
NOCYAAFCTBEHHOE BIOAXEfHOE YIPTDXAE-HNE*

noionrifr urrngno trP(r.caccuonAlruono oBvtIEE''t
.cr&-io-iiolrrcxnfi PErrloHAAbHbfr PEcvPcHbD[ IlEItrF'
- ---- 

*..,*,,,,**ji.'ff1:J;??'lltHl'd*lli15!ls3'-"-", "-'"'"'"''*'-';;;i;**rarn' 'u enin:m oracr"n!@q! ry
riiC iosooosoeo, xrtn z6350loor' oKno 477a1306

Cornaconano:
Yce6Ho-il,reroAl'rqecKl{M coBeroM

I-Evruo <CPPI-I>

llporoxol Jtl! I or <13>> annapr 2021r'

YrrePx4eno:
npnKa3oM I-EYruO (CPP[)

or (l3D tHBaPt 2021 r.Ns 5/l-x

WEEHhIIT IIJIAH N NPOTPAMMA

no nporpaMMe

.[orroJrrrrrreJrbHoro npooecc[oHaJrbHoro o6paronanun
(nonrrruerulfl KBaJrrrQuKarr[u)

<<.[e.noup orIBBoAlrreJrb>>

r. Cranponolr,202lt,



rloqcHureflsHaq 3anrlcKa

1. O6rrlrre noJtoacenrlq
Hacrorular o6pa:onarenrHa'I [pofpaMMa npeAna3Haqeua An'fi [oBblIIreHI'rt

KB,uruOLIKaIII4" ooyturour"*"" isY ,[rO <Cranpouonrcxuft pernonansnnfi

pecypinni ueuTp)) no npoSeccuu 21299 <'['elonpoll3Boallrenb))'

O6paeoaa:renruat [porpaMMa npeAcraBnser co6ofi KoMnJIeKc HopMarI'tBHo-

}reto,u'u.IecrofiAoKyMeHTaqI,[I'pernaMeHTl,rpYroureficoAepxaHl,Ie'opraHl,I3aufircIt
ouegKy KaqecrBa IroAroroBI(I'I o6yvatorql'Ixcr u BKJIIoqaer:

-@e,4epalrHrtr garou or 29" aera6pt20l2 tola Ne 273-O3 <06 o6pa:onaHun

s Poccrficroi @eAePaqllu>'

- flocranosr""t" fot"'uHAapra P<D or 26'12'1994 N 367 (pea' or

|g.06.20.i2) <oo,rrepoccur.*'i' *u..uiluratop npoQeccr,rfi pa6o.rux,

Aorxsoctefi cnyxaunx n rapr'IQnrx pa3ptAoB))'

-nplrKa3 Mrlnlrcrepctaa o6pa:oranu s' u :aayKvr P@ or l8 Senpalr 2013 roaa

Ns 2g2 (06 yrBepxAenl{n floprqra opraHl43allru lt ocyn(ecrBneuwl

o6paaoaarelrnofi 4errerIrnocru rro ocHoBHbrM [pofpaMMaM npo{eccuoual roro

tu*l;?';* 
Munr.rcrepc.rna o6pasonanr'_a rd HayKr' poccuftcxofi @e4epaqur.r or l

,n* i6tZ r. Ne 499 ud6 yr".p*aenuu flopr4ra opra'I{3alluu n ocyqecrBrleHl'It

o6paaonarellrrofiAe'TeJlbI{ocT}InoAo[oJIHItTeJIbHbIMnposeccuorralrrrrru
nporpaMM[IM> (c lr3MeHeHI{'tMlI [pltKa3 Munncrepctna npocBeIqeHIUI or

15.11.2013. N 1244).

2. Tpe6onanur r o6YraouuMcfl..
Ha o6yreHue no o6pa:ona'relrnofi [pofpaMMe

<<.I[eronpousBoAl{reJlb)) AollycKalorct JILrqa'

npotf ecclroHanlnoe o6pasonanue - npolpaMMa

cpeAHero 3BeHa.

3. Hoptrarunnufi cporc ocBoeuIrfl o6paronare'nrnoft nporpau*rsr

Hopr"ranlanuft cpox ocBoeHl{.r o6paeoua'renrnofi npofpaMMbl

T2ararelruqecKux qacoB, HeAeJIbHtuI Harpy3Ka cocraBJlter:

- nprl nro6oft Qopue o6yueuus 40 axaAerauqecK[x qacoB;

4. <DoPua o6Y'rennn
<Dopr"ru o6y'renu'r no [porpaMMe - o,qgat' otlHo-3aoqg'It' AI'IcraHuI'IoHHa'I'

Cpox ocnoenrar npo.putt"t npll nro6ofi Qoprlre o6yueuut2ueaer^u'

5. Kna.nnr[uraurroHHbre rpe6onanuR

O6yuarouuict AorxeH 6rnr roros r npoSeccnoualrnofi AetreJlbHocrl{ no

npoif eccr.rta <<,{e.lon pournoAlrTeJrb))

Kraaut[uxaquounnfi ypoBeHb B coorBercrBlru upo$eccnonalrnrutl

craHAaPToM: 4 YPoneur.

noBbIUeHlIrI KBaIIiQI{KaIII,IIi

IrMeloqlle cpeAHee

[o]lroToBKlr C[equaJIItCTOB



KnaluQuraquonnue rpe6oeanna cocraBJIeHbI B coorBercrBl4l'l c

npoQeccuonanruurra crauAaproM <<Cuequanrlcr rro opfaHI'I3aIrlIoHHoMy vr

AoKyMeHraIIuoHHoMy ooecneqeuulo ynpaBreHI'IrI oprauuaaqueit:'.yt":lY:""oto

;;;;"t crr 06 r,'ras 2015 r' N 276 n, 3aperrcrpl4poBaHHblM e MrHlocre Poccru

oi.oe .zots r. N 37509.

Ile.nu uporparvrmul: $oprurlpoBaHlle y o6yvarour'rxct' HoBbIx KoMnereHIII'llI'

fioJrrre''re uostx g'aH,nft LI MeTOAOB BeAeHI',It AoKyMeHTaq[oHHOro o6ecne'{eHus

AetTeJIbHOsrlI rlpexAeHwl'
B .racru ocBoeHus coorBercrByloulux o6qnx (OK) u npo{eccuonalrurrx

rorr.rnerenUufi (OK): 
- --v- <-.-

- OK l- IroHHMarb cyulHocrb I'l coquaJlbtryn 3HaqlaMocrb cooefi 6yayuei

npotfeccr'rn, flpotBJlsrb r nei ycrofiuuaui rlurepec'

-oK2.opraH[3oBblBarrco6crseHlryloAe'Tenbrrocrr,arr6upaTbTltIIoBbIe
MeroAbIr,rcnoco6uBbIuoJIHeH[tupotfeccr'ronalbHblx3aAaq'oIreH]IBarLI'Ix
s(p<lerrnnnocrb I'I KarlecrBo'

- OK 3- npunuvarr PemeHI'It B cralrAaprHbrx I{ HecraHAaprHblx curyaqutx ri

HCCTI,I 3A HI,TX OTBCTCTBEHHOCTb'

- OK 4- ocyulecrBJltrb uol{cK I'I uc[oJrb3oBaur're unsopr"raunu' neo6xo4uuoft

4nr e(ptperrnanoro BbI[oJIHenu-a npo$eccuou€ttlbnblx ea4au' npotpeccllonuulbuoro

It II'IqHOCTHOTO PA3BI'ITI'I''
-oK5-I{cIIoJIb3oBaTburr(loprraauuorrHo-KoMMyHl4Kall[oHHbleTexHoJIorItI4B

npo$eccuonalurofi Aegrelurocru'
- OK 8- CauoctogrerbHo olpeAeJurb 3aAaq[ upo$eccuonalbuoro 14

TLTTTHOCTHOTO pa3Btrrl4fl,3aHl4MaTbct carr'roo6pa:onaH[eM' OCO3HaHHO [naHI',IpOBaTb

B ycnoBl,nrx 'Iactofi cMenbr rexHononlfi s

npoQeccuouanluoi AeqrerlHocrfi'
IIK I '5- ot[oprtanarr n PeuicrpnpoBarb opraHI{3aIrLoHHo-

pacnoptAlrTenbHble AOKyMeHTbI' KoH'rponupoBaTb cpoKI'I I,IX I,ICIIoJIHeHIjJI'

"-- _' 'fnq 
1.6- O6pa6arrraarb BxoAsulue n trcxoplrll4e AoKyMeHTbI'

crrcreMarr,r3llpoBarb rX, cocraBJl{rb HOMeHKnarypY Aen u Qopml'Iponarl

noBbIIUeHI{e KBanu(p[KaIII4n'

- OK 9- oPlleurl4PoBarbct

ocy[IecrBJlqrb relet[onxoe o6cnyxnnanue' rrpllHllMarb lr

nepeAaBarb EaKCbI.
- IIK 1.9 - oayttracrBJltrb noAroroBKy AeJI K [epeAaqe Ha apxr'tBHoe

xpaHeHLIe.
- IIK 1.l0 -cocTaBJItTb onI{cLI AeJI' OcyEtecrBJItTb noAroToBKy Aen K

nepeAarre B apxlaB opraHu3allrll{' rocyAapcrBeHlrble n MyHI'IqUntuIbHbIe apxl,IBbl'

OxnAaenrre pesyJrbrarbl or ocBoenuc flporpaMMbl:

AOKyMeHTbI B AeJIa.

- IIK I .7- caMocrotreJlbHo pa6orarr c AoKyMeHTaMI'I' coAepxaullrMl4

rontbuAenquanuryro uH$opMaqldo' B ToM qI{cJIe c AoKyMeHTaMI4 rto r[trHoMy

cocTaBy.
- IIK 1.8.-



C IIeJIbIo [oBbIureHI'IJI KBanxSlIKaIIwt u fipuo6perenl'Ie HoBbIx

npo$eccr.ronanbublx KoMIrereHIrI{ft, o6yuaroqufict B xoAe ocBoeHI'It [porpaMMbl

noBbIIIreHr'IJI rranuQuxauul{ AoJIXeH:

nMeTb [peAcTaBJreH[e:
- o6 opraHI'I3aqI'Iu AoKyMeHTaIIuoHHoro

(pyxxunonupoBaHl'tt opmH[3auliu ;

yMeTb:
- IICIIOJIL3OBATb

npeo6parorarut t,t flepeAaqll AaHHbIx n npo(peccuou€ulrHo oplIeHTI'tpoBaHHbIx

rlnQopuauuonHlrx clrcreMtx;
o6ecnequsarr AOCTOBepHocTb unifoprlaqull

aBToMarLI3I,IposaHHofi o6pa6orru AaHHbIx;
_ o6pa6arrrnarb BxoArrqlre lr IICXOATUIIe AoKyMerrrbr, cr{creMarll3llpoBarb

rlx, cocraBJltrb HoMeHKnarypy Aen I'I Soprr'u'tpona, s AoKyMeHTbI B Aena;

- pa6oratl B cl4creMax gJreKTpoHHoro goxyuenroo6opora;

- ncloJrb3oBarl n pa6ore coBpeMeHHbIe KoMnbIorepHLIe rexHoJIorHIt;

pa6or:au c npo{eccr'roHnnbuo-opl{eHTl'rpoBauH6rMl{ npofpaMMaMI'I

o6ecneqenur AOY tl apxl{BHoro AeJIa;

- pa6oratr c 3neKTpoHHbrMIa AoKyMeHTaMIa;

- uc[oJIb3OBaTb ceTeBble nporpaMMHble

upo$eccuoualrHofi gerrenrnocru ;

flpoQeccuoualruo ocyulecrBJlsrb na6op

rounuorepe (fIK).
3HATb:
- pyccKylo I'I JIaruHcKyIo xnanr'rarypy fIK; 

-
- .tpuutttu o$oprvtnenrar AoKyMeHToB na IIK'

Ilrorosaq arrecraq[c
- Tecr no [poBepKe sxaullfi TeMarIrKI'I KypcoB I,I oIIeHKIT I{3MeHeHI'It

npooecclroHaJlbHblx KoMfleTerrqufi coc.rout He MeHee 10 noupocoe u ge 6orree 40,

pe3ynbrarbl flpoxoxAenl4l recra oIIeHI'IBtuorcq cneAylorquru o6pasortl:

- 7 |oh npar,uttbHblx orBeroB oI{eHI'IBaIorcfl <(3arler));

- MeHee 7 Uoh <<ge 3atler)).

o6ecneqen[.s YrtPaBlreulll r)l

TexHoJloru[ c6opa, pa3MeqeHl]ut' xpaHeHI'LI'

nPoqecce

I,I TEXHUTIECKI,IE CPEACTBA B

TeKCTOB Ha nepcoHajrbHoM

B cryrae ycfieluHoro flpoxoxAeullt urorosofi arrecralluu o6)"{arcqeMyct

sHAaercs YAocroBepenle ycraHoBJleHnoro o6pasua'

OpraunraunoHHo-neAarorrlrlecKlre ycJroBufl
pea,nllgaquq o6pasonarelrHofi [porpaMMu npoQeccrnoH€ulbHoro o6yuenur n

npo{eccr.ronaabHoe I'IJII,I BbIcI[ee o6pa3oBanl'Ie'

O6paronarelrnax nporpaMMa o6ecneqena

ne,llarorl.IqecKl,tMl4 KaApaMI{,

AoKyMeHTaIII'Iefi u ua'repIE€uIaMI4 rro yue6nuv AucquuJr]rHaM' [PaKTI{qecKoMy

o6ytenuto.

c xnaruif uraqlloHHblMl'I rpe6orannauu upeAycMarpl'IBaer
uMeIoulI,tMIl cPeAHee

yre6xo-rr.reroAtlqecxoi

COOTBETCTBI,III

o6ecne.IeHIae



I paononana€T CJlesnoqefi MaTeplraJ6Ho-rexErsecKotr 6a3otr:

oOo"" (nocalowe Mecra tro rortr.recrBy o6ysantrsDrcf,'

ryerIOAAEsTeJItr Aogxa raartlEurax MapKepHat yreEFlecra'f,'

rqnoco6nr, 6narucr, nrnrsrEr);

6n6ruotre'mar cncreua IPRbooks,



yrIEEHo-TEMATIrqEcKnft u.m'n
[oBbIIIreHI{t xnaluQuraquu rro [porpaMMe

<<.{e.nonPon3BoAIrreJIb>

Bug o6pasoraxur

,{orprenr o6 o6Pa3oBaHI{I{

Tpe6orauue r YPonnro
o6pasonanux nPI'IHHMaeMbD( Ha

o6yuexue
@opua o6yveuur
.Illurelrnoctr o6Yreuur
HeAenrsas HarPY3(a

Kranu$urauuonurtri YPoBeHb

.Ilonomr,rrelrnoe npoi[eccnouanrrnoe o6pa:oaanue

(noesr urenue xralr'r$r'rxaunu)
YaocrosepeHue o rIoBbIrIreH[[ KBaJTI'IQHKaIrul

Cpeanee npot[ecuronalrnoe o6paroranue - nporpaMMbl

noArorosru pa6orux, cJryxaqux'

Ovnal, o.ruo-taoquat, AHcraHqIroEHat
40 araaer"ru.{ecKrrx vaca (l HeAent)

40 axaAevgqecrux qacos

4 yponeut

HaurueHosarrrle
AIICqNIJXIH

Bcero
qac.

Jlenrlr
tl

flpaxuv
ecKI{e

3arxrus

Calroctosre
NbHAJI

pa6om u
r(oHcyjlbrall

u
],{b

1. 06urenpoQuarH@ t4 7 4 3

1.1. Tpe6osauus oxpaubl TPYAa 2 I
,|

1.2. Aenosrte trncbMeHuble KorqMy44xqgx4- 2 z

1.3 ,Ile.nosoft :rnrEr 2 I I

1.4. Vupaareuue BPeMeHeM z I I
t -). Kou$lurcronorur 2 2

2.

Hopuarnnno-npaBoBbre arcrblr perynupyloque
opraH[3aqrronHyn u aoKyMeHTAqITOHHyIO

refl TeJlbHocrt' o6ecneveuua yrrpergeHnt
4 2 2

3 Opnanurauur pa6o'ru c aoryruellTaMn ) 20 9 6 5

3.1. Opranusaqu-r nepnouauzunuofi o6pa6orrr'I

nocryrlarculrx AoI(yMeHToB. Opranuaauur
DaccMoTpeHHt Ao(F{eHTOB, I{X per}IoTpaqu&

4 2 I I

3.2. flpone4enue rouTpont 3a ucnonHeHueM

aoKyMeHToB. Opraun:aqux ornpaB(x l{cxo.u.f,xlux

AoKyt{eHToB. Opranurauur oneparlrBHoro
xpaHeHr{t aoKyl!{eHToB

4 2 I

J.J. Oprannsaqur ![opMlrpoBarrut AeJI B

aenonpor{3BoAcrae. flpone4eute gKcueprI'I3LI

UEHHOCTII AOK}'MEHTOB.

6 3 z I

3.4. Opranueaunr noaroroBKl{ aen K apxHBHoMy

XDAIICHI{IO
6 2

4. <<OpranusaquoHHo-aoI(yMelrrauuonnas pa6ora
no o6ecneqeuuro ynpaB,'IeHqecKoft

.Ief,TeIlbHocrllD
23 t2 6 l

4.1. Oprannsaqut npueMa nocerl,ITenefi . 4 2 I I

4.2. flpasura neaeHur crryxe6nrx reletlonnrx
ueperoBopoB

") I I

4.3. Opnanngaqnr u aoxyr{eHTllpoBanue coBelqanufi Ir 6 J 2 I



4.4.

neperoBopoB
Oi[oprr.rlenue AoK],ueEroB Art KoMaHAI'IpoBKu 2 I 1

5 J I
4.5.

5 (CocraBreHue I'I oooPMreHrte A

OQoprtrneurle oprasu3aqlloHHo-

1l 5 5 I

4 2 z5.1.

d6op"-"H"e cnparo'rrro-I'rH$opMauuoHHbx J I 25.2.

53.
6

z I I

3aqer 4 4
1t 33 t( l4

Par,[e.n 1. Vqe6xaq Arcqnnnrna (O6uleorpacneBofi Kypc>

fIoscHI,IreIrHUI3a[]IcKa.Hacrosrqufipa3AeJInpeAHa3HaqeHAntu3yqeHwl
A[cqu[JILIHbI <o6rqeorpacneBofi Kypc>'

I-{enr: usyuurb, AeficrByloulue Ea reppl{ropl'Iu Poccuftcroi (DeAepauun

rocyAapcrBeHHhre HopMaTIlBHbIe a(TbI perJlaMeHTl'Ipypqux AetreJlbHocrb

IIo opraHI{3aIIloHHOMy I'I AOKyMeHTaIIuoHHOMy O6ecneqenuro yqpexAeHut'

a ralo(e [optAoK rIplMeHeHu'I npoQeccraouanbHoro craHAapra B pa6ote

Aanorrpo"r"oAi""*. vsyuws ocHoBr$re npaBr4Jra nr4cbMeHHblx AenoBblx

lo**y""*uu"fi. osHarolrfiTbc, c ocHoBHbrMn rpe6onanu.aur{ 9TuKr4 AeJroBoro

o6qeELIt Lr KouQnl'IKronoryIu.
I,lsyrenue AI{cuu[JIlrHbI 3aBepuaerct npoBeAeH]reM

""rrronr{'Iorrlaro 
(byHKII[lI KOHTpont ocBoeHl4t r{e6Horo

c06ece,uoBaHI'It.
Terrarn'recrgrfi n.nan

I{TOTOBOTO 3.,Jlt'tut,
MareDItaJIa B BUAe

CaMocrocre
JI6II'UI
pa6ora u
KOHCyJIbTaII

rlrl

Tenra l.l. Tpe6oeaunn oxpanbl TpyAa'

HacrogulagTeMaIIpeAIIa3HaqeHaAJI'I,r3rleHI,I'AI4CIIIIIIJIIIHbI(oxpaHa
TpyAO). I{elr oanaronaJreH}re c npaBI4naM}I I{ I,IHCTpyKUI'IJItvtu (nugrr I',rHcTpyKTaxa

no 6esonac'ocT,r rpyAa: BBoAHbifi, nepnu.rnufi na pa6o'rerrl uecre, noatopnrtfi,

sHenJlaHogrtfi, qerresoi) pe|naMeHTI,IpyK'IquNlu 6esouacHble ycJIoBI,lg TpyAa Ha



IIPEAIIPIi'ITHf,X, I43YTIEHUE OCHOBHbIX IIPABI'IN IOBCAEHI'I' IEPCOHAJIA }T KIILIEHTOB

npr ^ 
tp"a"rrqafinlrx cl{Tyaqu{x' flpaeula 6esouacHo[ sKcluyaraul'Ill

,na*rpoo6opyAoBanllt. I4H4tEou,qyal*rrre u o6que cpeAcrBa 3aIqI'IrbI or

fiopax(eH]rtgJIeKTpI'IqecKuMToKoM'BuArruopaxeHl'It3JIeKTpuqecKI'IMToKoMI'I
npaBI,IJIa oKa3aHurl 4orpa're6nofi noMouln'

flporunouoxapu:Ls 3alqnra. O6IuHe cBeAeHI'It o rroxap{rx' OpnaHusauux

ty*a"i" .ro*apon. O6ecneqeHue gBaKyaqnu moAefi I'I Marep[zulbHrrx qenrrocrei

npl,r floxape. Cpe4crna ryIueHI'It [oxapa u upaBI'IJIa [oJlb3oBaHnt Iluu' Cnoco6rt

r.r MeTOAbr IIpeKpaIrIeHnt ropeHr',rt'

Tema 1.2.,{e.nonure nncbMennble KoMMyH[Kau[[
oco6er,"octrnoQnqualluo-Aeflosofipeur,r..flartrclyxe6rrrxAoKyMeHToB.

flpnraa, [poToKoJr, perueH]re, AOroBop. opranuraunoHHo-pacflpeAeJlltTeJlbHa'fl

AoKyMeHTaII[t: pe3rcMe' 3atBJIeHI'Ie' auKera, AoKnaAHEUI t{ o6rscHl'IreurHat

,unt"*u, ta6nnqa, culou*rofi csglnHfi rercr' ,{eloable nl{cbMa: coDlarueH}r't'

3aflpocbl'co[poBoAIITenbHbIeIIucbMa'u}IcbMa-peDraMeHTbI(uosgpaaneuur'
vtsBufte:Hrl'^, co6oregHosaHr4r, rrHcbMa-oTBeTbI c 6larogapnocrrro). cnyxe6uue

3aIIHcKIt AJII BrD/TPeHHeft xonauyHl'IKalllllt: pac[optxeHl'Il' 6rarogapnocru'

"uno*"o"", 
nioi"6rt, rpoBeAeHue rueponpuxtr'rfi)' Ilpanxna oQopuaenu'a

aeJIoBhIx nocnanrlfi. Peuarr'mrtfi TeKcr KaK BllA AeJIoBoro [ocJIaHuJI'

Tema 1.3. .Ilerosoft 3TrrKer
B nro6oft cQepe xnruu qeroBeKa HeooxoAllMo cooJlruAarb y'r4nvDJr

rrpaBfina. 3ro nogsomer Becrlt npoAyKTl'rBHbrft Aualor u cuoco6crryet 6olee

nosI,rr"""o*y o6rqenrlro. '{4r 
npelcrannrelefi cifeprr 6uoneca oco6enno saxHo

neo6xo[uuo COOJIIO]IATb YCTAHOBJICHHbIC

co6rroAarb rIpaBI'Ina gTI4Kera AeJIoBoro o6qeHug' Or

3aBr{crrr ycfleluHocTb fleperoBopoB' yAoBJIerBOpf,IOIq[e

Bo3Moxuocrb Aalrneiurero corpyAHl'IqecrBa'

1.4. Vnpao.neuue BPeMeHeM

flepeaoA repMrlHa <time management))

KOppeKrHoro
o6e croPouu

rroBeAelrl{t
yCJIOBT.ITI lI

I{errrrorractogqefiTeMhl'BJI'eTc'ocBoeH[eo6)..{arculuMl,Ic'upaBI,IJII{
npr.IHqI{[oBgTI'IKeraunporoKoJlancQepeAeJIoBoroo6IueHI'LsBuHTepecax
ruroAorBopHoro, paul4oHaJlbHoro AeJIoBoro o6uenr'rt' TaK KaK B ycroBuqx

MnpoBoro pbrHKa, BnaAeHr,re etf if errunnrrrrau [paBI{JIaMI'I IIOBeAeHI'IJI 3HaqI{TeI6HO

rroBblllraer KouKypeHToc[oco6nocm crrellllanucra

c aHDII{ficKoro {3bIKa o3uaqaer

yrrpaBlltTb BpeMeHeM HeBo3MOXHO.(ylpaBJIeHI4e BPeMeHeM>. B npruov cMbIcJIe yupanlltrb BpeMeHeM HeBo3Mu-ltrnu'

pa*""- $yxruua rafiu-rraeneAxMeHTa - I,ICnoJIb3OBaTb nper"r-a cnoefi xl',I3Hll C

MaKcnMan;oft eQoerrulnocrbro. Ifenr rafirrl-rrleHeAxMeHra. Hcropu.r raftu-

MeHeAxMeHTa. Cocrasnrre qacrvt raina- MeHeAxMeHTa' Ocnosurre

flp]rurlr{[bl rafi u-ueneAxuenta' 3arox [pllHyAl{Tenbnofi eQQerruBuocrl{

Tema 1.5. KonQ.nurno.nonur.

IIAEI{ E

Teoperuvecrue 3HaH[r s o6racru ron$nurtolor[I{ MOryT IIPIIrOAI{Tbcf, IIpI{

rorruxte c coql{yMoM. cOnperueuHar rouQlurrolorus - IpLTKIIaAHEUI Har{HUt



AI{CqI,IIIJII,THA 14,

MCHEAXMEHTE' o6Da3oBaHI'Iu,

BMECTE C TeM, coepa [PaKTI{qecKoft AetreJIbHocrI'I B

KoMMepqecKofi AeqtemHoctu, csrgaHuofi c

yperynlrpoBanlleu ron$nlrrroo'
flpu rcyrenlui nacrosu{ei rerrart o6yvaroq[ect o3xaKoMtrct c uoxtrlttMll:

o6seKT xorrsluxta; rorrslr-rrtrrar cv"ryalJ1lfl,, I4Hu}1AeHT. I,leyra.r cyIIIHocTb

;;;o;;;;; ;"u", rot 6,'"KroB' HcroqHI,tKI' n npuql'IHbl xontfn*uroa' flyru

pa3pelueullt ron$nurcor'

Ilepevenr reM [paKTnrlecKoro o6yqeHuc

Pasaer 2. Vqe6nac Arrcu[[Jr[Ha
<<Hopuarunno-upaBoBbre aKTbl' peryJrrrpyrcu[e oprann3aurrouHyrc Ir

AOKyMeHTaqrroHHyro aesreJrbHocTr ooecneqennq yqpexAeHI|q

Bonpocrr AoKyMeHTaqnoHHoro o6ecneqenuq ynpaBJlen[t peryJll'Ipylorct:

- rarouaura P@;

- rocyAapcTBeHHbIMI't lr oTpacJIeBbIMI4 CTaHAapTaMI{;

- o6qepoccr'rfi cKI'IMI{ KJIaccu<f r'rratopavn;

-rocyAapcrBeHHbrMnr4orpacJIeBbIMI'II'IHCTpyKUI'IflMI{nOAeJrolpoI'I3BOACTBy;
- rrHcTpyKqI{tMIr IIo AeJroflpoI'I3BOACTBy KoHKpeTHoro flpeArlpfitrlrt'

Parae.n 3. V'le6Hac AHctIrrnJrIrHa:
<<Oprannraqun pa6orut c AoKyMe[TaMI{>)

Iloxcnure.nln at safltrcKa. Hacrosuluti pa3AeJI npeAHa3HaqeH AJI' lr3)rqeHl',I{

yre6nofi AItcqunJII4HbI <<Opranusaqu-r pa6omt c AoKyMeHraM[))' 
-E-- -

I{errr: HayqI,ITb o6yrarour,Ixc' ocyUIecTBn'Tb [epBoHaqalblrylo obpaooTKy

rrocrynalou1ltx AoKyMeHToB. Oprauusaur'ra paccMorpeHr'It AoKyMeHToB' Itx

pen{crpauurl Ocyulec:rrnerb KoH'rponb 3a ItcrIoJIHeHueM AoKyMeHToB'

Opranr.rsonuearr orrlpaBKy ucxoAsrrllrx AoKyMeIIToB' Opranusaulle

o[epaTlBHoro xpaHeHr{r AOr(yN,reHroB. opranusaunr t[oprrltpoaauur Ael a

ganottpo"t"ogatu". llponegeHue 3Kc[eprIt3LI qeHHocrn AoKyMeHToB'

Opranlrsaqur noAroroBKll Aen K apxliBuoMy xpaueHlalo'

I,IeyUenUe AI4CIILIIIJILIHbI 3aBepUIaeTCt IIpoBeAeHI'IeM TTOTOBOTO 3aH'ITII{'

BbrrroJrHjrroqero synrunrn KoHTpOJrr ocBoeHLIt yre6noro MaTepI',IaJIa B BI{Ae

c06ece,[oBaHI4t.

Ha[Menosanue reM rlpaKTlrqecKoro o6yvennr



Tetrraru.IecKufi n.nau.

Tema 3.1. OpraHnraqufl flepBonaqa'nrnofi o6pa6ornn flocrynarculIrx

AoKyMeIrroB. Opianurauuq paccMorpenrlt AoKyMeHToBt rlx per[crpauufl '
flpuer"l r,r nepBnqxat o6pa6orra AoKyMeHToB ocyurecrBrqerct

qeHT paJrr.r3oBaHHO gxcneAlquefi I'IJrlr corpyAHl',I(aMu cnyx6u

AoKyrlreHralluoHHoro o6ecneqenrq yrpaBreHrt (AOy)' flpnt sroM Bct

KOppec[oHAeHIII{t, Ilocryrlarcqat B OpraHI'I3aIIUIO' B TOM tIItcJIe 3aKa3Ha'I u

ronQr.r4enqualrnar, AOJTX(Ha rrpoxoAltTb gKCIIeAI{quoHHyIO o6pa6orry'

flpe,qnapureIbHoepaccMoTpeHl,reAoI(yMeHToBcrryx6ofiAoI(yN[eHTaIII4oHHoro
o6ecneqeHl'It ynpaBJIeHI'It. Peruc, paunr AoKytueHra'

Tema 3.2. lponeAenne KouTponfl 3a rrcnoJruexneM AoKyMeHToB'

Oprannraqnq or[paBKn HcxoArullx AoKyMeHToB' Opranuraunr

onepaTlrBHoro xpaBeHrrfl AOKyMeHToB'

Koutpolro [oAJlexar Ao*y"ttttt, rpe6yroqlre r,rcrroJIHeHI'I.r' KoH,polr

uctIoJIHeHI,I'BKIIoqaeTnocTaBoBKyAoI(ytr,IeHTaHaKoH,IpoJIb'[poBepKy
cBoeBpeMeHHoroAoBeAeEHJIAoKyMeHTaAoI,IcIIoJIH!ITeJUI'yIIeTno6o6uerrr,te
pe3yJrbTaToB KOHTpOJIf, UCIIoJIHeHI',tt'

flpu o6pa6orKe lrcxoAtul x AoKyMeHToB BbI[oJIHJIrcTct cneAyloulfie pa6orrt'

flporeparorca npaBunbnocrb oQoprvrnenrIr lr KOMnJIeKTHOCTr I',lcxoAtrllllx

AoKyMeHToB. .Il,orylrent, otnpanninn"'t "o 
opraHlt3aqnu' AonxeH 6urr

3aper[crpI'IPOBaH, T.e' IrMerb perncrpaquonnui HOMep u Aary' Aolxen 6lrtl

noAlrllcau, llMerb 3aroJloBo(, ecJII'I on na $oprua're 44'

Cnctelrlarugaql4'AoKyMeHToBI,l'cJIeAoBaTeJIbHo'coAepxaqeficcsH'Ix
urripopr"ra{uu3TooAHaI{gsaxHefiI.uux3aAaqBAoKylvteHTaII[oHHoMo6ecue.IeHug
ynpaBreurq, B Aef,TenbHocru clyx6u ,{OY' ,{oryr'aeuTbl Ao rlepeAaql{ I4x B apxllB

Cauocrorre
JIbH'UI

pa6ora u
KOHCynLTaIl

t4tr

Oprauuraunr pa6orsr c aoKyMenraMD)

o-pranngaqltrnepBoHaqarbHoft o6pa6orxn

no"tynuIourn*,lloKylleHToB. Oprannsauur

flposeaeHue KoHTpont 3a [cloJIIreHIreM

aoKyr{euToB. Oprannraunr ornpaBKq ltcxoAtlq[x

AoKyr{eHToB. Oprant:auur oneparlrBHoro

opranusaunr tloprrluponanu-r ael u

Aeronpoll3Boacme. flpone4enue gxcnepru3bl

Opranu:auur no.qroroBKn aeJI K apxuBuoMy



opraHI43aIIuI4 AoJIxHbI xpanlrrbct raK' qro6bl Lrx JIerKo Moxno 6rrlo naftn'r'

"to6r, 
r,,roxrro 6blno [peAoTBpaTI{Tb HecaHKql4oHupooarrrrrrft AocTyn K HI,IM'

o6ecnequtrrlxcoxpaHHocrbl'IoupeAeJIeHHbIeycnoBl4txPaHeH[f,(:aquraot
cBeTa'nblJII{llr-.n.).o6ecueqeHueycTaHoBIIeIIHoro[op'AKaxpaHeHI.Iq
AOKyMeHTOB B TeI(yqeM AeJIO[poI'I3BOACTBe 3TO rapaHTI',IJI npaBI{JIbHoro I{

rroJll{oro tfopuuponanut apxl'IBHoro SouAa opranuraultlt

Tenra 3.3 Opranuraqur rlopmuponauufl AeJr B AeJro[polr3BoAcrBe'

Ilpone4euue sKcrlepru3bl IIeHHocrlt AoKyMeHToB'
(Doprr,ruporaHlte AeJI - 

9ro fpynflllpoBra I'Ic[onuellHblx AoKyMeHToB B '4ena

B COOTBeTcTBr,tu c HoMeH(Jlarypofi AeJl I't clcTeMaTI{3aIIIrtt AoKyl!{eHTOB BHy',Ip?I

nDe]rycMoTpeHblHoMeHKJIarypofiAeJI.Ec.nunTeqeHI,IeroAano'BIUlnTc'HoBble
lo*y"a"r"i, TO Ha Enx o$opruurorca caMocTorTeJrbHbre AeJra' Ha3BaHr.rr KoTopbrx

HOMepa. Ha KaxAoe

Kaxloe AeJIO BKJIIOqarcTct TOJIbKO Te AoKyMeHTbI' KOTOpbIe

AEIIO

Hero.
B

Brcnloqalorcc B HOMeHK-[aryPY lel Ha pe3epBHEre HOMepa' na Ka,r\Aus AEJrv D

HaqaJre ro4a oQoprran"at"t'.tut'"u, "" o6no**t xoropoft no |OCT 17 914-72

yKa3blBaloTct Ha3BaHLIe ){pexAelru'I' ero cTpyKTypHoro noApa3AeneHl'rt'

3aToJIOBOK' ITHAeKC' CpoI( xpaHeHI',lfl '

Srcnepruea qeHuocrl'l AoKyMeHroB - or6op AoKyr'reHToB Ha

rocyAapcrBeHHoe xpaHeHrie uJII{ ycTaHoBJIeHI'Ie CpoKoB XpaHeHI4S Ha oclroBe

flplarttrbrx Kpnrepr'reB. B xoAe ee oupeAenterct IIeHHocrb AoKyMeHToB'

o6yclouunarculaxcx trx KyJIbrypHbIM' HaytIHblM' SKoHoMIrrtIecKlrM'

noII,ITnqecKI,IM3HaqeHI4eM,ycTaHaBJII,IBaIoTc'cpoKrrI{xXpaHeHn',[pollcxoAl,IT
or6op yrpatllBlul{x cBoe 3HaqeHne AoIqrMeHToB K yHutlToxenuro' flocne

oKcfleprlt3bl IreHHocrI'I oo*yt""'o" rlaer $oprurnpoBauue ApxurHoro $onaa P<D u

yHllqToxeltr{e MaJIOIIeHHbIx AoKyMeHTOB'

Tervra 3.4. Oprannsauur noAroroBnlr AeJI K apxl{Bnouy xpaHennlo

I{acrr Aoryrr.reHTOB, KOTOpbIe o6pa3yl.T.f, u ttpou"ttt AetreJIbHOcrI' nIo6oft

opraul{3alrun, Anq Aanlueiluero [crIoJIb3oBaHI'It ?I xpaHeHI'Ig neo6xoArluo

uepeAaBaTb B apxl'{B. LpeAI'I Hl'Ix Aena uo rI4tIHOMy cocTaBy' nocTotHHoro uJllt

;;:#;;;166nee to^rer) xpaHeH[r. oqrosH'e 3ranbr. OQoprureuue onucr

aen. coctasreHne aKTa o BbrAeJIeHHI4 AeJr K yHnqroxe'r4ro. oco6exnocru

uepeAaql{ AeJI B apxuB

Ilepe.renn TeM npaKT[qecKoro o6yuenur

Hurnt""o"u"ue reM rlpaKTnrrecKoro o6y'rennr

o==--pra,t"auq"t""p"onaqa.nunofi o6pa6orxuflocrynaloul{xAoKylueHToB'
norvMeHroB. l{x Derucrpaqrts. (l ar' qac)

%rreM aor(yrtre'T.n. opraulrauur orrlpaBKr'I
flpoeeaeune KoHTPoJUI 3a Hcn

rJ*.-*tot* oo*yl!{a"ro"' opranum{lr o[eparuBHoro xpaHeHl{t AoKyIt[eHToB



Ilepe.renr reM caMocrofl TeJrbublx saHflT[H

Haumeuonanue reM caMocroflTersxulx lanqrufi

Opaatnoauut ttepsona'ra:lsnofi o6pa6orrr.r flocryrlalorqnx aoKy!{eHroB'
.\hFdd'Darrr:q yre.rrMnrnerrr,rs noI(vMeHToB. I'Ix Den'Icrpaqut' (1 ax. vac)

frposeae"te *on'rporlr :a ucnonueulteM aoKyMenroa' Opraluraqur orrIpaBKI'I

r"*o,q"Ill"t Ao*ytllenron. Opranulaqut olleparl{Bl{oro xpaneunt AoK}'N{eHToB

6.*r*Alri.T"p"tpo"*l{t aen B Aerlonpolt3BoAcrBe' flponegenue

Pacren 4. Vqe6sas AncqnnnHHa: (<opraH[3aII[OHHO-

no o6ecneqeH[ro YnpaBreHrlecKofiAOKyMeHTaTI[oHHaq paooTa

AeflTeJrbHocTn)>
floqcHr,rreruHuur 3arrucKa. Hacroquufi pa3AeJI [peAHa3HaqeH AJI{ I'I3yqeHI4t

yre6uoi Al.lcqnnJlurlbl: <OpranusaqltoHHo-AoICyMeHTaIII{oHHtuI

o6ecneqexuto y[paBreHrlecKofi AesreJrbnocrr'D).

Uenr: Haytlllrb o6flarcIllfixct opranl{3oBblBarb rlpneM

pa6ora

rloceTrtTeneI{:

[paBr.urrM BeAeHHr clyxe6Hrx TeJreooHHbrx [epenoBopoB; opraHIt3aIIUIr U

AOKyMeHTT{poBaHnro coBeu{aHufi u neperonopon; oQoptrlleHulo AoKyMeHTOB AJlt

KOMaH,qr.rpoBKu pa6ournxa; opraHI43aII[[ upoBeAeHnt npe3eHTaIII4fi .

I4syveHue Ar,rcqu[nnHLr 3aBepuraeTc{ npoBeAeHI4eM I{TOTOBOTO gallfr"wt'5

Bbr[oJrrrrrculero (byHKIIn[ KoH1pont ocBoeglrt ytle6Hor9 MaTepI,I€ua B BIIAe

co6ece.[oBaHLIt.

Tenarnqecrnfi uan.

Teua 5.1.

,uoKyMeHTOB.

Ns
Har-rvenonanue

AI,ICqIINJIIIH

Bcero
qac.

Jlexqu
t4

flparruv
ecKIle

3aIJt'mt

Calrocroc're
JIbHA'
pa6ora u
KOHCynbrarl

l1ti

5 <<Coctasrenne u o0opunenue AoKyMeHToB>) ll 5 f, I
5.1. Orlopurenue opraurr3aqrosHo-

DACNOP'AI{TENBHbD( AOKYMEHTOB
4 2 2

5.2. O<|oprureuue cnpanovuo-untlopMaqHoHHbD(

AOKYMEHTOB
J I 2

5.3. Orbopu;rense cnyrre6sofi nepelltcxl{, z I I

OQopu.renue opraHrr3aq|IoHrro-pacIIopfl AIrTeJrbH blx



Pacnopxgurenblrble AoKyllteHTbI - 3To AoKyMeETbI' B Koropblx QI'IKcI4pyIorct

perueHutaAMI'!HI'ICTparI'IBHLIXllopraHu3aIII4OIrHbrXBolrpocoBAetreJIbHOCTI'I
op.u""ruqttt. 3tu 4oxyrrlenrbl peryJrl'Ipylor I/I KoopAI'IHIIpyIor AetreJlbHocrb'

[o3BoJrrror opraHy ynpaBJreHr4r o6ecnequsatr pe€ulu3aul,Irc [OCTaBneHHbIX nepeA

HuM 3aAaq. B topIE4I'r'recxoM rIJIaHe pac[optAI'ITeJIbHbIe AoKyMeHTbI orHoctrct K

[paBoBbIMaKTaM:BHI4xIIoJIyqarcTBbIpaxeHI.IeKoHKpeTHbIelopr4'ql'qecKl{
BJracrHLIe fipeAlrltcaHlrt cy6lerron yupaBileHxt'

ocnossoe Ha3uaqeHr.re pac[optAl4TenbHblx AoI(yMeHTOB 3aKllloqaerc{ B

perynr4poBaHl{I{uKoopAHHaIIUltAetTenbHocTl',I,nO3BOntpuII4XopraHy
yatpu"na"t" o6ecnequrb peann3aql'ro [ocraBJIeHHLIX nepeA HI'IM 3aAaq' floryrarb

MaKclrMaJIbHbIft eQSerr or csoeft AetreJIbHocrI'I'

Tena 5. 2. OQopu.neuse crIpaBorluo-nnQopmaurronHblx aoKyMeHToB

cnyxe6uax 3arMcKa - AoKyI!{eHT' aApecoBaHHblft pyroroAcrny' B KOTOpOM

[3JlaraeTcr xaxofi-lu6o Borlpoc c BbrBoAaMLl u npeAnoxeHl'ItMl'I COCTaBI'ITeJI''

cnyxe6uar 3anI,IcKa, KaK rrpaB[Jlo, cocTolrT LI3 3arOJIOBKa, CSeAeHItfi o6 a4pecate

r.r pa:pa6orvr.rKe, AaTbl Hafl caP1vr'l- HaLIMeHOBaHLI' TeMbI, OCHOBHOTO TeKCTa,

rroAnucu paspa6orvr'rra, yxasauvfi Ha npI'IJIoxeHI'l{

flpo.roxolu - coAepxaT naQopruaunro o xoAe o6cyx4enm BonpocoB,

AOKyr\4eHTnpytoT AetTeJrbHocTb rrocToflHHo 4efiCrnytoull.Ix (oJIJIerU€UIbHbIX

opraHoB, co6panrnfi aKI{I4oHePoB.

Tena 5.3. Osopnr.nenue c.lyxe6nofi flepenncKlr.

OcnosHrIN4 HopMarI{BHbIM AoKyMeHToM' xoropui
oQoprunenur oprauI'I3auuonHo-pacflopcAllrellnoi

peilraMeHTHpyer npaBHJIa

AOKYMEHTAIIUH B

opraHr,r3arluu, B TOM qr4cne AenoBbrx [r4ceM, {BrlgeTct focyAapcrneuurtl

craHAapr P@ focT P 6.30-2003 "YnuQuquponaHHbre cltcreMbr AoKyMeHraIIuI4.
ynraQuqr,rponannar cficTeMa opfaHr,r3arlr{oHHo-pacfloptAl,Irelrnofi

AOKyMeHTaqr,ru. Tpe6onauu_a x o$opunenuro AoKyMeHTOn" (npunat I{ BBeAeH B

aeficrsue rocranoBJreHl,Ieu foccralr4apra P(D or 3 rvrapra 2003 r. N 65-cr)'

Oco6ennocru oSopuneuur nuceM. Crpyrrypa reKcra AeJIoBoro n[cbMa'

[epe.reHu reM npaKTlrqecKoro o6y'rennr

Houep
TEMbI

Hanuenopanue reM caMocrosre.lbgbrx 3arrflTrttl

Terr.ra 5.3. Otbopnresue cryxe6nofi reperucKu. (l ar. vac)

Houep
TEMbI

HanMeuosau[e reM rrpaKTrlqecKoro o6yreunr

Teua 5.I OdopMneHue oprauu3alluoHHo-pacloptAl{renbl{bx roKwe
Teua 5.2 OdopMJre-t"e cnpano'*ro-un$opM@
Terr.ra 5.3 Odoplalesue cryxe6uoft [epenllcrl'1. (l alc. qac)

flepeveuu reM caMocrotreJrbHblx sansrfifi


