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1. HEJIX OCBOEHUA JUCHUTIIMHBI

11

JIaTh CTYICHTaM CHUCTEMHOE NPECTaBICHUE O CBOMCTBAX, IPU3HAKaX, QYHKIUAX, CTPYKTYpe M MHOTOOOpa3uy JTOKYMEHTOB,
uX KJIaccHu(hUKaAIMK, METOAAX U criocobax cobopa, 00paboTku HHPOpMALINK, a TAKKE O3HAKOMHUTH CTY/ICHTOB C IIPOIIECCOM UX
co3aanust, 00padOTKH, XpaHEHHS M UCTIOIB30BAHUS B AATEILHOCTH COOTBETCTBYIOIINX OPTAHOB BIIACTH M OpraHU3aLUH

2. MECTO JUCHUILITMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OOIT: |E1.0.04

2.1

TpeGoBaHus K NpeABAPUTEIbHOM MOATOTOBKe 00y4al0UIerocs:

211

Beenenue B mpodeccnoHanbHYIO A TEIBHOCTD

2.2

I[P[CIH/I]I.]'II/IH])I N MPAKTHKH, I KOTOPBIX OCBOCHHE JTAHHOM TUCUHIIJIMHBI (MOI[yJISI) HeOﬁXOIII/IMO KakK
npeamecTrByrouiee:

221

OCHOBBI yIIpaBJI€HUS IEPCOHATIOM

222

VYueOHast IpaKkTUKa, O3HAKOMHTEIbHAS MTPAKTHKA

2.2.3

IoaroroBka K mpoLeaype 3aIlUThl U 3alIUTa BBITYCKHOH KBATH(QHUKAIIMOHHOH paboThI

3. KOMIIETEHIINHX OBYYAIOINEI'OCs, @OPMUPYEMBIE B PE3YJIBbTATE OCBOEHUS JUCIIUIIJINHbBI

(MOJLYJIST)

IIK-1.4: Benet 1e/10NpoU3BOACTBO U JOKYMEHTO000POT B OPraHax my0oJu4HOi BJIacTH

B pe3yabTaTe ocBOeHHS TMCHUILIAHBI 00yYaIOLIUICS 0/KeH

3.1|3uaTs:
3.1.1|- oCHOBHI 3aMOJHEHHS JOKYMEHTOB B OPTaHU3ALUH - TEOPETHYECKUE OCHOBBI IOKYMEHTOBEICHUSI, €T0 TEPMUHOJIOTUIO U
3a7a4u
3.2|Ymetn:
3.2.1|- BecTr cOop 1 006pabOTKy HH(POPMALIMH U y4acTusi B UHPOPMATU3AIMHU JIEATEIBHOCTH COOTBETCTBYIOIIUX OPTaHOB BIACTH U

OopraHu3ainui

3.2.2

- BECTH KaApOBOEC ACIONPONU3BOACTBO U OPTAHU30BbIBATH APXUBHOC XPAHCHUE KAAPOBLIX JOKYMEHTOB B COOTBECTCTBUHU C
I[CﬁCTByI-OllIHMH HOPMATUBHO-IIPAaBOBBIMH aKTaMU

4. CTPYKTYPA U COJIEP’KAHME JUCIAIIIMHBI (MOLY.JIsT)

Kon HaumenoBanue pa3nenoB u TeM /Buja | Cemectp / | YacoB | Komneren- | Jlutepatypa IIpumeuanue
3aHATHS zanaTHs/ Kvnc 1101
Pa3nen 1. Paznen 1. lokymeHT n
CHCTEMbI JOKYMEHTALUH.
YnpaBienueckasi JOKyMeHTAILUS
11 IlonATus noKymMeHTa, 1eI0IpPON3BOICTBA 1 2 IK-1.4 J1.2
U JIOKYMEHTHPOBAHUS, BUIOB JI1.3J12.1J13.2
JokymeHTtoB. /Jlex/ /JIex/ 31323354
1.2 Bunpr HopMaTHBHO-METOAUYECKUX 1 4 TIK-1.4 JI1.2J12.2J13.1
JIOKYMEHTOB JJI1 OpraHu3aluu 93
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUS
ynpasienus. /Ip/ /Tlp/
1.3 IonsTre yHuUKAIMK U CTaHIAPTH3ALMI 1 4 IK-1.4 J1.2
noxkymentoB /Cp/ /Cp/ JI1.4J12.2J13.1
33
Pa3nen 2. Pa3nen 2. TpeGoBanusi k
0()OpMJIEHUIO PEKBU3NTOB
2.1 CocTaB pEKBU3UTOB U MPaBUJIA UX 1 2 IK-1.4 J1.2
odopmienus /Jlex/ /Jlex/ JI1.3J12.1J13.1
31323354
2.2 bnanku noxymenToB. ®opmysip- 1 6 IK-1.4 JI1.2J12.1J13.1
obpazen /I1p/ /Tp/ 23




2.3 T'OCT P 7.0.97-2016 Cuctema craHnapToB TIK-1.4 J1.2
o HHPOpMaIK, ONOTUOTCUHOMY U JI1.3J12.1J13.1
U37aTeIbCKOMY €Iy OpraHU3al[OHHO- 010323354
pacnopsauTenbHas JOKyMEHTaINs
TpeboBaHuUs K 0DOPMIICHHIO JOKYMEHTOB
/Cp/

/Cp/
Paznen 3. Pasnen 3. JlokymenTnpoBanue
TPYAOBBIX PABOOTHOLIEHMIT

3.1 Riaccudukanus ToKyMeHTaIH 1O IK-1.4 JI1.2J12.1J13.1
0(OPMIICHUIO TPYIOBBIX IPABOOTHOIICHHUI 93
/JTex/ /Jlex/

3.2 [MocnenoBaTenbHOCTh OPOPMIICHUS 1 IK-1.4 J1.1
€OCTaB JIOKYMEHTOB IIPH NOCTYIUICHUH Ha JI1.2J12.2J13.1
pab6oty /p/ /TIp/ 33

3.3 IIpaBuna 3an0IHEHUS TPYIOBBIX KHUKEK IK-1.4 JI1.2J12.2J13.1
/Cp/ /ICp/ 93
Paznen 4. Paznen 4. Odopmiienne
OPraHN3anHoOHHO — PACIOPSANTEIHHOI
AOKYMEHTALUU

4.1 IMTpaBuina oopMiIeHUs OpraHU3alMOHHOM IK-1.4 J1.2
nokymenranuu /Jex/ /Jlex/ J11.4J12.2J13.2

01323354

4.2 OcobeHHocTH 0hOPMIICHUS IK-1.4 J1.2

pacniopsauTeNbHbIX AokymenToB /TIp/ /TIp/ JI1.4J12.2J13.2
23

4.3 YcraB opranuzanuu, ero ocooensHoctu /Cp/ [K-1.4 J1.2

/Cp/ JI11.4J12.2713.2
01323354

Paznen 5. Paznen S. Ogopmienne

HH(GOPMaNHOHHO-CIPABOYHOI

JOKYMEHTALUH U JOKYMEHTOB

KOJITIerHaJbHBIX OPTaHOB

5.1 IMpaBuna odopmiaeHus HHGOPMALIMOHHBIX IK-1.4 JI1.2J12.2J13.2
nokymenToB /JIex/ /Jlex/ 23

5.2 Oco0GeHHOCTH CITapaBOYHOI JOKYMEHTAIMH IIK-1.4 JI1.2J12.2J13.2
Mp/ Mp/ 93

5.3 [IpoTtoxour, ero BUIBI U TIpaBUiIa IIK-1.4 JI1.2J12.2J13.2
odopmnenus /Cp/ /Cp/ 93
Pa3nen 6. Paznen 6. CoBpemenHoe
JeJI0BOe MUChMO

6.1 Buapr iucem u nipaBuiia odopmienus /JIex/ [IK-1.4 JI1.2J12.2J13.2
/JTex/ 33

6.2 Henosoe miucemo /Ip/ /Tlp/ [IK-1.4 JI1.2J12.2J13.2

33

6.3 [TpaBuia HanKMCaHUS TEKCTA ETIOBBIX TUCEM [K-1.4 JI1.2J12.2J13.2

/Cp/ /ICp/ 393

Pazpnen 7. Pazaes 7. Opranusanust
J1eJIONPOU3BOACTBA HA NPEANPUSATHH.
IloaroToBka ey K XpaHEHHIO




7.1 Opranuzanus eJI0NpoOr3BOJICTBA Ha 1 4 [1IK-1.4 JI1.1
npennpusitud. [logroroska nem K JI1.2J12.1J13.1
xpanenuto /Jlex/ /Jlex/ J3.2

33

7.2 IMopsinox GpopMUpOBaHUSI HOMEHKIIATYPEI 1 6 MK-1.4 |[JI1.1J11.2]J12.1
JIeNT, XpaHeHHe JOKYMEHTOB B JI2.2J13.1 JI3.2
opranuzanuu /IIp/ /IIp/ 01323354

7.3 KoH}uaeHunaisHOCTh JOKYMEHTOB, 1 4 [IK-1.4 JI1.1J11.2
TIOHSTHE HJIEKTPOHHOTO JI1.3J12.1J13.1
nokymentoobopora /Cp/ /Cp/ JI3.2

33
7.4 /Kontp.pab./ 1 0 IK-1.4 J1.1J11.2
JI1.3J12.1
J12.2J13.1 JI3.2
21323354
7.5 /Ox3amen/ 1 27 [K-1.4 JI.1J11.2
JI1.4J12.1
J12.2J13.1 JI3.2
21323354

5. OHEHOYHBIE CPEJACTBA

5.1. OueHo4ynbie MaTePHAJIbI ISl TEKYIIEr0 KOHTPOJISI U MPOMEKYTOYHOI aTTecTalluK

HpeﬂCTaBﬂeHLI OTACIbHBIM JOKYMEHTOM

5.2. OuneHo4ynble MaTepHAJIbI JIsI ANATHOCTUYECKOT0 TeCTHPOBAHUS

HpCIlCTaBJ'ICHI)I OTACJIIbHBIM JOKYMEHTOM

6. YHAEBHO-METO/JMYECKOE H HTHOOPMAIIMOHHOE OBECIIEYEHUWE JTUCHUIIJIMHbBI (MOAY JIS)

6.1. Pexomennyemasi 1urepatypa

6.1.1. OcHoBHas qUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, ron | Koang-Bo
JI1.1 |Kynses H.H., KoHdpuaennunanpsHoe AEI0NPOU3BOACTBO U 3AIUIIICHHBIH Mockaa: 1
Hemymkun A.C. JIEKTPOHHBIN JOKYMEHTO000pOT: YueOHHK Wznarensckas
rpynma "Jloroc",
2020, sneKkTpOoHHBIH
pecypc
JI1.2  |Kopnees U. K., JloKyMeHTHpOBaHHUE YIpaBICHUECKON esSTebHOCTH: YueOHUK |[M3narenscTBo 1
[Mmenko A. B. Y TIPAKTUKYM JIJISl BYy30B IOpaiir, 2021. —
384 c., 2021, URL:
3JIEKTPOHHBII
pecypc
JI1.3  |IInmmapes B.1O. Mertposorus, craHIapTU3anys, cepTuUKaAIMS, TEXHUIECKOe Mocksa: OOO 1
perynupoBaHue U JOKYMEHTOBeIeHHe: YueOHHK "KYPC", 2024,
3JIEKTPOHHBIN
pecypce
JI1.4 |Hoponmna JI. A., JlokyMeHTOBeIeHHE: YUeOHUK U MPAKTUKYM JUIS BY30B Mockaa: FOpaiir, 1
Wsanosa JI. A., 2024, >neKTpOHHBbII
Kapmeruesa E. B., pecypc
ITmenko A. B.,
Pacuxuna JI. ®.

6.1.2. lonoJIHUTebHAS JIMTEpaTypa

ABTODBI, COCTaBUTEIHN 3arnaBue WznarenscTBo, rox | Koanu-Bo




ABTOpLI, COCTaBUTCIIN 3ariaBue I/I3,HaTeJ'II>CTBO, romg Konuu-Bo

JI2.1 |Ky3ueuos U. H. JIOKyMEHTalMOHHOE 00ECTICYCHUE YIIPABIICHHS. Mockaa: IOpaiir, 1
JlokyMeHTO00O0pOT U JeNIONPOU3BOJCTBO: YUEOHUK U 2022, aneKTpOHHBIH
MIPAaKTHKYM JJISI By30B pecype
JI2.2  |Konpmmkuna T. b., JlenoBble KOMMYHHUKAITUH, TOKYMEHTOOOOPOT U Mockaa: IOpaiir, 1
IMycruna U. B. JEeTONPOU3BOACTBO: YueOHOe ocodue 11 By30B 2022, >1eKTpOHHBIIT
pecype

6.1.3. MeTtonnueckue pa3pabdoTku

ABTODBI, COCTaBUTEIHN 3arnaBue WznarensctBo, rox | Konuu-Bo
JI3.1 |HoponunalJl. A., Opranuzanys ¥ TEXHOJIOT U JOKYMEHTaIlMOHHOro obecnieueHus [Mocksa: IOpaiit, 1
Upurukosa B. C. yIrpaBiieHHs: YUeOHUK U IPAKTUKYM I BYy30B 2022, 31eKTpOHHBIN
pecypc
JI3.2 [Hdoponuna JI. A., JlokyMeHTOBeIeHHe: YUeOHUK U IIPAaKTUKYM AJIs By30B Mocksa: FOpaiir, 1
Wsanosa JI. A., 2022, 31eKTpOHHBIN
Kapmeruesa E. B., pecypce
[Tmenxo A. B.,

Pacuxuna JI. ®.

6.2. Ilepeuens pecypcoB HHGOPMALHOHHO-TeJIeKOMMYHHKAIHOHHOH ceTH ""UHTepHeT"

31 |[XKypnan "[denonpousBoacTo”
V3meHeHus B JOKyMEHTOO00POTE (B T.Y. 3JEKTPOHHOM), PETHCTPALINU U O(POPMIICHHH JOKYMEHTOB, KOHTPOJIb UX
ucnonnenus. GopMupoBanue e, apxusHoe aeio.https://www.top-personal.ru/officeworks.html

32  |Caiit o kagpoBoMy jaenonpou3BoacTBy http://www.kadrovik-praktik.ru

23  |TapanT-uH()OPMAIMOHHO-TIPaBOBOM moprai. http://www.garant.ru/

24  |HR-Portal http://hr-portal.ru/

6.3.1 Ilepeyenb MpOrpaMMHOro odecrevdeHust

6.3.1.1|ITporpammsl, obecieunBaroIIne JOCTYI B ceTh MHTepHeT (Hanpumep, «Google chromey);

6.3.1.2|ITporpaMMBI TSt IEMOHCTPALIMH U CO3IaHuUs Mpe3eHTanui (Hanpumep, «Microsoft PowerPointy).

6.3.2 Ilepevyenb nHGPOPMAIUOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|apant-uHpOopMannoHHO-TpaBoBoi mopTai. http://www.garant.ru/

6.3.2.2|Koncynsrantlimtoc —HazexHas mpaBoBas mojiepskka. http://www.consultant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCHUIIJIMHBI (MOIY JIs1)

7.1|Y4eOHble ayAuTOPUH AJIS MPOBENICHNS 3aHATHH JICKLIMOHHOTO TUIIA, 3aHATUH CEMHHAPCKOTO THIA (MPAKTHYECKUX 3aHATHI),
IPYMIOBBIX U HHAWBUAYAJIBHBIX KOHCYJIbTANH, TEKYIIETO0 KOHTPOJIS U MPOMEKYTOUHON aTTeCTallu1, YKOMIIJIEKTOBAHbI
CHENMANTN3UPOBAHHON MEOEBI0 U TEXHUYECKUMHU CpelicTBaMK 00yUueHHs (JI0CKa, SKpaH (CTallMOHAPHBIA WK MIEPEHOCHON),
npoekTop). [ToMemenus Ast caMOCTOSATENbHON paboThl 00yJaloMNXCsl, OCHAICHHbIE KOMIBIOTEPHOH TEXHUKOM C
BO3MOJKHOCTBIO MTOJKIIOUEHH K ceTH "MHTepHeT" 1 oOecneueHus J0CTyIa B JIEKTPOHHYIO0 HH)OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpelly OpraHU3alHu.




