUKA
1.3 | AenonpounssoacTsa kak oaHa U3 QYHKLMIA yHIpaBieHUs 3 2 1
4-10 | ObopmiieHne peKBU3UTOB IOKYMEHTOB 7 4 3
11-17 | CocraBnenue u opopmiIEHHE CITYKEOHBIX TOKYMEHTOB 7 4 3
Odopmienne kapoBoi JOKYMEHTAINH (JJOKYMEHTAI[u!
18-26 9 5 4
10 JTUYHOMY COCTaBY)
27.29 | XpaHeHue KapoBoi HOKyMEHTalUK 3 2 1
30-34 | Oprasusanus 10KyMeHT0000pOTa B OpPraHU3aLHH 5 4 1

Hroro 34 21 13




Y4eOHO-TeMATHYECKHHA TJIaH

KoaunuecTBO 4acoB

Ne
3aHs Ha3BaHue TeMbl, 3aHATUS NpaKT
—_— BCero | Teopus KA
Tewma 1. [lenonpousBoicTBa Kak oHa 13 QYHKIMA YIIPaBICHUS
Beenenune. Kparkas wucTopuss CTaHOBICHHS W Pa3BUTUA
1 nenornpousBozacTBa B Poccun. HopmatuBHO — Meronmueckas 1 1
' Oaza JIeJIONPOU3BO/ICTBA. Opranu3alnoHHO-TIPaBOBbHIE
nokyMeHTHI. [ToHsATHE 0 KiTaccuuKaIy JOKYMEHTOB.
CocraBneHue J0DKHOCTHON HHCTPYKIIUH JEJIOTIPOU3BOIUTEIS.
2-3 | Ilpaktuyeckas  paborta «CocraBieHue JOJDKHOCTHOM 2 1 1
WHCTPYKIUU JCTONPON3BOTUTEIS
Tema 2. OpopmiieHre peKBU3UTOB JOKYMEHTOB
4 Qopmyisip — o0pasel; OpraHu3aluOHHO-PACTIOPSAUTEIHHBIX 1 1
nokymenToB (OPJ]). Buabl u Ha3HaueHue OJIaHKOB.
TpeboBaHust K JOKyMEHTaM TIpM WX M3TOTOBJICHHWU Ha
5-6 | meuararomux yctpoiictBax. [IpaBuna odopmieHHS OCHOBHBIX 2 1 1
PEKBU3HUTOB JOKYMEHTOB.
7.8 [IpaBuia odopmieHuss  TOMOTHUTEIBHBIX PEKBHU3HUTOB 9 1 1
JTIOKYMEHTOB.
9-10 Odopmiienne  GaHKOB C  yIJIOBBIM U IPOJOJIbHBIM 9 1 1
pacroyioKeHue MTaMIIa.
Tema 3. CocraBienue u opopmiIeHHE CIIY)KEOHBIX JOKYMEHTOB
11 Bunel u Ha3HaueHuwe ciaykeOHBIX HOKyMeHTOB. CrpaBodYHO- 1 1
UH(POPMAlMOHHAs JOKYMEHTAIHSL.
19- Cnyxebuble nucbMa. Buabl cioyxednbix nucem. IlpaBuna 1 1
13 | COCTaBNEHHMA TEKCTa JENOBOTO  MHCHMA. CocraBienue u 2
0ohopMIIEHHE CITY>KEOHBIX IMHCEM.
14- | Tenerpammsbl, TtenegoHorpaMmsel, ¢akcel. CocTaBlieHHE H 2 1 1
15 | odopmienue tenerpamm, TenedoHorpamm, (hakcos.
16- | CnpaBouyHo-aHanuTHyeckas  JokyMmeHtauus.  CiyxeOHas 2 1 1
17 | 3anucka. [loknaaabie 1 00BICHUTEIBHBIE 3aITUCKU.
Tema 4. OpopmiieHne KaapoBoil TOKyMEHTalUHU (JIOKYMEHTALUU 110 IMYHOMY COCTaBY)
18- | Buasl ¥ HasHaueHWe KaApoBOW JokyMmeHTanuu. [IpaBuia 2 1 1
19 | cocraBieHus B 0OPMIICHHUS TPYIOBOTO JIOTOBOPA. 3aIOTHCHHE
auyHOU KapTouku (hopmel T-2. 3amoiHeHUe JHUCTKA MO y4YeTy
kagpoB. CocTtaBieHne U 0(hOpMIIEHHE TPYAOBOTO JIOTOBOPA.
20- | Bunel 3asBneHuii mo Ju4yHOMYy coctaBy. CocraBieHue H 2 1 1
21 | odopmiteHue 3asiBICHUI 11O TUIHOMY COCTaBY.
22 | JImunoe neno pabotHuka. CocTaB JOKYMEHTOB JIMYHOT'O JIENA. 1 1
23- | IlpaBuna Hamucanus aBToOWorpadum. [lpaBmma cocTaBieHHs 2 1 1
24 | pestome. CocTaBieHue pe3roMe 1 aBToonorpaduu.
25- | Bunel nmpuka3oB 10 JIMYHOMY cocTaB (TIpUKa3 Ha yBOJIGHEHHE, 2 1 1
26 | mpuem, nepeBon). CoctaB pekBU3UTOB. [IpaBuia coctaBieHus u

odbopmiienus. OpopmiieHre 3asBIEHUS O TIPUEME, YBOJIbHECHHH,
NEePEeBOJIE, MPEIOCTABICHUH OTITYCKA.

Tema5. XpaHneHue KapoBON JOKYMEHTALMU




27 | TpeboBanusi, TpeaAbSBIsIEMbIE K  JIOCTyNy  KaJpOBOH 1 1
nokymenTtanuu. [lpaBuina XxpaneHus: TPYAOBBIX KHIKEK. 3aluTa
NIEPCOHAIBHBIX JaHHBIX PAOOTHHUKOB.
28- | Cormacue Ha 00pabOTKy EpCOHANBHBIX NaHHBIX. COCTaBICHUE 2 1 1
29 | u opopmieHHe coriacusi Ha 00pabOTKY MEPCOHANTBHBIX JAaHHBIX
paboTHHUKA.
Tema 6. Opranuzanusi JOKyMEHTOO0OpOTa B OpraHU3aluu
30 | OOmme mpaBuja OpraHu3alMd  JOKYMEHTOOOOpOTa B 1 1
OpraHu3aIui.
31- | Ilopaaok MPOXOXKACHUS CO3/IaBAEMbIX JTOKyMEHTOB. KOHTpOIIb 2 1 1
32 | UCTIOJIHEHHSI JIOKYMEHTOB. Odopmnenue KYpHaJIOB
PETUCTPAIMH BXOISAIINX U UCXOISIINX TOKYMEHTOB.
33 | Homenknatypa gnen. TpeOoBaHMsT K  COCTaBICHHIO U 1 1
0(pOpPMIICHHIO HOMEHKJIATYPHI JIEI.
34 | TpeboBanus K GOPMHPOBAHUIO JICII. 1 1
Hroro: 34 21 13

Conepsxkanue nporpamMmmbl
Tema 1. /le10npon3BoACTBA KaK 04HA U3 QYHKIUH YIIPABJICHUS

Kparkast ucropusi cTaHOBJICHUS U pa3BUTHUS AenonpousBojactBa B Poccun. HopmaTuHO —
MeToauyeckas 0asza Jernonpou3BoicTBa. OpraHU3alMOHHO-TIPABOBbIE JOKyMeHTHI. [loHsTHE O
KJIaCCU(UKALUU JOKYMEHTOB.

OOme TpeOOBaHMA K OpraHM3ALMU M YCIOBUAM TpyAa paboTHHKOB ciayxObl J[OV.
Opranuzanus u obopyaoBaHue pabouero mecra jaenonpousBoautens. GopMel opraHuzanuu
nenonpousBoacTBa. Kareropuu yupexaenuil. Ctpykrypa u ¢pynkuuu ciayx6st JOVY. Ilpasa u
OTBETCTBEHHOCTH cyk0b1 JIOY. CocTraBieHne JOKHOCTHOM HHCTPYKLIUHU ASTONTPOU3BOAUTEIS.

Tema 2. OpopMileHNe peKBU3UTOB 10KYMEHTOB

dopmyisip — oOpazer OpraHu3alOHHO-PacHoPsANTENbHBIX TokyMeHTOB (OP/]). Buast u
HazHaueHue OJIaHKOB. Tpe60BaHI/I5[ K OOKYMCHTaM IIpH HMX HM3rOTOBJICHHH Ha ICYATAOIINX
ycrpoiictBax. [IpaBuiia ohopMieHIsI OCHOBHBIX PEKBU3UTOB 10KyMeHTOB. [IpaBuia opopmienus
JIOTIOJTHUTEIIBHBIX PEKBU3UTOB JOKYMEHTOB. OQopmiieHre OJaHKOB C YIIIOBBIM M MPOI0JIBHBIM
pacrosoXKeHue mTama.

OdopmieHre OCHOBHBIX PEKBH3UTOB JOKyMEHTOB. OdQopMmieHHe TOMOIHUTEIbHBIX
PEKBU3UTOB TOKYMCHTOB.

Tema 3. CocraBiienne u opopmjieHHE CIYKeOHbIX TOKYMEHTOB

Bunsl u  Ha3HaueHMe CIy’K€OHBIX  JOKyMEHTOB. CrpaBOYHO-MH(POpPMALMOHHAS
nokymenTanusa. CiyxeOHble muchMa. Bunbl cimyke0HbIX muceM. [IpaBmma cocTtaBieHust TEKCTa
JieoBoro nuceMa. Tenerpammsl, TenepoHOrpaMMel, (akchl. [lokinanHble M OOBSCHUTEIbHBIE

3aIICKH. HpOTOKOH M BBIIIMCKAa M3 MPOTOKOJIA. CHpaBO‘-IHO-aHaHI/ITI/I‘-IeCKaH AOKYMCHTAaIM4.



CnyxeOnas 3anucka. [Ipuka3 mo OoCHOBHOM EATEILHOCTH U BBINMKMCKA U3 Tipukasza. CocTaBlieHHUe
1 0(hOpMIICHUE CITYKEOHBIX IHCEM.

CocraBienue u opopmIIeHHE TeIerpamm, TeedoHorpamMmm, GaKcos.

CocraBnenue u opopmiieHHE JOKIAAHBIX U 00BSICHUTENIBHBIX 3aMHCOK.

CocraBnenue u opopmiieHre IPOTOKOJIOB U BBIIMHCOK U3 MPOTOKOJIA.

CocraBnenue 1 opopMIIeHHE CITY’)KEOHBIX CIIPABOK U CIYKEOHBIX aKTOB.

Cocrasnenue u opopmiieHHE CBOJIOK, 3aKIFOUCHHI, OT3BIBOB, IIEPEYHEH, CITUCKOB.
CocraBnenue u opopmiieHHEe IPUKA30B MO0 OCHOBHOM JESTEIBHOCTH U BBITMCOK K HUM.
CocraBnenue u ohopmIIeHUE POTrPaMMBbl, TJIaHa, rpaduKa, CXEMBI.

Od¢opmieHue nIaTexHOro TpeOOBaHUsI, IIIATEKHOTO MOPYUYEHHUS, PACUETHBIX YEKOB.
CocraBnenne 1 0opopMIIEHHE OTYETOB U KOMMEPUYECKHX JI0TOBOPOB.

Tema 4. OdopmiieHHe KaApOBOH JOKYMEHTAIUH (IOKYMEHTALMH 110 THYHOMY
COCTaBY)
Bunsl 1 HazHaueHue KaapoBoW aokyMmeHTauuu. IIpaBuiia coctaBieHHus U 0GOpMIICHUS

TPYIOBOTrO J0roBOopa. Buibl 3asBieHuil mo jauuHoMmy coctaBy. CocTaBieHue u OoQpopMIIeHHE
3asiBJICHU 10 JTMYHOMY cocTaBy. JInuHoe neno paborHuka. CoctaB JOKYMEHTOB JIMYHOIO JIENa.
[TpaBwia Hammcanus aBToOmorpadum. IlpaBmia cocraBiieHus pe3romMe. BuIpl mpHKa3oB 1o
JUYHOMY cocTaB (IpHUKa3 Ha YBOJIbHEHUe, mpueMm, nepeBon). CoctaB pekBU3HTOB. lIpaBuna
COCTaBJIEHUS U OPOPMIICHHS.
Cocranenue u 0opMIIEHUE TPYTOBOTO JOTOBOPA.
Odopmienue 3asBiIeHMs 0 IpUEME, YBOJIbHEHUH, IIEPEBO/IE, TPEIOCTABICHUH OTITyCKa.
3arnosHeHUe TUYHOM KapTouku ¢opmbl T-2. 3anoHeHHE JIMCTKA 110 YYETy KaJpoB.
CocraBieHue pe3oMe U aBToonorpaduu.
3anonHeHue TPYAOBOM KHMKKHM, BHECEHHUE H3MEHEHHH B TPYIOBYIO KHIKKY. 3allOJIHEHUE
JKypHaJla yueTa JIBHKEHUS TPYAOBbIX KHIKEK. OdopmileHne NpruKa3oB 110 JINYHOMY COCTaBY.
Tema5. XpaHeHue KaJpoBoii JOKYMEHTALIMHU

XpaHeHue MepCOHAIBHONW KaJIpoBOW MokyMeHTauuu. TpeOoBaHUs, NpPEIbABISEMbIE K
JOCTYIy KaJApoBOM JOKyMeHTauuu. IIpaBmia XpaHeHHs TpPYOOBBIX KHWKEK. 3allnTa
NEPCOHAIBHBIX JIaHHBIX paOoTHHKOB. Coriacue Ha 00pabOTKy MEpPCOHANbHBIX JIaHHBIX.
Cocrasnenue u opopmileHHE coryiacus Ha 00pabOTKy MEePCOHANBHBIX TaHHBIX paOOTHHUKA.

Tema 6. Opranu3auusi J0KyMeHTO000pOTa B OpraHU3aluu

OO6mume nmpaBuiia OpraHU3alud JOKYMEHTO00OpoTa B opranu3amuu. [Ipuem u o6paboTka
MOCTYMAOMIMX JTOKYMEHTOB. Perucrpanus u uHAaekcanus TOKyMEHTOB. OpMBI peructpanuu
JOKYMEHTOB. IlopsioK IHpOXOXKIAEHMsSI CO3/1aBa€MbIX JOKYMEHTOB. KOHTponp wucnosHeHus

nokymeHToB. Homenkmnarypa nen. TpeOoBaHMs K COCTaBIEHUIO U O(POPMIICHHIO HOMEHKIATYPHI



nen. Tpeboanust k popmupoBanuio nen. OGopmiaeHUe KypHAIOB PErHUCTPAIMHM BXOANIUX U
HUCXOAAIINX JOKYMCHTOB.

CocraBiieHne HOMEHKJIATYpPhI J€Ell.
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