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OcHoBHasi mporpamMMa MpodecCHOHANBHOrO O00y4YeHHsI — MporpamMma INpoQeccuOHaIbHON
MOATrOTOBKH 110 nipodeccuu 21299 «/lenonpouzeooumensvy (nanee — [Iporpamma) pa3paboTaHa Ha OCHOBE

—  ®epnepanpHoro 3akoHa oT 29.12.2012 N 273-®3 «0O06 ob6pasoBanuu B Poccuiickoit
Oenepanuny,

— [Tepeuns mpodeccuii paboumx, MODKHOCTEH CIyKAIUX, MO0 KOTOPBIM OCYIIECTBIISCTCS
npodeccuoHagbHOe 00ydeHHe, YTBEpXKACHHOro IpukazoM MuHucTepcTBa npocBeuieHuss P® ot
14.07.2023 1. N 534,

—  TpeboBaHMH, yKkazaHHBIX B  KBanM(uUKaLMOHHOM  CHIpPaBOYHHMKE  JIOJDKHOCTEH

PYKOBOJUTENEH, CHELMATUCTOB M JPYTuX CclyKaumx 4-e u3gaHue (yTBEp>KIEH IOCTaHOBJICHHEM
Muntpyaa P® ot 21 aBrycra 1998 r. Ne 37 ¢ usmenenusamu ot 27 mapta 2018 r.)



INOSICHUTEJIBHAS 3AITMCKA
Leab peasu3zanuu NporpaMmsl

—  lenpro  peanmusanuu  OporpaMMbl  sBiseTcs  (GOpPMUpPOBaHHME y  CHyLIaTens
MpoECCHOHANIBHBIX ~ 3HAHWW, YMEHUH W  TMPAKTHYECKOTO ombiTa 1o mnpodeccun 21299
llenonpouzeooumensy ¢ ydeToM TpeOOBaHUM, YyKa3aHHBIX B KBanmu]uKallmOHHOM CHpPaBOYHUKE
JOJKHOCTEH PYKOBOAMTENEH, CHEMUaTIUCTOB M JPYrHX CIyXamux 4-e wusnaHue (yTBEpXKIeH
nocraHoBieHneM Muntpyna P® or 21 aBrycra 1998 r. Ne 37 ¢ usmenenusimu ot 27 mapra 2018 r.)

IInanupyemble pe3yJbTaThl 00yYeHHs

B pesynbraTe OCBOEHHMs MporpaMMbl B COOTBETCTBUM C TpeOOBaHUSMM, YyKa3aHHbBIMU B
Keanughuxayuonnom cnpasounuke dondcnocmeti pykogooumenet, Cneyuaiucmos u Opy2ux cayrcauux 4-
€ u3nanue (yTBepxkaeH nocraHoBiaeHueM Muntpyzaa PO or 21 asrycra 1998 r. Ne 37 ¢ uaMeHeHusIMU
ot 27 mapta 2018 r.) ciymaTens JOIKEH:
- yMeTb NpPHUHHMATh U PETUCTPUPOBATH KOPPECIOHACHLIMIO, HAIPaBIATh €€ B  CTPYKTypHbIE
nozpaszesieHus . B cOOTBETCTBUM C pe30iIOLUe pyKOBOAUTENS NPEANPUATUS [I€PENABATh JTOKYMEHTHI
Ha ucnogHeHue. OQopMISATh pPETUCTPAllMOHHBIE KAPTOYKM MM co3daBaThb OaHK JaHHBIX. Bectn
KapTOTEKy YyyeTa MPOXOKICHHUS JOKYMEHTAJIbHBIX MaTepUalIOB, OCYILIECTBJIATH KOHTPOJIb 3a MX
UCTIOJIHEHUEM , BbIJaBaTh HEOOXOJIUMBIE CIIPABKH I10 3apPETUCTPUPOBAHHBIM JIOKyMeHTaM. OTIpaBIIsATh
UCIOJIHEHHYIO  JOKYMEHTAIHIO no azapecam. Bectu yder mnosyyaemoi U OTIpaBiIsAeMON
KOPPECTIOH/ICHIINH, CUCTEMAaTHU3UpOBaTh M XPaHUTh JIOKYMEHTHI TEKYyLIero apxuBa. Bectu paboty mo
CO3JIaHMIO CHPABOYHOIO ammapara Mo JOKyMeHTaM, oOecrneunBaTh yIOOHBIH M OBICTPBIM MX IMOMUCK.
[loaroraBnuBaTh W clHaBaTh B apXMB MPEANPHUATHS JOKYMEHTAlbHbIE MaTepHalibl, 3aKOHUYEHHbIE
JeTOTIPON3BOICTBOM, PETUCTPALIMOHHYIO KapTOTEKYy WJIM KOMIIbIOTEPHbIE OaHKU NaHHBIX , COCTABIAThH
onmucH Jel, NeperaBaTh Ha XpaHeHHe B apxuB. ObOecreynBaTh COXPAHHOCTh MPOXOJIALICH CiTyxkeOHOM
JOKYMEHTAIIH.



B pe3yJibTaTe€ OCBOEHHUS NPOTrpamMMbl CIYLIATENU OOJXHCHbI 3HAMb:. TIOCTAHOBIEHUS, PACHOPSIKEHUS,
MPHUKa3bl, APyTUe PYKOBOJALINE W HOPMATHBHBIC JOKYMEHTHI BBIIIECTOSLIMX M JPYTHX OPraHoB,
Kacalolluecss BeICHMS JEJONPOM3BOJACTBA B OpraHU3alldd; OCHOBHBIE TMOJIOKEHHS EnuHoi
rOCy/IapCTBEHHOM  CHCTEMBbI  JEJONPOU3BOJACTBA;  CTAHAAPTHl  YHU(DHUIIMPOBAHHOH  CHCTEMBI
OpPraHU3alMOHHO-PACTIOPAIUTENIBHON JAOKYMEHTALMK; CTPYKTYpPY OpPraHU3alMU U €€ MOJpa3esiCHUI;
MOPSIZIOK KOHTPOJIA 3a MPOXOKICHUEM CIYKEOHBIX JOKYMEHTOB; 3aKOHOJATENLCTBO O TPYJE M OXpaHe
Tpyna Poccuiickoit denepanuu; mnpaBuia BHYTPEHHETO TPYAOBOIO PACHOPSIKA; MpPaBWIA U HOPMBI
OXpaHbI TPYy/1a, TEXHUKH 0€30MMaCHOCTH, TPOU3BOJICTBEHHOW CAHWTAPWUU W MTPOTUBOIIOKAPHON 3AIIUTHI.
Karteropus caymaresei

Ha oGyuenwue no npodeccun «Jlenonpon3BoanuTeNby TPUHUMAIOTCS JTUIIA:

paHee He uMeBHIME mpodeccud | JHIA, UMEKIIHe Mpo(ecCHOHATbHYI0 MOJITOTOBKY IO
npodeccur OTIUYHON OT mpodeccuu «/lenonpon3BoaUTENbY», MPUHATHIE HA MPEANPHUITHS B KaueCcTBE

YUYCHHKA W HAIIPaBJICHHBIC Ha 06y‘I€HI/I€ 10 OCBOCHUIO HpO(beCCI/II/I;

Cpox 00yueHusl, KOJIUYECTBO YacOB

TpynoeMkocTh 00ydeHus 10 JaHHOU Mporpamme — 288 4acoB, BKIIOYAs BCE BUIBI Ay TUTOPHOU U
CaMOCTOATENIbHON yueOHOM paOoThI CymIaTes, a Takke MpakTuKy. O0mmii cpok oO0ydeHus — 2 mecsIa.

®opma 00yyeHHs — OUHas.

PesxuM 3aHATHI — IATHAHEBHAS paboyas HeAes.

dopma UTOTOBOM aTTECTAIMN — KBATU()UKAITMOHHBIA SK3aMEH.

BbinaBaeMblii IOKYMEHT — CBHUJETEIbCTBO O Npodeccun pabouero, JOHKHOCTH CIyXKalllero
YCTAHOBJIEHHOTO 00pas3la.

Coaep:xanue o0pa3oBaHUS OIpPENEISCTCS HA OCHOBE YCTAHOBICHHBIX KBATH(DHKAITMOHHBIX
TpeboBanuii mo mnpodeccuun 21299 Jlenonpouszsooumenb W PETIAMEHTHPYETCS KaJleHIApPHBIM
y4eOHbIM TpaduKkoM; Y4eOHbIM IUIAHOM; pabOYMMHM [pOorpaMMaMu JUCUUIUIMH; a TakKke
METOJIMYECKUMH MaTepuaiaMy, 00eCIIeUHBAIOIINMHU pealn3aliiio 00pa3oBaTeIbHOIO Ipolecca.

Kypcsr, Conepxanue

MIPEAMETHI
OcHOBBI CymHOCTh  TPEANPUHUMATEILCKON  JIEITETHOCTH, CYOBEKTBI | 00BEKTHI
HSKOHOMUKH MpeIPUHUMATEIbCKON  JesTenbHocTH;  OpraHu3almoOHHO-TIPAaBOBbIE  (hOPMBI

MPENNpUITUL; 00beUHEHHE U PEOpraHU3alMsl MPEANPUATUH, TOPSIA0K CO3aHUs 1
IpeKpalleHne JesTeNbHOCTH mpeanpuarus. lleHooOpa3oBaHHe Ha MPOAYKLHUIO,
cUcTeMa HAJIOroo0JIOKEHHsI, OpraHu3alus Tpyla W 3apaboTHOI IuIaThl; Ou3HEC
IUTAHUPOBAHME; TICUXOJIOTUS U TUKA KOMMEPUECKON JAesTenbHOCTU. JlesITenbHOCTD
IPEIIPUITHS B CUCTEME XO3SHCTBEHHOIO y4eTa.

JenoBas KynbTypa | OTHueckas KyiabTypa. Mopaiib, 3THKa, HPaBCTBEHHOCTh. (OCHOBHBIE KaTErOpUH
stuku. Ilonstue otukera.  IlpodeccuonanpHas stuka. [Ipodeccronanbhbie
MOpajbHblEe HOPMBI: BEKIUBOCTb, KOPPEKTHOCTh, TaKT, YyBCTBO Mephl. [loHsTue
obmenus. [enoBoe oOmenue. KymbTypa obOmenms. [loHarue BepOambHOTO U
HeBepOanpHOTO OOmeHusi. OOpatHas  cBsA3b. THIIBI BONPOCOB. OCOOEHHOCTH
peueBoro 3TUKeTa B MpoeCcCHOHAIBLHOM 001IeHnu. Buabsl HeBepOanbHbBIX CPECTB
oOuenus. TexHuku oOmeHus. [loHnmanue U BocnpuaTHE B Mpolecce OOLICHUS
TemnepameHT u ero tunsl. [loHsTHe yyBcTBa M SMouuu. [IpuéMbl caMoOperysaiu.
Kondmukr. Crparerun moBeneHusi B koH(ukTHOM cutyanuu. KynbTypa
npeoOpa3oBaHus U pa3penieHus] KOHMIUKTOB.

Oxpana Tpyna OcHOBHbIE 1I0JIO’KEHUS Tpy10BOro npasa B Poccuiickoit Penepanuu Opranuzanus
pa®oThl MO oxpaHe TpyAa Ha npeanpustTid OCHOBHbBIE BpPEIHBIE M OIACHbIE
MPOM3BOJICTBEHHBIE (DAKTOPBI, UX BIMSHUE HA 310pOBbe padoTaronmx OCHOBHBIC
MOHATHSL 00 OMACHOCTH AJIEKTPUYECKOro Toka. OCHOBHBIE MOHATHS O IMOKAPHOM
0€30M1acCHOCTH U MOPSI0K neiictBust  paboTHUKOB npu  noxape Ilopsmox




pacciieZIoBaHHs HECYACTHBIX CIy4YacB Ha MPOM3BOJICTBE. [IpreMbl Oka3aHwusl epBOit
JIOBpaueOHON MEIMIIMHCKOW MOMOIIM M3ydeHne MHCTPYKIUH 10 OXpaHe Tpyla 1o
BHJIaM paloT.

JloKyMeHTallMOHH
oe  obOecrieyeHHe
JIESITCIIbHOCTH
OpTraHu3aIuu

OCHOBHBIE CBEJICHUS M3 MCTOPUU JEJONPOMU3BOJICTBA U CEKPETAPCKOM CIIy>KOBI
[Tpornecc ympaBneHus NpeANpUATHEM; AETIONPOU3BOICTBO KaK YacTh yIpaBJICHUS.
Jokyment. Cxema opranuzanuu paboTel ¢ JOKyMeHTamMH mpeanpusatus. @opma
OpraHu3auu nenonpousBoAcTBa.  MH(popManmoHHO-10KyMEHTAlUOHHOE
00cIy>KUBaHUE; CIEMUANNUCTHI CiIykO0bl. Opranuzanusi TpyJla B OpraHM3alMOHHO-
yIpaBJeHUYEeCKOW cdepe; yClIoBUS  Tpyha. JlokymeHTanimonHoe u  0e3
JOKYMEHTAIIMOHHOE 00CITy>)KUBaHUE PadOoThl pykoBoauTess. OOIue MOoNI0KEeHUs 110
JOKYMEHTUPOBAHUIO  yIpPaBIeHYECKON NEeSATeNbHOCTH. Y HU(PUIIMPOBAHHBIS
CHCTEMBl JOKyMEHTAallMH. YHU(PHUKAIMA M CTaHIAPTU3ALMUS YIPaBICHUYECKUX
JIOKYMEHTOB. Bunst  mokymentoB;  kiaccudukanusa.  OpraHu3alMoOHHO
pacniopsinutensubie qokymMeHThl (OPJl). FOpuamueckoe 3HaueHHWE JTOKYMEHTOB.
Bunsl OnaHKOB, peKBH3WUTHL, (OpPMYIISIp, OTMETKM Ha JOKyMeHTe.  EnuHbIe
TpeOoBaHUS U MpaBuiia OPOpPMIIEHUS JOKYMEHTOB YIIPAaBJICHUS, YCTAHOBJICHHbIE
roCy/IapCTBEHHBIMU HOPMATHUBHBIMU aKkTaMH — cTaHaapthl. [IpaBuna odopmienus
JIeIOBOrO  MUChbMa. Buapl muceM: mHMcbMa  MPOCHObI,  MHCbMa-OTBETHI;
COMPOBOIUTENIbHBIE, TOTOBOPHBIE U Jp.; OCOOCHHOCTH TeKcTa. MeXIyHapoIHbIe
nucbMa  OCHOBHBIE  TpyHNbl  YIOPaBICHYECKUX (MM OpraHM3allMOHHO—
pacropsAUTENbHBIX) JOKYMEHTOB. TumoBas cxema o(oOpMIIEHHS JIOKYMEHTOB.
OcobenHoctu o(opmIIeHUS BHEIIHUX JOKYMEHTOB M JAp. JloKymMeHTHpoBaHME

OPraHU3alMOHHO—PACTIOPAIUTEIIBHON JIESITETBHOCTH YUPEXKICHUH.
OpranuzanuoHHasi  JIOKyMEHTaLMs: yCTaB, MOJOXEHHE,  HUHCTPYKIUS.
Pacnopsautenbubie JNOKYMEHTBI:  NPHUKa3bl, PpELICHUs, PpPaCIOPSHKCHUS.

JlokyMeHTupOBaHuE NEATEIBHOCTH KOJIETHAIbHBIX OpraHoB. CTpyKTypa 0KIaza,
oTyera; MpoTokoi. MHpopMalmoHHO— CIpaBOYHBIE JTOKYMEHTBI: CIIPABKH, aKThl,
JIOKJIA/IHBIE 3aIUCKU, TeJIerpaMMbl, Teaedakcorpammeal ((akchl), TenedoHorpaMmbl
U 7p. Buasl JOKYMEHTOB: TPyIOBbl€ KOHTPAKTBI; IPUKA3bl O IPUEME, YBOJBHEHHH,
NEPEBOJIC; TPYJAOBbIE KHUKKH, JUUHbIE KapTouku U 1p. OdopmieHue, XpaHeHHE
JIOKYMEHTOB; COOJIOZCHNE KOH(PHUICHIMAIHLHOCTH. BUABI JTUYHBIX TOKYMEHTOB:
3asBJIC€HUE, pe3loMe, aBroouorpadus, pacmucka, JoBepeHHOCTb. CocraBieHue
TEKCTa U o(hopMIIeHHE TOKYMEHTOB. BHEIIHETOProBbIe TOKYMEHTBI; KOMMEpUECcKas
KOPPECHOHJEHIIUSI U KOMMEPYECKHE IUCbMA; KOHTPAKTbI, 3aKa3bl, COIJIAIICHMUS;
oOmienpuHsATeie (OPMBI JOKYMEHTOB, TEKCT, odopmieHue Buasl obOparenuii:
IPEIUIOKEHUS, 3asBieHMs, KaynoObl. Ilopsmok paboThl C JOKyMEHTaMH.
Pernamentupyromuii  1OKyMEHT (TunoBoe monoxenue). OpraHu3alMOHHBIE
MEpONPUITHUS:  JIMYHBIA mnpueM rpaxaad. [Ipuem nucbMEHHBIX OOpalleHuil,
JIOKYMEHTUpOBaHUE oOpaiieHuil. ['pynnbl 1OKyMEHTOB: BXOJSIIME U MCXOJSALINE;
BHyTpeHHUE M  BHemHHE. OpraHn3allMOHHBIE U HOPMAaTHBHO-METOJUYECKHE

JIOKYMEHTBI, HMX HWCIOJb30BaHUE B JICJIOMPOU3BOJICTBE. BuIbI pabotr ¢
JIOKyMEHTaMHu: 00paboTKa MOCTYMAIOIMX M  OTIPABIAEMBIX JTOKyMEHTOB, y4YeT
KOJIMYECTBA JIOKYMEHTOB, perucTpanus M HWHIACKCUPOBAHUE JOKYMEHTOB.

Wudopmanmonno crpaBoynass pabora. [lopsmok BeneHHss M HUCIOJIb30BAaHUS
CIIPaBOYHBIX KapToTeK. MH(pOpMalMOHHO-TIOMCKOBas cUCTeMa uii palboThl C
nokymeHtamu Homenkiatypa Jnen:  MHAMBUAYyalbHAs, CBOJHAs, THUIIOBa,
npuMmepHas. HopMaTuBHBIE JOKyMEHTHI M METOAMYECKHE  MaTepuaibl Ul
cocrapnenus. IlpaBuna Bemenus ngen. Hasnauenwe dopMupoBanus —Jed.
HopmaTtuBubie nokymeHThl.  ['pynnupoBka fen, crenuduka (GopMupoBaHUs
OTJENBHBIX  KaTreropui nen. Bunuel a0KymMeHTOB, (GOpMHpPYEMBIX B JI€JO.
Cucrematuzanusi  gokymMeHTOB. Odopmnenne nen. [lpaBuma xpaHeHus gen B




CTPYKTYpPHBIX  TMOApa3JEICHUIX OPEANPUATAS.  APXUB  TIPEINPHUSATHUS.
OnTuManbpHBIl CPOK  UCHOJIB30BaHUSl JIOKYMEHTOB JAelONnpou3BojacTBe. Cpoku
XpaHeHus Jied. JJOKyMEeHThI TOArOBPEMEHHOTO XpaHeHus. [lopsiok yHHUYTOKeHus
JIOKyMeHTOB nien. OdopmiieHne aen Uis apXUBHOTO XpaHEHMS; MpPUEM, Nepenayda
nen. KondunennuansHas AOKyMeHTHpoBaHHas uHQopmarms. Llens u  ycrmoBust
o0ecrieyeHns COXpaHHOCTH MHpOpManuu Ha mpeanpustuu. OCOOEHHOCTH BEICHUS
JIEJIONIPOU3BO/ICTBA, 00€ecneunBaoIIero y4eT M COXPaHHOCTh JIOKYMEHTOB,
colepKalMX KOMMEpPYECKYr TalHy. OTBETCTBEHHOCTh 3a JOKYMEHTbl CTHIIb
CITY’KeOHBIX TOKyMeHTOB. OdunuansHO-1em0BOM cTrib. OO0mme TpeOoBaHUS K
TEeKCTaM JOKYMEHTOB yIpaBieHHs, (GOpMbl  TEKCTOB AOKyMeHTOB. CrocoObl
JIOKyMeHTUpoBaHUsi OCylIeCTBICHHUE AEJIOBbIX KOHTAKTOB, y4aCTHE B TIOJITOTOBKE U
IIPOBEACHUM [JEelOBBIX Meponpusatuil. IlpueMm mnocerurenei. Odopmnenue
KOMaHAHPOBOK

OpranuzanuoHHas
TEXHHUKA

PabGouee wmecto pgenonmpow3BOAMTENA. JProHOMHUKA W OpraHu3anus TpyJa.
KomneiorepusupoBanHoe pabouee wmecto  AenonpousBoautens. CaHUTapHO-
TUTMEHNYECKHe HOPMATUBBI JJisi paboTHUKOB oduca. Kmaccudukamus cpeacts
OpPraHU3allMOHHON TeXHUKU. McTtopus pa3BUTHUS KOMIIBIOTEPHOM TEXHHKHU.
Knaccupukamms  [I9BM. AmnmnapatHoe u mporpammHoe oOecrneueHune OBM.
OcHoBHble ycTpoiicTBa OBM u mnpuHOHNbBl uX PabOTHL. OO6cnyxuBaHue
KOMITbIOTEpA: MPOBEpKa TUCKOB, JedparMeHTalys ITUCKOB, 3alllUTa OT BUPYCOB,
cpeacTtBa aHanu3a  paboThl KoMmmbloTepa Kitaccudukaums cpeacts CBs3M.
Teneponnas cBsa3p. Tenedonnsie anmapatsl. Munu-ATC. Pannorenedonnas
CBs3b. Bumeorenedonnas cBs3b. lleipkuHTOBast CBs3b. TenmerpadHas — CBS3b.
TeneraiinHas cBs3b. [lelitedhonnas cBs3p. Temekc. dakCUMUIIbHAS  CBSI3b.
Tenekommynukanuu. Komnerorepnas cetb. JlokansHas cetb. Haznauenue JIBC, ux
ocHOBHble THMbI, cocraB. CepBep. Kmmenr. Tomonorus cetun. Mopymnsamnus,
JEeMOAYJsILKsA, KaHal CBSI3U. Mopaem, ero Ha3Hau€eHHME UM  OCHOBHBIE
XapakTepucTUKu. [1obanbHble KoMmblOTepHBIE ceTH. Vctopus Internet. Kanambr
cBaA3u. [Iporokos. HazHaueHue M BO3MOMKHOCTM pa3IMUHBIX CepBUCOB Internet.

OnektpoHHas 1nouta. JlocromHcTBa 9NEeKTpOHHOM  mouThl.  CTpyKTypa
ANIEKTPOHHOTO MHChbMa. Ajpecands B CHUCTEME JJICKTPOHHOW mmouTtel. WWW.
['uneprekcr. @®opmar ccbuik. Kiaccudukanus cpeacTB  TUPaKUPOBAHMS.

[Ipuntepbl. MaTpuunsie npuHTEPHL. CTpyiiHBIE NPUHTEPHI. JIa3epHbIe NPUHTEPHI.
CpenctBa KomupoBaHHs JOKYMEHTOB. CpencrtBa  pa3MHOMKEHHUS JOKYMEHTOB.
I'extorpaduueckas nedats. Tpadapernas nedats. OdceTHas neyatb. Puzorpadsr.
I[OHOJIHI/ITGJIBHBIC cpeacTBa IMOArOTOBKU IOOKYMCHTOB. I[I/IKTO(l)OHHaSI TCXHHKA.
CkaHupymomue ycTpoucTBa.

OCHOBBI
peaaKTUPOBAHUS
JIOKYMEHTOB

BBenenne. 3amaun mpeameTra; €ro ColepaHue. 3HAUeHUE — OpeaMmeTra IS
oiageHus mnpodeccuit. [lonsitTne o mnpakruyeckoil  crunuctuke. OCHOBHbBIE
pazzenbl Teopuu penaktupoBaHus. (OCOOEHHOCTH OCHOBHBIX Pa3lelioB HAyKd O
s3pike.  COBpPEMEHHBIM PYCCKUH JUTEpaTypHBIM s3bIK. (OOIIee TOHATHE O
COBPEMEHHOM PYCCKOM JIUTEPATypHOM si3bike. CTHWJIM  COBPEMEHHOIO PYyCCKOIO
a3bika. Jlekcuka u ¢pazeonorus. Ilaponumsl. [lepudpaszpl. CuHoHHMBL. OMOHUMBI.
Antonumsbl. Ilneonasmel. TaBTosmoruu. CMBICIOBOM M CTHJIMCTUYECKHM OTOOP
JIEKCHYECKUX cpeAcTB. OMMOKHM B AETOBOM CTUIIC, CBSI3aHHBIE C MHOTO3HAYHOCTHIO
cinoBa. ®dpazeonorus B nenoBod peun. OmuOKH, CBA3aHHBIE C YHNOTpeOJIEHUEM
(dbpazeonorunyeckux o0opoToB B aenmoBoil peun. CrernuaibHas JIEKCHKA.
Tepmunonorus. [lonsatne o TepmuHax u TepMmuHOioruu. Cimydyanm  mepexojna
TEPMUHOB B pa3psibl KHIKHBIX CJIOB. TepMUHONIOrUs JIEJIOBOM  peun.
[IpaBonucanue TEPMUHOB, YMOTpPeOIsieMbIX B  JAeloBOM peun. OduimanbHO-
JenoBoil  cruib.  Onpenenenue ounmaneHo-genoBoro cruwid.  Crnenmduka




JIEIIONPOU3BOCTBEHHOTO CTUJIS, YUETHBIX (GOpM J1e10Boil mH(popMaluu. 3ByKOBbIE
JIOKYMEHTBI, Tele(QOHHbIE IEeperoBopbl, pabora ¢ panued M JUKTOPOHOM.
OcHoBHble npaBuiIa mnpousHomeHus (opdosmnus). TekcT ciry:keOHOro JOKyMEHTa.
Bunel TekcToB X CTHIIEBBIE 0COOCHHOCTH. [IpoOnembl  yHU(UKAIMKU TEKCTOB.
CrpaBouHble U3JaHMUS 10 PYCCKOMY SI3bIKY M IPAaKTHUECKON CTUIIMCTHKE.
OCHOBHBIE CBEJICHUSI O COBPEMEHHBIX cioBapsax. OCHOBHbIE NPaBUJIa MOJIb30BAHUS
CIIPABOYHBIMU U3JIaHUSAMMU 110 PYCCKOMY SA3BIKY U IIPAKTUYECKON CTUIIMCTHUKE.
Tpyassle ciydyan npaBomMcaHusA. TpyaHble Cly4ad IPaBOIMCAHHSA TJIACHBIX B
kopHe.  [IpaBommcanme  NpUCTaBOK. [IpaBonncanne  CIOXKHBIX U
CII0KHOCOKpAIEHHBIX ciIoB. IIpaBonucanue » U b B cinoBax. [IpaBonucanue H 1 HH
BO BCEX  YaCTAX pedd. YToTpebiieHHe NpONUCHBIX OykB. YmorpeOieHue
NPONMHMCHBIX OYKB B Ha3BaHWSIX OpraHu3alui, YUpPEeKICHUH,  NPeANpHUITUH,
MHOCTPAaHHBIX (GUPM. YTOTpeOJIeHHE MPOMUCHBIX OYKB B CIIOKHOCOKPALIEHHBIX
cioBax U abOpesumarypax. [IpaBuna mnepeHoca cioB. IlepeHoc cioB mo cioram.
Cnyyaun OTCTYyIUIEHHS OT cJIO0roBoro npuHuumna. Mms cymecrsurensHoe. TpyaHbie
cilydau ynotpebiaeHus GopM UMEH CylecTBUTENbHbIX. CTUIMCTUYECKOE 3HAUEHHE
KAaTeropuy OAYIIEBIEHHOCTH — HEOJAYUIECBIEHHOCTU. TpyaHbIE Cilydau HAIMCAHMS
UMEH cyuecTBUTENbHbIX. MMs mpunararensHoe. OcoOeHHOCTH 00pa30BaHUS U
ynotpebinenuss (GopMm cTeneHel cpaBHEHUS npuiarateiabHbiXx. Omubku B
0o0pa3oBaHMM W YHOTPEOJIEHMH  TPOCTBIX U CIOXKHBIX CTENEHEH CpaBHEHUS.
TpynHsle ciydau ynotpebinenus ¢GopM HMEH IpuiIaraTenbHbIX. MMd
yucauTeNnbHoe. TpyaHble ciay4yau ynoTpeOjieHuss UMEH uuciauTenbHbIX. [IpaBuna
NPaBOMMCAHUS YUCIUTENBHBIX. Mectoumenue. Paspsabl mecroumenuit. Ommoky,
BO3HUKAIOILINE DY  OTHECEHHWU JIMYHOTO MECTOMMEHHsS K HECKOJIbKUM
MPEIIIECTBYIOIUM €My CYIIeCTBUTENbHBIM. (OcoOeHHOCTH ynoTpeOaeHust
NPUTSDKATENIBHBIX M BO3BPATHBIX MeCTOMMeHHMH.  OmuMOKH, CBA3aHHBIE C UX
ynotpebnenreM. OmuOKH, CBA3aHHBIE C YNOTPEOJCHHEM MECTOUMEHHS «OTOM.
I'maron. Tpynusle cinyyau ynorpeOienus Gpopm riaronga. @opMbl COBEPIIEHHOTO
BUJA Tjarojla ¢ NPUCTaBKOM «3a» (THIA «3aBU3MPOBATH») B  JIEJIOBOM peyH.
Kareropust neiicTBUTENBHOIO M CTpajaTeabHOro 3anoroB. Ciyyau OmIHMOOYHOTO
yHOTpeOIeHHsT BO3BPATHBIX TJIArOJIOB CO CTpaJaTelbHBIM 3HaueHueM. [IpudacTue.
CunonnMuueckne (opmMbl TpUYacTUid (apxaWdeckas W cCoBpeMeHHas). Hx
ynotpeOJeHre B JIUTEPaTypHOM si3bIKe. TpyaHbIE Cay4yau HalMCaHUS MPUYACTUH.
Tpynusle ciaydan ynorpebienust popm aeenpuyactuil. OmMOKN B J€I0BOM CTHIIE,
CBsi3aHHBIE C ynoTpeOieHueMm paeenpuyactuil. Hapeuwme. Paspsasl  Hapeumit 1o
Ha3HAUCHHIO. YTOTpeOJIeHNe CIIOXKHBIX CTENEHeH CpaBHEHHS B JIEJIOBOM CTHIIE.
[Tpensoru. Ilpeanoru,  pacnpocTpaHEHHbIE B HEUTpalbHOM M  OQUIMAILHO-
JenoBoM ctwie. TpyaHsle ciiydanm HanucaHus npeniaoros. Hoeele mpemioru tuma
«B nene», «Ilo nuuum». Coro3bl M yacTulpl. TpyaHbIe cilydad YNoTpeOsIeHus
COI30B M yactul. [maBHple uneHsl mnpemiokeHusa. CornacoBaHHbIE U
HecoryacoBaHHble omnpeaeneHus. OmMOKU TpU COTJIACOBAaHUM  ONPEIEIICHUN C
CyLIECTBUTENBHBIMU. OCHOBHBIE BapHaHTHI COIVIACOBAaHUS CKa3yeMoro ¢
MOJJIEKAIIUM B TEKCTaX JOKYMEHTOB. Cka3yeMoe MpH MOUIEKAIIEM, BBIPAKEHHOM
COUYETAHMEM CYILECTBUTEIBHOIO C KOJMYECTBEHHBIM YHUCIUTENbHBIM. CKazyemoe
IIPU TOJJIEXKAIEM CO CJIOBaMH Tuma: «bosbmuHCTBOY», «MHOro», «bosee» u T.1.
Vnpasnenue. OnHococTaBHOE HpeyiokeHne. OTHOPOAHbIE WIEHBI MPEII0KEHUS.
CnoxHple CHHTAKCHMYECKHE KOHCTPYKIIMH. IIpsmass © KOCBEHHas pedsb.
IIpenBapuTenpbHOE YTEHHE TEKCTa, NMpoBepKa (aKTHUECKOro Marepuana. Buabl
IIpaBKM TeKCTa. TeXHHKa NPABKH TEKCTA.




Oprasu3anmoHHO-NeJarornyecKkme yCcJOBUs peaju3alu NporpaMmbi:
MarepuaibHO-TEXHH4YECKOE o0ecniedeHre 00pa3oBaTeIbHOIO Npouecca.
Peanuzamus Ilporpammel obecrieunBaeTCsi  HAJIUYUEM MaTepuaIbHO-TEXHUYECKON 0a3bl,
CIOCOOCTBYIOIIECH MPOBEJACHUIO BCEX BUIOB 3aHATHHA, MPAKTUKHU, PETyCMOTPEHHON YUCOHBIM TIAHOM.
CocTosiHMEe MaTepUaIbHO— TEXHHUYECKOM ©0a3bl COOTBETCTBYET JEHUCTBYIOIIMM CAHUTApHBIM U
MPOTUBOIIOXKAPHBIM HOPMaM.

JlabopaTopum: Ne ka0.
JlaGopaTopust ”HPOPMAIIMOHHBIX TEXHOJIOTHIA B PO(dheCcCHOHATBLHOMN +
JIESITEIbBHOCTH

3anabl:

OubsmoTeKa, YNTANBHBIN 3aJ1 ¢ BBIXOJOM B ceTh MHTEpHET; +
aKTOBBIN 3aJl. +

Kanposoe o0ecnieuenue 00pa3oBaTeIbHOIO Mmpoiecca.

TpeboBanus K KBadUUKAIMK T€JArOTHYECKUX KaJapoB, OOECIEeYMBAOIIMX OOyYEeHHE IO
[Iporpamme: mpemnogaBaTens AOHKEH HMMETh BBICIIEE OOpa3oBaHWE WM cpeaHee MpodeccroHambHOe
o0pa3oBaHHE U OMbBIT MPAKTUYECKOW pabOThl HE MEHee 2-X JIeT MO COOTBETCTBYIOIIEMY MPO(UITIo
MIPENOIaBaACMON TUCLIUILINHEI .

OrneHOYHBIE MaTepUATBl IPOMEKYTOUYHOM aTTECTAIIMU MTPEICTABICHBI B PA00OUMX MPOTrpaMMax.

Hrorosas arrectanusi mpoxoauT B popMe KBATH(PUKAIMOHHOTO dK3aMEeHa, KOTOPBIM BKIIOYAET B
ce0sl TPAKTHUYECKYI0 KBATU(PHUKAIMOHHYIO PA0OTy W TPOBEPKY TEOPETHUSCKHX 3HAHWHA B TIpeieiax
KBATM(UKAIMOHHBIX TpeboBaHuii mo mnpodeccun 21299 lenonmpousBoautenb. K mpoBeneHHIO
KBJIM(UKAIIMOHHOTO 3K3aMeHa MPUBJIEKAIOTCS PEICTaBUTeNN paboToaaresneil, ux 00beIMHEHU.



YTBEPXKAEHO
[Tpuxa3zom nupexTopa

YUYEBHbBIU IIJIAH
OCHOBHOM nMporpamMmsl NpogeccuoHAJIbLHOr0 00y4eHHsi — MPOrpaMMbl
npodeccuoHaILHON MOATOTOBKH

o npogeccuu 21299 /leronponzBoauresib

Cpoxku
oOydeHus
No Kypcsi, npeameTsr (Mecsen) dopmbl
n/m ) arTecTanuu
36 yacoB B
HEZEII0

1. Teopemuueckoe 0b6yuenue no npogheccuu
1.1. |9xoHOMHYECKHIl KypC
1.1.1. |OCHOBBI 5KOHOMHMKHN OpPraHU3ALNH 4 13
1.2. |Texnuueckuii (001IeTeXHUYECKHI U

0TpacJeBoii) Kypc
1.2.1. |/[enoBas kynbTypa 4 13
1.2.2. |Oxpana Tpyna 6 13
1.3. |CneumajabHbIi KypC
1.3.1 |/loxymeHTanimoHHOE 0OecreueHne 40 I3

JeSTeIbHOCTH OpraHu3aluu
1.3.2. |Opranu3anioHHas TEXHUKA 10 13
1.3.3. |OcHOBBI peAaKTUPOBAHUS JOKYMEHTOB 20 13
2. Ilpakmuueckoe ooyuenue
2.1.  |YuebHas mpaKTHKa 124
2.2.  |Ilpon3BOACTBEHHAs MPAKTHKA 64

KouncyabTanumn 8

Keanugurkayuonnwiii 7x3amen 8

Hroro: 288




Kanennapusrii yaeOHbIi rpaduk
JnutensHOCTh 00ydeHus 2 mecsua — 288 yacos

Henens Kypcel, npeamersl
o0OydeHus

Bcero yacos

Teopemuueckoe 0o6yuenue no npogheccuu

IKOHOMHYECKHUIT KypC

1 OCHOBBI 5KOHOMHUKH OpraHu3aIuu 4

Texun4yeckuii (00MIeTEXHNYECKUI U
0TpacjeBoil) Kypc

1 HenoBas KynbTypa 4
1 OxpaHa Tpyaa 6
CrneunajbHbIH Kypc
1-2 JloKyMeHTaIlMoOHHOE oOecreueHne 40
JEeSITeIbBHOCTH OpraHu3aluu
2 OpranuzanroHHasi TEXHUKA 10
2-3 OCHOBBI pETAKTUPOBAHUS JOKYMEHTOB 20
Ilpakmuueckoe o0yuenue
3-6 Y4eOHast MpaKTHKa 124
6-7 [Ipou3BoaCTBEHHAs MPAKTHUKA 64
8 Koncyabranun 8

8 Keanugukayuonnstii 7x3amen 8




OCHOBHASA NTPOI'PAMMA IMTPO®ECCHUHOHAJIBHOI'O
OBYYEHUA

MMPOT'PAMMA MMTPO®ECCUOHAJIBHOM MOATOTOBKH IO
MMPO®ECCHUMU 21299 «IEJIOITPOU3BOAUTEJIb»

PABOYASA ITPOI'PAMMA
«AEJTOBASA KYJIBTYPA»



COJIEP’KAHUE

1. TIOACHUTEJIbHAA 3ATIMCKA
2. YYEBHO-TEMATUYECKWH IIJIAH U COOEPXXAHME
YYEBHOI'O MATEPHUAJIA

3. MATEPHUAJIbBHO-TEXHUYECKOE 1 UTHO®OPMAILITMOHHOE
OBECIIEYEHUME, HEOBXOAMMOE JJIs1 OCBOEHUA
PABOYEN [TPOI'PAMMBI

4. OHEHOYHBIE MATEPHAJIbI



HOACHUTEJIBHAS 3ATINCKA

Heap peasm3zauuu nporpaMmbl M MJIAHUPYeMble pe3yJIbTaThl 00y4eHust

Pabouast mporpamma «/{enoeas Kynemypa» SBISETCS YaCTbIO OCHOBHOM IPOrpaMMBI
npodecCHOHATIBHOr0 00yUeHHs MO0 MPO(ecCHOHATBHON MOATOTOBKE
«/Jlenonpon3BoIUTEbY.

B pesynbrare 0cBOE€HUS IHCLUIUIMHBI CIYIIATENb JOJKEH
yMeTh:

— co0moaath npasuia Npo(ecCUOHaNbHON 3THKY,

— TPUMEHSTbH PAa3JIMYHbIC CPECTBA, TEXHUKH U MPUEMBbI 3PPEKTUBHOTO OOIICHHS B
npogeccuoHanbHOM e TeIbHOCTH;

— WCTOJB30BATh MPUEMBI CAMOPETYJISINH IMOBEICHHS B TIPOIIECCE  MEXIIMIHOCTHOTO
OOIIICHHS;

— OIpeAensTh TAKTUKY MOBEIEHUS B KOH(DIUKTHBIX CUTYaIUsIX, BOHUKAIONIUX B
poeCCUOHATIBHOM JIeATEITLHOCTH,

— co0mroath TpeOOBaHMS K KYJIBTypE PEYH U 3JIEMEHTBI PEYCBOTO ATHKETA.

3HATD:

— IICHUXOJIOTHYECKHE OCHOBBI O6HI€HI/I$I, HOPMEI U IIpaBuJia NOBCACHUA, STUKY
Ipo¢eCCUOHATIBHBIX OTHOILIEHUH, METO/BI U CPEJCTBA JEI0BOI0 OOILEHMS.
Ha peanuzamnuto Paboueit mporpammsl oTBoguTCS 4 daca.
3aBepiuaeTcsa oOyueHHe Mo yueOHoi JUCLUIUINHE IPOBEIECHHEM
nu¢depeHIPOBAHHOTO 3a4ETa.



YUEBHO-TEMATUYECKHWM ILJIAH U COJAEP)KAHUE
aucuuminabl «IEJIOBAS KYJIBTYPA»

HanMmenosanue tem

Conepxanue

O0mmit
00LEM
4acoB

B TOM YHUCJIC

Jlekum
H’
qgac.

IIpakTH4yeck
ue, yac.

Camocr.
padora,
yac.

ATTecTanus,
yac.

[Ipodeccronanphas sTHKa

DTtuueckas KyJabTypa. Mopaib, 3THKA,
HPaBCTBEHHOCTh. OCHOBHBIE KaTErOpHUH
STHUKHU. ITonsTe

JTHKETA.
[Mpodeccrnonanpuas

stuka. lIpodeccuonanpHble MOpalbHBIE
HOPMBI: BEXIUBOCTb, KOPPEKTHOCTD,

TaKT, YyBCTBO
MEpBHI.

1

BepOanbHoe 1 HeBepOaIbHOE
oO1ieHue

[Tonsitue obmenus. JlemoBoe oOmieHuUE.
Kynberypa OOIIICHHMS. [Tonsitue
BepOaIbHOTO " HEeBepOAITLHOTO
obmenus. OOpartHas CBsi3b.  THITBI
BOIIPOCOB.  OCOOCHHOCTH  PEUYEBOTO
ITHKETA B po(heCCHOHATLHOM
oOmmennn. Buasl HeBepOATbHBIX CPEICTB
oO01IeHus. Texauku oO01IeHus.
[lonuMaHue U BOCHpUSATHE B IPOLECCE
oO0LIeHus

[IposiBnenune

WH/IUBUY ATBHBIX
0COOEHHOCTEN JTUYHOCTH B
poeCCUOHATIBHOM
00LIEeHNH

TemnepamenT u ero tumnbl. lloHsTHE
YyBCTBa u SMOLIUH. [Ipuémer
camoperyisinuu. Kongmukr. Crparerun
MOBEJCHUS B KOH(DJIMKTHOW CUTYaIUH.
Kynerypa npeobpazoBaHus u
paspernieHus: KOH(INKTOB.




JAudpdepeHunpoBaHHbIH
3a4€T

UTOIroO




MATEPUAJBHO-TEXHUYECKOE U THOOPMALIMOHHOE
OBECIIEYEHUE, HEOBXOJIUMOE JJ1 OCBOEHHUS PABOYEN

IMPOI'PAMMBbI

MartepuajbHO-TEXHHYECKOE o0ecrieueHne
[Iporpamma npeamnosaraetT HaIuyue yueOHoOro kabuHera. 000pyA0BaHHOTO:
— T0CaJOYHBIMU MECTaMU 110 KOJIUYECTBY CIyIIaTeNeH;
— paboYuM MECTOM IpEINoaBaTelis;
— KOMIIBIOTEpaMU;
— UWHTEpPaKTUBHOMU JTOCKOM U MYJIbTUMEIUIHBIM KOMILIEKCOM C

JIMICH3NOHHBIM IPOIpaMMHBIM O6GCH€‘-IGHI/ICM;

KOMILIEKCOM YYEOHO-METOIMUECKON TOKYMEHTAITHH.

HNudopmanuonHoe odbecrneueHue 00ydeHus
OcHosHble uCmOYHUKU, 3AKOHOOAmeNbHbIE U HOPMAMUGHbIE OOKYMEHMbl,
INIeKMPOHHBLE PeCypChl
OcHosHble UCMOYHUKU

1. Ilenamosa I''M., JlenoBas KynbTypa M IICHXOJIOTUs o0OIeHus: Y4eOHoe mocooue. — M.:
«Axagemus», 2021 - 175c.

2. JlenoBoe obmmenne [DNeKTpoHHEIH pecypc]: Yuebnoe mocodue / ABT.-coct. U. H.
Ky3nenos. - 5-e u3a. - M.: lamkos u K, 2022

JlononnumenvHvle UCMOUHUKU

1. Jo6posuu A. Cuctemartrka obmenus / B xu.: [lcuxonorus BausHus: XpecTOMaTHS. —
CII6., 2019.

2. 3epesa E.H. OcuoBbl KynbTypbl peun: Teopernueckuii kypc. — M.: Hsn. Lentp
EAOMN, 2019.

3. Kasapuesa O.M. Kynerypa pedesoro odmenus. — M., 2019.

4. OCHOBBI KyIbTYphI MPO()ECCHOHATBHOIO OOIIEHUS: YUYEOHUK IS CTYJ. yIpPEXkKICHHN
Hay. rpod. obpazosanus / I'. M. IllenamoBa. — 2-e u3n., crep.
— M.: U3natenbckuii neHtp «Axagemus», 2020. — 160 c.



OIEHOYHBIE MATEPHAJIBI

ITepedyens BonpocoB k TudGepeHIIIPOBAHHOMY 3a4eTy IO
«/JlemoBast KyapTypa»

1. Packpoiite nonsTie 3THKA.

2. Packpoiite nonsTue npo)ecCHOHAIbHAS ITHKA.

3. Omnumure npaBuIa A€I0BOrO OOIEHHS.
4. O6ocnyiite BeIpaxeHue: «Mopaib BBICTYNAET KAK PETYJIATOP JEIOBBIX OTHOLIEHHH ¢
JIPYTHMH JFOIBME.

Packpotiite nousitue obmenue. [IpaBuna oOuieHusI.

Ha3zoBuTe CTpyKTYpHBIC KOMIIOHEHTHI OOIICHHUSI.

Onunmmure MOBCACHUYCCKUC XaPAKTCPUCTUKN CAHI'BUHHKA.

XN

Onuuure MOBEACHYCCKUC XaPaKTCPUCTHKHU (bJ'ICFMaTI/IKa.

9. Onummre noBegEHYECKUE XapAKTEPUCTUKHU Xosepuka. 10.0nummre
MOBEJICHUECKUE XapaKTEPUCTUKU MeTaHxomuka. 11.00bsacHuTe
pasnuuus AeI0BOM Oecepl OT pyskeckoi. 12.Packpoiite yciaoBus
JIEJIOBOTO KOHTAKTA.

13. Pacckaxute 0 HeBepOAIbHOM OOIICHHH.

14. O6bscuuTe, YeM BepOabHOE 0OILICHHE OTIHYACTCS OT HeBepOaTbHOTO.
15.00BsicHUTE yMEHHUE CITyIIATh.

16.Pacckaxute 0 1e10BOM Teae(h)OHHOM AUAIIOTE.

17.Packpoiite moHATHE KOH(IUKT.

18.PacckaxuTe 0 cTpaTeruu MoBeICHUs «00pb0ay.

19.Pacckaxute 0 CTpaTeruu MOBEACHUS «YXOI».

20.PacckaxuTe 0 cTpaTernu MOBEACHUS ITPUCTIOCOOTICHHUEY.
21.PacckaxuTe O CTpaTeruy MOBEACHUS «KOMIIPOMHCC.

22.PacckaxuTe 0 CTpaTEruu MOBEICHUS «COTPYIHUYECTBOY.
23.Pacckaxute 00 3(pPexTUBHBIX crioco0ax pa3perieHns KOH(IKTA.
24.Ha3zoBuTe cTpareruu moBeAeHUs B KOHPIUKTHOW CUTYaITUH.
25.Ha30BuTe THIIbI BOIIPOCOB.

26. O0BACHUTE PA3HHUILY MEXTY OTKPBITHIM U 3aKPHITBIM THIIAMU BOIIPOCOB.
27 IlpuBenure nmpuMep aIbTEPHATUBHOIO THIIA BOIIPOCA.






OCHOBHAA ITPOI'PAMMA IMTPOPECCHUOHAJIBHOI'O OBYYEHUA

MPOI'PAMMA IMMTPO®ECCHUOHAJIBHOM MMOArOTOBKH IO
IMPO®ECCHUH 21299 «IEJOITPOU3BOJAUTEJIb»

PABOYAS ITPOT'PAMMA
«OXPAHA TPYIA»



COJEP’)KAHUE

1. TIOACHUTEJIbHAA 3ATIMCKA
2. YYEBHO-TEMATUYECKUM IVIAH U COEPXXAHME
YYEBHOI'O MATEPHUAJIA

3. MATEPHUAJIBHO-TEXHUYECKOE N HNHOOPMAIIMOHHOE
OBECIIEYEHHE, HEOBXO/JUMOE JUIA OCBOEHUA
PABOYEN [TPOI'PAMMBI

4. OHEHOYHBIE MATEPHAJIbI



MNOACHUTEJIBHAS 3AIIMCKA

Heap peasm3zauuu nporpaMmbl M MJIAHUPYeMble pe3yJIbTaThl 00y4eHust

Pabouas mnporpamma «Oxpana mpyoa» SBIFETCS YacTbl0 OCHOBHOM IPOTPaMMBbI
npodecCHOHATIBHOr0 00yUeHHs MO0 MPO(ecCHOHATBHON MOATOTOBKE
«/lemonponsBoanTeNnby, pa3pabOoTaHHON Ha OCHOBE:

— Ilepeunss mpodeccuit pabounx, MOIDKHOCTEH CIyKalllUX, MO KOTOPHIM OCYIIECTBIISETCS

npodeccuoHanbHOe 00ydeHHE, YTBEPKACHHOTO MPUKa3oM MHHHCTEpCTBA mpocBelieHus: PO
ot 14.07.2023 r. N 534,

— TpeboBaHMii, yKa3aHHbIX B KBanH(PUKAIIMOHHOM CIPAaBOYHHMKE JOKHOCTEH PYyKOBOIUTENEH,
CHEIMAIMCTOB U JPYIHX CiyXamux 4-¢ u3ganue (yTBEp:KAEH MOCTaHOBIEHHEM MUHTpyna
P® ot 21 aBrycra 1998 r. Ne 37 ¢ uzmenenusimu ot 27 maprta 2018 r.)

— @enepasibHoro 3akoHa ot 29.12.2012 N 273-@3 «O6 obpazoBanuun B Poccuiickoit
Denepanun»,
B PE3YIbTATC OCBOCHUA AHUCHUINIMHBI CJIYIIATC/Ib JOJIKCH

yMeTh:
— BBINOJHATH TPeOOBAHUS OXPaHbI TPYA;

— BBISBJISITH ONACHBIE M BPEIHBIC IMPOW3BOJICTBEHHBIE (AKTOPHI M COOTBETCTBYIOIIHE MM
PHUCKHU, CBsI3aHHBIC C MMpOoNuJIbIMH, HACTOAIINUMHN 1501050 IJIAaHUPYEMbBIMHU BUIaMun
poeCCHOHAIBHON e TEIHHOCTH;

— HCIIOJB30BAaThb CpCACTBA KOJJICKTHBHON H I/IHI[I/IBI/I)lyaJ'H)HOI\/'I 3alllUTBl B COOTBETCTBHHU C

XapaKTepOM BBIMOIHAEMON POPECCHOHATBHOM eI TETLHOCTH;

- BLIpaGaTLIBaTB U KOHTPOJHMPOBATH HABBIKH, HeO6XOI[I/IMBIC I JOCTUXKCHUA Tpe6yeM0ro
YpOBHS 6€30MaCHOCTH TPY/a;
3HATH:

— TIpaBWJa OpraHU3alyu Tpyaa U pabouero Mecra;
— CHCTEMBbI YIIPaBJICHUsI OXPaHO! TpyAa B OpraHU3aIuy;

— 3aKOHbl W WHbIE HOPMATUBHBIC IIPABOBBIC aKTBI, COZCp)KAIUE TIOCYIapCTBEHHBIE
HOpMAaTHUBHBIE TPeOOBAaHUS OXpaHbl TPYAd, PACHPOCTPAHAIOIIUNECS Ha JEATEIbHOCTb
OpraHu3aluy;

— 00s13aHHOCTH PAaOOTHUKOB B 00JIaCTH OXPaHBI TPY/A;

- (baKTI/I‘-IeCKI/Ie Wi HNOTCHLIHUAJIBHBIC IIOCICACTBUA coOCTBEHHOM ACATCIIbHOCTH (I/IHI/I
0e3/1elicTBYA) U UX BIMSHUE Ha ypOBEHb 0€30MaCHOCTHU TPYAQ;



— BO3MOXHBIC IIOCICACTBUA HGCO6JIIOI[CHI/I$I TEXHOJIOTHUYCCKUX mponeccoB u

ITPOU3BOJCTBEHHBIX HHCTPYKIIH;
— IOPSIOK U MEPUOANYHOCTb HHCTPYKTUPOBAHMS;

— TOpPSAAOK XPAHEHUS U UCIOJIb30BaHUS CPEIACTB KOJUIEKTUBHOM Y MHIUBUAYAIbHON 3alIUTHI.

B cootBercTBUM ¢ TpeOOBaHUAMH, yKa3aHHBIMH B KBaqu(uUKanMOHHOM CIIPaBOYHUKE
JOJDKHOCTEN pYyKOBOJIWTENEH, CHELUAINCTOB M JPYTUX cioyKamux 4- € usganue (yTBEpXKACH
nocraHoBieHneM Muntpyzna P® or 21 asrycra 1998 r. Ne 37 ¢ usmenenusmu ot 27 mapra 2018
I.), Crywamensb OO0NdCeH 3HAmMb TPaBUIa U HOPMbI OXpaHbl TPyAd, TEXHUKH O€30MacHOCTH,
IIPOU3BOJCTBEHHON CaHUTAPUU U IPOTUBOIIOKAPHOM 3aILUTHI.

Ha peanu3zanuto Paboueit mporpaMmmbl 0TBOANUTCS 6 4acoB.

3aBepiiaeTcad oOydeHHe MO y4eOHON AMCLUIUIMHE MpoBeaeHHeM auddepeHnnpoBaHHOIO
3auéra.



YYEBHO-TEMATHYECKHH IJTAH 1 COJAEP)KAHUE

«OXPAHA TPYJA»

Ne HauMeHOBaHNE TEM OO0mmit B ToM unciae| Camocrt. ATTecTamus,
n/n 00b€M 4YacoB padora, qac.
Jlek | IlpakTm gac.
1 yec
u, KHe,
ya yac.
c.
1. | OcHOBHBIE TIOJIOKEHUS TPYAOBOTO TpaBa B Poccuiickoii deneparumn 1 1
2. | Opranuzamus paboThI 110 OXpaHe TPy/a Ha IPeIPUATUH 1 1
3. | OcHOBHBIC BpE/IHBIC U OMACHBIC TPOU3BOICTBEHHBIC PAKTOPBI, UX 1 1
BIIMSIHUE HA 3I0POBBE PabOTAIONINX
4. | OcHOBHBIC TOHITHS 00 OMTACHOCTH JIEKTPUUECKOTO ToKa. OCHOBHBIC 1 1
MOHSTHSA O TIOXKAPHOUM 0€30MaCHOCTH U MOPSIIOK AEHCTBHSI paOOTHUKOB
MIpH TIOXkKape
5. | Iopsaok pacciieqoBaHHsI HECYACTHBIX CITy4aeB Ha MPOU3BOJICTBE. 1 1
[Tpuembl okazaHus epBOM T0BpaueOHON MEAUIIMHCKON TOMOIIIH
6. | V3yueHne MHCTPYKIMH TI0 OXpaHe TPy/a 10 BUAaM paboT. 1 1
Ju¢depeHupoBaHHBIN 3a4ET
UTOI'O 6 5 1




COJAEP/KAHUE

Tema 1
OcHOBHBIE M0JI0KEHUS 3aKOHOAATEJIHCTBA TPYA0BOro npasa B Poccuiickoii
®enepanuu. [IpaBuiia BHyTpeHHEro TPpyA0BOro pacnopsiika
HA NMpeINnpusaATHAX
O3HakoMJIEHHE C TIPaBHJIAMU BHYTPEHHEIrO TPyJIOBOro pacropsiaka. OOsS3aHHOCTH U IMpaBa
pabOTHHUKOB, TIpaBWJIa TMpPHEMa W YBOJbHEHHs. 3aKOHOAATEIbHOE pPETYIHpPOBaHHE pPadouero
BPEMCHHM M BPEMEHHU OTJbIXa Pa3IMYHBIX KaTeropuii paboTHHKOB. OOs3aHHOCTH paboTomarens
Mo OOEeCMeYeHUI0 OXpaHbl TpyAa Ha TMpeanpuaTur. Buapl Haka3aHWUW 3a JOMYIICHHBIC
HapylIeHus B paboTe W IMOOMIPEHUH 3a JOOPOCOBECTHBIM Tpya. JIBrOThI W KOMIIEHCAIIUU 32
BBIIIOJIHCHUC TSXKCIIBIX pa60T n pa60T C Bp@)]HBIMI/I 1 OIIaCHbIMH YCHOBI/IHMI/I pr;]&.
[TomHOMOYMST TPYAOBBIX KOJUICKTHBOB, MX IPEICTABUTEIIBHBIX OPraHOB M OOIIECTBEHHBIX
OpraHu3aliii B yCTAaHOBJICHUM COLIMATIBHO-TPYIOBBIX OTHOIIICHHH, PEIICHUE TPYAOBBIX CIIOPOB.
Konnektusnblii 1orosop. ConuanbHOE CTPaxOBaHHUE.

Tema 2
Oprannsanus padoThl 10 OXpaHe TPyAa HA NPeANPHATHH
OOue NpUHLMIIBI OpraHU3alMd paboThHl MO OXpaHe Tpyna Ha mnpennpusatuu. Ciyxoa
OXpaHbl Tpyjaa, ee QYHKIMH U OCHOBHbIE 3ajaud. [IpoBeneHne oOyuyeHHsS W MHCTpyKTaxa IO
OXpaHe TpyZJa Ha MPEANPUATHH.

Tema 3
OcHoOBHbBIE Bpe/IHbIE U ONAacCHbIe MPOU3BOACTBEHHbIE (PaKTOPBI, UX BJIUSIHHE HA 310POBbE
padoTaromux. 'uruena Tpyaa u npou3BoJACTBEHHAS CAHUTAPHUS.
Ha3nauyeHnue ¥ MOpsi/I0K NpPeABAPUTENBHBIX M MPOPUIAKTHYECKHX MeTHIIHTHCKHX
OCMOTPOB pa0OTHHKOB

[lonsitue 00 ycinoBUSIX TpyZJa, ONAcHble U BpEAHbIE IPOU3BOJACTBEHHBIE (DAKTOPHI, HX
KJaccu(uKaus W BIUSHHE HAa OpPraHu3M 4YejoBeka. [IpHHLIMIBI HOPMUPOBAHHS HapaMeTpPOB
BPEIHBIX TPOM3BOJCTBEHHBIX (PAKTOPOB, OpPraHU3aIMs MPOU3BOJICTBEHHOTO KOHTPOJS 32
YPOBHEM BpPEIHBIX IMPOU3BOJACTBEHHBIX (AKTOPOB. ATTecTanusi pabo4YMx MECT IO YCIOBUSAM
Tpyaa. OCHOBHBIE TOJIO)KEHHUSI MPOU3BOJICTBEHHON caHMTapuu. Ha3zHaueHwe W opraHu3aius
NpeIBapUTENbHBIX M TMEPUOJANYECKUX METUIMHCKUX OCMOTPOB paboTHHKOB. Ilopsmok
obecriedeHrsi pabOTHUKOB CHEIMAIBHON OJSKIOW, CHEUHMANbHOW OO0YBBIO M JIPYTHMHU
CpeACTBaMU MHIUBHUyaJIbHON 3aIIUTHI.



Tema 4
OcHOBHBIE OHATHS 00 ONMACHOCTH IJIEKTPUIECKOT0 TOKa. OCHOBHbIE OHATHS 0
MOKapPHOM 0€30MaCHOCTHU U NMOPAIOK JAeicTBUSI pA00THUKOB MPHU MoKape
[Tonsitue amekTpobe3onacHOCTH. [IeHCTBHE AIIEKTPUUECKOTO0 TOKAa M DJIEKTPUUYECKUX TOJIeH
HAa OpraHW3M YeNoBeKa. THUMHYHBIE CIlydad MOPAKEHUS] YeNOBEKa HJIEKTPUUECKUM TOKOM.
TexHuueckue W OpraHU3aAIMOHHBICE MEPONPUSITHS MO OOECHEYEHHUIO 3JIEKTPOOE30MacCHOCTH.
WnauBuayanbHble CpeACcTBAa 3allMThl Npu  paboTe B  3JIEKTpOyCcTaHOBKax. [IpuyuHbI
BO3HUKHOBEHHUs1 MoxapoB. OCHOBHbIE Topaxaromue (akTopsl Mpu moxkape. Mepsl
MPEAYNPEXRACHUS NOKAPOB. [IOpsIOK XpaHEHUs IOXKAapOONACHBIX BEIIECTB M MaTEPHAIOB.
OOecnieueHre MOMEIICHUH CPEICTBAMH TOXXApOTyIIeHus. JIeWcTBUS JODKHOCTHBIX JIMI[ U
pa60THI/IKOB NpeaAnpuiaATyUAa 1O JUKBUAALOWU I10Kapa U €ro HOCJ'ICI[CTBI/If/'I. IImannl JJUKBHU AU 1
NpEeAyNpEeXRACHUS I10XKapoB, IUIAaHBl JBaKyalMd Ipu moxapax. IIpaBuwia nosb3oBaHUsA

NEPBUYHBIMHA CPCACTBAMH MOKAPOTYIICHHA, MECTA UX PACITOJIOKCHUS.

Tema S Ilopsaaok pacc/ie10BaHUs HECYACTHBIX CJIy4aeB HA MPOU3BOJACTBE.

IIpuembl oka3zaHusi NepBO JTOBpauyeOHON MeauLIMHCKOM mnomouin [loHsTHe HecuacTHOro
cilydast Ha mpousBoJcTBe. [lopanok paccienoBanusi, 0pOpMIIEHUS U ydeTa HECUACTHBIX CIy4aeB
Ha mnpousBojcTee. Ilonstue mnpodeccuonansHoro 3abonesanus. I[lopsmok paccienoBaHus
npodeccuoHanpHBIX  3a0oneBaHui. Oka3aHue TEpBOM  MEOUIMHCKOW  IOMOLIM  MpHU
3JIEKTPOTpaBMax, 0OMOPOKEHHSAX, 0KOTaX, KPOBOTEUECHHUAX, OOMOPOUHBIX COCTOSHUSX U JPYTUX
MOopaXeHUsIX opranu3ma. OCHOBHBIE CHOCOOBI TNPOBEACHUS HCKYCCTBEHHOIO JbIXaHWUS U
HENpsIMOro Macca)ka cep/ila Mpu OKa3aHUM JTOBpaueOHOM TOMOIIH.

Tema 6 U3yueHne HHCTPYKLMH 110 OXpaHe TPy/Aa N0 BUAaM padoT
N3ydenue TpeOOBaHUN MHCTPYKLUH 110 OXpaHE TPyJa [0 COOTBETCTBYIOLIUM BHJiaM paboT B
HOJHOM 00beME.



MATEPUAJNBHO-TEXHUYECKOE U UTHOOPMALIMOHHOE
OBECIHEYEHUE, HEOBXO/JUMOE JIJIsI OCBOEHUS PABOYEN
ITPOI'PAMMBI

MarepuajibHO-TeXHHYECKOe o0ecreyeHue
[Tporpamma Mperoaraer HaJIU4YKe y4eOHOT0 KabuHeTa COLIMaIbHO-
SKOHOMMYECKUX TUCIUTLINH.
OGopynoBaHue yueOHOTO KaOHHETa!
— Mebenb, npeIHa3HaYeHHAS ISt TPYTIITHPOBKU B pa3THIHBIX
KOH(HTYypanusx;
— pabouee MeCTO MpenoaaBaTens;

— KOMIUIEKC y4eOHO-METOIMYECKON JOKYMEHTALUH.
TexHuueckue cpeicTBa 00ydeHus :

— DJICKTPOHHBIE BUJIEOMATEPHAIIBL;
— HOYTOYK;

— TIPOEKTOD.

Nudopmanuonnoe odecrneyenne 00ydeHus
OcHogHble uCMOYHUKU, 3aKOHOOAmMeNbHble U HOPMAMUBHBIE OOKYMEHMbl, I71EKMPOHHbLE
pecypcol
OcHogHble ucmouHuKu
1.TpynoBo#t xonekc Poccuiickoii penepanun (D3 ot 28.12.2013 Ne 421-O3 B pemakuuu
2014 r.)
2.Kogexc Poccuiickoil enepamun 06 aAMUHUCTPATUBHBIX MPABOHAPYLICHUSAX (B pElaKLUU
ot 25.02.2014r.)
4.®enepanbHblii 3akoH «O cnenuanbHOM oLieHKe ycinoBuid Tpyaa» oT 28.12.2013r. Ne 421-
OX]
5.ITonokeHHEe O MUHHUCTEPCTBE 3APAaBOOXPAHEHUS M COLMAIBHOIO pa3BuTHsl Poccuiickoit
denepanuu (ITocranosnenue IIpaButensctBa PO ot 30.06.2004 r. Ne 321 B pemakiuu ot
02.05.2012r.)
6.ITonoxxenne o QenepanbHOil cimyx0e mo Tpyny u 3aHstoctd (IlocranoBienue
[IpaButensctBa PO o1 27.01.2009 . Ne 43)
7.11on0eHKne O NMPOBEACHUU IOCYJApPCTBEHHOM DKCIIEPTU3bl YCIOBUM Tpyaa B Poccuiickon
denepanuu (IToctanosnenue IpaBurensctBa PO ot 25.03.2013 1. Ne 275)
8.Meronuueckue peKOMEHIAlMU IO pa3paboTKe TOCyNapCTBEHHBIX HOPMATUBHBIX
TpeboBanuii oxpansl Tpyaa (IlocranoBnenne Muntpyaa Poccun ot 17.12.2002 1. Ne 80)



9.Cucrtems! yripaBienus oxpaHoi Tpyna. O6mmwme tpedosanus. 'OCT 12.0.230.2007

10.Pexomenganuu 10 opraHuzanuM padOTHl CIOyXObl OXpaHbl TPyJa B OPraHU3aLMH.
(ITocranoBnenne Muntpyna Poccun ot 08.02.2000 r. Ne 14)

11.PexomMenganu 1o IUIaHMPOBAHMIO MeponpusaTHi mo oxpane tpyaa (IlocTaHoBineHHE
MunTtpyna Poccun ot 27.02.1995 r. Ne 11)

12.Tunosoe nonoxenue o xkomurere (Komuccuu ) mo oxpare Tpynaa (I[Ipukas Munszapas-
conpa3zButus Poccun ot 29.05.2006 1. Ne 413)

13.TIpaBuna obecneyennst pabOTHUKOB CIEOAEXKION, CIENOOYBLIO M APYTUMHU CPEICTBAMU
uHAuBUAYyabHON 3amuThl Tpyaa (IIpukaz Muncouznpaspassutus PO ot 01.06.2000r.
Ne290m)

14.Opranuzanus 06yuenns Ge3onacHoctn Tpyaa. O6mme nonoxenus. TOCT 12.0.004-90

15.Topsinok 0Oyvenus 1Mo oxpaHe Tpyaa M IPOBEPKM 3HAHMH TpeOOBaHMI OXpaHbl TPyJa
pabOTHUKOB  OpraHM3anuii  TpyJa (ITocranoBnenue  Muntpyna Poccun  u
Muno6pa3zoBanust Poccun ot 13.01.2003 1. Ne 1/29)

16.06 yrBepxkaenun (HopM JTOKyMEHTOB, HEOOXOAMMBIX JUIS PACCIIENOBAHUS HECYACTHBIX
CllydaeB Ha TPOM3BOJACTBE B OTHEJIbHBIX OTpacisiXx M OpraHu3alMsIX Tpyda
(ITocranoBnenne Muntpyna Poccun ot 24.10.2002 .

Ne 73)

17.Cxema onpesenenust CTeNeHn TSHKECTH TIOBPEXKICHHS 3[0POBbS NP HECUYACTHBIX CITydasx
Ha npousBojacTBe (IIpuka3z Munsnpascorpaszsutus Poccun ot 24.02.2005 1. Ne 160)

18.Vronosusiii kogexke P® O6 00s3aTeIbHOM COLMATLHOM CTPAXOBAHMK OT HECYACTHBIX
CIy4aeB Ha TPOU3BOJICTBE M TpodeccroHanbHbix 3aboneBannii @3 ot 17.07.1998 T.
Nel25-®3

19.HopMbl mpenenbHO DOMYCTHMBIX HArpy30K JUIS JIMI[ MOJIO)KE€ BOCEMHAUATH JIET IMPH
noxbseme Tskecteil BpyuHyto (Ilocranosnenne Muntpyna Poccun ot 07.04.1999 r. Ne 7)

20.HopMbl MNpenensHO JOMYCTHMBIX HArpy30K JUIS JKEHIMMH MpH TOJAbEME THKECTEH
BpyuHyto (IlocranoBnenue IlpaButensctBa PO ot 06.02.1993 1.

Ne 105)

21.MexotpacieBast MHCTPYKIHUS [0 OKAa3aHHIO TIEPBON TTOMOLIM MPH HECYACTHBIX CITyYasx

Ha npou3BojcTBe (YTB. npukazoM Munszapasconpa3sutus PO 04 mas 2012 r. Ne 477H)



OIEHOYHBIE MATEPHAJIBI

[Tepedens BompocoB K TudGepeHIIMPOBAHHOMY 3a4eTy 0
«Oxpana Tpyaa»

1.HpaBOBLIe " OPraHUu3alMOHHBIC OCHOBBI OXPaHbI TPpyda Ha HNPCAIIPUATUAX

2.OCHOBHBIE TTOJIOKEHHS 3aKOHOIATEIhCTBA 00 OXpaHe TPyAa Ha MPEIIPUSTHH
3.Opranuzanus padot no OT Ha npeanpusTun

4.0mnacHble U BpeAHbIE MPON3BOICTBEHHBIE (PAKTOPHI

5.IIpou3BoaCcTBEHHBIN TpaBMaTu3M. [IpUYuHBEl U METOBI U3yUEHHUS
6.HecuacTHblii ciiyyail Ha IPOU3BOJICTBE

7.ATTecTanus paboYrx MECT IO YCIOBHIM TpYia

8.IlpaBuia TeXxHUKH 0€30MACHOCTH U MPOU3BOJICTBEHHOM CaHUTapUU
9..IHCTpYKIIMH IO OXpaHe Tpyaa

10.ConeprkaHne TUITOBON WHCTPYKITUU 1T pAOOTHUKOB TIPEATIPUSATHS
11.TpeboBanus TEXHUKH OE30MACHOCTH K O0OPYJIOBAaHUIO U TEXHOJIOTHUECKON OCHACTKE
12.91eKTp0o6e30MacHOCTh U M0Kapo0e30MacHOCTh

13.ITosxapHast 6€301MacHOCTh 00bEKTa

14.Tlopsnok paccienoBaHus HECYACTHBIX CIy4aeB Ha MIPOU3BOJICTBE
15.IIpuemMsl Oka3aHus IEPBOM JOBpauyeOHON MEIUIIMHCKOM TOMOIIN



METOJUYECKHUE MATEPUAJIbI
JJIs1 3aHATHUS
no teme «Opranu3auus padoThbl 10 OXpaHe TPYAA HA NPeANPUITHI»

HNHcTpykius mo oxpaHe Tpy/aa AJis 1eJJ0ONPOU3BOAMTENs

I'naBa 1. O0mue TpedoBaHus MO OXpaHe TPyaa
1. K camocrosTensHOi paboTe MENONPOM3BOAUTENEM JOMYCKAIOTCS JIMIa B BO3pAcTe HE
MoJioxke 18 ser, mpoleane COOTBETCTBYIONIYIO0 OATOTOBKY, HHCTPYKTaXK U MPOBEPKY 3HAHUMN
[I0 OXpaHe TpyJa, MEIUIMHCKUNA OCMOTP M HE HMEIOIIME NPOTUBOINOKA3aHUN MO COCTOSHUIO
3JI0POBBI.
2. Tlpu pabGoTe JETONPOU3BOAMTENEM COONIOATh MPABWIA BHYTPEHHETO TPYIOBOTO
pacmopsiika, yCTaHOBIECHHBIE PEXUMBI TPyJda U OTAbIXA.
3. TIlpu pabore AENONPOU3BOMUTEIEM BO3MOXHO BO3IEHCTBUE CIEAYIOUIUX ONACHBIX M
BPEJIHBIX POU3BOICTBEHHBIX (DAKTOPOB:
- HapylUIeHHEe OCTPOThI 3pE€HMS IPU HEJOCTATOYHOM OCBELIEHHOCTH pabovyero Mecra, a Takxke
3pUTENILHOE YTOMJICHUE MPU JJIUTEIBHON padoTe ¢ TOKYMEHTAMHU U ¢ KOMIIBIOTEPOM:
- HWOHHU3UPYIOIINEC, HCHUOHU3UPYIOIIHUE H3IYUCHUA W ISJICKTPOMAIrHHUTHBIC IIOJIA IIPU pa60Te C
KOMIIBIOTEPOM;
- MOpaK€HHE 3IEKTPUUECKUM TOKOM IPH HCHOJIb30BAHMU HEUCHPABHBIX SJIEKTPUUYECKUX
puOOpOB.
4. JlenomponssoauTens 00sA3aH COOMIONATH MpaBUIIA MOXKAPHOH 0E30MacHOCTH, 3HATH MECTa
PacIoyIoKeHHsI IEPBUYHBIX CPEJICTB MMOXKAPOTYLICHUS U HAIIPABICHHS 3BaKyalluu IpuU MoXkape.
S. Tlpu HeCYacTHOM Cilydyae HEMEUICHHO COOOIIUTH 00 TOM aJMHUHUCTPAIL[MU YUPEXKICHUS.
IIpu HeucrnpaBHOCTM 000OpyIOBaHHMA MPEKPaTUTh pPAOOTy M COOOLIUTH AJAMHUHUCTPALUU
YUYpeKICHU.
6. B npomecce paGoThl COOMIOAATH NPABHMJIA JHYHONW TMIHEHBI, COJEPKATh B YUCTOTE padouee
MECTO.
7. Jluua, MOMYCTHBINME HEBBHIIOJHEHUE WIM HapyIIEHHE HMHCTPYKLIMH II0 OXpaHe Tpy/a,
IMPUBJICKAIOTCA K }II/ICHI/IHJ'II/IHapHOf/'I OTBCTCTBCHHOCTH B COOTBCTCTBHM C IIpaBHJIaMHU
BHYTPEHHEI0 TPYJOBOTO pacropsaka M, MpU HEOOXOIUMOCTH, NOJBEPraroTcs BHEOYEpEIHOU
IIPOBEPKE 3HAHUM HOPM U IIPABUII OXPAHBI TPY/A.

I'naBa 2. TpeGoBaHusi 1o oXpaHe TpyAa nepea HA4YaJI0M padoThl

8. BkIr04dTh MOJHOCTBIO OCBEIICHHE IMOMEIICHUS U y6e,Z[I/ITLC${ B HCHpaBHOﬁ pa60Te

CBCTHJIBHMKOB, HAMMCHbIIAsA OCBCHICHHOCTDH pa60qer0 MECTa OOJIDKHA



ObITh: TIPH JIIOMHHECHEHTHBIX Jiammax He wmenee 300 nkx. (20 Br/kB.M.), mpum Jammax
HakaiuBaHus He MeHee 150 nk.(48 B1/kB.M.).

9. IlpoBeTpurh NOMELIEHWE M MOATOTOBMTH K paboTe HEOOXOOMMBIA HHCTPYMEHT U
obopyoBaHue.

10. TIlpum mcnons3oBaHuM B paboTe SIEKTPUUECKUX IPHOOPOB M ANIapaToB (DIEKTPUYECKas
MUIIyIIasl MAalluHKa, KOMIBIOTEp W JAp.) yOeOuThCs B HMX HCHPABHOCTH U UEIOCTHOCTH
MOIBOJSIINX KaOenel U 3JIEKTPOBUIIOK.

I'naBa 3. TpeGoBanusi Mo oXxpaHe TPyaa BO BpeMsi padoThbl

I1. Crporo BBITIOJIHATD MOCJIEI0BATEILHOCTh paboTsl C  JIOKyMEHTamH,
YCTaHOBJICHHYIO JTOMKHOCTHBIMH OOSI3aHHOCTSIMHU.

12. CobGmonars NOpsAIOK M HE 3arpOMOXKIATh pabouee MECTO MOCTOPOHHUMH IIPEAMETAMH U
HEHY>KHBIMH IOKYMEHTaMH.

13. IIpu HemocTaTo4HOM OCBEMIEHHOCTH PabOYEro MeCTa IS JOIOJHHUTEIHLHOTO €10
OCBEILECHHUS T0JIb30BAThCA HACTOJBHOM JIAMIIOM.

14. TIpu paGore ¢ wHCHONBL3OBAHHEM 3JIEKTPUYECKOM NUIIYIER  MalluHKK
co0r0AaTh Mephl OE30MaCHOCTH OT MOPAKEHUS JIEKTPUUECKUM TOKOM:

- HE MOJKJIIYaTh K AIEKTPOCETH M HE OTKIIOYATh OT HEE NMUUIYLIYH) MAIIMHKY MOKPBIMH U
BJIQXKHBIMU PYKaMH;

- HE OCTABJIATH BKIIOYCHHYIO B 3JICKTPOCETh MUIIYIIYI0 MAIIUHKY C pa0OTaIONUM
AJIEKTpOJIBUraTesieM 0e3 mpucMoTpa.

15. Tlpu  pabore C  HUCHOJb30BAaHUEM KOMIIBIOTEPA PYKOBOJCTBOBATHCS
«HCcTpyKIMen mo oxpaHe Tpyna npu padoTe Ha BHIACOAMCIUICHHBIX TepmuHanax (BT) u
IIEPCOHAIBHBIX 3JIEKTPOHHO-BBIYMCIIUTEIbHBIX mamHax (II9BM)».

16. Jlns mommepsxkaHus 3M0pOBOrO MHUKPOKJIMMATa CIEAyET 4Yepe3 Kakable 2 4aca paboThl
IIPOBETPHUBATH IOMEIICHNUE.

17. Tlpu pmmurensHOM paGoTe ¢ JOKyMEHTAMH M HAa KOMIIBIOTEPE C UENBIO CHIKEHUS
YTOMJICHHsI 3PUTEIIBHOIO aHAIW3aToOpa, YCTPAaHEHWS BIWSHUSA TMIOJAWHAMHMM M THIOKWHE3WH,
NPEJOTBPALICHNS Pa3BUTHS MMO3HOTOHUYECKOTO YTOMJICHUS Yepe3 KaKIblid 4ae paboThl J1enaTh
nepepsiB Ha 10-15 MuH., BO BpeMsi KOTOPOTO CIEAYEeT BBINOIHATh KOMIUIEKC YHPaKHEHUH AJis
ria3, GU3KyJIbTYpHbIE May3bl U QU3KYJIbTYPHbIC MUHYTKH.

I'naBa 4. TpeGoBaHusi M0 OXpaHe TPYyAa M0 OKOHYAHUU PAOOTHI

18. OTKIIOYUTL OT JNMEKTPOCETH JNEKTPHYECKHE MPHOOPHI, OYMCTHTH SKPaH KOMIBIOTEPA
canpeTKOMN OT MBLIH.



19. TIpuBectu B mopsmoxk pabodee MecTo, yOparh B OTBEIEHHBIE MeECTa Ui XPaHEHHs
JOKYMEHTBI, MHCTPYMEHT U 000pyJOBaHHUE.

20. TTIpoBeTpUTHL MOMENIEHHNE, 3aKPLITH OKHA, (PaMyTH M BBHIKIIOUUTH CBET.

I'naBa S. TpeOoBaHusi 10 OXpaHe TPYAA B ABAPUHHBIX CUTYALMAX

21. B cayuae mosBIEeHHs HEMCIIPABHOCTH B PAbOTE 3JIEKTPUYECKON MUIMYIIEH MANIMHKA KA
KOMIIBIOTEpA, IOCTOPOHHETO IIyMa, HCKPEHUs M 3alaxa TIapu, HEMENJIEHHO OTKIIIOUUTh
AJIEKTPONPUOOP OT EKTPOCETH U COOOIIUTH 00 ITOM aJAMUHHUCTpalMU yupexnaeHus. Pabory
IIPOJOJKATH TOJIBKO IOCIIE YCTPAHEHUS BO3HUKILIEH HEUCIIPABHOCTH.

22.  Tlpv BO3HUKHOBEHWH MOKapa HEMEUIEHHO COOOIIMTE 00 TOM aJIMMHHUCTPALMN
YUPEKACHUS U B OMMKaMIIyo MOXKApHYIO YacTh U MPUCTYNUTh K TYIIEHHIO OYara BO3TOpPaHHUs C
MTOMOIUIbIO IEPBUYHBIX CPEJCTB MOKAPOTYILIECHUS.

23. Tlpu noaydYeHnH TPABMbI HEMEUIEHHO OOPATHTLCS 38 MEIUIIMHCKON MOMOIIBIO U COOBIIHUTh
00 3TOM aJMUHUCTPALIMU YUPEKICHUSL.



OCHOBHAA ITPOI'PAMMA INTPOPECCHUOHAJIBHOTI'O OBYYEHUA

MMPOT'PAMMA MMPO®ECCUOHAJIBHOM MOATOTOBKH IO
MMPO®ECCHMA 21299 «IEJTONTPOU3BOJAUTEJIb»

PABOYASA ITPOI'PAMMA
«OCHOBBI 9 KOHOMHUKH OPI'AHU3 AN »



COJEP’)KAHUE

[NOACHUTEJIbHAA 3AIINCKA
.YYEBHO-TEMATHWYECKWI1 IJIAH U COJIEPXKAHUE
YYEBHOI'O MATEPHUAJIA

MATEPHUAJIbBHO-TEXHUYECKOE 1 UTHOOPMAIIMOHHOE OBECIIEHEHUE
HEOBXOJIMMOE JJII OCBOEHMS PABOYEN ITPOI'PAMMGBI

.OIHEHOYHLIE MATEPHAJIbI



MNOACHUTEJIBHAS 3AIIMCKA

Heap peasm3zauuu nporpaMmbl M MJIAHUPYeMble pe3yJIbTaThl 00y4eHust

PaGouast mporpamma  «OcHOBbl 9KOHOMUKU Opeanu3ayuuy SBISETCSd YacTbIO OCHOBHOM
nporpaMMbl  HPO(QECCHOHANBHOTO  OOydeHMs MO  NpOodECCHOHATIBHOH  MOJATOTOBKE
«Jlenonpon3BoauTEIbY», pa3pab0TaHHON HAa OCHOBE:

— @DenepalibHOTO 3akoHa  oT 29.12.2012 N 273-03 «O0  obpazoBaHuu B

Poccuiickoit denepanumny,

— Ilepeunss mpodeccuii pabouMx, JODKHOCTEH CIYXKAalIMX, MO KOTOPBIM OCYIIECTBIISETCS

npodeccuoHanbHOe 00YUYCHHE, YTBEPKACHHOTO IPUKa3oM MuHHCTEpCTBA TipocBelieHus PO ot
14.07.2023 r. N 534,

— TpeOoBaHMi, ykazaHHBIX B KBanu(puKallmoOHHOM CHpPaBOYHHMKE JTOJDKHOCTEH PYKOBOJIWTENEH,
CHEIHMAUCTOB M JPYruX CiyXamux 4-e u3ganue (yTBEp:KIeH MocTaHOBIeHHEM MUHTpyda
P® ot 21 aBrycra 1998 r. No 37 ¢ usmenenusimu ot 27 mapta 2018 r.)

B PE3YIbTATC OCBOCHUA JUCHUIIJIMHBI CIIYIIATCIIb JOJIPKCH

yMeThb:

— BBIOUpATH HEOOXOUMYIO OpraHU3alMOHHO-TIPABOBYIO bopmy
NPEANPUHUMATENIBCKOM e TeTbHOCTH;

— TMPUHHAMATh PEIIeHUs MO BOMPOCaM, CBS3aHHBIM C OpraHU3aIMel MpeanpUHUMATEIbCKOTO
7enia, BIAJIETh PAlUMOHAIBHBIMUA TPUEMaMH IOMCKa M HCIOJB30BAHUS KOMMEPYECKOMH
uHpOpMaLNH;

3HATh:

— CYIIHOCTb OCHOBHBIX MOHATUH U MEXaHU3Ma 6I/I3HCC€1;

— OCHOBHBIC THIIBI W OpPraHW3alMOHHO-TIPABOBBIC (OPMBI TMPEANPHHAMATEIBCTBA, HUX
0COOEHHOCTH M MPEUMYIIIECTBA;

— (opMBI MapTHEPCTBA B MIPEANPUHUMATEIBCKOU IEATETLHOCTH;

— OCHOBBI OM3HEC-TUVIAHUPOBAHUS U APYTUX ACIEKTOB YIPABICHUS] KOMMEpPUYECKON
OpraHu3alLuH.

Ha peanu3zanuto Paboueit mporpammbl 0TBOANTCS 4 yaca.
3aBepuiaercs oOyueHue 1o yueOHOi JTUCLIUILIINHE IIPOBEICHUEM
mddepeHIpoBaHHOTO 3a4éTa.



YUYEBHO-TEMATHYECKHH ILTAH U COAEP)KAHUE «OCHOBBI 9dKOHOMUYECKNX 3HAHUI»

Ne HaumeHoBanue teM Copnep:xxanue OO0mui B TOM 4YMHCJIe Camocr. ATTecTanus,
n/n 00bém | Jlekum | [IpakTuueck padora, yac.
4acoB u, ue, 4yac. yac.
yac.
1.| Opranu3anroHHO- CyurHocTtb MpeANPUHUMATENBCKOMN 1 1
mpaBoBbIEe  (HOPMBI NEeSTeNbHOCTH, CYOBEKTHI M  OOBEKTHI
MpeNnpUITUN IpeIIPUHUMATEIbCKON e TEIIbHOCTH;
OpraHu3aioHHO-IPABOBbIE (bopMbI
TIPEANPUSITHIA; oObeuHEHNE U
peopranuzanusi NpeAnpusTU, MOPsI0K
CO3/IaHUA u npeKpalieHue
JeATEIbHOCTH MPEIIPUITHS.
2.| busnec - lenooOpa3oBaHue Ha MPOIYKIUIO, CUCTEMA 2 2
MJIaHUPOBAHUE HaJIOro00I0KEeHus,
OpeaAnpuATHI opranu3anuvs Tpyaa u 3apa60THOI‘/'I IJ1aThI;
OM3HEeC-TUTAaHUPOBAHUE;
MICUXOJIOTUSI U OTUKA  KOMMEpPUYECKOU
JeSATEIbHOCTH. JlesiTenbHOCTh
PEeANPUATUS B CUCTEME
XO3SIICTBEHHOT'O yY€eTa.
3. | AuddepenumpoBaHHbIii 1 1
3a4yer
4.| UTOI'O 4 3 1




MATEPUAJIBHO-TEXHUYECKOE U UTHOOPMALIMOHHOE

OBECIHEYEHME, HEOBXO/JUMOE JIJIsI OCBOEHHUS PABOYEN

ITPOI'PAMMBI

MarepuajibHO-TeXHHYECKOe o0ecreyeHue
[Tporpamma Mperoaraer HaJIU4YKe y4eOHOT0 KabuHeTa
SKOHOMMYECKUX TUCIUTLINH.
OGopynoBaHue yueOHOTO KaOHHETa!

— Me0eub, IIpeHA3HAYECHHAs JUTS IPYIIIAPOBKH B

KOH(HTYypanusx;
— paboyee MecTO IpernoaaBaTers;
— KOMIUIEKC y4eOHO-METOIMYECKOIN TOKYMEHTALINH.
TexHuueckue cpeicTBa 00ydeHus :
— DJICKTPOHHBIE BUJIEOMATEPHAIIBL;
— HOYTOYK;

— TIPOEKTOD.

Nudopmanuonnoe odecneyeHue 00ydeHus

COIIMaJIbHO-

Pa3IMYHBIX

OcHoeHnule UCMOYHUKU, 3aKOHOOAmeJIbHble U HOopmamueéHbole OOKyMeHMbl, I1eKmMpoOHHbBLE

pecypcul
Hopmamueno-npasogvle ucmounuxu.

1.Koncrutynuus Poccuiickoit ®denepanuun

2.I'paxnanckuii konekc Poccuiickoit denepammu (wactu 1, 2)» ot 30.11.1994r. Ne51-D3

(pen. ot 02.07.2005 r) [DnexTpoHHbI# pecypc| — Pexxum noctyma: www/consultant.ru

3.Hanorossiii kogekc Poccuiickoii ¢enepaunu [DaeKTpoHHBIA pecypc] — Pexxum goctyna:

www/consultant.ru

4. TpynoBoii koxekc Poccuiickoil denepanun [DnexTpoHHblil pecypc] — Pexum nocryma:

www/consultant.ru

5.03 «O06 olmiecTBax ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO» OT 26.02.1998r.

Neo 14-®3 (pen. ot 29.12.2004r.).

6.03 «O06 aknroHepHbIX 00mecTBax» oT 26.12.1995t1. Ne 208-D3 (pen. ot 29.12.2004r.)

7.03 «O mnpous3BOACTBEHHBIX KoomepatuBax» oT 08.05.1996r. Ne 41-®3 (pen.

21.03.2002r.).

oT



8.3 «O rocynapCTBEHHbIX U MYHHULUIAIbHBIX YHUTAPHBIX MPEANPUATUAX» OT
14.12.2002r. Ne 161-®3 (pea. ot 08.12.2003r.).

9.®3 «O pa3BUTHUH MAJIOTO U CpeIHero npeanpuHumMaTenbcTBa B POy ot 24.07.2007 Ne 209
- @3

OcHosHble uUCmoYHUKU

1. Beuxanos, I'. C. Dxonomuueckas Ge3omacHocTh [Tekcr]: VueOnuk / I'. C. BeukaHos.
— CIIG.: [Turep, 2012. — 384 c.

2. Hcropus npeanpunuMarenbersa Pocenn: kype nekimit. C.M. Cmeranun. — M.:
KHOPYC, 2012. - 192 c.

3. Kpyrnosa, H. 0. OcHoBbl Gusneca (npeanpuaumatenseta [Teker]): yueOnuk / H.IO.
Kpyrnosa. — M.: KHOPYC, 2012. — 544 c.

4. HaGaramkoB, B.M. Opranusanus NpeanpuHUMATENLCKON aesTenabHocTn  [Tekcr]:
VYuebHoe nocodue/B.M. HabGataukoB. — PocroB-Ha /l.: ®enunkc, 2012 — 256 c.

5. Opranuszanus TPeANPUHUMATENLCKOM aesTenbHOCTH. Cxembl . Tabmuubl [Teker]:
VYuebHoe nmocodbue. B.I1. [Tonkos; E.B. EscradbeBa. CII6.: [Tutep, 2013.- 352 c.

6. TpeanpunumarensctBo [Teker]: yueb. / mox penaxuueii B.S1. Toppunkens, I'.B. [onska,
B.A. lIBanpgapa. — M.: KOHUTHU-JJAHA, 2013 — 581 c.

7. TlpennpunumatensctBo [Tekcer]: yueb. / moa penakimeit M.I'. Jlanyctsl. — M.: UTH®PA-
M, 2012. - 667 c.

8. Camapuna, B.II. Ocnossl npexnpunumarenscTa [Tekcr]: yue6.mocobue / B.II.
Camapuna. — M.: KHOPYC,2012. — 224 c.

9. Dxonommuecknii cnosaps [Texcr]/Ots. pen. A.U. Apxunos. — M.; TK Benbu, U3a-8o
[Ipocnexkt, 2012. — 486 c.

ﬂonOﬂHumerbeze UCMOYHUKU

1. Jro6umos JLJI., Pannero H.A. OcHOBBI S5KOHOMHUYECKUX 3HaHMi, M.: Bura- Ipecc,
2008r.

2. Kpyruk A.B. Opranusamusi mpeanprHAMATENLCKON aestenbHocTr [Teker]: yue.
nocobue / A.b. Kpytuk, M.B. PemeroBa. - M.: U3natenbckuii neHTp
«Axanemus», 2009.



. Ilpennpunumatensckoe mpaBo [Tekct]: Yuebnuk / [lon pen. E.IT. I'youna, I1.T.
JlaxHo. - M.: FOpucts, 2009.

. SlkoBnes, I'"A.  Opranuzanus IpeITPUHUMATETHCKOM JeSTeNbHOCTH
[Tekct]: Yueb. mocodwme. - M.: PIIJI, 2009.

. Manoe u cpennee npennpunumarensctBo B Poccun. 2009 [Tekcer]: Crart. ¢6./
Poccrart. - M., 2009. — 151 c.



OLHEHOYHBIE MATEPHUAJIBI

[Tepeuens BonpocoB k quddhepeHIIMPOBAaHHOMY 3a4eTy IO
«OCHOBBI 5KOHOMMKH OpPTaHU3ALUN»

1.2Tansl pa3BUTHS NpeaIPUHUMATEIHCTBA
2.CyOBbeKThI U 00BEKTHI MPEIIPUHAMATEIBCKON JAEATEIBHOCTH.
3.1lenn u nOrMKa, OCHOBHBIE MPUHUUIIBI U YCIOBUS MPEANPUHUMATEIbCKON 1€ATEIbHOCTH.
4.Peructpauus npeanpusITui
5.Peopranmsarus, 6aHKPOTCTBO W JTUKBUAALMS TPEIPUATHN
6.48.YcTaB npeanpusaTus, UMYILLECTBO U YCTaBHbBIN KaluTall.
7.Knaccudukanus npeanpuHIMaTeIbCTBA.
8.0Oprann3anoOHHO-IIPaBOBbIE dbopMbI MpeANPUHUMATENIbCTBA: oOmras
XapaKTEPUCTHKA.
9.0OCHOBHBIE 3aKOHOJIATEIbHBIE AKTHI, PETYIUPYIOIINE MPEANPUHUMATENBCKYIO NEATENbHOCTD B
Poccuiickoit denepanym.
10.0Opranu3aninOHHO-TIPABOBbIE dbopMBI  TIPEANPUHUMATEIHCTBA! TOBapUILIECTBA,
o01iecTBa, KOOIEPAaTUBBI U YHUTAPHBIC TTPEITPUSITHS.
11.IIpaBoBbIE OCHOBBI JIUIIEH3UPOBAHUS.
12.ITpaBoBOE peryiupoBaHue MpeKpanieHus NpeANPUHAMATENbCKOU
JESTEIHOCTH.
13.IIpaBoBo€ peryanpoBaHue JOTOBOPHBIX OTHOLIEHUHN MIPEATPUHUMATEIS.
14.Buapl X039HCTBEHHBIX JOTOBOPOB, X COCTaB U XapaKTEPUCTHUKA OCHOBHBIX YCIOBUH.
15.Mexanuzm roCy/1apCTBEHHOIO peryIupoBaHus LIEH Ha IPOU3BOJUMYIO
MPOIYKIIHIO.
16.HanoroBoe perynupoBaHue MpeAnpUHUMATENECKON IeATeTbHOCTH.
17..T'ocynapcTBEHHOE PEryJIMPOBAHUE Ka4eCTBA MPOTYKIIHH.
18.CtpykTypa KpenuTHo# cuctembl. CyIIHOCTb, BUABI H (HOPMBI KpeuTa.
19.B3auMoOOTHOIIEHUSI ~ TPEANPUHUMATENE C  HAJOTOBOM  CHUCTEMOW, OpraHu3alUsMH-
KpEAUTOPAMHU, CTPAXOBBIMU OpraHU3AIMSIMH, Y4ACTHUKAMHU PhIHKA LIEHHBIX OyMar.
20.CyurHOCTb ¥ BUABI KOMMEPUYECKUX ONepaliii, KOMMEPUYECKO-ITOCPEIAHUYECKOUN AESATETbHOCTH.
21.®opMbl KOMMEPUECKUX JI0TOBOPOB (KOHTPAKTOB) U UX coepxanue. 64.0pranuzanus u
[OKa3aTelIl pe3yIbTaTUBHOCTU KOMMepYeCcKo# aestenbHocTh. 65.11paBoBoe pEeryJaupoBaHue
hopmupoBaHHs ce0eCcTONMOCTH BBIITYCKaeMOil
MPOYKIINH



METOJUYECKHUE MATEPUAJIbBI
MeToauueckasi pa3padoTka 3aHATHS

Tema: OpranuzanoHHO-IIpaBoBbIe (OPMBI IPEATIPUITHIA.

Henab: ananmu3 BUAOB  MNPEANPUHUMATEILCKOU JEeSTeIbHOCTH M OIpe/eseHne
TUIIOJIOTUM KOMMEPUYECKOI OpraHu3aluu.

3apaunm:

CdhopMupoBaTh MOHATHUS: CYIIHOCTh IPEANPUHUMATEIBCKOMN e TETbHOCTH, BUIBI
peaIPUHUMATEILCTBA, CyOBEKTBI u 0OBEKTHI MIpePUHUMATENLCKON
JeSTeIbHOCTH; OPraHU3al[IOHHO-TIPABOBBIE (POPMBI IPEATIPHITHH.

3aKkpenuTh U KOHKPETH3HPOBATH 3HAHHS CTYJCHTOB B OOJACTH MPUMEHEHHUs OCHOBHBIE
I0JIO’KEHUSI HOPMaTUBHBIX JOKYMEHTOB B IPOLIECCE OCYLIECTBIECHUS aHAJIN3a BUJIOB
IIPEITPUHUMATEIBCKOMN EATEIBHOCTH U ONPEEIICHUS TUIIOJIOTUM KOMMEPUYECKON OpraHu3aluy.
O0pa3zoBaTte/bHbIE Pe3yJIbTATHI:

Crnymarens q0JKeH

ymemy:
— XapaKTepHu30BaTh BU/bI MPEANPUHUMATEIIBCKON e TENbHOCTH U
— IpPEIIPUHUMATEIBCKYIO CPELLY;

— INPUMCHATb OCHOBHBIC ITOJIOKCHUA HOPMATUBHBIX TOKYMCHTOB B IIPOLCCCC

— TPOBEJICHHS aHAITN3a BUIOB  TPEANPHUHAMATEIHCKON JeSITeTbHOCTH u
OIpeCICHUsI

— THUIIOJIOT'NH KOMMepquKOﬁ opraHu3anuu.

3Ham.b:

— THIIOJIOTHUIO NPCAITPUHNUMATCIILCTBA,

— OpraHM3allOHHO-TIPaBOBbIE (HOPMBI MPEANPUHUMATENLCKON AESITEIbHOCTH.
Kparkue Teopernyeckue 1 y4eO0HO-METOANYECKHE MATEPHAJIBI

N3Bneuenns u3 ['paxnanckoro kojaekca PO, kacaromuyecs npeanpusiTUA pa3IndHbIX BUIOB:

Cr. 87.1. 1. OOmiecTBOM C OrpaHUYEHHON OTBETCTBEHHOCTHIO MPU3HAETCS YUPEKAEHHOE OJHUM
WIA HECKOJBKMMHU JIMLIAMH OOLIECTBO, YCTaBHBIM KalMTal KOTOPOrO pa3JelieH Ha J0JH
OINpENENICHHBIX ~ YUYPEIUTEIbHBIMU  JTOKYMEHTaMU pa3MEpoB; YYaCTHUKM OOIecTBa C
OrpPaHUYEHHON OTBETCTBEHHOCThIO HE OTBEYAIOT IO €ro oO0sA3aTeIbCTBAM U HECYT PHUCK
yOBITKOB, CBSI3aHHBIX C JEATEIBHOCTBIO OOIECTBa, B Ipeleiax CTOMMOCTH BHECEHHBIX MMM
BKJIa/I0B.



Cr. 90.1. 1. YcTaBHBIi KanmuTaja 00IIECTBA C OTPAaHUYECHHON OTBETCTBEHHOCTBIO, COCTABIISICTCS
13 CTOMMOCTH BKJIa/IOB €r0 YYaCTHHUKOB.

Cr. 91.1 1. Beiciium opraHoM o0IIecTBa C OTPaHMYCHHONW OTBETCTBEHHOCTBIO SIBIISIETCS oOIee
coOpaHMe ero ydacTHHKOB. B oOmiectBe ¢ OrpaHHYE€HHON OTBETCTBEHHOCTHIO CO3JAETCS
WCIIOTHUTENbHBIN opraH (KOJUIeTHABHBIN U (MJIM) €MHOIUYHBIN), OCYIIECTBISIIOMINNA TEKyIlIee
PYKOBOJICTBO €I0 JAESITEIbHOCTHIO U MOAOTUYETHBIN 00111eMy COOpaHHUIO €ro y4acTHUKOB.

Cr. 92.1 1. OOmiecTBO ¢ OrpaHUYEHHOW OTBETCTBEHHOCTBIO MOXKET OBITh PEOPTaHU30BAHO HIIU
JUKBUIUPOBAHO TOOPOBOJIBHO IO €IUHOIIACHOMY PEIICHUIO €0 YYaCTHUKOB.

2. OOmecTBO C OrpaHMYEHHOH OTBETCTBEHHOCTHIO BIpaBe MpeoOpa3oBaThCs AKIMOHEPHOE
OO0IIECTBO MJIM MTPOU3BOJICTBEHHBINH KOOTIEPATHB.

Cr. 94 YyacTHUK 00II[ecTBa C OTPAaHUYCHHON OTBETCTBEHHOCTHIO BIpaBe B JII000E BpeMsl BHIUTH
U3 00IecTBa HE3aBHCUMO OT COTJIAaCUsl JPYTHX €ro y4acTHUKOB. [Ipu 3TOM eMy JoimkHa OBITH
BBIIJJAY€HA CTOMMOCTh YaCTH MMYILECTBA, COOTBETCTBYIOIIECH €ro J0Jie B YCTaBHOM KamHTalie
o01ecTBa.

Cr. 96. 1. AKIMOHEpHBIM OOIECTBOM MPHU3HAETCS OOIIECTBO, YCTABHBIA KalMTall KOTOPOTO
pas3JiesieH Ha ONpeAeNIieHHOE YHCIIO aKIUil; YYaCTHUKHU aKIIMOHEPHOTO O0IIecTBa (aKIIMOHEPHI) HE
OTBEYAIOT MO €ro 00s3aTeNbCcTBAM M HECYT PHCK YOBITKOB, CBSI3aHHBIX C JESTEIHHOCTHIO
o01iecTBa, B Mpeieyax CTOMMOCTH MPUHAISKAIUX UM aKIIUH.

Cr. 102. 1. [Jons mpUBUIETHMPOBAHHBIX aKIMK B 0O0mEM O00bEME YCTaBHOTO KamuTaia
aKIIMOHEPHOT0 00IIecTBa HEe JOHKHA MPEBBIIATH 25 TMPOLEHTOB.

2. AkmuoHepHOEe OOIECTBO BIpPaBE BBIMYCKATh OOJUTAIMU TOJBKO IIOCJIE TOJHOW OIUIaThI
YCTaBHOI'O Kamnurasia.

Cr. 103. 1. BepiciuM oOpraHom ymOpaBli€HHUS aKIMOHEPHBIM OOIECTBOM sBIsieTCs oOliee
coOpaHHe ero aKIHOHEePOB.

2. B obmiecTBe ¢ uncioM akimoHepoB 6osiee 50 co3maercs COBET TUPEKTOPOB (HAOTIOIATEIHHBIHA
COBET).

Cr. 104. 1. AkmuoHepHOe OOIIECTBO MOXET OBITh PEOPraHM30BAHO WJIM JUKBHIMPOBAHO
T0OPOBOJIBHO TIO PEIIEHUI0 00IIET0 COOpaHus aKIIMOHEPOB.

2. AxkuumoHepHOe OOIIECTBO BIpaBe MpeoOpa3oBaThCsi B  OOMIECTBO  OTPaHHUUYEHHOM
OTBETCTBEHHOCTBIO WJIM TPOU3BOJACTBEHHBIN KOOMEpaTHUB, a TakKKe B HEKOMMEpPYECKYIO
OpPTraHM3AIMI0 B COOTBETCTBHH C 3aKOHOM.

Cr. 107. 1. TIpou3BOICTBEHHBIM KOONEPATHBOM (ApPTENIbIO) TPHU3HACTCA JTOOPOBOJBLHOE
o0beIMHEHNE TPaKJaH HA OCHOBE YJICHCTBA I COBMECTHOW MPOW3BOJCTBEHHOW WU WHOM
XO3SIICTBEHHON JEesTeNbHOCTH., OCHOBAHHOM Ha WX JMYHOM TPYJOBOM M HHOM YYacTUU U
O00BEIMHEHUH €r0 YJIEHAMU UMYIIECTBEHHBIX MTACBBIX B3HOCOB.



2. UneHsl TPOM3BOACTBEHHOrO KOONEPATHBA HECYT MO OOA3aTENLCTBAM —KOOINEPATHBA
cyOcHIMapHyIO0 OTBETCTBEHHOCTD.

Cr. 108. 1. YupeautenbHbIM JTOKYMEHTOM MPOU3BOJICTBEHHOI'O KOOIEpaTUBA SIBIIAECTCS YCTaB,
YTBEp KJIaeMbIi 00IIUM COOpaHUEM €ro YJICHOB.

3. Yucno 4iieHoB KOONEpaTHBa He J0JKHO OBITh MEHEE 5.

Cr. 109. 1. UmymecTBo, HaxoAsmieecss B COOCTBEHHOCTH TPOW3BOJICTBEHHOTO KOOIEpaTHBa,
JIEJINTCS Ha Mau €ro WIEHOB B COOTBETCTBUH C YCTaBOM KOOIIEpaTHBA.

3. Koomneparus He BIIPaBe BHITYCKATh aKIIUH.

4. TIpubbuIb KOOIEPATHBA PACIPEAEIAETCA MEK/Y €r0 WIEHAMH B COOTBETCTBUH MX TPYIOBBIM
y4acTUEM, €CJIM MHOU MOPSAJOK HE NMPEAYCMOTPEH 3aKOHOM U YCTaBOM KOOIIEpaTHBa.

Cr. 110. 1. BoicuiiM opraHoMm yIpaBlIeHHsI KOOIIEpaTHBa SABJSETCs o01iee coOpaHue ero YieHOoB.
VcnonHUTeIbHBIMU OpraHaMK KOOIIEpaTUBA SIBJISIIOTCS NPaBJIeHUe U (WIK) ero npecenaTeb.
Cr. 112. 1. TIpou3BOACTBEHHBIH KOOMEPATUB MOXKET OBITH JOOPOBOJBHO PEOPraHU30BaH WU
JMKBUAMPOBAH 10 PELICHUIO 00IIero coOpaHust €ro 4aeHoB.

2. TIpou3BOACTBEHHBIN KOOMEPATUB M0 €AUHOTJIACHOMY PENIEHUIO €ro UWICHOB MOXKET
npeoOpa30BaThCs B X035HCTBEHHOE TOBAPHILIECTBO MIIM OOIIECTBO.

Bonpoce! 14151 3aKkpensieHust:
1. Hasosute JIOKYMEHT, perjlaMeHTUP YOI MOPSIIOK OCYIIECTBIICHUS
NEeSTETLHOCTH MPEIPUATHI PA3TUUYHOTO BUJIA.
2. OxapakTepusyiTe OCHOBHBIE BHIbI IIPEATPUITHIA.
3. Jaiite xapakrepuctuxy OO0 u AO.

4. Oxapakrepu3syiite OCHOBBI ICATSIBHOCTH MTPOU3BOJACTBEHHOTO KOOIICPATHBA.



OCHOBHAA ITPOI'PAMMA IMTPOPECCHUOHAJIBHOI'O
OBYYEHUA

IMPOTPAMMA IMTPO®ECCUOHAJIBHOM MMOATOTOBKH IO
IMPOP®ECCHUM 21299 «AEJTOITPOU3BOJIUTEJIb»

PABOYAS ITIPOI'PAMMA
«1TOKYMEHTAIIMOHHOE OBECIIEYEHUE JEATEJIBHOCTH OPI'TAHU3ALIUN



COJIEP’KAHUE

1.IIOACHUTEJIbHA S 3ATIMCKA

2..YUEBHO-TEMATUYECKUN IIJTAH 141 COZEPXXAHUE
YYEBHOI'O MATEPHUAJIA

3. MATEPUAJIbHO-TEXHUYECKOE N HNHOOPMAIIMOHHOE
OBECIIEYEHHE, HEOBXO/JUMOE JUIA OCBOEHUA
PABOYEN [TPOI'PAMMBI

4..OHEHOYHLIE MATEPHAJIbI



HOACHUTEJIBHAS 3ATINCKA

Heap peasm3zauuu nporpaMmbl M MJIAHUPYeMble pe3yJIbTaThl 00y4eHust

PaGouast mporpamMma JUCHUILIMHBEL «/oKymenmayuonnoe obecnedyeHue OesmenbHOCmU
opeanuzayuuy SBISETCS YacTbi0O OCHOBHOM IporpaMMbl MPO(ECCHOHATBHOTO OOYy4eHHUs MO
npodeccHoHaIbHON MOATrOTOBKE «/le0npOn3BOAUTENDY, CIYIIATENb IOJDKEH:

yMeThb:
— OCYUIECTBIISTh JIOKYMEHTAILMOHHOE obecneyeHne JeSITeIbHOCTH
OpraHu3allH;
— TNpUHUMATh U PETUCTPUPOBATH MOCTYMAIOIIYIO KOPPECIIOHICHIIMIO,

HAIIPaBJIATh €€ B CTPYKTYPHBIEC MOAPA3AEICHUS OpraHUu3allly;

— paccMaTpuBaTh JOKYMEHTHI U IiepejaBaTh UX Ha UCIOJHEHUE C YUYETOM PEe30JIIOLNUN
PYKOBOJUTENEH OpraHu3anuy;

— 0o(opMITATH PETUCTPAITMOHHBIC KAPTOYKHU U CO3/IaBaTh OAHK JIAHHBIX;
— BECTHU KapTOTEKy ydeTa MPOXOKAECHUS IOKYMEHTAIbHBIX MAaTEpUaJIOB;
— OCYLUECTBJIATH KOHTPOJIb 3a MPOXOKIACHUEM JTOKYMEHTOB;

— OTIIPABJIATH HMCIOJHCHHYIKO AOKYMCHTALUIO aapecaTaM € NPUMCHCHUCM COBPCMCHHBIX

BHUJIOB OPraHU3allMOHHOW TEXHHKH;

— COCTaBJIATbH U opOopMIATH CIIy>KeOHbIe JIOKYMEHTHI, MaTepuabl C
UCTIONTb30BaHUEM (POPMYIIIPOB JOKYMEHTOB KOHKPETHBIX BHJIOB;

— OCYILECTBIATH JIOKyMEHTUPOBaHUE U OpPraHU3aLUOHHYIO 00paboTKy
JIOKYMEHTOB;

— ¢opMupoBarth Jena;
— o0ecneunBaTth OBICTPBIII ~ TOUCK  JOKYMEHTOB [0 HAay4YHO-CIPaBOYHOMY
anmapaTty (KapToTeKaM) OpraHHU3allvH;

— CHUCTEMATHU3HUPOBATb U XPAHHUTb NOKYMCHTBI TCKYLICTIO apXWBa,



— obecneunBaTh COXPAaHHOCTb MPOXOAAIEH CITy>)KeOHOH TOKyMEHTAlNH;

— TOTOBUTH U MNIEPECAABATE JOKYMCHTEI Ha apXUBHOC XPAHCHUC,

— obecre4nBaTh COXPAHHOCTh APXUBHBIX JJOKYMCHTOB B OpTraHHU3aI1H;

3HATh:

— OCHOBHBIC BHJbI pabOT MO WHPOPMALUOHHO-TOKYMEHTAIIMOHHOMY OOCITYy)KHUBAaHUIO B
cdepe ynpaBIeHUS;

— MNOpSIOK W mpaBwia  MHOOPMALMOHHO-IOKYMCHTAIIMOHHOTO  OOECHCUCHUS |
O6CJ'Iy>KI/IBaHI/I$I pa6OTBI PYKOBOAUTECIA NPEANIPUATHA UIIN €T0 IMMOAPA3ACIICHUSA

— TMPUHUUI OpTraHu3allid W BUABI pabdoT MO 0€370KYyMEHTAIMOHHOMY OOCITYKHUBAaHUIO
PYKOBOIMTEIIS;

— OCHOBBI JCJIOIPOU3BOACTBA,
— BHAbI, HA3BHAYCHUC U IIpaBUJia COCTABJIICHUS U O(bOpMJ'IeHI/IH JOKYMCHTOB;,

— PYKOBOOAIIMUEC W HOPMATHUBHBIC NOKYMCHTBI, OTHOCAIIUCCA K BCIACHUIO

JIeJIONPON3BOICTBA;
— BHUJBI " IOPSIIOK paboThI v JIOKYMEHTaMU OpraHH3aIH,
KOPPECIOHIEHITNEH;
— TOpPSAOK (dhopMupoBaHus Jel B COOTBETCTBUU C  YTBEpXKICHHOI
HOMEHKJIATypOW;

— IpaBuia XpaHCHHUA NOKYMCHTOB.

B coorBercTBUM ¢ TpeOOBaHUAMHM, yKa3aHHBIMM B KBaau(uKalMOHHOM CIIpaBOYHUKE
JOJDKHOCTEH pyKOBOAUTENEH, CHENMaIMCTOB U APYTUX CiyXalux 4- € u3fgaHue (yTBEp)KIeH
nocraHoBieHneM Muntpyna P® ot 21 aBrycra 1998 r. Ne37 ¢ nsmenenusamu ot 27 mapra 2018
.), caywamens OOMCeH 3Hamb TOCTAaHOBJIEHUS, PACHOPSDKEHUs, IpHKasbl, JApYyrHe
PYKOBOJAIIME UM HOPMATHUBHBIC JOKYMEHTHI BBIIIECTOSALIMX M JIPYIMX OPraHOB, Kacaroluecs
BEJICHUS JICJIONPOU3BOJICTBA B OPTaHU3AIMU; OCHOBHBIE MOJIOKEHUSI ENMHON rocyaapCTBEHHOM
CHCTEMBl JIeJIONPOM3BOJCTBA; CTAHAAPTHl YHU(PUIMPOBAHHOW CHCTEMBbl OpPraHU3aLUOHHO-
pacnopsAMTENbHON JOKYMEHTAIMH; CTPYKTYpY OpraHM3allMM U €€ MOJApa3/esIeHUui; MOpsSI0K
KOHTPOJISl 32 MPOXOXKAECHUEM CIIyKEOHBIX JOKYMEHTOB; 3aKOHOJATEIbCTBO O TPYyJAE U OXpaHe
Tpyna Poccuiickon deneparnumn.

Ha peanuzanuto Paboueit nmporpammsl orBoauTcs 40 yacos.

3aBepmiaeTcs oOydeHHE MO y4eOHOW AMCHUIUIMHE TNpoBeneHueM auddepeHnnpoBaHHOTO
3auéra.



YUYEBHO-TEMATHYECKHWH IJTAH 1 COJAEP)KAHUE
«TOKYMEHTAIIMOHHOE OBECIIEYEHME JEATEJIBHOCTHU OPT'TAHU3ALIUN)

Ne HanMeHoBaHHe TEM Conepxanue Oo0mn B TOM YHCJIe Camocr. | ATTecramnus,
n/n 71 padora, yac.
00Be qac.
M Jlekuuu, | IlpakTuue
4acoB yac. CKHe, yac.
15.| Tema 1. OcHOBHEIE OcCHOBHEBIE CBEIICHUS u3 HCTOPHUH
cBeJleHHusl u3 HUCTOPUM | JISIONPOU3BOJICTBA M CEKPETAPCKON CITYKOBI 2 2
J1eJI0NPOU3BOICTBA.
16.| Tema 2. Opranuzanus [Ipouecc yIpaBJICHUS IpEeIIpUITHEM;
HH(OPMAIIUOHHO- JENONPOU3BOACTBO  KaK  4acThb  yMpaBJICHHS.
AOKYMEHTAIMOHHOT0 Jokyment. Cxema opraHuzamud pabOTBI ¢
00c1y:KUBAHUSA JTOoKyMeHTamu mpennpustus. ®opma opranuzanuu
JIETTONPON3BO/ICTBA. HNudopmannonHo- 2 2
JOKYMEHTAI[MOHHOE OOCTYyKUBAaHUE; CHEIIHATUCTBHI
cyx0b1. Opranu3zanusi TpyJa B OpraHU3aIHOHHO-
yopaBieH4Yeckod  cdepe;  ycloBuUA  TpyZa.
JIOKyMeHTaIMOHHOEe M 0e3I0KyMEHTAIIHOHHOE
o0ciykuBaHue padOThl pyKOBOIUTEIS.
17.| Tema 3. JlokymentupoBanue | OOmpie MOJOXKEHUS 10  JOKYMEHTUPOBAHHUIO
ylpaBJieHYeCKOil yIpaBleHYeCKON JEeSITEeTLHOCTH.
nesTeabHocTH. TpeboBaHust | YHUPUIMPOBAHHBIE CHCTEMBl  JOKYMEHTAIUH.
K IOKYMeHTaM YHudukanus u craHgapTU3alus yNpaBICHUYECKUX 2 2
JIOKYMEHTOB. BUIBI TOKyMEHTOB; KJIacCH(UKAIHSI.
Opranu3alinoOHHO-PACTIOPATUTENbHBIE TOKYMEHTHI
(OPL1). FOpunnueckoe 3HaUCHHUE TOKYMEHTOB.
18.| Tema 4. IIpaBuaa Bunpl 6rmaHkoB, peKBU3UTHI, (HOPMYISP, OTMETKH
opopmIIeHUSA Ha JOKyMeHTe. EnuHble TpeOOBaHUS W IpaBHia
yIpaBJeHYeCKUX o(opMIIeHUsI JOKYMEHTOB YIPaBIICHUS, 2 2
JTOKYMEHTOB YCTaHOBJICHHBIE rOCy1apCTBEHHBIMH
HOPMATHUBHBIMH aKTaMU — CTaHJAPTHI.
19.| Tema 5. CoBpeMeHHOe [IpaBuna odopmiienust aenoBoro muchMma. Bumasl ) )
JeJ10BO€e MUCHbMO MUCEM: MUCHMa-TIPOCHOBI, MTUCHMa-OTBETHI,




COIIPOBOJIUTENbHBIE,  JOTOBOpHBIE WM Jp.;
0Cc00EHHOCTH TeKcTa. MeXTyHapOAHbIE MMChMa

20.

Tema 6. OcHOBHBIE
AOKYMEHTBI YIIPaBJIeHHSA;
opopmiieHue u padora ¢
AOKYMeHTaMH

OcHOBHBIE ~ TpyNNbl  YyNpaBle€HYECKUX  (WIH
OpTraHU3aIMOHHO—PACTIOPSTUTEITHHBIX )

JOKyMEHTOB.  TumoBas cxemMa  OQpOpPMIICHUS
JTOKyMeHTOB. OcOOEHHOCTH O(OPMIICHHSI BHEIITHUX
JOKyMEHTOB u ap. JloKyMeHTHpOBaHuUE
OpraHU3aIMOHHO—PACTIOPSITUTETLHON

NeSITeNbHOCTH  yupekaeHud. OpraHuzaluoHHas
JOKYMEHTAIMsI: yCTaB, MOJOXEHHUE, WHCTPYKLUS.
PacriopsiaurensHble JOKYMEHTBHI: IpUKa3Hl,
pemieHust, pacrnopsbkeHus.  JJOKyMEeHTHpOBaHWE
JeATeILHOCTH KOJUIETHATbHBIX OpraHoB.
Crtpyktypa  mOKiama,  OT4eTa;  NPOTOKOI.
NudopmannoHHO—CIIpaBOYHbIE TOKYMEHTBI:
CTPaBKH, aKThl, TOKJIAHBIE 3aITUCKH, TeJIETPaMMBI,
tenedaxcorpamMmbl ((akcel), TenehoHOrpaMMbl U

Ap.

21.

Tema 7. JlIoKyMeHTBI 110
JIMYHOMY COCTaBY

Bunbl  1OKYMEHTOB:  TpPyHOBbIE  KOHTPAKTHI;
NpUKa3bl O IIpUEME, YBOJBHEHHUHU, IIEPEBOJE;
TPYJOBbIE KHUXKKH, JINYHBIE KAPTOUKHU H JIP.
Odopmnenue, XpaHCHHE JIOKyMEHTOB;
coOnrofeHre KOH(MUICHIIMATLHOCTH.

22.

Tema 8. JlokymMeHTBbI
JIMYHOI'0 XapaKTepa

Buapl nMYHBIX JOKYMEHTOB: 3asBICHHE, PE3IOME,
aBToOuorpadus, pacrucka, JIOBEPEHHOCT.
CocraBnenue TekcTa 1 0(hOpMIICHHE TOKYMEHTOB.

23.

Tema 9. Kommepueckast
KOpPpeCnOHAeHIUs

BuemHeTOoproBele  IOKyMEHTBI;  KOMMeEpYecKas
KOPDPECHOHJEHIIMSI U KOMMEpUYECKHE IIHCbMa,
KOHTPAKTbI, 3aKa3bl, COTJAILIEHUs; OOLEIPUHSATHIE
(b opMBI TOKYMEHTOB, TEKCT, ohopMiIeHne

24.

Tema 10. /lesionpon3BoacTBO
M0 MUCbMEHHBIM U YCTHBIM
o0paleHusAM rpakIaH

Buner oOpamieHuii: TpeIIOKEHHs, 3asBIICHUS,
*kanoObl. Ilopsimok paboOTBI ¢  JTOKYMEHTaMH.
Pernamentupytrommuii JIOKyMEHT (TumnoBoe
nosioxkeHue). OpraHu3alioOHHBIE MEPOIPHUSITHS:
JUYHBIA npueM rpaxkjaad. [IpueM nucbMeHHBIX
oOpalneHu#, TOKyMEHTUPOBAHHE OOpaIeHH.




25.

Tema 11. Opranunsanus
padoThI ¢ JTOKYMEHTAMH

['pynmbl TOKYMEHTOB: BXOJSIIME U HCXOJAIINE,
BHyTpeHHHE U BHemHHe. OpraHu3alloOHHbIE U
HOPMATHUBHO-METOIUYECKUE JOKYMEHTBHI, X
WCIIOJIb30BaHUE B JIEJIONPOU3BOICTBE. Buabsl paboT
C JOKyMeHTaMu: 00paboTka TMOCTYyHaloMMX |
OTHpaBJ'ISIeMI)IX I[OKYMGHTOB, yqu KOJIMYECTBA
JOKYMEHTOB, PpETHUCTpalsi W HWHICKCUPOBAHUE
JIOKYMEHTOB. WudopmMannoHHO-CIIpaBOYHAS
pabota. Ilopsigok BeneHUS U HCIONb30BAHHUS
CIIPAaBOYHBIX KapTOTEK. WNudopmannonno-
MTOMCKOBAasl CHCTEMa JIJIsl PaOOTHI ¢ TOKYMEHTaMHU

26.| Tema 12. CocTaBienue Homenkiatypa nen: uHAMBHIYyallbHas, CBOJHas,
HOMEHKJIATYPHI JeJ1 TUIIOBas1, MpuMepHast. HopMaTuBHBIE TOKYMEHTHI U
METOJUYECKHE MaTepuabl JIJIsl COCTABIICHUSI.
ITpaBuia BeeHUS €I,
27.| Tema 13. ®opmupoBaHue Haznauenune ¢opmupoBanus nen. HopmaruBHbie
aes JNOKyMeHThl. ['pynmupoBka gen, —crnenuduka
dbopMHpOBaHUS OTIEIBHBIX KaTeropuil nei. Buibl
JIOKYMEHTOB, (POPMHUPYEMBIX B JEJIO.
CucremaTtuszanus JokyMeHToB. OdopmiieHue aer.
28.| Tema 14. Xpanenue IIpaBuna  xpaHeHuss Jed1 B CTPYKTYPHBIX
AOKYMEHTOB NOJIpa3AcIeHUsX PEIIPUATHS. Apxus
HPEAIPUATHSL. OnTuManbHbIN CPOK
UCIIOJIBb30BAaHUSl JOKYMEHTOB JI€JIONPOU3BOJICTBE.
Cpoku XpaHEHUs hi(Sh) JIOKYMEHTBI
JOJITOBPEMEHHOTO XpaHEHUs. [Topsnox
YHUUTOXKEHUS TOKyMeHTOB en. OgopmieHue aen
JUIsL apXMBHOT'O XpaHEeHHUsl; pUeM, repeaaya aed.
29.| Tema 15. Padora ¢ KonduaenunanbHas JIOKYMEHTUpPOBaHHas
AOKYMEeHTaMH, uHpopmanus. llenp u  ycioBus oOecnieueHHs
coiep KalUMHU COXpPaHHOCTH HH(pOpPMalMM Ha MPEANPUATHH.
KOMMEPYeCKYI0 TaiiHy OcobenHoctu BEJICHUS JIEJIONPOU3BOCTBA,
npeAnpusTHs o0ecrieynBarOMIeEr0o  y4eT M COXPAHHOCTb
JIOKYMEHTOB, COZEp KAIMX KOMMEPUECKYIO TailHy.
OTBETCTBEHHOCTh 33 JOKYMEHTBI
30.| Tema 16. CocTaBiieHue Cruiib ciy’keOHbIX JOKyMeHTOB. OduuuanbHo-




TEKCTOB CJIY’KeOHbIX
AOKYMEHTOB

nenoBoil ctuiib. OO0mue TpeOboBaHUS K TEKCTaM
JOKYMEHTOB  yIlpaBjieHus, (OpMbl  TEKCTOB
JOKyMeHTOB. Crioco0Obl IOKYMEHTHPOBAHHUS

31.| Tema 17. O0ecnneuenue Ocy1iecTBIeHNE 1€TOBbIX KOHTAKTOB, YUaCTHE B
0€310KyMEHTALHOHHOI'0 [IOATrOTOBKE U [IPOBEICHUU JIETIOBBIX 2 2
00cIy:;KMBaHUA PadoThI Mmeponpusatuid. [Ipuem nmocerureneit. OpopmiaeHue
PYKOBOAUTEJISI KOMaHJIUPOBOK
32.| AuddepeHunpoBaHHbIH 2
3a4€T
UTOIo 40 28 10




MATEPUAJIBHO-TEXHUYECKOE U UTHOOPMALIMOHHOE
OBECIHEYEHME, HEOBXO/JUMOE JIJIsI OCBOEHHUS PABOYEN
ITPOI'PAMMBI

MarepuajibHO-TeXHHYECKOe o0ecreyeHue
[Tporpamma npeamnonaraetT HaIuyue yueOHOro kabuHera. 000pyA0BaHHOTO:

— IOCaJOYHBIMH MECTAaMU IO KOJIMUYECTBY CIIylIaTeNei;
— pabo4uM MECTOM NpPENOAABATENS;
— KOMIIBIOTEPaMH;

— HHTEPaKTUBHOU JIOCKOM W MYJIbTUMEIUHBIM KOMILIEKCOM c

JIMIECH3NOHHBIM IIPOIpaMMHBIM O6GCH€'—IGHI/I€M;

— KOMIUIEKCOM Y4eOHO-METOANYECKON TOKYMEHTAIIUH.
Texaudeckue cpencTpa 00ydeHHUs:

— 3JIEKTPOHHBIE BUJEOMATEPHAIIBI;
— HOYTOYK;

— TIPOEKTOD.

HNudopmanuonHoe odecneveHne 00y4eHus

Ocnoenule UCMOYHUKU, 3aKOHOO0AmeEJIbHbIE U HoOpmamueHble OOKyMeHl’I’Ibl, J/1eKMpPOHHbLE

pecypcol
OCHOBHBIE HCTOYHUKHU:
1. Bacakos M.U. Jlenonpou3BoacTBo [JOKyMEHTaMOHHOE OOECIIEUEHHE YIPABICHHSA]:

yueonuk/M.U. bacakos, O.U. 3ambikoBa. — U3n. 13-e, crep. — PocroB wv/[l: @enuke, 2014 —
376 c.

JlonmoJIHUTeIbHbIe HCTOYHNKH:
2. JL.A JlenkeBuu. J{enonpousBoactBo. — M3narenbekuii eHTp «Axagemusy, 2014.

3. Ilpuka3 Munucrepcta KyabTypsl P® or 25 asrycra 2010 r. N 558 «O0 yTBepKaeHHH
[lepeynss TUMOBBIX YMIPABJICHUECKHX apXHBHBIX JOKYMEHTOB, OOpa3yloIUXcs B TIpolecce
JeSITeNbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYTIPABJICHUS M OPTaHU3AIIHIA,
C YKa3aHHEM CPOKOB XPaHEHUS».

4. OcHOBHEBIE NIpaBMIa paboTHI apXUBOB opranm3anuii / Pocapxus, BHUUIA/I,
—M.:2012. - 152 c.

NudopmanmoHHbie pecypcbl:
1. HopmaTuBHBIE JOKYMEHTHI MO JEIONMPOU3BOACTBY. [DJNEKTPOHHBIA pecypc]. Pexum

nocryna: http:// www.termika.ru/dou/docs/docs.html
2. DJIEKTPOHHBIN CIOBAPh JETONPOM3BOICTBEHHBIX TEPMHUHOB. [DJIEKTPOHHBIA pecypc].
Pexxum noctyna: http://uajobs.com.ua/professions/deloproizvodstvo




3. DJeKTpOHHBIE OQUCHBIE  CHUCTEMBI. [DneKTpOHHBIH pecypc].  Pexum
nocryna: http://eos.ru/eos/eos

4. NndopmanronHo-cripaBodnas cucremMa «I'apan. [DnekTpoHHbIi pecype]. Pexum
nocryma: http://www.garant.ru




OHEHOYHBIE MATEPHUAJIBI

[Tepedyenn BonpocoB k nudhepeHIIMPOBAHHOMY 3a4eTy
«JlokyMeHTaIMoHHOe 00eCTIeYeHNE ACATEIIEHOCTH OPTaHU3aIHI»

1..OcHOBHBIE CBECHUS U3 UCTOPUU JEIONPOU3BOJICTBA.

2.JIOKyMEHTUpPOBaHUE YIIPaBJICHUYECKON JEATEeIIbHOCTH. TpebGoBaHus
JOKYMEHTaM

3.IlpaBuna opopmiieHHs ypaBIeHYECKUX TOKYMEHTOB

4..CoBpeMeHHOE JEJI0BOE MTUCHMO

5..OcHOBHBIE TOKYMEHTHI YIIpaBIeHUs; opopMIIeHHE U paboTa ¢ TOKyMEHTaMU
6..JJOKyMEHTBI MO JINYHOMY COCTaBy

7..JI0KyMEHTBI IMYHOT'O XapakTepa

8..KoMmMmepueckast KOppecoHAeHIMS

9..J1e10npon3BOICTBO IO MUCHMEHHBIM M YCTHBIM OOpallleHUM IpakJaH
10.0Opranusanus paboThl ¢ JOKYyMEHTaMH

11.CocTaBiieHne HOMEHKIIATYpBbI €1

12.®opmupoBanue zen

13.XpaHeHue JOKYMEHTOB

14.PaboTa ¢ TOKyMEHTaMH, CO/IEPKAIIMMU KOMMEPUECKYIO TallHy TpeANpHUITHS
15.CocTaBiieHne TEKCTOB CIIy>KEOHBIX TOKyMEHTOB

16.006ecmneuenne 6e3 JOKYMEHTAIIHOHHOTO O00CITYy>KMBaHHUS paOOThI PYKOBOIUTETIS.



METOANUYECKHUE MATEPUAJIbI
MeTtoauueckasi pa3padoTka 3aHATHS

Tema: JloxyMeHTHpOBaHUE YIPaBJICHUYECKON JIESITETbHOCTH. TpeboBanus K
JOKyMEHTaM.
Heab: Hayuntbes cocTaBnsaTh OIaHKU JOKYMEHTOB

MarepuaJibl K 3aHATHIO

Teopernyeckue cBeAeHUs
JIOKyMEHTBI M3rOoTaBIMBAIOT Ha OnaHkax. brmaHk mpencrasmser co0oit aucT Oymarm craHmapTHoro ¢opmara, Ha
KOTOPOM Pa3JIMYHBIMH TEXHHYECKUMH CPEICTBAMHU HAaHECEHBI PEKBH3HTHI, COJCPIKAIIE TIOCTOSHHYIO Ul JAHHOTO
BU/a JOKyMEHTa HH(OPMAIIHIO, BKIIFOYast IIOCTOSIHHBIE YaCTH TEKCTa. JTO MOTYT OBITh Ha3BaHWE BUAA JOKYMEHTa,
CIpaBOYHBIC JIaHHBIE 00 OpraHM3aIlH, BCEBO3MOXKHBIC CHMBOJIBI M ApYras, IOCTOSHHAS JUIS JaHHOH TPYIIIBI
JIOKYMEHTOB HH(OpMAIHsl, BKIIOYAOIIas IOCTOSIHHBIC (TpadapeTHbIC) YacTH TEKCTA.
Hanpumep, 6aHk MOCTaHOBJIEHUS, PUKa3a, CIPaBKH 0 paboTte, OJaHK 3asBIICHUsT 00 OTITyCKe, OJIaHK THTYJIHHOTO
JHCTa OTYETA O BBIOJHEHHOM paboTe, OMaHK aKkTa O BBIACICHUM K YHHYTOKCHUIO JOKYMEHTOB C HCTEKIIUMHU
CpPOKaMHM XpaHEHUs U Ip.
B Omank nokyMeHTa o00s3aTENFHO BKIIOYAIOTCS PEKBU3HTHI, HIACHTH(UIMPYIOIIHME aBTOpPa IHCHbMEHHOTO
JIOKyMEHTa: O()MIMaIbHOE Ha3BaHWE OPraHW3allMU - aBTOpa JOKYMEHTa, €€ BEJOMCTBEHHAs NPHHAMICKHOCTH H
OpraHU3alMOHHO-TIPABOBOE TIOJIOKEHUE, IOPUANYECKUN ((haKTHIECKHU) ajpec WM Ha3BaHWE HACEJIICHHOTO ITYHKTa,
B KOTOPOM pa3MelaeTcsi pyKOBOISIIUI OpraH OpraHn3allyy.
B cocraB Omanka BXOAAT TaK¥XKE rpaquecm/le OTMETKH, MNPCAHA3ZHAYCHHBLIC JIsI Pa3MCIICHUA O6${33TCJ'II)HI)IX
PEKBH3HMTOB JOKYMEHTOB, KOTOPbIE Oy/IyT M3rOTaBIUBATHCS Ha OJIaHKaX.
ITonsTre OnaHKa B MOJHOM Mepe MPUMEHHMO TOJNBKO K NMUCbMEHHBIM OyMaXXHbIM HOKYMEHTaM, TaK Kak IIpaBUiia
3aI1ucCHu I/IHq)OpMaHI/II/I n €€ pasMCUICHUA Ha MaIMHHBIX HOCHUTCIIAX NPUHOWNHAIBHO HWHBIC. BwmecTe ¢ Tem npu
aTomarm3anuu JJOY (ZOKyMEHTaIMOHHOTO OOECHEYEeHHUS YIPABICHHUS) MPAKTHKYETCS CO3JaHHE MAIIUHHBIX
"mra6moHoB" WM YHHPHUIUPOBAHHBIX OMaHKOB ("'2IEKTPOHHBIX (hopM'"), UCIIONB30BaHHE FITH 3aMIOJTHEHHUE KOTOPHIX
MIO3BOJISIET CO3/1aBaTh IOPUAMYECKH ITOJHOLICHHBIE JIOKYMEHTBHI, COOTBETCTBYIOLIME COBPEMEHHBIM IIpaBHIaM H
JIEHCTBYIOIINM OyMaXKHBIM (hopMam.
EyMara, npuMceHsCMas i U3roTOBJICHU 6ﬂaHKOB, JOJI’KHa OBITH 6CJ'IOI‘O 1UBCTa WU, B UCKIIFOUYUTECIIbHBIX ClIydasX,
c1abo OKpallleHa B CBETJIBIC TOHA. B OTAENBHBIX ClTydasXx MOTYT N3rOTaBINBAThCs OIaHKU OOJiee aKTUBHBIX IIBETOB.
bnanku 111 JOKYMEHTOB IIOCTOSIHHOTO XPaHEHUsI CIEAyeT U3TOTOBIITh Ha OyMare BBICIINX COPTOB, HE3aBHCUMO OT
TOTO, TMOJ/JIEKAT MM HE TIOJIeKAT Nepejade Ha ToCcyIapCTBEeHHOE XpaHeHUE IOKYMEHTBI OpraHu3alui. PekBU3nUThI
Ha OJaHKe TMevaTaroTcsl B OJHY KPacKy, MPEHMYIIECTBEHHO YepHYI0. BO3MOKHO HCIONB30BaHNE APYTUX IIBETOB B
OnaHKax, 4TO MO3BOJIIET 3PUTEIBHO OTIMYHTH IOUIMHHUK JOKYMEHTa OT Pa3MHOXXEHHOTO, KCEPOKOIMMPOBAHHOTO
9K3EMIISIpa.
bnankn DOKYMEHTOB M3rOTaBIMBAIOTCS MPEUMYIIECTBEHHO THITOTPAa)CKMM CHOCOOOM MM IpH MOMOIIH CPEACTB
BBIYHMCIIMTEILHON TEXHUKH.
TumnorpagckuM croco60M TOJDKHBI M3TOTABINBATHCS OJIAHKM, UMEIOIIME B Ka4eCTBE peKBH3HUTA | 0CyIapcTBEHHBIN
rep6 Poccuiickoit @eneparim wim repd cyorexta Poccuiickoit @eneparwm. Vcrnons30BaHne KCEPOKOUI JaHHBIX
ONMaHKOB Uil CO3JaHusl NOKyMmMeHTOB He jomyckaercs. ['OCT ycraHaBiuBaeT cleIylolIde BHIbI OJaHKOB
OPTaHU3aAMOHHO-PACTIOPAINTENBHBIX IOKYMEHTOB [UIl OPTaHHM3AllMH, €€ CTPYKTYpHOTO IIOApA3JCNeHUus |
JIOJDKHOCTHOTO JIMIIA!
o0mMii OMaHK [JIsT M3rOTOBJIEHHMSl JI000r0 BHMIA [OKyMeHTa (KpoMe
nuchbMa); 6JIaHK NMUCbMAa;
0/1aHK KOHKPETHOT0 BH/Ja JOKYMEHTa (KpoMe MHCbMa).

Conep:xanue 3aHATHA
3aganue 1: CTpyKTypa 10KyMeHTa

3aganue 1.1. 3yunTs METOOMYECKHE PEKOMEHIALIMY 110 U3TOTOBJIEHUIO
JIOKyMEHTOB Ha OJlaHKax



Teopernueckue cBexeHust

JIJ1st I3roTOBJICHUS OPraHU3alMOHHO-PACIIOPSIIUTENBHBIX JOKYMEHTOB YCTaHABIMBAIOTCS JBa (popmara OIaHKOB IO
I'OCT 9327-60: A4 (210 x 297) u A5 (148 x 210), c pasmMepamu noneii He MeHee:

neBoe - 20 MM;

mnpasoe - 10 MM;

BepxHee - 20 MM;

HIkHee - 20 MM.

OTH MOl MCHOJNB3YIOTCS AUl pa3MelIeHHs HEKOTOPBIX PEKBU3UTOB, Ul TOJALIMBKU JOKYMEHTOB, JJISI 3a)KMMa
JIMCTa IIPU KOMMPOBAHUU M Pa3MHOXKEHHH, VISl yA0OCTBA IPOYTEHHS TEKCTOB B COPOIIIOPOBAaHHOM BHUJIE H T.II.
Opranuszanus IMeeT IPaBo caMa PeIIaTh, KAKHe pa3Mepsl TOJIeH 1enecoo0pa3Ho yCTaHOBHUTD JUTA PAa3IHIHBIX
BUJIOB JOKYMEHTOB, HO HE MEHEE TeX pa3MepoB, KoTopsle ycraHoBieHs! [ OCT.

ITpn moxroToBKE JOKyMEHTa Ha HECKOJIBKHX JICTaX BCE JIMCTHI MMEIOT OJMHAKOBBIE Pa3Mephl MOJIEH.

bnankn gopmaroB A4 n AS ciyaT MpEeMMyIECTBEHHO JJIsl U3TOTOBJICHUS CITy)KEOHBIX IMUCEM, YUPEIUTEIbHBIX U
WHBIX PACHOPSAIUTENBHBIX JOKYMEHTOB BCEX HAMMEHOBaHWI, JIOTOBOPOB, CHPABOK, 3aMHCOK, Pa3IMYHOTO poja
aKTOB U JPYTHX JOKYMEHTOB.

Ha npakTuke MOTYT UCMOJIb30BaThCS TAKXKE KOMOMHHPOBAHHBIC (POPMATHI OJIAHKOB, OOYCIIOBICHHBIC XapaKTepOM
JIOKyMEHTOB, HallpIMEP C UCTIOIb30BAHNEM FOPU30HTAILHOTO PACHONOKEHHS OOJIBIIEH CTOPOHBI OIaHKa.

@opmar 61aHKa BEIOMpAETCs B 3aBUCHMOCTH OT 00BbEMa TEKCTa M KOJIMYECTBA PEKBU3UTOB, KOTOPBIE JOJXKHBI OBITH
pa3MeleHb! IPH HOATOTOBKE JTOKYMEHTA.

JIisi M3rOTOBICHUS TOKYMEHTOB, TEKCTOBas COJCpKaTelbHas 4acTh KOTOPHIX O(GOpMIIEHAa B BHIC TaOIMIBI C
MHOXKECTBOM Tpad), MOXKET HCIOJIb30BaThesi Oiank ¢opmara A3 (420 x 297 mm). Hanpumep, Ha Takux OyaHkax
MIPOCKTUPYIOTCS POPMBI OTYETHBIX, YUETHO-CTATUCTHUECKHX, TUIAHOBBIX U JPYTHX JTIOKYMEHTOB.

Ha 6ymare ¢opmara A6 (105 x 148 MM) momyckaeTcs H3roTaBIMBaTh OCOObIC BHIIbI JOJDKHOCTHBIX OJIAHKOB,
HarpuMep, 11 oQopMIICHUST PE30ITIONMK PYKOBOANTENS (MTOPYUEHHS) WM JOKYMEHTOB THIa KBUTAHIIMH, Pa30BBIX
MIPOITyCKOB, yYETHBIX ()OPM H T.II.

3ananue 2. bjiaHKHM 10KYMEHTOB.

Teopernyeckue cBeeHUs

bnankn NOKYMEHTOB IIOJDKHBI Pa3padaThIBaThCsl C YUYETOM COCTaBa PEKBU3UTOB M IOPAIKA MX PACIIOJIOKEHUS,
ycranosneHHbIX ['OCT.

[Tnomanyu pa3MerieHuss KOHKPETHBIX PEKBU3UTOB JOJDKHBI COOTBETCTBOBATH pasmepam, npuseneHHbIM B 'OCT.
CxeMbl pacroJIo>KEeHUsI PEKBU3UTOB IaHbl B MPUIOKEHUsIX 1, 2, 4.

bianku JOKYMEHTOB MOT'YT HU3TOTOBJIATHCA Ha OCHOBC IPOAOJIBHOI'O HJIM YIJIOBOI'O PACHOJIOKCHHA PEKBU3UTOB,
UACHTH (UM PYIOIMX OPraHU3alHIo, U IPYTUX PEKBU3UTOB O(OPMIICHHS JOKyMEHTOB, JOIIOJIHSIIOIHUX CBEACHHS 00
OpraHu3anyy. Vcronp30BaHue yrioBOro MM HPOJOIBHOIO OJIaHKa HE BIMSCT HA IOPUIUYECKYIO CHITy TOKYMEHTa
WJIM €T0 NIPaBOBOU CTaTYyC.

ITpn mpomosnpHOM pacronoxeHun (TPOAOJIbHBIE OJIaHKK) HA3BaHWE OPraHW3allMd, BHAA JOKYMEHTa W ApYIrHe
HEOOXOANMBIC PEKBU3UTHI HA OJTaHKE pa3MEINaoTCs BAOIb BEPXHETO OIS U [EHTPYIOTCS (IEHTPUPYIOTCS).
[TponosnbHbIe GJIAaHKM HA MPAKTHKE HCIOJIB3YIOTCS NMPEUMYIIECTBEHHO JJIsl OATOTOBKM HOPMATHBHBIX IPAaBOBBIX
aKTOB.

Hcnonp3oBaHue MpoioJbHOro OiaHKa MHChMa LENeco00pa3Ho TaKKe MPUMEHSTh B CIy4asX, KOrja HaMMEeHOBaHHE
OpraHu3aliui COACPIKUT 60.]'[])11106 KOJIMYECTBO II€YATHBIX 3HAKOB, HAIIPUMCEP, MOXKET OBITh B cjydae, Korja
PEKBHU3HTHI OaHKa JArOTCSl HA JBYX M Oojee si3bIkax. [Ipn 3TOM cieBa cieqyeT medaraTb pEeKBH3HUTHI HAa PYCCKOM
SI3BIKE, a CIIPaBa - Ha HAIMOHAJIILHOM, Ha OJHOM YpoBHE. EciM KONMM4ecTBO UCIOIb3YEMbIX HAlMOHAIBHBIX S3bIKOB
GoJiee OHOTO, CBEPXY CIEAYeT YKa3blBaTh PEKBU3UTHI HA PYCCKOM, a HIDKE - Ha HAIIMOHAIBLHOM SI3bIKE, IPOJICBas
CTPOKY J10 TPAHHIIBI IPABOTO TIOJIS.

[Mpn ucnonp3oBaHun B OaHKE HAWMEHOBAHWS OPraHW3allMd Ha MHOCTPAHHOM SI3BIKE DPEKOMEHJYETCs TaKkKe
I0JIb30BaThCS CTAaHAPTHBIMHU TPEOOBAHUSIMH.

HpO}IOHLHLIe 6HaHKI/I IMUCEM HCIOJIB3YIOTCA B PEKJIAMHBIX LEIAX, KOraa HE CTOUT BOIPOC 06 3KOHOMHHN 6yMaFI/I,
palMOHATBHOM pa3MeIleHHH HE00XOIMMOr0 KOJMYECTBA PEKBU3UTOB U T.II.

B ciyuae, korna peKBU3HTHI, HAlleYaTaHHbIE Ha HAIMOHAIPHOM M PYCCKOM S3bIKax, pa3MEIalOTCs B Ipenesax
IUTOIAIM, OTBOJUMON AJISI YTJIOBOTO BApHaHTA, LIENECOO00Pa3HO M3TOTOBISATH OJAHKU C YTJIOBBIM PACIIOJIOKCHUEM
pexBU3HUTOB (YrioBble OsaHkM). [Ipy 3TOM KaskAbI PEeKBH3UT YKa3bIBAeTCsl CBEPXY HA PYCCKOM S3BIKE, a HIDKE - Ha
HalMOHAIEHOM.

HanbGonee ynoOHbIM st 00pabOTKM W SKOHOMHYHBIM C TOYKU 3PEHUS MCIOJIb30BAHUS IUIOINAIN JIMCTA SIBIISIETCS
yri0Bo# OnaHk. B aToM ciydae npaBasi cTopoHa BepXHEH 4acTH JIMCTa MOXKET OBITh UCIIOJIb30BaHa ISl pa3MeIeHHs
pexBusutToB "Axnpecatr” u "['pud yrBepxueHus", pe30roLnii, OTMETOK O PACCHUIKE U JP.

Hanpumep, yrioBbIMH JOJDKHBI OBITh OJIAHKH yTBEPIKJAEMBIX MPOTOKOJIOB, JOTOBOPOB, aKTOB, MHCTPYKLHUH M
IceM, TIe eCTh peKBU3UT "Anpecat”.



3apanme 2.1. Ha ocHoBanuu 'OCT HauepTUTh CXEMbI POIOJIBHOTO U YIIIOBOTO
pacmoioKeHHs] peKBU3UTOB Ha opmate Oymaru A4 mo oOpasiry.
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PucyHok - PacrioniosxkeHue pekBU3UTOB U IPaHUIIbI 30H Ha Gopmate A4

3ananue 3. Biaank nucbma

Teopernyeckue cBeeHUs

bnank nrceMa MOXKET BKITIOYATH CIEAYIONHE PEKBUUTHI:

Tocynapcreennsrii repd Poccuiickoit @eneparmu - (01);

repb cyonekra Poccuiickoit @enepannu - (02);

9MOJIeMa OpraHU3alMK WK TOBAPHBIH 3HAK (3HAK 00cyxuBanus) - (03);

KoJ opranuzanuu - (04);

OCHOBHO¥H rocyaapcTBeHHBIH peructpaonasiii Homep (OI'PH) ropuanyeckoro numa - (05);
UACHTU(DHUKAIIMOHHBIN HOMEP HAJIOTOILIATE IbINKA/KOI IPUIHHBI TocTaHoBKU Ha yueT (MHH/KIIIT) - (06);
kox popMer gokymeHnTta - (07);

HaMeHOBaHHe opranm3anuu - (08);

CITpaBOYHBIC JaHHBIC 00 opranm3amnu - (09).

Kpome 3Tux pekBU3UTOB B OJlaHKE IMChMA MOTYT OBITH IaHBI OTPAHUYUTEIBEHBIE OTMETKH IS CIIEAYFOIINX
PEKBH3HTOB:

nmata qokymenrta - (11);

PETUCTPAIIMOHHBII HOMEp TOKyMeHTa - (12);

CCBUIKa Ha PErMCTPALMOHHBIA HOMEp U JIaTy JoKyMeHTa - (13);

azapecar - (15);

3aroJIOBOK K TeKCTy - (18);

OTMeTKa 0 KoHTpouie - (19).

Pexsmsur "CripaBo4HbIe JaHHBIE 00 OpraHU3aIMK" BKIIOYACT CBEICHUS O TIOYTOBOM H TelerpadHoM anpece
opranmuzanyd. [Topsmok u popma 3amucy 3TUX CBEAECHUH JOJKHBI COOTBETCTBOBATh 1104TOBBIM IpaBuiIaM
Mumnucrepcrsa cBsi3u Poccuiickoit denepanyn. Kpome Toro, 1aHHBIN PEKBU3UT MOXKET OBITH JOMOJIHEH HOMEpaMu
CIPaBOYHBIX TeNE(POHOB, (PAKCOB, TEICKCOB, PACUETHBIX CYETOB B OAHKE, aJpecoM IEKTPOHHOH MoYThl. B kauecTBe
MOYTOBOTO aJIpeca JIOMYCKAeTCsl YKa3blBaTh HOMEP a0OHEHTCKOTO SIINKA.

3ananme 3.1. Ha ocioBanuu 'OCT odopmuth O01aHK MUChMa ¢ IPOAOIBHBIM U
VIJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB 1O 00pasily.



POCAPXMB
TCCYABPCTBEHNOR YipaxaEnue
WHCTHTYT

POCAPXHMB ¥ " aena
FacygepcTeennoe yupexieHme (BHUMAAL)
: lpodconanan yn . 4 82, Mocssa, 117393
W apxBHoo Aena Ten/gasc (095) 718-78-74. E-mail: maik@vnidad ru
(BHUUOAD) OKNO 02842708, OFPH 1027700300795, MHHATIN 7708033140/7T1001001
Mpodcoiomas yn., A. B2, Mocxsa, 117383
Tan/Gaxc (095) 718-78-74 *
E-mail: mail@vniidad ru
hitp:/ivweww.vmiidad.ru Hale L

OKTIO 02842708, OTPH 1027700380798,
HHATIN 7708033140/771001001

Hale or

Pucynox - OGpasen 6;1aHKa MUCbMa OPTaHU3AIUN

3ananue 4. O0mui 0,1aHK

Teopernyeckue cBeeHUs

OOt O1aHK MOXKET BKJIIOYATh CICIYIOIINE PEKBU3UTHI:
Tocynapcreennsrii repd Poccuiickoit @eneparmn - (01);

repb cyowekra Poccuiickoit @enepannm - (02);

sMOJieMa OpraHuM3aly Wik TOBapHbBII 3HaK (3HaK oOcimyxuBanus) - (03);
HauMeHOBaHMe opranuszanuu - (08);

MECTO COCTABJICHUS WM U3/IaHUs JOKYMEeHTa - (14).

Kpome 3Tux pekBU3uTOB Ha 0011eM OnaHKe JOIMyCKaeTcsi HAHOCUTh OTPaHUYHTENbHbIE (IpaduuecKre) OTMETKHU ISt
CIIEAYIONIMX PEKBU3HUTOB:

nmata qokymenrta - (11);

PETUCTPAIIOHHBIN HOMEp ToKyMeHTa - (12);

3aroJOBOK K TeKcTy - (18).

3ananue 4.1. Ha ocHoBanun_I'OCT odopMuts 061mii 6J1aHk mo oopasiy.

MPHJIOKEHHE B (cnpasounoe)
OBPA3LBI B TAHKOB IOKYMEHTOB

POCAPXHB
T'ocyaspeTsenHoe ypexacHme
y i MHCTHTYT ROKYMEH acna
(BHHHIIAID

Pucynok - O6pa3zerr o0riero 6;1aHKa OpraHu3aiuu

3aganue S.bJIaHK KOHKPETHOIr0 BUIA JOKYMEHTA

Teopernyeckue cBeeHUs

bnanku Tex WM WHBIX KOHKPETHBIX BUJOB JTOKYMEHTOB 11€1€C000pa3HO NPUMEHSTh P U3/IaHUU B OpraHU3aLuu
0O0JIBIIOrO KOJIMYECTBA AJAHHBIX BUJOB JOKYMEHTOB. [Ipn pa3paboTke 3THX OJaHKOB HUCIIONB3YIOTCS CIIEAYOLIHE
PEKBU3UTHI:

I'ocynapcrBennslii rep6d Poccuiickoit @enepannu nm rep6d cyowsexra Poccuiickoit @enepannmu - (01), (02);
sMOJIeMa opTraHU3aIiK WK TOBAPHBINA 3HAK (3HaK obcmyxuBanus) - (03);

HanMeHOBaHHe opranuzanuu - (08);

HaMMEHOBaHKE BUa JOKyMeHTa - (10);

MECTO COCTABIICHUS WM U3JaHMs TOKyMeHTa - (14);

a TaKk)Ke OrPaHUYUTEIbHBIE OTMETKH ISl PACIION0KEHHS PEKBU3UTOB!



nmaTta qokymenrta - (11);

peTHCTPalMOHHBIN HOMEp AOKyMeHTa - (12);

CCBUIKA Ha PErMCTPALMOHHBIN HOMEp U aTy fokyMmeHTa (13);

3aroJI0BOK K TeKcTy - (18);

OTMeTKa 0 KoHTpouie - (19).

B 06mux OnaHkax 1 B O1aHKax KOHKPETHBIX BUIOB IOKYMEHTOB PEKBH3UT "MeCTO COCTaBICHUS WIN U3/1aHUs
nokymenTa" (14) nomkeH opopMIIsITECS B COOTBETCTBUYM C HAMMEHOBAaHUSMHU O0OBEKTOB 8 IMUHHUCTPATHBHO-
TEPPUTOPUATBHOTO JENICHHS ¥ HACETIEHHBIX IyHKTOB.

MecTo cocTaBieHHs WIH N3AHUS JOKyMEHTa MOXKET HE yKa3bIBaThCS, €CIIM OHO BXOAUT B COCTaB HAMMEHOBAHHS
OpraHU3aIUH.

B GnaHkax JOJKHOCTHOTO JIMIA JONOJIHUTENBHBIN PEKBU3UT "HAMMEHOBAHHE JOJDKHOCTH" pa3MeIlaeTcsi HUKe
pexBusuTa "HanMeHoBaHue opraHuzanun'.

3ananue 5.1. Ha ocHoBanun I'OCT o¢popMuTh 0JIaHK KOHKPETHOTO BH/A
AOKYMEHTa M 0JIaHK J0JKHOCTHOTO JIMIA M0 00pa3ny.

TroCT P 6.30-2003

roCT P 6.30-2003

POCAPXMB
FocyAspcTBENHOe yupexaesme

POCAPXUB ¥ (auu‘m " aena
FocyaapcTeenHoe yupemgerne wa‘
LT CTHTYT JamecTTens aupexTops
. W @pXWBHOrO aena Mpocoainan yn., A 52, Mockss, 117303 Ten /panc (095) 718-78-74. E-mail: mail@wniidad ru
(BHMMOAD) oxno uz:zme OFPH 1027700380795, MHHAKN 7706033140771001001
NPUKA3 I— —I
Ha Ne or

Mocksa

Pucynok - OGpa3zer 61aHKa KOHKPETHOTO BUJA TOKYMEHTA U JOJHKHOCTHOTO JIMIIA OpPTraHU3aIuu

KoHTpoJibHBIC BONIPOCHI:

1. Ckosbko pexkBu3uTOB ycTaHaBauaeT ['OCT?

2. W3 KakuX COCTaBHBIX YaCTEN MOXKET COCTOATh PEKBU3UT «HanMeHoBaHUE OpraHu3anumny»?
3. CKOJIBKO 3HAaKOB B OJJTHOI CTPOKE MOXKET COJIEPKaTh PEKBU3HUT

«HanmMeHoBaHMe Oopranuzanumy»?

4. Kakumu OykBaMu MUIIYT HAUMEHOBAHUE BUAA TOKyMEHTa?

5. B kakux JOKyMeHTax JaTy redyartaroT cpasy?

6. OT KaKo¥ MO3UIUHU TaOYIAIUK 0GOPMIIIOT PETUCTPAIIMOHHBI HOMEDP TOKyMeHTa?

7. B kakux goKyMeHTaX oQOpMIISIOT peKBU3UT «CChITKA Ha PETUCTPAILIMOHHBIN HOMEpP U JaTy
JIOKYMEHTa»?

8. B xakoMm nazexe yka3plBaroT HAUMEHOBAaHUE OpPraHU3allui, CTPYKTYPHOTO MOAPA3EIICHUs
B peKBH3UTE «Anpecar»?

9. B kakoM maziexe yKa3blBalOT HAMMEHOBAHUE JOJDKHOCTH U (DaMIITUIO B PEKBU3UTE
«Apnpecar»?

10. B xakom nopsiake B peKBU3UTE «ApecaTy YKa3blBalOT COCTABHBIE DJIEMEHTHI
IIOYTOBOIO ajapeca?

11. W3 Kakux COCTaBHBIX YaCTEi COCTOUT TPU(] YTBEPKIACHHS, €CIIU JOKYMEHT

YTBEPKAAET TOJKHOCTHOE JIULIO?

12. Yrto nomkHa cOAepKaTh pPe30IOLus?

13. CkoJIBKO CTPOK MOKET COJIEPKaTh 3ar0JI0BOK K TEKCTY?

14. B xakom ciy4dae 3arojioBOK K TEKCTY HE YKa3bIBalOT?

15. Kak opopMIISIOT OTMETKY O HAJIMYUU TPUIIOKEHUS, €CITH OHO YIIOMSHYTO B TeKCTE?

16. Kakue cocTaBHbIEC YaCTU CONEPKUT PeKBU3UT «lloamuce»?



17.
18.

Kto noanuceiBaeT npotoxos?
Kak opopmisitor pexBusut «Iloamucey, eciau JOKYMEHT TOIITHCHIBAIOT

HCCKOJIBKO JOJIDKHOCTHBIX JIMI, UMCIOIINX JOJI2KHOCTH OJHOI'O ypOBHH?

19.
20.
21.
22.
23.

W3 kakMX COCTaBHBIX YacTei COCTOUT PeKBH3HT «I'pu cormacoBanus»?

N3 kakuX COCTaBHBIX YaCTEH COCTOUT BHU3a COTIACOBAHMS?

Kak cnepyer cTaBUTh OTTUCK 1€YaTH HA JOKYMEHTE?

N3 kakux COCTaBHBIX YACTEW COCTOUT PEKBU3UT «OTMETKA O 3aBEPEHUH KO ?
Kak opopmitsitor pekBu3uT «OTMETKA 00 UCTIOTHUTENE)?



OCHOBHAA ITPOI'PAMMA INPOPECCUOHAJIBHOTI'O OBYYEHUA

MMPOI'PAMMA ITPO®ECCHUOHAJBHOM IMOJATOTOBKH IO
IMPOPECCHUM 21299 «AEJTOITPOU3BOJIUTEJIb»

PABOYASA ITPOT'PAMMA
«OPTAHUM3ALIMOHHASA TEXHUKA»






COJEP’)KAHUE

1.IIOACHUTEJIbHA S 3ATIMCKA

2.YYEBHO-TEMATHUYECKUIA IIJTAH 141 COZEPXXAHUE
YYEBHOI'O MATEPHUAJIA

3.MATEPHUAJIbBHO-TEXHUYECKOE N HNHOOPMAIIMOHHOE
OBECIIEYEHHE, HEOBXO/JUMOE JUIA OCBOEHUA
PABOYEN [TPOI'PAMMBI

4.OIEHOYHBIE MATEPHAJIbI



MNOACHUTEJIBHAS 3AIIMCKA

Heap peasm3zauuu nporpaMmbl M MJIAHUPYeMble pe3yJIbTaThl 00y4eHust

Pabouas nporpamma «OpeanuzayuoHuas mexHuxay SBISIETCS 4YaCThI0 OCHOBHOM IPOTPaMMBI
npoecCHoHaNBLHOT0 00yUYeHHS 0 TPO(HECCHOHATBFHOM MOATOTOBKE «JleTOMpON3BOUTEbY.

B pesynbrare ocBoeHUs MOIyJIsl CIyLIaTeb JOJKEH
yMeTh:

— OCYLIECTBIIATH MpoeCCHOHATIBHYIO eITeIIbHOCTh C  HCIIOJb30BaHHUEM
OpraHu3allMOHHON TEXHUKH,

3HATD:
— COBpEMEHHBIC BUIBl  OPraHHU3AIMOHHOM TEXHHKH W  KOMITBIOTEPHOTO
obOecrieueHus;
— Ha3HAYCHHWE, TNpaBWiIa  HCIOIH30BAHUSI U TEXHUYECKOTO 00CITy)KHUBaHUS

OpraHu3alMOHHON TEXHUKH.
Ha peanmuzaruio Paboueit mporpammer otBouTcs 10 gacos.
3aBepiaercs oOydeHue no y4eOHOM JTUCIUTUIMHE MIPOBEICHUEM
i depeHnrpoBaHHOTO 3a4éTa.



YYEBHO-TEMATHYECKHH IJTAH 1 COJAEP)KAHUE

«OPTAHM3ALIMOHHASA TEXHUKA»

HaumeHoBaHue TeM

Conep:xanue

OO0t
00LEM
JacoB

B TOM YHCJIE

Jleknumu,
qac.

IIpakTuyeckue,

yac.

Camocr.
pabora,
yac.

ATTecTanus,
qac.

Tema 1. Texunueckasa
0a3a JeIoNpOn3BOACTBA

Pabodee MecTO IEIONPOU3BOAUTEIIS.
DproHOMHKa M OpraHU3aIus TPy/Ia.
KomnbroTepusnpoBanHoe pabouee
MECTO JIETTOTIPOU3BOTUTEIISL.
CaHHMTapHO-TUTUCHUYECKUE HOPMATUBBI
JUIsl paOOTHUKOB oduca.
Knaccudukanus
OpraHU3aIMOHHON TEXHHKH.

CpenCTB

1

1

Tewma 2.
KomneroTepnoe
obecrieueHue

Hcropuss  pa3BUTHS ~ KOMIIBIOTEPHOHN
TEXHUKHU. Knaccudukanus TIOBM.
AnmapartHoe 51 MPOrPaMMHOE
obecrnieueHue OBM. OcHOBHBIE
yctpoiictea OBM  u  npuHmMOBL  UX
pabotel. OOciyXHBaHHE KOMIIBIOTEpA:
MpoBEpKa JUCKOB, AedparmeHTanns
JIMCKOB, 3alllUTa OT BHPYCOB, CPEICTBa
aHaiM3a paboThl KOMITBIOTEPA

Tema 3.

CpenctBa
aJIMMHUCTPATUB

HO-

yIpaBIeHUYECKOH CBS3U

Knaccudukanus CpeACTB CBSI3U.
Tenedponnas CBSI3b. Teneponusie
anmnaparsl. Munn-ATC.
Pagnorenedonnas CBSI3b.
Buneoreneponnas CBSI3b.
[TefimxuaroBast  cBsi3b.  Tenerpaduas
CBSI3b. Tenerainnas CBSI3b.
Heiiteonnas CBSI3b. Tenexkc.
dakcUMUIbHAS CBSA3b.

Tema 4.
KommnbroTepHsie
KOMMYHHKAIUH

Tenexommynukanuu. KommbrorepHas
cethb. JlokanbHas ceTh. HaznaueHue
JIBC, uX OCHOBHBIC THIIBI, COCTaB.




CepBep. Kimment. Tonosorus cetu.
Monynauus, JaeMOLyJsuus, KaHajl
cBsA3UM. MoneM, ero Ha3Ha4YeHHE W
OCHOBHBIE XapaKTEPUCTHUKHU.
I'moGanbHble KOMITBIOTEPHBIE — CETH.
Hcropus Internet. Kananbr cBs3n.

[Iporokomn. Ha3znauenue u
BO3MOXKHOCTH pa3IU4YHBIX CEPBUCOB
Internet. OnexTpoHHas rnoyra.

JIOCTOMHCTBA  AJNEKTPOHHOM  MOYTHI.
CrpykTypa 5JEKTPOHHOIO IMChMA.
Anpecanus B CUCTEME DJIEKTPOHHOU
noutsl. WWW. T'uneprexkcr. dopmar
CCBLIKH.

Tema 5. Cpencrea Knaccudukanus CpeICTB 2

TUPAXKUPOBAHMS TOKYMEHTOB | TUPAKUPOBAHUSL. [IpunTeps!.
Matpuunsle npuHTepbl. CTpyliHble
npuHTepbl.  JlazepHble  NPUHTEPBI.
CpencrtBa KONMUPOBAHUS JTOKYMEHTOB.
CpencrtBa pa3MHOXKEHUSI JOKYMEHTOB.
I'ekrorpaduueckast 1eyaTh.
Tpadapernas  mewatb.  OdceTHas
revarh. Pusorpadsmr.
JlononHuTEeNbHBIE cpencTea
MOATOTOBKU JIOKYMEHTOB.
JuxTodonHas TEXHUKA.
CxaHupYIOIIME YCTPOUCTBA.

JAudpdepeHunpoBaHHbIN 2

3a4éT

UTOro 10




MATEPUAJIBHO-TEXHUYECKOE U UTHOOPMALIMOHHOE
OBECIHEYEHME, HEOBXO/JUMOE JIJIsI OCBOEHHUS PABOYEN
ITPOI'PAMMBI

MarepuajibHO-TeXHHYECKOe o0ecreyeHue
[Iporpamma mpeanosaraer HaIM4Iue yueOHoro kabuHera. 000py10BaHHOTO:
— TOCAJOYHBIMH MECTaMH IO KOJIUYECTBY CIyIIATENECH;
— pabouuM MECTOM IpernoiaBaTeis;
— KOMIIBIOTEPAMU;
— OPITEXHUKOW;
— UWHTEpPaKTUBHOMU JTOCKOM U MYJIbTUMEIUIHBIM KOMILIEKCOM C
JUIEH3UOHHBIM MTPOTPaAaMMHBIM 00€CIIEeYEeHUEM;
— KOMIUIEKCOM Y4eOHO-METOANYECKON TOKYMEHTAIIUH.
TexHUYeCKue CpeficTBa OOYUCHUS:
— DJIEKTPOHHBIE BUJIEOMATEPHUAIIBL;
— HOYTOYK;

— TIPOEKTOP.

HNudopmanuonHoe odecneyenne 00yueHus
OcHoOGHble UCMOYHUKU, 3AKOHOOAmMeNbHble U HOPMAMUBHbIE OOKYMEHMDL,
9I1eKmpOHHbBLE PecypChbl
OcHosHble UCmOYHUKU
1.KoznoB H. B. KomnbrorepHoe Aen0mpon3BoACTBO U paboTa ¢ opucHOM TexHukoil. Hayka n
TexHuka - M., 2016. - 304 c.

Jlononnumenvhvle UCMOUYHUKU
2. Kysnenona, T.B.; Cankuna, JI.B.; beikoBa, T.A. u np. [enonpousBoactso. Opranuzanus
U TEXHOJIOTUU JOKYMEHTAIIMOHHOTO obecreueHus ympaBineHus. FOuutu-Jlana - M.,
2016.-359¢c.



OHEHOYHBIE MATEPHUAJIBI

[Tepeuens BompocoB k auddhepeHIMPOBAaHHOMY 3a4€Ty 10
«OpraHu3anoHHas TEXHUKa»

1 Texanueckas 6a3a AeTONMPOU3BOICTBA
2.VcTopust pa3BUTHS KOMITBIOTEPHON TEXHHUKH.
3.Pabouee MeCTO IETOMPOU3BOIUTENS.
4.OproHoMuKa 1 opraHu3alys Tpyaa.
5.KommnbrotepusnpoBanHoe paboyee MECTO AEI0NPOU3BOIUTENS.
6.CaHUTapHO-TUTHEHUYECKHE HOPMATHUBBI JJIs1 paOOTHUKOB oduca.
7.Knaccudukamus cpecTB OpraHu3alliOHHON TEXHUKH.
8. KommnbrorepHoe obecnieueHue
9.CpenctBa aAIMMHUCTPATUBHO-YIIPABICHUYECKON CBSI3U
10.KoMmbroTepHbIE KOMMYHUKAIIUN
11.CpencrBa THpaXUPOBAHMS JOKYMEHTOB



METOANUYECKHUE MATEPUAJIbI
MeTtoauueckasi pa3padoTka 3aHATHS

Tema: DproHoMurka u opraausanus Tpyaa.
Hean: uzyuenue npasun Th npu pabote ¢ OPrreXHUKOM.
MarepuaJbl K 3aHATHIO

Crnymarens JOJKEH 3HATh:
npaswia Th npu paboTe ¢ OPrTeXHUKOI;

YMETB!
- BBITIOJIHSTH TpeOOBaHUS UHCTPYKIIUU o0  TpaBUiIaM TEXHUKU
0e30I1acHOCTH

Onmna W3 TMaBHBIX OCOOEHHOCTEW pabouero nHsa pabotHuka otaena JOY, meHemxkepa,
CeKpeTapsi, aCCUCTEHTA U TP. — 3TO UTUTEIbHOE «OOIICHHE» ¢ KOMIBIOTEPOM, KOTOPOE O3HAYaeT
HapylIeHHEe KpOBOOOpAIIeHHsI H3-3a CHUISYETO TOJOXKEHUS M 3HAUUTENbHYIO 3pUTENIbHYIO
Harpy3ky. K mpodeccnoHanbHbiM 00NE3HSAM OONBIIMHCTBA OQUCHBIX CIYXKAIIMX MOXHO
OTHECTU TUINMOAUHAMUIO, CEPACUYHO-COCYINUCTERIC HpO6.]'IeMI)I, HapylmCcHUA 0OMEHHBIX IMponecccoB,
HE TOBOPS yke 00 yTpaTe 3peHusl.

3ananue 1:
[To3HakombTeCh C OpaBUIAMU TEXHUKU 0€30MaCHOCTU MU paboTe C OPIrTEXHUKON U 3aloHUTE
Ta0NuILy.

Ha3BaHue oprrexHuKu IIpaBuiia TexHUKH 0€30aCHOCTH

KonTposabHbIe BONPOCHI:

1.I'me B kaOuHETE HAXOIATCS OTHETYIITUTEIN ?

2. Kak MOHO IIPOBEPHUTE, YTO KOMITLIOTEPHI B KAOMHETE 3236 MIICHBI?

3. KakuM J0IKHO OBITH paCCTOSHHE OT IJ1a3 10 MoHuTopa [IDBM?

4. Yro HyXHO JeIaTh B CIy4ae YCTAIOCTH I1a3?

5. TlpuBeauTte npuMepsl YIPAKHEHUH JUIS T71a3.

6. Ha kakom paccTosIHUU JIOJDKHBI pacrosaratbcs Ipyr  oT  jApyra
KOMITBIOTEPHI?

7. Yro nenath B CJIydac HCUCIIPABHOCTU KOMHLIOTepa?




OCHOBHAA ITPOI'PAMMA IMTPOPECCHUOHAJIBHOT'O OBYYEHUA

MMPOT'PAMMA IMMIPO®ECCUOHAJIBHOM MOATOTOBKH IO
MMPO®ECCHMA 21299 «IEJTONTPOU3BOJAUTEJIb»

PABOYASA ITPOI'PAMMA
«OCHOBBI PEJAKTUPOBAHUA JOKYMEHTOB»



COJEP’)KAHUE

1.IIOACHUTEJIbHA S 3ATIMCKA

2.YYEBHO-TEMATHUYECKUIA IIJTAH 141 COZEPXXAHUE
YYEBHOI'O MATEPHUAJIA

3.MATEPHUAJIbBHO-TEXHUYECKOE N HNHOOPMAIIMOHHOE
OBECIIEYEHHE, HEOBXO/JUMOE JUIA OCBOEHUA
PABOYEN [TPOI'PAMMBI

4.OIEHOYHBIE MATEPHAJIbI



MNOACHUTEJIBHAS 3AIIMCKA

Heap peasm3zauuu nporpaMmbl M MJIAHUPYeMble pe3yJIbTaThl 00y4eHust

Pabouast nporpamma «OcHogbl pedakmuposanusi 00KYMeHmo8» SBISIETCSI YaCTbI0 OCHOBHOM
OporpaMMbl  TPO(QECCHOHANBHOTO  OOy4YeHHs 1O  NPO(PECcCHOHANBHOM  MOATOTOBKE
«/Jlenonpon3BoIUTEbY.

B pesynbrare ocBOoeHuUs MOMyJIsl CIyLIaTelb JOJKEH

yMeThb:

— OCYIIECTBJIATh PEAAKTUPOBAHUE TEKCTOB CIYXKEOHBIX JOKYMEHTOB M JIPYTHX
MaTepHuaos;
— IPUMEHSATH COBPEMEHHBIE MHPOPMAIMOHHBIE TEXHOJIOTUH pu

JOKYMEHTUPOBAHUU U OpraHu3aluu paboThl C TOKyMEHTAMHU.

3HATH:
— OCHOBBl  PEIAKTHPOBAHHUS TEKCTOB  CIIy>KEOHBIX JIOKYMEHTOB U JIpyrux
MaTepHaloB;

— TpeboBaHUS K TEKCTY JOKYMEHTOB;

— COBpEMEHHbIE nH(pOpMalMOHHbBIE TEXHOJIOTHH, pUMEHSEMbIe npu
JOKYMEHTUPOBAHUU U OpraHu3aluu paboThl C TOKyMEHTAMHU.
Ha peanmuzaruio Paboueit mporpammer oTBouTcs 20 4acos.
3aBepuiaercs oOyueHue 110 yueOHO JUACIUIIINHE MPOBEIECHUEM
mddepeHIrpoBaHHOTO 3a4éTa.



YYEBHO-TEMATHYECKHH IJTAH 1 COJAEP)KAHUE
«OCHOBbBI PEJAKTUPOBAHUA JOKYMEHTOB»

Ne HaumeHnoBanue Copepxan O0mm B TOM YHCJIE Camocrt. | Atrecran
n/ TeM ne it Jlekuu | TIpaKkTHYeCK | o601, ns,
. U, ue, yac.

1| 00Be gac yac. yac.
M
4acoB

1. | OcHoBHBIE Beenenue. 3amaun mpeamera; €ro 5 3 2
cofiepKaHHe.
MIOJIOKCHHS

CTHJIMCTUKH, JEKCUKU
u
(dbpazeonoruu

3HayeHue npeaMeTa Ui OBIAJACHUS
npodeccuil.
OHSITHE O MPAKTHYECKON CTHIIMCTHUKE.
OcHOBHBIE
%aszxenbl TEOpUU PEIAKTUPOBAHMUS.
COOEHHOCTHU
OCHOBHBIX Pa3/IelIOB HAYKHU O SI3BIKE.
CoBpeMeHHbIN
pycckuil nuTepaTypHblid A3bIK. OO1ee
MOHSTHE O

COBPEMEHHOM pyccKom
JTUTEpaTypHOM
SI3BIKE.

CTunmu COBpEeMEHHOTO PYCCKOTO SI3bIKA.

Jlekcuka u

¢dpazeonorus.  [lapoHuMEL.

[epudpass.

CunonuMbl. OMOHUMEBL. AHTOHHMEI.

IIneonasmel.

TaBronoruu. CMBICIIOBOI U

CTHJIMCTHYECKHUI 0TOOD

JEKCUYECKNX cpencTB. OmuoOKu B AETOBOM

CTHUIIe,

CBSI3aHHBIE C  MHOTI'O3HAYHOCTBIO
clioBa.

®paszeosiorus B JEIOBOM pPEUU.
Omuokw,

CBSI3aHHBIC C YIOTpeOIeHUEM

(hpa3eonornIecKux

000poTOB B AenoBoi peun. CrienuanbHas

JIEKCHKA.

Tepmunonorus. [lonsitTue o TepMuHAX M

tepmuHoniornd. Ciaydan mnepexona
TEPMUHOB B

paspsbl KHIKHBIX Cl0B. Tepmunoiorus
JIeJIOBOM




peun. IlpaBonucanne TepMHUHOB,

yHoTpeOsieMbIX B

nenoBoi peun. OdunuanbHO-IET0BOM

CTUJIb.
Omnpenenenue opUIMATBHO-EIOBOTO
CTHJIS.
Crnenuduka Aeaonponu3BOACTBEHHOTO
CTHIIS,

§qéTme ¢dop™m nenoBoii mHpOpMaLUH.
BYKOBBIE

JOKYMEHTBI, TeJIe()OHHBIE TEPErOBOPHI,

pabora ¢

panueit 1 TUKTOPOHOM.

OcHoBHbIE IpaBuia
npousHouieHus (opgosnust). Tekcrt
CITy’KeOHOTO
JIOKyMeHTa. Buapl TeKCTOB HX

CTUJIEBBIE
ocobenHocTH. [Ipobnemsl yHubuUKanuu
TEKCTOB.
CrpaBouHble H3JaHHUA 10 PYCCKOMY
SA3BIKY U
npakTU4eckoi ctuimuctuke. OCHOBHbBIE
CBE/ICHUS O
COBpPEMEHHBIX cioBapsiXx. OCHOBHbIE
npaBuiIa
TIOJTb30BAHMS CITPABOYHBIMH M3TaHUSMU 110

PYCCKOMY SI3bIKY U MPaKTHYECKON
CTUJICTHUKE.

OCHOBHEIE

ITOJIOKCHU A

TpynHbie cnydyan npaBonucanus. TpyaHbie
clIy4au




ophorpadun
Mopdonoruu

C DJIEeMEHTaMU
MPaKTUYECK
o
CTHIIMCTHKHU

IPAaBONMCAaHUs  TJACHBIX B KOpHE.
[IpaBonucanue npucraBok. [IpaBonucanue
CIIOXKHBIX M CJIOXHOCOKPAIEHHBIX CJIOB.
[IpaBonucanue » W B B  CIOBax.
[IpaBonncanue H M HH BO BCEX YAaCTAX
peun. YmoTpeOieHHE MPONMUCHBIX OYKB.
VYnorpebiieHne  OPONMMCHBIX  OyKB B
Ha3BaHUAX OpraHU3aluil, Y4YpeKIACHMI,

NPEeINPHUATHH,  WHOCTPAHHBIX  (UPM.
VYnorpebiieHe  TPONMHCHBIX  OyKB B
CIIO)KHOCOKPAIIEHHBIX CIIOBax u

ab0peBuatypax. IlpaBuia mepeHoca cioB.
Ilepenoc cmoB mno cnoram. Ciydan
OTCTYIUIGHHSI OT CJIOTOBOTO MPUHIIHIIA.
Nms cymectButensHoe. TpynHble ciaydau

ynoTpeOiaeHus bopm UMEH
CYILLIECTBUTEIIbHBIX. Crunucruueckoe
3HAYCHHE KAaTEerOpHUH
OZlyILIEBIEHHOCTU
—  HEOIYLIEBJIIEHHOCTH.

TpynHsle  cilyyad  HanmuCaHusT  UMEH
CYLIECTBUTENbHBIX. VIMs mpuaratenbHoe.
OcobenHoctu o0pa3oBaHHUs u
yrnoTpedneHns GopM CTeneHel CpaBHEHUS
npuiararenbHbiX. OmuoOky B 00pa3oBaHUU
M YHNOTpPEeOJCHUH TPOCTBIX M CIOXKHBIX
CTETIEHEH CpaBHEHMs. TpyaHbIE Cly4au
ynoTpeOiaeHus bopm UMEH
npuiaratenbHbix. VMg 9uMcIuTeNbHOE.
Tpynusie ciydan ymnoTpeOneHHs WMEH
YUCIUTENbHBIX. [IpaBuia npaBonucaHus
YUCIHUTENBHBIX. MectonMenne. Paspsaasl
MecTouMeHuil. OmuOKM, BO3HHUKAIOIINE
P OTHECEHUHU JIMYHOI'O MECTOMMEHMS K
HECKOJIBKMM  IIPEALIECTBYIOIIMM  €MY
CYIIIECTBUTEIIbHBIM. Ocobennoctu
ynoTpeodaeHus IIPUTSKATEIBHBIX u
BO3BpAaTHBIX  MecTOMMeHud.  Omudkw,
CBsi3aHHbIE C UX ynoTpebnenuem. Omuoky,




CBSI3aHHbIE c ynoTpedaeHrneM
MectouMeHuss «3Jto». [maron. Tpynuble
ciydyau ynorpeOieHuss ¢GopMm  IJarosna.
@opMBl COBEpPUICHHOIO BHJA TIJarojia C
MPUCTABKON

«3a» (THMa «3aBU3MPOBATH») B JCIOBOMH
peun. Kareropuss AeHCTBUTENBHOTO H
CTpaJaTeabHOTO 3aJI0TOB. Cnyuan
OLIMOOYHOrO yMOTPeOJeHHUsT BO3BPATHBIX
IJIarojioB CO CTpa/aTelbHbIM 3HAUEHUEM.
IIpuyactue. CuHOHUMHUYEcKHE  (HOPMBI
MpUYacTUil (apxandeckas 1 COBPEMEHHas).
HUx ynorpebieHue B  JUTEpPATypHOM

s3pIKe. TpynHbIe

ClIyyau HamucaHus npudactuil. Tpynssie
ciIyJau yHOTpeOICHHS dhopm
neenpudactuii. OmuOKu B




JIeTI0BOM CTHIIE, CBSI3aHHbIE c
ynorpebienueM neenpuyactuil. Hapeuwue.
Pazpsnpl  Hapeuwit 1o Ha3HAYEHHUIO.
Ynorpebienue CJIOKHBIX CTeTIeHe!
cpaBHeHMs B JenoBoM ctuie. [Ipemioru.
[Ipensorn, pacnpocTpaHEHHBIE B
HEUTpaJbHOM U O(UUIHAIBHO-JETI0OBOM
ctune. Tpyanele cilydyaun  HanMCaHUS

npeioros. Hoseie npeanoru tuna «B
neney», «Ilo muaum». Cor03bI W YaCTHIIHI.
Tpyanble cmydau yrnoTpeOJieHUs] COI030B U
YaCTHII.

Cunrakcuc C | I'maBHBIE YJICHBI MPEIIOKEHUS. 4
SIEMEHTaM CormacoBaHHbple ¥ HECOTJIACOBAHHBIC
u ornpeneneHus. OMMOKU NP COTVIACOBAHUU
IPAKTHICCK onpeieNieHuil ¢ CYyIIECTBUTENIbHBIMHU.
ou OcCHOBHbIE ~ BapHaHTHI COTrJIacoBaHUs
CTHJINCTUKH CKa3yeMoro ¢ TMOIeKAIUM B TEKCTax
JIOKYMEHTOB. Ckazyemoe npu
MOJIeXKAIEM, BBIPAKCHHOM COYETAaHUEM
CYILIECTBUTEIIBHOTO €
KOJIMYECTBEHHBIM
YUCJIUTEJIbHBIM. Ckazyemoe npu
MOJICKAIEM CO CJIOBaMH THUIIA:
«bonpmmHCTBOY»,  «MHOIO»,
«boneey u T.JI. VYnpasneHnue.
OnHococraBHOE MpeJIOKEHUE.
OnHoponaHbIe YJICHBI MIPETOKCHHUS.
CnoXHble CHHTAKCUYECKUE KOHCTPYKIHUU.
[Ipsmas
Y KOCBEHHAsI peyb.
OcHoBHble cBenenust | [IpenBapurensHoe YTEHUE TEKCTa, 4
0 TEXHUKE npoBepka GaKTUIECKOTro
PEAAKTUPOBAHHA Marepuana. Buabl mpaBku TEKCTa.
TexHuKa MpaBKHU TEKCTA.
Au¢pdepeHnmnpopan 2
HbIM  3a4€T
HUTOIo 20




MATEPUAJIBHO-TEXHUYECKOE U THOOPMALIMOHHOE
OBECINEYEHHME, HEOBXOJIUMOE JJISI OCBOEHUS PABOYEN

INPOI'PAMMBI

MarepuanbHo-TeXHHUYECKOe o0ecrieyeHue
[Tporpamma npeanonaraetT HaIuyue y4eOHOTO KabnHeTa. 000pyA0BaHHOTO:

— TI0CaJIOYHBIMH MECTaMH 110 KOJMYECTBY CITyIIaTeIIeH;

— pabo4uM MECTOM MpernoaBaTes;

— KOMIIBIOTCpaAMHU,

— HMHTEPaKTUBHOU JOCKOM 17001 MYJTbTHMEIMHHBIM KOMILJIEKCOM c
JIMIIEH3MOHHBIM ITPOTPAaMMHBIM 00eCTIeUeHHEM;

— KOMIUJIEKCOM Y4eOHO-METOAMYECKON JTOKYMEHTAIIHH.

TexHu4yecKue cpeacTBa O0yUCHHUS:

— OJJICKTPOHHBIC BUACOMATCPUAIBI,

— HOYTOYK;

— TIPOEKTOD.

HNudopmanuonnoe odecrneyenue ooydeHust
OcHosHble UCHOYHUKU, 3AKOHOOAMeNbHbIE U HOPMAMUEHbIE OOKYMEHMbl,
INIEeKMPOHHbBLE PeCypChl

OcnrosHble UCmo4YHUKU

1.HakopsaxoBa K. M. JIutepatypHoe penaktupoBanue. — M.: MU3natensctBo UKAP, 2015 — 432
c.

JlononHumenvHble UCHOYHUKU
1Ky3nenosa, T.B.; Cankuna, JI.B.; beikoa, T.A. u ap. [lenonpousBoactso. Opranuzauus u
TEXHOJIOTHH JOKYMEHTAIMOHHOTO obecrieueHus ympasieHus. Onutu-Ilana - M., 2016. -
359 c.
2Ky3nenosa, T.B.; Crenanos, E.A.; ®ununmnos, H.I'. Jlenonpon3BoacTBo U TexHUYECKas
nokyMeHTanus. Beicias mkona - M., 2013. - 159 c.

3HakopsikoBa K.M. Jluteparyproe pemaktupoBanue: OOmas Metoanka paboThl HaT
tekcToM. [Ipaktukym. M., 2012. —432 c.



14.
15.
16.
17.
18.
19.
20.

21

OIEHOYHBIE MATEPHAJIBI

Ilepedyenp BonpocoB k 1udhepeHIMpOBaHHOMY 3a4€eTy 110
Moy 0 «OCHOBBI PEIaKTUPOBAHUS TOKYMEHTOBY

donHeTuka

Pycckas nekcuka ¢ TOUKHM 3peHUs €€ IPOUCX 0K ICHUS

.Pycckas nexcuka ¢ TOYKU 3peHHsI €€ yIOoTpeOIeHUs

.Dpa3eonoru3Mbl

OMOHHMBI, CHHOHUMBI, QHTOHUMBI

CnoBooOpa3oBaHue

Nwms cymectBuTenbHOe. Mopdoaorndeckne, CHHTAKCUYECKHE MPU3HAKH
CYIIECTBUTEILHBIX.

[TpaBomnrcanue CyneCTBUTEIbHBIX.

Nwms gucnutensHoe. Pa3psiibl v paBoMMucaHnue YHCIUTENLHBIX

I'maron. ['pammaTudeckue npusHaku riarojna. [IpaBonucanue riiarojios
Nwms npunararensHoe. [IpaBonmcanue mpuiaraTeIbHBIX

[Tpuuactue. ['paMMaTudecke MpU3HAKKA MPUIACTUI U TPABONUCAHHUE.

. [IpuyactHbIit 000POT.

. Heenpuuacrtue. IIpaBonucanue neenpuyacTuii
. Hapeuwne. IIpaBonvicanue Hapeuunii.

. Cmy»eOHble 4acTH peuu: MpPeUIoTH, CO03bl, YacTHIbl. WX paspsaasl 1o 3HaYCHHIO,

CTPYKTYpE ¥ CHHTAaKCUYECKOMY YIOTPEOICHHUIO
[IpaBonmcanue npeayioros.

IIpaBonucanue cor30B

IIpaBomnucanue yacTuul.

CnoBocoueranue. CBs3b CIOB B CIOBOCOYETAHUIX
[Ipocroe mpemnoxenne

CnoxxHoe npeayioxKeHue

Crunu peun.

. Tumel peun.



METOIUYECKHUE MATEPUAJIbBI
Metoauueckasi pa3padoTka 3aHATHUS

Tema: CHUHTaKCHC € 2JIEeMEHTaMU IPAKTUYECKON CTUIIUCTHKHU.

IeJsb: onpenenenue CTUIs peun, 3aKpEIUICHUE MTOJyYE€HHBIX 3HAHUI.

MarepuaJsl K 3aHATHIO

OnpenesieHune THNA, CTHISL, THNIA TEKCTA.
Bonpocs! 1151 3aKkpenJieHisi TeOPpeTHYECKOro MaTepuaia mo TemMe:
1. HasoBute 0CHOBHBIE IPU3HAKU TEKCTA.

2.910 Takoe memHas  CBA3b?  Pacckaxure 0  cpeacTBax CBS3M  MEXKIY
MIPEIOKEHUSIMU TIPU 3TOM CIIOCO0E CBSI3U.
3. UYro Takoe  mapaleibHas cea3p?  Kakme  cpenctpa CBSI3U  MEXIY

MPEATIOKCHUAMHU XAPAKTCPHBI JJIS1 9TOT'O crocoba cBsa3u?

4. Yto Takoe a63an? Kakosa ero pons B Tekcre? 5.Ut0
TaKO€ MHUKPOTCKCT U MI/IKpOTCMa?

5.Kakue tumnbl peun Bbl 3HaeTe? YeM OHU OTIIMYAKOTCA APYT OT JApyra?

6. Ha3oBuTe OCHOBHBIE NMPU3HAKH MOBECTBOBAHMS, PACCYKIEHHUS, ONUCAHMS, TIIE
MIPUMEHSIOTCS 3TH TUIIBI peyun?

3aaHus 1/ NPAKTHYECKOr 0 3aHATHSA
3aganue 1
JlokaxuTte, 4YTO JAaHHOe BbICKa3bIBaHHE sBJsAeTc TekcToM. Omnpeneautre Temy
BbIcKa3bIBaHusA. Kak B JTaHHOM TeKcTe CBA3aHbI MPe/IJI0KeHus ?
Bocnuranuble I0QM yBaKalOT 4EJIOBEUYECKYIO JIMYHOCTh, a MOTOMY BCEr/la CHUCXOAMTENbHBI,
MSITKH, BEJIUBBI, YCTYMUuBEL. OHU He OYHTYIOT M3-32 MOJIOTKA WJIH TPOTIABIICH PE3UHKH; YKHUBS
C KeM-HUOY/1b, OHM HE JIEJaI0T U3 3TOr0 OJIOJKEHUS, a, YXO/Isl, HE TOBOPSAT: C BAMHU KUTh HEJIb34.
OHH TPOLIAIOT M IIIyM, W XOJIOJ, U OCTPOTHI, U NMPHUCYTCTBHE B MX JKWIbE MOCTOPOHHUX. OHHU
COCTpaJaTeNbHbl HE K OJHUM HUIIUM U KomkaMm. OHM OOJEI0T AYIIOW M OT TOro, 4ero He
YBUUILB IPOCTBIM IJ1a30M... (4. I1. Yexos.)

3ananmue 2

Tekcr cnucarh, paccTaBuTh 3anATbie. OnpeneJuTsb crnocod cBs3u npeaiaoxennin. Hazparn
THII peYH.

UTo0bl COXpaHUTh LIBETHI KYIUJICHHBIE 3a HEJENI0 10 Mpa3/JHUKa CTeOJIM LBETOB IOAPE3aloT
HAMCKOCh OCTpOW OpHUTBOI M CTaBAT IBETHI B BOJY KOMHATHOH Temmeparypbl. Uepes nBa-Tpu
yaca 3aBOpayuBalOT OyKeT B Tra3eTy M KiaJyT Ha HIDKHIOIO IMOJIKY XonoawibHuKa. Ha Tperuit
JIeHb TPOBEPSIOT OYKET CHOBA MO/pe3aroT cTeOnn Ha 1—2 ¢M yaca J1Ba JepKat LIBETHl B BOJIE U
OIATh KJIAAYT B XOJIOAWIbHHUK.

3amanne 3

Onpenennrte THN peYn TEKCTA, 000CHYTe CBOI OTBET.

1)CnaBmmii B yrity IOJTOBSI3bIH MapeHb JIET CEMHAALATH MPOCHYJCS U CeJl TO- TYPEIKH,
Tapaia Ha MeHs ri1asza. [lapeHb ObLT OTHEHHO, HEMBICIUMO SIPKO-PBIXK U



TaK KOHOIIAT, KAK MHE HU pa3y He JIOBOAWIOCH BUAETh. OH ObUI yCEsH BECHYIIKaMH pa3HBIX
BUJIOB U MacTeil: 10 30J0TUCTOMY (DOHY Pa3MBITHIX B CIUIOIIHOE MOJI€ KOHOIyIIEK Obula MyIIeHa
MeJKasi pPOCCHIIIb TEMHBIX TOYEK, KaK OYyJTO €ro CIPBICHYJIM JErTeM CKBO3b YHCTOE CHUTO. 3a
3TOM MeCTpsAAbI0 HE OBbUIO BUAHO 4epT ero juua. JIummb motom s OOHApPYXHJ, YTO y HETO
MPSIMOM, C JIETKOM TOPOMHKOM HOC, BBICOKHI JIOO C AByMsi Oyrpamu, OyTBUIOYHOTO I[BETA I1a3a ¢
PBIKEBATBIM OTIMBOM, KOTOPBIM UM IPUAABAIM IYIIUCTHIE PBKUE PECHULBL. Sl IPOCTO ocuer,
Oynaro B3rIsiHYJ Ha conHue. (FO. Haeubun.)

2)Tlo creHam, OKOJO KapTHHBI, JCHWIACh B BOAC (PECTOHOB IAayTHHA, HAIUTAHHAS IBUIBIO;
3epKaja, BMECTO TOTO, YTOOBI OTpakaTh HMPEIMETHI, MOIJIU Obl CIYKUTh CKOpEE CKpHXKaJsIMU
JUIs 3alIMCBIBAHUS HA HUX, 110 IbUIM, KAKUX-HUOY/Ib 3aMETOK Ha MaMsATh. KOBpbI ObLIM B MATHAX.
Ha nuBane nexano 3a0bpIToe MOJOTEHIE; HA CTOJIE PEAKOE YTPO HE CTosja He yOpaHHas OT
BYEpAILHET0 Y)KMHA Tapelika ¢ COJIOHKON U ¢ 00TI0JaHHON KOCTOUYKOM.

Ecnu 6 He 3Ta Tapesika, 1a He IPUCIOHEHHAs K ITOCTENN TOJIBKO UYTO BBIKYpEHHas TpyOKa, WK He
caM XO3sIMH, JIeKaIlUi Ha HEel, TO MOXKHO OBLIO MMOAyMaTh, YTO TYT HUKTO HE XKHBET, — TaK BCE
3aIbUIWIIOChH, TIOJUHSUIO ¥ BOOOIIE JIMIIEHO ObLIO KUBBIX CJIEOB YEIOBEYECKOTO MPUCYTCTBUS.
(H. A. I'onuapos.)

3)IlnacTmMaccoBBIX MOJOTEHEI| IOKa HeT. Beap TKaHW M3 XHMHYECKHX BOJIOKOH ILIOXO
BIIMUTHIBAIOT BOAY, II03TOMY UMU HENb3s BBITUPATh PYKH.

4) B HEeCKOJIBKUX BEpCTax OT MOCH JepeBHU HAXOMUTCst 6obinoe ceno [IyMuxuHO, ¢ KaMeHHO
LEpKOoBbIO BO uMs mpenoaoOHbix Ko3pMbl u Jlamuana. HampoTuB 3TOM LiepkBH HeEKorjaa
KPacoBaJIUCh OOIIMPHbIE TOCMOJICKUE XOPOMBI, OKPY>KEHHBIE Pa3HBIMH MTOCTPOHKaMH.

3amanmne 4

IIpoananu3upyiiTe TEKCTHI NYOJIMIMCTHYECCKOTO CTHJIA:
1.

1. npuMepamM M3 TCKCTOB MOATBCPAUTEC, YTO OHHU: a) HaIllMCaHbl Ha 06H_IGCTBGHHO
3HAYUMY1O, 3J'IO60,[[H€BHYIO TEMY, 6) aZIp€CoOBaHbl MAaCCOBOMY UYHUTATCIIIO, B)
IIPpU3BaHbI B03ﬂeﬁCTBOBaTB Ha pacCyIoOK W YyBCTBa yHuTaTeNed ¢ OCJIBIO
BOCIIMTAHUSA Y HUX BBICOKUX, 6J'Ial“0p0)1HBIX TpaXXJaHCKHUX YYBCTB,

2. HAOKAXKHUTC, YTO OJId TCKCTOB XAPAKTCPHA IpsAMAd U OTKPBITASA OLCHOYHOCTDH (663
o6pa1ueHH51 K XYJOXCCTBCHHbBIM 06pa3aM), B KOTOpOﬁ SPKO BbIpaK€Ha IO3UIHNA
aBTOpa, €ro CTpaCTHOC KCJIAHUC Y6€I[I/ITB YHUTATENS B CBOCH IIpaBoOTE;

3. HaliguTe A3BIKOBHIE CPEACTBA, CO3JAIOIIME OOILYIO SKCIIPECCHBHOCTh TEKCTA:
CICIIMATILHBIC BBIPA3UTEIIBHBIC CPEJICTBA — OIHTEThI, CPAaBHEHUS, MeTa(opbl,
PUTOPHYECKHE BOMNPOCHI WM BOCKJIMIAHUSA, MPOTHBOIOCTABICHUS U T.IL;
HaWJIUTe XapaKTepHbIC IS MyOJMIIUCTUIECKOTO CTHIISA CJIOBA M CJIOBOCOYCTAHMS,
0003HayaroIme



0000111éHHBIE 1 OOIIEeCTBEHHO-3HAYHUMEIE MOHATHUS  — IIOJUTHKH,
MOpAaJIi, HPAaBCTBEHHOCTH, KYJIbTYPbI, COLIMAILHBIX YYBCTB U T.II.

OIPEACIIUTE K KAKOMY KaHPY MOKHO OTHCCTH ,ZIaHHI)II\/’I TEKCT.

1 Bapuanr.
Jloka3pIBaTh, YTO TPAMOTHOCTb HAIIMX HIKOJBbHUKOB CHJIBHO TOHU3WIIACh, 3HAUYUIIO ObI JOMUTHCS
B OTKPBITYIO JBEpb. DTO OOHApYyXHMBaeTCs Ha NPUEMHBIX SK3aMEHaX B BBICHIME Yy4eOHbIE
3aBe/IeHUS M TEXHMKYMbI; Ha ypOBHE TIPAMOTHOCTH MAIIMHUCTOK WU MEPENUCYMIl, HEIaBHO
OKOHYMBIIMX ILIKOJY; MPH 00CIIEI0BAaHUAX ILKOJI, U BOOOIIE Be3/e, I/1€ MPUXOAUTCS HaOI01aTh
moaeil, oOyuyaBHIMXCS MUCbMY MocienHee Bpems. He Hano, KOHEYHO, AyMaTh, 4TO B IpEKHEE
BpeMs 0 3TON 4acTH BCE 0OCTOSIO OJIAromoIy4Ho; BOIPOC O MOAHATUU TPaMOTHOCTH BCErna
cTosm Ha odepeau. Ho Hamo OTKPOBEHHO NpU3HATH, YTO Ceiyac 3TOT BOMPOC MNPUOOPEN
COBEPILEHHO HEOOBIYHYIO OCTPOTY M YTO BOIUIM O HEJOMYCTUMON Oe3rpaMOTHOCTH MUTOMIIEB
Halled MIKOJbl OTHIOJb HE MpeyBeauueHbl. Hajo OTKpOBEHHO MpH3HATh, YTO 3TO Npoden B
HallleM MIKOJIBHOM JleJie JOIIEN /0 Pa3MepoB OOLIECTBEHHOro OeACTBUSA, YTO 00 3TOM HAJo
KpUYaTh U U3bICKUBATH MEPHI JJISl €r0 U3KUBAHMUSL.
JL.IIlep6a. be3arpaMOTHOCTh U €€ MPUUNHBI
2 papuanr.
VY KaXJ10ro U3 Hac «cBos peukay. HeBaxkHo kakas, Oosnbias Bonra unu mamotka Ycmanka. Bee
JU Mbl TIOHHMaeM, KaKoe 3TO COKpoBuule — peuka? M kak OHO YSA3BUMO, 3TO COKpoBuie?!
MOKHO 3aHOBO IIOCTPOMTH pa3pyLIEHHBIH ropoa. MOKHO NHOCaAUTh HOBBIM JIEC, BBIKONATH
npya. Ho xuByro pedky, €ciaum OHa yMHUPAeT, KaK BCSKHW >KMBOM OpraHu3M, CKOHCTPYHPOBATh
3aHOBO HEBO3MOXHO.
[Tocnennue Top1 BO BCEM MHPE HAET 03a00UEHHBIN pa3roBop o Boje. Boma cranoBuTCsS OmHOU
U3 TJABHBIX LIEHHOCTEW Ha 3emule. Ho kxorma roBopst:
«Muccucunu meneer» win: «Meneer Jlon», He Bce MOHUMAIOT, YTO KOPEHb MPOOIEMbI JIEKUT
Ha Oeperax MaJeHbKMX YCMaHOK U Jaxke O€3bIMSHHBIX peueK U pyderkoB. JKu3Hb 3apoauiach,
ocella U Pa3BUBACTCS OKOJIO PEK. TOJIBKO-TOIBKO MPOOUBIIUICS W3 3€MJIM KIIOYUK 0€3 MOJIb3bI
yke He Teuér. Ho, kpome Onar um pajgocTeil, oTaaBaeMbIX BceMy KHUBYLIeMy Ha e€ Oeperax,
pEUOHKa YIMOPHO HECET CBOIO BOJY B «OOIIMH KOTEM», U3 KOTOPOTO MBIOT CETOJHS OIpPOMHbIE
ropojia U KpymHbI€ IPOMBIIIICHHbIE LIEHTPBl. A €ClIi KaKOi-HUOYyAb TOpoj HauMHAeT CTPaJaTh
OT J&XIbl, €CIM MeJCIOT OOJbIINEe pEeKH, NEepBYI0 W3 MPUYMH HAA0 HCKaThb TaM, IJIe
PacroI0kKEHBI «KAUIUIAPBI» BOJHOW CUCTEMBI, - HA MaJIbIX PEUKaX.
B.IleckoB. OTeuecTBO
3amanne 5
1. Onpenenure, kK KakOMy QYHKIHOHAILHOMY CTHJIIO OTHOCHTCS TEKCT?
2.Ha3oBuTe riiaBHble 0COOEHHOCTH CTHJISA?
3.I'ne ucnoJib3yercsi 3TOT CTHJIb?

2. B kakux c(epax KU3HH NPUMEHSAETCH ITOT CTHIIb?
Cratbs 17



1. B Poccuiickoii ®enepanuy IPU3HAIOTCS U TaPAaHTHPYIOTCS IIPaBa U CBOOOILI YENIOBEKA U
rpakKJaHWHA COTJIACHO OOIIENpPU3HAHHBIM MPUHIIAIIAM U HOPMaM MEXIyHapOJIHOTO MpaBa M B
COOTBETCTBUH ¢ HacTodAlerd Koncturynuei.

2. OcCHOBHBIE IIpaBa M CBOOOIBI YEIOBEKA HEOTUYKAAEMBbI M NPHHAIICKAT KAKIOMY OT
POXKIICHHUS.

3. OcylecTBiieHne TpaB U CBOOOJ YETOBEKA M TPAKIAHMHA HE JOJDKHO HApyINaTh NpaBa M
cBoOob npyrux il (Korcturynusa Poccuiickoit deneparun).



OCHOBHAA ITPOI'PAMMA [NTPOPECCHOHAJIBHOI'O OBYYEHUA

MMPOTI'PAMMA IMTPO®ECCHUOHAJBHOM IMOJATOTOBKH IO
IMPOPECCHUM 21299 «AEJTOITPOU3BOJIUTEJIb»

PABOYASA TIPOI'PAMMA
IMTPAKTUYECKOI'O OBYYEHMUA:
YUYEBHASA U ITPOU3BOJACTBEHHAS ITPAKTUKA



COJAEPKAHUE

1. IOACHUTEJIBHAA 3ATIMCKA
2. YUEBHO-TEMATUYECKUM IVIAH U COJEPXAHUE
YYEBHOTI'O MATEPHAIJIA

3. MATEPUAJIbBHO-TEXHUYECKOE OBECITEYEHUE,
HEOBXOJVMMOE J1J151 OCBOEHU I PABOYEN ITPOI'PAMMbBI



MOACHUTEJIBHAS 3AIIMCKA

Leapb peasu3auuu NporpaMMbl M NJIAHUPYeMble pe3yJIbTaThl 00yUeHHust

Pabouast mporpamma yuebHol u npou3so0CcmeeHHol NPAKMuKY SBISIETCS YacCThbI0 OCHOBHOM
mporpaMMmbel  mpodeccuoHambHOTO  O0y4YeHHss MO  MPOo(EecCHOHANBHOW  MOJATOTOBKE
«/lemonpon3BoanTEINbY, pa3padOTaHHON Ha OCHOBE:

— Ilepeunss mnpodeccuit pabouymx, MODKHOCTEH CIYKallUX, IO KOTOPBIM OCYIIECTBIISETCS

npodeccuoHalibHOEe 00y4YeHHUE, YTBEPXKACHHOTO MpuKazoM MwuHuctepcTBa mpocsemieHus PO ot
14.07.2023 r. N 534,

— TpeOoBaHMii, yKa3aHHbIX B KBanmudukanmoHHOM CHPaBOYHUKE ODKHOCTEH pPYKOBOAUTENCH,
CHEIHMATUCTOB U APYTUX CiyxXamux 4-e u3nanue (yTBEpXkACH MOCTaHOBIeHHMeM Muntpyna PO
ot 21 aBrycra 1998 r. Ne 37 ¢ usmenenusamu ot 27 mapta 2018 r.)

Ha peann3anuio Paboueit IIPOrpaMMBbI OTBOJUTCS 188 4acoB.



YUEBHO-TEMATHYECKWH IIJIAH U COJIEP)KAHUE

YYEBHOM M MPOU3BOJCTBEHHOM ITPAKTUKH

HanmenoBanue Conep:xan 1011711171
TeM ue i
00Be
M
4acoB
Y4yeOHasi NPAKTUKA 124
Opranuzanus Tpebosanus k onvimy npakmuyeckou pabomol: 42
paboThI ¢ HopMaTuBHBIE TIpaBOBBIE AaKThl W HOPMATUBHO-METOIMYECKHE
JIOKyMEHTaMH JOKYMEHTBI,  OIpelessione  MOPSAOK  JIOKyMEHTAallMOHHOTO

oOecrieueHns ynpaBJIeHUs

Crpyxkrypa OpraHu3alkH, PYKOBOJCTBO CTPYKTYPHBIX
MoApa3AeICHUN
CoBpemenHble  HH(OpPMALIMOHHBIE  TEXHOJOTMM  pabOTBl ¢
JOKyMEHTaMU

[Topsimok paboThl ¢ JOKYMEHTaMHU

Cxembl JOKYMEHTO000pOoTa

[IpaBmiia paGoThl ¢ BXOAALIUMH, UCXOISIIMMU U BHYTPEHHUMHU
JOKYMEHTaMH

[IpaBuiia opranuzanuu 1 (GOpPMbI KOHTPOJISL UCTIOTHEHHSI TOKYyMEHTOB
B OpTraHU3aINH

TunoBbie CPOKU UCTIOTHEHUS TOKYMEHTOB

[TpunIUIB pabOTHI CO CPOKOBOM KApTOTEKOM

HaznayeHnne u TEXHOJOTHS TEKYLIErO M MpexynpeauTeIbHOr0
KOHTPOJIS

[IpaBuiia cocTtaBiaeHHs] aHATUTHYECKUX CIPABOK [0 OpraHu3aluu
paboThI ¢ JOKYMEHTAaMH U KOHTPOJIIO UCIIOTHEHHUS JOKYMEHTOB
[IpaBmia  AOKYMEHTAIIMOHHOTO  OOECIEeYeHUs  JEATEIbHOCTH
OpraHu3aIuH

Buael 1oKyMEeHTOB, UX Ha3HAUCHHE

TpeboBanus, MpeabsBiIsieMble K JOKYMEHTaM B COOTBETCTBUHU C
HOPMATHUBHBIMU aKTaMH U TOCYJaPCTBEHHBIMH CTaH/IaPTaMU
[IpaBmwia  cocraBmeHuss W opopwieHHs  HH(DOPMAIMOHHO-
CIPAaBOYHBIX, OPraHU3AIMOHHBIX, YIIPABICHUECKUX JTOKYMEHTOB
[TpaBuna cozmanus U Be[eHUs1 0a3 JaHHBIX CIIY>KEOHBIX JTOKYMEHTOB
B OpraHu3aIu

CucTeMbl 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

[IpaBuiia u CpoOKU OTIIPABKU UCXOISIINUX TOKYMEHTOB

TpeboBanus OXpaHbl TpyJaa

Tpyoossie oeticmsusi:

[Tpuem u nepBuyHas 00pabOTKa BXOIAIINX TOKYMEHTOB
[TpenBapuTensHOE pacCCMOTPEHHE M COPTHPOBKA JOKYMEHTOB Ha
PETUCTpUPYEMbIE U HE PETUCTPUPYEMbIE

[TonrotoBka  BXOAALIMX  JOKYMEHTOB  JJS  PacCMOTPEHUS
PYKOBOJUTETIEM

Perucrpanus BXOASIMX JOKYMEHTOB

Opranu3zanus J0CTaBKH IOKyMEHTOB UCIIOTHUTEISAM

Benenue 6a3bl JaHHBIX JOKYMEHTOB OpraHU3aIMN

Benenne nHpopManmoHHO-CIIPAaBOYHON pabOTHI

O06paboTka 1 OTIpaBKa UCXOSAIINX JOKYMEHTOB

Opranuzanus paboOThl IO PETUCTPALUU, Y4YeTy, XpaHEHHIO U
nepefaye B COOTBETCTBYIOIIME CTPYKTYPHBIE —IOJpa3/esIeHUs
JIOKYMEHTOB TEKYILET0 JAeJIO0MPOU3BOJICTBA




KOHTpOJ'IL HCIOJIHCHUA JOKYMCHTOB B OpTraHU3allun

Opranusanust Tpebosanus k onvlmy npakmuieckou pabomoi:

TEKyIETO HopmaTuBHBIE IpaBOBBIE aKThl, HOPMATUBHO-METOUYECKIE
JIOKYMEHTBI, TOCYJaPCTBEHHBIE CTAHAAPTHI, ONIPEACIIAIOIINE TOPSAIOK

XpaHCHUA JIOKYMEHTAIMOHHOTO 00ecIieueHunsl yIpaBIeHUs

AOKYyMEHTOB Bunst HOMeHKIaTyp, 001IMe TpeGoBaHus K HOMEHKIIAType, METOIUKA

ee cocTaBJIeHHUS U opopMIIeHUS

[TpaBuia cornacoBaHusi HOMEHKJIATYPHI JIeJ C BEJOMCTBEHHBIMU
apXMBaMH U SKCHEPTHON KOMUCCUEHN

[Topsimok popmupoBanust 1 0OpMIIEHHS JIel, crienupuKa
(dbopMUpPOBaHUSA OTIEIBHBIX KATETOpUi Ael

[TpaBuia xpaHeHuUs A€, B TOM YHUCIIE C

JIOKYMEHTaMU OTPaHUYEHHOT0 JOCTyTa

[TpaBuia BbIIaYM U MCTIONIB30BAHHS JOKYMEHTOB U3
c(hopMUPOBAHHBIX JEIT

TpeboBanus OXpaHbI TpyJaa

Tpyoosvie Oeticmausi:

Pa3paboTka HOMEHKIATYPBI /1€ OpraHU3aluN

[TpoBepka mpaBmiIbHOCTH OGOPMIIEHHS TOKYMEHTOB U OTMETKH 00
UX UCTIOJIHEHUH Tepe]] X (OPMHUPOBAHUEM B JIEIIO IS
MOCIIEAYIOIIET0 XPaHEHHS

dopmynupoBaHUE 3aroJOBKOB JIeN M OTNpeIeTICHHEe CPOKOB UX
XpaHeHus

dopMupoBaHUE JEI

KoHTposb npaBuiIbHOTO U CBOEBPEMEHHOTO paclpeesieHus U
MOJIIMBKY JJOKYMEHTOB B JIeNIa

Opraxusanust Tpebosanus k onvlmy npakmuieckou pabomoi:

00paboTKu 1en Uil HopMaTHBHBIE PABOBbIC AKThI, HOPMATHBHO-METOIHIECKUC
OOCICAYIOMETO JOKYMEHTBI, TOCYAapCTBEHHBIE CTAHAAPTEI, OIIPEACIIAIONINE ITIOPSITOK
XpaHEHUs

JIOKYMEHTAI[MOHHOTO 00eCIieueHus yIpaBIeHUs

Kpurepun pazneneHust JOKyMEHTOB Ha TPYIIIbI B COOTBETCTBUU C
LEHHOCTHIO UH(OPMALIUH, COAEpKAIIecs B HUX

[Topsimok UCIIOJIB30BAHUS TUIIOBBIX WJIM BEJOMCTBEHHBIX MEPEUHEN
JIOKYMEHTOB, OIIPEEIICHHs] CPOKOB XpaHEHUS B ITpoLiecce
AKCHEPTHU3bI LIECHHOCTU JOKYMEHTOB

[Topsimok co3nanusi, OpraHu3aluy U JOKYMEHTHPOBAHUS PaOOThI
AKCIEPTHON KOMHUCCUU

[IpaBuiia coctaBieHUs U YTBEPKAEHHUS MPOTOKOIa pabOThI
AKCIEPTHON KOMUCCUU

[IpaBuna cocTaBieHHs U YTBEPKIACHUS aKTa O BbIACICHUU
JIOKYMEHTOB, HE MOJJIEKAUIUX XPAHCHUIO

[TpaBuiia TexHU4YeCKOM 00pabOTKU U MOTHOTO OGOPMIICHHS e
MIOCTOSIHHOT'O U BPEMEHHOI'0 CPOKOB XPaHCHHUS

IIpaBuna cocTaBieHHs OMKUCH JI€] IOCTOSHHOTO U BPEMEHHOT'O
CPOKOB XpPaHEHHS B COOTBETCTBUU C JICUCTBYIOIIMMHU HOPMATUBHO-
METOJAMYECKUMU JOKYMEHTaMHU

[IpaBuna nepegauu A€ B apXuB OpraHU3aluu

TpeGoBanus oXpaHbl Tpya

Tpyoossie oeticmsusi.

[IpoBepka CpOKOB XpaHEHUsI JOKYMEHTOB, COCTABIICHUE
MPOTOKOJIA pabOTHI 3KCTIEPTHOM KOMUCCHUH TIO TIOJITOTOBKE
JIOKyMEHTOB K

XPaHEHHIO, aKTa O BBIJICJICHUU K YHUUTOXKECHHUIO TOKYMEHTOB, HE




MOJJIEKALINX XPaHEHUIO

CocraBieHre BHYTPEHHEH OnHUCH el 7151 0c000 IIEHHBIX
JIOKYMEHTOB

Odopmitenne eyt HOCTOSHHOTO, J0JITOBPEMEHHOTO CPOKOB
XpaHeHus

Odopmitenne 06JI0KKH J1e]1 MOCTOSIHHOTO, JIOJATOBPEMEHHOTO
CPOKOB XpaHEHUs

CocraBieHre ONMCH JEI TOCTOSHHOTO, JOJITOBPEMEHHOIO
CPOKOB XpaHEHUs

Ilepenava nen B apXuB opraHu3alnuu

IIpousBoacTBen | Buowvl pabom (mpyoosvie (hyHKyuu): 64
Hasl MPaKTHKA Opranuzanus paboTsI €

nokymeHTamu OpraHu3aius

TEKYIIETO XpaHEHHS JOKYMCHTOB

Opranuzanus 00pabOTKH JIes JUIsl MOCCTYIOIIETO XPaHESHUS
HUTOIO 188

MATEPUAJNBHO-TEXHUYECKOE OBECIIEYEHME,

HEOBEXOJMUMOE JIJIsI OCBOEHUS PABOUYEM ITPOI' PAMMBI

Peanuzanus IporpaMmsel peArojIaracT HaJinuIue yqe6H0ro KaOuHeTa.

O6opynoBaHue yueOHOTO KaOHHeTA:

— MOCaJAOYHBIC MCCTa 110 KOJIMUCCTBY cnymaTeneﬁ,

— pabodee MeCTO MpeTnoaaBaTes,

— KOMIIBIOTCPHBI;

— yueOHas JuTepaTypa,

— KOMIIJICKT y‘leGHO—MeTOHI/I‘ICCKOP’I JOKYMCHTAIUU;

— KOMIIBIOTEP, SKpaH, MyJIbTUMEIUATIPOEKTOP.
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