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1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Lenu:
M3y4eHUE OCHOBHBIX TMPaBUJ JOKYMEHTHPOBAHHS TPYIOBBIX OTHOIICHHH B PD n
OpTraHu3aIy padoThl ¢ JOKYMEHTAMH T10 JITYHOMY COCTaBY.

3aoauu:

- 03HAKOMMTH 0OYYAIOIIMXCS C TPABOBBIMU aKTaMH B chepe KaIpoBOTro JEIONPOU3BOICTBA;

- chopMupoBaTh KOMIUICKCHOE IIPEICTABICHUE O COCTOSIHUM COBPEMEHHOI CHCTEMBI
JOKYMEHTAIUH 110 IHNYHOMY COCTaBY;

- JaTh XapaKTEPHCTHKY O0O0S3aTelIbHBIM, YCIOBHO-00S3aTENFHBIM U PEKOMEHIYEMBIM
JOKYMEHTaM KaJIpOBOil c1yxObI;

- omucath 0COOCHHOCTH COCTaBJICHHS M O(QOPMIICHHUS JIOKAJbHBIX HOPMAaTHBHBIX aKTOB,
periIaMeHTHPYIOIUX JAeSITeIbHOCTH KaJPOBBIX CITYXO;

- BBIIBUTH OCHOBHBIC JJOKYMEHTHUPYEMBIE 33/1a41 KaJPOBON CITyXKOBI;

- YCTaHOBHUTb COCTaB JIOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHPYEMBIM KaJpOBBIM
npoueaypam;

- TIOIIAroBO OMHCATH MOPSAIOK JOKYMEHTUPOBAHUS 3TUX MPOLETYD;

- chopMUpPOBATh HABBIKH COCTABICHUS  OPOPMIICHHSI JOKYMEHTOB I10 IMYHOMY COCTaBY;

- 00y4uTh OCHOBHBIM TE€XHOJOTHYECKUM IPUEMaM JEJIONPOU3BOICTBEHHBIX ONEpalnii;

- O3HAKOMHTH C HOpPMaMH M TPaBHJIAMH CHUCTEMATH3AIMHd W XPAHEHHsS JOKYMEHTOB IIO
JUYHOMY COCTaBY.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO

Hucuunnuna «KanpoBoe nenonpou3BOJACTBO U apXHUBBl JOKYMEHTOB IO JUYHOMY
COCTaBy» BXOIUT B cocTaB bnoka 1 «Jluctumiauubl (MOIYNH)» U OTHOCUTCS, (opmupyemou
yuacmuukamu oopazogamenvrvix omuowenuti OIIOIT mo HanpaBnenuto moarotoBku 46.03.02.
JlokyMeHTOBeIeHHE U apXUBOBeIeHUE, Tpoduib - Mctoprueckoe apxuBoBeieHHUE.
Hucuunnuna «KaapoBoe eI0mpou3BOJICTBO U aPXUBBI JOKYMEHTOB MO JIMYHOMY COCTaBY»
u3ydaercs B 5 cemecTpe, Ha ouHOU (hopme oOyueHus. BxogHbie 3HaHUS, yMEHUS U KOMIIETCHIIUH,
HEOOXOMUMBIC NJIsi M3y4YeHHUS NAHHOTO Kypca, (OPMHUPYIOTCS B MPOLECCE HM3YUYCHHS TaKHX
aucuuIuinH, Kak: Opranuzanus u texHojorun OV, T'ocymapcTBeHHble, MyHULIMNIAIbHBIE U
BEJIOMCTBEHHBIC ApXHBBI B PE3YJIbTATE OCBOCHUS AUCIHUILTUHBI ((OPMHUPYIOTCS 3HAHUS, YMEHUS U
HaBBIKU, HEOOXOIUMBIE AJIs U3Y4EHUS CIEAYIOUX JUCIMILIUH U IPOX0XKAeHUs NpakTuk: Padora
C JOKYMEHTaMHU OTpaHUYEeHHOro Tmoib3oBaHus, CoBpemeHHas apxeorpadus. [lyOmmkarus
JIOKYMEHTOB, [TpousBoacTBeHHAs MpaKTHKA! HAy4YHO-UCCIIeI0BaTENbCKAs pabora,
[IpousBoicTBEHHAs TPAKTUKA: MPEAIUIUIOMHAs. B3anMOCBs3b Kypca ¢ IPYTUMH TUCHUATUTHHAMHA
OOII cmocobcTByeT TUIAaHOMEPHOMY  (POPMHUPOBAHUIO HEOOXOJUMBIX KOMIIETEHIUH U
yrayOJMeHHOH  TOATOTOBKE  CTYACHTOB K  PEIICHHI0  CIEIUANBHBIX  MPAKTUYECKUX
po)eCCHOHAIIBHBIX 3a]1a4.

3. KOMIIETEHIHUHX OBYYAIOILIEI'OCs, ®OPMUPYEMBIE B PE3VYJIbTATE
OCBOEHMUSA JUCHIUIIJIMHBbI

[Ipouecc ocBOeHMS AMCUMILIMHBI HampaBieH Ha (opMHpOBaHHE KOMIETEHIHH (271emenmos
cnedyrowux komnemenyuii...) B coorBerctBuu ¢ ®I'OC BO u OIIOII BO no panHomy
HaIpaBJjeHUIO0 MOATOTOBKM (crneruanbHocTH) 46.03.02. JIOKyMEHTOBEICHHE U apXHUBOBEJICHHE,
npoduns - Mictopudeckoe apXuBOBEACHHE:

Ilepeuens naanupyemulx pe3yibmamos o0yueHus no oucyuniune (Mooyi).



dopmMupyemblie
KOMIIeTeHIIU

NHaukaTopbl KOMIEeTeHIHH

Ilnanupyemblie pe3yJibTaThl
o0yueHusi MO0 AMCUMILINHE,
XapakTepu3youme 3Tanbl
(popmupoBanus
KOMIIeTeHIN

ITK.1 CrtocoGHOCTh IPUMEHSATH
Hay4YHO-METOANYECKHUE OCHOBBI
JOKYMCHTOBEICHUS U
ApXUBOBEICHUS B
npodeccroHansHol chepe

[TIK-1.1 3HaeT NpUHITUTIB 1
Hay4YHBIC METO/IBI OPTaHU3AIMH
XPaHCHUS, KOMIUICKTOBaHHUS, y4eTa
Y MCTIOJIb30BAHUS AP XUBHBIX
JIOKYMEHTOB Ha Pa3JUYHBIX
HOCHTEISAX

3HaTh: TpeOOBaHHS K
OpTaHM3AIUH XPAHCHUS
JIOKYMEHTOB 10 TUYHOMY
COCTaBy
YMeTh: aHAIM3UPOBATH LIECHHOCTH
JIOKYMEHTOB C IIeJIbI0 UX XPaHCHHUS;
HCIOJIb30BaTh TEOPETHUECKUE
3HaHUA U METOJIBI UCCIIEIOBAaHUS HA
MIPaKTHKE
Baanersb: HaBBIKAMH COCTABICHUS
ommceil e, TOATOTOBKH [T K
nepezaye B apXuB OpraHU3aIINH,
rOCyJJapCTBEHHBIN WIIN
MYHHUITUATIHHBIN apXUB; HABBIKAMHI
COBEPIIICHCTBOBAHMsI PabOTHI C
ApPXUBHBIMH
JIOKYMEHTaMU, PUHIATIAMH
OopraHu3anuu
apXUBHOT'O XpaHEHHsI IOKYMEHTOB
B
apXxuBax OpraHu3aIui

IIK-1.3 Penraet cTanmapTHBIC
3a1a49u MpoQeccHoHATbHON
JIeSITeIbHOCTU Ha OCHOBE
nH(OPMAMOHHON U
6ubnmorpaduaeckoii KyabTypEI ¢
IpUMEHEeHneM HH(OpManOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI U
C y4eToM TpeOOBaHUi
nH}opMannOHHOH 6e30MacHOCTH

3HaTh: OCHOBHBIE TEOPETHUECKIE
1 TIPaKTHYECKUE TTOAXOIBI B
ob6nacTy QyHKIIMOHUPOBAHUS U
MIpUMEHEHNS HHPOPMATMOHHBIX
TEXHOJIOTHH [T PEeUICHUS
(YHKIIMOHAJBHBIX 33124
yIIpaBJICHUS

YMeTh: KPUTHYCCKU
aHAIM3UPOBATh U U3J1araTh
HH(POPMALIUIO, OCYIIECTBISTh
MTOUCK WH(POPMALMOHHBIX
HNCTOYHHKOB, HCHIOIB3YS
nH(pOpMaMOHHBIE 0a3bl JAHHBIX;
COCTaBIISATh OMOIHOrpaduueckre u
apXUBHBIE 0030PHI.

Baagers: ocHOBaMu
WH(POPMAIMOHHO-aHATUTHYCCKON
JIESTEIILHOCTH

[IK-5 Bnanenue npaBoBbIMU
OCHOBaMH JOKYMCHTOBEIICHUS U
aPXUBOBEJICHUS U CMEKHBIX
o0racTeil 1 IPUMCHEHHUE HX B
npodeccroHansHol chepe

[IK-5.1 3HaeT 3aKkOHOJATENBHYIO U
HOPMATHUBHO-METOAMYCCKYIO 0a3y
JIOKYMEHTAIUOHHOT'O 00CCIICYCHUS
yIpaBiICHUS U apXUBHOTO Jelia

3HaTh: 3aKOHOJATENbHYIO 0azy H
HOPMaTUBHO-METOAUUYECKYIO
JUTEpaTypy perlaMeHTUPYIOIIYIO

pabory c KaJipoBOH
JOKyMCHTALHEH;

YMerb: NpUMEHATh HOPMATHBHO-
MpaBoBbIE aKThl B pabore ¢

KaJIpOBOM JOKyMEHTAIUEH;
Baaners: HaBBIKAMH OpTaHH3ALUN
paboThI c KaJIpoBOM
JIOKYMEHTaIHe i

B COOTBETCTBHH C HOPMATHBHBIMHU
TpeOOBAHUSIMU

IK-5.3

CriocoOeH PUMEHSITh
3aKOHOJATENBHYIO U HOPMATUBHO-
METOJMYECKYIO 6a3y CMEXHBIX

3HaTh: XapaKTEPUCTUKU U COCTaB
YHU(DHULIUPOBAHHOMH CUCTEMBI
KaJpOBOH JOKYMEHTAllUU.

YMeTh: OpraHU30BbIBATH TEKYILEE
XpaHeHHEe JOKYMEHTOB MO JINYHOMY




obnacreii B mpodeccruoHanbHOR COCTaBYy M HUX MOATOTOBKY JUIS
chepe nepeiauy Ha apXHUBHOE XPaHEHHE
Buagern: npaBuiiamu opopMIICHHS
M XpaHeHHs JIOKYMEHTOB IO
JMYHOMY COCTaBY

4. CTPYKTYPA U COAEPKAHUE JUCIHUIIJIMHDBI (mooynsa)

4.1 Oovem oucyunaunst (M0ooyns)

(VKkaszvieaemcs 6 3auemuvblx eOUHUYAX U aKa0eMudeckux yacax: OOWUX U 6blOeleHHbIX Ha
KOHMAKmMHyo pabomy odyuaowuxcs ¢ npenooagamenem (o 8u0am YueOHbIX 3aHAMUI) W HA
CaMOCTOSITENIbHYIO PaboTy 00ydaronxcs);

O6bem (oOmasi TPyAOEMKOCTh) MUCHHUIUIMHBI «KaapoBoe HeTonmpou3BOACTBO M APXHBBI
JIOKYMEHTOB 10 JIMYHOMY COCTaBY» cocTasiisieT 3 3e, 108 akaza. yacoB, U3 HUX Ha O4YHOH (opme
00ydeHus1: KOHTakTHBIX 58 akam.4., CPC 50 akazm.d., GopMbI KOHTPOJIS -3a4€eT ¢ OLIEHKOM

4.2. Cmpykmypa oucyuniaunsl 0,11 04HOU Phopmbl 00yUeHuUA.

Bunpl yueGHOIT paboThI, BKIIOYas DOPMEI TEKYIIEro KOHTPOJ
CaMOCTOATCIILHYIO paGory YCIEBAEMOCTU (N0  HeOenaM
CTYJICHTOB cemecmpa)
U TPYJOEMKOCTh “(B yacax)/ ¢ Dopma TIPOMEIKYTOUHOI
YKa3aHUEM 3aHATHU, IPOBOJAUMBIX
NQ TeMa/PEBI[eH B MHTCPAKTHUBHBIX (1)0 Max arrecranun (}’ZO ceMecmpaM)
I/TI | AVCIUIUTMHBI o
3 8
¥a]
S| E| 22|22 %
o5 |8l | S |0
1 Tema 1. 5 2 1 6 Onpoc/ 00knad/
OcHoBBI KaJ[pOBOT'O npezenmayusl
JIEJIOTIPOU3BOJICTBA
2 Tema 2. Pernamenraniuga | 5 6 1 6 Onpoc/ ooxnao/
JIOKYMEHTHUPOBAHUS npezenmayusl
KaJpOoBOM
NeSITeIbHOCTH B pabOTHI C
KaJIpOBBIMU
JIOKYMEHTaMHU.
3 Tema 3. Cucrema | 5 6 1 6 Onpoc
KaJIpOBO Koumponvnas paboma 1
JIOKYMEHTaI1H.
4 Tema 4. JlokymMeHTHI TI0 | 5 4 1 6 Onpoc/ ooxnao/
OopraHm3any  pabounx npezenmayusl
MecT, yuéry pabouero
BPEMEHH U OILIATE TPyia
5 Tema 5. JlokymMeHTHI TIO | 5 4 1 6 Onpoc/ ooxnao/
MEIUIUHCKOMY npezenmayusl
CTPaxOBaHMUIO,
HarpaJHbIe
JOKYMEHTBI, JTOKYMEHTBI
1o PEKPYTUHTY




nepcoHana |
JOKYMCHTAI U

npouas

Tema 6. Opranuzamnus
paboThl €  KagpOBBIMHU
JOKYMEHTaMHU

Koumponvnas paboma 2

Tema 7.

dopmupoBaHHe
KaJIpOBBIX JOKYMEHTOB B
Jiella U OpraHu3alus Hux
TEKYIIETO XPaHEHUS

Tema 8.

Opranuzanus
NCATCIIBHOCTHU apXI/IBa 10
JTUIHOMY COCTaBy
OpraHu3anuu

Hroropoe 3anstue

Konnokeuym

3aueT ¢ OllEHKO¥

27

HUTOTO:

108 | 34

16

27 |8 50

4.3. Cooepircanue pazoenoe oucyuniaunsl (Mooyis)

Ne

HaunmenoBanue

pasaenaa

(moxpasnesa, TeMbl) IHCIUTIIUHbBI

Conepxanue

Tema 1. OcHOBEI
JIEJIONPOU3BO/ICTBA.

KaJIpOBOTO

[Ipenmer, 3a/1a4w, coJiepKaHue Kypca.
XapakTeprucTuKa COBPEMEHHOM CUCTEMBI KaJIpOBOI
JIOKYMEHTAIIHH. BsanmocBssi3b MIPOIIECCOB
YIPaBJICHHUS MTEPCOHAIIOM C COCTABOM U MOPSIAKOM
(hopMHpOBaHUS  CUCTEMBI  JOKYMCHTAIlHHA  TIO
JUYHOMY COCTaBy. MecTo Kypca cpenud ApYTHX
HAy4YHBIX  JINCHUIUIMH:  «JlOKyMEHTOBEICHUEY,
«OpraHu3anys 1 TEXHOJIOTUS JJOKYMEHTAIIHOHHOTO
obecrieyeHus YIpaBICHUS, «YmpaBieHue
nepcoHaomy, «TpymaoBoe npaBo» u 1p. McrouHukn
U3yYeHUs Kypca. 3aKOHOaTeIIbHbIC H HOPMATHBHO-
MPaBOBbIE  aKTBl,  HOPMATHUBHO-METOIMYECKHE
JIOKyMeHTBI. OTedecTBEHHAS HCTOpHOTpadusl.

Tema 2. Perimamenranus

JOKYMEHTUPOBAHUS KaIpPOBOU
JeSTETLHOCTH B pabOTHI C
KaJIpOBBIMU JIOKYMEHTAMH.

3aKOHO/IATENbHEIC u HOPMAaTUBHO-
npaBoBble akThl. TpymoBoil kozekc Poccuiickoit
®enepaiui  Kak  OCHOBOM  NPaBOBOM  aKT,
OTIPENISIISIONINNA COCTaB W TMOPSIOK Oo(opMIIeHUs
JIOKyMEHTOB  TI0  YCTaHOBJICHUIO  TPYIOBBIX
OTHOIIIEHUH W TPYIOBOM NEATCILHOCTH paOOTHHKA.
3aKoHO/aTENbHbIC aKTBI Poccun 0
JIOKyMEHTHUPOBAHUH OTJCILHBIX CTOPOH TPYIOBOM
JISATEIILHOCTH Pa3INYHBIX KATErOpuil pabOOTHUKOB.
3akoHOMaTeIbHBIE aKTHl CyOBEeKTOB Poccuiickoit
Oepnepanuu, Ykassl [lpesunenra, [loctanoBneHus u

pacnopsKeHus MPaBUTEJIbCTBA Poccutickoit
®denepanuu. HopMmartuBHO-MeTOIMUECKHE
JIOKYMEHTBHI.

Kpanuduxaunonusiit CIIPABOYHUK u

npo(h)eCCUOHANBHBIC CTAaHAAPTHl, KaK OCHOBHBIC
HOPMaTHBHBIE JOKYMEHTBHI, pPErIaMEeHTHPYIOIIre
TpeOOBaHYsI K KBAIM(UKAIIUH, 3HAHUSM H YMCHUSIM




pabotHukoB. O0mepoccuiickre KnaccupukaTopsl 9
TEXHUKO-3KOHOMUYECKON u COLIMAJIBHOM
UHQOpPMAIUK, YCTAHABIMBAIONIHE COCTaB U
MOPSAZOK 3alOJHEHUS KaJlPOBBIX JOKYMEHTOB.
TunoBple  mepedHH W CPOKHM  XpaHEHUS
JIOKYMEHTAITIH 1o JTUIHOMY COCTaBy.
PerynupoBaHnue opraHn3anuy apXuBHOTO XpaHCHHS
JOKyMEHTAIlMK 10  JIMYHOMY  COCTaBy B
HOPMAaTHBHO-METOJIMYECKUX  JIOKyMeHTax PO.
Pazpabotkn ['ockomctara P® mo yHudwukammm
(hopM NIepBUYHON YYETHOHN IOKYMEHTAITUH.

Tema 3. Cucrema
,Z[OKYMCHTaI_[I/II/I.

KaJpOoBOM

Has3HaueHne minaHOBBIX U JIOTOBOPHBIX
JOKYMEHTOB, HMX CTPYKTypa, TpeOOBaHUS K
COCTaBJICHUIO, NIPOLIEAYpPa UX COIIACOBAHUSA U
YTBEPKICHUS, TOPSAOK BHECEHHS B HHUX
W3MEHECHHI U IOTMOJTHCHHUH.

AHanu3  KOHKPETHBIX JOKYMEHTOB:
rpaduK OTHMYCKOB, MPOTPaMMbl KaJPOBBIC TIO
aJanTalyd  BHOBb IPUHATOTO IEPCOHANA,
KaJpOBbIE€ IUJIAHBl MO aTTECTAlMU IEPCOHANA,

o MePEMEIICHUIO, MePENOATOTOBKE.
JloroBopHbIe KaJIpOBbIE JIOKYMEHTHI:
TPaKIaHCKO-TTPAaBOBOM JIOTOBOD,
KOJUJIEKTUBHBIA  JOTOBOP, WHAWBUYyaJIbHbBIN
TPYIOBOM JIOTOBOD, JIOTIOJIHUTEIbHEIC

COTJIALLIEHUS K TPYIOBBIM JI0rOBOPaM, TOTOBOP
0 MaTepHaIbHON OTBETCTBEHHOCTH. [Ipsimok ux
obopmiieHus. BHeceHue 3ammceil B JIMYHBIC
kaptouku (dopmser T-2, T-2I'C, T-4), nuanoe
Jelio.

TpynoBble KHIKKH: yueT, 0hOpMIICHHE,
3aroIHeHue, JyOnuKaThl, BKIaAbIH. Benenue
TPYIOBBIX KHIKEK pa0OTHUKOB. BHeceHue
3amucel B TPyIOBbIe KHIKKH. OdopmieHue
BKJIAJIBIINIA U TyOIHKaTa TPYIOBOM KHIKKH.

JIokyMeHTHUpOBaHuE OLIEHKU
NesITeIbHOCTH  paboTHHKOB.  [loompenue
pabotHuka. [lpucBoeHne KBanM(pUKAINOHHBIX
pa3psaoB.

Odopmienue JTOKYMEHTOB npu
nepeBosie  (mepememnienun). IIpekpamienue
TPyZAOBOrO  jJoroBopa U  odopMieHHE
YBOJIbHEHUS C pabOThI. 3asBIecHUE paOOTHHUKA,
aKThl M JApyrue JOKYMEHTHI-OCHOBAHMS st
YBOJILHEHMUSI. Brecenne cBemenuii 00
YBOJIbHEHUH.

Ha3nauenne  pacnopsauTenbHOM U
CIPaBOYHO-UH(POPMALIMOHHON JTOKYMEHTALIUH,
e€ CTpyKTypa, TpeOOoBaHHS K COCTaBIICHUIO,
npoleaypa COIJIACOBAaHUS M YTBEPXKIEHUS,




MOPSAAOK BHECEHUSI U3MEHEHUM U TOTIOJTHEHU.
IMonsatne wu Bungel. [lopsgok paboTel ¢
yHU(DUIUPOBAHHBIMU (hOpMaMH JTOKYMEHTOB.
YHu(UUUpPOBaHHbIE  KAJpPOBBIE  TPUKA3BI.
PazpaboTka M yHUHUKAIMS NPUKA30B, UL
KOTOPBIX HET YHU(UIMPOBAHHBIX (OPM.
CornacoBanue KaJIpOBBIX MIPUKA30B.
OdopmieHne crienuaibHbIX MTOTHOMOYHUH.
Y4eTHO-OTUETHAS KaapoBas
noxkymeHTanus. Hasnauenue. [lonarre u Buabl
Y4ETHO-OTUETHOH JIOKYMEHTALUH, ee
CTPYKTYypa, TpeOOBaHUS K COCTABJICHUIO.
Jluunoe neno. JIuuHBIE KApTOYKH
pabotaukoB. JKypHanbl yderta. Kampossie
OTYeThI: (POPMBI U MOPSIIOK COCTABIICHUSI.

[Tpukassl 0 pacrpeneneHun
MOJIHOMOY Mt 10031 JeNIerUpOBaHUU
MOJTHOMOYHIt OTBETCTBEHHOCTH

pykoBoauteneit. Ilpukasel 1mO  OCHOBHOM
nestenbHOCTH. [IpuKassel o mpueme Ha paboTy,

NEpEBO/IE, perynupymoiune BOIIPOCHI
MaTepUuaIbHOM OTBETCTBEHHOCTH,
MPEeI0CTaBICHUN OTITYCKOB,

COBMECTHTEIBCTBO, coBMeleHue. [Ipukasel o
MOONIPEHUH U BBIHECEHUM AUCIHUILTUHAPHBIX
B3bICKAHUU. [Tpukassl, odopmisromye
OTJENbHBIE  BOMPOCHI  KAJApPOBOH  PabOTHI:
KOMaHANPOBAHUE, HaIpaBliCHUE Ha
[IEPENOArOTOBKY u ap. IIpukasel
(pacmiopspkeHHs1) O TIPEKpaIieHU! JIeUCTBHS
TPYAOBOIO JOTOBOPA, YBOJIbHEHUHU.

AHamm3  ohOpMIICHHS  OTICNBHBIX  BHUJOB
WH(POPMAIIMOHHO - CHPAaBOYHOM KaJapOBOM
JOKYMEHTAIMU: O0BSICHUTENbHAS U CITy)KeOHast
3alHUCKH, TMHUCHMO, aKT, JIMYHBIA JUCTOK TIO
y4eTy KaJapoB, pes3iome, aBToouorpadus,
XapaKTepUCTHKA, TUYHAs KapTouka pabOTHHKA
TUNOBOM yHU(uUIMpoBaHHOH (opmbr Ne T-2,
OTYETHI o YCTaHOBJICHHON dopwme,
BHYTpEHHSIS OTYETHAS JOKYMEHTAIHs,
JOKYMEHTalusi MO MepCOHU(UIUPOBAHHOMY
NCHCUOHHOMY Y4YeTy.

Tema 4. JIoKyMeHTBI o
OpraHu3anu pabodux MecT, y4ery
paboyero BpeMeHH U oIjiate Tpyaa

JIoOKyMeHTaIisi 10 OpraHu3auuu paboumx
MecT, oxpaHe Tpyna. [IpaBuna BHyTpeHHErO
Tpy#oBoro  pacmnopsiaka. [lomoxkeHust o
nepconane. [lonmoxxenust o0 omare Tpyaa.
JIOKyMEHTBI pacueTOB C IIEPCOHAIIOM TI0 OTLIaTe
Tpyna. IlosoxeHus o CTUMYIUPOBaHUU Tpya




nepcoHaa. [Tonoxenus o  3amuTe
NEPCOHATBHBIX JaHHBIX.

YaudumupoBanasie (OpMbI JTOKYMEHTOB I10
y4eTy U HUCIOJb30BAHUIO PabOYero BpEMEHH.
Benenune Tabens ydera paboyero BpeMEHH.
JIOKyMEHTBI, TOATBEPKJAIOIINE OTCYTCTBHE Ha
pabouemM MecTe Mo YBKUTEIBHON MPUYUHE, U
oOpaboTka wux. HampaBneHue mnepcoHana B
KOMaHIUPOBKH. KomannupoBouHbie
ynocroBepeHus. JIOKyMeHTHpOBaHHE pPaOOTHI
CBEpX YCTaHOBJICHHON NPOJOIDKUTEIHHOCTH
pabouero BpemeHu. I'paduk  OTHYCKOB,
JIeJICHHUE OTITyCKa Ha YacCTH.

Tema 5. JIoKyMeHTBI o
MEIULUHCKOMY CTPAaXOBaHHUIO,
HarpagHble

JNOKYMEHTBHI, JIOKYMEHTBI o

PEKPYTUHIY IE€pCOHala M Ipouas
JNOKYMEHTaIHs

[TakeT MOKYMEHTOB TO OOECIEYECHUIO

00513aTEIBHOTO0 MEANUIIMHCKOTO CTPaXOBaHMUS.
Odopmienne JOKYMEHTOB MO PEKPYTHUHTY
IepcoHaNa Ha JTane MOUCKa: OOBSBICHUE O
BaKaHCHH, KBATH(UKALMOHHBIE TPEOOBAHUS K
BAaKaHTHOM JOJDKHOCTH, Ha JdTame ordopa:
MaKeT 3asiBUTEIbHBIX JOKYMEHTOB.
Harpagueie gokyMeHThl. JIOKyMEHTBI 1O
00€CTeYeHNI0 MEePCOHN(PUIIMPOBAHHOTO y4eTa
pabOTHHUKOB. J[OKyMEHTHpOBaHHE BOWHCKOTO
yueta U OpoHHMpoBaHUs PabOTHUKOB. [Ipouas
JOKYMEHTAIUs: TIEpPerucKa €O CTOPOHHUMH
OpraHu3aLUsIMH, KOHTPOJIHUPYIOIUMH
OpraHM3alusIMH, PAOOTHUKAMH, YBEJOMIICHUS
U T.I1.

Tema 6. Opranuzamusi paboThl C
KaJApOBbIMH JOKYMCHTAMU

Perucrpanus 10KyMeHTOB [0 TUYHOMY
COCTaBy. [TpaBua perucrpamnuu "
UHICKCUPOBAaHUS  KaJpPOBBIX  JIOKYMEHTOB.
Peructparnmonnsie Gopmbl (TpaguIIMOHHBIE U
aBTOMAaTU3UPOBAHHBIC).

CocTtaB pekBU3UTOB (TIOJICH) AJIT PETUCTPALIUH
Pa3IUYHBIX BUAOB JOKYMEHTOB U MOPSAJIOK UX
3aI10JIHEHHSL.

CucremaTu3anus u ornepaTuBHOE XpaHEHHE
JIOKyMEHTOB o JTUYHOMY COCTaBy.
OcobGenHoctn  ¢GopMHUpOBaHUA B Jielia
JOKYMEHTOB TI0 JTHYHOMY

COCTaBy. [IpaBuia CUCTeMaTH3alNH
pacCHOpSANTENBHBIX  JOKYMEHTOB, YYETHBIX
dopM, TpynoBbix KHUkeK. CucremaTu3anus u
XpaHEeHHe JIOKYMEHTOB-OCHOBaHU I K
MPUKA3aAM.

Howmenknarypa ien KaxpoBOil CITyKOBl.
[Topsimok  MOATOTOBKH,  COCTaBJCHHUS U
opopmiienus. [IpumepHass HOMEHKIATypa Ael
KaJIPOBOM CITY>KOBI.




[lepexomsiuime  nena.  Cpoku  XpaHEHUS
KaJIpOBBIX JIOKYMEHTOB. [ToaroroBka
JTIOKYMEHTOB K CJJa4€ B apXUB.

DKCnepTU3a HEeHHOCTH TOKYMEHTOB

KaJIpOBOM CITYXOBI, ee HOPMAaTHBHO-
METO/JMYECKasi OCHOBa, OpraHu3anus U
MOPSIIOK MPOBEICHUS.

CocTtaB JOKYMEHTOB KaJIpOBOM CITYXOBI,
MoIeXKAIINX repeaade B apxuB. [Ipasuia
MOATOTOBKU JIOKYMEHTOB 10 TUYHOMY COCTaBY
K Tlepemadye B apXMB  OpTaHM3aIvu.
CocraBneHue u odopmiieHne OTUCH
JIOKYMEHTOB TI0 JIMYHOMY cocTaBy. [lopsimox
YHUYTOXKEHUS IOKYMEHTOB C

WCTEKIINMH CPOKAMH XPaHEHUSI.

Tema 7.

dopmMupoBaHUE KaJpOBBIX
AOKYMCHTOB B ACJIa U OpraHu3alusd
UX TEKYIIETro XpaHEeHUsI

[lonsitne  «hopmupoBaHus  AEN».
Homenknatypa gen  KaapoBOW  CITYXOBI.
[IpaBuna u mnpu3zHaku (QOPMHUPOBAHUS JEII.
[IpuHIMIBI  cUCTEMATU3allMM  JTOKYMEHTOB
BHYTpU JAen U (GOpMHUpOBaHUSA  Jell.
®opMHpOBaHKE B J€Na IPUKA30B N0 JTUIYHOMY
coctaBy. @opMUpOBaHUE JIMYHBIX KapTOUEK U
nenn paboOTHUKOB.

[TomHOE M yacTUyHOE OhopMIICHUE JIE.
[IpaBuna COCTaBJICHUS onucu nen
CTPYKTYPHOTO IOJpa3jaeicHus. Buapl onucen.
Odopmiienne omucu €1 CTPYKTYpHOTO
nonpaszaenenus. Ilogmmuska nen.

NudopmannoHHbpie  XapaKTEPUCTUKH
Jena,  KapTOYHBIA  CIOCOO  ONMMCaHUSL.
HopmaTtuBHble yClOBUSL M CPOKHM XpaHEHUS
JOKYMEHTOB MO JHMYHOMY COCTaBy B

YUPESKICHUSAX. XpaHeHHE  DJICKTPOHHBIX
JTOKyMeHTOB.  OOecrieueHne  COXPaHHOCTH
JIOKYMEHTOB pu Ype3BBIYANHBIX
00CTOATEILCTBAX.

Brimaua  medn. Kapra-3amecturens
BbIJJTAHHOTO Aena. [lopsinok xpaHeHus nevyaren,
OJJaHKOB W TpaBWJIa TIOJb30BAHHUS HWMHU.
OTBETCTBEHHOCTh paboTtonaTens 3a
HEeco0JII0/IeHHe TPeOOBaHUH 3aKOHOIATEIHCTBA
K 00ECIEeYEHUI0 COXPAHHOCTH JIOKYMEHTOB IO
JTUYHOMY COCTaBY.

Haznauenue u opranuszanus paboTsl o
HpOBepKe HaJIn4yusgd U COCTOAHUA ,Z[OKYMCHTOB
[0  JIMYHOMY  COCTaBYy. Ilopsgoxk u
HepI/IOI[I/I‘IHOCTb HpOBeI[eHI/IH HpOBepOK.
I[OKYMCHTBI, COCTAaBJIAAEMBIC B X0OJI€ HpOBGpKI/I n




nociae Hee. Meponpusatus 1O pe3ysibraTaM
IIPOBEPKH.

IIpaBoBast 1 HOpMaTUBHO METOANYECKAS
06aza  orbopa  KaJpoBBIX  JIOKYMEHTOB
YUPEXKIEHUN  HAa  apXUBHOE  XpaHEHHE.
[IpumepHsbIe NepeYHn JIOKYMEHTOB,
NOJJIEKAIINX ¥ HE MOJUIEKAIINX XPaHEHUIO, U
UX 3HAYCHUE B TPOBEACHUM DKCIEPTU3BI
JOKYMEHTOB B  yupexnaeHusx. Ilepeunu
TUIOBBIX JIOKYMEHTOB C YKa3aHHUEM CPOKOB UX
XPaHEHHUS.

IToaroToBka JOKYMEHTOB IO JINYHOMY
COCTaBy K apXMBHOMY XPaHEHHIO U Ieperada
UX B apXMB.

OpraHu3anus 53KCIEPTU3bl KaJIpOBBIX
JOKYMEHTOB ¥ OTOOpa HMX Ha apXHUBHOE
xpaHeHue. Kpurepun skcrnepTussl J0KyMEHTOB
no Jau4HOMYy coctaBy. OTOGOp Ha apXuBHOE
XpaHEHUE IIPUKA30B 110 JMYHOMY COCTaBYy,
JUYHBIX  KapTO4eK,  JIMIEBBIX  CYETOB;
JOKYMEHTOB  KOHKYPCHBIX KOMMCCHUH  TIO
3aMEILEHUI0 BaKaHTHBIX JOJDKHOCTEH,
U30paHUI0 Ha JOJDKHOCTh PAaOOTHHKOB, HE
UMEIOUMX  JINYHBIX  Je]l,  I[POTOKOJIOB
3aCelaHNM, MTOCTAHOBIIEHUN aTTECTALIMOHHBIX,
KBAJTM(HUKAIIMOHHBIX ~KOMHCCHH, a TaKxke
TPYAOBBIX IOTOBOPOB (KOHTPAKTOB), TPYAOBBIX
COIIAILIEHUH, HE BOLIEIINX B COCTaB JIMUHBIX
Jen, W XapaKTepUCTUK pabOTHUKOB, He
UMEIOIIMX  JIMYHBIX  Jel.  OKCcIepTusa
JIEKTPOHHBIX JTOKYMEHTOB. Opranuzanus
pabotel 1O  OQOPMIICHHIO  PE3YJIbTAaTOB
9KCHEPTU3bl JOKYMEHTOB.

Tema 8.
OpraHu3anus IesTeIbHOCTH apXruBa
10 ITUYHOMY COCTaBY OpraHHU3alu

3akoHOJAaTeNbHAsE M  HOPMATHBHO-TIPABOBAs
0a3a TpeboBaHUI K 00ECTICUCHUIO COXPAaHHOCTH
ApXMBHBIX JOKYMEHTOB IO JIMYHOMY COCTaBYy.
Cpoku XpaHEHHUS KaJpOBBIX JOKYMEHTOB B
apxuBax  opraHmzauumii. TpeOoBaHus K
XPaHEHHUI0, OTBETCTBEHHOCTb apXHWBa IO
KOMILJIEKTOBAHHUIO, XpaHEHHIO U
UCMOJIBb30BaHUIO  JOKYMEHTOB  KaJpOBOM
CITY’KOBI yUpeXKICHUSI.

Opranuszanus  JeSITEIbHOCTH — apXuBa IO
JUYHOMY COCTaBY OpTaHH3alHH.

Benenne apxmBa KaZpoOBBIX JIOKYMEHTOB:
TpeOOBaHUs, MOPSAIOK, NpOoUEnyphl. Pexum
XpaHEHUs U 10CTYIIA.

[IpoBepka HaMM4Mig U COCTOSIHMS APXUBHBIX
JJOKYMEHTOB KaJIpOBOH CITyXOBI.




@opMBbl HCTONB30BAaHUS JOKYMEHTOB apXHBa.
OcoOeHHOCTH  OmMHMCaHUS JOKYMEHTOB IO
JMYHOMY COCTaBY M COCTABIIEHUE OIHUCEH /el B
apxuBe.

HNudopmanmonubie TEXHOJIOTUU U
OpraHM3alysl WX BHEAPEHUS B AapXHBBL
ABTOMaTH3UPOBAHHBIE nH(pOpMallMOHHbIE
CHCTEMBI o JOKyMEHTaM apXHBOB.
AytcopcuHr u aytrctrapUHr B peaym3anuu
apXUBHBIX OTPeOHOCTEA.

Otanbl Tepenayd KaJpoBBIX JTOKYMEHTOB B
rocyapcTBeHHbI apxuB. Ilopsnok u cpoku
xpaHeHuss OCHOBHbIE MpaBuja pabOThl apXuUBa
0 repejayue Jesl Ipy JTUKBUIAINN OPTaHNu3aIUH.
[Topsimok  nmedictBuii  mpu pabote ¢
JOKYMEHTaMH 10 JIMYHOMY COCTaBY IIpH
JMKBUIALTUU OpraHH3aIiHy. [lepeuenn
JIOKYMEHTOB o JUYHOMY COCTaBy,
NOJJIeKAIMX K Iepenade MNpu JUKBUAALUU
opranmzaimn.  CoOmiogeHne  TpeboBaHMIA
MPUHUMAIOIIETO apXHUBA.

VYcraHoBIEeHUE KpallHUME JaThl JOKYMEHTOB,
oOpasyrommx  apXuBHBIA  (OHI  Bamero
npeanpustus. Pazgenenue aen, moJuiexanux
nepegavye Ha apXUBHOE XpaHEHHE, OTJIEIHHO IO
KaXI0i KaTeropuu (MOCTOSHHOTO XpaHEHMS,
BpeMeHHOro (cBeimie 10 Jjer) xpaHeHus,
BpeMeHHOro (no 10 mer) XpaHeHuss W MO
JTUYHOMY COCTaRY).

OdopmieHue 3aroioBKOB Jied1 B TOIOBOM
paszene CBOAHOM OMUCH Jell MO JUYHOMY
COCTaBy. Cucrematuzauust  Aeil 1O
HOMHHAJILHOMY MPU3HAKY: MIPUKA3bI
(pacriopsKeHus) 0 JIMYHOMY COCTaBY; CITUCKU
JUYHOTO COCTaBa; KapTOUYKHU MO YUETy JIUYHOTO
coctaBa (IIpU OTCYTCTBHM OTAENBbHOM OIMUCH
JUYHBIX JIe]); JUYHbIE Aena (IIpU OTCYTCTBUU
OTIIEIbHOM ONUCH JIMYHBIX JIed); JIUIIEBbIE
cdera pabouyMX M CIyXallUX MO 3apabOTHOM
miaTe (pacyeTHbIC BEIOMOCTH TIO 3apIuiaTre);
HEBOCTPEOOBaHHBIC TPYIOBBIE KHUXKH (IIpH
OTCYTCTBHUHM OTJAEIBHOW OINHCH); aKThl O
HECYACTHBIX CIIy4yasX; MPUKa3bl MO JIMYHOMY
COCTaBy; HEBOCTpPeOOBaHHbIE  IOAJUHHBIC
JMYHBIC TOKYMEHTHI.

Odopmnenne  BHyTpeHHEW  oOmucH eI,
3aBEPHUTEIBHBIX JINCTOB, 00JI0XKEK 1€, CBOJHAS
onuch Jel MO JMYHOMY cocTaBy. Mx
YTBEP)KJCHHE M COTJIaCOBAaHHUE. Y HUUTOXKEHHUE
JTOKYMEHTOB.




5. OBPA3OBATEJIBHBIE TEXHOJIOI'HHA

Ne Buani yueOHbIX O0pa3oBaTe/ibHbIE
HaumenoBanue pasjaeia .
n/n 3aHATHI TEXHOJIOTHH
1 2 3 4
1. Jlexyus 1. Beoonas nexyust c
OcHoBBI KaJIpOBOTO UCNnoIb308aHUEM
JIEIIOTIPOU3BOICTBA gudeomamepuanios
Kouncynomuposanue u
CamocmosmenvHas |npogepka OOMAUIHUX 3A0AHULL
paboma nocpeocmeom  3eKMPOHHOU
noumul/IUOC
2 | PermameHnranus Jlexyus 2. Jlekyuss ¢ ucnonvzosanuem
JOKYMEHTUPOBAHUS KaIpOBOil gudeomMamepuanos
NesITeTbHOCTH U pabOTHI C
KaJIpOBBIMHU IOKYMEHTAMH. IIpakxmuueckoe 3aunamue ¢ npumenenuem
saunamue | pazoamoyHo2o mamepuana
(Tpyoosoii kooexc, 6vlOepiicKu
U3 NPasoBulX aKmos)
Camocmosmenvras |Koncyromuposanue u
paboma nposepra OOMAWHUX 3A0AHUL
nocpeocmeom  21eKMpPOHHOU
noumvl/SUOC
3 |Cucrema KaapoBoii |[Jlexyus 3. Jlekyus ¢ ucnonvzosanuem
JOKYMEHTAITUH. gudeomamepuanios
Ipakxmuueckoe 3aunamue ¢ npumenenuem
3aunamue 2 pazoamouno2o mamepuana
(Tpyoosoii kKoOekc, 8blOepIHCKU
U3 NPasoGuIX aKmos)
Kouncynomuposanue u
CamocmosmenvHas |npogepka OOMAUIHUX 3A0AHULL
paboma nOCpeocmeom  31eKMpPOHHOLL
noumvl/SUOC
4 |JdoxyMeHTBl 1O  OpraHu3auuu|/lexyus 4. Beoonas JneKyus c
pabouux wmect, y4€ty pabodero UCNOIb308AHUEM
BPEMEHH U OTLIATE TPy/ia gudeomamepuanios
3auamue ¢ npumeHnenuem
Ipakxmuueckoe pazoamoyno2o mamepuana
sanamue 3 (Tpyoosoii kooexc, 6vlepiicKu
U3 NPasoeuvlx aKmos)
Camocmosmenvrasn |Koncyrnomuposanue u
paboma nposepKa OOMAWHUX 3A0AHU




nocpeocmeom  91eKmMpOHHOU
noumul/IUOC
JIOKyMeHTBl 1O MeAUUUHCKOMY |[/lexyus 5. Besoonas AeKyust c
CTpaxOBaHHUIO, HarpaJHbIe UCNOb308aAHUEM
JOKYMEHTBI,  JOKYMEHTHI IO gudeomMamepuanos
PEKPYTUHTY IEpCOHaNa W IMpouas
JOKYMEHTaIus IIpakxmuueckoe 3aunamue ¢ npumenenuem
3auamue 4 pazoamouno2o mamepuana
(Tpyoosoii koOekc, 8blOepIHCKU
U3 NPAasoGuIX aKmos)
Camocmosmenvras
paboma
Kouncynomuposanue u
nposepra OOMAWHUX 3A0AHUL
nocpeocmeom  21eKMpPOHHOU
noumvl/SUOC
Opranun3zanus paboTbI c|/lexyus 6. Bsoonas JeKyus c
KaJIpOBBIMH JIOKYMEHTAMHU UCNoIb308aHUEM
gudeomamepuanios
IIpakmuyeckoe 3auamue ¢ npumeHnenuem
3auamue pazoamoyHo2o mamepuana
(Tpyoosoii kooexc, 6bloepiicKu
U3 NPasoBuvlX aKmos)
Koucynomuposanue u
CamocmosamenvHas |npogepka OOMAUIHUX 3A0AHULL
[paboma nOCPeocmeom  31eKMpPOHHOL
noumvl/SM0OC
dopMupoBaHUE KaaApoBbIX |/lekyus 7. Jlekyusi ¢ ucnoavzosaHuem
JOKYMEHTOB B JIeJia M OpraHu3aIus gudeomamepuanios

UX TEKYIIETro XpaHEeHUsI

Cemunap 1/7.

Onpoc, pazsepnymas beceda ¢

obcydcoeHuem
doxnaoa/npezeHmayuu.
Kouncynomuposanue u
npo8epKa OOMAUIHUX 3A0AHULL
CamocmosmenvHas |nocpeocmeom  31eKMpOHHOL
aboma noumul/9UOC
Opranuzanus neaTeNbHOCTH [/lexyus 8. Jlekyusi ¢ ucnonvzosanuem
apxuBa [0 JIMYHOMY COCTaBy gudeomMamepuanos
OpraHHu3aIu
Cemunap 2/8. Onpoc, pazsepuymas beceda c
o0bcydcoeHuem
doxnaoa/npezeHmayuu.
Kouncynomuposanue u
CamocmosmenvHas |npogepka OOMAUIHUX 3A0AHULL

paboma




nocpeoCcmeom  ANeKMpPOHHOU
noumut/SMOC

OchosHas yenb 00pazo8amenbHbiX MeXHOA02ULL - POPMUPOBAHUE KOMREMEHYUL 00Y4aAtouUXCsl ¢
NOMOWbI0 MPAOUYUOHHBIX U UHHOBAYUOHHBIX NOOX0008 K npoyeccy oOyuenus (0enosvle uepbl,
Kpyaible CIoJibl, KOMAbIOMEPHOe MeCmupo8anue, KOMNbIOmMepHoe MOOeIUposanue u op.)

6. OHUEHOYHBIE CPEACTBA Ui TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTMU,
MMPOMEKYTOYHOM ATTECTAIIUH IO U'TOI'AM OCBOEHMS JJUCIUTIJIUHBI
Texymuii  KOHTPOJL BBIMOJTHEHUS 3aJaHUN  (KOHTPOJh (OPMHUPOBAHUS KOMITCTCHIIU )
OCYIIECTBIISICTCS PETyIspHO, HAuWHAas C TEpPBOM Hemenu ceMecTpa (BXOISIIMA KOHTPOJb).
KoHnTponb 1 onieHnBaHK€e BHIIOJHEHUS (HAlIpUMEp, 3CCE) OCYILECTBISETCS Ha JEBSATOW Hezele
ceMeCTpa. TGKYILIHﬁ KOHTPOJIb OCBOCHHA OTHACJILHBIX Pa3ACiiOB JUCHUIITIMHBI OCYHICCTBIIACTCA
IPYU TIOMOIIH... (HampuMep, BHIIOJIHEHUS TBOPUYECKHUX 33/1aHUMN, OMpOca, KOHTPOJIbHBIX 3aJaHUM,
TECTOBOTO Marepuaia H Jp.) ...B 3aBEPIICHUU U3YUYEHHUS KaKI0ro pazaena. CucreMa TEeKyIero
KOHTPOJISI YCIIEBAEMOCTU CIIYXKHT HE TOJIbKO OIICHKE YPOBHSI KOMIIETEHTHOCTHOM MOJATOTOBKHU
oOyJaromierocss ¥ CrocoOCTBYeT B JallbHEWIIeM HamOojee KauyeCTBEHHOMY U OOBEKTHBHOMY
OLICHMBAHMIO €r0 B XOJ€ MPOMEXYTOUYHOM aTTeCTallud, HO M CAMOOIIEHKE O00ydarolerocs,
CTUMYJIUPYS €70 YCHIIHSL.

[IpomexxyTouHast aTTecTamus IPOBOIUTCS B (hopMe 3adeTa C OIEHKOM.

6.1. Cucmema ouenueanus

dopma Komnerennus |Ounenka

KOHTPOJIsI

Texymmit

KOHTPOJIb:
- onpoc

- yuacmue 6
ouckyccuu  Ha

cemunape

- konmpoavuasa|lIK-1.1,1.3 OMIUYHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemBOpUMEe
paboma (memvl JIbHO
1-3)

- kommpoavuasa|lIK-5.1,5.3 OMAUYHO/XOPOULO/YO08NEMBOPUMENbHO/HEYO08IeMBOPUME
paboma (memvl JIbHO
4-5)
[Mpomexyrouna |[IK-1.1,1.3 OMIUYUHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemBOpUmMEe
ST aTTeCTalUs IIK-5.1,5.3 JbHO
(3auer c
OIICHKOM)

6.2. Kpumepuu ouenku pe3ynbmamoe no OucyuniuHe

Ouenka mo Kpurepun oneHkn pe3y1bTaToB 00y4eHHUsI 110 AU CHUILIMHE
AUCHMILIMHE
«OTJIIUYHO» BricTaBnsiercs o0ydaromemMycs, €ciiv KOMIeTeHIUs(M1), 3aKperuIeHHast

3a JUCHUIUIMHOW, chopMupoBaHa (MO WHAWUKATOpam/ pe3yibTaTam
oOydeHus B ¢dopMaTe 3HATHb-yMETb-BIAJIETh) B MOJHOM O0BEeMe Ha




Onenka no
TUCHMILINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

YPOBHE «BBICOKHII», U 00yYaIONIMICS AEMOHCTPUPYET KaK pe3yibTar
oOydeHHUs CIeQyIoIIUe 3HAHWSA, YMEHUS W HAaBBIKH: OO0yJaroIuucs
r1yOOKO ¥ IPOYHO YCBOMJ TEOPETUUYECKUI U MPAaKTUYECKUN MaTepual,
MPOJIEMOHCTPUPOBAJT ATO HA 3aHATUAX U B XOJI€ MPOMEKYTOUHOM
aTTECTalUN.

OOyJaromuiicss HMCYEpIBIBAIONIE M JIOTUYECKH CTPOMHO H3Jaraer
y4eOHBIH MaTepuay, yMeeT CodYeTaTb TEOPUI0 C MPAKTHKOM,
CIIPABIISIETCS C pelIeHUEeM 3a/1ad Ppo(hecCHOHATLHON HAIIPABIEHHOCTH
BBICOKOT'O YPOBHSI CIIO’KHOCTH, MPAaBUIBHO OOOCHOBBIBAET MPHUHSTHIC
peuieHusl.

CBoOOIHO OpHEHTHpYETCS B y4yeOHOM ©  TNpodeCcCHOHATBHON
JTuTEepaType.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTATOB TEKYIIEW U NPOMEKYTOUYHON aTTECTAllUH.

«XOpOILIOY»

BricTaBnsercs oOydwaromeMmycsi, €CIi OH 3HaeT TEOPETUUYECKUM |
MpaKTUYECKUI MaTepuas, rpaMOTHO U, MO CYILECTBY, U3Jaraet ero Ha
3aHATUAX W B XOJE MPOMEXKYTOYHOW AaTTECTaluu, HE JOMycKas
CYILIECTBEHHBIX HETOYHOCTEM.

OO6yyaromuiicst IpaBUJIbHO TPUMEHSET TEOPETUYECKHUE MTOJIOKEHUS TIPU
pElICHUH MPaKTUYECKUX 3a/1ad MpodeCCHOHATBHONW HAIMPaBICHHOCTH
Pa3HOTO YPOBHS CIIO)KHOCTH, BIIaJeeT HEOOXOAMMBIMHU [JISi STOTO
HaBbIKAMH U IIPUEMaAMHU.

JlocTaTtouHO XOPOIIO OPUEHTUPYETCS B YIEOHOM U PO eCcCHOHATHHOM
JUTEpaType.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTAaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

Komnerennuu, 3akperui€HHbIE 3a JUCIHUILUIMHON, cOPMUPOBAHBI Ha
YPOBHE «XOPOILHIIY.

«yAOBIIETBOPUTEIND
HO»

BricTaBnsercs oOydaromeMycsi, €Clii OH 3HaeT Ha 0a30BOM YpPOBHE
TEOPETUYECKUN M INPAKTUYECKUN MaTepuas, IOIYCKacT OTHEIIbHBIC
OLIMOKM MPH €ro U3J0XKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOU
aTTECTALUH.

OOyuarouuiics  MCHBITBIBAET  ONpENENEHHbIE  3aTPyJHEHUS B
IPUMEHEHUN TEOPETUUECKUX MOJIOKEHUH MPU PELIEHUH TPAKTUYECKUX
3a7a4 NMpo(ecCHOHANIBHOM HaNpaBIEHHOCTH CTAaHAAPTHOTO YPOBHS
CJIO)KHOCTH, BJIaJIeeT HEOOXOAUMBIMHU JIJIsl 3TOr0 0Aa30BBIMU HaBbIKAMH
1 IPUEMAMHU.

JleMOHCTpHpYeT J0CTaTOYHBIA YPOBEHb 3HAHMS YUEOHOU JIUTEpaTypsl
10 JUCLUILINHE.

OneHka MO TUCHMIUIMHE BBICTABISAIOTCS OOydYaromemycs ¢ y4EToM
pe3yJIbTaTOB TEKYILEH U MPOMEKYTOUHON aTTECTAIlUH.

Komnerenun, 3akperii€éHHble 3a TUCHMILIMHON, COpPMHpPOBaHBI Ha
YPOBHE «JOCTaTOYHBINY.

«HCYHOOBJICTBOPUTC
JIBHO»

BrictaBnsercs oO0ydaromemMycs, €l OH He 3HaeT Ha 0a30BOM YpOBHE
TCOPETHYCCKMH M NPAaKTHYECKHH MaTepual, JMJOIycKaeT TrpyObie
OLIMOKH MPH €ro U3J0KEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOM
aTTeCTaIHH.

OOyuaronuiics UCTIBITHIBACT CEPhE3HBIC 3aTPYJHEHHUS B MPUMEHEHUH
TCOPETHUYECKUX TIOJIOKCHUH TIPH PEIICHWH TPAKTHYECKUX 3ajad
npoeCCHOHATBLHON  HANpPaBJICHHOCTH  CTAHAAPTHOTO  YPOBHSA




Ouenka no Kpurepun oueHku pe3yjJbTaToB 00y4eHHs 10 TUCHUIJINHE
AMCUMILINHE

CIIO)KHOCTH, HE BJaJ€eT HEOOXOAWMBIMH JJii 3TOTO HaBbIKAMHU U
IpUEMAMH.

JlemoHcTpupyeT ¢parMeHTapHble 3HaHUS Y4eOHOU JUTepaTyphl IO
JUCLUIUIUHE.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToMm
pe3yJIbTAaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

KoMnereHniMM Ha ypOBHE «JOCTAaTOYHBIN», 3aKpeIrui€HHbIE 3a
JTUCITUTUIMHOM, HE COPMUPOBAHEI.

6.3. Ouenounvie cpeocmea (mamepuaivl) O0nA MmMeEKYULE20 KOHMPOIA YCHEBAEMOCHIU,
RPOMENHCYMOUHOU AMmMeCmayuu 00yuaruuxca no OUCYUNIUHeE
Texkywiaa ammecmayusn

Ilpomesicymounas ammecmayusn
Bomnpock! k 3a4eTy ¢ OLIeHKO

1.ITonsaTre KagpoBOro AEI0NPOU3BOICTBA.
2. l'ocynapcTBeHHOE peryaupoBaHue KaJpoBOTo JeI0NpPOU3BOICTBA.
3. Pernmamenranus odopmienus kaapoBbeix gokymMeHTOB B ['OCTax, yHUGHUIIMPOBAHHBIX
CHCTEMax JIOKYMEHTallMi, Kilaccupukaropax TEXHUKO-DKOHOMHYECKOM W  COIMAIBHOU
unpopmanuu, [CIOY.
4. CoBpeMeHHas perilaMeHTalusl CO3JaHusl KaJIpOBbIX JOKYMEHTOB Ha YpPOBHE MUHUCTEPCTB U
BEJIOMCTB.
5. HCTpYKTUBHO- METOJAMYECKHE MAaTepUalbl MPEANPUATANA W OpraHU3aluid MO CO3JaHHUI0 U
0(OPMIICHHIO KAJPOBBIX TOKYMEHTOB.
6. CTpyKTypa OpraHu3alMOHHO-IPABOBBIX IOKYMEHTOB.
7. TpeboBaHUS K COCTABICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB, IPOIEAYPa UX COTJIACOBAHUS U
YTBEPKACHHUSI, TOPSAIOK BHECECHHS B HUX U3MEHEHUI U TOTIOJTHEHUH.
8. HazHayeHwne MIaHOBBIX JOKYMEHTOB, HX BUJBI, CTPYKTYpa.
9. TpeboBaHMsSI K COCTaBICHHUIO IUIAHOBBIX JOKYMEHTOB, IMpOLEAypa HX COIJIACOBAHMS U
YTBEPKACHHUSI, MOPSIOK BHECCHHS B HUX U3MEHEHUH U TOTIOTHCHUH.
10. HazHaueHune 1OrOBOPHBIX TOKYMEHTOB, UX BHJIbI, CTPYKTYypa.
11. TpeboBaHus K COCTaBIEHUIO JOTOBOPHBIX IOKYMEHTOB, MPOIIEAypa
UX COTJIACOBAHUSI U YTBEPXKACHUS, TOPSAJOK BHECEHUS B HUX U3MEHEHHM U JOMOJIHEHUH.
12. Paznuuus MeXIy WHIUBUIAYATbHBIM TPYAOBBEIM JIOTOBOPOM H TPa)TaHCKO-TIPABOBBIM
JIOTOBOPOM.
13. PaciopsiautenbHas KaApoBasi JOKYMEHTAIIMS, BUJIBI U TIPABHJIA COCTABICHUS 1 O()OPMIICHHSI.
14. CipaBoyHO-UH(pOPMAITMOHHAS TOKYMEHTAITWS, BUJIbI, IPABHJIa COCTABJICHUSI.
15. YueTHas kaapoBasi JOKYMEHTAIHS, BUJBI, TPEOOBAHUS K O()OPMIICHHIO.
16.JlnaHOC 71€710 COTPYAHUKA, TPEOOBAHMS K €10 0(OPMIICHHUIO.
17. PabGota kampoBoi CIyXObl MO OOECIIEUEHUIO COXPAHHOCTH TEPCOHATBHBIX JTAHHBIX
pabotHHKOB, [To0KeHNEe O 3alIUTe IEPCOHABHBIX JaHHBIX, COTJIACHE pabOTHHUKA 3a 00pabOTKy
Y MCTIOJIH30BAHUE €TO MEePCOHATBHBIX TAHHBIX.
18. YaudunupoBanusie GoOpMbl TOKYMEHTOB MO YYETy M HCIIOJIB30BAHUIO pabOuero BPEMEHHU.
MeTo/bl y4eTa UCTIOIB30BAHHOTO pab0vYero BpeMEHH.
19. YcnoBable 0003HaUYCHHS BUIOB 3aTpaT pabouero BpeMEHH.
20. JIokyMeHTBHI, MOATBEPKIAIOIINE OTCYTCTBUE Ha pabodueM MeCTe MO YBaXKUTEIbHOU MPUYKHE.
21. ITopsimok ohopmiIeHUS JOKYMEHTOB, YIOCTOBEPSIOIINX BPEMEHHYIO HETPYIOCTIOCOOHOCTD.
22. KaipoBblii IOKYyMEHTOO0OPOT.
23. Homenkiarypa aen KaJpoBOro MmoJipa3aciieHusl.



24. Cpoku XpaHEHHUs! KaJpOBBIX JOKYMEHTOB. OcoOeHHOCTH pabOThl C JOKYMEHTAaMH KpPaTKUX
CPOKOB XpaHEHHUSI.

25. ®opMUpOBaHUE J€]T U ONEPaTUBHOE XPAHEHUE KaIPOBBIX JOKYMEHTOB.

26. [logrotroBka KaipoBbIX IOKYMEHTOB K C/1a4€ B BEIOMCTBEHHbBIN apXUB, CIIPABOYHO-TIOUCKOBAS
CHUCTEMa IO KaJapOBBIM JOKYMEHTaM B apXHUBe

26.TpeboBaHMs apXMBHOTO 3aKOHOAATENILCTBA K O0ECIIEUEHUIO COXPAHHOCTH JTOKYMEHTOB II0
JTUYHOMY COCTaBY.

27. YnapaBieHrue apXUBHBIM XpPaHEHUEM JIOKYMEHTOB.

28. [IpaBuna 3aroMHEHUs U XPaHEHUS TPYIOBBIX KHUKEK.

29. IlakeT TOKYMEHTOB IPHY MPOBEICHUH OIIEHKH MIEpCOHaa.

30. IlepeueHb IOKYMEHTOB W MOPSAIOK HMX OQOPMICHHS Ha HarpaxJeHUE OTPaciICBBIMH U
roCcy/IapCTBEHHBIMU HarpajamH.

7. YUYEBHO-METOAUWYECKOE W HWH®O®OPMAIMOHHOE OBECIHEYEHUE
JAUCHUIIJINHBI
7.1.  Cnucok aumepamypol U UCHOYHUKOG
Ocnosnasn:
Abynanze, /1. I'. JlokymMeHTalmoHHOE 00ecTIieYeHne YIpaBIeHHs IEPCOHATIOM: y4EOHUK
Y TIPaKTUKYM IS akajgeMuueckoro Oakamaspuara / [[. I'. A6ynanze, U. b. Beimpsokkuna, B. M.
MacnoBa. — Mocksa: M3aarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMu4ecKuil
Kypc). — ISBN 978-5-534-00875-3. — Tekct: anextponnsiit // OBC KOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2021).
KysnenoB, /. H. JIOKyMEHTaIlMOHHOE OOECTICUCHHE YIPABJICHUS TEPCOHAIIOM: YYEOHUK H
npaktukyMm ais By30B / W. H. Ky3nenos. — 2-e u3n. — Mocksa: M3narensctBo FOpaidt, 2021. —
393 c.— (Bricmee obpazoBanue). — ISBN 978-5-534-14830-5. — TekcT: 3neKTpOHHBINA //
ObpazoBarenbHas minardopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/487704 (nara
obpamenus: 29.12.2021).
[TaBnosckas, O. FO. IlpaBoBoe obecreueHue KaJpoBOro AeIONPOU3BOACTBA: yueOHOE ocodue
st By30B / O. FO. [TaBnoBckasi. — Mocksa: M3natensctBo FOpaiit, 2021. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr: snextponnsiii // DbC FOpaiir [caiit]. —
URL: https://urait.ru/bcode/476289 (nata o6pamenus: 18.04.2021).
onoanumenvnan:
I'morosa C.A. CipaBOYHHK MO KaJpPOBOMY JEJIOMPOU3BOJICTBY MJisi paOOTHUKOB OpraHU3aINi
[Texcr] / C. A. I'moroBa. - MockBa: TEPMUKA.PVY, 2018. - 267 c.
I'nmoroBa C.A. TeHeHIIMN pa3BUTHUSI KaIpOBOIO JIETOMPOU3BOJICTBA B pAMKaX
nporpammel «L{udposas sxoHOMUKa» [DnekTpoHHBIN pecypc] / I'moToBa CBeTinana
AnekcannposHa; Ceetinana A. I'morosa // YnpasineHnue JoKyMeHTaMu B 1T (pOBOIT IKOHOMHUKE. -
Mocksa: PITYVY, 2019. - C. 98-103. - Pexxum noctyna: http://elib.lib.rsuh.ru/elib/000013245.
Hcemounuku
3akonsl Poccuiickoit denepanuu
«Koncturynus Poccutickoit @enepanumny» (MpuHATa BCEHAPOIHBIM rojiocoBanueM 12.12.1993 ¢
U3MEHEHUSMH, 0JJOOPEHHBIMU B X07e obmepoccuiickoro ronocoanus 01.07.2020). -Pexum
nocryna: http://www.consultant.ru.
«TpynoBoii koaeke Poccutickoit @enepanun» ot 30.12.2001 N 197-®3 (pexn. ot 22.11.2021) (¢
U3M. U JION., BTy B cuity ¢ 30.11.2021). - Pesxxum goctyma: http://www.consultant.ru.
®denepanbHbIil KOHCTUTYIIMOHHBIN 3aK0H OT 25 aexadpst 2000 r. Ne2-DK3 «O 'ocymapcTBeHHOM
repbe Poccuiickoit ®epeparuu» (¢ uwsMm. ot 20.12.2017 71.). - Pexum poctyma:
http://www.consultant.ru.
OenepanbHblii 3ak0oH OT 22 okTAOpa 2004r. Nel25-AP «OO6 apxuBHOM jnene B Poccuiickoii
denepanun» (¢ u3M. ot 8 gexadps 2020 r.). - Pexxum goctyna: http://www.consultant.ru.




®enepanbhblil 3ak0H 0T 06.04.2011 1. Ne63-D3 «O0 anekrporHO# moamucuy» (pex. ot 24.02 2021
r.). - Pexxum gocryna: http://www.consultant.ru.

DenepanbHblil 3akoH «O rocynapcTBeHHON TpakaaHcKoil cinyx0e Poccuiickoit denepauun» ot
27.07.2004 N 79-®3 (mocnemusis pemakumst ot 02.07.2021 Ne 351-®3) - Pexxum pocryna:
http://www.consultant.ru.

®denepanbHblit 3aK0H 0T 29 utofist 2004 r. Ne98-d3 "O xomMmepueckoit Taitae" (¢ u3m. ot 9.03.2021
r.). - Pexxum nocryna: http://www.consultant.ru.

®denepanbubiii 3ak0H Poccuiickort deneparuu ot 06.12.2011 Ne 402-d3 «O OyxranrepckoM
yuete»// [DnexkTpoHHbIi pecype]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru.
®enepanbublii 3ak0H OT 1 mroHsA 2005 1. Ne53-d3 "O rocymapctBeHHOM si3bike Poccuiickoit
Oeneparun" (¢ u3M. ot 5 mas 2014 r.). - Pexxum gocryna: http://www.consultant.ru.
®enepanbubiii 3aKk0H OT 27 urons 2006r. Nel49-d3 «O6 wmubopmaimu, WHPOPMAIMOHHBIX
TEXHOJOTUsAX W o 3ammre uHpopmamum» (¢ u3Mm. ot 09 mapra 2021 r.). - Pexxum moctyma:
http://www.consultant.ru.

®enepanbHblii 3ak0H 0T 02 Mast 2006r. Ne59-D3 «O nopsizike paccMOTpEeHUs: 00palleHU rpakaan
Poccuiickoit  ®eneparuu» (¢ w3Mm. ot 27 nekabps 2018 r.). - Pexmm pocryna:
http://www.consultant.ru.

®enepanbHblii 3akoH  «OO0 oOecreueHun JocTyna K HWHGOpPMAIMU O  JACSITEIBHOCTH
rOCyJapCTBEHHBIX OPTaHOB U OPraHOB MecTHOTO camoynpasieHus» oT 09.02.2009 Ne8-D3 (c uzm.
08.12.2020 1.). - Pexxum moctyma: http://www.consultant.ru.

®denepanbHblif 3ak0H «O nepcoHaNbHBIX JaHHBIX» 0T 27.07.2006 N 152-@3 (¢ u3m. ot 24.04.u
08.12. 1 30.12.2020 1.). - Pexxum noctyma: http://www.consultant.ru.

Vxa3 Ilpesunenra Poccuiickoit @enepanun ot 30 HOAOpsa 1995 1. Ne1203 «O6 yrBepkaeHHH
[Tepeunsi cBeIeHNI, OTHECEHHBIX K TOCYapCTBEHHOM TaliHe» (C u3M. oT 18 staBaps, 25 maprta 2021
r.). - Pexxum nocryna: http://www.consultant.ru.

Vka3 IIpesunnenta Poccuiickoit @eaepanun ot 6 Mmapta 1997 1. Ne188 «O0 yTBepKIeHUN TIEPEUHS
CBeZicHH KOHUACHIMATbHOTO Xapaktepa» (¢ u3m. ot 13.07. 2015 r.). - Pexxum moctyma:
http://www.consultant.ru.

Va3 [Ipesunenta PO ot 01.02.2005. Ne 111 «O nopsiake caun KBaau(pUKAIIMOHHOTO YK3aMeHa
rOCYIapCTBEHHBIMHM TPAXKIAHCKUX ciyx)amux Poccuiickoil denepaunrl U OLICHKE UX 3HAHUU,
HaBBIKOB M YMEHU». -Pexxum nocrymna: http://www.consultant.ru.

Vka3 Ilpesuaenta ot 01.02.2005. Ne 112 «O kOHKypce Ha 3aMEIIEHUE BAaKaHTHOM JTOJHKHOCTH
rOCyIapCTBEHHOM IpakTaHCKOU Ciryk0bI Poccuiickoit denepamum.

— Pexxum noctyna: http://www.consultant.ru.

Va3 Ilpesugenta PO ot 16.02.20051. Ne 159 «O mpumepHoii opme ciry’>keOHOro KOHTPAKTa O
MIPOXOKICHUH TOCYAAPCTBEHHOMN IpakIaHCKOM Ci1y»KObl Poccuiickoit Deaepanuu U 3aMeIeHUN
JOJKHOCTH TOCYIapCTBEHHOW TpaKAaHCKOW cmyxkO0bl Poccuiickoit ®enepanun». — Pexum
nocrtyna: http://www.consultant.ru.

Vka3 [Ipesunenra Poccutickoit ®eneparuu ot 30.05.2005. Ne 609 «O nepcoHanbHbIX

JTAHHBIX TOCYJIAPCTBEHHOIO TPaXKJaHCKOTO ciysxaiiero Poccuiickoit @enepaiuy v BEACHUU €0
JUYHOTO Aena». — Pexxum nocrymna: http://www.consultant.ru.

Vka3 [Ipesunenta Poccuiickoit @enepannu ot 18.06.2005. Ne 813 «O nopsizke u

YCIIOBUSAX KOMAaHIUPOBaHUS (heaepaabHbIX TOCYAAPCTBEHHBIX TPAKIAHCKHUX CITYKALTUX).

Pexxum moctyma: http://www.consultant.ru.

[TocranoBnenue [IpaButensctBa Poccuiickoit @enepanuu ot 16.04.2003. Ne 225 «O

TPYIOBBIX KHMXKKax». — PexxuM goctyna: http://www.consultant.ru.

Pacniopspxenue IIpaBurensctBa PO ot 21.03.1994. Ne 358-3 «O6 obecnieueHun

COXPaHHOCTH JIOKYMEHTOB I10 JIMYHOMY COCTaBy». — Pesxxum nmoctyma: http://www.consultant.ru.
Pacnopsixenue [IpasurensctBa PO ot 23.04.1992 Ne 781-p «O0 ymyuiieHun

XpaHEHUsT U WHCIIONBb30BAHUS JIOKYMEHTOB [0 JHMYHOMY COCTaBy». — Pexum poctyma:
http://www.consultant.ru.

[TpaBuiia BegeHus U XpaHeHUs: TpyAOBbIX KHIKEK. (YTB. [loctanoBnenuem I[IpaBurenscTBa



P® ot 16 anpenst 2003 1. Ne 225. — Pesxxnm noctyma: http://www.consultant.ru.

WHCcTpyKIMs 10 3an0IHeHHIO TPYI0BBIX KHUXEK (yTB. [locranoBienneM MununcrepcTBa
TpyZAa U conraigbHoro pazsutus Poccuiickoit ®eneparuu ot 10 okradps 2003r.).
3apeructpupoBana MunucTepcTBOM ocTUIMU Poccuiickont @enepamnuu 11 HOs1O6pst 2003 T.
perucTpanoHHblii Homep 5219. bromiereHb HOPMaTUBHBIX aKTOB (peJiepaibHbIX OPraHOB
ucniomHATeNbHON BiacTu. 2003. Ne 49, — Pexxum noctyma: http://www.consultant.ru.
®enepanbHblil 3ak0H OT 16.12.2019 Ne 439-03 «O BHecenuu uzmenenuii B TpynoBoit
kojnekc Poccuiickoit deneparuu B yacTu (OpMHUPOBAHUS CBEICHHUM O TPYJIOBOU NEATEILHOCTH B
3IIEKTPOHHOM BUJIC» [DneKTpOHHBIH pecypc] /! URL:
http://publication.pravo.gov.ru/Document/View/0001201912160070 (mata oOparieHus
01.10.2021 1.)

MeTtoauueckre peKkoMeHIaluu o paboTe ¢ JOKYMEHTaMH 10 JIMYHOMY COCTaBy B
rOCY/IapCTBEHHBIX M MYHUITUTIIAILHBIX apXUBaX, apXuBax opranusanuii (OenepanbHOe apXUBHOE
arearctBo, BHUMJIAL, 2018 r.) // Dn. pecype. http: // https://base.garant.ru/72211810/ [lata
obpamenust: 20.02.2020r.

MeTtoauueckune pekoMeHAann «DKCIepTu3a IEHHOCTH IOKYMEHTOB M OTOOP B COCTaB
ApxusHoro ¢ponna PO nokymenTos o nuunomy coctaBy». CocraButenu: M.II. XKykosa, b.B.
Ans6pexr, JI.A. KorapareeBa, E.B. Makapos, E.P. CumonoBa. M., 2014. D1. pecypc. http: //
https://base.garant.ru/70866926/. lata obpamenus: 20.02.2020r.

[IpaBuia opranu3anuu XpaHeHHsI, KOMIIJIEKTOBAHMSI, yu€Ta U UCIIOJIb30BaHUsI TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
roCyIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO CaMOYIIpaBJIeHUs U opraHuzanuax. M., 2015. Do
pecypc. https://www.garant.ru/products/ipo/prime/doc/71083090/1ara obpamenus: 23.02.2020 r.

Hcmounuxu (0ononrnumenvhule)

®enepanbublii 3akoH PO o1 27.07.2006 Ne 149-03 «O6 nnpopmanyu, HHGOPMAITMOHHBIX
TEXHOJIOTHSX M 3aIuTe nHpopManun». — Pexxum noctyma: http://www.consultant.ru.
@enepanbHblii 3ak0H oT 26.12.1995. Ne 208-®3 «OO0 akuMOHEpHBIX O0IIECTBAX». -Pexum
nocrtyma: http://www.consultant.ru.

[Ipuka3z MunucrepcTBa Tpyna u counanbHoil 3amutel PO ot 19 mas 2021 r. N 3201 «O06
yTBepkAeHUH (HOPMBI, IOPSAIKA BEICHUS M XpaHEHUs TPYIOBBIX KHIDKEK». - PexxuMm nmocryma:
http://www.consultant.ru.

O6mepoccutickuii kimaccuduxaTop mpodeccuii padbounx, JOKHOCTEH CIyKaIuX U

tapudHbx pazpsaaoB OK 016-94. (mara BBenenus 01.01.1996) // [DnextpoHHsIit pecypc]. — M.,
2021. — Pexum gocryna: http://www.consultant.ru.

Obmepoccuiickuii  kimaccudukarop ynpasieHueckor poxkymeHtannu OK 011-93. (pen. ot
07.10.2021)// [Dnextponnsiii pecypc]. — M., 2021. — Pexxum noctyma: http://www.consultant.ru.
Oo6mmepoccuiickuii KaccupuKaTop CHEUATLHOCTEH 0 00pa3oBaHuto // [ DNeKTPOHHBIN
pecypc]. — M., 2021. — Pexxum goctyna: http://www.consultant.ru.

[Tpuka3 Pocapxua ot 23.12.2009 N 76 «O6 yTBepkaeHnN MeToIMUeCKuX peKOMEH Al

1o pa3zpaboTKe UHCTPYKIUH O AETONPOU3BOACTBY B (efiepaibHbIX OpraHax UCIOJIHUTEIbHON
BiacTu» // [DnextpoHHsi pecype]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru.
VYHuuuuupoBanHubie GOpMBbI IEPBUYHOM YUETHOMN TOKYMEHTALIUU 10 YUETY TPYyia U ero

orathel, yrBepkaeHHbIe [TocTanoBneHnem ['ockomcrara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIIH
pecypc]. — M., 2021. — Pexxum gocryna: http://www.consultant.ru.

KpanudukanoHHbIi CIPaBOYHUK JOJDKHOCTEH PyKOBOAUTEINEH, CIICIIUATUCTOB U IPYTUX
ciyxanux // [Onexrtponnsiit pecypc]. — M., 2020. —Pexxum noctyma: http://www.consultant.ru.
MesxoTpacieBble yKpyIHEHHbIE HOPMAaTUBBI BpEMEHU Ha pabOoThI 10 KOMIUIEKTOBAaHHIO U

ydery KaapoB // [DnekTponHsbli pecypc]. — M., 2019. — Pesxxum noctyna: http://www.consultant.ru.
[lepeyeHb TUMOBBIX YIPABICHUYECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIOLINXCs B Ipoliecce
JeSTEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CaMOYIPABIIEHUS U OPraHU3alHH,



C yKa3aHHEeM CpOKOB XpaHeHus // [DnexkTtpoHHblii pecypc]. — M., 2020. — Pexxum nocryma:
http://www.consultant.ru.

[IpaBuia opranu3anuu XpaHeHHsI, KOMIICKTOBAHUS, y4€Ta U UCIIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit denepanuu u Ipyrux apXUBHBIX JOKYMEHTOB B OpTraHax
rOCyJapCTBEHHOM BJIACTH, OPraHax MECTHOTO CaMOYITPABICHHS U OPTaHU3AIMIX, YTBEPIKICHHBIX
npukazoM MuHKybTYpsl P® ot 31.03.2015 Ne 526 // [Dnekrponnslii pecype]. — M., 2019. —
Pexxum noctyna: http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "O6 yrBepxkaenuu [lepedrss THTIOBBIX yIPaBICHUYECKUX
apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIMXCs B MPOIECCEe AESTEILHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOT'O CaMOYITIPaBJICHUS U OpraHU3aliii, ¢ yKa3aHueM

cpokoB ux XxpaHenusa" (3apeructpupoBano B Muniocre Poccum 06.02.2020 N 57449)
[DnexTponHsIil pecypc] / CripaBo4HO-TIOMCKOBas cucteMa « KOHCYIBTaHT TUTIOCH.

URL:

http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (nata obpareHus:
19.10.2021)

®enepanbHblil 3ak0H 0T 24.04.2020 N 122-D3 «O npoBeneHnN 3KCIEPUMEHTA T10
MCITOJIb30BAHUIO YJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboToi»// NHTepHeT-iopTan
npaBoBoi uHGopmanuu http://www.consultant.ru/document/cons_doc LAW 351124/ (nara
obpamenus: 19.10.2021)

[Tpuxa3z Muntpyna Poccun ot 14.05.2020 N 2401 «O06 yrepxxaenuu [Tomoxenus o

MOPSIKE MPOBEACHUS SKCIIEPUMEHTA 110 UCTIOJIb30BAaHUIO JIEKTPOHHBIX JTOKYMEHTOB, CBSI3aHHBIX
¢ paboroii» (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// UaTepHeT-nopTan
npaBoBoil mHGopmaruu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata
obpamenus 01.10.2021).

7.2. Ilepeuens pecypcos uHghopmayuoHHo-meneKOMMYHUKAUUOHKOU cemu «Anmepnem).

«KynpTypa.P®» — rymanuTapHslii IpOCBETUTENBCKUI IPOEKT, OCBALLEHHBIN KyabType Poccun
- https://www.culture.ru/

Hoctyn B ObC:

000 «dnekTponHOE H3naTenbcTBo FOPATY.

000 «M3narensctBo JIaHb).

00O «llenTpanbublit KomutekTop 6ubmorek «bBUBKOM».

8. METOANUYECKHUE VYKA3AHHUS 1O OCBOEHHUIKO JUCHUIIJIMHBI
MOoAayJisl)
8.1. IInanvl npakmuyeckux 3aHAmMul

Tema 2 (4 4.) Peeramenmayusi OOKYMeHMUPOBAHUS KAOPOBOU OesmelbHOCmuU U padomsl ¢
KaoposviMu OOKYMEeHMAaMU.

3agaHus:

1. lats ananmu3 TpynoBoii kogekc Poccuiickoit @enepanuu u onpeaeanTe TpeOoBaHMs K
cocTaBy ¥ 0()OPMIICHUIO JTOKYMEHTOB, PETJIAMEHTUPYIOUINX TPYJOBbIC OTHOIICHUS.

2. Matb ananu3 TpynoBoii kogekc Poccuiickoit @enepanuu u onpeaeanTe TpedoBaHus K
(GYHKIUAM KaJAPOBOH CITyXKOBI.

Yka3aHus 10 BBINOJHEHUIO 3aJaHUN:
1. Hzyuute TpymoBoi KOJAEKC: KAKUMHU JOKYMEHTaAMH MPEyCMOTPEHO 0popMIIeHHE ITpreMa,
NepeBO/ia,  YBOJbHEHMs, KOMAHAUPOBAHUS, JUCLHMUIUIMHAPHOTO  B3BICKAHUS U
nperocTaBiieHusl oTmnycka paboTHukaMm. CocTaB JOKYMEHTOB (DUKCHpPYETCS MO KaxXIoi



oTnenbHON mpouenype. OOpaTuTe BHHUMAaHHE HAa CPOKH MOJITOTOBKH JIOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOAATENbHO. Pe3ynbraTel opopMuTe B TAOIHILY.

Haumenosanue Buowi Homep Cpoxu, Cooepacanue u
npoyeoypul OOKYMEHMO8 cmambu cesasanHble ¢ | opopmaeHue
0OKyMeHmamu

[Tpuém Ha paboty
ITepeBon
[IpenocraBienue
OTIYyCKa
[Toonpenue
JucuunnuHapHoe
B3BICKaHHE
KomanaupoBanne
YBonbHEHUE

2. WUsyuuts TpynoBoi KOAEKC M ONPENETUTh 00S3aHHOCTH paboTOAATENs 0 OTHOILICHHIO K
paOOTHUKY, KOTOpble ycTaHOBIeHbl B Kojekce mnpu BO3HMKHOBEHHHM TpPYIOBBIX
oTHowmeHn. Ha 3Toil ocHOBEe COCTaBUTH MepedeHb (PYHKIIUH, BBHIOIHIEMbIX KaJIpOBOM
CITYX)00M

KoHTposbHBIE BOIPOCHI:

1. IlepeuncinuTh OCHOBHBIE BUJIBI IOKYMEHTOB, UCTIOIb3yEMBbIC ISl IOKYMEHTHPOBAHHS
TPYIOBBIX OTHOIIECHH, YCTAHOBJICHHBIX B TPYIOBOM 3aKOHOJATEIbCTBE.
2.Ha3oBuTe THUTIOBBIE QYHKIIUU KAJAPOBOM CITYKOBI.

CHuCOK JIUTepaTyphl:

Hcrounuk

«TpynoBoii koaeke Poccutickoit @enepanun» ot 30.12.2001 N 197-®3 (pexn. ot 22.11.2021) (¢
U3M. U JION., BTy B cuity ¢ 30.11.2021). - Pexxum goctyma: http://www.consultant.ru.
Jluteparypa:

Abynanze, /1. I'. JlokymMeHTalmoHHOE 00eCTIeYeHUE YIPaBICHHS IEPCOHATIOM: y4EOHUK

Y TIPaKTUKYM IS akajgeMuueckoro Oakamaspuara / [[. I'. A6ynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa: M3aarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMu4ecKuil
kypc). — ISBN 978-5-534-00875-3. — Texkct: anexrponnsiit // OBC KOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2021).

KysnenoB, /. H. JIoOKyMEHTaIlMOHHOE OOECTICUCHHE YIPABJICHUS TEPCOHAIIOM: YYEOHUK H
npaktukyMm ais By30B / W. H. Ky3nenos. — 2-e u3n. — Mocksa: M3narensctBo FOpaidt, 2021. —
393 c.— (Bricmee obpazoBanue). — ISBN 978-5-534-14830-5. — TekcT: 3neKTpOHHBINA //
ObpazoBarenbHas minardopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/487704 (nara
obpamenus: 29.12.2021).

[TaBnosckas, O. FO. TIpaBoBoe obecriedeHne KaapoBOTo JEIONPOU3BOICTBA: yueOHOE mocodue
st By30B / O. FO. [TaBnoBckasi. — Mocksa: M3natensctBo FOpaiit, 2021. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr: anextponnsiii // DbC FOpaiir [caiit]. —
URL: https://urait.ru/bcode/476289 (nata o6pamenus: 18.04.2021).

MartepuanbHO-TeXHUYECKOE 00eCIIeUeHNE 3aHITHS:
Tpynosoii koaekc PO

Tema 3 (4 u.) Cucmema kadpoeoii OOKyMeHmayuu.
Saganus:



1. [Tpoananu3upyite opraHnu3aiuio padoTsl ¢ kagpamu B 3A0 «DHEprus miIocy.
2. Pa3paboraiite [lonoxxenue 00 oraene kaapoB 3A0 «DHeprus mIocH.
3. Pa3paboraiiTe JOIKHOCTHYIO HHCTPYKLIHUIO U1l OJJTHOTO U3 COTPYIHUKOB KaJIpOBOH CITYKOBI

VYKa3zaHus 110 BBLITOJIHEHUIO 3aJaHUN:

1. ITpoananusupyiite koMmiaeke 10KyMeHTOB 3AO «DHeprus MI0Cy», BBIABIAA €TI0 CTPYKTYPY,
YHCJICHHOCTb, HalpaBieHus aesaTesbHocTH OO0mecTBa 1 0COOEHHOCTH OpraHU3alMy KaJpoBoi
paboTHI.

2. Ha ocHoBe kxBalM(pUKAIIMOHHON XapaKTEPUCTHKN PYKOBOIUTENS KaapoBoit ciyx0b1, YCOP/I,
TpynoBoro kojekca 1 TpeOOBaHNN MHBIX HOPMATUBHBIX U METOJMUYECKUX JOKYMEHTOB
paspabotaiite u opopmute npoekT [lonoxenus 06 oraene kaapoB 3A0 «IHeprus MITFOCH.

3. Ha ocHOBe KBaJTM(pUKAITMOHHBIX XapaKTEPUCTUK paOOTHUKOB KaJapoBoi ciyx0b1, YCOP]]
pa3paboTaiiTe MPOeKT TOKHOCTHOM HHCTPYKIIMH OJJHOTO U3 COTPYIHUKOB OT/Ea KaJpoB

3A0 «DHeprus WIOC». U 0QPOPMUTE €TO B COOTBETCTBUU C YCTAHOBJICHHBIMU TPEOOBAHUSMH.
KoHTpoabsHbIE BONPOCHL:

1. HazoBuTe 3amaun 1 GyHKIIUN KaIPOBOU CITY>KOBI.

2. Kakue moKyMeHTHI perIaMeHTHPYIOT padoTy ¢ IEPCOHAIOM OpraHU3aINH?

3. Ha ocHOBe, KakMX JIOKyMEHTOB pa3padaThIBalOTCS MOJOXKEHHUE O KaIPOBOU CIIy:kOe 1
JOJKHOCTHBIE HHCTPYKLIUU €€ COTPYAHUKOB?

4. KakoBa CTpYKTypa TEKCTOB IOJIOKEHUS O KaApOBOH ciyx0e M JOTHKHOCTHON HHCTPYKIIMU?
5. Korza nonoxenue o KaapoBoi ciryxo6e mpuobdperaeT ropuanydeckyro cuny? Korna oHo
TpeOyeT nepepaboTKu?

6. Ilepeuncnute obume TpeboBaHUs K 0YOPMIICHUIO OPTaHU3AMOHHBIX TOKYMEHTOB.

CHuCOK JIUTepaTyphl:

Hcrounuk

«TpynoBoii koaeke Poccutickoit @enepanun» ot 30.12.2001 N 197-®3 (pexn. ot 22.11.2021) (¢
U3M. U JIoN., BTy B cuity ¢ 30.11.2021). - Pesxxum goctyma: http://www.consultant.ru.
VYHuuuuupoBanHubie GOpMbI NEPBUYHOMN YUETHOM TOKYMEHTALIUU 10 YUETY TPYyia U ero

orathel, yrBepkaeHHbIe [TocTanoBneHnem ['ockomcrara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIH
pecypc]. — M., 2021. — Pexxum gocryna: http://www.consultant.ru.

KBanudukaoHHbI# CIPaBOYHUK JOIDKHOCTEH PyKOBOAUTEINEH, CIICIIUATUCTOB U IPYTUX
ciyxanux // [Onextponnsiit pecypc]. — M., 2020. —Pexxum noctyma: http://www.consultant.ru.

Jluteparypa:

Abynanze, /1. I'. JlokymMeHTalmoHHOE 00ecTieYeHne YIpaBIeHHs IEPCOHATIOM: y4EOHUK

Y TIPaKTUKYM IS akajgeMuueckoro Oakamaspuara / [[. I'. A6ynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa: M3aarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMu4ecKuil
Kkypc). — ISBN 978-5-534-00875-3. — Texkct: anexrponnsiit // OBC KOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2021).

KysnenoB, /. H. JIOKyMEHTaIlMOHHOE OOECTICUCHHWE YIPABJICHUS TEPCOHAJIOM: YYEOHUK H
npaktukyMm ais By30B / W. H. Ky3nenos. — 2-e u3a. — Mocksa: M3parensctBo FOpaidt, 2021. —
393 c.— (Bricmee obpazoBanue). — ISBN 978-5-534-14830-5. — TekcT: 31neKTpOHHBINA //
ObpazoBarenbHas minardopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/487704 (nara
obpamenus: 29.12.2021).

[TaBnosckas, O. FO. IlpaBoBoe obecreueHue KaJpoBOro AeIONPOU3BOACTBA: yueOHOE ocobue
st By30B / O. FO. [TaBnoBckasi. — Mocksa: M3natensctBo FOpait, 2021. — 213 ¢. — (Bricuiee




obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr: anexrponnsiii // DbC FOpaiit [caiit]. —
URL: https://urait.ru/bcode/476289 (nata o6pamenus: 18.04.2021).

MartepuanbHO-TEXHUYECKOE 0OecTieyeHHe 3aHsTHS:

Tpynosoii kogexkc PO

YCOP/[

KpanudukaonHsle XapakTepUCTUKN paOOTHUKOB KaJPOBOU CITY>KOBI
Kommext nokymeHToB 3A0 «9HEPTHS TLTIOCH.

Tema 4 (8 4.) [Jokymenmuposarue kadposou desmenbHOCmu
3agaHus:

1. I3ydnTe 3akoHOAATEIbHBIE TPEOOBAHNUS K COJIEPKAHUIO M 0O(hOPMIICHHIO TPYJOBOTO
noroBopa. [1oAroToBbTEe NPOEKTHI JOKYMEHTOB I10 ITpHEMY Ha padoTy.

2. IloaroToBbTE MPOEKTHI JOKYMEHTOB I10 TIEPEBOAY Ha JPYTyIo paboTy.

3.IloaroToBETE MPOEKTHI JOKYMEHTOB O MPEAOCTABICHUH OTITYCKA, IPOSKTHI JOKYMEHTOB O
KOMaHIUPOBaHUU PaOOTHUKA

4.11oAroToBbTE MPOEKTHI JOKYMEHTOB O MOOIIPEHUN PAOOTHUKA U MTPOEKTHI IOKYMEHTOB O
BBIHECCHUHU JUCUUIUIMHAPHOTO B3BICKAHUSL.

5.I1oaroTOBBTE MPOEKTHI JOKYMEHTOB 00 U3MEHEHUH (paMuiiny pabOTHUKA U TPOESKTHI
JIOKYMEHTOB O PaCTOP’KEHUH TPYAOBOTO JJOTOBOPA.

VYKa3zaHus 110 BLITOJIHEHUIO 3aJaHUN:

1.Ha ocHOBaHWU CIIpaBOYHBIX JAHHBIX O pAOOTHHKE M TpeOoBaHUM TPym0BOTO KOJEKCa
MOATOTOBUTH TPYAOBOM IOTOBOP C paOOTHUKOM, O(pOopMHUTE TTPUKA3 O ITpHUEME pabOTHUKA HA
paboTy (CTYyAEHTHI MOTYT COCTaBHUThH MPHUKA3 IO OOIIUM MpaBHIIaM O0QOPMIICHHS TPUKA30B WK
BOCIIOJIb30BaThCsl yHU(pHUmpoBanHo# ¢opmoit T-1). 3anonuuts JInunyo kapTouKy paboTHHKA
(popmy T-2.) OnpenenuTh coCTaB JOKYMEHTOB, HCIOIB3YEMBIX M CO3aHHBIX MPH NPHEME Ha
paboty, KoTopbie GOPMHUPYIOTCS B IUYHOE JIETI0 pAaOOTHHKA.

2. Ha ocHOBaHWU CIIpaBOYHBIX JAaHHBIX O paOOTHHKE U TpeOoBaHMid TpymoBOro Kojekca
oQopMUTH nepeBo paboTHHUKA (110 €ro MHUIIMATHUBE U 110 MHUIIUATHBE PYKOBOIUTEIS
CTPYKTYpPHOTO MOJpa3AeieHus) Ha APYryto paboTy B ToM ke opraHu3auuu. CoOCTaBUThH
3asBIIEHUE, PEACTABIECHUE, YBeJOMIIEHHE U 0OPMUTH IPHUKA3 O MEepeBojie pabOTHUKA Ha
Ipyryio padoTy (1o oOumM mpaBuiaamM oQpopMIIEHUS MMPUKA30B UM BOCIIOIB30BAThCS
yauunupoBannoi popmoii T-5). Buectn nannpie B JInunyto kapTouky padotHuka (hopmy T-
2.) Onpenenuth cOCTaB JOKYMEHTOB, UCIIOJIBb3YEMbIX U CO3JaHHBIX MPH MEPEBOJIE Ha IPYTYIO
paboty, KoTopble GOPMHUPYIOTCS B IMYHOE JIENI0 pabOTHHKA.

3. Ha ocHOBaHMYU CIIPaBOYHBIX JTAaHHBIX O paboTHUKE U TpeboBaHuil TpyaoBoro kojekca
0(pOPMHUTH €KETOAHBIN OUePEHON OIUIAYMBAEMBIH OTITYCK U OTITYCK 0€3 COXpaHEHHS
3apaboTHOi1 mnaTel. CocTaBUTh rpaduk OTIIYCKOB, OPOPMHUTH MPUKA3 O MPEIOCTABICHUN
oTIycka (1o o0ImuM npaBuiaM ohopMIICHHUS IPUKA30B WK BOCIIOIb30BaThCS
yHuunmpoBanHoit Gpopmoii T-6). Buectun nannslie B JInuHyio kapTouky padotHuka (popmy T-
2).

4. Ha ocHOBaHUWM CITPaBOYHBIX JaHHBIX O pAOOTHHKE MOATOTOBHUTH MPUKa3 O HANIPABICHUN
pabOTHHKA B KOMaHAUPOBKY (TI0 OOIIMM MpaBmiiaM 0(hOPMIICHHS TIPUKA30B UITH
BOCIIOJIb30BaThCsl YHU(ULIMpOBaHHOH Gopmoit T-9).



5. Ha ocHOBaHMHM CIIPaBOYHBIX JJaHHBIX O pAOOTHHUKE, OPOPMHUTH MPUKA3 O MOOLUIPEHUH
paboTHuKa (TI0 00IIMM MpaBuiiaM 0(OPMIICHUS PUKA30B HIIM BOCIOIB30BATHCS
yHuunupoBanHoit popmoii T-9). BuecTu nannslie o noouipeHnu B JINYHYIO KapTOUKY
pabotnuka (popmy T-2.). OnpenenuTs cocTaB JOKYMEHTOB, UCIIOIB3YEMBIX TIPU 0()OPMIICHUU
MOOILPEHNUsI, KOTOphIe (POPMUPYIOTCS B JIMYHOE J1eJ10 paboTHHKA. Ha ocHOBaHMM MaTepranoB
JIeTIOBOM MT'PBI COCTaBUTh OOBSICHUTENBHYIO 3aIIUCKY O JUCIUILTMHAPHOM MPOCTYIIKE,
JIOKJIQ/IHYIO 3aIMCKY O HAPYUICHUH TPYIOBON AUCIUIUIMHBI, IPUKA3 O HATIOKECHUH
JUCLUIUIMHAPHOTO B3bICKAHUS.

6. Ha ocHOBaHMYU CTIIpaBOYHBIX TAHHBIX O PaOOTHUKE O(DOPMUTH MPEKpPAIICHUE TPYIOBOTO
JIOTOBOpA 110 MHUIIMATHBE PA0OOTHUKA, 110 HHUITMATHBE pabOTOaATENs, IO 00CTOATENBCTBAM, HE
3aBUCSIIAM OT BOJIM CTOPOH. ONpeeuTh COCTaB JOKYMEHTOB, KOTOPBIMU O(opMITsIeTCsT KaXK1ast
cutyarus. OGopMHUTE TPUKA3 O IPEKPAICHUH JSUCTBHUS TPYIOBOTO T0roBopa (1o 00ImmmM
npaBuiaM opopMIIEHHUS TPUKA30B WIIH BOCIIOIB30BaThCs YHUPHUITMpoBaHHOU Gopmoit T-8).
Brectu nannpie 00 yBosibHeHUU B JIMuHyI0 KapTouky padoTHuka (popmy T-2.). Onpenenutsb
COCTaB JIOKyMEHTOB, HCIIOJIb3YEMbIX MTPH OPOPMIICHHH YBOJILHEHUS, KOTOPBIE POPMUPYIOTCS B
ar4YHOE e70 paboTHUKa. COCTaBbTE MPOEKT MpHKa3a 00 M3MEHEHUN (haMUITUH, TPUBEIUTE
BO3MOYKHBIE OCHOBAHUS JUIsl U3/IaHKSI TAKOTO MTPHKa3a.

KoHTposabHbIE BONPOCHL:

1. Beigenute OCHOBHBIE JOKYMEHTUPYEMBIE 3a]1a4i KaJpOBOU A€ TEIbHOCTH.

2. OxapakTepu3yiTe CTpYKTypy TEKCTa TPYAOBOTO JOTOBOPA, MEPEUNUCIUTE CYIIECTBEHHbBIE
MOJIO’KEHUS TPYAOBOTO J1I0r0OBOPA.

3. SBnstoTes 1M yHHGUIIUPOBAHHBIE POPMBI 00s3aTSIIBHBIMU?

4. Ha ocHOBe TpeOOBaHM K TPYJOBOMY JIOTOBOPY, ONIPEICTUTh MOPSIOK 0hOPMIICHHS
JOTIOTHUTEILHOTO coTrjamieHus (I3MeHEHHS K TPYI0BOMY JAOTOBOPY).

5. Kakumu TpeboBaHUSIMHU JTOJDKHA PYKOBOJICTBYETCS KaJApoBas Ciyk0a mpu opopMIeHUN
MIPUKA30B B TEKCTOBOH (hopme?

Cnucok nurepaTypsl:

Hcrounuxk

«Tpynosoii konekc Poccuiickoit @enepanuun» ot 30.12.2001 N 197-@3 (pen. ot 22.11.2021) (¢
W3M. | JI01., BCTyI. B cuity ¢ 30.11.2021). - Pexxum noctyma: http:// www.consultant.ru.
YHuduurpoBanHbie GOPMBI IEPBUYHON YUETHOM TOKYMEHTALIUH 110 YYETY TPYAA U €T0

orutatel, yrBepkaeHHble [locranoBnenneM ['ockomcrara PO ot 05.01.2004 Ne 1 // [DneKTpOoHHBIHA
pecype]. — M., 2021. — Pexxum noctyna: http://www.consultant.ru.

KBanudukamoHHBIN CIIPAaBOYHHK JOJIKHOCTEH PYKOBOAMUTEINICH, CIICIIUATUCTOB U APYTUX
ciyxamux // [DnekTpoHHsIit pecypc]. — M., 2020. —Pexum noctyna: http://www.consultant.ru.
O6mepoccutickuii kimaccuduxaTop mpodeccuit padbounx, JOKHOCTEH CIyKaIuX U

tapudHbix pazpsagoB OK 016-94. (mara BBenenus 01.01.1996) // [DnextpoHHsIit pecypc]. — M.,
2021. — Pexxum goctyna: http://www.consultant.ru.

Obmepoccuiickuii  kinaccudukarop ynpasieHueckoi pokymeHtaunu OK 011-93. (pen. ot
07.10.2021)// [Dnextponnsiii pecypc]. — M., 2021. — Pexxum moctyma: http://www.consultant.ru.
Ob6mmepoccuiickuii KaccupUKaTop CHEUAIBHOCTEH 0 00pa3oBaHuto // [ DNeKTPOHHBIN
pecypc]. — M., 2021. — Pexxum gocryna: http://www.consultant.ru.

"OK 018-2014. Obmepoccuiickuii knaccudukarop nHpopMayu o HaceaeHUU" (IPUHST U BBEICH
B aeiictBue [Ipukazom Poccranmapra ot 12.12.2014 N 2019-ct) (pea. ot 07.10.2021). — Pexxum
nocrtyna: http://www.consultant.ru.

Jluteparypa:
Abynanze, /1. I'. JlokymMeHTalmoHHOE 00eCTIeYeHHE YIPaBICHHS IEPCOHATIOM: y4EOHUK
Y TIPaKTUKYM IS akajgeMuueckoro Oakamaspuara / [I. I'. A6ynanze, U. b. Beimpsokkuna, B. M.



MacnoBa. — MockBa: M3narensctBo KOpaiit, 2019. — 299 c. — (bakanaBp. AxkageMu4eckuit
Kkypc). — ISBN 978-5-534-00875-3. — Texkct: anextponnsiit // OBC KOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2021).

KysnenoB, /. H. JIoOKyMEHTaIlMOHHOE OOECTICUCHHE YIPABJICHUS TEPCOHAJIOM: YYEOHUK H
npaktukym ais By30B / W. H. Ky3nenos. — 2-e u3n. — Mocksa: M3narensctBo FOpaidt, 2021. —
393 c.— (Bricmee obpazoBanue). — ISBN 978-5-534-14830-5. — TekcT: 3neKTpOHHBINA //
ObpazoBarenbHas minardopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/487704 (nara
obpamenus: 29.12.2021).

[TaBnosckas, O. FO. IlpaBoBoe obecreueHue KaJpoBOro AeIONPOU3BOACTBA: yueOHOE mocodue
st By30B / O. FO. [TaBnoBckasi. — Mocksa: M3natensctBo FOpaiit, 2021. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr: snextponnsiii // DbC FOpaiir [caiit]. —
URL: https://urait.ru/bcode/476289 (nata o6pamenus: 18.04.2021).

MartepuanbHO-TEXHUYECKOE 00ecTIeYeHHE 3aHsTHS:
Tpynosoii koaekc PO
O6mepoccuiickue Kiaccu(uKaToOpsbI.

Tema S (4 u.) Tpyoosas knudicka
Saganus:

1. Ilpoananmu3uposats TpynoBoi koaekc PD, [IpaBuina BeneHus: U XpaHEHHS TPYJIOBBIX KHUKEK,
MHCTPYKIHIO MO 3aTIOJTHEHUIO TPYIOBOM KHIKKH. BBISICHUTE TipaBuiia 3aBEJCHUS U MOPSIOK
BEJICHUS TPYIOBBIX KHUKEK.

2. 3anoyHATH OJIaHK TPYIOBOM KHIDKKHM CBEACHUSIMU O paOOTE M YBOJIHHEHUHU.

3. IIpoananu3upoBaTh NPeJIOKEHHbBIE KOTIMU TPYAOBBIX KHIDKEK, OOBSICHUTH OIIUOKHU B
0(hOpMJICHUH U BEJICHUH.

4.3apeructpupoBath 0()OPMIICHHYIO TPYIOBYIO KHUKKY

VYKa3zaHus 110 BBLITOJIHEHUIO 3aJaHUN:

N3yuuts Tpynosoit koneke PD, [IpaBuna BeeHUs U XpaHEHUs TPYAOBbIX KHUKEK, HHCTPYKLIUIO
10 3aII0JTHEHUIO TPYIOBBIX KHUXKEK.
Y CTaHOBUTS:

- 3aKOHOJATEJIbHBIC U HOPMATUBHBIC ITOJIOKEHHS O CTATYCE TPYIOBOU KHMKKE, ITOPAIKE €€

o OpMIICHUS U BEICHHUS;

- HOpMaTHBHbIE TPeOOBAHUSA O AYOIMKATE TPYAOBOU KHUKKHY;

- HOpMaTHBHbIE TPeOOBAHNUS O BKJIABIIIE K TPYJOBON KHIKKE.
2. Mcnonw3ys npensiokKeHHbIe MaTepHalibl IEJIOBOM UTPBI K MaTEpUAIbl 3aHITUH O
JOKYMEHTUPOBAHUHU IIPUEMA, TIEPEBOA, YBOJIbHEHHUS BHECTH COOTBETCTBYIOIIUE 3AIIUCH B
TPYAOBYIO KHUKKY.
3. VI3yunTh npeuI0’KEeHHbIE KOTIUU TPYJOBBIX KHUXKEK, BBISIBUTH OIIUOKH B OOPMIICHUH U
UCITIPABJICHUSAX HA TUTYJIBHOM JIUCTE, B pazaeiie «CBeleHus 0 padboTe».
KoHTposibHBIE BOMIPOCHI:
1. B xakoif cpok JomKHA OBITH 3aBECHA TPYA0Bas KHUXKKA MPH MMOCTYIUICHUH paOOTHUKA Ha
paboty BriepBbIe?
2. B xakux ciaydasx KajJpoBas CiIy>k0a UMEeT MpaBo BBIAATh JyOJIUKAT TPYJOBOH KHIKKU?
3.B kakoii cpok mociue yBoJbHeHUs paOOTHUKY BBIIACTCS TPYAOBask KHIKKA?
4. Kak odopmiisieTcst Bbl1ada BKIIAAbINA K TPYIOBON KHIKKe?
5. Kakoe cTpyKTypHOE Mo/ipa3ieJieHle OpraHu3alliy XpaHUT OJIaHKU TPYJOBBIX KHUKEK U
BKJIAJBIIIEH K HUM?
6.Kak ncnpaButh ommoOKu, 0OHapyKEHHbIE Ha TUTYJIBHOM JIMCTE TPYIOBOM KHUXKH?
7.Kak ucnpaBuTh OmMOKH, 0OHApYKEHHBIE B 3alI0JTHEHUH pa3zena «CBeaeHus o padbore»?



Crnucoxk nuTepaTypsl:

HcTounuk

«Tpynosoii konekc Poccuiickoit @eneparuun» ot 30.12.2001 N 197-@3 (pen. ot 22.11.2021) (¢
W3M. | JI01., BCTyI. B cuiny ¢ 30.11.2021). - Pexxum noctyma: http://www.consultant.ru.

[Tpuka3z MunuctepcTBa Tpyna M counanbHoil 3amutel PO ot 19 mas 2021 r. N 3201 «O06
YTBEPXKICHUH (OPMBI, NOPsIKA BEACHUS U XPAHEHHs TPYIOBBIX KHUXKEK». - Pexum nocryna:
http://www.consultant.ru.

Jlureparypa:

Alymnanze, /1. I'. JlIokyMeHTaIlmOHHOE 00eCTIeYeHHE YITPaBICHHUS MTEPCOHAIOM: YIeOHUK

U TIPaKTHKYM JJIs akajemMudeckoro 6akanaspuara / J[. I'. A6ynanse, 1. b. Beimpspkkuna, B. M.
MacnoBa. — Mocksa: U3garenbctBo Opaiit, 2019. — 299 ¢. — (bakanaBp. AkageMUYeCKuid
kypc). — ISBN 978-5-534-00875-3. — Texkcr: anekrponssiit // 3bC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2021).

Kysnenos, /. H. JlokyMeHTallMOHHOE OOECIeUYeHUe YIpaBJICHUS MEPCOHATIOM: YYEOHUK H
npaktukym 11 By30B / M. H. Ky3nenoB. — 2-e uzn. — Mocksa: U3natenscTBo FOpaiit, 2021. —
393 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-14830-5. — Tekcr: 31MeKTpOHHBINA //
O6pazoBarenpHas 1uiargopma FOpaiit [caitit]. — URL: https://urait.ru/bcode/487704 (mara
obpamenus: 29.12.2021).

[TaBmoBckas, O. FO. IIpaBoBoe oOecrieueHne KaapoBOro JIEIOMPOU3BOJICTBA: YUeOHOE TTocoOre
i By3oB / O. FO. I1aBnosckas. — Mocksa: U3znatensctBo FOpaiit, 2021. — 213 ¢. — (Briciiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct: snextponnsiii // ObC IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/476289 (nara obpamenus: 18.04.2021).

MarepuanbHO-TeXHUYECKOE 00eCTieYeHHE 3aHATHS:

Tpynosoii kogexkc PO

[Ipuka3z MunucrepcTBa Tpyna u counanbHoil 3amutel PO ot 19 mas 2021 r. N 3201 «O06
YTBEPXKICHUH (POPMBI, TIOPSIIKA BEACHUS U XPaHEHHS TPYAOBBIX KHIKEK.

bitaHku TPyJOBBIX KHMKEK

[TpumMeps! 3aNOTHEHHBIX TPYAOBBIX (KHIKEK C OIIMOKAMH)

Tema 6 (4 4.) Cucmemamuszayus OOKyMeHMO8 KAOPOBOU CAYHCOLL

3ananus
1. Ilpoananu3upyiiTe HOMEHKIIATYPY A€ KaapoBoil ciayk0bl 3A0 «DHEPTUs III0CY.

2. CocTaBbTe NPOEKT HOMEHKJIATYpHI A€l oTaena kaapos 3A0 «DHeprus II0C» Ha CIEAYIOIIMHT
KaJICHAAPHBIN O,

3. Ilpoananusupyiite TpeGoOBaHME 3aKOHOIATENBHBIX U HOPMATUBHBIX JOKYMEHTOB K COCTaBYy
JIOKYMEHTOB JIMYHOT'O JeJa.

4. Copmupyiite muuHoe aeno cotpyanuka 3A0 «Heprus II0Cc» COCTaBbTE BHYTPEHHIOIO
OIKCH TOKYMEHTOB JIMYHOIO Jea.

Yka3zaHus 110 BLIIOJIHEHUIO 3aJJaHuN

1. C yueTrom TpeOOBaHU HOPMATHBHBIX JTOKYMEHTOB IIPOAHATU3UPYHTE HOMEHKIIATYPY J1eT
3A0 «DHeprus MWI0C», ONPENENss €€ BU, KIacCH(PUKAIMOHHYIO CXEMY, 0COOEHHOCTH
dbopMynupOBaHUS 3ar0JIOBKOB, ICTOYHUKHU U MPABUILHOCTh YCTAHOBJICHUS CPOKOB XPAHEHUS.
Onpenenure nepexonsIlue /ieja, BKIIOUYEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocnoge TpeboBannii OCHOBHBIX ITPaBUJI pabOTHl apXUBOB OPTaHU3AIUNA U TUITOBOTO
NIEPEYHS YIPaBIEHYECKUX JTOKYMEHTOB CO CPOKAMH XPAaHEHUS COCTABbTE MTPOEKT



HOMEHKJIATyphl €1 3A0 «OHeprus IIocy», Ha CIeIyoIni KaneHaapHblid rox. Ilpoexr
0(QOpMUTE B COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSIIKOM.

3. U3yunts Yka3 [Ipesunenta PO Vkas Ilpesunenta Poccuiickoit @enepaunn ot 30 mas 2005 r.
Ne 609 «O nepcoHaNIbHBIX JaHHBIX TOCYJAPCTBEHHOTO IPakAaHCKOTr0 CiTyskaiero Poccuiickoi
®denepalyiv U BEEHUU €T0 JUYHOTO AEIIay

N3yuuts p.7,8 TunoBoro nepevnst ynpaBieHYECKUX JOKYMEHTOB U ONPEICIUTh COCTaB
JOKYMEHTOB JIMYHOTO JieJ1a paOOTHHKA.

4.Vcnionb3yst JOKYMEHTHI, pa3paboTaHHbIE Ha MPEAbIAYIINX 3aHIATUSIX, CPOPMUPYITE TUUHOE
neno pabOTHUKA C YY€TOM yCTAaHOBJICHHBIX HOPMATUBHBIX TpeOoBaHui. [ chopMupoBaHHOTO
JIMYHOTO JIeJIa COCTaBbTE BHYTPEHHIOIO OMKCH JOKYMEHTOB.

KoHTpoabsHbIE BOIPOCH!

1. KakoBo Ha3Haue€HWE HOMEHKJIATYPHI A€ B KaAPOBOH CITyx)0e?

2. KakoBsI TpeOOBaHUS K (POPMYINPOBKE 3ar0JIOBKOB JJOKYMEHTOB 10 JTUYHOMY COCTaBY B
HOMEHKJIaType n1ei?

3. IlepeuncnuTe cOCTaB JOKYMEHTOB JIMYHOTO JieNia paOOTHHKA; TOCYIapCTBEHHOIO CITY>KAIIETo.
4. Kak onpenensitoTcsi CpOKH XPaHEHHS KaJAPOBBIX JOKYMEHTOB?

5. Kakas cimy»6a B opranuzaiiy JoJbKHa pa3paboTaTe HOMEHKIATYPY A€ KaJpoBoil ¢y Ob1?
6. Kakne ocoOeHHOCTH XapaKTepHBI AJIT HOMEHKJIATYPBI e KaAPOBOH CITYKOBI?

Hcrounnkn

Vka3 [Ipesunenta Poccuiickoit @eneparuu ot 30 mast 2005 1. Ne 609 «O nepcoHanbHBIX
JAHHBIX F'OCYJapCTBEHHOI'O I'payKaaHCKOro ciysxamero Poccniickoit denepanuu U BEICHUU €r0
JUYHOTO Aenay // [DnexTpoHHsli pecypc]. — M., 2019. — Pexxum nocryma:
http://www.consultant.ru.

ITpuka3 Pocapxusa ot 23.12.2009 N 76 «O6 yTBepx)aeHUN MeTognuecKux

peKoMeHAanui o pa3paboTKe HHCTPYKIIHMHA MO JeTONPOU3BOACTBY B (hefepanbHbIX OpraHax
UCTIOJIHUTENIbHOW BiacTu»// [DnekTponHsli pecypc]. — M., 2019. — Pexum nocryna:
http://www.consultant.ru.

[lepeyeHb TUMOBBIX YIPABICHUECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIoLINXCcs B Ipoliecce
NeSITeIbHOCTH TOCYapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAMOYIIPABIICHHS U OPTaHU3AIHH,
C YKa3aHHEM CPOKOB UX XpaHEHMs. [ DIEKTPOHHBIN pecypc]. — Pexxum nocryna:
https://archives.gov.ru/documents/2019-perechen-typdocs-organization.shtml.

JIureparypa:

Abynanze, /1. I'. JlIokyMeHTaIlmOHHOE 00ECIICYeHHE YITPaBICHHUS ITEPCOHAIOM: YIeOHUK

U TPaKTHKYM JJIs akajemMuueckoro 6akanaspuara / J[. I'. Adynanse, 1. b. Beimpspkkuna, B. M.
Macnosa. — Mocksa: U3gatenbctBo O0paiit, 2019. — 299 ¢. — (bakanaBp. AkageMUIeCcKuid
kypc). — ISBN 978-5-534-00875-3. — Texkcr: anekrponssiit // 3BC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2021).

Kysneno, /. H. JlokyMeHTallMOHHOE OOECIeUYeHUE YIpaBICHUS IEPCOHATIOM: YYEOHUK H
npaktukym 11 By30B / M. H. Ky3nenoB. — 2-e uzn. — Mocksa: U3natenscTBo FOpaiit, 2021. —
393 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-14830-5. — TekcT: 31MeKTpOHHBINA //
O6pazoBarenpHas 1uiatrgopma FOpait [caitit]. — URL: https://urait.ru/bcode/487704 (mara
obpammenus: 29.12.2021).

[TaBmoBckas, O. FO. IIpaBoBoe oOecrieueHne KaapoBOro NEIOMPOU3BOJICTBA: YUeOHOE TTocoOre
i By3oB / O. FO. I1aBnosckas. — Mocksa: U3natensctBo FOpaidit, 2021. — 213 ¢. — (Briciiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct: snextponusiii // ObC IOpaiit [caiT]. —
URL: https://urait.ru/bcode/476289 (nara obpamenus: 18.04.2021).

MartepuanbHO-TeXHUYECKOE 00eCIIeUeHNE 3aHITHS:
Tpynosoii koaekc PO



Metoauueckiue peKOMEHIAIuii 1o pa3paboTke WHCTPYKUMN 10 JENIONPOU3BOJACTBY B
(enepanbHbIX OpraHax UCIOIHUTEIBHOM BIACTH.

KommiekT nokymeHToB 3A0 «DHeprus Mmiroc».

IlepeyeHb THUIOBBIX YIPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
JeATEIbHOCTH TOCYAAPCTBEHHBIX OPTaHOB, OPIraHOB MECTHOI'O CaMOYIIPABIICHUs U OpraHU3alui,
C YKa3aHHEM CPOKOB XPaHCHHS.

Il1aHbl CEeMUHAPCKUX 3aAHATHIA:

Cemunap 1. Tema 7. (8 4.) ®DopmupoBaHue KAAPOBBIX JOKYMEHTOB B /1eJ1a U OPraHu3ainus
HX TeKYILIero XpaHeHust

Bomnpocs! 11t 06cyxaeHus:

1. JIOKyMEHTBI IO TUYHOMY COCTaBY KaK MCTOYHMK TPYIOBOW AeATENBHOCTH rpaxkaad PD u
WHOCTPAHHBIX TPaXKJaH.

2. ConnalibHO-TIPABOBAsA 3HAYMMOCTh COXPAHEHUS ATON JOKYMEHTALIMU JJISl 3AIUThI

3aKOHHBIX IIPaB U UHTEPECOB IPAKIAH.

3.JIOKyMEHTBI 110 IMYHOMY COCTaBY KaK MCTOPUYECKUI UCTOYHHUK M0 UCTOPUHM S3KOHOMHUYECKHX,
MOJINTHYECKUX, COLIUATBHBIX IPOLIECCOB, TEHEATOTNYECKNX U CTATUCTUYECKUX MCCIIEIOBAaHUN.
4.Ha ocHOBe, KakKuX KpUTEpPUEB TPOBOAUTCS dKCIIEPTU3a?

5.Kakoe 3HaueHue pu IKCIEPTU3E UMEET BpeMsi 00pa30BaHUs JTOKYMEHTOB?

6.Kaxk ocymecTBisercss oT00p Ha TOCYAapCTBEHHOE XpaHEHUE JOKYMEHTOB C IMIOBTOPSIOMICHCS
nHpopmanuen?

7.1lepeyeHp JOKYMEHTOB. Y CTAHOBJIEHHUE CPOKOB XPAaHEHUS TOKYMEHTOB IO INYHOMY COCTaBY
Cnucok nuTepaTypsl:

AnnOpexT b.B. HopmatuBHO-1IpaBoBbIe U OpraHU3allMOHHO-METOINYECKHE BOIIPOCHI
opranu3zaiy paboThl ¢ JOKYMEHTaMH 110 JTUYHOMY cocTaBy // Cekperapckoe neno. 2004. Ne 1.
C.9-11.

AptuzoB A.H. Msxkymes C.J[. CoxpaHeHMe 1 UCTIOIb30BaHUE TOKYMEHTOB 110

JMYHOMY COCTaBYy: MpOILIoe, HacTosmee u oyaymee // OreuectBeHHbie apxuBbl. 2005. Ne 4. C.
2-6.

Bopucoa C.A. O6mue TpedoBanus npu 00paboTKe NEPCOHATBHBIX JAHHBIX paOOTHHUKA U
rapanTuu ux 3amutel // Cexperapckoe nemno. 2005. Ne 11. C. 45-48.

BypoBa E.M. Oco6eHHOCTH KOMILJIEKTOBAHUS apXUBOB JIOKYMEHTaMH NEPCOHATIBLHOTO
xapaxkrepa // lenonpoussoactso. 2007. Ne 1. -C. 4-9.

Kykosa M.II. CoBpemeHHass HOpMaTUBHAs M METoIM4YeCKasi 0a3a oTOOpa JOKYMEHTOB Ha
apxuBHOE xpaHeHue. «OteduecTBeHHbIE apxuBbI». 2018. Ne 1. C. 40-47

Hputukosa B. 3menenus B 3akoHe 00 apXHBHOM JIEJI€ M CPOKH XpaHEHUS JOKYMEHTOB. //
Jlenonpoun3BoICTBO M JOKYMEHTOOOOPOT Ha MPpeANpHUsITHI» aBrycT 2017.

Ky3nenosa T.B. HoBoe «IlonoxkeHne 0 mepcoHaabHbIX JaHHBIX TOCYIAPCTBEHHOTO
rpakaHcKoro ciyxarero P® u Begenuu ero mmunoro aena // Cekperapckoe aeno. 2005.

Ne 10. C. 25-36.

[[Tabamora 1. A. AnprepHaTuBa TUYHOMY J€Y, UIH, KaK XpPaHUTh JOKYMEHTHI COTPYAHUKOB? //
Kagposoe neno. 2010. Ne 4. C. 48-52.

Cemunap 2. Tema 8. (84) Opranusanusi 1eATeJbHOCTH APXHBA 110 JUYHOMY COCTABY
OpraHu3anuu
Bomnpocs! st 06cyxaeHus:
1. ®opmupoBaHue €1 U3 JOKYMEHTOB 110 INYHOMY COCTAaBY.
2. CocTaBiieHHE 3ar0JI0BKOB €]



3. CocraBiieHHE 3aKOHYEHHOM, CBOJIHOM, CIATOYHOM OMUCEH, PEKBU3UTHI UX oopmieHus (Tpud
YTBEPXKACHHUSI, COTJIaCOBaHNUsA)

4. IToaroToBka JieN K apXMBHOMY XPaHEHUIO; IOJHAs, YacTHUHas 00paboTKa Jien (BHYTpEeHHSSA
onuck). OdopmileHHE TUYHBIX JIEI.

5.00ume nmpaBuia XpaHeHHs U Iiepeiaun KaJpoBOl JOKYMEHTAIINH, Tiepeiaya JOKYMEHTOB Ha
XpaHEHHE TPaBONPEEMHHUKY, Ilepeada JOKyMEHTOB U3 apXuBa OpraHu3aluy Ha
roCyJapCTBEHHOE XpaHEHHUE U lepeiada JOKYMEHTOB, 00pa30BaBIINXCS B ACATEIbHOCTH
OpraHu3aliy, TMKBUINPOBAHHBIX B X0/1€ OAHKPOTCTBA.

6.00ecnieueHne XpaHeHHs el 110 JITYHOMY COCTaBY B apXHMBE OPraHU3ALUH U
rOCyJapCTBEHHOM apXHBE.

Crnucok JIuTeparypsi:

Adanacwesa JLI1. [IpoGiema mocTyma K apXUBHBIM JOKYMEHTaM, COJIEP)KAIIUM ITePCOHATBHBIC
nanuble // JlemonpousBoacto. 2006. No 4.

Bonkosa U.B. Oco6eHHOCTH UCTIOJIHEHHS 3aIIPOCOB COITMAIBLHO — IMTPABOBOTO XapakTepa //
Bectnuk apxusucra. 2011. Ne 3. C. 5-7.

Bonkosa U.B., [ertsapesa U.A. ApxuBHbIC JOKYMEHTHI ¢ KOHPHUICHITUATHHOM

nH(popmaIren 1 ee UCIOJIb30BaHUE COTIIACHO POCCUHUCKOMY 3aKOHOATENbCTRY. //
«OTteuecTBeHHbIE apXUBb», 2016. Ne 2. C. 40-51.

HertspeBa M.A. JlocTymn K apXUBHBIM JOKYMEHTaM 110 JTUYHOMY COCTaBy. //CripaBOYHUK
kaaposuka. 2012. Ne 1. C. 58-62.

Kosxanosa Esrenus. Beijaem ucrtopuueckyto cripaBky opranusanuu // Kagposas cimyx0a u
yIpaBJeHUE NIEPCOHATIOM IIpeAnpusaTHsS» Mai 2017.

Koxanoa EBrenus. Briada otiennoM KaapoB apXUBHBIX CIIPABOK, KOTUH, BRIUCOK // KagpoBas
ciyx0a 1 yrpaBlieHHe IEPCOHATIOM MPEANpUATHS» anpersb 2016.

Koxanoa EBrenuns. JJokyMeHTHI ¢ IEpCOHAIBHBIMU TaHHBIME B apxuBe. // Kagposas ciyx6a u
yIpaBiIEHUE NIEPCOHATIOM MIPEANPUATHS Utoab 2017.

Koxanosa E. IIpuka3sl o JMYHOMY COCTaBY B TPOU3BOJIbHON (hopMe //J]enonpons3BoACTBO U
JOKYMEHTOOOOPOT Ha MpeAnpusiTHI» sHBapb 2016.

Koxxanosa E. Uto nenath ¢ HeBOCTpeOOBaHHBIMU TPYJOBBIMH KHMKKaMH? //
Jlenornpou3BoACTBO U JOKYMEHTOOOOPOT Ha IpeAnpusTun» Mapt 2017.

Memepuna T.A. CoxpaHeHHe U YIOPSIIOYSHUE apXUBHBIX JJOKYMEHTOB, YIIPa3THEHHBIX B X0/
aIMUHUCTPATUBHON peopMbl GefepabHBIX OPTaHOB UCTIOTHUTEIBHOM // OTeduecTBEHHBIC
apxuBbl. 2005. Ne 3. C. 21-26.

Pynuna H., Koxanosa E. JInuHble KapTOUKHU U JIMYHBIC JI€J1a: CHCTEMATH3AIIMsl, OTIEPATUBHOE
XpaHEHHE U Tepeada B apXuB. // J[e10mponu3BoICTBO U JOKYMEHTOOOOPOT HA MPEATPUATHI
anpens 2018.

Pynuna H. Iloaroroska u nepeaaya J0KyMEHTOB B apXUBHOE YUPEXKACHHUE MTPH JIUKBUIALUN
(6aHkpoTCTBE) Opranu3aiuu. // Jlemonponus3BoACTBO U JOKYMEHTOOOOPOT Ha MPEITPUATHN
UIOHb — ntoJb 2017.

Tankuna A.O. [lena o Ha3HAYECHUH TICHCUM MHBAJIMIAaM BOMHBI M CEMbSM 3allIUTHUKOB PoIuHBI
HE TEPSIOT IeHHOCTH. // «OTeuecTBeHHBIC apXuBbD». 2017. Ne 4. C. 134-136

TymanoB B.E. JIokyMeHTBI 10 TMYHOMY COCTaBY MOCKOBCKOTO HapOJAHOTO OMOJTYECHUS
TpeOyroT 6epexxkHoro oTHomeHus // «OredecTBeHHbIE apxuBb». 2017. Ne 4. C. 136-139.

8.2. Memoouueckue pekomenoayuu K camocmoamenvHoll pabome cmyoeHmoes



Camocmosmenvnas paboma obyuarowuxcs 6kuouaem 6 cebsi makue 6uobl U POpMbl KaK:
IOATOTOBKA K NMPAaKTUYECKOMY 3aHATHIO, IOATOTOBKA K JUCKYCCHH, NPE3EHTAlUH, IOArOTOBKA
JIOKJIa/1a, KOHCIIEKTUPOBAHUE N3Y4aeMOH JIUTEPaTypbl, aHATUTUYECKH 0030p HOBOM JIUTEPATypHI
10 U3y4acMOM TEME, HAIlUCaHUE 3CCe U JIp.

Hns bonee yenybnennozo usyyenus mamepuanda 3aoauue O CAMOCMOAMENbHOU pabomul
PEKOMEHOYemCsl 8bINOIHAMb NAPANIENLHO C U3yUeHuem 0anHou memol. Ilpu evinonnenuu 3a0anuti
0J1 CAMOCMOAMENbHOU pabombl, N0 603MOICHOCMU, Cledyenm OPUEHMUPOBAMbCS HA HASTAOHOE
npeocmasienue mamepuana

Eciu  memoouueckue  mamepuanvt  no  oucyuniume — npeocmasieHvl  OMOeabHbIM(U)
0oKyMeHmom(amu), mo 0aromcs e2o (Ux) blx0OHbvle OaHHblE:

1 Memoouueckue pexomenoayuu no ... (N002omoeKe npezenmayu)

2. Memoouueckue ykasauusi no... (no02omoske 00k1aoa)

8.3. Memoouueckue pexomenoauuu no NOO20MOBKE RNUCbMEHHBIX padom (Kypcoewvix,
KOHMPOIbHBIX, pedhepamos, KOHCREeKmMOo8 u m.n.)
Ecnu npedcmasnensvi omoenbHbiM OOKYMEHMOM, MO 0arOmCcs €20 8bIX0OHble OaHHbLE

9. MEPEYEHb NH®OPMAIIMOHHBIX TEXHOJIOT A.

[Ipu u3yyeHHH IUCHMIUIMHBI OOYYAIOMIMMUCS HCHOJB3YIOTCS Cienylolue WHPOpMAIMOHHbIE
TEXHOJIOTHH:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYYaIOUIMMCS C TOMOIIbI0 KOMITBIOTEPA COJCpKAHUS
OTJIENbHBIX TEM JUCIHMILTUHBI HA JIEKIIMOHHBIX 3aHATHUSAX;

-TpEeI0CTaBICHUE 00YJaIOIUMCS JOCTYIa K y4eOHOMY IUTaHy, pabodell mporpaMmme JUCHUTUTHHBL
B DJICKTPOHHOU (hopMe, K IJIEKTPOHHO-OMOIMOTEYHOM CHCTEME HHCTUTYTA, COeprKaliel yueOHo-
METOAMYECKHE MaTepHalibl 10 TUCHMIUIMHE B 3JIEKTPOHHOH Qopme, K MHPOPMALMOHHBIM
CIPAaBOYHBIM CHCTEMaM, KOTOpbIE HCIONB3YEeTCd NpPU OCYIIECTBIECHHH 00pa3oBaTeIbHOIO
npolecca 1Mo JIUCIHMIUIMHE, MOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-00pa30BaTEIbHOM
Cpelpl MHCTUTYTa W3 JIO0OW TOYKHM, B KOTOPOM HMeeTcss IOCTyln K HH(DOPMAIOHHO-
TEJICKOMMYHUKAILIMOHHOU ceTu «HTepHET;

-pukcanus xofa 0o0pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl MHCTUTYTA,;

-bopMHpPOBaHHUE SJIEKTPOHHOTO TOPTHOINO OO0YJaAIOMErocss MO JUCHHUIIMHE MOCPEICTBOM
ANIEKTPOHHON MH(POPMAITMOHHO-00Pa30BaTEILHON CPEbl HHCTUTYTA.

[Tpu ocymiecTBiaeHNH 00pa30BaTENBLHOTO Mpollecca MO AUCHUUIIIIMHE UCHOIb3YeTCs CleAylolee
JMIIEH3UOHHOE MPOrpaMMHOE 0OecIieueHue:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.

10. OIIMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM JIJIsI
OCYHIECTBJIEHHUSA OBPA30OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUITJIMHE

HanmenoBanue 000pyI0BaHHBIX YI€OHBIX KAOUHETOB,
By yueOHbBIX 3aHATHIA TTO 00BEKTOB JIJIsI TPOBEACHUS IPAKTUUCCKUX 3aHITHH C

JIUCITATINHE MepeyHEM OCHOBHOTO 0OOPYJIOBAHHMSI U TPOTPAMMHOTO
obecrneyeHus




3aHATHUS IEKIIMOHHOTO [lorounass  aymuTopwisi,  OCHAIIEHHAs  MPOCKIIMOHHBIM
THTIA o0opynoBaHueM

CamocrosarenbHas pabora |OcHaméHHAs NEPCOHATBHBIMH KOMIBIOTEpaAMH, UMEIOIUMHU
CTYJICHTOB BbIXOJ B HWH(OPMALMOHHO-TEIIEKOMMYHUKAIIMOHHYIO CETh
«lHTEepHET», CHENUAIN3UPOBAHHBIX KJIACCOB, OCHOBHBIE
U3MEpUTENIbHbIE YCTAHOBKM U 00OpyIOBaHUE, CTEHbI,

TEXHUYECKHE CpeAcTBa OOyYEHHMsS W TIp. B COOTBETCTBHH C
@dI'OC BO u OIIOIT BO)

11. O0ecnieueHne 00pa30BaTEJIbHOIO MPOIECCA IJIS JIUI] C OTPAHNYEHHBIMU BO3MOKHOCTAMU
310pPOBbSI M1 HHBAJIU/IO0B.

B xome peanuzanuu JMCHMIUIMHBI HCIOJB3YIOTCA CIEAYIONIUE JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEeKYILIEro KOHTPOJIs yCIIEBAEMOCTH U MPOMEKYTOYHOM aTTecTalliy o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOCHHOCTEH:

o JUTSI CTICTIBIX ¥ CTTAa0O0BUISIIINX
- JIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO TJOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CIIEUAIM3UPOBAHHBIM [TPOTPAMMHBIM 00€CTIeUeHUEM;
- MUChbMEHHBIE 33JJaHUS BBIMOIHSAIOTCS HA KOMIIBIOTEPE CO CIEUATM3UPOBAHHBIM MPOrPAMMHBIM
o0ecrieueHneM, WK MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- obecrieunBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He Mmeree 300 Jrokc;
- 17151 BBITIOJIHEHUS 33/1aHUS IPU HEOOXOTMMOCTH MPEOCTABIISETCS yBEIIMYUBAIOLIEE YCTPOUCTBO;
BO3MOXKHO TaKKe UCIIOJIb30BaHHE COOCTBEHHBIX YBEIIMYMBAIOIINX YCTPOUCTB;
- MUCbMEHHBIE 331aHUs OPOPMIISIIOTCS YBETUUEHHBIM IIPUPTOM;
- 3a4eT C OLIEHKOM M 3a4ET MPOBOIATCA B YCTHOU ()OPME HITM BBITIOIHAIOTCS B TUCBMEHHON (popme
Ha KOMITBIOTEPE.

o JUTSI TITYXHUX U CIIA00CTBIIIANINX
- Jekuuu O(GOPMISAIOTCS B BHJAE DSJCKTPOHHOTO JOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCHJIMBAIOIIAS anmnaparypa MHAUBAIYAJIbHOIO MTOJIb30BAHHUS;
- MUCbMEHHBIC 33/IaHUS BHITIONHSIOTCS Ha KOMIThIOTEpE B TUCbMEHHOU (hopme;
- 3a4€T C OLICHKOM MPOBOJUTCS B MUCbMEHHOMN (hopMe Ha KOMIBIOTEPE; BO3MOXKHO MPOBEICHUE B
dbopMe TecTUpOBaHHS.

. JUTSL JIALL C HAPYLLIEHUSIMH OIIOPHO-JBUTaTEIbHOTO almnapara:
- JeKuu 0(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOT'O C TOMOIIBIO0 KOMIIbIOTEPA
CO CIEIUATM3UPOBAHHBIM ITPOTPAMMHEIM 00ECTICUCHUEM;
- MMCHbMEHHBIE 33JJaHUS BBITOJIHAIOTCS HA KOMIIBIOTEPE CO CIELUAIN3NPOBAHHBIM POrPAMMHBIM
o0ecreucHuEM;
- 3a4eT C OIEHKOW MPOBOAMUTCS B YCTHOH (hOopMe WM BBITIOJHSIOTCS B MMUCBMEHHOU opMe Ha
KOMIIBIOTEPE.
[Tpu HeoOXOAMMOCTH TMpelyCMaTPUBAETCS yBEIMUCHHE BPEMEHH JIJIsl TIOJTOTOBKH OTBETA.
[Ipouenypa mpoBeAcHHS] MPOMEKYTOYHON aTTECTALUU I OOYYAIOIIUXCS YCTAaHABIMBACTCS C
y4€TOM HMX UHAMBHAYaAJbHBIX Ncuxoduznueckux ocoOeHHocTed. IIpomexyTounas arrecranus
MOJKET IIPOBOIUTHCS B HECKOJIBKO 3TAIOB.
[Ipu mnpoBeneHHWH NPOLEAYPHl OLEHUBAHUS pPE3YyJIbTAaTOB OOYYEHHs IpeaycMaTpuBaeTcCs
UCIIONIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3M C WHIUBUIyaTbHBIMU
0COOEHHOCTSIMU 00yYaronuXcs. ITH CPEJICTBA MOTYT ObITh ITPEIOCTABIIEHBl YHUBEPCUTETOM, HIIN
MOTYT HCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPECTBA.
[TpoBenenmne mporeaypbl OLIEHUBAHUS PE3YJIbTaTOB OOYyUEHHUs JOIYCKAeTCsl ¢ MCIOJIb30BaHUEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.



ObecneunBaercs J0CTYH K HMH(OpPMAIMOHHBIM M OuOIHOrpaduueckuM pecypcaMm B CETH
WnuTepHer s kaxkaoro oOywaromierocsi B ¢GopMax, aJalnTHPOBAHHBIX K OTPAaHUYECHUSIM MX
3I0POBbS U BOCTIPUSATHSI HH(POPMAITUH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- B Ie4aTHOU (opMe yBEIIMYEHHBIM MIPUPTOM;

- B popMe 3JIEKTPOHHOTO TIOKYMEHTA;
- B (hopme aynnodaiina.
o JUISL TITYXHX U cITa00CbIIIaIInX:
- B Ie4atHou popme;
- B popMe IEKTPOHHOTO IOKYMEHTA.

o JUTsL 00YYarOIIMXCSl C HAPYLIEHUSIMU ONOPHO-/IBUTaTeNIbHOTO anrmapara:

- B Ie4aTtHou opme;
- B opMe SIEKTPOHHOTO TOKYMEHTA;
- B popme ayauodaiina.

Y4eOHble ayAUTOPHH 711 BCEX BUIOB KOHTAKTHON M CAaMOCTOSITENTLHOM paOOThI, HAyIHAS
OMOJIMOTEKa W WHBIE TIOMEIICHHsS Ui OOYYEHHUs OCHAIICHBI CIIEIUATBLHBIM O00O0pYJOBAaHUEM W
y4eOHBIMUA MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUCHUSI:

o JUTSL CTIETIBIX M CTTa00BUISIINX

- YCTPOMCTBOM ISl CKaHUpoBaHus U uTeHusa ¢ kamepoil SARA CE;
- nuctieeM bpaitnsgs PAC Mate 20;
- npuaTepoM bpaiinsg EmBraille ViewPlus;
o JUTSI TITYXHUX U CIIA00CITBIIIANINX
- ABTOMATH3UPOBAaHHBIM pa0OYUM MECTOM I JIIOJeH C HapylmIeHHEeM Ciiyxa |
CJIa0O0CIBIIIAIINX;
- aKyCTUYECKUI YCHIIUTENh U KOJIOHKHU;
o JUTsl 00YYaroIIUXCs C HAPYLIEHUSIMU ONOPHO-/IBUTaTeNIbHOTO afrmapara:
- IEPEABUKHBIMU, PETYIIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOU CO CTIeUaTIbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.

CocraButenb(n):
Kanouoam ucmopuuecxux nayx, ooyenm, Anmonosea O.E.



