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1. ITacnopt pado4eii nporpaMmmbl y4eOHO# NPaKTHKH
1.1  O6aacTb NpUMeHEHHUsI POTrPaMMbI

Pabouas nmporpamma ydeOHO# mpakTuku 1o npodeccuonanibHoMy Moy [IM.01 OcymiectBienue
OPTraHU3aIMOHHOTO U JIOKyMEHTAIMOHHOTO 00ECIeUeHHs AEATEIbHOCTH OPTaHU3AIMH SBJISIETCS YacThIO
IIPOrpaMMBbI MOATOTOBKH CHEIUAIUCTOB cpeAHero 3BeHa mno crenuanbHocTd CIIO B cOOTBETCTBUM B CO-
otBercTBrM ¢ ®I'OC no cnenmansnoctu CI1O 46.02.01 JlokymMeHTalMOHHOE 0OecrieueHIe YIpaBiIeHUs U
apXMBOBEJCHHUE B YacCTH OCBOEHHUS OCHOBHOrO BHja nestenbHOCTH (BJl): ocymiecTBienue opraHu3aiu-
OHHOTO M JIOKYMEHTALMOHHOTO 00eCIeYeHus AeITeIbHOCTH OPTraHu3alii U COOTBETCTBYIOIINX OOLINX U
npodeccuoHabHbIX KommnereHui (I1K):

K 1.1. OcymiecTBiATh MpHUEM-TIepeaady yIpaBIeHUECKOM HHPOPMALUU C IOMOIIBIO
CpeACTB
MH(POPMAIIMOHHBIX M KOMMYHUKAITMOHHBIX TEXHOJIOTUH.

IK 1.7. OdopMiATs OpraHU3allMOHHO-PACIIOPAJUTEIbHbIE JOKYMEHTBl U OPraHU30BbIBATH
paboTy ¢ HUMH, B TOM YHUCIIE C UCIOJIH30BAHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

IIK 1.8. OdopMIIATh JOKYMEHTHI 110 JMYHOMY COCTaBY U OPraHU30BBIBATh PabOTy C HUMH, B
TOM YHCJIE C UCIIOJIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

IK 1.9. OpraHu3oBbIBaTh TEKYyIllee XpaHEHHE JOKYMEHTOB, 0OpabOTKy Jaed AJs OnepaTHB-

HOI'O U apXMWBHOI'O0 XpaHCHHUsA, B TOM YHCJIC C HCIIOJB30BAHMEM ABTOMATU3WPOBAH-
HBIX CUCTCM.

1.2 MecTo nNpoOu3BOJACTBEHHON MPAKTHKHN B CTPYKTYpe NMPo(hecCHOHATBLHOT0 MOYJIsI

VY4eOHast mpakTUKa BXOAUT B npodeccronanbHbiii Moaynb [IM.01 OcymiecTBienne opranusamnm-
OHHOTO M JOKYMEHTAIIHOHHOTO OOecriedeHusl AesITeIbHOCTH OpraHu3allii U MPOBOJIUTCS IOCIE 3aBep-
IICHUs TPOLIECCa OCBOSHUS CTYJIEHTaMH NMPO(EeCCHOHANBHBIX KOMIIETCHIIMH B paMKax IaHHOTO Ipodec-
CHOHAJIbHOTO MOMYJIS.

1.3. Hesan u 3aga4u yuyeOHOM NpakTUKU npopeccuonanbuoro moayuas IIM.01 Ocymecrts.ie-
HHE OPraHU3ALUMOHHOTO U JOKYMEHTAIMOHHOT0 00ecneyeHus1 1esiTeJIbHOCTH OPraHu3aIun.

C uenpio yriuyOyeHus 3HAHWM U OBIAQJICHUS YKA3aHHBIM BUIOM MpOo(ecCHOHANbHON AesSTeNbHOCTH U

COOTBeTCTBYI-OHII/IMI/I HpO(l)CCCI/IOHaJ'II)HBIMI/I KOMIICTCHIIUAMU CTYJIGHTI)I B pe3ynLTaTe HpOXO)KI[eHI/IH

y4eOHOW MPAKTUKU JOJKHBIL:

NMOJYYUTh NPAKTHYECKHU I ONBIT:

- IoNTy4yeHue HeoOxoIuMoN nHGOpMaIuK U Mepeaada CaHKIIMOHUPOBaHHOW WHGOPMAIIUU C UCTIOIh30Ba-
HUEM CPECTB MHPOPMAIIMOHHBIX 1 KOMMYHUKALIMOHHBIX TEXHOJIOTHUI;

- KOOpAMHALKS paboThl MPUEMHON PYKOBOAMTENS U 30H IPpUEMA pa3IMYHbIX KaTerOpuil MoceTUTeNneil op-
raHW3aIH;

- INIAaHUPOBaHKE PaboYero BpeMeH! PYKOBOIUTENS U paboYero JHS CEKpeTaps;

- OpraHu3alus JEJI0BBIX MOE3J0K PYKOBOIUTENS U IPYTUX COTPYIHUKOB OpraHU3AIINM;

- OpraHm3anus u nojjaepxanue GyHKIMOHATLHOTO pab0vero mpoCTPaHCTBa;

- OpraHu3anus MOATOTOBKHU U MPOBEACHHE KOH(PEPEHTHBIX MEpONpUATHH, oOecrieueHne WH()OPMAIIHOH-
HOT'O BSaHMOHeﬁCTBHﬂ pYKOBO)II/ITeJ'ISI C HO}Ipa?;)IeJ'IeHI/ISIMI/I 1 JOJKHOCTHBIMHU JIUIIAMHU opraHmauI/m;

- ohopmiieHHE OpraHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB M OPraHU3aIlK padOThl C HUMH, B TOM
YHUCJIE C UCTIOh30BAHNEM aBTOMATU3UPOBAHHBIX CUCTEM;

- ohopMIIeHHE TOKYMEHTOB IO JINYHOMY COCTaBY M OpraHu3aius paboThl ¢ HUMH, B TOM YHUCIIE C UCTIOIb-
30BaAaHUECM aBTOMaTI/ISI/IpOBaHHBIX CUCTEM,

- OpraHu3aius TEeKYyIIero XpaHEeHUs JOKYMEHTOB, 0OpaOOTKH e ISl ONEPaTUBHOTO U apXHUBHOTO Xpa-
HEHMUA, B TOM YUCJIE C UCIIOJIb30BAHUEM aBTOMaTI/ISI/IpOBaHHBIX CUCTCM.

yMeTh:

- OpraHu30BbIBaTh paboyee MEeCTO B COOTBETCTBUHU C TPEOOBAHUSIMHU SIPTOHOMUKHU U KYJIbTYpPHI TPYa;

- obecnieunBath pabodee MecTo U (PyHKIIMOHAIBHOE pabouee MPOCTPAHCTBO HEOOXOIUMBIMU CPEACTBAMHU
OpFaHHSaHHOHHOﬁ TEXHUKU, MG6CJ’IBIO nu KaHI_[eJ'IﬂpCKI/IMI/I HpI/IHaI[J'Ie)KHOCTSIMI/I;

- IO/IEP’)KUBATH CPEJICTBA OPTAHU3AI[MOHHON TEXHUKHU B pab0OYeM COCTOSIHHH;

- MPUMEHATH B paboTe cpeicTBa MHPOPMAIIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHIA;



UCIOJIb30BaTh CPEACTBA MH(DPOPMAIIMOHHBIX U KOMMYHHMKAIIMOHHBIX TEXHOJOIMH I NOJy4YEeHUs U Ie-

penauu uHGOpPMaLIUY;

yCTaHaBJIMBaTh U MOAJAEPKHUBATH KOMMYHUKALIUU B IPOLIECCE AETIOBOI0 OOLIEHUS C MOMOILBIO CPEICTB

MH(POPMAIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH;
- OCYLIECTBIATh cOOp, 00pabOTKy MH(POPMALMHU, CUCTEMATU3ALUIO MOIY4aeMbIX U NEpeAaBaeMbIX IaH-
HBIX;
OCYILLIECTBIIATh MPOBEPKY IOCTOBEPHOCTH, HMOJHOTHI U HENPOTHMBOPEUMBOCTH JAHHBIX, HCKIIOUYEHHE
TyOnupoBaHus HH(GOPMAIIUH;

- CIJIQ)KMBATh KOH(MDIIMKTHBIE U CII0KHBIE CUTYallUd MEKIMYHOCTHOI'O B3aUMOJCHCTBHUSA;

- cOOJII0/1aTh TUKET U OCHOBBI MEKAYHAPOIHOTO ITPOTOKOIA;

- obecnieunBaTh HH(HOPMAIIMOHHYIO 0€30IaCHOCTD JCSITEIBHOCTH OpraHU3aIIH;

- BECTH U UCIOJIb30BaTh B paboTe 6a3y KOHTAKTOB OpraHU3allu;

- BECTH YYETHBIC PETUCTPAIMOHHBIE (DOPMBI, UCIIOJIL30BATh UX IS MH()OPMAIIMOHHONW pabOTHI U PaOOTHI
110 KOHTPOJIIO MCIIOJIHEHUSI TOPYUYCHUIH;

- BCTpEYaTh MOCETUTEICH, MOIydyaTh NIEPBUUYHYIO HH(POPMAIIHIO O MMOCETUTENAX, YCTAHABIMBATD MOPSIOK
npuéma JJIs pa3InyHbIX KaTeropuil HoceTUTeNe NIPUHUMATh MEpBI 110 COXPaHEHHUIO KOH(UICHIINAb-
HOW MH(POPMALIUHU B X0JI€ TPUEMA TTOCETHTEICH;

- BECTH Y4ETHBIE PErUCTPaLMOHHBIE (POPMBI IO TPUEMY TOCETUTENEH U 0(OPMIIATH IPOIYCKA;

- OCYIIECTBIIATH NPUEM, Iepeiady U OTIPABKY JTOKYMEHTOB;

- OpPraHMU30BbIBATh U OPOHUPOBATH IEPErOBOPHBIC KOMHATHI;

- cepBUpPOBaTh YaiiHble (KOEeHHbIE) CTOJIBI B OPUCE;

- BBIOMpaTh ()OPMBI IIJIAHUPOBAHUS U OPOPMIIATH INIAHUPOBILUK (OpraHaii3ep) pyKOBOIUTENS U CEKpeTa-
ps;

- yCTaHaBJIMBATh LEJIH, ONPEAEIATh IPUOPUTETHOCTh U OYEPEAHOCTD BBIOJHEHUS PabOT U 3PHEKTUBHO
pacmpenenats pabodee Bpems;

- COTJIaCOBBIBATh BCTPEYU M MEPOINPHATHS K BHOCHTh HH()OPMAIHIO B IUTAHUPOBILKK (OpraHaiizep);

- nH(GOPMUPOBATH PYKOBOJIUTENS O MPHUOIMKEHUN BPEMEHH M PErJIaMEHTe 3allJIAaHMPOBAHHBIX BCTPEU M
MEPONPUATHH;

- BBIOMpATh ONTHUMAaJIbHBIE CIIOCOOBI BHEIIHETO U BHYTPEHHEr0 WH(GOPMHUPOBAHUS O TIAHUPYEMBIX MEpO-
NPUATHUSAX;

- COCTaBJIATH U OOPMIIATH JOKYMEHTHI JIJIS IETIOBBIX TIOE3/I0K;

- OCYILECTBIIAThH TPEBEJ-MOITIEPIKKY ETOBBIX MOE3/I0K;

- COTJIaCOBBIBAaTh C NMPUHUMAIOLIEH CTOPOHOW MPOTOKOJ IUIAHUPYEMBIX MEPONpPUITHA U (POpMHpOBATH
IIpOrpamMMy JIeJI0BOH MOE3IKHU;

- MICTIOJIB30BaTh CPECTBA MH(POPMAITMOHHBIX M KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA JJIsl oOecrieueHus B3a-
UMOJICHCTBHUS C pYKOBOJIUTENIEM BO BPEMS €T0 JIEJIOBON MOE3IKHU;

- 0OpMIISITH OTYETHBIE TOKYMEHTHI O J€JIOBOM MMOE3/IKE;

- OPraHU30BbIBATh MPOLECC MOATOTOBKU U MPOBEAECHUE KOH(PEPEHTHOT0 MEPONIPUATHUS UHIUBHUIyaTIbHO U
B cocTaBe paboueil rpymnmsl;

- IOKyMEHTHPOBATh pa3Hbl€ ATaIlbl MPOLEAYPHl MOATOTOBKU U MPOBEIEHUS KOH()EPEHTHOTO MEpOIpHUs-
THS;

- COCTaBJIATh MPOEKTHl OPraHU3allMOHHBIX, PACIOPIIUTEIbHBIX U MH()OPMAIIMOHHO-CIIPABOYHBIX JIOKY-
MEHTOB, B TOM YHCJIE JOKYMEHTOB, COJICPKAIINX KOH(UACHITHAIEHYIO HH(OPMAIIHIO;

- 0OpPMIISATH OpPraHU3alMOHHO-PACTIOPSIUTENbHBIE IOKYMEHTHI (OPUTHHAIBI U KOIIHH);

- CKaHUPOBaTh, KONIMPOBATH M KOHBEPTUPOBATH IOKYMEHTHI B Pa3InIHbIe OPMATHL;

- OCYIIECTBJIATH MPOBEPKY NMPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE MPaBUIIaM JEJIONPOU3BO/ICTBA;

- IPUHAMATh U TIPOBOJUTH MIEPBUYHYIO 00paOOTKY BXOSIINX JTOKYMEHTOB;

- IPOBOJIUTH NPEIBAPUTEIHHOE PACCMOTPEHNE BXOSAIIUX U BHYTPEHHHUX JIOKYMEHTOB;

- PETUCTPUPOBATH BXOJSIINE, UCXOSIINE U BHYTPEHHUE IOKYMEHTHI;

- KOHTPOJIMPOBATh MapILIPYTHU3ALMIO0 JOKYMEHTOIOTOKOB B OpraHU3alMu (CorjacoBaHHe, MOJMUCAHUE,
YTBEp)KJIECHHE, PETHCTPAINs, O3HAKOMIIEHHE U MCIIOJIHEHHE JOKYMEHTOB);

- OCYIIECTBJIATH CPOKOBBIN KOHTPOJIb UCTIOIHEHHSI JOKYMEHTOB;

- OCYIIECTBIIATH 00pabOTKY M OTIPABKY UCXOJAIINX JOKYMEHTOB;

- COCTaBJIATH OTYETHI U AHATUTHYECKUE CIIPABKH 00 UCTIOITHEHUH JOKYMEHTOB;

- BECTH MH(GOPMAITMOHHO-CITPABOYHYIO padOTy 1O IOKYMEHTaM;



- OCYHIECTBIIATh pabOTy ¢ OPraHU3aALMOHHO-PACTIOPAUTEIbHBIMHI TOKYMEHTAMU B aBTOMaTH3HPOBAHHBIX
cucTeMax;

- o0ecrieunBaTh COXPAHHOCTh IIEPCOHANIBHBIX IaHHBIX PA0OTHUKOB;

- OpPraHHU30BbIBATh JOKYMEHTOOOOPOT IO MPEACTABICHUIO TOKYMEHTOB I10 IIEPCOHATY B I'OCYIapCTBEH-
HbIE OpPraHbl;

- OPraHM30BBIBATH JOKYMEHTOOOOPOT MO YUETY U IBUKECHUIO PAOOTHUKOB,

- BECTH BOMHCKHI yuéT paOOTHUKOB;

- BeCTH y4€T pabodero BpeMeH! pabOTHHUKOB;

- 0 OpMIIATH OPraHU3alMOHHO-PACTIOPSIUTEIbHBIC JOKYMEHTHI 110 JINYHOMY COCTAaBY;

- BECTH PETUCTpalHIO, YUET, OEPaTUBHOE XPaHEHHUE JOKYMEHTOB I10 JMYHOMY COCTaBY;

- BECTH JOKYMEHTAIIMIO, IOITBEPKIAIOLIYIO0 CBEAECHUS O TPYJIOBON JIEATEIBHOCTH U TPYJIOBOM CTaXKE pa-
OOTHHKOB;

- opmupoBaTh INYHBIC AeNia paOOTHUKOB;

- 0(OpMIIATH J1eN1a 10 JIMYHOMY COCTaBYy AJIS Iepe/lauk B apXUB OpraHU3alllu;

- paboTarh CO CHEeNMaTM3UPOBAHHBIMUA WH(POPMALMOHHBIMHA CUCTEMaMH M 0a3aMH JTaHHBIX 110 BEICHUIO
yuéTa U IBUKEHHUIO paOOTHUKOB;

- pa3pabaTbIBaTh HOMEHKJIATYPY JeNl OpraHU3aIHH;

- IIPOBEPATH NPABUIBHOCTh O(POPMIIEHUS JOKYMEHTOB U OTMETKHM 00 MX HMCIIOJHEHUM Iepes ux Gpopmu-
POBaHMEM B JI€JIO /7Sl OCIIENYIOIIET0 XpaHEHHUS,

- (hopMupOBaTh Jena, KOHTPOJIUPOBATh PABUIBHOE U CBOEBPEMEHHOE paclpeeeHue U MOAIIUBKY J0-
KYMEHTOB B JIeJla B COOTBETCTBUU C HOMEHKJIATypOu JIelT;

- MPOBEPATh CPOKHM XPaHEHHs JTOKYMEHTOB, COCTAaBJIATH HMPOTOKOJ] pabOThl 3KCIEPTHOM KOMHCCUM IO
MOJITOTOBKE JJOKYMEHTOB K IIepe/iaue B apXHB;

- COCTaBJIATh aKT O BBIJCJIIEHUH K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJIEKAIINX XPaHEHHIO;

- COCTaBJIATH aKT 00 YHHUTOXCHUU JOKYMEHTOB;

- OCYUIECTBJIATH MOJIHOE UM YaCTUYHOE O(OpMIIEHHE Je]T BpEMEHHOT0, IOCTOSIHHOTO, TOJITOBPEMEHHOIO
CPOKOB XpaHECHHS;

- COCTaBJIATh OIUCH JIeJl CTPYKTYPHBIX MOAPa3eIeHUH NOCTOSHHOTO, J0JIIOBPEMEHHOIO CPOKOB XpaHe-
HUS TSI TIepeladul 1) B apXUB OpraHU3aIlHu;

- IPUMEHATh UH()OPMAIIMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTUH NP paboTe ¢ TOKyMEHTaMHU.

3HATh:

- HOpMaTHUBHbIE MTpaBoOBbIe akThl Poccuiickoil @enepanun B chepe HHPOPMALMOHHBIX U KOMMYHHKAIIH-
OHHBIX TE€XHOJIOTHH, MO 3ammuTe uHpopMaIuu, nHGOpMaAIMOHHOM Oe30macHOCTH, TI0 paboTe ¢ oOpa-
IICHUSIMU TPakJaH, 110 OpraHU3alMK JI€JI0BOM MOE3/KH, B chepe IeTONpOr3BOJICTBA U ApXUBHOTO Je-
na, B chepe peryanupoBaHus TPYIOBbIX OTHOIICHHUI;

- JIOKaJIbHble HOPMATUBHBIE aKThl, PETJIAMEHTUPYIOUINE IESATEIbHOCTh CIYXKObI JIeIONpPOU3BOJICTBA U €&
pabOTHUKOB, OPraHU3aLMIO BEACHUS JEIONPOU3BOCTBA, IEpeady J1eJd B apXUB OpraHu3alluy, a Tak-
K€ PErIaMEHTHPYIOLHE TPYAOBbIE OTHOLIECHHS;

- CTPYKTYpy OpraHu3amuy, e€ 3a1a4n 1 pyHKIUH, pacrpeneneHne GyHKIUNH MEXTy CTPYKTYPHBIMHA TTOJI-
pa3feeHus MU U CIIeUaTUCTaMu;

- TpeOOBaHUs OXpaHBI TPY/a, TPOU3BOJICTBEHHON CAaHUTAPUH, TPOTHBOIIOKAPHOW 3aIUTHI,

- OCHOBBI IPAaBWJIBHOM OpraHu3alyu TpyJa U METObI MOBBIIIEHUS ero 3()(HeKTuBHOCTH;

- OCHOBBI YITPaBJICHUS BPEMEHEM;

- BUJIbl OPTaHU3AI[MOHHON TEXHUKH U NIpaBUia paboThI C HEW;

- MeTOoJIbl 00pabOTKH U 3aIIUTHI UHPOPMAIMK C IPUMEHEHUEM CPEACTB MH()OPMALIMOHHBIX U KOMMYHH-
KallMOHHBIX TEXHOJIOTUH;

- COBpeMEeHHbIE HH(POPMAIIMOHHBIE 1 KOMMYHHKAIIMOHHBIE TEXHOJIOTHH, IPUMEHsIEMbIe B paboTe ¢ TOKY-
MEHTaMH, B TOM YHCJIE 10 JTUYHOMY COCTaBY;

- 3TUKET U OCHOBBI MEXIYHAPOJAHOTO IPOTOKOJIA;

- 9TUKY JI€JI0BOTO OOIICHHUS;

- IpaBUJIa PYCCKOTO S3bIKA;

- IpaBUJIa PEUEBOTO ITHKETA;

- IpaBHJIa MTOAJCPKAHUS M PA3BUTHSI MEKIIMIHOCTHBIX OTHOIICHUH;

- IIpaBUJIa MPOBEJICHHUS JAETIOBBIX IEPErOBOPOB;

- IpaBUJIa OpPraHU3ALMU IPUEMA IOCETUTENCH;



- MpaBWJIa CEPBUPOBKH YalHOTO (KO(GEHHOT0) CTOJIa;

- IOPSIIOK TOJITOTOBKU U IOKYMEHTHPOBAHMS JIETIOBOM TOE3/IKH;

- UHTEPHET-PECYPCHI IJISl OCYILIECTBICHUS TPEBEI-TIOAAEPKKH IE€TOBBIX MMOE3/0K;

- KOMIUIEKC OpPraHU3aIMOHHO-TEXHUIECKIX MEPOIPHUATHH 110 TIOJITOTOBKE U IPOBEICHUIO KOH()EPEHTHBIX
MEpOIPUATHI;

- paBwiIa 0(pOpPMIICHHUS JOKYMEHTOB, CO3/IaBa€MbIX B MPOIIECCE MOATOTOBKH U MPOBEICHUSI KOHPEPEHT-
HOTO MEpOTIPUSATHUS;

- COCTaB BHYTPCHHHX U BHEIIHUX HHPOPMAIIMOHHBIX TTOTOKOB;

- PYKOBOJICTBO CTPYKTYPHBIX MOJApa3eIeHU, 00pa3ibl MOANUCEN JIUL, UMEIOIIUX MPaBO MOAMUCAHUS U
YTBEPKACHUS IOKYMEHTOB, M OTPAaHUYEHUS 30H UX OTBETCTBEHHOCTH;

- BUJIBI HOMEHKJIATYp e, 001ue TpeOOBaHUs K HOMEHKIIATYpE [, TOPSI0K padOThI ¢ HEl;

- IOpsIIOK (hopMUpOBaHUS U OPOPMIICHHUS [, CIeUPUKY (POpMUPOBAHUS OTJEIBHBIX KaTerOpuil Ae;

- MpaBWJIa XPAHEHUS JeJl, B TOM YHCIIE ¢ JOKYMEHTaMU OTPAaHUYEHHOTO JJOCTYIIA,

- IpaBUJIa BBIIAYU M MCIIOJIH30BaHUS IOKYMEHTOB U3 C(hOPMHUPOBAHHBIX JIEIT;

- MOPSIIOK UCTIOJIb30BaHUS THUIIOBBIX MJIM BEIOMCTBCHHBIX ITEPEUYHEH JOKYMEHTOB,

oTpesieNieHUs] CPOKOB XPaHEHHsI B MPOIIECCe IKCIEPTU3BI IEHHOCTH JOKYMEHTOB;

- BUJIBI OITUCEH JIeT OpraHu3aIliy ¥ MOPsIOK PabOTHl C HUMH.

1.4 Koiu4ecTBO 4acOB Ha OCBOeHHe padoyeii mporpaMMbl y4eOHOI NMPaAKTHKH npodeccuo-
HaJbHOro moayas IIM.01 OcymecrBiieHHe OPraHU3alMOHHOIO0 M JOKYMEHTAIIMOHHOIO
o0ecrneyeHus1 1eITeJILHOCTH OPraHU3alun

KoaunyecTBo dopma

HaumenoBanue MmoayJist
4acoB NPOBeACHUSA

IIM.01 OcymecTBieHHe OPraHM3ALMOHHOIO W
JOKYMEHTAIMOHHOTO o0ecneyeHus AeATebHO- 36
CTH OPTaHM3AINH

Paznen 1. MIK.01.01 JlokymeHTanmoHHoe obecrie-

YeHUe YIpaBJIeHUs 12 VYuyeOHast mpakTUKa
Pazmen 2. MJIK 01.02 Opranuzanust padoThI ¢ JIEK- 12 IK 1.1., IIK 1.7.,
TPOHHBIMU TOKYMEHTaMHU IIK 1.8, TIK 1.9.
Paznen 3. MJIK 01.03 Opranuzanus CeKpeTapcKoro 6

00CITy’)KUBaHUS

Paznen 4. MJIK 01.04 JTokymeHTanmoHHOE 0Oectie- 6

YeHUe KaJIpoBOil cykOBbl

IIpoMeskyTouHasi aTTecTanus 0 y4eOHOU MpakTUKe MpoBoAuTcs B Gpopme auddepeHrnpoBaHHOTO
3a4eTa Ha OCHOBE OT3bIBA U OLIEHKU PYKOBOJUTENS NMPAKTUKH, BBITOJIHEHHOTO CTYICHTAaM 3aJaHus, Kade-
CTBa IPEJICTABJICHHBIX B OTUETE MaTEpUAIOB, COOpAaHHBIX U 00pPaOOTaHHBIX CTYAECHTaM B MepHO] yueo-
HOM IIPAKTUKH.

2. [lnanupyemble pe3yabTaTbl 0CBOEHHUsI IPOrPaMMbl Y4eOHOH MPaAKTHKHU
VI1.01.01 YyeOHast npakTuKa 1o MOaYy.J110 «OcyuecTB/IeHHe OPraHu3allHOHHOIO U I0KY-
MEHTALMOHHOI0 o0ecrievyeHusl 1esiTeJIbHOCTH OPraHu3alun»

PesynpTaTom ocBoeHust yueOHON mpakTuku npodeccuonaabHoro moayns [IM.01 OcymectBinenue
OpPraHMU3aIOHHOTO U JJOKYMEHTAIIMOHHOTO O0eCIeueHus e TEeIbHOCTH OpraHn3aluy sBisieTcs chopMu-
POBAaHHOCTH Y CTY/ICHTOB IIEPBOHAYAIBHBIX MPAKTUYECKUX MPOPECCHOHATBHBIX YMEHHH B paMKax MOJIY-
ne#t [TIICC3 CIIO o ocHoBHBIM BuaaM aesitenbHOCcTH (BJ): ocyiecTBienne opraHu3aimoHHOTO U J10-
KYMEHTAI[MOHHOTO 00ecreueH sl IeATeIbHOCTH OPraHU3allii U COOTBETCTBYIOIUX NMPO(eCcCHOHATBHBIX
KOMITETCHIIMI HEOOXOAMMBIX ISl TTOCJICIYIONIETO OCBOeHUs MU o0mmx u mnpodeccuoHanbHbix (I1K)
KOMIIETEHIMH 1o Mpo¢eCCHOHATbHON MOATOTOBKE CIIEUAIMCTOB CPEAHETO 3BEHA!

Kog | HaumenoBauue pe3yinbTaTa 00ydeHus

[Tpodeccuonanpasie komnereHun (n3 I'OC)




IK 1.1. OcymiecTBiIATh MpUEM-TIepeaady yIpaBieHYeCKOW HWHOOpPMAIMU C  ITOMOIIBIO
CPEICTB

I/IH(bOpMaI_[I/IOHHBIX W KOMMYHUKAIITMOHHBIX TEXHOJIOTHIA.

IK 1.7. OdopMsaTh OpraHu3allMOHHO-PACTIOPSIAUTEIbHBIE TOKYMEHTBl U OpPraHH30BBIBATH
paboTy ¢ HUMH, B TOM YHCJIE C UCTIOJIb30BAaHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

IIK 1.8. OdopMIATh JOKYMEHTHI 110 TUYHOMY COCTaBY M OPraHU30BBIBATH pabOTy C HUMH, B
TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.9. Opranu3oBbIBaTh TEKyIllee XpaHEHHE AOKYMEHTOB, 00pabOTKy 1en AJis onepaTHB-

HOI'o U apXUBHOI'0 XpaHCHHUA, B TOM YHCJIC C MCIIOJIb30BAHHUECM aBTOMATU3HPOBAH-
HBIX CUCTEM.

3. CTPYKTYPA U COAEPKAHHUE VYI1.01.01 YueoHasi npakTUKa M0 MOaYJ10 «OcyiecTB.ie-
HHEe OPTAHU3AUMOHHOTI0 U JOKYMEHTAIIMOHHOT0 00ecneuyeHus1 1esiTeJIbHOCTH OPraHu3alun»

3.1 Copep:xanue y4eOHOMH MPAKTUKH

Haumenosa-
HHE pa3/ieioB Konanl
yeOHOI npak- O0bém | mpodeccuoHaIb-
y P Conepxanue pog
THKH mpogec- 4acoB HBIX
CHOHAJILHOI'0 KOMIIeTeHIH
moay.as (IIM)
1 2 3 4
Paznen 1. MIK.01.01 TokymeHTaliuOHHOE 00ecnieueHUe YIIPABIeHUA
K 1.1., 11K 1.7,
3 K 1.8., TIK 1.9.
Copepxxanue y4eOHOro MaTepuaJa:
Beenennue. OTpaboTka HABBIKOB IpHEMa MOCETUTENEH.
Tema 1.1. PaGo- |IIpaBuiabHO 3an0JHATE KypHAI IprUeMa MOCEeTH-
Ta C IIOCETUTE- | TENEH.
JISIMU.
Tema 1.2. Jle-| Coaepxanue y4eGHOro MaTepuasia: 3 nK 1.1, 11K 1.7.,
noBoe oOrienue. | [I[puMeHaThs mpueMbl 1e10BOr0 OOIICHUS U TIpa- I[IK 1.8., TIK 1.9.
BUJIAa KYJIbTYpBl IOBEIEHUS; COOMOAATh dTUYE-
CKH€ TpaBUJia U MPHUHIMIBI B MpodeccnoHanb-
HOM JIE€ATEIIbHOCTH.
Tema 1.3. Pabo-| Conepxanue yueGHOro MaTepuasia: 3 nK 1.1, 11K 1.7.,
yee MecTto cek-|OcHamieHne pabodero Mecra cekperapst HeoO- K 1.8., TIK 1.9.
peraps. xonuMoi oprrexHukoit (mebens, K, MOV,
dakc, yailHBIA CepBU3, KAHIIENSPCKUE MPHUHAI-
JISKHOCTH M PACXOTHBIE MAaTEPUAIIHI).
Tema 1.4. Ilog-| Coaep:kanue ydueOHOro MaTepuaJja: 3 IIK 1.1.,IIK 1.7.,
rotoBka pabo-|OcHaieHre paboyero Mecta pyKoBOAUTEINS He- K 1.8., IIK 1.9.
4ero Mecra py-|o6xomumoit oprrexnukou (mebdensb, 1K, pado-
KOBOJIUTEIIS. Yre JOKYMEHTHI KaHIETSPCKUE MPUHAIICHKHO-
CTH U pacXO/HbIC MaTEPHAIIBI).
Paznen 2. M/IK 01.02 Opranu3anusi padoThl ¢ 3JIEKTPOHHBIMHU IOKYMEHTAMH




Haumenosna-

HUeE pa3/1eioB Koanl
yueOHO nmpak- Conepsanne O0bém | mpodeccnoHaIb-
THKH Npogec- 4acoB HBIX
CHOHAJILHOIO KOMIIeTeHI U
moayJsa (ITM)
Tema 1.5. PaGo-| Conep:kaHue y4e0HOro MaTepuasa: 3 K 1.1., IIK 1.7.,
Ta B aBTOMaTu-|Co3gaHue 0a3bl JaHHBIX, B aBTOMAaTH3WPOBaH- IIK 1.8., IIK 1.9.
3UPOBAHHBIX HOM cucteMbl - Co3ganue 0a3bl JaHHBIX U Tal-
cucremax. baza |nuu. 3anonHeHue Tabuui 0a3bl JaHHbIX.
JTAHHBIX.
Tema 1.6. Pabo-| Coaepxxanue y4eGHOro MaTepuasia: 3 K 1.1, 11K 1.7.,
ta B cucteme|Pabora 3a [IK ¢ ucnonp3oBaHueM MmakeTa MpH- K 1.8., I[IK 1.9.
MPUKIIAIHBIX KJIaaHbIX porpamm Microsoft Office
IPOTPaMM.
Tema 1.7. Pabo-| Conepxanue y4eGHOTr0 MaTepHuasia: 3 K 1.1, IIK 1.7.,
Ta ¢ mnporpam-|OdopMieHre TEKCTOBOIO MaTepuaiga C IOMO- K 1.8., IIK 1.9.
MaMH B CHCTEME | II[bI0 MpHKIaaHOoi mporpaMmmel MS Word 1.3.3.
MS Word 1.3.3.
Tema 1.8. Pabo-| Conepxanue y4eGHOTr0 MaTepuasia: 3 K 1.1, IIK 1.7.,
ta B cucreme|Co3nanue u opopmieHre TabIUIHOTO MaTepH- K 1.8, IIK 1.9.
MS Excel. ana ¢ ucnoabzoBanueM MS Excel
Pa3nea 3. MK 01.03 Opranusanusi cCeKpeTapcKoro o0c/1yKuBaHus
Tema 1.9. Ilpa-| Coaepxanue y4eGHOro MaTepuasia: 2 nK 1.1, 1K 1.7.,
BuiIa TenedoH- | OcyuiecTBiIeHne TeNePOHHOTO 00CTyKUBaHUSI. K 1.8, IIK 1.9.
HOTO OOCITyXH-
BaHMSL.
Tema 1.10.| Conep:xanue y4eGHOro MaTepuaJia: 2 K 1.1., 11K 1.7,
OyHKIMU  cek- | OTpaboTKa aHAINTHYECKUX (QYHKLIUN CceKpeTa- K 1.8, IIK 1.9.
perapsi. ps, ToUCK U moAdop MHpOpMAaLUU ISl MOATOo-
TOBKH JIOKJIaJZla PYKOBOJUTENS K COBEIIAHUIO.
Tema 1.11.| Conepxanue yueGHOro MaTepuaJia: 2 K 1.1,, IIK 1.7.,
[IpoBenenue [ToaroroBka Aokaga pyKOBOJIUTEINSI K COBEIA- TIIK 1.8, IIK 1.9.
COBEIIaHUMN. HUIO.
Paznean 4. MJIK 01.04 lokymeHTaninOHHOE o00ecnevyeHne KaApoBoii C1yK0bI

Tema 1.12.| Coaepxanue y4eGHOro MaTepuaJia: 6 K 1.1, IIK 1.7.,
Odopmnenne | OdopmisaTs OpraHU3aIMOHHO- IIK 1.8., TIK 1.9.
OpraHu3anuoH- |pacnopsAuTeNbHbIe  JOKYMEHTBI, coOmronas
HO- tpeboBanuss 'OCT P 7.0.97-2016 "Cucrema
pacropsiu- CTaHJApTOB IO WH(pOpMAIUU, OUOTUOTEUHOMY U
TEJIbHOW  JIOKY- | U3AaTEIBCKOMY Jleny. OpraHu3anuoHHO-
MEHTAaLUH. pacriopsiauTenbHas ToKyMeHTauus. TpeGoBaHus

K 0(hOpMIICHHIO TJOKYMEHTOB'".




Haumenosna-
HUeE pa3/1eioB Koanl
yeOHOU nmpaK- O0BéM | nmpodeccuoHaIb-
y p Conepxanue pog
THKHU npodec- 4aC0B HBIX
CHOHAJILHOIO KOMIIeTeHIIH I
moayJsa (ITM)
Bcero: 36 )
4, YcaoBus peanuzanuu nporpammsl Aucumiinibl YI1.01.01 Yue6nas npakruka

4.1. g peanu3anuy NporpaMMbl y4eOHOH NMPAKTUKHU MPeIYyCMOTPEHbI CJIeayoulue cremnu-
aJIbHbIE IIOMeLeHHS

Jis peanu3zanuy nporpammsl popecCHOHATBHOIO MOJYJIS JOJKHBI OBITH MPEAyCMOTPEHBI Clle-
JYIOIME CIEeMaIbHbIE TOMEILEHUS:
Kabunets (aynutopus Ne 29):
- TOKYMEHTAIMOHHOTO 00ECTICYeHHS YIPaBIICHUS, OPTaHU3AIUN CEKPETAPCKOTO 00CTYKHBAHUS.
OCHaIlleHHbIE 000PY0BaHUEM:
pabouue CTOJ U CTYII IO KOJIMYECTBY O0yJaromuxcs, padbouee MECTO MperoiaBaTelisi, CHCTEMBbI XpaHSHHUS
7es B y4eOHON KaHUENAPUU; TEXHUYECKUMU CPEeICTBAaMH OOYYEHUS: MEePCOHAIBHBIA KOMIBIOTEp, IPUH-
Tep, CKaHep, KONMUPOBAIbHBIN ammapaT uin M@V, npoekTop, HHTEPAKTUBHAS MIPUCTAaBKa K JIOCKE WU
MHTEPAKTUBHAsI TOCKa.
JIaGoparopuu:
- OpraHu3aluyu paboThl C JOKYMEHTAMH, CUCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa;
- yueOHasi KaHIeISPHSL.
OCHaIlleHHbIE 000PYI0BaHUEM:
MIEPCOHANBHBINA KOMIIBIOTEP, MOIBEMHO-IIOBOPOTHOE KPECIO IO KOJIMYECTBY OOydaroluxcsi, IPUHTED,
CKaHep, KOMUPOBAJIbHBIA ammapar, (GakCUMHUIbHBIN ammapaT, MUHH ATC, MHOroQyHKIHOHaJIbHOE
ycTpoiictBo M@V (mpuHTEp, CKaHep, KOIUP, CPEICTBA CBA3M), OyMaroyHU4TOXXHUTEIb OymMaropesaTelib-
HO€ YCTPOMCTBO, JJAMUHATOP, OpOIIOpaTop, KOHBEPTOBCKPBIBATEIb, KAHIEIAPCKUE MeyaT (OTTHCK IIe-
YyaTHh) U IITaMIbl 1711 00pabOTKU TOKYMEHTOB (OTMETKA O MOCTYIJICHHH, OTMETKAa O KOHTpOJIE), Majast
KaHLEJAPHs [0 KOJIMYECTBY 00YYaIOLIMXCSl B COOTBETCTBUH C MHPPACTPYKTYPHBIM JTUCTOM.
[IepcoHaJIbLHBIE KOMITBIOTEPBI:
C JIOCTYIIOM K JIOKQJIBHOM CeTH y4eOHOro 3aBe/ieHus, IN100aIbHOM CeTH MHTEPHET, CIIPAaBOYHO-TIPABOBOM
CUCTEME, 3JIEKTPOHHBIM OMOIMOTEUYHBIM CUCTEMAM; IPOrPaMMHOE O0ecrieueHne: TEKCTOBbIN, TaOIMUHBIN
penakrop, mporpamma co3fanus npesentauuii, CYBJl, nepcoHanbHblii MHOOPMAIIMOHHBIN MEHEIKep ¢
GyHKIMSAMU TIOYTOBOrO KiueHTa u Groupware, cucreMa 3JeKTPOHHOTO JIOKYMEHTO000poTa, apXHUBaTop,
IIPOrpaMMbl CKAaHUPOBAHMSI U KOHBEPTUPOBAHUS TOKYMEHTOB, IPOTPAMMBI JUIsl TOATOTOBKH JOKYMEHTOB
K Iepesiaye B apXuB.

HaunmeHnoBaHMe JTMIIEH3MOHHOTO M CBOOOJHO PAacCpOCTPAHIEMOT0 MPOrPaMMHOI0 00ECTIeYEeHH s, B TOM
YlCclieé OTEYECTBEHHOI'O IMPOU3BOJICTBA, OOECHEUMBAIOIIErO PEeaTU3alrio MPo(ecCHOHANBHOIO MOIYJIA
IIM.O1:

Moii O¢duc O6pa3zoBanue.

Moii Oduc. [Toura.

ABBYY FineReader 14 Business.

1C: Ilpennpusarue 8 Kondurypanus «lokymenroo6opot [TIPOD.
Effector saver.

Microsoft Office Professional Plus 2013.

Microsoft Office Standard 2013.

Windows 7 Professional, 8 Professional, 8.1, 8.1 Professional, 10 Pro.
. Kaspersky Endpoint Security ms 6usneca PacimpeHHBIi.

10. 50C C2/[ Hemno.

CoNoR~ LN E



11. CIIC Koncynbrant [Tmtoc.

4.2. UudopmaunonHoe odecnedenue peaausauuu nporpammbl YII.01.01 YueOnas npakru-
Ka

Jns peanuzauuu mporpaMMbl OuOIHOTeuHbIH QoHI 00pa3oBaTeIbHONW OpraHU3alMi MUMEET Iie-
YaTHBIC U /UM SJIEKTPOHHBIE 00pa30oBaTeIbHbIE M MHPOPMALMOHHBIE PECYPCHI JAJISl UCIIOIB30BAHUS B 00-
pa3oBaTelIbHOM MpoIiecce.

OcHOBHbIE MEYATHBIE H3TAHUS:

. Packun JI.M1. MeroauMka W TpaKTHKAa apXWBOBEACHUS : YYCOHHMK Ui CPEIHEro MpodeCCHOHAIBLHOTO
oopasoBanus / J. . Packun, A. P. CokonoB. — 2-¢ u3a. — Mocksa : M3garensctBo HOpaiit, 2024, —
416 c. — (ITlpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-16252-3. — Tekcr : 2aeKTpOHHBIN //
OopasoBarenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/563198

2. bapunoBa E.B. DieKTpoHHBIA apxuB: Y4eOHHK Il CPEAHEro NpoQecCHOHAIBHOrO oOpa3oBaHwus /
E. b. bapunoBa. — Mocksa : M3gatensctBo IOpaiit, 2024. — 166 c. — (IIpodeccuonanpHoe 0b6pazoBa-
Hue). — ISBN 978-5-534-17004-7. — Texkct : anekrponHsid // OOpazoBarenbHas miardpopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/568565
OcHOBHbBIE JIEKTPOHHBIE U3TAHUS:

1. Kosznor B.II. ApxuBoBencHue : y4eOHHK JUIs CpeaHero mpodecCHoHAIbHOro obpa3zoBaHus /
B. I1. Ko3noB. — Mocksa : U3parensctBo Opaiit, 2024. — 329 ¢. — (ITpodeccuonanbHoe o0pa3oBa-
Hue). — ISBN 978-5-534-20541-1. — Texkcr : snextpoHHb // OOpazoBatenbHas miaatrgopma FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/581446
JlomoJHUTeIbHbIEe HCTOYHHUKH:

—

1. JlokyMeHTOBe/ieHUE | y4eOHUK M TPAKTUKYM I CPEIHEro MpOodeCcCHOHAIBHOrO 00pa3oBaHusi / IO
penakuueit JI. A. JloporuHoM. — 4-¢ u3., nmepepad. u gon. — Mocksa : M3natenscTBo FOpaiit, 2024, —
336 c. — (IIpodeccuonansuoe oopaszoBanue). — ISBN 978-5-534-19113-4. — TekcT : 3IEKTPOHHBIN //
Oo6pasoBarenbHast mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560925

4.3  OOmue Tpe0OBaHUS K OPraHU3aLMM 00pPa30BaTeLHOIO NpoLecca

OcBoenne o0yJaromumMucs Npo(eccuoHaNbHOT0 MOAYJIS MPOXOJUT B YCIOBUSAX CO3aHHON 0Opa-
30BaTENBLHON Cpelbl Kak B YIeOHOM 3aBE/ICHUH, TaK U B OPTaHM3ALMUAX, HAIIPABIICHHUE JEATEIBHOCTH KO-
TOPBIX ~ COOTBETCTBYET 00sacTu mnpodeccuoHalpHOW  JesrenbHocTH 07  AJMHMHUCTPAaTHUBHO-
yIpaBiieH4YecKas U o(hrucHast eI TeTbHOCTD.

VYuyebHas mNpakTUKa MPOBOAMUTCS 0Opa30BATEIbHBIM YUPEXKJAECHHEM MpPU OCBOCHHUU CTYJICHTaMHU
npodeccnoHambHBIX KomreTeHni B pamMkax [IM. 01 u peanusyercsi KOHIIEHTPHPOBAHHO B paMKaX IIpPO-
(beccroHaTBbHOTO MOJYJIS.

VY4eOHas MpakTUKa MPOBOAUTCS B (JOPME MPAKTUIECKOM MOJITOTOBKH TIOCIE 3aBEPIICHUSI TEOPETH-
4ecKoro o0y4eHus no npodeccuonaibHomy moayito [IM. 01.

VYyeOHasi mpakTUKa MPOBOAUTCS B yueOHOM KabuHeTe 00pa30BaTeIbHOro yupexaeHus. PykoBoau-
TeJIeM Y4eOHOM NMpakTHKU OT y4eOHOro 3aBeJeHHs pa3pabaThIBaeTCs U BBIJACTCS CTYIECHTaM 3aJlaHue, B
KOTOPOM TPUBOJUTCSI KOHKPETHBIN IEepPEeUeHb MOISKAIINX K OCBOSHHUIO M pa3padoTKe 33a71ad/BOTPOCOB
no mnpodeccuoHaTbHOMY MoOIyM0 U Bcex wu3ydenHoix: MJIK.01.01., MJIK.01.02., MJIK.01.03.,
MJIK.01.04.

®dopmMa OTYETHOCTH: THEBHUK- OTYET 11O MPAKTHKE.

®dopma oneHkH — 1udpepeHITIpOBaHHBIN 3a4eT.

4.4 KanpoBoe o0ecnieueHne 00pa3oBaTeIbHOI0 nMpoiecca
Peanuzanus o6pazoBaTenbHOM MPOrpaMMbl 00ecIiedrBaeTCsl IeIarorn4eckuMi paboTHUKaMHu 00pa3o-
BaTEJIbHOW OpraHU3alllM, a TaKXKe JIMLAMH, IPUBICKAeMbIMH K peajn3aliu o0pa30BaTebHONW MporpaM-
MBI Ha YCIOBHUSIX IPa)KIaHCKO-IIPAaBOBOTO JOTOBOPA, B TOM UHMCIIE U3 YUCIIA PYKOBOAMUTENEH U pabOTHU-
KOB OpraHM3allii, HampaBlieHHE AEATEIbHOCTH KOTOPBIX COOTBETCTBYET 00]acTH NpodecCHOHATBHOM
nesrenbHocTH 07 AIMMHUCTpAaTUBHO-YIpaBIeHUECKass M O(pUCHAsl eATEIbHOCTb, U UMEIOIIUMHU CTaX

paboThl B JaHHOH npodeccroHanbHON 001aCTH HE MEHEE TpeX JIeT.


https://urait.ru/bcode/563198
https://urait.ru/bcode/568565
https://urait.ru/bcode/581446
https://urait.ru/bcode/560925

KBanuduxanus nenarornueckux pabOTHHUKOB 00pa30BaTENbHON OpPraHM3alid COOTBETCTBYET KBaJH-
(bUKaIMOHHBIM TPeOOBAaHUSAM, YKa3aHHBIM B KBAJTU(HUKAMOHHBIX CIPABOYHHUKAX U (MJIH) Ipodeccuo-
HaJbHBIX CTaHJapTax (IPH HAJIUYHWH).

[lenarornueckue pabOTHHUKH, IPUBIIEKAEMbIE K PeaTM3allii 00pa30BaTeIbHON MPOTrpaMMbl, TOTYIHIN
JIOTIOJIHUTEbHOE TIPpOohecCHoHaIbHOEe 00pa30BaHuE MO MPOrpaMMaM MOBBIIICHUS KBAIU(UKAIIMK, B TOM
yucie B (opMe CTRKUPOBKH B OpPraHU3AIMsIX, HAPABJICHUE IEATEIFHOCTH KOTOPBIX COOTBETCTBYET 00-
nactu npodeccuoHanbHo aestenbHocTH 07 AAMHMHHUCTpPAaTHBHO-YIIpaBieHUecKas U oducHas AesTelb-
HOCTB, HE PeXe OJJHOTO pa3a B TPU rojia C y4eTOM PACUIMPEHHsI CIIEKTpa MpoQecCHOHATbHBIX KOMIETEH-
IHAH.

Jlons nenarornyeckux pabOTHUKOB (B MPUBEICHHBIX K I[EJIOYUCICHHBIM 3HAUEHUSM CTaBOK), oOecre-
YHMBAIOIIUX OCBOCHUE OOYUYAIOMIMMUCS MPO(HECCHOHAIBHBIX MOJYJICH, MMEIOINX OMBIT AESITEIILHOCTH HE
MEHee TpeX JIET B OpraHU3alMsIX, HallPaBlIeHUE JAEsITeIbHOCTH KOTOPBIX COOTBETCTBYET 00acTu mpodec-
CHOHAJIbHOW AeaTenbHocTH 07 AIMHHHUCTPAaTUBHO-YIIpaBlIieHUYECKass M OUCHAS ACATEIbHOCTb, B 00IIEM
qHCclie eAarorndeckux pabOTHUKOB, PEATU3YIOMIMX MPOrpaMMbl MPOPECCUOHATBHBIX MOIyJIel 00pa3o-
BaTEJIbHON IPOIPaMMBbI, COCTABIISIET HE MEHEE 25 POLIEHTOB.

dunHaHcoBoe obecreueHue peaau3anuu 00pa3oBaTeNbHON MPOTrpaMMbl, ONPEACTIEHHOE B COOTBET-
CTBUHU C OFOJIKETHBIM 3aKoHOAaTelIbcTBOM Poccuiickoit @enepannun n denepaibHbIM 3aKOHOM OT 29 ne-
kabps 2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit @enepanumny, BKIOYaeT B ceOs 3aTpaThl Ha
OIJIaTy TpyJa MpernoAaBaTeield 1 MacTepOB MPOU3BOICTBEHHOTO OOYUYECHHUS C yUETOM 00ECIIeYeHUsT YPOB-
Hs cpellHel 3apaboTHOM MIaThl MEAArOrHYeCKUX paOOTHUKOB 3a BBHIMIOIHAEMYIO UMH y4eOHYIO0 (TIpenoa-
BaTENIbCKYIO0) paboTy M ApYryio paboTy B cooTBeTcTBUH ¢ YKa3zoM IIpesunenrta Poccuiickoit @eneparum
ot 7 mas 2012 r. Ne 597 «O meponpuaTHsX 1o peaau3alii rocy1apCTBEHHON COLMAIIbHON MTOJTUTHKNY.
Bocnuranue o0y4Jarommxcsi Ipu OCBOCHUH UMH TPO(GECCHOHATBFHOTO MOAYIS OCYLIECTBISIETCS Ha
OCHOBE paboueil mporpaMMbl BOCIIUTAHUSI M KaJIEHIAPHOTO IJIaHa BOCHUTATENBLHOU paboThl (CM. IPUIIO-
KEHHE K 00pa30BaTeIbHON IpOrpamMme).

5. KouTtpoJb u onenka pe3yabtatoB ocBoeHust YI1.01.01 YueOnasa npakruka
Y4yeOHass mpakTHKa OCYyHIECTBJSAETCHA PYKOBOAMTeJeM NPAKTHKHM B Ipolecce NMpPOBeAeHUs

yueOHbIX 3aHATHH B pamkax YII.01.01 YueOHas npakTuka, caMoCTOSITeIbHOTO BbINOJHEHHUS CTY-
ACHTAMHM 3a/1aHUM, IPeIYCMOTPEHHBIX NIPOrPaMMON PAKTUKH.

Pe3yabTaThl (OCBOCHHBbIEC OcHOBHBIE MOKA3aTEJIN ®opmMbI 1 METOABI KOH-

npogeccuoHaIbLHbIe KOMIIe-
TEeHIMH)

OLICHKHU pe3yJibTaTra

TPOJISA U OLEHKH

IK 1.1. OcymecTBiATh

npueM-Tiepeiady  yrnpaBJieH-
yeckoil MHOpManUu ¢ Io-
MOIIBIO CPEACTB HH(OpMa-
LUOHHBIX U KOMMYHHUKAIU-
OHHBIX TEXHOJIOTHH.

ITonyyenue HEo0Xo1uMoMn
nHpopMalud W Iepenaya
CaHKIIMOHUPOBAHHOW HH()OP-
MalMi C  HCIOJIb30BaHUEM
cpeAcTB HHPOPMALIMOHHBIX U
KOMMYHHKAIlMOHHBIX  TEXHO-
JIOTHM.

IK 1.7. OdopmnsaTe
OpraHHU3alOHHO-
pacrnopsAUTeNbHbIE JIOKY-
MEHTbl ¥ OpraHU30BBIBAThH
paboTy ¢ HUMH, B TOM UHUCIIE
C UCIOJb30BaHUEM aBTOMa-
THU3UPOBAHHBIX CHCTEM.

OdopmitsieT opraan3aoHHO-
pacropsIUTeIbHbIX JTOKYMEH-
TOB W OpraHu3yeTr padoThl C
HUMH, B TOM YHUCJIE€ C UCIOJb-
30BaHMEM aBTOMAaTHU3WPOBaH-
HBIX CHCTEM.

[IK 1.8. OdopMasaTs TOKy-
MEHTBI 10 JIMYHOMY COCTaBY
U OpraHu3OBBIBaTH PaboTy C
HUMH, B TOM YHUCJIC C UCTIOJNIb-
30BaHHEM aBTOMATH3HPOBAH-

Odopmisier TOKYMEHTHI IO
JUYHOMY COCTaBy M OpTaHHU-
3aluu pabOThl ¢ HUMH, B TOM
YHUCJIE C UCIOJIb30BAHUEM aB-
TOMAaTU3UPOBAHHBIX CUCTEM.

Texymui KOHTPOJIb: 3KCIEPT-
HOE HaOII0/IEHHE U OLIEHKA BO
BpeMsi y4eOHOM  NpaKTUKU
(3amosiHEHUE  KOHTPOJIBHOM
BEZIOMOCTHU 00Y4aIOIIErocs).
[IpomexxyTounas arrecranus:
TuQepeHIIMPOBAHHBIN 3a4eT.




HBIX CUCTEM.

IIK 1.9. OpranuzoBbl-
BaTh TEKYIEe XpaHCHUE [0-
KYMEHTOB, 00pa0OTKy Je st
ONEPAaTUBHOTO W APXUBHOTO
XpaHEeHHUsl, B TOM YHCIIE C HC-
MOJIb30BaHUEM  aBTOMATH3H-
POBaHHBIX CHCTEM.

Opranusyer Tekyliee XpaHe-
HHUE JIOKYMEHTOB, 00pabarhI-
BaeT Jeia sl ONepaTUBHOTO
U apXUBHOT'O XpaHEHUS, B TOM
YHCcie C UCIOJIb30BAHUEM aB-
TOMATU3UPOBAHHBIX CHCTEM.

[Tporpamma yuebnoit npaktuku YI1.01.01 mpomma corimacoBanue ¢ paboTonaTesieM B paMKax Co-
TJIACOBAHMS BCEro KOMILICKTa JTOKYMEHTOB 1o crienuaibHocTH 46.02.01 JlokymeHTaImonHoe obecrieye-
HUE YIPABJICHUS U ApXUBOBEJICHUE.

OO6pa31ibl 3aM0THEHHS THEBHUKA U OTYETA 110 IPAKTUKE MPECTABICHBI B MPUIOKEHUH 1 1 2.



[Tpunoxenue 1
I'ocynapcTBeHHOEe aBTOHOMHOE 00pa3oBaTeibHOE YUpeKIeHne
BbICIIEr0 00pa3oBaHus JIeHMHrpaacKou 001acTu

«l'aTYMHCKUN IrOCYJaPCTBEHHbIN YHUBEPCUTET»
(T'AOY BO JIO «I'TY»)

@aKkyJbTeT HIK0JIA 0TPACIEBbIX TEXHOJIOT Wil
Kadenpa npodeccnoHaIbHOI0 U TEXHOJIOTHYECKOro0 00pa3oBaHusA

OTYET
0 MPOXOKJACHUH YICOHON MPAKTUKH
VI1.01.01. Yyebnas npaktuka mmo moayio [IM.01 OcyiiectBienrue opraHu3aioH-
HOTO M JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs A TEIbHOCTA OpTraHU3aIiu

CneunanbHocTh: 46.02.01 JlokymMmeHTalMOHHOE 0OECTIEUeHHE YIIPaBICHUS U apXUBO-
BEJICHUE

Brimonamn(a) cTyneHT(ka) 3 Kypca, TpyIisl
NBanoB lBan MBaHOBUY

Ioonuce
PykoBoaurtens npakTuyecKomn
IIOATOTOBKH OT IIPEIO0IaBaTelb, KAH/I. UCT. HAYK, JOLEHT
I'AOY BO JIO «(ITVY» lapsiBun A.H.
noonucs
I'aTunna

202



[Ipunoxenue 2
I'ocynapcTBeHHOE aBTOHOMHOE 00pa3oBaTe/ibHOE yUpe:K/IeHne BbIcIIero oopa3opa-
Hus1 JIeCHUHTpaaCKoOi 00J1acTH

«l'aTYMHCKUN IrOCYJaPCTBEHHbIN YHUBEPCUTET»
(T'AOY BO JIO «ITY)

(I)aKy.]'IbTeT IIK0J1a 0TPACJEeBbIX TEXHOJIOI Ml
Ka([)ez[pa npo¢ecCHOHAJIBLHOI0 U TEXHOJIO0TNYECKOIr0 06D330B3HI/IH

JAHEBHUK
YYEBHOMU ITPAKTUKH

VI1.01.01. Yyebnas npaktuka mo moayio [IM.01 OcyiiectBienrue opraHu3aioH-
HOTO M JIOKYMEHTAIIMOHHOTO 00eCIIeYeHus ACITEIbHOCTA OpTraHU3aIiu

(6ud npakmuku)

CTYJAEHTA I'PYIIIIbBI
No)

(pamunus, ums, omyecmeo nOIHOCMbIO)

CrnenuanbHocTh: 46.02.01 JlokyMeHTaIMOHHOE 00eceYeHUEe YVIIPaBICHUSI U apXUBOBEJIE-
HHE

Mecto npoxoxaenus npaktuku: TAOY BO JIO «(I'TVY»

PykoBoautens npaktuueckoit noarotoBku ot 'AOY BO JIO «ITVY»:
penojaBaTesb, KaH/d. UCT. HAayK, noueHT ['apseun A.H.

(¢L1.rlflufluﬂ, ums, omuyecmaeo, y4endas cmenehbp, yueHoe SSaHlIG)

Cpoku NpOX0XKACHUS TPAKTUKU:

I'aTunna
202 1.



1. COBMECTHBI! IUIAH-TPA®UK ITPOBEJEHUSA TPAKTUKH

HaumenoBanue pabot

Cpoxk 1o miany

1 2

3

VYI1.01.01. Yuebnas npaktuka mo moaynio [IM.01 OcyiiecTBiaeHrne opraHu3aloOHHOTO U JI0-
KYMEHTAIIMOHHOTO 00EeCTIeueHNS IeATeIbHOCTH OPTraHU3aIiH

PykoBoautens npaktuyeckoit noarotoBku ot 'AOY BO JIO «I'TVY»

CryneHnr

(noonucs)

(noonucw)




2. AHAUBUJ1Y AJIBHBIE 3AJIAHUS K IPOI'PAMME IIPAKTUKH
(BbI1AKOTCH Kadeapoi)

PykoBoaurens npaktryeckoit noarotoBku ot 'AOY BO JIO «I'TVY»

(noonucw)

CryneHnt

(noonucy)



3. COAEPKAHUE BBIIIOJIHEHHBIX PABOT B IIEPUO/J ITPAKTUKH

Beinonneno
No Cpok o
HaumenoBanue pabot bakTuuecku
n/n IJIaHy
(gacoB)
1 2 3 4

VII1.01.01. YuebnHas npaktuka mo moayiro [IM.01 OcyiecTBiaeHne opraHu3aioOHHOTO U JOKYMEH-
TAIMOHHOTO 00ECTICUYCHUS JACSITEILHOCTH OpraHu3aIluu

1 6
2 6
3 6
4 6
5 6
6 6
Utoro 36

PykoBoautens npaktuueckoit noarotoBku ot 'AOY BO JIO «I'TVY»

(noonucs)

CryneHnr

(noonucw)




OT3bIB PYKOBOJ/IUTEJISA IMPAKTUYECKOM HOAIOTOBKHU OT
TF'AOY BO JIO «ITY»

3a BpeMs IPOXOXKICHUS MPAKTUKH OO0YYAFOIIMICS BBITIOJHUI HHIUBUAYaJIbHOE 3a-
JaHKe, COOJIr0Ial NPaBHia BHYTPEHHETO pacropsaka, TpeOOBaHUS OXpaHbl TPyJa U I0-
KapHO# 0e30macHOCTH. B mepro ] MpoXoKaeHHUS MPAKTUKKA CTYICHT 3apeKOMEHI0BaN Ce-
01, KaK

BriBos: MPaKTUKa CTYJCHTa

(610 npakmuxu) (pamunus, unuyuanet)

MOKET OBITh 3aUTE€HA C OLIEHKOU « »

PykoBoautens nmpaktudeckoit moarotroBku ot 'TAOY BO JIO «I'T'Y»:

(noonucv, amunus, uHUYUATbL)

Jlara:



OO0pa3iibl 3a1aHui 1)1 IEMOHCTPAIIMOHHOTO SK3aMEeHa:

[Tpunoxenue 3

KAPTOUYKA OPI"TAHU3ALINN

[TonHOE HaMMEHOBAaHUE OPTraHU3ALUU
10 Y CTaBy

OO0111ecTBO € OrpaHUYEHHOM OTBETCTBEHHOCTbIO
«BekTop»

CoxpalieHHOe HAaUMEHOBaHUEOPraHH-
3alUu 110 Y CTaBy

000 «BekTop»

MGCTOHaXO}K,I[eHI/Ie nu HO‘ITOBBII;'IaI[pec

426008, Y amyprckas Pecniybnuka, r. VbkeBck, yiI.

110 YCTaBy ITymkunckas, 1. 268
E-mail info@vektor.ru
Caiit https://vektor.ru
MHH 1831188931

KIIII 183101001

OI'PH 1181832002604
OKIIO 81247165

Perucrpanmonnsiii Homep B [IOP

635-253-243432

Tenedon

+7 (3412) 55-999

AIMHHHCTPALUA

Jupexrop

Kamame Buktop MuxaiinoBuu

3aMecTUTENb TUPEKTOPA MO IPOU3BOJCTBY

Cupopos Poman KOpreBnu

IOpuckoHCynbT

BasuiioBa AHacracus BJ'Ia,I[I/IMI/IpOBHa

Cekperapb

CmupHoBa Mapuna CepreeBHa

Byxraarepus

I'maBHbII Oyxrantep

CemenoBa Tatbgaa MuxaiioBud

byxranrep

ITaBnoBa Buxrtopust CepreeBHa

AJIMUHHCTPATHBHO-X03SHCTBEHHBbIH 0T/

HauanpHUK oTHEna

\ JlykbsinoBa Tamapa IleTpoBHa

Otpea aeJ0npou3BoaCTBA

HauanpHUK oTHEna

Cy66otnHa Anna JleonnmoBHa

3aBeayronias apXuBOM

Mypamosa Beponnka AnnpeeBHa

Jlenonpoussoauresnb

WBanosa Mapus lBaHoBHa

Otnen ungopmarusanmu

Hauanpuuk oTnena

‘ ITocHoB Anekcannp Brnagumuposuu

OTtaen kaapos

HauanpHuk oTnena KaJpoB

Kununa [lapes BnagumuposHa

CHGI_II/IaJ'H/ICT 110 KaJpamM

ITonomapeBa Mapuna IOpbeBHa

OTtaen npoxax

Hauanpuuk oTnena

Kuppsnos ®enop AnexkceeBuy

Menemxep

CusoB KoHnctautnH AJlekceeBuu

Menemxep

Mmu3rokoB EBrennit JIeonngosuu

OT1aes cHAOKeHNA

Hauanpuuk oTnena

Kapasaes Hukounaii IletpoBuy

Benymmii cnennanuct

EmuceeB Hukura ITaBnosuyu

Cnenuanuct

CyBopos [Imutpuit PoMmanoBu4

Boaurenn

AranoB Crenan Hukomnaesuu

IInanoBo-32kKOHOMHYECKHI OTHE]

Hauanpuuk oTnena

Anekcanapos Bragumup Onerosuu

Cnenuanuct

3aitHanoB Banepuit KoncrantnnoBuu

Cnenuanuct

Bonkosa Anacracust FOpreBHa

IIpou3BOACTBEHHO-TEXHHYECKHUI OTAE]

['maBHBIN HHXKEHED

| Tananos Cepreit Muxaiinosuy



mailto:info@vektor.ru
https://vektor.ru/

HNnxenep-texHosor Hronun Janun JmutpreBuy

WHKeHep-TIPOEKTUPOBIIUK 3yOkoB Anekcanap AsleKCaHIpOBUY
Iex Ne 1

HavanpHuk nexa Kopo6eiinnkos Buktop Cepreesuy

Crapuumii mactep I'myxoB Uropbs Anb0epToBUY

Macrep Jlomkaper Binaaucias AnpoepToBuy




OO011ecTBO ¢ OrpaHUYEHHOM

YTBEPXIA

OTBETCTBEHHOCTBLIO Jupexrop
«BexkTop»
(000 «Bektop») 5 aIeB
«24» neka 202 .
HOMEHKJIATYPA AEJ
Ha 202_rox
Koaunuectso aea | Cpok xpaneHus, Ne crareid
Hnaekc gena 3aro/10BOK Je1a IIpumeuanue
(TOMOB) 110 NepeYHI0
1 2 3 4 5
01 - AgMuHHCTpaLust
01-01 HopMaTuBHBIE JOKYMEHTBI IO OCHOBHBIM HaIpaBJle- Jlo 3aMeHBI HOBEIMH, 1 6
HUSIM JIeSITEIbHOCTH (3aKOHBI, IPaBHUIa, PEKOMEH1a-
un). Kormu
01-04 [TonoXeHuUs1 O CTPYKTYPHBIX HOIpa3ICICHUSIX IocrosiaHo, 33 a
01-06 [lItaTHOE pacmucaHue IocrosiaHo, 40 a
01-07 [TprKa3bl AUPEKTOpA 110 OCHOBHOM JESITEIbHOCTH ITocTosiHHO, 19 a
01-08 [IprKa3sl AUPEKTOpa M0 aIMHHUCTPATUBHO- 5 ner, 19 6
XO3SIICTBEHHOM 1ESITEIHLHOCTH
01-09 IPacriopspkeHUs 3aMeCTHTEIS AUPEKTOpa 110 IIPOU3BOJI- 5 ner, 196
cTBY
01-12 [eperrcka OpraHU3aLiy M0 OCHOBHBIM BOIPOCAM 5 et DIIK, 70
INesITeIbHOCTH € OpPraHaMM BJIACTH, PEANPHATUIMA U
opranuzarusimu. Tom 2
01-12/3 [lepenucka opraHu3alyy 10 OCHOBHBIM BOIIPOCAM 5 et OIIK (D)
INesITeIbHOCTH C OpraHaMHM BIIACTH, NIPSAPHATHIMA U
opranmsaimsivi. Tom | DnektpoHHast popma
01-13 [IpOTOKOIIBI COBENIAHNH Y TeHePaIbHOTO THPEKTOpa IocrosiaHo, 18
01-14 /I0BEpEHHOCTH, BbIJAHHBIE T€HEPATIBbHBIM JUPEKTOPOM 5 ner, 36
oO111eCTBa, HA IIPEICTABICHUE HHTEPECOB OOILECTBA,
cBesieHHs 00 OT3bIBE BBIIAHHBIX JJOBEPEHHOCTEH
01-15 PKypHan perucrpanuu npuka3oB 10 OCHOBHOM Jiesi- IocTosiuuo, 182 a
TenbHOCTH
01-16 PKypHau peructpary nprukasos 1o 5 ner, 182 B
[ IMHHICTPATHBHO-X03SICTBEHHOMN JESTENBHOCTH
01-18 DKypHan perucTpaimi BXOASIINX TOKYMEHTOB Sumer, 1821
01-19 PKypHaJt peructpayu UCXOASIIIMX JOKYMEHTOB Sner, 182r
01-20 PKypHan perucrpanuu J0BEpEHHOCTEH Ha IpeicTaBe- S mer, 292 1
HYE HHTEPECOB
02 - Otzen nenonpon3BoACTBa
02-01 Homenkmarypa mern (cBogHast) IMocrostaHo, 157 CTPYKTYpHBIX MOA-
as3zelIeHni — 3 rojaa
02-02 [TpoToKOIIBI 3aceaHui aTTECTAIMOHHON KOMUCCHU 10, 485
02-03 O6panienns rpaxaaH (IPeUIoKEHNS, 3asIBICHUS, S ner OI1K, 154
bKas100bl, IPETEH3UH ), IEPENUCKA 0 X UCTIOTHEHHIO
02-03/5 O6panienns rpaxaaH (IPeUIoKEHNS, 3asIBICHUS, 5 et OI1K, 154 (D)
bKasI00bl, IPETEH3UH ), IEPENUCKA M0 UX UCTIOTHEHHIO
02-04 /TokyMeHTBI (OKIabI, CBOJKH, TOKIAIHBIE, CITykKe0- 5 ner, 47
HbIE 3aMHCKH) CTPYKTYPHBIX MOApa3Ae/IeHU
02-05 [eperucka 1o BOMpOcaM AeIONPOU3BOACTBA U apXUB- 5 mer, 181
HOTO Nena
02-09 |AKTBI 00 OTCYTCTBHH JOKYMEHTOB B IOCTYIHBIIECH 3 roma, 164
KOppPECIIOH/ICHIINU
02-10 AKTBI ydeTa BbIJIauH JIE] BO BDEMEHHOE MOJIb30BAHHE 3 rona, 175
02-11 IAKTBI O BBIICTICHUH JOKYMEHTOB U JIENl K YHUYTOXKE- ITocTosrno, 170
HHO
02-12 PKypHan yueTsl BbIIaun apXUBHBIX CIIPABOK, KOITHH, 5 mer, 177
BBINHCOK U3 JIOKYMEHTOB
02-13 DKypHan perucTpannm JOKIaHBIX, CTy)KEOHBIX 3aITH- 5 ner, Ilpotokon OK ot
COK, cIipaBOK 29.12.2020 Ne 2
02-14 PKypHan perucrpannu oOpameHus rpaxian 5 ner, 177
03 - Otxen kagpoB
03-07 [TpuKa3el 10 JIMYHOMY COCTaBY (TIpHeM, IIEPEBO, 50 ner OI1K, 434 a
YBOJIBHEHHE, COBMEIICHHE, COBMECTHTEIIBCTBO, OIIaTa
Tpyna, aTTecTalys, MOOIPEHNE, H3MEHEHNE aHKETHO-
OrorpaduyecKux TaHHBIX, OTIIYCK IO YXOIy 3a peOeH-
KOM, OTITyCK 0e3 COXpaHeHHs 3/11)
03-08 [TpuKa3bl 110 JIMYHOMY COCTaBY (€KETOIHBIH OTITYCK, 5 ner OI1K, 434 6
OTITyCK B CBSI3U C 00YUCHHEM)
03-09 [TpuKa3pl 0 JIMYHOMY COCTaBY O KOMaHIHPOBKAX S ner OIIK, 434 r
03-10 [IpuKa3pl 10 JIMYHOMY COCTaBY O JUCLIMIUTMHAPHBIX 3 roma, 434

B3bICKAHUAX




03-11 /IOKyMeHTHI (JOKJIa{HbIE 3aIIUCKH, CIIPAaBKH, 3asBIIe- 50 nert, 434a
HIs) O TIpHUEMe, TIEPEBO/IE, YBOIBHCHHUH, COBMCIIICHHH,
COBMECTHTENBCTBE, OIIATE TPYAA, ATTECTALlHH, TTOOIL-
DCHUH, H3MCHEHHH aHKETHO-0MOrpadYecKux NaHHBIX,
OTITyCKE IO YXOAy 3a peOeHKOM, OTITycKe 63 coxpa-
HEeHus 3/11)
03-12 /IoKyMEHTBI K IIPHKa3aM M0 MPEeI0CTaBICHUIO OTITyC- 5 ner, 4346
KOB, KOMaH/IMPOBKaM (3asIBJICHHs, CIIPABKH, 3aIIMCKH,
mepenucka)
03-13 /IOKyMEHTHI (XapaKTepUCTHKH, JOKJIAIHbIE 3aIIHCKH, 3 roxa, 454
CIIpaBKH, MIEPEIICKa), CBSI3aHHBIC C IPUMEHEHUEM
/IMCLIMIIIMHAPHBIX B3bICKAHMIT
03-14 TpyaoBBIE TOTOBOPBI, CIyKEOHbIE KOHTPAKTHI, COIJIa- 50 ner, 435
[eHust 00 MX M3MEHEHHH, PACTOP)KCHUH
03-15 Y BemoMiieHusI, IpeaynpexaeHns: pabOTHUKOB (aM) 3 roga, 436
aboToaTeneM
03-16 /ToxyMeHTbI (TI0JI0XKEHHUs, HHCTPYKIHK) 00 06paboTke IMocrosirHo, 440
[epCOHATIBHBIX JaHHBIX
03-17 Corsacust Ha 00pabOTKy MepPCOHATbHBIX JaHHBIX 3 rona, 441
04 - Byxranrepust
04-04 ConmoBast cMeTa I0X0/I0B U PACXOJI0B, PACUETHI K Hel TTocrosinHo, 2436
04-05 (CBOIIHBIIA TOJJOBOW OTYET 00 UCIIOJIHEHUHU CMETHI pac- Tlocrosinno, 273a
X008
04-06 ["omoBOi#t OTYET O (HHHAHCOBO-XO3SAMCTBEHHOM JIesI- TTocrosinHo, 268a
TeIbHOCTH
04-07 [lepBUYHbBIE yYETHBIE JIOKYMEHTBI U IIPUIIOKEHUS K 5 ner, 276
HUM (KOPEIIKH KHIDKEK, opJiepa, Tabeu 1 JIp.)
04-08 [lepernmcka Mo BOIPOCcaM OILIATHI TOBAPOB H YCIYT 5 et DIIK, 70
05 - Otaen npogax
05-01 [Tosoxxenne 06 oraene. Konuu J10 3aMeHBI HOBBIMH, 10
05-02 /{0JDKHOCTHBIE MHCTPYKIIMU COTpYAHMKOB. Konmu J10 MUHOBaHUS HAIOOHOCTH
05-03 [TprKa3bl AUPEKTOPA [0 OCHOBHOM JIESTEIBHOCTH. Jlo MUHOBaHUS HAIOOHOCTH,
[Konuu c1.19 a npum.
05-04 /10roBOpB! KYIUIU-IIPOJasKH 5 et OI1K, 11 [locie nucreueHus cpo-
Ka J1efCTBUS JOroBOpa,
ocIe npeKparieH s
00s13aTeNILCTB MO JJ0T0-
BOPY
05-05 JIoKyMeHTBI (3as1BKH, aKThl OLIEHKH, IEPENICKA 1 Ap.) /10 JIMKBU ALK OpraHu3aluy
[0 IpoJIaXke JABMKHMOIO HMYIIECTBA
05-08 [eperrcka ¢ OpraHU3aLUSIMHE I10 BOIPOCAM ITOCTABKH 5 ner, 70
roBapoB
05-09 DKypHan yueta JOroBOpOB, KOHTPAKTOB, COTTIAIICHHUH C 5 mer, 292
FOPHIMYECKUMH U (PU3HIECKHMH JINIAMH
06 - Oten cHaOXKeHHs
06-02 [IpoToKoIBl 00X COOpaHuii OTAEna 5 et
06-05 [IpOTOKOIIBI pa3HOTIACHIT IO JOTOBOPAM 5 et DK
06-10 [epernucka 06 OpraHU3aiy U MPOBEICHUU BBICTABOK, 5 et DI1IK, 70
sIpMapoK, Mpe3eHTanui
07 - [11aHOBO-2KOHOMHUYECKHNA OTHE
08 - AIMHHHCTPATHBHO-XO3HCTBEHHBIN OTIEN
09 - Oten nEpOpMaTH3AIHI
10 - TIpon3BOICTBEHHO-TEXHHYECKUI OT/IEI
11 - Tex Ne |
11-04 [TpOTOKOJIBI ONIEPATUBHBIX COBEIAHUI 5 ner
11-05 Crincky paOOTHHUKOB 11€Xa, PUBJICKAEMBIX B BBIXO/I- 1 rox
HBIE THI
PykoBogutens ciryx6s1 JJOY Cy66oTnHa A.JL. Cy66oTuHa
03.07.2025
PykxoBoautens apxusa Mypariosa B.A.Mypamosa
03.07.2025
COI'JTJACOBAHO

Iporokon 5K OO0 «Bektop»

or 18.12.2025 Ne 3

MyHununagbHoe O10IKeTHOE 00-
pa3oBaTeNbHOE YUPEKICHHE JI0-
HOJTHUTEIHHOTO 00pa30BaHUS
«eHTp HEeTCKOTO TBOpYECTBA
Y CTHHOBCKOTO paifoHa

[Tpunoxenue 4

Hupextopy OOO «BekTtop»
Kamamey B.M.

ya. Ilymkunckas, 1. 268, r.



(MBOY 10 LJIT) Nxesck, Y amyprckas PecyOnuka,

426008

Coro3Has yi., 1.75, r. xesck,426073, Y a-
MypTckas Pecrybnmka
Ten./¢axc: 8 (3412) 30-58-44
E-mail: plazma@other.ru
OI'PH 1021801584969
WHH/KIIIT 1834300395/184001001

30mas 202 1. Ne 48

Ha Ne oT

VYBaxaemblii BukTop Muxaniosuy!

[TIo pesynbraram ropoackoro koHkypca «lOHoe mapoBaHme», IPOBOJUMOE COB-
MECTHO ¢ AJMUHUCTpALMEN TopAaa, U Npu nojjaepxkke Bamield oprannzanuu ObUIO MPUHS-
TO pElIeHHE HarpaauTh nodeauteneid koHkypca nyteBkod B JJOJI «Meutay. Onnako, B
X0JI€ OpraHU3alry MEPOIPUATHS BOZHUK BOMPOC C JOCTABKOM JE€TEH U3 MajJooOecnedeH-
HBIX CEMEN K MECTY JIETHETO OTABIXA.

VYuuTtbiBas HU3JI0)KEHHOE, a Takxke Oonblnyto creneHb ydactuss OOO «Mepkypuii
[IpoekT» B MpOBEIEHUU NAHHOTO MEpONpUsTHs, yoeauTenabHo mpocuM Bac okasate co-
NEHCTBUE TAK)KE B OPraHM3aLMM MPOE3/1a K MECTY JIETHETO OTAbIXa IETEH, B KOJIUYECTBE
20 yenosek, kotopeii cocroutcs ¢ 01.07.202_ mo 19.07.202_, myteM BBIAEICHHUS TPaHC-
opTa.

Bripaxkaem Hagexay, yTo Baiia momoinps OyaylniuM TajgaHTaM HOAJEPKUT UX B J10-
CTH)KEHUH HOBBIX BBICOT U TTIOMOKET Peain30BaThCs OJlaromy Jeiry

C yBaxkeHHneM

Jupektop B.A.JloBanoBa

CeeruxoBa Huna EropoBHa, crienuaiucr,

8 (3412) 37-17-44



VauduuunposanHas popma Ne T-2
YrBepxknaena [Tocranonenuem I'ockomcrara Poccun

ot 05.01.2004 Ne 1

Kon
OO1ecTBO ¢ OrpaHHYCHHON OTBETCTBEHHOCTEIO «BekTop» ®opma mo OKY/ | 0301002
(000 «Bexrop») no OKIIO | 12345678
(HaMMEHOBAHHE OPraHU3aLMH)
Unentudukanmonnsiii | Homep crpaxoBoro cBuie- Bun padoret Ion
[ara cocraB-| TabenbHbII A p ¢1p A Anca- | Xapakrep pabo-| (OCHOBHasI, IO N
HOMEP HAJIOTOIUIATE/Ib- [TEJIBCTBA FOCYAJapCTBEHHOI'O (My)KCKOI/I,
JICHUA HOMED BUT ThI COBMECTUTCIIb- .
IIuKa TMEHCUOHHOT'O CTPpaxOBaHUA CTBy) )KCHCKI/II/I)
05.02.2015 303 22255566647 144-672-774 05 )41 MOCTOSTHHO OcHoBHas JKCHCKHUI
JJMYHAS KAPTOUKA
padoTHHMKA
I. OBIIME CBEJIEHUSA
Tpynosoit 1orosop HOMED 05/04-05
mara | 05.02.2015
1. ®amunus ITaBaoBa Nmst Buxropust OTt4ecTBO CepreeBna
Kon
2. lata posxaeHus 23.11.1985
(Z1eHB, MecsI, TOJ)
3. MecTo poxaeHus HNxeBck no OKATO
4. I'paxxaancTBO Poccuiickan @exepanus o OKMH
5. 3HaHME UHOCTPAHHOTIO S3bIKa AHTTHICKHUI CcBOOOIHO no OKHNH
(HaMMEHOBaHHe) (cTeneHb 3HAHUA)
no OKMH
6. O0pazoBanue BBICIIICE no OKVH
(cpennee (moaHOE) OOIIEe, HAYaIBHOE TPO(ECCHOHATBHOE, CpPeHee MPO(eCcCHOHATIBHOE, BEICIIEE MPO(ECCHOHATEHOE)
HanmenoBanue ob6pazoBatenbHOro yupexxaeHus | JlokymeHnt o6 oOpa3oBaHuu, 0 KBaIH(H- l'on
Kalliy WIA HAJMYWU CTICIIMAIbHBIX 3HAHUN |  OKOHYAHHSA
(denepanbHoe rocygapcrseHHoe 6101:xeTHOE 00pa- HaNMEHOBaHHE cepust HOMED
30BaTeJIbHOE YYpeKIAeHHe BbICHIEro npogeccuo- Juniom TP 221014 2014
HaJbLHOT0 00pa3oBanus Poccuiickuii rocyap-
CTBEHHbIIi TYMAHUTAPHBI YHUBEPCUTET
Kpamudukanms no gokymMeHTy 00 00pa3oBaHHA HamnpasneHnue niy cniequalbHOCTb 10 TOKYMEHTY
oyxrajre N
\ p JKOHOMMKA M Oyxrajarepckuii yuér Kox mo OKCO
HanmenoBanue ob6pazoBatenbHOro yupexxaeHus | JlokymeHnt o6 oOpa3oBaHuu, 0 KBaIH(H- l'on
Kalliy WIA HAJMYWU CTICIIMANLHBIX 3HAHUW |  OKOHYAHHSA
HauMEHOBAaHUE cepust HOMEp
Keamuduxanus mo gokymeHTy 06 o6pazoBaHumn HanpasneHnue uiv crienuasbHOCTh MO TOKYMEHTY
Kox mo OKCO
ITocneBy30BcKOe TpodeccuoHambHOe 00pa3oBaHue Kox mo OKMH
(acniMpaHTypa, aJlbIOHKTYpa, JIOKTOPAHTYpa)
HanmenoBaHue 00pa3oBaTeNbHOTO, JlokymeHT 00 oOpa3oBaHuH, Ton
HayYHOTO YUPEKICHHUS HOMeEp, AaTa BbIIadl OKOHYAHUS
Hampagsienne wim CrienuaibHOCTh 10 JIOKYMEHTY
Ko mo OKCO
Kon
7. Ilpodeccus
pod 1o OKTIJITP
(OCHOBHas)
no OKITATP

(mpyras)




2-s1 crpanuna opmsl Ne T-2

8. Crax pabortsl (110 coctostuuto Ha “ 05 ” (espains 20 15 r.):

OO0mmit 8 JTHer 5 MECSILEB 10 aer

HenpepbiBHbIi JHeH MECSLEB neT

Jarommii mpaBo Ha Ha/I0ABKY 3a BBICIYTY JIET JTHer MECSILEB aer

JTHer MECSILEB aer

9. Cocrosiaue B Opake 3aperncTPHPOBAaHHBIN Gpak Kox mo OKMH |:|
10. CocraB ceMbu:

Creness poacTBa

. damumus, UMsi, 0OTIECTBO Ton poxnenus
(Onmokaiine poICTBEHHUKH)
1 2 3
My:x IlaByoB Imutpuii IlerpoBuy 1984
CobiH ITaByioB ®enop JmurpueBuy 2010
Coin IaBaoB Masea [ImutpueBuy 2010
11. TTacmopt:  Ne  cepusi 2512 Ne 82281  Jlara Belgauu “ 07 JieKaopst 2004 r.
Briian Otaenom @®MC Poccun o Yamyprcekoii pecnyduke r. MzkeBek

(HauMEHOBaHUE OpraHa, BBIJABIIEro HacHopT)

12. Anpec mMecTa XKUTEIbCTBA!

ITouTOBBIN MHIEKC

ITo macmopty 107120

H:keBcek, yia. Mupa a. 51, k.45

[TouToBBIN HHIEKC

dakTHueckuit

Jlata peructpaiuu 1mo MecTy xuteascta < 05 7 Mapra 2000 .

Howmep tenedona +7(999)265-56-45

Il. CBEJEHHUS O BOMHCKOM YYETE

6. HanmeHoBaHWe BOCHHOTO KOMHUCCa-
1. Kareropus 3anaca puaTa 1o MecTy >KUTEJIbCTBA
2. BouHckoe 3BaHue
3. Cocras (mpo¢uib) 7. CocTouT Ha BOMHCKOM Y4eTe:
4. ITonnoe xoxoBoe o6o3Hadenne BYC a) ob1eM (HoMep KOMaH/Ibl, TApTHH)
5. KaTeropust roqHOCTH K BOCHHOMU CITyK0e 0) cnenuaIEHOM

8.

(OTMCTKa O CHATHHU C BOUMHCKOI'o yqua)
PaGoTHUK KaAPOBOW CIYKOBI HauanbHuk otnena kajapos Kununa JI.B.Kununa
(IOKHOCTB) (JTMYHAS TTONIKCH) (pacumpoBKa MOAMKCH)

PaGoTHuk ﬂ/ﬂpﬁ

Q‘[@a’ﬂ TTO/ITTHCH)
« 05~  gespana 20 15 1.
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I1l. MIPUEM HA PABOTY
U ITEPEBO/IbI HA IPYT'YIO PABOTY
Tapudnas cras- JInunas non-
JomxHOCTh (crenuanbHOCTh,
CrpykTypHOE noapas- Ka (okman), IIUCh BJIAJEIIb-
JHara npodeccus), pa3psn, kiace (ka- OcHoBaHue N
JieieHre Ha/0aBKa, 1a TpyAO0BOi
TEropusl) KBaTU(PUKAIINA
pyo. KHUKKH
1 2 3 4 5 6.,
05.02.2015 |Byxrantepus Byxranrep 15000,00  |IIp. Ne 3/04-03 ot 7 @%«f
05.02.2015 (Y
IV. ATTECTAIMSI
Mlara arre- Pemenune xomuccun Jloxyment (npotoxon) OcHoBaHHe
CTaIuu HOMEp JaTa
1 2 3 4 5
V. HOBBIIIEHUE KBAJIU®UKAIIUNA
Hara
JoxymeHT
Bupn noseime- | HamMenoBanue o6pa3o-
(ymocToBepeHue, CBUACTEIBCTBO)
Hayaja | OKOHYAHHWS | HUSI KBATU(U- |BATEIBHOTO YUPEIKIACHUS, OcHoBaHHe
oOyueHus | oOydeHHs Kaluu MECTO €r0 HaXOXJICHHUS cepws,
HauMEHOBaHUE JlaTa
HOMEp
1 2 3 4 5 6 7 8
V1. MIPO®ECCUOHAJBHAS MEPENNOATI'OTOBKA
Jlata JokymeHT
CrenanbHOCTH (HaIpaB- (AMTUIOM, CBUIETENBECTBO)
OcHoBaHue
HayaJjia nepe- | OKOHYaHUS Ie- neHue, npodeccus)
HauMEHOBaHUe HOMED JaTa
MIOJATOTOBKH | PENOATOTOBKH
1 2 3 4 5 6 7




VII. HATPAbI (ITOOPEHMUSI), IOYETHBIE 3BAHUSA

4-51 ctpannna Gpopmsl Ne T-2

JoxyMeHT
HaumenoBaHnue Harpajsl (IOOMIPEHUS)
HanMEHOBaHHE HOMEp JaTa
1 2 3 4
VIII. OTIIYCK
Bun ornycka (eskeroHbli, y4eOHBIH, [epuox paboThl Konnuectso Hata
0e3 coxpaHeHHs 3apabOTHOM MIaTHI KaJIeHJapHBIX OcHoBaHue
c 1o o Hadajga | OKOHYAHUSA
u JIp.) JIHEeH oTIycKa
1 2 3 4 5 6 7
ExeroHblit 05.02.2015 | 04.02.2016 14 14.06.2016 | 27.06.2016 |p-Ne 39/04-04 07 01.06.2016
ExeroHblit 05.02.2015 | 04.02.2016 8 08.10.2016. | 15.10.2016 |Mlp- Ne87/04-04 0701102016
E>xeronnsrit 05.02.2015 | 04.02.2016 6 20.12.2016. | 25.12.2016 31;[;;29}32/2‘:6%‘;3;{3122016
Eseronbilt 05.02.2016 | 04.02.2017 14 29.05.2017 | 11.06.2017 |- 550404 o1 15042017
Eseroabilt 05.02.2016 | 04.02.2017 14 22.06.2017 | 05.07.2017 |Tip X ST04-04 01 20:05.2017
Esxeroublit 05.02.2017 | 04.02.2018 28 10.08.2018 | 06.09.2018 |Mp-Ne 45/04-04 or 02.08.2018
EsxeroHblit 05.02.2018 | 04.02.2019 28 07.04.2019 | 04.05.2019 |ITp- Ne24/04-04 07 20.03.2019
ExxeroHbIit 05.02.2019 | 04.02.2020 28 07.04.2020 | 04.05.2020 |- Ne 14/04-04 01 20.03.2020
E>xxeronssiit 05.02.2020 | 04.02.2021 28 07.04.2021 | 04.05.2021 |Mp- e 55/04-04 01 20.03.2021
E>xeronsslit 05.02.2021 | 04.02.2022 28 07.04.2022 | 04.05.2022 |Mp- Ne 55/04-04 01 20.03.2022
EsxeroHblit 05.02.2022 | 04.02.2023 28 07.04.2023 | 04.05.2023 |[lp- Ne 55/04-04 or 20.03.2023
EsxeroHblit 05.02.2023 | 04.02.2024 28 07.04.2024 | 04.05.2024 |- Ne55/04-04 01 20.03.2024
E>xxeronsslit 05.02.2024 | 04.02.2025 28 07.04.2025 | 04.05.2025 |Mp- Xe55/04-04 o1 20.03.2025
IX. COHUAJIBHBIE JIBI'OTHI,
HA KOTOpbIe PA0OTHUK HMeeT NPABO B COOTBETCTBHHU € 3aKOHO/1ATe/IbCTBOM
HanmeHnoBaHue T6roTHI Aokyment OcHoBanue
HOMeEp JlaTa BbLIAYN
1 2 3 4

X. TOINOJIHUTEJIbHBIE CBEJEHUSI

Boautesbckoe ynocropepenne kateropuu "B" ¢ 2012 r.

XI. OcHoBaHue NpeKpalieHust
TPYA0BOI0 10roBOpa (yBOJIbLHEHUSI)

Hara yBonbHeHHus ” 20 T.
[Mpuka3 (pacnopsbkenue) Ne or“ 7 20 T.

PaboTHuK KaIPOBO CITYKOBI

(1OIHKHOCTB) (JTMYHas TOJKCH)
PaborHuk

(JTYHAs! HOIIIHCH)

(pacmmpoBKa MOIINCH)



3ASBIIEHUE

05.06.202_

[Ipomry yBOJUTH ¢ 3aHUMAEMOW JOHKHOCTH MO COOCTBEHHOMY >KEIaHUIO

¢ 19 urons 202 ropa.

byxranrep @df _

Coupctoic MC.
Nogeomdbime wpotum wuséa of yharomenis

05.06.202_ %ﬂﬁ

Bx. N2 25 om 05.06.202_

29



